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BBEJIEHUE

Jlenonpon3BoACTBO,  JOKYMEHTAI[MOHHOE  OOCCIieueHUEe  YIpaBJICHUA U
apXUBOBEJICHHE (AOYuA) - OTpacib JEATEIIbHOCTH, O0OecreYuBaronas
JOKYMEHTUPOBaHUE M OpPTaHU3alnI0 paboThl ¢ OpUIIMaTEHBIMU JOKYMEHTAMH.

Hannexamee odopmiienne, mpaBuiabHas OpraHu3aiis pabOThl C TOKYMEHTAaMH B
YUPSKICHUSIX, OpPraHM3alVsIX, Ha MPEeANnpHiATHsIX, (UpMax, oOecleueHre XpaHEHUs
aApPXUBHBIX JOKYMEHTOB - HEIIPEMECHHBIE yCIIOBHS, KOTOPBIE 00E€CIIEUYNBAIOT 3aKOHHOCTh U
MIPaBOTIOPSIOK B OOIIECTBE, CTAOMIIBHOCTD M 3aIIUTY OOIIECTBEHHBIX HHTEPECOB, MIPaB M
CBO0OOJ] TpaXk/iaH, HAKOHEI], HOPMAJIbHYIO JESTENIBHOCTh TocyaapcTBa. OT opraHu3aiuu
JICIONIPOU3BOACTBA  3aBUCAT  OMEPATUBHOCTH,  HAJACKHOCTh,  SKOHOMHUYHOCTH
VIPaBJICHUYECKOTO TPYJa, KyJIbTypa padOThl, BO3MOKHOCTh HCIIOJB30BaHMS B OyayIeM
uHpopmaIuy, 3apUKCUHpoBaHHON B JOKYMEHTaX. BOT modyemy rocyapcTBo peryiupyeT
JTAHHYI0 OTpPAclb NEATEIbHOCTH, HW3/1aBas COOTBETCTBYIOIIME HOPMATHBHO-TPABOBHIE
aKThl 1 METOJIMYECKUE TOKYMEHTHI (YKa3aHUs, PEKOMEH/IAlNN ).

['maBHas 11€51b Kypca - COCOOCTBOBATH MOJATOTOBKE KOMITETEHTHBIX CIICIIUATMCTOB
B 00JacTH TIpaBa, COIMANIBHOW pabOThl W WM3IATEIBCKOTO JieNla, KOTOPHIC TOJDKHBI
HAyYUTHCS TPaBUJIAM COCTABJICHHS JIOKYMEHTOB, YMETh COCTaBUTHb HEOOXOJMMBIN
JOKYMEHT, TI0 CTPYKType ¥ O(QOPMIICHHUIO IMOJTHOCTHIO COOTBETCTBYIOIIMI TPeOOBaHUAM
JICUCTBYIOIIEr0 3aKOHOJATENbCTBA; JOJDKHBI 3HATh TEXHOJOTHUIO OCHOBHBIX JTaroB
JTOKYMEHTAIIMOHHOTO obecnieueHus yrpasieHnus (JJOVY).

Hacrosmue wMeTomuyeckne pPEeKOMEHIAMHM TIPeIHA3HAYCHBI JUISl  CTYJICHTOB

3a04HOM (OPMBI OOYUECHHUS.

1. METOAUYECKHUE PEKOMEHJALIUU
ITO BBINMOJIHEHHUIO KOHTPOJIBHbBIX PABOT

1.1. OO0uue MoJioKeHUs

B coorBercTBUM ¢ Y4eOHBIM IUJIAHOM CTYJIEHTBHI 3a04HOM (opmbl 00yueHUs
JOJDKHBI  BBIIIOJIHUTH ~ KOHTPOJBHYIO paboTy 1O MpopeCCHOHAIBHOMY  MOJYJIO



«Opranuzanusi JOKYMEHTAI[MOHHOTO oOecriedeHus ynpaBieHus U (PyHKIHOHHUPOBAHUS
OpTraHHU3aIII)
BreimonHeHne KOHTPOJBHOW pabOThl SBISAETCS COCTaBHOM YAaCThIO Y4eOHOTO

nporecca U (opMOM CaMOCTOATENIBHOM paboThl CTyjAeHTa. BhINoIHEHHE NaHHOTO BHUA
PpaboTHI TTO3BOJIAET IPUOOPECTH HABBIKKM M YMEHHUSI TPAMOTHO HCITOJIb30BaTh IOKYMEHTHI,
y4eOHYIO U CIICHHAIBHYIO JTUTEPATYpy.

[{lenb KOHTPOJIBHBIX pabOT — 3aKpeNUTh TEOPETUUYECKUE 3HAHUS, BHIPAOOTAThH
HaBBIKH CaMOCTOSATEIHLHON PAaOOTHI C JIUTEPATypOl W C DICKTPOHHBIMH PECypcamH IO
JAHHOMY KypCy, TPUMEHHTh OCHOBHBIE TIOJOXKEHHS Kypca Tmpu padoTe 110
CIICIMAJIBHOCTH.

K BBITIOTHEHHIO KOHTPOJIBHBIX padOT ClAeAyeT MOAXOAUTh TBopuecku. KauecTBo ee
BBITIOJIHCHUSI OIICHUBAIOTCS 1O TOMY, HACKOJBKO TPaBWIBHO M CaMOCTOATEIBHO
BBITIOJTHEHBI paOOTHI M B KAKOM CTEIEHM MCIIOJIb30BaHa PEKOMEHI0BaHHas JuTepaTypa. B
BBITIOJTHEHHBIX ~ paboTax HE00XO0IMMO MoKazaTb  YMEHHUE aQHAJIU3UPOBATH,
CUCTEMATU3HPOBATh U 0000IIATh U3yYaeMblil MaTepual.

B paszgene 2 mMeToAMYECKUX PEKOMEHIAIMKA MPUBEACH CIUCOK TEM C MEPEYHEM
BOIIPOCOB, KOTOPBIE CJIEAYET OCBETUTh B CBOMX paboTax. YKa3zaHbl TakKe CCBhUIKH Ha
AJIEKTPOHHBIE MCTOYHUKA W HOMEpa JIMTEPATYPHBIX MCTOYHUKOB U3 OOIIETO MepeyHs
JUTEPaTyphl, KOTOPhIE HEOOXOIUMO U3YyYHUTh IPHU BHITOJHEHUH KOHTPOJBHBIX PabOT IO
JTaHHOM TeMe.

[Ipy MOArOTOBKE K BBIMOJHEHUIO CaMOCTOSTEIBHBIX pPabOT pEeKOMEHIyETCs
HCIIOJB30BaTh YUYEOHUKU U DJIEKTPOHHBIE PECYPCHI.

1.2. METOIAUYECKUE YKA3AHUA K BBIIIOJIHEHUIO U O®OPMJUIEHUIO U
O®OPMJIEHUIO KOHTPOHBIX 3AJIAHUI

ey 1 3a1a41 KOHTPOJILHOH padoThI

KontponsHas pabora — omHa u3 (GOpM KOHTPOJISI YpOBHS 3HAHUH CTyACHTA U
OPHEHTUPOBAHUS €r0 B BOIIPOCAX, OIPAHUICHHBIX 00hEMOM yUeOHOM TEMATHKH.

L]enu konmponvHot pabomoi:
- YIIIyOUTbh, CUCTEMATU3UPOBATH M 3aKPEIUTh TEOPETUUYECKUE 3HAHUSI CTYACHTOB;
- IPOBEPUTH CTENEHb YCBOCHUS OJIHOM TEMbI WJIA BOMIPOCA;



- BBIpAabOTaTh y CTyJCHTA YMEHUS W HABBIKM IIOMCKa W OTOOpa HEOOXOAMMOU
JIATEPATYPHI, CaMOCTOSITETIbHOU 00paboTKH, 00001IeHus u KpaTKoro,
CUCTEMATU3HPOBAHHOI'O U3JIOKEHHSI MaTepurara.

[Tpu 3a0unoit hopme 0OyueHus: KOHTPOIbHas paboTa ABISETCS OCHOBHOM (hopmMoit
MEXCECCUOHHOTO KOHTpOJIsSI 3HaHWU. Hamucanue Takoil KOHTPOJIbHOM paboThl OoJibliie
OX0Ke Ha HamucaHue pedepara: moadupaercss HeoOXoauMas Il PaCKPBITUS TEMbI
JUTEpaTypa, COCTABISAIOTCS BBHIITUCKHU WM KOHCIEKT, BHICTPAUBAETCS IJIaH U3JI0KEHUS U
B COOTBETCTBUU C BOIPOCAMU IJIaHA MUILIETCS TEKCT.

KonTponbHas paboTra MOXKET BKJIIOYaTh B ce0s Kak OJHO, TaK U HECKOJIbKO
3aJlaHui CIEAYIOIIETO XapaKkrepa:

- HanMcaHue pedepara Ha ONPEACICHHYIO TEMY;

- COCTaBJICHUE KOHCIIEKTA.

AHaJIU3 JTUTEPATYPHI N0 NPodJieMe IPEANOIaraer:

- CpaBHEHUE BBIJICJICHHBIX aBTOPaMH MOHATHM, KJIacCU(PUKALIUNA U UX OCHOBAHUK;
- CpaBHEHHUE OOTUX KOHIICTIIIHI, OCHOBHBIX UCH, TOUEK 3pEHHUS HA OT/IEIbHbIE BOPOCHI;
- aHaJIM3 apryMEHTAllUd CJCJIIAHHBIX BBIBOJOB (T€OpeTUYECKas, SKCIEpUMEHTaIbHas
arpoOanuss B  IpakTUKE), YyOCAUTEIbHOCTH, J0KA3aTCIbHOCTH, JAOCTATOYHOCTH
apryMeHTalluu;
- CcOOCTBEHHOE MOHMMAaHUE MpoOJieMbl, JMOO yKa3aTh C KAaKUMHU TOYKAMH 3PEHUS
COTJIaCE€H CTYJICHT U TIOYEMY.

CTpyKTypa KOHTPOJIbHOI Pa0doThI

1. Tumynoueui aucm. Ha TUTYIBHOM JIMUCTE TOJKHBI ObITh MPUBEIEHBI CIEAYIOLINE
cBeneHus: MuHucTepcTBO 00pazoBanus MpkyTckoit o61acTu, HaMMEHOBaHHUE YUeOHOTO
3aBe/IeHUs, TJIe¢ BBINOJHEHA KOHTPOJbHAs pabdoTa; Ha3BaHUE NPO(HECCHOHATBLHOTO
MOAYJIs, MexAUCHUIUIMHApHOTO Kypca; @.M.O. ctynenra, popma oOyuenusi, Ne rpymniisbl,
JaTa BBITOJHEHUsA, HoMep Bapuanta; npoepws PUO npenonmasarens I1IM, onenka,
MECTO Y T'OJ1 BBIMOJHEHUS pabOThI (CM. TpriiokKeHue 1).

2. Oznasnenue (codepoacanue), BKIIOYAIONIEE: BBEICHUE, HA3BaHUE pa3/iesioB (Mpu
HE0OXOAMMOCTH MOAPA3/IEIOB), 3aKJIIOUEHNE, CTUCOK UCIOJIb30BAHHOM JINTEPATYPHI.

3. Bgeoenue.

4. Texcm KOHTPOJILHON paOOTHI.

5. Cnucox ucnonvb308anHHoOU IUumMepamypol.

6. Ilpunooicenus (€Cv OHU UMEIOTCS ).

MeToanka BbINOJHEHUS] KOHTPOJbHOI PadoThI

BrimioniHeHHE  KOHTPONBHOW pabOThl  MpeACTaBisieT Cco00N  ompeneleHHYIo
IIOCJICIOBATEILHOCTh  JIOTUYECKM  CBSI3aHHBIX  JCHUCTBUN, HApyILIEHUE KOTOPOH
CYILIECTBEHHO CHUXAET Pe3yJIbTaTUBHOCTh PaOOTHI.

OCHOBHBIE 3Tallbl BHINOJHEHUS] KOHTPOJBHOU paboThl

1. Vacuenue cooeporcanus memot u yenegvlx ycmanosox. Ha 0CHOBE 3TOro MOXHO
HaMETUTh TJIABHBIE BOIIPOCHI, IIOJIEKALUE PACCMOTPEHHUIO, U UX KPATKOE COACPIKAHUE.

2. Cocmagnenue KanemoapHo2o0 niama, KOTOPBIA NPETyCMATPUBAET: CPOKHU
nondopa W UW3YYEHHs] JIUTEPATypbl, COCTaBIEHHE IUIaHA KOHTPOJBHOW paboTHI,
HaAIMCaHUe KaXJI0To pasjiea TeMbl, peJaKkTUpOBaHue, 0ohopmiieHre, U3TOTOBICHUE CXEM,




MpeaoCcTaBieHne paboThl, MOPabOTKY KOHTPOJBHOW pPAabOTBI B TENSIX YCTPaHEHUS
OTMEUYCHHBIX HEJIOCTATKOB U OKOHYATEILHOE O(hopMIICHHE.

3. Iloobop numepamypor no meme. Ilpu mombope auTEpaTyphl IEIECOOOPA3HO
PYKOBOJICTBOBATKCS CIICTYIONUMHU KPUTEPHUSIMHU:

a) MOJHOTA OXBaTa maTepuaia nmo teme. He crnegyer orpaHUYuBaThCS OJHUM WM
JIBYMsI HCTOYHUKAMU, TIOCKOJIbKY TMOJHOILIEHHAs] KOHTPOJbHas paboTa J0HKHA OTpaXKkaTh
HE TOJIbKO MIMPOKUN KPYT (DAKTOB, HO M pa3InvHbIE (MOPOH MPOTUBOMOJIOKHbBIE) MHEHUS
10 TOMY WJIK HHOMY BOIIPOCY;

0) HayuyHbIi ypoBeHb Wu3naHus. [lpu BbeIOOpE JHUTEpaTyphbl CleIyeT OTAaBaTh
OPEANnoOYTeHUE HAYYHBIM U3JIaHUAM WA Y4YEOHBIM MOCOOUAM Jii TEXHUKYMOB H
n3berath 0OpaleHusT K MOMYJSIPHBIM M HAYYHO-TIOMYJISIPHBIM OportopaM (yKa3aHue Ha
THUII U3JIaHUS COACPKUTCS B AHHOTAITNH );

B) HOBM3HA wMaTepuana. Kak mpaBwio, TpW HAIAYAKA BBIOOpa CIEAyeT
HCITOJIB30BaTh O0JIee MO3THNE TI0 BPEMEHN M3IaHus, TIOCKOJIbKY OHH, C OJTHOM CTOPOHEI,
coziepkaT MPEANICCTBYIOIIUNA OIBIT U3yUYEHHUS TPOOJIEMBI, ¢ ApyToi Oojiee COBpeMEHHBIC
OIICHKY UCTOPUUYECKHUX COOBITUH U T. 1.

4. IIpedsapumenbHoe uzyueHue 1umepamypuvl U COCmasieHue niauda.

5. CocmasneHue uepHo8uka KOHMpOAbHOU pabomsi. V13 0TOOpaHHBIX MCTOYHHKOB
U3BJICKAIOTCS CBEACHUS, IIUTATHI, UJIEU, KOTOPBIC aBTOP MPEANOIaraeT BKIOUYUTh B TEKCT
pabotel. OO0s3aTenbHO  yKa3biBaeTcd OuOIMorpapuyeckoe OMHCAHUE JIUTEPATYPHI.
Pexomenmyercs omucaHue TUTEpaTyphl MPOU3BOJIUTH B Mpoliecce €€ 0TOopa, YTOOBI
n30exkaTh TOBTOPHOTO OOpAIeHUs! K UICTOUHHKY.

6. Paboma Hao mexcmom. Bo BBegeHHH HEOOXOIUMO OTPa3uTh aKTyalbHOCTh
TEMBI, J1aTh OOIIYI0 XapaKTEPHUCTHKY H3yYCHHs] TEeMbI, ChHOpPMYJIUpOBaTh 3amadu. B
OCHOBHOMW YaCTH TIPEICTABIISICTCS aHAJU3 COBPEMEHHOM JIUTEpaTyphl 1Mo TeMe paboThl. B
TOM  clydae, KOTJa  KOHTpPOJbHAas  paboTa  TMpenarnoyiiaraeT  MPOBEICHUE
AKCIIEPUMEHTAIBLHOTO HCCIEAOBaHUs, IEIeCO00pa3HO BBIJCICHNE TEOPETHUYECKOH |
OMIIMPUYECKON dYacTed. Tak, B SMIMPUYECKOW YacTH CIEAYyET ONPENEIUTh 3alaud,
METOJIMKY W 0a3y MCCIeOBaHUsA, OMUCATh KPUTEPHUH OOpPaOOTKH M aHaJIM3a MaTepuaa.
[Ipu u3n0X)KEHUU pe3yabTATOB IMIIMPUUECKOTO UCCIIEIOBAHUS HAZ0 MIPUBECTH HE TOJIBKO
CTaTUCTUYECKHE JTaHHbIE B BHUJIE TAOJMI], HO U OMHUCATh CJIOBECHBIC U IMOIIMOHATHHBIC
pEaKIMM MCHBITYEMBIX (KCIIONB3YSl TPOTOKOJIBI  HAOMIONEHUN, OKCIIEPUMEHTOB),
XapaKTEpU3yIOIINEe TMOBEICHUE HCIBITYEeMBIX BO Bpemsi uccienoBanus. [lomyueHHbIe
KOJMYECTBEHHBIC TMOKA3aTeIN JKEJIaTeIbHO TAaKXe MPOWJUTIOCTPUPOBATH TpapuKaMHu H
auarpaMMaMi.  OMIIMPUYECKYI0  YacTh  3aBEPIIAIOT  BBIBOJABI W TICHUXOJIOTO-
MearOrH4ecKue peKOMEHIauN. B 3aKIr04eHuH HEOOXOIUMO TOABECTH HUTOT, CIAEIaTh
BBIBOJIBI, KPATKO OIICHUTH CTEIICHD IOCTH)KCHUS TSI U 3a/1a4.

7. Oghopmnenue cnucka Jaumepamypuvl OCYIUIECTBISETCS B COOTBETCTBUU CO
cTtaHgapTaMu. (cM. ohopmieHue « Pekomenoyemas aumepamypay Jajee 1mno TeKCTy)

8. Opopmnsiemcs koumponvHoe 3adanue (pedepar) Ha nucrax Gopmara A 4 B

neyatHoM Buje, mpudt Times New Roman, 14; unrtepsan 1,5. Tloms: 2,5 cwm.
BripaBauBanue - mo mupune, oo0bem 10-15 crpanun. ['maBa KOHTPONBHOM  pabOTHI
neyaraercss IpONUCHBIMU OyKBaMH U HOBOTO JIMCTA, MOJIIJIaBbI MIEUaTaIOTCSl CTPOUYHBIMH.

Kpurepuu oieHKH KOHTPOJLHOM PAa00ThHI




PabGora cumTaeTcs 3a4TeHHOM B TOM CilydYae, €CIIM OHAa OTBEYACT OIpe/SICHHBIM
TpeOOBAHUSIM:
—  IPaBUJIBHO PACKPHIBACT MPEI0KECHHBIN IIaH;
—  BBISIBIISICT 3HAaHWE UCTOUYHHUKOB U JIUTEPATYPHI 11O TEME;
—  COJIEP)KUT JJOCTOBEPHBIN MaTepua;
—  COOTBETCTBYET IIpaBUiaM 0(popMIICHHUS.

OrneHka "HEYIOBJIETBOPUTEIIBHO' CTABUTCS, €CJIM pabOTa MOJHOCTHbIO HE OTBEYAET
TpeOOBaHUAM K JAHHOMY BHJY 3a4e€THBIX pabOT CTyJeHToB. HeynoBieTBopuTeIbHOU
CUMTaeTCs Tak)Ke paboTa, B KOTOPOH 3aMETHO IpHJIekKaHWe, HO KOTOpas BBIMOJHEHA Ha
ypOBHE HE HAy4YHOM, a >KUTeWcKkol mcuxosoruu. HeynosrnerBopurenbHas pabora
BO3BpAlIAETCs CTYJEHTY AJIsl JOPAOOTKHU.

2. TEMbI KOHTPOJIBHBIX PABOT
2.1. TEMbI KOHTPOJIBHBIX PABOT Ne 1
mo M/JIK 01.01 lokyMeHTallHOHHOe O0ecnieyeHue YPaBJIeHns

BapuaHT KOHTpOJIbHOM paOOThI CTYACHT OINPEAEIIAET MO TadauIe, UCXO U3
HayalibHOU OyKBBI CBOEH (haMUIIUU:

Havanenas | Homep | Hawanenas | Homep | Hauanbnas | Homep | Hauanbnas | Homep | Hawanbnas | Homep
OykBa TEMBI OykBa TEMBI OykBa TEMBI OykBa TEMBI OykBa TEMBI
dammmun | KOHTPO- | (QaMmwiuy | KOHTPO- | (GaMHianH | KOHTpO- | (aMuiuu | KOHTPO- | (aMmwiuud | KOHTPO-
CTyZJeHTa JIBHOM CTyJEHTa JIBHOI CTyZAEHTa JIBbHON CTyJeHTa JIBHOR CTyJEHTa JIbHOHI

paboTHI paboTHI paboTHI paboTHI paboTHI
A | E 6 JI 10 P 5 X 10
b 2 K 7 M 1 C 6 1,4 1
B 3 3 8 H 2 T 7 11 2
r 4 U 9 0 3 Y 8 i 3
A 5 K 10 I1 4 o 9 2,10,4 4
Bapmuanr 1

Krnaccudukanusa nokymenton. bymara nokymenra, e€ gpopmarsl.

Bapmuanr 2

Co3pnanue obmiero O1aHKa opraHu3aium, 6JlaHKa KOHKPETHOTO BU/1a IOKYMEHTA, CTPYKTYPHOTO
MIO/Ipa3IeJIeHNUs, JOJPKHOCTHOTO JIMLIA, C YIJIOBBIM U IPOAOIBHBIM PACIIOIOKEHUEM PEKBU3HUTOB.
Bapuanr 3

[TonrotoBuTh npe3entanus no Teme «OhopMiIeHne peKBU3UTOBY.
Bapmuanr 4

Cosznanue 61ankoB muceM. PaboTa ¢ roTOBBIMH OJTaHKAMU OpPTaHU3aIlNH.

Bapuanr 5

Odopmiienre nHPOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB.

Bapuanr 6

Odopmuts OykieT-namsTky mo Teme «OdopMieHrne paciopsIINTENEHBIX TOKYMEHTOB)
Bapuant 7

OdopmiteHre BBITUCKHA U3 TPOTOKOJIA.



Bapuanr 8

[ToaroroBuThk npe3eHTanuio no reMe «CorinacoBaHue U yTBEPKICHUE TOKYMEHTOB
Bapuant 9

Odopmuts OykieT-namsaTKy 1o Teme «/JokymeHToo60poT»

BapuanTt 10

DkcnepTu3a MEeHHOCTH NOKyMeHTOB. Odopmienue nen. Omucu gen. [loaroroBka JTOKYMEHTOB K
nepenave B apxuB. [1oroToBKa /1€ BpEMEHHOTO, MMOCTOSSHHOTO U JIOJITOBPEMEHHOTO CPOKa XPAHCHHS K

nepeaye B apxuB.

CocraBlieHHE OITMCH pI(SA) |

2.2. TEMbI KOHTPOJIBHBIX PABOT Ne 2
MK 01.02. Opranu3anus pad0oThl € 3JIEKTPOHHBIMH JOKYMEHTAMM

BapuaHT KOHTpOJIbHOM paOOThI CTYACHT OIPEAEIIAET Mo TabauIe, UCXO U3
HavYaJIbHOW OYKBBI CBOEH (pamuinu:

Havanpnas | Homep | Hayanbnas | Homep | Hawansnas | Homep | Hauanenas | Homep | Hauansnas | Homep
OykBa TEMBI OykBa TEMBI OykBa TEMBI OykBa TEMBI OykBa TEMBI
bamMuIuM | KOHTPO- | (GaMHUIMM | KOHTPO- | (paMmiuu | KOHTpO- | (haMuiIuMu | KOHTpO- | (aMHIUU | KOHTPO-
CTyJ€HTa | JIbHOW | CTyJA€HTa | JbHOW | CTyJEHTa | JbHOM CTyJ€HTa | JIbHOWU CTyJICHTa | JIbHOW

paboThI paloThI paboThI paboThI paboThI
A 1 E 6 J 10 P 5 X 10
b 2 X 7 M 1 C 6 IL,4 1
B 3 3 8 H 2 T 7 il 2
r 4 )41 9 O 3 v 8 1| 3
| 5 K 10 I1 4 o 9 3,104 4
Bapmunanrl

OnexTpoHHas noanuck. Buasl, [Topsnok nomydenus. [IpaBuna 3amursl.

TpeboBanust k pekBU3UTY «OTMETKA 00 JIEKTPOHHON MOAMKUCHY MTPU BU3YATTU3AIIUH SJIEKTPOHHOTO
JIOKYMEHTA, MOANNUCAHHOIO YIEKTPOHHOU MOANUCHIO.

Bapmuanr 2

OTnpaBka ¥ MOJIy4eHHE AIEKTPOHHOT'O COOOIEHUS, DIEKTPOHHOTO TIOKYMEHTA.

Bapuanr 3

[Tonsitue o cucremax /10 u ECM-cucremax. [IpaBuia MapuipyTu3anuu JOKyMEHTOIOTOKOB B
cuctemax /10 u ECM-cucremax.

Bapuanr 4

Pacnopsinutensubie 1okymenTsl B CO/1. [IpaBuina opranuzanuu J0KyMEeHTO000pOTa C MPUKa3aMH.
Bapuanr 5

Pabota ¢ obpamenusmu rpaxaan B CO/1. [IpaBuia opranuszanuu 10KyMeHTO000poTa oOparieHnit
IpaXAaH.

BapuanT 6



[IpaBuia opraHu3anuu T0KyMEHTO000pOTa BHYTPEHHETO JOKyMeHTonoToka B CO/I.
Bapuanr 7
IToaroroBka TOKyMEHTOB K Ilepefiadye B apXuB
Bapuanr 8
HpaBI/ma IMOATOTOBKU 3JICKTPOHHBIX JOKYMCHTOB K CAa4UC B apXUB.
Bapuant 9
3aKoHOAATEIHHBIE HOPMAaTUBHBIE aKTHI B cepe pabOoThI C AIEKTPOHHBIMH JOKYMEHTAMHU
BapuanTt 10
Pabota B mouToBBIX cepBucax. IIpaBumia 371eKTPOHHOM TIEPETTHCKH.
2.3. TEMBbI KOHTPOJIBHBIX PABOT Ne 3
no M/IK 01.03 Opranu3anusi cCeKpeTapcKoro 00c/jay;KMBaHus

BapuaHT KOHTpOJIbHOM paOOThI CTYACHT OINPEAEIIAET MO TadauIe, UCXO U3
HayaibHOW OYKBBI CBOEH (haMUIINU:

Havanenas | Homep | Hawanenas | Homep | Hauanbnas | Homep | Hauanbnast | Homep | Hawanenas | Homep
OykBa TEMBI OykBa TEMBI OykBa TEMBI OykBa TEMBI OykBa TEMBI
¢dammmun | KOHTpPO- | (paMmwiuu | KOHTPO- | daMuianu | KOHTpo- | (aMuIuu | KOHTPO- | (paMmwiuu | KOHTPO-
CTyZIeHTa JIBHOM CTyJEHTa JIBHON CTyZACHTa JIBHON CTyJEHTa JBHOR CTyJEHTa JIBHON

paboThI paboThI paboThI paboTHI paboThI
A | E 6 JI 10 P 5 X 10
b 2 K 7 M 1 C 6 LY 1
B 3 3 8 H 2 T 7 [ 2
r 4 " 9 0 3 Y 8 ] 3
A 5 K 10 I1 4 o 9 2,104 4
Bapuantl

Cexperapb B COBPEMEHHOM CTPYKType ynpasieHus. OyHKIUK U TOJDKHOCTHBIE 00S3aHHOCTH CeKpeTaps B
3aBUCUMOCTH OT KaTeTOPHU CEKPETapCKOT0 00CITyKUBaHHS.

Bapmuanr 2

HopMmaTtuBHO-MeTOqMuecKas 0a3a KBaIM()UKAIMOHHBIX TPEOOBaHHUN K IPOGECCHH.,

Bapuant 3

AMUHUCTpaTHBHBIE PYHKIIUU CEKpETapsl.

Bapmuanr 4

OpraHu3anioHHble ¥ HHPOPMAIMOHHBIE (PYHKIMH CEKpeTaps
Bapuanr 5§

OyHKIMH cexpeTaps 1Mo ITAHUPOBAHUIO Pab0vero BpeMeH!

Bapuanr 6

15 cnoco0OoB BeneHus TeneOHHBIX TIEPErOBOPOB.
Bapuanr 7

PaGora c oOpamieHusIME rpaskaaH

Bapuanrt 8

HNudopmarmornHo-cripaBouHas padbora o qokymeraram B CO/]

Bapuant 9

[TnanupoBanue pabouero nHs pykoBoauTens. CortacoBanue pexumMa pa0boThl. [naHupoBaHUEe MEPOTIPUATHIA,
YTOYHEHHUE MMOPYyUECHUH.

BapuanTt 10

[ImarupoBanue paboyero IHS CEKpeTaps.
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TEMbI KOHTPOJIBHBIX PABOT Ne 4
nmo M/IK 01.04. JlokymeHTanmoHHOe oOecnevYeHne KaApOBOi CIIyKObI

BapuaHT KOHTPOJIBHOM paOOThI CTYACHT OINPEAEIIAET MO TadauIE, UCXOA U3

HavyajabHON OYKBBI CBOCH (paMUITUU:

Havanbnas | Homep | Hawanenas | Homep | Hauansnas | Homep | Hauanbnas | Homep | Hawansnas | Homep
OykBa TEMBI OykBa TEMBI OykBa TEMBI OykBa TEMBI OykBa TEMBI
¢damunmuu | KOHTpO- | ¢dammwiuu | KOHTpO- | (GamMwink | KOHTPO- | (amMmwiInu | KOHTPO- | (aMWiIMK | KOHTpO-
CTyZEeHTa JIBHOM CTyZEeHTa JIbHOM CTyZIEHTa JILHOM CTyZeHTa JILHOM CTyZEeHTa JIbHOU

paboTHI paboTHI paboTHI paboTHI paboTHI
A | E 6 JI 10 P 5 X 10
b 2 K 7 M 1 C 6 L4 1
B 3 3 8 H 2 T 7 LI 2
r 4 " 9 0 3 y 8 ] 3
A 5 K 10 I1 4 o 9 2,10,4 4
Bapuanrl
OdopmieHHe TakeTa JOKYMEHTOB [0 BOUHCKOMY YUETY.
Bapuanr 2
OdopmieHue Tabens ydera pabo4ero BpeMeHH.
Bapuant 3
Cocrasnenue otyeta C3B-T/I..
Bapmuanr 4
Odopminenne TpyI0BOH KHIKKH, THYHON KAPTOUYKH, TUIHOTO Jefia.
Bapuanr §

Odopmuts OykieT-namsaTKy 1o reme «OdopmieHre NPUKa30B M0 JMYHOMY COCTaBY»
Bapmuanr 6

[Topsnox TOKyMEHTHPOBAHUS YBOJbHEHHS paOOTHHUKOB.

Bapuanr 7

10

HOpSIILOK MOAroTOBKHU ACJI IO JIMYHOMY COCTAaBY K II€pEeAavc B apXUB OPraHU3aluu. HOZ[FOTOBKB. JIMYHOIO Acjia

paboTHHKA K TIepe/iade B apXuB.
Bapuanr 8
Opranun3zanyst paboThI C KaJJpOBBIMHU JIOKYMEHTAMH

BapuanTt 9
Kiraccudukarys HOMEHKIATYPhI e,
Bapuant 10

OCHOBHBIE HOPMATHUBHBIE IOKYMEHTHI PA0OTHI apXHUBa OpPTraHU3aIUH.

3. PEKOMEHAYEMAS JIUTEPATYPA

OcHoBHbIE TeYaTHDbIE H3TaHHUA
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. AntyxoBa H.®D. Cucrembl 31€KTPOHHOTO JOKYMEHTOOOOpOTa: ydeOHOe mnocobue /
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Onenka: (MoUCH)

JlaTta

baiikansck, 2024



MunuctepcTBo odpazoBanus UpkyTckoit obnactu
['ocymapcTBeHHOE aBTOHOMHOE MPO(ECCHOHATBHOE 00pa30BaTEeIbHOE
yupexnenue Mpkyrckoit obmactu
«balKallbCKUM TEXHUKYM OTPACJIEBBIX TEXHOJIOTHUA U CEPBUCA»

JloMarrHsiss KOHTpoJIbHas padoTa
1o MpoheCcCHOHATHFHOMY MOIYJTIO
«IIM. 01 OCYILIECTBJIEHUE OPI' AHU3AILIMOHHOI'O U
JJOKYMEHTAIIMOHHOI'O OBECIIEYEHU A
JNEATEJIBHOCTU OPI"TAHU3ALIN»

MJIK 01.03. Opranuzanus ceKpeTapcKkoro o0cmy>KUBaHUs

CTyJIeHTa (CTYJIEHTKH) 3a0YHOTO OTJEICHUS
rpynmnsl 3/10-202
®amunus, Mms, OTdyecTBO (B pOJUTEIHLHOM IAJIEHKE)

Jlata

Bapuant Ne

[TpoBepwit: mpenogaBaTeNb AUCHUILTUHBI « OpraHu3aIus CeKpeTapcKoro
00CITyKUBAHUS

boromosnoBa Ceetnana BrnagumupoBHa

Onenka: (MoUCH)

Jlarta

baiikansck, 2024

17



MunuctepcTBO 00pazoBanus pkyTckoit oomactu

['ocynapcTBeHHOE aBTOHOMHOE MPO(ECCHOHATTLHOE 00pa30BaTEeIbHOE YUPEKICHHE
WpkyTckoit o0nacTu

«bakaNbCKUM TEXHUKYM OTPACIIEBBIX TEXHOJIOTUN U CEPBUCA)

JloManiHsist KOHTpOJIbHas paboTa
1o npoeccnoHanTbHOMY MOYJTIO

«IIM. 01 OCYIIECTBJIEHUE OPT AHU3AIITMOHHOI'O U
JOKYMEHTALIMOHHOT'O OBECITIEYHEHHM A

JEATEJIBHOCTU OPT"TAHU3 AL »
MJIK 01.04. JlIokyMEHTaIIMOHHOE 00ECIICYeHHE KaIpPOBOM CITY>KOBI
CTyJEeHTa (CTYJEHTKH) 3204HOTO OTJICTICHUS
rpymmsl 3J10- 202
damunus, Ums, OTaecTBO (B POIUTEIHHOM ITaJICKE)

Jlata

Bapuant Ne

[IpoBepuut: mpenoaaBarenb AUCHUIUTMHEI «JoOKyMeHTallmoHHOE oOecrieyeHne
KaJIpOBOM CITY>KOBD)

boromosioa Cernana BragumupoBHa

OueHka: (moamnuce)

[ara

baiikansck, 2024



