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1. TACHOPT NPOI'PAMMBI HPO®ECCHOHAJIBHOT'O MOJYJISI IIM.03
BBINIOJIHEHHUE PABOT 110 OAHOU NJIM HECKOJIBKUM ITPO®ECCHUAM
PABOYMX, JOJIKHOCTAM CIHYKALNIUX

1.1. ObsacTh NpUMeHEeHHUs] NPOrPAMMBI

Pabouas mporpamma mnpo¢ecCHOHAJIBHOIO MOJIYJS SIBJISETCS 4YacTbio 0Opa30BaTeNbHOU
nporpamMbl  cootBercTBUM ¢ PI'OC mo cneumansHoctn  46.02.01  «JlokymMeHTanmOHHOE
o0ecrieyeHue YIpaBiICHHUs U apXUBOBEJIEHHE» B YAaCTU OCBOECHHUS OCHOBHOI'O BUJA AESTEIbHOCTU
(BJ): Bemmonnenue paboT mo OJHOW WJIM HECKOIBKAM HpodecchsM padouyux, MAOIDKHOCTSIM
CIIy’KalllUX ¥ COOTBETCTBYIOIUX MpoeccuoHanbHbix komnerenuuii (I1K):

K 3.1 Opranu3zanuys paboThl C TOKyMEHTaMHU.

[IK 3.2 Opranuzanus TeKyIIero XpaHeHus: JTOKyMEHTOB.

K 3.3 Opranuzanus 00pabOTKH e Ui TOCIESYIOMEr0 XpaHeHHs.

12. Heau u 3agayu npodeccHOHAJBLHOTO0 MOAYJA — TPpeOOBaHUSI K pe3yJbTaTaMm
0CBOCHHUS NPO(deCcCHOHAIBLHOI0 MOIYJIsA

C 1uenbl0 OBIAJAEHUSA YKa3aHHBIM BHJOM JICSITEIIBHOCTU M COOTBETCTBYIOIIMMH
npo(ecCHOHANBHBIMA KOMIIETEHIIMSAMU OOYYaloIIuiics B XOJE€ OCBOEHUS MpodeccroHalIbHOTO
MOJYJISI IOJIKEH:
HMEThb PAKTUYECKUH ONbIT:

- OpraHu3alyy JOKYMEHTO000pOTa MPEAIPUSITHS.
yMeTh:

- OCYILIECTBJISITh PEFUCTPALIAIO, IPUEM U OTIIPABICHUE KOPPECITOHACHIINY;

- OCYILECTBJISATH IOCTABKY KOPPECTOHACHIIMU BHYTPU YUPEKICHUS;

- OCYIIECTBJIATH YUYET, XpaHEHHE U 00ecTieueHrne ONEPATUBHOTO TTOUCKA HY>KHON
JIOKYMEHTAIUU;

- OCYILIECTBJISITh MOATOTOBKY JOKYMEHTOB K C/lay€ B ApXUB.
3HATh:

- MOJIOKEHUSI U1 HHCTPYKIUH 10 BEJICHHUIO JEIONPOU3BOJICTBA B YUPEKACHUH, OpraHU3alun
Y Ha NPEATPUITHY;

- OCHOBHBIE TIOJIOKEHUST EMHON rOCy1TapCTBEHHOM CUCTEMBI IEJIONPOU3BOICTBA;

- IOPSIIOK KOHTPOJIS 32 MPOXOKIECHUEM CITYKEOHBIX TOKYMEHTOB.

1.3. Kosin4ecTBO 4acoB HA OCBOCHHE padoyel NPpOorpaMMbI:
Bcero — 171 yacoB (BkJtouyasi NpakTUKH), B TOM YHUCIIE:
MaKCHUMaJIbHON y4eOHOI Harpy3ku oOyuaromerocs — 99 gacos,

AJIs1 09HO# (pOPpMBI 00yUeHH:

00s13aTeIbHOM ayTUTOPHOH yueOHOI Harpy3Ku oOydaromerocst — 79 4acos;
CaMOCTOsTeNIbHON paboThl oOyuatomierocst — 20 4acos;

yueOHOM MPaKTUKU — 36 4acoB;

POM3BOJICTBEHHOM MPAKTUKH (TI0 TPOQUITIO CIIEUATBHOCTH) — 36 4acoB.

AJIs1 32049HOH (pOPMBI 00yUeHHS:

00s13aTeNnbHOM ayIUTOpHOH yueOHOM Harpy3ku obydaromerocs — 14 yacos;
CaMOCTOSITeNIbHON paboThl oOyuatorierocst — 85 4acos;

yueOHOM MPaKTUKU — 36 4acoB;

MPOM3BOJICTBEHHOM MPAKTUKH (IO TPOQPHITIO CIEHUAIBHOCTH) — 36 4acoB.



2. PE3YJIBTATBI OCBOEHUSI IPOPECCUOHAJIBHOTI'O MOAYJISI IIM.03
BBINIOJIHEHHUE PABOT 110 OAHOU NJIM HECKOJIBKUM ITPO®ECCHUAM
PABOYMX, JOJIKHOCTAM CIHYKALNIUX

Pesynbratrom ocBoeHmsi pabodueld mporpammbl  IPO(ECCHOHATBLHOTO MOJYJS  SIBISICTCS
OBJIaJiIcHUE OOYyYaromIMMHCS BHJIOM JIeATENbHOCTH BpimonHeHwe paboT MO  JAOKHOCTH
JICIIOTIPOU3BOIMTEIb, B TOM unciie npodeccuonanbubivu (ITK) u o6mmmu (OK) koMIieTeHIUSIMHU:

Kon HaumeHoBaHue pe3yjbTaTa 00y4eHUs

IIK 3.1 Opranmzanys padoThl C JOKYMEHTaMH.

I1K 3.2 | Opranu3zanus TeKyIero XpaHeHus: JOKYMEHTOB.

[IK 3.3 Opranm3anys 00pabOTKU eI JIJIs TOCICYIOIIETO XPaHCHHSI.

[loHMaTh CYIIHOCTP M COLMAIBHYIO 3HAYMMOCTh CBOeH Oynymiel mpodeccuw,

OK 1 MPOSIBIIATH K HEW YCTOMYMBBIN UHTEPEC.

OK 2 Opranu3oBbIBaTh COOCTBEHHYIO ACSTEIHHOCTD, BEHIOMPATH THUIIOBBIE METObI U CIIOCOOBI
BBITIOJTHCHUS TIPO(ECCHOHATIBHBIX 3a/1a4, OIICHUBATh WX 3P(PEKTHBHOCTh M KAYECTBO.

OK 3 [IpuHuMaTh pemieHuss B CTaHAAPTHBIX U HECTAHIAPTHBIX CUTYAIMsX W HECTU 3a HUX

OTBCTCTBCHHOCTD

OcymecTBiATh MOMCK W HCHOJb30BaHHWE HHGPOpMALMK, HEOOXOAUMOW Ui
OK4 | >ddexTnBHOTO BBIMOMHEHUS TNPO(ECCHOHAIBHBIX 3a7ad, NPO(PECCHOHATBHOTO |
JIMYHOCTHOTO PAa3BUTHUS.

Hcnonb3oBath I/IH(I)OpMaLII/IOHHO'KOMMYHI/IKaI_[I/IOHHBIC TCXHOJIOI'MH B

OK'5 npodecCHOHATEHOM IS TEIILHOCTH.
OK 6 PaGorate B KomekTHBE W KOMaHnae, S(PPEeKTMBHO OOmAThCA € KOJIJIETaMH,
PYKOBOJICTBOM, MOTPEOUTEIISIMH.
Bpate Ha ce0s OTBETCTBEHHOCTh 3a pabOTy YJIEHOB KOMaHAbl (IIOJAYMHEHHBIX),
OK'7 pE3yJIbTAT BBIOJIHEHUS 3aJaHUM.
CamocToATeNnbHO ONpeAeaTh 3aJjauid NPOPEeCcCHOHATBHOIO U JMYHOCTHOTO Pa3BUTHA,
OK8 | sannmarbes caMo00pa3oBaHUEM, OCO3HAHHO IUIAHUPOBAThH MOBBIIIEHNE KBATU(PUKALIUH.
OK 9 OpueHTHpOBaTbCSd B YCIOBMSIX 4YacTOM CMEHBI TEXHOJIOTMH B NPOPecCHOHANbHON

ACATCIIBHOCTH.




3. CTPYKTYPA U COJEPXXAHUE MPO®ECCHOHAJBHOI'O MOJYJIS IIM.03 BBIIIOJHEHUE PABOT IO OJHOM WA

HECKOJIbBKUM IMPOPECCHUAM PABOYHUX, JOJIZKHOCTAM CJHYXKAIIUX

3.1. TemaTn4yecknii miian npogeccuOHAILHOT0 MOTYJIS

3.1. TemaTn4ecKuii mian npodeccHoHAILHOr0 MoayJist (JIJist 04HOi GopMbI 00yUeHNs )

O0bem BpeMeHH, OTBeIEeHHbIH HA OCBOEHUE

[IpakTuka
MEKIMCUMIIHHAPHOTO Kypca (KypcoB)
Oobs13aTesbHASE Ay IUTOPHASA CamocrosiTeJbHAast
yueOHasi Harpy3Ka padora
Kon o0yuaronerocsi o0y4aronerocsi IIpousBoacrs
IMpodeccuona Bcero
pﬂ:};mx " HaumeHoBaHus pa3jae/ioB 4ACOB %T'q' (0 iHHaﬂH
PodecCHOHATBHOr0 MOAY.IS Jadoparo B T.4., B T.4., Vuenas, poduiiro
obumx pHBIE | KypcoBa Kypcosa | ~ 7 | cnennanabHoc
KOMIIeTeHIM U Bcero, | padorsiu | 51 pabora | Bcero, | s paGora TH),
4acoB NpaK- (mpoexkT) | 4acoB | (MPOEKT) 4acoB
THYeCKHe , :
3aHATHS, 4acoB 4acoB
4acoB
1 2 3 4 5 6 7 8 9 10
K 3.1 —-TIK | Pa3gea 1. Opranusamnus u 99 79 39 - 20 -
3.3 BbINIOJIHEHHE BUI0OB PadoT 1Mo
OK1-9 npogeccun 1eJ0NPOU3BOANTENb
YyefHast NpaKkTHKA 36 36
IIponsBoacTBeHHAs NPAKTHKA 36 36
(o mpodmino cnenuaabLHOCTH)
Beero: | 171 79 | 39 - 20 | - 36 36




3.1. TemaTnyeckuii nJjan npo¢ecCHOHAIBLHOT0 MOAYJIs (1151 3204HOI GOpMBI 00YUeHHs)

Oo0beM BpEMEHH, OTBeJeHHbIIl HA 0CBOEHHE

IpakTuka
MEKTUCHMIITIMHAPHOT0 Kypca (KypcoB)
Oobs13aTesqbHAs ayJUTOPHAS CamocrosiTe/ibHaA
yuyeOHasi Harpy3Ka padora
Kon o0yuyawuerocst o0yuawierocst IIpousBoacTs
Hp;‘)l:;in;ﬂa HaumeHoBaHus pa3jiesioB E:E;g %T'q' CHHas
NPOdEcCHOHATLHOT0 MOIY.Is Jaboparto B T.4., B T.4., Vuebnas, (mo mpoduitro
001X 3 pHbIE KYypcoBa KYpcoBa HACOB CHeNMaAJIbHOC
KOMNETEeHIHH Bcero, | padorsiu | 51 pabora | Bcero, | s paGora TH),
4acoB npak- (mpoekr) 4acoB (mpoekr) 4acoB
THYeCKHe , ,
3aHATHS, 4acoB 4acoB
4acoB
1 2 3 4 5 6 7 8 9 10
IIK 3.1 -TIK | Pa3gea 1. Opranusanus u 99 14 4 - 85 -
3.3 BbITNIOJIHEHHE BU/I0B PadoT Mo
OK1-9 npogeccuu AeJ0NpPonu3BOAUTE/Ib
YuebHasi NpaKkTHKA 36 36
IIpousBoacTBeHHAs] MPAKTHKA 36 36
(o npodmIIo cnenuaJIbHOCTH)
Beero: [ 171 14 | 4 - 85 - 36 36




3.2. Coaep:xanue 00yyeHust no npogeccuonaibHomy Moay.ao 03 BoinosiHeHue padoT 10 0HOI MM HECKOJIBLKUM NpodeccusiM padouux,

AOJIKHOCTHAM CJIYKAIUX

AJist 04HO# (popMBbI 00yUeHH S

HaunmenoBaHue pa3xeioB u
TeM

Conep:xanue yueOHOro MaTepuaJia, JJadopaTopHbie H NPaKTHYECKHe PadoThl,
caMoCToOsITe/IbHAs padoTa 00y4Yalluxcs, KypcoBasi padoT (IpoeKkT) (eciu
npeoycCMompeHvl)

Oo0Lem
4acoB

YpoBenb
OCBOEHH

2

3

4

MJIK 03.01

BoinosiHeHne paGOT M0 TO/IGKHOCTH CJIYKAalIero «I[e.]'IOHPOI/ISBOZ[HTe.TIL»

Pa3pnen 1. Opranu3sanus u BbINOJHEHNE BHI0B padoT o npodgeccuu 1e10npou3BOANTE b

40/39/20

Tema 1.1 Beeagenue.
HcTopusi 1e10npon3BoacTBa

Conep:xanue

14/10/5

1

TepMHHOIOTHS OCHOBHBIX MOHSITHII B 00J1ACTH J1€J0NPON3BOJCTBA, €€ IBOJIIONHA.
IIpuka3Hoe 1eJ10IPOU3BO/ICTBO

CBenieHHs 0 MEPBBIX JOKYMEHTaX, UX 0pOopMIIeHHH, clioco0 HanucaHus. JJoroBopsl o
KyIUle W MPOAaXKe, 3aeMHbIC, BKJIAIHbBIC, 3aKJIAJHbIE U T. M. JOKYMEeHTbl. OCOOCHHOCTH
TeKkcTa JOKyMeHTOB B KueBckom rocynapctse. OdopmileHHEe NPUKa3HOM CUCTEMBI.
Cocras, 3a1a4u U GYHKINUU TTPUKA30B.

HenonpounsBoacreennasn ciayxoda B XVIII-XIX Bs.

3aMeHa MpHUKa3HOM cucTeMbl Koyiexxckod. CoctaB, 0ocoOeHHOCTH, (YHKIUU
kosuteruil. ['enepanbHbiil perinament. Tabenb o panrax. M3MeHeHue ammapaTa MECTHOTO
ympasieHus. [lepexon oT cTonlIioBoi cucteMbl 0OpPMIICHHSI JOKYMEHTOB K TE€TPaHOM
WU KHWKHOHM. Perucrpanus JOKYMEHTOB B KOJUIETHSX. Buabl JOKYMEHTOB B Hauaje
XVIII B.

CoznaHue nepBbIX CHEUAIbHBIX apXUBOB AJIs1 XpaHEeHUs! TOKyMeHTOB. Co3naHue
KaHLEJSIPUH €€ UMIIEpaTOPCKOro BenudecTsa. PermaMeHnTanus opranusanuu
JIEJIONIPOU3BO/ICTBA B MECTHBIX YUpekaeHUsAX Poccun. Peructpanus, KOHTpoOIIb
nokyMeHToB. @opMupoBanue fen. OpraHu3anus XpaHEeHHUs IOKYMEHTOB B apXUBE.

CraHoBJ/IeHHe W Pa3BUTHE [1eJIONPOU3BO/ICTBA B COBETCKUX IOCYy1apCTBEHHbIX
yUpeKIeHHUsIX.

Poct nokymeHToOOOpOoTa B yUpexXJIEHUAX U opraHuzanmsx Poccuiickoro
rocynapctBa. OcobeHHocTh AokymeHTanuu Bpemennoro IlpaButensctBa. OCHOBHBIE
JlexpeTbl MepBbIX JIET COBETCKOW BJIACTH, 3aTParMBarollye BOMPOCH! TOKYMEHTHPOBAHMUS,
HalpaBJICHHbIE HA U3MEHEHUE JEJIONPOU3BOJCTBEHHBIX CIYXO M MOUCK HOBBIX (OpM B
pabote. BuaoBoii coctaB 10KyMeHTOB nepBbIX JeT CoBerckoit BiaacTu. Crienuduka CTHIIS
JIeTIOBBIX Oymar.

XapaKkTepruCTUKa COCTaBa COTPYIHUKOB JIEIONPON3BOCTBEHHBIX clyk0. Kpurepun




0T0Opa COTPYIHUKOB JICTIONPOU3BOICTBEHHBIX CIIy:K0. [losiBIIeHNEe IEpBBIX OPraHoB,
KOOPAMHUPYIOIIUX U HANPABISIOUIMX padOTy C TOKYMEHTAMHU.

PernameHTanuss OCHOBHBIX BOIIPOCOB JOKYMEHTUPOBAHUS B COBETCKOM
3akoHozaarenscTBe. KoHctutynus 1936 r. 00 akTax ¥ pacopsAUTEIbHBIX JOKYMEHTAX
OpraHOB IroCyJapCTBEHHOM BJIACTH U YIIPABICHMSL.

BenoMcTBeHHBIN XapakTep OpraHu3aluu aenonpoun3BoacTsa. Co3nanne BeIOMCTBEHHBIX
MEePEYHEN TOKYMEHTAJbHbBIX MATEPUAJIOB C YKa3aHUEM CPOKOB XPaHEHHS.

IIpakTyeckas padora Ne 1. Peructpanus, koHTposs fokymMeHToB B Hauane XVIII B.
dopmupoBaHue JIell.

IIpakTuyeckas padora Ne 2. Opranuzanusi XpaHeHus: JOKyMeHTOB B apxuse B Havaine XVII|
B.

IIpakTnyeckas padora Ne 3. TepMUHOIIOTHSI OCHOBHBIX TOHSTHI B 001aCTH
JIEJIONPOU3BOJCTBA, €€ DBOJIIOLINS

IIpakTuyeckas padora Ne 4. 3akoHonarenbubie akThl (CyneoHukn, COOOpHOE YIIOKEHHE),
OTpPaKEHHE B HUX BOIPOCOB JICIONPOM3BOJICTBA. BHIIOBOW COCTaB JOKYMEHTOB MPUKAa3HOTO
JIeTTOTIPOU3BOICTBA.

IIpakTnyeckass padora Ne 5. HopmaTuBHO-METOIMUYECKOE PETYIMPOBAHME OpPIraHU3ALNH
Jenonpon3BocTBa. ['ocyjapcTBEHHbIE CTAaHJAPThl HA OPraHU3aLMOHHO-PACHIOPSAUTEIBHYIO
JIOKYMEHTAIMIO, Ha €IMHYI0 TEPMUHOJIOTHIO B JIEJIONPOU3BOACTBE U APXUBHOM JIEJIE.

CamocrosiTeibHass padora. B3auMocBsi3b OpraHu3allid M TEXHOJOTUU TOCYJAapCTBEHHOTO
JIeNIOTIPOU3BOJICTBA C  Pa3BUTHEM TOCYAApCTBEHHOrO ammapara, ero (QyHKIUAMUH H
CTpykTypoil. MecTto Kypca B cuctemMe Hayk. Poap u Mectro uHGOpPMAIMOHHO-
JIOKYMEHTAIlMOHHOro  obecrieueHuss B pabore ammapara yrpasieHHs. OcoOeHHOCTh
obopmIIeHHUST TEKCTa, BCTYMUTEIbLHON, OCHOBHOM, 3aKIFOYUTEILHOW 4YacTH. XpaHEHUe
JIOKYMEHTOB, 3apOKJICHHE OPraHU3allMd APXUBHOIO XpaHEHUs JNOKyMeHTOB. IlpunsAtue
XPUCTUAHCTBA U €r0 poOJib B MOSBIEHUU MUCBMEHHBIX JOKyMeHTOB. CrtoslioBas cuctema
oopmIIeHHs JOKYMEHTOB.

CrniocoOb1 oOpallieHus: K Iapio M BBIIECTOSIIIUM JinlaM. ['eHepanbHbIi perjaMeHT: 3HaueHue
U pOJIb B pErJIaMEHTAllMM JEJIONPOU3BOACTBA B Koyulerusax. Ykassl Ilerpa I, kacaromuecs
obpopmienuss u cruiasa genoBeix Oymar XVYIII Beka. OOsi3aTenbHbIE PEKBU3WUTHI Ha
nokymentax koHua XVYIII Beka. XapakrepucTuka SI0XM pPa3sBUTOro couuanusma. Poct
OIOpPOKpaTHYECKOro  ammapara. OOmerocynapCcTBeHHBIH ~ XapakTep  OpraHu3aluu
JIeNoNpon3BOIcTBAa. PaboTa MO CO3MaHUIO M BHEAPEHHIO AaBTOMATHU3MPOBAHHBIX CHCTEM
ynpasieHus. BHeapenne yHHUQUIIMPOBAHHBIX CUCTEM JOKYMEHTAlMHU. XapaKTEepUCTUKA U




poJIb MepBhIX ['ocymapcTBEHHBIX cTaHIapTOB. M31aHue o0IIecor3HbIX KIacCH(UKATOPOB.
Pemienne Bompoca MoAroTOBKH U MEPENOATOTOBKU KaJIpOB JAEIONPOU3BOJICTBEHHBIX CIIYXKO.
[Ipunanue OPUANIECKON CUJIBI JOKYMEHTaM Ha MalIMHHBIX HOocuTelsix. Cozpanue EnunHoi
rocynapctBeHHoU cucteMbl aenonpousBoactBa (EI'C/). Ponp u 3nauenue. Co3naHue B
MOCKOBCKOM rocyaapCTBEHHOM HCTOPHUKO-apXHUBHOM WHCTUTYTE dakyapTeTa
rOCYJapCTBEHHOTO JEJIONPOU3BO/ICTBA.

[TosisBneHre MpUMEPHON MHCTPYKIIUU O JCIOMPOU3BOICTBE I YUPEIKICHUN U OpraHu3alui
PCOCP.

ConepxaHue 4/4/5
Jle10TIpOU3BOACTBO MO MMCbMEHHBIM H YCTHBIM 00pALLeHUSAM I'PasKAaH.
OO1IecTBEeHHO-TIOMUTHYECKOE ¥ COIHAIbHOE 3HA4YeHHWE OOpalIeHUH TpakIaH.
OcHOBHbIE 33124 JEJONPOU3BOACTBEHHON CIyXObl IO OpraHu3aiuu padoThl € 2 2
0OpamIeHus MU TPaXKAaH, €€ 0COOCHHOCTH. Buibl oOpameHmii: mpeiokeHue, 3asBlIeHIe U
xaso0a. Perucrpanus NMCbMEHHBIX U YCTHBIX 0OpaeHuii rpaxjad. CpoKH UCIIOJIHEHHUS.
Tema 1.2 TpeboBanust K coep>KaHUIO OTBETHBIX JTOKyMEHTOB. TexHoiorus paboThl ¢
3JIEKTPOHHBIMU OOpaieHusIMU. POpMHUPOBaHUE U XpaHEHUE MPEATIOKEHUH, 3asIBICHUH,
Jes1onpou3BoACTBO - 0CHOBA
xayo6 rpaxaad. O6001eHne, aHalIu3 U UCIIOJIB30BaHUE JIaHHBIX 10 padoTe ¢
TeXHOJIOTHM YIIPABJICHUS.
oOpalleHUs MU TPaXKAaH B anmapare yrnpaBIeHHs. 9 5
Opranu3zanus npueMa rpax/iaH B TOCyIapCTBEHHbBIX YUPEXKICHUAX. 3aKOHOJaTeNIbHAs
periaMeHTanus paboThl C MPEATIOKEHUIMH, 3asIBICHUSMU U jKaJ00aMy IpakaH.
Crneunguka padboTsl ¢ yCTHBIMH oOparieHusiMu. OnpesieseHus HOpMaTUBHO-
METOAMYECKON 6a3bl 1eTONPOU3BOJICTBA.
IIpakTnyeckas padora Ne 6. TpeGoBaHUs K MHCTPYKIIUU MO JAEJIONPOU3BOICTBY. 2
IIpakTnyeckas padora Ne 7. Oco6eHHOCTh pabOTHI C 0OpalieHHeM IpakIaH. 2
CamocrosiTennpHas paboTa. YmpaBieHUecKas: MeATeTbHOCTh U JCIONPOU3BOACTBO. 3HAUCHUE
JOKYMEHTOB Ul pealli3allii YINpaBICHYECKHX pelleHui. BiusHue aBTOMaTu3upoBaHHON
TEXHOJIOTUM O00pabOTKH [OKYMEHTOB Ha JEeJIONpPOU3BOACTBO. EnuHas rocynapcTBeHHas
cUcTeMa M OCHOBHBIE €€ HarpaBlieHUs. YHU(PHUIMPOBAHHBIE CHUCTEMBI JOKYMEHTAIUH.
['ocymapcTBeHHBIE CTaHAAPTHI, WX PONb M 3HadeHue. CraHmapTel mpeanpusthii. Tumosas 5

WHCTPYKIMS IO AENONPOU3BOJACTBY B (helaepanbHBIX OpraHax HCHOJHUTEIBLHON BIIACTH.
[TonsiTne «AEMOMPOU3BOACTBOY, «IOKYMEHTAIIMOHHOE oOecmedeHue ympasieHus» (JOVY).
Jlenonpon3BoAcTBO Kak (YHKLIMS YIPABICHUS, €ro MECTO Cpeau JpYyrux (QyHKUUH
ynpasieHus. Jlenonpou3BoACTBO Kak cuctemMa paboTel ¢ JokyMeHTamH. OleHka
COBPEMEHHOT'0 COCTOSIHUS Ae0npon3BoACTBA. DAKTOPHI, BIUSIONIME HA €r0 OpPraHU3aIuio U
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TEXHOJIOTUIO B YUYPEXKICHHUSIX pa3IMYHBIX YypoBHeW ympaBieHus. OpraHu3alnvoHHbIE,
MpaBOBbIC, COLMAIBHBIE M TICUXOJOTHYECKHE AacHeKThl JeJONPOU3BOACTBA. BiusHue
XapakTepa yIpaBJIeHUs, IPUHIUIIOB MPUHATHS YIPABICHYECKUX PEHICHUN Ha OpraHU3aIUio
Y TEXHOJIOTHUIO JIEJIONIPOU3BO/ICTBA.

Tema 1.3 Opranusanus
Tpyaa pa0OTHMKOB CJIYXKO
J0Y.

Conep:xanue

6/4/5

1 | JonxHOCTHOIM cocTaB ciay:kobl JJOY

OOmme TpeboBaHMS K OpraHM3alMyd TPyAa PAaOOTHHKOB JEIONPOM3BOJICTBEHHBIX
cyx0. XapakTepucTuka makera JOKYMEHTOB, HEOOXOJMMBIX B JESTEIbHOCTH CIYXKOBbI
JIeTIOTIPON3BOICTBA.

2 HOH)KHOCTHOP'I 1 TEXHUYECKUM COCTaB pa6OTHI/IKOB, q)YHKI_[I/IOHaJ'IBHLIC 0053aHHOCTH.
OTHKa JCITOBBIX OTHOHICHI/Ifl, TICUXOJIOTHYCCKHE aCIICKThI pa6OTI)I C JOKYMCHTaMHU.

3 | [loaroroBka KaapoB JeIOMPOU3BOACTBEHHBIX cyxk0. HopMupoBanue Tpyaa paboTHUKOB
CITy’K0 TOKYMEHTAllMOHHOTO oOecrnieueHus yrpasieHusi. Opranusaims pabounx MecT u
yCIIOBUS TPy/1a paOOTHUKOB CIY>KOBI JOKYMEHTAIUH.

IpakTuyeckas padora Ne 8. Opranuzamnusi pabodero Mecra pabOTHHKOB
JIEJIONPOU3BOJICTBEHHBIX CITYXkKO.

IpakTnyeckas padora Ne 9. J0IKHOCTHBIE HHCTPYKIIMH, KAaK OCHOBHON HOPMaTHBHBIH
JIOKYMEHT, OIpeeIIIONINI OpraHn3allMOHHO-TIPABOBOE MOJIOKEHHE PAOOTHUKA

CamocrositenbHass pabGora. 3agaun u  ¢QyHkuuu cayx6sr JIOY. HWHerpykuum 1o
JOKYMEHTHPOBAHHMIO  YIpAaBJIEHUYECKOW  JesrenbHocTH.  [lomokeHme o cimyxkoe
nenonpou3BozcTBa. ®opmbl opranuzaiuu paboTel ¢ JoKyMeHTamMu. Kareropuu yupexaeHui
o 00beMy TOKyMEHTO00O0pOoTa.

Tema 1.4 Opranuzanus
AOKYMEHT0000pOTa B
OpraHu3anmu.

Conep:xxanue

14/21/5

1 | O6uMe npaBuJIa OPraHU3alMM JOKYMEHT0000poTa B opranu3anun. [Ipuem u
00paboTKa MOCTYNAIOIIUX TOKYMEHTOB.
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Perucrpanusi 10KyMeHTOB

Perucrpanuss kak cocTaBHas 4YacTh TEXHOJIOTMH JenonpousBojactsa. [IpaBuiia
perucTpaliii W HUHJEKCAIlMd  JOKYMEHTOB.  XapaKTepUCTHKAa  COBPEMEHHBIX
perucTpanoHHbIX (opMm, cocTaB MH(GOPMAIMN U MOPAJOK MX 3arojHeHHs. [IpuHIHUIIEI
MOCTPOCHUST ~ MH(POPMAIIMOHHO-TIOMCKOBBIX ~ CHCTEM  PYYHOTO THIA, WX  BHJIBL
ABTOMaTH3aLIUs PETUCTPALIUU, €€ TPEUMYIIECTBA.

KonTpoJb 3a ucnoJiIHeHHEM J0KYMEHTOB.

3HaueHUE KOHTPOJS, 3a HCHOJHEHHUEM JOKYMEHTOB B allllapaTre YIpaBJICHHUS.
OcHOBHbBIE NPUHLMIBI €r0 opraHu3anyu. OpraHuzanus KOHTPOJSA 3a HCIOJIB30BAHHUEM
JIOKYMEHTOB.

OolecneueHne COXpAaHHOCTH M IOKYMEHTOB.

[Toctpoenue cnpaBoyHOM KapTOTEKU. llepedueHb THMOBBIX CPOKOB HCHIOJb30BAHUS
nokyMeHToB. CpoKM HCHONHEHHsS CiayxeOHOll mgokyMmeHTanuu. OO000IIeHHWe U aHaIu3
JTAaHHBIX 06 HUCITIOJIB30BAHUN I[OKyMeHTOB. ABTOMaTI/ISI/IpOBaHHI)Ie CUCTEMBI KOHTpOJ’IfI, 3a
HCIIOJTHEHUEM JIOKYMEHTOB, OMBIT UX TPUMEHEHUSI.

Homenxknarypa nea. TpedoBanust k eé cocraBjieHHI0 1 opopmiiennio. TpedoBanus k
¢dopmupoBanmio xe.

[Tonstne «(popMupoBaHHE J€J1», OCHOBHbIE TpeOOBaHMA K MPOBEICHUIO OSTOMN
pabotel. CoBpeMeHHasi HOPMAaTUBHO-METOUYECKass 0a3a, omnpesensonias TpedoBaHus K
¢dopmupoBanuio 1en B aenonpousBojcTBe. CoctaB JoKyMeHTOB jena. Cucremarusanus
OTJENbHBIX KaTeropuil AokyMeHTOB. OdopmiieHHne 1en BpeMEHHOro CpoKa XpaHEeHHs.
Onucanue JOKYMEHTOB ITOCTOSIHHOTO U JIOJTOBPEMEHHOI'O CpoKa XpaHeHus. TpeboBaHue
K OOJIO)KKE el JUIMTeNbHOro cpoka xpaHeHus. Co3laHue BHYTPEHHEW OIUCH U
3aBEpUTENIBHOTO JINCTA. Y4YeT, XpaHEeHHe M yHHuTo)keHue nen. llopsaok cpaum nen B
BEJIOMCTBEHHBII ApXWB.
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6 | DxcnepTH3a EHHOCTH TOKYMEHTOB.

DKCrepTu3a MEHHOCTH JTOKYMEHTOB. HopMaTuBHO-METOIUYECKUE U TEOPETUUYECKUE
OCHOBBI TMpoBeleHUs1 HKcrepTusbl. Kputepuum skcneptusbl I1eHHOCTH. [lepedenb
HOPMaTHUBHO-METOJIMYECKUX JTOKYMEHTOB JI ONpeaeneHus cpokoB xpanenus. Cocras,
3aJa4yi M (QPYHKIMHM SKCIEPTHOW KOMHUCCHUH. BuABI 3KCHEPTHBIX KOMHCCHUH, HX
0coO0eHHOCTH. OCOOEHHOCTH COCTABJICHHS aKTa 10 YHUYTOXXCHHIO JOKYMEHTOB U JIeT C
UCTEKUIMM CPOKOM XpaHeHHus. YHuduuupoBaHHas QopmMa akTa YHHUYTOXKEHHUS
JIOKYMEHTOB.

7 | IlonroToBKAa U Mepeaaya e B apXUB OPraHU3amuu.

PaGota o ot6opy u nepepaye TOKyMEHTOB B apXUB OpPraHU3aLUU JJIsl XpaHEHUS.
DkcrnepTusa aen u JoKyMeHToB fena. Odopmienue onuceii aen. TpeGoBaHUs K apXHUBY
opranuzanuu. [IpaBuia mocToOSHHOTO U JOJITOBPEMEHHOT0 XpaHeHus aen. [IpaBuna
BBIJIAYH JIETT

IIpakTuyeckas padora Ne 10. Peructpanus v KOHTPOJIb 3a UCMIOJIHEHUEM IOKYMEHTOB.

IIpakTnyeckas padora Ne 11. OdopmiieHue aena AIUTENBHOTO CPOKa XpaHEHHUSI.

IIpakTueckas padora Ne 12. [ToctpoeHue cripaBOuYHON KapTOTEKH.

IIpakTnyeckas padora Ne 13. DkcriepTr3a IEHHOCTH JOKYMEHTOB.

IIpakTuyeckas padora Ne 14. [Ipuem u npeaBapuTenbHOE paCCMOTPEHUE JOKYMEHTOB,
HNOCTYNUBIIMX B OPraHU3alHIO.

N INDNININ

IIpakTuyeckas padora Ne 15. CriocoOb! COBEpPIIEHCTBOBAHUS JJOKYMEHTOO0OPOTA U ITYTH
€ro COKpalIeHHUS.

IMpakTnyeckas padora Ne 16. OdopmiieHue )KypHaIOB PETUCTPAIIIH BXOSIINX
JIOKYMEHTOB

IIpakTuyeckas padora Ne 17. CocraBieHue HOMEHKIATYphI Ael

IIpakTnyeckas padora Ne 18. KajgpoBast tokyMeHTanus 1 npaBuiia ee opopmieHus

IMpakTuyeckas padora Ne 19. Cocrapiienue u ohopMIIeHUE COTTIacUs Ha 00padoTKy
MEePCOHANBHBIX JaHHBIX paboTHUKA. OOecredeHne COXpaHHOCTH MPOXOISIIEH CIIyKeOHOM
JOKYMCHTAINU.

CamocrosiTeibHast  pabdora. KauecTBeHHBIE ¥ KOJUYECTBEHHBIE  XapaKTEPUCTUKU
nokymeHToobopora. O6beM moKymMeHTOoOOOpoTa yupexaeHus. OcoOeHHOCTH 00paboTKu
OTIIPABJIIEMBIX JOKYMEHTOB. [Iepenaya 1OKyMEHTOB BHYTpH OopraHu3anuu. TeHaeHnus pocra
JOKYMEHTOO0OpOTa B  COBPEMEHHBIX  yupekAeHusx. OpraHu3zanusi KOHTpOJsS, 3a
HUCIIOJIB30BAHHUEM JOKYMCHTOB. OGGCHG‘IGHI/IG COXPAaHHOCTU pa(SA) | B TCKYyLIEM
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nenonpousBoacTie. [ToHsTHe MoKyMeHToOOOpoTa. OpraHu3aius padoThl ¢ JOKYMEHTaMH Ha
npennpustan. OOmme mnpaBuiaa W METOIUYECKHE PEKOMEHIAIMH  OpTaHU3alHud
JIOKYMEHTOO0O0pOTa, WX pealn3alus B JCHCTBYIOIIMX TOCYJaPCTBCHHBIX HOPMATHBHBIX
akrtax. CTpykTypa u 0O0IIas XapakTepUCTHUKAa JOKYMEHTONMOTOKOB. (CHOBHBIE JTarlbl
JOKyMeHTOoOOopoTa. IIpoxoaeHHe W MOPSJIOK HWCIOJHCHHS IMOCTYIMUBIIMX JIOKYMEHTOB.
Yyer obvemMa JTOKYMEHTOOOOpOTa, €ro 3HA4YCHHWE B OPTraHHW3alUU JTOKYMEHTAIMOHHOTO
obecrieyeHus.

JuddepeHupoBaHHbIN 3a4eT 2
Y4yeOHas npakTHKA 36
Buab1 pador:
- PermamenTanus u opranuzanus paboTsl ciyx0st JJOVY;
- CucreMaru3anys 1 TEKyllee XpaHeHUe Jel;
- PabGoTa ¢ 1oKyMeHTalbHBIMH MaTepHallaMy, 3aKOHYEHHBIMH JIEJI0MPOU3BOJICTBOM.
IIpou3BoacTBeHHAs NPAKTHKA (110 NPOGUII0 CIEHHATBHOCTH) 36
Buasi pador:
1. I3yuenue cTpykTyphl, 33Ja4 U QYHKIUN YUPEKACHUS.
2. AHanu3 opraHu3anuu J10KyMeHTo000poTa.
3. PaboTa ¢ TOKyMeHTaJIbHBIMU MaTepHaIaMH, 3aKOHUYCHHBIMH JISJIOTNIPOU3BOCTBOM
IK3aMeH (KBAINGUKANMOHHBIN)
Bcero 171
AJIsl 3209HOH (popMBI 00yUECHHSA
HaumeHnoBaHue pa3iesioB u Copeprxanue y4yeOHOIro MaTepuasia, 1a00paTopHble M NpaKTHYecKHe padoThl, O0bem YpoBens
TeM caMoCTosITe/IbHAs padoTa 00y4alUIMXCcs, KypcoBasi padoT (MPoeKT) (eciu 4acoB O0CBOCHMS
npeoycCmMompeHvl)
1 2 3 4
M/IK 03.01 BoinosiHeHre paGoT Mo JOJKHOCTH CJIyKamero «Jle1onpon3BoauTesby 99/4/85
Pa3ned 1. Opranusanus ¥ BbIIOJIHEHHE BHI0B padoT mo npogeccuy 1eJJ0NpPOU3BOIUTEIb 99/4/85
Tema 1.1 BBenenne. | Conepxanne 20/-1/18
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HcTopus nes10npou3BoacTBa

1 | TepMuHOJIOTHSI OCHOBHBIX NMOHSITHI B 00J1aCTH 1€JIONMPOU3BOJACTBA, €€ IBOJIIOLHSI.
IIpuka3Hoe 1e;I0NPOU3BOJACTBO

CenieHUS O IEPBBIX JOKYMEHTaX, MX 0(hOpMIICHHH, CTIOCO0 HamucaHus. J[oroBopsl o
KYIUIE ¥ TpOJaxe, 3a€MHbIC, BKJIAJHBIC, 3aKIaJHble U T. M. JOKYMEHTbl. OCOOEHHOCTH
TeKCTa JOKYMEeHTOB B KwueBckom rocymapctBe. OdopmiieHHEe NpUKa3HOH CHUCTEMBI.
Cocras, 331241 U GYHKLIUU TPUKA30B.
HenonpousBoacreennas ciay:xk0a B XVIII-XIX BB.

3aMeHa TpHKa3HOW CHCTEMBbl KOJUIeKCKo. CocTaB, OCOOCHHOCTH, (YHKIUHU
koyeruil. ['enepanbHblil pernament. Tabens o panrax. M3smeHeHue ammapara MECTHOTO
ynpasienus. [lepexon ot cronlioBoii cucteMbl 0GOpMIICHHUS JOKYMEHTOB K TETpaHOU
WU KHWKHOHM. Perucrpanus JOKYMEHTOB B KOJUIETHSX. Buabl JOKYMEHTOB B Hauaje
XVIII B. Co3naHue mNEpBbIX CHEUUATIBHBIX apXHWBOB [UJIl XPAHEHUs JIOKYMEHTOB.
Co3anne KaHICIIpUU €€ MMIIEPATOPCKOr0 BEJMYecTBa. PernaMeHTtanusi opraHu3aluu
JIEJIONPOU3BOJICTBA B  MECTHBIX YyupexJeHusx Poccuu. Perucrpanusi, KOHTPOJIb
nokymeHToB. @opmupoBanue aen. Opranuzaius XpaHeHHs TOKYMEHTOB B apXHBE.

2 | CTaHoBJIeHNe H Pa3BUTHE 1€J0NPON3BOACTBA B COBETCKUX IOCYAapPCTBEHHBIX
yupexKIeHusix.

Poct nokymeHToOOOpOTa B YYpPEKICHMSIX W opraHum3auusx Poccuiickoro
rocynapctBa. OcoOeHHOCTh AokymeHTanun Bpemennoro IIpaBurensctBa. OCHOBHBIE
JIeKpeThl MEPBBIX JIET COBETCKON BJIACTH, 3aTParuBarolMe BOIPOCH! JOKYMEHTHPOBAHMUS,
HalpaBJICHHbIE HA U3MEHEHHE JEJIONPON3BOACTBEHHBIX CIYXO M NMOUCK HOBBIX (hopMm B
pabote. BunoBoii cocraB 1okymeHTOB nepBbix JeT CoBeTckoi Biaactu. Cnenuduka ctus
NeNoBbIX Oymar. XapakTepucTHKa COCTaBa COTPYJHHKOB J€JIONPOU3BOJCTBEHHBIX
ciyx6. Kpurepun otbopa COTpYIHHMKOB JEJIONPOU3BOJACTBEHHBIX Ciyk0. IlosiBnenue
MIEPBBIX OPTaHOB, KOOPJAWHUPYIOUIUX U HAIPABIISIONUX pabOTy € TOKYMEHTaMH.

PersiiamMeHTanus OCHOBHBIX BOIIPOCOB JOKYMEHTHUPOBAHUS B COBETCKOM
3akoHoaarenscTBe. Konerutynus 1936 r. 06 akTax u pacnopsauTeNbHbIX JOKYMEHTaxX
OpraHoOB rOCYIapCTBEHHOM BJIACTH U yIpaBiieHUs. BeTOMCTBEHHBIN XapaKTep
OpraHu3anuu JenonpousBoacTBa. Co3/laHne BEJOMCTBEHHBIX NEpeUHEH TOKyMEHTaIbHBIX
MaTEPUAJIOB C YKAa3aHUEM CPOKOB XpaHEHHUSI.

CamocrosiTeibHass  paGora:  TepMHMHONOTHMSI  OCHOBHBIX  MOHATHUH B o0nactu
JIeJIONPOU3BOJICTBA, €€  DJBOoIouMs. B3auMOCBA3p  opraHu3alMM U TEXHOJIOTHH
TOCYapCTBEHHOTO JCJIONPOU3BOACTBA € Pa3BUTHEM TIOCYJapCTBECHHOIO ammapara, €ro
(GYHKUIMSAME U CTPYKTYpOoi. MecTo Kypca B cucteme Hayk. Poib 1 MecTo MHPOpMaIMOHHO-
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JIOKYMEHTAIMOHHOTO o0ecrieyeHus B paboTe ammapaTa yrnpaBjieHHs. 3aKOHOAATEIbHbIE aKThl
(CyneOnuku, CoOopHOE YIIOXKEHHUE), OTPaXXEHHWE B HHUX BOIIPOCOB JIEIONPOU3BOCTBA.
BuioBo#i cocTaB JOKYMEHTOB IIPUKA3HOTO AEJIONPOU3BOICTBA.

Oco0OeHHOCTh O(QOPMIICHUS TEKCTa, BCTYMHTEIHHOW, OCHOBHOW, 3aKIIFOYUTEIILHON YacTH.
XpaHeHHE JTIOKYMEHTOB, 3apOXJACHUE OpraHU3allMM apXWBHOIO XPAHEHUs JIOKYMEHTOB.
[IpuHsATHE XPUCTHAHCTBA U €r0 POJIb B MOSBICHUU MUCHMEHHBIX JOKYMEHTOB. CTonOuoBas
cuctema 0popMIICHHS TOKYMEHTOB.

Crioco6b1 00paleHns K Hapio U BBIIECTOSALINM JIMLAM. | eHepanbHbIi perilaMeHT: 3HaueHue
U pOJIb B PErVIaMEHTAllMM JEJIONPOU3BOJACTBA B Koyulerusax. Ykassl Ilerpa I, kacaromuecs
opopmienus u ctuna JenoBbix Oymar XVIII Beka. OOs3arenbHble PEKBU3UTHI Ha
nokymentax koHua XVYIII Beka. XapaktepucTvka 3I0XHM pa3BUTOro couuanusma. Poct
Oropokpatudeckoro  ammapara.  OOmierocynapcTBeHHbI — XapakTep  OpraHu3aluu
JIeJIONIPOU3BO/ICTBA. HopMmaTtuBHo-MeToanueckoe peryiupoBaHue OpraHu3anuu
JIeJIONPOU3BOJICTBA. ['OCy1apCTBEHHbIE CTAaHAAPTHl HA OPraHU3alMOHHO-PACIOPSIUTEIBbHYIO
JIOKYMEHTAIMIO, Ha €IMHYI0 TEPMUHOJIOTHUIO B JIEJIOIPOU3BOJICTBE U apXUBHOM jeine. Pabora
[0 CO3JaHUI0 M BHEAPEHUIO ABTOMATU3UPOBAHHBIX CHUCTEM yIpaBiieHHs. BHenpenue
YHU(QUIIMPOBAHHBIX ~ CHCTEM  JOKYMEHTalMH. XapakTepUCTUKa U  pOjib  IEPBBIX
['ocyaapcTBeHHBIX CTaHAAPTOB. M31aHue 001IECOI03HBIX KIaCCU(PUKATOPOB.

Pemenune Bompoca MOArOTOBKM U MEPENOATOTOBKH KaJIpOB JI€JIONPOU3BOJICTBEHHBIX CIYXO.
[Tpunanue OpUINYECKON CHIIBI JOKYMEHTaM Ha MalIMHHBIX HocuTensax. Co3ganue EnmHoin
rocynapctBeHHoU cucteMbl aenonpousBojicTBa (EI'CJ). Ponp u 3nauenuwe. Co3naHue B
MockoBckoM rocy1apCTBEHHOM HCTOPUKO-APXUBHOM UHCTUTYTE daxynbTeTa
roCy/1apCTBEHHOTO €O POU3BO/ICTBA.

[TostBneHre IpUMEPHON MHCTPYKLUU O JEJIONPOU3BOJICTBE IS YUPEKACHUN U OpraHU3alun
PCOCP.

Tema 1.2
Jdenonpous3BoacTBo - 0CHOBA
TEXHOJOTUH YIIPpABJCHUSA.

Conep:xkaHue 2312120
JeJ1onpon3BoACTBO 0 NUCBMEHHBIM H YCTHBIM O0pallleHUSIM IPaX/IaH.

1 OO0I11eCTBEHHO-TIOIUTUYECKOE H  COLMATbHOE 3HAaueHWEe oOOpalleHuil TpaxaaH.
OcHOBHBIE 3a7a4dl  JICTIONPOU3BOJACTBEHHON CIIY’)KOBI TI0 OpraHu3aimuu  pabdoThl C
oOparteHus MU TpaxiaH, ee 0cOOeHHOCTU. BUpl 0Oparienuii: mpeanoKeHue, 3asBICHUE U 1 2

xayoba. Peructpanus nucbMEHHBIX U YCTHBIX OOpateHuil rpaxaad. CpoKu UCIOTHEHUSI.
TpeGoBanust K COAEpPKAHUIO OTBETHBIX JIOKYyMEHTOB. TexHojorus paboThl C
AJIEKTPOHHBIMH OOpameHusMu. DopMupoBaHre W XpaHEHUE TPEIIOKCHHH, 3asBICHUN,
xano0 rpakgad. OO000IIeHHe, aHAIW3 M HCHOJb30BAHHME MJAHHBIX 1O paboTe ¢
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oOpalieHusIMu rpaxkJiaH B amnmapare yIIpaBJICHHUSL.
Opranuzanus npuemMa rpakJaH B TI'OCYJAapCTBEHHBIX YUPEKICHHUSIX. 3aKOHOJATeNbHas
pernaMeHTanus paboThl C NPEIIOKEHUSAMM, 3asBICHUSAMH U KajloOaMH TIpak[IaH.
Crnenuduxka paboTel ¢ ycTHBRIMH — oOpamieHusMu. OmpeneneHuss HOPMATHUBHO-
METOAMYECKON 6a3bl 1eI0IPOU3BOICTBA.

IIpakTuyeckas padora Ne 1. TpeGoBaHMS K MHCTPYKITUU 110 JCIOMPON3BOJICTBY.

IIpakTuyeckasi pa6ora Ne 2. OcoOeHHOCTh pabOThI C 0OpalIEeHUEeM I'PaK/IaH.

CamocrosrenbHas pabota: YpaBieHUECKasi ACATEIbHOCTb U JEIONPOU3BOACTBO. 3HAUCHHE
JOKYMEHTOB JUIS pEaJIM3allii YIPABICHYCCKUX pEIleHHH. BiusHUe aBTOMAaTH3UPOBaHHON
TEXHOJIOTHM O0pa0OTKH JIOKYMEHTOB Ha JIEJONMPOU3BOJACTBO. EnIWHAas TocynapcTBEHHAS
CUCTEeMa M OCHOBHbIC €€ HampaBlieHUs. YHUPUIUPOBAHHBIE CHCTEMBbI JIOKYMEHTAIIUU.
['ocymapcTBeHHBIE CTaHAAPTHI, UX POJb W 3HadeHwe. CTaHAapThl TpeanpusTHid. TurmoBas
UHCTPYKIUSL IO JEJIONPOU3BOACTBY B (elepaabHbIX OpraHax HCIOJHUTEIbHON BIIACTH.
[TonsiTne «AEIONMPOU3BOACTBOY, «IOKYMEHTAIIMOHHOE oOecnedeHue ympasienus» (JOVY).
Jenonpou3BoACcTBO Kak (YHKIHS YIPABJICHUS, €0 MECTO Cpeau JPYrux QyHKIUN
yrpaBieHus. JleIonpou3BOACTBO Kak cucTteMa paboTel ¢ JokyMeHTamu. OrneHka
COBPEMEHHOTO COCTOSIHUS JETONpon3BoAcTBAa. DaKTOPHI, BIUAIOIINE HA €r0 OPTaHU3AIHI0 U
TEXHOJIOTHIO B YUYPEKICHHUSAX pPa3IMYHBIX ypOBHEW ympaBieHus. OpraHu3alMoHHEIE,
MPAaBOBBIE, COIMATbHBIE W TICUXOJOTHYECKHE AacCMeKThl JeNONPOU3BOACTBA. BiusHue
XapakTepa yIpaBJICHHS, TPUHIIUIIOB MPUHATHS YIIPABICHYSCKUX PEIICHUI Ha OpraHU3aIUio
Y TEXHOJIOTHUIO JIEIONPOU3BOICTBA.

20

Tema 1.3 Opranuzanus
TPyAa padOTHUKOB CJIYXKO
J0Y.

Conep:xanue

11/- /10

1 | JonxHocTHOIM cocTaB ciay:k0b1 JOY

OO6mue TpeboBaHWSA K OpraHU3allMd TpyAa PaOOTHUKOB JEIONPOU3BOJICTBEHHBIX
ciryx0. XapakTepuCTHKa MaKeTa TOKYMEHTOB, HEOOXOIUMBIX B JACITEIHHOCTH
CITY>KOBI IETIONPOU3BOJICTBA.
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CamocrositesibHasi padora: 3amaun u  QyHruuud cayxoer JIOY. HHeTpykiuu 1o
JOKYMEHTUPOBAHUIO  YIpaBJICHUYECKOW  gedrenbHOcTH.  llonmokenme o ciyxkoe
JEJIONPOU3BOACTBA. JIOMKHOCTHBIE MHCTPYKIIMHM, KaK OCHOBHOW HOPMATHBHBIA JOKYMEHT,
OTIpEeNIeNIAIONINI OpPraHU3aIlMOHHO-TIPAaBOBOE MOJIOXKEHHE paboTHHKA. POpPMBI OpTraHU3AIUH
paboTel ¢ JokymeHTaMu. Kareropum yupexaeHuii mo o0beMy JTOKyMEHTOOOOpOTa.
JIOJDKHOCTHOW M TEXHUYECKUH COCTaB paOOTHHUKOB, (DYHKIIMOHAJIbHBIE 00S3aHHOCTH. JTHKA
JICJIOBBIX OTHOILIEHUH, MCUXOJIOTUYECKUE AaCHEeKThl paboThl ¢ AokyMmeHTamu. [lonroroBka
KaJpoB JENONPOU3BOACTBEHHBIX CiIyx0. HopmupoBanue Tpyaa paOOTHUKOB CIIyKO
JIOKYMEHTAIlMOHHOTO obecrieueHus ymnpasieHus. OpraHuzanus pabo4ux MECT U YCIOBUS
Tpy/Aa paOOTHUKOB CIYKObI JOKYMEHTAIUH.

10

Tema 1.4 Opranusauus
TPyAa pa0OTHHUKOB CJIYKO
JA0Y.

Conep:kanue

4312137

1 | PerncTpamnusi JOKyMeHTOB

Perucrpanuss Kak COCTaBHAs 4YacTh TEXHOJOTMH JIEIONPOM3BOACTBA. [IpaBumiia
perucTpan ¥ HHICKCAllMM  JIOKYMEHTOB.  XapaKTepUCTHKA  COBPEMEHHBIX
perucTpanoHHbIX (opMm, cocTaB MH(GOPMAIMN U MOPAJOK MX 3aroJHEHHs. [IpUHIHIIEI
MOCTPOCHHUS. ~ MH(POPMALIMOHHO-MIOMCKOBBIX ~ CHCTEM  PYYHOTO  THIA, HMX  BHJBL
ABTOMaTH3AIMS PETUCTPALINH, €€ TPEUMYIICCTBA.
KonTpoab 3a ucnoTHeHHEM TOKYMEHTOB.

3HaueHUEe KOHTPOJS, 3a HCHOJHEHHWEM JOKYMEHTOB B allapare YIpaBIeHHUS.
OCHOBHBIE TPUHIIUIIBI €r0 Opranu3aiuu. [locTpoeHue cipaBOYHON KapToTeKu. [lepeueHb
THUIOBBIX CPOKOB HCIIOJIb30BaHUS JOKyMEHTOB. CpOKH HCIOJHCHUS CITY)KEOHOM
nokymeHrtanuu. OO000IIeHHEe M aHAJIW3 JaHHBIX 00 WCIOJIh30BAHUU JIOKYMEHTOB.
ABTOMaTH?;HpOBaHHBIC CUCTCMBbI KOHTpOJ'IH, 3a HMCIIOJITHCHHCM I[OKYMGHTOB, OIIBIT HUX
MIPUMCHCHHSI.

2 | ObecneyeHHe COXPAHHOCTH U JOKYMEHTOB.

3HaueHHe KOHTPOJS 3a MCHOJHEHHEM JIOKYMEHTOB B amnmapare YIpaBlICHUS.
OCHOBHBIE TIPUHIMIBI €ro opraHuzanu. OpraHuzanus KOHTPOJIS, 3a HCIOJIb30BAHUEM
noKyMeHTOB. IlocTpoeHne crpaBoyHOM KapTOTeKH. IlepedeHb THUIIOBBIX CpPOKOB
WCIIONB30BaHUsSI  TOKYMEHTOB. CpOKH  HCTIOMHEHHUS  CIYXEOHOM  JOKyMEHTAIWH.
O06o01meHre  aHaMu3 JaHHBIX 00 HCIONIb30BAHUU JOKYMEHTOB. ABTOMATH3UPOBAHHBIC
CHUCTEMBI KOHTPOJIS, 32 UCTIOJTHEHUEM JJOKYMEHTOB, OIBIT UX MPUMEHEHHS.

4 | Odopmiaenue u popMHpPOBaAHHE €.
[Tonsitne «hopmupoBaHUE MAEN», OCHOBHBIE TpPEOOBAaHUS K TMPOBEICHUIO ITOU
pabotel. CoBpeMeHHasi HOPMAaTUBHO-METOAMYECKass 0a3a, onpezessonias TpeOoBaHus K
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¢dopmupoBaHuIo 1en B aenonpousBojcTtse. CoctaB HoKyMeHTOB jena. Cucremaruszanus
OTIENBHBIX KaTeropuil AoKymeHToB. OdopmiieHHEe el BPEeMEHHOTO CpPOKa XpaHEHHUS.
Onucanue JOKYMEHTOB ITOCTOSIHHOTO U JIOJTOBPEMEHHOI'O cpoka XpaHeHus. TpeGoBaHue
K OOJIO)KKE JeJl JUIMTENBHOrO Ccpoka XpaHeHus. Co3gaHue BHYTPEHHEH OINMCH U
3aBEPUTENIBHOTO JINCTA. Y4YeT, XpaHeHHe M yHHuTokeHue nein. llopspok cpmaum nen B
BEJIOMCTBEHHBIN apXHUB.

5 | DkcnepTH3a IEHHOCTH T0KYMEHTOB.

DKcnepTusa IEHHOCTH JTOKYMEHTOB. HOpMaTHBHO-METOIUYECKHE U TEOPETHUECKUE
OCHOBBI TPOBEJCHHUS DKCHEPTH3bl. KpuTepuu sKcrepTusbl IEeHHOCTH. llepedeHb
HOPMAaTUBHO-METOJUYCCKHUX JOKYMCHTOB IJId OIPEACICHUSA CPOKOB XPAHCHUA. COCTaB,
3ajaud M (DYHKIUM DKCIEPTHOW KOMHCCHU. BHIBI DIKCHEPTHBIX KOMHUCCHUH, WX
0coO0eHHOCTH. OCOOEHHOCTH COCTABJICHUS aKTa [0 YHUYTOXXCHHIO JTOKYMEHTOB M JIET C
UCTEKIIUM CPOKOM XpaHeHHs. YHUPHUIMpPOBaHHAas (GopMa aKTa YHHYTOXKCHUS
AOKYMCHTOB.

IMoaroroBka u nepeaaya aej1 B ApXUB OPraHU3aANNH.

PabGorta nmo otbopy u mepenaue AOKYMEHTOB B apXWB OpPraHU3AIMH JIJISI XPaHEHUS.
DkcnepTusa Jen u T0KyMeHToB nena. Odopmienue onwmceii nen. TpeboBaHust K apXuBy
opranm3anuu. [IpaBuia TOCTOSHHOTO M JIOJTOBPEMEHHOrO XpaHeHHs naen. [Ipasuiia
BBIJIaYM JIeJI.

Jlaboparopnoe 3ansTie Ne 1. Perucrpanus 1 KOHTPOJIb 32 MCNIOJHEHHEM TOKYMEHTOB.

JlaGopaTopHoe 3ansitue Ne 2. OdopmJjieHne fes1a JUVIMTEJIbHOT0 CPOKA XPAHEHHUSI.

CamocrosTenbHass  paborta: KadecTBeHHble U KOJIMYECTBEHHbBIE  XapaKTEPUCTUKU
nokyMmeHToobopora. O6beM nokymMeHTooOopoTa yupexnaeHus. OcoOeHHOCTH 00paboTku
OTHPABIACMBIX TOKYMCHTOB. Hepejlaqa AOKYMCHTOB BHYTpPH OpraHu3alvu. TeHI[eHIII/ISI pocTa
JOKYMEHTOO0OpOTa B  COBPEMEHHBIX  yupekaeHusx. OpraHuzanuss KOHTPOMsS, 3a
UCTIONB30BaHUEM  JIOKyMeHTOB.  OOecriedeHWe  COXpPaHHOCTH  JIelI B TEKyIIeM
nenonpousBoacTse. [loHsTre nokymeHToOOOpoTa. Opranu3amust padoThl ¢ JOKYMEHTaMH Ha
MNpEaANpUATUH. O6HH/IG ImpaBujia n METOANYCCKUEC PEKOMEHAAINN opraHmu3anvinu
JOKYMEHTOO00pOTa, WX pealu3anusi B JACUCTBYIOIIMX TOCYJAapPCTBEHHBIX HOPMATHUBHBIX
akrtax. CTpykTypa ® 0O0Imas XapakTepHUCTHKAa JOKYMEHTONOTOKOB. (OCHOBHBIC JTarlbl
JIOKYMEHT0000pOoTA.

37
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[lprieM u mpenBapUTENHFHOC PACCMOTPEHHE IOKYMEHTOB, MOCTYIMBIIUX B OPraHU3aLUIO.
[IpoxoxxaeHne H TOPAJOK HCIOJIHEHUS MOCTYNMUBIIMX JOKYMEHTOB. YueT o0bema
JOKYMEHTOO0OpOTa, €ro 3HAYCHHWE B OpPraHH3al{K JOKYMEHTAI[HOHHOTO OOCCICUCHUsI.
Crioco0bl COBEPIICHCTBOBAHUS JOKYMEHTOO00POTA U IYTH €r0 COKpAICHHS.

3auer 2
Y4yeOHas npakTuKa 36
Buabl pador:
- PermamenTanus u opranuzanus paboTsl ciyx0s JJOVY;
- CucreMaTtu3alus U TEKyIlee XpaHeHue e,
- PabGoTa ¢ 1oKyMeHTalbHBIMH MaTepHallaMi, 3aKOHYEHHBIMU JIEJIONPOU3BOJICTBOM.
IIpou3BoacTBeHHAs NPAKTHKA (110 NPOGUII0 CIEHHATBHOCTH) 36
Buasi pador:
1. I3yuenue cTpykTyphl, 33Ja4 U QYHKIUN YUPEKACHUS.
2. AHanu3 opranuzaluu J0KyMEeHTO000poTa.
3. Pabora ¢ TOKyMEHTAILHBIMH MaTepHallaMu, 3aKOHYCHHBIMU JICJIONPOU3BOJICTBOM.
IK3aMeH (KBAIN(GUKATMOHHBIN)
Bceero 171

OcBoeHMe TUCIMITIIMHBI MOKET ObITh pealu30BaHO C MPUMEHEHUEM JIEKTPOHHOTO 00Y4eHUs, IUCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOJIOTUH B
cooTBeTcTBUU ¢ [lomokeHHEeM O MPUMEHEHHH JIIEKTPOHHOIO OOy4YeHUs, [MCTAaHIMOHHBIX OO0Opa30BaTEIbHBIX TEXHOJOTUH MpU pearu3aluu
00pa3oBaTeNbHBIX MPOrpaMMaM CPEJHETo MPodeCCHOHATLHOIO 00pa30BaHMsl, yTBEPKIACHHOTO mpeacenateneM yueHoro copera @I'bOY BO «YI'TVY».
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4. YCJIOBUSI PEAJIM3ALINN PABOYEN ITIPOI'PAMMBI ITM.03
BBINNOJIHEHHUE PABOT 110 OJHOU UJIN HECKOJIBKUM IMTPO®ECCHUAM
PABOYMX, JOJIKHOCTSAM CIOYKALIUX

4.1. TpeGoBaHusi K MUHMMAJbHOMY MaTepHaIbHO-TEXHUYECKOMY 00ecre4eHHI0
Peanuzanus  nporpamMMel  Moxaynas  TpeOyeT — Hamuuume — ydeOHoro — kaOuHera
JOKYMEHTAITMOHHOTO 00ECTIeYeHHS yIIPaBICHUSI.

O6opynoBanne  y4yeOHOro Ka0WHeTa  [OKYMEHTALMOHHOIO  o0ecneyeHUst
ylpaBJieHHsl. TOCaJ0YHble MecTa JJis y4alluxcs, paboyee MecTo MpernojaBaTelis, ydeOHas,
CIIpaBOYHAsI TUTEPATYypa, TOCKa yueOHast, yaeOHO - METOANYeCKast TOKyMEHTAIIHS.

4.2. UndopmanuonHoe odecrneyenne o0yueHust

OcHOBHbIE HCTOYHHKH:

. brikoBa, T. A. JloxyMeHTaumoHHOE obecrieueHue YIIPABJICHUS
(menompousBocTBO): yuebnoe mocodue / T.A. beikoBa, T.B. Ky3neuona, JI.B. Cankuna; noa

oomr. pea. T.B. Ky3uenoBoii. — 2-¢ usj., nepepad. u gomn. — MockBa: MHOPA-M, 2021. — 304 c.
+ Jlom. maTtepuansl [DneKkTpoHHBIA pecype]. — (CpenHee npodeccroHalbHOE 00pa30BaHUE). —

ISBN 978-5-16-013913-5. — Tekcr: 3JICKTPOHHBIH. — Pexum
noctyna: https://znanium.com/read?id=360476
. KysnernoB, . H. Jlemonmpous3BoacTBO: y4eOHO-cripaBoyHOe mocobue / M. H.

Kysnuenos. - 9-¢ uzn., nepepad. — Mocksa: [lamkos u K, 2020. — 405 c. — ISBN 978-5-394-
03881-5. — Tekcrt: anekTpoHHBIN. — Pexxum noctyna: https://znanium.com/read?id=358533

. Kupcanosa, M. B. CoBpeMeHHOE I1eIONPOU3BOJICTBO: yueOHOEe Tocoore / M.B.
KupcanoBa. — 4-e m3n. — Mocka: UH®PA-M, 2020. — 312 c. — (Beicmiee oOpa3oBaHue:
bakanaBpuar). — ISBN 978-5-16-004491-0. — TekcT: onekTpoHHBIH. — Pexum
noctyna: https://znanium.com/read?id=372474

. OCHOBHI JIETONPOU3BOACTBA: yueOHOe mocodue / A.M. Acanues, U.1. MupoHoBa,
E.A. Kocapesa, I'.I'. BykoBuu. — 2-¢ uzz., ucnp. u aor. — MockBa: MTHOPA-M, 2020. — 146 c. —
(Beiciee obpaszoBanue: bakamaBpuar). — ISBN 978-5-16-015831-0. — TekcT: 2yIeKTpOHHBIN. —
Pexxum noctyma: https://znanium.com/read?id=348160

. JlokymeHTanmonHoe obOecrieueHue yrpaBieHus. CocTaBlieHHE W O(opMIICHHE

JIeTOBBIX JOKYMEHTOB: yueOHoe nmocobue aist CIIO / cocraButenu E. U. bammakosa. — Capatos,
Mocksa: IIpodoOpazoBanue, At [lu Ap Meaua, 2021. — 144 c. — ISBN 978-5-4488-1080-0,

978-5-4497-0964-6. - Texcr: DIIEKTPOHHBIH. - Pexum JOCTyMa:
https://www.iprbookshop.ru/epd-reader?publicationld=103343
. AnekceeBa, T. B. JlokymeHTannonHoe odecrieuenue ymnpapienus: yueoOHuk / T. B.

AnexkceeBa, O. A. CtpaxoB. — MockBa: Yauepcuret «Cuneprusi», 2020. — 132 ¢. — ISBN 978-
5-4257-0402-3. — Tekcr: aneKTpoHHBIH. — Pexxum mocrtymna: https://www.iprbookshop.ru/epd-
reader?publicationld=101344

JIOHOJIHI/ITCJII)HI)IC HCTOYHUKMU:

° Ky3uenosa, 1. B. JlokyMeHTaIrmonHOe o0ecrieueHue yrpaBiIeHUs [ DIeKTPOHHBIA
pecypc]: yaeonoe mocobue mis CITO / U. B. Ky3nernosa, I'. A. XadarpsH. — 2-¢ U3, DIEKTPOH.
TekcToBbIe JaHHbIe. — CaparoB: [IpodobpazoBanue, Aii [Tu Op Meaua, 2019. — 166 c. — 978-5-
4486-0404-1, 978-5-4488-0216-4. — Pexum mpocryma: https://www.iprbookshop.ru/epd-
reader?publicationld=80326
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https://www.iprbookshop.ru/epd-reader?publicationId=80326
https://www.iprbookshop.ru/epd-reader?publicationId=80326

ApacnanoBa, B. A. JlokyMeHTallmoHHOE oOOecleueHne ympaBleHUs: y4eOHO-
MpakTU4YecKoe mocobue B cxemax, Ttabmurax, oopasmax / B. A. ApacmanoBa. — 3-¢ u3m. —
Cypryt: CypryTckuii rocyaapCTBEHHBIN meaarornueckuii yausepcurer, 2019. — 240 c. — ISBN
978-5-93190-385-9. — Tekcr: 3JICKTPOHHBIH. — Pexum
noctyna: https://www.iprbookshop.ru/epd-reader?publicationld=94291

4.3. O0mue TpeOGoOBaHUsI K OPraHu3aliyu 00pa3oBaTeJLHOIO0 IMpouecca

OcBoeHne OOyyarOUUMUCS NPOPECCHOHANBHOIO MOAYJS JIOJDKHO HPOXOAUTH B
YCIIOBHSIX CO3JaHHOM 0Opa3oBaTeNbHOM Cpefbl, Kak B Y4Y4eOHOM 3aBEICHMHM, TaK WU B
OpraHM3alysaX,  COOTBETCTBYIOUIMX  MOPOGMII0  CHEHHATIbHOCTH  «JlOKyMEHTalMOHHOE
oOecrnieueHre yrpaBIeHUsI U apXUBOBEICHHUEY.

N3ydyenne Ttakux oOmieoOpa3oBaTenbHbIX AMCHUILIMH Kak: «lIpaBoBoe oOecnedeHue
npodeCCHOHATIBHON JAeaTenbHOCTHY, «H(pOpMalMOHHBIE TEXHOJIOTUH B NPOQECCHOHATHHON
nestenpHocTHY, [IM 01 «Opranuzamnusi JTOKYMEHTAIlMOHHOTO OOCCIICUCHHS YIPABJICHHS U
(YHKIIMOHUPOBAHUSI OpraHU3alUu» JTOJKHO MPEALIECTBOBATh OCBOCHUIO JAHHOIO MOJIYJIS WU
U3y4aTbCs MapauieNbHoO.

4.4. KanpoBoe obecnieueHue 06pa3oBaTeibHOI0 mpoiuecca

TpeOoBanust K KBaTHU(pHUKAIMKA [EIArOTHYECCKUX PAOOTHHUKOB, 00OECIICYMBAFOIINX
oOydeHrne 10 MEKIUCHUIUIMHAPHBIM KypcaMm -  HaJWU4HWe BBICHICTO MPOQPECCHOHATHHOTO
oOpa3oBanus, cooTBeTcTBYytomero npoduno moxyns [IM.03 «Beimonnenue paboT mo ogHOU
WIH HECKOJNBKUM TpodeccusiM pabodmx, TOJDKHOCTSAM CIYKalluX» © CHCIHAIbHOCTH

«JlokyMeHTalmoHHOE 00ecreyeHre yIpaBIeHHs U apXUBOBEACHUE.
ITomyyeHue MOMONHUTENBHOIO MPOQECCUOHAIBLHOIO O0pa30BaHMUs IO IIporpamMMmaM
HOBBIIIEHUS KBaJU(UKALMK, B TOM 4YHcie B (OPME CTAKUPOBKU B MPO(UIBHBIX OpraHU3alMiIx

He pexe 1 pasza B 3 roza.

5. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUA IIM. 03
BBINIOJTHEHUE PABOT IO OJJHOM WJIX HECKOJBKUM ITPO®ECCHSAM
PABOYMX, JOJIKHOCTAM CIOYKALNIUX

Pe3ynbTaTe! DOpMBI U METOABI
OcHOBHBIE TIOKA3aTENN OLICHKU
(ocBOEHHBIE MTPO(ECcCHOHANbHBIE KOHTpPOJIA U
pesyJbTara
KOMIIETEHIIVH ) OLICHKH

Opranuzanus paboTHI C | - IEMOHCTpalUs 3HAHUM OCHOBHBIX | Texyrmii

JIOKyMEHTaMH. IIPaBUJI PETUCTPALIUHY; KOHTPOJIb:
-TOYHOCTb U TPAMOTHOCTb - YCTHBIN
o(opMIIeHHS JOKYMEHTALUH; (bpOoHTATBHBIH
- BBIOOp M HCIIOJIb30BaHME OIpoc;
pasIu4YHbIX (OPM JUIS PETUCTPALUK | -HMHAWBHAYaIbHBIH
JIOKYMEHTALUU U KOHTPOJIA 3a OTIpoC;
CpOKaMU €€ UCIIOJIHEHUS; - cobecenoBaHue;
- HCHpaBJeHUE OIIMOOK B - TECTUPOBAHHUE;
JIOKYMEHTaX pa3HbIMH CIIOCO0aMH; | - olleHKa
- NIPOBEPKA HAJIMYHUSA B JOKYMEHTAX | IpaKTHYECKHUX
00s13aTeTbHBIX PEKBU3UTOB; paoor;

Opranusanus TEKyIIEro XpaHCHHS | — apryMEHTHPOBaHHOCTb BbIOOpa - JOKJIaJIbl,

JIOKYMEHTOB. HOPMAaTHBHBIX IIPABOBBIX aKTOB MpH | - pedeparsl.
paboTe ¢ apXUBHOMI
JIOKyMEHTAIUEH; IIpomexyTOUHBIN
— JEMOHCTpAlXsl 3HAHUW OCHOBHBIX | KOHTPOJIb!
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https://www.iprbookshop.ru/epd-reader?publicationId=94291

NpaBWJI XPAHEHHUS CITY)KEOHOI
uHpOpMaInu;

Opraauzanus 00paOOTKH aen s
MOCIIEAYIOIETO XPaHEHHUS.

— apryMeHTHPOBAaHHOCTH BhIOOpA
HOPMATHBHBIX MTPABOBBIX aKTOB MPH
paboTe ¢ apXUBHOMI
JIOKYMEHTAIIUEH;

— M3II0KECHUE IMOCIICA0BATCILHOCTH
ydeTa JOKYMEHTOB, TOAJIKAIINX
APXMUBHOMY XPaHECHHIO

3a4er;

Hrorossiit
KOHTPOJIb:
Dk3aMeH
(kBanupukaoHH
BIIA.)

Ouenka ypoBHS copMHUPOBAaHHOCTH NPOGECCHOHATIBHBIX KOMIIETEHIIMN MpoBepsieTcs Ha
MIPOMEKYTOUHOM aTTeCTallMU [0 MEXIUCIUIUTMHAPHBIM KypcaMm, y4eOHOM U MPOU3BOICTBEHHOM

(10 poUITFO CIIEIUATILHOCTH ) IPAKTUKAM, Sk3aMeHe (KBATH(DUKAIIMOHHOM).

@opMBI U METOJIbI KOHTPOJISI M OLIEHKH Pe3ylbTaTOB OOyuUeHHs IMO3BOJIAIOT MPOBEPATH Y
0o0ydJarmuxcsi HE TOIbKO CPOPMUPOBAHHOCTh MPO(ECCHOHANBHBIX KOMIETCHIMMA, HO U
pa3BUTHE OOIIMX KOMIETCHIIUN U 00ECIICUNBAIOIINX UX YMEHUH.

(DOPMLI 1 MCTOJbI

Pesynprathl OCHOBHbIE TIOKA3aTeNIN OLIEHKU KOHTDONS I
(ocBOEHHBIE O0IIME KOMIIETEHIIMN) | pe3ysbTara P
OLIEHKHU
[ToHUMAaTh CYITHOCTH M COLUATBHYIO
3HAYMMOCTb CBOEH Oyny1ei — JIEMOHCTpAIUs MHTEpeca K
npodeccuu, NposIBISITh K HEH Oyxayuieit npodeccuu;
YCTOMYUBBIA UHTEPEC.
Opranu3oBbIBaTh COOCTBEHHYIO
— BBIOOD U IPUMEHEHHE METOI0B U
JeSITeIbHOCTD, BEIOMPATH TUITOBBIE
CIOCO0OB pELICHUS
METO/bI U CLIOCOOBI BBINOJIHEHUS
npodeccHoHABHBIX 3371249 B
npodeccuoHaNbHbIX 3a]a4,
obacTH orieHka 3((HeKTUBHOCTH U
OLIEHUBATh UX 3(P(HEKTUBHOCTH U
Ka4yecTBa BBIMTOJHEHHS,
Ka4eCTBO.
[TpuHuMaTh peuieHus B
— pelIeHue CTaHIAPTHBIX U
CTaHJAPTHBIX U HECTAHIaPTHBIX "
HEeCTaHJapTHBIX
CUTYallUsX M HECTH 33 HUX o (becﬂc po an sana HTCpIpeTaliA
1} MOHAJIBHBIX q;
OTBETCTBEHHOCTH P A3, pe%ym’TaTOBv
HaOmro1eHuit 3a
Ocy1iecTBISITh HOUCK U . foae 3
— 3¢ deKTUBHBII MTOUCK NESTETLHOCTHIO
UCIIOJIb30BaHUE UHPOpMAIIHH, HEOBXOMHMO HEGOPMALIHE: 5
. a rocs B
HeoOxoauMoi 1st 3 PEeKTUBHOTO P i 00YyHaroIeroc
— HCIIOJIb30BAHME PA3IMIHBIX nporecce
BBITTOJTHEHUS TTPO(HECCHOHATBHBIX
WCTOYHUKOB, BKIIIOYAs OCBOEHUS
3aja4, Npo(ecCHOHATBHOTO U 5 .
JIEKTPOHHBIE; BaTEIbHOU
JIMYHOCTHOT'O Pa3BUTHS. P ’ 00pasOBATEILHO
IPOrpaMMBbI

Hcnonb30BaTh HHPOPMAITMOHHO-
KOMMYHHKAI[MOHHbIE TEXHOJIOTUH B
npodeCCHOHATLHOMN 1€ TeIbHOCTH.

— paboTa Ha KOMIBIOTEPAX;

PaboTatp B KOJJICKTHBE U KOMaH/IE,
a¢heKkTUBHO 00IIaThCS C
KOJIJIETaMH, PYKOBOJICTBOM,
NOTPEOUTENAMHU.

— B3aMMOJICUCTBHE C
oOydJaronmmucs,
MpernoaBaTeNiIMUA U MacTepaMu B
X0J1e 00yJYCHUS;

Bpatb Ha ce0s1 OTBETCTBEHHOCTH 3a
paboTy YWIEHOB KOMAaHIbI
(MTOTYMHEHHBIX ), PE3YJIbTAT
BEBIIOJTHEHUS 3aJaHUH.

— CcaMoOaHaJIHU3 ¥ KOPPEKITUs
pE3yNbTaTOB COOCTBEHHOM pabOTHI;

CaMoCTOATENBHO ONPEAEATh

— OpraHusanusa CaMOCTOATCIIbHBIX
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3a1auu MPo(PeCcCHOHATLHOTO U
JUYHOCTHOTO Pa3BUTHS, 3aHUMATHCS
camMoo0pa3oBaHUEM, OCO3HAHHO
TUTAHUPOBATH MOBBIIICHUE
KBATH(UKAIIIH.

3aHATHI TPU U3YUYEHUH
po¢heCCUOHATTLHOTO MOYJIS;

OpueHTUPOBATBCSI B YCIIOBHUSAX
JacTOM CMEHBI TEXHOJIOTHH B
npodecCuOHATBHOMN 1eATETEHOCTH.

— aHaJIM3 UHHOBALIMHA B 00JIaCTH
JTIOKYMCHTOBE/ICHUS;
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