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1. HEJIM X 3AJAYU OCBOEHUSA JUCIHUITJIMHbI

Hean oCBOEHUS OUCUUIUIMHBI (MOIYJIA) KaApOBOE IEIONPOU3BOACTBO M APXHBBI
NOKYMEHTOB II0 JIMYHOMY COCTaBy — JaTh CTyJEHTaM CHUCTEMHOE IPEACTABICHUE O
CKJIaJIbIBAHUM M PA3BUTUHU KAJPOBOM JOKyMEHTaluu B Poccum Kak HEOThEMIIEMON 4acTU
IIPOLIECCA YIIPABICHUS IIEPCOHATIOM.

3agavyu: HAy4YUTh CTYJAEHTOB IPAMOTHO COCTaBIISATH M OPOPMIISITH JOKYMEHTHI IO
YIPABJIEHUIO IEPCOHAIOM; O0YYUTh METOAAM PabOThI C KaJPOBBIMU JOKYMEHTAMHU.

2. MECTO JUCIMIIVYIMHBI B CTPYKTYPE OOII BO

JIMcuMIinHa YuTaeTcs B HUKIE (DaKyIbTaTUBHBIX TUCLUIUIMH.

W3ydyeHne JUCUUIUIMHBI Oa3UpyeTcsl Ha 3HAHUM CTYJEHTaMH CIEIYIOIINX
JUCLMIUIMH  y4yeOHOro IvlaHa: «JIOKyMEHTallMOHHOE OOEcreueHue YIpaBICHU,
«JlOKyMEHTOBEICHHEY.

MeTob1 TpOBEICHUS 3aHATUI: JIEKIIMH, CEMUHAPBI, Ta00paTOpHbBIE pabOTHI.

3. TPEBOBAHMSI K PE3VJBLTATAM OCBOEHUSI COJEPKAHUS
JUCHUILIAHBI

[Ipouiecc wW3yyeHUss NUCUMIUIMHBI HAampaBlieH Ha (OpMUPOBAHUE BJIEMEHTOB
cnenyromux kommnereHuuid B cooTBeTcTBUH ¢ PI'OC BO mo maHHOMY HalpaBiIEHUIO
MOJITOTOBKH (CIEIIUAIbHOCTH):

0) npogeccuonanbubix (1K)

[1K-3 Opranu3anusi XxpaHeHHs] JOKYMEHTOB.

B PE3YJIbTATC OCBOCHUS AUCHUIIIINHBI O6y‘laIOH_[I/IeC$I JOJIDKHBI:

3namo:

- OCHOBBI 3aKoHojaTenbcTBa P®, perynupylomye oOpraHu3alui0 XpaHCHUS
JIOKYMEHTOB 10 JINYHOMY COCTaBY B apXHBax;

- MpaBuUJIa CUCTEMATH3alMK U XPAHEHHS JOKYMEHTOB IO JJUYHOMY COCTaBY;

- cuctemy apxuBoB P® U OCHOBHbIC TEHJEHIMH B WX Pa3BUTUHU, OCHOBHBIC
HampapJIeHUsT MX paboThl M cHenudUKy, METOJUKY XpaHEHUsS W UCIOJIb30BaHUS
JIOKYMEHTOB B apXHBaxX OpraHu3aiuii U rocy1apCTBEHHbBIX apXUBaX;

- TIOPSAZIOK JOCTYyNa K JIOKYMEHTaM 10 JUYHOMY COCTaBY B apXMBE OPraHU3aIMU U B
rocyaapCTBEHHOM, MYHHUIIUNIAIbHOM apXHBeE.

Ymems:

- BBITIOJIHSATH ONEpaIu 10 00padoTKe JOKYMEHTOB Ha CTaJUU UX XPAHCHHS;

-OpPraHU30BBIBATh TEKYILIEE XpaHEHHE JOKYMEHTOB IO JIMYHOMY COCTaBY U HX
MOATOTOBKY JIJIs Iepe/laur Ha apXUBHOE XPAHEHUE;

- pa3pabaTbiBaTh HOPMATHUBHBIC TPABOBBIC JIOKAJIbHBIC aKThl, HEOOXOAUMBIEC B
NESATETHPHOCTH OpTraHu3anuu (MOJOoKEeHWe 00 apXWBe OpraHW3aIMH, IOJIOKEHHE 00
AKCIEPTHON KOMUCCHUM OpraHu3aIum).

Bnaoemu:



-METOJaMH

OpraHu3anunu XpaHCHUA, IMPOBCACHUSA  SKCIICPTU3LI OCHHOCTHU

OJOKYMCHTOB, OIIMCaHUA W HCIOJBb30BAHUA JOKYMCHTOB, COACPIKAIINX IICPCOHAIBHBIC

JTaHHEBIE.

4. CTPYKTYPA U COAEP KAHUE JUCIIUIT/IMHBI

4.1. CTpyKTYypa IMCHUTIAHBI

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

< Bunsl yaeOHol paboThI, @DopMBI TEKYILETO
£ BKJTIOUAST KOHTPOJIS
= I CaMOCTOSITENIbHYIO PadoTy yCIIEBAEMOCTH (110
Ne Pasnen é 8 CTYJICHTOB HeoelsiM cemecmpa)
n/n JUCLIUTIAHBI 3 E U TPYZIOEMKOCTH (B yacax) ®opma
5 JI I3 | u3 Cp IIPOMEKYTOUHOH
T aTTecTaluu (no
cemecmpam)
Pa3znen 1 5 2 6 100
1
Hroro 5 2 6 100 3auer

4.2. Temarnueckuili mNJaH OCBOEHHMSl JUCHMIUIMHBI MO0 BHIAM Y4eOHOIl
eI TeJIbHOCTH U BU/IbI CAMOCTOAATE/IbHOM (BHEAYIMTOPHOI1) padoThI

HaunmeHoBaHue Coaeprxanue yueOHOro MaTepuaa Dopmu-
pa3aesioB U TeM (TeMbl, epeYeHb PACKPbIBa€MbIX BOIIPOCOB): Oo0bem | pyemble
JIEKIIUM, MPAKTHYECKHE 3aHATHS (CEMHHAPBI), gyacoB/ | Kkomme-
HHAUBUIYAJbHbIE 3AHATHS, CAMOCTOSITE/IbHAsI padoTa 3.€. TeHIMH
o0yJalomuxcs, KypcoBasi padoTa (1o Teme)
1 2 3 4
5 cemecTp
Pa3nen 1.
Tema 1.1. Jleknmun: KanpoBoe nenonpon3BoAcTBO, €T0 1IK-3
Kaaposoe 3aKOHOJIaTE€JIbHOE U HOPMATUBHO-METOINYECKOE 2
JEJIONPOU3BOJICTBO, | peryaupoBaHueE.
€ro IIpakTryeckue 3ausaTusd (CEMUHAPEHI):
3aKOHOAATCJIIbHOC U 3aKOoHBHI, CTaHJapThl u HHCTPYKIIUH,
HOpPMATHUBHO- peri1aMeHTHUPYIONIME KaAPOBOE AEIONPOU3BOACTBO
METOJIMYECKOE CamocrosTenbpaasg padora 12




peryaupoOBaHue. UreHue TEKCTOB 3aKOHOB, CTAHAPTOB, HHCTPYKITUH
Tema 1.2. Jlekiuu: CoctaB U ocoOeHHOCTH pPabOTBI C KaJIpoBOM 1IK-3
CoctaB u JIOKYMEHTalUei
0COOCHHOCTH [IpakTryeckue 3aHsITHs (CeMUHAPHI)
paloThI ¢ KafapoBo | 3amonHeHHE YHUPHUITUPOBAHHBIX (JOPM KaJIPOBBIX 2
JOKyMEHTALUEH. JIOKYMEHTOB
CamocTtodarenbHas padora
CocraBnenue 6a3bl YHUPHUIMPOBAHHBIX (POPM KaIpOBBIX 12
JIOKYMEHTOB
Tema 1.3. Jlexmmu: [TpaBuna oopmieHUs: JOKyMEHTOB I10 TIPUEMY,
IIpaBuiia YBOJIBHEHUIO, TIEPEBOY PAOOTHUKOB. 2 1IK-3
odopmrerus [IpakTryecKue 3aHATUs (CEMUHAPDI):
JOKYMEHTOB T10 Cemunap 1.
npuemy, CamocrosTenpHas pabora
YBOJIBHEHHIO, [ToxroToBKa K ceMuHapy 1
IepeBOLY 12
PabOTHHKOB.
Tema 1.4. Jlexumu: TpynoBble KHMXKKU U IIPaBUjla UX BEJICHHUS. 1IK-3
Tpynossie kHmKKH | [IpakTH4ecKkue 3aHATHS (CEMUHAPDI) 5
U IIpaBUjIa UX 3anojaHeHue TPYAOBON KHUXKKU
BCACHHUAL. CamocrostensHas pabora
AHanm3 crateil 1Mo TeMe 3aHATHUS 12
Tema 1.5 Jlexuyy: @opMupoBaHuE U BEICHUE JIMYHBIX €] U YYETHO- 1IK-3
dopmupoBaHue 1 CIIPABOYHBIX KapTOTEK.
BCJICHUEC JTNYHBIX [IpakTryeckue 3aHITHS (CEMHUHAPDI) 5
ACT A y4CTHO- CoCTaBJIEHUE MAKETa YYETHO-CIPABOYHON KapTOTEKU
CHpaBOYHBIX CamocrosrenbHas pabora
KapTOTeK. CocraBiieHHE MaKeTa y4eTHO-CIIPABOYHOM KAPTOTEKH 12
Tema 1.6 | Jlekumu:  JIOKyMEHTHpPOBAaHUE  OICHKH  JICATCILHOCTH TIK-3
JIoKyMEHTUPOBAHHE | paGOTHUKOB
OLICHKHU
JeSTebHOCTH
PabOTHHKOB.
[IpakTryeckue 3aHITHs (CEeMUHAPHI)
Benenue arTecTaliiOHHOTO Jiea COTPYAHHUKA
CamocTtodarenbHas pabora 14
Benenue arTecTalmoHHOTO eia COTPYIHUKA
Tema 1.7. [IpaBuna Jlekuu: 1IK-3
COCTaBIICHUS [IpaBuma cocTaBieHHs JOKYMEHTOB 00 OTIyCKaxX, O
JOKYMEHTOB 00 KOMaHAUPOBAaHUH pabOTHUKOB, MaTepuaibHON

OTIIyCKax, O
KOMaHIMUpPOBAaHUU
pabOTHHUKOB,
MaTepUaIbHOMN
OTBETCTBEHHOCTH,

OTBETCTBEHHOCTH, 3aIUTE KOMMEPYECKOM TaHBI.

IIpakTHyeckHe 3aHATUA (CEMMHAPDI)

Cemunap Ha Temy: [IpaBumna cocraBiieHHs JOKYMEHTOB 00
OTITYCKaX, 0 KOMaHINPOBAHUU PAOOTHUKOB, MaTEPHAILHOM
OTBETCTBEHHOCTH, 3alIUTE KOMMEPYECKOU TailHBI.




3alIuTeC CamMocTosTenbpHas pa60Ta

KOMMEPYECKOU 3HAKOMCTBO C JOTOBOPOM O MaTepUaIbHOU 12

TalHEL. OTBCTCTBCHHOCTHU

Tema 1.8. Jlekrmu: Opranu3ais padboThl ¢ KaJPOBBIMU JOKYMEHTaMHU. 1IK-3
Oprannsartus [IpaKTHyecKre 3aHATUSA (CEMMHAPBI)

pabotsi ¢ Cemunap Ha Temy: KajipoBbiii JOKyMEHTO060pOT

KaZpOBBIMH CamocTodarenbHas pabora

AOKYMCHTAMH. IloaroToBka Kk ceMUHapy 14

Bua uToroBoro KOHTpoJIsi (3a4eT, 3K3amMeH, ¢ hepeHIIMPOBAHHBIN 3a4eT) 3a4eT
| BCEI'O: | 108

Cemunapckoe 3ansitue Nel
Tema: I'ocynapcTBeHHOe peryJiMpoBaHue KaJpoBoro AeJ0nNpou3BoAcTBa (4 yaca)
Bormpocs! 1y1st 06¢cyxaeHust:

1. OO1iee NOHATHE IEIOMPOU3BOJCTBEHHOTO 00ECTICUCHHSI CUCTEMBI YIIPABJICHHUS TIEPCOHAIOM.

2. 3axkoHoparenbHble akThl P®, Vkaszel u pacnopspkenus Ilpesmpenra P®, I[loctanoBineHus
IIpaButenbcTBa PO periiaMeHTUPYIOIUE CO31aHNE KOHKPETHBIX KaJIPOBBIX JOKYMEHTOB.

3. Pernmamenramus odopmieHuss kaapoBeix gokymMeHToB B ['OCTax, yHHU(pHIMPOBAHHBIX
cucreMax JOKyMEHTAaluH, Kiaccu(UKaTopaXx TEXHMKO-3KOHOMUYECKOM M COLMaIbHON HH(pOpMaLuy,
Irczoy.

4. CoBpeMeHHas periaaMeHTAalHs CO3[aHUs KaJpOBBIX JTOKYMEHTOB HAa YPOBHE MUHUCTEPCTB U
BeIOMCTB. [lepeuncnutb JOKyMEHTBI U PaCKpPHITh UX COIEPKAHHUE.

5. UHCTpYKTHBHO-METOAMYECKUE MaTEpUalbl NPEANPHUSATHUA W OpraHu3aldid IO CO3JaHUI0 U
o(opMIIeHNIO KaAPOBBIX TOKYMEHTOB.

5. OBPA3OBATEJIBHBIE TEXHOJIOT'UH

[Ipy OCBOEGHMHM HNHUCUMIUIMHBI HCIHOJB3YIOTCS CIEAYIOLIIME COYETaHUs BUIOB
yueOHON paboThl ¢ MeToJaMu U (opMaMu aKTHUBU3ALMK MO3HABATEILHON JEATEILHOCTH
O0akajmaBpoB I JOCTIDKEHMsSI  3allJTAHUPOBAHHBIX  PE3yJIbTaTOB  OOy4YeHUs U
(dbopMUpOBaHUS KOMIIETEHITUH:

1. UHupopMallmOHHO-pa3BUBAIOIIME  TEXHOJOTUU. V3yueHHe TEeopeTUYECKOro
Marepuaia Ha JIGKUMAX C  HCHOJIb30BAHUEM  KOMIIBIOTEPHBIX  TE€XHOJIOTHH.
CaMocTosATeNbHOE M3yUYEHHUE CIIeHUaIbHON Y4eOHON W HAydHOW JIMTEepaTyphl, BKIOYAs
AIIEKTPOHHBIE CPECTBA HH(POPMAIUH.

2. Pa3BuBaromue  mpoOJIEMHO-OPHEHTUPOBaHHbIE — TexHonoruu. Pabora Ha
NPAKTUUECKUX 3aHATHSIX C aKTUBU3ALMEH MBICIUTEILHOW AaKTUBHOCTH, CIIOCOOHOCTH
BUJICTh MPOOJIEMy M BBIOMPATH CIIOCOOBI ee pasperneHus: (olmas auckyccus, padbora B
KOMaH/i€ U UHAUBUIyaJIbHasl I€SITENbHOCTD).

3. JIMYHOCTHO-OPUEHTUPOBAHHBIE  TEXHOJOTMM  OOy4YeHHs. Y4eT  YypOBHSA
COCOOHOCTEM oO0ydaeMblX W CO3JaHUE YCIOBUW [JIsl PAa3BUTUS HMHAMBUAYaJIbHBIX
CITIOCOOHOCTEM. DTO AOCTUTAETCS MyTeM MOA00pa MHIUBUAYAIbHBIX 3aaHUN U OOIICHUS
MpenoiaBaresis co CTyJeHTaMu B (popMe MHANBUAYATbHBIX KOHCYIbTAI[UH.

Hns spdextuBHOr0 (HopMUpPOBaHMS 3aIlIAHUPOBAHHBIX KOMIETEHIIUMM CTYJACHTOB
WCIIONIB3YIOTCSL CIAEAYIOIINE COYETaHUsl BUIOB YUeOHOU pabOThl ¢ MeTOJaMH U (OpMaMHU
aKTUBU3aLMU 00pa30BaTENIbHOMN 1EeATEIbHOCTH:




JI71st HOoCTHKEHUS TOCTABJICHHBIX 1I€JIeH MpenogaBaHus JUCIUIUIMHBI PEaIU3yIOTCS
CJIEYIOIIME CPEACTBA, CIIOCOOBI U OPraHU3AIIMOHHBIE MEPOTIPUSATHS:
— W3yYeHHE TEOPETHUECKOr0 MaTepHalia MUCHIUIUIMHBI Ha JIEKIUAX C UCIOJIb30BAHHEM
KOMITBIOTEPHBIX TEXHOJIOTHUH;
— CaMOCTOSITEJIbHOE  M3Y4YEHUE  TEOPETHYECKOT0  maTepuaja  JUCHMIUIMHBI €
UCIOJIb30BaHUEM [nternet-pecypcoB, HHPOPMALMOHHBIX 0a3, METOAMYECKUX Pa3padOToK,
CrielMaibHOM y4eOHOM W HAyYHOU JIUTEepaTyphI;
— 3aKpeIICHHE TEOPETUYECKOTO MaTepuaia Mpy MPOBEACHUHM MPAKTHYECKUX padoT ¢
WCIIOJIb30BaHWEM Y4YEOHOTO W HAay4YHOro OOOpYIOBaHUS M TPUOOPOB, BBITIOJHCHUS
MPOOJIEMHO-OPUEHTUPOBAHHBIX, IOMCKOBBIX, TBOPUCCKUX 3aaHUH.

6 OHEHOYHBIE CPEACTBA [JIs1 TEKYIIEI'O KOHTPOJIA
YCIIEBAEMOCTHU U TIPOMEXKXYTOYHOU ATTECTALIUN

6.1. KoHTpoJIb 0OCBOEHMS TN CIUILINHBI

KoHTpoaps ocBOEHUS TUCHMIUIMHBI POU3BOAUTCA B COOTBETCTBUHU € [lomoxkeHueM o
OPOBEJACHUN TEKYIIEr0 KOHTPOJISI YCIIEBAEMOCTH M IPOMEKYTOUYHOM aTTecTaluuu
cryaeatoB ®I'bOY BIIO «KpacHomapckuili TOCy1apCTBEHHBIN YHUBEPCUTET KYJIbTYPhl U
ucKyccTB». IIporpaMMoli JUCHMIUIMHBI B LEIAX IPOBEPKH IPOYHOCTH YCBOECHUS
Marepuaa npeaycMaTpruBaeTcs MPOBEAECHUE PA3IMYHbBIX (POPM KOHTPOJIS.

Texywuii KOHmMpoab YCIEBAEMOCTH CTYIACHTOB MO JUCIUIUIMHE NPOU3BOAUTCA B
cnenyromux Gpopmax:

- mpoOiieMHass CUTyallMOHHAs 3ajiada, MpeajaraeMasi CTyJISHTaM Ha JIEKIUH,
OpPUEHTUPOBAHHAsI HA YPOBEHb Ay IUTOPUHU;

- BOIPOCHI K MPAKTUYECKUM 3aHATHUSIM, MPOBEPSIOLINE 3HAHUE TEOPETUUYECKOTO
MaTepuaa;

- KOHTPOJIbHBIE 3a/IaHUsl, KEUChI, TPOBEPSAIOIINE CTENEHb YCBOCHHS TEOPETUUECKUX
Y MPAKTUYECKUX 3HAHUN Ha PENPOJTYKTUBHOM U MPOAYKTUBHOM YPOBHE;

- TECTOBBIC 33JlaHWs HA 3a4eT IO BCEM pas3jeiiaM JUCHUIUIAHBIL, B TOM YHCIIE
M3YUYCHHBIM CaMOCTOSITEJIBHO.

Pa3paboTanHbie KOHTPOJIUPYIOIIME MaTepuaidbl ITO3BOJAIOT OLEHUTh CTEMNEHb
YCBOCHHS TEOPETUUECKUX M MPAKTUUECKUX 3HAHUM, MPUOOPETEHHbIE YMEHUS U BIIAJICHUE
OTBITOM Ha PENPOAYKTHUBHOM YPOBHE, KOTHUTUBHbBIE YMEHUS HAa MPOJAYKTUBHOM yYpOBHE U
CIOCOOCTBYIOT (DOPMHUPOBAHUIO OOIICKYIBTYPHBIX U OXKHAAEMBIX MNPO(HECCHOHATBHBIX
KOMIIETCHIIUMN CTYJICHTOB.

Pyb6eoxcnvii konmpons TpeaycMaTpuBaeT OICHKY 3HAHWN, yYMEHHH ¥ HaBBIKOB
CTYJICHTOB IO MPOWJICHHOMY MaTepuaay IO JTaHHOW AUCUUIUIMHE HA OCHOBE TEKYIIHUX
OIICHOK, TIOJTyYCHHBIX UMHU Ha 3aHATHUAX 3a BCE BUIBI paboT. B xo1e py0exHOTro KOHTPOJIS
HCTOJIB3YIOTCS CICAYIOIINE METOAbI OLICHKU 3HAHUN:

- YCTHBIE OTBETHI, MHChbMEHHBIE pPabOTHI (pedepaThl, KOHTPOJIBHBIC), OIICHKA
BBITIOJIHEHUS CAMOCTOSITEJIbHOM paboThl CTYAEHTOB: padoTa C MEPBOMCTOYHUKAMH,
pedeparuBHas.

LIpomedsicymounsiii KOoHmpoJib IO PE3YIAbTATAM CEMECTPA M0 TUCHUIUIMHE TPOXOIUT B
dbopme 3auéra.



6.2. OneHo4YHBbIE CpPeACTBA
O3HAaKOMUBIIUCH C TEMAaTHYECKUM IIJIAHOM HM3yYCHUS MUCHIUTLIUHBI, 00y4aromuecs

00s13aHbl MPUCTYNHUTHh K MOJ00PY MCTOYHUKOB U JHUTEpaTypbl. PekomeHayeTcs cHaudasa
M3y4aTh UCTOYHUKH, a 3aTeM OO0IIHE MOCOOUS MO KaApOBOMY ACIONPOU3BOACTBY U CTAThU
10 OT/ICJIbHBIM KaJIPOBBIM JICHUCTBUSIM.

3amaHus I CaMOCTOATENbHOM paboThl JaHbl B pasjiesie, MOCBSIIEHHOM TEMaTHKe
CEeMUHApPCKUX 3aHiaTui. llpenopaBarenb Ha 3aHATUSAX TMPOBOAUT YCTHBIA ONPOC U
MPOBEPKY MPEACTABICHHBIX JOKYMEHTOB.

[To wToram wu3yuYeHUs IUCUHUILIUHBI HEOOXOAUMO OQGopMUTh pedepaT, CTPYyKTypa
KOTOPOI'O BKJIKOYAET 3JEMEHTBI: TUTYJbHBIA JHCT, COACPXKAHUE, BBEICHUE, OCHOBHAs
4acTh, 3aKJIIOUEHUE, CIHCOK HCTOYHUKOB U Jjureparypbl. Cchuiku B pedepare He
o0si3aTeNbHBl, HO BCE OCTajJbHBbIE CTPYKTYpPHBIE YacTH JOJDKHBI COOTBETCTBOBATh
MpPEABSBISIEMBIM K MUCbMEHHBIM paboTam TpeboBanusiM. O0beM pedepara ot 10 mo 15
CTpaHMII.

[lo wrToramM wu3y4yeHus IUCHUIUIMHBI OOyYarOUUMHUCA [OJDKEH OBITh O(OopMIIeH
MHCTPYKTUBHO-METOAMYECKUM JOKYMEHT B BuAe HHCTpyKIMM 10 KagpOBOMY
nenonpon3BoAcTBy. IIpoekT odopmisercs B COOTBETCTBHUM C TpeOOBAHUAMU
3aKOHOJIATEIBHBIX, HOPMATHUBHO-TIPABOBBIX AaKTOB W  OPraHU3alMOHHO-TIPABOBBIX
JIOKYMEHTOB MPEINPUATHUS, PYKOBOJCTBYSCh MOJYYCHHBIMH HA 3aHSATUSAX 3HAHUSAMH.

HUrtoroBas olleHKa 3HAaHUH BBICTABISIETCSA C YYETOM YCTHBIX  OTBETOB,
MPE/ICTABICHHBIX MPOEKTOB JOKYMEHTOB, MO pe3yibTaTaM pabOThl HAa CEMHHApPCKUX
3aHATHUSX, IpoeKTa MHCTpyKIMK MO KaipoBOMY JEIONPOU3BOACTBY U pedepara.

6.2.1. IlpumepsnI TeCTOBBIX 3aJaHNI (CHTYaLHI1)
TecTbl A1 CaMONIOATOTOBKH

1.0OcHOBHBIE TpeOOBaHUS K 0O()OPMIICHHUIO KaAPOBOM TOKYMEHTAIIUA B OPraHU3alluU NPEAbsBICHbI:
1) TpynoBbim Koaexkcom PO

2) YcraBoM opranusanuu

3) 'CA0Y

4) NncTpyKuuel no KapoBOMYy JI€JI0IPOU3BOICTBY

2. HopMaTuBHEIH akT, 00SI3bIBAIOIINIA paboTOaaTENsT JOKYMEHTUPOBATEH TPYIOBYIO IEATEIHLHOCTh
paboTHUKA. ..

1) Pacniopsixenue [IpaButensctBa PO ot 23.04.1992 Ne781-P «O xpaneHuu 10KyMEHTOB 110
JTUYHOMY COCTaBY»

2) Tpynosoit kogekc PO

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

4) IMocranoBnenre Muntpyaa P® ot 10.10.2003 Ne69 «O06 yTBEp>KISHIUN HHCTPYKIIHH 110
3aMOJTHEHUIO TPYJOBBIX KHUKEK



3.IIpaBOBO# aKT, NEPEUUCISAIOMINN BUIbI JOKYMEHTOB, IPEAOCTABISIEMbBIX TIPU 3aKIIOUCHUU
TPYZAOBOIO JOTOBOPA. ..

1) YcraB opranuszanuu

2) IIpaBuiia BHYTPEHHETO TPYAOBOTO paclopsika OpraHu3auu

3) [lonoxeHnune o mepcoHasie OpraHu3aluu

4) Tpynosoi kogekc PO

4. Heob6xonumMocTh 0(hopMIIeHHE TMYHBIX /1€ pa0OTHUKOB periaMeHTHPOBaHA:

1) OKV ]

2) OCHOBHBIMU MpaBUJIaMHU paOOTH ApXMBOB OPTaHU3AIHIA

3) [IpaBunaMu BHYTpEHHETO TPYIOBOTO pacTopsiIKa

4) IlepeuHeM THUIOBBIX YNPaBIEHYECKUX TOKYMEHTOB, 00pa3yIOIUXCs B A€ATEIbHOCTH
OpraHu3alyii, C yKka3aHueM CPOKOB XPAHEHUS

5. TpyznoBble IEHCHUU YCTaHABIUBAIOTCS U BHIIJIAYMBAIOTCS B COOTBETCTBHH..
1) @3 «O rocynapCTBEHHOM MEHCHOHHOM oOecriedeHuu B PDy»

2) @3 «O TpynoBbIX IEHCUSX B PD»

3) @3 «O BerepaHax»

4) @3 «O06 00s13aTeTLHOM IEHCHOHHOM CTpaxoBaHuU B PDy

6. [Topsinox oopmiieHus:, BeIeHUS U XpaHEHUS TPYIOBBIX KHUXKEK, BKJIAAbIIIEH B HUX, JyOINKATOB

TPYJOBBIX KHUKEK PEriIaMEHTHUPOBAH. ..

1) Tpynoseim Kogexcom PD

2) YronoBHBIM KOicKCOM PO

3) Ilocranosnenue [IpaButensctBa PO ot 16.04.2003 Ne225 «O TpynoBBIX KHUKKAX,
[Tocranosnenne Muntpyzaa PO ot 10.10.2003 Ne69 «OO0 yTBep>KACHUN HHCTPYKIIUH T10 3aII0JTHEHUIO
TPYAOBBIX KHIXKEK»

4) NncTpyKuuel no KapoBOMy JIEI0NPOU3BOJICTBY OpraHU3alun

7. JIOKyMEHTBHI, IpeabsIBIsIEMbIE IPU TIpUEMe Ha paboTy:

1) TpyoBast KHMXKKa, TOKYMEHT, YJOCTOBEPSIOIINNA JTUYHOCTb

2) TpyAoBasi KHM)KKA, TOKYMEHT, YJOCTOBEPSIIOIINMI JIMYHOCTh, TOKYMEHTBI BOUHCKOI'O yUeTa,
JOKYMEHT 00 00pa30BaHMU, CTPAXOBOE CBUIETEIBCTBO T'OCYAAPCTBEHHOTO IEHCHOHHOI'O CTPaXOBaHMs

3) TpyznoBas KHMXKKa, JOKYMEHT, yAocToBepsomuid 1muHocts, MHH, cipaBky o coctosiHun
310pOBbS

4) TpynoBasi KHMJKKa, IaCIIOPT, TOKYMEHTHI BOUHCKOI'O y4€Ta, XapaKTepUCTUKA

8. Ilpu opopmiieHHH TPYIAOBBIX MPABOOTHOIIEHUH 0053aTeIHbHBIM JOKYMEHTOM,
perIaMeHTHPYIOMIUM 00s13aTEIbCTBA CTOPOH, SIBIISIETCS:

1) 3asBreHUE O TIpHieMe Ha PadoOTy

2) KOJIJIEKTUBHBIA JTOTOBOP

3) TpyZnOBOE coralieHue

4) TpyZ10BOM JOTOBOP

9. CTpykTypa KaapoBOi JOKYMEHTAIIMN BKIIFOYAET B CeOs:

1) mpuka3bl 1O OCHOBHOM JESATENIBHOCTH

2) mpuKa3bl 0 AIMUHUCTPATUBHO-XO035CTBEHHOM JACATEIHHOCTH
3) mepenucKky ¢ BBIIECTOALEH OpraHu3alueit

4) mpuKasbl M0 JIUYHOMY COCTaBY

10. JlokyMeHT, yCTaHABIWBAIOIINI MOPSIO0K 00paOOTKH EPCOHATBLHBIX JTAHHBIX, Ha3bIBACTCS
1) TpyAOBBIM 10rOBOpPOM
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2) nepeyHeM KOH(HUACHIIMATILHON HH(OpMAIUn
3) IlonoxeHneM o 3aluTe NEPCOHAIBHBIX JAaHHBIX
4) IlonoxxeHneM o IepcoHale

11. PaGoTHuK, Ha KOTOPOTO 0GOPMIIAETCS JTUIHOE JIETI0, TPEACTABISET
COOCTBEHHOPYYHO 3aTIOJTHEHHYIO

1) mpocrOy 0 mpueme Ha padboTy

2) BBINUCKY U3 MIpHKa3a o MpueMe Ha paboTy

3) 6uorpaduro

4) aHKeTy WU JINYHBIN JIMCTOK 10 YYETYy KaJipoB

12. Jomyckaercst ohopMIICHHE PAaCTIOPSIIUTENBHBIX TOKYMEHTOB 10 JINYHOMY COCTaBY He IO
yHUGDUIIMPOBAHHOU (hopMe mpu

1) u3meHnenun OuorpauIecKux TaHHBIX

2) 3aKJIIOYEHHH TPYIOBOIO JOrOBOpA C UCHIBITATEIBHBIM CPOKOM

3) pacTopKeHHH TPYJOBOTO JOrOBOpa

4) mpenoCTaBIICHUH OTITyCKa

13. Bu3bl, Kakux JOKHOCTHBIX JIUII, BKIIFOYAET B ce0s peKBU3HUT «COrIacOBaHOY MPH 3aKITIOUCHUH
TPYIOBOTO JOTOBOpPA MPH MprueMe Ha padoTy?

1) pyKOBOAMTENS CTPYKTYPHOTO TTOAPA3ACIICHUS, FOPUCTA, CIICIIUATUCTOB OT/IejIa KaIpOB

2) BU3 HE HY>KHO

3) pyKOBOIUTENSI CTPYKTYPHOTO TTOAPA3ICIICHUS

4) ropucra

14.Kakue TOKyMEHTBI, pErJIaMEHTUPYIOT YIIPABIECHUE IEPCOHAIIOM OpPTaHU3alun?
1) npukasel MO JIUYHOMY COCTaBY

2) TpyAOBbIE KHUXKH COTPYIHUKOB

3) nIn4HbIe ena COTPYIHUKOB

4) opranu3alMOHHO- IIPAaBOBbIE JOKYMEHTBI OpraHU3alu1

15. Kakoil JOKyMEHT, perjiaMeHTUPYET NOPSIAOK OPraHU3aIMU U TPOBECHUS aTTECTAIIKN
nepcoHana?

1) [Tonoxenue o mepcoHasne

2) [Nonoxxenue 00 aTTecTalvy epcoHala

3) rpaduk nmpoBeACHUS aTTECTAIIUN

4)¥craB npeanpusITUs

16. YueTHBIM KaJIpOBBIM JTOKYMEHTOM SIBIISETCH. ..

1) muchMo-TipuTIIaleHrne Ha paboTy K ApyroMy paboTo1aTesto

2) u3BeIeHue ¢ MPoCch0O IBUTHCS Il O3HAKOMIICHUS C IIPUKA30M
3) IMYHOE JeN0 COTPYAHUKA

4) npeacTaBiaeHuE O MOOMIPEHUN

17. CkonbKO BpEMEHU JOJKHBI XPAaHUTHCS JIMUHBIE JI€J1a PYKOBOAUTENEH opranuzannn’?
1) mocTostHHO

2) 50 ner

3) 75ner

4) ompenenser KaApoBbIil pabOTHUK

18. KTo npuHUMaET pelieHne o BhIACIEHUH KaJAPOBBIX JOKYMEHTOB K YHUUTOKEHUIO?
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1) HavaTBbHUK OT/ENIAa KaIPOB
2) IUPEKTOP O IEPCOHATY

3) pyKoBOAUTENb OPraHU3aLUN
4) sKciepTHAsE KOMUCCUS

19. KTo noanuceIBaeT BHYTPEHHIOIO ONKUCH JOKYMEHTOB Jiea?
1) cocraBuTEH

2) pabOTHHK CITyObI TOKYMEHTALIMOHHOTO 00eCTIeueHUs

3) MHCIIEKTOp OT/IeJa KaJpoB

4) apxuBuCT

20. BeibepuTe HCTUHHOE YTBEPKICHHE:

1) mena mpUKa30B MO JTMYHOMY COCTaBY MOJJICKAT IMOJTHOMY O0()OPMIICHUIO

2) nena mpUKa30B 10 JUYHOMY COCTABY MOJUICkKAT YACTUIHOMY O(OPMIICHHUIO

3) nena mpuKa3o0B MO JIMYHOMY COCTaBY MOJUIEkKAT OPOPMIICHHIO B 3aBHCHMOCTH OT CPOKa
XpaHeHUs

4) nena MpHUKa30B IO JUYHOMY COCTaBY HE TIOJyIekAaT 0POPMIICHHIO

21. IlocTostHHOE XpaHEHHE KaIPOBBIX IOKYMEHTOB JOJKHO OCYIIECTBIIATHCS:
1) mpu NOCTOSIHHOM €CTECTBEHHOM OCBELIEHUU

2) B TEMHOTE

3) B CyXOM BO3/1yX€ MpH MOCTOSSHHON BEHTUISIUN

4) 0coObIX TpeOOBAaHUI HET

22. IlpoBepka HAIMYUST U COCTOSIHUS IOKYMEHTOB OCYIIIECTBISETCS:
1) He pexe ueM OJIuH pa3 B ISITh JIET

2) eKeroIHo

3) mo Mepe HeoOXOUMOCTH

4) 110 KEJIaHUIO APXUBHOTO PAaOOTHHKA

23. Bel roTOBUTE K IIepeayue B apXuB Jiefia MPUKA30B 110 JUYHOMY cocTaBy. B xone 06paboTku
y3Haete, uTo Bamn nanekuii npeAmecTBeHHUK He pa3Aessil B IeIONPOU3BOICTBE MPUKA3BI IO THYHOMY
COCTaBY JIOJITOBPEMEHHOT'0 U KPaTKOCPOYHOTO CPOKOB XpaHeHHs. Bee nena chopmupoBansl 6e3 yuera
JUTUTENTLHOCTH XPaHEHHsI TOKYMEHTOB. Bamm neiictBus:

1) nepedopmupyto 1ena B COOTBETCTBUM CO CPOKAMHU XPAHEHHS], COCTABIIIO HOBBbIE BHYTPEHHHE
OITUCH

2) nepedopMHpYIO Jefia B COOTBETCTBHH CO CPOKAMHU XPAHEHUS, IEPEHYMEPYIO IPUKA3bI 110
MOPSIZIKY, CIIENIal0 TIOMETKY B PErHCTPAIMOHHOM XYpPHaJe, COCTABIII0 HOBbIE BHYTPEHHHE OIHCH

3) Oyny obpabaThiBaTh /iea B TOM BUJIE, KaK OHU CPOPMHUPOBAHBI

4) He Oyny HUYETO AeNaTh ¢ y)Ke CPOPMUPOBAHHBIMU JICJIaMH, a TTocienytomee GOpMUPOBAHKE J1ETT

OyIly BECTH B COOTBETCTBHHU C TpeOOBaHUAMH II0 CPOKAM XPaHECHUSI

6.2.2. KoHTpOJIbHBIEC BONIPOCHI ISl IPOBEICHUS TEKYILEero KOHTPOJIA
6.2.3. TemaTuka 3cce, pepepaToB, Npe3eHTANMA

1. 3HaueHue KaapoOBOM TOKYMEHTAIlMA B OpraHU3al1H.

2. CucremaTuzanys U XpaHEHHUE KaJAPOBOM JOKYMEHTALINH.
4. CocTaB KagpOBOM JOKYMEHTALINH.

5. KazipoBbie KapTOTEKHU.

12



6. JIOKyMEHTBI 110 JINYHOMY COCTaBY.

7. JJoxkyMeHTBI, 0hOpPMIISAIONINE TPYIOBbIE OTHOLICHHUS.

8. TpyaoBoii 1OroBoOp U TPYJI0OBOM KOHTPAKT, COAEPIKaHUE, TOPSIOK 3aKIIOYEHUS,
OCHOBHBIE OTJINYUS.

9. IOKyMEHTUPOBAHKE IBUKEHHUS KAJAPOB.

10. Yauduxamus kaapoBbIX JOKYMEHTOB.

11. TpynoBbie KHIKKH PaOOTHUKOB.

12. JIuuHble fena COTPYAHUKOB: COCTaB, (GOPMHUPOBAHUE U XPAHEHHUE.

13. CnenupanbHas JOKyMEHTALUS KaJpOBOM CITY>KOBI.

14. CocTaB u Ha3HAYEHNE JOJKHOCTHOW HHCTPYKIUU.

15. Opranuzanus paboThl KaAPOBBIX CIY>KO C MMChbMaMU U 0OpaIeHUSIMU TPaXKIaH.
16. JIoKyMeHTBI AJi1 BHYTPEHHETO MOJIb30BaHUs, pa3padbaTbiBa€Mble CITYKOOU yIIpaBICHUS
MIEPCOHAJIOM.

17. JokyMeHTBI 0 MaT€pUaIbHON OTBETCTBEHHOCTH.

18. Cpoku xpaHeHUsI KaAPOBBIX JOKYMEHTOB.

19. lucuunumHapHble B3bICKaHUS U TOOIIPEHUS: TOPSA0K 0(OPMIICHHUS.

20. lokyMeHTUpOBaHUE OLEHKH JAESATEILHOCTH MTEPCOHAA.

21. KoHTpoJIb UCTIOJTHEHUS KAJAPOBBIX JOKYMEHTOB: Ha3HAUEHUE, BUJIbI, (POPMBI.
22. OdopmiieHre Komuil TOKYMEHTOB.

23. IloaroToBka JieJ K apXMBHOMY XPaHEHUIO.

24. IlpaBuna nepenadu e B apXUB.

25. ApXUBHOE XpaHEHHE.

6.2.4. Bonnpocsl K 3a4eTy 0 JUCHHUIIMHE
1. [ToHsiTHE KaIPOBOTO AEIONPOU3BOJICTBA.
2. T'ocynapcTBEHHOE pEryaupoBaHUe KaJpOBOIro JEIONPOU3BOICTBA.
3. PernamenTanus opopmieHus kaapoBbix JokymMeHToB B 'OCTax, yHu(pUIIUPOBaHHBIX
cUCTeMaxX JOKyMEHTaIuH, Kilaccu(pruKaTopax TEXHUKO-3KOHOMUYECKON 1 COIMaIbHOM
undopmaruu, 'CHOY.
4. CoBpeMeHHas perjamMeHTaIusl CO3JaHus KaJIpOBbIX JOKYMEHTOB Ha YPOBHE
MUHHUCTEPCTB U BEIOMCTB.
5. IHCTPYKTUBHO- METOANYECKUE MaTEPUaJIbl IPEANIPUITUNA U OPraHU3aLUK 110 CO31aHUIO0
1 0(pOPMJIIEHUIO KaJPOBBIX JTOKYMEHTOB.
6. Paznuunsa Mex 1y MHHIUBUAYaIbHBIM TPYIOBBIM JOTOBOPOM U I'PaXAaHCKO-IIPaBOBBIM
JIOTOBOPOM.
7. PaciopsauTenbHas KagpoBasi JOKYMEHTals, BUJIbI U IPABHJIA COCTABJICHUS U
oopMIIEHUS.
8.JIndHoe Aes0 COTpyIHUKA, TpeOOBaHUS K €ro 0(hOPMIICHHIO.
9. PaboTa xaapoBo# Ci1y»)OBbI 110 00ECIIEUYEHUI0 COXPAHHOCTH IEPCOHATBHBIX JAHHBIX
paboTHUKOB, [loN0keHNE 0 3alUTE NePCOHATBHBIX JaHHBIX, COIJIacHe paOOTHHKA 32
00pa0OTKy | UCIOJIb30BaHUE €r0 MEPCOHATBHBIX JaHHBIX.
10. YHuduuupoBanHueie GopMbl JOKYMEHTOB [0 YYETY U UCTIOJIb30BAHHUIO pa00OYEro
BpeMeHU. MeTo/1bl yueTa UCI0JIb30BAaHHOIO paboyvero BpeMEHH.
11. Iopsiok odpopmileHHs JOKYMEHTOB, YOCTOBEPSAIOIINX BPEMEHHYIO
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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. AungporoBa W.IO. Kanmpooe pemompousBoactBo: JlokymeHTamus: ydeOHOE
nocobue/ N.}O. Anaponosa. - M: Academia, 2018. - 320 c. [TexkcT HemoCcpeICTBEHHBIH |

3. Banora JI.M. kaapoBoe paenonpous3BOACTBO: YueOHuk/ JI.M. Bsuoa. - M:
Academia, 2015. - 160 c. [TekcT HEenmocpeACTBEHHBIH! |

4. T'appucon, P. Ynpasnenueckuii yuet / P. I'appucon, Hopun, 3., bproap, II. ; Ilep. ¢
aurn. M.A. Kapnuka. - 12-e wm3a. - CII6.: Ilurep, 2012. - 591 c. [Tekct
HETIOCPEACTBEHHBIN |

5. Kysuenosa, T.B KagpoBoe  aenonpou3BOACTBO:  TPAAMIMOHHBIE U

aBTOMATU3UPOBAHHBIE TeXHOJOTUU: yuel. 1 By30B: [rpud YMO] / T. B. Ky3nenoga. -
M. : U MDH, 2011. - 344 c. [TekCT HEMOCPEACTBEHHBIH |

7.2. JlonoJIHUTe/IbHASA JIUTEPATYypa

1. XKypasnesa, U.B. KagpoBuky — Bce 0 mpukaszax, KaJpOBBIX U HEKaJPOBBIX/
N.B. XKypasneBa, M.B. Kypasnesa. — M.: UHOPA — M, 2007. — 517c. [Tekct
HETIOCPEICTBEHHBI |

2. 3axapkuna, O. N. Kampomas ciyxk6a npeanpusitus. Jlemonpou3BoaCTBO,
JIOKYMEHTO00OpOoT U HopmaTuBHas 0aza / O.M. 3axapkuna, J.E. I'ycatHukoBa. - M.:
Owmera-JI, 2016. - 264 c. [TekcT HEMOCPEACTBEHHBIH |

14


http://elibrary.ru/item.asp?id=25858314

3. Kacwsinora, I'.}O. Ilpuem u yBoJIbHEHHE pPAaOOTHHUKOB C Y4YE€TOM BCEX
n3MeHeHu# 3akononatenbcTa /[lox penak. I'.}O.KacesHoBoii (11-e u3a., mepepaboTanHoe
u jom.) — M.: ABAK,2010.-200c. [TekcTt HEenmocpeICTBEHHBIH |

4. Ky3snenos J[.JI. KampoBoe aenonpou3BoACTBO  (IPAaBOBBIE  OCHOBBI):
[Ipaxktuueckoe mocodbme/ JI.JI. Kysnemosn, FO.Il. Opnorckwmii, M.A. bemunkas, HO.C.
Kopsikuna. - M.: Uadpa-M, Konrakr, 2013. - 239 c. [TekcT HEmocpeCTBEHHBIH |

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

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

7. TpyxanoBuu, JI.B. CrnpaBo4yHUK MO KajJpoBoMy jenonpou3BoacTBy/ JI.B.
Tpyxanosuu, [.JI. yp. — M.: U3natensctBo «/leno u Cepucy, 2007. — 608 c. [Tekct
HETIOCPEICTBEHHBI |

8. UykosenkoB, A.IO. IlpaBuna odopmiieHus aokyMeHTOB: KomMeHTapuii k
'OCT P 6.30 — 2003 «YHuduimpoBaHHbIE CUCTEMBI JOKYMEHTAIMH. Y HU(DUIIMPOBAaHHAS
CUCTEMA  OPTraHU3AIMOHHO-PACHOPAIUTEIHLHOM  JOKyMEHTaluu. TpeOoBaHus K
odopmiteruto 1okyMeHToB» / A.FO. UykoBenkos, B.®. Sukopas. — M.: TK Benou, 13a-Bo
ITpocnekt, 2005. — 216¢. [TekcT HEMOCPeICTBEHHBIH |

9.3 nTepHeT — pecypcehl: OpuaMUYecKas npaBoBas cucteMa — ['apanr;
IOpHUInYecKas rnpasosas cucrema — Koncynsrant [mroc.

7.3. llepnoanyeckne U3TaHus
KypHan «YnpasieHUe IepCOHAIOM

7.4. UnTepHeT-pecypchl

1. DONEeKTpOHHBIE KYpChl JIEKIUH, Yy4eOHbIE M METOAMYECKUE TIOCOOUs Ha
KOPIIOPATUBHOM caiiTe Kadeapbl COIMOJOTUM, TMCUXOJOTUU U IMpaBa B KOPIOPATHUBHOU
CETH YHUBEPCUTETA.

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

apxuBHoro nena (BHUMJAJ) [DOnextpoHHbIl pecypc]. DnekTpoH. paH. — M.:
BHUNIA/, 2010. — Pexxum noctyna: http://www.vniidad.ru;

4. Odummaneupiii  caiit  komrnanuu «KoHcyneTanT Ilmrocy [DnaexkTpoHHBIN
pecypc]:  3akoHomarenbcTBO P®:  KOAEKCHI, 3aKOHBI, YKa3bl, IOCTAHOBJIECHUS
npaButTenabcTBa PD. Dnektpon. nan. — 1997. — Pexxum noctyna: http://www.consultant.ru.

Nudopmarmonno-npaBoBoit  mopran  «[apant»  [DIeKTpoHHBIM  pecypc]:
3aK0HOMAaTEeTBCTBO (KOMCKCHI, 3aKOHBI, YKa3bl, IIOCTAaHOBJICHHS) Pd, aHanmmTHKa,
KoMMeHTapuu. OnekTpoH. aaH. — M.: HIIII «I'’APAHT-CEPBUC-YHUBEPCUTET»,
2010. — Pesxxum noctyna: http://www.garant.ru/

7.5. MeToauueckue yKa3aHUus ¥ MATEPUAJIbI 10 BUAAM 3aHATHH
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http://www.consultant.ru/

Texymas camocTosiTenpHas padora no aucuuiuinHe «KaapoBoe Aem0mnpon3BoACTBO
U apX¥BBI JOKYMEHTOB TI0 JIMYHOMY COCTaBY» HalpaBjeHa Ha YrIyOJeHHUE U 3aKpeIUICHUE
3HaHWi, HA PA3BUTHUE MMPAKTHYECKUX YMEHUH U BKIIFOYAET TAKUE BHU]IBI PAOOT:
— paboTa C TEeKINOHHBIM MaTeprajIoM;
— paboTa C pEKOMEHJOBAaHHOW JUTEpaTypod TMpH MOATOTOBKE K MPAKTHYECKUM
3aHATHUSM;
— TOJTOTOBKA K KOHTPOJIbHBIM paboTaM;
— TOMCK W 0030p JHUTEpaTypbl M DIIEKTPOHHBIX HMCTOYHUKOB HHMOPMAIMH 10
WH/IMBUYaTbHO 33/IaHHOM TIpobOIIeMe Kypca,
— oIepeskaromiasi caMocTosITelIbHas padora,
— U3y4YEHHUE TeM, BBIHECEHHBIX Ha CAMOCTOATENIBbHYIO IPOPAOOTKY
— TOJTrOTOBKA K 3a4eTy.

— Pexomenaauuu no opopmiaeHuo

— KontponbsHass pabora wuznaraeTcss Ha CTaHAAPTHBIX JmcTax ¢opmara A4 (ausa
CTYJIEHTOB 3a04HOM (hopMbl OOyuY€HHs) WM B DJIEKTPOHHOM BHJI€ B TEKCTOBOM (paiise
tuna rtf wim pdf u B Buje KOMIbIOTEPHON TPE3EHTALIUU.

— Pabota nomxkHa cOCTOATH U3 CIEIYIOMIUX Pa3/IeIOB:

— Beenenue: uenu u 3aauu paboThl, KpaTKas XapakTepUCTHUKa 00bEKTa,

— Pesynbrarel moucka ¥ BBIOOP KOMIBIOTEPHBIX CUCTEM (MM calToB) st Bamiero
00BeKTa,

— AHanuTHuecKas 4acTb C ONHMCaHMeM Ou3Hec mpoleccoB Bamero oObekra (uiu
pa3zielioB caiita),

— Tabnmuna ¢ dakrorpaduueckumMu maTepuagaMy XapaKTEPUCTUK CHCTEM (CTPYKTYPHI
pa3IM4YHbIX calTOB). ONKUCaHuEe KPUTEPUEB U METOJAUKHA CPABHEHUS CUCTEM (CalTOB),

— Pesynbrar. D10 0OOCHOBaHME BbIOOpa Jydied cucteMbl s Bamero oObekra;
(dopMynMpOBaHKE PEATIOKEHUIN TTO JOMOIHUTEIBHOW aBTOMATU3alul OM3HEC-IPOLIECCOB
Ha Bamem o00beKTE€ C KOHKPETHBIM YKa3aHMEM Te€X KOHKYPEHTHBIX MPEUMYILIECTB,
KOTOpbIE€ MOJYYUT OOBEKT MOCIE BHEAPEHUs Bammx mpemyiokeHuil: CHUKEHUE 3aTpaT
Pa3IMYHbI PECYPCOB, OBBIIIEHNE KAYE€CTBA YCIIYT, IPUBJICYEHUE HOBBIX KJIMEHTOB.

— BeIBoabI: KpaTkue UTOTH (PE3yJIbTaThl) PaOOTHI.

— CnOucok MCIoab30BaHHOM JTUTEPATYPHl U UHTEPHET PECYPCOB.

— O0beM paboTbel He orpanuueH. O0bpuHO 3710 12 — 20 crpanun popmarta A4 mpudTom
No 12, Ho He Menee 8 crpanui] U 15- 20 cnaliIoB KOMOBIOTEpHOW Tpe3eHTanuu. s
Ha3BaHue (aiina, cojepskaiero paboTy, cleayeT HCHOJb30BaTh (HaMUIIMIO CTYJICHTa H
HOMEP Y4EOHOMU TPYIIIHI.

— Pabotbl, 00beMOM cBbIlIE 12 CTpaHULl, AOMYCKAETCs MPEICTaBIATh Ha KOMIIAKT-IHUCKE.
[Tpu >TOM Ha GyMa)KHOM HocuTene OpOPMIISIETCS TUTYJIbHBIA JIUCT, BBEJACHHUE, CBOJIHAS
aHajnuTH4YecKas TaOnMia, BbIBOABI W mpemioxeHus. Jluck mnoamuceiBaerca (PUO
CTYJIEHTa, CPYyIIa, TeMa padOThl) U BKJIAJAbIBAETCS B KOHBEPT, PUKIICCHHBIN K MOCIIEIHEN
cTpanuie paboTel. s mnpeaBapuTenbHOr0 MPOCMOTpPAa W PELEH3UpPOBAHHS PaboOTy
clelyeT IepeciaTh  IPEnoJaBaTelll0 Ha aJpec €ro AJIeKTpoHHOM mnouThl. Ilocie
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oI00peHusi mpernojaBaTesneM, paboTa  chaaeTcs npenojasarento. Pe3ynbraTom
MOJIOKUTENBHOU OTleHKH paboThI siBisieTcss 3AYUET.

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 Jlemo 8.5

8. MATEPUAJIBHO-TEXHUYECKOE OBECIHEYHEHUE JIUCHUIIJINHBI
MOAYJIs)

KoMmproTepHbIe KIIacChl, MyJIbTUMEIUIHOE 000y I0BAHHE.

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

Jlnst OocBOEHHMSI NaHHOM JUCHUIUIMHBI HEOOXOAMMO CIIEAYIOIIEe TEXHUYECKOoe
OCHAlIEHHUE:

- MYJIbTUMEIHUIHBIN MPOEKTOP, MOJAKIIOYEHHBIM K NEPCOHAIBHOMY KOMIIBIOTEPY B
JIOKaJIbHOU ceTH (pabodee MeCTO TpernojaBaresis U padodee MecTo s JEMOHCTpaluu
MPE3CHTALUN CTYICHTaMHu ),

- pabourie CTaHIUU ISl CTYJIEHTOB - IEPCOHAIbHBIE KOMIIBIOTEPHI C MPOLIECCOPOM
He Huxke Pentium 4 u onepaTuBHOM namsTeio HE MeHee 3 Gb,

- GPS nHaBurarop ¢ pyccuduimpoBanHon kapToii Poccun ¢ aBTOHOMHBIM MUTAaHUEM
U pa3MepOM 3KpaHa HE MeHee 4 JI0IMOB, UHTEPHET-PECYPCHL.

Ipunoocenue 2

JlonojiHeHMsI U U3MEHEHUSI
K padoyeil mporpaMmme y4eOHO! JUCHUIIMHBI (MOTYJIs1)

Ha 20 -20__ y4.ron

B paGouyro nporpaMmy y4eOHOM TUCITUTIIIMHBI BHOCSATCS CJICIYIOIINE U3MEHEHUS:

° .
5

5
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JlomomHeHUs: ¥ U3MEHEHHS K paboyeil mporpaMmmMe pacCMOTPEHBI M PEKOMEHI0BAHbBI
Ha 3acenanuu Kadeapobl

(HanMeHOBaHHME)
[TpoTokos Ne OT«__ » 20 1.
HUcnonaurtens(u):
/ / /
(IODKHOCTB) (moamnucek) (®.1.0.) (nara)
/ / /
(IODKHOCTB) (moamucek) (®.1.0.) (nara)
3aBenyrommii kKadeapon
/ / /
(HanMeHOBaHME Kagephl) (momuce) (®.11.0.) (mara)
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