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AHHOTAIMA NPOrpaMMbl (IPeJIUIIJIOMHONH) IPAKTHKHA

Leab0 NpOU3BOACTBEHHOH  (NMPeAIUIUIOMHON) NPAKTHKH —  3aKpeIICHHUE
00yJaromMUMHUCS TEOPETHYECKUX 3HAHUK W TOJyYeHUe MpPOo(eCcCHOHATBHBIX YMEHUH M OIbITa
npodeCCHOHATIBHON JIeSTENFHOCTH B 00JaCTH JTOKYMEHTALIMOHHOTO OOECIICUCHHsI yIpaBJICHUS
(A0Y) u xpaHeHus: TOKYMEHTOB, COOp M CHCTEMaTH3alis HEOOXOIMMOIro MaTrepuania Juls
BBITIOJIHEHUSI  BBIIYCKHOW  KBaJHU(HUKAIIMOHHONH paboThl, 3akperuieHne u  00oOmieHne
TEOPETUYCCKUX 3HaHWK, W (HOPMUPOBAHHME IPAKTHYECKMX HABBIKOB OakalaBpa, a TaKxke
OBIIaJIcHUE TMPO(ECCHOHAIBHBIMA KOMIIETCHIIUSAMH, CIOCOOCTBYIOIIMMH €r0  COIHaIbHON
MOOWJIBHOCTH ¥ YCTOMYMBOCTH Ha PBIHKE TPY/A.

3ajayamMu NPOU3BOACTBEHHOM (MPeAIUNIOMHOI) MPAKTHKH SBIISIOTCS:

— 3aKpeIUICHUE 3HAHWH, MOJYYCHHBIX INPH MPOXOKICHHH MPO(PECCHOHATBHOTO IUKIIA
mucuuiuinH: - «JlokymeHnToBenenue», «OpraHuzalusit W TEXHOJIOTHUS JOKYMEHTAIHOHHOTO
o0ecrieyeHHe yIpaBlICHUS», «ApXUBOBeIcHHE», «[ 0CymapCTBEHHBbIC, MYHUIIMIIAJIbHBIC U
BEJIOMCTBEHHBIE apXUBbl», «KoH(UACHIMAIBHOE AETONPOU3BOACTBO», «JlOKyMEeHTalMOHHOE
o0ecrieyeHHe YIpaBJICHUS B OpraHax TOCYIapCTBEHHOTO W MYHHUIIUIIAJIBHOTO YIIPABICHUSIY,
«JlokymMeHTalmoHHOEe oOecreueHne YIpaBJICHHS B HETOCYIApCTBEHHBIX OpraHU3aIMIX)»,
«Opranu3alioHHOEe POEKTUpOBaHuey, «KaapoBoe Nenonponu3BOJACTBO M apXUBHI JOKYMEHTOB
[0 JMYHOMY COCTaBY», «JlOKyMEHTHpOBaHHE YIPABICHYECKON AEATEIBHOCTH»;, «CHCTEMBI
AIIEKTPOHHOTO JIOKYMEHTO000pOTaY;

— M3YYCHUE TCOPHUU M TIPAKTUKHU IPUMEHEHHSI TOJIOKESHUI, HOPM M TPEOOBaHHMIA K CO3IaHUI0
cyx0b1 IOY u apXxuBHOU CIy’KOBI M TIOCTpOCHHIO cUCTeMBbl JIOY M apXWUBHOTO XpaHEHUS
JIOKYMEHTOB B KOHKPETHOM OpraHHU3allny.

— CHCTEMAaTH3alus, 3aKpeIUIeHUE U PaCIIMPEHNE TEOPETHUECKUX 3HAHHM, TTOITYYEHHBIX 32
BpeMsi 00yUeHHsI B BY3€;

— pa3BUTHE MPAKTUYECKHX HABBIKOB  Pa3padOTKM CHCTEM JOKYMEHTOB  JUIS
JIOKYMEHTAIIMOHHOTO 00ECIIEUEHUS ACATEIbHOCTH Pa3IMYHbIX MMOAPA3CICHUN U OpraHu3alui B
EJIOM;

— W3y4eHHue U 00001IeHNe NepeIOBOr0 OTEUYECTBEHHOT0 U 3apy0eKHOTO OIBITA B 00JIACTH
JOKYMEHTAITMOHHOTO ~ O0eCIeueHus]  yIpaBleHHs, MPHOOPETEHWE HABBHIKOB IPOBEICHHUS
UCCIIEIOBATEIbCKUX PA0OT B 00J1ACTH JOKYMEHTAI[MOHHOT0 obecniedenus ynpasiaenus (JJOVY);

— IpUOOpETEHHUE OIBITa OPTaHN3aTOPCKON M BOCITUTATEIEHOW paOOTHI B PON3BOACTBEHHBIX
KOJIJIEKTHBAX.

B xone mnpoxoxkaeHuss NPaKTHKU Yy oOyuaiomerocss (opMupyroTest cjeayiomme
KOMIETEeHI[HM:
OIIK-3 — Crnoco0eH MpUMEHATh TEOPETUYECKUE 3HAHMS AJIs PEIICHUs MOCTABICHHBIX 3a7a4 B
00J1acTH TOKYMEHTOBEICHHS U aPXUBOBEICHHSI,
[TK-2 — CriocoGeH oprann3oBaTh JOKYMEHTHPOBAHHUE JIEATEIHHOCTH B OPraHU3alINN
[TK-3 — CrtocoGeH oprann3oBath JOKYMEHTOOOOPOT B OpraHU3AIHH
[IK-4 — CnocobeH ocCyIIecTBIATh PabOTBHl MO MPOEKTUPOBAHMIO, BHEIAPEHUIO U PA3BUTHIO
CHCTEMBI DIIEKTPOHHOTO JIOKYMEHTO000pOTa;
[IK-5 — Cnocoben ocymecTBiiATh WHGOPMAIMOHHO-CIIPABOYHYIO PAabOTy C JOKyMEHTaMHu
OpTaHH3aIHH;
[IK-6 — CriocobeH OCyIIeCTBISATh KOHTPOIb IMpollecca U CPOKOB HCIOTHEHUS JOKYMEHTOB B
OpTaHH3aIHH,
[TIK-7 — CnocobOeH opraHu3oBaTh XpaHEHHWE JOKYMEHTOB B OpPTaHM3AllMM U Tiepenady Jel Ha
apXWBHOE XpPaHCHHE.



1. IEJIM HPOU3BOJACTBEHHOW (ITPEJIUIIIOMHOI) MPAKTUKHT

Iesbro MpoU3BOACTBEHHON (IPEANIUIOMHOMN) MPAKTHKY - 3aKpeIIeHHe 00y4aronMMUCs
TEOPETUYECKHUX 3HAHHUH U MOJTydyeHHEe MPO(PECCUOHATBHBIX YMEHUN U OMBITA MPO(ECCHOHATEHON
NeSITeIbHOCTH B 00JIACTH JAOKYMEHTAllMOHHOro obecnedenus ynpasineHus (JAOY) u xpanenus
JOKYMEHTOB, COOp M CHCTEeMaTH3anus HeoOXOIMMOro MaTepuaia i BBIOJHEHHS BBITYCKHON
KBAJTM(UKALIMOHHON paboThl, 3akperieHue M 00O0OIIeHHEe TEOpeTHMYECKUX 3HAHUM, U
(dopMHpoBaHHE MPAKTUYECKUX HABBIKOB OakalaBpa, a TaKKe OBJIAZCHHE MPOPECCHOHATHLHBIMU
KOMIIETEHIUSIMU, CIIOCOOCTBYIOIIIMMU €0 COLMAIbHON MOOMIBHOCTH U YCTOMUMBOCTH HA PHIHKE

Tpyaa.
2. 3AJIAYM TPOU3BOJACTBEHHOM (ITPEUIMIIJIOMHO) TPAKTUKH

3ajauaMu MPOU3BOJICTBEHHOU (ITPEAIUIITIOMHOM ) TPAKTUKU SIBIISIOTCSL:

— 3aKpeIUieHHWEe 3HAHWM, MONyYEeHHBIX MPU MPOXOXKIECHUH MPO(ecCHOHATBHOTO LHKIa
nucuurinH: - «JlokymeHToBenenue», «OpraHuzanuss W TEXHOJIOTHS JIOKYMEHTaIlMOHHOTO
obecrieueHue yIpaBieHUA», «ApXUBOBeneHHE», «l OCylIapCTBEHHBIC, MYHHULUNAIbHBIE U
BEJIOMCTBEHHbIE apXuBbD», «KoHOUICHIMATEHOE OEIONPOU3BOJACTBO», «JlOKYMEHTAIMOHHOE
obOecrieueHre YIMpaBlCHUsI B OpraHax TOCYAapCTBEHHOTO W MYHUIIMMAIBHOTO YIPABICHUS,
«/lokymMeHTallMOHHOE O0OecreyeHne YIpaBiIeHUs] B HETOCYAAPCTBEHHBIX OpraHU3aLUsAX»,
«OpraHu3anmoHHOe MPOEKTHUpOBaHUE», «KaapoBoe AeIOnpou3BOACTBO U APXUBHI TJOKYMEHTOB
0 JUYHOMY COCTaBY», «JlOKyMEHTHpOBAaHHUE YNPABICHUECKOW AEATENbHOCTH», «CHCTEMBI
AJIEKTPOHHOI'O JJOKYMEHTO000POTa».

— HM3y4YeHHE TEOPUU M MPAKTHUKU MPUMEHEHHS IMOJIOKEHHH, HOPM U TpeOOBaHUN K
co3nanuto ciyx0bl JJOY u apxuBHOU chnyxObl U moctpoeHuto cuctembl JJOY u apXxuBHOTO
XpaHEHUsl JOKYMEHTOB B KOHKPETHOM OpraHu3alluu;

— CHUCTEMaTHu3aIusl, 3aKPETUICHUE U PACIIUPEHNE TEOPETUUECKUX 3HAHUM, TOTYyYEHHBIX 3a
BpeMs 00yUueHUS B BY3€;

— pa3BUTHE TMPAKTUYECKUX HABBIKOB pa3pabOTKM CHUCTEM JIOKYMEHTOB ISt
JIOKYMEHTAIMOHHOTO 00eCTIeYeH sl ASSITENFHOCTU Pa3IUYHbIX MOIpa3AeeHII U OpraHu3aIuii B
LEJIOM;

— U3y4eHue 1 00001IeHre IepeIoBOr0 0TEYECTBEHHOIO U 3apy0eKHOT0 OIbITa B 00JacTH
JIOKYMEHTAI[MOHHOTO  OOECTEUYECHHsS] YIpaBJICHUS, TMPUOOPETEHHE HABBIKOB IPOBEICHUS
HCCIIEIOBATENCKUX paboT B 007aCTH JOKYMEHTAIMOHHOTO oOecnieueHus ynpasienus ({0Y);

— TOpUOOpETeHHE OmbITa OpPraHM3aTOPCKOM W BOCIHTATEIBbHONW  paboThl B
MPOU3BOJICTBEHHBIX KOJIJIEKTHUBAX.

3. BUJ IIPAKTHUKH, CHOCOB, ®OPMA (®OPMbI) U MECTO EE ITPOBEJIEHUS

[IpousBosacTBeHHAs  (MpeNIUIIOMHAs) MPAKTUKAa  SBISAETCS  YacTbl0  OCHOBHOM
00pa3oBaTeNbHOW MPOTPaMMBbl  MMOATOTOBKH CTYACHTOB TIO HANPABICHUIO MOJITOTOBKH
46.03.02 JloxymeHTOBeneHHue U apxuBoBeaeHue. lIpaktuka peanusyercs Ha 4 kypce (o4Has
dbopma oOyueHus) u S5 Kypce (o4yHO-3a04yHas, 3ao4yHass Gopmbl 00ydeHUs) GakyabTeTa
OKOHOMUKH, YMIpaBICHUS M WHGOPMALMOHHBIX TEXHOJOTMH Kadeapoil JTOKyMEHTOBEICHHMS,
UCTOpHUH U pusiocopuu.

dopma npoBeIeH s TPAKTHKH — TUCKPETHAS.

[TpousBojacTBeHHAss (MPEAIUIUIOMHAsI) TPAKTHKA MPOBOIUTCS B OpTraHU3aIsIX B
COOTBETCTBHUH C JOTOBOPAMHU 00 OpraHU3aIMK U IIPOBEAECHUH MTPAKTUKH 00ydaromuxcst. CrocoOsl
NIPOBE/ICHUS IPOU3BOICTBEHHOW MTPAKTUKH — BBIE3/IHAS, CTAI[IOHAPHASI.

JUis U1 ¢ OTpaHUYEHHBIMH BO3MOXKHOCTSMHU 3/0POBBSI BBHIOOP MECT IMPOXOXKIACHUS
NPaKTUK JOJDKEH YIUTHIBATH COCTOSTHUE 3/I0POBBS H TPEOOBAHUS 110 IOCTYITHOCTH.



4, TIEPEYEHbD IVIAHUPYEMBIX PE3YJIbTATOB OBYUEHMUSI ITPUA
IMPOXOXIEHHNU ITPAKTUKHU

Nunexc

Ne i/ Conepxxanue HoOpMUPYEMBIX KOMIIETEHIIUHA o
AP (bopmupy I KOMIIETEHITHHA

Obwenpogheccuonanvrvle KomMnemeHyuu

1 Crioco0eH MPUMEHSITh TEOPETHUECKUE 3HAHUS JIIsl PEIICHUS TTOCTABICHHBIX OIIK-3
3a/1a4 B 00J1aCTH JOKYMEHTOBEACHHS U apXHBOBECHIIS

HpOdDECCMOH(Uleble Komnemenuuu

1 CriocoOeH OpraHu30BaTh JOKYMEHTHPOBAHHUE JCSITEIEHOCTH B OPTraHU3alluH I1K-2

2 Crioco0OeH opraHu30BaTh JOKYMEHTOOOOPOT B OPraHU3aIlluU IK-3

3 Crioco0GeH OCymecTBIAT, pabOTHI MO MPOEKTUPOBAHUIO, BHEIPEHHAIO W I1K-4
Pa3BHUTHIO CHCTEMBI 3JIEKTPOHHOTO IOKYMEHTO000pOoTa

4 CriocobeH  OoCyIIeCTBISITH  MHPOPMAIMOHHO-CIIPaBOYHYI0  paboTy ¢ [K-5
JOKYMEHTaMH OpTaHH3alul

5 CriocobeH OCyIIeCTBISITH KOHTPOJb IpoIlecca U CPOKOB HCIIONHEHUS [1K-6
JOKYMEHTOB B OpraHU3alUH

6 CriocobeH oOpraHu3oBaTh XpaHEHUE JOKYMEHTOB B OpraHM3allud | [K-7

nepeaady ACJ Ha apXUuBHOC XPAHCHUC

[Io oOKOHYaHWMM TPOXOXKICHUS IPOM3BOJCTBEHHOW (NIPEATUIUIOMHOI) TNPaKTUKU
00yJaromuncs TOJHKEH JOCTHYD CIEIYIOIINE PE3YIIbTaThl 00yUeHUSI:

3Hamy:

— TEOPETHUYECKUE OCHOBBI B 00JIaCTH JOKYMEHTOBEICHNUS, ApXUBOBEICHUS U apXUBHOTI'O JIeTIa;

— IpHUEMbl HCIHOJB30BaHUS KOMIIBIOTEPHOW TEXHUKHM M HMH(POPMALMOHHBIX TEXHOJOTHMH B
JOKYMEHTAIUOHHOM 00€CIIeYeHUHN YIIPABICHHS U apXUBHOM JIEJIE;

— CHOCOObI COBEPILIEHCTBOBATh TEXHOJIOTUH JOKYMEHTALIMOHHOIO O0ECIIeueHus YIpaBJIeHUs U
apXMBHOTO Jiea Ha 0a3e MCI0JIb30BaHMsl CPEJICTB aBTOMATHU3ALINY;

— MpaBuja SKCIUTyaTallud TEXHUYECKUX CPEACTB U METOJbl HMCHOJIb30BAaHUS TEXHHUYECKHX
CPEZCTB B JOKYMEHTAIL[HOHHOM O0ECIIEYEHNHN YIIPABICHNUS U apXUBHOM JIEIIE;

— METO/bI 3aLUTHl HH(OPMaALUY;

—  COBpPEMEHHBbIe  CHCTeMbl  WH(GOPMAlMOHHOTO M  TEXHUYECKOro  olecredyeHus
JIOKYMEHTAIlMOHHOT'O 00eCIIeUeHNs YIPaBICHUS U YIPaBICHUS apXUBaMU;

— METOAUKY pabOoThl U MpaBWJia MOATOTOBKH TEKCTOB YIIPABICHUECKUX JOKYMEHTOB U J€OBBIX
MIUCEM;

— TpaBWIa OpPraHU3alMM BCEX AITarnoB pabOThl C JOKYMEHTaMH, B TOM YHCIE apXHUBHBIMU
JIOKyMEHTaMU;

— crocoObl COCTaBJICHHsI OINMUCEH Jeid, MOATOTOBKU JeN K Ieperaye B apXUB OpraHu3alluM,
rOCYJapCTBEHHBIN WJIM MyHULIMITIAJIbHBIN apXUB;

TEOPHUIO ONpeAETeHUs LEHHOCTH JIOKYMEHTOB M OpraHu3aluio paboThl MO MPOBEAECHUIO
AKCIEPTU3BI IEHHOCTHU JIOKYMEHTOB;

— TEOPUIO y4yeTa U 00ecreueHus] COXPaHHOCTH JOKYMEHTOB B apXHUBE;

— TeopeTHuyecKkyr 0a3y oOpraHu3alil CIPaBOYHO-TIOMCKOBBIX CPEICTB M HCIIOJIb30BAHUS
apXUBHBIX JOKYMEHTOB;

— METOJbl M CrnocoObl TOATOTOBKM YIPABICHUYECKUX JOKYMEHTOB M BEACHMS JI€TIOBOU
NIEPETINCKH;

— crnocoObl 00pabOTKM JOKYMEHTOB Ha BCEX 3Tamax JOKyMEHTOOO0OpOTa, CHCTeMaTH3aluH,
COCTaBJIEHUS] HOMEHKJIATYpPBI J€T;

— OCHOBHBI€ MTPUHIIMUIIBI 3KCIIEPTU3bI LIEHHOCTH JOKYMEHTOB;

— OCHOBHBIE TPEOOBaHUS K YUETY U COXPAaHHOCTH apXUBHBIX JOKYMEHTOB;

— CHCTEMBI IOKYMEHTAIIHOHHOTO 00ecIeueHH s YIIpaBJIeHUs B OpraHu3aii Ha 0a3e HOBEHIINX
TEXHOJIOTHIi;



— MPUHLUIBI OpraHU3aluy paboThl CIYKObI JOKYMEHTAIIMOHHOTO 00ECIIeUeHHs YIIpaBIeHUs U
ApXUBHOTO XPaHCHUS JOKYMEHTOB;

— HPUHOUIIBI W CIIOCOOBI pa3pa60TKH JIOKAJIbHBIX HOPMATHBHBIX 4KTOB W HOPMATHBHO-
METOAMYECKHX JOKYMEHTOB IO BEACHUIO MH()OPMALMOHHO-JOKYMEHTALMOHHOTO 00eCIeueH s
YIPaBJIECHUS U apXUBHOIO €714,

- 3aKOHOZAATEIIbHYIO u HOPMAaTUBHO-METOANYECKYIO 6azy UH(POPMALIMOHHO-
JOKYMCHTAITUOHHOT'O obecrieueHust YIIPABJICHHUA U apXUBHOI'O JI€JIa U CMCIKHBIX OTpaCHeﬁ;

— OCHOBBI TPYZOBOI'O 3aKOHOAATEIIbCTBA;

— IIpaBUJIa 1 HOPMBI OXpaHbl TPY/Ia;

— TpeOOBaHMs K OpPraHU3alMU CEKPETAPCKOro 00CITyKUBaHUS;

— TpeOOBaHUs K OpraHM3alMi KaJpoBOTo JEJIONPOU3BOCTBA U JOKYMEHTUPOBAHUIO TPYIOBBIX
OTHOLICHHUH, XPaHEHHIO TOKYMEHTOB 110 JUYHOMY COCTaBY;

— I[PUHLOUIIBI, MCETOAbl W HOPMbI OpraHu3aluu, XpaHCHHA, KOMIUICKTOBAaHHA, Y4d€Ta U
MCIIOJIb30BaHUs aPXUBHBIX JOKYMEHTOB, JOKYMEHTOB JINYHOI'O IIPOUCXOXKICHNUS;

— TEOPETUYECKYI0 0a3y KOH(HICHIUAIBHBIX IOKYMEHTOB W JICJIONPOHU3BOJCTBA, MPUHITUIIBI
paboThI ¢ JOKYMEHTaMHU, COAEPKALMMH HH(POPMALIMIO OTPAHUYEHHOTO JOCTYIA;

— OCHOBHBIC Tp€6OBaHI/I$I K Opranu3aniy apXuBOB PA3JIMYHBIX TUIIOB U BUAOB;

— OCHOBHbIE TP€OOBaHUS K OpraHu3aluy 00ecIedeHns COXPaHHOCTH JOKYMEHTOB B apXHBax;

— MPUHIIMITBI OPTaHU3aIUHN U (YHKIIMOHUPOBAHUS ApXUBHOTO ayTCOPCUHTA;

— IIPUMEHSATH 3HaHUE JIOTUCTUYECKUX OCHOB OpraHU3allii XPaHEHUs JOKYMEHTOB;

— OIPUHOUIBI 1 METOABI YIIOPAAOUCHUA COCTaBAa JOKYMCHTOB U I/IH(bOpMaIII/IOHHBIX HOKa3aT€HefI;
— MPUHIMIIBI OPraHU3alii apXUBHBIX CIIYKO TOKYMEHTAllMOHHOTO 00ecrieYeHus yIpaBIeHUs U
APXUBHOI'O XpaHCHUA JOKYMCHTOB B OpraHu3alyiaXx;

— METO/Ibl POBEICHHS aHAJIN3a OPraHU3alMK TOKYMEHTAIlMOHHOI'O 00eCIIeYeHuUs YIIPaBICHUs U
APXUBHOI'O XpaHCHUA JOKYMCHTOB B KOHerTHOﬁ OpraHu3alnu,

— IIPUHLUIIBI ¥ METO/bl OPraHU3alui XPaHEHNs JOKYMEHTOB;

— HaBbIKW COBCPUICHCTBOBAHUS OPraHU3alluv XpaHCHUA JOKYMCHTOB,

— MPUHIIMIIBI U CIIOCOOBI COBEPIIEHCTBOBAHUS JOKYMEHTAIL[HIOHHOTO 00ECIIeUeHHsI YIIpaBIeHUS;
— HPUHOUIIBI WU CHOCO0bI COBCPHICHCTBOBAHUSA pa6OTI>I C ApXUBHBIMH IOOKYMCHTaAMH apXuBa
OpraHu3allii Ha OCHOBE UCIIOJIb30BaHUS COBPEMEHHBIX NH(POPMAIIMOHHBIX TEXHOJIOTHIA;
ymembo:

— IIPUMEHATH UCCIIEI0BATEIbCKUE METOIBI ITPU PEILIEHUH IIPAKTUKO-OPUEHTUPOBAHHBIX 3aJaHUN;
- HUCIIOJIB30BaTh KOMITBIOTCPHYTO TCXHUKY u HHq)OpMaHHOHHBIe TEXHOJIOTHUH B
JIOKYMEHTAITUOHHOM 00€CII€YeHUH YIIPABIEHUS U apXHUBHOM JIEJIE;

— COBCPHICHCTBOBATH TCXHOJIOTMHU JOKYMCHTAIHUOHHOT'O o0ecrieyeHus YIIPpaBJICHUA U ApXHUBHOT'O
Jena Ha 6a3e NCIOIb30BaHUS CPEACTB ABTOMATH3AIIH;

— OKCINTyaTUpPOBAaTb TEXHUYCCKHUE CPCACTBA W MCIIOJIB30BaTh TCXHUYCCKUC CpCACTBA B
JIOKYMEHTAITMOHHOM 00€CII€YeHUHN YIIPABIEHUS U apXHUBHOM JIEJIE;

— HUCIIOJIB30BaTh HAa MPAKTUKE MCTOABI 3alIIUThI I/IH(bOpMaIII/II/I;

— HCMOJb30BAaTh 3HAHUS O COBPEMEHHBIX CHCTEMax HWH(POPMALMOHHOTO W TEXHUYECKOTO
oOecrieyeHrs JTOKYMEHTALlMOHHOTO OOecreueHusl yNpaBieHUs M YIpaBJICHUs apXvBaMH Ha
IIPaKTHUKE;

— HNPUMCHATHL MCTOJUKY M IIpaBHJIa MOATOTOBKH YIIPABJIICHYCCKUX JOKYMCHTOB W BCICHUA
JIeJIOBOM NIEPEIUCKH;

— NPUMCHATH IpaBuJia OpraHU3allii BCEX DOTAIIOB pa6OTBI C JTOKYMCHTaMH, B TOM YHCIIC
apXMBHBIMU IOKYMEHTaMHU;

— COCTAaBJIATH OIKCH JEJI, HOATOTOBKH JEJI K ITepeade B apXUB OPraHU3alliN, TOCY1apCTBEHHBIN
WIM MyHULIMIIAJIBHBIA apXUB;

— IMPUMCHATH Ha IHPAKTHUKE TCOPHUIO ONPCACICHUA MNEHHOCTH OJOKYMCHTOB, IIPOBOJIUTDH
JKCIIEPTU3Y LIEHHOCTU JOKYMEHTOB;

— HCIIOJIb30BAaTh TEOPETUYECKHE 3HAHUS ydeTa U O0OecleyeHHs] COXPaHHOCTH JOKYMEHTOB B
apXHuBe;



— MPUMEHSTH Ha MIPAKTHKE TEOPETHUYECKYIO 0a3y OpraHu3alyu CIPaBOYHO-TIOMCKOBBIX CPEJICTB
Y UCTIOJIb30BaHUS apXUBHBIX TOKYMEHTOB;

— MPUMEHSTh Ha MPAKTUKE METOJBI U CIIOCOOBI MOJTOTOBKU YIPABICHYECKUX JOKYMEHTOB U
BEJICHUSI JI€JIOBOM MEPENUCKY;

— WCHONB30BaTh Ha TMPAKTUKE CIOCOOBI 00pabOTKM JOKYMEHTOB Ha BCEX JTamax
JIOKyMEHTO000pOTa, CUCTEeMATHU3aIlH, COCTABIICHUSI HOMEHKJIATYphI JelT;

— IIPOBOJIUTH AKCIIEPTHU3BI IIEHHOCTH JOKYMEHTOB;

— IPUMEHATH HABBIKU YU€Ta U COXPAHHOCTH JOKYMEHTOB B apXUBE;

— TPUMCHATh HABBIKM CO3JAaHUS W BEACHHUS CHCTEMbI JTOKYMEHTAIIMOHHOTO OO0ECIIeUeHUS
yIpaBieHUs B OpraHu3aluy Ha 6a3e HOBEHIINX TEXHOJIOTU;

— OpraHm30BBIBATH PabOTy CIYKOBl JOKYMEHTAIlMOHHOTO OOECIICUCHHs YIpPABICHHS W
ApPXUBHOTO XpaHEHUsI JOKYMEHTOB;

— WUCTOJB30BaTh HA MPAKTUKE MPHUHIUIIBI U CIOCOOBI pa3paOOTKH JTOKAIBHBIX HOPMATHBHBIX
AKTOB M  HOPMATHBHO-METOJMYECKHUX JOKYMEHTOB IO BEACHHIO HH(GOPMAaLMOHHO-
JIOKYMEHTAIMOHHOTO 00ECTICUCHHS YIPABICHUS M apXUBHOTO JICJIa;

— OPHUEHTHUPOBATbCS B MPaBOBOW 0aze MHGOPMAIMOHHO-AOKYMEHTAIIMOHHOTO O0ecredYeHus
VIIPaBIICHUS ¥ ApXUBHOTO JIeJIa M CMEKHBIX 001acTel;

— OPUEHTHPOBATHCS B OCHOBAX TPYAOBOT'O 3aKOHO/IaTEIbCTBA,

— OPUEHTHPOBATHCS B MPABUJIAX U HOPMaX OXPaHbl TPYA;

— OpPraHU30BBIBATH CEKPETAPCKOE 0OCTYKUBAHUE;

— OpPraHW30BBIBATH KAJPOBOE JCIONPOU3BOJICTBO U JIOKYMCHTHPOBAHKE TPYTOBBIX OTHOIICHHA,
XpaHEHHUe JTOKYMEHTOB 0 TUYHOMY COCTAaBY;

— WCIOJIF30BATh MPUHITUITHI, METO/IBI 1 HOPMBI OPTaHU3AINHN, XPaHEHUS, KOMIUICKTOBAHUS, yIeTa
Y UCTIOJIb30BAaHUS apXUBHBIX TOKYMEHTOB, JOKYMEHTOB JIMYHOTO MTPOUCXOXKICHNUS;

— HCIIOJIB30BATh TEOPETHUECKUE 3HAHUS O pabOTe C IOKYMEHTAMH, COCPKAIIUMH HHPOPMAITUIO
OTPaHUYEHHOTO JIOCTYTIA;

— IIPUMEHSTh HABBIKM COCTABIICHUS JIOKAJTLHBIX HOPMATUBHBIX aKTOB JJIsSI OPTaHU3AIMH aPXHUBOB
pa3IMYHBIX THUIIOB U BUIOB;

— IPUMEHSATH 3HAHUS OPTaHHU3AINH 00CCIICUCHUSI COXPAHHOCTH JJOKYMEHTOB B apXHBaX;

— IPUMEHATH MPUHIIUIIBI OPTaHU3alUU U PYHKIIMOHUPOBAHUS ApXUBHOTO ayTCOPCHUHTA;

— IPUMEHSATh TPHUHIIUAIIEI U METOJIBI YIIOPSIOYCHHSI COCTaBa IOKYMEHTOB M HH(OPMAITHOHHBIX
MoKa3aTelei;

— TPUMEHATh TPHHIIUITEI OPTraHU3alMNd aApPXUBHBIX CIYKO JOKYMEHTAI[MOHHOTO OOECTICUCHUs
yIpaBIeHUS U apXUBHOTO XpaHEHUs JOKYMEHTOB B OpraHU3aIusiX;

— MPUMEHSTh METOJBI MPOBEICHUS aHaIM3a OpPraHU3alliy JTIOKYMEHTAIMOHHOTO OOEeCTICUeHUs
yIpaBIeHUS U apXUBHOTO XpaHEHUs JOKYMEHTOB B KOHKPETHOM OpraHU3allnu;

— IPUMEHSATH IPUHIIAIIE K METOJIbI OPraHU3alNN XPAaHEHUS JIOKYMCHTOB;

— COCTaB JOKYMEHTOB U HH()OPMAIIMOHHBIX TOTOKOB, CIOCOOBI COKPAIICHHS UX KOJUYECTBA,

— IPUMEHSATH TPHHIIAIIEI K METOJIbI COBEPIICHCTBOBAHMS OPraHU3AINN XPAHSHUS JIOKYMECHTOB;
— UCTIOJIb30BaTh HA MPAKTUKE MPUHIIUITBI U CTIOCOOBI COBEPIIEHCTBOBAHUSI IOKYMEHTAIIMOHHOTO
oOecrnieueHus yrpaBIeHUS;

— HCTIOJIH30BATh Ha MPAKTUKE MPUHITUIIBI U CITIOCOOBI COBEPIIICHCTBOBAHUS pA0OTHI C ApXHUBHBIMU
JOKyMEHTAaMH  apXWBa  OpraHu3allid Ha  OCHOBE  HCIIOJIB30BAHHS  COBPEMEHHBIX
WH(OPMAIIMOHHBIX TEXHOJIOTHI;

enademp:

— CIOCOOHOCTHIO UCTIOIB30BATH TEOPHIO JIJIS TIOTYUYCHHSI MPAKTUIECKOTO PE3yNIbTaTa;

— HaBBIKAMH HCITOJIb30BAHHUSI KOMITBIOTEPHOW TEXHHKH W WH()OPMAIMOHHBIX TEXHOJOTHH B
JIOKYMEHTAITMOHHOM OOECTICUeHUH YIIPABJICHUS U apXUBHOM JIeJIE;

— CIIOCOOHOCTBIO  COBEpIICHCTBOBATh TEXHOJOTHH JOKYMEHTAI[HOHHOTO OOeCTeUeHUs
yIpaBIeHUS U apXUBHOTO JieNia Ha 0a3e MCIOJIb30BaHUS CPEJICTB aBTOMATHU3AIIHH;

— TpaBWJIaAMH OKCIUTyaTalldd TEXHUYECKHMX CPEJACTB M CIOCOOHOCTHIO HCIOJB30BaTh
TEXHUUYECKUE CPEJICTBA B JOKYMEHTAIIMOHHOM O0ECIICUCHUH YIIPABICHUS U apXHUBHOM JIEJIE;



— HaBbIKaMH HCIIOJIB30BaHHUA METOABI 3alllUThI I/IH(bOpMaI_[I/II/I;

— HaBBIKAMH HCIOJIb30BaHNUS COBPEMEHHBIMH CHCTEMaMi MH()OPMAIMOHHOTO M TEXHHYECKOTO
o0ecrieyeHnss JOKYMEHTALMOHHOTO OO0ECIECUeHUs] YNpPABICHHUS M YIPABJICHUS apXUBaMH Ha
HPaKTHKE;

— CIOCOOHOCTBIO UCIIOJIB30BaTh MPaBUIIa MOJATOTOBKH YIPABICHYECKHX JOKYMEHTOB M BEICHHS
JIeTIOBOH NIEPETINCKY;

— HaBbIKaMH OpTraHHU3allun paGOTbI C IOKYMCHTaMH, B TOM YUCJIC apXUBHBIMHU JOKYMCHTAMU Ha
pa3HBIX JTarnax;

— HaBBIKAMH COCTAaBJICHHUS OITHMCEH ACJI, MOATOTOBKU ACJI K IEpCAaduc B apXWB OpraHu3aluvu,
TOCYAapCTBEHHBIH WIIN MyHUIUIIAIBHBIA apXUB;

— HaBbIKaMH y4acCTHs B pa60Te 10 IPOBCACHUIO SKCIICPTU3bI HECHHOCTHU JOKYMCHTOB

— HaBBIKaMH y4yeTa 1 00ecriedeHus] COXPaHHOCTHU JIOKYMEHTOB B apXUBCE;

— HAaBBbIKAMH OpraHu3anuu CIIPaBOYHO-IIOUCKOBBIX CPCACTB M HCIIOJb30BaHUA aAPXHUBHBIX
JIOKYMEHTOB;

— HaBbIKaMHU IMOATOTOBKHU YHIPABJICHYCCKUX JOKYMCHTOB U BCACHUA IIGJIOBOﬁ NCPCIUCKU,

— HaBBIKAMH O0Opa0OTKM JOKYMEHTOB Ha BCEX JTamax JOKYMEHTO00OpOTa, CHCTEMaTH3allHy,
COCTaBJICHUS] HOMEHKJIATYPHI JIET,

— CIOCOOHOCTBIO NPUHHMMATh y4yacTHEe B PabOTe MO MPOBEIACHUIO AKCIEPTH3Bl IIEHHOCTH
JIOKYMEHTOB;

— HaBBIKaMH y4yeTa 1 00ecriedeHus] COXPaHHOCTHU JIOKYMEHTOB B apXHUBE;

— HaBbIKaMH CO3daHUA W BCACHUA CHUCTCM JOKYMCHTALITMOHHOI'O oOecrieyeHus YIIpaBJICHHA B
OpraHM3aluy Ha 0a3e HOBEHIINX TEXHOJIOTHIA;

— COCOOHOCTBIO OPTaHU3ALUHU PAOOTHI CIIYKObI JOKYMEHTAIIHOHHOTO 00eCTIeueH sl yIPaBICHHS
¥ apXUBHOTO XpaHEHUS JOKYMEHTOB;

— HaBbIKaMH p33pa60TKI/I JIOKAJIBHBIX HOPMATHWBHBIX 4AKTOB W HOPMATUBHO-MCTOAWYCCKUX
JOKYMEHTOB T10 BEJCHUIO MH(POPMAIMOHHO-IOKYMEHTAIIHOHHOTO O0ECTIeYeH sl YIIPaBICHUS U
apXHUBHOTO JIENa;

— HaBBIKAMHM MHCIIOJB30BaHMS 3aKOHOJATEIbHOM M HOPMAaTMBHO-METOJIMYECKOH 0a3oif
I/IH(1)OpMaHI/IOHHO-I[OKYMGHTaHI/IOHHOFO oOecrieueHus YHnpaBJICHHUA W apXHBHOTO JACJla H
paBoOBON 0a3bl CMEXHBIX 00JacTell Ha IPaKTUKE;

— HaBBIKaMH HCIIOJIb30BAHUS TPYIOBOTO 3aKOHOIATEIbCTRA;

— HaBBIKaMH UCIOJIb30BaHMS IPABUI U HOPM OXPaHbl TPYAA;

— 3HaHHEM TPeOOBaHMIA K OPTaHU3AINH CEKPETAPCKOTO OOCITYKUBAHHS,

— 3HaHMEM TPeOOBaHUI K OpraHu3alMy KaJpOoBOIroO JEJIONPOU3BOACTBA U JIOKYMEHTHPOBAHUIO
TPYIOBBIX OTHOIICHUM, XPAHEHUIO JOKYMEHTOB 110 JUYHOMY COCTABY;

— BJIaJICHUEM MPUHIMIIAMHU, METOIaMU U HOPMaMH OpTraHU3alluH, XPaHEHUs!, KOMIIJIEKTOBaHMUS,
YU€Ta U UCII0JIb30BaHUA apXUBHBIX JTOKYMCHTOB, JOKYMCHTOB JIMYHOT'O IMTPOHUCXOKIACHUS,

— HaBbIKaMH pabOThI ¢ JOKYMEHTaMH, COJepKAIIUMHU HH(OPMAIIMIO OTPAaHUYEHHOT0 JOCTYIIA;

— HaBbIKaMU CO3JaHUA apXHUBOB PA3JIMYHBIX THUIIOB U BU/I0B;

— 3HaHMEM TpeOOBaHMI K OpraHu3alui 00ecreueHUs] COXPAaHHOCTH JOKYMEHTOB B apXUBaX;

— HaBBIKAMHM OpraHM3alMil W (YHKIMOHUPOBAHUS AapXUBHOTO ayTCOPCHHIa Ha OCHOBE
COOTBETCTBYIOLIMX MPUHIIUIIOB;

— JIOTUCTUYCCKUMU OCHOBAMH OpPraHu3aliv XpaHCHHUA JOKYMCHTOB,

— HaBBIKAMU YIOPSAJAO0YEHHUS COCTaBa JOKyMEHTOB U MH(POPMAIMOHHBIX MOKa3aTeIel Ha OCHOBE
COOTBETCTBYHOIINX MPUHIOUIIOB U MCTOOOB,

— HaBBIKAMU OpPTIaHU3AIMN apXMBHBIX CIIY)KO JOKYMEHTAI[MOHHOT'O 00eCIeueHus yIpaBIeHUs 1
APXUBHOI'0 XpaHCHUA JOKYMCHTOB B OpraHu3aluiax Ha OCHOBEC COOTBECTCTBYIOIIHX IIPHUHIIUIIOB,
— HaBBIKAMU [TPOBEICHHUS aHAJIN3a OPTraHU3alluu JOKYMEHTAIIHOHHOT'O 00ecrieueH sl yIpaBIeHHs
N apXHUBHOTI'O XpaHCHHA JOKYMCHTOB B KOHerTHOﬁ oprannM3allii Ha OCHOBE COOTBCTCTBYIOIIUX
METO/IOB;

— OPUHUMUIIAMA U METOAAMHU OPraHU3alUU XPAHEHUS TOKYMEHTOB;



— HaBBIKAMHU ONITHUMHU3AIIUY COCTaBa TOKYMEHTOB M WH()OPMAIIMOHHBIX TOTOKOB, COKPAIIIEHHUS X
KOJINYECTBA;

— HaBBIKAMH COBEPIICHCTBOBAHMS OPraHU3alUN XPAHEHUS JOKYMEHTOB;

— HaBBIKAMH COBEPIICHCTBOBAHMSI JIOKYMEHTAIIMOHHOT'O 00ECTICUCHHUSI YITPaBJICHUS;

— HaBBIKAMH COBEPIICHCTBOBAHUS PAOOTHI C ApXUBHBIMU JIOKYMEHTAMH apXHBa OpraHU3aIMH Ha
OCHOBE HCTIOJIb30BaHUSI COBPEMEHHBIX HH(DOPMAITMOHHBIX TEXHOJIOTHMA.

5. MECTO ITPON3BOICTBEHHOI1 (ITPEJIUIIJIOMHOI) IPAKTUKH B
CTPYKTYPE OOII BO

[TpousBoacTBeHHAA(NIPEIAUIUIOMHAS) TPAKTUKA BXOIUT B 010k 2 «IIpakTuka» B cocrase
y4eOHOro IJJaHa OCHOBHOM 00pa3oBaTeIbHOM MPOrpaMMbl IO HANpaBIECHUIO IOArOTOBKU
46.03.02 JlokyMEeHTOBeIEHHE U apXHBOBEACHUE, MPO(UIL TOKYMEHTAMOHHOE OOecreueHue
ylpaBiieHus, KBaluuKkanus: 6akanasp.

[IpousBoacTBeHHast (MPEIIUIIIIOMHAs) MpaKTUKa Oa3upyeTcss Ha 3HAHUM CIIEIYIONIUX
mucuuiuive: - «JlokymeHToBeneHue», «OpraHuzaluss M TEXHOJOTUS JOKYMEHTAMOHHOTO
oOecrieueHue ympaBieHUs», «ApxuBoBeneHUE», «['OoCylapcTBEHHbE, MYHULUIAIbHbIE U
BEJIOMCTBEHHBIE apxuBbl», «KoH(uAeHIHaIbHOE AEIONPOU3BOACTBO», «JlOKyMEHTallMOHHOE
o0OecrieueHUe YNpaBJIEHUS B OpraHax rOCYAapCTBEHHOIO M MYHHMIMIAIBLHOTO YIPaBICHUS,
«JloKyMeHTallMOHHOEe O0OecreueHre YIpaBICHUS B HETOCYNAapCTBEHHBIX OpraHU3alMsiIx»,
«Oprasu3alMoOHHOE IPOEKTUpOBaHuEy», «KaJapoBoe nenonponu3BOJACTBO U apXUBbI JOKYMEHTOB
10 JIMYHOMY COCTaBY», «J{0KyMEHTHpOBaHUE YIIPABICHUECKON AeATeNbHOCTHY, «CUCTEMBI
AJIEKTPOHHOI'O JJOKYMEHTO000POTaY.

6. OBBEM INPAKTUKHU B 3AYETHBIX EJJUHULIAX U EE
IMPOAOJIKUTEJIBHOCTb

[IpoaomKUTENEHOCTh MPOU3BOACTBEHHON (MPEAJMUINIOMHON) NPAKTUKH COCTaBISET
6 Henenb, 324 yacos, 9 3.e. cOracHO y4eOHOMY IJIaHy.

=
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9 324 0,2 18 - 305,8 3auer ¢ OLEHKOU

[TpaxTrka opraHu3yeTcs U MPOBOAUTCS B IOJHOM COOTBETCTBHM C YTBEPXKJIEHHBIM y4EOHBIM
ru1aHoM. Be10op 6a3bl MpakTHKK OCYHIECTBIISETCS 00YJAIOLIMMCS 110 COTJIACOBAHMIO ¢ Kadeapoi.

baza mpoxokaeHus MpakTHKU M 3aKpEIUIEHHE PYKOBOAUTENS MPAKTUKHU OCYIIECTBISETCS
npukasoM no YI'TY.

ITpu onpeneneHny MECT NPAKTUKHU JJIs1 UHBAIUAOB U JIMI C OTPAaHUYEHHBIMU BO3MOYKHOCTSAMU
3JI0POBbsI HEOOXOIUMO 00SI3aTENbHO YYUTHIBATH PEKOMEHIAIIMHA MEIUKO-COLUATbHON SKCIEePTU3bI,
OTpP@KEHHbIE B UWHIMBHIYaJbHOM IporpamMme peaOWIMTalMd WHBAIWAA, OTHOCHUTEIBHO
PEKOMEHJOBaHHBIX YCIIOBHUI U BUJIOB TPY/ia.



7. COIEPKAHUE NPAKTUKHA

DopMBbI
TEKYILETro
KOHTPOJIS
1 Tloocomosumenvuoiii | O3HAKOMHUTEIbHBIC JTEKITUH. Cobecedosanue
[IpoxokaeHne MHCTPYKTaka MO TEXHHUKE
Oe30macHOCTH Ha paboyeM MecTe
[lonyyenne MHAMBUAYaANbHBIX 3aJaHUU C
y4eToM cnenn(UKy OpraHu3aui
2 OcnosHoli CocraBieHune XapaKTEPUCTHKHI 305,8 Camokxoumpons
TIPEIIPUATHS (moxpaznenenus),
OCHOBHBIX HATPaBJICHUHT ero
JIEATEIIBHOCTH.

AHau3 HOPMATHBHOW 3aKOHOJATEIHHON
0a3bl, PErNIAMCHTUPYIOIICH NeATeIbHOCTh
OpraHU3aIMK WIX TOPa3ICICHHUS.
AHaNn3 JIOKAIbHBIX HOPMATHBHBIX aKTOB,
periameHTHpyromux opranuzauuo JOY
1 apXUBHOTO XpaHCHUS.

AHaIN3 MPOIECCOB JOKYMEHTUPOBAHMUS Ha
MPEIIPUSATHNA, B IOIPA3ICICHAN WIA B
JESITeIBPHOCTH CIICIHAIICTa KOHKPETHOH
chepel OT co3JaHWs IOKYMEHTa JO €ro
YHUYTOKCHUS WM TIepelayd B apXuB.
AHaln3 XpaHCHUs JOKYMECHTOB, HX y4eTa,
ucnons3oBanusg, HCA apxusa.

3 Baxnouumenvuviil IMoaroToBka oT4YeTa MO MPAKTHKE 18,8 3awuma
omuema

Ne TpynoeMKocTb
Oransl NpaKTHUKU Conepxanue pyA
(B yacax)

nTOoro 324

8. ®OPMA OTYETHOCTH IO NPAKTUKE

[IpakTika TPOBOAMUTCS B COOTBETCTBHM C JOTOBOpPaMH 00 OpraHu3alil ¥ TMPOBEICHUU
MPaKTUKH 00yYaromuxcs.

[Tpuem 0T4eTOB 1O Y4€OHOH MPAKTUKE MTPOBOJUTCS 110 OKOHYAHHH TPAKTHKH.

[TcbMeHHBIM OTYET O MPOXOXKIEHUH MTPAKTUKYU TOJDKEH COJEPIKATh CIEAYIOLINE TaHHbIE:

1. kpaTkass XapakTepUCTHKa NPEANPUATHS, €ro CTPYKTypa, (QYHKIMH MOIpa3ieieHuH,
OCHOBHBI€ HAIIPABJICHUS JESTEIbHOCTH;

2. XapaKTepPHUCTHKA YIPaBIEHUYECKON CTPYKTYPhI OpraHU3alliu, ONpeIeTieHIe HATUINS U MECTO
B CTPYKTYpE OpraHu3ally MO/pa3/eNIeHHs, 3aHUMAIOIIErocs JTOKYMEHTAI[MOHHBIM O0eclieueHHEM
yIIpaBleHUs, CIENU(UKY ero padoTh;

3. XapaKTepHCTHKAa OCHOBHBIX CHCTEM JIOKYMEHTAIlMH, OOpa3yrolmecs B JESITEILHOCTH
OpraHu3aluy, BUbl JOKYMEHTOB, BXOSIINX B 3TH CUCTEMBI;

4. XapakTepHCTUKa IOKyMEHTO000pOTa OPraHu3aliK, 0COOEHHOCTH MPOX0KICHUS OCHOBHBIX
3TaNoB JOKYMEHTO000pOTA.

OTuér 0 MPOXOXKIACHUM TMPAKTUKU JIOJDKEH COCTaBIATHCS OOy4aroluMcsl IO Mepe
MPOXOXKICHHS K0T dTama (pasziena) MpakTHKH U OPOPMIISTHCS COTIIACHO HUKEU3TIOKEHHBIM
TpeOOBAHUSIM.

TpeGoBanus kK 0hOPMIICHUIO TEKCTa OTYETA 110 MPAKTHKE.

TekcT oTdeTa Mo MpakTUKE JODKEH OBITh MPEICTABICH B MAIIMHOMMCHOM BUjE (Ha mucdeit
Oymare pazmepom A4 gepes 1,5 unatepBana, ¢ mosiMu: mpasoe — 10 MM, BepxHee U HIxkHEe — 20 MM,
neBoe — 30 Mm.

[Tpn Habope TekCTa Ha KOMIbBIOTEPE HEOOXOIMMO HCMOB30BaTh OCHOBHOM MmIpU(T «Times
New Romany, BelpaBHHBaHHE a03alia Mo IIHUPUHE, aBTOMATUYECKYIO PACCTAHOBKY MEPEHOCOB CIIOB.
[[Ber mpudTa 10mKEH OBITh YePHBIM, BHICOTA OYKB, UG U IPYTUX 3HAKOB - KerIib 14. [lomykupHbiii
mIpu@T HE MPUMEHSIETCs. 3ar0JI0OBKH Ta0JIUII, TMarpaMM U PUCYHKOB I1€4aTaTh Yepe3 OAMH UHTEPBAJL.
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AOG3a1HbIif OTCTYI paBeH 5 OyKBEHHBIM 3HaKaM, Ile4aTaTh HEOOXOIMMO C IIECTOro OyKBEHHOTO 3HaKa
(otctyn miepBoit ctpoku — 1,27 cm).

O0béM oTuera mo npaktuke 12-25 crpanui. KayecTBo HarmeyaTaHHOTO TeKcTa U 0(hOpMIICHUS
WJUTIOCTpaIii, Tabmui, pacredarok ¢ [I9BM nomkHO ymoBIETBOPATh TPEOOBAHHIO MX YETKOTO
BOCITPOM3BEICHHUS.

daMuinu, Ha3BaHUSI SKOHOMHUYECKUX CYObEKTOB U JApPYrHe MMeHa COOCTBEHHBIE B OTYETE 1O
NPaKTUKE MPUBOJIAT Ha SA3bIKE OpUTHHANA. JlomycKaeTcs TpaHCIMTEpUpPOBAaTh UMEHA COOCTBEHHBIC U
NPUBOJUTH Ha3BaHUS SKOHOMHYECKUX CYyObEKTOB B IEPEBOJEC Ha S3bIK OTYETA IO IMPAKTHUKE C
no6aBiieHreM (TIpy MIePBOM YIIOMUHAHUH ) OPUTUHAIBHOTO Ha3BaHHSL.

Ecnu crpanuma TtekcTa oOT4eTa MO NpPAaKTHKE HE TIOJHOCTbIO 3aHsATa TaOiuued wim
WUTIOCTPALMEN, TO Ha HEH pa3MELIaloT, KpOME TOr0, COOTBETCTBYIOIIEE KOJIMUECTBO CTPOK TEKCTA,
pacrosaraeMoro 3a Tabauiei WK WUTIOCTpalien.

HaumenoBanusi cTpykTypHbIX 3jeMmeHTOB otdeta 1o mnpaktuke «COIEPXAHUEY,
«(TPUIJIOXEHUEY» cinyxat 3arojioBKaMu CTPYKTYPHBIX 2JIEMEHTOB OTYETA O MIPAKTUKE. 3aroJIOBKU
CTPYKTYPHBIX 3JIEMEHTOB HEOOXOAMMO pacrojiaraTb B CEpPeAWHE CTPOKH Oe3 TOYKM B KOHIE H
reyaraTh MPOMUCHBIMU OYKBaMH, HE IOAYEPKUBAsL.

OcHoOBHas 4acThb OTYETA [0 MPAKTUKE MOXET JEIUTHCS Ha Pa3Jelibl, IOAPA3JENbl U MyHKTHL
[TyHKTBI, TP HEOOXOJMMOCTH, MOTYT JIEIUThCS Ha MOMNYHKTHL. [lpu AeneHuu Tekcra ordera mo
IPAKTUKE Ha IYHKTHI U HNOAIYHKTbI HEOOXOIUMO, YTOOBI KaX/Ibli IIYHKT CO/IEpall 3aKOHYEHHYIO
uHpopMarmoo. HanmeHoBaHUS MOAITYHKTOB, KaK U TEKCT, IEYaTaloOTCsl CTPOYHBIMU OYKBaMH.

®opma UTOrOBOTO KOHTPOJIS 110 IIPAKTUKE — 3a4YET C OLIEHKOM.

He npenocraBnenue ordera, Kak W MOMy4YEHUE HEYIOBIECTBOPUTEILHON OIICHKU MO UTOraM
NPaKTUKA  SIBIISICTCSI  HEBBIIOJIHEHWEM MPOTpaMMbl  OOyYEHHsI, CUMTACTCS AaKaJeMHYECKOM
3aI0JKEHHOCTBI0, KOTOPYIO HEOOXOAMMO JIMKBUAUPOBATD ISl OTYUEHHS IOITYCKa K MPOXOXKICHUIO
WUTOrOBOM aTTECTalUH.

PyKOBOJICTBO M KOHTpOJb HAaJ MPOXOXKICHUEM MPAKTHKH BO3JAaraeTcsi Ha PYKOBOAUTENS
NPaKTUKH, Ha3HAYeHHOTO Kadeapoil. PykoBomuTens MpakTHKK OT Kadeapsl BHIIOIHSIET CICAYIOIINE
byHKIMH:

— YCTaHABIIMBAIOT CBSA3b C PYKOBOAMTENSIMU MPAKTUKU OT OPraHU3aLMH, COBMECTHO C HUMU
COCTaBIIIIOT pabovyi0 MPOrpaMMmy MPOBEIEHUS NPAKTUKH, COCTABIEHMS OT3bIBA, HAIMCAHUS U
3aIIUTHI OTYETA IO MPAKTHUKE;

— pa3pabaThIBalOT TEMATUKY MHIMBUAYAIbHBIX 3aJIJaHUI C y4eTOM CcreU(UKU AeSTeTbHOCTH
OpraHu3aLuy;

— OCYIIECTBIISIFOT KOHTPOJIb 32 COOTIOICHUEM CPOKOB MPAKTUKH U €€ COAEpKaHuEeM;

— opraHu3yeT coOpaHue Mo NPaKTHUKE;

— KOHCYJIBTHpYET 0Oyd4arolerocs 1o BCEM BONpPOCaM NPAKTHUKH, BKIJIIOYAs BBINOJIHEHHE
MPaKTHYECKON 3a/laud Ha Marepuayiax OpraHu3aluu-0a3bl MPaKTUKH, OKA3bIBAIOT METOIUYECKYIO
MOMOILb 00YYaIOLIMMCSI TIPH BBITIOJIHEHWH UMH MHAWBUTyalIbHBIX 3aJJaHUI 1 cOOpe MaTepHaoB;

— KOHTPOJIMPYET BBINOJIHEHHE IIJIaHa U [TPOBEPSET Ka4eCTBO pabOThl 00YUarOIIErocst BO BpeMsl
MIPOXOYK/IEHUSI IPAKTHUKHY;

— OCYILECTBJISIET MPUEM OTYETOB, KOHTPOJIUPYET MX KAueCTBO M OIICHMBAET BBHINOJIHEHHYIO
pabory.

OOyuatomuiicst BO BpeMsl MPOXOKICHNS PAKTUKU O0sI3aH:

— co0Mro1aTh IeMCTBYIOIIME B OpraHU3aluy, yIpEeKASHUHN MTPaBUiia BHYTPEHHETO pacropska,
TEXHUKH 0€30I1aCHOCTH, OXPaHbl TPY/a;

— W3Y4UTh BECh KOMILJIEKC BOIIPOCOB, CBSA3aHHBIX C JAEATEIBHOCTBIO OPraHU3aLiHY;

— CaMOCTOSITENTLHO U MPU HEOOXOJMMOCTH C MPUBJICUCHUEM PYKOBOJIUTEINS MIPAKTUKU OT 0a3bl
BBINOJIHATH pa0OThI, IPEyCMOTPEHHBIE TNIAHOM;

— PETyIsIpHO MPOXOANUTH COOECENOBAHNS C PYKOBOAUTENEM MPAKTHKH;

— coOUpaTh, aHATTM3UPOBATH U CUCTEMATH3UPOBATh IPAKTHUECKUI MaTepHa;

— TOTOBHUTH OTYET O MPOXOXKAECHUHM TIPAKTUKA U CBOEBPEMEHHO CAaBaTh Ha MPOBEPKY
PYKOBOAUTEISM OT/IENBHBIE €TI0 Pa3/IeNibl B COOTBETCTBUH C IIJIAHOM;
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— CTPOI'0 BBIIOIHATE CPOKU 1 PETTIAMCHT ITPOXOKIACHU A ITPAKTUKH.

MOCJIC OKOHYAHHA MPAKTUKU MPCACTABUTL PYKOBOIUTCIIIO MUCHbMEHHBIN OTYCT,
odopmIIeHHBIN B COOTBETCTBUM C TpeOoBanusiMu ['OCTa 1 3aIMTUTh €ro B YCTAHOBJICHHBIE CPOKH;
— nopaboTaTh MpHU HEOOXOJMMOCTH OTYET IO MPAKTUKE, B COOTBETCTBUU C TPEOOBAHUSIMU U
MPEANUCAHUSIMUA PYKOBOIUTEIIS,
— BBINIOJIHATH YKa3aHUSI PYKOBOJIUTEINEH PAKTUKHU OT Kadeapsl U OT 6a3bl IPaKTUKY;
— HECTU OTBETCTBEHHOCTH 32 BBINOJHIEMYIO PaOdOTy U €€ pe3ybTaThl HapaBHE CO IITaTHBIMU
pabOTHUKAMU;

9. MEPEYEHb YUYEBHOM JIUTEPATYPHI U PECYPCOB CETHU «AHTEPHET»,
HEOBXOJIMMBIX JJISA IPOBEJEHUSA ITPAKTUKH

NoeNe Bun T'on Kon-Bo 3k3. B
ABTOp Y HAUMEHOBAHUE
-1 mocoous | W3IaHus OnoIIMOTEKE
OCHOBHAsI JIUTEpaTypa:

OJI-1 | Bynar, P. E. JlokymeHTanuoHHOEe OOeCIeUYeHUE yii 2019 https://znanium.com/
yIpaBieHUs] TEepcoHANOM : ydeOHoe mocobue / P. E. catalog/product/1007
Bymat. — Mocksa : THOPA-M, 2019. — 234 c. 087

OJI-2 | BeikoBa, T. A. JIOKYMEHTallMOHHOE OOECICUCHHUE yii 2022 https://znanium.com/
yIpaBlieHust (IeTOMPOM3BOICTBO) : yueOHoe mocobue / catalog/product/1863
T.A. beixoBa, T.B. Ky3sueriosa, JI.B. Cankuna ; moj o0, 409
pen. T.B. KysnenoBoii. — 2-¢ u3n., nepepad. u a0m. —

Mockga : UTHOPA-M, 2022. — 304 c.

OJI-3 | BeikoBa, T. A. JloKyMeHTalHOHHOE oObOecreueHue VII 2020 https://znanium.com/
YIOpPaBICHUST ~ HErOCYAapCTBEHHBIX  OpraHHU3aIuii catalog/product/1072
yuebnoe mocoodue / T. A. beikosa, JI. B. Cankuna. — 2-¢ 260
u31., mepepad. u gon. — Mocksa : UHOPA-M, 2020. —

302 c.

OJI-4 | T'yryesa, T. A. KouduaeHnuansHoe JeI0NPOU3BOICTBO : yii 2021 https://znanium.com/
yuebHoe mocobue / T.A. T'yryeBa. — 2-e u3n., nepepad. u catalog/product/1246
norr. — Mocksa : UHOPA-M, 2021. — 199 c. 745

OJI-5 | JenompousBojactBo : y4ueOuuk / T.A. BeikoBa, JIL.M. Y 2021 https://znanium.com/
Bsiiosa, FO.M. Kykapuna, JI.B. CaHkuHa ; o o0m1. pej. catalog/product/1014
noi. T.A. BeikoBoit. — 4-e¢ u3fm., nepepad. U J0OIm. — 190
Mocksa : UTHOPA-M, 2021. — 393 c.

OJI-6 | Henucenko, O. W. ]Jlenonpous3BOACTBO H PEKUM Y11 2021 https://znanium.com/
cekpetHocTH : yueOHoe mocobue / O. U. [Jlenucenko, C. catalog/product/1870
B. Osepckuii. - Camapa : Camapckuil HOPUIMYCCKHIA 998
nHCTUTYT @CUH Poccun, 2021. - 92 c.

OJI-7 | Omurpuera, JI. U. JlokyMeHTalMOHHOE OOecredYeHue VII 2019 https://znanium.com/
YIPaBICHYECKOM AEATENHOCTH : yuebHOoe mocobue / JI. catalog/product/1869
W. Omurpuesa, U. B. Py3aeBa. - HoBocubupck : M3n-Bo 277
HI'TY, 2019. - 100 c.

OJI-8 | UupopMaIiOHHbIE TEXHOJIOTMH B JIOKYMEHTAIIHOHHOM v 2020 https://znanium.com/
obecrieueHnn yIpaBiIeHUs U apXUBHOM JIeJie | YU4eOHUK catalog/product/1211
s By3oB / H. H. Kynaes, T. B. Kongpamosa, E. B. 641
TepentbeBa, A. I'. @abpuunos / mon oo6m. pen. H. H.

KynsieBa. - Mocksa : Jloroc, 2020. - 408 c.

OJI-9 | Kabamog, C. FO. Opranuzamnus o0IIero u CrenuaibHOro VII 2019 https://znanium.com/
JIETIONPON3BOICTBA B opraHax MECTHOT'O catalog/product/1007
camoytpaBieHus : yaeoHoe nocooue / C. 0. Kabamos. 941
— Mocksa : UTHOPA-M, 2019. — 421 c.

OJI- | KupcanoBa, M. B. CoBpeMeHHOE JEIONPOU3BOICTBO : yii 2020 https://znanium.com/
10 yue6HOe mocobue / M.B. Kupcanosa. — 4-¢ m3m. — catalog/product/5902
Mocksa : UTHOPA-M, 2020. — 312 c. 68
OJI- KoHduaeHmanpHOE eTONMPOU3BOACTBO U 3aIIUIIICHHBIN v 2020 https://znanium.com/
11 JIEKTPOHHBIA JTOKyMeHTooOopor : y4yeOnmk / H. H. catalog/product/1212
Kynses, A. C. émymkun, T. B. Kongpamosa, A. T. 394
®abpuunoB ; mox obml. pex. H. H. Kynsesa. - 2-e u3n.,

niepepad. u jom. - Mocksa : Jloroc, 2020. - 500 c.
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OJI- | KyznmenoB, M. H. J[lenompousBoactso yueOHO- VII 2022 https://znanium.com/
12 cnpasounoe mocodue / WM. H. Kysuenos. - 11-e usn. - catalog/product/1865
Mocksa : M3naTenscko-Toprosas Kopnopanus «Jlamkos 740

n K°», 2022. - 405 c.

OJI- | Kynstes, H. H. lokymenrosenenne : yue6uux / H. H. Y 2020 https://znanium.com/
13 Kynsies, JI. H. Vpanos, A. I'. ®abpuuHoit ; mox pen. catalog/product/1211
mpo¢. H. H. Kynaesa. - 2-e m3x., crep. - Mockaa : Jloroc, 628

2020. - 352 c.
OJI- | MeTomnyeckne  peKOMeHmamuk 1o  pabore ¢ Ip. 2018 https://archives.gov.r
14 JOKYMEHTaMH IO JTUYHOMY COCTaBy B FOCYIapCTBEHHBIX u/documents/methodi
U MYHUIMIAIBHBIX apXUBaX, apXUBax opranuzanui / M.: €s/2018-metod-
Pocapxus, BHUMJIA], 2018. — 72 c. rekomend-lichnyi-
sostav.shtml
OJI- | OcHOBBI NIeNONIPOU3BOACTBA : yueOHOe mocobue / A.M. VII 2021 https://znanium.com/
15 Acanues, W.M. Muponosa, E.A. Kocapesa, I'T. catalog/product/1246
ByxkoBuu. — 2-e u3z., ucmp. u gon. — Mocksa : UHOPA- 746.
M, 2021. — 146 c.

OJI- TpymoBoe npaBo : yueOHUK I OaKagaBpuaTa / Mo pe. v 2019 http://znanium.com/c
16 B. M. JlebeneBa. — 2-e¢ u3a., nepepab. — Mocksa : atalog/product/10238
Hopwma : UHOPA-M, 2019. - 368 c. 07
OJI- DNEeKTPOHHOE MPaBUTENBCTBO. DNEeKTPOHHBII y 2017 http://znanium.com/c
17 JOKyMEHTO000pOT. TepMHHBI U onpeneneHus: YueOHoe atalog/product/80982
noco6ue / C.10. Kabamos. — M.: HUL] UH®PA-M, 2013. 8

-320¢

OJI- | Tenbuapos, A. JI. ApxuBoBejaeHue : yuebHOE MOCOOHe VII 2022 https://znanium.com/

18 1uis1 GakanaBpos / A. JI. Tenpuapos. - 5-¢ u3za. - Mockea : catalog/product/1865
Wznarenscko-Toprosas kopnopauus «Jlamkos u Ky, 741
2022. - 184 c.

JIOTIOJTHUTENbHAS TUTEPATYpa:

JJI-1 | ABTOMaTH3amus JOKYMEHTO000pOTa : yueOHOE mocodue / VII 2018 https://znanium.com/
A. A. Tumenko, FO. M. Kazakos, M. B. Tepexos [u ap.]. catalog/product/1860
- Mocksa : ®JIMHTA, 2018. - 108 c. 051.

JIJI-2 | Benobopomosa, H.A. MudopmarmorHas 6€30MacHOCTh U VII 2016 http://lib.ugtu.net/boo
3ammra wHpopMmarmu: YdeOHoe mocobme / Harames k/26752
AmnppeeBHa bemodoponosa. — Yxra: M31-Bo YXTHHCKOTO 87
roCyAapCTBEHHOIO0 TEXHUYECKOT0 YHUBepcuTera, 2016. —
70 c.

JJ1-3 | KagpoBast mnosnuteka Kopropanuu: Mouorpadus / p. 2015 http://znanium.com/c
Ky3bmuna H.M. — M.: HUI] UHOPA-M,2015 — 168 c. atalog/product/50486

4

JJ1-4 | Kabamos C.}O. Opranusainusi paboTel ¢ 00paiieHUus MU VII 2010 http://znanium.com/c
rpaxman B uctopuu Poccum: — M.: UL PUOP: HUI] atalog/product/24777
Huppa-M, 2010. 7

JJI-5 | Kamau, A. B. OpraHuzanmusi CHCTEM 3JIEKTPOHHOIO Jp. 2020 https://znanium.com/
JIOKyMeHTo000poTa : MoHorpadus / A. B. Kamau, 1. T. catalog/product/1241
316U ; PKOY BO Boponexckuii uactutytr @CUH 010
Poccun. - Boponex : Hayunas kuura, 2020. - 158 c.

JJ1-6 | KynukoB  B.M.  Opranusainuss  rocyIapCTBEHHBIX Hp. 2011 8
yupexneHuii Poccun: YueOHHK U1 CTYACHTOB BBICIIUX
y4eOHBIX 3aBEJCHHH, OO0YYarOLIMXCsl MO HANpPAaBICHUIO
034700-/lokymeHTOBelIecHHE W apXuWBOBeAeHHe  /
Brnagumup MBanosuu Kynukos. — MockBa: Akanemusi,
2011.- 272 c.

JJI-8 | Kynser, H.H. KonduaeHuunansHoe qemonpon3BoACTBO H v 2011 http://znanium.com/c

3aIUIIEHHBII SNEKTPOHHBIN JIOKyMEHTO000pOT
[OnexTponnsiii pecypc]: yuebnuk / H.H. Kynses, A.C.
Hémymkun, A.I'. ®abpuunos; mox o6bm.pex. H.H.
Kynsesa. Kymmukos B.J. Opranmusanus rocy1apcTBEHHBIX
yupexaennii Poccun: Y4eOHUK ISl CTYIEHTOB BBICIITHX
y4eOHBIX 3aBEJCHHH, OOYYaIOMIMXCS 10 HAIPaBICHHIO
034700-/IokyMCHTOBeICHHE ¥ apXWUBOBeacHHE  /

atalog/product/46899
8
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http://znanium.com/catalog/product/1023807
http://znanium.com/catalog/product/1023807
http://znanium.com/catalog/product/1023807
http://znanium.com/catalog/product/809828
http://znanium.com/catalog/product/809828
http://znanium.com/catalog/product/809828
http://lib.ugtu.net/book/26752
http://lib.ugtu.net/book/26752
http://znanium.com/catalog/product/504864
http://znanium.com/catalog/product/504864
http://znanium.com/catalog/product/504864
http://znanium.com/catalog/product/247777
http://znanium.com/catalog/product/247777
http://znanium.com/catalog/product/247777
http://znanium.com/catalog/product/468998
http://znanium.com/catalog/product/468998
http://znanium.com/catalog/product/468998

Brnagumup MBanosuu Kynukos. — MockBa: Akanemusi,
2011. — 272 ¢. M.: JIoroc, 2011. — 452 c.

JJI-9 | bacako M.U. Jlenonpon3BoACTBO (IOKYMEHTAIIHOHHOE yiI 2012 10
obecnieuerne ympaeinerus Ha ocHoBe [OCT P 6.30-
2003): YuebHoe nmocodue / Muxann MiBanoBu4 bacakos.
— 7-e u3 1., mepepad. u gom. — Mocksa: lamkos u K, 2012.
—348 c.

JUI- | Jlapur, M. B. Hadopmannonnoe oGecnedeHne VII 2019 https://znanium.com/
10 yIpasiieHus : yae6Hoe mocobue / M. B. Jlapus. - 2-¢ uzg. catalog/product/1087
- Mockaa : Poc. roc. rymanuTapu. yH-T, 2019. - 281c. 562
JJI- OpraHu3allMOHHOE IPOCKTUPOBAHUE: PEOPTaHHU3aIHS, VII 2021 https://znanium.com/
11 PEMH)XHHHUPHHT, TapMOHHU3a1ys : yueOHoe nocobue / C.A. catalog/product/1216
Jlouan, J.M. Ansbutep, ®@.3. Cemenona, J1.C. IlerpocsH 467
; mox pexn. H.C. Ilerpocsana. — Mocksa : UHOPA-M,

2021. — 196 c.

JJI- PomanoB, JI. A. [TIlpaBga 00  3JIEKTPOHHOM Hp. 2018 https://znanium.com/
12 nokymerroobopore / Pomanos JI.A., Wmeuna T.H., catalog/product/9831
JlormroBa A.YO., - 2-e u3x., (311.) - Mocksa :JIMK Ilpecc, 92

2018. - 222 c.

JJ1- Ps6os, B.b. I'ymanuTapHast TEXHOJIOT U p. 2011 https://znanium.com/
13 OpPraHU3alMOHHOTO MPOCKTHPOBAaHHS W  Pa3BUTHUSA catalog/product/1059
MoHorpadus / B.B. Psbos. - Mockea : HWHCcTHTYT 504

ncuxonorun PAH, 2011. - 224 c.

JJI- Cenuenko, II. B. JlokyMeHTanuoHHOEe obecreueHne VII 2018 https://znanium.com/
14 YIpaBICHYECKUX pelIeHui : ydeOHoe mocobue / I1. B. catalog/product/1846
Cenuenko, 0. I1. Exnakos, B. E. Kupuenko. - Tomck : 201
ToMCKUI TrOCYHAapCTBEHHBIM  YHMBEPCUTET  CUCTEM

ynpaBJIeHus U paguodnekTporuky, 2018. - 180 c.

JJ1- DJIEKTPOHHBIA  JOKYMEHTOO0OpOT |  obecreueHue VII 2019 https://znanium.com/
15 6e30macHOCTH cTaHmapTHeIME cpenctBamu WINDOWS : catalog/product/1001
yueOHoe rmocobue / JI.M. EBnokumosa, B.B. KopsiOkuH, 864

A H. ITeutekun, O.I'. IlIBeukoBa. - Mocksa : KYPC, 2019.
-296 c.
JUI- | KoHuenuus pa3BUTHS 3JIEKTPOHHOTO JOKYMEHT0000poTa Jp. 2020 CIIC «KoHCynbTaHT
16 B XO3AHCTBEHHOW JeATENbHOCTH (YTB. peIICHHEM ILUTIOC»
npesuauyma  [IpaBUTENBCTBEHHOM ~ KOMHUCCHUM IO
1 poBoMy Pa3BUTHIO, HCIIONIb30BAHHIO
HHOOPMAIMOHHBIX ~ TEXHOJOTHH ISl YIydIICHHST
KauecTBa KU3HH u YCIIOBHi BEJICHUSI
NpeNNPUHIMATENILCKOH  EATEIBHOCTH, TNPOTOKOJ OT
25.12.2020 N 34)
JJI- O0 yrBepxknmenun IlepedHs THUNOBBIX apXHBHBIX Hp. 2021 CIIC «KoHCcynpTaHT
17 JOKYMEHTOB, 00pa3yIOIIUXCs B HAyYHO-TEXHUYECKOW M TUTIOCY»
NPOU3BOACTBEHHON  JIESITENLHOCTH  OpraHM3alud, ¢
yKa3aHHeM CPOKOB XpaHeHUs: mpuka3 Pocapxusa PO ot
28.12.2021 Ne 142
JJI- OO0 yrBepkneHun I[lepedHsi THUIOBBIX YIPABIEHUECKHX Hp. 2019 CIIC «KoHcynbTaHT
18 apXWBHBIX JOKYMEHTOB, 00pa3ymomuxcsi B Ipolecce TLUTIOC»
JIEATENFHOCTH  TOCYJapCTBEHHBIX OPraHOB, OPraHOB
MECTHOTO CaMOYITPABIICHHUSI M OPTaHM3AaIHH, C YKa3aHUEM
CPOKOB XpaHeHus: mpukas Pocapxusa PO or 20.12.2019
Ne 236
JUI- | Meromuueckue  peKOMEHZAUMM IO  pa3paboTke Jp. 2018 CIIC «KoHCynbTaHT
19 (denepaTbHBIMU  OpraHaMH TOCYIApPCTBEHHON BIACTH TLUTIOC»
MPUMEPHBIX HOMEHKJIATYp Ml Ul TEPPUTOPHATBHBIX
OPraHoOB M TO/IBEIOMCTBCHHBIX OpTaHH3AINi
JJI- MeToanyeckue  peKOMEeHmanmuu 1o pabore ¢ Hp. 2018 CIIC «KoHCyapTaHT
20 JOKYMEHTaMH IO JUYHOMY COCTaBY B FOCYIApCTBEHHBIX TUTIOCY»

U MYHHULUINANbHBIX apXHWBaX, apXuBax OpraHu3aluil
(DenepansHOe apxuBHOe areHTcTBo, BHUMJIAJL, 2018

T.)
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https://znanium.com/catalog/product/1216467
https://znanium.com/catalog/product/1216467
https://znanium.com/catalog/product/1216467

JJI- I'oCT P 7.0.8-2013. HaunoHasipHBIA  cTaHAApT Hp. 2013 CIIC «KoHcynbTaHT
21 Poccuiickoit ®enmepanmu. CucremMa CTaHIApTOB IIO TUTIOC»
nHpOpMannH, OMOIMOTEIHOMY M H3IATCIBCKOMY IEITy.
Jlenonpou3BoACTBO M apXUBHOE JEN0. TepMUHBI U
ompenenenuss  (yrB. IIpmkaszom Poccrammapra ot
17.10.2013 Ne 1185-c1)

JJI- I'OCT P 7.0.97-2016. HamumoHampHBIH CTaHAAPT Hp. 2016 CIIC «KoncynpTaHT
22 Poccuiickoit ®enepanmu. Cucrema CTaHZAPTOB IO TUTFOC»
uHpOpMaNUHU, OUOIMOTEYHOMY U HM3IATCIBLCKOMY JCITY.
OpraHu3aluOHHO-PACTIOPSIUTENILHAS  JOKYMCHTAITHS.
TpeboBanuss K O(QOPMICHUIO JIOKYMEHTOB  (YTB.
[pukaszom Poccranmapra ot 08.12.2016 Ne 2004-cT) (pen.
ot 14.05.2018)

B) Pecypcel cetu «HTEpHEeT:

OdurnmaneHelii  MHTEPHET-TIOPTAT  apXuBHOM orpaciu  «ApxuBbel Poccum». — URL:
htpp://www.rusarchives.ru

Odurmanesiii cant BHUMIA L. — URL: http://www.vniidad.ru.

OdunmaneHpiii  caT CcoOOIIECTBA aKaJAEMUYECKUX apXUBHUCTOB «ApxuBbl Poccuiickoit
Axanemun Hayk». — URL: htpp://www.arran.ru

DeKTpOoHHAs SHIMKIIONEAUs AenonpousBoactea. — URL: htpp://www.edou.ru

Odurmanehbiii cait I'Y PK «Harmonanbasiil apxus PK» — URL: http://na.rkomi.ru/

Caiit xommanuu «Koncynprant rmocy — URL: http://www.consultant.ru

Hayunast snextponnas oubdmmorexa — URL: http://www.e-library.ru

Poccuiickas HarmonaneHas oubnoreka (PHB) — URL: http://www.nlr.ru.

Poccuiickas rocynapcreennas oudimoreka (PI'b) — URL: http://www.rsl.ru

10. IEPEYHb HH®OPMAIIUOHHBIX TEXHOJIOT M, UCTTIOJIb3YEMBIX ITPU
INPOBEJIEHHUMU ITPAKTUKHA

VYueOHas u HayuyHas Jureparypa foctynHa B cucremax ObC «3nanuym» u ObC VITYVY.
KommbloTepHble AeMOHCTpalMy 3ajad NpakTHKH, cBOOOJHBIN J0CTyI B ceTh VHTepHeT, Hanudue
KOMIIBIOTEPHBIX MPOrpamMm o011iero HazHaueHus (cemeiictea Windows).

[Ipy moAroToBKE OTYETA O MPOXOXKIEHUN MPAKTUKHU, KaK MIPABUIIO, UCIIOIb3YIOTCS:

— nakeT opucHbIX porpamMm Microsoft Office: Microsoft Word, nmporpamma juis co3ganus 1
npoBeneHus npesentauni «Microsoft PowerPoint»;

— cripaBouHO-TIpaBoBas cucteMa «KoncynbsrantlImocy.

JucranuuonHas opma KOHCYIIbTAIUN BO BPEMsI TPOXOKICHUS OT/AEIbHBIX 3TAlloB IPAaKTUKU
npeycMOTpeHa /it o0ydaromuxcst Becex Gpopm 00ydeHusl.

11. MATEPUAJIBHO-TEXHUYECKAS BA3A, HEOBXOJIUMAS J1JIA
IMPOBEJEHUSA TPAKTUKHU

[IpakTuka MpOBOAMTCS B TOCYIAPCTBEHHBIX OpraHax (QeaepajbHOro, PEerHOHaIbHOTO H
MYHHMLMIAIGHOTO YPOBHEH; B YAacTHBIX KOMIIAHHMS U TOCYJApCTBEHHBIX YUPEXKICHHUSX; B
opranuzauusx Bcex (hopM COOCTBEHHOCTH, OCYLIECTBIISIOLINX CBOIO AEATENILHOCT BO BCeX cepax 1
OTpacIIsX.

B neprion npakTtuku 00ydYaronMiAics MOXKET OBITh 3aUMCIIEH Ha BaKaHTHYIO JOJDKHOCTh MPH
YCJIOBHH, YTO paboTa He MPOTHUBOPEUUT TPEOOBAHUSIM IPOrPAMMBI TPAKTHKH.

3auncrieHne 00y4JaroIerocsi Ha BAKaHTHYIO JIOJDKHOCTB HE OCBOOOK/IAET €ro OT BHITTOJTHEHHUS
[pOrpaMMbl MIPAKTHKH B ITOJTHOM 00BEME.

JU1s IpOoX0KIeHNs IPAKTHUKH, KaK MPABUIIO, UCTIOIb3YIOTCS:

1. BBoHas JieKk1Ms: KOMIbIoTep, ocHameHHbIi [10 obmiero Ha3HaueHus, Mpe3eHTalnoHHas
TEXHUKA (IPOEKTOP).
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2. UnnuBuayanbsHOE 3a/1aHKe / TpakTHyeckas padbora: komisiotep ¢ I10 obmero HazHadeHUS
M BBIXOJOM B CeTb VIHTEpHET, NpPOW3BOACTBEHHBI YYacTOK, OCHAIICHHBIH HEOOXOIMMBIM
000pY/IOBaHKEM C YIETOM CHEIU(DUKY TIPEATIPUATHSI K OpTraHU3aIiK, MHPOPMAITHOHHO-TEXHIUECKHE
pecypchl IpepusTUst — 0a3bl IPAKTHKH.

3. O3HakOMJIEHME C CUCTEMaMM JIOKYMEHTAllMM, IPUHATBIMM B OpraHu3alud U
OCOOCHHOCTSIMHU BEJICHUS JIEIONIPON3BOICTBA.

4. Jlns mpoBeNEHUS ~ 3alIMTHl  OTYETa  HCIOJB3YIOTCS  OOLICYHHUBEPCUTETCKHE
MYJIbTUMEIUIHBIE Y TUTOPUH.

12.@OHT OHEHOYHBIX CPEJCTB

@DoH/1 OLIEHOUHBIX CPEJICTB sl IPOBEAECHUS IIPOMEKYTOYHON aTTECTAlMK 00y4YaroIHXCs 110
npakTHKe npezacrasieH B [Ipunoxxennn Ne 1.
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[Tpunoxxenue 1

MMUHOBPHAYKH POCCHUU

denepanbHOE rOCyIapCTBEHHOE OI0PKETHOE
0o0pa3oBaTelbHOE YUpEeXkKJACHHUE BhICIIEro 00pa3oBaHus

«YXTHHCKHMH roCyAapCTBEHHBIN TeXHUYECKUI YHHBEPCUTET»
(YI'TY)

DaxynpTeT 5KOHOMUKH, YIIPaBJIeHUS U NHPOPMAITMOHHBIX TEXHOIOTHMA

Kadenpa nokymentoBeaeHus, uctopuu u pusocouu

®OH/I OIIEHOYHBLIX CPEJICTB

MPOU3BOICTBEHHASI (IPEJJUIIJIOMHAS)

Hanpasnenue noarorosku: 46.03.02 JlokymeHTOBeIeHUE U apXUBOBECHNE

[Ipoduns noaroroBku: JJoOKyMEHTAIITMOHHOE 00ECTICUEHNE YIIPABICHUS

I'ox Hayana moarorosku 2024
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1.IlepedyeHb KOMIIETEHIMI M 3Tanbl UX (POPMHUPOBAHUS

Ko n nanmenoBanue

Orarbel GopMUPOBaAHUS
KoMIeTeHImH (cemectp/

JeckpunTopHBIE XapaKTEPHUCTUKN KOMITCTCHIINH

KOMITETEHITNH (OCHOBHBIE TIPHU3HAKH)
pasjen/TeMa TUCIUILIHHEI)
OIIK-3 Cemectp 9 3name:
Cnocoben npuMmensts | [I0ATOTOBUTENBHBIH, TEOPETHKO-METOM0JOTMIECKUE OCHOBBI
TEOPETHUYECKHE 3HAHUS | OCHOBHOW, JIOKYMEHTOBEJICHUS U apXUBOBEICHUS

JUTSL peIICHUS
[IOCTaBJICHHBIX 3a7a4 B
obnactu
JOKYMEHTOBEICHUS U
apXUBOBEICHUS

3aKJII0YUTEIbHBIN TaIbl

Ymemn:

MPUMEHSTh TCOPETUUCCKUEC 3HAHUS IS PEIICHUS
MTOCTABJICHHBIX 3a71a9 B 00JIACTH JOKYMEHTOBEICHUS U
ApXUBOBEICHUS

Bnaoemy:

HaBBIKAMHU IPUMEHEHUS TEOPETHICCKIE 3HAHWS [TPH
pemeHnH 3a1a4 TOKyMEHTallMOHHOTO 00eCTIeYeHNS
YIpaBJICHUS ¥ apXUBHOTO JIeJIa B OPTaHU3aIHN

IIK-2

Cnocoben
OpraHu30BaTh
JOKYMEHTHUPOBaHUE

JCATCIIBHOCTH B

OpraHu3anuu

Cemectp 9
IloAroToBHUTENBHEINH,
OCHOBHOM, 3aKJIIOYNTEIbHBII
STaIllbl

3namuv:

OCHOBHBIE TpeOOBaHHMS K JICNONPOM3BOACTBY U
JIOKYMEHTOO0OPOTY B OpraHU3alllu;

OCHOBHBIC IPUHIMIBI, 337a4d JAEIONPOU3BOJCTBA U
JIOKyMEHTaI[IOHHOTO 00eCIIeYeHus! YIIPaBIICHUS;
TEOPHIO, TPHUHIMIBI M  METOAbl  YIPABJICHHS;
KOHILIETITyaJIbHBIE OCHOBBI OPTaHU3alNH JESITEILHOCTH
HOZpa3ieNICHHS o JOKyMEHTAI[HOHHOMY
00€eCIICUeHNIO YIIPaBICHYECKOH AEATEIHHOCTH;
OCHOBHBIC TMOJIOKCHHS EIMHOH TOCYAapCTBEHHOH
CHCTEMBI JIETIOIPON3BO/ICTBA;
opraHmzanuio  paboTel ¢
NPEANPUSTHH.

OpraHHU3aIUIo KOHTPOJIS 3a COCTOSIHUEM
JIOKYMEHTAI[HIOHHOTO O00ECIIeYCHUs YNpaBiCHUS U 3a
COCTOSTHUEM AapXWBHOTO XpaHEHHs JOKYMEHTOB B
OpraHH3aIH;
yIpaBleHUEe H
OpTaHM3aIIX;
apXMBHBIC JTOKYMEHTBI, B TOM YHCJIE JOKYMEHTHI IO
JMYHOMY COCTaBY;

Ymems:

OPTaHU30BBIBATH PA0OTY CITy>KObI JOKyMEHTAILIMOHHOTO
oOecrieueHns1 yNpaBICHUS] W APXWBHOTO XpaHEHHs
JIOKyMEHTOB;

MPUMEHSTh COBpEMEHHbIe TpeboBaHus K ciyxoe JJOY
W apXMBHOMY XPaHEHHIO JJOKyMEHTOB, B TOM YHCIIE B
HErocyJapCTBEHHBIX OpraHU3alHsIX;
aHaJIM3MPOBATh  CYIIECTBYIOILEE
obecrieueHne ynpasieHus,
WCTIONIb30BaTh MPUHIMIIBI PYKOBOACTBA M OpPTaHN3alMN
paboTHl KoOIUIeKTHBAa B cdepe MpodecCHOHATBHON
JIeSITeIIbHOCTH;
paspabaTbIBaTh
JIOKYMEHTBI;
NPUMEHSITh TEXHUYECKHE M IPOrpaMMHbIE CPECTBA
yIpaBieHusl B Ipo(ecCHOHaIbHOM NeSTeIbHOCTH;
OmpeneNnaTh HEoOXOIMMOCTh OCHAIleHHs pabodero
MecTa CHelnraIicTa JeJ0NpOU3BOICTBA

Brademu:

CHOCOOHOCTBIO  OPTaHW30BBIBATE  PabOTy  CITY>KOBI
JIOKyMEHTAI[HOHHOT'O OOEeCleueHHs YIpaBlICHHS U
APXHMBHOTO XpaHEHHsI JOKYMEHTOB;

TEXHOJIOTHSIMHA ~ JIOKYMEHTALMOHHOTO  O0OecreueHus
YIIpaBJICHUS U apXUBHOTO JieJ1a Ha 0a3e UCIIOIb30BaHMs
CPEACTB  aBTOMATH3aLMK, CPEJACTBAMH  CO3JIaHMS
KOMIUIEKCHBIX 3JIEKTPOHHBIX JOKYMEHTOB;

JAOKYMCHTaMU Ha

BCICHUC APXHUBHOT'O Jciia B

nH}popMalnOHHOE

OpraHn3aliMOHHO-METOJUICCKHUC
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NpaBWJIaMU OKCIUIyaTallid TEXHHYECKUX CPEICTB M
CIOCOOHOCTBIO NCTIONIB30BATh TEXHUUECKHUE CPENICTBA B
JOKyMEHTAI[HOHHOM OOECIICUCHUN YIIPaBICHUA U
APXHMBHOM JIEIE.

I1K-3

CrmocobHOCTB
OpraHU30BaTh
JOKYMEHTOO0OpOT B
OpraHu3aIyu

Cemectp 9
IloaroToBUTEIBLHEIN,
OCHOBHOM, 3aKJTIOYNTEIHLHBII
JTaIlbI

3namuv:

MPUHIUIEI CO3MAHUS JIOKAIFHOW HOPMATHBHOM 0a3bl
JOKYMEHTAIIHOHHOT'O 00ECIICUSHNUS YIIPaBICHUS;
APXUBBI JIEKTPOHHBIX JOKYMEHTOB;

obecrieueHHe  TEKYIIEro XpaHEHUS JTOKYMEHTOB,
MOATOTOBKA JIeJ JUI NIepe/ladd Ha apXHUBHOE XpaHEHUE;
BBHINIOJTHEHHE OIEpaluil MO Cco3/laHHI0 M 00paboTke
JIOKyMEHTOB;

CHCTEMBI JJIEKTPOHHOTO JJOKyMEHTO000pOTa;

Ymems:

dopMHUpPOBaTH W XpPaHUTh Jejla, YYUTBIBATH U
OCYILECTBIIATD IIepeiady JOKYMEHTOB B COOTBETCTBUH
C HOPMaTUBHBIMH TPEOOBAHHUSIMH;

HPOBEPSTH MPABHIBHOCTE O(OPMIICHHS TOKYMCHTOB;
CHCTEMATH3UPOBaTh U XPaHHUTh JOKYMEHTHI TEKYIIEro
apXuBa;

Braoemu:

OIIBITOM JOKYMCHTUPOBAaHUA U OpFaHI/I?;aL[I/IOHHOI\/II
00paboTKM TOKYMEHTOB KaHLENISIPUH (apXUBa);
OIIBITOM JIOKyMEHTAI[HOHHOTO obecrieueHus
JIeSITeIbHOCTH OpraHU3allny;

HaBBIKaMH 0(OPMIICHHS JOKYMEHTOB, JCJIOBBIX Oymar,
3aIpOCOB, B TOM UYHCIE B DOJICKTPOHHOM BHIE,
COXpaHEHHs MX B COOTBETCTBHU C YCTAHOBICHHBIMH
TpeOOBAHUSIMH.

I1K-4

Cnocoben
OCYIIECTBISATh PabOThHI
0 MPOSKTHPOBAHUIO,

BHEJIPEHUIO u
Pa3BUTHIO CHUCTEMBI
AIIEKTPOHHOTO
JIOKyMEHTO000pOTa

Cemectp 9
IToaroToBUTEIBLHEIN,
OCHOBHOM, 3aKJTIOYNTEILHBII
STaIlbl

3nams:

MPUHIUIIBI, METOB K HOPMBI OPTraHN3aIMN, XPaHEHHS,
KOMIUIEKTOBaHHMS, y4eTa M HCIIOJIb30BAaHMS APXUBHBIX
JOKYMEHTOB, AJOKYMCHTOB JIMYHOT'O MNPOHUCXOKIACHUSA
OpTraHU3aIHOHHYIO, pacropsIuTeIbHYIO,
HHPOPMALNOHHO-CIIPAaBOYHYIO JIOKYMEHTAIHIO,
JOKYMEHTAIHIO KOJUICTUAJIBHBIX OPraHOB, JOKYMCEHTDBI
10 JTUYHOMY COCTaBY;

KOMIBIOTEpHAs nporpaMma (mporpammHOe
obecrieueHne,  cucTemMa),  KOTOpas  IIO3BOJISIET
OpraHu30BaTh paboTy ¢ AIEKTPOHHBIMU JOKYMEHTaMH
(co3nanue, N3MEHEHHE, TIOUCK), a  TaKxe
B3aUMOJICHICTBHE MEXAy COTpyJHHKaMH (Tepenady
JIOKyMEHTOB, BbIJIauy 3aJJaHui1, OTIIPABKY YBEIOMICHUN
U T.II;

OpraHu3oBaTh pabOTHl 110 MEPEBOAY B 3JICKTPOHHBIN
BU/JI JIOKYMEHTOB U JIOKYMEHTUPOBaHHOM MH(OpMALIUH,
€037]aBacMOU B OpraHu3aluy;

Ymemn:
WCIIONIb30BaTh METOJIBI  OpraHu3anuyd  paboThl  TIO
MepeBoly B DJIGKTPOHHBIA BHUJI JOKYMEHTOB U

JIOKYMEHTHPOBaHHONH HMH(QOPMAIMH, CO31aBaeMOH B
OpraHu3aINy;

UCIIONIb30BaTh ~ TEXHUYECKHe  Buabl  paboT  mo
JIOKyMEHTAI[HOHHOMY OOECIICUCHUIO YIpaBIeHUS W
apXMBHOMY  Jely Ha  0a3e  HCIIOJIb30BaHMS
MHPOPMALMOHHBIX TEXHOJIOTHII;

MepeaaBaTh JOKyMEHTHI 110 TeJIEKOMMYHHUKAI[HOHHBIM
KaHaJaM CBSI3H (C HCIIOJIB30BAHNUEM CPEJICTB
Kpunrorpaduaeckoi 3amuTsl HHGOPMAUN 1
CHeNHaNTbHBIX IIPOTPaMM ONEPaTOPOB) U HOIYyJaTh
00paTHYIO CBA3b O CTaTyce MePegaHHOro JOKyMEHTA;
Brademu:
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ONMBITOM CO3J@aHHs JOKYMCHTOB B OpraHU3allWH,
ucnonp3ytonieit  COJI, B  mensAX  TOBBIINICHUS
3¢ PEKTHBHOCTH HCTIONB30BaHUS Co/, c
HCTIONB30BaHUEM MIa0JIOHOB OJAHKOB JOKYMEHTOB M
1a0JIOHOB TOKYMEHTOB;

HaBBIKAMH aHAJN3a EHCTBYIOMIEH CHCTEMBI PaOOTHI C
JIOKYMEHTaMH B KOMIIAHUH;

IK-5 Cemectp 9 3namuv:
Cnoco6HOCTh [ToaroroBuTENBHBIN, CIPaBOYHO-TIOMCKOBBIE ~ CPEJCTBA M CHPABOYHO-
OCYIIECTBIISITh OCHOBHOM, 3aKIJIIOUYUTEbHBIA | MHGOPMAIMOHHBIE U3JaHHUS O COCTaBE U COACPIKAHUH
nHpopMannoHHO- STaIbl JIOKYMEHTOB.
CIpaBOYHYI0 paboTy c OCHOBBI CO3J]aHUSI CIPABOYHO-TIOUCKOBBIX CPEJICTB K
JOKyMEHTaMH JOKyMEHTaM  TeKyIIero  JeJOoNpOW3BOJACTBA U
OpraHu3ayu ApXMBHBIM JJOKyMEHTaM;
BUIBI CIIPAaBOYHO-TIOUCKOBBIX CPEICTB K apXHBHBIM
JOKYMEHTaM U NIPUHLIUIIB UX CO3IaHMS;
OCHOBHBIC MPHUHIMIIBI OPTaHU3ALUH TEXHHYECKOTO,
NPOrPpaMMHOTO  MH(OPMALMOHHOTO  OOeCHeYeHHs
3AIMUIICHHBIX HHPOPMALMOHHBIX CHCTEM.
NPUHIMIBI OPraHU3aLUH 3aMIUTHl HTHHOPMALIUHL;
Ymems:
OPHEHTHPOBAThCSI B  MHOrOOOpa3uHM  CIIPaBOYHBIX
CPEACTB K apXWBHBIM JOKyMEHTaM U IIPUMEHSTh
NPUHLUIBL  CO3[aHUsl  apXWUBHBIX  CHPABOYHUKOB,
aHAJIM3MPOBATH TOJIHOTY U JIOCTOBEPHOCTH CIPABOYHO-
MOMCKOBBIX ~CPEICTB K JOKYMEHTaM, CO3IaBaTh
CIIPABOYHO-TIONCKOBBIE ~ CPEICTBA K  apXHBHBIM
JOKYMEHTaM
MHDOPMALIMOHHOW  KYJNBTYpOH, aHaIU3UPOBATH H
OLCHUBATh  HMHQOPMAIMIO €  HCHOJB30BAaHUEM
UH(POPMALMOHHO-KOMMYHHKAIOHHBIX TEXHOJIOTHHL.
Braoemu:
OCHOBHBIMH npueMamu cbopa, 00paboTkn
nHpOpMaLNY;
NPUHLIMIIAMH M METOJaMH CO3[aHHsS CIPaBOYHO-
MOUCKOBBIX ~ CPEACTB K JOKyMEHTaM TeKYIIero
JITIONPOU3BOJICTBA W apXMBHBIM JIOKYMEHTaM B
NPAKTUYECKON JIeSTeIbHOCTH,;
[IK-6 Cemectp 9 3namuv:
CnocoGHOCTD [ToAroTOBUTENBHBIH, TPHHLHIIBI OpraHu3aLuH paboTEI CITYXOBI
OCYLIECTBIIATD OCHOBHOM, 3aKJIFOYUTEIBbHBI | JOKYMEHTALIMOHHOTO OOCCIICUeHUs] YIPAaBICHHA U

KOHTPOIb Mpouecca U
CPOKOB  HCHOJIHEHUS
JIOKYMEHTOB B
opraHu3anuu

OTallbl

apXUBHOTO XPAHEHHs JOKYMEHTOB.
OpraHU3aIHIo KOHTPOJIS COCTOSIHUS
JIOKYMEHTAI[MOHHOTO O0ECle4YeHus] yIpaBlIeHUS W
COCTOSIHUSL apXMBHOI'O XPaHEHUs JOKYMEHTOB B
opraHusalnuy;

HOPAJIOK OIIpEEIICHUS CPOKOB HCIIOJIHEHUS
JIOKYMEHTOB B OPIaHU3ALINH;

CUCTEMBI KOHTPOJISI IOPYUECHUH;

IIPOLIECC KOHTPOJIA 32 UCIIOJHEHUEM JOKYMEHTOB;
KOHTPOJIb CPOKOB HCIOJIHEHUS JIOKyMEHTOB
(mopy4enuii)

BejieHHe (OCHOBHBIE JTallbl) KOHTPOJSL HMCHOJHEHMS
JIOKYMEHTOB;

Ymems:

OCYLIECTBJIATh IIOCTAHOBKY Ha KOHTPOJIb, CHSTHE C
KOHTPOJISI JOKyMEHTOB U IOPYYEHUI PYKOBOJCTBA,
OCYLIECTBJIATb ~ KOHTPOJIb ~ 3TAllOB  BBINOJIHEHHUS
pemieHwi WM omepanui, 3aUKCHPOBAHHBIX B
JIOKyMEHTax;

OCYLIECTBJIAT MOHUTOPUHI XOJa HCIOJHEHUS U
cTaryca JOKyMEHTa B Iporecce pabOThl C HHM B
OpraHu3aIuy;
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Bnaoemo:

METOJaM{ OpPraHM3alid KOHTPOJIS 3a COCTOSHHEM
apXHMBHOTO XPaHEHHsI JOKYMEHTOB;

METOJaMH M WHCTPYMEHTAMH  KOHTPOJIS
HCIIOJTHEHHEM CPOKOB XpaHEHHS JIOKYMEHTOB;
HaBbIKaMU (OPMUPOBAHUSI U YIPABJICHHS apXUBOM C
MCIIOJIb30BAaHUEM COBPEMEHHBIX TEXHOJIOTHIA.

3a

IIK-7

Cnocoben
OpraHu30BaTh
XpaHeHHe JOKYMEHTOB
B OpraHm3alid |
mepemady el Ha
apXUBHOE XpaHEHHE

Cemectp 9
[ToaroroBuTENBHBIN,

OCHOBHOM, 3aKJIIOYNTEIbHBII

9Tallbl

Buame:

OCHOBHBIC TpcOOBaHMS K OpraHW3aldd apXHBOB
Pa3IMYHBIX THIIOB U BUJIOB;

MpaBUja JOKYMCHTUPOBAHHUS, paOOTHI C TOKYMCHTAMH,
OpraHU3aIlK UX XPAaHCHUS, KOMIUICKTOBAHUS, YIeTa U
HCIIO/IL30BaHMSI;
MPOBEICHUE 3KCIICPTU3BI
JIEIIOTIPOU3BOICTBE;
odopmIIeHHE JIeT;
nepeaady Aei B apXUB OpraHU3alny;

Ymemn:

NPUMEHATh ~ HAaBBIKM  COCTaBJICHHS  JIOKAJBHHBIX
HOPMATHUBHBIX aKTOB [UIA OpTaHU3aIlMH apXHBOB
Pa3IMYHBIX THIIOB M BUIOB.

MPOU3BOUTH OTOOP JOKYMEHTOB JIJIsl IIEPEIavu B ApXUB
OpTraHU3aI|K U IJISI BBIICTICHUS K YHUUTOKCHHIO,
Bnaoemo:

HABBIKAMHU CO3JaHHsI apPXHUBOB PAa3IMYHBIX THUIOB M
BHJIOB.

TEXHOJIOTHEH O0pabOTKM JOKYMEHTOB C IIETBI0 HX
COXPaHHOCTH U TIepeIaud Ha XpaHCHHE;

OpraHu3aIied XpaHCHWs, Y4eTa, KOMIUICKTOBAHHA,
AKCIEPTHU3BI LIEHHOCTH, CIPaBOYHO-TIOMCKOBBIX
CPEICTB U MCIIOJIF30BAHMS APXUBHBIX JTOKYMEHTOB;

HCHHOCTU JOKYMCHTOB B

2. IlacnopTt (poHA OLECHOYHBIX CPEICTB

Konrponupyemsie
JTUJaKTHYeCKUe
€IMHUIIBI (pa3/iensl,
TEMBI) TUCIUIUTHHBI

Kon

€e 4acTH)

KOHTPOJUPYEMOU
KOMITETCHIINH (UITH

HanmenoBanue

DopMa KOHTPOJIS
OIIEHOYHOI'O CPE/CTBA

1 [ToaroToBUTENbHBIMH,

OCHOBHOW,

3aKJIIOYUTEIIBHBIN DTAIIbI

6; I1K-7;

OIIK-3; TIK-2;
3; I[IK-4; TIK-5;

K-
IK-

Otuer IIpumepHble BOIPOCHl AJIs
3aLUTBI OTYETA.

3adeT ¢ OLEHKOH

3. [loxazarenu u KPUTECPHUH OCHUBAHUSA KOMHeTeHHI/Iﬁ, ONMUCAHHEC KA ONCHUBAHUA

Paszgensr (3Tam)

KoMmnerennuu

Copeprxanue paszena (Iramna)

TToaroroBuTenbHBIN

OIIK-3; TIK-2; TIK-3;
I1K-4; TIK-5; TIK-6;
TIK-7;

1) Vyuactre B yCTAaHOBOYHOM COOpaHUU II0 TPAKTHKE;

2) Onpenenenue 6a3bl MPAKTUKH;

4) CocraBieHne KaJleHIapHOTO TUIaHa TPaKTHKH,

5) ITomy4eHre HHCTPYKTAXKA [10 TEXHUKE OE30MACHOCTH U
TpaBWJIaxX BHYTPEHHETO TPYOBOTO PaCTIOPSIKA,;

6) N3y4yenne ynpaBiaeHYECKON CTPYKTYPBI OpPTaHU3AIHH;

7) CocraBieHHe CXeM, OTPaXKAIOIIIX POU3BOACTBEHHYIO U
OPTraHU3AIMOHHYIO CTPYKTYPY OpTaHU3AIH;

9) AHaTM3IOKaIbHON HOPMATUBHO-METOAWYECKON 0a30it
YIPaBJICHYECKOH JeSITEIPHOCTH OPTaHU3aIHH.

OcHOBHOM

OIIK-3; TIK-2; TIK-3;
I1K-4; IIK-5; T1IK-6;
TIK-7;

1 ) H3Yy4YCHUC OCHOBHBIX CUCTEM JAOKYMCEHTaluu,

oOpasyromuecss B JICATCIBHOCTH OpPraHW3alldd, BUIBI
JIOKYMEHTOB, BXOJISIIIIUX B 3TH CUCTEMBI;
2) opraHu3aus MAIIMHOMKUCHOTO HU3TOTOBJIEHUS,

KOIIMPOBAHUS M OTNEPATUBHOTO Pa3MHOXKECHHS JTOKYMEHTOB;
pa3paboTKka U MPOEKTUPOBAHUE OJAHKOB TOKYMEHTOB;
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3) uzyueHue Tabens U anbOoMa yHU(PHIUPOBAHHBIX (OPM
JOKyMEHTOB OpPTraHM3alllM, BHECEHHE B HUX W3MEHEHHUH (IO
HEOOOXOMMOCTH);

4) wu3ydeHWe XOAa WCIIONHEHHS JOKYMEHTOB, KOHTPOJSI
MIPOXOXKICHUS, O(QOPMIICHHS M WCIIOJHEHUS TOKyMEHTOB B
YCTAaHOBJICHHBIH CpOK; OOOOIIEHNE CBENSHWH O Xoie M
pe3ysibTaTax MCIOJIHEHHS JOKYMEHTOB, CHCTEMAaTHYECKOe
nH(OpPMHUpPOBaHHE PYKOBOJICTBA I10 TUM BOIPOCAM;

5) [IpoBenenue uccaea0BaHus COTIACHO 3aaHUIO

MIPAKTUKH.
3aKII0YNTEIbHBIHI OIIK-3; T1K-2; I1K-3; 1) IloaroroBka OTYETHOM MJOKyMEHTallUd IO MTOTam
I1K-4; TIK-5; TIK-6; TIPaKTUKH;
MK-7, 2) IlomyueHue OT3bIBa pPYKOBOJAUTEISI NPAaKTUKU OT
OpraHu3ally;

3) CocraBnenne u oQopMmieHHE OT4eTa O NpPaKTUKE,
OKOHYATEJIFHOE 3aII0JTHEHNUE THEBHUKA,

4) Cnoaga oTdera I10 IpaKkTUKE Ha Kadenpy;

5) 3ammra oTYeTa IO MPAKTHUKE

ChopmupoBaHHOCT KaXJOH KOMIIETEHLIMH B paMKaxX MPOXOXKICHUS MPAKTHKU
OLICHMBAETCS IO ILIKaJe:

— MIOPOTOBBIM YPOBEHbB SABIISETCS 00S13aTENIBHBIM /JIsl BCeX 00YUaIOLUXCs 10 3aBEPUICHUH
OCBOCHMS TIPAKTUKH;

— MOBBIIICHHBINH YPOBEHb XapaKTePU3yeTCs MPEBHIIIICHNEM MUHIUMAIIbHBIX XapaKTEPUCTUK
c(hOpMUPOBAHHOCTHU KOMIIETCHITUH 110 3aBEPILICHUH IMPOBEIACHUS TPAKTUKH.

MaxkcuManbHO BO3MOKHOM BBIPaKEHHOCTHIO KOMIIETEHIIMM M Ba)KHBIM KaueCTBEHHBIM
OPUEHTHPOM JJISI CAMOCOBEPIICHCTBOBAHUS MOXKET SIBJISITHCS PEBOCXOIHBIN YPOBEHbD.

Kon [Tokazarenu IlIxana oueHrBaHuA Kpurepun onienuBanust
KOMIICTCHIIHU c(hOpMUPOBAHHOCTH
OIIK-3 3nams: IToporoBeiii  ypoBeHb | 3Hamb:
TEOPETHKO- (o0s13aTeTHHBII) o0IHe  TEOPETHKO-METOJOJIOTHYCCKIE
METOJIOJIOTHYECKHE OCHOBBI OCHOBBI JIOKYMEHTOBEICHUS u
JIOKYMEHTOBEICHUS u ApPXUBOBEJICHHUSI
apXHUBOBEICHUS IloBblIEHHBIN 3namu:
YpOBEHb (0 | TEOPETUKO-METOAO0JIOTHIECKIE OCHOBBI
OTHOIICHUIO K | JOKYMEHTOBEJECHUS M apXUBOBEICHUS
TIOPOTOBOMY YPOBHIO)
Ymems: IloporoBelii  ypoBeHb | Ymems:
MIPUMEHATh TeopeTHdeckue | (00s3aTeNbHBI) MPUMEHATh  OCHOBBI ~ TCOPETHYECKUX
3HaHUS  JIs  PCIICHHS 3HAaHUW JUIS PEHICHHUS IOCTaBICHHBIX
MOCTABJICHHBIX  3agady B 3amad B 00JAaCTH JAOKYMEHTOBEICHUS H
obmactu ApXUBOBEICHUS
JOKYMECHTOBEICHHS U | TToBBIIIEHHBIH Yuemo:
apXUBOBEICHUS YpOBEHB (0 | IPUMEHATh TEOPETHUYECCKUE 3HAHWS IS
OTHOILIEHUIO K | pelleHHs MOCTAaBICHHBIX 33724 B 001aCTH
TIOPOTOBOMY YPOBHIO) | IOKYMEHTOBEACHHS U apXUBOBEIACHHUS
Bnademy: IToporoBerii  ypoBeHb | Bradems:
HAaBbIKAMHU npuMeHeHHs | (00s3aTeTbHbIHN) HaBbIKaMU IPUMEHEHMS OCHOB
TEOPETUIECKUE 3HAHUS TIPU TEOPETUYECKUX 3HAHUW TpPU PEIIeHUH
peteHnu 3a/1a4y 3a/1a4 JOKyMEHTAI[MOHHOTO 00eCTIeYeHUS
JIOKYMEHTaITMOHHOTO YIpaBIIEHUS] U ApXUBHOTO JieNia
obecrieueHust ynpaBieHust U | [oBbIICHHBIN Bnaodemn:
APXHUBHOTO Jena B | ypPOBEHb (Mo | HaBBIKAMU TIPUMEHEHHS TEOPETUIECCKUE
OopraHu3anuu OTHOLIEHUIO K | 3HaHUsA npu peleHnn 3amaq
ITOPOTOBOMY YPOBHIO) | JOKYMEHTAIIHOHHOTO obOecrnieueHHs
VOpaBICHUS ¥ apXUBHOTO Jeja B
OpTraHU3aIIH
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[K-2

3namo:

OCHOBHBIE TpeOOBaHHS K
JIeTIONIPOU3BOJICTBY u
JOKYMEHTO000POTY B
OpraHH3aIiH;

OCHOBHBIE MPUHIIUIIBI,
3a7a4d  JICNIONMPOHU3BOICTBA
u JIOKYMEHTAI[HOHHOTO

obecrieueH s ypaBIeHHs;

TEOPHIO,  HPUHLUIBI |
METOJIBI yIIpaBJICHUSL;
KOHLIENTyaJbHbIE  OCHOBEI
OpraHU3alUH AeSTeIbHOCTH
MOJIpa3/ieIeHNS o
JOKyMEHTAI[HOHHOMY
obecreueHHIo
YIPaBJIEHYECKON
JeATEeLHOCTH;

OCHOBHBIE TIOJI0XKEHHS
€IMHON TrOCYyJapCTBEHHOM
CHUCTEMBI
JIeTIONIPON3BO/ICTBA;
opraHuzanuio paboTel C
JOKYMCHTaMH1 Ha
TIPEATIPUATHH.

OpraHrU3anulo KOHTPOJIA 3a
COCTOAHHUEM
JAOKYMCHTAITUOHHOT'O
obecrneueHus YIpaBJICHUA U
3a COCTOSHHUCM apPXHUBHOI'O
XpaHCHUA JOKYMEHTOB B

OopraHu3anuy;

yIpaBJICHUE U  BEJEHUE
apXHUBHOTO zena B
OpraHU3aIX;

APXUBHBIC JOKYMCHTBLI, B
TOM YHCJIC IOKYMCEHTBI 11O
JIMYHOMY COCTaBY;

IToporoserit
YpPOBEHb
(o0s3aTenpHBIN)

3namu:

BUZBL, (YHKIUHM IOKyMEHTOB, IIpaBHIIa
MX COCTaBJICHHUS M 0POPMIICHHUS;
CHCTEMBl  JTOKYMCHTAallUH, OCHOBHBIC
TpeOOBaHUS K o opMIICHHIO
YIIPaBICHIECKUX (opraHM3aIMOHHO-
PpacHopsIINTENBHBIX) JOKyMEHTOB;
npaBUia JEJIOBOIO JTHKETa M JIEIOBOTO
OOIIEHUST;

npodecCHOHANBHYI0 TEPMHHOJIOTHIO U
MPaBOBBIE OCHOBBI JICJIONPOU3BOICTBA;
HOPMaTHBHO-METOJJMYECKUE MaTepHabl
0 IOKYMEHTHPOBAHUIO YIIPABICHUECKON
JIESITENbHOCTH;

obecrieucHme (YHKIMOHUPOBAHUS
CHCTEMBI YNpPAaBICHUS IOKYMECHTAMH B
opraHm3an Ha 0Oa3e  HOBeHIMX
TEXHOJIOTHH;

[loBbiIeHHBIH
YpOBEHS (TI0
OTHOIIICHHUIO K
IIOPOTOBOMY YPOBHIO)

Ymemn:
0QOPMIIITh TOKYMEHTHI B COOTBETCTBHUH

¢ TpeOOBaHHMSMHU  TrOCYJapCTBEHHBIX
CTaH/apTOB;

COCTaBJISATh JIOKYMEHTBI c
HCIOJIb30BAHUEM SI3bIKOBBIX BAPUAHTOB B
3aBUCUMOCTH oT Ha3HAYCHUSA
COZEPIKaHUA U BUAA JOKYMEHTa;
pa3pabaTbIBaTh JIOKaJIbHBIE

HOpPMATUBHBIC AaAKTbl W HOPMATHUBHO-
MCTOANYCCKHUC NOKYMCHTBI (HOJ'IO)KGHI/IX,

WHCTPYKOMH W Jp.) 1O BEACHHIO
JIETIONPON3BOJICTBA;

OpraHU30BBIBATh paboty
JIEJIOTIPON3BOACTBEHHBIX CITYKO;
COBEPUICHCTBOBATH TCXHOJIOTUH
JOKYMEHTAIMOHHOT'O obecneueHus

yhopaBieHus Ha 0a3e HCIOJIb30BAHUA
CpPE/ICTB aBTOMATH3alINH;

OpraHu30BaTh  TEKyllee  XpaHCHHE
JOKYMEHTOB B OpraHU3alllH JIIOOBIX
OpraHU3alOHHO-TIPaBOBBIX (OpPM;
OpraHu3oBaTh 00pabOTKy Jmem i
HOCIEYIONIEr0 XPaHeH!UsI JOKYMEHTOB;

YmMmers:
OpraHMU30BbIBATH
CITYXKObI
JOKYMCHTAITUOHHOT'O
oOecrieueHHst yIpaBiIeHUs 1
APXUBHOT'O XpaHCHUA
JIOKYMEHTOB;

OPUMEHATh  COBPEMEHHBIE
TpeboBaHus K ciyxoe 10Y
U apXUBHOMY XPaHCHHIO
JIOKYMEHTOB, B TOM YHCIIC B
HEroCyIapCTBEHHBIX
OpraHu3aLusix;
aHaJIM3UPOBAThH
CyIIecTBYIOLIEe
nHGOPMALNOHHOE
obecrieueHNe ypaBIeHIS,
HCIIOJIB30BATh TMPUHIIUATIBI
PYKOBOJICTBA u

pabory

[ToporoBelil ypoBeHb
(00s3aTeNbHBIN)

Ymemn:
0hOPMIISTh JOKYMEHTHI B COOTBETCTBUH

¢ TpeOOBaHHMSMH  TrOCYJapCTBEHHBIX
CTaH/apTOB;

COCTaBJISITh JIOKYMEHTBI c
HCIOJIb30BaHUEM SI3bIKOBBIX BAPUAHTOB B
3aBUCUMOCTHU oT Ha3HAYCHUS
COJEP>KAHUA U BUAA JOKYMEHTA;
paspabaTbIBaTh JIOKAJIbHBIE

HOpMATUBHBIC aKTbl W HOPMATUBHO-
METOANYCCKHUE NOKYMCHTDBI (HOJ'IO)KGHI/IH,

WHCTPYKIMH W Jp.) 1O BEAEHHIO
JIEJIONPOU3BOCTBA;

OpTraHN30BBIBATh paboty
JIEJIOTIPON3BOACTBEHHBIX CITYKO;
COBEPUICHCTBOBATH TCXHOJIOTHH
JIOKyMEHTaI[HOHHOTO obecnieueHHs

yopaBlieHus: Ha 0a3e WCIOIb30BAHMS
CpeJICTB aBTOMATH3AIINH;
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OpraHu3aIyu
KOJUIEKTUBA B
po¢eCCHOHATBHO
JesATeIEHOCTH;
pa3pabaTbIBaTh
OpraHU3aLIOHHO-
METOJMYECKHE TOKYMEHTBI;
NIPUMEHATh TEXHUYECKUE U
NpOrpaMMHBIE cpeacTBa
yIIpaBJICHUs B
poheCCHOHATBHOM
JIeATEeILHOCTH;

OTIpEeNeTsTh
HEOOXOIMMOCTb OCHAIIIEHUS
pabodero MecTa
CIIeLHAICTA
JeJIONPOU3BOJICTBA

paboTsl
chepe

OpraHu3oBaTh  TEKyllee  XpaHEHHE
JOKYMEHTOB B OpraHU3allMM JIIOOBIX
OpraHU3aLHOHHO-TIPaBOBEIX (OpPM;

OpraHm3oBaTh 00pabOTKy gmem  [uid
HOCIICAYIONIEr0 XpaHeHUs JOKYMEHTOB;

IloBbieHHBII
YpOBeHSb (110
OTHOIIICHHUIO K
IOPOrOBOMY YPOBHIO)

Ymems:

OCYIIIECTBIISATH OpraHU3alOHHOE
oOecrieuenne IEATENLHOCTH
PYKOBOAUTEISI OpPTaHU3ALUH;
OPHEHTHPOBATh OCHOBHBIE ITAIIBI PA0OTHI
C JOKyMEHTaMH B COOTBETCTBUH C
NpaBUJIaMH;
OpraHU30BBIBATH
JIOKyMEHTOB;
COCTABIIATH IIPOEKTHI PACTIOPSIAUTEIBHBIX
(mpmkassl, pacTiopsDKeHHS) u
CIPaBOYHBIX JOKYMEHTOB (CITy>KeOHBIE
NHCbMA,  CIPAaBKW,  JOKIagHBIE W
CITy>KeOHBIC 3aITUCKH)

CO37aBaTh JOKYMEHT JIOOBIM CIIOCOOOM
JOKYMEHTUPOBaHUA, B TOM YUCJIC KUHO-,
¢doro-, HoHO-, BUACO- U IICKTPOHHBIC

APpXMBHOC XpaHCHUC

JIOKYMEHTBI;

CaMOCTOSITENIBHO BECTH TEOPETHYESCKHE
pa3paboTku B o0actu
JIOKYMEHTOBE/ICHUS U apXUBOBE/ICHHS;
HCCIe0BaTh uHpopManoHHOE
B3aUMOJICHICTBUE  TOApa3JelicHu, a
TaK)KE€ OpraHu3alMii pasHbIX YpOBHEU
yIpaBICHUS;

OMEPUPOBATH OCHOBHBIMH TMOHSATHIMHU
JOKYMCHTaIMOHHOT'O 06CCHC'~ICHI/I$1
yIIpaBJICHNUS;

dbopMupoBaTh CHpPaBOYHBINA  ammapar,
obecrieunBaomii  OBICTPBI  MOUCK
JIOKyMEHTOB;

YHUPUIIIPOBATH TEKCTHI JOKYMEHTOB;
BHEJIPATh yHHU(UIMpOBaHHEIE (QOpPMBI

JAOKYMCHTOB;
MNPUMCEHATH APXUBOBCAUCCKUEC HOPMBI Ha
CTaIuun JAOKYMCHTAIMOHHOT'O

obecrneueHus YIpaBJ€HUA, B apXuBax

OpraHmsaiyii, B TrOCYJapCTBEHHBIX U
MYHUIUIAJIbHBIX apXHBaXx;
TIOJIb30BATHCS YHU(DHULIUPOBAHHBIMU
(opmMamMu JOKyMEHTOB;

aHAJIM3MPOBATh TOPSAOK IOATOTOBKU
JIOKYMEHTOB U JIe] K C/laue Ha apXHBHOE
XpaHEeHHE;

TpeOOBaHUS K OpPraHU3aLMH KaJpOBOTO
JIeTIONPON3BOJICTBA u
JIOKYMEHTHPOBaHHUIO TPYIOBBIX

OTHOIIEHUH, XPaHEHHUIO JOKYMEHTOB II0
JMYHOMY COCTaBY;

IIPUHITUTIBI CO3a1aHuA JIOKAJIbHOM
HOpMaTI/IBHOI\/’I 0asnl JOKYMEHTATMOHHOT'O
obecrieueHns yrpaBiIcHUS;

APXMUBHBIE JOKYMCHTBI, B TOM YHCIIC
JJIOKYMCHTHI 110 IMYHOMY COCTaBY,
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Braoems:
CrocOOHOCTBIO
OpraHU30BHIBATH
CITYKOBI
JTOKYMEHTAIIMOHHOTO
obecrieyeH s ynpaBiIeHUI U
apXUBHOTO XpaHEeHUS
JIOKYMEHTOB;
TEXHOJIOTUSIMU
JOKYMEHTAI[MOHHOTO
obecrieueH s ypaBIeHUs U
apXuBHOTrO Jena Ha 0Oaze
HCIIONB30BaHUS CpencTs
aBTOMAaTHU3aLlHH,
cpencTBaMu
KOMIUIEKCHBIX
3JIEKTPOHHBIX JOKYMEHTOB;
NpaBWIAMH  IKCILTyaTallUU
TEXHHYECKHX CPEICTB H
CHOCOOHOCTBIO
HCIIONB30BaTh TEXHUYCCKHE
cpencTea B
JOKYMCHTAallTUOHHOM
oOecrieueHny yIpaBJIeHHs 1
apXUBHOM JieJIe.

paboty

CO3JIaHUs

IToporosslil ypoBeHb
(o0s3aTenbHBIN)

Bradems:

TEXHOJIOTUSIMU NPUMCHEHHS
TEXHUYECKHX CpencTB B
npo(ecCHOHANLHON NIeATeNBHOCTH TIPH
pabote ¢ TOKyMEHTaMH YHU(PHUIHPOBATH
U IPOEKTHPOBATH (OPMBI JOKYMEHTOB;
OOLIMM MpPEACTABICHUEM O NPHHIHUIAX,
MeTolax M TOpsIKe  IPOLEIypbl
MOATOTOBKHY JIOKYMEHTOB H JIeJI K c1a4e B
apXMB M COCTABJICHUSI ONUCEH;

[ToBbIlIeHHBIN
YpPOBEHB (110
OTHOUICHHUIO K
IIOPOrOBOMY YPOBHIO)

Bnaoemo:

CITIOCOOHOCTEIO OCYIIECTRIIATH Ha
MPaKTHKE npaBuia paboThI c
JIOKYMEHTaMH, B TOM YHCJIE APXUBHBIMH;
HABBIKAMH TIOJTOTOBKH JOKYMCHTOB H
JIeTT K Tiepeiade B apXWuB M COCTaBIICHHS
OITHCEH;

METOJMKON 3aIUTEl WHOOPMAIHH TIPH

pabote C KOH(UICHIATHHBIMH
JIOKyMEHTaMH

TEXHOJIOTHSIMH ~ CO37[aHUsA, O00OpPabOTKH,
XpaHCHHUS u YHUYTOXKEHHSI

KOH(HICHIIMATBHBIX JOKYMCHTOB;

IK-3

3namo: IloporoBelii ypoBeHb | 3nHamb:
TTPUHIUIIBL co3laHud | (oOs3aTeIHHBIHN) yHH(PHUIHPOBAHHEIC CHCTEMBI
JIOKAIIbHOM  HOPMATHBHOM JIOKYMECHTAIINH, KIIacCH(UKATOPHI
Gasbl NOKYMCHTALOHHOTO TEXHHKO-3KOHOMUYECKON M COLHATbHON
obecrieueHns ypaBJIeHHS; .
apXUBBI JIEKTPOHHBIX unpopmari;
JIOKYMEHTOB; CIOCOOBI " cpencTBa
oOecricueHHEe  TEKYIIETO MIOKYMCHTUPOBAHMS;
XpaHeHHs JIOKYMEHTOB, OCHOBHbBIE TPHUHIIATIBL
MOJrOTOBKAa A€l Juis JIeNIONPOU3BOJICTBA;
Iepeadin  Ha  apXMBHOC OCHOBHBIE TpeOoBaHUs K
XpaHCHHT, . JIeTOPOU3BOACTBY u
BBINIOJTHEHHNE ONEpanuil 1o .
COMIAHMIO W OGPaGOTKe v JIOKYMEHTOOOOPOTY B OPTaHU3AIINH;
JIOKYMEHTOB; [ToBbImeHHBIH 3namu:
CHUCTEMBI 3NEKTPOHHOTO | YPOBEHB (o COBpEMCHHBIE TpeOOBaHUSA K CITy)KOe
JIOKYMEHT0000POTa; OTHOILIEHHUIO K JAOY u  apxuBHOMY  XpaHEHMIO
MIOPOTOBOMY YPOBHIO) | IOKYMEHTOB B  HETrOCYJapCTBEHHBIX
OpTaHM3aIIX;
OCHOBHBIC HAaNpaBICHUS W  METOIbI
COBEPLIEHCTBOBAHMUS paboTs!
JIOKYMEHTAI[HOHHOT'0 00eCIIeYeHUs;
3aKOHOJaTeIbCTBO B obacTu
JIeNIONPOU3BOJICTBA;
OpraHHu3aIUo XpaHeHHUs, yuera,
KOMIUIEKTOBaHHS, CIpPaBOYHO-
MIOMCKOBBIE CPEACTBA M HCIHOJIb30BaHUE
JIOKYMEHTOB ApXUBHOTO ¢donna
Poccuiickoit ®@enepanuu U apXUBHBIX
JIOKYMEHTOB.
obecrieueHne  TEKyLIETO  XpaHEHUs
JIOKYMEHTOB, TOJATOTOBKAa 1€’  JuIs
nepeiauu Ha apXHUBHOE XPAaHEHHUE,;
apXMBBI DJICKTPOHHBIX JOKYMEHTOB;
BBITIOJIHEHHE ONepaluil M0 CO3AaHHI0 U
00paboTKe JOKYMEHTOB;
CHCTEMBI AIIEKTPOHHOT'O
JIOKyMEHTO000pOTa,
Ymemns: IToporoBeiii ypoBeHb | Ymems:

(o0s13aTeBHBII)
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(dopMHpOBaTE M XpaHUTb

Iena, YYUTHIBATD u
OCYIIECTBISITH  Ilepenavy
JTOKYMEHTOB B
COOTBETCTBHH c
HOPMaTHUBHBIMH
TpeOOBAHUAMY;

NIPOBEPSITH  NPaBHIBHOCTD
odopMIIeHHs TOKYMEHTOB;
CUCTEeMaTH3UPOBATh u
XPaHUTb JIOKYMEHTEI

TCKYILIETO apXuBa,

OpPHEHTHPOBATHCS B N3MEHEHHSX
TpeOoBaHuUi JOKYMEHTAIIHOHHOTO
obecrieueHns yIpaBICHIS,

OCYILIECTBIIAITh paboty o

YIIOPSAA0YCHUIO TOKYMEHTOB;
MPUHAMATH, PETUCTPHPOBATD, YUUTHIBATH
MOCTYMAIOIINE JOKYMEHTBI;

MPOBEPSITh MPABWILHOCT O(OPMIICHUS
JIOKYMEHTOB;

BECTH KapTOTEKy YydeTa IpPOX0XKACHUS
JIOKYMEHTaJIbHBIX MaTepualioB;

[ToBbImIEHHBIN
ypOBeHb (110
OTHOILICHHIO K
IIOPOTOBOMY YPOBHIO)

VYmems:
OCYILIECTBIISITH COOpP, 00pabOTKY 1 aHATN3
uHbOpPMAlMK B COOTBETCTBHH  C

TpeOOBaHMSAIMH  KpPAaTKOCTH, HYETKOCTH
(hOpMyITHPOBOK, CBOEBPEMEHHOCTH
MOCTYIICHNS, TOYHOCTH "
JIOCTOBEPHOCTH, ONTHMAJIHOCTH

CHCTEMAaTH3al1H1, HENPEPBIBHOCTH cOOpa
1 00paboTKHN HHPOPMALINH;

paboratb c nHpopmanuei,
IpPEeOCTaBIATh €¢ B yIOOHOM and
BOCIIPUSATHUS BHIC;

OCYLIECTBIISITH NMUCBMEHHYIO U YCTHYIO
KOMMYHHUKAIIMIO Ha TOCYAapCTBEHHOM
S3BIKE;

(dopMHpOBaTH CIPAaBOYHBIA  ammapar,
obOecrieunBarOmuii  OBICTPBIA  ITOWCK
JIOKYMEHTOB;
OCYIIECTBIATh AKCIEPTH3Y JOKYMEHTOB,
TOTOBHTh u nepeaaBaTh
JIOKYMCHTAJIbHBIC MaTepHaIbl Ha
XpaHCHUE B apXUB;
Braoemy: IToporoBelii ypoBeHb | Biadems:
OTIBITOM (o0Os13aTeIIBHBI) MPUHIUIIAMH, METOJAaMH W HOpPMaMH
JOKYMEHTHUPOBaHHUS u OpraHu3aIHH, XpaHCHUS,
OpraHU3aIMOHHON KOMILUICKTOBAHUS, yueTa u
00paboTKH JIOKYMEHTOB HCIIOJIb30BAHUSI APXUBHBIX JOKYMCHTOB,
KaHIEISIPUHN (apXUBa); JTOKYMEHTOB JIMIHOTO MTPOUCXOKIACHUS;
OTIBITOM OTIBITOM JIOKYMEHTHPOBAHHUS u
JOKYMEHTAITHOHHOTO OpTraHU3aIMOHHON 00paboTkn
oOecrieueHns OeITeTbHOCTH JTOKYMEHTOB KaHIIEISIPUH (apXHBa);
OpraHu3anuiy; TToBEIIEHHBIH Bnaoemo:
HABBIKAMH otbopmIIeHUs | ypoBeHb (110 METOAaMHU ONITUMU3AIHA
JIOKYMEHTOB, JICIIOBBIX | OTHOILEHHIO K JTOKYMEHTOIIOTOKOB OCHOBaMU
Oymar, 3ampocoB, B TOM | [IOPOrOBOMY YPOBHIO) | 00ecCreueHus: COXPAHHOCTH JIOKYMEHTOB
YKCJIC B 3JICKTPOHHOM BHUJIE, HABBIKAMH TMPUMCHEHHS COBPEMEHHBIX
COXPaHCHHSI ux B HH(POPMALMOHHBIX TEXHOJIOTHH, B TOM
COOTBETCTBUU c qucie HH(POPMAIHOHHO-
YCTaHOBJICHHBIMH TEIIEKOMMYHHUKAIIHOHHYIO CeTh
TpeOOBAHUSMH. WuatepHer mns pa3pabOTKH TEKYIIHX H
MEPCICKTHBHBIX TUTAaHOB paboThI
OpTraHU3aIH;
HaBBIKAMU  BEJCHHS JIOKyMCHTAIIUH,
CITy>keOHOI MEPETUCKU B COOTBETCTBHH C
YCTaHOBIICHHBIMH TpeOOBaHUAMU
3aKOHOJIATELCTBA u IpyTHe
HOpPMATHBHBIC MPaBOBBIE AKTBI
Poccuiickoit denepanun.
I1K-4 3nams. IToporoBerit 3namo:
MPHUHIUIBL,  METOABl U YPOBCHB TpeOOBaHMUs K OpraHu3aIHH
HOPMBI opranmsanuu, | (00s13aTeNbHBII) AJIEKTPOHHOT'O JOKYMEHT0000pOTa;
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XpaHcHus,
KOMIUICKTOBaHUA, Y4Y€Ta H

CHUCTEMY 3JICKTPOHHOW 00pabOTKU BceX
JIOKYMEHTOB 1 00MEHa MEK/1y BHEIIHUMHU

UCTIONIB30BAHMUSA  ApXHBHBIX MOTy4YaTensIMA (cTpyKTYpHBIMH
JOKyMEHTOB, JOKyMEHTOB MOZpa3IeIeHUAMHI WIH JIpYTUMHA
JMYHOTO  TIPOMCXOXKICHUS KOMITaHHSIMH);

OpraHU3aIOHHYIO, mpaBuia  OOMEHa  JOKyMEHTaMH B
PpacIopsIIUTENbHYIO, JICKTPOHHOM BHZE NpPH OpraHU3aluN
nHpopMannoHHO- nH(OpPMaLMOHHOTO B3aUMOICHCTBYS;
CIPaBOYHYIO [ToBbIIeHHBIH 3namo.

JIOKyMEHTAIIHIO, ypOBeHb (110 nepenaqy, CHCTEMaTH3aLUIO u
JIOKYMEHTAIIIO0 OTHOIIEHHUIO K obOpaborky  ¢aizioB B cucreme
KOJUIETHANILHEIX ~ OPTaHOB, | HIOPOTOBOMY YPOBHIO) | 3JIEKTPOHHOMH 00paboOTKH;

JOKYMEHTBl 110 JINYHOMY COCTaBJEHUE, COIJIACOBaHUE, IIPHEM,
COCTaBY; nepeniady M OTIIPaBKY JOKYMEHTOB;
KOMITBIOTEpHAs] NpOTrpaMma npaBiIa JIENONPON3BOJICTBA
(mporpaMmHOE MH()OpPMAMOHHBIX CHCTEM
obecrieueHue, cHCTEMa), uHTerpupoBanHbile ¢ COJ[ B memax
KOTOpast TI03BOJISIET peanuzanuu GbyHKIMN orbopa
OpraHuzoBaTth paboTy cC JIOKyMEHTOB BPEMEHHBIX M IIOCTOSIHHOTO
ANIEKTPOHHBIMHU CPOKOB XpaHEHHs Ui Tepefadd Ha
JOKYMCHTaM1 (CO3Z[3HI/IG, XpaHCHUEC B apXWB U BBIACICHUA K
U3MEHEHHUE, IOUCK), a TAKKE YHUUTOXKECHUIO  JIOKYMEHTOB,  CPOKHU
B3auMO/IciicTBUE MEXKIY XpaHeHHs] KOTOPBIX HCTEKIIH.
COTpyIHHMKaMHu (mepenady

JOKyMEHTOB, BBIJAYY

3a7aHuH, OTIPaBKy

YBEIOMJICHHH H T.I1;

OpraHu3oBaTh pPabOTHI 110

NIEpeBOAY B AIEKTPOHHBIA

BUJL JOKyMEHTOB u

JIOKYMEHTUPOBAHHOM

HH(pOPMALIUH, CO3/1aBacMOi

B OpraHu3aIuu,

Ymems: IToporoBelii ypoBeHb | Ymems:

HCIIOIb30BATh MeTonbl | (00s3aTeNnbHbIN) HCIIO/Ib30BATh uH(popManMoOHHbIE
opraHuzaiuu  paboThl 10 CHCTEMBI, oOOecleunBaloIe padbory c
nepeBoay B SHeKTpOHHbe/'I OTACIbHBIMH KOMIIJICKCaAMU JOKYMEHTOB,
BUJL JIOKyMEHTOB u OPTaHU30BBIBAThH JIBM)KEHHE JOKYMEHTOB
JOKyMEHTHPOBAHHOH W JIOCTYH K JOKYMEHTaM B YCJIOBHAX
nH}opmanuy, co3gaBaeMon 3JIEKTPOHHOTO ~ JTOKYyMEHTO00OpoTa B
B OpraHW3allNy; COOTBETCTBUM  C  pacHpeselieHHeM
UCTIONIB30BATh TEXHUYECKHE JIOKyMEHTOB ~ Ha  JOKYMEHTOIIOTOKH,
BHUJIbI pabot 10 HAMEIOIINE OJIMHAKOBBIN MapupyT
JIOKyMEHTallUOHHOMY (MapmpyTH3anus JIOKYMEHTOB) u
o0ecrieueHHI0  yrpaBJieHUs! 0c0o0eHHOCTH 00pabOTKU JIOKYMEHTOB C
1 apXUBHOMY ey Ha 0aze npumeHernem CO/I;

HCIIOJIb30BaHUA HCIIOJIB30BATh CUCTCMBI
I/IHq)OpMaHI/IOHHI)IX MEXBCIOMCTBCHHOI'O QJICKTPOHHOI'O
TEXHOJIOTHIA; nmokymeHToobopota (MBJ10);
IepenaBarb JOKYMEHTBI 110 | [ToBBIICHHBIN Ymems:

TEJIEKOMMYHHKAIIHOHHBIM ypOBEHb (110 NPUMEHSATh B XOJ€ MpPaKkTHKH U

KaHaJIaM CBSI3H (c
UCIIONIb30BAaHUEM  CPEJICTB
KpHITorpaduieckoi
3am|Tel  MHQOpMAIMH U
CHeUUaTIbHBIX  MPOrpamMm
OmepaTopoB) M TIOIy4YaTh
00paTHYIO CBSI3b O CTaTyce
TMIepeIaHHOTO JIOKYMEHTa;

OTHOIIIEHHIO K
ITOPOTOBOMY YPOBHIO)

HAIMCAHWHU OTYETa HABBIKH COCTABIICHHUS
JIOKATbHBIX HOPMATHUBHBIX aKTOB JIJIS
OpTraHU3AIIH APXHUBOB PA3IUIHBIX TUIIOB
U BHJIOB.

Braoemw:
OIIBITOM co3aHus
JIOKYMEHTOB B

IToporoBslil ypoBeHb
(00Os13aTeTHHBIIN)

Brnaoemn:
HaBBIKAMU C03/1aBaTh apXHUB
AIEKTPOHHBIX JIOKYMEHTOB 51
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OpraHU3aIH,
ucnonp3ytomedn  COJl, B
LEeIsX MOBBILICHUSI
3¢ PEKTHBHOCTH

ucnois3oBanus  COJl, ¢

HCIIOJIB30BaHNEM I1a0JIOHOB
OMaHKOB  JTOKYMEHTOB U
1a0JIOHOB JTOKYMEHTOB;
HaBBIKAMU aHanmsa
JeicTByIoEel CHUCTEMBI
paboTBl ¢ JOKYMCHTaMHU B
KOMIIaHHH;

OpraHn3oBaThb YHUYTOKCHHUEC
OJICKTPOHHBIX apXMWBHBIX TOKYMCHTOB,

[loBbIIeHHBIN
YpOBeHSb (110
OTHOIIEHHIO K
IIOPOTOBOMY YPOBHIO)

Brademu:

OpTaHU3aIs u ¢uHAHCOBOE
obecnieucHme paboTocmocoGHOCTH
CPEICTB JIEKTPOHHOM MOAIMCH, a TAKXKe
CpencTB IPOBEPKH 3NIEKTPOHHOM
HOANKMCH Ha TPOTSDKEHHHM BCEro CpoKa
XpaHEeHHs JOKYMEHTOB;

HcTounuk: https://delo-
press.ru/journals/documents/sovremenno
e-deloproizvodstvo/59210-vybor-i-
podgotovka-k-vnedreniyu-sistemy-
elektronnogo-dokumentooborota/

JIroboe  WCTMONB30BaHHE  MaTepHaloB
JIOITyCKAeTCsl TOJABKO TMpH  HATMYUHU
TUIIEPCCHUIKH.
IK-5 3namo: IloporoBelil ypoBeHb | 3nHamb:
CIPaBOYHO-TIOUCKOBBIE (obOs3aTENBHBIN) OpraHU3aIHIo XpaHeHNH, y4eTa,
CpPeICTBA M CIPABOYHO- KOMILUIEKTOBaHUS, CIPaBOYHO-
nH(popMaLMOHHbIE W3AaHUS MIOUCKOBBIE CPEJICTBA M HCIOJIb30BaHHUE
0 CcoCTaBe U COJAEp’KaHUU JIOKYMEHTOB ApXUBHOTO ¢donna
JIOKYMEHTOB. Poccuiickoit denepaund U apXUBHBIX
OCHOBBI CO3/1aHUs JIOKYMEHTOB,
CIPaBOYHO-TIOUCKOBBIX COBPEMEHHOE 000pyAOBaHHE U IPUOOPEI
CpPEeICTB K  JOKyMEHTaM B 00lacTM  JOKyMEHTOBEICHUS U
TEKYILEro apXUBOBEICHNUS;
JENONIPOU3BOACTBA U HanpaBJICHUSA pa3BUTHSA
apXMUBHBIM JOKyMEHTaM; MH()OPMAaMOHHBIX
BHIBI CIIPaBOYHO- (TeneKOMMYHHUKAIMOHHBIX) TEXHOJIOTHIT;
MIOUCKOBBIX  CPEACTB K METOBI MIPOTHO3UPOBAHUS
apXWBHBIM JIOKYMEHTaM | 3¢ EKTHBHOCTH (bYHKIMOHUPOBAHUS
MIPUHIUIIBI UX CO3/IaHUS; MHPOPMALMOHHBIX CUCTEM;
OCHOBHBIE NPUHIUIEL | [TOBBIICHHBIHN 3namo:
OpTraHU3aIIH YPOBEHB (110 TEOpETHYECKHE OCHOBBI
TEXHUYECKOTO, OTHOIIICHHUIO K JIOKYMEHTOBE/ICHUS, apXUBOBEICHHUS;
IIPOTPaMMHOTO HOPOTOBOMY YPOBHIO) | COBPEMEHHBIE KOMIBIOTEPHBIE
HHPOPMALIMOHHOTO TEXHOJIOTHH, TIPHMEHseMble Ipu coope,

obecrieueHus 3allMIIeHHBIX
WHPOPMALMOHHBIX CHCTEM.
MPUHIUIE  OpTraHU3aIud
3aIIUTH HHPOPMALINY;

XpaHeHHH, O0Opa0oTKe, aHamm3e U
nepegadye  wmHGopMammu B cdepe
JOKYMEHTAI[HOHHOTO obecnieyeHus
YIIPaBJICHUS U apXHUBHOTO JIelia;

CHCTEMBI 3NIEKTPOHHOTO
JIOKyMEHTO000pOTa (CO)

OpraHu3alMOHHO-TEXHUYECKOU

CHUCTEeMBI, OOECIEeYHBAOIIECH Mpolece
CO3JaHUs, YIpPaBJE€HUS JOCTYIOM U
pacripocTpaHeHus DIIEKTPOHHBIX

JIOKYMEHTOB B KOMITBIOTEPHBIX CETAX, a
TaKkxke 00ECICUUBAIOMINX KOHTPOIb HaJ
MOTOKaMH JOKYMEHTOB B OpraHU3alluy;
METOIUKY co3/1aHus CIIPaBOYHO-
MIOMCKOBBIX  CPEICTB K  apXUBHBIM
JIOKYMEHTaM;

OCHOBBI OPTaHU3AIIMOHHOTO U IIPABOBOTO
obecrieueHus nHGOPMAIMOHHON
0e30I1acCHOCTH;

MIPaBOBBIE OCHOBBI OPTaHU3AINH 3AITUTHI
TOCYIapCTBEHHOW TaiHBI W  CIYXKO
3aIUTH HHOOPMAIIMK HA TPEINPUSATHSX;
OpraHu3aIio paboThl M HOPMATHUBHBIX
MPaBOBBIX AaKTOB U CTaHAApPTOB IO
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JULECH3UPOBAHUIO  JICATENILHOCTH B
obacTi obecrieueHust 3aIUTEI
rOCYapCTBEHHOW TalHbI, TEXHUYECKOM
3aIIUTHI KOH(pMAEHIMAIBEHOH
nHPOpPMALINY;

CO3aHME W  BEICHHE  CIPABOYHO-
MOUCKOBBIX CPEACTB K IOKyMCHTaM B
nH(pOpPMaLMOHHO-JOKYMEHTAIIOHHOM
o0ecrieueHnH YIpaBJeHUS! W apXUBHOM

nene  (HOMEHKJIATypa  Jej, OIIUCH,
MyTEBOANTENH, 0030DPbI, KaTalory, 0a3bl
JIAaHHBIX);

Ymemn: IToporosslil ypoBeHb | Vuems:

OpPHEHTHPOBATHCS B | (0Os13aTebHBIN) MPUMEHS T nH(popMannOHHbIE

MHOT000pa3iH CIIPaBOYHBIX TEXHOJIOTHH B MPaKTHIECKOI

CPeOCTB K  apXUBHBIM JIESITeTTHHOCTH B obmacTa

JOKYMEHTaM W TPUMEHATH JIEIIOTIPON3BOICTBA;

TIPUHITUITEL CO3JIaHUSA 0pOpPMIIATH JOKYMCHTAITHIO B

ApXWBHBIX  CIIPABOYHHUKOB, COOTBETCTBUH C HOPMAaTHBHOW 0a30H, B

AHATU3UPOBATH TIONHOTY M T.4. c HCTIOTh30BaHUEM

JIOCTOBEPHOCTh CIIPaBOYHO- MH(OpPMaLMOHHBIX TEXHOJIOTH;

IIOUCKOBBIX  CPeACTB K | I1oBEIIICHHBIN Ymemu:

JOKyMEHTaM, CO3/1aBaTh | YpOBEHb (IO BBISIBIISITH TEHJICHLIUH pas3BUTHUS

CIPAaBOYHO-TIOUCKOBBIE OTHOILEHHIO K nH(pOpMaLMOHHO-TOKYMEHTALHOHHOTO

CpPeACTBA K  aApXUBHBEIM | IOPOTOBOMY YPOBHIO) | oOecreueHHs YNpaBJCHUS M apXHBHOTO

JOKYMEHTaM nena;

HHPOPMANOHHON OCBaMBaTh TEXHOJIOTHH

KYJIbTypOH, aHAJIM3HPOBATH aBTOMAaTH3UPOBAHHON 00paboTkn

U OLICHUBATH WH(POPMALHUIO JTIOKYMCHTAITHH;

c HCIIOJIb30BaHUEM CO3/1aBaTh YIPABICHUYECKUE JOKYMCHTHI

HHPOPMALNOHHO- c HCTIOJB30BaHUEM CpeACTB

KOMMYHUKaIIMOHHBIX aBTOMATH3AIUHY JCTIOMPON3BOJICTBA.

TEXHOJIOTHil. UCIIONIb30BaTh TEJIEKOMMYHHKAIIMOHHbBIE
TEXHOJIOTUH B JJIEKTPOHHOM
JIOKyMEHTO000pOTE;
palMoHaJIbHO UCIIOJIb30BaTh alllapaTHbIe
CpE/CTBA U MPOrPaMMHBIE TIPOAYKTHI IPU
nepexone K KOMITBIOTEPHBIM
TEXHOJIOTUSAM O0pabOTKH ITOKYMEHTHOM
HHPOPMALINY;
OCYIIIECTBIISATh ABTOMATH3AIIHIO
00pabOTKU JOKYMEHTOB;
MPUMEHATh HOPMATHUBHBIC IIPABOBEIC
aKThl W HOPMAaTHBHBIE METOJMYECKHUE
JMIOKYMEHTBI B 00jacTd obOecreueHus
nHpopManmoHHoO# 6e301acHOCTH.
pa3pabaThIBaTh IPOEKTHl HOPMATHBHBIX U
OpraHU3alIOHHO-PACTIOPSAUTEIbHBIX
JIOKYMEHTOB, periiaMeHTHPYIOIIUX
paboty 1o 3amuTe nHGOpManny;
IUIAHUPOBATh M IPOBOAUTH PabOTHI IO
OLIEHKE 3aIIMIIEHHOCTH
ABTOMATH3MPOBAHHBIX CUCTEM.
OLICHUBATb 3¢ PEeKTUBHOCTH
(YHKIIMOHUPOBAaHUST HMH(POPMAIMOHHBIX
CHCTEM.

Bnaoemy: IToporoBerit ypoBeHb | Biadems:

OCHOBHBIMH npueMamu | (00s3aTebHBIN) COBPEMEHHBIMH TEHICHIUSIMHU Pa3BUTHUS

cbopa, 0b6paboTku MHPOPMAIMOHHO - TOKYMEHTAIIHOHHOTO

nH(pOpMaINH; obecrieueHusl ynpaBiIeHUS U apXUBHOTO

ziena;
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IOPUHIUINAMUA ¥ METOAAMU
CO3JaHUs CIPaBOYHO-
MIONUCKOBBIX ~ CPEACTB K
JOKyMEHTaM TEKYIIEro
JETOTIPON3BOICTBA u
apXuUBHBIM JIOKYMEHTaM B
MIPaKTUUECKON

JeSITeIbHOCTH;

HaBLIKAMU
3aINATHI
CHCTEM.

IMOACUCTEM
OTIICPAITMOHHBIX

HACTPOUKHU
OCHOBHBIX

TloBBIICHHBIHM
YpOBeHSb (110
OTHOIIIEHHIO K

IIOPOTOBOMY YPOBHIO)

Braodemu:
NPUHIHMIAMHI 1 METOJaMH YIOPSAI0YCHHS
cocTaBa JOKYMEHTOB u
MH(POPMALMOHHBIX TIOKa3aTeleH;
NPaKTUYECKUMH HaBBIKAMU NPOBEICHHS
ayauTa Oe3omacHOCTH
aBTOMAaTHU3HUPOBAaHHBIX CUCTEM;
HaBbIKAMU aHaIN3a HH(OPMAIMOHHBIX
MIOTOKOB u nH(OpPMaLMOHHOTO
B3aUMO/ICHCTBUS B OpraHn3allty;
HaBbIKAMU aHalM3a TNOTpeOHOCTEH B
ONEPAaTUBHOM U PETPOCHEKTUBHOMI
nHGOPMALUH, ONPENIeICHHEM METOIOB H
CII0COOOB X YAOBJIIETBOPEHUS;
HaBBIKAMH DPabOTBI MO O00ECHECYCHHIO
COXPaHHOCTH JIOKyMEHTOB HAa pPa3HBIX
HOCHTEJIAX;

HaBbIKAMHU TIPOBEJICHUSI TECTHPOBAHUS
Ha POHUKHOBEHHE;

HaBBIKAMU OPraHM3alMd U 00eCHeYeHUs
peKHMa CEKpPETHOCTH;

HaBBIKAMHM  KOMIUIEKCHOTO  aHayn3a
MH(POPMALMOHHBIX CHCTEM u
ABTOMATU3MPOBAHHBIX  CHCTEM  Ha
COOTBETCTBHE YCTaHOBJICHHBIM
TpeOOBaHUSM;
TEXHOJIOTUSIMU
HHPOPMATMOHHON
CpeAcTBaMU

obOecrieucHus
0€e301IaCcHOCTH;
obecreyeHus
HHPOPMATMOHHOM 0€30MacCHOCTH;
CpeacTBaMu aHamn3a yrpo3
nHpopManmoHHO# 6e3011acHOCTH
HaBbIKaAMH BCACHUS 3JICKTPOHHOT'O
JIOKyMEHTO0000poTa U paboThl ¢ Oazamu
JAHHBIX U WHBIMH WH()OPMAIUOHHBIMU
CHCTEMaMH.
HaBBIKAMHU
MOJrOTOBKU u Hpe/ICTaBICHUS
JOKYMEHTAl[MH [0 I[UIAHUPOBAHUIO U
OTYETHOCTHU IACATCIIBHOCTU
CIEIUAINCTA, OPTraHN3alnd

I1K-6

3namv:

TIPUHIUIIBI OopraHmu3anuun
paboTs! CITYKOBI
JOKYMCHTAITMOHHOT'O
obecrieueHNs yIpaBIeHNS U
apXUBHOTO XpaHeHUs
JIOKyMEHTOB.
OpraHHU3aIHIIo
COCTOSIHUS
JOKYMEHTAI[HOHHOTO
oOecrieueHus yrpaBJIeHUs 1
COCTOSHUA APXHUBHOT'O
XpaHCHUA JOKYMCHTOB B
OpraHH3aIiy;
CHCTEMBI
NIOPY4EHUH;
mpolecc  KOHTpoid — 3a
UCIIOJTHEHUEM JIOKYMEHTOB;

KOHTPOJIsL

KOHTPOJIS

IToporoBslii ypOBEHb

(00s3aTeNbHBIN)

3namu:

STaIlbl KOHTPOJIA
JIOKyMEHTOB;
TUIIOBBIC
JIOKYMEHTOB;
BEJICHUE CPOKOBOTO
UCIIOJIHEHUS JOKYMCHTOB;
dbopMHpOBaHHE W UCIIOJNBE30BaHUE
MAacCHBa JAaHHBIX, HEOOXOIUMBIX IS
KOHTPOJISI;  OTPaXCHHWE  JaHHBIX O
KOHTpOJIE B PETUCTPAIIMOHHO-
KOHTPOJBHBIX KapTO4YKaX (IMEKTPOHHBIX
KapTouKax, eciu ucnonb3yercs COJI);
MOPSIIOK  PaboThl  HCIOJIHHUTENST  C
JIOKyMEHTaMH; OOOOIIEeHHEe W aHaIN3
JAHHBIX (0] pe3yiibTarax KOHTPOJIA
WCTIOJTHEHUS IOKYMEHTOB (TIOpyUYEHUH).

HCIIOJIHCHHUS
CpOKH HCIIOJTHCHHUSA

KOHTPOJIA

TToBBIIEHHBIH
YPOBEHb

(o

Buameo:
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KOHTPOIIb CPOKOB | OTHOILLIECHUIO K | OCHOBHBIE  JTambl  KOHTpoOJIi  3a
UCTIONTHEHUsI  JOKYMEHTOB | IOPOTOBOMY YPOBHIO) | HCIIOJTHEHHEM IOPYyUYCHHI;
(mopyueHwmit) HOpMAaTHBHBIC MIpaBOBBIC AKTHI
BelleHUE (OCHOBHBIC ATAIIBI) Poccwuiickoii Deneparum,
KOHTPOJIS UCTIOJTHEHUS YCTaHABIMBAIOIINE  TUIIOBBIE  CPOKH
JOKyMEHTOB; UCTIOJTHEHUSI IOKyMEHTOB;
MOPSIIOK UCTIOJTHEHUS METOJBl KOHTPOJIS 32 HCHOJHCHHEM
JIOKyMEHTOB B MOPYYCHHH;
OpraHH3aIiH; METOIBl  KOHTPOJSI IO  CYIIECTBY
TIOPSIIOK OIpeaesIeHUs BBITIOJTHEHHS MIOPY4EHHH,
CPOKOB UCTIOJTHEHUSI npeaycMaTpHUBaroIni OLICHKY
JIOKyMEHTOB B NPaBHJILHOCTH, TIOJHOTHI BBIIOJHEHUS
OpraHHU3aLuH; MOPYYCHHUS;
METOABl  KOHTPOIS  Hajg  CPOKaMu
WCIOJIHEHUS IOPYUYEHUH,
KeM (MMeeTcs B BUIY OApa3IesICHHE UITN
CHELHUAINCT) OCYIIECTBIIACTCS KOHTPOIIb
WCTIOJTHEHUSI JOKYMEHTOB B OpTaHU3aluN
U B CTPYKTYPHBIX IIOJIpa3/ICICHIX;
KaKHne JOKYMCHTBI CTaBATCA Ha
KOHTPOJIb;
HOPAIOK BHECEHUS pe3onronuil
PYKOBOAUTES OpraHu3aluu B
PETUCTPAIIMOHHYIO bopmy B
TPaAWLIOHHOM U aBTOMAaTH3MPOBaHHOM
peKIMax
Ymems: IloporoBeiii  ypoBeHb | Ymems:

OCYILECTBIISITh [TOCTAHOBKY
Ha KOHTpPOJIb, CHATHE C
KOHTPOISl JOKYMEHTOB U
MOpPYYEHHI PYKOBOJCTBA;
OCYLIECTBJIATH  KOHTPOIIb
3TaIoB BBITTOJTHEHHS
pEUICHUH WM ONEpALMH,
3a(h)MKCUPOBaHHBIX B
JIOKYMEHTax;
OCYIIECTBJIATh MOHUTOPHHT
XOJIa UCTIOJIHEHUS U cTaTyca

JOKYMEHTa B  IIpolecce
paboThHI c HUM B
OpraHu3aLiy;

(o0s13aTeTBHHBII) OTIPEeNeNATh WA YCTAHABIUBATH CPOKH
HCTIOTHEHUS JOKYMEHTOB;
CIeINTh 32 CpPOKaMH H  XOIIOM
BBITIOJTHEHHS pabot o BCEM
KOHTPOJHPYEMBbIM 00BEKTaM;
HCIIOJIb30BaTh CHCTEMBI KOHTPOJS 32
HCTIOJTHCHUEM JIOKYMECHTOB B
OpraHu3aIiH;

IToBbIlIeHHBIHI VYmemu:

YPOBEHb (0 | KOHTPOJIUPOBATH BECh oboport

OTHOIIICHHIO K | IOKYMCHTAI[HH B OpraHu3aIuH,

ITOPOTOBOMY YPOBHIO) | KOMITAaHUH
OpPTraHW30BaTh HCIOJIHEHUE JOKyMEHTa
OpTaHU3aAIIH HECKOJBKUMH
HCTIOJTHUATEIISIMH, yCTaHOBKa

OYCPCAHOCTU UX UCIIOJTHCHUSA
BHOCHTbH JTaHHBIC O CPOKax U cneumane

HUCIIOJIHCHUS JIOKyMeHTOB B
KOHTPOJIbHBIC KapTOTEKH U
aBTOMaTI/ISI/IpOBaHHI)Ie CUCTCMBI
KOHTPOJII OpraHu3alvu;

0000mare u aHAM3UPOBATH
HHPOPMALIMIO O XOJe M pe3yiabTarax
HCIOJIHEHUS JIOKYMEHTOB B
OpTaHU3aINH;

pa3pa6aTI)IBaTI) NnepeyHn NOKYMCEHTOB
OpraHu3anM € TUIOBBIMHU CPOKaMH HX
HCIIOJIHCHU A,

IIOArOTaBJIMBATh MPEAJIOKCHUA 10
COBEPIICHCTBOBAHUIO CHCTEMBI
JIOKyMEHTO000pOoTa, TTOBBIIIIEHUTO
3¢ HEeKTUBHOCTH 0bpaboTku
JIOKyMEHTOB;

BeCTH  KOHTPOJBHBIE  3amHCH 00
oreparnmsx, MIPOM3BEEHHBIX c

JAOKYMCHTAMU B OpraHU3alnn;
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KOPPEKTUPOBaTh CPOKH  HCIIOJHEHUS
JIOKyMEHTOB B OpPTaHHU3aIIH;

nH(popMHUpOBaATH PYKOBOACTBO "
MOATOTaBINBATh aHATUTHYECKHE

CIIPaBKH O COCTOSAHUHN HUCIIOTHUTEIIbCKOM
JVUCHUIUINHBI B OpraHU3aInn;

Braoemo:

METOaMHU OpraHH3aIiu
KOHTPOJS 33 COCTOSHHEM
APXHUBHOTO XpaHCHHUS
JIOKYMCHTOB;

METOAaMU u

WHCTPYMEHTaMH KOHTPOJIS
32 HCHOJHEHUEM CPOKOB
XpaHEHHs JOKYMEHTOB;
HaBbIKaMH ()OPMUPOBAHUS U
YIpaBICHUS] apXUBOM C
HCTIONIb30BAaHUEM
COBPEMEHHBIX TEXHOJIOTHH.

[oporoBrrii ypoBeHB | Bradems:

(oOs13aTETHHBIIN) nHpOopManneit 00 HCTIOJTHEHUHT
JIOKyMEHTOB (TIOpYYEHHIi), MOIy4YeHHON
OT HMCIIOJIHUTEJIEH;
HaBBIKAMU PaH)XMPOBAHUS MOPYYCHHS B
3aBUCHMOCTH OT HMX BaXXHOCTH C
MIOMOIIBIO Ppa3INYHBIX METOK,
OTCIIC)KUBATh TOJYYE€HHE M IPOYTECHHUE
3aJaHdsg 10 CIEHUAIBLHONM IBETOBOM
WHIMKALUH;

[ToBbIIEHHBIH Brademu:

YPOBEHb (o | HaBBIKAMH BBITTOJTHEHUS mroboro

OTHOILICHHIO K | pacmopsbKeHHs PyKOBOJHTEIS, TPaMOTHO

IIOPOTOBOMY YPOBHIO)

HOZ[OP‘ITPI K UX IMOCTAHOBKE U KOHTPOJIIO;

HaBBIKAMU HaIaguTh
aBTOMAaTU3UPOBAaHHYIO CUCTEMY
KOHTPOJSI ~ HCIIOJNIHEHHUs  MOpYYEeHHUH,
KOTOpas ~MOXeT  (PyHKIHOHUPOBAThH

CaMOCTOSITENIBHO U 63 HEOOXOIHUMOCTH
ydeTa 4eoBEeYeCKOro (pakropa.

HAaBBIKAMU TMPUMEHEHHS] KOMIUIEKCHOTO
MOJX0Aa K mpoOiieMe KOHTPOJIs, BBOJS

oco0yto cucTeMy KOHTPOJIS c
HCTIONIb30BaHUEM CHenHaIbHBIX
porpamm;

CHOCOOHOCTHIO cOOpa U aHaNIN3a JaHHBIX
JUTSL TIPOBEJICHHsST KOHTPOJIS Tpollecca H
CPOKOB MCTTIOJIHCHUS JOKYMCHTOB,

IK-7

Snamv:

3HaTh:

OCHOBHBIE TpeOOBaHUSI K
OpraHu3aIIH ApPXUBOB
Pa3JIMYHBIX TUIIOB U BUJIOB;
IIpaBuiIa
JOKyMEHTHUPOBAHHUS,
paboTel € JOKYMEHTaMu,
OpraHM3alK UX XpaHEeHHS,
KOMIUIEKTOBaHHS, ydeTa |

HCIIOJIb30BAHUA,
MIPOBEACHUC OKCIIEPTU3LI
IEHHOCTU JOKYMCHTOB B
JACITOIIPOU3BOACTBE,

o(hopMIICHHE JIET;

IToporosslii ypOBEHb
(00s3aTeNbHBIN)

3namo:

MPOBEACHUE  DKCIEPTH3bl  [IEHHOCTH
JIOKYMEHTOB B JICJIONPOU3BOICTBE;
odopMIIeHHE e,

nepeaayy Jea B apXUB OpraHu3alluy;
OCHOBHbIE MTPaBuIia paboThl APXUBOB

IloBbITICHHEIT

YPOBEHB (o
OTHOILIEHUIO K
ITOPOTOBOMY YPOBHIO)

3namo:

TpaBHiIa OpraHW3aIlid  XpaHCHUS,
KOMILICKTOBaHUS, yaeTa u
HCTIOJIb30BaHUS apPXUBHBIX JOKYMECHTOB;
OpTaHU3AIHIO u (uHAHCOBOC
obecrieueHue paboTOCIOCOOHOCTH
CPE/ICTB 3JICKTPOHHOM MOIIUCH, 8 TAKXKE
CpelCcTB MIPOBEPKHU 3JIEKTPOHHOM
MOAIHNCH Ha MPOTAXKCHHUHU BCETO CPOKa

mepemady A€l B apXuB XpaHEeHHs JIOKYMEHTOB;

OpraHH3aIIH; peTIaMeHTAalNI0 apXUBHOTO XPaHEHUS
NIEKTPOHHBIX JOKYMEHTOB HAa YpPOBHE
YUpEKACHUS;

Ymems: IToporoselil ypoBeHb | Vmems:

MIPUMEHSTh HaBBIKK | (00s3aTENbHBIN) KOMIUIEKTOBaTh apXUB JIOKYMEHTaMH,

COCTaBJIEHUS]  JIOKAIbHBIX cocTaB KOTOPBIX IIpeyCMOTPEH

HOPMAaTHBHBIX aKTOB IS TIOJIOKEHHEM 00 apXuBe;

OpraHM3aIn apXHUBOB BECTH Y4YeT U aHaJIU3 MCIOJIb30BaHUS;

Pa3IMYHBIX THIIOB M BUIOB. UCTIONB30BaTh XPAHAIINECS B apXHBE

TIPOU3BOTUTH otbop JIOKYMEHTEI,

JOKYMEHTOB IUIS TIepeadn HCTIONB30BaTh aAPXWBBI  OPraHHU3ALNH,

B apXUB OPraHU3ALMH U UL XpaHsme KuHO-, (oTo-, (oHO-
BHJICOJIOKYMEHTHI  (ayAHOBH3yaJbHbBIC),
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BbIACICHUA K
YHUYTOXKCHUIO,

HAYYHO-TCXHUYECKUE,
KapTorpaduyueckue,
JIOKYMEHTBI;

TCIEMETPUICCKUE

[loBbIIEHHBIH

YpOBEHb (o
OTHOIIEHHIO K
IIOPOTOBOMY YPOBHIO)

Ymems:

BECTH Y4eT U 00eCIiedeHNe COXPAaHHOCTH
JIOKyMEHTOB;

co37aBaTh Hay4YHO-CIPABOYHBIH anmapar
K OKyMEHTaM apXuBa;

MOJATrOTOBUTH U NepeaTh JOKYMEHTH Ha
MOCTOSIHHOE XpPaHEHHE B COOTBETCTBHU
co CpOKaMH M TpeOOBaHUSIMHU,
YCTaHOBJICHHBIMU ®denepanbHOU
apXMBHOH ciyx00it Poccun u opranamu
YIpaBJICHUS apXUBHBIM JIeTIoM
cyopextoB Poccuiickoit enepanny;
BECTH CHHCKH OpTaHu3amumi u (WIn)
CTPYKTYPHBIX NOApa3IeIeHUM
opraHu3anui - HCTOYHUKOB
KOMIUIEKTOBAHUSI apXUBa;

MIPUHUMATDH YIOPSIOUEHHbBIE JOKYMEHTHI
CTPYKTYPHBIX NOApa3eIeHUN
opraHusauud WM opraHuszauuid  —
HCTOYHHUKOB KOMIUIEKTOBAHUS apXHBa;
YUUTHIBATh U 00€CIIEYHBATH COXPAHHOCTh
MPUHSTHIX B apXUB JOKYMEHTOB;
co37aBaTh u MOAJEPKUBATh B
AKTyaJIbHOM COCTOSIHUU Hay4yHO-
CIIpaBOYHBIA ammapaT K JAOKyMEHTam
apXuBa;
OpraHu30BaTh
o0ciTy)XKHBaHUE
CTPYKTYpPHBIE
OpraHu3aINy;
OCYILECTBIISATh HCTIOJb30BaHUE
JIOKYMEHTOB TI0 3aIIpocaM OpraHu3anuii 1
YaCTHBIX JIMI, B TOM YHCJIE COIMAIbHO-
IIPaBOBBIM 3aIIpOCaM TpakKIaH,
[IPOBOAUTH SKCIEPTU3Y LEHHOCTH U
OCYULIECTBJISATh KOMILIEKC
OpraHU3allMOHHBIX U  METOAMYECKUX
MEPOIPUATHI N0 nepenaye JOKYMEHTOB
Ha IIOCTOSIHHOE XPaHEHMUE;

nH(popManmoHHOE
pykoBoauTene - u
HOApa3eNeHus

Braoemy:

HaBBIKAMH CO3JJaHuUs
APXUBOB PA3JIMYHBIX TUIIOB
U BUJIOB.

TeXHoJIoTHeH  00paboTku
JOKYMCHTOB C IECJIBIO HX
COXPaHHOCTH U IIepe/iauu Ha
XpaHEeHHE;

opraHuzanyell  XpaHeHus,
ydera,  KOMIUICKTOBaHUS,
9KCTIEPTHU3BI LICHHOCTH,
CIPaBOYHO-TIOMCKOBBIX
CPEACTB M HCIOJIb30BAHUS
APXUBHBIX TOKYMCHTOB,

IToporoBeiii  ypOBEHb
(00s3aTeNbHBIN)

Bnaoemo:

HaBbIKAMU o Pa3MEIeHUIO u
HCIIOJIb30BAHUIO PA3HOTO BHJa Oymar ¢
MOMEHTa e€ YKOMIUICEKTOBAHUS H [0
MPOIICyPhl APXUBUPOBAHUS,

HaBBIKAMH MOATOTOBKH J€Jla K Iepeaaye
Ha aApXMBHOE XpaHCHHE 58051
YCTaHOBJICHHE CPOKOB WX XpaHEHUS Ha
OCHOBE ITPHHSATBHIX KPUTCPUCB,;

[oBblIeHHBIH

YPOBEHb (o
OTHOILICHHIO K
IIOPOTOBOMY YPOBHIO)

Braoemu:

HaBBIKAMU CO3/IaHus JIOKaTbHOM
HOpPMATHBHOW 0a3bl JOKYMEHTaIBHOTO
YIpaBJICHUS W apXUBHOTO JIENIa;
CHOCOOHOCTHIO JIOKYMEHTAIUOHHOT'O
obecrieueHns] yIpaBiIeHUS U yIIPaBICHHE
OTHETbHBIMKA  TIpolieccaMu B cdepe
APXUBHOTO JICNa;

BO3MOKHOCTBIO CO3[aHHMS W BEICHHS
CITPAaBOYHO-TTIOUCKOBBIX CpC€acTB K
JOKYMCHTaM B JOKYMCHTAITMOHHOM
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nene;

HaBBIKAMH  PabOTHI
COXPaHHOCTH JIOKyMEHTOB Ha pPa3HBIX
HOCHTEJIAX;

HaBBIKAMH DPabOTBl MO KOHCEPBALUH H
pecTaBpalny JOKYMEHTOB;

o0ecrieueHUH YIpaBJCHUS! W apXUBHOM

nmo o0OecneYeHnro

CooTBeTcTBHE YPOBHEH CPOPMUPOBAHHOCTH KOMIIETEHIIMI IJIAHUPYEMBIM pe3yJibTaTamM
00yUYeHHs1 HA 3aKJI0YNTEJIbHOM JTane MPAKTUKHU

IIpeBocxoaHbIi YPOBEHb

IloBbIIEHHBI YPOBEHD

Iloporoselii ypoBeHb

OTJIUYHO

XOPOLIO

YAOBJIIECTBOPUTCIBLHO

OIIK-3 - Cnocoben npumenamv meopemuyecKue 3HAHUA ONA peuleHus NOCMAGIEeHHbIX 3a0a4 8 obaacmu

OOKYMEHMOBeOeHUs U APXUB0BEOeHUs

B oTuere u npu 3anure B 0JIHON Mepe
PACKpBITBEl  OTJIMYHBIE TEOPETHYECKHE
3HaHMS B O0JIACTH JOKYMEHTOBEICHUS
n  apxuBoBeneHus.  [IpennoxxeHsl
HECKOJIbKO PpEIICHUH IOCTaBIEHHBIX

B ordere m mpum 3ammTe PACKPHITHI
TEOpeTHYEeCKHe 3HaHMA B 00JacTH
JIOKyMEHTOBEJICHUS W apXWBOBEICHUS.
[MTpenno>xeHs! pemeHns] HOCTaBICHHbBIX
3aja4

B otuete u npu 3amuTe HE B
MOMTHOH  Mepe  PacKpPBITHI
TEOpETHYECCKHe 3HAHUA B
00JacTH OKYMEHTOBEICHUS
nu apXI/IBOBe[[eHI/ISI. PeIlIeHI/I)I

3a1a4 MIOCTaBJICHHBIX  3aJad  He
IIPEJUI0KEHBI.

1IK-2 — Cnocoben opeanuzogams QOKyMEeHMUPOBAHUe OesimelbHOCHU 8 OP2AHU3AYUU

B oruere u npu 3amure nokasaHo | B oTuere M mpu 3amure nokasaHo | B oryere u npu 3amure

yCIIEIIHOE u CHUCTEMaTHYeCKOe | yCIEIIHOe, HO CoJepKalliee OTCIbHbIE | IIOKAa3aHO  YCIIEIIHOe, HO

BIIAJICHUE 3HAHUSAMHI NpaBui | MpoOesbl BIAACHHUS 3HAHUSAMH NPABHJI | HECHCTEMAaTHYeCKOe

OpraHW3allMid  3TaloB  pabdOTHl € | OpraHW3allMd  3TalmoB  paboTel ¢ | BIIAJCHWE 3HAHUSMU INPABUI

apXUBHBIMH JIOKYMEHTaMH B XOJ€ | apXUBHBIMH [OKyMEHTaMH B XOJ€ | OpraHH3aILlMH JTAIOB PaOOTHI

MIPaKTHKE MIPaKTHKE C apXUBHBIMH JIOKYMEHTaMH
B XOJI€ MIPAKTHUKE

1IK-3 — Cnocoben opeanuzo8ams 00KYMeHmMOOOOPOM 8 Op2aHu3ayuu

B ortuere m mnpum 3ammre mokazaHo | B oryere m mpm 3ammre mokazaHo | B oTyere um mpm 3amuTte

yCIIemHoe u CHCTEeMaTHUYEeCKOE | yCHENIHOE BIaJeHNE 3HAHUSAMH MPABIII | MIOKA3aHO  yCIENIHOE, HO

BJIaJICHUE 3HAaHUAMHU MpaBWJI | TOKyMeHTooOopoTa. ITokazaHO 3HaHHWE | HECHCTEMaTHYECKOe

JIoKyMeHTo0o00poTa. Iloka3aHo 3HaHUE | CTPYKTYpPHI u ¢yHKUMH | BIajeHWe 3HAHWAMHU IPaBHII

CTPYKTYPBI u GyHKUMHA | TOKYMEHTOO00pOTa MPUMEHHUTENIFHO K | JIOKYMEHTO000poTa.

JIOKyMEHTO000pOTa MPUMEHUTENHLHO K | YIPaBICHYECKOM nestenbHOCTH. | [lokazaHo ymeHue paboraTh

yIpaBJIeHYECKOM nestensHOCTH. | IlokazaHo ~ ymeHme — paboTaTh ¢ | C JAOKyMEHTaMH B paMKax

Ilokazano  ymeHume  paboTaThb C | JOKyMEHTaMu B pamMKax | yCTAaHOBJICHHBIX MPOIELY.

JIOKyMEHTaMHU B paMKax | yCTaHOBJIEHHBIX IpoIeIyp u | IlppuanManocs ydwactue B

YCTAHOBJICHHBIX TIpOLEyp U | OpPraHU30BBIBAThH B3aUMOJCHCTBUE | 3alOJHEHUU

OpraHU30BBIBAThH B3aMO/ICHCTBUE | MOApa3/iesIeHUH B paMKax | perncTpannoOHHBIX "

TIoJIpa3/iesIeHU I B paMKax | JOKyMEHTHPOBAHHBIX MIPOIIECCOB. | YUYETHBIX (GopM.

JOKyMEHTHPOBAHHBIX npoueccos. | [IpoananusupoBan OJIMH I

[MpuauMalnocs ygactue B Ipoueaypax | HECKOJIBKO MH(pOpMaMOHHBIX

KOHTPOJIS JIOKYMEHTAI[HOHHOTO | TOTOKOB.

obecnieuerns IIpoanann3upoBaH OIUH

WIA HECKOJIBFKO WHPOPMAIMOHHBIX

motokoB. IlpemmoxkeHa oxHa WU

HECKOJIbKO TEXHOJIOTHI paboTel B C

JOKYMEHTaMH B OpTaHU3aIIH.

IIK-4 — Cnocoben ocywecmenams pabomsl no HPOEKMUPOGANUIO, BHEOPEHUIO U PA36UMUIO  CUCHEMbL

INEKMPOHHO20 DOKYMEHMO0bopoma

B ortuere u mpu 3ammTe MOKa3aHO
YCIEIIHOE u CHCTEMAaTHYECKOE
BJIAJICHAE CO3/IaHUEM DJIEKTPOHHBIX
JOKYMEHTOB M BJEKTPOHHBIX KOMHIA
JIOKYMEHTOB, YNPAaBJICHUE HMMH, HX
XpaHEHUE M JIOCTYNl K HHMM, a TaKXKe
pETUCTpaIUIo JOKYMEHTOB; OLIEHUBATh
TEXHUYECKYI0 H TEXHOJOTHYECKYIO

B oruere u Ipyu 3aluTe IOKa3aHO
yCrienrHoe, HO COACPIKaIlee OTACIbHbIC

HpO6eJ’IBI BJIaacHUA CO31aHUEM
DJICKTPOHHBIX JAOKYMCEHTOB u
DJICKTPOHHBIX KON JAOKYMCHTOB,

yIpaBIE€HUE MMM, HX XPaHEHHE U
JIOCTYIl K HAM, a TaKK€ PErucTpanuio
JIOKYMEHTOB; OLICHUBATh TEXHUYECKYIO

B otuere um mnpu 3amurte
[IOKa3aHO  YCIIEIIHOE, HO
HECUCTEMATHYECKOE

BIIaJICHUE CO3JaHHUEM
JJIEKTPOHHBIX JTOKYMEHTOB U
3JIEKTPOHHBIX KOIHUH
JIOKyMEHTOB,  yIpaBJICHUE

NMH, UX XPpaHCHUC U JTOCTYIl

34




CYINIHOCTh MpOOJIeMBI B 00JacTH
nHpopMaMOHHOK MOJICPIKKH
yIpaBICHUS JIOKyMEHTAIHEeH,
aHaIN3UPOBATh " JIaBaTh
peKOMeHIAIUH o BHEJIPECHHIO
HEOOXOAMMOTO B JaHHOW o001acTu
MIPOTPaAaMMHOTO 00eCTICUeHIS;

u TEXHOJOTHYECKYFO CYIIHOCTb
TpoOIeMbI B obnactu
nH(pOpMaIMOHHOK MOJICPKKH
yIpaBICHUS JIOKYMEHTAIUCH,
aHaIM3UPOBAThH " JIaBaTh
peKOMeHIAIUH o BHEJIPESHHIO

HEOOXOAMMOTO B JAaHHOW oOyactu
MPOrPaMMHOTO 00ECIICUCHHS;

K HUM, a TaAKKE pEerucTpaluro
JOKYMCHTOB, OIICHUBATh
TEXHUICCKYHO n
TEXHOJIOTUYECKYIO CYIITHOCTD

IpoOIeMBI B obiacti
HHPOPMATMOHHOM
TIOJIACPIKKA YIpaBJICHUS
JIOKYMEHTAaIHEN,
aHAM3UPOBaTh W  JIaBaTh
peKoOMeHIaluu o
BHEIPCHHIO HEOOXOAUMOTO B
TaHHOH obnactu
MPOTPaAaMMHOTO
obecrieueHus;

IIK-5 — Cnocoben ocywecmensims ungo,

MAYUOHHO-CRPABOUHYIO pabOmy ¢ OOKYMEHMAaMU Op2aHu3ayuu

B oruere u mpu 3ammTe MOKa3aHO
yCIIeIHOE u CHCTEMAaTHYECKOE
BJIAJICHUE 3HAHUSAMH 10 O(OpMIICHHIO
0OT4eTOB 0030pOB W aHAINTHYECKUX
cnpaBok. [Toka3aHo 3HaHHE IPUEMOB H
TEXHOJIOTHI pabOTBl C JNOKyMEHTaMH
orpaHuueHHoOro naocrymna. IIposenena
OlHA WM HECKOJIBKO TeMaTHYECKHUX
noJA0OpPOK  JAOKYMEHTOB.  [IpuHATO
ydacTu€ B TIOATOTOBKE OAHOIO WJIN
HCCKOJIBKHX OTYCTOB HUIIn
AHAINTHYECKHX CIIPABOK.

B ordyere um mpu 3ammTe MOKa3aHO

yCIIEIHOE BIIaJCHUE 3HaAHHUAMHI
mopsiika W IpaBwiI  paboTel ¢
Pa3INIHBIMH KaTeTOPHAMHU
nHpopmanuu B OpTaHHU3ALIH.
[IpoBenena ongHa WM HECKOJIBKO
poueayp c JIOKYMEHTaMHU
orpanuueHHoro pocryna. IlokaszaHo

yMeHHe OoQGOpMIAT, HWHPOPMALHUIO B
HarmsimHOM Buje. [IpuHATO ydyacTue B
pabore mo oOecredeHHI0 AOCTyma K
JOKYMEHTaM OpraHH3allii CO CTOPOHBI
NapTHEPOB u KOHTParcHTOB
OpraHH3alHH.

B oruere u mnpu 3amure
[OKa3aHO yCIEeNIHOe, HO
HECHCTEMaTHYEeCKOe

BJIAJICHHE 3HAHUSAMH IOPSIIKA
U TpaBwiI paboTel ¢ Oa3zamu
naHHbIX. [lokazaHo yMeHHe

CTPYKTYPHPOBaTh
nHpopmanuto. [IpoBenen
OJJUH nin HCCKOJIBKO
MOUCKOB HHpOpMaLMU TO
3arpocam pabOTHHUKOB
OpraHU3aLiH.

TIK-6 — Cnocoben ocywecmenims KOHM,

0Jlb npoyecca u CpoKo8 UCNOJIHEeHUs ()OKyM

€HMOoe6 6 opeaHu3ayuu

B otuere m Opu 3aluTe IIOKa3aHO

ycHenrHoe u CHUCTEMATHUYECKOE
BIIAJICHUE CPOKOBOTO KOHTPOIS U
KOHTPOJISt JTanoB BBITNIOJTHEHUS
pelieHui WU orepaunui,

3a(pUKCUPOBAHHBIX B JOKYMEHTaX

B oTuere m mpu 3ammre NOKa3aHO
YCIELIHOE, HO COAEPIKAILEE OTACIbHEIE
Ipo0eItsI BIIaJICHUS CPOKOBOTO
KOHTPOISI W KOHTPOJIsl  3TamloB
BBITIOJIHEHMSI PELIEHUN WIH ONEPALUM,
3a()MKCUPOBaHHBIX B JIOKYMEHTaX

B oruere u npyu 3amuTe

II0Ka3aHO ycnienHoe, HO
HECUCTEMATUYCCKOC
BJIaACHHUC CPOKOBOTO

KOHTPOJISI U KOHTPOJIS 3TAIOB
BBITMOJIHEHHUS PEIICHUA HITH
onepanui,
3a(UKCUPOBAHHBIX B
JIOKYMEHTaX

IIK-7 — Cnocoben opeanuzoeamov xparenue 0OKYMeHMO8 8 OP2AHU3AYUU U nepedaiy 0el Ha APXUGHOE XPAHeHUe

B oruere u mpu 3amure IMOKAa3aHO

yCIIemHoe u CHCTEeMaTHYECKOE
BJIAJICHUE CPOKOBOTO KOHTPOIS H
KOHTPOJIS 3TaIoB BBITTOJTHEHUS
pelieHui IR onepauui,

Ba(I)I/IKCI/IpOBaHHBIX B JOKYMCHTaX

B ordyere um npu 3amure NOKa3aHO
YCIIEIIHOE, HO COJEPIKAILEE OTACIbHbIE
Ipo0eITsI BIIaJICHUS CPOKOBOIO
KOHTPOISI W KOHTpPOJsl  DTamloB
BBITNOJIHEHUS] PEIICHUI WU omnepanuii,
3a()MKCHPOBaHHBIX B JIOKYMEHTaxX

B oruere u mnpu 3amure

II0Ka3aHO ycneniHoe, HO
HECUCTEMATUYCCKOC
BJIaACHHUC CPOKOBOTO

KOHTPOJISI M KOHTPOJIS ATAIIOB
BEITIOJTHEHUST PEIICHUA HITH
onepauui,
3aMKCUPOBAHHBIX B
JIOKYMEHTaX

4, KpnTepml OLCHUBAHHUA BBINMOJIHCHUA MPOIrPaMMBbI MPAKTUKHU U 3alIUMTHI OTUYETA

DopMOil MPOMEKYTOYHOM AaTTECTAlMM 1O MPAKTUKE SBISIETCS 3a4€T C OIEHKOI,
ouenuBaemblil o npuHATo B ®I'BOY BO «YI'TY» yerblpexOanabHON CHCTEME: «OTIUYHOY,
«XOpOLIO», «YAOBJIETBOPUTEIBHO», «HEYIOBIECTBOPUTEIBHO» M BBICTABISIEMBIM HA OCHOBE
peueHns 00yJaromuMcs 3a/1a4 MPAaKTUKU, Pe3yJbTaToOB 3allUThl OTYETa M0 MPAKTUKE U OT3bIBA

PYKOBOJMTEIIS MPAKTHKHU.

OreHka MOATOTOBKH U 3aIIUTHI OTYETA IO MPAKTUKE, BBIHOCUMAS B 3a4ETHYIO KHUKKY U
MIPUJIOKEHUE K TUTIIIOMY OakaaBpa.
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OTan4yHo Xopouo Y10B1€TBOPUTEIBHO | HeynoBieTBOPUTEIbHO
Oyenuganue BuINOIHEHU NPOSPAMMbL HPAKMUKU/COOEPICAHUE OM3bI8A PYKOBOOUMENS
- oOyuaromuiics | — oOyuatomuiics | — oOyuatommuiics | — oOy4aromuiics BiIajgeer
CBOEBPEMEHHO  BBINOJHUI | JEMOHCTPHPYET BBINTOJTHAI nporpammy | (pparMeHTapHBIMH
BECh o0beM paboTHI, | JOCTATOYHO MOJHBIC | TIPAKTUKH,  OJHAKO B | 3HAHMSIMH M HE YMEET
TpeOyeMbIli  NPOTpPaMMOl | 3HAHHSA BCEX | mporecce  paboOTBl  HE | MPUMEHHTH ux Ha
MIPaKTHKH; npodeccronansHO- TIPOSIBAIT JOCTaTOYHOH | TPAKTHUKE;
—  TOKa3an  INIyOOKYyIO | MPHKIAaTHBIX U | CaMOCTOSITEILHOCTH, —  ofOydarommiics  He
TEOPETHUYECKYIO, METOJIUYECKHX BOIPOCOB | MHUIIMATHBBI U | BBIIOJHHUI  HPOTpaMMy
METOIUYECKYIO, B 00beMe NpOrpaMMbl | 3aMHTEPECOBAHHOCTH, NPaKTHKH, HE MOIyYHII
npodeccroHaIBHO- NPaKTHKH; JOIMYCTHJI CYLIECTBEHHBIE | MOJIOKHUTEIHHOM
MIPUKIIaAHYI0 TOATOTOBKY; — IIOJTHOCTBIO BBITOJHMI | OIIMOKM IPH BBITIOJIHEHWH | XapaKTEPUCTHKH, HE
- YMeJIo NPUMEHUWI | TPOTrpaMmy, HO | 3a/laHMH NPAKTHUKWY; NPOSIBUJI HHUIIMATHBY, HE
MOJyYeHHbIE 3HaHMS BO | JOIYCTHII - JEMOHCTPHPYET | MPEACTaBUII paboune
BpeMsi MIPOXOX/ICHUS | HE3HAYMTEIbHbIE HEJI0CTaTOYHbIN 00BbEM | MaTepHuaibl, HE MPOSBHI
MIPaKTUKH, MoKasall | OmuOKH IIpYU | 3HAHUI U HU3KUH YPOBEHb | CKIIOHHOCTEU U KEIaHUSA
BJIAZICHUE TPAJWIMOHHBIMY | BBIIOJIHEHWH 3a/[aHNS; nx MIPUMEHEHHS Ha | K paboTe, HE MPEACTABUIT
u IbTCPHATUBHBIMHU | — BIAJICeT | MPAKTHKE; HEOOXOANMYIO OTYETHYIO
METOJIaMH, COBPEMEHHBIMH | MHCTPyMEHTapueM — B mpouecce pabOTHl HE | JOKYMEHTALUIO.
IpUeMaMH B paMKaxX CBOCH | METOIMKM B  paMKax | MPOSBHII JOCTaTOYHON
npodeccCHOHANTBHOM CBOECH CaMOCTOSATEIBHOCTH "
JIeATEILHOCTH, TOYHO | MpOQeCcCHOHATEHON WUHUIMATHBBI.
HCTIONB30Ba MOATOTOBKH;
podeCcCHOHANBHYIO — mposiBWI celds  Kak
TEPMHUHOJIOTHUIO, OTBETCTBEHHBIN
- OTBCTCTBCHHO u C HUCIIOJTHUTCIIb,
WHTEPECOM OTHOCWICS K | 3aMHTEPECOBaHHBII B
cBoei padote. Oymymeit
npodeccrnoHaNbHOM
JIeSTEIIHOCTH.
Oyenusanue cooeparcanus u oopmienus omyema no npaxKmuxe
— OTY4ET 10 TIPaKTHKE | — TPAMOTHO HCIIOJB3YeT | — HU3KUH YPOBEHb | — JIOKyMEHTBI o
BBINIOJTHEH B OJIHOM 00beMe | npodeccroHaIbHYIO BIIaJICHUS MIPaKTHKe He 0(hOPMIICHBI
U B  COOTBETCTBHM C | TEPMHHOJOTHIO npHu | MpodecCHOHATEHBIM B COOTBETCTBUH c
MPpEABABIACMBIMHU O(bOpMHEHI/II/I OTUETHOMU CTHUJIEM PCYU U U3JIOKECHUA Tpe60BaHI/IHMI/I;
TpeOOBaHUIMH; JIOKyMEHTaI[1H 1o | Marepuaia; — ONHCaHWE U aHaJIM3
—  MaTepMal  M3JOXEH | MPaKTHUKE; - HU3KHI YPOBEHb | BUJIOB
IPaMOTHO U JJOKa3aTeJIbHO; | — YeTKO W  TOJHO | ohOpMIICHUs npodeccroHabHOM
— CBOOOJHO HCHOJIB3YIOTCS | M3JaraeT MaTepHal, HO | JOKyMEHTaluu 1O | JeSTEIbHOCTH, BUJIOB
IIOHATUA, TCPMUHBI, HE BCErja | MpakKTHUKE, 3a[[aHPII>i OTCYTCTBYET
(hopMyITHPOBKHY; MOCJIE/I0BATEIBHO; - HU3KUH YPOBEHb | WIH HOCHT
— O0yJarouuiicsi COOTHOCHT | — OIINCHIBAET W | BIaJEHNUS METOANYECKOH | (parMeHTapHbINA
BBINIOJTHEHHbIE 3aJaHusl C | aHAIM3UPYET TEpMHHOJIOT e XapakTep.
(dopMupyeMbIMH BBITIOJTHEHHBIE 3aJaHUs, | — HE YMEeT J0Ka3aTeIbHO
KOMITCTEHIIUSIMHU HO HE BCerja YeTKO | MPeACTaBUTh MaTepHal;
COOTHOCHUT BBIIIOJTHCHUC | — OTYECT HOCHUT
npodeccruoHaNbHOMI OIUCATENbHBIA  XapakTep,
JIeSITeIbHOCTH ¢ | 6e3 2IeMEeHTOB aHAIN3a;
(hopmupoBannem - HU3KOE Ka4ecTBO
Ompe/IeNIEHHON BBINOJTHEHUS 3aJ]aHuM,
KOMIICTCHIIUH. HaImpaBJICHHBIX Ha
(dopmupoBaHue
KOMITETEHITHH.
5. KomnereHTHOCTHO-OpHeHTHpPOBaHHbIe 3agaHus (KO3)
OCHOBHBIM CpeACTBOM dhopmupoBaHus KOMITECTEHITU I KOMIIETEHTHOCTHO-

OpUEHTUPOBAHHBIE 3aJaHUS!
— u3ydeHue u cobop marepuaina no reme BKP (6akanaBpckoit paboThr).
— odopmiieHHE OTYEeTa O MPOXOXKIAECHUU MPAKTUKHY;

— 3alUTa 0T4ETa O MPOXOKIACHUM ITPAKTUKU;
— IPUMEpHBIN NEPEYEHb BOIIPOCOB K 3aUETY.
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JUis TeKymero KOHTPOJISl MPUMEHSIOTCA (PUKcalusl MOCEIIeHHs] YCTaHOBOYHOM BCTpeEUH,
WHBIX MEPOTPHUSTHI PAKTHKH; KOHTPOJIb BEICHUS THEBHUKA IIPAKTUKH.

[TpomesxyTouHas arTectaiusi MpoBoauTCs B opme 3aueta ¢ oueHkoit (8/9/10 cemectp

OYHOM/0YHO-3209HOI/3a09HOM (HOpPM 00yUEHHS ), BKIFOUYAOIIETr0 3aIlUTy OTYETa O MPOXOXKICHUH
NPAKTHKK; OTBETHI Ha 3a/laBaeMbI€ BOIIPOCHI B yCTHOM (opme (cM. 1. 7).

6. [IpuMepHBIii MepeyeHb BOMPOCOB K 3a4eTy M0 MPOU3BOACTBEHHOI (P IuNJI0MHOI)
NpaKkTHKe

1. TpeGoBaHMs KaKUX HOPMATUBHBIX JOKYMEHTOB CIEAyeT YUUTBIBATh IIPHU pa3paboTKe
OJIAHKOB OPraHOB T'OCY/IaPCTBEHHOMN BIACTH M OPTraHOB MECTHOT'O CAMOYITpaBICHU?

2. TpeboBaHUAM KaKUX HOPMATUBHBIX JIOKYMEHTOB JOJKHBI COOTBETCTBOBATH OJIAHKU
KOMMEPUYECKUX OpraHu3aui?

3. Kakue Buapl O0JIaHKOB OpraHU3alMOHHO-PACTIOPAAUTEIbHBIX JIOKYMEHTOB IS
OpraHu3aIiy, €e CTPYKTYPHOTO TOAPa3/IeNICHHs U JOJDKHOCTHOTO Jiniia Bel 3Haete?

4. B xakoMm ciy4ae co3faroTcs OJaHKHU JOKYMEHTOB Ui CTPYKTYPHOI'O IOJpa3/esIeHUs
U JIOJKHOCTHOTO JH1a’?

5. B KakoM 10KyMeHTe H3JI0KEeH MOPAJOK PErucCTpallMd HEKOTOpOro o003HaueHHs B
KaueCcTBE TOBAPHOTO 3HAKa?

6. Kakue Buapl OMaHKOB MPENNPUATUS MOTYT OBbITh BbBIIEICHBI 10 HANpPaBJICHUIO
JIBIDKEHUS CO3/IaBa€MbIX Ha HUX JOKYMEHTOB?

7. B xakoMm n1okymeHTe 3akperuisercs: opopmiieHne 6J1aHKOB TOKYMEHTOB, Pa3peIIeHHbIX
K IPUMEHEHHIO B OpraHU3aIUH

8. Ilepeuncnute Qpynkumuu paboTHUKOB ciyk0b1 IOV .

9. B uem cyts MeTona ¢ororpaduu padoyero qHs?

10. Kakoe MecTo  3aHHMMaeT  perucrpanus  JOKYMEHTOB B  OpraHU3allH
JIeTIONPOU3BOICTBA?

11. Kakue JaHHbIE O BXOJIAIIEM JJOKYMEHTE 3allUChIBAIOTCS B MPOLIECCE €0 PerucTpaluu?

12. Kakue pnaHHBIE O BHYTPEHHEM JIOKyMEHTE 3allMCHIBAIOTCS B TPOIECCE €ro
peructpauun’?

13. HazoBwute GOpMBI perucTpanui JOKyMEHTOB.

14. B yeM HOCTOMHCTBA U HEJJOCTATKH KYypHAIBHON (POPMBI PErUCTPALIUU JOKYMEHTOB?

15. B uem g10CTOMHCTBA U HEOCTATKU KapTOYHON (POPMBI PETUCTPALIUU JOKYMEHTOB?

16. Moxer 11 JOKYMEHT perucTpupoBathes 1Bax/ibl? [Touemy?

17. Kaxue cucteMbl peructpaiuy 10KyMeHToB BaM n3BecTHbI?

18. B kakux HOpPMATHBHBIX JOKYMEHTax YyKa3aH 00s3aTelbHbIIl COCTaB PEKBU3UTOB
peructpanuu?

19. HazoBure oTambl MPOXOXKICHHUS BXOASIIETO JOKYMEHTA, COIPOBOXKIAIOIIUECS
MOSIBIICHHEM KaKOH-TTHO0 3aMicH B )KypHAJIe PETUCTPAIIH.

20. CKOJBKO JKypHAJlOB PErHCTPallMd BHYTPEHHUX JOKYMEHTOB CO3/aeTcs B
Opranu3anuu’?

21. Maiite onpenenenue qokyMeHTa «THCTPYKIHS MO JeTONPOU3BOCTBY.

22. V3 xakux pasaenoB cocTouT MHCTpyKIus?

23. Yrto HeoOXO0AUMO MOATOTOBUTH JIJIsl BBEIEHUSI MHCTPYKIIMU MO JIeTIOTIPOU3BOICTBY

24. Yro Takoe yHu(UIIMpOBaHHAS (hopMa TOKYMEeHTa?

25. Kakwue paGoThl JOIKHBI OBITH BBHITIOJIHEHBI B IIpoIiecce YHUPHUKAIMUA JOKYMEHTAIH?

26. MaiiTe moHsATHE YHUDHUITMPOBAHHON cucTeMbl qokymeHTtaruu (Y CJI).

27. KakoBa 11e1b co3janus YHU(DUIIUPOBAHHOMN CUCTEMbI TOKYMEHTALUuU?

28. Yro Bxomut B coctaB YCOPJI?

29. ®opmbl KakuX JOKyMeHTOB onpezeneHsl B Y COP/L?

30. KakoBo Ha3HaueHWE HOMEHKIIATYPHI JeI?
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31. B xakux HOPMaTUBHO-METOJINYECKUX IOKYMEHTAX H3JI0KEHBI OCHOBHBIC TPEOOBAHUS
K HOMEHKJIaTypaM Jen?

32. Kakue BHYTpeHHHE OpTaHU3AIMOHHBIC JOKYMEHTHI HEOOXOAMMO H3yYUTh, IPUCTYTAs
K COCTaBJICHUIO HOMEHKJIATYPHI J1e1?

33. Kaxk cocraBmisiercs MHAUBHIyallbHAS HOMEHKJIATYpa A€l MPU HATHYUU IPUMEPHON U
TUMIOBON HOMEHKJIATyp Jen?

34. Kakue JOKYMEHTBI MTOJICKAT BKIFOUSCHUIO B HOMEHKIIATYPY Jei?

35. Ilepeuncnute OCHOBHBIE ATAIBI Pa3padOTKHU CBOAHON HOMEHKIIATYPHI eIl

36. B kakux HOPMAaTUBHO-METOJMYECKHUX JIOKYMEHTaxXx ompereineHa ¢dopma
HOMEHKJIATYpPHI JIe]I OpraHU3allii U CTPYKTYPHOTO MOpa3 iesieHus?

37. Yem otnuyaroTcs o 0pOPMIICHHUIO HOMEHKIIATypa JIEJI CTPYKTYPHOTO TIOIpa3 IeIICHUS
u opranuzanuu? HoMmeHkiarypa aen rocyaapCTBEHHON M KOMMEPUYECKON OpraHu3aiuu?

38. Kaxk ompenensieTcsi CpoK XpaHEHUs Jiea, €CJI B HETO BXOJAT JOKYMEHTHI MO0 OJTHOM
TEeMaTHKe, HO C Pa3HbIMU CPOKAMU XpaHEHHS?

39. KakuM HOPMaTUBHO-METOJWYECKUM JIOKYMEHTOM CIIEyeT TIOJb30BaThCA TIPH
OTIpeieIieHUU CPOKOB XpaHEeHHUsI Jien?

7. MeToauyecKkue MaTepuaJbl, onpeaesonye Npoueaypbl OeHMBAHNS 3HAHUI, YMEHHH,
HABBIKOB MJIM ONBITA JeSITeJILHOCTH, XaPAKTEPU3YIOUINX 3Tanbl GopMUpOBaHUS
KOMIIeTeHIU I

JUIs  MOJIOKUTENIPHOIO peIlleHUs] O IPOMEXYTOYHOW arTecTaluu o0y4aroIuics
IIPEACTABIISIET CICAYIOUIUE JOKYMEHTBHI:

—  JITHEBHHK IIPOXO0XKICHHUS IPAKTUKH;

—  OTYET O IPOXOXKIACHUU NIPAKTUKU;

—  IOATBEpXKJEHUE O NPUOBITUN HA MPAKTUKY U YOBITUU C IPAKTUKHY;

—  JIOIyCK HAy4HOI'O PYKOBOJMTEIIA K MPOLELYPE IPEA3AIIMTHI.

OCHOBHBIM  paboOYUM  JIOKYMEHTOM, XapaKTEpU3YIOIIMM TEKYIlee BBINOJIHEHHE
00yYaroImuMcs IpOrpaMMbl MPAKTHKH, SIBISETCS THEBHUK. B THeBHMKe (PUKCUPYIOTCS BCE BUBI
paboT MO MHAMBHUIYAIbHOMY 33JJaHUIO U MOJTY4YEHHbIE pe3ysbTaThl. JIHEBHUK MPAKTUKH SBIISETCS
OCHOBHBIM JIOKYMEHTOM, OTPAXKaIOLIIUM KPaTKO€e CoJiepKaHue pabOoThl MPAKTUKAHTA.

Pe3ynbraTbl KOHTpOJISI BBINOJHEHHS MEPONPHUATHN OTMEYAOTCS B COOTBETCTBYIOLICH
rpade M 3aBepsAIOTCS MOJNKMCHIO PYKOBOJIUTENS MPAaKTUKU OT opraHu3zauuu. Ha ocHoBaHuM
MOJIOKUTEIBHOTO OT3bIBA PYKOBOJUTENS MO MECTY MPOXOXKAECHUS NPAaKTUKH OOydaromuics
JIOITyCKAETCs K 3allUTE OTYETA.

KpuTtepun onieHKH cofepKaHus 0TYETa N0 MPAKTHKE
Ouenka Kputepuu
OtnnynO N3nosxeHne MaTepruanoB MOJIHOE, TOCIIE0BATEIbHOE, IPAaMOTHOE.
WunuBuayansHOe 3aJaHUE MO NPAKTUKE BBIINONHEHO. I[IpUiloKeHBI NepBUYHBIE
JIOKYMEHTHI. IIpuioskeHus JTOrMYHO CBS3aHBI C TEKCTOBOM 4dacThio ordera. Otuer

ClaH B YCTaHOBJIGHHBI CpOK. [IporpamMmma mnpakThku BbIMOdHEHA. OT3BIB
MOJ0KUTEIbHBIN.
Xopo1o W3noxenne wmaTepualioB TIOJHOE, IIOCJIEIOBATEIbHOE B  COOTBETCTBUM C

TpeOOBaHUSAMH TIpOrpamMMBl. JloImycKaloTCs HECYIIECTBEHHBIE M CTHIIMCTHYECKHE
omuoku. [IpunoxkeHnss B OCHOBHOM CBSI3aHBI C TEKCTOBOM dacThio. OT4eT cliaH B
YCTaHOBIICHHBIH cpoK. [IporpaMma npakTHkH BeIOJIHEHA. OT3BIB TOJIOKHUTENbHBIMN.
VY 10BIETBOPUTEIBLHO N3noxxenne matepuanos HenoiaHoe. OdopMiIeHHE He COBCEM akKypaTHoe. TekcroBas
9acTh OTYETa HE BE3[e CBA3aHA C NMPWIOKeHUsIMH. OT4eT ClaH B yCTAaHOBJICHHBIN
cpok. IlporpamMma mTpakTUKM BBHIIOJHEHa He B HONHOM o0beme. OT3bIB
MOJIOKHUTEIbHBIH.

HeynosnerBopurensHoO W3noxxeHne MarepualioB HENOJIHOE, OeccCHCTEeMHOE. CyniecTBYIOT OLIMOKH,
odopmileHHEe HE BIIOJHE COOTBETCTBYET TPeOOBaHMAM. [IpHUII0KEHHS OTCYTCTBYIOT.
OtueT cnaH B yCTaHOBIEHHBIH cpok. OT3bIB OTpULIATENbHBIN. [IporpaMma npakTuku
HE BBINIOJIHEHA.
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Kputepun onieHKH 3a1IMTHI 0TYETA M0 MPAKTHKE

Ounenka Kpurtepuu
OT1nuuHO —00yYaroLNiCs IEMOHCTPUPYET CUCTEMHOCTb U TJIyOWHY 3HaHUH, OIyYSHHBIX MIPH
MPOXOKICHNAU MPAKTUKH;
—CTHJIMCTUYECKU TPAMOTHO, JIOTHYECKH NPAaBUIBHO M3JIaraeT OTBETHI HA BOIPOCHI;
— JIaeT MCYEPINBIBAIOIINAE OTBETHI HA JOIOIHUTEIBLHBIE BOIPOCHI MPEMOAABATEINS I10
TeMaM, IPeayCMOTPEHHBIM NIPOrpaMMON NIPaKTHKH;
— Ka4eCTBEHHO M COAEPKATENbHO 0()OPMIICHA TPE3ECHTAIHS.
Xopoio —00yJaromuificss AEMOHCTPHPYET [OCTATOYHYIO TIIOJHOTY 3HaHWH B 00BeMe
IporpaMMbl IPAKTUKU, MPU HAIUYUU JIHIIb HECYIIECTBEHHBIX HETOYHOCTEH B
U3JI05KEHUU COJEPKAHUS OCHOBHBIX U JIOIIOJHUTEIBHBIX OTBETOB;
— BJIaieeT He0OXOAUMOM I OTBETa TEPMUHOJIOTHEN;
— HEIOCTATOYHO II0JIHO PACKPBIBAET CYIIHOCTh BOIPOCA;
—/I0MyCKaeT He3HAUUTENIbHbIE OMUOKY, HO UCIPABISETCS IPU HABOAAIINX BOIPOCaX
penoaaBaTels;
— Ka4eCTBEHHO 0(OpMIICHA MPE3CHTAIHS.
VHOBHGTBOPI/ITeHLHO —06yqa}0mnﬁcsl JACMOHCTPUPYET HEAOCTATOYHO IOCICAOBATCIbHBIC 3HAHUA IIO
BOIIPOCaM MPOrPaMMBbl IPAKTHKHY;
— HCTIONIB3YET CIEHATIbHYIO TEPMUHOJIOTHIO, HO MOTYT OBITH JIOMYIIEHBI 1-2 OmIOKH
B OIpPENCICHUH OCHOBHBIX TIOHATHH, KOTOpBIE OOyYaromWics 3aTpydHSETCS
UCTIPaBUTh CaMOCTOSTENIBHO;
— CcHoco0eH CaMOCTOSTENILHO, HO He ITy0OKO, aHAITM3UPOBATh MaTepuall, pacKphIBaeT
CYIIHOCTh pelraeMoii mpo0IeMbl TOJIBKO IPH HABOASALIMX BOIPOCAX MPEOAaBaTes;
— npe3eHTalys ohopMIIeHa ¢ HU3KHM YPOBHEM KadecTBa
HeynosnerBopuresbHo —00yyarouuiicss AeMOHCTpUpYeT (parMeHTapHble 3HAHUS B PaMKaxX HpPOTPaMMEI
MPaKTUKH;
— He BJIaJieeT MUHUMAJIbHO HEOOXOJMMOW TEPMUHOJIOTHEH;
—JIOITyCKaeT TpyOble JIOTHMYECKHE OLIMOKH, OTBEYas Ha BOIPOCH INPENoaBaTels,
KOTOPBIE HE MOXET HCIIPABUTH CAMOCTOSATEIBHO;
— OTCYTCTBYET NPE3E€HTALMS 10 UTOraM IPOXOXKACHUS MPAKTHKH.
CTpyKTypa UTOTOBOIi OlIEHKH 00y4alomerocst
Ne Bunsl pabot OrieHka B 6aymiax
1 CoJiep)kaHKe OTYETa 110 MPAKTUKE 80
2 3ammTa OTYeTa MO MPaKTHKE (MPOMEXYTOUYHBIH KOHTPOJIb — 3a4eT C 20
OIIEHKO1)
Bcero 100
1. [IIkana oLleHKHU colepKaHUsl OTYETA IO MPAKTUKE
TPAAUI[MOHHAS OlIEeHKA 5 4 3 2
B fDaj1ax 62-80 51-62 41-51 40 u MeHee

2. lllkasia 3a01UTHI OTYETA 110 NPAKTHUKE (TPOMEXKYTOUHas (hopMa KOHTPOJIS)

TPpaAUIMOHHAA OLICHKA

5 4 3 2

B 0aJu1ax

18-20 14-17 10-13 menee 10

Ecmm oOyuwaromuiicst o pesysibTaTaM MPOMEXYTOUHON (GopMbl KOHTpossi HaOupaeT 30
0aJJIOB M MEHEe, OH CUMTAETCS He MPOIIEIIUM JaHHYI0 popMy KOHTpourst. Obmas cymma 0amioB
M0 TIPAKTUKE B 3TOM CJIydae He MOXKET ObITh CHOPMHPOBaHA, U 00yJarONIUiics 0053aH repecaaTh
JTAHHBIA BUJ POMEKYTOYHOTO KOHTPOJIS.

IlIkana nTOroBoii OLleHKN 00y4aI0NIIerocs

Cymmapaoe
KOJINYECTBO 0ajIoB
IO BCEM BHJIaM
pabort

100-80 79-65 64-51 50 u MeHee

TpanuuuonHas
OIICHKA

5 (OtnmnuHO) 4 (Xoporo) 3 (YnosnetBoputenbHo) | 2 (HeymoBiaeTBOPUTENHHO)

39




8. JIucr akryanu3aumnu

/ y4eOHBIN T

B pabouyto mporpaMMy BHOCATCS CIEIYIOIINE U3MEHEHUS:

DOC 00HOBIIEH
Pabouas mporpamma paccMoTpeHa Ha 3aceJaHuH Kadeaphl

poTOKOJI Ne oT

3aBenyromuii kadeapoit

n n 20 r'
/ yueOHBIN TOJ

B pa60qy}o mporpaMmy BHOCATCA CICAYIOINNUEC NU3MCHCHUA:

DOC o6HOBIIEH
Pabouvas nmporpamma paccMOTpeHa Ha 3acelaHuu Kadeapbl
poTOKOJI Ne oT
3apenyrouuii kadeapoit
" " 20 T.
/ yueOHBIN TOJ

B paGouyto mporpammy BHOCATCS CeIyIOIIME U3MEHEHUS:

DOC 00HOBIEH
Pabouvas mporpamma paccMOTpeHa Ha 3acelaHuu Kadeapbl

poToKoJI Ne oT

3aBenyrouuii kadeapoit

" n 20 T.
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