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1. ITacnopT doHIa OLEHOIHBIX CPELCTB

1.1. O6nacTe NpUMeHEHHS

QOHA OUEHOYHBIX CPEACTB VI NPOBEJCHHSA TEKYIIETO KOHTPONS H IIPOMEXYTOUHOM
aTTeCTAllMK 0OydJaromuxcs (masee — QOHI ONCHOYHBIX CPEACTB) NpPeAHA3HAYEH UIA IIPOBEPKH
PE3yIBTATOB OCBOCHHUS MUCHMIUIMHEI «OpraHu3anus XpaHEHHS JOKYMEHTOB» IO OCHOBHOM
nporpamMme npodeccHoHaNbHOro 06yUeHHs 0 JOIKHOCTH ciryxarmero 20190 « Apxusaprycy.

Huctummiaa «Opranus3anys XpaHeHHs JOKYMEHTOB)» H3y4aeTcs B TeYeHHE IIepBOH H
BTOpO# Henenmu. Popma aTTecTaluu: 3a9erT.

@OHJI OIEHOYHBIX CPEACTB IMO3BOJSIET OLEHUTH MOCTHXKEHHE OOyJaroIqUMHCA OOIMUX H
IpodeCCHOHANBHBIX KOMIIETEHI[HHA:

O6mue xomnerenun (OK):

OK 1. Tlonumars CyIHOCTE ¥ CONUATBHYIO 3HAYUMOCTD OyayIued mpodheccrH, IposBIATh K
HeH yCTOMYMBEIA HHTEPEC.

OK 2. OpraHn3oBBIBaTh COOCTBEHHYIO IESTEIBHOCTh, MCXOMAS M3 IIENH U cHocoBOB ee
JOCTHIKEHHUSI, ONIPEICIIEHHBIX PYKOBOAUTEIIEM.

OK 3. AmammsupoBaTh pabo4yi0 CHTYalHiO, OCYINECTBISATh TEKYIIMH M MTOTOBBIH
KOHTpOJIb, OIIEHKY M KOPPEKLHIO COOCTBEHHOM MESTEIbHOCTH, HECTH OTBETCTBEHHOCTH 3a
pe3yIbTaThl CBOEH pabOoTHL

OK 4. OcymecTBIiATh MOKCK HHMOPMAIHH, HEOOX0AMMOM it 3G (HEKTHBHOTO BEIIOTHEHHUS
IpodeCCHOHANTBHBIX 3a/1a4.

OK 6. Paborate B komaHZe, 5()GEeKTHBHO 0OIAThCS C KOJUIEraMH, PYKOBOACTBOM,
KJIIUEHTaMH.

IIpodeccnonanbubie komnerennun (IK):

I1K 1.1. O6ecneunBaTh COXPaHHOCT JOKYMEHTOB, 3aKOHYEHHBIX IEIONPOU3BOICTBOM.

I1K 1.3. BemonHaTh paboTH] II0 CHCTEMAaTH3AIMH, PA3MEIIEHUIO ¥ YIETY el

IIK 1.4. 'oTOBUTH CBOIHEIE ONUCH JIEJ TOCTOSIHHOTO ¥ BPEMEHHOT'O CPOKOB XPaHEHHS.

I1K 1.5. OopMIISTE aKTHI O BEIACTICHHH A€ K YHHYTOKEHHUIO.

[IK 2.1. OcymecTBaTs IpHeM, PeTHCTPALUIO, YIeT HOCTYIAIOIINX JOKyMEHTOB, IIPOBEPSTH
IPaBUJIEHOCTH OQOPMIIEHHUS JOKYMEHTOB C YUETOM IIPEBIBISIEMBIX TPEOOBAHHIA.

I1K 2.2. OpopMIITh periucTpaniOHHbIE KAPTOYKH U CO3/aBaTh OaHKHU JaHHEIX.

IIK 2.3. BecT KapTOTEKH y4eTa IPOXOXKACHHUS JOKYMEHTAIBHBIX MATEPHATIOB.

B pesynpTare 0CBOCHHS AUCIUILTAHEI 00YYarOIMUMCS TOIDKEH:
3HaTh:

- OCHOBBI ApXHMBHOI'O 3aKOHOJATEIbCTBA M HOPMATHBHO-METOAWYECKHE JOKYMEHTHI B
001acTH apXUBHOTO Jeia; .

- mopsanok (opMupoBaHus U odopmiIeHHs nel, cruenuduKy (DOPMHUPOBAaHMS OTIAEITEHBIX
KaTeropui em;

- IpaBHJIa XPaHEHHMS JOKYMEHTOB B COOTBETCTBHH C UX THIIAMHU IS apXUBHOT'O XPAHCHHUS;

- IOpSmoK (OPMHUPOBAHHS MTOKYMEHTOB B KOMIUIEKTBHI, TPYIIIbI, THIBI [UII APXHBHOIO
XpaHEeHHS;

- TpeboBaHMs 3aKoHOAaTeNbcTBa Poccuiickoit @eneparuu B 061acT 00pabOTKH, XpaHEHH,
pacIio3HaBaHUs IEPCOHANBHBIX JaHHBIX U KOHQUICHIUAIEHOCTH HHPOPMAIIHH.

Ymern:

- pailMOHAbHO HCIIONIB30BaTh pabodee BpeMs W OpPraHW30BHIBATH CBOIO paboTy B
3aBHCHMOCTH OT ITOCTaBJICHHBIX 3a/1a4;

- IPOU3BOAMTH TEXHHYECKYI0 00paboTKy M monmHoe odopMIIEHHE el IOCTOSHHOTO H
BPEMEHHOT'0 XPaHEHUS C IPIMEHEHHUEM CIEIUATN3UPOBaHHBIX HHCTPYMEHTOB, U 000py/I0BaHUS;

- obecrieynBaTh KOHQHUISHIHAIFHOCTh Ha pabodyeM MecTe, COXPaHATh KOH(MHIECHIHAIBHYIO
uHQopManuio B TaHe, B TOM 4ducie oOecledMBaTh COXPAHHOCTP M 3aIOUTy JIOKYMEHTOB
OpraHu3allyy;



JIOKYMEHTOB
Tema 7.
IloHsITHE ¥ IPHUHIIUIIEI yYeTa OK 1- 4;0K 6. [Iposepka
JIOKyMeHTOB. OCHOBHEIE H IIK.1,1, 1.3 - 1.5. Texymuit BBIITOJTHEHHEBIX
BCIIOMOTaTeIbHBIE YUETHEIE K21 -2.3; 3aIaHUM
JIOKYMEHTHI
OK 1-4;0K 6.
Temsr 1. - 7. IIK.1,1, 1.3 - 1.5. [TpoMexyTOIHBIA 3ager
IIK.2.1 - 2.3.

2. 3aganus AJ18 KOHTPOJISA H OLEHKH Pe3yJIbTATOB

2.1. 3aganus 1Sl TEKYIIero KOHTPOJIS
Tema 1. OcHoBHBIE NPUHIMIIBI OPraHU3AMMH XPAHEHUS JOKYMEHTOB.
IIpakTH4eckoe 3anaTHe Ne 1. 3anonHEeHNe nacopTa apXuBa.
IMenp: 3aKkpenuTh NOTyYEHHBI HEOOXOAMMBIM MHUHUMYM TEOPETHYECKMX 3HaHWUN B 00JacTH
opraHuzaiui paboThl ¢ JOKYMEHTaMH B apXWBaX YUPESKACHHH, HU3yYHTh 3aKOHOMATENBHYIO H
HOPMAaTUBHO-METOAUYECKYI0 0a3y, perliaMeHTUPYIOIIYIO IIOArOTOBKY €N K Iiepehade B apXuB
OpraHu3alyy, NPHOOPECTH IPAKTUYECKHE HABBIKM (GOpMHUpOBaHHS ¥ OQOpMIIEHHS el IS
MIOJrOTOBKH HX K Ilepeiade B apXUB.
3amaHus:
oOpMHUTH IIaCTIOPT apxXwWBa OpPraHU3AIMM, XpaHAIeH YIpPaBIEHYECKYIO NOKyMEHTAlHI0 Ha |
nexabps 2024 roma Ui mepenadv B ApXHMBHBIA OTHEN aJMUHUCTpanuu ropoma UYensOuHCKa
(ITpunoxenue 1).
, Tema 2. TomorpadgupoBanue. Pexxumbl XpaHeHUs J0KYMEHTOB.
IIpakTu4eckoe 3ansaTue Ne 2. OdopmireHre TonorpadhHIecKoro ykasaTes.
Ienb: 3akpenuTh NONMyYeHHBIH HEOOXOMUMBIH MHUHUMYM TEOPETHYECKHX 3HaHHH B 00IacTH
opraHu3anuu paboTHl C JOKYMEHTaMH, H3YYUTh HOPMAaTHBHO-METOAWYECKYIO0 0a3y, mpuobpectd
MIPaKTUYECKUE HAaBBIKU GOPMUPOBAHUS U 0)OPMIIEHHUS JEII.
3ananus:

- 0hOpPMHUTH KapTOUKY IMOCTETaXHOTo Tonorpadudeckoro ykazarens (IIpunoxenue 2).

IIpakTu4yeckoe 3ansaTue Ne 3. PazpaboTka HOMEHKIIATYpEI JeJl OpraHU3aIiy.

Ienb: 3aKpenuTh MONYyYEHHBIM HEOOXOMUMBIM MUHUMYM TEOPETHYECKMX 3HaHUM B oOiacTu
opraHuzanuu paboTHl C JOKYMEHTaMH, M3Y4YUTh HOPMATUBHO-METOAWUECKYIO 0a3y, mpuoOpecTH
IPaKTUIECKUE HAaBBIKKA (GOpMHUPOBaHUS ¥ 0QOPMIICHUS HEIL.

3anaHus:

- pa3paboTtath # 0(OPMUTE HOMEHKJIATYPY JeJl OpraHU3alUK B COOTBETCTBUH C yKa3aHUAMU
npenonasarens (IIpunoxenue 3).

Tema 3. OcHoBHBIE 3TanbI MOATOTOBKH /eJ1 [JIfl lepeAadH Ha apXHBHOE XpaHEeHHE.
IIpakTndeckoe 3ansTHe Ne 4, [ToAroToBKa aena I Iepeladyd Ha apXUBHOE XpaHEHHUE.
Ilesb: 3aKpenmuTh MONYYCHHBIA HEOOXOOMMBIM MUHHMYM TEOPETHYECKMX 3HAaHUM B obOmactu
opraHu3ali paboTBl C JOKYMEHTAMH B apXWBaX YUpEXKIEHUH, H3Yy4UTh HOPMATHUBHO-
METOIUYECKYI0 0a3y, periaMeHTHPYIOIIYI0 IOArOTOBKY JEN K Ilepefjade B apXuB OpraHU3AlMY,
MPHOOPECTH MPaKTUYECKUE HABBIKM (OpMHUpPOBaHHUS U OGOpPMIICHHS AEN U1 IOATOTOBKHM HX K
nepeade B apXuB.
3aganus:

- JUISL KaJPOBO# CITyKOBI 3aJaHHO OopraHu3anuy (MpUIokeHue. 4) 3a0IHUTh OIUCH e 110
JHYHOMY COCTaBY;

- A CTPYKTYPHBIX TOApa3NelIeHW# 3aJaHHOM OpraHu3aliy 3aloIHUTH OIHCH Jell
IMOCTOSHHOTO CPOKa XpaHEeHWs, omucH Aenl BpemenHoro (cseime 10 net) cpoka xpaneHus. Jlms
moxbopa HyXKHOH HHGOpPMAIMU HUCHONB3yHTe [lepedeHp THIIOBBIX YIPaBIEHYECKHUX apXUBHBIX
JIOKYMEHTOB, 00pa3yloImuxcss B IIPOLIECCe MESTENBHOCTH TOCYAAPCTBEHHBIX OPraHOB, OpPraHOB
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2.2. Bonpocsl /il IPOMEKYTOYHOI'0 KOHTPOJIS (3a4eT)

[IpumepHBIE BOIIPOCHL:

1. Kakue JOKyMEHTBI OTHOCATCS K JOKyMEHTaM II0 JIMYHOMY COCTaBy?

2. B xakoM BHJI€ IIEPENAIOTCS B ApXUB JOKYMEHTHI, 3aKOHYEHHBIE JEII0NPOU3BOACTBOM?

3. Yto moHMMaeTCs O] TEPMUHAMHE: J1e)10, HOpMHpOBaHUE aea?

4. B uem pazuuIa Mexay GopMupoBaHueM fena U opopMIIeHueM fena?

5. Ilepeurciute OCHOBHBIE TpeOOBAHUS 110 GOPMUPOBAHHUIO JIE II0 JIMIHOMY COCTaBY.

6. Yto moHumaercs nox JudHbBIM AenoM? Korza 3aBouTcs U KOTZia 3aBepIlaeTcs JIUYHOE
neno?

7. Kak pacrionararoTcs JOKyMEHTHI B JITYHOM Jieje?

8. Kak mocTymarmoT ¢ KONHSMH JIMYHBIX JOKYMEHTOB YBOIMBIIErocs paboTHHKa (KOmueH
macropTa, BOeHHOro 6unera u ap.)?

9. Kak crenyeT MOCTYNIHTh ¢ HEBOCTPeOOBaHHBIMU JIMYHBIMH JOKyMEHTaMM pabOTHHKA,
XPaHSIUMUCS B JIMYHOM Jienie?

10. Kakoit komieke pabot HeoOxXomuMm a1 0hOPMIICHUS JIMIHOTO Aena?

11. JTis Kakux meieit cocTaBisieTCs JIUCT-3aBepHTeNb fena? YTo B HeM yKa3bIBaeTCs?

12. JInsg xakux 1eliedl CoCTaBIsieTcsl BHYTPEHHSS onuch? UTO B HEH yKa3bIBaeTCs, KEM OHa
ITO/ITIACHIBAETCS 7

13. Kakas uropmarus 3aHOCUTCS Ha 00I0XKKY ena?

14. Korma odopMIeHHBIE IOKYMEHTHI IIO JIMYHOMY COCTaBy IIEPENAlOTCS B apXuB
opraHuzanuu’?

15. Yto mOHHUMAETCS IO/ OMUCHIO JIENT CTPYKTYPHOTO IIOAPA3IeICHUS?

16. Ha 0cHOBE 9Ero COCTABIISIOTCS OIMHCH JIEN CTPYKTYPHBIX IOApa3AeneHui?

17. KeM cocTaBisfeTcs ONMUCH JIeJI CTPYKTYpHOro mozpasneneHui? KeMm moanuceiBaercs, ¢
KEM COTIJIacyeTcsi?

18. Yto BKIFOUAET B cebst OMUCATENbHAS CTAThs OIUCH JEJ CTPYKTYPHOTO IOAPa3IeICHUNA?

19. Kakue TpeboBaHMS NPEABSBIIIOTCS K COCTABJICHHIO ONMCEH Jell CTPYKTYPHBIX
oipa3AeIeHuH? ,

20. KakuM 06pa3oM HyMEpyIOTCS Jiejia B OIIUCH JeJ CTPYKTYPHOTO IOApa3AeIeHus?

21. Yto yKa3nIBaeTCSA B HTOrOBOM 3aIIMCH OIKCH JIEJI CTPYKTYPHOTO IOApa3aCICHUs?

22. CKOJIBKO COCTaBIISETCS SK3EMIUISIPOB OIUCH JIEJT CTPYKTYPHOTO IIOApa3/ieIeH s ?

23. Ha3oBuTe CpOK NPEeNOCTaBICHUS OMHMCEH NeNl CTPYKTYPHBIX IIOJpa3/elCHUN B apXuB
OpraHH3al}H.

3. Kpurepun oneHMBaHUSA

3.1. Kpmeplm OIeHMBAHMSA BBINOJHEHUS 3aaHNI MNpAKTHYCCKHX 3aHATHIA

Orenka «O0TJIHYHO» — 33J]JaHHU€e BEITOTHEHO B IOJHOM 06’BCMC, JaHbI IIPAaBUJIIBHBIE OTBETEI
Ha KOHTPOJIEHBIC BOIIPOCEI, CACIaHbl JIOTUYCCKUA TOYHBIC BHIBOIBL. '

Onenka «XOpomo» — 3aaHuC BBIIOJIHECHO B IIOJTHOM 06’BCMC, JaHbI IPaBUJIBHBIC OTBCTHI HA
KOHTPOJIBHBIC BOIIPOCHI, HE BCE BBIBOABI JIOTHYCCKHU TOYHBI U IIPABUJIBHEIL.

Onenka CHCYAO0BJECTBOPUTEIbHO» — 3aJaHHC BBIIIOTHCHO B IIOJITHOM 06’bCMC, €CTh OIMHOKH
B OTB€Tax Ha KOHTPOJIBHBIE BOIIPOCKEI, HE BCE BEIBOAbI IIPABUJIBHEIC.

Onenka «HEYAO0BJIETBOPHUTE/IBHO» — 3aJaHHUE HE BBIIIOJIHEHO, OTBETOB HET, BEIBOJIOB HET.

3.2. Kpurepuu oneHMBaHHUS MPOMEKYTOYHOM aTTeCcTAllUH (324eT)

OLeHKa «OTIMYHO»

1. I'my6Gokoe 1 mpoYHOe YCBOEHHE NMTPOrpaMMHOI0 MaTepHaa.

2. TouHoCTh U 000CHOBAaHHOCTH BBIBOJIOB.

3. Tounsle, MONHBIE U IOTHYHBIE OTBETHI Ha JIOMOTHUTE/IEHBIE BOTIPOCHL.
OueHka «X0pomo



IIpunoxenue 1

Komy mpencrasisaercs ApXHBHBIH OT/Ie afMHAHACTpanuy roposa Yensbuncka, yi. Kuposa, m. 30, 1.
Yensbunck, 454084

(HaWMeHOBAHUE U AZIPEC MONyYaTens)
Kem npencrasnsercs_ Aximoneproe obmectBo (AQ) «Kommaekry,
opunuy. anpec: vi. Kapna JIubkuexra, 1. 2, . Yengbunck, yengbunckas odnacts, 454018
dakTuy. aapec: ya. Kapna Jlubkuaexra, 1. 2. r. Yensbunck, yensbunckas obnacts, 454018

(HauMeHOBAHHE U AAPEC OTUMTHIBAIOMIEHCS OpTaHH3aluK)

(dopma cOGCTBEHHOCTH OTUHTHIBAOLIGHCS OpraHU3aliH)

ITACIIOPT
apXuBa OpraHU3aINU, XpaHSIIeH YIpaBIeHIeCKYIO JOKYMEHTALIHIO
Ha 1 nexabps 2024 rona
1. O6mue cBeneHus

Kon Konuuecto ITnomanp apxuBOXpaHWIMIA (KB. | 3arpy’KE€HHOCTh apXMBOXPAHUIIUINA
CTPOKH ¢doHIOB M.) (%)
A 1 2 3
101 2 ‘ 18 41,7
2. CBeneHus 0 TOKYMEHTaX
KonugyectBO CAUMHHWI XPAaHECHHUSA
W3 HUX BHECEHO B OITHCH, Xpanutcs | O6pa-
Kon YTBEKIEHHEIE (COr/IaCOBAHHEIE) CBEpX 3yercs
[Moka3sarenu —— Kpatinue natel OIIK apX¥MBHOIO YUPEKACHHUSL YCTQHOB- | BTOX
Beero JIEHHOTO nen
Kpaitnue nater cpoka
Beero
Havansnas | Koneunas Havanpnas | KoneuHas
A b 1 2 3 4 5 6 7 8
IocTosHHOTO 201 600 1991 2022 550 1991 2021 442 18
XpaHEeHUs
ITo mu4yHOMY 202 1400 1991 2022 1400 1991 2022 — 44
coctaBy
3. Kagpsr 7
Koxn KomnuuecTBO ITATHBIX VcnoBus XpaHeHUs JOKYMEHTOB (HyXHOE IOJYEPKHYTh):
CTPOKH pabOTHHKOB XpaHWIHINE: €CTh, HET; CYX0€, CBIPOE; CBETIOE, TEMHOE.
OTomieHue: UeHTPAILHOE, IEYHOE, OTCYTCTBYET.
301 - Cremnaxu: METAUIITIECKHE, EPEBIHHEIE,
KOMOWHUPOBAHHLIE; HET.
: ) ; OTCYTCTBYIOT.
COL» sestn 2023 e e o2
L T —— qI/II‘HaJ'II/IB ——" -n )KBpHaSI. CT T; OXp ! , HET.
Hoonuce W.I1. Eropos ST IBHBIE 90iL; 9CTh, HSL. "
TemMmepaTypHO-BIIaXKHOCTHBIHA pexxuM: coOIrofaeTcs,
HE CODJIFOAETCA.
@Damunus ¥ TenedoH HCIIONHATEI ge cobio aeTc;.i
E.IO. TTomsikosa, (881373) 3-32-98 THETYIIHTEI: ECTR, HOT.



CnucoK COKpameHHBIX CJI0B

J3H — Jlo 3aMeHBI HOBEIMH
JIMH — Jlo MuHOBaHUS HaNOOHOCTH

OIIK — OKcnepTHO-IPOBEPOYHAs KOMHICCHS, 03HAYAET, YTO YaCTh JOKYMEHTOB MOXKET OBITH

OTHECCHA K CPOKY XPaHCHUA KIIOCTOSHHO»

HaunmenoBanue OpraHu3aiyiyu

HOMEHKIJIATYPA JIEJI YTBEPXJIAIO
Ha 2024 rox PykoBoauTens opraHuzanuu
Wuannuansr ©aMunus
« » 2024 r.
WUnnexc 3aroJIoBOK Aeia Komn-Bo Cpok IIpumeuanue
nena TOMOB | XpaHEHUS
(wacTeit) u Ne
CTaThH 110
MIEPEYHIO
1 2 3 4 5
01 - PyxoBoacTBO
01-01 3akonsl P® u PC(S), mpucnanusle nis JIMH OTHOCAIIHECS K
CBEIICHUSA CT. 1 6 OeATCIBHOCTH HaAUM.
OpraHu3anuu -
ITocTosiHHO
01-02 Vkassl, TIOCTAaHOBJICHMS, JMH OTHOCSIIHECH K
pacnopspxerus, [IpaButensctea PC(S), cr.36 g;g;g;ﬁ;;“ HaMM.
MIPUCTIaHHBIE JUIS CBEICHUS Toemiitn
01-03 [Ipotokonsl  3acemanuit  Jupexiuu ITocTosiHHO
(Komrernu) u JOKYMEHTHI (IIOBECTKH, cT. 18 B
TTOCTAHOBJICHHSI, PEIICHHUS) K HUM
01-04 ITpoToxoisl COBEINaHUH y [MToctosiaHO | Ilo omepaTiBHBIM
PYKOBOIUTEISA (mapexTopa) cr.18 e BOIpOCAM — 3 JIT
OpraHu3aIiu
01-05 [Tonoxenne 1mbo0  YcraB  HauMm IloctosiHHO
OpraHu3alu cT.28
01-06 [Ipukassl [OupekTOopa @O OCHOBHOM [TocTosiHHO
JIeSITeIbHOCTH cr.192a
01-07 [Ipuxa3er JMpeKTOpa 110 5 ner
aMUHUCTPATHBHO-XO034¥CTBEHHBIM ct. 196
BOIIPOCaM
01-11 I"onoBoi#i mu1aH paboTEl OpraHu3auu [TocTostHHO
cT. 198 a
01-12 lNocymapctBenHOE 3a7jaHue ITocTostHHO
OpraHu3alii cT. 198 a
01-13 lomoBoit oTyeT O  [IEATENBHOCTH [ToctostHEO
OpraHu3aIu cr.2lla
01-14 l'omoBo#t CTaTHCTHYECKUH OTYET IO ITocrossHHO
OCHOBHOM JI€SITEIBHOCTH et 335 a
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IIPOTOKOJIOB) 0 HarpaxJIeHIH BEZIOMCTBEHHBIMH
rOCyapCTBEHHBIMHU u Harpanam,
BE€1OMCTBCHHBIMH Harpajamu, TIPHCBOCHMM
IIPUCBOCHUU IIOYETHBIX 3BaHUH, BCHOMCTBEHHEIX
IIPHCYKICHHAH IPeMHit IOMGTHER,  SHAHYH,
TIPUCY K IEHAH
BEOOMCTBEHHBIX
npemuii - 10 ner
02-08 JloKyMeHTEI (mpencTaBieHus, 5 ner
HarpamaHble JIACTE], XoJiaTamucTsa, ct. 500 6
XapaKTEepUCTHKH, aBTOOHOrpaduy,
BBINIUCKA U3 PEIIEeHU#, IIOCTaHOBJIEHHUH,
IIPOTOKOJIOB) O TMPEACTAaBICHHH K
HarpaXxJCHUIO TOCYlapCTBEHHBIMH H
BEZIOMCTBEHHBIMHU Harpajamu,
[IPACBOCHUH TIOYETHBIX 3BaHUH,
IPUCY>KIACHUHU NIpeMHUid
02-09 XKypran peructpanuu ¥  KOHTPOJISL 50 ner OIIK | O €XKETONHO
OIUTaYUBAaEMBIX
gg (I?TK::;B JMpeKTOpa MO JIATHOMY cr. 1826 OTIIyCKaX, OTIyCKaX B
CBS3U C 00ydeHueM,
HEXYpPCTBaAX, HE
CBA3aHHBIX C
OCHOBHOU
(mpoduisHOM)
JeATeNbHOCTRIO - 5
JIET OPTaHM3aLHH
02-10 Homenknatypa en xampoB 3 roma
er. 157
03 - byxraarepus
03-01 [lItaTHO® pacmucaHue W H3MEHEHHS K [TocTostHHO
HEMY cT. 40 a
03-02 [Tpuka3el [gupexTopa MO JUYHOMY JIMH IMommHauku — 02-02,
cocTaBy (KoIHH) 02-03, 02-04, 02-05
03-03 BromxeTnas cmMeTa ITocTostHHO
cT. 243 6
03-04 I'omoras Oyxranrepckas (puHAHCOBas) ITocTosHHO
OTYeTHOCTh (OyXranrepckue OalaHCHI, cT. 268 a
OTYeTHl O (UHAHCOBEIX pE3YJIbTATaX,
OTYETHI O IEJIEBOM HCIOJIH30BAHHH
CPEACTB, IPUIIOXKEHHSI K HUM)
03-05 ITpomexyTounas OyxranTepckas 5 net
(bunancopas) OTYETHOCTh cT. 268 a
(byxrantepckue OajiaHCBI, OTYETHI O
(MHAHCOBBIX pE3yJbTarax, OTYETHI O
[[EJIEBOM  HCIIONIB30BAaHUM  CPEICTB,
MIPUJIOXKEHUSI K HUM)
03-06 JluneBele cueta  pabOTHHKOB IO 50 et JIIK
3apaboTHOM mIaTe cT. 296
03-07 Peructper OyXrajaTepcKkoro 5 ner Tpu ycnoBun
(6romxeTHOr0) ydera (rjiaBHas KHWra, ct. 276 TPOBCIICHIA
TIPOBEPKHU

JKypHaJIbI-OpAepa, MCMOPHAJIBHEBIC
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ITocTtostHHOTO

Bpemennoro (cBpime 10 ser)

Bpemennoro (o 10 net
BKJTFOUMTEINIEHO)

OIEKTPOHHBIX
(ipu HanW4YMK THOPUIHBIX Oen, ToM(a) Ha GyMa)KHOM HOCHTENe YUUTHIBAIOTCS B paszene Tadmumel «Ha OyMaxxHOM
HOCHTele», ToM(a) Ha 3JIeKTPOHHOM HOCHTENEe YIUTHIBAIOTCS B pasfiene TabmuIbl « DNeKTPOHHBIXY):

TTocTositnHOTO

Bpemennoro (cenme 10 er)

Bpemennoro (o 10 ner
BKJIFOYHTEIIHHO)

HTOI'O:

HauMmeHOBaHHE TOJDKHOCTH cOcTaBuTeNl  [lommuck Pacmm¢poBka moanucu

« » 2023 .

[Tpunoxenue 4.

Coneprxanne oT4eTa
1. TUTYIBHBINA JTHCT. '
*2. Ileas paboTsL.
3. Tpe6GoBaHMsI K COCTaBIEHUIO OMMCEH NIEN1 CTPYKTYPHBIX II0pa3/ICICHHHA.
4. BeIBOJIBI O IpoJieTIaHHOH paborTe.

5. Tlpunoxenws (OmEcH M€l OTAeNna KaapoB, OyxranTepuu, aJMHHHCTPAaTHBHO-
yIIPaBIEHYECKOTrO anmapara 4 T.J1.).
6. CIIMCOK HCIT0JIE3YEMBIX HCTOYHUKOB.
BapuanTsl 3a1anui
Ne | IlonHOe u KpaTHOE IOpunngeckuii Cdepa PyxoBogure OcHOBHEBIE
HauMEHOBaHHE anpec, OI'PH, JIEeATEeEHOCTH JIb HCTOYHHMKH
OpraHu3anuyu WHH/KIIIT KOMILUIEKTOBAaHU
s
1 | MysnununansHoe 440031, O6pazoBanme | Jlupexrop: | AOMHHHCTpaLys
OIOKETHOE Ilen3enckas o0, T. cpenHee CHHEHKOB , OTJIEJ KaJpoB,
obmmeobpazoBaTens Ilen3a, ym. obmee Onmner Oyxranrepus,
Hoe yupexnenue | KwuxepaToBa, 1. 13 Huxomnaesuu CEKpeTapsb,
cpenHss OI'PH CTOJIOBAS,
obmeobpazoBaTeiib 1025801441270, 6ubmoreka
Has mKoa Ne 32 . WHH/KIIIT
[Ten3sr MBOY 5837000453 /
COIII Ne 32 1. 583701001 OKIIO
ITen3nn) 24021296
2 O6mectBo € 618547, Ilepmckuit | JeatensHOCTh | JlupekTop: | AOMHHHCTpaunys
OTpaHUYEHHOH Kpaii, r. COMHKaMCK, | II0 YHCTKE U MapueHKko | , OTHEI KaapoB,
OTBETCTBEHHOCTBIO yi. Ctemana yOOpKe JKUIBIX Spocnas Oyxrantepus,
«Tpmac» (OO0 Pazuna, 1. 39. 3MaHuH U BrnanuMupoB | agiMUHHCTpaTHB
«Tpuacy) OI'PH HEXHUIIBIX u4 HO-
1135919001965, TIOMEIEHHH XO03SHCTBEHHAS
WHH/KTIIT ciryxba
5919023268
/591901001
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AKYPHAIJI

ITpunoxenwue 5.

PETUCTpaLU IIPUKA30B IO OCHOBHOW AEATEIBHOCTH

000 «IIpumep»
Hauar:
«15» aBrycra 2018 r.
OxoHuyeH:
« » 20

ITepeuens cotpyaaukoB OO0 «IIpumepy», OTBETCTBEHHBIX 3a BEACHHUE KypHaIa

Ilepuon BeaeHust JloxanbHbIH
JKypHaJa NpaBoBOii aKT, Hoxmues
OTBETCTBEHHbIM DaMuus, UMs, 0TYECTBO OTBETCTBEHHOIO JIMLIA, yCTaHOBHBLIH
OTBETCTBEHHOI'0
JIMIIOM AOJI’KHOCTh OTBETCTBEHHOCTh Sifiiia
COTPYAHMKA 32
> o BeJIeHHe JKypHaJia
1 2 3 4 5

15.08. | 31.01. Bacuasesa Mxecca CtaHuciaBOBHA, CEKPETaphb ITpuka3 Ne 2 ot Bacitivesa
2016r. | 2017 1. 15.08.2016 1.

01.02. | 01.02. Augpeesa Beponyika AHTOHOBHA, IOKYMEHTOBE TIpukasz Ne S ot Audpeesa
2017r. | 2018 . 50.01.2017 r.

ITepeuens npukazoB o ocHOBHOHU aesrenbHocTH OO0 «Ilpnmep»

Ne Aata Homep | HaumeHoBaHMe npHKa3sa (KpaTkoe ®HO, TabeskuLIe HoMEpa o

s H3JaHusA —— conepmanme) KOTOPBIX pacnpocTpaHseTcs AelicTBHe
npHKasa NpHKa3a

1 2 3 4 5

1 15.08.2018 20 O npoBeaeHKH CMICUOLECHKH Cagennes Msan Angpeeruy, 00114
YCHOBHIL Tpyaa
2 20.11.2018 3 O coznanun cnyxobt Gpuuarcosoro | Ceprees AntoH Bnaaumuposiuy, 00343
KOHTPOAS
3 29.12.2018 7 O npoBeJeHRN HHCTPYKTaXka TI0 AntosoB Banepwuii [Terporud, 00439
oxpase Tpyia
4 19.02.2018 5 O0 u3MeHEeHMSX B IUTATHOM Heauosa Antonuna Cepreessa, 00538
pacnucaHui
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6. ViMeeTest He BKITIOYEHHBIX B OITHCH eI.Xp.
(KOAMUECTBO)
7. Utoro no nanHoMY (oHAy (BKJIFOUSHHBIX M HE BKJIFOYEHHBIX B OMUCH),

UMCHOIUXCS B HAJIMYHU Ca.Xp.
(komTHuecTBO)

8. XapakTepucTrKa YCIOBUM XpaHEHHUS

[TpoBepKy npou3BOIMIH:

Hanmenosanue
IOJDKHOCTEN

pabOTHUKOB [Noanucu Pacmu¢porka noamnuceit
@opvar A4 (210 x 297)

®opma JIMCTAa NPOBEPKH HAJIMYHS U COCTOSIHHS APXHUBHBIX JOKYMEHTOB!

(HauMEHOBaHHWE OpTaHW3aLIUH)

JIUCT NPOBEPKH Ne *

Haymuaus u cocTostHuS T0KyMeHTOB GoHIa Ne

(na3panue)
ITpoBepky mpoBOIHIA
Hanuuue IOKyMEHTOB CocTosHHE IOKYMEHTOB
BrigBieHbl TEXHUYECKHE OLTHOKH
Iponymenn
Jlurepisie
HOMEpE, He :: HOMEPS Hpyrue, B % s | Homepa en, xp.,
° oTpaxerHbie orpakennpe | PEYTTATE g L§ E E TpeOyrommx:
E B HTOTOBO#H ) 4ero ofivem g5 o | a8 o
s samon 3ATHCH 20 o E o E
g 5 E o| = E g 1 2
: IR c
E 2 ) x5 X& E = |23 b < @ g
= I ) S5 28 £ R = 2
= 7 2 = 2 = < = | :>=< » B m E g2 = E E E o
D : -3} = g g -] S 8| a8 @ 5| = B 3 = % Q-E
gl & o| BS| 2| 28 5| 2 *El S E|lg gl E|l 5| 8 o8 *E )
El & | 2| 28| 2| 28| 8| 8| E5| 59| 2| =|Bgd AR IR EES g
o o Z| Foal | = 3 S| 58| © gl = w | 5 &9 ) E g ¢ 25
Sl e B| B2 Bl 23 I| 2| EE| 55 Z| Bless HEIR IR R LR g
228 5 B » EBl 5| | 8 23 S| glgat 5| 8 &8 3% 28 g
S| 58 2| =k 2| 2E B| 8| 55| 24 2| 3|2 AEIRIEEREEL &
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 | 23 24
HToro uMeeTcss B HAIMYMY BKJIFOYEHHBIX U HE BKIIFOYEHHBIX B OIIMCH €. Xp.
(uudpamu ¥ IPONUCHIO)
Haumenosanue
IOJDKHOCTEH pa60THI/IKOB Iommucu PacmmprBKa MOAIIHNCeH
JlaTa

! Mpukas O6 yTBepaeHUM (OPM YUETHBIX M HHBIX JOKYMEHTOB 110 OPTaHM3aliK XPaHEH!s, KOMIUIEKTOBAHHU, y4eTa U
HCIIONB30BaHM JOKyMEHTOB ApxuBHOro Gonna Poccuiickoit @enepaiu U qpyryux apXUBHBIX JOKYMEHTOB B
TOCYIapCTBEHHBIX M MyHHUMITATLHBIX apXUBaX, My3esx U Oubnuotexax, opranmsanusix Poccuiickoi akageMun HayK OT
10.09.2007 Ne 1273. ®opma 27. (omyOIMKOBaHHAS U STEKTPOHHAS BEPCUH).
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Pyxorogurens apxusa
OpraHu3auuH (JIHLo,
OTBETCTBEHHOE 32 apPXUB)

(moruce)
Jlata
Jena Bo3BpalleHbl B IOTHOM 00beMe H COXPaHHOCTH.
CraJt 1o mopy4eHHIO pyKOBOACTBA OPraHU3aluHU-TIOyYaTes.
PykxoBomuTens apxuBa
opraHu3auus (JIMIo,
OTBETCTBEHHOE 32 apXUB)

(mozmuck)
JHarta ;
IIpuHsan o mopy4eHuIo pyKoBOICTBA OpraHHW3aliH, BbIJaBILIeH Aena.
PykoBoauresns apxusa
opraHu3aiiy (Mo,
OTBETCTBEHHOE 32 aAPXMB)

(noznuce)
Jlata

(pacuudpoBKa NOANUCH)

(pacmudpoBka noamMcH)

(paciudpoBKa MOMIHCH)
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ITpunoxenue 9.

JUCT ®OHIA Ne
(MecTonaxomaeHue Gonia (HaHMEHOBAHUE ([lata neproro NOCTYILNeHUs!
OpraHM3aLl, TAe XpanuTcs POoH) JIOKYMEHTOB (hoH;1a)
Kpaitaue gaTsl KaKJ0ro HazpaHus hoHaa Haspanue ponza
1 2

1. Vyer HeonMcaHHBIX JOKYMEHTOB

Jara Hazmauue, N u nara Tocrynnenue BribbiTue Haamyue
3anucH OKYMEHTA, 10 KOTOPOMY (ocTaTokK)
HOCTYTHNY WK BLIOLIIH KomiuectBo | Kpaiinue Konmgectso | Kpaitaue Beero men
JIOKYMEHTbI e JIAThI zei JIaThl
1 2 3 4 3 6 7

2. Y4eT OImucaHHbIX AOKYMEHTOB

Jar | Ho | I' | Haza | Ilocty BrifibrTie Hamiyue (0ciarok)
a MeEp | 0 HUE A0 Komm | Ocnosa B 1oM uniciae Komm B 1oM uncae:
3am [ oW | x| omuckm | e xp. | ectRO HUe IO OHCHM, SCTRO NOCTOSHHOTO XPAHCHUS IO THHHOMY
uen | e Wil €I XP. | BRISBITH | VIBEIKASHHBM | €1 Xp. COCTaBy
nea annora A SIIK Konug | kpait 3 HIIX 110 ®oaud | kpai
1 (nazpan €CTBO HHC OTIUCHM. SCTBO | HHE
FORYM ue, €1 Xp. Aar VTBOPAACHHBIM €1 Xp. Aat
CHIUB Aara, bl 2TK bl
N AckyY | Konuu Kpa en. Kol Kpa
McHLa eciBo | #nue Xp YECTR Huu
em xp. | marsr 0 [
’ e xp. | marst
1 2 3 4 - 5 6 7 8 9 10 11 12 13 14 15 16
\

Dopmat A4 (210x297 mm)
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- HCIIONB30BaTh B paboTe HOPMATHUBHEIE IIPABOBBIE AaKTHI, HOPMATHBHO-METOIUYECKHE
JOKYMEHTBI, TOCYJAapCTBEHHBIC CTaHJAapTHI, OIPCACIAIOIHNE IOPAMOK paboThl € apXHUBHBIMH
JIOKyMEHTaMU;

- HCIIOJIb30BaTh HOMEHKJIATYPY €Il IIPH COCTaBICHUH OIMUCEH €T, aKTa O BEIACIICHUH Je K
YHUYTOXXECHHIO;

- oopmiaTh BHYTPCHHHUE YUETHBIC JIOKYMEHTEI el OpHu (bopanOBaHnn el B
COOTBETCTBUH C YTBEP)KICHHOW HOMEHKJIATYPOH /€Il OpraHu3allvH;

- KCIIOJB30BaTh 0a3bl JNaHHBIX OpraHW3allMi AJA apxXWBHOI'O XpPaHEHHMsS, B TOM YHCIIC
yZAaJeHHEIE,

- TOTOBUTH JOKYMEHTHl K CKaHHPOBAHHIO, MCKIIOYas BO3MOXHOCTh HAHECCHHs Bpena
OyMa)KHBIM OpUTHMHAIAM U apXUBHOIO XPaHEHHU S,

- ofecneuyrBaTh yueT U COXPaHHOCTh ApXMBHEIX JIOKYMEHTOB;

- IIPOBOJUTH IIEPBHYHYIO DPECTABPAlMIO M KOHCEPBAIMIO JOKYMEHTOB Ha OyMaXkHBIX
HOCHTEIISX;

- HCIIONIB30BaTh WHPOPMAIMOHHBIE TEXHOJIOTHM IIPH BEICHHMH YYETHBIX JOKYMEHTOB,
COCTaBJIECHUHU U 0)OPMIICHUH apXUBHBIX IOKYMEHTOB.

HNmeTs nmpakTHYeCKHH ONBIT B BOIIPOCAX:

- TIpeIBapUTEIFHOE DPACCMOTPEHHE M COPTHPOBKA [IOKYMEHTOB Ha PETHCTPHPYEMBIC H
HEPETUCTPUPYEMEIE;

- BeZieHue 0a3bl JaHHBIX JTOKYMEHTOB OpraHU3alliy;

- BeieHHe HHHOPMAIIHOHHO-CIIPaBOYHOMH pabOoTHI

- opraHu3anus paboTel 10 PETUCTPALIUH, YUETY, XPAHEHHUIO U IIEpeadye B COOTBETCTBYIOLIHE
CTPYKTYpHBIE ITOIpa3eNIeHus] JOKYMEHTOB TEKYIIETO JEI0IIPOU3BOICTRA.

1.2. IToxa3aTe/ 1y OLIEHKH Pe3yJabTATOB 00yUeHHS

HaumenoBanue
Pe3yabTaThl
Conep:xanne THCIUIIHHBI o0yueHus Bup xonTpoas SIeRHHoTY
cpeacrea/popma
(OK, IIK)
KOHTPOJISI
OCHOBI’III‘:;r ;pII»;HanH OF. |- 4OES, Hpanepxa
IK.1,1, 1.3 - 1.5. Texymmuii BBIIIOJTHEHHBIX
OpraHH3aldU XPAHEHUS K21 -23 —
JIOKYMEHTOB o o
T 2.
TOHOI’p:(;:pOBaHI/Ie OK 1- 4;0K 6. IIpoBepxa
P ) JIK:1,1. 1.3 -~ 1.3, Texymuit BBITTOJITHEHHBIX
€XKUMBI XpaHEHUS .
IIK.2.1 - 2.3. 3aJaHAi
. IOKYMEHTOB
Tema 3.
OcHOBHBIE 3TambI OK 1- 4;0K 6. ITpoBepka
TOATOTOBKH JIEIT JIJIS IIK.1,1, 1.3 - 1.5. Texymmuit BBITIOJTHEHHBIX
repefjady Ha apXuBHOE [IK.2.1 - 2.3. 3aJaHui
XpaHEHHE
Tema 4. OK 1- 4;0K 6. [IpoBepka
CocraBiieHne onuceit en u K11, 13 ~ 1.5 Texymmuit BBIITOJTHEHHBIX
JIOKYMEHTOB IIK.2.1 -2.3. 3aaHui
Tema 5.
MeponpusTus, OK 1- 4;0K 6. IIpoBepxa
HaIlpaBJICHHBIE Ha IK.1,1, 1.3 - 1.5. Texymmit BBIIIOJTHEHHBIX
ofecredeHre COXpaHHOCTH ITK.2.1 - 2.3. 3a/1aHuA
JIOKYMEHTOB
Tema 6. OK 1- 4;0K 6. IIpoBepka
OcHoBHBIE HOPMEI B BHJIBI IK.1,1, 1.3 - 1.5. Texymmuit BBIIOJTHEHHBIX
HCIOJIE30BAHUS aPXUBHEIX I[K.2.1 -2.3. 3aaHUN































