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I[IporpaMma mnpakTHKH pa3paboTaHa B COOTBETCTBHH ¢ (DenepaibHbIM TOCYAapCTBEHHBIM
o6pa3oBare/bHbIM CTAHAAPTOM BBICIIEr0 00pa3oBaHHs MO HANpPABICHUIO TOJArOTOBKH 46.03.02
JIOKyMEHTOBE/ICHHE M apXHBOBE/ICHHE, YTBEPXKICHHBIM [Tpukazom MunoOpHayKHu Poccun ot Ne
1343 or 29.10.2020, y4eOHBIM IUIAHOM, onobpennbM  Yue6HO-METOMUYECKHM COBETOM
yauBepcurera (3acenanne YMC ot 27.02.2024, npotokon Ne 03). '
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AHHOTAIUSI IPOrPAMMBbI POM3BOACTBEHHOI (IPAKTHKH 10 MOJYYEeHHIO
Nnpo(eccCHOHATILHBIX YMEHHUI M ONBITA NPO(eCCHOHATBHOM 1eITeJIbHOCTH, B TOM
yKc/ie TEXHOJIOTNYeCKasi MPAaKTUKA) NPAKTHKHA

Lesb Mpou3BoACTBEHHO (MIPAKTHKH MO MOJY4YeHHIO MPO(eCcCHOHATBLHBIX YMEHHUI U
OnbITa NMPO(eCcCUOHANBHON /AeATeJILHOCTH, B TOM YHCJE€ TEXHOJOIHYecKasi NMPaKTUKA)
NPaKTHKUH — TOJNydYeHHE MPO(YECCHOHANBHBIX YMEHHM | OMNbITa MPOPECCHOHATBHON
JESITEIbHOCTH.

3ajauM NpPon3BOJACTBEHHON NMPAKTUKH:

— 3aKpeIUIeHUE 3HAHUH, TOJTYYEHHBIX MPU MPOXOKIACHUU TUCHHUILITNH [JokyMeHTOBE IeHHE,
Opranumzanus u texHosoruss JJOY; ApxuoBenenue; KaapoBoe ne10mpou3BOJICTBO U apXHUBBI
JIOKYMEHTOB MO JIMYHOMY COCTaBy, ['OCynapCTBEHHbIE, MYHULIMIAIbHBIE W BEIOMCTBEHHbBIC
apxuBbl, ICTOUHHUKOBEICHUE;

—  peanm3aius ONbITa CO3JAHMS U MPUMECHECHUS pa3paOdOTKH COBPEMEHHBIX TEXHOJIOTHIMA
U CHCTEM, UCIIOJIb3YEMbBIX B apXUBHOM JIETIC;

—  COBEpIICHCTBOBAaHME HABBIKOB pEIICHUs MPO(ecCHOHANBHBIX 33[a4 Ha KOHKPETHOM
paboueM MecTe;

— CO3[laHM€ W BEJCHHUE apPXHUBHBIX HHQPOPMAIMOHHO-TIOUCKOBBIX W  YYETHBIX
CIIPaBOYHUKOB;

— o0ecrnieyeHue COXpPaHHOCTH, TPOBEPKA HATUYHUS U COCTOSHUS TOKYMEHTOB;

—  TIPOBEACHHE YKCIICPTH3BI IEHHOCTH JOKYMEHTOB M 0()OPMIICHHE €€ Pe3yIhbTaTOB;

—  TPOBEACHUE KOMIUIEKCHBIX U KOHTPOJBHBIX MPOBEPOK OPTaHM3AIMNA — MCTOUHHUKOB
KOMILUIEKTOBAHHUSI TOCYIApCTBEHHBIX M MYHHUIMIIAIBHBIX apXWBOB, a TaKXXE COCTaBJICHUE
JIOKYMEHTOB 10 pe3yJbTaTaM MPOBEPKH;

—  OpraHu3aius UCIOoJIb30BaHUs JOKYMEHTOB apXH1Ba;

—  opraHuzanus paboThl apXHUBOB;

— TpaKTUYeCKas TMOATOTOBKA CTYJEHTOB K W3YYEHHIO OCHOBHBIX CICIIHAIBHBIX
mucturine - [Ipaktukym  «Pabora B ympaBneHun — jaenamu», KoHbuaeHuuambHOe
JIeIONPON3BOICTBO, OpraHnu3almOHHOE TPOSKTUPOBAHUE

IIpousBoacTBeHHAs1 MPAKTHKA HaleJieHa HA popMUpOBaHHE KOMIIeTeHIHIi:

I1K-1 — Cnoco6eH pa3pabaTbiBaTh U BHEAPATH JIOKAIbHbIE HOPMATUBHbIE aKThI B 001aCTH
yIIpaBJICHUS TOKyMEHTaMH OpPTaHU3aluN

I1K-2 — CniocoGeH oprann3oBaTh JOKYMEHTUPOBAHHUE JESITEIbHOCTH B OPraHU3aLUuU

ITK-3 — Crioco0GeH opraHn30BaTh JOKYMEHTOOOOPOT B OpraHHU3AIHH

I1K-4 — CnocoOeH ocymecTBIATh paboThl IO MPOSKTUPOBAHUIO, BHEAPEHHUIO U Pa3BUTHIO
CHCTEMBI DIIEKTPOHHOTO JIOKyMEHTO000pOoTa

ITK-5 — Cnoco0eH ocymiecTBIsATh HHPOPMAIIMOHHO-CIIPAaBOYHYIO paboTy ¢ JOKYMEHTaMHU
OpraHu3aIH

I1K-6 — Crioco0eH ocyIecTBIATh KOHTPOJIb IPOIIECcca U CPOKOB HCIIOJIHEHHS JOKYMEHTOB
B OpTaHU3aINH

[1K-7 — CriocobeH opraHu30BaTh XpaHEHUE JOKYMEHTOB B OpTaHU3aIlMK U Ieperady Aei
Ha apXHWBHOE XpaHCHHE



1. HEJIN HPOI/I3BOI[CTBEHI-[OI7I (ITPAKTHUKMU 110 NTIOJTYYEHUIO
MPOP®ECCUOHAJIBHBIX YMEHUM U OIIBITA TIPO®ECCUOHAJBHOM
JEATEJbHOCTH, B TOM YHUCJIE TEXHOJIOT HTUECKOM NPAKTHUKH)

Lenpto MpOU3BOACTBEHHON (MPAKTUKU MO TOJIYYEHHIO MPO(PECCHOHATBHBIX YMEHUH MU
OMbITa POPECCUOHATILHON AEATENbHOCTH, B TOM YHCIIE TEXHOJIOTMYECKask MPAKTUKA) SIBIISETCS
NoJy4eHre Mpo(ecCHOHANBHBIX YMEHHH U OIBITA MPO(EeCCHOHANIBHON eI TeIbHOCTH.

2. 3AJIAYM [TPOM3BOJICTBEHHOWM IMPAKTHKM (ITO ITOJTYYEHHUIO
MPO®ECCUOHAJILHBIX YMEHUI U OMBITA MPO®ECCUOHAJIBHOM
JESITEJABHOCTH, B TOM YUCJIE TEXHOJIOT'MYECKOI TPAKTUKH)

3amayaMu IPOU3BOICTBEHHOM (MPAKTUKHU MO MOJIYYECHHUIO MPO(EeCCHOHANIBHBIX YMEHUH U
OTbITa TPOPECCUOHATIBHOM IS TETFHOCTH, B TOM YHCIIE TEXHOJIOTHYECKON MPAKTUKU) SBISIFOTCS:

— 3aKpEIUICHUE 3HAHNM, ITOJIyYE€HHBIX IIPU IPOXO0XKACHUN TUCUUIUINH JJoOKyMEHTOBEICHHE,
Opranuzanusa u texnosorus JIOVY; ApxuBoBenenue; KanpoBoe 1e10onpou3BoACTBO U apXUBbI
JOKYMEHTOB II0 JMYHOMY cOcTaBy, I'ocynapcTBEHHbIE, MYHHMIMIAJIbHbIE U BEIOMCTBCHHbIE
apxuBbl, [IpakTikym «TeXHOIOTHS aBTOMATH3aMHU TOKyMEHT0000poTa», IcTOUHUKOBEICHNE;

—  peanu3aiys OIbITa CO3JaHUS U IPUMEHEHUs pa3pabOTKU COBPEMEHHBIX TEXHOJIOTUI
U CUCTEM, UCIIOJIb3YEMBIX B ADXUBHOM JEIIE;

—  COBEpIICHCTBOBAHME HABBIKOB pEIICHUs MPO(ecCHOHANbHBIX 33]a4 Ha KOHKPETHOM
pabouem mecTe;

— CO3JaHHME U BEIEHUE AapXUBHBIX HH(POPMALMOHHO-TIOMCKOBBIX M  YYETHBIX
CIIPAaBOYHMKOB;

— o0ecrnieueHue COXpaHHOCTH, IPOBEPKA HAIUYUS U COCTOSHUS JJOKYMEHTOB;

—  IIPOBEJEHUE IKCIEPTU3BI LICHHOCTU IOKYMEHTOB U 0()OpMIIEHHUE €€ Pe3yJIbTaTOB;

— TPOBEICHHE KOMIUIEKCHBIX M KOHTPOJIBHBIX NPOBEPOK OPraHU3alui — UCTOYHHUKOB
KOMIUIEKTOBAHHSI TOCYJAapPCTBEHHBIX W MYHUIUNAIBHBIX apXUBOB, a TAaKXE COCTaBIECHUE
JIOKYMEHTOB 10 pe3yJbTaTaM MPOBEPKH;

—  OpraHM3alMs UCIIOJIb30BAHUS JOKYMEHTOB apXHBa;

—  opraHM3anus paboThl apXHBOB;

— MpaKTU4ecKas MOAr0TOBKA CTYI€HTOB K U3YUYEHHUIO OCHOBHBIX CIIEIIUAJIbHBIX TUCLUIUINH
ApXMBOBEJIEHHE, C TMOATOTOBKOM KypcoBoil paOoTsl, Ilpaktuxkym "PaGora B apxuBe
opranuzaiun", Opranu3aioHHoe NpoekTupoBanue, MHpopMarrionHast 6€301MacHOCTh U 3alUTa
uH(pOpMaLIUH.

3. BU ITPAKTUKH, CTIOCOB, ®OPMA (®OPMbI) U MECTO EE
INPOBEJIEHUA

[IpousBojcTBeHHas (MpakTUKa MO MOJIYyYEHUIO MpOo(ecCHOHANbHBIX YMEHUW U OIbITa
npodeCCHOHATILHOM JAEITENbHOCTH, B TOM YHCIIE TEXHOJIOIMYeCcKast MPAKTUKA) MPAKTUKA SIBIISETCS
4acTbl0 OCHOBHOM 00pa3oBaTelIbHON MpOrpamMMbl MOATOTOBKH CTYAEHTOB IO HAIPABIIEHUIO
noarotoBku 46.03.02 JlokymeHTOBEIeHUE U apXxuBoBeaeHue. [IpakTruka peanusyercs Ha 4 Kypce
(ouno-3a0unas popma oOydeHHs) (paKyabTeTa DKOHOMHKH, YIPABICHUS W UHPOPMAIMOHHBIX
TEXHOJIOTUH Kadeapoil TOKyMEHTOBEICHUS, UCTOPUH U (HHIOCODUH.

dopma npoBeeHNs MPAKTUKU — TUCKPETHASL.

[Tpou3BoacTBEHHAs MpPAaKTUKa (MIPaKTHKA MO MOJIYYEHUIO MPOPECCHOHATBHBIX YMEHUNA U
OTbITa MPOPECCUOHANTBHON AEITEIbHOCTH, B TOM YHCJI€ TEXHOJOTHYecKas MpaKkTUKa) MpaKkTHUKa
IPOBOJUTCS B OPraHU3AIMsIX B COOTBETCTBMM C JIOTOBOPAMH 00 OpraHM3allid M MPOBEACHUHU
npakTUKu oOyvatoniuxca. CrnocoObl MPOBEAEHUS] NPOU3BOACTBEHHOM MPAKTHKH — BbIE3JHAS,
CTallMOHApHasl.



JUis nuI ¢ OTpaHWYEHHBIMH BO3MOXKHOCTSMHU 3/10pPOBBSI BBHIOOp MECT MPOXOXKIACHUS
IPAKTUK JOJKEH YYUTHIBATh COCTOSHUE 3/10POBbS U TPEOOBAHUS 110 TOCTYITHOCTH.

4, INEPEYEHD IINTAHUPYEMBIX PE3YJIBTATOB OBYUYEHMUS ITPU
MNPOXOXIEHHUU ITPAKTUKH

Kareropus Kon u HaumenoBanue
WHIuKaTops! TOCTHKEHUS] KOMIIETEHINN
KOMITETEHINN KOMITETEHINN
Ipogheccuonanvuvie komnemenyuu
OpraamzanmonHo- | [1K-1 - CriocobeH | 3wamb: cocTaB, TIpaBWia H TOPSAIOK COCTaBICHUS H
yTIpaBIeHYECKast pa3pabaTbiBaTh M BHEAPSTH | OQOPMICHUS  JIOKAIBHBIX ~ HOPMATHBHBIX  aKTOB
JIOKAJIbHBIE HOpPMaTHBHBIC | OPTaHU3ALMH 10 JOKYMEHTAIIHOHHOMY 00€CIICUECHHIO.
aKTbl B 00JIaCTH yNpaBJieHUs | Ymemsb: aHaIM3UpOBaTh, pa3padareiBaTh U O(GOPMISTH
JOKyMEHTaMH OpTraHHU3aIiu JIOKaJIbHBIE HOPMATHUBHBIE aKTHI 110 JOKYMEHTAIIHOHHOMY
00€eCIeueHHUIO.
Opranuzanmonso- | [1K-2 - CniocoGeH | 3uams: TmpaBWiIa COCTaBJICHHsS M 0oOlMe TpeOOBaHUS K
yIpaBleHYecKas | OpraHM30BaTh oopMIICHHIO  pa3NUYHBIX ~ BUJOB  YIIPaBJICHYECKHX
JOKYMEHTHPOBaHHE JIOKYMEHTOB, MOPSIIOK (YHKIMOHUPOBAHUS
JIEATEIbHOCTH B OPTaHU3alMK | MHPOPMAIIMOHHBIX cUcTeM JOKYMEHTAI[HIOHHOTO
obecrieyeHns ynpaBieHuUsI.
Ymems: cocTaBmATE M OQOPMIATH Ppa3NUUHBIC BHIBI
YIPaBICHYECKUX JOKYMEHTOB, NIPHUMECHATh KOHKPETHBIC
BUABI  JOKYMEHTOB Il  peayu3anud  (QYHKIHUH
yTIpaBIICHUS, pa3pabaTbIBaTh CTaHAAPTHI
JOKYMEHTHUPOBAHUS YNPABICHYECKONH MAEATENbHOCTH W
TpeOoBaHus K MH(POPMAIMU, BKIIOYaeMON B TOKYMEHTBI
OpraHu3aIMu.
Opranuzanuonso- | [1K-3 - CrocobeH | 3wamb:  TPUHIMIBI W METOABl  OpPTraHU3AINH
yIpaBleHYecKas | OpraHU30BaTh JOKyMEHTO0000pOTa B OpPraHn3alty.
JOKyMEHTO00OpOT B | Ymemb: IpUMEHATH NPUHIMITBI U METO/IbI OPTraHNU3AIUU
OpraHu3aluu JIOKyMEHT0000pOTa B OpraHU3altu.
OpraauzanuonHo- | I1K-4 - CriocobeH | 3namb: TPUHLIUIIBL K METO/BI OCYIIECTBICHHUS PabOTHI 110
yIpaBJeHYECKasi | OCYMIECTBIATH PabOTHl IO | MPOEKTHPOBAHHIO M BHEAPEHUIO CHCTEMBI JJIEKTPOHHOTO
MIPOEKTUPOBAHHIO, BHEAPEHUIO | IOKYMEHTOOOOpoTa B  cdepe  JIOKyMEHTAI[HOHHOTO
u Ppa3BUTHIO CHCTEMBI | yNpaBJICHUS OPTaHU3ALIH.
JIEKTPOHHOTO Ymemw: ocymecTBiIATh pabOTHI MO NMPOSKTHPOBAHUIO U
JOKyMEHT0000pOTa BHEJIPEHHIO CHCTEMBI 3JIEKTPOHHOTO JIOKYMEHTO000pOoTa
B chepe JOKYMEHTAIMOHHOTO YIPABJICHHUs OPTaHU3AINH
OpraamzanuonHo- | [1K-5 - CrocobeH | 3wamb:  TeopeTHdeckyro 0asy ®  OCOOCHHOCTH
yIOpaBieHYecKas | OCYyLIeCTBIATH OpraHu3aIi HHGOPMAIMOHHO-CIIPABOYHOW pPabOTHI ¢
UH(OPMALMOHHO- JOKYMEHTaMH OpTaHHU3aliH.
CIIPaBOYHYIO paboty ¢ | Ymemsb: IpUMEHSTH Ha MPaKTHKE TEOPETHUECKYIO 6a3y U
JOKYMEHTaMH OpraHHU3ali{ OCYILECTBIISATh OpTaHU3aIHIO MH(POPMAIMOHHO-
CIPaBOYHOH pabOTBl C JOKyMEHTAMU OpTaHU3aIHH,
paboTats c HUCTOYHUKAMHU uHpopmanuu u
CTPYKTYPHPOBaTh HH(POPMALHIO.
Opranuzanuonsno- | [1K-6 - CniocobeH | 3nams: TPUHOMNBI U METOIBI KOHTPOJS Ipolecca H
yIpaBJeHYECKasi | OCYIIECTBISTH KOHTDOJIb | CPOKOB MCIIOJIHEHHS JIOKYMEHTOB B OpraHU3alnH.
mpouecca u CPOKOB | Ymems: TPUMEHATh NPHUHIMIBI U METOABI KOHTPOJIS
WCIIOJTHEHUSI JIOKYMEHTOB B | Mpoliecca W CPOKOB HCIIOJIHEHUS JIOKYMEHTOB B
OpraHM3aIyu OpraHM3aIHH.
OpranmzanuonHo- | [TK-7 - Crocoben | 3uamo: TIPUHLINAIIBI u METO/IbI OpraHu3alun
yIOpaBieHYecKas | OpraHM30BaTh XpaHEHHE | ONEPAaTHBHOTO XPaHEHUS JOKYMEHTOB WM TIepegadd Iei
JOKYMEHTOB B OpPTaHHU3AIMH U | JUISI ITOCTIETYIOMIET0 XpaHeHHS.
nepeady IeNl Ha apXUBHOE | Yuems: MPUMEHATH HPUHIMIIEI U METOJIBI OPTaHU3AINH
XpaHeHHne OTIEpPATUBHOTO XPAHEHHS JOKYMEHTOB M TI€peladd el
JUTS IOCIEYIONIETO XpaHEeHHSI.
[To okOHYaHWM TPOXOXKACHUS TPOU3BOJCTBEHHONW (NMPAKTHKA TIO TIOJYYCHHIO

HpO(I)CCCI/IOHaJ'IBHBIX YMeHI/Iﬁ Hn OIIbITa HpO(l)CCCPIOH&J’ILHOfI JACATCIIBHOCTH, B TOM 4YHCIIC
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TEXHOJIOTUYECKOW TPAKTUKH) OOYYalOImUICS JODKEH JOCTHYb CIEIYIOIIHE pPe3yJabTaThl
00yJeHUs:

3HAMb:
— TEOPETUUYECKHE OCHOBBI B 00JIaCTH JIOKYMEHTOBEICHHUS, apXUBOBEACHHUS U apXHUBHOIO JIETIa;
— MpaBWIa OPTaHU3AIMH BCEX 3TAlOB pPabOThI C JAOKYMEHTaMH, B TOM 4YHCIIE apXHUBHBIMHU
JIOKYMEHTaMHU;
— TPUHIMIBL, METOABl W HOPMBI OpTaHHW3AIMH, XPAHCHUS, KOMIUICKTOBAHHS, Yy4eTa U
HCITOJIb30BAaHUS APXUBHBIX JOKYMEHTOB, JIOKYMEHTOB JIMYHOTO MPOUCXOKICHUS;
— OCHOBHBIE TPEOOBaHUS K OpraHU3al[ii apXHUBOB PA3JIMYHBIX TUIIOB U BUJIOB;
— METOJIbI IPOBEICHMSI aHATN3a OPraHU3alluK JJOKYMEHTAIIMOHHOTO 00ECIIeYeHUs YIIPaBICHUS U
ApXMBHOTO XPAaHEHHUS JOKYMEHTOB B KOHKPETHOW OpraHU3alliH;

ymemu:
— IPUMEHSTDH UCCIIEA0BATEILCKUE METO/IbI ITPHU PEUICHUN TPAKTUKO-OPUECHTUPOBAHHBIX 3aJaHUM;
— TPUMEHATh TpaBWJIa OPTaHHW3allMd BCEX OTANOB padOThl C JOKYMEHTaMH, B TOM YHCIIC
APXUBHBIMH JIOKyMECHTaMU;
— UCTOJIb30BaTh MPUHIUIIBI, METOIbI U HOPMBI OpTaHU3AINH, XPAHEHUS, KOMILJICKTOBAHUS, YUeTa
Y UCIIOJIb30BAaHUS apXUBHBIX JJOKYMEHTOB, IOKYMEHTOB JIMYHOTO MPOUCXOXKICHUS;
— NMPUMEHSTh HaBBIKM COCTABJICHUS JIOKAJIbHBIX HOPMATUBHBIX aKTOB JJISI OPTaHU3alUHA apXHUBOB
Pa3IUYHBIX TUIIOB M BHJIOB;
— MPUMEHSTh METOJbl MPOBEJICHUS aHalIM3a OPraHU3alMH JOKYMEHTAIIHOHHOTO OOecreueHus
YIPaBJICHUS U QpXUBHOTO XpaHEHUs JOKYMEHTOB B KOHKPETHOM OpraHU3aIlNH;

é1a0ems:
— CIIOCOOHOCTBIO UCTIOIB30BATh TCOPHIO JIJIS MOTYICHHSI PAKTUISCKOTO PE3yIIbTaTa;
— HaBBIKAMH OpPTaHMU3AIMH PabOThl C JOKYMEHTAaMH, B TOM YHCIIe apXUBHBIMU JOKYMEHTaMH Ha
pa3HBIX dTanax;
— BIIQJICHUEM TPUHIMIIAMH, METOJIaMA U HOPMaMH OpPTaHU3aIlMK, XPaHEHHUs, KOMIUICKTOBaHUS,
y4eTa U UCTIOIb30BAHMS APXUBHBIX JIOKYMEHTOB, JOKYMEHTOB JIMYHOTO MPOUCXOK/ICHHUS;
— HaBBIKAMH CO3JIaHUS ApXUBOB Pa3IUYHBIX TUTIOB U BUJIOB;
— HaBBIKAMH TIPOBEJICHUSI aHAJIW3a OPTaHU3AINH JTOKYMEHTAIIMOHHOTO 00€CTICUeHUsI YITpaBICHUS
U apXMBHOTO XpaHEHHsI JOKYMEHTOB B KOHKPETHOM OpraHU3allii Ha OCHOBE COOTBETCTBYIOIIUX
METOJOB.



S. MECTO IMPOU3BOJCTBEHHOM MMPAKTUKH (11O MIOJTYYEHUIO
MMPO®PECCUOHAJIBHBIX YMEHUM U OITBITA TIPO®ECCUOHAJIBHOM
JAEATEJIBHOCTH, B TOM UUCJIE TEXHOJOI'MYECKAS ITPAKTUKA) B

CTPYKTYPE OOII BO

[IpousBojcTBeHHas (MpaKkTUKa MO MOJYYEHUIO MPO(ecCHOHANbHBIX YMEHUW U OIBITa
po(heCcCHOHANBLHOM JCSITELHOCTH, B TOM YHCIIC TEXHOJIOTHYECKas MPAKTHKA) BXOAUT B OJIOK 2
«IIpakTuka» B cocTaBe ydeOHOro IUIaHA OCHOBHOM 00pa3oBaTeNbHON MPOrpaMMBbI 10
HampaBieHuio noArotoBku 46.03.02 JlokyMeHTOBeIEHHWE M apXUBOBEIACHHE, NPOQPHIIL
«/loxymeHTanmoHHOe o0ecrieueHre yrpaBieHus», KBaaupukauus 6akanasp.

[Tpou3BoacTBEHHAs TpPaKTUKa (IO MOJYYCHHIO MPO(PECCHOHATBHBIX YMEHUH M OIbITa
npoeccCuoHaNBHOM NEATENBHOCTH, B TOM 4YHCJIE TEXHOJOTMYecKas MpakThka) Oazupyercs Ha
3HaHUM cleayoumx aucuuiuive: JlokymenroBeaenue, Opranuszauus v texHosorus JOV;
ApxuBoBenenue; KaapoBoe aenonpou3BoACTBO U apXHUBBI JOKYMEHTOB IO JUYHOMY COCTaBY,
['ocynapcTBeHHbIE, MyHULIMIIATIbHBIE U BEJOMCTBEHHbIE apxuBbl, [IpakTukym «Pabota B apxuBe
opranuszanumny, MIcTouHnKoBeeHHE.

6. OBBEM ITPAKTUKH B 3AYETHBIX EJMHUIIAX U EE
IMPOAOJIKUTEJIBHOCTD

[TpoaoIHKUTETLHOCTD TPOU3BOICTBEHHOH (IIPAKTUKH TI0 TIOTYYECHUIO MPO(hecCHOHAIBHBIX
YMEHHI ¥ OIbITa TPO(HECCUOHATILHOM JICATEIFHOCTH, B TOM YHCIIE TEXHOJIOTHICCKON MPAKTUKH)
cocrapisieT 6 Henenp, 324 yaca, 9 3.e., coryiacHO y4eOHOMY IUIaHy

o = ° B toMm uncne . KEHT -
= Q = =) . £
5 5 S g © £| PIP, | 21 &
O 2 S Jlex Ip AK n3 KIIp ~ | KP, Q)
KII
0YHO0-3204HOe 00y4yeHHe
8 324 6,2 - - 0,2 - 6 317,8 - - - 3a0
nTOro 324 6,2 - - 0,2 - 6 317,8 - - - | 3a0
7.  COJEPKAHWE MPAKTUKH
Ne O TANH EpAKTHKE Comeprarme Tpynoemkocts | DOpMBI TEKYLIETO
/1 (B yacax) KOHTPOJIS
1 IoozomosumenvHulii OOmiee 3HAKOMCTBO CO CTPYKTypOH 36 Cobecedosanue
apxuBa, OpraHu3aluedl  apXHUBHOTO
XpaHEHHs, JIOKAJIbHOM HOPMaTHBHOMN
Gazoit
2 OcnosHoti — PabGora mo opraHuzanuMy XpaHEHUs 180 Camokxoumpons
ApXUBHBIX JIOKYMEHTOB
- Benenue Hay4YHO-CIIPaBOYHOTO
anmapaTa ¥ KOMIIGKTOBaHHE apXHBa.
— 3HaKOMCTBO C TMOPSAKOM Yy4era
JIOKyMEHTOB B apXHUBeE.
—Qpraamzanms KCIIOJIb30BAHUS
ApXUBHBIX JIOKYMEHTOB.
3 3axnrouumenvhbvil — Anaim3  QopMBl  OpraHU3aLUH 108 3awuma omuema
apXMBHOTO  XpaHEHWs  JJOKyMEHTOB,
YCIOBUM XpaHeHUs ApXUBHBIX
JIOKYMEHTOB.




— Amnamuz cocraba HCA, mnopsnka
KOMITJICKTOBaHHS apxuBa,
(dopmupoBanne 0a3 JaHHBIX.
— V3yueHne y4eTHBIX JOKyMEHTOB.
— H3yuernme QopM HCIOIB30BAHUAS
APXHUBHBIX JOKYMEHTOB.

HUTOT'O 324 3auem c ouenkoi

IpaxTrKa opraHu3yeTcst U IPOBOAUTCS B IIOJIHOM COOTBETCTBHUHU C YTBEP)KAECHHBIM Y4€OHBIM
11aHOM. BbI0Op 0a3bl MPaKTUKK OCYIECTBIIAETCS 00YJarOIMMCS 110 COIIACOBAHUIO € Kaeapoil.

baza npoxoskieHus NpakTUKUA W 3aKpelyieHHe PYKOBOIMTEINS NPAKTUKU OCYIIECTBIAETCS
npukasoM o YI'TY.

Ipu onpenieneHny MECT PAKTUKY JUIs MHBAINUAOB U JIULL C OTPAaHUYEHHBIMU BO3MOKHOCTSIMU
3/I0pOBbsl HEOOXOIUMO O0S3aTENbHO YYUTHIBATh PEKOMEHIALMH MEIMKO-COLMAIbHON 3KCIEPTU3HI,
OTP@XEHHbIE B WHIMBHIYaJbHOM IporpamMme peadWIMTalMd HWHBAINWAA, OTHOCUTEIBHO
PEKOMEHIOBaHHBIX YCIOBUM U BUIOB TPY/AA.

8. ®OPMA OTYETHOCTHU IO IPAKTUKE

IIpakTrKa MPOBOAMTCSA B COOTBETCTBHM C JOrOBOpaMH OO0 OpraHM3ALUU U MPOBEACHUU
IIPAKTUKU O0y4YarOIINXCS.

IIpuem 0T4ETOB 11O MPOU3BOACTBEHHON MPAKTUKE MPOBOAUTCS IO OKOHYAHUH MPAKTHKH.

[TucbMeHHBIN OTYET O MPOXOXKAEHUU MTPAKTUKHU JTOJDKEH COJIEPKATH CIEAYIOIIHE IaHHbIE:

1. kparkas XapakTepUCTUKa MPEANPUATHUS, €r0 CTPYKTYpa, (PYHKIUHU MOJpa3/eeHuil,
OCHOBHbIE HaIlpaBJICHUS JESITEbHOCTH;

2. XapaKTepUCTHKa OpraHHU3alUU XpPaHEHUs TOKyMEHTOB/apXuBa MPEeANPUITHUS;

3. pa3paboTKa HOMEHKJIATYyphl [Ie] OpraHW3alud, OOECICYeHHE XpaHCHHS Jel
OIEPATUBHOTrO UCIOJIb30BAHUS TOKYMEHTHON MH(OpMAIIIH;

4. xapakrepucThka opopmileHUS U (POPMHUPOBAHUS CTPYKTYPHBIMHU MOJIpa3iesICHUIMU
OpraHM3alMH J1e], MOAJIEKAIIUX Caue B apXUB;

5. XapakTepuCTUKa pabOThl apXKBa B COOTBETCTBUU C [Tosi0’keHnEM 0 rocyJapCTBEHHOM
apxuBHOM ¢onzae Poccuiickoit ®enepanun, [IpaBunamu (2007 u 2015 1T.), MHCTPYKIHUSIMH U
METOMYECKUMH PEKOMEHAALUSIMH.

OTuéT 0 NPOXOXKIEHMU TMPAKTHKH JOJDKEH COCTaBJIATHCS OOydaromumcs IO Mepe
MPOXOXKACHUSI KaXKJI0T0 3Tana (pasaena) IpakTUKU U 0(pOpMIIATHCS COTIIACHO HUKEU3II0KEHHBIM
TpeOOBaHUSAM.

TpebGoBanust K 0POPMIIEHUIO TEKCTA OTYETA MO MPAKTHUKE.

Texct oTueTa Mo NpakTUKe JOJKEH ObITh MPEICTaBIIEH B MAIIMHONIMCHOM BUJIE (Ha HCYeH
Oymare pazmepoM A4 yepes 1,5 uHTepBaia, ¢ moasmMu: npasoe — 10 MM, BepxHee u HuxHee — 20
MM, neBoe — 30 MM.

[Ipu Habope TekcTa Ha KOMITbIOTEPE HEOOX0IMMO UCTOIb30BaTh OCHOBHOM mIpUQT «Times
New Romany, BelpaBHHBaHME a03ala Mo IIUPUHE, aBTOMAaTHUYECKYI0 PACCTAHOBKY IEPEHOCOB
cinoB. L{Ber mpudra nomkeH ObITH YEPHBIM, BbicOTa OyKB, IUGpP U APYTUX 3HAKOB — Kerb 14.
[MTonmyxupHbIii WIpU(T HE MpUMEHsETCs. 3aroJOBKHM TaOJMIl, AUAarpaMM U PUCYHKOB I€4YaTaTh
yepe3 OJUH UHTepBajl. AG3aIHbIA OTCTYN paBeH 5 OyKBEHHBIM 3HaKaM, Ile4aTaTh HEOOXOIUMO C
IeCTOro OYKBEHHOTO 3HaKa (OTCTYI MepBOi cTpoku — 1,27 cm).

O6béM oruera mo mpakTuke 12-25 crpanun. KadecTBo HameyaTaHHOTO TEKCTa W
odopmieHHs WLTIOCTpaluid, Tabnul, pacnedaTok ¢ [I9BM nomkHO yI0BIETBOPATH TPEOOBAHUIO
UX YETKOTO BOCIIPOU3BEICHUS.

daMuiny, Ha3BaHHUSI SKOHOMUYECKHUX CYOBEKTOB M IpyTHe UMEHa COOCTBEHHBIE B OTUETE
[0 TPaKTHUKE NPHUBOJAT Ha s3bIKE OpHUTMHaia. Jlomyckaercs TpaHCIUTEPUPOBAaThH HMEHa
COOCTBEHHBIE U IPUBOJUTH HA3BaHUS SKOHOMUYECKHUX CYOBEKTOB B IIEPEBO/JIE HA SA3bIK OTYETA 110
IpaKTHKE ¢ 100aBIeHUEM (TP MEPBOM YIIOMUHAHNUH) OPUTMHAIBLHOTO HAa3BAHMUS.



Ecnu cTpanuma Tekcra oTdeTa MO MPAKTHKE HE IMOJHOCTHIO 3aHATa TAaOMUIEeH WU
WUIIOCTpPAllMEH, TO Ha HEH pa3MEIaloT, KPOME TOro, COOTBETCTBYIOIIEE KOIMYECTBO CTPOK
TEKCTa, PACMoIaraeMoro 3a TabIuLei UiIH WILTIOCTPAIHEH.

HaumenoBanus cTpykTypHbIX 35ieMeHTOB oTdeta no mnpaktuke «COJEPXXAHUEY,
«TPUJIOXKEHUE» cnyxaT 3aroJloBKaMM CTPYKTYPHBIX 3JIEMEHTOB OTYETa IO IIPaKTHKE.
3aroj0BKH CTPYKTYPHBIX 3JIEMEHTOB HEOOXOJMMO pacloiaratb B CEpeluHEe CTPOKH 0€3 TOUKH B
KOHIIE U IeYaTaTh MPONUCHBIMU OyKBaMH, HE MOTYEPKUBAsI.

OcHOBHas 4acTh OTYETa IO INPAKTUKE MOXKET ACIUTHCA Ha paslenbl, MOApa3aeiabl U
NyHKTBL. [IyHKTBI, Ipu HEOOXOAMMOCTH, MOTYT JEIUTHCS HA MOANYHKTHL. [Ipu nenenun texcra
OTYeTa IO MPAKTHKE HA MYHKTHI M MOANYHKTHI HEOOXOIMMO, YTOOBI KaXKIbIH IMYHKT COIEepkKal
3aKOHYEHHYI0 HHpopManuoo. HanMeHOBaHUS MOAMTYHKTOB, KaK U TEKCT, I€YaTAIOTCS CTPOUYHBIMU
OyKBaMH.

@dopma UTOTOBOTO KOHTPOJIS IO NMIPAKTUKE — 3aUET C OLIEHKOM.

He npenocrasnenne oT4era, Kak U IOJIy4YEHUE HEYJOBJIECTBOPUTEIbHON OLIEHKH 110 UTOTaM
IPAKTUKU SIBJISIETCS HEBBINOJIHEHUEM MpPOrpamMMbl OOYYEHHs, CUMUTACTCS aKaJAeMHYECKON
33JI0JDKEHHOCTBIO, KOTOPYIO HEOOXOIUMO JIMKBUAMPOBATH I MOJY4YeHHs JOINycKa K
IIPOXOXKACHUIO UTOTOBOM aTTECTALUH.

PyKkoBOZICTBO M KOHTPOJIb HaJ| MPOXOKAECHUEM IIPAKTUKU BO3J1araeTcsi Ha PyKOBOAMUTEISA
NPaKTUKHA, HAa3HAYEHHOTO Kadenpoil. PykoBoguTens NpakTHKH OT Kadenpsl BBIIOIHSIET
cieayromue GyHKINHU:

— YCTaHaBJIMBAIOT CBSA3b C PYKOBOJAUTEISIMH MPAKTUKH OT OpraHU3alMH, COBMECTHO C
HUMH COCTaBJISIOT pabodyro IporpaMMy IpoBeIeHUs IPAKTUKHU, COCTABICHHSI OT3bIBA, HAITMCAHUS
Y 3alUTHl OTYETA 10 MPAKTUKE;

— pa3palaThIBAalOT TEMATUKy MHIUBUAYAJIbHBIX 3aJaHUMl ¢ ydeToM crneuuduku
JESITEIbHOCTH OpraHu3aluy;

— OCYIIECTBIISIFOT KOHTPOJIb 32 COOJIIOJIEHHEM CPOKOB IIPAKTUKU U €€ COJIePKAHUEM;

— OpraHu3yeT coOpaHue Mo MPaKTUKE;

— KOHCYJIBTUPYET 0Oy4arolerocss Mo BCEM BONPOCAM MPAKTUKH, BKIIFOYAsl BHIIOJIHEHHE
MPAKTUYECKOH 3a7]aun Ha MaTepraliax OpraHu3alnn-0as3pl MPaKTUKH, OKa3bIBAIOT METOIUYECKYIO
MOMOIIb 00YYarOIUMCSI TPH BBITOJIHEHUN UMU MHIUBUAYAJIbHBIX 3aJaHUH U cOOpe MaTepualloB;

— KOHTPOJIUPYET BBINOJIHEHHE IJIaHA U MPOBEPSET KauyecTBO pabOThl 00ydarolierocs BO
BpEMS IPOXO0XKICHUS IPAKTUKH;

— OCYUIECTBJISET IPUEM OTUETOB, KOHTPOJIUPYET UX KAYECTBO U OLICHUBAET BHINOJIHEHHYIO
pabory.

OOyuaromuiics BO BpeMsl POXO0KIEHUS MPAKTUKK 00s13aH:

— co0moJaTh JEeMCTBYIOIIME B OpraHU3alluM, YUYPEXKACHUU NpaBUiIa BHYTPEHHETO
pacrnopsika, TeXHUKH 0€301acHOCTH, OXpaHbl TPYAa;

— U3Y4YUTh BECh KOMILUIEKC BOIIPOCOB, CBA3aHHBIX C JEATEIIBHOCTHIO OPTaHN3AlNH;

— CaMOCTOSITEIbHO U MPH HEOOXOIUMOCTU C MPUBJICYEHUEM PYKOBOAUTENS NMPAKTUKU OT
0a3bl BBIIOJHATH pabOTHI, IPETYCMOTPEHHBIE TIAHOM;

— PEryJsIpHO MPOXOAUTH cOOeCe0BAHUS C PYKOBOAUTEIEM MPAKTUKH;

— coOupaTh, aHAJTM3UPOBATh U CUCTEMATU3UPOBATH MPAKTHUECKUI MaTepUat;

— TOTOBUTH OTYET O MPOXOXKJIEHHUH NPAKTHKUA U CBOEBPEMEHHO C/JaBaTh Ha MPOBEPKY
PYKOBOIMTEISM OTIENBHBIE €70 Pa3/IENbl B COOTBETCTBUH C IIJIAHOM;

— T1OCJ€ OKOHYaHUS MPAKTUKU MPEACTaBUTh PYKOBOJIUTENIO IHUCbMEHHBIH OTYET,
odopmienssiii B cootBeTcTBUU ¢ TpeboBaHusMu ['OCTa u 3amUTUTH €ro B YCTaHOBIICHHBIE
CPOKH;

— 1opaboTaTh Mpu HEOOXOIUMOCTH OTYET IO NPAKTUKE, B COOTBETCTBUU C TPEOOBAaHUSAMU
U TIPEIUCAHUSIMU PYKOBOJIUTEIIS;

— BBINIOJIHATD yKa3aHMs pYKOBOJUTENEH MPakTUKH OT Kadeapbl ¥ oT 6a3bl MPaKTHKY;

— HECTU OTBETCTBEHHOCTb 3a BBINOJHAEMYIO pabOTy W ee pe3yiabTaThl HapaBHE CO
IITaTHBIMU paOOTHUKAMU;



— CTPOr'0 BBIIIOJIHATHL CPOKU U PCTIIAMCHT ITPOXOKACHUSA ITPAKTUKU.

9. INEPEYEHb YYEBHOM JJUTEPATYPBI U PECYPCOB CETH «AHTEPHET»,
HEOBXOIUMBIX UISI ITPOBEAEHUSA ITPAKTUKHA
NeNe Bun T'on Kon-Bo 3k3. B
ABTOp U HANMCHOBAHHUE
-1 1nocoous H3JaHus OoubImoTeKe
a) OCHOBHasl JIUTEpaTypa:

J-1 | ®3 Ne 125 «O6 apxuBHOM jeie B Poccuiickoii Jp. https://viacademia.r

Denepanum» u/delo-lib/basic-
federal-laws/1530-
125-z

JI-2 | TlpaBuma opraHU3aIié XpaHEHUs, KOMIUICKTOBAHMUS, Ip. https://archives.gov.
yuéTra M WCIIOJIB30BAHHS TOKYMEHTOB ApPXHBHOTO ru/documents/rules/
¢ouma Poccuiickoit Memepaniny U IPYTUX apXUBHBIX pravila-2020.shtml
JIOKyMCHTOB B OpraHax TOCYJApCTBEHHOH BIIACTH,

OpraHax MECTHOTO CaMOYIPABJICHHS M OPTaHM3aIUSIX

JI-3 | IlepedyeHb THIOBBIX YIIPABICHYECKHX aAPXUBHBIX p. http://www.consult
JIOKYMEHTOB, obpa3yrommuxcs B nporecce ant.ru/document/co
JIEATEIbHOCTH T'OCYAApPCTBEHHBIX OPraHOB, OPraHOB ns_doc_LAW_3450
MECTHOTO CaMOYINpPaBJICHUs M OpraHu3aluid, C 20/
yKa3aHHEM CPOKOB XpaHCHHUS

JI-4 | Tenbuapos, A. JI. ApXxuBOBecHHUE : yueOHOE TOCOOHE VII 2022 https://znanium.co
s GakamaBpoB / A. JI. TempuapoB. - 5-e¢ u3m. - m/catalog/product/1
Mocksa W3narenbcko-ToproBasi — KOpHopaius 865741
«amxo u K°», 2022. - 184 c.

0) nomoNMHUTEIbHAS TUTEpaTypa:

-1 | CamokBacos, /I.5I. Apxeonorus, UCTOPUSI U APXUBHOE Op 2011 http://znanium.com/
neno Poccum B mepemucke npodeccopa 1.5 catalog/product/409
Camoksacona (1843-1911) 586

J-2 | DnekTpoHHOE MPaBUTEIBCTBO. DNeKTPOHHbIHI yii 2019 http://znanium.com/
JOKyMeHTOO00pOT. TepMUHBI U ONpEIe/ICHHUS: catalog/product/100
VYyeonoe mocodme / C.}O. Kabamos. — M.: HUI] 2479
NH®PA-M, 2019. -320 ¢

[-3 | MeTtoanueckie peKOMEHAAMH 10  pa3paboTKe p. 2018 https://archives.gov.
(benepalbHBIMU OpraHaMy TOCYIapCTBEHHOU BJIACTH ru/documents/meth
MPUMEPHBIX HOMEHKIIATYD [T TSl TEPPUTOPHATBHBIX odics/2018-metod-
OpraHOB M MOJIBEIOMCTBEHHBIX OpraHU3aIHil rekomend-

nomenklatura-
del.shtml

I-4 | MeTtoanueckne peKOMEHIamuu 10  pabore ¢ Jp. 2018 https://archives.gov.
JIOKYMEHTaMH no  JHUYHOMY  COCTaBy B ru/documents/meth
TOCYJapPCTBEHHBIX M MYHHUIMIAIbHBIX —apXHBax, odics/2018-metod-
apxuBax opranuzanuii (DegepanbHOE APXUBHOE rekomend-lichnyi-
arearctBo, BHUMIA, 2018 r.) sostav.shtml

http://www.consultant.ru/ — cipaBourast ipaBoBast cucrema

Pecypcel cetn «HTEpHET:

http://archives.ru/ — Opunmansheii caiiT deepaabHOr0 apXUBHOTO areHTcTBa PO
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http://znanium.com/catalog/product/409586
http://znanium.com/catalog/product/409586
http://znanium.com/catalog/product/409586
http://znanium.com/catalog/product/1002479
http://znanium.com/catalog/product/1002479
http://znanium.com/catalog/product/1002479
https://archives.gov.ru/documents/methodics/2018-metod-rekomend-nomenklatura-del.shtml
https://archives.gov.ru/documents/methodics/2018-metod-rekomend-nomenklatura-del.shtml
https://archives.gov.ru/documents/methodics/2018-metod-rekomend-nomenklatura-del.shtml
https://archives.gov.ru/documents/methodics/2018-metod-rekomend-nomenklatura-del.shtml
https://archives.gov.ru/documents/methodics/2018-metod-rekomend-nomenklatura-del.shtml
https://archives.gov.ru/documents/methodics/2018-metod-rekomend-nomenklatura-del.shtml
https://archives.gov.ru/documents/methodics/2018-metod-rekomend-lichnyi-sostav.shtml
https://archives.gov.ru/documents/methodics/2018-metod-rekomend-lichnyi-sostav.shtml
https://archives.gov.ru/documents/methodics/2018-metod-rekomend-lichnyi-sostav.shtml
https://archives.gov.ru/documents/methodics/2018-metod-rekomend-lichnyi-sostav.shtml
https://archives.gov.ru/documents/methodics/2018-metod-rekomend-lichnyi-sostav.shtml

10. NEPEYHb HH®OPMAIIMOHHBIX TEXHOJIOT UM, UCIIOJIB3YEMbBIX ITPA
INPOBEJAEHUH ITPAKTUKH

VYyeOHast 1 Hay4yHas jureparypa jaoctynHa B cucteMax ObC «3nanmym» u ObC YITY.
KomribroTepHble JEMOHCTpAIMY 337a4u MPaKTHKH, CBOOOTHBIN JOCTYIl B ceTh VIHTEepHET, Hann4ue
KOMIIBIOTEPHBIX ITPOrpamMM 00111ero HasHadeHus (cemeiictea Windows).

[Tpu moArOTOBKE OTYETA O POXOXKICHUH TIPAKTHKH, KaK MPABUIIO, UCTIOIB3YIOTCS:

— makeT oucHbIX iporpamm Microsoft Office: Microsoft Word, mporpamma ajist coznanus u
npoBeeHus npe3eHTanuit «Microsoft PowerPointy;

— crpaBoYHO-TIpaBoBast cucrema «Koncynprantl Limocy.

JucranimonHas popmMa KOHCYITBTAIMIA BO BPEMsI POXOXKICHUS OTACTBHBIX 3TAIOB PAKTHKH
MIPEyCMOTPEHA 7151 00yJaroIuxcst BceX (hopM o0ydeHHS.

11. MATEPUAJIBHO-TEXHUYECKAS BA3A, HEOBXOJIUMAS 1JIs
ITPOBEJIEHUSA ITPAKTUKHU

[IpakTuka MPOBOAMTCS B TOCYIAPCTBEHHBIX OpraHax (QeaeparbHOro, PEerHOHaIbHOTO H
MYHHULUITAIGHOTO YPOBHEH; B YACTHBIX KOMIIAHHMS W TOCYJApCTBEHHBIX YYPEXKICHUSIX; B
opranuzanusx Bcex (opM COOCTBEHHOCTH, OCYIIECTBIISIOLINX CBOIO EATENILHOCT BO BceX cepax u
OTpaCIIsX.

B nepuoa npaktiky o0ydaroniuiics MOXKeT OBbITh 3a4KMCIICH Ha BAaKAHTHYIO JOJHKHOCTB MPH
YCJIOBHH, 4TO paboTa He MPOTHBOPEUUT TPEOOBAHHUSIM IPOTPAMMBI TPAKTHKH.

3ayncieHre 00y4aroierocs Ha BAKAHTHYIO JJOJDKHOCTh HE OCBOOOXK/IAET €T0 OT BHIMOJIHEHHUS
IPOrPaMMBbI MPAKTHKH B ITOJTHOM 00BEME.

J1st IpOXOKAEeHUS TPAKTUKH, KaK MPABHJIIO, UCTIONb3YIOTCA:

1. BBozHas siekuusi: KoMIbroTep, ocHatieHHbl 110 o0iiero Ha3HaueHusl, Mpe3eHTaluOHHAs
TEXHUKA (TIPOEKTOP).

2. UnnuBuayanbHOE 3a1aHue / mpakTadeckas padota: kommbrotep ¢ [10 obiero HazHaueHust
U BBIXOJIOM B ceTb VHTepHeT, MpOMU3BOJCTBEHHBIH YYacTOK, OCHAIEHHBI HEOOXOIUMbIM
000pyI0BaHHEM C YUETOM CHEIU(PHUKN TPEANPHUSTHS i OpraHU3aIH, HHYOPMAIIHOHHO-TEXHIYECKUE
pecypehl IpenpuaTHs — 0a3bl IPAKTUKH.

3. OsHakomieHHE C CHCTEMaMH JOKYMEHTAllM{, TPHHSATHIMA B OpraHM3allid |
0COOEHHOCTSIMH BEJICHUS JIETIONPOU3BOICTBA.

4. Jlns TpoBEINEHHWsS ~ 3alIMTHl  OTYETa  HCIOJB3YIOTCS  OOLICYHWBEPCUTETCKHE
MYJIBTUMETUIHBIE ayUTOPUH.

12.  ®OHJ OLIEHOYHBIX CPEJICTB

@DoH/1 OLIEHOUHBIX CPEJICTB /Il MPOBEAECHUS IIPOMEKYTOUHOM aTTeCTallMU 00yJaroLMXCcs 10
IIpaKkTHKe npezcrasieH B [Ipunoxennn Ne 1.
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[Tpunoxenue 1

MHWHOBPHAYKH POCCHMA
denepaabHOE TOCYIAPCTBEHHOE OOKETHOE
o0pa3oBaTeNbHOE YUPEKICHHUE BBICIIETO 00pa3oBaHUs

«YXTHHCKHMH rOCYyAapPCTBEHHbIA TEXHUYECKUH YHUBEPCUTET
(YI'TY)

@DakynbTeT S3KOHOMUKH, YIPABICHUSA U HH(POPMAITMOHHBIX TEXHOJIOTUI

Kadenpa noxymenToBenenus, uCTopuu u ¢punocopuun

®OH/I OHEHOYHLIX CPEJICTB

NPOU3BOACTBECHHAsA (IPAKTUKA M0 NMOJYYEHHIO NPO(ecCHOHAIbHBIX
YMEHUH M ONbITA NPO(PecCHOHAIBLHON AeTeJILHOCTH, B TOM YHCJIe

TEXHOJOTHYecKasi NPAKTHKA) NPaAKTHKA

Hanpasnenue nogrorosku: 46.03.02 JlokyMeHTOBEICHUE U apXUBOBEACHHE

[Tpoduns noaroroBku: JJoKyMEHTAITMOHHOE 00ECTICUCHHE YITPABICHUS

I'ox nauama nmoarorosku 2024
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1. IlepeyeHnb KOMNeTEHIMIA M 3TaNbl HX (POPMHUPOBAHUS

KOZI U HAMMCHOBAHHEC
KOMIIETCHIIUH

Jrtansl GOpMUPOBAHUA
KOMIleTeHuH (cemecTp/
pasnei/TeMa
JMCUMTLIHHBI)

HECKPI/IHTOPHLIQ XapaKTEPUCTUKH
KOMIIETCHIIUHU (OCHOBHbIe leI/BHaKI/I)

MK-1

CnocobeH pa3pabarbiBaTh
U BHEIOpPATH JIOKalbHbIC
HOPDMATHBHBIC  aKThl B
obmactu YIpaBICHUS
JIOKYMEHTaMH
OpraHU3aLUH

Cemectp 8
[ToArOTOBUTEBHBIH,
OCHOBHOW,
3aKJTFOYUTENHBIN ITAITBI

3namp: coCTaB JIOKATBHBIX HOPMATHUBHBIX aKTOB
OpraHU3alliy; MOJTOTOBKY MPOCKTOB JIOKAIbHBIX
HOPMATHBHBIX aKTOB OpraHM3aUH o
JOKYMEHTAIIHOHHOMY OO0CCIICUCHHIO YIPaBICHUS;
CO3JaHHMe  JIOKAIBHBIX  HOPMATHBHBIX  aKTOB,
pErIaMeHTHPYIOIIMX — HpOHenypsl W IIpaBHia
JOKYMEHTHPOBaHHS, pabOThl ¢ JOKYMEHTaMu,
OpraHU3allid WX XpaHEHHs, KOMIUICEKTOBAaHUS,
ydeTa M HCIIOJNb30BAHUSA; MpaBWiIa W MOPSTOK
COCTaBICHUs W  O(QOPMICHHA  JIOKAJIBHBIX
HOPMATHBHBIX aKTOB OPTaHU3ALUH, PETYIHPYIOLINX
paboTy ee moapasaeNeHus 110 JOKYMEHTALIHOHHOMY
obecreyeHno yIpaBlICHUS; METO/IBI
COBECPUICHCTBOBAHUA CHCTEMBI HHACKCAlluU
JOKYMEHTOB OpraHM3allii;, aHajiu3 JIOKaJbHOI
HOpPMaTHBHOM 0a3bl.

Ymems: anHanu3upoBath JOKaJbHBIC HOPMATHBHBIC
aKTBl 1O JOKYMCHTALHOHHOMY OOECHECYCHHIO
YIIpaBJICHUS OpraHU3aLyy,; TIPOBOJHTb
KIaccu(pUKALX0 HHOOPMAIUK B COOTBETCTBHH C
3aJayaMd  JIOKYMCHTalHOHHOTO  OOeCIeYeHHs
yrpaBJICHUA Oopranuzalnnuu , AKTYyaJIM3UpOBATH
JIOKAJIbHBIE HOPMATHUBHBLIC aKTbhl OpraHU3allyd IO
JIOKyMEHTaI[HIOHHOMY obecrieueHHIo ee
yrpaBJICHUA ) NMPUMEHATH HAaBBIKM COCTaBJICHUA
JIOKAJIbHBIX HOPMATHUBHBIX aKTOB JJIA OpTaHU3allun
APXHMBOB Pa3JIMYHLIX TUIIOB U BUJOB TOKYMCHTA.

K-2

CnocobeH opraHu3oBaTh
JOKyMEHTHPOBaHHUE
JeATeTbHOCTH B
OpraHM3aIin

Cemectp 8
IloaroroBHUTENBHEIN,
OCHOBHOI,
3aKJIFOYNTEILHBIN 3TAIIbI

3nams: 0OCHOBHBIE TPEOOBAHMSI K JEIONPOU3BOJICTBY
U JOKyMEHTOOOOpPOTY B OpraHM3ali; OCHOBHBIC
MPUHIUIIBI, 3aJa4d  JIeJIONIPOM3BO/ICTBA "
JIOKYMEHTAI[IOHHOTO ~ O0ECIICUeHUSI  YIPABICHHUS;
TEOpHIO, TPHUHIOMIBI M  METOJBl  YIPABJICHHS;
KOHIIETITyaJIbHbIE OCHOBEI OpTraHM3aIn
JIeSITEIIbHOCTH MOpa3/IeIIeHHs 1o
JIOKYMEHTAIHOHHOMY o0ecreyeHno
YIpaBIEHYECKOI NeSITeTIbHOCTH; OCHOBHBIE
[OJIO)KEHUSL €IIMHON TOCYAAapCTBEHHOW CHUCTEMBI
JISTIONPOU3BOJICTBA; ~ OpraHu3aluio  paboThl ¢
JIOKYMEHTaMH Ha NPEANPHATHH; OPraHU3aLHUI0
KOHTPOJISI 32 COCTOSHHEM IOKYMEHTaIlMOHHOTO
obecrieueHHs1 yNpaBI€HUsT M 33 COCTOSHHEM
ApPXMBHOTO XpaHEHHs JIOKYMEHTOB B OpraHW3allvy;
yOpaBlI€HUE U BEJICHHE apXUBHOIO Jena B
OpraHU3alMsIX; ApXUBHBIE JOKYMEHTHI, B TOM YHCIIE
JIOKYMEHTBI 10 IMYHOMY COCTaBY.

Ymems:  opranmzoBbIBaTE  paboTy  CIIy>KOBI
JIOKYMEHTAIIMOHHOTO O00ECICUYeHUs] yIpaBIeHUs U
apXUBHOTO XpaHEHHWS JOKYMEHTOB; IPHUMEHSTh
COBpeMeHHbIe TpeboBanus kK ciayxoe JIOY wu
ApXMBHOMY XPaHEHHIO TOKYMEHTOB, B TOM YHCIIE B
HETOCYAapCTBEHHBIX OpTaHU3aIIX;
aHAJIM3MPOBATh CYyLIECTBYIOIIEe MHPOPMAILIMOHHOE
obecrieuenne yIpaBJICHUS, HCIOJb30BaTh
NPUHIUIBI PYKOBOACTBA M OpPraHU3alUH PaOOTHI
KoJulekTHBa B cdepe  mpodeccroHaNbHOM
JIeSITEJIbHOCTH; pa3pabaThiBaTh OpPraHU3aMOHHO-
METOAMYECKHE JIOKYMEHTBI; IIPUMEHS T
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TEXHUYECKHE U INPOTrpaMMHbIE cpexacTBa
yIpaBieHUs. B NMPO(ECCHOHANBHOH NeITeIbHOCTH;
OTIpeNeNATh HeOOXOIUMOCTh OCHAIICHHSI pabodero
MeCTa CIIeUAJINCTA JETIONPOU3BOJICTBRA.

MK-3

CrmocobHOCTB
OpraHU30BaTh
JOKYMEHTO000pOT B
OpraHu3aIyu

Cemectp 8
IloaroToBUTEIBLHEIN,
OCHOBHOI,
3aKJIFOUHUTEIbHbIN 3TallbI

3name:  TpUHIMOBI  CO3JAaHMS  JIOKAJIBHOI
HOPMATHBHOI 6asbl JIOKYMCHTAIIHOHHOTO
obecreyeHns yrpaBIeHUs, apXUBBI ICKTPOHHBIX
JOKYMCHTOB; OO0ECICUCHHE TEKYLIEr0 XpPaHCHHs
JOKYMEHTOB, MOATOTOBKA Nel Ul Mepelavyd Ha
ApXMBHOC XpAHEHHE; BBIMOIHEHHE OMEpaLid IO
co3maHuio M 00paboTKe JOKYMEHTOB; CHUCTEMBI
3JIEKTPOHHOTO JOKYMEHTO000pOTA.

Ymems: dopMupoBaTh U XpaHUTH JI€J1a, YIUTHIBATH
M OCYIIECTBIIATh Mepenadyy JIOKYMEHTOB B
COOTBETCTBHH C HOPMATHBHBIMHU TPSOOBaHUSIMHEL
HPOBEPSTH [PaBHIBHOCTb othopmieHHs
JOKYMCHTOB;, CHCTEMATH3HPOBaTh M XPaHUTh
JOKYMEHTHI TEKYILETO apXHBa.

MK-4

Croco0eH  OCYIIECTBIATh
paboThI ()
MPOEKTUPOBAHUIO u
BHEJIPEHHIO CHCTEMBI
AJIEKTPOHHOTO
JOKYMEHT0000poTa

Cemectp 8
IToaroToBUTEIBLHEIN,
OCHOBHOI,
3aKJIIOYNUTEIIBHBIN ATAIbI

3namb:  TPUHOWOBL,  METOOBI W HOPMBEI
OpTaHM3aINH, XPaHEHHS, KOMIJICKTOBAHUS, y4eTa U
WCTIONIb30BaHUS APXHUBHBIX JIOKyMEHTOB,
JIOKYMEHTOB JIMYHOTO HPOUCXOKACHHS
OPraHU3aLIOHHYIO, pacropsIIUTENbHYIO,
nH(OpPMALMOHHO-CIIPABOYHYIO JOKyMEHTAIIHIO,
JIOKyMEHTAIHIO KOJUIErHalIbHBIX OpTaHoB,
JIOKYMEHTBI 10 JINYHOMY COCTaBY; KOMIIBIOTEpHAsI
mporpamMma (IIporpaMMHOE 0OecTicueHHe, CHCTEMA),
KOTOpasl TI03BOJSIET OpPraHU30BaTh paboTy c
3JIEKTPOHHBIMHA JOKyMEHTaMH (co3nanwe,
W3MEHEHHE, IIOWCK), a TaKKe B3aMMOJCHCTBHE
MEXAYy COTpyAHHKaMH (Tepenady JOKYMEHTOB,
BBIJaYy 3aJlaHdi, OTMPaBKy YBEIOMIICHHH W T.II;
OpraHu3oBaTh paboThI 10 NEPEBOY B AJIEKTPOHHBIN
BUJ  JIOKYMEHTOB W  JOKyMEHTHPOBaHHOH
nHpOPMAaLNH, CO3/1aBaeMO B OpraHU3alllH.
Ymems: wcnonp3oBaTh METOABl OpraHMU3ALUU
paboThl MO TIepeBOJY B OJIEKTPOHHBIA BUI
JIOKYMEHTOB M JIOKYMEHTHPOBaHHOH MH(OpMaLnH,
CO3/1aBaeMOil B OpTaHM3allMM; HCIOJIB30BATh
TEXHUYECKHE BUJIBI PaOOT MO JOKYMEHTAIIMOHHOMY
o0ecIieueHNIO yIpaBJIeHUs M apXUBHOMY A€y Ha
6aze UCTIOJIb30BaHMS nH(pOpMAMOHHBIX
TEXHOJIOTHH;  TepenaBaTh  JOKYMEHTBI IO
TEICKOMMYHHKAIIMOHHBIM ~ KaHaJlaM  CBsi3M  (C
UCIIONIb30BAaHUEM  CPEICTB  KPHUITOTrpaduuecKoi
3alnThl MHGOPMAIMKM W CIIEUHAJIbHBIX MPOrPaMM
OIIepaToOPOB) M MOJTy4aTh OOPATHYIO CBSI3b O CTAaTyCe
HEepPeaaHHOTO IOKYMEHTA.

K-5

Cnoco6HoCTh
OCYIIECTBIISTH
nHpopmMannoHHo-
CIpaBOYHYI0 paboTy cC
JOKYMEHTaMH
OpraHu3aluu

Cemectp 8
TloaroToBHUTENBHBIH,
OCHOBHOW,
3aKJTIIOYNTEIBHBIN 3TATIbI

3namp:  CUpPaBOYHO-TIONCKOBBIE  CPEICTBA |
CIpaBOYHO-UH(POPMAIIMOHHBIC H3IaHUS O COCTaBe U
COJIEpXKAHUU  JIOKYMEHTOB; OCHOBBI  CO3JaHUS
CIIPAaBOYHO-TIOMCKOBBIX CPEICTB K JOKYMEHTaMm
TEKYyLIero  JeJONpPOMU3BOJACTBA U  apXHUBHBIM
JIOKyMEHTaM; BUJIbI CIIPABOYHO-TTIOMCKOBBIX CPEJICTB
K AapXUBHBIM JIOKyMEHTaM M MNPUHOUIBI HX
CO3JJaHMsI; OCHOBHBIE TMPUHUUIBI OpraHU3aLUU
TEXHUYECKOTO, MPOrPaMMHOT0 MH(OPMAIIOHHOTO
obecrieyeHNns  3aIIUIIEHHBIX  HWHPOPMAIMOHHBIX
CHUCTeM;  TPWHIMWIBI  OpPTaHM3AIMH  3aIIUTHI
nHpOpPMAaLNH.

Ymems: opueHTHMpOBaTHCS B MHOT000paszuu
CIIPABOYHBIX CPEJICTB K apXWBHBIM JIOKyMEHTaM H
NPUMEHSTh  NPUHLMIBI  CO3JAaHUSI  APXMBHBIX
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CIOpPaBOYHHUKOB,  aHAIM3UPOBAaTh  IONHOTY U
JIOCTOBEPHOCTh CIPAaBOYHO-TIOUCKOBBIX CPENCTB K
JIOKYMEHTaM, CO3[aBaTb CIPAaBOYHO-IIOMCKOBBIE
cpencTaa K aApXUBHBIM JOKyMEHTaM
HHPOPMAIMOHHOW KYJIBTYpOH, aHAIM3UPOBATh M
OLICHWBaTh HMH(MOPMAILMIO C  HCIIOJb30BAaHHEM
nH(pOpMAIMOHHO-KOMMYHUKAIIHOHHBIX
TEXHOJIOTUil.

K-6 Cemectp 8 3namsb: NPUHIMIIEI OPTaHU3ALMH PAOOTHI CITYKOBI
CnocoOHOCTD [ToaroroBUTENHHBIN, JIOKyMEHTAI[IOHHOT'O OOecle4YeHHs YIpaBlICHUS U
OCYILIECTBIISITH  KOHTPOJIb OCHOBHOH, apXMBHOTO XPaHEHUsS JOKyMEHTOB; OpPIraHH3alUIo
mpomecca M CPOKOB 3aKJTIOYMTENBHBII TaITbI KOHTPOJIS COCTOSTHMS JOKYMEHTAI[HIOHHOTO

HCHOJIHCHUSA JOKYMCHTOB B
OpraHu3anun

obecrieueHnsl YIPaBJICHNUSI U COCTOSIHUSI apXHBHOTO
XpaHeHHs] JTOKYMEHTOB B OpraHU3allvy; HOPSIOK
OTIpeNieNIeHUs] CPOKOB HCIOJHEHUS TOKYMEHTOB B
OpTaHW3aIlH;, CHCTEMBl KOHTPOJIS TOPYYCHHI;
mpoIiecc KOHTPOJIS 332 WCIIOHEHHEM IOKYMEHTOB;
KOHTPOJb CPOKOB  WCIIONIHEHUS  JOKYMCHTOB
(nmopydeHmii) BeneHue (OCHOBHEIE ATAIbI) KOHTPOJIS
WCTIONTHEHUS TOKYMECHTOB.

Ymemp: ocymecTBIsATh OCTAaHOBKY Ha KOHTPOJIb,
CHATHE C KOHTPOJS IOKYMEHTOB M IOpY4YEHHUI
PYKOBOJICTBA; OCYLIECTBIISITH KOHTPOJb 3TAIlOB
BBITTOJTHEHUS pelieHui W olepauui,
3a()UKCHPOBAHHBIX B JIOKYMEHTaX; OCYILECTBIATh
MOHHUTOPHHI  XOJa WCIOJNHEHHS H  CcTaTyca
IOKYMEHTa B Ipolecce pabdoTel C HHUM B
OpTaHU3aIHH.

nK-7 Cemectp 8

3namp: OCHOBHBIC Tpe60BaHI/IH K OpraHusanuu

Cnocoben OpraHn3oBaThb HOHFOTOBHTCHBHLIﬁ, ApXWBOB pA3JIUMYHBIX THUIIOB M BHAOB, IIpaBUJA

XpaHCHHUE JOOKYMCHTOB B OCHOBHOﬁ,

JAOKYMCHTHUPOBAHUA, pa6OTBI ¢ JOKYMCHTaMH,

OopraHu3anu MU 1epeaavy 3aKIIFOYNTCIIHHBIN dTaIIbl OpraHu3anumM HUX XpaHCHHUS, KOMIUICKTOBAHMA,

A€ Ha apXUBHOC XpaHECHUE

ydeTa ¥ HCIOJb30BaHUS; NIPOBEACHUE IKCIEPTH3HI
LIEHHOCTH JIOKYMEHTOB B JEJOINPOHU3BOJICTBE;
opopmieHHE Jen; Iepesady JAel B apXUB
OpraHU3aIHH.

Ymems:  TnpuUMEHATP  HAaBBIKM  COCTaBJICHHUSA
JIOKAJIbHBIX HOPMATHUBHBIX aKTOB I OpraHU3alllu
apXMBOB PA3JIMYHBIX THUIIOB U BHIOB; MPOU3BOIHUTH
0oTOOp MJOKYMEHTOB ISl TIepefayd B apXuB
OpTaHM3aINH U JUIS BBIICJICHHS K YHHUITOXKCHHUIO.

2. ITaciopT )oHAA OLCHOYHBIX CPEIACTB

Konrtponupyemsie Kon
Neo IUJAKTHYECKUE KOHTPOJIHPYEMOM DopMa KOHTpOIS HanmenoBanue
/11 eIMHUIIBI (pa3Iesl, KOMITETEHITUH (HITH OIICHOYHOTO CPEICTBA
TEMBI) TUCITUTLTHHBI €¢ YacTH)
1. IloaAroToBHUTENBHEIMH, TIK-1, [IK-2; TIK-3; | Otuer [IpumepHble BONpOCHl ISt
OCHOBHO, I1IK-4; TIK-5; T1K-6; 3alIMTHl OTYETA.
3aKITIOYNTEILHBIN TaIb TIK-7; 3a4er ¢ OLEHKOMH

3. Iloka3zarean u KPHTCPHUHU OLICHUBAHUA KOMHeTeHHHﬁ, OIMCaHue NIKaJ OLICHUBAHUA

Paznensr (3Tam) Kommnerenun

Coneprxanue pasaena (3Tamna)

IloaroroBuTENHHBIN ITK-1, TK-2; ITK-3; TIK-4;
TIK-5; TIK-6; TTIK-7;

1) YuacTre B yCTAaHOBOYHOM COOPAaHUH 10 MPAKTHKE;

2) Omnpenenenrie 6a3bl MPAKTUKH;

4) CocraBneHune KaJICHIAPHOTO TUIaHA TPAKTHKH;

5) Tony4yeHne WHCTPYKTaXKa MO TEXHUKE OE30MACHOCTH H
MpaBHiax BHYTPEHHETO TPYAO0BOTO pacIopsiiKa,;

6) 3y4yeHne ynpaBiIeHIECKOH CTPYKTYPHl OPTaHU3AINH;
7) CocraBiieHHe CXeM, OTPaXKarolIMX NPONU3BOJICTBEHHYIO U
OpraHM3alOHHYIO0 CTPYKTYPY OpraHU3aluy;
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9) AHanu3noKaJbHON HOPMATHBHO-METOIMYECKON Oa3oi
YIIPaBICHYECKON ESITENbHOCTH OPTraHN3aIHH.

OcHOBHOM IK-1, TIK-2; TIK-3; TIK-4; | 1) wu3y4eHWe OCHOBHBIX CHCTEM  JIOKYMEHTAIIWH,

TIK-5; I[IK-6; IIK-7; oOpasyrommecss B JCATENBHOCTH OpTaHU3AIMH, BUIBI

JIOKyMEHTOB, BXOJSIIUX B 3TH CHCTEMBI;
2) opraHm3amyMs =~ MANIMHOMKCHOTO  H3TOTOBJICHHS,
KOTIMPOBAHUS U OTIEPATUBHOTO
Pa3MHOKEHUS JOKYMEHTOB; pa3paboTKa 1 MPOEKTUPOBAHHE
0JIAaHKOB JOKYMEHTOB;
3) uzydenue tabenst U anpboMa yHUPUIIMPOBAHHBIX (OPM
JIOKyMEHTOB OpTaHHM3alllH, BHECEHHE B HUX U3MEHEHHH (110
HEO0OXOMMOCTH);
4) u3ydeHHEe XOJa MWCIOJHEHUS JOKYMEHTOB, KOHTPOJIS
MPOX0XKIeHUS, 0popMIICHUS
W HCIOJHEHUS JOKYMEHTOB B YCTaHOBICHHBI CpOK;
000011IEHNE CBEAECHUI O XOIE U
pe3ynbTaTtax HCIOIHEHHS JOKYMEHTOB, CHCTEMaTHYECKOE
nH(pOpPMHUPOBaHKE PYKOBOACTBA MO
3THM BOIIPOCAM;
5) [IlpoBenmeHme WCCIENOBAaHMSA COIJIACHO  3aaHUIO
MPaKTHKH. .

3aKII0YNTEIbHBIH IIK-1, IIK-2; TIK-3; TIK-4; | 1) IloaroroBka OT4eTHOH MOKyMEHTAllUd IIO HTOTraM

TIK-5; T1K-6; TIK-7; MPaKTHUKU;

2) IlomyueHue OT3BIBA PYKOBOIUTENS NPAKTUKA OT
OpraHu3aIiy;
3) CocraBneHue U OQOpPMIICHHE OTYETa O MPAKTHKE,
OKOHYATEeNbHOE 3aM0JHEHHIE THEBHUKA,
4) Cnaga oT4eTa o MpaKTUKE Ha Kadeapy;
5) 3ammTa oTYETa MO MPAKTHKE.

ChopmupoBaHHOCT KaXJAOH KOMIIETEHLIMH B paMKax MPOXOXKICHUS MPAKTHKU
OLICHMBAETCS MO IIKaJje:
— TIOPOTOBBI YPOBEHbB SBIISETCS 00SI3aTENBHBIM /ISl BCeX 00YUaIOLIUXCS 10 3aBEPIICHUH
OCBOCHHUS TIPAKTUKH;
— MOBBIIIEHHBINH YPOBEHb XapaKTePU3yeTCs MPEBHIIIEHHEM MUHIUMAIbHBIX XapaKTePUCTUK
c(hOpMUPOBAHHOCTHU KOMITETCHITMH TI0 3aBEPIICHUH MMPOBEICHUS TPAKTUKH.
MakcumanbHO BO3MOKHOW BBIPAXKEHHOCTHEO KOMITETEHLIUU U BaKHBIM Kau€CTBEHHBIM
OPUEHTHUPOM JIJII CAMOCOBEPIIICHCTBOBAHUS MOXKET SIBJISITHCS PEBOCXO/THBIN YPOBEHBD.

Kon TToxa3zarenu Ixana
Kpurepun onennBanus
KOMITCTEHIINU c(OPMHPOBAHHOCTH OLICHMBAHMS

IK-1 3name:  cocraB  JOKaJdbHBIX | [loporoseiii 3nams: npeAcTaBiIeHUE
HOPMaTHBHBIX aKTOB | YPOBEHb AKTYaJIU3UPOBAHHBIX MPOEKTOB
OpraHM3aIIH; MOATOTOBKY | (00sI3aTeNbHbIN) JOKAIGHBIX ~ HOPMATHBHBIX  aKTOB
IIPOEKTOB JIOKaJIbHBIX OpTraHU3aINH 110 JOKYMEHTALlHOHHOMY
HOPMAaTHBHBIX aKTOB obecrieueHnIo yIpaBIeHU Ha
OpTraHU3aIIH o COTJIacOBaHUE PYKOBOJICTBY
JOKYMEHTAI[HOHHOMY MOJpa3/ieNleHus]  JOKYMEHTAI[HOHHOTO
obecreueHnIo YIpaBJICHHUS; 00ecTieueHNs yIIpaBIICHSL.
CO3/1aHNe JIOKaIbHBIX | ITOBBIIICHHBII 3namuv: KOHCYJIETUPOBAHNE
HOPMaTHBHBIX aKTOB, | ypOBEHB (110 paboTHHUKOB OpraHU3aIH 1o
pEraMEHTHPYIOIIUX HPOLEAYPHI | OTHOUICHUIO K BOIIpOCaM JIOKYMEHTallHOHHOTO
U TIpaBWiIa JOKYMEHTHPOBAHHS, | MOPOrOBOMY obecrieueHus yIIpaBJIeHUS,
paboTsI c JIOKyMEHTaMH, | YPOBHIO) 3aKpeIUICHHBIM B €€  JIOKaIbHBIX
OpraHm3allil  HUX  XpaHEHHs, HOPMAaTHBHBIX aKTaX; O3HAKOMJICHHE
KOMILIEKTOBAHUS, ydera | pabOTHMKOB  OpraHm3alum C  ee
WCTIONB30BaHUs;  TpaBWia U JIOKILHBIMA HOPMAaTUBHBIMU aKTaMHU H
MTOPSIIOK COCTaBJICHUS u METOAMYECKIMH  JOKYMEHTaMH  II0
ohopMIICHHS JIOKAJIBHBIX JIOKyMEHTAllMOHHOMY  00€CIIeUeHHIO
HOPMaTHBHBIX aKTOB yIIpaBJCHUS; OpTraHU3aIHIO JuIst
OpPTraHM3alli,  PETYIHUPYIONUINX OTIpe/IeIeHUs ee COOTBETCTBUS
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pabory ee mnoapaszieneHus Mo
JTOKYMEHTAILlHOHHOMY
obecreueHHIo YIpaBJICHUS;
METOBI COBEPIICHCTBOBAHUS
CHCTEMBbI MHJICKCAllUH
JOKYMEHTOB OpraHu3aLH;
aQHaJIN3 JIOKAJIbHON HOpMaTUBHOMU
0a3bl.

JIEUCTBYIOIUM HOPMaTHBHBIM
MIPaBOBBIM aKTam Poccuiickoit
Oenepauii O TOKYMEHTAIIHOHHOMY
00eCTICYCHHIO YTIPABIICHHS.

Ymemu: aHanu3upoBathb | [Toporoseiii Ymems: moproraBnMBaTh  MPOEKTHI
JIOKJIbHbIE HOPMAaTUBHBIE aKThl | YPOBEHb JIOKAIGHBIX HOPMAaTHUBHBIX AaKTOB 10
o JIOKYMEHTaIIMOHHOMY | (00sI3aTeNbHbIH) JIOKYMEHTallHOHHOMY  00EeCIe4eHHIO
obecrieueHnIo yIIpaBJICHUs yIpaBiIeHUs OpTaHH3aLH;
OpraHH3aIiH; MPOBOANTD (GopMynHpOBaTH  IPEIUIOKEHHS  T10
kinaccudukanuio nHGopMauuu B COBEPIIEHCTBOBAHHIO JIOKaJIBHBIX
COOTBETCTBHM €  3ajadaMu HOPMAaTHBHBIX aKTOB OPTaHM3AIMH MO
JOKyMEHTAI[HOHHOTO JOKyMEHTAI[IOHHOMY  OOECIIE4EeHHIO
obecrieueHUs YIIpaBICHUS YIIpaBIECHUS] 1 00OCHOBBIBATH UX MIEPE
OpraHM3alliH; AaKTyaJH3UPOBAThH PYKOBOJICTBOM CBOETO ITOJIPA3ICICHIS;
JIOKAJIbHBIE HOPMATUBHbBIC aKTHl | I1OBBIIIEHHBIN Ymems: BecTH KOHCYJIBTALMOHHYIO
OpTaHM3aINN 10 | ypoBeHb (110 JIeSITEILHOCTh hi(s) BOIIPOCAM,
JOKyMEHTAI[HOHHOMY OTHOIIEHHIO K CBSI3aHHBIM C  OpraHM3aIMOHHO-
00eCIeYeHHI0 €€ YNPAaBICHHS; | MOPOrOBOMY pachopsiIUTeNIbHON  IOKyMEHTaluei
NPUMEHATh HABBIKUA COCTABIEHUS | YPOBHIO) OpraHH3aIH1; aHaJIM3UPOBATh
JIOKJILHBIX HOPMAaTHBHBIX aKTOB JIOKJIbHBIE HOPMATUBHBIE aKThl IO
JUIL  OpraHu3aludd  apXHBOB JIOKYMEHTal[HOHHOMY  00EeCIe4eHHIO
pasNMYHBIX THUIOB W  BHJOB YIPaBICHUS OpraHU3aluK; [TPOBOANTH
JOKyMEHTA. knaccuukanmoo  wHGOpPMAIMU B
COOTBETCTBUH c 3a7adaMu
JIOKyMEHTaI[HOHHOTO obecrieueHus
YIIpaBICHUS OpraHU3aLum;
aKTyaJIU3UpOBaAThH JIOKaJIbHBIE
HOpPMAaTHBHBIC aKThl OPraHM3alMd MO
JIOKyMEHTAllMOHHOMY OOECTIEUECHHUIO €€
VIpaBICHUs;  NPUMEHSTh  HaBBIKH
COCTaBJICHUSI JIOKaJIbHBIX
HOPMaTHBHBIX aKTOB JJIsl OpraHU3aIlu
apXMBOB Pa3JIMYHBIX THIIOB M BHJOB
JIOKYMEHTA.

I1K-2 3namv: ocHOBHBIE TpeOoBaHus K | [loporosbrit 3namo: BUABI, GYHKIUH TOKYMEHTOB,
JIeTIONIPON3BOJICTBY U | ypOBEHb npaBuiia ux COCTaBIICHUS "
JOKYMEHTO000POTY B | (0Os3aTENBHBIIN) 0(OPMIICHHST; CHCTEMBI IOKYMEHTAIIHH,
OpraHM3aIH; OCHOBHBIE OCHOBHBIE TpeOOBaHUS K 0pOPMIICHHIO
TIPUHIINIIBL, 3a1a9u yIpaBlIeHYeCKUX  (OpraHU3alnOHHO-
JIeTIOTIPON3BO/ICTBA n pacropsIUTEIIbHBIX) JIOKyMEHTOB;
JOKyMEHTAI[HIOHHOTO IpaBHJIa JeJI0BOTO ATUKETA U JIEIOBOTO
obecrieueHust yIpaBJICHUS; o01IeHHST; npodeccroHaAIbHYIO
TEOPHIO, NPUHLHUIBI U METOJbI TEPMHHOJIOTHIO ¥ IPaBOBbIE OCHOBBI
yIpaBieHUs;  KOHIIENTyaJbHbIC JIeJIONPOU3BOJICTBA; HOPMAaTHBHO-
OCHOBBI OpraHu3aliu METOIUYECKHE MaTepHabl o
JIeSTeNIbHOCTH TI0/Ipa3eNIeHuUs 10 JIOKYMEHTHPOBAHHUIO YIPaBIIEHYECKO
JIOKyMEHTAI[MOHHOMY JIeSITENIbHOCTH; obecrieueHne
00ecIeueHnIo  yIpaBIeHYECKON (YHKIIMOHUPOBaHUS CHCTEMBI
JeATEeILHOCTH; OCHOBHBIE yIIpaBiIeHUsS JIOKyMEHTaMH B
TIOJIOXKEHHS e/IMHOM opraHMzalMii Ha 0a3e HOBEWIINX
rOCY/apCTBEHHOMH CUCTEMBI TEXHOJIOTHH.

JIeTIOTIPON3BO/JICTBA; [NoBbIIeHHBIH Ymems: odopmisATe JOKyMEHTHI B
OpraHHU3aIHIIo paboTsI ¢ | ypoBeHb (110 COOTBETCTBUH c TpeOOoBaHUSAMH
AOKYMCHTAaMM Ha IIPCANPHUATHH; | OTHOIICHUIO K rocy1apCTBEHHbBIX CTaHJApTOB;
OpPraHW3alMiI0  KOHTPOIS 33 | MOPOrOBOMY COCTaBJIATh JIOKYMEHTBI c
COCTOSTHHEM YPOBHIO) MCIIOJIb30BAaHUEM SI3BIKOBBIX BAPUAHTOB
JIOKYMEHTAI[HOHHOTO B 3aBUCHMOCTH  OT  Ha3Ha4eHHs
oOecrieueHnsl yNpaBICHUs U 3a COJICp)KaHMSI M BHUIA JOKYMEHTa;
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COCTOSIHUEM apXUBHOTO
XpaHeHHs JIOKYMEHTOB B
OpraHW3alli¥; YOpaBJICHHE U
BEACHHE apXWBHOTO Jela B
OpraHMU3aIISIX; apXWUBHBIE
JOKyMEHTBI, B TOM  YHCIIE

JOKYMEHTBI 110 INTHOMY COCTaBY.

paspabaTbIBaTh JIOKAJIbHBIE
HOPMATHBHBIE aKTBl ¥ HOPMAaTHBHO-
METOANYCCKUE JTOKYMEHTBI
(Tomo>keHusl, MHCTPYKIUU W [IIp.) IO
BEJICHUIO JeTIOTIPOU3BOJICTBA;
OpTraHNU30BBIBATh paboty
JeTOTIPOU3BOICTBEHHBIX ciryx0;
COBEpLIEHCTBOBATH TEXHOJIOTUU
JIOKYMEHTaIIOHHOTO obecrieueHust

yrpaBJCHUA Ha 0asze HCIOJIL30BAHUS
CpCACTB aBTOMATU3allK,; OPraHnu30BaTh
TCKYIIEC XPAHCHHUC HOOKYMCHTOB B

OpraHM3aIiu JIFOOBIX
OpTaHHU3aIIOHHO-TIPAaBOBBIX bopm;
OpraHM30BaTh OOpPabOTKy Henm st
MOCJIEYFOLIETO XpaHeHHA
JIOKYMEHTOB.
YMeTh: opraHn3oBbiBaTh paboTy | Iloporossrit Ymems: odopmiATe JOKyMEHTHI B
CIy’kObl ~ JTOKYMEHTallMOHHOTO | YPOBEHb COOTBETCTBUH c TpeOOBaHUSIMH
obecrieuennst  ympaBieHHs U | (0Os3aTeNbHBIN) rOCY/apCTBEHHBIX CTaHAAPTOB;
ApXUBHOTO XpaHeHHs COCTaBJIATh JIOKYMEHTBI c
JIOKYMEHTOB; MPUMEHSThH UCTIOJIb30BAaHUEM SI3BIKOBBIX BAPUAHTOB
COBpEMEHHbIE ~ TpeOOBaHUS K B 3aBUCHMOCTH OT  Ha3Ha4eHHs
cayx6e JOY wu apxuBHOMY colepkaHUd M BUAA JIOKYMEHTA,
XpaHEHHIO JIOKYMEHTOB, B TOM paspabaTbIBaTh JIOKaJIbHBIE
YHuCIe B HETOCYJapCTBEHHBIX HOpPMaTHBHBIC AaKThl W HOPMAaTHUBHO-
OpraHM3aIsiX; aHaJIU3HPOBATH METOIMYECKHE JOKYMEHTEI
CYIIECTBYIOIIEE (ToNoXeHus, MHCTPYKIUH H JIp.) IO
nHpopmannoHHoe oOecIeueHNne BE/ICHHIO JIETIONPON3BOJICTBA;
YIpaBIeHUS, HCTIONIb30BaTh OpTaHU30BBIBATH pabory
NPUHOUIBL  PYKOBOJACTBA U JIETIONPON3BOICTBEHHBIX CITyk0;
OpraHu3aliu paboTsI COBEpPLICHCTBOBATH TEXHOJIOTUH
KOJUICKTHBA B chepe JIOKYMEHTaI[HOHHOTO obecrieueHus
npodeccoHaIbLHON yrpaBieHus: Ha 0a3e HCIIOJIb30BAHUS
JeATeNIbHOCTH;  pa3pabaThiBaTh CpPE/ICTB aBTOMAaTH3aLlH; OPraHH30BaTh
OpraHU3alHOHHO-METOINYECKHE TEKyllee XpaHEeHHE JIOKYMEHTOB B
JIOKYMEHTBI; MPUMEHSITh OpraHu3alu JIHOOBIX
TEXHHYECKHE U IPOTpaMMHBIE OpTaHHU3aIIOHHO-TIPABOBBIX bopm;
cpezncTBa yIpaBIeHUS B OpraHu3oBaTh O00pabOTKYy nenm Juis
npodeccCHOHAIBEHOM MOCJIETYOIIETO XpaHeHHs
JeATEeNIbHOCTH; OIIPEAEISTh JIOKYMEHTOB.
HEO0OX0NMOCTh ocHameHus | [1oBbIICHHBIN Ymemo: OCYIIECTBIISTH
pabodyero MecTta CIENUANNCTa | ypoBeHb (10 OpTraHU3aIIOHHOE obecrieueHne
JIeTTOTIPOM3BO/ICTBA OTHOIIEHHIO K JIeSITEIbHOCTH PYKOBOAUTEJISI
HOPOTOBOMY OpraHH3aliy; OpPHEHTHPOBATh
YPOBHIO) OCHOBHBIE 3Talbl paboTs! c
JIOKYMEHTaMH B  COOTBETCTBHH C
MpaBUIAMHU; OpraHU30BBIBATH
apXMBHOE  XpaHEHHE JIOKYMEHTOB;
COCTaBJIATh TIPOEKTHI
pacropsIUTENIbHBIX (npukassl,
pacropspKeHus) u CHPaBOYHBIX
JIOKyMEHTOB  (Ciy>keOHblE  ITHCHMa,

CIpaBKH, JIOKJIAJHbIE M CIy)XeOHbIE
3aIKMCKN) CO3/1aBaTh JJOKYMEHT JIFOOBIM
croco0OM JOKyMEHTHPOBAaHHUS, B TOM
qHUCclie KUHO-, OTO-, (POHO-, BUIALO- U
OJICKTPOHHBIC JTOKYMEHTBI;
CaMOCTOSTENILHO BECTH TEOPETUUECKHE

pa3zpaboTku B obmactu
JOKYMECHTOBCACHUA U ApXHUBOBCICHUA,
HCCIIEI0BATh UH(POPMAIIMOHHOE
B3aMMOJICHICTBHE TOJpA3JCICHUA, a
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TAKXKE OpPraHU3aIMii Pa3HBIX YPOBHEU
VIPaBJICHHUS; OTIEPUPOBATH OCHOBHBIMH
[TOHATHUIMH JOKYMEHTAI[HOHHOTO
obecrieueHus YIpaBJICHHUS;
bopMupOBaTh CIPABOYHBIA aIapar,
obecrieunBaromuii  OBICTPBI  TTOMCK
JIOKYMEHTOB; YHU(HIIUPOBATH TEKCTHI

JIOKyMEHTOB; BHEIPSTH
YHA(GHUIIPOBaHHbIE (hopMEI
JIOKyMEHTOB; MIPUMEHSTh
apXMBOBEJUECKHE HOPMBI Ha CTaIuu
JIOKYMEHTaILHOHHOTO obecrieueHus

YIIpaBJICHUS, B apXUBaX OpraHu3aluii, B
TOCYJapCTBEHHBIX W MYHHULHUIIAIBHBIX
apXuBax; HOJIB30BATHCS
YHUPHAINPOBAaHHBIMH (dhopmamu
JOKYMEHTOB; aHAIW3UPOBATh IOPSIOK
MOATOTOBKU JOKYMEHTOB U JIeJ K cliaue
Ha apXUBHOE XpaHEHHE; TPeOOBaHMS K

OpraHuzanuun KaapoBOIro
JACJIOIIPOU3BOACTBA n
JOKYMCHTHUPOBAHUTIO TPYAOBBIX

OTHOUICHUM, XPAaHEHUIO JOKYMEHTOB
[0 JINYHOMY COCTaBY; IIPUHIIMIIBI
CO3/aHus JIOKAIbHOM HOPMAaTUBHOM
6a3b1 JOKYMEHTallHUOHHOI'O
oOecrieueHnsl YIpaBJICHHS; APXUBHBIC
JIOKYMEHTBI, B TOM 4YHCJIE IOKYMEHTBI
110 JINYHOMY COCTaBY.

IK-3

3namv: mpuHIUNBl  co3ganus | [loporoBbrit 3namv: yHUPUIHUPOBAHHBIC CUCTEMBI
JIOKaJTbHOH HOPMAaTUBHOW 0a3kl | YpOBEHb JTOKYMEHTAIINH, KJ1accu(pUKaTOPHI
JIOKYMEHTAIIHOHHOT'O (00s3aTENBHBIN) TEeXHUKO-IKOHOMHUYECKON u
obecrieueHust YIIPaBJICHUS; COLMAIIBHONW MH(pOPMAaNNH; CIOCOOH U
apXUBHI ANEKTPOHHBIX cpencTaa JIOKYMEHTHPOBAHHUS;
JIOKYMEHTOB; obecrieueHne OCHOBHBIE TPUHITHAIIBI
TEKYILETr0o XpaHEeHUS JOKYMEHTOB, JIEJIOTIPON3BOICTBA; OCHOBHBIE
IIOJITOTOBKA A€T JUIA Nepefadu Ha TpeOOBaHUS K JEJIONPOHU3BOJCTBY H
apXWBHOE XpaHCHHUE; JTOKYMEHTOOOOPOTY B OpraHHU3aIny.
BEIIIOTHEHWE  omepanuii 1o | IToBBIIEHHBIH 3uams: coBpeMeHHBIE TpeOOBaHHA K
CO3JJaHHIO0 u 00paboTKe | ypoBeHS (110 cyx6e 1OY u apXHBHOMY XpaHECHHUIO
JOKYMCHTOB; CUCTEMBI | OTHOILICHHIO K JIOKYMEHTOB B  HETOCYJapCTBEHHBIX
AIEKTPOHHOTO TTOPOTOBOMY OpTaHU3AIISIX; OCHOBHBIE
JOKYMEHT0000pOoTa. YPOBHIO) HaIpaBJICHUSI " METO/BbI
COBEPLLEHCTBOBAHMUS paboThI
JIOKYMEHTAI[HOHHOTO  OOECITedYeHus;
3aKOHOJaTeIbCTBO B o0macTu
JIEJIOTIPON3BOICTBA; OpraHU3aIHIo
XpaHeHus, yd4eTa, KOMIUIEKTOBAHUS,
CIPaBOYHO-TIONCKOBBIE ~ CPEICTBA U
UCTIONB30BaHUE JIOKYMEHTOB
ApXuBHOrO ¢onma  Poccuiickoii
®denepaluil ¥ apXUBHBIX JOKYMEHTOB;
oOecrieueHHe  TEKYLIETO  XpaHEHHs
JIOKYMEHTOB, MOJArOTOBKAa Jed IJis
nepefayd Ha AapXWBHOE XPaHEHHUE,;
apXUBBl JJEKTPOHHBIX JOKYMEHTOB;
BBITTOJTHEHHE OTIEPALIN 110 CO3MAHUIO U
00paboTke  JOKYMEHTOB, CHCTEMBI
AIIEKTPOHHOTO JIOKYMEHT0000poTa.
Ymems: popmupoBath 1 xpauuth | [loporossrit Ymemu: OPUEHTHPOBATHCS B
Jiena, YIUTHIBATh U OCYIIECTBIATE | YPOBEHb N3MEHEHUAX TpeOoBaHUH
nepeaavy JIOKYMEHTOB B | (00s13aTeNbHBII) JIOKYMEHTaIlMOHHOTO obecrieueHus

COOTBCTCTBUM C HOPMATHBHBLIMU

YHpaBJCHUA; OCYHICCTBIIATH pa60Ty 1o
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TpeOOBAHUAMU; MPOBEPSATH
MIPaBUIBHOCTD odopmIeHns
JOKYMEHTOB; CHCTEMAaTH3HUPOBATh
1 XpaHUTh JOKYMEHTHI TEKYIIEro
apXxwuBa.

YHOPSIIOUECHHIO JIOKYMEHTOB;
MPUHAMATB, PETHCTPUPOBATH,
YUUTHIBATh TMOCTYIAIOIINE JOKYMEHTEI;
MPOBEPSITH MIPABUIBHOCTH O(OPMIICHHS
JIOKyMEHTOB; BECTH KapTOTEKy YydeTa

MPOXO0XKICHUS JOKYMEHTAJIbHBIX
MaTepHasoB.
[loBbIIEHHBIH VYmems: OCYULIECTBJIAT coop,
ypOBeHb (110 00paboTky u aHanu3 HHPOPMAILMK B
OTHOIIICHHIO K COOTBETCTBUH c TpeOOBaHUSIMHU
IIOPOTOBOMY KPaTKOCTH, YETKOCTH (OPMYIHPOBOK,
YPOBHIO) CBOEBPEMEHHOCTH MOCTYIUICHUS,
TOYHOCTH u JIOCTOBEPHOCTH,
ONTHMAJILHOCTH CUCTEeMaTH3aLuUH,
HETIPEPBIBHOCTH cOopa M 00paboTKH
nHPOpPMALINY; paboTathb c
nHpopmanme, MpenoCTaBIATH €€ B
yIoOHOM Uil  BOCHPHSITHS  BHIC;
OCYIIECTBIISITh MUCbMEHHYIO U YCTHYIO
KOMMYHHUKAIMIO Ha TOCYIApCTBCHHOM
s3bIKe;  (DOPMHPOBATh  CIIPABOYHbIH
anmapar, oOecleunBarOIMi OBICTPBIA
MOUCK  JIOKYMEHTOB;  OCYLIECTBISITH
9KCIEPTU3Y JOKYMEHTOB, TOTOBHUTH H
nepenaBaTh JOKyMEHTaJIbHbIE
MaTepualisl Ha XpaHeHHE B apXHUB.
I1K-4 3namw: npuHIUNBL, MeTonsl u | I[loporosbrit 3nams: TpeOOBaHUS K OpraHU3alUH
HOPMBI OpPTaHHM3ALlH, XPAHCHHUS, | YPOBEHb JIEKTPOHHOTO JOKyMEHTO0000pOTa;
KOMILICKTOBAHUS, yaeta ¥ | (00s3aTENBHBIN) CHCTEMY AJIEKTPOHHOH 00pabOTKH Bcex
HCTIONb30BAHUS apXMUBHBIX JOKyMEHTOB M  OOMEHa  MEexXIy
JOKyMEHTOB, JOKYMEHTOB BHEUTHUMHU MIOTy4aTeISIMA
JIMYHOTO MIPOHUCXOKACHHS (CTpyKTYypHBIMH MIOJIpa3AeIeHIAMHI
OpraHU3aIMOHHYIO, WIN JIpyTUMH KOMIAHUSIMH); TIpaBuiIa
PpacIopsIIUTENbHYIO, oOMeHa JOKYMEHTaM{ B 3JEKTPOHHOM
nH(pOpMaLMOHHO-CIIPABOYHYIO BUjIE npu OpraHM3alu
JOKYMEHTAIMIO, JIOKYMEHTALUIO nH(OpPMAIIMOHHOTO B3aUMOICHCTBHSL.
KOJUIETHaJIbHBIX opraHoB, | [ToBbIIIEHHBIH 3nams: nepenady, CUCTEMaTH3ALUIO U
JOKYMEHTBI 110 INYHOMY COCTaBY; | ypoBeHb (110 o0paboTky  (aiiloB B  cucreme
KOMITBIOTEpHAs MporpaMMa | OTHOLIEHHUIO K INEKTPOHHOU 00paboTky;
(nporpamMmmHoOe 00€ecIeueH e, | moporoBoMy COCTaBJICHHE, COIJIACOBaHHE, IIPUEM,
cucTeMa), KOTopas IIO3BOJIIET | YPOBHIO) neperadyy M OTIPaBKY JIOKYMEHTOB;
OpraHu30BaTh pabory c npaBuiia JIeTIONPON3BOJICTBA
IEKTPOHHBIMH  JIOKYMEHTaMHu MH()OPMAITHOHHBIX cHCTEM
(co3nanue, MI3MEHEHNE, TIOKCK), a uHTerpupoBannsle ¢ COJ] B memsax
TaKKe B3aUMOJICHCTBUE MEXIY peanu3anuu byHKIMN orbopa
COTPYIHUKAMHU (nepenauy JIOKYMEHTOB BPEMEHHBIX "
JOKyMEHTOB, BbLauy 3a/IaHHH, MOCTOSIHHOTO CPOKOB XpaHEHHUsS JUIs
OTIPABKy YBEJOMJICHUH W T.II;; neperayd Ha XpaHEHHE B apXuB H
OpraHu30BaTh paboTsl o BBIJICTICHUS K YHUYTOKCHHUIO
MepeBOAy B DICKTPOHHBIA BHI JIOKYMEHTOB, CDOKH XPaHEHHSI KOTOPBIX
JOKyMEHTOB u HCTEKIIH.
JIOKyMEHTHPOBaHHOM
nHdopmanny, co3gaBaeMod B
OpraHH3aluH.
Ymems: wucnomszoBate Metoas! | IToporossrii Ymemy: HCIO0JIb30BaTh
OpraHM3aIn paboTsl 10 | YPOBEHb nH(pOopMaMOHHbIE CHCTEMBI,
NepeBOAYy B DJIEKTPOHHBIA BHJ | (00sS3aTENbHBIN) obecrieunBaronue pabory c
JIOKyMEHTOB u OT/EIbHBIMU KOMIUIEKCAaMH
JIOKyMEHTHUPOBaHHO M JIOKyMEHTOB; OpraHU30BBIBATH
uHdopmanum, co3gaBaeMoil B JIBIDKEHHE JOKYMEHTOB M JOCTYI K
OpraHH3aIiH; UCIIOJIb30BaTh JIOKYMEHTaM B YCJIOBUSIX JJIEKTPOHHOTO
TEXHHYECKHE BHABI PabOT Mo JIOKYMEHTO000pOTa B COOTBETCTBHHU C
JIOKyMEHTAILIMOHHOMY pacnpesieneHieM  JIOKYMEHTOB  Ha
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o0ecrieueHnI0  yIpaBleHUs U JIOKyMEHTOIIOTOKH, HMeronme
apxuBHOMY Jely Ha  0Oase OJIMHAKOBBIN MapmpyT
HCTIONB30BaHUS (MapmpyTu3anus ~ ITOKYMEHTOB) U
WHPOPMAMOHHBIX TEXHOJOTHIA; 0COOEHHOCTH 00PabOTKH JOKYMEHTOB C
nepenaBath  JOKYMEHTBHl  II0 npumeHerneM COJl;  mcmonb30BaTh
TEJIEKOMMYHHUKAIIHOHHBIM CHCTEMBI MEXBEIOMCTBEHHOTO
KaHaJIaM CBSI3H (c AIIEKTPOHHOTO JOKYMEHT0000poTa
HCTOJIb30BaHUEM CpelCTB (M3 J0).

KpuITorpaduieckoi 3amuThl | [loBBINIEHHBII Ymems: npuMeHATH B X0/1€ IPAKTHKH U
uHGOpPMaIUM U CHEUUANbHBIX | ypOBEHS (110 HalnCcaHuH or4era HaBBIKH
porpamm OIIEpaTOpPOB) U | OTHOLICHUIO K COCTaBJICHUS JIOKaJIBHBIX
HOJNy4aTh OOpaTHYX CBA3b O | MOPOTOBOMY HOPMaTHBHBIX aKTOB JJISl OPraHHU3aINH
cTaryce HEPEJaHHOTO | YPOBHIO) ApXMBOB PA3JIMYHBIX TUIIOB U BUJIOB.
JOKyMEHTa,;

IIK-5 3uame:  cripaBodHO-TIONCKOBBIC | [ToporoBbrii 3namv:  OpraHU3AIMIO  XpaHEHHS,
cpezncTa u CIPaBOYHO- | YPOBEHb yuera, KOMIUICKTOBAHHUS, CIIPaBOYHO-
nHdopmanmoHHble u3maHUA O | (0Os3aTENbHBIN) MIOMCKOBBIE CPEICTBA U UCIIOJIb30BAHHE
coCTaBe u COJICpPIKaHUU JIOKyMEHTOB  ApxuBHOro  (hoHza
JOKYMEHTOB; OCHOBBI CO3aHH Poccuiickoit denepanyu U apXUBHBIX
CHPaBOYHO-TIOMCKOBBIX CPEJICTB K JIOKYMEHTOB,; COBpPEMEHHOE
JOKyMEHTaM TEKyIEro o0opynoBaHue W MpHOOPBI B 00NacTH
JETIONPON3BOJICTBA M APXHBHBIM JIOKYMEHTOBEJCHUS M apXHUBOBEACHHUS;
JOKyMEHTaM; BHABI CIPaBOYHO- HarpaBJICHU pas3BHUTHS
TIOUCKOBBIX CPEJICTB K APXHBHBIM MH()OPMAMOHHBIX
JOKyMEHTaM W MpPUHOWNBL X (TeneKkOMMyHHUKaIMOHHBIX )

CO3/IaHUS1; OCHOBHBIC IPUHIINIIBI TEXHOJIOTHH; METOJIBI
OpTaHM3aINN TEXHHYECKOTO, MPOTHO3UPOBAHUSA 3¢ PEeKTUBHOCTH
NIPOrPaMMHOTO (bYHKIIMOHUPOBaHUS
nH(pOopMaLMOHHOTO O0ecHeYeHUs MH(OPMALMOHHBIX CUCTEM;
3aIUIIEHHBIX UHQOPMAMOHHBIX | [TOBBIICHHBIH 3uams: TEOpeTHYECKHE OCHOBBI
CUCTEM,; NIPUHIUIIBI OpraHUu3alnuu YPOBCHb (HO JOKYMEHTOBECACHUA, APXHUBOBCJICHUA
3alIUThI HH(bOpMaHI/II/I. OTHOIICHHUIO K COBPEMCHHBIC KOMIIBIOTEPHBIC
IIOPOrOBOMY TEXHOJIOTHH, IPUMEHIEMBIE TIpH cOope,
YPOBHIO) XpaHeHHH, o00paboTke, aHamM3e W
nepegade uHPOpManmmu B cdepe
JIOKYMEHTAI[HOHHOTO obecrieueHus
VIpaBlIeHUs] W  apXWUBHOTO  JIeNa;
CHCTEMBI JIEKTPOHHOTO
JIOKYMEHT0000pOTa (CO1)

OpraHu3alMOHHO-TEXHUYECKOU

CHUCTEMBI, 00eCTIeYUBAIONIEH MpoLecc
CO3/aHUs], YIPABICHUS TOCTYIIOM U
pacnpocTpaHeHUs 3JIEKTPOHHBIX
JOKYMEHTOB B KOMIIBIOTEPHBIX CETAX, a
Takke 00eCIeynBaIONIUX KOHTPOIIb HAJT
MOTOKaMH JIOKYMEHTOB B OpTaHH3aIN Y,

METOAMKY  CO3JaHHMsi  CIPaBOYHO-
MIOUCKOBBIX ~CPEICTB K apXUBHBIM
JIOKYMEHTaM; OCHOBBI
OpPraHU3al[MOHHOTO M NPaBOBOIO
obecrieueHns MHPOPMATMOHHON
0e30M1aCHOCTH;  MPAaBOBBIE  OCHOBBHI
OpraHU3aINH 3aITATHI
TOCYIapCTBEHHOW TallHBI W  CIYXKO
3aILUTHI nHpOpPMALIUT Ha

MPEANPUATHAX;, OPTaHW3ALUI0 PaOOTHI
U HOPMATHUBHBIX IIPaBOBBIX aKTOB U
CTaHAApTOB 10  JIMUCH3UPOBAHUIO
JIESITEJIFHOCTH B 00JIACTH 00ecTedeHust
3alUThl  TOCYJApCTBEHHON  TaliHBI,
TEXHUYECKOIl 3aLUTBI

21



KOH(HICHIIHATBHOM’ uHpOpMAIIHH;
CO3MaHHEe M BEACHHEC CIPaBOYHO-
MOUCKOBBIX CPEJCTB K OKYMEHTaM B
nH()OPMALMOHHO-TOKYMEHTAIIOHHOM
o0ecrieueHnH yIpaBiIeHHsS U apXUBHOM
nene (HOMEHKIATypa JeJ, OIKCH,
MyTeBOAUTENIH, 0030pbI, KATaJlOTH,
0a3bl JaHHBIX).

Ymemwv:  opuentupoBatecst B | [loporoswrit Ymems: npumensaTh HHPOPMaALMOHHBIE
MHOT000pa3uu CIPaBOYHBIX | YPOBEHb TEXHOJIOTUH B MIPaKTHYECKO
cpencTB K apXMBHBIM | (00s3aTENbHBIN) JIeSITEIIbHOCTH B obnactn
JOKyMEHTaM ¥ TNPHUMEHATh JIeTIONPOU3BOJICTBA; oopMIISTH
NPUHIUIBL CO3JIaHUST apXUBHBIX JIOKYMEHTallMlI0 B COOTBETCTBHU C
CIPaBOYHHUKOB, aHAJIU3UPOBATH HOpMaTHBHOW ©0a3zoif, B T.4. ¢
MOJHOTY W JOCTOBEPHOCTh UCTIONIb30BAaHHEM  HMH(OPMAIMOHHBIX
CIPaBOYHO-TIOMCKOBBIX CPEIICTB K TEXHOJIOTHH.
JOKyMEHTaM, co3naBath | [1OBBINICHHBII Ymemn: BBIABIIATH TEHICHIUH
CIIPaBOYHO-TIOMCKOBBIE CPEACTBA | YPOBEHB (110 pasBUTH nHpopmMannoHHoO-
K ApXHUBHBIM JOKYMEHTaM | OTHOIICHUIO K JIOKyMEHTaI[HOHHOTO obecrieueHus
uHGOPMALIMOHHOW  KyJBTYPOH, | moporoBomMy VIOpaBIeHUS] W  apXUBHOTO  JIENa;
aHAIM3MPOBAaTh M  OLEHUBAThH | YPOBHIO) OCBauBaTh TEXHOJIOTUHU
nH(}pOpMaLHUIO C UCTIONL30BAHHEM aBTOMATH3HPOBAHHOU 06paboTku
nHpopMannoHHO- JIOKYMEHTAIIH; c03/aBaTh
KOMMYHUKaIMOHHBIX yIpaBleHYEeCKUE JOKYMEHTBI c
TEXHOJIOTH. UCIIOJIb30BaHHEM CpeACTB
aBTOMAaTH3allUd  JeJIONPOU3BOJICTBA,
HCTIONIb30BATh
TEJICKOMMYHHUKAIIMOHHBIE TEXHOJIOTHH
B OJIEKTPOHHOM JOKYMEHTOOOOPOTE;
panuoHaIbHO HCIIOJIb30BATh
anmnapaTHBIE CPEACTBA U IIPOTPAMMHBIE
MPOIYKTHI pu nepexoje K
KOMITBIOTEPHBIM TEXHOJIOTHSIM
00paboTku JIOKYMEHTHOM
nHdopmanuy; OCYIIECTBIISTh
ABTOMaTH3AIHIO 00paboTku
JIOKyMEHTOB; MIPUMEHSTh
HOpPMaTHBHBIE IIPAaBOBBIE aKTHl H
HOpPMaTHBHBIC METOINYECKHE
JIOKyMEHTBl B 00iacTH oOecredyeHus
HHPOPMAITMOHHOM 0e30MacHOCTH;
pa3pabaTbIBaTh IPOEKTH HOPMATHBHBIX
" OpTaHM3aIMOHHO-
pachopsIUTENIbHBIX JIOKYMEHTOB,
peraaMeHTHPYIOIINX paboty o
3amuTe MHGOPMAaLUK; TUIAHUPOBATh U
NPOBOJUTH  PabOThl MO  OLEHKE
3alIMIIEHHOCTH aBTOMATH3UPOBAHHBIX
CHCTEM; OIEHUBaTh 3(P(HEKTUBHOCTH
(YHKIIMOHUPOBaHUS
MH(OPMALMOHHBIX CHCTEM.

[1K-6 3namw: npuHIMILL opranusanuu | [Toporossrit 3namu: dTanbl KOHTPONIS HCIOTHEHUS
paboTsI CITy’kOBI | ypOBEHb JIOKyMEHTOB; THUIIOBBIE CPOKH
JOKYMEHTAIIHOHHOTO (obOs3aTeNBHBIN) UCIIOJIHEHUSI  JJOKyMEHTOB;  BEJEHHE
obecrieueHns  yIpaBleHHS W CPOKOBOTO  KOHTPOJISL ~ MCIOJHEHHMS
apXUBHOTO XpaHeHHs JIOKyMEHTOB; (dopmupoBanue "
JOKYMEHTOB; OpraHH3aIHIo UCIIONIb30BAaHUE  MaccuBa  JIAHHBIX,
KOHTPOJIS COCTOSTHHS HEOOXOAUMBIX TSt KOHTPOJIS;
JOKYMEHTAI[HOHHOTO OTpaKCHHE JaHHBIX O KOHTpOJE B
obecrieueHus  yIpaBieHHS U perucTpalOHHO-KOHTPOJIbHBIX

COCTOSIHHSI apXUBHOTO XpaHECHHUS
JOKYMEHTOB B  OpraHHM3alllH;
CUCTEMBl KOHTPOJsI MOPYYEHHUH;

KapToukax (DJIEKTPOHHBIX KapTOYKaX,
ecimn ucnonedyercs COJI); mopsmox
paboThl MCHOJIHUTENS C JOKYMEHTaMH;
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rpotecc KOHTPOJISt 3a 0000IICHHE ¥ aHaNW3 JaHHBIX O
UCTIOTHEHUEM JIOKyMEHTOB; pe3ynpTatax KOHTPOJI HCIIOIHEHUS
KOHTPOJb CPOKOB HCIIOJTHECHHUS JTOKYMEHTOB (TTOpyUYCHHN).
JOKYMEHTOB (nopyuenuil) | IoBBIICHHBIH 3Hnamb: OCHOBHBIE ATAIbl KOHTPOJA 32
BeleHue  (OCHOBHBIE  JTallbl) | yPOBEHb (o | mcromHEHUEM MOpY4YEHNUH;
KOHTPOJIS HCIIOJIHEHHUS | OTHOLICHHIO K | HOpMaTHBHbBIE IpaBOBBIC AKTBI
JIOKYMEHTOB; MOPSIOK | IOPOTOBOMY Poccuiickon ®enepanuy,
UCTIOTHEHUsI ~ JOKYMEHTOB B | YPOBHIO) YCTaHABIMBAIOIIUE THUIOBBIE CPOKH
OpraHH3aIiH; MOPSIIOK UCIIOJTHEHUSI  JOKyMEHTOB;  METOJBI
orpeeIeHUs CPOKOB KOHTPOJIS 32 UCTIOJTHEHUEM ITOPYYEHHH;
UCIIOJTHEHUsSI  JOKYMEHTOB B METOJIBl  KOHTPOJII IO  CYIIECTBY
OpraHU3aLUH. BBITIOJTHEHHS MOpY4EHHH,
npeaycMaTpHUBaroIni OLICHKY
NPaBHJILHOCTH, MOJHOTHI BBINOJIHEHHS
MOPYYEHHs; METOABl KOHTPOIS Haj
CPOKaMH HCTIONHEHUSI TOpYyUYeHHUI, KeM
(uMeeTcst B BHAY NOIAPA3[EICHUE WIIH
CIEIHAIIHCT) OCYIIECTBISCTCS
KOHTDPOJIb HCIIOJHEHHS JIOKYMEHTOB B
OpTaHM3allii W B  CTPYKTYPHBIX
MOJpa3/IeIeHUsIX; KaKhe JTOKYMEHTBI
CTaBATCS HA KOHTPOJb; MOPSJIOK
BHECEHHUS PE30JIIOIUN PYKOBOIUTEINS
OpraHu3zalii B  PETHCTPALMOHHYIO
bopmy B TPaTUIIIOHHOM u
ABTOMATH3MPOBAHHOM PEXHMaX.
Ymems: ocyuiecTBiATh | [loporosblit Ymems: ONPENEIIAT WIn
MIOCTAaHOBKY Ha KOHTPOJIb, CHSTHE | YPOBEHb YCTaHAaBIMBAaTh CPOKM  HCIIOJHEHUS
C KOHTPOJS JIOKYMEHTOB M | (0Os3aTeNbHBIN) JIOKyMEHTOB; CIICIUTh 34 CPOKaMH H
MOpYy4eHUH PYKOBOJICTBA; XOZOM BBINOJHEHUSI paboT IO BCEM
OCYIIECTBIISITH KOHTPOJb 3TarloB KOHTPOJIMPYEMBIM o0BeKTaMm;
BBIIIOJHEHUS  PEIICHUH  WIN HCTIONIb30BaTh CHCTEMBI KOHTpOJS 3a
omepanuii, 3apUKCHUPOBAHHBIX B HCIIOJIHEHUEM JIOKYMEHTOB B
JOKYMCHTAax; OCYIIECTBJIATDH OpraHu3anuu.
MOHHUTOPUHI XOJia UCIIOJTHECHUSA U
cTaryca JIOKYMEHTa B Tpolecce
pa6OTI)I C HUM B OpraHusanuu,
IToBblieHHBIH Ymems: xoHTpOMUpPOBATH BECh 000POT
YPOBEHb (Mo | moxyMeHTanuu B OpraHusauuu,
OTHOLICHUIO K | KOMIIAHUHU, OpraHn3oBaTb UCIIOJTHECHUE
HOPOTOBOMY JIOKyMEHTa OpraHU3allii HECKOJIBKUMHU
YPOBHIO) HCTIOJIHUTESIMH, yCTaHOBKa
OUYEePETHOCTH UX UCIIOJIHEHHS; BHOCUTD
JaHHBIE O CpOKax MW crenuduke
WCTIOJTHEHUS JOKyMEHTOB B
KOHTPOJIbHBIC KapTOTEKH u
aBTOMAaTHU3MPOBAHHbIE CHCTEMBI

KOHTpOJISl OpraHu3aluy; 0000mars u
aHATM3UPOBATh HH(OPMAIIHIO O XOJe U
pe3ysbTaTax UCIOJHEHMsI JOKYMEHTOB
B opraHu3aluy, pa3pabatbeIBaTh
[IEPEYHU JIOKYMEHTOB OpraHu3alluu C
TUNIOBBIMM CPOKaMHU WX HCIOJHEHUS;

MOJrOTABINBATh  IPEIIOKEHHUS  I10
COBEpPIIICHCTBOBAHHIO CUCTEMBI
JIOKyMEHT0000poTa, MTOBBIIIICHUIO
3 PEKTHBHOCTH 00paboTku
JIOKYMEHTOB; ~ BECTH  KOHTPOJIGHBIC

3amucu 00 Onepanusx, MPOU3BEICHHBIX
C JOKyMEHTaMH B OpraHHU3alluy;
KOpPPEKTUPOBATh CPOKH HCIOJIHEHHS
JIOKYMEHTOB B OpraHH3alNN;
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nHGOpMHpPOBAaTH  PYKOBOJICTBO  H

MOATOTaBINBATh AQHATUTHYECKHE
CIPaBKH 0 COCTOSTHHN
UCTIOTHUTENBCKON ~ AMCIMIUIMHBI B
OpTaHM3aIHH.

IK-7 3Hnamv: ocHOBHBIE TpeboBaHMs K | [loporoserii 3namb:  TpoOBemeHWE  AKCIEPTH3BI
OpTaHH3aIiA apXHMBOB | ypOBEHb LEHHOCTH JOKyMEHTOB B
pa3IMYHBIX THIIOB © BHUIOB; | (00sM3aTEIHHBIHN) JIEJIOTIPON3BOCTBE; OQOPMIICHHE [EIT;
npaBuiIa JIOKYMEHTHPOBaHUS, nepenady JieJl B apXvUB OpTaHHU3aINH;
paboTsI c JIOKyMEHTaMH, OCHOBHBIE ITpaBuJIa pabOTHl apXUBOB.
OpraHM3allid WX  XpaHeHHus, | [1oBBINICHHBIN 3uams: paBuiIa OpraHM3aln
KOMIUIEKTOBaHUS,  ydeTa U | ypOBEHb (o | XpaHeHHs, KOMIUICKTOBAaHUS, ydyera U
UCIIONIb30BAHMS; IPOBEJECHUE | OTHOIICHHIO K | UCIIOJIb30BaHMS aPXHUBHBIX
9KCTIEPTHU3BI LIEHHOCTH | MOPOrOBOMY JIOKYMEHTOB,; OpTaHHU3aLUIO u
JOKyMEHTOB B | YPOBHIO) duHaHCOBOE obecrieueHne
JIeTTOTIPON3BOICTBE; O(QOPMIICHHE paboTocrocobHOCTH CPEICTB
Jen; mepenady 1€l B apXuB JNMIEKTPOHHOM  MOANKCH, a TakKxke
OpraHU3aIUH. CPEACTB  MNPOBEPKH  BICKTPOHHOU

MOAINCH Ha TPOTSDKEHUH BCErO CPOKa
XpaHEHHA JOKyMEHTOB;
pErJIaMEHTALMIO APXUBHOTO XPaHEHUS
QJICKTPOHHBIX JOKYMEHTOB Ha YPOBHC
YUPEKIACHHUS.
Ymems: npumensts  HaBblku | Iloporosslit Ymems: KOMILIEKTOBATh apXxuB
COCTaBIICHUS JIOKQJIbHBIX | YPOBEHb JIOKyMEHTaMH, coCTaB KOTOPBIX
HOPMAaTHUBHBIX aKTOB Juist | (oOsi3aTeNnbHbBIN) MIPEeIyCMOTPEH MOJIOXKECHUEM 00
OpraHu3anuun aApXuBOB APXHUBE; BCCTH yuer u aHaJIn3
pasNMYHBIX TUIOB W  BHJOB; WCTIONIb30BAHMUS; HCTIOJIb30BATh
MIPOM3BOIUTH OTOOP JOKYMEHTOB XpaHAIIMECST B AapXWUBE JOKYyMEHTBHI;
UL Tepepayd B apXuB WCTIONb30BaTh APXHMBHI OpPTraHH3ALMH,
OpTraHM3aIIH | JUIS BBIICICHUS K XpaHAlle KUHO-, (OTO-, (OHO- H
YHHYTOXCHHIO. BU/ICOZIOKYMEHTHI (ayANOBU3yaIbHBIC),
Hay4HO-TEXHHUUYECKHE,
KapTorpadguueckue, TeJeMeTpUIeCKUe
JIOKYMEHTBI,
IToBblilIeHHBIH Ymems: BectTm yder um obecrneueHue
YpPOBEHb (10 | COXpaHHOCTH JOKYMEHTOB; CO31aBaTh
OTHOLIEHHIO K | Hay4HO-CIIPABOYHBII anmapar K
IOpoOTOBOMY JOKYMEHTaM apxXuBa, IMOATOTOBUTHL U
YPOBHIO) repenarb JOKYMEHTHI Ha ITOCTOSSHHOE

XpaHEHHE B COOTBETCTBHUH CO CPOKAMH
n TpeOOBaHUSIMH, YCTaHOBJIEHHBIMHU
OenepadpHOl  apXUBHOW  CITy:KOOH
Poccum w opramamm  ynpaBieHHs
APXHBHBIM JeTI0M CcyOBeKTOB
Poccuiickoit denepanuu;

BECTH CHHCKH OpraHu3amui u (Win)

CTPYKTYPHBIX MoApa3AeIeHU I
opranuzanui - HCTOYHUKOB
KOMIUICKTOBAHHSI apXWBa; TMPUHUMATh
YHOPSAI0YEHHBIS JIOKYMEHTBI
CTPYKTYPHBIX noJipa3/ielieHui
opraHu3alMd W  OpraHuzauud —

HNCTOYHHMKOB KOMIUICKTOBAHHA apXUBaA,

YUUTHIBATh u obecrieunBaTthb
COXpPaHHOCTh TPHHATBIX B  apXUB
JIOKyMEHTOB; CO3/1aBaTh u
MOJIJIeP)KUBATh B aKTyaJIbHOM
COCTOSTHUU Hay4HO-CIIPAaBOYHBII
anmapaT K JIOKYMEHTaM  apXxHBa;
OpraHu30BaTh nHPOPMAIMOHHOE
o0cnmy)kMBaHHWE  PYKOBOAWTENEH U
CTPYKTYpHBIE HI0JIpa3/IelICHHs
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opraHusalnuy;
UCTIONB30BaHUE
3alpocaM OpraHW3alMid M YacTHBIX
oL, B
MIPaBOBBIM
MPOBOJIUTE OKCIEPTU3Y
OCYILECTBIISATh

OPraHU3alMOHHbIX U METOAUYECKUX
MEPOIPUATUH
JIOKYMEHTOB Ha IIOCTOSHHOE XPaHCHHUE;

OCYIIECTRIISATh
JOKyMEHTOB IO

TOM  YHCIe
3ampocam

COIMaIbHO-
TpaxkIaH,
LIEHHOCTH |
KOMILIEKC

o nepeaayde

CooTBercTBHE YPOBHEH ¢(hOPMHUPOBAHHOCTH KOMIIETEHIUI IIAHUPYEMBIM pe3yJibTaTam

00y4eHus

IIpeBocxoaHblii YPOBEeHb

IloBbIIEHHBI YPOBEHD

Iloporoselii ypoBeHb

OTJIMYHO

XOpOILIO

YZIOBIETBOPUTEIHHO

IIK-1 — Cnocoben pazpabamoviéams u 6HeOpAmMb NOKANbHbIE HOPMAMUGHbBIE AKMbL 8 001ACMU YRPAGIEHUA

00Kymeumamu opzanuzayuu

B oruere u mpH 3alUTe MOKAa3aHO
YCICIIHOE M CHCTEMAaTUYEeCKOe
BlIaJiCHUE CIIOCOOHOCTBIO
CaMOCTOSTEILHOE BJIaJICHHE
HHCTPYMCHTAJIBHBIMH  CPEACTBAMU
Ui 00pabOTKM  JaHHBIX 00
OpraHHU3alii apXHUBHOTO XpaHEHHS
B COOTBETCTBHHM C IIOCTaBIECHHOM
3amaueli; HaBBIKAMH OOpabOTKH
Pe3yNbTaToB aHau3a u
000CHOBaHUST CHPOPMYITHPOBAHHBIX
BBIBOJIOB

B ordere u npu 3aIuTe MOKA3aHO
yCIIEIIHOE, HO coJieprKaiiee
OTHEebHBIE TPOOENbl  BIAJCHHE
HHCTPYMCHTAJBHBIMH  CPEACTBAMU
uis  00pabOTKM  JaHHBIX 00
OpraHu3aI[ii apXUBHOTO XPAaHCHUS
B COOTBETCTBHHM C IIOCTaBJIECHHOM
3amaueii; HaBBIKAMH OOpabOTKHU
pe3yJbTaToB aHanu3a u
00ocHOBaHUsT CHOPMYITUPOBAHHBIX
BBIBOJIOB

B oTyere m mpu 3amuTe MOKa3aHO
YCHEIIHOe, HO HeCUCTEMaTHYeCcKoe
BJIAACHHUC HHCTPYMCHTAJIbHBIMU
CpeACTBaMU JIJI 00pabOTKH JAHHBIX
00 OpraHu3aIu apXUBHOTO
XpaHCHUA B COOTBCTCTBUU C
MIOCTaBJICHHOH 3aadyeil; HaBBIKAMH
00paboTKH pe3yJIbTaTOB aHaIM3a M
000CcHOBaHUS c(HOPMYIUPOBAHHBIX
BBIBOJIOB

IIK-2 — Cnocoben opzanu3zoeams 00KyMeHMUPOSAHUE OeAmeabHOCIU 8 0,

canuzauuu

B oruere u mpu 3amuTe IMOKa3aHO
YCICLIHOE W CHCTEMAaTHYECKOe
BJIaaACHHUC 3HAHUSAMHU ImpaBujI
OpraHM3alii 3TanoB padoThl C
APXUBHBIMU HOOKYMEHTaMHU B XOI€
MPaKTHKE

B otuere u mpwu 3amuTe MOKa3zaHO
yCIIEIIHOE, HO cojieprKarniee
OTHEbHBIE TPOOENbl  BIAJACHUS
3HAaHUSAMH TPaBWI  OpraHU3aluu
9TalloB  pabOTBl €  apXUBHBIMHU
JIOKYMEHTaMH B XOJI€ TPAKTHKE

B oTyere u mpu 3amuTe MOKa3aHO
YCIEIIHOe, HO HeCUCTeMaTH4eCKOe
BJIAACHHUC 3HaHUSIMU ImpaBuil
OpraHu3allid 3TaloB paboTel C
APXUBHBIMU JOKYMEHTaMHU B XOJ€
MPaKTHKE

IIK-3 — Cnocoben opzanu308ams 00OKyMeHmMO0O0pOm 8 OpeaHu3ayuu

B oruere u npu 3amure nokasaHo

YCIIEIIHOE ¥ CHCTEMATHYECKOE
BIIaJICHUE 3HAHUAMU U HAaBBIKAMHU
pa3paboTku JIOKaJIBHBIX
HOPMATUBHBIX aKTOB I10 apXUBHOMY
XPaHEHUIO JIOKyMEHTOB;
[IPUHLIUIIAMY, METOAaMU u
HOpPMaMM OpraHU3alluy, XpaHEHMUs,
KOMILIEKTOBAHMSI, yuera u
HCIOJIb30BaHUS ApXUBHBIX

JOKYMEHTOB, TOKYMEHTOB JIMYHOI'O
IIPOUCXOKIACHUA.

B oruere u mpu 3amure nokasaHo
YCIIELIHOE, HO cojieprKaliee
OTAEIbHBIE TPOOENBl  BIAACHUS
3HaHMSAMH M HaBBIKAMH Pa3pabOTKH
JIOKAJIbHBIX HOPMATUBHBIX AKTOB IO

ApPXUBHOMY XpaHEHHIO
JIOKyMEHTOB; TIPUHINATIAMH,
METOAAMHU u HOpMaMH
OpraHu3aIiH, XpaHEeHHUs,
KOMIUICKTOBAaHUS, ydaeTa u
HCTIONBb30BaHUs ApXMBHBIX

JOKYMEHTOB, TOKYMCHTOB JIMYHOT'O
TIPOUCXOKIACHUA.

B ortuere u mpu 3amure nokaszaHo
YCIIENIHOE, HO HECHUCTEMATHYECKOE
BIAJ€HHE 3HAHUSAMU M HaBBIKAMU

pa3paboTku JIOKaJIbHBIX
HOPMAaTUBHBIX aKTOB I10 aDXUBHOMY
XPAaHEHHUIO JIOKyMEHTOB;
IIPUHLMIIAMH, METOIaMU u
HOpPMaM{ OpraHU3alUH, XpaHEHHUS,
KOMIUIEKTOBAHHS, yuera u
HCIIOJIb30BAHUS ApXUBHBIX

JOKYMEHTOB, TOKYMCHTOB JIMYHOTO
IIPOUCXOKIACHUA.

IIK-4 — Cnocoben ocywiecmenamov padomvl no HPOECKMUPOGAHUIO, 6

INEKMPOHHO20 OOKYMEHMoobopoma

He0peHmo u pazeumuro cucmembsl

B otuere u npu 3amurTe nokazaHo
YCHEINIHOE M  CHUCTEMAaTUYECKOE
BJIaJICHAE CO3JJaHUEM DJIEKTPOHHBIX
JIOKYMEHTOB U 3JIEKTPOHHBIX KOMUN
JIOKYMEHTOB, yIPaBJI€HUE UMH, UX
XpaHEHUE U JIOCTYN K HUM, a TaKkKe
perucTparuio JIOKYMEHTOB;

OIICHUBATh TCXHUYCCKYIO n

B otuere u Ipy 3alIUTE MOKAa3aHO

ycneuiHoe, HO coaepIKaliee
OTACJIBHBIC HpO6€J’ILI BJIaACHHUA
CO3JaHUEM QJICKTPOHHBIX

JIOKYMEHTOB U 3JIEKTPOHHBIX KOMHIt
JIOKYMCHTOB, YIPABJICHUEC MMM, HX
XpaHEeHHE U JIOCTYI K HUM, a TaKXKe
PETHUCTPAITHIO JIOKYMEHTOB;

B otuere u mpu 3amuTe nMokazaHo
YCIIEIIHOE, HO HECHUCTEMAaTUYECKOE
BJIAJICHHAE CO3/IaHUEM 3JIEKTPOHHBIX
JIOKYMEHTOB U 3JIEKTPOHHBIX KOMHIt
JIOKYMEHTOB, YIIPaBJI€HUE HMH, UX
XPaHEHHUE U JIOCTYN K HUM, a TAKXKe
perucTpauio JIOKYMEHTOB;
OLICHUBATH TEXHUYECKYIO 5!
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IporpaMMHOTO 06GCHC‘~ICHI/IH;

HeOGXO)lI/IMOFO B JaHHOM obnactu
MpOorpaMMHOTO O6eCHequI/IH;

TEXHOJIOTUYCCKYIO CYIIHOCTh | OICHUBATh TEXHUYCCKYIO U | TEXHOJIOTUYECKYIO CYIIHOCTh
IpOOIeMbI B 00JIaCTH | TEXHOJOTHIECKYIO CYIIHOCTH | TIPOOJIEMBI B obmactu
HHPOPMATNOHHON TMOACPKKH | TIPOOIIEMEI B obnactu | mHOOPMAITOHHON MTOIICPIKKH
yIpaBICHUS JOKyMeHTaIlel, | nHpopmMannoHHoi MOJJICPXKKH | YIpaBICHHs JOKyMEHTAIHEeH,
aHaIN3UPOBAThH u JIaBaTh | yMpaBJCHUs JOKyMEHTAaIMeH, | aHAIU3UPOBaTh u J1aBaTh
PEKOMEHIALMK [0  BHEAPCHHUIO | aHATM3HPOBATh u JIaBaTh | pEKOMEHJAUK [0  BHEJPEHHUIO
HEOOXOIMMOTrO B NAaHHOM 00JacTH | peKOMEHIAMKM 10 BHEAPEHHIO | HEOOXOAWMOTO B NAaHHOH objactu

MmporpaMMHOTO 06ecnequI/m;

IIK-5 — Cnocoben ocywmecmenams uH(opmMayuoHHO-CRPAGOUHYI0 PAGONY C OOKYMEHMAMU OP2AHU3AUUU

B otuere u nIpu 3aluTe MMOKa3aHO

HCTIONB3YEMBIX B IPO(heCCHOHAIBHOM

nH(pOpMaLINU UCTIONB3YEMBIX CUCTEM
JUId aHalu3a apXUBHOI'O XPaHEHMs
JIOKYMEHTOB B KOHKPETHOM
opraHu3anuu Ha OCHOBE
COOTBETCTBYIOIIMX METOJOB

B otyere u npu 3aliUTe IMOKa3aHO

UCTIONb3YEMBIX B IPO(eCCHOHAIBHOM

nH(opMaLuK KCIIOIB3YEMbIX CUCTEM
JUIsL aHAJIA3a apXUBHOIO XPaHCHUS
JIOKyMEHTOB B KOHKPETHOU
opraHusaluu Ha OCHOBE
COOTBETCTBYIOILKUX METOOB

B otyere u npyu 3aliUTe IMOKa3aHOo

yCHEIIHOE M CHUCTEMAaTHYECKOE | yCHEUIHOE, HO coJiepiKalliee | yCIEIIHOE, HO HECHCTEMaTHYECKOe
BIIAJICHUE KOMMYHUKAIIMOHHBIMHY | OT/ACNBHBIE ~ TPOOENbl  BIIAJICHUS | BIaJICHHE KOMMYHHUKaIlMOHHBIMH
aKTyaJIbHBIMU TIOUCKOBBIMH | KOMMYHUKAIIMOHHBIMH aKTyaJIbHBIMH | aKTYaJIbHBIMU MOUCKOBBIMHU
cucTeMamy, HCIOJb30BATh | TOMCKOBBIMU CUCTEMaMH, | CHCTEMaMH, UCTIONB30BaTh
nHpOpManMOHHBIE  SA3BIKM  JJISI | ICIIOIB30BaTh nHpopMannoHHbIE | HHPOPMAMOHHBIE ~ S3BIKH I
pemIeHUs]  CTaHOApPTHBIX  3ajadq, |A3bIKM JUI PEIICHMSA CTaHJApTHBHIX |pEIICHUs  CTaHOAPTHBIX  3ajad;
apceHaIoM nH(pOPMAaMOHHO- | 331a4; apceHalIoM HWH(OPMaNMOHHO- | apCEHAIOM NH()OPMAIMOHHO-
KOMMYHUKAaTUBHBIX TEXHOJOTHH ¥ |KOMMYHHKATUBHBIX TEXHOJOTHMH W |KOMMYHUKATUBHBIX TEXHOJIOTHH W
MIPOTPaMMHBIX CPEJCTB, | IPOrpaMMHBIX CPEICTB, | IPOTPaMMHBIX CpPEICTB,

HCTIONb3YEMBIX B Ipo(ecCHOHAIBHOM

JACATCIIBHOCTHU AJIA peuicHus | ACATCIIbBHOCTU JIIsL peuicHu | ACATCIbHOCTU JIIsL peuicHus
poheCCHOHATBHBIX 3a7a4; | IpoQecCHOHATBHBIX 3a7a4; | Ipo(ecCHOHANTBHBIX 3amay;
IIPEICTaBICHNUE JIOCTOBEPHOM | IPEICTaBICHUE JIOCTOBEPHOM | IPECTABJICHUE JIOCTOBEPHOM

nH(opMaLnK UCIIOIb3YEMBIX CUCTEM
JUIsl aHQJIA3a ApXUBHOIO XPaHCHUS
JIOKyMEHTOB B KOHKPETHOU
opraHusanuu Ha OCHOBE
COOTBETCTBYIOIIKUX METOLOB

ITK-6 — Cnocobden ocyuwjecmensamos KOHMPOob npoyecca U CPOK0§ UCROSIHEHUA OOKYMEHNO08 8 OP2aHU3 AU

B otuere u IIpy 3aluTe MOKA3aHO

3a(pUKCUPOBAHHBIX B JOKYMEHTaX

B otuere u I[py 3alIUTC ITOKA3aHO

orepaiui, 3aQUKCUPOBAHHBIX B

JIOKYMEHTax

B otuere n [Ipy 3alIUTC ITOKA3aHO

yCHENIHOE W CHUCTEMATHYECKOE | YCIEIIHOE, HO coJiepiKallee | YCIENIHOE, HO HECUCTEMATHYECKOE
BJIAJICHUE CPOKOBOTO KOHTPOJS M | OTAENbHBIE NpOOENsl  BIIAICHUS | BIaJ€HHE CPOKOBOTO KOHTPONSA H
KOHTPOJISl  3TaloOB  BBINOJHEHUS | CPOKOBOTO KOHTPOIS M KOHTPOJSA | KOHTPONS  3TaloOB  BBINOJIHEHHUS
pelieHui WA OoIepaluii, | 3TAIOB BBIIOJHEHUS PELICHUNH WIN | PELICHUN WU onepaunui,

3a(MKCUPOBAHHBIX B JOKYMEHTaX

IIK-7 — Cnocoben opzanuzosamo
XpaneHnue

Xpanenue OOKYMEHMO8 6 Op2AHu3auuu u nepeoavy o0eil HA aApXugHoe

B oruere u npu 3amure nokasaHo

nepeaadyc B apXuB OpraHn3aluu.

B oruere u mpu 3amure nokasaHo

IOATOTOBKH K II€peaadye B apXUB

OpraHU3aIHH.

B oruere u mpu 3amure nokaszaHo

yCHEIIHOE M  CHCTEMaTHYECKOE | YCHELIHOE, HO coJiepikalliee | yCHEUIHOe, HO HEeCHCTEMaTHYECKOe
BIAJICHWE  CHCTEMaTu3alyedl ¥ | OTAEJIbHBIC poOebI B | BIIAJICHUE  CHCTEMaTH3alMed W
kiaccudukanmei JIOKyMEHTOB, | CHCTEMaTH3alMH M KJIacCU(PHUKALMK | KiIaccupukanuei JIOKyMEHTOB,
IIpoueaypamMu OpTraHU3alK | JOKYMEHTOB, mpoueaypax | Ipouexrypamu OpTaHM3alN
OTIEpPaTHBHOTO XpaHEHHs! | OpraHU3alnuu OIIEPaTHBHOTO | ONEPaTUBHOTO XpaHEeHUs
JOKyMEHTOB M HX IIOJIOTOBKM K | XpaHEHHMs JOKyMEHTOB M HX | JOKyMEHTOB W HX IOJArOTOBKH K

nepegadyec B apXuB OpraHnmu3anuu.

4. KpnTeplm OICHUBAHUS BBIMOJHCHUSA NMPOrpaMMbl IPAKTUKH U 3AIMTBI OTYETA

@opMON NPOMEXKYTOYHOM aTTECTAllMd II0 IIPAKTUKE SABJISIETCS 3a4e€T C OLEHKOW,
onieHuBaeMbiil o npuHATO B ®I'BOY BO «YI'TY» uerhipexOauibHON CHUCTEME: «OTIMYHOM,
«XOPOLIO», «YAOBJIETBOPUTEIBHO», «HEYIOBIECTBOPUTEIBHO» M BBICTABIISEMBIM HAa OCHOBE
pemicHuA 06y’—IaIOHH/IMC$I 3aaa4 IpaKTUKH, PE3YIbTATOB 3alllUThI OTUYCTA MO MPAKTUKE U OT3bIBA
PYKOBOAMTEIIS IPAKTUKHU.

OI_[eHKa IMOATOTOBKHU M 3aIIUTHI OTUCTA IO IMPAKTHUKE, BBIHOCUMAs B 3aUCTHYIO KHUXKXKY U
NpUJIOKEHUE K IUIUIOMY OakajaBpa.
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— OTBETCTBEHHO H C
HUHTEPECOM OTHOCHIICS K
cBoei padorTe.

OTan4yHo Xopouo | Y10BJ1€TBOPUTEIBHO | HeynoBieTBOPUTEIbHO
Oyenusanue 8blNOIHEHUA NPOSPAMMbL HPAKMUKU/COOEPICAHUE OM3bI8A PYKOBOOUMEINS

- oOyyaromuiics | — oOyuaromuiicst | — oOyuatommuiics | — oOydaromuiics BiageeT
CBOEBPEMEHHO BBITIOJIHII | IEMOHCTPUPYET BBIIIOJHWI ~ IIporpammy | (parMeHTapHBIMH
BeCb 00BeM  paboTHl, | TOCTATOYHO MONHBIE | IPAKTUKH, OJHAKO B | 3HAHMSIMH W HE YMEeT
TpeOyeMbIli TPOrpaMMON | 3HAHUS BCEX | mporecce paboTel  HE | MPUMEHHTHh ux Ha
MIPaKTHKH; npodeccronansHO- NPOSIBUJI ~ JOCTAaTOYHOHM | NMPAKTHKE;
— TOKa3al TIyOOKyIO | IPHKJIaIHBIX U | CaMOCTOSTENBHOCTH, —  obOywarommiics  He
TEOPETHUYECKYIO, METOIUYECKUX BOINPOCOB | MHUINATHUBBI U | BBIIONHHUI  NIPOTPAMMY
METOJHYECKYIO, B 00beMe MporpaMmbl | 3aMHTEPECOBAHHOCTH, NPaKTUKU, HE MOJIy4u
npodeccroHaIBHO- MPaKTUKU; JIONYCTUNI CYIIECTBEHHBIE | MOJIOKUTEIBHOM
MIPUKIIAAHYIO — IOJIHOCTBIO BBINOJHWII | OLUIMOKH IPH BHIIOJHEHUU | XapaKTEPUCTHKH, He
MIOJITOTOBKY; IporpaMMy, HO JOIMYCTHJI | 3aJaHU IPaKTHKY, NPOSIBUJI MHULIMATHUBY, HE
—  yMelo  IPUMEHWI | He3HAYUTENbHBIE OMIMOKH | — JEMOHCTPHUPYET | MpeACTaBHI paboune
MOJydeHHbIE 3HaHWUA BO | IpH BBINIOJTHEHUH | HEJOCTATOYHBIH  00BEM | MaTrepualsibl, HE IPOSBHI
BpeMs MIPOXOKACHUS | 3alaHMsl; 3HAHUN U HU3KUM yPOBEHb | CKJIOHHOCTEW U JKEJIaHUs K
MIPaKTHKH, MoKazan | — BIaZeeT | UIX  TNpPHUMEHEHHs  Ha | paboTe, HE NPEACTABUI
BJIaJICHUE MHCTpyMEHTapueM MPaKTHKE; HEOOXOANMYIO OTYETHYIO
TPaIUIIOHHBIMU U | METOAMKH B paMKax CBOeH | — B mporecce paboThl HE | JOKyMEHTAIHIO.
aJIbTEPHATHBHBIMHU npodeccrnoHaNbHOM NPOSIBWII  JI0CTAaTOYHOM
METOJIaMH, MOATOTOBKH; CaMOCTOSATEIIbHOCTH "
COBPEMECHHBIMU — TIpOosABUI cebs KakK WHUIIUATHBBI.
IIpyeMaMu B paMKax | OTBETCTBEHHBII
cBOEH HUCTIOJIHUTEND,
npodeccHoHaNBLHOMN 3aMHTEPECOBAaHHBIN B
JesITeIbHOCTH, TOYHO | Oymymieit
HCTIONB30BAI npodeccrnoHaNbHOM
podecCHOHATBHYIO JIeSTEIILHOCTH.
TEPMHUHOJIOTHIO;

Oyenusanue codepaicanust u 0hopmieHus omyema no npaKmuxe

— OTYET TO MpaKTHKE
BBIIIOJIHEH B ITIOJIHOM
00BeMe ¥ B COOTBETCTBHH
c NpEABSBISIEMbIMU
TpeOOBaHUSAMU;

— MaTtepuan  M3JIOKEH
rpaMOTHO u
JIOKA3aTeNbHO;

— CBOOOIHO
UCIIONB3YIOTCSI  TTOHSTHS,
TEPMUHBI,
(hOpMYITHPOBKH;

- 00yuaromuics
COOTHOCHUT BBITIOJIHEHHBIE
3ajaHust c
(dhopmMupyeMBIMU
KOMITETEHIIHAMHU

— TPaMOTHO HCIIOJb3YET
npodeccHOHaNbHYIO
TEPMHUHOJIOTHIO
odopMIeHUH
JOKYMEHTaluU
MPaKTHKE;

— YETKO M TOJIHO M3JIaraer
Marepuall, HO He Bcerma

npu
OTYETHOM
o

MOCJIEIOBATEIHHO;
- OIIACHIBACT "
aHAITN3UPYET
BEITIOJTHEHHBIC  3aJIaHWS,
HO HE BCerjga YeTKO
COOTHOCHUT BBIITIOJIHCHUEC
npodeccrnoHaTbEHOM
JIESITeIBHOCTH c
dbopmupoBanremM
Ompe/IesIeHHON
KOMIICTCHIIHH.

- HU3KUI YpOBEHb
BIIaJICHU
npodeccrnoHamTbHBIM
CTHIIEM peun "
M3JTI0KEHUS MaTepHana;

- HU3KUH YPOBEHB
ohopMIeHHS
JIOKyMEHTaIH 1o
MPAKTHKE;

- HU3KUI YpOBEHb
BIIQJICHUSI METOIUYECKOI
TEepPMHUHOJIOTHEH;

— HE YMeEeT JI0Ka3aTeabHO
MpeICTaBUTh MaTepua,

- OTYeT HOCHT
OmnucaTeIbHBIN XapakTep,
0e3 2JIEMEHTOB aHaJIN3a;
—  HHU3KOe KauyecTBO
BBITIOJTHEHUSI 3aJ[aHHH,
HaIIPaBJICHHBIX Ha
¢dopMupoBanue
KOMITETEHIIHH.

- JTOKYMEHTEI 1o
MpaKkTUKe He 0(hOPMIICHBI
B COOTBETCTBHUHU C
TpeOOBaHUAMU;

— ONHCaHWEe M aHaJIu3
BUIOB
npodeCcCHOHATBHOM
JeSITeTBHOCTH, BHJIOB
3aJlaHAd OTCYTCTBYET HJIH
HOCHT  (hparMeHTapHEIH
xXapakTep.

5. KomnereHTHOCTHO-OpHeHTHpOBaHHbIe 3agaHus (KO3)

OCHOBHBIM CpeaACTBOM (I)OpMHpOBaHI/IH KOMIIETECHITUMN BBICTYIIAIOT KOMIICTCHTHOCTHO-
OpPHUECHTHUPOBAHHBIC 3aJaHWA:
— 3allOJIHCHUC NTHCBHUKA ITPAKTUKU,
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— oopMIICHHUE OTUETA O MMPOXOMKICHUH MTPAKTUKH;

— 3alMTa OTYETa O MPOXOXKICHUHU MPAKTUKH;

— MPUMEPHBI MepeUeHb BOMPOCOB K 3a4ETy.

JInst TEKyIIero KOHTPOJIS MPUMEHSIOTCS (UKCAIUS MOCCIICHUsT YCTHOBOYHOW BCTPEYH,
UHBIX MEPOIPHUATHI MPAKTUKH; KOHTPOJIb BEICHUS THECBHUKA MTPAKTHKH.

[TpoMexxyTouHasi aTTecTanusi MPOBOIUTCS B (opme 3audera ¢ omeHkoi (5/8 cemectp
OYHOI1/3209HO PopM 00y4eHHS), BKIIOUYAIOMIETO 3alIUTy OTYETa O MPOXOXKICHUU MPAKTHKHY;
OTBETHI Ha 3aJIlaBaeMbI€ BOIIPOCHI B YCTHO#H hopme (cM. 1. 7).

6. IIpuMepHBIii NepeyeHb BOMPOCOB IO NMPOM3BOACTBEHHOH (NMPaKkTHKe MO MOJYYeHHIO
npo¢ecCHOHATBHBIX YMEHHMH W ONbITa NMPOo(ecCHOHATbHOU /eATeJbHOCTH, B TOM YHCJe
TEeXHOJIOTUYeCKO MPAKTHKH)

1. Oxapakrtepu3oBaTb NpEANPUITHE, HA KOTOPOM INPAKTUKAHT HAXOAWJICA BO BpeMs
IPAKTUKU (OpraHu3alOHHO-YIIPaBICHUECKUE NapaMeTpbl HMPEIIpPUITHS, ONPEIEINAIOINUe €ro
JOKYMEHTAIMOHHYIO CIEIUPUKY).

2. OxapakTepu3oBaTh OOOPYAOBaHHE W TMPOTPAMMHBIE CPEICTBA, OOECIECUHBAIOIIHEC
paboTy ¢ apXUBHBIMH JJOKYMEHTAMHU.

3. TlosicHUTH BUABI BBIOJHEHHOW CTYIEHTOM pPa0OTBI U CTETEHb €€ COOTBETCTBUS
IpoUI0 CIELHUATbHOCTH.

4.  OxapaxTepu3oBaTh padOTy apXuBa MPEINPUATHS/OPTaHU3AIIH

5. Omnmcare 4YTO JAaja MNpaKTHKA: Kakue NpOPEecCUOHATbHbIC HABBIKM U YMEHHS
IPUOOpPETEHBl, YTO OKa3aJoCh IIOJIE3HBIM B TEOPETUYECKOM OTHOILUEHUH, HUMEIOTCS JIU
HNEePCHEKTUBBI JalbHENIIEr0 TPY10YCTPONCTRA.

7. MeToanuyeckne MaTepuaJibl, onpeaesionye Npoueaypbl OHeHNBAHUS 3HAHUI, YMeHHUId,
HABBIKOB MJIM ONbITA [IeATEJbHOCTH, XapPaKTepU3yWIUX IJTanbl (GopMUPOBaAHUS
KOMIIeTeHIIMH

JUis  TOJIOKUTENBHOTO pEIIeHUs] O TMPOMEXYTOYHOW aTTecTalui O0y4aroIuics
MPEJICTaBIISIET CIEYIOIINE TOKYMEHTBI:

— JIHEBHUK IPOXO0’KJICHUS IPAKTHKH;

— OTYET O MPOXO0KJICHUU MPAKTUKH;

— MOATBEPKIACHUE O IPUOBITHH Ha MPAKTUKY U YOBITUM C PAKTHKY;

— JIOIyCK HAYYHOTO PYKOBOJUTENS K MPOLEAYype MPEI3alUThI.

OCHOBHBIM ~ PabOYMM  JOKYMEHTOM, XapakKTEepU3YIOIIMM TEKyIIee BbBIIOJIHEHHE
oOy4aromuMcs IporpaMMbl IPAKTUKY, SBJISETCS JHEBHUK. B THEBHUKE PUKCUPYIOTCS BCE BHUJIbI
paboT O MHAMBUAYAILHOMY 3aJIJaHUIO U TIOJY4YEHHBIE pe3ysbTaThl. JIHEBHUK MTPAKTUKH SBISETCS
OCHOBHBIM JIOKYMEHTOM, OTPAKAIOLIIM KPAaTKOE COJIep:KaHne paboThl MPAaKTUKAHTA.

Pe3ynbTaTbl KOHTPOJSL BBINOJIHEHHWS MEPONPUATUN OTMEYAIOTCS B COOTBETCTBYIOILEH
rpade U 3aBepsIFOTCS MOJIMUCHIO PYKOBOIMTENS MPaKTUKA OT opranuzauuu. Ha ocHoBanuu
MOJIOKHUTEIBHOTO OT3bIBA PYKOBOJIUTENS IO MECTYy NPOXOXKICHHUSA MPAKTHUKU OOydaromuics
JIOTTYCKaeTCs K 3allUTe OTYeTa.

Kpurtepun ouieHKH COAepKAHUSA 0TYETA M0 MPAKTHKE

Ouenka Kpurtepuu
OTinaHO N3noxeHne MatepuasoB MOJHOE, MOCIE0BaTEIbHOE, FPAMOTHOE.
I/IH}II/IBI/I}]yaHBHOC 3aJaHUEC 110 IPAKTUKE BBITIOJTHCHO. Hpnnomemﬂ MCPBUYIHBIC
JOKYMCHTHI. lexmoxcem/m JIOTUYHO CBSI3aHBI C TEKCTOBOM 4acThio oTyeTa. OTUeT
CIaH B YCTaHOBJIEHHBIH cpok. [IporpaMma npakTHKH BeITOTHEHA. OT3HIB
TTOJI0KUTETLHBIN.
Xopormio W3noxeHne MaTepranoB IMOJIHOE, TIOCIEA0BATEIFHOE B COOTBETCTBUH C
TpeOOBaHUSAMHU MPOrpaMMbl. JIOMyCKalOTCsl HECYIECTBEHHBIC M CTHIIMCTHICCKIE
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omuOKy. IIproxkeHst B OCHOBHOM CBSI3aHbI C TEKCTOBOW yacThio. OTYET caaH B
yCTaHOBJICHHBIN cpoK. [IporpaMma npakTuky BIIOIHEHA. OT3BIB IOJIOKHUTEIbHBIH.
Y 10BIETBOPHUTEIBHO N3noxxerne MaTepuanos HermosuHoe. OQopMIIEHHE HE COBCEM aKKypaTHOE.
TexcroBas yacTh OTUETA HE BE3/IE CBSI3aHA C MPWIOKEHUSIMH. OTYET CAaH B
YCTaHOBJICHHBIN cpoK. [IporpaMma nmpakTHKH BBITIOIHEHA HE B IIOJTHOM 00BEME.
OT3bIB [TOJIOKUTETHHBIH.

HeynosnerBopurensHO N3noxeHne MaTepHanoB HEMOJIHOE, beccucTteMHoe. CymecTBYIOT OINOKH,
odopmIieHHE HE BIIOJHE COOTBETCTBYET TpeOOBaHMAM. [IpHII0KEHNS OTCYTCTBYIOT.
OTuer caH B yCTaHOBJIEHHBIH cpok. OT3bIB OTpHIaTENNbHBIH. [IporpaMMa nMpakTHKH
HE BBINIOJIHEHA.

KpuTepnn OLHCHKH 32aIIUTHI 0TYECTA 110 IPAKTUKE

Ouenka Kpurepuu
OTtmuaHO — o0yJaroImuiicss TEMOHCTPUPYET CUCTEMHOCTh W TIyOMHY 3HAHHH, MOTYYCHHBIX
MIPH MPOXOKICHUH MPAKTHKH;
— CTHJIMCTHYECKH TPaMOTHO, JIOTUYECKH MPAaBUIILHO M3JIaraeT OTBETHl HA BOIPOCHI;
— JIaeT MCYEPITBIBAIOIIME OTBETHI Ha JOTIOJIHUTENILHBIE BOIIPOCHI ITPENOAaBaTeNs 0
TeMaM, IIPeJyCMOTPEHHBIM [IPOrPaMMOM IPAKTUKH;
— Ka4eCTBEHHO ¥ COJIepKaTeIbHO 0hopMIleHa TPEe3eHTALHSL.
Xopoiio — 00ydaromuiicss IEMOHCTPUPYET JOCTATOYHYIO TIOJIHOTY 3HaHHM B 00BbeMe
nporpaMMbl IMPAaKTHUKW, NPpHU HAJIWYUKU JIMOIb HECYIIECTBECHHBLIX HETOYHOCTEH B
M3JI0KCHHAHN COACPIKAHIS OCHOBHBIX U IOTIOJTHUTECIFHBIX OTBETOB;
— BIazieeT HeOOXOIMMOIl I OTBETa TEPMUHOJIOTHEH;
— HEJOCTAaTOYHO TMOJTHO PAaCKPHIBACT CYITHOCTh BOTIPOCA;
— JIOTIyCKaeT HEe3HAYMTEIbHBIC OIMMOKH, HO WCIPABIACTCS TPH HABOIAIINX
BOIIPOCAX IMPEIoIaBaTes;
— Ka4eCTBEHHO 0()OpMJIICHA MPE3eHTaIHS.
Y 1OBIIETBOPUTEIEHO — o0ydaroluiicss AEMOHCTPUPYET HENOCTaTOYHO IIOCIEOBaTeIbHbIC 3HAHUS 10
BOIIPOCAM IPOrpaMMbI IPaKTHKH;
— HUCMOJIB3YET CICIHATBHYI0 TCPMHUHOJIOTHIO, HO MOTYT OBITh MOMYIICHBI 1-2
OMMOKK B OMNPEICIICHUM OCHOBHBIX TOHATHH, KOTOPBIC OOYYAOILIHIACS
3aTPYAHACTCA UCTTPABUTH CAMOCTOATCIILHO,
— CHOCOOEH C€aMOCTOSTENbHO, HO He TINIyOOKO, aHaJM3UpOBaTh MaTepHal,
PACKpBIBaeT CYITHOCTh PEIIaeMOi MPOOJIEMBI TOJIBKO TPH HABOIAIINX BOIPOCAX
TIpero1aBaTes;
— mpe3eHTaus oopMIIeHa ¢ HI3KUM YPOBHEM KadecTBa
HeynoBnerBopurensHO — oOyyJaromuiics JeMOHCTPUPYeET (parMeHTapHBIC 3HAHHS B paMKaX MPOTPaMMEI
MIPAKTHKH;
— HE BJIaJeeT MUHIMAIBHO HEOOX0AUMOW TEpMUHOJIOTHEH;
— JIOITyCKaeT TpyOble JIOTHYECKUE OIIUOKH, OTBEYas Ha BOIPOCH MPEToIaBaTels,
KOTOPBIC HE MOKET UCIIPABUTH CAMOCTOATCIIBHO,
— OTCYTCTBYET NPE3CHTAIUA 110 UTOT'aM NPOXOKIACHUA IMTPAKTUKH.

CTpyKTypa UTOT0BOIi OlIeHKH 00y4alo1erocsi

Ne Bunsl pabot OrieHka B 6aymiax
CoJiep)kaHHe OTUETa 110 MPAKTHKE 80
2 3ammTa oT4eTa MO MpakTHKE (MPOMEXYTOYHBIH KOHTPOJIb — 3a4eT C 20
OIICHKO1)
Bcero 100

1. IlTkana OLIEHKH COJIEPAHUS OTUETA MO MPAKTUKE

TPAIUIIHOHHASI OIIEHKA 5 4 3 2
B 0aJl1ax 62-80 51-62 41-51 40 u mMeHee

2. lllxana 3anuThl OTYETA 110 NPAKTHUKE (MPOMEXYTOUHAas (hopMa KOHTPOJIS)

TPAIUIIHOHHASI OIIEHKA 5 4 3 2
B 0ajax 18-20 14-17 10-13 MeHee 10

Ecnu oOyuwarouuiicss mo pesyiabTaTaM MPOMEXYTOUHOM (QopMbl KOHTpoJiss HaOupaetr 30
0aJuI0B ¥ MEHEee, OH CUMTAETCS HE TMPOLIEAIINM AaHHYI0 hopMy KOHTposst. O01mias cymma 6amioB
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0 MIPAKTHKE B ATOM Cllydae He MOXKET ObITh chopMupoBaHa, U o0ydarouuiicss 00s3aH nepecaaTh
JAHHBIN B TIPOMEKYTOYHOTO KOHTPOJIS.

IIkajia UTOroBOM OlIEHKH 00y4aroIIerocsi

CymmapHoe
KOJIMIECTBO
0aJuIoB 10 BceM
BUAAaM paboT

100-80

79-65

64-51

50 u MmeHee

TpaauuuoHHas
OILIEHKA

5 (OtnmuHO)

4 (Xopormo)

3 (Y 1OBIETBOPHUTEIIEHO)

2 (HeymoBneTBOPUTEIHHO)
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