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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
(IPETUITIJIOMHO)

1.1 O6aacTh NpUMeHeHHs POrPaMMbl

Pabouas mporpamma mpou3BOACTBEHHON (TIPEIUILIOMHON) MPAKTUKH SIBIISIETCSI 9aCThHIO
MPOTrpaMMbl MOJATOTOBKH CIIEIUATUCTOB cpeaHero 3BeHa B cooTBeTcTBUM ¢ PI'OC CIIO mo
cnenuanbHocTh 46.02.01 JlokymMeHTanMOHHOE 0OecIieueHUe YIPaBICHUs U 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).

O0BeKTHI NPO(PecCHOHATBHON NeSITeJIbHOCTH

- 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
CIIy’Kalux.

1.2 Ilestn ¥ 32124 NMPOU3BOACTBEHHOM (NMPeTUIIJIOMHO) 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
JeSITEJIbBHOCTH, @ TAaKXKe Ha MOATOTOBKY K BBIIOJHEHUIO BBITYCKHOW 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
(MpeAnIIOMHO ) TPaKTUKU JJOJIKEH:

no IIM.01 Opranm3anus JOKYMEHTALHOHHOIO oOO0ecle4YeHUsl YNPaBJICHHA H
(pYHKIIHOHMPOBAHMS OPTaHU3ALMHU

HMeTh NPAKTHYECKHH ONBIT:

- OpraHu3alMM JTOKYMEHTAllMOHHOTO OOecredeHus yInpaBlieHus U (QyHKIHOHUPOBAHUS
OpraHu3aIu.

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

HMEThb HpaKTI/I‘IeCKI/Iﬁ OIIBIT:

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

no [IM.03 BrinoJinenne paGoT 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 pamxkax ocBoenus IIIICC3 - 144 yaca.

Ilepen HayasoM NPOU3BOACTBEHHONW (IPEIJMIUIOMHOM) MNPaKTUKU OO0ydYaromemycs
BbIJIA€TCS MHAMBUIYaJIbHBIH IJIaH 10 IPOM3BOJCTBEHHOM (MPEAIUIIIIOMHOM ) TPaKTUKE.

ITo 3aBeplIeHNIO MPAKTUKU OOYYAIOIIMHCS MPEJICTAaBIAET OTYET MO MPOU3BOACTBEHHOM
(mpeauIIOMHON) IPaKTUKE.



2. PE3YJIBTATBI OCBOEHUS PABOUYEN ITIPOT'PAMMBI ITIPOU3BOICTBEHHOM

(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 OpraHu3anuu (MMPUEMHON PYKOBOIUTEIS ), BECTH MPUEM

OCETUTEINEH.

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

[1K 1.3. |Ocy1ecTBasTh HOATOTOBKY JIEIOBBIX [TOE€30K PYKOBOJUTEIS 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 BXOJAIINE U UCXOASAIIME JOKYMEHThI, CUCTEMaTU3HUPOBATh UX, COCTABIATh
HOMEHKJIATYpY Je]1 M (OPMHUPOBATH TOKYMEHTHI B JIEa.

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

[1K 1.8. |OcymuecTBisaTh TeaeGoHHOE 00CTyKUBaHUE, IPUHUMATD U IepeaaBaTh (DaKchl.

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

[1K 1.10. |CocTaBisTh ONUCH JI€], OCYIIECTBIISATH MOJATOTOBKY JIEN K Iepeaye B apX1UB OpraHU3aliH,
rOCy1apCTBEHHBIE 1 MYHULIUIIAIIbHBIE APXUBBI.

[1K 2.1. |OcyIIecTBAsSTh IKCIEPTU3Y IIEHHOCTH JOKYMEHTOB B COOTBETCTBUHU C JEHCTBYIOIIUMHU
3aKOHOAATEIbHBIMUA aKTaMU U HOPMAaTUBAMHU

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

[1K 2.3. |Pa3pabareiBaTh U BECTH KJIACCU(PHUKATOPBI, TaOEIN U IpyTrue CIPpaBOYHHUKH M0 JJOKYMEHTaM
OpraHu3auu

[1K 2.4. |OGecneunBaTh IpUeM U pallMOHAILHOE pa3MelleHne JOKyMEHTOB 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 TOKYMEHTOB B HAyYHBIX, CIIPABOYHBIX U
[PaKTUYECKUX LEJIX

[1K 2.7. |OcymiecTBasSTh OpraHU3aIMOHHO-METOANYECKOE PYKOBOJICTBO U KOHTPOJIH 32 pabOTOM
apXuBa OpraHMU3allMM U 32 OpraHU3alUeN TOKyMEHTOB B JEJIONPOU3BOACTBE

[1K 3.1. |Opranusamus paboThl ¢ JOKYMEHTaMH.

[1K 3.2. |Opranuzanms TEKyIEero XpaHeHus: JOKyMEHTOB.




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

OK 1. [loHMMAaTh CYIIHOCTh U COLIMANIbHYIO 3HAUUMOCTh CBOEH OyayIiei npodeccun, NposiBIATh
K HEW YCTOMYMBBIA HHTEPEC.

OK 2. Opranu30BbIBaTh COOCTBEHHYIO JE€STEIbHOCTh, BBIOMPATh THUIIOBBIE METO/IbI U CIIOCOOBI
BBITTOJIHEHUS TPO(ECCHOHANIBHBIX 3a/1a4, OLIEHUBATh UX 3(P(PEKTUBHOCTH U KaYECTBO.

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

OK 4. Ocy1iecTBIATh TOUCK U UCIIOIB30BaHUE MHPOPMAIIUH, HE00X0AUMOM 1151 3P PEKTUBHOTO
BBITIOJTHEHUS MPOPECCUOHANBHBIX 3a/1a4, MPO(PECCHOHAIBHOTO U IMYHOCTHOTO Pa3BUTHSL.

OK 5. lcrnonb30BaTh HHPOPMALMOHHO-KOMMYHHUKAI[MIOHHBIE TEXHOJIOIUU B IPO(ECCHOHAIBHOM
NIESITEIBHOCTH.

OK 6. PaboTaTh B KOJIJIEKTHBE U KOMaHe, 3PPEKTUBHO 00IIAThCA C KOJUIEraMU, PyKOBOICTBOM,
MOTPeOUTENAMHU.

OK 7. bpatb Ha ce0s1 OTBETCTBEHHOCTh 3a pabOTy WIEHOB KOMaHbI (IOJYMHEHHBIX ), PE3YJIbTAT
BBIITOJIHEHUS 3aJJaHU.

OK 8. CamocTOATeNbHO ONPEeNATh 3a1a4i IPOPECCHOHATBHOIO M IMYHOCTHOTO Pa3BUTHS,
3aHUMAaThCS CaMO0OOpa30BaHNEM, OCO3HAHHO JIAHUPOBAThH MOBBIIICHNE KBATHU(UKAIIUH.

OK 9. OpHEHTHPOBATHCS B YCIOBUSAX YACTOW CMEHBI TEXHOJIOTHIA B MPOodecCHOHAITBHON

JACATCIIBHOCTH.




3. TEMATUYECKHI IIJIAH ¥ COJEPKAHUE ITPON3BOICTBEHHO (ITPEJIUIIJIOMHOI) HIPAKTHKHA

3.1. [l.1an mpoxo:kaeHusi NPOU3BOACTBeHHOI (npexauniaoMuoil) npakruku 11M.01, I1M.02, I1M.03

Ne HaunmeHnoBanue moayJis IIpou3BOACTBEHHOM NPAKTUKH 10 KypcaMm
n/n
1 [IM.01 Opraau3anus JOKYMEHTAIIHOHHOTO 00ECIICYCHHSI YIIPABICHUS 1 3 kypc 6 cemectp (ouHas popma 0OydIeHMSI)
(GYHKIIMOHUPOBAHUS OpTraHU3aIH 4 xypc 8 cemectp (3aouHasi hopMa oOyueHus)
2 [IM.02 Opranu3zanmsi apxuBHOH U CIIPaBOYHO-UHGOPMAITMOHHONW PaOOTHI 1O 3 kypc 6 cemectp (ouHas popma 0OydeHwUsT)
JOKyMEHTaM OpIraHU3alH 4 kypc 8 cemectp (3aouHas popma o0yUeHHS)
3 IIM.03 BeinoaHeHue paboT 1Mo OAHOM UM HECKOJIBKUM IpodeccusiM padodnx, 3 kypc 6 cemectp (ouHas popma 0OydeHwUsI)
JOJIKHOCTSIM CITY KaIlluX 4 kypc 8 cemectp (3aouHast popma 0OyUeHHS)




3.2. TeMaTH4ecKkHii MJIaH NPON3BOACTBEHHOM (MPeIAUNIOMHOI) NPAKTHKHU (JUIs1 04HOI opmbI)

Ilpou3sBoacTBenHast (MPeUIUNJIOMHAs) MPAKTHKA B FOCY/1aPCTBEHHbIX, HETOCYaPCTBEHHBIX M MYHHIIMIAJbHBIX YUPEKIEHHAX, OPraHu3alUsaX U Ha
NpeInpuATUIX, UIMEIIUX CeKPeTapuar, cJIyxk0y J0KYMEHTAIIHOHHOI0 00ecle4yeHUus YIPaBJeHusl, KaJAPOBYI0 CJIY:KO0y, KaHIeJISIPUIO

Kon Kosn4yecrBo HaumenoBanmue TeM npoussoacTBeHHol | KosmmuecTBo
IIK JacoB Buawbi pador (mpexIuNJIOMHOI) NPAKTUKHA YacoB I10
TeMaM
K 1.1 144 1. Opranuzanus IpoOX0oXKICHUS TPAKTUKU 1.1. O3nakomieHue ¢ 6a30ii MPaAKTUKU 18
IIK 1.2
K 1.3 1.2. 3HaKOMCTBO CO CTPYKTYpPHBIM MoApasjencHuemM | 4
K 1.4 MIPAKTUKU
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, IPEIIPUITUS o o0beMy
K 1.9 JIOKyMEHT0000poTa
K 1.10 3. [Tpuobperenune MIPAKTUYECKUX HaBbIKOB | 3.1.  V3yueHue  MHCTPYKUMH IO J0VY | 6
K 2.1 JIOKYMEHTHUPOBAHUSA JESTEIbHOCTH (1eronpou3BOJICTBY)
MK 2.2 3.2. AnHanu3 OCHOBHBIX CHCTEM JOKyMEHTaluu, | 16
MK 2.3 HCIIOJIb3YEMBIX B YUPEXKJICHUH, OPTraHU3ALUN UK Ha
MK 3.1 IPEITPUATHH
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 pabore c | 5.1. WM3yuenwme paborel mno kiaccupukauuu u | 14
VCIIOJIHEHHBIMH JTOKYMEHTaMU cUcTeMaTH3allMy JOKYMEHTOB, ((OPMUPOBAHMIO JIElT
6. IIpmoOpeTeHHne NpaKTHUECKUX HABBIKOB 10 pabore c | 6.1. M3ydyeHne STamoB MOATOTOBKH JOKYMEHTOB K | 22
JIOKyMEHTaTbHBIMU MaTepuaIamH, 3aKOHYEHHBIMU | apXUBHOMY XPAHEHUIO
JIEJIONPOU3BOJICTBOM
7. N3yuenne CTETIEHH aBTOMaTH3alMu | 7.1. AHAIN3 TEXHUYECKUX CPEJICTB YIPABICHUS U 20
JIEJIONPOU3BOICTBEHHBIX MTPOLIECCOB IIpOrpaMM aBTOMATHU3AINK PabOThI C JOKYMEHTAMHU
8. O6paboTKa U aHATU3 MOTYYEHHON HHGOPMAITIH 8.1. Cucremaruzarus ¥ opopMIeHHE OTUETHOTO 12
MaTepuaia
IIpome:xyTouHasi arTecTauus B popme 3auera
Bcero yacos | 144




3.3 Coaep:xanue NpOU3BOACTBEHHOI (MPeIINIJIOMHOI) MPAKTUKH (/151 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 | O3HaKoMIIEHHE C paOOYMM IIJIAHOM M BUJAMHU PabOT O MPAKTHKE. 4
MPAKTUKH
2 | 3HaKOMCTBO M Oecefa C PYKOBOJMUTEIEM MPAKTUKU OT HMPEANpUATHs, MHCTPYKTAX IO 4
TEeXHUKE 0€30MaCHOCTH.
3 | 3HaKOMCTBO M HM3y4YeHHE O0s3aHHOCTEH pPAaOOTHUKOB, OCYILECTBIIAIOLUIMX OpraHU3aLUIo 6
JOKYMEHTAIMOHHOTO 00eCTIeYeHHE yIpaBIeHHs, OTBEUAIOIINX 32 paboTy 10 OpraHu3auu
NeSITeIbHOCTH INPUEMHOM pPYKOBOAMTENs, COCTaBIEHHE ero pabodero rpaduka,
OpraHU3alK JIEJOBBIX IOE3/0K PYKOBOIUTENS M TPUEM MOCETHTENeH OpraHu3alliH,
HNPEINpUATH, yupexaeHus. M3yuenue ux 10KHOCTHBIX 00s13aHHOCTEN 1O MMOATOTOBKE U
MPOBEJICHUIO COBEIIAHUM, JETOBBIX BCTPEY, IPUEMOB U MPE3EHTALIHIA.
4 | 3ydyeHue pacroyIo)KeHUs M CTENEeHHM OCHAIIEHHOCTH pabodero mecra pabOTHUKOB 4
JIEJIONIPOU3BOICTBEHHOM CITY>KObI. AHANIN3 YIAJIGHHOCTH WK MPUOIMKEHHOCTH pabovero
MecTa pabOTHHUKA JeJI0NPOU3BOACTBEHHOM CITyKOBI K paboueMy KaOMHETY pyKOBOAUTEIIS.
Ananmu3 pacnpeneneHus pado4Mx 30H W 30H INpHEMa IOCETUTENIed B NMpPUEMHOW Oa3bl
MPAKTUKH.
1.2. 3nakomMcTBO €O CTPYKTYpHBIM | 1 | JlaTh XapakTepUCTUKY CTPYKTYpHI, IITaTHBIA COCTaB, (YHKIHH, TOJYAHEHHOCTb W 4
MOJIpa3/ielIeHueM MPaKTHKH B3aMMOCBSI3b  JIEJIONPOM3BOJICTBEHHOM  CIyXkObl ¢  JPYTUMH  CTPYKTYpHBIMH
nojipasesieHusMu npennpusitust. U3yunts nonoxenue o ciyxoe JJOVY.
2. Buabl pador: U3ydyenune opranuzauum cucremol 10Y 8
2.1. Ananu3 opraHu3alMOHHON 1 | Onpenenuth opraHu3aMoHHYI0 (OpMy PabOTHI C JOKYMEHTaMHU (LIEHTPaJIN30BaHHA, 2
(b opMbI pabOThI C TOKYMEHTaAMHU JIeLIeHTPaJIM30BaHHAas U CMELlIaHHas).
2.2. OnpeneneHye KaTeropuu 1 | YcranoBuTh 00bE€M JOKYMEHTOOOOPOTA IPU OMOIU PETUCTPALMOHHBIX (POpM. 6
OpTaHU3aINH, YIPEKICHUS,
OPENpUsATHS 110 00BEMY
JIOKYMEHTO000pOTa
3. Buabl padot: Ilpuodperenne NnpakTHYeCKHX HABBIKOB IOKYMEHTHPOBAHUS /1eSITeIbHOCTH 22
3.1. 3yueHne HHCTPYKIIUU TIO 1 | IlpoBectn aHaIM3 Ha COOTBETCTBUE HHCTPYKIIHH IO JIEIIOTIPOU3BOICTBY, HOpMaM H 6
JIOVY (nenonpou3BoJCTBY) TpeOOBaHUSAM HOPMATUBHO-NIPABOBBIX TIOKyMeHTOB 110 JIOY.
3.2. AHanmM3 OCHOBHBIX CHCTEM 1 | Ompenenuth OCHOBHBIE BUJIBI JOKYMEHTOB, TPUMEHSIEMBIX B YUPEKICHUH, OPraHU3alluN 16

AOKYMCHTAIUH, UCTTIO0JIb3YCMBIX B

HJIM Ha NPCANPUATUN U ONIPCACTINTH, HACKOJILKO NPUHATAA CUCTEMA JOKYMCHTUPOBAHU
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YUPEKIECHUH, OpraHU3aIluU WK Ha
peNpUITHH

COOTBETCTBYET TPEOOBaHUAM K OPOPMIICHHUIO JOKYMEHTOB. Y 4acTHE B IMOATOTOBKE,
0 OpPMIIEHHHU U Pa3MHOKEHHUH CITYKEOHBIX TOKYMEHTOB.

4. Buasl pador: IlpnodpereHne NPpaKTHYeCKUX HABBIKOB 10 OPraHU3auuu padoThl ¢ JOKYMEHTAMHU 24
4.1 Ananu3 nBrkeHus Bxojsmiero, | 1 | M3yuuts opranu3anuio npueMa u pacipeieseHus MOCTYIMAIIIeH KOppecnoHACHIUH. 8
HCXO/AIIET0 U BHYTPEHHETO VYdacTue B perucTpaluu JOKyMEHTOB, a TAK)Ke MPOAHATU3UPOBAThH OPSIIO0K 10CTaBKH
JIOKYMEHTOIIOTOKOB. JIOKYMEHTOB B CTPYKTYPHbBIE II0JIpa3ie/ICHUs] WX OTBETCTBEHHBIM HCIIOJIHUTEISIM.
3anoyiHeHHe PerucTpalMoHHbIX (opM (KypHasIbHAas, KAPTOUHAsi, aBTOMATU3UPOBAHHAs).
2 | YuacTtue B 00pabOTKe UCXOAALICH JOKYMEHTAIMH (TIOArOTOBKA YEPHOBUKA, IPOEKTA 8
JOKYMEHTa, coriacoBaHue, ohopMiIeHNE Ha OTIIPABKY).
VYyactue B 00pab0oTKe BHYTPEHHEH TOKYMEHTAUH (CO3/1aHUE TIPOEKTOB JIOKYMECHTOB).
3 | U3y4uTh opraHu3aiuio KOHTPOJIS 32 CPOKaMH UCIIOIHEHUS IOKyMEHTOB U MOPSI0K 8
paboThI ¢ IPEIOKEHUSIMH, 3asBJICHUSMU U KaJlo0aMH Ipaxk1aH. 3aroTHEHUS
pEerucTpanioHHbIX (HOPM KOHTPOJISI 32 UCIIOJTHEHUEM JJOKYMEHTOB.
5. Buasbl padort: IlpnodpeTenne npakTH4YeCKHX HABBIKOB 110 padoTe ¢ MCIOJTHEHHBIMH JOKYMEHTAMH 14
5.1 Uzyuenue paboThl 110 1 | U3yuuTh 1 npoaHaIu3upoBaTh HOPSIO0K TPYIIIMPOBKU HCIIOJHEHHBIX JOKYMEHTOB B JI€ja, 8
KJ1accu()MKALMU U CUCTEMaTH3AINN oOpariasi BHUMaHHe, HACKOJIBKO TOYHO COOJIOAAI0TCS IPU3HAKU 3aBEICHHUS €T, 00BEMBI
JOKYMEHTOB, (POPMUPOBAHUIO JIEJT 7ieJ1, 3arojoBkH Jieil. IIpoBepka XpoHOJIOTrMYECKOM MoCIe10BaTeIbHOCTH JOKYMEHTOB B
Jenax.
2 | M3yunTh KauecTBO 0(hopMIIeHHs HOMEHKJIATYphI JeJl JaHHON OpraHu3aluy, YUperKICHHs, 6
MIPENNPUATHS, TOPSJIOK €€ COCTABJICHHUS, ONBITAThCSI YCTAHOBUTH HACKOJIBKO peaibHbIE
JIeJ1a COOTBETCTBYIOT HOMEHKJIATYPE.
6. Buabi pador: Ilpnodperenne npakTH4YeCKUX HABBIKOB 10 padoTe ¢ JOKYMEHTAJIbHBIMH MaTepHAJIaMH, 3aKOHYEHHbIMH 22
AeJIONPOU3BOACTBOM
6.1. M3yuenue »TanoB noArotoBku | 1 | AHaiu3 u ydacTHe B OpraHHU3alUy POBEACHHS SKCIIEPTH3bI IEHHOCTH JOKYMEHTOB Ha 14
JNOKYMEHTOB K apXHUBHOMY aTane aenonpousBocTBa. Paspabdorka [lonoxeHus 0 HOCTOSIHHO JAefcTBYIOLIEH
XPaHEHUIO sKcnepTHON komuccuu. CocTaBieHne MPoeKTa nprkasza o0 yreepxkaeHuu Ilonoxenus u
coctase noctostHHo neiictBytomiel K. Cocrapienue miana padbotsl OK.
2 | CocraBneHue JOKYMEHTAIMH [TOIBOAIINE UTOTH TPOBEAECHUS SKCIEPTU3bI LIEHHOCTH 8
JIOKYMEHTOB (COCTaBJIEHHE OMHCEN el IOCTOSTHHOTO CPOKA XpaHEHHU s, BpEMEHHOTO
(cBbimie 10 neT) XpaHeHUs U ONUCEN €T 110 JINYHOMY COCTaBY, aKTa O BBIIECICHUN
JJOKYMEHTOB K YHUYTOXEHHUIO C UCTEKIIMMHU CPOKAMU XPaHEHUS]).
7. Buabl pador: M3ydeHune cTeneHH aBTOMATH3AIMH 1eJIONPOU3BOICTBEHHBIX NIPOLIECCOB 20
7.1. Ananu3 TexHudyeckux cpencts | 1 | Ilo3HaKOMUTBCA € CHCTEMOM 3IEKTPOHHOTO JOKYMEHTOOOOPOTa JAHHOTO MPEIIpUSTHUS. 12

YIPaBJIEHUS U IPOTrPaMM
aBTOMAaTU3alMK paboThI C
JOKYMEHTaMu

Onucarb JOCTOMHCTBA W HCEAOCTATKU HUCIOJIB3YCMbIX CHUCTCM. HazBatb Apyruc
IporpaMMHEBIC  HOPOAYKTBI, HCIIOJIB3YEMBIEC B  OTOKYMCHTHPOBAHUU  JCATCIbHOCTHU
NMpCAPUATHS. BrinmonHuTh ACJIONMPOU3BOJACTBCHHBIC ONICPAIIMU B CUCTECMC 3JICKTPOHHOI'O
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JOKYMEHTO000pOTa MO YKa3aHUIO PYKOBOIUTEIIS TPAKTHKU.

N3yuenue cpencts teneoHHON, MOOMIIBHOM, TenerpadgHoM, paKkCUMHIIBHON CBS3H, UX
XapaKkTepuCTHK. Vcrmonp3oBanue ux I nepeaadn nHGOpMaIuu TPAaHCTIOPTHPOBKH
JIOKYMEHTOB. YyacTue B nepejiaye JOKYMEHTHON nHpopManuu no GakCUMUIBLHOM CBS3H.

8. Buasl pador: O0padoTka M aHAJIN3 NOJIY4YeHHOI nHpopManuu

12

8.1. CucremaTuzanus u
odopmIIeHHE OTYETHOTO MaTepraa

Cucremaru3zanus paKTHIECKOTO MaTepraa, HabIIoIeHUH, COOPaHHBIX /IS BBITOTHEHUS
TUIIIOMHOM paboTel. COOp aHANIM3UPYEeMOH M CO3aBaeMOi JOKYMEHTAIMH B ITpoIiecce
npakThky. Hamucanue u 3amyra oT4eTa o mpon3BOICTBEHHOH (IPeAIUITIIOMHOM )
IPAKTHKE.

12

IIpomeskyTouHas arrectaums B opme 3a4era

Bcero uacos

144
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TemaTn4eckni N1IaH NPOU3BOACTBEHHOM (IPeIIUIIJIOMHOM) NPAKTHKHA (115 3204HOH (POPMBI)

HpOI/I3B0)ICTBeHHaH (l'[pe)l)ll/ll'l.]'[()MHaﬂ) MMPaKTUKAa B roCy1apCTBEHHbIX, MYHUIMIIAJBHBIX apXHUBaX UJIH apXUuBax 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, H3ydeHHe 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 apXHUBa UCTIONB3YEeMBIX B  TOCYJapCTBEHHOM, MYHHIIUIIAIBHOM
apXMBe U apXMBE OPraHU3ALUH, IPEANPUATUS, 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
MIOMENICHUSIM apXHBa, PeKUMOB XPaHEHHS TOKYMEHTOB.
7. H3yueHue cuCTeMbl Hay4yHO-cIpaBouHOro | 7.1. AHaiu3 cocTaBa M COJAEpXkaHUS JOKYMEHTOB apXHUBa. 20
anmapara B apXHBe. N3ydeHne opraHu3aii BCECTOPOHHETO UCIIOIb30BaHUS
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 uacos | 144
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Coaep:xaHue NPOU3BOJICTBEHHOM (MPeAINIIOMHOI) NPAKTHKH (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 | O3HaKoMIIEHHE C paOOYMM IIJIAHOM M BUJAMHU PabOT O MPAKTHKE. 6
MPAKTUKH
2 | 3HakoMCTBO U Oecegqa C PpPYKOBOAMTENEM MPAKTHUKM OT  TOCYAAPCTBEHHOIO, 8
MYHUIIMIAIBHOTO apXyWBa WJIM apXWBa OpPraHU3allld, OPEANPUATHS, YUPESIKICHHUS.
3HAaKOMCTBO C UCTOpHEH, HA3HAYEHUEM, MECTOM M POJIBIO B CHCTEME apXUBOB, 3a/la4aMH,
CTPYKTYPO#i, IpaBUIaMH BHYTPEHHETO PacTIOPsIJIKa.
3 | 3HaKOMCTBO U HU3y4yeHHE OOs3aHHOCTEH paOOTHMKOB apXWMBa WJIM apXUBHOIO OTAENA, 8
M3yYeHHE UX TOJDKHOCTHBIX HHCTPYKITHH.
4 | 3ydyeHue pacroioKeHus: U CTENIeHH OCHALIEHHOCTU pabo4yero MecTa pabOTHUKOB apXuBa 8
WJIA apXUBHOTO OT/ETa
1.2. 3HaKOMCTBO C apXUBOM 1 | 3HaKOMCTBO C OpraHU3aLMOHHON CTPYKTYpoi apxuBa. JlaTh XapakTepUCTHKY CTPYKTYpHI, 10
IITaTHBIA COCTaB, (YHKIMH, MOJYMHEHHOCTh M B3aWMOCBSI3b apXvBa OPTaHU3AIMH C
JIPYTUMH CTPYKTYPHBIMHU IOJIPA3/IEICHUSAMHI OpPraHU3alUK, YUYPEKIACHUS, NPEIIPUATHSL.
W3yunTh monoxxeHue 06 apxXuBe UM MOJIOKEHHE 00 apXHUBHOM OT/IEIE.
2. Buabl pador: MU3yyeHue opraHu3anmoHHoi ¢popMbl apxuBa 20
2.1 Ananu3 apxuBHBIX (POHJIOB, 1 | Amamu3z ¢QoHIOB, KOTOpBIE SBISIOTCS PEe3yJIbTaTOM JAEATENbHOCTH KaKOro-Jnbo 20
W3YUEHHE CBS3H MEXTY YUPESKACHUS, TPENNPUATHS, CTPYKTYPHOTO MOIpa3eieHuss MO0 cHOpMUPOBAINCH B
JOKyMeHTaMH (poH/1a, U3yYeHUe nporecce KU3HU U JESITeIbHOCTH Kakoro-au0o uenoBeka. OnpenenuTs I'paHHIbl 3THUX
MIPUHITUIIOB, OMPEIEIISIOIINX (boHI0B TeproAoM (HYHKIIMOHHPOBAHUS OpTaHU3alUH (TIPEATIPUATHS) HITU TaTaMH JKU3HU
I'paHMIIbI APXUBHBIX (POHIOB ¢uznyeckoro nuna — GoHmp000pazoBaTens.
W3yuenne npuyuuH, 00yCIOBUBIINX
CYIIECTBOBAHUE TOTO M HHOTO
dona.
3. Buabl padot: IlpuodpeTreHne NnpakTH4YeCKHX HABHIKOB JOKYMEHTHPOBAHMUS /1esITeIbHOCTH ApXHBa 12
3.1. AHanmu3 OCHOBHBIX CHCTEM 1 | Usyuyenne ocobeHHOCTEN JOKYMEHTOB JaHHOTO apxuBa. Knaccudukanust 1ToKkyMeHTOB 12

JOKYMEHTAIH, UCIIOJIb3YEMBIX B
rOCyJapCTBEHHOM,
MYHMIMIIAJIIBHOM apXHUBE U apXUBE
OpraHM3alyH, IPeIPUITHS,
YUPEKICHUS.

apXuBa 10 OCHOBHBIM IIPpU3HAKaM, I'pynIiiaM, BUJamM, pasHOBUIHOCTAM. YMeThb pas3iinviaThb
CTCIICHb TOJJIMHHOCTH, OIIPCACIIATH HGO6XOI{I/IMBII>1 COCTaB YAOCTOBCPCHUA JOKYMCHTOB.
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4. Buasl pador: IlpnodpereHne NPaKTHYEeCKUX HABBIKOB 110 OPraHU3anuu padoThl ¢ JOKYMEHTAMH B apXHBe

10

4.1 Yyactue B npueme, 1 | BeinosiHeHne KOMILIEKCA ONEpalyil 10 perucTpaly NOCTYIUBLIMX B APXUB JOKYMEHTOB. 10
NepBOHAYAIbHOM 00paboTKe CaMocCTOsATENbHOE COCTABIEHUE CIIPABOK, AKTOB, 3alI0JHEHHUE KYPHAJIOB IIOCTYIMBIINX B
JOKYMEHTOB apXHBa apXuB JOKYMEHTOB.
5. Buabl padot: [Ipuodperenne NpakTHYeCKUX HABBIKOB 10 0TOOPY TOKYMEHTOB HA apXHBHOE XpaHeHHe 16
5.1 U3yyenue koMmIuiekca 1 | AHanu3 cucTteMbl OTOOpa JOKYMEHTOB HA apXWUBHOE XpaHCHHE, MOPSAIOK Ieperadu 16
JOKYMEHTOB ITOCTYIAIOLIErO B JOKYMEHTOB B apXMB Ha MOCTOSHHOE XpaHEHNE U KOMIUIEKTOBaHHUE apXUBa, TPEOOBaHUS K
apxuB oopmieHHIO NI, IPUHIMAEMBIX B apXHB, paboTa Mo SKCIEPTU3E ICHHOCTU JOKYMEHTOB
B apXMBe U paboTa KCIIEPTHOM KOMHUCCHUHU.
6. Buabl padot: IlpnodpeTrenne NpaKTHYeCKHUX HABBIKOB 110 XPAHEHUI0 APXUBHBIX JOKYMEHTOB 14
6.1. Ananu3 cucteMsl Mep 1 | AHanu3 HOpPMAaTHBHBIX JOKYMEHTOB, DPErVIAMEHTHUPYIOIIMX OOeCreueHUue COXPaHHOCTU 14
o0ecrie4eHnst COXpaHHOCTH JOKYMEHTOB.  3alojHEHHE  JKYpHAJOB  ydeTa  TeMmmepaTypbl U  BIAXHOCTU
apXUBHBIX JOKYMEHTOB, apxuBoxpaHwinnia. M3yuenue mnacnopra apxuBa WM apXMBOXpaHwiuma. M3ydenue
TpeOOBaHUH K 3AaHUSM U MHCTPYKLUHI 110 IPOTUBOMNOXKAPHOH Oe30macHOoCTH. V3yueHnue pe3yapTaToB NPOBEIECHHBIX
IIOMEILEHUSAM apXUBa, PEXUMOB IIPOBEPOK HAJMUUA U (PU3MKO-XUMUYECKOTO COCTOSIHUSI apPXUBHBIX JOKYMEHTOB.
XpaHEHUs JOKYMEHTOB.
7. Buabl pador: U3yuyeHue cucTeMbl HAYYHO-CIIPABOYHOI0 aNNIAPATa B apXHUBe. 20
7.1. Ananus cocraBa u 1 | Yyactue B mpouecce ydera JOKYMEHTOB B apXUBE, aHAIU3 U COCTABJIECHUE YYETHBIX 12
COJIEpKaHus JOKYMEHTOB apXHBa. JIOKYMEHTOB (apXMBHbIX omuceil). Pabora ¢ karaizoramu, 0030paMu, IyTEBOJIUTENSIMHU,
N3ydenue opranuzanuu yKa3zaTeasiMH, MepeuHsMU, KapToTekamMu. CocTaBlieHUE MCTOPUYECKOM CIIpaBKU apXHUBa.
BCECTOPOHHETO HUCIIOJIB30BAHUS PaccmoTtpenue 3TanoB novucka JOKyMEHTHON MH(pOpMaluu.
JOKYMEHTaJIbHON MH(pOpMAIIU
apXuBa. 2 | N3yuenue paboOT MO MCIIOJIL30BAHUIO apXUBHON MHpopManuu. M3yuenne nmpaBus paboThl 8
YUTAJIbHOTO 3ajla apxuBa. V3yueHue mpoliecca HMCIOJHEHHs 3arnpocoB (PU3MUECKUX U
opuandeckux Jul. CocTaBleHHE OTBETHOM JOKYMEHTAllMd B BHUJIE apXMBHOW CIIPaBKH,
apXMBHOM KONWM, apXWUBHOM BBINIMCKU. [3yueHue oOpraHusanud W IPOBENCHUS
SKCIIOHUPOBAHUS APXMBHBIX JOKYMEHTOB Ha BBICTABKAaX, CEMUHApax, TEMaTHYECKHX
BcTpeuax. M3ydeHne JOKyMEHTOB, PETJIaMEHTUPYIOIINX EPEUUCICHHBIE MEPOIIPUATHS B
apXuBe.
8. Buasl pador: O0padoTka M aHAJIN3 NOJIY4YEeHHOI HHpOpMANHUHU 12
8.1. Cucremarnsanus u CucremaTtu3zanus pakTHYECKOro MaTepuana, HaOIroeHH, COOpaHHBIX JIsl BHITOJHEHUS 12
o(opMiIeHHE OTUETHOTO MaTepuala JTUIIIOMHON paboTel. COOp aHANIM3UPYEMOH M CO37aBaeMOM JJOKYMEHTAIUH B ITpolLecce
npakTuky. Hanucanue u 3ammra oTyeTa no npou3BOACTBEHHOH (MPeAAUIIIIOMHOI)
ITPaKTHUKE.
IIpomexyTouHas aTTrecTauus B popme 3auera
Bcero yacos 144
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3.4 IlepevyeHb NPOBEPOYHBIX padoT:

Kon HaumeHoBaHue pe3yJibTaTa Buabl npoBepoYHbIX padoT

00yueHusI

IIK 1.1. | KoopauuupoBarb paboty | Koopmunarus paboTel opranu3zanuu (IpueMHOM
OpraHu3aluu (mpueMHOI | pyKOBOIMTEIS), BeJIEHUE IprUeMa OoCeTUTeNen
PYKOBOJMTES), BECTHU npuemM
IIOCETUTENEM.

IIK 1.2. | OcymiecTBisTh paboty no |lIlogroroBka W  TNpPOBEIECHHE  COBELIAHUH,
MOJITOTOBKE u MIPOBEJICHUIO | JIETIOBBIX BCTPEY, IPHUEMOB U IPE3CHTALIUH.
COBEIIAHUH, JIEJIOBBIX BCTpEY,

MIPUEMOB U IPE3eHTalU.

[1IK 1.3. | OcymuecTBisTh NOATOTOBKY A€N0BBIX | IloaroTroBka nenoBbIX MOE30K PYKOBOAUTENS U
MOE370K PYKOBOIUTENSI M JAPYTUX | COTPYAHHKOB OpPraHU3alUU
COTPYJHUKOB OpraHU3aIUH.

[1IK 1.4. | OpranuzoBeiBaTh pabodee Mecto | Opranuzamust pabodero mecra cekperaps W
CEKpeTapsi U PyKOBOIUTEIIS. PYKOBOJMTEIIS.

I[IK 1.5. | Odbopmisate u  peructpupoBath | OdopmieHue, perucTpanus
OpraHU3allOHHO-PACTIOPSAUTENbHBIE | OPraHU3alMOHHO-PACIIOPSIUTEIbHBIX
JOKYMEHTBI, KOHTPOJUPOBAaTh CPOKU | IOKYMEHTOB, KOHTPOJb 32 CPOKaMHU HX
WX UCIIOJIHEHUSL. WCIIOJTHEHUSI.

[IK 1.6. | O6pabaTbiBaTh BXOJISLIIHE u | O6paboTka BXOJISALINX U UCXOSIINX
UCXOJISIIHE JOKYMEHTBI, | JTOKYMEHTOB, UX CHUCTEMAaTH3allHsl, COCTaBICHUE
CHCTEMAaTH3HpPOBAaTh MX, COCTABIATh | HOMEHKIATypbl el u  (opMupoBaHHE
HOMEHKJIATYpy el u (opMHpOBaTh | JOKYMEHTOB B Jela.

JIOKYMEHTHI B JIeJIa.

[IK 1.7. | CamocTosITeabHO paboTtath c | Paborta ¢ koHpUAECHIINATbHBIMU IOKYMEHTAMHU, B
JOKYMEHTaMH, COJIEpKalIUMH | TOM YHCIIE C JOKYMEHTaMHU M0 JJUYHOMY COCTaBY
KOH(HIEHIIMATBHYIO0 HH(pOpMAINIO, B
TOM 4HuClI€ C JOKYMEHTaMH IO
JUYHOMY COCTaBY.

IIK 1.8. | OcymecTBisTh tenedonHoe | OcymiecTBieHne TelePOHHOTO0 OO0CTyKUBAHMUS,
o0cCITy>)KUBaHHeE, IpUHUMATD U | IpueM U nepenaya (hakcos.
nepesiaBath (haKchl.

[IK 1.9. | OcymecTtBisth mnoarotoBky nen k | IlogroroBka nenm mis mepegadyn Ha apXUBHOE
nepesiaye Ha apXMBHOE XpaHEHUE. XpaHEHue

I1IK 1.10. | CocTaBnaTh ONUCH JIe], OCYIIEeCTBIATh | COCTaBlIeHHE OMMCEN Jel, MOArOTOBKa Jen K
MOATOTOBKY /€] K Iepejaye B apXWB | Iepeaaue B apxuB OpraHu3alui,
OpraHu3alM, TOCYIapCTBEHHbIE W | TOCYJapCTBEHHbIE U MYHUIUNAIbHBIC APXUBBI
MYHUITUTIAIbHBIE apXHBEI.

[MIK 2.1. | OcymecTBisATh 3KCHEpTU3y LEHHOCTH | OcyliecTBiIeHNE AKCIEPTU3BI LIEHHOCTHU
JOKYMEHTOB B  COOTBETCTBHUM  C | JIOKYMEHTOB B COOTBETCTBUH C JACHCTBYIOIIUMHU
JEUCTBYIOIUMH  3aKOHOJATEIbHBIMH | 3aKOHO/IATeIbHBIMU aKTaMU M HOpMaTHBaMU
aKTaMH U HOPMaTHBAMH

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

[1IK 2.3. | Pa3pabatsiBath u Bectu | Paspabotka u BenmeHue Kiaccu(UKaTOpOB,
Kinaccuukaropel, Tabenu W Jp. | Tabenei M Ap. CHPAaBOYHUKOB MO JTOKyMEHTaM
CIPaBOYHUKHU 1o JOKYMEHTaM | OpraHu3aliu
OpraHu3aIyu

[1IK 2.4. | OGecnieunBath npueM U pauoHaibHoe | ObecriedeHre  NpUeM U palMOHAIbHOE
pa3MeleHre JOKYMEHTOB B apXuBe (B | pa3MeIlleHHe JIOKYMEHTOB B apxuBe (B T. 4.
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T. Y. JIOKYMEHTOB TIO JIMYHOMY | JOKYMEHTOB I10 JINYHOMY COCTaBY)
COCTaBYy)

[1IK 2.5. | ObecnieunBaTh y4eT U COXpaHHOCTH | ObecreyeHue yuera 1 COXpaHHOCTH JOKYMEHTOB
JOKYMCHTOB B apXHBC B apXHBC

[1IK 2.6. | Opranu3oBbIBaTh ucrnoab3oBanue | Opranuzanus UCIIOJIb30BaHUS apXUBHBIX
APXUBHBIX JOKYMCHTOB B HAYYHBIX, | ZJOKYMCHTOB B HAay4YHBbIX, CIIPaBOYHBIX u
CIPABOYHBIX U MPAKTUUYECKUX IEJIAX MPAKTUYECKUX IeIIsX.

[IK 2.7. | OcymecTBisTh OcyuiecTBiieHne
OpraHHU3alIOHHO-METOIUYECKOe OpraHU3aIMOHHO-METOAMYECKOTO PYKOBOJICTBA
PYKOBOJICTBO M KOHTPOJIb 32 pabOTO# | M KOHTPOJS 3a pabOTON apXuBa OpraHU3alUU M
apxuBa OpraHu3alu u 3a | 3a opraHusalei JIOKyMEHTOB B
opranusanuen JIOKYMEHTOB B | JI€JIONPOU3BOJICTBE.

JICJIONPOU3BOJICTBE

I1IK 3.1. | Opranuzanus paboTsI ¢ ToKyMeHTaMHu. | PaboTa ¢ Tekyiel JoKyMeHTaruei

[1K 3.2. | Opranuzauus Tekymero xpaHeHus | ObecriedeHne TEKyIIEero XpaHeHUs JOKYMEHTOB
JOKYMCHTOB.

[1IK 3.3. | Opranuzauus oOpabotku npen st | [logroroBka aen asst HOCIEAYIOMIETO XPaHEHUS

MTOCJICAYIOLEr0 XpaHEHUS!.
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4. YCJIOBHS PEAJTM3ALINU PABOYEI ITIPOT PAMMBI TIPOW3BOICTBEHHO
(TTPEUTMTIJIOMHO¥) IIPAKTUKH

4.1 TpeGoBaHUsA K MUHMMAJIBLHOMY MAaTEPUAJIbHO-TEXHUYECKOMY 00eciedeHn 1o

Peanuzanus paboueil mporpamMmbl MPEJAUIUIOMHON MPAKTUKU IPEINOoJaraeT MPOBEICHUE
MIPOM3BOJICTBEHHON MPAKTUKYU HA MPEANPHUATHIX/OpraHu3alusx Ha OCHOBE JJOrOBOPOB, 3aKIIF0YAEMbIX
MEXIy O00pa3oBaTeNbHON OpraHu3alueld M MPeANPHITHEM/OpraHu3aliel, KyJda HaIpaBisIOTCA
oOyyJaromuecs.

4.2 UndgopmanuoHHoe odecriedeHne NPAKTHKH

IIM.01  Oprasu3anus  JOKYMEHTALIMOHHOIO  o0Oecrie4eHHUs]  YNpPaBJIeHUs] H
(PYHKIIMOHMPOBAHUS OPraHU3ALMHU

. I'magwmii, E. B. JlokymMmeHTaIrmoHHOE o0ecIieueHue yIpaBieHus: yacoHoe mocooue / E.B.
I'maawuii. — Mocksa: PUOP: UHOPA-M, 2020. — 249 c. — (Cpenunee npodeccuoHanbHoe 00pa3oBaHue).
— Pexxum nocryna: https://znanium.com/read?id=354819

o brikoBa, T. A. JlokymMeHTallMOHHOE OOecreueHue ynpaBlieHus (JIeI0NPOU3BOJCTBO):
yaeOHoe nocooue / T.A. beikosa, T.B. Ky3nenona, JI.B. Cankuna; nox oomr. pen. T.B. Ky3nenooii. —
2-e u3n., nepepad. u pon. — Mocka: UHOPA-M, 2021. — 304 c¢. + Jlon. maTepuansl [ DIEKTPOHHBIN
pecypc]. — (Cpennee npodeccuonanbHoe obpazoBanue). — ISBN 978-5-16-013913-5. — Teker:
3JIEKTPOHHBIN. — Pesxum moctymna: https://znanium.com/read?id=360476

o JokyMeHTanmonHnoe obecriedenue ynpanienus. CoctaBieHrue 1 0popMIIeHHE 1€T0BbIX
nokyMeHTOB: ydeOHoe mocobue st CIIO / cocraBurenu E. M. bammakosa. — CapatoB, Mocksa:
[IpodoOpazoBanme, Aii Ilu Ap Memama, 2021. — 144 c. — ISBN 978-5-4488-1080-0,
978-5-4497-0964-6. — Tekcr: 3JICKTPOHHBIMN. — Pexum JIOCTYyTIA:
https://www.iprbookshop.ru/epd-reader?publicationld=103343

° AnekceeBa, T. B. JlokyMeHTalmoHHOE oOeciieueHue ymnpasiaeHus: yueOnuk / T. B.
AnexceeBa, O. A. CtpaxoB. — Mocka: YuuBepcurer «Cuneprusi», 2020. — 132 c. — ISBN
978-5-4257-0402-3. - Texcrt: DIIEKTPOHHBIH. - Pexum
nocryma: https://www.iprbookshop.ru/epd-reader?publicationld=101344

J Xabubynmun, A. I'. IlpaBoBoe oOecrieueHne MpodhecCuoOHATbHON JEesSTENTbHOCTH:
yuebnuk / A. I'. XabuOynun, K. P. MypcanumoB. — 2-e uzf., nepepad. u gomn. — Mocksa: ®POPYM:
NHOPA-M, 2021. — 364 c¢. — (Cpemnee mnpodeccroHanpbHoe oOpa3oBanue). — ISBN
978-5-8199-0874-7. — Tekct: anekTpoHHBIN. — Pesxxum noctyma: https://znanium.com/read?id=361001

J I'ypeeBa, M. A. IlpaBoBoe obecrieueHue npodeccuoHaIbHOM 1eATEeNbHOCTH: YUeOHUK /
M.A. I'ypeeBa. — MockBa: ®OPYM: NHOPA-M, 2021. — 239 c. — (Cpeanee npodeccuoHaIbHOE
obpazoBanme). — ISBN 978-5-8199-0743-6. — TekcT: oneKTpoHHBIM. — Pexum mgocryna:
https://znanium.com/read?id=369665

o Teimenko, A. U. IlpaBoBoe obecneuenue npodeccuoHaIbHON AeITEeIbHOCTH: YUeOHUK
/ AW. Teimnenko. — 4-e u3n. — Mockea: PUOP: UHOPA-M, 2021. — 221 c¢. — (Cpennee
npodeccuonansHoe obpazoBanue). — ISBN 978-5-369-01657-2. — TekcT: 31meKTpOHHBIH. — Pexum
noctyna: https://znanium.com/read?id=379470

. Marsees, P. @. [IpaBoBoe obecneuenne npodeccCUOoHANBHON AesITeIbHOCTH: KPaTKUN
Kkypc / P. ®. MatBeeB. — 3-¢ u3f., ucnp. u jpomn. - Mocksa: ®OPYM: UH®PA-M, 2020. — 128 c. —
(ITpoeccuonansroe obpazosanue). — ISBN 978-5-00091-063-4. — TekcT: 37MeKTpOHHBIA. — Pexum
nocryma: https://znanium.com/read?id=356152

. [Ipamko, I'. C. [IpaBoBoe obecnieueHue npodecCuoOHATBHON ACATEIHPHOCTU: YUSOHUK /
I'. C. Ilpako. — MockBa: PUOP: UH®PA-M, 2021. — 177 c. — (Cpennee mnpodeccuoHanbHOe
obOpazoBanmue). — ISBN 978-5-369-01869-9. — Tekct: »saekTpoHHBIA. — Pexum pocryna:

https://znanium.com/read?id=376972
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. Kyxapenko, T. A. IlpaBoBoe obecneueHue Mnpo(hecCHOHAIBHONW AEATEIbHOCTH:
yueOnuk qisi 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
PEKOMEHIAallMK ISl BBIMOJIHEHUS KOHTPOJBHBIX paboT mo aucuurinHe / Mapuna JleonumoBHa

CuBakoBa; YXTUHCKHN roCyJapCTBEHHBIN TEXHUYECKUU YHUBEPCUTET,
[TpombinieHHO-3k0HOMUYeckui JtecHo# kosutemk (I12JIK) MU (CIIO). — Vxrta: U3a-Bo YXTHHCKOTO
roCy/1lapCTBEHHOIO0 TeXHUYecKoro yHusepcutera, 2018. — 12 c¢. — Pexum pocryna:

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

Cwmupnosa E.II. JlenonpousBoacTBo it cekperaps. PazpaboTka, yder u XpaHeHHUe CITyKeOHOI
JIOKYMEHTAIMK [DNeKTpoHHBIH pecypc]: mpaktudeckoe nocodbue / E.Il. CmupHoBa. — 2-¢ u3m. —
DneKTpoH. TeKCToBbIe nanHbie. — CapatoB: Aii [Tu Op Menua, 2019. — 210 c. — 978-5-4486-0465-2. —
Pexxum mocryma: http://www.iprbookshop.ru/79622

I[OHOJIHI/ITQJIBHLIB HCTOYHHUKMU:

. Ky3nenora, 1. B. JlokyMeHTanlmoHHOE OOECIICUCHHE YIPABICHUSA [DICKTPOHHBIN
pecypce]: yueonoe nocooue mist CITIO / U. B. Kysnenosa, I'. A. XauatpsH. — 2-¢ u31. DIEKTPOH.
TekcToBble aaHHble. — CapatoB: IIpodobOpazoBanue, Al Ilu Op Memma, 2019. — 166 c. —
978-5-4486-0404-1, 978-5-4488-0216-4. — Pexum JIOCTYTIA:
https://www.iprbookshop.ru/epd-reader?publicationld=80326

. ApacnaHosBa, B. A. JlokymMeHTarmoHHOE obecrieueHue YIpaBJICHUS:

yueOHO-TIpaKTHIeCcKOoe 1mocodue B cxemax, tadimiax, oopasmax / B. A. ApacnanoBa. — 3-¢ u3a. —
Cypryt: Cypryrckuil rocyaapcTBEHHBINH mNeaarorndeckuii ynusepcurter, 2019. — 240 c. — ISBN
978-5-93190-385-9. — Texkcr: DJICKTPOHHBIN. — Pexum
nocryna: https://www.iprbookshop.ru/epd-reader?publicationld=94291

IIM.02 Opraam3anuss apXMBHOH W CHPaBOYHO-HH(OPMALMOHHOW PpadoOTHI 1O
AOKYMEHTaM OPraHM3alMu:
OcHOBHBIC HCTOYHHMKH:

. brikoBa, T. A. JlokymMeHTallMOHHOE OOecreueHue ynpaBlieHus (JIeIOMPOU3BOJCTBO):
yuebHoe ocobue / T.A. brikosa, T.B. Ky3nernona, JI.B. Cankuna; noa o6mr. pen. T.B. Ky3nenooit. —
2-e u3n., nepepad. u pon. — Mocka: MTHOPA-M, 2021. — 304 c¢. + Jlon. MmaTepuainsl [ DIeKTPOHHBII
pecypc]. — (Cpennee mpodeccuonanbHoe obpazoBanue). — ISBN 978-5-16-013913-5. — Teker:
3JIEKTPOHHBIN. — Peskum mocrtyma: https://znanium.com/read?id=360476

. OCHOBHI JIeTIONPOU3BOICTBA: yueOHOe mocooue / A.M. Acanmes, N.11. MuponoBa, E.A.
Kocapesa, I'.I'. BykoBuu. — 2-e u3a., ucnp. u gomn. — Mocksa: TH®PA-M, 2020. — 146 c. — (Beicuiee
obOpazoBanme: bakamaBpuatr). — ISBN 978-5-16-015831-0. — Tekct: 2yeKTpoHHBIA. — Pexum
nocryma: https://znanium.com/read?id=348160

. Kysnemnos, 1. H. [lenonpou3BoacTso: yuedbHO-cripaBodHoe mocodue / Y. H. Ky3nemos.
- 9-e u3n., mepepad. — Mocksa: JlamkoB u K, 2020. — 405 c. — ISBN 978-5-394-03881-5. — Tekcr:
3JIeKTPOHHBIN. — Peskum moctyma: https://znanium.com/read?id=358533

JlonoTHUTeIbHbIE UCTOYHUKH:

3axapoBa, H. A. T'ocymapcTBeHHbIE, MYHUIIUTIAIILHBIE ApXUBBI M apXWBBI OpraHU3aIUi
[DnexTponHbIit pecypc]: yueoHoe mocodue mmsa CIIO / H. A. 3axapoBa. — DIIEKTpOH. TEKCTOBBIE
nannbie. — CaparoB: [Ipodob6pazoBanue, Al [Tu Op Menua, 2019. — 169 ¢. —978-5-4486-0495-9,
978-5-4488-0225-6. — Pexxum moctyma: https://www.iprbookshop.ru/epd-reader?publicationld=79439
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IIM.03 BrpinosHeHne padoT MO OJHOM WJIM HECKOJBKHM mnpodeccusiM padovHuXx,
JAOJIZKHOCTAM CJIY2KALIMX
OcHOBHbIE HCTOYHHMKH:

° brikoBa, T. A. JlokyMeHTallMOHHOE OOECIICUCHHE YIIPABJICHUS (JCIOMPOU3BOICTBO):
yaeOnoe nocooue / T.A. beikosa, T.B. Ky3nenona, JI.B. Cankuna; nox oomr. pen. T.B. Ky3nenooii. —
2-e u3n., nepepad. u non. — Mocka: MTHOPA-M, 2021. — 304 c. + Jlon. maTepuansl [ DIEKTPOHHBII
pecypc]. — (Cpennee mpodeccuonanbHoe obpaszopanue). — ISBN 978-5-16-013913-5. — Tekcr:
9JIEKTPOHHBIN. — Pexkum nocrtymna: https://znanium.com/read?id=360476

° Kysnenos, . H. JlemonpousBoacTBo: yueOHOo-cipaBouHoe nocodue / M. H. Ky3Henos.
- 9-¢ u3n., nepepad. — Mocksa: JlamkoB u K, 2020. — 405 c. — ISBN 978-5-394-03881-5. — Tekcr:
9JIEKTPOHHBIN. — Pexxum nocryna: https://znanium.com/read?id=358533

° Kupcanosa, M. B. CoBpemMeHHOe AEIIONPOU3BOACTBO: ydeOHOe mocobue / M.B.
Kupcanosa. — 4-e u3a. — Mocksa: UTHOPA-M, 2020. — 312 c. — (Briciee oOpazoBanue: bakanaBpuar).
- ISBN 978-5-16-004491-0. - Texcr: AJIEKTPOHHBIH. - Pexum
nocryna: https://znanium.com/read?id=372474

. OCHOBHI JICJIONPOU3BOICTBA: yueOHOe mocooue / A.M. Acanues, U.1. Muponosa, E.A.
Kocapesa, I'.I'. BykoBuu. — 2-¢ u3j., uctp. u gom. — Mocka: MHOPA-M, 2020. — 146 c¢. — (Beicee
obpaszoBanue: bakamaBpuar). — ISBN 978-5-16-015831-0. — Tekcrt: a1eKTpoHHBIA. — Pexum
noctyna: https://znanium.com/read?id=348160

o JlokyMeHTanmonHoe obecriedenue ynpanienus. CocraBieHue u opopmiieHue IeI0BbIX
nokyMeHToB: ydeOHoe mocobue st CIIO / cocraButenu E. WM. bammakoBa. — CapatoB, Mocksa:
[IpodpoOpazoBanme, Aii Ilu Ap Memma, 2021. — 144 c. — ISBN 978-5-4488-1080-0,
978-5-4497-0964-6. = Tekcr: 3JICKTPOHHBIMN. = Pexum JIOCTyTIA:
https://www.iprbookshop.ru/epd-reader?publicationld=103343

° AnekceeBa, T. B. JlokyMeHTalmoHHOE oOeciieueHue ymnpasiaeHus: yueOnuk / T. B.
AnekceeBa, O. A. CtpaxoB. — Mocka: YuuBepcurer «Cuneprusi», 2020. — 132 c. — ISBN
978-5-4257-0402-3. - Texcr: DIIEKTPOHHBIH. - Pexum
nocrtyna: https://www.iprbookshop.ru/epd-reader?publicationld=101344

IlOHOJIHI/ITeJIBHLIe HCTOYHUKHU:

o Ky3nenosa, 1. B. JlokymeHTanoHHOE OOECIeUeHHE YIpaBlIeHUs [IDIeKTPOHHBIN
pecypce]: yueobnoe nmocooue mist CITIO / U. B. Ky3nenosa, I'. A. XauarpsH. — 2-e¢ u31. DIEKTPOH.
TekcToBble maHHbIe. — CaparoB: IIpodoOpazoBanme, Aii [lm Op Memma, 2019. — 166 c. —
978-5-4486-0404-1, 978-5-4488-0216-4. - Pexxum JOCTYyTIa:
https://www.iprbookshop.ru/epd-reader?publicationld=80326

ApacnanoBa, B. A. JIokyMeHTalmOHHOE OOECIeUeHHE YNMpPAaBICHUS: YYeOHO-TPAKTUYECKOe
nocobue B cxemax, Tabmmmnax, oopasuax / B. A. ApacnmanoBa. — 3-e uzn. — Cypryr: CypryTckuii
roCy/apCTBEHHBIN menaroruueckuii yausepcurer, 2019. — 240 c. — ISBN 978-5-93190-385-9. —
Tekcr: AIEKTPOHHBIMN. - Pexum
nocryma: https://www.iprbookshop.ru/epd-reader?publicationld=94291

4.3 O0mue TpeOOBAHUS K OPraHU3aluHM 00Pa30BATEJIBLHOIO NpoLecca

Xapakrep IIPOBEICHUSA IIPOU3BOACTBEHHOMN (MpeauIIOMHOI) MPAaKTUKU:
KOHLICHTPUPOBAHHBIMN.

[IpousBoncTBeHHas (MpeANUIIOMHAs) MpPaKTUKAa JOJKHA IMPOBOJUTHCS B OpraHMU3aIMsX,
HarpaBJIeHUE JIEITETbHOCTH KOTOPBIX COOTBETCTBYET MPOQHIIIO MOATOTOBKH 00yUYaIOIIUXCSL.

OYHKIMH PYKOBOAMUTENS IPOU3BOJCTBEHHOH (MPEAIUIIIIOMHOMN ) MPaKTHKU:

- (opMupoBaHue, 3aKpelyieHHE, Pa3BUTHE NPAKTUYECKUX HABBIKOB W KOMIIETEHIMH B
IIpOLIECCEe BBIMOJIHEHUS OINpPEAEICHHBIX BUIOB padoOT, CBA3aHHBIX ¢ Oyaymiell mpodeccuoHambHOM
JeATEIbHOCTBIO;
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- KOOpJIMHHUPOBAHUE U MPOBEpKa paboT 00y4aromuxcs.

OOmue TpeOoBaHUS K JTOKYMEHTALMU, HEOOXOOMMOHN AJIs MPOBENEHHs MPOU3BOJCTBEHHON
(mpeanIIOMHON ) NPaKTUKU: THEBHUK, OTYET.

IIpousBosacTBeHHAs  (NMpEeLAMIZIOMHAs) IPAaKTUKAa IPOBOAMUTCS HA MPEIUIPUATHH B
COOTBETCTBUH C JJOTOBOPOM, COTJIAaCOBAaHHBIM C paboTOAaTENIeM COTIACHO TEMATUYECKOMY IUIaHy B
pamkax npodeccuoHabHBIX Moaynei: [IM.01, TIM.02, TIM.03.

YcnoBueM omycka oOydYaromMxcsi K MPOM3BOJCTBEHHOM IMPAKTHKE SIBISAIOTCS OCBOCHHBIC
y4eOHbIe, TPOU3BOJICTBEHHBIE (10 MPOQHITIO CIICLHAIBHOCTH ) IPAKTUKHU, MOJTYJIH.

4.4 KanpoBoe ob0ecrniedyeHne 00pa3oBaTeJIbHOI0 Npouecca

OpraHu3anui0 ¥  PYKOBOJCTBO  IPOHM3BOJICTBCHHON  (NMPEIAMILIOMHON)  MPAKTHKON
OCYIIECTBIISIOT PYKOBOJUTEIH MIPAKTUKU OT 00Pa30BaTEIbHOIO YUPEKACHUS U OT IPOU3BOICTBEHHOM
OpraHH3aIiy.

OnbIT 1eATeNbHOCTH B OPraHU3alUsIX COOTBETCTBYIONICH TpodeccuoHanbHON cepbl ABIsSETCS
o0s3aTenbHBIM  JUIsl  [IpenojaBaTeliel,  OTBEUYAIOIIMX 3@  OCBOGHHE  O00YyYaroIIMMUCS
npodeccuonansHoro yuyebnoro mnukia. IlpemogaBatenu JOMKHBI MMONYy4aTh JIOMOJHUTEIHLHOE
npodeccruoHaIbHOE 00pa30BaHUE MO MPOrpaMMaM MOBBIIICHNS KBATH(UKALINH, B TOM YHCIe B popme
CTaXXUPOBKHU B IPO(UIBHBIX OpraHu3alusax He pexxe 1 pasa B 3 roja.

5. KOHTPOJIb ¥ OLIEHKA PE3Y./IbTATOB OCBOEHHS IIPON3BO/ICTBEHHOIA
(ITPEUTMIIJIOMHO) TIPAKTUKH

KoHTpOoJIb ¥ OlleHKA pe3yIbTaTOB OCBOCHUS MPOU3BOICTBEHHON MPAKTUKUA OCYLIECTBIISAETCS
PYKOBOAMTEIIEM MPAKTUKU HA OCHOBAHHUHU IIPEIOCTABIEHHBIX JTOKYMEHTOB.

[To 3aBepiieHNIO0 MPAKTUKHA 00YYAIOUTUNCS TPOXOAUT KBAIM(PUKAIIMOHHBIC UCTIBITAHUS.

Conepxxanue paboOThl [JODKHO COOTBETCTBOBATH ONPEACICHHBIM BHUAAM JESATEIbHOCTH,
CJI0KHOCTB pabOTHI I0JIKHA COOTBETCTBOBATh ypoBHIO B/I.

IpodeccuonanbHbIe KOMIIETEHIIUU

Kon HanmenoBanmue pe3yJjibTara o0y4eHust ®opmMbI U METOAbI KOHTPOJISI M OLIEHKHU
pe3yJibTaToB 00y4eHHus

[IK 1.1. | KoopnunupoBatrs paboTy opranuzanuu | OneHka — BBINOJHEHHMS  MPAKTHYECKUX
(mpueMHON pyKOBOJIUTEISI), BECTU IIPUEM pabor.

IIOCETUTEIIEH.
ocetnrene [ToBepka THEBHUKOB ¥ OTYETOB IIPAKTUKH.

VY CTHBIN OIIPOC Ha 3a4€Te.

[MIK 1.2. | OcymecTBiaTh paboTy mo noarotroBke u | OmeHka  BBIMOJHEHHMS  MPAKTHYECKUX
IIPOBEICHUIO  COBEIIAHWHM,  JIEJIOBBIX pabor.

BCTpECY, IIPUCMOB U II HTaIui.
CcTpet, pHEMO pese 1 HOBepKa JAHCBHHUKOB U OTUYCTOB ITPAKTHUKHU.

VY CTHBIN OIIpOC Ha 3a4eTe.

K 1.3. | OcymiecTBiaATh MOATOTOBKY Jed0BBIX | OLlEHKAa  BBIIOJHEHUS  MPaKTUYECKHUX

MOE3/I0K  PYKOBOAUTENS ¥ JPYIUX | paGor.

COTPYAHNKOB OpraHU3al1H. HOBepKa JAHCBHHUKOB U OTYCTOB ITPAKTHUKHU.

VY CTHBIN OIIpOC Ha 3a4eTe.

[IK 1.4. | Opranu3oBbIBaTh pabouee MecTo | OLEHKa  BBINOJHEHUS  NPAKTHUUYECKUX
ceKpeTaps U pyKOBOJUTEIS. pabor.

IToBepka THEBHUKOB U OTYETOB IIPAKTUKH.
VY CTHBIN OIIpOC Ha 3a4eTe.
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[IK 1.5. | OdopmasaTh u peructpupoBaTh | OlleHKAa  BBINOJIHEHUS  MPAKTHYECKUX
OpraHU3alMOHHO-PACIIOPSAIUTENbHbIE pabor.
OKYMEHTBI, KOHTPOJIMPOBATH CPOKH HX
HOKYM ’ POJIHPp p [ToBepka THEBHUKOB U OTYETOB IIPAKTUKHU.
VCIIOJTHEHMUSI. .
VYcTHBIN Oonpoc Ha 3a4eTe.
[IK 1.6. | ObpabatbiBaTh Bxozsmue u ucxondmue | OleHka — BBINIOJHEHHMS  MPAKTUUYECKUX
JIOKYMCHTBI, ~ CHCTEMAaTH3HPOBATh  HUX, | paGorT.
COCTaBJISITh ~ HOMEHKJIAT e1r u
ypy A [ToBepka THEBHUKOB U OTYETOB IIPAKTUKH.
(dopMHpOBaTh JOKYMEHTHI B J€TIA. .
VYcTHBIM Oonpoc Ha 3a4eTe.
IIK 1.7. | CamocTOsATENBHO paboTtath c | OueHka  BBINOJIHEHUS  MPAKTHYECKUX
JIOKyMEHTaMH, COICPXKALIHUMHE | paGoT.
KOH(PHICHIMAIIBHYI0 UH(POPMALIHIO, B TOM
(rnenn yI0 HH(OpMAIHIO, [ToBepka THEBHUKOB U OTYETOB IIPAKTUKH.
qyucie ¢ JOKYMEHTaMH [0 JUYHOMY y .
cocTagy. CTHBII OIIPOC Ha 3a4eTe.
IIK 1.8. | OcymiecTBasTh tenedonnoe | OTeHKa  BBIMOJHCHHUS  MPAKTUYECKHUX
obciyXHBaHHE, IPHHAMATE U MEPEaBaTh | paGor.
KCBI.
(axe [loBepka THEBHUKOB U OTYETOB MPAKTUKH.
VYCTHBII ONpoC Ha 3a4eTe.
I[IK 1.9. | OcymectBiarh  NOAroTOBKY  jAel K | OlleHKa  BBIMIOJIHEHHUS  MPaKTUYECKHUX
nepeaaye Ha apXUBHOE XpaHEHHE. pabor.
[loBepka THEBHUKOB U OTYETOB MPAKTUKH.
VYCTHBII ONpoC Ha 3a4eTe.
[IK 1.10. | CocTaBnatrh omnucu Jei, ocymecTBiATh | OlleHKa  BBIIOJHEHUS  IPAaKTHUYECKUX
NOArOTOBKY [ K IHepeiaie B apXuB | paGor.
raHu3aIuu I TBEHHBI u
OpraHusalui, OCYapCTBCHHBIC [ToBepka THEBHUKOB U OTYETOB NMPAKTUKH.
MYHULIMIIAJIbHBIE APXUBBI. .
VYcTHBIN OnpocC Ha 3a4eTe.
IIK 2.1. | OcymecTBiaATh  JKCMEPTU3y IEeHHOCTH | OllEHKa  BBIMIOJIHEHHUS  MPaKTUYECKHUX
JIOKYMEHTOB B COOTBETCTBUU ¢ | paGor.
HCTB MU KOHOJATEeIbHBIMU
ACHCTBYIOIL 3aKoHOAaTeN [ToBepka THEBHUKOB U OTYETOB MPAKTUKH.
aKTaMU ¥ HOpMaTHUBaMH .
VY CTHBIN ONpoC Ha 3a4eTe.
[IK 2.2. | Bectu paboTy B cuctemax »JeKTpoHHOro | OumeHka  BBIMOJHEHMS  MPAKTHYECKUX
JOKYMEHT0000poTa pabor.
[ToBepka THEBHUKOB U OTYETOB MPAKTUKH.
VYceTHBIN OonpocC Ha 3a4eTe.
[1K 2.3. | Pa3zpabaTbiBaTh U BecTH Kiaccupukaropsl, | OlleHKa  BBIOJHEHMS  MPAKTHYECKUX
Tabenmn M Jpyrue  CHpaBOYHMKH  T0 | paGor.
KYMEHTaM OpraHu3aluu
JIOKyMe op Sal IloBepka THEBHUKOB U OTYETOB MTPAKTUKH.
VY CTHBIN OIIpOC Ha 3a4eTe.
[IK 2.4. | ObecneunBaTh MpHeM M pauuoHaigbHOe | OlleHKa  BBINOJHEHHUS  HPAKTUYECKUX
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  CcoOXpaHHOCTh | OlleHKa  BBIOJHEHHUS  MPAKTUYECKUX
JIOKYMEHTOB B apX1BE pabor.

HOBepKa JAHCBHHUKOB U OTYCTOB ITPAKTHUKHU.
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YCTHBIN Oonpoc Ha 3a4eTe.

[IK 2.6. | Opranu3oBbIBaTh nucnonb3oBaHue | OneHka  BBINOJHEHHS — MPAKTUYECKUX
apXMBHBIX ~ JIOKYMCHTOB B  HAYYHBIX, | paGor.
CIIPaBOYHBIX M MPAKTUYECKUX LIEIIAX
p p I [ToBepka THEBHUKOB U OTYETOB IIPAKTUKH.
VYcTHBII Oonpoc Ha 3a4eTe.
IIK 2.7. | OcyuiecTBiaaTh Ornenka BBINIOJIHEHUS MPAKTUYECKUX
OpraHU3alMOHHO-METOANYECKOE pabor.
OBOJICTBO U KOHTPOJb 3a padoToit
PYKOBOZ P P .. | IloBepka THEBHUKOB U OTYETOB IPAKTHKHU.
apxXuBa OpraHu3alliyd U 3a OpraHu3aunuen y .
JIOKYMEHTOB B JICJIONTPOU3BOJICTBE CTHBIM OTIPOC Ha 3a9CTC.
[1IK 3.1. | Opranu3zamus paboThI C TOKyMEHTaMHU. OueHka  BBINOJHEHUS — MPAKTHYECKUX
pabor.
[ToBepka THEBHUKOB U OTUETOB MPAKTUKH.
VYCTHBII ONpoC Ha 3a4eTe.
IIK 3.2. | Opranuzanus TEKYILEro xpadeHus | OlleHKa  BBITIOJIHEHUS  MPaKTUYECKHUX
JIOKYMEHTOB. pabor.
[ToBepka THEBHUKOB U OTUYETOB MTPAKTUKH.
VYCcTHBIM OnpocC Ha 3a4eTe.
IIK 3.3. | Opranmzanus  ob6pabotku  gen  jis | OlleHKa  BBIMIOJIHEHHUS — MPaKTUYECKHUX
MOCJIEIYIOLIErO XPaHEHHUS. pabor.
[ToBepka THEBHUKOB U OTUYETOB MTPAKTUKH.
VYCTHBII ONpoC Ha 3a4eTe.
O0nue KoMneTeHI NN
Kon HanmenoBanme pe3yjibTata o0ydeHusi mo | ®opmMbl U MeTOAbI KOHTPOJISI M OLIEHKHU
OK CHeHATBHOCTH pe3yJIbTaToOB 00yUeHHs

OK 1 [Tonumarpe  cymHOCT, M conManbHylo | Habmionenue W oneHka  MpOSIBICHUS
3HaYMMOCTh CBOeW Oyaymied mnpodeccuu, | ycToiuMBOro uHTEpeca K cBoeil Oymymien
IIPOSIBJISATh K HEW YCTOWYMBBINA MHTEPEC. npodeccun B mpouecce [T

OK 2 OpranuzoBbIBaTh cobcTBeHHyt0 | HabmogeHne M oOleHKa CHOCOOHOCTH K
JeSITeNIbHOCTh, BBIOMPATh TUIOBBIE METObI | OMPEEIICHNI0, NPUMEHEHUI0 METO/J0B H
" CHoco0BbI BBITOJIHEHUS | CIOCOO0OB  pelIeHuss NpoQecCuOHaTbHBIX
npoQeCCHOHANIBHBIX 3aJ]la4, OLIEHMBaTh WX | 3ajmay B mpouecce [T/II1
7 (HEeKTUBHOCTH M KA4eCTBO.

OK 3 [IpunuMate pemieHuss B CTaHAApTHBIX © | HaOmrogeHue u oOIeHKa CHOCOOHOCTH K
HECTAaHJAPTHBIX CUTYAIUSX M HECTH 3a HUX | IPUHATHUIO CTAHJAPTHBIX U HECTAHJAPTHBIX
OTBETCTBEHHOCTh pemienuit B mpouecce [1JII1

OK 4 OcymecTBIATh TOWCK M HUCHONb30BaHWe | HabmioneHne u  OmEeHKa CIOCOOHOCTH
uHpopmanuu, HE00XO0IMMON JUIA | HAXOOUTh HEOOXOUMYIO
3P PEKTUBHOTO BBINOJIHEHUS | TPO(EeCCHOHAIbHYI0  MH(OpMaIUio  Juis
PO eCCHOHATBHBIX 3ajad4, | BBITOJTHEHHU 3a1a4 B npouecce [T
npogeccuoHaIbHOTO " JUYHOCTHOTO
pa3BUTHSL.

OK 5 Hcnonb3oBath HaGmtoneHnne u  oOleHKa CHOCOOHOCTH
nH()OPMAITMOHHO-KOMMYHHKAITMOHHBIE HCII0JIb30BATh
TEXHOJIOTHH B npodeccnoHanbHOM | THPOPMAITMOHHO-KOMMYHHUKATHBHBIE

JIeSITENLHOCTH.

TEXHOJIOTHH B npodeccCuoHANBHOM
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nearesnbHoCcTH B mponecce [TJITT

OK 6 PaGorath B KOJUIGKTHMBE M KoMmaHje, | HaOmrogeHue M oIeHKa CHOCOOHOCTH K
3 dexTuBHO O00mATBCS C  KOJUIEramH, | OOIICHHUIO, pabore B KOMaHJe,
PYKOBOACTBOM, TIOTPEOUTEIISIMH. B3aMMOJICMCTBUI0O B  KOJUIEKTHBE B

nponecce [TJIT1

OK 7 Bpate Ha cebs OTBETCTBEHHOCTH 3a paboTy | HaOmoeHne u OleHKa OTBETCTBEHHOCTH
YJIEHOB KOMAaHIbI (momuuMHEHHBIX), | 32 paboTy KoMaH bl B miponiecce TT/1I1
pe3yJIbTaT BBIIOJHCHUS 3aJJaHUN

OK 8 CaMOCTOSTEEHO OnpeneniaThb 3aga4u HaGmroneHne u oOLieHKa CTpEMIIEHHS K
NpodecCHOHANBHOrO M JMYHOCTHOTO | CAMOOODA30BAHMIO M JIMYHOCTHOMY
pa3BUTHS, saHnMathcs | PASBATHIO B Iiporecce I
camoo0Opa3oBaHUEM, OCO3HAHHO
TUTAHUPOBATH TIOBHITIICHNE KBATH(DUKAIHH.

OK 9 HaOmronenue M oIeHKa CHOCOOHOCTH K

OpueHTupoBaThCs B YCIOBHUSX 4YacTOU
CMEHBI TEXHOJIOTUH B NPO(heCcCHOHATBHOM
JIeSTEIIBHOCTH.

OCBOEHHUIO HOBBIX TEXHOJIOTHUH B Impouecce
T
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MUWHOBPHAYKHU POCCHUHN
denepanbHOE TOCYIApPCTBEHHOE OI0HKETHOE
00pa3oBaTebHOE YUPEKICHUE BBICIIETO 00Pa30BaHMS

«YXTHHCKHH roCyJapCTBEHHbIN TEXHUYECKUI YHUBEPCUTET)
(YI'TY)
Nunycrpuaneueiii uncturyt (CI1O)

KOMIUIEKT OHEHOYHBIX CPEJCTB
11O TTPON3BOACTBEHHOM 1IPAKTHKE
(MPEAAUTTJIIOMHON)

OCHOBHOH MpOo(ecCHOHaANbHOI 00pa30BaTeIbHON MPOrPaMMBbI
cpeaHero npohecCHOHAIBHOTO 00pa30BaHuUs
no crnenuanbHocT 46.02.01 JIOKyMEHTallMOHHOE 00ecieYeHre YIIPaBIeHUsl U

APXHUBOBCACHUC

KO/l U HAMMEHOBAHHUE CIELUAIbHOCTH/IPO(heccuu




. ITACITIOPT KOMIIVIEKTA OINIEHOYHBIX CPEJACTB

1. O6J1acTh IPUMEHEHUS

KommuiexT onenounbix cpencts (nanee — KOC) npegHazHadeH [uist KOHTPOJIS M OLEHKU
pe3yJIbTATOB MIPOXOXKICHUS POU3BOJICTBEHHOM MPAKTHKHU (IIPEAIUILIOMHOI) 110:

I[IM. 01 Opraauzanuss  JOKyMEHTAIlMOHHOTO  OOECIIEYeHMS  YIPABICHUS U
(YHKLIMOHUPOBAHUS OpraHU3alMH;

[IM.02 Opranuzanmuss apxXUBHOH W CIPAaBOYHO-WUH(OPMAIIMOHHONW  paboThl 1O
JOKYMEHTaM OpraHu3aluu;

I[IM. 03 Boinonnenue paboT MO OJHOW WM HECKOJIBKUM MPO(eccusiM, IOHKHOCTIM
CIy’)KalllUX, OCHOBHOM  mpodeccHoHanbHOM  00pa3oBaTelabHONH  IPOrpaMMbl  CpPEIHEro
npodeccuoHanbHOTO  OoOpazoBanusi 1o crnenuanbHOocTH  46.02.01  JloKkymMeHTaMOHHOE
o0ecrieyeHue ynpasieH!s U apXUBOBECHUE.

2. OO0beKTbI OLeHUBAHUS — Pe3yJIbTAaThl 0CBOEHUSI

IIM. 01 Oprasm3anuss [JOKYMEHTAIMOHHOIO oOecrieyeHusi YIpPaBJICHUS U
(pYHKUHMOHHPOBAHUS OPraHU3ALMU

IIM.02 Oprasu3aouss apXMBHOM M CHPaBOYHO-MH(OPMAIMOHHOH PpadoThHI 1O
JAOKYMEeHTaM OpraHu3aluu

IIM. 03 BbinosiHeHne padoT M0 OHOM MJIM HECKOJBLKHUM NPOodeccusiM, J0JKHOCTAM
CIIyKAIUX

B pesynbrare mnpoBeneHHs NPOMEKYTOYHOW aTTECTAllMM IO IPOU3BOJICTBEHHOM

npakTuke (MpeIIUITIOMHOM) OCYIIECTBIISIETCS KOMITJICKCHAs OLIEHKA OBJIAJCHHS CIICAYIONIMMU
npodecCHOHANBHBIMU U OOIITMMH KOMITETEHIIUSMHU:

Tabauna 2.1
Kog HaumenoBanue pe3ynprata 00y4eHus

IK 1.1. KoopaunuposaTs paboTy opranuzanuu (IpueMHONH pyKOBOJUTENS ), BECTU
IIPUEM TIOCETUTEIIEH.

IIK 1.2. OcymiecTBISITh pabOTy MO MOATOTOBKE U TIPOBEICHUIO COBEIIAHMH, JIETTOBBIX
BCTpEY, IPUEMOB U MTPE3CHTALIMII.

I1K 1.3. Ocy1ecTBISTh MOATOTOBKY JAEIOBBIX MOE3/10K PYKOBOAUTENS U IPYTUX
COTPYAHUKOB OpraHu3aluu.

I1K 1.4. Oprann3oBbIBaTh paboyee MECTO CEKpeTapsi U PYKOBOIUTEIIS.

IIK 1.5. OdopMIsTh ¥ perucTpUpOBaTH OPraHU3ALMOHHO-PACTIOPSAUTEIbHBIE
JIOKYMEHTBI, KOHTPOJIMPOBATH CPOKU UX UCTIOTHEHUSI.

IIK 1.6. OO6pabaTbIBaTh BXOISIINE U UCXOISIINE IOKYMEHTHI, CHCTEMAaTH3UPOBATh UX,
COCTaBIISITh HOMEHKIIATYPY JeN U (POpMUPOBATH TOKYMEHTHI B JIENa.

IK 1.7. CamocTosiTeTbHO padoTaTh C TIOKYMEHTAMHU, COICPKAITUMU
KOH(UICHIMATBHYIO HHPOPMAIIHIO, B TOM YKCIE ¢ JOKYMEHTaMH 10 JIMYHOMY
COCTaBy.

I1K 1.8. OcymiecTBisATh TeseOHHOE 00CTy)KHBaHUE, TPUHUMATh U TIepe1aBaTh (PaKcChl.

IIK 1.9. OcCymecTBIISITh MOATOTOBKY A€ K Nepejaye Ha apXUBHOE XPaHEHHE.

TIK 1.10. CocTaBiATh OMUCHU A€, OCYIIECTBISATH MOATOTOBKY €I K Mepejaye B apXuB
OpraHu3aIiy, roCy1apCTBEHHbIE U MYHUIIUTIATbHbBIE APXHBBIL.

IIK 2.1. OcCylecTBIATh  DKCIEPTU3y LEHHOCTU JOKYMEHTOB B COOTBETCTBHHM C
JEMCTBYIOIMMU 3aKOHO/IaTEIbHBIMU aKTaMU M HOPMAaTHBAMU

I1K 2.2. Bectu paboTy B cucTeMax 2JIEKTPOHHOTO JJOKYMEHTO000pOTa

IIK 2.3. PazpabaTpiBaTh W BecTH KIAacCU(PUKATOPHI, Ta0elnd U Jp. CIPABOYHUKHU IIO
JIOKYMEHTaM OpraHu3aliu

I1K 2.4. ObecneunBaTh NPUEM M PALlMOHAIBHOE pa3MeIleHUe T0KyMEHTOB B apXuBe (B T.
Y. TOKYMEHTOB 10 JUYHOMY COCTaBY)

I1K 2.5. ObecneunBaTh Y4eT M COXPAaHHOCTh JOKYMEHTOB B apXUBE




I1K 2.6. OpranuzoBbIBaTh  MCIOJIB30BAHME APXUBHBIX JOKYMEHTOB B  HAay4HBIX,
CIPABOYHBIX U MPAKTUYECKUX LIETSIX

K 2.7. OcCylIecTBISTh OpPraHU3alMOHHO-METOJUYECKOE PYKOBOJCTBO M KOHTPOJIb 3a
paboToii apxuBa OpraHuM3allud U 32 OpraHu3alMeil JTOKyMEHTOB B
JIEJIONPOU3BOJICTBE

IIK 3.1. Opranu3zanus paboThl C JOKYMEHTAMH.

I1K 3.2. Opranuzanys TEKYIEro XpaHeHus: JOKYMEHTOB.

I1K 3.3. Opranu3anus 00pabOTKH Je IS TOCIICIYIONIETO XPAaHCHHMS.

OK'1 [ToHnMaTh CYIIHOCTh U COLMAIBHYIO 3HAYMMOCTh CBOCH Oynymieil mpodeccun,
MPOSIBJIITh K HEM YCTOMYMBBIN MHTEPEC.
OK 2 Opranu3oBbIBaTh COOCTBEHHYIO IESTEIBHOCTH, BHIOMPATh TUIIOBBIE METOMBI H

CHOCOOBI  BBIMOJIHEHUS  NMPO(ECCHOHANBHBIX  3a/a4,  OICHUBATh  HX
7 (HEeKTHBHOCT M KA4eCTBO.

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

3¢ pexTUBHOrO BHIMOTHEHUS MPOPECCUOHANBHBIX 3a/1a4, MPO(EecCHOHAIBHOTO U
JUYHOCTHOT'O Pa3BUTHSI.

OK 5 Hcnonb3oBath UH(POPMALMOHHO-KOMMYHHUKAIIUOHHBIE TEXHOJIOTHH B
1po(heCcCUOHATILHON e TEIbHOCTH.

OK 6 PaboTtarh B KOJJIEKTMBE M B KOMaHJe, 3(PQPEeKTUBHO OOLIATHCS € KOJUIEraMu,
PYKOBOJCTBOM, NOTPEOUTEISIMHU.

OK 7 bpatp Ha ce0s1 OTBETCTBEHHOCTh 3a pabOTy WIEHOB KOMAaH[bl (IIOJYMHEHHBIX),
pe3yJIbTaT BBITOJIHEHUS 3aJaHUIA.

OK 8 CamocTosTENbHO OINpeNeNATh 3aJaud  MPO(PECCUOHAIBHOIO U JIMYHOCTHOIO

pa3sBUTHA, 3aHUMAaThbCA CaMOO6pa30BaHI/I€M, OCO3HaHHO IJIaHUPOBATbh
IIOBBIIICHUEC KBaHI/I(l)I/IKaI_II/II/I.

OK9 OpueHTHPOBATHCS B YCIOBUSAX YaCTOW CMEHBI TEXHOJIOTHUH B IPO(ECCHOHATBHOM
JIESITEIIBHOCTH.

Kommiext KOC mo3BosisieT OlleHUTh MPHOOPETEHHbIE HA PAKTUKE MPAKTUIECKHUI OIBIT:

- OpraHu3aluy JOKYMEHTAllMOHHOIO 00ecredyeHus yHpaBlieHUus U (YHKIHOHUPOBAHUS
OpTraHH3aIIH.

- OpraHu3alliy apXUBHOM U CIIPaBOYHO-MH(OPMALMOHHON pabOThl OPraHU3aLINH.

- BBITIOJIHEHUE Pa0OT MO OJHOM HIIM HECKOJIBKHUM MpodeccusM, JOHKHOCTIM CIYKaIluX.

VMmeTs:

- IPUMEHATh HOPMATHBHBIE TPABOBBIE aKThI B YIIPABICHYECKON NEATEIbHOCTH;

- IOATrOTAaBJINBATh IIPOEKTHI YIIPABICHYECKUX PEIICHUN;

- o0Opa0aTbiBaTh BXOMSIINE M HUCXOMASNINE JOKYMEHTBHI, CHCTEMAaTHU3HPOBATH WX,
COCTaBJIATh HOMEHKJIATYPY J1e]1 U OpMUPOBATH TOKYMEHTHI B JIENIa;

- TOTOBUTH ¥ TIPOBOJIUTH COBEIIAHUSI, I€IOBbIE BCTPEUH, IPUEMBI U MPE3CHTAIUH.

- OPraHU30BBIBAThH JIEATEIBHOCTh apXMBa C YUETOM cTaTyca U Ipoduis OpraHu3alny;

- paboTaTh B cucTeMax 3JIEKTPOHHOTO IOKyMEHTOO00pOTa;

= UCIIOJIB30BAaTh B ACATCIIBHOCTHU apXI/IBa COBpeMeHHBIe KOMHBIOTepHBIe TEXHOJIOTHH,

- TPUMEHITh COBPEMEHHBIE METOJIWKH KOHCEPBAllMM U PECTaBpallud apXUBHBIX
JIOKYMEHTOB.

- COCTaBIATHh U OPOPMIIATH JOKYMEHTHI, pEerIaMEeHTUPYIOIIUE eITEIbHOCTh CIYKObI
HOY;

- CO371aBaTh U KIacCU(PUKAITUMOHHBIX CIIPABOYHUKOB;

- hopMUpOBaTh JOKYMEHTHI B JIEJIa;

- COCTaBJISITh IOKYMEHTBI JJisl 0OPMIICHUS JIe]l K apXUBHOMY XpaHeHUt0. [ 0TOBUTH U
HpOBO)II/ITI) COBCIIaHUA, NCIIOBBIC BCTpqu/I, HpI/IeMBI 158 npe3eHTau1/m;




3. ®opMBbI KOHTPOJISI M OLIEHKHU Pe3yJIbTATOB MPOXO0:KAeHHUS MPAKTHKH

B cootBeTcTBUU ¢ yueOHBIM TUTaHOM, pabdoueil mporpammoit [IM. 01; [IM.02; TIM. 03 u
paboueii mporpamMMoil MPOU3BOACTBEHHON MNPakTHKK (MPEIIUILIOMHOM) IMPeIyCMaTpUBaCTCs
TEKYIIUI U IPOMEKYTOUHBINA KOHTPOJIb PE3YJIBTATOB OCBOCHUSI.

3.1 ®opmbl TeKyLIEro KOHTPOJISA

Buasl paboT Ha mNpakTHKE ONPEAESIOTCS B COOTBETCTBHM C TpeOOBaHMUAMHU K
pe3ynbTaTtaM 00y4eHHs 1Mo MpodeCCHOHATBHBIM MOIYJISIM — MpakTudeckomy ombity, [1IK, OK u
oTpakeHbl B paloueill mporpamMMe mnpodecCHOHANbHBIX MoAened u pabodell mporpamme
IPAKTHKU.

Texkymuii KOHTPOIb pE3YJNbTATOB INPOXOXKIEHUS INPOU3BOACTBEHHOM IPAKTUKU
(mpeaauIIOMHOI) B COOTBETCTBUM C pabodeil mporpaMMol MPAKTHKH HPOMCXOAUT IpU
UCIIOJIb30BAaHUM CIIEYIOIUX 0053aTeNIbHBIX (OPM KOHTPOJIS:

- ©KEOHEBHBIH  KOHTPOJb  IIOCEUIAEMOCTH  IPOU3BOJACTBEHHONW  IPAKTHKHU
(OpenInuIUIOMHO#T) pYKOBOIUTENIEM MPAKTUKU OT HPEIIPHSTHSL,

- HaOJI0/ICHNE 32 BBIMIOJIHEHUEM CIICAYIOIINX BHIOB palboT:

IIM.01 Oprasu3anusi JOKYMEHTAIIMOHHOrO o0ecleYyeHUsi yIpPaBJeHHA H
(p)yHKIMOHMPOBAHUS OPraHU3ALNH

1. 3yyenue GyHKUUN U CTPYKTYpPBI A€TONPOU3BOICTBEHHOM CITyXOBbI;

2. BbiaBieHue 0COOCHHOCTEH JIOKYMEHTUPOBAHMSI JI€ATEIbHOCTU OpraHU3allMH,
YUPEXKIEHUS, IPEATIPUATHUS;

3. IlocTpoenne nHPOPMAITHOHHO-TTOUCKOBOW CHCTEMBI;

4. KOoHTpOJIb 32 UCIIOJIHEHUEM JOKYMEHTOB;

5. Knmaccudukamnus u cucremarusanus J0KyMEHTOB, (POPMUPOBAHUE JIEI.

IIM.02 Oprasu3aouss apXvMBHOH M CHPaBOYHO-MH(OPMAIMOHHOH PpadoThHI 1O
JOKYMEHTaM OPraHM3alHM

1. AHanu3 HOpMaTUBHO-TIPABOBOM 0a3bl apXHBa OpraHU3aLMH.

2. DKcnepTr3a IeHHOCTH JJOKYMEHTOB.

3. Hcnonb30BaHNe CUCTEM HIIEKTPOHHOTO IOKyMEHTO000pOTa B apXMBE.

4. Pabora c kinaccudukaTopamu, TaOensiMU M JAp. CIPaBOYHUKAMU IO JIOKYMEHTaM
OpraHu3aluu

5. AmnHanu3, opranuzanusi. JlokyMeHTHpOBaHUE IPUEMa U PALMOHAJIBLHOTO pa3MELICHUS
JIOKYMEHTOB B apXuBe (B T. Y. JIOKYMEHTOB TI0 JINYHOMY COCTaBY).

6. ObecrieueHre COXpPaHHOCTH JOKYMEHTOB B apXUBe.

7. Wcnonb3oBaHWE apXMBHBIX JOKYMEHTOB B HAy4yHBIX, CIPABOYHBIX M IMPAKTHYECKHX
LEJSIX.

IIM.03 BoinosiHeHue padoT 1Mo OAHON WM HECKOJBKHM NMPO(peccusiM, J0IKHOCTAM
CIIyKaIMX:

1. 3yueHue CTpyKTYpbI, 3a]1a4 U QYHKIUH YUpeKICHHUS.

2. AHanu3 opraHusaiuu JOKyMeHT000opoTa.

3. Pabota ¢ 1OKyMeHTaJIbHBIMU MaTepUaiaMu, 3aKOHYEHHBIMH JIeTIOTIPOU3BOICTBOM

- KOHTPOJIb KauecTBa BBIMOJIHEHUS BUJOB paboT Ha mpakTHke (ypoBeHb BiajgeHus 11K u
OK mnpu BbIIIOSTHEHUH pabOT OLIEHUBAETCS B aTTECTALIMOHHOM JIUCTE, COJIEpIKaIlleM CBEIeHUs 00
YPOBHE OCBOEHHSI O0y4aromMMHCS MPOo(ecCHOHANBHBIX KOMIETEHIMH U XapaKTepUCTUKE IO
OCBOCHMIO OOIIMX KOMIIETEHIIMA B MEPUOJ MPOXOXKJIEHHUS MPOU3BOJACTBEHHOW NPAKTHUKU
(MpeAUIIIOMHOI) OT OpraHu3aluru/ TPEeINPUITHS TPOXOKICHUS MPAKTUKH);

- KOHTPOJIb 32 BEACHUEM JHEBHUKA 10 IPAKTHKE;

- KOHTpOJIb cOopa mMarepuana Jiisl OT4eTa MO MPAKTUKE B COOTBETCTBHM C 33JaHHEM Ha
IIPAKTHUKY.



3.2 @opma NpoOMeKYTOYHOM aTTeCTALMHU

[TpomesxkyTouHasi aTTecTalus IO MPOU3BOJACTBEHHOW MpPaKTHKE (MPEIIUITIOMHON) —
3ayer. OOyyaromuecst JOMYCKAIOTCS K cladye 3adera MPH YCIOBUHU BBHINOJHEHHUS BCEX BHJIOB
paboT Ha MpakTUKe, MPEeAYCMOTPEHHBIX paboyeil mporpaMMoil MPaKTHKH, U CBOEBPEMEHHOM
IIPEIOCTABICHUY CIEAYIOIUX TOKYMEHTOB!

- TMOJIOKUTEJIBHOTO aTTECTAIIMOHHOTO JIUCTA MO MPAKTUKE PYKOBOJIUTENEH MPAKTUKHU OT
OpraHu3aliil  TIPOXOXKACHUS  MPAKTHMKKM W yHUBEpPCUTETa 00  ypOBHE  OCBOCHUS
poecCHOHANBHBIX KOMIIETEHIINH;

- TIOJIOKUTEJIPHOW XapaKTepUCTHKH Ha OOy4aromerocs IO OCBOSHHIO OOIIUX
KOMITETCHIIMIA B TMEPUOJ MPOXOXKICHUS MPOU3BOJCTBEHHON MPAKTHKH (MPEIIUINIOMHON) OT
OpTaHHU3aINH MPOXOKICHUS MPAKTUKH,

- THEBHUKA I10 MPAKTHUKE;

- OTYEeTa MO MPAKTUKE B COOTBETCTBUU C 33JIaHUEM Ha MPAKTUKY.

3auer nmpoxoauT B (OpMe OTBETOB Ha KOHTPOJBHBIE BOIMPOCHI, 3AIIUTHl OTYETa IO
MpakTUKE C WLTIOCTpalel MaTepuana (Ipe3eHTalum ), uiu Jp.

4. CucreMa OleHMBAHHUSA KAa4eCTBA MPOXO0KJAEHHUS NMPAKTUKHU NMPH NMPOMEKYTOYHOM
arrecTaumuu

OneHka KayecTBa MPOXOKIECHUS MPAKTUKH MPOUCXOIUT 1O CIEIYIOIIUM MTOKA3aTeNsIM:

- COOTBETCTBUE COACPKaHMS OTUYETA 0 MPAKTHKE 33JIaHUI0 Ha MPAKTUKY;

- opopMiIeHHE OTYEeTa IO MPAKTUKE B COOTBETCTBHHM C TPEOOBAHUAMHU 3aJaHUS Ha
MPaKTHKY;

- oopMJICHHS THEBHUKA T10 TPAKTUKE;

- OICHKH B aTTECTAlMOHHOM JIMCTE, COJEpKAaIeM CBEIEHHS 00 YpOBHE OCBOCHUS
oOy4aromuMucs TpohecCUOHATBHBIX KOMIIETEHLUH MTPH BBHIMOJHEHUH paOdOT Ha MPAKTUKE;

- 3allMCH B XapaKTCPHUCTUKEC 110 OCBOCHUTIO O6HII/IX KOMHGTCHHI/Iﬁ B IICPUO/J ITPOXOKACHUA
MIPOU3BOJICTBEHHON MPAKTHUKH;

- KOJIMYECTBO U IIOJHOTA MNPAaBUJIBHBIX YCTHBIX OTBCTOB Ha KOHTPOJIBHBIC BOIIPOCHI BO
BpeMs IPOMEKYTOUHON aTTECTAIUU.

3auer 1o IMPAKTUKE OIMPCACIIACTCA 3a OTBCTBI HA KOHTPOJIBHBIC BOIIPOCHI.

II. TPEBOBAHUS K IPEJOCTABJIEHUIO MATEPHUAJIOB O PE3YJIBTATAX
IMPOXOXKIEHUSA TPAKTUKH

S. Marepuaibl 0 pe3yibTaTax MPOX0KIeHH NPAKTHKH

5.1 ArrecTauMOHHBIH JIMCT, coAepKalluii CcBeJdeHUs] 00 YpPOBHe OCBOCHHS
o0y4aromumMucs NpopecCHOHAIbHBIX KOMIIETEeHIN I

B arTecranimoHHOM JIHCTE, COAEPIKAIlEM CBEJICHHUS 00 YPOBHE OCBOCHHUS 00YUYaIOLIMMHUCS
npo(eCcCHOHATBHBIX KOMIETEHIMHA IO TMPOU3BOJCTBEHHON TMpakTHKe (IpeaIUIIOMHOI),
PYKOBOJUTENb MPAKTHUKU OT OpraHM3allii OLEHHBAET YPOBEHb OCBOEHHUS MPO(EeCcCHOHATBHBIX
KOMIETEHIIM TpU BBHIMNOJHEHUHM PA3IUYHbIX BHJIOB pPAa0OT, MPEeIyCMOTPEHHBIX paboueit
nporpamMmoi npaktuku. Iloanuce pykoBOguTeNns IPAaKTUKA OT OpraHU3aluu 3aBepseTCs
MeYaThl0 OpraHu3aluu. ATTECTAl[MOHHBIM JIUCT JOJIKEH OBbITh JOMOJHUTEIBHO MOJMUCAH
PYKOBOJMTEIIEM IIPAKTUKU OT YHUBEPCUTETA.

B arrecranmonHoM jucTe, coliepKalieM CBeAeHHsI 00 yPOBHE OCBOEHHUS 00yJarolIUMHUCS
npoeCCUOHATBHBIX ~ KOMIETEHIM 10 TMPOM3BOJACTBEHHOM IMpakTHKe (10  MpouIIto
CHEIHUAIbHOCTH), PYKOBOJMUTENb IMPAKTUKU OT YHMBEPCUTETa OLIEHHBAE€T YPOBEHb OCBOCHHS
npoeCCUOHATBHBIX ~ KOMIIETEHIMH  [pHU  BBIMOJHEHMM  PAa3MUYHBIX  BHJIOB  padoT,
MIPETYCMOTPEHHBIX paboder mporpaMMoi MTPaKTUKH.



. ATTECTAIIAOHHBIN JIUCT,
COIAEPKAIIAYN CBEJEHHA Ob YPOBHE OCBOEHUSI OBYYAIOIUMC3I
INPOPECCHUOHAJIBHBIX KOMIIETEHIIUU

@UO obyuarowecocs

OOyyaromuiics (asics) Ha Kypce CHenuagbHOCTH (TIpodeccun)

KOO U HauMeHo8anue cneyuaibHocmu/ npogheccuut/ O0ANCHOCMU CLYHCAUE20
YCHENIHO Tpoteln (j1a) y4eOHY/IPOU3BOACTBEHHYIO TIPAKTUKY (110 npoduiio cneyuaivHocmu/
npeooUnIoMHoOU — onst HIICC3) o npodecCHOHATTEHOMY
MO/TYJTEO

HaumeHo8anue NPogheccuoHarbHO20 MOOYIs
B 00bEME 9acoB C « » 20 _r.mo « » 20 T

B OpraHu3anuun

HauMeHO8aHue OpeaHu3ayul
Brinonnenue Bcex BUI0B U 00BbeMa paboT mporpaMme y4eOHo#/

coomeemcmey}om/ He coomeemcmeyrom
MIPOU3BOJICTBEHHOU (10 npoghunio cneyuanvrocmu/ npedouniomuoii — o IIIICC3) npaKkTUKH.

[Ipodeccuonanbubie B cooTBeTcTBUU ¢ TpedboBanusmu OI'OC CIIO,
oceoenvl/ He 0c0eHbl

MPOrPaMMOi MPAKTUKH.

KauecTBo BbIMONHEHHUST pPabOT B COOTBETCTBUM C TEXHOJNOrMeW M (win) TpeOOBaHUSAMU

OpraHu3aIuiy, B KOTOpPOi MPOXOIUIIa MPaKTHKA

(omauyHo, XOPOULo, YO08IEMEOPUMENLHO, HE YOOBLEMBOPUMENbHO)

Harta « » 20 1.

PykoBoauTens NpakTUKH, JOJKHOCTh
®. 1. O.

(noonucw)
M. IL
PyKoOBOIHUTEb IPAKTHKH OT YHHBEPCHUTETA,
JIOJDKHOCTD
®. . O.

(noonucw)
Jara « » 20 .




5.2 XapakTepuCTHKA 10 OCBOCHUIO 00IMX KOMIIETEHUHH B NMEPHOI NMPOXO0KICHUS
NPOU3BOICTBEHHOMH MPAKTUKH (MPeITHIITIOMHOI)

B xapakrepucTuke pyKOBOJIUTENb IMPAKTUKU OT OPraHU3AaLMU IPOXOXKACHUS IMPAKTUKU
HOJTBEPAKIAET OCBOCHUE OOYYaroIMMCS OOIIMX KOMIIETCHLIMH MPU BBIIOJIHEHUH PA3IMYHBIX
BUJIOB pabOT, MPeyCMOTPEHHBIX paboyeil MPOrpaMMOil MPaKTHKH.

XAPAKTEPUCTHUKA OBYYAIOIIEI'OCsI IO OCBOEHHIO OBIIUAX
KOMIIETEHI MU B IIEPHUO/ ITPOXOXIEHUSA ITPOU3BOJACTBEHHOU
ITPAKTUKHU

damunusa

Nms

OT4ecTBO

[Mudp, cnennanpHOCTH/ IpOdeccust

Kypc

I'pynna

[TpodeccuonanpHbIif MOIYIb

KoanuecTBo yacos

Cpoku NpaKkTUKH

HanmenoBanue opranuzanuu

YpoBEHb TEOPETUUECKOM MTOATOTOBKH

KadecTBO BBITIOIHEHHBIX pabOT

TpynoBas aucumminHa U cOOJI0IEHUE TEXHUKU O€3011aCHOCTH

BriBoABI U peioKEHUS
Hanpumep, Cuumamso oougue komnemenyuu OK....., OK2....., OKn....., 0céoennvimu
6 nepuod NPOX0IHCcOEeHUsL RPOU3BOOCMEEHHOI NPAKMUKU 6 NOTHOM 00beme

Pexomennyemas oreHka

JHara « » 20 T

PyKOBOI[I/ITeJ'II) IMMPAKTUKH OT OpraHUu3aln, 1O0J’KHOCTb
®. H. O.

(noonucs)
M. 11




5.3 /[HeBHUK 10 NPaKTHKe

JIHEBHUK M0 TpakTHKE O0(GOopMIIsIETCS B COOTBETCTBUU C [lomokeHneM O MpaKTHYECKOM
MOJATOTOBKE OOYyYaIOMIMXCS M 3aBEpPSETCS PYKOBOIUTENIEM TMPAKTUKA OT OpraHu3alud
MPOXOXKACHUS MTPAKTUKU U OT YHUBEPCHUTETA.

5.4 OTuer 0 NpaKkTUKe

OT4er 1Mo npakTUKe J0JDKEH BKIIOYATh MaTepHalibl, COOpaHHbBIE BO BPEMS MIPOXOKICHUS
IIPAKTUKU B COOTBETCTBUHU C BBIIAHHBIM 33/IaHUEM Ha IIPAKTHKY, a Takxke Juis HanucaHus BKP.
OTtuer oJKeH BKIIIOYaTh HE0OX0auMble POPMBI TOKYMEHTOB, TaOIUIIbI, TPAaQUKHU, TPUIOKEHUS
UT. I

CrtpykTypa oTdera 1o npaktuke (5-15 crp.):

- TUTYJIbHBIN JIUCT;

- 3a/1aHUE Ha MPAKTUKY;

- COZIepKaHMUE;

- TEKCT OTUeTa;

- UCTIOJIb3yeMble HCTOYHUKH WH(POPMAINH, TOKYMEHTHI (JIOKaIbHbBIE aKThl OpraHU3aIlHH,
O(UIMATIbHBIN CalT OpraHU3aluy U T. 11.);

- mnpwioxkeHus (GpopMbl JTOKyMEHTOB, Ta0OnMIbl, (oTOMaTepuanbl BBIHOCSATCS B
MIPUIIOXKEHUS, €CITM OHHU 3aHUMAIOT OOJIBIION 00BEM).

5.5 KoHTpoJIbHBbIE BONPOCHI MO NPOXOKACHUIO NMPOMEKYTOYHOH aTTecTalMu IO
NMPOM3BOCTBEHHOIT MpaKTHKe (NMPeINNIOMHOMN)

KoHTposbHbIE BOIPOCH! HEOOXOUMBI JUIsI CUCTEMATH3alMK U 3aKPEIIeHUs1 COOpaHHOTO
MaTepuaia Ha MpaKkTUKE. ['paMOTHbIE OTBETHI Ha KOHTPOJIbHBIE BOIPOCHI IOATBEPKIAIOT

ocBoenue oOyuaromumucs [IK m OK u nmpuoOperenue mnpaktuueckoro ombita no [IM 01;
IIM.02; TIM.03.

IlepeyeHb KOHTPOJIBLHBIX BOIIPOCOB
ITM.01 Opranunsanus AOKYMEHTAILHOHHOI'0 ob0ecrieyeHnst ylpaBJjieHUs u
(pyHKIMOHMPOBAHUS OPraHU3ALMHI
. Crpyktypa [lonoxxeHus o 1e101mpon3BOICTBEHHON ciyx0e.
. CocraB u npaBuia odpopmieHus: pekBU3UTOB [1o0%keHus 0 1eonpon3BOACTBEHHOM CllyK0e.
. CTpyKTypa HHCTPYKLIMH I10 I€JIONPOU3BOJICTBY.
. CocrtaB u npaBwiia 0OpMIICHUSI HHCTPYKIIMH T10 JACJIONPOU3BOCTBRY.
. CTpyKTypa IOJKHOCTHON MHCTPYKIMH JEIOIPOU3BOIUTEIS.
. CocraB u npaBuia oopMIICHUS PEKBU3UTOB JI0JPKHOCTHON MHCTPYKIIMU J€IOIPOU3BOUTENS.
. YpoBeHb TEXHMUYECKOW OCHALIEHHOCTH pabouero mecra pabOTHUKA JENONPOU3BOICTBEHHO
CITYXKOBI.
8. TexHuyeckue cpeacTBa A neperayd nHGopMaluy U TPAHCTIOPTUPOBKH TOKYMEHTOB.
9. Cucrema oprann3aliMOHHO-TIPABOBOW JJOKYMEHTAIMH.
10. Cuctema opraHn3alliOHHO-PACIIOPAIUTENBHON TOKYMEHTALINH.
11. Cucrema nHpOpMaIMOHHO-CITPABOYHON JJOKYMEHTAIMH.
12. CucTtemsl perucTpanuy J0KyMEHTOB.
13. ®opMBbI peructpanuu J10KyMEHTOB.
14. Opranusanus 1 TEXHOJIOTUU KOHTPOJIS UCTIOJHEHUSI IOKYMEHTOB.
15. IlepedueHb JOKYMEHTOB, MOJJIEKAIUX KOHTPOJIIO.
16. Cpoku NCIIOJTHEHUS TOKYMEHTOB.
17. DTanel cocTaBIeHHEe HOMEHKIJIATYPHI JIEII.
18. [opsaok rpynnmupoBKU JOKYMEHTOB U ohopMIIeHHE JIe.
IIM.02 Opranu3anusi apXMBHOI M CIIPABOYHO-UH(POPMALIMOHHOW PadoThI MO JOKYMEHTaM
OpraHu3anuu
1. Ctpykrypa u npasuiia opopmiienus [lonoxenus 06 apxuse.
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2. CtpykTypa ¥ npaBmia 0ohOpMIICHHS TOHDKHOCTHON MHCTPYKIIMU apXHUBapryca.

3. Ctpykrypa u mpaBuiia opOpMIICHUS JOHKHOCTHON HHCTPYKITUHU 3aBEIYIOIIET0 apXHUBOM.

4. CtpykTypa 1 0cOO€HHOCTH 0(OPMIICHHUSI HOMEHKIIATYPHI JIe] apXHBa.

5. DTamnbl OpraHu3alii 1 MpoBEEeHUs SKCIIEPTU3bI IEHHOCTH JOKYMEHTOB.

6. IlpaBmia cocraBieHUs JOKYMEHTAIlMH, pEriaMEHTHPYIOIIeH TIOBEJCHHE OSKCIEePTU3bI
LIEHHOCTHU JOKYMEHTOB.

7. CocraBiieHHe IJ1aHa PabOThI SKCIIEPTHOW KOMHUCCHH.

8. Cnucok HeOoOXOAMMOW JOKYMEHTAIMH, 3aKpeIUIIONIeH pe3yabTaThl SKCIEPTU3bl IIEHHOCTH
JIOKYMEHTOB.

9. Haznauenue C3/1 B apxuBax.

10. Pa3paboTka u BesieHre Ki1accu(pruKaTopos.

11. CnpaBoyHO-IIOMCKOBAsI CUCTEMA B apXUBE.

12. OcHOBHBIE U JOTOJHUTEIbHbIE APXUBHBIE CIIPABOYHUKHU.

13. CobmroieHre ycinoBuil pa3MeieHus: 1 00eCrieuyeH s COXPAHHOCTHU JIOKyMEHTOB B apXHBeE.

14. Opranusanus ydera B apXHBe.

15. OcHOBHBIE U IONIOJIHUTENbHBIE YYETHBIE JIOKYMEHTHI apXH1Ba.

16. OcHOBHBIE METO/IbI KOHCEPBAIIMU M PECTaBPALUU APXUBHBIX JOKYMEHTOB.

17. Ucnionb30BaHUE apXUBHBIX JOKYMEHTOB HAYYHBIX, CIIPABOYHBIX M IPAKTUYECKUX IIEIISIX.
IIM.03 BbinosiHeHne padoOT MO OJAHOM HJIM HECKOJbLKMM TMNPodeccusiM, I0JKHOCTAM
CIIyKaImx

1. Ctpykrypa u npaBuiia opopmiIeHUs Y cTaBa OpraHu3alllu.

2. Ctpykrypa u npasmia opopmiieHus [1onoxeHuss o CTpyKTypHOM MOAPa3ACIICHUN.

3. Ctpykrypa u npasuia opopmiienus LltaTHoro pacnucanust opraHu3aluu.

4. IlpaBuna cocraBiaeHuss U odopmieHUs Tpapuueckoi cxembl CTPYKTypbl M IITATHOU
YHCIIEHHOCTH.

5. MapuipyTtuzanus JT0KyMEHTOIIOTOKOB B OpraHU3aluu.

6. DTanbl 00pabOTKH BXOIAIICH KOPPECTIOH ICHIINH.

7. Drtansl MOATOTOBKHU UCXOSALIETO TIOKYMEHTA.

8. Otanbl pabOTHl C BHYTPEHHUMH JOKYMEHTAMHU.

9. Heobxomumast TOKyMeHTAIMs ISl CHCTEMaTH3alNH IOKYMEHTOB.

10. JloxymeHTanus HeoOxoaumasi sl mpolecca rnepeiayi T0KyMeHTOB Ha apXUBHOE XpaHEHHE.
11. Cucrema 3KCEPTHBIX OPTaHOB.

12. JloxymeHTanusi, 3aKpeIuisiiomias pe3yiabTaThl MOATOTOBKM W MEpelauyd JOKYMEHTOB Ha
apXMBHOE XpaHEHHUE.

13. Bunbl 1 npaBuiia COCTaBIEHUS ONUCEN JEl.

14. AxTel  (Qukcupyoomme pe3yabTaTbl  pabdOTBl €  JOKYMEHTaMH, 3aKOHYCHHBIMU
JIEJIONIPOU3BOJCTBOM.
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