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JdonosHurenbHas npogeccCuoHaIbHAA IPOrpaMMa
NMOBBIIIEHUs] KBAJIUPUKATNH
«O01ee 1 KaAPOBOE EJTONPOU3BOJACTBO (C Y4eTOM cTanaapra Bopuaackuiic
10 KoMIneTeHIuN «/loKyMeHTallmOHHOe o0ecredyeHue YpaBJdeHus U
apXUBOBEJICHUE»)»

1. eaun peanuzanuu NporpaMMbl

JomomauTensHas npodeccrnoHalbHas MporpaMMa MOBBIIICHNS KBaTU(UKAIIMN HallpaBlieHa Ha
COBEpIIICHCTBOBaHKE ¥ (MJIM) MOJYYCHHE HOBOM KOMIETCHIIUH, HEOOXOAUMOU i MpodecCHoHaTbHON
JESTEILHOCTH, U (UJIH) MOBBIIICHHE MPO(ECCHOHATBHOTO YPOBHS B PaMKaX UMEIOIICHCs KBATU(DUKAIINY,
¢ y4eToM crienudukanuu crangapra Bopiaackmmic mo KOMITETEHITHN « JJoKkyMeHTaImoHHOe obecieueHue
YIIPaBJICHUS U aDXUBOBEICHUE).

2. TpeGoBanus k pe3yjbTatam o0ydyenus. Iliianupyemsle pe3yabraThbl 00y4eHUst
2.1. XapakTepuCTHMKa HOBOI0O BHJIa Mpo(deccHOHATBHON IeATEeJBHOCTH, TPYAOBBIX
(¢yHxuumii n (M1n) ypoBHeii kBanudukanun

JlononHUTeNbHAs MPOodecCHOHANBHAS TPOrPaMMa TOBBINICHUS KBATM(HUKAIIMN HAITPABJICHA Ha
COBEpIICHCTBOBaHWE U (WiH) (OPMHUPOBAHHE Yy CIylIiaTeledl HOBOW KOMIIETEHIMH C y4YeTOM
cnermdukanuu cTaHAapTOB BOPIACKWIIIC MO KOMIETCHIMH «JIOKyMEHTallMOHHOE O00ecreuYeHue
YIPABJICHUS U apXUBOBEICHHUE)

Ne
n/n Conep:kaHue cOBepPIIEHCTBYEMOI UM BHOBb (DOPMHUPYEMOii KOMIETEHIIUT

1 | CocraBnenne u OQOpPMIICHHE OPraHW3alHMOHHO-PACIIOPSAUTENFHON TOKYMEHTAllUd |
TEKCTOBBIX JOKYMEHTOB

2 | JlokyMeHTaImoHHOe obecreueHue paboTHI C IIEPCOHATIOM

3 | Opranuszamnus 10KyMEeHT0000pOoTa

4 3KCH€pTH3a ICHHOCTU U UCTIOJIB30BAHUEC JOKYMCHTOB

[Iporpamma pazpaboTrana B COOTBETCTBHH C:

- cneuuduKanyet craHaapToB BOpIACKWILIC MO KOMIETEHIMH «JlOKyMEHTaIlMOHHOE
o0ecrieueHre yIpaBiIeHNUs U apXHUBOBEICHHE,

- po(ecCuOHATBHBIM CTaHAAPTOM «Criermanuct 110 OpraHU3alUOHHOMY "
JOKYMEHTAIIMOHHOMY OOECIICUEHUIO YIPaBJICHUS OpraHu3aiuei» (yTBep)KIeH MpuKa3oM MuUHTpyaa
Poccuu ot 15.06.2020 r. Ne 333n).

K ocBoeHmMIo mporpaMMbl TOMYCKAIOTCS JIMIA, UMEIOIINE cpeaHee mpodeccnoHanbHoe U (WITH)
BbIciee oOpa3oBaHMe. MeEOUIMHCKHE OTpPaHWYCHUsI perjaMeHTHpoBaHbl [lepeduHeM MeEIMIIMHCKHX
IpOTUBOIIOKa3aHuii Mun3apasa Poccuu.

Paboune w™ecTa, KOTOphIE BO3MOXKHO 3aHATH I10 HTOraM OOYYEeHHS 10 IIPOTPaMME:
ceKpeTapb/o(uc-MeHeKep, CEKPEeTaph-IeIONPON3BOIUTENh, TOKYMEHTOBE/, MEHE/KEP IO IEPCOHAITY,
CIIELHAIIACT I10 KaJpaM U KaApOBOMY aAMHUHUCTPUPOBAHUIO.

[MporpaMma peKOMEHIyeTCsl K OCBOCHHIO JIUIIAMH, UMEIOIIUMHE CpeJiHee podeccroHanbHoe H
(unm) BEICIIIEE 0Opa3oBaHUeE.

2.2 TpeGoBaHus K pe3yJbTaTaM 0CBOEHHS MPOrPaMMbI
B pesynabpraTe OCBOGHUS JAOMOJHUTEIBHOW NPO(ECCHOHANBHOW MPOTpaMMbl Y CIIyIIATENs
JOJKHBI OBITH CPOPMHUPOBAHBI KOMIIETEHLIUH, B COOTBETCTBUH C pa3zesioM 2.1. mporpamMMsl.



B pesynbrare 0cBO€HUS MPOrpaMMBbl CITyIIATeb JOIKEH
3Hamo:

- HOPMATHBHBIE METOJMYECKHE JOKYMEHTHl MO JOKYMECHTAIIMOHHOMY OO0ECIeUeHHIO
yIpaBlIeHHS;

- TpeboBaHMA K OpraHU3aLUK HHPOPMALIOHHO-TOKYMEHTAlIHOHHOTO 00CITy>KUBAHUS;

- KJaccU(UKALHUIO CIYKeOHBIX JOKYMEHTOB;

- exauHble TpeOOBaHUS U IpaBuia oGopMieHUs T0KyMeHTOB B cooTBercTBuU ¢ ['OCT;

- BHJBI U COCTaB OJJAHKOB CITYKEOHBIX JOKYMEHTOB;

- oO0mue TpeGOBaHMs K COAEPKAHUIO TEKCTOB CIIYKEOHBIX JOKYMEHTOBB;

- OCHOBHBIC TPYIIBl OPraHU3aLUOHHO-PACTIOPSAUTEIBLHBIX JOKYMEHTOB, OTJIMYHATEIbHBIE
0COOEHHOCTH UX 0OPMIICHUS;

- DTambl COCTABJICHUS CIYKEOHBIX JOKYMEHTOB;

- CcHocoOBI JOKYMEHTUPOBAHUS;

- TpeOoBaHMS K OPraHU3alUK JOKYMEHTO000pOTa OpraHu3aliu;

- oOmue npaBuia U GOpMBI PETUCTPALIN JOKYMEHTOB,;

- TEXHOJOTWYECKHUH MpoIiecc KOHTPOJIS 32 HCIOIHEHHEM TTOpYyUeHHUH PyKOBOIUTEIIS,

- IpaBWJIA U 3TAIlbl COCTABICHUS M OPOPMIICHUSI HOMEHKJIATYPHI A€ OpraHU3allly;

- TpeboBaHMs K (OPMHPOBAHUIO /I B COOTBETCTBHH C HOMEHKIIATYPOH 1€, 0COOCHHOCTH
CHCTEMAaTH3alM1 OTACIBbHBIX BUJOB JOKYMEHTOB;

- IpaBWIA TEKYILETro XpaHEeHHUs JeJI B OpraHu3aLum;

- JTambl HOATOTOBKH JET K cJjaue Ha apXUBHOE XPaHEHHUE;

- IpaBWIA OpPraHU3aLUM APXUBHOT'O XPaHEHUS JIEll;

- COBpEMEHHBIE BUJbI OPTraHU3aOHHON TEXHUKH:

- Ha3Ha4yeHHue, [IPaBUJIA SKCIUTyaTallul U TEXHUYECKOTO OOCITy>KUBAHUS;

-  KOMIBIOTEPHYIO TEXHHKY W  COBPEMEHHBIE  HWH(POPMALMOHHBIE  TEXHOJOTHH,
MpUMEHsSEMBbIE IPH JOKYMEHTHPOBAHUH U OpraHu3aliy padoThl C JOKyMEHTAaMU;

- npaBwia opdorpaduu U MyHKTyaIud PyCCKOTO SI3bIKa;

- TpeboBaHUS K KAYECTBY BBHITTOTHAEMBIX paboT

Yymemp:

- TIOJb30BAaTHCS HOPMATHBHBIMU METOANYECKHMH JTOKyMEHTAaMH IO JOKYMEHTAIHOHHOMY
00ecTIeYeHHIO YIIPaBIICHHS;

- OIpenensiTh HOPMBI BpEMEHHU Ha JICTONPOU3BOACTBEHHBIE OIICPALIH;

- KOHCTPYHPOBAaTh Pa3IMYHbIC BUJIbI OJIAHKOB CITYKEOHBIX JJOKYMEHTOB;

- COCTaBNSTh, PEAAKTUPOBaTb H  O(GOPMIATH  OpPraHU3ALMOHHO-PACTIOPSIUTEIbHbIC
JTOKYMEHTBI OpTaHH3aIiH;

- BecTH paboTy C IOKyMEHTaMH (PKCIEIUIHMOHHYI0 00pabOTKy, perucTpannio, KOHTPOJIb
WCTIOJTHEHHS, CIIPABOYHO-WH(OPMAITHOHHYIO paboTy);

- COCTaBISTH U 0OPMIISITH HOMEHKIIATYPY JIE] OpraHU3aIINH;

- (QopmupoBath J1esia B COOTBETCTBUU C HOMEHKJIATYPOH JIEI;

- TPOBOJIMTH TEKYIllEe XpaHCHUE IOKYMEHTOB;

- I[OJrOTaBJIMBATH JieNa K Iepeaye Ha apXuBHOE XPAHCHUE,

- WCIIOJIb30BATh OPTaHU3ALIMOHHYIO TEXHHKY B MPOGECCUOHANBHON JIEATENLHOCTH;

- TOJb30BaThCA TEPMHUHOJIOTHEN EIOBOH peyn;

- TIOJB30BaThCS COBPEMEHHBIMH CIIOBAPSIMH M CIIPABOYHBIMU W3JAHHSAMHU IO PYCCKOMY
SI3BIKY U MIPAKTHYECKOH CTHUIIUCTUKE;

- OTCJIEXHBATh JIOTMUECKYIO IOCIEAOBATEIBHOCTh IOCTPOCHHS O(UIMANIbHO-IeTOBBIX
TEKCTOB IOKYMEHTOB, ITPOM3BOJUTH POBEPKY (PaKTHUECKOTO MaTepHaa,

- NPaBWIBHO YNOTPEOIATh KOPPEKTYpPHBIE 3HAKH B XOJ€ NPAaBKH O(UIIHATBHO-IEIOBBIX
TEKCTOB, PEIaKTUPOBATH CITy>KEOHBIE JOKYMEHTHI;

- TOJTOTaBJIMBATH JOKYMEHTHI PA3IMYHON CTETIEHH CIIOKHOCTH;



- WCIIONB30BaTh MH(POPMAIMOHHBIE TEXHOJOTHH MPU JOKYMEHTHPOBAHUU U OpPTaHH3AIUU
paboTHI C TOKyMEHTaMH;
- o0ecre4nBaTh Ka4eCTBO BBIMTOIHAEMBIX PaOOT.

3. Coaep:xanue nporpamMmbl

Kareropus cimymateneil: iwma, UMEIOMNE WM TONYYaONIUe CpefHee MpodecCHoHaIbHOE U
(unn) BEICIIIEE 0Opa3oBaHUE.
Tpynoemkocts 00ydeHust 144 akageMHUUECKUX daca.
dopma oOyueHHs: OYHAs WM OYHAS C NPUMECHEHHEM JUCTAaHIIMOHHBIX 00pa30BaTEIbHBIX
TEXHOJIOTUH.

3.1. YueOHBIH MJIaH

B Tom uncne ®opma
No FHaumeHoBasme Moyl Bceero, | mexuu | mpaxT. MPOMEXYT. | KOHTPOJS
aK.dac. | u 3aHATHSA | U UTOT.
KOHTPOITb
1 2 3 4 5 6 7
Mopnynsb 1. Cranaapts! Bopnackumic 3auer
U crienuduKays cTaHIapToB
1 Bopaackunic no KoMrneTeHnun 4 3 ) 1
" | «loxymeHTanimoHHOE 00OECTIeUeHUE
YIPaBIEHUS U apXUBOBEJICHHEY.
Paznensr cienmdukanum
Monyns 2. AkTyanbHbIe TpeOOBaHUS
5 | PriHKa Tpy/a, COBPEMEHHBIC 3 3 ) )
" | TexHONOTUHU B IPO¢hecCHOHATEHON
chepe
Mopnyinp 3. Ob1ie BOpocs! o
3. | paboTe B cTaTyce caMO3aHITOTO 2 2 - -
Monyns 4. TpeGoBaHust 0XpaHsl 3auer
4. | TpyZAa ¥ TEXHUKH O€30MaCHOCTH 6 2 3 1
IIpakTHueckoe 3aHsATHE HA
5. | ompeneneHne CTapTOBOTO yPOBHSA 1 - 1 -
BJIaJICHNS] KOMIICTEHIEH
6. Mogyns 5. IloaroroBka u 34 10 20 4 3auer
odopmieHHe JOKyMEHTa
7 Mogyns 6. JIOKyMeHTallMOHHOE 34 10 20 4 3auer
obecnieueHue paboTHI C MEPCOHATIOM
g Monynas 7. Opranuzauus 28 10 14 4 3aueT
JIOKYMEHTO000poTa
Monynp 8. DkcnepTr3a HEHHOCTH U 3auer
9. | ucnosap30BaHUE APXUBHBIX 18 6 8 4
JOKYMEHTOB U JIell
10. Hrorosas aTTeCTaI_II/IUf{ 9 ) ) 9 hiie)
(IeMOHCTpaIIMOHHBIN 3K3aMEH)
144 51 66 27

HUTOI'O:

1 I[eMOHCTpaIII/IOHHHﬁ OK3aMCH I10 KOMIICTCHIIMH.




3.2. YueOHO-TeMaTHYECKHII IJIaH

B ToM uncne

Beero, | nmexkuuu | mpakT. | OpOMEXYT. Dopma

aK.Jac. 3aHATHS U UTOT. KOHTPOJIA
KOHTPOITh

No HaunmenoBanue monyneit

1 2 3 4 5 6 7

Moayas 1. CtanaapTsl
Bopaackuiic u cnenupuKkanus
cranaapToB Bopaackuiic mo
KOMIIeTeH M
«JlokyMeHTallHOHHOE
o0ecrneyeHue ynpasJjeHus U
apxuBoBeJeHHe». Paznennl
cneuupuKkanu

4 3 - 1 3auer

AKTyanpHOE TEXHUYECKOE OMUCAHUE
o komneTeHnuu. Crnenudukanus
cranjiapta Bopaackuiic no
KOMIIECTCHIIUHN

1.1

1.2 | IlpomMexyTOUHBII KOHTPOJIb 1 - - 1

Mopnyas 2. AKTyaJIbHBIE - -
TpeOOBaHMsA PBIHKA TPYAA,
COBpeMeHHbIe TeXHOJIOTHU B
npodeccuoHaILHOM cdepe

2.7

PernonanbHbie MEpBI COACHCTBUS - -
3aHATOCTU B TOM YHCJIEC TOMCKA
paboThI, OCYIIECTBIICHUS

2.1 | uHOUBHIYaIBHON 1 1
MpePUHUMATEIIbCKOMN
JIESITEIIbHOCTH, pa0OTHI B KAYECTBE
CaMO3aHsITOTr0

AKTyanbHas cCUTyaIrus Ha - -
PETHOHATFHOM PBIHKE TPy

2.2

CoBpeMeHHbIC TEXHOJIOTUU B - -
2.3 | npodeccuonanmpHOU chepe, 6 6
COOTBETCTBYIOIIEH KOMIIETEHIINU

Moayab 3. O6mue BOMpochl Mo - -
padoTe B cTaTyce CaMO3aHITOr0

Per UCTpalusd B KAYECTBC - -

3.1 0,5 0,5
CaMO3aHSITOTO

Hanor na npodeccnonambHbIH - -
JOXOJ — OCOOBIH PeXUM 0.5 0.5
HAJIOTO00JIOKEHUS IS ’ ’
CaMO3aHSThIX I'pakIaH

3.2

33 Pabora B kauecTBE CaMO3aHATOTO 1 1 - -

Monyab 4. TpeGoBanusi 0OXpaHsbl

6 2 3 1 3auer
TPy/Aa U TEXHUKH 0€30MACHOCTH

2 3austus no TeMam 2.1. 1 2.2 IPOBOAATCSA C y4aCTHEM TIPEACTaBUTENEH MPOPUIBLHBIX OPraHOB UCTOTHUTETBHOIN
BiacTH cyobekTa Poccuiickoit Denepanny v/nim opraHoB MECTHOTO CaMOYIIPABIICHUSI MyHUIUITAILHOTO
obOpa3oBaHus.




4.1

TpeGoBaHus OXpaHbI TpyIa U
TEXHUKHU 0€30MaCHOCTH

4.2

Crenuduanbie TpeOOBaHUSA OXPAHBI
TpyAa, TEXHUKU 0€30MaCHOCTH U
OKpY>Karollei cpeasl o
KOMITETCHIINU

4.3

IIpomexyTOUHBIN KOHTPOJIb

IIpakTHyeckoe 3aHATHE HA
omnpejejieHUe CTAPTOBOT0 YPOBHA
BJIA/IECHUS] KOMIIEeTeHIUeil

6.’

Mopyasb 6. IloaroroBka u
o(opmJieHHEe TOKYMEHTAa

34

10

20

3auer

6.1

HopmarusHsle TpeOoBaHUS K
0(OpPMIIEHHUIO TEKCTa JOKYMEHTa Ha
IK

6.2

JIoKyMeHT 1 criocoOb1
JnokymeHTupoBanus Ha [TK.

6.3

TpeboBanus kK 0hOpMIICHHIO
OpraHM3allMOHHO-
PacHoOpsSAUTEIBHBIX JOKYMEHTOB.
CocTraB pEKBH3UTOB.

6.4

Bbnanxu. Buasl u crioco0bl
odopmIIeHUS

6.5

OpraHu3aImoOHHO-TIPABOBEIE
JIOKYMEHTBI

6.6

PaCHOpﬁILI/ITeJII)HI)IG HOKYMCHTEI

6.7

HNHdopmMaioHHO-cIIpaBOYHbIE
JIOKYMEHTBI

6.8

Cry>xebHas epenucka

6.9

CrenuaibHbIe CUCTEMBI
JIOKYMEHTAIIHH

6.10

[IpoMesKyTOUHBIH KOHTPOIIb

Mopyab 7. JlokyMeHTallHOHHOE
obecrieyeHne padoThI €
TepPCOHATIOM

34

10

20

3avyer

7.1

HopmaTuBHbBIE TOKYMEHTHI B paboTe
¢ Kampamu. 3aIuTa mepcoHaTbHbBIX
JAHHBIX

7.2

Knaccudukanus xaxpoBeix
JOKYMEHTOB. Y HU(HLIUPOBaHHBIE
(OPMBI KaIPOBBIX TOKyMEHTOB

7.3

JloKyMEeHTHpOBaHHE KaJJPOBBIX
orieparii: mpueM Ha paborty

3 Ilpu ocBoeHHMM MOjyJell KOMIETEHIMH OJKHBI ObITh MPELYCMOTPEHBI 3aHATHs, MPOBOJUMBIE C yYacTHEM

paboTojareneii: MacTep-KJacchl, 3KCKypCHU Ha MPEINPHUATHS U HHBIE (POPMBI.

4 B pamkax NPOMEKYTOYHOTO KOHTPOJS 1O MOMYJSM KOMIETEHIMH JIOJUKHO OBITH IPETyCMOTPEHO BPEMS H
BO3MOXKHOCTH U (POPMHUPOBAHUS CIYIIATEISIMH JIMIHOTO MOPT(OINO: Pe3ysbTaTOB CBOMX PabOT, KOTOPHIE OHU

BIIOCJICACTBHUU CMOT'YT NPEACTABUTH pa60To;[aTemo WJIA KIIUCHTY.




7.4

JlOKyMEHTUpOBaHUE KaIPOBBIX
orneparyii; nepeBo (OCTOSIHHBIH,
BPEMCHHBIH )

7.5

JlokyMeHTHpOBaHUE KaAPOBbIX
OIEPALUNA: OTIIYCK

7.6

JloKyMEHTUpOBaHUE KaIPOBBIX
ornepanui: KoMaHJIUPOBKa

7.7

JlokyMeHTHpOBaHHE KaIpOBBIX
ornepauui: MooLpEeHHE,
JIMCHUTUIMHAPHBIE HAPYIICHUS

7.8

JlokyMeHTHpOBaHHE KapOBBIX
ornepanui: yBoJbHEHUE

7.9

VY4eTHbIE JOKYMEHTHI B KaJPOBOMI
ciysx0e: JInynas kapTouka GopMbl
T-2

7.10

TpymoBas kamKKa. TpeboBaHus K
0 OpPMIICHUIO, BEICHUIO, XPAHEHUIO.
OnekrponHas TK

7.11

[IpomexyTOUHBII KOHTPOJIb

Monyab 8. Opranusanus
JOKYMEHT0000poTa

28

10

14

3auyer

8.1

OO0ure npaBuiia OpraHu3au
JOKyMEHT0000poTa Ha
MIpEeINPUATHH.

8.2

®DopMEI U CITOCOOBI PErHCTPALIUU:
KYpHAIbHAS U KapTOYHAS

8.3

[Iprem u 00paboOTKa MOCTYMAIOIIX
(BXOIAIINX) JOKYMEHTOB.

8.4

IToaroroBka UCXOISIIETO
JIOKyMEHTA, pErucTpanus u
OTITpaBKa.

8.5

Perucrpauust BHyTpeHHUX
JIOKYMEHTOB

8.6

KOHTpOHB HCIIOJTHEHHS TOKYMCHTOB.

OrepaTUBHOE XpPaHCHHE

8.7

Opranu3zanyst ”HPOPMaIOHHO-
CHpaBOYHOH pabOTHI 1O
JOKyMEHTaM npennpustus. bassl
JTAHHBIX

8.8

OCOoOEHHOCTH AJIEKTPOHHOTO
JIOKYMEHT0000poTa.

8.9

[IpomexyTOUHBIN KOHTPOJIb

Moayab 9. DxkenepTH3a IEHHOCTH
U HUCI0JIb30BAHNE APXUBHBIX
JTOKYMEHTOB H JIeJI

18

3auer

9.1

HopMmatuBHbIE TOKYMEHTBHI,
peryiupyromme odoecrneueHmue
COXPAaHHOCTH JOKYMEHTOB U I B
PO.

9.2

DKcrepTH3a HeHHOCTH JOKYMEHTOB

93

Homenknatypa aen. @opmMupoBaHue
Jen

9.4

OdopmieHue aena i epeaady B
apXuB.




9.5 OdopmieHrue AKTa O BBIJICICHUU 1 i | i
JIOKYMEHTOB U JIeJ1 K YHUYTOXECHHUIO

9.6 OdopmieHne onucu aen Ass ) ) ) )
nepeiadn B apXuB

9.7 O(bOpMJI?HI/Ie ApXHMBHOM CIPaBKH, ) | | i
apXMBHOW KOMIUHU

9.8 | [IpoMexyTOUYHBIN KOHTPOJIb 4 - - 4

10 | Urorosas arrecranus 9 - - 9

10.1 JleMOHCTpallMOHHBIN YK3aMEH 110 9 ) ) 9 hiie)
KOMIIETCHIIUU
HUTOI'O: 144 51 66 27

3.3. YueOHas nmporpamMma

Moayap 1. Crangaprel Bopaackuiic u cneuupukauus crangapro Bopuaackuwiic mo
KoMIeTeHUMH «JlokyMeHTallMoOHHOe o0eclieyeHHe YNpaBJIeHUS M apXuBOBeleHHe». Pa3nenasnl
cnenupuKanuu

Tema 1.1. Crangapt komnereHun WSSS «/lokymeHTauOHHOE 00ecrieyeHne yIpaBieHUsI
U apXHBOBeIeHHE

Jleknus

Hemxenne WorldSkills. Cranmapter kommerentinii WorldSkills. MadopManms 0 KOMITETEHITHH
«/loxymeHTarmoHHOe oOecrieueHne YNpaBICHHS W apXHWBOBEACHHE». AKTyalbHOE TEXHHYECKOE
onucanue kommeteHuun: crpykrypa TO. Cnenmduranus crangapra Bopaackuic Poccust «Momozpie
npodeccuonans». KoHkypcHoe 3aiaHue.

Monyabs 2. AKTyajdbHble Tpe0OBaHUSl PbIHKA TPYyAa, COBPeMeHHble TEXHOJIOTHM B
npodgeccuoHaIBLHOM cdepe

Tema 1. PernonanbHble Mepbl COAEHCTBHS 3aHATOCTH B TOM YHCIE IIOMCKa paboTsl,
OCYIIIECTBJICHUSI HWHIUBUIYaJIbHOW TNpEeNNpUHUMATEILCKOW JEATeNbHOCTH, paboThl B  KadecTBe
CaMO3aHATOrO

Tema 2. AkTyanbHasi CUTyalusi HA PETUOHAIBHOM PBIHKE TPYJa

Tema 3. CoBpeMeHHBIE TEXHOJIOTHH B TpodeCcCHOHAIBHON cdepe, COOTBETCTBYIOIICH
KoMneTeHuuu. Jlekus.

Bompocsl, BEIHOCUMEIE Ha 3aHATHE:

Hcnons3zoBanne WHPOPMAIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIIOTUHA B JENONPOU3BOJCTBE W
apxuBHOM gene. lIpumenenne pemakropckux mporpamm Ha [IK. Co3manme mabioHOB JOKYMEHTOB.
Hcnonps3oBaHne CHIpaBOYHO-NPABOBBIX CUCTEM JUIA MOMCKA JOKYMEHTOB. CHCTEMBI 3JIEKTPOHHOIO
IOKyMeHTooOopoTa. IIpiMeHeHHe 3IEeKTPOHHOM MOYTHI M OO0JauHBIX TeXHOJIOrui. PopMmupoBaHHE
3JIEKTPOHHOTO apXKBa JOKYMEHTOB.

[IpumeHeHne OprTEXHUKU: MpUHTEp, ckanep, MDY (MHOroQpyHKIHMOHAIBHOE YCTPOWCTBO),
IUIOTTEP, BO3MOKHOCTH HCIIOJIb30BAHMUS B IOBCEJHEBHOM padoTe

Monyas 3. O0mue Bonpochl o padoTe B cTATyce CAMO3aHATOr0

Tema 1. Perucrpamnust B kauecTBe CaMO3aHITOTO

Tema 2. Hamor Ha mpodeccHOHANBHBIA TOXOJ — OCOOBIM PEKHM HAIOTOOOIOKCHHS JUIS
CaMO3aHATBIX I'paXaaH

Tema 3. PaGoTa B kauecTBe caMO3aHITOTO

Monayab 4. TpeGoBaHusi OXpPaHbI TPYAA U TEXHUKHU 0€30MACHOCTH

Tema 1. O0umue TpeOoBaHHMS OXPaHBLI TPyAa U TEXHUKHU 0€30MACHOCTH KOMIETEHINHU
«JlokymeHTanIMOHHOE OOecTieyeHne YNPaBJIeHUsI H APXHBOBEICHUE

Jlexmms.

IIporpamma MHCTpYKTa)Kka IO OXpaHE TpyJa U TEXHHKE 0e30macHOCTU. WHCTPYKITUS MO OXpaHe
TpyJa JJis YYaCTHUKOB U JUIst SKCHepToB. TpeOoBaHMs OXpaHbl TPyIa MMepe]l HadyalloM padoThl, BO BpeMs



paboThl, MO OKOHYAHHK paboT U B aBapUiHbIX cuTyauusx. O0s3aTeIbHOE POXOXKICHHE HHCTPYKTaXKa U
MOJIMTUCAHKUE JOKYMEHTOB 00 03HAKOMJICHUHU.

IIpakTHyeckoe 3aHaTne

CamocrostenbHas pabora ¢ HHCTpykiMed MmO oOXpaHe Tpyaa W TEXHHUKE Oe30MacHOCTH.
Opranwuzarnus pabodero mecra cekperaps, popMupoBanue 0€30MacHOTO pabovYero MecTa.

Tema 2. TexHuka 6e3onacHoOCTH NpH padoTe cO CPeACTBAMHU OPTaHNU3ALUOHHONH TEXHUKHU

Jlekups

Knaccudukamnust opranuzamuonHoi  (opucHoii) TexHuku. (OCOOCHHOCTH YCTAaHOBKH U
0€e301acHOr0 HCIIOIB30BaHus. TeXHIUECKHE XapaKTEPUCTHKH CPEACTB OPITEXHUKH.

IIpakTH4eckoe 3aHATUE

Hcnonb3yst MHCTPYKIHMIO 10 OXpaHe TpyJa M TEXHUKE Oe30MacHOCTH ONpeNeuTh OCOOCHHOCTH
Oe3omacHONW paboOTHl C OpPraHW3AIMOHHOW TEeXHUKOH: IlepCOHambHBIM KOMIBIOTEP, HPHUHTEP, CKaHED,
MHOTO(YHKIIMOHATBHOE YyCTpOWCcTBO. OcoOeHHOCTH pabOThI € IMIWJIOM W WIJIOW TIPH IPOIIUBKE
JIOKYMEHTOB U JIe7l.

Moayas S. IlpakTuyeckoe 3aHATHE Ha OIpeAeIeHHE CTAPTOBOIO YPOBHSI BJIaJAeHHS
KOMIleTeHuHei
[IpakTryeckoe 3aHsATHE HA ONIPEeSICHHE CTAPTOBOTO YPOBHS BIaJeHUSI KOMIICTEHIEH

Mopayasb 6. IloaroroBka u ogopmiieHne J0KyMeHTa

Tema 6.1. HopmaTuBHbIe TpeGoBaHNs K 0OpPMJIEHHIO TeKcTa fokyMeHTa Ha IIK

Jexnug

T'OCT 7.32-2017 CUBH/I. OT4er 0 Hay4YHO-HCCIIEIOBATENbCKOM paboTe. CTpyKTypa M TpaBmiIa
opopmienus. TpeboBanusa k QopMaTupoBaHUIO: TOJNSA, MPHU(TH (CTHIB W pa3Mep), WHTEPBAJIbI,
3aroJIOBKH, I10/I3ar0JIOBKY, HymMepauus crpanul. TpeboBaHus K 0(OPMICHHIO BCTABOK K TEKCTY, CHOCOK,
CCBUIOK, PUCYHKOB, cXeM, rpadukoB. TpeOoBanus Kk oOpMIICHUIO TaOJIUIIBI.

IIpakTryeckoe 3aHaTHe

®dopmaTtupoBaHue Tekcta ¢ codmroneHreM tpeboBanuit [OCT. CkaHUpOBaHUE PUCYHKA, CXEMBI,
rpaduka 1 BCTaBKa €ro B TEKCT cooduieHus, pedepata, opopmiIeHne NOANUCH K pUCyHKY. OdopmieHne
MOCTPAaHUYHBIX CHOCOK C HCIOJB30BAaHHEM CIIPABOYHO-IIPABOBOM CHCTEMbI: MOUCK WIM CBEpPKa C
HOPMAaTHBHBIM JIOKYMEHTOM.

Tema 6.2. JIokyMeHT M c1IOCOOBI JOKYMEHTHUPOBAHUS

Jleknus

Onpenenenuss — MHopmanus, TOKYMEHT, JOKYMEHTHPOBaHHME, HOCUTEIW WH(pOpMaIuu.
Crioco0bl  TokyMmeHTHpoBaHus. Kiaccudukanus ITOKyMEHTOB. YHH(HKANMS W CTaHAAPTH3AIHA B
nenornpon3BoacTBe. CHCTEMBI JOKYMCHTAITUH.

IIpakTuyeckoe 3aHATHE

Ucnonp3oBanue yHUPUIHUPOBAHHBIX ¢GopM npu odopmieHnn AokymeHTOB. llomck dopm ¢
KCIIOJIb30BAaHUEM CIPABOYHO-IIPABOBOM CUCTEMBI

Tema 6.3. TpeGoBaHusI K 0()OPMIIEHUIO OPTAHU3ANUOHHO-PACTIOPSANTEIBHBIX TOKYMEHTOB.
CocraB peKBU3UTOB

Jlexnuu

FOCT P 7.0.97-2016. "Cucrema craHmaproB mo uHpoOpManuu, OHOIMOTEHHOMY H
u3aaTenbekoMy aeny. Oprann3aloHHO-pacopsAUTENbHAs JOKyMeHTauus. TpeGoBaHus K 0(OPMIICHUIO
TOKyMEeHTOB". DopMyJsip W PEKBU3UTHI OPTaHH3AIMOHHO-PACTIOPSANTENBHEIX mokymMeHToB (OPJI).
CocraB pexBm3utoB OPJl u cxema ux pacronoxkenusi. BosmoxkHoctu pemakropckux nporpamm Ha I1K.
bnanku (11a010HBI) JOKYMEHTOB. DIIEKTPOHHBINA TOKYMEHT, IIOHSITHE U TPU3HAKH.

[pakTuyeckoe 3aHATHE




Odopmienue popmysipa-oopasiia ¢ pekBuzutamu. OGopMIICHUE PEKBU3UTOB U MX Pa3MEICHUES
Ha popmate A4, AS

Tema 6.4. baianku. Buabl u cioco0b1 oopmiteHus

IIpakTrueckoe 3aHaTHE

Odopmnenne OnaHka opraHm3anuu (OOLIMH, U MHCEM, JOJHKHOCTHOTO JIMLA, CTPYKTYPHOTO
MoIpa3ieNIeHHsI, KOHKPETHOTO BH/IA TOKYMEHTA).

Tema 6.5. Opranu3auMOHHO-NIPABOBbIE JOKYMEHTbI

Jleknys

Ha3naueHne oOpraHu3allMOHHO-TIPABOBBIX JOKYMEHTOB (YCTaB, TIOJIO)KEHHE, WHCTPYKIUS,
JOJDKHOCTHAsE MHCTPYKLMS, NpaBWiia, IITaTHOE pacmucanue u 1p). OCOOCHHOCTH TEKCTa U COCTaB
PEKBU3UTOB OPraHU3aLIOHHO-TIPABOBOI0 TOKYMEHTA.

IIpakTryeckoe 3aHdTHE
Odopmnenue [Tonoxenuns, JJomKHOCTHON HHCTPYKLIMHT

Tema 6.6. PacnopsiautenbHble JOKYMEHTBI

Jlexkuus

Hasnauenne w ximaccuukamus pacHoOpsAUTENBHBIX JOKYMEHTOB (IIOCTaHOBJICHUE, IPHKA3,
penieHue, pacnopsbkeHue, ykazanne). OcOOCHHOCTH TEKCTa PacHOPSAUTENBHOTO JOKYMEHTa W COCTaB
PEKBU3HTOBR.

IIpakTHUyecKoe 3aHATHE

Odopmnenne [Ipukaza Mo OCHOBHOH NI TENNFHOCTH, MIPUKA3a 10 JTUIHOMY COCTaBY, BBITTHUCKA W3
TpuKasa

Tema 6.7. UndopmanmmoHHO-cIpaBOYHbIE JOKYMEHTBI

Jleknys

Hasnauenne n knaccudukanus cripaBoYHO-HH(POPMAIMOHHBIX JOKYMEHTOB (JOKJIaIHas 3aIicKa,
MIPOTOKOJI, CIpaBKa, akT, cilyxkeOHoe muchbmo). OCcOOEHHOCTHM TEKCTa CIPaBOYHO-WH(POPMALIMOHHBIX
JOKYMEHTOB U COCTaB PEKBH3HUTOB.

IIpakTuyeckoe 3aHATHE

Odopmnenue [Iporokona, Akra, CripaBku

Tema 6.8. Ciry:keOHas nepenucka

IIpakTH4eckoe 3aHATHE

OdopmiieHne City)xe0HOro (KOMMEPUYECKOT0) MUChMa, ICKTPOHHOTO coo0mmeHus. OcoOeHHOCTH
TEKCTa U COCTAB PEKBU3UTOB.

Tema 6.9. CnienuajbHble CHCTEMbI JOKYMEHTAMHU

Jleknus

Hasnauenne u knaccudukanms JloroBopHo-mpaBoBasi AOKyMEHTALUs: JOTOBOP, MPOTOKOJ
pa3HOTIacHi, aKT BBITIOJHEHHBIX pa0dOT, KOMMEpUYECKUH aKT, MPeTeH3us, UCK. TpeOoBaHus K TEKCTaM U
PEKBU3HTHI, NCTIOIB30BaHNE YHU(PUIIMPOBAHHBIX (POPM U CIIPABOYHO-IIPABOBOI CHCTEMBI.

Hasnauenwne u xinaccudukaius KaapoBoi JoKyMeHTaluu. TpeOoBaHUs K TEKCTaM U PEKBU3UTAM.

[pakTuveckoe 3aHATHE

Odopmienne AOTOBOpa, akTa BBINOJHEHHBIX paboT, 3amojHEHHE YHH(DHUIUPOBAHHBIX (QOpPM,
WCTIOJIb30BaHKE CIIPABOYHO-IIPABOBOI CUCTEMBI

MOAYJIb 7. lokyMeHTaMOHHOE o0ecrieueHue padoThl C IEPCOHAIOM

Tema 7.1. HopmaTmBHBIE NOKYMEHTHI B pafdoTe ¢ KaapaMH. 3aluTa NepCOHAJBHBIX
JAHHBIX

Jlekups

3aKOHOMATENIbHBIE U HOPMAaTHUBHO-METOANYECKHE NOKYMEHTH P® 1o TpynOBBIM OTHOIIEHUSM.
TpynoBoii kogekc P®. ®3 «O 3amure NEpCOHANBHBIX JaHHBIX», HOPMATHBHBIE JTOKYMEHTBI IIO
TPYJOBBIM KHIDKKaM, YHU(UIIMPOBAaHHBIE (OPMBI IO yUETY TPyAa U 3apabO0THOM TuIaTe.



IIpakTuyeckoe 3aHATHE
CamocrositensHas padora ¢ TpyaoBbiM KogekcoM PD: 0TBETH Ha BOIIPOCHL.
CrpykTypa 1 ocHOBHEIE TOHATHA D3 «O 3amuTe NepCOHATBHBIX TaHHBIX)

Tema 7.2. Kiuaccmpukxanmmsi KagpoBBIX JAOKYMEHTOB. YHH(GUIMPOBAHHBIE (OPMBI
Ka/IpOBBIX JOKYMEHTOB

Jlekups

JIOKyMEHTBI 110 JIMYHOMY COCTaBy (KaJpOBBIE JTOKYMEHTHI), JTUYHBIE JOKYMEHTHI COTPYIHUKOB.
Konmunm nuuHBIX 1OKyMeHTOB. JIOKandbHBIE HOPMATHUBHBIE AaKThl IO TPy [JOBBIM OTHOLICHHSM.
OpraHu3allMOHHbIE JOKYMEHTHI KaipoBoil ciyxObl. IlpaBmiia BHYTpeHHEro TpPyIOBOIO paclopsiaKa.
I'paduk ormyckoB. I'paduk cmenHoctu. [lonoxenne o6 oruate Tpyna. IlonoxkeHne o Oyxrairepckom
ydeTe U MPHUII0KEHUS — KaJIpoBble POPMBI JOKYMEHTOB.

IIpakTryeckoe 3aHdTHE

Iloaroroska yHH(UIMPOBAHHBIX (OPM MOOKYMEHTOB JUIA CBOETO NPEANpPUATHA. AHAIU3 U
KOPPEKTUPOBKA YHU(PHULIUPOBAHHBIX (hopM.

Tema 7.3. loKyMeHTHPOBaHHE KAAPOBLIX ONepaluii: mpueM Ha padoTy.

Jlekups

[opsimox nmpuema coTpyaHUKa Ha paboTy. JJOKyMeHTHI, HEOOXOOUMbIE MPH MpHeMe Ha padoTy.
[Mopsinox odopmileHnsT TOKYMEHTOB IIpH IpuemMe Ha padoty. Pestome, 3asBieHue, TpyIoBOH IOTOBOD,
npukasz o mpueme Ha paborty, Jlnunas kaprouka ¢opmsel T-2, aBroOuorpadus, ankera, GopMHUpOBaHHUE
Jlnunoro nena. OdopmiieHHe 3anKceil B TPYIOBYIO KHHKKY

[pakTHyYecKOe 3aHATHE
Cocrasienue u opopMIICHHE TPYIOBOTO JOTOBOPA, TIPHKa3a O MpreMe Ha paboTy

Tema 7.4. JlokyMeHTHPOBaHUEe KAPOBBIX ONepanmii: nepeBox (MOCTOSTHHBIN, BpeMeHHbIIH)

Jleknys

[lonsTre mepeBojia, BUIBI MEPEBOJA: MMOCTOSHHBIN/BPEMEHHBIN, 10 WHUIMATHBE paboToaaTeNs,
no wHHLOMaTuBe pabotHuka. [lopsmox odopmieHHs AOKYMEHTOB MpH MepeBoAe, HEOOXOAMMOCTh
JONOJHUTENFHOTO COTJIAIICHHS, 3allUCh B JIMYHOM KapTouke ¢opmbl T-2, 3amuch B TPyIOBOH KHHUXKKE,
Taberne yaera pabodero BpeMeHH.

IIpakTrueckoe 3aHaTue

Odopmienne JOKyMEHTOB 10 NEPEBOAY — IPHUKa3 IO JIMYHOMY COCTaBy. BHeceHue 3ammceil B
porpaMmy KaapoBOTro ydera.

Tema 7.5. JIoOKyMEHTHPOBAHHE KA/IPOBLIX ONePalUii: OTIIYCK.

Jleknys

TlonsiTue oTIycKa, BUJABI OTIIYCKOB: OYEpPEIHOM, €KETOAHBIM, OIUIauMBaE€MbId, MO YyXOay 3a
peOeHKoM, akagemMuueckuii (yueOHbIN), 3a cBod cueT. I'padpuk ormyckoB. [lopsimox odopmiieHus
JOKYMEHTOB IIpU MPENOCTABICHUU OTIyCKAa COTPYAHMKY. Pa3neneHue OTIycka Ha 4acTH, IEPEHOC
OTITyCKa

IIpakTryeckoe 3aHaTHe

Odopmnenne rpaduka OTIIYCKOB, OCOOEHHOCTH TEKCTa, COCTaB pPEKBU3UTOB. OdopmiieHue
IprKasza O MPEeJOCTaBICHUU OTIYCKa. 3amuch B Tabene ydera pabouero BpeMeHU. BHeceHHe NaHHBIX B
IporpamMmy KaJpoBOro y4yeTa

Tema 7.6. [lokyMeHTHPOBaHHE KAJAPOBBIX Ollepaluii: KOMAHAUPOBKA

Jlexnus

[onsTHE cyXeOHOH KOMaHIUPOBKH, BHIBI KOMaHAWPOBOK. [lomoeHHWe O KOMaHIMPOBKaX.
[Nopsimox odopmieHnss TOKYMEHTOB IpH HAlpaBICHUH COTPYAHUKA B CIYy)KEOHYI0 KOMaHIHPOBKY:
WHULMATUBHBIA IOKYMEHT, CIIy>K€OHOE 3alaHue, IPUKa3 O HAlpaBIeHUU PaOOTHHKA B KOMaHIUPOBKY,
ABaHCOBBIM OTYET.

IIpakTrueckoe 3aHaTHE

Odopmienne npukaza 0 KOMaHIUPOBKE pPaOOTHHKA/paOOTHHUKOB. 3amojHEHHE Tadens ydera
pabouero BpeMeHH. BHECeHHE JaHHBIX B MPOTPaMMy KaJIpOBOTO ydeTa




Tema 7.7. JIoKyMeHTHpPOBAaHHE KAaJAPOBBIX OIepalUii: MOOIIPeHHe, AUCHHILINHAPHBIE
HapyLIeHUs

Jlekuus

[lonsaTne mnoompeHne: MopaiabHOE, MaTepuanbHoe. JIOKalbHBIM HOPMATHUBHBIM akT o
noompeHusix: Qopmel  moompenus. [lopsmaok  JOKYMEHTHpPOBaHHUSI MOOLIPEHUH, HArpakAeHUil.
OcoOeHHOCTH TEKCTOB NMPHKA30B, COCTaB PEKBU3UTOB.

TloHsiTHE JUCUMIUIMHAPHOTO B3bICKAHWA. BUIbI JUCUMILIMHAPHBIX B3BICKAHWN: 3aME4aHHUE,
BHIFOBOp, yBoibHeHue. [lopsimox  odopmiieHHs  OOKYMEHTOB MpPU  BBIHECEHHH  PaOOTHHUKY
JUCLHUIIMHAPHOTO B3bICKaHUs. OCOOEHHOCTH TEKCTOB IPHKA30B, COCTaB PEKBU3UTOB.

IIpakTH4eckoe 3aHATUE

CocraBnenne u odopmiieHHE TEKCTa MPUKA30B O MOOLIPEHHWH, O B3bICKAHUM HA OCHOBAHHU
MIPEJICTaBJICHHBIX TOKYMEHTOB. BHeCeHNe JaHHBIX B IPOTpaMMy KaJpOBOTO ydeTa

Tema 7.8. JlokyMeHTHPOBaHUEe KAIPOBBIX ONepanMii: yBoJIbHEHHE

Jlexnusg

Pacrop:xeHne TpyanoBoro noroBopa (yBOJIbHEHHE) pabOTHHMKA MO WHHWIMATHBE PAaOOTHHKA, IO
WHHUIMATHBE paboTomaTels, 10 HE3aBUCANIMM OT BOJHM CTOPOH mNpuunHaMm. [lopsmok odopmieHus
JIOKYMEHTOB IIPH YBOJIbHEHUH, YYUTHIBAsL IPUYHMHBI YBOJIbHEHUS.

IIpakTrueckoe 3aHaTre

Odopmienne npukaza 0 pacTOpKEHHUH TPYIOBOTO JOTOBOpa Ha OCHOBAaHHWW MPEACTABICHHBIX
JOKYMEHTOB. 3amuch B Tabene ydera pabodero Bpemenu. Odopmienne TpyaoBOH KHMKKH W JTUYIHOU
KapTOYKH NpH YBOJILHEHUH. BHECeHNE TaHHBIX B TpOrpaMMy KaJpoBOTO ydeTa

Tema 7.9. YyeTHbIe JOKYMEHTHI B KaAPOBOii ciay:k0e: JImunas kaprouka ¢. T-2

[pakTuyeckoe 3aHATHE

ITouck dopmer T-2 B crnpaBOYHO-TIPABOBOWM CcHCTeMe. 3amojHeHne W odopmiieHne JImaHoM
KapTOuku. BHeceHHe NaHHBIX B MPOrpamMMy KaJ[pOBOTO y4eTra

Tema 7.10. TpynoBas kam:kka. TpeOoBaHusI K 0(pOPMIICHUIO, BEICHUIO, XPAHEHHIO.
Jaextponnas TK

Jlekups

TpynoBasi KHI)KKa: HOpMaTUBHBIE TpeOoBaHMs. Paznensl TpynoBoil kHmxkKH. Pacuer TpynoBoro
craxa. TpeOOBaHUS MO BEICHHUIO M XPAaHEHUIO TPYZOBOM KHIKKH. JKypHan ydera ONaHKOB TPYIOBBIX
KHIDKEK M BKIaaplmied K Hel. Kuura nBwKeHHs TPYAOBBIX KHIDKEK, TpeOOBaHUS 10 BeIEHUIO,
3aMlOJTHEHUIO M XPaHEHUIO. DJIEKTPOHHAS TPY10Basi KHIKKA — YCIOBHS OOPMIICHUSL.

IIpakTryeckoe 3andTHE

3anonHeHue OJIAHKOB TPYMOBOM KHMXKKH: TUTYJIBHBIA JIUCT, CBEIEHHA O IIpUEME, IIepEeBOE,
YBOJIbHEHMH, CBEICHUS O HAarpaKJIEHHUAX U MOOIIPEHUSIX.

Monyab 8. Opranusanus 10KyMeHT0000poTa

Tema 8.1. O0mme npaBuIa OPraHu3anuM JOKyMeHTO000pOTA HA NPeNPUSITHA

Jlekuus

HopmartuBHble oKyMeHTHI. MIHCTpYKIHS 1O ATONPOU3BOACTBY Ha mpeanpustun. OnpeneneHue
noHsATHs "mokyMeHTooOopoT". CTpykTypa u oOmas XapaKTepUCTHKa JOKYMEHTONMOTOKOB. OO0beM
JOKyMEHTOO00pOTa yUpexIeHHsA. Y4eT KOJIMYecTBAa M KauecTBa JOKYMEHTOB OpraHu3anuu. MeTons
ydera M COKpaiieHust o0beMa T0KyMeHT000opoTa. OCHOBHBIE 3Talbl Pa0OTH C JOKYMEHTaMHU

Tema 8.2. ®opMBbI U crIOCOOBI perucTPalu

Jlekrmsa
Perucrpanmst — mens u npuHIMIBEL. DOpMBI perucTpanuu — XypHaiabHas u kKapTouHas. CrocoOs
peTUCTpallil — TpaauluoHHas (pydHas) ¥ 3JekTpoHHas. (OcoOEHHOCTH IKYpHaJIbHOH (HOPMBI

peructpanuu. Mcnons3oBanne HoMeHKIIATYphI A€, KI1acCU(UKATOPOB IS HHACKCAIUN JOKYMEHTOB.
IlpakTHueckoe 3aHATHE




3HakOMCTBO ¢ (OpMaMH >KYpPHAJOB DETHCTPAllM, CO3AaHUE >KYPHAIOB pErUCTpalud B
3JIEKTPOHHOM (hopMaTe C UCTIOJIb30BAaHNEM 3JIEKTPOHHBIX TaOJIUII.

Tema 8.3. [Ipuem u 00padoTKa MOCTYNAKIIMUX (BXOASIINX) JOKYMEHTOB

[pakTryeckoe 3aHATHE

MapmpyTu3aiusi  BXOJSIIEr0o  JTOKyMeHTooOopora. TexHomoruss 00paOOTKH  BXOJSIIETO
JOKyMeHTa. Perucrpaiius BXOASAIIMX MHCEM B CO3JaHHOM KypHalle PEerUCTpalldy. 3aroIHeHUE KypHasia
peructpanuu: OTOOp HEPErMCTPUPYEMBIX JOKYMEHTOB, MPOCTABJICHHE OTMETKM O TMOCTYILICHHU
JOKYMEHTA B OPTaHU3aIUI0, HHACKCAIHMS JOKYMEHTOB C UCTONb30BaHHeM HoMeHKIaTypsl aed.

Tema 8.4. [loaroroBka UCXOsIIEr0 TOKYMEHTA, PerUCcTPAIUs U OTIPaBKAa

IIpakTHUdeckoe 3aHATHE

[loAroToBUTH OTBET HA MHUCHMO, TMOCTYIMUBIIEE IO AIEKTPOHHOM mouTte. OPOPMHUTH MHCEMO Ha
OJlaHKe C TIOANHCHIO PYKOBOAWUTEIS TPCANPHSTHA. 3apeTHCTPHPOBAThL B DJIEKTPOHHOM KypHAie
PETUCTPALMU U MOATOTOBUTH K OTIPaBKe (IOYTOH — B KOHBEPTE, MO AJIEKTPOHHOW TMOYTE — CKAHHPOBATh
OPUTHHAN U IPUKPETHCH K OTBETHOMY 3JIEKTPOHHOMY COOOIICHHIO.

Tema 8.5. Peructpanusi BHyTpeHHHX IOKYMEHTOB

[IpakTrueckoe 3aHaTHE

CucreMaTH3upoBaTh BHYTPEHHHMX JOKYMEHTBl 110 TPHUHAIJICKHOCTH. 3aperucTpupoBaTthb
BHYTpPEHHHE JOKYMEHTHI (Tosioxkenue, /U1, 3asBnenue, yBe1oMiIeHue, JOKIAIHYIO 3aITUCKY.

Tema 8.6. KoHTpPO/1b HCIIOJIHEHHS IOKYMEHTOB

Jleknys

Buasl xoHTposnsi. 3HaueHue, MPUHIMIBI U TPeOOBaHUS K OPraHM3allid KOHTPOJS WCIIOJHEHHS
JOKYMEHTOB B J€JONpOM3BOACTBE. KaTeropmm [MOKyMEHTOB, Hojuiexamux KoHTpoato. Cpoku
UCTIOJIHEHUA JOKyMeHTOB. OOpaboTKa MCIOIHEHHBIX W OTHPABISIEMBIX JOKyMeHTOB. KoHTpomp 3a
HUCIIOJIHCHUEM. ABTOMaTI/ISI/IpOBaHHBIe CHUCTEMbI KOHTPOJIA 3a HCIIOJIHCHHUEM JOKYMCHTOB. KOHTpOHB
TEXHOJIOTHH JIOKYMEHTOB ¢ ucnons3oBanueM [1K. OnepatuBHoe (Tekyliee) XxpaHeHHE JOKYMEHTOB.

Tema 8.7. Opranmsanusga UHPOPMAUMOHHO-CTIPABOYHOM PpaldoThl MO JAOKYMEHTaM
npeanpusaTus. baspl JaHHBIX

Jlekuus

IlonsTe 6a3a HaHHBIX MO JOKyMeHTaM opraHu3anuu. Kiaccudukamuss  0a3  JgaHHBIX.
Bo3moxHOCTH HCMONBb30BaHUsl 0a3 JaHHBIX B MH()OPMAIMOHHO-CIPABOYHOH paboTe MO AOKyMEHTaM
MPEANPUATHS

IIpakTryeckre 3aHATUL

Co3pmanne 6a3pl JaHHBIX IO JOKyMEHTaM Ipenpustus. Vcrmonb3oBaHuEe 31€KTPOHHON (HOpMBbI
XKypHasla perucTpanuu. Peructpaius JoOKyMeHTOB, HHAEKcalMs ¢ Ucnoib3oBaHueM HoMmeHknaTypsl nen,
CKaHUPOBaHHE TPATUIMOHHOTO JOKYMEHTA, IPUKPEIUIEHUE 3JIEKTPOHHBIX U CKAHUPOBAHHBIX JOKYMEHTOB
K pEruCTpallMOHHOMN 3aIlHCH.

Tema 8.8. Oco0eHHOCTH JIEKTPOHHOI0 JOKYMEHT0000pOTa

Jleknus

[lepexox or TpamumuoHHOro  (OYMaXXHOrO)  JOKYMEHTOOOOpPOTa K  DIEKTPOHHOMY
nokymentoobopory (30). HopmartuBhas 6aza D/10. CucTeMbl 3JEKTPOHHOTO AOKYMEHTOOOOPOTA.
OcHoBHBIC TOHATUSA, Uenu U 3agaun [lpeumymectBa um Hegoctatku COJl. TexHonoruss XxpaHeHuUs
AIEKTPOHHBIX JTOKYMEHTOB U 3aI[UTa WH(GOPMAINK B WHOPMAIIOHHBIX CHCTEMaX.

[pakTuyeckue 3aHATHS

3HAKOMCTBO C CHCTEMOM AJIEKTPOHHOTO JOKYMEHT0000poTa, pyHKImH u Bo3MoxkHocTn COJl Ha
mpumepe «1C: JlokymeHTo060poT». OCHOBHBIE TEXHOJOTMYECKHE OIEpaluu C JOKYMEHTaMHU:
MPUMEHEHHE 3JIEKTPOHHOM MoAanucH, oOpadoTka M perucTpauusi, MOCTAaHOBKA HAa KOHTPOJb, Ieperada
JOKYMEHTa MCIIOJIHUTEIO0, (POPMHUPOBAHHUE AIEKTPOHHOTO apXuBa, HH(POPMALMOHHO-CIIPABOYHAs padoTa.
MapmpmiauI/I;I JOKYMCHTOIIOTOKOB. Brmmmonmaenne ACIOIIPOU3BOACTBEHHBIX onepaunﬁ B CHCTEMC




AJICKTPOHHOTO JIOKYMEHT0000POTAa.
Monayab 9. O6ecnieueHne COXPaAaHHOCTH U MCIOJIb30BaAHHE APXUBHBIX JOKYMEHTOB H JIeJI

Tema 9.1. HopMmaTuBHBIE JOKYMEHTBI, peryJupylomue odecrneyeHne COXPAHHOCTH
JOKYMEHTOB U e B P

Jlekups

HopmarusHbie nokymeHTsl PO 1 nokagbHbIe HOpPMaTHBHBIEC aKThI, PETYIUPYIOIIHE o0ecreueHne
COXPaHHOCTH [JOKYMEHTOB M Jed. llepedeHb THIOBBIX YIpPaBIEHYECKHX APXUBHBIX IJOKYMEHTOB,
o0pasyromuxcsi B IpoLecce IEATENbHOCTH TOCYAapCTBEHHBIX OpPraHOB, OPraHOB MECTHOTO
CaMOyTIpaBJIeHHs U OpraHU3ali, ¢ yKa3aHHeM CpPOKOB XpaHeHHs, IIpaBuia opraHuzanuu XpaHEHU,
KOMILJIEKTOBaHHMSI, yUeTa M MCIOJIb30BaHUA JTOKYMEHTOB ApxuBHOro QoHaa Poccuiickoit @enepannu u
IpYyTHX apXuBHBIX [JOKYMEHTOB B OpraHax TOCYJapCTBEHHOM BIAacTH, OpraHax MECTHOTIO
caMmoymnpaBieHus: U opranusauusax. llonosxenue o6 apxuse, IlpaBuna paboThl apxuBa OpraHU3alNH,
WHcTpykius no AeI0nponu3BOACTRY.

Tema 9.2. JkcnepTH3a HEHHOCTH JOKYMEHTOB

Jlekups

[lonsatTHe 00 »KcmepTU3e LEHHOCTH. OTambl SKCIEPTHU3bl LEHHOCTH. OKCIEPTHAS KOMHCCHSL.
[omoxxenue 06 skcrieptHOM Komuccuu (JK). Haznauenne DK, ee cocras u pynkiun. [Iporokomnst JK.

Tema 9.3. Homenkatypa aen. @opmupoBanme e

Jleknys

Ompenenenue, Ha3zHadeHne HoMeHKimatypbl nmen (HJ). Bumger HJI - Tumomas, mpumepHas u
uHauBuayanbHas. [lopsgok odopmieHus, coriacoBanusi u  yrBepxkiaeHus HJ[. HMcnomnb3oBanue
HOMEHKJIATYphI Jie]l B ONlepaTHBHOM XpaHEHHH, B pabote apxuBa opranuzauuu.llopsgokx Gopmuposanus
neln B coorBeTcTBHH ¢ HJI.

IIpakTuyeckoe 3aHATHE

Odopmnenne HomeHknaTypsl A€l CTPYKTYpPHOTO TOApa3ACiCHUs, OINpelesieHHe CpPOKOB
XpaHEeHUsl, TOCIEA0BaTEIbHOCT pa3MelleHus 3aroioBkoB gnen. Mupekcanmsa gen B HJI. Cocras
PEKBHU3HUTOB

Tema 9.4. OpopmiieHue aena 1Jis1 nepeavv B apxXuB

Jleknus

HopmaruBHble TpeOGoBaHHs MO OGOPMIICHHIO /€T MOCTOSHHOTO CPOKa XPaHEeHWUs, M0 JIUYHOMY
coctaBy. [IpaBuia opopmieHus aei: cBepka TOKYMEHTOB I10 3arojIOBKY M CPOKaM XpaHEHUsI, HyMeparusl
JUCTOB, BHYTPEHHSAS OMHUCHh JTOKYMEHTOB NPU HEOOXOAWMOCTH, JIMCT-3aBEPUTENb Jena, odopmieHwue
00JIOKKH JIeJla TIOCTOSTHHOTO cpoka xpaHeHus. Odopmienue Jlmunoro aena corpyaauka. OcoOEHHOCTH
(hopMupoBaHus u apxuBHOTO XpaHeHus. OhopMiICHHE IeTa BpEMEHHOTO CPOKa XPaHCHUS

IpakTnyeckas padora

OdopmieHne Jiena IMOCTOSIHHOTO CpOKa XpaHEHWs: CBepKa JOKYMEHTOB IO 3arojioBKYy U
HOMEHKJIAType JIeN, 10 CPpOKaM XpaHEHHs, Pa3MEUICHUE B XPOHOJOTHYECKOM TOPSIKE, COCTABICHUE U
odopmileHHe BHYTPEHHEH OMNKCH, HyMepalus CTpaHUIl, 3alojHEeHHEe Nucta-3aBepureis. OdopmiieHue
00oxku nena. [IlpommBka nema B 4 mpokona. Mcrnonb30BaHue caHUTapHOTO JHCTa

Tema 9.5. OpopmiteHne AKTa 0 BbIIeJIeHUH JOKYMEHTOB H JieJ] K YHHYTOKeHUI0

IpakTrueckas padora

[IpoBeneHne SKcHEpTH3bl LEHHOCTH JOKYMEHTOB M aen. OmnpeneineHne HOPMaTHUBHBIX
JOKYMEHTOB 10 CpOKaM XpaHEeHHs. YCTAaHOBJICHHE MCTEKIIEro Cpoka XpaHeHus. IIlpuMeHeHue
CIPaBOYHO-IIPABOBOM cHCTeMBbI 1 morcka hopmbl Akta. Odopmienrne AKTa 0 BBIACICHUN TOKYMEHTOB
1 Jel K yHHIToxkeHHI0. OdopMiteHne IpoToKojIa IKCIIEPTHON KOMUCCHH O COTJIACOBAHUU AKTA.

Tema 9.6. OopmiteHre onycH AeJ1 AJIs Nepeiauy Ha ApXUBHOE XPaHEHHe
IIpakTuyeckas pabora




HpOBCI[eHI/Ie OKCHCPTU3bl HEHHOCTU ANOKYMCHTOB M OCII. BBII[GHCHI/IG ACT MMOCTOAHHOI'0 CpOKa
XpaHeHUs, B TOM YHCJIE Jejia Ha 3JIeKTpoHHOM Hocutene. [louck ¢opmbl Omnmcu aen MOCTOSHHOTO
XpaHEeHUs] ¢ WCIOJIb30BAHUEM CIPAaBOYHO-NPaBOBOW cucTeMbl. OdopmiieHre omucH jeid (ToJ0BOTO
pasmena) mocTostHHOro xpaHeHus. OdopMIIeHHE TPOTOKOJA JKCIIEPTHOW KOMEICCHH O COTJIACOBAHUH
OIKCH JIeNT TIOCTOSIHHOTO Cpoka xpaHeHwus. [IpoBeneHne 3KCrepTH3bl IIEHHOCTH JOKYMEHTOB M JEI I10
JUYHOMY cocTaBy. OTOOp JeNn Mo JUYHOMY COCTaBy, OINpeJAeieHHe CPOKOB XxpaHeHus. llouck opmer
OITMCH JIeTI TI0 IMYHOMY COCTaBY C UCIIOJIb30BAaHUEM CIIPABOYHO-TIPaBOBOi cucteMbl. OdopMiteHHe omucH
nen (roJoBOro pasjenia) Mo JIMYHOMY cocTaBy. OdopmiieHHEe NpPOTOKOJNAa 3KCIEPTHOH KOMHUCCHH O
COTJIACOBAHHH OMKCHU JICN IO JIMYHOMY COCTaRBY.

Tema 9.7. OpopmiieHue apXUBHOM CIPABKM, APXUBHOI KONUU

Jleknus

OmpeneneHue, Ha3HAYCHWE apXWBHOW KOIHMH, AapXWUBHOM BBIMHCKH, apXWBHOW CITPaBKH.
TpeboBanus x odopmienuto. TexHomorus TOATOTOBKH U odopmieHue. CocTaB pPEKBHU3UTOB,
O0COOCHHOCTHU TEKCTa

[pakTnyeckas padora

Ilonck ¢opmBl apxXMBHOW CHpPaBKH C WCIOJIB30BAHWEM CIPABOYHO-IIPABOBO  CHCTEMBI.
CocraBiieHHE TEKCTa apXMBHOU CIIpaBKH, OCHOBaHUE Juisi ee Bbyiaun. OQopMIIeHHE apXUBHOW CIPaBKU
Ha OCHOBaHWH IPEJCTABICHHBIX apXWBHBIX M€l Ha ONaHKE OPraHW3alliU/apXUBHOTO YUPEKICHHS.
[onmucanne u perucrpanusa. OdopMieHne apXWBHON KOMIHH, apXWBHOW BBIMUCKUA C 00S3aTENbHBIMU
PEKBU3UTAMMU, 3aBCPAIOININMHU IMOJJIMHHOCTD Hpe):[CTaBJ'IeHHOfI I/IH(i)OpMa]_II/II/I.

4. OpraHu3aloOHHO-IIeJAroruYecKue yCJI0BUS peaau3aluu NporpaMmMbl

4.1. MarepuaJbHO-TeXHUYECKHE YCJIOBHUS PeaJTU3aANNUA TPOrPaMMBbI
MatepuanbHO-TEXHHYECKOE OCHAIICHHE PA00YMX MECT MPENoIaBaTess IPOrpaMMbl M CIyIIaTems
MIPOTPaMMBI OTPAXKEHO B MPIIIOKEHUH K IIPOTPaMME.
MartepuanbHO-TEXHHYECKOE OCHAIIEHHWE IPOBEINCHHUS JEMOHCTPAIIMOHHOTO »J3K3aMeHa — B
cooTBeTcTBHU ¢ MH(PpacTpykTypHbM JIuctoM KO/l 1.2 I3, ucmons3yeMoro Juis MPOBEJACHHUS UTOTOBOH
aTTECTALUU 110 IPOrpaMMe.

4.2. Y4eOHO-MeTOIMYeCKOe obecnieyeHre MporpaMmbl

— TEXHHYECKOE ONMHCAaHNEe KOMIICTEHIINH;

— KOMIIJICKT OHCHO‘IHOfI JOKYMCHTallMK IO KOMIICTCHIIUH

— TIeYaTHBIC pa3aTOYHbIC MaTePHAIbI IS CITyIIaTeNeH;

— yueOHbIE TOCOOUS, U3JAHHBIX 110 OTJIENBHBIM pa3/ieiaM IMPOrpaMMEbl;

npoghunvHas iumepamypa:

- Abymanze I.I'. lokyMeHTalMOHHOE 0o0ecTieueHNe YIpaBIeHHsI IIEPCOHAIIOM : yUYeOHUK U
mpaktukyM it CIIO / [.I.A6ynaaze, WN.b.Bempsokknaa, B.M. MacnoBa. — MockBa : u31aTensCTBO
IOpaiit, 2016. — 299 c. — Cepus: mpodeccrnoHanbHOE 00pa3oBaHNe

- Bapmynn B.B. [lokymeHTanmoHHOe OOeCICUYCHUE YIpaBJIeHUs . y4eOHHK /
B.B.Bapmynn. — Mocksa : FOCTULINS, 2018. — 272 c. — (Cpennee npodeccrnoHaTsHOE 00pa3oBaHue).
- JlokymeHTanmmonHoe  obecreuenne ympamienmss : ydeonmk / C.A. T'motosa,

A.}O.Konskos, I0.M. Kykapkuna, E.A. Ckpunko ; mox o6m. Pex. T.A. beikoBoit. — Mocksa: KHOPYC,
2018. —266 c. — (Cpemnee nmpodeccnoHaTbHOE 00pa30BaHHE).

- JloKkyMeHTanmMoOHHOEe O0eCTicUeHrEe yIpaBleHUs (IEeTOMPON3BOACTBO) : yuebd. mocodue /
T.A. beikoBa, T.B. Ky3uerosa, JI.B. Cankuna ; mox o6mr. pen. T.B. Ky3nenoBoii. — 2-¢ u3j., nepepad. u
norn. — M. : UHOPA-M, 2019. — 304 c. + Jlon. MmaTepuanbl [DIeKTPOHHBIN pecypc; Pexxum mocTyma
http://www.znanium.com]. — (Beicmiee oOpa3oBanue: bakanaspuar). - Pexum  gocrymna:
http://znanium.com/catalog/product/1016098

- JlokyMeHTallMOHHOE O0ecIIeYeHre YIpaBIIieHUs (IeIOMPOU3BOJCTBO) : yued. mocodue /
T.A. Beikora, T.B. Ky3ueriosa, JI.B. Cankuna ; nox o6 pen. T.B. Ky3nenosoii. — 2-¢ u3j., nepepad. u
non. — M. : UHOPA-M, 2019. — 304 c. + Jlon. maTepuansl [DIEKTpOHHBIA pecypc; Pexum goctyna



http://www.znanium.com]. — (Cpennee mnpodeccuoHaipHOoe o0Opa3oBaHue). - Pexum mgocryna:
http://znanium.com/catalog/product/1018055

- KoupunennuansHOE AETONPON3BOCTBO: yieOHoe mocodue / T.A. 'yryeBa. — 2-¢ m3n.,
nepepad. u gon. — Mocksa: UHOPA-M, 2020. — 199 c. — (Briciee oOpa3oBanue: bakanaspuar). —
www.dx.doi.org/10.12737/23514. - Tekcer: 3JIEKTPOHHBIH. - URL:
http://znanium.com/catalog/product/1048497

ompacnesvie u Opyaue HOPMAMueHvle OOKYMEHMbL:

— Tpynosoii konekc Poccuiickoit @enepannu: OenepanbHblii 3akoH oT 30 qexadps
2001 r. Ne197-®3 (B pen. ot 23.07.2013 r.) // «Poccuiickas razera» — CoOpaHue 3aKOHOJATENbCTBA
P®. 2002. Nel. Cr. 3.

- l'ocymapcTBeHHass cucreMa AOKYMEHTALMOHHOIO OOECIICUEHHs YIpPaBICHUS.
OcHoBHble moNOXeHUs. OOmmMe TpeOOBaHWA K JOKyMEHTaM MW clyk0aMm JOKYMEHTallHOHHOTO
obecneuenus. — Been. 1988—05-25. — M.: BHUMJA/, 1991. - 75 c.

- Poccuiickas ®Deneparusa. 3akoHbl. O MEepCOHANBHBIX AAHHBIX [DJIEKTPOHHBII
pecypc] : denep. 3akon : [mpunsaT Loc. dymoii 08 urosis 2006 r. : omo6p. CoBerom Deneparuu 14
nroirst 2006 T.]

- Oenepanpabiii 3akoH oT 22.10.2004 Ne 125-®3 "OO6 apxXuBHOM Jele B
Poccuiickoit @eneparun'.

- Oenepanpablii  3akoH  oT  27.07.2006 Ne 149-®3 "O6 wuHpopmarmmy,
HHPOPMAIMOHHBIX TEXHOJOTHAX U 3aliuTe nHpopManuun'.

— ®enepanpHblii 3akoH 0T 06.04.2011 Ne 63-D3 "O0 snexTpoHHON moamucH".

- [Ipuxa3z ®epepanbHoro apxuBHoro areHtctea or 11.04.2018 Ne 44 "O6
YTBEPKACHUHN IPUMEPHON MHCTPYKIIMH IO JENONPOU3BOJCTBY B TOCYJapCTBEHHBIX OpraHU3anusx".

— [Ipuxa3 Pocapxusa ot 20.12.2019 N 236 "OO0 ytBepxaenun [lepeuns THIIOBBIX
yOpaBICHYECKHX  apXUBHBIX  JOKYMEHTOB, oOOpasylomuxcs B Ipolecce  AesTEeIbHOCTH
rOCYJapCTBEHHBIX OpPIraHOB, OPraHOB MECTHOIO CAMOYIPABJICHUS M OpTraHU3alud, C YyKa3aHUEM
CPOKOB HX XpaHeHHus".

- Wnctpykius no npumeneHuio [lepedHsi THUMOBBIX YHpPaBIEHUECKUX ApXHMBHBIX
JOKYMEHTOB, O0Opa3yloIIuxcs B IpoOLEcce [EsITENbHOCTH TOCYIApCTBEHHBIX OpPraHOB, OPraHoB
MECTHOTO CaMOYIIpaBIIEHHS] M OpraHM3alWi, C yKa3aHHEM CPOKOB HX XpaHEHHUs, YTBEp)KICHa
npukazom Pocapxusa ot 20 nexabpst 2019 Ne 237.

- [Tpuxa3 Pocapxusa ot 02.03.2020 N 24 "O0 ytBepxaeHun [IpaBun opranuzanuu
XpaHEHUs, KOMIUICKTOBAHHUS, yUeTa M HCIOJNB30BaHMs JTOKYMEHTOB ApxuBHOTO (oHma Poccuiickoit
@denepaii U APYTUX apXHUBHBIX JOKYMEHTOB B TOCYAApCTBEHHBIX W MYHHULMNAIbHBIX apXuBax,
My3esiX 1 OMOIroTeKax, HayqIHbIX OpraHu3anusIx"

- [Ipuka3 MunkynsTypbl Poccunm ot 25.08.2010 Ne 558 "OO6 yTBepKIeHHH
[lepeuHss THUMOBBIX YNpaBIEHUYECKHX aAPXHMBHBIX JOKYMEHTOB, 0Opa3ylollMXcsi B Ipolecce
JEeSATEIbHOCTH TOCYNapCTBEHHBIX OPTaHOB, OPTaHOB MECTHOI'O CaMOYINpPAaBJICHHUA U OpPraHU3alMi, C
yKa3aHUEeM CPOKOB XpaHeHUs"

- [lepeyeHb THUMOBBIX  YHpaBICHUYECKHMX JOKYMEHTOB, OOpa3ylomuxcs B
JeATENbHOCTH OPraHu3alMi, C yKa3aHUEM CpPOKOB XpaHeHUs yTB. PykoBoaurtenem PenepanbHou
apxuBHOH ciry>x051 Poccun 06 okt. 2000 r.

- [IpaBuna opraHM3aluy XpaHEHUs, KOMIUICKTOBAHHMS, y4eTa W HCHOJIb30BAHHSA
IOoKyMeHTOB ApxuBHOTO ¢oHaa Poccuiickoii deneparyiy U Ipyrux apXUBHBIX TOKYMEHTOB B OpraHax
rOCy/IapCTBEHHOM BIIACTH, OpPraHaXx MECTHOTO CaMOYIIPAaBJIEHUS W OpPraHM3allUAX, YTB. MPHUKa30M
MunkyneTypsl Poccuu ot 31.03.2015 N 526

- [IpaBuna nenonpou3BOACTBA B T'OCYAAPCTBEHHBIX OpPraHax, OpraHax MECTHOTO
caMOYIIpaBJIeHHUs, YTBEPKIeHbI prka3zoMm denepanbHOro apxuBHOro areHrcTa ot 22.05.2019 Ne 71.

- I'OCT P 7.0.8-2013 Cucrema craHZapToB 10 WH(GOpPMAINH, OUOITHOTEYHOMY H
W3JlaTeNbCcKoMy Jeny. Jlemonpou3BOACTBO M apXWMBHOE Jeno. TepMUHBI W ompenesneHus (yTB.
npuka3zoM denepanbHOro areHTCTBa MO TEXHUYECKOMY PEryIMpOBaHMIO M MeTposoruu ot 17.10.2013
Ne 1185-cT)



- I'OCT P 7.0.97-2016 Cucrema ctanaapToB 1o uH(GOpMaIuu, OUOIMOTCUHOMY U
n3garenbckoMy  geny.  OpraHu3alMOHHO-paclopsiiuTeNbHas — AOKyMeHTauus. IpeOoBaHue K
oopmnennto nokymeHToB (yTB. mpukazoM DenepanbHOr0 areHTCTBA IO TEXHUYECKOMY
perJ'II/IpOBaHI/IIO u metposoruu ot 08.12.2016 Ne 2004-cT).

Metoanueckue pexkoMenaanuu o npumerenuto ['OCT P 7.0.97-2016 "Cuctema
CTaHAapTOB 10 uH(popMarmy, OWOMMOTEYHOMY M H3AaTelbckoMy aermy. Opranu3aiioHHO-
pacmopsiauTenbHas JOKyMeHTauus. TpeOoBaHMe K oQopmieHHI0 gokyMmeHToB" / Pocapxus,
BHUUJA, M., 2018

- I'oOCT 7.32-2017 CHUBUJ. Otuer O Hay4yHO-HCCIEAOBATEIbCKON paboTe.
CrpykTypa u npasuia odopmwiieHus. (BBeaeH B aeiictBue IIpukasom Poccranmapra ot 24.10.2017 N
1494-cT)

- 9NEeKMPOHHBIE PECYPCHL.

- www.vniidad.ru - Bcepoccuiickuli HayYHO-MCCIIEAOBATENbCKHIA HWHCTUTYT
JOKyMEeHTOBeZleHHs u apxuBHoro aena (BHUMA)
- archives.ru - Odunuaneuelii caiit ®PenepanbHOr0 apXWBHOTO areHTCTBA

(Pocapxusa)
- http://www .profiz.ru/st/ - Kypuan « CEKPETAPb-PED®EPEHT»
- OdurmanbHEIi caliT onepaTopa MeXIyHapOJHOTO HEKOMMEPYECKOTO JIBIKCHUS

WorldSkills International - Coro3 «Monoasle mnpodeccuonansl (Bopnackmmine Poccuns)»

(a1eKTpOHHEIH pecypc) pexum goctyna: https://worldskills.ru;

- Enunas cucrema akTyanmpHBIX TpeOoBaHM Bopmackumic (31eKTpOHHBIHN
pecypc) pexum nocryna: https://esat.worldskills.ru.

— o¢unManbHBIA caliT omepaTopa MEXIYHapOIHOro HeKkoMMepdeckoro aBmxenust WorldSkills
International - ATEHTCTBO pa3BUTHs MPO(HECCHOHATHFHOTO MacTepcTBa — (DIEKTPOHHBIN pecypc).
Pexxum noctyna: https:/worldskills.ru;

— eIWHAas CHCTEMa aKTyalbHBIX TpeOoBaHUN Bopaackmuic (SIEKTPOHHBIM pecype) pPeKuM
nocryma: https://esat.worldskills.ru.

4.3. Kaaposble yca0BuA peaju3aliy MPOrpaMMsbl
KonnuectBo memarornyeckux paOOTHUKOB ((PU3NYECKUX JIHI[), MPUBICYEHHBIX IS
peanu3auuu nporpamMmbsl _ 4en. M3 Hux:
® cepTU(UIUPOBAHHBIX  OJKCHEpTOB  Bopiackumic 1O  COOTBETCTBYIOLIEH
KOMIIETEHLIMM __ Yell.;
® CepTU(UIIMPOBAHHBIX IKCIIEPTOB-MACTEPOB BOPIICKUILIC 110 COOTBETCTBYIOMICH
KOMIIETEHLIMM __ Yell.;
@ DKCIEpPTOB C MPABOM NPOBEAEHUS YEMITMOHATA MO CTaHIapTaM Bopaackuiic no
COOTBETCTBYIOIIEH KOMIETEHIIMU __ 4Yell.

Benymmii  nmpenogaBatens nporpamMmbl  — 3KcnepT Bopiackuiic  co  crarycom
cepTu(UIMPOBAHHOTO dKcnepTa Boprnackuic, win cepTuUIMPOBAHHOTO 3KCIEepTa-mMacTepa
Bopaackwic, wiam 3kcnepra ¢ MNpaBOM U OMNBITOM IMPOBEACHHS YEMIIMOHATa MO CTaHAapTaM
Bopnackumic. Begymuii npenoaaBaTenb MporpaMMbl IPUHUMAET y4acTHE B peaju3allid BCEX
MOILyJ'[GfI 7 3aHATHH IIporpamMmsal, a TaAKXKC ABJIACTCA I'NTABHBIM 3KCIICPTOM Ha JEMOHCTPALIMOHHOM
JK3aMEHe.

K OTACIIbHBIM TEMaM MW 3aHATHAM 1O M[OporpaMme MOryT OBITh IIPUBJICYCHDBI
JOTIOJTHUTENbHBIE MPENOIABATEIH.

5. OneHka Ka4yecTBa OCBOEHHSI POrPaMMBbI
HMrtoroBast arrecTarusi POBOIUTCS B (POPME JIEMOHCTPAIMOHHOTO K3aMeHa.

5 K pabote B 5K3aMeHALMOHHONH KOMHUCCHH JOJKHEI OBITh IIPUBJICYEHB! IPEACTaBUTeNE paboTonaTeneii u ux
00beIUHEHNH.



Hnst wroroBoit arrectamuu  ucnonb3yercas KOJ Ne 1.2 «Koporkue mnporpammel»y 10
KOMIIETCHIIMU «J{OKyMEHTAaI[MOHHOE O0eCIeUYeHUE YIMPABJICHUS W apXUBOBEICHHE», Pa3MEIICHHBIN B
banke osrtamonHbix mnporpamm Axanemuu Bopiackuiic Poccusi. banmiabl 3a BBINOJHEHWE 3aJaHUN
JTEMOHCTPAITMOHHOTO JK3aMEHA BBICTABIIIOTCS B COOTBETCTBHHM CO CXEMOW HAYHCICHHUS Oalios,
npuseneHHor B KOJI. Heo0XonumMo OCyIIeCTBUTH MEPEBO/| MOTYYCHHOTO KOJIHYECTBA OAIJIOB B OLICHKU
«OTIUYHOY, «XOPOLIO», «YAOBIECTBOPUTEIBHOY, KHEYJOBICTBOPUTEIBLHOY.

6. CocTtaBuTe/IM NPOrpaMMbl

Pazpaborano Axanmemuert Bopnackumic Poccus coBMECTHO ¢ cepTHHUIIMPOBAHHBIMHU
(xopHeBbIMM) HdKcnepramMu Bopaackwiic Poccus u opraHuzanusiMi, OCYIIECTBIISIOLIIMMU
00pa30BaTEIbHYIO 1EATEIbHOCTD.



[TpunoxxeHne K AOTOJIHUTEIBHON MPOQecCHOHATEHON

MPOrpamMMe MOBBIIICHHS KBATU(UKAITUN

«O01mee 1 KagpoBoe JAETOTPOU3BOICTBO (C yUETOM cTaHmapTa Bopiackumic

10 KOMITeTeHINH «/{oKkyMeHTannoHHOe o0ecTieyeHne yrpaBiIeHus: 1 apXUBOBEACHIE) )»

MarepuaJbHO-TEXHUYECKOe OCHALIlEHHE PA00YHX MeCT NMpenoAaBaTess NPOrpaMMbl U CIyIIaTeJist
NPOrpaMMbl

MaTepI/IaHBHO-TGXHI/I‘{eCKOC OCHAIICHUEC pa60qer0 MECTa nNpenoaaBaTeiid MporpaMmbI:

Kommue Texauueckue
Bux sanstuit HaumeHnoBanue HaumenoBanue CTBO XapaKTEPUCTHKH,
IIOMEIIEHUS 00opynoBaHus JIpyrue KOMMEHTapuu
(mpu HEOOXOJMMOCTH)
1 2 3 4 5
Jlexuun Ayautopus KommnsroTep 1
MynbTUMETUIHBINI 1
MIPOEKTOP
DKpaH 1
Jlocka 1
[Mpaktuueckue | KommerotepHsiit | O6opynoBanue,
3aHSATHS KJacc OCHaIlleHHe pabounx
MECT, HHCTPYMEHTHI U
pacxoaHbIe MaTepUabl —
B COOTBETCTBHH C
UHQPaCTPYKTYPHBIM
JIMCTOM IO KOMIIETEHIH
Bopnackuiinc
TectupoBanne | Kommnbrorepnsiii | Kommbrorep 1
KJ1acc

MatepuaiabHO-TeXHHYECKOE OCHAI[eHHEe paboyero MecTa CIyIaTesist IPOrpaMMBI:

Komnnue TexHuueckue
B N HanmMeHnoBanue HanmMeHnoBanune CTBO XapaKTEpUCTUKH,
1L SAITiH MTOMEIICHUS 000pyI0BaHUS JIpyTre KOMMEHTapHH
(ipu HEOOXOTUMOCTH )
1 2 3 4 5
Jlexuun Aynuropus KomnsroTep 1
IIpaktruueckue KomnbroTepHsbiit Ob6opynoBanue,
3aHATHA KJ1acc OCHaIlleHHEe pabounx
MECT, UHCTPYMEHTHI U
pacxo/Hble MaTepHabl
— B COOTBETCTBHUHU C
HHPPACTPYKTYPHBIM
JIUCTOM T10
KOMIIETEHLIUU
Bopaackuiic
TectupoBanue KomnsroTepHsiit KomnbroTep 1
KJIacc
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