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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.
JlokyMeHTOBelIeHHe M apXHUBOBeJeHUE, Mpoduias — JJoKkyMeHTOBeeHHE U JTOKYMEHTAIlMOHHOE
o0ecrieyeHue yrnpaBieHHUs.
Hucnumnmua «KaznpoBoe Aenonpon3BOACTBO M apXUBBI JIOKYMEHTOB IO JIMYHOMY COCTaBY»
u3yuaercs B 6 cemecTpe, Ha 04HOM (popme 0OyueHus U B 7 Ha 3a04HOM popme 0OydeHus. Bxoanble
3HAHUS, YMEHUS U KOMIIETEHLIUH, HEOOXOAUMbIE [T U3y4EHUS JAHHOTO Kypca, GOpMUPYIOTCS B
IPOLECCE M3YYEHMs] TaKuX AUCHMIUIMH, Kak: Opranmzanus u  texHonorun OV,
['ocynapcTBeHHbIE, MYHMIIMIIAIbHBIE M BEJOMCTBEHHBIE apXHUBBI B pE3yJbTaTe OCBOCHUS
TUCIUIUIMHBL  QOPMHUPYIOTCS. 3HAHWS, YMEHUS W HABBIKM, HEOOXOAMMBIC IS W3Yy4eHUs
CIEIYIOINX JUCHUIUIMH U TPOXOXKACHUA NpakTHK: PaboTa ¢ JOKyMEHTaMU OrpaHUYeHHOIO
nonb3oBanus, CoBpemeHHass apxeorpadus. I[lyOnmkamms noxymeHToB, IIpom3BoacTBeHHas
IpaKTHKa: Hay4HO-HCCIea0BaTenbckas padbota, [IponsBoacTBeHHas MpakTHKa: MPEAUIIIIOMHAS.
BszaumocBs3p  kypca ¢ gpyrumu jguctumimHamMua  OOIl  cocoOcTByeT  IIaHOMEPHOMY
(bopMUPOBAHNIO HEOOXOIUMBIX KOMIETCHUUH U YriayOJIeHHON TMOATrOTOBKE CTYAEHTOB K
PEIICHUIO CTIeUATbHBIX MPAKTUYECKUX MPO(EeCcCHOHANBHBIX 3a/1a4.

3. KOMIIETEHIIMX OBYYAIOHIEI'OCS, ®OPMUPYEMBIE B PE3VYJIBTATE
OCBOEHMUSA AUCHUITJIMHBI

[Iporiecc ocBOeHUsI MUCHMIUIMHBI HampaBieH Ha (HOPMUPOBAHHE KOMIIETCHLUH (271eMeHmos
cneoyrouwux komnemenyui 11K-1.1,1.3, I1K-5.1,5.3) B coorBerctBun ¢ ®I'OC BO u OITIOIT BO
[0 JJAHHOMY HampaBJIEHUI0 NOAroTOBKM (cnenuanbHocTH) 46.03.02. JlokyMeHTOBEnEHHE U
apXUBOBEJIEHHE, TPoduib - Micropuueckoe apXxuBOBeICHHE:

Ilepeuenv nnanupyemulx pe3yiomamoe 00yueHus no oucyuniune (MooyJio).



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 apXUBHBIX
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)

Ob6wvem (oOmiass TPYAOEMKOCTb) AUCHUILIUHBI «KagpoBoe Aenonpou3BOACTBO M ApXUBBI
JIOKYMEHTOB TI0 JINYHOMY COCTaBYy» COCTaBJsieT 4 3.¢., 144 akan. yacoB, U3 HUX Ha OYHOH dopme
oOyuenust: koHTakTHBIX 88 akan. 4., CPC 56 akaj. 4., GopMBbI KOHTPOJIS _3a4eT ¢ OLeHKOMH

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

Bunbl yaeOHoOW paboThl, BKIIIOYas
CaMOCTOSITENBHYIO pabory | POPMBI TEKYIIETO KOHTPOIS YCHEBAEMOCTH
CTYJECHTOB (no Hedenam cemecmpa)

u TpymoeMkocTs (B uacax)/ c | PopMa NpPOMEKYTOUHOH —aTTecTaluu (no
yKa3aHHeM 3aHATHIi, IPOBOAUMBIX | cemecmpam)

No  |Tema/Paszen B MHTEPaKTHBHBIX (hopMax

I/TI |[AVCIUIUTMHBI

Cemectp
Jlexun
CemuHApEI/
MPaKTHIECKHE
KonTpoib

NKP
HicpC

1 Tema 1. 5 2
OCHOBEI
KaJIpOBOTO
JIEIOTIPOH
3BOJCTBA

Onpoc/ 0oxnad/ npesenmayus

2 Tema 2.5 516 6 Ilpakxmuueckoe 3ansamue [
PermamenT
anus
JOKYMEHT
VUPOBaHUS
KaJIpOBO
JEATEIbHO
CTH u
paboThl ¢
KaJIpOBBIM
"
JOKYMEHT
aMu.

3 Tema 3.5 516 6 Onpoc
Cucrema Ilpakxmuueckoe 3ansamue 2
KaJIpOBO Koumponvnas paboma 1




JTIOKYMEHT
aryu.

Tema 4.
JlokymeHT
BI o
opranmsarg
uu
pabounx
MEcCT,
ydeéry
pabouero
BPEMCHH U
orJiare
Tpyna

Ilpakxmuueckoe 3ansmue 3

Tema 5.
JlokymeHT
Bl o
MEAMLINHC
KOMY
CTpaxoBaH
1o,
HarpaaHbl
e
JOKYMEHT
BI,
JOKYMEHT
Bl o

PEKPYTUHT

y
niepcoHana

U Tpoyas
JOKYMEHT
anus

Ilpakmuueckoe 3anamue 4

Tema 6.
Opranuza
st
paboTel ¢
KaJ[POBBIM
u
JOKYMEHT
amMu

Ilpakxmuueckoe 3ansamue 5
Koumponvnas paboma 2

Tema 7.
dopmupo
BaHHE
KaJpOBBIX
JTIOKYMEHT
OB B [Jf€JIa
u
opraHu3zaif
ust nux
TEKYIIEro
XpaHEHUS

Onpoc/ 0oxnad/ npezenmayust




8 Tewma 8. 6 4 15 5 9 Onpoc/ 0oxnad/ npezenmayus
Opranuza
s
JESITEIILHO
CTH
apxuBa 1O
JUYHOMY
COCTaBy
opranmsart
uu

3aver cl6 Konnokseuym/zauem c oyenxoti
OIICHKOM

HUTOTO: 5/6 | 32|36 20 | 56

O6bem (oOmasi TPyAOEMKOCTh) MUCHHUIUIMHBI «KaapoBoe AeTOnpou3BOACTBO M APXHBBI
JIOKYMEHTOB I10 ITHYHOMY COCTaBy» cOCTaBysieT 4 3.¢, 144 akaj. yacoB, U3 HUX Ha 3a04HON opme
o0ydenusi: kKoHTakTHBIX 30 akan. 4., CPC 110 akaz. 4., popMbl KOHTPOJIS _3a4eT ¢ oleHkoi (4
aKa/. 4. KOHTPOJIb)

4.2. Cmpykmypa oucyuniunsl 013 3a04HOU Hopmul 00yueHuA.

Bunbl yaeOHOW paboThl, BKIIIOYas
CaMOCTOATENLHYIO pabory | POPMBI TEKyIIEro KOHTPOIs YCIEBAEMOCTH
CTYJICHTOB (no nedensam cemecmpa)
u TpymoeMkocTs (B wacax)/ c | PopMa NpPOMEKYTOUHOH aTTecTaluu (no
yKa3aHHeM 3aHATHIi, IPOBOAUMBIX | cemecmpam)
Ne  |Tema/Pasnen B MHTEPAaKTHBHBIX (opMax
I/TI | AMCIUIUTMHBI o
|
EE
A v
El=s | 8| 8
[} =~ = = .
g 5 | EE] Bl | O
= I == e
o 5 5 2| 3| ¥ | ~
O 1B el = |0
1 Tema 1. 6 1 11 Onpoc/ 0oxnad/ npezenmayus
OcHOBBI
KaJpOBOTO
JIEIIONIPON
3BOJCTBA
2 Tema 2.|6 1 1 12 Ilpakxmuueckoe 3ansamue [
Permament
anus
JOKYMEHT
UPOBaHUS
KaJpOBOM
NEATEILHO
CTU u
paboThl ¢
KaJpOBBIM
n




JTIOKYMEHT
aMHu.

Tema 3.
Cucrema
KaJpOoBOM
JOKYMEHT
aluuy.

12

Onpoc
IIpaxmuueckoe 3anamue 2
Konmponvnas paboma 1

Tema 4.
JloxymMeHT
bI 10
OpraHu3ait
nn
pabounx
MECT,
yaery
pabouyero
BpPEMEHU U
oriaTe

Tpyda

11

Ipaxmuueckoe 3anamue 3

Tema 5.
JlokymeHT
Bl o
MEAULINHC
KOMY
CTpaxoBaH
1o,
HarpaaHbl
e
JOKYMEHT
BI,
JOKYMEHT
Bl o

PEKPYTUHT

y
niepcoHana

U Tpouas
JTIOKYMEHT
anus

16

Ilpakmuueckoe 3anamue 4

Tema 6.
Opranusa
s
paboTel ¢
KaJIpOBBIM
u
JOKYMEHT
amMu

16

Ilpaxmuueckoe 3ansmue 5
Konmponvnas paboma 2

Tema 7.
dopmupo
BAaHHUC
KaJIpOBBIX
JIOKYMEHT
OB B Jena

16

Onpoc/ doxnad/ npezenmayus




u
OpraHmsarg
us ux
TEKYILETO
XpaHeHus

Tema 8. 7 2
Opranusa
st
JEeSITENIbHO
CTH
apxuBa IO
JTUYHOMY
COCTaBy
opraHu3zarf
uu

16 Onpoc/ 0doxnad/ npesenmayus

3ayer c|7
OIEHKOM

Konnoxsuym/zauem ¢ oyenxotii

HUTOrO: 6/7 |10

10

4 |10

110

4.3. Cooepircanue pazoenoe oucyuniaunvl (Mooyis)

Ne

HaumenoBanue

(moxpasnuesia, TeMbl) M CIUTIIUHbBI

pasaenaa

Conepxanue

Tema 1. OcHOBBI
JIETOTIPOU3BO/ICTBA.

KaJpOBOTO

[Ipenmer, 3a1a4w, collepykaHue Kypca.
XapakTeprucTuKa COBPEMEHHOM CUCTEMBI KaJIpOBOI
JIOKyMECHTAIUU. B3anmocBs3b MIPOLIECCOB
YIPABICHUS TIEPCOHATIOM C COCTABOM M MOPSIKOM
(hopMHpOBaHUS  CUCTEMBI  JOKYMCHTAIlHHA  TIO
JUYHOMY cocTaBy. MecTo Kypca cpeau ApYyTux
HAayYHbIX  JUCHUIUIMH:  «JoKyMeHTOBeneHUe,
«OpraHu3anys 1 TEXHOJIOTHS JOKYMEHTAIIHOHHOTO
obecrieyeHus YIpaBICHUS, «YmpaBieHnue
nepconanom», « [pynosoe npaBo» u ap. UcTouHuku
M3y4YeHUs Kypca. 3aKOHOJaTeTbHbIe © HOPMAaTHBHO-
MPaBOBbIE  aKThl,  HOPMATHUBHO-METOIMYECKHE
JokyMeHThl. OTeuecTBeHHAs: UCTOpHOTpadusl.

Tema 2. Perimamenranus
JOKYMEHTUPOBAHUS KaJIpPOBOU
NEeSTETLHOCTH B pabOTHI C
KaJIpOBBIMU JIOKYMEHTAMH.

3aKoHOATENbHBIC u HOPMATHUBHO-
npaBoBble akThl. TpyaoBoil kojekc Poccuiickoit
®enepaiui  Kak  OCHOBOM  NPaBOBOM  aKT,
OTIPEACISAIONINA COCTaB M TIOPSIOK O(POPMIICHUS
JOKYMEHTOB IO  YCTAHOBJCHHUIO  TPYIOBBIX
OTHOIIIEHUH W TPYAOBOM NEATCILHOCTH paOOTHHKA.
3akoHOIaTEIbHBIC aKThI Poccun 0
JOKYMEHTUPOBAHUU OTJEIBHBIX CTOPOH TPYAOBOMH
JIESITEIbHOCTH Pa3IUYHbBIX KaTerOpuid paOOTHUKOB.
3akoHOMaTeIbHBIE aKTHl CyOBEeKTOB Poccuiickoit
Oepnepanuu, Ykassl [lpesunenra, [loctanoBneHus u
pacropsKeHUst MPaBUTENIHLCTBA Poccuiickoit
®denepanuu. HopMmartuBHO-MeTOIMUECKHE
JIOKYMEHTBHI.

Kpanuduxaunonubiit CIIPABOYHUK u
npod)ecCHOHANBHBIE CTAaHAAPTHl, KaK OCHOBHBIC
HOPMATHUBHBIC JIOKYMEHTBI, PErIaMEHTUPYIOIINE
TpeOOBaHYsI K KBATM(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 Ka/IpOBOH 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; HEBOCTpeOOBaHHbIE  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 sUOeoMamepuanos
Kouncynomuposanue u
CamocmosmenvHas |npogepka OOMAUIHUX 3A0AHULL
paboma nocpeocmeom  3eKMPOHHOU
noumvl/SUOC
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. sUdeoMamepuanos
Ipakxmuueckoe 3aunamue ¢ npumenenuem
3aunamue 2 pazoamouno2o mamepuana
Konmponvnas (Tpyoosoii kKoOekc, 8blOepIHCKU
paboma 1 U3 NPABoBLIX AKMOB)
Kouncynomuposanue u
nposepra OOMAWHUX 3A0AHUL
nocpeocmeom  21eKMpPOHHOU
Camocmosmenvras |noumvl/MOC
aboma
4 |doxyMeHTBl 1O  OpraHu3anuu|/lexyus 4. Besoonas AeKyust c
pabounx wMmect, yu€Ty pabouero UCNOb308aAHUEM
BpPEMEHHU U OIlIaTe Tpy/a gudeomMamepuanos
3aunamue ¢ npumenenuem
Ipaxmuueckoe pazoamouno2o mamepuana
sanamue 3 (Tpyoosoii kKoOekc, 8blOepHCKU

U3 npaeossblx GKMOG)




Camocmosmenvhas |Koncyromuposanue u
paboma npogepKka OOMAUIHUX 3A0AHULL
nocpeocmeom  3eKMPOHHOU
noumvl/SUOC
JIOKyMeHTBl 1O MeAUUUHCKOMY |/Iexyus 5. Besoonas AeKyust c
CTpaxOBaHHUIO, HarpaJHbIe UCNOIb308AHUEM
JOKYMEHTBI,  JIOKYMEHTBl IO 8UOCOMAMEPUATIOB

PEKPYTUHIY IE€pCOHaja U Ipouas

JOKYMEHTaIus IIpakxmuueckoe 3aunamue ¢ npumenenuem
3aunamue 4 pazoamouno2o mamepuana
(Tpyoosoii koOekc, 8blOepIHCKU
U3 NpagosvIX aKmos)
Camocmosmenvras
paboma
Koncynemuposanue u
nposepra OOMAWHUX 3A0AHUL
nocpeocmeom  21eKMpPOHHOU
noumvl/SUOC
Opranuszanus paboTbl c|/lexyus 6. Bsoonas JeKyus c
KaJIpOBBIMH JIOKYMEHTAMHU UCNoIb308aHUEM
gudeomamepuanos
IIpakmuyeckoe 3auamue ¢ npumeHnenuem
3auamue 5 paszoamoyno2o mamepuana
Konmponvnas (Tpyoosoii kooexc, bloepiicKu
paboma 2 U3 NPABOBLIX AKMOB)
Koncynemuposanue u
nposepra OOMAWHUX 3A0AHUL
nocpeocmeom  21eKMpPOHHOU
Camocmosmenvras |noumvl/SMOC
aboma
dopmupoBaHue KaJIpOBbIX |/lexyus 7. Jlexyusi ¢ ucnonvzoganuem
JOKYMEHTOB B JIeJia M OpraHu3aIus 8UOCOMAMEPUANO8

UX TEKYIIETro XpaHEeHUsI

Cemunap 1/7.

Onpoc, pazsepnymas beceda ¢
obcydicoeHuem

Odoxnaoa/npezenmayuu.
Kouncynomuposanue u
nposepra OOMAWHUX 3A0AHUL
Camocmosmenvuas |nocpedcmeom — 31eKMpPOHHOU
paboma noumut/SUOC
Opranuszanus nesrenbHOCTH |Jlekyus 8. Jlexyusa ¢ ucnonvsoseanuem
apxuBa MO0 JIMYHOMY COCTaBy gudeomamepuanios
OpraHu3au
Cemunap 2/8. Onpoc, pazseprnymas beceoa c

obcyscoeHuem
Odoxnaoa/npezenmayuu.




Koncyremuposanue u
CamocmosmenvHas |npogepka OOMAUIHUX 3A0AHULL
paboma nocpeocmeom  3eKMPOHHOU
noumul/IUOC

6. OHEHOYHBIE CPEJACTBA VI TEKYHIIEI'O KOHTPOJIA YCIIEBAEMOCTMN,
MMPOMEXYTOYHOM ATTECTAILIAU 110 UTOI'AM OCBOEHUS TUCITATIIIMHBI
Texkymmii KOHTPOJIb BBINOJIHEHUS 3aJaHUi  (KOHTPOJb (OPMHPOBAHUS KOMIETEHIIUIN)
OCYILECTBIISICTCSI PETyJspHO, HAauMHAas C MEpBOM Henenu cemecTpa (BXOISIIUN KOHTPOJIB).
KoHTpons U olieHMBaHME BBHINOJHEHUS (HAampUMeEp, 3cce) OocyllecTBiseTcss Ha 7-12 Hexpene
cemecTpa. Tekymuii KOHTPOJIb OCBOCHHS OTIENBHBIX PA3ACIOB IUCLHUILUIMHBI OCYIIECTBIISETCS
IIPY OMOIIM NPAKTHYECKUX 3aJaHUMN, OIIPOCA, KOHTPOJIBbHBIX 33aJJaHUI B 3aBEPIICHUH U3YyYEHUs
Kakaoro pasgena. Cucrtema TEKyHIETO KOHTPOJIA YCIIEBAEMOCTH CIY’KAT HE TOJIBKO OLEHKE
YPOBHSI KOMIETEHTHOCTHOH TOJATOTOBKM OOYyYaroIIerocss M CIOCOOCTBYEeT B AajbHEHIIeM
Han0ojiee KAaYeCTBEHHOMY M OOBEKTMBHOMY OILICHUBAaHUIO €ro B XOJAE IPOMEKYTOUHOU
aTTeCTallly, HO M CAMOOIIEHKe 00yUalomerocs, CTUMYJIHPYsI €r0 yCHIIHS.

[IpomexyrouHass arrectanuss o aucuuiuivHe: «KagpoBoe Aemonpou3BOACTBO M APXHBBI
JIOKYMEHTOB I10 JIMYHOMY COCTaBY»

[TpomerkyTouHas arTecTanus IPOBOJUTCA B GOpPME IK3aAMEHA.

6.1. Cucmema ouenueanus

dopma Komnerennus |Ounenka

KOHTPOJIsI

Texymmit

KOHTPOJIb:
- onpoc

npakmuyeckue
3a0anus
- 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/HEYO08IemMBOpUmE
ST aTTeCTalUs IIK-5.1,5.3 JBbHO
(oK3aMmen)

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 TEOPETUYECKUI U MPAaKTUYECKUN MaTepua,
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




Onenka no
TUCHMILINHE

Kpurepun onieHk# pe3yibTaToB 00y4eHUsI 10 AMCHUILIMHE

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. Oyenounvle cpeocmea (mamepuavt) 011 MeKyuie20 KOHMPOJis YyCneeaemocmu,
HPOMENHCYMOYUHOU ammecmayuu 00y4arnnumuxca no OUCYUnIuHe

Bapuanm 1

Texywiaa ammecmayus
Konmponvnas paboma Ne 1

1.B kakux ciyyasix KajapoBas ciy:k0a MMeeT IPaBo BbIIATh AyOJIUKAT TPYAOBOM
kHWKKU? Kak aToT mokymeHT odopmisiercs?

2.IlepeurcnuTe BUABI TOKYMEHTOB, IPUMEHSEMbIC TPH  TIEPEBOJIC HA JPYTYIO
pabory. Kak opopmisiercs kaxkapiii U3 HUX?

3. Ha3oBuTe 1OKYyMEHTHI, Ipe10CTaBsieMble paOOTHUKOM MPH IMOCTYIICHUH Ha

paborty.

4. 4.KakuM JIOKQJIbHBIM HOPMAaTUBHBIM aKTOM PErJIaMEHTHUPYETCS padoTa KaJpOBBIX

CIELIMAJIMCTOB C IEPCOHAIBHBIMU JAHHBIMU? JaliTe eMy XapaKTEpPUCTHUKY.

Bapuanm 2

1. XapakrepucTuka Ha3Hau€HUs TPYIOBOW KHIKKH. B Kakol Cpok AOJKHA

OBITH 3aBeJCHA TPYIOBask KHIKKA IIPU TOCTYIUIEHUHU Ha paboOTy BIEpBbIe?

2. llepeuncnute BUJbI JOKYMEHTOB, IPUMEHSEMBIE ITPU YBOJIbHEHUH. Kak

odopmIsieTcs Kaxabli n3 HuX?

3. Kakoil noKaJbHBII HOPMATHBHBIA aKT OMNpENETsAeT OpPraHu3alui0 TpyAa
COTPYIIHUKOB B KOMIaHuU. [laliTe eMy XapaKTEepUCTHUKY.
4. HazoBute nHbOpMaIHIO, 003aTEIBHYIO JIJIS BKIIFOUCHHS B TPYAOBOW JOTOBOP.

Bapuanm 1

Koumponvnas paboma Ne 2

1. Tlepeuncnure cocTaB JOKYMEHTOB JIMYHOTO jefia paboTHuKa. Kakumu
HOPMAaTUBHBIMH JOKYMEHTaMU 3TO ONpeesieH0?

2. HazoBute JOKyMEHTBI KaJpOBOH CIIy»ObI, TIOJIeXKAIIIE TIepeaaye

8 apxus.
Bapuanm 2

1. KakxoBbl 0COOEHHOCTH COCTaBJICHHSI HOMEHKIIATYPBI A€ KaapOBOM CITyxKObI?




2. HazoBute 00s13aTenbHBIC peTUCTPAIMOHHBIE (POPMBI KaAPOBOH CITY>KOBI?

Tectsl o auciuurHe «KaapoBoe 1emonporn3BoACTBO U APXHBHI 110 JTHYHOMY COCTaBY»

Kommerenmn

Bonpocst

OTBeTHBI

IK-5.3

CrniocobeH npuMeHATh
3aKOHOAATCIIbHYIO U
HOPMAaTUBHO-
METOJINYECKYI0 0a3y

1. MoskeT I KEeHIIINHA,
HAXOJIAIIAsACS B OTITYCKE
10 yXO[ay 3a peOEHKOM J10
1,5 net, BBIATH Ha paboTy,
4TOOBI OTHOBPEMEHHO

a)

MoskeT BEIMTH, HO
TOJIBKO Ha HETOJIHOE
pabouee Bpems
(pabouee BpeMs
COKpalieHo Ha 15

3aKOHOJATEIIbHYIO U
HOPMAaTUBHO-

IpY IpruemMe Ha paboTy U
IpEIbSIBUI CBOU

CMEXHBIX 00JlacTedl B | MOJIy4aTh U mocoodue, u MHHYT).
N b) He moxer.
npogeccuoHaTbHON 3apIiaTy 3a .
¢) Mo:xeT BbIITH, HO

chepe oTpaboTaHHOE Bpemsi?

TOJILKO HA HEMOJHOe

padouee BpeMsi

(pabdouee Bpems

COKpPAIEeHO Ha 2

yaca).
I1K-5.3 2.1To KakOMy OCHOBaHHIO
CrocoOeH MpUMEHSTh | YBOJIBHATH paOOTHUKA, a) Ilo cobcTBeHHOMY
3aKOHOJATEIBHYIO U €CITU B JICHb KETAHHIO.
HOpPMAaTHUBHO- HpenynpexaeHus ero oo b) Ilo pesynbraram
METOINYECKYIO 0a3y YBOJILHEHHUH T10 HCIIBITAHWS.
CMEXHBIX 0011acTeil B | pe3yabTaTaM HCIIBITAHUS ©) H‘% YCMOTpPCHHC
npodeCCHOHATEHON OH BPYYHJI BaM 3asIBIICHHC PabOTOAATCIA.

d) B 3aBucumMocTH OT

chepe 00 yxoje 1o N

TOr0, KAaKOil JOKYMEeHT

COOCTBEHHOMY KeJTaHUI0?

MOJIy4Y€eH MePBbIM.
IIK-5.3 3. I'paxxnanuH, UMEOIINA a) Her, Henpss.
Crioco0OeH MpUMEHSTh | UHBATHIHOCTD, CKPBLI 3TO b) MoikHo, eciin y Bac

HeT JIJISl Hero padoThbl
B COOTBETCTBHH C

HOPMATHUBHO-
METOJINYECKYI0 0a3y
CMEXKHBIX 00J1acTeil B
npodeCcCuoHATBHON

chepe

HEM yKa3aHa JlaTa Hadaia
pabotsl - 13.06.2017. Ho
Balll HOBBIM COTPYIHUK
3a0o0en U (haKTUIECKU
MIPUCTYIHII K paboTe ¢
15.06.2017. C xakoro mgus

METOMYECKYIO 0a3y JIOKYMEHTBI 00 HHAMBUAYAILHOH
CMEKHBIX 00JIaCTel B | MHBAJIMIHOCTH IO3XKE, fiporpamMmMon
o peaduaIMTAIIMU U

npodeccroHanbHOM Korja pabora okasanach

aounuranuu (UITPA).
chepe JUTSL HeTo TsKena. MOoXHO

¢) MOXHO 3a COKpBITHE
JI €ro Tenepb YBOJIUTH? CBeZIeHUH 06

UHBTUIHOCTH TIPU

npuemMe Ha paboTy
[IK-5.3 4. TpynoBoii 10TOBOp C a) C09.06.2017.
Crioco0OeH MpUMEHSTh | OBIBITUM TOCCIYKAIIM b) C 13.06.2017.
3aKOHO/IATENbHYIO U noanucad 09.06.2017. B c) C15.06.2017.




HYXXHO OTCUUTHIBaTH 10
JTHEU JUIsl HAIIPaBIICHUS
YBEIOMJIEHHSI B TOCOPraH
0 NIPUEME IKC-
roCCiIyXallero Ha
pabory?

I1K-5.3

CniocobeH MpUMEHSITh
3aKOHOJATEIBHYIO U
HOPMATHUBHO-
METOAMYECKYIO 0a3y
CMEXXHBIX 00J1acTeil B

5. CotpynHuna -
BHEIIHUHA COBMECTUTEIb
3abepemMeHera, mpyu 3TOM
OHa coOupaeTcs
0hOpMITATH TEKPETHBIN
OTITYCK TOJIBKO TIO

M3BecTuTh OCHOBHOI'O
paboTonaTens u
3aMpPOCHTH Y HET O
odopMIIEHHUS OTITYCKa
1o OEpPEeMEHHOCTH U

npo¢eCCuOHATBHON OCHOBHOMY MECTY ponam.
b) VYBoauth
chepe paboThl, a MO MECTy
COBMECTHUTEIIS.
COBMECTHUTEIIHCTBA XOUET
5 K c¢) Hwuuero He
MIPOJIOJDKUTH padoTy. Kak NpeNPHEAMATE 1
JTOJDKEH TTOCTYITHUTh HO3BOINTE
paboTonartens 1o COTpYIHHULE
COBMGCTI/ITGHBCTBy? MPOAOJIAKUTH paﬁOTy.
I1K-5.3 6. CoTpynHuLa nogyuuia a) [la, MoxHoO.
CrocoOeH MpUMEHATh | OOTBHUYHBIH JIUCT 11O b) Hert, oTyck HyXHO

3aKOHOJATEIbHYIO
HOPMATHUBHO-
METOJINYECKYI0 0a3y
CMEXXHBIX 00/1acTeN B

OEepeMEHHOCTH U POJaM,

HO IIPOJIOJKAET paboTaTh.

Ona x04eT, YTOOBI
JIEKPETHBIN OTIIYCK €U

MPEIOCTABUTH CTPOTO B
COOTBETCTBHUH C
JaTaMH, YKa3aHHBIMH B
OOJILHUYHOM JIKCTE.

N ¢) OTnyck MO:KHO
npogeccuoHaTbHON Jlalld 1103K€e, IIPUYEM B
NMpeI0CTABUTH MO3:Ke,
chepe nosHOM oO0beme (140
£ M HO 1aTAa ero
AHEH). O)f;HO 71 TaK OKOHYAHHSA BCE PABHO
HIOCTYIIHTD ! JM0JIKHA COBNAIATH C
AaToM, yKa3aHHOH B
00JILHUYHOM JINCTE.
[IK-5.3 7. CoTpyIHUKA OT3hIBAEM a) CoTpyIHUK IOIKEH

Cnoco6eH MpUMEHSITh
3aKOHOJATEIBHYIO U
HOPMAaTHUBHO-
METOAMYECKYIO 0a3y
CMEXXHBIX 00J1acTeil B
npodeCcCuOHATBHON

chepe

u3 ornycka. Kakoe unu
KaKWe YCIIOBUS JTOJDKHBI
OBITH COOJIIOEHBI?

JIaTh COTJIACHE.
He tpeGyercs
COOIIOIEHNE KaKUX-
1100 YCIOBHIA.
CoTpyAHHK 0JIKEH
JaTh corjiacue u a0
KOHIIAa pado4ero roaa,
B KOTOPOM 3TO
NMPOMU301ILI0, YCIIETh
OTryJITh MUHUMYM
14 xaneHaapHbIX AHel
noApsia.




[IK-5.3 8. TpynoBoii 10roBop a) Jla, HeoOXxogumMo
CrnocoOen npuMeHsTs | Mamuaunoit JLA. NPOAJUTH C Heil
3aKOHOAATEIBHYIO U 3aKJIF04EH Ha cpok 1o 30 TPYAOBO# 10T0BOP 110
HOPMAaTHUBHO- centsa6ps 2019 r.,a 9 26 nexadps 2019 roxa.
METOAMYECKYIO 0a3y asrycra 2019 r. ona b) Her. .
CMEKHBIX 00JIacTeil B | Hamucasia 3asBIIEHUE O ¢) Tpynoeoii norosop
npogeccuoHaIbHON MPEIOCTaBICHUH OTITyCKa CTAHET 6ECCPOUHBIM.
cepe 1o OEpeMEeHHOCTH U

ponam Ha 140

KaJICHAApPHBIX THEW 1

NPWIOKUJIA K HEMY

OOIBLHUYHEBIN JIUCT,

BBIJIAHHBI Ha Iepuo ¢ 9

aprycra 2019 r. mo 26

nekabps 2019 r.

HN3menutcd au nara

OKOHYAHUS CPOUYHOTO

TPYAOBOro A0roBopa’?
I1K-5.3 9. Crapuiemy Oyxranrepy a) 10 oxts0ps.
CriocoGeH MPUMEHSTL | YCTAHOBJIEHO MCIIBLITAHUE b) 20 nexabps.
3aKOHOJIATEIIbHYIO U MPOJIOJKUTEIbHOCTBIO 2 ¢) HcnbiTareabHblii
HOpPMaTUBHO- Mecsia. OH NpUCTYIUII K CPOK HAYHETCS
METOJUYECKYIO 6a3y pabote 10 oxrs6ps. ITo 3aHOBO.
CMEKHBIX 00JIaCTe B | YCIOBUSM TPYIOBOTO
npodeccroHanbHOM JIOrOBOPA UCTIBITATENBHBIN
chepe CPOK JOJIKECH

3aKOHUUTECS 10 mexadps.

Ho ¢ 5 no 14 Hos16ps

paboOTHHK OBLT Ha

OO0JHLHUYHOM.

Paccunraem nary

OKOHYAHUS

UCIBITATENIBHOTO CPOKA.
[IK-5.3 10. TpynoByro a) PabGouwnii ron
Crioco0€eH NPUMEHATh | JAEATENBHOCTD B caBuraercs Ha 46 JHEN.
3aKOHOJATEIbHYIO U opranu3zany paboOTHUK b) Hukak He MOBJIHSIOT.

HOPMATHUBHO-
METOJINYECKYI0 0a3y
CMEXKHBIX 00J1acTeil B
npodeccroHanbHOI

chepe

Hayvan 18 suBapsa 2017
roga. B nmepBom pabouem
roxy (c 18.01.2017 mo
17.01.2018) oTnyckoB 6e3
COXpaHEHHs 3apIUIaThl y
HEro He ObLT0. 32 BTOPOi
pabouwii rox (c
18.01.2018 mo
17.01.2019) y paboTHuka
Habpainock Bcero 19




KaJICHAAPHBIX THEN
OTILyCKOB 3a CBOM CYET.
OTtmycka 0e3 coxpaHeHHs
3apIuiaThl pabOTHHUK Opa,
UCTIONB3YS
npenocrasieHnoe TK
npaBo Ha 60 1Hel Takoro
OTIYCKa B TONY,
MOCKOJIBKY SIBIISICTCS
nHBAIIMIOM. B Tabene atn
JTHU OTMEYEHbI KOJI0M
«O3». Onpenennm, Kaxk
MOBIIUSAIOT OTIYCKA 3a
CBOH cYeT Ha pabouYnii o1
paboTHHKA.

1IK-1.3 Pemaer
CTaHJapTHBIE 33/1a41
npodeccroHanbHOM
NesTeIbHOCTH Ha
OCHOBE
MH(POPMALIMOHHOM U
o6ubnuorpaduueckon
KYJIBTYPBI C
IPUMEHEHHEM
MH(POPMAIIMOHHO-
KOMMYHHUKAITHOHHBIX
TEXHOJIOTUH U C
y4eTOM TpeOOoBaHMIA

11. M3 KkaKoro coBETCKOIO
¢wmibMa 3ta nuraTa: «4to
K Tak IJI0XO 32 KaJpaMu
cmotpure? beratot, Kkyaa
XOTSIT, Ballld KaapbI»?

a) CyxeOHBII poMaH.

b) Mocksa cie3am He
BEpUT.

¢) JIio6oBb 1 royou.

nH(pOpPMaITMOHHOM

0€301acHOCTH

IK-5.1 3Haer a) Cr.5.27 Konekca 06
3aKOHOAATEIIbHYIO U 12. KakuM JOKyMEHTOM aIMMHHMCTPATUBHBIX
HOPMAaTHBHO- YCTaHOBJIEHBI HEPaboUne npaBoHapymeHusx PO.
METOAMYECKYIO 0a3y MPa3THUYHBIE THU B b) Cr. 112 Tpynosoro
JIOKyMEHTaLOHHOTO Poccuiickoii ®enepanyn? Kojexca PO.

BT p— ¢) Ilpown3BoACTBEHHBIM

YIIPABJICHUS U

kaneHaapém Ha 2020

roj.
APXUBHOI'O Ac1a
IIK-5.3 a) B mapre.
Cnocoben npuMensats | 13. B opranusanmu 6bu1 b) B ¢espane.

3aKOHOJATEIBHYIO U
HOPMAaTHUBHO-
METOAMYECKYIO 0a3y
CMEXXHBIX 00JIacTeil B
npodeccrnoHanbHOM

chepe

U3/IaH IPUKA3 OT
28.02.2020 o6
YBOJIbHEHUHU pabOTHHKA
02.03.2020. Bompoc: B
KaKOM MecsIIe 110
KaJ[pOBOMY MEPOIPHUSITHIO
o popme C3B-T]]




CTpaxoBaTelb JOJIKEH
OTYUTATHCS?

1IK-1.3 Pemaer
CTaHAAPTHBIC 3a/1a4n
npodeccroHanbHOM
ACATCIIbHOCTH Ha
OCHOBE
WH(pOPMaITMOHHOHN 1
oubnuorpaduueckoit
KYJBTYpBI C
MIPUMEHEHHEM
nH(pOpPMaIMOHHO-
KOMMYHHKAIIMOHHBIX
TEXHOJIOTHH U C
y4eTOM TpeOOBaHUH
nH(pOPMaITMOHHOMN
0€e30MacHOCTH

14. Kak moxHO Oyner
PEIbIBIATH
AIIEKTPOHHYIO TPYIOBYIO
KHWKKY IIpU YCTPOMCTBE
Ha pabory?

a) Hudopmanusn
NnpeacTABJIsIeTCS
padoToxarero audo B
pacne4yaTaHHOM BHJeE,
JIN00 B IJIEKTPOHHOM
¢opme ¢ uudposoit
NOANHUCHIO.

b) Toubko B
pacrieyaTaHHOM BHJIE.

IIK-1.3 Pemaer
CTaHJapTHBIE 3a]a4Kl

15. B unpopmannoHHOM
6anke 1o (hegeparbHOMY

a) ToJbKO BeCh JOKYMEHT.
b) Bech 10KYMEHT, a

npogeccuoHaTbHON 3aKOHOJIATENLCTBY TaKiKe €ro CTaTblo,
JeATeIbHOCTH Ha IIOCTaBUTh HA KOHTPOJIb r1asy.
OCHOBE MOSKHO: c) JloOoit pparmeHT
MH(POPMALIMOHHOM U AOKYMCHTA.
o d) Jlro6oii ab3a1 B TEKCTE
o6ubnuorpaduueckon
JIOKYMEHTA.
KYJBTYPBHI C
IPUMEHEHHEM
MH(pOpPMaIMOHHO-
KOMMYHHUKAITHOHHBIX
TEXHOJIOTHH U C
y4eTOM TpeOOBaHUH
nH(pOpPMaITMOHHOM
0€30MacHOCTH
IIK-1.1 3naer 16. CootHecute a) [IponoKUTENBHOCTD

MPUHIIUIIBI U HAYYHbIE
METO/Ibl OpTraHU3aLNHI
XpaHEeHHUs,
KOMILICKTOBAHHS,
ydera u
HCIOIL30BaHUS
apXUBHBIX JOKYMEHTOB
Ha pa3IuyHbIX

COOBITHE H €TO
YCIIOBHOE
0003HaYCHHE B
tabene yueta
pabouero BpeMeHH
T-12:

paboThl B THEBHOE BpEMS
_bPBS

b) Otmyck no
6epemenHoctu 1 pogam_bPBSI

c) Brixogunie nHHA
_BPBJ4
d) Bpemennas

HeTpyaocnocoonocts BPBA

HOCHUTCIIAX

[K-5.1 3HaeT 17.JInunoe neno a) Ha pyKoBoOJuTelel U
3aKOHO/IATENbHYIO U 3aBOJIUTCH ... OTBETCTBEHHBIX
HOpPMaTUBHO- UCIIOJTHUTEINEN
METOIMUECKYIO 0a3y b) mapymmreneit
JOKYMEHTAIlMOHHOTO TPpYAOBOU JUCIHUIUIAHBI

C) KIMEHTOB (QUPMBI




o0ecrieueHus
YIIpaBJICHUS U
apXMBHOTO JIej1a

d) Ha KkaxKaoro
pabdoTHuKa

IIK-5.1 3Haer
3aKOHOJATEIbHYIO U
HOPMATHUBHO-
METOJINYECKYI0 0a3y
JOKYMEHTAI[MOHHOTO
o0OecreyeHus
YIpaBICHUS U
aApXUBHOTO Jiejia

18.PaboTta B HOUHOE
BpeMsI — 3TO pabora:

a) c22yvacoB a0 6
4acoB

b) ¢ 20 gacos g0 4
4acoB

¢) ¢ 23 49acoB 110 5
4acoB

IIK-1.1 3naer
TIPUHITUTIBEI M HAYIHBIC
METObI OpTraHu3aIuu
XpaHEeHMUS,
KOMILIEKTOBAHMS,
ydera u
HCITIOJIB30BAHUSA
apXI/IBHBIX ,Z[OKYMeHTOB
Ha paSJ'II/I‘-IHBIX

19. ITpukassl 1o JTMYHOMY
COCTaBY XpaHATCH ...

a) B JUYHOM JIeJIe
COTPY/AHUKA

b) rpynnupyrorcs B
oTJeJIbHOE /1710

C) Ha pyKax y COTpyAHMKA

d) Bmecte ¢ Ipyrumu
KaJIpOBBIMH
JOKYMEHTaMHU

HOCHUTEJISIX
[K-5.1 3HaeT 20. JlokanbHbIE a) HOPMATHMBHBbIE aKThl,
3aKOHO/IATENbHYIO U HOPMATUBHBIC aKTHI 3TO. .. coJepxalnue HOPMbI
HOPMAaTHUBHO- TPYAOBOIO NpaBa,
METOIUYECKYIO 06a3y NpUHUMAaEMBbIe
JOKYMEHTAIlMOHHOTO pabdoroaaresemMm

BT — b) MOKYMEHTBI TOIBKO ISt

yIpaBieHUs: U

COTPYAHHUKOB OT/IeJIa

KaJ[poB
apXHWBHOTO JIeja
C) JOKYMEHTBI JIst
CITy’)keOHOTO
TI0JIb30BAHUS
IIK-1.1 3naer 21.YcranoBure
MPUHITUIIBI K HAYYHBIE | COOTBETCTBHUE B CPOKAX 1. 5umer
METO/bI OpTaHU3AIUN | XPAHEHU: 2. 75 net 50 net (75 ner —
XpaHeHUs, a) JlokyMeHTBI MO ec 0pOPMIICHBI 10
KOMILIEKTOBAHHS, JHUYHOMY COCTABY 2003 roma
ydera u (TpynoBbIe i ? roja
UCIIOJIb30BAHHUS JIOTOBOPBEI, 5' HFOH
. IlocrositHHO
ApPXHUBHBIX JOKYMEHTOB JHTHBIC KapTOHKH
TOVIHAKOB 6. 45 ner
Ha pa3InYHbIX COTPYAHHKOB,
7. 3 rona 1o 3aMEHBI
HOCHTETISIX JTULCBBIC
HOBBIMH
KapTOYKH, cUeTa
8. Mo BocTpeboBaHUs
pabOTHUKOB)

b) JIuunble nena
(3asIBIICHUSI, KOTIMH
MPUKA30B U
BBITIMCKHU M3 HUX,
KOITUY JINYHBIX
JIOKYMEHTOB,




JHMCTKHU 1O y4YETy
KaJ[pOB, aHKETHI,
aTTeCTallMOHHBIE
JIUCTHI U JIP.)

c) TabGeam
(rpadukn),
KYpHaJbl yyera
pabouero BpeMeHu

d) IIpaBuaa
TPYAOBOI0
pacnopsiika

e) I'paduxn
npeaocTaBIeHUS
OTIIYyCKOB

f) HrarHoe
pacnucanme

g) JlokymeHTHI 0
HeCYaCTHBIX
cay4yasx Ha
NPOU3BO/JICTBE

IIK-1.1 3naer 22. CooTHecure a) B nmanke ¢ npukazamu
IIPUHLUIIBI U HAYYHBIE | JOKYMEHT U MeCTO €ro 10 OCHOBHOM JESITETLHOCTH
METO/Ibl OpraHU3aluu XpaHeHMSI: b) OTaenbHBIM MaCCUBOM
XpaHeHus, a) ['paduk oTIycKOB | B cBOOOIHOM BHUJE
KOMIUIEKTOBAHMSI, b) Jlnunyro kapTouxy | c) Ceiig

yueTa u d) Jlnunoe nemno
HUCTIIOJIB30BaHUS c¢) Ilpukaso
ApPXHUBHBIX JOKYMEHTOB IIPETOCTABICHII

Ha pa3InYHbIX OTITyCKa
HOCUTEJIISIX d) IIITaTtHOC
pacriucaHue

Ilpomesicymounas ammecmayus
Bonpocul k sxzameny

1.ITonaTHe KagpoBOro AEIONPOU3BOICTBA.
2. 'ocynapcTBeHHOE perynupoBaHue KaapoBOro JeI0MpPOU3BOICTBA.
3. Pernmamenranus odopmienus kaapoBbeix gokymMeHTOB B ['OCTax, yHUGHUIIMPOBAHHBIX
CHCTEeMax JIOKYMEHTallMi, Kilaccupukaropax TEXHUKO-DKOHOMHYECKOM W  COIMAIBHOU
unpopmanuu, [CIOY.
4. CoBpeMeHHas perilaMeHTalusl CO3JaHusl KaJIpOBbIX JOKYMEHTOB Ha ypOBHE MUHUCTEPCTB U
BEJIOMCTB.
5. HCTpYKTUBHO- METOJAMYECKHE MaTepUaIbl MPEANPUATANA W OpraHU3aluid MO CO3JaHHUI0 U
0(OPMIICHHIO KAJPOBBIX TOKYMEHTOB.
6. CTpyKTypa OpraHu3alOHHO-IIPABOBBIX TOKYMEHTOB.



7. TpeboBaHUs K COCTABICHUIO OPraHU3AMOHHBIX JOKYMEHTOB, TIPOIEAypa UX COTJIACOBAHUS U
YTBEPKACHHUSI, TOPSAIOK BHECECHHS B HUX U3MEHEHUI U TOTIOJTHEHUH.

8. Ha3znaueHue TIaHOBBIX JJOKYMEHTOB, UX BUBI, CTPYKTYpA.

9. TpeboBaHMsSI K COCTaBICHHUIO IUIAHOBBIX JOKYMEHTOB, MpOLEAypa HX COIJIACOBAaHUS U
YTBEPKACHHUSI, MOPSIOK BHECCHHS B HUX U3MEHEHUI U TOTIOTHCHUH.

10. HaznaueHnune 1OrOBOPHBIX TOKYMEHTOB, UX BHJIbI, CTPYKTYypa.

11. TpeboBaHus K COCTaBIEHUIO JOTOBOPHBIX IOKYMEHTOB, MIPOIIEIypa

UX COTJIACOBAHUSI U YTBEPXKACHHUS, TOPSAJOK BHECEHUS B HUX U3MEHEHHH U JOMOJIHEHUH.

12. Paznuuus MeXIy WHIUBUIAYATbHBIM TPYAOBBEIM JIOTOBOPOM H TPa)TaHCKO-TIPABOBBIM
JTIOTOBOPOM.

13. PactiopsiautenbHas KaapoBasi JOKYMEHTAIIMS, BUJIBI U TIPABHJIA COCTABICHUS 1 O()OPMIICHHSI.
14. CipaBoyHO-UH(pOPMAITMOHHAS TOKYMEHTAITWS, BUJIbI, IPABHJIa COCTABJICHUSI.

15. YueTHas kaapoBasi JOKYMEHTAIHS, BUJBI, TPEOOBaHUS K 0()OPMIICHHIO.

16.JlnaHOE 11€710 COTPYAHUKA, TPEOOBAHMS K €r0 0(OPMIICHHUIO.

17. PabGota kampoBoil CIyXObl MO OOECIIEUEHUIO COXPAHHOCTH TEPCOHATBHBIX JTAHHBIX
pabotHHKOB, [Tos0KeHHEe O 3aIIUTe MEPCOHABHBIX JaHHBIX, COTJIACHE pabOTHHUKA 3a 00pabOTKy
Y MCTIOJIb30BAHUE €TO MEePCOHANTBHBIX TAHHBIX.

18. YaudunupoBanusie GOpMbl TOKYMEHTOB MO YYETy M HCIIOJIB30BAaHUIO pabOuero BPEMEHHU.
MeTo/1bl y4eTa UCTIOIB30BAaHHOTO pab0vYero BpeMEHH.

19. YcnoBable 0003HaUYCHHS BUIOB 3aTpaT pabouero BpeMEHH.

20. JIokyMeHTBHI, MOATBEPKIAAIOIINE OTCYTCTBUE Ha pabodyeM MeCTe MO yBaXKUTEIbHOU MPUYKHE.
21. Iopsimok oopmiIeHUS JOKYMEHTOB, YIOCTOBEPSIOIINX BPEMEHHYIO HETPYI0CTIOCOOHOCTD.
22. KajipoBblii IOKYMEHTOOOOPOT.

23. Homenkiarypa aen KaJpoBOro MmoJipa3aciieHusl.

24. Cpoku XpaHEHHUS! KaIpOBBIX JOKYMEHTOB. OCOOCHHOCTH paboTHl ¢ JOKYMEHTaMHU KpPaTKUX
CPOKOB XpaHEHHUSI.

25. ®opmupoBaHUE JIET U OTICPATUBHOE XPAHEHUE KaJPOBBIX JOKYMEHTOB.

26. [logroroBka KaipoBbIX IOKYMEHTOB K C/1a4€ B BEIOMCTBEHHbBII apXHUB, CIIPABOYHO-TIOUCKOBAS
CUCTEMa IO KaJPOBBIM JOKYMEHTaM B apXUBE

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

27. YapaBieHrue apXMBHBIM XpPAaHEHUEM JIOKYMEHTOB.

28. [IpaBuna 3aroMHEHUs U XPaHEHUS TPYIOBBIX KHUXKEK.

29. IlakeT TOKYMEHTOB IPY MPOBEICHUH OIIEHKHU MIEpCOHaa.

30. IlepeueHb IOKYMEHTOB W MOPSAIOK HMX OQGOPMICHHS Ha HarpaxJeHUE OTPacieBBIMH U
roCcy/1apCTBEHHBIMU HarpaJamH.

7. YUYEBHO-METOAUYECKOE U HWH®OPMAIIMOHHOE OBECHEYEHHUE
JAUCHUITIMHBI

7.1.  Cnucok numepamypul u UCHOYHUKO8

Ocnoenasn:

Abynaose, /I. I JlIokyMeHTaInOHHOE 00eCIIeUeHUE YITPABJICHISI IIEPCOHATIOM : YICOHUK U MPAKTHKYM JIJIS
By3oB / [I. I'. AGynanze, U. b. Beinpsokkuna, B. M. MacnoBa. — 3-¢ u3n., nepepab. u gom. — MockBa :
MsnarensctBo [Opaiir, 2024. — 374 ¢c. — (Bswicmiee obOpaszoBanme). — ISBN 978-5-534-16669-9. —
Tekcr : 3JIEKTPOHHBIH /l Oo0pa3zoBartebHast mwiatdopma Opaiit [caiiT]. —
URL: https://urait.ru/bcode/536724 (mata oopamenns: 10.11.2024).

Kysneyos, M. H. JIOKyMEeHTallMOHHOE OOECIICYEeHUE YIPABICHUS MEPCOHAIOM : y4YeOHUK H
npaktukym 11t By30B / M. H. Ky3nenoB. — 3-e u3n., nepepad. u non. — Mocksa : U3garenbcTBo
Opaiit, 2024. — 397 c. — (Bwicmee obpaszoBanue). — ISBN 978-5-534-16692-7. — Tekcr :
AJICKTPOHHBIN /! O6pazoBaTenpHas maTdopma Opaiit [caiiT]. —
URL: https://urait.ru/bcode/536192 (mara obpamenus: 10.11.2024).



llasnosckas, O. FO. TlpaBoBoe obecrieueHrne KaJpoOBOTO JEIONPOU3BOACTBA : yueOHOE TTocoOure
qu1s By3oB / O. 1O. ITaBnoBckas. — Mocksa : M3narensctBo FOpaiit, 2023. — 213 ¢. — (Bricmiee
obpazoBanue). — ISBN 978-5-534-11565-9. — Tekct : snextponHbiid // OOpa3zoBarenbHas

miatdpopma  FOpaiit  [caiit]. —  URL: https://urait.ru/bcode/518436 (mara  oOparieHus:
10.11.2024).
Honoanumenvnan:

I'nmoroBa C.A. TeHIeHIIMN Pa3BUTHUSI KaIPOBOTO JIETONMPOU3BOJICTBA B pAMKax

nporpammel «L{udpoBas sxoHOMUKA» [DnekTpoHHBIN pecypc] / I'moToBa CBeTinana
AnekcannposHa; Ceetiana A. I'morosa // YnpaBinenue JoKyMeHTaMu B IT(pOBOI IKOHOMHUKE. -
Mocksa: PITYVY, 2019. - C. 98-103. - Pexxum noctyna: http://elib.lib.rsuh.ru/elib/000013245.
Hcemounuku

3axonwvl Poccutickoui @edepayuu

«Koncturynus Poccutickoit @enepanumny» (MpuHATa BCEHAPOIHBIM rojiocoBanueM 12.12.1993 ¢
WU3MEHEHUSIMH, 0JJOOPEHHBIMU B X07e obmepoccuiickoro ronocoanus 01.07.2020). -Pexum
nocryna: http://www.consultant.ru.

«TpynoBoii koaeke Poccutickoit @enepanumn» 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 1. Ne2-DK3 «O 'ocymapcTBeHHOM
repbe Poccuiickoit ®epeparuu» (¢ uwsMm. ot 20.12.2017 71.). - Pexum poctyma:
http://www.consultant.ru.

OenepanbHblii 3akoH OT 22 okTAOpsa 2004r. Nel25-AP «OO6 apxuBHOM jene B Poccuiickoii
®denepanun» (¢ u3M. ot 8 gexadps 2020 r.). - Pexxum gocryna: http://www.consultant.ru.
®enepanbhblil 3ak0H 0T 06.04.2011 1. Ne63-D3 «O06 anekrporHoi moanucu» (pen. ot 24.02 2021
r.). - Pexxum gocryna: http://www.consultant.ru.

®DenepanbHblil 3akoH «O rocynapcTBeHHON TpakaaHcKoil cinyx0e Poccuiickoit dexepanun» ot
27.07.2004 N 79-®3 (nocnemusis 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 Taiine" (¢ u3m. ot 9.03.2021
r.). - Pexxum nocryna: http://www.consultant.ru.

®denepanbubiii 3ak0H Poccuiickort @eneparuu ot 06.12.2011 Ne 402-d3 «O OyxranrepckoM
yuete»// [DnexTpoHHsIi 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.
Oenepanbublii 3akoH 0T 27 wumionst 2006r. Nel49-@3 «O6 undopmaruu, nHOOPMAIIMOHHBIX
TEXHOJIOTHSX W O 3ammre uHpopmarum» (¢ u3m. ot 09 mapra 2021 r.). - Pexxum mocryma:
http://www.consultant.ru.

®denepanbublii 3ak0H 0T 02 Mast 2006r. Ne59-D3 «O nopsiike paccMOTpeHUst 00paIieHU i rpak1aH
Poccuiickoit ®enepaumn» (¢ u3Mm. or 27 ngexabps 2018 r1.). - Pexum pocryma:
http://www.consultant.ru.

QenepanbHblii  3ak0oH  «O0 obecrieueHnu JocTyna K MHGOpMAMM O  JESITEIbHOCTH
TOCYJapCTBEHHBIX OPTaHOB M OPTraHOB MeCTHOTO camoyripaBiieHus» oT 09.02.2009 Ne8-D3 (¢ uzm.
08.12.2020 1.). - Pesxxum moctyna: http://www.consultant.ru.

®denepanbHblii 3ak0H «O mepcoHanbHBIX JaHHBIX» OT 27.07.2006 N 152-®3 (¢ uzm. ot 24.04.u
08.12. m 30.12.2020 t.). - Pexxum noctyna: http://www.consultant.ru.

Vka3 Ilpesunenta Poccuiickoit ®@eneparnuu ot 30 HOs1Opss 1995 1. Ne1203 «O06 yTBepkaeHHN
[lepeuns cBeneHMIA, OTHECEHHBIX K TOCYIapCTBEHHOM TaitHe» (¢ u3M. oT 18 stBaps, 25 mapta 2021
r.). - Pexxum gocryna: http://www.consultant.ru.

Va3 IIpesunenra Poccuiickoit @eneparuu ot 6 mapta 1997 r. Ne188 «O0 yTBepKACHUH MTEPEUHS
CBeJIeHNH KOH(pUIEeHIIUaIbHOTO Xapakrepa» (¢ m3m. ot 13.07. 2015 r.). - Pexxum pocryna:
http://www.consultant.ru.



Va3 [Ipesunenta PO ot 01.02.2005. Ne 111 «O nopsiake craun KBaau(pUKAIMOHHOTO YK3aMeHa
FOCYIapCTBEHHBIMH TPAXKIAHCKUX Ciyx)amux Poccuiickoil denepaunv U OLICHKE MX 3HAHUU,
HaBBIKOB M YMEHU». -Pexxum nocryma: http://www.consultant.ru.

Vka3 Ilpesunenta ot 01.02.2005. Ne 112 «O xOHKypce Ha 3aMEIICHUE BAaKaHTHOM JTOJHKHOCTH
rOCyIapCTBEHHOMN IpakTaHCKOU Ciry)0bl Poccuiickoit denepammm.

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

Va3 Ilpesugenta PO ot 16.02.20051. Ne 159 «O mpumepHoit hopme ciry’>keOHOro KOHTPAKTa O
MIPOXOXKICHUH TOCYAAPCTBEHHOM IpakIaHCKOM Ci1y»kObl Poccuiickoit Deaepanuul U 3aMeIeHUN
JOJKHOCTH TOCYIapCTBEHHOW TpaKHaHCKoW cimyxkO0bl Poccuiickoit ®denepanun». — Pexum
nocrtyna: http://www.consultant.ru.

Vka3 [Ipesunenra Poccutickoit ®eneparuu ot 30.05.2005. Ne 609 «O nepcoHanbHbIX
JTAHHBIX TOCYJIAPCTBEHHOTO TPaXKJaHCKOTO ciysxaiiero Poccuiickoit @enepaiiuy v BEACHUU €10
JMYHOTO Aena». — Pexxum nocryma: http://www.consultant.ru.

Vka3 IIpesunenta Poccuiickoit @enepannu ot 18.06.2005. Ne 813 «O nopsizke u
YCIIOBUSAX KOMaHIUPOBaHUsA (heaepaabHBIX TOCYAAPCTBEHHBIX TPAXKIAHCKHUX CITYKALTUX).

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

[TocranoBnenue [IpaButensctBa Poccuiickoit @enepanuu ot 16.04.2003. Ne 225 «O
TPYIOBBIX KHHXKKax». — Pexxum goctyna: http://www.consultant.ru.

Pacniopspxenue IIpaBurensctBa PO ot 21.03.1994. Ne 358-3 «O6 obecnieueHun
COXPaHHOCTH JIOKYMEHTOB I10 JIMNYHOMY COCTaBYy». — Pesxxum nmoctyma: http://www.consultant.ru.
Pacnopsioxenue [Ipasurensctea PO ot 23.04.1992 Ne 781-p «O0 ymyuiieHun
XpaHEHUsT U WHCIOJNBb30BAHUS JOKYMEHTOB [0 JMYHOMY 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. — Pesxxum moctyna: http://www.consultant.ru.

WHcTpyKIus 1o 3anogHeHHIO TPYI0BbIX KHUKEK (yTB. [locranoBienneM MuHucTepcTBa
TpyZAa U conraigbHoro pazsutust Poccuiickoit ®eneparuu ot 10 okradps 2003r.).
3apeructpupoBana MunncTepcTBOoM ocTUIMU Poccuiickort @enepamnuu 11 Hos1O6pst 2003 T.
perucTpanoHHbii Homep 5219. bromiereHb HOPMaTUBHBIX aKTOB (pe/iepalbHBIX OPraHOB
ucnomHATeNbHON BiacTu. 2003. Ne 49, — Pexxum noctyma: http://www.consultant.ru.
®epnepanbHblil 3ak0H OT 16.12.2019 Ne 439-03 «O BHecenuu uzmenenuii B TpynoBoit
kojgekc Poccuiickoit deneparuu B yacTu (OpMHUPOBAHUS CBEICHHUH O TPYJIOBOU NEATEILHOCTH B
HIIEKTPOHHOM BUJIC» [DneKTpOHHBIH pecypc] /! URL:
http://publication.pravo.gov.ru/Document/View/0001201912160070 (mata oOpamieHus
01.10.2021 r.)

MeTtoauueckre peKkoMeHIaluu o paboTe ¢ JOKYMEHTaMH 10 JIMYHOMY COCTaBy B
rOCY/IapCTBEHHBIX M MYHUITUTIAILHBIX apXUBaX, apXuBax opranusanuii (DenepanbHOe apXUBHOE
arearctBo, BHUMJIAL, 2018 r.) // Dn. pecype. http: // https://base.garant.ru/72211810/ [lata
obpamenus: 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.
Ansopexr, JI.A. KonaparseBa, 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, y4€Ta U UCIIOIb30BaHUsI TOKYMEHTOB
ApxusHoro ¢onna Poccuiickoit denepanyu u Ipyrux apXuBHBIX TOKYMEHTOB B OpraHax
roCyIapCTBEHHOM BJIACTH, OpraHaX MECTHOTO CAMOYIIpaBJIeHUs U opraHuzanusax. M., 2015. Do
pecypc. https://www.garant.ru/products/ipo/prime/doc/71083090/1ara obpamenus: 23.02.2020 r.

Hcmounuxu (Oononrnumenvhule)

®enepanbublii 3akoH PO ot 27.07.2006 Ne 149-03 «O6 nnpopmanyu, HHGOPMAITMOHHBIX
TEXHOJIOTHSX M 3aIuTe nHpopManumn». — Pexxum noctyma: http://www.consultant.ru.



@DenepanbHblii 3ak0H 0T 26.12.1995. Ne 208-®@3 «O06 axkumMoHEpHBIX OOIIECTBax». -Pexum
nocrtyna: http://www.consultant.ru.

[Tpuka3z MunucrepcTBa Tpyna M counanbHoil 3amutel PO ot 19 mas 2021 r. N 3201 «O06
yTBepkAeHUH (HOPMBI, IOPSKA BEICHUS M XpaHEHUs TPYIOBBIX KHIDKEK». - PexxuMm nmocryma:
http://www.consultant.ru.

O6mepoccutickuii kmaccuduraTop mpodeccuit padbounx, JOKHOCTEH CITyKaIuX U

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

Obmepoccuiickuii  kmaccudukarop ynpasieHueckoi pokymeHtannu OK 011-93. (pen. ot
07.10.2021)// [Dnextponnsiii pecypc]. — M., 2021. — Pexxum noctyma: http://www.consultant.ru.
Ob61mepoccuiickuii KaccupuKaTop CHEUATLHOCTEN 0 00pa3oBaHuto // [ DNeKTPOHHBIN
pecypc]. — M., 2021. — Pexxum gocryna: http://www.consultant.ru.

[Tpuka3 Pocapxua ot 23.12.2009 N 76 «O6 yTBepkaeHUN MeToIMUeCKUX PeKOMEH Al

1o pa3zpaboTKe HHCTPYKIUH 1O AeTONPOU3BOACTBY B (efiepaibHbIX OpraHax UCIOJIHUTEIbHON
BiacTu» // [DnextponHsil pecype]. — M., 2019. — Pexxum noctyna: http://www.consultant.ru.
VYHuuuuupoBanHubsie GOpMBbI IEPBUYHOMN YUETHOMN TOKYMEHTALIUU 10 YUYETY Tpy/ia U ero

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

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

yaery KaapoB // [DnekTponHsbli pecypc]. — M., 2019. — Pesxxum noctyna: http://www.consultant.ru.
[lepeyeHb TUMOBBIX YIPABICHUYECKUX apXUBHBIX JJOKYMEHTOB, 00pa3yIOLINXCs B IpoLiecce
JESTeIbHOCTH TOCYIapCTBEHHBIX OPraHOB, OPIaHOB MECTHOI'O CaMOYIPABIIEHUS U OPraHU3alHH,
C yKa3zaHHEeM CpOKOB XpaHeHus // [DnexkTpoHHblii pecypc]. — M., 2020. — Pexxum nocryma:
http://www.consultant.ru.

[IpaBuna opraHu3anuu XpaHeHUs, KOMIUIEKTOBaHHUS, Y4ETa U NCIIOJIb30BAHUS JOKYMEHTOB
ApxusHoro ¢onaa Poccuiickoit @enepanuu u Ipyrux apXUBHBIX JOKYMEHTOB B OpTaHax
rOCyJapCTBEHHOM BJIACTH, OPraHax MECTHOTO CaMOYIIPABICHUS 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, 00Pa3yIOIIUXCS B MPOIECCEe AESTEILHOCTH TOCYJapCTBEHHBIX OPTaHOB,
OpraHOB MECTHOTO CaMOYITPaBJICHUS U OpraHU3aIiii, ¢ yKa3aHueM

cpokoB ux XxpaHenusa" (3apeructpupoBano B Muniocre Poccum 06.02.2020 N 57449)
[DnexTponHsIil pecypc] / CripaBouHO-TIOMCKOBas cucteMa « KOHCYIIBTaHT 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 110
WCITOJIb30BAHUIO YJIEKTPOHHBIX JJOKYMEHTOB, CBSI3aHHBIX C paboToi»// NHTepHeT-opTan
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 [Tonoxenus o

MOpSAIKE TPOBEICHUS SKCIIEPUMEHTA 110 UCTIOJIb30BaHUIO JIEKTPOHHBIX JOKYMEHTOB, CBSI3aHHBIX
¢ paboroii» (3apeructpupoBano B Muntocte Poccun 17.06.2020 N 58674)// UaTepHeT-nopTan
npaBoBoi nHGopmaruu https://www.garant.ru/products/ipo/prime/doc/74170714/, nata
obpamenus 01.10.2021).

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



- Tapaum [Onexmponnsiii pecypc]. — Inekmpon. oan. — M., cop. 2013. — Pedscum docmyna:
http://www.garant.ru.

- Koncynomanm Ilnoc [Onexmpounnsiii pecypc]. — nexkmpon. dan. — M., cop. 2013. —
Peoicum oocmyna: http://'www.consultant.ru.

- locmyn 6 9bC:

- JIAHb Jlocosop c¢ OO0 «H30amenvcmeo Jlanvy Pescum oocmyna www.e.lanbook.com
Heozpanuuennwiii 0ocmyn 015 3ape2ucmpuposanHvlx noab3oeamenei

- DBC FOPAHUT, Pexcum Odocmyna www.biblio-online.ru Heoepanuuennvii docmyn oas
3ape2ucmpupo8arHHbIX NOab308amenel

- 000 HOF Pexcum oocmyna www.eLIBRARY.ru Heoepanuuennoviii oocmyn 011
3ape2ucmpupo8anHHbIX NOab306amenel

- OBC IPR SMART Pestcum oocmyna https.://www.iprbookshop.ru/ Heozpanuuennwii
0ocmyn 0115 3ape2ucmpuposanHblx Noab3oeameneu

T'apanm [Dnexmponnsiii pecypc]. — Dnekmpon. dan. — M., cop. 2013. — Pexxcum docmyna:
http://www.garant.ru.

- Koncynomanum Ilntoc [Onexkmponnsiii pecypc]. — dnekmpon. oan. — M., cop. 2013. — Pescum
docmyna: http.://www.consultant.ru.

8. METOANUYECKHUE VYKA3AHHUS 1O OCBOEHHUIKO JUCHUIIJIMHBI
MOAYJIA)

8.1. IInanvl npakmuyeckux 3aHAmMul

Tema 2 (4 u.) Pecnamenmayus 0OKyMEeHMUPOBAHUA KAOPOBOU OesAmenbHOCmuU U paoomol ¢
Kaopoevimu 0OKyMeHmamu.

3agaHus:

1. lats ananu3 TpynoBoii kogekc Poccuiickoit @enepanuu u onpeaeanTe TpeOoBaHMs K
cocTaBy ¥ 0()OPMIICHUIO JOKYMEHTOB, PETIaAMEHTUPYIOIIUX TPYIOBbIE OTHOIICHHUS.

2. Jatp ananu3 TpynoBoit koaekc Poccuiickoii @eaepanuu u onpeaeanTe TpeOoOBaHus K
GYHKIUSIM KaJIpOBOW CITY>KOBI.

Vkazanus no evinonnenuro saoanuii:

1. Uzyunte TpynoBoii kogeKc: KAKUMH TOKYMEHTaMHU IIPEeyCMOTPEHO 0(pOpMIICHHE ITPHEMA,
IIEPEBOJia,  YBOJIBHCHMs, KOMAHIMPOBAHUA, JUCLMIUIMHAPDHOIO  B3BICKAHMS U
npefocTaBleHs oTIycka paboTHukaM. CocTaB JTOKYMEHTOB (PMKCHUPYETCs IO KaxkIOu
oTaenpHOW mponenype. OOpaTuTe BHMMaHHE Ha CPOKM IIOJTOTOBKU JJOKYMEHTOB,
YCTaHOBJICHHBIE 3aKOHO/IaTeNIbHO. Pe3ynbTaTel oopmMuTe B TAOIHULLY.

Haumenosanue Buowi Homep Cpoxu, Cooepacanue u
npoyeoypul OOKYMEHMO8 cmamobu cesasamnHble ¢ | opopmaeHue
OOKyMeHmamu

[Tpuém Ha padoty
ITepeBon
[IpenocraBienue
OTIyCKa
[Toonpenue
JucuunnruHapHoe
B3BICKAHHUE
KomanaupoBanne
VYBonbHEHUE

2. Wsyuuts TpynoBoi KOAEKC M ONPENETUTh 00S3aHHOCTH paboTOAATENs 0 OTHOILICHHIO K
pabOTHHKY, KOTOpble ycTaHOBIeHbl B Kojekce mnpu BO3HUKHOBEHHHM TpPYIOBBIX



oTHomeHn. Ha 3Toif 0CHOBEe COCTaBUTH MepeyeHb (PYHKIUH, BBITOTHAEMBIX KaJpOBOM
CITYX)00M

KOHmpOJZbele eonpocwol.

1. IlepeuncnuTh OCHOBHBIE BUJIBI JOKYMEHTOB, UCTIOIb3yEMBbIC ISl IOKYMEHTHUPOBAHHS
TPYIOBBIX OTHOIIECHHM, YCTAHOBJICHHBIX B TPYIOBOM 3aKOHOATEIbCTBE.
2.Ha3oBute THUTIOBBIE GYHKIIUU KAJAPOBOM CITYKOBI.

Cnucox numepamypul:

HUcemounuk

«TpynoBoii kogeke 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.
Jluteparypa:

Abynaose, /I. I JlIokyMeHTaInOHHOE 00eCIIeUeHUE YITPABJICHISI IIEPCOHATIOM : YICOHUK U TPAKTHUKYM IS
By3oB / [I. I'. AGynanze, U. b. Beinpsoxkkuna, B. M. MacnoBa. — 3-¢ u3n., nepepab. u gom. — MockBa :
WznarensctBo IOpaiit, 2024. — 374 c. — (Bpicmiee oOpaszoBanme). — ISBN 978-5-534-16669-9. —
Tekcr : 3IEKTPOHHBIHN / O6pazoBaTenbHas mnatgopma IOpaiit [caiiT]. —
URL: https://urait.ru/bcode/536724 (mata oopamenns: 10.11.2024).

Kysneyos, U. H. JIoKyMEHTAIlMOHHOE OOECIICUCHHUE YIPABICHUSI TEPCOHAIOM : Yy4YEeOHUK U
npaktukym 11t By30B / M. H. Ky3nenoB. — 3-e u3n., nepepad. u non. — Mocksa : U3garenbcTBo
Opaiit, 2024. — 397 ¢. — (Bwicmee obpaszoBanue). — ISBN 978-5-534-16692-7. — Tekcr :
AJICKTPOHHBIN /! O6pazoBaTenpHas miaTdopma Opaiit [caiiT]. —
URL: https://urait.ru/bcode/536192 (mara obpamenus: 10.11.2024).

Ilasnosckas, O. FO. TlpaBoBoe obecrieyeHne KaJpoBOTo AEIONPOU3BOJCTBA : yueOHOE mocodue
qu1s By3oB / O. 1O. ITaBnoBckas. — Mocksa : M3narensctBo FOpaiit, 2023. — 213 ¢. — (Bricmiee
obpazoBanue). — ISBN 978-5-534-11565-9. — Tekct : snextponHbiid // OOpa3zoBarenbHas
miatpopma  FOpaiit  [caiit]. —  URL: https://urait.ru/bcode/518436 (mara  oOparieHus:
10.11.2024).

MamepuanbHo-mexnuueckoe obecneyenue 3aHAMuUsL:

Tpynosoii koaexkc PO

Tema 3 (4 u.) Cucmema Kadpoeoii 0oOKymenmayuu.
3aoanus:

1. [Tpoananu3upyiite opranuzanuio padboTsl ¢ kKaapamu B 3AO «DHEprus TUTFOCH.
2. Pazpaboraiite [lonoxxenue 00 oraene kaapoB 3A0 «DHeprus mIocH.
3. Pa3pabotaiiTe JOMKHOCTHYIO HHCTPYKIHIO JJII OAHOTO M3 COTPYIHHKOB KaJIPOBOM CITY>KOBI

Ykazanus no evinonnenuio 3a0anuii:

1. Tlpoananu3upyiite KOMIUIEKC TOKYMEHTOB 3AO «DHEPrus IIt0C», BBISIBIAS €r0 CTPYKTYPY,
YHCIIEHHOCTb, HaIllpaBJieHus AesTenbHocTu O01IecTBa 1 0COOCHHOCTH OpraHu3alny KaJpoBoil
paboTHI.

2. Ha ocHOBe KBAIM()MKALMOHHOM XapaKTePUCTUKH PYKOBOIUTENS KaapoBoil ciyxObl, Y COPJI,
TpynoBoro xojekca 1 TpeOOBaHNN MHBIX HOPMATUBHBIX U METOJMUECKUX JOKYMEHTOB
paspabotaiite u opopmute npoekT [lonoxeHus 06 oraene kaapoB 3A0 «IHeprus MITFOCH.

3. Ha ocHOBe KBaTM(pUKAITMOHHBIX XapaKTEPUCTUK paOOTHUKOB KaJapoBoi ciyx0b1, YCOP]]
paspaboTaiiTe MPOeKT TOMKHOCTHON MHCTPYKLIMU OJTHOTO U3 COTPYAHHKOB OT/ela KaJpoB

3A0 «QHeprus wIrocy». M 0oPopMHUTE €ro B COOTBETCTBUU C YCTAHOBJIICHHBIMUA TPEOOBAHUSIMU.
Koumponvnvie sonpocwi:



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

2. Kakue 10KyMEeHTHI PErlIaMeHTUPYIOT paboTy C MEPCOHAIOM OpraHH3aLuu?

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

4. KakoBa CTpyKTypa TEKCTOB IOJIOKEHUS O KaApOBOH ciyx0e 1 JOHKHOCTHON HHCTPYKIIMU?
5. Kora nonoxenue o KaapoBoi ciryx0e mpuobdperaet ropuanueckyro cuiny? Korna oHo
TpebyeT nepepaboTKu?

6. Ilepeuncnure obuye TpedboBaHUsA K 0)OPMIICHHUIO OPTaHU3AMOHHBIX TOKYMEHTOB.

Cnucox 1umepamypul:

HUcemounuk

«TpynoBoii kogeke Poccutickoit @enepanun» ot 30.12.2001 N 197-®3 (pexn. ot 22.11.2021) (¢
W3M. U JIoN., BTy B cuity ¢ 30.11.2021). - Pesxxum gocryma: http://www.consultant.ru.
VYHuuduuupoBanHusie GopMbI NEPBUYHOMN YUETHOM TOKYMEHTALIUU 10 YUETY TPYyia U ero

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

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

Jlumepamypa:

Abynaose, /I. I JlIokyMeHTaIMOHHOE 00eCIIeUeHUE YITPABJICHISI IIEPCOHATIOM : YICOHUK U TMPAKTHKYM IS
By3oB / /1. I'. AGynanze, U. b. Beinpsoxkkuna, B. M. MacnoBa. — 3-¢ 3., nepepab. u gom. — MockBa :
WznarensctBo IOpaiit, 2024. — 374 c. — (Bricmiee oOpaszoBanue). — ISBN 978-5-534-16669-9. —
Tekcr : 3IEKTPOHHBII / O6pazoBaTenbHas miathopma IOpaiit [caiiT]. —
URL: https://urait.ru/bcode/536724 (mata oopamenns: 10.11.2024).

Kysneyos, U. H. JIoKyMEHTAIlMOHHOE OOECIICUCHHUE YIPABICHUSI TEPCOHAIOM : Yy4YeOHUK U
npaktukym 11t By30B / M. H. Ky3nenoB. — 3-e u3n., nepepad. u non. — Mocksa : U3garenbcTBo
Opaiit, 2024. — 397 c. — (Bwicmee obpazoBanue). — ISBN 978-5-534-16692-7. — Tekcr :
AJICKTPOHHBIN /! O6pazoBaTenbpHas iaTdopma Opaiit [caiiT]. —
URL: https://urait.ru/bcode/536192 (mara obpamenus: 10.11.2024).

Ilasnosckas, O. FO. TlpaBoBoe oOecrieyeHne KaJpoBOTo AEIONPOU3BOJCTBA : yueOHOE mocobue
qu1s By3oB / O. 1O. ITaBnoBckas. — Mocksa : M3narensctBo FOpaiit, 2023. — 213 ¢. — (Bricmiee
obpazoBanue). — ISBN 978-5-534-11565-9. — Tekct : snextponHbiid // OOpa3zoBarenbHas
miatpopma  FOpaiit  [caiit]. —  URL: https://urait.ru/bcode/518436 (mara  oOparieHus:
10.11.2024).

Mamepuanbro-mexuuyeckoe obecneyerue 3aHAMuUA.

Tpynosoii koaekc PO

YCOP/[

KpanudukaonHsle XapakTepUCTUKN paOOTHUKOB KaJpPOBOU CITY>KOBI
Kommext nokymeHToB 3A0 «OHEPTHS TLTIOCH.

Tema 4 (8 4.) Jokymenmupoeanue kaopoeoit deamenbHocmu
3aoanus:

1. U3yunte 3akoHOAATEIbHBIE TPEOOBAHUS K COJAEPKAHUIO U O(POPMIIEHUIO TPYAOBOTO
norosopa. [IoAroToBbTE MPOEKTHI TOKYMEHTOB 10 MPUEMY Ha paboTy.

2. [loaroroBbTe NPOEKTHI JOKYMEHTOB MO MEPEBOY Ha APYTYIO paboTy.

3.IloaroroBbTE MPOEKTHI JOKYMEHTOB O IIPEIOCTABIEHUH OTITYCKA, MPOEKTHI JOKYMEHTOB O
KOMaHAMPOBaHUH pabOTHUKA

4.IToaroToBHTE MPOEKTHI TIOKYMEHTOB O MOOIIPEHUH PAaOOTHUKA U MPOCKTHI JOKYMEHTOB O



BBIHECEHUH AUCIUILIMHAPHOTO B3BICKAHUSL.
5.I1oaroTOBBTE MPOEKTHI JOKYMEHTOB 00 U3MEHEHUH (paMuiiny pabOTHUKA U TPOESKTHI
JIOKYMEHTOB O PaCTOP’KEHUH TPYAOBOTO JJOTOBOPA.

Vxaszauusa no evinonnenuio 3a0anuil:

1.Ha ocHOBaHMHU CIIpaBOYHBIX JAHHBIX O pAOOTHHKE M TpeOoBaHUM TPym0BOTO KOJEKCA
MOATOTOBUTH TPYAOBOM JIOTOBOP C paOOTHUKOM, O(pOopMHUTE TTPUKA3 O ITpHUEME pabOTHUKA HA
paboty (CTyIEHTHI MOTYT COCTaBUTh MPUKA3 IO OOITUM IIpaBuiIaM opopMIICHUS TPUKA30B HIIHA
BOCIOJIB30BaThCs YHUUIMpoBaHHOU hopmoit T-1). 3anomuuTts JInuHyro KapTouky paboTHHKA
(popmy T-2.) Onpenenuts cocTaB JOKYMEHTOB, UCIIOJIb3YEMbIX U CO3/IaHHBIX MIPU MPHEME Ha
paboty, KoTopble GOPMHUPYIOTCS B IMYHOE J1eNI0 pabOTHHKA.

2. Ha ocHOBaHMHM CIIPaBOYHBIX JIaHHBIX O pabOTHHKE U TpeboBaHMii TpynoBOro Kojaexca
opopMUTH MiepeBo1 pabOTHHUKA (TI0 €r0 HHUIIMATHUBE U TI0 MHUIIUATHBE PYKOBOIUTEIIS
CTPYKTYPHOTO ITO/Ipa3iefieHus ) Ha Jpyryio paboTy B Toil ke opranuzauuu. CoCTaBUTh
3asBIICHHE, IIPEACTABICHUE, YBEIOMIICHHE U 0(DOPMUTH MPHKA3 O EpeBoie pabOTHHUKA Ha
Ipyryio padoTy (1o oOuwmM mpaBuiaamM oQpopMIIEHUS MMPUKA30B UM BOCIIOIb30BATHCS
yauunupoBannou hopmoii T-5). BHectn nanneie B JInunyto kapTouky padotHuka (hopmy T-
2.) Onpenenuth cOCTaB JOKYMEHTOB, UCIIOIBb3YEMbIX U CO3JaHHBIX MPH MEPEBOJIE Ha IPYTYIO
paboty, KoTopble GOPMHUPYIOTCS B IMYHOE JIENI0 pabOTHHKA.

3. Ha ocHOBaHMYU CIIpaBOYHBIX TAaHHBIX 0 paboTHHKE U TpeOoBaHuil TpyaoBoro kojekca
0(pOPMHUTH €KETOAHBIN OUePEIHON OIUIAYMBAEMBIH OTITYCK U OTITYCK 0€3 COXpaHEHHS
3apaboTHOi1 maaTel. CocTaBUTh rpaduk OTIIYCKOB, OPOPMHUTH MPUKA3 O MPEIOCTABICHUN
oTIycka (1o o0ImuM npaBuiaM ohopMIICHUS IPUKA30B WK BOCIIOIb30BaThCS
yHuunmpoBaHHoit Gpopmoii T-6). Buectun nannslie B JInuHyio kapTouky padotHuka (popmy T-
2).

4. Ha ocHOBaHUM CITPaBOYHBIX JaHHBIX O pAOOTHHKE MOATOTOBHUTH MPUKA3 O HAIIPABICHUN
paboTHHKA B KOMaHAUPOBKY (TI0 0OIIMM mpaBwmiiaM 0(hOPMIICHHS TIPUKA30B UITH
BOCIIOJIb30BaThCsl YHU(DULIMPOBaHHOH Gopmoit T-9).

5. Ha ocHOBaHMHM CIPAaBOYHBIX JTAHHBIX O pabOTHUKE, 0QOPMHUTH MTPUKA3 O MOOLIPEHUH
paboTHuKa (110 00IIMM MpaBuiiaM 0(OPMIICHUS PUKA30B HIIM BOCIOJIB30BATHCS
yHuunmpoBanHoit popmoii T-9). BuecTun nannslie o noompeHnu B JINYHYIO KapTOUKY
pabotnuka (popmy T-2.). OnpenenuTs cocTaB JOKYMEHTOB, HCHIOIB3YEMBIX TPU 0()OPMIICHUN
MOOILPEHHUs, KOTOphIe (POPMUPYIOTCS B JIMYHOE J1eJ10 paboTHHKA. Ha ocHOBaHMM MaTepranoB
JIeIOBOM MT'PBI COCTaBUTH OOBSICHUTEIBHYIO 3aITUCKY O JUCHUIUTMHAPHOM MPOCTYIIKE,
JIOKJIQ/IHYIO 3aIMCKY O HAPYLUICHUH TPYIOBON AUCIUIUIMHBI, IPUKA3 O HAIOKECHUH
JUCLUIUIMHAPHOTO B3bICKAHUS.

6. Ha ocHOBaHNY CITpaBOYHBIX JaHHBIX O PAOOTHUKE O(OPMHUTH MTPEKPAICHNE TPYIOBOTO
JIOrOBOpA TI0 MHUIMATHBE PAaOOTHHKA, 10 MHUIIMATHBE paboTomaTeNs, 10 00CTOATEILCTBAM, HE
3aBUCSIIM OT BOJIM CTOPOH. ONpPEAeInTh COCTaB TOKYMEHTOB, KOTOPBIMH 0(OpMIIIeTCS KaXKaast
curyanus. OpopMHUTH IPUKA3 O MPEKPALICHUN ASHCTBHS TPYAOBOTO JOTOBOpa (110 0OIIUM
npaBuiIaM opOpMIICHHS TPUKA30B WIIM BOCTIONIBL30BaThCs YHUULIMpOBaHHOM Gopmoit T-8).
Buectu nannsie 00 yBonbHeHUH B JIMuHyIo KapTouky padotHuka (popmy T-2.). Onpenenutsb
COCTaB JIOKYMEHTOB, HCIIOJIb3YeMbIX MTPH OPOPMIICHUN YBOJIbHEHUS, KOTOPBIE (POPMUPYIOTCS B
JAUYHOE eJ10 paboTHHKa. COCTaBbTE MPOEKT MpHKa3a 00 M3MEHEHUU (haMUITUH, TPUBEIUTE
BO3MOJKHBIC OCHOBAHUS JUIS U3AaHUS TAaKOTO IPHKa3a.



KoumponsHvie gonpocuwi:

1. BeigenuTe OCHOBHBIE JOKYMEHTUPYEMBbIE 3a/1a4i KaJpOBOM JEATEIbHOCTH.

2. OxapakTepu3yluTe CTpYKTypy TEKCTa TPYAOBOTO JJOTOBOPA, IEPEUUCIUTE CYILIECTBEHHBIE
MOJIOKEHUS TPYIOBOTO JI0TOBOpA.

3. SBnstroTcs M yHU(UIUpPOBaHHbBIE (POPMBI 00s13aTEIbHBIMU?

4. Ha ocHOBe TpeOOBaHMI K TPYZAOBOMY JIOTOBOPY, OIPEIACTUTH MOPAIOK OPOPMICHHS
JIOTIOJTHUTEIBHOTO COTTIalieHus (A3MEHEHHUs K TPYI0OBOMY JIOTOBOPY).

5. Kakumu TpeOoBaHUAME JTOJKHA PYKOBOJCTBYETCS KaJpoBasi ciyx0a npu opopmiIeHun
MPUKA30B B TEKCTOBOH opme?

Cnucox 1umepamypul:

Hcmounuk

«TpynoBoii kogeke 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.
VYHuuduuupoBanHubsie GOpMbI IEPBUYHOMN YUETHOMN 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.

KpanudukaroHHbIi CIPaBOYHUK JOJDKHOCTEH PyKOBOAUTEINEH, CIICIIUATUCTOB U IPYTUX
ciyxanux // [Onexrponnsiit pecypc]. — M., 2020. —Pexxum nocrtyma: http://www.consultant.ru.
Obmepoccuiickuii kinaccuurarop npopeccuit pabounx, TOHKHOCTEH CIyKalluX U

tapudubix pa3psanoB OK 016-94. (nara BBenenus 01.01.1996) // [DnextponHsIii pecypc]. — M.,
2021. — Pexxum pocryma: http://www.consultant.ru.

OO6mepoccuiickuii  kinaccupukaTop ympabieHdeckord mokymeHtarmuu OK 011-93. (penm. ot
07.10.2021)// [9Onexrponnstit pecypc]. — M., 2021. — Pexxum noctyna: http://www.consultant.ru.
OO6mepoccuiickuii KiaccuGuKaTop CrenuagTbHOCTEH 0 00pa3oBaHuUIO // [ DIEKTPOHHBII
pecype]. — M., 2021. — Pexxum poctyna: http://www.consultant.ru.

"OK 018-2014. O6mepoccuiickuii kiaccudurarop nHGOpMAaIuU 0 HaceaeHUn" (IPUHSAT U BBEACH
B nerictBue [Ipukasom Poccranmapra ot 12.12.2014 N 2019-cT) (pea. ot 07.10.2021). — Pexxum
nocryna: http://www.consultant.ru.

Jlumepamypa:

Abynaosze, /[. I. JlokyMeHTalMOHHOE 0OecTieUeHIE YIPABICHHUS IEPCOHANIOM : YIeOHHK U MPAKTUKYM IS
By30B / Jl. I'. AOymanze, U. b. Bempsokkuna, B. M. MacimoBa. — 3-¢ u3g., nepepad. u gom. — MOCKBA :
M3narensctBo [Opaiir, 2024. — 374 c. — (Bwicmiee obpaszoBanme). — ISBN 978-5-534-16669-9. —
Tekcr : 3JIEKTPOHHBIH // Oo0pa3zoBarebHast mwiatdopma IOpaiit [caiiT]. —
URL: https://urait.ru/bcode/536724 (mata obpamenus: 10.11.2024).

Kysneyos, M. H. JIoOKyMEeHTallMOHHOE OOECIICYEeHUE YIPABICHUS MEPCOHAIOM : y4YeOHUK H
npakTukym s By3oB / M. H. Ky3uenoB. — 3-e u3n., nepepad. u gon. — MockBa : U3pareinscTBo
FOpaiit, 2024. — 397 ¢c. — (Bricmee o6pazoBanue). — ISBN 978-5-534-16692-7. — Teker :
AJIEKTPOHHBIN /! OObpazoBarenbHas wiardopma Opaiit [caiiT]. —
URL: https://urait.ru/bcode/536192 (nata obpamenus: 10.11.2024).

llasnosckas, O. IO. TlpaBoBoe obOecrieueHne KaJpOBOTO JIEIOMPOU3BOICTBA : YdeOHOE TTocoOure
11t By3oB / O. FO. ITaBnosckas. — Mocksa : U3marensctBo FOpaiit, 2023. — 213 ¢. — (Bricmiee
obpaszoBanue). — ISBN 978-5-534-11565-9. — Tekcr : anekrpoHHblid // OOpazoBaTenbHas
wiatpopma  FOpaiit [caiit]. —  URL: https://urait.ru/bcode/518436 (nata  oOparieHus:
10.11.2024).

Mamepuanvno-mexnuueckoe obecneuenue 3aHamus:
Tpynosoii kogexkc PO
Obmepoccuiickue KI1acCu(pUKaTOpBbI.

Tema 5 (4 u.) Tpyoosas knuixcka
3aoanus:



1. Ilpoananmu3upoBats TpynoBoit kogekc PO, [IpaBuna BeneHus: U XpaHEeHUS TPYJOBBIX KHUKEK,
MHCTPYKIIUIO 10 3aMO0JHEHUIO TPYI0BOM KHIKKHU. BRISICHUTE ITpaBuiia 3aBe/ICHUS U MOPSII0K
BEJICHUS TPYIOBBIX KHUXKEK.

2. 3anoaHUTH OJaHK TPYIOBOM KHIKKH CBEICHUSIMHU O paboTe U YBOJIbLHEHUH.

3. IIpoananu3upoBaTh MPEJIOKEHHBIE KOTTMH TPYAOBBIX KHIDKEK, OOBSICHUTH OITUOKHU B
0(OpPMIICHUH U BEIACHHH.

4.3apeructpupoBaTh 0HOPMICHHYIO TPYAOBYIO KHIKKY

Vkazanus no sevinonnenuro saoanuii:

N3yuuts Tpynosoii koaekc PO, [TpaBuiia BeaieHUA U XpaHEHUS TPYIOBBIX KHUKEK, HHCTPYKIIUIO
0 3aIOJHEHHIO TPYIOBBIX KHUKEK.
VYcraHOBUTS:

- 3aKOHOJIaTeJIbHbIC U HOPMATUBHBIE MOJOKEHHS O CTaTyce TPYIOBOM KHIKKE, TOPSIKE e

0ohOpMIICHUS U BEICHHS;

- HOpMaTHUBHbBIE TpeOOBaHMS O AyOJIUKATE TPYAOBON KHUKKU;

- HOpMaTHUBHbBIE TPeOOBaHMS O BKJIAABIIIE K TPYJOBOM KHHKKE.
2. Mcnonb3ys npeyioKEHHbIE MaTEpUaIbl 1€JI0BOM UIPhl U MaTEpUabl 3aHATUH O
JIOKYMEHTHUPOBAHUHU IIPUEMA, IIEPEBO/A, YBOJIbHEHUS BHECTH COOTBETCTBYIOILIUE 3aIIUCH B
TPYAOBYIO KHHKKY.
3. U3yuuth npenoKeHHbIe KOITUU TPYJOBBIX KHUKEK, BBISIBUTH OIIHMOKHA B O(OPMIICHUH U
UCTIPABJICHUSAX HA TUTYJIBHOM JIUCTE, B pazaeine «CBeneHus o padboTey.
KoHTposabHbIE BONPOCHL:
1. B kaKkoii cpok ToipKHA OBITH 3aBEICHA TPYAOBAst KHIKKA MPH TOCTYIUICHUU pabOTHHKA Ha
paboty BriepBbie?
2. B kakux cmy4asx KaapoBasi ciy:k0a UMeeT IPaBo BbIIATh AyOIHUKAT TPYJOBOU KHIKKH?
3.B kakoii cpok mociue yBoJbHEHUs pAOOTHUKY BBIIACTCS TPYAOBask KHIKKA?
4. Kak oopmisieTcst BbIgada BKJIQABIIIA K TPYJIOBOH KHIKKE?
5. Kakoe cTpykTypHOE Mojpa3/ielieHle OpraHu3alii XpaHUT OJIaHKHU TPYJOBBIX KHIDKEK U
BKJIQJBINIEH K HUM?
6.Kak ncnpaButh ommoOKH, 0OHApY>KEHHBIC HA TUTYJIBHOM JIUCTE TPYAOBOW KHUKKU?
7.Kak ucnipaBuTh OmOKH, 0OHAPY>KEHHBIC B 3aM0JTHEHUHN pazjierna «CBeaeHus 0 padboTe»?
Chnucox rumepamypul:
Hcemounuk
«Tpynosoii konekc Poccuiickoit @eneparuun» 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.
[Ipuka3z MunucrepcTBa Tpyna u counanbHoil 3amutel PO ot 19 mas 2021 r. N 3201 «O06
yTBepkAeHUH (HOPMBI, TIOPSAIKA BEICHUS M XpaHEHUs TPYIOBBIX KHIDKEK». - PexxuMm nmocryma:
http://www.consultant.ru.

Jlumepamypa:

Abynaosze, /[. I. JlokyMeHTalMOHHOE 0OecTieUeHHE YIPABICHHUS IEPCOHANOM © YIeOHHK U MPAKTUKYM IS
By3oB / [I. I'. AGynanze, U. b. Beinpsokkuna, B. M. MacnoBa. — 3-¢ u3n., nepepab. u gom. — MockBa :
M3narenscrBo [Opaiir, 2024. — 374 c. — (Bwicmiee obpaszoBanme). — ISBN 978-5-534-16669-9. —
Tekcr : 3IEKTPOHHBIHI / O6pazoBaTenbHas miatgopma IOpaiit [caiiT]. —
URL: https://urait.ru/bcode/536724 (mata obpamenus: 10.11.2024).

Kysneyos, U. H. JIoKyMEHTAIlMOHHOE OOECIICUCHHUE YIPABICHUSI TEPCOHAIOM : Yy4YeOHUK U
npaktukym 11t By30B / M. H. Ky3nenoB. — 3-e u3n., nepepad. u non. — Mocksa : U3garenbcTBo
Opaiit, 2024. — 397 c. — (Bwicmee obpaszoBanue). — ISBN 978-5-534-16692-7. — Tekcr :
AJICKTPOHHBIN /! O6pazoBaTenpHas maTdopma Opaiit [caiiT]. —
URL: https://urait.ru/bcode/536192 (mara obpamenus: 10.11.2024).



llasnosckas, O. FO. TlpaBoBoe obecrieueHrne KaJpoOBOTO JEIONPOU3BOACTBA : yueOHOE TTocoOure
qu1s By3oB / O. 1O. ITaBnoBckas. — Mocksa : M3narensctBo FOpaiit, 2023. — 213 ¢. — (Bricmiee
obpazoBanue). — ISBN 978-5-534-11565-9. — Tekct : snextponHbiid // OOpa3zoBarenbHas
miatdpopma  FOpaiit  [caiit]. —  URL: https://urait.ru/bcode/518436 (mara  oOparieHus:
10.11.2024).

Mamepuanbro-mexuuyeckoe obecneyerue 3aHAMuUA.

Tpynosoii konexkc PO

[Ipuka3z MunmcTepcTBa Tpyaa U comuanbHOU 3amuThl PO ot 19 mas 2021 r. N 320 «O06
YTBEPXKICHUH (DOPMBI, TIOPSIIKA BEACHUS M XPaHEHHS TPYAOBBIX KHIDKEK).

bnanku TpynoBbIX KHUKEK

[TpumepsI 3aMOTHEHHBIX TPYIOBBIX (KHUKEK C OIMOKaMHM )

Tema 6 (4 u.) Cucmemamuszayus 00OKyMeHm 08 Kaopoeoul ciyycovl

3aoanus
1. [Tpoananu3upylTe HOMEHKIJIATYPY AT KaApoBO# CIy)O0bl 3AO «IHEPTHS TUTFOCH.

2. CocraBbTe MPOEKT HOMEHKIIATYPHI e oTAena kaapoB 3AO «Heprus IIoc» Ha CIeAYIONUN
KaQJICHAPHBIN TOJI.

3. Ilpoananu3upyiite TpeOOBaHNE 3aKOHOJATEIBHBIX U HOPMAaTHUBHBIX JOKYMEHTOB K COCTaBY
JOKYMEHTOB JIMYHOI'O J€ea.

4. Chopmupyiite muaHoe Aeno coTpyanuka 3A0 «Heprus mirc)» COCTaBbTEe BHYTPEHHIOK
OMNUCH JOKYMEHTOB JINYHOTO JIeNia.

Ykazanus no evinonnenuio 3a0anuil

1. C yueTrom TpeOOBaHU HOPMATHBHBIX JTOKYMEHTOB IIPOAHATU3UPYHTE HOMEHKIIATYPY J1eT
3A0 «DHeprus MWI0Cy», ONPENeNsst ee BU, KIacCH(PUKAIMOHHYIO CXEMY, 0COOEHHOCTH
(opMynHpOBaHUs 3ar0JIOBKOB, HCTOYHUKH U MPABUIIBHOCTh YCTAHOBJIEHUS CPOKOB XPaHEHHUS.
Onpenenure nepexonsIlue /ieja, BKIIOUYEHHBIE B 3Ty HOMEHKIATYPY.

2. Ha ocnoge Tpe6oBannii OCHOBHBIX ITPaBUJI pabOTHl apXUBOB OPTaHU3AIUNA U TUITOBOTO
NIEPEYHs YIPaBIEHYECKUX TOKYMEHTOB CO CPOKAMH XPAaHEHUS COCTABbTE MTPOEKT
HOMEHKJATypbl J1e71 3A0 «DHeprus iItocy, Ha CAEAYIONA KaaeHaapHbii roa. [Ipoekt
oopMHUTE B COOTBETCTBUHU C YCTAHOBIICHHBIM ITOPSIKOM.

3. U3yuuts Yka3 [Ipesunenta PO Ykas [Ipesunenra Poccuiickoit @enepanun ot 30 mas 2005 r.
Ne 609 «O nepcoHanbHBIX JaHHBIX TOCYJapPCTBEHHOIO TPaXkIaHCKOT'O cily>kaiero Poccuiickoi
denepanuy ¥ BEACHUU €ro JIUYHOTO e

N3yuuts p.7,8 Tunosoro nepeuHs ynpapieHYECKUX JOKYMEHTOB U ONPEIEINUTh COCTaB
JOKYMEHTOB JINYHOTO JieJ1a paOOTHHKA.

4.Mcnonb3ys JOKYMEHTHI, pa3padOTaHHbIE HA MPEABIYIINX 3aHATUAX, CPOPMUPYHTE TUYHOE
Jie510 pabOTHUKA C YY€TOM yCTaHOBJIEHHBIX HOPMATUBHBIX TpeOoBaHUM. [{1d chopMUpOBaHHOTO
JIMYHOTO JI€JIa COCTaBbTE BHYTPEHHIOIO OMKCH JOKYMEHTOB.

KoHTponbHbBIE BOTPOCHI

1. KakoBo Ha3HaueHUE HOMEHKJIATYPbI JIe]1 B KaAPOBOH ciryxk0e?

2. KakoBsl TpeOoBaHUs K (POPMYJIMPOBKE 3ar0J0BKOB JOKYMEHTOB I10 JUYHOMY COCTaBY B
HOMEHKJIAType Aen?

3. Ilepeunciute cocTaB JOKYMEHTOB JIMYHOTO JIe)1a paOOTHHUKA; FOCYJapCTBEHHOIO CIIYKAILETo.
4. Kax onpeznenstorcs CpOKH XpaHEHUs KaJpOBbIX JOKYMEHTOB?

5. Kakas cinyx0a B opranuzaiuu A0/ KHa pa3paboTaTh HOMEHKIIATYPY A€ KaJIpOBOU CITyKObI?
6. Kakue 0coOeHHOCTH XapaKTepHBbI 11 HOMEHKJIATYPHI 1€ KaJpOBOM CITyKOb1?



Hcemounuku

Vka3 [Ipesunenra Poccuiickoit @eneparuum ot 30 mast 2005 1. Ne 609 «O nepcoHanbHBIX
JAHHBIX F'OCYJapCTBEHHOI'O I'payKaaHCKOro ciyskamero Poccniickoit denepanuu U BEICHUN €r0
JAUYHOTO Aena» // [DnexTpoHHslit pecypc]. — M., 2019. — Pexxum nocryma:
http://www.consultant.ru.

ITpuka3 Pocapxusa ot 23.12.2009 N 76 «O06 yTBepx)aeHUN MeToguuecKux

peKoMeHaaui 1o pa3paboTKe HHCTPYKIIHMIMA MO JeONPOU3BOACTBY B (hefepanbHbIX OpraHax
UCTIOJIHUTENIbHOW BIacTh»// [DnekTponHslil pecypc]. — M., 2019. — Pexum nocryna:
http://www.consultant.ru.

[lepeyeHb TUMOBBIX YIPABICHUECKUX apXUBHBIX JJOKYMEHTOB, 00pa3yIOLINXCs B Ipoliecce
JIEATEIbHOCTH TOCYIapCTBEHHBIX OPraHOB, OPTaHOB MECTHOI'O CAMOYIIPABIICHHS M OpraHU3aLUi,
C YKa3aHHUEM CPOKOB UX XpaHEHUs. [ DJIEKTpOHHBIN pecypc]. — Pexxum gocryna:
https://archives.gov.ru/documents/2019-perechen-typdocs-organization.shtml.

Jlumepamypa:

Abynaose, /[. I. JlokyMeHTalMOHHOE 0OecTieUeHHE YIPABICHHUS IEPCOHANIOM : YYeOHHK U MPAKTUKYM IS
By30B / JI. T'. Abynanze, U. b. Bempsoxkuna, B. M. MacnoBa. — 3-e u3g., nepepad. u jorn. — Mocksa :
M3narenscrBo [Opaiir, 2024. — 374 c. — (Bwicmiee obpaszoBanme). — ISBN 978-5-534-16669-9. —
Tekct : 3JIEKTPOHHBIHN /l OO0pa3zoBarenbHast miardopma IOpaiirt [caitt]. —
URL: https://urait.ru/bcode/536724 (mata obpamenus: 10.11.2024).

Kysneyos, U. H. JIoKyMEeHTAIlMOHHOE OOECIICUCHHUE YIPABICHUS TEPCOHAIOM : Yy4eOHUK U
npaktukym 11t By30B / M. H. Ky3nenoB. — 3-e u3n., nepepad. u non. — Mocksa : U3garenbcTBo
Opaiit, 2024. — 397 c. — (Bwicmee obpazoBanue). — ISBN 978-5-534-16692-7. — Tekcr :
AJICKTPOHHBIN /! O6pazoBaTenpHas miaTdopma Opaiit [caiiT]. —
URL: https://urait.ru/bcode/536192 (mara obpamenus: 10.11.2024).

Ilasnosckas, O. FO. TlpaBoBoe oOecrieyeHre KaJpoBOTo AEIONPOU3BOJCTBA : ydeOHOE mocodue
11t By3oB / O. 1O. ITaBnosckas. — Mocksa : U3marensctBo FOpaiit, 2023. — 213 ¢. — (Bricmiee
obpazoBanue). — ISBN 978-5-534-11565-9. — Tekcr : anekrpoHHblid // OOpazoBaTenbHas
wiatpopma  FOpaiit  [caiit]. —  URL: https://urait.ru/bcode/518436 (nata  oOparieHus:
10.11.2024).

Mamepuanvno-mexnuueckoe obecneuenue 3aHamus:

Tpynosoii koaexkc PO

Metoauueckiue peKOMEHAAlMii 1Mo pa3paboTKe WHCTPYKIMHA TIO JICIOMPOMU3BOJCTBY B
(enepanbHbIX OpraHax UCIOIHUTEIBHOM BIACTH.

KommiekT nokymenToB 3A0 «DHeprus MmiocH.

IlepeyeHp THUIOBBIX YIPaBIEHYECKUX APXUBHBIX JOKYMEHTOB, OOpa3yIOIIMXCS B Ipolecce
JIEATEIbHOCTH TOCYAAPCTBEHHBIX OPTaHOB, OPraHOB MECTHOI'O CaMOYIIPABIICHUs U OpraHU3alui,
C YKa3aHHEM CPOKOB XPaHCHHS.

Ilnanwu CeMUHADPCKUX 3aHAMUIL:

Cemunap. Tema 7. (6 4.) DopMupOBaHUE KAAPOBbIX JOKYMEHTOB B /1eJIa M OPraHU3alMs UX
TeKy1lero XxpaHeHHs

Bonpocul onsa 0bcyscoenus:

1. JIOKyMEHTBI IO TUYHOMY COCTAaBY KaK MCTOYHMK TPYIOBOW AeATENBHOCTH rpakaad PD u
MHOCTPAHHBIX TPaKJaH.

2. CouunanbHO-IpaBoBasi 3HAYUMOCTb COXPAHEHUSI TOW JJOKYMEHTALUH JIJIS 3aIUThI

3aKOHHBIX IIpaB U MHTEPECOB I'PaXk/IaH.

3.JIOKyMEHTBI 110 IMYHOMY COCTaBY KaK UCTOPHUUECKUH NCTOUYHHUK IO UCTOPUU IKOHOMUYECKUX,
HOJIMTUYECKUX, COLUATIBHBIX ITPOLIECCOB, TEHEATIOIMUECKHUX U CTATUCTUUECKHUX MCCIIEI0BAHNM.
4.Ha ocHOBe, KaKMX KpUTEPUEB IPOBOAUTCS dKCIIEpTH3a?



5.Kakoe 3HaueHue pu SKCIEPTU3E UMEET BpeMsi 00pa30BaHUs TOKYMEHTOB?

6.Kak ocymecTBisieTcst oTO0p Ha rocy1apCTBEHHOE XPaHEHUE IOKYMEHTOB C MOBTOPSIIOIIEHCS
uHpopmanuei?

7.IlepeueHb JOKYMEHTOB. Y CTAHOBJIEHUE CPOKOB XPaHEHUSI JOKYMEHTOB 110 JIMYHOMY COCTaBYy
Chnucox rumepamypul.

AnsOpext b.B. HopmaruBHO-paBOBbIE U  OPraHU3AIMOHHO-METOJAMYECKHE  BOMPOCHI
opraHu3zaiy paboThl ¢ TOKyMEHTaMH 110 TUYHOMY cocTaBy // Cekpetapckoe aeno. 2004. Ne 1. C.
9-11.

AptuzoB A.H. Msxkymes C.J[. CoxpaHeHHe 1 UCIIOIb30BaHUE TOKYMEHTOB 110

JMYHOMY COCTaBy: MpoILIoe, HacTosee u Oyaymiee // OreyectBeHHbIe apxuBbl. 2005. Ne 4. C. 2-
6.

bopucoa C.A. OOmme TpeGoBaHus Tpu 0OpabOTKE MEPCOHAIBHBIX JAHHBIX PaOOTHHUKA U
rapanTuu ux 3amuThl // Cexkperapckoe aemno. 2005. Ne 11. C. 45-48.

BbypoBa E.M. Oco6eHHOCTH KOMIUICKTOBAHUS apXUBOB JIOKYMEHTAMH ITEPCOHATHLHOTO

xapakrepa // JlemonpousBoactro. 2007. Ne 1. -C. 4-9.

Kykosa M.II. CoBpemeHHass HOpMaTUBHAs M METoIM4YeCKast 6a3a 0oTOOpa JOKYMEHTOB Ha
apxuBHOE xpaHeHue. «OteduecTBeHHbIE apxuBbI». 2018. Ne 1. C. 40-47

Hputnkosa B. M3menenus B 3akoHe 00 apXUBHOM JIEJI€ M CPOKH XpaHEHUS JOKYMEHTOB. //
Jlenonpoun3BoCTBO M JOKYMEHTOOOOPOT Ha MPpEeANpHUsITHI» aBrycT 2017.

Ky3nenosa T.B. HoBoe «IlonoxkeHne o mepcoHaabHbIX JaHHBIX TOCYIAPCTBEHHOTO
rpakaaHckoro ciyxariero P® u Begenuu ero mmunoro aena // Cekperapckoe aeno. 2005.

Ne 10. C. 25-36.

[TabamoBa N.A. AnprepHaTiBa JIMYHOMY €Iy, WIIA, KAK XPaHUTh JOKYMEHTHI COTPYIHUKOB? //
Kanposoe neno. 2010. Ne 4. C. 48-52.

Cemunap. Tema 8. (44) Opranusanus 1esiTeJJbHOCTH aPXUBA 110 JIMYHOMY COCTaBY
OpraHu3anuu

Bonpocul ons 0b6cyscoenus:
1. ®opMupoBaHue el U3 JOKYMEHTOB IO JUYHOMY COCTaBY.
2. CocTaBiieHHE 3ar0JIOBKOB JE]
3. CocraBieHue 3aKOHYCHHOH, CBOJTHOM, CIATOYHOM ONHUCEN, peKBU3HUTHI X opopmiieHHs (Tpud
YTBEPXKACHHUSI, COTTIaCOBAaHNUsA)
4. IToaroToBka Jien K apxMBHOMY XPaHEHUIO; NIOJHAs, YaCTHYHas 00paboTKa Jies (BHYTPEHHSSA
onuck). OdopmiieHne TUIHBIX JIeII.
5.0011e nmpaBua XpaHeHUs U Mepelaul KaJpoBOH JOKYMEHTAIUH, Iiepeiada JOKYMEHTOB Ha
XpaHEHHE NPaBONPEEMHHUKY, Ilepejada JOKyMEHTOB U3 apXuBa OpraHu3aluu Ha
roCyJapCTBEHHOE XPaHEHUE U Iepeiada JOKYMEHTOB, 00pa30BaBIINXCA B AEATEIbHOCTH
OpraHu3aly, TMKBUINPOBAHHBIX B X0€ OAHKPOTCTBA.
6.00ecnieueHne XxpaHeHUs el 110 JINYHOMY COCTaBY B apXMBE OpraHU3aLUM U
roCyJapCTBEHHOM apXHBE.

Cnucox tumepamypboi:

Adanacwesa JL.I1. [IpoGiema mocTyma K apXUBHBIM JOKYMEHTaM, COJIEP)KAIIUM ITePCOHATBHBIC
nanHbie // JlenonpousBoactBo. 2006. Ne 4.

Bonkosa 1.B. Oco6eHHOCTH NCTIOJIHEHUS 3aIPOCOB COLMAILHO — ITPABOBOT0 Xapakrepa //
BectHuk apxusucra. 2011. Ne 3. C. 5-7.

Bonkosa U.B., Jlertapesa N.A. ApxuBHbIe JOKYMEHTHI ¢ KOH(pUICHINATBHOM



nH(popMaIen 1 ee UCMOoJIb30BaHNUE COTJIACHO POCCUHCKOMY 3aKOHOIATEIbCTRY. //
«OteuecTBeHHBIE apXUBbI», 2016. Ne 2. C. 40-51.

HertspeBa M.A. JlocTyn K apXUBHBIM IOKyMEHTaM IO JUYHOMY cocTaBy. //CripaBOYHHUK
kagpouka. 2012. Ne 1. C. 58-62.

KoxxanoBa EBrenus. Berjaem ucropuyeckyto crpaBky opranuszanuu // Kagpoas ciyx6a u
yIpaBJeHUE IEPCOHATIOM HpeaAnpusaTHs» mau 2017.

Koxanoa EBrenus. Briada otiennoM KaapoB apXUBHBIX CIIPABOK, KOIUH, BRIMUCOK // KagpoBas
ciyx0a 1 yrpaBlieHHE IEPCOHATIOM MPEANpUATHS» anpers 2016.

KoxxanoBa EBrenus. JJokyMeHTHI ¢ IEpCOHATIBHBIMU TaHHBIMU B apxuBe. // Kagpoas ciryx0a u
yIpaBJIEHUE IEPCOHATIOM MIPEANPUATHS Utoab 2017.

Koxanosa E. IIpuka3sl o JMYHOMY COCTaBY B TPOU3BOJIbHON (hopMe //J]enonpons3BoaCcTBO U
JIOKYMEHTOOOOPOT Ha MpeanpusTumn» situBapb 2016.

Kosxanosa E. Uto nenaTth ¢ HEBOCTpeOOBAaHHBIMU TPYJIOBBIMH KHIKKaMH? //
Jlenonpoun3BoCTBO M TOKYMEHTOOOOPOT Ha NpeAnpusiTiHm» MapT 2017.

Memepuna T.A. CoxpaHeHre U ynopsJoueHUue apXUBHbBIX JOKYMEHTOB, YIIPa3JHEHHBIX B XO/€
aIMUHUCTPATUBHON peopMbl GefepabHBIX OPTaHOB UCTIOTHUTEIBHOM // OTeduecTBEHHBIC
apxuBbl. 2005. Ne 3. C. 21-26.

Pynuna H., Koxanosa E. JInuHble KapTOUKHU U JIMYHBIC [I€J1a: CHCTEMATH3AIIMsl, OTIEPATUBHOE
XpaHEHHE U Tepeada B apXuB. // J[e10ompon3BoICTBO U JOKYMEHTOOOOPOT HA MPEATPUATHI
arnpens 2018.

Pynuna H. Iloaroroska u nepeaaya J0KyMEHTOB B apXUBHOE YUPEXKACHHUE MTPH JIUKBUIALUN
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8.2. Memoouueckue pekomenoayuu K camocmoamenvHoll pabome cmyoeHmoe

Camocmosmenvras paboma 0Oy4arowuxcs exuouaem 8 ceds maxue uovl U opmol Kax.
dopma
Ne | camocTosITebHOT MeTtoauyeckue peKoMeHIAIUH
padoTsbI

CamocrosTenbHas CamocrosTenbHas paboTa IPOBOJUTCSA C LENIBIO: CUCTEMAaTU3aLUU
pabota U 3aKpeIUIEHUS TOJYYCHHBIX TEOPETUYECKHX 3HAHUM U
NPAaKTUYECKUX  YMEHMH  OOyd4aroImuxcs;  yriIyOJeHus |
pacmmpeHus TEOPETHUECKUX 3HaHWH 00y4Jaromuxcs;
dopMupoBaHHsS ~ YMEHHH  HCIOIB30BaTh  HOPMATHBHYIO,
IPaBOBYIO, CIIPABOYHYIO JTOKYMEHTAINIO, y4eOHYIO "
1 CIEUANbHYIO  JIUTEPaTypy;  Ppa3BUTHA  IO3HABAaTEIbHBIX
CIIOCOOHOCTEH W aKTUBHOCTH OOYYAIOIIUXCS: TBOPYECKOM
MHHIUATUBHI, CaMOCTOSTEIEHOCTH, OTBETCTBEHHOCTH,
OPTraHM30BaHHOCTH; dbopmupoBanne CaMOCTOSATEIILHOCTH
MBIIIIICHUS, CIIOCOOHOCTEH K CaMOpa3BUTHIO,
COBEpIICHCTBOBAaHMWIO M CAMOOPTaHU3AlMK; (OPMHUPOBAHUSL
npodeccHoHaIbHBIX KOMITETEHIIHIA; Pa3BUTHIO
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UCCIIEIOBATEILCKUX yMEHUU oOydaromuxcs. DopMbl U BUIBI
CaMOCTOSITEIbHOW pa0OThl OOYYArONIUXCS: YTEHWE OCHOBHOW M
JOTIONTHUTEIBHONW JIUTEpaTypbl — CaMOCTOSTEIbHOE H3Yy4YEHUE
MaTepuana MO PEKOMEHAYEMBbIM JIMTEPATYPHBIM HCTOYHUKAM;
paboTta ¢ OMONMMOTEYHBIM KaTajJOrOM, CAaMOCTOSTEIbHBIN T10100p
HEOOXO0UMO TUTEepaTypbl; paboTa co CI0BapeM, CIPaBOUHUKOM;
MOUCK HeoOXomumoil wHpopMmamuu B ceTd  HTepHeT;
KOHCIEKTUPOBAaHHWE HCTOYHHUKOB; pedeprupoBaHNE MCTOYHUKOB;
COCTaBIICHHE AaHHOTAlMA K TMPOYUTAHHBIM JIUTEPATYPHBIM
HCTOYHHKAM; COCTABJICHHUE PEIICH3UI U OT3hIBOB HA IPOYUTAHHBIN
MaTepuaj; COCTaBJeHHE o0030pa MyOnuKanmuid 1O  TeMe;
COCTaBJICHHE M pPa3pabOTKa TEPMHHOJIOTUYECKOTO CIOBApS;
COCTaBJICHME  XPOHOJOTHMYECKOW  TaONMUIBl;  COCTaBJICHUE
oubmmorpaduu (6ubdauorpadguyueckoit KapTOTEKN); TOATOTOBKA K
paznu4HBIM (popMaM TeKyIeld U MPOMEKYTOUHOM aTTecTanuu (K
TECTUPOBAaHUIO, KOHTPOJBHOM paboTe, 3adeTy, OHK3aMEeHY);
BBITIOJIHEHHE JOMAIIHUX KOHTPOJBHBIX PadOT; CaMOCTOSITEIbHOE
BBITIOJTHEHUE TPAKTHYECKUX 3alaHui PEnpOAYKTUBHOTO THIIA
(OoTBEeTHI Ha BONPOCHI, 33aJ]au, TECThI; BHIMOJIHEHUE TBOPUYECKUX
3aannii). TEeXHOJOTHUS OpraHU3aIlliid CaMOCTOSITCIIbHOW PabOThI
00y4aromuxcsl BKJIIOYAET HCIOIb30BaHHE HWH(OPMALMOHHBIX U
MaTepuaIbHO-TEXHUYECKUX pecypcoB 00pa3oBaTebHOTO
YApEKIACHUS: OuOIMOTEKY c YUTATHHBIM 3aJI0M,
YKOMILUIEKTOBaHHYI0 B  COOTBETCTBUU C CYLIECTBYIOIIUMU
HOpMaMH; Y4eOHO-METOAUYECKYI0 0a3y Y4YeOHBIX KaOWHETOB,
nabopaTopuii M 3ajla KOAM(PUKAIMK, KOMITBIOTEPHBIC KJIACCHI C
BO3MOKHOCTBIO paOOThl B ceTu MHTepHeT; ayauTopuun (KJIacchl)
JUIsl KOHCYJIbTAIllMOHHOM JesTeNbHOCTH;, y4eOHYyI0 H ydeOHO-
METOJUYECKYI0  JIUTepaTypy, pa3pabOTaHHYI0 C  Y4YeToM
YBEIUYEHUS TOJTU CaMOCTOSATENIHONW pabOThl CTY/ICHTOB, U UHBIE
METOANYECKHE MaTepHaIbl. Iepen BBITTOJIHEHHEM
00y4aromyMHUCsT BHEAYAUTOPHOW CaMOCTOSATENBHOM paboTHI
[penoiaBaTesb MPOBOJUT KOHCYJIBTHUPOBAHUE TIO BBIMOJIHEHUIO
3aJaHMsl, KOTOPBIA BKJIIOYACT IENb 33/aHUs, €r0 COJCpKaHMA,
CPOKM  BBIMIOJIHEHUS, OPHEHTUPOBOYHBIH 00BEM  paboTHl,
OCHOBHBIE TPEOOBaHUSI K pe3yIbTaTaM padOThl, KPUTEPUH OLIEHKH.
Bo Bpems BbIMOMHEHHS OOYYalOIIUMKCS BHEAYAUTOPHOU
CaMOCTOSITENIbHON pabOThI M TPU HEOOXOTUMOCTH MPET01aBaTeNb
MOXKET  MPOBOJUTH  WHIAUBUAYAIbHBIE U TPYIIOBBIC
KOHCYJIbTAIIH. CamocrosTenbHas pabota MOXET
OCYIIECTBIATHCSA MHANBUYaIbHO WM IpyHIamMu 00y4aromuxcs B
3aBUCUMOCTH OT ILelH, O0beMa, KOHKPETHON TeMaTHKU
CaMOCTOSITENIbHOI pabOoThI, YPOBHSI CIIO)KHOCTH, YPOBHSI YMEHUMN
oOydJaronuxcs. KoHnTposs CaMOCTOSITEIIbHOU paboTsl
00y4aromuxcs npeaycMaTpUBaeT:




®opma

Ne | camocTosITeTbHOI MeTtoauyeckue peKoMeHAAINH
padoTbI

— COOTHECEHHE COJIepKaHUsI KOHTPOJIS C LEISIMUA 00yUYeHHS;
00BEKTHBHOCTH KOHTPOJIS;

— BaJIMJIHOCTb KOHTPOJS (COOTBETCTBUE MPEIbIBISIEMbIX
3aJJaHUul TOMY, YTO IPEIOIaraeTcs MPOBEPHUTH);

— nuddepeHnuanmo KOHTPOJIbHO-U3MEPUTEIBHBIX
MaTepUaoB.

—  ®opMBbI KOHTPOJISI CAMOCTOSITETLHON PaOOTHI:

— TPOCMOTP M MPOBEpKa BBIOJIHEHUS CAMOCTOSTEILHOM
paboThI mpenoaaBareneM;

— OpraHm3alysi CaMOIpOBEPKH,

— B3aUMOIPOBEPKU BBIMIOJHEHHOTO 3aJaHusl B TPYIIIE;
00CyX/JeHHUE pe3yJbTaTOB BBIMOJHEHHONH paboThl Ha
3aHSITHH;

— TpOBeJeHHE MUCbMEHHOTO OIpoca;

— TpOBEJEHHE YCTHOIO OMpoca;

— opraHmzaluss ¥ TOpPOBEACHHE  HHJIWBHUIYaJbHOTO
co0ece10BaHus; OpraHu3aIus u MIPOBEJICHHE
cobeceI0BaHus C IPYIIIOH;

3aI1Ta OTYETOB O MPOJICTAHHON padoTe.
[Ipu pabore ¢ y4eOHOU JUTEpaTypol HEOOXOAMMO TMOA0OPATH
JUTEpaTypy, HAYYUTHCS MPABUIBHO €€ YUTATh, BECTH 3aIHCH.
s mombopa nmTeparypel B OHOIHMOTEKE HCIOIB3YIOTCS
ar(aBUTHBINA U CUCTEMATUICCKUNA KaTaJIOTH.
[IpaBunpHBIE TONOOp y4YeOHON JHTEPAaTypbl PEKOMEHIYETCS
npenojaBaTesieM, YATAIOIUM JeKIIMOHHBIN Kypc. HeoOxonumas
JauTepaTypa yKazaHa B METOJIMYECKUX pa3paboTKax Mo JAaHHOMY
Kypcy.
N3yuass wmarepuan 10 BBIOpaHHOW JIATEpaType, CIEayeT
A NEPEXO/IUTh K CIIEAYIONEMY BOIIPOCY TOJIBKO MOCIIE MPAaBUIBHOTO
Hams i VSICHEHHSI TIPEABIAYIIETO, ONMKChIBas Ha Oymare BCe BBIKJIAJKH U
KOHCIIEKTUPOBaHUE
5 | octosHoit 1 BBIUKCIICHHUS (B TOM YHCIIE T€, KOTOPHIC B YICOHUKE OMYIIECHBI M
. HA JICKIIMH JaHBI JJII CAMOCTOSITEIIbHOTO BBIBOJIA).
JIOTIOTHUTEITLHOM
Oco0oe BHIMaHHE CIIEIyeT OOpaTUTh Ha OMPEIEIICHNE OCHOBHBIX
JTUTEPATYPHI.

MOHATUH Kypca.

CryneHT nd0OKeH MOApOOHO pa3dupaTh NpPUMEpHI, KOTOpHIE
HOSCHSIOT TaKUe OMpEAETCHUS, U YMETh CTPOUTH aHAJIOTMYHBIE
npuUMepbl  caMmocTosiTenbHo.  HykHO  100MBaThCs  TOYHOTO
NPECTaBICHUS O TOM, YTO U3Yy4Yaelllb.

[Tone3Ho cocTaBIATh OMOPHBIE KOHCTIEKTHI.

[Ipu m3ydyeHnn maTepuaia 1o yuyeOHUKY IMOJIE3HO B TeTpaau (Ha
CHEIMAIbHO OTBEACHHBIX MOJSAX) JOMOJHATH KOHCHEKT JIEKIIMH.
Tam ke ciieyer oTMe4aTh BOMPOCHI, BbIIEJICHHBIE CTYIEHTOM AJIs
KOHCYJIbTAIIMH C MIPernoaBaTeieM.
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BbIBOIBI, MTOJTy4E€HHBIE B pe3yJIbTaTe U3yUYeHUs, PEKOMEHYeTCs B
KOHCIIEKTE BBIIEJATH, YTOObI OHU MPHU NEPEUUTHIBAHUU 3amuceit
Jy4llle 3alIOMUHAIKCh.

OnplT  moOKa3bpIBa€T, YTO MHOTMM CTYJAEHTaM IIOMOTaeT
COCTaBJICHHME JIUCTAa  OMOPHBIX  CUTHAJIOB,  COJAEpIKAILEro
BaKHEWIINE M HanboJsiee 4acTo yrnmorpedsieMbie MOHATHSA. Takoi
JUCT TIOMOTaeT 3allOMHUTh OCHOBHBIC TOJOXKEHUS JIEKIUU, a
TaK)K€ MOXET CIYXKUTh TIOCTOSIHHBIM CIPAaBOYHUKOM JIS
CTyAEHTA.

Paznnuaror ABa BUJia YTCHHA: IICPBUIHOC U BTOPUIHOC.
HepBI/I‘IHOG - OTU BHHUMATCIIBHOC, HCTOPOIIJIMBOC YTCHUC, IIPHU
KOTOPOM MOKHO OCTaHOBHUTBCS Ha TPYAHBIX MecTax. [locne Hero
HEC AOO0JXKHO OCTarbCAd HH OJHOI0 HCIIOHATHOI'O OJIOBA.
Co;[epxcaHHe HEC BCCraa MOXKET 6I>ITB MOHATHO IMOCJIC ICPBUYHOT'O
YTCHUA.

3aJ1aya BTOPUYHOIO UTEHUS ITOJIHOE YCBOEHUE CMBICIIA 11EI0T0 (110
CUCTY 3TO YTCHHUC MOIKCT GBITB U HC BTOPbLIM, a TPCTbBHUM HIIN

YETBEPTHIM).
OcHoBHBIE BUBI CUCTEMATU3UPOBAHHON 3alIMCH IPOYUTAHHOTO:
1. AHHOTHpOBaHHME — TPEACIBHO KpaTKOE CBA3HOE

ONMCaHNE MPOCMOTPEHHOM MIIM MPOYUTAHHON KHUTH (CTaThH), €€
coJlep’KaHusl, ICTOYHUKOB, XapaKTepa U Ha3HAUCHUS;

2. IlmanupoBaHue — KpaTkas JIOTMYECKash OpraHU3alus
TEKCTa, PACKpBIBAIOLIAs COJIEpP)KaHUE U CTPYKTYpY H3ydaemoro

MaTepuana;

3. Te3upoBanue — JAaKOHHUYHOE BOCIPOU3BEICHUE
OCHOBHBIX yTBEp:KJIeHUH aBTOpa 0e3 mpuBIeYeHUS (PaKTHIECKOTO
MaTepuania;

4. IluTupoBaHuEe — JOCIOBHOE BBIMCHIBAHUE W3 TEKCTA
BBIJICP)KEK, M3BJICUCHUN, HanboJiee CYIIECTBEHHO OTPaXArOIINX
Ty WIA UHYIO MBICJIb aBTOPA;

5. KoHcnekTupoBaHue — KpaTKOe U IMOCIEA0BATENIbHOE

U3JI0KEHUE COJIEP>KAHUS TPOUYUTAHHOTO.
KoHcnekT — cl0XHBII Coco0 M3JI0XKEHUs COAEp>KaHHs KHUTU
WIM CTaTbU B JIOTUYECKOW TocienoBaTenbHOCTU. KOHCIEKT
AKKyMyJIUpyeT B ceOe MpeabLayIIne BHUJbI 3alHCH, MO3BOJIIET
BCECTOPOHHE OXBAaTUTh COJAEp)KAaHWE KHUTHU, cTarbu. [loaTomy
YMEHUE COCTaBIIATH IUJIaH, TE3UCHI, JENATh BBIMHCKA U JIPYrue
3aIUCH ONPEIEISIET U TEXHOJIOTHIO COCTABICHUSI KOHCIIEKTA.

Meroanueckue  peKOMEHJALUUU [0  COCTABJICHHUIO
KOHCIIEKTa!

1. BuuMmaTenbHO MOPOYUTANTE TEKCT. YTOYHUTE B
CIIPABOYHOM JIUTEpaType HEMOHATHBIE cioBa. [Ipu 3amucu He
3a0y/IbTe BRIHECTU CIPABOYHbBIC JAHHBIE HA MOJIS KOHCIIEKTA;

2. Beimenure ri1aBHOE, COCTaBbTE IJIaH;
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3. Kparko copMynupyiiTe OCHOBHBIE TTOJIOKEHHUS TEKCTA,
OTMETHTE apTyMEHTALMIO aBTOPA;

4. 3aKOHCHIEKTUPYUTE MaTepHua, YETKO CIEAys IMyHKTaM
miaHa. [Ipy KOHCHIEKTMPOBaHUM CTApalTECh BBIPA3UTH MBICIb
CBOMMU CJIOBaMH. 3aIllMCH CIEAYET BECTH YETKO, SICHO.

5. 'pamOTHO 3anuchiBaiTe HUTathl. LIUTUPYS, yuuThiBaiTe
JTAKOHUYHOCTh, 3HAYMMOCTb MBICIIH.

B TekcTe KOHCIIEeKTa KeaaTeIbHO IPUBOIUTH HE TOIBKO TE3UCHBIE
MOJIOKEHUs, HO H WX JoKazarenbcTBa. [lpm odopmiieHun
KOHCIIEKTa HEOOXOIMMO CTPEMHUTHCS K EMKOCTH KaXIOoro
npeaiokeHusi. MpICiin aBTOpa KHUTH CIIEAYET U3jaratb KpaTko,
3a00TSCh O CTWJIE€ W BBIPA3UTEIBLHOCTH HamucaHHoOro. Ywmcio
JOTIOTHUTEIBHBIX ~ JJIEMEHTOB  KOHCIIEKTa  JIOJDKHO — OBITh
JIOTUYECKH OOOCHOBAHHBIM, 3AIUCH JIOJDKHBI PACIPEACNAThCS B
ONPEACIEHHOM IOCIEI0BATEIbBHOCTH, OTBEYAOUIEN JIOTUYECKOU
CTPYKType mpousBeiaeHus. Jlisi yTOUHEHHMS] M JIOMOJIHEHHS
HEOOXOUMO OCTABIIATH MOJIS.

OBnaneHre HAaBBIKAMU KOHCTIEKTUPOBAHUSI TPeOyeT OT CTyIEHTa
EJICYCTPEMIICHHOCTH, MIOBCEHEBHON CaMOCTOSTENILHOM paOOTHI.

ITonroroBka K
CEMHUHAPCKUM
3aHSATUAM

CeMuHap - BuA yuyeOHOro 3aHATHUA, TPU KOTOPOM B
pe3ynbTare MpeaBapUTENbHON paboThl HaX MPOrpaMMHBIM
MaTepuajoM IMpernojaBaTesiss M CTYIEHTOB, B OOCTaHOBKE HX
HEMOCPEACTBEHHOTO M aKTUBHOI'O OOIIEHMS pPElIaloTcs 3ajauu
MO3HABATEIILHOTO U BOCIUTATENBHOIO XapakTepa, hopMupyercs
MHUPOBO33pEHHUE, MIPUBUBAIOTCS METOA0JOTUYECKUE u
NpaKTUYECKHME HaBbIKM B  0O0JIaCTH  JOKYMEHTOBEACHUS,
HEOOXOOuMBbIE s CTAHOBJIEGHHUS  KBaJU(UIHMPOBAHHBIX
CHenuanucToB B coorBercTBum ¢ Tpeboarmsimu GI'OC BO mo
HAaIpaBJICHUIO IOJATOTOBKH «/{OKYMEHTOBEICHUE U apXHUBOBEJICHUEY,
OakasaBpuar.

eab ceMUHAPOB: 3aKpEIJICHUE TEOPETUUECKUX 3HAHUM,
aKTUBH3AIMS PabOTHI CTYICHTOB B XOJI€ U3YYCHHSI JUCIUILTAHBL,
pa3BUTHE HABBIKOB  CaMOCTOSITEJIbHOW  MCCIENOBATEIbCKOM
NeSITeIbHOCTH, YMEHHUsi pabdoTaTh C HAy4YHOM H ydueOHOH
JTUTEPATypPOd, apryMEHTUPOBAHO 0OOCHOBEIBATH CBOM PEIIICHUSI.

Ponb  cemmHapoB:  CTUMYNHMpPYIOT  BHHMMATENIbHOE
OTHOILIEHUE CTYJEHTOB K JICKIMOHHOMY KypCY M pEryjsipHOe
U3y4eHUE MMHU JUTEparypbl nmo aucuuiuinHe «OpraHuzanus
rOCyIapCTBEHHBIX yupekIeHHi Poccum» 3akperuisitoT 3HaHus,
MOJIyYEHHBIE CTYIEHTaMH Ha JIEKIUAX U B XOJI€ CAMOCTOSTENbHOMN
paboThl HaJa JUTEPATypOH; pacCHIUPSIOT KPYyr 3HAHUW 1O

KOHKPETHOH  TeMe; MO3BOJISIIOT ~ CTYAGHTaM  IPOBEPUTH
MPaBWIBHOCTh paHee TMOJIYYCHHBIX 3HAHUI, BHIWIEHUTh B HHUX
Hauboee, CYIIECTBEHHOE; MIPUBUBAIOT HaBbIKU

CaMOCTOATCIIBHOIO  MBIIUICHUA, YCTHOI'O BBICTYIUICHUA IIO
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TEOPETHYECKHM BOIIPOCAM, OTTAUYMBAIOT MBICHb, IPUYYAIOT
CTYZICHTOB CBOOO/IHO OIIEpUPOBATH TEePMHHOJIOTHEH;
IPEIOCTABIISIOT BO3MOKHOCTD IPEIIOABATENI0 CHCTEMATHICCKH
KOHTPOJIUPOBATh YPOBEHb CAMOCTOSATENILHON PabOTHI CTY/ICHTOB
HaJ yd4eOHBIM MaTepHaioM, CTENEeHb WX BHHMATEIbHOCTH Ha
JEKIUSAX.

OcHoBHbIE (popMBI ceMHMHAPOB: pa3BepHyTas Oecena,
00CY)XIeHHEe BOIPOCOB, CEMUHAP-AHCITYT, KOMMEHTHPOBAHHOE
YTEHUE, YNPAKHEHHs Ha CaMOCTOATENBHOCTb MBIIIICHHS,
NUCbMEHHas (KOHTPOJIbHAS) paboTa, CEMHUHAP-KOJIIOKBUYM.

IToaroroBka k
MPaKTUYECKOMY
3aHATHIO

[IpopaboTka paboueili mporpammsl, ynenss ocoboe BHUMaHHE
HeasiM M 3aJadaM, CTPYKType U COIEPKAHUIO IHUCLIMILIMHBIL.
KoHcrnektupoBanne UCTOYHUKOB. PaboTa ¢ KOHCIIEKTOM JICKITHH,
IIOATOTOBKA OTBETOB K KOHTPOJIBHBIM BOIIPOCAaM, IIPOCMOTP
PEKOMEH1yeMOM JIUTEPATYPBIL, pabora c TEKCTOM.
[IpociymuBaHue ayauo- U BHUACO3AIUCEN IO 3aJaHHOM TEME,
pelleHre pacyeTHO-rpadUUecKuX 3aJaHui, pelleHHue 3aaad Io
ITOPUTMY U JP.

NuauBunyanbHble
3aIaHus

3HAKOMCTBO C OCHOBHOM W JIOMOJHHUTEIBHOW JUTEPATYPOH,
BKJIIOYAsl CIPABOYHBIC W3JIaHUsI, 3apyOeKHbIE WCTOYHHUKH,
KOHCIIEKT OCHOBHBIX TIOJIO)KEHUH, TEPMHUHOB, CBEICHHMH,
TPEOYIOIHXCS JUIST 3aIIOMHUHAHUS U SBISIIOIIHXCS
OCHOBOITOJIATalONIUMU B 3TOH TeMe. CocTaBiieHUEe aHHOTAIIUH K
MIPOYUTAHHBIM JIUTEPATYPHBIM UCTOUYHUKAM H JIP.

Ompoc

Ompoc - 9TO CpPeACTBO KOHTPOJS, OPraHW30BaHHOE Kak
cnienuanbHas Oecefa mpernogaBarens ¢ 00yJaroIuMcs Ha TEMBI,
CBA3AHHBIC C M3y4aeMOM [HCLUIUIMHOM, W pPacCUMTAHHOE Ha
BBISIBJICHHE O00BheMa 3HAHUN O0YyYaroIIerocsi Mo OMpeeIeHHOMY
pazneny, Teme, mpobieme u T.1. [Ipobremarnka, BBIHOCHMas Ha
OMpOC OmpezesieHa B 3aJaHUSX I CaMOCTOSITENbHON paboThI
00yJaromerocs, a Takyke MOXET OMPEACIATHCS MPEToJaBaTelieM,
BEIYIINM CEMHHApPCKUE 3aHATHsA. Bo BpeMs mpoBeeHHs orpoca
oOyJaromuiicss JOMKeH YMETh OOCYIUTh C TMpernojaBaTelieM
COOTBETCTBYIOIIYIO TPOOJIEMaTUKY Ha YPOBHE AHAJIOTA.

TectupoBanue

TecTel — 3TO BONPOCH WIM 3aJaHUsl, IIPEAYCMATPUBAIOLINE
KOHKPETHBIW, KPaTKUM, YETKU OTBET HAa MMEIOLIHUECS 3TaJOHbI
OTBETOB.

[Ipu camocTOATENBHON MOATOTOBKE K TECTUPOBAHUIO CTYJIEHTY
HEOO0XOUMO:

a) TOTOBSICh K TECTUPOBAHUIO, npopaboTaiite
UH(POPMALIMOHHBIH Marepuall o JUCILHUIUINHE.
[IpoKOHCYIBTUPYHUTECH C MPENoaaBaTeIeM IO BOMPOCY BhIOOpA
y4eOHOI TUTepaTyphl;
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0) 4eTKO BBISICHUTE BCE YCIIOBUS TECTUPOBaHUs 3apaHee. Bl
JOJIKHBI 3HAaTh, CKOJILKO TecToB BaM OyzieT npeannokeHo, CKOJIbKO
BPEMEHH OTBOJHUTCS HA TECTHPOBAHUE, KAKOBAa CHCTEMa OICHKHU
pe3yNbTaToB U T.1.

B) MpUCTyMas K paboTe ¢ TecTaMu, BHUMATEILHO W JIO KOHI[A
MIPOYTHUTE BOMIPOC U MpeaaraeMble BApUaHThl OTBETOB. BriOepute
MpaBUIbHBIE (MX MOXKET OBITh HECKONBKO). Ha oTaensHOM TucTKe
OTBETOB BBHINUIINTE HU(DPY BOMpoca U OYKBBI, COOTBETCTBYIOIINE
MPABUJILHBIM OTBETaM;

I) B IPOLECCEe PEIICHHUs KeJNaTeIbHO MPUMEHSATh HECKOJIBKO
MOJIXOJI0OB B PEHICHUH 3aJaHusl. DTO MO3BOJISIET MaKCHMalIbHO
rMOKO ONepUpoBaTh METOJAMU PEUICHMs, HaXOAsl KaXKIbId pa3s
ONTUMAaJIbHBIA BAPUAHT.

1) eciiv Bel BeTpeTuinm upe3BbIYaiiHO TPYIHBIHN st Bac Bompoc,
HE TpaTbT€ MHOTO BpeMeHH Ha Hero. [lepexomute K Apyrum
TecTaMm. BepHuTech K TpyAHOMY BOIIPOCY B KOHIIE.

€) 00s3aTeIbHO OCTaBbTE BpeMs JJIsi MPOBEPKU OTBETOB, YTOOBI
n30exaTh MEXaHUYECKUX OLTHOOK.

Tekymunii Opranm3yercss Kak »JJIEeMEHT Y4YeOHOro 3aHsATHS B BHUJIC
KOHTPOJIb BBIIIOJTHECHU S o6yqa}0mI/IMI/Ic;1 OJIOKa 3aJaHWil B MMCHMEHHOM
(KOHTPOJIbHBIN dbopme 1Mo 3aJaHHBIM TEMaM JUCITUTITHHBI

cpe3)

[ToaroroBka k [Tpu moaroTroBKe K 3K3aMEHY HEOOXOIMMO OPHUEHTUPOBATHCS
9K3aMEHY Ha  KOHCHEKTHl  JIGKIIUH, pabodyl0  mporpamMmmy ydeOHOM

JUCLUIUIMHBI, HOPMAaTUBHYIO, Yy4YeOHYI0 M PEKOMEHAYEMYIO
auteparypy. OCHOBHOE B MOATOTOBKE K CAaye dK3aMEeHa — 3TO
IIOBTOPEHHE BCEro Marepuana y4eOHOW JUCHMIUIMHBI, I10
KOTOPOMY HEOOXOAMMO chaBaTh d3K3aMeH. lIpu moaroToBke k
cladye sK3aMeHa oOyuaromiics Bech 00beM paldOThI JOJKEH
pacrpenensaTb paBHOMEPHO MO JHSM, OTBEACHHBIM  JUIA
MNOJATOTOBKM K 93K3aMEHY, KOHTPOJHPOBATh KaXIbld JIEHb
BBHIMIOJTHEHNE HaMEUYeHHOW paboThl. B mepuon MmoAroTOBKU K
9K3aMeHy 00ydYaromuiicsi BHOBb 0OpaIaercs K yKe U3y4eHHOMY
(mpoiiieHHOMY) yueOHOMY MaTepuaity.

8.3. Memoouueckue pexomenoauuu no NOO20MOBKE RNUCbMEHHBIX padom (Kypcoewvix,
KOHmMPOIbHBIX, pedhepamos, KOHCREeKmM o8 u m.n.)

®opma NMCbLMEHHOI

Ne MeTtoanyecKue peKoOMeHAaun
padoTsbI
Hanucanue Hanucanue  KoHcmekTa  JIEKIMM:  KpaTKo, CXEMaTU4HO,
KOHCIIEKTA JIEKIUH MOCJeIOBaTeNbHO  (PUKCHUPOBATh  OCHOBHBIC  IOJIOKEHUS,

BBIBOJIBI, (DOPMYJIUPOBKH, OOOOIIEHUS; TOMEYaTh BaXKHBIC
MBICJIM, BBIACIATH KIIOYCBLIC CJIOBA, TCPMUHBI. HpOBepKa
TEPMHUHOB, TOHATHI C MOMOINBIO SHIMKIONEIUN, CIOBapeH,
CIIPAaBOYHUKOB C BbINIKUCBIBAHUCM TOJIKOBAaHUI B TCTpalb.




®opMa NMCbMEHHOM
padoTbI

MeTtoanueckue PEKOMEHIAUU

O0603Ha4YNTH BOMPOCHI, TEPMHUHBI, MATEPHAJ, KOTOPBIH BBI3HIBACT
TPYOHOCTH, IIOMETHTh MW IIONBITaThCS HAWTH OTBET B
pPEKOMEHIyeMoil tuTeparype. Eciau camMocTosATeIbHO He yiaeTces
pazobparbCcsi B Marepuaie, HEO0O0X0auMoO ChOPMYIUPOBATH
BOIIPOC M 33JaTh MPENOJABaTEN0 Ha KOHCYJbTallUM, Ha
ITPAKTUYECKOM 3aHATHH.

KontponbHas padota

KontponbHast paboTa — OpUruHaIbHOE COYMHEHUE HEOOIBIIOTO
pa3Mepa, B KOTOpPOM U3JaraloTcs KOHKPETHBIE pPe3yJbTaThl
n3yueHust 00y4yaeMbIM JUCHUIUIMHBI (pe3yabTaThl COOCTBEHHOTO
WCCAEAOBaHUS IO KOHKpPETHOM Teme). B xome HamucaHus
KOHTPOJIbHOM palboThl 00y4aeMblii MPHOOpETaeT HaBBIKU
CaMOCTOATENILHON pabOThl ¢ HAYYHOU, yUeOHOUW U CIIeIHAIbHON
JUTEPaTypOH, YUUTCS aHAIM3UPOBATh MCTOYHHKH U TPAMOTHO
u3JaraTb CBOM MBbICIH. BBINOIHEHHE KOHTPOJIBbHON paboTh
BKJIIOYAET PAJ] 3TAIOB:

— BBIOOp TEMBI U MOJ00P HAYYHBIX HCTOYHUKOB;

— UW3y4YeHWEe HAy4YHOH JIMTepaTyphl, aHAIU3 U 0000IIeHHE

MaTepUasoB Mo MpobdieMe UCCaeI0BaHuUS;

— (opmynupoBaHHEe OCHOBHBIX MOJIOKEHUH U BBIBOJIOB;

— o¢opmIIeHHE KOHTPOJILHOW PaOOTHI.
Odopmiienne sBIsETCS 3aBEPLIAIOIIAM 3TAallOM KOHTPOJIbHOM
pabotel. BeiGop TeMbl M TOA00p MCTOYHUKOB JIOJDKEH OBITh
COTJIACOBaH C HAYYHBIM PYKOBOJHUTEIEM, BeyIIUM rpeamet. Ha
OCHOBE COOpaHHOrO MaTepuaiga yTOYHSIETCS CTPYKTYpa,
cofiep)kaHue U 00BeM KOHTPOJIbHOM paboThl. TexHHueckue
TpeboBaHus K padote: o0bem 10-12 cTpanuI] MaTMHOMCHOTO
TEKCTa, OTIe4yaTaHHoro uepe3 1,5 mHTepBana. KoHTposbHas
paboTta JOMKHA WMETh: THUTYJIBHBIA JIMUCT, COJEPIKAIIHMA:
Ha3BaHue pabotel, @.M.0. aBTOpa U HAYYHOTO PYKOBOJIUTEIS,
Ha3BaHue (akynbTeTa, Kypca, ToJl M MECTO HalHMCaHus,
coZiep)KaHuEe Ha OTHENbHOM CTpaHHWIle, HyMEpalHio CTPaHUI.
Cmpykmypa KOHmMpOIbHOU pabomvl 6KIYaem: 3arojioBOK,
BBEJICHHE, OCHOBHYIO YacThb (U3JI0)KEHHE JIBYX BOIIPOCOB),
3aKJIIOYEHHE, CIUCOK  HCMOJb30BaHHBIX HCTOYHUKOB U
JUTEPATYypHI.
3aroyioBOK (HAa3BaHUE) OTPAKAET TEMY JAHHOI'O COYMHEHUS U
COOTBETCTBYET COZICpP)KaHUI0. BBeienue (BBOIHAS YacTh) IOJIKHO
OBITH KpAaTKUM U TOYHBIM. B HeM 000CHOBBIBaeTCS BBIOOP TEMBI,
dbopmynupyercs 1enb padbotsl. OCHOBHAS YaCTh AEJIUTCS Ha [JIaBbI
B COOTBETCTBMU C 3amadyaMu paboThl. JlaeTcs ompeneneHue
MOHSTHUSIM UCCIIETYEMbIX SBJICHHUI U MPOLIECCOB, PACKPHIBAIOTCS
WX CYITHOCTh M 0cCOOeHHOCTH. B HEOombIION paboTe YacTH MOTyT
HE BBIJENATh, HO Ka)/1asi HOBasi MbICIb OGOpPMIISIETCSI B HOBBIN
a63arl. 3akiroueHre uMeeT GopMy BBIBOJOB, COOTBETCTBYIOIIUX
JTanam McciaenoBaHus, Wi (opMy pe3rome.

Hoxmang

Jlokiian — BHUJ CAMOCTOSITETLHOW pabOThI, CIIOCOOCTBYET
(GOpPMHPOBAHMIO  HABBIKOB  HCCJIEAOBATEIbCKOW  paboTHI,




®opMa NMCbMEHHOM

p360TbI MeTtoanueckue PEKOMEHIAUU

pacipsieT Mo3HaBaTelIbHbIC MHTEPECHI, MPUYYaeT KPUTUYECKH
MBICITUTb.

[lonroroBka mokiiafa MpeayCMaTPUBACT CHUCTEMATHUECKYIO
paboTty 00yJaromuxcs, yMEHUE MOJIb30BATHCS PEKOMEHI0BaHHON
auteparypoil. OHa BKJIIOYaeT B ce0s CIETYIOIIUE STAllbI:

- cocTaBJIsieTcs IJIaH JOoKJaja myTeM 00O0OIIeHUs U JJOTHYECKOrO
MOCTPOCHMS MaTepHuasa JI0KIaja;

- MOJIOUPAIOTCS OCHOBHBIE HCTOYHUKH UH(POpMAIINU;

- CHCTEMaTU3HUPYIOTCS TMOJTYYCHHbIE CBEACHMS IyTeM H3yueHUs
HaubOosee BaKHBIX HAYYHBIX pabOT MO JaHHOHM TeMme, MepeueHb
KOTOPBIX, BO3MOXKHO, JJa€T CaM MPEIo/1aBaTeb;

- JlenaloTcs BBIBOAB M 0000IIeHMS B pe3yjibTare aHalu3a
M3YYEHHOTO MaTepuasa, BBIJCJICHUs HanOoJjiee 3HAYMMBIX IS
pacKkpbITUs  TeMbl  JOKJana  (akToB, MHEHMHA  pa3HBIX
HCCIIEeq0BaTENCH.

[TocTpoenue noknanga, Kak v 11000 Apyroit Hay4HOU pabOTHI,
TPaJULIMOHHO BKJIIOYAeT TPU YaCTU: BCTYIUIEHHE, OCHOBHYIO
YacTh MW 3aKilodeHue. Bo  BerymieHun — 0003Havaercs
aKTyaJlbHOCTb HCCIIEAYEeMOM B JOKJIAJe TEMbI, yCTaHABINBACTCS
JIOTHYECKasi CBsA3b €€ C JPYruMH TeMaMu. B 3akimoueHun
GbopMynUpylOTCS ~ BBIBOJBI, JAENAIOTCA  MPEAJIOKEHUS U
MOTYEPKUBACTCS 3HAYEHNUE PACCMOTPEHHOMN MPOOIEMBI.

9. MEPEYEHb NH®OPMAIIMOHHBIX TEXHOJIOTAT.

[Ipu u3yyeHHH IUCHMIUIMHBI OOYYAIOMIMMUCS HCHOJB3YIOTCS Cilenylolue WH(POpMAIMOHHbIE
TEXHOJIOTHH:

-ayIMOBU3YyaJbHOE TPEACTABICHUE OOYYalOUIMMCA C TOMOIIbI0 KOMIIBIOTEPA COJCpKAHUS
OTJIENbHBIX TEM AUCIHMILTUHBI HA JIEKIIMOHHBIX 3aHATHUSAX;

-TIpeI0CTaBICHUE 00YUAIOIUMCS JOCTYIa K ydeOHOMY IUTaHy, pabodeil mporpaMmme JUCHUTUTHHBL
B DJICKTPOHHOU (hopMe, K IJIEKTPOHHO-OMOIMOTEYHOM CHCTEME HHCTUTYTA, CoepIKaliel yueOHo-
METOAMYECKHE MaTepHallbl 10 TUCHMIUIMHE B HJIEKTPOHHOH Qopme, K MHPOPMALMOHHBIM
CIPAaBOYHBIM CHCTEMaM, KOTOpBIE HCIONB3YEeTCd NPU OCYIIECTBIEHHH 00pa30BaTEIbHOIO
npolecca IO JUCIMIUIMHE, TOCPEACTBOM 3JIEKTPOHHOW HH(POPMALMOHHO-00pa30BaTEIbHOM
Cpelpl MHCTUTYTa W3 JIO0OW TOYKHM, B KOTOPOM HMeeTcss JOCTyln K HH(DOPMAIOHHO-
TEJICKOMMYHUKALIMOHHOU ceTu «HTepHET;

-pukcanus xofa 00pa3oBaTENBHOrO Mpolecca MO AUCHUIUIMHE MOCPEACTBOM AIIEKTPOHHOMN
UH(POPMALIMOHHO-00pa30BaTENbHOM CpeIbl HHCTUTYTA,;

-bopMHpOBaHKUE SJIEKTPOHHOTO TOPTHOINMO 0O0YYaIOMEerocss MO TUCHUILIMHE IOCPEICTBOM
3NIEKTPOHHON MH(POPMAITMOHHO-00pa30BaTEILHON CPEbl HHCTUTYTA.

[Tpu ocymiecTBiaeHNN 00pa30BaTENBLHOTO Mpollecca MO AUCHUIIIMHE UCIOIb3YeTCs CleAylolee
JMIIEH3UOHHOE MPOrpaMMHOE 0OecIieueHue:

Word, Excel, Power Point;

Adobe Photoshop;

Adobe Premiere;

Power DVD;

Media Player Classic.



10. ONMCAHUE MATEPHUAJIBHO-TEXHUYECKOM BA3bl, HEOBXOIUMOM JIJIA
OCYHECTBJIEHHUA OBPA30OBATEJIBHOI'O ITPOLHECCA ITIO JUCIUIIJIMHE

Ne HaunmenoBanue 000pyJ0BaHHBIX Y4€OHBIX
aynutopuu | Bua yueOHBIX 3aHATHH IO KaOMHETOB, 0OBEKTOB JJIsI MPOBEACHUS
JUCITUILINHE MPAKTUYECKHUX 3aHATUHN C IIEPEYHEM OCHOBHOTO
000pYyIOBaHUS 1 IPOTPAMMHOTO 00eCTIeueHUs
111 3aHATHA IEKIIUOHHOTO IloTounas ayauTopus, OCHAaIIICHHAs
THIIA MIPOEKITMOHHBIM 000PYI0BaHUEM

111 CamocrositenpHas pabora |OcHaméHHas TMEePCOHAIBHBIMA KOMIIBIOTEPAMU,
CTYACHTOB 120V (102010509051 BBIXO/ B HH(bOpMaL[I/IOHHO-
TEJIeKOMMYHUKALMOHHYI0O ceTb  «MHTepHeTy,
CIICIUAJIN3UPOBAHHBIX KJIaCCOB, OCHOBHBIC
U3MEpUTENIbHbIE YCTAHOBKM U 000pYAOBaHHUE,
CTEH[Ibl, TEXHUYECKHE CPECTBA OOyUEHUS U TIp. B
cootBercTBuu ¢ ®I'OC BO u OTIOIT BO)

11. O0ecnieueHne 00pa30BaTEJIbHOIO MPOIECCA JJIS JIUI] C OTPAHNYEHHBIMU BO3MOKHOCTAMU
3I0pPOBbSI M HHBAJIUI0B

B xome peanuzauuu JUCUMIUIMHBI HCIOJNB3YIOTCA CIEAYIONIME JOMOJHUTEIBHBIE METO]IbI
00y4eHHs, TEKYILIEro KOHTPOJIS YCIIEBAEMOCTH U MPOMEKYTOYHOU aTTecTalliy o0y4yaroumxcs B
3aBUCHUMOCTH OT UX WHIUBUAYAIBHBIX OCOOCHHOCTEH:

. JUISL CJICTIBIX U CITa0O0BUIAIINX:
- TIeKIMU 0(hOPMIISIOTCS B BUZE DJIEKTPOHHOTO TJOKYMEHTA, JOCTYITHOTO C TOMOILBIO KOMITBIOTEPA
CO CHELHATU3UPOBAHHBIM IPOrPAMMHBIM 00€CTIEUeHHEM;
- MUCbMEHHBIE 3a/1aHUS BBIIOJIHAIOTCA Ha KOMIIBIOTEPE CO CIIELUAIN3UPOBAHHBIM IPOTPaMMHBIM
o0ecreyeHneM, Il MOTYT ObITh 3aMEHEHBI YCTHBIM OTBETOM;
- o0ecrieuynBaeTCs MHAUBHUIyalIbHOE paBHOMEpHOE ocBerieHne He Mmeree 300 Jrokc;
- 17151 BBITTOJIHEHUS 3aJaHUs IPH HEOOXOTMMOCTH IPEAOCTABIIAETCS YBEIMUMBALOIIEE YCTPONUCTBO;
BO3MOYKHO TaK)K€ MCIIOJIb30BaHUE COOCTBEHHBIX YBEITMUMBAIOIINX YCTPOUCTB;
- IUCbMEHHBIE 33JJaHUs OPOPMIISIOTCS YBEJIIMYEHHBIM HIPU(DTOM;
- 9K3aMEH M 3a4éT MPOBOJATCA B YCTHOM (hOopMe WM BBIMOJHAIOTCS B MUCBMEHHOH (opme Ha
KOMIIBIOTEPE.

o JUISL TITYXHUX ¥ cIa00CTBIIIATHX:
- Jekuuu O(GOPMISAIOTCS B BHJAE DSJCKTPOHHOTO JOKYMEHTa, JMOO MpenocTaBiseTcs
3BYKOYCHJIMBAIOIAs alapaTypa HHAUBUAYAIBHOTO MOJIb30BaHUS;
- IMCbMEHHBIE 33aJJaHMsI BBIMOIHAIOTCS Ha KOMIIBIOTEpPE B MUCBMEHHOM (hopme;
- 3K3aM€H U 3a4€T MPOBOAATCS B MMCbMEHHOM (pOpME Ha KOMIIBIOTEPE; BOZMOKHO IPOBECHHE B
dbopMme TecTUpOBaHHS.

o JUISL JIUL C HAPYUICHUSIMU OIIOPHO-JBUTATEIBLHOTO aIapara:
- IEKIIMK 0(hOPMIISIOTCS B BUZE DJIEKTPOHHOI'O JOKYMEHTA, JOCTYITHOTO C OMOILBIO KOMITBIOTEPA
CO CHEUHATU3UPOBAHHBIM IPOTPAMMHBIM 00€CTICUeHHEM;
- IUCbMEHHBIC 3a/1aHUS BBIIOJIHAIOTCA Ha KOMIIBIOTEPE CO CIIENNUATIN3UPOBAHHBIM IPOTPaMMHBIM
oOecreucHuEM;
- 3K3aMEH M 3a4€T NPOBOJATCA B YCTHOM (hOpME WM BBINOJIHAIOTCSA B MUCBMEHHOH (opme Ha
KOMIIBIOTEPE.
[Tpu HEOO6XOMMOCTH NpelyCMaTPUBAETCSl YBEJIMUEHNE BPEMEHH [UIs TOJTOTOBKH OTBETA.
[Iponienypa npoBeaeHHsI MPOMEXYTOUHOM aTTeCTallMy U OOy4YaroIIMXCs YCTAHABJIMBACTCS C
y4€TOM HMX MHIMBUAYAJIBHBIX MCHUXO(U3NYECKUX OcOOeHHOCTel. [IpoMexyTodyHas aTTecTarus



MO>KET TPOBOJIUTHCS B HECKOJIBKO ITATOB.
[Ipy mnpoBeneHWH NPOLEAYPHl OLEHUBAHUS pPE3YyJIbTATOB OOYYEHHs IpeaycMaTpuBaeTcs
UCIIONIb30BAaHNE TEXHUYECKUX CPEACTB, HEOOXOMUMBIX B CBS3M C WHIUBUIyaTbHBIMU
0COOEHHOCTSIMU 00yYaroIMXCcs. DTH CPEJICTBA MOTYT ObITh TPEIOCTABIIEHbl YHUBEPCUTETOM, HIIN
MOTYT HCIOJIb30BAaThCS COOCTBEHHBIE TEXHUYECKHE CPENICTBA.

[IpoBenenmne nporeaypbl OLIEHUBAHUS PE3YNIbTaTOB OOYyUEHHUs JOIYCKAeTCsl ¢ MCIOJIb30BaHUEM
TUCTAHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOIOTUH.

OGecneynBaercs 10CTyNn K HWHGOPMAIMOHHBIM W OuOIMOrpaduieckuM pecypcam B CETH
WNureprer nnst kaxmaoro oOyudaromierocss B (GopMax, aJalTHUPOBAHHBIX K OTPAHUYCHHSIM WX
3JI0POBBS U BOCTIPUATHUS HHPOPMAIUH:

o JUTSI CTICTIBIX ¥ CTTAa00BUISIIINX
- B IeYaTHOU (popMe yBETMUYCHHBIM MIPUPTOM;

- B opMe 3IEKTPOHHOTO TIOKYMEHTA;
- B popme ayauodaiina.

o JUTSI TITYXHUX U CIIA00CITBIIIANINX

- B Ie4aTHoH ¢opme;
- B popMe 3JEKTPOHHOTO TIOKYMEHTA.

o JUTSE 00YJArOIIUXCS C HAPYIISHUSIMU OIOPHO-IBUTATEIILHOTO arrapara:

- B Ie4aTHoH popme;
- B popMe 3JEKTPOHHOTO TIOKYMEHTA;
- B (hopme ayanodaiina.

VY4eOHble ayAUTOPHUH 711 BCEX BUAOB KOHTAKTHOM M CaMOCTOSITENIbHOM paboThl, HAy4YHas
OubnuoTeka W WHBIC MOMEIIEHUS JJisi OOyYeHUs OCHAIICHBI CHEIHATLHBIM OO0OPYIOBaHHEM U
yu4eOHBIMU MECTaMH C TEXHHUECKUMHU CPEJICTBAMU O0yUEHUSI:

o JUTSI CTICTIBIX ¥ CTTAa00BUISIINX

- YCTPOMCTBOM JIJIsl CKaHUpOBaHUs U uTeHus ¢ kamepoit SARA CE;
- nucreeM bpaitnsgs PAC Mate 20;
- npuaTepoM bpaitng EmBraille ViewPlus;
o JUISL TITYXHUX U cITa00CbIIIAIInX
- ABTOMATHU3MPOBAaHHBIM pabOYUM MECTOM MJisf JIIOJIed C HapylleHHeM ciyXxa u
¢1a00CIIBIIIAIINX;
- aKyCTUYECKHUI YCUIIMTEb U KOJIOHKHU;
o JUTSE 00YYArOIIHUXCS C HAPYIICHUSIMU OIIOPHO-IBUTATEIILHOTO arnrapara:
- IEPEABIKHBIMU, PETYIIHPYEMBIMU 3proHomudeckumu napramu CU-1;
- KOMITBIOTEPHOM TEXHUKOM CO crielnaIbHbIM POrPaMMHBIM 00€CTIEYEHHEM.

CocraBuTtenb(un):
Kanouoam ucmopuuecxkux nayx, ooyenm, Anmonosa O.E.

[Iporpamma onobpeHa Ha 3acenanuu kadeapbl OMOTHOTEYHO-MHPOPMAITMOHHBIX HAYK
(Yka3aTh HauMEHOBaHHE KadeIphl)
ot 23.01.2023 rona, nmpotokon No 6 .



KaapoBoe 1eJ10npou3BOACTBO U APXUBLI JOKYMEHTOB 110 JUHYHOMY COCTABY
46.03.02. lokyMeHTOBeIeHHE U APXHBOBEICHHE
HcTopuyeckoe apXuBOBeICHUE

Llenp AUCIUILINHEI:

U3Y4YE€HHE OCHOBHBIX IMpaBWJI JOKYMEHTHUPOBAHUS TPYIOBBIX OTHOIIEHUH B P®D u
OpraHu3aIy padoThl ¢ JOKYMEHTAMH I10 JIMYHOMY COCTaBY.

3agaun:

03HAKOMUTH 00y4aIOIINXCsl C MPABOBBIMU aKTaMH B cpepe KaApoBOro JeI0NPOU3BO/ICTBA;
copMHpOBATh KOMILJICKCHOE IMPEJICTABICHHE O COCTOSHUU COBPEMEHHOH CHCTEMBI
JIOKYMEHTAIUH I10 JINYHOMY COCTaBY;

JaTh XapaKTepUCTHKY O0s3aTeNbHBIM, YCIOBHO-O0S3aTEIbHBIM M PEKOMEHIYEMbIM
JIOKYMEHTaM KaJpOBOM CITy>KObI;

onucaTb OCOOEHHOCTH COCTaBICHHMS M O(OPMIICHHUS JIOKAIbHBIX HOPMATHBHBIX aKTOB,
peraaMeHTHPYIOMINX AeSITeIbHOCTH KaJIPOBBIX CITYXkO0;

BBISIBUTH OCHOBHBIE IOKYyMEHTHPYEMBIE 3a7a4l KaJpOBOil CIIykKOBbI;

YCTaHOBUTh COCTaB JIOKYMEHTOB 10 OCHOBHBIM JIOKYMEHTHPYEMBIM KaJIpOBBIM
IpoLEeaypaMm;

MOIIArOBO OIMKCATh MOPSAAOK JOKYMEHTHUPOBAHUS 3TUX IIPOLENYP;

chopMHpOBATH HABBIKKA COCTABJICHUS U OPOPMIICHHS JOKYMEHTOB I10 INYHOMY COCTAaBY;
00y4HTh OCHOBHBIM TEXHOJOTHYECKUM IpUEMaM JIeJIONPOU3BOICTBEHHBIX ONepaliuii;
O03HAaKOMHUTb C HOPMAaMM M IpaBWJIAMHU CHUCTEMATHU3AallMM M XPAaHEHUS JTOKYMEHTOB II0
JUYHOMY COCTaBY.

Jucuumnimza (Modyns) HampaBieHa Ha (GOPMUPOBAHHE CIEAYIONIMX KOMITETCHIINNA:

dopmMupyemblie N
NuaukaTopsl KOMNeTeHINHA | XapaKkTepu3ylolye 3Tanbl
KOMIIeTeHIIU T
(popmupoBanus
KOMIIeTeHIH i

I[InanupyeMble pe3y/bTaThl
o0yueHusi MO0 AMCUMILINHE,

ITK.1 CrtocoGHOCTh IPUMEHSTH
Hay4YHO-METOANIECKHUE OCHOBBI
JOKYMCHTOBEICHUS U
ApXUBOBEICHUS B
npodeccroHansHol chepe

[IK-1.1 3HaeT NpUHIUTIB 1
Hay4YHBIC METO/IBI OPTaHU3AIMH
XPaHCHUS, KOMIUICKTOBaHHUS, y4eTa
Y MCTIOJIb30BAHUS apXUBHBIX
JIOKYMEHTOB Ha Pa3JIUYHBIX
HOCHTEISAX

3HaTh: TpeOOBaHHS K
OpTraHH3aIUH XPAaHCHUS
JTOKYMEHTOB I10 JINYHOMY
cocTaBy
YMeTh: aHATU3UPOBATH IICHHOCTD
JIOKYMEHTOB C IEJIBI0 UX XPAHCHUS;
HCIOJIb30BaTh TEOPETHUECKUE
3HAHUS W METOJBI HCCIICJIOBAHUS Ha
MIPaKTHKE
Baaners: HaBBIKAMH COCTABICHUS
ommceil e, TOATOTOBKH [T K
nepeaaye B apxXuB OpraHU3aINH,
rOCYJJapCTBEHHBIN WIIN




MYHUIMIIAIBGHBIA aPXUB; HABBIKAMHU
COBEPIIIEHCTBOBAHMS PaOOTHI C
ApPXUBHBIMHI

JIOKYMEHTaMH, IPHHIATIAMH
OpTraHU3aIIH

apXUBHOTO XpaHEHHS JOKYMEHTOB
B ApXUBax OpraHU3aIMiI

IIK-1.3 Penraet cTanmapTHBIC
3a71a4u Npo(hecCHOoHAIBLHOM
JIeSITEJIbHOCTH Ha OCHOBE
nH}popMannoHHOH 1
6nbnrorpaduuecKoit KyJIbTypbI C
IpUMEHEeHneM HH(OpManOHHO-
KOMMYHUKAIMOHHBIX TEXHOJIOTHH U
¢ yueToM TpeOoBaHUI
nH()OPMAIMOHHON OE30ITaCHOCTH

3HaTh: OCHOBHBIE TEOPETHUECKUE
U TIPAKTHYCCKUE MTOAXOIBI B
001acTé QyHKIIMOHUPOBAHUS U
MPUMEHECHHS HHPOPMAMOHHBIX
TEXHOJIOTUH IS PeUICHUS
(YHKIIMOHAJIBHBIX 33124
yIpaBJICHUS

YMeTh: KpUTHYECKU
aQHAIM3UPOBATh U M3J1araTh
nHPOPMALINIO, OCYIIECTBIATH
MTOUCK MHPOPMALTMOHHBIX
HNCTOYHHKOB, HCHIOIB3YS
nH(pOpMaMOHHBIE 0a3bl JAHHBIX;
COCTaBIATH OnbIMOrpaduIecKue u
apXHMBHBIE 0030DBI.

Buaaaers: ocHOBaMK
UH(POPMAIMOHHO-aHATUTHYCCKON
JIeSITEIIbHOCTH

[IK-5 Bnanenue npaBoBbIMU
OCHOBaMH JOKYMEHTOBEIICHHS U
APXUBOBEJICHAS M CMEKHBIX
obnacTeil 1 MpUMEHEHNE UX B
npodeccroHabHOM chepe

[IK-5.1 3HaeT 3aKkOHOJATENBHYIO U
HOPMATHBHO-METOAMYECKYIO 0a3y
JIOKYMEHTAIHOHHOTO 00EeCTICYCHHUS
YHOpaBJICHUS M apXUBHOTO JeTa

3HaTh: 3aKOHOJATCIBHYIO 0a3zy u
HOPMaTHBHO-METOAMYECKYIO
JUTEPaTypy pPErIaMEHTHPYIOMIYIO

paboty c KaJIpOBOM
JIOKyMEHTalueu;

YMeTb: TPUMEHATH HOPMAaTHUBHO-
MpaBoBbIE aKThl B pabore ¢

KaJIpOBOM TOKyMEHTALIUEH;
Baaners: HaBBIKAMH OpraHU3ALUN
paboThI c KaJipoBOH
JIOKyMEHTaluen

B COOTBETCTBUM C HOPMATHUBHBIMU
TpeOOBAHUSIMHU

IK-5.3

Crioco6eH NpUMEeHSTh
3aKOHOJATENbHYI0 M HOPMaTHBHO-
METOIUYECKYIO 0a3y CMEKHBIX
obnacTei B mpodeccHoHaNbHON

chepe

3HaTh: XapaKTEPUCTUKH U COCTaB
YHUPHUITUPOBAHHOMN CHCTEMBI
KaJIpOBOM JOKYMEHTAIUH.

YMeTb: OpraHM30BHIBATH TEKYILEe
XpaHEHNE JOKYMEHTOB II0 JIMYHOMY
COCTaBy M WX TOATOTOBKY IS
nepenayv Ha apXMBHOE XpPaHEHUE
Baaners: npaBunamu ohopMIICHUS
U XpaHeHUs  JOKYMEHTOB IO
JIMYHOMY COCTaBy

dopma 00yueHust

ceMecTp

DopMa KOHTPOJIS

Ounas hopma 00yUeHHS

6

DK3aMeH

OO01mast TpyA0€MKOCTh OCBOSHUS JUCHHUTIINHBI (M00)/151) COCTABISET 4 3aUeTHBIX €IMHHUIL







