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Pabouas mporpamma mucrumiuabel «Opranusanus o0paboOTKH Aen A MOCIEIYIOIIEro
XpaHEeHUs» 110 OCHOBHOM IIpOrpamMMe AOIOIHUTENHHOI0 IpOo(ecCHOHAIFHOIO 00pa3oBaHUS IIO
IOJDKHOCTH  ciyxamero 21299  «/lemompousBomurensy — pazpaboraHa Ha  OCHOBE
ITpodeccnonansuoro cranmapra «CHEMHATHCT 10 OPraHU3AHOHHOMY H JOKYMEHTAIlHOHHOMY
oOecrieueHuI0 yIpaBICHUS OpraHu3alMeil», yTBepKIeH IpHKa3oM MHUHHCTEPCTBA Tpyda W
connanpHOM 3amuThl Poccuiickoit @enepanuu ot 15 urona 2020 roma N 333n (3apeructpupoBan
MunuctepctBoM roctunun Poccuiickoit @enepanuu 2 uroHs 2015 1., peructpannosasiiN 37509)
1 OOmmepoccuifckoro Kiaccudukaropa npodeccuit pabovnx, MOKHOCTEH CIyKalux ¥ TapuHBIX
paspsmoB OK016-94, (OKIIP) (yreepxkaer IloctanoBnenuem ['occranmapra P® ot 26.12.94 Ne
367), paccMoTpeHa u ojmobOpeHa Ha 3acemaHuu Ilemaroruueckoro cometa (mpotokond Ne 3 ot
17.01.2025 r.).

Astop-cocraButens: Ctemanosa 10.A.
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1. OO6mas xapakTepHCcTHKA padodeil MPOrpaMMbl JHCHHILIHHBI

1.1. MecTo AMCHMIUINHBI B CTPYKTYpPe MPOrpaMMbl Po(heccHoHaIbLHOro 00y deHust

Hucnunmvaa «Oprasuzanus o6paOOTKU Jen A MOCIEAYIOUEro XpaHEHUS» BXOIUT B
MOJIyJIb TPOGECCHOHANBHBIX JUCITHILIHH.

1.2. e 1 nuIaHHpPYeMble Pe3yJabTAThI 0CBOCHHUS IHCIHMIIIMHBI

B pe3ynbrate 0CBOCHUS TUCIMITIMHBI Y BRITYCKHHUKA JOJDKHBI OBITh chOpMUpOBaHBI 001IHE
U IpoQeCcCHOHATBEHBI KOMIETEHITHH

O6mue kommnerennuu (OK):

OK 1. IloruMare CYIIHOCTh M COIMAIBHYIO 3HA4MMOCThb cBoed Oynyme#d mpodeccun,
IIPOSBIIATH K HEH YCTOMYMBBIA HHTEPEC;

OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO JESTEIBHOCTH, OIPENENSITh METOIBI M CIIOCOOBI
BBITIOTHEHUS TIPO(eCCHOHAIBHBIX 3a/1a4, OIIEHUBATh X 3P PEKTUBHOCTH U KAYECTBO;

OK 5. Hcnoms3oBath HWHGOPMAIMOHHO-KOMMYHUKAIIMOHHbIE  TEXHONIOTMH  JUIL
COBEPINEHCTBOBAHUS IIPOPECCHOHAIBHON NEeATEIBLHOCTH;

OK 6. Paborate B KOJUIEKTHBE W KOMaHIe, OOecmedmBaTh e€ cIuloueHue, 3()(EeKTUBHO
00IIaThCs ¢ KOJUIeraM#, pyKOBOICTBOM, IOTPEOUTEISIMU;

OK 7. CaMOCTOSTENEHO OIPEAENSATh 3a1a9k MPo(EeCCHOHATHHOTO U TMYHOCTHOTO Pa3BUTHS,
3aHUMAThHCS CaMo00pa30BaHKEM, OCO3HAHHO IUIAHUPOBATH TTIOBBITIEHHE KBATUHKAIIHH.

IIpodeccuonanbubie komnerennuu (IIK):

ITIK.01 CrmocoOHOCTh KBaTM(PHUIMPOBAHHO M3ydaTh, TOIKOBATh U NPUMEHATH Ha IPAKTHKE
IOJTO)KEHHUSI HOPMATHBHBIX IIPABOBBIX aKTOB B JENIONIPOU3BOJICTBA;

ITK.02 T'OTOBHOCTH K BBIMOJHEHHUIO IODKHOCTHBIX OO0S3aHHOCTEH IIO OCYILECTBIICHHUIO
JIeSITeIBHOCTH B chepe Tpyaa: paspaboTKa JOKYMEHTALMH OpraHW3allkiy; BeJAeHHE NOKYMEHTAIUH,
CHCTEMATH3aIlUs U aHAIM3 JOKYMEHTOO0O0pOTa; NPUMEHEHHE HOPMATHBHBIX IIPABOBBIX AKTOB U
METOIMYECKHX PEKOMEHIalui; obecreueHre KauecTBa BEEHUS AEI0IPOU3BOJICTBA;

[1K.04 CnocoOHOCTh HCIIONB30BATh IOJIYYEHHBIC 3HAHWSA B IIPAKTHYECKOH pabore:
CHCTEMAaTH3UPOBATh ¥ aHAJTM3UPOBATh HOPMATUBHEIE TPEOOBaHHUS K BEJEHHUIO JIEIONPOMU3BOICTBA

B pe3ynbraTe 0CBOSHUS TUCIUIUIMHEI 00Y4arOIUICS JOIDKEH:

Hmers npakTHYeCKHI ONBITB BOIIPOCAX:

- IIPOBEpPKA CPOKOB XPaHEHHs HOKYMEHTOB, COCTABIECHHE IIPOTOKONA pabOTHI 3KCIEPTHOM
KOMHCCHHM II0 IOJATOTOBKE MOKYMEHTOB K XPaHEHHWIO, akTa O Iepefade Ha YHHYTOXKEHHE
JIOKYMEHTOB, HE ITOIJIE/KAINNX XPAaHEHHUIO;

- COCTaBJIEHWE BHYTPEHHEU ONMUCH JIeN U1 0CO00 IIEHHBIX JOKYMEHTOB;

- opopMIIEeHHE HeT MOCTOSHHOTO, NOJITOBPEMEHHOTO CPOKOB XPaHEHHS;

- ohopmiteHre 0ONIOKKHU JIeTT OCTOSTHHOT O, IOJITOBPEMEHHOTO CPOKOB XPAHCHUS,

- COCTaBJICHHE OIUCH JEJ TIOCTOSIHHOT'O, TOJITOBPEMEHHOTO CPOKOB XPaHEHHS,

- Iepeiava 1y B apXUB OpraHU3alluu.

Ymers:

- TONB30BaThCA IIEPEYHAMH JOKYMEHTOB W aHAIM3UPOBaTh (DAaKTHUECKOE COJEpiKaHHe
UMEIOIIMXCS B Je]le JOKYMEHTOB IIPH OIPEIEIICHUH CPOKOB UX XPAHEHHUS,

- 0OpPMIIATE TOKYMEHTHI SKCIIEPTHOW KOMHUCCHH;

- 0ohopMIIsITh OOJOXKH €T IMOCTOSIHHOTO M BPEMEHHOIO XpaHEHHs B COOTBETCTBHU C
TpeOGOBaHUSIMU TOCYJAPCTBEHHBIX CTaHapTOB;

- IPOU3BOUTH XPOHOIOTHYECKO-CTPYKTYPHYIO CHCTEMATH3AIMIO eI,

- OCYIIECTBIIATh TEXHHYECKYI0O 00paboTKy M TmonHOe O(hOpMIIEHHE JeJ IOCTOSHHOIO H
BPEMEHHOT'0 XpaHEeHHUSI;

- COCTaBIITH OIMCH J€JI IIOCTOSHHOTO ¥ BpPEMEHHOIO XpaHEHHs B COOTBETCTBHHU C
HOpMaTHBHO-MCTOIIH‘{eCKHMI/I JOKYMEHTaMH;

- IpUMEHATh HHPOPMAIMOHHO-KOMMYHUKAIOHHEIE TEXHONOTHH Tpd  pabote
JIOKyMEHTaMH.
3HaTh:

(@]



- HOpDMAaTWBHBIE  [PABOBBIC  AaKTBl,  HOPMATHBHO-METOIMYECKHE  JIOKYMEHTHI,
rOCyJapCTBEHHBIE CTAHAAPTBI, ONPEACILIIOMINE IOPANOK JOKYMEHTAMOHHOTO 00eCIeUeHHs
yIIPaBJICHHUS;

- KDWTEpPWH pa3fIelieHHss MTOKYMEHTOB Ha TIPYNIBl B COOTBETCTBHHM C ILEHHOCTBIO
uH(bOpMaIUH, CONEPKAIIEHCS B HUX;

- IOPS/IOK HCIONB30BAHMS THUIOBBIX MM BEIOMCTBEHHBIX IIEPEYHEH JIOKYMEHTOB,
OIIpEIEIEH s CPOKOB XPaHEHHUS B IIPOLECCE SKCIEPTU3BI LIEHHOCTH JOKYMEHTOB;

- IIOPA/IOK CO3[aHMsI, OPraHU3aI[UH U JOKYMEHTUPOBaHHUS PabOThHI SKCIIEPTHOH KOMUCCHU;

- IpaBUIIa COCTABIIEHHUS] M YTBEPKICHHS IPOTOKONA PabOTHI SKCIIEPTHON KOMHUCCHH;

- TIpaBUIIa COCTABIIEHUS ¥ YTBEPKACHHS aKTa O BBLICIECHHH JOKYMEHTOB, He IIOUIEXAaIlUX
XPaHEHHUIO;

- IIpaBWia TEXHMYECKOM 00paGoTKM M IOMHOTO OGOPMIEHHs [El IOCTOSHHOrO H
BPEMEHHOT'0 XpaHEHHUS;

- IPaBHJIa COCTABIIEHHS ONIMCH JIeT TOCTOSHHOTO ¥ BPEMEHHOTO XPaHEHHs B COOTBETCTBHH C
HOPMAaTHBHO-METOINIECKUMH JTOKYMEHTAMH;

- IpaBUIIa TIEpPElaut JIel B apXMUB OpraHU3aIlUH.

2.CTpyKTypa U cofepKaHHe JHCLUTIIHHbI
2.1. O6beM JHCHHUIIHHBI i BHAbI y4e0H0iH paboThl

Bux yue6Ho¥H padoThI O6bem gyacoB
O0bem 00pa3oBaTebHOM NPOrPaMMbl THCHMILIHHBI 20
B TOM YHUCJIE:
TEOpETHUECKOe 00yJYeHHE 6
MPaKTUIECKHUE 3aHATUS 12
caMocCTosATeNbHas paboTa 2
[TpomerxyTodHas arTecTalys B hopme 3ager




2.2. TemaTuvyecKHii MJIaH M cO/iepPKAHNE TUCIUTLTHHBI

H OcBanBaemblie
aNMMeHOBaHHe Coaep:xanne yueGHOro MaTepuaJa, jabopaTopHbie H Ob6nem
pa3aesioB H TeM npakTH4YecKkHe paboThl, caMocTosITeIbHAs padoTa 49aCOB B
KOMIeTeHIH it
1 2 3 4
Tema 1 Coaep:xanne yueGHOro MaTepuaja: 2 OK 1. 2;
JokymeHtanbHble | 1. JlokymeHTanbHble M apxuBHble QoHael. Knaccudukaums OKS5 - 7.
U apXHUBHEIE nokyMeHToB. OpraHu3auus JOKYMEHTOB B apXuBe. ODKCIepTH3a IK 1, 2,4.
(boHABI. LIEHHOCTH JIOKYMEHTOB U KOMIUIEKTOBaHMe apxuBa. Obecnedenne
COXPAaHHOCTH [IOKyMEHTOB apxuBa. COBpeMeHHBIE TEXHOJIOTHH
obecrieuyeHHs COXPaHHOCTH JOKYMEHTOB
IIpakTHYecKHe 3aHATHS 6
1. Tecruposanue
2. Pabora c mpuxazom DeleparbHOrO apXMBHOIO areHTCTBa
ot 31.07.2023 Ne77
Tema 2. Conep:kanne yueGHOro MaTepraJja: 4 OK 1. 2;
Vuer nokymeHTOB | 1. Yuer JOKyMeHTOB B apxupe. HayuHo-cripaBOuHbIN amnmapar OKS - 7.
B apXHBe. apXMBOB. BHIBI apXWBHBIX CIpaBOYHMKOB. Hampasnenus u T 1y 24
thopmsl HCIIOB30BaHUS apXMBHBIX JOKYMEHTOB.
WudopmanmoHHoe obecrieueHue AesTeIbHOCTH apXHBa.
IlpakTUYecKHe 3aHATHSA 6
1. Ocdbopmienrie ONHCH U peecTpa LIEHHBIX 1€
2. OpraHuzanys Hay4yHO-CIIPaBOYHOTO arnmnapara
CamocTtosTenpHas | 1. 3akperuieHue 3HaHUH, [TOJIyYEHHBIX Ha TEOPETUYECKOM 3aHATHH 2 OK 1. 2;
pabora 2.IloaroroBka k 3a4eTy OKS5 - 7.
obyyaromuxcs IIK 1, 2,4.
[TpomexxyTouHas | 3auer OK1..2;
aTTecTalus OKS5 - 7.
IK 1, 2,4.
Bcero 20




3.YciaoBus peain3alu qUCHHIIJIHHDBI
3.1. TpeGoBaHusi K MAaTEPHAILHO-TEXHHIECKOMY 00€CTIedeHHI0

Haumenoranue
000pyHOBaHHBIX Y4eOHBIX
Ne . [TepedyeHb MAaTEPHATLHOTO OCHAILEHHS, 000PYHOBaHHA U TEXHUYECKHX
n/n AYIMTOpUH UL cpeAcTB 00y4eHUs
TIPaKTUYECKUX 3aHATHH,
n1ab0paTopuii, MACTEPCKUX
I Kabuner Mamepuanvnoe  ocuamyenue, KOMAbIOMEPHOE U UHIMEPAKIMUBHOE
npodeccHOHAIBLHBIX obopyodosanue:
JMCHHILITHH KommeroTep - 1

Cron peniogaBatens — 1 wmT.

Cryn npeniogasatesis — 1 1.

Cronpl yueHudeckue - 12 mr.

Crynps -24 wrT.

Jlocka uist 0OBsIBIIEHUH - | MIT.

Jlocka menoBast -1 .

Pa6ouee MecTo mperojasatesis CHabKeHO BBIXOJIOM B KOPIIOPATHBHYIO
ceTh ¥ MHTEepHET, HMeeTCs KOHTeHTHAs (PMIBTPaLKs.

2. | Bubanoreka, unTansublii | Mamepuanvhoe ocHaujeHue, KOMNbIOMEPHOe U UHMEPAKMUBHOE
3aJI ¢ BbIX0JI0OM B I/IHTepHeT 060py@03anue;

ABTOoMaTH3MpOBaHHOE pabodee MecTo 6GubamoTeKaps - 1 1mT.
ABTOMaTH3UpOBaHHOE paboyee MECTO YATATENEH - 1 mT.
ABTOMaTH3UpOBaHHOE pabouee MecTo st u ¢ OB3 - 1 mr.
[Tpuntep-1 mr.

Ckanep -1 mr.

Cremrau JUist KHUT -12

Kadenpa —1

BricTaBOuHBIH cTe/ax- 1

[Tocamoynble MecTa (CTONBI M CTYJIBS JUIL CaMOCTOSTENBHON
paboTer) — 16

ABTOMaTH3UpOBaHHBIE paboure MecTa OOECIEUeHbl JOCTYIIOM B
JNIEKTPOHHYIO HHPOPMAIIOHHO-00pa30BaTEBHYIO cpeny,
BEIXOZOM B HWHGOPMAIMOHHO-KOMMYHUKAIIHOHHYIO  CETh
«HTepHETY, 0OecIeueHb KOHTEHTHOH (QuIIbTpanue.

3.2. HudopmanuonHoe obecriedenne 00ydeHust

Iepedenb OCHOBHON H I0OJHUTEIbHOM y4e0H0H TUTEpPaTyphl, He00X0AUMOM /ISl 0CBOCHHS
JHCIMIIIMHBI

1. Packun, /M MeTonuka W TpakTHKa apXWUBOBEIEHHMS: y9eOHHK JUIi CPEIHETO
npodeccuonansHoro obpaszosanus/ J[.1.Packus, A.P.Cokonos. - 2-¢ u3A. - Mocksa: V3naTenscTso
IOpaitt, 2024. — 416¢. - (IIpodeccuonansroe obpasosanue). - [ISBN 978-5-534-16252-3. - Tekcr:
9IIEKTPOHHBIH /1 O6pazoBaTenpHas mwiardopma FOpaiit [caiit]. —
URL:https://www.urait.rw/beode/539267.

2. Jloponuna, JL.A. JlokymeHTamoOHHOE 0GECIIedeHHe YIPABIECHHA: YICOHUK U IPaKTHKYM
st cpenHero mpodeccuonansHoro obpasopanus/ JLA Jloponnna, B.C.MputHkoBa.- 2-e wu3m.,
nepepab. u mom. - Mocksa: Usnarenscrso IOpaiir, 2024. — 270c. - (Ilpodeccronansroe
obpasoBanue). - ISBN 978-5-534-16017-8. — TekcT: 9IE€KTPOHHBIA // ObpazoBaTesibHAs
nnardopma IOpaiit [caitr]. — URL:https://www.urait.ru/beode/539338.

3. bBapumosa, E.B.DnexkTpoHHBIA apxmB: ydebHoe mocoOme UL CPEIHETO
npodeccuonansroro obpasosanmus / E.b.bapurosa.- Mocksa: 131aTenscTBO IOpaiit, 2024. - 166¢.




- (Ilpodeccruonamsuoe obpasosanue).- [SBN 978-5-534-17004-7. - TexkcT : 2meKTpOHHBIH //
O6pasoBatenpHas miardopma FOpaiit [caiit]. - URL:https://www.urait.ru/beode/544964.

4. KOHT])OJII: " OLICHKA PE3yJabTAaTOB OCBOCHHHA TUCHUIIIUHBI

KoHTpomb M oOIlEHKa pe3yslbTaTOB OCBOCHWs y4eOHOW JUCIUIUIMHBI OCYIIECTBISETCS
IpenojaBaTeieM B IpoLecce IPOBENEHHS IPaKTUYECKUX 3aHSITHH, a TakKe BBIIOJHEHHUS
00y9aroUMMACS WHANBULYTBHBIX 3aaHUH.

PesyabTaTnl 00ydeHus Kpurepuu onenku PopmbI B
METO/BI OIeHKH
HNmeth npakTHYECKHIA ONBIT: «Otmuuao» - Teopermyeckoe | [Iposepka

- [poBepKa  CpPOKOB  XpaHEHHUS | COACpIKAHUE Kypca OCBOCHO | BBINOIHEHHBIX
JOKYMEHTOB, COCTaBJIEHHE IIPOTOKONA | IOJIHOCTHIO, 6€3 IIPOoOENoB, yMEHHUS 331131{“571

paboTEl 3KCIIEPTHOM KOMHCCHM 110 | cOPMHPOBAHEL, pee | YCTHBIAM
TTOATOTOBKE JOKYMEHTOB K XPAaHEHMIO, | IPEMyCMOTPEHHbIE  MPOrPaMMON ;;::TMGHHI’I" SHpow
aKkta O Tiepefade Ha YHUYTOXKCHUE | yaeOHblE 3aJaHWs  BBIIOIHEHBI,

JIOKYMEHTOB, HE TOJUIEXKAIHX | KAYECTBO MX BBIIONHEHUS OIEHEHO
XPaHEHHIO; BEICOKO.

- COCTaBJICHHE BHYTPEHHEH omucH Jein | «XopoIo» - TEOpeTHYECKOoe
JUIst 0000 IIEHHBIX JOKYMEHTOB; CoIepKaHue Kypca OCBOEHO
- odopmieHue 1€l MOCTOSHHOTO, | IIOITHOCTEIO, 6e3 pobenos,
JIOJITOBPEMEHHOTO CPOKOB XPaHEHHUS; HEKOTOpBIE YMEHHSI ¢(hOPMHUPOBAHBI
- odopmieHne  OOJOKKM  J€I | HEAOCTaTOYHO, BCE
IIOCTOSIHHOTO, JIOJTOBPEMEHHOI0 | MPEIyCMOTPEHHBIE  IIPOrpaMMOM
CPOKOB XpaHEHHS; yucOHBIE 3aJaHUs  BBIOJIHEHBI,
- COCTaBJICHUE OITHCH JIeTl | HEKOTOPhIE BH/IBI 3a/laHuH
IIOCTOSTHHOTO, JOJITOBPEMEHHOTO | BBITIOJIHEHBI C OIIHOKaMH.

CPOKOB XpaHEHHUS; «Y IOBIIETBOPUTEIIEHO» -
- epeaya JeJl B apXUB OpraHU3allii. | TEOPETHYECKOE COJEpXKaHHe Kypca
Ymern: OCBOEHO YaCTUYHO, HO IPOOENbl HE
- MIOJTB30BATHCS IEPEYHSIMHU | HOCAT CYIIECTBEHHOIO XapakKTepa,
JIOKyMEHTOB ¢ AHAIM3UPOBATEH | HEOOXOMUMBIE yMEHHS paboThl ¢
bakTugeckoe CoIepyKaHue | OCBOCHHBIM MaTepUaIoM B
HAMEIOIIUXCS B JIele JTIOKYMEHTOB IIPU | OCHOBHOM chopMHUpOBaHEL,
OTIPEICIICHUH CPOKOB UX XPaHEHMUS; GONBIIMHCTBO  IPEIYyCMOTPEHHBIX
- 0)OPMIISTH JOKYMEHTHI 3KCIIEPTHOM | mporpamMmoil o0ydeHHs y4eOHBIX
KOMHCCHH; 3a[laH¥# BBITOJHEHO, HEKOTOPBIE U3
- opopMIATE 00MoKKH JIeNT | BBIIIOJIHEHHBIX 3aJaHuil colepiKar
[IOCTOSIHHOTO U BPEMEHHOTO XPaHCHHUS | OIIMOKH.

B cooTBeTcTBHM ¢ TpeboBanusMu | «HeymoBIEeTBOPHTEIEHO» -

rOCyIapCTBEHHBIX CTAH/IAPTOB; TEOPETHIECKOE COIEPIKaHUE Kypca
- IPOM3BOIMTH  XPOHOJOTHYECKO- | HE OCBOEHO, HEOOXOIUMBIE yMEHHUS
CTPYKTYPHYIO CUCTEMaTH3aLHIO JEl; He C(hOPMHUPOBAHBI, BHITIOTHEHHBIE
- OCYINECTBIIATE TEXHUYECKYIO | ydeOHbIe 3aJaHUsI comepxar

00paboTKy ¥ moHOE O(opMIIeHHE Jied | IpyOble OIMHOKH.
[IOCTOSTHHOTO ¥ BPEMEHHOI'0 XpaHEHUS;
- COCTaBISITH OMHUCH JI€JI IOCTOSHHOI'O
17§ BPEMEHHOT0 XpaHEHHUS B
COOTBETCTBHH e HOPMATHBHO-
METOTUYECKUMU JIOKYyMEHTaMU;

- [IPUMEHSTh “HGDOPMAITIOHHO-
KOMMYHHUKaIMOHHbIE TEXHOJIOTUH IIpH




pabote ¢ JOKyMEHTaMHu.

3HaTh:

- HOpMAaTHUBHBIC IIPaBOBBIE  AKTBHI,
HOPMaTHUBHO-METOIMYECKUE
JIOKYMEHTBHI, rocyJapCTBEHHbIE
CTaHAApTHl, OMIPEHEISIONHE IOPSIOK
JIOKYMEHTaLlHOHHOI'O o0OecIeueHus
yIpaBJICHUS;

- KpPUTEPUU pa3[eNieHus JTOKYMEHTOB
HAa TpYOmbl B  COOTBEICTBHH C
LIEHHOCTBIO uHpOpMAIHH,
COZIepKaIIENCs B HUX;

- TIOPSIIOK HCIIONB30BaHHs THIIOBBIX
WA BEJIOMCTBEHHEIX nepeyHei
JIOKYMCHTOB, OIPEIEJICHHS  CPOKOB
XpaHeHHsT B IIpOIEcce OSKCIEPTHU3BI
LIEHHOCTH JIOKYMEHTOB;

- TIOpSIOK CO3[aHHUs, OpraHU3alMU U

JIOKYMEHTHPOBaHHS paboTsl
SKCIIEPTHOU KOMUCCUH;
- IIpaBUIIa COCTaBIICHUS u

YyTBEP)KOCHUS  MIPOTOKONMa  paboTHI
9KCTIEPTHOM KOMUCCUH;

- IIpaBUIIa COCTaBIICHUS H
YTBEP)KAEGHUS aKTa O BBIICICHUH
JIOKYMEHTOB, HE TIOUTE)KAIIHX
XPaHEHUIO;

- TpaBmia TeXHWYEeCKOH oOpaboTku U
TIOJTHOTO oopmIeHuS Zien

IIOCTOSTHHOI'O M BPEMCHHOI'O XPaHEHUA,
- IIpaBuJia COCTaBJICHUs OIIMCHU [CII
IIOCTOSTHHOTO W BPEMEHHOT'O XPaHCHHUSA
B COOTBETCTBHHU C HOPMAaTHBHO-
METOJAUYECKHUMHU NJOKYMCHTAMU,

- IpaBWja m0Oepemadd A€ B apXHB
OpraHu3alyvu.




