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1. HEJIM 1 3AJAYN OCBOEHUSA JUCIHUIIJIMHBI

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

3agayu: HaAy4yUTh CTYJEHTOB IPaAaMOTHO COCTaBISATH U OPOPMIISITH JOKYMEHTHI IO
YIPABJIEHUIO IEPCOHAIIOM; O0YYUTh METOAAM PabOThI C KaJPOBBIMU JOKYMEHTAMHU.

2. MECTO JUCIMIIVIMHBI B CTPYKTYPE OOII BO

JIMcuMIinHa YuTaeTcs B HUKIE (PaKyIbTaTUBHBIX TUCLUIUIMH.

W3ydyeHne JUCUUIUIMHBI Oa3upyeTcsl Ha 3HAHUM CTYJEHTaMH CIEIYIOIINX
JUCHMIUIMH  yyeOHOro IuiaHa: «JloKyMeHTalMOHHOE oOOecreueHue YyNpaBICHUS,
«JlOKyMEHTOBEICHHEY.

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

3. TPEBOBAHMSI K PE3VJBLTATAM OCBOEHUSI COJEPKAHUS
JUCHMUILIAHBI

[Iporiecc wW3ydeHHs] AUCUMIUIMHBI HampaBieH Ha (OPMHUPOBAHUE HIEMEHTOB
cienyromux kommnereHuuid B cooTBeTcTBUH ¢ PI'OC BO mo maHHOMY HalpaBiEHUIO
MOJTOTOBKH (CIEIIUAILHOCTH):

0) npodeccuonanbubix (1K)

- CIIOCOOHOCTBIO HCIIOJIb30BAaTh MpaBWJIa OpPraHM3al[MM BCEX 3TANoOB PadOTHI C
JTIOKYMEHTaMU, B TOM 4yucie apXuBHbIMU JokymeHTamu (11K-20);

- BJIa/ICHMEM HaBbIKAMHU COCTAaBJIEHHUSI OMUCEN JieJ, MOATOTOBKHU JIe] K Nepenaye B
apXvB OpraHU3aluu, FOCY1apCTBEHHbIN WM MyHULMNanbHbIi apxuB (I1IK-21);

- CHOCOOHOCTBIO TNMPUHHUMATH Y4YacTUE B pPabOTE MO MNPOBEACHUIO SKCIEPTHU3BI
1eHHOCTH 1oKyMeHTOB (I1K-22);

- BIJIQJICHMEM HaBBIKAMHM OpraHW3allid CIPAaBOYHO-TIOMCKOBBIX CPEACTB H
UCIIOJIb30BaHUs apXUBHBIX JOKYMeHTOB ([1K-24);

- CHOCOOHOCTBIO TNMPUHHUMATH Y4YacTUE B PabOTE MO MPOBEACHUIO 3KCHEPTHU3BI
1eHHoCcTH 1okyMeHToB (I1K-27)

- 3HaHHEM OCHOB TPYJ0BOTO 3akoHoaaTenbcTBa (11K-33);

- 3HaHWEM TpeOOBaHMN K OpraHu3alvy KaJpoBOro JEJIONPOM3BOACTBA U
JOKYMEHTUPOBAHUIO TPYAOBBIX OTHOLIEHUH, XPAHEHUIO JOKYMEHTOB IO JUYHOMY COCTABY
(IIK-36);

- BJIAJCHUEM MPHUHIMIIAMH, METOAAMU M HOpPMaMu OpraHU3alld, XPaHEHUs,
KOMILJIEKTOBAHHUSI, y4€Ta U UCIIOJIb30BAHUS aPXUBHBIX JOKYMEHTOB, JOKYMEHTOB JTUYHOIO
npoucxoxaenus (I11K-37);

- BJIQJICHMEM HaBbIKAMH palOThl C JTIOKYMEHTaMH, COAEpPKAUMU HH(POPMALUIO
orpannueHHoro goctyna (I1K-38);

- BJIaJICHUEM HABBIKAMU COBEPILIECHCTBOBAHUS OPraHU3aLMHM XPaHEHUS JOKYMEHTOB
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(IIK-49);

- CIIOCOOHOCTBIO COBEPILIEHCTBOBATh PabdOTy C apXMBHBIMU JOKYMEHTAMH apXHBa
OpraHM3ali Ha OCHOBE HCIOJIb30BAaHUS COBPEMEHHBIX MH(OPMAIMOHHBIX TEXHOJOTUH
(TIK-51).

B PE3YJIbTATC OCBOCHUS NUCIHUIIIINHBI O6yLIaIOH_[I/IeC$I JOJIDKHBI:

3namo:

- OCHOBBI 3aKoHojarenbcTBa P®, perynupylomye oOpraHu3aldio XpaHCHUs
JIOKYMEHTOB 10 JNYHOMY COCTaBYy B apXHBax;

- MpaBuUJIa CUCTEMATHU3alMKI U XPAHEHUS JOKYMEHTOB I10 JUYHOMY COCTaBY;

- cuctemy apxuBoB P® U OCHOBHbIC TEHJEHIMM B WX Pa3BUTUHU, OCHOBHBIC
HampaBJICHUsT HMX paboThl M cHeludUKYy, METOJUKY XpaHEHUsS W UCIOJIb30BaHUS
JOKYMEHTOB B apXHMBaxX OpraHU3alluii U roCyJapCTBEHHBIX apXUBaX;

- TIOPSAZIOK JOCTYyNa K IOKyMEHTaM M0 JUYHOMY COCTaBY B apXHMBE OpraHU3allMU U B
rocyapCTBEHHOM, MYHMIIUIIAIbHOM apXHBE.

Ymemes:

- BBITIOJIHSATH OTIEPAIMH 110 00pabOTKe JOKYMEHTOB Ha CTaJUU UX XPAHCHHS;

-OpraHM30BbIBATh TEKYILIEE XpaHEHHWE JOKYMEHTOB IO JIMYHOMY COCTaBy U HX
MOJIrOTOBKY JIJI MIEpElaur Ha apXUBHOE XPaHECHUE;

- pa3pabaTbiBaTh HOPMATHUBHBIE MPABOBBIC JIOKAJIbHBIC aKThl, HEOOXOJIUMBIEC B
NEATENIbHOCTU oOpraHu3anuu (MoJIoKeHHe 00 apXuBe OpraHu3aluy, MOJIOKEHHE 00
AKCIIEPTHOM KOMUCCHUM OpraHu3aIum).

Bnaoemu:

-METO/IaMU  OpTraHM3allUi  XPAHCHMS, TPOBEACHUSA OKCIEPTU3bl  IIEHHOCTH
JIOKYMEHTOB, OINKCAHUS M UCIOJb30BaHUS JIOKYMEHTOB, COJAEpPKAIMX MEPCOHAIbHbBIC
JIaHHEBIC.



4. CTPYKTYPA U COAEP KAHUME JUCIUITJIMHbI

4.1. CTpyKTypa TUCHMILTHHBI

OO6m1as Tpy10€MKOCTh JUCIUIUIUHBI COCTaBIAET 3 3aueTHbIX eauHull (108 yaca).

< Bunsl yueOHOM paboTHI, @DOopMBI TEKYILETO
£ BKJTIOUAST KOHTPOJIS
% 2 CaMOCTOSITENTLHYIO paboTy yCIIEBaeMOCTH (710
Ne Pasnen 2 8 CTYJICHTOB HeoelsiM cemecmpa)
/1 TUCIUILINHEI (o} = U TPYJOEMKOCTb (B yacax) dopma
O 5} .
= JI I3 | H3 Cp IIPOMEXKYTOYHOU
T aTTecTaluu (no
cemecmpam)
Paznen 1. 5 16 32 60 TecTupoBaHue, yCTHBII
1 orpoc
Hroro 5 16 32 60 3a4er
Jns O30
< Bunsl yueOHOM paboTHI, @DOopMBI TEKYILETO
£ BKJTIOUAST KOHTPOJIS
% 2 CaMOCTOSITENTLHYIO paboTy yCIIEBaEMOCTH (710
Ne Pasnen 2 8 CTYJICHTOB HeoelsiM cemecmpa)
/1 UCIIUILINHEI (5} = U TPYJOEMKOCTb (B yacax) ®dopma
O 5} .
= JI I3 | H3 Cp IIPOMEXKYTOYHOU
T aTTecTaluu (no
cemecmpam)
Paznen 1 5 2 6 100

Hroro 5 2 6 100 3auer




4.2. TemaTrnueckmii IIUIaH OCBOCHHUSl JHCHHUILIMHBI

NAeSITeJIbHOCTH U BU/IbI CAMOCTOAATE/IbHOM (BHEAYIMTOPHOI1) padoThI

(Ilpeocmasnsemeca  memamuiecKuti

njiaH  O0CB0€HUA

OUCYUNTUHBL  NO

suoam

Mo BHIAM Yy4eOHOH

yuebHo

OdesimenvHocmu (eKyuu, NpakmudecKue 3aHAMuUs (CeMuHapvl), UHOUBUOVATbHbIE 3AHAMUS, KYPCO8as
paboma, camocmosmenbHoe uzyienue pazoenos (mem) OUCYUNIUHbL).

HaunmeHoBaHue Coaepsxanue yueOHOro MaTepuaa Dopmu-
pa3aesioB U TeM (TeMbl, NepeYeHb PACKPbIBa€MbIX BOIIPOCOB): Oo0bem | pyemble
JIEKIMH, MPAKTUYECKHe 3aHATHS (CEMUHAPBI), yacoB/ | Komme-

HHIMBHUAYAJbHbIE 3aHATHS, CAMOCTOSITeIbHAsA padoTa 3.e. TeHUHH

o0yyalomuxcs, KypcoBasi padora (1o Teme)
1 2 3 4
5 cemecTp
Paznen 1.

Tema 1.1. Jleknun: KanpoBoe nenonpon3BoAcTBO, €T0 1IK-20
Kaaposoe 3aKOHOJIaTE€JIbHOE U HOPMATUBHO-METOIUYECKOE ) 1IK-21
JEJIOTIPOU3BOJICTBO, | PETYIUPOBAHUE. 1IK-22
€ro 1IK-24
3aKkoHOoJarenbHoe U | [IpakTuyeckue 3aHsITUs (CeMUHAPDI): 1IK-27
HOPMAaTHBHO- 3aKOHBI, CTaHIapThI u WHCTPYKILUH, 4 1IK-33
METOJIUYECKOE pErIaMEHTHPYIOIIME KAJAPOBOE IEIONPOU3BOJICTBO 1IK-36
pEryJIupoBaHHUE. CamocrosTenbHas paboTa TIK-37
YreHre TEKCTOB 3aKOHOB, CTAHIAPTOB, HHCTPYKIIAN g 1IK-38

1IK-49

1IK-51

Tema 1.2. Jlekiuu: CoctaB U ocoOeHHOCTH pPabOTBI C KaJpOBOM 5 1IK-20
CocraB u JIOKYMEHTalHUEN 1IK-21
0COOEHHOCTH [IpakTryeckue 3aHsITHs (CEMUHAPHI) 1IK-22
paboThI ¢ KafpoBoil | 3amoHeHHe YHUPHUIHPOBAHHBIX (POPM KaIpOBBIX 4 1IK-24
JTOKYMEHTAIUEH. JIOKYMEHTOB TIK-27
CamocrosTenbHas pabora IIK-33

Cocrasienne 6a3pl yHUHIUPOBAHHBIX (HOPM KaIPOBBIX IIK-36

JIOKYMEHTOB 5 1IK-37

1IK-38

1IK-49

1IK-51

Tema 1.3. Jlexmmu: [TpaBuna ohopmiieHUs: JOKYMEHTOB I10 TIPUEMY, 1IK-20
IIpaBuina YBOJIBHEHUIO, TIEPEBOY PAOOTHUKOB. 2 1IK-21
odopmrerus IIpakTUyecKHe 3aHATUS (CEMHHAPBI): 1IK-22
JOKYMEHTOB I10 Cemunap 1. 4 1IK-24
npuemy, CamocTosTenpHas paboTa 1IK-27
YBOJIBHCHHIO, [Moaroroeka kK cemuHapy 1 1IK-33
MepeBOIY 1IK-36
paboOTHUKOB. 6 1IK-37
1IK-38

1IK-49

IIK-51

Tema 1.4. Jlexumu: TpynoBble KHMXKKU U IIPaBUjIa UX BEJICHHUS. 2 1IK-20
Tpynosbie KHWKKH | [IpakTHuecKUe 3aHATHS (CEMHHAPHI) 4 1IK-21
Y TIpaBUjIa ux 1IK-22

3anoJHEHNUE TPYAOBOM KHMKKH




BEJICHUS. CamocTosaTenpHas padora 1IK-24
AHanu3 crateil 1o TeMe 3aHATHS 1IK-27

1IK-33

1IK-36

1IK-37

1IK-38

1IK-49

IIK-51

Tema 1.5 Jlexuyy: @opMupoBaHue U BEACHUE JIMYHBIX €] U YYETHO- 1IK-20
dopmMupoBaHUE U CIIPABOYHBIX KAPTOTEK. 1IK-21
BEJICHHE JINYHBIX [IpakTHyecKue 3aHsTUs (CeMUHAPBI) IIK-22
ACII U y4ETHO- CocTraBieHre MaKeTa yIETHO-CIPABOYHON KAPTOTEKU 1IK-24
CHPaBOYHBIX CamocrosrenbHas pabora 1IK-27
KapTOTCK. CocraBneHre MakeTa y4eTHO-CIIPABOYHON KapTOTEKU 1IK-33
1IK-36

1IK-37

1IK-38

1IK-49

I1IK-51

Tema 1.6 | Jlekuuu:  JIOKyMEHTHpPOBAaHUE  OICHKH  JICATCILHOCTH TIK-20
JIoKyMEHTHPOBAHHE | paGOTHHKOB IIK-21
OLICHKHU TIK-22
JeSTebHOCTH TIK-24
PabOTHHKOB. TIK-27
IIpakTrueckue 3ausTus (CEMUHAPEI) IIK-33

BeneHue artecTalluOHHOTO Jiejia COTPYIHUKA IIK-36

CamocrosrenbHas pabora IIK-37

Benenue arrecTaniMOHHOIO Jie1a COTPYIHHUKA 1IK-38

1IK-49

I1IK-51

Tema 1.7. [IpaBuna Jlekuu: 1IK-20
COCTABJICHUS [IpaBuna cocraBieHHs [TOKYMEHTOB 00 OTHYCKax, O 1IK-21
JIOKYMEHTOB 00 KOMaHIUPOBaHUH PabOTHHKOB, MaTepUaIbHOMN 1IK-22
OTIIyCKax, O OTBETCTBEHHOCTH, 3aIUTE KOMMEPYECKON TalHBI. 1IK-24
KOMaHJIMUPOBaHUU [pakTuyeckue 3aHsATHs (CeMUHAPDI) 1IK-27
pabOTHUKOB, CemuHap Ha TeMmy: [IpaBuiIa cocTaBIeHHUs JOKYMEHTOB 00 IIK-33
MaTepuaibHOM OTITyCKaX, 0 KOMaHAUPOBAHUU PAOOTHUKOB, MaTEPUATLHON IIK-36
OTBETCTBEHHOCTH, OTBETCTBEHHOCTH, 3ALIUTE KOMMEPUYECKOH TaiHBbL. 1IK-37
3aIHTe CamocTosaTenpHas padora TIK-38
KOMMEPYECKOH 3HAKOMCTBO C JIOTOBOPOM O MaTepuaibHON TIK-49
TaiHBI. OTBETCTBEHHOCTH TIK-51
Tema 1.8. Jlekinu: Opranu3zaius padoThl C KaJIPOBBIMU JOKYMEHTaMHU. TIK-20
Opranusanus [IpakTHYecKKe 3aHATHS (CEMUHAPDI) TIK-21
pabotsl ¢ Cemunap Ha TeMy: KagpoBblil JOKYMEHTO060POT IIK-22
KaZpOBBIMH CamocTosaTenpHas padora 1IK-24
AOKYMCHTAMH. ITonroroBka Kk ceMUHaApy TIK-27
1IK-33

1IK-36

1IK-37

1IK-38

1IK-49




1IK-51

Bujg urorosoro 3a4yeT
KOHTPOJIA (3a4eT,
9K3aMEH,
muddepeHIpOBaHH
B 3aY€T)

BCEI'O: |108/3

Cemunapckoe 3ansitue Nel
Tema: ['ocynapcTBeHHOE peryaupoBaHue KaapoBOro JIeIONpPOU3BOACTBa (4 daca)
Bormpocs! 1u1st 06¢cyxaeHus:

1. OO11ee NOHATHE NEIOMPOU3BOJCTBEHHOTO 00ECTICUCHHSI CUCTEMBI YIIPABJICHHUS TIEPCOHAIOM.

2. 3akoHopatenbHble akThl P®, VYka3zel u pacnopsbkenus [lpesmgenta P®, IlocranoBnenus
IIpaBurenscrBa PO periiaMeHTHpYIOLNE CO3JaHUE KOHKPETHBIX KaJPOBbIX JOKYMEHTOB.

3. Permamentamus odopmieHus kaapoBbiXx gokymMeHTOB B ['OCTax, yHuUIIMpOBaHHBIX
cucTeMax JOKyMEHTalUuH, Kiaccu(uKaTropax TEXHMKO-DKOHOMUYECKOH W COIMAaJIbHON WH(pOpManuu,
Icaoy.

4. CoBpeMeHHas perjJaMeHTalMs CO3JaHUs KaJpOBBIX JOKYMEHTOB HAa YPOBHE MUHUCTEPCTB U
BeJIOMCTB. [lepeuncnuTh TOKyMEHTBI U PaCKPBITh UX CONEPIKAHHUE.

5. MHCTpYKTUBHO-METOAMYECKUE MATEPUAIbl NPEAINPUATAN W OpPraHU3alUld II0 CO3JAHUI0 U
o(hopMIIEHHIO KaJPOBBIX JOKYMEHTOB.

5. OBPA3OBATEJIBHBIE TEXHOJIOI'MU

[Ipy oOcCBOGHMM JUCHUIIMHBI HCTOJB3YIOTCS CIEAYIOIIME COYETaHUs BUOB
yueOHOI paboThl ¢ MeToaMu U (opMaMHU aKTUBHU3AIMHM MO3HABATENIbHOMN AESITEIbHOCTU
O0akamaBpoB AN JOCTIDKEHHS — 3alJITAHUPOBAHHBIX  pe3ylbTaToB  OOydeHUs U
(dbopMUpOBaHUS KOMITETEHITHIA:

1. UndopmannoHHO-pa3BUBAIOIIME TEXHOJOTHH. VI3yuyeHHEe TeopeTHUecKOro
MaTepuaga Ha  JIGKIUSIX C  HKCIOJIb30BAHUEM  KOMIIBIOTEPHBIX  TEXHOJIOTHI.
CaMocTosATeNbHOE M3yUYEHHUE CIIeUaIbHON Y4eOHON U HaydyHOW JUTepaTyphl, BKIOYas
AJIIEKTPOHHBIE CPEJICTBA UH(POPMALIUH.

2. PazBuBaromue  npoOJIEeMHO-OPUEHTUPOBaHHBIE  TexHoJoruu. Pabora Ha
MPAKTUYECKUX 3aHATUAX C AKTUBU3aLMUEW MBICIUTEIbHON AKTUBHOCTH, CIHOCOOHOCTH
BUJIETh TIPOOJIeMy U BBIOMpATh CIOCOOBI €€ pazperieHus (o0mas JucKyccus, paboTta B
KOMaH/Ie ¥ MHANBUIyaIbHAS e TEIbHOCTD).

3. JIMYHOCTHO-OPUEHTHPOBAHHBIE  TEXHOJOTMH  OOy4YeHHMA. YYeT  YpOBHsA
CIIOCOOHOCTE 00y4aeMbIX M CO3JaHUE YCJIOBHM [JISl Pa3BUTHS HMHIWBUIYaTbHBIX
CHOCOOHOCTEH. DTO HOCTUraeTcss MyTeM Moa00pa UHIMBUIYATbHBIX 3aJaHUN U OOLICHUS
npenojaBaTesisi Co CTyJIeHTaMH B (pOpMe UHIMBUTYaTbHBIX KOHCYJIbTALIUMA.

st addextuBHOrO (PopMUpOBaHUS 3ATUIAHHUPOBAHHBIX KOMIIETEHIIMNA CTYICHTOB
UCIIOJIB3YIOTCSl CIEAYIOIINE COYETaHUsI BHJIOB YUeOHOU paboOThl ¢ MeToaMu U (hOpMaMH
aKTUBU3alMKU 00pa30BaTENIbHOMN 1€ TEIbHOCTH:

Jl5is mocTrKEeHMs TOCTaBJICHHBIX LIEeIEH MpenoiaBanus JUCIHUILTUHBI PEaTu3yIOTCs
CJIEIYIOLINE CPEACTBA, CIIOCOOBI M OPraHU3allMOHHbBIE MEPOTPUSITHUS:
— H3y4YeHHE TEOPETHUECKOro MaTepuajia JUCUMIUIMHBI Ha JIEKUUAX C HCIOJIb30BAHHEM
KOMITbIOTEPHBIX TEXHOJIOTUH;




— CaMOCTOSITEIbHOE  M3Y4YEHHWE  TEOPETHYECKOTO  MaTepuaja  JUCIHUIUIMHBL ¢
WCIIOJIb30BaHUEM [nfernet-pecypcoB, MHPOPMAIMOHHBIX 0a3, METOAMYECKUX Pa3paboToK,
CHelUaIbHOM y4eOHON U HAyYHOU JIUTEpaTyphI;

— 3aKperieHue TEOPETUYECKOTO MaTepuaia MpH MPOBEACHUM MPAKTHUYECKUX pPadoOT C
UCTIOJB30BaHUEM YyUeOHOTO W HAyYHOro OO0OpYyIOBaHUS W MPHUOOPOB, BBITIOJHEHUS
pOoOJIEMHO-OPUEHTHPOBAHHBIX, TIOUCKOBBIX, TBOPUYECKUX 3a/IaHUH.

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

6.1. KoHTpoJIb OCBOCHUS TUCUHUIIJINHbBI

KoHTpoabs ocBOEHUS TUCHUIUIMHBI MPOU3BOAUTCA B cOOTBETCTBUHU ¢ [lonoxkeHuem o
MPOBEJICHUH TEKYIIErO KOHTPOJS YCHEBAEMOCTH M MPOMEKYTOUHOM aTTecTanuu
ctyneatoB @PI'BOY BIIO «KpacHogapckuii rocyaapCTBEHHbI YHUBEPCUTET KYJIbTYPhI U
uckycctBy. IlporpamMmoli AUCIUIUIMHBI B IEJISX MPOBEPKH TMPOYHOCTH YCBOCHHS
MaTtepuaa npeaycMaTpruBaeTCs MPOBECHUE PA3IMIHBIX (POPM KOHTPOJIS.

Texywuti xKoHmpolb YCIEBAEMOCTH CTYACHTOB IO JUCUUIUIMHE IPOU3BOJUTCS B
cieayrmux gopmax:

- mnpoOJieMHas CUTyallMOHHAas 3ajaya, NpeajaraeMasi CTyIEHTaM Ha JIEKIUH,
OpPUEHTUPOBAHHAsI HA YPOBEHb Ay IUTOPUH;

- BOIPOCHI K MPAKTUYECKUM 3aHATHUSIM, MPOBEPSIONINE 3HAHUE TEOPETUUYECKOTO
Marepuana;

- KOHTPOJIbHBIC 3a/IaHUsl, KEUChI, TPOBEPSIONINE CTENIEHb YCBOCHUSI TEOPETUUECKUX
Y TIPAKTUYCCKUX 3HAHUN Ha PETPOAYKTUBHOM U TIPOIYKTUBHOM YPOBHE;

- TECTOBBIC 3aJlaHWs Ha 3a4eT MO BCEM pazjeliaM JUCIUIUIMHBI, B TOM YHUCIIE
U3YYEHHBIM CaMOCTOSITENIBHO.

PazpaGoTannbie KOHTPOJUPYIOIIME MaTEPHAIbI IO3BOJISIOT OIICHUTH CTENEHb
YCBOCHUSI TEOPETUYECKUX M MPAKTHUECKUX 3HAHUH, MPUOOpPETEHHbIE YMEHUS U BIAJICHUE
OTBITOM Ha PENPOJYKTUBHOM YpOBHE, KOTHUTUBHBIE YMEHHUS Ha MPOJYKTUBHOM YPOBHE U
CIOCOOCTBYIOT (OPMHUPOBAHUIO OOMICKYJIBTYPHBIX M OXHUAAEMBIX MPO(ECCHOHATBHBIX
KOMIIETEHIIUM CTYJIEHTOB.

Pyb6eoicuviii  konmpons TpeaycMaTpUBaeT OIICGHKY 3HAaHWH, YMEHUW W HaBBIKOB
CTYJICHTOB IO MPONJACHHOMY MaTepuagy MO JAaHHOW JHUCLUMIUIMHE HAa OCHOBE TEKYIIMX
OLICHOK, TIOJIyYeHHbIX UMHU Ha 3aHATHUAX 3a BCe BUBI paboT. B xone pyOexHOro KOHTpOJIs
UCIOJIb3YIOTCS CJIEIYIOLIME METO/IbI OLICHKU 3HAHUMA:

- YCTHBIE OTBETHl, MHChbMEHHBICE paboThl (pedeparbl, KOHTPOJBHBIE), OIIEHKA
BBITIOJTHEHHSI CaMOCTOSITETTLHOW pabOThl CTYACHTOB: padoTa C TIEPBOMCTOYHUKAMH,
pedepaTuBHasl.

IIpomedsicymounsiti KOHMpPOAL TIO PE3YJIbTaTaM CEMECTPA M0 JUCLUIUIMHE IPOXOJIUT B
dopme 3auéra.

6.2. OeHo4YHbIE CPEICTBA
O3HaKOMUBIIUCH C TEMAaTHYECKUM IUIAHOM H3YYEHHs JUCHUIUIMHBI, 00ydarommecs

00s13aHbl NPUCTYNUTH K MOJ00OPY MCTOYHUKOB M JIUTEpPATypbl. PekoMeHIyeTcsi cHavaiia
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U3y4aTh UCTOYHUKH, a 3aT€M 00ILKE TOCOOUS MO KaAPOBOMY AEJIONPOU3BOACTBY U CTaThU
10 OTJEIbHBIM KaJAPOBBIM JECHCTBUSM.

3amaHus AJi1 CaMOCTOSITENIbHOM paboOThl JaHbl B pasjiesie, MOCBSIICHHOM TeMaTHKe
CEeMHMHApCKUX 3aHiaTuM. lIpenomaBarens Ha 3aHATUAX DPOBOAMUT YCTHBIM ONPOC U
IIPOBEPKY NPEICTABICHHBIX JOKYMEHTOB.

[Io uroram wW3y4deHHs] IUCLUUIUIMHBI HEOOXOAMMO OQOpMHUTH pedepar, CTPyKTypa
KOTOPOI'O BKJIFOYACT 3JIEMEHTBI: TUTYJIBHBIA JIMCT, COACPXKAHUE, BBEICHUE, OCHOBHAs
4acTh, 3aKJIIOUEHUE, CIIMCOK HCTOYHUKOB U Jureparypbl. CcpUlkM B pedepare He
o0si3aTeNbHBl, HO BCE OCTajJbHBbIE CTPYKTYpPHBIE YacCTH JOJDKHBI COOTBETCTBOBATh
NpeIbsIBIsEMBbIM K MUCbMEHHBIM paboTam TpeGoBaHusiM. O0beM pedeparta ot 10 1o 15
CTPAHHMII.

[lo wuroram u3y4eHHs IUCLMIUIMHBI OOYYarOIIMMHCS JOJDKEH OBITh O(QOpMIEH
WHCTPYKTUBHO-METOIMYECKUA JTOKYMEHT B Buae MHCTpykumu 1o KaapoBOMY
nenonpou3BoAcTBy. IIpoekT odopmisercs B COOTBETCTBUM C TpeOOBAHUSIMU
3aKOHOJIATEIbHBIX, HOPMATUBHO-NPABOBBIX aKTOB W  OPraHU3alMOHHO-TIPABOBBIX
JOKYMEHTOB MPEAIPUATHUS, PYKOBOJCTBYSCh OJYYEHHBIMH HA 3aHATUSAX 3HAHUSAMH.

HUroroBass OLIEHKAa 3HAaHUU BBICTABISAETCA C YYETOM YCTHBIX  OTBETOB,
NPEJICTABJICHHBIX MPOEKTOB JOKYMEHTOB, MO pe3yibTaTaM paboThl Ha CEMHHApPCKHUX
3aHATHUSX, TPpoeKTa MHCTpyKIMH 1O KaJpOBOMY AEJIONPOU3BOACTBY U pedepara.

6.2.1. IIpumepsbl TECTOBBIX 3aaHUI (CUTyaIHid)
TecTsl 17151 CaMOTIOArOTOBKH

1.OcHoBHbIE TpeOOBaHUS K OPOPMIICHUIO KaIPOBOM TOKYMEHTAlMK B OpraHU3AlNU
MPEAbSIBICHBIL:
1) TpynoBbeiM KoieKkcOM PO
2) YcTaBoM opraHu3aiuu
3) Ircaoy
4) UHcTpyKuuMe no KagpoBOMY JA€JI0NPOU3BOACTBY

2. HopmaTuBHbI# akT, 00s3bIBatONUi paboToaTeNsl JOKYMEHTHPOBATH TPYIOBYIO
NeATEeIbHOCTh pabOTHHUKA. . .
1) Pacniopsixkenue [IpaButensctBa PO ot 23.04.1992 Ne781-P «O xpanenuun
JOKYMEHTOB I10 TUYHOMY COCTaBY»
2) Tpynosoit koaekc PO
3) [loctanosnenue IIpaButensctBa PO ot 16.04.2003 No225 «O TpynOBBIX KHUKKAX)
4) IocranoBnenne Muntpyzaa P® ot 10.10.2003 Ne69 «O06 yTBep>KIeHUU UHCTPYKLIUH
0 3aIIOJIHEHHUIO TPYAOBBIX KHHKEK)

3.IIpaBoBO# aKT, NEPEUUCIISIONINA BUIbI JOKYMEHTOB, ITPEAOCTABISEMbIX PU
3aKI0YEHUHU TPYAOBOTO JIOTOBODPA. ..
1) YcraB opranuzanuu
2) IIpaBusia BHyTpEHHETO TPYAOBOTO PACIIOPsIIKA OpraHU3aluu
3) [onoxkeHue o nmepcoHane opraHu3aluu

11



4) TpynoBoii kojaekc PO
4. HeobxonuMocTh 0(opMIICHHE TUYHBIX Je]1 pa0OTHUKOB periiaMeHTHPOBaHa!
1) OKY I
2) OcHOBHBIMHU IIPaBHJIAMU PabOTHI ApXUBOB OpraHU3alUN
3) [IpaBunaMu BHYTPEHHETO TPYAOBOIO pacropsiika
4) [lepeuHeM TUIIOBBIX YNPABICHUECKUX JTOKYMEHTOB, 00pa3yroMMuXcs B
JEeSATENBbHOCTH OpraHu3aluil, C yKa3aHueM CPOKOB XpaHEHUS
5. TpyoBbI€ IEHCUH YCTAHABIMBAIOTCS U BHIIIAYUBAIOTCS B COOTBETCTBUM. .
1) @3 «O rocygapcTBEeHHOM MEHCUOHHOM oOecrieueHnuu B PDy»
2) @3 «O TpynoBbix neHcusx B POy
3) @3 «O Berepanax»
4) @3 «O0 00s13aTE€TLHOM IEHCUOHHOM CTpaxoBaHuu B POy
6. [lopsinok oopmiieHus1, BEICHHS U XpaHEHUS TPYJAOBBIX KHUKEK, BKJIaAbIIIEH B
HUX, JyOJIMKATOB TPYJOBBIX KHIDKEK PErjiaMeHTHPOBAH. ..
1) Tpynoeim Konekcom PO
2) YroJIoBHBIM KOjicKcoM PD
3) lloctanosnenue IIpaButensctBa PO ot 16.04.2003 Ne225 «O TpymnOBBIX KHUKKAX,
[TocranoBnenne Muntpyaa P® ot 10.10.2003 Ne69 «O6 yTBepK1€HUN UHCTPYKIIHH
I10 3aIIOJIHEHHIO TPYAOBBIX KHHKEK)
4) NHcTpyKUKEN 1O KaJpOBOMY JIE€JIONPOU3BOJICTBY OpraHU3aALNH
7. JloKyMeHTBI, IpeAbSBIIIEMbIE IIPU IIpUEME Ha padoTy:
1) TpynoBas KHMKKA, JOKYMEHT, YAOCTOBEPAIOIINN JTUUYHOCTD
2) TpyioBast KHUXKKA, JOKYMEHT, yIOCTOBEPSIIOIIUI JIMYHOCTD, JOKYMEHTBI BOMHCKOTO
ydera, TOKyMEHT 00 00pa30BaHNU, CTPAXOBOE CBUIETEILCTBO IOCY1aPCTBEHHOTO
IIEHCHOHHOTO CTPAXOBaHUs
3) TpyaoBasi KHMXKKA, IOKYMEHT, yJIOCTOBEpsitounil inmuHocts, MTHH, cipaBky o
COCTOSIHMH 310POBBS
4) TpyioBas KHM>KKa, IACHIOPT, TOKYMEHTHI BOMHCKOT'O y4€Ta, XapaKTepUCTHUKA
8. Ilpu oopmiteHnH TpyAOBBIX TPABOOTHOLIECHHUH 00s13aTEIbHBIM IOKYMEHTOM,
perJaMeHTHPYIOIIUM 00sI13aTeNIbCTBAa CTOPOH, SIBIISIETCS:
1) 3asBneHuE o pueme Ha padoTy
2) KOJUIEKTUBHBIN JIOTOBOP
3) TpyAOBOE COTJalIeHUE
4) TpynoBOM AOTOBOP
9. CTpyKTypa KaapoBOM TOKYMEHTAIIUU BKJIIIOUAET B CEOSI:
1) mpukassl 10 OCHOBHOM AESATENBHOCTH
2) npuKasbl 0 AAMUHUCTPATUBHO-X035CTBEHHOU JEATENBHOCTH
3) nmepenucky ¢ BHIIECTOSIIEH OpraHu3alneit
4) npuKassbl O TUYHOMY COCTaBY
10. JloxymeHT, ycTaHaBIMBAIOLIUI NOPSA0K 00paOOTKU MEPCOHANBHBIX JaHHbBIX,

Ha3bIBACTCA

1) Tpy10BBIM IOTOBOPOM
2) nepeyHeM KOH(MUIEHIIMATBLHON HH(POpMAIIUH
3) [HonoxenueM o 3alUTe MePCOHATBHBIX TAHHBIX

4) ITonoxxeHuemM o iepcoHasne
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11. PaGoTHHK, HA KOTOPOTO OPOPMIISIETCS TUYHOE AEJI0, MPECTABISET
COOCTBEHHOPYYHO 3aITOTHECHHYIO
1) mpocrOy o mpueme Ha paboTy
2) BBINIUCKY W3 MPUKa3a 0 MpueMe Ha paboTy
3) 6uorpaduro
4) aHKeTy WJIU JIUYHBINA JIUCTOK MO YUYETY KaJIpOB
12. Jonyckaercs opopMiIeHHUE PACTIOPSIIUTENbHBIX JOKYMEHTOB MO JTUYHOMY
COCTaBY HE MO0 YHUPUIIUPOBAHHOU (hopme npu
1) u3zmeHeHuun OUOrpaPUUECKUX TaHHBIX
2) 3aKJII0YeHUH TPYAOBOrO JOTOBOPA C UCIBITATEIbHBIM CPOKOM
3) pacTop:KeHUH TPYyAOBOrO IOTOBOpa
4) mpenocTaBl€HUHU OTIyCKa
13. Bu3bl, Kakux JOJKHOCTHBIX JIUII, BKJIIOUYAET B ce0s1 peKBU3UT «COTrIacoBaHO»
IPU 3aKII0YEHUN TPYAOBOTO JI0rOBOpa MpH Npueme Ha padboTy?
1) pykoBoaUTENS CTPYKTYPHOT'O HOIPA3AEIECHUS, FOPUCTA, CIIELUAIMCTOB OT/IEIa KapOB
2) BU3 HE HY>KHO
3) pyKOBOJUTENS CTPYKTYPHOTO OAPA3ACICHUS
4) ropucra
14 Kakuie TOKyMEHTBI, pErIaMEHTUPYIOT YIIPABICHHUE MEPCOHATIOM OpTraHU3alu ?
1) mpukassbl 10 TMYHOMY COCTaBY
2) TpyJAOBbIE KHUXKKU COTPYTHUKOB
3) Au4HbIE AeNa COTPYAHUKOB
4) opraHu3alMOHHO- IPABOBBIE JOKYMEHTHI OpraHu3aIuu
15. Kakoi TOKyMEHT, perinaMeHTHPYET NOPSIA0K OPTaHU3ALUN U IIPOBEICHUS
aTTecTallly nepcoHana?
1) ITonoxxeHnue o mepcoHase
2) [lonoxxenue o0 aTTecTalluy NepcoHana
3) rpaduk mMpoBeACHUS aTTECTAIIUU
4)Y craB npeanpusTUs
16. Y4eTHBIM KaJIpOBBIM IOKYMEHTOM SIBJISIETCH. . .
1) nucbMo-nipUriamnieHre Ha padoTty K Apyromy paboTo1aTesnto
2) U3BEUICHUE C MPOCKOON IBUTHCS JJIsI 03HAKOMIICHHUSI C IPUKA30M
3) AMYHOE AENI0 COTPYTHUKA
4) npencTaBieHUE O MOOLIPEHUN
17. CkoJIbKO BPEMEHH JIOJKHBI XPAHUTHCS JTUYHbIE J€J1a PYKOBOIUTEEH
opraHu3zanuu?
1) moctosiHHO
2) 50 met
3) 75ner
4) onpenensieT KaApoBbId paOOTHUK
18. KTo npyHMMAaET penieHue o BbICICHUH KaAPOBbIX TOKYMEHTOB K
YHUUTOKECHUIO?
1) HavanbHUK OT/AENa KaJIpOB
2) IUPEKTOP MO NEPCOHATY
3) pyKOBOJUTENb OpTraHU3alUN
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4) skcriepTHasE KOMUCCHS
19. KTo noanuceiBaeT BHYyTPEHHIOK ONUCH JOKYMEHTOB Jiefa?
1) cocTtaBuTEH
2) paOOTHHK CITy>KObI TOKyMEHTALIHOHHOTO 00eCIIeYeHHUSI
3) MHCIIEKTOp OT/IENa KapOB
4) apxuBHUCT
20. Beibepute UCTUHHOE YTBEPKICHHUE:
1) nena npuka3zoB MO JUYHOMY COCTaBY IMOJUIEKAT MOJTHOMY O(QOPMIIEHUIO
2) nena npuKa3oB MO JJUYHOMY COCTaBy MOJJIEKAT YACTUYHOMY O(POPMIIEHUIO
3) nena npuKa3oB MO JUYHOMY COCTaBY MOJIEKAT 0(OPMIICHUIO B 3aBUCUMOCTH OT CPOKa
XpaHEeHHUSI
4) nena npuKa3oB IO JUYHOMY COCTaBYy HE MOJUIEKAT 0(OPMIICHHUIO
21. [locTosIHHOE XpaHEHHE KAAPOBBIX JTOKYMEHTOB JOKHO OCYILECTBISATHCS:
1) mpu NOCTOSIHHOM €CTECTBEHHOM OCBEIICHUU
2) B TEMHOTE
3) B CyXOM BO3yX€ NP MOCTOSHHON BEHTUJIALIUN
4) 0co0BIX TpeOOBAHUM HET
22. [IpoBepka HAJIMYUSL U COCTOSIHUSI JOKYMEHTOB OCYLIECTBIISETC:
1) He pexxe ueM OJIMH pa3 B MSTh JIET
2) eKeroJiHO
3) 1o Mepe HeOOXOIUMOCTH
4) Mo KeNaHUI0 apXUBHOTO PaOOTHUKA
23. Bpl rOTOBUTE K IIEpPEAAUE B APXUB JI€NIa IPUKA30B M0 JJUYHOMY cOcTaBy. B xone
00paboTKH y3HaeTe, yTo Bam nanekuii npeAeCTBEHHUK HE pa3Aesisil B
JEIOMPOU3BOACTBE MPHUKA3bI IO IMYHOMY COCTaBY JIOJITOBPEMEHHOTO U KPATKOCPOUYHOTO
cpokoB xpaHeHus. Bece aena chopmupoBansl 06€3 yuera IIUTEIbHOCTA XPaHEHUS
JNOKYMEHTOB. Baim nencrBus:
1) nepedopmupyto 1ena B COOTBETCTBUM CO CPOKAMH XPAHEHUsI, COCTABIIIO HOBBIC
BHYTPEHHHE OIUCU
2) nepedopMHUpYIO Jie1a B COOTBETCTBUH CO CPOKAMU XPaHEHUs, IEPEHYMEPYIO TPUKa3bl
0 MOPSAKY, CIIeTa0 MOMETKHU B PETUCTPALIMOHHOM >KypHAaJie, COCTaBII0 HOBBIC
BHYTPEHHHE OIUCU
3) Oyay oO6pabaThIBaTh Jieia B TOM BUJIE, KaK OHU C(DOPMUPOBAHBI
4) ne Oyay HUYETO JENaTh C yKe CPOPMUPOBAHHBIMH JIEITAMHU, & MOCIEIYIOIIEe
dbopMupoBanue aen Oyay BECTH B COOTBETCTBUU C TPEOOBAHUSMU IO CPOKAM XPAHEHUS

6.2.2. KoHTpOJIbHBIE BONIPOCHI A5l IPOBEICHUS TEKYLEero KOHTPOJIA
6.2.3. TemaTuka 3cce, pepeparoB, npe3eHTALUI

1. 3HaueHne KagpPOBOU TOKYMEHTALIUHA B OpraHU3alUU.

2. CucremaTu3anus U XpaHEHNE KapOBOU TOKYMEHTAUU.
4. CoctaB KagpOBOM JOKYMEHTALINH.

5. KazipoBbie KapTOTEKH.

6. JIoKyMEHTBI 110 TUYHOMY COCTABY.

7. JoxyMeHTBI, 0hOpMIISIOIINE TPYAOBbIE OTHOIIICHHUS.
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8. TpyaoBoii 10roBOp U TPYIOBOM KOHTPAKT, COAEPIKAHUE, ITOPSIOK 3aKIIOUCHUS,
OCHOBHBIE OTJINYUS.

9. IOKyMEHTUPOBAHKE IBUKEHUSI KaJAPOB.

10. Yauduxamus kaapoBbIX JOKYMEHTOB.

11. TpynoBble KHKKHA PaOOTHHKOB.

12. JInynble Aena COTPYAHUKOB: COCTaB, GOPMUPOBAHUE U XPaHEHHE.

13. CnenuanbHas JOKYMEHTAIUs KaJpoOBOMl CIIy>KOBI.

14. CocTaB u Ha3HaAYEHNE JOJKHOCTHOW HHCTPYKIUU.

15. Opranuzanus paboThl KaAPOBBIX CIY>KO C MUChbMaMU U 0OpaIIeHUsIMU TPaXKIaH.
16. JIoOKyMeHTBI AJi1 BHYTPEHHETO MOJIb30BaHUs, pa3pabaTbiBaeMble CITYKOO0W yIIpaBIeHUs
MEPCOHAJIOM.

17. JokyMeHTBI O MaT€pUaJIbHON OTBETCTBEHHOCTH.

18. Cpoku XxpaHeHUS KaAPOBBIX JOKYMEHTOB.

19. lucuuninHapHble B3bICKaHUS U TIOOIIPEHUS: TOPSA0K 0(OPMIICHHUS.

20. JIokyMEeHTHpPOBAHHE OIEHKH JESITEILHOCTH MEPCOHAaa.

21. KoHTpoJIb UCTIOTHEHUS KAJAPOBBIX JOKYMEHTOB: Ha3HAUEHUE, BUJIbI, (POPMBI.
22. OdopmiieHne Komuii TOKYMEHTOB.

23. IloaroToBka JieJ K apXMBHOMY XPaHEHUIO.

24. IlpaBuna nepenaydu €7 B apXUB.

25. ApXUBHOE XpaHEHHE.

6.2.4. Bonnpocsl K 3a4eTy 10 JUCHHUIIMHE
1. [ToHsATHE KaIPOBOTO AEIONPOU3BOJICTBA.
2. T'ocypapcTBEHHOE pEryJIupoBaHUE KaJpOBOro JEI0NPOU3BOACTBA.
3. PernamenTanus odpopmiieHust KaapoBbix JokyMeHTOB B 'OCTax, yHUPHUIIMPOBAaHHBIX
CUCTEMax JOKyMEHTAIM, KITaCCU(PUKATOPaX TEXHUKO-3KOHOMUYECKOHN U COIIMAIbHOM
undopmaruu, 'CHOY.
4. CoBpeMeHHas perjamMeHTalus Co3JaHus KaJpoOBbIX JOKYMEHTOB Ha YPOBHE
MUHHUCTEPCTB U BEJIOMCTB.
5. IHCTPYKTUBHO- METOANYECKUE MaTEPUAJIbl IPEAIIPUITUNA U OPraHU3alUi 110 CO31aHUI0
1 0(pOPMIIEHUIO KAJPOBBIX JOKYMEHTOB.
6. Paznuuusa Mexxy UHIMBUAYaTbHBIM TPYIOBBIM JOTOBOPOM U I'PaXAaHCKO-IIPABOBBIM
JIOTOBOPOM.
7. PacniopsiauTenibHas KaApoBast JOKYMEHTALUsI, BUJIbI U IPABUJIA COCTABJICHUS U
oopMIIEHUSI.
8.JIndHOe Aes0 COTPYyIHUKA, TpeOOBaHUS K €r0 0(hOPMIICHHIO.
9. PaboTa xaapoBo# Ci1y»KOBbI 110 00ECTIEUYEHUI0 COXPAHHOCTH TIEPCOHATBHBIX JJAHHBIX
paboTHUKOB, [lo0%eHe 0 3aIMTe MEePCOHANBHBIX JaHHBIX, COTJIacke pabOTHUKA 32
00pabOTKy M UCIIOJIb30BaHUE €r0 MEPCOHATBHBIX JaHHBIX.
10. YauduuupoBanHueie GopMbI JOKYMEHTOB 10 YYETY U UCTIOIb30BAHHUIO pa00OYEro
BpeMeHU. MeToibl yueTa UCIO0JIb30BAaHHOTO padovero BpeMeHH!.
11. Iopsiox odpopmileHHsS TOKYMEHTOB, YOCTOBEPAIOIINX BPEMEHHYIO
HETPYJI0CIOCOOHOCTb.
12. HomenknaTypa z1es1 KaapoBOro noapasaeiieHus.
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13. Cpoku xpaHeHus: KaJpOBbIX JOKYMEHTOB. OCOOEHHOCTH pabOThl ¢ JOKYMEHTaMH
KPAaTKUX CPOKOB XPAHEHUS.

14. ®opMupoBaHuE A€ U ONEPATUBHOE XPAHEHHUE KAJAPOBBIX JOKYMEHTOB.

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

16.TpeboBaHus apXUBHOTO 3aKOHO/IaTEIbCTBA K 00ECIIEYEHUIO COXPAHHOCTH JOKYMEHTOB
I10 JIMYHOMY COCTaBY.

17. YnpaBienne apXuBHbIM XpaHEHUEM JOKYMEHTOB.

18. IIpaBuna 3amoMHEHN U XPAaHEHHUSI TPYAOBBIX KHUKEK.

19. [TakeT OKYMEHTOB NPH MPOBEICHUH OLICHKH IEPCOHAIA.

20. [lepevyeHb TOKYMEHTOB U OPAJIOK UX O(POPMIIEHHS HA HArpa)KJA€HUE OTPACIEBbIMU U
roCyJ1JapCTBEHHBIMU Harpajaamu.

6.2.5. IlpumepHasi TeMaTHKAa KYpPCOBBIX padoT

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

7.1. OcHOBHAas JIUTEpaTypa

1. Ky3nenoBa, T.B  KangpoBoe nenonpousBoictBo [Tekcr] : TpaaulMOHHBIE U

aBTOMATU3MPOBAHHBIE TEXHOJOTMU: Yy4eb. mms By3oB: [rpudp YMO] / T. B.
Kysnenona. - M. : U]l MDU, 2011. - 344 c. : mi. - ISBN 978-5-383-00624-5

2. T'appucon, P. Ympasnenueckuii yuer [Tekcr] / P. Iappucon, Hopun, 3., bptoap,
I1. ; ITep. ¢ anrn. M.A. Kapnuka. - 12-e m3a. - CII06. : TTutep, 2012. - 591 c. : um. -
(Knaccuka MBA). - ISBN 978-5-459-00935-4

7.2. lonoJiHUTeIbHASA JIUTEPATYypPa

1. ’KypasneBa, 1.B. )Kypasnesa, M.B. KanpoBuky — Bce 0 npukasax, KaApOBbIX U
HekanpoBeix. — M.: UHOPA — M, 2007. - 517c.

2. Kacpbsanoga, I'.}O. IlpueM u yBosibHEHHE paOOTHUKOB C YYETOM BCEX M3MEHEHUM
3akoHnoaatenbcTBa /Iloa penak. I'.FO.KacksiHoBoit (11-e u3z., nepepaboTaHHOE U JOI.) —
M.: ABAK,2010.-200c.

3. Opnosckuid, FO.I1. Ky3neunos, .JI. benuukas, N.5. Kopskuna, FO.C. Kagposoe
JEJOMPOU3BOACTBO (MpaBoBble OCHOBBI). IIpakTHueckoe mnocodue. /OTBETCTBEHHBIM
pelakTop JOKTOp Iopuauueckux Hayk, npodeccop FHO.II. OpnoBckuit. — M.:
KOpununueckas pupma «Kontpakr», 2009. — 239c¢.

4. Tpyxanosuu, JI.B. Ilyp, J.JI. CipaBOYHUK IO KaJpPOBOMY JAEJIONPOU3BOJICTBY.-
5-e u3x., mepepad. — M.: UznarensctBo «/lemo u CepBucy, 2007. — 608 c.

5. UykoBenkoB, A.IO. SuxoBas, B.D. IlpaBwia odopmiieHus J0KYMEHTOB:
Kommentapuii k TOCT P 6.30 — 2003 «YHubuUnupoBaHHbIE CUCTEMBI JOKYMEHTAIIHH.
YuudunmpoBanHas cucCTeMa OPraHU3alMOHHO-PACTIOPSIUTEIFHON  JOKYMEHTAIIHH.
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TpeboBanus k 0OPMIICHUIO JOKYMEHTOBY». — 2-€ U3/l., nepepad. u gon. — M.: TK Benowu,
N3n-Bo Ipocnekr, 2005. — 216¢.

9.3 UnTtepHeT — pecypchl: IOpUANYECKas MpaBoBas cucteMa — ['apaHr;
opuandeckas rnpasosas cucrema — Koncynsrant Imroc.

7.3. llepuoanyeckue u3IaHusl
Kypnan «YnpasieHue rnepcoHaaom

7.4. UnTepHeT-pecypcehl

1.  DnexTpoHHBIE KypChl JEKIui, y4dyeOHbIE U METOAMYECKHEe MocoOus Ha
KOPIIOPaTUBHOM caiTe Kadeapbl COIUOJOTUH, NICUXOJOTMH U MpaBa B KOPIOPATUBHON
CETH YHUBEPCUTETA.

2. [Topran «ApxuBbl Poccun» [DnekTpoHHBIA pecypc]. DIEKTpoH. naH. — M.:
Pocapxus, 2001. — Pesxxum goctyna: http://www.rusarchives.ru;
3. Bceepoccniickuii Hay4YHO-UCCIEA0BATEIbCKUN HHCTUTYT JOKYMEHTOBEAEHUS U

apxuBHoro nena (BHUUJAJ) [DnextpoHHBI pecypc]. DnexkTpoH. paH. — M.:
BHUNJAL, 2010. — Pexxum noctyna: http:// www.vniidad.ru;

4. Odunmaneupii  caiit komnanuu «KoncynbTanT Ilmocy [DnexTpoHHBIN
pecypc]:  3akonHomarenbcTBO P®: KOOEKCHI, 3aKOHBI, YKa3bl, MOCTAHOBJICHUA
npaButTenabcTBa PO. Dnektpon. nan. — 1997. — Pexxum nocryna: http://www.consultant.ru.

Nudopmarnmonno-npaBoBoit  mopran  «l'apant»  [DnekTpoHHBIH  pecypc]:
3aKOHOAATENbCTBO (KOJEKCHI, 3aKOHBI, YyKa3bl, MOCTaHOBJIeHUA) P®, aHanmuTHKa,
KOoMMeHTapuu. OnekTpoH. aaH. — M.: HIIII «"TAPAHT-CEPBUC-YHUBEPCUTET»,
2010. — Pesxxum noctyma: http://www.garant.ru/

7.5. MeToauyecKkue yKa3aHusl M MaTepHaJIbI 10 BUAAM 3aHATHH

Texymas camocTtosTenbHas pabota o aucuuruinHe «KaapoBoe 1e10mpon3BoICTBO
U apXUBBI JIOKYMEHTOB I10 JUYHOMY COCTaBY» HaIpaBlieHa HA YIIIyOJICHHE U 3aKperieHue
3HAHW, Ha pa3BUTHE MPAKTUUYECKUX YMEHUN U BKIIIOYAET TaKue BUIbI padoT:

— paboTa ¢ JEeKIMOHHBIM MaTePHUAIOM;
— paboTa C pPEKOMEHIOBAaHHOW JMTEPaTypoll TMpH TMOATOTOBKE K MPAKTUYECKUM
3aHITHSM;
— TMOJTrOTOBKA K KOHTPOJIBHBIM paboTam;
— MOUCK W 0030p JUTEepaTypbl M OHJIEKTPOHHBIX HMCTOYHUKOB HHPOPMALMKU IO
WMHJMBUTyaJIbHO 3a/IaHHOM TTpo0siemMe Kypcea,
— omepexaromias caMocToATeIbHas paboTa,
— H3YyYEeHHE T€M, BBIHECEHHBIX Ha CAMOCTOSTEIbHYIO MPOPAOOTKY
— TMOJTOTOBKA K 3a4eTy.
— PexoMenmauuu no opopmiieHUI0

— KontponpHass pabora wusnmaraeTcss Ha CTaHAApTHBIX Jmctax dopmara A4 (s
CTYJICHTOB 3a04HO¥M (HOpMBbI OOyU€HHS) WM B DJIEKTPOHHOM BHJIE B TEKCTOBOM (haiine
tuna rtf umm pdf u B Bujie KOMIBIOTEpHOM Mpe3eHTAIUH.

— PaboTta momxHa COCTOATH U3 CIEIYIOMINX Pa3/IeIOB:

— BBeneHue: menu u 3aga4n pabOTHI, KpaTKas XapaKTepUCTHKA 00bEKTa,
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— PesynpraTel moucka M BBHIOOP KOMITBIOTEPHBIX CUCTeM (Wiu caiToB) nnsi Bamero
00BEKTa,

— AmHanuThuecKkas YacTb C ONHCaHWeM Ou3Hec mpolieccoB Bamiero o0bekTa (Wiu
pasJielioB caiiTa),

— Tabmuna c ¢aktorpadpuuecKuMu MaTepHalaMU XapaKTEPUCTUK CUCTEM (CTPYKTYpbI
pa3IMUHbBIX calToB). OnUcaHue KPUTEPUEB U METOJAUKHA CPAaBHEHUS CUCTEM (CalTOB),

— Pesynprar. OTO0 0OOCHOBaHHME BbIOOpa Jydmield cuctembl sl Bamiero oObekra;
(opMynupoBaHUEe MPEAJIOKEHUN 110 JOTOTHUTEILHOW aBTOMATU3alluK OU3HEC-TIPOIIECCOB
Ha Bamem o00bekTe ¢ KOHKPETHBIM YKa3aHHEM TeX KOHKYPEHTHBIX MpPEUMYIIECTB,
KOTOpBIE TOJYYUT OOBEKT MOcie BHEApeHMs] Bammx mnpeniokeHuil: CHUXKEHHE 3aTpar
pa3IMYHbI PECYPCOB, MOBBIIICHUE KAYECTBA yCIYT, MPUBICYCHNE HOBBIX KIHEHTOB.

— BreIBoabI: KpaTkue UTOTH (Pe3yJIbTaThl) PabOTHI.

— CHHCOK HCIOJIb30BAHHOM JIMTEPATYPbI U HHTEPHET PECYPCOB.

— O06bem pabotsl He orpanndeH. O0buHO 310 12 — 20 crpanun hopmarta A4 mpudTom
No 12, Ho He MmeHee 8 crTpanun u 15- 20 cnaiIoB KOMIBIOTEPHON mpe3eHTauuu. s
Ha3BaHue (Qaiina, comepkamero padoTy, cielyeT HCHOJIb30BaTh (HaMUIMIO CTyJEHTa U
HOMEP Y4EOHOMU IPyIIIBI.

— PaboTsl, 00beMOM cBbITIIEe 12 CTpaHUIl, OMYCKASTCS MPEICTaBISITh HA KOMIIAKT-IHUCKE.
[Tpu >TOM Ha OymMakHOM HoOcHTene OGOPMIISIETCS] TUTYJIBHBINA JIUCT, BBEACHHUE, CBOTHAS
aHanuTU4eckas Tabnuia, BBIBOAB W mpemnoxkeHus. Juck mnomnuceiBaercs (PUO
CTyIEeHTa, TpyIa, TeMa paboThl) U BKJIAAbIBAETCS B KOHBEPT, IPUKJICCHHBIN K MOCIeIHEN
cTpanuue pabOoTel. i mpeaBapUTEIbHOIO MPOCMOTPA M PELEH3UPOBaHUS pPaboOTy
clieqyeT mepeciaTb — IPENoJaBaTeli0 Ha aJpec ero 3JeKTpoHHOH mnoutkl. [locne
onoOpeHHsl TpernojaBaTesneM, paboTa craaercs npenoaasarento. PesynbraTom
MOJIOKUTENBHOU OTleHKH paboThI siBisieTcss 3AYET.

7.6. IIporpammHoe obecrieueHmne
1. Adobe Master Collection CS 6

2. MS Windows Bepcuu XP, 7,8,10
3. MS office professional plus 2007 MS office professional plus 2010
4. Tapant
5. Koncynbrant +
6. Cucrema Jlemo 8.5
8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYHEHUE JTUCHUIIJINHBI
MOAYJIs)

KomMrmibroTepHbie KI1acChl, MyJIbTUMEIUIHOE 000pYyI0BaAHHKE.

[TpaBoBas cucrema «Kouncynprant [ntoc» (unum «"apanTy).

Jlnst OocBOEHHMSI NaHHOM JUCHUIUIMHBI HEOOXOAMMO CIIEAyIoIlee TEeXHUUYECKOoe
OCHAIIIEHHE:
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- MYJTBTUMEIUMHBIN MPOEKTOP, TOAKIIOYCHHBINH K MEPCOHATBPHOMY KOMIBIOTEPY B
JOKaJIbHOH ceTu (pabouee MecTO MperoaaBarenss U padoyee MECTO AJisl AEMOHCTpPaluu
MpEe3eHTAlUNA CTYJEHTaMM),

- pabouue CTaHIMK AJISl CTYIEHTOB - IEPCOHAJIbHBIE KOMITBIOTEPHI C MIPOLIECCOPOM
He Hike Pentium 4 u onepaTuBHOIM namsaThio HE MeHee 3 Gb,

- GPS nHaBurarop ¢ pyccuduimpoBaHHon kapToi Poccun ¢ aBTOHOMHBIM MUTAHUEM
U pa3MepoM 3KpaHa He MeHee 4 JII0MOB, HHTEPHET-PECYPCHI.
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Ilpunoscenue 2

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

Ha 20 -20  y4.rox

B pabouyto mporpammy y4eOHOM TUCITUTIIIMHBI BHOCATCS CIIEAYIOIINE H3MEHEHUS

.
5

.
>

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

(HaMMeHOBaHME)
[IpoToxos Ne OT«__ » 20 T
Ucnonuurens(n):
/ / /
(omKHOCTB) (moamuce) (®.11.0.) (mara)
/ / /
(IODKHOCTB) (moamucek) (®.1.0.) (nara)
3aBenyrommii kKadeapon
/ / /
(nanmeHoBaHKe Kadeapsbr) (moamucek) (©.11.0.) (mara)
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