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1. ®OPMbI YYACTHUA B KOHKYPCE worldskills
NuauBuayanbHbli KOHKYPC. Russia

2. SAJAHUE JUISI KOHKYPCA

Conepxxanuem KOHKYPCHOTI'O 3a71aHus ABJIAIOTCSA paboThI 1o
JOKYMEHTALIMOHHOMY OOECHEUYEHUIO0 YIPABJICHUS M AapXUBOBEIACHUIO. YYaCTHUKU
KOHKYpCa IIOJIy4alOT HHCTPYKLUMIO U B COOTBETCTBUHM C YCIOBHEM MOJIYJISA ITAKET
JNOKyMeHTOB. KOHKypCHOE 3aJaHMe HMEET HECKOJIBKO MOJYJEH, BBINOJHAEMBIX
IIOCJIEIOBATENBHO.

Konkypc BkitouaeT B ce0si BBIMOJHEHUE PA3IHYHBIX MPOIECCOB NEATEIbHOCTH
[0 OpraHM3allMOHHOMY M JOKYMEHTAallMOHHOMY OOECHEYEHHIO JAESITEIbHOCTH
OpTraHU3AIUU.

OKOHYaTEeNbHBIE ACIEKThl KPHUTEPHUEB OLICHKH YTOUHSAKOTCA YICHAMHU >KIOPH.
OueHka MPOU3BOAMTCS KaK B OTHOLIEHWHM DPAOOThI MOJIYJIEH, TaK U B OTHOIICHUHU
MpoIlecca BBINOJHEHHUSI KOHKYPCHOM pa0oThl. Eciin y4acTHUK KOHKYpCa HE BBIOJHSIET
TpeOOBAaHMUS TEXHUKM O€30MacHOCTH, MOJBEPraeT OMNACHOCTU Ce0s WM JAPYTrux
KOHKYPCAHTOB, TAKOH YYaCTHUK MOXET ObITh OTCTPAHEH OT KOHKYpCa.

Bpems u netany KOHKYPCHOIO 3aJjaHus B 3aBUCUMOCTU OT KOHKYPCHBIX yCJIIOBUH
MOTYT OBbITh U3MEHEHBI YWICHAMHU JKIOPU.

KonkypcHOe 3amaHue HOJKHO BBINOJHATBCA IMOMOIYIbHO. OLEHKA TaKXKe
IIPOUCXOAUT OT MOZYJISI K MOZYJIIO.

3. MOJAYJIA 3AJJAHUSA U HEOBXO/IUMOE BPEMSI
Monynu u Bpemsi cBeieHbI B Tabiuile 1

Tabmuua 1.
HaumenoBanue Mmoayns PaGouee Bpems Bpenst 12
3aJaHKe
1 |Moayns 1: I[lonroroBka u opopmieHne 10KyMeHTa C2 09-00 — 12-00 3 yaca
2 | Monynb 2: JlokyMeHTaIIMOHHOE 0OecIiedeHre paboThI C C109-00 - 12-00 3 yaca
MIEPCOHAIIOM C113-00 - 15-00 2 yaca
3 | Monyns 3: Opranuzanus JOKyMEHTO000poTa C2 13-00 — 16-00 3 yaca
4 | Mogynb 4: DkcriepTu3a IEHHOCTH U UCTOIh30BaHHE C3 09-00 — 12-00 3 yaca
ApXMBHBIX JJOKYMEHTOB U JETT C3 13-00 - 15-00 2 yaca
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Moayasb 1: Iloaroroska u odopmiienne J0KyMeHTa world skills
Russia

YdacTHUKY HE0OX0IUMO HaOpaTh U 0OPMUTH TEKCT MOJIOKEHUS B COOTBETCTBUU
c TpeOoBaHUSIMH, OOBEMOM O CTpaHMIl, CBEPUTh CChUIKM Ha 3akoHbl P® u npyrue
HOPMAaTHUBHO-METOJUYECKHUE JOKYMEHTBl C HCIOJIb30BAHHEM CIPABOYHO-IIPABOBOMI
cucrembl Koncynprantllntoc. JIOmOJHHATH HENOCTAIOIIME  JAHHBIE, HCHIPABUTH
JOIYyILIEHHbIE B TeKcTe OowMOKU. IIpn HEoOXOaMMOCTHM BCTaBUTh B MOJTOTOBIICHHBIN
TEKCT TPUJIOKEHUS, TaONHIbl. J[7Is BBIMOJHEHUS 3aJaHHsl YYaCTHUKY MpeJiaraeTcs
TEKCT JIOKyMEHTa Ha OyMa)KHOM HOCHUTENIE C KOPPEKTYPHOM MPaBKOW M PYKOIMCHBIMU
BCTaBKAMH, a TAK)KE TEKCT MPUJIOKEHUS JJI1 CKAaHUPOBAHUS.

[IpuMepHBIN anrOpUTM BBINIOJHEHHUS 3a1aHHUS.

1. IloaroroBka pabOouero MecTa: BKJIIOUEHUE OPITEXHUKH, MIPOBEpKAa MU
pa3MellleHre KaHIeIIPCKUX MPUHAAJIEKHOCTEM.

2. VI3yueHue KOHKYpPCHOTO 3a/IaHUS.

3. HM3yueHue npeacTaBI€HHOTO TEKCTa Ha OyMa)XKHOM HOCHUTEJIE.

4. CBepka TEKCTa, CCBUIOK, TEPMUHOB WJIM OIpPEACICHUH C HOPMaTHUBHBIMU
JOKYMEHTaMU C MCIOJIb30BAHUEM CIPaBOYHO-NIPaBOBOM cucteMbl KoHcynpTanTI Intoc.

5. Habop medatHOro u pyKkoOmuCHOTO TEKCTa C YYETOM MCHPABICHUN, BHECEHHBIX
KOPPEKTYPHBIMU 3HaKaMH.

6. BcraBka B TEKCT JOKYMEHTa BBIIEPKKHM M3 HOPMATUBHOTO JOKYMEHTa C
HCIIOJIb30BaHMEM CIPABOYHO-TIPaBOBOM cucteMbl KoHcynpTanTl Limroc.

7. CxanupoBanue v 0(hOpMIICHHE MPUIIOKEHU, BCTABOK K JJOKYMEHTY.

8. ®opmarupoBanue u oPopmMICHHE TEKCTa JOKYMEHTAa C y4eTOM TpeOOBaHUI
I'OCT.

9. CoxpaHeHHE TOTOBOrO JOKYMEHTa C NPUJIOKEHUSMU B MalKe MOJl CBOUM
KOJIOBBIM HOMEPOM.

10. BriBox JOKyMEHTa M MPUIIOKEHUM HA MeYaTh.

11. CoxpaHeHue Nanku ¢ JOKyMEHTOM Ha (piieni-HoCuTee.

12. Tlepenaua nokymeHTa U (JEHI-HOCUTENS SKCIIEPTaM JIJIsl OLICHUBAHUSI.

13. YO6opka pabodero mecra.
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N
world skills
Russia
Moayasb 2: JlJokyMeHTaUMOHHOE o0ecrnieueHre padoThl ¢ EPCOHATIOM
Y4acTHUKY HEOOXOIUMO BBITIOTHUTH JOKYMEHTHPOBAHKUE KAJPOBBIX ONEpAIHii Ha
OCHOBAHHMH TPEJICTABJICHHBIX TPYAOBBIX JOTOBOPOB, 3asBJICHUHN, IPUKA30B MO JIUYHOMY
COCTaBy W JAPYTHX JOKYMEHTOB; O()OPMHUTH MPHUKA3bI, 3aMOJHUTH TPYIAOBBIC KHIKKU U
JUYHBIE KapTOYKHA B 3aBUCUMOCTH OT CHUTYallMM, MOJATOTOBUTH KOMHIO WJIU BBIITUCKY
TPYJIOBOM KHIKKU. Bcero juisi BbIMONHEHUs 3aJaHusl YY4acTHHUKY mpeniaraercss 10
KOMILJIEKTOB JJOKyMeHTAIuu. J{omKkHbBI ObITh 0opMiteHbI Bce 10 KOMITJIEKTOB.
[TpuMepHBIi aaTOPUTM BBITIOJTHEHUS 3a/1aHUS:

1. HOI[I‘OTOBK& pa6oqer0 MCCTA: BKIOYCHHUC OPITCXHUKH, IIPOBCPKA H

pPasMCIICHHUEC KaHICIIIPCKUX HpI/IHaI[JIe)KHOCTCﬁ, pasMCIiCHUC TOKYMCHTOB.

2. M3yyeHne KOHKYpCHOTO 3aJaHusl.
3. Cucremaru3zanus JOKyMEHTOB MO KaJIPOBBIM OIEPALUSIM.
4. OdopmneHnre NpuUKa3oB MO  JHMYHOMY COCTaBy Ha  OCHOBAaHUU

IPEJICTABICHHBIX JIOKYMEHTOB: TPYIOBBIX JOTOBOPOB, 3asABJICHUN pPaOOTHHUKOB,
JOKJIAIHBIX, OOBSICHUTENIbHBIX U CIY>KEOHBIX 3alMCOK, MPEIOKEHUMN, NPEICTABICHUH,
YBEAOMJICHUM, CITy’)KEOHBIX 3a/laHuil U UHBIX JOKYMEHTOB C PE30JIIOIUEN PyKOBOAUTENS.
[Ipu odopmileHHMH NPUKA30B YYACTHUKOM MCHOJB3yeTCsd YHHUPUIIMpOBaHHAs (opma
MpuKas3a Mo JUYHOMY COCTaBy, JJIsl NOMCKAa YHU(MUUHUPOBAHHON (POPMBI MCIONB3YETCS
cipaBouHo-TipaBoBasi cucteMa Koncynprantllmoc. Ilpu  BbeimomHeHUHM  pabOTHI
UCI0NIb30BaTh HoMEHKIaTypy en oTena KaapoB.

5. Odopmienne TpynoBoit KHUKKHM MPU HEOOXOAUMOCTH.

6. OO0paboTka W perucrpanus KaJpOBBIX JTOKYMEHTOB B PETHUCTPAIIMOHHBIX

dhopmax. dopMma xxypHaIa perUCTPALMH B AJIEKTPOHHOM BapUaHTE.

1. Odopmienne JIMUHBIX KapTOUEK.

8. 3anonHeHue Tabens yuera pabouero BpeMEeHH Ha JaHHBIX PAaOOTHUKOB.

9.  CucremaTtu3zaiusi 1 COXpaHEeHUE TOKYMEHTOB B MamkKe MOJl CBOMM KOJOBBIM
HOMEPOM.

10. BwiBog Ha meyaTh BCEX CO3J@HHBIX JOKYMEHTOB, BKJIIOYasl KYpHAJIbI

pETHCTpaliy U TaOeNb y4eTa pabouero BpeMEHH.
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11. Cucrtemaruzanus KaJpoBbIX JOKYMEHTOB Ha OyMa)kKHOM HOCHUTEJIE B MaIK
W
perucrparope. world skills
Russia
12.  CoxpaHeHue Ha (QuelI-HOCUTENE ManKu € KaJpOBBIMU JIOKYMEHTAMH MU
PETUCTPALIMOHHBIMU (HOPMAMHU.
13. TIlepenaua 1OKyMEHTOB U (hIEII-HOCUTENS SKCIIEPTaM J1JIsl OLIEHUBAHUS.

14. VYbopka pabouero mecra

Moayas 3: Opranu3anusi J0KyMeHT0000poTa

VYyacTHUKY HEOOXOUMO 3apEeTUCTPUPOBATH BXOSIIHNE, UCXOIAIINE U BHYTPEHHUE
JOKYMEHTBI TPEANpUATUAS B KypHajaxX perucTpanuu. YUYacTHHUKY TMpeactaBieHsl 30
JIOKYMEHTOB: B KOHBEPTax, HA OYMa)KHOM M 3JIEKTPOHHOM HOCHUTENISIX, MOCTYMHUBIIUE 10
ANIEKTPOHHOM TMOYTE, DSJIEKTPOHHBIE JKypHaJbl PErUCTPalUU. 3aperucTpUpOBaTh
JIOKYMEHTBI B COOTBETCTBUU C MX Ha3HAYCHHEM B )KypHaJIaX U MPOCTABUTh HEOOXOIUMBIE
PEKBU3UTHI HA JOKYMEHTHI. [Ipu BhimogHEeHUH pabOThI UCIIOJIB30BaTh HOMEHKIaTYypy Aen
npeanpusatus. Ilocie peructpan — co3/aTh CHPaBOYHYIO 0a3y JIaHHBIX II0
JOKyMEHTaM  JaHHOro  mpeanpusatus.  [loArotroButh  CBOAKY 10  00BEMY
JOKYMEHTO000pOTA.

[TpumepHbIi aaTOPUTM BBITIOJTHEHUS 3a/IaHUS:
1. [TonroroBka pabouero wmecra: BKIIOUYEHUE OPTTEXHUKH, TIPOBEpPKA U

pPasMCIICHHUEC KaHICIISIPCKUX HpPIHElI[JIG)KHOCT@fI, pasMCIICHUC TOKYMCHTOB.

2.  H3ydeHHe KOHKYPCHOTO 3aJaHWsl.

3. Cucremarmsaiys JOKyMEHTOB 110 BUJIaM JOKYMEHTOITOTOKOB.

4, OT60p TOKYMEHTOB JIsl PETUCTPALIIH.

5. Perucrparus u o0paboTka BXOASIINX JOKYMEHTOB.

6. IlomyueHume MOKYMEHTOB TIO OJIGKTPOHHOH II0YTe, B KOHBEpPTE, WX

00paboTKa, Mpu HEOOXOIUMOCTH — IOJTOTOBKA U OTIIPaBKa OTBETA.

7. O0paboTKa ¥ PErucTpals UCXOASIINX ¥ BHYTPEHHUX IOKYMEHTOB.

8. CkaHMpOBaHHE JIOKYMEHTOB W HX IPUKPEIUICHHE K PErucTpPardioOHHOM
3aIACH TS CO3AaHMs 0a3bl TAHHBIX 110 JOKYMEHTaM MPEIAIPUSTHS.

Q. CoxpaHeHHE TMEYaTHBIX JOKYMEHTOB W PETHCTPAIIMOHHBIX (OpPM B Mamke

1o CBOMM KOJOBBIM HOMCPOM
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10. BoiBog Ha mneuyaTh JKYpHAJIOB PETUCTpallud ©U UX OQOpMIICHHE
cootBeTcTBUU ¢ HoMeHKkaTypoii nern. worldskills
Russia
11. TloaroToBka CBOJAKH IO 00bEMY JIOKYMEHTOOOOPOTA.
12. Cucremaru3aius 00pabOTaHHBIX TOKYMEHTOB.
13. Coxpanenue Ha (prem-HocUTeNe ANk ¢ 6a30M JaHHBIX IO JOKyMEHTaM

14. Ilepenaua *ypHajaoB U JJOKYMEHTOB dKCIIEPTaM JJIs1 OLCHUBAHHUS.

15. VYbopka pabouero Mecra.

Moayab 4: JkcnepTu3a EHHOCTH M MCIOJIb30BAHUE APXUBHBIX JOKYMEHTOB H J1eJ1

Y4acTHUKY HEOOXOIMMO OpraHU30BaTh IKCIEPTU3Y LIEHHOCTH JOKYMEHTOB U JIEII.
[Tpu HeoOxomumocTu chOpMHUPOBATH J€Ia TOCTOSHHOTO, BPEMEHHOT'O XpaHEHHs U Jela
Mo JUYHOMY cocTaBy. OQopMUTH OOJOXKKH J€Jl, TPOHYMEPOBaTh JHCTHI, 0HOPMUTH
BHYTPEHHHE OIUCH JOKYMEHTOB [Iel TpH HEOOXOAMMOCTH, O(OPMUTH JUCTHI-
3aBepuTenu. Beero i BBITOMHEHU 3aaHus yYacTHUKY npeanaraerca 10 gen. JomkHbl
ObITh O(OpMIICHBI BCE Jl€JIa M COCTAaBJICHBI OMUCHU JIeNl MOCTOSIHHOTO XPaHEHHUS, W TIO
JUYHOMY cocTaBy. [lOAroTOBUTH AapXWMBHYHO KOIIMIO IO 3ampocy. Y4YacTHUKAM
MpEeAOCTaBIEHbl Jiea o(opMieHHbIe, YacTHYHO oOQopMieHHbIe, B pocchinu. Jns
BBITIOJIHEHHUS 3aJJaHUs UCTI0JIb30BaTh HoMeHKIIaTypy nei.

[IpuMepHBIi aNTOPUTM BBINIOJHEHHUS 3a/IaHHUSL.

1. [ToaroToBka paboyero wmecra: BKIIOYEHHE OPITEXHUKHU, MPOBEpKa W
pa3MenieHrne KaHUEIIPCKUX PUHAIICKHOCTEN, Pa3MELLICHUE JEl.

2. W3yueHre KOHKYPCHOTO 3aJJaHusl.

3. Opranuzanuss ¥ TPOBEICHHUE OHKCHEPTH3bl LIEHHOCTH MPEACTABICHHBIX
JOKYMEHTOB U JIe]1 ¢ 0()OPMIIEHUEM MPOTOKOJIA HIKCIIEPTHON KOMUCCHH.

4, ['pynmupoBKa HMCTIOTHEHHBIX TOKYMEHTOB B jena, (OpMHpPOBAHUE NIEN W3
POCCHINIM HA OCHOBAHWH IpecTaBiIeHHON HomeHKaTypsl nei.

S, CBepka  copMHpOBAHHBIX  JIeJI Ha  COOTBETCTBHE  3arojloBKaM
Homenknatyps! nei.

6. [IpoBepka npaBuILHOCTH (OPMHUPOBAHHUS JOKYMEHTOB BHYTpHU Jeia, MpH
HEO0OXOJAMMOCTH COCTaBJIeHWE BHYTpeHHel omucu aena. [Ipu cocTaBieHUN BHYTpEHHEH

OMHCH MOXET OBbITh HCIOJB30BAH OJIAHK BHYTPEHHEW OMNHUCH, MPEAYCMOTPEHHBIN
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HOPMATUBHBIMH JOKyMEHTaMH. JI7s1 BBINOJHEHHWS JTOTO 3aJaHus HCIOIb3YyeT
crpaBouHO-TipaBoBasi cuctema Koncynbrantllnioc. BHyTpeHHsis1 onuck ILOJI}KH%CSJggﬁH"S
oopMIIEHa B AJIIEKTPOHHOM BHUJIE U paclieyaTaHa.

1. Hymepamust smmctoB gema u  odopmieHue Jmcra-3aBeputens. [lpu
o(OpMJICHUU JHCTa-3aBEPUTENS JAOHKEH ObITh MCIIOJIB30BAaH OJIAHK JIMCTa-3aBEPUTEIS,
MPEeyCMOTPEHHBII HOPMATUBHBIMH JOKYMEHTaMu. [lJisi BBIMOJIHEHHUS AITOTO 3aJaHUs
MOKET OBITh HCHOJb30BaHa CIipaBouyHO-MpaBoBas cuctema Koucynwsrantllmoc. Jluct-
3aBEPUTEIIb JOJDKEH OBITh 3al0JHEH PYKOIHUCHBIM CIIOCOOOM.

8.  Odopmienue OOJOXKKH JeNa MOCTOSHHOTO, BPEMEHHOTO XPAaHEHUS U TIO
JUYHOMY COCTaBy JUIsl TIEpelauyd Ha apXuBHOE XpaHeHue. [Ipu BbIMOJHEHUU 3a7aHUs
MOXET OBITh MCIOJIb30BaHA (popma OOJIOKKH Jiea, MPeayCMOTpEHHAsT HOPMAaTHUBHBIMU
JOKyMeHTaMu. J{Jisl BBITTOJTHEHUS 3TOTO 33aHUSI MOXKET OBITh MCIOJIb30BaHa CIIPABOYHO-
npaBoBast cucreMa Kouncynerantllmoc. OOnoxkka pomxHa OBITH OQOpMIIEHA B
AIIEKTPOHHOM BHUJIE U pacreyaTaHa.

9.  BnIBOA Ha me4aTh BCEX CO3JJaHHBIX IOKYMEHTOB.

10. Pa3memieHue BHYTPEHHUX OIHKCEH, JIMCTOB-3aBEpUTENIEd B  Jefax,
MPUKPETITICHHE 00JIOKKH K JIeIaMm.

11. CocraBneHue u o(opmileHHE OMHMCH JEN IMOCTOSHHOTO XPaHEHUs U IO
JMYHOMY COCTaBY.

12.  TIpu HEOOXOAUMOCTH MOATOTOBKA ApXUBHOW KOMUH TI0 3aIPOCy .

13. CoxpaneHue CO3JaHHBIX JOKYMEHTOB Ha pabodeM CTOJI€ B MANKE MO CBOUM
KOZIOBBIM HOMEPOM.

14. Coxpanenue Ha (JEII-HOCUTENE MANKU C JTOKYMEHTAMH.

15. Tlepemaua oQopMIeHHBIX Jed U (QIem-HOCUTENs JKCIepTaM  JUis
OIICHUBAHUAI.

16.  VYo6opxka pabouero mecra

4. KPUTEPUU OLNEHKH
B maHHOM paszeine onpenesieHbl KpUTEPUN OLIEHKU W KOJIMYECTBO HAYMCIIAEMBIX

0amioB (CyObeKTHBHbIE M OOBEKTHBHBIC) TabOnuia 2. OOmiee KOJIMYECTBO OalIoB

3aJIaHusI/MOTYJISI TIO BceM KputepusiM orieHku coctasisier 100.
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Tabnura 2.

N
Pasnen Kpurepuit OneHKH worldskills
CyObekTuBHas OObeKkTHBHAS O61ras
(ecau 7TO
IIPUMEHHUMO)
A Mopyns 1: IlonroroBka u 0 21 21
oopMIICHHE JOKYMEHTA
B Monyns 2: JlokyMeHTalluOHHOE 0 28 28
obecrieueHne pabOTHI C IEPCOHATIOM
C Monynb 3: Opranu3zanus 0 23 23
JIOKyMEHTO000pOoTa
D Monynb 4: DkcnepTu3a HeHHOCTH U 0 28 28
UCTIOJIb30BaHUE aPXUBHBIX
JOKYMEHTOB H JIeJT
Utoro 0 100 100

CyObexkTuBHBIC OLeHKH - He mpuMeHnmo.
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