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JonoJiHuTe IbHAA PO ecCHOHAIBHAA POrpaMMa
NMOBBIIEHUS] KBAJTU(PUKATUT
«O01ee 1 KaJApoOBOE 1€JT0NPOU3BOACTBO (C yueToM cTanaapra Bopiaackuiuic
1o KoMIeTeHIuHu «/JoKkyMeHTalIlMOHHOE o0ecnieueHne ypaBJeHus u
apPXUBOBEICHHE»)»

1. Henn peasm3anumu NporpaMmsl

JlomoyHuTeNnbHAs TPOeCCHOHANBHAS MTPOrpaMMa TIOBBIIICHUST KBATU(UKAIIUY HAMPABJICHA Ha
COBEPIICHCTBOBaHNE U (WJIN) TMOJIy9€HHE HOBOW KOMITETEHITHH, HEOOXOAUMOU sl mMpodecCrnoHaIbHON
JIeSITeIbHOCTH, W (MIJI) TIOBBIIIEHNE MTPO(ECCHOHAIBHOTO YPOBHS B paMKaX MMEIOIIEHCS KBaTU(UKAIIH,
C y4eTOM crenuHKauuu cTanaapTa Bopaackumic no komneTeHInH «JloKkyMeHTallMOHHOE oOecrieyeHne
VIIpaBIICHUS U ApXUBOBEIICHUEY.

2. TpeOoBanus k pe3yabTataM 00ydenus. [lnannpyemblie pe3yabTaThl 00y4YeHNs
2.1. XapakTepucTHKa HOBOIO BHAa MNpodeccHOHATbHON 1eSTeJbHOCTH, TPYAOBbBIX
¢yHkuuii u () ypoBHeil KBaaupurauuu

JomonauTenpHas npodecCHoHaNbHAs MporpaMMa TOBBIIIEHUST KBaTU(UKAIINN HAIPaBJIeHA Ha
coBepIICHCTBOBaHWE W (WiM) (OpMHUpOBaHUE Yy Cllyliareield HOBOW KOMIETECHIMH C y4YeTOM
crierupuKay  CTaHAApTOB BoOpiacKmWuIc TO KOMMNETeHIWH «J[OKyMeHTallmoOHHOE oO0ecTedeHme
YIpaBJICHHS U ApXHUBOBEIICHUE)

Ne
n/n CopepsxkaHue COBEPIIEHCTBYEMOi W1 BHOBL GOpMHUPYEMOii KOMIETEHIIUH

1 | CocraBnenue u oQopMIICHHE OpPraHU3alUOHHO-PACTIOPSAUTEIILHON JTOKYMEHTAlMH |
TEKCTOBBIX IOKYyMEHTOB

2 | JloxymeHTaImmoHHOE obOecrieueHne padoThI C TIEPCOHATIOM

3 | Opraam3anus JOKyMEHTO000pOTa

4 9KCHepTI/ISa LHEHHOCTH 1 UCITIOJIb30BaAHUEC JOKYMEHTOB

[Iporpamma pa3zpaboTaHa B COOTBETCTBHUH C:

- cnenupuUKanUed CTaHAapTOB BOpijackwiic 1Mo KOMIeTeHIUH «J{oKyMeHTalmoHHOe
oOecrieueHre YIPaBICHUS U apXUBOBEICHUEY,;

- npodeccHOHAIbHBIM  cTaHgapToM  «CHenuajucT M0 OpPraHu3alldOHHOMY U
JIOKYMEHTAIIMOHHOMY OOECIICUCHHIO YIPABJICHUS OpraHu3aiuei» (yTBep)KICH NpuKa3zoM MHHTpya
Poccun ot 15.06.2020 r. Ne 333H).

K ocBoeHuWIo mporpaMMbl JOITYCKAIOTCS JUIA, UMEIOIINE cpefHee MpodeccroHanbHoe U (WIIN)
BEIcIIee OOpa3oBaHWe. MeAWIIMHCKAE OTpaHMYEHHUS pPEerIaMeHTHpOBaHbl llepedHeM MeTUIIMHCKHIX
MpOTUBOIOKa3aHuii Mun3pasa Poccuu.

PaGoune MecTa, KOTOpble BO3MOXHO 3aHATh IO WTOraM OOydYeHHs TI0 Mporpamme:
cekperapb/odhuc-MEeHEeKEp, CeKpPeTapb-IeIONPOU3BOANTENb, TOKYMEHTOBE, MEHE/DKEp MO TePCOHAIY,
CIEMHAINCT 0 KaJpaM U KaJpOBOMY aIMHHUCTPHPOBAHHIO.

[Iporpamma pekoMeHIyeTCs K OCBOSHHIO JIMLIAMH, UMEIOIIMMHE CpeHee TpodecCHoHABHOE U
(mnn) BBICIIEE 0Opa30BaHUE.

2.2 TpebGoBaHus K pe3yJibTATaM 0CBOEHHUS MPOIrPaMMbI
B pesynbprare OCBOCHHMS JONOJHUTENHHOH Npo(ecCHOHANBFHOH MpOrpaMMBbl y CIYIIATENs
JIOJDKHBI OBITH COPMUPOBAHBI KOMIIETEHIIMY, B COOTBETCTBHH C pa3zieiioM 2.1. mporpammel.



B pe3ynpraTte 0CBOSHHMS IPOTPaMMBI CITyIIATEINb TOTDKEH
3Hamop:

- HOpPMAaTHBHBIE METOJMYECKHE JOKYMEHTHl MO JOKYMEHTAallHOHHOMY OO€CICUeHHUIO
yIpaBIIeHHUS;

- TpeOOBaHUS K OpraHn3alyy HHPOPMAINOHHO-IOKYMEHTAIIMOHHOTO 00CITYKHBaHNS;

- KJIacCH(HKALUIO CIYKEeOHBIX JOKYMEHTOB,;

- enuHble TpeOOBaHUS U MpaBuia ohopMIeHHS JOKYMeHTOB B cooTBeTcTBHU ¢ 'OCT;

- BHJBI M COCTaB OJIAHKOB CITYEOHBIX JJOKYMEHTOB;

- o0mue TpeOOBaHUS K COAECPKaHUIO TEKCTOB CITYKEOHBIX JOKYMEHTOBB;

- OCHOBHBIC TPYIIBI OPraHU3AOHHO-PACTIOPSIUTENBHBIX JOKYMEHTOB, OTIMYNATEIHHBIC
0c00EHHOCTH X O(OPMIICHHS;

- ITambl COCTABIICHUS CITy’KEOHBIX JOKYMEHTOB;

- cHocOoOBI JOKYMEHTHPOBAHNS;

- TpeOOBaHHUS K OpPraHU3aLUK JOKYMEHTO000pOTa OpraHn3aIiH;

- oOmue mpaBuia M (GOpPMBI peruCTpauy JOKYMEHTOB;

- TEXHOJOTMYECKUH Mpolecc KOHTPOJIS 33 HCIIOTHEHUEM NOPYUYCHUN PYKOBOAUTEIS;

- TpaBWJIA U 3TaIbl COCTABICHUS M 0()OPMIICHUSI HOMEHKJIATYPHI JIe1 OpraHu3aIHy;

- TpebOoBaHMs K (OPMUPOBAHUIO JET B COOTBETCTBHH C HOMEHKIIATYPOH JIEN, 0COOCHHOCTH
CUCTCMAaTHU3allK OTACJIBbHBIX BUJOB JOKYMCHTOB,

- IpaBWiIa TEKYIIEro XpaHEHHUs JIeJl B OpraHU3aIIH;

= OTallbl IOATOTOBKHU A€ K CAa4Y€ HAa ApXUBHOC XPAHCHUC,

= ImpaBuJia OpraHu3alu apXuBHOT'O XpaHECHUSA AL,

- COBPEMECHHBIC BHbI OPraHU3AI[MOHHON TEXHUKH:

- Ha3HaYeHHE, MIPaBUIIa IKCIUTyaTallul U TEXHHYECKOTO 00CITy )KUBaHMUS,

- KOMIIBIOTEPHYIO  TEXHHKY M  COBPEMEHHbIE HH()OPMAIMOHHBIE  TEXHOJIOTHH,
NpUMEHsIeMbIE TIPH JOKYMEHTHPOBAHUH U OpraHU3anuy paboThl ¢ JOKYMEHTaMH,

- mpaBwia opdorpaduu U MyHKTyalUH PYCCKOTO SI3bIKa;

- TpeOOBaHMS K KQUECTBY BBIIOIHIEMBIX padoT

ymemb:

- TIOJIb30BaThCsS HOPMATHBHBIMH METOJHYECKUMH JOKYMEHTAMHU MO JOKYMCHTAIIHOHHOMY
00ecIeveHunIo yIpaBIeHUS;

- OmpeJensaTh HOPMBI BPEMEHH Ha JISJIONPOU3BOACTBEHHBIC OMEPAIlnH;

- KOHCTPYHMPOBaTh Pa3JINYHbIC BUJIbI OJIAHKOB CITY>KEOHBIX TIOKYMECHTOB;

= COCTaBJIAThD, PEAAKTUPOBATH u O(I)OpMHSITB OpraHu3alMOHHO-paCIOPAANTCIILHBIC
JIOKYMEHTBI OpraHU3aIlny;

- Bectd paboTy ¢ JIOKyMEHTaMH (IKCICIUIIMOHHYIO 00pabOTKY, PEruCTpalliio, KOHTPOJIb
UCTIOJIHEHHS, CTIPABOYHO-UHPOPMAITHOHHYIO paboTy);

- COCTaBISTH U 0OPMIIATH HOMEHKIIATYPY JIC) OpraHU3aInY;

- (opMHpOBaTh JeNia B COOTBETCTBHU C HOMEHKIIATYypOH JIe;

- TPOBOJUTH TEKYIIEE XPAHCHUE JOKYMECHTOB;

- TOATOTaBJIMBAThH JeJia K Nepeiaue Ha apXUBHOE XPaHCHNUE;

= HCIIOJIb30BAaTh OPraHU3allMOHHYIO TCXHUKY B HpO(I)eCCPIOHaJIBHOfI JACATCIIBHOCTH,

- TOJIb30BaThCS TEPMHUHOJIOTHEH JICITOBOU PeyH;

= IMOJIb30BaTbCd COBPEMCHHLBIMU CJIOBApAMH U CIIPABOYHBIMU HU3JAHUSAMU II0 PYCCKOMY
S3BIKY W IPAKTHYECKOIN CTUITUCTHUKE;

- OTCIIeKMBaTh JIOTHYECKYIO TIOCIIEI0BATEIBHOCTh IOCTPOCHUS OQHUIMAIbHO-IEIOBBIX
TEKCTOB JIOKYMEHTOB, TPOU3BOIUTH POBEPKY (DAaKTUUECKOTO MaTepHaa;

- TpaBWIBHO yNOTPEOJSTh KOPPEKTYpHBIE 3HAKUM B XOAE MPaBKH OQHUIHMATBHO-AEIOBBIX
TEKCTOB, PEIAKTUPOBATH CITY)KEOHBIE JOKYMEHTBI;

= IMOATrOTaBJIMBATh JOKYMCHThI pa3HH‘IHOI>'I CTCIICHU CJIOKHOCTH,

- HCIOJBb30BaTh WHPOPMALMOHHBIE TEXHOJIOTHH NPH JTOKYMEHTUPOBAHWU U OPTraHU3aLUuU
paboThI C IOKYMEHTaMH;



- obecreunBaTh Ka4€CTBO BEITIONHAEMBIX padoT.

3. Copep:xaHue nporpaMmsbI

Kareropus cnymareneii: nuna, UMEIOIIKME WM MOJNydYarollne cpeaHee MpodeccHOoHaIbHOE H
(nnm) BeICIIIEE 0Opa3OBaHME.
TpynoemkocTs 00ydeHus: 144 akageMuyecKux yaca.
dopma oOyueHHs: O4YHAas HIM OYHAs C MPUMEHEHHWEM AMCTAaHIHMOHHBIX O00pa3oBaTEIbHBIX
TEXHOJIOT .

3.1. YueOHbIi 1aH

B Tomuucie dopma
. Bcero, . . | KOHTPOIA
No Hanmenosanue momyneit JICKIH | TTPaKT TPOMEXYT P
akJac. | um 3aHATHS | WHTOT.
KOHTPOJIb
1 2 3 4 5 6 7
Mopnyns 1. Crangaptsr Bopaackwmic 3aver
U crienuQuKanus cTaHIapTOB
1 Bopaackuiic no KOMneTeHIuu 4 3 i 1
" | «JoxymeHTanmonHO€E obecnedeHre
VIpaBJICHHS U apXHUBOBEICHIE.
Pasnensl cienudukanum
Moaynb 2. AKTyanbHbIe TpeOOBaHUS
o | DBIHKA TPY/Ia, COBPEMEHHbIE 8 8 i i
" | TeXHONOTHH B MPOdeCcCHOHATEHON
cepe
Mopnyne 3. O61re BOpock 1Mo
3. | pabote B cTaryce caM03aHSATOTO 2 2 - -
Mopnyne 4. TpeboBaHUS OXpaHbI 3auer
4, | Tpyda v TEXHUKH 0€301acHOCTH 6 2 3 1
[IpakTrueckoe 3aHsITHE HA
5. | ompenesieHue CTapTOBOIO YPOBHS 1 - 1 -
BJIaJIEHUSI KOMIIETEHIIUEHN
Moxyab 5. [Toaroroska u 3auer
6. Y 34 10 20 4
odopmIIeHHE TOKyMEHTa
Monyne 6. JIoKkyMEeHTAIIMOHHOE 3auer
7. yams 6. Hoiy 34 10 20 4
obecrnievueHne pabOTHI C TIEPCOHATIOM
Mopnyine 7. Opranusarus 3auer
8. e P B 28 10 14 4
JIOKYyMEHT0000pOTa
Moaynb 8. DkcnepTr3a IEHHOCTH H 3auer
9. | mcronp30BaHUE apPXUBHBIX 18 6 8 4
JTOKYMEHTOB H JIeIl
Wrorosas arrecranus
10. Y 9 - - 9 jicy
(IeMOHCTPAITMOHHBIN PK3aMEH )
144 51 66 27

NUTOI'O:

1 .
I[eMOHCTpaHI/IOHHBII/I 9K3aMCH I10 KOMIICTCHIIMH.




3.2. Y4eOHO-TeMAaTHYECKHH IJIaH

HaumenoBanue monyinei

Bcero,
ak.Jac.

B TtoMmuucne

JIEKIIAN

MIPaKT.
3aHATHUSA

MPOMEXKYT.
HUTOT.
KOHTPOJIb

dopmMakoH
TPOJIS

2

5

6

7

Monayas 1. Ctanmaptsl
Bopaackuiiic u cnenudurkanus
crangaproB Bopaackusic no
KOMIIeTeHIN U
«JIoKyMeHTallHOHHOE
obecrieyeHne ynpapJjieHHus U
apxuBoBeJeHMe». Pasznensl
cnennpuKannu

3aver

11

AKTyaJbHOE TEXHUYECKOE OITUCAHNE
Mo KomMneTeHIH. CrieruuKamms
cranaapra Bopaackuiic o
KOMIIETECHIINH

1.2

IIpoMeKyTOUHBII KOHTPOJIb

Monayasb 2. AKTyaabHbIe
TpeOoOBaHMs PHIHKA TPyAA,
COBpeMeHHbIE TEXHOJIOTHH B
npodeccuoHaIbHOI chepe

2.1

PervonanbHbie MEPBI CONEHCTBUS
3aHATOCTU B TOM YHCJE ITOHCKa
paboTHI, OCYIIECTBICHUS
WHIUBUYaJbHON
MPEANPUHUMATENBCKON
JIeSITeIbHOCTH, pabOThI B KaUeCcTBe
CaMO3aHsTOro

2.2

AKTyallbHasl CUTyalys Ha
pPETHOHAILHOM PBIHKE Tpyia

2.3

CoBpeMeHHEIE TEXHOJIOTHH B
npoeccuoHanbHOM cdepe,
COOTBETCTBYIONIEN KOMIIETEHIIUN

Monayas 3. O6ure Bonpochl 1o
padoTe B cTaTyce cCaM0O3aHSITOr0

3.1

P CrucTpanus B Ka4CCTBC
CaMO3aHsATOIO

0,5

0,5

3.2

Hanor Ha npodeccroHalbHbIH
JIOXOJI — OCOOBIH PeKUM
HAJIOTOO0IOKEHUS IS
CaMO3aHATBIX I'PaAXKJIaH

0,5

0,5

3.3

PaboTa B KauecTBe caM0O3aHATOr0

Monyab 4. TpeGoBaHusi OXpaHbl
TPYAA M TEXHUMKH 0€30I1aCHOCTH

3auer

2 . .
3ansTrs o Temam 2.1, u 2.2 IPOBOJISITCS ¢ YYaCTHEM IMpeJICTaBUTENeH MPOPUIBHBIX OPraHOB HCIIOTHUTEIBHON

BiacTH cyonekTa Poccuiickoiit Deniepalini v/ WM OpraHoB MECTHOTO CAMOYIIPABIICHUSI MYHUIIUIIAIEHOTO

00pa3oBaHuUsL.




4.1

TpeboBanus oxpaHsl Tpyda U
TEXHUKHU 0€30MacHOCTH

4.2

Crenuduynsie TpeOOBaHHUS OXPaHBI
TpyZa, TEXHUKU 0€30MacHOCTH U
OKpY>Karollel cpenpl 1o
KOMITETCHIINU

4.3

ITpoMeKyTOUHBII KOHTPOJIb

IIpakTH4yeckoe 3aHATHE HA
onpejejieHUe CTAPTOBOI0 YPOBHS
BJIaJIeHUS KOMIIeTeHIuel

6.°

Monyas 6. IloaroroBka u
oopmiIeHHE JOKYMEHTa

34

10

20

3auer

6.1

HopmatusHabie TpeboBaHuUS K
0 OPMIIEHHUIO TEKCTa TOKYMEHTa Ha
I1K

6.2

JlokyMeHT 1 criocoObt
noxymeHTupoBanus Ha I1K.

6.3

TpeboBanus k 0HOpMIICHHUIO
OpraHM3aIMOHHO-
PacHOPSAUTENBHBIX JOKYMEHTOB.
CocTaB peKBU3HTOB.

6.4

brnauxu. Bunbl 1 criocoObl
odopmITeHUS

6.5

Oprasnu3aguoOHHO-TIPABOBLIE
JIOKYMEHTBI

6.6

PaCHOpﬂI[I/ITCJH)HI)Ie JOKYMCHTBI

6.7

HNHdopmamoHHO-CcIIpaBovHbIC
JOKYMEHTBI

6.8

CanyxeOHast nepemnucka

6.9

CrenuanbHble CUCTEMBI
JIOKYMEHTAI|H

6.10

ITpoMesKyTOUHBII KOHTponI)4

Monayas 7. JlokyMeHTallMOHHOE
obecneueHue padboThbI ¢
MepCoOHATOM

34

10

20

3auer

7.1

HopmaruBHbIE TOKYMEHTHI B paboTe
¢ KaJpaMu. 3alnTa NepCcoOHaNIbHbIX
JIAHHBIX

7.2

Knaccudukarus kaapoBbix
JIOKYMEHTOB. YHUDHUIIMPOBAHHBIE
(GOPMBI KaIpOBBIX TOKYMEHTOB

7.3

JloxyMeHTHpOBaHME KaIpOBBIX
orepauuii: mpuem Ha padboTy

3HpI/I OCBOCHMH MOJAYJIeH KOMIETEHIMH [OJKHBI OBITh HPEAYCMOTPEHBI 3aHATHS, MPOBOJUMEIE C YYaCTHEM
paboTtomaTeneii: MacTep-KIIacCHl, SKCKYPCHH Ha IPEATPHUITHS U UHBIE (POPMBI.

B paMkax npoMeXyTOYHOTO KOHTPOJIS MO MOZIYJISIM KOMIETEHIWH JIOJDKHO OBITh NPEIyCMOTPEHO BpeMs U
BO3MOJXKHOCTb JUIsl (POPMHUPOBAHMS CIYIIATEISIMU JIMYHOTO TOPT(OIINO: pe3yIbTaToB CBOMX PabOT, KOTOPHIE OHHU
BIIOCJIC/ICTBHY CMOTYT IIPEICTaBUTh pabOTONATEIIO UIIH KIHEHTY.



7.4

JlokyMeHTHpOBaHNE KaIpOBBIX
OTIepaInii: mepeBo I (TOCTOSHHBIH,
BpPEMEHHBIH)

7.5

JlokyMeHTHpoBaHNE KaIpOBBIX
ONEPALMIA: OTITYCK

7.6

JlokyMeHTHpOBaHUE KaIPOBBIX
OIEepaLMHi: KOMAHIUPOBKA

7.7

JoxymMeHTHpOBaHHE KaIPOBBIX
onepaluii: moonpeHue,
JUCITUTTHHAPHBIC HAPYIIEHUS

7.8

JloxyMeHTHpOBaHHE KaIPOBBIX
OIEPALMH: YBOJILHEHHE

7.9

YyeTHble TOKYMEHTHI B KaIPpOBOU
ciyx0e: JImanast kapTouka OpMBI
T-2

7.10

Tpynosas kamwxkka. TpeGoBaHuUs K
0 OpMIICHHUIO, BEJICHUIO, XPaHEHUIO.
OnektpoHHas TK

7.11

IIpoMeKyTOUHBII KOHTPOJIb

Moayas 8. Opranu3anusi
AOKYMEHT0000poTa

28

10

14

3auer

8.1

OO0mue npaBuiIa OpraHU3aIun
JIOKyMEHT0000pOTa Ha
HNPEAIPUATHH.

8.2

@DopMBI U CTIOCOOBI PETUCTPALIUY:
JKypHaJIbHas M KAPTOUHAsI

8.3

ITpuem u 06paboTKa MOCTYMAIIUX
(BXOAIIMX) JOKYMEHTOB.

8.4

IToaroroBka HCXOAAIIETO
JIOKYMEHTA, PETUCTPALUs U
OTIpaBKa.

8.5

Perucrpanyst BHyTpeHHUX
JIOKYMEHTOB

8.6

KonTtpons ucnonnenus
JIOKyMeHTOB. OnepaTuBHOE
XpaHEeHHe

8.7

Opranusamnus nHGOpPMaIMOHHO-
CIIPaBOYHOM pabOTHI MO
JIOKyMEHTaM TPeIITPHUSITHSL.
baspinanabeix

8.8

OCOOCHHOCTH 3EKTPOHHOTO
JIOKyMEHT0000pOoTA.

8.9

ITpoMeKyTOUHBII KOHTPOJIb

Moayas 9. DkcnepTu3a HEHHOCTH
¥ MCMOJIb30BAHNE APXUBHBIX
JAOKYMEHTOB M J1eJI

18

3auer

9.1

HOpMaTI/IBHI)Ie JOKYMCHTHEI,
peryiupyromme odecredeHne
COXPAaHHOCTH JIOKyMEHTOB H JIeJT B
PO.

9.2

OKcrepTH3a EeHHOCTH JOKYMEHTOB

9.3

Homenknarypa nen. @opmupoBaHue
zen

94

Odopmienue aena ajs nepeiadu B




apxuB.
95 Odopmienre AKTa O BbIICICHUN 1 ) 1 i
JTOKYMEHTOB U JeJl K YHHITOKCHHIO
96 OdopmineHue onucy A€ s 5 ) 9 i
nepeiavyy B apXuB
9.7 O(bOpMJ'I?HI/Ie apXUBHOMU CITPABKH, 2 1 1 i
APXUBHOU KOITHH
9.8 | [IpomexyTOUHBII KOHTPOJIb 4 - - 4
10 | UroroBas arrecranus 9 - - 9
101 JleMOHCTpallMOHHBINA 3K3aMEH 110 9 ) ) 9 m
KOMITETEHLIMH
NUTOTIO: 144 51 66 27

3.3.  YueGHasimporpamma

Monyas 1. Crangaprel Bopaackmmiac u cnemudukamus crangaproB Bopaackuuic mo
KoOMIeTeHINH <«/lOKyMeHTalMOHHOe o0ecredYeHue YNPpaBJIeHHA W apXuBoBedeHHe». Pasmesnl
cnequ(pUKALUA

Tema 1.1. Cranaapt komnerenuun WSSS «/lokyMeHTALHOHHOE o0ecneueHne ynpaBJieHUst
U apXHBOBeIEHHE»

Jlexnms

Jemwxenne WorldSkills. Crannapter komnerentmii WorldSkills. Madopmanus o kommnereHIumn
«JlokyMeHTallMOHHOE O0ecIieueHHe YMpaBlieHUS W apXUBOBEACHUE». AKTyalbHOE TEXHHUYECKOE
ommcanne KomreTeHnuu: crpykrypa TO. Cnemudukamus cranmgapta Bopnackmmic Poccust «Momossie
npodeccrnonans. KoHkypcHOe 3a1anue.

Moayas 2. AKTyajibHble TpeOOBaHMSA PbIHKA TPYAa, COBPEeMeHHbIe TEXHOJIOTHH B
npogeccuoOHAIbHOI cdepe

Tema 1. PeruoHanmpHble MeEpbl COJACHCTBUSL 3aHATOCTH B TOM 4YHCIE TOHCKa paboTEHI,
OCYIIECTBIICHUS WHAWBUAYATBHOH MPEANPUHUMATEIbCKONH JEATENbHOCTH, paboThl B  KayecTBe
CaMO3aHsITOTO

Tema 2. AkTyallbHas CUTyalysl HA PETHOHATILHOM pBIHKE TPyAa

Tema 3. CoBpeMeHHbIE TEXHOJIOTMM B TpodeccHoHANBHONH cdepe, COOTBETCTBYIOIIEH
KOMIIETeHINN. JIeknus.

Bonpocsl, BEIHOCUMEBIE Ha 3aHATHE:

Hcnonb3oBanne wnHGOPMAMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJIOTHH B JEJONPOHM3BOACTBE U
apxuBHoM peine. [IlpumeHenue pemakropckux nporpamm Ha IIK. Co3ganue mabioHOB JOKYMEHTOB.
Hcnonp3oBaHue CHIPaBOYHO-TNIPABOBBIX CHCTEM ISl TOUCKA JOKYMEHTOB. CHCTEMBI 3JIEKTPOHHOIO
JIOKyMeHT000OpoTa. IlpuMeHeHHe 3JIEKTPOHHOW TMOYTHI M OO0JIAYHBIX TexXHojoruil. dopmupoBaHue
3JIEKTPOHHOTO apX1Ba JOKYMEHTOB.

[IpumeHeHne OpPrTeXHUKU: NpHHTEP, ckaHep, M®DY (MHOroQyHKIHMOHANIBHOE YCTPOWCTBO),
TUIOTTEP, BO3MOKHOCTH MCIIOJIb30BaHHMS B TIOBCETHEBHOM paboTre

Monayas 3. O0uine Bonpockl 1o padoTe B cTaTyce CAMO3aAHITOI0

Tema 1. Peructpanus B KauecTBE CAMO3aHATOrO

Tema 2. Hamor Ha mnpodeccHOHAIbHBIA JOXOJ — OCOOBIH PEKUM HAIOrOOOIOKCHHS IS
CaMO3aHAThIX IPaXKIaH

Tema 3. PaboTa B KauecTBE CaMO3aHITOrO

Mopayas 4. TpeGoBaHusI 0XpaHbI TPYAA M TEXHUKHU 0€30MaCHOCTH
Tema 1. O0mue TpefoBaHMsI OXpPaHbI TPyAa M TEXHHMKH 0€30MACHOCTH KOMIETEHLHH
«/lokymMeHTanMOHHOE oO0ecTevYeHne YNPaBJIeHUs U APXHBOBeACHUE»

Jlekuus.
HporpaMMa HUHCTPYKTAXKa MO OXpaHC Tpyda U TCXHUKE 6630HaCHOCTI/I. I/IHCTPYKLII/ISI o OXpaHe



TpyJa Ui YYaCTHUKOB U JUIS SKCIepToB. TpeOoBaHMs OXpaHbl TPpy/Ia Mepe HadauoM paboThl, BO BpeMs
paboTHI, 1T0 OKOHYAHWH PabOT U B aBapUUHBIX cuTyanusix. O0s3aTebHOE TPOX0KACHIEC HHCTPYKTAKA U
MOJIMTUCaHNE JOKYMEHTOB 00 03HAKOMJICHHH.

[pakTuyeckoe 3aHATHE

CamocrositennbHas pabota ¢ MHCTpykmmeld 1o oxpaHe Tpyla W TEXHHKEe O€30I1acHOCTH.
Opraamsaius padodero Mecta cekperapsi, popMupoBaHue 0€30IMacHOTo pabovero Mecra.

Tema 2. TexHuka 0€30MaCHOCTH NPHU PadOTe CO CPeACTBAMM OPraHU3aALMOHHOM TeXHUKH

Jlekius

Knaccupukanms opranuzannonHoin (opucHoi) TexHUKH. (OCOOCHHOCTH YCTaHOBKH U
0€30MacHOro UCTIONIB30BaHUs. TEeXHUUECKUE XapaKTePUCTUKN CPEICTB OPITEXHUKH.

IIpakTHyeckoe 3aHsTHE

Hcnonb3yst MHCTPYKIMIO 10 OXpaHe TPyla U TEXHHUKE 0e30MacHOCTH OMpPEIeTHTh 0COOEHHOCTH
Oe3omacHO pabOTHl C OpPraHU3alMOHHOW TeXHHKOW: llepcoHanbHBI KOMIBIOTEp, MPUHTEP, CKaHep,
MHOTO(QYHKIIMOHAFHOE YCTpoicTBO. OcoOeHHOCTH paboThl C IIMJIOM W WIJIOW TPH TPOIIUBKE
JIOKYMEHTOB H J€.

Moayas 5. IlpakTHyeckoe 3aHATHE HA OINpedejeHHEe CTAPTOBOr0 YPOBHS BJaJeHHSA
KOMIIEeTeHI e
IIpakTrueckoe 3aHATHE HA ONPEEIEHNE CTAPTOBOIO YPOBHS BJIaJICHUSI KOMIIETEHIIUEHN

Monyas 6. IloaroroBka u ogopmiieHne JOKyMeHTA

Tema 6.1. HopmaTuBHbIe TpeGoBaHUs K 0()OPMJIEHHIO TeKcTa JoKyMeHTa Ha [IK

Jlexkuus

I'OCT 7.32-2017 CUBU/I. Otyer o HayuHO-UCCIIeOBaTENbCKON padore. CTpyKTypa U IpaBuia
opopmienusi. TpeboBanus Kk ¢dopMaTUpoBaHUIO: TOIA, MWPU(TH (CTHIH W pa3Mep), HHTEPBAIIBI,
3aroJIOBKH, 1T0/13ar0JI0BKU, HyMepanus cTpaHull. TpeboBaHus K 0pOPMIICHHIO BCTABOK K TEKCTY, CHOCOK,
CCBIJIOK, PUCYHKOB, cxeM, rpadukoB. TpeOoBaHUs K 0DOPMIICHHUIO TaOJIUIIBI.

IIpakTHyeckoe 3aHATHE

dopmatupoBanue Tekcra ¢ coomoaenuem TpedboBannii 'OCT. CkaHupoBaHHE PUCYHKA, CXEMBI,
rpaduka U BCTaBKa €ro B TEKCT coolOueHus, pedepara, opopmienue noamucu kK pucynky. Opopmienne
NOCTPAaHUYHBIX CHOCOK C MCIIOJIb30BAHUEM CIIPABOYHO-TIPABOBOM CHUCTEMBI: IIOMCK WM CBEpKa C
HOPMAaTUBHBIM JIOKYMEHTOM.

Tema 6.2. JIokyMeHT U cOCOOBI IOKYMEHTHPOBAHMS

Jlexnns

Omnpenenenuss — HWHpopManusi, JOKYMEHT, OKYMEHTUPOBAHHE, HOCHUTENTH WH(POPMAIHH.
Crioco0bl  tokyMeHTHpOBaHMs. Knaccupukanus JTOKYMEHTOB. YHUQUKAIMS W CTaHAapTU3alus B
Jenonpoun3BojcTBe. CHCTEMBI JOKYMEHTALUH.

IIpakTHyeckoe 3aHATHE

Hcnonb3oBanne yHUPHUIMPOBAHHBIX (GopM Tpu odopmiieHHH aokymeHTOB. [lomck ¢opm c
MCIIOJIb30BaHUEM CIIPABOYHO-TIPABOBOIl CHCTEMBI

Tema 6.3. TpedoBanusi kK 0)OPMIIEHHI0 OPTraHU3ANMOHHO-PACTOPSIANTEIbHBIX T0OKYMEHTOB.
CocTaB peKBU3UTOB

Jlexnun

I'oOCT P 7.0.97-2016. "Cucrema craHgapToB 10 uWHPOpPMALUHU, OUOIHOTEUHOMY H
u3JaTenbekoMy Jeny. OpraHu3aluoHHO-pacIiopsAUTENbHAs TOKyMeHTalus. TpeboBanus kK 0pOpMIICHHIO
JOKyMeHTOB". DopMyssip M PEKBH3UTHI OpPraHU3ALMOHHO-PACHIOPSIUTENbHBIX goKyMeHToB (OPII).
CocraB pexsusutoB OP/] u cxema nx pacnonoxenus. Bo3moxHocTH pegakTopckux nporpamMm Ha I1K.
bnanku (m12010HB1) JOKYMEHTOB. DJIEKTPOHHBIN JOKYMEHT, TIOHSTHE U MPU3HAKH.

IIpakTHueckoe 3aHsTHE




Odopmienue Gopmyssipa-oopasia ¢ pekeusuTamu. OpopmiieHHe PEKBU3UTOB M UX pa3MEIICHHE
Ha hopmare A4, A5

Tema 6.4. Biianku. Buabl u cnocodsl odopmiienns

IIpakTHyeckoe 3aHsTHE

Odopmienne OmaHka opraHu3anuu (OOmIUi, IS MHCEM, MOHKHOCTHOTO JIHMIA, CTPYKTYpHOTO
NoJpaseNieHus, KOHKPETHOTO BUIa TOKYMEHTA).

Tema 6.5. OpraHu3anMoOHHO-NPABOBbIE JIOKYMEHThI

Jlekuusd

Hasnauenune opraHu3allMOHHO-TIPABOBBIX JIOKYMEHTOB (yCTaB, TIOJIO)KEHUE, WHCTPYKIIUS,
JOJDKHOCTHAsT WHCTPYKIIHS, TIpaBWja, IITaTHOe pacmucanne U Jp). OcoOEeHHOCTH TEKCTa W COCTaB
PEKBU3UTOB OPraHU3aIMOHHO-TIPABOBOIO IOKYMEHTA.

[IpakTHyeckoe 3aHsITHE

Odopminenne [lonoxenns, JloKHOCTHON HHCTPYKIIUU

Tema 6.6. PacnopsigutesibHbIe 10KYMEHTbI

Jlekius

Haznauenne u knaccuukanys pacHOPSIUTEIbHBIX TOKYMEHTOB (IIOCTaHOBIICHHME, IPHKa3,
peleHne, pacrnopsbkeHue, ykaszanue). OcoOEHHOCTH TEeKCTa PacHopsIIUTEIbHOTO TOKYMEHTa U COCTaB
PEKBUA3UTOB.

[IpakTHyeckoe 3aHsITHE

Odopmnenne IIprukaza Mo OCHOBHOH NIESATEIBHOCTH, MPUKa3a 10 JTUYHOMY COCTaBY, BBIITHCKA U3
nprKasa

Tema 6.7. UndopManmoHHO-CIPABOYHbIE JOKYMEHTHI

Jlexkuus

Haznauenue n kiaccudukanus cipaBOYHO-HHPOPMAIIMOHHBIX JOKYMEHTOB (JIOKNaHas 3aliucKa,
MPOTOKOJI, CIpaBKa, akT, ciayxeOHoe muchMo). OCOOEHHOCTH TEKCTa CHpPaBOYHO-WH(OPMAITMOHHBIX
JOKYMCHTOB U COCTaB PEKBU3UTOB.

[pakTHveckoe 3aHATHE

Odopminenne [Ipotokoma, Axra, CipaBku

Tema 6.8. Cay:xkeOHas nepenuncka

IIpakTHyeckoe 3aHATHE

Odopmnenne ciayxe0HOro (KOMMEPUECKOr0) MUChbMa, 3JIEKTPOHHOTO coodmeHus. OcoOeHHOCTH
TEKCTa U COCTaB PEKBH3HUTOB.

Tema 6.9. CnenuaiabHbie CHCTEMbI IOKYMEHTAIIUH

Jlexnns

Haznauenne u wxiaccudukanust J[oroBopHO-IpaBoBas ITOKYMEHTAIMs: JOTOBOp, MPOTOKOI
pasHoriacuii, akT BBITIOJHEHHBIX PadOT, KOMMEPYECKHH aKT, MpeTeH3us, UCK. TpeOboBaHHs K TEKCTaM H
PEKBU3UTHI, UCIIOJIb30BaHNE YHU(PHULIUPOBAHHBIX (POPM M CHIPAaBOYHO-IIPABOBON CHCTEMBI.

Haznauenue n knaccupukanys KaapoBoil JOKyMeHTalru. TpedoBaHHUs K TEKCTaM U PEKBU3HUTaM.

[pakTHdeckoe 3aHsATHE

OdopmieHne I0roBopa, akTa BBINOJHEHHBIX Pa0OT, 3aloHEHHE YHHU(PUIUPOBAHHBIX (OPM,
UCIIOJIb30BaHKE CIIPABOYHO-IIPABOBOI CUCTEMBI

MOJAVYJIb 7. lokyMeHTaLMOHHOE o0ecnieyeHne padoThl ¢ MEPCOHAIOM

Tema 7.1. HopmaTuBHBIe AOKYMEHTHI B padore ¢ KagpamMu. 3allUTa NePCOHAIbLHBIX
AAHHBIX

Jlexnus

3aKOHOAATEIbHBIE M HOPMAaTUBHO-METOANYECKHE NOKYMEHTHI PO 1o TpyJOBBIM OTHOILEHUSM.
TpymoBoit komekc PD. @3 «O 3ammTe MEPCOHATBHBIX JTAaHHBIX», HOPMATHBHBIC IOKYMEHTHI IIO
TPYAOBBIM KHIKKaM, yHH(pHULIMpOBaHHBIE (DOPMBI 110 YUETy TpyZAa U 3apaboTHOH miaTe.



[IpakTHyeckoe 3aHsTHE
CamocrostenbHast padora ¢ TpynoBeiM KojiekcoM P®D: 0TBETHI Ha BOTIPOCHI.
CrpykTypa u ocHoBHBIE OHATHUS D3 «O 3a1uTe NEPCOHATBHBIX JAHHBIX)

Tema 7.2. Kaaccupukamuss KagpoBbIX JAOKYMEHTOB. YHH(QUUHPOBaHHBbIE (OPMBbI
Ka/IPOBbIX /IOKYMEHTOB

Jlekuus

JIOKYMEHTHI 10 JTUYHOMY COCTaBY (KaJIpOBbI€ HOKYMEHTHI), JIMYHbIE JOKYMEHTHI COTPYIHUKOB.
Kommu nu4HBIX OOKyMEeHTOB. JIoKanbHbIE HOPMATHBHBIE AaKThl 1O TPy JOBBIM OTHOIIEHHSIM.
Oprann3aiMoHHbIE JOKYMEHTBl KaJpoBoW ciyxObl. [IpaBuia BHYTpPEHHEro TpPYIOBOTO paclopsaKa.
I'paduk ormyckoB. I'paduk cmennoctu. [lonoxenue o6 omnate Tpyna. IlonoxkeHne o OyxraaTepckom
ydeTe ¥ MPIIOKEHUS — KaJpoBbie (DOPMBI TOKYMEHTOB.

[IpakTHyeckoe 3aHATHE

[MoaroroBka yHH(UIMPOBAHHBIX (GOPM JOKYMEHTOB MAJISi CBOETO MPENNpPUATHA. AHAIU3 H
KOPPEKTUPOBKA YHH(PHIIMPOBAHHBIX (HOPM.

Tema 7.3. lokyMeHTHPOBaHHE KAPOBbIX ONepPaliii: MpueM Ha padoTy.

Jlekius

[opsimox mpuema coTpynHuka Ha padoTy. JlOKyMEHTHI, HEOOXOAMMBIE MPU IpueMe Ha padory.
[Mopsimox odopmieHUsT TOKYMEHTOB TpU MpueMme Ha pabory. Pestome, 3asBieHue, TpyHOBOH TOTOBOP,
npUKa3 O mpueMe Ha padoty, JInunas kaptouka gopmbl T-2, aBroOMorpadus, aHkera, GOpMHUPOBAHHE
Jlmanoro nema. OdopmiteHne 3aNKceid B TPYAOBYIO KHIKKY

[pakTHveckoe 3aHsATHE

Cocranenue u opopmiieHUE TPYI0BOTO I0TOBOPA, MPHUKa3a O MpHeMe Ha paboTy

Tema 7.4. lokyMeHTHPOBaHHE KAIPOBBIX onepanuii: nepesoj (I0CTOSTHHBIH, BpeMeHHbIi1)

Jlexkuus

[onsTHe mepeBoaa, BUIBI MIEPEBOMA: MOCTOSHHBINA/BPEMEHHBIH, 10 MHULUATHBE paboTomaTess,
no uHMLOMaThBe paboTHHKa. I[lopsmoxk odopmieHuss NOKYMEHTOB MpU IEepeBoAe, HEOOXOAMMOCTh
JIOTIOJTHUTENBHOTO COTJIAIICHUS, 3alUCh B JTUYHOW KapTouke Gopmbl T-2, 3amuch B TPYIOBOH KHUKKE,
Tabele yyeta pabodero BpeMeHH.

IIpakTHyeckoe 3aHATHE

OdopmieHne JOKYMEHTOB IO MEPEeBOy — IPHKa3 MO JIMYHOMY cOCTaBy. BHeceHue 3ammceil B
MporpamMmy KaJapoBOro ydera.

Tema 7.5. lokyMeHTHPOBaHUE KAAPOBBIX ONepanuii: OTMyCK.

Jlexkuus

ITonsTe oOTITyCcKa, BUABI OTIYCKOB: OYEPEIHOM, €XETrOAHBIN, OIUIAYMBAEMBIN, 10 YXOLy 3a
pebenkoMm, akanemuueckuii (yueOHBIN), 3a cBoil cuer. ['padmk ormyckos. Ilopsmox odopmiteHus
JOKYMEHTOB TIpW IPEJOCTaBICHUM OTIYCKa COTPYAHHUKY. Pa3zjieneHue oTIycka Ha 4YacTH, TEpPEeHOC
OTITyCKa

IIpakTHyeckoe 3aHATHE

Odopmnenne rpaduka OTIYCKOB, OCOOCHHOCTH TEKCTa, COCTaB PeKBU3UTOB. OdopmieHne
IpHUKa3a O NMPeIOCTaBICHUH OTIycKa. 3amuch B Tabene yuera pabouero BpeMeHu. BHeceHue MaHHBIX B
porpaMMy KaJpoBOTo ydeTa

Tema 7.6. [lokyMeHTHPOBaHUE KAAPOBBIX ONepanuii: KOMaHIHPOBKA

Jlexknus

[lonsTne cmyxeOHON KOMaHIUPOBKH, BHJbI KOMaHAMPOBOK. [lonokeHHe O KOMaHIMPOBKAaX.
[opsimox odopmiteHHsT JOKYMEHTOB IPH HANpaBICHUH COTPYIHUKA B CIIy)KEOHYIO KOMaHIUPOBKY:
WHUIIMATUBHBIA JOKYMEHT, CIy)KeOHOe 3aJjaHue, MPUKa3 O HaNpaBiICHWH PaOOTHUKA B KOMaHAHPOBKY,
aBaHCOBBIN OTYET.

[IpakTuyeckoe 3aHATHE

OdopmieHre npuKa3a O KOMaHIMPOBKE paOOTHHMKA/paOOTHHKOB. 3arojiHeHHE Taless ydeTa
pabouero BpeMeHU. BHeceHue TaHHBIX B IPOTpaMMy KaJpOBOTO y4eTa




Tema 7.7. JlokymMeHTHpPOBaHHMe KAaJpPOBBIX OINepaluii: MOoUIPeHUe, AUCHUIIMHAPHbIE
HApYyLIeHUsI

Jlekuusd

ITonsiTue moolpeHue: MopalbHOE, MarepualbHoe. JlokanbHBIH HOPMATUBHBIA aKT O
nmoompeHusx: ¢opMel  moompeHus. [lopAgok JOKYMEHTHpPOBaHHSA TMOOMIPEHHH, HarpaKICHHMA.
Oco0eHHOCTH TEKCTOB MPUKA30B, COCTAB PEKBU3UTOB.

[lonsiTHE IOUCUUIUIMHAPHOTO B3bICKAaHUS. BHIbl NHUCHUIIMHAPHBIX B3BICKAHMI: 3aMeyaHue,
BBITOBOp, yBonbHeHHE. llopsmok  odopmieHHs JOKYMEHTOB TIpM  BBIHECEHHWH PAOOTHHUKY
JUCITUILTAHAPHOTO B3bICKaHUs. OCOOCHHOCTH TEKCTOB MPUKA30B, COCTAB PEKBU3HUTOB.

[IpakTUyeckoe 3aHsITHE

CocraBnenue u ohopMIIeHHE TEKCTa MPUKA30B O TOOIIPEHHH, O B3bICKAHWA HAa OCHOBAaHUH
MIPEICTABICHHBIX TOKYMEHTOB. BHECeHHE TaHHBIX B MPOrpaMMy KaJpoOBOTO y4deTa

Tema 7.8. lokyMeHTHPOBaHHE KAIPOBbIX ONepaliii: yBoJbHeHHE

Jlekius

Pactopxenue TpymoBoro goroBopa (yBoJbHEHHE) paOOTHHKA MO MHUIMATHBE paOOTHHKA, MO
MHULMATHBE paboTodaTesis, MO HE3aBUCSIIUM OT BOJM CTOpPOH mpuuuHaM. llopsnok odopmieHus
JOKYMEHTOB IIPY YBOJBHEHUH, YUUTHIBASI IPUIUHBI YBOJIBHEHHUS.

[pakTuueckoe 3aHsTHE

Odopmienne mprkaza O pacTOPKEHHUU TPYIOBOTO JOTOBOPAa HA OCHOBAHWH TNPEACTABICHHBIX
JIOKyMEHTOB. 3amuch B Tabene ydera padouero BpemeHH. Odopmienne TpymoBol KHUKKA W JTHIHOU
KapTO4YKHU NIPpH YBOJIbHCHUMH. Bnecenue JaHHBIX B IIpOrpaMMy KaJpoOBOI'o y4€Ta

Tema 7.9. YueTHbIe JOKYMEHTHI B KaApPOBOii c1y:xk0e: Jinunas kaprouka ¢. T-2

[IpakTHyeckoe 3aHsTHE

IMouck ¢opmbr T-2 B crnpaBOYHO-TIPaBOBOM cucTeme. 3amojHeHHe W odopmiieHue JIMdHOMH
KapTOuKH. BHeceHue JaHHBIX B IPOTrpaMMy KaJIpOBOTO y4eTa

Tema 7.10. TpynoBasi knm:kka. TpedoBanusi K 0popMJIeHUIO, BeJeHUI0, XPAHEHUIO.
JuexkTponnas TK

Jlekius

TpynoBast KHWXKa: HOpMaTHBHBIE TpeboBauus. Pa3znensl TpynoBoil kKHKKH. PacueT TpyzoBoro
ctaxka. TpeOoBaHuUs 1O BEACHUIO M XPAHEHHUIO TPYJOBOM KHWXKKH. JKypHall ydera OJIAHKOB TPYJOBBIX
KHIWKEK M BKIagelmeid K Hed. KHura IBWKEHHMs TpPYOOBBIX KHIDKEK, TpeOOBaHMSA IO BEICHUIO,
3aII0JTHEHMIO ¥ XPAHEHUI0. DIICKTPOHHAs TPYAOBasi KHUKKA — YCIIOBHS O()OPMIICHHSL.

[pakTHudeckoe 3aHsATHE

3anonHenne OJaHKOB TPYJOBOW KHWXKKH: TUTYJILHBIH JIMCT, CBEJIEHHS O IpHEME, MEpeBOJIE,
YBOJIBHEHHUH, CBEJICHHUS O HArPAXKACHHUIX U MOOILPEHUSIX.

Monyas 8. Opranu3anus 10KyMeHT0000pOTa

Tema 8.1. O01mue npaBu/Ia OPraHU3aly JOKYMEHT0000pPOTAa Ha NPeINPUATHH

Jlexkuus

HopMaTtusHbIe 10KyMeHTBI. IHCTpYyKIUSA 1O JENTONPOM3BOJICTBY Ha Npeanpusatuu. OnpeencHue
noHATHA "mokyMeHTooOopoT". CTpykTypa M oOmIas XapakTepUCTUKA JOKYMEHTONOTOKOB. OO0beM
JIOKYMEHT0000pOTa YUpEKACHHUS. YUeT KOJIMYeCTBa M KadecTBa JOKYMEHTOB OpraHu3amud. MeToJsl
ydera ¥ COKpaieHust o0beMa 10KyMeHToo00poTa. OCHOBHBIE 3TaIlbl paboTHI C TOKYMEHTaMH

Tema 8.2. ®opMbI 1 cOCOOBI peErucTpaAUU

Jlexkuus
Perucrpanust — nens U npuHOunel. GopMbl perucTpauny — XypHajibHas U KapTouHas. CrocoOsl
perucTpauud — TpaauUuoHHas (pyuHas) W dJeKTpoHHas. OCOOCHHOCTH >KypHaJbHOH (opMmbl

peructpanuu. Mcenonb3oBanue HomeHkIaTypsl e, KiaccuUKaTopoB I HHISKCAIIUH IOKYMEHTOB.
IIpakTHuyeckoe 3agsaTue




3HakOMCTBO ¢ (opMaMH IKYPHAJIOB PETUCTPAIMH, CO3/JaHUE JKYPHAJOB DETHCTPalld B
3IEKTPOHHOM (popMaTe ¢ MCIOIb30BaHNEM DIIEKTPOHHBIX TAOIHII.

Tema 8.3. [Ipuem u 00padoTKa MoCTYNAINX (BXOISIINX) TOKYMEHTOB

IIpakTHyeckoe 3aHsTHE

MapmpyTuzanust  BXOJISIIET0  JOKyMeHTooOopora. TexHomorusi oOpabOTKHM — BXOIAIIETO
JIOKyMeHTa. Perucrpariusi BXOJSAIIUX MMHACEM B CO3JaHHOM XXYypHaJle PErHCTPAlMU. 3aloIHCHUE KypHaIa
peructpanmu: OTOOp HEPETUCTPUPYEMBIX JTOKYMEHTOB, IPOCTaBICHHE OTMETKH O TIOCTYIUICHHU
JIOKyMEHTa B OpraHU3aINio0, HHIEKCAIH JOKYMEHTOB C UCTIOIh30BaHHeM HOMEHKIaTyphI Jed.

Tema 8.4. [loaroToBKa UCXOAANIETO JOKYMEHTA, PETHCTPAINS M OTIHPABKA

IIpakTHYECKOEC 3aHATHE

[ToAroToBUTH OTBET HA MHUCHMO, TOCTYIMBIICE MO IEKTPOHHOU moure. OGOpMUTH MUCHMO Ha
OJlaHKe C TMOAINKCHI0 PYKOBOJIUTEINS MPEANPHUATHS. 3aperuCTPUPOBAaTh B AICKTPOHHOM JKypHAJe
PETUCTpAIlMN U ITOATOTOBHUTH K OTHpaBKe (IMMOYTOH — B KOHBEPTE, IO AJICKTPOHHOM MOYTE — CKAHUPOBATH
OpPHWTHHAJ U MPUKPEIUCH K OTBETHOMY SJIEKTPOHHOMY COOOIICHHIO.

Tema 8.5. Perncrpanusi BHyTpeHHHX JOKYMEHTOB

IIpakTHyeckoe 3aHATHE

CucremMaTu3npoBaTh BHYTPEHHUX JOKYMEHTHl 110 MPHUHAIEKHOCTH. 3aperucTpupoBarh
BHYTpEHHHE JJOKYMEHTHI (Tonoxenue, 1, 3asBienre, yBegoMiIeHne, JOKIaIHYIO 3alHCKy.

Tema 8.6. KoHTpoJ1b HCTIOJIHEHUSI JOKYMEHTOB

Jlexkuus

Buner xoHTpONs. 3HaueHWe, MPUHIUIB U TPEOOBAHUS K OpraHHU3aIli KOHTPOJS HCIOTHEHUS
JOKYMEHTOB B JEJIONPOU3BOACTBE. Kareropmm MAOKYMEHTOB, NOAASKAUX KOHTponwo. Cpoku
UCTIIOJHEHHS JTOKyMeHTOB. OOpaboTKa MCIIOJIHEHHBIX M OTHPABISEMBIX JIOKYMEHTOB. KOHTpoih 3a
HUCIIOJIHCHUECM. ABTOMaTI/I3I/Ip0BaHHLIe CUCTCMBI KOHTpOJ’Iﬂ 34 HUCIIOJIHCHUCM Z[OKYMGHTOB. KOHTpOJII)
TEXHOJIOTHH JOKYMEHTOB ¢ ucronb3oBanreM [1K. OmepartuBHOe (TeKyiee) XpaHeHHE TOKYMEHTOB.

Tema 8.7. Opranamsamuss HHPOPMANMOHHO-CIIPABOYHOI pPadOTBI MO JOKyMeHTaM
npeanpusaTus. basbl JTaHHBIX

Jlexrus

[Monstue 6a3a JaHHBIX IO JOKYMEHTaM opraHu3anuu. Kiaccudukarus 0a3 JaHHBIX.
Bo3moxHOCTH Hcmonb30BaHMs 0a3 JaHHBIX B HH(DOPMAIMOHHO-CIIPABOYHOW paboTe MO JAOKyMEHTaM
MpEeANpUATUS

IIpakTHYeCcKHe 3aHITUS

Co3nanuie 0a3bl JaHHBIX 10 JOKYMEHTaM MpeAnpusTus. VIcnoiab30BaHHE 3JIEKTPOHHONU (HOPMBI
JKypHajia peructpauuu. Perucrpanus JOKyMEHTOB, HHAEKCAIUS ¢ UCHOIb30BaHneM HoMeHKIaTypsl aed,
CKaHHWPOBaHUE TPAJULIMOHHOIO TIOKYMEHTA, IPUKPEIJIEHNE SJIEKTPOHHBIX U CKAHUPOBAHHBIX JOKYMEHTOB
K PErUCTPAallMOHHOM 3aIUCH.

Tema 8.8. Oco0eHHOCTH 3JIEKTPOHHOI0 I0KYMEHT0000poTa

Jlexkuus

[lepexox oT  TpaauIMOHHOTO  (OYyMaXXHOTO)  JOKYMEHTOOOOpOTa K  JJIEKTPOHHOMY
nokymenroobopory (D0). Hopmarusras 6aza 3/10. CucteMbl 3JIE€KTPOHHOIO IOKYMEHTOOOOpOTA.
OcHoBHBIE TOHATHS, Lenu W 3agadu [IpemmymiectBa u HemoctaTku COJl. TexHONOTHsST XpaHEHUS
AJIEKTPOHHBIX JIOKYMEHTOB H 3allliTa HHPOPMAIIUK B UHPOPMAIIIOHHBIX CHCTEMAX.

IIpakTrueckue 3aHATUS

3HaKOMCTBO C CUCTEMOH 3JIEKTPOHHOI'O JOKYMEHT0000poTa, pyHKIMU 1 Bo3MoxkHocTH COJ] Ha
npumepe «1C: JlokymeHTo000poT». OCHOBHBIE TEXHOJOTHYECKHE OIEpalud C JOKyMEHTaMU:
MIPUMEHEHHUE 3JICKTPOHHON TOmucH, 00paboTka M pEerucTpainys, OCTaHOBKA Ha KOHTPOIb, Nepeaada
JIOKyMEHTa UCIIOJIHHUTEI0, (POPMHUPOBAHKE JCKTPOHHOI'O apXrBa, HH(GOPMAIMOHHO-CIIpaBOUHas padoTa.
MapuipyTtuzanus JOKyMEHTOIIOTOKOB. BBINONHEHUE [ElI0NpPOU3BOACTBEHHBIX OINEpaluil B CHUCTEME




AJNIEKTPOHHOTO IOKYMEHT0000pOTA.
Monyasb 9. ObecrieueHHe COXPAHHOCTH U UCMOJbL30BAHHE APXHUBHBIX JOKYMEHTOB H J1€J1

Tema 9.1. HopmaTuBHBIe [OKYMEHTBI, peryJupylinue ooecrnedeHHe COXPaAHHOCTH
AOKYMEHTOB u aej B PD

Jlekuus

Hopwmatusabie nokymentsl PO u okanbHBIE HOpMAaTHBHBIE aKTHI, pETyIUpYIolIe obecrnedeHne
COXPAaHHOCTH JOKYMEHTOB W Jei. llepedeHbp THUIOBBIX YIPABICHYECKHX APXUBHBIX JTOKYMEHTOB,
oOpasylomuxcss B TpoLEcce JeATEIbHOCTH TOCYJapCTBEHHBIX OpPraHoB, OpPraHOB MECTHOTO
CaMOYTIpaBJICHUSI U OpraHu3allui, ¢ yKa3aHHEM CpPOKOB XxpaHeHus, [lpaBuia opraHuzanuy XpaHEHUS,
KOMIUIEKTOBaHUS, y4eTa M MCIOJIB30BaHMs JOKYMEHTOB ApxuBHOTO (hoHma Poccuiickoit denepannu u
JIPpYTUX apXWBHBIX JOKYMEHTOB B OpraHax TIOCYJapCTBEHHON BJIACTH, OpraHax MECTHOTO
camoynpaBicHuss U opranuzanusax. [lonmoxenue o0 apxuBe, [IpaBwia paboThl apXuWBa OpraHHU3AIHH,
MHcTpykuus o 1e10NpOU3BOACTRY.

Tema 9.2. JkcnepTH3a HEHHOCTH JOKYMEHTOB

Jlekius

[lonste 00 »KCHepTH3Ee LEHHOCTH. OTalbl 3KCHEPTH3bl LIEHHOCTH. ODKCIEPTHAs KOMHCCHSL.
[Monoxenue 06 sxcreptHoi komuccun (DK). Haznauenne DK, ee cocras u pynkuuu. [Ipotokonsr K.

Tema 9.3. Homenkiiatypa aen. @opmupoBanue e

Jlexkuus

Onpenenenne, HazHaueHue HomeHkinatypsl neia (HJ). Bumger HJ] - Tunoasd, npumepHas u
uHauBHayanbHas. llopsmox odopmnenus, cormacoBaHuss u yreepxkaeHus HJI. Hcmonp3oBanme
HOMEHKJIAaTYyphl JIe]l B ONIEPaTUBHOM XpaHEHUH, B paboTe apxusa opranuzauuu.llopsnok GopmupoBanus
nen B coorBerctBuu ¢ H/I.

[pakTnueckoe 3aHsaTHE

Odopmnenne HomeHknaTypel A€l CTPYKTYPHOTO IIOAPA3JCNICHHs, OIpPENeNICHHE CpPOKOB
XpaHEeHUs], TOCJIE0BATENbHOCTh pa3MelleHus 3aroynoBkoB jen. Muanekcanums gen B HJ. Cocrtas
PEKBA3UTOB

Tema 9.4. OdopmieHue gena 1Jisi nepeladyu B apXuB

Jlexkuus

HopmatuBHbie TpeGoBaHUsS MO0 O(GOPMIICHHUIO JIeNI TIOCTOSHHOTO CPOKa XPaHCHUS, MO JTHYHOMY
cocraBy. [IpaBuna ohopmIIeHHS JIeNT: CBEpKa JOKYMEHTOB IO 3ar0JI0BKY M CPOKaM XpaHEHHsI, HyMepaIusl
JIMCTOB, BHYTPEHHSSI ONKCh JOKYMEHTOB MpPU HEOOXOJIMMOCTH, JIUCT-3aBEpUTENH Jiena, O(opMIICHHE
00JI0XkKH JieJla TIOCTOSIHHOTO cpoka xpaHenus. Odopmiienue Jluunoro nena corpyanuka. OcoOCHHOCTH
(hopMupoBaHUs 1 apXUBHOTO XpaHeHus. OpopmiieHHe Jie1a BpeMEHHOTO CPOKa XpaHEHHS

[IpakTrueckas paboTta

Odopmienne nena TOCTOSHHOTO CpOKa XpaHEHHs: CBEpKa JIOKYMEHTOB IO 3arojOBKY U
HOMEHKJIAType JIeJ, MO0 CPOKaM XPaHEHUs, pa3MeIleHHe B XPOHOJIOTHUECKOM MOPSJIKE, COCTABICHUE U
odopmIIeHHE BHYTPEHHEW OIMCH, HyMepanus CTpaHWII, 3alolHEeHHEe Tucta-3aBepurens. OdopmieHne
obnoxku aena. [IpommBka jena B 4 npokona. Vcrnonb3oBaHne CAHUTAPHOTO JTUCTA

Tema 9.5. OdopmiaeHue AKTa 0 BblAeJIeHHU JOKYMEHTOB U el K YHHYTOKEeHUI0

[pakTnueckas padora

HpOBeHeHI/Ie OKCIIEPTU3bl HEHHOCTH AJOKYMCHTOB W ICJI. OnpezleneHI/Ie HOPMAaTHUBHBIX
JIOKyMEHTOB IO CpOKaM XpaHEHUs. YCTaHOBJEHHWE MHCTEKIIEr0 Cpoka XpaHeHusa. IIpumeHeHue
CIPaBOYHO-IIPABOBON CHCTEMBI Jisl Toucka Gpopmbl Akta. OgopmieHne AKTa 0 BBICICHUU JIOKYMEHTOB
1 JIe] K yHuuToxxeHu0. OgopmiieHue nporokosia IKCIEPTHON KOMUCCHH O COTJIaCOBaHUHM AKTa.

Tema 9.6. OcopMiteHre onucH e AJIsl epeaavyn Ha APXUBHOE XpaHEHHe
[IpakTryeckas paborta




[IpoBenenme SKcHepTH3bl IICHHOCTH JIOKYMEHTOB ¥ JieN. BhijeneHue Jen TMOCTOSHHOTO CpPOKa
XpaHEeHUs, B TOM 4YHCIEe Jella Ha AJIEKTPOHHOM Hocutene. [louck ¢opmbel Omucu Jen MOCTOSIHHOTO
XpaHEHUSI C WCIOJIb30BAHUEM CIIPABOYHO-TIPABOBOM cucTeMbl. OdopMieHne omucu aen (T0I0BOTO
pasjiena) mocTosHHOrO xpaHeHus. OQOopMIICHHE TPOTOKOJIA DKCIEPTHOW KOMUCCHH O COTJIACOBAHHUU
OIKCH JIeNl MOCTOSIHHOTO CPOKa XpaHeHWs. [IpoBefieHue SKCIEepTH3bl EHHOCTH JIOKYMEHTOB U JIeJl T10
TUYHOMY cocTaBy. OTOOp Jen Mo JTUYHOMY COCTaBy, ONpEJCICHUE CPOKOB xpaHeHwus. [lowck (opmbl
OIIHCH JIeJT TIO JIMYHOMY COCTaBY C UCIOIb30BAHHEM CIIPABOYHO-ITPABOBON crcTeMbl. O(opMIICHHE OTIHCH
nen (ToIOBOTO pasfiena) Mo JMYHOMY coctaBy. OdopMieHHne MpOTOKOJa SKCIIEPTHONH KOMHUCCHH O
COTJIACOBAaHHH OIUCH JIeIT TI0 TINYHOMY COCTaBY.

Tema 9.7. Odopmirenue apxuBHOW CPABKH, APXUBHOI KOMH

Jlexmus

OnpenerieHne, Ha3HAYCHHWE AapXWBHOW KOMHH, AapXWBHON BBIITUCKH, AapXWBHOW CIPABKHU.
TpeboBanus k odopmieHuro. TexHonorus noArotoBku u odopmicHue. CoOCTaB PEKBU3UTOB,
0COOEHHOCTH TEKCTa

[IpakTrueckas padora

[Touck ¢opmMBl apXWUBHOW CHOPAaBKH C HCIIOJH30BAaHHEM CIPABOYHO-TIPABOBONM  CUCTEMBEI.
CocraBieHre TEKCTa apXMBHOMW CIpaBKH, OCHOBaHHE s e¢ BeImadn. OdopMieHHE apXUBHOU CIIPaBKH
HAa OCHOBaHWW TPEACTABICHHBIX apXWBHBIX e Ha OJIaHKe OpraHu3alliH/apXUBHOTO YUPEKICHHUS.
[Monnucanne u peructpanus. OpopmicHHEe apXUBHOW KOMHMH, aPXHUBHOH BBIMTUCKH C 00S3aTENbHBIMU
PECKBU3UTAMH, 3aBCPAIOIMIUMU IMOJJIMHHOCTD Hpe[LCTaBﬂeHHOﬁ I/IH(bOpMaHI/II/I.

3.4. KajenaapHblii yueOHbIii rpadguk (mopsaaok ocBOeHUsI MOIYJI€ei)

Bce 4 wenenu
ro

Ne HaunmenoBanue Momyieii lue- | 2nme- | 3me- | 4 He-

Jenst nenst | gend ZeIst

1 Monuyns 1. CtanmapTsl Bopnackumic u
cnenuuKaiys cTanaapToB Bopnackuic o
KOMIIETCHIIUHU «JlOKyMEHTaIIMOHHOE 4 4
oOecrieueHne YIPaBICHUS U aPXUBOBEICHUECY.
Paznensl cienudukanun

Mopnyinb 2. AKTyanbHble TpeOOBaHMS PIHKA
2 | Tpyna, COBpEeMEHHbBIC TEXHOJIOTHH B 8 8
npodeccuoHanbHOU cdepe

3 Monyns 3. Obmue Borpocs! 1o pabote B cTaTyce 2 2
CaMO3aHsITOTO

4 Mogaynb 4. TpeGoBaHust OXpaHbl TPYIa U 6 6
TEXHHUKH 0€30TaCHOCTH

5 IIpakTHueckoe 3aHATHE Ha ONpeeNieHIe 1 1

" | cTapTOBOrO YPOBHS BJIAJICHUS KOMIIETEHIINEH

Mopnyis 5. [lonroroBka u odopmiteHne

6. | Moy A dop | 15 | 19
JOKyMEHTa
Monyns 6. JlokyMeHTallnoOHH MeYeHU

7 oxy. JIOKyMEHTallMOHHOE 00ecIIeYeHue 34 17 17

pa6OTLI C IICPCOHAJIOM

Monyns 7. Opranuzanusi JOKyMEHTO000poTa




9 Monynb 8. JkcniepTu3a EHHOCTH U 18 18
" | ucnonb30BaHUE APXUBHBIX JOKYMEHTOB U /€I
10 HroroBas arrectanus (4eMOHCTPAITMOHHBIN 9 9
" | 9K3aMeH)
HUTOI'O: | 144 36 36 36 36
4. Oprasn3zanMoHHO-NeAArornYecKme yCJa0BHs peaau3aliy NporpaMmmel

4.1. MarepHadbHO-TeXHHYECKHE YCJIOBHUS PeaTn3anu NPorpaMmbl
MarepuanbHO-TEXHHUECKOE OCHAIICHHE Pa00YHUX MECT MPETOIaBaTeNs MPOrPaMMBbl U CIYIIATEIS
MPOTPaMMBI OTPAKECHO B MIPUIIOKEHUH K TIpOrpaMmMe.
MatepuanbHO-TEXHHUYECKOE OCHAIIICHUE IPOBEICHUS JIEMOHCTPALIMOHHOTO »JK3aMEHa — B
COOTBETCTBHH ¢ HMHPpACTPYKTypHBIM JIicToM KO/ 1.2 JID, ucrnons3yeMoro Jisi IPOBEJCHUS UTOTOBOMN
aTTeCTAIIUH 110 MPOrpaMMe.

4.2. YyeOHo-MeTOANYECKOE 00ecrevyeHHe MPOrpaMMbl

- TexHn4eckoe onncaHne KOMIETEHIINN;

-~ KOMIUIEKT OLICHOYHOM TOKYMEHTAINH [0 KOMITETeHIINH;

- TIeYaTHBIEC Pa3laTOYHbIE MaTepHAIbI I CIylIaTenei;

- y4eOHbIe TOcOoOus, U3JAaHHBIX 10 OTJEIBHBIM pa3zieiaM MPorpaMMBbl;

npoghunvras aumepamypa:

- Aoynanze I.I'. lokyMeHTalmOHHOE 00OecriedeHne YIpaBJeHUs IEPCOHANIOM | YIEOHHK U
npaktukym s CI1O / 1. A6ynanze, N.b. Beinpsokkuaa, B.M. MacioBa. — MockBa : H31aTEIbCTBO
HOpaiit, 2016. — 299 c. — Cepus: npodeccuoHaabHOE 00pa3oBaHUE

- Bapmynng B.B. JlokyMeHTallMOHHOe oOeclieueHHe yhpaBieHus . yueOHuk [
B.B.Bapmynn. — Mocksa : KOCTUILS, 2018. — 272 c. — (Cpennee npodeccnoHanbHOE 00pa3oBaHuE).
- JlokyMeHTanmoHHoe —obecrieueHne ynpasinenuss .  yueObuuk / C.A. Trotosa,

A.}O.Konbkos, F0.M. Kykapkuna, E.A. Ckpunko ; mox o6u1. Pen. T.A. BeikoBoit. — Mocksa: KHOPYC,
2018. — 266 c. — (Cpennee npodeccroHambHOE 00pa30BaHKE).

- JIoKyMeHTaIMoHHOe 00ecleyeHne yIpaBiieHus (JIeI0MpPOr3BOCTBO) | y4eld. mocobue /
T.A. Beikosa, T.B. Ky3uernosa, JI.B. Cankuna ; nmox oour. pea. T.B. Ky3neunosoit. — 2-e u3sz., nepepad. u
porn. — M. : UTHOPA-M, 2019. — 304 c. + Hdon. matepuaisl [DneKTpoHHBIN pecypc; Pexxum nocrymna
http://www.znanium.com]. — (Beicuiee oOpasoBanue: bakamaBpuar). - Pexum gocryma:
http://znanium.com/catalog/product/1016098

- JIoKyMeHTaIMOHHOe 00ecIeueHNe yIpaBieH s (JIeI0MpPOr3BOCTBO) | y4eld. mocobue /
T.A. beikoBa, T.B. Ky3nenosa, JI.B. Canxuna ; mox oomr. pexa. T.B. Ky3nenosoii. — 2-e u3z., nepepab. u
ngorn. — M. : UTHOPA-M, 2019. — 304 c. + [on. marepuaisl [DIeKTpOHHBIN pecypc; Pexxum mocryma
http://www.znanium.com]. — (Cpennee npodeccuoHaibHoe o00pa3oBaHue). - Pexum gocryma:
http://znanium.com/catalog/product/1018055

- KonpuaeHnnansHoe aeT0MpOr3BOACTBO: yuebHnoe nmocodue / T.A. I'yryeBa. — 2-e u3n.,
nepepad. u gon. — Mockea: UHOPA-M, 2020. — 199 c. — (Bricuiee oOpazoBanue: bakanaspuar). —
www.dx.doi.org/10.12737/23514. - Tekcr: SIIEKTPOHHBIH. - URL:
http://znanium.com/catalog/product/1048497

ompacinesgvie u Opyaue HOpMAMUEHbLE OOKYMEHMbL.
- Tpynosoii konekc Poccuiickoit enepanuu: denepanbsherii 3akon ot 30 nexadpst 2001 r.
Ne197-®3 (B pen. ot 23.07.2013 r.) // «Poccwuiickas razera» — Cobpanue 3akonoaarenbctsa Pd. 2002.
Nel. Cr. 3.


http://znanium.com/catalog/product/1016098
http://znanium.com/catalog/product/1018055
http://znanium.com/catalog/product/1048497

- T'ocynapcTBeHHast cucTeMa JIOKYMEHTAI[OHHOTO oOecriedeHus ynpasieHns. OCHOBHBIC
nostoskeHus. OOIue TpeOOBaHMs K JOKYMEHTaM M CIIy)k0aM JOKYMEHTAllHOHHOTO OOCCIICUCHMS. —
Bgen. 1988-05-25. — M.: BHUMA/, 1991. — 75 c.

- Poccmiickas ®epepanust. 3akoHbl. O MEPCOHAIBHBIX NAaHHBIX [DJIEKTPOHHBINA pecypc]
:penep. 3akoH : [npunst [oc. [{ymoit 08 uronst 2006 1. : omo6p. Coserom®Peneparyn 14 uromns 2006 r.]

- ®enepanbhbiii 3akoH orT 22.10.2004 Ne 125-®3 "OO6 apxuBHOM xene B Poccuiickoit
Oenepannn’.

- Oenepanbhpiii 3akoH oT 27.07.2006 Ne 149-®3 "OO6 unpopmannu, HHPOPMAMOHHBIX
TEXHOJIOTHSIX | 3alIuTe HHpopMauuu'".

- ®enepanbhsiii 3akoH 0T 06.04.2011 Ne 63-D3 "O0 351eKTPOHHOM MOAIKCH".

- Ilpukaz ®enepansHoro apxuBHoro arentcTBa oT 11.04.2018 Ne 44 "OO6 yTBepxkaeHHH
HMPUMEPHON MHCTPYKIHH 110 JeTIONPON3BOCTBY B TOCYIaPCTBEHHBIX OPraHU3aIMAX".

- Ilpukaz Pocapxua ot 20.12.2019 N 236 "O6 yrtBepxkacHuu IlepeyHs THITOBBIX
yIpaBICHUECKUX  apXWUBHBIX  JOKYMEHTOB,  OOpa3yloUIMXCsl B  Tpomecce  AEATeNbHOCTH
TOCY/IapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CAaMOYINPABICHUS W OpraHU3aluil, C yKa3aHHeM
CPOKOB MX XpaHEHHUs".

- UHCcTpykumst 1o mnpuMeHeHHW:o [lepeyHs THUIOBBIX YHPABICHYECKUX apXHBHBIX
JTOKYMEHTOB, OOpa3yIOIMXCS B TMpoLecce ACATEIbHOCTH T'OCYAapCTBEHHBIX OPraHOB, OpPraHOB
MECTHOTO CaMOYIpaBJICHUS W OpraHW3aluii, C yKa3aHHEM CPOKOB WX XpaHEHUs, YTBEpXkKAcHa
npukazoM Pocapxusa ot 20 nexadps 2019 Ne 237.

- [Ipuka3z PocapxmBa ot 02.03.2020 N 24 "OO6 yrtBepxnenun IlpaBun opranuzanuu
XpaHEHUs, KOMIUICKTOBaHMS, Y4€Ta W HMCIOJIb30BaHUS JOKYMEHTOB ApxuBHOro ¢oHaa Poccuiickoii
denepan W APYrHX apXWBHBIX JTOKYMEHTOB B TOCYIAPCTBEHHBIX W MYHHIMNAJIBHBIX apXHBaXx,
My3esiX 1 OMONMHOTeKaX, HAYYHBIX OpraHU3auIx "

- [Ipukaz Munkynetypel Poccum ot 25.08.2010 Ne 558 "OO6 yrBepxknennu Ilepeduns
THUTIOBBIX YIPABICHYECKUX APXMBHBIX JOKYMEHTOB, OOpa3yIOIIMXCS B MPOILECCEe NESITETbHOCTH
TOCY/IapCTBEHHBIX OpPraHOB, OPraHOB MECTHOTO CAaMOYINPABICHUS W OpraHU3aluil, C yKa3aHHEeM
CPOKOB XpaHeHus"

- [lepeveHs THUTNIOBBIX YNpaBIEHYECKUX AOKYMEHTOB, OOpa3ylOMIUXCS B JESATEIHLHOCTH
OpraHu3anui, c yKa3aHHueM CPOKOB XpaHeHHs yTB.
PyxoBonutenem®enepanbpHoitapxuBHoicayxobPoccun 06 oxt. 2000 r.

- I[lpaBuna opraHu3auuMu XpaHEHHUS, KOMIUICKTOBAHHUS, Yy4YeTa M HCIOJIb30BaHHS
noKyMeHTOB ApxuBHOro ¢onna Poccuiickoii denepanuy u Ipyrux apXMBHBIX JTOKYMEHTOB B OpraHax
TOCYJapCTBEHHOW BJACTH, OpraHax MECTHOTO CaMOYIPAaBJICHUS M OpraHHM3allusaX, yTB. MPUKa30M
Munkynbtypsl Poccun ot 31.03.2015 N 526

- IlpaBmina /1enONPOM3BOACTBA B TOCYAApPCTBEHHBIX OpraHax, OpraHax MECTHOTO
caMOYTIpaBJICHHs, YTBEPIKICHBI Ipruka3zoM DenepanbHoro apxuBHoro areHrcTsa ot 22.05.2019 Ne 71.

-T'OCT P 7.0.8-2013 Cucrema cranmaproB 1o HuHpopManuu, OUOIHOTEUYHOMY H
U3/1aTeNIbCKOMY Jeiy. Jlelonmpou3BoACTBO W apxwBHOE Jeno. TepmuHBI W ompeneneHus (yTB.
npukazoM deepanbHOrO areHTCTBa M0 TEXHUUECKOMY peryaupoBaHuio U Merposoruu ot 17.10.2013
Ne 1185-cr)

-T'OCT P 7.0.97-2016 Cucrema craHmapToB Mo HWHpOpManuy, OWOIMOTEUHOMY U
u3garenbckoMy  jeny.  OpraHu3allMOHHO-paclopsiAMTENbHAs — JIOKyMeHTalus. 1peboBaHue K
opopmienuto nokymentoB (yTB. mnpukazom DexepanbHOro areHTCTBA MO  TEXHHUYECKOMY
perynuposanuto u Metposoruu ot 08.12.2016 Ne 2004-cr).

- Metoauueckue pexomenmaiuu 1o npumeHenuto ['OCT P 7.0.97-2016 "Cucrema
CTaHIapTOB MO HWHpopManuy, OHOIMOTEYHOMY | H3IaTeNbckoMy Jneny. OpraHu3alloHHO-
pacniopsauTenbHas JIOKyMmeHTanus. TpeboBanume Kk odopmieHuro nokymentoB" [/ Pocapxus,
BHUUJA/, M., 2018

-TOCT 7.32-2017 CUBU/J. Or4yer o Hay4HO-UCCIenOBaTeNbCKoM padore. CTpyKTypa H
npasuita opopmienus. (BBeneH B aeiicteue [Ipukazom Poccrannapra ot 24.10.2017 N 1494-cT)

- Dnekmponnvle pecypcwl:

- www.vniidad.ru - Bcepoccuiickuii  Hay4YHO-MCCIEIOBATENbCKUHA  HMHCTHUTYT
JTOKYMEHTOBeIeH!s 1 apxuBHoro aena (BHUMIAT)

- archives.ru - Odunmanshelii caiit @ezepaabHOro apxuBHOTro areHrcTsa (Pocapxusa)



- http://www.profiz.ru/sr/ - Xypuan « CEKPETAPL-PEOEPEHT»

- OdunmanpHelii  caliT omeparopa MEKIYHAPOJHOTO HEKOMMEPYECKOTO JIBIIKCHHS
WorldSkillsinternational - Coro3 «Momosie npodeccronans (Bopnackumuic Poccns)» (3meKTpOHHBIH
pecype) pexxum goctyna: https://worldskills.ru;

- Enmnas cuctema aktyanbHBIX TpeOoBaHHNA BOpIACKUIIIC (3IEKTPOHHBIN pecypce) pekuM
noctyna: https://esat.worldskills.ru.

- ohULHMATBHBIA CalT omepaTopa MEXKIYHApOIHOIO HEKOMMEPUYECKOrO  JIBHIKCHHUS
WorldSkillsinternational - AreHTCTBO pa3BUTHS MNPOGECCHOHATHPHOTO MacTepcTBa —
(DnexTpoHHbIH pecypc). Pexxumaocryma: https://worldskills.ru;

- eIMHAsl CHCTEMa aKTyalbHBIX TpeOoBaHUi Bopiaackuiic (37eKTPOHHBIN PECypC) pexum
nocrymna: https://esat.worldskills.ru.

4.3. KaapoBble yc/IOBHS peaan3aluy NPOrpaMMbl

KonnuectBo mnemarornueckux paOOTHUKOB ((U3UYECKUX JUI[), MPHUBJICYCHHBIX IS

peanu3zauuu nporpammsl 1 yen. U3 Hux:

e cepTU(PUIMPOBAHHBIX SKCIIEPTOB-MACTEPOB BOPIACKUIIIC IO COOTBETCTBYIOMICH

KoMmreTeHuu 1 gen.

Benymwuii mpenonaBarens nOporpaMmbl  — 3KcnepT Bopaackuiic co  crarycom
cepTudUUIHUPOBAHHOTO 3KcrepTa Bopiackuiuic, win cepTu(GUIMPOBAHHOTO IKCIIEpTa-MacTepa
Bopnackuic, uim 3kcnepra ¢ MNpaBoOM M ONBITOM IPOBEACHUS YEMIIMOHATA IO CTaHAapTaMm
Bopaackumic. Benymuii npenogaBareiib NporpaMMbl IPUHUMAET y4acTHE B PEaIu3alluy BCEX
MOAYJIEH U 3aHATHI NPOrpPaMMBbl, a TAKXKE SBJSETCA ITIaBHBIM 3KCIIEPTOM HA IEMOHCTPALIMOHHOM
HK3aMEHe.

K otrnenbHbIM TemMaM W 3aHATHSAM 1O TOpOrpaMMe MOTYT OBbITh TNPHUBJICUCHBI
JIOTIOJIHUTEJILHBIC MPEToaBaTe .

JlanHble mearornyeckux pabOTHUKOB, MPUBJICUEHHBIX AJISl pean3allii MpOorpaMmbl

No OUO CraTyc B 9KCIIEPTHOM COOOIIECTBE JlomkHOCTh, HANMEHOBaHUE
n/n Bopiackuiic ¢ ykazaHHEM KOMIICTCHIIUA OpraHu3aluu

Beoywuii npenooasamens npocpammol

1. | fdcko Taresina | CepTudUIIPOBAaHHBIHN YKCTIEPT- IIpenonasareins
AHaTOJIbEBHA Mmactep Bopnackumic no npo¢ecCHOHATBHOIO IMKIIA
komneTeHIMH «JlokymenTtannonHoe | OIAIIOY
o0ecrieyeHue yrpaBieHHs U «CTapoOCKOIbCKUI TEXHUKYM
apXHUBOBEACHUE TEXHOJIOTHI U Th3aiiHa»
5. OnenHka Ka4yecTBa OCBOEHMSI IIPOrPAMMbI

HroroBast arrectanus mpoBOIUTCS B POpMe JEMOHCTPAITMOHHOTO SK3aMEHa. °

Hns wurorosoit arrectaruu ucnoybdyercss KO Ne 1.2 «KopoTkue mporpammedy 10
KOMIICTCHIIUN «J]OKyMeHTaIlMOHHOE O0CCIeUeHUE YIPABICHHUS M apXHBOBEICHHE», Pa3MEIICHHBIH B
Banke stamonHeix nporpamm Axkanemuu Bopnackuiuic Poccus. bamnbl 3a BRINOJIHEHHE 3aaHUMA
JICMOHCTPAIIMOHHOTO HSK3aMEHA BBICTABIIAIOTCS B COOTBETCTBHM CO CXEMOH HA4MCJICHHUS OaslioB,
npuseneHHol B KOJI. Heo0XoauMo OCYIIECTBUTD MEPEBOJI MOJYUEHHOIO KOJIMYECTBAa 0a/IOB B OLICHKU
COTJIIMYHOY, «XOPOIII0», KyIOBIETBOPUTEIHHOY, KHEYIOBICTBOPUTEIHHOY.

6. CocTaBuTEJH MPOTrPaAMMBbI

Pa3zpaborano Axanemueir Bopnackumic Poccust coBMecTHO ¢ cepTu(UIMPOBAHHBIMU
(kopHEeBbIMM) 3KcriepTamMu  Bopnackuiuic Poccuss M opraHuzanysiMM, OCYIIECTBISIOIIUMEI
00pa3zoBaTeNbHYIO NeATeITbHOCTD.

5 o o o
K pabote B 9K3aMEHAIIMOHHONW KOMUCCHH JIOJKHBI OBITh TIPUBIICUSHBI MIPEACTABUTENCH paboToareneil u ux
00beIMHEHUH.


https://vk.com/away.php?to=http%3A%2F%2Fwww.profiz.ru%2Fsr%2F&cc_key=
https://worldskills.ru/
https://esat.worldskills.ru/
https://worldskills.ru/

[punoxeHue K TOMOJIHUTEIBHON MPoQecCOHaTIbLHOM

MpoTrpaMMe TMOBBIICHUS KBATUPUKAIINU

«O011ee 1 KaapoBOe JACIONPOU3BOICTBO (C yueToM cTannapra Bopmackumic

0 KOMITETEHINHU «J|0OKyMeHTaIllMOHHOE 00eCTIcUeHUE YIIPABICHHS U apXUBOBEIICHUE) )»

MarepuajibHO-TEXHUYECKOE OCHAIIIEHHEe PA0oYnX MeCT MpenoaBaTelisi MPOrpaMMbl U CJyLIATe s
MPOrpaMMblI

MarepuanbHO-TEXHHUECKOE OCHAICHHE pab0odero MecTa mpenoiaBareis IporpaMMbl:

Konnue Texuunueckue
Busansruit HaumenoBanue HaumenoBanue CTBO XapaKTePUCTUKH,
MIOMEIIEHUS 000pyIOBaHUS JIpyrue KOMMEHTapuu
(mpn HE0OXOTUMOCTH)
1 2 3 4 5
Jlextum Aynmutopus 301y | Kommerorep 1
Hoytbyxk -
MynbTUME TUAHBIAUHTED 1
AKTUBHBIM KOMILIEKC
Jlocka 1
[IpakTruecknes | Kommbrorepusiii | O6opynoBanue, 6 pad
AHATHUS knacc 301y OCHAIIIeHUE PadoYnX MecCT
MECT, HHCTPYMEHTBI 1
pacxoHble MaTepHaIbl —
B COOTBETCTBHH C
UHPPACTPYKTYPHBIM
JIMCTOM IO KOMIIETEHIIH
Bopnackumic
TectupoBanue | Kommnbrorepusiit | Kommbrotep 1
KJ1ace

MartepuanbHO-TEXHUUECKOE OCHALLICHHE pab0overo MecTa CIIyIlaTessi IPOrpaMMBlL:

KommuectBo TexHuueckue
XapaKTePUCTUKH,
. HaumenoBanue HaumenoBanue Jpyrue
Bun zaggarui
TTOMETLEHUS 00opyoBaHMsI KOMMEHTapuHu
(pm
HEOOXOIMMOCTH)
1 2 3 4 S)
Jlexmn Aymuropus 301y Hoyt0yk 25
IIpakTrueckne | KomMmnbroTepHBIH Ob6opynoBanue, 6 pabounx
3aHATHS kiacc 305y OCHaIIeHHEe PaboUnX MecCT
MECT, UHCTPYMEHTHI U
pacxoHble MaTepHaIbl
— B COOTBETCTBUU C
nH(PACTPYKTYPHBIM
JIUCTOM TIO
KOMIIETEHIIUN
Bopnackuiic
TectupoBanue | KomnbrorepHsli KomnsroTep 10
kyacc 305y




