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COJIEP)KAHUE

[TacniopT paboyeii mporpamMmbl IPOU3BOJICTBEHHON (TIPS TUITIOMHON )

MPaKTUKU

Pe3ynbrathl ocBoeHUs paboyeil mporpaMMbl IPOU3BOACTBEHHOH (MPEAAUTIIIOMHOI)
MPaKTUKU

Temarnueckuii IIaH U COAEPKAHUE MPOU3BOACTBEHHOM (IIPEATUILIIOMHON)
MPaKTUKHU

YcnoBus peanuzanuu paboueit mporpaMmbl POU3BOICTBEHHON (IIPeAUILTIOMHON )
MPaKTHKU

KoHTpoJib 1 o11eHKa pe3ynbTaTOB OCBOCHHUS MPOU3BOJICTBEHHOM (TIPEITUTIIIOMHON )

IIPaKTUKHU



1. MACHHOPT PABOYEN IPOI'PAMMBI ITIPOU3BOJCTBEHHOM NPAKTUKHA
(IPEJTUITIJIOMHOM)

1.1 O6aacTh NpUMeHeHHs POrPaMMbl

Pabouas mporpamma mpou3BOACTBEHHON (TPEIUILIOMHON) MPAKTUKH SIBIISIETCS. YaCThHIO
MPOTrpaMMbl MOJATOTOBKH CIIEIUATUCTOB cpeaHero 3BeHa B cooTBeTcTBUM ¢ PI'OC CIIO mo
cnenuanbHocTh 46.02.01 JlokymMeHTanMOHHOE 0OecIieueHue YIPaBICHUsI M apXUBOBEICHHE.

OobaacTh npogeccuoHANbHOM AeSITeJIbHOCTH:

O6nacte  TpO(EeCCUOHATBLHOW  NIEATENHHOCTH  BBIMNYCKHUKOB:  JICATEIHHOCTH B
CeKpeTapuaTax, ciayxk0axX JIOKyMEHTAallMOHHOrOo oOecreueHus, KaJpoBbIX CIy:k0ax M apXuBax
rOCYy/IlapCTBEHHBIX OpPraHOB M  YUpPEXKJIEHUH, B OpraHax MECTHOIO CaMOYIPaBIICHUS,
HEroCyJapCTBEHHBIX OPraHU3aluax BceX (OopM COOCTBEHHOCTH, OOLIECTBEHHBIX OPTaHU3ALUAX
(YupexneHusx).

O0bexThI PodecCHOHATBHON NeATeTbHOCTH

- TOKyMEHTbI, CO3JjaHHbIE JIFOObIM CIIOCOOOM TOKYMEHTHPOBAHUS;

- CUCTEMBI JOKYMEHTAIIMOHHOTO 00eCIeYeHUs YIIPaBICHUS;

- CUCTEMBI AIEKTPOHHOTO JOKYMEHTOO00pOTa;

- AQpXUBHBIE JJOKYMEHTHI;

- IEPBUYHBIE TPYAOBBIE KOJIJIEKTHUBBI.

B yacTu ocBoeHMs1 KBaIM(PUKALMH TEXHUKA U OCHOBHBIX BUI0B JesiTeqbHOCcTH (B/L):

- OpraHu3aius JOKYMEHTAIIMOHHOTO OOecreueHusl yrnpaBieHUsS U (YHKIHOHHUPOBAHUS
OpraHu3aluy;

- OpraHu3anus apXuBHOW W CHPaBOYHO-UH(GOPMAIMOHHOW pPAabOTHI MO JOKYMEHTaM
OpraHu3aluy;

- BBINIOJIHEHUE PabOT MO OJHOM MIM HECKOJIBKUM MIpodeccusiMm pabouyux, JOHKHOCTSIM
CITyKalux.

1.2 leau 1 327244 MPOU3BOICTBEHHOH (MPeIMIIOMHOI) MPAKTHKH:

[IpenmunuioMHas mpakTHKa HampaBieHa Ha YIUIyOJeHHEe MPAaKTUYECKOrO OIbITa
oOyyaromerocsi Mo BUAAM JESATEIbHOCTH: «OpraHU3alys JTOKYMEHTALMOHHOTO OOecleyeHUs
yhopaBieHUs] W (QYHKIMOHUPOBAHUS  OpraHU3alUW»,  «OpraHu3alus  apXWBHOM U
CIPaBOYHO-UH(GOPMAIIMOHHON pabOTHI MO TOKYMEHTaM OpPTaHH3aIluN», «BBIOTHEHUE paboT Mo
OJIHOHM WJIM HECKOJBKUM MpodeccusiM padourx, JOJKHOCTIM CIIY)KallluX», pa3BUTHE OOIIUX U
npo¢eCCHOHATIBHBIX KOMIIETEHIUH, MPOBEPKY €ro rOTOBHOCTH K CAMOCTOSITEIIbHOM TpPYyI0BOM
JeSITENIbBHOCTH, @ TAaKXKe Ha MOATOTOBKY K BBIIOJHEHUIO BBITYCKHON KBaJIM(PUKAIIMOHHOW paboThI
B OpTaHMU3AIUAX PA3IMUYHBIX OPraHU3AIMOHHO-TIPABOBBIX (POPM.

1.3. Tpe6oBanusi K pe3yJbTaTaM NPOU3BOACTBEHHOI (MPEeIIUNIOMHOM) MPAKTHKHA

C uenbio OBJIAACHUS BUJIAMH JAEATENBHOCTH OOYYaIOLIUiics B X0J€ MPOM3BOJICTBEHHOM
(MpeAUIIIOMHOI ) TPaKTUKU JJOJIKEH:

no IIM.01 Opranmszanus JOKYMEHTALIMOHHOIO o0ecle4yeHUsl YNPaBJICHHA H
(pYHKIIHOHMPOBAHMS OPTAHU3ALMU

HMeTh NPAKTHYECKHH ONBIT:

- OpraHu3alMM JTOKYMEHTAllMOHHOTO OOecredeHus yInpaBlieHus U (QyHKIHOHUPOBAHUS
OpraHu3aIu.

no ITM.02 Opranuszanusi apXMBHOM M CIIPABOYHO-MH(POPMALMOHHOK PadOTHI 1O
AOKYMEHTaM OPraHU3alMu:

HMEThb IlpaKTI/I‘IeCKI/Iﬁ OIIBIT:

- OpraHu3allid apXUBHOM M cCIpaBOYHO-WH(OpPMALMOHHOW pabOThl MO JOKYMEHTaM
OpraHu3aIu.

no [IM.03 BeinoJineHnne padoT 1Mo 0OIHOH WJIM HECKOJbKHM NpodeccusiM padounx,
AOJIKHOCTAM CJIYKALHUX

HMETh NPAKTHYECKHH ONBIT:

- OpraHu3aluy JOKYMEHT0000pOoTa MPeANpHUsTHUS;



1.4. Koin4yecTBO 4acoB Ha OCBOeHHe padoyeil MporpaMMbl NPOHM3BOJACTBEHHOM

(mpexINNIOMHON) NPAKTUKH:
B pamkax ocBoeHust npodeccnoHanbHOro Moayis — 144 yacos, B TOM yHCIe:

®opma o0yueHust 3 Kypc
6 cemecTp
Ovunas 144




2. PE3YJIBTATBI OCBOEHUSI PABOUYEN ITPOT' PAMMBI ITPOU3BOJICTBEHHOM

(ITPEUIMIIJIOMHON) IPAKTUKH

PesynbraroM mnpou3BOACTBEHHON (IPEIAUILIOMHON) MPAKTUKU SBISIETCS 3aKpeIIeHHe

MEePBOHAYAJILHOTO TMPaKTHYECKOro ombiTa ¥ pa3Butue npodeccuoHanbHbiXx (1K) m obmmux (OK)

KOMIIETECHIINH:
Kon HanmeHnoBaHue pe3yJibTaTa 00yUeHus:
[IK 1.1. [KoopauHHpoBaTh pabOTy OpraHU3auy (MPUEMHON PYKOBOIUTEIS ), BECTH MPUEM

OCETUTEINEH.

[1K 1.2. |OcymecTBiasTh paboTy MO NOATOTOBKE U IPOBEACHUIO COBELIAHUH, JIEIOBBIX BCTPEY,
[IPUEMOB U IIPE3CHTALIUN.

[1K 1.3. |Ocy1ecTBasTh NOATOTOBKY JEI0BbIX [TOE€30K PYKOBOJUTENS U APYTUX COTPYAHUKOB
OpraHu3aLMH.

[1K 1.4. |Opranu3oBbiBaTh pabouee MECTO CEKpeTaps U PyKOBOAUTEIIS.

[1K 1.5. |OdopmMasTh U perucTpupoBaTh OpraHU3allMOHHO-PACIOPSIUTENbHbIE TOKYMEHTHI,
KOHTPOJIMPOBATh CPOKU MX UCIIOJTHEHHUS.

[1K 1.6. |OGpabatbiBaTh BXOJAIIME U UCXOAALINE JOKYMEHTBI, CHCTEMAaTU3UPOBATh UX, COCTABIIATh
HOMEHKJIATYpY Je]1 M (OPMHUPOBATH TOKYMEHTHI B JIEa.

[1K 1.7. |CamocTosTensHO paboTaTh ¢ JOKYMEHTAMH, COJIEPKAIUMHI KOH(UACHINATBEHYIO
H(pOpPMaIHIO, B TOM YHUCIIE C JOKYMEHTaMHU 110 JINYHOMY COCTaBY.

[1K 1.8. |OcymecTBasTh TeneGoHHOE 00CTyKMBaHUE, IPUHUMATH U NepeaBaTh (haKchl.

[1K 1.9. |OcymecTBasaTh NOATOTOBKY J€] K IIEpeAayue Ha apXUBHOE XPaHEHHE.

[1K 1.10. |CocTaBasTh ONUCH JI€], OCYIIECTBISATH NOATOTOBKY JIeN K Iepeiaye B apXUB OPraHU3allNH,
rOCy1apCTBEHHBIE 1 MYHULIUIIAIIbHBIE APXUBBI.

[1K 2.1. |OcyIIecTBAsATh IKCIEPTU3Y IEHHOCTH JOKYMEHTOB B COOTBETCTBUHM C JIEHCTBYIOIIUMHU
3aKOHOAATEIbHBIMUA aKTaMU U HOPMAaTUBAMHU

[1K 2.2. [Bectu paboTy B cuctemMax 3JE€KTPOHHOTO IOKYMEHTO000pOTa

[1K 2.3. |Pa3pabarbeiBaTh U BECTH KJIACCU(PHUKATOPHI, TAOEIH U IpyTHe CIPAaBOYHHUKH 110 JOKYMEHTaM
OpraHu3auu

[1K 2.4. |OGecneunBaTh IpUeM U pallMOHAIBLHOE pa3MelleHne TJOKyMEHTOB B apXxuBe (B T. U.
TOKYMEHTOB I10 JINYHOMY COCTaBY)

[1K 2.5. |OGecneunBath y4eT U COXpPAaHHOCTh JOKYMEHTOB B apXHBE

[1K 2.6. |Opranu3oBbIBaTh UCIOJIb30BAaHUE APXUBHBIX JOKYMEHTOB B HAy4YHBIX, CIIPABOYHBIX U
[PaKTUYECKUX LEJIX

[1K 2.7. |OcyIiecTBasSTh OpraHU3aIMOHHO-METOANYECKOE PYKOBOJICTBO U KOHTPOJIH 3a paOOTOM
apXuBa OpraHMU3allMM U 32 OpPraHU3alel TOKyMEHTOB B I€JIONPOU3BOJICTBE

[1K 3.1. |Opranusamus paboThl ¢ JOKYMEHTaMH.

[1K 3.2. |Opranuzanms TEKyLero XpaHeHus JOKYMEHTOB.




[1K 3.3. |Opranuzanusi 00paOOTKH Je 7151 TOCJICIYIONIETO XPAaHCHHS.

OK 1. [loHMMAaTh CYIIHOCTh U COLMAJIbHYIO 3HAUUMOCTh CBOEH Oyayuieil mpodeccuu, MposBIsiTh
K HEW YCTOMYMBBIA HHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JAESITEIbHOCTb, BEIOUPATh THUIIOBBIE METOBI U CIIOCOOBI
BBITTOJIHEHUS TPO(ECCHOHANIBHBIX 3a/1a4, OLIEHUBATh UX 3(P(PEKTUBHOCTH U KaYECTBO.

OK 3. [IpyHUMaTh penieHus B CTAaHAAPTHBIX M HECTAHAAPTHBIX CUTYalUAX U HECTH 3a HUX
OTBETCTBEHHOCT.

OK 4. OcCyIiecTBIATh OUCK U MCIIOB30BaHUE HHPOPMALIUHU, HEOOXOIUMOH I 3P HEKTUBHOTO
BBITIOJTHEHUS MPOPECCUOHANBHBIX 3a/1a4, MPO(PECCHOHAIBHOTO U IMYHOCTHOTO Pa3BUTHSL.

OK 5. Vcnionb30BaTh HH(GOPMALIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH B MPodeccrnoHalbHON
NIESITEIBHOCTH.

OK 6. PaboTaTh B KOJIEKTHBE U KOMaH e, 3PPEKTUBHO O0IIATHCA C KOJIJIETaMU, pyKOBOJICTBOM,
MOTPeOUTENAMHU.

OK 7. bpaTh Ha ce0s1 OTBETCTBEHHOCTH 3a pabOTy WIEHOB KOMaH bl (MIOAYNHEHHBIX ), Pe3yabTaT
BBIITOJIHEHUS 3aJJaHU.

OK 8. CaMOCTOSATENBHO ONPEAEIATh 3aa4i MPO(PEeCcCHOHATEHOTO U TUYHOCTHOTO Pa3BUTHS,
3aHMMAaThCs CaMOOOpPa30BaHKEM, OCO3HAHHO MJIAHUPOBATH MOBHIIICHNE KBATU(UKALIUH.

OK 9. OpHEHTHPOBATHCS B YCIOBUSAX YACTOW CMEHBI TEXHOJIOTHI B MPO(ecCHOHATBHON

JACATCIIBHOCTH.




3. TEMATHYECKHI TIJIAH ¥ COJAEPKAHUE ITPON3BOICTBEHHOM (ITPEIAIIJIOMHOI) IPAKTHKHA

3.1. [l.1an mpoxo:kaeHusi NPOU3BOACTBeHHOI (npexannaomMuoil) npakruku [IM.01, ITM.02, ITM.03

Ne HaunmeHnoBanue moayJis IIpou3BOACTBEHHOM NPAKTUKH 10 KypcaMm
n/n
1 [IM.01 Opranuzanusi JOKYMEHTAlIMOHHOT'O 00EeCIIeUeHUsl YIIpaBICHUs U 3 kypc 6 cemectp (ouHas popma 0OydIeHMSI)
(GYHKIIMOHUPOBAHUS OpTraHU3aIH 4 xypc 8 cemectp (3aouHasi hopMa oOyueHus)
2 [IM.02 Opranu3zanmsi apxuBHOH ¥ CIIPaBOYHO-UHGOPMAITMOHHONW PaOOTHI 1O 3 kypc 6 cemectp (ouHas popma 0OydeHHsI)
JIOKyMEHTaM OpIraHU3alH 4 kypc 8 cemectp (3aouHast popma 00OydeHHS)
3 [IM.03 BeinoHeHue paboT 1o OAHOM UITH HECKOJIBKHUM MPOGEcCHsM padouunx, 3 kypc 6 cemectp (ouHas popma 0OydeHwUsI)
JOJIKHOCTSIM CITY KaIlluX 4 kypc 8 cemectp (3aouHast popma 0OyUeHHS)




3.2. TeMaTH4ecKHii MJIaH NPOU3BOACTBEHHOM (MPeAUNVIOMHOM) NPAKTHKHU (ISl 04HOIi opmbI)

Ilpou3sBoacTBenHast (MPeUIUNJIOMHAs) MPAKTHKA B FOCY/1aPCTBEHHbIX, HETOCYaPCTBEHHBIX M MYHHIIMIAJbHBIX YUPEKIEHHAX, OPraHu3alUsaX U Ha
NpeInpuATUIX, UIMEIIUX CeKPeTapuar, cJIyk0y J0KYMEHTAIIHOHHOI0 o0ecneYeHusl YNPaBJIeHusl, KAAPOBYI0 CJIY:KO0y, KaHIeJISIPUIO

Kon Kosn4yecrBo HaumenoBanmue TeM npoussoacTBeHHol | KosmmuecTBo
IIK JacoB Buawbi pador (mpexIuNJIOMHOI) NPAKTUKHA YacoB I10
TEMaM
K 1.1 144 1. Opranuzanus IpOX0XKIECHUS TPAKTUKU 1.1. O3HakomiteHHe ¢ 0a30i MPAKTUKH 18
K 1.2
K 1.3 1.2. 3HaKOMCTBO CO CTPYKTYpPHBIM MoApasjencHuemM | 4
K 1.4 MPAKTUKHU
K 15 2. N3yuenue opranuszanuu cucteMsl JJOY 2.1. Ananu3 opraHu3alMoOHHOW (GopMBI paboThHI C | 2
K 1.6 JIOKyMEHTaMu
K 1.7 2.2.  OmpegeneHue  KaTeropud  oOpraHu3ainuy, | 6
K 1.8 YUpEKICHUS, HPEIPUATHS o 00Bemy
K 1.9 JIOKyMEHT0000poTa
K 1.10 3. [Ipuo6perenune MIPaKTUYECKHUX HaBbIKOB | 3.1.  V3yueHue  MHCTPYKUMH IO JI0Y | 6
K 2.1 JIOKYMEHTUPOBAHHUS JEATEIBHOCTH (1e10npon3BOJICTBY)
MK 2.2 3.2. AnHanmu3 OCHOBHBIX CHCTEM JOKyMEHTaluu, | 16
MK 2.3 HCIIOJIB3YEMBIX B YUPEXKJICHUH, OPTraHU3aLUN UK Ha
MK 3.1 MPEANPUITHI
MK 3.2 4. ITpuobpeTeHne MPaKTUUYECKUX HABBIKOB MO opranu3anuu | 4.1. AHanu3 ABMXKEHUS BXOJSIIETO, UCXOASAIIEro u | 24
MK 3.3 paboThl ¢ JOKYMEHTaMHU BHYTPEHHET0 JIOKYMEHTOIIOTOKOB.
5. IlpuobpereHune mnpakTUYECKHMX HaBBIKOB Mo padore c | 5.1. WM3yuenwme paborel mno kiaccupukauuu u | 14
VCIIOJIHEHHBIMU JTOKYMEHTaMU CHCTEMaTH3allu1 JOKYMEHTOB, ((OPMUPOBAHMIO 1€l
6. IIpmoOpeTeHHe NpaKTHYECKMX HABBIKOB 1O pabote c | 6.1. M3ydyeHue STamoB MOATOTOBKH JOKYMEHTOB K | 22
JIOKYMEHTaIbHBIMHU Marepuaiami, 3aKOHYEHHBIMH | apXUBHOMY XPAHEHHIO
JIEJIONPOU3BOJICTBOM
7. N3yuenne CTETIEHH aBTOMaTH3alMu | 7.1. AHAIN3 TEXHUYECKUX CPEJICTB YIPABICHUS U 20
JIEJIONPOU3BOICTBEHHBIX MTPOLIECCOB MIPOrpaMM aBTOMAaTHU3aIMK pabOThI ¢ JOKYMEHTaMH
8. O6paboTKa U aHATU3 MOTYYEHHON HHGOPMAITIH 8.1. Cucremaruzarus u opopMIEHHE OTUETHOTO 12
Marepuaia
IIpomeskyTounas arrecrauus B Gopme 3a4era
Bcero yacos | 144




3.3 Coep:xanue NpoU3BOACTBEHHOI (MPeIINIJIOMHOI) MPAKTHKH (17151 04HOI (hOpMBI)

Kon u HanmenoBanue O0BeM YpoBeHb
poeCCUOHATTBHBIX MOJYJISl K TEM Copneprxkanue MpaKTUYECKUX 3aHATHH 4acoB OCBOCHH
IIPAKTUKH s
1 2 3 4
1 Buabl pador: Opranusanusi NpoXoKIeHUs NPAKTHKH 22
1.1. Oszsnakominenue ¢ 0azoif | 1 | O3HaKoMIICHHE C paOOUYMM IIJIAHOM M BUJAaMHU PabOT 1O MPAKTHKE. 4
MPAKTUKH
2 | 3HaKOMCTBO M Oecefa C PYKOBOJUTEIEM NPAKTUKU OT MPEANpUATHs, MHCTPYKTAX IO 4
TEXHUKE 0€30MaCHOCTH.
3 | 3HaKOMCTBO M HU3y4YeHHME OOsI3aHHOCTEH pPAaOOTHHUKOB, OCYILECTBISAIOLIMX OPraHU3alUIo 6
JOKYMEHTAIIMOHHOTO 00eCTIeYeHre yIpaBiIeH s, OTBEUAIOIINX 32 paboTy 110 OpraHu3auu
NeSITeIbHOCTH TNPUEMHON pPYKOBOAMTENs, COCTaBleHHE ero pabodero rpaduka,
OpraHu3ally JEJOBBIX IOE3J0K PYKOBOIUTENS M TPUEM MOCETHTENeH OpraHu3alliH,
NpEeaNpUsATHs, yupexaeHus. M3yuenne ux 10JKHOCTHBIX 00s13aHHOCTEN 1O MOATOTOBKE U
MPOBEJICHUIO COBEIIAHUM, JEJIOBBIX BCTPEY, IPHUEMOB U MPE3EHTALIMIA.
4 | U3ydyeHue pacroio)KeHUs M CTENEeHHM OCHAIIEHHOCTH pabodero mecra pabOTHUKOB 4
JIEJIOTIPON3BO/ICTBEHHON CITY>KObI. AHANIN3 YAAJIEHHOCTH WK MPUOIMKEHHOCTH pabovero
MecTa pabOTHHUKA JIeTONPOU3BOACTBEHHOH CITyKOBI K paboueMy KaOMHETY pyKOBOJUTEIIS.
Ananmu3 pacnpezneneHus pado4nMx 30H W 30H INPHEMa IOCETUTENeH B TMPUEMHON Oa3bl
MIPAKTHUKH.
1.2. 3nakomMcTBO €O CTPYKTYpHBIM | 1 | JlaTh XapakTepUCTUKY CTPYKTYpHI, IITATHBIA COCTaB, (YHKIHMH, TOJYAHEHHOCTb W 4
MOJIpa3/ielIeHueM MPaKTHKH B3aMMOCBSI3b  JIEJIONPOM3BOJICTBEHHOM  CIOyXkObl ¢  JOPYTUMH  CTPYKTYpHBIMH
nojipasesieHusaMu npeanpustus. U3yunts nonoxenue o ciayxoe JJ0VY.
2. Buabl pador: U3ydyenune opranuzauum cucremol 10Y 8
2.1. Ananu3 opraHu3alMoOHHON 1 | Onpenenuth OpraHu3aMoHHYI0 (opMy pabOThI ¢ JOKYMEHTaMH (LIEHTpaJIN30BaHHAa, 2
(dopMBbI pabOThI C TOKYMEHTaMHU JICLIeHTPAJIN30BaHHAas U CMEIIaHHAs).
2.2. OnpeneneHne KaTeropuu 1 | YcranoButh 00b€M JOKYMEHTOOOOPOTA IIPU MOMOIM PETUCTPALUOHHBIX (POpM. 6
OpTaHU3aINH, YIPEKICHUS,
OPENpUsATHS 110 00BEMY
JIOKYMEHTO000pOTa
3. Buabl padot: IlpuodpereHne npakTHYeCKHX HABBIKOB IOKYMEHTHPOBAHUS /1eSITeIbHOCTH 22
3.1. 3yueHne HHCTPYKIIUU TIO 1 | IlpoBectn aHanM3 Ha COOTBETCTBUE HHCTPYKITUH IO JIEJIOTIPOU3BOICTBY, HOpMaM H 6
JOY (nenonpon3BoACTBY) TpeOOBaHUSIM HOPMATHBHO-TIPABOBBIX JOKYMEHTOB 110 JIOVY.
3.2. AHann3 OCHOBHBIX CUCTEM 1 | OnpenenuTh OCHOBHBIC BUJIBI JOKYMEHTOB, IPUMEHSCMBIX B YUPEKICHUH, OPTaHU3AIUN 16

AOKYMCHTAIUH, UCITIOJIb3YCMBIX B

WJIM Ha NPCANPUATUN U ONPCACITINTH, HACKOJIBKO NPUHATAA CUCTECMA JOKYMCHTUPOBAHU
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YYPEKIACHUHU, OPraHU3alUK WU Ha
IPEAIPUATHH

COOTBETCTBYET TPEOOBAHUAM K OPOPMIICHUIO TOKYMEHTOB. Y4acTHE B MMOATOTOBKE,
0(OPMIICHUHU U Pa3MHOKEHHUH CITYKEOHBIX TOKYMEHTOB.

4. Buasl pador: IlpnodpereHne NpaKTHYeCKUX HABBIKOB 10 OPraHU3auuu padoThl ¢ JOKYMEHTAMHU 24
4.1 Ananu3 nBrkeHus Bxojsuiero, | 1 | M3yuutb opranu3zanuio npueMa u pacipeiesIeHus MOCTYIMAIIIeH KOppecnoHACHIUH. 8
HCXO/AIIET0 U BHYTPEHHETO VY4acTue B perucTpaluu JOKyMEHTOB, a TaK)Ke MPOAHAIU3UPOBATH HOPSI0K TOCTaBKU
JIOKYMEHTOIIOTOKOB. JIOKYMEHTOB B CTPYKTYPHbBIE II0JIpa3ie/IEHUs] WK OTBETCTBEHHBIM HCIIOJIHUTEISAM.
3a10JHEHUE PErMCTPALIMOHHBIX (OpM (KypHaJlbHas, KApTOYHAas, aBTOMAaTU3UPOBAHHAs).
2 | Yuactue B 00pabOTKe UCXOAALICH JOKYMEHTAIMH (TIOArOTOBKA YEPHOBUKA, IPOEKTA 8
JIOKYMEHTa, corjiacoBaHue, ohopMiIeHne Ha OTIIPABKY).
VYyactue B 00pab0oTKe BHYTpEHHEHN TOKYMEHTalUH (CO3/1aHue IPOEKTOB IOKYMEHTOB).
3 | U3yunuTh opraHu3aiuio KOHTPOJIS 32 CPOKaAMH UCIIOJHEHUS IOKYMEHTOB U MOPSI0K 8
paboThI ¢ IPEUIOKEHUSIMU, 3asIBICHUAMHU U Kajl00aMu Tpak/iaH. 3arloJIHEHUS
PErucTparioHHbIX (HOPM KOHTPOJISI 32 UCIIOJTHEHUEM JJOKYMEHTOB.
5. Buasbl padort: IlpnodpeTenne NnpakTH4YeCKHUX HABBIKOB 110 padoTe ¢ MCIIOJTHEHHBIMH JOKYMEHTAMH 14
5.1 Uzyuenue paboThl 110 1 | U3yuuth 1 npoaHaIu3upoBaTh NOPSI0K TPYIIMPOBKU HCIIOJHEHHBIX JOKYMEHTOB B J€a, 8
KJ1accu()MKALMU U CUCTEMaTH3AINN oOpailiasi BHUMaHuE, HACKOJIbKO TOYHO COOJIIOIAI0TCS IPU3HAKU 3aBEICHUS J€ll, 00bEMBbI
JOKYMEHTOB, (HOPMUPOBAHMIO JIEJT JeJ1, 3aroJI0BKU Aell. [IpoBepka XpOHOJIOTHYECKO ITOCIEN0BATEIBHOCTH JOKYMEHTOB B
Jenax.
2 | M3yuuTh KauecTBO 0(hopMIIeHHs HOMEHKJIATYpHI JeJ JaHHON OpraHu3aluy, YUpeKIeHHs, 6
MIPEANPUATHS, TTOPSJIOK €€ COCTABJICHHUS, ONBITATHCSI YCTAHOBUTH HACKOJIBKO peaibHbIE
JIeJIa COOTBETCTBYIOT HOMEHKJIATYPE.
6. Buabl pador: Ilpnodperenne npakTH4YeCKUX HABBIKOB 10 padoTe ¢ JOKYMEHTAJIbHBIMH MaTepUAJIaAMH, 3aKOHYEHHbIMH 22
AeJIONPOU3BOACTBOM
6.1. 3yuenue »TanoB noaArotoBku | 1 | AHaiu3 U ydacTHe B OpraHU3aLUU POBEACHHS SKCIIEPTH3bI IEHHOCTH JOKYMEHTOB Ha 14
JIOKYMEHTOB K apXUBHOMY JTane Aenonpou3BoAcTBa. Pazpadborka [lonoxkeHus: 0 MOCTOSTHHO NEUCTBYIOIIEH
XPaHEHUIO sKcnepTHOU Komuccuu. CocTaBieHne MpoeKTa prkasza 06 yrBepkaeHuu IlonoxeHus u
coctase noctostHHo neictytomen K. Cocrapienue miana padorsl OK.
2 | CocraBneHue JOKYMEHTAIMH [TOIBOIAIINE UTOTH MTPOBEACHUS SKCIIEPTU3bI LIEGHHOCTH 8
JIOKYMEHTOB (COCTaBJIEHHE OMHCEN Je]1 TOCTOSTHHOTO CPOKA XPaHEHHUs, BpEMEHHOTO
(cBbimie 10 neT) XpaHeHUs U ONHUCEN €T 10 JIMYHOMY COCTaBY, aKTa O BBIICICHUN
JJOKYMEHTOB K YHUYTOXEHHUIO C UCTEKIIMMHU CPOKAMU XPaHEHHUS]).
7. Buabl pador: M3ydeHune cTeneHH aBTOMATH3AIMH 1eJIONPOU3BOICTBEHHBIX NIPOLIECCOB 20
7.1. Ananu3 Texunyeckux cpeacts | 1 | Ilo3HaKOMHUTBCA € CHCTEMOM 3IEKTPOHHOTO JOKYMEHTOOOOpOTa JAHHOTO MPEIIpUSTHS. 12

yIpaBIECHUS U IPOrPaMM
aBTOMaTHU3aIMU PabOTHI C
JIOKYMEHTaMHU

Onucath JOCTOMHCTBA Y HEJOCTATKM MCHOJb3yeMblx cucteM. HaszBate apyrue
MpPOrpaMMHBIE  MPOJAYKTHL, HCIHOJb3yeMble B JIOKYMEHTUPOBAHUM  JI€ATEIBHOCTH
npeanpusTis. BoIMONIHUTH AeONPOU3BOACTBEHHBIE ONEpPAllUd B CUCTEME SJIEKTPOHHOTO
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I[OKYMGHTOO60p0Ta 110 YKAa3aHHUIO PYKOBOJAHUTCIIA IIPAKTUKH.

N3yuenue cpencts TenepoHHON, MOOMIIBHOM, TeserpadHOM, paKkCUMHIIBHON CBSI3H, UX
XapaKTepUCTHK. Vcronp30Banue Ux s nepeaadnd HHOpMaIuu TPAHCIOPTHPOBKH
JJOKYMEHTOB. YyacTue B repejiaye TOKYMEHTHON nHpopMauu no GakCUMUIBLHOM CBSI3H.

8. Buasl pador: O0padoTka M aHAJIN3 NOJIY4YeHHOI nHpopManuu

12

8.1. CucremaTuzanus u
odopmIIeHHE OTYETHOTO MaTepraa

Cucremaru3zanus GaKTHIECKOTO MaTepuaa, HabIroAeHUH, COOPaHHBIX /IS BBEIITOJTHEHUS
JTUIIIOMHOM paboTel. COOp aHANIM3UPYEMOH M CO3aBaeMOi JOKYMEHTAIMH B ITpoIiecce
npakTuky. Harmucanue u 3amyra oT4eTa no mpon3BOICTBEHHOH (IPeAIUITTIOMHOI )
IIPAaKTHUKE.

12

ITpomekyToUuHas arTecTanms B opme 3a4yera

Bcero uacos

144
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TemaTn4yeckunii 1IaH NPOU3BOACTBEHHOM (IPeIIMIIJIOMHOM) NPAKTHKHU (A1 3204HO (POPMBI)

HpOI/I3B0)ICTBeHHaH (l'[pe)l)ll/ll'l.]'[()MHaﬂ) MPaKTUKAa B roCy1apCTBEHHbIX, MYHUIIMIIAJBHBIX apXUBaX UJIH apXuBax opraﬂmaum‘/i.

Kon KoanuecTBO HaumenoBanue TeM npousBojacTBeHHol | KoimuecTBo
IIK 4acoB Buasbl pador (MIpeaIMIJIOMHOI) NPAKTHKH 4acoB 110
TeMaM
K 1.1 144 1. Opranu3anus NpoXoxJACHHUS TPAKTUKH 1.1. O3HakomiieHue ¢ 0a30i MPaAKTUKH 6
K 1.10 1.2. 3HaKOMCTBO C apXUBOM 34
IIK 2.1- U =
. 3yueHne oprann3animoHHOM (OPMBI apXHBa 2.1 Ananu3 apxuBHBIX (POHIOB, M3ydeHHe cBs3u Mexay | 20
K 2.7 JIOKYMEHTaMHU ¢doHnpa, U3yueHue IPUHIUIIOB,
MK 3.1- OTIPENIENISIONINX TPAaHHIIBI APXUBHBIX (POH/IOB.
K 3.3 W3yuenne npuyrH, OOYCIOBUBIIMX CYIIECTBOBAaHHE TOTO
Wy uHOTO (oHA.
3.  IIpuoOperenume  mpakTuyeckux  HaBbIKOB | 3.1.  AHamM3  OCHOBHBIX  CHUCT€M  JOKyMEHTauu, | 12
JOKYMEHTHPOBaHUS JIEATEIILHOCTH apXHBa UCTIONB3YyEeMBIX B TOCYJapCTBEHHOM, MYHHIIUIIATEHOM
apX¥Be U apXMBE OPraHU3ALUH, IPEANPUATHS, YIPEKICHHS.
4. IlpuoOperenue mnpakTHUecKMX HaBblkOoB 1O | 4.1. VYyactue B mnpueme, mnepBoHavyaabHOH oOpabotke | 10
opraHu3aiuy paboThl ¢ JOKYMEHTaMH B apXUBE JTOKYMEHTOB apXHBa.
5. IlpuoOpereHue mnpakTUYECKUX HaBBIKOB 10 | 5.1. 3yueHue koMIiekca JOKYMEHTOB IOCTYAIOIIETO B 16
0TOOPY IOKYMEHTOB Ha apXMBHOE XpaHEHHE apXMB.
6. IlpwoOpereHue TNpPaKTHYECKUX HABBIKOB 110 | 6.1. AHamu3 cucreMbl Mep oOecrnedeHus coxpaHHoctd | 14
XPaHEHMIO apXUBHBIX TOKYMEHTOB apXMBHBIX JOKYMEHTOB, TpeOOBaHUN K 3JaHUSAM H
MIOMEMICHUSIM apXHBa, Pe)KMUMOB XPaHEHHS TOKYMEHTOB.
7. H3yueHwe cHCTeMbl Hay4yHO-cIpaBouHOro | 7.1. AHaiu3 cocTaBa U COJAEpXkKaHUS JOKYMEHTOB apXuBa. 20
anmapara B apXHBe. N3ydeHne opranu3aii BCECTOPOHHETO UCTIOIb30BAaHUS
JIOKYMEHTaJIbHOH MH(OpMAIK apXHBa.
8. O6paboTKa U aHATU3 MOTYYEHHON HHGOPMAITIH 8.1. Cucrematuzanus U opopmIIeHHE OTICTHOTO MaTeprana | 12
IIpome:xxyTouHas arrecrauus B opme 3a4era
Bcero yacos | 144
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Coaep:xaHue NPOU3BOJICTBEHHOM (MPeAINIIOMHOI) NPAKTUKH (1J151 3204HO¥ (hopMbI)

Kon u HanmenoBanue O0BeM YpoBeHb
poeCCUOHATTBHBIX MOJYJISl K TEM Copneprxkanue MpaKTUYECKUX 3aHATHH 4acoB OCBOCHH
IIPAKTUKH s
1 2 3 4
1 Buabl pador: Opranusanusi NpoXoKIeHUs NPAKTHKH 40
1.1. Oszsnakominenue ¢ 0azoif | 1 | O3HaKoMIICHHE C paOOUYMM IIJIAHOM M BUJAaMHU PabOT 1O MPAKTHKE. 6
MPAKTUKH
2 | 3HakOMCTBO U Oecega C pYKOBOAMTENEM MPAKTUKM OT TOCYAAPCTBEHHOIO, 8
MYHUIIUTIAIBHOTO apXWBa WM apXWBa OpPraHW3alWd, NPEANPUSATHS, YUPEIKICHUS.
3HaKOMCTBO C UCTOpHEH, HA3HAYEHUEM, MECTOM U POJIBIO B CHCTEME apXUBOB, 3a/la4aMH,
CTPYKTYPO#i, paBUIaMH BHYTPEHHETO PacOpsIJIKa.
3 | 3HaKOMCTBO W HU3y4yeHHE OOs3aHHOCTEH pPaOOTHMKOB apXWMBa WJIM apXMBHOIO OTAENA, 8
M3yYeHHUE UX JTOJDKHOCTHBIX HHCTPYKITHH.
4 | 3y4yeHue pacronoKeHus: ¥ CTENIeHH OCHALIEHHOCTU pabo4yero MecTa pabOTHUKOB apXuBa 8
WJIM apXUBHOTO OT/ETa
1.2. 3HaKOMCTBO C apXUBOM 1 | 3HaKOMCTBO C OpraHU3alMOHHON CTPYKTYpoi apxuBa. J/laTh XapakTepPUCTHKY CTPYKTYpHI, 10
MITaTHBIA cOCTaB, (YHKIMH, MOJYMHEHHOCTh W B3aWMOCBSI3b apXWBa OPTaHU3AINH C
JIPYTUMH CTPYKTYPHBIMHU IOJIPa3/I€iCHUSAMHI OpPraHU3alliuK, YUYPEeKIACHUS, MPEIIPUATHS.
W3yunTh monoxxeHue 06 apxXuBe HIIH MOJIOKEHHE 00 apXHUBHOM OT/IEIE.
2. Buabl pador: MU3yyeHue opraHu3anmoHHoi ¢popMbl apxuBa 20
2.1 Ananu3 apxuBHBIX (POHJIOB, 1 | Anamu3z ¢QoHIOB, KOTOpBIE SIBISIOTCS PE3yJIbTaTOM  JEATENbHOCTH KaKOro-Jnbo 20
W3YUEHHE CBS3H MEXTY VUPESKACHUS, TPENNPUATHS, CTPYKTYPHOTO MOJIpa3/ieieHuss MO0 cHopMUpOBAINCH B
JOKyMeHTaMH (poH/1a, U3yYeHUe nporecce KU3HU U JESATEIbHOCTH Kakoro-au0o uenoBeka. OnpenenuTs I'paHHIbI 3THUX
MIPUHITUIIOB, OMPEIEIISIOIINX ($hoHI0B IeproAoM (HYHKIIMOHHUPOBAHUS OPTaHU3alUH (TIPEATIPUATHS ) HITU TaTaMH JKU3HU
IpaHMIIbI APXUBHBIX (POHIOB ¢uznyeckoro auna — GoHm000pazoBaTens.
W3yuenne npuuuH, 00yCIOBUBIINX
CYIIECTBOBAHUE TOTO HIIH HHOTO
dona.
3. Buabl padot: IIpuodpeTreHne NnpakTHYeCKHX HABHIKOB TOKYMEHTHPOBAHMUS 1eSITeIbHOCTH ApXHBa 12
3.1. AHanmu3 OCHOBHBIX CHCTEM 1 | Usyuyenne ocobeHHOCTEN JOKYMEHTOB JaHHOTO apxuBa. Kinaccudukanus 1ToKkyMeHTOB 12

JOKYMEHTAIH, UCIIOJIb3YEMBIX B
roCyAapCTBEHHOM,
MYHHMIMIIAJILHOM apXHUBE U apXUBE
OpraHM3alMH, IPEIIPUATHS,
YUPEKICHUS.

apXuBa 10 OCHOBHBIM IIpU3HAKaM, I'pyniiaM, BUJamM, pa3SHOBUIHOCTAM. YMeThb pas3iinviaThb
CTCIICHb MOJJIMHHOCTH, OIIPCACIATH HGO6X0}II/IMLII>'I COCTaB YAOCTOBECPCHUA JOKYMCHTOB.
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4. Buabl paGOT: HpnoﬁpeTeHHe NMPAKTUYECCKUX HABBIKOB 110 OpraHu3anuuu paGOTbl C JOKYMCHTAMM B apXuB€

10

4.1 Yyactue B npueme, 1 | BeinosiHeHHe KOMIUIEKCA ONEpalyil 10 perucTpaly NOCTYIUBLIMX B APXUB JOKYMEHTOB. 10
NepBOHAYAIbHOM 00paboTKe CaMocCTOsATENIbHOE COCTABICHHUE CIIPABOK, AKTOB, 3aII0JIHEHUE )KYPHAJIOB MOCTYNUBILNX B
JOKYMEHTOB apXHBa apXuB JOKYMEHTOB.
5. Buabl padot: [Ipuodperenne NpakTHYeCKUX HABBIKOB 10 0TOOPY TOKYMEHTOB HA apXHBHOE XpaHeHHe 16
5.1 U3yyenue koMmIuiekca 1 | AHanu3 cucteMbl OTOOpa JOKYMEHTOB HAa apXWUBHOE XpaHCHHE, MOPSIOK Ieperadyu 16
JOKYMEHTOB ITOCTYIAIOLIErO B JOKYMEHTOB B apXMB Ha IIOCTOSHHOE XpaHEHHE U KOMIUIEKTOBaHHE apXuBa, TPeOOBAaHUS K
apxuB oopmieHnIo e, NPUHIMAEMBIX B apXHB, paboTa Mo SKCIEPTU3E IECHHOCTU JOKYMEHTOB
B apXMBe U paboTa SKCIEPTHOM KOMHCCHUU.
6. Buabl padot: IlpnodpeTrenne NnpaKTH4YeCKHUX HABBIKOB 110 XPAHEHUIO APXUBHBIX JOKYMEHTOB 14
6.1. Ananu3 cucteMsl Mep 1 | AHanu3 HOpPMAaTUBHBIX JOKYMEHTOB, DPErVIAMEHTHUPYIOIIMX OOecreueHUe COXPaHHOCTU 14
o0ecrie4eHnst COXpaHHOCTH JOKYMEHTOB.  3alojHEHHE  KYpHAJOB  ydeTa  TeMIepaTypbl U  BIAXHOCTU
apXUBHBIX JOKYMEHTOB, apxuBoxpaHwinnia. M3yuenme mnacnopra apxuBa WM apXHMBOXpaHwiMma. M3ydenue
TpeOOBaHUH K 3AaHUSM U MHCTPYKLUH 110 IPOTUBOMNOXKAPHOHN Oe30macHOoCTH. V3yuenue pe3yapTaToB NpOBEIECHHBIX
IIOMEILEHUSAM apXUBa, PEXUMOB IIPOBEPOK HAMYUSA U (PU3UKO-XUMUYECKOTO COCTOSIHUSI apXUBHBIX JOKYMEHTOB.
XpaHEHUs JOKYMEHTOB.
7. Buabl pador: M3y4enune cucTeMbl HAy4YHO-CIPABOYHOI0 ANNAPATA B ApXUBeE. 20
7.1. Ananu3 cocraBa u 1 | Yyactue B mpouecce ydera JOKYMEHTOB B apXHUBE, aHAIU3 U COCTABJIEHUE YYETHBIX 12
COJIEpKaHus JOKYMEHTOB apXHBa. JOKYMEHTOB (apXMBHBIX omuceil). Pabora ¢ karajzoramu, 0030paMu, IMyTEBOJIUTENSIMHU,
N3ydenue opranuzanuu yKa3aTeasiMH, MepeyHsiMU, KapToTekamMu. CocTaBiIeHHE MCTOPUYECKONW CIpPAaBKH apXHBa.
BCECTOPOHHETO HUCIIOJIB30BAHUS PaccmoTtpenue 3TanoB novcka JOKyMEHTHON HH(pOpMaLuu.
JOKYMEHTaJIbHON MH(pOpMAIIU
apXuBa. 2 | Uzyuenue paboT Mo MCIIOIL30BAHHUIO apXUBHON MHpopManuu. M3yueHne nmpaBus paboThl 8
YUTAJIbHOTO 3aJla apxuBa. V3yueHue mpoliecca HCIOJHEHHs 3alpocoB (PU3HUECKUX MU
opuandeckux Jul. CocTaBieHHE OTBETHON JOKYMEHTAllMd B BHJIE apXMBHOW CIPAaBKH,
apXMBHOM KONMWHM, apXMBHOM BBINIMCKU. V3yueHue opraHu3alnud W IPOBEACHUS
SKCIIOHUPOBAHUS APXMBHBIX JOKYMEHTOB Ha BBICTaBKAaX, CEMHHAapax, TEMaTHYECKHX
BcTpeuax. M3ydueHne JOKyMEHTOB, PErJIaMEHTUPYIOIINX NEPEUUCIECHHBIE MEPOIIPUATHS B
apXuBe.
8. Buasl pador: O0padoTka M aHAJIN3 NOJIY4YEeHHOI HHpoOpMAnHuu 12
8.1. Cucremarnsanus u CucremaTtu3zanus pakTHYECKOT0 MaTepHasa, HaOIoJeHUM, COOpaHHBIX JIJIsl BHITOJIHEHUS 12
o(opMiIeHHE OTUETHOTO MaTepuala JTUIIIOMHON paboTel. COOp aHANIM3UPYEMOH U CO37aBaeMOi JJOKYMEHTAIMH B ITpoIecce
npakTuky. Hanucanue u 3ammra oTyera no npou3BOACTBEHHOHN (MPeAAUIIIIOMHOI)
IIPaKTHUKE.
IIpome:kyTounas arrecranusi B popme 3a4yera
Bcero yacos 144
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3.4 IlepevyeHb NPOBEPOYHBIX padoT:

Kon HanmenoBaHue pe3yJjbTara Buabl npoBepo4YHbIX padoT

o0yueHust

IIK 1.1. | KoopauuupoBarb pabory | Koopaunamusi paboTsl opranuzanuu (IpueMHOU
OpraHu3aluu (mpueMHOM | pyKOBOIMTEIS), BeJIEHUE IpreMa oceTuTeNnen
PYKOBOJIMUTEIIS), BECTH puemM
IIOCETUTENEM.

IIK 1.2. | OcymiecTBisTh paboty no |lIlogroroBka W  TNpPOBEIECHHE  COBELIAHUH,
MIOATOTOBKE u MPOBEACHUIO | JEIOBBIX BCTPEY, IPUEMOB U IPE3ECHTALUH.
COBEIIAHUH, JIEJIOBBIX BCTpEY,

MIPUEMOB U IPE3ECHTALUN.

[1IK 1.3. | OcymuecTBisTh NOATOTOBKY A€N0BBIX | IloaroTroBka nenoBbIX MOE30K PYKOBOAUTENS U
MO€3/I0K PYKOBOIOUTENSI W JPYTUX | COTPYAHUKOB OPraHHU3aLUU
COTPY/JHUKOB OpraHU3aIl1H.

[1IK 1.4. | OpranuzoBeiBaTh pabouee Mecto | Opranuzamuss pabodero mecra cekperaps W
ceKpeTapsi U pyKOBOIUTESL. PYKOBOJMTEIIA.

IIK 1.5. | Odbopmisate u  peructpupoBath | OdopmieHue, perucTpanus
OpraHU3alMOHHO-PACTIOPSAUTEIbHBIE | OpPraHU3alMOHHO-PACIOPAIUTEIbHBIX
JOKYMEHTBI, KOHTPOJIUPOBATh CPOKU | JOKYMEHTOB, KOHTPOJIb 32 CpPOKaMH HX
WX UCIOJIHEHHUS. WCIIOJIHEHMSI.

[IK 1.6. | O6pabaTbiBaTh BXOJISLIIHE u | O6paboTka BXOJISALINX U UCXOSIINX
HCXOSIINE JOKYMEHTBI, | JIOKYMEHTOB, UX CHUCTEMaTH3allMsl, COCTABICHHE
CHUCTEMATU3UPOBATh HX, COCTABIIATH | HOMEHKJIATYypbl NI | dbopMupoBanue
HOMEHKJIATYpy el u (opMHpOBaTh | JOKYMEHTOB B Jela.

JIOKYMEHTHI B JIeJIa.

IIK 1.7. | CaMOCTOATEIBHO paboTaTth c | Paborta ¢ koHpUACHIINATHHBIMU JOKYMEHTAMH, B
JIOKyMEHTaMH, COJIEpKalIUMH | TOM YHCIIE C JOKYMEHTaMHU M0 JTUYHOMY COCTaBY
KOH(HIEHIIMATBHYIO0 HH(pOpMAINIO, B
TOM 4HuClI€ C JOKYMEHTaMH IO
JIMYHOMY COCTaBYy.

IIK 1.8. | OcymecTBisTh tenedonHoe | OcyiiecTBieHne TelePOHHOTO0 OO0CTyKUBaHMUS,
o0ciTyXKHBaHHE, MIPUHUMATh U | IpHeM U nepenava (hakcos.
nepesiaBath (haKchl.

K 1.9. | OcymectBusaTe noarotoBky nen k | [logroroBka nenm uisl mepegayd Ha apXUBHOE
nepesiaye Ha apXMBHOE XpaHEHUE. XpaHEHUE

I1IK 1.10. | CocTaBnaTh ONUCH JIe], OCYIIECTBIATh | COCTaBlIeHHE OMMCEN Jen, MOArOTOBKa Jen K
MOATOTOBKY /€N K Iepejaye B apXWB | Iepeaaue B apXuB OpraHu3aIluH,
OpraHu3alyM, TOCYJapCTBEHHbIE U | FTOCYAapCTBEHHBIE U MYHULIUIIAIbHBIE aPXUBbI
MYHUITUTIATIEHBIC ADXUBBHI.

IK 2.1. | OcymecTBisTh 3KCHEPTU3y LEHHOCTH | OCyIIecTBICHUE AKCIIEPTU3BI LIEHHOCTHU
JOKYMEHTOB B COOTBETCTBUHU  C | JOKYMEHTOB B COOTBETCTBHH C JEHCTBYIOUTUMU
JNEUCTBYIOIMMU  3aKOHOJIATEIbHBIMU | 3aKOHO/JATEIbHBIMU aKTAMH U HOPMaTUBAMHU
aKTaMH ¥ HOpMaTHBaMHU

I[IK 2.2. | Bectn pabory B cucremax | PaboraTh B cucTeme 3JIEKTPOHHOTO
3JIEKTPOHHOT'0 IOKYMEHT0000pOoTa JJOKYMEHT0000poTa

[1IK 2.3. | Pa3pabatsiBath u Bectu | Paspabotka u BenmeHue Kiaccu(UKaTOpOB,
KIaccupuKaTopbl, Tabenu W Jp. | Tabeneil M Ap. CIPaBOYHHUKOB MO JOKYMEHTaM
CIIPaBOYHUKHU o JIOKYMEHTaM | OpTaHHu3aIuu
OpraHu3alu

[1IK 2.4. | OGecnieunBath npueM u paunoHanbHoe | ObecriedeHre  OpueM U palUOHAIbHOE
pa3MellieHne TOKYMEHTOB B apXxuBe (B | pa3MelleHre JOKYMEHTOB B apxuBe (B T. Y.
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T. Y. JIOKYMEHTOB TIO JIMYHOMY | JOKYMEHTOB I10 JINYHOMY COCTaBY)
COCTaBY)

[1IK 2.5. | ObecnieunBaTh y4eT U COXpaHHOCTH | ObecreyeHue yuera 1 COXpaHHOCTH JOKYMEHTOB
JJOKYMEHTOB B apXHUBE B apXUBE

[IK 2.6. | Opranu3oBbIBaTh ucnosb3zoBanue | Opranuzanus UCIIOJIb30BaHUS apXUBHBIX
apXUBHBIX JOKYMEHTOB B Hay4HbIX, | JOKYMEHTOB B Hay4HbIX, CIPaBOYHBIX H
CIPABOYHBIX U MPAKTUUYECKUX IEJIAX MPAKTUYECKUX IeIIsX.

[IK 2.7. | OcymecTBisTh OcyuiecTBiieHne
OpraHHU3alIOHHO-METOIUYECKOe OpraHU3aIMOHHO-METOAMYECKOTO PYKOBOJICTBA
PYKOBOJICTBO M KOHTPOJIb 32 pabOTO# | M KOHTPOJIS 3a pabOTON apXvBa OpraHU3aluu M
apxuBa OpraHu3alu u 3a | 3a opraHusalei JIOKYMEHTOB B
opranusanuen JIOKYMEHTOB B | JI€JIONPOU3BOJICTBE.

JICJIONPOU3BOJICTBE

IIK 3.1. | Opranuszanus padoTsl ¢ JoKyMeHTamu. | PaboTa ¢ Tekyiiel JoKkyMeHTauen

[1IK 3.2. | Opranuzauus Tekymero xpaHeHus | ObecredeHne TEKyIIEero XpaHeH!s: JOKYMEHTOB
JJOKYMEHTOB.

[1IK 3.3. | Opranuzauus oOpabotku npen st | [logroroBka aen amst mocaeayIONIEro XpaHSHUS

MTOCJICAYIOLEr0 XpaHEHUS!.
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4. yCJIOBHS PEAJTM3ALINU PABOYEI ITIPOT PAMMBI IPOW3BOICTBEHHO
(TTPEUIMTIJIOMHO¥) IIPAKTUKH

4.1 TpeGoBaHUsA K MUHMMAJIBLHOMY MAaTEPUAJIbHO-TEXHUYECKOMY 00eciedeHn 1o

[IpodwmibHble OpraHM3allid Ha OCHOBAaHMU JIOTOBOPOB O TIPAKTUYECKOH IOJATOTOBKE
00y4aroIuXxcsl CO3al0T YCIOBUS Ul peau3aliy MPakTUKU B (opMe MPaKTUUYECKOW MOATrOTOBKH,
NPEJOCTABISIOT 000pYIOBaHHE U TEXHHUYECKHE CpEACTBAa OOydeHHS B 00BEME, IMO3BOJIAIOLIEM
BBINOJIHATH OINpE/IeIEHHbIE BUBI Pa0OT, CBSI3aHHbIE C OyayIlel NpodecCnOHATBHON AEATEIbHOCTBIO
o0yyJarouxcs.

HaumeHoBaHME  JIMIEH3MOHHOTO UM CBOOOAHO  paclpoCTPaHSAEMOro  IPOrpaMMHOIO
oOecnieueHus (IpU HAJIMYUK), B TOM YUCIIE OTEUYECTBEHHOTO IIPOU3BOJICTBA!

- CIIC KoncynbranTlLntoc.

4.2 UndopmannonHoe odecnevyeHne NpaKkTHKU

IIM.01 Opranusanus JOKYMEHTALMOHHOI0 odecrneyeHHus ylpaBJieHHUs )/ |
(YHKIIHOHMPOBAHMS OPTaHU3ALMHU

. I'mamuii, E. B. JlokyMeHTalMOHHOE 0OecieueHre ypaBieHus: yaeoHoe mocooue / E.B.
['maguii. — Mocksa: PUOP: UHOPA-M, 2020. — 249 c. — (Cpennee npodeccruoHaabHOe 00pa3oBaHuE).
— Pesxum nmocryma: https://znanium.com/read?id=354819

° brikoBa, T. A. JlokyMeHTaIlMOHHOE OOecCIedeHne yIpaBiIeHHS (JIeTOIPOU3BOICTBO):
yueOHoe nocooue / T.A. beikoBa, T.B. Ky3nenona, JI.B. Cankuna; nox oomr. pea. T.B. Ky3uenopoii. —
2-e u3n., nepepad. u non. — Mocka: UHOPA-M, 2021. — 304 c. + Jlon. maTepuaibl [ DIEKTPOHHBIHA
pecype]. — (Cpennee mpodeccuonaapbHoe odOpaszopanue). — ISBN 978-5-16-013913-5. — Tekcr:
ANEKTPOHHBIN. — Pexxum noctyna: https://znanium.com/read?id=360476

. JlokymeHTarimoHHoe obecneuenue ynpasiaeHus. CocTaBiieHHe U 0()OpMIICHHE JSTOBBIX
nokymeHToB: yueOHoe nocooue misi CIIO / cocraButenu E. M. bammakoBa. — CaparoB, Mocksa:
[IpodobpazoBanue, A Ilu Ap Memua, 2021. — 144 c. — ISBN 978-5-4488-1080-0,
978-5-4497-0964-6. - Texcr: AIIEKTPOHHBIH. - Pexum J0CTyMa:
https://www.iprbookshop.ru/epd-reader?publicationld=103343

. AnekceeBa, T. B. JlokymenTanmonHoe oOecrieueHue ymnpasienus: yaeOHuk / T. B.
AnekceeBa, O. A. CtpaxoB. — MockBa: Yuuepcurer «Cureprus», 2020. — 132 c¢. — ISBN
978-5-4257-0402-3. — Tekcr: AIEKTPOHHBIN. — Pexum
noctyna: https://www.iprbookshop.ru/epd-reader?publicationld=101344

o Xabubynun, A. I'. IlpaBoBoe obecneueHue mnpopecCHOHATBLHON JEeSATEIbHOCTH:
yuebHuk / A. I'. Xabubynun, K. P. MypcanumoB. — 2-e uzf., nepepad. u gon. — Mocksa: ®POPYM:
NH®PA-M, 2021. — 364 c. — (Cpennee mpocgeccuoHanpHoe oOpazoBanue). — [ISBN
978-5-8199-0874-7. — Tekcr: anekTpoHHBIN. — Pesxxum nocryma: https://znanium.com/read?id=361001

. I'ypeesa, M. A. [IpaBoBoe obecnieueHre NpopecCHOHATBLHOM e TeNbHOCTH: Y4eOHUK /
M.A. T'ypeeBa. — MockBa: ®OPYM: UHDPA-M, 2021. — 239 c. — (Cpeanee npodeccruoHaabHOe
oOpazoBanmue). — ISBN 978-5-8199-0743-6. — TekcT: »s7eKTpoHHBIA. — Pexum pocryna:
https://znanium.com/read?id=369665

J Teimenko, A. W. I[IpaBoBoe o0ecnieuenre npohecCHOHATBLHON AesITEIbHOCTH: Y4eOHUK
/ AWM. Teimenko. — 4-e u3n. — Mocksa: PUOP: UHOPA-M, 2021. — 221 c. — (Cpennee
npodeccuonansHoe obpazoBanue). — ISBN 978-5-369-01657-2. — TekcT: 3meKTpoHHBIH. — Pexum
nocryma: https://znanium.com/read?id=379470

J Martsees, P. @. [IpaBoBoe oOecnieuenne npohecCuoOHaTbHON eI TeIbHOCTU: KpaTKUl
kypc / P. ®. MatBeeB. — 3-¢ usn., ucnp. u gom. - Mocksa: POPYM: UHOPA-M, 2020. — 128 c. —
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(ITpodeccuonanvuoe obdpazoBanue). — ISBN 978-5-00091-063-4. — Tekct: aneKTpoHHBIA. — Pexum
noctyna: https://znanium.com/read?id=356152

. [Tpanko, I'. C. [IpaBoBoe obecnieueHure nMpodhecCuoOHATBHON ACATEIHPHOCTU: YUSOHUK /
I'. C. Ilpaniko. — MockBa: PUOP: UH®PA-M, 2021. — 177 c. — (Cpeanee npodeccnoHanbHOE
obpaszoBanme). — ISBN 978-5-369-01869-9. — Tekct: osnekTpoHHbli. — Pexum moctyma:
https://znanium.com/read?id=376972

. Kyxapenko, T. A. IlpaBoBoe obecneueHue mnpo(ecCHOHAIBHOW AEATEIbHOCTH:
yueOnuk s CIIO / T. A. Kyxapenko. — Caparos: IIpodo6pazosanue, 2021. — 199 c. — ISBN
978-5-4488-1017-6. — Tekcr: 3JICKTPOHHBIMN. — Pexum JOCTYTIA:

https://www.iprbookshop.ru/epd-reader?publicationld=102330
Cusakosa, M. JI. [IpaBoBoe obecriedeHre mpoPecCHOHATBHON AeITeTbHOCTH: MeToIndecKue
PEKOMEHIallMK ISl BBIMOJIHEHUS KOHTPOJBHBIX paboT mo aucuurinHe / Mapuna JleonumoBHa

CuBakoBa; YXTUHCKHN roCcyJapCTBEHHBIN TEXHUYECKUN YHUBEPCHUTET,
[TpomsinierHo-3k0HOMUYeckuit necHoi komtemk (I123JIK) MU (CIIO). — Yxra: U3a-Bo YXTHHCKOTO
roCy/1lapCTBEHHOIO0 TeXHUYeckoro yHusepcutera, 2018. — 12 c¢. — Pexum pocryna:

http://lib.ugtu.net/book/28332 45 »k3.

Cwmupnosa E.II. JlenonponsBoacTBo a1 cekperaps. PazpaboTka, yder u XpaHeHHUe CITyKeOHOM
JOKYMEHTAluu [DIeKTpOoHHBIN pecypc]: mpaktudeckoe nocobue / E.Il. CmupHoBa. — 2-¢ u3d. —
DNeKTpOH. TeKCTOBBIE naHHbie. — CapaTtoB: At [Tu Op Menua, 2019. — 210 c. — 978-5-4486-0465-2. —
Pexxum nocryma: http://www.iprbookshop.ru/79622

I[OHOJIHI/ITQJIBHLIB HCTOYHHUKMU:

. Ky3nenosa, M. B. JlokymeHTannoHHOe oOecnedeHue YIpaBieHUs [DIEKTPOHHBINA
pecypce]: yueonoe nocooue mist CITIO / U. B. Kysnenosa, I'. A. XauatpsH. — 2-¢ u31. DISKTPOH.
TekcToBble aaHHble. — CapatoB: [IpodobOpazoBanue, Al Ilu Dp Memma, 2019. — 166 c. —
978-5-4486-0404-1, 978-5-4488-0216-4. — Pexum JIOCTYTIA:
https://www.iprbookshop.ru/epd-reader?publicationld=80326

. ApacnaHoBa, B. A. JlokyMeHTaImoHHOe obecrneueHue yIpaBJICHHS:

y4eOHO-TIPAaKTHUECKOE 1OCOOre B cxeMax, Tabimiax, oopasmax / B. A. ApacrmanoBa. — 3-e m3a. —
Cypryt: Cypryrckuii rocyaapCTBEHHBIH memarormueckuii yHupepcurer, 2019. — 240 c. — ISBN
978-5-93190-385-9. - Texcr: AIIEKTPOHHBIH. - Pexum
nocrtyna: https://www.iprbookshop.ru/epd-reader?publicationid=94291

IIM.02 Opraaum3anuss apXMBHOH W CHPaBOYHO-WH(OPMALMOHHOW padoTbl 1O
AOKYMEHTaM OPraHu3alMu:
OcHOBHBIC HCTOYHHMKH:

o brikoBa, T. A. JlokyMeHTallMOHHOE OOECTieueHne YIpaBlIeHUs (IEIOMPOU3BOJICTBO):
yuebHoe ocobue / T.A. brikosa, T.B. Ky3uernona, JI.B. Cankuna; noxa o6mr. pen. T.B. Ky3nenooit. —
2-e u3n., nepepad. u jgon. — Mocka: UTHOPA-M, 2021. — 304 c¢. + Jlon. maTepuaisl [ DIeKTPOHHBIH
pecypc]. — (Cpennee npodeccuonanproe obpazoBanue). — ISBN 978-5-16-013913-5. — Tekcr:
9JIeKTPOHHBIN. — Peskum mocrtyma: https://znanium.com/read?id=360476

. OCHOBHI JIeJIONPOU3BOICTBA: yueOHOe mocooue / A.M. Acanues, U.11. Muponosa, E.A.
Kocapesa, I'.I'. BykoBuu. — 2-¢ u3a., ucnp. u gom. — Mocka: TH®PA-M, 2020. — 146 c. — (Beicuiee
oOpa3oBanme: bakamaBpuat). — ISBN 978-5-16-015831-0. — Tekct: 2yIeKTpOHHBIA. — Pexum
nocryma: https://znanium.com/read?id=348160

. Ky3nenos, 1. H. Jlemonpon3BoacTBo: yaedbHO-cripaBouHoe nmocodue / M. H. Ky3nenos.
- 9-¢ u3n., mepepad. — Mockga: JlamkoB u K, 2020. — 405 c. — ISBN 978-5-394-03881-5. — Tekcr:
ANEKTPOHHBIN. — Pesxxum noctyna: https://znanium.com/read?id=358533

JlonoJHUTeIbHbIE HCTOYHUKH:
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3axapoBa, H. A. T'ocynapcTBeHHbIE, MYyHUIMIIAJIbHBIE apXWBBl M aPXUBBl OpraHU3aLUN
[DnexTponHbIi pecypc]: yueoHoe mocodme mmss CITIO / H. A. 3axapoBa. — DJIEKTpOH. TEKCTOBBHIE
nanHeie. — Capatos: [IpodobpazoBanue, Aii [lu Op Menua, 2019. — 169 ¢. —978-5-4486-0495-9,
978-5-4488-0225-6. — Pesxum mocryma: https://www.iprbookshop.ru/epd-reader?publicationld=79439

IIM.03 BpinosHeHue padoT MO OJHOW WJIH HECKOJbKHM mnpodeccussMm padoumx,
AOJKHOCTSAM CJIYKAIHUX
OcCHOBHBIC HICTOYHUKH:

J brikoBa, T. A. JlokymMeHTallMOHHOE OOecreueHue ynpaBlieHus (JIeJI0IPOU3BOJCTBO):
yueOHoe nocooue / T.A. beikosa, T.B. Ky3nenona, JI.B. Cankuna; nox oomr. pen. T.B. Ky3uenopoii. —
2-e u31., nepepad. u mon. — Mocka: MH®PA-M, 2021. — 304 c. + Jlon. marepuainsl [ DJIEKTPOHHBIN
pecypce]. — (Cpennee mpodeccuonaabHoe odOpaszopanue). — ISBN 978-5-16-013913-5. — Tekcr:
9JIEKTPOHHBIN. — Peskum mocrtyma: https://znanium.com/read?id=360476

. Kysnernos, 1. H. /lenonpounsBocTBo: yaeOHO0-cripaBouHoe mocodue / M. H. Ky3Henos.
- 9-¢ u3n., nepepad. — Mocksa: JlamkoB u K, 2020. — 405 c¢. — ISBN 978-5-394-03881-5. — Tekcer:
AJIEKTPOHHBIN. — Peskum nmocryma: https://znanium.com/read?id=358533

. Kupcanoa, M. B. CoBpemeHHOE IeIONpPOU3BOACTBO: ydeOHOEe mocobue / M.B.
Kupcanosa. — 4-e¢ uzn. — Mocksa: UTHOPA-M, 2020. — 312 c. — (Beicmiee o6pa3zoBanue: bakanaBpuar).
— ISBN 978-5-16-004491-0. — Tekcr: AJICKTPOHHBIH. — Pexum
noctyna: https://znanium.com/read?id=372474

. OCHOBHI JIeJI0NPOU3BOICTBA: yueOHOe mocooue / A.M. Acanues, U.11. Muponosa, E.A.
Kocapesa, I'.I'. BykoBuu. — 2-¢ uz ., ucrp. u gom. — Mocksa: MHOPA-M, 2020. — 146 c. — (Beicuiee
obpazoBanme: bakamaBpuart). — ISBN 978-5-16-015831-0. — Tekct: ayekTpoHHBIA. — Pexum
nocryna: https://znanium.com/read?id=348160

. JlokymeHTanmonHoe obecneuenre ynpasiaeHus. CoctaBieHne U 0OpMIICHHE ACIOBBIX
nokymMeHToB: yueOHoe nocooue misi CIIO / cocraButenu E. W. bammakosa. — CaparoB, Mocksa:
[IpodobpazoBanue, A Ilu Ap Memua, 2021. — 144 c. — ISBN 978-5-4488-1080-0,
978-5-4497-0964-6. — Texcr: DIIEKTPOHHBIH. - Pexum JOCTyTA:
https://www.iprbookshop.ru/epd-reader?publicationld=103343

. AnekceeBa, T. B. JlokymenTanimonHoe oOecriedyeHue ymnpasienus: yaeOnuk / T. B.
AnekceeBa, O. A. CtpaxoB. — Mocksa: Yuuepcurer «Cureprusi», 2020. — 132 c¢. — ISBN
978-5-4257-0402-3. — Tekcr: AIIEKTPOHHBIN. — Pexum
noctyna: https://www.iprbookshop.ru/epd-reader?publicationld=101344

I[OHO.]IHI/ITCJIBHLIG HCTOYHHUKMU:

. KysnemnoBa, U. B. [loxymeHTanimoHHOe oOecmedeHHE YIpaBieHUs [DIEKTPOHHBINA
pecypc]: yuebrnoe mocoome mus CITIO / . B. Ky3nenosa, I'. A. XauatpsiH. — 2-¢ u31. DIEKTPOH.
TekcToBbIe aaHHble. — CapatoB: [IpodobOpazoBanue, A Ilu Dp Memma, 2019. — 166 c. —
978-5-4486-0404-1, 978-5-4488-0216-4. - Pexum JIOCTyTIA:
https://www.iprbookshop.ru/epd-reader?publicationld=80326

ApacnanoBa, B. A. JlokymMeHTallMOHHOE OOecCIieueHue YIpaBICHUS: y4eOHO-IPaKTUYECKOe
nocobue B cxemax, Tabmuiax, oopasuax / B. A. ApacnanoBa. — 3-¢ uzn. — Cypryt: Cypryrckuit
TOCyJapCTBEHHBIN Tenarorndeckuii yHuBepcurer, 2019. — 240 c. — ISBN 978-5-93190-385-9. —
Texcr: AIIEKTPOHHBIM. — Pexum
noctyma: https://www.iprbookshop.ru/epd-reader?publicationld=9429

4.3 O0umue TpedGOBaAHUA K OPraHU3aANUM 00Pa30BATEIBLHOIO Mpolecca
Xapakrep [IPOBEICHUS IIPOU3BOACTBEHHOMN (mpeanIIoMHOI) MIPAKTUKHU:
KOHIIEHTPUPOBAHHBIMU.
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IIponsBonacTBeHHas (MpEeAJUIUIOMHAs) MpPAaKTHKAa JOJDKHA INPOBOJUTHCS B OpraHMU3alMX,
HalpaBJIeHUE JIEATEIbHOCTH KOTOPBIX COOTBETCTBYET NPOQPHIIIO NOATOTOBKH O0yUYaIOIIUXCSL.

OYHKIMH PYKOBOAUTENS IPOU3BOJACTBEHHOH (MPEAIUIIIIOMHOMN) TPaKTHKU:

- (opMupoBaHue, 3aKpelieHHE, Pa3BUTHE NPAKTUYECKUX HABBIKOB U KOMIIETEHIMH B
npoliecce BBIMOJIHEHUS OIMpPENeIEHHBIX BHIOB PadOT, CBS3aHHBIX C Oymaymiei mpodeccHoHaNbHOM
JEATEIBHOCTBIO;

- KOOPJIMHHUPOBAHME U MTPOBEpKa paboT 00yUyaromuXxCsl.

OOuue TpeOoBaHUS K JTOKYMEHTALMU, HEOOXOOMMOH AJIs MPOBEIEHHs MPOU3BOJCTBEHHON
(mpeanIIOMHON) PaKTUKU: THEBHUK, OTYET.

[IpousBosacTBeHHAs (NMpeNAUILUIOMHAs) IPAaKTUKAa IPOBOAMUTCS HA IPEIIPUATUM B
COOTBETCTBUH C JJOTOBOPOM, COTJIAaCOBAaHHBIM C paboTOAaTeNIeM COTIACHO TEMATUYECKOMY IUIaHy B
pamkax npodeccuoHanbHbIX Moayei: [IM.01, TIM.02, TIM.03.

VYcnoBueM 0mycKka OOydYarouIuxcsi K MPOU3BOJCTBEHHON MPAKTUKE SIBISIFOTCS OCBOCHHBIC
y4eOHbIe, TPOU3BOJICTBEHHBIE (II0 MPOQHITIO CIICIMATBHOCTH ) IPAKTUKHU, MOJTYJIH.

5. KOHTPOJIb M OLIEHKA PE3YJIbTATOB OCBOEHUS IIPOM3BOICTBEHHOM
(ITPEUIMIIJIOMHO) TIPAKTUKH

5.1. KoHTpoib HW OLeHKA pe3yJbTaTOB OCBOCHMS IPOU3BOJICTBEHHOW MPAKTUKH
(npedounnommoit) OCyIECTBISIETCS PYKOBOAMTENIEM IO MPAKTUUECKOMN MMOATOTOBKE OT Y HUBEPCUTETA
B (hopMe 3aLUTHI OTYETA.

[IpomexyTouHas aTTecTanus 1o MpakTUKe MPOBOJUTCS B popme 3auera.

IIpodeccrnonanbHbIe KOMIIETEHIIUA

Kon HanmenoBaHue pe3yJjibTara o0y4eHust ®opMbI U METOAbI KOHTPOJISI U OLIEHKH
pe3yJibTaToB 00y4eHHus

IIK 1.1. | KoopnunupoBate paboTy opranuzanuu | OleHKa  BBIIIOJHEHHUS  MPaKTUYECKHX
(MpueMHOI PYKOBOJIUTEINSI), BECTU TIPUEM pabor.

OCETUTEIIEN.
OCeTHTEeNIC [ToBepka THEBHUKOB U OTYETOB MPAKTHKH.

VYcTHBIN OonpocC Ha 3a4eTe.

IIK 1.2. | OcymectBiarh paboTy 1o moarotoBke u | Ol€HKa  BBIMIOJHEHHUS  MPaKTUYECKHX
NPOBEJICHUIO  COBEIIAHMHA,  JIENOBBIX | paGor.

BCTpet, MPUCMOB 1 IIPESCHTALHM. [ToBepka THEBHUKOB M OTYETOB ITPAKTHUKH.

VYcTHBIN OonpocC Ha 3a4eTe.

IIK 1.3. | OcymecTBiaTh MOATOTOBKY JenoBbIX | OleHka BEINIOJIHEHUS MPAKTUYECKUX

MOE3/I0K  PYKOBOJUTENA M JIPYTHX | paGor.

COTPYAHNKOB OpTaHU3al1H. HOBepKa JHCBHHUKOB U OTYCTOB ITPAKTHUKH.

VYcTHBIN OonpocC Ha 3a4eTe.

IIK 1.4. | Opranu3oBbIBaTh pabouee MecTo | OlleHKa  BBINIOJHEHHS  MPAKTUYECKUX
ceKkperapsi U pyKOBOJIUTENS. pabor.

HOBepKa JHCBHHUKOB U OTYCTOB ITPAKTHUKH.

VYcTHBIN OonpocC Ha 3a4eTe.

IK 1.5. | OdbopmisTh u peructpupoBath | OlleHKa  BBINOJHEHHS  MPAKTUYECKUX
OpraHU3aIlMOHHO-PACTIOPSAIUTEIbHBIC pabor.
JIOKYMEHTBI, KOHTPOJIUPOBATH CPOKH HX

HOBepKa JHCBHHUKOB U OTYCTOB IMPAKTHUKH.
HUCIIOJIHCHUA.

YcTHBIN onpoc HA 3a4eTe.
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IIK 1.6. | O6pabatreiBaTh BXojmsmme u ucxomsamue | OmeHka BBINOJIHEHUS MPAKTUYECKUX
JIOKYMCHTBI, ~ CHCTEMAaTH3HPOBATh X, | paGorT.
COCTaBJISITh ~ HOMEHKJIAT en
ypy A " | TToBepka IHEBHHKOB M OTYETOB MPAKTHKIL.
¢dopMHpOBaTh JOKYMEHTHI B J€TIA. .
VYcTHBIN Oonpoc Ha 3a4eTe.
IIK 1.7. | CamocTOsATENBHO paboraTh c | OueHka  BBINOJIHEHUS  MPAKTHYECKUX
JIOKyMEHTaMH, COICPXKALIHUMHE | paGoT.
KOH(PHMICHIIMAIBHYI0 UH(POPMALIHIO, B T
(rnenn YIO HH(OPMAIIHIO, B TOM [ToBepka THEBHUKOB U OTYETOB IIPAKTUKH.
yucie ¢ JOKYMEHTaMH [0 JUYHOMY y .
cocTagy. CTHBIH OIIPOC Ha 3a4eTe.
IIK 1.8. | OcymiecTBasATh tenedonHoe | ONleHKa  BBIMOJHEHHUS  MPAKTUYECKHUX
obcy)KuBaHHe, IPHHAMATE U MEPEaBaTh | paGor.
aKChI.
¢ [loBepka THEBHUKOB U OTYETOB MTPAKTUKH.
VYCTHBII ONpoC Ha 3a4eTe.
IIK 1.9. | OcymectBiath  NoAroTOBKY  jgel K | OleHKa  BBIOJHEHUS  MPAKTHUYECKHUX
nepeaaye Ha apXUBHOE XpaHEHUE. pabor.
[loBepka THEBHUKOB U OTYETOB MPAKTUKH.
VYCTHBII ONpoC Ha 3a4eTe.
[IK 1.10. | CocTaBnatrh omnucu Jen, ocymecTBiATh | OlleHKa  BBIIOJHEHUS  IPAKTHUECKUX
NOArOTOBKY [ K IHepeiaie B apXuB | paGor.
OpraHu3aluu r TBEHHBI u
P T, OCYapCTBCHHBIC [loBepka THEBHUKOB U OTYETOB MPAKTUKH.
MYHULUIIAJIbHbIE APXUBBI. .
VYCTHBII ONpoC Ha 3a4eTe.
I[IK 2.1. | OcymecTBiaTh  3KCHEPTU3Y 1EHHOCTH | OLlEHKa  BBIMIOJIHEHUS  MPaKTUYECKHUX
JIOKYMEHTOB B COOTBETCTBUU ¢ | paGor.
eiicTB MU KOHOJATEeIbHBIMU
a yiom 3aKoHOAaTeN [ToBepka THEBHUKOB U OTYETOB NMPAKTUKH.
aKTaMH 1 HOPMaTUBAMHU .
VYcTHBIN OnpocC Ha 3a4eTe.
IIK 2.2. | Bectu paboTy B cucremax 3JeKTpOHHOTO | OlleHKa  BBITIOJIHEHHUS  MPaKTUYECKHUX
JOKYMEHT0000poTa pabor.
[ToBepka THEBHUKOB U OTYETOB MPAKTUKH.
VYcTHBIN OnpocC Ha 3a4eTe.
[1K 2.3. | Pa3zpabaTbiBaTh U BecTH Kiaccupukaropsl, | OleHKa  BBIOJHEHHUS  MPAKTUYECKUX
Tabenmd M JpyrHe  CIPaBOYHUKH IO | paGor.
OKYMEHTaM OpraHU3aluu
JIOKYM Prafm3al [ToBepka THEBHUKOB U OTYETOB MPAKTUKH.
VYcTHBIN OonpocC Ha 3a4eTe.
[IK 2.4. | ObecneunBaTh MpHeM M pauuoHaigbHOe | OlleHKa  BBINOJHEHHMS  MPAKTUYECKUX
pasMeIleHNe JTOKYMEHTOB B apXHBE (B T. 9. | paGor.
KYMEHTOB I10 JINTYHOM TaB
AOKYMEHTOB 110 oMy coCTaBy) IloBepka THEBHUKOB U OTYETOB MTPAKTUKH.
VY CTHBIN OIIpOC Ha 3a4eTe.
[IK 2.5. | ObecneunBaTh Yy4eT M  CcOXpaHHOCTh | OlleHKa  BBIOJHEHHUS  MPAKTUYECKUX
JIOKYMEHTOB B apXH1BE pabor.
IloBepka THEBHUKOB U OTYETOB MTPAKTUKH.
VY CTHBIN ONIPOC Ha 3a4eTe.
[1IK 2.6. | Opranu3oBbIBaTh ncnoyib3oBaHue | OLeHKa  BBIIOJHEHUS  NPAKTHUUYECKUX
apXMBHBIX  JIOKYMEHTOB B HAYYHBIX, | paGor.

CIIPpaBOYHBIX U MPAKTUYCCKUX LCIIAX

HOBCpKa JAHCBHHUKOB U OTYCTOB IMPAKTHUKHU.
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VYcTHBIN Oonpoc Ha 3a4eTe.

IIK 2.7. | OcyuiecTBaaTh Ornenka BBINIOJIHEHUS MPAKTUYECKUX
OpraHU3alMOHHO-METOANYECKOE pabor.
PYKOBOJACTBO 1 KOHTpOIbL 34 pa6OTOI:I [ToBepka THEBHUKOB U OTYETOB MPAKTUKU.
apxXuBa OpraHu3allid U 3a OpraHu3alnuen .
JIOKYMEHTOB B JIEJIONIPOU3BOJICTBE Y CTHBIA OIIPOC HA 3A9€TE.
IIK 3.1. | Opranuzanus paboThI C TOKYMEHTaMHU. OueHka  BBINOJHEHUS] — MPAKTHYECKUX
pabor.
[ToBepka THEBHUKOB U OTUETOB MPAKTUKHU.
VY CTHBIN OIpOC Ha 3a4eTe.
IIK 3.2. | Opranuzanus TEKYILETo xpaHeHus | OlleHKa  BBIMIOJIHEHUS  MPaKTUYECKHUX
JIOKYMEHTOB. pabor.
[ToBepka THEBHUKOB U OTUYETOB MPAKTUKH.
VYCTHBIN ONpoC Ha 3a4eTe.
IIK 3.3. | Opranmzanus  ob6pabotku  gen  jist | OlleHKa  BBIIIOJIHEHHUS — MPAKTUYECKHUX
MOCIEAYIOIIEr0 XpaHeHHUSI. pabor.
[ToBepka THEBHUKOB U OTUYETOB MTPAKTUKH.
VYCTHBII ONpoC Ha 3a4eTe.
O0nue KoMneTeHI NN
Kon HanmenoBanmue pe3yjibTata o0yuenusi mo | ®opmMbl U MeTObI KOHTPOJISI M OLIEHKHU
OK CIeMATBLHOCTH pe3yJibTaToB 00y4eHHus

OK 1 [Tonumarp  cymHOCT, M conManbHylo | Habmionenue W oneHka  MpOSIBICHUS
3HAUUMOCTh CBOeH Oyaymieil mnpodeccuu, | ycTOHMUMBOrO MHTEpeca K cBoed Oymyriei
IIPOSIBJIAITh K HEH YCTOMYUBBINA MHTEPEC. npodeccuu B npouecce [TI1

OK 2 OpranuzoBbIBaTh coOcTtBeHHyt0 | HabnmoneHne M oOleHKa CHOCOOHOCTH K
NesATeTbHOCTh, BBIOMPATh TUIIOBBIE METOJBI | ONPENENEeHNI0, MPUMEHEHHUIO METOJOB U
" CHoco0BbI BBITIONTHEHHS | CIOCO00B pelieHus: MpodhecCHOHATBHBIX
npoeCCHOHANIBHBIX 3aJia4, OLIEHMBaTh WX | 3amay B mpouecce [T/II1
7 (HEeKTUBHOCTH M Ka4eCTBO.

OK 3 [IpunuMate pemieHuss B CTaHAApTHBIX U | HaOmrogeHue u oOIleHKa CHOCOOHOCTH K
HECTAaHJAPTHBIX CUTYALUSAX M HECTH 3a HUX | IPUHATHUIO CTAHJAPTHBIX U HECTAHJAPTHBIX
OTBETCTBEHHOCTh pemienuit B mpouecce 11111

OK 4 OcymecTBISATh TOWCK M HUCHONb30BaHWE | HabmiomeHne u  OmEeHKa CIOCOOHOCTH
uHpopmanuu, HE00XO0IMMON JUIA | HAXOOUTh HEOOXOUMYIO
3P PEKTUBHOTO BBINOJIHEHUS | TPO(EeCCHOHAIbHYI0  MH(OpMaIUio  Juis
PO eCCHOHATBHBIX 3ajad4, | BBITOJTHEHHU 3a1a4 B npouecce TTJI1T
npogeccuoHaIbHOTO u JUYHOCTHOTO
pa3BUTHSL.

OK 5 Hcmnonb3oBath HaGmtoneHne u  oOEeHKa CHOCOOHOCTH
UH()OPMAITMOHHO-KOMMYHHKAITMOHHBIE HCIIOh30BaTh
TEXHOJIOTHH B npodeccroHanbHO | ”HPOPMAITMOHHO-KOMMYHHUKATHBHBIE
JESITeIbHOCTH. TEXHOJIOTHH B npodeccuoHanbHOM

aesrenpbHoCcTH B ipouecce IT/II1

OK 6 PaGotate B KOJIEKTMBE W KoMmaHnze, | HabmoneHne M oOIeHKa CIIOCOOHOCTH K
addekTuBHO O0mAThCs € KOJUIeraMu, | OOIICHHIO, pabote B KOMaH/IC,
PYKOBOJCTBOM, NOTPEOUTEIISIMH. B3aUMOJICHCTBUI0O B  KOJUIEKTHBE B

npouecce [TJII1
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OK 7 bpate Ha cebs OTBETCTBEHHOCTH 3a pabotry | HabmrogeHue u oreHKa OTBETCTBEHHOCTH
YJICHOB KOMaH/bl (MOTYMHEHHBIX ), | 32 paboTy KomaH bl B iporiecce T1/1I1
pe3yNbTaT BBINOJIHEHUS 3alaHUM

OK8 | Camocrosrensno  ompenenaTs — 3agaun | HaOmrojeHue 1 oOueHKa CTpemyieHus K
IpOoECCHOHAIBLHOIO M JTMYHOCTHOTO CaMOOOpa30BAHMIO M JIHYHOCTHOMY
pa3BUTHUS, 3aHuMarbes | PAPBATHIO B lIporiecce Tn
camooOpa3oBaHUeEM, OCO3HaHHO
TUTAHUPOBATH TIOBBINICHUE KBATH(DUKAIHH.

OK 9 OpI/IeHTI/IpOBaTBCH B YCJIOBHUSAX 4acToun Ha6J'IIOI[CHI/Ie 1 OIICHKa CIIOCOOHOCTH K

CMEHBI TEXHOJIOTHIl B IpodeccuoHalIbHON
JEeSITeIbHOCTH.

OCBOEHHUIO HOBBLIX TEXHOJOTUU B mnmponecce
TIJT
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MUHOBPHAYKHU POCCHUHN
denepanbHOE TOCYIApPCTBEHHOE OI0DKETHOE
00pa3oBaTebHOE YUPEXKICHUE BBICIIETO 00Pa30BAHMS

«YXTHHCKHUI rocy1apCTBEeHHbII TEXHUYECKU YHUBEPCUTET
(YI'TY)

KOMIUIEKT OHEHOYHBIX CPEACTB
I10 TIPOU3BOACTBEHHOMU ITPAKTUKE

(ITPEJTUTTIJIOMHOM)

00pa30BaTeNbHOM MIPOrpaMMbI CPEAHETO MPOPECCUOHATBHOIO 00pa30BaHUs
no cnenranbHocTy 46.02.01 JlokymMmeHTaumoHHOE 00eCIeueHHE YIIPABICHUS U
apXMBOBEJICHUE
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1. MACHHOPT KOMIUVIEKTA OHEHOYHBIX CPEACTB

1.1. O61acTh NPUMEHEHUSA

Kommexkt omenounsix cpenctB (manee — KOC) npennasHayeH miis
KOHTPOJISI W OIICHKH PE3YJIhTaTOB MPOXOXKICHHUS IMPOU3BOJCTBCHHON MPAKTHKA
(mpemmuruiomuort) (manmee — OIl CIIO) mno cnenmamsHocTH — 46.02.01

JlokyMeHTaITMOHHOE 00eCTIeueHrEe YIIPABICHUS U apXHUBOBECHHE.
1.2. Pe3yJbTaThl 0CBOEHUSI KOMIIETEH M

B PE3yIIbTaTC IIPOBCACHUA HpOMe)KyTO‘-IHOﬁ aTTcCTalun I10
HpOHSBOIICTBCHHOﬁ IIPAKTHUKC (HpGHI[HHJIOMHOﬁ) OCYHCCTBIIACTCA KOMILICKCHAA
OLICHKAa OBJIaACHMUS CICAyronunMu HpO(i)CCCHOHaJII)HLIMI/I )51 O6HII/IMH
KOMIICTCHIIMSMM

Tabnuua 2.1
Kon HaumeHnoBaHue pe3ynbpTaTa 00y4eHus

IK 1.1. KoopaunuposaTs paboTy opranuzanuu (IpueMHONU PYKOBOAUTENS ), BECTU
IIPUEM TIOCETUTEIICH.

IIK 1.2. OcyiecTBiATh paboTy MO MOATOTOBKE U MPOBEICHUIO COBEILIAHUH, J1€TOBBIX
BCTpEY, IPUEMOB U NIPE3EHTAIUI.

IIK 1.3. Ocy1iecTBISITh NOJATOTOBKY J€I0BBIX OE€3J0K PYKOBOJIUTENS U APYTUX
COTPYJIHUKOB OpraHU3aIiy.

I1K 1.4. OpraHu30BbIBaTh paboyee MECTO CEKpeTapsi U pyKOBOJIUTEIIS.

IIK 1.5. O¢opMIsATh U perucTpUpPOBaTH OPraHU3ALMOHHO-PACIOPSAUTEIbHBIE
JIOKYMEHTBI, KOHTPOJIMPOBATh CPOKU MX UCIIOJHEHMUS.

IIK 1.6. OO0pabaTbIBaTh BXOAALINE U UCXOAIINE TOKYMEHTBI, CHCTEMaTU3UPOBATh UX,
COCTaBJISITh HOMEHKJIATYpy JeJ1 U (OPMUPOBATH JOKYMEHTHI B JIeJa.

IK 1.7. CamocrosTenbHO paboTaTh C JOKYMEHTAMHU, COIEPKAIIUMU
KOH(UICHIMATBHYIO HH(DOPMaIIHIO, B TOM YUCIE C JOKYMEHTaMH 110 JINYHOMY
COCTaBY.

IK 1.8. OcymiecTBisITh TesepoHHOE 00CTyKMUBaHUE, TIPUHUMATh U MIEpeIaBaTh (PaKChI.

ITIK 1.9. Ocy1ecTBIISTh IOATOTOBKY €] K IIEpelaue Ha apXUBHOE XPaHEHHUE.

IIK 1.10. CocTaBisITh OUCH JI€]1, OCYIIECTBIISATh NOATOTOBKY JIeJ K Tiepejaue B apXuB
OpraHM3aliK, FOCY1apCTBEHHBIE U MYHUIIMIIAIbHBIE APXHBBI.

K 2.1. OcCymecTBIAT  3KCIEPTU3Y LEHHOCTH JIOKYMEHTOB B COOTBETCTBHH C
JENCTBYIOIMMU 3aKOHO/IATENbHBIMU aKTaMU M HOPMAaTHBAMU

I1K 2.2. Bectu paboTy B cucTteMax 3JIEKTPOHHOTO JJOKYMEHTO000OpOTa

IIK 2.3. Pa3zpabarbiBaTh M BecTH KiacCHUPHUKATOphl, TabeTu U JAp. CHPABOYHHUKH IIO
JIOKYMEHTaM OpTaHU3aliH

IIK 2.4. O0ecneunBaTh MPUEM M PAIIMOHATIEHOE Pa3MEIIeHUE TOKYMEHTOB B apXHBE (B T.
4. JOKYMEHTOB I10 JINYHOMY COCTaBY)

IIK 2.5. OGecneunBaTh y4€T U COXPAHHOCTH JJOKYMEHTOB B apXHBE

I1K 2.6. OpranuzoBbIBaTh  HCIOJIB30BAHME APXUBHBIX JOKYMEHTOB B  HAay4HBIX,
CIPABOYHBIX M MPAKTUYECKUX HENSIX

IIK 2.7. OcylecTBIATh OPraHU3allMOHHO-METOIMUECKOE PYKOBOJACTBO U KOHTPOJIb 3a
paboToli apxwBa OpraHW3alldd ©W 3a OpraHW3alued JOKYMEHTOB B
JIEJIONPOU3BOJICTBE
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IIK 3.1. Opranu3anusi paboThl C JOKYMEHTAMH.
I1K 3.2. Opranuzanys TEKYIEro XpaHeHus: JOKYMEHTOB.
I1K 3.3. Opranu3zanus 00pabOTKH 1€ IS TOCJICTYIONIETO XPaHCHHUS.
OK1 [ToHuMaTh CyIIHOCTh W COLMAJIBHYIO 3HAYMMOCTh CBOEH Oymymiei npodeccuu,
IIPOSIBJISITh K HEH YCTOMYMBBINA MHTEPEC.
OK2 OpranuzoBbIBaTh COOCTBEHHYIO JAESTEIHLHOCTb, BHIOMPATh TUIIOBBIE METOABI U

CrocoObl  BBIMIOMHEHWS  NPO(ECCHOHANBHBIX  3agad,  OICHUBATh  MX
3(PEKTUBHOCTD U KAa4€CTBO.

OK 3 [TpyHMMaTh pelieHus: B CTAaHIAPTHBIX U HECTAHJIAPTHBIX CUTYaLUAX M HECTHU 3a
HUX OTBETCTBEHHOCTb.
OK 4 OcymiecTBIATh MOMCK M HCIOJIB30BaHWE WH(POPMALUHU, HEOOXOJUMOH st

3¢ (peKTUBHOrO BBHINOIHEHUS MPOPECCHOHANBHBIX 3a/1a4, MPO(ecCHOHAIBHOTO U
JUYHOCTHOTO PA3BUTHSL.

OK 5 Hcnons3oBath UH(GOPMAITMOHHO-KOMMYHUKAIIMOHHbBIE TEXHOJIOTHH B
1po(hecCHOHATILHON e TENbHOCTH.

OK 6 PaGorate B kosulekTHBe W B KoMaHze, 3((HEeKTHBHO OOIAThCS C KOJUIEraMu,
PYKOBOJCTBOM, OTPEOUTEISIMHU.

OK 7 bpaTth Ha ce0si OTBETCTBEHHOCTH 3a pabOTy WIEHOB KOMAaH[bI (MIOJYUHEHHBIX),
pe3yJIbTaT BBIITOJIHEHUS 3aJaHUIA.

OK 8 CaMOCTOATEIHbHO OMNPENeNsITh 3a7adud MPOPECCHOHAIBHOTO W JUYHOCTHOTO

Pa3BUTHA, 3aHUMAaThbCA CaMOO6pa3OBaHI/ICM, OCO3HAaHHO IUIaHUPOBATb
IIOBBIIICHHUEC KBaJII/ICI)I/IKaIII/II/I.

OK9 OpHeHTUPOBATHCS B YCIIOBUSAX YaCTOM CMEHBI TEXHOJIOTUH B MPOodeccnoHaIbHOM
JIESATEITLHOCTH.

Kommnekr KOC mo3BoniseT OLEHUTh NPHOOPETEHHBbIE Ha MPAKTUKE
IIPAKTUYECKUN OIBIT:

- OpraHu3allud JOKYMEHTAI[MOHHOTO OOECHeYeHUs yNpaBiICHUS WU
(GYyHKIMOHUPOBAHUS OPraHU3aLUU.

- OpraHM3aluy apXWBHOW M  CHPABOYHO-MHPOPMALMOHHON  pabOTHI
OpraHu3allyu.

- BBINIOJIHEHUE Pa0OT MO OJJHOM MJIM HECKOJIBKUM MPOPECCUsIM, JOIKHOCTIM
CITyKallHX.

YMeTs:

- TNPUMEHATb HOPMATUBHBIE TMPABOBbIE AaKThl B  YIPAaBICHYECKOU
NEeATEIbHOCTH;

- IOATOTABIMBATH MPOEKTHI YIIPABICHUYECKUX PELICHUM;

- 00pabaThIBaTh BXOMSIIME U UCXOJSIIME TOKYMEHTHI, CUCTEMAaTU3UPOBATh
UX, COCTaBJISITh HOMEHKJIATYpY Jes U (OPMUPOBATh JOKYMEHTHI B JI€1a;

- TOTOBUTHb M IIPOBOJUTH COBEIIAHMS, JEIIOBBIE BCTPEYH, IPUEMBI U
IIPE3EHTaLUN.

- OpPraHu30BbIBaTH JIEATEIBLHOCTh apXHWBa C YYE€TOM cTaryca U mpoduis
OpraHu3alluy;

- paboTaTh B CUCTEMAX AJIEKTPOHHOTO JOKYMEHTO000POTA;

- HCHOJB30BaTh B JEATEIBHOCTH apXWUBa COBPEMEHHBIE KOMIIbIOTEPHbIE
TE€XHOJIOTHH;




- TPUMEHSATH COBPEMEHHBIE METOJWKH KOHCEpBAIlUM W pPeCcTaBpaIiu
ApXUBHBIX JIOKYMECHTOB.

- COCTaBIATh U OOPMIISITH JOKYMEHTHI, PETJIAMEHTUPYIOLTUE JESTSIBHOCTD
ciyx0b1 10OV

- CO3/1aBaTh U KJIACCHU(PUKANMOHHBIX CIIPAaBOYHHUKOB,;

- (hopmupoBaTh TOKYMEHTHI B JI€TIa;

- COCTaBJISITh JOKYMEHTHI 11 0(hOPMIICHHSI IeTT K apXUBHOMY XPaHCHHUIO;

- TOTOBUTh W TIPOBOJUTH COBEIIAHUSA, JEJIOBBIC BCTPEUH, MPUEMBI H
MIpe3eHTaIUH.

2. ®OPMbI KOHTPOJISA 1 ONEHKU PE3YJIbTATOB
HPOXOKIAEHUSA ITPAKTUKHA

B coorBercTBUM ¢ y4eOHBIM IUTAaHOM H  paboueld  Mporpammoit
MPOM3BOJICTBEHHOMN MPaKkTUKU (MPEITUILIOMHOM) MpeyCMaTPUBACTCS TEKYIIUH |
MPOMEKYTOUYHBIA KOHTPOJIb PE3YIHTATOB OCBOCHHSI.

2.1. ®opMBbI TeKYLIEr0 KOHTPOJIS Pe3yJIbTaTOB

Tekymuid KOHTPOJIb  pe3yJIbTATOB IPAKTUYECKOM IOArOTOBKM  IpHU
TIPOXOXKICHUS MPOU3BOJICTBCHHON NMPAKTHKHU (IIPEIIUIUIOMHON) TTPOUCXOIUT TPH
MCIIOJIB30BaHUM CIEAYIONIUX 00s13aTeNbHBIX (hOPM KOHTPOJIS:

— ©XKEJIHEBHBI KOHTPOJIb IMOCEHIAEMOCTH MPAKTHKUA PYKOBOJUTEIEM IO
MPAKTUYECKON TTOATOTOBKE OT MPOUIHLHOM OpraHu3alIuy;

— HaOJII0/IEHNE 32 BBHIOJTHEHUEM BUIOB pa0OT HA MPAKTUKE;

— KOHTPOJIb 32 BEJIEHUEM JHEBHUKA MO MPAKTUYECKON MOJATOTOBKE;

— KOHTpOJb cOOpa maTepuana JJisi OTYETa MO NMPAKTUKE B COOTBETCTBUHU C
WHMBUAYAJIbHBIM 33JJaHUEM Ha MPAKTUKY.

Bunbl paboT Ha mpakTHKe OMPEesioTCS B COOTBETCTBUU C TPEOOBAHUAMHU
K pe3yibTaTam OOy4eHHs M OTPaKEeHbI B paboyeit mporpaMme MpaKTHKU.

2.2. ®opMa NpOME:KYTOYHOM aTTeCTAIUH

dopma TPOMEKYTOYHOU AaTTECTALIMUA IO MPOU3BOJCTBEHHOW NPAKTUKE
(mpenaurmioMHoii) — 3ader. OOyd4aroliuecs: JOMYCKAlOTCsA K clade 3adera Npu
YCJIIOBUHU BBITIOJIHEHUSI BCEX BHUIOB pabOT Ha MPaKTUKE, MPEayCMOTPEHHBIX
paboueil mporpaMMoi MPaKTUKH, U CBOEBPEMEHHOM IMPEOCTABICHUH CIIEAYIOIINX
JIOKYMEHTOB:

— 3aIOJIHEHHOTO JTHEBHUKA IO MPAKTUYECKOW MOATOTOBKE, COIEPKAILIETO
XapaKTEPUCTUKY OT PYKOBOJUTENS MO MPAKTHUYECKON MOJITOTOBKE OT MPO(PHIbHON
opraHu3anuu (€ciau MpPaKTUYeCKas MOATOTOBKAa MPOBOAWIACH B MPOMUIBLHOMN
OpraHu3allin ), TOATBEPKIAIOINITYI0 OCBOCHHE O0YYaIOIIMMCS OOIINX KOMIIETEHITUN
IpU  BBIMOJHEHUW PA3IMYHBIX BHJIOB pPabOT, NPEIyCMOTPEHHBIX paboueit
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IpPOrpaMMOIl TMPAKTUKUA, M AaTTECTAIMOHHBIA JHCT 00 YypOBHE MNPaKTUYECKOM
MOJITOTOBKU ¥ 00 OCBOEHUH MPOPECCHOHATBHBIX KOMITETEHITHIH;

— OT4YeTa MO MPAKTHKE B COOTBETCTBUH C WHAWBHUAYAIBHBIM 3a1aHUCM;

— CIIPaBKH O MPOXOXKICHUU MPAKTUICCKON MOATOTOBKH (11 OYHOU (POPMBI
oOydYeHHs, ©CIM TMpaKTHYecKas TMOJArOTOBKA MPOBOAWIACHE B MPOGUIBLHOM
OpraHu3aIlvn).

3ader mMpoxXoAuT B (opMe OTBETOB HAa KOHTPOJIBHBIE BOMPOCHI, 3aLTUTHI
OTYeTa IO MPAKTUKE C WLTIOCTpAIMel MaTepraa (Mpe3eHTaI| ), WIH Jp.

KoHTponbHBIE BOMPOCH HEOOXOAMMBI JJISI CUCTEMATH3AIMN U 3aKPETUICHUS
COOpaHHOTO MaTepHalla Ha MpakTUKe. [ paMOTHBIE OTBETHI Ha KOHTPOJIBHBIC
BOIPOCH MOATBepxkAatoT ocBoeHue oOydaromumucs [IK u OK, mpuobperenue
YMEHUH U MPAKTUIECKOTO OIbITA.

3. TPEBOBAHUSA K NIPEJOCTABJIEHUIO MATEPHUAJIOB O
PE3YJIBTATAX ITPOXOKIAEHUSA ITPAKTUKHN

[lo OKOHYaHMM MNPAKTUYECKOW TMOATOTOBKM OOydaromMiics o00s3aH
MPENOCTaBUTh PYKOBOJUTENIO MO MPAKTHUYECKOW MOATOTOBKE OT YHHMBEPCHUTETA
OTYET I10 NMPAKTHKE B COOTBETCTBUU C MHAUBUAYAJIBHBIM 3aJaHUEM; 3aIIOJTHCHHBIN
JHEBHUK II0 IPAKTUYECKON IMOATOTOBKE, COAEPKAalUN aTTECTAlMOHHBIA JIUCT U
XapaKTEPUCTUKY (€CIM MpaKTHYecKas MOJArOTOBKA MPOBOAMWIACH B MPO(UILHON
OpraHM3alliK); COPaBKy O MPOXOXKICHUH MPAKTUYCCKOW MOJTOTOBKU (IJIsI OYHOM
dbopmbl 00yUeHHUs, €clid MPAaKTUYECKask MOJArOTOBKA MPOBOAMIACH B TPODUIBEHOMN
OpraHu3aIllH).

OTder MO MpaKTUKE JOJKEH BKIIIOYATh MaTepHalibl, COOpaHHBIE BO BpeMs
MPaKTUYECKOM MOATOTOBKA B COOTBETCTBUM C WHIWBUIYAJIbHBIM 33JaHHEM Ha
MPaKTUKY.

310 MOXET ObITh MH(DOPMALUS O CTPYKTYpPE, TEXHOJIOTUYECKOM MPOLECCE U
IpUMEHSIEMOM 000PYJIOBaHUHU B MPOPUILHON OpraHu3aluu, MOTYT OBITh JTaHHBIE
JUISL BBIMIOJIHEHUSI PAcyeTOB MO KYpPCOBOMY MPOEKTUPOBAHUIO, OTYET MOXKET
BKJIIOYATh HEOOXOIUMBIE CXEMBbI, YEPTEHKH, TAOIUILIBI, TPAPUKH U T. 1.

CrpykTypa oTdera no npaxktuke (5 — 15 c1p.):

— TUTYJIHBIN JIUCT;

— 3aJlaHH€ Ha TPAKTUKY;

— COJIEp>KAHHUE;

— TEKCT OTYETA;

— UCHOJIb3yeMble UCTOUHUKH MH(POpPMAIUH, JOKYMEHTHI (TEXHOJIOTHYECKHE
WHCTPYKITUH, O(PHUIIHAIbHBINA CAalT OpraHU3alluy U T. 11.);

— MPWJIOKEHUS (CXEMBbI, YePTEeXH, TAOIUIBI, (OTOMATEpHANIbl BHIHOCSTCS B
MPUIOKEHUS, €CIIM OHU 3aHUMAIOT OOJIBIION 00BEM).

[Ipy mpoBegeHMM 3adyera 1O  NOpaKTUKE  OOydaronIMecs  MOTYT
JOTIOJTHUTENBHO TPEICTaBIATh COOpaHHBIM Marepuan MO NpakTUKE B ¢opme
Mpe3eHTalUH.

[Ipe3eHTallMOHHBIN MaTepran MOXKET BKIKOYATh:



— cBelleHUsT O NOpoQuiIbHOW  opraHu3aluuu  (MEcTe IPOXOXKACHUS
PaKTUYECKON MOJITOTOBKE);

— (oTomarepuabl 0 MpoAETaHHBIX BHIAX padoT;

— XapaKTepUCTUKHA TEXHOJOTMYECKHX IPOLECCOB U  00OpyAOBaHUS
OpraHU3alny;

— JIpyroe.

OTtuer no mnpakTUke OOYyYaIOLIMICS JOJKEH IPEJOCTaBUTh B CpPOK,
YCTaHOBJICHHBI TPUKAa30M O JOMYCKe W HampaBlIeHUM OOyYaromMUXCcs Ha
MPaKTUYECKYIO MOATOTOBKY IIPH MPOBEAECHUU TIPAKTUKH.

B nHEBHMKE MO MPAKTUYECKOW MMOATOTOBKE PYKOBOJAUTEND 10 MMPAKTUYECKON
MOJATOTOBKE OT YHHUBEPCUTETA COCTABJISET 3aKIOYEHUE O BBINOJHEHUU (HE
BBIIIOJIHEHHUH ) B ITOJTHOM 00bEME paboueid MporpaMMbl IPAKTUKKA B COOTBETCTBHH C
tpedoBanussMu PI'OC CIIO u o uToraM BBICTaBISIET 3a4ET.

IlepeyeHb KOHTPOJIBLHBIX BOIIPOCOB

IIM.01 Opranu3anusi JOKYyMEHTAIIHOHHOTO 00ecreYeHNsl YIIPABJICHUA U
(GYyHKIMOHMPOBAHNSI OPraHU3ALNH

1. Ctpykrypa Ilonoxenus 0 AeI0NPOU3BOJACTBEHHOM CITyK0e.

2. CocraB u mnpaBwia odopmieHus pekBu3uToB [lojoxkeHus o
JIEJIONPOU3BOCTBEHHOM CiTyX0€.

3. CTpyKTypa HHCTPYKLHUH I10 AEIONPOU3BOJICTBY.

4. CocrtaB ¥ npaBusia 0pOPMIIEHUSI HUHCTPYKIUU IO J€IONPOU3BOJCTBY.

5. CTpyKTypa IOMKHOCTHON MHCTPYKIIMHU JIEJIONPOU3BOIUTEIS.

6. CocraB 1 npaBuiia 0()OpMIICHUS PEKBU3UTOB JOJKHOCTHOW MHCTPYKLUU
JEJOMPOU3BOIUTES.

7. YpoBEHb TEXHMYECKOW OCHAIEHHOCTH paboyero mecra pabOTHUKA
JIEOTIPOU3BOACTBEHHO CITYKOBI.

8. Texnuueckue cpeacTna s nepenadyu HHGOPMAIMKU U TPAHCTIOPTUPOBKHU
JIOKYMEHTOB.

9. Cucrema opraHu3alMOHHO-TIPAaBOBOM JOKYMEHTAIINH.

10. CucremMa opraHu3aliMOHHO-PACTIOPSAAUTEIbHON JOKYMEHTALUH.

11. Cucrema uHpOPMaIIMOHHO-CIPABOYHON IOKYMEHTAIIUH.

12. CucteMbl perucTpaiuu JOKyMEHTOB.

13. ®opmel peructpauy TOKYMEHTOB.

14. Opranuzanysi 1 TEXHOJIOTUH KOHTPOJISI UCTIOJTHEHUS] JOKYMEHTOB.

15. IlepeueHb TOKYMEHTOB, OAJIEKAIUX KOHTPOJIIO.

16. Cpoku ucnonHeHus: JOKYMEHTOB.

17. Dransl cocTaBIeHUE HOMEHKIIATYPHI JE.

18. Ilopsiiok rpynnmupoOBKY JOKYMEHTOB U 0(hOpMIICHHE JE.

IIM.02 Opranu3anusi apXuBHOH U CHPaBOYHO-WH(GOPMANMOHHOM
padoTHI M0 JOKYMEHTAM OPraHU3AlHNHU

1. Ctpykrypa u npaBuiia opopmieHus [lonoxenus: oo apxuse.

2. Crpykrypa wu mpaBwia oOQOpMICHUS JOHKHOCTHONH WHCTPYKIIHH
apxuBapuyca.
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3. Crpykrtypa u mnpaBuia o(OpMIIEHHS JIOJDKHOCTHOM MHCTPYKUUU
3aBEIYIOIIETO APXUBOM.

4. CtpykTypa 1 0cO0eHHOCTH 0OPMIICHHS HOMEHKIIATYPBI JEJT apXHBa.

5. DTanbl OpraHu3anuu U MPOBEAEHUS SKCIIEPTU3bI IEHHOCTH TOKYMEHTOB.

6. [IpaBuna cocraBiieHHs TOKYMEHTAlUU, PErJIaMEHTUPYIOLIEH MMOBEICHUE
AKCIIEPTU3bI HEHHOCTH JTOKYMEHTOB.

7. CocTaBiieHue 1u1aHa paboThl SKCIIEPTHOW KOMHUCCHUH.

8. Cnucok HeoOXOIUMOM JOKYMEHTAalluu, 3aKpeIUIAIoNed pe3ylbTaThl
AKCIIEPTU3bI HUEHHOCTH JTOKYMEHTOB.

9. Haznauenne CO/] B apxuBax.

10. Pa3paboTka u BefieHUE KiIacCcu(UKaTOpOB.

11. CipaBOYHO-TIOMCKOBAsI CHCTEMA B ApXUBE.

12. OcHOBHBIE U TOTIOJHUTENBHBIE APXUBHBIE CIIPABOYHHKH.

13. CoOmrogeHre yCIOBHM pa3MEIICHUS U OOECICUYCHHUS COXPaHHOCTH
JIOKyMEHTOB B apXUBE.

14. Opranuzanus y4yeTa B apXuBe.

15. OcHOBHBIE U TONIOJHUTENBHBIE YUETHBIE JOKYMEHTBI apXUBA.

16. OcHOBHBIE METOABI KOHCEpBAMM W PECTABPALMM  APXUBHBIX
JIOKYMEHTOB.

17. Hcrnons3oBaHME apXWBHBIX JIOKYMEHTOB HAy4YHBIX, CIIPABOYHBIX U
MPaKTUYECKUX LENSX.

IIM.03 BpinoJiHeHue padoOT 1O OAHOH WJIM HECKOJbKHM Hpodeccusm,
JAOJIKHOCTSAM CJIYKaIIUuX

1. CtpykTypa u npaBuiia opopMieHUsT Y cTaBa OpraHU3aIliH.

2. Crpykrypa u mpaBuia odopmieHus I[lonoxeHus 0 CTPYKTypHOM
NOJIpa3/IEICHUN.

3. Crpykrypa u mpaBuna odopmienus IlltatHoro pacnucanus
OpraHU3alnH.

4. IlpaBuia coctaBieHus U opopmieHus rpaguueckoit cxeMbl CTPyKTyphl U
ITaTHOW YUCJIEHHOCTH.

5. Mapmpytu3zamus J0KyMEHTOIIOTOKOB B OpTraHU3aI1H.

6. Dtanbl 00pabOTKH BXOJAUIEH KOPPECTTOHACHIINH.

7. DTanbl TOATOTOBKU UCXOSALIETO JOKYMEHTA.

8. Orarbl paboThl ¢ BHYTPEHHUMH IOKYMEHTaAMHU.

9. Heob6xoammast JOKyMEHTALMS [JIs1 CUCTEMAaTU3alui TOKYMEHTOB.

10. JoxymeHnTanusi HeoOXoauMasi IJisi poliecca nepeaadyn JTOKyMEHTOB Ha
apXWBHOE XpaHEHHE.

11. Cucrema 3KCHIEpTHBIX OPraHOB.

12. JloxymeHTanus, 3aKperuifiomas pe3yibTaThl MOATOTOBKU M TEpeaadu
JIOKYMEHTOB Ha apXUBHOE XPaHEHUE.

13. Bunpl 1 npaBuiia COCTaBACHUS OMUCEH Je.

14. AxTtel (Quxcupyromme pe3ynbTaThl  paboOThl € JOKYMEHTaMH,
3aKOHUYEHHBIMU JIEJIOMPOU3BOICTBOM.
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