MUHOBPHAYKH POCCUHA
denepalbHOE TOCYAaPCTBCHHOC OIOKETHOE
0Gpa3oBaTENBHOE YIPSKACHHE BRICIICTO 00pa3oBaHus

«YXTHHCKHH rocyJapcTBeHHbIH TeXHHUYeCKHIl YHHBEPCHTET?
YI'TY)

VTBEPXJIAIO
Texan @ YHUT

g %%’/T C. KpecToBCKHX

‘(}noﬂ.pﬁEbb/ Vo \\ (A. O. Gamunns)

\

): V;. :%-;6‘z>;%§/{‘ﬁr 1 1 (LS 20iz_é/r_

ITPOTPAMMA IMTPAKTHKU

Bz IpakTHKH (THID): yaeOnasi (OSHaKOMﬂTeﬂbHaﬂ)

Kadempa: JIoKyMEHTOBCACHUL, pcropun 1 drocoduu

daxyIsTeT: DKOHOMUKH, yIPaBJICHIA 1 uHPOPMAIIIOHHBIX TEXHOJIOT Ui
HanpasneHne MO rOTOBKHU: 46.03.02 JIoKyMEHTOBE/ICHHC 1 apXMBOBE/ICHAE
[Tpo¢uis HOATOTOBKH: JIOKyMEHTaI[HOHHO®S obecredeHue yIpaBiICHHI
dopma 00yUeHH: Ouno-3a04Has popma

Kype (51): 2

Cemectp (51): 4

oy Hayasia HOArOTOBKH: 2024

LNOKYMEHT MOAMNMCAH
SNEKTPOHHOW MOAMNCHIO

CepTtudmkar: 00D89FBB7FFE82E81D

752BD08674946,
Bn'ixueneu: ArnHent PycnaH Bukroposuy ik
[evicteuteneH: ¢ 07.08.2023 go 30.10.2024

.




IIporpaMma TpakTHKH pa3paboTaHa B COOTBETCTBHH ¢ DeepalbHBIM TOCYAapPCTBEHHEIM
o0Opa3oBarebHBIM CTAaHAAPTOM BHICIIEro 00pa30BaHMs MO HAMPABJICHHIO MOATOTOBKH 46.03.02
JIoKyMEHTOBEICHHE B apXMBOBEZICHHE, YTBEPXKIeHHEM [Iprkazom Muno6paayxu Poccun ot Ne
1343 or 29.10.2020, yuebHBIM mIaHOM, OHOOPEHHBIM YUEOHO-METOJMUECKHM COBETOM
yHuBepcurera (3acefanue YMC ot 27.02.2024, nportoxoin Ne 03).

Pazpaborum(u):

Crapmmii mpenoaaBaTenb A
kadenpsl JUud® 5 JI. H. Briomenkosa

PaccMoTpeHo Ha 3acefaHun
Kadenps! 1okyMeHTOBEIEHUS, UCTOPHH U buocoduu ORI 0 MO0 £
AP Y A i P JokyMEeHTaUUOHHOE 0OecnieueHHe YIPaBIeHHS
Jlata, HOMep (0)5(0) IMoanuce [Hara, Homep o Tognies
NpOTOKONa 3aB. kKadempoit | 3aB. kadempoit NpOTOKONA PDSACTATEIN Saieiay
) : ? e coseTa COBET
30.04.2024 /A/ 03.05.2024
No 07 A. H. Kycrtores Z No 02 A. H. KycTbies //
CornacoBano:
3asenyromuii kapenpoit JNud, “ /"
KaH/I. ACTOPHY. HAayK, JOICHT A. H. Kyctpmes

PyxoBoaurens OINOII,
3aB. kadenpoit INud,
KaHJ[. ICTOPUY. HAYK, JIOIIEHT

A. H. Kycteimes




AHHOTaIUs IPOTPaMMbI
yueOHOl (03HAKOMUTEIbHOI) MPAKTHKH

eanb yyeOHONH NMPAKTHKM - IMOJyYEHHUE IMEPBUYHBIX MPOPECCHOHANBHBIX YMEHHH M
HaBBIKOB, B TOM 4YHCJI€ TEPBUYHBIX YMEHUW M HABBIKOB HAyYHO-HCCIIEIOBATEIbCKON
JESITEIbHOCTH.

3anaum y4eOHOM NMPAKTUKM:

— 3aKpelUIcHUE 3HaHUM, IOJYYECHHBIX IIPM IPOXOXKICHUH JucHUIUIMH [IpakTukym
«Pabora B ynpaBieHun aenaMny, «JIeKTPOHHbIN 0puCy, «/{0KyMEHTHAas TMHTBUCTHKAY.

— BBIIBJICHHE B3aUMOCBS3HM UH(OPMAIMU U IOKYMEHTA;

— BBISBJIICHUE CUCTEM JOKYMEHTALUH, (DYHKIIMOHUPYIOIIUX B OPraHU3AIIH;

— BBIABJIEHUE TEHAEHUMH YHUQHUKAIMM M CTaHJAPTU3ALUM, KaK OTIENbHBIX (opm
JIOKYMEHTOB, TaK U CUCTEM JOKYMEHTALIMH B LIEJIOM;

— 03HAaKOMJICHHE C COBPEMEHHBIMHU TPEOOBAHUAMU K IOKyMEHTaM;

— IIOJIy4ECHHE HABBIKOB aHAJIN3a JOKYMEHTOB;

— H3YYEHHUE BHJIOB CIYKEOHBIX JOKYMEHTOB, MCIIOJIb3YEMbIX B JOKYMEHTHPOBAHUU
JeSITeILHOCTH OPTaHU3aIuH, TOPSI0K M OCOOCHHOCTH MX COCTAaBIICHUS U 0(POPMIICHHUS.

— IIpaKTUYecKas TIOATOTOBKAa CTYACHTOB K M3YYCHMIO OCHOBHBIX CIEIMAJIBHBIX
mucuutuinH [paktukym «Pabota B cexperapuare», «MuHpopmarmonnsie TexHoioruud B 1OV u
ApXUBHOM JIEJIEY.

Y4yeOHasi NpakTUKA HaLeJeHa HA GopMUPOBaHNE KOMIIeTeHIMIA:

OIIK-3 — cnocoOeH NMPHUMEHSTh TECOPETUYCCKUE 3HAHUS JUIS PEIICHUS MOCTaBJICHHBIX
3a/1a4 B 00JIACTH JIOKYMEHTOBEICHUS U apXHUBOBEIICHUS;

I1K-1 — ciocoOen pa3pabaTbiBaTh M BHEIPSTH JOKAIbHbIE HOPMATUBHBIC aKThI B 00JIACTH
YIIpaBIE€HUA JOKYMEHTAMU OpraHU3aliy;

[1K-2 — ciocobeH opraHu3oBaTh TOKyMEHTHPOBAHUE JESATEILHOCTH B OpraHU3aIluy;

I1K-3 — cniocobeH opraHu30BaTh TOKYMEHTOOOOPOT B OPraHU3AIINN;

ITK-5 — cnocob6en ocymiecTBIATh HHDOPMAIIMOHHO-CITPABOYHYIO padOTy ¢ JOKYMEHTaMHU
OpTraHH3aInH;

[IK-7 — criocobeH opraHu30BaTh XpaHEHUE JOKYMEHTOB B OpraHM3AIMH U Mepenady el
Ha apXUBHOE XpaHEHUE.



1. IEJIX YYEBHOM (O3HAKOMMTEJBHOMN) TPAKTUKHA

OcHoBHasl 1e/Ib Y4eOHOW MPaKTHKH (O3HAKOMHTEIBHOM) — IOJy4CHHE TEePBUUHBIX
po)eCCHOHAIIBHBIX YMEHUN U HABBIKOB, B TOM UYHCJIE MIEPBUYHBIX YMEHUH M HaBBIKOB HAy4YHO-
HUCCJIENOBATEILCKON NeATEIHLHOCTH.

2. 3AJIAYM YUYEBHO# (O3HAKOMUTEJBbHON) IPAKTUKHA

B 3a0auu cmyoenma npu npoxoscoenuu npaxmuxu 6xooum:

— 3aKpeIUICHHE 3HAaHWUW, MOJYYEHHBIX MpPU MNPOXOXKACHUM JUcUUIUIMH: HopMsbl
MPAaBOMUCAHUSI B YIPABIEHYECKHX JOKYMEHTaX, <«DIEKTpOHHbI oducy», «JlokymeHTHas
JUHTBUCTUKAY; JloKyMeHTOBEICHUE.

— BBISIBJICHHE B3aMOCBSA3U UH(POPMAIUHN U JOKYMEHTA;

— BBIABIICEHUE CHCTEM JOKYMEHTAIUH, PYHKIIMOHUPYIOIINX B OpTaHU3AIIHH,

— BBIABIICHUE TEHJCHIMM yHU(DHUKAIMU U CTaHIApPTH3AIUH, KaK OTAEIbHBIX (GopMm
JIOKYMEHTOB, TaK U CUCTEM JIOKYMEHTALUH B LIEJIOM;

— O3HAKOMJICHUE C COBPEMEHHBIMH TPEOOBaHUSAMU K JOKYMEHTaM;

— TMOJYyYECHHUE HABBIKOB aHAJIN3a JOKYMEHTOB;

— W3y4YeHUE BUJOB CIYXKEOHBIX OKYMEHTOB, HCIOJIb3YEMbIX B JIOKYMEHTHPOBAHHH
JESTSIIbHOCTH OPTraHU3alliH, MOPSIIOK U OCOOCHHOCTH UX COCTABJICHUS U O(POPMIICHUS.

—IMpaKTHUYeCcKasi MOATNOTOBKAa CTYJEHTOB K H3YYEHHUIO OCHOBHBIX CIIELIMAIBHBIX
muctuminH [Ipaktukym «PaGorta B cekperapuare», Undopmannonnsie Texnonoruu B 0OV u
ApXHBHOM JIEJI€.

3. BUJ ITPAKTUKH, CI1IOCOB, POPMA (®OPMbI) U MECTO EE TPOBEJIEHUSA

VYuebnas (03HaAKOMHUTENbHAS) MPAKTHKA SBISETCS YacThIO OCHOBHOW 00pa30BaTE/IbHOMN
IIPOrpaMMBbI ITIOATOTOBKH CTYAEHTOB I10 HAIIPaBJIEHUIO MOAr0TOBKH 46.03.02 JlokymMeHTOBeIeHNE
U apxuBoBenieHue. [IpakTrka peannusyercss B COOTBETCTBUU C YUEOHBIM IIJIAHOM.

®dopma npoBeneHNs IPAKTUKN — TUCKPETHAS.

VYyeOHasi mpakTHKa IPOBOAUTCS B OpPraHU3alUsAX B COOTBETCTBMM C JOTOBOpamMH 00
OpraHu3allil M NPOBEIEHUM MpakTUKH oOyuarommxcs. CrnocoObl NpoBeleHHs y4eOHOH
MPAKTUKHU — BbIE3JHAs], CTAllMOHAPHASI.

Jis U1 ¢ OTpaHUYEHHBIMH BO3MOXHOCTSIMM 370POBbS BBIOOD MECT MPOXOKICHUS
MPAKTHK JOJKEH YUYUTHIBATH COCTOSIHUE 37]0POBbS U TPEOOBAHUS MO JOCTYITHOCTH.



4. IEPEYEHbDb IINTAHUPYEMBIX PE3YJIbTATOB OBYYEHUA I1PU
IMPOXOXJIEHHUU ITPAKTUKHA

w/n Conepxkanue (GOpMUPYEMBIX KOMITETCHITHI WNHnexkc koMneTeHiuit

Obwenpogeccuonanvhvie KOMnemeHyuu

1 Cnocoben IMPUMCHATH TCOPCTUICCKUC 3HAHUA AJId PCIICHU MOCTABJICHHBIX 3a1a4 OIIK-3
B 00J1acTH JOKYMCHTOBCACHUA U apXHUBOBCACHNA

IIpogeccuonanvhuvle Komnemernyuu

2 CrniocobeH pa3pabaTbIBaTh M BHEAPATH JIOKAIbHBIE HOPMATUBHBIE aKThl B K-1
00JIaCTH yNpaBJICHNUS JOKYMEHTAMHU OpraHu3aliuu

3 | Cnocoben  opraHu3oBaTh  JIOKYMEHTHPOBaHUE  JICATCIBHOCTH B IK-2
OpraHu3aluu

4 CriocoOeH OpraHu30BaTh JOKYMEHTOOOOPOT B OPraHU3aIluu IK-3

5 CriocoOeH  OCyIIECTBIATH, HWH(POPMALMOHHO-CIIPABOYHYI0  paboTy ¢ [K-5

AJOKYMCHTAMHU OpTraHU3aluu

6 CriocobeH opraHu3oBaTh XpaHEHHWE IOKYMEHTOB B OpraHu3alid | [K-7
nepenady JIeN Ha apXUBHOE XpaHCHHE

[To OKOHYAHWHU MPOXOXKICHHS y4eOHOW (O3HAKOMHTEIBHOM) MPAKTUKU OOYYaIOIIHIACS
JIOJIKEH TOCTUYD CIIEYIOIIUE Pe3yIbTaThl O0yUeHUs:
3HamMb.
- TEOPETUYECKHE OCHOBBI B O00JIACTH JOKYMEHTOBEACHUS, apXHUBOBEICHUS U
apXMBHOTO JieJia
- METOJUKY PabOTHI U MpaBUiIa MOJATOTOBKHA TEKCTOB YIIPABICHYCCKUX JOKYMCHTOB
U JICJIOBBIX MIHCEM
- MpaBUJia OpraHU3alMi BCEX STamoB pPaOOTHl C JOKYMEHTaMH, B TOM 4YHCIIE
ApXUBHBIMH JIOKYMEHTaMU
- 3aKOHOJATENFHYI0O ¥ HOPMAaTHBHO-METOAMYECKYI0 0a3y uH(GOpMaIMOHHO-
JIOKYMEHTAIMOHHOTO 00eCTieueHus yIPaBICHHS U apXUBHOTO JieNla U CMEKHBIX OTpaciieit
— MPUHITUIIEI 1 METObI YIOPSAOUYEHUS COCTaBa JOKYMEHTOB U MH(POPMAIMOHHBIX
IOKa3aTesen
ymemny.
—TPUMEHSATh HCCIEAOBATEIbCKUE METOJbl TPH PEHICHUU MPAKTUKO-OPUEHTHUPOBAHHBIX
3aJlaHUuU
—TPUMEHSATh METOJIUKY U TIpaBuja MOJTOTOBKH YIPABICEHYECKUX TOKYMEHTOB U BEICHUS
JIEJIOBOM ITEPEIUCKHU.
—TIPUMEHATH TpaBUiia OpPraHU3allMK BCEX JTANoOB padOTHI C JTOKYMEHTaMH, B TOM YHCIE
apXUBHBIMH IOKYMEHTaMHU
—OpUEHTHUPOBATHCS B MPABOBOM 0aze MH(OOPMAIMOHHO-TOKYMEHTAIIMOHHOTO 00eCTICUeHMSI
YIPaBJICHUS U aQpXUBHOTO JIeja ¥ CMEXKHBIX 00acTei
—IpPUMEHATh TNPUHLUUIBI W METOAbl  YIHOPSAIOYEHHS COCTaBa JOKYMEHTOB U
WH(OPMAIIMOHHBIX MTOKa3aTenen
gnadems:
—CTMOCOOHOCTHIO UCTIOIH30BATh TEOPHIO JIJIS MOTYUYCHHSI MPAKTUYECKOTO Pe3yabTaTa
—CTMOCOOHOCTBIO HCMONB30BaTh MpaBWIa TMOATOTOBKHU YIPABICHUECKUX JIOKYMEHTOB U
BEJICHUS JIEJIOBOU MEPENNCKU
—HaBBIKAMHM OpraHU3allMd pabOTHl C JOKyMEHTAaMH, B TOM YHCJIE apXUBHBIMU
JIOKYMEHTaMH Ha pa3HbIX dTarax




—HaBBIKAMH HCIIOJIb30BAHMS 3aKOHOJATENFHOM W HOPMAaTHBHO-METOAMYECKON 0a3oi
WH()OPMAITMOHHO-TOKYMEHTAIIMOHHOTO O0CCIICYCHHST YIPaBJICHUS W apXWBHOTO Jena |
paBOBOU 0a3bl CMEXKHBIX 00JacTeil Ha MPAaKTHUKE

—HaBBIKAMH YIOPSAIOYCHHSI COCTaBa JIOKYMEHTOB M HMH(OPMAalMOHHBIX TOKa3aTejed Ha
OCHOBE COOTBETCTBYIOIMX MPUHIIUIIOB U METOJIOB

5. MECTO YYEBHOWM (O3HAKOMHWTEJIbHOIN) IPAKTUKH
B CTPYKTYPE OOII BO

VueOHasi (03HAKOMHTENbHAsI) MpakTUKa BXOIUT B Oyiok 2 «[Ipaktuku» B cocTaBe
y4eOHOro IjJaHa OCHOBHOM 00pa3oBaTeIbHOM MPOrpaMMbl IO HANpaBIECHUIO IOArOTOBKU
46.03.02 JlokyMeHTOBEJCHHE U apXUBOBeIACHHE, NMPpoduib «/loKkyMeHTaMOHHOE obecrieueHue
ylpaBiieHUs», KBanudukanus: 6akanasp.

[IpakTuka Ga3upyeTcss Ha 3HAHWUU CIEAYIOUMX AUCHUILTNH: HopMbl mpaBommucaHus B
YIPaBJIEHYECKUX JIOKYMEHTaX, «OJEeKTPOHHbIH oduc», «JloKyMEeHTHas JUHITBUCTHKAY;
JlokymeHTOBEICHHE.

6. OBBEM IIPAKTUKU B 3AYETHBIX EJMHUIIAX U EE
IMPOAOJIKUTEJIBHOCTD

[IponoKUTENBHOCTS TIPAKTUKU cocTaBisieT 2 Heaenu, 108 yacoB, 3 3.e., corjacHO
y4eOHOMY TUIaHY.

DopMa KOHTPOJIS
(3auer, 3a4er ¢
OIICHKO, IK3aMCH)

B ToM uucne

Cemectp
Bcero yacos
Bcero koHT.

4acoB
CPC
KouTponb

AK u3 KIIp

O4HO-3209HOE 00yUCHHE

4 108 2,2 0,2 - 2 105,8 - 3ager

HUTOIo 108 2,2 0,2 - 2 105,8 -

7.COAEP KAHUE MNPAKTUKHU

TpynoeMKocTb DopMBbI TEKYLIETO

OTansl NPaKTHKH Coneprxanue
(B yacax) KOHTPOJISA

1 | IoaroToBUTENBHBIH JloBenenue 10 oOydaromuxcs 3aaHuil Ha 6 CobecenoBanue
IMpaKTuKy, BHUI0B OTUYCTHOCTHU mo
NpaKTHKE; COTJIACOBAaHME  IIPOTrPaMMBbI
NPaKTUKK; O3HAKOMJICHHE O0YYalOIUXCs
C  CcomepKaHMeM M Crenu(pukon
JIeATeIbHOCTH OPTaHU3allH; MHCTPYKTaXK
10 TEXHHWKE OE30MacHOCTH M MpaBHIIax
BHYTPEHHEI0 TPYAOBOTO  pacIopsIKa;
3HAKOMCTBO C OpraHu3anuel, npoduiem
JACATCIBHOCTH, YCIOBUAMUA
(yHKIMOHUPOBAHUS XO3SICTBYIOILETO
cyOBeKTa.

2 | OcHoBHO# Coop wu 00OpaboTKa JIUTEPATYPHOTO 66 CaMOKOHTPOJIb
Marepuana; HW3ydeHHue OOIMX YCIOBHU
ACATCIIBHOCTHU OopraHusanuu - 68.3])1
MPAKTHKH: HaMMEHOBAHUE, Lelb
CO3/JIaHUs, OpPraHU3alHOHHAS CTPYKTYPA,
BHETITHSISI u BHYTpPEHHSIS cpena
OpraHHU3alliy, oTpacieBast
MPUHAJICKHOCTD, BHUJBI JIEATEIHHOCTH;
OpraHM3al[MOHHO-TIpaBoBast  ¢dopMa




(dopma cobcTBeHHOCTH; cOOp U 00paboTKa
SMITMPHYECKOTO  MaTepuaja  COIJIACHO
3a1aHHI0 NPaKTUKH (Hammpumep,
O3HaKOMJICHHE c CHCTEMaMH
JOKYMEHTALHH, NPUHATHIMA B
OpraHM3alMd M OCOOCHHOCTSIMH BEICHHUS
JICTIOTIPON3BOJICTBA).

3 3aKIIIOYATETBLHBIH O0paboTka HaHHBIX B COOTBETCTBHUH C 36 3ammra oTdyeTa
MOCTAaBJICHHOM 3ajJayei, aHaJlIM3, OICHKA,
HMHTEPIPETANUs TOTYUCHHBIX PE3yIbTaTOB
u 00OCHOBaHHE BBIBOAOB; IIOAIOTOBKA
oTyeTa MO  TPAKTHKE C  Y4eTOM
TpeOOBaHUI  HacTosiel  NpOorpaMMbl

MIPAKTUKH; 3amuTa oTyeTa o
MPOXOX/ICHUU  HPAKTHKU, MOJyYCHUE

OIIEHKH.

HUTOTI'O 108 3auer

[IpakTrka opraHu3yercsi ¥ MPOBOAUTCS B MOJHOM COOTBETCTBUM C YTBEP)KICHHBIM Y4EOHBIM
rtaHoM. Be10op 6a3bl PaKTHKU OCYIIECTBISIETCST 00YJAIOIIMMCS 110 COTIIACOBAHUIO ¢ Kadeapoil.

ba3a mpoxoxIeHus NpakTUKU M 3aKPEIUICHUE PYKOBOJIUTENS MPAKTUKU OCYILECTBIIACTCS
npukasoM no YI'TY.

ITpu ompeneneHny MecT MPAKTUKU JUI UHBAJIMJOB U JIMLL C OrPAHMYEHHBIMH BO3MOXKHOCTSIMU
30pPOBbSI HEOOXOMMO 00S3aTENILHO YUUTHIBaTh PEKOMEHAIMH MEIHKO-COIMAIbHON 3KCIEPTHU3HI,
OTP@XEHHbIE B WHIMBHIYaJbHOM IporpamMme peaOWIMTalMyd WHBAINWAA, OTHOCUTEIBHO
PEKOMEH/IOBaHHBIX YCIIOBHI M BHJOB TPY/Ia.

8. DPOPMA OTYHETHOCTMU 110 IPAKTHUKE

[IpakTika MpoOBOIUTCS B COOTBETCTBUH C JIOTOBOpaMU OO0 OpraHM3allvd U MPOBEIACHUU
NPAaKTUKU 00yYaromuXcs.

[Iprem oT4eToB Mo yueOHOU MPaKTHUKE MPOBOJUTCS IO OKOHYAHUHU IPAKTUKH.

ITncbMeHHBI OTYET O MPOXOXKACHNUU MTPAKTUKHU TOJDKEH COJIEPKATH CIEAYIOLIME IaHHbIE:

1. kparkas xapakTepUCTHKa MpPEINpPHUITHS, €r0 CTPYKTYypa, QYHKIHMHM MOAPA3JIEICHUN,
OCHOBHBIE HaIIPaBJICHUS JEATEIBHOCTH;

2. XapaKTepUCTHKa HOPMATHBHO-METOJINYECKOI 0a3bl OpraHn3aIny;

3. XxapakTepucTHka o(opMIIeHUs JOKYMEHTOB B OpraHM3aluu (Ha MpUMepe OJHOU U3
CUCTEM JJOKYMEHTAllM1, BO3HUKAIOLIUX B ITPOLIECCE JIEATEIHHOCTH OPraHU3allNN );

4. XapakTepUCTHUKa  CTEMEHW  OCHAIICHHOCTM  OpraHu3ald  COBPEMEHHBIMHU
TEXHUYECKUMU CPEICTBAMHM M  HH(OPMALMOHHBIMH  KOMIBIOTEPHBIMH  TEXHOJOTUSMU
o0ecrieyeHns yrpaBlIeHY€CKOH e TeTbHOCTH.

OTuér O NPOXOXKAECHUU MPAKTUKH JOJKEH COCTaBIATHCS OOy4arolmMMCs MO Mepe
POXOXKICHUS KaXKI0T0 3Tana (pasiena) NpakTUKU U 0(OPMIIATHCS COTTIACHO HMKEU3II0KEHHBIM
TpeOOBaHUSM.

TpeboBanust k 0pOPMIICHHIO TEKCTa OTYETA IO MPAKTHUKE.

TexkcT oTdera MO MpaKTHKE JOJDKEH OBbITh IMPEICTaBiIeH B MAIIMHONUCHOM BHJIE (Ha
nucueil 6ymare pasmepoMm A4 uepe3 1,5 unrepBana, ¢ momsMmu: npaBoe — 10 MM, BepxHee U
HiwkHee — 20 MM, j1eBoe — 30 MM.

IIpu HabGope TeKcTa Ha KOMIBIOTEpE HEOOXOAMMO HCIIOJIBb30BaTh OCHOBHOW MIpU(DT
«Times New Romany», BbelpaBHUBaHME a03alia MO LIMPUHE, ABTOMAaTHYECKYIO PACCTaHOBKY
nepeHocoB cioB. L[Ber mpudra 1omkeH ObITh YepHBIM, BbICOTA OYKB, LMD U IPYTUX 3HAKOB -
kernb 14. [lomyxupHslii mpudT He TpUMEHseTcs. 3aroJIoBKH TaOJuIl, JUarpaMMm U PUCYHKOB
neyaTatb 4epe3 OJMH HMHTepBald. AO3alHBIA OTCTYN paBeH 5 OyKBEHHBIM 3HaKaM, IedaraTh
HE00XO0UMO C IIECTOro OyKBEHHOTO 3HaKa (OTCTYI epBoi cTpoku — 1,27 cm).




OO0Bém oruera mo mpaktuke 12 - 25 crpanun. KauecTBo HameyaTaHHOTO TeKCTa U
obopMmIIeHHUsT WIUTIOCTpanuii, Tabmui, pacrnedatok ¢ [IOBM  nomkHO — yaOBIETBOPSTH
TpeOOBAaHUIO UX YETKOTO BOCIIPOU3BEICHUS.

damuinu, Ha3BaHUS SKOHOMHUYECKUX CYOBEKTOB U JIpyrHe UMEHA COOCTBEHHBIEC B OTUETE
[0 TPaKTHUKE NPUBOJAT Ha sA3bIKE OpUrMHajia. Jlomyckaercs TpaHCIUTEPUpPOBAaThH HMEHA
COOCTBEHHBIE U IPUBOJUTH Ha3BAHUS YIKOHOMHUYECKHX CyObEKTOB B IIEPEBOJIE HA SI3bIK OTYETA 110
IpaKTUKE ¢ To0aBiIeHueM (IIpY IEPBOM YIIOMHUHAHNHN ) OPUTHHAIBHOTO HAa3BaHUSI.

Ecnu crpanuna Tekcra oTyeTa MO MPAaKTHKE HE IOJHOCTHIO 3aHATA TaONMIEeH Wid
WUIIOCTpallMed, TO Ha HEl pa3MellaloT, KPOME TOro, COOTBETCTBYIOIIEE KOJUYECTBO CTPOK
TEKCTa, pacroiaraéMoro 3a TabJIuie WK WLTIOCTPALUEH.

HaumeHnoBanust CTpyKTypHbIX 3jeMeHTOB otueta 1o mpaktuke «COIEPXXAHUWE»,
«TPHUJIOXKEHUE» cnyxar 3arojioBKaMu CTPYKTYPHBIX 3JIEMEHTOB OTYE€Ta I10 IPaKTHKE.
3aroJ0BKH CTPYKTYPHBIX 3JIEMEHTOB HEOOXOMMO pacroyaratb B CepeInHe CTPOKU 0€3 TOUKH B
KOHIIE U [1eYaTaTh MPONUCHBIMU OyKBaMU, HE TOIYEPKHUBASI.

OcHOBHasl yacTb OTYETa MO IMPAKTUKE MOXKET JEJIUThCA Ha pasJienbl, MOApPa3ieibl U
nyHKTBL. [IyHKTBI, Ipu HEOOXOAMMOCTH, MOTYT JETUTHCS Ha MOAMYHKTHL. [Ipu nenenun texcra
OTYeTa IO MPAKTHKE HA MyHKTHI M MOAIYHKTHl HEOOXOIUMO, YTOOBI KaXKIBIH MYHKT COIEpKall
3aKOHYeHHYI0 uH(popManuioo. HanMmeHOBaHUS TMOJNYHKTOB, KaK W TEKCT, II€4aTaloTCs
CTPOYHBIMHU OYKBaMH.

®opma UTOrOBOTO KOHTPOJIA MO MPAKTUKE — 3a4ET C OLIEHKOH.

He npenocraBnenue ordera, Kak U MOJyY€HUE HEYAOBIETBOPUTEIBHON OLIEHKH 10 UTOTaM
MPAKTUKU SBIISETCS HEBBINOJHEHHEM MPOTrpaMMbl OOYYEHHs, CUUTAETCS aKaJIeMHYeCKOU
3a/I0JKEHHOCTBI0, KOTOPYI0 HEOOXOAMMO JIMKBUJIMPOBAaTH JUIsl IOJy4YEHUs JIOMyCKa K
MPOXOXKACHUIO UTOTOBOM aTTECTAIIUH.

PykoBozcTBO M KOHTpOJb HaJ MPOXOXKICHUEM MPAKTUKU BO3JIaraercsi Ha pyKOBOJIUTEIS
MPaKTUKK, Ha3HA4YeHHOro Kadenapoil. PykoBoauTens mnpakTHKU OT Kadeapbl BBITOIHSIET
cnenyromue GyHKINH:

— YCTAaHABIIMBAIOT CBS3b C PYKOBOAMUTEISAMH MIPAKTUKU OT OpraHU3allii, COBMECTHO ¢ HUMH
COCTaBJISIOT paboyyl0 MPOrpaMMy IMPOBEIEHUS MPAKTUKH, COCTABICHUS OT3bIBa, HAHCAHUS U
3alUThl OTYETA 110 IPAKTHKE;

— pa3pabaThIBalOT TEMAaTUKY HWHAMBUAYAJIbHBIX 3aJaHUM C Yy4EeTOM CHEUUPUKU
JESATEIIBHOCTH OpraHu3aluy;

— OCYILIECTBJISIIOT KOHTPOJIb 32 COOJIIOJIEHUEM CPOKOB MPAKTUKU U €€ COAECpKAHUEM;

— OpraHusyeT coOpaHHe IO IPAKTUKE;

— KOHCYJIbTHpPYET OOy4arollerocs Mo BCEM BOIIPOCAM MPAKTUKH, BKIIOYas BbIIOJHEHHE
NPaKTUYEeCKOM  3ajJaud Ha  Marepuanax  OpraHu3aluu-0a3bl  MPAaKTUKH,  OKa3bIBAIOT
METOJMYECKYI0 MOMOIb O0yYarolmMMCs MPU BHINOJHEHUH UMM HHAWBUIYaJbHBIX 3aJlaHUN U
cbope MaTepHasos;

— KOHTPOJIMPYET BBINOJIHEHHE IUIaHAa M IPOBEPSIET KayecTBO pabOThl 00ydarollerocs BO
BpEMSI IPOXO0XKICHUS TPAKTUKH;

— OCYIIECTBJISIET MPUEM OTUETOB, KOHTPOJIUPYET UX KaYeCTBO M OLICHUBAET BBHIMIOJHEHHYIO
paborty.

OO6yyaromuiicst BO BpeMsl MPOXO0KIEHUS MPAKTUKK 00sI3aH:

— coOmofaTh JCWCTBYIOIIME B OpraHM3allid, YYPEeKICHWUM TpaBUia BHYTPEHHETO
pacropsiika, TEXHUKU 0€3011acCHOCTH, OXPaHbI TPY/Ia;

— U3YUYUTh BECh KOMIUIEKC BOIIPOCOB, CBSI3aHHBIX C JIEATEIBHOCTHIO OpraHU3allY;

— CaMOCTOSITENIbHO M TpU HEOOXOJUMOCTU C MPHUBJICYECHHEM PYKOBOJIUTEINS NMPAKTUKH OT
0a3bl BBIIOJHATH pabOTHI, IPETYCMOTPEHHBIE TIAHOM;

— PEryJsIpHO MPOXOAUTH cOOECEIOBaHUS C PYKOBOAUTEIEM MPAKTUKHY;

— coOupath, aHAJTU3UPOBATh U CUCTEMATU3UPOBAThH MPAKTHUECKUI MaTepUat;

— TOTOBUTH OTYET O MPOXOXKJCHUU TMPAKTUKH M CBOEBPEMEHHO CJaBaTh Ha IPOBEPKY
PYKOBOIMTEISM OTIENbHBIE €70 Pa3IeNbl B COOTBETCTBUU C IIJIAHOM;



CpPOKH;

MOCJIC OKOHYAaHHA TPAKTHKU TMPCACTABUTE PYKOBOAUTCIIIO HUCbMEHHBIN OTYCT,
obopmiieHHBIH B cooTBeTcTBHHM ¢ TpeboBanusiMu ['OCTa M 3amMTUTL €ro B YCTAaHOBJICHHBIC

— nopaboTaTh MpU HEOOXOAMMOCTH OTUYET IO MPAKTHKE, B COOTBETCTBUU C TPEOOBAHUAMHU U
MpEANUCAaHUSIMU PYKOBOIUTEIIS;

— BBINOJHATH YKa3aHUs PYKOBOJUTENIEH IPAKTUKHU OT Kadeapsl U OT 0a3bl MPAKTHKY;

— HECTH OTBETCTBEHHOCTh 32 BBINOJNHSAEMYIO paboTy U ee pe3yiabTaThl HapaBHE CO
HITATHBIMH PaOOTHUKAMU;

— CTPOr'0 BBIIMIOJIHATE CPOKH U PCIIIAMCHT IMMPOXOKACHUA IMTPAKTUKH.

9. IEPEYEHDb YUYESHOM JINTEPATYPBI U PECYPCOB CETU «AHTEPHET»,
HEOBXOJUMBLIX JJIA ITPOBEAEHUSA ITPAKTUKH

YIPaBICHYECKHX APXUBHBIX JTOKYMEHTOB, 0Opa3yOLIMXCS
B IIpoIecce MAEATENFHOCTH TOCYAaPCTBEHHBIX OpPraHOB,
OpraHOB MECTHOTO CaMOYIPABJICHHS W OpTraHU3AINiA, C
yKazaHHEM CpOKOB XpaHeHus" (3aperucTpupoBaHo B
Mumntocte Poccrn 08.09.2010 N 18380)

NoNe Bun Ton Kon-Bo 3k3. B
ABTOp ¥ HAMMEHOBAHHUE
-1 mocoous U3JIaHuUS OnOIHOTEKE
a) OCHOBHasl IUTepaTypa:

OJI-1 | JlokymMeHTalMoHHOE obecrieueHne yIpaBIeHUS Y11 2019 http://znanium.co
(menmonpou3BoaCTBO) : yuebd. mocobue / T.A. brikosa, T.B. m/catalog/product
Kysuenosa, JI.B. CamkuHa; mox  oOm,.  pei. /1016098
T.B. Ky3nernoBoit. — 2-¢ usm., nepepad. u gom. — M. :

NH®PA-M, 2019. — 304 c.

OJI-2 | I'manuii E. B. JlokyMeHTaIOHHOE oOecrieueHHe yiI 2016 https://znanium.c
ynpasienusi: YuebHoe nocobue / I'mamuii E.B. - M.: ULJ om/read?id=1264
PUOP, HUL] UHD®PA-M, 2016. - 249 c. 7

OJI-3 | Yurakosa O. A. JlokymeHTOBeZieHHe: YueOHOoe mocobue / VII 2013 https://znanium.c
Virakosa O.A. - M.:HUIl UTH®PA-M, 2013. om/read?id=2160

12
0) ZONONHUTENBHAS TUTEpaTypa:

IJI-1 | Kymases, H. H. [okymeHToBencHME [DIIEKTPOHHBII v 2012 http://znanium.co
pecypc] : yueonuk / H. H. Kynses, JI. H. Ypanos, A. T. m/catalog/product
®abpuunoB; mox pexn. npod. H. H. Kynsesa. - M.: Jloroc, /469013
2012. - 352 c.

JUJ1-2 | JenompousBoacTBo: Yuebuuk / T.A. beikoBa, JL.M. Y 2013 http://znanium.co
Bsiiosa, JI.B. Caukuna; Ilog pen. T.B. Kysuemosoii. - 3 m/catalog/product
u3L., nepepab. u gomn.- M.:HULl UHOPA-M, 2013. - 364 c. /395908

JUJI-3 | O6 wuHpopmanuyu, MHGOPMALMOHHBIX TEXHOJIOTHIX W O Hp. CIIC
samute nHGopmarmn: @3 ot 27.07.2006 Ne149-D3 «KoHCynbpTanT+»

JJI-4 | TIpukaz MunkynsTypsl Poccun ot 25.08.2010 N 558 (pen. Hp. CIIC
or 16.02.2016) "O6 yrBepxmeHuu "llepedHss THIIOBBIX «KoHCcynbpTanT+»

1) Pecypcol cetn «HTEpHET:

http://www.consultant.ru/ - cipaBounas mpaBoBast CHCTEMaA
http://archives.ru/ - O¢punmaneHeli caiit @enepalbHOrO apXUBHOTO areHTcTBa PO



http://znanium.com/catalog/product/1016098
http://znanium.com/catalog/product/1016098
http://znanium.com/catalog/product/1016098
http://znanium.com/catalog/product/469013
http://znanium.com/catalog/product/469013
http://znanium.com/catalog/product/469013
http://znanium.com/catalog/product/395908
http://znanium.com/catalog/product/395908
http://znanium.com/catalog/product/395908

10.MEPEYEHb MH®OPMAIIMOHHBIX TEXHOJIOT A, UCITIOJIb3YEMBIX ITPHA
ITPOBEJIEHHUH ITPAKTUKH

VYyeOHast u Hay4yHas jureparypa aoctynHa B cuctemax ObC «3nanmym» u ObC YITY.
KomrbroTepHble JEMOHCTpAIMY 337a4 MPaKTHKH, CBOOOTHBIN JOCTYIl B ceTh VIHTEepHET, Hanu4ue
KOMIIBIOTEPHBIX ITPOrpaMM 00111ero HasHadeHus (cemeiictea Windows).

[Tpu moATOTOBKE OTYETA O POXOXKICHUN MPAKTHKH, KaK MPABUIIO, UCIIOIB3YIOTCS:

- makeT oducHbIX porpamm Microsoft Office: Microsoft Word, mporpamma jyist co3nanust u
npoBeeHus npe3eHTanuii «Microsoft PowerPointy;

- cipaBo4HO-TIpaBoBas cuctema «KoncynbrantlLmrocy,

JucrannmonHast (GopMa KOHCYJbTAllMid BO BpEMsl TMPOXOXKICHUS OTACIBHBIX JTarioB
MPaKTHKK IPeAyCMOTpeHa JijIs 00ydaronuxcs Bcex Gopm o0ydeHusl.

11. MATEPHAJIBHO-TEXHUYECKAS BA3A, HEOBXOJUMAS JJIA ITPOBEIEHUA
IMPAKTUKH

[TpakTnka TPOBOAMTCS B TOCYJAPCTBEHHBIX OpraHax (eaepaibHOro, PerHOHAIBLHOTO H
MYHUIIMNIAJBHOTO YPOBHEH; B YACTHBIX KOMIIAHUS U TOCYJApCTBEHHBIX YUPEKICHUSX; B
opranu3anusax BceX (opM COOCTBEHHOCTH, OCYIIECCTBIISIOIIMX CBOIO JEATEIBHOCTH BO BCEX
cdepax u oTpacisx.

B mepuon mpakTukyd 0O0y4aroniuiicss MOKeT OBITh 3a4MCIICH HAa BaKAaHTHYIO JTOJDKHOCTH
IIPH YCIIOBUH, 4TO paboTa HE MPOTUBOPEUUT TPEOOBAHUSAM MTPOTPAMMBbI IPAKTUKH.

3auncnenne OOYYaromeToCss Ha BaKaHTHYIO JOJDKHOCTH HE OCBOOOXKIAET €ro OT
BBITMIOJTHEHUSI POTPAMMBbI IIPAKTHKHU B TIOJTHOM 00BEME.

Jy1st IpOXOKaeHUs TPAKTUKH, KaK MPABUIIO, UCTIOIb3YIOTCS:

1. BBomnas nekuusa: KommbloTep, ocHameHHbli [0 obmero Ha3HaueHwus,
MIPE3EHTAIIMOHHAS TEXHUKA (IIPOCKTOP).

2. WNnpuBunyanbHOEe 3amaHue / mpakTudeckas pabota: kommbeiorep ¢ [1O obmiero
Ha3HAYEeHHUS] M BBIXOJAOM B ceThb VIHTepHET, NPOU3BOJCTBEHHBINH Y4YacCTOK, OCHAIICHHBIN
HEOOXOMUMBIM OOOpYIOBaHHEM C Yy4YeToM CHenubuKd TPEeanpusThs U OpraHu3aluy,
MH(POPMAITMOHHO-TEXHUYECKUE PECYPCHI MPEINPUATHS — Oa3bl MPAKTHUKHU.

3. O3HakOMIJIEHME C CHUCTEMaMH JIOKYMEHTAllMM, HOPUHATBIMHU B OpraHU3alud H
O0COOEHHOCTSIMU BEACHHUS 1€I0NPOU3BOJICTBA.

4. Jlns mpoBeneHUs ~ 3alIUThl  OTYETa  HUCIHONB3YIOTCS  OOIICYHHBEPCHUTETCKHE
MYJIbTUMEINITHBIC ayAUTOPHUH.

12. OHJI OHEHOYHbBIX CPEACTB

@DOoHJ1 OLIEHOYHBIX CPEJCTB /ISl POBEACHUS TPOMEKYTOUHOM aTTeCTallii 00y4YaroIuXcs 0
npakTHKe npeacTtasieH B [Ipunoxkennn Ne 1.



[Tpunoxenue 1

MUHOBPHAYKHU POCCHUHN
denepanbHOE rOCyIapCTBEHHOE OI0DKETHOE
00pa3oBaTebHOE YUPEKIACHNE BBICIIETO 00Pa30BaHMS

«YXTHHCKHMH rOCYyAapPCTBEHHbIA TEXHUYECKUH YHUBEPCUTET
(YI'TY)

@akynbTeT S5KOHOMUKH, YIPABICHUA U HHPOPMAITMOHHBIX TEXHOJIOTUI

Kadenpa noxymenToBenenus, uCTopuu u ¢punocopuun

POH/I OHEHOYHBLIX CPEJICTB

YuyeOHast (03HAKOMHTE/IbHAA) IPAKTHKA

Hanpasnenue noarorosku: 46.03.02 JJokyMeHTOBEICHHE U apXUBOBEACHHE

HpO(i)I/IJ'IL IMOATOTOBKH: I[OKYMGHTEU_II/IOHHOG obecrnieucHue YHIpaBJICHUA

I'ox vagama moarorosku 2024



1.IlepedyeHb KOMIIETEHIMH M 3TaNbl UX (POPMHUPOBAHHUSA

Ko n HanmeHoBanne

Orarbsl GopMUpPOBaHUS
KoMIeTeHIH (ceMecTp/

JeckpunTopHBIE XapaKTEPHUCTUKN KOMITCTCHIINH

KOMITETEHIIMU (OCHOBHBIE TIPHU3HAKH)
pasjien/TeMa JUCIUITHHEI)
OIIK-3 Cemectp 2 3name:
Crioco0eH MpUMEHSTh [ToArOTOBUTEBHBIH, TEOPETHKO-METOI0JIOTMIECKUE OCHOBBI

TEOPETHICCKUE 3HAHUS IS
peIICHHS TOCTABICHHBIX
3a1a4 B o01acTu
JIOKYMEHTOBEICHUS U

OCHOBHOM, 3aKIIOUUTEIbHEIN
JTaIbI

JIOKYMEHTOBEACHHS U apXUBOBEACHHUS
Ymemn:

MPUMEHSTh TEOPETUUECKUE 3HAHUS [Tl PEIICHHUS
IMOCTaBJIECHHBIX 3a7a4 B 00/1aCTH

apXHUBOBEICHUS JIOKyMEHTOBEJCHHUS W apXUBOBEACHUS
Braoems:
HaBBIKAMHU PIMEHEHUS TEOPETHYECKNE 3HAHMA
MIPU PELICHUN 33134 JOKyMEHTAIIHOHHOTO
oOecrieueHns YIPaBICHNS U apXUBHOTO JeIa B
OpraHM3aIu
[K-1 Cemecrtp 2 3HaTh: COCTaB, MPaBUIIa U MOPAJOK COCTaBICHUS
CrocobeH pazpabateiBaTh U | IloATrOTOBUTENBHBIH, 1 o(hOpMIICHHUS JIOKAJIbHBIX HOPMATHBHBIX aKTOB
BHEJIPSTH JIOKQJIbHBIE | OCHOBHOM, 3aKJIIOYUTENBHBIN | OpraHu3aluu o JOKYMEHTAI[IOHHOMY
HOPMaTHBHbBIE aKThI B | JTasbl obecIeueHHIO.
obnactu yIIpaBJICHUS YMeTh:  aHalU3UpoOBaTh, pa3pabareiBaTh U

JAOKYMCHTAMH OpraHU3aliuu

oopMIISATh JIOKaIbHBIE HOPMATHUBHBIC AKTHI IO
JIOKYMEHTAI[IOHHOMY 00eCIIeUEHHIO.

Bnaners: HaBbIKAMH  NPOBEJCHHUS — aHAH3a
JIOKAILHON HOPMAaTHBHOW 0a3bl OpraHu3allvy,
pa3paboTku  ©U  OQOPMIICHHS  JIOKAJIbHBIX
HOPMATHBHBIX aKTOB IO JOKYMEHTAI[HOHHOMY
o0eCIeueHuIO.

IK-2

Cnoco0eH opranu3oBath
JOKYMCHTHUPOBAHUEC
JACATCIBHOCTH B OpraHnu3anuun

Cemectp 2
[ToaroToBUTENBHBIH,
OCHOBHOM, 3aKTIOUUTEIIHLHBIN
OTallbl

3HaTh: IpaBUJIa COCTABICHUS U 00IIUe
TpeboBaHus K 0pOPMIICHHIO Pa3JIMYHBIX BUJIOB
YIPaBICHYECKUX JIOKYMEHTOB, TOPSIOK
(bYHKIIMOHUPOBaHUS MHPOPMAIMOHHBIX CHCTEM
JIOKYMEHTAaI[HIOHHOTO 00eCieYeH s YIIpaBJICHUS.
YMeTh: cocTaBisITh M 0QOPMIIAThH Pa3IHyHbIC
BUJIbI YIIPABICHYECKUX JOKYMEHTOB, IPUMEHSITh
KOHKpPETHBIE BUJIBI JOKYMEHTOB ISl peali3alliy
GyHKUUIA yrpasieHHs1, pa3pabaTbIBaTh
CTaHJaPTHl JOKYMEHTHPOBAHUS yIPABICHYSCKOH
JIeATEILHOCTH U TpeOoBaHMs K HH(OPMALIUH,
BKJIIOYAEMOU B JOKYMEHTBI OpTaHH3aLMH.

Brnanets: HaBBIKAMU OpraHu3aIyu
JIOKYMEHTHPOBAHHUS yIpaBJIeHIeCKOi
JISSITETIBHOCTH B OPTaHU3AIHH.
IK-3 Cemectp 2 3HaTh: MNPUHUMOB M METOIBl OpraHU3aLUuU
Criocoben opranu3oBath | [lonroToBUTENHHBINH, JIOKYMEHTO000pOTa B OpraHN3aINH.
JIOKYMEHTO000pOT B | OCHOBHOH, 3aKJIFOYUTEIIbHBIN YMeTb: NpUMEHATh INPUHLMIBL WU METOAbI
OpraHu3aIu JTalbl OpraHu3alx JOKyMEHTO000pOTa B
OpraHu3aIHH.
Bnanets: HaBBIKAMU OpraHu3aIyu
JIOKyMEHT0000pOTa B OpraHu3alyy.
IK-5 Cemectp 2 3HaTh: TEOpPETHUYECKYI0 0a3y M OCOOCHHOCTH
Cnocoben OCyIECTBIIATh | II0ArOTOBUTENBHBIH, OpraHu3aIu MH()OPMAIMOHHO-CIIPABOYHOH
nH(pOopManMoHHO- OCHOBHOM, 3aKJIIOYUTENBHBIN | pabOTHI C JOKyMEHTaMH OpraHU3alyy.
CIPaBOYHYIO paboty C | JTamsl YMeTh: IpUMEHSTh Ha MPAaKTUKE TEOPETHUECKYIO

JOKYMEHTaMH1 OpraHu3alun

6azy u OCYIIECTBIIATH OpraHHU3aIHIo
nH(pOpMaLMOHHO-CIIPABOYHOM paboTEI c
JOKYMEHTaMH  OpraHM3alnnyd, paboTaTh ¢
HCTOYHHKAMHU HH(OPMAIMH W CTPYKTYPHPOBATH
HHPOPMALHIO.

Brnaners: HaBbIKaMHU OCYIIECTBIICHHS
nH(pOpMaMOHHO-CIPAaBOYHON paboTsl c

JAOKYMCHTAMU OpraHU3al1H.




IK-7 Cemectp 2

Crocoben opranu3oBaTh | [1orOTOBUTENLHBIH,
XpaHEHUE  JIOKyMEHTOB B | OCHOBHOIM, 3aKJIIOUHUTEIbHBIN
OpTaHM3aINY W TIepeady el | JTalbl

Ha apXMBHOE XpaHCHUE

3HaTh: MNPUHLOUIBL ¥ METOIBl OpraHU3aluu
OTICPAaTUBHOTO  XpaHEHUsS  JOKYMEHTOB U
nepeaayn Jell A MOCIIeAYIOMero XpaHeH sl
YMeTh: TPUMEHATh NPUHIMIBI H  METOIBI
OpraHU3aINH OTICPaTHBHOTO XpaHEeHUS
JIOKYMEHTOB ¥ TIepeladd Jell IS TOCIeayIOMero
XpaHCHHS.

Bragets: MeTomaMu opraHu3alii ONepaTUBHOTO
XpaHEHUs JOKYMEHTOB U TMepelaud Jen s
MOCJIEAYIOIIET0 XPaHEHUSI.

2. ITacnopT (poHIa OLIEHOYHBIX CPE/ICTB

Konrponupyemsle .
Kon xoHTpOnmpyemoii
JMJIaKTHIECKHe dopma HaumMeHnoBaHue o1ieHOYHOTO
Ne mi/mt KOMICTCHINHY (MU e
€IMHMLIBI (pa3enbl, wacti) KOHTPOJIS cpencTBa
TEMBbI) JUCHUTUIUHEI
1 IToAroTOBUTENBHBIH, OIIK-3, IIK-1, TIK-2, TIK-3, | Otyer IIpumepHble BOMPOCHl IS
OCHOBHOW, [IK-5, TIK-7 3auer 3alUTHI OTYETA.
3aKITFOUUTEIbHBIN
9TaIbI

3. Iloxa3zarenn u KPHTCPHUHU OLICHUBAHUA KOMHeTeHIII/Iﬁ, OINMCaHHue IKAJI OHCHUBAaHUA

Pasznensr (aTam) Kommerenmun

ConeprkaHne pasjena (dtama)

OIIK-3, TIK-1, TIK-2,
IK-3, I1K-5, ITK-7

IToaroroBuTeEIbHBIN

1) Yuacrtre B yCTaHOBOYHOM COOpaHHH MO MPAKTHKE;

2) Onpenenenue 0a3sl MPaKTUKH;

4) CocrapneHue KaJeHIApHOTO IUIaHa NPAKTHKY;

5) Iloxy4yeHne HHCTPYKTaXka O TEXHHUKE 0e30MacCHOCTH U
NpaBUIIaX BHYTPEHHETO TPYIOBOTO PACIIOPSIIKA;

6) M3yueHne yupequTesbHbIX JOKYMEHTOB OpraHn3allty;
7) CocTaBieHHE CXEM, OTPAXKAIOIIUX IPOU3BOJCTBEHHYIO U
OpTraHHU3alOHHYIO0 CTPYKTYPY OpraHU3alnHy;

8) Ananus mopsiaka nHGOPMAIIMOHHOTO B3aUMOICHCTBUS U
JIOKyMeTO0000pOTa BHYTPH OpraHU3aLIUH;

9) AHanu3 HOPMaTHBHO-METOMYECKOM 0a30i yrnpaBjIeHYEeCKOM
JIeATEeIbHOCTH OpTraHU3alHUH.

OIIK-3, ITK-1, TIK-2,
TIK-3, TIK-5, TIK-7

OcHOBHOM

1) Usyuenume cocraBa W
(DYyHKIIMOHMPYIOIINX B OPTaHU3ALNH;
2) V3ydeHne CTPYKTYpBI YIIPaBICHUS OpraHu3aluen;

3) Mecro canyx6sr JJOY B ympaBieHYecKOd CTpPYKType
OpTaHM3aINH;

4) AHanu3 W XapaKTepHCTHKa O(GOPMIICHUS IOKyMEHTOB B
opraHu3anyy (Ha TpuUMepe OJHON M3 CHUCTEM JOKYMEHTAI[HH,
BO3HHKAIOIIUX B MPOIIECCE EATETLHOCTH OPTaHU3aIIH);

5) IIpoBeneHue nccaeI0BaHUs COTJIACHO 3a/IaHUI0 TIPAKTHUKHU. .

CUCTEM JAOKYMCHTAIWH,

OIIK-3, [TK-1, TIK-2,
TK-3, TIK-5, TIK-7

3aKII0YNTENbLHBII

1) [ToaroToBKa OTYETHOM JOKYMEHTAIIUH 110 UTOTaM MPaKTUKH;
2) llomyueHue OT3bIBA PYKOBOJUTENS  IPAKTHKH  OT
OpraHu3aIni;

3) CocraBienne u odopmieHHE
OKOHYATEJIbHOE 3aII0JIHEHUE THEBHUKA;
4) Cnmada oT4era [0 MPaKTHKE Ha Kadenpy;
5) 3amuTa OT4ETa MO MPAKTHKE.

oT4yeTa O IIPAKTHKE,

4. KoMNneTeHTHOCTHO-OpHeHTHpoBaHHbIe 3a1aHus (KO3)
ChopmupoBaHHOCTh KaXJOH KOMIIETEHLMH B paMKax MPOXOXKIECHUS NPAKTHKU

OLICHUBACTCA 110 IIKAJIC:

- HOpOFOBBIfI YPOBECHDB ABJIACTCA 00s13aTeJIbHEIM JJIs1 BCEX O6yanOHII/IXC$I 110 3aBCPIICHHUN

OCBOCHMUS ITPAKTUKH,

- TIOBBIIIECHHBIH  YPOBEHb

XapaKTepu3yeTcst

IMPEBBINICHUEM MHWHUMAJIBbHBIX

XapaKTCPHUCTHUK C(bOpMI/IpOBaHHOCTI/I KOMIICTCHI WU I10 3aBCPUICHUHN ITPOBCACHUSA TPAKTUKH.



MakcumanbHO BO3MOXHOM BBIPQXKEHHOCTbIO KOMIETEHIIMUM M Ba)KHBIM Kau€CTBEHHBIM
OPUEHTUPOM JIJIsi CAMOCOBEPIICHCTBOBAHUS MOKET SIBJIATHCS IPEBOCXOIHBIA YPOBEHb.

Kon
IloxazaTenn
KOMIIETEHI] [kana oueHNBaHUSA Kpurepuu oneHnBanus
. c(hOpMHUPOBAHHOCTH
OIIK-3 3nams: IToporoBorit yYpOBeHb | 3nams.
TEOPETHKO- (o0Os3aTeNBHBIN) o0IMe  TEOPEeTHKO-METONOJIOINYECKUe
METO 00T NYECKHE OCHOBBI OCHOBBI JIOKYMEHTOBEICHUS u
JIOKYMEHTOBEICHUS U apXUBOBEJCHUS
apXUBOBEJICHUS IloBbIIEHHBIN  YpOBEHb | 3Hamb:
(mo  OTHONIEHHIO K | TEOPETUKO-METOJOJOTMUECKHE  OCHOBBI
MIOPOTOBOMY YPOBHIO) JOKYMEHTOBEJICHUSI U apXUBOBEICHHS
Ymems: IToporosslit YpoBeHb | Ymems:
NPUMEHSTH TeopeTndeckue | (00A3aTeIbHBIN) MPUMEHATh  OCHOBBI ~ TEOPETHUECKHUX
3HAHWSA IS PEIICHUS 3HAHUH U1 PEICHHS IOCTaBICHHBIX
MOCTaBJICHHBIX 3a/1a4d B 3a7a4 B OOJNIACTH IOKYMCHTOBEACHHS M
obnactn apXMBOBEICHUS
JOKyMEHTOBEJCHUS U [oBbImeHHBI  ypoBeHb | Ymemu:
APXUBOBCIICHUA (o OTHOIIICHHUIO K | IpUMCHATh TCOPETHYCCKUC 3HAHUA UL
IIOPOTOBOMY YPOBHIO) pemeHuss  MOCTaBJIEGHHBIX  3a7ad B
obnacTu JIOKYMCHTOBEICHUS u
apXHMBOBEICHUS
Braoemy: IToporossbiit ypOBeHb | Bradems.
HaBBIKAaMU IIPUMEHEHUS (o0Os3aTeNBHBIN) HaBBIKaMU IPUMEHEHUS OCHOB
TeopeTHYEeCKHe 3HaHUs MIPU TEOPETUYECKUX 3HAHUH INpPH pPELICHUH
pelIeHnH 33124 3a7a4 TOKYMEHTalMOHHOTO 00eCIIeYeHNUs
JOKYMEHTAI[HOHHOTO YIIPaBICHUSI U ApXUBHOTO JIENa
obecreueHus ynpasieHus 1 | [IOBBIIEHHBIH  ypOBEHb | Baadems:
apXMBHOTO JIeIa B (Mo OTHOWIEHWIO K | HABBIKAMH IIPUMEHEHHS TEOPETHYECKHUE
OpTaHM3aIN IIOPOTOBOMY YPOBHIO) 3HAHMSA pu peneHnn 3a1a4
JOKyMEHTAI[HIOHHOTO obecrieueHus
yIOpaBJIeHUsT W apXUBHOTO JeJa B
OpraHu3aIyu
IK-1 3HaTh: cocTaB, npaBwiaa u | [Toporossrif yYpOBEHb | 3HATh COCTAB JIOKAJIBHBIX HOPMATHUBHBIX
HOPSJIOK  cocTaBiieHus: U | (00s3aTeNbHbII) AKTOB OPraHU3ALMH.
opopmiIeHHS ~ JIOKAJIBHBIX 3HaTh  MpaBHJa  COCTAaBJICHHUS U
HOPMAaTHBHBIX aKTOB oopmIleHHsT JTOKaIbHBIX HOPMAaTHBHBIX
OpraHu3aIyu o aKTOB, OMNPEACIIIIOINX TOPSII0K PabOTHI
JIOKYMEHTAI[HOHHOMY C IOKyMEHTaMH B OpPTraHHU3aLUH
obecrieueHuto. [ToBBIIEHHBIH YPOBEHD 3HaTh METOBI periJaMeHTanuu
(110 OTHOIICHHIO K JIeTIONPON3BOJICTBEHHBIX IIPOIIECCOB
IIOPOTOBOMY YPOBHIO)
YMmerts: aHanu3uposath, | [Toporoselil ypoBeHb YMeTs  aHaJM3UpPOBaTH  JIOKAIBHBIE
pa3pabartbIBaTh u | (00s3aTeIHHBIN) HOpPMAaTHBHBIC aKTBI o
oopmitsTh JIOKAJIbHBIE JOKyMEHTAI[HOHHOMY obecrieueHHIo
HOpPMaTHBHBIE  aKThl  II0 yIpaBJIEHUs] OpPTraHU3aLUN.
JIOKYMEHTAI[HOHHOMY IIpoBoauTH KJ1accu(UKaIuio
obecrieueHuto. nHpOpPMAIMK B COOTBETCTBHH  C
3a1auaMu JOKYMEHTAIHOHHOTO

obecrieueHns ynpaBlIeHUs] OPTaHU3aIiH.

IloBbILLIEHHBINH YPOBEHD
(TI0 OTHOIIEHUIO K
TIOPOTOBOMY YPOBHIO)

@opMynupoBaTh  NPEMJIOKEHUS IO
COBEPIIEHCTBOBAHHIO JIOKQJIbHBIX
HOPMATUBHBIX AaKTOB OpraHU3alUu II0
JOKYMEHTalUOHHOMY obecrieueHnIo
yIpaBJIeHUs 1 OOOCHOBBIBATh MX IIE€pe]
PYKOBOJCTBOM CBOEI0O IOAPa3CIICHUS.

Bnanets: HaBbIKaMu
MPOBEICHUS aHATHN3a
JIOKaJIbHOI HOPMAaTHBHOM
0a3bl OpraHU3aIiH,
pa3paboTku U 0ohopMIICHUS

IToporosslil ypoBeHb
(o0s13aTeTBHBII)

BianeTs HaBbIKaMH aHajn3a JOKaJILHOM
HOPMATHBHOW 0a3bl OpraHU3allH s
onpeeNeHus ee COOTBETCTBHUS
JIEHCTBYIOIIMM HOPMATUBHBIM MPABOBBIM
aktam Poccuiickoit  ®enepanuu 110




JIOKAJIBHBIX HOpMaTI/IBHbIX
aKTOB TI0
JIOKYMEHTAI[HOHHOMY
00€CIICUCHHUIO.

JOKYMEHTAllHOHHOMY o0ecreyeHuIo
yTIPaBICHUS
[loBbIILIEHHBIN YPOBEHD Bnanets HaBBIKOM OKa3aHus

(TI0 OTHOIIIEHHIO K
ITOPOTOBOMY YPOBHIO)

METOAMYECKYI0 MOAJNECPKKY M IIOMOIIb
pabOTHHKAM OpraHH3aLUK MO BOIPOCaM
JOKYMEHTAI[HOHHOTO obecrieueHus
YIPpaBJICHUS] OPraHU3alMEH.

IIK-2 3HaTh: MpaBwMiIa [ToporoBrrit ypoBeHB 3HaTh MpaBWIa COCTABIICHUS Pa3IMIHBIX
COCTaBIICHUS U 00IIIHe (oOs13aTETHHBIIN) BHJIOB yIIPABIICHYECKUX JOKYMEHTOB.
TpeboBaHus K 0popMIICHHIO Bungosoii  cocraB  ympaBleHYECKHX
pa3NUYHBIX BUAOB JIOKYMEHTOB OpraHHM3alluu.
YIpaBIEHYECKUX IToBblIIeHHBIN YPOBEHD 3HaTh TIPUHIUIIBL u METOIbI
JIOKYMEHTOB, MOPSAA0K (110 OTHOIIEHUIO K YIOPAJOYEHHUsI COCTaBa JOKYMEHTOB W
(yHKIIMOHUPOBaHUS IIOPOTOBOMY YPOBHIO) nH(pOpPMaMOHHBIX nokaszarenei
MH()OPMALMOHHBIX CUCTEM OpraHu3aluu.

JOKYMEHTAI[IOHHOTO 3HaTh KPUTEpUH OLIGHKM  KadecTBa
o0ecrieueHns yIpaBICHNUS. C0371aBaeMOil JOKyMEHTAIHH.
YMeTh: COCTaBIATh U IToporoBsslil ypoBeHb Ymerp  pabotatb ¢ ImabiIoHAMHU
0QOPMIISTh Pa3INIHBIC (o0s13aTETBHHBII) JOKYMCHTOB B HHPOPMAMOHHON
BUJIBI YIIPABIEHUYECKUX CHCTEME OpTaHU3alnH.
JOKyMEHTOB, IPUMEHSTh YMeTh TUpPUMEHSTH KOHKPETHBIE BHBI
KOHKPETHBIE BB JOKYMEHTOB Ul peanu3anuyl (QyHKIUH
JIOKYMEHTOB IS yIpaBJIEHUs B OpraHu3aluy
peanuzanuu GyHKIUH IloBbILIEHHBIN YPOBEHb YMeTh mpoBOIUTH YHH(UKALUIO (HopM
yIpaBlIeHus, (110 OTHOIIECHUIO K JIOKYMEHTOB, MPUMEHIEMbIX B
pa3pabaThIBaTh CTaHJAPTHL IIOPOTOBOMY YPOBHIO) yIpaBleH4YeCcKoi JIeSITeTbHOCTH
JIOKYMEHTHPOBaHUS OpraHU3aI|u.
YIPaBJIEHYECKOU YmeTs pa3pabaTeiBaTh TpeOOBaHUS K
JeATEIBHOCTH 1 uH(hOopMaLUH, BKITIOYaeMOMH B
TpeboBaHus K nHGOpManny, JOKYMEHTBl OpTaHW3alMd M CTaHJapThI
BKJTFOYaEMOH B JOKYMEHTEI JOKYMEHTHPOBAHHS yIpaBJIEHYECKON
OpTaHH3AIHH. JeATEIbHOCTH OpTraHM3allIH.
Bnanets: HaBbIkamMu | [ToporoBsIii ypoBeHb Brnanets HaBbIKaMu pa3pabOTKH
OpTaHU3aAINH (oOs13aTeTBHEII) YHA(DUIIUPOBAHHEIX (OPM JOKYMEHTOB,
JOKyMEHTHPOBAHUS HCTIONI3YEMBIX B IOKYMEHTALIHOHHOM
YIIpaBIEHYECKON o0ecIieYeHNH yIIPaBICHUS OpTaHU3alnH.
JIeSITETbHOCTH B Brnanets HaBbIKaMH CO3/1aHUS MIA0JIOHOB
OpraHU3aIHH. JOKYMEHTOB /I Pa3MEIICHUS B
CHCTEMaxX 3JIEKTPOHHOTO
JOKYMEHT0000pOTa OpraHU3aLHH.
IIoBbILIEHHBIN YyPOBEHD Brnagets  HaBeIKaMHM  BBIpAaOOTKH U
(110 OTHOIIEHHIO K HOJTOTOBKHU MPeIOKEHUH o
IIOPOTOBOMY YPOBHIO) pa3paboTKe TMPOCKTOB JOKYMEHTOB U
BHEJIPEHHUsT 3THX  NPEAJOXKEHHS B
JIOKaJIbHBIE HOPMaTHBHBIE aKTbI
OpTaHM3aIHH.
Bnanets HaBBIKaMH OpraHU3aLUH
palboTBl IO TMEpeBOJY B 3JIEKTPOHHBIN
BHJ JTIOKyMEHTOB U JOKYMEHTHPOBaHHOI
nH(popMaIUH, co3/1aBaeMoM B
OpraHu3aIvH.

IK-3 3HaTh: IPUHIUIEI U MeTobI | [ToporoBeril ypoBeHB 3HaTh mpaBuia paboOTHI ¢ JOKYMEHTaMH
opraHu3anuu (00Os13aTeTHHBIIN) OopraHu3alui, YCTaHOBJIEHHbIE ee
JOKyMEHTO00opoTa B JIOKaJbHBIMA HOPMATHBHBIMU aKTaMH.
OpraHHA3aluu. IloBbILLIEHHBINH YPOBEHD 3HaTe pacnpepeneHne (GYHKIUH |

(110 OTHOIIEHUIO K BOTIPOCOB JeSITeTbHOCTH MEXTY
IIOPOTOBOMY YPOBHIO) PYKOBOJACTBOM u CTPYKTYPHBIMH
NOJIpa3/IeICHUSIMH OPTaHU3aIHH.
VYMmers: npuMeHsTs | [loporosslil ypoBeHb YmerTs BBIIIOJIHATD pabory c
OPUHLOMIBL ¥ MeTozbl | (00s3aTeNnbHbIH) JOKyYMEHTaMH B paMKax MpoLexyp,
OpraHu3aIuu YCTAQHOBJICHHBIX B OpraHU3allku.

HOKyMCHTOO60pOTa B

Vmethb OpPraHn30BbIBATH BBaHMOﬂCfICTBI/IG




OpraHu3aluu.

oJIpa3 ieieHui OpraHu3anuu B
mnporiecce pa3pabOTKH W UCIIOTHEHUS
Pa3IMYHbBIX BUJOB €€ JIOKYMEHTOB.

[loBbIILIEHHBIN YPOBEHD YMeTh KOHTpOJIUPOBATH  BBHIINOJHEHUE

(110 OTHOIICHUIO K mpomenyp JABIDKEHHS H  00paboOTKH

[IOPOrOBOMY YPOBHIO) JOKYMEHTOB, HCTIOJNIB3yEMBIX B
JOKYMEHTAI[HOHHOM obecrieueHnn
YTIPaBICHUSI OPTaHU3ALIUH.

Bnanerts: HaBbikaMu | [loporoBblil ypoBeHb Bnanets HAaBBIKOM BEJICHUS

OpraHu3aIyu (obOs3aTENBHBIN) PETUCTPAllMOHHBIX M YYETHBIX (opM

JOKYMEHTO000poTa B JIOKYMEHTOB OpraHHM3allly.

OpraHu3aIyH. Brnanets HaBBIKOM OpraHu3aIuu
JOKyMEHTO000pOTa MEXIy YPOBHSIMH
yIIpaBJICHUs, PYKOBOJICTBOM,
WCIIOJTHUTEJISIMHA B OpraHu3aluu

[oBbIIIEHHBII yPOBEHD Bnanets HaBBIKAMHU aHaIM3a
(110 OTHOIICHUIO K HHPOPMAITMOHHBIX u
MIOPOTOBOMY YPOBHIO) JOKYMEHTAI[HOHHBIX MIOTOKOB B
OpTaHM3aIHH.
Brnanets HaBBIKOM pa3paboTku

TEXHOJIOTHH pPabOThl ¢ JOKYMEHTaMH WU
uH(popMalel B opraHu3anunm.

I1K-5

3HaTh: TEOPETHUECKYIO 6a3y

u 0COOEHHOCTH
OpraHu3aIiu
nH(popMaLMOHHO-
CIpaBOYHOM  paboTBl ¢

JOKYMCHTaMH1 OpTraHU3alnuu.

IToporosslil ypoBeHb
(o0Os3aTeNBHBIN)

3HaThb rpaBuiia Hu MOPSIAOK
(dhopMupoBanus 0a3 JTAaHHBIX
OpraHM3alMd H MOPSJ0K J0CTyma K
Pa3IUYHBIM KaTeropusM HHGOPMAIHHA B

OpraHM3alHH.
IIoBbILIEHHBIN YPOBEHD 3HaTh IpaBHiIa COCTaBJICHHUS u
(110 OTHOIIEHUIO K odopmiienns OTYETOB, 0030poB,
IIOPOTOBOMY YPOBHIO) AHATUTHYECKUX CIIPaBOK. 3HaTh

TEXHOJOTHsI pabOTHl C JOKYMEHTaMH H
nH}popManuei OorpaHIIEHHOTO JOCTYTIA.

YMeTp:  TpUMEHSATH  HA
NPaKTHKE  TEOPETHYECKYIO
6asy W OCYyIIECTBIIATH
OPTaHH3AIHIO
HHPOPMALMOHHO-
CIpaBOYHOH  paboTBl ¢

JOKYMEHTaMH1 OpTraHU3alnu,
paboTaTh C HMCTOYHHKAMH

[Toporoselil ypoBeHb
(00s3aTebHBIN)

YMeTh CTpYKTypHpOBaTh HWH(OpPMAIHIO,
BBIJICTIAITE HEOOXOMUMYIO sl PaboTHI
CITy>KOBI JOKyMEHTAI[HOHHOTO
obecrieyeHns! ynpaBleHNs OpraHU3annH.
Ymers  odopmisite  uHOpManUio B
HAIJBTHOM CHCTEMaTH3MPOBAHHOM BHJIE
B COOTBETCTBHH C HPEABABISICMbIMH
TpeGoBaHUAMH K (hopMe NpeCTaBICHHS

nHpOpMaLUH " uHhOopMaLHH.
CTPYKTYypHUpOBaTh IToBbIlIEHHBIN YPOBEHb YMeTs no10MpaTh, CUCTEMaTU3UPOBATH U
nHpOopManHIo. (110 OTHOMICHUIO K KIacCU(PUIMPOBaTh  JOKYMEHTHl IO
IIOPOTOBOMY YPOBHIO) OIPEIEIIEHHBIM KPUTEPHUSIM.
YMmers  paboTath € HMCTOYHHKAMH
nHpopManny, BBISABIATH KPUTEPHU €€
OLCHKH W OTOOpa B COOTBETCTBUH C
3aJJaHMsMU PYKOBOJCTBA OpPraHU3aluu.
Bnanets: HaBblkaMu | IToporoBelii ypoBeHb Bnanets HaBBIKAMU MIOMCKa u
OCYIIECTBIICHUS (o0Os13aTETHHBIIN) MIPEeOCTaBICHUE nHpOpPMaINU o
MHPOPMALTMOHHO- JIOKYMEHTALlUOHHOMY obecrnieueHuIo
CIpaBOYHOH  paboTBl  C yIOpaBIeHUs MO 3ampocaM pPabOTHUKOB
JIOKYMEHTaMH OpTaHH3aIluH. OpraHu3aLuu.
Buanets HaBBIKAMHU obecrnieueHus

JIOCTyna K JTIOKyMEHTaM W HWH(OpMaIiH
OpraHu3anuu

[oBblIIeHHBIN YPOBEHD
(110 OTHONICHUIO K
ITOPOTOBOMY YPOBHIO)

Brnaners HaBblkamu pa3pabotku  (opm
TMIpeACTaBIeHUS] HHPOPMALIHH T10 3aIpoCcy
PYKOBOJICTBA OpraHu3aluu.

Brnanets HaBbIKaMU MMOJTOTOBKH OTYETOB
1 QHAJIUTHYECKHUX CIIPABOK PYKOBOJCTBY
0  BOIOpOCaM  JIOKYMEHTAallMOHHOTO




obecrieyeHus! ynpasJieHusl.

TIK-7 3HaTh: NPUHIUIBI U METObI
OpTaHM3aAINH OTIEPATHBHOTO
XpaHeHHs JOKYMEHTOB U
nepeayn nen ISt

MOCJIEIYIOMIETO XPaHCHHUSI.

IToporosslil ypoBeHb
(00s3aTenbHBIN)

3HaTh ~ METOJIWYECKHE  JIOKYMEHTHI,
HallMOHAJIBHBIE W BEJIOMCTBEHHBIC
CTaHHApTBl B oOjmacTh paboTHl ¢
JOKyMEHTaluei u nH(popMaImeH,
apXMBHOTO JETa.

[loBbIILIEHHBIH YPOBEHD
(TI0 OTHOIIIEHHIO K
ITOPOTOBOMY YPOBHIO)

3HaTh KPUTEPUH ONpEHCICHHUS EHHOCTH
OOKYMEHTOB UIi WX oOTOopa Ha
JIajabHelee XpaHEHHe WU
YHUUTOKEHUE.

YMeTs: MMPUMCHATH
TMMPUHIUTIBI n METOAbI
OpraHm3anuu ONCPaTUBHOTO
XpaHCHUd OOKYMCHTOB H
nepeaaun pi(SALE JJIA
MOCICAYIOMICTO XPAaHCHUA.

IToporosslil ypoBeHb
(obOs3aTeNBHBIN)

YMeTh TOTOBUTH OIHMCH JOKYMEHTOB,
nepeaBaeMbIX B apXUB OpraHU3alllu.
YMeTh KOHTPOJMPOBaTh (popMHUpOBaHHE,
XpaHeHHe U Tiepefgady [JeJl B apXuB
OpraHu3aIyu.

IIoBbILIEHHBIN yPOBEHD
(110 OTHOIIEHUIO K
IIOPOTOBOMY YPOBHIO)

YMmeTh MIPOBOAUTH SKCHIEPTU3Y HEHHOCTH
JOKYMCHTOB OpraHu3alu, OMNPECACIATH
CPOKH UX XpaHCHUA.

OpraHmu3anuu ONECPaTUuBHOTO
XpaHCHUA JOKYMCHTOB H
nepeaayn JCI JJIA
MOCICAYIOMICTO XPAaHCHUA.

YMeTh  OCYHIECTBISATh  METOAUYECKOE
PYKOBOJCTBO OpraHu3alieil XpaHEHUs
JIOKyMEHTOB B CTPYKTYPHBIX
MOAPa3EICHUAX OpraHu3alLuy,
OKa3bIBaTh UM MPAKTUYECKYIO TOMOILb.
Bnaners: Metogamu | Iloporoselii ypoBeHb Bnaners HaBBIKOM IOJATOTOBKH

(o0Os3aTeNBHBIN)

JIOKYMEHTOB Ul IIepeAadu B apXuB WIH
Ha YHUYTOXCHUE.
Bnaners HaBbIKOM (OPMUPOBAHUS JET U

OpraHu3aIys ux OIIEepPaTUBHOIO
XpaHEeHHUs B HoJpasieiIeHIN
JOKYMEHTAI[HOHHOTO obecrieueHus
YTIPABIICHUSL.

[NoBBIIIEHHBIH yPOBEHD Brnanets METOJlaMU KOHTPOJIS

(TI0 OTHOIICHHIO K
[IOPOrOBOMY YPOBHIO)

(opMHpPOBaHUs, XpaHEHUS W TIEPeAadn
JIeTI B apXUB OpraHU3alnH.

Bnanets METOJlaM1 obecrieueHus
COXPaHHOCTH CO3JaHHBIX B OPraHU3ALNH
OpraHU3aI[OHHO-PACTIOPSIUTEIHHBIX
JIOKYMEHTOB Ha Pa3IHMYHBIX HOCUTEIISX.

CooTtBercTBHE YPOBHEH cPOPMUPOBAHHOCTH KOMNETEHIIUH MJIAHHPYEMbIM

pe3yJabTaTam 00y4eHusi

IIpeBocxoaHbIil YPOBEHD

IloBbILIEHHBI YPOBEHb

Iloporosslii ypoBeHb

OTJIMYHO

XOpOIIO

YAOBJIECTBOPUTCIILHO

OIIK-3 - Cnocoben npumensams Ha OA3060M YPOBHE 3HAHUA UCHOPUYECKUX HAVK NPU peuleHuu 3a0a4 6 cepe ceoell

npogheccuonanrbHoul 0esmenbHOCmu,

B oryere u npu 3auiuTe B MOJIHON Mepe
PACKPBITHI OTJIMYHBIE TEOPETUUECKUE
3HaHUs B 00J1aCTH IOKYMEHTOBEICHUS.
IIpensoxxeHbl HECKOJIBKO pEeLIeHU
IMOCTABJICHHBIX 3a7a4

B otuere n IIpU 3alIUTEC PACKPBITHI
TCOPETUYCCKHUE 3HAHUS B obnactu
JAOKYMCHTOBCACHUS. Hpe[lJ'IO)KCHBI
peuIeHus MOCTABJICHHBIX 3a/1a4

B otuere u npu 3amure He B
MOJIHOM Mepe PacKpHITHI
TEOPETUYECKHE 3HAHUS B
o0acTu IOKYMEHTOBEICHHSI.
Pewenus mocraBieHHBIX
3a7a4 HE MPEAJI0KEHBI.

IIK-1 Cnocoben pazpabamuléams u 6Hedpsams 10KATbHbIE HOPMAMUBHbIE AKMbL 8 0OIACMU YNPABLEHUS

OOKyMeHmaMM opeaHuzayuu

B oryere um npu 3amuTe IOKAa3aHO

B oryere um npu 3amure IOKa3aHO

B oryere u mnpu 3amure

yCne€nrHoe€ CHUCTEMATHYCCKOSC 3HAHHUC | YCHICIIHOC 3HAaHUC JIOKQJIBHBIX | ITOKa3aHO yCHI€uIHoe, HO
JIOKaJIbHBIX HOPMaTHUBHBIX AKTOB. | HOPMAaTHUBHBIX AKTOB. HpOI/ISBe}leH HCCUCTCMATHYCCKOC 3HAaHHC
HpOI/I?:Be)IeH aHaJIn3 AOKYMEHTOB Ha | aHAJIU3 JOKYMECHTOB IpeaAMET | JIOKAJIbHBIX HOPMaTUBHBIX
peaMeT COOTBETCTBHA | COOTBCTCTBUSA ACTIOMTPOU3BOACTBEHHBIM | aKTOB. HpI/IBe}IeH OIIBIT
JACJIONTPOU3BOACTBEHHBIM periiaMeHTaM. Cq)OpMyJ'II/IPOBaHO pa6OTBI 1o COCTAaBJICHUIO
periiaMCeHTaM. Hpeanomeﬂm MCpbI 11O | OPCAJIOKCHUE 1O YCOBCPUHICHCTBOBAHUIO | OJHOI'O Ui HCCKOJIBKHUX




YCOBEPILECHCTBOBAHHIO JIOKaJIHOTO
HOpMaTHBHOTO akTa. [IpuBeneH ombIT
paboTHI 10 COCTABICHHUIO OJHOTO WIIH
HECKOJBKUX JIOKaJIbHBIX aKTOB.
[IpuBenen npuMep coaepKaTeIbHOTO
aHanmm3a JIOKYMEHTOB. YkazaHbI
CCBUIKH Ha TPaBOBbIC JOKYMEHTHL.

JIOKaJIbHOTO HOPMAaTHUBHOTO aKTa.
[lpuBenen npumMep ombeiTa pabOTHI IO
COCTABJICHUIO OJHOTO WM HECKOJIBKUX
JOKaIBHBIX aKToB. [IpuBemeH mpumMep
COJICPIKATENbHOTO aHadn3a JOKYMEHTOB.
VYka3zaHbl ~ CCBUIKM  Ha  TIPaBOBBIC
JIOKYMEHTBI.

JIOKaJIbHBIX aKTOB. HpI/IBGHeH

puMep coJIep KaTeIbHOTO
aHanu3a JIOKYMEHTOB.
Vkazansl CCBIIKH Ha

IIPaBOBBIE JOKYMEHTBI.

IIK-2 Cnocoben opeanu308ams 0OKYMEeHMUPOsanue 0esmeabHOCMU 8 OP2aHU3AYUY 8

B oryere um npu 3amuTe NOKa3aHO
yCIIEIIHOe u CHUCTEMaTHUECKOe
BIAJCHHE TpaBUJIaMH COCTABICHUSA
JIOKyMeHTOB. [Ioka3zaH BUIOBOi1 cOcTaB
JIOKYMEHTaIUH. CdopmynupoBaHsl
HOPUHIUNBI U METOABl IO KOTOPBIM
yoopsjaodeHa JAoKyMeHTanus. JlaHa
Ka4eCTBEHHAs OLICHKA JOKYMEHTOB IO
(hopMaIbHBIM KPUTEPHAM. YKa3aHO IO
KakuM TPUHOWNAM YHU(HIMPOBaHA
Jokymentauus. Ilpeanmoxkena  cBod
cxema YHA(DUKAINH.
CdopmynuposaHo OJTHO WIH
HECKOJIbKO TpeOoBaHuil k nH(opManuu
BKJIIOUAEMOM B JIOKYMEHTEI.
CdhopmynupoBaHo OJTHO WIH
HECKOJIBKO NpeI0KEHUN 1o
pa3paboTke IPOEKTOB JIOKYMEHTOB.
Pa3zpaboTaHsl OOWH WIM HECKOJBKO
M1a0JIOHOB 3JIEKTPOHHBIX JIOKYMEHTOB.
IIpennokeHa ogHa WAM HECKOJBKO
croco0oB  (hopManu3oBaTh IEPEBOJ
JIOKYMEHTOB B JIEKTPOHHBIN BH.

B oryere u mpu 3amuTe NOKa3aHO

yCIIEeLIHOe BIIaJICHUE npaBHJIaMU
COCTaBJICHUS JIOKYMEHTOB.
ChopmynupoBaHbl TPUHIUIIEI H METO/IBI
o KOTOPBIM ynopsao4eHa
JokyMmeHTanus. JlaHa  KauecTBEHHas
OLIEHKAa JIOKYMEHTOB I0 (OpPMaJIbHBIM
KpUTEepHsM.  YKa3aHO 10  KaKuM
MIPUHITATIAM YHUQHUIIpOBaHA

nokyMmeHTanus. [IpemioxkeHa cBos cxema
yaudukanuun. CopMyITHpPOBaHO OJHO
WIH ~ HECKOJNBKO  TpeGOBaHWHA K
UH(POPMALUH BKITIOYAEMOHN B JOKYMECHTHI.
CdopMynupoBaHO ONHO MM HECKOJIBKO
IpeUIOKEHUH N0 pa3paboTKe MPOEKTOB

JIOKyMEHTOB. Pa3paboTaHbl OIWH WU
HECKOJIbKO  IIA0JOHOB  3JIEKTPOHHBIX
JIOKYMEHTOB.

opanuzayuu
B oruere u nmpu 3amure
MOKa3aHO  YCIEUIHOe, HO
HECUCTEMaTH4eCKoe
BIIaJICHUE IIpaBUIAMU
COCTaBJIECHUS  JOKYMEHTOB.
IIpoananusupoBaH BHJIOBOU
cocTaB JOKYMEHTAIUH.
[Nepeuncnenst 1a0IOHBI
JIOKYMEHTOB

HCTIONB30BaHHBIX B  paboTe.
YkazaHo o KaKUM
MPUHIUIAM YHHDUITIPOBAHA
nmokymeHTaius. PaspaboTaHsr

OJIMH WITH HECKOJIBKO
11a0JIOHOB 9JIEKTPOHHBIX
JIOKyMEHTOB.

ITK-3 Cnocoben opeanuzosamsv 0OKyMeHmoobopom 8 OpeaHu3ayuu

B oruere m mpu 3ammuTe MOKa3aHO
ycCIIerHoe " CHCTEMaTHYECKOE
BJIAACHHUC 3HAHUAMU IpaBuJI
JokyMeHTooOopoTa. Iloka3aHo 3HaHue
CTPYKTYPBI u byHKIUH
JIOKyMEHTO000pOTa MPUMEHHUTEIHHO K
YIPaBJICHYECKON JeATeIbHOCTH.
ITokazano  ymeHue  pabotaTb C
JOKyMEHTaMH B pamMKax
YCTaHOBIJICHHBIX poueayp "
OpTaHU30BBIBATH B3aUMO/ICHCTBHE
HOJIpa3/IeIeHIH B paMKax
JIOKyMEHTHPOBAaHHBIX IIPOIIECCOB.
IIpyHuManochs ydactue B IpoLEAypax
KOHTPOJIsA JOKYMEHTAallUOHHOT'O
obecrieuenns [IpoaHanu3upoBaH OIMH
WIA HECKOJIbKO  HMH(OPMAIIMOHHBIX
notokos. IlpeanoxeHa opHa wiH
HECKOJIbKO TEXHOJIOTHI paboThl B C
JIOKyMEHTaMH B OpraHu3alyu.

B ortyere W mpW 3amuTe IOKa3aHO
YCHELIHOS BIIAJICHUE 3HAHWSIMHU IPABUI
JnokyMeHToobopora. IlokasaHo 3HaHHE

CTPYKTYPBI u GbyHKIMN
JIOKyMEHTOO00pOTa TPUMEHHUTENBHO K
YIIPaBICHYECKON JIeSITEIIbHOCTH.
IMokazaHo yMeHHe paboTarthb c
JOKYMEHTaMH B paMKaX YCTaHOBJICHHBIX
npoLeayp u OpraHU30BHIBATH
B3aUMOJICHCTBUE  MOIpAa3JIeJCHUl B
pamMkax JIOKYMEHTHPOBAHHBIX

MMpOLECCOB. HpO&HaJ’II/ISI/IpOBaH OJIMH HJIN
HECKOJIBKO I/IH(I)OpMaI_lI/IOHHLIX IIOTOKOB.

B oruere u mnpu 3amute
MOKa3aHO  YCIENIHOe,  HO
HECHCTEMATHYECKOE
BJIAACHUC 3HAHUSIMU HpaBI/IJ'I
JIOKyMEHTO000pOoTAa.
IToka3aHo ymeHue paboTath ¢
I[OKyMeHTaMI/I B paMKax
YCTAHOBJIEHHBIX  IPOLERYP.
[MpunuMmanocs  ydactue B
3aI0JHEHUN
PETHCTPAIIMOHHBIX U YUETHBIX

dopm.

I1IK-5 Cnocoben ocywecmeisimo UHhOpmMayuoHHO-CRPAsouHyI0 pabomy ¢ QOKYMeHMAaMu OpeaHu3ayuu

B ordere m mnpu 3amuTe MOKa3aHO
yCHEIIHOoe " CHCTEMaTHYECKOe
BJIafIeHUE 3HAHUAMH 10 O(OPMIICHHUIO
OTYETOB 0030pOB M aAHAJIUTHYECKHUX
crnpaBok. [loka3zaHo 3HaHWE IPUEMOB U
TEXHOJIOTHH pPabOTHl C JIOKyMEHTaMH
orpanudeHHoro nocryma. IIpoBenena
OJlHa WM HECKOJIIbKO TEeMaTHYECKUX
MoJ00POK  JAOKYMEHTOB.  IIpmHATO
y4acTHe B TOJTOTOBKE OJHOTO WM

B orduere u mnpm 3amuTe IOKa3aHO
YCIICITHOE BJIaJICHUE 3HAHMSMH HOpSIKa
U TOpaBWwil paboTbl C  pa3iMYHBIMU
KaTeropusiMH nHpopmManuu B
opranmzanuu. IlpoBeseHa opHa WM
HECKOJIbKO TIpOLEelyp C JOKyMEHTaMH
orpaHuueHHoro  jpocrymna. Ilokazano
ymMeHre O(OpPMIATE HHGOPMAIHMIO B
HarasgHoM Buze. llpunsAro yuactue B
pabote 1O OOECHeUeHHI0 JOoCTymnma K

B oruere u mnpum 3amute
MOKa3aHO  yCIeIIHOe, HO
HECHCTEMaTHYECKOe

BJIaZICHUE 3HAHUSIMHU HOpSIKa
n npaBmi1 paboThl ¢ Oazamu
naHHbIX. [lokasaHo ymeHwne

CTPYKTYpHUPOBAThH
nHPOPMALHIO. IIpoBenen
OJVUH HIIN HCCKOJIBKO

MTOMCKOB ~ MHMOpPMAIMKA IO




HCCKOJIbKUX OTYCTOB
AHAITUTUICCKUX CIIPABOK.

nimn

JIOKYMEHTaM OpraHu3allid CO CTOPOHBI
MapTHEPOB " KOHTPAareHTOB
OpTaHU3aIHH.

3anpocam
OpTaHU3aIHH.

PabOTHHUKOB

IIK-7 Cnocoben opeanuzosams xpaneHue 0OKYMEHMO8 8 Op2aHu3ayull u nepeoayy 0ell Ha apxXugHoe XpaHeHue

B oryere um npu 3amuTe NOKa3aHO

B oruere u npu 3amuTe NOKa3aHO

B oruere u nmpu 3amure

yCIICTITHOE " CHCTEMaTHUYECKOE | yCIEUTHOE BIIaJICHUC 3HAHWSAMH | MIOKA3aHO  YCIENIHOE, HO
BIafCHUE  3HAHUSIMHA KPHUTEPUEB | METOIMUYECKUX JIOKYMEHTOB U | HECHCTEMAaTH4ECKOe
OTIPEZICTICHUsI LIEHHOCTH JOKYMEHTOB. | HAIMOHAIBHBIX CTaHIapToB. Iloka3aHO | BiajeHHE 3HaAHMUAMH
[IpraIMAaNOCH y4JacTue B | 3HaHHUE KpPHUTEPHEB LIEHHOCTH | METOJWYIECKUX JTOKYMEHTOB U
METOIUYECKOM oOecrieueHnn | TOKYMEHTOB. [IpMHUManoch ydacTue B | HAIIMOHAIBHBIX CTaHJAPTOB.
OpTraHU3allMM XpaHEHUs JOKYMEHTOB. | SKCIEpPTHU3E JIOKYMEHTOB, B | [Ipunumanoce yuacTue B
IIpuHuManocek ydactie B 00ECHEUCHUH | MEPONPUATHUAX M NPOLEAYypax KOHTPOJIA | COCTaBIEHHMM  OJHOW  Win
COXPaHHOCTH JOKYMEHTOB COIJIACHO | U TIPOBEPKM MpH Iepejnade JAel Ha | HECKOJBKHX onucei
periaMeHTaM. xpaHeHue. IlpuHMManoce yuacTue B | JOKYMEHTOB.

(hopMHpOBaHUH 1€

5. KpnTeplm OLCHUBAHHUA BBINNOJHCHUA MIPOIrPaMMbI MIPAKTUKHU U 3alIUTHI 0TYETA

DopMOIl TPOMEKYTOUHOW aTTECTALMK O MPAKTUKE SBIIAETCS 3a4€T, BHICTABIISIEMbBINA HA
OCHOBE pelIeHHs 00yJaroluMcs 3a/1a4 MPaKTUKU, Pe3yIbTaTOB 3alUThl OTYETA MO MPAKTUKE U
OT3bIBa PYKOBOJUTENS IPAKTUKH.

6. KomnereHTHOCTHO-OpueHTHpPOBaHHbIe 3aganns (KO3)

OcnHoBHbIM cpenctBoM popmupoBanus komnerennuii OIMK-3; ITK-1; I[TK-2; T1K-3; T1K-5;
[TK-7 BBICTYITalOT KOMIIETEHTHOCTHO-OPHEHTUPOBAHHEIC 3/ TaHUS:

- 3aroJHEHNEe JHEBHUKA TIPAKTUKH,

- o OpMIICHHE OTUYETA O TIPOXOXKICHUHU TIPAKTHKH;

- 3aIUTa OTYETA O MPOXOXKICHUH MPAKTUKH,

- MIPUMEPHBIIA TTePEUEHBb BOIPOCOB K 3a4ETy.

JUJIs TeKyIero KOHTPOJIST IPUMEHSFOTCS (DPUKCAIlHs MMOCCIICHUST YCTAHOBOYHOM BCTPEUH,
WHBIX MEPONPUATUN PAKTUKHU; KOHTPOIIb BEJICHHs THEBHUKA MMPAKTUKU.

[IpomexyTrouHas arrectanusi NpoBoauTCs B ¢GopMme 3ayera (2 O4YHO-3a04HON (OPMBI
0o0ydeHus), BKIIOYAIOMIETO 3allUTy OTYeTa O MPOXOXKJACHUU MPAKTHUKH; OTBETHI Ha 3a/1aBacMble
BOIPOCHI B YCTHOH (opMe.

7. llpuMepHblii NepeYyeHb BONMPOCOB K 3a4YeTy IO y4eOHO# (03HAKOMHUTEILHON)
NMPaKTHKe

1. Jlatp KpaTKyl0 XapakTepUCTHKY OpraHM3allMM: JaTa CO3JaHMs, Ha3BaHUE
OpraHM3aly, OpPraHU3allMOHHO - IpaBoBas QopMmMa OpraHu3alud, NpPEeIMET U Lelb €€
MCCJIEJOBAHMSI, OpraHU3aLMOHHAs CTPYKTYpa U MOPSI0K YIIPABICHHUS.

2. Onucarth W3ydYeHHBIE OpraHW3allMOHHBIE W HOPMATHUBHBIC JOKYMEHTHL: YCTaB
(ITonosxenue), TOMKHOCTHBIE HHCTPYKIIMHM COTPYIHHUKOB, IITATHOE pacnucanue; MHCTpyKIus no
JEJIONPOU3BOJICTBY, MpaBuiia 0popMIIEHUSI JOKYMEHTOB, PETJIaMEeHThl, HOMEHKJIATypa Jell.

3. IIpoananu3upoBaTh 0COOEHHOCTH O(hOPMIICHHUS YIPABICHUECKUX JOKYMEHTOB:

—  CHCTEMbI IOKYMEHTAlIUH, CO3/Ial0IIMECs] B OpraHU3alllH;

—  OpraHM3alMOHHbIE JOKYMEHTHI,

—  pacnopsAIuTENbHbIE IOKYMEHTHI;

—  H“H(OPMAIIMOHHO-CIPABOYHBIE JOKYMEHTHI.

8. Metoanueckue mMaTepuajibl, ONpeaesiOlue MPoueAypbl OUCHUBAHUSA 3HAHWH,
YMEHHUIi, HABBIKOB WJIH ONBITA JeATEJbHOCTH, XapAKTEPHU3YIOIIMX 3Tanbl ()OPMUPOBAHUS
KOMIIeTeHIIMH




JIsi  TOJIOKUTENTBHOTO PEIICHHs] O TPOMEKYTOYHOM aTTecTali  O0ydYaroIIuics
IPEJCTABIISIET CIAEAYIOUIUE TOKYMEHTBHI:

- JTHEBHUK MTPOXOXKICHUSI MPAKTUKH;

— OTYET O MPOXOXKICHUU MPAKTUKH;

- HOJTBEPXKIEHUE O MPUOBITUN HA IPAKTUKY U YOBITUU C MIPAKTHKH;

- JOIIYCK HAYYHOT'O PYKOBOIUTEIA K IIPOLEAYPE MPEA3AIIUTEI.

OcCHOBHBIM pabouuM JOKYMEHTOM, XapaKTepPH3YIOLIMM TEKYIIee BBIIOJHEHHE
00y4arouuMcs IPorpaMMbl IPAKTUKY, SBISETCS AHEBHUK. B THEBHUKE PUKCUPYIOTCS BCE BHUIbI
pabOT 1O HHAMBUIYaJbHOMY 3aJ@HUI0 U IIOJYYEHHbIE pE3yibTaTbl. JIHEBHUK IpaKTUKU
SBIISIETCS OCHOBHBIM JOKYMEHTOM, OTPa)KaIOUIMM KPaTKOe coJiep>KaHue padOThl MPaKTUKAHTA.

Pe3ynbraTbl KOHTpOJISL BBIIOJIHEHHS MEPONPUATHM OTMEYAIOTCS B COOTBETCTBYIOLICH
rpade U 3aBepsIIOTCS MOJIMUCHIO PYKOBOIMUTENS IMPAKTUKA OT opranuzauuu. Ha ocHoBaHuu
[IOJIO)KUTEIBHOIO OT3bIBA PYKOBOJUTENS IO MECTY MNPOXOXKAEHUSA MPAKTUKH O0ydaroluiics
JIOTTYCKAeTCs K 3alUTe OTYeTa.
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