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JlonoanuTeLHAs NpodeccHoHa/ibHasi Nporpamma
NoBbIIEeHHs KBaJHPUKAIUH
«O61ee 1 KapoBOe 1eJ0NPOH3BOACTBO (C Y4eTOM CTaHAAPTA Bopaackuniuie
o komnereHuH «/lokymMeHTannOHHOE o0ecrieyeHue ynpaBJieHus H
apXHBOBeE/CHHE»)»

1.  Ilean peajm3anuu NporpamMmbl

JloronuuTenbHas  npodeccHoHalbHas — NporpaMma  MOBBIIHCHUSA KBaTHpUKaLUN
HalpaBjieHa Ha COBEPIICHCTBOBAHME M (WMJIH) MOJIYYEHUE HOBOM KOMIIETEHIIUH, HEOOXOAMMOM
Ut pohecCHOHANBHOM e TeIbHOCTH, U (¥JIM) MOBBILICHHC npodeCCHOHATBHOIO YPOBHA B
pamKax MMmeroleics KBajlu(UKalnu, ¢ yueToM crienuKanuy cranjapra Bopijickuiuic 1o
KOMITETEHIHH «JIoKyMeHTalnOHHOe 00ecTeueHHe YIPABICHHUS 1 apXHBOBCICHNUCY.

2. TpeGosanusi K pesyabTaTam 00y4eHus. [lranupyembie  pe3yJabTaThl
o0yueHus

2.1. XapakTepHcTHKA HOBOIO BHIA NPO(ECCHOHATBHOMN 1eATEILHOCTH, TPYA0BLIX
ynxumii 1 (nan) yposneii Kpaanguranuu

JlonosuuTenpHas  npodeccHonaibias — IporpamMma  [OBBIICHHA KBaJIMpUKALMK
HalpaBlIeHa Ha coBepuicHCTBOBaHMe M (M) (dopmMpoBaHHC Y ciaywareseil  HOBO#M
KOMIETEHIMH ¢ ydeToM crienuduKaimy  cTaHiaproB  Bopaickuuic no  KOMIETEHILHH
«/lokyMeHTaLIOHHOE obecrieyenne ynpasJieHusi 1 apXUBOBEICHUE).

Ne
n/n CojepkaHie COBEePIIEHCTBYEMOIi HIH BHOBb (dopmupyemoii KOMIeTeHUHH
I | Cocrapsienue u odopmieHHE OPraHU3alMOHHO-PACIIOPSNTEILHOM JOKYMCHTALMA 1
TEKCTOBBIX JIOKYMEHTOB
2 lloxymcu’rauuouuoc“c')i’;ccucucuué' b_zi(’)oux c -uepcoﬁa,_:um” S
3 | Opranunzaius 10KyMeHT0000poTa
4 | DkcriepT3a HEHHOCTH M UCITOJIb30BaHUE JJOKYMECHTOB

[Tporpamma pa3paboraHa B COOTBETCTBHH C:

- cnenndukanmeii cranaaptoB BopiaacKuiic no KOMICTEHIMH «JIoKyMeHTalMOHHOE
ofecrieueHue yrpasieHus 1 apXMBOBEACHUE);

- mpodeccHoHatbHbM - cTapaaprom  «CrenuanueT 10 OpraHu3allMOHHOMY 1
JIOKYMEHTAIMOHHOMY ~ 00€CIeueHnIo  YIIPaBJICHUS opranusaiueiny  (YTBEPKIEH MPUKA3OM
Muntpyaa Poccun ot 15.06.2020r. Ne 333H).

K 0CBOGHHIO TIPOIPaMMbl JIONYCKAIOTCS JIUIA, MMEIOLIME CPeHee IPO(eccHOHaIbHOC 1
(i) Bbiciiee oOpazoBaHue. MeMIMHCKHE OrpaHHyYeHUs PEriaMeHTHPOBAHbI [Tepeunem
MeIIIMHCKHIX TTPOTHBOIIOKa3annit Mun3apasa Poccun.

PaGoune MecTa, KOTOpbIE BO3MOXKHO 3aHSTh MO HMTOraMm OOY4YCHHS MO IpOorpamMMme:
cekperapb/opuc-MeHe/DKep,  CeKpeTaph-/1eI0NpPOU3BONTE b, JIOKYMEHTOBEL, MCHE/LKEp IO
nepcoHay, CrelnaIneT Mo KajapaM U KaJpoBOMY aJIMHHHCTPHPOBAHUIO. :

IlporpaMma  peKOMEHJLYeTCs K OCBOCHHIO  JIMIIAMM,  HMCIOLIMMH  CPE/HEC
npodeccuoHaibHOE U (MJ1) Biciee 00pazoBaHue.



2.2  TpeboBauuns k Pe3yIbTaTam 0CBOECHHSI MPOrPAMMBI
B pesymbrate ocBoenns nomonnuTensmoi Mpo(eccHoHanbHON  mporpammb y
ClLymaTe/st I0JKHBI ObITh CHOPMUPOBAHBI KOMIETCHIMN, B COOTBETCTBHH C paszgesiom 2.1.
IPOrpaMMBl.
B pesynbrare ocBoenus NpOrpamMMBbl CIIyLIATE b J0KEH
3Hamb:
-  HOPMaTHBHBIC ~ METOAMYECKHE  JIOKYMEHTBI O JIOKYMEHTAIlHOHHOMY
obecrieyenuio ynpasienus:
- TpeboBanus K OpraHu3aiuu HH(OPMALIHOHHO-10KYMEHTAHOHHOTO
o0CTy )KUBaAHMS:
= KIACCH(HKALMIO CITYKeGHBIX IOKYMEHTOR:
= CAMHBIC TpeGoBaHMS M npaBuia odopmIiIeHHUs JIOKYMEHTOB B COOTBETCTBHH C
I'OCT;
= BHJBI M COCTaB OJIAHKOB CITyKeOHBIX JOKYMEHTOB:
- 0o0ime TpebOoBaHMS K COIEPKAHMIO TEKCTOR CITY)KEOHBIX JIOKYMEHTOB:
OCHOBHBIC — TPYNNBI  OpraHM3alHOHHO-PACTIOPSIUTENHHDIX JIOKYMEHTOB,
OTJIMYIUTEIIbHBIE OCOOEHHOCTH HX O(DOPMICHMUS;
= OTalbl COCTABIICHHUS CITyKEOHBIX JIOKYMEHTOB;
= CIIOCOOBI JOKYMEHTHPOBAHHS:
= TpeOOBaHMs K OpraHu3aiuu AOKYMEHTOOO0pOTA OpraHu3alliH;
- obwwme npasuia u Gopmel PErucTpauuu 10KYMEHTOR;
- TCXHOJIOTMYCCKMH  MpOLECC  KOHTPOIS 32 MCIOJHEHHeM MOPYYEHHMIH .
PYKOBOIUTEJIS;
- TpaBHIIa U STalbl COCTABICHHS H 0GOPMICHHUS HOMEHKJIATYPBI JI€]T OPraHu3aIiu;
- TpeboBanus K (opMupoBaHHIO e B COOTBETCTBUH C HOMEHKIATYpPOil jiel.
OCODECHHOCTH CHCTEMATH3ALMH OTAETBHBIX BHIOB JIOKYMEHTOB;
- TIpaBHJIA TCKYIIETO XpaHEHMUS JieJl B OpraHu3alinu:
- OTanbl NOArOTOBKH JIeJ K C/1aue Ha apXUBHOE XPaHEHHE;
= [lIpaBHja OpraHu3alny apXUBHOTO XPaHEHMSI JIET;
= COBPEMEHHBIC BU/IbI OPraHU3AIMOHHON TEXHUKH:
= HasHA4CHME, IIpaBHJIa IKCIUIyaTAIlMU U TEXHUUYCCKOIO 00cCIyKUBaHMS:
= KOMIBIOTEPHYIO TEXHHMKY H COBpPEMEHHbBIE HHPOPMALIMOHHBIE  TEXHOJIOIHH,
TPHMEHACMBIC IIPH IOKYMEHTHPOBAHUH U OpraHU3alMy paboTel ¢ JOKYMEHTAMH;
- lpaBuia opdorpaduu u nmyHKTyaImm PYCCKOIO SI3bIKa;
- TPeOOBaHMs K KAYECTBY BBINOJHACMbIX pabot

ymemep:

- I0JIb30BaThCS HOPMaTHBHBIMU METOMYCCKUMHU JIOKYMEHTaMu 1o
AIOKYMCHTAIIHOHHOMY 00ECIICYCHHIO YIIPABIICHHUS:

= ONpPEACISTH HOPMbI BDEMEHH Ha JIEJIONPOM3BOICTBEHHBIE oreparuu;

= KOHCTPYMpOBATh pa3jH4HbIE BUbI GIIAHKOB CITyKeGHBIX JIOKYMEHTOB;

= COCTaBJIATh, PEJAKTHPOBATH U O(DOPMISTE OpraHu3aluOHHO-PACTIOPS I TE/IbHBIE
JAOKYMEHTBI OpraHu3aliuu;

= BECTH paboTy ¢ J0KyMEeHTaMH (Okcneannmonnyo  06paborky, perucTpanmio,
KOHTPOJIb HCIOIHEHHS, CIIPABOYHO-UH(DOPMAIHOHHYIO paboty):

= COCTaBJIATL 1 OPOPMIIATE HOMEHKIATYPY J1e1 OpraHu3alum;

- (bopMHpOBaTh J1€71a B COOTBETCTBIH ¢ HOMEHKJIATY PO J1e1;

= HPOBOAMTL TEKyIee XPAaHEHHE JJOKYMEHTOB;

- NOArOTaBIMBATS JIea K [Iepesiaye Ha apXMBHOE XPaHEHHe:,

- HMCIHOJL30BaTh OPraHM3ALMOHHYIO TEXHUKY B MPOQEeCCHOHATbHOMN JESTEIbHOCTH;



- 10JIb30BaThCs TEPMHHOJIOTHEH JICJIOBOM peUM:

- [OJIb30BATHCSl COBPEMEHHbIMH CJIOBapsiMi M CHPABOYHBIMM  M3aHHAMK 11O
PyCCKOMY SI3bIKY H PAaKTHYECKON CTUIIMCTHKE, '

- OTCIEKMBATH JIOTMYECKYIO [OCIEN0BATE/IbHOCTD nocTpoeHust  OpUIMATLHO-
J1e/IOBBIX TEKCTOB JI0KYMEHTOB, IPOU3BOUTD npoBepKy HaKTUYECKOro MaTepuaa,

- IpaBWILHO YNOTPeOISTH KOpPEKTypHbIE 3HAKW B XOIC npaBku O(HUIHATILHO-
JIeJIOBBIX TEKCTOB, PEAAKTHPOBATD ciyskeOHbIE IOKYMCHTDI,

- [OAroTaBJIMBATH JOKYMCHTBI pasIMYHON CTEMCHHU CIOKHOCTH:

- Hemosb3oBaTh  MH(POPMAIMOHHBIE TEXHOJIOTHH - IIPH JOKYMEHTUPOBAHHK 1
opraHu3aiuu paboThl ¢ JIOKyMEHTaMM.

- obecreuymuBaTh KaueCTBO BbIMOTHACMbIX pabor.

3.  Coaep:kanue nporpaMmbl
Kareropus  ciyuwaresiei: — JIHIA, JMelolie WM [OoJIydaiomme - CpeiHee
npoeccHoHaNbHOE U (UIIH) BbICIICE oOpazoBaHue.
TpyaoemKkocTh 00yHeHHUS 144 axajaeMUYECKHUX vaca.
dopma obyueHus: OuHas MM ouHas € MpUMEHEHHEM  JIHCTAHIMOHHBIX
0Gpa3oBaTeIbHBIX TEXHOIOTHH.

3.1. YueOupliiniaH

“‘ B TOM uucie dopma
Ne | HaumenoBanue MOayJIeit BOSTO, | nekigin. | DRAE HPOMERT SR
aK.uac. 3AHATHUA U UTOT.
T — | KOHTPO:D i
1| 2 3 4 5 6 )
) Monyib 1. CtanaapThbl
Bopiackuuic U crielnuianms
ctanapToB BopIicKMILIC 110
1. | KOMIETEHIIMH + 3 - 1
| «JloKyMeHTalHOHHOE 00ecneUcHue
yIpaBlIecHHs U apXUBOBE/ICHUCY.
\ Pazensl criendpuKaniu \
| Moy 2. TpeGoBarus OXpanbl l
2. ‘ Tpy/1a ¥ TeXHUKH 0e30MacHOCTH 6 2 3 1 \
Moyib 3. CoBpeMEHHBIC
3. | TexHOJIOrHH B TPOpecCHOHAIBHOMU 9 + 4 1
cepe NS FSDNE (U S |
| Mojyab 4. TToaroroska u 34 10 20 A \
| o(hopMIICHHE JIOKYMEHTA
| Mosyan 5. JlokyMeHTalmoHHOE \
t obecrieyeHure padoThl ¢ 34 10 20 4 \
[IEPCOHAJIOM , 1 o
6. Moyib 6. Oprann3anus )3 10 14 4 \
JOKYMeHT0000pOTa
( Moayab 7. Dkeneprusa HCHHOCTH !
7. | W MCIIOJIb30BAHUEC apXUBHBIX 18 6 8 A
‘ JIOKYMEHTOB | J1eJ1 DU N N
g “ Wrorosas arTecTauus 1 1 e
(JIeMOHCTPAIMOHHbII JK3aMeH)
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3.2, YuebHo-remarnueckuii IJIaH

B tomuucne

Dopma
Ne Haumenosanne monyseit Beero, | ek Apaks. TPOMGEYT. @
ak.vac. 3aHATHS 1 UTOT, KOHTpOJ1s

[ KOHTpO.ﬂb
/ 2 3 4 5 6

Wouy.m: L. Cranpaprel
Bopaaekniic u
CleunguKaums cranaapros
| Bopatekniice no KOMIIeTeHInH
" | «JlokymenTammonnoe
obecnieyenne ynpasaenus u
ApXuBOBeaeHHE». Pazienpr
cneunpukanmn
AKTyalbHOE TeXHHUECKOE

1.1 | ONHMCaHHE 0 KOMIIETEHIHH,

| Cretnduxanus CTaH1apra
| Boparekmie o ) KOMIIETEHIIUK

1.2_| Ipomexytounpiii KOHTPOJIb 1 - - 1

e e —

Monyas 2. Tpeboanus
2. | oxpaubI TPY/Aa U TeXHUKH 6 2 3 1 3auer
0e3onacuocTy

R TpeboBanus OXpaHbl TpyJa u
| TexHuKHM Ge3onacHocTH
Cneunmmﬁpefiosal{m
7o | OXpaHbl Tpynia, TeXHHKH _
0€301acHOCTH U OKpyKarolei
CPEJIBI 110 KOMITETeHITHH
, _.HEQM?ZKZIQ‘E*.“E'S.Q.H.TPO“_" 1 = - ]
Monayas 3. Cospemennpre
3. | Texnosioruu B 9 4 4 1 3auer
npogeccuonanbHoii cepe
3akoHonaTe b HbIC 1
3.1 | HOPMATHBHO-METOIMYCCKHE
" | mokymeHTBI PO B J1I0Y n
| ApXHMBOBEJICHUM
CoBpemennbie
39 MPOheCcCHOHANbHbIE TEeXHONOM M
B JICJIONIPOM3BO/ICTBE H apXHBHOM
_| Acne. -
[IpomexyTounprii KOHTPOJIb 1 - [ - 1 |
Mony.b 4.1oaroroska n 34 10 20 4 ] Bsvier

opopmiienue JAOKYMeEHTA




4.1

HopmaruBHble TpeOOBaHMS K
0(OPMIICHHIO TEKCTa JIOKYMEHTa
na [1K

JIOKyMEeHT U c1nocoObl
nokymentuposanus Ha [1K.

Tpebosanus Kk 0popmMIEHUIO
OpraHu3alMOHHO-

pacropsIMTEeIbHBIX JIOKYMEHTOB.

CocTaB peKBU3HTOB.

branku. Bujasl U criocoOml
oopmiieHHS

4.5

Opranu3aloHHO-IPaBOBbIE
JIOKYMEHTbI

4.6

PacrniopsiauTebHble JOKYMEHTBI

4.7

WupopMaimoHHO-CIIPABOYHbBIC
JOKYMEHTbI

4.8

CnyxeOHas niepernmcka

4.9

CrenuaabHble CHCTEMBI
JIOKYMEHTALlUH

4.10

[IpoMeKyTOUHBIH KOHTPOJIb

Moayasb S./JlokyMeHTAalIMOHHOE
obecrnieuenue padoThl ¢
NnepcoHaIoM

34

10

20

3auer

3.l

HopmaTtuBHbIE JOKYMEHTBI B
paboTe ¢ kaJpaMu. 3amuTa
MepPCOHAIBHBIX JIAHHBIX

5.2

Knaccudukanus KagpoBbIx
JIOKYMEHTOB.
VuuduipoBantsie GOpMBbI
KaIPOBbBIX JIOKYMEHTOB

3.3

JIOKyMEHTHPOBAHNE KaJIPOBbIX
oneparuii: puem Ha padory

5.4

JIOKyMEHTHPOBAHNE KaPOBBIX
oreparnuii: nepeBo/i
(MOCTOSIHHBIN, BPEMEHHbIH)

3.5

JIoOKyMEHTHPOBAHHE Ka[POBbIX
onepanuii: OTImycK

5.6

JIOKYMEHTHPOBAHHE KaPOBbIX
oleparuii: KoMaHMpoBKa

3.7

JIOKyMEHTHPOBAHUE KaPOBbIX
orepanuii: mooupeHue,
JIMCHMIUTMHAPHBIC HAPYILICHHS

5.8

JlokymeHTHpOBaHKHE Ka/[POBBIX
ornepaunui: yBoJbHEHHE

39

Y4yeTHble JOKYMEHTHI B
KaJ[poBoit cityxOe: Jlnunast
kapTouka Gpopmer T-2

5.10

Tpynosas kamxkka. TpeGosanus




K o(popmiieHuio, Besenmo,

3.11 [TpomeskyToumprit KOHTPOJIb

XpaHenuro. Dnexkrponnas TK
|| XpaHEH ponHas 1K

6 Mony.b 6. Opranmsanus
_| IOKyMeHT0060poTA

OOuiume npasusia Oprasusaiuu
6.1 AOKYMEHTO000pOTA Ha

npeﬂngmmu.

Dopmbl 1 crIOCOOBI perucrparum:
KYpHaJIbHasi M KapTOYyHas

IIpuem u o6padorka
6.3 | mocrynaromux (BXOJSI1IIMX )
JIOKYMEHTOB,

[loaroroska nexonsmero
6.4 | nokymenra, perucTpanus u
OTIIpaBKa.

6.5 Perucrparus BHYTPEHHUX
" | IOKYMEHTOB

Konrposs nenonnenus
6.6 | 10KyMeHTOB, Oneparupnoe
XpaHeHue

—_—

Opranusanus HH(pOPMALMOHHO-
CIPaBOYHOM paboTkI 110
AOKYMEHTaM npenpustus. basp
JIAHHBIX

6.7

6.8 Ocobennocrn JIEKTPOHHOTO
| IoKyMeHTo06OpOTA.

6.9 | ITpomexyTounmrii KOHTPOJIb

Moayas 7. IKeneprusza
7. | nennoctu u HCII0Ib30BAHHE
APXMBHBIX IOKYMEHTOB M j1eJ1

18

Hopmarughrie JOKYMEHTBI,
7.1 | Peryaupyroume obecneyenme

COXPAHHOCTH JIOKYMEHTOB M Jie)T
| B PO,

75 | Dkeneprusa nennocty

| JIOKYMEHTOB
—| JOKYMEHTOB
Homvenkmnarypa nen.

7.3
CDOEMMQOB&HMC J1e)1

74 Odopmitenue sena s nepeayu
" | Bapxus.

—

Odopmienne Axra o BbIJICJICHHH
7.5 | 10KyMeHTOB M nen k
YHHYTOKEHUIO

76 Odopmienne onuen nen s
| mepenaun B apxuB

779 Odopmitenue apxupnoii
| cupaBkwu, APXHUBHOMN KOMUM

7.8 | IIpomexyToumsiii KOHTPOJIb

8 | Wrorosasarrecranus

11

11
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81 HCMOHCTpauHOHI'IbIH JK3aMCH 110 11 _ B 11 lD
: KOMIICTECHIIMH
| MUTOI'O: 144 45 69 30 |

3.3. VYueOuasi nporpamma

Moay.ab 1. Cranaaprsl Bopaackuiiae n cneunpuKanus cTanaapTos Bopaackuiuice
no kommerenmuu «/lokymenraummonnoe obecnevyenune yNnpapjieHHs H APXHBOBEACHHE.
Pasznesnbl ciennpuranuu

Tema 1.1. Crampapr kommnerenunn WSSS «/lokymenTannonnoe obecrnieuenue
yIpaB/IeHHs H ADXHBOBE/IEHHE»

Jlekumsa

Jemwkenne WorldSkills,  CranaapTel  KOMIETEHIHH WorldSkills. Hudopmarus o
KOMIIETEHIIMH «JIoKyMeHTallMOHHOE 00ecIeyeHHEe yIPpaBICHUA 1 apXHBOBEACHHCY . AKTyaJIbHOE
TexHHUecKoe omucanne komnererii: crpykrypa TO. Crenndukanus crangapra Bopiackuiice
Poccus «Monojbie npodeccronanbi». KonkypeHoe 3a1anue.

Mosyb 2. TpeGoBanusi 0XpaHbl TPY/Ia H TEXHHKH 0€3011ACHOCTH

Tema 2.1. O6mue Tpe6oBanusi OXpaHbl Tpyla H TEXHHKH 0e30MacHOCTH
kommnerenuun «/lokymenrannontoe obecneverHne ynpap/JicHus 0 apXHBOBEACHHEY

Jlexnusi. ,

[IporpamMma MHCTPYKTaXKa [10 OXpaHe TPpyja U TEXHHKE Oe30MacHOCTH. WucTpykuus 110
OXpaHe TpyJa JUls y4acTHHKOB M Juls dKCrepToB. TpeboBanus OXpaHbl TPyAa NEpel HA4alIoM
paGoThI, BO BpeMsi pabOTHl, O OKOHYaHHH PabOT M B aBapHHHBIX CHTyaLMsX. ObGs3arenbHOE
MPOXOYKIEHHUE HHCTPYKTaXKa U TIOITHCAHHNE JIOKYMEHTOB 00 03HAKOMJICHHH.

[IpakTHueckoe 3aHsTHe

CamocrosiTenbhas pabora ¢ MHcTpykuuen mo oxpane Tpy/ia ¥ TEXHHKE 0e30MacHOCTH.
Opranusanus paGouero Mecta cekperaps, Gpopmuposatue 6€301acHOro pabouero Mecra.

Tema 2.2. Texunka 0€30naCHOCTH NPH padoTe €O CPEACTBAMH OPraHN3aLHOHHON
TeXHHUKH

Jlexius

Knaccudukanus oprann3aimoHHOi (OQUCHON) TEXHHUKH. OcoOEeHHOCTH YCTAaHOBKH H
6e3011acHOr0 UCITOJIb30BaHus. TeXHUYeCKHe XapaKTePUCTHKH CPe/ICTB OPITCXHUKH.

[IpaKkTHyeckoe 3aHsaThe

Mcronb3ysi MHCTPYKIMIO 10 OXpaHe Tpyla M TeXHHKe Oe30MacHOCTH OIpEIC/InTh
0coBeHHOCTH Ge30macHoil paboThl ¢ OpraHU3alMOHHON TeXHUKO#: [lepconanbHbIi KOMIBIOTED,
NPUHTEp, CKaHep, MHOTO(YHKIMOHAILHOE yCTPOHCTBO. OCOGEHHOCTH pabOThI C LIHJIOM i UIJI0M
IIPH [TPOIIUBKE JIOKYMEHTOB M JI€J1.

Moy 3. CoBpeMeHHbIe TEXHOJIOTHH B IPOdeccHonaIbHOi cepe

Tema 3.1. 3akoHoaaTEAbHbIE H HOPMATHBHO-METOHYECKHE JOKyMeHTbl PO B JA0Y
M AaPXHBOBEJICHUH

Jlexuusi.

Knaccudukanus  HOPMATHBHBIX  JIOKYMeHTOB — P®d,  peryampyromue BOIPOCK!
JIOKYMEHTAIIMOHHOTO  00eCIeUeHHs YNPABIEHUs. M apXMBOBCICHHMSA: 3aKOHOAATC/IBHBIC U
HOPMAaTHBHO-MeTOIMueckue. M3menenus B HopmatupHoi 6ase 2018-2021 rr.

denepanbhble 3akoHbl: «O6 HHGOPMANNK, HHPOPMALMOHHBIX TCXHOJIOIMAX U 3alIMTE



uHpopmanuny, «06 APXHBHOM Jienie B P®y», «06 JICKTPOHHOM noamucuy, «O 3ammte
MEPCOHAIBLHBIX JTAHHBIX ).

Hopmatusho-mertonnueckue AOKYMEHTBI 'P®d:  Ejmupag rocynapcTBeHHas cucrema
AOKYMCHTAUMOHHOTIO 0becrieyenus ynipasienust. ['ocynapcrennpie Cranaaptel: ['OCT 7.0.97 —
2016, I'OCT 7.0.8 — 2013, I'OCT 7.32-2017, O6mepoccuiickue KJ1acCu(puKaTopsl, [Ipumepnas
HHCTPYKUMS 110 ACJIONPOU3BOACTBY, IlepeueHb  THMOBLIX YIPaBJICHYECKUX — apXMBHBIX
AOKYMEHTOB, 0Opa3syiommxcs s MPOLECCe NEATEIBHOCTH rOCYIapCTBEHHbIX OpraHoB, OpraHos
MECTHOrO caMOyInpaBiIeHUs u OpraHMsauui, ¢ ykazanuem CPOKOB  XpaHeHusi, IlIpasuia
OpraHM3aluy XpaHeHus, KOMIUICKTOBAHHS, yyeTa H MCIOJb30BAHMUS AOKYMEHTOB ApPXHBHOI0O
(onna Poccuiickoii Oejepanuu u apyrux APXUBHbIX JIOKYMEHTOB B OpraHax rOCY/1apCTBEHHOI]
BJIACTH, OpraHax MecTHOro CaMOyYNpaBIICHHs U OpraHu3aLmsy.

Ipaxtuyeckoe 3ansrie.

Mucrtpyknmst o ACIONpou3BoACTBY.  CTpykTypa HHCTpYKUnHU.  [lpunoxenus,.
Bosmoxnoctn ncnonszopamms. DIIeKTPOHHAs Bepcus,

Tema 3.2.CoBpemennpie NpodeccHoHaNbLHbIE TeXHOIOM N B /1€101IDOM3BOACTBE H
APXHBHOM J1eJ1e€.

Jlexius.

Hcnonbsopanue IdH(bOpMauHOH}{O-KOMMyHI/IKauHOHHbIX TEXHOJIOTHI B
ACJIONPON3BOICTBE U apXMBHOM Jielie. [Ipumenenne PENAKTOPCKUX nporpamm Ha [1K. Cozanue
abJIOHOB  JI0KYMEHTOB. HcnonbzoBanue CIIPaBOYHO-TIPABOBBIX ~ CHCTEM /U1 mOMCKa
AOKYMEHTOB. CHCTEMBI 2/IEKTPOHHOTO AOKyMeHTo000poTa. [IpHMenenue SJIEKTPOHHOMN MOYTHI H
00J1auHBIX TeXHOJIOTHIA. ®opmuposanme JICKTPOHHOTO apXUBa JI0KYMEHTOB, :

ITpumenenne  oprrexmnxu: IpUHTEp,  cKanep, MOV (MHOroyHKIIHOHATBHOE
YCTPOHCTBO), IIIOTTEP, BO3MOKHOCTH HCIIOIL30BAHMS B [IOBCEIHEBHOI paboTe,

lpakTrueckoe 3ansTue.

[Touck nopmarupmpix AOKYMEHTOB B CIIPaBOYHO-IPABOBO; CHCTEME 110 pa3IMuHbIM
lipusHakam. Ilouck Heo6x0mMMBIX bopM  sokymenTOB B CIIPAaBOYHO-IIPABOBOM  cHCTEeMe.
KOIMpoBanue u odopmiienue. Hcnonb3zoBanue [IPUHTEPa, Komnwpa, ckaHepa s oopmieHus
OpHIHHAJIA, KOITHH,

Mony.n 4. oaroroska u oopmirenne foxymenta

Tema 4.1. HopmaTupnsie TpedoBanus k odopmaenuio TeKcTa 1okymenTa na INK

Jlekius

I'OCT 7.32-2017 CHUBUJL. Otyer o HayqHO-HCCIIe10BaTeIbCKOM pabore, Crpykrypa u
lpaBuia opopmienns. TpeGosanus k opmatuposanmio: nosus, WpuGThl (CTHIL 1 pasmep).
MHTEPBAJIBI, 3aroJoBKH, HO/I3ArONIOBKM, HyMepauus cTpammil, Tpe6oBanus K ohopmienuio
BCTABOK K TEKCTY, CHOCOK, CCBLIOK, PHCYHKOB, cXeM, rpadukos. TpeGosanus k oopmiieHuro
TabIUIIBI.

Ipaktuyeckoe 3anstue

Dopmaruposanme Tekera o coburosienrem TpeGosanuii 'OCT. Cxanuposanue pucyHKa,
CXEMBL, IrpaduKka M BcTaBka ero B Teker coodtuenus, pedepara, odopmiieHHe noMHCH K
pucynky. Odopmienne MOCTPAHHYHBIX  CHOCOK C HCIOJIB30BAHHEM CIIPaBOYHO-11PABOBO
CHCTEMBI: IIOMCK MIIH CBepKa ¢ HOPMAaTHBHBIM J0KYMEHTOM.

Tema 4.2, JokymenT u cnoco6ur AOKYMEHTHUPOBAHUSI

Jlekuus

Onpenenenus — Mudopmarnus, AOKYMEHT, I0KyMEHTHPOBAHHE, HOCHTE/H Hbopmaru,
Croco6sl JIOKYMEHTUPOBAHMUSI, Knaccupuxarms AOKYMEHTOB. YHupukauus u CTaH/IapTH3allUs B
Aenonpoussojctee. CucTeMpl JIOKYMEHTaIUH,



[IpakTHyecKkoe 3aHsATHE
Wcnosb3oBanue yHUGUIMPOBAHHBIX GopM npu 0hOpMIICHHH JIOKYMCHTOB. [Touck (popm
C UCIIOIb30BAHUEM CIIPABOYHO-TIPABOBON CHCTEMbI

Tema 4.3. TpeGopanusi K 0QOPMJIECHHIO OPraHH3ALHOHHO-PACHOPSIMTEILHBIX
noKyMeHTOB. CoCcTaB peKBH3HTOB

Jlekuuu

TOCT P 7.0.97-2016. "Cucrema cramaaptoB mo wundopmamu, OHOIMOTCUHOMY H
u3aresbekoMy ey, OpraHu3alMOHHO-PAacloOpAIMTE IbHAS  JIOKYMEHTAIHS. TpeGoBanus K
oopmiieHuIo JIOKyMeHTOB". DOpMyJIsp U PEKBH3HTDI OpraHu3ainOHHO-PACIIOPSAUTEIIbHbIX
nokymentoB (OPJl). CocrtaB pekBH3MTOB OPJI u cxemMa HX PacroJIOKEHHUS. B03MOKHOCTH
pepakTopeknx mporpamm Ha [1K. baanku (11a6710Hb1) JIOKYMEHTOB. DJICKTPOHHbIH JOKYMCHT,
MOHSATHE U IPU3HAKH.

IIpakTUyecKoe 3aHsaTHe

Odopmiienne (popmyspa-oOpasia ¢ pEKBU3UTAMH. OdopmiieHne PEKBU3MTOB M HX
pasmenienne Ha popmate A4, AS

Tema 4.4. Baanku. Buabt u cniocodbl opopmiieHus

[IpakTHYecKOe 3aHATHE

Odopmienue Granka opraHu3auuu (OOIWMA, Ul NMCEM, JOMKHOCTHOTO  JIMNA,
CTPYKTYPHOTO MOJPA3/IEICHUS, KOHKPETHOIO BHJIA IOKYMEHTA).

Tema 4.5. Oprann3anuoHHO-NPaBOBbIe 10KYMEHTDI

Jlexums

Hasnauenue opraHu3aliOHHO-IIPABOBBIX JIOKYMEHTOB (yCTaB, MOJIOKCHHUE, NHCTPYKILHA.
JOJKHOCTHAS. MHCTPYKIWMS, [IpaBuiia, MITATHOE pacmucaHue u Jip). OCOOCHHOCTH TEKCTa U
COCTaB PEKBU3UTOB OPraHM3allMOHHO-TPABOBOI0 IOKYMCHTA.

[IpakTHyecKoe 3aHATHE

Odopmienne TTonoxkenns, JI0IKHOCTHOH HHCTPYKIMH

Tema 4.6. Pacnopsiinre/ibHbie IOKYMEHTbI

Jlexkuus

Hasuauenume M KiaccHDUKALMA PACIOPSIAUTENBHBIX JOKYMEHTOB  (I1OCTAHOBJICHHUE,
MpuKa3, pelieHue, pacropsukeHne, ykasanue). OcoOEHHOCTH TEKCTa  pacHopSAMTEILHOTO
JIOKYMEHTA M COCTaB PEKBH3UTOB.

[IpakTHyuecKOe 3aHATHE

Odopmnenne Ilpukasa Mo OCHOBHOW JAESTENBHOCTH, NpHKa3a 10 JIMYHOMY COCTaBY.
BBIITKUCKA M3 [IPUKa3a

Tema 4.7. UndopmanuoHHO-CIIPABOYHbIC TOKYMEHTbI

Jlexnus

Haznauenye u kiaccu(uKaims CripaBodHO-HHGOPMAIMOHHBIX JIOKYMEHTOB (JOK/Ia/IHas
3amucKa, MPOTOKOJ, CHpaBKa, akT, CIykeOHOE MHCHMO). Oco0GeHHOCTH TEeKCTa CIPaBOvYHO-
HH(OPMAIIMOHHBIX JOKYMEHTOB U COCTAB PEKBU3UTOB.

[ [pakTHUecKOE 3aHATHE

Odopmuenue [Iporokona, Akra, CripaBku

Tema 4.8. CayxeOnan nepenucka

[IpakTHyecKOe 3aHATHE

Odopmienne ciykeGHOro (KOMMEPUYECKOr0) IHCbMa, JJICKTPOHHOIO co001IeHHs.
OcoOEHHOCTH TEKCTa M COCTAB PEKBU3UTOB.




Tema 4.9. Cneunanpupre CHCTEMbI IOKYMEHTAlMH

Jleknus

Haznauenuwe Kitaccudukarus Jlorosopro-npasopas AOKYMEHTAlHs:  10roBop,
[IPOTOKOJI  pasHOrIacHii, axT BBINIOJIHEHHBIX  pabor, KOMMEPYECKMIi aKT, mnperensus. wek.
Tpebosanus k Texcram PECKBH3UTBI, HCIOJIb30BaAHHE YHUDUIHPOBAHHBIX dbopm u cripasouno-
[IPABOBOM CHCTEMBL,

Hasznauenpe u Knaccupukanms kamposoii AOKyMeHTamH. TpeGoBanus k Tekcran 3|
PeKBU3UTAM,

IIpaktuyeckoe 3austue

Odopmienue AI0TOBOpa, aKTa BBINOIHEHHBIX pador, 3anonuenue YHHQUUHPOBAHHBIX
hopm, ucnonb3opanue CIIPABOYHO-IIPABOBOM CHCTEMb]

MOJVJIb 5. dokymenTaumnonnoe obecrnieuenne pagoTe ¢ 1epconaiom

Tema 5.1. Hopmatususie IOKYMEHTBI B paboTe ¢ kaapamm, 3ammra nepconanbupix
JMAHHBIX

Jlexuns

3akoHOAaTeNbHBIE HOPMaTUBHO-MeTO1MuUeCKHe AOKYMEHTBI  P® 110 Tpyi08KIM
OTHOMmEHUAM. Tpynosoit koxexe Pd. D3 «O 3ammure [ICPCOHATIBHBIX JTaHHBIX, HOPMAaTHUBHbIE
AOKYMEHTBI 110 TPY10BBIM KHHKKaM, yHUDHIMpOBaHHbIe dopmer 10 yyery TPpyJa v 3apaboTHOI
1are.,

IpakTuueckoe 3aHsTHE

Camocrostepnas padora ¢ Tpynossim KoziekcoM P®: oreersr Ha BOIIPOCHI.

CTpykTypa n ocHoBHbIE nonATHS D3 «O 3ammre nepconabupx JAHHBIX»

Tema 5.2, Kanacendpuxanus KaJApoBbIX /10KyMeHTOB. Yunpuunposannpre hopmpbi
KapoBbIX 10KyMeHTOB

Jlekuus

HokymenTsr o JIMIHOMY  cocTaBy (KajapoBble AOKYMCHTBI), JIMYHBIE IOKYMEHTHI
COTpytHuKOB. Konuu mmynprx AOKYMCHTOB. JlokanbHble HOpMaTHBHEBIE AKTBI 110 TPY JIOBBIM
OTHOMICHUIM.  Opranusanionnpe AOKYMEHTBI - KaJIpOBOH  ci1ysKGbl, IIpaBuna BHYTPEHHEro
TPYZ0BOrO pacnopsika. [ paduk ormyckos. | ‘PaduK cMeHHOCTH. [lonoxenne 06 onnare Tpy/a.
[Tosnoxenne o Oyxranrepckom yuere HPUTIOXKEHHUS — KaJIpOBbIe (opMBbI JIOKYMEHTOB,

[pakTuyeckoe sansrue

[Toaroroska YHHDHIMPOBAHHBIX opm oxkymenToOB 119 CBOCTO NpEeAnpUsATHS. AHAIN3 U
KOPPEKTHPOBKA yHHDUIMPOBAHHDIX bopm.

Tema 5.3, HoxymenTuposanmue Ka/IpOBBIX onepanuii: npuem na pabory.

Jlekius

[opsnox npuema COTpY/IHHKA Ha pabory. JloKyMeHTBI, Heo6x0mHMbIe pH IpHeMe Ha
padory. ITopsnok obopmiteHns nokymenTos lIpH Tipueme Ha paboty. Pesiowme. 3asBienue,
TpyznoBoii  norosop, lIpMKa3 o npueme Ha padoty, Jluynag Kaprouka Qopmbr  T-2.
aBToOHorpadus, ankera, opmuposanue Jlnynoro Aena. Odopmienne samuceif g TPYJIOBYIO
KHHIKKY

Ipaktuyeckoe 3ansrue

Cocrasnenue n opopmitenne TpyoBoro AOTOBOpa, NpuKasa o npueme Ha pabory

Tema 5.4, Moxkymentuposanue KaApoBeIX onepanwmii: NepeBox  (MOCTOSIHMBIIA,
BPEMEHHbII)

Jlekius

[onsitne  nepepoya, BHJIBI  [1IepeBo;ia: IOCTOSHHBIH/BpEMEHH I, 110 MHULIMATHBE



paboronaresns, o uHUIMaTuee pabotHuka. [Topsnok odopmiaeHHs TOKYMEHTOB MU MEPEBOJIE,
HEOOXOAMMOCTh JIONOJIHUTE/ILHOIO COIJIAIIEeHHUs, 3aluch B JIMYHOW KapTouke (opmbr T-2,
3aIliCh B TPYJIOBOM KHHKKe, Tabelie ydyeTa pabodero BpeMeHH,

IIpakTHueckoe 3ausiTue

Odopmienre JOKYMEHTOB MO MEpeBOAY — IPHUKA3 MO JHYHOMY cocTaBy. Buecenne
3anuceit B porpaMmy KaJpoBOoro ydera.

Tema 5.5. JlokyMeHTHpOBaHHE KA/ IPOBBIX ONepaIHii: OTIYCK.

Jlekius

[lonsiTe oTmycka, BUJIbI OTITYCKOB: OUEPEIHOM, €KEIr0/IHbIH, OTIAYHBAEMBIH, 110 YXO/IY
3a peOeHKOM, akajaemuuyeckuit (yueOublit), 3a cBoi cuer. ['papuk otnyckon. [lopsiiok
o(opmIIeHUS IOKYMEHTOB IPH MPEIOCTABICHHH OTIYCKa COTPYAHHKY. PazjieneHue orrnycka Ha
YacTH, NEPEHOC OTIyCKa

[IpakTHyeckoe 3aHsTHe

Odopmienne rpaduka OTIYCKOB, OCOOEHHOCTH TEKCTa, COCTAB PEKBHU3HUTOB.
Odopmiienue npukasza o npeJoCTaBICHHH OTIYyCKa. 3anuch B Tabesie ydera padodyero BpeMeHH.
Buecenue qaHHbBIX B IIporpaMMy KaJIpoBOTO yuyeTa

Tema 5.6. JlokymeHTHPOBAHHE KAPOBBIX ONEPalNii: KOMAHJAHPOBKA

Jlexuus

[lonsatne ciyxeOHONH  KOMAHAMPOBKM, BHJIbI  KOMaHAMpoBOK. llomoxenue o
KoManaupoBkax. [lopsyiok odopmiieHus JIOKYMEHTOB NpH HalpaB/ICHUH COTPY/AHHKA B
C/IyKeOHYIO KOMAHIMPOBKY: MHHUIMATHBHBIM JIOKYMEHT, cjyxkeOHOe 3ajlaHue, MpUKas o
HalpaBJeHUU PabOTHUKA B KOMAHMPOBKY, aBAHCOBbIH OTYET.

[IpakTHyeckoe 3aHsTue

Odopmienne npukaza 0 KOMaHJ HpoBKe paboTHHKA/paGOTHUKOB. 3arojiHeHue Tadesis
ydera pabouero BpeMeHH. BHeceHHe JaHHbIX B IPOrpaMMy KaJpoBOIo yuera

Tema - 8 JlokymenTupoBanmne KaJApOBbIX ornepanmii: noompeHue,
JHCHHILIHHAPHbIE HAPY LLIEHHSI
Jlexuust

[lonsiTve moompenue: MopaibHOe, MaTepuaibHoe. JIOKaIbHBIH HOPMATHUBHBIA aKT O
nooupenusax: Gopmel noouipenus. [Topsaaok JTOKyMEHTHPOBaHHS MMOOIIPEHHN, HATPakICHHI.
Oco0eHHOCTH TEKCTOB MPUKA30B, COCTAB PEKBU3HTOB.

[lonsTe  AMCHMIUIMHAPHOTO  B3bICKAHHMs. BHWJIbl  JAMCHMIUIMHAPHBIX  B3BICKAHHIA:
3amevaHue, BBIFOBOP, yBosibHeHMe. [lopsiox odopmiieHMsT JIOKYMEHTOB IPH  BBIHECEHHH
pabOTHUKY — JIMCUMIUIMHAPHOrO  B3blcKaHus. (OCOOEHHOCTH TEKCTOB  [PHUKA30B, COCTAB
PEKBHU3HUTOB.

[IpakTHyeckoe 3ansTue

Cocrapnenue u odopmieHHe TEKCTa MPUKA30B O [MOOIIPEHHH, O B3BICKAHWUM Ha
OCHOBAHHH IPEJICTABJICHHBIX JIOKYMEHTOB. BHeceHne JJaHHBIX B IPOrpaMMy KaJpoBOro yueTa

Tema 5.8. JlokymeHTHpOBaHHE KAJAPOBLIX ONEPAIHil: YBOJIbHEHUE

Jlekuus

Pactopxenue TpynoBoro jgoroBopa (yBOJIbHEHHE) pabOTHHKA [0 HHHIMATHBE
paboTHHKA, 1O MHUIMATHBE paboTozaTessl, 10 HE3aBHCSIIMM OT BOJM CTOPOH TMPHYMHAM.
[Topsiok opopmiteHust A0KYMEHTOB TIPH YBOJIbHEHUH, YUHThIBasl IPUUMHBI YBOJILHEHHS,

IIpakTHueckoe 3ansiTue

Odopmienne npukasa 0 pacTOPKEHHH —TPYJOBOTO JIOTOBOpa Ha OCHOBAaHHH
IPE/ICTAB/ICHHBIX JIOKYMEHTOB. 3anuch B Tabene yuera pabouero Bpemenu. OdopmiicHue
TpynoBoil KHHIKKM M JHYHONH KapTOYKH MPH YBOJbLHEHMH. BHeceHHe JaHHBIX B MPOrpaMMmy




KaJpoBOro yyera

Tema 5.9. Vaerusie nokymentsi B KaapoBoit ciryskbe: Jlnunas kaprouka ¢. T-2

[IpakTuyeckoe 3ansTue

[Touck dopmer T-2 B CMPaBOYHO-TIPABOBOH  cHCTeMe. 3amonHeHnHe M oopmieHHe
JInunoit kaprouku. Buecenue 1anupix B porpamMmy KajapoBoro yyera

Tema 5.10. Tpyaosasi knukka. Tpebosauns k opopmienuro, BeIeHH10, XPaHEHHI0.
daekrpounas TK

Jlexius

Tpynosas kumkka: HOpMaTHBHBIC TpeOoBanus. Pasjuesnsl TpynoBod KkHuKKH. Pacuer
TpyznoBoro craxa. TpeGoBanus 1o BeAEHHIO M XPAHEHUIO TPY/10BO# KHUKKH. JKypHan yuera
ONIAHKOB TPYJOBBIX KHMKEK M BKIAABILCH K Heii. KHura JBHIKEHMS TPYNOBBIX KHUKCK.
TPeOOBaHMSI 110 BEICHHIO, 3AMOIHEHHIO U XPaHEHHUIO. DIICKTPOHHAS TPYA0Bask KHHIKKA — yCIOBHS]
- oopmteHHs.

[IpaxTiueckoe 3ansiThe

3anonHenne GIAHKOB TPYHOBOH KHIKKH: TUTYJIbHBI JIHCT, CBEJICHUS O MpHEMe,
HCPCBOIC, YBOTILHEHUH, CBE/ICHNS O HATrPAXK/ICHUAX M TIOOIIPEHUSIX.

Moayab 6. Opranusanus AOKYMeHTOo0OopoTa

Tema 6.1. O6mue npaBuia OPraHM3aLNH IOKYMEHT0000POTA HA NPEANPUSITHH

Jlekuns

HopmaruBHble j10KyMeHTSL. Wucrpykuus 1o ACTIONPOM3BOJCTBY HA HPEANPHSATHH.
Onpenenenue  mnousTus " I0KyMeHT006OpOT". Crpykrypa u  o6mas XapaKkTepUCTHKA
AI0KYMEHTOIOTOKOB.. O0beM 10KyMeHTOOGOpOTA YUPEKICHHSA. YUET KOJMUYECTBA M KauecTsa
AOKYMCHTOB  OpraHusauud. MeTojbl ydyeta M COKpauieHus obbema JIOKYyMEHTOOO0pOTA.
OcHoBHbIE 3Tarns! paboTsI ¢ JIOKyMEHTaMHU

Tema 6.2. ®opmbl 1 criocodbI perucrpauun

Jlekuus

Perucrpaims — uesib v npusumIbL DopMbl perucTpaLum — KypHaibHas KapTrouHasi.
Crocobbl perucTpanuy — TpagunMonHas (pyunas) u snextponnas. Oco6eHHOCTH XKYPHAJILHOI
(opmer peructpaunn. Ucnonssopanue Homenxnaryper sen, KJIaCCU(DUKATOPOB /115 HHICKCAIIUH
JIOKYMEHTOB.

[IpakTyeckoe 3ausrue

3HAKOMCTBO ¢ (opmamu KYPHAJIOB PErUCTPALMM, CO3/aHUE JKYPHAIOB PErUCTPALIH B
DJIEKTPOHHOM (hopmaTe ¢ UCIIONb30BAHHEM AJIEKTPOHHBIX TAOJIMIL.

Tewma 6.3. Ilpuem u o6paGorka MOCTYNAKIMHNX (BXOASIIHX) JOKYMEHTOB

lIpakTuyeckoe 3ansTue

Mapmipytusanus Bxosimero JIokyMeHToobopoTa. Texnomorust 06paGoTku BXOJsIIIErO
JOKyMEHTA. Perucrpanns BXOAAIMX MHUCEM B CO3NAHHOM KYpHAJIC perucTpauuu. 3arnosiHeHue
KypHaia peructpamuu: Ot6op HeperucTpupyembix JIOKYMEHTOB, IPOCTaBICHHE OTMETKH O
TTIOCTYIUICHMH JIOKYMEHTa B OpPraHM3alMIO, HHJEKCAIMS JIOKYMEHTOB C HCIOJIb30BAHHEM
Homenxknaryper gen.

Tema 6.4. I[Toaroroska uexoasimero AAOKYMEHTA, PErHCTPAIMS H OTHPABKA

IIpakTuueckoe 3anstue

[ToaroroButs orTBeT Ha TUCbMO, MOCTYIHUBIIEE 110 3JIEKTPOHHOH TMouTe. Odopmuts
MMCbMO  Ha OlaHKe ¢  OANHCHIO PYKOBOAMTEIIS  NPEJUIPUSTHS.  3aperucTpupoBath B




9JICKTPOHHOM JKypHaJIe PEerucTpalMy M IOAIOTOBUTH K OTIpaBKe (IIOYTOH — B KOHBEPTE, I10
SJICKTPOHHON I0YTE€ — CKAHMPOBATH OPUIMHAT M IMPHUKPEHUCh K OTBETHOMY 3JIEKTPOHHOMY
COOOIIEHHIO.

Tema 6.5. Perncrpanusi BHyTpeHHHX JOKYMEHTOB

[IpakTHueckoe 3ansTue

CucTeMaTH3UpPOBATh BHYTPEHHHUX JOKYMEHTHI 110 NIPUHAUIEKHOCTH. 3aperucTpupoBaTh
BHYTPEHHHE JIOKYMEHTHI (11010xkenue, /1M, 3asBienue, yBeioMIeHHE, TOK/IaHYIO 3aIIHCKY.

Tema 6.6. KonTpoib nenosiHeHHsI JOKYMEHTOB

Jlexuust

Buabl konTpons. 3HaueHue, NPUHIMIBI U TpeOOBaHHS K OpPraHM3alMd KOHTPOJIS
MCITOJIHCHUST  JIOKYMEHTOB B JICJIONpPOU3BOACTBE. Kareropuu JOKYMEHTOB, MOJUIEKAIIHX
KOHTPO/II0. CpOKH MCIIOJIHEHUsT JAOKYMeHTOB. OOpaboTKa HCIOJHEHHBIX W OTIPABJISEMbIX
A0KyMeHTOB. KOHTposib 3a HCroIHEHHEM. ABTOMATH3MPOBAHHBIC CHCTEMBI KOHTPOIS 3a
MCITOJIHCHHEM  JIOKYMEHTOB. KOHTpPOJIL TeXHONOrMM JOKYMEHTOB ¢ HCIoab30Banuem JIK.
OneparuBHoe (TeKyIlee) XpaHeHHe JOKYMEHTOB.

Tema 6.7. Opranmzanusi HHGOPMAIMOHHO-CIIPABOYHOI PaGoThI 10 JOKYMEHTAM
npeanpusTus. basel 1anHbIX

Jlexius

[lonstne Gasa jaHHbIX 10 J0KymMeHTaM opraHusanuu. Kiaccudukauus 6a3 gaHHbIX.
Bo3smosxkHocTH  menosb3oBanust 6a3  JaHHBIX B HH(OPMALMOHHO-CIIPaBOYHON paboTe 1o
JIOKYMEHTaM IpPeANpUsTHS

[IpakTHyeckue 3aHsaTHs

Cosnanmne Gasbl JJaHHBIX 110 JOKYMEHTaM MpeANpusiThs. Mcnoib3oBanue 31eKTPOHHOIM
(opmbl KypHana peructpaiu. Permcrpanms JOKYMEHTOB, MHJEKCAIMS C HCIOIb30BAHHEM
Howmenkiatyppl j1e/1, ckaHMpOBaHKE TPAJIUIMOHHOTO JOKYMEHTA, IPUKPEIICHUE YIEKTPOHHBIX U
CKaHUPOBAHHBIX JIOKYMEHTOB K PeruCTpalliOHHOM 3aI1CH.

Tema 6.8.0cobeHHOCTH YIEKTPOHHOIO IOKYMEHT0060pOTA

Jlexuus

[lepexon or Tpamunmonnoro (GyMaKHOTO) JOKYMEHTOOGOPOTA K JIEKTPOHHOMY
nokymenroobopory  (9/10).  Hopmarusuas  Gaza  DJI0.  CucTeMbl  5J€KTPOHHOTO
JO0KYyMEHTO000poTa. OCHOBHBIC MOHATHS, LeiH U 3anaun [Ipenmymectsa u Henoctatku CH)I.

Texnonorus XPpaHCHUS DJICKTPOHHBIX JJOKYMEHTOB M 3alliuTa Hll(bOpMaUI/IH B MH(bOpMaIlIAOHHb]X
CUCTECMaAx.

[IpakTHueckue 3aHsATHs

3HAKOMCTBO € CHCTEMOIl 3JIEKTPOHHOTO JOKYMEHTOOG0POTa, (PYyHKIMH H BO3MOIKHOCTH
COJ/1 na mpumepe «1C: JlokymenT00G0poT». OCHOBHBIE TEXHOJOTMUECKHME ONEPAIHH C
JAOKYMEHTAMH: IIPUMEHEHHE JIEKTPOHHOMN MOMHUCH, 00paboTKa U perucTpaius, MoCTaHOBKA Ha
KOHTPOJIb, Tepejlaya JIOKYMEHTA HCIOJHUTEN0, (OPMHUPOBAHHE INEKTPOHHOTO apXHBa,
HH(OPMAlMOHHO-CIIpaBoYHas pabota. MapupyTusausi JI0KYMEHTONOTOKOB. BBINOIHEHNE
JICJIONPOM3BOACTBEHHBIX ONEpalliii B CHCTEME JIEKTPOHHOIO JIOKYMEHTO0H0poTA.

Moay.an 7. Obecnieuenne cOXpAHHOCTH H HCIOJIB30BAHNE APXHBHBIX TOKYMEHTOB H
el

Tema 7.1. HopmaTHBHBIE 10KYMEHTBI, pery/upylomue odecneuenne cOXpaHHoOCTH
JOKYMEHTOB M j1eJ1 B PD



JJICKTPOHHOM JKypHAJI€ PErucTpalMyd U IOJrOTOBUTH K OTIIPaBKe (IMOYTOH — B KOHBEPTE, 110
SJICKTPOHHOW IOYTE — CKAHMPOBaTh OPUIMHAT M MPUKPENHUCH K OTBETHOMY 3JIEKTPOHHOMY
COOOIIEHHIO.

Tema 6.5. Perucrpanusi BHyTPeHHHX JOKYMEHTOB

[IpakTHyeckoe 3aHsaThe

CucTeMaTH3MpOBaTh BHYTPEHHUX JOKYMEHTHI 110 TIPUHA/UIEKHOCTH. 3aperucTpupoBaTh
BHYTPEHHHUE JIOKyMEHThI (11os10:kenue, [IM, 3asBienue, yBeioMiIeHHE, TOKIAAHYIO 3AITHCKY.

Tema 6.6. KoHTpO/Ib HCIIOJIHEHHS JOKYMEHTOB

Jlexuus

Buapl xoutposnst. 3HaueHue, NPUHIMIBI W TpeOOBaHHS K OPraHU3alUM KOHTPOJIs
MCIIOJTHEHHUSL  JIOKYMEHTOB B JIeJIONpou3BojicTBe. Kareropuu JIOKYMEHTOB, TOICKAIIHMX
KOHTPO/O. CpOKM MCIOJHEHHs JOKYMeHTOB. OOpaboTKa HCIOJHEHHBIX M OTIPABJISEMbIX
JOKyMEHTOB. KOHTpo/b 3a HCHOJHEHHEM. ABTOMATH3UPOBAHHBIE CHCTEMBI KOHTPOJS 3a
UCIIOJIHCHUEM JIOKYMEHTOB. KOHTpPOJIL TEXHOJOTMH JIOKYMEHTOB C HCIojb3oBanuem 1K,
OneparuBHoe (TeKyIlee) XpaHeHHe JJOKYMEHTOB.

Tema 6.7. Opranmsanusi HHGOPMAHOHHO-CIIPABOYHOI PaboThI M0 JOKYMEHTaAM
npeanpusTus. basel 1anHbIxX

Jlekuus

[lonstue Gaza aanHbIX 110 JO0KyMeHTaM opranuszanuu. Kiaccudukanus 6a3 gaHHbIX.
BosmoskHocTn  mcnonbzoBanus 0a3 JaHHBIX B HH(POPMALMOHHO-CIIPaBOYHON pabore Mo
JIOKYMEHTAM MPEANpUsATHS

[IpakTHyeckue 3aHsTHS

Cosnanne 6aspl JaHHBIX [0 AOKyMEHTaM mpeanpustus. Vcnonbs3oBanue 3/1eKTPOHHOM
(opmbl KypHana perucTpanuu. Perucrpanus JOKYMEHTOB, MHIEKCAIHS C HCIOJIB30BAHHEM
Homenkiatypel e, ckaHnpoBaHKe TPAIUIHOHHOTO JOKYMEHTA, IPUKPEIICHHE IeKTPOHHBIX 1
CKaHMPOBAHHBIX JIOKYMEHTOB K PErHCTPAIIMOHHON 3aIIUCH.

Tema 6.8.0co6eHHOCTH YIEKTPOHHOIO TOKYMEHT0060pOTA

Jlexuust

[lepexon ot Ttpaammmonnoro (GyMasKHOTO) JIOKYMEHTOOGOpPOTa K 3JIEKTPOHHOMY
nokymenroodopory  (DJ10).  Hopmarusaas  6asa  DJIO.  CucreMbl  9JI€KTPOHHOIO
J0KymMeHTOoO0poTa. OCHOBHBIE MOHATHSI, e U 3anaun [IpenmymectBa n Hegoctarku CHJL.

Texnosorus Xpanenus EKTPOHHBIX JOKYMEHTOB U 3aluTa HH(GOpPMALHK B HHGOPMAITMOHHBIX
chcTemMax.

[IpakTrueckue 3ausTHs

3HAKOMCTBO € CHCTEMOH JJIEKTPOHHOTO JOKyMEHTOOG0POTa, PYHKIIMH M BO3MOYKHOCTH
COJ1 na npumepe «1C: JlokymMeHT00G0poT». OCHOBHBIE TEXHOJOTMUYECKHE ONEPAIHH C
JAOKYMEHTaMHU: IIPUMEHCHHE JICKTPOHHOM MoAnucH, o0paboTka U perucTpaliids, MmocTaHOBKa Ha
KOHTPOJIb, Tepejlaya JIOKYMEHTa HCIOJHHUTENO, (OPMHUPOBAHHE IJIEKTPOHHOTO apXHBa,
HH(OPMALMOHHO-CIpaBoyHas pabora. MapupyTusausi J0KYMEHTOIIOTOKOB. BBINOJHEHHE
ACJIOTIPOU3BO/ICTBEHHBIX OIEPALMi B CHCTEME IEKTPOHHOIO JIOKYMEHTO0O0POTA.

Moayan 7. Obecnevenne cOXpAaHHOCTH H HCIOIb30BAHHE APXHBHBIX 10KYMEHTOB H
e

Tema 7.1. HopmaTupHbie 10KYMEHTBI, peryjupylomue odecrnedeHne coXpaHHoCTH
JOKYMEHTOB H jiej1 B PD



Jlekius

HopmaruBuble noxkymentsl P® u jokanpHble HOPMATHBHBIE AaKTbI, PETrYIHPYIOLINE
obecrieyeHne COXpaHHOCTH AOKYMEHTOB 1 Jiel1. [lepeuenb THIIOBBIX yrpaBieHYecKux apXUBHBIX
JAOKYMEHTOB, 00pasyloluXcs B MPOLECCe JesSTeIbHOCTH rOCYJapCTBEHHBIX OPraHOB, OPraHoB
MECTHOTO CaMOyIIpaBJICHHsS W OpraHu3aluii, ¢ yKasaHHem CpoKoB XpaHeHusi, [lpasuia
OpraHu3alMK XpaHEHUs, KOMIUIEKTOBAHMS, ydeTa M MCIIOJb30BaHUS JIOKYMEHTOB ApPXHBHOI'O
donna Poceuniickoit Denepantiy U APYyruxX apXUBHBIX JIOKYMEHTOB B OpraHax rocyjapcTBeHHOH
BJIaCTH, OpraHax MECTHOIrO caMOyINpaBJIeHUs W Opranusauusx. Ilojoxenue 06 apxuse, [IpaBuna
paboThl apXHUBa OpraHu3aIuy, Hucrpyxiwms 1o JICTIOTIPOU3BOJICTBY.

Tema 7.2. Okeneprusa uennocTn 10KyMeHTOB

Jlexums

[lonsitne 06 okcrieptuse uenHoctH. rarpl OKCHEPTU3bl LEHHOCTH. JKCrepTHas
Komucenst. [Tonoxenne 06 sxeneprroit komucenn (IK). Hasnauenue OK, ee coctas u hynxumm.
[Tporokose DK.

Tema 7.3. Homenxartypa aen. ®opmupoBanue e

Jlexuus

Onpenenenne, Ha3HAYCHHE HoMenkaaTypel fest (HJI). Buaer HJT - tunosas, npumepuast u
UHMBUayanbHast. [lopsnok odopmienus, cornacoBanus u yreepxkaenust HJI. Ucnonb3oBanue
HOMCHKJIATYpBl JIEJl B ONEPAaTHBHOM XpaHEHHH, B paboTe apxXuBa opranusarmu.ITopsijiox
(opmuposanus sen B coorsercTBin ¢ HJI,

[IpakTuyeckoe 3ausrue

Odopmnenne Homenkmatypsl e CTPYKTYPHOI'O MOJAPA3/EIICHHUs, ONPe/Ie]IeHHE CPOKOB
XpatcHusl, MOCICA0BATENILHOCTh Pa3MELIICHHUs 3ar0i10BKoB aeit. Munekcanus xen 8 HII, Cocran
PEKBU3UTOB

Tema 7.4. Opopmurenne nena ans nepenaun B apxusB

Jlekus

Hopmartushbie tpeGosanus 1o odopMmieHHIO el NOCTOSHHOIO CpOKa XpaHEHHs. I10
TMYHOMY cocTaBy. [IpaBuia odopmienns aen: cepka J0OKYMEHTOB 110 3arojIOBKY M CpoKaMm
XPaHCHHA, HyMEpallus JIMCTOB, BHYTPEHHSS OIUChH JIOKYMEHTOB MPH HEOOXOJMMOCTH. JIHCT-
3aBepuTeh Jena, opopmiIeHHe OGIOKKH Jena MOCTOSHHOTO CpoKa Xxpanenus. Odopmienue
Jluunoro aena corpyanuka. OcobeHHOCTH opmupoBanus 1 apxuBHOTO Xpanenus.OpopmieHue
JieJ1a BpEMEHHOI0 CpOKa XpaHeHHsI

[IpakTuyeckas pabora

Odopmienne jiena MOCTOSHHOrO cpoka XpareHHus: CBEpKa JIOKYMEHTOB 110 3aroJIOBKY H
HOMCHKJIATYpe  Jiesl, 110 CPOKaM XpaHEHHMs, pa3MEIEHHE B XPOHOJOTHYECKOM IOpSIKE,
cocTaBiieHue M O(opmieHHe BHYTpEHHEH OmMcH, Hymeparus CTPAHHUIL, 3aMOJIHEHHE JIMCTa-
3aseputens. Odopmienue obnoxku aena. Ilpommska sgena B 4 npokosia. Kcnonws3oBanue
CaHUTAPHOTO JINCTA

Tema 7.5. Odopmienne Akrta 0 BbiteeHHN JAOKYMEHTOB H 1€/l K YHHYTOKEHUIO

IIpakTyeckas pabora

[TpoBesienne SKCHEpTH3BI LEHHOCTH JOKYMEHTOB U JeJl. Onpeiesienne HOPMaTHBHBIX
AOKYMEHTOB IO CpOKaM XpaHeHHMs. YCTaHOBJEHHE MCTEKIIEro Cpoka XpaHeHus. IIpumenenue
CIPaBOYHO-IPABOBOM cHCTEMBI Ul moucka (Gopmbl Akta. OdopmicHne AKTa 0 Bblie/ICHUH
AOKYMECHTOB ¥ JIell K yHHYTOXKeHHIO. OdopmiieHne MpoTokoiga DKCNEPTHOH KOMHCCHH O
corjlacoBaHuu AKkra.




Tewma 7.6. Odopmiienne onucH JieJ1 Jisi epeIayd HA APXHBHOE XpPaHEHHe

[IpakTuyeckas pabora ,

ITpoBesieHue sKkcnepTH3bl EHHOCTH JAOKYMEHTOB M Jie. BblaeneHue e mocTOsSHHOIO
CpOKa XpaHEHHs, B TOM 4YMCJE Jiejla Ha IEKTpPOHHOM Hocutese. ITouck ¢gopmber Onucu aein
MOCTOSHHOIO XPAHEHMsI ¢ HCIOJb30BAHUEM CIIPABOYHO-IIPaBOBOM cucteMbl. Odopmienue
OIMCH JIeJ (rOJI0BOrO pasz/ielia) MoCTOSIHHOro XpaHeHus. OdopmiieHre MpoToKoa 3KCIEepPTHOM
KOMHCCHH O COTJIACOBAHUHU OIMCH JIEJ IIOCTOSIHHOTO cpoka XpaHeHus. [IpoBeienne sKcrnepTu3e
[IEHHOCTH JIOKYMEHTOB MW JIeJl 10 JU4YHOMY cocTtaBy. OtOop Jaen mo JIMYHOMY COCTaBy,
onpejieJicHue CpokoB xpaHeHus. llowck Gopmbl ommcu jen 1o JIMYHOMY COCTaBy €
MCII0JIb30BAaHUEM CIIPABOYHO-1TpaBoBOi cuctembl. OdopmiieHue onuck Jies (rojl0Boro pasjesna)
10 JIMYHOMY cocTtaBy. OdopmieHre mpoToKoIa IKCIEPTHOH KOMUCCHH O COIIACOBAHUU OIUCH
JIeJ1 110 IMYHOMY COCTaBYy.

Tema 7.7. Odopmirenne apxXuBHOI CIPAaBKH, APXHBHOIT KOMTHH

Jlexuust

Omnpeznenenune, Ha3HAUYCHHE APXUBHOM KOIHH, apXMBHOW BBIIMCKH, aDXUBHOH CIIPABKH.
TpeGosanus xk opopmienuto. Texuomnorust nmoaroropku u odopmiierue. CocTaB peKBU3UTOB,
0COOEHHOCTH TEKCTa

IIpaktnyeckas paGora

[Torck opmbl apXMBHOM CIpPaBKH ¢ MCIIOJIB30BAHUEM CIIPABOYHO-IIPABOBONH CHCTEMBI.
CocraBiieHue TekcTa apXMBHOM CIIpaBKH, OCHOBaHHUe Ul ee BblIaud. Odopmiienne apXuBHOI
CIIPABKH HA OCHOBAHMM IIPEJICTABJICHHBIX apXMBHBIX Jes1 Ha OJaHKe OpraHu3aluHu/apXHBHOIO
yupexaenus. [loanucanue u perucrpauus. OdopmieHne apXuBHON KONUH, apXUBHON BBIITUCKH
¢ 00s13aTe/IbHBIMM PEKBU3UTAMH, 3aBEPSIIOIIMMHU MOUIHHHOCTD MPECTABICHHOM HH(pOPMAIIHH.

3.4. Kaaennapublii yueOublii rpaduk (Mopsiiok 0cBOCHHsI MO/y.1€i)

[Tepnonobyuenus HaumeHoBannemomyJis
*
(Henesnn)

1 nenens Monayns 1. Crangaptel Bopsjickuiic u o cnenuduxanus
CTaH1apToOB Bopaackuiuie 1o KOMIICTEHLIMH
«JloKyMeHTallnOHHOE obecrieueHue YIpaBJICHUs H

apxuBoBeieHHe». Paznensl cnenuukaimm.
Monyns 2. TpeGoBanuss oxpaHbl TpyJla W TEXHUKH

Oe30macHOCTH.
Mosyinb 3. CoBpeMeHHBIE TEXHOJIOTHH B Ipo(heccHoHalIbHOM
cepe
2-3 Hepens Monyib 4. [Toaroroska u opopmiieHue J0KyMeHTa
4-5 nenens Moayns 5. Jlokymentanuonnoe obecrnieuenue paboTel ¢
IepCoOHAIOM
6-7 neness Moayib 6. Opranu3zanusiokyMeHToo00poTa
8 Henens Moayins 7. Dxcneprusza LEHHOCTH M UCIOJIb30BAHHE
B ApXMBHBIX IOKYMEHTOB H JIeJl
8 Henens Wrorosas arrectarus

*-TouHplii NOPsAAOK peann3alnn MOayJIeiH (AMCLMIIIHH) 00yYeHHs ONpPEAEsAETCS B PACMIUCAHUH 3aHATHI.

4. OpraumaunouHo-neuarornqecxueyc.JIOBuﬂpea.nmaummporpaMMbl

4.1. MarepHajibHO-TEeXHHYECKHE YCIOBHS PEaJTH3AMMH POrPAMMbI



MatepuanbHO-TEeXHUYECKOE OCHAlLEHUE padouyMX MECT MperojaBareliss Mporpammbl M
CJIylIaTesist IPorpaMMbl OTPAKEHO B MPHIIOKEHUH K ITPOrpaMMe.

MarepuaibHO-TEXHHUECKOE OCHAIIECHHUE MTPOBEICHHS IEMOHCTPAIMOHHOIO JK3aMeHa — B
coorBeTcTBUM ¢ UH(ppacTpykrypubiM juctom KOJI 1.2 JID, ucnonabzyeMoro uis npoBeIeHHs!
MTOTOBOM aTTECTALMH I10 POrpaMMe.

4.2. YuebHO-MeTOIUeCKOe00ecredyeHHeNPOrpaMMbl

— TEXHUYECKOE ONMUCAHUE KOMITETEHIINH;

—  KOMIIJIEKT OLCHOYHOH JOKYMEHTAIMU MO0 KOMIIETEHIIMH;

— IIeyaTHbIC pa3/laTOYHbIe MAaTepUallbl Ulsl CIIyIlaTesIeH:

— yueOHbIe 110cOOUs, U3AHHBIX 110 OT/ICILHBIM pa3/iesiaM MporpaMMBbl;

npogunvras numepamypa.

= Abynanze JI.I'. JlokymeHntanmonnoe obecriedyeHue YIpaBICHHS TMEPCOHAIOM :
yqeOHnK 1 npaktukym st CI10 / JI.I'. AGynanze, U.b.Boimpsxkuna, B.M. Maciosa. — Mocksa
: u3znarenseTBo tOpaiit, 2016. — 299 ¢. — Cepust: npodeccuonanbHoe 00pazoBaHue

- Bapmynn B.B. JlokymeHranuonHoe obOecrieueHue YIpaBieHHs : ydyeOHMK /
B.B.Bapmyna. — Mocksa : IOCTULIMSA, 2018. — 272 c¢. — (Cpennee npogeccuoHaipbHOe
oOpazoBaHmue).

- Jlokymenrannonsoe obecrieyenue ympanienus : ydeOuuk / C.A. ['norosa,
A.1O.Konbkos, I0.M. Kykapkuna, E.A. Ckpunko ; noa obm. Pexn. T.A. beikoBoii. — Mocksa:
KHOPVYC, 2018. — 266 c. — (Cpennee npoeccronanbioe o0pazoBaHue).

- JlokymeHTallMOHHOE o0ecreueHre yrnpaBieHus (JeJ0NpoU3BOACTBO) @ yued.
nocobue / T.A. beikosa, T.B. Ky3uenosa, JI.B. Cankuna ; noj o6u. pea. T.B. Ky3nenosoii. —
2-e u3a., nepepab. m jgon. — M. : MHOPA-M, 2019. — 304 c. + Jlon. marepuabl
[Dnexrponnslid pecypce; Pexum mocryna http://www.znanium.com]. — (Bbicuiee oOpazoBanue:
bakanaBpuart). - Pexxum jrocryna: http://znanium.com/catalog/product/1016098

e JlokymeHTalMoHHOe oOecrieyeHne ympaBieHus (JIeJI0MPOU3BOJCTBO) :  yueod.
nocobue / T.A. beixosa, T.B. Ky3nenona, JI.B. Canxuna ; noa odut. pex. T.B. Ky3ueunosoii. —

2-e u3a., nepepab. u jgon. — M. : UHOPA-M, 2019. — 304 c. + Jlon. marepuaisl
[Dnextponnblidi  pecype; Pexum  pocryma  http:/www.znanium.com]. —  (Cpeanee
npodeccuonaabHOe oOpazoBaHue). - Pexum Jocryna:

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

e KonduaenuaisHoe J1e10npon3BoAcTBo: yuebnoe nocodue / T.A. I'yryesa. — 2-
e u3a1., nepepad. u jomn. — Mocksa: UHOPA-M, 2020. — 199 c. — (Briciuee oOpa3oBanue:
bakanmaBpuar). — www.dx.doi.org/10.12737/23514. - Tekcr: onexrponssii. - URL:
http://znanium.com/catalog/product/1048497

ompacaeewvie u Opyeue HopmMamugHvie OOKYMeHMbl.:

— Tpynosoit konexc Poccuiickoit @enepaunn: Deepanbuplii 3akon o1 30 jekadps
2001 r. Nel97-®3 (B pen. or 23.07.2013 r.) // «Poccmiickast razera» — CoOpanue
3akonoaarenascTa PD. 2002, Nel. Cr. 3.

— 'ocynapcrBeHHasi cucTeMa JOKYMEHTAlMOHHOrO OOeCIeueHHs YIpaBIeHHUs.
OcHoBHbIe nos1okeHus. O01mue TpedoBaHUs K JIOKYMEHTaM U Ci1y»k0aM JOKYMEHTaIllHOHHOIO
obecnieuenus. — Beea. 1988-05-25. — M.: BHUUJIAJL, 1991. - 75 c.

— Poccuiickast ®enepanms. 3akoHbl. O MepCOHAIBHBIX AAHHBIX [DIEKTPOHHBIMI
pecype] :benep. 3axon : [mpunsr [oc. Jlymoit 08 uross 2006 r. : 0106p. Coerom Pesepannu
14 uronst 2006 r.] '

— Qenepanbublii 3akoH or 22.10.2004 No 125-®3 "OO apxuBHOM J€le B
Poccuiickoit @enepanun’.



— @enepanbublii  3akoH ot 27.07.2006 No  149-d3  "O6 wuHpopmanmu.
HH(POPMAIMOHHBIX TEXHOJIOIUAX U 3aluTe HHpOpMaLun',
— Menepanbhblii 3akoH oT 06.04.2011 Ne 63-D3 "OG6 251eKTpOHHO#M noAnUCH" .

— Ilpukas ®enepansHoro apxuBHoro arentcrtBa or 11.04.2018 No 44 "O6
YTBEPIKJICHUH TIPUMEPHOM HMHCTPYKIMM IO JIEJONPOU3BOJCTBY B  T'OCYJAPCTBEHHBIX
opraHusanmsx”.

— Ilpuxa3s Pocapxusa ot 20.12.2019 N 236 "O6 yrBepxkaeHun [lepeuns THIIOBBIX
YIPaBICHYECKUX aPXHMBHBIX JIOKYMEHTOB, O00pa3yloIIMXcsi B IPOLECCe JACATeIbHOCTH
rOCyJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIpaBJICHHSI M OpraHu3anui, ¢
yKazaHueM CpPOKOB MX XpaHeHus".

— Muctpykims no npumeHenuto [lepednsi THIOBBIX YIPaBICHYECKUX apXHUBHBIX
JIOKYMEHTOB, 00pa3yIoLIMXCsl B IPOLEecce JAeSTeIbHOCTH IOCYAapCTBEHHBIX OPraHOB, OPraHOB
MECTHOI'O CaMOYIpPaBJICHUs U OpraHu3alui, ¢ yKa3aHUeM CPOKOB MX XPaHCHHUs, YTBEPIK/ICHA
npukasom Pocapxusa ot 20 nexabpst 2019 Ne 237,

— Ilpuka3 Pocapxusa ot 02.03.2020 N 24 "O06 yrBepxaenuu [Ipasui opranusanmu
XpaHCHHsI, KOMIUIEKTOBAHHUs, y4deTa M HCIIOJIb30BAHUS JIOKYMEHTOB ApPXHBHOTrO (oH1a
Poccuiickoit  ®enepannut W APYruX apxXMBHBIX JIOKYMEHTOB B TOCYJAPCTBEHHBIX W
MYHHIMIIAIBHBIX apXuBax, My3esx u OubiauoTexax, HayuYHbIX OpraHu3anusx"

— Ilpuka3s Munkyaetypsl Poccun ot 25.08.2010 No 558 "OOG yrBepkiaeHHH
[lepeunss TMIOBBIX YIpaBICHYECKHX apXMBHBIX JOKYMEHTOB, 00pasyrOIIMXCs B Ipolecce
JACATEIIBHOCTH  IOCY/IAPCTBEHHBIX  OPraHoOB, OpraHoB  MECTHOIO  CaMOYIpaBJICHUS U
OpraHu3alHii, ¢ yKa3aHueM CpOKOB XpaHeHHs"

— Ilepeyenp  THUNOBBIX  YIpaBJI€HYECKHUX JIOKYMEHTOB, 00pasylommxcs B
JACATEIbBHOCTH  OpraHu3alui, ¢ yKa3aHMEM CpOKOB XpaHCHMs yTB. PyKoBojuTe/icm
GenepanbHoOit apxuBHO# ci1ykOb1 Pocenu 06 okt. 2000 r.

— IlpaBuna opranusauuu XpaHeHHs, KOMIJICKTOBAHHs, y4e€Ta W MCIOJIb30BaAHMs
JIOKYMEHTOB ApXxuBHOIo (onya Poccuiickoit Desepaniny 1 JIpyrux apxuBHBIX JIOKYMEHTOB B
OpraHax rocyJapcTBEHHOHM BJACTH, OpraHax MECTHOI'O CaMOyINpaBICHHMS W OpraHu3aiusx.
yTB. nipukazoM Munkyibtypsl Pocenn ot 31.03.2015 N 526

— IlpaBuna s1es10npou3BOICTBAa B rOCYIapCTBEHHBIX OpraHax, OpraHax MeCTHOIO
CaMOYIIpaB/ICHUS, YTBEPK/JAECHbI IpuKazoM DejepaibHOr0 apXUBHOI'O  ArcHTCTBA  OT
22.05.2019 Ne 71.

= T'OCT P 7.0.8-2013 Cucrema cranmapros 1o uHdpopmaiuu, OUGIHOTEYHOMY H
M31aTeJILCKOMY Jiesty. JIeionpon3BOACTBO U apXUBHOE J1es10. TepMuHbI i onpe/eierus (YTB.
nprukasoM @dejepaibHOro areHTCTBA M0 TEXHUYECKOMY PEryJMpPOBAHUIO U METPOJIOIHH OT
17.10.2013 Ne 1185-cr)

= T'OCT P 7.0.97-2016 Cucrema cranaapToB 1o uHpopmainu, OMGIM0TEUHOMY U
u3jaTeabekomy aeny. Oprauu3allmOHHO-paciiopsiiuTe/ibHas JlokymeHTaius, TpeGoBaHue K
OOpMIIEHHIO JOKYMEHTOB (yTB. mHpHKazoM {eiepaibHOr0 areHTCTBA M0 TEXHHUYECKOMY
peryinpoBanuio ¥ metposioruu ot 08.12.2016 Ne 2004-c).

— Metoanueckue pekomenaaiuu no npumerenuio FOCT P 7.0.97-2016 "Cuctema
cTanzapToB 10 uHMopmanuu, GubiIMoTeYHOMY M H3/aTEILCKOMY ey, OpraHu3anuoHHo-
pacniopsauTesnbHas JokymMeHTanus. Tpebosanue k odopmieHuto 10kyMeHTOB" / Pocapxus,
BHUWJA]L, M., 2018

- T'OCT 7.32-2017 CHUBUJI. Otyer O Hay4yHO-MCCIIENOBATEILCKON padore.
Crpykrypa u npasuina odopmienns. (BBexeH B jaeiictsue I[lpukasom Poccrampapra ot
24.10.2017 N 1494-cT) “

— 2/1eKMPOHHbBLE PECYPChl.

— www.vniidad.ru-  Beepoccuiickuii  Hay4HO-MCCIICOBATEILCKUNH  HHCTUTYT
JIOKyMEHTOBeZIeHHs: U apxuBHoro aena (BHUMJIAT)



—archives.ru - O¢unmanbueii  caiit  ®enepaibHOr0  apXMBHOTO — areHTCTBA
(Pocapxwuna)

- http://www.profiz.ru/st/ - Xypuan « CEKPETAPb-PE®EPEHT»

— Od¢uumasnpueli caiit oneparopa MeK/[yHaApOIHOIO HEKOMMEPUECKOIO JIBUIKEHHUS
WorldSkillsInternational - Coio3 «Momnozasie npodeccuonanst (Bopiackuiie Poccns)y
(11eKTPOHHBIN pecype) pexuM aoctymna: https:/worldskills.ru;

— Emunas cucrema aktyanbubIx TpeGoBanuii Bopiickuiic (91eKTpoHHBIH pecype)
pexxuM goctyna: https://esat.worldskills.ru.

—  obuuManbHBIA CallT omeparopa MeXIYHApPOJHOI0 HEKOMMEPUECKOTO JBHIKCHHS
WorldSkillsInternational - Coio3 «Moozusie npodpeccuonanst (Bopmackusie Poccrs)y
(9J1EKTPOHHBIN pecypce) pexuM poctyna: https://worldskills.ru;

= e/lMHasl CUCTeMa aKTyalbHbBIX TpeboBaHnui Bopiackuiic (aneKTpoHHbBIH pecypc)
pexxum gocryna: https://esat.worldskills.ru.

- 4.3. Kajaposbleyc/10BHSIDeATH3AUHUIIPOTrPAMMbI
Kosmuectso TTC (pusuuecknx M), MPUBICUYEHHBIX /U PEATM3ALMM TTPOrpaMmMbl 1 1
yeil. Y3 Hux:
— CepTH(UUMPOBAHHBIX ~ OKCHEPTOB  BOpIACKHIUIC 110 COOTBETCTBYIOIIEIH
KOMIIETEHIIMH  YeJl.;
— CepTU(GUIMPOBAHHBIX HKCIEPTOB-MACTEPOB BOPIICKUILIC 110 COOTBETCTBYIONIE
KOMITETEHIIMA __ Yell.;
~ OKCHEPTOB € MPAaBOM IPOBEJACHUSA YEMIIMOHATA 10 CTaHaapram Bopiickuiic mo
COOTBETCTBYIOUIEH KOMIIETEHITMH 1 Yell.

Benymwuii npenonasarens mporpaMMbl  — 9KCHEPT BOpiacKmaic co  cTaTycom
cepTuuUMpOBaHHOro dKcrnepra Bopiackuiuic, wim cepTuuMpoBaHHOrO dKCHepTa-MacTepa
Bopiackuiic, mim skenepra ¢ mpaBoOM M ONBITOM MPOBEJIEHMS YEMIMOHATA MO CTaHIApTaM
Bopiackume. Bexyuwmit npenogasatess nporpaMmbl [IPUHMMAET YYacTHE B PealM3aliii BCexX
MOJIyJICH U 3aHATHI NIPOrPaMMBl, @ TaKIKe SIBJISETCS ITIABHBIM YKCIIEPTOM Ha JIEMOHCTPALIHOHHOM
dK3aMeHe.

K orzenbHbiM  TeMaM ¥ 3aHATHSM [0 [POrpaMMe MOTYT OBITh IIPUBJICUYEHBI
JIOTIOJIHUTEJIbHBIE ITPEI0/1aBaATEIIH.

Jlannsie TI1C, npuBneyeHHbIX VIS peaTn3ainy IporpaMmabl

Ne n/n OO Craryc B 5KCnepTHOM JIOJIKHOCTD,
coobuiectBe Bopiackuiuic ¢ HauMEHOBAHUEOpraH13aluu
YKa3aHHEM KOMMETEHLIUH

Beoywuiinpenooasamenvnpoepammel

1 HosmxkenkoBa Banentuna Hukonaesna CaunerenbctBo Ha npaBo | [Ipenonasaresib, 3amMecTuresb
y4acTHs B OLEHKe aupekropa (no YMP)
JIEMOHCTPALLMOHHOTO OI'ATIOV «lllebekuHcKmii
9K3aMeHa 10 CTaHaapTam TEXHUKYM MPOMBbILLIEHHOCTH U
Worldskills Ne 0000042051 ot | TpaHcriopTa»
11.10.2019.

Ceprudukar 06 yyactuu B
kauectse ['1aBHOroO KCnepra
B JIEMOHCTPALIMOHHOM
sk3ameHe 2020.

Jluniaom raasHoro
sKernepra V permoHanbHbli




uyeMnuoHaT «Mosojbie
npogeccuonans (Worldskills
Russia)» Bearopoackoii
obsactu.

JIMII0M IIaBHOTO
skenepra 1V pernoHanbHblit
uemnuoHat «Mosnojibie
npodeccuonaisl (Worldskills
Russia)» Benropouackoii
obnactu.

bnaroaapHocTs 3a
aKTHBHOE yyacTHe B
OpraHu3aLmnu 1 NpoBeeHHH
Ounana VIII HaunonanbHoro
Yemnuonara «Monoabie
npodeccuonansl (Worldskills
Russia)».

Ceprudukar 3amecTures
rinasHoro skcnepra Il
perMoHaILHOTO YeMIHoHaATa
«Moutozibie npodeccroHabl
(Bopnackuiuic Poceus)»
benropoackoii oGnacTi.

CBHJIETENILCTBO Ha 11PaBO
y4acTHsi B OLEHKe
JAE€MOHCTPALIMOHHOTO
9K3aMeHa 1o cTaHjapTam
Worldskills Ne 0000010480 ot
24.01.2020;

Ceptudukar 06 yyactuu B
KkauecTBe [ 1aBHOTO HKCnepTa
B IEMOHCTPALLHOHHOM
JK3aMeHe.

Ilpenooasamenu, ywacmeyiowue 6 pearuzayuu npo2pammol

2.

SlkumoBa Hatanbst AnekcaHaposHa

Mmeer CBuaeTenbCTBO Ha
MpaBo yyacTHs B OLEHKE
J€MOHCTPALLMOHHOTO
9K3aMeHa Mo cTaHaapTam
Worldskills Ne 0000042195 ot
12.10.2019,

Ceprudukar 06 yyactuu B
KauecTBe 3aMeCTUTe s
IJIABHOTO JKCMepTa B
JIEMOHCTPALLHOHHOM
IK3aMeHe,

Jluriaom axenepra [V
PErMoHaILHOTO YeMIHoHaTa
«Monosbie npodeccHoHabl
(WorldskillsRussia)»
benropoackoii obnacty

[Ipenonasatesib, 3aMecTUTE/b
aupekTopa (no YIIP)
OI'ATIOV «lllebexknHcKnit
TEXHUKYM MPOMBILUJIEHHOCTH M
TpaHcnopTa»

Konecnukosa Basientuna
MBaHosHa

Mmeer CBuueTenbCTBO Ha
MPaBO y4acTusi B OLEHKE
JIEMOHCTPALIMOHHOTO
JK3aMeHa o CTaHaapTam
Worldskills Ne0000042536 ot
19.10.2019,

Ceprudukat 06 yyactun B
KaueCcTBE TEXHUUECKOro

[Tpenonasarens, 3amecTuTe b
aupektopa (no UT) OIATIOY
«LLleGeKkMHCKMI TEXHUKYM
[POMBILLIJIEHHOCTH U
TpaHcrnopra»




JKcrepra B
JAEMOHCTPALIMOHHOM
dK3ameHe,

JIMniaom TexHuYeckoro
akenepra 11 (2019), IV
(2020) n Y (2021)
PErMoHaIbLHOrO YemMnuoHara
«Mosnoable npodeccHonanbl
(WorldskillsRussia)»
Bearopoackoii o6nactu

MPaBo y4yacTHs B OLEHKE
JIEMOHCTPALIMOHHOTO
3K3aMeHa no ctaHapTam
Worldskills Noe 0000087288 ot
21.05.2021

4. Arnosa Tatbana Anekcanaposna Mnmeer CeuaerenbctBo Ha [penonasarens OTATIOY
MpaBo y4acTHs B OLEHKE «llleGeKkMHCK1IM TeXHMKYM
JAEMOHCTPALIMOHHOTO MPOMBbILIAEHHOCTH |
dK3amMeHa o craHjaapTam TpaHcnopTay
Worldskills Ne 0000042667 or
19.10.2019,
Ceprudukar 06 yuactum B
Ka4yecTBe Kcrepra B
JNEMOHCTPALIHOHHOM
JK3ameHe,
Hunnom sxenepra [11(2019),
IV (2020) u Y (2021)
peruoHaJIbLHOro YemMnuoHaTa
«Monozbie npodeccuonanbl
(WorldskillsRussia)»
Benropoackoit o6nactu

5. MBanosa Hartanbs Muxaitnosna HAunnnom skenepra 111 (2019), | IMpenonasatesns, 3as.
IV (2020) u Y (2021) oraenennem OIATIOY
pPernoHaibHOro yemnuonara | «llleGekuHckuii TexHuKym
«Mosnoable npodeccHOHaNbl | MPOMbILIIEHHOCTH 1
(WorldskillsRussia)» TpaHcrnopTay
benroposnckoii o6aactu

6. Knanos Anekcannp Anexcanaposuu | Mmeer CBuaETENbCTBO Ha [Tpenonasarens OTATIOY
NpaBo yyacTHs B OLEHKE «llleBeknHCK M TEXHUKYM
JNE€MOHCTPALLHOHHOTO MPOMBILIIEHHOCTH W
9K3aMeHa no cTaHjapTam TpaHcrnopTay
Worldskills Ne 0000065823 or
15.11.2020

7. Buwnesckas Slna IOpbesHa Mmeer CeuaetenscTso Ha [lpenonaparens, anpextop
MpaBoO y4yacTHs B OLEHKE OI'ATIOVY «lllebekuncknii
JAEMOHCTPALIHOHHOTO TEXHUKYM MPOMBILLIJIEHHOCTH U
dK3aMeHa no craHaapTam TpaHcropTay
Worldskills Ne 0000087042 or
21.05.2021

8. Cy660oTnna Okcana Hukonaesna Mmeer CBuaerensbcTo Ha [Ipenonasaresin, 3amecturesib
MPaBO y4yacTHs B OLIEHKE aupekropa (rno VBP)
JNE€MOHCTPALIHOHHOTO OTr'AIIOY «lllebeknnckuii
9K3aMeHa Mo cTaHjaapTam TEXHUKYM MPOMBILLIEHHOCTH U
Worldskills Ne 0000087312 ot | Tpancriopray
21.05.2021

0. Cseiwnmnkosa Okcana Biraaumuposra | Umeet CBuaeTe1bCTBO Ha MHucnekrop no kaapam

OI'ATIOY «lllebekuHckuii
TEXHUKYM [POMBbILLIEHHOCTH W
TPaHCMopTay




10. CBMETENILCTBO HA NPABO HavayibHUK cJ1yKOBbI

YHIETHR B Ollehiie YIpaBJIeHHs [IEPCOHAIOM
JAEMOHCTPALLMHOHHOIO SK3aMEHa

[lesnskosa KOnus Buktoposha fio crainapra Worldakills M HAO <<[L[e6eK1/IHCKI/lHV
0000043 MalIHHOCTPOUTEIbHbIH
268 0126.10.2019 3aBOJI»
11, CeuaetenbeTBo Ha npaBo | HauajipHUK OT/1€71a

y4acTHs B OLEHKE

IllexoBuoBa Haranbs CepreeBHa JIEMOHCTPALIMOHHOTO YK3aMeHa
no cranaapram Worldskills Ne
0000043410 ot 29.10.2019

kapoB 3A0 «3aBoj
npemMukcoB No 1)

5. Onenka kauecTBa 0CBOCHHS MPOIrPaAMMbl

Mg utoroBoi arrecranuyn ucnobzyercs Kommiekt oucnounoi jokymentaunn (KOJI)
Ne 1.2 mo xomnerenumnu «/lokymeHntanunonnoe obecrieueHUe yrnpaBlICHUs U apXMBOBEICHHC),
pasmenieHHbli B banke sranonHbix nporpamMm Akajaemun Bopnjackwiie Poceusi. bamiel 3a
BBIIIOJIHEHUE 3aJaHUi JICMOHCTPAILMOHHOTO 9K3aMEHa BbICTABIISIIOTCS B COOTBETCTBHHM CO
cxemoit Haumcienuss Oasios, npusegeHHoi B KOJI. HeoGxoaumMo ocymiecTBUTH NEpeBOjL
MOJIYYEHHOI0 KOJIMuecTBa Oa/IJIOB B OLIGHKH «OTJIHYHO», «XOPOILIO», «YIOBICTBOPUTEILHOY,
«HEY/I0BJICTBOPUTEILHOY.




[TepeBon GasmoB B oleHKy OCyIECTBSETCS B COOTBETCTBIM ¢ TaOMIeii:

OueHka “«2» «3» «4y» «5»
banbl B pamkax JD
0- 35 0-35
36 - 50 36-50
51-60 51-60
61-70.4 61-70.4
6.  CocraBurean nporpamMmeol

3yeBa Enena Hukonaesma, mpernojasatens Bbiclueii KBaJIM(DMKALMOHHON KaTeropuu
“I'BIIOY  "llepmcknii  kostemk TpaHcmopra W cepBuca", MEHEKEP  KOMIICTCHIHHN
«/lokymenTanmonnoe oGecreuenne ypasienus u apXHMBOBEJICHHE.

Cuzmoposa Ombra  Anekcanmposha, penojaBaTeib  BRICIIEH KBaIH(UKALHMOHHOI
Kareropun UIOY "®unancoBo-skoHOMHYECKHH KOMTE K" . OKCHEPT C IMPaBOM IPOBE/ICHUS
PCTHOHAIPHOrO  yeMIHOHAaTa 1Mo craHaapram  .Bopuackuiie o KOMIIETCHIIH
«JlokymeHTalMonHoe obecreyeHue YHIpaBJICHUS U apXHUBOBEICHHE

Jlykun  Aprém  AnexcanmpoBuu, HauambHuK HMPOCKTHO-METOJIMYECKOI0  YIIPABIICHHS
Axazemuu Bopiackumie Poccust, AHO «ArenteTso PasBUTHS IPOPECCHOHATBHOTO MacTepCTBA
(Bopmuckuiie Poceus)y.

Jlomxenkopa  Banentuna Hukonaesna, 3amecTTens aupekropa (o YMP),
fIpenoiaBaresib BhICIICH KBanmupukannonHoil kareropun OIATIOY «IlleGekunckuii TEXHHUKYM
TPOMBIIUICHHOCTH U TPAHCIIOPTa», SKCIIEPT C MPaBOM MPOBEJACHUS YeMITHOHATA 1O cTaHjapram
Bopmackuiie  mo  komnerenumm «/lokymenTaunonnoe  obecrievenne  yrpasieHus  u
apXHBOBEJICHHE)



[Ipunoxenue K 10MOIHUTENILHOM podeccuoHanbHON

[IporpamMmme MOBBIIIEHUS KBaTH(DUKAIMN
«O0111ee U Ka/IpoBOE JIEJIOMPOU3BOICTBO(C yueTOM cTanapra Bopiackuuic
10 KOMIIETEHIMH «J[0OKyMeHTanOHHOE 00ecrieyeHre YIpaBJIeHUs U apXHUBOBEICHHEN )»

M,aTepHaJleO-TeXHH‘leCKOC OCHAICHHEC paﬁoqnx MECT npemnoaaBarte/isi IporpaMmMbl U

CJIYIIATE/IsI IPOrPaMMBbl

MaTepHaano-TeXHqucxoe OCHAIIICHUEC pa6oqero MeECTa 1pernogaBaTelist MporpaMmbI:

Buanstui

Haumenonarue
IMOMEIIICHUS

Hanmenosanueobopy/t
OBaHUs

Konuue
CTBO

Texnuueckue
XapaKkTePUCTHKH,
JIpyrue KOMMEHTap1u

2

3

(r1p1 HEOOXOIMMOCTH)
5

Jlexmun

Aynautopust

Komneiorep

MyiibTuMe A HBIH
IIPOEKTOP

DKpaH

Jlocka

[IpakTHueckue
3aHSATHS

KomnproTepHblii
KJ1ace

O6opyaoBanue,
OCHalleHue pabounx
MECT, UHCTPYMEHTBI U
pacxo/iHble MaTepuallbl
— B COOTBETCTBHHM C
HHPPACTPYKTYpPHBIM
JTUCTOM 10
KOMIICTEHIIHH
Bopsickumie

Tectuposanue

KomnbrotepHbrii
KJ1ace

Komnbrotep

MaTepuaanO-TexnnquKoe OCHaAIIICHHEC pa6oqero MeCTa ClIymaTelisd mporpaMMabl:

Konnue Texnuueckue
Bisans it Haumenosanue | HanmenoanueoGopy | cTBO XapaKTePUCTHKH,
IIOMEILEHHUSI JIOBAHUSI Jpyrue KOMMEHTapHH
(11p1 HEOOXOAMMOCTH )
/ 2 3 4 J
Jlexiuu AyauTopust Komnerorep 1
[IpakTnuecknes | Komneiorepubiii | OGopynosanue,
aAHSTHS KJ1ace ocHateHue pabounx

MECT, HHCTPYMEHTBI U
pacxo/iHble
MaTepHasbl — B
COOTBETCTBUH €
UH(PACTPYKTYPHBIM




JIUCTOM 110
KOMITETeHIIMH
Bopuiackusic

Tecruposanue

Komunbioreprpiii
KJ1acc

Kowmmbiorep




