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1. EJIA U 3AJJAYA OCBOEHUSI TUCHUTIINHBI

ean ocBoeHMs] AMCUMIUIMHBI (MOJIyJIsl) KaJpOBOE JEIONPOU3BOJCTBO U apXUBBI
JOKYMEHTOB II0 JIMYHOMY COCTaBy — JaTh CTYJEHTaM CHUCTEMHOE IPEICTABICHUE O
CKJIaJIbIBAHUM U PA3BUTUM KaIpOBON JOKyMEHTalUU B Poccuy Kak HEOTHEMIIEMOU 4acTU
Ipolecca ylpasiaeHUs [IEPCOHAIIOM.

3agaumM: HAy4YUTh CTYJEHTOB I'PAMOTHO COCTaBJIATh U OQPOPMIISATH JOKYMEHTBHI IO
YIPABJICHUIO IEPCOHATIOM; O0OYYUTh METOAAM pabOThI C KaIPOBBIMH JOKYMEHTAMHU.

2. MECTO JUCHUIIJINHBI B CTPYKTYPE OIIOII BO

JlucuumiauHa YuTaeTcs B IUKIIE (haKyIbTaTUBHBIX JUCIUILINH.

W3yyenue JUCUUIUIMHBI Oasupyercs Ha 3HAHUM CTYJIEHTaMH CIEIYIOLIUX
OUCLMIUIMH  y4yeOHOro IuiaHa: «JIOKyMEHTallMOHHOE OOecleueHue YIpaBICHUD,
«JIOKyMEHTOBEICHHUEY.

MeTop! TpOBEICHUS 3aHATUH: JIEKIIMH, CEMUHAPBI, Ta00PATOPHBIE paOOTHI.

3. TPEBOBAHUSA K PE3YJbBTATAM OCBOEHHUS COIEPXAHUSA
JANCIUITJIMHBI

[Ipomecc wu3ydyeHusl IUCHMIUIMHBI HampaBieH Ha (QoOpMHpOBaHHE DSJIEMEHTOB
cineayromux kommereHIuid B coorBeTcTBUM ¢ ®I'OC BO mo maHHOMY HampaBJCHHUIO
MTOATOTOBKH (CHEIUATIBHOCTH):

0) npogeccuonanbubix (ITK)

[1K-1 CocraBnenue u opopMiieHHE yIIpaBIeHUECKON JOKYMEHTAIIUH,

[IK-2 Opraam3ammss paboTbl ¢ JOKYMEHTaMH B YCIOBUSX TPAJUIMOHHOTO U
AIIEKTPOHHOTO JJOKYMEHTOO0OPOTa,

B pesynbrate 0CBOCHUS JUCHUIUIMHBI 00YUYaIOIIUECs JTOJKHBI:

3Hamev.

- OCHOBBI 3aKoHojJaTenbcTBa P®, perynupylomye OpraHu3alui XpaHCHUs
JIOKYMEHTOB 0 JJNYHOMY COCTaBY B apXHUBax;

- IpaBWJIa CUCTEMATH3AIIUM U XpPaHEHUS JOKYMEHTOB I10 INYHOMY COCTaBY;

- cuUcTeMy apXxuBoB P® u OCHOBHbICE TEHJACHIUM B HMX Pa3BUTUH, OCHOBHBIC
HampaBJICHUS WX pPabOThl M CHEIU(HUKY, METOJUKY XpaHEHHUS W HCIIOJIb30BAHUS
JOKYMEHTOB B apXHMBaxX OpraHU3aluii U TOCYJapCTBEHHBIX apXUBAX;

- IOPSIIOK JOCTYMa K JOKYMEHTaM IO JIMYHOMY COCTaBY B apXMBE OpraHU3alliy U B
roCcyJ1apCTBEHHOM, MYHUIIUIIAJIbHOM apXUBE.

Ymemes:

- BBITIOJIHSITH OTEepaliu o 00padoTKe TOKYMEHTOB Ha CTaJUU UX XPAHCHHUS;

-OpraHU30BBIBATh TEKYIIIEE XPaHEHHE JIOKYMEHTOB IO JIMUHOMY COCTaBy U HUX
MOATOTOBKY JIJIs TIepe/lauyr Ha apXUBHOE XPAHEHUE;



- pa3pabaTbiBaTh HOPMATHUBHBIC TPABOBHIC JIOKAJIBHBIE aKThl, HEOOXOIUMBIC B
NEATEeNIbHOCTU oOpraHu3anuu (MoJIoKeHHe 00 apXWBe OpraHu3allud, IOJIoKeHHue o0
AKCIIEPTHOM KOMUCCHH OpraHU3aIluN ).

Bnaoembw:

-METO/JIaMU  OpTraHM3allUM  XPAHCHMS, TPOBEACHUS OKCHEPTU3bl  ILIEHHOCTH
JIOKYMEHTOB, OIMCAHUS M MCIOJIb30BaHUS JOKYMEHTOB, COJEpIKaIllUX IEePCOHATbHBIC
JIaHHBIE.

4. CTPYKTYPA U COAEP KAHUME JUCIHUIIJIMHBI

4.1. CTpyKTypa QM CUMILINHBI

OO01mas Tpy10eMKOCTh TUCIUIUIMHBI cocTaBisieT 3 3aueTHhIX equnuil (108 vaca).

s O30
< Bunel yueOHoI pabOTHI, @OpMBI TEKYILETO
g‘ BKJTIOYas KOHTPOJIS
% 2 CaMOCTOSITEIILHYIO padoTy yCIIEBAEMOCTH (1O
No Paznen 2 59 CTYJICHTOB Heodensam cemecmpa)
/1 IYCHUTLIINHEI 8 = U TPYJOEMKOCTb (B yacax) dopma
% JI 3 | U3 Cp IIPOMEKYTOUHOU
o aTTeCTaIuu (no
cemecmpam)
Pazpmen 1 5 2 6 100
1
Hroro 5 2 6 100 3auer

4.2. Temaruueckuii mNJaH OCBOeHHMsl JAUCHMILUIMHBI 10 BHIAM Y4eOHOM
AeSITeJIbHOCTH M BH/bI CAMOCTOSITEIbHON (BHEAYIMTOPHOI) padoThl
(Ilpeocmasnsiemcss  memamuyeckuii  NAQH — OCB0CHUS  OUCYUNIUHbL N0 GUOAM  V4eOHOU

OdesimenvHocmu (eKyuu, NpakmudecKue 3aHAMUs (CeMUHapvl), UHOUBUOYATbHbIE 3AHAMUS, KYPCO8As
paboma, camocmosmenvbHoe uzyienue pazoenos (mem) OUCYUNIUHDL).

HaunmeHnoBanme Conep:xanue yueOHOIro MaTepuaJia dopmu-
pa3aesioB U TeM (TeMBI, NepeYeHb PACKPBIBAEeMbIX BOIIPOCOB): O0bem | pyembie
JIEKIIUHU, MPAKTHYECKHE 3aHATUSA (CEMUHAPDI), yacoB/ | Komme-
HHIMBHUAYAJIbHbIC 3AHATHS, CAMOCTOSITeJIbHASL padoTa 3.e. TeHUHMH
o0yuyawuuxcsi, KypcoBasi pabora (1o Teme)
1 2 3 4
5 ceMecTp




Pa3zpean 1.

Tema 1.1. Jleknun: Kagposoe aenonpou3BoACTBO, €TO 1IK-1
Kanposoe 3aKOHOAATEIbHOE U HOPMATHUBHO-METOINYECKOE 05 1IK-2
JIEIIOTIPOU3BOJICTBO, | peryiIupoBaHUE. ’
ero
3aKkoHojarenbHoe U | IIpakTrdeckue 3ausaTud (CEMHUHAPEL):
HOPMAaTUBHO- 3aKOHBI, CTaHIapThl u UHCTPYKIUH, 1
METOINYECKOE pETTIaMEHTHPYIOIIHNE KaJIPOBOE JCTIONPON3BOICTBO
peryJupoBaHue. CamocrosTenbHas padora

YreHue TEKCTOB 3aKOHOB, CTAHJIAPTOB, HHCTPYKIIUMI 8
Tema 1.2. Jlexkiuu: CoctaB U 0coOeHHOCTH pPAabOTBHI C KaapOBOi 05 1IK-1
CocraB u JIOKyMEHTaIuen ’ 1IK-2
0COOEHHOCTH [TpakTryeckue 3aHITHsI (CEMUHAPBHI)
paboThI ¢ KafpoBol | 3anonHeHne YHUPUIMPOBAHHBIX (OPM KaPOBBIX 1
JOKyMEHTaIue. JIOKYMEHTOB

CamocTrodrenbHas pabora

Cocrasnenue 6a3pl YHUPUITUPOBAHHBIX (POPM KaJPOBBIX 6

JIOKYMEHTOB
Tema 1.3. Jlexrmu: [IpaBumna opopmiieHHsI JOKYMEHTOB TI0 TIPUEMY, 1IK-1
[TpaBuna YBOJILHEHUIO, TIEPEBOAY PAOOTHHUKOB. 05 1IK-2
odopmiteHust [IpakTuyecKue 3aHATUS (CEMUHAPBI): 1
JOKYMEHTOB T10 Cemunap 1.
Tpuemy, CamocrosTensHas paboTa
YBOJILHCHULO, [TonroroBka k cemuHapy |
nepeBoy 6
PabOTHHKOB.
Tema 1.4. Jlexnuu: TpynoBble KHM>KKHU M ITPaBUJIA UX BEICHUS. 0,5 I1K-1
TpynoBble KHMKKH [IpakTHyeckue 3aHATHS (CEMHHAPEI) 1 IIK-2
U IIpaBHJIa UX 3anoJiHeHue TPYI0BOM KHUKKH
BCNICHUS. CamocrosTensHas padora

AHanmm3 cTaTell 110 TeMe 3aHATHS 8
Tema 1.5 Jlekunu: ®opMHUpOBaHUE U BEACHUE JTUYHBIX JI€]T U YYETHO- 1IK-1
dopmupoBaHUE U CIIPABOYHBIX KapTOTEK. 1IK-2
BCICHUE JTAYHBIX IIpakTrueckue 3ausITUA (CEMUHAPEI) 1
A1 U y4€THO- CocTaBJIeHHE MaKeTa YYETHO-CIIPABOYHON KAPTOTEKH
CIIPaBOHBIX CamocTtodaTenbpHas paboTa
KapTOTCK. CocraBieHre MakeTa y4eTHO-CIIPABOYHON KapTOTEKH 8
Tema 1.6 | Jlekiuu:  JlokyMeHTHpOBaHHE  OLIGHKH  JIEATEIbHOCTH 1IK-1
JIOKyMEHTHPOBAHHE | paGOTHUKOB 1IK-2
OIICHKHU
NS TeNbHOCTH
PabOTHHKOB.

[TpakTHdeckue 3aHITHs (CEMUHAPHI) 1

Benenue arrecTalimioOHHOTO Jieia COTPYAHUKA

CamocTrodrenbHas pabora 8

Benenue arrecraimoHHOrO Aea COTPpYAHUKA




Tema 1.7. [IpaBuna Jlexmmu: 1IK-1

COCTaBJICHUS [lpaBuna cocraBieHUsT JOKYMEHTOB 00 OTIyCKax, O 11IK-2
JIOKYMEHTOB 00 KOMaHUPOBAHUU PabOTHHKOB, MaTepHaIbHON

OTITYCKax, O OTBETCTBEHHOCTH, 3a1IUTE KOMMEPYECKOW TANHBI.

KOMaHIWPOBaHHUH [IpakTyeckue 3aHATHS (CEMUHAPHI)

pabOTHHKOB, CemuHnap Ha Temy: [IpaBuia cocTaBiieHUs JOKYMEHTOB 00

MaTepUuaIbHON OTIyCKaX, 0 KOMaHIUPOBAHUH PaOOTHUKOB, MaTePUATHLHOM

OTBCTCTBECHHOCTH, OTBETCTBEHHOCTH, 3alIUTE KOMMEPYECKOW TANHBI.

3amuTe CamocrosTeabpHas pabora

KOMMEPYECKOH 3HAKOMCTBO C JJOTOBOPOM O MaTepUAILHOM 8

TalHbI. OTBETCTBSHHOCTH

Tema 1.8. Jlextmu: Opranuzaius paboThI ¢ KaJAPOBBIMHU JTOKYMEHTAMH. 1IK-1
Opranusanus ITpakTHyecKKe 3aHATUS (CEMUHAPHI) 1IK-2
pabotsi ¢ Cemunap Ha Temy: KagpoBbiii JOKyMEHTO000POT

KaJApOBbIMU
AOKYMCHTAaMMU.

CamocrositenpHas pabora
[loaroroBka K ceMuHapy 8

Bua urorosoro 3ayer
KOHTPOJIA (3aueT,
HK3aMeEH,

g hepeHIINPOBAHH
BIi 3a4eT)

BCEI'O: [108/3

Cemunapckoe 3ansitue Nel
Tema: 'ocynapcTBeHHOE peryIMpoBaHHUE KaApOBOIo JEJI0NPOn3BoACTBA (4 yaca)
Bomnpocs! it 00cyKaeHus:

1. OO1iee noHATHE IEIONPOU3BOJCTBEHHOIO 00ECIIEUCHHS CUCTEMBI YIIPABJIEHUS IIEPCOHAIIOM.

2. 3axkoHoparenbHble akThl P®, VYka3zel u pacnopsoxkenus Ilpesunenta P®, IlocranoBnenus
IIpaButenscTBa PO periiaMeHTUPYIOLINE CO3JaHNE KOHKPETHBIX KaJPOBBIX JOKYMEHTOB.

3. Pernamenrtanus odopmieHuss kaapoBbix gokymMeHTOoB B ['OCTax, yHu(UUIMPOBAHHBIX
cucTeMax JIOKyMEHTaluH, Kiaccu(ukaTropax TEXHHKO-?KOHOMMYECKOW M COLMAIbHOM HH(pOpMaluy,
I'c1oy.

4. CoBpeMeHHas perjaaMeHTalMs CO3JaHus KaJpOBBIX JTOKYMEHTOB HAa YPOBHE MUHUCTEPCTB U
BeIOMCTB. [lepeuncnuth JOKYMEHTHI U PACKPBITh UX COJIEpKaHUE.

5. HCTpYKTMBHO-METOJWYECKUE MAaTEpHalbl MPEANPHUATHI W OpPraHU3alMd IO CO3JAHHUIO U
0(OpPMIIEHHIO KaJIpOBBIX TOKYMEHTOB.

5. OBPA3OBATEJIBHBIE TEXHOJIOT'UH

[Ipy OCBOEGHHMHM JUCLUIUIMHBI HCIOJB3YIOTCS CIEAYIOIIAE COYETAHHUS BUIOB
y4eOHON paboThl ¢ MeToJaMu U (OpMaMHu aKTHBU3AIMK MO3HABATEILHON JEATEIHLHOCTH
O0akamaBpoB IS JOCTIDKCHHS — 3allJTAHUPOBAHHBIX  PE3yJNbTaTOB  OOy4YeHUS U
(dhopMHUpPOBaHUS] KOMIICTCHITHI:

1. NudopmarmoHHO-pa3BUBAIONIME TEXHOJOTHH. M3ydeHue TeopeTHYeCcKOro
Marepuajia Ha JIGKUHUSIX C  MCIOJIb30BAHUEM  KOMIIBIOTEPHBIX  TE€XHOJIOTHUH.
CaMocTosTEIbHOE U3YUYEHHUE CIEIMATIbHON YYEeOHOW M HAyYHOW JIUTepaTyphl, BKIHOYas
AJIIEKTPOHHBIE CPEJICTBA HHPOPMALIUH.




2. PasBuBaronie  mpoOJEeMHO-OPUEHTHUPOBAaHHbIE  TexHoioruu. Pabora Ha
NPAKTUYECKUX 3aHATUSAX C AKTUBHU3AIMEH MBICIUTEIbHOW AaKTUBHOCTH, CIIOCOOHOCTH
BUJICTh MPOOJIEMY W BBIOMpATh CHOCOOBI ee paspeiieHus (oOmias aucKyccus, pabora B
KOMaH/Ie ¥ MHAUBUAYaJIbHAs JESTEIBHOCTD).

3. JINYHOCTHO-OPUEHTUPOBAHHBIE  TEXHOJIOTMM  OOy4YeHHs. YYeT  ypOBHs
CIIOCOOHOCTEeM oO0ydaeMblX M CO3JaHUE YCIOBUW [JIsl PA3BUTUS HMHIAUBHUAYaTbHBIX
CIIOCOOHOCTEH. DTO JOCTUraeTcs MyTeM Mo100pa WHIAUBUIYAIbHBIX 3aaHUN U OOIICHUS
mpenoAaBaTesisi Co CTyIeHTaMH B (pOpME UHIMBUYaTbHBIX KOHCYJIbTAIIUMA.

Hns sddextuBHOro (GopMUPOBAHUS 3ATUIAHUPOBAHHBIX KOMIIETEHIIUN CTYJIEHTOB
HCIIONIB3YIOTCS CIENYIOIINE COYETaHUsl BUOB y4eOHOH paboThl ¢ MeToAamMu U GopmMamu
aKTUBHU3alUH 00pa30BATEIbLHON AESTENbHOCTH:

JIjis moCTHKEHMS TIOCTaBJICHHBIX LIl MPpenojaBaHus JUCIUILINHBI PEaIU3yI0TCs
CJIEYIOIINE CPEACTBA, CIOCOOBI U OPTraHU3AIIMOHHBIC MEPOTIPUSATHS:
— H3y4YEHHE TEOPETHUECKOro MaTepualia JUCHUIUIMHBI Ha JIEKIHUSAX C HCMHOJIb30BaHUEM
KOMIIBIOTEPHBIX TEXHOJIOTUH;
— CaMOCTOATENbHOE  H3YYEHHE  TEOPETHMUYECKOro  Marepuaja  JUCHUIUIMHBL  C
ucnoas3zoBanueMm Internet-pecypcos, nHbopMaMmOHHBIX 0a3, METOAMYECKUX pa3paboToK,
CHeUalIbHON y4eOHOU U HAyYHOU JINTEpaTyphl;
— 3aKperieHue TEOPETUYECKOTO MaTepuaia MpH MPOBENCHUU MPAKTHUYECKUX DPadOT ¢
UCIIOJIb30BaHUEM Y4e€OHOTO M Hay4HOro OO0OpyIoBaHUs U HPUOOPOB, BBIIOIHEHUS
po0JIEMHO-OPUEHTUPOBAHHBIX, TOUCKOBBIX, TBOPUYECKUX 3a/1aHUH.

6 OHEHOYHBIE CPEACTBA JJIsI TEKYHIETO KOHTPOJISI
YCIIEBAEMOCTHU U ITPOMEKYTOYHOU ATTECTALIMHU

6.1. KoHTpoJ1b 0OCBOCHUS TUCUUIJINHBI
KOHTpoJIb OCBOEHUS NMCUMIUIMHBI IPOU3BOJUTCS B COOTBETCTBUHU ¢ IlosoxkeHnueM o
IIPOBEICHUM TEKYLIEro KOHTPOJSA YCIIEBAEMOCTH W IPOMEKYTOYHOM aTTECTALMU
crynentoB ®I'bOY BO «KpacHomapckuii rocyaapCTBEHHBI HMHCTUTYT KYJIBTYPBI».
[IporpamMmMoOil IHUCHMIUIMHBI B IEJSIX MPOBEPKHM MNPOYHOCTH YCBOEHHUS MaTepualia
MpeayCcMaTpUBaeTCs MPOBEACHUE PA3IUYHBIX (DOPM KOHTPOJIS.
Texywuu Koumpob YCIEBAEMOCTH CTYAEHTOB MO IUCHUIUIMHE IPOU3BOIAUTCA B
cieayrmmx gpopmax:
- mpoOJieMHas CUTyallUOHHas 3ajaya, Opeajaraemas CTyA€HTaM Ha JIEKIUH,
OpUEHTHPOBaHHAs HA YPOBEHb ayIUTOPHH;
- BOIPOCHI K IPAaKTUYECKUM 3aHATHUSAM, IMPOBEPSIOLUIME 3HAHUE TEOPETHYECKOIrO
Marepuana,
- KOHTPOJIbHBIE 3aJJaHUsl, KEHChI, IPOBEPSIIOLIME CTENEHb YCBOCHHS TEOPETUUECKUX
Y IPAKTUYECKUX 3HAHUW HA PENPOAYKTUBHOM U NPOAYKTUBHOM YPOBHE;
- TECTOBBIE 3aJlaHWs Ha 3a4eT IO BCEM pas3jeliaM AWCLUIUIMHBI, B TOM YHUCIE
M3YYEHHBIM CaMOCTOSITENIBHO.
Pa3paboTaHHble KOHTPOJIMPYIOIIME MaTepuaibl MO3BOJISIOT OLEHUTh CTENEHb
YCBOEHUSI TEOPETUUYECKUX M MPAKTUUECKUX 3HAHWM, MTPUOOPETEHHBIE YMEHUS U BJIAJICHUE
OMbBITOM Ha PENpPOJYKTUBHOM YPOBHE, KOTHUTUBHBIE YMEHUSI HA IPOJYKTUBHOM YPOBHE U



CTIIOCOOCTBYIOT (POPMHPOBAHUIO OOIIEKYJIBTYPHBIX U OXHIAEMBIX NPO(ecCHOHATBHBIX
KOMITETEHIIMIA CTYCHTOB.

Pybescnviii  konmpons TpenycMaTpUBaeT OICHKY 3HAHWH, YMEHMA W HABBIKOB
CTY/JICHTOB TI0 NMPOHJICHHOMY MaTepualy 10 JIaHHOW JUCIMILUIMHE HAa OCHOBE TEKYIIUX
OLICHOK, MOJIyUYCHHBIX MU Ha 3aHATHUSX 32 BCEe BUIBI paboT. B Xo/1e pyOe:KHOTO KOHTPOJIS
UCIIOJIB3YIOTCS CIICIYIOIINE METO/IbI OIICHKH 3HAHUI:

- YCTHBIC OTBETHI, MUCbMEHHBIC pPa0bOTHI (pedepaThl, KOHTPOJIbHBIC), OICHKA
BBITIOJIHEHUSI CaMOCTOSITENILHOW pabOThl CTYACHTOB: padoTa ¢ TEPBOMCTOYHUKAMM,
pedepaTuBHasl.

IIpomedicymounwiii KOHmMpOb TIO PE3yJIbTaTaM CEMECTpa M0 AUCIUIUINHE TPOXOIUT B
dbopme 3auéra.

6.2. OueHounbie cpeacTea
O3HaKOMUBIIUCH C TEMAaTUYECKUM IJIAHOM H3YYEHMs TUCLUIUIMHBI, 00ydaromuecs

00s13aHbl NPUCTYNHUTh K MOAOOPY UCTOYHUKOB U JIUTEpATypbl. PekoMeHyeTcsl cHavana
M3y4aTh UCTOYHHUKH, a 3aT€M 00IlIKe MOCOOUS O KaJpOBOMY AEIONPOU3BOACTBY U CTaThH
10 OTJEJIBbHBIM KaJPOBBIM JACHCTBUSAM.

3amaHus I CaMOCTOSATENBbHOM paloThl AaHbl B pa3jiene, MOCBAIIEHHOM TEMaTHKE
CEeMHMHApCKUX 3aHiATHH. lIpenomaBaTens Ha 3aHATHAX NPOBOAUT YCTHBIM ONPOC U
MIPOBEPKY MPEACTABICHHBIX JOKYMEHTOB.

ITo uroram wu3ydeHHs TUCHUILUIUHBI HeoOxoaumo odopMuth pedepar, CTPyKTypa
KOTOPOI'O BKJIFOYAET 3JEMEHTBI: TUTYJIBHBIA JIMCT, COJEpPKAHUE, BBEICHUE, OCHOBHAs
4acTh, 3aKJIIOUYEHHUE, CIIHCOK HCTOYHUKOB M JuTeparypbl. CChUIKM B pedepare He
00si3aTeNbHbl, HO BCE OCTaJbHbIE CTPYKTYPHBIE 4YacTH JOJDKHBI COOTBETCTBOBAThH
MpEeAbSBISIEMbIM K MUCbMEHHBIM paboTam TpeboBaHusiM. O0beM pedepara ot 10 mo 15
CTpAHHMII.

[lo wroram wu3y4yeHUs AUCHUIUIMHBI OOYyYarOUIUMHUCA JOJKEH ObITh 0(OpMIICH
WHCTPYKTUBHO-METOJIMYECKUA JTOKYMEHT B BHAe WHCTpyKUMH 1O  KaJpOBOMY
nenonpon3BoAcTBy. IIpoekT odopmisercs B COOTBETCTBUM C TpeOOBaHUSIMU
3aKOHOJIATEIbHBIX, HOPMAaTHUBHO-TIPABOBBIX AaKTOB W  OpPraHU3allMOHHO-TIPABOBBIX
JOKYMEHTOB MPEAIPUATHS, PYKOBOICTBYSCH NOJyYEHHBIMH Ha 3aHATUSAX 3HAHUSAMU.

HUrtoroBas olleHKa 3HAaHUN  BBICTABISETCA C YYETOM YCTHBIX  OTBETOB,
MIPE/ICTABICHHBIX MPOEKTOB JOKYMEHTOB, MO pe3ysbTaraM padOThl HAa CEMUHAPCKUX
3aHATHUSX, IPpoeKTa MHCTpyKLIMH MO KaJpOBOMY AEJIONPOU3BOACTBY U pedepara.

6.2.1. Ilpumepsnl TeCTOBBIX 3aJaHUI (CUTyaI[Hii)
TecThl AJ1s1 CaMOTIOATOTOBKH

1.OcHoBHbIE TpeOOBaHUS K O(DOPMIICHHUIO KaIJpOBOW JOKYMEHTAIIUN B OPraHU3aIlun
MPEIbSIBIICHBI:
1) TpynoBsim kKogeKkcOM PO
2) YcTaBoM opraHuzaiuu



3) rcaoy
4) HcTpyKUMen 1Mo KaJpoBOMY J€JIONPOU3BOICTBY

2. HopmaTuBHBIH akT, 00s3bIBAIONINI paboTOATENS TOKYMEHTUPOBATH TPYAOBYIO
JesITeIbHOCTh PAOOTHHUKA. . .
1) Pacniopsixenue IpasutensbctBa PO ot 23.04.1992 No781-P «O xpanenuun
JOKYMEHTOB T10 JJUYHOMY COCTaBY»
2) Tpynogoii kogekc PO
3) lloctanosnenue IIpaBurensctBa PO ot 16.04.2003 Ne225 «O TpynOBBIX KHUKKAX
4) IlocranoBinenne Muntpyzaa P® ot 10.10.2003 Ne69 «O06 yTBepKA€HUN UHCTPYKLIUH
IO 3aIIOJIHEHUIO TPYAOBBIX KHUXKEK

3.IlpaBoBoii aKT, MEPEUUCIAIONINN BUIBI JOKYMEHTOB, MTPEIOCTABIISIEMBIX MIPH
3aKJIOYEHUU TPYAOBOTO IOTOBOPA. ..
1) YcraB opranuzanuu
2) IIpaBusia BHyTPEHHETO TPYAOBOIO PaCHopsIKa OpraHU3aIuu
3) ITonoxkeHue o nepcoHane opraHu3au
4) TpynoBoii kojnekc PO

4. HeobxonuMocTh 0(OpMIICHHE JTUYHBIX €)1 pA0OTHUKOB pErjlaMEHTUPOBaHa!
1) OKY [
2) OCHOBHBIMH TIpaBUJIaMu paOOThl APXUBOB OPTaHU3AIUI
3) [IpaBunaMu BHYTPEHHETO TPYAOBOIO pacmopsika
4) IlepeyHeM THUMOBBIX YIPABIEHYECKUX IOKYMEHTOB, 00pa3yIOLIUXCs B
JEeSATEIbHOCTH OpraHu3alii, C yKa3aHueM CPOKOB XpaHEHUs

5. TpyZoBbI€ IEHCUH YCTAHABIMBAIOTCS U BBIIIAYUBAIOTCS B COOTBETCTBHM. .
1) @3 «O rocygapcTBEeHHOM NEHCUOHHOM oOecrnieueHnu B PD»»
2) @3 «O TpynoBbIX neHcusx B PO»
3) @3 «O BerepaHax»
4) @3 «O06 06s13aTeILHOM MIEHCHOHHOM CTpaxoBaHuu B PDy»

6. [Topsimok oopmiieHUsI, BEICHUS U XPAHSHUS TPYAOBBIX KHUKEK, BKJIQIBIIICH B
HUX, TyOJUKATOB TPY/IOBBIX KHIDKEK PErIaMEHTHPOBAH. ..
1) Tpynoseim Konexcom PO
2) YronaoBHBIM KoJiekcoM PD
3) IMocranosnenue IIpaButensctBa PO ot 16.04.2003 No225 «O TpymOBBIX KHIKKAXY,
[Toctanosnenrie Muntpyna P® ot 10.10.2003 Ne69 «O6 yTBEp)ACHUN UHCTPYKIIHH
IO 3aMOJIHEHHUIO TPYAOBBIX KHUKEKY
4) UncTpyKiuen no KaapoBOMY JEI0NPOU3BOCTBY OpraHU3alluN

7. JIOKYMEHTBI, IpeIbsBIsiEMbIE TP MPUEME Ha PabOTy:
1) TpyioBasi KHM>KKA, TOKYMEHT, yIOCTOBEPSIIOLUINI JIMYHOCTh
2) TpyIOBasi KHUXKKA, TOKYMEHT, YIOCTOBEPSIONIHIA TMYHOCTh, TOKYMEHTBI BOWHCKOTO
yudera, JOKyMEHT 00 00pa30BaHuH, CTPAXOBOE CBUAETEIHCTBO FOCYAapPCTBEHHOTO
IIEHCHOHHOT'O CTPAaXOBaHUs
3) TpyAoOBasi KHUKKA, TOKYMEHT, yaocToBepstomunil inunocts, MHH, cipaBky o
COCTOSIHUH 310POBBS
4) TpynoBas KHUXKA, MACHOPT, JOKYMEHTBI BOMHCKOTO y4€Ta, XapaKTEPUCTUKA

8. [Ipu opopMieHun TPyAOBBIX IPABOOTHOIICHUA 0053aTETLHBIM JTOKYMEHTOM,

PETIIAMCHTUPYIOIIUM 00s13aTeNLCTBA CTOPOH, SABJIACTCI.
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1) 3asBeHUE 0 IpuemMe Ha padoTy
2) KOJIJIEKTUBHBIN JOTOBOP
3) TpyZl0BO€E COIJIallICHUE
4) TpyIOBOM JIOTOBOP
9. CtpykTypa KaJpoBO# TOKYMEHTAIIUU BKIIOYAET B CEOsI:
1) mpukassl 10 OCHOBHOM JESTEIBHOCTU
2) npuKasel 0 aAMUHUCTPATUBHO-XO03MCTBEHHOU JEATEIHHOCTU
3) nepenucky ¢ BBIIECTOSIIEH OpraHu3alneit
4) npuKassbl O TUYHOMY COCTaBY
10. lokyMeHT, yCTaHaBIMBAIOIINIA MOPSAT0K 00paOOTKH MEPCOHATBHBIX TaHHBIX,
HA3bIBACTCS
1) Tpy10OBBIM 1OrOBOPOM
2) nmepeuHeM KOHUACHINATLHOU HHPOPMALIUU
3) [HonoxeHueM o 3anIuTe NePCOHATBHBIX JAHHBIX
4) IlonoxxeHueM o TiepcoHasne
11. PaboTHUK, Ha KOTOPOTO 0GOPMIISIETCS IMYHOE JIETI0, IPEACTABISIET
COOCTBEHHOPYUYHO 3alI0JHEHHYIO
1) mpochOy o npueme Ha padoTy
2) BBINIUCKY W3 MPUKa3a 0 MprueMe Ha paboTy
3) 6uorpaduto
4) aHKeTy WJIU JIMYHBIHI JIUCTOK 0 YYeTy KaJpoB
12. Nomyckaetcst ohopmiIeHHE pacOPSAUTENBHBIX JOKYMEHTOB 0 THIYHOMY
COCTaBY HE M0 YHU(PUIIMPOBAHHOHU (hopMe mpu
1) u3menenuun OHorpaPuUecKux JTaHHbBIX
2) 3aKIIOYEHHUH TPYJOBOIO JOTOBOPA C UCHIBITATEIHHBIM CPOKOM
3) pacTop>KeHHH TPYIOBOI'O JOTOBOPA
4) mpenocTaBleHUHU OTITyCKa
13. Bu3bl, Kakux JTOJDKHOCTHBIX JIMI], BKIIIOYACT B ce0s1 peKBU3HT «COriiacoBaHO»
MIPH 3aKJIFOYEHUH TPYIOBOTO JOTOBOpA MPH MpueMe Ha padboTy?
1) pykoBoaUTENSI CTPYKTYPHOTO MOIPA3ICICHHUS, FOPUCTA, CIICIIUATUCTOB OT/ea KaJapoB
2) BU3 HE HYKHO
3) pPyKOBOJUTENS CTPYKTYPHOTO OAPA3ACICHUS
4) ropucra
14 .Kakue mOKyMEHTHI, periiaMeHTHPYIOT YIIPaBJICHHUE MEPCOHATIOM OPTaHU3AINH ?
1) npukassl O JTUIHOMY COCTABY
2) TpyIOBbIE KHWKKHA COTPYIHUKOB
3) Au4HbIE AeNa COTPYAHUKOB
4) opraHu3aIIOHHO- MTPaBOBBIC JOKYMEHTHI OpTaHH3aI[IH
15. Kakoii JOKyMEeHT, periiaMeHTHPYET MOPSIOK OPTaHU3aIMH U TIPOBEICHHUS
aTTeCTaIMH TIepcoHaa?
1) Tlonoxxenue o nepcoHae
2) IMonoxxenue 006 aTrTecTanuy nepcoHana
3) rpaduK IPOBEJACHUS aTTeCTAIIUN
4)YcraB npeanpuaTus

16. Y4eTHbIM KaApOBBIM JOKYMEHTOM SIBIISETCA. . .
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1) mucbMoO-TIpUTIaIIeHre Ha padoTy K ApyromMy paboTo1aTesto
2) U3BELIEHUE C MPOCKOON ABUTHCS AJII O3HAKOMIICHHSI C PUKA30M
3) AMYHOE JeN0 COTPYAHUKA
4) npeAcTaBiIeHUE O TOOUIPEHUH
17. CKkoJIbKO BpEMEHHU JOJIKHBI XPaHUTHCS JIMUHBIE JIefla PYKOBOIUTECH
opra"uzanuu’?
1) mocTosiHHO
2) 50 met
3) 75ner
4) onpenenser KaapoBblil paOOTHUK
18. KTo nmpuHHMaeT penieHue O BbIJICIICHUN KaJpPOBbIX JOKYMEHTOB K
YHUYTOXKEHUIO?
1) HauanbHUK OTAENA KaJpOB
2) TUPEKTOp IO MEePCOHATY
3) pyKOBOJIUTEIb OPraHU3aluN
4) skcriepTHasE KOMHUCCHS
19. KTo nmoamnvceiBaeT BHyTPEHHIOK ONUCH TOKYMEHTOB Jieia?
1) cocraBuTEIH
2) pabOTHUK CITYKObI JOKYMEHTAIIHOHHOTO 00€CTICUeHU I
3) UHCIIEKTOp OTJeNa KaJapoB
4) apXUBHUCT
20. BeiObepute HCTUHHOE YTBEPKICHUE:
1) nena mpuka3oB MO JUYHOMY COCTaBY MOJJIEKAT MOJHOMY 0(OPMIICHUIO
2) nena MpUKa3oB MO JUYHOMY COCTABY MOJIJIEKAT YACTUUYHOMY O(POPMIICHHUIO
3) ena mpuKa3oB M0 JMYHOMY COCTaBy MOJJIekKaT 0(hOPMIICHUIO B 3aBUCUMOCTHU OT CPOKa
XpaHEeHUs
4) nena MpUKa30B IO JJUYHOMY COCTaBYy HE MOJUIeKAT 0(HOPMIICHHUIO
21. ITocTossHHOE XpaHEHUE KaAPOBBIX JOKYMEHTOB JIOJKHO OCYIIECTBISATHCS:
1) mpu MOCTOSSHHOM €CTECTBEHHOM OCBEIICHUU
2) B TEMHOTE
3) B CyXOM BO3AyX€ NP NOCTOSHHON BEHTUJISALIUU
4) 0co0BIX TpeOOBAHUM HET
22. IIpoBepka HaNU4KsT M COCTOSIHUSL JOKYMEHTOB OCYIIECTBIISECTCS:
1) He pexxe yeM OAUH pa3 B ISITh JIET
2) €XeroaHo
3) o Mepe HeOOXOIUMOCTH
4) Mo KeNaHUI0 apXUBHOTO pabOTHHKA
23. Bbl TOTOBUTE K M€peIavye B apXuB Ji€JIa MPUKA30B M0 JIMYHOMY cOoCcTaBy. B xozne
00paboTKM y3HaeTe, yTo Bam nanekuii mpeAnecCTBeHHUK HE pa3Aesisil B
JEJI0NPOU3BOACTBE MPUKA3bI MO JIMYHOMY COCTaBY JOJTOBPEMEHHOTO U KPATKOCPOYHOTO
cpokoB xpaHeHus1. Bee nema copmupoBanbl 6€3 yueTa IIUTEIbHOCTH XPaHCHUS
JOKYMEHTOB. Bamm nencrBus:
1) mepedopmupyto 1ema B COOTBETCTBUM CO CPOKAMH XPaHEHUSI, COCTABIIIO HOBBIE
BHYTPEHHHE OMKCHU
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2) nepedopMHUpYIO Jiena B COOTBETCTBUH CO CPOKAMH XpaHEHUS, IEPEHYMEPYIO TPHUKA3bI
0 TIOPSAIKY, CAICTAI0 IIOMETKU B PETUCTPAIIMOHHOM JKypHAJIE, COCTaBIII0 HOBBIC
BHYTPEHHUE OIUCH

3) Oyny oO6pabaTeiBaTh Aeia B TOM BUJE, KaK OHU C(HOPMHUPOBAHBI

4) He Oymy HUYETO JeNaTh C yKe CPOPMUPOBAHHBIMH JIEJIaMH, a TMOCIIEIYIOIIee
dbopMupoBaHue Aen OyAy BECTH B COOTBETCTBHH C TPEOOBAHUSAMHU 110 CPOKaM XpaHEHUS

6.2.2. KoHTpo/ibHbIE BONPOCHI /1JIsl IPOBe/IeHUS] TEKYIIEr0 KOHTPOJIS
6.2.3. TemaTuka 3cce, pepepaToB, Npe3eHTALNH

1. 3naueHune KaagpOBOM JOKYMEHTAIIMU B OPraHU3alllu.

2. CucremMaTu3alys U XpaHEHUE KaJpOBOM JOKYMEHTALIMH.

4. CocTaB KaJpoBOM IOKYMEHTAIUU.

5. KaznpoBeie KapTOTEKH.

6. JIOKyMEHTHI 110 JINYHOMY COCTaBY.

7. JJOKyMeHTbI, 0pOPMIISIOIINE TPYAOBbIE OTHOLIEHHUS.

8. TpynoBoii 1OroBOp M TPYJAOBOM KOHTPAKT, COAECPIKAHNE, OPAIOK 3aAKIOYECHUS,
OCHOBHBIE OTJINYUSI.

9. IOKyMEHTUPOBAHKE JIBUKECHHUSI KAJPOB.

10. YHudukauus kaapoBbX JOKyMEHTOB.

11. TpynoBble KHUKKH paOOTHHUKOB.

12. JInunble neaa COTPYAHUKOB: COCTaB, (GOPMUPOBAHUE U XPAHCHHUE.

13. CneuunanbHasi JOKYMEHTALMS KaJpPOBON CITYXKOBI.

14. CocTaB 1 Ha3HAYEHUE JAOHKHOCTHON MHCTPYKIIMH.

15. Opranu3zanust pabOThI KaIPOBBIX CIYkKO C MUCbMaMHU U OOpaIllEHUSIMU TPaK]IaH.

16. JIokyMeHTHI JUIsi BHYTPEHHETO T0JIb30BaHus, pa3padaThiBaeMble CITYKOOW yIpaBICHHUS

IIEPCOHAJIOM.

17. JlokyMeHTBI 0 MaTEpPUAIbHONW OTBETCTBEHHOCTH.

18. Cpoku xpaHeHUs KaJIpOBBIX JOKYMEHTOB.

19. lucuurnuHapHbie B3BICKAHUS U TIOOLIPEHUS: TIOPAT0K 0hOPMIICHUS.

20. JlokyMEeHTHpOBaHUE OILIEHKH JICSITEIIbHOCTH TIEPCOHAA.

21. KoHTpOoIb UCTIONHEHUS KaIPOBBIX JOKYMEHTOB: Ha3HAYCHHE, BUJIbI, ()OPMBI.
22. OdopmiieHHEe KOTIUIA TOKYMEHTOB.

23. TloaroToBka Jiei K apXUBHOMY XPaHEHHIO.

24. IlpaBuna mepeaaun e B apXuB.

25. ApXxuBHOE XpaHEHHE.

6.2.4. Bonnpocsl Kk 3a4eTy 10 AMCUMIIJIMHE
1. ITonsiTHE KaAPOBOIO AEIONPOU3BOICTBA.
2. T'ocynapcTBeHHOE peryaupoBaHKe KaApoBOro JAEIOMPOU3BOICTBA.
3. PernamenTanust opopmieHus kaapoBsix JokymMeHTOB B 'OCTax, yHu(pUIHpPOBaHHBIX
cCUCTeMaxX JOKyMEHTaIuH, KilacCu(puKaTopax TEXHUKO-IKOHOMUYECKON U COIMAIbHOM
undopmanuu, 'CHOY.
4. CoBpeMeHHas perjaMeHTalus Co3JaHus KaJJpoBbIX JOKYMEHTOB Ha YPOBHE
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MUHUCTEPCTB U BEOMCTB.
5. IHCTpYKTUBHO- METOIMYECKUE MAaTEepUaJIbl IPEANPUATUI U OpraHU3alui 10 CO3AAHUIO
1 0(hOPMIIEHUIO KaJPOBBIX JOKYMEHTOB.

6. Paznuuns Mexay MHAUBUIYAJIbHBIM TPYJIOBBIM JOTOBOPOM U I'PaKAaHCKO-IIPABOBBIM
JIOTOBOPOM.

/. PacniopsiautenpHas KapoBasi JOKYMEHTALVsI, BUJIbl U IPABUJIa COCTABIICHUS U
odopMIICHUS.

8.JImunoe neno coTpyaHuka, TpeOOBaHUS K €r0 0POPMIICHHIO.

9. Pabota kaapoBoil ciy>KObI O 00ECTIEYCHUIO COXPAHHOCTH MEPCOHATBHBIX TAHHBIX
paboTtHHKOB, [TonoxkeHue 0 3ammTe NEPCOHANBHBIX JaHHBIX, Coriacue pabOTHHKA 3a
00pabOTKy ¥ MCHOJIb30BAHUE €TO MEPCOHATBHBIX TAHHBIX.

10. YuudunupoBanusie popMbl JOKYMEHTOB 10 YUETY U HCIOIB30BAHUIO pabouero
BpeMeHH. MeTo/Ibl yueTa UCTIOIb30BaHHOTO pabovyero BpeMeHH .

11. [lopsnox odpopmiieHUs: JOKYMEHTOB, YIOCTOBEPSIOIINX BPEMEHHYIO
HETPYAOCIOCOOHOCTb.

12. Homenknarypa fies1 KapoBOIo MOApa3AeaeHUS.

13. Cpoku xpaHeHHsI KaJpOBBIX TOKyMEHTOB. OCOOEHHOCTH pabOThI C JOKYMEHTaMHU
KpPaTKUX CPOKOB XPaHEHUS.

14. ®opmupoBaHue Aea U ONEPATUBHOE XPAaHEHHUE KaJIPOBBIX JOKYMEHTOB.

15. [loaroroBka KaipoBbIX JOKYMEHTOB K Caue B BEJOMCTBEHHBIN apXUB, CIPABOYHO-
MOMCKOBAsi CHUCTEMA IO KaJpOBBIM JOKyMEHTaM B apXHBE

16.TpeboBaHust apXUBHOT'O 3aKOHOJIATENHCTBA K 00ECIIEYEHUIO COXPAHHOCTH IOKYMEHTOB
M0 JTUIHOMY COCTaBY.

17. YnupaneHnue apXvBHbIM XPaHEHUEM IOKYMEHTOB.

18. TlpaBuiia 3an0JHEHUS U XPAHEHUS TPYIOBBIX KHIDKEK.

19. TTakeT JOKYMEHTOB IPU NPOBEICHUN OLIEHKH MTEPCOHAIA.

20. IlepedeHb JOKYMEHTOB U MOPSAIOK UX O(POPMIICHUS Ha HAarpaXkIeHUEe OTPaCIIEBBIMU U
rocy/1apCTBEHHBIMU Harpajaamu.

6.2.5. IlpumepHasi TeMaTHUKa KypPCOBBIX padoT

7. YYEBHO-METOAUYECKOE n NHOOPMALIMOHHOE
OBECIIEYEHHUE JUCIUIIJIMHBI (MOAYJIA)

7.1. OcHoBHas TUTEpPaTYypa

1. Ky3nenoBa, T.B  KanpoBoe nenonpous3BoAcTBO [TekcT] : TpaaullMOHHBIE H
aBTOMATU3UPOBAHHBIE TEXHOJOTWHU: y4eb. mis By3oB: [rpudp YMO] / T. B.
Ky3znenosa. - M. : U] MDU, 2011. - 344 c. : un. - ISBN 978-5-383-00624-5

2. IN'appucon, P. Yopasnenueckuit yuer [Texcr] / P. 'appucon, Hopun, 3., bproap,
I1. ; ITep. ¢ anrn. M.A. Kapnuka. - 12-e m3a. - CII6. : TTutep, 2012. - 591 c. : um. -
(Knaccuka MBA). - ISBN 978-5-459-00935-4
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7.2. JlonoJIHUTEJIbHAS JIUTEPATYypa

1. XKypasnesa, U.B. Xypasnera, M.B. KagpoBuky — Bce 0 npukasax, KaJpoBbIX U
HekaapoBbix. — M.: UHOPA — M, 2007. — 517c.

2. Kacesanoga, ['.10. [Ipuem u yBonpHEeHUE paOOTHUKOB C YU€TOM BCEX HM3MEHEHHI
3akoHomarenbcTBa /Ilox pemak. I'.HO.KacesnoBoit (11-e uzn., mepepaboTanHOE U JIOIL.) —
M.: ABAK,2010.-200c.

3. Opnosckuit, FO.I1. Ky3uenos, I.JI. benunkas, U.A. Kopskuna, FO.C. KagpoBoe
JIEONIPOU3BOACTBO (TMpaBoBbIe OCHOBHI). [IpakTHdeckoe mocodue. /OTBETCTBECHHBIN
pemakTop JOKTOp ropuaudeckmx Hayk, npodeccop FO.II. OpnoBckuit. — M.:
Opuanuaeckas ¢pupma «Kontpakty, 2009. — 239c.

4. Tpyxanosuy, JI.B. lllyp, J.JI. CipaBo4HHMK 1O KaJAPOBOMY JI€TOMPOU3BOJICTBY.-
5-e u3n., nepepad. — M.: UznarensctBo «/eno u Cepsucy, 2007. — 608 c.

5. UykosenkoB, A.IO. SuxoBas, B.D. IlpaBuna odopmiieHHss JIOKYMEHTOB:
Kommentapuit k TOCT P 6.30 — 2003 «YHubunupoBaHHbIE CUCTEMBI JOKYMEHTAIIUH.
VYuudunmpoBanHas cucTeMa  OPraHU3alMOHHO-PACTIOPSIUTENLHON  JOKYMEHTAIIHH.
TpeboBanus kK 0pOpPMIICHHIO TOKYMEHTOBY». — 2-€ U3l., epepad. u gom. — M.: TK Benowu,
N3pa-Bo IIpocnexr, 2005. — 216¢.

9.3 HTepHET — pecypchl: IOpUANYECKas MpaBoBasi cucteMa — ['apaHT;
opuanydeckas npasosas cucrema — Koncynsrant [mroc.

7.3. Ilepuoanyeckue U3aHus
Kypnan «YnpasiaeHue rmepcoHaaom

7.4. UuTepHeT-pecypcehl

1. DONEeKTpOHHbIE KypChbl JIEKIUH, y4eOHble M METOJAMYECKHE IOocoOUs Ha
KOPIOPAaTUBHOM caiiTe Kadeapbl COLMOJOTHUU, TCUXOJOTHH U IMpaBa B KOPIOPATHUBHOU
CETH YHUBEPCUTETA.

2. [Topran «ApxuBbsl Poccun» [DneKTpOHHBIN pecypc]|. DAEKTpoH. maH. — M.:
Pocapxus, 2001. — Pexxum noctyma: http://www.rusarchives.ru;
3. Bceepoccuniickuil Hay4YHO-HCCIEN0BATENBCKUM HHCTUTYT JTOKYMEHTOBEACHUS U

apxuBHoro gnena (BHUMJAJ) [Onextponnsiii pecypc]. OnekTpoH. gaH. — M.:
BHUMA, 2010. — Pesxum goctyma: http://www.vniidad.ru;

4, Odummaneueiit  caiit  komrnanuu «Koncynbrant Ilmtoc» [DnexTpoHHBIN
pecypc]:  3akoHomatenbcTBO P®: KOJEKCHI, 3aKOHBI, YKa3bl, IOCTaHOBJICHUS
npaButenbeTBa PO, DexktpoH. aaH. — 1997, — Pexxum moctyma: http://www.consultant.ru.

Nudopmarmonno-npaBoBoit  mopran  «[apant»  [DnekTpoHHBIA  pecypc]:
3aKOHOJATENbCTBO (KOJEKCHI, 3aKOHBI, YKa3bl, IOCTaHOBIeHMs) P®, aHanuTHKa,
KoMMmeHTapuu. OnekTpoH. aaH. — M.: HIIII «I'’APAHT-CEPBUC-YHUBEPCUTET»,
2010. — Pesxxum moctyna: http://www.garant.ru/

7.5. MeToguyecKkue yKa3aHusi M MAaTEPHAJIbI 10 BHAAM 3aHATHI

Tekyias camocTosTeNbHas padoTa no auciuiinHe «KaapoBoe ne10npor3BOACTBO
U apXHBBI JIOKYMEHTOB I10 TUYHOMY COCTaBY» HalpaBJICHA HAa YTITyOJICHUE U 3aKPETUICHHUE
3HAHWM, Ha Pa3BUTHE MPAKTHUECKUX YMEHUHN U BKIIIOYAET TaKKMe BUIBI PadOT:

— paboTa ¢ JTEeKIMOHHBIM MaTePUAIIOM;
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— paboTa C pPEKOMEHIOBAaHHOW JHUTEpPaTypoill MpH TMOATOTOBKE K MPAKTUYECKUM
3aHATHUSM;
— TMOJTrOTOBKA K KOHTPOJIBHBIM paboTam;
— MOMCK W 0030p JWTEepaTypbl U DJIIEKTPOHHBIX HCTOYHUKOB HH(pOpMaIMU TI0
WHIWBUTyaJIbHO 33JTaHHOM TIpo0OsieMe Kypca,
— OoIepexaronas caMocTosATeNbHas padora,
— H3y4YEHHE TE€M, BHIHECEHHBIX Ha CAaMOCTOSITEIIbHYIO MPOPAOOTKY
— TOATOTOBKA K 3a4ETy.
— PexomMenaauuu no opopmiieHUI0

— KontponsHass paboTa wusnaraeTcss Ha CTaHAAPTHBIX JucTax ¢opmara A4 (mus
CTYJICHTOB 3a04HOU (hOopMBbI OOy4Y€HHS) UM B DJIEKTPOHHOM BHJIE€ B TEKCTOBOM (haiine
tuna rf uam pdf u B BuIe KOMIBIOTEPHOM MpE3eHTAIINN.

— Pabora nomKHa COCTOSATh U3 CAEAYIOIINX Pa3/IeNoB:

— BBgeznenue: nenu u 3aa4u paboThI, KpaTKas XapaKkTepUCTUKA 00BEKTa,

— Pe3synbpTaThl moucka M BBHIOOP KOMIBIOTEPHBIX CHUCTeM (MM cailToB) juist Bamero
00BEKTa,

— AHanuTHuYeckas 4acTb C ONMCaHMeM Ou3Hec mporeccoB Bamero oObekta (Uiau
pasielioB caiita),

— Tabmuua c dakrorpadpuueckumMu MarepuaiaMu XapaKTEPUCTUK CUCTEM (CTPYKTYpbI
pa3IMYHbIX caiiToB). ONKUCaHUe KPUTEPUEB U METOJMKHU CPABHEHUSI CUCTEM (CaATOB),

— Pesynprar. OTO 00OCHOBaHHME BbIOOpa dydlied cuctembl sl Bamiero oObexTa;
(bopMyIIpoBaHHE NPEUIOKEHUN O TOTOIHUTEIbHOM aBTOMAaTU3aluK OU3HEC-TIPOLIECCOB
Ha Bamem o00beKkTe ¢ KOHKPETHBIM YKa3aHHEM TeX KOHKYPEHTHBIX IPEUMYLIECTB,
KOTOpBIE TMOJYYUT OOBEKT MOcje BHEApeHUs Bammx npeniokeHWil: CHI)KEHHE 3aTpar
pa3IMYHbI PECYPCOB, OBBILIEHNE KAUE€CTBA YCIIYT, IPUBIIEYEHUE HOBBIX KJIIMEHTOB.

— BpIBOABI: KpaTKKe UTOTH (PE3YNIbTAThl) PaOOTHI.

— CHHCOK UCTOJIb30BAHHOM JIMTEPATYPHI U UHTEPHET PECYPCOB.

— O0bem pabotsl He orpannueH. O0buHO 3T0 12 — 20 crpanun hopmata A4 mpudTom
Ne 12, Ho He meHee 8 crTpanun U 15- 20 crnaiiIoB KOMIBIOTEPHON MNpe3eHTauuu. s
Ha3BaHue (ailna, comepikaiero padboTy, cleayeT HUCMHOJb30BaTh (aMIIMIO CTYJIEHTA U
HOMEP Y4eOHOMU TpyIIIbI.

— Pabotbl, 00beMOM cBbIlIE 12 cTpaHull, AOMYCKAETCS NPEACTABIATh HA KOMITAKT-IHCKE.
[Ipu 3TOM Ha OymMa)KHOM HOCHUTeNEe OPOPMISETCS TUTYJbHBIN JIMCT, BBEJEHUE, CBOJIHAS
aHaJuTH4YecKass TabnuWila, BBIBOALI W mpeaiaoxkeHus. Jluck moanuceiBaetcs (OHUO
CTyJIEHTa, TPYyIIa, TeMa paboThl) U BKJIAIBIBACTCA B KOHBEPT, MPUKICEHHBIN K TOCIEIHEN
cTpanuue paboTel. JlJis mpeaBapuUTENbHOTO MPOCMOTPAa M PELEH3UPOBAHUA paboOTy
ClelyeT IepeciaaTh  IPENoJaBaTeNIl0 Ha aJpec €ro aJEeKTpoHHOM mnouTsl. Ilocie
onoOpeHHst MpernojaBaTesieM, paboTa claercs nmpenojasarento. PesynpraTom
MOJIOKUTENBHON OTleHKH paboThI siBsieTcss 3AYUET.

7.6. IlporpammHoe obecrieueHmne
1. Adobe Master Collection CS 6
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. MS Windows Bepcuu XP, 7,8,10
. MS office professional plus 2007 MS office professional plus 2010

. KoHcynprant +

2

3

4, T'apaHTt
5

6. Cucrema Jleno 8.5

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYHEHUE JIUCHUIIJINHBI
MOAVYJIS)

KommnbroTepHbie Ki1acchl, MyJIbTUMEANITHOE 000PY/I0BAHUE.

[IpaBoBas cucrema «Koncynprant [lmoc» (vim «"apant).

Jlnst OoCcBOEHHUSI NTaHHOM AMCIHUIUIMHBI HEOOXOJMMO CJEAYIOIIee TEXHUYECKOEe
OCHAIICHUE:

- MYJIbTUMEIUUHBIA MPOEKTOP, MOAKIIOYEHHBIA K MEPCOHATHLHOMY KOMIIBIOTEPY B
JIOKaJIbHOM cetu (paboyee MECTO mperoAaBaTesst U pabodee MeCTO JJiA JEMOHCTPAIMU
MIPE3EeHTAlUN CTYICHTaMH ),

- pabourie CTaHIUU ISl CTYJICHTOB - TEPCOHAIbHBIE KOMIIBIOTEPHI C MIPOLIECCOPOM
He Hroke Pentium 4 u onepaTuBHOM namsaThio He MeHee 3 G,

- GPS naBurarop ¢ pyccuduuupoBanHoi kapToit Poccun ¢ aBTOHOMHBIM TUTAHUEM
Y pa3MepoM 3KpaHa HEe MeHee 4 JI0MMOB, UHTEPHET-PECYPCHI.
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Ipunoowcenue 2

JlonoJITHeHUs1 ¥ U3MEHEHUS
K padoueil nporpamMme y4e0HOM AMCUMILIMHBI (MOLYJIA)

Ha 20 -20  y4.roxg

B pa6ouyro nmporpammy y4eOHON AUCITUTUTMHBI BHOCSATCS CIASAYIOMINE U3MEHEHUS:

JlomonmHeHus: 1 M3MEHEHHsI K pabodeil mporpaMme pacCMOTPEHbI U PEKOMEHIOBAHBI
Ha 3aceanuu Kadeapbl

(HauMeHOBaHUE)

[Tporokoi Ne OT «__ » 20 r.
Ucnonuurens(n):
/ / /
(AOIKHOCTB) (nmoamnucek) (®.1.0.) (nara)

18



(AOIKHOCTB) (moamnucek) (®.1.0.) (nara)
3aBeayromuii kadeapoun
/
(nanMeHOBaHKe Kadeapsl) (moanuck) (®.1.0.) (mara)
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