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1. HEJIM 1 3AJAYN OCBOEHUSA JUCIHUIIJIMHBI

Henn oCBOEHUS OUCUUIUIMHBI (MOIYJIA) KaApOBOE IEIONPOU3BOACTBO U APXHBBI
NOKYMEHTOB II0 JIMYHOMY COCTaBy — JaTh CTyJEHTaM CHUCTEMHOE INPEACTABICHUE O
CKJIaJIbIBAHUM U PA3BUTUHU KAJPOBOM JOKyMEHTaluu B Poccum Kak HEOThEMIIEMOM 4acTU
IIPOLIECCA YIIPABIIECHUS [IEPCOHAIIOM.

3agauu: HAyYUTh CTYIEHTOB IPAMOTHO COCTaBISATh U OPOPMIIATH JOKYMEHTHI IO
YIPABJIEHUIO IEPCOHAIIOM; O0YYUTh METOAAM PabOThI C KaJPOBBIMU JOKYMEHTAMHU.

2. MECTO JUCIMIIVIMHBI B CTPYKTYPE OOII BO

JIMcuMIinHa YuTaeTcs B HUKIE (PaKyIbTaTUBHBIX TUCLUIUIMH.

W3ydeHne MuCIUIUIMHBI 0a3UpyeTCsl HA 3HAHUU CTYIEHTaMU CJIETYIOIINX JUCIUILINH
y4eOHOro IUIAHA: «JloOKyMEHTalMOHHOE oOecrieueHue YIPaBICHUS,
«JlOKyMEHTOBEICHHEY.

MeTob1 TpOBEICHUS 3aHATHI: JIEKIIMHM, CEMUHAPBI, Ta00paTOpHbBIE pabOTHI.

3. TPEBOBAHMSI K PE3VJBLTATAM OCBOEHUSI COJEPKAHUS
JUCHMUILIAHBI

[Iporiecc wW3ydyeHHs] AMCHMIUIMHBI HampaBieH Ha (OpMHpPOBAHHE 3IIEMEHTOB
cinenyromux kommnereHuuid B cooTBeTcTBUH ¢ PI'OC BO mo mgaHHOMY HalpaBiIEHUIO
MOJrOTOBKH (CIEIIUAILHOCTH):

0) npodeccuonanbubix (ITK)

[1K-3 Opranu3zanusi XxpaHeHHs JOKYMEHTOB.

B pe3ynbrare 0CBOCHUS TUCHUILUIMHBI 00yUYarOIIUecs TOKHBI:

3namo:

- OCHOBBI 3aKoHojarenbcTBa P®, perynupyloiye oOpraHu3alui0 XpaHCHUS
JIOKYMEHTOB 10 JINYHOMY COCTaBY B apXHBax;

- MpaBuUJIa CUCTEMATU3alMKU U XPAHEHUS JOKYMEHTOB 10 JUYHOMY COCTAaBY;

- cuctemy apxuBoB P® U OCHOBHbIC TEHJEHIMH B WX Pa3BUTUHU, OCHOBHBIC
HampapJICHUS WX pPabOThl M CcHEIU(HUKY, METOJIUKY XpaHEHHUS W HCIIOJIb30BAHUS
JIOKYMEHTOB B apXHBaxX OpraHu3aiui U rocy1apCTBEHHbBIX apXUBaX;

- TIOPSAZIOK JOCTYyNa K IOKYMEHTaM 10 JUYHOMY COCTaBY B apXMBE OPraHU3aIMU U B
rocyapCTBEHHOM, MYHHUIIUNIAIbHOM apXHBE.

Ymems:

- BBITIOJIHSATH ONEpariu 10 00paboTKe JOKYMEHTOB Ha CTaJUU UX XPAHCHHS;

-OpraHU30BBIBATh TEKYIIIEE XPAaHEHHE JIOKYMEHTOB IO JIMUHOMY COCTaBy U HUX
MOATOTOBKY JIJIs Iepe/laur Ha apXUBHOE XPaHEHUE;

- pa3pabaTbiBaTh HOPMATHUBHBIC TPABOBBIC JIOKAJIbHBIC aKThl, HEOOXOAUMBIEC B
NEATETPHOCTH OpTraHu3anuu (MOJOKEeHWe 00 apXWBe OpraHW3aIfH, IOJIOKEHHE 00
AKCIEPTHON KOMUCCHUM OpraHu3aIum).



Braoemos:
-METOJaMU

OpraHu3anuu XpaHCHUA, IMPOBCACHUA

OKCIICPTHU3BI OCHHOCTHU

HOKYMCHTOB, OIIMCaHUA W HCIOJb30BAHUA JOKYMCHTOB, COACPIKAIINX IICPCOHAJIbHBIC

JTaHHEBIE.

4. CTPYKTYPA U COAEP KAHUME JUCIIUIT/IMHBI

4.1. CTpyKTYypa IMCHUTIIHHBI

OO6m1as Tpy10€MKOCTh JUCIUIUIUHBI COCTaBIACT 3 3aueTHBIX eauHull (108 vaca).

< Bunapl yaeGHO# paboTHI, DopMBI TEKYIIIETO
§ BKJTIOYAst KOHTPOJIS
B g CaMOCTOSTEIIbHYIO padoTy YCIIEBa€MOCTH (10
Ne Pasnen é 8 CTYJICHTOB HeoelsiM cemecmpa)
n/n JUCLUTINHBI 3 % U TPYZIOEMKOCTb (B yacax) ®opma
5 JI nm| n3 | Cp IIPOMEKYTOUHOH
on aTTecTaluu (no
cemecmpam)
Paznen 1 5 2 6 100
1
Hroro 5 2 6 100 3auer

4.2. Temarnyeckumii ILUIAaH OCBOCHHS JHUCIHHILIMHBI
e TeJIbHOCTH U BU/IbI CAMOCTOATEIbHOM (BHEAYIMTOPHOI1) padoThI

o BHAAM Y4eOHOM

HanmeHoBaHue Coaeprxanue yueOHOro MaTepuaa Dopmu-
pa3aesioB U TeM (TeMbl, IepeYeHb PACKPbIBA€MbIX BOIIPOCOB): O0bem | pyemble
JICKIMH, MPAKTHYECKHe 3aHATHS (CEeMUHAaPBbI), yacoB/ | komme-
HHIMBHAYAJIbHbIC 3AHATHS, CAMOCTOATE/IbHAsA padoTa 3.e. TeHUHH
o0yyalomuxcs, KypcoBasi padoTa (1o Teme)
1 2 3 4
5 cemecTp
Paznea 1.
Tema 1.1. Jleknun: KaznpoBoe nenonpon3BoacTBO, €T0 1IK-3
Kaaposoe 3aKOHOJIaTE€JIbHOE U HOPMATUBHO-METOINYECKOE 2
JEJIONPOU3BOJCTBO, | peryiupoBaHHeE.
€ro [IpakTuyeckue 3aHATHUs (CEMUHAPHI):
3aKOHOMATCIBPHOC U 3aKOHBI, CTAaHAAPTHI U UHCTPYKIUH, PETIIAMEHTHPYIOLINE
HOPMAaTHUBHO- KaJIpOBOE JIETIONPOU3BOACTBO




METOINYECKOE CaMocTosTenbpHas paboTa
pEryJIupoBaHHUE. YreHune TEKCTOB 3aKOHOB, CTAHIAPTOB, MHCTPYKIIUH
12

Tema 1.2. Jlekmmu: CoctaB M OCOOCHHOCTH pPabOTHI C KaJApOBOH 1IK-3
CoctaB u JIOKyMEHTaluen
0COOEHHOCTH [TpakTHyeckue 3aHATHs (CEMUHAPHI)
paboThI ¢ KafpoBoi | 3amonHeHne YHUPHUIUPOBAHHBIX (HOPM KaPOBBIX 2
JOKyMEHTaIue. JIOKYMEHTOB

CamocTosaTenpHas padora

CocraBnenue 6a3pl yHU(PUIIUPOBAHHBIX (DOPM KaIPOBBIX 12

JIOKYMEHTOB
Tema 1.3. Jleximu: ITpaBuma opopmieHust JOKYMEHTOB 110 TIpUEMY,
[IpaBuna YBOJIBHEHUIO, TIEPEBOTY PAOOTHUKOB. 2 1IK-3
odopmIteHHs [IpakTuyecKue 3aHATHS (CEMUHAPBI):
JOKYMEHTOB T10 Cemunap 1.
npuemy, CamMocTosTenpHas paboTa
YBOJIBHCHHIO, [Moaroroeka kK cemunapy 1
epeBoy 12
pPabOTHHUKOB.
Tema 1.4. Jlekuuu: TpynoBble KHMKKH M IIPaBUJIa UX BEJICHUSI. 1IK-3
TpynoBbie KHMXKKM | [IpakTuUecKye 3aHATHS (CEMUHAPEI) P
U IIpaBuja uxX 3anoJHEHNUE TPYAOBON KHMKKH
BCACHHA. CamocrosTenbHas paboTta

AHanms3 cTaTell 110 TEME 3aHATHS 12
Tema 1.5 Jlekiun: @opMHUpOBaHKE U BEICHNE JTUYHBIX JI€]I U yYETHO- 1IK-3
dopmupoBaHue U CIIPABOYHBIX KAPTOTEK.
BEACHUEC JTUIHBIX [IpakTrUyeckue 3aHATHS (CEMUHAPDI) P
A€ U y4E€THO- CocTaBJ€HHUE MaKeTa Y4€THO-CIIPABOYHOU KAPTOTEKH
CIIPaBOYHBIX CamocTosaTenpHas padora
KapTOTEK. CocrapieHre MaKeTa y4eTHO-CIIPAaBOYHOM KapTOTEKU 12
Tema 1.6 | Jlekiuu:  JIOKyMEHTHpPOBaHHWE  OLECHKH  JCSITCILHOCTH IIK-3
JloKyMEHTHPOBAHHE | paGOTHUKOB
OILICHKHU
NesITeIbHOCTH
pPabOTHHUKOB.

[IpakTuyeckue 3aHATHS (CEMUHAPHI)

Benenue arTecTaliMoOHHOTO Jiefia COTPYAHHUKA

CaMocrosTenbpHas paboTa 14

Benenue artecTaliioHHOTO Jiejia COTPYAHHUKA
Tema 1.7. IIpaBuna Jlexnuu: 1IK-3
COCTaBJICHUS [IpaBuia cocraBiieHHs JIOKYMEHTOB 00 OTHycKax, O
JOKYMEHTOB 00 KOMaHIUpPOBaHUU pabOTHHUKOB, MaTepUaIbHON
OTITyCKax, O OTBETCTBEHHOCTH, 3aIIUTE KOMMEPUYECKON TailHblI.
KOMaHIMPOBaHUU [IpakTrueckre 3aHATHs (CEMHHAPDI)




pabOTHHUKOB, Cemunap Ha Temy: [IpaBuia cocTaBieHHS TOKYMEHTOB 00

MaTepHaTLHOM OTITyCKaX, 0 KOMaHIMPOBAHUN PAOOTHUKOB, MaTEPHATLHOM

OTBETCTBEHHOCTH, OTBETCTBCHHOCTH, 3aIIUTE KOMMEPUYCCKON TalHBI.

3aIIATe CamMocTrosTenbHasg padoTta

KOMMEPYECKON 3HAKOMCTBO C JJOTOBOPOM O MaTEPHAJILHOMU 12

TaMHBL. OTBETCTBEHHOCTHU

Tema 1.8. Jlexnmu: Opranu3anus paboThl C KQJIPOBBIMU JOKYMEHTAMHU. 1IK-3

Opranusanus [IpakTUyecKue 3aHsATHs (CEMUHAPHI)

paboTeI ¢ Cemunap Ha Temy: KagpoBblii 1OKyMEHTO060POT

KazpoBbIMH CamMocTrosTenbHasg padorta

AOKYMCHTAMHU. IloaroroBka K CEeMHHApPY 14

Buj uToroBoro KOHTpoUIs (3a4er, 3x3aMeH, AudepeHIIMPOBaHHbBIN 3a4eT) 3a4er
| BCEI'O: |108

Cemunapckoe 3anaTue Nel
Tema: I'ocynapcTBeHHOe peryJiMmpoBaHue KaJApoBOro /1eJI0npou3BoaAcTBa (4 yaca)
Bomnpocs! 11t 06cyxaeHus:

1. Ob1iee noHATHE ASTONMPON3BOACTBEHHOIO 0O0ECIICUEHUs CUCTEMBI YIIPABICHUSI IEPCOHATIOM.

2. 3axkoHoparenbHble akThl P®, Vka3zel u pacnopspkenus Ilpesmpenra PO, I[locranoBineHus
[IpaBurenscTBa PO periiaMmeHTHpYIOINE CO3JaHNe KOHKPETHBIX KaJPOBBIX TOKYMEHTOB.

3. PernmamenTanuus opopmieHus KaapoBsix JokyMeHTOB B 'OCTax, yHuduuupoBaHHBIX CUCTEMaX
JOKYMEHTAIUH, KiIacCu(UKATOpaxX TEXHUKO-YKOHOMUYECKON U coruanbHoi nadopmanuu, ['[COY.

4. CoBpeMeHHas perjJaMeHTalls CO3JaHus KaJpOBBIX JOKYMEHTOB Ha YPOBHE MUHUCTEPCTB U
BeIOMCTB. [lepeunciinTh TOKYMEHTBI U paCKpbITh UX COJIEpPKAHUE.

5. MHCTpYKTUBHO-METOAMYECKUE MATEPUAIbl NPEAIPUATAN W OpPraHu3alUid II0 CO3JAHUI0 U
0 OpPMIIEHHIO KaIPOBBIX TOKYMEHTOB.

5. OBPA3OBATEJIBHBIE TEXHOJIOT'UH

[Tpu 0cBOEGHUU JUCIUIUIMHBI UCIIOJIB3YIOTCS CIIEIYIOLIME COUETaHUs BUJIOB y4eOHOI
paboThI ¢ MeTOAaMH U (hOpMaMH aKTUBU3AIUH TTO3HABATEIHHOM AESTEILHOCTH OaKaaiaBpoB
JUIA  JTOCTIKEHUS  3alUIaHMPOBAHHBIX  pPE3ylbTaToB OOydeHHs U (POpMHpPOBAHUS
KOMITETEHIIHM:

1. MudopmaninoHHO-pa3BUBAIOIIME TEXHOJNOTHH. VI3yuyeHHe  TEeopeTHUeCKOro
Marepyansa Ha  JIEKIMSIX C  MCIOJIb30BAHUEM  KOMIBIOTEPHBIX  TEXHOJIOTHIA.
CaMocTosATenbHOE M3yUYEHHUE CIIeUaIbHON Yy4eOHON W HaydHOW JIMTEepaTyphl, BKIOYAs
AIIEKTPOHHBIE CPECTBA HH(POPMAIUH.

2. Pa3BuBaromue  mpoOJIEMHO-OPHUEHTUPOBaHHbIE — TexHonoruu. PabGora Ha
MPAKTUYECKUX 3aHATUAX C AKTUBU3alMUEW MBICIUTEIbHON aKTUBHOCTH, CIHOCOOHOCTH
BUJIETh TIPOOJIeMy U BBIOMpAThH CIOCOOBI €€ pa3perieHus (oOmas JUcKyccus, paboTa B
KOMaH/I€ ¥ UHAUBUIYalIbHAS E€ATEIbHOCTD).

3. JIMYHOCTHO-OPUEHTUPOBAHHBIE  TEXHOJOTMM  OOy4YeHus. Y4eT  YypOBH:
CIOCOOHOCTEM oOO0ydaeMblX M CO3JaHUE YCIOBUW [JIsl PAa3BUTUS HMHAMBUAYaJIbHBIX
CITIOCOOHOCTEM. ITO JAOCTUTAETCS MyTeM IMOA00pa WHIUBUAYAIBHBIX 3aJaHUN W OOIICHUS
npenojaBaTesisi Co CTyJIeHTaMH B (popMe UHIMBUYaTbHBIX KOHCYJIbTALIUMA.



s addextuBHOrO (QopMUpoBaHUS 3AIUIAHUPOBAHHBIX KOMIETEHUUN CTYIEHTOB
HCIIOJIB3YIOTCS CIENYIOIINE COYETaHUs BUJOB yueOHON padoThl ¢ MeTogaMu U popMaMu
aKTUBU3aLMKU 00pa30BaTENIbHOM 1eATEIbHOCTH:

Jl51s mocTrKEeHMs TOCTaBJICHHBIX LIeIEH MpenoiaBanus JUCIUILTUHBI PEaTu3yOTCs
CJIEYIOIIME CPEACTBA, CIOCOOBI U OPraHU3ALIMOHHBIE MEPOTIPUSATHS:
— M3y4YeHHE TEOPETHUECKOro MaTepuajia JUCUMIUIMHBI Ha JIEKUUAX C UCIOJIb30BAHHEM
KOMITbIOTEPHBIX TEXHOJIOTUH;
— CaMOCTOSITEJIbHOE  M3YYEHUE  TEOPETHYECKOTO  maTepuajia  JUCHMIUIMHBI €
UCIOJIb30BaHUEM [nternet-pecypcoB, HHPOPMALMOHHBIX 0a3, METOAMYECKUX Pa3padOToK,
CHelUaIbHOM y4eOHON U HAYyYHOU JIUTEPaTyphI;
— 3aKperyieHue TEOPETUYECKOTO MaTepuana MpH MPOBEACHUU NPAKTHUYECKUX pPaboT ¢
WCIIOJIb30BaHWEM YYEOHOTO W HAay4YHOro OOOpYIOBaHUS M TPUOOPOB, BBITIOJHCHUS
pO0JIEMHO-OPUEHTUPOBAHHBIX, TOMCKOBBIX, TBOPUECKUX 3aJaHHM.

6 OLEHOYHBIE CPEACTBA JUIsI TEKYIIEI'O KOHTPOJIA
YCIIEBAEMOCTHU U TIPOMEXKXYTOYHOU ATTECTALIUN

6.1. KoHTpoJIb OCBOCHUS JUCUMUIIJINHBI

KoHTposib 0CBOEHMS AUCHUIUIMHBI TPOU3BOAUTCS B cOOTBETCTBUM ¢ [lonoxeHnueM o
MPOBEICHUH TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH M TPOMEKYTOUHOM aTTECTAllMU CTYICHTOB
OI'bOY BIIO «KpacHogapckuii ToCy1apCTBEHHBIN YHUBEPCUTET KYJIbTYPhl U UCKYCCTBY.
[IporpaMmMoO#i NUCHMIUIMHBI B IEJSIX MPOBEPKHM MPOYHOCTH YCBOGHHUS Marepuaia
MpeayCMaTPUBACTCS MPOBEJACHUE PA3TMYHBIX (POPM KOHTPOJIS.

Texywuii KoHmpob yCTIEBAEMOCTH CTYACHTOB MO JTUCIUIUIMHE MPOU3BOJIUTCS B
cnenyromux Gpopmax:

- mpoOJieMHas CUTyallMOHHAs 3ajiada, MpeajaraeMasi CTyJAEHTaM Ha JIEKIUH,
OpHEHTHUPOBAHHAs HA YPOBEHb ayIUTOPUH;

- BONPOCHI K MPAKTUYECKUM 3aHATHSAM, IMPOBEPSIONIUE 3HAHUE TEOPETHUECKOTO
Marepuania,

- KOHTPOJIbHBIE 3aIaHHS, KESHCHI, IPOBEPSIOIINE CTEIICHb YCBOCHUS TEOPETUICCKUX H
MPaKTUYECKUX 3HAHWHA Ha PENPOTYKTUBHOM U MTPOTYKTUBHOM YPOBHE;

- TECTOBBIC 3aJlaHWs Ha 3a4eT 1O BCEM pa3jeiiaM JWCIUIUIMHBI, B TOM YHCIIC
MU3YYCHHBIM CaMOCTOSITEIBHO.

Pa3paboTanHbie KOHTPOJIMPYIONMIME MaTepHUalbl TO3BOJSIOT OIECHUTH CTETCHBb
YCBOCHUSI TEOPETUYECKUX M MPAKTHUECKUX 3HAHUH, MPUOOPETEHHbIE YMEHUS U BIAJICHUE
OTBITOM Ha PEMPOJYKTUBHOM YPOBHE, KOTHUTUBHbBIE YMEHUS Ha MPOJYKTUBHOM YPOBHE U
CIOCOOCTBYIOT (OPMHUPOBAHUIO OOMICKYJIBTYPHBIX M OXHUAAEMBIX NPO(ECCHOHATBHBIX
KOMIIETCHIIUN CTYJICHTOB.

Pyb6eoxcnvii konmpons TpeaycMaTpuBaeT OICHKY 3HAHWN, yYMEHUH ¥ HaBBIKOB
CTYJICHTOB IO MPONJACHHOMY Marepuaay MO JaHHOW NHUCIMILUIMHE Ha OCHOBE TEKYIIHX
OLICHOK, TIOJTyYeHHbIX UMHU Ha 3aHATHUSAX 3a BCe BUIBI paboT. B xone pyOexHOro KOHTpoJIs
UCIIOJIb3YIOTCS CJIEIYIOLIME METOIbI OLICHKU 3HAHUMA:

- YCTHBIE OTBETHl, MHCbMEHHBICE PabOThl (pedeparbl, KOHTPOJIBHBIE), OIIEHKA
BBITIOJIHEHUS CAMOCTOSITEJIbHOM paboThl CTYAEHTOB: padoTa C NEPBOMCTOYHUKAMH,
pedeparuBHas.



IIpomedscymounwiii KOHmMpOb 1O PE3ysibTaTaM CeMeCTpa MO AUCHUIUIUHE TPOXOIUT B
dbopme 3auéra.

6.2. OeHo4YHbIE CPEICTBA
O3HaKOMUBIIUCH C TEMAaTHUYECKUM IUIAHOM H3Y4YEHHs TUCUUILUIMHBI, 00ydJaromuecs

00s13aHbl MPUCTYNHUTHh K MOJ00PY MCTOYHUKOB U JHUTEpaTypbl. PekomeHayeTcs cHaudasa
M3y4yaTh UCTOYHMKH, a 3aT€M OOLIUE MOCOOUS MO KaJAPOBOMY JIEIONPOU3BOJICTBY U CTATHU
M0 OTJEIbHBIM KaJAPOBBIM JICUCTBUSIM.

3ajgaHus I CaMOCTOSATENIbHOM paOOThl JaHbl B pasjielie, MOCBSIIEHHOM TEMaTHKe
CEMMHApPCKUX 3aHiATul. lIpenonasarens Ha 3aHATUAX TPOBOJUT YCTHBIM ONPOC U IIPOBEPKY
IIPE/ICTABIICHHBIX JIOKYMEHTOB.

[To mToram wW3yuyeHUs IUCUHUILIUHBI HEOOXOMUMO OQGopMUTh pedepaT, CTPyKTypa
KOTOPOT'O BKJIFOUAET 3JIEMEHTHI: TUTYJIbHBIM JIUCT, COJIEPKAHUE, BBEICHNE, OCHOBHAS 4aCTh,
3aKJII0YEHUE, CIUCOK UCTOYHUKOB U JIUTepaTypbl. CChUIKH B pedepaTe He 00s13aTeIbHbI, HO
BCE€ OCTAJIbHbIE CTPYKTYpHbIE YaCTU JAOJKHBI COOTBETCTBOBATH MPEABSIBISEMBIM K
MUChbMEHHBIM padboTam TpeboBaHusiM. O06beM pedepata ot 10 10 15 cTpanwuir.

[Io wrToraM wu3y4yeHus IAUCUUIUVIMHBI OOyYarOUUMUCA [JOJDKEH OBIThb OdOopMIIeH
WHCTPYKTUBHO-METOJIMYECKUA JTOKYMEHT B Bujae MHCTpykuumu 10 KagpoBOMY
nenonpon3BoAcTBy. IIpoekT odopmisercs B COOTBETCTBHUM C TpeOOBAHUAMU
3aKOHOJATEIbHBIX, HOPMATUBHO-NPABOBBIX AaKTOB W  OpPraHU3alMOHHO-IIPABOBBIX
JOKYMEHTOB MPEANPUSATHUS, PYKOBOJCTBYSCh MOJYYEHHBIMHU HA 3aHATUSAX 3HAHUSAMH.

HToroBast onieHKa 3HaHUI BHICTABIISIETCA C YYETOM YCTHBIX OTBETOB, ITPEICTABICHHBIX
MIPOEKTOB JOKYMEHTOB, IO pe3yJbTaTaM pabOThl HA CEMUHAPCKUX 3aHATHUSIX, MPOEKTa
HNHcTpyKuuu 1o KagpoBOMY JIETONPOU3BOJICTBY U pedepara.

6.2.1. IlpumepsnI TeCTOBBIX 3aJaHUI (CHTYaLHIi1)
TecTbl A1t CaMONIOATOTOBKH

1.OcHOBHBIE TpeOOBaHUS K 0()OPMIICHHUIO KaAPOBOM TOKYMEHTAIIMA B OPraHU3alllU MPEAbsBICHbI:
1) TpynoBbim Kogexkcom PO

2) YcraBoM opranusanuu

3) I'CA0Y

4) NncTpyKuuel no KapoBOMYy JI€JI0IPOU3BOICTBY

2. HopMaTuBHBIH akT, 00SI3bIBAIOIINIA paboTOaaTENsT JOKYMEHTUPOBATEH TPYIOBYIO IEATEIHHOCTh
paboTHHKA. ..

1) Pacniopsixenue [IpaButensctBa PO ot 23.04.1992 Ne781-P «O xpaHneHuu 10KyMEHTOB IO
JUYHOMY COCTaBY»

2) Tpynosoit kogekc PO

3) [loctanosnenue [IpaButenscTBa PO o1 16.04.2003 No225 «O TpymoBBIX KHHKKAX)

4) IMocranonenre Muntpyaa P® ot 10.10.2003 Ne69 «O06 yTBep>KICHIUN HHCTPYKIIHH 110
3aMOJTHEHUIO TPYJOBBIX KHUKEK



3.IlpaBoBoIi aKT, NEPEUUCIAIOMNN BUbI JOKYMEHTOB, IIPEIOCTABIEMBIX TP 3aKIOYCHUN
TPYZAOBOTO JOTOBOPA. ..

1) YcraB opranuzanuu

2) IIpaBusia BHYTpEHHETO TPYIOBOTO PACTIOPSIKA OpPraHU3aIluN

3) IlonosxxeHue o nepcoHae opraHu3auu

4) Tpynosoii koaekc PO

4. Heo6xomumocTh 0hopMIIEHHE JTUYHBIX JIe]T PpAOOTHUKOB PErIaMeHTHPOBAHA:

1) OKY ]

2) OCHOBHBIMH TPaBHJIAMH PAOOTHI APXHUBOB OPTaHU3AIUN

3) IIpaBusiaMu BHYTPEHHETO TPYLOBOIO paclopsiaka

4) IlepeuneM TUIOBBIX YIPABICHUYECKUX JOKYMEHTOB, 00pa3yIOIIMXCS B ACSITEIbHOCTH
OpraHM3aIlyii, ¢ yKa3aHUEM CPOKOB XPaHCHHUS

5. TpynoBble EHCHH YCTaHABIMBAIOTCS M BBITNIAYMBAIOTCS B COOTBETCTBHH. .
1) @3 «O rocymapcCTBEHHOM MEHCUOHHOM oOecrieueHur B PDy

2) @3 «O TpynoBeIX neHCcUsIX B PDy»

3) @3 «O BerepaHax»

4) @3 «O06 006s3aTeIHLHOM TEHCHOHHOM CTpaxoBaHUH B POy

6. ITopsinox oopmiteHus1, BEACHHUS U XPaHEHUS TPYJOBBIX KHUKEK, BKIIABILIECH B HUX, TyOJIUKATOB

TPYIOBBIX KHUKEK pEriiaMeHTHUPOBaH...

1) Tpynoseim Kogexcom PO

2) YroyoBHBIM KogekcoM PD

3) Ilocranosnenue [IpaButenscrBa PO ot 16.04.2003 Ne225 «O TpyAOBBIX KHIKKaX),
[Toctanonenne Muntpyna PO ot 10.10.2003 Ne69 «O06 yTBep)ACHUU UHCTPYKIIMH 110 3aTIOJIHCHUIO
TPYIOBBIX KHUKEKY

4) HCTpyKIIMEH O KaApOBOMY JIEIONPOU3BOJICTBY OpraHU3AINT

7. JIOKyMEHTBI, TPEAbSBIISIEMBIC TIPU TIPUEME Ha paboTYy:

1) TpynoBas KHMKKa, JOKYMEHT, YAOCTOBEPSAIOIINNA JTUYHOCTb

2) TpyAoBasi KHI)KKA, TOKYMEHT, YJOCTOBEPSIIOIIHNI TUYHOCTh, TOKYMEHTHI BOMHCKOIO y4eTa,
JOKYMEHT 00 00pa30BaHMU, CTPAXOBOE CBUIETENLCTBO TOCYAAPCTBEHHOTO IEHCHOHHOTO CTPaXOBaHUS

3) TpynoBas KHUXKKa, JOKYMEHT, YAOCTOBepstomuil tnunocts, MHH, cipaBky o cocTostHumn
3/10pOBbS

4) TpynoBasi KHHMKKa, TaCIIOPT, TOKYMEHTHI BOUHCKOTO y4eTa, XapaKTepuCTHUKa

8. [Ipu opopMiaeHNN TPYTOBBIX MTPABOOTHOIIEHUH 00s3aTEIHLHBIM JIOKYMEHTOM,
pETTIaMEHTHPYIOIIUM 00sI13aTEIbCTBA CTOPOH, SIBIISIETCS:

1) 3asBEeHUE O MpUeMe Ha paboTy

2) KOJIJIEKTUBHBIN JIOTOBOP

3) TpyZI0BOE COTJIANICHHE

4) TpynoBO# 1OrOBOP

9. CtpyKTypa KapoBOi JOKYMEHTAIIMH BKIIIOYAET B CeOsI:

1) mpuKka3bl IO OCHOBHOM JI€ATEILHOCTH

2) npuKasbl 10 aIMUHUCTPATUBHO-XO035ICTBEHHOM AESTEIHHOCTH
3) mepenucKy ¢ BBIMIECTOAIISH OpraHu3aIueit

4) mpuKasbl 0 JIMYHOMY COCTaBY

10. JIokyMeHT, yCTaHaBIUBAIOIINN TOPSIIOK 00pabOTKHU MEPCOHATBHBIX TAHHBIX, HA3bIBACTCS

10



1) Tpy1OBBIM JOTOBOPOM

2) nepeuHeM KOH(UICHINANBHON HHpOpMaUu

3) [TonosxeHreM o 3anuTe IEPCOHATBHBIX TaHHBIX
4) IlonoxxeHuem o epcoHale

11. PaGoTHuK, Ha KOTOPOTO 0(OPMIIIETCS TMUYHOE AEII0, IPEACTABISIET
COOCTBEHHOPYYHO 3aMOJHEHHYIO

1) npoce0y o mpueme Ha paboTy

2) BBIMUCKY U3 TIPUKa3a O IpueMe Ha paboTy

3) Ouorpaduto

4) aHKeTy WY JUYHBIA JUCTOK 10 YYETy KaJIpoB

12. Jonyckaercst ohOpMIIEHNE PACIOPSIUTENBHBIX JOKYMEHTOB 110 JINYHOMY COCTaBY HE IO
yHU(ULIIPOBaHHOHN GopMe Tpu

1) u3meHeHuun 6morpaduIECKUX JAHHBIX

2) 3aKJIIOYEHHH TPYIOBOIO JOTOBOpA C UCTIBITATEIBHBIM CPOKOM

3) pacTopKeHHUHU TPyJOBOIO J0rOBOpa

4) npenocTaBiIE€HUU OTITyCKa

13. Bu3sbl, KakuX JODKHOCTHBIX JIMII, BKJIIOYACT B ceOs1 peKBU3UT «COrIacoBaHO» MPHU 3aKIIOUEHUU
TPYAOBOTrO JJOrOBOpA MpH MpUeMe Ha paboTy?

1) pykoBoaMTENS CTPYKTYPHOTO MOAPA3IEICHHUS], FOPUCTA, CIEUAINCTOB OT/ENa KaJpOB

2) BU3 HE HY)KHO

3) pyKOBOAUTENS CTPYKTYPHOTO MOAPA3IEICHHUS

4) ropucra

14.Kakue TOKyMEHTBI, pETVIAMEHTUPYIOT YIIPABJICHUE MEPCOHATIOM OpPraHUu3auu?
1) npuka3sbl O JINYHOMY COCTaBy

2) TpyAOBbI€ KHUXKKU COTPYTHUKOB

3) nuuHBIE feN1a COTPYIHUKOB

4) opraHu3alMOHHO- IPABOBBIE JOKYMEHThI OpraHU3aluU

15. Kakoit JOKyMeHT, perJaMeHTHPYEeT MOPSI0K OPTaHU3alUK U TIPOBEACHHSI aTTECTAIHH
nepcoHaina’?

1) [Tonoxxenue o nepcoHasne

2) IlonoxxeHue 00 aTTecTayu nepcoHaa

3) rpaduk npoBeneHUs aTTeCTalluN

4)YcraB npeanpusTus

16. YueTHBIM KaJpOBBIM JOKYMEHTOM SIBJIETCH. . .

1) nuceMo-TIpHUIrIIalienue Ha padoTy K Jpyromy paboToIaTesto

2) u3BelleHue ¢ Mpoch00il IBUTHCS AJIsl O3HAKOMIICHUS C IPUKA30M
3) n1MuYHOE NENI0 COTPYAHHUKA

4) nmpeacTaBiaeHUE O MOOIIPEHUH

17. CKOJIbKO BPEMEHHM JOJIKHBI XPAaHUTHCS JIMYHBIE JI€]Ia PYKOBOAUTENEH OpraHu3anuu’?
1) mocTostHHO

2) 50 net

3) 75net

4) onpenensaeT KaApOBbI pabOTHUK
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18. KTo mpuHUMaeET pelieHre O BbIACICHUN KaAPOBBIX JOKYMEHTOB K YHUUTOXKEHUIO?
1) HayanbHUK OT/ENA KaIpOB

2) TUPEKTOP 1O MEPCOHATY

3) pyKOBOJUTENb OpraHU3aIIN

4) sKCTIepTHAsI KOMUCCHS

19. KTo moanuckIBaeT BHYTPEHHIOIO OMUCH TOKYMEHTOB Jiea’?
1) cocraBuTenb

2) pabOTHHK CITYX)OBI TOKYMEHTAIIMOHHOTO 00eCTIeueHHUs

3) MHCHIIEKTOp OT/ENa KaIpOB

4) apXuBHCT

20. BoiGepute HCTHHHOE YTBEP)KICHHE:

1) nena mpuUKa30B MO JTMYHOMY COCTABY MOAJIEKAT IMOJIHOMY O(OPMIICHUIO

2) Aena MpUKa30B 10 JUYHOMY COCTaBY MOAJIEKAT YACTUYHOMY O(POPMIICHHIO

3) nena mpuKa3oB MO JIMYHOMY COCTaBY MOJUIEkKAT OPOPMIICHHIO B 3aBHCUMOCTH OT CPOKa
XpaHEHHUS

4) nena MpHUKa30B 10 JUYHOMY COCTaBY HE TOJyIekKaT 0POPMIICHUIO

21. [locTostHHOE XpaHEHHUE KAIPOBBIX JOKYMEHTOB JOXKHO OCYIECTBISATHCS:
1) mpu MOCTOSIHHOM €CTECTBEHHOM OCBEIIEHUU

2) B TEMHOTE

3) B CyXOM BO3/yX€ MPH IMOCTOSTHHON BEHTUIISAIIUN

4) 0coOBIX TpeOOBAaHUI HET

22. IlpoBepka HaIM4MsL U COCTOSTHUS JOKYMEHTOB OCYIIECTBIISETCS:
1) He peke ueM OAMH Pa3 B IATH JIET

2) eKeroJHo

3) mo Mepe HeOOXOUMOCTH

4) 1o KeTaHUIO0 APXUBHOT'O PaOOTHUKA

23. Bel roTOBHUTE K Mepeade B apXuB Jiejia MPUKA30B 10 JJMYHOMY cocTaBy. B xome 00padoTku
y3Haere, uTo Bamr nanekuii npeAmecTBeHHUK He pa3Aessil B 1€JI0NPOU3BOICTBE IPUKA3BI [0 THYHOMY
COCTaBY JIOJITOBPEMEHHOT'O M KPaTKOCPOYHOI'O CPOKOB XpaHeHUs. Bee nemna chopmupoBansl 6€3 yueta
JUTUTENIFHOCTH XpaHEHHs JOKYMEeHTOB. Bamm neiictBus:

1) nepeopmupyto ena B COOTBETCTBUH CO CPOKAMU XPaHEHHS], COCTABIIIO HOBbIE BHYTPEHHUE
OIUCH

2) nepe@opMHUpYIO Aefia B COOTBETCTBUH CO CPOKAMU XPaHEHUSs, IEPEHyMEPYIO MPUKA3bI 1O
MOPSAKY, CAENIAl0 TOMETKU B PErHCTPALMOHHOM XKYpPHaje, COCTaBIII0 HOBbIE BHYTPEHHHE OMHMCH

3) 6yny oOpabaTsiBaTh Jie7a B TOM BHE, KaKk OHU C(HOPMHUPOBAHBI

4) He Oyy HUYETO JIeNaTh C y)Ke COPMHUPOBAHHBIMY JI€TIAMH, a Mocienyroee GopMUpOBaHUE Tl

Oyay BECTH B COOTBETCTBHMHM € TpeOOBaHUSIMU 10 CPOKAM XpaHEHUS

6.2.2. KoHTpOJIbHBIE BONPOCHI JIJIfl IPOBEACHUS TEKYIIEr0 KOHTPOJISA
6.2.3. TemaTuka 3cce, pepeparoB, npe3eHTALUI

1. 3naueHne KaApOBOM JOKYMEHTALMH B OPraHU3aLlUN.
2. CucremaTu3aiys U XpaHEeHHEe KaJpOoBOM TOKYMEHTAIUU.
4. CocTaB KagpoBO JOKYMEHTALMH.

5. KazgpoBble KapTOTEKHU.
12



6. JIOKyMEHTBI 110 JINYHOMY COCTaBY.

7. JOKyMeHTBI, 0OPMIISIOIINE TPYAOBBIE OTHOIICHUSI.

8. TpyaoBoii 1OroBop U TPYJOBOM KOHTPAKT, COAEPKaHUE, TOPSIOK 3aKIIOYEHUS,
OCHOBHBIE OTJINYUS.

9. IOKyMEHTUPOBAHKE IBUKEHHUSI KAJPOB.

10. Yauduxaius kagpoBbIX JOKYMEHTOB.

11. TpynoBbie KHIKKH PaOOTHUKOB.

12. JInuHble fena COTPYAHUKOB: COCTaB, GOPMHUPOBAHUE U XPAHEHHUE.

13. CnenupanbHas JOKyMEHTAIIMS KaJpOBOM CITY>KOBI.

14. CocTaB u Ha3HaYEHNE JOJKHOCTHOW HHCTPYKLUU.

15. Opranuzanus paboThl KaAPOBBIX CIY>KO C MUCbMaMU U 00OpaIeHUSIMU TPaXKIaH.
16. JIoKkyMeHTBI AJi1 BHYTPEHHETO MOJIb30BaHUs, pa3padbaTbiBaeMble CITYKOO0U yIIpaBIeHUS
MIEPCOHAJIOM.

17. JokyMeHTBI O MaT€pUaIbHON OTBETCTBEHHOCTH.

18. Cpoku xpaHeHUsI KaAPOBBIX JOKYMEHTOB.

19. lucuuninHapHble B3bICKaHUS U TIOOIIPEHUS: TIOPSA0K 0(OPMIICHHUS.

20. lokyMeHTUpOBaHUE OLEHKU JAESATEILHOCTH MTEPCOHAA.

21. KoHTpoJIb UCTIOTHEHUS KAJAPOBBIX TOKYMEHTOB: Ha3HAUEHUE, BUJIbI, (DOPMBI.
22. OdopmiieHre Komuil TOKYMEHTOB.

23. IloaroToBka JieJ1 K apXMBHOMY XPaHEHHUIO.

24. IIpaBuna nepenadu e B apXUB.

25. ApXUBHOE XpaHEHHE.

6.2.4. Bonnpocsl K 3a4eTy 10 JUCHUIIMHE
1. [ToHsATHE KaAPOBOTO AEIONPOU3BOJICTBA.
2. T'ocynapcTBEHHOE pEryJIupoBaHUE KaJpOBOIro JEIONPOU3BOCTBA.
3. PernamenTanus opopmieHus kaapoBbix JokyMmeHToB B 'OCTax, yHupUIHpOBaHHBIX
cHUCTeMax JIOKyMEHTaIuH, Kilaccu(ruKaTopax TEXHUKO-3KOHOMUYECKON 1 COIMAIbHOM
undopmaruu, 'CHOY.
4. CoBpeMeHHas perjamMeHTalus Co3aHusl KaJpoBbIX JOKYMEHTOB Ha YPOBHE
MUHHUCTEPCTB U BEIOMCTB.
5. IHCTPpYKTUBHO- METOANYECKUE MaTEPUAJIbl IPEAIIPUITUNA U OPraHU3aLUi 110 CO31aHUIO0
1 0(pOPMJIIEHUIO KaJIPOBBIX JOKYMEHTOB.
6. Paznuunsa Mex 1y MHIUBUAYaIbHBIM TPYAOBBIM JOTOBOPOM U I'PaXAaHCKO-IIPaBOBBIM
JIOTOBOPOM.
7. PacniopsiauTenibHas KaApoBast JOKYMEHTALUs, BUJIbI U IPABUJIA COCTABJICHUS U
oopMIIEHUSI.
8.JImdHOe Aes0 COTpYyIHUKA, TpeOOBaHUS K €r0 0(hOPMIICHHIO.
9. PaboTta xaapoBo# Ci1y»KOBbI 110 00ECTIEUYEHUI0 COXPAHHOCTH TIEPCOHATBHBIX JJAHHBIX
paboTHUKOB, [loN0keHNEe 0 3alUTe NePCOHATBHBIX JaHHBIX, COIIacKe paOOTHHKA 32
00pabOTKy U UCIOJIb30BaHUE €r0 MEPCOHATBHBIX JaHHBIX.
10. YauduuupoBanHueie GOpMbI JOKYMEHTOB 10 YYETY U UCTIOJIb30BAHUIO pa00OYEro
BpeMeHU. MeToibl yueTa UCI0JIb30BAaHHOTO padovero BpeMeHH!.
11. Iopsinok odpopmileHHsS TOKYMEHTOB, YOCTOBEPAIOIINX BPEMEHHYIO

13



HETPYA0CIOCOOHOCT.

12. HomeHnknaTypa Aell KapoBOro NOoApa3eiaeHUsI.

13. Cpoku xpaHeHus1 KaJpoOBbIX JOKYMEHTOB. OCOOEHHOCTH pabOThI C JOKYMEHTaMH
KPAaTKUX CPOKOB XPAHEHUS.

14. ®opMupoBaHuE € U ONIEPATUBHOE XPAHEHHUE KaJIPOBBIX JOKYMEHTOB.

15. IloaroToBka KaJpoBbIX JOKYMEHTOB K C/Iau€ B BEJIOMCTBEHHBIN apXUB, CIIPABOYHO-
IIOMCKOBAsl CHUCTEMa IO KaIPOBBIM JTOKYMEHTAM B apXHUBE

16.TpeboBaHNs apXUBHOT'O 3aKOHOIATENbCTBA K 00ECIIEUEHUIO COXPAHHOCTH JOKYMEHTOB
110 JINYHOMY COCTaBYy.

17. YnpaBienue apXvBHbIM XpaHEHUEM JOKYMEHTOB.

18. IIpaBuna 3amoMHEHU U XPAHEHHUSI TPYAOBBIX KHUKEK.

19. ITakeT JOKYMEHTOB IPH NMPOBEICHUH OLICHKH IEPCOHAIA.

20. [lepevyeHb TOKYMEHTOB U OPAIOK UX O(POPMIIECHHS HA HArpaXXICHUE OTPACIEBbIMU U
roCyapCTBEHHbIMH HAarpaJIaMH.

6.2.5. IlpumepHasi TeMaTHKAa KYPCOBBIX padoT

7. YYEBHO-METOJIUYECKOE u MH®OPMALIMOHHOE
OBECMEYEHUE JUCHUIIIMHBI (MOIY.JIST)

7.1. OcHOBHasA JMTEpaTypa

1. Ab6ynanze JI. I'. JlokyMeHTallmOHHOE OOCCIICUCHHE YIPABICHUS IIEPCOHAIOM:
yueOHuk u npaktukym / JI. I'. Abynanze, U. b. Bempsokkuna, B. M. Maciosa. — M., 2016.
Cep. 58 bakanaBp. Akanemuueckuii Kypc. - [TekcT HemocpeICTBEHHBIH |

2. Anpaponosa I.10. Kaaposoe nenonpon3Boactso: JlokymeHTarus: yaeoHoe mocooue/
N.1O. Angponoga. - M: Academia, 2018. - 320 c. [TekcT HemoCpeACTBEHHBIH |

3. Bsnoga JI.M. kaapoBoe aenonpousBoacTBo: YueOuuk/ JI.M. Bsanosa. - M: Academia,
2015. - 160 c. [Texct HEMOCPEACTBEHHBIH |

4. T'appucon, P. Ynpasnenueckuii yuet / P. I'appucon, Hopun, 3., bproap, I1. ; Ilep. ¢
anri1. ML.A. Kapauka. - 12-e uzz. - CII0.: [Tutep, 2012. - 591 c. [Tekct HEmocpeACTBEHHBIH! |

5. Kysuemnosa, T.B KagpoBoe  aenonpou3BOACTBO:  TPAAWIMOHHBIE U
aBTOMATU3UPOBaHHBIC TEXHOJIOTUU: yueO. 1ist By30B: [rpud YMO]/ T. B. Ky3nernona. - M.
: I MBU, 2011. - 344 c. [TekcT HEMOCPEACTBEHHBIN |

7.2. JlonoJIHUTe/IbHASA JIUTEPATYypa
1. XKypasnea, N.B. KanpoBuky — Bce 0 mpukazax, KaIpOBbIX U HEKaJPOBBIX/
N.B. XKypasnera, M.B. Kypasnesa. — M.: UHOPA — M, 2007. — 517c. [Tekct
HETIOCPEICTBEHHBIH |
2. 3axapkuna, O. M. KaapoBas ciyx0a npennpustus. [lenonpou3BoacTBo,
JIOKYMEHTO000pOT 1 HopMaTuBHas 6a3a / O.U. 3axapkuna, JI.E. I'ycaraukosa. - M.: Omera-
J1, 2016. - 264 c. [TekcT HEMOCPEACTBEHHBIH |
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3. Kacesinoa, I'.}O. Ilpuem u yBoJIbHEHHE pPAOOTHHUKOB C Y4Y€TOM BCEX
n3MeHeHu# 3akononatenbcTa /Ilox penak. I'.FO.KacesHoBoii (11-e u3a., mepepabotanHoe
u jom.) — M.: ABAK,2010.-200c. [TekcTt HenmocpeICTBEHHBIH |

4. Ky3snenos J[.JI. KampoBoe naenonpou3BoACTBO  (IPABOBBIE  OCHOBBI):
[Ipaktuueckoe mocodbme/ JI.JI. Kysnemosn, FO.Il. Opnorckmii, M.A. bemunkas, HO.C.
Kopsikuna. - M.: Uadpa-M, Konrakr, 2013. - 239 c. [TekcT HEmocpeCTBEHHBIH |

5. Hosuxkos E.A. /lenonpounsBoacto B ciyx0e nepconaia /E.A. HoBukos. - M:
Owmera-JI, 2018. - 79 c. [TekcT HEMOCPEACTBEHHBIN |
6. Opnosckuii, FO.II. KagpoBoe aenonpous3BOACTBO (IIPaBOBBIE OCHOBBI).

[Ipaktuueckoe mnocoOue. /OTBETCTBEHHBIM PEAAKTOP JOKTOpP IOPUIAUMYECKUX HAYK,
npodeccop FO.I1. Opnosckuii. — M.: FOpuaudeckas pupma «Kontpakt», 2009. — 239c¢.
[TeKCT HEmoCpEACTBEHHBIN |

7. TpyxanoBuu, JI.B. CrnpaBo4yHUK MO KaJpoBOMYy jenonpou3BoAcTBy/ JI.B.
Tpyxanosuu, [.JI. yp. — M.: U3narensctBo «/leno u CepBuc», 2007. — 608 c. [Tekct
HETOCPEICTBEHHBI |

8. UykosenkoB, A.IO. [lpaBuna odopmiieHus aokymMeHTOB: KomMMeHTapuii k
I'OCT P 6.30 — 2003 «YHuduimpoBaHHble CUCTEMbI JOKYMEHTAIIMH. Y HUPHUIIMPOBaHHAS
CUCTEMA  OPTraHMU3AIMOHHO-PACHIOPAIUTEILHOM  JOKyMeHTaruu. TpeOoBaHus K
odopmiieruto nokyMeHToB» / A.FO. UykoBenkos, B.®. Sukopas. — M.: TK Benou, M3a-Bo
ITpocnekt, 2005. — 216¢. [TekcT HENMOCPEICTBEHHBIH |

9.3 UnTepHeT — pecypcehl: I0puanUYecKas npaBoBas cucteMa — ['apanr;
IopuIndecKas rnpasosas cucrema — Koncynsrant [mroc.

7.3. llepnoanyeckne U3TaHus
KypHan «YnpasiieHUE ITEPCOHATIOM

7.4. UnTepHeT-pecypchl

1. DONEeKTpOHHBIE KYpChl JIEKIUH, Yy4eOHbIE M METOAMYECKUE TIOCOOUs Ha
KOPIIOPATHBHOM caiiTe KapeApbl COIMOJIOTHH, ICUXOJIOTUU U ITPaBa B KOPIOPATUBHOM CETH
YHUBEPCUTETA.

2. [Topran «ApxuBsl Poccumn» [DaeKTpOoHHBIN pecypc]. DIEeKTpoH. AaH. — M.:
Pocapxus, 2001. — Pesxxum noctyna: http://www.rusarchives.ru;
3. Bcepoccutickuii HaydyHO-HCCIIeIOBATEIHCKANA HUHCTUTYT JOKYMEHTOBEICHUS

apxuBHoro aena (BHUNA/) [DnexkTpoHHbIil pecypc]. DnekTpoH. aadH. — M.: BHUN A/,
2010. — Pexxum noctyna: http://www.vniidad.ru;

4. Odummaneupiii  caiit  komrnanun «KoHcyneTanT Ilmrocy [DnexkTpoHHBIN
pecypc]: 3akoHoaatenbcTBO PD: KOJIEKCHI, 3aKOHBI, YKa3bl, IOCTAHOBIICHHS IPABUTEIHCTBA
P®. Dnekrpon. man. — 1997. — Pexxum gocryma: http://www.consultant.ru.

Nudopmarmonno-npaBoBoit  mopran  «[apant»  [DIeKTpoHHBIM  pecypcl:
3aKOHOJATEIbCTBO (KOJEKCHI, 3aKOHBI, YyKa3bl, IMoOcTaHOBieHUs) P®, aHanuTuHKa,
KoMMeHTapuu. JnektpoH. naH. — M.: HIII «'APAHT-CEPBUC-YHUBEPCUTET»,
2010. — Pesxxum noctyna: http://www.garant.ru/

7.5. MeToauueckue yKa3aHUus U MATEPUAJIbI 10 BUAAM 3aHATHH
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Texymas camocTosiTenpHas padora no aucuuiuinHe «KaapoBoe Aem0mnpon3BoACTBO
U apXUBBI JOKYMEHTOB TI0 JIMYHOMY COCTaBY» HalpaBjieHa Ha YrIyOJeHHE U 3aKpeIUICHUE
3HaHWi, HA Pa3BUTHUE MMPAKTHYECKUX YMEHUH U BKIIFOYAET TAKUE BH]IBI PAOOT:
— paboTa C TEeKINOHHBIM MaTepruajIoM;
— paboTa c peKOMEH0BaHHO! JIUTEPATypPOr MPU MOATOTOBKE K MPAKTUYECKUM 3aHSATHIM;
— TOJTrOTOBKA K KOHTPOJIbHBIM paboTam;
— TOMCK W 0030p JHUTEpaTypbl M ODIIEKTPOHHBIX HMCTOYHUKOB HHMOPMAIMH 10
WH/IMBUYaTbHO 33/IaHHOM TIpo0OIeMe Kypca,
— olepeskaroliasi caMocTosTeIbHas padora,
— U3y4YEHHUE TEM, BHIHECEHHBIX Ha CAMOCTOATENIBbHYIO IPOPAOOTKY
— TOJTrOTOBKA K 3a4eTy.

— PexoMenaauumn no opopmiieHuro

— KoHtponsHas paboTta n3naraercs Ha CTaHAapTHBIX JHcTax popmara A4 (111 CTYIEHTOB
3a04HOM (hOPMBI 00YUEHHMS ) UK B DJICKTPOHHOM BHJI€ B TeKCTOBOM ¢haiisie Tuna rtf unu pdf
Y B BUJIE KOMITHIOTEPHOM MPE3CHTAIUH.

— Pabota nomxkHa cOCTOATH U3 CIEIYIOMINUX Pa3/IeIOB:

— BBenenue: nenu u 3a7a4n paboTHI, KpaTKas XapaKTepUCTHKA 00bEKTa,

— Pesynbrarel moucka ¥ BBIOOP KOMIBIOTEPHBIX CUCTEM (WM calToB) s Bamrero
00BeKTa,

— Amnanutrueckas 4acTh C ONUCaHUEM Ou3Hec mpoleccoB Bariero o6bexTa (Mim pas3aesnon
caira),

— Tabnmuna c dakrorpaduueckumMu MaTepuagaMu XapaKTEPUCTUK CHUCTEM (CTPYKTYPHI
pa3IMYHbIX calToOB). OnKUcaHue KPUTEPUEB U METOJUKHA CPABHEHUS CUCTEM (CalTOB),

— Pesynbrar. 910 0OOCHOBaHME BbIOOpa myuled cucteMbl uisi Bamero oObekra;
(bopMyIMpOBaHUE MPEATOKEHUIN MO JOMOJHUTENBHOM aBTOMATU3allui OM3HEC-IIPOLIECCOB
Ha Bamiem 00beKkTe ¢ KOHKPETHBIM YKa3aHUEM T€X KOHKYPEHTHBIX MPEUMYIIECTB, KOTOPbhIS
MOJIYYUT OOBEKT MOCJe BHEIpPEHUs Balmx npeiokKeHui: CHUKEHUE 3aTpaT pas3/InyHbI
pPECYpPCOB, OBBILLIEHNUE KAYE€CTBA YCIYT, IPUBJICYEHUE HOBBIX KIIMEHTOB.

— BeIBoabI: KpaTkue UTOTH (PE3yJIbTaThl) PaOOTHI.

— CHurcOK MCTOJIb30BaHHOMW JIUTEPATYPHI U HHTEPHET PECYPCOB.

— O0beM paboTel He orpannyeH. OObr4HO 31O 12 — 20 ctpanun popmara A4 mpugdrom Ne
12, Ho He meHee 8 cTpanul U 15- 20 cnali10B KOMIIBIOTEPHOM pe3eHTauuu. st Ha3BaHUE
(aitna, coxepkamiero paboTy, CIEAYyEeT HCMOJb30BaTh (PaMUIIUIO CTyJEHTA U HOMEp
y4eOHOM TPYIIIBI.

— Pabotb1, 00beMoM cBbIIIIE 12 cTpaHUIl, JOMYCKAETCS MPEACTABIATh HA KOMITAKT-/IUCKE.
[Ipu sTOM Ha OymMa)kHOM HOcHUTENEe OGOPMIISIETCS TUTYJbHBIN JIMCT, BBEJECHUE, CBOIHAS
aHanUTHYecKas TabJauIa, BEIBOABI U nipeaioxkeHus. Juck noanuceiBaercs (PO cryaenra,
rpynmna, TemMa paboThl) U BKJIAJbIBAETCS B KOHBEPT, PUKIICCHHBIN K MOCIEIHEH CTpAHUILIE
paboThl. 11 mpeBapuTENBLHOTO MPOCMOTpPA U PELIEH3UPOBAHUSA padOTY CIEAYET NepecaaTh
MIPENOIaBaTelt0 Ha aJIPEC €ro AEeKTPOHHOM noutkl. [locne onoOpenus npenogaBaTeneM,

paboTa caaeTcs npenojaaBaTento. Pe3ynbTaTtoM nosioKUTENbHON OLIEHKU PAOOTHI SABIISETCS
3AYET.
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7.6. IlporpamMHoOe oOecriedeHue
1. Adobe Master Collection CS 6

. MS Windows Bepcun XP, 7,8,10
. MS office professional plus 2007 MS office professional plus 2010

. KoHcynprant +

2

3

4. T'apanTt
5

6. Cucrema Jlemno 8.5

8. MATEPHAJIBHO-TEXHUYECKOE OBECIIEYEHUE /INCIUIIJINHBI
MOAYJIsA)

KoMImbroTepHbI€ KI1acChl, MyJIbTUMEAUINHOE 000PYIOBAHHKE.

[IpaBoBas cucrema «Koncynbrant [lntoc» (wmm «I"apant»).

JInst OCBOEHHMsI [aHHOM JUCUUIUIMHBI HEOOXOAUMO CIIEAYIOUIEE TEXHHUYECKOE
OCHAIICHHUE:

- MYJIBTUMEIHUIHBIN MPOEKTOP, MOJKIIOYEHHBIA K NEPCOHAIBHOMY KOMIIBIOTEPY B
JIOKaJIbHOM ceT (paboyee MECTO mpernojaBaTesss U pabouee MecTO JJIS JIEMOHCTPAIUU
pe3eHTalui CTyIeHTaMH ),

- pabourie CTaHIUU ISl CTYICHTOB - IEPCOHAIbHBIE KOMIIBIOTEPHI C MPOLIECCOPOM
He Hike Pentium 4 u onepaTuBHOM nmamsiThio He MeHee 3 Gb,

- GPS naBurarop ¢ pyccuduiimpoBanHoi kapToit Poccuu ¢ aBTOHOMHBIM ITUTaHHEM
Y pa3MepoM 3KpaHa He MEHee 4 TI0MMOB, HHTEPHET-PECYPCHI.
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Ilpunoscenue 2

Jlono/iHeHMsI ¥ U3MEHEHUSI
K padoyeil nporpaMmme y4eOHOM TUCHUIIMHBI (MOTYJIs1)

Ha 20 -20  y4.rox

B pabouyto mporpammy y4eOHOM TUCITUTIIIMHBI BHOCATCS CIIEAYIOIINE H3MEHEHUS

.
5

.
>

JlomomHeHus: ¥ U3MEHEHHS K paboyeil mporpaMmmMe pacCMOTPEHBI U PEKOMEHI0BAHbBI
Ha 3acenanuu Kadeapbl

(HaMMeHOBaHME)
[IpoToxos Ne OT«__ » 20 T
Ucnonuurens(n):
/ / /
(TOMKHOCTB) (momck) (®.1.0.) (mata)
/ / /
(IODKHOCTB) (moamucek) (®.1.0.) (nara)

3aBemyrommii kKadeapon
/ / /

(nanmeHoBaHKe Kadeapsbr) (moamucek) (©.11.0.) (mara)
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