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1. IacmopT ¢oHaa OLEHOTHBIX CPEACTB

1.1. O6aacTh NpUMeEHEHU

@DOHJI OLEHOYHBIX CPEACTB JUIA IPOBEACHMS TEKYIIEro KOHTPOJS M IPOMEKYTOYHOU
arTecraiuu obydaromuxcs (nasee — DOHI OLEHOYHBIX CPEJICTB) IPENHA3HAYEH IJIs MPOBEPKHU
pEe3ylIbTaTOB OCBOSHHUS MUCHHMIUIHHBI «OpraHusanus TEKyIIEro XpaHEeHWs TOKYMEHTOB» IIO
OCHOBHOM TIporpamMMe JOTOJHUTENHFHOTO NPO(ECCHOHATBHOrO 00pa30BaHUs II0 HNOJDKHOCTH
ciryxamtero 21299 «Jlenomnporu3BoIUTEID .

Jucrmmmna«Opranu3anys TEKYIIEr0 XPaHEHHS TOKYMEHTOBMH3ydaeTcsl B TEYeHHe 2
Henesnb. @opma aTTecTalluu: 3a4erT.

DoHI OLEHOYHEIX CPEACTB MO3BOJSET OLEHHTH JOCTHKEHHEOOYJAIOIMMHCIOOIHMX H
IpodheCCHOHANBHBIX KOMIICTCHLIUH:

O6mue komnerenuuu (OK):

OK 1. IToHHMAaTh CYyIIHOCTh M COLMAIBHYK 3HAUMMOCTH CBOeH Oymymel mpodeccuu,
IPOSIBJISITH K HEH yCTOWYHMBBIN HHTEPEC,

OK 2. OpraHuW30BBIBaTH COGCTBEHHYIO NESATENHLHOCTH, OMPENENSTh METOIBI M CIOCOOBI
BBITIONTHEH U MPO(PECCHOHATBHBIX 3aa4, OLICHUBATH UX d(QPEKTUBHOCTD U KaIeCTBO;

OK 3. Pemarp 1mpo6empl, OLEHMBAaTh PHCKM M IPHHAMATH PEIICHHS B HECTaHAAPTHBIX
CUTYaIUsX;

OK 6. Paborarsh B KOJUIEKTHBE M KOMaHIE, OOECIIEUMBaTh €€ CIUTOYeHHe, dPGPEKTHBHO
06IIaThCs ¢ KOJUIEraMy, PyKOBOICTBOM, IOTPEOUTETISIMH,

Ipodeccuonanpubie komnerenuuu (I1K):

[1K.02 T'OTOBHOCTH K BBINOJHEHHIO JOJDKHOCTHBIX OOS3aHHOCTEH IIO OCYIIECTBICHUIO
JesTeNbHOCTH B cepe Tpyna: paspaboTka NOKYMEHTAlM| OpraHu3aliy; BeACHHE JOKYMEHTAIUH,
CHCTeMAaTH3allis U aHaIM3 JOKYMEHTO0OOpOTa; IPUMEHEHHE HOPMATHBHBIX IIPABOBBIX aKTOB H
METOIMUECKUX PEKOMEHIalliH; oOecIiedeHre KauecTBa BeICHHs IeIIONPOU3BO/ICTBA,

[IK.04 CrocoGHOCTh HCIIONB30BATH MONy4YEHHblE 3HAHHS B IPaKTHYECKOH pabote:
CHCTEMATH3MPOBATh U AHAIM3UPOBATH HOPMATHUBHBIE TPEOOBAHMS K BEICHHIO NEIONPOU3BOICTRA.

B pesymbrare  W3ydeHHA  IUCHUIUIMHBIKOpraHu3alds — TEKYMIEro  XPaHCHWS
JTOKYMEHTOB»O0 y4arOIUeCs TOJKHEI:

Hmerh npakTHYeCKUH ONBIT B BOIIPOCAX:

- pa3paboTka HOMEHKJIATypBI J€]l OpraH3aum;

- IPOBEpPKA MPABUIBHOCTH O(GOPMIICHHS JOKYMEHTOB M OTMETKA 00 MX HCIIOTHEHHH TIEPEN
uX (OPMUPOBAHEEM B JIEJIO IS MOCICAYIOIETO XPaHCHHS;

- opMyIIMpOBaHHE 3ar0JIOBKOB JIET ¥ OIPEIENCHHE CPOKOB UX XPAHEHHU;

- (hopMHPOBaHHUE JIET;

- KOHTPOIIb MPaBUILHOTO H CBOEBPEMEHHOIO PACIpE/EICHNs U IOJUIUBKA TOKYMEHTOB B
ziena.

Ymern:

- OpraHuM30BBIBaTH pabOTy IO Y4YeTy, XpaHCHHIO M IepeJade B COOTBETCTBYIOIIME
CTPYKTYPHBIE TIOPa3IeNICHHs JOKYMEHTOB TEKYIIETO JE0IPOU3BO/ICTBA;

- OCYWIECTBIIATH METOAMYECKOE PYKOBOICTBO JETONPOM3BOJACTBOM B OpraHu3alliy,
KOHTPOJIMPOBATH ITpaBUIbHOE GOpMHUPOBaHHE, XPAHEHUE U ClIady €Tl B apXHB;

- pa3pabarhIBaTh HOMEHKIJIATYPY JIEN CTPYKTYPHOTO OAPAa3IeTICHNA;

- UCTIONB30BaTh HOMEHKIIATYPY eIl IPH U3ydEeHUH CTPYKTYPBI OpraHHM3allkH, COCTaBICHIU
ONHUCEH JEII,

- OpraHW30BBIBATH pPaboTy MO (OPMHUPOBAHHUIO €I B COOTBETCTBHU C YTBEP)KICHHOH
HOMEHKJIATYPOH €] OpraHu3alliy;

- hOpMHpPOBATEH IOKYMEHTEI B JIe/a C YHETOM UX CIELU(UKH;

- CHCTEMATH3UPOBATE JIOKYMEHTHI BHYTPH J€fa;

- obecrieunBaTh COXPaHHOCTD ¥ 3aLUTY JOKYMEHTOB OpraHU3allly,;



- OpuMeHSTh HWH(OPMAIMOHHO-KOMMYHHMKAIMOHHbIE TEXHOJIOTMHM IIpH paboTe ¢
JIOKyMEHTaMH.
3HaTh:

- HOpPMAaTWBHBIE  [PABOBBIE  aKThl,  HOPMATHBHO-MCTOIMYCCKHE  IOKYMEHTBI,
TOCYJapCTBEHHBIE CTAHAAPThI, ONPEIENSIONIHE IOPSIOK MTOKYMEHTAlHOHHOTO —ObecredeH s
yIIpaBIEHHUS;

- BBl HOMEHKIATyp, obiie TpeOoBaHUA K HOMEHKJIAType, METOAHKA €¢ COCTaBJICHUA U
ohopmeHus;

- IIPaBMJIA COTJIACOBAHMsI HOMEHKIIATYPhI JeN ¢ BEJIOMCTBEHHBIME apXUBAMH U KCIICPTHOH
KOMHUCCHEH;

- TIpaBUJIA XPAHEHHUS TIeI, B TOM YHCIIE C IOKyMEHTAMH OIPaHWICHHOTO HOCTYTIa;

- IPaBHJIA BBIJAYH M UCIIOB30BAHUS JOKYMEHTOB H3 COPMUPOBAHHBIX JIEIL.

1.2. TlokazaTeu OLEHKH Pe3yIbTATOB 00y4deHHus

HaumeHoBaHHe
PesyabTaThl
Copeprxanne U CHUIIMHBI o0yueHust Bua xoHTpOIS A e
cpencrea/popma
(OK, IIK)
KOHTPOJIsSI
Tema 1 OK 1-0K 3,. OKé6. Texymmi [Tpoepxka
Cucremaru3alus IIK 2, TIK 4. BEITTOTHEHHBIX
JIOKYMEHTOB U 3aJaHui
bopMupoBaHue I€1
Tema 2. OK1-0K3,. OK6. Texymui [Iposepka
OmnepaTuBHOE XpaHEHHE [K 2, IIK 4. BBITIOJTHEHHBIX
JTOKYMEHTOB H JIell 3amaHui
Tewms! 1. - 2. OK 1-0K3,. OK 6. | IlpomexyTOYHEIH 3auer
ITK 2, ITIK 4.

2. 3agaHust IJIs KOHTPOJISl 4 ON€HKH Pe3y/IbTATOB
2.1. 3agaHus Ui TEKYIEero KOHTPOJIA

Tema 1. CucreMaTu3arus J0KYMEHTOB U (OPMHPOBAHHUE €I

ITpakTuueckoe 3ansitie Ne 1. PazpaboTka HOMEHKIIATYPBI JIEI.
Iean: V3yuuTh NOpsIOK pa3paboTKH HOMEHKIATYPBI el
3aganug:

- B rpage 1HJ] mpocTaBUTh HHIAEKCHI KaXIOr0 [ejia, BKIIFOYCHHOI'0 B HOMEHKIIATYpYy.

- B rpady 2 HJI BKIFOYHTH 3ar0JI0BKY 1€l (TOMOB, JacTel).

- B rpade 3 HOMEHKIIATYPBI JIeJT YKa3aTh KOIMYECTBO Je (TOMOB, JacTel).

- B rpabe 4 ykasarhb CpoK XpaHEHHs Jella, HOMEpA CTaTel MO IEpPedyHIO0 (THIIOBOMY,
BEJOMCTBEHHOMY), @ IIPH €r0 OTCYTCTBHUH - II0 THIIOBOH MIIM IPUMEPHON HOMEHKIIAType JIell.

- B rpade 5 zamonuuts "[Ipamedanue”

IMpaxTuyeckoe 3ansitue Ne 2. [IpoBeieHne SKCIEPTH3BI LICHHOCTH IOKYMEHTOB.

Hean: V3yunTs npaBuia MpoBEAEHHUS.
3aganus:

- 0TOOpaTh Ha YTHIM3AIHIO JIOKYMEHTBI, CPOK XPAHEHHUS KOTOPBIX HCTEK;

- IPOCMOTPETH MOJUIEKAIINE K YHUITOXKECHHIO JIOKYMEHTBI, 4TOOBI yCTAHOBHUTE UX [IEHHOCTH
M PEIINTh BONPOC O IEIeco00pa3HOCTH Iepefladd HX Ha XpaHEHME B MYHUIUNAIBHBIH,
roCyIapCTBEHHBIM HIIH B KAaKOW-THO0 MHOH CIIeNUaI3UPOBAHHBIN apXuB;

- 0TOOpaTh JOKYMEHTBHI, KOTOpble HE HMEIOT HH XO3SHCTBEHHOM, HU IMONUTHYECKOH, HH
HUCTOPUYECKOM IIEHHOCTH, KOTOpbIe OyIyT elle XpaHUTCs Ha BPEMEHHOM OCHOBE;

- oToOpaTh  JOKYMEHTBI,  KOTOpBIE  IIO[UIeKaT  yTHIM3alluM W [epeiade
CHELMATU3UPYIONIENCS Ha YHHUTOXEHUH U TTepepaboTKe BTOPCHIPhS OPraHu3allMy-TI0APSIIIUKY,
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- OLICHUTBH OCTABIIHECSA Ha XpaHCHHUH JOKYMCHTDI, YTOOBI YCTAaHOBHTE U CKOPPEKTHPOBATH

YCTAHOBJIEHHbIE PaHee CPOKH UX XPAHEHHS.

Tema 2. OnepaTHBHOE XpaHEHHUE NOKYMEHTOB U JET
IpakTudeckoe 3ansrue Ne 3. CocTaBleHHe BHYTPEHHEH OMUCH TOKYMEHTOB.
Iean: HayunThest COCTABIATh BHYTPEHHEN OIUCH JIOKYMEHTOB.
3aganus:

- Yka3aTth HauMEeHOBAHUE OIMMCH U JaHHBIE COTPYAHHUKA, JOKYMEHTHI JINYHOT'O ACJIa.

- VKa3aTh COIEPKUTCS Ha3BAHUE KOMIIaHUK-PabOTOIaTEls.
- ObopMHUTH CIHCOK JOKYMEHTOB OITHCH:

- HOMep JIOKyMEHTA I10 TIOPAAKY;

- JIaTa COCTABIICHUS U MTOJIIACAHNUS;

- HOMEp JOKyMEHTa;

- Ha3BaHME JOKYMEHTA;

- HOMEpa JIUCTOB JIENa;

- mpuMeyanust (yKazaTh KOIUS 3TO HJIM OPUTHHAI).

BHyTpeHHss ONUCh JIMYHOTO Jelia

Nen/m| WHpekc Hara 3aroiioBOK JOKyMEHTa Howmepa
JIOKyMEeHTa | JIOKyMEHTa JIMCTOB

[Tpumeuanue

Uroro JlokyMeHTOB
(urchpaMu U IPOITUCHIO)

KonmuuecTBO JIMCTOB BHYTPEHHEH OIUCH

(urdpaMu U MPOITHCHIO)
« _» 20_r.

/

IMpaxTudeckoe 3ansaTHe Ne 4. Ilonroroska 1ell K apXUBHOMY XPaHEHHIO
eas: Hayuntbes GopMupoBaTh feina i apXUBHOTO XPaHEHUS.
3ananue:

1. CocraBuTh 00moxkky nuuHoro nena paborHuka 3AO «O6wexr» Bopommnosa

KoncranTtuna ITeTpoBrya, KOIAYECTBO JIACTOB 135.
2. OnumuTe JOKYMEHTHI TIOCTOSTHHOTO ¥ BpDEMEHHOI'0 CPOKa XpaHEeHH.

3, XpaHeHI/IC el B TeKyLIeM JACIONPOU3BOACTBE, BblAa4da JOKYMEHTOB U J€l1 C

obopMIICHHAEM JUCTa-3aMECTUTEIIS, KAPTOUKH-3aMECTHTEILS.
4. CocTaBlIEHHE aKTa O BBIICIICHUN JOKYMEHTOB K YHHUTOXEHHIO.
5. COCTaBHTB JIMCT — 3aMECTUTENb €114, KAPTOUKY- 3aMECTHTENb:
YecTHbIH onpoc:
1. ®ona0Bas MPUHAUIEKHOCTh JOKYMEHTOB -3TO. . ...
2. XpoHOJIOrHYeCKHe IPaHHUIBI JOKYMEHTOB (OH/A - 3TO ......
3. Kpaitnue natel ZOKyMeHTOB (oHa — 3TO..

4. Kputepuu pasjielieHds [IOKYMEHTOB HA TIPYyINBl B COOTBEICTBMM C HEHHOCTHIO

nHGOPMALMHU — .......
5 OIMHCE: — PO ssscuwsins
6. Kakue BBl OMUCEH BBI 3HaeTE?
7. Ha30BUTE OCHOBHBIE YUETHBIE JOKYMEHTEI apXHUBa?



2.2. 3aganus AJIs1 IPOMEXKYTOYHOI0 KOHTPOJIA (3a4eT)

Hrorosoe 3ananue — TecT.

1.ApxuBHasi ONHCH MpeACTaBJAeT c000ii:

a) TepeueHb Ha3BaHWM MOKYMEHTOB, NOMENIEHHBIX B €0, C apXHBHOH Hymepauuen
JIUCTOB;

0) KpaTKoe cojiepkaHue JOKYMEHTOR Jiella ¢ MX apXUBHOU HyMepaluen;

B) apXMBHEIM CIPABOYHHUK, IIpeIHa3HAYEHHBIH 1JI1 PaCKPBITHS COCTaBa M COACPIKAHHS e

r) CHCTEMaTH3HPOBAHHBIA MEepedeHb CAMHHUIl XPaHCHHS apXUBHOTO (QOHZA ¢ yKa3aHHEeM
KOJTHYeCTBa JTUCTOB.

2. 3aBepuTebHAs HAAMUCH COCTABJIAETCS B JejI€e Ha:

a) JIUIIEBOM CTOPOHE OOIIOKKH;

6) 060pPOTHOM CTOPOHE MOCIEIHErO IUCTA JIea,

B) BHYTPEHHEH CTOPOHE 00JI0KKH;

I') OTAENEHOM JIUCTE-3aBEPUTEIIE.

3.BHyTpeHHsisi OMKMCH JOKYMEHTOB JeJa BKJII0YAeT nepeveHb Ha3BaHuil JOKYMEHTOB:

a) C yKa3aHUEM HHJIEKCOB, JaT ¥ HOMEPOB JIUCTOB;

6) Oe3 yka3zaHus MH/IEKCOB U J1aT;

B) C yKa3aHHEM KOJIYecTBa CTpaHuil; 40

T') C BX KPaTKUM COZIEPIKaHUEM.

4.PacmudpoBKa NOAMKUCH NEYATAETCH HA YPOBHE:

a) TIEpBOY CTPOKK HAaUMEHOBAaHHs NOJDKHOCTH;

6) cpemHel CTPOKH HaUMEHOBAHUS JOJDKHOCTH,

B) IMOCJICTHEN CTPOKY HaUMEHOBaHMs JOJDKHOCTH,

I') IPEAOYTHTENTHEHOM ISl COCTABUTEIIS.

5.CKO0JIBLKO 3JIEMEHTOB COIEPIKUTCH B OMHCATEIbHOM CTATHE OMHCH:

a)7;

0) 4;

B) 6;

r)S.

6.Ha3zoBHuTe 0CHOBHBIE 3JIeMEHThI CIIPABOYHOI0 aNNApaTa K OMHCH:

a) TUTYJIBHBIH JIUCT, CIIUCOK COKPAIIEHHH, OTJIaBJICHHUE;

6) CIIUCOK COKpAIEHUH, OTJIaBJICHHE, yKa3aTEIIH;

B) CIICOK COKpAICHUH, OTJIaB/IeHHE, YKa3aTelH, IPEIUCIIOBHE;

I') CIIMCOK COKpAIIEHHH, OTJIaBJICHHE, YKa3aTelH, IIPEIUCIOBHIE, TUTYIbHBIA JIHCT;

7. BHyTpeHHSs ONHCh JOKYMEHTOB:

a) TIO/IIMBAETCS B KOHIIE JIEIIa;

0) moaIIMBaeTCs B Hayaje Jena,

B) HaKJIEMBAETCS Ha BHYTPEHHEH CTOpPOHE 0OJI0XKKH JIena;

I') HAKJICHBAETCS Ha JIMIIEBOH CTOPOHE OOJIOKKH JIela.

8.®opmupoBanue aea nNpeacTaBasier co0ok:

a) rPyNIKAPOBAHKUE UCIIOTHEHHBIX JOKYMEHTOB B COOTBETCTBUM C HOMEHKIIATYPOH e,

6) rpyNIMpOBaHUE KCIIOMHEHHBIX JOKYMEHTOB B COOTBETCTBUH C HOMEHKIIATYPOM e ¥ UX
CUCTEMaTH3allus;

B) FPYIITHPOBAHKE ¥ MOTUCTHYIO HyMEPALUIO HCIIOIHEHHBIX JIOKYMEHTOB;

I') IIOATOTOBKY J€ja K XpaHEHUIO B COOTBETCTBUH C YCTAHOBIEHHBIMY IIPABUIIAMH.

9. MakcuMaIbHbIH 00HEM 0JHOTO TOMA JeJia:

a)150 nucros;

6) 200 nucTOB;

B) 250 nmucTOB;

r) 300 nmucToB.

10.0nepaTnBHOE XpaHeHHE TOKYMEHTOB B OPraHHU3aAlMH 0CYIECTBJISETCS HA CPOK 10:
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a) TPEX JIeT;

0) msTH NeT;

B) JIECSITH JIET;

I') IECATH JIET BKIIFOUYHTENIBHO.

3. Kpurepuu onieHuBaHHSA

3.1. Kpurepun olleHHBAHUS BBINOJTHEHHA 3aJaHUI PAKTHYECKUX 3aHATHIH

OLEeHKAKOTIHYHOY» — 3aJJaHHEe BEIIOJTHEHO B IIOJTHOM 00BEME, JIaHbl IPaBUIIbHEIE OTBETHI Ha
KOHTPOJIGHBIE BOIIPOCHI, C/IEIaHbI JIOTHYECKH TOYHBIE BEIBOJIBL

OlIeHKa«X0pOLI0» — 3a[aHKe BEIIOIHEHO B IOIHOM 00BEME, NaHbl IPAaBHIILHEIC OTBETHI Ha
KOHTPOJIBHBIE BOIIPOCHL, HE BCE BHIBOIBI JIOTHUECKH TOYHBI M IIPABUIIBHBL.

OLeHKa«HEYA0BJIEeTBOPHTEIBLHO» — 3a[aHUC BBIIOIHEHO B IOJHOM 00BEME, €CTh OIIMOKH
B OTBETAX Ha KOHTPOJIBHBIE BOIIPOCHI, HE BCE BBIBOJIBI IIPABUIILHBIC.

OleHKa«Hey/A0BJIeTBOPUTEIbHO» — 3alaHNE HE BBINOIHEHO, OTBETOB HET, BEIBOJIOB HET.

3.2. Kpurepuu oleHHMBAHHS NPOMEKYTOIHOMN aTTECTANUN
(Tecr)

«OTJHYHO» - 3a IIPaBUIILHOE BBIIONHEHUE Ooree 85%3a1anuii;
«xopomo» -3a 70 — 85% paBUIILHO BHITOIHEHHBIX 3aIaHHUH;
«yAOBJIETBOPHUTEILHOY - 32 50 — 70% HpaBUIBHO BBIIOJTHEHHBIX 3a1aHUH;
«HEeyA0BJIETBOPHUTEIBLHOY - 32 MeHee ueM 50% MpaBUIbHO BBINOTHEHHBIX 3a/laHIH.



