


Henar u 3apaun yuyeOHON AMCHUNIHHBI (MOAY.JIS1)

enmpro  ocBoeHust mucUMILIMHBL  (Moayssi)  «JloKymMeHTanMOHHOe — oOecredeHue
yIOpaBJIEHUS» SBISIETCST (DOPMUPOBAHHME TPEACTABJIEHUS O TMOPSIKE TMOCTPOSHUSI KaIpOBOTO
JOKYMEHTHOTO KOMIUIEKCA OpPraHu3aluy, SIBJSIETCS H3YYEHHUE TEOPETHUYECKUX M MPAKTHUYECKUX
BOMPOCOB  OpPraHM3alMd  KaApOBOrO JAEJONPOM3BOJACTBA B COBPEMEHHBIX  YUPEKICHUSX,
MPEINPUSITUSIX OPTaHU3AIMsIX, (POPMUPOBAHKE MPEICTABICHHI O COCTABE KaPOBBIX JOKYMEHTOB U
0COOEHHOCTSIX O(OPMIIEHUSI TPYIOBBIX OTHOIICHHI, OCHOBBI OPTraHU3ALMK JOKYMEHTOB IO
JUYHOMY COCTaBy B COBpeMeHHOM Poccun

Tax >xe pemarorcs 3aga4u:

cOpMUPOBAaTh y CTYAEHTOB IIEJIOCTHOE TOHUMAHHWE WCTOPUH PAa3BUTHS KaIgpPOBOTO
NEeNONPOU3BOACTBA U JOKYMEHTOOOOpOTa B OpraHM3alud, [aTh CTYA€HTaM OCHOBHBIE
MPEACTABJICHUS] O TEOPETUUECKUX U MPAKTUYECKUX HAIMPABJICHUSX PA3BUTHUS JOKYMEHTOBEICHMUS
OpraHM3alMK KaK OTKPBITOW CHUCTeME, 3aKOHaxX ee (DYHKIHOHUPOBAHUS, a Takke MpuodpeTeHue
YMEHHUH B 4aCTH alanTallid OPraHU3aluil K U3MEHEHUSIM BHEIIHEN CPEabL.

[Monyuyuth npencraBieHue O CHelupUKe TOKYMEHTUPOBAHHS TPYIOBbIX OTHOIIEHU,
HABBIKAX 3aMOJHEHUS] YHUDUIHPOBAHHBIX (POPM KaIPOBOH JOKYMEHTAIUU U OPTaHU3aIuH padOThI
C TOKyMEHTAMH KaJIPOBOH CITyKOBI.

W3yUCHHE 3aKOHONATENbHBIX W HOPMATUBHO-NPABOBBIX OCHOB pPErjIaMEeHTHUPOBAHUSA
TPYAOBBIX OTHOIIEHUH MeKay pabOTHUKOM H padoToaarenem,;

U3yYeHHUEe NOKYMEHTOB, BXOIAIIUX B HH()OPMAIMOHHO-TOKYMEHTALMOHHYIO KaJAPOBYIO
CUCTEMY,

npuoOpeTeHre HABBIKOB 1O COCTABJICHUIO M O(POPMIICHHIO KAJAPOBBIX TOKYMEHTOB U
JOKYMEHTOB TIO JINYHOMY COCTaBY, & TaK:K€ METOIUKHU UX pa3padoTkuy;

W3y4E€HHE OCHOB OpraHu3aliu JOKYMEHTOB MO JJUYHOMY COCTaBy B COBpeMeHHOI Poccuu

MecTto aucuunauHsl (MoayJs) B ctpykrype OIIOII BO

UzydeHne mucuuiinHbl (MOAYJIsI) OCYLIECTBISIETCS HA OCHOBE PE3YJIbTATOB OOYYEHUS 110
CIEYIOIIUM JUCHUILTMHAM (MOMYJISIM): HET

PesynbraTel 00y4eHus no AUCUUIUIHHE (MOAYJIIO) JIEXKAT B OCHOBE OCBOEHHSI CIECAYIOLINX
OUCUMIUIMH (MOAyJieH), MpakTUK: YmpaBieH4eckas IOKyMeHTauus (Monyisb), OpraHuzanus
ormaTel Tpyna nepcoHana, CrenceMuHap, AyAUT U KOHTPOJUIMHT nepcoHana, Kaaposslil aymur,
TexHonornyeckast (MpOEKTHO-TEXHOJIOTHUYECKAsI TPAKTHKA).
Ilnanupyembie pe3yabTaThbl 00yUeHHs 10 THCHHIIIHHE(MOAYJII0), COOTHECEHHBIE €

IVIAHUPYEMBbIMH Pe3yJbTATAMH OCBOEHHS 00Pa30BaTeIbHOM MPOrPaMMBbI

Conmepranue u mndp TnaHupyeMbIE PE3YIBTATH 00y YSHHS

KOMIICTCHIHH 3HATD VMETh Biagers

[1K-3 Cnocoben AIMUHHACTPHPOBATH HaBbIKAMHU Pa3pabOTKU U
pa3pabaTeiBaTh M BHCAPATh  [OPAIOK ODOPMIICHHS, [HPOLICCCHI U BHCIPCHHS KQAPOBOU U
KaJPOBYIO BCICHUS, XPAHCHHS TOKYMEHTOOGOPOT VIIPABICHICCKON
VIIPABICHYCCKY IO KaPOBOI 00CCIICUCHMS, OUCHKH  |TOKYMCHTALIHH,
TOKYMCHTALIHIO, VIIPABICHUCCKOM ATTCCTAIMU, PA3BUTHS  |ONITHMHU3AIIMA
ONTUMUZHPOBATH TOKYMEHTAIHH, poheCCHOHATPHOM TOKYMEHTO000POTA,
TOKYMEHTOO0OPOT, BECTH MOPSIIOK KapbCPbL,O0YUCHHS, BCICHUS KAIPOBOTO
KaIPOBOC ICIOMPOU3BOACTBO [(DOPMHUPOBAHHUS, aTanTaniy u CI0TPOM3BOACTBA
14§ BeACHUs OaHKa CTAKUPOBKH APXHMBHOTO XPaHCHHSI




OpPraHHU3OBHIBATH APXMBHOC  |JAHHBIX O MIEPCOHATE U [EpCOHAIA KaAPOBBIX JOKYMCHTOB B
XPAHCHUC KAAPOBBIX MPCACTABJICHUS COOTBETCTBUH C
TOKYMEHTOB B COOTBETCTBHH |OTYCTHOCTH, OCHOBEI MTCHCTBYIOIIIMHA

C TOKYMEHT0000POTA U HOPMATHBHOIPABOBBIMHU
e ACTBYIOMMU TOKVMECHTAITHOHHOTO aKTaMU
HOPMAaTHBHO-TTPABOBEIMH

aKTaMu

Oo0bem u cogepxraHue AUCHUILIHHBI (MOYJIs1)
OO01mast TpyA0€MKOCTh TUCHUTUIHHBI ( MOIYJIS):
Ounas popma oOyuenwust: 15 3aueTHbIX equHmL, 334 Haca
@DopMBI MPOMEKYTOUHOH aTTecTalluy (OTASTBHO ISl KAKI0H (OpMBI O0yUEeHHS):
Ounast popma oOyuenusi: 3auet (cemecTpsl:2), Dk3ameH (cemecTphl 3,4), Kypcosasi padboTa

(cemecTpnl 4).

Ounast
Buasr yueOHOH Bcero, Cemectpsl
NCATCIHOCTH "HaChl 1 2 3 4 5 6 7 8 9 10 11 12
Korraxrias padota, B, | 0 P22 P22 482 b P P o o b b P
TOM YHCJIIC:
TMexmm m o 16 16 16 b b b b b b b D
[IpakTHueckue
(CeMHHAPHCKHE) 92 0o |16 16 32 o o o P o o b P
BAHATHA
[IpaKTiieckas 8 0o I8 0 0 o o b b b o o o
TMOATrOTOBKA
VIHAT KOHTAKTRA | o o P2 P2 o2 b P o o 0o P 0 0
padoTa, B TOM YHCIIC
(Ipu HAJTUYHUH):
Craua 3aueta/3auera (0,6 0 0,2 0,2 0,2 0 0 0 0 0 0 0 0
C OIICHKOH
CaMOCTOATEIbHASL
pacora 1034 0 [398 398 P38 b o o p p o b
00YUAIOIIHXCA, B TOM
YHCIIC:

[ToaroToBka k caaue

11.4 o pBs8 pBs Bs b b b b o b b
3aucTa/3aueTa C
OLICHKO I
VIHbIC BHABL g 0 B6 36 46 o b o P P P o P
CaMOCTOATEIBHOM
[PabOTHI OOVIAFOIIHCS
1TOI'O I1O
334 0 72 72 72 0 0 0 0 0 0 0 0
JUCLIATITUHE
Ne ri/[HaumeHnoBaHue KommiecTBo 4acOB M0 YUCSOHOMY IITAHY DopMBI
n  [pazaena (TeMsi) Bceer o KonraktHas (ayauropHas) paboTa CaMOCTOATET  [TEKYIIETro
B4 B [paktuuec [BT.4. B bHAA paboTa  [KOHTPOJIA
Jlexn uufopme Kkue U (uam)  |(hopme [ycmeBaeMoc




MpakTH4YeC  [MabopaTop  |[mpakThyec TH
KOH HbIC 3AHATHS [KOH
IIOATrOTOBK IIOATrOTOBK
144 148
Kaaposast JOKyMeHTanus , 2 CeMeCTp
16 4 0 4 2 10 3amaHu,
BeeacHue, IpeaMeT, [MoKIaabI C
3a1a49H, CTPYKTYpa, TIPE3CHTAIH
COZCp KAaHHE sTvE
| THCITATIJINHBI.
JTocynapcTeeHHO €
[pery IMpOBAaHHUC
KAIpOBOTO
TeOTPON3BOCTB a
MPCIMPHATHS
20 6 0 4 2 3 3amaHus,
OcoOcHHOCTH TOKITABI C
CHCTEMBI KaAPOBOH MPE3CHTALH
TOKY MCHTAIIHH AMH
Htoro 36 10 0 4 4 18 3auer
Kagposas gokymeHTanus , 3 ceMecTp
26 4 0 3 0 14 3aganus,
OpraHu3aruoHHO - TOKITAABI C
TPaBOBas MPC3CHTALH
TOKY MCHTAIHA AMH
MPEAUPHATHL |
KaIPOBOH CITy KOBI
26 4 0 3 0 14 3aganus,
PaciopsiauTebHa 4, TOKJIATBI C
TOTOBOPHAS H MPC3CHTALH
MIAHOBAA KaIpoBas sTME
[ TOKYMCHTAIHS
OcobenHocTH 26 4 0 10 0 12 Sagamus,
TOKy MCHTHPOBAH HSI TOKITAABI C
KaapOBOH MPE3CHTALH
ICATCIBHOCTH AMH
Opraamaums 18 6 0 10 0 2 Sagauus,
paboTHI c TOKITAABI C
KaIPOBLIMHU MPC3CHTALH
| JOKY MCHTAMM. AMH
DOOpMHPOBAHUE
apxXuBa o
IIMYHOMY COCTaBY
Htoro 144 |18 0 36 0 54 OK3aMCH
Kaajposoe aenonpon3BoACTBO, 2 CEMECTD
Hopwmartusabie |16 4 0 4 2 10 3amaHms,
npaBoBbIe ak- | AOKIANIBI €
Thl U Zﬁisemaun
HOPMAaTUBHbBIE
TOKYMEHTHI 10
NEJIONIPOU3BON
CTBY U
APXUBHOMY OEITY
CI/ICTeMaTI/I?)aLI 20 6 0 4 2 8 3a£[aHI/I}I,
Vsl IOKY MEH- JOKIATEL €
TIPE3CHTAIH
Taluu 1o padote o

C




MEePCOHAIOM
Hroro 36 10 4 18 3auer
Kaaposoe Ae10mpon3BOACTBO, 3 CEMECTP
1 |Odpopmnenne 26 {4 8 14 Bananus,
IOrOBOPHBIX AOKIIAIBI C
Mpe3eHTAIH
BBIX
prﬂo o AMH
OTHOLIEHUH
2 [Pacnopsimuren (18 W 8 6 Bagamms,
bHas U cipa- 4 AOKIIANBL C
MpE3CHTAIH
BOYHO-
0 0 AMH
uH(popMaLnoH
Has KaapoBas
TOKY MEHTaLIHS
3 [[lepconanpHast (16 |2 8 6 Bananus,
TOKYyMEHTALUs U AOKIANIBI C
BeeHIe MpE3CHTAIH
AMH
TPYIOBBIX
KHUKEK
4 |@opmupoBanm e (12 2 8 2 Bananus,
TOKYMEHTALIUHU AOKJIA LI C
Mpe3eHTAIH
MO YYETY K B
0 y4eTy KaJpo i
5 [[IpemoctaBnen |16 2 3 6 SanaHns,
Ve NOKyMeH- 7 AOKIANBI C
Mpe3CHTAIH
TOB T
0 0 AMH
MepcoHay B
rocy1apCTBEH-
HbIE OpraHbl U
CTATUCTHUYECKH €
CTy KOBI
6 |TexHomoruu 18 2 8 8 SanaHns,
OnepaTUBHOIO 8 AOKIANBL C
XPaHEHHS 1 IPCICHTAIHI
AMH
HCTIONBb30BAHU 51
KaJIpOBBIX
TOKYMEHTOB
Cnucanue u
YHUYTOKEHHE 9
TOKYMEHTOB
KaJpOBOrO
NEeONPOU3BOL
CTBa
Hroro 144 |18 36 54 OK3aMeH




APXHBBI S O JHTHOMY COCTaBY (4 cemecTp)

1 3aKoHOATEIbHAS H 24 6 6 12 Pernenue
HOPMATHBHO-IIPABOBASI PaKTHUESCKIX
Gaza TpeGoBaHMI K Zagau
0OCCIICUCHHUIO
COXPaHHOCTH apXHBHBIX
TOKYMEHTOB IO IMUHOMY
cocTaBy.

2 Opranusanms 24 6 6 12 Perenue
esITeLHOCTH apXuBa 1o MPaKTHUESCKIX
miuHOMY COCTaBY 3amau
OpraHu3aluu

3 AYTCOPCHUHT 1 24 6 6 2 Pemnenne
ayTcTaddunr B MPaKTHUESCKIX
[peaNH3aIiy apXUBHBIX 3amau
MOTPEOHOCTEH.

4 24 6 6 2 Perenue
Mepenaua  KaapoBBIX PaKTHUESCKIX
TOKYyMEHTOB B 3amau
rOCYIapCTBSHHBIN apXHB.

5 CucTeMaTH3aIus e 24 6 6 12 PemcHue
MPaKTHUESCKIX
3a1au

6 Odoprenne 24 6 6 12 Pemenne
BHYTpSHHEH  OINHCH MPaKTHUESCKIX
e 3a1au
Tor0 144  [36 0 36 0 72 OK3aMcH 36

Coaep:xanue gucuunyannasl Kaaposas nokymenranus:
Tema: Beenenue, npeaMer, 3aaauu, CTPyKTypa, COAEPKAHUE TUCLUTIIUHBL.

I'ocynapcTBeHHOE peryupoBaHue KaapOBOIO ACIONPOU3BOACTBA NPEANPUATHS

Cemunap 1. 3akoHOnaTENbHOE PETYIUPOBAHNE KaAPOBOTO AEJIONPOU3BOACTBA

OO1iee moHATHE NENTONPOU3BOACTBEHHOTO 00ECTIEUEHHSI CUCTEMbI YTIPABJICHUS
MEPCOHAJIOM.

3akoHozaarenpHble akThl PD, Ykasel u pacnopsikenus [pesunenta PD, IloctaHoBneHus
IIpaBurensctBa PO, pernaMeHTHPYIOINE CO3JaHNE KOHKPETHBIX KaAPOBBIX TOKYMEHTOB.

Pernamenranus odpopmienus kaaposbix fokyMeHToB B I OCTax, yanduunpoBaHHbIX
CUCTEeMax JOKYyMEHTAaIWi, KJlacCH(PUKATOPaX TEXHUKO-3KOHOMHYECKOH 1 COITMAIbHOM

uHpopmanuu, 'CIOVY.

Odopmurs B nicbMeHHOM Buze: Tabmuity, mo pesynbratam aHanusa Tpynosoro Konekca

Ha NpEeAMET HAJTUYUA HGO6XOI[I/IMBIX KaaApPOBBIX JOKYMCHTOB B OpraHU3alnuu.

HaumMeHoBaHuE TOKYMEHTOB Haszsanue crareii TK PO Kanposoii conep:xkanue

Cemunap Ne2. HopMaTUBHO-IIPaBOBOE PEryJIMPOBAHUE KaIPOBOTO IEJIOMPOU3BOICTBA.
1. CoBpemeHHast perjiaMeHTalus CO3JaHus KaAPOBBIX TOKYMEHTOB Ha YPOBHE

MUHUCTEPCTB U BEAOMCTB. HepeLII/ICJ'II/ITb AOKYMEHTHBI U PACKPBITH UX COACPIKAHUC.



2. MHCTPYKTUBHO-METOIMYECKUE MAaTEPHUAIIbI PEANPUATUI U OPTraHU3ALMI MO CO3AaHUI0

1 0()OPMIICHHUIO KaIPOBBIX TOKYMEHTOB.

IIpakTnueckas Iloaroroska:

Odopmuth: 3asBleHHE C MPOCHOOM O PACCMOTPEHMHM KAaHIUAATYPbl HAa COWCKAHHE
TOOJDKHOCTH ............. B KOHKPETHOW OpTraHU3aliH, OOBSICHUTENbHYIO 3aIUCKY O MPUYHHE
OMO37aHUsI Ha paboTy, CIyKEOHYIO 3aMUCKy C MPEAJIOKEHHEM OO YJYUIIeHWH YCIOBHHA TpyIa
cneunaiucTa rno kanpam. Tema: JIoky MEeHTHpOBaHHE KaAPOBO EATEIbHOCTH.

Cemunap Ne3. oOmwme tpeOoBaHMs, npeabsABIsieMble K OQOPMIICHUIO KaJPOBBIX
TOKYMEHTOB

YHudukamms kaapoBblX JOKYMEHTOB.

Tpebosanust k popmary AOKyMEHTa, MOJSIM, PEKBU3UTAM, TEXHUYECKUE TPeOOBaHUS K
KaJpOBBIM JIOKYMEHTaM.

TpeboBanust K TeKCTaM KaApPOBBIX JOKYMEHTOB, HCIIOJIb30BAHHUS COKPALIEHHH, MpaBKa
KaJpPOBBIX JOKYMEHTOB.

IIpakTHueckas Iloaroroska:

-HaImMcaTh MUChbMO B PEKPYTHHIOBYIO KOMIIAHHUIO, C 3asBKOIH Ha moabop mepcoHamna (Bce
JaHHbIE MTPOU3BOJIbHBIE. TOJKHOCTD, KBaNM(HKAIIMOHHbIE TPEOOBAHUS K COMCKATENSIM U T.IL); -
HAIHCATh MUCHMO YBOJHUBIIEMYCSl COTPYIHUKY (IaHHBIE MIPOM3BOJIbHBIE) C IPOCHOOH SIBUTHCS 32
TPYAOBON KHHMXKKOI,

HANHMCaTh B BBICIIEE y4eOHOE 3aBEeACHHE C TMPOCHOOW MOATBEPIUTH (GakT OoOydeHUs

MPUHSITOrO paOOTHUKA U TIOJYUEHHUSI UM TUIIOMa 00 OKOHYaHUH (JTAHHBIE TPOU3BOJIBHBIE).

Cemunap Ne4. OpraHu3aliuoOHHO-TIPABOBAs KaAPOBask JOKY MEHTALUS

Jlatb onpeneneHne KOMIUIEKCY OPTaHH3aIlOHHO-TIPABOBBIX TOKYMEHTOB YUPEKIECHUS U
nepe-YuCIuTh €ro COCTAaB.

CTpykTypa OpraHM3allMOHHO-TIPABOBBIX JOKYMEHTOB, TPeOOBaHUS K COCTABJICHHIO,
npoLeAypa WX COTJACOBAHUS U YTBEPIKIACHHS, TMOPSIOK BHECEHUS B HHUX HW3MEHEHUH U
JOMOJIHEHUH.

[IpoBecTn aHaMM3 KOHKPETHBIX JOKYMEHTOB. IIpaBuia BHYTPEHHEro TPYIOBOTO
pacnopsinka, ITonoxkenust o0 ommate Tpyna, IlonoskeHus O 3aIIUTe MEPCOHANBHBIX JTAHHBIX,
HNHCTpyKIMH MO KaAPOBOMY AEIONPON3BOACTBY, [100XKEHUI O CTPYKTYPHBIX MOAPA3ACICHUSX,
JOOJDKHOCTHBIX HWHCTPYKIUH pPaOOTHHUKOB, MNPHKA30B O PaCHpPeNesIeHHH TOJHOMOYHMHN HITH
NEeTUPOBAHUYN TMOJTHOMOUYMN OTBETCTBEHHOCTH pykoBomutenei. (K 3aHATHIO MOATOTOBUTH

00pa31bl NepeUNCIEHHBIX JOKYMEHTOB).



I[IpakTHYeckasi MOATOTOBKA: Paszpabotarh monoxxeHne o0 KaapoBoi CiyskOe

OopraHu3alri U AOJIKHOCTHBIC HHCTPYKIUU CIICHUATIUCTOB KaI[pOBOfI C.]'Iy>K6bI.

Cemunap NeS. [1nanoBast 1 JOroBOpHAst KaapoBasi JOKYMEHTALIHSI.

HaznaueHue naaHOBBIX U JOTOBOPHBIX TOKYMEHTOB, IEPEUNUCIUTD UX BUIBL.

CTpykTypa 3THX JOKYMEHTOB, TPeOOBAaHHMSI K COCTABIIEHUIO, MPOLIEAYpPa UX COTIACOBAHUS
Y YTBEP KAEHUs], NOPSATOK BHECEHUSI B HUX U3MEHEHUU U TOTIOJHEHU.

IIpoBecTn aHanM3 KOHKPETHBIX JOKYMEHTOB.: CTPYKTypa W INTaTHas YHCJICHHOCTD,
HITATHOE pacmucaHue,rpaduk OTIyCKOB, MPOrPaMMBbl KQIPOBBIE IO AAANTALUNA BHOBb MIPUHSATOTO
MepCOHANIA, KAApOBble IJIAHBI MO ATTECTAlMU MEPCOHANa, MO MEePENOATrOTOBKE, COrJAlIeHUH,
WHJUBUAYJIbHBIX TPYIAOBBIX AOTOBOPOB, KOJUIEKTUBHOTO TPYAOBOTIO JOTOBOPA, TIPaKIAHCKO-
MPABOBBIX JOrOBOPOB. JlaTh pa3bsCHEHUS Pa3IMuUi MEXAY TPa’kJaHCKO-TIPABOBBIM U TPYAOBBIM
JOTOBOPOM.

[IpakTuyeckoe 3aaHue. COCTaBUTH U OPOPMHUTH KAKIOMY CPOUYHBIN TPYIOBOUM TOrOBOP
MO0 JOJDKHOCTH CHELUANINCTAa MO KaapaM, IPakgaHCKO-NPAaBOBOH OrOBOP HA TEXHUYECKYIO

padoTy 1Mo 3aHECEHHIO KOHKPETHOM 0a3bl JAHHBIX MO KaJIpaM B OMPENeIeHHBINA CPOK.

Cemunap Ne6. PacnopsiguTenbHas KaapoBasi JOKYMEHTaLUS.

1. HazHaueHue pacrnopsiiuTeIbHON KaApOBOM NOKYMEHTALUH, MEPEUUCIUTb BUIBI 3TUX
JIOKYMEHTOB.

2. Ctpykrypa, TpeOOBaHHs K COCTaBJICHHUIO, IPOLIEAYPA COTJIACOBAHUS M yTBEPXKICHHS,
MOPSANOK BHECEHMs] WU3MEHEHUN W JONOJHEHUHM B 3TH AOKYMeHTHL lIpakTuueckoe 3anaHue: -
COCTaBHUTb U OQOPMHUTH MPUKA3 O MpHEMe Ha padoTy, O MepeBose Ha APYyroe MecTo paboTel, 00
YBOJIbHEHUH, O MIPEIOCTABIEHNH OTITyCKa.

Cemunap Ne7. CripaBo4HO-UH(GOPMAIIOHHAS KaApOBasi JOKYMEHTALUs

1. IlepeunciauTs cipaBOYHO-UHPOPMALMOHHBIE KAAPOBBIE TOKYMEHTHI.

2. Crpykrypa, TpeOOBaHHS K COCTaBJICHHUIO W O(OPMIICHMIO 3THUX JOKYMEHTOB.
IIpakTuyeckoe 3ajgaHue: -3alOJHUTH JIMUHBIN JMCTOK IO Yy4eTy KaApoB, HAIUCaTb CBOIO

aBTOOHMOrpaduIo. -COCTABUTD MPOEKT PE3FOME, XapaKTEPUCTHKH.

Cemunap Ne8. Vwuernas kamgposas nokyMmeHTauus.l. HasBarb mnepedeHb yueTHBIX
KaJpPOBBIX JTOKYMEHTOB U TpeboBaHMs K X opopmieHuto 2. [IpaBuna xpaHeHus 1 opopMIeHHS
3amucel B TPYHOBBIX KHWXKKax. 3. IlepeducnuThs >KypHajdbl y4eTa KaapOBOrOOpraHa.

[IpakTudeckoe 3amaHue; -3aNOJHUTD JITYHYIO KAPTOUKY paOOTHHKA MO YHU(PULIUPOBAHHON



¢dopme No T-2 Ha paboTHUKA Op-TaHU3ALUH. -BHECTH 3aITUCh B TPYIAOBYIO KHIDKKY O IpHUEMe Ha

padoty u 00 YBOJIbHEHHH. -13 CO3AaHHBIX JOKYMEHTOB C()OPMHUPOBATH JUYHOE N1€J10 pabOTHHKA.

Cemunap Ne9. JIokyMeHTBI IO Y4ETY HCIOJIb30BAHHOTO pabouero BpeMEeHH B PacueToOB C
NIEPCOHAJIOM T10 OIUIATE TPYIa.

VuuguuposaHubie (OPMbI JOKYMEHTOB MO YYe€Ty W HCIOJAb30BAHHIO pabovero
BpeMeHU. MeTonbl yueTa HCIOIb30BAHHOIO Pado4Yero BpeMeHH.

YcnoBHbIE 0003HAYEHHUS BUIOB 3aTpar pabouero BpeMeHH.

JIOKyMEHTBI, MOATBEPKAAIOIINE OTCYTCTBUE Ha padoyeM MecTe MO YBaKUTEIbHOI
NPUYHHE. IMopsimox  odopmieHus:  AOKYMEHTOB,  YIOCTOBEPSIIOIIMX  BPEMEHHYIO
HeTpyaocnocoOHOCTbh. [IpaBuiia moacyera CTpaxoBOro CTaxa U onpeaesieHus pasMepa nocoous.

Hanpasnenue nepconana B KoOMaHIUPOBKH. KoOMaHIUpPOBOUHBIE yAOCTOBEPEHUSI.

[Ipaktuyeckoe 3ananue; -ohOPMUTh TadeNbh y4eTa padoyero BpeMEHHU 3a anpeib MeCsil
TEKyLIero roja. -MpOBECTH MOACYET CTPAXOBOrO CTaka MO KOHKPETHOW TPYAOBOH KHUXKKE. -
0o()OpMHUTb KOMAHIUPOBOUHOE YyJOCTOBEPEHHE HAa OJHOrO COTPYJHHKA W HA T[PyIIy
COTPYIHHUKOB, BBIE3IKAIOIIUX B APXEOJIOTHUECKYIO SKCIIEAHLIHUIO.

Cemunap. [Ipyrasi kKaapoBasi JOKYMEHTALHs

[MepconnuuupoBaHHbIi TMEHCHOHHBIM  yYeT: BEAEHHWE AaHKETHBIX JaHHBIX IO
COTPYIHHUKAM JJIl IEHCHOHHOIO y4eTa; BeIeHHEe JOKYMEHTOB Ha Bblady OyOnukaTa U Ha 0OMeH
CTPaxOBBIX CBHUIETENBbCTB, MOATOTOBKA WHIHMBUIYaJbHBIX CBEIEHUH O CTPAXOBOM CTake U
HAYMCJICHUU CTPAxXOBBIX B3HOCOB Ha 00s3aTebHOE MEHCHOHHOE CTPaxoBaHHe; (POpPMUPOBAHUE
nayek 10KyMeHTOB B II®P 1 0TueTOB HA MArHUTHBIX HOCUTESIX.

OO0s3aTeNbHOE MEIULIMHCKOE CTPAXOBaHKe:. BEICHHE AHKETHBIX JAHHBIX MO COTPYAHUKAM
IJIsl BBIJAYM TOJUCOB OOS3aTEBHOTO METULIMHCKOrO CTPaxOBaHUsI, BEIEHHE NOKYMEHTOB Ha
BbIZauy nyOnuKaTa U Ha OOMeH MEAMLIMHCKHX MOJHCOB.

JIOKYyMEHTBI [0 BOMHCKOMY Y4eTy MepcoHala.

OdopmiieHne TOBEPEHHOCTEH, CIIPABOK ¢ MeCTa paboThl, OOXOIHBIX JIUCTOB.

OdopmieHre TOKYMEHTOB MO pPeKpyTHHTY (HAOOpy) TepcoHaia. Ha dSTamne TOUCKa:
OOBsIBJICHHE O BaKaHCUH, KBATU(PUKALMOHHbIC TPEOOBAHUS K BAKAHTHOH MOJUKHOCTU Ha 3Tare
oTOOpa: MaKeT 3asiBUTENIbHBIX JTOKYMEHTOB.

Iopsimok  odopmiieHHsT TOKYMEHTOB HAa IMpeACTaBieHHEe K  OTPacieBbIM U
rOCyIapCTBEHHBIM Harpaaam.

JIOKyMeHTBI 1O OXpaHe Tpynaa. llpakTuuyeckoe 3aJaHHe. -OMNPEneuTb IMepPeYeHb
MePCOHAbHBIX JaHHBIX st o opmiieHHs yIOCTOBEPEHUSI MEHCHOHHOT'O

HepCOHI/I(I)I/ILII/IpOBaHHOFO ydue€Tra, MEAULIUHCKOI'O NoJjrca. -mOAroOTOBbTE U O(I)OpMI/ITe TEKCT



OOBSIBNICHUS] O BAKAHCUU M TIPEIbSIBJICHUEM HEOOXOMMMBIX KBaJU(PUKAIMOHHBIX TpeOOBaHUM. -
KaKhe JOKyMEHTBI BKJIFOYAIOTCS B TAKET 3asBUTENIbHBIX JOKYMEHTOB IPHU YCTPOWCTBE Ha

BAKAHTHYIO HOJDKHOCTE? OdopMuTe pe3roMe. -3aloIHUTE HArpagHOH JIUCT.

Tewma 3. Opranuzanusi KaAPOBOTO JOKYMEHTOO00pOTa

Cemunap. Opranuszanms KaJpoBOro J0KyMEHTO000poTa

OcHoOBHas 3a/1a4a KaJIPOBOTO JOKYMEHTOO0OPOTa U €ro MPHUHLIUIIBI

KoMmoHeHTBl KapoBOTO JTOKYMEHTOOOOPOTa: BHYTPEHHHE AOKYMEHTHI M TEXHOJOTHS
pa6OTbI C HUMH, NOCTyNAOMUE NOKYMEHTBI U TCXHOJIOTUA pa60TbI C HUMH, OTIPABIACMBIC
KaaApPOBBIC JOKYMCHTBI U TECXHOJIOTUA pa6OTbI C HUMU.

KOHTpOJ’Ib 3a MUCIOJIHEHUEM KaJpPOBbBIX JOKYMCHTOB. Tumnoseie CPOKHU HCIIOJIHECHUA
JOKYMEHTOB 10 KaJpam.

[IpakTHueckoe 3a1aHne. HAYEPTUTh CXEMY KaJIpOBOTO JOKYMEHTOO0OPOTA.

Tema 4. CucremMaTH3amyst U ONEPATUBHOE XPAHEHHE JOKYMEHTOB IO TIEPCOHAIY .
Cemunap. HomeHknaTypa nei B KaApOBOM AEJIONPOU3BOACTBE.

1. Cucrematuszanust nokyMeHTOB. HoMeHKaTypa e KaapoBoi CITyKOBI.

2. O6uue npuHIUIIEI (POPMHUPOBAHUS KAAPOBBIX HEII.

Cemunap. OLeHka 3HaUUMOCTH KaJpPOBbIX JOKYMEHTOB.

1. Ouenka 3HAYMMOCTH KaAPOBBIX JOKYMEHTOB H CPOKOB MX XPaHEHHSI.

2. Odopmnenne nexn st onepatuBHOro xpaHenus. OpopmiieHne el K yHUUTOXEHHIO.
IIpakTuueckoe 3amaHue. CPOPMUPOBATH JIMYHOE JEJNO COTPYAHHKA M B CBSI3U C

YBOJIBHCHUEM COTPYAHHUKA IMOATOTOBUTL ACJIO K APXUBHOMY XPAaHCHUIO.

Tema 5.opranuzarus IesSTENIbHOCTH CITyKObI yIIPABJICHUS IEPCOHAIIOM.

Cemunap. Ciysx0a yripaBjieHHs TEPCOHATIOM.

1. OpraHu3anMOHHOE U FOPUIHYECKOE OOPMIICHUE CITYKOBI.

2. OyHKIUU CITyKOBI.

Cemunap. PazpaboTka HHCTPYKLMH MO AOKYMEHTALHOHHOMY O0€CTIeUEHHIO.

1. Odopmure mnucbMeHHO MHCTPYKIMIO IO [OOKYMEHTALIMOHHOMY OOECIICUEHHIO

JeSITeIbHOCTH KaJIpOBOr0 OpraHa.

Coaepxanue aucnunuannsl Kagposoe ne1onponssoacrsa:
Tema 1 HopmaTuBHBIE IPaBOBbIE AKTHI U HOPMATHUBHBIE AOKYMEHTHI IO AEJIONPOU3BOACTBY H

apXUBHOMY A€y
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OCHOBBI apXUBHOTO 3aKOHOJATENbCTBA U HOPMATHUBHBIEC MPABOBbIC aKThl PP B HacTu BeneHUS
JOKYMEHTalUU Mo nepcoHany. HalmoHnanpHble CTAHAAPTHI B IEJIONPOU3BOICTBE UX MPUMEHEHUE.
Opranbl U WHCTUTYTBHI PEryJUPOBaHUs nAeionpouszBoacTBa B Poccun. HopmaTuBHBIE aKThI,

perylaMeHTHPYIOIINE eNIONPON3BOACTBO B KaAPOBOH CiyxkOe

Tema 2 Cuctemarusanusi TOKyMEHTALHUH MO paboTe ¢ MepCoHATIOM
Kapposas noxymeHtauus u e€ cocras. IloHATHS «kanpoBas AOKYMEHTaLUUs» U «KAaIpOBOE
JEJOTIPON3BOJICTBO». 3JHAUEHUE U 3a/1a4d KaJAPOBOTO NEJOMPOU3BOACTBA. [ pymmbl JOKyMEHTOB,

KJaccu(UKaIus U KOIbI KaIPOBON JOKYMEHTAITHH.

2.2 YHupuIMpOoBaHHAS TOKYMEHTAHS IO YUETY TPYIa U €ro OIIaThI
[MonsiTne yHUpUIMPOBAHHON (HOPMBI JOKYMEHTA, HEOOXOIMMOCTD UCTIONb30BaHus. CocTas

yHUPHULUHUPOBAHHBIX (POPM MEPBUYHON YUETHOH TOKYMEHTALIUH 110 YYETy TPYAa U €ro OILIaThl.

2.3 JIokyMeHTauus 1o YIIPaBJISHHUIO MEPCOHAIIOM U BBIITOJHEHUIO KaIPOBBIX (DyHKIIHIA
«O0mepoccuiickuii kaccu(pUKaTop yrpaBIeHUECKON JOKYMEHTALUIY . TOKYMEHTBI, CBSI3aHHBIE
C ocylIecTBICHNEM (PYHKUNH 110 yIPABISHHIO MEPCOHATIOM U OpraHu3auueii Tpyaa. Buas

AOKYMEHTOB B COOTBCTCTBHUU C KAAPOBBIMU IIPOLECAYPAMU.

Tema 3 OdopmiieHne TOrOBOPHBIX TPYAOBBIX OTHOLICHHUN

TpynoBoii TOroBOp U €ro OCOOEHHOCTH

TpynoBom konekc o Tpy1oBoM norosope. IIoHATHS, CBA3aHHBIE C TPYIOBBIM JOTOBOPOM:
TpyaoBask PyHKUMS, CIIEUATBHOCTD, KBATU(UKALHS, JOJDKHOCTb.

OdopmieHne TPyIOBBIX COrTAIIeHHI B (hOpMe JOTOBOpa MOAPSIA

Cayvan oopmiieHHs1 TPy IOBOTO COTJIAIIEHHUS, BBl AOroBopa noapsiaa. OTaudus TpyI0BOro
JOroBOpa OT TPYAOBOT'O COTJIalleHust (Iorosopa nonapsina). I pakaaHcKo-IpaBOBbIE TOTOBOPHI:
BBITOZbI U pUCKH KTO Takue caMo3aHAThIE U Kak ¢ HUMH padoTaTh. HOBBIN HAJOTOBBIN peKUM
IUTSE CAMO3QHSITBIX (PU3JTHILI.

AnprepHaTHBHAs (YOpPMa TOrOBOPHBIM TPYAOBBIM OTHOIICHUSIM

[Tousitue ayrcraddunra u cxema ero npumeHenusi. Cheppl uCNob30BaHus ayTcTadpuHra.
ITnrocel 1 MUHYCBI BBIBOZA COTPYAHHKOB 32 LITAT KOMIIAHUH. AKTyaJbHbIE N3MEHEHUS TPABHII
npuMeHeHus aytcradunra. Akkpenuranus ayrcraduarossix oprannszaunii B 2020 rogy u

nuneHsus Ha aytcraddunr. Tunosoit norosop ayrcraddunra nepcoHana u CTOUMOCTb TaHHBIX

YCIYT.
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Tema 4 PacniopsimuTenbHasi U CPaBOYHO-UH(POPMALIMOHHAS KaAPOBast JOKYMEHTALUS
PacnopsauTtenpHas AOKyMEHTaLUs IO KaAPOBBIM BOIIPOCAM

CyOpexTh! 1 0O0BEKTHI PACTIOPSANTEIBHON JOKYMEHTALIUH 110 KaIPOBbIM BOIpocaM. Busib
pacropsANTENBbHON JOKyMeHTauuu. [IprKa3el Mo JIMYHOMY COCTaBY: YHU(PULIHUPOBAHHBIE (POPMBI
JOKYMEHTOB.

Cocrasnenne u opopMIIEHHE MTPUKA30B MO KaAPOBBIM BOIIPOCAM

IMopsinok odopmneHust mpueMa Ha padoTy npukazoM COOTBETCTBHE COAEPIKAHNUE NPUKA3a
TpyAoBOMy norosopy. CornacoBaHue NpoeKTa NpukKasa ¢ JOJKHOCTHbIMU uuamu. Iloanucanue
PYKOBOAUTENEM U O3HAKOMIICHHE PAOOTHHUKA C TIPHKA30M.

CripaBo4HO-UH(OPMAIIOHHAS KaApOBasi TOKY MEHTALIUs

Hasnauenue u coctaB cipaBOYHO-MH(POPMALIMOHHON KaApOBOH JOKyMEHTAlNH. J{oKnagHast
3anucka u €€ pekBm3uTh. OcobeHHoCTH CityskeOHOH 3amuckn. OopmiieHre 00BSICHUTENBHOM

sanucku. [Ipencrasnenue, 3asBneHue u crpaska. [Ipasuna opopmieHns axra.

Tema 5 IlepconanbHast NOKyMEHTALUs U BEAEHUE TPYAOBBIX KHHUXEK

CocTtaB nepcoHaNbHON JOKYMEHTaLUU

IMonsite 1 0COOEHHOCTH HepCOHaHbHOfI AOKYMEHTaLlUH. Kommnekc NEPCOHANIBbHBIX TOKYMCHTOB.

Ocobennoctu u TpedoBaHus K OQOPMIICHUIO TPYIOBOH KHIKKU

TpynoBast KHMYKKA KaK OCHOBHOIH NMEPCOHAIBHBIN TOKYMEHT paboTHHKA. J{eHCTBUTEIBbHOCTD
TpyA0BOM KHIKKU. [IpaBuna 3amnonHeHys U UCIpaBIeHUH B TPYAOBBIX KHHUXKKAX. AJTOPUTM
MPOBEAEHUS ayAUTA TPYAOBBIX KHUKEK.

ITepexon Ha 3JIeKTPOHHBIE (POPMBI TPYIAOBBIX KHHKEK

JlBa HOBBIX JOKyMEHTA NPHU MEPEXO/Ie HA HIEKTPOHHBIE TPYAOBbIE KHIDKKU: OTYET O (popme
C3B-T[ u popma CTH-P. ITamsaTka pabOTHHKAM MPHU MEPEXO/Ie HA JIEKTPOHHBIE TPYIOBbIE

KHMXKKH.

Tema 6 @opMupoBaHKe TOKYMEHTALUH 10 YUETY KagpOB

I'pynna y4eTHON OKYyMEHTALUU

Coctas rpynmnsl y4eTHOH kaapoBoi JokyMeHTaluu. [lepBudHble 1 BTOPUUHbIE yUETHbIE
nokyMeHTbL. CocTaB JIMYHOTO fiena padOTHHKA.

IlepBruuHbIE yUETHBIE TOKYMEHTBI

JlnuHast kapTouka, e€ Ha3HaueHue. Y HupuImpoBaHHas popma JIUIHOH KapTOYKH, OCHOBHBIE
paszaensl. [IpaBuna BeaeHUs U 3aM0IHEHMs] TUYHOHN KapTouku. OnpeneneHne HCTOUHUKOB

UH(POPMALIUU 1 KOAUPOBAHUE HEKOTOPBIX JaHHBIX.
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BTopuuHble y4eTHBIE TOKYMEHTBI

@DOpMBI PErUCTPaLlUY YUETHBIX CBEIEHUI MO COCTABY U IBIKEHUIO KaapoB. XKypHasbl U KHUTH
IUTS PETUCTPALIMK JOKYMEHTOB MO y4ueTy KaapoB. OCOOEHHOCTH UX COCTABJICHUS U BEACHHUSI.
JlokyMeHTaIus 1o yuety pabodero BpeMeHu

Tpynosoii konekc o pabouem BpeMenu. Y HudunrpoBaHabie GopMbI 11 yueTa padodero
Bpemenu. [Ipasuna Benenus Tabenst ydera UCNONB30BaHUS paboUero BpeMeHu. 30HbI

KonupoBaHusi npopmarmu B popmax NeT-12, NeT-13.

Tema 7 Ilpenocrasnenne TOKyMEHTOB IO IEPCOHAY B FOCYJaPCTBEHHbBIE OPTaHbl U
CTATUCTHYECKHE CITyKOBI

OTueTsl O KaapaM AJIsl HAJIOTOBON MHCIEKIINH

HanmenoBanue oTdera U €ro nokasarenaud. Meronuka onpeneneHns noKka3aTene U mpaBuiia
oopmnenns: oraera. CpOKH U MEPUOTUYHOCTD NIPEAOCTABIEHHE OTYETA 10 KaApaM B HAJIOTOBYIO
WHCIEKLUIO.

OTueTsl MO KaApaMm il CTATUCTHYECKUX CITy KO

CocraB $popM CTATHCTUYECKOH OTYETHOCTH 1O KagpaMm. PopMbl yHUPHIUPOBAHHON OTYETHO-
CTaTUCTHUYECKON TOKYMEHTALIH, KOTOPbIE MOATOTABIMBAET OTIEN KaAPOB COBMECTHO ¢ OyXrai-
Tepueil. [lopsnok 1 cpoku NpeAcTaBlIeHNs CTATOTYETHOCTH 1O KaapaM. OTBETCTBEHHOCTb Ipe-
CTaBJIEHUS] CTATOTYETHOCTH IO KaApPaM.

OT4eTHOCTb B rOCYyAapCTBEHHBIE OpraHbl

[IpenocraBieHne OTYETHOCTH IO KaJipaM B BOGHKOMAT, IEHCUOHHBIH ¢orn, MBJI, ciy:x0y

3aasTocTy. LlITpadsl 32 HECBOEBPEMEHHYIO OTYETHOCTb.

Tema 8 TexHONOrMM ONEPATUBHOIO XPAHEHUS U UCIOJb30BaHUS KaIPOBBIX JOKYMEHTOB
OO11re BOMpOoChl OpraHU3alNN XPAHEHUS TOKY MEHTOB

ITonsiTre apXMBHOTO JOKyMeHTa U apXuBHOTO fena B @3 ot 22.10.2004 r. Ne125-P3 «0O6

apxuBHOM Jienie B Poccuiickoit @enepanumy. Knaccudukanus JOKyMEHTOB 1O CPOKAM XPaHEHUSI.

XpaHeHUe KaIpOBbIX JOKYMEHTOB B MPOLECCE UX UCIOJHEHHUS.

Opranmnzanus TeKyLero XpaHeH!s! KapOBbIX JOKYMEHTOB. HOMeHKIaTypa e st TeKy1ero
XPaHEHUs! KaIPOBBIX JOKYMEeHTOB. OCHOBHBIE 3a/1a41 COCTABJICHUS] HOMEHKJIATYPbI IETI.
PazHOBUOHOCTH HOMEHKIATYphI Aej. HOMeHknaTypa fen no kaapoBoil nokymeHtauuu. [Ipasuna

oopMIeHNs HOMEHKJIATYPBI A€
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Ilocnenyroiee xpaHeHHE KaaApOBBIX JOKYMEHTOB
XpaHeHUe NCTIOTHEHHBIX TOKyMeHTOB. CoctaB apxuBHOTO (poHna mokymeHTos. [IpaBuia u
yCJIOBUS XpaHEHUs1 TOKyMEHTOB. llepenada apxusa Ha rocy JapCTBEHHOE XpPaHEHUE NPU

peoprannsanv UJin JUKBUAAIUU KOPUAUYICCKOTO JIMLA.

Tema 9 Cniucanue 1 yHUUTOXKEHHE TOKYMEHTOB KaJIpOBOI0O AEJONPOU3BOACTBA

9.1 DkcrnepTH3a LIEHHOCTH KaJlPOBbIX JOKYMEHTOB

Opranuzanus 3KCIIePTHON KOMUCCHH, €€ COCTaB, 3a1a41 U BbINOJMHsIeMble QyHKImH. Kpurepun
OLICHKH LIEHHOCTHU KaJPOBBIX TOKYMEHTOB.

9.2 YHUYTOXEHHE AOKYMEHTOB

ConpoBoauTtenbHast TOKYMEHTALUs 1151 yHUUTOXKEHUS KaJpOBbIX JOKYMEHTOB. IIpuHIumb

YHUYTOXKECHUA TOKYMEHTOB. Croco0Obl YHUYTOXKEHUA 6YMa}KHbIX U SJICKTPOHHBIX JOKYMECHTOB.

Tema 10 CoBpemMeHHBIE HHPOPMALTMOHHBIE TEXHOJIOTHH I KAPOBOTO aIMUHUCTPHUPOBAHUS
Kanposoe agMuHHCTpUpOBaHUE

ITonsTHE KanPOBOrO AAMUHUCTPHUPOBAHHUS U PErJIaMeHTaLUs JaHHOTO npouecca. OCHOBHbIE
(byHKIMH KaApOBOTro aqMUHHUCTpHpoBaHus. [IpenMy1necTsa aBTOMaTH3aMHU KaJpOBOTO
AAMUHUCTPUPOBAHMUSL.

IInaTHble NpUKIaaHbIE TPOrPAMMBI AJ1s1 aBTOMATU3aLMK KaAPOBOIO AEJIONPOU3BOACTBA
Pacmmpennsie ¢pynrkimm nporpammsl « 1C: 3aprutata u Kagpspy. MHorodyHKUHOHATBHAS
nporpamma «Otaen kagpoB» Kak anprepHaTuBa « 1C: 3apnnara u Kagpser». [Iporpamma
«KopcKanpery nms kagposoro yuera. OcHoBHble pyHKIMH nporpammbl « Kampsr [Tmrocy.
becnnatHble MpUKIaAHBIE NPOrPAMMBI 10 KAAPOBOMY AEJIONPOU3BOACTBY.

Bosmosknoctu paboter ¢ nporpammoii «byxCodt: 3aprnara u Kanpen uepes MaTepHeT.

Bosmosknoctu 6ecrutatHoro npuinokenus: « CoTpynHuku npennpustusy. [porpamma «Ilepconan

Bbusnec» st aBTOMAaTH3AIMU KQAPOBOTO JEIOMPOU3BOACTBA MPU OTCYTCTBHH KaIPOBOM CITy KOBI.

Coaeprkanue JMCLUNIMHBI APXHBBI J1eJ1 M0 JIHYHOMY COCTABY

Tema 1. 3akoHoxaTejbHAsI 1 HOPMATHBHO-NIPaBOBas 0a3a TpeGoBaHHN K o0ecrevYeHHIO

COXPAHHOCTH APXUBHBIX JOKYMECHTOB 110 JJUTHOMY COCTaBY.

Opranuzauus AesTeNbHOCTH apxXuBa IO JUYHOMY COCTaBy opraHuzauuu Cpokd XpaHEeHUs
KaJpPOBBIX JOKYMEHTOB B apxXHBax opraHusauuil. TpeOoBaHUS K XpPaHEHHIO, OTBETCTBEHHOCTb

apxXuBa IO KOMIUICKTOBAHHIO, XPAHCHUIO W HCIIOJB30BAHUIKO JOKYMCHTOB KaI[pOBOfI C.]'Iy>K6bI

YUPCKIACHUA.
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Benenne apxuBa KagpoOBBIX TOKYMEHTOB: TPeOOBaHUS, MOPSIOK, IPOLIECAYPBI.
Pexxum xpaneHus u foctyna.

IIpoBepka HaMYKS U COCTOSIHUSI APXUBHBIX JOKYMEHTOB KaIPOBOH CITy KOBI.
DOpMBI UCIIOJIB30BAHUS JOKYMEHTOB aApPXUBA.

OCOOEHHOCTH OIMHUCAHUS AOKYMEHTOB 110 JIMYHOMY COCTaBY U COCTAaBJICHUC oImceil gen B APXUBE.

Tema 2. Un¢opManiuOHHBIE TEXHOJIOTHH H OPraHU3ALMS HX BHEPEHUS B APXHUBHI.
ABTOMAaTH3UPOBaHHBIE HH(POPMALTMOHHBIE CUCTEMBI 110 TOKYMEHTaM apXHBOB.
Tema 3. AyTcopcuHr u ayrcrad(puHr B peanuzaniu apxXuBHbIX NOTpPeOHOCTEIl.

AyTcopcuHr u ayTcTapQUHT: TOHATHE, CXOACTBA , PA3TUYHSL.

Tema 4. Ilepenaua xkagpoBbIX JOKYMEHTOB B roCyJIapCTBeHHBIH apxuB. JTanbl nepenaydu
KaJPOBBIX JOKYMEHTOB B FOCYIapCTBEHHBIN apXUB.

ITopsinok 1 CPOKH XpaHEHHsI JOKyMEHTOB B aKIIHOHEPHOM OOIIECTBE.

OcHoBHBIE TpaBMIIa pabOTHI ApXHUBA O MEepeade Aed NPH JUKBUAALNN OPTaHU3aLHH.

Ilopsinok neiictBuii mpu padoTre ¢ AOKYMEHTAMH MO JUYHOMY COCTaBy MpPHU JIMKBUAALUHU
OpTaHU3aLHH.

Ilepeuerp AOKYMEHTOB IO JIMYHOMY COCTaBYy, MOMJEKAIIUX K Ieperade MpH JUKBUAALNUN
OpTaHU3aLHH.

Cobmonenue TpebOBaHUN TPUHUMAIOIIETO ApXUBA.

YcraHoBieHHE KpaliHMe JaThl JOKYMEHTOB, OOpa3yloIIuX apxXuBHBIA (OHA  BalIero
NPEATNPUSITHS.

Paznenenne nen, momnekamux mepepade Ha apXUBHOE XPAHEHHE, OTHENbHO IO KaXAOH
KaTeropuu (MOCTOSITHHOTO XpaHeHUsl, BpeMeHHOro (cBbite 10 jer) xpaneHus, BpeMeHHoro (o 10
JIeT) XpaHEHUs! U 110 JIMYHOMY COCTaBY ).

OdopmiieHne 3aroJoBKOB 1€ B TOOBOM pa3zesie CBOAHOH OMUCH A 10 JIMYHOMY COCTaBY .

Tema S. Cucremaruzanus aen CucremaTuzanus el 10 HOMUHAJIbHOMY NPU3HAKY: MPUKA3bI
(pacmiopspKeHHsT) IO JIMYHOMY COCTaBY; CITUCKH JIMYHOTO COCTABA,

KapTOUKH I10 YYETy JIMYHOTO COCTaBa (IIPH OTCYTCTBHU OTIEIBHOW OMUCH JIMUHBIX €T); JIUYHbIE
nena (IpyU OTCYTCTBUH OTACIBHOHN OIMUCH JIMYHBIX ), TULEeBble cueTa padounx M CIy’KaIIUX 110

3apaboTHOII My1aTe (pacueTHbIE BEIOMOCTH I10 3apIUIaTe); HEBOCTPeOOBaHHbBIE TPYIOBbIE
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KHMXKKH (HpI/I OTCYTCTBUU OTI[eHbHOfI OHI/ICI/I); AKTBl O HECUACTHBIX CJIydasaX, IPUKa3bl IO

JIMYHOMY COCTaBY, HeBOCTpe6OBaHHbIe NOAJIMHHBIC JIMYHBIC JOKYMCHTBI.

Tema 6. OdopmiieHne BHYyTpeHHeH ONMHCH JeJI, 3aBEPUTEIbHBIX JIUCTOB, OOJIOKEK I,
CBOAHAsl ONHUCH JleJ MO JIMYHOMY COCTaBy. MX yTBep:kneHHMe U COIJIaCOBaHHE. Y HUYTOXECHHUE

AOKYMECHTOB.

S. OueHouyHble MAaTepHAJbI /ISl NPOBEAEHHS] TEKYIIero KOHTPOJS YCHeBAEMOCTH H
NPOMEXKYTOYHON ATTECTALHH 00YYAKIIHNXCS N0 AHCHHILIHHE (MOIYJIIO)

OneHouHble MaTepuanbl NPEACTaBICHbBI B BUAE (POHAA OLEHOYHBIX CPEACTB IO
IUCIMIUIMHE (MOYJIO) B MPIJIOKEHUH K padouei nmporpamme.

6. MeToauveckne MaTepHAJIbI MO TUCIHHILIHHE (MOAYJIIO)

JIMCcUMIUIMHA JOCTATOYHO CJOXHAs Ui M3y4deHHs u TpeOyeT OOJbIIOro KOJHYECTBA
camocrositennbHON «KampoBast mokymeHTauus» padoTbl CTyAeHTOB. IIOCKONBKY AMCLUIUIMHA
TECHBIM 00pa30oM CBsi3aHa C AATBHEHIINM H3yUe€HHEM IUCLUILINH NMPO(EeCCHOHATIBHOIO LIMKJIA,
CJIeAyeT M3jaraTh MaTe€pHuaj HEKOTOPBIX TEM C YUETOM 3HAHHM, MOTYyYEeHHBIX paHee B LIKOJIE, 110
paHee M3y4YEeHHBIM JUCLUTIIHHAM.

1. Jlexuuu.

Kypc «KaapoBoe nenonpousBOACTBO» OTJIMYAETCS TE€M, 4YTO OH OCHOBaH Ha
O3HAKOMJICHUH CTYIEHTOB C LIEJIbIM PSAOM COBEPIIEHHO CAMOCTOSITENIbHBIX HAIPaBICHHH.
ITosTomy mpenomasarento HEOOXOAMMO ONPEAETICHHYIO JIOTUKY IMPH PAaCCMOTPEHHUH Ka)KIOTO
pa3zmena, 4yTo Obl 3HaHHWSA O HUX IUIAHOMEPHO W MMOCIENOBATEIbHO YCBAMBAJIHCH CTYIECHTAMH.
Ienecoobpa3HO HCMONB30BATh CIACAYIOIIYIO MATPHLy IO KaXXIOH TeMe: MpenMeT, 3a/ladH,
OCHOBHBIE METOABI HC-CIIEIOBAHMs, OCHOBHOE coepykaHue. JIeKuuu Mo TemaMm ClieayeT
COIPOBOXKAATh MJUTIOCTPALIUSIME F/MII KOMITBIOTEPHBIMU TMPE3eHTALMSIMUA. By30BCKast JleKLus -
rJIABHOE 3BEHO NUAAKTHYeCKoro uukina odOydeHws. E€ menp -popmmupoBaHue y CTYIACHTOB
OPUEHTUPOBOYHOW  OCHOBBI Ul TIOCJE-AYIOLIEr0  YCBOGHUSI ~ MarepHaja  METOAOM
camoctosiTennpHOM ~ paboTtel.  Copep:kaHue — JIEKIUH  AODK-HO — OTBEYaThb  CIEAYIOIIUM
IUNAKTUHIECKUM TPEOOBAHUSIM: -M3JIOKEHHE MaTepuaia OT IMPOCTOrO K CIOKHOMY, OT H3BECTHOTO
K HEHU3BECTHOMY,-JIOTHYHOCTb, YE€TKOCTb M SICHOCTb B H3JIO)KEHHUH MaTepualia;-BO3MOKHOCThb
npoOJEeMHOTO U3JIOXKEHUS, OUCKYCCHH, JWajora ¢ LeJbI0 aKTHUBU3ALHMH JeSTeIbHOCTH
CTYACHTOB;-ONOpPa CMBICIIOBOH YaCTH JIEKLMH HA TOJIMHHBbIC (aKThl, COOBITHSA, SIBJICHUS,
CTaTUCTHUYECKUE JTAaHHBIE,-TECHAs CBSI3b TEOPETUYECKHUX TOJOXKEHUH W BBIBOAOB C MPAKTUKOH U
Oyaymel nmpodeccHoHaNbHON NEeTENbHOCTRIO CTYIEHTOB. lIpyu M3JI0KEHWH MaTepuaita Ba)KHO

IIOMHUTB, YTO IIOYTH IIOJIOBHUHA I/IH(I)OpMaLII/II/I Ha JICKIWHU NEPE-Aa€TCA U€PE3 MHTOHALIUIO.
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Y4uTBIBaTE TOT (PAKT, 4TO NMEPBBIH KPU3HC BHUMAHUS CTYyAC€HTOB HAcTymaer Ha 15-20-i MuHyTaXx,
BTOpOii -Ha 30-35-if mMuHyTax. B mpodeccnoHampHOM OOIEHMM HCXOAUTH W3 TOTO, YTO
BOCIPUATHE JIEKLUI CTYJEHTaMM MJAALINX U CTAPUIMX KyPCOB CYIIECTBEHHO OTIMYAETCS IO
TOTOBHOCTH U YMEHHUIO.

CeMuHapel MPOBOIATCS MO Y3JIOBBIM, HanOoOJee CIOKHBIM M 3HAYUMBIM TeMaM Kypca,
TpeOyroImuM yriayOJIEHHOrO H3YYEeHUS U 3aKPETJICHNUs] H3YYEHHOIO MaTepHaja Ha MPaKTHIECKIX
3aHATHSIX. ['7aBHAs u ompernesstromas 0COOEHHOCTh JIFOOOTO CEeMHMHApa -HAJNINYME 3JEMEHTOB
OUCKYCCHH, TPOOJIEMHOCTH, JAMAJOra MeEXIy NpenojaBareieM H CTyAeHTAMH W CaMHUMH
CTyACHTaMH, BUAUTCS HEOOXOIUMBIM HCIIOJIb30BAHIE HHTEPAKTHBHBIX HJIEMEHTOB OOy UYECHUSI.

CamocrosiTenpHass padoTa BKIKOYAE€T NOATOTOBKY K NPAKTHYECKUM 3aHSATHSIM, YTO
IOPEAINONAracT M3y4YeHHE TEOPETHMYECKOrOo MaTepuajga IO TeMe, a TaKKe IOATOTOBKY K
KOHTPOJIbHBIM padoTaM U TECTHPOBAHUIO.

IIpakTnueckas MOATOTOBKA NOJpa3yMeBaeT bopmy
opraHuzalui 00pa3oBaTENbHON AEATENBHOCTH NPU OCBOSHHWH 00pa30BaTEIBHON MPOrpamMMbl B
YCJIOBHSIX BBIMOJIHEHHUS] OOYYAIOLUTUMHCS ONPENETICHHBIX BUAOB padoT, CBsI3aHHBIX ¢ OymyInei
npodeCCHOHATBHON JesITeTbHOCTBIO W HAMpPaBICHHbIX Ha (OpMHpOBaHHE, 3aKperUIeHHE,
pa3BUTHE NPAKTUYECKUX HABBIKOB 51 KOMITETeHIIU I o npod o
COOTBETCTBYIOIIEH 00pa30BaTeNIbHOW MNPOrpaMMbl M TPEAIONAraeT BBINOJIHEHUE 3a7aHUH,

npencrasneHHbIX B PI1/] kak «IIpakTuyeckas moAroTOBKay.

Kypcosas padora
Hamucanue xypcoBoii paboThI - 3JIeMEHT y4eOHOTo mpoIiecca, CocoOCTBY O

NPHOOIIEHHIO CTYAEHTOB K UCCIIEN0BATENbCKOM padoTe, 000ramaruii ObITOM H 3HAHUSIMY,
HeO6XOI[I/IMbIMI/I MpU OCBOCHHUU U3YyYAC€MbIX NJUCLIUIIINH.

Iens xypcoBoit paboThI - yrIyOUTh MOJyYeHHbIE TEOPETUIECKHIE TO3HAHUS U PUMEHUTD
Ha ACJIC IPAKTUICCKNUE HABBIKU, MMOJIYYCHHBIC CTYACHTAMU, IPUBUTb HABBIKN CaMOCTOSTETLHOMN
HCCIIEIOBATEIbCKON PabOTHL

HenpemMeHHBIM yCIOBHEM YCIEHIHOTO BBINOIHEHUST KypCOBOI padoThl TOIKHA OBbITH
MaKCUMaAJIbHAA CAMOCTOATCIBbHOCTD MPH €€ HAITMCAHUN, TBOPUCCKOEC OTHOMICHUEC CTY J€CHTOB K
Iy, aKTUBHOCTD B IIOMCKE MaTepHAIIOB M €r0 Hay4HOH 00padoTke.

Tema kypcoBoii paboThl BEIOHpAETCs CAMHUM CTYIASHTOM M3 NIEPEYHS TEM IMPOrPaMMBbI HITH
PEKOMEHyeTCs MpenoaaBaTeieM JUCLUILUTHHBI TOCe 00CYKISHHUS C HUIM BOMPOCOB, KOTOPbIE
MHTEPECYIOT CTYACHTA.

ITopsimok BbIOOpa TEMBI: 3asiBIEHHE HA MMsI 3aBEAYIOLIET0 Kadenpoi ¢ yKka3aHHeM TeMbl

paboThI U (paMHIITUN HAYYHOTO PyKOBOIHUTEIIS.
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B oTnenbHBIX ciiyyasix CTyI€HTaM pa3pelaeTcsl BBIXOAUTh ¢ HHULMATHBHBIMU TEMaMH,
KOTOPBIE JOJUKHBI OBITh COTJIACOBAHBI C TPEMOABATENIEM.

Kypcosas padora o Tpy1oBOMy NpaBy MpeACTaBIsieT COO0H CaMOCTOSTENIbHOE
UCCIIEIOBAHNE, B KOTOPOM CTYACHT AEMOHCTPHPYET MOTyYEHHBIE TEOPETHUECKUE 3HAHMS,
NPaKTUYECKUE HaBBIKU, CIIOCOOHOCTD MPOBOIUTH aHAJIN3 HAYYHOH JIUTEpaTyphl, CyaeOHOI
NPaKTUKU, YMEHHE (POPMYJIHPOBATh U OOOCHOBBIBATH COOCTBEHHYIO TOUKY 3PEHUSI.

IIpouecc moAroToOBKH KypCcOBOH pabOTHI IO TPYAOBOMY MPABY BKIIOYAET HECKOJIBKO
STAIoB:

BBIOOP TEMBI U YTBEPKACHHUE HAYYHOTO PYKOBOIUTEIIS,

U3yUYeHHE 3aKOHOJATEIbCTBA IO TEME;

noadop U U3y4YEeHHE JINTEPaTyphl, CyAeOHOMN MPAKTHKH IO TEME;

COCTaBJICHHE TUIAHA,

U3JIOKEHUE TEMBI,

oopmiieHue paboThI.

Kypcosas padora o Tpy10BOMy IpaBy JOJKHA HOCUTh TBOPUECKHUI XapakTep,
COZepKaTh aHAJIM3 OCHOBHBIX MPOOJIEM paccMaTpUBAEMOM TEMBIL.

HUccnenyemble mpoOiIeMbl U CIETaHHBIE BBIBOABI TOJIKHBI OBITh POMILTIOCTPUPOBAHBI
pUMEPaMHL.

Marepuan u3naraercsi B Hay4HOM cTiuie. L{uTaTsl, CTaTHCTUYECKHUE TaHHBIE U APyTHE
MaTepHalbl, IPUBEIEHHbIE U3 HAYUYHBIX HCTOYHUKOB, JOJDKHBI COMPOBOKAATHCS CCHUTKAMHU.
Crnenyer NOMHHTB, 4TO NEPErpy3Ka TEKCTA LIUTATAMH HEXXeJaTeIbHa.

IIpu n3ydeHun Hay4yHOH JIUTEPATyPhl CIENyeT YASIATh 0CO00€ BHUMAHHUE CIIOPHBIM
BOIMPOCAM TEOPUH M MPAKTUKU IO Pa3peIIeHUI0 TPYAOBbIX criopoB. [Ipu 3ToM pekoMeHyercs
copMyIHPOBATH CBOE aPIyMEHTUPOBAHHOE MHEHUE.

Kypcosas padora noimwKHa BKIIIOUYATh: OTJIABIIEHHE; BBECHHE; OCHOBHYIO YaCTh,

3aKJIFOUEHHE; CIIMCOK MCIIOIb30BAHHON JINTEPATY PBI, MPIJIOKEHHUE (B CITydae HEOOXOIUMOCTH).

B ornasseHnu nocienoBaTeNbHO MEPEUUCIISIIOTCS HAMMEHOBAHHS pa3aesioB (TJ1aB),
nonpas3aesios (maparpados) U MyHKTOB B TOM Cly4ae, €CITU MOCIeHUE UMEIOT 3arojIOBKH, a

TAK)K€ YKa3bIBAIOTCS HOMepa CTPaHMI] pa3/iesioB, OAPa3AeNioB, Ty HKTOB.

Bo BBeneHUM OTpaskaeTcsl aKTyalIbHOCTb, YKA3bIBAIOTCS OOBEKT, MPEAMET UCCIISTOBAHUS,

(bopMyIHPYIOTCS LIENb U 3aJa4H.
B ocHOBHOI 4YacTH pacKpbIBAE€TCSA COAEPIKAHUE TEMbI B LIEJIOM H €€ OTIEJIbHBIX

BOITPOCOB.
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OcHOBHast yacTb PabOThI COCTOHT, KaK MPABUJIIO, U3 ABYX IJ1aB (IOMYCKAETCS TPH TJIABBI).

I'maBer nogpasznemnstores Ha naparpader. ConepkaHue KaXKA0H r1aBbl JOJDKHO PacKphIBAThH
OTIPENeNIEHHBIN aCTeKT UCCIIeNyEeMOI MPOoOIeMBL.

3axrodeHne mpeactanisier codoit kparkoe 0000IEeHne OCHOBHON 4acTH PadoThI,
BBIBO/IbI, PEKOMEHIALIUU 1 MPEIJIOKESHHUS.

BbIBOIBI OSKHBI ObITH KPATKHUMHU, apTYMEHTHPOBAHHBIMH, & PEKOMEHALINH -
KOHKPETHBIMH, C OLIEHKOW UX BO3MOKHOT'O MPUMEHEHHSI.

B criricke UConb30BaHHO# JTUTEPATyPbl YKa3bIBAKOTCS HCTOYHHUKH, KOTOPBIE
HCIOJIb30BAIUCH MPH HAITUCAHUH KypPCOBOi paboThl. [IepBbIMU MPUBOAATCS HOPMATHUBHBIE AKTHI
(B 3aBUCHMOCTH OT IOPUAMYECKOI CHJIbI U JaThl IPUHSTHS TOKYMEHTA), CyieOHas MPaKTHKA,
3aTeM CIIeHaNIbHAs INTePaTypa B aihaBUTHOM TOPSIIKE.

[IpunoskeHne ConepKUT WILTFOCTPHUPOBAHHBIN MaTepua (TabnuLel, rpaguky U 1p.), Ha
KOTOPBIN MMEIOTCSI CChUTKU B TeKCTe paboThl. [IpuioskeHHs HIMEIOT CMBICI TOJIBKO B TOM Cly4ae,

€CJIM OHU JOIIOJHAKT, TIOMOIarOT PACKPBITUHO OCHOBHBIX npo6neM.

MprUMepHBI NepevyeHb TeM KYpPCOBbIX paborT:

Ponp Komuccnn ynosTHOMOYEHHBIX IO COLMAIBHOMY CTPAaXOBAaHUIO B HAYMCICHUH U
CBOEBPEMEHHOM BBIIJIATE MOCOOUH TIO COLUAIBHOMY CTPaXOBaHHIO.

IIpouenypbl pOBEpKH MpH NMpHeMe Ha padoTy Ha BO3MOXKHYIO THCKBATU(DHUKALIHIO.

JIOKyMEeHTHPOBaHIE HATIPABJICHUSI B KOMAHANPOBKH, MOPSAOK y4eTa U

o(opMIIeHrEe OTYETHBIX MATEPUATIOB O KOMaHIHPOBKE.

MuHnMH3anus PUCKOB paboToaaTenei mpu COBEPIIEHHH OIUOOK B

KaJpOBOM JICJIONPON3BOICTBE MPH MPHEMe Ha padoTy, B mporecce paboThl U

IIPY YBOJIBHEHUH MTEPCOHAIA.

JlokyMeHTaIbHOE OpOpMIIEHIE MAaTePHAIbHOW OTBETCTBEHHOCTH PaOOTHHUKOB.

MeTtozas! 1 crtocoObl 3aIUTHI TEPCOHANBHBIX TaHHBIX MPH 00padOTKe UX B

MH(POPMALIMOHHBIX CHCTEMAX M 0€3 MCIONb30BaHMUs CPEICTB ABTOMATH3ALINH.

OdopmieHne TUYHBIX e PaOOTHUKOB.

[Mopsinok pa3paboTKN HOMEHKIJIATYPBI A€ KaIpPOBOH CITyKOBL

HopmaTtuBHO-TIpaBOBas pernaMeHTanust 00ecre4eHns COXPaHHOCTH JOKYMEHTOB 110
JMYHOMY COCTaBY.

JIOKyMeHTOO0OPOT KaIpOBOH CITYKOBI.

KanpoBble 7OKyMEHTbI BpEMEHHOTO CPOKa XPAHEHHUS U OpraHu3aLus paboThl C HUMH.

OcobeHHOCTH TOKYMEHTOB, UCIIONIb3YEMBIX MPH KOHTPOJIMHIE TEPCOHAA.

JokyMeHTOOOOPOT KaAPOBOH CITY3KOBI.
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KazapoBbie 1OKYMEHTBI BPEMEHHOTO CPOKA XPAHCHUS U OpraHu3aiys padoThl C HUMHU.

IepeucHp TOKYMEHTOB MPU KOHTPOJIHHIE MEPCOHATA U UX XAPAKTCPUCTHKA.

JIOKYMEHTHpPOBaHUE POTALMH [IEPCOHATIA.

Buas! kaapoBeIX nmpuka3oB o HeyHU(PUIHMPOBaHHOH (GopMme U ux odopMicHuUE.

KazpoBeie 1okyMeHTHI, 0(POPMISICMBIC PYKOTIHCHO.

JokyMeHTHpOBaHHE MpUeMa Ha padoTy.

OdopmicHue Ha padOTY: HHOCTPAHHBIX PA0OYHX, BAXTOBBIM METOOM, HAJOMHHKOB.

HopmartusHo-mpaBoBas periaMeHTaIis MpHUeMa Ha padoTy Mo COBMECTHTEIbCTBY . [lopsinok
odopmIICHuS.

Cosmemenne. Bunpt. Iopsaok ohopMICHMS: TUCAMEHHOS COTJIAIICHUE, OTLIATA, CPOK, (hYHKIIHH.

7 OdopmicHre OOIPHUYHBIX JIMCTOB PAOOTHHUKOB.

[IpakTryeckasi IOATOTOBKA NPH peaTU3aliy AUCIHUILTHHBI (MOyJIsl) HalpaBjIeHa Ha

(bopMUPOBaHKE CIEAYIOIINX TPYAOBLIX (yHKIUH, OMpeneIeHHbIX MPOo(hecCHOHATbHBIM

CTaHAAPTOM:
HaumeHoBaHMe NnpodeccMoHaNbHOro CTaHAapTa
OTD: TD:
JHearenbHOCTb O 00ECTIEUEHHIO MTePCOHaIa AIMUHUCTPHUPOBAaHUE MTPOLIECCOB U
IOKyMEHTO000pOoTa 00ECIIeueHUs IEPCOHATIOM
B/03.6

[IpakTuyeckas MOArOTOBKA OPraHU3yeTCs B popMe MPOBeNeH sl 3aHSITUH JIEKLHOHHOTO
THUIIA, TPEAYCMATPHUBAIOIINX Nepenaady oOyuaromumcs yueOHol nadopmanmu, HeoOXOaUMOM IJist
MOCJIEAYIOLIETO BBITIOTHEHUS paboT, CBA3aHHBIX ¢ OyAyLIel MpodeCCHOHATBHON AEATENbHOCTHIO,
3aHATHH TPAKTHYECKOTO U(UJIH) CEMHUHAPCKOTO THIIA, TPEAYCMaTPUBAIOIINX YIaCTHE
O0y4arOLIMUXCsl B BHITIOJIHEHUN OT/AEIbHBIX JIEMEHTOB paboT, CBSI3aHHBIX ¢ OyayLuei

npoecCUOHANTBHOMN e TETBHOCTHIO.
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UHCTUTYT Ha 3aKOHHOM OCHOBAaHUHM  pAacIiojiaraeT  MaTepHabHO-TEXHUYECKUM
obecrieueHneM 00pa30BaTENBHON MAEATENBHOCTH (MOMEINCHUSIMH W OOOPYIOBaHUEM) LIS
peanu3aiuy JUCHUTUTHHBL (MOJYJIs1).

ITomewmennss npencraBisstoT coOoil y4ueOHBIE ayOUTOPHM Ui MPOBEACHUS YUEOHBIX
3aHATUN (BKJIOYAsl MPOBEACHHE TEKyINEero KOHTPOJIS YCIIEBAEMOCTH) W IMPOMEXKYTOYHOH
aTTeCTallUH, MPEAyCMOTPEHHBIX MO AUCHUIUIMHE (MOZIYJIF0), OCHAIIEHHbIE OOOPYIOBAHHUEM H
TEXHUYECKHMH CPEACTBAMHU OOYUECHUSI.

ITomewmenns st CaMOCTOSITENbHONH pa0OThl OOyHYAOLIMXCSl OCHAIIEHBI KOMITBIOTEPHON
TEXHUKON ¢ BO3MOXKHOCTBIO TONKIIIOUeHHUs Kk cetn "MHTepHer" u obecrneueHueM nOCTyma B
3JIEKTPOHHYI0 HH(POPMALIMOHHO-00Pa30BaTENbHYIO CPEAy HHCTUTYTA.

JlonyckaeTcst 3aMeHa 00OpPYyIOBaHHUS €ro BUPTYJIbHBIMU aHAJIOTAMH.

HUndopmanmst 0 MaTepuanbHO-TEXHUYECKOH 0a3e AMCUUIUINHBI (MOIYJIsI) COAEPIKUTCS B

CBCACHUAX O MAaTCPUAJIbHO-TCXHUYCCKUX YCIJIOBUAX pCain3allid o6pa303aTeanoi/'I nporpamMmal.

8. Oco0eHHOCTH OpraHH3auMH O00pPA30BATEJILHONH ESITEJBHOCTH IO JHUCIHIIHHE
(Moays10) Aist ML ¢ OTPAHHYEHHBIMH BO3MOXKHOCTSIMHU 310POBbSI

B wumHCTHTYTE OOpasoBaTenbHas OESITENBHOCTh OOYHAIOIIHMXCSl € OrPaHHMYEHHBIMH
BO3MOKHOCTSIMH ~ 37IOPOBbSI  OCYIIECTBIISIETCS HAa OCHOBE O0pa30BATENBbHBIX IMPOTPaAMM,
alanTHPOBAHHBIX, P HEOOXOAUMOCTH, 11l 00yUEHHs! YKa3aHHBIX JIUL], C yU€TOM OCOOEHHOCTEH
NCUXO(PHU3UUECKOr0 Pa3BUTHS, UHAMBHAYAIbHBIX BO3MOXKHOCTEH M COCTOSIHHSI 3I0POBbsI TAKHX
00yJaroIUXCsl.

B wumHCTHTYT CO3maHBI CIIEIUANbHBIE YCIOBHS JJI TOJyUYeHHs OOpa3OBaHHs IO
00pa3oBaTeNbHBIM MPOrpaMMaM OOYUAOIIMMHUCS C OTPAaHMYEHHBIMH BO3MOXKHOCTSIMHU 3710POBbS,
KOTOpbIE BKJIIOYAIOT B Ce0sl MCIOJB30BAHUE CIIELUAIBHBIX METONOB OOyYEHHUS M BOCIHMTAHMS,
nevaTHele W (MJIM) 3JIEKTPOHHBIE OOpa3oBaTeNbHBIE pecypchl B (OpMax, aJalnTHPOBAHHBIX K
OTPaHUYEHUSIM UX 3[I0POBbsI, CHEIHATbHBIE TEXHUYECKHE CPENCTBA OOYUYEHHs, MPEIOCTaBICHUE
yeIyr accucreHTa (mpu HEOOXOMUMOCTH), OKA3bIBAOIIErO OOYYArOLIUMCS HEOOXOIUMYIO

TEXHUYCCKYIO MOMOIIIb, obecneueHue AOCTyIla B 30aHUA HWHCTUTYTA.
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HNIIOKCHUEC

®OH/]] OLIEHOUYHBIX CPEJACTB JUCHUILIMHBI (MOXY.JIS)

1. Cucrema oueHHBAHUSI Pe3yJIbTATOB MPOMEKYTOYHOMH ATTECTALIHH H KPUTEPHEB

bICTABJICHUSA OLICHOK

Ko IMHIUKATOPBI JOCTHIKCHUS Kpurepuu oucHuBaHus
KOMIICTCHIMHH 3aureHO He 3aureno
IK-3 3HATH TOPAAOK
0(DOPMITCHHA, BCACHH,
XpaHCHHA KAaApOBOM |
[V TPaBJICHYCCKOM
ITOKyMEHTau®, TOPIAOK
(hOpMHUpPOBAHMSA, BCACHHA
0aHKa JTAHHBIX 0
TepcoHae u
MIPEICTABICHHUS OTUCTHOCTH,
OCHOBBI
ITOKyMEHTOO00POTA u
ITOKy MEHTAIHOHHOTO
oOeCTICUCHIS OTBETHI HA MOCTABIICHHBIC
YMeTh aIMHHHCTPHPOBATh  [BOTIPOCHI H3IATAOTCS MaTEpHA H3JIaTacTCs
TTPOIIECCHI H (CHCTEMATH3HPOBAHO U HEIIOCIICIOBATECIHHO, OTCYTCTBYIOT
ITOKy MEHTO000pPOT MOCJICA0BATENBHO, HO MOTYT 3HAHI 0A30BBIX TCPMUHOB, HE
oOecTicueHu, OLICHKH  [Tpe0OBATHCS HE3HAYHTEIHHbIC [PACKPBIBAFOTCS TIPHIMHHO-
ATTECTALNH, pasBUTHA  |[yTOYHCHMS OA30BBIX TEPMHUHOB,  [CIICACTBECHHBIC CBSI3H MEXKIY
poQecCHOHATEHON [PACKPBIBAFOTCS IIPHUMHHO- STBICHUSIMH M COOBITHSIMIL, HE
KapbePBbL, 00yYCHHUs, |CICACTBCHHBIC CBA3H MEKIY TTPOBOAMTCS AHATIN3; BBIBOIbI
AIANTANNH M CTAKUPOBKH  SIBJICHHSIMH M COOBITHSIMU, OTCYTCTBYIOT; OTBETBI HA
TepcoHaIa ITEeMOHCTPHPYETCS Y MCHHE ITOTIOTTHAUTEIBHBIC BOIPOCHI
Bmaneer HABBIKAMH  [AHATM3WPOBATH MAaTCPHAIL, OTCYTCTBYIOT; HC IPUBOIATCS
[pa3pabOTKU M BHEPCHI [BO3MOXKHO, HE BCE BBIBOBI HOCAT |[IPEMEPHI U3y 4aEMOH MPEIMETHOH
KaIPOBOH H  [APTYMCHTHPOBAHHBIN H oOnacTu
[VIPABICHYCCKON ITOKA3aTEIbHBIN XapaKkTeD
ITOKYy MEHTAIIHH,
OTITUMH3AIIA
ITOKYMEHTOO00POTA, BEACHHAS
KaJpoBOTO
e Tonmpon3B0OACTBA H
APXUBHOTO XpaHCHHA
KaJIpOBBIX JTOKYMCHTOB B
COOTBETCTBUH c
IMEHCTBY FOIIMMH
HOPMATHBHO-IIPABOBBIMH
AKTaAMHA
1. Cucrema oLeHUBAHHS PE3YJIbTATOB MPOMEKYTOUHOI ATTECTALIHH H KPHTEPHEB
BBICTABJICHHSI OLICHOK
Kon M HIMKATOPBI Kpurepnu oneHuBanmss*
KOMIICTCH |IOCTHOKCHHUSA Heynosner- Ynosnerso- Xopomo Otuano
IHH BOPHTEIHHO PHUTEIBEHO
IK-3 3name: YpoBeHsb 3HaHUH | MHHHMAJIBHO
CriocobeH  [mopsimok odopmieHus, HIDKE JIOTIyCTHMBIH | YpOBEHb 3HAHWH | YPOBCHb 3HAHUH B
[pa3padaTel  [BSACHHI, XPAHCHUSI | MHHUMAJIbHBIX YPOBEHb B 00BCME, o0BeMe,
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HCT.

BATH U KaIpPOBOH H TpeOOBAHHIA. 3HAHUIL COOTBETCTBYH) | COOTBCTCTBYHOILL
BHCAPATh  [VIIPABICHUCCKOM Hmem mecto JonmymeHo |meM mporpaMme | €M mporpamme
KaIpOBYIO U [TOKY MEHTAIINH, MTOPSIIOK |TpyOble ONMOKH. | MHOTO HETpyObIX| ITOATOTOBKH. TIOATOTOBKH,
VOpaBICHY |(hDOPMHPOBAHUS, BEACHUA OmHOKH JomnyieHo JomnymeHo
CCKYIO0 0aHKa JTAHHBIX O HECKOJIBKO HE | HECKOJBKO HECY
ITOKYMEHT TIEPCOHATIE H TpyObIX OIMOOK | INECTBEHHBIX
AL, TMPCACTABICHHSA ommboK.
OIITHUMH3H |[OTUYCTHOCTH, OCHOBBI
[pOBATh ITOKYMEHTO000POTA H
JMOKYMCHT [HTOKYMCHTAIIHOHHOTO
0000poT,  [oOecmcucHuA
BECTH
KaIpOBOC
Ineonpon3 ymeem Ilpu pemwenun | Ilpoaemonctp | IIpoaemoHCTp
BOJCTBO U [AAMHUHHUCTPHPOBATH CTAHJAPTHBIX HPOBAHBI uposansl Bce | [IpoaemonCTpHp
OpraHu30B  [IPOLECCHI u 3a71a4 He OCHOBHBIC OCHOBHBIC OBaHBI BCC
BIBATH ITOKYMCHTOO00POT MPOJEMOHCTPH |YMEHHA. PemeHbI YMEHHS. OCHOBHBIE
APXHUBHOC 066CH6‘16HI/I}I, OLICHKH POBaHBI THITIOBBIC 3444 YH Pemensl Bce YMCHHUA,
XPAHCHHC ATTCCTALIAH, PA3ZBUTHA HCKOTOPBIC C HeI'py6I>IMI/I OCHOBHBIC 3a1a491| HCKOTOPBIC - HA
KAJIPOBBIX  [IPO()EeCCHOHATLHOM OCHOBHBIC OMIHOKAMH. C HCTPYOBIMH | YPOBHE XOPOIIO
ITOKyMEHT [Kapbepbl,  OOYYCHUI, YMCHHUA U BrimoaHeHbI OIMMOKAMH. 3aKPETUICHHBIX
OB B AJANITAITHH H HABBIKH. BCC3AJAaHUA HO HC BrmoaaeHs! Bce HABBIKOB.
COOTBETCT [CTAXKUPOBKH NECPCOHATIA HWmem mecto B IIOJTHOM 3a1aHUSA, B PemieHs! Bce
BHH C TpyOBIC OIIHOKH. o0BEeME. MOJIHOM 00BEMC, [OCHOBHBIC 331aH
e HCTBY 10 HO HCKOTOPBIC C | C OTACIbHBIMHA
UM HA HCOOYCTAMH. HCCYIICCTBCHHBI
HOpMATHUB MH OIIHOKAMH.
HO- BrimoHEHBI BCE
IPABOBBIM H 3aJdHUA, B
AKTAMH TIOJTHOM 00BEME,
6¢c3 HeI0UETOB.
\Bradems OtcyTtcTBYET Hmeercs
OTIBIT MHHHUMAJbHBIH | IMeeTcs ombl T Hmeercsa
HABBIKAMH Pa3pabOTKH H | mpo(eCCHOHAT OTIBIT npo()eccHOHAN | 3HAYHTEIbHBIN
BHCAPCHUSA KaAPOBOU H BHOU mpodeccruoHan BHOH OIIBIT II0
YIIPaBIACHUYECCKOM JNCATCITLHOCTH. BHOH JNCATCILHOCTH HEKOTOPBIM
IMOKY MCHTALIMH, He BeIpaskeHa | meATEIBHOCTH JImuHOCTHAA BHIAM
OTTUMH3AIIA JHYHOCTHAS JlmHOCTHAS TOTOBHOCTh K | TTPO(EeCCHOHATD
ITOKYMEHTO000POTA, TOTOBHOCTb K TOTOBHOCTb K | mpodeccroHan HOH
BCACHHA ~ KaApoBOrO | mpodeccuonan | mpodeccuonan BHOMY JICATEIEHOCTH.
ITeTonpon3BOACTBA W bHOMY BHOMY camocoBepieH | JImiHocTHAs
ADXHUBHOTO  XPAHCHUA | CAMOCOBEPIICH | CAMOCOBEPIICH CTBOBAHHUIO TOTOBHOCTbB K
KaIpOBBIX JOKYMCHTOB B CTBOBAHHUIO CTBOBAHHIO JOCTaTOYHO | MPO(EeCCHOHATD
COOTBETCTBHH  C c1abo BEIPA’KCHA | BBIPAXKEHA, HO HOMY
IMEHCTBY FOIIMMH CYLIECTBEHHBIX | CAMOCOBEPIICHC
HOPMATHBHO- IMTPABOBBIMHA I[OCTI/I)KGHI/Iﬁ B TBOBAHHUIO APKO
AKTAMHU npodeccroHan BBIPAYKCHA.
BHOU Hwmerorcs
JICSITEIPHOCTH Ha| CYIICCTBEHHBIC
JAHHBIH MOMCHT | TpodeccHoHAb

HBIC JOCTYOKCHH .

1. ITpuMepbI KOHTPOJIBHBIX 3a1aHUI1, HHBIX MATEPHAJIOB AJIsl OL€HKH 3HAHUIi, yMeHHii,

HaABbIKOB

Bonpocs k 3auery (KaapoBasi noxymeHTaums)

JlokyMeHTHpOBaHue TpueMa Ha paboTy B ycioBusix Kpaitnero CeBepa U MECTHOCTSIX

npupaBHEHHBIX K ycnosusM Kpailinero Cesepa.

Odopmnenne Ha paboOTy HHOCTPAHHBIX PAOOUHX.
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Odopmnenne Ha pabOTy BaXTOBBIM METOAOM.

Odopmnenue Ha pabOTy HATOMHUKOB.

HopmaTtuBHO-TIpaBOBasi periiaMeHTalusi npruemMa Ha paboTy NO -COBMECTHTENBCTBY. llopsimok
oopmiieHusl.

Cosmemenne. Bunsl. [Topsnok opopmiieHus: MHCbMEHHOE COTJIAIIEHUE, OTUIATa, CPOK, (PyHKIIUH.
Odopmienne OOJBPHUYHBIX JIUCTOB paboTHHKOB. Ponbp Komuccuu  yrmoNHOMOUYEHHBIX 10
COLMAJIbHOMY CTPaxOBaHHMI0O B HAYHUCJIEHHH U CBOEBPEMEHHOH BBIUIATE MOCOOMH MO
COLIMAJIbHOMY CTPaxOBaHUIO.

[Ipouenypsl MPOBEPKH MpH MpHEeMe Ha padOTy HAa BO3MOXKHYIO TUCKBaJIH(PHUKALIUIO.
JIOKyMEHTHPOBaHHNE HANpPaBJICHUs] B KOMAHIUPOBKH, MOPSAOK ydeTa U OpOPMIIEHHE OTUETHBIX
MaTepHasioB 0 KOMaHINPOBKE.

Pucku paboronareneii npu COBEpIISHNH OMNOOK B KaAPOBOM JAEJIONPONU3BOICTBE PH MPUEME HA
pabory.

Pucku paboronmareneil nmpu coBepiieHUH OMUOOK B KaJAPOBOM [EJONMPOHM3BOIACTBE B MpOILECCEe
paboThL

Pucku paboropmateneli mnpu COBEpPIIEHHWH OMMOOK B KaAPOBOM JEJOMPOU3BOICTBE IPU
YBOJIbHEHHH.

MartepuanbHasi OTBETCTBEHHOCTb paOOTHHUKOB H €€ TIOKYMEHTaJIbHOe OhopMiIeHue.

IToxkazatenu 3¢ pekTHBHOCTH CITyKOBI YIIPABICHUS MTEPCOHATIOM.

MeTtoasl B CrIOCOOBI 3aIUTHI MEPCOHANBHBIX AAHHBIX MpH 00paboTke MX B MH(POPMALMOHHBIX
cuCcTeMax.

Mertonbl 1 ciocoObl 3alIMTHl MEPCOHANBHBIX TaHHBIX Mpu 00paboTke mx Oe3 UCHOMb30BAHUS
CPEACTB aBTOMATH3ALIH.

Pexomennamu mo opopMICHHIO JTMUHBIX S

IMopsinok pa3paboTK HOMEHKIJIATYPBI A€ KaIpPOBOH CITyKOBL

HopmaTtuBHO-TIpaBOBast periaMeHTanusi 0OeCTIeUeHHsI COXPAHHOCTH JOKYMEHTOB IO JIMYHOMY
COCTaBy.

JIOKyMeHTOO0OPOT KaIpOBOH CITyKOBI.

KanpoBble 1OKyMEHTbI BpEMEHHOTO CPOKa XPaHEHHUsI U OpPraHu3anus paboThl C HUMH.

ITepeueHp TOKYMEHTOB IPU KOHTPOJIMHTE MEPCOHANA U X XapPaKTEPUCTHKA.

JIOKyMEHTHPOBaHHE POTALIUY NIEPCOHANA.

Bunbl kagpoBbIX MPUKA30B 10 HEYHU(PUIIUPOBAHHOH hopme U ux opopMIIeHHE.

Kanposble 1okyMeHTBI, 0hopMIIsieMble PyKOITHCHO
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Bomnpocsi k 3auery (Kagposoe nesionpousBoacTso)

Ilpenmer, 3amaum kypca. XapakTepUCTUKA COBPEMEHHOM CHUCTE€Mbl KaApOBOU
IOKYMEHTaLuu
.Tpynosoii kogekc P® kak OCHOBHOH MPaBOBOM aKT, OMPEACISIIOIINI COCTaB U MOPSAOK
oopMieHHss TOKYMEHTOB IO YCTAHOBJIEHHIO W TPYAOBBIX OTHOIIEHHWH, W TPYIOBOH
NesITeIbHOCTH paOOTHUKA.
.3akoHonarenbHble akTel PP O NOKYMEHTHPOBAHMM OTAEJIBHBIX CTOPOH Pa3INYHbBIX
KaTteropuii paboTHUKOB. IloCcTaHOBIEHUS M pPaCHOPSDKEHUs] MpPaBUTENbCTBA P®, ykasel
MIPE3UICHTA.
.HopmaruBHbIE U HOPMaTHBHO-METOIWYECKHE AKTHI, HEOOXOIUMBIE B padoTe CiyKObI
KaJapoB.
Pazpaborkn T'ockomcrara P® 1o yHudukamum @GopM NEPBUYHON  YUETHOU
nokyMeHTauuu.6. OpraHu3aiOHHO-IPABOBbIE  JOKYMEHTBI ~ OpraHusauun  (ycraB
OpTaHu3aL1H, KOJJIEKTHBHBII JO-TOBOP).

OpraHu3alvOHHO-TIPABOBbIE  JOKYMEHTHI ~OpraHu3alud (COrjalleHHs, mpaBuia
BHYTPEHHETO TPYOBOT'O PACTIOPSIIKA, INTATHOE PACIIHCAHHE).
. 3amaun u QyHKIMU KampoBoii ciy:kObl Tlonoxkenust 00 oTaene KaApoOB KaK OCHOBHOM
HOPMATUBHBIMH AOKyMEHT padoThl 3TOro mnoxpasneiaeHus.9.JIoJKHOCTHBIE HHCTPYKLUU
KaK OCHOBHOW HOPMAaTHUB IO OPraHU3aLHH TPy1a paOOTHUKOB KaAPOBOH CITYKOBI.
.CTpykTyphI KaapoBbIX Ciyxk0. JlOKHOCTHOU coctaB. HopMaTuBBI BpeMeHH Ha paboThI
0 y4eTy KaapOB.
.CocTa KagpoBoii Ciry kOBl XapaKTepUCTHKA CUCTEMBI KaJPOBOH JOKYMEHTALIUH.
.OpranusaiioHHble JOKYMEHTBbI: LITaTHOE paclucaHue, CTPyKTypa U INTaTHas
YHCIEHHOCTb, TPa( K OTIYCKOB.
PacnopsinurenbHpie  TOKYMEHTBI-NIPUKA3bl (PACIOPSKEHUsI) IO JIMYHOMY COCTaBYy.
O6mue TpeboBanust K OHOPMIICHHIO U CPOKAM MOATOTOBKH.
HNHupopmanoHHO-CcripaBOYHbBIE TOKYMEHTbI-3asIBJICHMUSI, MIpeCTaBICHMS,
YBEIOMJICHUS], aKThl, TOKJIaJHbIE H OOBSICHUTEIbHBIE 3AITUCKH.

.YdeTHbie GOPMBI 1 UX HA3HAUYCHUSI.

IIpuMepHbIH NepedYeHb BONPOCOB AJs1 (POHTAIBHOIO ONpoca
JlokyMeHTaIbHOe 0 OpMIIeHHE CITyKeOHBIX KOMaHIUPOBOK
Kaxune nokymMeHTBl HEOOXOAMMBI [T OPOPMIIEHHSI KOMAHIUPOBKU

Kak peructpupyroTcs KOMaHAUPOBOUYHBIE TOKY MEHTHI
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Yto 3anonHsgeM Mocie BO3BPALIECHUS U3 KOMaHAUPOBKU?

Kak XPaHUTb JOKYMEHTBI O KOMaHAUPOBKAax.

JInuynas kapTouka
Haznauenue noxymenTa T22) Cxonbko popm JIMYHOH KapTOUKU CYIIECTBYET?
KoH}puneHmanpHOCTh TOKYMEHTa

OO6wme npaBuia 3amnoxHeHus JIMIHOM KapTOUKH

JImuHoe neno

Yto Takoe JIMIHOE NIETIO0

Kaxk chopMupoBath JTUUHOE €10
Kak xpanuTs nuuHbIE fena

Kak NOATOTOBUTDL JIMYHOEC ACJIO OJI CAa4YU B apXUB

IIpenocrasienue otmycka

KTO UMECT IMPaBO Ha OTIYCK

3amnoyIHUTe MPHKA3 O MPENOCTABICHUN OTIyCKa
KoMy nmpenocraBiisieTcsi AONOJHUTENbHBIN OTITY CK

Odopmnenue rpaduka oTImyCKOB

Odopmnenne nepeona pabOTHUKA HA APYTYIO padoTy
OmnpeneneHne MOHITHS KTIEPEBOIY

Bunsl nepesona

Mosket iu paOOTHHK OTKa3aThCsl OT MepeBOaa

OdopmiieHune npukasa o nepeBose

OdopmieHne Moo peHnii

Buae! noompenuit

YuuduuuposanHas Gopma mprkasa o MOOIPEHUH
Odopmienne mpukasza o MOOLIPEHUH
OdopmiieHne TekCTa MpHUKa3a O MOOLIPEHUH

XpaHeHue MpUKa3a O NOOLIPEHUHN

[Tpuem Ha paboty: npouenypa odhopmiieHus

JIOKyMEHTBI, IPeAbsBIIIEMbIE IPU IIPUEMe Ha padoTy



JIOKyMeHTBI, KOTOpBIE JOJDKEeH 0OopMUTE padoTonaTennb Npu npruemMe Ha padboTy, u
YKaXXHUTE TIOCIEAOBATENIbHOCTD UX O OPMIICHUS

Uem pesroMe OTIHYaeTcs OT XapaKTepUCTUKU

Jaiite onpeaeneHye TPy 10BOMY JOTOBOPY, PACCKAKUTE €ro CTPYKTYPY, & TaKXKe MOPSIIOK

€ro 3aKJIF0YEHUs] U PErUCTPALIUN

Tpynosast kHIKKA

Benenue Tpyn0BON KHUXKKH

XpaHeHue TPyAOBbIX KHIDKEK

3anuch B TPYAOBYIO KHIDKKY HarpaxIeHUH U MOOIIpEeHHH

3anonHeHue cBeeHNH 00 yBONIbHEHNH (TIPEKPAIIEHUH TPYAOBOrO IOrOBOpPa)

JyOukaT TPy 10BOM KHIKKH

XpaHeHHe KaIpOBbIX JOKYMEHTOB

CKOJIBKO XpaHUTCsI KaAPOBasi TOKY MEHTALINS

ApxuB OpraHuzaluu

Kaxk nepenaTte 1OKyMeHTHI B TOCY JapCTBEHHBII apXUB

KT0 oTBETHT 32 MPAaBUJIBHOCTE XPAHCHUSA JOKYMECHTOB

IITaTtHOE pacnucanue

Haznadenue mraTHoro pacnucaHuAa

KTo cocrasisier mTaTHOE paciucanue
OO0wume npasuiia cOCTaBICHUS U OQOPMIICHUS

Yr1Bepxkaenue, xpanenue llltaTHoro pacnucanus

Bonpocs! k 3x3ameny no aucuuninHe Kaaposasi nokymeHTanus

MarepuanpHasi OTBETCTBEHHOCTh paOOTHHUKOB H €€ TOKYMEHTaJIbHOE O OpMIICHHE.

IToxkazatenu 3¢hpeKkTUBHOCTH CITy>KOBI yIIPABICHUS MTEPCOHATIOM.

Metoael u crmocoObl  3alIUTHl  MEPCOHAJBHBIX JaHHBIX TNpU  00paboTke HUX B
UH(POPMALIMOHHBIX CHCTEMAX.

Metonbl ¥ CIOCOOBI  3alIUThl TEPCOHANBHBIX JAHHBIX mpu oOpaboTke wux 0Oe3
UCTIOJIb30BAHUSI CPENICTB aBTOMATH3ALINH.

Pexomennarmu mo opOpMICHHIO JTIMUHBIX T

IMopsinok pa3paboTKU HOMEHKJIATYPBI A€ KaAPOBOH CITYKOBL
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HOpMaTI/IBHO-HpaBOBaﬂ periaMeHTanuAa o6ecnequI/I${ COXPAHHOCTH HOKYMECHTOB IIO
JMYHOMY COCTaBY.

JIoKyMeHTOOOOPOT KaapOBOH CITYKOBL

KanpoBbie JOKyMEHTBI BpEMEHHOTO CPOKA XPAHEHHUS U OpPraHU3alus paboThl C HUMU.

Ilepeuenb NOKYMEHTOB IPU KOHTPOJIMHIE IEPCOHANA U UX XaPaKTEPUCTHUKA.

JIOKyMEeHTHPOBaHHE POTALIMK TIEPCOHAA.

Buner kagpoBeIX MPHUKA30B MO HEYHU(PUIIMPOBAHHON (HopMe 1 uX oopmieHHe.

Kanposeie moKyMeHTBI, 0hopMIIsieMble PyKOITHCHO

Bonpocs! k 3x3ameny no aucuuniuHe Kagposoe nenonponssoactso
JokymentupoBanue npuema Ha pabdory. CocTaB NEPCOHANBHBIX JTOKYMEHTOB
nocrymnaromero Ha padorty. 3asBieHue. JIMUHBIN JIUCTOK IO YUETY KaaApOB.

.Tpynosotii gorosop. [Ipukas o npueme Ha padoTy.

(dbopMIIeHHE MTePEBOIOB.

unbl oty ckoB. Ilopsimok mo odopmiieHHro.

20.ITopsimox opopmieHus: KoMaHAUPOBKU. COCTaB JOKYMEHTOB, CONEPKaHHs, MOPSIOK
MOATOTOBKHU MPHKA3a O KOMAHAUPOBKE.

21.Bupsl moompenus. Cocrta, conmep’kaHHe, MOPSIOK IOATOTOBKH U O(OPMIICHHUS
MPUKA30B O MOOIIPEHUH pabOTHUKA

22 Bunpl nucuUIUIMHApHbBIX B3bickaHUil. CocTaB, cofepskaHue, MOPsAOK MOATOTOBKU U
oopmIteHHe IPUKA30B O B3BICKAHUSX.

23 Ilopsimok MpOBEAEHUS aTTeCTaluu pabOTHUKOB B opranu3zauuu. Cocras, conepkaHue,
MOPSIIOK TIOATOTOBKU M O(OPMIIEHHE MTPHUKA30B 00 aTTeCTalNu.

24 PactopsikeHe TpyaoBoro gorosopa. Cocrtas, comepskaHHe, MOPSAOK MOATOTOBKU U
oopmiieHre mprKa3oB 00 YBOJbHEHUH.

25.Buabl y4€THBIX TOKYMEHTOB, COCTaB, MH(POPMAaLUs, TOPSIOK 3aIIOJHEHHS U BEACHUS.
26 HopMaTuBHas 1 paBoBasi perylaMeHTalus MOpsA/IKa BEACHUs JIUYHbIX eI
OdopmineHne u BeeHUE TUIHBIX 7€ PAOOTHUKOB.

27 TpynoBas KHIKKA pabOTHHKA KaK OCHOBHOW JOKYMEHT O TPYIOBOM CTaske pabOTHHUKA.
28 Perucrpanus [OKyMEHTOB IO INYHOMY COCTaBY.

29.0cobeHHOCTH JOKYMEHTUPOBAHUS B J€Jia JOKYMEHTOB 110 JIMYHOMY COCTaBY.
30.IlpaBuna cucremMaTu3alMy PaCHOPAAUTENbHBIX JOKYMEHTOB, YUETHBIX A€JI, TPYAOBBIX

KHHIKEK.

31.HomenknaTypa nen KaapoBOH CIyKOBI.
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32.9kcnepTH3a LEHHOCTH TOKYMEHTOB KaAPOBOH CiTyKObI, €6 HOPMAaTHBHOMETOIMYECKAsT
OCHOBA, OpPraHU3aLus U NOPANOK NPOBEAEHUS.

33.CocTaB JOKYMEHTOB KaApOBOH CIy>KOBI, MOAJEKAIINX Nepenade B apxus. [lpaBuna
MOATOTOBKU AOKYMEHTOB 10 IUYHOMY COCTaBY K I€pefiaue B BEAOMCTBEHHBIN aPXUB.
34.CoctaB u odopmiieHHEe ONMUCH JOKYMEHTOB IO JIMYHOMY coctaBy. llopsimok

YHUYTOXKECHUA TOKYMEHTOB C HCTCKIIMMU CPOKAMU XPaHCHUSA

HpakTnyeckas noaroroska: {ucunniuna Kagposasa noxkymentanus

Odopmurs: 3asBIeHNE C TPOCHOOI O PACCMOTPEHUH KaHIUIATYPhI HA COMCKAHUE TOJKHOCTH

B KOHKPETHOH OpraHu3alyy, OOBSICHUTENbHYIO 3aITUCKY O MPUYNHE
Oro3zaHusl Ha padoTy, CiIy’keOHYIO 3amHCKy C IpenIokeHHeM o0 yJydlleHHH YCJIOBHH Tpyna
cnenuanucTa no kanpam. Tema: JJokyMEeHTHpOBaHNUE KaAPOBOH NESTEIBHOCTH.
HAIKCATh MMCHbMO B PEKPYTHHIOBYIO KOMITAHUIO, C 3asIBKOHM Ha moxdop nepcoHana (Bce JaHHbIE
MPOM3BOJIbHBIE. TOJKHOCTD, KBATU(UKAIIMOHHBIE TPEOOBAHUS K COMCKATENSAM U T.11.); - HAITUCATh
MUCHMO YBOJIMBLIEMYCSI COTPYAHHKY (IaHHBIE MTPON3BOJIbHBIE) C IPOCHOOH SIBUTHCS 32 TPYIAOBOH
KHUKKOM;
HANKCaTh B BbIcliee yueOHOE 3aBeleHHe ¢ MPOChOON MOnTBEpAUTh (PakT OOyUEHHs MPUHSITOrO
pabOTHHUKA U MOJNyUEHHs] UM IUTUIOMA 00 OKOHYAaHUH (JJAHHBIE TPOU3BOJIbHBIE).
Pazpaborarh monokeHHe O KaApoBOW Ciy)kOe OpraHW3alMM WU IOJDKHOCTHBIE WHCTPYKIMU
CIIEeLHAJIICTOB KaAPOBOH CITy>KOBI.
COCTaBHUTb U O(QOPMHUTH KAKAOMY CPOYHBIA TPYAOBOH JOTOBOP MO JOJKHOCTH CHELHAIHCTA 110
KaapaMm, TPaKJaHCKO-TIPABOBOW JIOTOBOP HA TEXHUYECKYIO PabOTy MO 3aHECEHUIO KOHKPETHOH

0a3bl JaHHBIX MO KaAPaM B OMPEAETICHHBINH CPOK.

MpakTuyeckas noaroroska: Jucunnianna Kagposoe nenonpounssoacrso

3aIOJIHUTG JINUHBIH JIUCTOK IO yUETy KaApOB, HAITHCATh CBOIO aBTOOHOTrpaduro. -
COCTaBUTb MPOEKT PE3IOME, XapAKTEPUCTUKH.

oopmuTh Tabenb ydera padouero BpeMeHH 3a anpeiib MeCsIl TeKYIIEero roja. -
NPOBECTH TMOJACYET CTPAXOBOTO CTaka MO KOHKPETHOH TPYAOBOH KHIDKKE. -O(OpMUTH
KOMaHIMPOBOYHOE YAOCTOBEPEHHE HAa OJHOrO COTPYAHMKA M Ha TPyMIy COTPYAHHUKOB,
BBIE3’KAIOIIHX B APXEOJOTHYECKYIO SKCIIETULIHIO.

HAa4YepPTHTb CXeMY KaJpPOBOTO JOKYMEHTOO0OpOTa.

cOpMHUPOBATH JTUYHOE JIEJIO COTPYIHUKA U B CBSI3U C YBOJbHEHUEM COTPYTHHUKA

NMOATOTOBUTL ACJIO K APXUBHOMY XPAHCHUIO.
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5. Odopmutb mucbMeHHO MHCTPYKIHIO 1O JOKYMEHTALIMOHHOMY O0€CIIEYeHUIO

NesITeNIbHOCTH KaJIpOBOrO OpraHa.

IlepeyeHs BONPOCOB K IK3aMeHY MO AUCHHILIHHE APXHUBBI JIeJI 10 JUYHOMY COCTABY
3akoHOHaTeNbHAST W HOPMATHUBHO-TIpaBoBasi 0a3a TpeboBaHMii K  OOECHIEUEHUIO
COXPAHHOCTH apXUBHBIX JOKYMEHTOB 10 JITYHOMY COCTaBY.

Opranuzanys AeATENbHOCTH apXUBa MO JIMYHOMY COCTaBy opraHuzanuu CpoKHu XpaHEHHs
KaJApOBBIX JOKYMEHTOB B apxwBax opraHuzauuii. TpeOoBaHHs K XpaHEHHIO,
OTBETCTBEHHOCTb apXHBa 10 KOMIUIEKTOBAHUIO, XPAHEHHIO M HCIHOJb30BAHUIO
JOKYMEHTOB KaJIPOBOH CITyKOBI yUPEIKACHUS.

Benenne apxuBa KaIpoOBbIX TOKYMEHTOB: TPeOOBaHUs, MOPSAOK, IPOLEAY PHI.
Pexxum xpaHeHus U fOCTyma.

IIpoBepka HAMYMS ¥ COCTOSIHUSL APXUBHBIX JOKYMEHTOB KaIpPOBOH CITy KOBI.
@DopMBI HCTTOTB30BAHMSI JOKYMEHTOB apXUBA.

OcobeHHOCTH OMMCaHHs JOKYMEHTOB MO JJMYHOMY COCTaBY M COCTABJICHHE ONHCEH el B
apXxuBe.

HHpopManoHHbIE TEXHOJIOTUU U OPTaHU3ALINS UX BHEIPEHHS B ApPXHBBI.
ABTOMaTH3HUPOBaHHBIE HHPOPMAIIOHHBIE CUCTEMBI 110 JOKYMEHTaM apXHBOB.
AyTcopcuHr 1 ayTcTad$UHT B peann3alii apXUBHBIX MOTPEOHOCTEH.

ITepenayda kagpoOBBIX JOKYMEHTOB B TOCYNapPCTBEHHBIH apXUB. JTaIbl Mepeaadn KaapOBbIX
JIOKYMEHTOB B F'OCY1apCTBEHHBIN apXHB.

ITopsinok 1 CPOKHU XpaHEHHsI JOKYMEHTOB B aKIIHOHEPHOM OOIECTBE.
OcHoBHbIe TpaBuiia paboOTHI apXHBa O Tiepeaaye AN MPH JTUKBHIALNN
OpTaHU3aLHH.

Iopsinok peticTBuil mpu paboTe ¢ JOKYMEHTAMHU IO JIMYHOMY COCTaBY NPU JIMKBUIALNU
OpTaHU3aLHH.

Ilepeuerb TOKYMEHTOB IO JIMYHOMY COCTaBY, MOUIEXKALINX K Nepenade Mpu JUKBUAALNN
OpTaHU3aLHH.

Cobnronenne TpeOOBaHUN MPUHUMAIOIIETO APXUBA.
Y cTaHOBIEHUE KpaliHIe AaThl JOKYMEHTOB, 00pa3yroInuX apXUBHBIN GoHA
BAIIIETO MPEATIPUSITHS.

Paznenenune nen, moanexamux repenadye Ha apXUBHOE XPAaHEHHE, OTHEIBHO MO KaKIOU
KaTeropun (MOCTOSIHHOTO XpaHEHWs, BpeMeHHoro (cBbime 10 Jyer) XpaHeHws,
BpeMeHHOro (710 10 y1eT) XpaHeHHsI U IO JINYHOMY COCTaBY ).

OdopmieHne 3aroJOBKOB A€ B TOJOBOM pa3zelie CBOAHON OIMUCH JeJT TIO
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JMYHOMY COCTaBY.

Cucremaruzanus aen Cucremarusauust Ael MO HOMHUHAJIbHOMY IPU3HAKY: MpPUKa3bl
(pacmiopspKeHHsT) IO JIMYHOMY COCTaBY; CITUCKH JIMYHOTO COCTABA,

KapTOYKH 1O YUETy JIMYHOTO COCTaBa (MPH OTCYTCTBUHU OTAENBHON ONMHCU JIMYHBIX AEN);
JJUMHBIC JOcJia (HpI/I OTCYyTCTBUU OTHeHbHOﬁ OINUCHU JIMYHBIX I[e.]'[); JIULEBBIC CUETA
pabounx W CiyKaimux Mo 3apabOTHOH TuiaTe (pacyeTHbIE BEJOMOCTH MO 3apIuiaTe);
HEBOCTPEOOBaHHBIE TPYIOBbIE KHIKKH (IIPU OTCYTCTBHH OTIEJBLHOW OINMMCH);, aKThI O
HECUACTHBIX CIy4asx, MpPUKa3bl 11O JIMYHOMY COCTABY, HeBOCTpe6OBaHHbIe IIOAJINHHBIC
JIMYHBIC TOKYMECHTDIL

OdopmieHne BHYTpEHHEH OMUCH e, 3aBEPUTENbHBIX JHCTOB, OOJOXKEK e, CBOIAHAsS
OIMUCH JIeNl MO JIMYHOMY coCTaBy. MX yTBep:KAeHHE M COrNIacOBaHUE. Y HUUTOXKEHHUE

AOKYMEHTOB.
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