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1. HACIIOPT ®OHJIA OLIEHOYHbBIX CPEACTB

1.1. Ilepeyenb kKoMneTeHMid, GOpMHUPYEMBIX B MpoLecce MPOXOKICHHS

NPAKTHKH

IIponecc 0CBOEHHMsI NUCUMILIMHBI HAIIPABJICH Ha OBJIAJICHUE CIEAYIOIIUMHU
KOMITETCHLIASMU:

YHUBEpCaIbHbIMU:

VYK-3 — cnocobeH OCyHIeCTBIATh COLMAIBHOE B3aUMOJACIHCTBHE U
peann30BBIBaTh CBOIO POJIb B KOMaH/E

VYK-4 — crocoOeH OCylIeCTBIATh JAEIOBYI0O KOMMYHHKALMIO B YCTHOM U
NMCBMEHHOM (popMax Ha TOCyAapcTBEHHOM s3blke Poccuiickoit denepauuu u
MHOCTPAaHHOM (BIX) sI3bIKE(aX).

1.2. Dranbl ¢gopMupoBaHNs KOMIIETEHUWI M CPeACTBAa OLEHUBAHUS
YPOBHA X ¢)OPMHUPOBAHHOCTH B MPoLIECCe MPOXOKACHUS NMPAKTHKH

Ne | Pa3aen npakTuku dopmupyemble KonTpoabHo-
n/n KOMIIETEeHIMU OLICHOYHbIE cpeacTBa /
CIoco0 OleHUuBAHUSA

IToaroroBuTEIBLHLIN 0JI0K

1 CocTaBuUTh VK-3,YK-4 Koncnekr, konuu
XapaKTePUCTUKY YUpEIUTEIIbHBIX
OpraHu3aIuu JIOKYMEHTOB
(HamMeHOBaHUE
OpraHu3alluu,
MECTOHAXO0XKICHUE,
pEXUM pabOTHI
OpraHu3aluu;
OpraHU3alMOHHO-
npaBoBas (hopma, BpeMms
CO3JIaHUSI Y PETUCTPaALlUU
HCCIENYEMOMN
OpraHu3alliu; BU
JEATEIIbHOCTH B
COOTBETCTBHUHM C Y CTABOM
opranuzauuu). U3yuutsb
HOPMAaTUBHO-IIPABOBYIO
JOKYMEHTAIHIO,
UCIIOJIb3YEMYIO IS
OpraHu3aluu
JOKYMEHTAIMOHHOTO
oOecrieueHus
ynpasieHus. B kauecte
MIPUJIOKEHUMN
MIPEACTABUTHh KONTUU




YUPEAUTETBHBIX
JIOKYMEHTOB. )

N3yunth
OpraHU3alMOHHYIO
CTPYKTYPY YUPEKICHHUS.
CocTraBUTh cxeMy
OpraHu3alMOHHON
CTPYKTYpPBbI; U3yUUTh
HITATHYIO YUCIEHHOCTb.
[IpoBectn anam3
HITATHOTO PaCIUCAHUS,
JOJDKHOCTHBIX
WHCTPYKIINI CEKpeTaps
(IeJIOTIPON3BOIUTEIIS ),
ONPENIENIUTh COOTBETCTBUE
KoJM4ecTBa QyHKIIUH.
O3HaKOMHTHCS C
MOJIO’KEHHEM O
CTPYKTYpPHOM
noapasaenenun. Caenartb
3aKJIFOYEHUE O
COOTBETCTBHUH ITUX
JIOKYMEHTOB HOpMam
TpynoBoro koaekca u
JNEHUCTBYIOLIEMY
3aKOHOAATEIbCTRY.
[Ipuiioxute cxemy
OpTraHU3ALMOHHOMN
CTPYKTYpHI yIPaBIECHUS,
KOIHH CTPYKTYPHI U
IITaTHOM YKUCJICHHOCTH,
JIOJDKHOCTHBIX
VHCTPYKLHUN CeKpeTaps
(1eJIOTIPON3BOIUTEIIS),
MIOJIOKEHUS O
CTPYKTYpPHOM
MOJIpa3/ICICHUN.

VYK-3,YK-+4

Koncnexr, konmun
IITATHON YMCIEHHOCTH,
JTOJKHOCTHBIX
WHCTPYKLIMU CEKpeTaps
(1eI0npON3BOIUTEIIS ),
MOJIOKEHHUSI O
CTPYKTYpPHOM
NOAPAa3/CICHUMU.

[IpoBecTn aHanu3 3TanoB
00pabOTKH BXOJISIINX,
UCXOJISAIINX, BHYTPEHHUX
JIOKyMEHTOB B
oprannsauuu. 3yunts
(dbopMBbI peructpanuu

VYK-3,YK-+4

CocTaBuTh NPUMEPHBIN
NePEUYCHb IOKYMEHTOB
OpraHu3aINH,
TOIIEXKAIINX U
HETOIJIKATIIX
pPETHCTPAINH.




JIOKYMEHTOB, IOPSII0K
IPOBEJCHUS KOHTPOJIS
UCIIOJIHEHUS IOKYMEHTOB,
CPOKOB UCIIOJIHEHHUS
JIOKYMEHTOB B
opranu3auuu. [IpoBectu
aHanu3 (popMupoBaHHUs
uH(POPMaIMOHHO-
CIIPaBOYHOM KapTOTEKH.
CocTaBUTh IPUMEPHBIN
nepeyeHb JOKyMEHTOB
OpraHu3aIlvH,
NOJUIeKAIINX U
HENOJIeKalIX
perucTpalmm.

O3HAKOMUTEJILHO-ATANTAIIHOHHBIA 0JI0K

IIpoBecTu aHanus
odopmIIeHHUS OJTaHKOB
JIOKYMEHTOB,
UCIIOJIb3YEMBIX B
opranusauuu. [Iposectu
aHanu3 opopMIeHUs
pacTopsSIANTENLHOU U
CIIPaBOYHO-
uH(OPMAITMOHHON
nokyMmeHTamuu. Caenarb
3aKJIFOUYECHHE O
COOTBETCTBHHU
oopMIICHUS JOKYMEHTOB
TpeOOBaHUSIM CTaHapTa.
B xaudecTBe npuioxxeHun
MPEeACTaBUTh KOMTUU
MIPUKA30B, PACIIOPSIKECHUH,
MIPOTOKOJIOB, aKTOB,
CITY>KE€OHBIX TTHCEM,
CIIPaBOK, JIOKJIaTHBIX
3aMHUCOK.

VYK-3,YK-4

[IpeacraBuTh KOMIUU
IPUKA30B, PACIIOPSKEHUIH,
IPOTOKOJIOB, aKTOB,
CITY>KEOHBIX TTUCEM,
CIIPaBOK, JOKJIATHBIX
3aIMHCOK.

N3yunTh nopsamox
dbopMHpOBaHUA U TIpaBUiIa
oopMIICHHS JCT B
oprannsauuu. 3ydnts
COCTaBJICHHE 3aT0JIOBKOB
nen 1 opopMIICHHE
00JI0KKH /€4,

VYK-3,YK-+4

Kormuu popm ommceit,
BHYTPEHHHX OIMCEH,
JMCTa-3aBEPUTEIISL.




COCTABJICHHE BHYTPEHHEN
OIMCH TOKYMEHTOB JeJIa.
[Ipoananu3upoBathb
HOpsA0K 0(hOpMIIEHUS
JIOKYMEHTOB, CIaBAEMBIX
B apXuB, (OpM onucen u
aKTOB IIPHU IlepeIadn Aei B
apX#B JOKYMEHTOB. B
KA4eCTBE IIPUIIOKECHUS
NPEACTaBUTh KONUU (HOpM
ONMCEHN, BHYTPEHHUX
OIMceH, JT1CTa-
3aBEpUTEII.

[Ipoananu3npoBaTh
NOPSIOK COCTaBJICHUS
HOMEHKJIAaTypHbI eI
CTPYKTYPHOTO
NOJIpa3/IeJIeHus, IOPSI0K
BBIJIJaYU JIOKYMEHTOB U
JieJ1, IpaBuia
odopMIICHUS BbIJIAYU
JOKYMEHTOB U JI€JI BO
BPEMEHHOE MOJIb30BAaHHUE.
[Ipoananu3upoBaTh
NOPSIIOK ONIEPATHBHOTO
XpaHEeHUs JOKYMEHTOB. B
KaueCTBE MPUIIOKECHUS
MPEACTAaBUTD
HOMEHKJIaTypy A€
CTPYKTYPHOTO
NOJIpa3/IeJICHUs, KOITUIO
BBITIUCKHU O BbIJA4H
JIOKYMEHTOB.

VYK-3,YK-4

B xauecTBe npuioKeHus
PEACTaBUTD
HOMEHKJIAaTypy A€
CTPYKTYPHOTO
NOAPA3ACIEHUS, KOITHUIO
BBITTUCKH O BbIIAYN
JOKYMEHTOB.

[TnanupoBanue paboyero
TTHST CEKpeTaps v
pykoBoautensa. OTmnpaBka
Y TIOJTy9E€HHE COOOIIEeHUN
M0 Pa3JINYHBIM KaHaJaM
cs3u. [IpoananusupoBars
TJIAHUPOBAHUE U
OpraHu3aIni0 pabovero
MecTa cekperaps u
PYKOBOJAMTEIIS COTJIACHO
HProOHOMHUYECKUM HOpMaM
U TpeOOBAHUSM.

YK-3,YK-4

Cxema pabouero mecra
CeKpeTaps u
PYKOBOJUTEIIS.




[lepeuncnuth cocTaB
OpPITEXHUKHU U
KOMITbIOTEPHBIX
porpamm,
UCIIOJIb3yEMbIX B
OpraHu3aluu Jjis
00pabOTKH TOKyMEHTOB U
na”HHBIX. B KauecTBe
MIPWIOKEHUU CXEMY
pabouero mecra
CeKpeTapsi u
PYKOBOJIUTETIS. .

AHAINTHYECKUA 0JIOK

N3yunTth opraHu3anuio
WCIIOJIb30BaHUsl apXUBHBIX
JIOKYMEHTOB, COCTaBJICHUS
KJIaCCU(UKATOPOB,
yKasareyneu u Jp.
CIIPABOYHHUKOB I10
JOKyMEHTaM
oprannsauuu. U3ydnts
COCTaBJICHHE 3ar0JIOBKOB
Jiena JOKyMEHTOB B
cootBeTcTBUM ¢ ['OCT,
CIIPaBOYHOTO arapara K
ormcu. Pabota B
nporpaMmmax
AIIEKTPOHHOTO
JIOKyMEHTO000pOTAa,
UCITIOJIb3yEeMbIX Ha Oa3ze
npakTuke. B kauecTtse
MPUIIOKEHUS TIPEICTABUTD
KOIMHU KaTaJIOKHBIX
KapTO4Y€eK, yKa3aTeyeu.

VYK-3,YK-4

Komuu kaTanoxHbix
KapTOYEK, yKa3aTeJeu.

N3yuuth npuem u
pa3MelieHre JOKyMEHTOB
B apXMBE OpPraHHU3aLUH, B
T.4. JOKYMEHTOB 1O
JUYHOMY cOocTaBy. B
KAaueCTBE MPUIIOKEHUS
IPEICTABUTH KOIUIO
T1aHa paboThI apXuBa,
CXEMY pa3MeIlEHUs
apXUBOXPAHMWJIULI,

YK-3,YK-4

Konust nnana padoTsl
apxuBa, CXeMy
pa3MenIeHHs
apXUBOXpaHWINLI,
o0opymoBaHus,
OPITEXHUKH,
PETUCTPUPYIOIINX




o0opy10BaHMS,
OpPITEXHUKH,
PETUCTPHUPYIOIINX
npuOOpOB, peKUMa

puOOpPOB, peKUMa
XpaHEHUs JOKYMEHTOB

XPaHCHUA JOKYMCHTOB

3aBepmarommii 6J10K

10. | Hanrcanue TBOPYECKOTO
oTYeTa MO MPAKTUKE

VK-3,VYK-4 Otuer

1.3. Onucanue nokaszarese (pOPMUPOBAHNS KOMIIECTEHIIN I

Kon
KOMIIeTeHIIUH

Ilnanupyembie pe3yJbTaThl 00y4eHUs (IIOKA3aTeJIN)

[IpodeccronaibHbIE KOMIIETCHIIMT

VK-3 Crnocoben
OCYIICCTBIATH
COLIMAJIBLHOE
B3aUMO/IEIICTBUE
U peajn30BbIBAThH
CBOIO POJIb B

3HaeT: TeOpUM KOMMYHUKAIIUN U CTPATETHUH B MEHEIKMEHTE;
IIPOLIECCHI B3aUMOJICHCTBHYSI C YI€HAMU KOMaH/Ibl;

Ymeer: onpenensaTs poiib KAKI0TO YYaCTHUKA B KOMaH/E;
paboTaTh B KOMaH/IE; y4acTBOBaTh B 0OMeHe MH(popMaiuei,
3HAHUSMHU U OTIBITOM;

Baageer: cnocOoOHOCTBIO K KOMMYHHMKAIWU; 3THYECKUMHU

(bIX) s13bIKE(aX)

KOMaH/1e HOpPMaMHU B3alMOJICUCTBUS

VYK-4 Cnocoben | 3HaeT: CUCTEMbl HOPM PYCCKOTO JHUTEPATypPHOIO S3bIKA U
OCYUIECTBIISTh WHOCTPAHHBIX  S3bIKOB;, HWHCTPYMEHTBI M  TEXHOJOTUU
b1 (0 (0):3% ) PETYIUPYIOLIETO BO3JICHCTBHUS npu peanuzauuu
KOMMYHUKAIIUIO B | YIIPABICHUYECKOIO PEUICHUS.

YCTHOU U Ymeer: CcBOOOJHO BOCIPUHUMATH, AaHAJIU3UPOBATH U
MUCbMEHHOU KPUTHUYECKH  OLIEHMBAaTh  yCTHYKD W  IHUCbMEHHYIO
dbopmax Ha obmenpodeccoHanbHyl0 HMH(QOpPMAIMIO HA PYCCKOM H
roCyJJapCTBEHHOM | MTHOCTPAHHOM (-bIX) SI3bIKE (-ax).

A3bIKE Baaneer: yMeHueM omnpenensTh YIpaBJICHUECKUE PELICHUS
Poccuiickon JUIs JOCTHXKEHUSA npodheCCUOHAIBHBIX uesnen Ha
denepanuu u roCyJIapCTBEHHOM M MHOCTPAHHOM (-bIX) SI3bIKaX
WHOCTPaHHOM Biageer HaBbIKAMM: HaBBIKAMHU [IEPEBOA C MHOCTPAHHOTO (-

bIX) Ha TOCYJJAPCTBEHHBIN S3bIK, a TAKKE C TOCYJAPCTBEHHOTO
HA UHOCTPAHHBIH (-bI€) S3bIK (-1)

1.4. Kputepuu ouneHUBaHMsI KOMIETEHIIMIi HAa pa3HBIX 3Tamax HX
(GopmMupoBaHUs B X0/1€ NPOXO0KAEHUS MPAKTUKHU

Bup Texymieit yueOHoM paboThl

KommuectBo 0ajioB

4 cemectp/8 TpumecTp

Brinonmuenune 3aganuii bioka 1 30




Brinonuenue 3agannii biioka 2 30
Brinonuenune 3agannii bioka 3 30
Brinonuenune 3anannii bioka 4 10
Htoro 100 (3auer)

HakxonurenpHas cucreMa oneHuBanud mo 100-0aibH0M mKaJje

Yeroipexodau-
JIbHAsl cUcTeMa
OlleHUBAHUS
IK3aMeHa

100-
0allIbHAA
HIKAJIA

BbykBennas mkaJga, coorsercrpywomas 100-
0aJIbHOM 1IKAJIe

Cucrema
OLICHMBAHUSA
3adera

OTJIINYHO

90-100

A — OTJIMYHO — TEOPETHUYECKOE COJICPIKaHKe Kypca
OCBOCHO IMMOJTHOCTBIO0, 6€3 mpobeoB; HEOOXOIUMEIE
MPAKTHYECKHE HABBIKK PA0OTHI C OCBOCHHBIM
MaTepHasoM C(OPMHUPOBAHBI; BCE
peyCMOTPEHHBIE TPOrPaMMOii 00yUeHHS
y‘Ie6HI)IC 3aJaHus BBIIIOJIHEHBI, KAYECTBO UX
BBITTOJTHEHUS OIIEHCHO YKMCIIOM 0a/lIoB, OJM3KUM K
IMaKCUMaJIbHOMY

Xopo1io

83-89

B — oueHb XOPOIIIO — TEOPETUIECKOE CO/ICPIKAHUEC
Kypca OCBOEHO MOJIHOCTBI0, 0€3 MpoOeIioB;
HEOOXO0IMMBbIC TIPAKTUYECKUE HABBIKU PAOOTHI C
OCBOCHHBIM MaTEPHAJIOM B OCHOBHOM
c(OpMHUPOBAHBI; BCe MPEAYCMOTPEHHBIC
MporpamMMoii oOydeHus yueOHbIe 3a1aHHs
BBITIOJTHEHBI, KAYECTBO BBIMOTHEHHSI OOJBITUHCTBA
M3 HUX OLICHEHO YKCJIOM 0ajjIoB, OJIU3KHUM

K MaKCUMaJTbHOMY

Xopowo

75-82

C — X0po1I0 — TEOPETUYECKOE COJIEPI)KaHNE Kypca
OCBOEHO IOJIHOCTBIO; HEKOTOPbIE IPAKTHUECKHE
HaBBIKM Pa0OThI C OCBOCHHBIM MaTepUaIOM
c(OpMHUPOBAHBI HEIOCTATOYHO; BCE
IIPEyCMOTPEHHBIE IPOTpaMMOil 00yueHus
yueOHbI€ 3aJJaHUsI BBIITOJIHEHBI, KAUEeCTBO
BBITNIOJTHEHUS HU OJHOTO U3 HUX HE OLIEHEHO
MUHHUMAaJIbHBIM YHCIIOM 0alllIoB, HEKOTOPBIE BH/IBI
3aJlaHuM BBINOJIHEHHI C OMIMOKaMH

VY nosnerBo-
PUTENBHO

63-74

D — y10BIETBOPUTENBHO — TEOPETUUECKOE
coJiepKaHue TUCIUILTMHBI OCBOEHO YaCTUYHO, HO
poOeTBl He HOCAT CYIIECTBEHHOTO XapaKTepa,
HE00XO0AMMBbIE IPAKTUYECKHE HABBIKU PaOOTHI

C OCBOCHHBIM MaTe€pPHaJIOM B OCHOBHOM
c(OopMHPOBaHBI; OOJIBIIMHCTBO
MIPEYCMOTPEHHBIX TIPOTPaMMON 00yIeHHS
y4eOHBIX 3aJaHUi BBIIIOJIHEHO, HEKOTOPbIE

13 BBINIOJIHEHHBIX 33JJaHAH, COIEPIKAT OMIMOKH

Y nosnerBo-
PUTEIHHO

50-62

E — nocpeacTBeHHO — TeOpeTHUECKOe
coziep’kaHNe Kypca OCBOGHO YaCTHYHO;
HEKOTOpbIE MPAKTUYECKHE HABBIKU PAOOTHI

He c(h)OPMHUPOBAHbI, MHOTHE NTPETYCMOTPCHHBIE
porpamMmoii o0ydenust yaeOHbIe 3aaHus

HE BBINOJHEHBI JTU00 KaueCTBO BHIITOJHEHUS

3auTeHo




HEKOTOPBIX U3 HUX OLICHEHO YMCIIOM 0aJuioB,
OJIM3KUM K MHHUMAJIbHOMY

Heynosnerso- 2149 FX — Hey10BIETBOPUTENIBHO — TEOPETUUECKOE
PHUTEIBHO coJIep’KaHue Kypca OCBOEHO YaCTHYHO; He 3aureno
HE00XO0IMMBIE TPAKTUYECKHE HABBIKU PaOOTHI
He cpopMUpOBaHBI; OOIBITMHCTBO
MIPEeyCMOTPEHHBIX IPOTrPaMMOl 00yUeHUS
y4eOHBIX 33JaHUi HE BBINOJIHEHO MO0 Ka4yeCTBO
YX BBIIOJIHEHUS OLIEHEHO YUCIIOM 0aJlioB,
OJIM3KUM K MUHUMAIILHOMY; TIPH
JIOTIOJIHUTEIBLHON CaMOCTOSITENIbHOM paboTe Hall
MaTEepUaJIOM Kypca BO3MOXKHO IOBBILIEHHUE
KauecTBa BBINOJIHEHUS YUeOHBIX 3aJaHUN

Heynosnerso- 0-20 F — Hey10BII€TBOPUTEIHHO — TEOPETUUECKOE
PUTEIBHO coJiep>KaHue Kypca He OCBOCHO; HE0OXOIUMbIE
MIPaKTUYECKUE HaBBIKU PaOOTHI

He c(OPMUPOBAHBI; BCE BBIMIOJIIHEHHBIE YUeOHbIE
3aJaHus COJIEpKAT rpyObIe OMHOKH,
JIOTIOTHUTEJIbHAS] CAMOCTOATEIbHAs paboTa Hajl
MaTepUaJoM Kypca He IPUBEAET K KaKOMY-JIN00
3HAYUMOMY TOBBIIIEHUIO KA4e€CTBA BHITIOJTHEHHS
y4eOHBIX 3aJaHUN

2. KOHTPOJIBHO-OHEHOYHBIE CPE/ICTBA
3aganune.l O0mIas XapaKTEePUCTUKA OPraHU3AIUU U €€ OPraHNU3alMOHHO-
NpaBoBoil popMbI.

CocTaBUTh XapaKTEPUCTHKY OpraHu3aiii (HaMMEHOBAHHE OpraHu3aliiy,
MECTOHAXOXJACHUE, PEKUM pPAOOThl OpraHU3AlMM;, OPTraHU3AIMOHHO-IIPABOBAs
dbopma, BpeMs CO3MaHUS W PETUCTpAIlMM UCCIENYEeMON OpraHu3aluu; BUJ
JESATETLHOCTH B COOTBETCTBUHU C Y CTaBOM OpraHu3aiuu). M3y4uTh HOpMaTUBHO-
MPABOBYIO IOKYMEHTAIMIO, UCTIOIb3yEMYIO JJIsl OPraHU3ALNH IOKYMEHTAIMOHHOTO
oOecrieueHusi ympaBieHUs. B kayecTBe MPUIIOKEHUN TPEJACTABUTh KOIHH
YUPEIUTENbHBIX JOKYMEHTOB.

3aganune 2 OpraHn3anMoHHasi CTPYKTYpa YNPaBJIeHUS OPraHU3aIuei.

N3yunth OpraHu3alMoOHHYIO CTPYKTYpy yupexiaeHus. COCTaBUTh CXEMY
OpraHU3alMOHHON CTPYKTYPbI; U3yUUTh IITATHYIO YUCICHHOCTh. [IpoBecTu ananm3
IITATHOTO pacnucaHus, JIOJDKHOCTHBIX HHCTPYKIHM cekperaps
(apxuBapuyca/aeoNpPOU3BOAUTEINSI), OMNPEASTUTh COOTBETCTBHE  KOJIMYECTBA
bynkiui. O3HaKOMUTBCSI ¢ TPYJIOBBIMU JOTOBOpPaMU paOOTHUKOB, TOKYMEHTaMHU
M0 KaJpOBOW MOJUTUKE (MIPUKa3aMH MO JUYHOMY COCTaBy, JIMYHOM KapTOYKOH,
TPYAOBBIMU KHUXKKAaMH), MOJOKEHUEM O CTPYKTYpHOM mopapazaeneHuu. Crenatb
3aKJIIOUEHHE O COOTBETCTBUU 3THUX JIOKYMEHTOB HOpMaMm TpyaoBOro Kojekca u
JEUCTBYIOIIEMY 3aKOHONATENBLCTBY. [IpWIOXHTH CXeMy OpraHuM3alMOHHOU
CTPYKTYpbl ~ YOpaBJEHUS, KONUU CTPYKTYphl M IITATHOM YHUCJIEHHOCTH,
JOJDKHOCTHBIX ~MHCTPYKIIMN cekperapsi (apxuBapuyca/ JEIOMPOU3BOAUTENS),
MOJIOKEHHSI O CTPYKTYPHOM IMOJpPa3/IeI€HNUH, NMPUKA30B MO KaAPOBOU MOJIUTHUKE,
JIMYHOM KapTOUYKH, 3aIUCEU B TPYAOBON KHUKKE.



3ananme .3 Opranusanusi JOKyMeHTO000pOTA B OPraHU3aLUM.

[IpoBectu aHanu3 3TanoB 0OpabOTKU BXOJALINX, UCXOSAIINX, BHYTPEHHUX
JOKYMEHTOB B Opranusauuu. M3yunts opMbl perucrpaiyiv JOKyMEHTOB, IOPSII0K
IPOBEJCHUS KOHTPOJIS UCIIOJIHEHUS IOKYMEHTOB, CPOKOB UCIIOJTHEHUS JOKYMEHTOB
B opranuzauuu. [IpoBectu aHamu3 GopmupoBaHus WH(OPMALMOHHO-CIIPABOYHOU
KapToTekd. COCTaBUTh MNPHUMEPHBIM IEpEYeHb JOKYMEHTOB OpraHHU3aLuH,
UCIIOJTHEHUE KOTOPBIX JTOJKHO KOHTPOJIUPOBATHCS, U IOKYMEHTOB, MOAJIEKAIUX U
HEMNO IeKaINX perucTpanuu. [IpunoxuTs Konuio (parMeHTOB pEruCcTPalliOHHBIX
¢dbopM (KypHambHasi, KApTOUHAs, YIEKTPOHHAs).

3ananue 4 OpraHu3anMoOHHO-PACTIOPSAUTEIbHAS JOKYMEHTALMS.

[IpoBectn ananu3 odopmiieHHs] OJAHKOB JOKYMEHTOB, HUCIOJb3yEMBIX B
opranuzanuu. [IpoBectn aHanu3 ohopmIICHUST PACHOPSAUTEIHLHON U CHPABOYHO-
uHOpMAITMOHHONW JoKyMeHTanuu. CraenaTh 3akiIOYe€HHEe O COOTBETCTBUU
oopMIIeHUSI JIOKYMEHTOB TpeOOBaHMUSIM cTaHIapTa. B kadecTBe NpUIIOKEHUIM
MPEACTaBUTh KOMUHU MPUKA30B, PACTIOPSKEHUM, MPOTOKOJIOB, aKTOB, CIYXKEOHBIX
MACEM, CIIPABOK, JOKJIAJHBIX 3aMHUCOK.

3aganue .5 @opMupoBaHue JOKYMEHTOB B /ie/1a M NOAT0TOBKA K Iepeaaye Ha

apXuBHOE XpaHEeHHe.
N3yunth nopsaaok GopMHpOBaHUA W IpaBuia 0GOPMIICHHS JI€1 B OpPraHU3aLUU.
N3y4uuTh cocTaBiIe€HUE 3ar0J0BKOB J1€71 U 0POpMIIEHUE 00JI0KKH Jielia, COCTABIICHUE
BHYTPEHHEH onucHu TOKyMEHTOB jeina. [Ipoananus3upoBath nopsaok oGopmiaeHus
JIOKYMEHTOB, CAABAEMbIX B apXHB, (HOPM OMMUCEN U aKTOB MTPH NIEPEIAYU JIET B APXUB
nokymeHToB. Ilpoananu3upoBaTh MNOPAAOK (OPMHPOBAaHUSA JUYHOro Jena. B
KAueCTBE MPUJIOKEHUSI MPEICTaBUTh KOMUU (POPM OMHUCEH, BHYTPEHHUX OIHUCEH,
JIMCTa-3aBEPUTEIIA.

3ananue 6 Cucremarusanus aeJ M o0ecnevyeHne TeKylero XpaHeHus JeJl.
[Ipoananu3upoBaTh  MOPSAJOK  COCTaBJICHHS]  HOMEHKJIATYypbl A€l
CTPYKTYpPHOTO TOAPA3NAECICHUSA, MOPAIOK BbIAAYM JOKYMEHTOB WM JEJ, NpaBuja
opopMieHUSI BBIJAYM JOKYMEHTOB M JeJ BO BPEMEHHOE TIOJIb30BaHUE.
[Ipoananu3npoBaTh MOPSIIOK ONEPATUBHOIO XPAaHEHHS JOKYMEHTOB. B kauecTBe
MPUJIOKEHUST TPEICTaBUTh HOMEHKJIATYPY JeJI CTPYKTYpPHOTO TOApAa3eicHUs,
KOITMIO BBITTUCKHU O BBIJIAYM IOKYMEHTOB, JINCTA-3aMECTUTEIIS.

3ananue .7 IlnanupoBanue pado4ero JHs ceKpeTaps U PyKOBOJAUTEJIA.

OtnpaBka W TOJyYEHHUE COOOIICHUH MO pa3IMYHBIM KaHajdaM CBS3U.
[Ipoananu3upoBath MJIAaHUPOBAHUE M OpPraHU3aLMI0 padOYero MecTa cekperaps u
PYKOBOAMTENSI  COTJIACHO  DPrOHOMHYECKMM  HOpMam M TpeOOBAaHUSM.
[TpoananusupoBaTh 0hopmiieHHE TOKYMEHTOB JJIs KOMaHINPOBOK BHYTPU CTPAHHBI.
[lepeuncinTh cOCTaB OPITEXHUKH U KOMITBIOTEPHBIX IPOTPaMM, UCIOJIb3YEMBIX B
OpraHu3ainuu st 00pabOTKM JTOKYMEHTOB U JaHHBIX. B KadecTBe MPUIIOKEHHS
IPECTaBUTh KOMUIO IPHUKa3a 0 KOMaHIUPOBKE, Teae(OHOrpaMMBI, IIaH pabodero
THS cekperaps (apxuBapuyca/IeNoNpoU3BOAUTENSI), CXeMy paldouero mecra



CeKpeTapsi U PYKOBOJUTENS, KOMUA (POPMBI 3alMHMCH TIOCETUTENICH Ha TMpPUEM K
PYKOBOJUTEIIO.

3ananmue .8. [IpoBeneHue 3kcnepTU3bI HEHHOCTH U 0()OpMJIeHHE Pe3yIbTATOB
IKCNEPTHU3BI.

[Ipoananu3upoBath NOPAIOK TPOBEIEHUS HKCIEPTU3bl IIEHHOCTU H
oopMIIEHUS Pe3yJIbTaTOB AKCIIEPTU3bl. B KauecTBe MPUIIOKEHUHN NIPEICTaBUTh aKT
O BBIIEJICHUN K YHUYTOXKEHHUIO; MPOTOKONA 3acenanus DK, akr mpuema-nepenadu
JOKYMEHTOB Ha XpaHEHUE, MPUKa3 O CO3/AHUH SKCIEPTHON KOMHCCHH.

3ananme .9 CocraBiieHHe HAYYHO-CIIPABOYHOI0 ANNAPATA APXUBA U BeJAeHHE
CIIPABOYHO-MH(OPMALUOHHOH PadOTHI.

N3ydnTh OpraHu3alMio HWCIOJIb30BaHUSA APXUBHBIX JTOKYMEHTOB, COCTABJICHUS
KJIaCCU(UKATOPOB, yKa3aTeJel U Ap. CIIPaBOYHUKOB M0 JOKYMEHTaM OpraHU3alHH.
M3y4uTh COCTaBIEHHUE 3aroJIOBKOB Jeia TOKyMeHTOB B coorserctBuM ¢ ['OCT,
CIPaBOYHOIO anmapaTta K omnucud. Pabota B mporpaMmax 3J€KTPOHHOTO
JOKYMEHTOO00O0pOTa, HUCIOJIb3yeMbIX Ha 0a3ze MmpakTuke. B kauecTBe MpuIOKEHUs
IIPEACTAaBUTh KOIIMH KaTaJI0KHBIX KAPTOYEK, yKa3aTeIeH.

3amanue 10 PaGoTa 1o KOMILUIEKTOBAHMIO aPXMBA U Pa3MELICHUI0 aPXHUBHBIX
JOKYMEHTOB B ApXHBOXPAaHUIHIILE.

N3yunts ipueM U pa3MelieHue TOKYMEHTOB B apXHUBE OPTaHU3aluH, B T.4U.
JOKYMEHTOB I10 JJMYHOMY COCTaBy. B KaduecTBe NPUIIOKEHUS MPEICTABUTH KOIIHMIO
miaHa paboThl apXuBa, CXEMY pa3MEILECHUS apXWBOXPAHUIUII, OOOpYIAOBaHUS,
OpPI'TEXHUKH, PETUCTPUPYIOLIUX MPUOOPOB, pEKUMA XPAHEHUS JTOKYMEHTOB



