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Hacrosmue paboyas mporpamMmma 1 METOAMYECKHE PEKOMEHJAINH 110 POXO0XKICHUIO YueOHOM
Y TIPOU3BOJICTBEHHOM (110 IPOGHUITIO CIIEIMATEHOCTH M TPEIUTIIIOMHON ) MPAKTUKH O CTICIIHATbHOCTH
CIIO 46.02.01 JlokyMeHTaIIMOHHOE OOECIICUCHHE YIpPaBICHUS M apXWBOBEJCHHE pa3paboTaHa Ha
OCHOBE denepanbHOTO  rOCYIApCTBEHHOTO 00pa30BaTEILHOTO CTaHJapTa  CpEIHEro
npodeCCHOHAIBHOTO 00pa3oBaHus 1o crnenuaibHocTH 46.02.01 JlokyMeHTaIllmoHHOE 00ecTieueHHe
yIOpaBJICHUS U apXUBOBeeHUE, yTBepxkaeHHoro [Ipukazom Munnpocseuienus Poccuu ot 26 aBrycra
2022 1. Ne 778.

Opranusanus-pa3zpadoTuuK:
YOV IO «3anaano-Ypansckuii ropasii TexHukyM (HOY 10 «3YI'T»)
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1. TACIOPT PABOYEHN NPOTPAMMBI IPAKTUKH
1.1 OBIME ITOJIOKEHUS

[IpakTHKa CTYIEHTOB IO MpPOrpaMMe TMOATOTOBKH CIEIUAINCTOB CPEIHEro 3BEHa
OpPraHU3yeTcsl B COOTBETCTBHH C (peIepabHBIM rOCyIapCTBEHHBIM 00pa30BaTEeIbHBIM CTaHIAPTOM
cpeaHero mpogeCCHOHATBLHOTO  00pa30BaHUs, YTBEPKICHHBIM IMPUKAa30M MMUHHUCTEPCTBA
npocBemieHuss PO ot 26.08.2022 No 778 «OO6 yrBepxkaeHuU (eaepaibHOr0 TocydapCTBEHHOTO
00pa30BaTeNBLHOTO CTAaHAApTa CPEAHETO MPOo(EecCHOHATBLHOTO O0pa30BaHUS MO CHEIUATBHOCTH
46.02.01 doxymeHTarmoHHoe obOecrieueHne yrnpasieHus u apxuoseaenuey (naiee - ®I'OC CIIO)
B YacTu TpeOOBaHUI K pe3yJbTaTaM OCBOCHHUS MPOTPaAMMBbI MOJATOTOBKH CIICHUATINCTOB CPEIHETO
3B€Ha TI0 CHeNHalbHOCTH, peryiupyercss Ilpukazom MunoOpuaykun Poccum Ne 885,
Munnpocsenieaust Poccun Ne 390 ot 05.08.2020 «O mpakTHYeCKO# MOATOTOBKE 00YJIAOIIUXCSI» U
BKJTIOYACT CIICAYIOIINE BUIBI IIPAKTHKH:

- y4eOHYIO IPAKTUKY

- IPOU3BOJICTBEHHYIO: MMPAKTHUKY 11O MPOGUITIO CIEIMATBHOCTH U IPEIUTUIOMHYIO.

1.2. Mecto y4eOHOW W TNPOU3BOJACTBEHHOHl NPAKTUKH B CTPYKTYpe INPOrpamMmbl
NMOJATOTOBKH CHELHATNCTOB CPEIHEro 3BeHa

[IporpamMmMa y4eOHOIl U NMPOU3BOACTBEHHON NMPAKTHKHU (IIporpaMma MpakTUKHU) — SIBISIETCA
YacThIO MPOTPaMMBI MOATOTOBKH CICIIHAIMCTOB cpeaHero 3BeHa crnenuanbHoctu CITIO 46.02.01
JIoKyMEHTaIlMOHHOE 00ecTIeYeHre YIPABICHHUS U apXHUBOBEACHNE B YACTH:
- OBJIQJICHUS OOy4YaloUMMHCA BUAAMHU MNPO(ECCHOHANBHOM JEATENbHOCTU: OCYLIECTBICHHUE
OpPTaHU3aIMOHHOTO H  JOKYMEHTAI[HOHHOTO  OOECredeHus JeSTeNbHOCTH  OpraHW3allny;
OpraHu3alys apXMBHOW pabOTHI MO JOKYMEHTaM OpraHM3aluil pa3IUYHBIX (GOPM COOCTBEHHOCTH,
OCBOEHHE BHJIOB pabOT 110 OJJHOW MJIM HECKOJILKUM IpodeccusiM pabouux, JOHKHOCTAM CIyKalluX,
- OBJIaZICHUS OOIMMHU KOMIETEHLUAMHU:

Koxa
®opmyMpoBKa
KOMIeTeHIH 3HaHus, yMeHHA
" KOMIIeTeHIUH
OK 01 Bri6upath crocoObl | YMeHMs: paclo3HaBaTh 33Jady W/WiIKM NpodiaemMy B
peneHus 3a7a4d | MPOo(EeCCHOHATBHOM W/WIH COIMATBHOM KOHTEKCTE;
npodeccroHanbHOI aHAIM3UPOBATh  3aJady W/wWiM 1npobiemMy H
JeSTeIbHOCTH BBIJIENIATh €€ COCTAaBHBIE YAcCTH; OIPENENATh JTarbl
IIPUMEHUTEILHO K | pelieHus 3aJa4yu; BBIABIATh U 3PPEKTUBHO HCKATh

pPa3TUYHBIM KOHTEKCTaM | MH(OpMAIIHIO, HEOOXOAUMYIO IS PEIeHUs 3aJa4u
Wi TpoOJIeMbl; COCTABJISATh TUTAH JICUCTBUS;
OTIpeNIeIsATh HEOOXOAUMBIE PEeCcypchl;  BIAACTh
aKTyallbHBIMU METOJIaMU paboThI B
npodeccroHanbHOI u CMEKHBIX cdepax;
pean30BBIBaTh COCTABJICHHBIA IUJIaH; OICHUBAThH
pe3yJbTaT W  TMOCIEICTBUS CBOUX  JCHCTBUU
(caMOCTOATENHHO MM C IOMOIIIbIO HACTABHUKA)




3HAHUSA: AaKTyaJbHBIH  MPO(ECCHOHANBHBIA U
COIMAIbHBI KOHTEKCT, B KOTOPOM IPHXOIUTCS
paboTtaTh ¥  JKHTb, OCHOBHBIE  HWCTOYHUKHU
UHPOPMALIUU M PECYpChl ISl pEIleHUs 3aaad |
npo6yiieM B mpo(ecCHOHATLHOM W/WIH COIUATBHOM
KOHTEKCTE; QJITOPUTMBI BBINIOJHEHUsT paboT B
po(heCCUOHATTLHON U CMEXHBIX 00JIaCTAX; METO/IbI
paboThl B POeCCHOHAIBHOW M CMEXHBIX cdepax;
CTPYKTYpY IUIaHa MJsl pELICHUs 3a7ad; MOPSIAO0K
OLICHKH pe3yIbTaToB pereHus 3aa4
npodeccnoHaABHOMN NeATeTbHOCTH

OK 02 Hcnonbs3oBare YMeHusi: ompenenaTh  3alaud  JUIsl  [IOMCKa
COBpPEMEHHBIE Cpe/cTBa | MH(pOpMaIuH; ONPEIEIATh HEo0XO0UMbIE
NIOMCKA,  aHajgu3a U | ICTOYHUKM HHGOpMAIMK; IUIAHUPOBATH IPOLECC
HMHTEpIIpETALuU IIOMCKA; CTPYKTYpPUPOBATh I0JIy4aeMYyIO
uH(pOpMaIN ¥ | nHQOpMaIMIO; BBIICNIATH Hamboyiee 3HAYMMOE B
UH(pOpPMalMOHHbIE nepedyHe MHGOpPMAlMK; OLEHMBATH IMPAKTUYECKYIO
TEXHOJIOTHH JUISL | 3HAUUMOCTh ~ pe3yJbTaTOB MOWCKA; O(OPMIIATH
BBITIOJTHEHUS 3a]a4 | pe3yJbTaTbl  IIOMCKa,  INPUMEHATb  CPEACTBA
npodeccCHOHATbHON UHPOPMALMOHHBIX ~ TEXHOJOTHHA Ui  PELICHHS
JEATEIIBHOCTH npogecCHOHATBHBIX 3az1ay; UCII0JIb30BaTh

COBPEMEHHOE IIPOrPaMMHOE obecreueHue;
UCIIOJIb30BaTh Pa3jIMuHble LU(POBBIE CpeAcTBa s
pelieHus npodeccnoHalbHbIX 3a1au.

3Hanus: HOMEHKJIaTypa MH(POPMALIMOHHBIX
HMCTOYHUKOB, IPHUMEHSEMBIX B INpO(eccHOHAIbHON
JEeATEIbHOCTH; IIPUEMBI CTPYKTYpPUPOBAHHUS
nHpopmanuy; ¢opMar ohopMIIEHUS Ppe3ybTaTOB
Houcka HH(OpMaIMK, COBPEMEHHBIE CpEACTBA U
ycTpoiicTBa  MH(pOpMaTHU3alMM;  MOPAJOK  HX
OpUMEHEHUs U TpOorpaMMHOE oOOecleyeHue B
po(eCCUOHANILHON JIEATEIIBHOCTH B TOM 4YHCIE C
UCIIOJIb30BaHUEM LU(PPOBBIX CPENICTB.

OK 03 IInanupoBars U | YMeHHA: OIpEeAciATh AKTYyaJbHOCTh HOPMAaTHUBHO-
peann30BbIBATH MPaBOBOM JOKYMEHTAllMM B NPOo¢eCcCHOHATbHON
COOCTBEHHOE JEATEIbHOCTH; IIPUMEHATh COBPEMEHHYIO HAY4YHYIO

npo¢eCCHOHAIBHOE u
JUYHOCTHOE  Pa3BHUTHE,
MPEIIPUHIMATEIbCKYIO
JesITebHOCTD B
npodecCuoHATbHON
chepe, WCIIOTb30BaTh
3HaHUA 10 (PUHAHCOBOM
IPaMOTHOCTH B
pa3IMYHBIX KU3HEHHBIX
CUTYaIUsX.

npodeccnoHalbHYI0 TEPMUHOJIOTHIO; ONPEAEATh U
BBICTPaMBaTh  TPACKTOPUU  HPOQPECcCHOHATBHOTO
pasBUTHA W camMo00pazoBaHus; BBISIBIIATD
JOCTOMHCTBA U HENOCTAaTKM KOMMEPYECKON HJIEH;
MIPE3EHTOBATh UJIEN OTKPBITUS COOCTBEHHOIO Jiea B
npoeCCUOHABHON  JEATENbHOCTH;  0hOPMIISITh
OuW3HEC-TIJIaH; PacCUMTHIBATh pa3Mepbl BBIILIAT I10
MIPOLICHTHBIM CTABKAaM KPEAUTOBAHUS; OIPEAECIATH
MHBECTULMOHHYIO IIPUBJICKATEIILHOCTD
KOMMEpUYECKHUX HJel B paMKax Mpo(ecCHOHATBHOM
NESTEIIBHOCTH; IIPE3CHTOBATh OU3HEC-UIEI0;
OTIpeNeNATh UCTOUHUKN (PMHAHCUPOBAHUS

3HaHus: coaepKaHue aKTyalbHOM HOPMATHBHO-
IIPaBOBOM JOKYMEHTAlMU; COBPEMEHHAsl Hay4dHas U




npodeccuoHanbHas TEPMHUHOJIOTHUS;  BO3MOXKHbBIE
TPaeKTOPUU  TPOPECCHOHATBHOTO  pa3BUTHI U
camM000pa3oBaHusl; OCHOBBI MPENNPUHUMATEIbCKOM
JeSITeIbHOCTH; OCHOBBI (DMHAHCOBOW T'PaMOTHOCTH;
npaBuia pa3paboTku OW3HEC-IIJIAaHOB;, MOPSAIOK
BBICTpauBaHUS MpE3CHTAINH; KpEJIUTHBIC
0AHKOBCKHE MPOAYKTHI

OK 04 D¢ dexTuBHO YMeHusi: OpraHu3oBBIBaTH pabOTy KOJUICKTHBA W
B3aMMOJICHCTBOBAaTh M | KOMAaHIbl;  B3aMMOJCHCTBOBATh C  KOJIJIETAMH,
paboTaTh B KOJUICKTHBE | PYKOBOJICTBOM, KJIMCHTaMU B Xoje
U KOMaHJIe poeCCUOHATTBHOMN AEATEIbHOCTH

3HAHUSA: TICHXOJOTHYECKUE OCHOBBI JCSITEIHHOCTH
KOJUICKTHBA,  ICHXOJIOTHUYECKHE  OCOOCHHOCTH
JMYHOCTH; OCHOBBI TPOCKTHOM JIEATEIILHOCTH

OK 05 OcCyIecTBIATh YCTHYIO U | YMEHHUSI: TPaMOTHO WU3JlaraTh CBOM MBICIH U
MIMCbMEHHYIO oopMIATH TOKYMEHTHI 1O MPO(hecCHOHATBHOM
KOMMYHUKAITUIO Ha | TEMaTUKEe Ha TOCYIApCTBEHHOM SI3BIKE, MPOSIBIISATH
TOCYJApCTBEHHOM SI3BIKE€ | TOJIEPAHTHOCTH B pa0OYeM KOJIICKTHBE
Poccuiickoit @enepanun
C yHeTOM 0coBeHHOCTEi 3HaHuUsA: 0COOEHHOCTH COLIMAIIBHOTO U KYJIbTYPHOTO
COLMAIBHOTO 4 | KOHTEKCTa; TpaBuia o@opMnefma JTOKYMEHTOB H
KYTbTYPHOTO KOHTekcTa | MOCTPOCHHS YCTHBIX COOOMICHUI

OK 06 [TposBASATH TPKIAHCKO- | YMEHHA: OTHMCHIBATh 3HAYUMOCTh cBOeH
MaTPUOTHYECKYIO CHEINAbHOCTH; MPUMEHSITh CTaHJIAPTHI
MTO3UIIHIO, AQHTUKOPPYIIIUOHHOTO MTOBEICHHS
ACMOHCTPHPOBATD 3HAHMA: CYIIHOCTh TPaKIAHCKO-TIATPHOTUYECKOM
OCO3HAaHHOC  MOBCICHUC | o3pyrpyy, 00IIEUETOBEUESCKIX [IEHHOCTEiH;
Ha OCHOBC | spaynmocts mpogeccuoHanbHON eSTeNbHOCTH MO
TPaUIHOHHBIX npodeccuu (CHenuanbHOCTH); CTaHJAPTHI
O6mequOuBequKHX AHTUKOPPYIIIMOHHOTO TOBEACHHUS U TMOCIEACTBH
HEHHOCTEH, B TOM YHCIE | o yanvinerus
C y4€TOM TapMOHHU3AIHNU
MEXHAIIMOHATBHBIX |
MEXPEeTUTHO3HBIX
OTHOILIEHUI, TPUMEHSATh
CTaHapTHI
AHTUKOPPYIIIHOHHOTO
TTOBEICHUS

OK 07 ConeiicTBOBaTh VYmenusi: coOmOmaTh  HOPMBI  DKOJOTHYECKOM
COXPaHEHHIO 0€30MacHOCTH; OTIpEICTISATh HaIpaBlICHUS
OKpYy>Karoleu cpenpl, | pecypcocOepexeHus B paMkKax MpodecCHOoHATbHON
pecypcocOepexeHuIo, JESITeIbHOCTH 1O CHEIHMAIbHOCTH OCYLIECTBIIATh

MPUMEHTh 3HaHUsA 00
W3MEHEHUU KJIUMATa,
MIPUHLIMITB OEPEKITUBOTO
IIPOU3BO/ICTBA,

¢ dexTuBHO
JIECTBOBATH B
YpE3BhIYANHBIX
CUTYaIUIX

paboty ¢ coOI0IeHHeM TPHUHITUIIOB OepeXINBOTO
MIPOU3BO/ICTBA; OpPraHHU30BBIBATH
poeCCHOHATIBHYIO IEATEIIEHOCTh C Y4ETOM3HAHUIA
00 U3MEHEHUH KIMMATHUECKUX YCIOBUN perroHa.

3HaHUA: TpaBWIA DKOJOTHYECKON OE€30MacHOCTH
IpU BEICHUU NPOPECCHOHATBHON NeATENbHOCTH;
OCHOBHBIE PECYpCHI, 3a/IeHCTBOBAaHHBIE B




npodeccroHanbHOI NeSITeIbHOCTH; yTH
o0ecrieueHUusT  PecypcocOepekeHus;  MPHUHIIMUITBI
OepexIIMBOro MIPOU3BO/ICTBA; OCHOBHbIE

HaIpaBJieHUs U3MEHEHUS KIUMATHYECKUX YCIOBUU
peruoHa.

OK 08 Hcnonp30Bathk cpeacTBa | YMEHHA: UCIOJIb30BATh (GU3KYIBTYpHO-
(GU3NYECKON  KYJIBTYPBI | O3I0POBUTEIBHYIO ACATEIBHOCTD JUISl YKPCILICHHS
JUIE ~ COXpPaHGHHS  H | 3[I0POBBS, JIOCTH)KCHUS KU3HEHHBIX "
YKPEIUICHHUS 3I0POBbsI B | TPOGECCUOHATBHBIX 1eIICH; MIPUMEHSTh
nporecce palroHabHBIC MTPUEMbI JABUTATeIbHBIX (YHKIIUN B
npodeccrnoHaIbHOM npoeccCHOHAIbHON JIeATENHHOCTH; TOJB30BaATHCS
JeSITeTbHOCTH U | cpencTtBaMu  NMPOMWIAKTHKH  TEePEHANPSDKEHHS,

MOJIICPIKAHUS XapaKTEPHBIMU JIJIS TAHHOM CIIEIUaIbHOCTH
HeO6X°ﬂHMUOF O YPOBHA | 3yapmsi:  pomb  dusMyeckoi  KyObTypsl B
(usnaeckoit OOILEKYIBTYPHOM, npoheCCHOHATLHOM u
HOATOTOBICHHOCTH COIMAJILHOM  Pa3BUTHH  YCJIOBEKa; OCHOBBI
3JI0pOBOTO obpaza KU3HH; YCIIOBHSI
npopeCCUOHATIBHON JEATETLHOCTH W 30HBI PHCKA
(GU3NYECKOrO  30pOBBS Ui CICIHAIBLHOCTH,

cpeAcTBa MPOPHIAKTUKH TTePEHAIPSKEHISI
OK 09 [Tosp30BaThCs YMeHusI: TOHUMaTh OOIIMA  CMBICI  YETKO
npodeccCHOHaIbHOM NPOM3HECEHHBIX BHICKA3bIBAHNN HA H3BECTHHICTEMBI
JOKYMCHTAITUCH Ha | (mpodeccuoHaIbHbBIE U OBITOBBIC), TOHUMATh TEKCTHI
rOCYJJapCTBEHHOM U | Ha 0a30BbIe MPOPECCUOHATIBHBIC TEMBI; YIaCTBOBATh

HWHOCTpPAaHHOM A3bIKax

B JMajiorax Ha 3HaKOMEIE ob11me u
MpopeCCUOHANbHBIE  TEMBI; CTPOUTH  MPOCTHIC
BBICKa3bIBaHUS 0 cebe 1 0 cBoel nmpodeccuoHanbHON
NEeSATETLHOCTH; KPaTKO OOOCHOBBIBATH U OOBSCHSTH
CBOM JIeHCTBUS (TEKylUe U TUIAHUPYEMBIE); MUCATh
MPOCTHIE CBSI3HBIE COOOIIEHUS HA 3HAKOMBIC WM
UHTEpecyolne MpodheccCnoOHaTbHBIE TEMBI

3HaHUA: IpaBUJIa TOCTPOEHUS MPOCTHIX U CIOKHBIX
MpeIOKEHUH  Ha  TpodecCHOHATbHBIE  TEMBI;
OCHOBHBIE 00IIeyTTOTpeOUTENbHBIE TJ1aroJibl
(ObrToBass m mpodeccHoHallbHAs ~ JIEKCHKA);
JEKCUYECKUI MUHUMYM, OTHOCSIIIUICS K OMHCAHUIO
MPEAMETOB, CpElCTB U IIPOLIECCOB
MpopeCCUOHATBHONW  JIESITEIIBHOCTHA, OCOOCHHOCTH
MPOU3HOIICHUS;  MpaBWJia  YTEHHUS  TEKCTOB
npodeCcCuOHATBHON HANPABIECHHOCTH

- OBJIAJIeHUS TPO(PECCHOHATTLHBIMU KOMIIETEHITUSIMH :

Bunnl Kon u
HAUMeHOBaHUe IToxa3aTenu ocBOeHHS KOMIIETEHIMHU
HAeATeJIbHOCTH
KOMIIeTeHI[UH
Ocy1ecTBiIeHHE [K 1.1. | HaBbIKH
OpraHu3anroHHOT0 | OCYIIECTBISITH MOJly4eHUsT  HeoOXoauMmoW  WHpOpMAIUK U
51 npuéM-reperagy nepeaayy CaHKIMOHUPOBAHHOW MH(pOpManuu C




JTOKYMEHTAIMOHHOT
0 oOecnieueHus
IEeITEIbHOCTH
OpraHH3alIiH

YIPaBICHYECKON
uHpopmarun

C MOMOUIBIO CPECTB
MH(OPMaLMOHHBIX

u
KOMMYHHKAITHOHHBIX
TEXHOJOTHUI

HCIIOJIb30BAaHUEM CPEACTB MH(MOPMALMOHHBIX U
KOMMYHHKAI[MOHHBIX TEXHOJIOTH

Ymenusn:

HCIIONIB30BaTh CpeACTBAa HMHGOPMAIMOHHBIX H
KOMMYHHKAITUOHHBIX TEXHOJOTUH I MOTYICHHUS
U Tepenayu HHGOpMaLuy;

BECTH U HCIIOJIBb30BaTh B paboTe 0a3y KOHTAKTOB
OpraHu3aIyy;

BECTH  Yy4YE€THBIE  PETUCTpAlMOHHBIE  (OPMBEL,
UCTIOJIb30BaTh MX JJIs1 HHOOPMAIIHOHHON pabOThI U
PaboOTHI IO KOHTPOJTFO UCTIOJIHEHUSI TIOPYYCHUI;
YCTaHABIIMBAThH U MOJJIEPKUBATH KOMMYHUKAIINH B
MpoIIecce JISJI0BOr0 OOIIEHUS C TTIOMOIIBIO CPEICTB
UH(pOpPMaITMOHHBIX 5 KOMMYHHKAITMOHHBIX
TEXHOJIOTHIi;

CrIIaXXUBaTh KOH(IUKTHBIE U CIIOKHBIE CUTYalUH
MEXKIIMYHOCTHOTO B3aUMOIEHCTBHS,

coOr0aTh CIyKEOHBIN ITUKET;

obecrneunBaTh UHPOPMAIIMOHHYIO 0€3011aCHOCTD
JIESITCIIBHOCTH OPTraHu3allnu.

3Hanun:

HOpPMATHBHBIE  IIpaBOBbIE akThl  Pocculiickon
@enepanin B chepe  MHOOPMAIMOHHBIX |
KOMMYHMKAI[MOHHBIX TEXHOJIOTHH;

CTPYKTYpa OpraHu3aiuu, e€ 3a/1aun U QyHKIUY;
IIpaBUJIa IPOBEJECHMS IETIOBBIX [1EPETOBOPOB;
3THKA JIeIOBOT0 OOILEHMS;

IIpaBUJIa PEYEBOT0 ITUKETA;
IIpaBuia MOAJIEPKaHUS u
MEXJINYHOCTHBIX OTHOIICHUH;
TpeOOBaHUs OXpaHbI TPY/Ia.

pa3BUTHSA

ITK
Koopaunuposathb
paboty IIPUEMHON
PYKOBOJIUTENS,  30H
npreMa  pa3IMYHBIX
KaTeropui
IIOCETUTENEH
OpraHu3aIH

1.2.

HaBbikn

KOOpJUHAIMK PabOThl MPUEMHON PYKOBOJIUTENS U
30H NpUEMa Pa3IMYHBIX KATETOPUN ITOCETUTENIEU
Opra"u3aluu

Ymenus:

BCTPEYATh TIOCETUTENCH, MONydaTh MEPBUYHYIO
UHPOpPMALIMIO O TOCETUTENAX, YCTaHABIUBAThH
HNOpSIOK  mpuéMa s Pa3iIMyYHBIX KaTeropHid
IMOCETUTEIICH;

BECTH y4YETHBIC PETHCTPAIIMOHHBIE ()OPMBI TI0
npuémy noceTurene u oHopMIATh MPOMYCKa;
BECTH MPHUEM, TTepeIady U OTIIPABKY JOKYMEHTOB;
OpPraHU30BBIBaTH U OPOHMPOBATH MEPETOBOPHBIE
KOMHATBI;

CepBHUPOBaTh YaiiHble (KodeliHbIe) CTONBI B oduce;
IPUMEHATH B paboTe cpencTBa MHPOPMALIMOHHBIX
Y KOMMYHUKALIMOHHBIX TEXHOJIOTHH;

NpUHUMATD MeEpBI o COXPaHEHHIO
KOH(HISHIIMATHHON MHPOpPMAIUK B X0/1€ Ipuéma
IIOCETUTENEH.

3HaHud:




HOpPMaTHUBHBIE TIPaBOBbIE  aKThl  Poccuiickoin
@enepanuu o 3amure uHGopMauu u padote ¢
oOpallleHUs MU TpaXkiaH;

CTpYKTypa OpraHu3allud W  paclpelelieHue
byHKIUI MEXIy CTPYKTYPHBIMU
noapasaCICHUAMUA U CIICHUATIUCTAMU

MpaBHUJia OpraHu3aliy NpuémMa noceTuTene;
ATHKET U OCHOBBI MEXIyHAPOIHOT'O IPOTOKOJIA;
STHKA JEI0BOr0 OOILIEHNS,;

MIpaBUJIa peYeBOro ITUKETA.

IpaBujIa CEpBUPOBKU YalHOTO (KOerHOoro) cTomna;
TpeOOBaHUS OXPAHBI TPY/IA.

I[IK 1.3. Bnaners | HaBbIkH

HaBbIKAMU IUTAHUPOBAHUS paboyero BPEMEHH PYKOBOIUTEIS

TUTAHUPOBAHUS 1 pabouero JHs ceKpeTaps

pabouero BpeMeHU YMeHus:

PYKOBOAUTEILA | gpibupars (GOpMBI TUIAHUPOBaHUS U O(GOPMIIATH

CeKpeTaps IUIAHUPOBLIMK ~ (OpraHaisep) pyKOBOAWUTEIS U
CeKpeTaps;
yCTaHaBIIMBATh LeH, OTIPENIETATh
MPUOPUTETHOCTh W OYEPETHOCTH  BBITIOJHEHUS
pabor um »addekTuBHO pacmpenenaTe pabodee
BpeMsI;
COTJIacOBBIBATh BCTPEUYM M MEPONPHUSITHS U
BHOCHTH  HH(OpMAIHIO B TUTAHUPOBIIUK
(opramnaiizep);
MH(OPMUPOBATh PYKOBOJAUTENSL O NPHUOIMKEHUN
BPEMEHH U PErjaMeHTe 3allJIaHUPOBAHHBIX BCTPEY
U MEPOIIPUATHH;
BBIOMpaTh ONTHMANbHBIE CIOCOOBI BHENIHETO U
BHYTPEHHEro WH(MOPMUPOBAHHS O IIAHUPYEMBIX
MEPOTPUSITHSIX;
obecrieunBaTh HMH(POPMAIMOHHYIO 0€30MacHOCTh
JESITENIbHOCTH OpraHU3alluy;
MPUMEHSITh B paboTe cpeacTBa MHPOPMAIIMOHHBIX
1 KOMMYHUKAIIHOHHBIX TEXHOJIOTHH.
3HaHus:
HOPMAaTHUBHBIE TIPaBOBbIE  aKThl  Poccuiickon
denepanun B chepe WH(POPMAITMOHHOM
0e30IacHOCTH;
CTPYKTypa H crienu(uka OCHOBHOU JESITEeILHOCTH
OpraHu3aIuy;
OCHOBEI YIIPaBJICHUS BpEMEHEM;
IIpaBHJIa TIPOBEICHHUS JICJIOBBIX ITIEPETOBOPOB;
STHKA JIEJIOBOI0 OOIIEHNS;
TpeOOBaHUs OXpaHBI TPY/IA.

IK 1.4. | HaBbIku

OcymiecTBIsTh OpraHHu3aly JENOBBIX MOE3JJ0K PYKOBOJIUTEIS

MOATrOTOBKY JIEJIOBBIX
MIOE310K
PYKOBOJHUTEIIA

u IpYTrux

U JPYTUX COTPYAHUKOB OpPraHU3aLUU

YMenus:
COCTaBIIATh |
JCJIOBBIX ITOC310K,

opopMIIATE  TOKYMEHTBHI  JJIst
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COTPYIIHHKOB OCYILECTBIATh  TPEBEI-TIOAAEPKKY  JICJIIOBBIX
OpraHu3aluu MOE3/10K;
COIJIaCOBBIBATH C  IIPUHUMAIOIIEH  CTOPOHOMU
MPOTOKOJ  TUIAHUPYEMBIX  MEPONPHUATHA U
(GhopMHUPOBATH MPOTPAMMY JICJIOBOM TTOE3/IKH;
UCIIONIb30BaTh CPEACTBA HMH(POPMAIMOHHBIX H
KOMMYHUKAIIMOHHBIX TEXHOJIOTHI JUIST
obecreueHns B3aUMOJICHCTBUS C PYKOBOIUTEIEM
BO BpEMsI €0 JIEJIOBOM MOE3IKH;
0hOpMIIATh OTUYETHBIE JOKYMEHTBHI O JCJIOBOMH
MOE3/IKE.
3Hanus:
HOpPMATHBHBbIE  IIpaBOBbIE  akThl  Pocculiickon
Oenepanun B chepe OpraHu3aidyd  JICJIOBOM
MMOE3/IKH;
MOPSIIOK ~ MOJATOTOBKM M JIOKYMEHTHPOBaHUS
JICIIOBOM II0C3/IKH;
WHTEPHET-PECYPChl JUIsI OCYIIECTBJICHUSI TPEBEI-
MOAJICPKKU JIETOBBIX TOE3/0K;
STUKET U OCHOBBI MEXKIyHAPOJHOTO IPOTOKOIA;
JTHKA JEJIOBOr0 OOIIEHUS;
TpeOOBaHUS OXPAHBI TPY/A.
IIK 15. Bnagers | HaBbIkH
criocobamu OpraHu3anyd U NoAJCpKaHU: @yHKuHOHaHLHoro
OpraHu3anuu pa6oqer011pOCTpaHCTBa
pabouero VYmenus:
HpoCTpaHCTBA OpraHU30BBIBATH paboyee MECTO B COOTBETCTBHH
MpHEMHO 1 KabuHeTa ¢ TpeOOBaHUSIMHU YPTOHOMUKH U KYJIBTYPBI TPY/Ia;
PYKOBOMTEIIA obOecnieunBaTh padbodyee MeCTO U (PYHKIIMOHATIBLHOE
pabouee MPOCTPAHCTBO HEOOXOIMMBIMU
CpEeIICTBAMHU OPTaHU3AIIMOHHON TEXHUKH, MEOETbIO
1 KaHIEJISPCKUMU TPUHATICKHOCTSIIMHU;
MOJA/IEPKUBATH cpelcTBa OpraHU3alMOHHOU
TEXHUKHU
B pab0oYeM COCTOSIHUH.
3Hanusa:
TpeOOBaHUSI OXpaHbl TPY/Aa, MPOU3BOJCTBEHHOM
CaHUTApUH, IPOTUBOIMOKAPHOH 3aIUTHI;
OCHOBBI TIPAaBUJILHOW OpraHu3alWu TpyAa W
METO/IbI TOBBIILIEHUS €r0 3PPEKTUBHOCTH;
BHUJIbI OPTraHU3allMOHHON TEXHUKH W TOPSJIOK
paboTHI C HEM.
IK 1.6. | HaBbpIkH
Ocy1iecTBISTh OpraHu3aly  MOATOTOBKM U TIPOBEICHUS
paboty 1O | KOH(PEPEHTHBIX  MEPONpPUITHH,  obecreueHus
MOJITOTOBKE WH(pOPMAITMOHHOTO B3aNMO/ICHCTBUS
144 OPOBCACHHUIO | pPYKOBOIUTEIIS C noapa3aciICeHUusAMHA u
KOH(bepeHTHBIX JOJKHOCTHBIMH JIMLIAMM OpraHU3aluu
MEpONPUATHIA, VMenns:
obecrieunBaTh OPraHM30BHIBATL  IIPOLECC  IOATOTOBKU |
HH(OPMAIOHHOE NpoBeAEeHHE  KOH(EPEHTHOrO  MEPONPHATHS
B3aMMO/ICHCTBHE

WHIUBUTYATbHO
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PYKOBOAUTCIIA
C  MOJpa3JICICHUSMH
nu JOJ?KHOCTHBIMH

JIMOaMHu OpraHu3anuu

U B COCTaBe paboyveil rpymibl;

JOKYMEHTUPOBAaTh pa3HbIC J3Talbl I[POLELYPHI
NOJArOTOBKM W  TPOBEJACHHUS KOH(EPEHTHOTO
MEpOIIPUATHS;

COOJIIOJIaTh ATHKET W OCHOBBI MEXKIYHAPOIHOTO
MPOTOKOJIA;

OCYIIECTBIIATh cOOp, 00paboTky wuHbOpMAIIUH,
CHUCTEMATH3AIMI0 TIOTy4aeMbIX U TepeaaBacMbIX
JTAHHBIX;
OCYIIECTBIISATh
MIOJIHOTBI

U HENPOTHBOPEYMBOCTH JAHHBIX, HWCKIIOYCHUEC
TyOnupoBaHus MHPOPMAIIHH;

MPUMEHSTh WH()OPMAITMOHHO-KOMMYHHUKAIIHOHHBIC
TEXHOJIOTHH.

IIPOBEPKY JOCTOBEPHOCTH,

3HaHus:

HOPMAaTUBHBIC  TIPABOBBIE  AKTHI
denepanuu B chepe nHGOpMaIuu;
KOMILJIEKC OpraHU3alMOHHO-TEXHUUECKIX
MEpONPUATHI IO TMOJIrOTOBKE H IPOBEICHHIO
KOH()EPEHTHBIX MEPOIPHSITHIA,

npaBuia opopMIICHHS TOKYMEHTOB, CO3/1aBaEMBIX
B Ipolecce  MOJATOTOBKM M NPOBEICHHSA
KOH(EPEHTHOTO MEPOIPUSTHS;

ATHKET ¥ OCHOBBI MEXTyHapPOAHOTO IMPOTOKOJIA;
3THKA JIeIOBOT0 OOILEHMS;

Poccuiickoit

COCTaB BHYTPEHHUX u BHEIITHUX
MH(POPMALIMOHHBIX TOTOKOB,;
CTPYKTypa OpraHu3alNH " ITOPSIIOK

B3aWMOJICVCTBUS TOAPA3ACICHUN;
MeTOAbl O0pabOTKM | 3alMuThl HWHOOpPMAIUU C

MPUMEHEHUEM CPEeACTB HWH(DOPMAIMOHHBIX U
KOMMYHUKAITMOHHBIX TEXHOJIOTHIA;
TpeOOBaHUS OXpaHBI TPY/IA.
IIK 1.7. Odpopmnsate | HaBbIkH
OpraHU3alMOHHO- odopmieHus OpTraHHU3aIMOHHO-
pactopsiIUTEIbHbBIE pactopsIIUTEbHBIX
JAOKYMCHTBI W | TOKYMEHTOB M OpTraHM3alus pa60TLI C HUMH, B TOM
OpPraHu30BBIBATH YHCe c HCITOJIb30BaHUEM
paboTy ¢ HUMH, B TOM | aBTOMAaTH3UPOBAHHBIX CHCTEM
qucie C | Ymenns:
UCITOJIL30BAHNEM COCTaBJIATH IPOEKTEI OPraHU3alHOHHEIX,
dBTOMATUSHPOBAHHLIX | 1acropsuTebHbIX | nH(OPMAaIMOHHO-
CHCTEM CIIPaBOYHBIX  JOKYMEHTOB, B TOM  4HCJIE

JOKYMEHTOB, COJEpXKAIIuX KOH(HICHIHATHHYIO
nH(pOpMaILIHIO;

0QOpPMIIATh OpPraHU3ALMOHHO-PACHIOPSAUTEIBHBIE
JIOKYMEHTHI (OPUTHHAJIBI U KOTIHH ),

CKaHUpPOBaTh, KOMHPOBATh M KOHBEPTUPOBATH
JOKYMEHTBI B pa3iuHble (pOpMaThI;
OCYILIECTBIISITh MPOBEPKY MPOEKTOB JOKYMEHTOB
Ha COOTBETCTBHUE MPaBUJIaM JICIIONPOU3BO/ICTBA;
NPUHUMATh U MPOBOJIUTH NMEPBHUHYIO 00pabOTKY




12

BXOOAIIHUX TOKYMCHTOB,

IPOBOJIUTH  IPEJBAPUTEIILHOE  PACCMOTPEHHE
BXOJALIUX U BHYTPEHHUX JOKYMEHTOB;
pErUCTPUpPOBaTh  BXOJAIIME,  HUCXOJSAIIME U
BHYTPEHHUE JIOKYMEHTHI;

KOHTPOJIMPOBATh MapUIpyTU3ALHIO
JIOKYMEHTOIIOTOKOB B OpraHu3aluu
(cormacoBanue,  HOJIMCAHUE,  YTBEPXKICHUE,
perucrpanmsi, O3HAaKOMJIEHME U  HCIIOJIHEHHE
JIOKYMEHTOB) ;

OCYHICCTBJIATDH CpOKOBBIfI KOHTPOJIb HCIIOJIHCHUA
JIOKYMEHTOB;

OCYILIECTBIIATh ~ TOJATOTOBKY U
UCXOJAIINX JIOKYyMEHTOB;
COCTaBJISITh OTYETHI M aHAJIUTUYCCKUE CIIpaBKH
00 MCIIOJIHEHUH IOKYMEHTOB;

BECTH HWH(OPMAIIMOHHO-CIIPABOYHYIO padoTy 1o
JIOKYMEHTaM;

OCYIIECTBIISITh  paboTy ¢
pacropsaAUTEIbHBIMH

B aBTOMATHU3HPOBAHHBIX CUCTEMaX.

OTIIPaBKy

OpraHu3aIlMOHHO-
JOKYMEHTaMH

3Hanus:

HOpPMATHBHBIE IIpaBOBbIE  aKkTel  Pocculiickon
®enepanyn B chepe AeT0MPOU3BOICTBA;
JIOKaJIbHbIE HOPMAaTHBHBIE aKThI,
perJaMeHTUpYIOIUe  JIeATENbHOCTh  CITYXKObI
JIEJI0OIPOU3BOJCTBA " eé pabOTHUKOB,
OpraHU3al1Io BEICHUs EI0IPOU3BOJICTBA;
COBPEMEHHBIE UH(POPMAaLIMOHHbIE u
KOMMYHUKAI[MOHHBIE TEXHOJIOTUH, PUMEHIEMBIC
B paboTe ¢ JOKYMEHTaMH;

CTPYKTypa OpraHu3aIy, PYKOBOJICTBO
CTPYKTYPHBIX MOJIpa3iejeHui, 00pasibl Momucei
JUL,  HUMEILUX  M[paBO  MOJNUCAHUS u
YTBEPKICHUS JIOKYMEHTOB,

Y OTPAHUYEHMS 30H UX OTBETCTBEHHOCTH;
IIPaBUJIa PYCCKOIO SI3BIKA;
TpeOOBaHUS OXpaHbI TPYAA.

[IK 1.8. OdopmusTs

JIOKYMEHTBI o
JUYHOMY COCTaBy H
OpPraHu30BBIBAThH
paboTy Cc  HHUMH,
B TOM 4YHCIE C
HCIIOJIb30BaHUEM
ABTOMAaTHU3UPOBAHHBIX
CHCTEM

HaBbikn

odopMIIeHUS TOKYMEHTOB 10 JUYHOMY COCTaBY M
OpTraHu3aIi padOThl C HUMH, B TOM YHCIIE C
HCIIOJIb30BAHUEM aBTOMATHU3UPOBAHHBIX CUCTEM

YMmeHnus:

obecneynBaTh COXPAaHHOCTH NEPCOHAIIBHBIX
JaHHBIX paGOTHI/IKOB;
OpTraHHU30BbIBATH I[OKyMeHTOO60p0T 1o

NPEJCTaBICHNUIO JOKYMEHTOB II0 TEpCOHANIy B
rOCy/IapCTBCHHBIC OPTaHbl;

OpPTraHW30BBIBaTh  JOKYMEHTOOOOPOT TO Y4YETY
1 JIBMKEHUIO PAOOTHHUKOB,

BECTH BOMHCKHH y4ET paOOTHUKOB,;

BeCTH Yy4y€r pabodyero BpeMeHH paOOTHUKOB;

0(OPMIISITh OPraHU3AIMOHHO-PACTIOPSANTEIHLHBIC
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JIOKYMEHTBHI 110 JINYHOMY COCTaRBY;
BECTH PETUCTPAIINIO, YUET, ONIEPATHBHOC XPAaHEHHUE
JIOKYMEHTOB I10 JIMYHOMY COCTaBY;

BECTH JOKYMEHTAIIHIO, HOITBEPK TAFOIITYFO
CBEIICHHS

(0] pr,[[OBOfI ACATCIIBHOCTH U TPYAOBOM CTaXKC
pabOTHUKOB;

(bopMHUpOBATh JINYHBIE Jie/ia pAOOTHHKOB;
opopmiATh JZleia TO JIMYHOMY COCTaBy ISt

nepeaayn
B apXHB OPraHU3aLUH;
pabortarth co CTIeUAIN3UPOBAHHBIMU

MH(POPMAITMOHHBIMHU CUCTEMAMH U 0a3aMH JaHHBIX
0 BEJICHUIO yuéTa U JBUKCHHUIO pAOOTHUKOB.

3Hanus:

HOpPMaTUBHBIE TMpaBOBbIe aKThl Poccuiickoit
®denepanuu B chepe TPyAOBBIX OTHOIICHHUI;
JIOKaJIbHbIE HOPMAaTHBHBIE aKTHI,

perIaMeHTHPYIOIINUE TPYAOBBIE OTHOIICHUS;
COBPEMEHHBIE MH(POPMAIIMOHHO-
KOMMYHHKAIIIOHHBIE TEXHOJIOTUH, MPUMEHSIEMbIE
B pa0oTe ¢ JOKYMEHTaMH 110 JUYHOMY COCTaBY;
CTPYKTypa OpraHu3allvi, PYKOBOJCTBO
CTPYKTYPHBIX ITOAPA3AECIICHUI;

IIpaBHJIa JI€JI0NPOU3BO/ICTBA;

IIpaBUJIa PYCCKOTO SI3bIKA;

STHKA JIEJIOBOT0 OOIIECHUS;

TpeOOBaHUs OXpaHbI TPY/IA.

[TK 1.9.
OpranuzoBbIBaTh
TEKyIlee  XpaHEHUe
JIOKyMEHTOB,
00paboTKy gmenm  Juist
OTIEPATUBHOTO

u ApPXUBHOTO
XpaHeHus, B  TOM
quCJIie Y
UCIIOJIb30BaHNEM
ABTOMATU3UPOBAHHBIX
CUCTEM

HaBbikn
OpraHM3alii TEKYIIET0 XpaHEHUs JOKYMEHTOB,
00paboTKK AeN ISl ONMEPATUBHOTO M apXHUBHOTO

XpaHEHUs, B TOM WYHCJI€ C HCIOJIb30BAaHUEM
aBTOMAaTU3UPOBAHHBIX CHCTEM

Ymenus:

pa3pabaTeiBaTh HOMEHKJIATYPY A€l OpraHU3allNH;
MIPOBEPSTH MPaBUIBLHOCTh odopmeHust

}IOKYMCHTOB U OTMCTKH 06 X UCITIOJIHCHUHN nepegl
X GOPMHUPOBAHUEM B JIETIO JUIS MTOCIIEAYIOMIErO
XpaHeHus; GopMHpOBATH Jie1a, KOHTPOIUPOBATh
MPaBUJILHOE U CBOEBPEMEHHOE PACIIPECIICHHE U
MOJAIINBKY JOKYMEHTOB B JieJla B COOTBETCTBUU C
HOMEHKJIaTypOU JIelT;

MPOBEPATH  CPOKU  XpAHEHUS  JOKYMEHTOB,
COCTaBISITh  MPOTOKOJN ~ pabOThI  DKCHEPTHOM
KOMMCCHH MO MOArOTOBKE IOKYMEHTOB K Mepeiaye
B apXUB;

COCTABJISITH AKT O BBIACIICHUU K YHI/I‘—ITO)KGHI/IIO
JIOKYMEHTOB, HE IMOJICKAUX XPAHECHUIO;
COCTaBJISITh aKT 00 YHUUITOKEHUH IOKYMEHTOB;
OCYH_IGCTBJISITB IIOJIHOC NnIn YaCTHUYHOC
obopmIiIeHHE el BPEMEHHOTO, IOCTOSHHOTO,
JIOJITOBPEMEHHOTO CPOKOB XPaHEHUS,

COCTaBJIATh OIUCH nen CTPYKTYPHBIX
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MOApa3ACICHU TOCTOSIHHOTO, JIOJITOBPEMEHHOTO
CPOKOB XpaHEHHWs JIA Tepenadd Jel B apXxuB
OpraHu3aIlu;

MIPUMEHATH HH()OPMAITMOHHO-KOMMYHHUKAITMOHHBIC
TEXHOJIOTHH MPH paboTe C TOKYMEHTaMH.

3HaHus:

HOpPMAaTUBHBIE TIpaBOBbIE akThl  Poccuiickoi
@enepanin B cdepe  AETONPOU3BOACTBA H
apXUBHOTO JIEN1a;

JIOKaJIbHbIE HOPMAaTUBHbBIE aKTBhl,
pErIaMeHTHPYIOIINE BEICHUE JI€JI0IIPOU3BOICTBAN
nepeavy A€l B apXUB OpraHU3ally;

BUJIbI HOMEHKJIATYp Jel, oOuiue TpeOoBaHUs K
HOMEHKJIAType Aell, MOPsA0K paboThl C Hell;
nopsanok GopmupoBanus u ohOpMIICHHS e,
cnenuduka GopMupoBaHUS OTAEIBHBIX KATETOPUI
ne;

[paBWjia XpaHEHUs Jied, B TOM YHUCIE C
JIOKyMEHTaMU OTPaHUYEHHOTO JIOCTYTIIA;

MpaBuJIa BbIIa4M U UCIIOJIb30BAHUS JOKYMEHTOB U3
c(OpMUPOBAHHBIX JIEIT;

HOPSAIOK HCIIOJIH30BaHUS TUTIOBBIX W
BEJIOMCTBEHHBIX nepevHen JIOKYMEHTOB,
ONpEJENIEHUsI CPOKOB XpaHEHHUsT B IpoOLEcce
AKCNEPTU3bI HEHHOCTH JOKYMEHTOB;

BH/JIbI OTMCEH JIeTT OpTraHU3aIMH U MTOPSI0K PabOThI
C HUMU;

TpeOOBaHUs OXpaHbI TPY/IA.
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Opranuzanus
apXUBHOK  pabOThI
1o JIOKyMEHTaM
OpraHu3aui
pa3auYHbIX  GopMm
COOCTBEHHOCTH

[K 2.1.
Ocy1iecTBISTh
KOMIUICKTOBAHHE
ApXUBHBIMH  JellaMU
(IOKyMEHTaMH )
apXvBa OPraHU3AINH

HaBbiku

y4acThsi B KOMIUICKTOBAaHWU ApXUBHBIMHU JIeJIaMU
(ToKkyMeHTaMH) apXHBa OpraHu3aluu

Ymenus:

pabotaThb C MOApa3JEICHUSMHU/OPraHU3aALUIMU
HMCTOYHUKAMU KOMIUIEKTOBAaHUS apXUBa;
NPUHUMATh apXWBHBbIE Jefa (JOKYMEHTBI) Ha
MOCTOSTHHOE WJIM JIOJITOBPEMEHHOE XPaHEHHE;
y4acTBOBAaTh B MPOBEACHUU IKCIEPTU3bI IIEHHOCTU
pa3IMYHBIX THUIIOB U BHJAOB JIOKYMEHTOB B
COOTBETCTBUM C BHYTPEHHUMH perjiaMeHTaMU
OpraHu3aluy;

MPUMEHSTh B Pab0Te PEKOMEHIAINH IKCIEPTHO-
MPOBEPOYHOM  KOMHUCCHUU WM  DIKCHEPTHOMI
KOMHUCCHH OpraHu3alluy;

IPUMEHSTh NEPEeYHHM C YKa3aHUEM CpPOKOB
XpaHeHus /e (JOKYMEHTOB);

coOiroaTh HOPMATUBHBIE CPOKU XpPAHEHUS el
(IIOKyMEHTOB);

BECTH YUYET HCTOYHUKOB KOMILIEKTOBAHUS apXUBa;
UCIIONIb30BAaTh  IEPEIOBOM  OTEYECTBEHHBIH U
3apyOeXHBI OIBIT MO0 KOMIUIEKTOBAHHUIO apXHBa
JenaMu (ToKymMeHTaMH) MOCTOSSHHOTO U
JIOJITOBPEMEHHOT'O XPaHEHUS;

HCIIOJI30BaTh COBPEMEHHBIC
aBTOMaTI/ISI/IPOBaHHBIC, I/IH(l)OpMaIII/IOHHI)Ie nu
TENIEKOMMYHUKAIIMOHHbBIE TEXHOJIOTHHU
JIOKYMCHTI/IPOBaHHBIX cq)ep ACATCIIBHOCTHU
OpraHu3aIuy.

3HaHHA:

HOpPMAaTHBHBIE IpaBOBble aKkThl  Pocculiickon
@enepanun B cdepe  AEIONPOU3BOJACTBA U
apXHUBHOTO JIENAa;

Hay4YHO-METOJAUYECKUE KPUTEPUU  DKCIIEPTU3BI
[IEHHOCTH pAa3JINYHbIX THUIOB W BUIOB JIEJ
(IOKYMEHTOB);

TEOPETUYECKUE W METOAUYECKHE  ACIIEKTHI
KOMIUIEKTOBAHUS M JKCHEPTHU3bl LEHHOCTH BCEX
BUJIOB JJOKYMEHTOB;

BUJIbI, PA3HOBUJIHOCTH M (hOpMaThl BCEX BHJIOB
JIOKYMEHTOB;

YHU(ULIUPOBAHHYI0 CHUCTEMY OPIraHU3aLMOHHO-
pacopsAUTEIbHOU JOKYMEHTALUH;

CTaHAapThI oopmieHus OpPraHHU3alMOHHO-
pacropsAUTEIIbHON JOKYMEHTALINH;

CrocoObl W TEXHOJOTHH  JIOKyMEHTHPOBAHUS

pa3INYHbIX BUJIOB npodeccnoHaIbHOM
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JIeSITEIIbHOCTH;

OpraHU3aI[MOHHbIE MPUHIMIBI KOMIUIEKTOBAHUS
Jien (JOKyMEHTOB) OTPAaHUYEHHOTO JIOCTYIIA;
TpeOOBaHUs OXPAHBI TPY/IA.

[IK 2.2. Bectu yuér
APXUBHBIX nen
(TOKYMEHTOB), B TOM
qHCIIe

C  HCIOJB30BaHHEM
ABTOMAaTH3UPOBAHHBIX
cUCTEM

HaBbikn

BEJICHUS y4€Ta apXWBHBIX 1N (JOKYMEHTOB), B
TOM YHCIIC c HCI0JIb30BaHUEM
aBTOMATU3UPOBAHHBIX CUCTEM

Ymenusn:

MOJIb30BaThCA YUYETHBIMU JOKYMEHTAMH B paMKax
AIIEKTPOHHBIX UH(HOPMAITMOHHBIX CHCTEM

JOKYMEHTHPOBAaHHBIX cep AeATeIbHOCTU
OpraHu3aluy;

[10JIb30BaThCs cepTHU(pULPOBAHHBIMU
aBTOMaTU3MPOBAHHBIMU cucreMamMu
JIOKYMEHTHPOBAaHHBIX cep AeATeIbHOCTU
OpraHu3alUy M0 y4€Ty, PErUCTPaLUU, KOHTPOJIIO
Jiel1 (J0KyMEHTOB);

10JIb30BATHCS UH(POPMALMOHHO-CITPABOYHBIMU
cucTeMamu JOKYMEHTHUPOBAaHHbBIX chep
JeSITeIbHOCTH OpraHu3aIHHY;

BECTH  CIIPaBOYHO-TIOMCKOBBIE  CPEACTBA K
apXUBHBIM JIeJ1aM (JIOKYMEHTaM);

BECTH YUY€T CTPAaxoBOTO (POHAA apXHUBHBIX A€
(ITOKyMEHTOB);

NPUMEHSATh  HOPMATHBHBIE  IPAaBOBBIE  aKTHI,
JIOKaJbHBbIE HOPMAaTHBHbBIE AKThl OpPraHU3alUM U
METOAMYECKHE JOKYMEHTHI B 00JacTH yuéra
apXUBHBIX /1] (TOKYMEHTOB);

BHOCHUTH MPEIJIOKEHHS 110 COBEPIIEHCTBOBAHUIO
METOAMYECKOr0 o0ecreueHns yuéTa pa3HbIX BUOB
JIOKyMEHTOB B JJOKyMEHTHPOBAHHBIX cepax
JESATEIBHOCTH OPraHU3alnu.

3HaHuA:

HOpPMAaTHBHbIE IpaBOBbIE akThl  Pocculiickon
@enepauun B cepe  ANONPOU3BOACTBA U
apXHUBHOTO JIENAa;

METOJANYECKUE JIOKYMEHTBl M  HAalHOHAJbHBIC
CTaHAapThl B 00JacTH Yy4€ra JOKYMEHTOB U

JIOKyMEHTHPOBAHHBIX chep JESTENBHOCTH
OpraHu3aluy;

OTEUYECTBEHHbIE u 3apyOe)KHbIe
CepTU(UIMPOBAHHBIE CUCTEMBI

ABTOMATHU3WPOBAHHOTO Y4ETa apXHUBHBIX JICIT
(IOKYMEHTOB);

TpeOoBaHUS K yUETY 0CO00 IEHHBIX U YHUKATBHBIX
ApXUBHBIX €T (IOKyMEHTOB);

CPOKH BBITIOTHEHUS pa0OT MO YUETY apXUBHBIX JIE
(IOKYMEHTOB);

oOurie NMpUHIUNBI y4éTa U KOMILJIEKTOBaHUS e
(IOKyMEHTOB) OIrpaHUYEHHOTO JOCTYIIA;

TpeOOBaHUs OXpaHbI TPY/a.
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[K 2.3.
Ocy1iecTBISITh
XpaHEHHE apXHBHBIX
Jen (TOKYyMEHTORB)
c MTOCTOSTHHBIM
CPOKOM XpaHEHUS H
10 JINYHOMY COCTaBY
B apXuBe
OpraHu3aIu

HaBrIixkn

OCYH_IGCTBJIGHI/ISI XpaHeHI/ISI apXI/IBHLIX pi(SA) |
(IOKyMEHTOB) C ITOCTOSIHHBIM CPOKOM XpaHEHUs U
10 JIMTYHOMY COCTaBY B apXHUBE OpPTaHHU3AIUN

YMenus:

CHUCTEMaTU3UPOBATh Jejia (JOKYMEHTHI);
pasMmeliaTb apXHMBHblE Jena (JOKYMEHThI) Ha
MecTaXx  XpaHEHus B COOTBETCTBUU C
HOPMATUBHBIMH  TpeOOBaHMSIMH B OO0JIACTH
apXUBHOTO JieJla U yIIPaBJICHUs TOKYMEHTaMU;
coONoIaTh HOPMATHBHBIE PEXUMBI  XPaHEHHS
apXMBHBIX 1€l  (JOKYMEHTOB) Ha  JIIOOBIX
HOCHUTEIISIX;

IPOBOJUTH MPOBEPKY IMOJTHOTHI COCTABA APXUBHBIX
JIOKyMEHTOB B €IMHULIAX XPaHEHUS;

POBOJIUTH OIKCaHUe apXHUBHBIX aen
(1OKyMEHTOB);

COCTaBJISITh CIPABOYHO-TIOMCKOBBIE CPEICTBA K
apXUBHBIM JIeJ1aM (JIOKYMEHTaM);

BECTH YYET M KOHTPOJIb BbIJIAUM APXUBHBIX [€JI
(TOKYMEHTOB) M3 apXMBOXpaHWJIMIIA M  HUX
BO3BpaTa;

BECTH YYET MW  KOHTPOJb TEPEdayd  Aeil
(1OKyMEHTOB)

B TOCYJapCTBEHHBII/MYHULIUNIATbHBIA ApXUB WIH
HAa MHOE BHEIIHEE XPaHEHUWE W NpuEéMa Jen C
BHEIIHETO XPaHECHMUS],

IPOBOJUTH MOJUCTHYIO TPOBEPKY (U3NYECKOTO
COCTOSIHUS IeJT (JOKYMEHTOB);

pa3bICKUBATh HeoOHapyXEeHHbIE nena
(IOKyMEHTHI);

3alUIIAaTh UH(QOPMAIIMOHHBIE PECYPChl apXHBa OT
HECaHKIMOHUPOBAHHOIO JOCTYTIA.

3unanusa:

HOPMAaTHUBHBIE TIPaBOBbIE  aKThl  Poccuiickon
Qenepaniun B cepe  IEITOMPOU3BOJCTBA U
apXUBHOIO JIENIa;

HOpPMAaTHBHBbIE IpaBOBbIE akTel  Pocculiickon

denepannn B obrnactu uH(popManuuy,
MH(OPMaLMOHHBIX TEXHOJIOTH, 3aIUTHI
uHpOpMAllUM U TEPCOHAIBHBIX JTaHHBIX,

¢ poBoii TpaHcHopMaIuy;

HOPMAaTHUBHBIE TIPaBOBbIE  aKThl  Poccuiickon
Oenepaniun B 00nacT  KOH(UIESHIIMATEHOCTH
uH(popMaLnu;

npaBWwia  XpaHeHUs  Jel1  (JOKYMEHTOB) B
COOTBETCTBUH C UX TUIIAMH,

MOPSII0K (dhopmMupoBaHus JIOKYMEHTOB B
KOMIUIEKTBI, TPYIIIbI, TUIIBI;

TpeOboBaHusT K O(OPMIICHHIO JOTOBOPOB Ha
pealn3alui0 YCIYr BHEIIHET0 XpaHEHWs Jel
(IOKYMEHTOB);

CPOKH BBITIOJIHEHUS padoT;
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TpeOOBaHUs. K  YCTAHOBIEHHBIM  HOpPMam
BBIPAOOTKH;
TpeGOBaHUs OXPaHbI TPY/IA.
[TK 2.4. | HaBbIKH
OCyIEeCTBIATL o0ecreueHus XpaHEHUs, KOMILIEKTOBAHUS, y4ETa
XpaHEeHHE, u
KOMILIEKTOBAHHME, WCIIONB30BaHus el (IOKYMEHTOB) BPEMEHHOTO
y4€T U | XpaHEHUs
HCIIONB30BAHUE  1€7 | Yyrenmst:
(10KyMeHTOB) OPraHu30BLIBATE U O0ECIIEUMBATL XPaHEHHUE eI
BPEMEHHOTO (IOKyMEHTOB) BPEMEHHOT'O XPaHEHHs
XpaHEHUsI

OpraHu3ali B TPATUIUOHHOM U B 3JIEKTPOHHOM
BU/IE;

KOHTPOJIUPOBATh  pa3pabOTKy  CTPYKTYPHBIMH
MOAPAa3ACICHUSIMU ONKUCEH U aKTOB O BBIJCICHUHN
Ha YHUYTOXEHUE JIed (JIOKYMEHTOB) BPEMEHHOTO
XPaHEHHUS B TPAIUIUOHHOM U B AJICKTPOHHOM BUJIE;

(dbopMHUpOBaTh E€IUHUIBI XPAaHEHUS JOKYMEHTOB
JUIA UX TIOCJEIYIOUIEro pa3MeIleHUs B apxuBe
OpraHu3aluy;

COCTaBJISITh CIPABOYHO-TIOMCKOBBIE CPEICTBA K
apXUBHBIM JIeJ1aM (JIOKYMEHTaM);

OCYIIECTBIISATh ~ MOMCK el (AOKYMEHTOB)
BPEMEHHOI'0 XpaHEHHsI B IIPOLIECCE UX XPAHEHUS B
CTPYKTYpHBIX  MOJAPA3JEJIEHUAX U  apXuBe
OpraHu3aluy;

OCYIIECTBIISAITh ~ METOJUYECKOE  PYKOBOJCTBO
opraHuzanel XpaHeHuss Jen  (JOKYMEHTOB)
B CTPYKTYPHBIX IIOJpa3AeiIeHUAX OpraHNu3aluy;
OKa3bIBaTh CTPYKTYPHBIM MOIpa3IeIICHUSIM
IIPAKTUYECKYIO TIOMOIb B OpraHU3aluy XpaHECHUs
nen (I0KyMEHTOB);

paspabarbIBaTh CIPaBOYHO-UH(POPMALIMOHHBIE
JIOKYMEHTBI 110 OpPTaHM3allMM HCIOJIBb30BaHUs AEI
(IOKyMEHTOB) BPEMEHHOI'0 XpPAaHEHUs B
CTPYKTYpHBIX  MOJpA3JElICHUsX U  apXHBE
OpraHu3aluy;

IIPOBOAMTH JKCIIEPTU3Y LIEHHOCTHU nen
(IOKyMEHTOB) BPEMEHHOI'O XpaHeHus,
NepelaHHbIX B apXUB;

ONPEAEIATh CPOKU XPaHEHUS A€l (JOKYMEHTOB)
BPEMEHHOI'O XPaHEHUS;

o0ecrieynBaTh  3amUTy  Aed  (JIOKyMEHTOB)
BPEMEHHOI'O  XpAaHEHUs B  OpraHu3aluud  OT
HECaHKLMOHUPOBAHHOTO JocTyna 170171
YHUUTOKEHUS;

NPOBOIUTH  (PU3MUECKOE  YHHUTOXKEHHE  JIell
(1OKyMEHTOB) BPEMEHHOI0 XpaHeHus c
UCTEKIINMU CpOKaMu XpaHEHUs nociue
COIJIaCOBaHUs co CTPYKTYPHBIMU
HOJpa3/IeIEHUsIMU OpraHNU3aLUY;

0pOpMITSTH y4ETHBIE JIOKYMEHTBI 00
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VHUYTOXKEHUHU JIeNT (TOKYMEHTOB) BPEMEHHOTO
XpaHEHUsT C UCTEKIIUMH CPOKaMH XpaHCHUs
COBMECTHO CO CTPYKTYpPHBIMH NOApPa3aeneHUaMu
opraHusauuu.

3HaHuA:

HOpPMATHBHBIE IIpaBOBbIE  akThl  Poccuiickoi
@enepanun B cdepe  AEIONPOU3BOACTBA |
apXUBHOIO JI€N13;

HOpPMAaTHBHbIE IIpaBOBbIE  akThl  Pocculiickon
@enepanyu B 00JIACTH 3aIIUTHI EPCOHATBHBIX
JIaHHBIX;

HOpPMATHBHBIE IIpaBOBbIe  akTel  Poccuiickoi
@enepanu B 00J1aCTH  KOH(UAECHIMATLHOCTH
nHpopManuu;

METOJUYECKUE JOKYMEHTbl M HAlMOHAJIbHBIC
CTaHJApThl B O0JACTH JIEJIONPOM3BOJCTBA MU
apXUBHOIO JI€1a;

METOAMKA pa3padoTKu GOpM yUETHBIXJOKYMEHTOB
B TPAJULIMOHHOM U B 3JIEKTPOHHOM BHJIE;

npaBUja CHUCTEMAaTH3allMM ©  KJAcCH(UKAIUK
JIOKYMEHTOB;

OCOOCHHOCTM  OpraHu3alMM  XpaHEHUs  Jell
(TOKyMEHTOB) Ha pa3IMYHbIX HOCUTEISX;
KpUTEPUN OINpeEIICHUs LIEHHOCTH nen
(TOKyMEHTOB) JUIsl JAIbHEWILIEro XpaHEHUs WIH
YHUUTOKEHUS;

TpeOoBaHUS K  IpolieccaM  YHMUYTOXKEHUs
uHpOpMALUU B TPAAULIMOHHOM U 3JIEKTPOHHOM
BU/IE;

TpeOOBaHUS OXPAHbI TPY/A.

IK 2.5.
OcCymiecTBISITh
MCIIONIb30BaHUE
APXUBHBIX nen
(ITOKyMEHTOB), B TOM
qrclie c
UCIIOJIb30BaHUEM
ABTOMATH3UPOBAHHBIX
CUCTEM

HaBbikn

OCYIIECTBIICHUS HCIOJb30BAaHUS APXUBHBIX JIEI
(IOKYMEHTOB), B TOM YHUCJE C HCIOJIb30BAaHUEM
aBTOMATU3UPOBAHHBIX CHCTEM

Ymenus:

CHUCTeMaTH3UpOBaTb M 00001IaTh CBEACHUS O
COCTaB€ W  COJEpKaHUU  apXUBHBIX  JIEN
(TOKyMEHTOB);

HCIOJIb30BaTh HMH(OPMAIIMOHHbIE TEXHOJOTHH B
obnactu co31aHus CIIPaBOYHO-TIOMCKOBBIX
CpPEZCTB apXMBa U JOKYMEHTHUPOBAHHBIX chep
JIeATEIIbHOCTH OPraHU3allly;

¢dbopmMHpOBaTH OCHOBHBIE M  BCIIOMOTAaTEIbHBIE
BUJbl APXMBHBIX CIIPABOYHUKOB B DIIEKTPOHHOMN
opme;

MOArOTAaBIMBATh HHPOPMAIIMOHHBIE JOKYMEHTHITIO
3ampocaM I0JIb30BaTENIECH Pa3IMYHbIX KaTErOpUH.
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1.3. llesin 1 32724 NPAKTHKH

[lenpto yueOHONM NPaKTUKH sBIsSETCS - (OpPMHpPOBAHUE Yy CTYJEHTOB MPAKTHUECKUX
npoeCCHOHATIBHBIX YMEHHH, TPHOOpETEHNE TEPBOHAYAIBHOTO PAKTUYECKOTO OIIBITA, PEaTU3yeTCs
B pamkax moxayiedr OOIl CIIO mo ocHOBHBIM BHAaM NPOQECCHOHAIBHOW ACATEIHHOCTH IS
MOCTIETYIONIETO OCBOGHUS MMU OOIIMX W TNPO(EeCcCHOHANBHBIX KOMIICTCHLIUH 10 HW30paHHON
CHEIHATbHOCTH.

L{enbro MPOM3BOACTBEHHOH (TI0 TPOGHUITIO CTIEHUATIEHOCTH ) IPAKTHKH SBJISIETCS 3aKpETICHHE,
paciidpenue, yriyoieHne U CUCTEeMaTU3allui0 3HAaHU M, MOTYYSHHBIX MPU U3YyYEHUH CIIELHaIbHBIX
IUCLUUIUIMH, TPUOOpPETeHHE NPAKTUYECKOTO OmbITa, (opMUpOBaHHE Yy CTyAeHTa OOMMX W
npo¢eCCHOHAIBHBIX KOMIETEHIIUI U peanusyetrcs B pamkax moaynei OOII CITO nmo kaxmomy u3
BHJIOB PO ECCUOHAIBHOMU JieATeTbHOCTH, npexycMoTrpeHHbIx @I'OC CIIO no cnenuaabHOCTH.

Llenpi0 MPOU3BOACTBEHHON (MIPEIAUIIIIOMHON) MPAKTHKH SIBISETCS YIIyOJIEHUE CTYIEHTOM
MEPBOHAYAILHOTO MPO(GECCHOHAIBHOTO OMbITA, pa3BUTHE OOMUX U NPO(deCcCHOHATBHBIX
KOMIIETEHIIUH, TPOBEPKY €r0 TOTOBHOCTU K CAMOCTOSITEIbHON TPY/A0BOM 1€ATEIbHOCTH, a TAKXKE Ha
MOATOTOBKY K BBIMOJIHEHUIO BBIMYCKHON KBaNU(UKALMOHHOW pabOThl (IUIUIOMHONW paboThl) B
OpTaHU3aAIMIX PA3TMYHBIX OPraHU3AIMOHHO-TIPABOBBIX (OPM.

3a1a4y IPaKTHKU:

- 3aKpeIUIEHHE U HCIOJb30BaHUE CIEUUANbHBIX 3HAHWM, IIOJIy4EHHbIX B paMKax
npodeccnoHanTbHOTO MOTYJIS;

- ipeoOpa3oBaHNe MPUOOPETECHHBIX TEOPETHUECKUX 3HAHUHN B CUCTEMY IPO(ECCHOHATBHBIX
YMEHHU;

- OBJAJICHWE COBPEMEHHBIMH MeETOJaMH cOopa, aHamu3a W 00pabOTKM HaydIHOU
nHpopManuu;

- moa00p M aHalIM3 OCHOBHOM M JOMOJHUTEIBHOW JIUTEPaTyphl B COOTBETCTBUU C
po6aeMaTuKoil paboT, BEIMOJIHAEMBIX BO BpeMS MPAKTHKH.

- TpuUOoOpeTeHHe OIbITa MPAKTHUYECKOH paboThl B COOTBETCTBHUM C TpeOOBaHUSIMU,
ycraHoBieHHbIME PT'OC CIIO no cneunansHoct — 46.02.01 JlokyMeHTalMoHHOE oOecrieueHue
YIpaBJIE€HUS U apXUBOBEJICHUE.

1.4. Konu4yecTBo Heelb (4aCOB) HA OCBOEHHE NPOTPAMMBbI IPAKTHKH

Bcero — 432 gaca, B TOM YHCIIE:

- yueOHoit mpakTuku — 144 yaca,

- IPOU3BOJICTBEHHOM MPaKTUKHU MO Mpoduitto cnenuanbHoctd — 144 yaca,
- IPOU3BO/ICTBEHHOH NMpeIUINIOMHON pakTuku — 144 yaca.

Bua npakTukm / IIpogeccuonanbubiii | Konyecrso dopma npoBeaeHUs
cemecTp MOIYJ1b YacoB NpHU
3204HOM
popme
o0yueHust
YueOnas
Ne cemectpa IIM. 01 36 KoHnuenTtprupoBanHas
4 OcyuiecTBienue /paccpenoToueHHas
OpraHU3aIOHHOTO U
JOKYMEHTAIIUOHHOTO
o0ecrieueHus
JeSITeTbHOCTH
OpraHu3aluu
[IpomexxyTounast arrectanus B popme oughghepenyuposannozo 3auema
Ne cemecTpa [IM. 02 Opranuzamnus 36 KonuentpupoBanHnas
4 apXUBHOM paboTBI MO /paccpeoToueHHast
JOKYMEHTaM
Opra"u3anun
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Pa3ITUYHBIX hopm
CcOOCTBEHHOCTHU
[TpomexxyTouHast aTrectanus B popme dugpepenyuposannozo 3auvema
Ne cemecTpa IIM. 03 OcBoeHHEBUIOB 72 KonuentrpupoBanHnas
4 paboT 1O OHON WU /paccpenoToueHHas
HECKOJIBKUM

npodeccusM  pabovmX,
JIOJDKHOCTSIM CITY?KaIIMX

IIpou3BoacTBeHHAA
npakTuka (mo npodusro
CHenuajaIbHOCTH)
Ne cemectpa [TIM. 01 36 KonnenrpupoBannas
6 OcyuecTBieHue /paccpenoToueHHast
OpPraHU3allMOHHOTO |
JOKYMEHTAIHOHHOTO
obecrnieueHus
JeSITeIbHOCTH
OpraHu3aIu
[TpomMexxyTouHas arrectanus B popme dugpepenyuposaniozo 3auema
No cemecTpa [TM. 02 Opranu3anus 36 KonuenrpupoBanHas
6 apXMBHOM pabOTBI 11O /paccpenoTodeHHast
JOKYMEHTaM
Opra"u3anun
pa3IMYHBIX ¢dhopm
COOCTBEHHOCTH
[TpomesxyTouHas aTrTectanus B hopme ougpepenyuposanno2o 3auema
Ne cemectpa ITM. 03 OcBoeHneBu10B 72 Konnentpupoannast
6 paboT MO OJHOW WK /paccpeaoToueHHast
HECKOJIbKHM

npodeccusiMm  pabouux,
JOJIKHOCTSIM CJTY>KaIIUX

HpOMe)Ky'TO‘lHa}I aTTeCTalusd B (bopMe HAUMeHo6aHUue

IIpousBoacTBEeHHAs
NMpaKTHKA
(mpeaIunJIoMHas)
Ne cemectpa [IpousBoacTBeHHaAst 144 KonuenrpupoBanHnas
6 NpaKTHKa

(mpenauniomMHasi)

[TpomexyTouHas aTTectanus B popme ougpepenyuposannozo 3avema
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3. CTPYKTYPA U COAEP KAHUE ITPAKTUKU

3.1. CTpykTypa u BHAbI padoT HA y4eOHOH NMpaKTHuKe

Bun
npodeccruoHaIbHOM
NeSTEIbHOCTH

Bubl BEIIOTHSAEMBIX pa0OOT U 3aJaHHIA

O0bem
4acoB Nnpu
3204HOM
dopme
o0yueHust

[IM. 01
OcymiecTBieHne
OpPTraHU3aIMOHHOTO
n
JIOKYMEHTAIMOHHOT
0 obecrieyeHUs
JESTCIIbHOCTH
OpraHu3aIu

Opranuzanuonasii 610k, [locTaHoBka 1menu W 3amad
MPAKTUKUA. 3HAKOMCTBO C MPOrPaMMOH  MPaKTUKH.
O3HakOMJIEHME C  XapaKTePUCTHKOW  OpraHu3aliu
(opranu3anroOHHO-TIPaBOBAS dbopma,
MCCTOPACIIOJIOKCHHUC, BHU/T u THII, crienuajan3anus,
CTPYKTYpO#l mTarta pabOTHUKOB MpeAnpusTus). M3yuenue
MHCTPYKIUHU 1O OXpaHe TPpyAa U TEXHUKE O€30MacHOCTH U
nokapo6e3zonacHocTd. M3ydeHne mnpaBuil BHYTPEHHETO
pacnopsiika X HOPM  OXpaHbl  Tpydda, TEXHUKU
0e30macHOCTH MpHU paboTe C OPTTEXHUKOM.

2

W3ydyeHne  CTpPyKTypbl  OpraHum3allud  —  MecTa
IIPOXOKACHUS IPAKTUKY (Jjajiee — OPraHu3alliy) ¢ 1EJIbI0
COCTaBJICHUS CXEMBI CTPYKTYPBI OpraHu3alyHu.
O3HakoMJIEHME C  TIPaBOBBIMH  (YUPEOUTEIbHBIMHU),
JIOKQJIbHBIMHU HOpPMaTHUBHBIMH aKTaMH u
pacnopsAUTEIbHBIMA JIOKyMEHTaMU OpraHH3alMH.
CocraBrieHHE CIHUCKAa UCTOYHUKOB KoMmIuiekToBanus OPJ]
OpraHu3aluy.

N3yuenue HNHucTpykuuun o JEJIONIPOU3BOJICTBY
OpraHu3any. 3HaKOMCTBO C IpaBWJIAMHU COCTaBJICHUS
OPOEKTOB M O(GOpPMIIEHHS JIOKYMEHTOB, IOPSAIKOM
COIJIaCOBaHUs U MOJIUCAHMSI/yTBEPKAEHUS JOKYMEHTOB B
OpraHu3aluy.

3HAKOMCTBO C  JJOKYMEHTOOOOPOTOM  OpraHM3alMH.
Hcnonb3oBanue C3JI B pabore ¢ JAOKYMEHTaMH.
HNupopmaninoHHO-ClIpaBOYHAsi U TIOUCKOBasg paboTa cC
UCIOJb30BaHUEM  CHUCTEeM  ydéra  JIOKYMEHTOB B
OpraHu3alum.

O3HakoMlIeHHE C YCTAaHOBJICHHBIMH B OpraHu3aluun
IMpaBUJIaMH1 MMOATOTOBKHU TOKYMCHTOB K II€PEaAa4Y€C B apXUB.

O3HakomIIEHUE c MpaBUJIaMu paboThI c
KOHpHIEHIIMATbHOH uH(pOpMalMeli B  OpraHU3aIUH.
3HaKOMCTBO C KaTerOpUSIMH W BHJAMH JIOKYMEHTOB,
00pa3yronmxcs B OpraHu3aIui, coJiepKaIIiX
KOH(pHICHIIMATBHYIO HH(pOpMaIHIio.

PaboTta mo 03HAKOMJIEHHIO C COCTaBOM M OCOOEHHOCTSIMH
JOKYMEHTOB OpraHHU3alUH, PEryIupyroLIUX TPYAOBbIE
OTHOIICHHS (opraHM3aIMOHHO-PACTIOPSTUTEIHHBIE
JIOKYMEHTBI, TOKYMEHTHI 110 JTUYHOMY COCTaBy, TPYIOBOMI
JIOTOBOP, JOTOBOP O MaTepHUaTbHON OTBETCTBEHHOCTH H
T.J.). 3HAKOMCTBO C CHCTEMOH YHU(DHUIIMPOBAHHBIX (HOpPM

17,2 uacoB cocrapiser oquH pabouuii JeHb U3 pacuera 36 4acoB B HEETIO
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MEPBUYHON YUETHON JOKYMEHTAIIMU OpTraHU3aliH.

Odopmiienne otyera o yueOHOW IPaKTUKE

Bun IIPOMEKYTOUYHON aTTecTaluu-
nuddepeHIMpOBaHHBIN 3a4eT

Bcero yacos:

36

Bun
npodeCcCuOHAITBHON
JEATENLHOCTH

Buipl BEIOTHAEMBIX paOOT U 3aJaHUI

O0bem yacoB
NPHU 3204HOH

dopme
o0yueHust

IIM. 02
Opranuzanus
apXUBHOH paboTHI
0 IOKyMEHTaM
Opranuzanuit
pasnmuuHbIX hopm
COOCTBEHHOCTH

Paccmotpenue CTPYKTYPBI
yUpeXKIeHUs/OpraHu3auu/mpeanpusatus (aanee —

OpraHu3alliM), COCTABJICHHE CXEMbl OpPTaHU3AIMOHHON
CTPYKTYpBI, ONIpe/ie]IeHHe UCTOYHUKOB KOMIUIEKTOBAHUS
apxuBa OpraHu3aluu. N3yuenune JIOJKHOCTHOM

HHCTPYKIUH apXHUBUCTA.

2

CocraBieHHe CIHCKAa HWCTOYHUKOB KOMILIEKTOBAHMUS
apXvBa OPTaHU3AIMH, ONPEICICHUE TPAHWI] aAPXUBHOTO
dbonma.

CocraBiieHHe CXeMbl pPa3MEIICHUs CPEICTB XpPaHEHUS.
PaccmoTpenne — Tomorpaduueckux — ykasatreined B
apxuBOXpaHWwIuIle opraHu3anuu. O3HaKOMIIEHHE C
OpaBUIaMU  BEJEHUS  JKypHAJOB  HaONIOJEHMS 32
TEMIIEPATYPHO-BJIAXKHOCTHBIM PEKUMOM B
aApXUBOXPAHMIIHUILE.

ITonroroBka nen K apXMBHOMY XPaHEHHIO, B TOM YHCIIE:
U3Y4YEeHHE JIOKYMEHTOB B LIEJISIX ONPEIENIEHUsI CPOKOB HX
XpaHeHus, HyMmepalus JHCTOB  apXWBHOIO  Jena,
cocTaBJieHHE U Oo(opmIleHHEe BHYTPEHHEN ONUCH U JIUCTa-
3aBEpUTEIIS ApXUBHOIO Jieja, COCTaBIeHUE U oopmiieHuE
KapThI-3aMECTUTENIA, JINCTA HCIOJIb30BAaHUS APXUBHOTO
Jiena, cocTaBlieHne U 0(OpMIIEHUE PEKBU3UTOB OOJIOKKH
apXMBHOTO JieJa, MPOLIMBKA apXUBHOTO JIEa.

CocTaBneHHe AapXMBHOM OMMCH JE€1  MOCTOSIHHOIO
xpaneHus. OdopMIIeHHE ONIICH JIEIT TI0 TMYHOMY COCTaBY.
Odopmnenue onrcu nen BpeMeHHOro (cBeimie 10 1ner)
CpOKa XpaHEHHUS.

OdopmiieHne TOKyMEHTOB 10 pe3yiabTaTaM IPOBEPKU
HaIU4YUS U COCTOSHMUSI JOKYMEHTOB B apXHBe, O
BBIIEJICHUM K YHUUYTOKEHUIO apXUBHBIX JOKYMEHTOB, HE
MOJJIEXKALUX XPAHEHHUIO.

O3HakOoMJIECHWE C  UCTOYHUKAMH W TOPSAKOM
KOMIUIEKTOBaHUS (DOH/Ia TIOJTB30BATEISL.

O3HakOMJIEHHE C  TOPSOKOM  BBIJAYU  apXUBHBIX
JIOKyMEHTOB, OQOpMJICHHE IIIa0JIOHOB 3alpoOCOB Ha
BBIJIa4y apXUBHBIX IOKYMEHTOB.

[TonroroBKa OTBETOB Ha 3allpOChl: ApPXWUBHBIC CIPaBKa,
KOTIHSI, BBIITUCKA.

PabGoTa ¢ mHpOPMAIMOHHO-TIONCKOBBIMH CHUCTEMaMU |
AIIEKTPOHHBIMU KaTaJI0raMu apXHUBOB.

Odopmienue otyeTa Mo yueOHOM MpaKTUKE
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Bun MPOMEKYTOUHOM aTTeCcTaln -
¢ epeHIIMPOBAHHBIN 3a4eT
Bcero yacoB: 36
[IM.03 O3HakoOMJIEHWE C NPOTPaMMHBIMU CPEACTBAMH Yyu€Ta, 8
Brinonnenue XpaHeHus, OOpabOTKM W  TIOMCKAa  JOKYMEHTOB,
paboT 1o OTHOW | UCTIOIB3YEMBIMHU B OpPraHHU3aIIHH.
WJIM HECKOJIBKUM | VI3ydeHne OCHOB U CIIEU(UKH PabOThI C JOKyMEHTAIHEH 36
npodeccusm B CHCTEME DJIGKTPOHHOTO JjJokymeHTooOopoTta (COJI)
pabounx, OpraHu3ainuu. BBIIOTHEHHE OTIEIbHBIX ONEpalui 10
IOJDKHOCTSIM peructpanuu 10kymeHToB B COJI.

CILy>Kalux Hcnonb3oBanue B paboTe ri1o0albHbIX U JIOKAJIbHBIX CeTeH 24
JUIsL TIONY4YEeHHUS U XpaHeHUs uHpopManuu, oOMeHa
uH(popManuen.

Odopmienue oTyera no yueOHON IPaKTUKE 4
Bun IIPOMEKYTOUHOU aTTecTalnyuu -
mudepeHIMPOBaHHBIN 3a4eT

Bcero yacos: 72

3.2. CTpyKTypa M BUAbI paGoT HA NPOU3BOACTBEHHOI (110 NPOodUII0 CrenHaJILHOCTH)
NpaKkTHKe

Bun Oo0bem
npodeccuoHaIbHON . 4acoB
Buipl BeIMOMHAEMBIX paOOT U 3a1aHUI
JCATCIIBHOCTHU npu
3204HOI
¢opme
o0yueHmust

Opranmzanuonneiii  0nok. [locraHoBka 1enu u  3amad
IIM. 01 IIPAKTUKU. 3HAKOMCTBO C IIPOrpaMMOi NpakTUKH. M3yuenue
OcymiecTBieHne | HHCTPYKIMH MO OXpaHe TpyJda U TEXHHKe Oe30MacHOCTH U 5
OpPraHU3alMOHHOrO | Mo)Kapobe3onacHOCTH. M3yueHue mpaBWil BHYTPEHHETO
u pacropsiika 1 HOpM OXpaHbl TPyJa, TEXHUKU 0€301acHOCTU
JIOKYMEHTAIlMOHHOTO| NPU paboTe C OPITEXHUKOM.

o0ecrieueHus N3yuenue CTpyKTypbl OpraHU3alMM — MECTAa MPOXOXKICHUS
NEeATEIbHOCTH IIPAKTUKU (Jajiee — OpraHM3ali) C LEJIbI0 COCTABIICHUS
OopraHu3anuu CXEMBl  CTPYKTypbl opraHuzauuu. O3HakOMJEHHE C
IIPaBOBBIMHU (Y4peauTenbHbIMH ), JIOKaJIbHBIMHU
HOPMAaTHUBHBIMHU aKTaMH u pacnopsIANTEIbHBIMU 5
JOKyMeHTaMu opranusauun. W3yuenme WHcTpyknmm 1o
JIEJIONPOU3BOJCTBY OpraHU3alui. 3HAKOMCTBO C IIPaBHJIaMU
COCTaBJIEHUS] TMPOEKTOB U O(OpMIIEHUS JOKYMEHTOB,
MOPSIIKOM ~ COTJIACOBAHUST U IOJIMHUCAHUSA/YTBEPIKICHUS
JIOKYMEHTOB B OpraHU3allHu.

3HaKOMCTBO € JIOKYMEHTOOOOpOTOM  OpraHU3aIiH.
Hcnonb3oBanue CO/] B pabote ¢ nokymenramu. O6padoTka
BHYTPEHHUX  JIOKYMEHTOB, 00paboTKa ¥  OTIpaBKa
UCXOMALINX JOKYMEHTOB, NpUEM M TepBUYHAs 00paboTKa 4
BXOAAIIMX JIOKYMEHTOB Permcrpammsi JOKYMEHTOB U
MapuUIpyTU3aLus JTIOKYMEHTOIIOTOKOB. Kontponn
WCTIOJTHEHUS! IOKYMEHTOB

NudopmanlmoHHO-CIIpaBOYHAsT U TIOMCKOBas  pabora
C UCMIONIb30BAaHMEM  CHCTEM  yuéra  JIOKYMEHTOB B 2
OpraHu3aIug.
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OdopmiieHne OpraHU3allMOHHBIX, BHYTPEHHUX (TIPUKa3bI,
pPacHoOpsDKeHUs, JTOBEPEHHOCTH, 3alMCKH, CIIPaBKH, aKThI,
IPOTOKOJIBI U JP.) U UCXOMAAUINX JOKYMEHTOB OpraHH3aluu
c UCIIOJIb30BAHUEM COBPEMEHHBIX IPOrpPaMMHO-
TEXHUYECKUX CpPEICTB. KonTtpons MIPaBUIBHOCTH
cocTaBieHUs, OG(OPMIIEHHS JIOKYMEHTOB (PEKBU3UTEHI,
0COOEGHHOCTH  HANMCAaHUS TEKCTOB, MHOTOCTPAaHHYHBIC
JOKYMEHTHI), TOpsAAKa H3JaHUS JIOKYMEHTOB (C yd4&Tom
CenU(pHUKH CHCTEMBI JCIONPOU3BOACTBA OPraHU3AIINH).
KonctpynpoBanne  OnaHKOB  OpraHu3alMd,  CO3/aHHE
11120JIOHOB TOKYMEHTOB.

Opranuzanus TEKYIIEeTOo XpaHeHus JIOKYMEHTOB.
®opmHUpoBaHUE /€] B COOTBETCTBUU C HOMEHKJIATYpOH Jien
OopraHu3aluu. YdyacTMe B IPOBEIECHUU  IKCIEPTU3bI
LEHHOCTU JTOKyMEHTOB CHcTeMaTu3alus JOKYMEHTOB IO
CTPYKTYpHO-XpOHOJIOTUYecKoMy mnpuHImny. Odopmienue
YUETHBIX JOKYMEHTOB IOCTYIUJIEHHSI U BBHIOBITHS JIE.

[ToaroroBka TOKYMEHTOB K mepeaade B apxuB. OdopmiieHne
nen. CocraBieHue onucel TOKyMeHTOB U Jen. CocTaBieHue
aKTOB BBIJIA4M, MIEPEaYH, YHUUTOKECHUSI TOKYMEHTOB.

Opranuzanus  paboTel MmO  00pabOTKE  JTOKYMEHTOB
orpaHu4eHHoro jocryna. O3HaKOMIIEHHE C MPUMEHSIEMBIMH
B OpraHu3al CPeJACTBAMU KpuUITOrpaduu sl 3amuThl
AIIEKTPOHHBIX JOKYMEHTOB c WCTIOJIb30BAHNUEM
CHelHaIbHOTO MpPOrpaMMHOro obecreueHus. BulmoaHeHue
paboT Mo 00eCHeUeHnI0 3alUThl AIEKTPOHHBIX JOKYMEHTOB
OT HECAHKIIMOHUPOBAHHOI'O JOCTYTIA.

Opranuzanusa  pabotel  npuéMHOM  (30H npuéma
MOCETHUTENIeH): peryupoBaHue MOTOKa MoceTuTeneil, mpuém
U peructpauus nocerureneil. [InanupoBanue pabouero aHs
pykoBojuTens U cekpetaps. [TonroToBka aei10BbIX BCTped U
MEePEroBOpoB pykoBoauTens. PaGora mo oOCITyXKUBaHUIO
pa3IMYHBIX THUIIOB COBEIAHUHM W COOIOZEHHE MpaBWII MX
MOJITOTOBKH U TIPOBEJICHHSL.

Benenne TenegoHHBIX TieperoBopoB. DuiubTpanus U
niepeapecanus 3BOHKOB. [Tpuém u nepenavya
TeneoHorpamm, Gakcorpamm, COOOIISHHH MO ANMEKTPOHHON
noure. HMubopmarmonHoe oOecrieueHne JESITEIBHOCTH
PYKOBOJMTEIIS.

Odopmienne J0KyMEHTOB 10 JUYHOMY COCTaBY M MX KOIHUMN
(mpu HeoOxomumocTH). 3amoiiHeHHe (opM TEPBUYHOM
y4€THOW JOKyMeHTanuu. PabGoTa ¢ 3asgBIEHUSAMH  TI0
JUYHOMY COCTaBY, BeJieHUE U opOpMIIEHHE TPYTOBBIX
kHwkek. McnonpzoBanne COJl mpu paboTe ¢ KaapOBBIMH
JIOKyMEHTaMH.

OdopmiieHne oTyeTa o NPOU3BOJICTBEHHOM IPAKTUKE

Buo NPOMENCYMOUHOU ammecmayuu -
ougpepenyuposannulil 3auem

Bcero yacos:

36

I1IM.02
Opranuzanus

Nzyuenune MIPaBOBBIX (YupenuTenbHbIX ) u
pacnopssAuTCIbHBIX JOKYMCHTOB OpPraHM3aluu — MCCTa
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apXUBHON pabOTHITIO
JIOKYMEHTaM
OpraHu3aun
pa3M4YHbIX  (POpM
COOCTBEHHOCTHU

IIPOXOKACHUS MPAKTUKHU (Jajee — OpraHu3aliM) C ILENbIO
cbopa nHpopMaIK I UCTOPUUECKON CIIPABKU K apXUBHOMN
ONKCH,  OINpENeNeHUs  TpaHUI  apXuBHOTO  (oHIA
OpraHu3aluHm.

YyacTe B KOMIUIGKTOBAaHUHW apXHWBa OpPraHU3AIMH JIeJIaMU
(IOKyMEHTaMHM)  TOCTOSHHOTO U JOJTOBPEMEHHOIO
XpaHEHUSI.

N3yueHne apXMBHBIX JOKYMEHTOB OpPIaHU3ALUU C LEIIbIO
UCKJTIOUEHHUs]  ayOneTHOCTH  MH(OpMAIUM,  MPOBEPKH
(GU3U4ECKOro COCTOSTHUS /e (IOJMCTHBIA MPOCMOTP Jel).
Cucremaru3zanusi JOKyMEHTOB B COOTBETCTBUU C BEIOPAHHOI
OpraHu3aiuen CXeMou.

[IpuMeHEeHHEe CXEeMBI pa3MEIICHHSI CPEJICTB  XpaHCHUS
APXUBHBIX JOKYMEHTOB OPTaHU3AIMH MPU TpUEME JeIT
(IIOKyMEHTOB) Ha XpaHEHHUE.

Odopmnenue TonorpaduIecKux yKazarenen B
apxuBoxpaHuiuiie opranuzanuu. OQopmieHue IpiabKOB Ha
NEPBUYHBIC CPCACTBA XPAHCHUA. Pa3MeHlCHI/I€ IIOIIOJIHCHU S
apXUBHOTO (hOHIA.

Odopmnenne yu€THBIX JOKYMEHTOB IOCTYIUIGHHS U
BBIOBITHS JIEII.

OdopmiieHne  JOKyMEHTallMM MO  Y4€Ty donna
noJyib30Barens, (oTo-, ayJIuOBU3YAJIbHBIX JIOKYMEHTOB,
IIEKTPOHHBIX TOKYMEHTOB.

Odopmnenne yuéTHbIx (HopM apXuBa OpraHU3aLNH.

VY4yactue B IpOBEACHUH IKCIEPTU3HI LICHHOCTH TOKYMEHTOB
OpraHM3allii Ha OCHOBAHWM HAYYHBIX KPUTEpUEB HUX
LIEHHOCTH U HOPMAaTHBHBIX JOKYMEHTOB: IEPEUHEN U
HOMeHKatyp. OnpezeneHnue CpoKkoB XpaHEHUs JOKYMEHTOB
U el

Odopmnenne kapToueK-3aMeCTUTENEH Jena.

[IpoBepka HaIWYMS M COCTOSHUS APXUBHBIX JOKYMEHTOB
OpraHmu3ai. BEISBICHHE JOKYMEHTOB C TOBPEKICHHSIMH
MaTepuaidbHBIX  HocuTenei.  OpraHuszamuss  po3bICKa
HeoOHapykeHHBIX jael. OdopMieHrne MTOKYMEHTAIMH 10
pe3ylbTaTaM MPOBEPKH

PabGora mno co3maHMIO CHpPaBOYHO-TIOUCKOBBIX  CPEZCTB
apxyBa OpraHu3alud, B TOM 4YHUCIE C IPUMEHEHHEM
MH(OPMALIMOHHBIX TEXHOJOTUN. YdacTue B (OpMHUPOBAHUU
OCHOBHBIX M BCIIOMOTaTEJIbHBIX APXUBHBIX CIIPAaBOYHUKOB, B
TOM YHCJIE C UCTIOJIb30BAaHUEM aBTOMATU3HPOBAHHBIXCUCTEM.

CocTaBieHHe apXUBHOM OMUCH JI€JT TOCTOSSHHOTO XPaHEHHS.
Odopmnenue onucu e 1Mo IMYHOMY cocTaBy. OdopmieHue
omnucu aen BpeMeHHoro (cBeire 10 jer) cpokaxpaHeHwHs..

[Touck nHpOpMaLIMHK 1O 3aMPOCY MOTH30BATEIISA, B TOM YHUCIIE
c HCIIOJIb30BaHUEM aBTOMATU3HPOBAHHBIX CHCTEM.
HcnonHenne 3ampocoB 1O  TOUCKY AapXWBHBIX  JIEJ
(IOKYMEHTOB) OpraHu3alli, B TOM YHCIE C
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MCIOJIb30BaHNEM MH(POPMALIMOHHBIX TEXHOJIOTUH.

Odopmiienne oTyeTa o NPOU3BOJICTBEHHOM IPAKTUKE

Buo NPOMENHCYMOUHOU ammecmayuuy
ougpepenyuposannulil 3auem

Bcero uacos: 36

IIM.03 Brrnonnenne| Pabora ¢ HoMeHKIaTypoit aed.

paboT mo oxHoM unu| PaGora ¢ MPOrpaMMHBIMH CpPEICTBaMH Yy4€Ta, XpaHCHHS, 42

HECKOJIbKUM 00pabOTKM M TIOWCKAa JIOKYMEHTOB, HCIOIb3yeMbIMU B
npodeccusim opraam3aiui. OOpaboTKa OTIPABISEMBIX W BHYTPEHHUX
pabouux, JNOKYMEHTOB. Perucrpanuss ©W  KOHTPOJIb  HCIIOJHEHUS

JOJIKHOCTAM JOKYMCHTOB.

CIIy’KaIlnuX Hcnonb3oBanue B paboTe rioOaiabHBIX M JIOKAIBHBIX CeTel 22

JUISL  TIONYYCHHsSI ¥ XpaHEHHWsS HWHQPOpPMAIUH,
nHpopmarnuen.

obOMeHa

Odopmienue oTuera no yueOHON IPaKTHKE

3a4€CT

Bua npomexxyTodHo# arrectanuu - nuddepeHIupoBaHHbIH

Bcero uacos: 12

3.3. CTpyKTypa ¥ BUbI pa0oT HAa MPOM3BOJACTBEHHOM (MPeTUNIOMHON) MPAKTHKE

Buibl BBIOMHAEMBIX padOT U 3a1aHUIA

O06beM yacoB npu
3a04HOI popMme

o0yueHust

BBonHblli  MHCTpyKTax. HMHCTpyKTaX 1O NPOXOKICHUIO IPAKTUKH,
MHCTPYKT@X IO TEXHUKE O€30MacHOCTH U IMOKapHOW O0e30MacHOCTH; 2
OpraHM3alOHHbIE BONPOCHl. O3HaKOMJIEHHE C PEKUMOM PalOTHI, (hopMaMu
OpraHM3alMy TpyJa U IPaBWJIaMU BHYTPEHHETO pacnopska
BoinonHenue 3angaHUpOBaHHOW MPOM3BOACTBEHHON pabOTHl Ha pabouem 72
MecTeé IO  JOKYMEHTAllMOHHOMY  OOECIEYeHHIO  YNpaBJIEHUS U
apXUBOBEICHHUIO.
BeinosnHenne  MHAMBHIYaNbHOTO  3aJaHUsl 1O TEME  BBIIYCKHOH
KBaJIN(DUKALIMOHHOM pabOTHI.
ITon6op marepuana, MPaKTUYECKUX, CTATUCTUUECKUX JAHHBIX MO TeMe
BBIITYCKHON KB (PUKAIIMOHHOW PabOTHI.
- MOMCK MH(OPMAIMOHHBIX U TOKYMEHTAIbHBIX HCTOUHUKOB,; 66
- coop u 00paboTka MPAKTUYECKOTO Marepuana (IIaHbl,  OTYETHI,
ciry>keOHasi JOKyMEHTAIHs, OJJaHKU JTOKYMEHTOB U JIp.);
- cOop 1 00pabOTKa CTATUCTUICCKUX JAHHBIX.
CocraBneHne oTYeTa MO TpPaKTHKE, 3aKIOYUTelbHas Oecega C
PYKOBOJUTENEM ITPAKTUKU HA IPEATIPUATUH, TIPOBEPKA OTUETA UTIOJITUCAHUE 4
XapaKTePUCTHKU CTY/ICHTA, aTTECTAllMOHHOTIO JIUCTA
Bun npomexxyrouHoii atTectaunu audepeHupoBaHHbIM 3aueT

Bcero yacos: 144
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4. YCJIOBUSA OPTAHU3ALIUU U ITPOBEJAEHUS IPAKTUKHA

4.1. MarepuajJbHO-TeXHHYECKOe ¥ MeToAuYecKkoe olecrniedyeHHe Y4eOHOHl H
NMPOU3BOJACTBEHHOM NMPAKTUKH

B kauectBe 0a3 MpakTUK A MPOXOXKAEHUS Y4eOHOH NPAKTHUKU MOTYT ObITh BBIOpAHBI
OpraHu3alMK PA3IMYHBIX OPIraHU3aLMOHHO — IPAaBOBBIX (OpM, a Takxke yueOHbIe JadopaTopun HOY
1O 3VYI'T». .

B kauectBe 0a3 mnpakTUK i1 NPOXOXKACHUSA IPOMU3BOJACTBEHHOW (1Mo mpoduito
CNEUUAIBHOCTH) MPAKTUKA MOTYT OBITH BBHIOpAHBI OPraHU3ALUHU PA3TUYHBIX OPraHU3ALUOHHO —
IIPABOBBIX (OPM, B COCTaBE KOTOPHIX UMEIOTCS TaKUE MO/pa3AeIeHUs KaK:

- ynpasieHus (OTIEINbl) 1eJIaMu,

- KaHLIEJIPUH, CEKpeTapuar,

- o011IMEe OTACIIBI,

- OTZEJBI KaJpOB,

- OTHeNbl JOKYMEHTAI[MOHHOIO OOECIeYeHUs YIpPaBICHHUs OpraHu3alui, HpeanpusTHiH,
YUPEXAeHUHN pa3anyHbIX (OpPM COOCTBEHHOCTH;

- apXUBBI;

- OpraHsl yIpaBJICHUs aDXUBHBIM JIEJIOM.

Opranuzanusa, Ha 0a3e KOTOpPOW peanusyercs IporpaMma HpPaKTHKH, IPEIOCTaBIsSET
0o0OpyJOBaHHE U TEXHUYECKHUE CpeACTBAa OO0ydeHHs B 0OO0bEMe, I03BOJIAIOLIEM BBINOIHATh
OTpeNieNieHHbIe BHUABI paboT, CBs3aHHBIE C Oyaymieid mpodecCHOHATBHONW —AEATENbHOCTHIO
00yJaroIuxcs.

Jns npoBeneHus yueOHOM U MPOU3BOICTBEHHON NMPaKTUKU B 00pa3oBaTebHOMOpraHu3au
IIPEyCMAaTPUBAETCS CIEAYIOAs JOKYMEHTAIHS:

- [Tonoxenue o npaktuke ctyaeHToB YOV 10O «3VI'Ty», ocBauBarOmmX OCHOBHBIE
o0pa3oBaTenbHbIE MPOrPaMMbl CPEAHETO MPOPECCHOHATBHOIO 00pa30BaHHUs;

- JIOTOBOPBI C OPraHU3aLUSIMHU O TPOBEJICHUU NPAKTUKH;

- IIPUKa3 O HA3HAYEHNUU PYKOBOAMTENS IPAKTUKU OT TEXHUKYMA U PacIpeneleHun
CTYJCHTOB 10 MECTaM IPAKTHK;

- pabouas nporpamma MpaxkTHKH;

- rpaduK NpoBeIeHUS IPAKTUKHY;

- KypHaJI IOCEUIAEMOCTH CTYJACHTAMHU MTPAKTUKH.

C pykoBomuTensIMH oOpraHu3anuii (0a3aMu TIPAKTUKH) 3aKIFOYAIOTCS JOTOBOPHI O
IIPOBEJICHUH NIPAKTUKH CTYAECHTOB. B3anMozelicTBHe CTOPOH MO OpraHU3alii NPAaKTUKH CTYIEHTOB
MOJKET TaK)K€ OCYUIECTBIJIATHCS MPU HAJIMYMU HAMpaBlIeHUH OT 0Opa3oBaTeIbHOM OpraHu3aluu, a
TAK)K€ IHMCEM-TIOATBEPKACHUNH OT OpraHu3aluii O COIVIACMM B IIPEJOCTABICHUU MECTa H
OpraHu3aluy yueOHOM 1 IPOU3BOJCTBEHHON MTPAKTUKH.

4.2. TpeGoBaHUS K JOKYMEHTAIMU, HEOOXOTUMOI /151 MPOBEIEHUS MPAKTHKHU

Jns mpoBeneHuss ydeOHOW U TMPOU3BOJCTBEHHOW TMpaKTUKHU, B 00pa3oBaTeNbHOI
OpTraHH3aIMH MTPETYCMATPUBACTCS CIICAYIOMIAs OTUYSTHAS JJOKYMCHTAIIHS

- OTYETHI CTYJICHTOB O MPOXO0XKIEHUU Y4eOHOI U TPOU3BOJCTBEHHON MPAKTHKHY;

- THEBHUK MIPAKTHUKHY;

- OT3BIB-XapaKkTepucTrka Ha cryacHra ([Ipunoxkenue 3);

- aTTeCTAllMOHHBIA JIMCT, COJAEpKAIIMil CBEJEHUS 00 YpOBHE OCBOEHHUS OOy4YaroUUMUCS
npodeccruoHanbHbIX KommereHimii (Ipunoxenue 4).

B nepro mpoxoxk1eHust IPaKTHUKU 00yJaroIMMCsI BEIETCSl THEBHUK MPAKTUKH. BIHEBHUKE
CTYICHTOM JENaloTCs CUCTEeMaTHYeCKHe 3amucu O (PaKTHYeCKH BBIMOJHEHHOW paboTe 3a JeHb
(HECKOJIBKO JHEH ).
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[lo pesynpTaTamM MNpakTHUKKA OOy4arOMIMMCSI Takke OQOpMIISIETCS OTYET, COCTOSIIMNA M3
MMCbMEHHOTO OMMCAaHUS BBIIMOJIHEHHBIX padO0T U MPUIIOKEHUH, CBUIETENCTBYIOIINX O 3aKPEINIEHUU
3HaHUW, yYMEHUH, TNPUOOPETEHUH MPAKTUYECKOrO  OMbITa, (OPMHUPOBAHUM  OOIIUX H
npodeccnoHanbHbIX KOMIIETeHIIMN. OTYET T0JKEH CO/IepKaTh pa3BEPHYThIC OTBEThHI HA BCE ITYHKTHI
MIPOrpaMMbl IPAKTUKH, AaHATUTUYECKUE PACUeThl, IPOBEICHHBIE 10 JAHHBIM COOpaHHOTO MaTepHara,
rpadudeckue u TabIMYHbIe MaTePHUAIIbI, IPHIIOKEHHS.

OTtuer UMeeT CIEeNYIOUIYI0 CTPYKTYPY: TUTYJbHBIN JIUCT, COAEpXKaHUE, BBEACHHUE, OCHOBHAS
YacTh, 3aKIFOYCHUE, CIMCOK UCTOYHUKOB U JUTEpaTyphl, puioxenus ([Ipunoxenue 2).

TekcT oTdyera NOMKEH OBITH OTIEYATaH HA KOMITBIOTEpE dYepe3 TOJTOpa MEKCTPOUHBIX
HWHTepBaja ¢ ucnosb3zoBanueM mpudra Times New Roman Cyr Ne 14. PaccrosiHue oT rpaHuUIbI
JIMCTa JI0 TEKCTa cieBa 25 MM, cripaBa — 8 MM, OT BEPXHEM U HUKHEH CTPOKH TEKCTa JI0 TPaHULb
aucta — 20 Mm. Homep cTpaHuiisl cTaBuTCs BBEpXy B eHTpe mprudtom Times New Roman Cyr Ne
10. AG3arel B TEKCTE ClieyeT HauMHaTh ¢ orctyna B 15 mm. CnoBa «Conepxanue», «BBenenuey,
«3aKIr0YeHne) MUILYT C MPOMUCHON OYKBBI, pacioyaras o LHEeHTPY. JTU 3aroJIOBKU HE HYMEpYIOT.
OcHOBHasl 4aCTh OTYETa COCTOUT W3 pa3JeNioB, MOpa3enoB, naparpadoB (Ipu HEOOXOIUMOCTH).
Pa3nensl uMeroT mopsaKoBbie HOMepa (CKBO3HAs Hymepalus), 0003HaueHHbIe apaOckuMu nudpamu
0€3 TOYKHU B KOHIIE.

[TpumepHsIit 00bem oTueta 15-17 nuctos (0e3 yueta [Ipunoxenuii k otuery). O0beM oTueTa
YMEHBIICH OBITh HE MOXET, @ MOXKET OBITh TOJIBKO YBEIUYECH.

TurynpHBIH TUCT OoTYeTa O0GOPMIIIETCS B COOTBETCTBUH C TPEOOBAHUSMH, YKa3aHHBIMH B
[Tpunoxxenuu 1 k qanHo# paboueii mporpamme. Ha mocneayromux quctax pacroiaraeTcsi OCHOBHON
TEKCT OTYEeTa.

CTyI[eHT OTBCYACT 34 'PAMOTHOCTDb U aKKYPATHOCTDb O(I)OPMJ'IeHI/Iﬂ OTYCTAa. OT‘ICT, B KOTOpOM
OTCYTCTBYIOT IIOAININCHU PYKOBOAUTEIIA IPAKTUKU OT OpraHu3alu, K paCCMOTPCHHUIO HE NOITYCKACTCH.

K oruéry nmpuiaraercs OT3bIB-XapakTEPUCTHKA, OANHUCAHHAS OPTaHU3alUEHd U 3aBEpEHHAs
[I€YaThI0 WJIM HITAMIIOM OPTaHM3allMY, yYaCTBYIOIIEH B IPOBEACHUH ITPAKTUKH.

4.4. UudopmanuoHHoe obecrieyeHre y4eOHON U NPOU3BOICTBEHHOMH NPAKTHKH

Ilepeuens y4yeOHOI JIUTEpaTYpPhI U APYTUX HHPOPMALMOHHBIX HCTOYHUKOB

HopmaTuBHO-IpaBoOBbIE AKTHI:

1. O mopsinke paccMoTpeHus: oOpaiieHuit rpaxaan Poccuiickoit @eneparnun: dOenepanbHblii
3akoH OT 2 Mmas 2006 r. N 59-®3 (¢ u3MeHEHHUSIMH U JOMOJHEHUsMHU). — TeKCT: AIIeKTPOHHBIN //
I'apanT: cnpaBoYHO-TIpaBOBast CUCTEMA: CaMT. —URL:
https://base.garant.ru/12146661/?ysclid=Im7gbdh49r657774322 (nara obpamenus: 16.06.2023).

2. O6 apxuBHOM Jeie B Poccuiickoii @eneparun: @enepanbHblil 3akoH oT 22.10.2004 Ne N
125-®3 (¢ u3MeHEHHWSIMH W JONOJHEHUsAMH). — TekcT: anekrpoHHbld // ['apaHT: crnpaBOYHO-
npaBoBas cuctema: cait. —URL: https://base.garant.ru/12137300/(nata oopamienus: 16.06.2023).

3. O0 wuHbpopmanyy, HHOOPMAIMOHHBIX TEXHOJOTMAX H O 3aluTe HHPOpPMaLUU:
®enepanbHblii 3akoH oT 27.07.2006 Ne 149-D3 (¢ u3MeHEHHSMH U JOMOTHEHUSMHU). — TeKcT:
ANEKTPOHHBIN Il ["apanT: CIIPaBOYHO-TIPABOBasI cUCTeMa: CaiT. — URL:
https://base.garant.ru/12148555/?ysclid=Im7gsx66qm158541762 (nara o6pamienus: 16.06.2023).

4. O mepcoHaybHBIX AaHHBIX: PenepanbHblil 3akoH oT 27.07.2006 Ne 152-®3 — TekcT:
AJIEKTPOHHBIN Il ["apanr: CIIPaBOYHO-IIPABOBAs cucrema: CailT. — URL:
https://base.garant.ru/12148567/?ysclid=Im7gvhpgf0342352929 (narta obpamenwus: 16.06.2023).

5. O06 onexktponnor mnomnucu: Denepanpbiii 3akoH or 06.04.2011 N 63-®3 (c
M3MCHEHUSIMU U JIOTIOJTHEHUAMHE ). — TeKCT: 3JeKTpOHHBI#H // ['apaHT: cripaBOYHO-IIPaBOBast CHCTEMA:


https://base.garant.ru/12146661/?ysclid=lm7gbdh49r657774322
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caiir. —URL: https://base.garant.ru/12184522/?ysclid=Im7gz1nk40922184266 (mata oOparicHus:
16.06.2023).

6. O6 yrBepxknaenun IlpaBun opraHu3anMyM XpaHEHHs, KOMIUIEKTOBAaHHUS, YydeTa U
UCIIOJIb30BaHUSl TOKYMEHTOB ApxuBHoro ¢onmga Poccuiickoii denepanyu u APYyrux apXuUBHBIX
JIOKYMEHTOB B T'OCYJapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CAMOYIPABICHUS W OpraHU3aLusiX:
npuka3 PenepanbHoro apxuBHOro arenrcTBa oT 31 utong 2023 r. N 77— TekcT: 37eKTpOHHBIN. //
['apanT: cnpaBOYHO-TIpaBOBAs cucreMa: Caur. — URL:
https://base.garant.ru/407619908/?ysclid=IgksOwq3xm684297118 (nara obparenus: 01.08.2023).

7. O6 yrBepxkaeHuu IlepeyHs THUMOBBIX YIPABJIEHYECKUX aAPXUBHBIX JIOKYMEHTOB,
oOpa3yromuxcsi B IpOLECCE JEATEIbHOCTH TOCYJAapCTBEHHBIX OpPraHOB, OPraHOB MECTHOI'O
CaMOYIIPABJICHUSI W OpraHW3alui, C yKa3aHMEM CpPOKOB MX XpaHeHus: [Ipuka3 PocapxuBa oT
20.12.2019 N 236— Texkct: anektponHslit. // Koncynbrant-IIntoc: CripaBouHO-TIpaBOBasi cUCTEMa.
— URL: https://www.consultant.ru/document/cons_doc_LAW 345020/ (mata oOparieHus:
16.06.2023).

8. O6 yrBepxkaenun IlpaBun opraHuzalMu XpaHEHHs, KOMIUIEKTOBaHMSA, ydyeTa H
UCIIOJIb30BaHUsl JIOKyMEHTOB ApxuBHoro Qonaa Poccuiickoit ®@enepauyu U JIpyrux apXUBHBIX
JIOKYMEHTOB B TOCYAAPCTBEHHBIX U MYHHUIMIAIbHBIX apXUBaxX, My3esiX U OMOIMOTEeKaX, Hay4YHBIX
opram3anusax: npukaz dDenepanpHoro apxmpHOro arerrctea or 2 mapra 2020 r. N 24 (c
U3MEHCHUSIMH U JIOTOTHEHHAME) — TeKcT: aneKTpoHHbIi. // ['apaHT: cripaBO4HO-TIPaBOBasi CHCTEMA!
caiit. — URL: https://base.garant.ru/74051312/ (nara oopamenus: 16.04.2023).

9. O6 yrBepxkaenuun [IpuMepHO MHCTPYKIIMHU TIO JEIOTNPOU3BOJCTBY B TOCYIAPCTBEHHBIX
opranm3anusx: npuka3 PocapxuBa ot 11.04.2018 Ne 44 — Tekct: anekrponsbiii // Tapanr:
CIIPABOYHO-TIPAaBOBAsI cucrema: cait - URL:
https://www.garant.ru/products/ipo/prime/doc/71920678/?ysclid=Im7h7pdalj217739219 (mara
obparenus: 16.06.2023).

10. O6 yrBepxaenun I[IpaBui nenonpou3BOJACTBA B IOCYIApCTBEHHBIX OpraHax, OpraHax
MECTHOTO camoyrnpapieHus: npuka3 PocapxuBa ot 22.05.2019 Ne 71— Tekct: 31ekTpoHHbI //
lapanT:  cnpaBoYHO-TIpaBOBast cucrema: cairt - URL:
https://base.garant.ru/72291836/?ysclid=Im7halenh7554565801 (nara oopamenus: 16.06.2023).

11. TOCT P MCO 23081-1-2008 HamumonameHblii cTrangapT Poccuiickoit demeparuu.
Cucrema crtaHaapToB 1o HHQOpMaIMH, OUOIMOTEUHOMY M H3JaTeinbckoMy neny. I[Ipouecchbr
ylpaBlieHUs] JOKyMeHTaMu. Mertananusle Ui AokymeHtoB. Yacte 1 Ilpunnumnel. — Tekcer:
anekTpoHHbI  //Koncopunym «Konekc». OnekTpoHHBIH (OHI TPaBOBOM H  HOPMATHUBHO-
texuuueckoit napopmarmu. — URL: https://docs.cntd.ru/document/1200067603 (nara oOparieHus:
16.06.2023).

12. TOCT P  54471-2011/ISO/TR  15801:2009  «CucremMbl  DJIEKTPOHHOTO
JOKyMEHTOOOOpoTa. YrpaBieHue AokyMeHTauuen. MHpopmamus, coxpaHsemas B 3J€KTPOHHOM
Buje. Pexomenmanmuu mo 06ecreueHno TOCTOBEPHOCTH W HANIEKHOCTHY — TEeKCT: dJEKTPOHHBIN //
Koncopuunym «Koaeke». DnekTpoHHBINH (GOH/ TPaBOBOM U HOPMATHBHO-TEXHUYECKOW HHPOPMAIIIH.
— URL: http://docs.cntd.ru/document/gost-r-54471-2011 (nara obparienus: 16.06.2023).

13. TOCT P 7.0.8-2013. Cucrtema crtaHmapTtoB no HHGOpMAIMH, OUOIHMOTEUHOMY H
U3/1aTeNbCKOMY JAeiy. [[enonpons3BoCcTBO U apXUBHOE /1€710. TepMUHBI U onpefeneHus. — Tekcr:
anextponubii /| Koncopumym «Komekc». DneKTpoHHBIH (OHI NpPaBOBOH M HOPMATHBHO-
TexHuueckoil mHpopmarmu. - URL: http://docs.cntd.ru/document/1200108447(nara obparieHust:
16.06.2023).
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14. TOCT P 53898-2013. Hammonanenbiii crannapt Poccutickoit ®@enepanun. Cuctemsl
3JIEKTPOHHOTO  JOKYMEHT000OpoTa. B3aumoneiicTBue cucteM ympaBlieHHS JIOKyMEHTAMHU.
Texuudeckue TpeOOBaHMS K JIEKTPOHHOMY coobmieHuto. — Tekcer: anekrponHslit // Koncoprmym
«Komekc». DnekTpoHHBIH (QOHI NpaBOBOM W HOPMATUBHO-TeXHHYecKor uHpopmaruu. URL:
https://docs.cntd.ru/document/1200108037(nata obpamenus: 16.06.2023).

15. TOCT P HMCO 30300-2015 HamumonanpHblii ctanmapT Poccuiickoit ®deneparumu.
Cucrtema crannaptoB 1o uHpopMmauu, 6MOIMOTEYHOMY M HM3/aTelbcKoMy Aeny. MHpopmanus u
nokymMmeHTarusi. CUCTeMbI ynpaBlieHUs JoKyMeHTamMu. OCHOBHBIE MMOJOXEHUS U CIIOBaph. — TEKCT:
anektpoHHbld //Koncopuuym «Komekc». OnekTpoHHBI (QOHI mNpaBOBOW W HOPMATHUBHO-
texunueckord mHpopmaruu. - URL: https://docs.cntd.ru/document/1200128331(1ara obpamenus:
16.06.2023).

16. TOCT P 7.0.95-2015. Hanumonanensiii cranmapt Poccuiickori ®@enepanuu. Cuctema
CTaH/IapTOB MO HH(OpMAIK, OUOIHOTEYUHOMY U U3ATEIIbCKOMY AeNy. DIeKTPOHHBIC TOKYMEHTHI.
OCHOBHBIE BH/IbI, BBIXOJTHBIC CBEJICHUS, TEXHOJIOTHICCKHE XaPAKTEPUCTUKHA. — TEKCT: JJIEKTPOHHBIN
/I Koncoprmym «Koaekc». DIeKTpOHHBIH (OHA NPaBOBOH M HOPMAaTHBHO- TEXHHYECKOM
undopmarmu. - URL: https://docs.cntd.ru/document/1200128317 (nata oOparuenus: 16.06.2023).

17. TOCT 7.0.97 — 2016. HaumonaneHblii crannapt Poccuiickoit @enepanuu. Cucrema
CTaHJapTOB 10 wuHpoOpMaluu, OUOIMOTEUHOMY M H3AATENIbcKOMYy Jeiny. OpraHu3alnuoHHO-
pacniopsiauTenbHas AokyMeHTanus. TpeboBaHus K O(OPMIIEHHIO TOKYMEHTOB [DIEKTPOHHBIM
pecype]: yrB. Ilpukasom Poccranmapra P® or 08.12.2016 Ne 2004-ct // Koncymnbrant-ITiroc:
CropaBouHo-nipaBoBast cuctema. — https://www.consultant.ru/document/cons_doc_LAW_216461/
(mara obpamenus: 16.06.2023).

OcHoBHas JIUTepaTypa:

18. Abymanze /1. I'. JlokyMeHTalimOHHOE OOecIieueHne YIpaBICHUs IEPCOHATIOM: YIeOHUK U
NPaKTUKYM s cpeHero npodeccuoHampHoro obpasosanus / 1. I'. Adynanze, U. b. BeimpsikkuHa,
B. M. MacnoBa. — 2-¢ u3j., nepepad. u gorn. — Mocksa: M3marensctBo KOpaiit, 2023. — 370 ¢. —
(ITpoeccronansrnoe obpazoBanue). — ISBN 978-5-534-15076-6. — TekcT: anekrponHslit / ObC
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/487121.

19. AnryxoBa, H.®. CucTeMbl 3JIEKTPOHHOTO JIOKyMEHTOOOOpOoTa: ydebHOe mocobue /
Antyxosa H.®., /I3ro6enko A.JL., JloceBa B.B., Ueunkos I0.b. — Mocksa: KnoPyc, 2023. — 201 c.
— ISBN 978-5-406-02705-9. — URL.: https://book.ru/book/936560. — TekcT: 371€KTpOHHBIA.

20. Kacesuona, I'. FO. [lenmonpou3BoJACTBO U JApyrue acrnekTsl padoTel cexperaps / [.1O.
KacesinoBa — 7-€ u3n., nepepad. u ngomn. — Mocksa: M3natensctBo Abak, 2023. — 304 c. — Tekct
HEIOCPEICTBEHHBIMN.

21. Kopuees, 1. K. JlokymeHTannnoHHOe oOecrieyeHre ynpaBieHUs: yYeOHUK U MPAKTUKYM
s cpennero npodeccuonansHoro oopazosanus / M. K. Kopuees, A. B. ITmenko, B. A. Mamypries.
— 2-e u3A., mepepab. m gon. — MockBa: M3parensctBo HOpaiir, 2023. — 384 c. —
(ITpoeccronansroe obpazoBanme). — ISBN 978-5-534-05022-6. — Tekct: anekrponHsIi // ObC
IOpaiir [caiiT]. — URL: https://urait.ru/bcode/472550.

22. OpraHuzainys apXMBHOM M CIPABOYHO-WH(OPMAIIMOHHON pPabOTHl MO JTOKYMEHTaM
opranuzanuu [Tekcr]: y4eOHHMK [ MCIOJB30BaHUS B y4yeOHOM Ipolecce 00pa30BaTEIbHBIX
YUPEXKAECHUH, pealn3yloluX MPOrpaMMbl CpeIHEro MNpo(ecCHOHATBHOTO O00pa3oBaHUs IO
crienuanbHOCTH "J[OKYyMEHTAIMOHHOE OOeCIeYeHne YIpaBiCHHUs M apXuBoBeaeHHe»: [B 2 u.] /
[Byposa E. M., Xopxopauna T. WU.]; mox pexa. E. M. BypoBoii. — 3-e uzz. crep. — MockBa: AkajgeMus,
2019. (ITpoeccronansuoe obpazosanue. [Ipodeccrnonansupiit momyns). Y. 1. — 2019.

— 336 c. ISBN uznanus: 978-5-4468-5976-4. ISBN Toma: 978-5-4468-5974-0.

23. Opranuzanys apXMBHOM M CHPaBOYHO-WH(POPMAIMOHHON pabOThl MO JOKYMEHTaM

opranuzanuu [TekcT]: yueOHUK IJis UCIIONB30BaHUS B yueOHOM Ipoliecce 00pa3oBaTEIbHBIX
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YUpEXKIECHUN, peaTu3yIoUMX M[porpaMMbl CpPEAHEro Mpo¢eCcCHOHATBHOIO0 00pa30BaHUS IO
crienuanbHOCTH "JIOKYMEHTAIMOHHOE OOCCIICUCHUE YIPABICHUS M apXuBoBelaeHHe»: [B 2 u.] /
[bypoga E. M., Xopxopauna T. W.]; mox pen. E. M. BypoBoii. — 3-e u31. crep. — MockBa: Akajaemus,
2019. — (TTpodeccuonanproe obpazosanue. [Ipopeccrnonanpubpiit Moayns). Y. 2 / [E. M.Byposa, A.
I1. Adbanaceena, E. B. Anekceesa, A. E. Ponnonosa]. — 2019. — 400 c. ISBN: 978-5- 4468-5975-7

24. Packun, JI. 1. Meroamka W mNpakTHKa apXWBOBEICHMs: YYCOHHMK I CPEIHETO
npodeccronansHoro oopazosanus / JI. M. Packun, A. P. CokonoB. — Mocksa: M3narenscTBO
FOpaiir, 2022. — 339 c. — (IIpodeccuonanbHoe oOpa3oBanue). — TeKCT: HEMOCPEICTBEHHBIA. —
ISBN 978-5-534-02419-7.

JlonoJHUTeIbHAS JIUTepaTypa:

25. I'yryeBa, T. A. KonduaenuaasHoe AeI0NPOU3BOACTBO: yducOHoe mocodbue / T. A.
I'yryeBa. — 2-e u3n., mepepab. u gorn. — MockBa: UTHOPA-M, 2023. — 199 c. — (Cpennee
npodeccuonansHoe obpazoBanue). - ISBN 978-5-16-016585-1. - Tekct: anekrponnsii. - URL:
https://znanium.com/catalog/product/1986679 (nata obpamenus: 25.12.2023). — Pexum gocryma: mo
TIOJIITHCKE.

26.  Kou¢wuaeHnmampHOE  JEIONPOM3BOJACTBO W 3AIIUIICHHBIA  DJIEKTPOHHBIH
noxkymeHroobopot: yueOnuk / H. H. Kynsie, A. C. JI€mymkun, T. B. Kongpamosa, A. T.
®abpuunoB ; mox obmr. pea. H. H. Kynsesa. - 2-e usn., nepepad. u gon. - Mocksa: Jloroc, 2020. -
500 c. - (HoBas ynuBepcutetckas oubnuoreka). - ISBN 978-5-98704-711-8. - Tekct: 2eKTpOHHBIN.
- URL.: https://znanium.com/catalog/product/1212394 (mata oGpamenus: 25.12.2023). — Pexum
JOCTYTA: 110 TIOATIHUCKE.

27. Tlomos, C. JI. [enonpou3BOJICTBO H CEKpeTapckas paboTa Ha MEPCOHATBHOM
KOMITbIOTEpe: yueOHo-meroauueckoe nocodue / C. JI. [Tomos. - Mockea: COJIOH-TTPECC, 2020. -
424  c. - ISBN 978-5-91359-109-8. - Tekcr: AIEKTPOHHBIH. - URL:
https://znanium.com/catalog/product/1858770 (mata obpamenus: 25.12.2023). — Pexum goctyrma: 1o
TIOJIITHICKE.

Iepuoanueckue u3TaHus:

28. Kypnan «CrpaBOYHHK KaJIpOBHUKA [DnexkTpoHHbIi pecypc].
URL:http://e.spravkadrovika.ru/

29. Kypnan «CrnpaBoYHHK cekpeTaps U opuc-MeHepkepay [InekTporHsiii pecype]. URL:
http://www.sekretariat.ru/

30. XKypnan «Cekperaps pedepert» [Dnekrponnsiii pecypc]. URL: http://www.profiz.ru/

31. XKypuan: Jlenonpon3BOACTBO M TOKYMEHTOOOOPOT Ha MPEINPUATHH. [DIEKTPOHHBINA
pecypc]. URL: https://delo-press.ru/journals/documents

IIpodeccnonanbubie 0a3bl JaHHBIX M MHGOPManUOHHBIE pecypchl ceTn MHTepHeT:

32. depepanvHoe apxuBHOe areHTCTBO (PocapxmB): odummanpubii caift. — 2009-2022. -
URL: https://archives.gov.ru (mata oopamenus 26.08.2022). - TekcT: 2JIeKTPOHHBIH.

33. Koncynprantllntoc: CauT: HEKOMMEpHY. VMHTEPHET-BEPCHUS. - URL:
https://www.consultant.ru (mata oopamenus: 29.11.2023).

34. TAPAHT: caiiT: Hekommepu. uHTepHeT-Bepcus. - URL: https://www.garant.ru (mara
obpamienus: 29.11.2023).

35. DneKkTpoHHBIN (OH] MPABOBBIX U HOPMATHBHO-TEXHUYECKHX JOKyMeHTOB: caifT. URL:
https://docs.cntd.ru/document/542623605 (mata oopammenus: 29.11.2023).

36. [IOpaiit: snekrpoHHO-OMONMMOTEYHast cucrtema: caiit. Mocksa, 2020- .URL:
https://urait.ru (nata obpamenus: 29.11.2023). Pexxum noctyma: ajist 3aperucTpup. mojib30BaTelei.

37. Znanium.com: 3JeKTpOHHO-OMONMoTeuHast cucrema: cait. Mocksa, 2011—2023 rr.
URL: https://znanium.com (mata oGpamenus: 29.11.2023). Pexxum mocTyma: Ui 3aperHCTPHP.
MOJIb30BaTENEN.
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4.5. TpeOoBanusi K KBAIU(PUKALMU MNeJATOTMYECKUX KAaJAPOB, OCYIIECTBJISIOIIHNX
PYKOBOACTBO NPAKTHKOMH

Peanuzamus [IIICC3 obecnieunBaeTcsl MeIarorndeCKUMH KaJapamMu, UMEIOIIMMH BBICIICE
o0Opa3oBaHHe, COOTBETCTBYIOIICe MPOPWIIO TpernoaaBaeMoro Moayns. OMBIT AESITeTbHOCTH B
OpraHM3alusaX COOTBETCTBYIOUIEH mpodeccHoHanbHOW cdephl SBISIETCS 00S3aTeNbHBIM IS
IpernojaBaTelieil, OTBEUAIOIUX 32 OCBOCHUE 00YJAOIUMCS MPOPECCHOHATBHOTO YIeOHOTO ITHKJIA.
[IpenogaBaTenu MOIy4yarOT AOMOJHUTENbHOE MPOQEecCHOHATbHOE OO0pa3oBaHHE IO MPOTrpaMMaM
MOBBIIICHUS KBATH(PHUKAIINN, B TOM YUCIe B ()OpME CTAKUPOBKH B MPOQPIIBHBIX OPraHU3AIMIX HE
pexe 1 paza B 3 rona.

PykoBomcTBO y4eOHOW TPAKTHKOW OCYIIECTBISETCS MPENOJaBATSIIMA JAUCIUILIAH U
MEXIUCHUIUIMHAPHBIX KYypCcOB MpPO(ecCHOHANBHOTO IHMKJIA COOTBETCTBYIOUICH CIelUaibHOCTH,
BKJIFOUCHHBIX B TporpamMMmy MpakTUKA. OpraHu3amuio U PYKOBOJCTBO YYEOHOW IMPaKTHUKOMH,
MPAKTUKON 1O NPOoPMII0 CHEIUAIbHOCTH M NPEIAUIUIOMHONW TMPAKTUKONH OCYIIECTBISIOT
mpernoaaBaTesid Npo(heCCHOHATBFHOTO UKIIA OT TEXHUKYMa M PYKOBOJIUTEIN OT OpTaHU3AIIHH.

PykoBonuTeb Opranu3aiim, OCyIIeCTBISIONUN 001ee PYKOBOJACTBO MPAKTHKOW CTYIACHTOB
B OpraHM3aIiy, 3a JIBC HEACIH JI0 Hadasla MPaKTUKH Ha3HAYACT HETIOCPEICTBEHHBIX PYKOBOIUTEIICH
MPAKTUKKA OT OpraHU3alliu, OIpe/esseT HACTaBHUKOB. PyKOBOIWTENb MPAKTUKU OT OpraHHU3AINH
PYKOBOJIUT pPa0OTOH CTYJSHTOB Ha MECTax IPAKTUKH, OOecredrBacT O€30MacHbIC YCIOBHS
MIPOXOKICHUSI IPAKTUKY CTYIEHTAaMH, OTBEUAIOIIME CAHUTAPHBIM IIPAaBHUIIaM U TPEOOBAHUSM OXPAHbI
Tpynaa.

5.KOHTPOJIb U OIIEHKA PE3YJIbTATOB IPAKTUKHU

Kontpons pa®oThl  CTYIEHTOB OCYIICCTBIISIETCS PYKOBOAMTEISIMH TPAKTUKH  OT
MPUHUMAIOIIEH OpraHu3allui U OT TEXHUKYMa.

[To pe3ynpraTaM MNpPaKTUKU PYKOBOJAUTEIAMH MPAKTUKH OT OpPraHU3alMM W KOJIIEIkKa
(dbopMupyeTcsi aTTeCTAIlMOHHBIN JIHCT, COJAEpXKaIIuii cBeAeHHs 00 YpOBHE OCBOEHHUS CTYACHTOM
PO eCCUOHABHBIX KOMIIETEHITUH.

[To oxOHYaHMM NPAKTUKU CTYAEHT CAAET PYKOBOJIUTEIIO TPAKTHUKU OT KOJUIEIKA:

1. OTt4er ¢ BHIMOTHEHHBIM UHIUBUAYATbHBIM 33JaHUEM, COJEPKAIIUNA Pa3BEPHYTHIE OTBETHI
Ha BCE IIYHKTBI IIPOTPAMMBbl IPAKTUKH, MATEpHUalbl, MOJYYEHHbIE HA MPAKTUKE, MPHUIOKEHHUS.
TUTYNBHBIA JUCT OTYETA CKPEIUIIETCSA IOIANKUCBHIO PYKOBOAMTENS NPAKTUKU OT OpraHU3aluyd U
PYKOBOJIUTEISI IPAKTUKU OT TEXHUKYMA;

2. 3amoJTHEHHBIM JIHEBHUK TIPAKTHKHW, TOJITUCAHHBIA PYKOBOJHUTENIEM MPAKTUKA OT
OpraHMu3alMK ¥ 3aBEPEHHBIN M€YaThIO UM IITAMIIOM OpraHU3alluy;

3. ATTeCTallMOHHBIA JINCT C OIEHKOM OCBOEHHBIX KOMIIETEHIIMII M IIOIIMCAHHEII
PYKOBOJIUTENIEM PAKTUKKA OT OPTaHU3ALMU C YKAa3aHUEM 3aHUMAEMOM JTOJKHOCTH;

4.  OT3BIB-XapaKkTepUCTHUKy C MecTa TMPOXOXKIACHHUS  MPAKTUKH, TMOAMHCAHHYIO
PYKOBOJIUTENIEM NPAKTUKUA OT OPraHU3allMK U 3aBEPEHHYIO NI€YaThIO UM IITaMIIOM OPTaHU3aLUu.

[TonoxkuTenpHass OLIEHKA IO MPAKTUKE BBICTABISIETCA IPU YCIOBUU IOJIOKUTEIBHOTO
aTTECTAI[MOHHOTO JIMCTAa IO MPAKTHKE 00 YPOBHE OCBOCHHUS MPO(eCCHOHATBHBIX KOMIIETEHIINH,
HaJU4Ms TIOJOKUTEIPHOM XapaKTEPUCTUKU OPraHU3allid Ha CTYJEHTa IO OCBOCHHUIO OOIIUX
KOMIIETEHIIMN B MEPUOJ MPOXOKACHUS MPAKTUKH; MOJHOTHl U CBOEBPEMEHHOCTH MPECTABICHUS
JTHEBHUKA MTPAKTUKU U OTYETA O MPAKTUKE B COOTBETCTBUHM C 3aJJaHUEM.



Or1reHKa 1o MpakTUKE TPUPABHUBACTCS K OIICHKAM (3a4eTam) 10 TEOPETUUECKOMY 00yUEHHUIO
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" YUUTBIBACTCA ITPH IIOABCACHUN UTOI'OB 061116171 yCI€Ba€MOCTHU CTYACHTOB.

HapymeHHe YCTAHOBJICHHBIX CPOKOB IIOATOTOBKH OTYETA paCCMaTPUBACTCA KaK HAPYUICHUC

yLIC6HOI71 JUCHUIITIMHBI U HEBBITTOJIHECHUEC yqe6Hor0 I1J1aHa.

CryneHTbl, HEe BBIOJHUBIINE TPEOOBAHUS IMPOTPAMMBI MPAKTHKH MO HEYBAKUTEIHHOU
IIPUYMHE WIHA IIOJIYYUBIINE HEYNOBICTBOPUTEIBHYIO OLICHKY, HE JOIYCKAIOTCSA K MPOXOKIACHUIO
roCyJapCTBEHHOM HMTOrOBOM aTTECTALIMU U IOMJIEKAT OTYMCICHHIO M3 TEXHMKyMa KaK MMEIOIIHE

aKaJIEeMUYECKYIO 3aJJ0JKEHHOCTb.
5.1. CucremMa oleHUBAHHUS YCIIEBAEMOCTH U TOCTHKEHHUH, 00y4aI0OIIMXCs

TpaaullMOHHAA.

5.2. KpuTepuu BbICTABJIEHHS OII€HKH 32 MPAKTUKY

Onenka

Kpurepun omeHku crenmeHu c(HOpPpMHUPOBAHHOCTH
KOMIIeTeHIMH

O1ianyHo

Xopomo

CTyneHT-IpaKTUKAaHT  JEMOHCTPUPYET  XOpollee  BIIaJEHUE
MpoPECCHOHAIBHOW TEPMHUHOJIOTHEH, B TIOJIHOM MEpE YCBOWII
TEOPETUYECKME M METOJUYECKHE  CBEICHHUA,  JaBacMble
PYKOBOAMTENSIMU  TNPAaKTUKKM BO BpeMs  BBOJHBIX  Oecen,
UHCTpYKTaxa, 3aHATHUH. JleMoHCTpupyeT mnpodeccuoHanbHbIe
HaBbIKM IPAKTUYECKOM pPadOTBhl C JOKYMEHTaMU OpraHu3alluu,
yMEET IPHUMEHATh TEOPETUYECKUE 3HAHMS Ha  IPAKTHUKE,
JEMOHCTPUPYET TBOPYECKUI MOJIXOJ K BBIIOJHEHUIO 33JaHUH,
BJIa/ICET aHAIUTUYECKUMHU METOJAMHU. UCIIOJIb3YET B IIPAKTUYECKOMN
pabote coBpemennyto oprrexuuky, AUIIC, CO/I.
CTyneHT-IpaKTUKaHT TMPaBUJIbHO M CBOEBPEMEHHO IOJTOTOBHII,
O0(OpPMUI IOJHBIA KOMIUIEKT OTYETHBIX JOKYMEHTOB IO IIPAKTHKE.
B cpok npenocTaBuil HX Ha IPOBEPKY.

CTyneHT-IpaKTUKaHT PEryJIIpHO IOcelall NPaKTHKY, aKKypaTHO
BBITIOJIHSI BCE  3aJaHus, 3aCITy KU MIOJIOKUTEBHYIO
XapaKTePUCTUKY

CTyneHT-IpakTUKAaHT  JIEMOHCTPUPYET  XOpolllee  BIaJIeHUE
npodeccHoHaNbHOM  TEPMHUHOJIOTMEH, B ILEJIOM  YCBOMWJ
TEOPETUYECKHME U  METOJMYECKHE  CBEJIEHHUS, JaBaeMble
PYKOBOJIUTENSIMM  TPAaKTUKM BO  BpeMs BBOAHBIX  Oeceq,
MHCTPYKTaXa, 3aHITHH.

CTyneHT-IpakTHUKaHT B LI€JIOM OBJIaJieNl HaBbIKaM MPAKTUYECKOM
paboTel €  JOKYMEHTaMHM  OpraHu3allid, HUCIHOJB3YeT B
IpakTH4ecKkoi pabore coBpeMeHHyto oprrexuuky, AUIC, CO/.
CTyaeHT-IPaKTUKAHT MOArOTOBWII, O(OPMHUII TIOJIHBIN KOMITJIEKT
OTUETHBIX JOKYMEHTOB IO IpakTUKe. B cpok mpenocraBui MX Ha
IIPOBEPKY.

CTyneHT-IpaKTHUKaHT PEryyspHO Mocenal MPaKTUKY, aKKypaTHO
BBITOJIHSI BCE 3a/aHus 3aCITyXKHUI MOJIOKUTETIBHYIO
XapaKTEPUCTHKY.

Y 10BNETBOPUTETBEHO

CTyaeHT-IpaKTUKAHT UMEET MpeJICTaBlIeHne 0 TPo(ecCHOHATbHON
TEPMHUHOJIOTHH, TTOCEIIa)I BBOJIHBIE O€Ce/Ibl, HHCTPYKTAX, 3aHATHUS,
HO TEOPETUYECKHUE U METOJMYECKHE CBEICHUS, JaBaeMble HA HUX
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He
YAOBJIETBOPUTEIHHO

PYKOBOIMTENSAMU MPAKTHUKH, YCBOWJ YAaCTUYHO, HE MPUMEHST Ha
MPAKTHKE, HE OTPa3HJI B OTYETHBIX JOKYMEHTaX.
CTyneHT-IpakTHUKAaHT  JEMOHCTPUPYET  OTAEJIbHbIE  HaBBIKU
MPAKTUYECKOH padoThl C JOKYMEHTaMH OpraHu3aliH, HMeeT
npejcTaBieHue 00 UCHONB30BaHUU B TMPAKTUYECKON paboTe
coBpeMeHHoM oprrexuuku, AUIIC, CO/I.

CTyneHT-IpakKTUKAaHT MOJArOTOBMII, OGOPMHUI TOJHBIA KOMILJIEKT
OTUETHBIX JOKYMEHTOB MO Tmpaktuke. IIpemoctaBmsn wux Ha
MIPOBEPKY.

CTyIeHT-IPaKTUKAHT TOCEIIaid MPaKTUKY, BBIMOJIHSI 3a/JaHMUs,
3aCITY>KHJI TTOJIOKUTEIbHYIO XapaKTEPUCTUKY.
CTyaeHT-IpaKTUKAHT HE MOCEIall IPAKTHUKY.

CTyOeHT-IPAKTUKAHT HE BBINOJHAJ MPAKTHUUYECKUE 3aJIaHUs.
CTyaeHT-IPaKTUKAHT HE MOATOTOBUJI IMOJTHBIA KOMILIEKT OTUYETHBIX
JIOKYMEHTOB TI0 MPAKTHKE.

CTyaeHT-IpaKTUKAHT HE PEAOCTABUII UX HA IPOBEPKY.
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MNPUJIOKEHUS
Ipuioxkenue 1

S~ . YACTHOE OBPA30OBATEJIbBHOE YYPEXKJIEHUE
i INPOPECCHOHAJIBHOI'O OBPA3OBAHUA
: ' GAIMAJHO-YPAJIbBCKHUHU I'OPHBIN TEXHUKYM)»

CrnenunanpaocTbh 46.02.01 JfTokymMeHTaITMOHHOE 00CSCTICUCHHE YIIPABICHHUS M apXUBOBEICHUE

OTyer 1o

MTPAKTHUKE

BeimonHua: ctyneHT_ kypca IPYTIIBI

OO crynenra
PyKOBOI[I/ITeJ'II) OT OpraHu3alun

[)5(0)

(moxmnuck)

PyKOBO)II/ITCJIB OT TCXHUKYMa

[)5(0)

(mmoxmyce)

ITepmb 20 1.
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Ipuioxenne 2

CTpyKTYypa 0TYeTa N0 NPaKTHKE
OTueT NODKEH BKIIIOYATh B YKa3aHHON HUXKE MOCIIEJOBATEIIEHOCTH:

. TUTyNbHBIN JTUCT

. Conepxanue

. Beenenue

. OcHoBHas 4acTh

. 3aKIr04YcHHE

. CnuCcoOK HCTOYHUKOB U JIUTEPATYPHI
. [Tpunoxenus.

Conep:xanue oT4yeTa

OrnaBieHue JOKHO OTpaXkaTh BCE MaTepHallbl, IPECTaBlIeHHbIE B padote. [lepeunciustorcs
3aroJIOBKU pa3ziesioB U MOJPA3/IeIoB, CIIUCOK UCTOYHUKOB, KXKJI0€ U3 MPUIOKEHUN. Y Ka3bIBAKOTCS
HOMEpa CTpaHMIl, Ha KOTOPBIX OHU HAauMHAIOTCs. B KoHIIe ornasneHusnepedncistor [Ipunoxenus.
[Ipy HaNMUYUM CaMOCTOSITENIBHO pPa3pabOTaHHBIX JAOKYMEHTOB HMX MEPEUHCISIOT C YKa3aHHEeM
0003HAaYCHHI 1 HANMCHOBAHUH.

BBenenune

Bo BBemeHuum HeoOXoauMO Ha3BaTh BHJ TNPaKTHKH (y4eOHas, TPOU3BOJCTBCHHAS,
MIPOU3BOJICTBEHHAS (TPEAUILIIOMHAs)), yKa3aTh CPOKH MPAKTUKH, OPTaHU3AlMNI0 — 0a3y MPaKTHKH,
a TaKoke oTJel (AenapTaMeHT, yIpaBjIeHMs ), B KOTOPOM IIPaKTHUKa IPOXOHIIA. a TAKXKeE 11eJ1,3aauH
MIPAKTUKW, OCHOBHBIE 3HAHUS U YMEHHUS, KOTOpbIe (hopMUpOBATUCH Ha MpakTHKe. OO0beM BBEACHHUS —
1-2 crp.

OcHoBHasl yacTh

ConepxaHre OCHOBHOM YacTH JIOJKHO OTBEYaTh 3aaHui0. OCHOBHAs YacTh MPEACTaBISET
co00il H3JI0KEHHE pe3ylbTaToB paboThl. B Hel NeMOHCTPUPYIOTCS YMEHMSI CaMOCTOSITEIBHO
paboTaTh ¢ COBpEMEHHOW JHUTEepaTypod, TIyOOKO M BCECTOPOHHE WHCCIeNoBaTh Mpoliemy,
MOJIb30BAaThCS COBPEMEHHOW Hay4dHOW TepMmuHoJorue. OCHOBHAs 4acTh OTYETa JIOJDKHA OBITh
CBS3aHAa C TEMATHUKON MpakTUKH. 37ech JOJDKHA ObITh oTpakeHa CTpyKTypa YUpeKIeHHs,
OpraHu3aIyy, TPEANPUATHS; TIOPSIAOK U TpaBUiIa OpraHU3aIui JOKYMEHTAIIMOHHOTO 00ECTICUCHHS
yIpaBlIeHUs B HEM; OCOOCHHOCTH COCTaBJICHHSI M OPOPMIICHHUS YIPaBIEHYECKUX JTOKYMEHTOB B
OpraHM3allM, OpraHu3alMs XpaHEHUs JOKYMEHTOB U oO0ecrleueHue HUX COXPaHHOCTH.
CaMocTOsATeNbHBIA pa3/iel OTueTa MOJKEH OBITh CBSI3aH C MPAKTUYECKOW paboToOl CTyleHTa,
HE00X0IMMO JIaTh XapaKTEPUCTUKY CBOEH padOThI, ONKCATh BUABI PAOOTHI.

TekcT OCHOBHOM 4YacTH JENUTCS Ha pa3lieibl, MOApa3enbl, naparpadsl B COOTBETCTBUU C
OTJIaBJIEHUEM M CTPYKTYPOU paccMaTpUBaEMbIX BOIIPOCOB.

TexcT MOXKeT COMPOBOKIATHCS UILTIOCTPAIIUSAMU: TpaduKaMu, TUarpaMMaMi, CXeMaMHu.

Kaxxaplit paznien pekoMeHIyeTcs HaulHaTh ¢ HOBOro JincTa. Kaxxaplil paznen, noapaszen win
MYHKT HAYMHAETCS ¢ a03aI[HOTO OTCTYTIA.

3aki0ueHue

B 3akmioueHuun cojaepikarcs KpaTKUE BBIBOJBI MO pe3yJabTaTaM BBIMOJIHEHHOW padoTHI,
OLIEHKA MOJTHOTHI PEILIEHUS TOCTABJIEHHBIX 3a/1a4, PEKOMEHJAIINK 10 KOHKPETHOMY UCIOJIb30BaHUIO
pe3ynbTaToB paboThI, €€ TeOpeTHUeCcKas M MpaKTUIecKas 3HaYMMOCTh. B3akiroueHnn HeoOX0auMo
OnucaTh, KAKM€ YMEHHUS W 3HaHUSA CHOPMUPOBAIUCH y CTyJIEHTA MO pe3yjbTaTaM BbIIIOJHEHHOU
paboTsl. JlomyckaeTcsi BRIPa3UTh JTMYHOE OTHOIIECHUS K MPAKTUKE, ToKeTaHus u 3amMedanus. O0bem
3akmoueHus — 1-2 crp.

Cnmcok HCnoJib3yeMbIX HCTOYHUKOB

Cnucok HCMoNb3yeMbIX MCTOYHHUKOB XapakTepu3yeT TIIYOMHY U IIMPOTY H3YUYCHHS
MpOoOJIeMbI, AEMOHCTPUPYET SPYIUIUI0 M KYJIbTypy HCCIENOBaHUS. B CHHCOK BKIIIOYAIOT BCE
HCTOYHUKHU, HA KOTOPBIE €CTh CChIJIKU B TEKCTE, B aji()aBUTHOM IOPSIJIKE.
[lepen HazBaHMEM UCTOYHUKA B CHUCKE MPOCTABIISIETCS OPSAIKOBBIA HOMED.

Ilopaook pacnonoxcenun UCMOYHUKOS U TUmMEPAMypbl 6 CRUCKE:

CnHcok COCTOUT U3 HECKOJIBKUX Pa3/IeiIoB:

UCMOYHUKYU — B HEM PACIONIaraloTcsl 3aKOHBI, YCTaB WU MOJI0KEeHHE 00 OpraHu3alui,
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nosioxkenue o ciyxk6e 10V, HHCTPYKIMH O JeTOMPOU3BOICTBY, IMOJI0KEHUE 00 apXUBe U T.1I.

Jumepamypa — B 3TOM pazjiesia PacloyaraloTcsi yueOHUKH, CTaTbU, MOHOTpaduH,
CIIPaBOYHbIE U3AHMS.

uUHmMepHem-pecypcbl — B 3TOM paslelie NMPUBOAATCA CCBUIKM Ha CAWThI U IIOPTAJIbI,
HCIIOJIb3YEMBIE HA MPAKTUKE U IIPYU MTOATOTOBKE OTYETA.

IIpuiaoxenus

B  npunoxkeHus  peKOMEHAYETCsl  BKIIOYATh ~ MaTepualbl  WUIIOCTPATUBHOIO U
BCIIOMOTATENIFHOTO XapaKTepa: KOMUHU JOKYMEHTOB IPAaBOBOIO XapakTepa, OJaHKH IOKYMEHTOB,
TaOJIUIBI, CAMOCTOATENbHBIE MaTepHajbl MPUKIAJHOIO Xapakrepa, Opourtopsl. [lpunoxenusamu k
OTYETY MOTYT OBITH IPOEKTHl JOKYMEHTOB, IOATOTOBJIEHHBIE IPAKTUKAHTOM, CTATUCTHYECKHE
TaOJIULIBI, PE3YIbTAThl AaHAIUTHYECKOH PabOTHI.
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puioxenne 3
ATTeCTAllMOHHBII JIUCT MO Yy4eOHOUH NMPAKTHKE

CryneHt

®. U. O.

oOyuatomuiicst /o0y4arorasics/ Ha 2 kypce no cnenuansaocta CIIO 46.02.01 JJokyMeHTalmoHHOE
oOecrieueHre YMpaBIEHUS W APXUBOBEACHHE YCICIIHO TNpolien(yia) y4eOHYI0 MPaKTUKY II0
npodeccnonanbubM MoayisiM [IM.01 OcyiecTBIeHHE OPTraHU3AIMOHHOTO ¥ JOKYMEHTAIIHOHHOTO
obecnieueHus nesreabHocTH opranusanuu, [IM.02 Opranuzanusi apXuBHOUM pabOThI IO TOKYMEHTaM
opraHuzanuii pasnuuHbeix Gopm cooctBeHHOCTH, [IM.03 OcBoeHHE BHAOB padbOT MO OJHOW WIIK
HECKOJIbKUM TpodeccusiM pabodmx, MOMKHOCTAM ciyxkammx B oObeme 144 waca c

«_» 20 r.mo « » 20__ r. B opra"u3anuu

HalMEHOBAaHUE OPraHU3aluU, OPUINYECKUN agpec

HaunmenoBanue npodecCuoOHAIBbHBIX KOMIIETCHIUA, 0CBAMBAEMbIX B IIEPUO/
Y4eOHO# NPAaKTUKH

YpoBeHb OCBOCHUS
HaumeHnoBanue npodeCCHOHATbHBIX KOMITETCHITUI npodeccrnoHaTbHBI
X KOMITETeHIIUH (0T
1 o 5 6anoB)

I1K 1.1. OcyuiecTBasaTh NpuéM-Tiepeady yrnpaBlieH4ecKoi HHpopMaIu ¢
MTOMOUIBIO CPECTB MHPOPMAIIMOHHBIX 1 KOMMYHHKAIIMOHHBIX TEXHOJIOTHM

[1K 1.2. KoopauHupoBaTh paboTy MPUEMHON PYKOBOIUTENS, 30H IpHEMa
pa3IMYHBIX KaTEropuil MOCETUTENEH OpraHu3aluu

I[IK 1.3. Bragerp HaBblKaMH IUIAHUPOBAaHUS pabodyero BpeMEHU
PYKOBOJUTENIS U CEKpeTaps

[1IK 1.4. OcymiecTBasTh MOATOTOBKY JIEIOBBIX MOE3I0K PYKOBOIUTENS U
JIPYTUX COTPYJHUKOB OPraHU3alUN

IIK 1.5. Brnagerp cmocobamu opraHu3anud pabodyero MpoCTPaHCTBA
NpUEeMHON 1 KaOMHETa PyKOBOAUTEIS

I[IK 1.6. OcymectBiasth paboTy MO TMOATOTOBKE U IMPOBEACHUIO
KOH(EpPEHTHBIX MEPOIIPUATHH, o0ecneunBaTh HH(}OpMaLIMOHHOE
B3aMMOJICHCTBHE PYKOBOJUTENS C MOJPA3JAEICHUSIMU M JOHKHOCTHBIMU
JUIIAMA OpPTaHU3AIIH

IIK 1.7. OdopmMasTs opraHu3alliOHHO-PACTIOPSIUTEIbHBIE JOKYMEHTHl U
OpPraHM30BBIBATh PabOTy C HUMH, B TOM YHCJIE C UCIOJIb30BaHUEM
aBTOMATHU3MPOBAaHHBIX CUCTEM

IIK 1.8. OgopmiaTh TOKYMEHTHI IO JTUYHOMY COCTaBY U OPraHM30BBIBATH
paboTy ¢ HMMH, B TOM YHCJIE€ C HCIOJIb30BAHHWEM aBTOMATHU3WPOBAHHBIX
CUCTEM

I1K 1.9. Opranu3oBsIBaTh TEKYIee XpaHEHUE JOKYMEHTOB, 00pabOTKY el
IUISL OLIEPATUBHOTO M @DXUBHOTO  XPaHEHHS B TOM  4YHCIE C
MCIMOJIb30BaHMEMaBTOMATU3UPOBAHHBIX CUCTEM

I[IK 2.1. OcymectBisiTh KOMIUICKTOBAHUE apPXWBHBIMH  JICJIAMH
(1oKyMEHTaMH1) apXuBa OpraHu3aluu
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IIK 2.2. Bectu y4€Tr apXuMBHBIX A€ (JOKYMEHTOB), B TOM YHCIE C
HCIIOJIb30OBAHHUEM aBTOMATU3HUPOBAHHBIX CUCTCM

I[IK 2.3. OcymiecTBiasTh XpaHEHHUE AapXUBHBIX Jel (JIOKYMEHTOB) C
MOCTOSIHHBIM CPOKOM XpaHEHHS W 1O JIMYHOMY COCTaBy B apXHBE
OpraHu3aIuH

I[IK 2.4. OcymecTBasaTh XpaHEHHE  KOMIUIGKTOBaHHE  Yy4€T U
HCIOJIb30BaHUE JIeJ1 (IOKYyMEHTOB) BPEMEHHOI'O XPAHEHUS

IIK 2.5. OcymecTBiaaTh HCIONIb30BAHUE APXUBHBIX 17 (JOKYMEHTOB), B
TOM YHCJIE C UCIIOIh30BAaHIEM aBTOMATH3UPOBAHHBIX CUCTEM

[1K 3.1 BnageTs HaBbIKaMU MOATOTOBKHM YIPABICHYECKUX JOKYMEHTOB U
BEJICHHUS JI€JI0BOU IIEPEITUCKH.

[1K 3.2Bnagers 3aKOHOAATEIHPHOH W HOPMATHBHO-METOIUYECCKONW 0a3oit
JOKYMEHTAITHOHHOTO 00ECIICUCHHUS YIIPABIICHHUSL.

ITK 3.3Bectu cucTeMbl JOKYMEHTAIIMOHHOTO O0ECICUCHUs YIPaBICHUS Ha
0as3e HOBEHIIMX TEXHOJOTUH.

HTorosas onenka KoMmnereHIun

Jlara « » 20 1.

[Tonnuch OTBETCTBEHHOT'O JIUIIA

opranu3zanuu (6a3bl MPaKTUKHN) /
OUO/nomKHOCTD

[Tonnuck pykoBoauTENS /

DOUO/10mKHOCTD
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ATTeCTAIMOHHBIN JIUCT MO MPOU3BOJACTBEHHOM MPAKTHKE

Crynent :
®. U. O.

oOyuatomuiics /o0y4atomiasicsi/ Ha _ kypce no cienuanbHoct CI10 46.02.01 JfokymeHTaninoHHOe
o0ecrnieueHre ynpaBieHUs U apXUBOBEACHHUE YCIEIIHO Mporien(Jia) IPOU3BOJACTBEHHYIO MPAKTUKY
nmo mnpodeccroHanbHbiM  MonayisiMm  [IM.01  OcyiecTBieHHEe  OpPraHU3AMMOHHOTO |
JOKYMEHTAITMOHHOTO O0ecredeHus AesITeIbHOCTH opranu3aiuu, [IM.02 Opranu3anus apXxuBHOM
paboTHI 1O JOKYMEHTaM OpraHu3aIyil pa3nudabiX Gopm codctBeHHOCTH,[IM.03 OcBoeHUE BUIOB
paboT 1O OJHOW MIIM HECKOJIBKUM TpodeccusiMm paboumx, JOHKHOCTIM ClIyKamux B oobeme 144
gacac«___ » 20 r.mo«__ » 20r.

B OpraHHU3aIiH

HAaMMCHOBAaHUC OpTraHU3alluu, }OpI/I,I[I/I‘IGCKI/Iﬁ aapec

HaumenoBanue npogeccHnoHaJIbHBIX KOMIIETEHIIUIA,
0CBANBAaEMbIX B IIEPHO NIPOU3BOACTBEHHOM NPAKTHKHU

YpoBeHb OCBOCHHUS
HanmMeHnoBanue nmpodecCHOHAIBHBIX KOMIIETEHITUN npodeccrnoHaTbHBI
X KOMIIETEHIIHH (OT
1 o 5 6anoB)

[IK 1.1. OcymecTBisaTh npuém-nepeaady ymnpaBJeHYECKO MHPOpMaIH ¢
MTOMOUIBIO CPECTB MHPOPMAIIMOHHBIX 1 KOMMYHHKAIIMOHHBIX TEXHOJIOTHM

[1K 1.2. KoopauHupoBaTh paboTy MPUEMHON PYKOBOIUTENS, 30H IpUEMa
pa3IMYHBIX KaTErOpuil MOCETUTENEH OpraHu3alun

I[IK 1.3. Bimagerr HaBbIKaMU IUIAaHUPOBAaHUS pabovero BPEMEHHU
PYKOBOJIMTENS U CEKpeTaps

[TIK 1.4. OcymiecTBasTh MOATOTOBKY JIEIOBBIX MOE30K PYKOBOIUTENS H
JIPYTUX COTPYTHUKOB OPTaHU3alUN

IIK 1.5. Brnagerp cmocobamu opraHu3alMu pabodyero MpoCTPaHCTBA
NpUEeMHON 1 KaOMHETa PyKOBOAUTEIS

I[IK 1.6. OcymectBiasth paboTy MO TMOATOTOBKE U  MPOBEACHUIO
KOH(EpPEHTHBIX MEPOIPUATHH, obOecneunBaTh HH(}OpMaLIMOHHOE
B3aMMOJICHCTBHE PYKOBOJUTENS C MOJPA3JEICHUSIMU M JOHKHOCTHBIMU
JUIIAMA OpPTaHU3AIIH

IIK 1.7. OdopmMasTh opraHu3allMOHHO-PACTIOPAIUTEIbHBIE JOKYMEHTHl U
OpPraHU30BBIBAaTh PA0OTY C HUMH, B TOM YHCIIE C UCIOIb30BAHUEM
aBTOMATHU3MPOBAHHBIX CUCTEM

IIK 1.8. OpopMasTh TOKYMEHTHI MO JTUYHOMY COCTaBY U OPraHU30BBIBATH
paboTy ¢ HMMH, B TOM YHCI€ C HCIOJb30BAHHEM aBTOMATHU3HPOBAHHBIX
CUCTEM

I1K 1.9. Opranu3oBsiBaTh TEKyIllee XpaHEHNUE TOKYMEHTOB, 00pabOTKy Jen
IUIS1 OTIEPaTUBHOTO

U apXUBHOTO XpaHEHHs, B TOM 4YHCIE€ C  HCIOJIH30BAHUEM
aBTOMATH3MUPOBAHHBIX CHCTEM

INK 2.1. OcymectBiiarh  KOMIUIGKTOBaHHE  apXHUBHBIMH  JI€IaMU
(TOKyMeHTaMH) apXuBa OpraHU3aIu
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IIK 2.2. Bectu y4€Tr apXuMBHBIX A€ (JOKYMEHTOB), B TOM YHCIE C
HCIIOJIb30OBAHHUEM aBTOMATU3HPOBAHHBIX CUCTCM

I[IK 2.3. OcymiecTBiasTh XpaHEHHUE AapXUBHBIX Jel (JIOKYMEHTOB) C
MOCTOSIHHBIM CPOKOM XpaHEHHS W 1O JIMYHOMY COCTaBy B apXHBE
OpraHu3aIuH

I[IK 2.4. OcymecTBiasaTh XpaHEHHE, KOMIUIEKTOBaHHME, YU€T U
HCIOJIb30BaHUE JIeJ1 (IOKYyMEHTOB) BPEMEHHOI'O XPAHEHUS

IIK 2.5. OcymecTBiaaTh HCIONIb30BAHUE APXUBHBIX 17 (JOKYMEHTOB), B
TOM YHCJIE C UCIIOIh30BAaHIEM aBTOMATH3UPOBAHHBIX CUCTEM

[1K 3.1 BnageTs HaBbIKaMU MOATOTOBKHM YIPABICHYECKUX JOKYMEHTOB U
BEJICHHUS JI€JI0BOU IIEPEITUCKH.

[1K 3.2Bnagers 3aKOHOAATEIHPHOH W HOPMATHBHO-METOIUYECCKONW 0a3oit
JOKYMEHTAITHOHHOTO 00ECIICUCHHUS YIIPABIICHHUSL.

ITK 3.3Bectu cucTeMbl JOKYMEHTAIIMOHHOTO O0ECICUCHUs YIPaBICHUS Ha
0as3e HOBEHIIMX TEXHOJOTUH.

HTorosas onenka KoMmnereHIun

Jlara « » 20 1.

[Tonnuch OTBETCTBEHHOT'O JIUIIA

opranu3zanuu (6a3bl MPaKTUKHN) /
OUO/nomKHOCTD

[Tonnuck pykoBoauTENS /

DOUO/10mKHOCTE
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ATTeCTAIIMOHHBIN JIUCT MO MPOU3BOACTBEHHOM (MPeIMIJIOMHOI) MPAKTHKE

Crynent

@. U. O.
oOyuaromuiics /o0yqaromasicst/ Ha _ kypce 1o cienuaibHoctd CITIO 46.02.01 JlokymMeHTaImoHHOE
oOecricueHrEe yNpaBICHWS H apPXWBOBEJCHHE YCICIIHO Mpomen(jJa) MPOU3BOJICTBEHHYIO
(TIpenTUIIIIOMHYI0) IPAKTHKY B 00beMe 144 yacac « _ » 20_r.mo
« » 20__ r. B opranusanuu

HaMMEHOBAHUE OPTaHN3aINH, OPUANIESCKUH apec

Buabi padoT, BbINOJIHEHHBbIE B IIEPUO MPOU3BOACTBEHHOM (IPeIIUIIIIOMHOMN)

NMPAKTUKH
KauectBO
Bunet 1 00beM paboT, BRIIMOJIHEHHBIX 00yUYaloIUMCs BO BpeMs IPAKTUKU BBIMTOJTHEHUS
pabot (ot 1 10 5
0asuIoB)

BBonubIil nHCTpYKTaX. HCTPYKTaX 1O MPOXOXKACHUIO NMPAKTUKU,HHCTPYKTAX
[0 TEXHUKE OE€30IaCHOCTH U TOXKapHOM Oe30IaCHOCTH; OpraHU3alMOHHbIE
BONpockl. O3HaKOMIIEHHE C PeXKUMOM padoThl, hopMaMu OpraHu3aluy Tpyaa 1
IIpaBUJIaMU BHYTPEHHETO pAaCIIOpsIKa.

[Tonyyenue 3ajaHul IPAKTUKHU.

BrinonHenue 3amiaHMpOBaHHON TPOU3BOACTBEHHOM pabOTHI.

[MomGop wmarepuana, NPAKTHYECKUX, CTATHCTUYECKUX JAaHHBIX 10 TEMe
JTUTUIOMHON paOoTBhI:

MOUCK MH(POPMAIIMOHHBIX M JOKYMEHTAIbHBIX HCTOUHUKOB;

- cbop u 00paboTKa MPAKTUYECKOTo MaTepuana (IJIaHbl, OTYETHI, CIyXeOHas
JOKYMEHTaIusl, OJJaHKU TOKYMEHTOB U Jp.);

- cOop 1 00pabOTKa CTATUCTUUECKUX JAHHBIX.

IlogBeneHne UTOTOB IMPAKTUKHU U CUCTEMATHU3allUA JOKYMCHTOB IIO ITPAKTHKE.
CocraBieHne oT4eTa I10 IMMPAKTHUKE, 3aKIIIOYUTCIIbHAA 6606,}13 C PYKOBOJUTECIIEM
IMPAaKTUKH Ha NPCANIPUATHU.

3amura oT4eTa

HTorosas oneHka BbINOJHEHHbIX padoT

JHata « » 20

[Toanuck OTBETCTBEHHOTO JINIIA

opranu3aruu (0a3bl MPaAKTHUKH ) /
DOUO/momxKHOCTE

[Moanuce pykoBoauTeNs /

DOUO/momxHOCTE



