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1. OBIIIASL XAPAKTEPUCTUKA PABOYEMN ITPOT'PAMMBI YYEBHOM ITPAKTUKH

YI1.01 OCYIHECTBJIEHUE OPTAHU3ALIMOHHOI'O

N JOKYMEHTAIMOHHOI'O OBECIHHEYEHUA JEATEJIBHOCTH OPTTAHU3ALIUN

1.1. Heap u niianupyemblie pe3yJibTaThl 0CBOCHHUS Y4eOHOH NPAKTHKH
B pesymbrate npoXOXKIACHHA Y4YeOHOW TPAKTHKM OOy4YarOIIMHCS TMOJyyaeT IIePBUYHBIC
npodeccruoHaIbHbIE HABBIKK IO OCHOBHOMY Buny nesirenbHocTH «OCyIIecTBICHHE OPraHU3allMOHHOTO U

JAOKYMCHTAIMOHHOI'O obecrieyeHus JACATCIBHOCTH OpraHu3anny U COOTBETCTBYIOIIHE €MY O6H_II/IC u

HpO(beCCI/IOHaJ'IBHBIe KOMIICTCHIINM

1.1.1. IlepedeHpb 00X KOMIIETSHITHIA

Koxa ‘ HanMeHoBaHHe 001X KOMIIETEHIIUA

OK 01 BeiOupate crioco0Os! pemienns 3aaa4 npodeccuoHaIbHOM NesITeIbHOCTH TPUMEHUTEIBHO K
pa3IMYHBIM KOHTEKCTaM.

OK 02 Mcnonb30BaTh COBpEeMEHHbBIE CPE/ICTBA ITOMCKA, aHAJIN3a U UHTEpIIpeTalui HHPOpMalny,
U UH(OpPMAIIMOHHBIE TEXHOJIOIUHU JJIS BBIIOJHEHHUS 3a7a4 NPo(ecCHOHANBHOM
JESITEIIbHOCTH.

OK 04 O} dexTuBHO B3aUMOICHCTBOBATh U PA0OTaTh B KOJUICKTUBE ¥ KOMAH/IE.

OK 05 Ocy1ecTBISATh YCTHYIO U TUCBbMEHHYI0 KOMMYHHUKAIMIO HA TOCYAapCTBEHHOM SI3bIKE
Poccuiickoii @enepanuu ¢ y4eToM 0COOEHHOCTEN COLUAIBHOTO U KYJIbTYPHOTO
KOHTEKCTA.

OK 09 [Tonp3oBaTbes NpodeccnoHaIbHOM TOKYMEHTalue Ha TOCY1apCTBEHHOM U MHOCTPaHHOM
A3bIKAX.

1.1.2. Ilepedens npodeccnoHaNbHBIX KOMIIETCHIINN

Kon ‘ HaumeHoBaHHMe BUI0B 1eITeJIbHOCTH U MPOo¢ecCHOHATbHBIX KOMIIeTeH il

BA1 OcyuiecTBiieHHEe OPraHU3ANMOHHOTO0 U JOKYMEHTAIIMOHHOT0 00ecneYeHus
NAeATEeJIbHOCTH OPraHNu3anuu

MK 1.1. | OcymecTBuaTe NpuémM-riepeady ynpaBieHuYecKol HHPOPMALIMU C TOMOILBIO CPECTB
MH(OPMALIMOHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJIOTUH.

MK 1.2. | KoopauaupoBath paboTy NPUEMHON PYKOBOJIUTEINS, 30H IIpUEMa Pa3InYHbIX KaTeropui
ITOCETUTENIEN OPraHU3aLUN.

MK 1.3. | Bragers HaBbIKaMU INIAHUPOBAHUS PabOYEro BpEMEHU PYKOBOJHUTENS U CEKpeTaps.

IIK 1.4. | OcymecTBiIATh MOATOTOBKY AEJIOBBIX MOE310K PYKOBOJUTENS U JPYTUX COTPYJHUKOB
OpraHH3alIHy.

IIK 1.5. | Baagets cnocobamu opraHu3aiii padbodero mpocTpaHCTBa MPUEMHON U KaOUHeTa
PYKOBOJUTEIIS.

IIK 1.6. | OcymecTBiarh pabOTy MO MOATOTOBKE U MPOBEICHUIO KOH(EPEHTHBIX MEPOIPUITHH,
oOecrieunBaTh HHPOPMAIIMOHHOE B3aUMOACHCTBUE PYKOBOIUTENS C MOJIPA3/AEICHUIMHU U
JOJKHOCTHBIMHM JIMIIAMH OpraHU3aliy.

MK 1.7. | OpopmisaTh OpraHU3alMOHHO-PACTIOPSIUTENbHBIE JOKYMEHTBI M OPTaHU30BBIBATH PaObOTY
C HUMH, B TOM YHUCJIE C UCTIOJIb30BaHUEM aBTOMATU3UPOBAHHBIX CHCTEM.

K 1.8. | OdopMAATH TOKYMEHTHI 110 JIUMYHOMY COCTaBY U OpPraHU30BBIBaTh pabOTy C HUMH, B TOM
YHCIIE C UCTIOIb30BaHHUEM aBTOMATHU3UPOBAHHBIX CHCTEM.

MK 1.9. | OpraHu3oBbIBaTh TEKYIIEE XpaHEHNE TOKYMEHTOB, 00pabOTKY JeJT AJIsl ONIEPAaTUBHOTO U
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APXUBHOI'O XpaHCHUS, B TOM YHCJIC C UCIIOJIb30OBAHNEM daBTOMATU3UPOBAHHBIX CUCTCM.

1.1.3. B pe3ynbTare OCBOCHHS YI€OHOU MPAKTUKHU 00YJAIOIIUNCS JOKEH:

Bnanets
HaBBIKAMHU

[Toryuenus HeoOxoquMON HH(GOPMAIIUU U TIEPEAAYU CAHKIIMOHUPOBAHHON HHPOPMAIIH
C UCIOJIb30BAaHUEM CPEACTB UH(POPMALIMOHHBIX U KOMMYHHKAIIMOHHBIX TEXHOIOTHA.

Koopannanuu paboTel npuéMHON pyKOBOAUTEINS U 30H IpUEMa pa3IMUHbIX KaTeropui
IIOCETUTEJIEW OPraHU3aLUU.

[TnanupoBanus paboyero BpeMeH! PyKOBOAUTENS U pabovero THs CeKpeTapsi.
Opranu3zanuu Je10BbIX N0€340K PYKOBOIUTEINS U IPYTUX COTPYIHUKOB OpraHU3AIINH.
Opranuzanuu u nojaepxanus GyHKIHOHAIBHOTO pad04yero mpoCcTpaHCTRa.

Opranu3anuy NOArOTOBKU M MPOBEACHUS KOH(PEPEHTHBIX MEPOIIPUATHH, 0OeCTICUeHHS
MH(POPMALIMOHHOTO B3aMMO/IEHCTBHSI PYKOBOJIUTENS C MOAPA3AEICHUAMU U
JIOJKHOCTHBIMHU JINIIAMY OPTaHU3aLUN.

Odopmnenust opraHu3alMOHHO-PACTIOPATUTENBHBIX JOKYMEHTOB U OpPraHU3aIuu PaboThI
C HUMH, B TOM YHUCJIE C UCTIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

OdopmieHnst TOKYMEHTOB 10 TUYHOMY COCTAaBY M OpTaHU3aluU pabOThl C HUIMH, B TOM
YUCJIE C UCTIOIb30BAHIEM aBTOMATHU3UPOBAHHBIX CHCTEM.

Opranu3anuu TeKyIIero XpaHeHus T0KyMEHTOB, 00paOOTKH A€ JUIsl ONIEPaTUBHOTO U
ApPXUBHOTO XPaHEHHUsI, B TOM YHCIIE C UCIIOIb30BAaHUEM aBTOMATH3UPOBAHHBIX CUCTEM.

YmMmers

OpraHU30BBIBATH pabouee MECTO B COOTBETCTBUH C TPEOOBAaHUSIMU IPrOHOMHUKHU U
KYJIbTYpBI TPYa;

obecrnieunBath pabouee MecTo U (HYHKIIMOHATEHOE pabouee IPOCTPAHCTBO
HEOOXOUMBIMU CPEJICTBAMU OPTaHU3AIMOHHON TEXHUKH, MEOENbIO U KaHLIETSIPCKUMU
MPUHAJIC)KHOCTSIMU;

NoAACPIKUBATHL CPCACTBA OpFaHI/BaHI/IOHHOﬁ TCXHHUKU B pa60qu COCTOSAHUU,
IMPUMCHATH B pa60Te CpeacTBa HHq)OpMaIII/IOHHBIX N KOMMYHUKAIIUOHHBIX TGXHOHOFHﬁ;

HCII0JIB30BAaTh CPCACTBA I/IH(l)OpMaHI/IOHHBIX N KOMMYHUKAIIMOHHBIX TEXHOJIOTHI JIIsL
MOJIYYCHHUS U IIepcaavun I/IH(i)OpMaLII/II/I;

YCTAaHAaBJIMBATh U NOAACPKUBATH KOMMYHUKAIIUH B IIPOIECCEC ACTIOBOI'O O6H.I€HI/IH C
MMOMOIIBIO CPCACTB I/IH(i)OpMaHI/IOHHI)IX N KOMMYHHKAIIUOHHBIX TGXHOJ’IOFI/II\/'I;

OCYIIECTBIISATH COOp, 00pabOTKy MH(POPMAIIMH, CUCTEMATU3AIUIO TTOTYyYaeMbIX U
nepeaBaeMbIX JaHHBIX;

OCYILIECTBIIATH IPOBEPKY TOCTOBEPHOCTH, IOJHOTHI M HENIPOTUBOPEUYNBOCTH JIAHHBIX,
UCKJIIOUEHHE TyOnMpoBaHUs MHPOpMALUH;

CTJIaKUBATh KOH(IMKTHBIE U CIIOKHBIE CUTYallMU MEXJINYHOCTHOTO B3aUMOCHCTBUS;
COOJIIOJIaTh ATUKET U OCHOBBI MEXIYHAPOJHOTO IIPOTOKOJIA;

oOecrieunBaTh HHPOPMALMOHHYIO 0€30MaCHOCTD AEATEIIbHOCTH OPTaHU3aAIHH;

BECTH U UCIIOJIb30BaTh B paboTe 0a3y KOHTAKTOB OpraHU3aluy;

BECTH YUYETHBIE PETHUCTPALIMOHHBIE (JOPMBI, UCTIOIB30BaTh UX AJI HH(OPMALMOHHON
paboThI ¥ PabOTHI IO KOHTPOJIIIO UCTIOIHEHUS TOPYUCHU;

BCTpCHATH HOCGTHTeHeﬁ, MoJIy4aThb NMEPBUYHYIO I/IH(I)OpMaI_II/IIO O IMIOCCTUTCIIAX,
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YCTaHABJIMBATh NOPSAJOK NMpUEMa NI pa3InYHbIX KaTETOpUI IIOCETUTENEH TPUHUMATD
MEpBI 10 COXPAHEHUIO KOH(UACHIMAIBHOW HHPOPMAIIUH B X0/I€ TPUEMa IIOCETUTEIIEH;

BECTH YYETHBIC PETUCTPAIIMOHHBIC POPMBI 110 MPUEMY ITOCETUTENEH 1 OPOPMIIATH
MIPOITYCKa;

OCYILECTBIISATH TPUEM, TIEpeaady U OTHPaBKY JIOKYyMEHTOB;

OpPTraHW30BBIBATH U OPOHUPOBATH MMEPETOBOPHBIC KOMHATHI;

CepBUPOBaTh YaiiHbIe (KO EHHbBIE) CTOJBI B 0duce;

BBIOMPATh (OPMBI TUTAHUPOBAHUS U 0(DOPMIISITH TUNIAHUPOBITUK (OpraHaizep)
PYKOBOIMTEIS U CEKpeTaps;

YCTaHABIIMBATH IIEJIH, OTIPEACTISTh IPUOPUTETHOCTh U OYEPETHOCTD BHITIOTHEHHSI pabOT U
3¢ dexTUBHO pacnpenensaTh pabouee Bpems;

COTJIACOBBIBATh BCTPEUYH U MEPONIPHUATHS U BHOCUTHh HH(POPMAIIHIO B TUTAHUPOBIIUK
(opranaiizep);

WH(OPMHUPOBATH PYKOBOAMTEIS O IPUOIMKCHUN BPEMECHH U PETIIAMEHTE
3alTAaHUPOBAHHBIX BCTPEY U MEPOIIPHUSITUH;

BLI6I/IpaTI> OIITHMAJIbHEIE CITIOCOOBI BHEIIHET'O U BHYTPCHHCTO I/IH(i)OpMI/IPOBaHI/IH 0
IJIAHUPYCEMBIX MCPOIIPUATHAX,

COCTaBJIATh U O(bOpMJ'IHTb JAOKYMCHTHI UL JCJIOBBIX ITOC30K;
OCYWICCTBJIATL TPEBEI-IIOAACPIKKY JACIIOBBIX ITOC3I0K;

COTJIACOBBIBATH C IIPUHUMAIOILIEH CTOPOHOM MPOTOKOJI INIAHUPYEMBIX MEPOIIPUATUN U
(GbopMHpOBATH NPOTrpaMMy J€JIOBOM MOE3/KH;

HCIIOJIb30BaTh CPCACTBA I/IH(I)OpMaI_II/IOHHBIX U KOMMYHUKAIITUOHHBIX TEXHOJOTUH a1
obecneyeHus B3aUMOJICUCTBHUS C PYKOBOOUTCIIEM BO BpEMs €TO ,Z[CJ'IOBOI71 IIOC3 KU,

Oq)OpMJ'ISITB OTUYETHEIC JAOKYMCHTEI O JICJIOBOM TTOE3/KE.

OpraHU30BBIBATH MPOLIECC MOATOTOBKU U MPOBEIEHUE KOH(PEPEHTHOTO MEPOTIPHUATHS
WH/IMBUYaJIbHO U B COCTaBe paboueil rpymisl;

JIOKYMEHTHPOBATh pa3Hble 3Talbl IPOLETypbl MOATOTOBKU U MIPOBEACHUS KOH(PEPEHTHOTO
MEpOTIPUSTHS,

COCTABIISATH MPOEKTHI OPTraHU3AIMOHHBIX, PACTIOPSIUTENFHBIX U HHPOPMAITHOHHO-
CTHPaBOYHBIX IOKYMEHTOB, B TOM YHCJIE JOKYMEHTOB, CO/ICPKAIINX KOH(PHUICHINATBHYIO
UH(POPMALIHUIO;

0(pOpMIIATH OpraHU3aMOHHO-PACTIOPATUTEIHHBIE TOKYMEHTHI (OPUTHHAIBI U KOTIHH);
CKaHUPOBAaTh, KOMPOBATh U KOHBEPTUPOBATh JOKYMEHTHI B pa3Iu4Hble (hOpMATHI;

OCYHICCTBJIATDH MPOBEPKY MMPOCKTOB JOKYMCHTOB Ha COOTBCTCTBUC IIpABUJIaM
ACIJIOIMPON3BOJACTBA,

MNPpUHHUMATh U IPOBOJUTH IICPBUIHYIO 06pa60T1<y BXOAAIIHUX JOKYMCHTOB;
IMPOBOAUTDH MPEABAPUTEIIEHOC paCCMOTPECHUC BXOAAIINX U BHYTPEHHUX JOKYMCHTOB,
PEruCTpupoOBaATh BXOAAIINEC, UCXOOAIINC U BHYTPECHHUC NOKYMCHTEI,

KOHTPOJIMPOBATH MAPUIPYTU3AIUIO JOKYMCHTOIIOTOKOB B OpraHu3allun (COFHaCOBaHI/IC,
MOANMUCAHUEC, YTBEPKACHUC, PETUCTpALNA, O3HAKOMJICHUC U UCITOJTHCHHUE )IOKYMGHTOB);

OCYHICCTBJIATDH CpOKOBLIfI KOHTPOJIb UCITOJIHCHHUA JOKYMCHTOB,

OCYIIECTBIISITE 00pabOTKY U OTIPABKY UCXOASIINX IOKYMEHTOB;
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COCTaBJISITh OTYETHI M AHAJTUTUYECKHE CIIPABKH 00 MCIIOTHEHUH JOKYMEHTOB;
BECTH MH(POPMALIMOHHO-CIIPABOYHYIO paboTy MO JOKYMEHTaM;

OCYIICCTBIIATH pa60Ty C OpraHHU3allMOHHO-PACTIOPAANTCIIbHBIMU JOKYMCHTaMU B
ABTOMAaTHU3HMPOBAHHBIX CUCTEMAX,

o0ecreynBaTh COXPaHHOCTh MEPCOHAIBHBIX IAHHBIX PAOOTHUKOB,;

OpPraHU30BBIBATH JOKYMEHTOOOOPOT IO MPEACTABICHUIO JOKYMEHTOB 110 IIEPCOHATY B
roCyJapCTBEHHbIE OpraHbl;

OpPraHU30BBIBATH TOKYyMEHTOOOOPOT MO YUYETY U ABMKEHUIO pAOOTHHUKOB;

BECTH BOMHCKHI y4€T paOOTHHKOB;

BeCTH Y4ET paboyero BpeMeHU pabOTHHUKOB;

0(pOpMIIATH OpraHU3aLMOHHO-PACTIOPSAIUTEIbHBIE JOKYMEHTHI 110 TIHYHOMY COCTAaBY;
BECTH PETUCTPALIUIO, YUET, ONIEPATUBHOE XPAHEHNE JOKYMEHTOB M0 JUYHOMY COCTABY;

BECTH JJOKYMEHTAIIHIO, TOATBEPKIAIOIIYIO CBEICHHS O TPYIOBOM JESITEIBHOCTH U
TPYJIOBOM CTa)ke pabOTHUKOB;

dbopMUpOBATH JUYHBIE [ie)1a PAOOTHHKOB;
0hOpMIIATH JIeJ1a MO JUYHOMY COCTaBY JIS TIEpe/lauu B apXUB OpraHU3alllu;

pa6OTaTI) CO CriCcUAJIM3UPOBAHHBIMHA I/IH(l)OpMaIII/IOHHBIMI/I cucTeMamu u 0a3zamu JaHHBIX
10 BEACHUIO yqéTa 1 IBUXKCHUIO pa6OTHI/IKOB;

pa3pabarbiBaTh HOMEHKJIATYpPY €]l OpraHu3aluy;

IPOBEPATH MPABMIBHOCTH O(DOPMIICHHUS JOKYMEHTOB U OTMETKH 00 UX MCIOJTHEHUH TIepe
ux (POPMUPOBAHHUEM B JIEJIO JUISI TOCIEAYIOIIEr0 XpaHEeHUS;

q)OpMI/IpOBaTB JcJa, KOHTPOJHUPOBATH IPABHUIIBHOC H CBOCBPECMCHHOC pAaCIIPCACICHUC U
NoAIMBKY JOKYMCHTOB B [I€jIa B COOTBETCTBUU C HOMCHKHaTypOﬁ A€,

IPOBEPATH CPOKH XPaHEHHS JOKYMEHTOB, COCTABIISITH TPOTOKOJ PabOThI SKCIEPTHON
KOMHCCHH I10 TOATOTOBKE JOKYMEHTOB K II€peaade B apXuB;

COCTABJIATH aKT O BBIIEIECHUN K YHUYTOKEHHIO JOKYMEHTOB, HE IIOJIEKAIIUX XPAHEHUIO;
COCTaBJIAITh aKT 00 YHUUTOXEHUH JOKYMEHTOB;

OCYILECTBIIATH MOJHOE WIM YaCTUYHOE OPOPMIICHHE €] BPEMEHHOT'0, TIOCTOSIHHOTO,
JIOJITOBPEMEHHOT'O CPOKOB XPaHEHUS;

COCTABJIATH ONMCH €] CTPYKTYPHBIX ITOAPA3AEICHUN TIOCTOSIHHOTO, TOJITOBPEMEHHOTO
CPOKOB XpaHEHHs JUIs IEPElayul el B apXUB OpraHU3ALNH.

3HaTh

HOpPMaTHUBHBIE ITpaBoBble akThl Poccuiickoit denepanuu B chepe nHPOPMaLMOHHBIX U
KOMMYHUKAIIMOHHBIX TEXHOJIOTUH, 1O 3a1uTe HHpOopManuu, HHHOpMalluOHHON
0e30macHOCTH, 1Mo paboTe ¢ OOpalIeHUsIMU TPaXKIaH, 0 OpPraHu3aIuH JAeI0BOM MOE3IKH,
B chepe J1eonpon3BOICTBA U apXUBHOTO JIeNa, B chepe peryarupoBaHus TPYI0BBIX
OTHOUIEHUH;

JIOKaJIbHbIE HOPMATHUBHBIE AKThI, PETJIAMEHTUPYIOLIUE IEATEIbHOCTD CITYKOBI
JIEJIONPOU3BOJICTBA U €€ paOOTHUKOB, OpTraHU3AIUI0 BEJACHMUS J1€TI0IPOU3BO/ICTBRA,
nepegavy e B apXUB OpraHU3ally, a TAaKXKe perJaMeHTHPYIOIINEe TPYAOBbIE
OTHOIIECHHS;

CTPYKTYpY OpraHu3anuy, e€ 3aau 1 (yHKIMHU, pacrpeaeraeHne QyHKIMA MexXIy
CTPYKTYPHBIMH ITOAPA3JIEICHUSIMH U CHIELUAINCTaMHU;
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TpeOOBaHUs OXpaHbl TPY/a, IPOU3BOACTBEHHON CAaHUTApUH, IPOTUBOIOKAPHOM 3aIUTHI;
OCHOBBI MIPAaBUJIHOM OpraHM3aluy TPYyAa U METO/IbI MMOBBIIICHUS ero 3((HEeKTUBHOCTH;
OCHOBBI YIIPABJICHUSI BDEMEHEM;

BUJIbl OPraHU3allMOHHON TEXHUKHU U MpaBUiia paboThI C HEl;

METO]Ibl 00pabOTKU U 3alTUTHl HHPOPMAIIUH C IPUMEHEHUEM CPEICTB MHPOPMAIIMOHHBIX
¥ KOMMYHUKAIIUOHHBIX TE€XHOJIOTUH;

COBpPCMCHHBIC I/IH(bOpMaI_[I/IOHHLIC 1 KOMMYHHUKAIIUOHHBIC TCXHOJIOTHHU, IPUMCHACMBIC B
pa60Te C JOKYMCHTAMH, B TOM YHUCJIC 110 JINYHOMY COCTaBY,

ATHKET U OCHOBBI MEXYHAPOTHOTO TIPOTOKOJIA;

ATHKY JIeJIOBOTO OOIICHHS,

IpaBUJIa PYCCKOTO S3bIKA;

IpaBUjIa PEUYCBOTO ITHKETA;

MIpaBwJIa TIOIICPIKAHUS ¥ PA3BUTUS MEXKIIMYHOCTHBIX OTHOIIICHUI;

npaBuJjia MPOBEICHUS JICJIOBBIX TIEPErOBOPOB;

MIpaBHJIa OPraHU3AIMH TPUEMA TOCETHTEIICH;

MpaBujIa CEpBUPOBKHU YaiitHOTO (KOo(eitHOro) cTona;

MOPSITOK TIOJTOTOBKY M IOKYMEHTUPOBAHHUS JISTIOBOH ITOE3]IKH;
UHTEPHET-PECYPCHI ISl OCYIIECTBICHUS TPEBEII-TIOICPIKKH JICIOBBIX MOE3]I0K;

KOMILJIEKC OPTaHU3alMOHHO-TEXHUYECKUX MEPOIIPUATHH 110 IIOATOTOBKE U IIPOBEICHUIO
KOH(EPEHTHBIX MEPOTIPHATHH;

npaBmiia 0pOPMIICHHUS JOKYMEHTOB, CO371aBaMbIX B IPOIIECCE TTOITOTOBKU U TIPOBEACHHSI
KOH()EPEHTHOTO MEPOIPUSTHUS;

COCTaB BHYTPCHHMX U BHCHIHUX I/IH(bOpMaIII/IOHHBIX ITIOTOKOB,

PYKOBOJCTBO CTPYKTYPHBIX IOApA3/I€IeHNUNA, 00pa31bl MOANKCEH JIUL, UMEIOIIHUX IPaBO
MOJAINUCAHUS U YTBEPKICHUS TOKYMEHTOB, 1 OTPAaHUYECHMSI 30H UX OTBETCTBEHHOCTH;
BUIbI HOMEHKJIATYp Jiel1, 001ue TpeOoBaHUs K HOMEHKIATYpe JIell, TOPSIOK paboThI C
HEI;

nopsI0K opMupoBaHus U opopmiieHus ael, cneunduky GopMUpOBaHUS OTAEIbHBIX
KaTeropuu Jel;

IpaBuJia XpaHEHUS JI€J, B TOM YHUCIIE C JOKYMEHTaMH OIPaHUYEHHOI0 JOCTYIIA;
IpaBUJja BbIIAYM U MCIIOIB30BaHMsI JOKYMEHTOB U3 c(hOPMUPOBAHHBIX JIET;

MOPAAOK UCHIOJIB30BAHUA TUIIOBBIX UM BEAOMCTBCHHBIX HGPGIIHGIZ JOKYMCHTOB,
OMnpeaAcCIICHNA CPOKOB XpaHCHHA B ITPOLECCE SKCIIEPTU3BI ICHHOCTU TOKYMCHTOB;

BHU/JIBI OIKCEN €T OpraHu3ali U MOpAa0K pa6OTBI C HUMM.

1.2. Kotn4ecTBo 4acoB y4eOHOI NPAKTHKH

Bcero wacos —36
B TOM 4ucJIe B pOpME NPAKTUYECKOH MOATOTOBKU —36



3.CTPYKTYPA U COAEP)KAHUE YUEBHOM IPAKTUKH

3.2 TemaTn4yecKuii IJIAH M COJEePKAHHE YIeOHOH MPAKTHKH

HanmeHnoBaHue pa3jeiioB u Buasbl pador KoimmuecTBo
TeM 4acoB
1 2 3
Cocrasienue u PaspaboTtarhs 61aHKHM OpraHU3aluil pa3IMYHBIX OPraHU3alMOHHO — MPaBoOBHIX (hopM. Pa3paboTath 6
opopmiieHue JOJDKHOCTHYIO HHCTPYKIIMIO JEJIONPOU3BOAUTENS U apxuBapuyca. OGpopMuTh MITaTHOE paciucaHue.
OPraHM3anuoOHHbBIX Odopmuts TpyaoBoit goroop. Odopmuts Tabens yuera pabodero BpeMeH!
JAOKYMEHTOB
CocraBiieHue OdopMuth pa3nuyHble BUbl OPraHU3ALUOHHO — PACTIOPSIUTENBHON JOKYMEHTALIMU: IPUKA3bI 10 6
opopmiieHue OCHOBHOM, J€ATEIBHOCTH , IPUKA3bl 10 aIMUHUCTPATUBHO — XO3SIMICTBEHHOM 1€ATEIbHOCTH.
pacnopsANTeJbHbIX
JAOKYMEHTOB
CocraBJjieHue u OdopMuTh pa3THUHBIC BUIBI HHOOPMAIIMOHHO — CIIPABOYHBIX JOKYMEHTOB: 3asBJICHHE HA IPHEM Ha 6
odopmieHHe cIpaBoOYHO- |paboOTy, Ha YBOJbHEHUE, pe3toMe U aBToouorpaduto OpopMuTh MUCHMO — 3aIIPOC, TUCHMO — OTBET,
HH(pOpMALMOHHBIX JOKJIATHYIO U OOBSCHUTENBHYIO 3alIUCKHU.
JAOKYMEHTOB
Odopmienue 1okymMeHTOB |ODOPMUTD JTUUHYIO KAPTOUKY COTPYAHUKA, TPUKA3bI M0 JMYHOMY COCTaBY: MpUEM Ha paboTy, yObITHE B 6
10 JTUYHOMY COCTABY KOMaHAMPOBKY, IPEMUPOBAHUE, IPEAOCTABICHUE OTIYCKa, IEPEBO HA APYTYIO JOLKHOCTD, YBOJIBHEHHUE.
OdopMUTh B TPYAOBOH KHMKKE IIPUEM Ha paboTy, IEPEBOJI Ha IPYT'YIO JOJKHOCTh U YBOJILHEHHUE.
Opranusanus O3HaKOMMTBCS CO CXEMOH IOKyMEHTO000pOTa B OpraHU3alMi U OpraHu3alii perucTpalu J0KyMEHTOB, 6
AOKYMEHT0000opoTa MOPSAIKOM MPOXO0KJICHUS PAa3INYHBIX JOKYMEHTOIIOTOKOB OPTaHMU3allUY, KOHTPOJIEM HaJl UCIIOJIHEHUEM
JIOKYMEHTOB B OpraHM3allii, C HOMEHKJIATypOou Jesl OpraHu3aliy, IOpsIKOM COCTaBICHUs U 0(OPMIICHUS
JIeJT OpraHu3aluy. 3al0JHUTh KYPHAJIbl PETUCTPALIUN BXOJAIIECH, UCXOASIIEH U BHYTPEHHEH
KOPPECIOHIEHIIUU
Opranusanus nepeaaun |[loaroToBuTH €70 K Nepenaye B apXUB OPraHU3allUN: CUCTEMATU3UPOBATh JOKYMEHTHI J€Jla, COCTaBUTh 6
AeJ1 B apXHUBBI BHYTPEHHIOIO OIIUCH JIeJa U JIMCT — 3aBEPUTEND JI€jIa, IPOHYMEPOBATh CTPAHUIIBI U CIIUTH AEIIO,
opraHu3anui 0hOpMHTH O0JIOKKY Aeia
IMpomexyTounas atrectanus ( 1ugdepeHIINPOBAHHBII 3a4eT)
Bcero 36




4. YCJIOBUS PEAJIN3AIIMM YUEBHOM ITPAKTUKH

4.1. TpeOoBaHUSA K MUHMMAJIBLHOMY MaTepPHAJIbHO-TEXHUYECKOMY 00ecre4eHH 0

VY4yeOHasi MpakTUKa peaau3yercs B MacTEPCKUX MPOodeCCHOHAIBLHON 00pa3oBaTenbHOM
OpraHu3aly W TpedyeT Hamuuus OoOOpyIOBaHUS, MHCTPYMEHTOB, PACXOJIHBIX MAaTepHAalIOB,
00eCreynBaroOIUX BBIMOJHEHHE BCEX BHJIIOB PAa0OT, OMPEACICHHBIX COJEPKAHUEM IPOrpaMm
npodecCHOHANBHBIX MOJYJIEH, OTBEUYAIOLIEr0 MOTPEOHOCTSM OTpaciu U TpeOOBaHUSAM
paboroaarene.

Peanmzanuss y4eOHOM mMpakTUKU MpeanojaraeT Hajluyhue ydyeOHoro KaOuHeTa
JIoOKyMEHTAIIMOHHOTO 00ecIieueH sl yIpaBIeHus, 1a00paTopuu TOKYMEHTOBEICHHUS;

y4eOHON KaHIENIIpUH (CITy>KObI JOKYMEHTAIIMOHHOTO 00€CTICUeHHUs YIIPABIICHHS ).

Ob6opynoBanne yueOHOro kabuHeTa W paboymx MecT kaOuHeTa J[OKyMEHTAalMOHHOTO
oOecrieueHus yrpaBieHHUs:

MO0CaJ0YHBIE MECTA 110 KOJIUYECTBY 00yUarOINXCs;

pabouee MeCTO MpernoaaBaTes;

JI0CKa;

HOPMAaTUBHO — IPABOBbIE IOKYMEHTHI,

KOMIUIEKT y4€0HO — METOJUYECKUX MTOCOOHIA.

Texnuueckue cpencrtsa OOydeHHUS: MYJIBTUMEIUIHBIA MPOEKTOpP, KOMIIBIOTEPHI C
JIMIIEH3MOHHBIM ITPOrPaMMHBIM obecrieueHreM; mpaBoBbie cuctemsl [ apanTt, KoncynsrantlInroc.

O6opynoBanue maboparopun M pabounx MecT nabopaTropuu JOKYMEHTOBEICHHUS:
KOMIBIOTEPBI, TPUHTEp, CKaHEp, MOJEM (CITyTHHKOBas CHUCTEMa), IMPOEKTOp, MPOTrPaMMHOE
obecriedeHre o0mEero U Mpo(eccHOHANbHOTO HA3HAYEHHUS, KOMIUIEKT Y4eOHO-METOIUYEeCKON
JIOKyMEHTaluu; paBosele cucteMsl I'apanTt, KoncynsranTlntoc;

Ob6opynoBanue mabopaTopuui U pabouyux MecT gabopaTopuu y4eOHOW KaHIEIIpUU
(cmy»Obl JTOKyMEHTAllMOHHOTO OOECTeueHHUs] YIPaBICHUS): KOMIIBIOTEPHI, MPUHTEP, CKaHEp,
MozeM (CIyTHHKOBasi CHUCTeMa), TIPOEKTOp, TMpOrpaMMHOE oOecrieueHre OOIero u
npoecCHOHAIbHOTO HAa3HAUYEHUs, KOMIUIEKT Y4eOHO-METOIUYECKON TOKYMEHTAIUU; [IPaBOBbIC
cucreMsl ['apant, KoncynsranTlIntoc.

Peanmzanuss mporpaMMbl  MOAayas — TIpeamnoiiaraeT  o0sA3aTeNbHYI0  yU4eOHYH U
MIPOU3BOICTBEHHYIO TIPAKTHKY.

OO6opynoBaHMe U TEXHOJIOIMYECKOE OCHAIIEHHE pabouyuX MECT: KOMIBIOTEpHI, IPUHTED,
CKaHep, JHIICH3UOHHOE nporpamMmHoe oOecrieyeHue 00mero u MpodhecCHOHATBEHOTO
Ha3HA4YeHU s, KOMIUIEKT HOPMaTHBHO — MPABOBOM JTOKyMEHTAIUH.

3.2. UupopmanmoHHoe odecnieueHne 00y4eHust

Ilepeyenn peKOMeHyeMbIX Y4eOHBIX HU31aHUM, HNHuTepHer-pecypcos,
JAONOJIHUTEIbHOM JTUTEPaTypbl

Abynanze 1. I'. JlokymMeHTallMOHHOE 00ecrieyeHHe YIpaBIeHUs IEPCOHATIOM: YUeOHUK U
NPaKTUKYM JJs cpenHero mnpodeccuoHaibHoro odOpaszoBanus / J[. I'. AOymanze, U. b.
Bempsokkuna, B. M. MacnoBa. — 2-e u3f., nepepa0. u non. — Mocksa: M3narensctBo IOpaiir,
2022. — 370 c. — (IIpodeccuonansHoe oOpazoBanue). — ISBN 978-5-534-15076-6. — Texkcrt:
anekTponHslit // IbC FOpaiit [caiit]. — URL: https://urait.ru/bcode/487121.

AntyxoBa, H.®. Cuctempl 3JI€KTPOHHOTO JOKYMEHTOOOOpoTa: ydeOHOe mocodue /
AntyxoBa H.®., [I3t06enko A.JL., Jlocera B.B., UeunkoB FO.b. — Mocksa: KuoPyc, 2022. —
201 c¢. — ISBN 978-5-406-02705-9. — URL: https://book.ru/book/936560. — Tekcr:
JJIEKTPOHHBIN.

Kopsnees, 1. K. JlokymeHTannmoHHOe obecriedeHre ynpaBlieHUs: YU4€OHUK U MPAKTUKYM
Ui cpenHero mpogeccuonansHoro oopasosanus / M. K. Kopuee, A. B. Ilmenko, B. A.
MamypueB. — 2-e u3f., nepepad. u morn. — Mocksa: U3natensctBo FOpaiit, 2022. — 384 ¢. —
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(ITpodeccuonansrnoe obpazoBanue). — ISBN 978-5-534-05022-6. — TekcT: 37€KTpOHHBIH //
OBC IOpaiir [caiit]. — URL.: https://urait.ru/bcode/472550.

Kacesnosa, I'. 0. Jlenonpou3BoacTBO M Ipyrue acnekTsl padotel cexperaps / I.1O.
KacesinoBa — 7-¢ u3., mepepad. u gon. — Mocksa: M3narenscTtBo Abak, 2020. — 304 c.

JlonotHUTeIbHbIE HCTOYHUKH

Konctutynus Poccuiickoii  ®@enepanuu  (IpUHSATA BCEHAPOJIHBIM  T'OJIOCOBAHUEM
12.12.1993 ¢ u3meneHusIMH, 0JOOPEHHBIMU B X0/1¢ 001epoccuiickoro roocoBanus 01.07.2020)

I'paxnanckuii kogexc Poccuiickoit @enepanuu (yacts nepsas) ot 30.11.1994 N 51-@3
(pen. ot 21.12.2021) //CobGpanue 3akoHomarenbcTBa Poccuiickoit @enepamuu, 1994, N 32, cr.
3301; 2013, N 19, ct. 2327; 2016, N 27, cT. 4265

TpynoBoit koaekc Poccuiickoit ®enmeparuu ot 30.12.2001 N 197-®3 (pen. ot
22.11.2021) (¢ w3m. u jgom., Berym. B cuiry ¢ 30.11.2021)// (Cobpanue 3aKOHOIATEILCTBA
Poccutickoit ®enepanuu, 2002, N 1, ct. 3; 2006, N 27, ct. 2878)

@enepanbhblii 3akoH 0T 06.04.2011 N 63-®D3 (pen. ot 02.07.2021) "O6 snekTpoHHOU
noanucu"// Codpanue 3akoHoaarenscTBa Poccuiickoit deneparuu, 2011, N 15, ct. 2036; N 27,
cT. 3880; 2012, N 29, ct. 3988; 2013, N 14, cr. 1668; N 27, cr. 3463, 3477; 2014, N 11, cr.
1098; N 26, ct. 3390; 2016, N 1, cT. 65; N 26, cT. 3889

®enepanbubiii 3akoH ot 27.07.2006 N 149-®3 (pea. ot 30.12.2021) "O6 nndpopmanuwu,
MH(OPMALIMOHHBIX TEXHOJOTHSIX U O 3ammure uHpopmaruu'// CobOpaHue 3aKOHOAATEIHCTBA
Poccuiickoit @enepanun, 2006, N 31, ct. 3448; 2010, N 31, ct. 4196; 2012, N 31, cr. 4328;
2013, N 23, c1. 2870; N 27, ct. 3479; 2014, N 48, cT. 6645; 2015, N 29, ct1. 4390; 2018, N 1, cT.
66; 2019, N 52, cT. 7798

ITpukaz PocapxuBa ot 02.03.2020 N 24 "OO6 ytBepxkaenuu IlpaBun opranuzanuu
XpaHEHUs, KOMIUIEKTOBAaHMUS, YydeTa M HCIIOJIb30BAHUSA JOKYMEHTOB ApXHMBHOIO (QoH1a
Poccuiickoit ®enmepauvu W IPYrHMX apXHBHBIX JOKYMEHTOB B TOCYJAapCTBEHHBIX U
MyHUIIMIIAJTBHBIX ~ apXWBax, My3esix W  OubnuoTekax, Hay4YHBIX  OpraHu3anusx"
(3apeructpupoBano B Munrocte Poccum 20.05.2020 N 58396)// OdunuanbHBIE WHTEPHET-
noprain npaBoBoi uHbopmaruu http://www.pravo.gov.ru, 21.05.2020

I'OCT P 7.0.97-2016. Hanumonanwubiii crangapt Poccuiickoit ®enepanuu. Cucrema
CTaHJApTOB MO HH(opManuu, OMOIMOTEYHOMY M H3JaTeNbCKOMY Jeny. OpraHu3aluoHHO-
pacnopsauTenpHas JOKyMeHTalus. TpeOoBaHUS K opopMiIeHHIO JOKyMeHTOB (yTB. [Ipukazom
Poccrannapra ot 08.12.2016 N 2004-ct) (pexn. ot 14.05.2018)// M., Crannaptungopm, 2018.

I'OCT P 7.0.8-2013 Cucrema crangaptoB 1o uH(popMmauuu, OUOIMOTEYHOMY U
U3JaTeabCKOMY Jely. Jlemonponu3BOACTBO U apXuBHOE Jieso. TepMuHbl U onpexaeneHus" (yTB.
IIpukaszom ytB. IIpukazom @enepanbHOTO areHTCTBA 0 TEXHUYECKOMY PEryJIHPOBAaHUIO U
metposoruu ot 17.10.2013 N 1185-ct)// M., Cranaaptungopm, 2014.

I'OCT P MCO 15489-1-2019. Cuctema crannapToB 1o uHdopmanuu, OMbInoTeYHOMY U
u3garenbckoMy aeny. MHbopmanus M JOKyMeHTanus. YmpaBieHue AokymeHTamu. Yacte 1.
[Tonsstust u npunuunsl (yrB. [lpukazom — denepanbHOro areHTCTBa IO TEXHUYECKOMY
peryaupoBaHuio u Metposioruu ot 26.03.2019 N 101-ct)// M., Crangapturdopm, 2019.

OK 011-93. O6mepoccuiickuii kinaccuukarop yrnpaBIeHYECKON AOKyMeHTanuu (yTB.
[TocranoBnenuem ['occranmapta Poccuu ot 30.12.1993 N 299) (pen. ot 07.10.2021)

CnpaBouHo-nipaBoBasi cucrema «['apant» - [DnexTpoHHbI pecypc| - Pexxum mocryma:
http://www.garant.ru/

CnpaBouHo-mipaBoBasi cucremMa «KoHCymbTaHT+» - [DIeKTpoHHBIM pecypc| - Pexum
nocryma: http://www.consultant.ru/

CnpaBouno-nipaBoBasi cuctema «Koaeke» - [DnekTpoHHBIN pecypc] - Pexum mocrtyma:
http://www.kodeks.ru/

Kypnan «lenonpon3BoACTBO U JOKYMEHTOOOOPOT Ha mpeanpustuny». Pexxum gocrymna:
http://www.delo-press.ru

Kypuan «JlenomnpousBoactso». Pexxum nocryma: http://www.jurn.ru
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Kypnan «/lenonpou3BoAcTBO U T0KyMeHT0000poT». Pexxum mocrymna: http://sekretar-
info.ru

AnppeeBa B.M. Jlenonpou3BOACTBO: OpraHu3alys U BeJCHHE: y4EOHO-TIPAKTHUECKOE
nocobue / AunpeeBa B.M1. — Mocksa: KanoPyc, 2020. — 294 ¢. — ISBN 978-5-406-00580-4. —
URL: https://book.ru/book/934225. — TekcT : 2eKTPOHHBIH.

Amnzoposa C.I1. Opranuzanus Tpyaa rocyIapCTBEHHBIX ¥ MyHUITUTIAIBHBIX CIY)KAIIHUX :
yuebHoe mocobue / C.I1. Arzopona, C.I'. denopuykoBa. — Mocksa : UHOPA-M, 2022. — 160
c. — (Bpicmmee oOpa3zoBanue: bakamaBpuar). - ISBN 978-5-16-016369-7. - Tekct
anekTponHbiii. - URL: https://znanium.com/catalog/product/1151473. — Pexxum npocrtyma: 1o
TIOJTITHICKE.

bymar P.E. JlokymMeHTallMoOHHOE OOECIeUCHNE YIPABICHUS TEPCOHAJIOM: YydeOHOe
nocobue / P. E. bymar. — MockBa: UHOPA-M, 2019. — 234 c¢. + Jlom. Marepuaibl
[[DnexTponnbIii pecype]]. — (Bricmee oopazoBanue: bakanaspuar). - ISBN 978-5-16-010318-
1. - Texkct: amexktponnsii. - URL: https://znanium.com/catalog/product/1007087. — Pexum
JIOCTYTIA: TI0 TIOATIHCKE.

I'yryea T.A. KonduneHmumaipHOEe IEIOMPOM3BOJACTBO: ydeOHOoe mocodue / T.A.
['yryeBa. — 2-e u3a., nepepad. u gon. — MockBa: UH®PA-M, 2022. — 199 c. — (Cpennee
npodeccuonanbHoe obpazoBanue). - ISBN 978-5-16-016585-1. - Tekcr: snexrponHsiid. - URL:
https://znanium.com/catalog/product/1191331. — Pexxum qocTyma: 1o MOAIUCKeE.

I'ycapoBa M.H. OpranuzannoHHO-UH()OPMAILIMOHHOE U JOKYMEHTAIIHOHHOE 00ecIIeYeHHe
JESTEIIbHOCTH PYKOBOJUTEIS: yaeOHO-MeTomdeckoe mocodue / M. H. I'ycaposa, C. B. I'opkym.
— Mocksa: PTY MUPDA, 2022. — 106 c. — Tekcr : anekTpoHHbIH // JlaHb : 3IEKTPOHHO-
oubmmoreunas cucrema. — URL: https://e.lanbook.com/book/176556. — Pexxum noctyma: st
ABTOPH3. MOJIb30BATEIICH.

HemonpousBoactBo: yueOHuk / T.A. beikoBa, JI.M. BsuioBa, FO.M. Kykapuna, JI.B.
Cankuna; mox oOmi. pen. mou. T.A. beikoBoil. — 4-e u3n., mepepab. u mon. — Mocksa :
NHOPA-M, 2022. — 393 c. + Jlon. marepuansl [[DnekrpoHHbiii pecypc]]. — (Beicuiee
obpaszoBanue: bakanaspuar). — DOI 10.12737/1014190. - ISBN 978-5-16-014992-9. - Tekcr:
anexktponnbid. - URL: https://znanium.com/catalog/product/1014190. — Pexum moctyma: 1o
TIOJITIHICKE.

Hoponuna JI.A. JlokyMeHTallMOHHOE OOeclieueHue YIpaBjiIeHUs: yUeOHUK U MPAaKTUKYM
Uit cpeaHero npogeccuonanbHoro oOpazoanus / JILA. Jloponuna, B. C. HputukoBa. —

MockBa: U3nparensctBo FOpaiit, 2022. — 233 c. — (IlpodeccuonansHoe oOpa3oBaHue). —
ISBN 978-5-534-05783-6. — Tekct: anekrponnsii // DBC HOpaiit [caiit]. — URL:
https://urait.ru/bcode/473802.

KonduaenmnmansHoe JIEIIONIPOU3BOICTBO 51 3alIMIIEHHbBIN AIEKTPOHHBIN

nokymenroobopot: yuebHuk / H.H. Kynses, A.C. émymxkun, T.B. Konxgpamona, A.l.
®abpuunoB; mox odul. pea. H.H. Kynsesa. - 2-e u3x., nepepad. u pom. - Mocksa : Jloroc, 2020.
- 500 c. - (HoBas ynuBepcurerckass Oubmmoreka). - ISBN 978-5-98704-711-8. - Tekcr :
anekTponHbiii. - URL: https://znanium.com/catalog/product/1212394. — Pexum noctyma: 1o
HOJIIHCKE.

Kopnees UN.K. Texuuueckue cpencrBa ympasinenus: yueOnuk / M.K. Kopuees, I'.H.
Kcangonyno. — MockBa : HMH®PA-M, 2019. — 200 c. — (Beicmiee obOpa3oBaHue:
bakanmaBpuar). - ISBN 978-5-16-003620-5. - Tekcr : onekrponnsii. - URL:
https://znanium.com/catalog/product/991843. — Pexwum 10cTyna: 1Mo MOANUCKE.

Ky3nemor M.H. JlokymeHTanmoHHOe oOecriedeHue yrnpapieHus. JJoKyMeHTOOO0OpOT u
JIeNTOTIPOU3BOICTBO: YYEOHUK M MPAKTHKYM JUIS CpelHEro mpodeccuoHaIbHOro odpasoBaHus /
. H. Ky3nenoB. — 3-¢ u3g., mepepad. u qorm. — Mocka: M3natenberBo HOpaiit, 2022. — 462
c. — (IIpodpeccuonanvHoe obOpazoBanue). — ISBN 978-5-534-04604-5. — Tekct
snextpouHbiit / DBC FOpaiit [caiit]. — URL.: https://urait.ru/bcode/470020.

KysnenoB N.H. JlokymeHTanmonHoe obecrieueHue yrpaBieHUsl IEPCOHANIOM: YUeOHUK U
MPaKTUKYM JUIsl cpeaHero mpodeccruonaiabHoro odpaszoBanus / M. H. Ky3neunoB. — Mockaa:
N3znarensctBo HOpaiit, 2019. — 521 c. — (IIpodeccronansnoe oobpazoBanue). — ISBN 978-5-
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534-04451-5. —  Tekcr
https://urait.ru/bcode/444432.

Opranuzanus cekperapckoro oociyxkuBanun: DYMK / B. B. I'anaxos, O. b. Hazapenko,
[DnekTponHoe yueOHoe m3manue]. — (CpemgHee mnpodeccuoHanbHOE oOpa3oBaHHME - TEKCT:
anektpoHHbi. - URL: https://www.academia-moscow.ru/catalogue/5411/347093/ Aptukyn
n3nanus: 601817641

[TaBnoBckas O.}O. IlpaBoBoe oOecrmeueHne KaapoOBOTO JAEIONPOU3BOJACTBA: Yy4eOHOE
nocobue 11 By30B / O.FO. [TaBnoBckas. — MockBsa : M3natenscTBo FOpaiit, 2022. — 213 ¢. —
(Beicmee obpazoBanue). — ISBN 978-5-534-11565-9. — Tekcr: anekrponssiii // 9bC Opait
[caitr]. — URL.: https://urait.ru/bcode/476289.

CocHoBast A. AccucreHT pykooautens. Jlaiidxaku npodeccuu: KHUra-TpeHUHr / A.
CocHoBas. - Cankt-IlerepOypr: ITutep, 2022. - 208 c. - ISBN 978-5-4461-1489-4. - Texkcr:
anekTponHsbiii. - URL: https://znanium.com/catalog/product/1817493. — Pexum npocrtyma: 1o
MOJIITUCKE.

[umos O.B. CoBpeMeHHBIC TEXHOJIOTHH M TEXHHYECKHE CPEICTBAa MH(POPMATU3ALNU:
yaeOnuk / O.B. IllumoB. — MockBa : UHOPA-M, 2022. — 462 c¢. + Jlon. marepuaisl
[[DnexTponnsblii pecype]]. — (Cpennee npodeccuonanbHoe odpazoBanue). - ISBN 978-5-16-
017112-8. - Tekcr : snekrponnsii. - URL: https://znanium.com/catalog/product/1764799. —
Pexxum noctymna: nmo noamucke.

lyBanoBa H.H. OcHOBBI Aenonpou3BOACTBa: YY4EOHMK W TMPAKTUKYM [UIsI CPEIHEro
npodeccuonansHoro odpasosanus / H.H. llyBanosa, A.}O. MBaHoBa; mox oOmiel penakiuei
H.H. UlyBanoBoil. — 2-e¢ u3a., nepepad. u gon. — Mocksa: U3natensctBo HOpaiit, 2022. —
428 c¢. — (Ilpodeccuonanpuoe obOpazoanme). — ISBN 978-5-534-11014-2. — Texkcr:
anextponnsiii / DBC KOpaiit [caiit]. — URL: https://urait.ru/bcode/469548.

anektpoHusli //  OBC  HOpaiitr [caiit]. — URL:

4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHUSI YUYEBHOMN NPAKTUKHU

Ko u HaumeHoBaHue
npogeccHoOHAIBHBIX U
00X KOMIIEeTEeHIIHIA,
(popMupyeMBbIX B paMKax
MOAYJIst

Kpurepum oueHku MeToAabI OIIEeHKH

I1K 1.1. OcymecTBisATh
npuéM-repenavy
YIIPABJIEHYECKOU
MH(pOpMaLIUU C TOMOIIBIO
CPEICTB
UH(POPMALIMOHHBIX U
KOMMYHHKAIIMOHHBIX
TEXHOJIOT .

[Tonmy4yenue HeoOXouMOMN
nH(popmanuy u nepeaaya
CaHKIIMOHUPOBAHHOMN
nHpopmanuu ¢
HCIIOJIb30BAaHUEM CPEJCTB
MH(POPMAIMOHHBIX U
KOMMYHHKAI[UOHHBIX
TEXHOJIOTHI

KoHTposb BBINOTHEHHS 331aHUH
y4eOHO MpaKTHKH

Onenka padoT yueOHOM
MPaKTUKH

IIK 1.2. KoopauaupoBarts
paboTy nMpreMHOM
PYKOBOAMTEIS, 30H
npremMa pa3InyHbIX
KAaTeropHil MoceTuTenein
OpraHH3aIHy.

Koopaunarus paboTsl
MIPUEMHON PYKOBOIUTEINS U
30H IpUEMA Pa3IUYHBIX
KaTeropuil OCETUTENEN
OpraHu3anuu

KoHTpoJIb BRIMOIHEHUS 3aTaHUN
y4eOHON MPaKTHUKU

Onenka padoT yueGHOM
MPaKTHKU

13




IIK 1.3. Bnagets
HaBbIKaMU IIJIAHUPOBAHUA
pabouero BpeMeHu
PYKOBOIUTEIS U
CeKpeTaps.

[TnanupoBanue padodero
BPEMEHU PYKOBOIAUTEIIS U
pabouero nHs cekpeTaps

KoHTpoJib BRIMOJHEHUS 3a1aHUN
y4eOHON TPaKTUKH

OrneHka paboT yueOHOM
MIPaKTUKU

I1K 1.4. OcyiiecTBasiTh
MOATOTOBKY JICJTOBBIX
MOE3/I0K PYKOBOJIUTENS U

JIPYTUX COTPYIHUKOB
OpraHH3aIiu.

Opranusanus Je10BbIX
MOE3JI0K PYKOBOIHUTEIIS
U IPYTHX COTPYIHUKOB
OpraHu3aIu’

KoHTpoJIb BBINOJHEHUS 3a1aHUI
y4eOHO MpaKTUKH

OrneHka paboT yueOHOM
MPAKTUKU

I1K 1.5. Bnagets
croco6amMu opraHu3ayuu
pabodvero nmpocTpaHcTBa
npreMHON 1 KaOuHeTa
PYKOBOJAUTEIIS.

Opranuzanus u nojjaepxaHue
(hyHKIIMOHATBEHOTO pabovero
MIPOCTPAHCTBA

KoHTpoJIb BBINOJHEHUS 3aJaHUI
y4eOHO MPaKTUKH

Onenka pabot yueOHO
MPaAKTUKHU

IIK 1.6.

OcymiecTBiATh paboTy 10

Opranuzanys NoAroTOBKH U
IIPOBEJCHUE BHYTPEHHUX U

KoHTpoJib BBIMOJHEHUS 3a1aHUH
y4eOHOU MPAKTHUKU

[IOATOTOBKE U BHEUIHMX KOH(EPEHTHBIX Onenka paboT yueOHOI
TIPOBEICHHIO MEPOIPUATHIA, 00eCIICUCHHE IPaKTHKH

KOH()EepPEHTHBIX MH()OPMAIMOHHOTO

MEPOIPHSTHIA, B3aMMO/JICHCTBHS

o0ecreynBaTh PYKOBOJHUTEINSA C

uH(OPMAIMOHHOE IOAPA3AEICHUAMU U

B3aUMO/JIENCTBUE JOJKHOCTHBIMH JIUIIaAMH

pPyKOBOOUTENA C OpraHu3anunu.

MOJIpa3ieNIeHUs MU U

JOJKHOCTHBIMH JIUIIAMH

OpTaHH3aIIH.

IK 1.7. Odopmienue KOHTpOJIb BBITIONHEHNS 3a1aHHUI
OdopmisaTs OpraHu3alMoOHHO- y4eOHOW MPaKTHUKU
OpraHU3aIMOHHO- PacropsIANTEIIbHBIX Ornenka pabort yaeOHOMU
pacropsiANTENIbHBIC AOKYMCHTOB M OpraHu3alus NPaKTUKHU

JAOKYMCHTHI U
OpTraHHU30BbIBATH paGOTy C
HUMH, B TOM HHUCJIC C
HCIIOJIBb30BaHHUEM
ABTOMATHU3UPOBAHHBIX
CHUCTEM.

pa6OTI)I C HUMH, B TOM YHUCJIC C
HUCITIOJIB30BaAHHNEM
ABTOMATU3HUPOBAHHBIX CUCTCM

IIK 1.8.

OdopmisaTe JOKYyMEHTHI
M0 TUYHOMY COCTaBY U
OpPTraHU30BBIBATH PabOTY C
HUMHU, B TOM YHUCJIE C
HCIIOJIb30BaHNEM

OdopmneHre TOKyMEHTOB 10
JIMYHOMY COCTaBy U
opraHu3arnus padoThl C HUMH,
B TOM YHUCJIC C
HCIIOJIL30BAHUEM
aBTOMaTI/ISHpOBaHHBIX CUCTEM

KoHTpoub BRINOTHEHHS 331aHUH
y4eOHOI MPaKTUKH

Onenka
MPaKTUKH

pabot y4ueOHO
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ABTOMAaTHU3UPOBAHHBIX
CHUCTEM.

IIK 1.9.

OpraHu3oBbIBaTh TEKYIICE
XPaHCHUC NOKYMCHTOB,
00paboTKy Jen st
OIIEPaTUBHOIO U
APXUBHOI'O XpaHCHUS, B
TOM YHCIIE C
UCIIOJIb30BaHUEM
ABTOMATHU3UPOBAHHBIX
CHCTEM.

Opranu3zanus TEKyIero
XpaHEHHS JOKYMEHTOB,
o0paboTka jaen 1is
OTIEPAaTUBHOTO M ApXUBHOTO
XpaHEHUs, B TOM YHCIIE C
HCIIOJIb30BAHUEM
ABTOMATU3HPOBAHHBIX CHCTEM

KoHTpoJIb BBINOJHEHUS 3a1aHUI
y4eOHO MpaKTUKH

Onenka pabot yueOHOM
MPAKTUKHU

OK 01.

Bribupate ciocoOst
pelieHus 3a1a4
npohecCUOHATBHON
JeATeIbHOCTH
HPUMEHHUTEIBHO K
PAa3IMYHBIM KOHTCKCTaM;

Br16op criocoba pemeHus
3aj1a4 MpoQhecCUOHATBLHOM
ACATCIIBHOCTH TPUMCHUTCIIBHO
K Pa3JIHYHBIM KOHTEKCTaM

KoHTpoJIb BBINOJHEHUS 3a1aHUI
y4eOHOI MpaKTUKH

Omnenka paboTt yueOHOM
MPaKTUKHU

OK 02.

Hcnonp3oBath
COBpPEMEHHBIC CPEJICTBA
MIOVCKA, aHAJTN3a U
UHTEPIIpETalUU
uHpopmanuu, u
nH(pOpMaIlMOHHbBIE
TEXHOJIOTHH IS
BBITIOJTHCHMS 32/1a4

Hcnons30BaHne COBPEMEHHBIX
CpeZAcTBa MOUCKA, aHAJIN3a U
UHTepHpeTanun HHGOpMaIum,
Y MCTIOJIb30BaHHE
WH(POPMAIMOHHBIX
TEXHOJIOTUH [ BBITIOJTHEHUS
3a/1a4 mpoeccHoHaTbHON
JEeSITeITbHOCTH.

KoHTpoJIb BRINOIHEHUS 3a1aHUI
y4eOHOU MPAKTUKU

Omnenka paboTt yueOHOM
NPaKTUKHU

npodecCuOHAIbHON

JESTEIILHOCTH;

OK 04. B3aumoneiictBue u pabota B KoHTpo:b BBITIOJIHEHUS 3aaHUM
D¢ dexTHBHO KOJUIEKTHBE U KOMaHJE y4eOHO MpaKTHKH

B3aMMOJIECTBOBATh U
paboTaTh B KOJUICKTUBE U
KOMaH/IE;

Onenka paboT yueOHOM
MPAKTUKU

OK 05.

OCyIIeCTBIISITh YCTHYIO U
MUCHbMEHHYIO
KOMMYHHUKAIIUIO Ha
rOCY/IapCTBEHHOM $I3bIKE
Poccuiickoit denepanuu ¢
y4eTOM 0COOEHHOCTEN
COLIMAIIBHOTO U
KYJIBTYPHOTO KOHTEKCTa

Ocy1ecTBieHne yCTHOHN U
MUCHbMEHHOM KOMMYHHUKAIH
Ha rOCYIapCTBEHHOM SI3bIKE
Poccuiickoit denepanuu ¢
y4eToM ocoOeHHOCTeN
COLMAJILHOTO U KYJIBTYPHOIO
KOHTEKCTa

KoHTpoJib BRIMOSHEHUS 3a1aHUI
y4eOHON MPaKTHUKU

Onenka padoT yueOHOM
MIPaKTUKU
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OK 09.

ITonp30BaThCs
npodeCCHOHAIbHON
JIOKYMEHTalue Ha
rOCyIapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX

Hcnonn3oBanme
npodeccroHabHOM
I[OKYMGHTaI_[I/II/I Ha
roCy1apCTBEHHOM U
I/IHOCTpaHHOM A3bIKAX

KoHTpoJib BRIMOJHEHUS 3a1aHUN

y4eOHON TPaKTUKH

OrneHka paboT yueOHOM
MIPaKTUKU
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MunucrepcTBo oopasoBanus Ilenzenckoii odnacTu
roCcyIapCcTBeHHOE AaBTOHOMHOE NPodecCHOHAIbHOE 00pa30BaTe/IbHOE
yupe:xxaenue Ilensenckoii oos1actu
«IleH3eHCKMH KOJ/UIEAK COBPEMEHHBIX TEXHOJIOTHI MepepadoTKu U OM3HECa»

PABOYAS TPOT'PAMMA ITPOU3BOACTBEHHOM IMTPAKTUKHA
MI1.01 OCYWECTBJIEHUE OPTAHU3AIIMOHHOI'O 1
JOKYMEHTAIIMOHHOI'O OBECIIEYEHUSA AEATEJIBHOCTHU
OPTAHU3ALIUU
JISl CTYICHTOB, 00y4aIOLIUXCH 110 CIIeHATbHOCTH
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1. OBIIASI XAPAKTEPUCTUKA PABOYEN ITPOI'PAMMBI ITPOU3BOJCTBEHHOM
ITPAKTUKHU
I11.01 OCYWECTBJIEHUE OPTAHU3AIIMUOHHOI'O

N JOKYMEHTAIOHMOHHOI'O OBECIIEYEHUA AEATEJIBHOCTHU OPI'AHU3AIIUHN

1.1. Heab ¥ muiaHupyeMble pe3yJbTAThl 0CBOEHHS IIPOU3BOACTBEHHON NMPAKTUKHA

B pe3ynbrare nOpOXOXACHHUS MPOU3BOACTBEHHOM TMPAKTUKK OOYYAIOIIUICS  MOJIy4aeT
npodeccuoHanbuplii  onbIT To  Buay gesarenbHocTH  «OCYIIECTBICHHE OPraHU3allMOHHOTO H
AOKYMCHTALITMUOHHOTI'O oOecrieueHust ACATCIIBHOCTH OpraHu3aliun» U COOTBCTCTBYIOIIHUEC CMY 06H_II/IG n
npodeccnoHaTbHbIC KOMITETEHITUH

1.1.1. Ilepedenp OOIIMX KOMIIETCHITHI

Kon ‘ HaumenoBanue o0ux KoMIeTeH M

OK 01 Br16upats criocoOb! perieHus 3a1a4d IpodeCcCHOHATBHON AeSITEIbHOCTH TPUMEHUTEIHHO K
PAa3IMYHBIM KOHTCKCTaM.

OK 02 Hcnonp30BaTh COBpEeMEHHBIE CPEICTBA MTOMCKA, aHAIIN3a U HHTEPIIPETAIld HHPOPMAIINH,
1 HH()OPMAIMOHHBIE TEXHOJIOTHH JIJIs1 BHITIOJIHEHMS 33724 PO eCcCHOHATBHOM

NEeSITETTLHOCTH.
OK 04 O} dexTuBHO B3auMOICHCTBOBATh U Pa0OTAaTh B KOJUIEKTHBE U KOMaH/IE.
OK 05 OcCy1IecTBIATh YCTHYIO U TUCBMEHHYI0O KOMMYHHUKAIIUIO HA TOCYAApCTBEHHOM SI3BIKE

Poccuiickoit @denepanuu ¢ yaueTroM 0COOEHHOCTENW COLIMATIBHOTO U KYJIBTYPHOI'O
KOHTEKCTA.

OK 09 [Tonb30BaThes MpoeccnoHaNbHOM TOKyMEHTalMel Ha rocy1apCTBEHHOM U MHOCTPAaHHOM
A3bIKAX.

1.1.2. Ilepedenp npodecCHOHATBHBIX KOMITETCHIIUMA

Kon HanmenoBaHue BUAOB AeATEJILHOCTH H NPOGECCHOHATBHBIX KOMIIETEHIUI

BA1 OcyuiecTBiIeHHEe OPTAHU3AUMOHHOTO0 U JOKYMEHTAIMOHHOT0 00ecneyeHus
NeSTeIbHOCTH OPraHU3aAlNU

K 1.1. | OcymecTBaaTh npuéM-repeaady yrnpabieHuYeCKOW HHPOPMAIIUU C TTOMOIIBIO CPEJICTB
MH(OPMAIIMOHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJIOTHH.

MK 1.2. | KoopauHupoBath paboTy NpUEMHON PYKOBOAMTEINS, 30H IPHEMa Pa3IMUHbIX KaTeropui
IIOCETUTENEH OpraHu3aliy.

IIK 1.3. | Braners HaBbIKaMH IJIAHUPOBaHUS pabOUEro BpEMEHH PYKOBOJUTENS U CEKpeTapsl.

MK 1.4. | OcyuecTBiATh MOATOTOBKY JEJIOBBIX MOE3/I0K PYKOBOJUTENS U IPYTUX COTPYJHUKOB
OpraHu3aIuy.

MK 1.5. | Binagers cnocobamu opraHu3anuy pabodero NpocTpaHcTBa NPUEMHOM 1 KaOuHeTa
PYKOBOAMTEIIS.

MK 1.6. | OcymecTBiATs paboTy MO MOJArOTOBKE U MPOBEIECHHIO KOH(EPEHTHBIX MEPONPUATHIA,
oOecnieunBaTh HH(POPMALIMOHHOE B3aUMOJIEICTBIE PYKOBOJAUTENS C MOAPA3ACICHUSIMH U

JOJDKHOCTHBIMU JIMIIaMHW OpraHu3alunu.

K 1.7. | ObopMasATh OpraHu3aluOHHO-PACTIOPSIUTENbHBIE IOKYMEHTBI 1 OPraHU30BbIBaTh paboTy
C HUMHU, B TOM YHCJIE C UCIIOJIb30BAHUEM aBTOMAaTU3UPOBAHHBIX CUCTEM.

MK 1.8. | OpopMsATh TOKYMEHTHI 110 JINYHOMY COCTaBY M OpPraHU30BbIBaTh PadOTy ¢ HUMHU, B TOM
YHCJIE C UCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CHCTEM.
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IIK 1.9.

OpraHu30BbIBaTh TEKyIIee XpaHEHUE JOKYMEHTOB, 00pabOTKY JIeJ JJIsi ONIEPAaTUBHOTO U
apXMBHOI'0 XPAaHEHUs, B TOM YHCJIE C UCIIOJIb30BAHUEM aBTOMAaTU3UPOBAHHBIX CUCTEM.

1.1.3. B pe3ynbTare OCBOCHHS MPOU3BOICTBEHHON MPAKTUKHA 00YJAIOIIUNACS JOKEH:

Bnaners
HaBBIKAMU

[Tony4yenus HeoOX0AUMON UHPOPMALIUY U TIEpeaddl CAaHKIIMOHUPOBAHHON
UH(OPMALIUHU C UCTIOIB30BAHUEM CPEJICTB HH(OOPMAIIMOHHBIX U KOMMYHHUKAIIMOHHBIX
TEXHOJIOTUH.

Koopannanuu paboTel npuéMHON pyKOBOAUTEINS U 30H IpUEMa pa3IMUHbIX KaTeropui
IIOCETUTEJIEW OPraHU3aLUU.

[TnanupoBanus paboyero BpeMeH! PYKOBOAUTENS U paboYero JIHs CeKpeTapsl.
Opranu3zanuu Je10BbIX M0€30K PYKOBOAUTEIS U IPYTUX COTPYIHUKOB OPraHU3aLIUH.
Opranuzanuu u nojaepxanus (pyHKIHOHAIBHOTO paboyero NpocTpaHCTBa.

OpFaHI/ISaHI/II/I IMOAIOTOBKHU U ITPOBCACHUA KOHQ)CpeHTHbIX MepOHpHHTHﬁ, obecrieyeHus
I/IH(1)OpMaI_II/IOHHOFO BBaHMOHeﬁCTBHH PYKOBOOAUTEIIA € TIOAPA3ACICHUAMU U
AOJDKHOCTHBIMU JIMIIAMHU OpraHu3aluu.

Odopmienust opraHu3aIMOHHO-PACTIOPSATUTENBHBIX JOKYMEHTOB U OpPraHU3aIluu
paboThI C HUMH, B TOM YHUCJIE C UCIOIb30BAHUEM aBTOMATHU3UPOBAHHBIX CUCTEM.
OdopmieHust JOKYMEHTOB I10 JIHMYHOMY COCTaBYy U OpraHHU3aIlK paboThl ¢ HUMH, B
TOM YHCJIE C UCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

OpFaHI/ISaHI/II/I TEKYLICTO XpaHCHUA JOKYMCHTOB, O6pa6OTKI/I JCJ OJIA OIICPAaTHBHOI'O U
APXUBHOI'O XpaHCHUSA, B TOM YHCJIC C UCIIOJIb30BAHNEM aBTOMATU3UPOBAHHBIX CUCTCM.

YmMmern

OpPraHu30BBIBATH pabovee MECTO B COOTBETCTBUH C TPEOOBAHUSMH SPTOHOMHKH U
KYJIBTYpBI TPY1a;

oOecrieunBarh paboyee MeCTO M (PyHKIIMOHAIbHOE paboyee MPOCTPaHCTBO
HEOOXO/IMMBIMHU CPE/ICTBAMH OPTaHU3aLlMOHHON TEXHUKHU, MEOEIBIO U KaHLIEISIPCKUMHU
IIPUHA]JIEKHOCTSIMH;

NoAACPIKUBATHL CPCACTBA OpFaHHSaHHOHHOﬁ TCXHHUKU B pa60qu COCTOSAHHUU,

MPUMEHSTh B paboTe cpeacTBa MH(DOPMAIIMOHHBIX B KOMMYHHKAITMOHHBIX
TEXHOJIOTHIA;

MCIIOJIb30BAaTh CPEJCTBA MHPOPMAIIMOHHBIX 1 KOMMYHUKALMOHHBIX TEXHOJIOTHH /17151
MOJIyYEHUs U Nepeaadu HHPopMaIum;

YCTaHABJIIMBATh U NOAJACPKUBATH KOMMYHUKAIIUX B IIPOLECCEC ACTTOBOIO 06HI€HI/I$I C
MNOMOIIBIO CPCACTB I/IHCI)OpMaLII/IOHHLIX U KOMMYHHKAIIUOHHBIX TCXHOHOFHﬁ;

OCYHICCTBJIATDH C60p, 06pa60TKy I/IH(l)OpMaI_H/II/I, CUCTCMATHU3AIIUIO ITOJTYIACMBIX U
NnepeaaBacMbIX JaHHBIX;

OCYIIECTBIISATH IPOBEPKY TOCTOBEPHOCTH, MOJTHOTHI U HEMPOTUBOPEUUBOCTH JIAHHBIX,
UCKIJTIOUeHHEe JyOIupoBaHus HH(POpMAIINH;

CrijiaxuBaThb KOH(l).]'H/IKTHI)Ie " CJIIOXKHBIC CUTyallu MCKIIMYHOCTHOI'O B3aHMO}1€I710TBH5[;
COOIOAATh STUKET U OCHOBBI MEXTYHAPOJIHOTO TIPOTOKOIIA;
obecrieunBaTh HHGOPMAITMOHHYIO 0€30MTaCHOCTD JEATETFHOCTH OPTaHU3AINH;

BCCTH U UCIIOJIb30BAThH B pa60Te 6a3y KOHTAKTOB OpraHU3aIuu;

5




BECTH yUYETHBIE PETUCTPAIIMOHHBIE (POPMBI, HCIIOIB30BAThH UX JJIs1 MH)OPMAIIMOHHON
paboTHI ¥ pabOTHI IO KOHTPOJIIO UCIIOTHEHUS TIOPYYCHUI;

BCTpEYaTh MOCETUTEIIEH, TIOJydaTh MEPBUYHYIO HH(POPMAITHIO O TOCETUTEIISX,
yCTaHABIWBATH MOPSAIOK MpHEMa JIJIs PA3TUYHBIX KATETOPU MTOCETUTENICH MPUHUMATh
MEpBI 110 COXPaHEHUIO0 KOHPHUACHITHATBHOM HHPOpMAIIUU B X0/1¢ TpuEMa
IMOCETUTEIICH;

BECTH y4YE€THBIE PETUCTPAIIMOHHBIE (POPMBI 110 MPUEMY TTOCETUTENEH U 0POPMIIATH
IIPOITYCKa;

OCYILIECTBIIATh IPUEM, IIEpeady U OTIPABKY JOKYMEHTOB;

OpPraHU30BBIBATh U OPOHUPOBATH MEPETOBOPHBIE KOMHATHI;

CepBUPOBATh YaiiHble (KO(EHHbIE) CTONBI B OHCE;

BBIOMPATh (OPMBI INITAHUPOBAHUS M 0OPMIIATH IJIAHUPOBIIHK (OpraHaizep)
PYKOBOJMTENS U CEKpETaps;

YCTaHABJIUBATH IIEJTH, ONPENIEIISATh TIPUOPUTETHOCTh M OYEPENHOCTD BBITOITHCHHS
pabot u 3¢ PeKTUBHO pacHpenesaTh padbodyee Bpems;

COIJIACOBBIBATh BCTPEUYH U MEPONIPHUATHS U BHOCUTHh HH(POPMAIIHIO B TUTAHUPOBIIUK
(opranaiizep);

WH(OPMHUPOBATH PYKOBOAMTEISI O IPUOIMKCHUN BPEMECHH U PETIIAMEHTE
3aIlTAaHUPOBAHHBIX BCTPEY U MEPOIIPHUSITUH;

BLI6I/IpaTI> OIITHMAJIbHEIE CITIOCOOBI BHEIIHETO U BHYTPCHHCTO I/IH(i)OpMI/IPOBaHI/IH (¢}
IJIAHUPYCEMBIX MCPOIIPUATHAX,

COCTaBJIATh U O(bOpMJ'IHTb JAOKYMCHTHI UL JCJIOBBIX ITOC30K;
OCYWICCTBIIATH TPEBEI-IIOAACPIKKY JACIIOBBIX ITOC3A0K;

COTJIACOBBIBATH C IIPUHUMAIOLIEH CTOPOHOM MPOTOKOJI IIJITAHUPYEMBIX MEPONIPUATUN U
(dbopMHpOBATH NPOTrpaMMy J€JTOBOM MOE3/KH;

HCIIOJIB30BaTh CPEACTBA I/IH(i)OpMaLII/IOHHBIX U KOMMYHUKAIIUOHHBIX TEXHOJIOTHUM JIJIs
obecrieucHus B3&I/IMOI[CI\/IICTBI/I$I C PYKOBOAUTECIIEM BO BPEMA €TI0 )ICHOBOﬁ IIOC3 KU,

0(pOpPMIISITh OTYETHBIE JOKYMEHTHI O JIETIOBOM MOE3/IKeE.

OpraHU30BBIBATH MPOLIECC MOATOTOBKH U MPOBEIEHUE KOH(PEPEHTHOIO MEPOIIPHUSTUS
MHAMBUAYaAJIbHO U B COCTaBe paboyeil rpyIisl;

JOKYMCHTHPOBATE PA3HBIC 3TAIIbl ITPOLUCAYPHI MOATOTOBKU U IMTPOBCACHUA
KOH(bepeHTHOFO MCPOIIPUATHA,

COCTABJIATh MPOEKTHI OPraHU3alMOHHBIX, PACTIOPSIUTENBHBIX U HHPOPMALIMOHHO-
CIPaBOYHBIX IOKYMEHTOB, B TOM YHCJIE JOKYMEHTOB, CO/ICPKAIINAX
KOH(pHIEHIIMATbHYI0 HH(OpMAIHIO;

0(OpMIIATH OpraHU3aMOHHO-PACTIOPSTUTEIHHBIE TOKYMEHTHI (OPUTHHAIBI U KOTIHH);
CKaHUPOBATh, KOMMUPOBATh U KOHBEPTUPOBATH JOKYMEHTHI B pa3U4HbIe (hOpMATHI;

OCYHICCTBJIATH MPOBCPKY MPOCKTOB NOKYMCHTOB Ha COOTBCTCTBHUC IIpaBUJIaM
ACIJIOIMPONU3BOJACTBA,

MNPpUHHUMATh U IPOBOJUTH IICPBUIHYIO 06pa60T1<y BXOAAIIHUX JOKYMCHTOB;
IMPOBOAUTDH MPEABAPUTEIIBHOC paCCMOTPECHUC BXOAAIINX U BHYTPEHHUX JOKYMCHTOB,

PETUCTPUPOBATE BXOAAIINE, UCXOOAIINEC U BHYTPECHHUC TOKYMCHTEI,
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KOHTPOJIMPOBATh MAPIIPYTU3ALHIO TOKYMEHTOIIOTOKOB B OpraHU3alu1
(cornmacoBaHue, NOANUCAHUE, YTBEPKIACHHUE, PETUCTPALINS, O3HAKOMIIEHHUE U
UCIIOJIHEHUE JOKYMEHTOB);

OCYIIECTBIISATh CPOKOBBIN KOHTPOJIb UCIIOJHEHHUS IOKYMEHTOB;
OCYIIECTBIISITH 00Pa0OTKY U OTIPABKY UCXOMASIINX JTOKYMEHTOB;

COCTaBIISITh OTYETHI M AHATTUTUYECKHUE CITPABKU 00 UCTIOJTHEHUH JJOKYMEHTOB;
BECTH MH(POPMAIIMOHHO-CIIPABOYHYIO pabOTy MO JOKYMEHTaM;

OCYIICCTBIIATH pa60Ty C OpraHU3allMOHHO-PACTIOPAANTCIIbHBIMU JOKYMCHTaMU B
ABTOMATU3MPOBAHHBIX CUCTEMaAX,

obecneyuBaTh COXPAaHHOCTD NNEPCOHAIBHBIX JaHHBIX pa6OTHI/IKOB;

OpraHU30BBIBAThH JIOKYMEHTOOOOPOT IO MPECTABICHUIO JOKYMEHTOB I10 IIEPCOHAITY B
roCy/1apCTBEHHbBIE OPTaHbI;

OpPraHU30BBIBATH JOKYMEHTOOOOPOT MO YUETY U ABMKEHUIO pAOOTHUKOB;

BECTH BOMHCKHI Yy4€T paOOTHUKOB;

BeCTH Y4ET pabouero BpeMeHU pabOTHUKOB;

0(QOpMIISITh OpraHU3aLMOHHO-PACIIOPAIUTENbHBIE TOKYMEHTHI 110 JINYHOMY COCTaBY;
BECTH PErHCTPALHIO, YUET, ONIEPATUBHOE XPaHEHUE TOKYMEHTOB I10 IMYHOMY COCTABY;

BECTH JIOKYMEHTALINIO, [TOATBEPIKIAIOLIYIO CBEIEHUS O TPYJOBOU JAESITENbHOCTU U
TPYZAOBOM CTa)ke€ PaOOTHHUKOB;

(dbopMUpOBATH JUYHBIE Jie/1a PAOOTHHKOB;
0o(OpMIISTH JieNa Mo TUYHOMY COCTaBY JJIsl IEpeauu B apXUB OpraHU3alluy;

pa6OTaTI> CO CIICHHaJIU3UPOBAHHBIMHA HH(bOpMaHHOHHBIMH cucTeMaMu u 0a3zamu
JaHHBIX I10 BEACHUIO yqéTa U IBHXXCHUIO pa6OTHI/IKOB;

pa3pa6aTI>IBaTb HOMCHKIJIATYpPY ACJI OpraHUu3alnuu,

MMPOBEPATH MMPABUIIBHOCTDH O(I)OpMJ'IeHI/ISI JAOKYMCHTOB U OTMCTKHU 00 MX HCIIOJHEHUH
nepea nx (1)0pMI/IpOBaHI/IeM B ACJIO IJIA TTOCIICAYIOIICTO XPAaHCHU,

q)OpMI/IpOBaTL AcJIa, KOHTPOJIUPOBATH MMPABHUIIBHOC U CBOCBPECMEHHOC PACTIPCACIICHUC
" MOAIIMBKY NOKYMEHTOB B A€JIa B COOTBETCTBHUU C HOMGHKHaTypOfI P1(SA) 8

IPOBEPATH CPOKU XPAHEHMSI IOKYMEHTOB, COCTAaBIISITh IPOTOKOJ pabOThI AIKCIIEPTHOM
KOMHCCHH I10 TOATOTOBKE JOKYMEHTOB K II€peade B apXuB;

COCTaBJIATh aKT O BBIIEIEHUHU K YHUUTOKEHHUIO JOKYMEHTOB, HE MOUIEKAIINX
XPaHEHUIO;

COCTaBIISITh KT 00 YHUUTOXEHUH IOKYMEHTOB;

OCYIIECTBIISTH TIOJHOE WM YaCTHUHOE 0(OPMIICHHE JIe] BPEMEHHOT0, TOCTOSTHHOTO,
JIOJITOBPEMEHHOT'O CPOKOB XPAHEHUS;

COCTaBJIAITh OMUCH JIET CTPYKTYPHBIX MOpa3IeJICHHI1 TOCTOSTHHOTO,
JIOJITOBPEMEHHOI'O CPOKOB XPAaHEHUS IS [IEpeayu A€ B apXUB OPTaHU3ALU Y.

3HaThb

HOpPMaTHUBHBIE MTpaBoBbIe akThl Poccuiickoit deneparuu B chepe nHGOPMALMOHHBIX U
KOMMYHUKAITMOHHBIX TEXHOJIOTUH, TIO 3aUTe HHPOPMAIHH, HTHPOPMAITMOHHOK
0e30macHOCTH, 1Mo paboTe C OOpaIIeHUSIMU TPaXKaaH, 0 OPraHUu3aIH JIeTOBOI
MOE3/IKH, B chepe IeToNnpon3BOICTBA U ApXUBHOTO JieNa, B chepe peryIupoBaHus
TPYJOBBIX OTHOIIICHUH;




JIOKAJIbHBIE HOPMATHUBHBIE AKTHI, PETJIAMEHTUPYIOLTUE IEATETbHOCTh CITY>KOBI
JIEIIONPOU3BOJICTBA B €€ PaOOTHUKOB, OPTaHU3AIUIO BEJCHHS JIETIOMPOU3BOICTRA,
nepeaayy el B apXuB OpraHu3alliy, a TAKXKE PEriiaMeHTUPYIOUTUE TPYIOBBIC
OTHONICHHS;

CTPYKTYpYy OpraHuzanuu, e€ 3a1a4u v pyHKIUHU, pacnpeneneHre GyHKIui Mexy
CTPYKTYPHBIMH MOAPA3JICICHUSIMH U CHEIHATINCTaAMHU;

TpeOOBaHUS OXPAHbI TPY/1a, IPOU3BOACTBEHHON CAaHUTAPUH, IPOTUBOIOXKAPHON
3aILUTHL;

OCHOBBI NPAaBUJILHON OpraHU3aIMK TPYJa U METO/IbI MOBBIIICHUS €r0 () (PEKTUBHOCTH;
OCHOBBI YIIPABJICHUsI BDEMEHEM;
BU/JIbI OPTaHU3AIMOHHON TEXHUKH U MpaBuia paboThI C HEW;

METObI 00pabOTKH U 3alIUTHI HH(GOPMAIMH C IPUMEHEHUEM CPE/ICTB
UH(POPMALMOHHBIX 1 KOMMYHUKAIIHOHHBIX TEXHOJIOTHIA;

COBPCMCHHBLIC I/IH(I)OpMaI_[I/IOHHLIC 1 KOMMYHHUKAIIMOHHBIC TEXHOJIOTUH, IIPUMCHACMBIC
B pa60Te C JIOKYMCHTAaMH, B TOM YMCJIC I10 JIMYHOMY COCTaBY,

ATHKET ¥ OCHOBBI MEXTyHaPOAHOTO MPOTOKOJIA;

3THKY JICJIOBOTO OOIICHHUS;

IpaBuUJia PYCCKOTO SI3bIKA;

IpaBUjIa PEUYEBOTO ITHKETA;

npaBUiia MOICPKaHUS M PA3BUTHUS MEKIMYHOCTHBIX OTHOLICHUIA;

ImpaBujia NpOBCACHUSA JCJIOBBIX IICPETOBOPOB;

npaBUJia OPraHU3alMY IPHEMaA ITOCETHTEIIEH;

NpaBuiIa CEPBUPOBKH YaHOTO (KOPEHHOTO0) CTONA;

HOPSIOK MOJATOTOBKH U IOKYMEHTHPOBAHHUS €TIOBOW TOE3/IKH;
UHTEPHET-PECYPCHI sl OCYIIECTBICHUS TPEBEI-TIOICPIKKH JITOBBIX MOE3/I0K;

KOMIUIEKC OpPraHU3allMOHHO-TEXHUYECKUX MEPOTIPUSATHI 110 OATOTOBKE U
NPOBEIEHUIO KOH()EPEHTHBIX MEPOIPUATHIA;

npaBuia 0pOpPMIICHHS JOKYMEHTOB, CO3/1aBa€MbIX B ITPOLIECCE TOJTOTOBKU U
MIPOBEJCHUS KOHPEPEHTHOTO MEPOTIPUSATHS;

COCTaB BHYTPCHHUX U BHCHIHUX I/IH(I)OpMaI_[I/IOHHBIX ITIOTOKOB;

PYKOBOACTBO CTPYKTYPHBIX HO)IpﬁB)ICJICHPIIZ, 06pa3I_U>I MOATIHCEN JINI, UMCIOIIINX
IMpaBoO MOANMUCAHUA U YTBCPIKIACHUA JOKYMCHTOB, U OT'PAaHUYCHUS 30H UX
OTBETCTBCHHOCTH,

BU/Ibl HOMEHKJIATYp Jell, 001Me TpeOoBaHUsS K HOMEHKJIAType /1€, MOPsI0K paboThI C
HEH;

nopsi10K popMHUpOBaHUs U 0OopMIIEHUS Jie, cietnpuKy GopMUpOBaHUS OTIETBHBIX
KaTeropui Je;

IIpaBUJjIa XPaHEHUs JIe], B TOM YHUCIIE C JOKYMEHTAMU OTPAaHUYEHHOTO J0CTYIa;
IpaBHJIa BbIIa4M U UCIIOJIB30BaHUS JJOKYMEHTOB U3 CPOPMHUPOBAHHBIX JIET;

MOPAA0OK UCIIOJIB30BaHUA TUIIOBBIX UJIW BEAOMCTBECHHBIX Hepequﬁ JOKYMCHTOB,
OMpeaACIICHNA CPOKOB XpaHCHHS B IMTPOLECCE DKCIIEPTU3BI IEHHOCTH JOKYMCHTOB,




BU/IbI OTIMCEH JIeJT OpraHu3aliy U MOPAI0K pabOThl C HUMHU.

1.2. Kotn4ecTBO 4acoB NPOM3BOACTBEHHOH NPAKTHKH

Bcero vacos —36
B TOM 4HCIIe B OpPME NIPAKTUYECKOM MTOATOTOBKU —36



2.CTPYKTYPA U COAEP)KAHUE ITPOU3BOJCTBEHHOM MPAKTUKHA

2.1 TemaTn4yecKuii JIAH M COJIePKAHNE MPOU3BOACTBEHHOMH MPAKTHKH

HanmeHnoBaHue pa3jeiioB u Buasbl pador KoimmuecTBo
TeM 4acoB
1 2 3
Tema 1. O3nakomuienne ¢ (V3ydueHue cTpykTypbl OpraHU3aluy — MECTA MPOXOKACHUS IPAKTUKH (JJajiee — OpraHU3aIiu) C LEeJbIo 6
npeanpusaTHeM COCTaBJICHHUS CXEMbI CTPYKTYpPbI opranu3ainui. O3HaKOMJICHHE C IPABOBBIMH (YUpEAUTEIbHBIMH),
(yupexaeHuemM, JIOKaJIbHBIMU HOPMATHBHBIMH aKTaMH U paclopsiAMTEIbHBIMU JOKYMEHTaMu opranuzauuu. CoctaBieHne
opraHmu3anmen). CIIMCKA UCTOYHUKOB KomIulekToBanus OPJl opranuzanuu.
N3yyenne MHCTpyKUuu MO I€I0NPOU3BOJACTBY OpraHM3alUU. 3HAKOMCTBO C IIPABWJIAMU COCTAaBJICHMS
OPOEKTOB M OQOpPMIIEHHS JOKYMEHTOB, IOpPSJAKOM COIJIACOBAaHUS U  MOANUCAHUS/YyTBEPKIACHUS
JIOKYMEHTOB B OpraHU3alMH.
Tema 2. Pabora B Opranuzanusa paboTel NpuéMHOM (30H mpuéMa MOCETUTENEH): peryjirupoBaHUE MOTOKAa IMOCETHTENEH, 6
NPHEMHOM PYKOBOAMTENISI |npuéM M perucTpanusi IoceTutesnell. IlnaHupoBanume pabGodero AHS pPYKOBOJUTENS U CEKpeTaps.
[ToaroroBka AENOBBIX BCTpEY M MEPEroBOpPOB pyKoBoauTeds. PaboTa mo oOCIyKKMBaHHUIO Pa3IMYHbBIX
TUIIOB COBELIaHUM U COOIIOCHHE MTPaBUII UX MOATOTOBKH U NPOBEICHUS.
Benenue tenedonHbix mneperoBopoB. dunbTpauus U mnepeagpecanus 3BOHKOB. IlpuéMm u mnepemaua
TesnepoHOrpamMM, (hakcorpamMm, COOOLIEHMH MO 3JEKTpOHHOW moute. MHdopMmanmonHoe olecrieueHue
JEeSTeNIbHOCTH pyKoBoauTens. O3HaKOMJIEHHE C IIpaBUiIaMU paboThl ¢ KOH(pUIeHIMaNbHON HHpOopMaLnen
B OpraHu3aluu.
Tema 3 Opranuzauus O3HaKOMMTBCS CO CXEMOM JOKYMEHTOOOOPOTa B OPraHU3alMU U OPTaHU3alMK PEerUCTPALliH TOKYMEHTOB, 6

padoThI ¢ JIOKYMEHTAMH.
Opranuzanus u
TeXHOJIOTHSI KOHTPOJIS 32
CPOKaMM MCIOJTHEHUS
JAOKYMEHTOB

MOPAAKOM HNPOXOXKACHHUA PA3JIMYHBIX JOKYMCHTOIIOTOKOB OpraHU3allid, KOHTPOJIEM HaAd HCIIOJIHCHUCM
JIOKYMEHTOB B OpTaHM3aIllH, C HOMEHKJIATYpPOl IeJ OpraHu3aliy, TOPSIKOM COCTaBICHUS U 0(OPMIICHHUS
JIeJT OpraHu3aluu

O3HakOMJIEHHE C TPOrpaMMHBIMU CpEICTBAMU Y4€Ta, XpaHEHHUs, OOpabOTKM M TOUCKAa JOKYMEHTOB,
UCTIONIE3YEMBIMU B OpraHu3aiuu. M3ydeHne ocHOB M crelupuKU padOTHl ¢ JOKYMEHTAIMEeH B CHUCTEME
3JIEKTPOHHOTO J0KyMeHTooOopora (COJI) opramumszamnmu. lcmonb3oBaHue B paboTe TIOOATBHBIX |
JIOKAIIbHBIX CETeH IS MOTYYeHHs U XpaHeHus nHpopMaIuu, oOMeHa nHpopMaluen.

3HaKOMCTBO C JOKYMEHTOOOOpoTOM opranu3arnuu. HcmonszoBanne COJl B paboTe ¢ JTOKyMEHTaMH.
OO0OpaboTka BHYTPEHHUX JOKYMEHTOB, O0pa0OTKa M OTMpaBKa HCXOISIIMX JOKYMEHTOB, TpHEM U
nepBuyHas o0paboTKa BXOJSMIIMX JOKYMEHTOB. Perucrpamuss JOKYMEHTOB U MapHIpyTH3AIMs
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JOKYMEHTONOTOKOB. KOHTpOJIb UCHONHEHUS NOKYMEHTOB. MH(pOpMalMOHHO-CIpaBOYHasi U TOUCKOBAs
paboTa ¢ UCIOJIB30BAHUEM CUCTEM yu€Ta JOKYMEHTOB B OpraHU3alHH.

Tema 4. Opranusauusi  |OgpopmieHre OpPraHU3ALUOHHBIX, BHYTPEHHUX (IIPUKa3hl, PACHOPSKCHHUS, JIOBEPEHHOCTH, 3aIlMCKH, 6
padoThI ¢ OPraHU3aLMOHHO CIIpaBKH, AaKThl, MPOTOKOJIBI W [Jp.) U MCXOMSAIIMX JIOKYMEHTOB OpraHU3allMd C HCIOJIb30BAHHEM
— PacnopsiTMTeIbHBIMU H |COBPEMEHHBIX NMPOTrPAMMHO-TEXHUYECKUX cpeacTB. KOHTpOiIb MpaBUIBLHOCTU COCTaBICHUS, O()OPMIICHUS
HHGPOPMALHOHHO - JIOKYMEHTOB (pEKBHU3UThI, OCOOCHHOCTH HAaIMCAHUSA TEKCTOB, MHOTOCTPAaHUYHBIE JOKYMEHTHI), MOpSAKA
CIIPAaBOHBIMH U3JaHud  JOKYMEHTOB (c  yuéToM crneuupuKd CHUCTEMbl  JICJIONPOMU3BOJACTBA  OpPraHU3ALMM).
AOKYMCHTaMM. KonctpynpoBanue 6J1aHKOB OpraHM3alnu, CO3aHne MAOIOHOB TOKYMEHTOB.
Tema 5. Opranusanus 3HaKOMCTBO C KaTeropusMH M BHUIAaMHU JOKYMEHTOB, OOpa3yIIIMXCS B OpraHU3AIMH, COICPKAITUX 6
padoTkI ¢ KOHpHIeHIMATbHYI0 WHpopManuto. Opranuzanus paboTsl M0 00pabOTKE JOKYMEHTOB OIpaHHYECHHOTO
KOH(QHMIEeHUHATBHBIMHA U noctyna. O3HaKOMIIEHHE C NPUMEHSEMBIMH B OPraHU3allid CPEICTBAMHU KpunTorpaduu Ais 3aIlIUThI
KaJIpOBLIMHM TOKYMEHTAMH |3]]eKTPOHHBIX JIOKYMEHTOB C UCIOJIb30BaHUEM CIEIIUAIBHOTO IPOrPaMMHOI0 obecriedeHusl. BeinonHenue
paboT 1o 00eCeYeHHIO 3aALIUTHI 3JTEKTPOHHBIX JOKYMEHTOB OT HECAHKLIMOHUPOBAHHOI'O OCTYIIA.
PaboTa 1o 03HaKOMIIEHHIO C COCTAaBOM M OCOOCHHOCTSIMHU JJOKYMEHTOB OpTraHHU3aIMH, PEryIUPYIOIIHX
TPY/JOBBIC OTHOIICHHUS (OPraHN3alMOHHO-PACIOPSANTEIbHBIC JOKYMEHTbI, JOKYMEHTHI 10 JINYHOMY
COCTaBy, TPY/I0BOM JOTOBOP, JOTOBOP O MaTepUaIbHONW OTBETCTBEHHOCTH | T.11.). OdopmiieHue
JOKYMEHTOB 110 JITUHOMY COCTaBY U MX KOIMUH (IIpU HEOOXO0AUMOCTH). 3HAKOMCTBO C CUCTEMO
yHADUIIPOBAHHBIX (HOPM MEPBUUHON YUETHON TOKYMEHTALMU OpraHU3auy. 3anoJHeHne Gopm
HNEepBUYHON Yy4ETHOU JOKyMeHTanuu. PaboTta ¢ 3asBIeHUSAMU 110 TUYHOMY COCTaBY, BEJICHUE U
odopmieHue TpyaoBbIX kKHIKeK. McnonszoBanue CO/] npu paboTe ¢ KaApOBBIMU JOKYMEHTAMH.
Tema 6. [loaroToBka et K |O3nakoMIeHHE C YCTaHOBJICHHBIMH B OpTraHM3alliM IMpaBHJIaMH MOJATOTOBKH JOKYMEHTOB K II€pelaye B 6
nepenave Ha apXuBHO€  |apxuB. [loaroroBka HOKyMeHTOB K meperade B apxuB. Odopmiienne nen. CocraBieHue onucen
xpaHenne. CocraBiieHHe |nokymeHTOoB U jeil. CocTaBeHHe aKTOB BbIIAuM, Tlepeladl, yHUUTOXEHHUS JOKYMEHTOB.
orTvera OpraHusaiys TeKyIIero XpaHeHus: T0KyMeHTOB. DOpMUPOBaHUE /Il B COOTBETCTBHH C HOMEHKIATYPOIt
JIeJl OpraHu3alvy. YdYacThe B IPOBEACHUU OKCIEPTH3bl IIEHHOCTH JOKyMeHToB CucremaTruzanus
JOKYMEHTOB IO CTPYKTYPHO-XpOHOJOruyeckoMy mnpuHiumy. OdopmieHne Y4ETHBIX TOKYMEHTOB
MOCTYIJIEHUS U BBIOBITHS JIEJI.
IMpomexyrounas atrectanus ( 1uggepeHIINPOBAHHBII 3a4€T)
Bcero 36
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3. YCJOBMUS PEAJIM3AIIAU TPOU3BOJCTBEHHOM ITPAKTUKH

3.1. TpeGoBaHUsI K MUHUMAJbHOMY MaTepPHAIbHO-TEXHHYECKOMY 00ecredyeHn 0

IIpou3BoacTBEHHAs NPaKkTUKAa peaju3yercs B OpraHu3alusax Jro0oro mpoduis,
o0ecreynBaIUX  JAEATEIBHOCTh  OOydaromuxcs B HPOQEcCHOHATIBHOH  o0iactu
a/IMUHUCTPATUBHO-YIPABICHYECKON 1 O(UCHOHN eSTETbHOCTH.

OOGopynoBanue TPEANPUATHA W TEXHOJIOIMYECKOE OCHAIleHHe paboumx MecT
IPOM3BOJICTBEHHON MPAaKTHKU JIOJKHO COOTBETCTBOBATh COJEPIKAHUIO IPO(GECCHOHATBLHON
NESITeIbHOCTH M JaTh BO3MOXKHOCTH OOYYaroIIeMyCsl OBJIAJETh NPOQecCHOHATHHBIMU
KOMIIETEHIIUSIMA 110 BCEM BMJAM JIEATECIILHOCTH, INPEAYCMOTPEHHBIMH IPOTPAMMON, C
HCIIOJIb30BAHUEM COBPECMCHHBIX TGXHOHOFHﬁ, MaTCpHraJioB U O6OPYILOBaHI/I$I.

3.2. UudopmanuonHoe odecreuenne o0ydeHus

Ilepeuens peKOMeHIyeMbIX Y4eOHBbIX U31aHuH, HNuTepHeT-pecypcos,
JAONOJIHUTEIbHOI JTUTePaTypPbl

Abynanze /1. I'. JlokyMeHTalIMOHHOE 0OecrieueHre YIpaBIeHHUs MEPCOHAIOM: YYeOHUK U
NPaKTUKYM JJs cpenHero mnpodeccuoHanbHoro obpazoBanus / . I'. A6Gynamze, U. b.
Beimpsokkuna, B. M. MacnoBa. — 2-e u3j., nepepad. u gon. — Mocka: M3natensctBo FOpaiiT,
2022. — 370 ¢. — (Ilpodeccuonansuoe obpazopanue). — ISBN 978-5-534-15076-6. — Tekcr:
anexktporHbii / DBC FOpaiit [caiit]. — URL. https://urait.ru/bcode/487121.

AntyxoBa, H.®. Cucrtembl 3J€KTPOHHOrO JOKYMEHTOOOOpoTa: ydeOHOoe mocodue /
AntyxoBa H.®., J[3t00enko A.JI., JloceBa B.B., Yeunkos HO.b. — Mocksa: KuoPyc, 2022. —
201 c¢. — ISBN 978-5-406-02705-9. — URL: https://book.ru/book/936560. — Tekcr:
AIEKTPOHHBIN.

Kopnees, U. K. JlokymeHTanloOHHOE OOecreueHUE YIpaBIeHUs: YYeOHUK U MPAKTUKYM
s cpennero npodeccuonanbHoro obpasoBanus / WM. K. Kopuee, A. B. Ilmenko, B. A.
MamrypreB. — 2-e u3n., nepepad. u gon. — Mocksa: M3narensctBo IOpaiit, 2022. — 384 ¢. —
(ITpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-05022-6. — TekcT: 351eKTpOHHBIN //
3BC IOpaiir [caiit]. — URL.: https://urait.ru/bcode/472550.

KacesnoBa, I'. 1O. JlenonpousBoacTBo U Japyrue acnekTbl pabotsl cekperaps / I'.1O.
KacpsHoBa — 7-e u3z., nepepad. u non. — Mocksa: U3narensctBo Abak, 2020. — 304 c.

JlonoTHUTeIbHbIE HCTOYHUKH

Konctutynuss Poccuiickoii  ®@enepanuu  (MpUHSATa BCEHAPOJIHBIM  TOJIOCOBAHUEM
12.12.1993 ¢ uzmeHnenusiMu, 0J0OpeHHBIMU B X0/1e o01iepoccuiickoro rojgocoBanus 01.07.2020)

I'paxxnanckuii konekc Poccuiickoit @enepannu (yacts nepsas) ot 30.11.1994 N 51-03
(pen. ot 21.12.2021) //CoGpanue 3axkoHonarensctBa Poccuiickoit @enepamuu, 1994, N 32, cr.
3301; 2013, N 19, ct. 2327; 2016, N 27, ct. 4265

Tpynosoit koaekc Poccuiickoit ®eneparuu ot 30.12.2001 N 197-®3 (pen. ot
22.11.2021) (¢ w3m. u gom., Berym. B cuiy ¢ 30.11.2021)// (CobGpanue 3aKOHOIATENHCTBA
Poccuiickoit deneparuu, 2002, N 1, ct. 3; 2006, N 27, cT. 2878)

®enepanbublii 3akoH 0T 06.04.2011 N 63-®D3 (pen. ot 02.07.2021) "O6 »nekTpoHHOU
nonamucu'"// Cobpanue 3akoHogarenscTBa Poccuiickoit ®enepamuu, 2011, N 15, ct. 2036; N 27,
ct. 3880; 2012, N 29, ct. 3988; 2013, N 14, cr. 1668; N 27, ct. 3463, 3477; 2014, N 11, cr.
1098; N 26, ct. 3390; 2016, N 1, ct. 65; N 26, cT. 3889

®enepanbHblif 3akoH oT 27.07.2006 N 149-®3 (pea. ot 30.12.2021) "O6 undpopmanuu,
WH()OPMAIMOHHBIX TEXHOJOTUAX W O 3amurte uHpopmaruu'// CobpaHue 3aKOHOIATEITHCTBA
Poccuiickoit @enepauun, 2006, N 31, cr. 3448; 2010, N 31, ct. 4196; 2012, N 31, cr. 4328;
2013, N 23, ct. 2870; N 27, c1. 3479; 2014, N 48, ct. 6645; 2015, N 29, ct. 4390; 2018, N 1, cT.
66; 2019, N 52, ct. 7798

[Ipukaz PocapxuBa ot 02.03.2020 N 24 "OO6 ytBepxknenuun IlpaBun opranuzanuu
XpaHEHUs, KOMIUIEKTOBAaHMUS, YydeTa M WCIOJIb30BaHUS JOKYMEHTOB ApXWBHOTO (¢oHJa
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https://urait.ru/bcode/487121

Poccuniickoit ®enepanu M OpPYrMX AapXUBHBIX JOKYMEHTOB B TOCYJAapCTBEHHBIX U
MYHULIMNIAJBHBIX ~ apXWBax, My3esix U  OubnMoTekax, Hay4yHbIX  OpraHu3anusx"
(3apeructpupoBano B Mwunrocte Poccun 20.05.2020 N 58396)// OdunmanbHbIi UHTEPHET-
nopTai nmpaBoBoit uHpopmanuu http:// www.pravo.gov.ru, 21.05.2020

I'OCT P 7.0.97-2016. Hanumonanshubiii crangapt Poccuiickoit ®enepanuu. Cucrema
CTaHJapTOB Mo uHMOpManuu, OHUOIMOTEYHOMY M H3JaTeNbCKOMY neny. OpraHu3zalnuoHHO-
pacriopsiuTeNbHas TOKyMeHTauus. TpeboBaHus K odopmieHUI0 ToKyMeHTOB (yTB. IIpukasom
Poccrangapra ot 08.12.2016 N 2004-cT) (pen. ot 14.05.2018)// M., Crangaptundopm, 2018.

I'OCT P 7.0.8-2013 Cucrema craHaapToB 10 HHPOpMaLuH, OHOIMOTEYHOMY U
U3JIaTeNIbCKOMY Jieny. Jlenmonpon3BOACTBO M apXUBHOE Jeno. TepMuHbl U omnpeneiaeHus" (yTB.
IIpukasom ytB. IIpukazom @enepanbHOrO areHTCTBa 0 TEXHUYECKOMY PEryJIUpPOBAaHUIO U
metposiorun oT 17.10.2013 N 1185-cT)// M., Crangaptuadopm, 2014.

I'OCT P UCO 15489-1-2019. Cuctema cranaapToB 1o uH(popmaum, OnOINOTEYHOMY U
uznatenbekomy neny. Mudopmanus u noxkymeHrtauus. YmpaBieHue AokymMeHTamu. Yacth 1.
[Tonsstust u npunuunsl (yrB. [lpukasom — denepanbHOro areHTCTBa IO TEXHUYECKOMY
perynupoBanuio U merposoruu ot 26.03.2019 N 101-cr)// M., Crangaptundopm, 2019.

OK 011-93. Obuiepoccuiickuii KinaccupuKaTop YHpaBICHYECKOW NOKYMEHTaluu (YTB.
[TocTanoBnenunem I'occrangapra Poccun ot 30.12.1993 N 299) (pexn. ot 07.10.2021)

CnpaBouHno-nipaBoBasi cucrema «['apant» - [DnexTpoHHbslld pecypc| - Pexxum mocryma:
http://www.garant.ru/

CrnpaBouHo-nipaBoBasi cuctema «KoHcynbTanT+» - [OnekTpoHHBIM pecype]| - Pexum
nocryma: http://www.consultant.ru/

CnpaBouno-nipaBoBasi cucrema «Koaeke» - [DnekTpoHHbIN pecypc] - Pexum mocrtymna:
http://www.kodeks.ru/

Kypnan «lenonpon3BoACcTBO U JOKYMEHTOOOOPOT Ha MpeAanpustun». Pexum nocryna:
http://www.delo-press.ru

Kypuan «/leronpousBoactBoy». Pexxum gocryma: http://www.jurn.ru

XKypnan «J/leaonpou3BoacTBO U JOKYMEHTO000poT». Pesxkum nocryna: http://sekretar-
info.ru

Annpeea B.M. [lenonpousBoJCTBO: OpraHu3alusi M BeACHHE: Y4eOHO-IPAKTUUYECKOE
nocobue / Anapeea B.1. — Mocksa: KnoPyc, 2020. — 294 c. — ISBN 978-5-406-00580-4. —
URL: https://book.ru/book/934225. — TekcT : 3eKTPOHHBIH.

Amnzoposa C.I1. Opranu3zanus TpyAa rocyJapCTBEHHbIX M MyHUIMIAIBHBIX CIYKALIUX :
yuebHoe mocobue / C.I1. Arzopona, C.I'. denopuykoBa. — Mocksa : UHOPA-M, 2022. — 160
c. — (Boicuiee o6pa3oBanume: bakamaspuar). - ISBN 978-5-16-016369-7. - Tekcr
anekTponHbiii. - URL: https://znanium.com/catalog/product/1151473. — Pexum poctyma: 1o
HOJIIHCKE.

bynar P.E. [lokymeHTanmoHHOEe OOECIeYeHHE YIpaBICHUsI TEPCOHAIIOM: YyueOHOe
nocobue / P. E. bymar. — MockBa: UH®PA-M, 2019. — 234 c. + Jlon. marepuaisl
[[DnexTponnbIii pecype]]. — (Boicmee oOpazoBanue: bakamaspuar). - ISBN 978-5-16-010318-
1. - Tekct: anmektponnbiii. - URL: https://znanium.com/catalog/product/1007087. — Pexum
JIOCTYTIA: TIO TIOATTHCKE.

I'yryea T.A. Kon¢uneHuumanbHoe AeI0npou3BojAcTBO: yuyeOHoe mocobue / T.A.
['yryeBa. — 2-e u3x., nepepad. u gon. — MockBa: UH®PA-M, 2022. — 199 c. — (Cpennee
npodeccuonansHoe obpazoBanue). - ISBN 978-5-16-016585-1. - Tekcr: anekTponHsbIid. - URL:
https://znanium.com/catalog/product/1191331. — Pexxum 10CTyma: MO MOAIUCKE.

I'ycapoa M.H. OpranuzannoHHo-uH()OPMAIIMOHHOE M JOKYMEHTALMOHHOE 00ecTieyeHne
JeATeTLHOCTH PYKOBOJIUTENS: yueOHO-MeToaudeckoe mocoodue / M. H. I'ycaposa, C. B. T'opkyr.
— Mocksa: PTY MUPDA, 2022. — 106 c.— Tekct : anekTpoHHbIH // JlaHb : 3MEKTPOHHO-
oubnmmoreunas cucrema. — URL: https://e.lanbook.com/book/176556. — Pesxxum moctyma: s
aBTOPH3. M1OJIb30BATENCH.

HenonpouzBoacto: yueOHuk / T.A. BbeikoBa, JL.M. Bsuoa, FO.M. Kykapuna, JI.B.
Cankuna; mox oOmi. pen. mom. T.A. beikoBoil. — 4-e u3gm., mepepab. u mom. — Mocksa :
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http://www.consultant.ru/
http://www.kodeks.ru/
http://www.delo-press.ru/
http://www.jurn.ru/
http://sekretar-/
http://info.ru/

NH®PA-M, 2022. — 393 c. + Jlon. marepuansl [[DnekrponHsiii pecypc]]. — (Bsiciiee
obpasoBanue: bakamaspuar). — DOI 10.12737/1014190. - ISBN 978-5-16-014992-9. - Tekcr:
anektponHbii. - URL: https://znanium.com/catalog/product/1014190. — Pexum mgoctyma: 1o
MOJIITUCKE.

Hoponuna JI.A. JlokyMeHTallMOHHOE OOECIeYeHNE YIPABICHUS: YUCOHUK U MPAKTHKYM
s cpeaHero npodeccuoHanbHoro odbpazoanus / JILA. Jloponmna, B. C. HputukoBa. —

Mocksa: M3narensctBo FOpaiit, 2022. — 233 ¢. — (IIpodeccronansuoe obOpa3oBaHue). —
ISBN 978-5-534-05783-6. — Tekct: oanektponnsii // DObC Hpait [caiit]. — URL:
https://urait.ru/bcode/473802.

KondunenmmanpHoe JIETIOTIPOU3BOICTBO " 3alUIIECHHBIN AJIEKTPOHHBIN

nokymenroobopot: yueonuk / H.H. Kynses, A.C. démymxkun, T.B. Konppamona, A.l.
®abpuunos; nox oom. pea. H.H. Kynsesa. - 2-e uzn., nepepad. u non. - Mocksa : Jloroc, 2020.
- 500 c. - (HoBas yHuBepcuterckas Oubmuoreka). - ISBN 978-5-98704-711-8. - Tekcr :
snekrpounsii. - URL: https://znanium.com/catalog/product/1212394. — Pexxum pocryma: o
TIOJIITUCKE.

Kopuee UN.K. Texnuueckue cpeacrtBa ymnpasienus: yueOnuk / M.K. Kopnees, I'.H.
Kcannonyno. — Mocka : MH®PA-M, 2019. — 200 c¢. — (Beicmiee obOpa3oBanue:
bakanaBpuar). - ISBN 978-5-16-003620-5. - Tekcr : osaexkrponssni. - URL:
https://znanium.com/catalog/product/991843. — Pexwum 10CTyma: 1Mo MOAMUCKE.

KysnenoB U.H. JlokymeHTannonHoe oOecrieueHue yrpapiieHus. JOKyMEHTOOOOPOT U
JIEJIONPOU3BOJICTBO: YICOHUK U MPAKTUKYM I CPEAHET0 Mpo(deCCUOHATBLHOr0 o0pa3oBaHms /
. H. Ky3nenoB. — 3-e u3n., nepepad. u gon. — Mocksa: U3natensctBo HOpaiit, 2022. — 462
c. — (IIpodeccuonanvHoe oOpazoBanue). — ISBN 978-5-534-04604-5. — Tekcr
anextponnsii / DBC KOpaiit [caiit]. — URL: https://urait.ru/bcode/470020.

Ky3nenos N.H. [lokymeHTannoHHoe o0ecrieueHue yrnpapieHUs IEPCOHATIOM: YUYEOHUK U

NPaKTUKYM Ui cpenHero npodeccruoHanbHoro oopazosanus / M. H. KysnenoB. — Mockaa:
UznatensctBo FOpaiit, 2019. — 521 c. — (IIpodeccuonansuoe obpazosanue). — ISBN 978-5-
534-04451-5. — Tekcr : oanekrponusii // OBbC IOpaiitr [caiit]. — URL:

https://urait.ru/bcode/444432.

Opranmzanus cekperapckoro oociyxkuBanun: OYMK / B. B. I'anaxos, O. b. Hazapenko,
[OnexTpoHHoe yueOHoe u3nanue]. — (CpenHee mpodeccuoHanbHOe oOpazoBaHMe - TeKCT:
anexktponHbii. - URL: https://www.academia-moscow.ru/catalogue/5411/347093/ Aptukyn
n3nanus: 601817641

[TaBnoBckass O.FO. IlpaBoBoe obOecmedeHHe KaapoOBOTO JAEIONMPOU3BOACTBA: yueOHOE
nocobue s By30B / O.}0O. ITaBnoBckas. — Mocksa : M3natensctBo HOpaiit, 2022. — 213 ¢. —
(Beicmee obpazoBanue). — ISBN 978-5-534-11565-9. — Tekcr: anekrponssiid // DbC IOpait
[caiiT]. — URL: https://urait.ru/bcode/476289.

CocHoBast A. AccucreHT pykoBoautens. Jlaiidpxaku npodeccun: KHUra-TpeHUHT / A.
CocnoBas. - Cankr-IlerepOypr: ITutep, 2022. - 208 c. - ISBN 978-5-4461-1489-4. - Tekcr:
anekTponHbiii. - URL: https://znanium.com/catalog/product/1817493. — Pexum nocrtyma: 1o
HOJIIHCKE.

[Iumos O.B. CoBpeMeHHbIE TEXHOJOTUM U TEXHUYECKHE CPEACTBA MH(OpMATHU3AIUU:
yuebHuk / O.B. IumoB. — Mocka : UHOPA-M, 2022. — 462 c. + Jlon. MaTepuasl
[[DnexTponnsbii pecype]]. — (Cpennee npodeccnonaibHoe oOpazoBanue). - ISBN 978-5-16-
017112-8. - Tekcr : snektponnsii. - URL: https://znanium.com/catalog/product/1764799. —
Pexxum goctymna: mo moamucke.

[yBanoBa H.H. OcHOBBI n1e10NpoM3BOJACTBA: YYEOHHUK M TMPAKTHKYM Ul CPEIHETo
npodeccuonanbHoro odpazosanus / H.H. IllyBanoBa, A.}O. MBanoBa; mox o0miel pemaxiuei
H.H. IllyBanoBoii. — 2-e u3a., nepepad. u nomn. — MockBa: U3narensctBo FOpaiit, 2022, —
428 c¢. — (Ilpodeccuonanproe obOpazoBanme). — ISBN 978-5-534-11014-2. — Tekcr:
anektponHbIi / DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/469548.
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4. KOHTPO.JIb Y OIIEHKA PE3YJIBTATOB OCBOEHMSI TPOU3BOJICTBEHHOM

ITPAKTUKHU

Kon n nHaumenoBanue
npogeccHoHAIbHBIX U
00X KOMIIETEHIHI,
(opMupyeMBbIX B paMKax
MOYJIfl

Kpurepun oueHku

MeToabI OIIEeHKH

IIK 1.1. OcyiecTBisTh
npuémM-nepenavy
YIIPABJICHYECKOU
UH(POPMALIUU C TOMOILBIO
CpeACTB
UH(POPMALIMOHHBIX U
KOMMYHHKAIIMOHHbBIX
TEXHOJIOT .

[Tonyuenue HeoOXxoaMMOM
uHpOpMaLnH U nepeayda
CaHKIIMOHMPOBAaHHOMU
nHpOpMAaINY C
HCMOJIb30BAHUEM CPEJICTB
MH(POPMAIIMOHHBIX U
KOMMYHHUKAIIMOHHBIX
TEXHOJIOTUM

KoHTpoJib BBIMOJHEHUS 3a1aHUI
MIPOU3BOICTBEHHOM MPAKTHKH,
OIICHKa pabOT MPOU3BOACTBEHHOMN
MPaKTUKHU

I1K 1.2. KoopaunupoBatb
paboTy nmpueMHOI
PYKOBOJUTEIS, 30H
npremMa pa3InyHbIX
KAaTEerOpHi MOCeTUTENen
OpraHu3aluy.

Koopaunarwst paboTsl
NPUEMHON PYKOBOJUTENS U
30H NpHEMA Pa3IUUHBIX
KaTeropuil MOCETUTENEN
OpraHu3aluu

KoHTpoJIb BRINOIHEHUS 3a1aHUI
IIPOU3BOJCTBEHHOM PAKTUKH,
OIICHKa paboT MPON3BOACTBCHHOMN
PaKTUKHU

IIK 1.3. Bnagets
HABBIKAMU TUTAHUPOBAHHUS
pabouero BpeMeHHU
PYKOBOIUTENS U
cekperaps.

[TnanupoBanue padboyero
BPEMEHH PYKOBOJUTENS U
pabouero Hs cekperaps

KoHTpoJib BBIMOJHEHUS 3a1aHUN
MIPOU3BOICTBEHHOM MPAKTHKH,
OIIeHKa paboT MPON3BOACTBEHHOM
MPaKTHKU

[1K 1.4. OcymiecTBasiTh
MOATOTOBKY JI€TTOBBIX
MOE3/I0K PYKOBOJUTENS U

JPYTUX COTPYAHUKOB
OpraHM3aIHy.

Opranusanus Je10BbIX
M0€3/10K PYKOBOAUTEIS
U APYTUX COTPYAHUKOB
OpTraHHU3aIN

KoHTpoJib BRIMOSHEHUS 3a1aHUI
IIPOU3BOJICTBEHHOM IIPAKTUKH,
OIIeHKa paboT MPOU3BOACTBEHHOM
MPaKTUKHU

IIK 1.5. Bnanets
croco0aMu OpraHu3aiuu
pabouero nMpocTpaHcTBa
pUEMHOM 1 KaOuHeTa
PYKOBOIMTETISI.

Opranuzanus u noajaepx aHue
(YHKIIMOHATBHOTO paboyero
MIPOCTPAHCTBA

KoHTpo:b BbITONHEHUS 3aJaHHi
POM3BOJICTBEHHON MPAKTHKH,
OIIeHKa paboT MPOU3BOACTBEHHOM
NIPAaKTUKU

IIK 1.6.

OcymiecTBisATh paboTy 1Mo
MOJATOTOBKE U
IIPOBEJCHUIO
KOH()EPEeHTHBIX
MEPOIIPHUSTHH,

Opranuzanys NoAroTOBKU U
MIPOBE/IEHUE BHYTPEHHUX U
BHEUIHUX KOH(EPEHTHBIX
MEpONPUATHIA, o0ecTiedeHrne
MH(POPMAIIMOHHOTO
B3alMOJEICTBUS

KoHTpo:b BbINIOIHEHUS 3a0aHUM
IIPOU3BOJICTBEHHOM IIPAKTUKH,
OlLIeHKa paboT MPOU3BOJICTBEHHON
MIPAaKTHKN
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o0ecrieunBarh

PYKOBOJUTES C

nH(pOpPMaLMOHHOE MOAPA3ACIICHUSIMU U

B3aUMOJICHCTBUE JOJKHOCTHBIMM JINLIAMH

PYKOBOAMTEIIA C OpraHu3alyy.

MOApa3ICICHUSIMU U

JIOJ>KHOCTHBIMU JIMLIAMH

OpraHu3aluu.

K 1.7. Odopmnenue KoHTpoJib BBIMOJHEHUS 3a1aHUN
OpopMIATH OpraHu3alOHHO- IIPOU3BOACTBEHHOMN MPAKTUKH,
OpraHHU3aIMOHHO- PacloOpsAIUTEIbHBIX OIICHKA pabOoT MPOU3BOJACTBEHHOM
pacnopsiIATENbHBIE AOKYMCHTOB 1 OpraHu3aius MPAKTUKHU

JOKYMEHTBI U
OpTraHU30BBIBATH PAbOTY C
HHUMHU, B TOM YHUCJIC C
UCIIOJIb30BaHUEM
ABTOMATHU3UPOBAHHBIX
CHCTEM.

pa6OTBI C HUMH, B TOM YHUCJIC C
HUCIIOJIBb30BaAHUECM
ABTOMATH3UPOBAHHBIX CUCTCM

I1K 1.8.

OdopmasTh JOKYMEHTBI
10 TUYHOMY COCTaBY U
OpraHU30BBIBATH PadOTy C
HUMHU, B TOM YHCJIC C

OdopmieHre TOKyMEHTOB TI0
JMYHOMY COCTaBy H
opraHu3aius paboThl C HUMH,
B TOM YHCJIE C
HCIOJIb30BaHUEM

KoHTpoJIb BBINOJHEHUS 3a1aHUI
IIPOU3BOJCTBEHHOM IPAKTUKH,
OIICHKA paboT MPOU3BOJACTBEHHOM
PaKTUKHU

HUCIIOJIB30BAHUEM ABTOMATHU3UPOBAHHBIX CUCTCM

aBTOMAaTU3UPOBAHHBIX

CHCTEM.

IIK 1.9. Opranuzanus TeKyIero KoHTpoJib BRIMOIHEHUS 3a1aHUI

OpranuzoBbIBaTh TEKYIIIEE
XpaHEHUe T0KYMEHTOB,
00paboTKy Jen asst
OIepaTUBHOIO U
apXUBHOT'O XpaHEHUs, B
TOM YHCJIE C
HCII0JIb30BaHNEM
aBTOMAaTH3UPOBAHHbIX
CHUCTEM.

XpaHCHHUS JJOKYMEHTOB,
o0OpaboTKa aen ams
OIIEPATUBHOTO U ApPXUBHOTO
XpaHCHUA, B TOM YHCJIC C
HCIOJIb30BaHUEM
ABTOMATH3HPOBAHHBIX CHCTEM

IIPOU3BOJICTBEHHON IIPAKTUKH,

OIIeHKa paboT MPOU3BOACTBEHHOMN
NPaKTUKA

OK 01.

Br16upats ciocoObt
penieHus 3a1a4y
npodeccCuoHaNBHOM
JeATEIIbHOCTH
NPUMEHUTEIBHO K
Pa3IUYHBIM KOHTCKCTAM,;

Br16op criocoba pemeHust
3a/1a4 mpoeccuoHaTbHON
ACATCIIBHOCTH MIPUMCHUTCIIBHO
K Pa3IMYHBIM KOHTEKCTaM

KoHTpo:b BbITONTHEHUS 3aJaHHi
IPOM3BOJICTBEHHON MPAKTHKH,
OIIeHKa pabOT MPOU3BOACTBEHHOM
NIPAaKTUKU

OK 02.

HUcnons3o0BaTh

Hcnons30BaHne COBPEMEHHBIX
CpEICTBa IOMCKA, aHAJIN3a U

KoHTpoJib BBIMOSHEHUS 3a1aHUI
MPOU3BOJACTBEHHON MPAKTUKH,
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COBPEMEHHBIE CPEJICTBA
NIOWCKa, aHAJIHU3a U
UHTEPIIpETauu
uHpOpMaLnH, 1
UH(POPMALMOHHbIE
TEXHOJIOTUH IS
BBITTOJIHEHUS 3a/1a4

WHTEepIpeTany HHPOPMAIIH,
Y MCTIOJIb30BaHUE
WH(pOPMaITMOHHBIX
TEXHOJIOTUH JJIs1 BBITIOJIHCHU A
3ana4 npodeccuoHaIbHON
JeSITeITbHOCTH.

OIICHKa paboT MPOM3BOJACTBCHHOMN
MPAKTHKH

npodeccruoHanbHON

NeSITeTbHOCTH;

OK 04. BsaumoneiictBue u pabota B KoHTpo:b BbINIOJIHEHUS 3aaHU
Db dEKTHBHO KOJIJICKTHBE U KOMaH/Ie MIPOU3BOICTBEHHOM MPAKTHKH,

B3aMMO/JICHCTBOBATh U
paboTath B KOJIJIEKTUBE U
KOMaH/I¢;

OIICHKa paboT MPOU3BOACTBEHHOMN
HPAKTHKH

OK 05.

OcymiecTBIATh YCTHYIO U
MUCHbMEHHYIO
KOMMYHHKAITUIO Ha
rOCy/1apCTBEHHOM $SI3bIKE
Poccuiickoit ®enepanuu ¢
y4eToM 0COOEHHOCTEN
COLIMAJILHOTO U
KyJIBTYPHOI'O KOHTEKCTa

OcyiecTBieHHE YyCTHOH U
MMCbMEHHOW KOMMYHHKAIUU
Ha TOCYJJapCTBEHHOM SI3bIKE
Poccuiickoit denepainu ¢
Y4ETOM O0COOCHHOCTEH
COLIMAJIBHOTO U KYJIBTYPHOTO
KOHTEKCTa

KoHTpoJib BBIMOJHEHUS 3a1aHUH
MIPOU3BOICTBEHHOM MPAKTHKH,

OIICHKA pabOT MPOU3BOACTBEHHOM
MPaKTUKHU

OK 09.

ITonp30BaTbCs
npodeccuoHanbHOM
JIOKyMEHTaluen Ha
TOCYIapCTBEHHOM H
MHOCTPAHHOM SI3bIKaX

Hcnonn3oBanue
npodeccnoHaTBbHOM
JOKYMEHTAIluU Ha
rOCy/IapCTBEHHOM U
HWHOCTPAaHHOM A3bIKax

KoHTpoJIb BBINOIHEHUS 3a1aHUI
IIPOU3BOACTBEHHOM MPAKTUKU,
OIIEHKa paboT MPON3BOACTBEHHOM
MPaKTUKHU
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MunucrepcTBo oopasoBanus Ilenzenckoii odnacTu
roCcyIapCcTBeHHOE AaBTOHOMHOE NPodecCHOHAIbHOE 00pa30BaTe/IbHOE
yupe:xxaenue Ilensenckoii oos1actu
«IleH3eHCKMH KOJ/UIEAK COBPEMEHHBIX TEXHOJIOTHI MepepadoTKu U OM3HECa»

PABOYAS ITIPOT'PAMMA YYEBHOM ITPAKTUKHA
VI1.02 OPTAHU3AIIASAA APXUBHOM PABOTHI IO JOKYMEHTAM
OPTAHU3 AL PA3JIMYHBIX ®OPM COGCTBEHHOCTHU
JISl CTYICHTOB, 00y4aIOILIUXCH 110 CIIeHATbHOCTH
46.02.01 /lokyMeHTALIMOHHOE O0ecleYeHUE YIIPABJICHHUS U APXUBOBEICHUE

IMEH3A, 2023
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PaccmoTtpena u ojo0peHa Ha 3ace/laHuu YTBEPXJAIO
METOIUYECKON [TUKJIIOBOH KOMHUCCHH

OOIIUX TYMaHUTAPHBIX U COLUAIBHO — 3aM. IUpeKTopa 1o y4ueOHol paboTte
YKOHOMUYECKUX JI.B. BoikoBa

« » 202
[Ipotokon Ne ot «_ » 202

[Ipencenarens METOAMYECKON LIMKIIOBOM
KOMHUCCUU T.H. KpacHomekoBa

PaGouas mnporpamMma y4eOHOW TMpPaKTHKKA pa3paboTaHa Ha OCHOBE
denepadbHOTO  TOCYIapCTBEHHOTO  00pa3oBaTeNbHOTO  CTaHIapTa IO
CIEIUAIBHOCTH  cpeaHero  mnpodeccuoHaabHOro  obpazoBanus  46.02.01
JIokyMEHTallMOHHOE OOECIICUCHHE YIPABICHUS W apXUBOBEICHHUE C Y4ETOM
[IpumepHOI 00pa30BaTEIBLHON MPOTPAMMBI IO CIIEHUATIBHOCTH

Pazpabotuuk: [lenésuna T.H., npenogaBarens [AIIOY T10 ITIKCTIIb



COJIEP)KAHME

1 OBIIAS XAPAKTEPUCTHUKA PABOYEN TIPOT'PAMMBI YUEBHOM
ITPAKTUKH

2. CTPYKTYPA U COJIEP)KAHUE YUYEEHOU NPAKTUKH

3. YCJIOBUS PEAJIN3ALIMN ITPOT' PAMMBI YUEBHOM ITPAKTUKHA
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1. OBIIIASI XAPAKTEPUCTUKA PABOYEH ITPOI'PAMMBI YYUEBHOM ITPAKTUKH
VIL02. OPTAHU3AIIUA APXUBHOM PABOTHI 11O TOKYMEHTAM OPTAHU3AIIMIA

PA3JINYHBIX ®OPM COBCTBEHHOCTH

1.1. Heap u niianupyemblie pe3yJibTaThl 0CBOCHHUS Y4eOHOH NPAKTHKH
B pesynbrare mnpoxokAeHus y4dyeOHOW MpakTUKH  OOydaromiuecs: TMONYy4aloT IepBUYHBIC

npodeCcCHOHATbHBIE HABBIKK 110 BHY JesTeIbHOCTH: OpraHusanus apXuBHONH pabOThl O JOKYMEHTaM

OpraHu3anuii pa3inyHbiX (OpM COOCTBEHHOCTH, M COOTBETCTBYIOIIMX €My OOIIMX KOMIETCHLUN U
npodeccnoHaNTbHBIX KOMIETSHIIHIA:

1.1.1.

[Tepedenp 0OMMX KOMIIETEHIIHIA:

Kon HanmeHoBaHHe 00IIIUX KOMIIETEHITHIA
OK 01 Bribupatb ciocoOsl perenus 3aa4d npopecCHOHANBHOMN NesTeTbHOCTH TPUMEHUTEIBHO K
pa3IMYHbIM KOHTEKCTaM
Hcnonp30BaTh COBpEeMEHHBIE CPE/ICTBA MTOMCKA, aHAIIN3a U HHTEPIIPETAIld HHPOPMAIINH,
OK 02 ¥ MTHPOPMAIMOHHBIE TEXHOJIOTUH JIJISl BBIMOIHEHUS 3a]1a4 MPoQeccuOHaIbHON
JeSTEIIbHOCTH
OK 04 O} dexTuBHO B3aUMOICHCTBOBATh U PA0OTATh B KOJUIGKTHBE M KOMaH/IE
Ocy1ecTBISATh YCTHYIO U TUCbMEHHYI0 KOMMYHHUKAIMIO HA TOCYAapCTBEHHOM SI3bIKE
OK 05 Poccuiickoii @eneparuu ¢ yuéToM 0COOEHHOCTEN COLIMATBLHOTO
U KyJIbTYpPHOT'O KOHTEKCTa
OK 09 [Tonmb30BaThes MPOHEeCCHOHATLHOM TOKYMEHTAITUEH HAa TOCYIapCTBEHHOM
Y UTHOCTPAHHOM SI3bIKaX
1.1.2. Tlepedenp npodeccHOHATBHBIX KOMITETCHITHIA
Kon HaumeHoBaHue BUI0B 1eITeJIbHOCTH U MPodeccHOHATbHBIX KOMIIeTeH il
B2 Opranu3zanys apxuBHOM pabOTHI IO TOKYMEHTaM OpraHU3aliil pa3Iu4HbIX (HopM
COOCTBEHHOCTHU
K 2.1 OcyiecTBIATh KOMIIJIEKTOBAaHHE apXUBHBIMU JieJIaMU (JOKyMEHTaMH1 ) apX1Ba
" | opranmzanuu
K 2.2 Bectu yuéT apXuBHBIX /1€ (JOKYMEHTOB), B TOM YHUCIIE C UCIIOJIb30BaHUEM
" | aBTOMaTM3UPOBAHHBIX CHCTEM
K 2.3 OcCylIecTBIATh XpaHEHNE apXUBHBIX J1€J1 (IOKYMEHTOB) C ITOCTOSIHHBIM CPOKOM XpaHEHUs
™" | M O IMYHOMY COCTaBY B apXMBE OPTraHU3aIUK
K 2.4 OcyiecTBIATh XpaHEHNE, KOMIUIEKTOBAaHUE, YUET U UCTOIb30BaHUE JIeN (JOKYMEHTOB)
" | BpEMEHHOTO XpaHeHHs
K 2.5 OcCyIIecTBIATh UCIIOJI30BAHNUE aPXUBHBIX JIeJT (IOKYMEHTOB), B TOM YHCJIe
" | ¢ HCTIOJIB30BAHKMEM aBTOMATH3UPOBAHHBIX CUCTEM
1.1.3. B pe3ynbTaTe 0CBOCHHUSI MPOPECCUOHATBHOTO MOTYJISl 00 yUaOIUICS TOJKEH:
Bnagers KomriexkToBanust apXUBHBIMU JieJIaMH (JJOKYMEHTaMH) apXHuBa
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HaBbIKaMH

OpraHu3aluu
Benenus yué€ra apXuBHBIX J1€]1 (JOKYMEHTOB), B TOM YHCJIE C
HCII0JIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

Ocy1ecTBIeHNs XpaHEHUsI apXUBHBIX el (JIOKYMEHTOB) C TOCTOSIHHBIM
CPOKOM XpaHEHUs U 10 JIMYHOMY COCTaBYy B apXMBE OpraHU3aluu
XpaHeHMs1, KOMIIJIEKTOBaHMs, y4€Ta U UCIIOJIb30BaHUsI J1eN (JOKYMEHTOB)
BPEMEHHOI'O XpaHEHUs

Hcnonb30BaHus apXUBHBIX el (IOKYMEHTOB), B TOM YHCJIE C
WCII0JIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

YmMmern

paboTath ¢ moapasaeIeHUsIMU/OPTaHU3aAMSIMHA HCTOYHUKAMU
KOMILJIEKTOBaHMsI apXUBa;

IIPUHUMATh apXUBHbIE JleN1a (JIOKYMEHTbI) Ha IIOCTOSHHOE HJIU
JI0JITOBPEMEHHOE XPaHEHHUE;

y4acTBOBAaTh B IIPOBEIACHUH SKCIIEPTU3bI IEHHOCTU PA3JIMYHBIX TUIIOB U
BUJIOB JIOKYMEHTOB B COOTBETCTBUU C BHYTPEHHHUMU PETJIAMEHTaMU
OpraHu3aluy;

HIPUMEHSATH B pab0Te PEKOMEHJAIIMH SKCIEPTHO-IIPOBEPOYHON KOMUCCUHI
WM SKCIIEPTHON KOMUCCUM OpTraHU3alH;

IIPUMEHSATH IEPEYHH C YKa3aHUEM CPOKOB XpaHEHUs /e (AOKYMEHTOB);
co0JII0IaTh HOPMATHBHBIE CPOKU XPAHEHUs 1] (JOKYMEHTOB);

BECTH Y4&€T UCTOYHHKOB KOMILJIEKTOBAHUS apXUBa;

UCIOJIb30BATh MEPEI0BON OTEUECTBEHHbIN U 3apyOEKHBIN OIBIT IO
KOMILIEKTOBAHHUIO apXHBa JeJaMU (JJOKyMEHTaMM) IIOCTOSIHHOTO U
JIOJITOBPEMEHHOI'O XPaHEHUS;

HCI0JIb30BaTh COBPEMEHHbIE aBTOMAaTU3UPOBAHHbIE, MH(OPMALIOHHBIE 1
TEJIEeKOMMYHUKALMOHHBIE TEXHOJIOTUU JOKYMEHTHPOBAHHBIX cep
JESATEIbHOCTH OpraHU3alyy.

CHCTEMaTU3HPOBATh Jeja (JOKYMEHTHI);

pa3Meniath apXUBHbIE JieJa (JOKYMEHThI) Ha MECTaX XPaHEHUsI B
COOTBETCTBUH C HOPMAaTUBHBIMH TPEOOBaHUSMHU B 00JaCTH apXUBHOIO Jieia
U yIIpaBJIeHUs TOKYMEHTaMU;

co0JIt0JaTh HOPMATHUBHBIE PEKUMBI XPAHEHUS APXUBHBIX J1€JT
(TOKyMEHTOB) Ha JIIOOBIX HOCUTENSX;

MIPOBOAUTH MPOBEPKY MOJHOTHI COCTaBa APXUBHBIX TOKYMEHTOB B
€IMHUIIaX XpaHEeHHUS,;

MIPOBOJIUTH OMMCAHUE APXUBHBIX JIeJ (JIOKyMEHTOB);

COCTaBJIATh CIIPABOYHO-IIONCKOBBIE CPEICTBA K apXUBHBIM JI€JIaM
(mokyMeHTam);

BECTHU YUYET U KOHTPOJIb BbIJaUX apXUBHBIX JIeJT (JOKYMEHTOB) U3
apXMBOXpaHWIUIIA U UX BO3BpATa;

BECTH YUE€T U KOHTPOJIb Nepeaun e (I0KYMEHTOB) B
roCyJIapCTBEHHbIN/MYHUIIUIIATBHBIN apXUB MM HA HHOE BHEIITHEE
XpaHEHUE U NpuéMa JIeN ¢ BHEIIHETO XPaHEHHUS],

MIPOBOJUTH MOJIUCTHYIO MPOBEPKY (PU3HUUECKOTO COCTOSTHUS J1ET
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(1OKYMEHTOB);

Pa3bICKUBATh HEOOHAPY)KEHHBIE /1A (JJOKyMEHTHI);

[10JIb30BaThCsl YUYETHBIMU JOKYMEHTAMH B PaMKax 3JIEKTPOHHbIX
MH(GOPMALIMOHHBIX CHCTEM JJOKYMEHTHPOBAHHBIX cep 1esATeNbHOCTH
OpraHu3aluy;

MOJIb30BAThCS CEPTHUPHUIMPOBAHHBIMU aBTOMATU3UPOBAHHBIMU CUCTEMAMU
JOKYMEHTUPOBAHHBIX c(ep ACATETHHOCTH OPTaHU3aIUH 10 YUETY,
perucrpanuu, KOHTPOIIIO J1e1 (JOKYMEHTOB);

I10JIb30BaThCsl UHPOPMALMOHHO-CIIPABOYHBIMU CUCTEMaMHU
JOKYMEHTUPOBAaHHBIX c(hep AesITeIbHOCTH OpraHnu3aluig;

BECTH CIPaBOYHO-TIOUCKOBBIE CPEACTBA K APXUBHBIM JI€JIaM (JIOKyMEHTaM);
BECTH YUET CTPaxOBOT0 (POHIA apXUBHBIX €] (JOKYMEHTOB);

IIPUMEHSATh HOPMATUBHBIE [TPABOBBIE AKThl, JIOKAJIbHbIE HOPMATUBHBIE aKThI
OpraHu3alK U METOANYECKHE JOKYMEHTHI B 001acTH y4€Ta apXUBHBIX A€
(IOKyMEHTOB);

BHOCHTb NPEAJIOKEHNUS 10 COBEPIICHCTBOBAHUIO METOAMUECKOTO
oOecriedeHrst y4€Ta pa3HbIX BUIOB JOKYMEHTOB B JOKYMEHTHPOBAHHBIX
cdepax AesTeTbHOCTH OpraHu3aIiHg;

3alMIaTh HH(GOPMALIMOHHbBIE PECYPChl apXUBa OT HECAHKIIMOHUPOBAHHOTO
J0CTyHa.

OpPraHMU30BbIBATh U 00ECIEUNBATh XpaHEHUE J1e1 (JJOKYMEHTOB)
BPEMEHHOI'0 XpaHEHUsl OpPraHU3ally B TPAJIULIMOHHOM U B 3JIEKTPOHHOM
BU/IE;

KOHTPOJIMPOBATh Pa3pabOTKy CTPYKTYPHBIMH MOJIPA3/ICICHUAMHU OUCEN 1
aKTOB O BBIJIEJICHUU HA YHUUTOKEHUE JIeJ1 (JIOKyMEHTOB) BPEMEHHOI'O
XpaHEHUs B TPAJULIMOHHOM U B JIEKTPOHHOM BH/IE;

(hopMHPOBATh €MHUIIBI XPAHEHHSI JOKYMEHTOB JJIs1 UX MOCIIEAYIOIIEr0
pa3MelleHys B apXUBE OpraHu3allnu;

COCTaBJIATh CIIPABOYHO-IIOUCKOBBIE CPEICTBA K apXUBHBIM JI€JIaM
(moxymeHTaMm);

OCYILECTBIATH MOMUCK J1e (JIOKyMEHTOB) BPEMEHHOI'O XpaHEHUs B
MIPOLIECCE UX XPAHEHUS B CTPYKTYPHBIX MOAPA3IEICHUSIX U apXUBE
OpraHu3aluiy;

OCYILIECTBIATh METOAMYECKOE PYKOBOJICTBO OPraHU3aLMEN XpPaHEHUS 1€
(TOKyMEHTOB) B CTPYKTYPHBIX [TOJIpa3/I€JICHUSAX OpraHU3aLUY;

OKa3bIBaTh CTPYKTYPHBIM NOJPA3ACICHUIM IPAKTUUECKYIO TOMOLIb B
OpraHM3allK XpaHEeHUs Ael (JOKyMEHTOB);

pa3pabaTbIBaTh CIpaBOUYHO-UHPOPMAIIOHHBIE JOKYMEHTHI 110
OpraHM3alMK UCIIOJIb30BAHUSA JeJT (JOKYMEHTOB) BpEMEHHOI'O XpaHEHHS B
CTPYKTYPHBIX IIOJIpa3Ae/ICHUsIX U apX1UBE OpraHu3aliiy;

MIPOBOJIUTH SKCIIEPTU3Y LIEHHOCTH JIeJ (JIOKyMEHTOB) BPEMEHHOTO
XpaHEHus, IepeJaHHbIX B apXUB;

OTIpEeEIISATh CPOKU XpaHEHUs /1€ (TOKYMEHTOB) BPEMEHHOTO XPAHEHUS;
o0ecreynBaTh 3alIUTY el (JIOKYMEHTOB) BPEMEHHOTO XpaHEHHs B
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OpraHM3aIfy OT HECAHKIIMOHUPOBAHHOTO JIOCTYTIA WM YHUUITOXKCHHS;
MPOBOANTH (PU3UUECKOE YHUUYTONKEHHUE N1 (JOKYMEHTOB) BPEMEHHOTO
XpaHEHUs C HCTEKIIMMHU CPOKaMHU XPaHEHUS TIOCJIE COTIACOBAHUS CO
CTPYKTYPHBIMHU TIOJIpa3/ICIICHUSIMH OpTaHNU3aIlNH;

0OpMIIATH YUETHBIC JOKYMEHTBI 00 YHUUTOKEHUH JIeN (IOKYMEHTOR)
BPEMEHHOT'O XpaHEHUs C HCTEKIIUMHU CPOKaMHU XPaHEHHSI COBMECTHO CO
CTPYKTYPHBIMH MOIPA3/ICIICHUSMHA OpTraHU3aIUH.

CHCTEMaTU3HPOBATh U 0000IIaTh CBECHHUS O COCTaBE U COACPKAHUHU
aApXHUBHBIX eI (JOKYMEHTOB);

UCIIOJIb30BaTh HH(POPMAITMOHHBIC TEXHOJIOTHU B O0JIACTH CO3/IaHUS
CIPAaBOYHO-TIOMCKOBBIX CPEJICTB apXUBa M JJOKYMEHTHPOBAaHHBIX chep
NEeSTeIbHOCTH OpTraHU3aIuy;

(hopMHUPOBATH OCHOBHBIE M BCTIOMOTATEIIbHBIE BUJIBI ApXHUBHBIX
CIPaBOYHHUKOB B 3JIEKTPOHHOU hopme;

MOJITOTABIIMBATh HH()OPMAIIMOHHBIE IOKYMEHTHI 110 3aIpocaM
MOJIb30BATEJICH PA3IMYHBIX KATCTOPHIA.

3HaTh

BH/IbI, PA3HOBUIHOCTH U (hOPMATHI BCEX BUIOB JOKYMEHTOB;

KpUTEPUHU OTpeieNIeHus IICHHOCTH Jie (JOKYMEHTOB) ISl TalbHEeHUIero
XPaHEHUs WIM YHUUYTOKEHHUS;

METOJIMKA pa3paboTKu GopM YUETHBIX TOKYMEHTOB B TPATUITUOHHOM H B
3JIEKTPOHHOM BH/JIE;

METOJIMYECKUE IOKYMEHTHI B 00JIaCTH UCTIOJIB30BaHUS U MMYOIUKAIIUU
apXUBHBIX el (IOKYMEHTOB);

METOJIMYECKUE IOKYMEHTHI  HallUOHAJIbHBIE CTAaHAAPTHI B 00JaCTH
JEJIONPOU3BOJICTBA U APXUBHOIO JIEN1a;

METOJIMYECKUE IOKYMEHTHI M HallHOHAJIbHBIE CTaHAAPTHI B 00J1aCTH yuéTa
JOKYMEHTOB M JOKYMEHTHPOBAHHBIX c(hep eATeIbHOCTH OPraHnu3alllu;
HAaY4YHO-METOAUYECKUE KPUTEPHUH IKCIIEPTU3BI IEHHOCTH PA3JIMYHBIX THUIIOB
Y BUJOB JeN (IOKYMEHTOB);

HOpPMAaTHBHBIE MPaBOBbIE akThl Poccuiickoit deneparyiy B 00JaCTH 3alTUTHI
MEPCOHAIIbHBIX JaHHBIX;

HOpMaTHUBHBIE MpaBoBbIe akThl Poccuiickoit deneparuu B o0nactu
uHpopManuu, HTHPOPMAIIMOHHBIX TEXHOJIOTHUHN, 3alIUTH HHGOPMAIIUHU U
MePCOHANBHBIX TAaHHBIX, IU(POBOI TpaHchopmanuu;

HOpMaTHUBHBIE MTpaBoBble akThl Poccuiickoit deneparuu B odnactu
KOH(UIEHIIMATbHOCTH NH(OPMaLINH;

HOpMaTHBHBIE MPaBoOBbIe akThl Poccuiickoit enepanuu B chepe
JIEJIONIPOU3BO/ICTBA U ApPXUBHOIO JIENIA;

HOpPMaTHUBHBIE MPaBOBBIE aKThl Poccuiickoit denepanuu B chepe
JEJIONIPOU3BOJICTBA;

oO1uiye NPUHIMIBI YYETA U KOMIUIEKTOBAHUS JeJT (JOKYMEHTOB)
OTPaHUYEHHOTO JOCTYIA;

OpraHu3alMOHHBIE IPUHLIHUIIBI UCIIOJIb30BAaHUS JOKYMEHTOB
OrPaHUYEHHOTO JOCTYIIA;




OpraHMU3alMOHHbIE TPUHIIMIIBI KOMIUIEKTOBAHUS /1€ (IOKYMEHTOB)
OTrPaHUUYEHHOTO JOCTYIIA;

0COOEHHOCTH OpraHU3aLUHU XPAHEHHs el (JIOKyMEHTOB) Ha PAa3TUYHBIX
HOCHUTEIIAX;

OTEYECTBEHHbIE U 3apyOeKHbIE CEPTU(PULIMPOBAHHBIE CUCTEMBbI
aBTOMATHU3MPOBAHHOTO y4€Ta apXUBHBIX €] (JJOKyMEHTOB);

NopsAA0K (POPMUPOBAHUS JOKYMEHTOB B KOMIUIEKTBI, TPYIITIBI, THUIIBI,
IIpaBUJIa CUCTEMATH3ALMU U KIaCCU(PUKALIMK JOKYMEHTOB;

IIpaBUJIa XpPaHEHUS el (JOKYMEHTOB) B COOTBETCTBUU C UX TUIIAMU;
cepTHU(HUIUPOBaHHBIE HH(POPMAITMOHHO-TTOUCKOBBIE CHCTEMBI B 00JIACTH
pa3paboTKK HAYyYHO-CIIPABOYHOTO alllapaTa JOKYMEHTHUPOBAaHHBIX chep
NEeSTEIbHOCTH OpraHu3aluy;

CIOCOOBI ¥ TEXHOJIOTUU IOKYMEHTUPOBAHUS PA3IMUHBIX BUJIOB
poeCCUOHATILHOM 1€ATENIbHOCTH;

CPOKH BBIIIOJHEHUS paObOT 110 OpraHU3aluy UCIOIb30BaHUs ApXUBHBIX JIEN
(1OKyMEHTOB);

CPOKH BBIIIOJHEHUS paOOT MO YUETY apXUBHBIX €] (JOKYMEHTOB);

CPOKH BBIIIOJIHEHHUS PadoOT;

CTaHIapTHl 0(hOPMIICHHUST OPTaHU3AMOHHO-PACIOPSAUTEIBHOM
JOKYMEHTAI1H;

TEOPETUYECKHE U METOINYECKUE ACTIEKThl KOMIUIEKTOBAHUS U IKCIIEPTU3bI
LIEHHOCTH BCEX BUJIOB JOKYMEHTOB;

TpeGoBaHus K 0(pOPMIIEHHIO JOIOBOPOB HA PEAIN3ALIUIO YCIYT BHEIIHEr O
XpaHeHus Jel (JIOKyMEHTOB);

TpeOOBaHMUS K TIOJTOTOBKE ApXMBHBIX CIIPABOK U BBIIMUCOK U3 apXUBHBIX
JIOKYMEHTOB;

TpeOOBaHuUs K IpolieccaM YHUUTOXEHHUs HH(POPMALUU B TPAJAULIMOHHOM U
JJIEKTPOHHOM BH/IE;

TpeOOBaHUs K YCTAaHOBJICHHBIM HOPMaM BBIPaOOTKU;

TpeOoBaHUs K YyUETY 0CO00 LIEHHBIX U YHUKAJIBHBIX apXUBHBIX el
(1OKyMEHTOB);

TpeOOBaHUs OXPaHBI TPY/IA;

YHU(PUIIUPOBAHHYIO CUCTEMY OpraHU3allMOHHO-PACcTIOPSIIUTENbHON

JOKYMEHTAIUH.

1.2. KotnuecTBO 4acoB y4eOHOI NPaKTHKH

Bcero wacos —36
B TOM 4YHCIIEe B OpPME MPAKTUIECKON TTOATOTOBKH —36



3.CTPYKTYPA U COAEP)KAHUE YUEBHOM NIPAKTUKH

3.2 TemaTu4yecKMii JIAH M COJiePKAHNE YIeOHOI MPAKTHKH

HaumeHoBaHue pa3jie/ioB U Buasbi pator KouunyecTBo
TeM 4acoB
1 2 3
Tema 1. 3akoHONATEIbHBIC M |PaccMOTPEHHE CTPYKTYPhl OPraHH3allMM, COCTABICHHE CXEMbl OPraHH3AlMOHHOH  CTPYKTYPBL, 6
HOpMaTHBHO'MeTogH‘IeCKHe oIpeeaeHne HCTOYHUKOB KOMILUIEKTOBAHMS apXyUBa OpraHu3anuu. M3ydeHne JOIDKHOCTHOW MHCTPYKIUH
JOKYMCHTBI B 00JIaCTU ApPXUBUCTA.
APXHUBHOT'O J€JIa
Tema 2. Kommnekropanue |CocTaBieHHE CIHCKAa HMCTOYHHKOB KOMIUICKTOBAHUS AapXWBa OPTraHU3alldH, OINPEICICHUE TPAHUIL 6
ApXUBHELIMH JIEJIAMH apXuBa (apXUBHOTO (oHIa. OCyLIeCTBICHHE JKCIEPTU3bl [EHHOCTH IOKYMEHTOB B COOTBETCTBHH C JEHCTBYIOIIMMH
OopraHu3aluu. 3aKOHOJATCJIbHBIMH aKTaMU 1 HOpMaTHBaMU
Tema 3. Obecneuenue yuera N3yyeHune cuctemsl yueTa apXUBHbBIX JOKYMEHTOB. O3HAKOMJIEHUE C OCHOBHBIMH YYETHBIMU JOKYMEHTAMH. 6
AOKYMCHTOB B apXHMBC, B TOM | OfecnieueHue mpruemMa 1 paliioOHaIbHOTO pa3MelIeHHs IOKYMEHTOB B apXUBE.
HHCIC € UCHOMB3OBAHNCM | Coerapienne cxeMbl pa3MEIICHHS CPEICTB XPaHEHMs. PaccMOTpeHMe TomorpauuecKux ykasaTened B
aBTOMATH3HPOBAHHBIX ApPXMBOXPAHWIHILE OpPTraHU3aIIH.
CUCTEM.
N3yuenue pexXUMOB XpaHEHHsS JOKYMEHTOB. (O3HaKOMJIEHHE C TpPaBUJIAMU BEACHHS KYpPHAJIOB 6
Tema 4. OGecnieueHune HaOII0IEHUS 32 TeMIIepaTypPHO-BIAKHOCTHBIM PEKMMOM B apXHBOXPAHUIIHIILIE.
COXPaHHOCTH TOKYMEHTOB B |OopMiIeHHE AOKYMEHTOB IO pe3yjbTaTaM NPOBEPKU HATUYUs U COCTOSIHMS JOKYMEHTOB B apXHUBE, O
apXuBe. BBIZICJICHUH K YHUUYTOXXKCHHUIO apXWBHBIX JOKYMEHTOB, HE TOJIEXKANIMX XpaHeHuto. PecraBparms
apXMBHBIX JOKYMEHTOB.
[ToaroToBka gen K apXMBHOMY XPaHEHHIO, B TOM YHCJIE: M3y4€HHE JOKYMEHTOB B IEJSX OMpPEACIICHUS 6
CPOKOB WX XpaHEHHUs, HyMepalus JIMCTOB apXMBHOTO J€Ja, COCTaBJICHHUE U OPOpMIICHHWE BHYTPECHHEU
OMKCHU M JIMCTa-3aBEPUTEINII apXUBHOTO JeNia, COCTaBlieHHE W OGOpMIICHHE KapThl-3aMECTUTEINS, JIMCTa
Tewma 5. IlogroroBka aen K
UCIIOJIb30BAaHUsl apXMBHOTO JleJla, COCTaBiIeHHE M O(QOpMIIEHUE PEKBU3UTOB OOJIOKKH apXHMBHOTO Jena,
apXUBHOMY XPaHEHHIO
MPOILIKBKA apXUBHOTO JIeNa.
CocraBieHre apXWBHOW OMHUCH JeNI TMOCTOSIHHOTO xpaHeHus. OdopmiieHne omucu Ael MO0 JTUYHOMY
cocraBy. OdopmiieHue onucu Jen BpeMeHHoro (cBeiie 10 neT) cpoka XpaHeHHUs.
O3HaKOMJIEHHE C MCTOYHUKAMU W TIOPSIKOM KOMILUIEKTOBaHUS (oHMIA moib3oBarens. O3HaAKOMIIEHUE C 6

Tema 6. Opranuzanus
HCIIOJIb30BAaHUE aPXUBHBIX
JIOKYMEHTOB, B TOM YHUCJIE C
HCII0JIb30BaHUEM

MOPsAAKOM BbIJaYMW APXHUBHBIX JOKYMCHTOB, O(I)OpMJ'ICHI/Ie 1a0JI0HOB 3alIpoCOB Ha BbIAAYY APXHBHBIX
JOKYMCHTOB. HOHFOTOBKa OTBCTOB Ha 3aIllpOChl: ApXUBHBIC CIIpaBKa, KOIIKWA, BBIITMCKA

PaGoTa ¢ I/IH(l)OpMaHI/IOHHO-HOI/ICKOBBIMI/I CUCTCMAaMU U DJICKTPOHHBIMU KaTaJlOraMMW apXHBOB.
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ABTOMATHU3UPOBAHHBIX
CHUCTEM

IMpomexyTounas arrectauus ( 1ug¢epeHIIIPOBAHHBII 3a4eT)

Bcero

36
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3. YCJOBUS PEAJIM3AIIAU YYEBHOU MPAKTUKH

3.1. TpeGoBaHUsI K MUHUMAJbHOMY MaTepPHAIbHO-TEXHHYECKOMY 00ecredyeHn 0

VYyeOHasi mpakTUKa peaju3yercs B MacTepcKuxX MNpodeccHoHaIbHOW 00pa3oBaTenbHON
opraHu3ani ¥ TpeOyeT Hanmuyus OOOpYIOBaHUS, MHCTPYMEHTOB, PACXOJHBIX MAaTepHajoB,
o0ecreunBarOIUX BBIOJIHEHWE BCEX BUAOB PAa0OT, OINpPEAETCHHBIX COJIEPKaHHEM MPOTrpamMmm
npoeCCHOHATBHBIX MOJYJCH, OTBEYAIOIIEro TMOTPEOHOCTSIM OTpaciu H  TpeOOBAHUAM
paboToaarenen.

Peanu3anuss y4eOHOM MpakTHKM TpeANoNaraeT Halu4yue y4yeOHOro KaOMHeTa
JIoKyMeHTaIlMOHHOTO 00ecTeYeH sl YIIpaBlIeHus, JIabopaTropuu JOKYMEHTOBEICHNUS;

y4eOHO KaHUeIsIpuu (CITyKObI JOKYMEHTAIIHOHHOTO 00€CIIeUeHHs YIIPABICHUS).

OGopynoBanue ydyeOHOro KaOMHETa W paboYnMx MecT kKaOumHera J[oKyMeHTarmoOHHOTO
oOecrieueHns ynpaBiIeHUs:

MIOCa/I0YHbIE MECTa [0 KOJIMYECTBY 00yUarOIUXCs;

paboyee MeCTO IpenoaaBaTes;

JI0CKa;

HOPMAaTHBHO — MPABOBbIE JJOKYMEHTHI;

KOMILJIEKT y4eO0HO — METOINYECKUX MOCOOUIA.

Texnuueckue cpencrtsa OOydyeHHUS: MYIBTUMEAMMHBIA IPOEKTOpP, KOMIBIOTEPHI C
JUIIEH3UOHHBIM MPOTrpaMMHBIM oOecrieueHrneM; paBoBblie cucteMsbl ['apanTt, Koncynsrantlitoc.

ObopynoBanue mnabopaTopud u paboyMx MecT Jaboparopuul JOKYMEHTOBEICHUS:
KOMITBIOTEPHI, MPHUHTEP, CKaHep, MOJeM (CIyTHHUKOBAas CHUCTEMa), IPOEKTOp, MPOrpaMMHOE
obecrieueHre oO0mero M MpodhecCHOHATBHOTO HAa3HAUYEHUS, KOMIUIEKT Y4eOHO-METOAMYECKOM
JTOKyMEHTAINH; MpaBoBbie cuctemsl ['apant, Koncynsrantllnoc;

O6opynoBanue abopaTopuri W padboOvYMX MecT J1abopaTopuul y4eOHOW KaHICISIPUU
(cmy»Obl JTOKYMEHTALIMOHHOTO OOECIHEeUeHUsl YIPaBJICHHUS): KOMIBIOTEPHI, MPUHTEP, CKaHEp,
MojeM (CIyTHMKOBass CHCTE€Ma), MPOEKTOp, MporpamMmmHoe oOecrieueHne oOmero u
npo¢eCCHOHAFHOTO HAa3HAYCHHS, KOMIUIEKT Y4eOHO-METOIUYECKONW TOKYMEHTALMH; TIPABOBBIC
cuctemsl ['apant, Koncynsrantltoc.

Peanmu3anuss mporpaMmbel  MOAyAsS — Mpenmnojaraer — oOsA3aTeNbHYI  Yy4eOHYI0 U
MPOU3BOJICTBEHHYIO MTPAKTHUKY.

OObopynoBaHre U TEXHOJIOTMYECKOE OCHAIIEHHE Pa0OYMX MECT: KOMITBIOTEpBI, IPUHTE,
CKaHep, JIMIIEH3MOHHOE nporpaMMHoe oOecrieyeHHe OOIIEro M HpogecCHOHATBHOTO
Ha3HAYCHUSI, KOMILIEKT HOPMAaTUBHO — TPABOBOM JOKYMEHTAIIHH.

3.2. UudopmanuonHoe odecreuyeHne o0ydeHust

3.2.1. OcHoBHbIE MeYaTHLIE H3TAHUA

Opranuzanus apXuBHOW M CHPaBOYHO-MH(GOPMAIMOHHON paboThl MO JOKyMEHTaM
opranuzaiuu [Tekcr]|: yueOHUK ISl UCHOJIB30BAaHUS B Y4eOHOM IMpoliecce 00pa3oBaTEIbHBIX
YUPEKACHUH, PpEATU3YIOIUX MPOrpaMMBbl CPEIHEro NpPOQecCHOHATBHOTO 00pa3oBaHUs IO
crienuanbHOCTH "J[OKyMEHTAIIMOHHOE O0ECTICUeHUE YIPABJICHUS U apXUBOBEJAeHUE»: [B 2 4.] /
[bypoBa E. M., Xopxopauna T. W.]; mox pea. E. M. bypoBoii — 3-e u3n. crep. — Mocksa:
Axanemus, 2019. (IlpodeccuonansHoe oOpazoBanue. IIpodeccuonanpupiii Momyns). Y. 1. —
2019. — 336 c. ISBN uznanus: 978-5-4468-5976-4. ISBN toma: 978-5-4468-5974-0.

Opranu3zaiiys apxXuBHOM U CIIPaBOYHO-UH(OPMALIMOHHON PabOTHI O JOKYMEHTaM
opraam3aiuu [ Tekcr] : yaeOHUK I UCIONb30BaHUs B yUeOHOM TIpoIiecce 00pa3oBaTeIbHBIX
VUPEXKIEHUH, peaTn3yIOIIUX MPOTPaMMbl CPEeTHETO MPOodECCHOHATHLHOTO 00pa30BaHUs IO
cnierranbHOCTH "JloKkyMeHTallMoHHOE 00ecriedeHrne yIpaBIeHHs U apXUBOBeJeHHE»: [B 2 4.] /
[Byposa E. M., Xopxopmuna T. 1.]; mox pen. E. M. BypoBoii. — 3-¢ u3a. ctep. — Mocksa:
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Axanemusi, 2019. — (IIpodeccuonansuoe oopazoBanue. [Ipodeccuonanbupiii Moayns). Y. 2 / [E.
M. bypoga, A. Il. AdbanaceeBa, E. B. Anekceesa, A. E. Pomnonoga]. — 2019. — 400 c.
ISBN: 978-5-4468-5975-7

Packun, JI. 1. Meronuka W TpakTHKA apXWBOBEICHUS: YYEOHUK JUISI CPEIHETO
npodeccuonansHoro obpaszosanus / [1. U. Packun, A. P. CokonoB. — Mocksa: U3marenscTBo
FOpaiit, 2022. — 339 ¢. — (IlpodeccuonansHoe odpazoBanue). — TEKCT: HEMOCPEICTBEHHBIN.
— ISBN 978-5-534-02419-7.

3.2.2. OcHOBHBIE 3JIEKTPOHHbIE U3IaHUS

1. Packun, JI. 1. MeTtonmuka WM TNpakTHKAa apXWBOBEICHHUS: YYEOHUK IS CPEIHETO
npodeccuonansHoro obpaszosanus / [l. U. Packun, A. P. CokonoB. — Mocksa: U3marenscTBo
FOpaiit, 2022. — 339 ¢. — (IIpodeccuonanproe obpazoBanue). — ISBN 978-5-534-02419-7.
— Teker: oamektponnblit  //  OOpasoBarenpHas mnatdopma  FOpaiit  [caiit]. —
URL.: https://urait.ru/bcode/492546

3.2.3. lonosiHuTEIbHbIE HCTOYHHUKH (1pU He0OX00UMOCmu)

1. bacakoB, M.U., JIoOKyMEHTAIlMOHHOE OOCCIICYCHHE YIpaBieHUs (C OCHOBaMU
apxuBoBenieHns): yuebnoe mocobue it CIIO / M.M. BacakoB. — Mocksa: M3matenbcTBO
KnoPyc, 2022. — 216 c. — Tekcr : HenocpeactBennbii. — ISBN: 978-5-406-09983-4.

2. byposa, E. M., MypasseBa, H. A. CnpaBouHUK 0O apXMBHOMY JAely MAJs
paboTHuKoB opranm3zaiuii. — (Cepust «YrmpasieHueckas 0e3onmacHOCTh» / mon oour. pen. A. b.
be3boponosa). — M: Tepmuka, 2018. — 396 c. — Tekct : HenocpeacreerHsid. — ISBN: 978-5-
6040204-4-9.

3. Beperexuna, C.B., HerocynapcTBeHHbIE CTPYKTYpPBhl U ayTCOPCHUHT B apXHWBHOM
nene : monorpadus / C.B. Beperexuna. — Mocksa: UznatensctBo Pycaitne, 2022. — 128 c. —
Texkcr : mHenocpencTBeHHbid. — ISBN: 978-5-4365-8006-7.

4, Eropos, B.Il., CnunskoB, A.B. OOGecrneueHue COXpaHHOCTH, pecTaBpanus M
KOHCepBallus JOKYMEHTOB: yyeOHoe nmocobue. — C.-110.: Jlanp, 2022. — 220 c. — ISBN: 978-5-
507-45047-3.

S. Eropos B.II. CoBpemeHHas opraHusanus TOCYAApCTBEHHBIX YUpPEXKACHUN
Poccun: yue6noe nmocodbue misa CIIO / B. II. Eropos, A. B. CiunbkoB. — Cankr-IlerepOypr:
Jlanb, 2020. — 204 c. — Tekcrt : HenocpeacTBenubiit. — ISBN: 978-5-8114-6382-4.

6. Kosnog, B. I1. ApxuBoBenenue: yaeOHUK U npakTukym ajist By3oB / B. I1. Koznos.
— Mocksa: M3garenscTBo FOpaiit, 2022. — 329 c. — (Bsiciiee o6pazoBanue). — ISBN 978-5-
534-14066-8. — Tekct: anekTpoHHb // OOpa3zoBatenbHas miatgopma IOpaiit [caliT]. —
URL.: https://urait.ru/bcode/496661

1. [TaBnoBa, P. C. [lenonpou3BoicTBO MO0 OOpaIieHusIM Tpaxaad: yuebHoe mocooune
st CIIO / P. C. IlaBnoBa. — Cankr-IletepOypr: Jlawp, 2022. — 324 c.: mn. — Tekcr:
HerocpeacTBeHHbIA. — ISBN: 978-5-8114-9925-0.

8. [ToroB, A.B. ApxuBoBenenue. 3apyOexnas Poccuka: ydyeOHUK AT CpeIHEro
npodeccuonanbHOro obpazoBanms / A. B. I[TomoB. — Mocksa: UznarensctBo Opaiit, 2022. —
168 c¢. — (IIpodeccuonanpHoe obOpazoBanue). — ISBN 978-5-534-10240-6. — Tekcr:
AIIEKTPOHHBIN /l OO6pazoBaTenpHas maTdopma Opaiit [caiit]. —
URL.: https://urait.ru/bcode/495214

9. Packun, [I. . ApxuBoBeaenue: yuyeOHuk s By3oB / JI. M. Packun,
A. P. CokonoB. — 2-e u3[l., uctp. u gon. — Mocksa: U3natensctBo FOpaiit, 2022. — 468 c. —
(Beiciee  obOpaszoBanme). —  ISBN 978-5-534-15245-6. — TekcT: »IeKTpOHHBIA //
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OopazoBarenbHas miardopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/497656

10. Camapuyk, H.C., MapkeTuHroBas JeATE€IbHOCTh TOCYAApPCTBEHHBIX apXHBOB:
mororpadus / H.C. Camapuyk. — MockBa: M3natensctBo Pycaiince, 2023. — 312 ¢. — Tekcr:
HernocpenctBeHHsblin. — ISBN: 978-5-466-01550-8.

11.  Tenwpuapo A. JI. ApxuBoBenenue: yueOHOe mocobue s OakamaBpoB / A. ]I
TenpuapoB. 5-¢ m3a. — MockBa: UTK «/lamkoB u K», 2022. — 184 c¢. — Tekcr:
HenocpeacTBeHHblit. — ISBN: 978-5-394-04946-0.

12. Xopxopauna, T. . ApxuBnas 3Bpuctrka: yueOHuk / T. M. Xopxopauna, A. B.
[Tonos; mox pex. E. W. ITuBosapa. — 4-e u3zz. - Mocksa: Poc. roc. rymanur, yH-t, 2019. - 296 c. —
ISBN 978-5-7281-2497-9. — TekcT: 2JIEeKTPOHHBIN. —

URL: https://znanium.com/catalog/product/1087575

13. [HemenkoBa, C. . ApxuBoBenenue. Mcropust apxuBoB Poccum ¢ apeBHEHIIMX
BpeMeH 110 Havana XX Beka: yueOHoe ocodue Juisi cpeiHero MpodecCHOHATBHOTO 00pa3oBaHUs
/ C. W. llemenkoBa; moa HayuHou pemakiueid JI. H. Ma3yp. — Mocksa: M3natenscTBo FOpaiiT,
2022. — 153 c. — (Ilpoceccuonanvuoe oopazoBanue). — ISBN 978-5-534-10241-3. — Tekcr:
3JIEKTPOHHBIN /1 O6pazoBatenbHas wiatdopma FOpaiit [caiiT].—
URL: https://urait.ru/bcode/495215

14.  IllaxomanoBa, O.FO. Opranuzanus TOCYIapCTBEHHBIX y4YpexIacHHH Poccum:
yaeOHOe rmocodue s cpeanero npodeccuonaabnoro oopasopanus / O. 10, [llaxomanosa. — 2-
e wu3n., mnepepab. m gon. — MockBa: MsnmarensctBo IOpaiit, 2022. — 16lc. —
(ITpodeccuonanproe obpazoBanue). — ISBN 978-5-534-12448-4. — Tekcrt: 31meKTpOHHBIN //
OopazoBarenpHas miardopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/496292

4. KOHTPOJIb Y OLIEHKA PE3YJIBTATOB OCBOEHUSI YUEBHOM INPAKTHUKH

Kox v HanmenoBanue

npogdeccuoHAIbHBIX

M 001IMX KOMIIETeHUMH, Kpurepun ouenku MeToabl OLIeHKH
(popmupyembIX

B PaMKax MOJYJisl

IIK 2.1. Co3zianue JIOKalnbHBIX HOPMAaTHUBHBIX KonTpons
Ocy1iecTBIAThH JIOKYMEHTOB Y ITPOTOKOJIOB 3aCEIaHUIN BBITIOJTHEHUS 33 1aHHi
KOMIUIEKTOBaHHE AKCIEPTHON KOMHCCHM OpraHU3aliu. y4eGHOM MPAKTHKH
apXUBHBIMU JI€J1aMH [TpoBeneHmne s3KCIEpTU3bI LIEHHOCTH

Onenka pabot
(ToKyMeHTaMu) apXuBa JIOKYMEHTOB OpPTaHU3aLHH. S0
OpTaHH3AIIH y4eOHOU NMPaKTUKN
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https://urait.ru/bcode/496292

IIK 2.2.

Bectu y4é€t apXuBHBIX A€l
(TOKYMEHTOB), B TOM
YUCJIE C UCIIOJIb30BAHUEM
aBTOMATHU3UPOBAaHHBIX
CUCTEM

VY4&T apXuBHBIX J1e7 (JIOKYMEHTOB)
MOCTOSIHHOTO Y BPEMEHHOT'O XPaHEHUSI.
Y4ét GoHIOB U ONUCEl apXUBHBIX JIETT
(moKkymMeHTOB). YUET BbIIaul apXUBHBIX
Jien (IOKYMEHTOB) M3 apXHUBOXPaHIIIHINA
Y UX BO3Bpara. YYET U KOHTPOJIb
nepeaadn apXuBHBIX 1€ (JOKYMEHTOB) B
rOCYJIapCTBEHHBIN/ MyHHITUIIATbHBIHA
apXuB WJIM HA HHOE BHEIIHEE XPaHCHHUE.
VY4ET 1 po3bICK HEOOHAPYKEHHBIX JIE]T
(moxymenTtoB). Benenue nen ¢honmoB

KonTpons
BBIIIOJIHEHUS 3aJaHUN
y4eOHON MTPaKTUKH

Onenka pabot
y4eOHON MTPaKTUKH

IK 2.3.

Ocy1ecTBIATh XpaHEHUE
apXMBHBIX JeJT
(IOKyMEHTOB) C
MOCTOSTHHBIM CPOKOM
XpaHEHHUS U 110 JINIHOMY
COCTaBy B apXHBe
OpraHu3aIH

Coznanue onucei aen (TOKyMEHTOB)
OpTraHMU3aINH MOCTOSTHHOTO CPOKa
XPaHEHUs U 10 JIUYHOMY COCTaBY.
Pa3menienue apXuBHBIX J1€7T
(IIOKyMEHTOB) B apXUBHBIX XpaHWINIIAX
B COOTBETCTBUU C BEIOPAHHOW CXEMOM
KJIacCU(UKALMU U CUCTEMaTU3alluu Aell
(moxymenToB). Co3naHue u o0ecrieueHue
PEKUMOB XpaHEHUS apXUBHBIX /€T
(moxymenToB). [IpoBepka HaTU4IUs U
COCTOSTHUS apXUBHBIX JIeJ (JOKYMEHTOB).
BrisiBieHue 1 y4€T apXUBHBIX JIETT
(TOKYMEHTOB), TPEOYIOITUX
pecTaBpalMOHHON, KOHCEPBAIMOHHO-
npoQUTAKTUIECKON U TEXHUYECKOM
00pabotku. [loaroroBka ycnoBuid st
obecreyeHnst COXpaHHOCTU apXUBHBIX
nen (TIOKYMEHTOB) B OCOOBIM Mepuo u
Ype3BBIYAHBIX CUTYALIHSIX.
Ocy1ecTBIeHNE KOHTPOJISI IBUKEHUS
ApXUBHBIX JIeJT (IOKYMEHTOB) M HX
¢dusnueckoro cocrostaus. [loaroroska n
nepeaavya apXuBHbBIX 1N (JOKYMEHTOB) B
TrOCYJapCTBEHHBIN/ MyHHUITUTIATHHBIN
apXWB WM Ha HHOE BHEIITHEE XPaHEHUE

KonTpons
BBIIIOJIHEHUS 3aJaHUN
y4eOHON MTPAKTUKH

Onenka pabot
y4eOHOU MTPaKTUKH

[1IK 2.4.

Ocy1ecTBIATh XpaHEHUE,
KOMILJIEKTOBAaHUE, YUET U
UCTIOJIb30BAHUE JIETT
(1OKyMEHTOB) BpEMEHHOTO
XpaHEHHS

VYuér onucei 1e1 BpEMEHHOTO XPaHEHUS
CTPYKTYPHBIX MOJIpa3AeIeHUN
OpTraHu3aIiy B TPAAUIIMOHHOM U B
AIIeKTPOHHOM BHe. CrcTemMaTnu3anus
nen (I0KyMEHTOB) BPEMEHHOTO
XPaHEHUs, IPUHATHIX OT CTPYKTYPHBIX
noJipa3ieNieHuii OpraHu3aluu, s
pasMeIeH sl B XpaHUIIUIIE apXHBa
opranm3aiui. KoHTposis BeIgaun B
OTIepaTHBHOE MOJI30BAHUE JIEIT
(IIOKYMEHTOB) BPEMEHHOTO XPaHEHHS U
ux Bo3Bpara. [IpoBesieHrEe IKCTIEPTH3HI
[IEHHOCTH €N (IOKYMEHTOB)
BPEMECHHOT'O XpaHEHUS B apXUBE
opranm3aiuu. [loaroroska aen
(TOKyMEHTOB) BpEMEHHOTO XpaHEHUS,
MPHUHSTHIX OT CTPYKTYPHBIX

Kontposns
BBITIOTHEHUS 3alaHuH
yueOHOM MpaKTUKU

Onenka pabot
yueOHOM MpaKTUKU
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Mo/pa3iesieHuid, Ha YHUUTOKEHUE.
Coznianue akToB O BBIJICJICHUU Ha
YHUUTOXKEHUE JeN (JOKYMEHTOB)
BPEMEHHOIO

XPAHEHUS C UCTEKIITUMHU CPOKaMH,
MPUHSTHIX OT CTPYKTYPHBIX
MoApa3IeICHUI

IIK 2.5.

OcymecTBIsTh
MCIOJIb30BaHNE apPXUBHBIX
nen (TOKyMEHTORB), B TOM
YHCIIe C UCTIOJIb30BaHHEM
aBTOMATHU3UPOBAHHBIX
CUCTEM

[Tonneprkka B akTyaIbHOM COCTOSTHUH
AIIEKTPOHHBIX WH(POPMAIIMOHHO-
MTOWCKOBBIX CHCTEM apXuBa B
JOKYMEHTHPOBaHHBIX chepax
JESITEIIBHOCTH OpPraHu3allny.
CocraBieHne CpaBOYHO-TIOUCKOBBIX
CPEJIICTB K apXUBHBIM JIeJIaM
(mTokyMeHTaM), yYTEHHBIM B apXHUBE U B
JIOKyMEHTHUPOBAHHBIX chepax
JesITeIbHOCTH opranu3anuu. [loaroroska
OTBETOB Ha 3aIPOCHI APXUBHBIX JEJT
(moxymenToB). [lonroroBka paboThI
MOJIb30BATENCH B UATAIILHOM 3aJe
apxuBa

KonTponb
BBIIIOJIHEHUS 3aJaHUN
y4eOHON MTPaKTUKH

Onenka padot
y4eOHON MTPAKTUKH

OK 01.

Bri6upaTh criocoOsr
pelIeHus 3a1aq
npodeCCUOHATLHON
JeSATEIbHOCTH
MPUMEHUTEIIHHO K
Pa3IMYHBIM KOHTEKCTaM

Bri10op criocoba pemienns 3aga4q
npoecCHOHANBHOM e TeNIbHOCTH
NPUMEHHUTEIHHO K Pa3IHIHBIM
KOHTEKCTaM

Kontpouns
BBITIOJTHEHUS 3aJaHNI
yueOHOM NMpaKTUKU

Orenka pabot
yueOHOU MpaKTUKU

OK 02.

Hcnons3oBarts
COBPEMEHHBIE CPE/ICTBA
MIOUCKA, aHaJIu3a U
MHTEpIIpEeTalNN
uHpopMaLUU 1
nH(pOpMaLIMOHHbIE
TEXHOJIOTUH IS
BBITIOJTHEHUS 33/1a4

Hcnonb30BaHne COBPEMEHHBIX CPEACTBa
MIOKCKA, aHaJIN3a U UHTEPIpETaluu
nH(pOpMaLlH, U UCIIOJIb30BAHNE
MH(POPMALIMOHHBIX TEXHOJIOTUHN IS
BBITNIOJTHEHUS 33/1a4 PO eCCHOHATbHON
JESATEIIBHOCTH.

Kontpouns
BBITOJIHEHUS 3a]laHHUH
yueOHOI MpaKTUKH

Onenka pabot
yueOHOI MpaKTUKH

npodeccnoHanbHOM

NeSITeIbHOCTH

OK 04. B3aumoneiictBue u pabota B koyiektue | KoHTpoib

O dexTuBHO A KOMaHZIC BBITIOTHEHUS 3alaHuH

B3aMMO/ICHICTBOBATH U
paboTaTh B KOJUIEKTHBE U
KOMaH/1e

yueOHOI MpaKTUKH

Onenka pabot
y4eOHOI MPaKTUKH

OK 05.

Ocy1ecTBISATh YCTHYIO U
MIICBMEHHYIO
KOMMYHHKAIUIO Ha
roCy1apCTBEHHOM SI3bIKE
Poccuiickoit ®denepanuu ¢
y4€TOM 0COOEHHOCTEH

OcymiecTBieHNE YCTHON U TUCBMEHHON
KOMMYHHUKAITUU Ha TOCYIapCTBEHHOM
a3bike Pocculickon @enepanuu ¢ y4€Tom
0COOEHHOCTEN COLIMAIILHOTO U
KYJIbTYPHOT'O KOHTEKCTa

Kontpons
BBITTOJIHEHUS 3a/JaHHH
yueOHOM MpaKTUKU

Onenka pabot
yueOHOM MPaKTUKU
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COLIMAJIBHOTO U
KYJIbTYPHOT'O KOHTEKCTa

OK 09.
ITons30BaThCA
npodeCcCuOHAITBHON
JOKYMEHTalMen Ha
roCyJ1IapCTBEHHOM U
WHOCTPAHHOM SI3bIKaxX

Hcnonb3oBanue npodeccuoHaibHON
JIOKYMEHTALUU Ha TOCYAApPCTBEHHOM U
MHOCTPaHHOM SI3bIKax

KonTpons
BBITIOJIHEHUS 3aJaHUH
y4eOHOI MPaKTHKH

Orenka pabot
y4eOHOI PaKTHKH
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MunucrepcTBo oopasoBanus Ilenzenckoii odnacTu
roCcyIapCcTBeHHOE AaBTOHOMHOE NPodecCHOHAIbHOE 00pa30BaTe/IbHOE
yupe:xxaenue Ilensenckoii oos1actu
«IleH3eHCKMH KOJ/UIEAK COBPEMEHHBIX TEXHOJIOTHI MepepadoTKu U OM3HECa»

PABOYAS TPOT'PAMMA ITPOU3BOACTBEHHOM IMTPAKTUKHA
I11.02 OPTAHU3AIIUS APXUBHOM PABOTHI IO JOKYMEHTAM
OPTAHU3 AL PA3JIMYHBIX ®OPM COGCTBEHHOCTHU
JISl CTYICHTOB, 00y4aIOILIUXCH 110 CIIeHATbHOCTH
46.02.01 /lokyMeHTALIMOHHOE O0ecleYeHUE YIIPABJICHHUS U APXUBOBEICHUE

IMEH3A, 2023
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PaccmoTpena u omo0peHa Ha 3aceTaHum YTBEPXIAIO
METOAUYECKOHN ITNKJIOBON KOMHCCHUN

OOIIMX TYMaHUTAPHBIX U COITUAIBHO — 3aM. aupekTopa mo yueoHou padore
DKOHOMHYECKUX JI.B. Bonikosa

« » 202
[Ipotokon Ne  or «__ » 202

[Ipencenarens METOAMYECKON IUKIIOBOMN
KOMHCCHUH T.H. KpacHomiekoBa
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1. OBIIIASI XAPAKTEPUCTUKA PABOUYEM ITPOI'PAMMBI ITPOW3BOJICTBEHHOI

ITPAKTUKH

I11.02 OPTAHU3AIIASI APXUBHOM PABOTHI IO JOKYMEHTAM OPTAHU3AIIUIA

PA3/IMYHbBIX ®OPM COBCTBEHHOCTH

1.1. I_[e.m, U IINIAHUPYEMBIC PE3YJIbTATHI 0CBOCHUSA l'[pOI/I3B0)ICTBeHHOﬁ MPaKTUKH

B pesyubrare

MPOXOXKJICHHUST  MPOU3BOJACTBEHHON TPAKTHUKH  OOYYaIOUIMiicS MOTy4aer

npodeccuoHanbHblil onbIT Mo Buay nestenbHoctd OpraHu3anus apXMBHOM paboOThl MO JOKyMEHTam

OpraHm3zaluii pas3nu4HbIX (HopM COOCTBEHHOCTH,

N OCBauMBA€T COOTBETCTBYHOIIHUE CEMY 06IHI/Ie

KOMIICTCHIOMUH 1 HpO(l)eCCI/IOHaJ'IBHBIe KOMIICTCHIIMN .

1.1.1.

ITepedeHn 0OITUX KOMIIETEHITUH:

Kon HanmeHoBaHHe 00IIIUX KOMIIETEHITHIA
OK 01 Bribupath criocoOsI petienus 3aad npoQecCuOHaNbHOMN NeSTeTbHOCTH PUMEHUTEIBHO K
Pa3IUYHbIM KOHTEKCTaM
Hcnonp30BaTh COBpEeMEHHBIE CPEICTBA MTOMCKA, aHAIIN3a U MHTEPIIpETaIlii HHPOPMAIINH,
OK 02 U UH(OpPMAIIMOHHBIE TEXHOJIOIUHU JJIS BBIIIOJHEHHUS 3aa4 NPo(ecCHOHANBHOM
JeSTEIbHOCTH
OK 04 O} dexTuBHO B3aUMOICHCTBOBATH U PAa00OTATh B KOJUIEKTHBE U KOMAaH/IC
Ocy1ecTBISATh YCTHYIO U TUCbMEHHYI0 KOMMYHHUKAIMIO HA TOCYAapCTBEHHOM SI3bIKE
OK 05 Poccuiickoii @eneparuu ¢ yuéToM 0COOEHHOCTEN COLIMATBLHOTO
U KyJIbTYpPHOT'O KOHTEKCTa
OK 09 [Tonb3oBatbes npodecCuoHaNbHOM IOKYMEHTAUEH Ha TOCYAapCTBEHHOM
Y UTHOCTPAHHOM SI3bIKaX
1.1.2. [Tepeuyens npodeccroHamTbHBIX KOMITETSHITHI
Kon HanmenoBaHue BUAOB AeATEJILHOCTH H NPOGQECCHOHATBHBIX KOMIIETEHIUI
B2 Opranu3zanys apxuBHOM pabOTHI [0 TOKYMEHTaM OpraHU3aluil pa3IundHbIX Gopm
COOCTBEHHOCTHU
K 2.1 OcyiecTBIATh KOMIUIEKTOBAaHUE apXUBHBIMU JIeJIaMU (JJOKYMEHTaMH) apXuBa
" | opranmzanuu
K 2.2 Bectu yuéT apXuBHBIX /1€ (JOKYMEHTOB), B TOM YHUCIIE C UCIIOJIb30BaHUEM
" | aBTOMaTM3UPOBAHHBIX CHCTEM
K 2.3 OcyiecTBIATh XpaHEHNE apXUBHBIX /€] (JIOKYMEHTOB) C IOCTOSIHHBIM CPOKOM XpaHEHHUS
" | ¥ Mo IMYHOMY COCTaBY B apXUBE OPTraHU3aIuM
K 2.4 OcyiecTBIATh XpaHEHNE, KOMIUIEKTOBAHUE, YUET U UCHOIb30BaHUE JIeN (JOKYMEHTOB)
" | BpEMEHHOTO XpaHeHHs
K 2.5 OcyIIecTBIATh UCIIOJIb30BAHNE aPXUBHBIX €l (JIOKYMEHTOB), B TOM UK CIIe
" | ¢ HCTIOJIB30BAHMEM aBTOMATH3UPOBAHHBIX CHCTEM
1.1.3. B pe3ynbTaTe 0CBOCHHS TPOU3BOACTBEHHOMN MPAKTUKNA 00YUJAIONTUNACS TOJKEH:



Bnanets
HaBBIKAMHU

KoM1iekToBaHus apXUBHBIMU JI€J1aMH (JOKYMEHTaMH) apXHuBa
OpraHu3aLuu

Benenus yuéra apxuBHBIX J€J1 (IOKYMEHTOB), B TOM YHUCJIE C
HCIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

Ocy1iecTBIIEHNs XPaHEHUS apXUBHBIX /1] (JOKYMEHTOB) C IOCTOSIHHBIM
CPOKOM XpaHEHHMs U 110 JIMYHOMY COCTaBYy B apXMBE OpraHU3alu1
XpaHeHMs1, KOMIIJIEKTOBaHMs, y4€Ta U UCII0JIb30BaHMsI J1eN (JOKYMEHTOB)
BPEMEHHOI'0 XpaHEeHHUs

Vcnonb30BaHus apXUBHBIX /1€ (JOKYMEHTOB), B TOM YHCIIE C
UCIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

YmMmern

paboTath ¢ moapasaeIeHUsIMU/OPTaHU3aAMSIMA HCTOYHUKAMU
KOMIUICKTOBAHMsI apXHBa;

IIPUHUMATh apXUBHBIE JleN1a (JIOKYMEHTbI) Ha IIOCTOSHHOE HJIU
JIOJITOBPEMEHHOE XPAHEHHUE;

y4acTBOBAaTh B IPOBEIACHUH SKCIIEPTU3bI IEHHOCTU PA3JIMYHBIX TUIIOB U
BUJIOB JIOKYMEHTOB B COOTBETCTBUU C BHYTPEHHHUMU PETJIAMEHTaMU
OpraHu3aLuy;

HIPUMEHSATH B pad0Te PEKOMEHJAIIMH SKCIIEPTHO-IIPOBEPOYHON KOMUCCUU
WJIM DKCIIEPTHOW KOMUCCUM OPTraHU3aLnu;

MIPUMEHSITH [IEPEUHU C YKa3aHHUEM CPOKOB XpaHEHUs JIell (JIOKYMEHTOB);
co0JIt0JaTh HOPMATUBHbIE CPOKU XPaHEHUs /1€ (JOKYMEHTOB);

BECTU YYET HCTOUHHUKOB KOMIIJIEKTOBAHMSI ApXHBa;

HCI0JIb30BaTh NEPEJOBON OTEUECTBEHHBIN U 3apYOEIKHBIN ONBIT 1O
KOMIUIEKTOBAHMIO apXMBa JeJIaMU (JIOKYMEHTaMH ) IOCTOSIHHOTO U
JIOJITOBPEMEHHOI'O XPaHEHUS;

UCIOJIb30BaTh COBPEMEHHbIE aBTOMATU3UPOBAHHBIE, UH()OPMAI[MOHHBIE U
TEJIEKOMMYHHUKAI[MOHHBIE TEXHOJIOIUU JOKYMEHTHPOBAHHBIX cep
JEATEIbHOCTH OpraHU3aliy.

CUCTEMAaTU3HPOBATh Jiea (JOKYMEHTHI);

pa3Meniath apXUBHbIE Jiea (JOKYMEHThI) Ha MECTaxX XpaHEHUS B
COOTBETCTBUH C HOPMATUBHBIMU TPEOOBAaHUSIMU B 00JIACTH apXUBHOTO Jeja
U yIIpaBJICHUsI JOKYMEHTaMU;

co0JIt0JaTh HOPMATHUBHBIE PEKUMBI XPAHEHUS APXUBHBIX J1€JT
(TOKYMEHTOB) Ha JIFOOBIX HOCUTEIISX;

MIPOBOAUTH MPOBEPKY MOJHOTHI COCTaBa APXUBHBIX TOKYMEHTOB B
€IMHHLIAX XPaHECHMUS],

MIPOBOJIUTH OMMCAHUE APXUBHBIX JIeJ (JIOKyMEHTOB);

COCTaBJISITh CIIPABOYHO-TIOMCKOBBIE CPE/ICTBA K apXUBHBIM JI€JIaM
(moxymeHTaMm);

BECTHU YUYET U KOHTPOJIb BbIJAUX apXUBHBIX JeJT (JOKYMEHTOB) U3
apXMBOXpaHWINIIA U UX BO3BPATa;

BECTH YU&€T U KOHTPOJIb Nepeayuu el (J0KyMEHTOB) B
rocy/1apCTBEHHBI/MYHUIIUIIATBHBIM apXUB WM Ha HUHOE BHELIHEE




XpaHEeHHE U MpHEMa JIeN ¢ BHEIIHETO XpaHEHHS,

MIPOBOJIUTH MOJIUCTHYIO MPOBEPKY (PU3UYECKOTO COCTOSHUS JIET
(1OKyMEHTOB);

pa3bICKMBATh HEOOHAPY)KCHHBIE Jiea (IOKYMEHTHI);

MOJIb30BAaThCsl YUYETHBIMU JOKYMEHTaMHU B paMKaX 3JIEKTPOHHBIX
MH(OPMALIMOHHBIX CHCTEM JOKYMEHTHUPOBAHHBIX c(hep NesITeTbHOCTH
OpraHu3aINH;

[10JIb30BaThCsl CEPTUPHUIMPOBAHHBIMU ABTOMATU3UPOBAHHBIMU CUCTEMAMU
JOKYMEHTUPOBAHHBIX c(ep ACATEIbHOCTH OPraHUu3aliy 110 YU€ETY,
perucTpanuu, KOHTPOJIIO el (JIOKyMEHTOB);

MOJIb30BaThCsl MHPOPMALMOHHO-CITPABOYHBIMUA CUCTEMaMH
JTOKYMEHTUPOBAHHBIX c(ep ACATEeTbHOCTH OpraHu3aIiHg;

BECTH CIIPABOYHO-IIOMCKOBBIE CPECTBA K aPXMBHBIM JIeJIaM (JJOKYMEHTaM);
BECTH YU€T CTPAXOBOI0 (POHAA ApXUBHBIX €]l (JOKYMEHTOB);

MPUMEHSTh HOPMATHBHEIE MTPABOBBIC AKTHI, JIOKATbHBIE HOPMATUBHBIEC aKThI
OpTaHU3aIH U METOINYECKHE JOKYMEHTHI B 00JIACTH y4€Ta apXUBHBIX JIEIT
(1OKyMEHTOB);

BHOCHUTB MPEATIOKEHUS IO COBEPILIEHCTBOBAHUIO METOIUYECKOTO
obecrieyeHus: yuéTa pa3HbIX BUIOB JOKYMEHTOB B JJOKYMEHTHPOBAaHHBIX
cdepax JAesTeIbHOCTH OpraHu3alluy;

3anMIaTh HHPOPMAIIMOHHBIE PECYPCHI apXUBa OT HECAHKIIHOHUPOBAHHOTO
JoCTyma.

OpraHu30BBIBAaTh U 00ECIIeUMBATh XpaHEHUE J1e1 (JOKYMEHTOB)
BPEMEHHOI'0 XpaHEHUsl OPTaHU3ALMH B TPAJULIMOHHOM U B 3JIEKTPOHHOM
BUJIE;

KOHTPOJMPOBATH Pa3pabOTKy CTPYKTYPHBIMH MOIPA3/ICICHUSIMH OMTUCEN U
aKTOB O BBIJICJICHUY Ha YHHUYTOXKEHHUE JIeN (JIOKYMEHTOB) BPEMEHHOTO
XpaHEeHUs B TPAJAUIIMOHHOM U B 3JIEKTPOHHOM BH/IE;

(opMHpOBATh €AUHUIIBI XPAHEHUS TOKYMEHTOB JJIsl MX TOCJIEIYIOLIET0
pa3MelleHNs B apXuBe OpraHu3aluy;

COCTABJISATh CIIPABOYHO-TIOMCKOBBIE CPEJICTBA K APXUBHBIM JeflaM
(moxymeHTaMm);

OCYILIECTBIIATH MOUCK JIeN (JOKYMEHTOB) BpEMEHHOTO XPAHEHUS B
Ipolecce UX XpaHEeHUs B CTPYKTYPHBIX MOJIPa3/IEICHUSAX U apXHBe
OpraHu3alIlH;

OCYILECTBIATh METOIUUECKOE PYKOBOJICTBO OpTaHU3allel XpaHeHUs el
(ITOKyMEHTOB) B CTPYKTYPHBIX ITOJIPa3/ICICHHUSIX OpPTraHU3aINu;

OKa3bIBaTh CTPYKTYPHBIM TOAPA3ISIICHISIM MTPAKTUIECKYIO TIOMOIIH B
OpraHM3allK XpaHEeHUs Ael (IOKyMEHTOB);

pa3pabarbIBaTh CIpaBOYHO-UH(POPMALMOHHBIE JOKYMEHTHI 10
OpraHu3allK UCTIOIb30BAHUS J1eN (JOKYMEHTOB) BPEMEHHOI'O XpaHEeHUs B
CTPYKTYPHBIX MOApA3/eNeHUsIX U apXUBE OpraHU3alluu;

MIPOBOJIUTH IKCIIEPTU3Y EHHOCTH JIENT (JIOKyMEHTOB) BPEMEHHOTO
XpaHEeHHUs, TIepeIaHHbIX B apXWB;
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OTIPEACTISATh CPOKU XpaHEHUS JIe (IOKyMEHTOB) BPEMEHHOTO XPAHCHUS;
o0ecrneunBaTh 3amuUTy Ael (JOKYMEHTOB) BPEMEHHOTO XpaHEHHS B
OpraHu3allH OT HECAHKIIMOHHUPOBAHHOTO JIOCTYIA M YHHUYTOXCHHUS;
MIPOBOJIUTH (PU3MUECKOE YHUUTOKEHHE eI (IOKYMEHTOB) BPEMEHHOTO
XPaHEHHUs C HCTEKIIMMHU CPOKAMH XPaHEHHS TIOCIIE COTJIACOBAHUS CO
CTPYKTYPHBIMH MOJIPA3ICIICHUSIMUA OPTaHU3aIUH;

oopMIATH yU€THBIE JOKYMEHTHI 00 YHUUYTOXKEHUU JIeN (JOKYMEHTOB)
BPEMEHHOT'O XPaHEHUS C UCTEKIIMMHU CPOKAMH XPaHEHHS COBMECTHO CO
CTPYKTYPHBIMHU TIOJJpa3/ICICHUSIMHI OpTaHU3aIINH.

CHCTEMAaTH3HPOBATh U 0000IIATh CBEICHUS O COCTABE U COACPKAHUU
apXHUBHBIX eI (JOKYMEHTOB);

MCIOJIb30BaTh HHPOPMAIIMOHHBIE TEXHOJIOTUHU B 00JIACTH CO3TaHUS
CIPAaBOYHO-TIOMCKOBBIX CPEJCTB apXMBa M JOKYMEHTUPOBAHHBIX chep
JeSTeTbHOCTH OpraHu3aIiH;

(bopMHPOBATH OCHOBHBIE M BCIIOMOTATEIILHBIC BUJIbI aPXUBHBIX
CIPAaBOYHHUKOB B AJIEKTPOHHOU (opMme;

MOJITOTABIINBATh HH()OPMAIIMOHHBIE IOKYMEHTEHI 110 3aIpOocaM
II0JIB30BATENIEH PA3IIMYHBIX KaTErOpUH.

3HaTh

BUJIbI, PA3HOBUIHOCTH U ()OpMAThI BCEX BUJIOB JOKYMEHTOB;

KpUTEPUHU ONPEESICHUs LIEHHOCTH /1€ (JOKYMEHTOB) JUIsl JalbHEUIIero
XpaHEHUs WIK YHUUYTOKEHUS;

METOAMKA pa3padoTKu (GOpM YUETHBIX JOKYMEHTOB B TPAJIUIIMOHHOM U B
JJIEKTPOHHOM BHJIE;

METOAMYECKUE JOKYMEHTHI B 00J1aCTH UCIIOIb30BaHUS U yOJIMKaLUU
apXUBHBIX €l (JOKyMEHTOB);

METOJINYECKUE IOKYMEHTHI M HallMOHAJIbHBIE CTAaHAAPTHI B 00JaCTH
JEJIONPOU3BOJICTBA U APXUBHOIO JIENa;

METOAMYECKHE JOKYMEHTHI U HallMOHAJIbHBIE CTaHAAPTHI B 00JacTH y4uéTa
JOKYMEHTOB U JOKYMEHTUPOBAaHHBIX c(ep AesITeIbHOCTH OpraHu3aliig;
Hay4YHO-METO/INYECKNE KPUTEPUH IKCIIEPTU3bI IIEHHOCTH Pa3INYHbIX TUIIOB
Y BUJIOB e (JOKYMEHTOB);

HOpMaTHBHBIE TPpaBoBbIe akThl Poccuiickoit deneparyu B 001aCTH 3alIUTHI
MIEPCOHANIBHBIX JaHHBIX;

HOpMaTHBHBIE IPaBoOBbIe akThl Poccuiickoit deneparuu B o01actu
nH(popMaluy, THPOPMAITMOHHBIX TEXHOJIOTHH, 3alIUThHl UHPOPMALIUU U
MEepPCOHANBHBIX JaHHBIX, LU(POBOH TpaHchopMaLny;

HOpMaTHUBHBIE MTpaBoBble akThl Poccuiickoit deneparuu B odnactu
KOH(HIEHIINATILHOCTH HH(POPMAIIUH;

HOpPMaTHUBHBIE MTPaBoBbIe akThl Poccuiickoit deneparuu B chepe
JIEJIONPOU3BO/ICTBA U ApPXUBHOTO JIET1a;

HOpMAaTHBHBIE MPaBOBbIe akThl Poccuiickoit denepanuu B chepe
JIEJIONIPON3BO/ICTBA;

o0I1IMe MPUHIMIIBI YU€Ta U KOMIUIEKTOBAHUS J1eN (JOKYyMEHTOB)
OTPaHUUYEHHOTO JJOCTYIIA;




OpraHU3aIMOHHBIC PUHIIMITBI UCTIOIB30BAHUS IOKYMEHTOB
OTrPaHUUYEHHOTO OCTYIIA;

OpraHMU3alMOHHBIE IPUHIIMIIBI KOMIUIEKTOBAaHUS J1€] (JIOKYyMEHTOB)
OrPaHUYEHHOI0 AOCTYIIA;

0COOEHHOCTH OpraHU3aALUHU XPAHEHHs 1)1 (JIOKYMEHTOB) Ha Pa3JIM4HbIX
HOCHUTEJISX;

OTEYECTBEHHBIC U 3apYOEKHbIE CEPTH(PHUINPOBAHHBIE CUCTEMbI
aBTOMATHU3MPOBAHHOTO Y4€Ta apXUBHBIX €)1 (IOKyMEHTOB);

NnopsAA0K (OPMUPOBAHUS JOKYMEHTOB B KOMILIEKTHI, TPYIIIIbI, TUIIBL;
IIpaBUJIa CUCTEMATH3ALMH U KIaCCU(PUKALIMU JOKYMEHTOB;

IIpaBWJIa XpaHEHUs /1€ (IOKyMEHTOB) B COOTBETCTBUHU C UX TUIIAMU;
cepTU(QHULIHUPOBAHHBIE HH(POPMAITMOHHO-IIOUCKOBBIE CUCTEMBI B 00J1aCTH
pa3pabOoTKK Hay4HO-CIIPABOYHOIO allnapaTa JOKYMEHTHUPOBAaHHBIX chep
NesITeIbHOCTH OpraHu3alluiy;

CTIOCOOBI ¥ TEXHOJIOTUH IOKYMEHTHPOBAHUS PA3IMYHBIX BHJIOB
npodeccnoHALHOM IeATEIIBHOCTH;

CPOKH BBIIIOJHEHUS paObOT 110 OpraHU3aluy UCIOIb30BaHUs ApXUBHBIX JIEN
(IOKyMEHTOB);

CPOKH BBIIIOJHEHHUS Pa0OT MO Y4ETY apXUBHBIX J1eJ1 (JIOKyMEHTOB);

CPOKH BBIIIOJIHEHUS padoT;

CTaHIapTHl 0(hOPMIICHHUST OPTaHU3AOHHO-PACIOPSAUTEIBHOM
JOKYMEHTAI1H;

TEOPETUYECKHE U METOANYECKHE aCTIEKThl KOMIUIEKTOBAHMS U SKCIIEPTU3bI
LIEHHOCTH BCEX BUJIOB JOKYMEHTOB;

TpeOoBaHUs K 0POPMIICHHIO JJOTOBOPOB HA PEANM3ALUIO YCIYT BHEIIHETO
XpaHeHus Aed (JIOKyMEHTOB);

TpeOOBaHUs K MOJrOTOBKE apXMBHBIX CIPABOK U BBIMHUCOK U3 apXUBHBIX
JOKYMEHTOB;

TpeOoBaHUs K MpoLeccaM YHUUTOXKEHHsI UH(POpMaLlUK B TPaJIULIMOHHOM U
AJIEKTPOHHOM BU/IE;

TpeOOBaHUs K YCTaHOBJIEHHBIM HOpMaM BbIpaOOTKU;

TpeOoBaHUsA K YUETY 0CO00 LIEHHBIX U YHUKAJIBHBIX apPXUBHBIX J1€J1
(IOKyMEHTOB);

TpeOOBaHUsI OXpaHbI TPY/A;

YHU(PUIIUPOBAHHYIO CUCTEMY OpraHU3allMOHHO-PAacTIOPSIUTENbHON
JOKYMEHTAI1H.

1.2. Kotn4ecTBO 4acoB NPOM3BOACTBEHHOH NPAKTHKH

Bcero uacos —36
B TOM 4ucCJIe B OpME NPAKTUYECKOMH MOATOTOBKU —36



2.CTPYKTYPA U COAEP)KAHUE ITPOU3BOJCTBEHHOM MPAKTUKHA

2.1 TemaTHYeCKHIi IJIAH H COEP:KAHUE IIPOU3BOIACTBEHHOM MPAKTHKH

HaumeHoBaHue pa3jie/ioB U Buasbl pador KoimmuecTBo
TeM 4acoB
1 2 3
N3yueHne npaBoBbIX (yUpEeIUTEIbHBIX) U PACIOPAIUTEIbHBIX JOKYMEHTOB OPraHU3aLuU — MECTa 6
Tema 1. Kommekropamue | POXOHACHNS MPaKTHKH (tasiee — opraHu3anum) ¢ Lenbio coopa nHpOpMaLUU AJI HCTOPUYECKOM
CHPaBKU K apXUBHOM OMHICH, ONIPEICIICHUS TPAHUI] apXUBHOTO (DOH/Ia OpraHU3aIMU. Y4acTue B
apXUBHBIMHU JI€JIaMH apXHUBa
S — KOMILJIEKTOBAHUH apXHBa OPraHU3alMK JejlaMH (JOKYMEHTaMH) IOCTOSHHOTO U JI0JIFOBPEMEHHOTO
XxpaHeHus. M3yueHnne apxuBHBIX JOKYMEHTOB OpraHU3aluy C LEIbI0 UCKIIOUYEHUS TyOIEeTHOCTH
uH(pOpMaLKK, IPOBEPKU (PU3HMUECKOTO COCTOSIHUSA A€ (IOJUCTHBIM IPOCMOTP Ae).
CucremaTtu3zanus J0KyMEHTOB B COOTBETCTBUU C BBIOPAaHHOM opranu3auuei cxemoil. [lpumenenune cxemsl 6
Tema 2. OGecrieueHue yueTa |Pa3sMELIEHHs CPEACTB XPaHEHUS aDXUBHBIX JOKYMEHTOB OPTaHU3aLUK IIPU IPUEME el (JOKYMEHTOB) Ha
JOKYMEHTOB B apXuBe, B ToM |XpaHeHue. Odopmiienne Tonorpaduyeckux ykasareiaei B apXMBoXpaHuimile opranusanuu. Odopmienne
YHCIIe C UCIIOJIB30BAHUEM |APJIBIKOB Ha MIEPBUYHBIE CPECTBA XPAHECHHUS.
ABTOMATHU3MPOBAHHBIX Pa3merenue nonoiHeHus apxuBHoro onna. OpopmiaeHue yu4ETHBIX JOKYMEHTOB OCTYIIIICHUS U
CUCTEM. BbIOBITHSA f1e1. OdopmileHne JoKyMeHTaluu 1Mo y4€ty GoHaa noiab3oBaTens, (oTo-, ayAMOBU3YyaTbHBIX
JIOKYMEHTOB, JIEKTPOHHBIX IOKyMeHTOB. OopMieHne yd€THBIX GOpM apXuBa OpraHU3aluu.
VYyactue B IpOBEJEHUH IKCIEPTU3HI LICHHOCTH JOKYMEHTOB OPTaHN3allMi HA OCHOBAaHUH HAY4HBIX 6
KPUTEPUEB X LIEHHOCTH U HOPMATUBHBIX JTOKYMEHTOB: IepeuHell 1 HOMeHKIaTyp. OrnpeneneHie CpokoB
Tema 3. Obecnieuenne .
XpaHeHUs JOKYMEHTOB U aein. OdopmiieHue kapTouek-3aMmecTuTeneil nena.
COXPAaHHOCTH JIOKYMEHTOB B
ADXUEBE. ITpoBepka HaJIMUUA U COCTOSHHUS ApXMBHBIX JIOKYMEHTOB OPraHN3aLMH. BrisiBiIEeHME JOKYMEHTOB C
MOBPEXICHUSIMU MaTepHAIIbHBIX HocuTenel. Opranuzaius po3bicka HeoOHapyKeHHbIX en. OdopmiieHue
JOKYMEHTAIMU 110 Pe3yJabTaTaM IPOBEPKH.
Tema 4. ITogroroska aen k. |CocTaBieHue apXUBHOM ONMUCH JIe] MOCTOSIHHOTO XpaHeHus. OpopMIIeHHE ONUCH JIeN [0 TUYHOMY 6
apXMBHOMY XPaHEHHIO cocraBy. OdopmiieHue onucu Jen BpeMeHHoro (cBeiie 10 neT) cpoka XpaHeHHUs.
Tema 5. Opranuzanus [Touck nHpopMayK MO 3aMpocy MOJIb30BATENSA, B TOM YUCIE C UCIOJIb30BAHUEM aBTOMATH3UPOBAHHBIX 6
HCIIOJIb30BAaHUS apXUBHBIX |CHCTEM. VIcronHeHue 3ampocoB MO MOUCKY apXMBHBIX JeNl (JOKYMEHTOB) OpraHM3allud, B TOM 4YHCIE C
JIOKYMEHTOB UCIIOJIb30BaHUEM WH(OPMAIIMOHHBIX TEXHOJIOTHH.
Tema 6. Hayuno — 6

CIPaBOYHBIN anmapar apxuBa

PabGora no CO3TaHNIO CIIPABOYHO-TIOUCKOBBIX CPCACTB apXUBa OpraHru3alnu, B TOM YHUCJIC C IPUMCHCHUCM
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UH(POPMALIMOHHBIX TEXHOJIOTUH. YyacTue B OPMUPOBAHUH OCHOBHBIX U BCIIOMOTATEIbHBIX aPXUBHBIX
CIIPaBOYHMKOB, B TOM YHCJIE C UCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

Ipome:kyrounasi arrectanusi ( 1uddepeHINPOBAHHDBIN 324€T)

Bcero

36
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3. YCJIOBUS PEAJIM3ALIAU ITPOU3BOJICTBEHHOM ITPAKTUKH

3.1. TpeboBaHusi K MUHUMAJIBLHOMY MaTepHAJIbHO-TEXHHYECKOMY O0ecredeHUuIo

[IpousBojcTBEHHAs TpPaKTHKa peaM3yeTcss B OpTraHU3alusx JIoO0Oro mpoQus,
o0ecrieunBarOIIUX  JESATENbHOCTh  o0ywarommxcs B npodeccroHanbHOM — o0nactu
aJIMAHUCTPATUBHO-YIPABICHYECKON M O(UCHOH eATETbHOCTH.

O6opynoBanue MpEANpPUATHNR U TEXHOJOTMYECKOE OCHAIIeHHe pabodyux MecT
MIPOU3BOJICTBEHHONW MPAKTUKUA JIOJDKHO COOTBETCTBOBATH COJIEPIKAHUIO TMPOPECCHOHATHHON
NESTEIbHOCTH W J1aTh BO3MOXKHOCTH OOydarolieMmycsi OBJafeTh NpodeCcCHOHATbHBIMU
KOMIICTCHIUAMKU IO BCEM BHUAAM [JCATCIBHOCTHU, MMPECAYCMOTPCHHBIMU HpOFpaMMOﬁ, C
UCIOJIb30BAaHUEM COBPEMEHHBIX TEXHOJOTUH, MAaTEPHAIIOB U 000PYIOBAHHUS.

3.2. UudopmannoHHoe odecneyeHue 00ydeHust

3.2.1. OcHOBHBIC IT€YATHBIC U3AAHUA

OpraHu3anusi apXuBHOW W CHPAaBOYHO-WH(OPMAIIMOHHONH pPa0bOTHI IO JAOKYMEHTaM
opranuzaiuu [TekcT]: y4eOHMK JUIsl MCIIOJIb30BaHMsI B Y4eOHOM Mporiecce 00pa30BaTEeIbHBIX
YUPEIKICHUH, PpEATU3YIOIIUX MPOrpaMMbl CPEIHEro MPOQPECCHOHATBHOTO 00pa3oBaHUs IO
crenuaibHOCTH "JIOKyMEHTAIMOHHOE 00eCIeYeHUEe YIPABICHUS U apXHBOBEICHUE»: [B 2 4.] /
[BypoBa E. M., Xopxopmuna T. W.]; mox pen. E. M. BypoBoii — 3-¢ u3n. crep. — Mocksa:
Axanemus, 2019. (IlpodeccuonanvHoe obOpazoBanue. IIpodeccuonanvubiii Momyns). Y. 1. —
2019. — 336 c. ISBN uznanus: 978-5-4468-5976-4. ISBN toma: 978-5-4468-5974-0.

Opranu3zanys apxuBHOUM U CIIPaBOYHO-UH(DOPMAIIMOHHON PabOTHI IO JOKYMEHTaM
opranu3zaiuu [ Tekcr] : yaeOHHK [T NCTIONB30BaHUS B YI€OHOM Ipoliecce 00pa3oBaTeIbHBIX
YUPEKACHUH, peaTu3yOIUX MPOrpaMMbl CPeTHETO MPOodecCHoHAIBHOTO 00pa30BaHuUs IO
cnenuanbHocTH "JlokyMeHTallMoHHOE 00ecriedeHre yIpaBIeHHs U apXUBOBeJeHHe»: [B 2 u.] /
[Byposa E. M., Xopxopauna T. 1.]; mox pen. E. M. BypoBoii. — 3-e uza. crep. — Mockaa:
Axanemus, 2019. — (IlpodeccuonansHoe obpazoBanue. [Ipodeccuonansuelii Moayns). H. 2 / [E.
M. Byposa, A. Il. AdanaceeBa, E. B. Anekceesa, A. E. Ponuonosa]. — 2019. — 400 c.

ISBN: 978-5-4468-5975-7

Packun, [I. 1. Meronuka u TpakTHKA apXWBOBEIEHUS: YUYE€OHUK JUISI CPEIHETO
npodeccuonanibHoro oopaszosanus / [[. M. Packun, A. P. CokonoB. — MockBa: U3narenbcTBo
FOpaiit, 2022. — 339 ¢. — (IIpodeccuonansHoe oOpa3oBaHue). — TEKCT: HEMOCPEICTBEHHBIN.
— ISBN 978-5-534-02419-7.

3.2.2. OcHOBHBIE YJIEKTPOHHbIE U3TaAHUS

1. Packun, . 1. Metonuka W mNpakTHKa apXWBOBEICHUS: YUYEOHUK IS CPEIHETO
npodeccuonansHoro oodbpaszosanus / /1. U. Packun, A. P. CokonoB. — Mocka: U3narenscTBo
FOpaiit, 2022. — 339 ¢. — (IIpodeccuonanbroe odpaszoBanue). — ISBN 978-5-534-02419-7.
— Texcr: oanextponnsii // OOpasoBarenbHas miarpopma FOpait  [caiit]. —
URL.: https://urait.ru/bcode/492546

3.2.3. lonoJHUTEIbHbIE HCTOYHHKH

1. bacakoB, M.U., JlokyMeHTallMOHHOE oO0OeclieueHue YIpaBieHUus (C OCHOBaMH
apxuBoBeieHus1): ydeOHoe mnocobue s CIIO / M.U. BbacakoB. — MockBa: M3mareiabcTBO
KnoPyc, 2022. — 216 c. — Tekcr : HenocpenctBeHHbIi. — ISBN: 978-5-406-09983-4.
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2. byposa, E. M., MypaseeBa, H. A. CnpaBouHMK @O apXUBHOMY Jely AJIs
paboTtHuKOB opranu3aruii. — (Cepust «YmpaBieHueckass 0e30macHoCcTh / moa oomr. pea. A. b.
Bbe3boponosa). — M: Tepmuka, 2018. — 396 c. — Tekct : HenmocpeacTBeHHbid. — ISBN: 978-5-
6040204-4-9.

3. Beperexuna, C.B., HerocygapcTBeHHbIE CTPYKTYpbl U ayTCOPCUHI B apXMBHOM
nene : monorpadus / C.B. Beperexuna. — Mockpa: M3narensctBo Pycaitnc, 2022. — 128 c. —
Texcr : HenocpencTBeHHbid. — ISBN: 978-5-4365-8006-7.

4, Eropos, B.Il., CnunskoB, A.B. OOGecreueHue COXpaHHOCTH, pecTaBpalus M
KOHCEpBalMs JOKYMEHTOB: ydeOHoe mocobue. — C.-110.: Jlans, 2022. — 220 c. — ISBN: 978-5-
507-45047-3.

S. Eropos B.II. CoBpemeHHas opraHu3anus TIOCYAapCTBEHHBIX YUpPEXKACHUN
Poccuu: yue6noe mocodue mius CIIO / B. II. Eropos, A. B. CiaunbkoB. — Cankrt-IleTepOypr:
Jlanb, 2020. — 204 c. — Tekcr : HenocpeacTBeHubit. — ISBN: 978-5-8114-6382-4.

6. Ko3snog, B. I1. ApxuBoBenenue: yaeOHUK U npakTuKyM 1iist By30B / B. I1. Kosnos.
— Mocksa: U3narenscTBo FOpaiit, 2022. — 329 ¢. — (Bsoicmiee oopa3oBanue). — ISBN 978-5-
534-14066-8. — Texct: snextponHsblii // OO6pa3oBarenbHas tiargopma FOpaift [caiit]. —
URL: https://urait.ru/bcode/496661

7. [TaBnoBa, P. C. [lenonpon3BoACTBO MO OO0palIeHUsIM IpaXkaaH: yueOHoe mocodue
st CIIO / P. C. IlaBnoBa. — Cankr-IlerepOypr: Jlans, 2022. — 324 c.: wr. — Tekcr:
HernocpenctBeHHbiin. — ISBN: 978-5-8114-9925-0.

8. ITonoB, A.B. ApxuBoBenenue. 3apyOexkHass Poccuka: ydeOHHMK JUIsl CpEIHETO
npodeccuonansHoro obpaszosanus / A. B. IlonmoB. — Mocka: U3narensctBo FOpaiit, 2022. —
168 ¢. — (Ilpodeccuonanbuoe obOpa3zoBanue). — ISBN 978-5-534-10240-6. — Tekcr:
3JIEKTPOHHBIN /l ObpazoBarenbHast wiardopma Opaiit [caiit]. —
URL.: https://urait.ru/bcode/495214

9. Packun, J[. M. ApxuBoBenenme: yueOHUK a1 By3oB / JI. M. Packumn,
A. P. CokonoB. — 2-¢ u3n., ucnp. u aorn. — Mocksa: U3natenscTBo FOpaiit, 2022. — 468 ¢. —
(Boiciee  oOpaszoBanme). —  ISBN 978-5-534-15245-6. — TekcT: »IeKTpOHHBINH //

OopazoBarenbHas miardopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/497656

10.  Camapuyk, H.C., MapkeTuHroBas IesiTeNIbHOCTh TOCYAAPCTBEHHBIX apXUBOB:
moHorpadus / H.C. Camapuyk. — MockBa: WUznatensctBo Pycaiine, 2023. — 312 c¢. — Tekcr:
HerocpeacTBeHHbINA. — ISBN: 978-5-466-01550-8.

11.  TenbuapoB A. JI. ApxuBoBeneHue: yueOHoe nmocodbue ans OakanaspoB / A. Jl.
TenbuapoB. 5-e¢ u3n. — MockBa: UTK «Jlamkxos u K», 2022. — 184 c. — Teker:
HenocpeacTBeHHbIi. — ISBN: 978-5-394-04946-0.

12. Xopxopauna, T. . ApxusHas sBpuctuka: yueonuk / T. . XopxopauHna, A. B.
[Tomos; mox pen. E. U. ITuBoBapa. — 4-e uzna. - Mocksa: Poc. roc. rymanur, yu-T, 2019. - 296 c. —
ISBN 978-5-7281-2497-9. — Tekct: 1IeKTpOHHBIN. —

URL.: https://znanium.com/catalog/product/1087575

13. [emenkoBa, C. 1. ApxuBosenenue. Mcropusa apxuoB Poccum ¢ apeBHEHImmMx
BpeMeH /10 Havyana XX Beka: yueOHoe ocodue /i cpeHero mpohecCuoHaIbHOro 00pa3oBaHus
/ C. U. llemenkoBa; noxa HayuyHoi penakuueit JI. H. Ma3zyp. — Mocksa: U3narensctBo FOpaiiT,
2022. — 153 c¢. — (Ilpodheccuonansuoe odbpazopanue). — ISBN 978-5-534-10241-3. — Tekcr:
AIIEKTPOHHBIN /l O6pa3zoBarenpHas maTdopma Opaiit [caiiT].—
URL.: https://urait.ru/bcode/495215

14. [[MaxomanoBa, O.FO. Opranuzamms rocyIapCTBEHHBIX YyupexaeHuit Poccumu:
yuebHoe nocobue Juist cpepHero npodeccuoHanbHoro oopasosanus / O. FO. laxonanosa. — 2-
e wm3n., mepepad. m gom. — MockBa: MzmarensctBo [Opaiir, 2022. — 16lc. —
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(ITpodeccuonanproe obpazoBanue). — ISBN 978-5-534-12448-4. — Tekct: >neKTpOHHBIN //
O6pasoBarenbHas wiathopma KOpaiir [caiit]. — URL: https://urait.ru/bcode/496292

4. KOHTPOJIb Y OIIEHKA PE3YJIbTATOB OCBOEHMS ITPOU3BOJACTBEHHON

ITPAKTUKH

Koa u HauMeHOBaHMe

npogdeccHoHAIbHBIX
M 001IMX KOMIIETeHIMH, Kpurepun ouenku MeToabl OLIeHKH
(popmupyembIX
B PaMKax MoOAyJis
[IK 2.1. Co3aHue JJIOKAJIbHBIX HOPMATUBHBIX KonTposns
Ocy1iecTBIATH JIOKYMEHTOB Y ITPOTOKOJIOB 3aCEIaHUI BBIITOJIHEHUS 3aJaHni
KOMIUIEKTOBaHHE AKCIIEPTHON KOMHUCCHH OpraHU3aIUH.

ApPXUBHBIMH JIeJIAMH
(IoKyMeHTaMH1) apXuBa

HpOBGI[eHI/Ie OKCIIEPTU3bI HCHHOCTHU
JAOKYMCHTOB OpraHU3annu.

y4eOHOI PaKTHKH

Onenka pabot

MIPOU3BOJICTBEHHOU
OpraHu3aIuu P A
MPAKTUKHU
K 2.2. VYuér apXuBHBIX A€ (IOKYMEHTOB) KonTpons

Bectu y4€t apXuBHBIX A€l
(1OKYMEHTOB), B TOM
YHCJIe C UCIIOIL30BaHUEM
ABTOMAaTU3UPOBAHHBIX
CHCTEM

MIOCTOSIHHOTO Y BPEMEHHOT'O XPaHEHUSI.
Yuér hoHA0B U onrcel apXUBHBIX eI
(ToKyMeHTOB). YU&T BbIJaul apXUBHBIX
Jen (IOKYMEHTOB) M3 apXHUBOXPaHMIIMILA
1 UX BO3Bpara. YUET U KOHTPOIb
nepeaadn apXuBHBIX 1€ (JOKYMEHTOB) B
roCy/1apCTBEHHbBIN/ MyHUILIUTIATbHBIN
apXHB WIK Ha HHOE BHEIITHEE XpPaHECHHUE.
VY4éT u po3bICK HEOOHAPYKEHHBIX el
(moxymenToB). Benenue nen oo

BBIIIOJIHEHUSA 3aJaHUI
yueOHOI MPaKTHKH
Ornenka pabot

MPOU3BOJACTBEHHOMN
MPaKTHKHU

IK 2.3.

OcymecTBIATh XpaHeHHEe
APXUBHBIX OCJI
(TOKyMEHTOB) ¢
IMOCTOAHHBIM CPOKOM
XpaHEHHs U 110 THYHOMY
COCTaBY B apXHBe
OpraHH3aluu

Coznanue omnuceit 1ei (JOKyMEHTOB)
OpTraHU3aIH MOCTOSHHOTO CPOKa
XPaHEHUS U 110 JINYHOMY COCTaBY.
Pa3merienue apXuBHBIX J1€71
(TOKyMEHTOB) B apXUBHBIX XpaHWINIIAX
B COOTBETCTBUU C BHIOPAHHOMN CXEMOM
KJIACCU(PUKAIINY U CHCTEMAaTU3AINN JeIT
(moxymeHToB). Co3iaHue u 00ecrieueHue
PSKUMOB XpaHEHUS apXUBHBIX JICTT
(moxymentoB). [IpoBepka Hamuuus u
COCTOSTHUSI apXUBHBIX J1€J (IOKYMEHTOB).
BrisiBneHne u y4€T apXUBHBIX JET
(ToKyMEHTOB), TpeOyIOLINX
pecTaBpallMOHHON, KOHCEPBAIMOHHO-
MPOPUITAKTHIECKON U TEXHHUECKOU
00paboTtku. [ToaroToBKa yCIoBUM IS
o0ecreyeHnst COXpaHHOCTH apXUBHBIX
nen (IOKyMEHTOB) B 0COOBIN IEpUOA U
Ype3BBIYANHBIX CHTYAITHIX.
OcymecTBICHHE KOHTPOJISI TBUKCHUS

KonTpons
BEITIOTHEHUS 3alaHuH
yueOHOI MpaKTHKH
Onenka pabot

IIPOU3BOJACTBEHHON
MIPAKTHKH
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https://urait.ru/bcode/496292

APXUBHBIX JIeJT (IOKYMEHTOB) M HX
¢uznueckoro cocrosuus. [lonroroska u
nepegavya apXuBHbBIX 1N (JIOKYMEHTOB) B
roCy/1apCTBEHHbIN/ MYHULIUTIATbHBIN
apXMB WIK Ha HHOE BHEITHEE XPaHECHUE

IIK 2.4.

Ocy1ecTBIATh XpaHEHHE,
KOMILUIEKTOBAHUE, YUET U
HCIIOJIb30BAaHUE ACI
(1OKyMEHTOB) BPEMEHHOI'O
XpaHEHUs

VYuér onuceil 1es1 BpeMEHHOTO XPaHECHUS
CTPYKTYPHBIX MTOAPA3ACICHUN
OpraHU3aliy B TPAJUIIMOHHOM U B
AIEKTPOHHOM BHie. CHCTeMaTH3aIus
Jien (T0OKyMEHTOB) BPEMEHHOTO
XpaHEHUSs!, IPUHATHIX OT CTPYKTYPHBIX
MoJipa3/ieIcHu OpraHu3aiuu, JJs
pa3MeIleHHs B XpaHUJIUIIEC apXUBa
opranu3anuu. KoHTposb BbIa4u B
OTIEPATHUBHOE ITOJIb30BAHUE JIETT
(IOKyMEHTOB) BpEMEHHOT'O XpaHCHUS 1
ux Bo3Bpara. [IpoBeneHne SKCepTH3bI
LIEHHOCTH JieJT (IOKYMEHTOB)
BPEMEHHOI'0 XPaHCHUS B apXUBE
opraam3anuu. [logroroska aen
(TOKYMEHTOB) BPEMEHHOT'O XPaHCHHUS,
HMPUHATBIX OT CTPYKTYPHBIX
MoApa3ie/IiCHU, Ha YHHYTOXEHHUE.
Co3nanue akToB O BBIJICJICHUN Ha
YHHUTOKEHHUE A€l (JIOKYMEHTOB)
BPEMEHHOTO

XPaHEHHS C HCTEKIITUMHU CPOKAMH,
MPUHSTHIX OT CTPYKTYPHBIX
MOJIpa3IeICHU I

KonTpons
BBIIIOJIHEHUS 3aJaHUN
y4eOHON MTPAKTUKH
Onenka pabot

IIPOU3BO/ICTBEHHOM
MPAKTUKH

IIK 2.5.

Ocy1ecTBIATH
WCIOJIb30BAHNE apPXUBHBIX
nen (IOKyMEHTOB), B TOM
YHCIIe C UCTIOJIb30BaHHEM
ABTOMATHU3HPOBAHHBIX
cCUCTEM

[Toxnepkka B aKTyaJIbHOM COCTOSIHHH
AIEKTPOHHBIX HH(POPMAIIMOHHO-
MTOMCKOBBIX CHCTEM apXuBa B
JIOKYMEHTHPOBAHHBIX chepax
JIESITEIIBHOCTH OpPTraHu3aIlny.
CocraBiieHHEe CITPaBOYHO-TTOMCKOBBIX
CPEJICTB K apXUBHBIM JIeJIaM
(ToKyMeHTaM), YITEHHBIM B apXHBE U B
JIOKyMEHTHPOBAHHBIX chepax
JIeATeTLHOCTH opranu3anuu. [loaroropka
OTBETOB Ha 3aIPOCHI APXUBHBIX I
(moxymeHnToB). [TonroroBka paboThI
M0JIE30BATEJICH B YUTAILHOM 3aJIe
apxuBa

Kontpouns
BBITOJIHEHUS 3a/laHUH
yueOHOM MpaKTUKU
Onenka pabot

MPOU3BOJACTBEHHOMN
MPaKTHKU

OK 01.
Br16upats criocoObl
peleHus 3a1a4

Br160op crioco6a perenust 3a1a4
PO eCCHOHATBHON JeATENHHOCTH
MPUMEHUTEIHHO K Pa3TMYHBIM

KonTpons
BBITIOTHEHUS 3aaHuH
y4eOHOI MpaKTUKH

npo¢eCcCuoOHATBHON KOHTEKCTam 0 5
HK T

JESTENIHOCTH HeHKa pabo .
NPHMEHUTENBHO K IIPOU3BOJICTBEHHOU

MIPAKTUKU
Pa3IUYHBIM KOHTEKCTaM
OK 02. Hcnons3oBanne coBpeMeHHBIX cpeacTBa | KoHTpoab
Hcnonp3oBath MOKCKA, aHaJIN3a U UHTEPIpEeTaluu BBINOJIHEHMS 321AHHH
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COBpPEMEHHBIE CPEACTBA
MOKCKA, aHaJIM3a U
MHTEpHpeTanuu
nHpopManuu u
MH(pOPMAaILOHHbIE
TEXHOJIOTUH IS
BBITIOJIHEHUS 3a/1a4
npodheCCHOHATLHON
JeSATeIbHOCTH

uH(pOpMAaLIKH, U UCTIOIb30BaHUE
MH(POPMALMOHHBIX TEXHOJIOTUHN TS
BBITOJIHEHUS 3a]1a4 TPO(eCCHOHATBLHOMN
JESATEIIBHOCTH.

yueOHOI PaKTHKH

Orenka pabot
MPOU3BOACTBEHHOMN
MPaKTHKHU

OK 04.

DddexkTrBHO
B3aHUMOJICHCTBOBATh U
paboTaTh B KOJUICKTHBE U
KOMaHJIe

BSaHMOHefICTBI/IC u pa60Ta B KOJIZICKTUBE
1 KOMaHAC

KonTpons
BBIIIOJIHEHUS 3aJaHUN
y4eOHON MPAKTUKH

Onenka pabot

IIPOU3BOJCTBEHHOU
IIPaKTUKU
OK 05. OcyiecTBieHue ycTHON U MUCbMEHHON | KoHTpoub
OCyIIEeCTBIIATh YCTHYIO U | KOMMYHMKAI[MU HAa TOCY1apCTBEHHOM BBINIOJIHEHUS 3a1aHuii
MNAUCbMEHHYIO a3bpike Pocculickoit denepanuu ¢ y4€Tom yueGHOI IPaKTHKN

KOMMYHHKAIUIO Ha
TrOCYJIapCTBEHHOM SI3BIKE

0COOEHHOCTEH COLMaNbHOTO U
KYJIbTYPHOI'O KOHTEKCTa

Onenka pabot

Poccuiickoit denepaiuu ¢ [pON3BONCTBCHHON
yaéToM ocoOeHHOCTEH TIpaKTHKH
COLIMAJIBHOTO U

KYJIbTYPHOT'O KOHTEKCTA

OK 09. Hcnons3oBanue npoeccuoHaIbHON KonTponb
[Tonp3oBatbes JIOKYMEHTAIIMX Ha TOCYAapCTBEHHOM U BBINOJIHEHUS 3a0aHuii
npodeccnoHanbHOM MHOCTPAHHOM SI3bIKax y4eGHOM MPAKTHKH

JOKYMEHTalMen Ha
rocyAapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX

Onenka pabot
MIPOU3BO/ICTBEHHOM
MIPAaKTUKU
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1. OBIIIASI XAPAKTEPUCTUKA PABOYEM ITPOI'PAMMBI YYEBHOM ITPAKTUKH

VI1.03 BBIITOJHEHUE PABOT IO OJHOM WJIN HECKOJIbBKUM ITPO®ECCUAM

PABOYMX, JOJIKHOCTAM CIOYKALNIUX

1.1. Heab ¥ muiaHupyemble pe3yJbTaThl 0CBOEHHSI Y4eOHOH NMPAKTUKHU

B pesymbrate npOXOXKIACHHA Y4YEOHOW TPAKTHKH OOY4YarOIIMHCS TMOJy4yaeT IIePBUYHBIC
npodeccruoHaIbHbIE HABBIKM 10 OCHOBHOMY Bunay nesrtensHoctu «Bpimonnenue paboT mo ogHON WU
HECKOJILKUM TpodeccusiM pabouux, JODKHOCTAM ciykammxy ([emonpousBoaurens, ApxuBapuyc) U
OCBaMBaET COOTBETCTBYIOIINE eMy 00IIHe U TPOPEeCCHOHATHLHBIE KOMIIETCHIINU:

1.1.1. IlepedeHpb 00X KOMIIETEHITHIA

Koxa HanmeHoBaHHe 00IIIMX KOMIIETEHITHIA

OK 01 Br16upats criocoOb! perieHus 3a1a4 npodeCCHOHATBHON AeSITeIbHOCTH TPUMEHUTEIHHO K
Pa3IUYHBIM KOHTEKCTaM.

OK 02 VMcnonb30BaTh COBpEeMEHHbBIE CPE/ICTBA MTOMCKA, aHAJIM3a U UHTEpIIpeTalui HHPOpMaluy,
U UH(OpPMAIIMOHHBIE TEXHOJIOIMHU JJIS BBIIOJHEHHUS 3aa4 NPo(ecCHOHANBHOIM
JESATEIIBHOCTH.

OK 04 O} dexTuBHO B3aUMOICHCTBOBATh M pabOTaTh B KOJUICKTHUBE M KOMAaH/IE.

OK 05 Ocy1ecTBISATh YCTHYIO U TUCbMEHHYI0 KOMMYHHUKAIMIO HA TOCYAapCTBEHHOM SI3bIKE
Poccuiickoit @denepanuu ¢ yaueTroM 0COOEHHOCTENW COLIMATIBHOTO U KYJIBTYPHOI'O
KOHTEKCTA.

OK 09 [Tonp3oBaTbes NpodeccnoHaIbHOM TOKYMEHTalue Ha TOCyJapCTBEHHOM U HHOCTPaHHOM
A3BIKAX.

1.1.2. Ilepedens npodeccnoHaNbHBIX KOMIIETCHIINN

Kon ‘ HaumeHoBaHHe BUI0B 1eITeJIbHOCTH U MPOo¢ecCHOHATBHBIX KOMIIeTeH il

BA1 OcyuiecTBiIeHHEe OPTAHU3AUMOHHOT0 U JOKYMEHTAIMOHHOTO 00ecneyeHus
NAeATEeJIbHOCTH OPraHu3anuu

MK 1.1. | OcymecTBiaTh NpuémM-riepeady ynpaBieHuYecKol HHPOPMALIMU C TOMOILBIO CPECTB
UH(POPMALMOHHBIX 1 KOMMYHUKAIIMOHHBIX TEXHOJIOTHH.

MK 1.2. | KoopauaupoBath paboTy MPUEMHON PYKOBOJIUTEINS, 30H IIpUEMa Pa3InYHBIX KaTeropui
ITOCETUTENIEW OPraHU3aLUN.

IIK 1.3. | Biazers HaBbIKaMH IJITAHUPOBAaHUS pab0overo BpeMEHH PyKOBOJIUTEIS U CEKpPETapsl.

IIK 1.4. | OcymecTBiIATh MOATOTOBKY JAEJIOBBIX MOE3I0K PYKOBOJUTENS U JPYTUX COTPYJHUKOB
OpraHH3alIHy.

MK 1.5. | Brnagers cnoco0amu opraHu3anuy pabodero npocTpaHcTBa MPUEMHON U KaOMHeTa
PYKOBOAMTETIS.

IIK 1.6. | OcyuiectBiaTh pabOTy MO MOATOTOBKE U MPOBEIECHUIO KOH(PEPEHTHBIX MEPOIIPUSITUH,
o0OecnieunBaTh HH(POPMALIMOHHOE B3aUMOJIEICTBIE PYKOBOJAUTENS C MOAPA3ACTICHUSIMH U
JOJKHOCTHBIMHM JIMIIAMH OpraHU3aliy.

MK 1.7. | OpopmisTs OpraHU3allMOHHO-PACTIOPSIUTEIbHBIE JOKYMEHTHI U OPraHU30BBIBATh PabOTy
C HUMM, B TOM YHUCJIE C UCTIOJIb30BAHUEM ABTOMAaTU3UPOBAHHBIX CUCTEM.

K 1.8. | ObopMasATh TOKYMEHTSHI 110 JJUYHOMY COCTaBY U OpraHU30BBIBaTh paboOTy ¢ HUMH, B TOM
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YHUCJIC C UCITOJIb30BAHUEM dBTOMATU3HUPOBAHHBIX CUCTCM.

IIK 1.9.

OpranuzoBbIBaTh TEKyIlee XpaHEHUE JOKYMEHTOB, 00pabOTKY /e IJIsl ONepaTUBHOIO U
ApXMBHOT'O XpaHEHHUsI, B TOM YHCJIE C UCIIOIb30BAaHUEM aBTOMATHU3UPOBAHHBIX CUCTEM.

1.1.3. B pe3ynbrare ocBOCHUS y4eOHOM MPAKTUKH 00yUYaIOIIHIACS TOIDKEH:

Bnanets
HaBBIKAMH

[Tonyuenus HeoOXoauMON HH(GOPMALIMU U IepeAadu CAHKIIMOHUPOBAHHOW NH(OpMaLIUn
C UCIOJIH30BAaHUEM CPEICTB UH(DPOPMAIIMOHHBIX 1 KOMMYHHKAITUOHHBIX TEXHOIOTHIA.

Koopaunarmu paboTel npuéMHON pyKOBOAUTEIS U 30H pUEMA Pa3InYHBIX KaTerOpuit
IIOCETUTENIEH OpraHu3aluy.

[TnanupoBanus paboyero BpeMEeH! PYKOBOIAHUTENS U pabOYero JHs ceKpeTapsl.
OpraHu3anuu Ae’10BbIX MO€310K PYKOBOAUTENS U APYTUX COTPYIAHUKOB OpraHU3alHH.
Opranuzanuu 1 noafaep kanust yHKIHMOHATBHOTO pabouero npocTpaHCcTBa.

Opraau3anuy NOATOTOBKHU M MPOBEACHUS KOH(PEPEHTHBIX MEPOIIPUATHH, 0OeCTICUeHHSI
MH(POPMALIMOHHOTO B3aMMO/ICHCTBHSI PYKOBOIUTENS C MOAPA3/ICICHUSIMH U
JOJDKHOCTHBIMHU JIMLIAMY OPTaHU3aLUN.

OdopmiteHns OpraHu3allMOHHO-PACIOPSIUTENbHBIX JOKYMEHTOB U OpPraHU3aluu paboThl
C HUMH, B TOM YHCJI€ C UCIIOJIb30BaHUEM aBTOMAaTH3UPOBAHHBIX CHCTEM.

OdopmiteHus TOKyMEHTOB TI0 JIMYHOMY COCTaBYy M OpraHU3aIMy PadOThI C HUIMH, B TOM
YHCIIe C UCTIONH30BAHUEM aBTOMAaTH3MPOBAHHBIX CHCTEM.

OpraHu3anuu TeKyIIero XxpaHeHus J0KyMEHTOB, 00paOOTKHU A€ JUIsl OepaTUBHOIO U
ApPXMBHOTO XPAHEHUS, B TOM YHCIIE C UCIIOJIB30BaHHEM aBTOMATH3MPOBAHHBIX CHCTEM.

YmMmers

OpraHU30BBIBaTh pabOYee MECTO B COOTBETCTBHHU C TPEOOBAHUSMH SIPTOHOMHKH U
KYJIbTYpPBI TPYAA;

oOecnieunBath pabodee MecTo U (PYHKIIMOHATIbHOE padouee IPOCTPaHCTBO
H€06XOI[I/IMBIMI/I cpeacrBaMu OpFaHI/ISaHHOHHOﬁ TEXHHUKH, MeOeIbIo U KaHICIIIPCKUMU
NPUHAAIEKHOCTAMHY;

noaacpKUBaThb CpeaACTBA OpFaHI/I3aIII/IOHHOI\/JI TCXHHUKU B pa60qu COCTOSIHHH,
IIPUMCHAITH B pa60Te cpeacTBa I/IHq)OpMaLII/IOHHLIX U KOMMYHUKAIIUOHHBIX TCXHOHOFHﬁ;

UCIIOJIb30BaTh CPEeICTBA MH(POPMAITMOHHBIX 1 KOMMYHHUKALIMOHHBIX TEXHOJIOTUN JJIs
MOJIyYEHUs U Nepeaadu HHPopMaIum;

YCTaHABJIMBATh U NOAJACPKMBATH KOMMYHUKAIINH B IPOLECCC ACTTOBOI'O O6HI€HI/I$I C
MNOMOIIBIO CPCACTB I/IHCI)OpMaLII/IOHHLIX U KOMMYHHKAIIUOHHBIX TCXHOHOFHﬁ;

OCYHICCTBJIATDH C60p, 06pa60TKy I/IH(l)OpMaI_H/II/I, CUCTCMATHU3AIIUIO ITOJTYIACMbBIX U
NnepeaaBacMbIX JaHHBIX;

OCYIIECTBIISITH IPOBEPKY TOCTOBEPHOCTH, MOJHOTHI U HEMPOTUBOPEUNBOCTH JIAHHBIX,
UCKJIIOUEHHE TyOnrpoBaHusi HHGOpMaIUy;

CrijiaxuBaThb KOH(l).]'H/IKTHI)Ie " CJIIOXKHBIC CUTyallu MCKIINYHOCTHOI'O B3aHMO}1€I710TBH5[;
COOIOAATh STUKET U OCHOBBI MEXITYHAPOJAHOTO IIPOTOKOIA;
obecrieunBaTh HHGOPMAITMOHHYIO 0€30MTaCHOCTD JEATETFHOCTH OPTaHU3AINH;

BCCTH U UCIIOJIb30BAThH B pa60Te 6a3y KOHTAKTOB OpPraHU3aIuu;




BECTH yUYETHBIE PETUCTPAIIMOHHBIE (POPMBI, HCIIOIB30BATh UX JJIs1 MH)OPMAITHOHHON
paboTHI M pabOTHI IO KOHTPOJIIO UCIIOTHEHUS TIOPYUYCHUI;

BCTPEYaTh MOCETUTENEH, TOJTy4aTh IEPBUUHYIO HH(OPMALIMIO O IOCETUTENIAX,
YCTaHABJIMBATh NOPSAJOK NPUEMA NI Pa3IMYHBIX KaTETOpU IOCETUTENEH TPUHUMATD
MEpHI [0 COXPAaHEHUIO KOH(UACHIMAIEHOW HHPOPMAIIUH B X0/I€ TPHEMA TIOCETUTEIICH;

BECTH y4YE€THBIE PETUCTPAIIIOHHBIE (POPMBI 110 MIPUEMY MTOCETUTENEH U OPOPMIIATH
IIPOITYCKa;

OCYILIECTBIIATH NIPUEM, IIEpeady U OTIIPaBKY JOKYMEHTOB;

OpPraHU30BBIBATh U OPOHUPOBATH IIEPETOBOPHBIC KOMHATBHI;

CEpBHUPOBATH YaiiHbIe (KOdeitHbIe) CTONHI B oduce;

BBIOMPATh (POPMBI INITAHUPOBAHUS M 0OPMIIATH IJIAHUPOBIIHK (OpraHanzep)
PYKOBOJUTENS U CEKpeTaps;

YCTaHABJIMBATH IIEJTH, OTPENIEISTh MPUOPUTETHOCTh U OYEPETHOCTD BHIOIHEHUS PA0OT U
3¢ (HEKTHBHO pacrpenessaTh padodyee BpeMs;

COTJIaCOBBIBATb BCTPCUU U MCPOIIPUATHA U BHOCUTDH I/IH(l)OpMaHI/IIO B INTAHUPOBIIUK
(opranaiizep);

UH(POPMHUPOBATH PYKOBOJAMUTEIS O MPUOIMIKEHUHA BPEMEHH U PETJIAMEHTE
3aITAaHUPOBAHHBIX BCTPEY U MEPOIIPHUSITUH;

BLI6I/IpaTI> OIITHUMAJIbHEIE CITIOCOOBI BHEIIHET'O U BHYTPCHHCETO I/IHq)OpMI/IpOBaHI/ISI (o)
IJIAHUPYCEMBIX MCPOIIPUATHAX,

COCTaBJIATh U O(bOpMJ'IHTb JAOKYMCHTHI UL JCJIOBBIX ITOC30K;
OCYWICCTBIIATL TPEBEI-IIOAACPIKKY JACIIOBBIX ITOC3I0K;

COTJIaCOBBIBATH C IIPUHUMAIOILIEH CTOPOHOM MPOTOKOJI INIAHUPYEMBIX MEPOIIPUATUN U
(GbopMHpOBATH NPOrpaMMy J€JIOBOM MOE3/IKH;

HCIIOJIB30BaTh CPEACTBA I/IHq)OpMaLII/IOHHBIX U KOMMYHUKAIIUOHHBIX TEXHOJIOTHUMN JIJIs
obecrieucHus B3aI/IMOI[CI\/'ICTBI/I${ C PYKOBOAUTECIIEM BO BPEMA €TI0 )ICHOBOﬁ IIOC3 KU,

0(pOpPMIISITh OTYETHBIE JOKYMEHTHI O JIETIOBOM MOE3/IKeE.

OpraHU30BBIBATH MPOLIECC MTOATOTOBKH U MPOBEIEHNE KOH(PEPEHTHOI'O MEPOTIPUATHS
WH/IMBUYAJIbHO U B COCTaBe pabOYe IrpyIel,

JOKYMEHTHPOBATh pa3HbIe 3TAIbl PO TyPHl TIOATOTOBKU U MMPOBEACHUS KOH(PEPEHTHOTO
MEpOTNPHUATHS;

COCTaBJIATh MPOEKTHI OPraHU3alMOHHBIX, PACTIOPSIUTENBHBIX U HHPOPMALIMOHHO-
CIPAaBOYHBIX JOKYMEHTOB, B TOM YHCJI€ JOKYMEHTOB, CO/IEPKAIINX KOH(DUACHIUAIBHYIO
UH(POPMALIHUIO;

0(OpPMIIATH OpraHU3aLMOHHO-PACTIOPATUTEIbHBIC TOKYMEHTHI (OPUTHHANIBI U KOTIMH);
CKaHUPOBATh, KOIMPOBATh M KOHBEPTHUPOBATH JOKYMEHTHI B pa3lIN4HbIC (hOpPMATHI;

OCYIICCTBJIATE MPOBEPKY MPOCKTOB JTOKYMCHTOB Ha COOTBECTCTBHEC IIpaBUJIaM
ACIJIOIMPONU3BOJACTBA,

MPUHUMATH U IPOBOJIUTH NEPBUUHYIO 00paOOTKY BXOAAIIUX JOKYMEHTOB;
IIPOBOJUTH MIPEABAPUTEIILHOE PACCMOTPEHUE BXOASAIINX U BHYTPEHHUX JOKYMEHTOB;
PETUCTPUPOBATH BXOSIINE, UCXOAAIINE U BHYTPEHHHUE TOKYMEHTHI;

KOHTPOJIMPOBATh MapIIPYTU3ALIMIO IOKYMEHTOIIOTOKOB B OpraHU3aliy (CorjiacoBaHue,
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HOAMNMCAHNE, YTBEPXKICHHE, PETUCTPALIUS, 03HAKOMJICHHE U UCTIOTHEHUE JOKYMEHTOB);
OCYILECTBIISATH CPOKOBBIM KOHTPOJIb HCIIOJIHEHHSI IOKYMEHTOB;

OCYILECTBIISATH 00PaOOTKY M OTIPABKY UCXOJAIINX IOKYMEHTOB;

COCTaBJISITh OTYETHI M AHAJTUTUYECKUE CIIPABKH 00 MCIIOJHEHUH JOKYMEHTOB;

BECTH MH(POPMALIMOHHO-CIIPABOYHYIO paboTy MO JOKYMEHTaM;

OCYIIECTBIISATH PA0OTY C OPraHU3aMOHHO-PACTIOPSIIUTEIHLHBIMA JOKYMEHTAMH B
ABTOMAaTU3UPOBAHHBIX CUCTEMAX;

o0ecreynBaTh COXPaHHOCTh MEPCOHAIBHBIX IAHHBIX PAOOTHUKOB,;

OpPraHU30BBIBATH JIOKYMEHTOOOOPOT MO MPECTABICHUIO JOKYMEHTOB I10 IIEPCOHAITY B
roCyJapCTBEHHbIE OpraHbl;

OpPraHU30BBIBATH TOKYMEHTOOOOPOT MO YUYETY U ABMKEHUIO pAOOTHHUKOB;

BECTH BOMHCKHMH y4€T paOOTHUKOB,;

BeCTH yu€T pabouero BpeMeHH pabOTHUKOB,;

0(OpPMIIATH OpraHU3aLUOHHO-PACTIOPATUTEIbHBIC TOKYMEHTHI 110 INYHOMY COCTAaBY;
BECTH PErHCTPALUIO, YUET, ONIEPATUBHOE XPaHEHUE TOKYMEHTOB I10 INYHOMY COCTaBY;

BCECTU JOKYMCHTAIIUIO, MIOATBCPKAAOIIYIO CBCACHUS O TPYI[OBOﬁ JACATCIIBHOCTH U
TPYHAOBOM CTAXKCE pa6OTHI/IKOB;

(dbopMHUpPOBATH TUYHBIC JIeJIa PAOOTHUKOB;
0o(OpPMIISTH JieNa Mo TUYHOMY COCTaBY JAJIsl IEpeaul B apXUB OpraHU3alluy;

pa6OTaTI> CO CIICHHUaJIU3UpPOBAHHBIMHA HH(bOpMaHHOHHBIMH cucTeMaMu u 0a3zamu JaHHBIX
10 BEACHUIO yqéTa U ABHXKCHHIO pa6OTHI/IKOB;

pa3pa6aTI>IBaTb HOMCHKIJIATYpY ACJI OpraHu3aluu,

MPOBEPATH MPABUIBLHOCTH OPOPMIICHUS TOKYMEHTOB M OTMETKU 00 UX MCIOJTHEHUH MePe]]
X (opMHpPOBAHUEM B JIEJIO IS MTOCIEAYIOMIETO XPaHCHHUS;

(dbopMupoBaTh Jesia, KOHTPOJUPOBATH IPABUIIBHOE U CBOEBPEMEHHOE paclpeIeieHue U
MOJIINBKY IOKYMEHTOB B JI€Jla B COOTBETCTBUHM C HOMEHKJIATypOu J1e;

MMPOBEPATH CPOKU XPAHCHHUA NOKYMCHTOB, COCTABJIATH ITPOTOKOJI pa6OTLI SKCHepTHOP’I
KOMHCCHH 110 MOATOTOBKE JOKYMCHTOB K IIEPEAAYC B APXUB;

COCTABJIATH aKT O BBIIEIECHUN K YHUYTOKEHHIO JOKYMEHTOB, HE NIOJIEKAIIUX XPAHEHUIO;
COCTaBJISITh aKT 00 YHUUTOXEHUH JOKYMEHTOB;

OCYILECTBIIATH ITOJIHOE WIH YACTUYHOE OPOPMIICHHE [l BPEMEHHOT'0, TOCTOSIHHOTO,
JOJITOBPEMEHHOT'O CPOKOB XpaHEHUS;

COCTABJIATH ONMCH €] CTPYKTYPHBIX ITOAPA3AEICHUN TIOCTOSIHHOTO, TOJITOBPEMEHHOTO
CPOKOB XpaHEHHUs [UIs IIEpelayul JAeJl B apXUB OpraHU3alLlH.

3HaTh

HOpPMaTHUBHBIE MTpaBoBbIe akThl Poccuiickoit denepanuu B chepe nHGOPMALIMOHHBIX U
KOMMYHHKAITMOHHBIX TEXHOJIOTHUH, TI0 3amuTe nHpopMammu, nHHOPMaIluOHHON
0e30MmacHOCTH, M0 paboTe ¢ OOpaIICHUSIMH TPAXKIAH, [0 OPraHU3alluU ASTIOBOM MOE3KH,
B cepe IeNOonpor3BOICTBA H apXUBHOTO JIeNa, B cepe peryaTupoBaHus TPYAOBBIX
OTHOIICHUM;

JIOKaJIbHbIE HOPMATHUBHBIE aKThI, PETJIAMEHTUPYIOIINE JIEATETbHOCTh CITYKOBI
JIEIIONPOU3BOJICTBA U €€ PaOOTHUKOB, OpPTaHU3AIUIO BEJCHHS JIETIOMPOU3BOICTRA,
repenavy J1el B apXyUB OpraHU3alny, a TAaKKe pPEerliaMEHTUPYIOLIHUE TPYIOBbIE
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OTHOIIIEHUS,

CTPYKTYpYy OpraHuzanuu, e€ 3a1auu U pyHKIUHU, pacrpeneiaeHne GyHKIui Mex1y
CTPYKTYPHBIMH MOJIpa3IeICHUSIMU U CIICHUATUCTAMU;

TpeOOBaHUS OXPaHbI TPY/Ia, MPOU3BOACTBEHHON CAHUTAPHUH, TPOTUBOIOKAPHOM 3aIUTHI;
OCHOBBI IIPABMJIBHOM OpraHM3alUH TPYAa U METO/IbI MOBBIIICHUS ero 3((HEeKTUBHOCTH;
OCHOBBI YIIPABJICHUS] BPEMEHEM;

BU/Ibl OPTraHU3AIMOHHOMN TEXHUKHU U MpaBuia paboThI ¢ Hell;

METO/Ibl 00pabOTKU U 3alTUTHl HHPOPMAIUH C IPUMEHEHUEM CPEICTB MHPOPMAIIMOHHBIX
¥ KOMMYHUKAIIUOHHBIX TE€XHOJIOTUH;

COBpPCMCHHBIC I/IH(bOpMaI_[I/IOHHLIC 1 KOMMYHHUKAIIMOHHBIC TCXHOJIOTHHU, IPUMCHACMBIC B
pa60Te C JOKYMCHTAMH, B TOM YHUCJIC 110 JIMYHOMY COCTaBY,

ATHKET U OCHOBBI MEXYHAPOTHOTO TIPOTOKOJIA;

ITHKY JIJIOBOTO OOIICHHUS;

IpaBUJIa PYCCKOTO S3bIKA;

IpaBUjIa PEUYCBOTO ITHKETA;

MIpaBHJIA TIOIICPIKAHUS ¥ PA3BUTHS MEXIIMYHOCTHBIX OTHOIIICHUH;

npaBuJjIa MPOBEICHUS JICJIOBBIX TIEPErOBOPOB;

MpaBHJIa OPraHU3AIMH TPUEMA TOCCTUTEIICH;

MpaBujIa CEpBUPOBKHU YaiitHOTO (KOo(eitHOro) cTona;

MOPSITOK TIOJTOTOBKY M IOKYMEHTUPOBAHHUS JISTIOBOM ITOE3]IKH;
UHTEPHET-PECYPCHI ISl OCYIIECTBICHUS TPEBEII-TIOICPIKKH JICIOBBIX MOE3]I0K;

KOMILJIEKC OPTaHU3alMOHHO-TEXHUYECKUX MEPOIPUATHH 110 IOATOTOBKE U IIPOBEACHUIO
KOH(EPEHTHBIX MEPOTIPHATHH;

ImpaBujia O(l)OpMJIeHI/ISI JOKYMCHTOB, CO3aBa€MbIX B IIPOLCCCC MOATOTOBKHU U MMPOBCACHUA
KOH(bepeHTHOFO MCPOIIPUATHA,

COCTaB BHYTPCHHMX U BHCIIHUX I/IH(bOpMaIII/IOHHI)IX ITIOTOKOB;

PYKOBOJCTBO CTPYKTYPHBIX TOJIpa3/ieJieHui, 00pa3iibl OAMUCEH JINII, UMEIOIIHUX TTPaBO
MOJIIMCAHUSA U YTBEPKIAECHHUS JOKYMEHTOB, U OTPAHUYEHHUS 30H UX OTBETCTBEHHOCTH;

BUIbI HOMEHKJIATYp Jiel1, 001ue TpeOoBaHUs K HOMEHKIAType JIell, TOPSIOK paboThI C
HEI;

nopsI0K opMupoBaHus U opopmiieHus ael, cneunduky GopMUpOBaHUS OTAEIbHBIX
KaTeropuu JIelr;

IpaBuJia XpaHEHUS /1], B TOM YHUCIIE C JOKYMEHTaMH OrpPaHUYEHHOI'O JOCTYIa;
IpaBUJjia BbIIAYM U MCIIOJIB30BaHMsI JOKYMEHTOB U3 c(hOPMUPOBAHHBIX JIE;

MOPAAOK UCIIOJIB30BAHUA TUIIOBBIX UM BEAOMCTBCHHBIX HGPGIIHGIZ JAOKYMCHTOB,
ONpeaACIICHNA CPOKOB XpaHCHHSA B IMTPOLECCE SKCIICPTUIBI HEHHOCTHU JOKYMCHTOB,

BHU/JIBI OKCEN eI opraHu3alii U MopsAa0K pa6OTBI C HUMM.

1.2. Kotn4ecTBo 4acoB y4eOHOI NPAKTHKH

Bcero gyacos —72
B TOM 4HcClie B (hOopMe MIPAKTHUECKOM MOArOTOBKHU —/2 4aca.



3.CTPYKTYPA U COAEP)KAHUE YUEBHOM IPAKTUKH

3.2 TemaTn4yecKmii NJIAH M COJePKAHNE YIeOHOI MPAKTHKH

HaumeHoBaHue pa3jie/ioB U Buasb1 pator KouunyecTBo
TeM 4acoB
1 2 3
Boinosinenue padoT 1mo J0JKHOCTH CJIysKamero «JleJ1onpou3BoauTesib»
Tema 1. CocraBaenne m |Pa3pabotats 1 0pOpMHUTH TOJKHOCTHYIO HHCTPYKIUIO AETONPOU3BOAUTENS U apXxuBapuyca. PazpaboraTth 6
opopmiieHue ¥ 0(pOPMHUTH HHCTPYKIIUIO 110 ACTONPOU3BOICTBY opranu3anuu. OGopMHUTh MITATHOE PACIHICAHHUE.
OPraHM3aluOHHBIX
JTOKYMEHTOB
Tema 2. CocraBiaenne m  |Pa3pabotars GiaHKu opraHu3aiuil pa3IndHbIX OpraHU3almoOHHO — MPaBoBbIX popM. OPopMuUThH 6
opopmiieHuUe pa3IMYHbIE BUIbI OPTaHU3ALHMOHHO — PACIOPSAAUTEIbHON TOKYMEHTAMU: IIPUKA3bl 10 OCHOBHOM,
pacnopsnTeIbHbIX JESTENIbHOCTH , TPUKA3bI 110 a[IMUHUCTPATUBHO — XO3SICTBEHHOMN JAEATEIbHOCTH C COOIIOICHUEM €IMHBIX
JTOKYMEHTOB tpeboBanuii u mpaswi B cootBercTBUU ¢ [OCT 7.0.97.-2016
Tema 3. CocraBiaenne m  |OQopMUTH pa3TUUHbIE BUABI HHPOPMAIIMOHHO — CIIPABOYHBIX JOKYMEHTOB: 0POPMHUTH MUCHMO — 3aIpoc, 6
odopMiIeHHE CTIPABOYHO- |IMCbMO — OTBET C MPHJIOKEHUAMHU, UHPOPMALITMOHHOE MHOTOCTPAHUYHOE [TUCHMO, TOKJIAIHYIO U
HH(OpMAINOHHBIX O0O0BSCHUTENBHYIO 3aIIUCKH.
JOKYMEHTOB
Tema 4. Opranu3zanusi  |O3HaKOMHTBCS CO CXEMOH JTOKYMEHTO000pOTa B OPraHU3aIK U OpraHU3alMy PErucTpaluu J0KyMEHTOB, 6
JOKYMEHT0000poTa MOPSAIKOM MPOXOKACHUS PA3IMYHBIX JOKYMEHTOIIOTOKOB OpTraHU3alliK, KOHTPOJIEM HaJ UCIIOJTHEHUEM
JIOKYMEHTOB B OpPTaHU3AINH, C HOMEHKIIATYypOU €]l OpTraHU3aIiH, TOPSIKOM COCTaBICHHS U 0OPMIICHHUS
JIeJT OpraHu3aluu. 3al0JHUTh KYpHaJIbl PETUCTPALlUU BXOAIIECH, UCXOASIIEH 1 BHYTPEHHEN
KOPPECTIOHICHIIUU
Tema 5. IxcnenunuonHas |O6padoTKka BHYTPEHHUX JIOKYMEHTOB, 00pab0oTKa M OTIPaBKa UCXOAIIUX TOKYMEHTOB, IPUEM U 6
00padoTKa JOKYMEHTOB |[IepBHYHas 00paboTKa BXOJAIIMX IOKYMEHTOB. [IpenBapuTenbHOe pacCMOTPEHHE U COPTUPOBKA
JIOKYMEHTOB Ha PETUCTPUPYEMBIE U peructpupyemsbie. [1oaroroBka BXOIANUX TOKYMEHTOB ISt
paccMoTpenus pykoBoauTesneM. OcyliecTBICHUE Iepeaun JOKYMEHTOB Ha UCIIOJIHEHUE B
MTO/IPA3/ICJICHUs C YUETOM PE30JIFOINN PYKOBOJUTENS OpraHu3aliu
Tema 6. Perucrpanusi | ©opMbl perucTpaliuu J0KyMeHTOB. BrinoaHeHne paboT o uHAeKcaluu JOKyMEHTOB. Perucrpanus 6

AOKYMEHTOB

JIOKYMEHTOB ¥ MaplIpyTH3alKs TOKYMEHTONOTOKOB. 3allOJHUTh KYPHAJIbI PETUCTPALIUU BXOISILEH,
MCXOSIIEN Y BHYTPEHHEN KOPPECITOHICHIINHI

BoinosiHeHHe padoT 10 JOJIKHOCTH CJIYKAETr0 «KAPXHBAPUYC»




Tema 7. Opranu3anus u
TEXHOJIOTHsI KOHTPOJIA 32
CPOKAMU MCIOJTHEHUS

PaCCMOTpeHI/Ie U nepcaavda J0KyMCHTOB Ha UCIIOJIHCHUEC € YUCTOM PC30JIIOIUHU PYKOBOIUTCIIA
OpraHu3aiuu. Be,Z[CHI/Ie KapTOTCKHU y4€Ta MPOXOXKIACHUA JOKYMCHTAJIbHBIX TOKYMCHTOB. CpOKI/I
HUCIIOJTHCHU . KOHTpOJIB HCIIOJIHCHUSA JOKYMCHTOB B OpraHHU3alluu.

AOKYMEHTOB
Tema 8. Opranusauus O3HakoMJICHHE C TMPOTPAMMHBIMU CpPEJCTBaMM Yy4éTa, XpaHEHHUs, 0OpaOOTKM M TIOMCKa JOKYMEHTOB, 6
HMH(POPMALHOHHO — UCTIOJIb3yEeMBbIMU B Opranu3anuu. MHpopMannoHHo-cripaBoYHasi ¥ MOMCKOBasi paboTa C UCIOIb30BaHHEM
CHPABOYHOM PadoThI CHCTEM Yy4€Ta JOKYMEHTOB B OpraHU3aLHH.
Tema 9. Opranm3zamusi  |Opranu3zanus TEKyIIEro XpaHeHHUs JOKYMEHTOB. CucTeMaTh3alus T0KYMEHTOB 10 CTPYKTYpPHO- 6
TeKylIero XpaHeHust XPOHOJIOTHYECKOMY NpUHLUNY. Opranu3anus JOKyMEHTOB TeKylero apxusa. Cucremarusanus
JIOKYMEHTOB TeKyIero apxusa. OdecrieueHre COXpaHHOCTH JOKYMEHTOB
Tema 10. CocraBiaenue |CocraBienue u ohopMICHIE HOMEHKIATYPHI JIeT B opranu3anun. OnpeeneHne CPOKOB XpaHEHUs 6
HOMEHKJIATYPbI JIeJI B |[IOKYMEHTOB.
OpraHu3aunuu
Tema 11. DxkcnepTH3a | DKCHEpTHAs KOMUCCHUS, €€ COCTAB U MOJHOMOYHUA. YYacTUE B IPOBEACHUH 3KCIIEPTU3bI LIECHHOCTH 6
HEHHOCTH JOKYMeHTa  |JOoKyMeHTOB. OcyllecTBiIeHHE 0TOOpa TOKYMEHTOB U /1€ Ha XpaHEHUE U YHUUTOKEHUE N0 Pe3yJIbTaTaM
SKCHEPTU3bI IEHHOCTU JOKYMEHTOB U PEHICHUH, IPUHSITHIX SKCIIEPTHOM KOMHUCCHEN
Tema 12. IloaroroBka aena |I1oaroToBuTH €710 K Nepeiaye B apXUB OpraHU3alUu: CUCTEMATU3UPOBATh JOKYMEHTHI J1€J1a, COCTaBUTh 6
K Nnepejavye HA apXHBHOE |BHYTPEHHIOIO ONUCH JEJIa U JUCT — 3aBEPUTEINb JI€a, IPOHYMEPOBATh CTPAHULIBI U CIIUTH JEN0,
XpaHeHHe. oopMuts 005105KKY fena. CocTaBIeHHE aKTOB BBIJAUH, IIEPEIaun, YHHUTOKEHHS JOKYMEHTOB. KoHTpoIb
(U3UUECKOro COCTOSIHUSL JOKYMEHTOB Ha OyMa)kKHOM OCHOBE.
IMpomexyTounas atrectauus ( 1ugdepeHIINPOBAHHBII 3a4eT)
Bcero 72
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3. YCJIOBUS PEAJIN3AIIMN YUYEBHOM ITPAKTHKH

3.1. TpeboBaHusi K MUHUMAJIBLHOMY MaTepHAJIbHO-TEXHHYECKOMY O0ecredeHUuIo

VY4yeOHasi MpakTUKa peaau3yeTrcs B MAacTEPCKUX NPO(eCcCHOHATBHOW 00pa30BaTeIbHOM
OpraHu3aly W TpedyeT Hamuuus OoOOpyIOBaHUS, MHCTPYMEHTOB, PACXOJIHBIX MAaTepHAalIOB,
00eCreynBaroOIUX BBIMOJHEHHE BCEX BHJIIOB PAa0OT, OMPEACICHHBIX COJEPKAHUEM IPOrpaMm
npodecCHOHANBHBIX MOJYyJIeH, OTBEUAIOUIEr0 MOTPEOHOCTSAM OTpaciu U TpeOOBaHUSM
paboroaarene.

Peanmzanuss y4eOHOM mMpakTUKU MpeanojaraeT Hajluyhue ydyeOHoro KaOuHeTa
JIoOKyMEHTAIIMOHHOTO 00ecIieueH sl yIpaBIeHus, 1a00paTopuu TOKYMEHTOBEICHHUS;

y4eOHON KaHIENIIpUH (CITy>KObI JOKYMEHTAIIMOHHOTO 00€CTICUeHHUs YIIPABIICHHS ).

Ob6opynoBanne ydueOHOro kabuHeTa W pabodymx MecT KaOmHeTra J[OKyMEHTallMOHHOTO
oOecrieueHus yrpaBieHHUs:

MO0CaJ0YHBIE MECTA 110 KOJIUYECTBY 00yUarOINXCs;

pabouee MeCTO MpernoaaBaTes;

JI0CKa;

HOPMAaTUBHO — IPABOBbIE IOKYMEHTHI,

KOMIUIEKT y4€0HO — METOJUYECKUX MTOCOOHIA.

Texnuueckue cpencrsa o0OydeHUS: MYJIBTUMEAUMHBIA MPOEKTOpP, KOMIBIOTEPHI C
JIMIIEH3MOHHBIM ITPOrPaMMHBIM obecrieueHreM; mpaBoBbie cuctemsl [ apanTt, KoncynsrantlInroc.

O6opynoBanue maboparopun M pabounx MecT nabopaTropuu JOKYMEHTOBEICHHUS:
KOMIBIOTEPHI, TPUHTEP, CKaHEp, MOJAEM (CIyTHUKOBas CHUCTEMA), IMPOEKTOp, MPOTPaMMHOE
obecriedeHre o0mEero U Mpo(eccHOHANbHOTO HA3HAYEHHUS, KOMIUIEKT Y4eOHO-METOIUYEeCKON
JIOKyMEHTaluu; paBosele cucteMsl I'apanTt, KoncynsranTlntoc;

Ob6opynoBanue mabopaTopuui U pabouyux MecT gabopaTopuu y4eOHOW KaHIEIIpUU
(cmy»Obl JTOKYMEHTAlIMOHHOTO OOECIEUEHUsl YIPABJICHUSA): KOMIIBIOTEPHI, MPUHTEP, CKaHEp,
MozeM (CIyTHHKOBasi CHUCTeMa), TIPOEKTOp, TMpOrpaMMHOE oOecrieueHre OOIero u
npoecCHOHAIbHOTO HAa3HAUYEHUs, KOMIUIEKT Y4eOHO-METOIUYECKON TOKYMEHTAIUU; [IPaBOBbIC
cucreMsl ['apant, KoncynsranTlIntoc.

Peanmzanuss mporpaMMbl  MOAYAS — MpeAriofaraeT  o0s3aTeNbHYI0  y4eOHY0 U
MIPOU3BOICTBEHHYIO TIPAKTHKY.

OO6opynoBaHMe U TEXHOJIOIMYECKOE OCHAIIEHHE pabouyuX MECT: KOMIBIOTEpHI, IPUHTED,
CKaHep, JHIICH3UOHHOE nporpamMmHoe oOecrieyeHue 00mero u MpodhecCHOHATBEHOTO
HA3HAYeHU s, KOMIUIEKT HOPMaTHBHO — MPABOBOM JTIOKyMEHTAIUH.

3.2. UupopmanmoHHoe odecnieueHne 00y4eHust

Ilepeyenn peKOMeHyeMbIX Y4eOHBIX HU31aHUM, HNHuTepHer-pecypcos,
JAONOJIHUTEIbHOM JTUTEPaTypbl

Abynanze 1. I'. JlokymMeHTallMOHHOE 00ecrieyeHHe YIpaBIeHUs IEPCOHATIOM: YUeOHUK U
NPaKTUKyM JJs cpenHero mnpodeccuoHanbHoro oopaszoBanus / J[. I'. AOGynamze, U. b.
Bempsokkuna, B. M. MacnoBa. — 2-e u3f., nepepa0. u non. — Mocksa: M3narensctBo IOpaiir,
2022. — 370 c. — (IIpodeccuonansHoe oOpazoBanue). — ISBN 978-5-534-15076-6. — Texkcrt:
anekTpouHsiil // IbC FOpaiit [caiit]. — URL: https://urait.ru/bcode/487121.

AntyxoBa, H.®. Cuctempl 3JI€KTPOHHOTO JOKYMEHTOOOOpoTa: ydeOHOe mocodue /
AntyxoBa H.®., [I3t06enko A.JL., Jlocera B.B., UeunkoB FO.b. — Mocksa: KuoPyc, 2022. —
201 c¢. — ISBN 978-5-406-02705-9. — URL: https://book.ru/book/936560. — Tekcr:
JJIEKTPOHHBIN.

Kopsnees, 1. K. JlokymeHTannmoHHOe obecriedeHre ynpaBlieHUs: YU4€OHUK U MPAKTUKYM
Ui cpenHero mpogeccuonansHoro oopasosanus / M. K. Kopuee, A. B. Ilmenko, B. A.
MamypueB. — 2-e u3zf., nepepad. u morn. — Mocksa: U3natensctBo FOpaiit, 2022. — 384 ¢. —
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(ITpodeccuonansrnoe obpazoBanue). — ISBN 978-5-534-05022-6. — TekcT: 37€KTpOHHBIH //
OBC IOpaiir [caiit]. — URL.: https://urait.ru/bcode/472550.

Kacpsnosa, I'. 0. Jlenonpou3BoacTBO U JIpyrue acnekTsl pabotsl cexperaps / I.IO.
KacesinoBa — 7-¢ u3., mepepad. u gon. — Mocksa: M3narenscTtBo Abak, 2020. — 304 c.

JlonotHUTeIbHbIE HCTOYHUKH

Konctutynus Poccuiickoii  ®@enepanuu  (IpUHSATA BCEHAPOJIHBIM  T'OJIOCOBAHUEM
12.12.1993 ¢ u3meHeHusiMH, 0JJOOPEHHBIMU B X0/Ie o01iepoccuiickoro rojgocoBanus 01.07.2020)

I'paxnanckuii kogexc Poccuiickoit @enepanuu (yacts nepsas) ot 30.11.1994 N 51-@3
(pen. ot 21.12.2021) //CobGpanue 3akoHomarenbcTBa Poccuiickoit @enepamuu, 1994, N 32, cr.
3301; 2013, N 19, ct. 2327; 2016, N 27, cT. 4265

TpynoBoit koaekc Poccuiickoit ®eneparmuu ot 30.12.2001 N 197-®3 (pen. ot
22.11.2021) (¢ w3m. u jgom., Berym. B cuiry ¢ 30.11.2021)// (Cobpanue 3aKOHOIATEILCTBA
Poccutickoit ®enepanuu, 2002, N 1, ct. 3; 2006, N 27, ct. 2878)

®enepanbubiii 3akoH oT 06.04.2011 N 63-@3 (pen. ot 02.07.2021) "O6 snekTpoHHON
noanucu"// Codpanue 3akoHoaarenscTBa Poccuiickoit deneparuu, 2011, N 15, ct. 2036; N 27,
cT. 3880; 2012, N 29, ct. 3988; 2013, N 14, cr. 1668; N 27, cr. 3463, 3477; 2014, N 11, cr.
1098; N 26, ct. 3390; 2016, N 1, c1. 65; N 26, cT. 3889

®enepanbublii 3akoH 0T 27.07.2006 N 149-®3 (pea. ot 30.12.2021) "O6 undpopmanuwu,
MH(OPMALIMOHHBIX TEXHOJOTHSIX U O 3ammure uHpopmaruu'// CobOpaHue 3aKOHOAATEIHCTBA
Poccuiickoit @enepanun, 2006, N 31, ct. 3448; 2010, N 31, ct. 4196; 2012, N 31, cr. 4328;
2013, N 23, ct. 2870; N 27, cT. 3479; 2014, N 48, cT1. 6645; 2015, N 29, cT1. 4390; 2018, N 1, cT.
66; 2019, N 52, cT. 7798

ITpukaz PocapxuBa ot 02.03.2020 N 24 "OO6 ytBepxkaenuu IlpaBun opranuzanuu
XpaHEHHs, KOMIUICKTOBAaHMS, Y4eTa W HCIOJIL30BAaHMUS JOKYMEHTOB ApXHUBHOTO (oHIA
Poccuiickoit ®enmepauvu M OPYTUX apXHMBHBIX JOKYMEHTOB B TOCYJapCTBEHHBIX U
MyHUIIMIIAJTBHBIX ~ apXWBax, My3esix W  OubnuoTekax, Hay4YHBIX  OpraHu3anusx"
(3apeructpupoBano B Munrocte Poccum 20.05.2020 N 58396)// OdunuanbHBIE WHTEPHET-
nmopTaj nmpaBoBoi nHpopmManmu http:// www.pravo.gov.ru, 21.05.2020

I'OCT P 7.0.97-2016. Hanumonanwubiii crangapt Poccuiickoit ®enepanuu. Cucrema
CTaHJApTOB MO HH(opManuu, OMOIMOTEYHOMY M H3JaTeNbCKOMY Jeny. OpraHu3aluoHHO-
pacnopsauTenbHas JOKyMeHTauus. TpeOoBaHus K opopMieHHIO JOKyMeHTOB (yTB. IIpukasom
Poccrannapra ot 08.12.2016 N 2004-ct) (pexn. ot 14.05.2018)// M., Crannaptungopm, 2018.

I'OCT P 7.0.8-2013 Cucrema crangaptoB 1o uH(popMmauuu, OUOIMOTEYHOMY U
U3JaTeabCKOMY Jely. Jlemonponu3BOACTBO U apXuBHOE Jieso. TepMuHbl U onpexaeneHus" (yTB.
IIpukasom ytB. IIpukazom @enepanbHOro areHTCTBA IO TEXHUYECKOMY PEryJIHPOBAaHUIO U
metposoruu ot 17.10.2013 N 1185-ct)// M., Cranaaptungopm, 2014.

I'OCT P MCO 15489-1-2019. Cuctema crannapToB 1o uHdopmanuu, OMbInoTeYHOMY U
u3narenbckoMy aeny. MHpopmanus u JOKyMeHTanus. YmpaBieHue JokyMeHTamu. Yactp 1.
[Tousstust u npunuunsl (yrB. [lpukaszom — denepanbHOro areHTCTBa IO TEXHUYECKOMY
peryaupoBaHuio u Metposioruu ot 26.03.2019 N 101-ct)// M., Crangapturdopm, 2019.

OK 011-93. O6mepoccuiickuii kinaccuukarop yrnpaBIeHYECKON AOKyMeHTanuu (yTB.
[TocranoBnenuem ['occranmapta Poccuu ot 30.12.1993 N 299) (pen. ot 07.10.2021)

CnpaBouHo-nipaBoBasi cucrema «['apant» - [DnexTpoHHbI pecypc| - Pexxum mocryma:
http://www.garant.ru/

CnpaBouHo-mipaBoBasi cucremMa «KoHCympTaHT+» - [DIeKTpoHHBIM pecypc| - Pexum
nocryma: http://www.consultant.ru/

CnpaBouno-nipaBoBasi cuctema «Koaeke» - [DnekTpoHHBIN pecypc] - Pexum mocrtyma:
http://www.kodeks.ru/

Kypnan «Jlenonpon3BoACTBO U JOKYMEHTOOOOPOT Ha MpeAnpustun». Pexum nocryna:
http://www.delo-press.ru

Kypuan «JlenomnpousBoactso». Pexxum nocryma: http://www.jurn.ru
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Kypnan «/lenonpou3BoacTBO U T0oKyMeHT0000poT». Pexxum nocryma: http://sekretar-
info.ru

AnppeeBa B.M. Jlenonpou3BOACTBO: OpraHu3alys U BeJCHHE: y4EOHO-TIPAKTHUECKOE
nocobue / AunpeeBa B.M1. — Mocksa: KanoPyc, 2020. — 294 ¢. — ISBN 978-5-406-00580-4. —
URL: https://book.ru/book/934225. — TekcT : 2eKTPOHHBIH.

Amnzoposa C.II. Opranu3zanus Tpyaa rocy1apCTBEHHBIX U MYHUIIMIIAJIbHBIX CIY>KAIIHUX :
yuebHoe mocobue / C.I1. Arzopona, C.I'. denopuykoBa. — Mocksa : UHOPA-M, 2022. — 160
c. — (Bpicmee oOpa3zoBanume: bakamaBpuar). - ISBN 978-5-16-016369-7. - Tekct
anekTponHbiii. - URL: https://znanium.com/catalog/product/1151473. — Pexxum npocrtyma: 1o
MOJIITUCKE.

bymar P.E. JlokymMeHTallMoOHHOE OOECIeUCHNE YIPABICHUS TEPCOHAJIOM: YydeOHOe
nocoobue / P. E. bymar. — MockBa: UHOPA-M, 2019. — 234 c¢. + Jlom. Marepuaibl
[[DnexTponnbIii pecype]]. — (Bricmee oopazoBanue: bakanaspuar). - ISBN 978-5-16-010318-
1. - Texkct: amexktponnsii. - URL: https://znanium.com/catalog/product/1007087. — Pexum
JIOCTYTIA: TI0 TIOATIHCKE.

I'yryea T.A. KonduaeHumaipsHOEe IeI0MPOU3BOJCTBO: ydeOHOe mocobue / T.A.
['yryeBa. — 2-e u3a., nepepad. u gon. — MockBa: UH®PA-M, 2022. — 199 c. — (Cpennee
npodeccuonanbHoe obpazoBanue). - ISBN 978-5-16-016585-1. - Tekcr: snexrponHsiid. - URL:
https://znanium.com/catalog/product/1191331. — Pexxum gocTyma: mo mo IimucKe.

I'ycapoBa M.H. OpranuzannoHHO-UH()OPMAILIMOHHOE U JOKYMEHTAIIHOHHOE 00ecIIeYeHHe
JESTEIIbHOCTH PYKOBOJUTEIS: yaeOHO-MeTomdeckoe mocodue / M. H. I'ycaposa, C. B. I'opkym.
— Mocksa: PTY MUPDA, 2022. — 106 c. — Tekcrt : anekTpoHHbIH // JlaHb : 3I€KTPOHHO-
oubmmoreunas cucrema. — URL: https://e.lanbook.com/book/176556. — Pexxum noctyma: st
aBTOPU3. MOJIb30BATENCH.

HemonpousBoactBo: yueOHuk / T.A. beikoBa, JI.M. BsuioBa, FO.M. Kykapuna, JI.B.
CankuHa; mox o6m. pexn. mou. T.A. beikoBoit. — 4-e¢ u3n., mepepab. u jgom. — Mocksa :
NHOPA-M, 2022. — 393 c. + Jlon. marepuansl [[DnekrpoHHbiii pecypc]]. — (Beicuiee
obpaszoBanue: bakanaspuar). — DOI 10.12737/1014190. - ISBN 978-5-16-014992-9. - Tekcr:
anexktponnbid. - URL: https://znanium.com/catalog/product/1014190. — Pexum goctyma: 1o
TIOJITIHICKE.

Hoponuna JI.A. JIokyMeHTaIlMOHHOE OOECTieueHUe yIpaBiIeHUs: YI€OHUK U MPAKTUKYM
Uit cpeaHero npogeccuonanbHoro oOpazoanus / JILA. Jloponuna, B. C. HputukoBa. —

Mocksa: M3natensctBo IOpaiit, 2022. — 233 c. — (IIpodeccuonanpHoe oOpa3oBaHue). —
ISBN 978-5-534-05783-6. — Tekct: anekrponnsid // DBC HOpaiit [caiit]. — URL:
https://urait.ru/bcode/473802.

KonduaenmnmansHoe JIEIIONIPOU3BOICTBO 51 3alIMIIEHHbBIN AIEKTPOHHBIN

nokymenroobopot: yueoHuk / H.H. Kynses, A.C. Jémymxun, T.B. Konnpamosa, A.T.
®abpuunoB; mox odul. pea. H.H. Kynsesa. - 2-e u3a., nepepad. u pom. - Mocksa : Jloroc, 2020.
- 500 c. - (HoBas ynuBepcurerckass Oubmmoreka). - ISBN 978-5-98704-711-8. - Tekcr :
anekTponHbiii. - URL: https://znanium.com/catalog/product/1212394. — Pexum npocrtyma: 1o
HOJIIHCKE.

Kopnees U.K. Texuuueckue cpencrBa ympasinenus: ydeOHuk / M.K. Kopuees, I'.H.
Kcangonyno. — MockBa : HMH®PA-M, 2019. — 200 c. — (Beicmiee obOpa3oBaHue:
bakanmaBpuar). - ISBN 978-5-16-003620-5. - Tekcr : onekrponnsii. - URL:
https://znanium.com/catalog/product/991843. — Pexwum 10cTyma: 1Mo MOANUCKE.

Ky3nemor M.H. JlokymeHTanmoHHOe oOecriedeHue yrnpapieHus. JJoKyMeHTOOO0OpOT u
JIeNTOTIPOU3BOICTBO: YYEOHUK M MPAKTHKYM JUIS CpelHEro mpodeccuoHaIbHOro odpasoBaHus /
. H. Ky3nenoB. — 3-¢ u3g., mepepad. u qorm. — Mocka: M3natenberBo HOpaiit, 2022, — 462
c. — (IIpodpeccuonanvHoe obOpazoBanue). — ISBN 978-5-534-04604-5. — Tekct
snextpouHbiit / DBC FOpaiit [caiit]. — URL.: https://urait.ru/bcode/470020.

KysnenoB N.H. JlokymeHTanmoHHOE obecrieueHue yrpaBieHHsi IePCOHANIOM: YUeOHUK U
MPAaKTUKYM JUIsl cpeAHero mpodeccronanbHoro odpaszosanust / M. H. KysnenoB. — Mockaa:
N3znarensctBo HOpaiit, 2019. — 521 c. — (IIpodeccronansnoe oobpazoBanue). — ISBN 978-5-
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534-04451-5. —  Tekcr
https://urait.ru/bcode/444432.

Opranuzanus cekperapckoro oociyxkuBanuu: OYMK / B. B. I'anaxos, O. b. Hazapenko,
[DnekTponHoe yueOHoe m3manue]. — (CpemgHee mnpodeccuoHanbHOE oOpa3oBaHHME - TEKCT:
anektpoHHbi. - URL: https://www.academia-moscow.ru/catalogue/5411/347093/ Aptukyn
n3nanus: 601817641

[MaBnoBckas O.FO. IlpaBoBoe obecmeueHue KaapoOBOTO JEIOMPOU3BOJCTBA: ydeOHOE
nocobue 11 By30B / O.FO. [TaBnoBckas. — MockBsa : M3natenscTBo FOpaiit, 2022. — 213 ¢. —
(Beicmee obpazoBanue). — ISBN 978-5-534-11565-9. — Tekcr: anekrponssiii // 9bC Opait
[caitt]. — URL.: https://urait.ru/bcode/476289.

CocHoBast A. AccucreHT pykooautens. Jlaiidxaku npodeccuu: KHUra-TpeHUHr / A.
CocHoBas. - Cankt-IlerepOypr: ITutep, 2022. - 208 c. - ISBN 978-5-4461-1489-4. - Texkcr:
anekTponHbiii. - URL: https://znanium.com/catalog/product/1817493. — Pexum npocrtyma: 1o
MOJIITUCKE.

[umos O.B. CoBpeMeHHBIC TEXHOJIOTHH M TEXHHYECKHE CPEICTBAa MH(POPMATU3ALNU:
yaeOnuk / O.B. IllumoB. — MockBa : UHOPA-M, 2022. — 462 c¢. + Jlon. marepuaisl
[[DnexTponnsblii pecype]]. — (Cpennee npodeccuonanbHoe odpazoBanue). - ISBN 978-5-16-
017112-8. - Tekcr : snekrponnsii. - URL: https://znanium.com/catalog/product/1764799. —
Pexxum noctymna: nmo noamucke.

lyBanoBa H.H. OcHOBBI Aenonpou3BOACTBa: YY4EOHMK W TMPAKTUKYM [UIsI CPEIHEro
npodeccuonansHoro odpazosanus / H.H. lllyBanosa, A.}O. MBanoBa; mox oOmiei penakmuei
H.H. UlyBanoBoil. — 2-e¢ u3a., nepepad. u gon. — Mocksa: U3natensctBo HOpaiit, 2022. —
428 c¢. — (Ilpodeccuonanpuoe obOpazoanme). — ISBN 978-5-534-11014-2. — Texkcr:
anextponnsiii / DBC KOpaiit [caiit]. — URL: https://urait.ru/bcode/469548.

ANEKTPOHHBIA  // [caiit]. — URL:

ObC  IOpaiit

4. KOHTPOJIb U OLIEHKA PE3YJITATOB OCBOEHUSI YYEBHOMN NPAKTUKHU

Ko u HaumeHoBaHue
npogeccHoOHAIBHBIX U
00X KOMIIEeTEeHIIHIA,
(popMupyeMBbIX B paMKax
MOAYJIst

Kpurepum oueHku MeToAabI OIIEeHKH

I1K 1.1. OcymecTBisATh
npuéM-repenavy
YIIPABJIEHYECKOU
MH(pOpMaLIUU C TOMOIIBIO
CPEICTB
UH(POPMALIMOHHBIX U
KOMMYHHKAI[UOHHBIX
TEXHOJIOT .

[Tonmy4yenue HeoOXouMOMN
nH(popmanuy u nepeaaya
CaHKIIMOHUPOBAHHOMN
nHpopmanuu ¢
HCIIOJIb30BAaHUEM CPEJCTB
MH(POPMAIMOHHBIX U
KOMMYHHKAI[UOHHBIX
TEXHOJIOTHI

KoHTposb BBINOTHEHHS 331aHUH
y4eOHO MpaKTHKH

Onenka padoT yueOHOM
MPaKTUKH

IIK 1.2. KoopauaupoBarts
paboTy nMpreMHOM
PYKOBOAMTEIS, 30H
npremMa pa3InyHbIX
KAaTeropHil MoceTuTenein
OpraHH3aIHy.

Koopaunarus paboTsl
MIPUEMHON PYKOBOIUTEINS U
30H IpUEMA Pa3IUYHBIX
KaTeropuil OCETUTENEN
OpraHu3anuu

KoHTpoJIb BRIMOIHEHUS 3aTaHUN
y4eOHO! MPaKTUKU

Onenka padoT yueOHOM
MPaKTHKU
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IIK 1.3. Bnagets
HaBbIKaMU IIJIAHUPOBAHUA
pabouero BpeMeHu
PYKOBOIUTEIS U
CeKpeTaps.

[TnanupoBanue padodero
BPEMEHU PYKOBOIAUTEIIS U
pabouero nHs cekpeTaps

KoHTpoJib BRIMOJHEHUS 3a1aHUN
y4eOHON TPaKTUKH

OrneHka paboT yueOHOM
MIPaKTUKU

I1K 1.4. OcymiecTBasiTh
MOATOTOBKY JICJTOBBIX
MOE3/I0K PYKOBOJIUTENS U

JIPYTUX COTPYIHUKOB
OpraHH3aIiu.

Opranusanus Je10BbIX
MOE3JI0K PYKOBOIHUTEIIS
U IPYTHX COTPYIHUKOB
OpraHu3aIu’

KoHTpoJIb BBINOJHEHUS 3a1aHUI
y4eOHO MpaKTUKH

OrneHka paboT yueOHOM
MPAKTUKU

I1K 1.5. Bnagets
CrocobamMu opraHu3ayuu
pabodvero nmpocTpaHcTBa
npreMHON 1 KaOuHeTa
PYKOBOJAUTEIIS.

Opranuzanus u nojjaepxaHue
(hyHKIIMOHATBEHOTO pabovero
MIPOCTPAHCTBA

KoHTpoJIb BBINOJHEHUS 3aJaHUI
y4eOHO MPaKTUKH

Onenka pabot yueOHO
MPaAKTUKHU

IIK 1.6.

OcymiecTBiATh paboTy 10

Opranuzanys NoAroTOBKH U
IIPOBEJCHUE BHYTPEHHUX U

KoHTpoJib BBIMOJHEHUS 3a1aHUH
y4eOHOU MPAKTHUKU

[IOATOTOBKE U BHEUIHMX KOH(EPEHTHBIX Onenka paboT yueOHOI
TIPOBEICHUIO MEPOIPUATHIA, 00eCIICUCHHE IPaKTHKH

KOH()EepPEHTHBIX MH()OPMAIMOHHOTO

MEPOIPHSTHIA, B3aMMO/JICHCTBHS

o0ecreynBaTh PYKOBOJHUTEINSA C

uH(OPMAIMOHHOE IOAPA3AEICHUAMU U

B3aUMO/JIENCTBUE JOJKHOCTHBIMH JIUIIaAMH

pPyKOBOOUTENA C OpraHu3anunu.

MOJIpa3ieNIeHUs MU U

JOJKHOCTHBIMH JIUIIAMH

OpTaHH3aIIH.

IK 1.7. Odopmienue KOHTpOJIb BBITIONHEHNS 3a1aHHUI
OdopmisaTs OpraHu3alMoOHHO- y4eOHOW MPaKTHUKU
OpraHU3aIMOHHO- PacropsIANTEIIbHBIX Ornenka pabort yaeOHOI
pacropsiANTENIbHBIC AOKYMCHTOB M OpraHu3alus NPaKTUKHU

JAOKYMCHTHI U
OpTraHHU30BbIBATH pa60Ty C
HUMH, B TOM HHUCJIC C
HCIIOJIBb30BaHHUEM
ABTOMATHU3UPOBAHHBIX
CHUCTEM.

pa6OTI)I C HUMH, B TOM YHUCJIC C
HUCITIOJIB30BaAHHNEM
ABTOMATU3HUPOBAHHBIX CUCTCM

IIK 1.8.

OdopmisaTe JOKYyMEHTHI
M0 TUYHOMY COCTaBY U
OpPTraHU30BBIBATH PabOTY C
HUMHU, B TOM YHUCJIE C
HCIIOJIb30BaHNEM

OdopmneHre TOKyMEHTOB 10
JIMYHOMY COCTaBy U
opraHu3arnus padoThl C HUMH,
B TOM YHUCJIC C
HCIIOJIL30BAHUEM
aBTOMaTI/ISHpOBaHHBIX CUCTEM

KoHTpoub BRINOTHEHHS 331aHUH
y4eOHOI MPaKTUKH

Onenka
MPaKTUKH

pabot y4ueOHO
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ABTOMAaTHU3UPOBAHHBIX
CHUCTEM.

IIK 1.9.

OpraHu3oBbIBaTh TEKYIICE
XPaHCHUC NOKYMCHTOB,
00paboTKy Jen st
OIIEPaTUBHOIO U
APXUBHOI'O XpaHCHUS, B
TOM YHCIIE C
UCIIOJIb30BaHUEM
ABTOMATHU3UPOBAHHBIX
CHCTEM.

Opranu3zanus TEKyIEero
XpaHEHHS JOKYMEHTOB,
o0paboTka jaen 1is
OTIEPAaTUBHOTO M ApXUBHOTO
XpaHEHUs, B TOM YHCIIE C
HCIIOJIb30BAHUEM
ABTOMATU3HPOBAHHBIX CHCTEM

KoHTpoJIb BBINOJHEHUS 3a1aHUI
y4eOHO MpaKTUKH

Onenka pabot yueOHOM
MPAKTUKHU

OK 01.

Bribupats cioco6st
pelieHus 3a1a4
pohecCHOHATBHON
JeATeIbHOCTH
HPUMEHHUTEIBHO K
PAa3IMYHBIM KOHTCKCTaM;

Br16op criocoba pemeHus
3aj1a4 MpoQhecCUOHATBLHOM
ACATCIIBHOCTH TPUMCHUTCIIBHO
K Pa3JIHYHBIM KOHTEKCTaM

KoHTpoJIb BBINOJHEHUS 3a1aHUI
y4eOHOI MpaKTUKH

Omnenka paboTt yueOHOM
MPaKTUKH

OK 02.

Hcnonp3oBath
COBpPEMEHHBIC CPEJICTBA
MIOVCKA, aHAJTN3a U
UHTEPIIpETalUU
uHpopmanuu, u
nH(pOpMaIlMOHHbBIE
TEXHOJIOTHH IS
BBITIOJTHCHMS 32/1a4

Hcnons30BaHne COBPEMEHHBIX
CpeZAcTBa MOUCKA, aHAJIN3a U
UHTepHpeTanun HHGOpMaIum,
Y UCTIOJIb30BaHUE
WH(POPMAIMOHHBIX
TEXHOJIOTUH [T BBITIOJTHEHUS
3a/1a4 mpoeccHoHaTbHON
JEeSITeITbHOCTH.

KoHTpoJIb BRINOIHEHUS 3a1aHUI
y4eOHOU MPAKTUKU

Omnenka paboTt yueOHOM
NPaKTUKHU

npodecCuOHAIbHON

JESTEIILHOCTH;

OK 04. B3aumoneiictBue u pabota B KoHTpos1b BBITIOIHEHUS 3a0aHUN
D¢ dexTHBHO KOJUIEKTHBE U KOMaHJE y4eOHO MpaKTHKH

B3aMMOJIECTBOBATh U
paboTaTh B KOJUICKTUBE U
KOMaH/IE;

Onenka paboT yueOHOM
MPAKTUKU

OK 05.

OCyIIeCTBIISITh YCTHYIO U
MUCHbMEHHYIO
KOMMYHHUKAIIUIO Ha
rOCY/IapCTBEHHOM $I3bIKE
Poccuiickoit denepanuu ¢
y4eTOM 0COOEHHOCTEN
COLIMAIIBHOTO U
KYJIBTYPHOTO KOHTEKCTa

Ocy1ecTBieHne yCTHOHN U
MUCHbMEHHOM KOMMYHHUKAIH
Ha rOCYIapCTBEHHOM SI3bIKE
Poccuiickoit denepanuu ¢
y4eToM ocoOeHHOCTeN
COLMAJILHOTO U KYJIBTYPHOIO
KOHTEKCTa

KoHTpoJib BRIMOSHEHUS 3a1aHUI
y4eOHON MPaKTHUKU

Onenka padoT yueOHOM
MIPaKTUKU
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OK 09.

ITonp30BaThCs
npodeCcCHOHAIbHON
JIOKYMEHTalue Ha
rOCyIapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX

Hcnonn3oBanme
npodeccroHabHOM
I[OKYMGHTaI_[I/II/I Ha
roCy1apCTBEHHOM U
I/IHOCTpaHHOM A3bIKAX

KoHTpoJib BRIMOJHEHUS 3a1aHUN

y4eOHON TPaKTUKH

OrneHka paboT yueOHOM
MIPaKTUKU
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1. OBIIASI XAPAKTEPUCTHUKA PABOYEH ITPOT'PAMMBI ITPOU3BOJICTBEHHOM

ITPAKTUKH

I11.03 BLIMOJHEHUE PABOT IO OJHOM WJIX HECKOJbKHAM ITPO®ECCHAM

PABOYHX, JOLDKHOCTAM CJOYKAIIUX

1.1. Heap u nianupyemblie pe3yJibTaThl 0CBOCHHUS NPOU3BOACTBEHHON NPAKTUKHU
B pesynaprare mpoxXoXAEHUS ~IPOM3BOJACTBEHHOM MPAKTUKA  OOYYAlOMIMKCS — MOJIydaeT

npodecCHOHANBHBIN ONMBIT TI0 Buay nesTenbHOCTH «BbIMmonHeHHe paboT MO OJHON WM HECKOIbKHM

npodeccussM paboumx, JOJDKHOCTSIM ciykammx» (JlenonpousBonurenb, ApXuBapuyc) U OCBaMBacT

COOTBETCTBYIOIIIUE EMY 06H_II/IG n HpO(l)eCCI/IOHaJ'II)HBIe KOMIICTCHII UM

1.1.1. Ilepedenpb 00X KOMIETEHITHIA

Koxa HanMeHoBaHHe 001X KOMIIETEHIIUMA

OK 01 Bribupath ciocoOsl penienus 3aad npopecCHOHANBHON NesTeIbHOCTH TPUMEHUTEIBHO K
pa3IMYHBIM KOHTEKCTaM.

OK 02 VMcnonb30BaTh COBpEeMEHHbBIE CPE/ICTBA MTOMCKA, aHAJIN3a U UHTEpIIpeTalii HHPOpMalny,
U UH(OpPMAIIMOHHBIE TEXHOJIOIUHU JJIS BBIIOJHEHHUS 3a7a4 NPo(ecCHOHANBHOM
JESATEIIBHOCTH.

OK 04 O} dexTuBHO B3aUMOICHCTBOBATh U Pa00OTATh B KOJUIGKTHBE H KOMaH/IC.

OK 05 Ocy1ecTBISATh YCTHYIO U TUCbMEHHYI0 KOMMYHHUKAIMIO HA TOCYAapCTBEHHOM SI3bIKE
Poccuiickoii @enepanuu ¢ y4eToM 0COOCHHOCTEN COLUAIBHOTO U KYJIbTYPHOTO
KOHTEKCTA.

OK 09 [Tonp3oBaTbest NpodeccnoHanbHOM TOKyMEHTalUel Ha TOCYAapCTBEHHOM U MHOCTPAHHOM
A3BIKAX.

1.1.2. Ilepedens npodeccnoHaNbHBIX KOMIIETCHIINN

Kon HaumeHoBaHue BUI0B 1eITeJIbHOCTH U MPodecCHOHATbHBIX KOMIIeTeH il

BA1 OcyuiecTBiieHHe OPraHU3ANMOHHOTO0 U JOKYMEHTAIIMOHHOT0 00ecneYeHus
JAeATEeJbHOCTH OPraHNu3anuu

MK 1.1. | OcymecTBiaTs NpuémM-repeaady ynpaBieHuYecKol HHPOPMALIUU C TOMOILBIO CPECTB
MH(OPMALIMOHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJIOTUH.

MK 1.2. | KoopauaupoBath paboTy NPUEMHON PYKOBOJIUTEINS, 30H IIpUEMa pPa3InYHbIX KaTeropui
ITOCETUTENIEN OPraHU3aLUN.

MK 1.3. | Bragers HaBbIKaMU IUITAHUPOBAHUS pabOYEro BpEMEHU PYKOBOJUTENS U CEKpeTaps.

IIK 1.4. | OcymecTBiATh NOATOTOBKY JAEJIOBBIX MOE3I0K PYKOBOJUTENS U JPYTUX COTPYJHUKOB
OpraHH3alH.

IIK 1.5. | Baagets cnocobamu opraHu3aiii padbodero mpocTpaHCTBa MPUEMHON U KaOUHeTa
PYKOBOJUTEIIS.

IIK 1.6. | OcyuiectBiaTh pabOTy MO MOATOTOBKE U MPOBEIECHUIO KOHPEPEHTHBIX MEPOIPUSITUH,
oOecrieynBaTh HHPOPMAIIMOHHOE B3aUMOACHCTBUE PYKOBOIUTENS C MOJIPA3/AEICHUIMHU U
JOJKHOCTHBIMHM JIMIIAMH OpraHU3aliy.

MK 1.7. | OpopmisaTh OpraHU3alMOHHO-PACTIOPSIUTENbHBIE TJOKYMEHTHI M OPTraHU30BBIBATH PaOOTY
C HUMM, B TOM UYHUCJIE C UCTIOJIb30BAHUEM ABTOMAaTU3UPOBAHHBIX CUCTEM.

K 1.8. | ObopMisATh TOKYMEHTSHI 110 JIMYHOMY COCTaBY U OpraHU30BBIBaTh pabOTy C HUMH, B TOM
YHCIIE C UCTIOIb30BAaHNEM aBTOMATHU3UPOBAHHBIX CHCTEM.
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IIK 1.9.

OpraHu30BbIBaTh TEKyIIee XpaHEHUE JOKYMEHTOB, 00pa0OTKY JIeJI AJIsi ONEPaTUBHOTO U
apXMBHOI'0 XPAaHEHUs, B TOM YHCJIE C UCIIOJIb30BAHUEM aBTOMAaTU3UPOBAHHBIX CUCTEM.

1.1.3. B pe3ynbTare OCBOCHHS MPOU3BOICTBEHHON MPAKTUKHA 00YJAIOIIUNACS JOKEH:

Bnanets
HaBBIKAMHU

[Tony4yenus HeoOXxoauMoON HHPOPMALIUY U NTEpeadd CAaHKLIMOHUPOBAHHON
UH(OPMALIUHU C UCTIOJIB30BAHUEM CPEJICTB HH(OOPMAIIMOHHBIX U KOMMYHHUKAIIMOHHBIX
TEXHOJIOTUH.

Koopaunanmu paboTel npuéMHON pyKOBOAUTEIS U 30H pUEMA Pa3InYHBIX KaTeroOpuit
IIOCETUTENIEH OpraHu3aluy.

[TnanupoBanus pabouero BpeMeH! PyKOBOJHUTENS U pabouero THs cekpeTapsi.
Opranuzanun Aen0BbIX MOE30K PYKOBOIUTENS U APYTUX COTPYAHUKOB OpPraHU3aLNN.
Opranuzanuu 1 noaaep kanust yHKIMOHATBHOTO pabouero npocTpaHCcTBa.
Opranu3anuu NOArOTOBKY U IIPOBEACHUS KOH(DEPEHTHBIX MEPOIIPUATHH, 0OecTIeueHHsI
UH(POPMALIMOHHOTO B3aMMO/ICHCTBHSI PYKOBOJIUTENS C MOIPA3/ICICHUSIMHI U
JOJKHOCTHBIMHM JIMIIAMH OpraHU3aliy.

OdopmieHus opraHn3allMOHHO-PaCHOPSAUTEIbHBIX TOKYMEHTOB U OpraHU3aluu
paboThI ¢ HUMH, B TOM YHUCJIE C UCIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM.
OdopmiteHus TOKYMEHTOB 110 JINYHOMY COCTaBy M OpraHu3aluy padoThl C HUMU, B
TOM YHCJIE C UCIIOJIB30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

OpraHu3anuu TeKyIIero XxpaHeHus J0KyMEHTOB, 00paOOTKHU A€ JUIsl OepaTUBHOIO U
APXMBHOI'O XPAaHEHUs, B TOM YHCJIE C MCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

YmMmern

OpPraHM30BBIBATH pabovee MECTO B COOTBETCTBUH C TPEOOBAHUSMH SPTOHOMHKH U
KYJIBTYpBI TPY/1a;

oOecrieunBaTh paboyee MeCTo M (PyHKIIMOHAIbHOE paboyee MPOCTPAHCTBO
HEOOXOIMMBIMU CPE/ICTBAMH OPraHU3aLlMOHHON TEXHUKH, MEOEIIBIO U KaHLIEISIPCKUMHU
NPUHAIICKHOCTSIMHU;

HOJ/IEP>KUBATh CPE/ICTBA OPraHU3ALMOHHON TEXHUKH B paOOYEM COCTOSIHUU;
IPUMEHSTH B paboTe cpeacTBa HHPOPMAITMOHHBIX 1 KOMMYHHKAITHOHHBIX
TEXHOJIOTHIA;

UCTIOJTB30BaTh CPEICTBA HH(POPMAITMOHHBIX 1 KOMMYHHUKAIIMOHHBIX TEXHOJIOTHN IS
NOJYy4YEHHUs U Nepeaun HHPOpMaLuy;

YCTaHaBJIMBATh U MOJAECPKUBATh KOMMYHUKALIUK B IIPOLIECCE JIETIOBOTO OOIIEHHUS C
MOMOIIBIO CPEACTB HHPOPMALIMOHHBIX 1 KOMMYHUKAITMOHHBIX TEXHOJIOTUH;
OCYIIECTBIISATH cOOp, 00pabOTKy MH(POPMALIMH, CUCTEMATU3AIUIO TTOTYyYaeMbIX U
nepe1aBaeMbIX JTAHHBIX;

OCYILECTBIISATh MPOBEPKY JOCTOBEPHOCTH, NOTHOTHI M HEIPOTUBOPEUMBOCTH JITAaHHBIX,
UCKJIIOUEHHE TyOIMpoBaHUs HHPOPMALUH;

CTJIaKUBATh KOH(IMKTHBIE U CIIOKHBIE CUTYallUU MEXJINYHOCTHOTO B3aUMOCHCTBUS;
coOroaaTh 3TUKET U OCHOBBI MEXIYHAPOJAHOTO IIPOTOKOJIA;

oOecrieunBaTh HHPOPMALMOHHYIO 0€30MACHOCTh AEATEIbHOCTH OPraHU3alH;

BECTH U UCIIOJIb30BaTh B paboTe 0a3y KOHTAKTOB OpraHU3alluu;

BECTH yUYE€THBIE PETUCTPAIIMOHHBIE (POPMBI, HCIIOIB30BATH UX JJIs1 MH)OPMAIIMOHHON
paboThl U pabOTHI MO KOHTPOIIIO UCTIOIHEHUS TOPYUYEHU;

BCTpEYaTh MOCETUTENEH, MOTydaTh MEPBUUHYIO HH(OPMAIIHMIO O TIOCETUTENAX,
YCTaHABJIMBATH TMOPSIOK MPUEMA TSI pa3TIMUHBIX KATETOPHIA IOCETUTENIEeH TPUHUMATD
MEpBI [0 COXPAHEHUIO KOH(UACHINAIBHOW HHPOPMALIMHU B X0/I€ TpHUEMa
ITOCETHUTEIICH;

BECTH yUYE€THBIE PETUCTPALIMOHHBIE (POPMBI 110 MPUEMY MTOCETUTENEH U 0POPMIIATH
MPOITyCKa;

OCYIIECTBIISATh MPUEM, IEpeady U OTIPABKY JTOKYMEHTOB;
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OpraHU30BBIBATH M OPOHUPOBATH TIEPETOBOPHBIC KOMHATHI;

CepBUPOBATh YaiiHble (KOQEiHbIe) CTONBI B OQHCE;

BBIOMPATHh (OPMBI TUTAHUPOBAHUS U 0(DOPMIISITH TNIAHUPOBITUK (OpraHaizep)
PYKOBOJUTENS U CEKPETaps;

YCTaHABJIMBATH IIEJIH, OTPENIEIATh TIPUOPUTETHOCTh M 0YEePETHOCTD BBITTOTHEHHS
pabot u 3 pexTHBHO pacpeneniaTs padbodee Bpems;

COTJIACOBBIBATh BCTPEUYH U MEPONIPHUATHS U BHOCUTHh HH(POPMAIIHIO B TUTAHUPOBIIUK
(opranaiizep);

UH(POPMHUPOBATH PYKOBOAMUTEINS O MPHOIMKEHUH BPEMEHH U PETIIAMEHTE
3aIIaHUPOBAHHBIX BCTPEY M MEPOTIPHUSATHH;

BBIOMPATH ONTHUMAJIBHBIE CIIOCOOBI BHEITHETO U BHYTPEHHETO HH()OPMUPOBAHHS O
TUTAHUPYEMBIX MEPOIPHUSITHSIX;

COCTABJIATh M OOPMIISATH JTOKYMEHTBI JIJIS ISJIOBBIX MOE3/I0K;

OCYILECTBIISITh TPEBEN-TIOAIEPIKKY JEJIOBBIX MOE3/10K;

COTJIACOBBIBATh C MPUHUMAIOIIECH CTOPOHOM MPOTOKOJI TUTAHUPYEMBIX MEPOTIPUSITHIA U
dbopMUPOBATH TPOTPAMMY JIEIIOBOH MMOE3/IKH;

UCTIOJIB30BaTh CPEICTBA HH(POPMAITMOHHBIX 1 KOMMYHHUKAIIMOHHBIX TEXHOJIOTHN JIJIs
o0ecrieyeHnst B3aUMOJICHCTBHS C PyKOBOAUTEIIEM BO BPEMS €r0 JIeIOBOW MOE3IKH;
0hOpMIIATH OTYETHBIE JOKYMEHTBI O IETIOBOM MOE3/IKE.

OPraHU30BBIBATH MPOLIECC MOATOTOBKU U MIPOBEICHUE KOHPEPEHTHOTO MEPOIIPHUSITUS
WHIMBUIYAILHO M B COCTaBe paboUeHi rpyIIIbI,

JIOKYMEHTHPOBATh Pa3HbIC 3TaIbl IIPOIIEYPhI IIOATOTOBKU U MIPOBEACHUS
KOH(EPEHTHOTO MEPOIPHUSATHS;

COCTABJIATH TPOCKTHI OPraHU3AIIMOHHBIX, PACTIOPSIUTEILHBIX U HHPOPMAITUOHHO-
CIIPABOYHBIX JIOKYMEHTOB, B TOM YHCJIE JIOKYMEHTOB, COJICPIKAIIHX
KOH(UICHIMATBHYIO HH(POPMAIIHIO;

0(OPMIISITh OpPraHU3aIMOHHO-PACTIOPSTUTEIBHBIC IOKYMEHTHI (OPUTUHAIBI M KOIIHN );
CKaHUPOBATh, KOIUPOBATh U KOHBEPTHUPOBATH JOKYMEHTHI B pa3JIn4HbIC (hOpMATHI;
OCYIIECTBIISITH IPOBEPKY MPOCKTOB JOKYMEHTOB Ha COOTBETCTBHE MIPABHIIAM
JIETIOTIPOU3BO/ICTBA;

MPUHUMATH U TIPOBOJIUTH TIEPBHYHYIO 00pa0OTKY BXOMSIIUX JOKYMEHTOB;
MIPOBOAMTH MPEIBAPUTENHHOE PACCMOTPEHHE BXOASAIINX U BHYTPEHHUX TOKYMEHTOB;
PETHCTPUPOBATEH BXOISIINE, UCXOISIINE U BHYTPCHHHUE JOKYMEHTHI,
KOHTPOJIMPOBATh MAPIIPYTU3AIMIO TOKYMEHTOIIOTOKOB B OpTaHH3aI[UN
(cormacoBanue, MOANKUCAHKUE, YTBEPKACHUE, PETUCTPAIIHS, O3HAKOMIICHHE H
UCIIOJTHEHUE IOKYMEHTOB);

OCYIIECTBIISATH CPOKOBBI KOHTPOJIh HCIIOTHCHUS JOKYMEHTOB;

OCYIIECTBIISITE 00PaOOTKY U OTIPABKY UCXOMASIINX JIOKYMEHTOB;

COCTaBIISITh OTYETHI M AHATTUTHYCCKHUE CITPABKU 00 MCTIOJTHCHHH JJOKYMEHTOB;

BECTH MH(POPMAITMOHHO-CIIPABOYHYIO padOTy MO JOKYMEHTaM;

OCYIIECTBIISATH PA0OTY C OPraHU3aNMOHHO-PACTIOPSIUTEIFHBIMU JOKYMEHTAMH B
ABTOMATU3MPOBAHHBIX CHCTEMAX;

obecreunBaTh COXPAaHHOCTh NIEPCOHATBHBIX JTJAHHBIX PA0OOTHUKOB;

OpPTaHU30BBIBATH JOKYMEHTOOOOPOT MO MPEACTABICHHUIO JOKYMEHTOB IO MIEPCOHATY B
rOCy/IapCTBECHHBIC OPTaHBI;

OpPTraHU30BBIBATH JOKYMEHTOOOOPOT MO YUETY U ABUKEHHUIO pAOOTHUKOB;

BECTH BOMHCKHH y4€T paOOTHHKOB;

BeCTH y4ET pabodero BpeMeH! pabOTHHUKOB;

0(OPMIISITh OpPraHU3aAIMOHHO-PACIIOPSTUTEIIBHBIC IOKYMEHTHI 110 JITYHOMY COCTaBY;
BECTH PETHCTPAIIO, YUET, OTIEPATUBHOE XpPaHEHUE TOKYMEHTOB 0 TUYHOMY COCTaBY;
BECTH JIOKYMCHTAIIHIO, ITOITBEPIKIAIONIYIO CBEICHUS O TPYOBOU JACSITEILHOCTH U
TPYJOBOM CTa)ke PaOOTHHKOB;




(dbopMHUpPOBATH TUYHBIC JIeTa PAOOTHUKOB;

opopMIIATH JeN1a 1O JINYHOMY COCTaBY JJIS Iepe/laul B apXHB OpraHU3alluy;
paboTaTh CO CreUaM3UPOBAHHBIMI HH()OPMAIITHOHHBIMU CUCTEMaMH M 0a3aMu
JAHHBIX TI0 BEICHUIO y4€Ta M IBUKEHUIO PAOOTHUKOB;

pa3pabaThiBaTh HOMEHKJIATYPY JIe]l OPraHU3aIuH;

IMPOBEPATH MMPABUIIBHOCTDH O(i)OpMJIeHI/ISI JOKYMCHTOB U OTMCTKHU 06 UX UCIIOJIHCHUU
nepea ux GopMUpOBaHKEM B JICJIO JIJIS MOCIEAYIONIETO XPaHCHHUS;

¢dbopmupoBaTh Aena, KOHTPOIUPOBATH IPABUIBHOE U CBOEBPEMEHHOE PaclpeesieHIe
U MOJAIIMBKY JOKYMEHTOB B JIeJia B COOTBETCTBHH C HOMEHKJIATYPOU JIEIT;

MIPOBEPATH CPOKU XPAHEHHSI IOKYMEHTOB, COCTABIISITh MPOTOKOJ PAabOTHI AIKCIIEPTHOM
KOMFCCHUH TI0 TIOATOTOBKE IOKYMEHTOB K IIepe/iaue B apXuB;

COCTAaBJIATH AKT O BBIACIICHHUU K YHUYTOKCHHUIO NOKYMCHTOB, HC IMTOAJICIKAIINX
XpaHCHHUIO;

COCTaBIISITh KT 00 YHUYTOXCHHUH JOKyMEHTOB;

OCYIIECTBIISITh IMOJIHOE WIH YaCTUIHOE OPOPMIICHHE €] BPEMEHHOTO, TOCTOSIHHOTO,
JOJITOBPEMEHHOT'O CPOKOB XPaHEHUS;

COCTABJIATh OIUCH JIEJI CTPYKTYPHBIX MOAPA3/CICHHI TOCTOSIHHOTO,
JIOJITOBPEMEHHOT'0 CPOKOB XPaHEHUS JJIs IEPeIavn JISJI B apXUB OpraHU3aIiy.

3HaTh

HOpPMaTHUBHBIE MTpaBoBbIe akThl Poccuiickoit denepanuu B chepe nHOOPMALUMOHHBIX U
KOMMYHHKAIIHOHHBIX TEXHOJIOTHH, 1O 3ammTe HH(popMaI, HPOPMAMOHHOMI
0e30MacHOCTH, M0 paboTe ¢ 0OpaIIeHUIMHU IPaXKaaH, IO OpraHU3aluu JIeI0BON
NOE3IKHU, B chepe Ieonpon3BOACTBa M apXUBHOTO Jiefia, B cepe peryInpoBaHUs
TPYJIOBBIX OTHOIICHUIA;

JIOKaJIbHBIE HOPMATHBHBIE aKThI, PETJIAMEHTUPYIOLIHNE ACITEITBHOCTD CITY>KOBI
JIEJIIONPOU3BOJICTBA U €€ paOOTHUKOB, OPTaHU3AIUIO BEJCHHS JI€TIO0MPOU3BOICTRA,
nepegavy e B apXuB OpraHU3aliy, a TAKXKe perJaMeHTUPYIOIINUE TPYAOBbIe
OTHOLLICHHUS;

CTPYKTYpPY OpraHu3aimy, e€ 3a1auu 1 QyHKINH, pacupeaeacHne QyHKIHNA MEXITY
CTPYKTYPHBIMH MOJIpa3ACICHUSIMU U CIIEHUATUCTAMU;

TpeOOBaHUS OXPAHbI TPY/1a, IPOU3BOACTBEHHON CAaHUTAPHUH, IPOTUBOIOXKAPHON
3allUTHI,

OCHOBBI NPaBUJILHOW OpraHU3aIMK TPYJa U METO/IbI OBBIIEHUS €10 3 (HEKTUBHOCTH;
OCHOBBI YIIPABJICHUSI BPEMEHEM,;

BU/Ibl OPTraHU3aIMOHHOMN TEXHUKHU U MpaBuja padboThI ¢ HEll;

METO/bI 00pabOTKH M 3alUThl HH(OPMAIMK C TIPUMEHEHUEM CPEJICTB
UH(POPMALIMOHHBIX 1 KOMMYHHUKAI[MOHHBIX TEXHOJOTHIA;

COBpEMEHHbIE HH()OPMALIMOHHBIE U KOMMYHHUKAIIMOHHBIE TEXHOJIOTUH, TIPUMEHSIEMBbIE
B paboTe ¢ JOKYMEHTaMH, B TOM YHCJIE [0 JUYHOMY COCTaBY,

ATUKET U OCHOBBI MEKTYHAPOJIHOTO MPOTOKOJIA;

ATHUKY JI€JI0BOr0 OOIIECHUS;

IIpaBHJIa PYCCKOTO SI3bIKA;

IIPaBHJIa PEYEBOTO ITUKETA;

IpaBuJia NOIEPKAHUS U PA3BUTHS MEAKIINYHOCTHBIX OTHOILIECHUH;

IIpaBUJIa IPOBEICHMSI I€JIOBBIX 1EPETOBOPOB;

IpaBuJia OpraHu3aly MpruéMa MmoceTuTesei;

IpaBuiia CEPBUPOBKH YaHOTO (KOPEHHOro) cTONa;

MOPSAOK MOATOTOBKHU U IOKYMEHTUPOBAHUS JIEIIOBOM MOE3]IKH;
MHTEPHET-PECYPCHI ISl OCYLECTBIEHUS TPEBENI-TIOAEPIKKH JIENOBBIX MOE3/10K;
KOMIUIEKC OPraHU3allMOHHO-TEXHUYECKUX MEPOTIPUSATHI O OJTOTOBKE U
NPOBEICHUIO KOH(DEPEHTHBIX MEPOIPUSATHIA;

npaBuiia opOpMIIEHHS JOKYMEHTOB, CO3/JaBa€MbIX B MPOIIECCE MOATOTOBKH U
poBeIeHUS] KOH()EPEHTHOT'O MEPOTIPUSITHS;
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COCTaB BHYTPEHHHX M BHEIIHUX HUH(OPMAIIMOHHBIX IOTOKOB;

PYKOBOJICTBO CTPYKTYPHBIX MOJpa3iesieHul, 00pa3iibl MOANUCEH UL, UMEIOIIUX
IIPABO MOJANUCAHUA U YTBEPKIACHUS TOKYMEHTOB, U OTPaHUYECHMSI 30H UX
OTBETCTBEHHOCTH;

BUJIbI HOMEHKJIATYp Jiel1, 001ue TpeOoBaHUs K HOMEHKIIAType J1eJl, TOPSIOK paboThl C
HEi;

nopsioK hopMUpoBaHus U oopMIIeHUs Jiel, crienupuKy GopMupoOBaHUs OTAEIbHbBIX
KaTeropui J1e;

IIPABWJIa XPAHEHUS JI€]1, B TOM YUCIIE C JOKYMEHTaMH OIPaHUYEHHOIO JOCTYIA;
IpaBUJiIa BbIIAYM U MCIIOIB30BAHMS JOKYMEHTOB U3 C(hOPMUPOBAHHBIX JIET;

MOPSIOK MCIIOJIb30BaHMsI TUIIOBBIX WJIM BEJOMCTBEHHBIX IIEPEYHEN TOKYMEHTOB,
OIpe/IeNICHUs] CPOKOB XPAaHEHUS B IPOLIECCE IKCIIEPTU3bI LIEHHOCTH JJOKYMEHTOB;
BUJIbl OIIUCEH Jie]1 OpraHu3aluu 1 NOpsAA0K pabOThl C HUMHU.

1.2. Kotn4ecTBO 4acoB NPOM3BOACTBEHHOMH NPAKTHKH

Bceero gacos —72,
B TOM 4HCJIe B (hOpMe IPAKTUIESCKON TTOJITOTOBKU —/2 .



2.CTPYKTYPA U COAEP)KAHUE ITPOU3BOJCTBEHHOM MPAKTUKHA

2.1 TemaTu4yecKkMii JIAH M COJePKAHNE MPOU3BOACTBEHHOH MPAKTHKH

HanmeHoBaHMe pa3jeiioB u Buasbl pador KoimmuecTBo
TeM 4acoB
1 2 3
BoinoJsiHeHHe padoT 10 T0KHOCTH cay:kaero «/lejonpousBogurenby
Tema 1. O3nakomiienne ¢ |3yueHue CTpyKTypbl OpraHu3aliy — MECTa IPOXOXKICHHS IPAKTUKH (J1ajiee — OpraHn3alum) ¢ LelIbIo 6
npeanpuaTHeM COCTAaBJICHUS CXEMBI CTPYKTYpPbI opranu3aiuu. O3HaKOMIICHHUE C IPABOBBIMU (YUPEAUTEILHBIMH),
(yupesxxaenuemM, JIOKaJIbHBIMU HOPMATUBHBIMM aKTaMH U PACHIOPSAAUTENBHBIMU JJOKYMEHTAaMHU OpraHu3anuu (ycras
opraHmusanuen). OpraHu3aluy, YIpeIUTEIbHbIN J0r0BOP, MOJI0KEHUE U CTPYKTYPHOM ITOAPA3ACIICHUH, IPABUIIA
BHYTPEHHEI'0 pacrnopsi/ika, HHCTPYKLUS OPraHU3allMOHHO — METOAMYECKOI0 XapaKTepa)
N3yuenne MHCTpyKLMHU 11O J€IONPOU3BOCTBY OpraHU3ali. 3HAKOMCTBO C IIPaBUIaMH COCTABJICHUS
IPOEKTOB U 0()OPMIIEHUS IOKYMEHTOB, MOPSIKOM COTIaCOBAHMS U MOAMUCAHMS/ YTBEPKIECHUS
JJOKYMEHTOB B opranu3anuu. Opranu3zaiys pabouero Mecra JeJIONpPOU3BOIUTENS
Tema 2 Opranusaumst | O3HaKOMHUTBCS CO CXEMOIi JOKyMEHTOO00POTa B OPraHM3alKi ¥ OPTaHU3alluK PETHCTPALUM JOKYMEHTOB, 6
padoThI ¢ JOKYMEHTaMHU. HOPSIAKOM IPOXOXKIACHUS Pa3IMYHBIX JOKYMEHTOIOTOKOB OpraHHU3allud, KOHTPOJIEM HaJd HCIOJIHCHHEM
JOKYMEHTOB B OpraHU3allH, C HOMEHKJIATYPOH /1€ OpraHu3alnH, IOPSIKOM COCTaBICHUS U 0)hOpMIICHUS
JleJ1 OpraHu3aluu
Tema 3. JxcneanunoHHast |O6paboTKa BHYTPEHHHMX [OKyMEHTOB, 00pa0OTKAa M OTIPaBKa HMCXONANIMX JOKYMEHTOB, IPUEM H 6
00paboTKa TOKYMEHTOB |repBuyHas 00pabOTKAa BXOIAIIMX JOKYMEHTOB. IIpeIBapuTeNbHOE pACCMOTPEHME M COPTHPOBKA
JOKYMEHTOB Ha PETUCTpUpyEeMble U peructpupyemselie. I[IoaroroBka BXOAAIIMX JOKYMEHTOB IS
paccmoTpeHust  pykoBoauteneMm. OcyliecTBI€HHWE TNepeJayd JIOKYMEHTOB Ha  HCIIOJIHEHHE B
MOApa3AeIeHHs C YYETOM PE30JIIOIUHA PYKOBOIUTEIIS OpraHu3aluu
Tema 4. Perucrpanus ®DopMBl perucTpanuu JOKYMEHTOB. BrimonmHeHue paboT MO HMHACKCAIMA JOKYMEHTOB. Peructpaims 6
AOKYMEHTOB JOKYMEHTOB M MapLIpyTH3alus JOKYMEHTOIOTOKOB. 3allOJIHUTh JXYPHAJbl PErucTpalii BXOZSILEH,
HCXOJAIIEH U BHYTPEHHEN KOPPECITOHACHIIUN
Tema 5. Opranuszauus u PaccmoTpenne u rmnepegadya JOKYMEHTOB HA HCIOJIHEHHME C YYE€TOM PE30JIOLMUM  PYKOBOAMTEIS 6
TEXHOJIOTUsI KOHTPOJISA 32 |opraHu3auuu. BeneHue KapTOTeKHM yuyeTa MNPOXOXKAEHUS JOKYMEHTAIbHBIX JIOKYMEHTOB. Cpoku
CPOKAMH MCHOJTHEHMSI  |pcrionHeHus. KOHTpoJIb HCIIOTHEHHS TOKYMEHTOB B OpraHU3aluu.
JAOKYMEHTOB
Tema 6. Opranusauusi  |O3HakOMIICHHE C MPOrPaMMHBIMH CPEACTBAMH y4€Ta, XpaHEHHs, OOpaOOTKHM U TMOHCKAa JOKYMEHTOB, 6
HHPOPMAIMOHHO — HUCIOJIL3YEMBIMU B OpraHU3aluu.

CIIPABOYHOM padoThI

I/IH(I)OpMaLII/IOHHO-CHpaBO‘{HaH 1 TIOMCKOBas pa60Ta C UCIIOJIb30BAHUEM CUCTEM yqéTa JOKYMCHTOB B
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OpraHu3aIuu.

BoinosiHeHHe padoT Mo JOJLKHOCTH CIIYKAIIEr0 «APXHBAPHYC)»

Tema 7. Opranusauus O3HaKOMJIEHUE C CHUCTEMOW OpPraHU3alMOHHO — PacHoOpsAUTEIbHON JNOKyMeHTauuu. KoHCTpynpoBaHue 6
PadoThI ¢ OPraHU3AUMOHHO |GaHKOB OPraHM3alliH, CO3/IaHME INA0IOHOB TOKYMEHTOB. O3HAKOMJICHHE C BHAAMU PACIIOPSIMTENbHOM
“PaCnoOpSIAMTEIbLHBIME | TOKYMEHTAIIUU, TTOPSIOK 0(OPMIICHHS PaCIIOPSIMTEIIbHON JOKyMEHTAaK B opranu3anun. OdopmieHue
AOKYMEHTaMH. OpPraHM3allMOHHBIX JOKYMEHTOB OpraHM3allid C MCIOJIb30BAaHUEM COBPEMEHHBIX IIPOrpPaMMHO-
TEXHUYECKUX CPEICTB.
Tema 8. Opranu3zanus  |O3HaKOMIIEHHE C BUIaMU MH()OPMAILIMOHHO — CIIPAaBOYHOM JJOKYMEHTALMH, OPSAA0K O(popMIIeHUs 6
pa6oThI ¢ nHpOpMaAHMOHHO |MH(OPMAIIMOHHO -CIIPABOYHOM TOKYMEHTAIIMHU B Opranu3anuu. KOHTpoIb MpaBUIIBHOCTH COCTABIICHUS,
- ClIPABOYHBIMH oopmiIeHHs JOKYMEHTOB (PEKBU3UTHI, OCOOCHHOCTH HAMUCAHHSI TEKCTOB, MHOIOCTPAaHUYHBIE
AOKYMEHTaMHU. JOKYMEHTBI ), TIOPSIJIKA U3aHUs JOKYMEHTOB (C Y4€TOM crienn(UKHu CUCTEMBI JIeTTONPOU3BOCTBA
opranu3zainun). Benenue nenosoit nepenucku. OdopmiieHne nHGOPMAITMOHHO — CIIPABOYHBIX JOKYMEHTOB
Tema 9. Opranmsauust  |Oprasmsanus TeKylIIero XpaHeHHs AOKyMeHTOB. CHCTeMaTH3alus JIOKYMEHTOB II0 CTPYKTYpHO- 6
TEKYIIEro XpaHeHus XPOHOJIOTUYECKOMY NpuHLUINY. OpraHusanus [JOKYMEHTOB TeKyllero apxumsa. (CucremaTusanus
JIOKYMEHTOB TeKyIiero apxusa. O0ecreueHne COXpaHHOCTH TOKYMEHTOB
Tema 10. CoctaBaenue |Cocrapienue u oopmIIeHHEe HOMEHKJIATyphl Nen B opraHuzauuu. OmpejeneHue CPOKOB XpaHEHHS 6
HOMEHKJIATYPBI 11 B | 10KyMEHTOB. POPMUPOBAHUE JI€]I B COOTBETCTBUU C HOMEHKJIATYPOH A€ OpraHU3alyu.
OpraHM3anuu
Tema 11. JxcrepTH3a | DkcnepTHas KOMHCCHS, €€ COCTAaB M IIOJHOMOYHSA. Y4YacTHE B HPOBEIEHHH SKCIEPTU3bl LEHHOCTH 6
ICHHOCTH TOKYMCHTA ToKyMeHTOB. OcyliecTBiieHne 0TOopa TOKYMEHTOB U JIeJ Ha XpaHEHUE M YHUUTOKEHHE IO pe3ysibTaTtaM
DKCIIEPTU3BI IEHHOCTU JOKYMEHTOB U PEIICHUH, IPUHATBIX SKCIIEPTHOU KOMUCCUEHN
Tema 12. TloaroToBka ae1 |O3pakoMiIeHHE C YCTaHOBJICHHBIMH B OpTraHHM3aIlUM MpaBHJIaMH IOATOTOBKH JTOKYMEHTOB K II€pelave B 6
K mepenave Ha apXuBHO€ |apxuB. [TonroToBKa JOKYMEHTOB K mepeaade B apxuB. OgopmiieHHe Jesl MOCTOSIHHOTO CPOKa XpaHEHHS.
xpanenune. CocrapieHne |CocrapieHue onuceil 10KyMeHToB 1 aen. Opopmiaenue o6noxku nena. Hymepanus nuctos. Odopmiienue
oT4yera JUCTa -3aBepuUTeNsA. bpomropoBka A0KyMeHTOB B gena. CocTaBiIeHME aKTOB BBIA4M, IIEpefayd,
YHUUYTOXXEHUS JOKYMEHTOB. KOHTpoJIb (M3MYECKOr0 COCTOSHUS JIOKYMEHTOB Ha OyMa)XHOW OCHOBE.
ObecneueHre COXpaHHOCTH apXUBHBIX JOKYMEHTOB B opranuzanuu OpraHuszanus nomucka HHGpOpMauu B
JIOKYMEHTaX apXuBa
IMpomexyTounas atrectanus ( 1ugdepeHIINPOBAHHBII 3a4€eT)
Bcero 72
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3. YCJOBMUS PEAJIM3AIIAU TPOU3BOJCTBEHHOM ITPAKTUKH

3.1. TpeGoBaHUsI K MUHUMAJbHOMY MaTepPHAIbHO-TEXHHYECKOMY 00ecredyeHn 0

IIpou3BoacTBEHHAs NPaKkTUKAa peaju3yercs B OpraHu3alusax Jro0oro mpoduis,
o0ecreynBamOIIUX  JEATEIBHOCTh  OOydJarommxcs B NpOoPEecCHOHATBHOW  00JIacTH
a/IMUHUCTPATUBHO-YIPABICHYECKON 1 O(UCHOHN eSTETbHOCTH.

OOGopynoBanue TPEANPUATHA W TEXHOJIOIMYECKOE OCHAIleHHe paboumx MecT
IPOM3BOJICTBEHHON MPAaKTHKU JIOJKHO COOTBETCTBOBATh COJEPIKAHUIO IPO(GECCHOHATBLHON
NESITeIbHOCTH M JaTh BO3MOXKHOCTH OOydYaroIIEeMyCsi OBIAJACTh NPOPEeCcCCHOHATHHBIMU
KOMIIETEHIIUSIMA 110 BCEM BMJAM JIEATECIILHOCTH, INPEAYCMOTPEHHBIMH IPOTPAMMON, C
HCIIOJIb30BAHUEM COBPECMCHHBIX TGXHOHOFHﬁ, MaTCpHraJioB U O6OPYI[0BaHI/I$I.

3.2. UudopmanuonHoe odecreuenne o0ydeHus

Ilepeuens peKOMeHIyeMbIX Y4eOHBbIX U3JaHUI, HNuTepHer-pecypcos,
JAONOJIHUTEIbHOI JTUTePaTypPbl

Abynanze /1. I'. JlokyMeHTalIMOHHOE 0OecrieueHre YIpaBIeHHUs MEPCOHAIOM: YYeOHUK U
NPaKTUKYM JJs cpenHero mnpodeccuoHanbHoro obpazoBanus / . I'. A6Gynamze, U. b.
Beimpsokkunaa, B. M. MacnoBa. — 2-e u3j., nepepad. u non. — Mocka: M3narensctBo FOpaiiT,
2022. — 370 ¢. — (Ilpodeccuonansuoe obpazopanue). — ISBN 978-5-534-15076-6. — Tekcr:
anexktporHbii / DBC FOpaiit [caiit]. — URL. https://urait.ru/bcode/487121.

AntyxoBa, H.®. Cucrtembl 3J€KTPOHHOrO JOKYMEHTOOOOpoTa: ydeOHOoe mmocobue /
AntyxoBa H.®., J[3t00enko A.JI., JloceBa B.B., Yeunkos HO.b. — Mocksa: KuoPyc, 2022. —
201 c¢. — ISBN 978-5-406-02705-9. — URL: https://book.ru/book/936560. — Tekcr:
AIEKTPOHHBIN.

Kopnees, U. K. JlokymeHTanimoHHOE OOecrieueHUe yIpaBieHUs: Y4eOHUK U MPaKTUKYM
s cpennero npodeccuonanbHoro obpasoBanus / WM. K. Kopuee, A. B. Ilmenko, B. A.
MamrypreB. — 2-e u3n., nepepad. u gon. — Mocksa: M3narensctBo IOpaiit, 2022. — 384 ¢. —
(ITpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-05022-6. — TekcT: 351eKTpOHHBIN //
3BC IOpaiir [caiit]. — URL.: https://urait.ru/bcode/472550.

KacesnoBa, I'. 1O. JlenonpousBoacTBo U Japyrue acnekTbl pabotsl cekperaps / I'.1O.
KacpsHoBa — 7-e u3z., nepepad. u non. — Mocksa: U3narensctBo Abak, 2020. — 304 c.

JlonoTHUTeIbHbIE UCTOYHUKHT

Konctutynuss Poccuiickoii  ®@enepanuu  (MpUHSATa BCEHAPOJIHBIM  TOJIOCOBAHUEM
12.12.1993 ¢ uzmeHnenusiMu, 0J0OpeHHBIMU B X0/1e o01iepoccuiickoro rojgocoBanus 01.07.2020)

I'paxxnanckuii konekc Poccuiickoit @enepannu (yacts nepsas) ot 30.11.1994 N 51-03
(pen. ot 21.12.2021) //CoGpanue 3axkononarensctBa Poccuiickoit @enepamuu, 1994, N 32, cr.
3301; 2013, N 19, ct. 2327; 2016, N 27, ct. 4265

Tpynosoit koaekc Poccuiickoit ®eneparuu ot 30.12.2001 N 197-®3 (pen. ot
22.11.2021) (¢ w3M. u jgom., Berym. B cuiy ¢ 30.11.2021)// (Cobpanue 3aKoHOIATENbCTBA
Poccuiickoit deneparuu, 2002, N 1, ct. 3; 2006, N 27, cT. 2878)

®enepanbublii 3akoH 0T 06.04.2011 N 63-®D3 (pen. ot 02.07.2021) "O6 »nekTpoHHOU
noanucu"// Cobpanue 3akoHonarenscTBa Poccuiickoit deneparuu, 2011, N 15, ct. 2036; N 27,
ct. 3880; 2012, N 29, ct. 3988; 2013, N 14, cr. 1668; N 27, ct. 3463, 3477; 2014, N 11, cr.
1098; N 26, ct. 3390; 2016, N 1, ct. 65; N 26, cT. 3889

®enepanbHblif 3akoH oT 27.07.2006 N 149-®3 (pea. ot 30.12.2021) "O6 undpopmanuu,
WH(POPMAIMOHHBIX TEXHOJOTUAX W O 3amurte uHpopmarnuu'// CobpaHue 3aKOHOIATEITHCTBA
Poccuiickoit @enepauun, 2006, N 31, cr. 3448; 2010, N 31, ct. 4196; 2012, N 31, cr. 4328;
2013, N 23, ct. 2870; N 27, c1. 3479; 2014, N 48, ct. 6645; 2015, N 29, ct. 4390; 2018, N 1, cT.
66; 2019, N 52, ct. 7798

[Ipukaz PocapxuBa ot 02.03.2020 N 24 "OO6 yrBepxkneHuun IlpaBun opranuzanuu
XpaHEHUs, KOMIUIEKTOBAaHMUS, YydeTa M WCIOJIb30BaHUS JOKYMEHTOB ApXWBHOTO (¢oHJa
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https://urait.ru/bcode/487121

Poccuniickoit ®enepanu M OpPYrMX AapXUBHBIX JOKYMEHTOB B TOCYJAapCTBEHHBIX U
MYHULIMNIAJBHBIX ~ apXWBax, My3esiXx U  OuOinMoTekax,  Hay4dHBIX  opraHu3anusx"
(3apeructpupoBano B Mwunrocte Poccun 20.05.2020 N 58396)// OdunmanbHbIi UHTEPHET-
nopTai nmpaBoBoit uHpopmanuu http:// www.pravo.gov.ru, 21.05.2020

I'OCT P 7.0.97-2016. Hanumonanshubiii crangapt Poccuiickoit ®enepanuu. Cucrema
CTaHAapToB 1o uHpOpManuu, OMOTMOTEYHOMY U U3JAaTeNbCKOMY neny. OpraHu3zalnuoHHO-
pacriopsiuTeNbHas TOKyMeHTauus. TpeboBaHus K odopmieHUI0 ToKyMeHTOB (yTB. IIpukasom
Poccrangapra ot 08.12.2016 N 2004-cT) (pen. ot 14.05.2018)// M., Crangaptundopm, 2018.

I'OCT P 7.0.8-2013 Cucrema craHaapToB 10 HHPOpPMaLUH, OHOIMOTEYHOMY U
U3JIaTeNIbCKOMY Jieny. Jlenmonpon3BOACTBO M apXUBHOE Jeno. TepMuHbl U omnpeneiaeHus" (yTB.
IIpukasom ytB. IIpukazom @enepanbHOrO areHTCTBa 0 TEXHUYECKOMY PEryJIUpPOBAaHUIO U
metposiorun oT 17.10.2013 N 1185-cT)// M., Crangaptundopm, 2014,

I'OCT P UCO 15489-1-2019. Cuctema cranaapToB 1o uH(popmaum, OnOINOTEYHOMY U
uznatenbekomy neny. Mudopmanus u noxkymeHrtauus. YmpaBieHue AokymMeHTamu. Yacth 1.
[Tonsstust u npunuunsl (yrB. [lpukasom — denepanbHOro areHTCTBa IO TEXHUYECKOMY
perynupoBanuio U Mmerpojiorun oT 26.03.2019 N 101-ct)// M., Crangaptuadopm, 2019.

OK 011-93. Obuiepoccuiickuii KinaccupuKaTop YHpaBICHYECKOW NOKYMEHTaluu (YTB.
[TocTanoBnenunem I'occrangapra Poccun ot 30.12.1993 N 299) (pexn. ot 07.10.2021)

CnpaBouno-nipaBoBasi cucrema «['apant» - [DnexTpoHHslld pecypc| - Pexxum mocryma:
http://www.garant.ru/

CrnpaBouHo-nipaBoBasi cuctema «KoHcynbTanT+» - [OnekTpoHHBIM pecype]| - Pexum
nocryma: http://www.consultant.ru/

CnpaBouno-nipaBoBasi cucrema «Koaeke» - [DnekTpoHHbIN pecypc] - Pexum mocrtymna:
http://www.kodeks.ru/

Kypnan «lenonpon3BoACcTBO U JOKYMEHTOOOOPOT Ha MpeAanpustun». Pexum nocryna:
http://www.delo-press.ru

Kypuan «/leronpousBoactBoy». Pexxum gocryma: http://www.jurn.ru

XKypnan «J/leaonpou3BoacTBO U JOKYMEHTO000poT». Pesxkum nocryna: http://sekretar-
info.ru

Annpeea B.M. [lenonpousBoJCTBO: OpraHu3alusi M BeACHHE: Y4eOHO-IPAKTUUYECKOE
nocobue / Anapeea B.1. — Mocksa: KnoPyc, 2020. — 294 c. — ISBN 978-5-406-00580-4. —
URL: https://book.ru/book/934225. — TekcT : 3eKTPOHHBIH.

Amnzoposa C.II. Opranuzanus TpyAa rocyJapCTBEHHbIX M MyHULIMIAIBHBIX CIYXKALIUX :
yuebHoe mocobue / C.I1. Arzopona, C.I'. denopuykoBa. — Mocksa : UHOPA-M, 2022. — 160
c. — (Boicuiee o6pa3oBanume: bakamaspuar). - ISBN 978-5-16-016369-7. - Tekcr
anekTponHbiii. - URL: https://znanium.com/catalog/product/1151473. — Pexum poctyma: 1o
HOJIIHCKE.

bynar P.E. [lokymeHTanmoHHOEe OOECIeYeHHE YIpaBICHUsI TEPCOHAIIOM: YyueOHOe
nocobue / P. E. bymar. — MockBa: UH®PA-M, 2019. — 234 c. + Jlon. marepuaisl
[[DnexTponnbIii pecype]]. — (Beicmee oOpazoBanue: bakamaspuar). - ISBN 978-5-16-010318-
1. - Tekct: anmektponnbiii. - URL: https://znanium.com/catalog/product/1007087. — Pexum
JIOCTYTIA: TIO TIOATTHCKE.

I'yryea T.A. Kon¢uneHuumanbHoe AeI0npou3BojAcTBO: yuyeOHoe mocobue / T.A.
['yryeBa. — 2-e u3a., nepepad. u gon. — MockBa: UH®PA-M, 2022. — 199 c. — (Cpennee
npodeccuonansHoe obpazoBanue). - ISBN 978-5-16-016585-1. - Tekcr: anekTponHsbIid. - URL:
https://znanium.com/catalog/product/1191331. — Pexxum 10CTyma: MO MOAIUCKE.

I'ycaposa M.H. OprannzannoHHo-uH()OpMaIMOHHOE U JJOKYMEHTAI[HOHHOE oOecredeHre
JeATeTLHOCTH PYKOBOJIUTENS: yueOHO-MeToaudeckoe mocoodue / M. H. I'ycaposa, C. B. T'opkyr.
— Mocksa: PTY MUPDA, 2022. — 106 c.— Tekct : anekTpoHHbIH // JlaHb : 3MEKTPOHHO-
oubmmoreunas cucrema. — URL: https://e.lanbook.com/book/176556. — Pexxum moctyma: mis
aBTOPH3. M1OJIb30BATENCH.

HenonpouzBoacto: yueOHuk / T.A. BbeikoBa, JL.M. Bsuoa, FO.M. Kykapuna, JI.B.
Cankuna; mox oOmi. pen. mom. T.A. beikoBoil. — 4-e u3gm., mepepab. u mom. — Mocksa :
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http://www.consultant.ru/
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http://www.delo-press.ru/
http://www.jurn.ru/
http://sekretar-/
http://info.ru/

NH®PA-M, 2022. — 393 c. + [on. marepuansl [[DnekTpoHHbIN pecypc]]. — (Bsicuiee
obpasoBanue: bakamaspuar). — DOI 10.12737/1014190. - ISBN 978-5-16-014992-9. - Tekcr:
anektponHbii. - URL: https://znanium.com/catalog/product/1014190. — Pexum mgoctyma: 1o
MOJIITUCKE.

Hoponuna JI.A. JlokyMeHTallMOHHOE OOeCIeYeHNE YIPABICHUS: YUCOHUK U MPAKTUKYM
s cpeaHero npodeccuoHanbHoro odbpazoanus / JILA. Jloponmna, B. C. HputukoBa. —

Mocksa: M3narensctBo FOpaiit, 2022. — 233 ¢. — (IIpodeccronansuoe obOpa3oBaHue). —
ISBN 978-5-534-05783-6. — Tekct: oanektponnsii // DObC Hpait [caiit]. — URL:
https://urait.ru/bcode/473802.

KondunenmmanpHoe JIETIOTIPOU3BOICTBO " 3alUIIECHHBIN AJIEKTPOHHBIN

nokymenroobopot: yueonuk / H.H. Kynses, A.C. démymxkun, T.B. Konppamona, A.l.
®abpuunos; nox oom. pea. H.H. Kynsesa. - 2-e uzn., nepepad. u non. - Mocksa : Jloroc, 2020.
- 500 c. - (HoBas yHuBepcuterckas Oubmuoreka). - ISBN 978-5-98704-711-8. - Tekcr :
snekrpounsii. - URL: https://znanium.com/catalog/product/1212394. — Pexxum pocryma: o
TIOJIITUCKE.

Kopuee UN.K. Texnuueckue cpeacrtBa ymnpasienus: yueOnuk / M.K. Kopnees, I'.H.
Kcannonyno. — Mocka : MH®PA-M, 2019. — 200 c¢. — (Beicuiee obOpa3oBanue:
bakanaBpuar). - ISBN 978-5-16-003620-5. - Tekcr : osaexkrponssni. - URL:
https://znanium.com/catalog/product/991843. — Pexwum 10CTyma: 1Mo MOAMUCKE.

KysnenoB U.H. JlokymeHTannonHoe oOecrieueHue yrpabiieHHs. J[OKyMEHTOOOOPOT u
JIEJIONPOU3BOJICTBO: YICOHUK U MPAKTUKYM I CPEAHET0 Mpo(deCCUOHATBLHOr0 o0pa3oBaHms /
. H. Ky3nenoB. — 3-e u3n., nepepad. u gon. — Mocksa: U3natensctBo HOpaiit, 2022. — 462
c. — (IIpodeccuonanvHoe obOpazoBanue). — ISBN 978-5-534-04604-5. — Tekcr
anextponnsiii / DBC KOpaiit [caiit]. — URL: https://urait.ru/bcode/470020.

Ky3nenos N.H. [lokymeHTannoHHoe o0ecrieueHue yrnpapieHUs IEPCOHATIOM: YUYEOHUK U

NPaKTUKYM Ui cpenHero npodeccruoHanbHoro oopazosanus / M. H. KysnenoB. — Mockaa:
UznatensctBo FOpaiit, 2019. — 521 c. — (IIpodeccuonansuoe obpazosanue). — ISBN 978-5-
534-04451-5. — Tekcr : oanekrponusii // OBbC IOpaiitr [caiit]. — URL:

https://urait.ru/bcode/444432.

Opranmzanus cekperapckoro oociyxkuBanun: OYMK / B. B. I'anaxos, O. b. Hazapenko,
[OnexTpoHHoe yueOHoe u3nanue]. — (CpenHee mpodeccuoHanbHOe oOpazoBaHMe - TeKCT:
anexktponHbii. - URL: https://www.academia-moscow.ru/catalogue/5411/347093/ Aptukyn
n3nanus: 601817641

[TaBnoBckass O.FO. IlpaBoBoe obOecmedeHHe KaapoOBOTO JAEIONMPOU3BOACTBA: yueOHOE
nocobue ams By30B / O.}0. ITaBnosckas. — Mocksa : M3natensctBo HOpaiit, 2022. — 213 ¢. —
(Beicmee obpazoBanue). — ISBN 978-5-534-11565-9. — Tekcr: anekrponssiid // DbC IOpait
[caiiT]. — URL: https://urait.ru/bcode/476289.

CocHoBast A. AccucreHT pykoBoautens. Jlaiidpxaku npodeccun: KHUra-TpeHUHT / A.
CocnoBas. - Cankr-IlerepOypr: ITutep, 2022. - 208 c. - ISBN 978-5-4461-1489-4. - Tekcr:
anekTponHbiii. - URL: https://znanium.com/catalog/product/1817493. — Pexum nocrtyma: 1o
HOJIIHCKE.

[Iumos O.B. CoBpeMeHHbIE TEXHOJOTUM U TEXHUYECKHUE CPEACTBAa WH(OpMaTHU3AINH:
yuebHuk / O.B. IumoB. — MockBa : UHOPA-M, 2022. — 462 c. + Jlon. MaTepuasl
[[DnexTponnsbii pecype]]. — (Cpennee npodeccnonaibHoe oOpazoBanue). - ISBN 978-5-16-
017112-8. - Tekcr : snektponnsii. - URL: https://znanium.com/catalog/product/1764799. —
Pexxum goctymna: mo moamucke.

[yBanoBa H.H. OcHOBBI n1e10NpoM3BOJACTBA: YYEOHHUK M TMPAKTHKYM Ul CPEIHETo
npodeccuonanbHoro odpazosanus / H.H. IllyBanoBa, A.}O. MBanoBa; mox o0miel pemaxiuei
H.H. IllyBanoBoii. — 2-e u3a., nepepad. u nomn. — MockBa: U3narensctBo FOpaiit, 2022, —
428 c¢. — (Ilpodeccuonanproe obOpazoBanme). — ISBN 978-5-534-11014-2. — Tekcr:
anektponHbIi / DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/469548.
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4. KOHTPO.JIb Y OIIEHKA PE3YJIBTATOB OCBOEHMSI TPOU3BOJICTBEHHOM

ITPAKTUKHU

Kon n nHaumenoBanue
npogeccHoHAIbHBIX U
00IIUX KOMIIEeTEHIIHIA,
(opMupyeMBbIX B paMKax
MOYJIfl

Kpurepun oueHku

MeToabI OIIEeHKH

IIK 1.1. OcyiecTBisTh
npuémM-nepenavy
YIIPABJICHYECKOU
UH(POPMALIUU C TOMOILBIO
CpeACTB
UH(POPMALIMOHHBIX U
KOMMYHHKAIIMOHHbBIX
TEXHOJIOT .

[Tonyuenue HeoOXxoaMMOM
uHpOpMaLnH U nepeayda
CaHKIIMOHUPOBAaHHOMN
uH(pOpMAaINH C
HCMOJIb30BAHUEM CPEJICTB
MH(POPMAIIMOHHBIX U
KOMMYHHUKAIIMOHHBIX
TEXHOJIOTUM

KoHTpoJib BBIMOJHEHUS 3a1aHUI
MIPOU3BOICTBEHHOM MPAKTHKH,
OIICHKa pabOT MPOU3BOACTBEHHOMN
MPaKTUKHU

I1K 1.2. KoopaunupoBatb
paboTy nmpueMHOI
PYKOBOJUTEIS, 30H
npremMa pa3InyHbIX
KAaTerOpHil MOCeTUTENen
OpraHu3aluy.

Koopaunarwst paboTsl
NPUEMHON PYKOBOJUTENS U
30H NpHEMA Pa3IUUHBIX
KaTeropuil MOCETUTENEN
OpraHu3aluu

KoHTpoJIb BRINOIHEHUS 3a1aHUI
IIPOU3BOJCTBEHHOM PAKTUKH,
OIICHKa paboT MPON3BOACTBCHHOMN
PaKTUKHU

IIK 1.3. Bnagets
HABBIKAMU TUIAHUPOBAHHS
pabouero BpeMeHHU
PYKOBOIUTENS U
cekperaps.

[TnanupoBanue padboyero
BPEMEHH PYKOBOJUTENS U
pabouero Hs cekperaps

KoHTpoJib BBIMOJHEHUS 3a1aHUN
MIPOU3BOICTBEHHOM MPAKTHKH,
OIIeHKa paboT MPON3BOACTBEHHOM
MPaKTHKU

[1K 1.4. OcymiecTBasiTh
MOATOTOBKY JI€TTOBBIX
MOE3/I0K PYKOBOJUTENS U

JPYTUX COTPYAHUKOB
OpraHM3aIHy.

Opranusanus Je10BbIX
M0€3/10K PYKOBOAUTEIS
U APYTUX COTPYAHUKOB
OpTraHHU3aIN

KoHTpoJib BRIMOSHEHUS 3a1aHUI
IIPOU3BOJICTBEHHOM IIPAKTUKH,
OIIeHKa paboT MPOU3BOACTBEHHOM
MPaKTUKHU

IIK 1.5. Bnanets
croco0aMu OpraHu3aIuu
pabouero nMpocTpaHcTBa
pUEMHOM 1 KaOuHeTa
PYKOBOIMTETISI.

Opranuzanus u noajaepx aHue
(YHKIIMOHATBHOTO paboyero
MIPOCTPAHCTBA

KoHTpo:b BbITONHEHUS 3aJaHHi
POM3BOJICTBEHHON MPAKTHKH,
OIIeHKa paboT MPOU3BOACTBEHHOM
NIPAaKTUKU

IIK 1.6.

OcymiecTBiATh paboTy 1Mo
MOJATOTOBKE U
IIPOBEJCHUIO
KOH()EPEeHTHBIX
MEPOIIPHUSTHH,

Opranuzanys NoAroTOBKU U
MIPOBE/IEHUE BHYTPEHHUX U
BHEUIHUX KOH(EPEHTHBIX
MEpONPUATHIA, o0ecTiedeHrne
MH(POPMAIIMOHHOTO
B3alMOJEICTBUS

KoHTpo:b BbINIOIHEHUS 3a0aHUM
IIPOU3BOJICTBEHHOM IIPAKTUKH,
OlLIeHKa paboT MPOU3BOJICTBEHHON
MIPAaKTHKN
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o0ecrieunBarh

PYKOBOJUTES C

nH(pOpPMaLMOHHOE MOAPA3ACIICHUSIMU U

B3aUMOJICHCTBUE JOJKHOCTHBIMM JINLIAMH

PYKOBOAMTEIIA C OpraHu3alyy.

MOApa3ICICHUSIMU U

JIOJ>KHOCTHBIMU JIMLIAMH

OpraHu3aluu.

K 1.7. Odopmnenue KoHTpoJib BBIMOJHEHUS 3a1aHUN
OpopMIATH OpraHu3alOHHO- IIPOU3BOACTBEHHOM MPAKTUKH,
OpraHHU3aIMOHHO- PacloOpsAIUTEIbHBIX OIICHKA pabOoT MPOU3BOJACTBEHHOM
pacnopsiIATENbHBIE AOKYMCHTOB 1 OpraHu3aius MPAKTUKHU

JOKYMEHTBI U
OpTraHU30BBIBATH PabOTY C
HHUMHU, B TOM YHUCJIC C
UCIIOJIb30BaHUEM
ABTOMATHU3UPOBAHHBIX
CHCTEM.

pa6OTBI C HUMH, B TOM YHUCJIC C
HUCIIOJIBb30BaAHUECM
ABTOMATH3UPOBAHHBIX CUCTCM

I1K 1.8.

OdopmasTh JOKYMEHTBI
10 TUYHOMY COCTaBY U
OpraHU30BBIBATH PadOTy C
HUMHU, B TOM YHCJIC C

OdopmieHre TOKyMEHTOB TI0
JMYHOMY COCTaBy H
opraHu3aius paboThl C HUMH,
B TOM YHCJIE C
HCIOJIb30BaHUEM

KoHTpoJIb BBINOJHEHUS 3a1aHUI
IIPOU3BOJCTBEHHOM IPAKTUKH,
OIICHKA paboT MPOU3BOJACTBEHHOM
PaKTUKHU

HUCIIOJIB30BAHUEM ABTOMATHU3UPOBAHHBIX CUCTCM

aBTOMAaTU3UPOBAHHBIX

CHCTEM.

IIK 1.9. Opranuzanus TeKyIero KoHTpoJib BRIMOIHEHUS 3a1aHUI

OpranuzoBbIBaTh TEKYIIIEE
XpaHEHUe T0KYMEHTOB,
00paboTKy Jen asst
OIepaTUBHOIO U
apXUBHOT'O XpaHEHUs, B
TOM YHCJIE C
HCII0JIb30BaHNEM
aBTOMAaTH3UPOBAHHbIX
CHUCTEM.

XpaHCHHUS JJOKYMEHTOB,
o0OpaboTKa aen ams
OIIEPATUBHOTO U ApPXUBHOTO
XpaHCHUA, B TOM YHCJIC C
HCIOJIb30BaHUEM
ABTOMATH3HPOBAHHBIX CHCTEM

IIPOU3BOJCTBEHHOM IIPAKTUKH,

OIIeHKa paboT MPOU3BOACTBEHHOMN
NPaKTUKA

OK 01.

Br16upats ciocoObt
penieHus 3a1a4y
npodeccCuoHaNBHOM
JeATEIIbHOCTH
NPUMEHUTEIBHO K
Pa3IUYHBIM KOHTCKCTAM,;

Br16op criocoba pemeHust
3a/1a4 mpoeccuoHaTbHON
ACATCIIBHOCTH MIPUMCHUTCIIBHO
K Pa3IMYHBIM KOHTEKCTaM

KoHTpo:b BbITIOIHEHUS 3aJaHHi
IPOM3BOJICTBEHHON MPAKTHKH,
OIIeHKa pabOT MPOU3BOACTBEHHOM
NIPAaKTUKU

OK 02.

HUcnons3o0BaTh

Hcnons30BaHne COBPEMEHHBIX
CpEICTBa IOMCKA, aHAJIN3a U

KoHTpoJib BBIMOSHEHUS 3a1aHUI
MPOU3BOJACTBEHHON MPAKTUKH,
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COBPEMEHHBIE CPEJICTBA
NIOWCKa, aHAJIHU3a U
UHTEPIIpETauu
uHpOpMaLnH, 1
UH(POPMALMOHHbIE
TEXHOJIOTUH IS
BBITTOJIHEHUS 3a/1a4

WHTEepIpeTany HHPOPMAIIH,
Y MCTIOJIb30BaHUE
WH(pOPMaITMOHHBIX
TEXHOJIOTUH JJIs1 BBITIOJIHCHU A
3ana4 npodeccuoHaIbHON
JeSITeITbHOCTH.

OIICHKa paboT MPOM3BOACTBCHHOMN
MPAKTHKH

npodeccruoHanbHON

NeSITeIbHOCTH;

OK 04. BsaumoneiictBue u pabota B KoHTpo:b BbINIOJIHEHUS 3aaHU
Db dEKTHBHO KOJIJICKTHBE U KOMaH/Ie MIPOU3BOICTBEHHOM MPAKTHKH,

B3aMMO/JICHCTBOBATh U
paboTath B KOJIJIEKTUBE U
KOMaH/I¢;

OIICHKa paboT MPOU3BOACTBEHHOMN
HPAKTHKH

OK 05.

OcymiecTBIATh YCTHYIO U
MUCHbMEHHYIO
KOMMYHHKAITUIO Ha
rOCy/1apCTBEHHOM $SI3bIKE
Poccuiickoit ®enepanuu ¢
y4eToM 0COOEHHOCTEN
COLIMAJILHOTO U
KyJIBTYPHOI'O KOHTEKCTa

OcyiecTBieHHE YyCTHOH U
MMCbMEHHOW KOMMYHHKAIUU
Ha TOCYJJapCTBEHHOM SI3bIKE
Poccuiickoit denepainu ¢
Y4ETOM O0COOCHHOCTEH
COLIMAJILHOTO U KYJIBTYPHOI'O
KOHTEKCTa

KoHTpoJib BBIMOJHEHUS 3a1aHUH
MIPOU3BOICTBEHHOM MPAKTHKH,

OIICHKA pabOT MPOU3BOACTBEHHOM
MPaKTUKHU

OK 09.

ITonp30BaTbCs
npodeccuoHanbHOM
JIOKyMEHTaluen Ha
TOCYIapCTBEHHOM H
MHOCTPAHHOM SI3bIKaX

Hcnonn3oBanue
npodeccnoHaTBbHOM
JOKYMEHTAIluU Ha
rOCy/IapCTBEHHOM U
HWHOCTPAaHHOM A3bIKax

KoHTpoJIb BBINOIHEHUS 3a1aHUI
IIPOU3BOACTBEHHOM MPAKTUKU,
OIIEHKa paboT MPON3BOACTBEHHOM
MPaKTUKHU
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Paccmorpena u ogoOpena Ha 3aceqannu Y TBEPXKJIATO
METOAUYECKOMN ITNKJIOBOU KOMHUCCHUN
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1. OBIIASI XAPAKTEPUCTUKA PABOYEN ITPOT'PAMMBI TPOU3BOJACTBEHHOM
ITPAKTHUKH

1.1. Heab ¥ muiannpyemMblie pe3yJbTaThl 0CBOCHUS NMPOU3BOACTBEHHON NMPAKTUKHA

Pabouyas nmporpaMmma npou3BOACTBEHHOM MPAKTUKU SIBJISETCA YaCThIO MPOTPAMMBI IO MOJATOTOBKE
crienuanucToB cpennero 3peHa no crnenuanbHoctd CIIO B coorBerctBUM ¢ PI'OC CIIO 46.02.01
JlokyMeHTaIlMOHHOE 00eCIICUeHHE YITPaBICHUS U apXUBOBEICHHE.

[IpousBoacTBEHHAsT MPaKTHKAa MPOBOAUTCA HEMPEPHIBHO TOCIE OCBOCHHS CTYACHTAMHU
MIPOrPaMMBbI TEOPETUIECKOTO U MPAKTUIECKOTO O0YUCHUS U SBJISCTCS 3aBEPIIAONINM dTAllOM O0YYCHHUS.

[IporpaMMa  OpOM3BOACTBEHHON  NPAaKTUKM  HampaBlieHa Ha  yriyOJleHHe  CTYIEHTOM
MEePBOHAYATIFHOTO TPO(ECCUOHAILHOTO OIbBITA, PA3BUTHE OOIIUX U MPOPECCHOHAIBHBIX KOMIETCHIIHA,
MIPOBEPKY €ro TOTOBHOCTH K CAMOCTOATEIbHOW TPYHAOBOM JAEATEIBHOCTH, a TAaKXKe€ Ha MOATOTOBKY K
BBITIOJTHCHHIO TUTIJIOMHOM pabOThl B OpPraHU3aIMsIX Pa3IMYHBIX OPTAaHU3AIMOHHO MTPABOBBIX (POPM.

3aayamMu MPOU3BOICTBEHHOM MPAKTUKHU SBIISIOTCS:

OBJIaJICHUE MMPOPECCHOHATBHON JATEIHLHOCTHIO, PA3BUTHE MPOPECCHOHATBHOTO MBIIIUICHHUS,

3aKperieHue, yriyojieHue, pacliupeHue U CucTeMaTu3alusl 3HaHU|, 3aKperieHue MPakTUYeCKUX
HAaBBIKOB M yMCHUMW, TIONYYCHHBIX MPH W3YYCHUU JUCHUIUIMH W TMPOPECCHOHAIBHBIX MOIYJIEH,
OTIPEACTSIONUX CIIeNU(PUKY CIIEIIMATEHOCTH;

oOydyeHHE HaBbIKaM pEIICHUS NPAKTUYECKUX 3aJad MpU  TMOATOTOBKE  JUIIJIOMHOTO
MIPOCKTa/TUTIIIOMHOM PabOTHI;

MpoBepKa TPOPECCHOHATHLHOW TOTOBHOCTH K CaMOCTOSTEIBHOW TPYIOBOW JCSATEILHOCTH
BBIITYCKHHKA;

cOOp MaTepHalioB K rOCYIapCTBEHHOW UTOTOBOM aTTECTAIUH.

1.1.1. IepeueHnb OOMMX KOMIIETCHITHIA

Kon HauMenoBaHue 001X KOMIIEeTEHIIUH
OK 01 Bri0upars crioco0Osl perieHus 3aaa4 npopecCUOHaIbHON AeITeNbHOCTH IPUMEHUTEIBHO K
Pa3JIMIHBIM KOHTCKCTaM
OK 02 Vcnonb30BaTh COBPEMEHHBIE CPEJICTBA MOKMCKA, aHAJIU3a U MHTEpIIpeTalul UH(opManuu
u  WHQOPMAIIMOHHBIC TEXHOJIOTMH JUISI BBINOJHEHUS 3a7ad  NpoQecCHOHATbHOU
JESTEIBHOCTH
OK 03 [InanupoBarh W pealn30BbIBaTh COOCTBEHHOE NPOPECCUOHATBHOE U JUYHOCTHOE

pa3BUTHE, NPEANPUHUMATENbCKYIO JIeATeIbHOCTh B  MpodeccuoHambHOU  cdepe,
UCIONb30BaTh 3HAaHUS 10 MPaBOBOM M (PUHAHCOBOW TPAMOTHOCTH B Pa3INYHBIX
JKU3HEHHBIX CUTYalUsAX

OK 04 D@ dexkTuBHO B3aMO/ICHCTBOBATH U PabOTaTh B KOJUICKTUBE U KOMaH]Ie

OK 05 Ocy1ecTBIATh YCTHYIO M HUCbMEHHYIO KOMMYHHUKAIIMIO Ha TOCYIapCTBEHHOM SI3BbIKE
Poccuiickoit denepaiinu ¢ yueToM 0COOEHHOCTEN COIMAIbHOTO M KYJIBTYPHOTO KOHTEKCTa

OK 06 [TposiBIIATE TpaXkAaHCKO-MATPUOTHUYECKYIO MO3MIHNIO, IEMOHCTPUPOBATh OCO3HAHHOE I10-

BEJICHUE HA OCHOBE TPAJUIMOHHBIX POCCHMCKUX AYXOBHO-HPAaBCTBEHHBIX ILIEHHOCTEH, B
TOM YHCJIE C YYETOM rapMOHM3ALNNA MEKHALMOHAIBHBIX U MEXPEIUTHO3HBIX OTHOLICHUH,
IIPUMEHATH CTAHIAPTHI AHTUKOPPYIIIMOHHOTO MTOBEACHUS

OK 07 ConeiicTBOBaTh COXPAHEHUIO OKpYXKaroIlled Cpeabl, pecypcocOepekeHHI0, NMPUMEHATh
3HaHHUA 00 WM3MEHEHUHU KIIMMaTa, MPUHIUIB OepeXIMBOTO MPOU3BOJCTBA, IPPEKTUBHO
JIEIICTBOBATh B UPE3BBIYANHBIX CUTYALUAX

Hcnonb3oBarh cpencTBa (PU3NYECKOM KYJIBTYpPhI JAJIsi COXPAaHEHUS M YKPETJICHUs! 370POBbs

OK 08 B nporiecce NpoeCCHOHANBHON JEATENHOCTH U HOAJEepKaHUs HEOOXOAUMOrO ypOBHS
¢u3nvecKoil MOArOTOBICHHOCTH;
OK 09 [Tonb30Barhes mpodeccnoHaIbHON JOKYMEHTAlMed Ha TOCYITapCTBEHHOM U MHOCTPaHHOM

A3BIKaxX




1.1.2. Ilepedens npodeccrnoHaTbHBIX KOMIETCHINH

Kon ITIK Conepxanue

IIK 1.1. OcymecTBiATh IpUeM-Tiepeady yNpaBlIeHYeCKOH HH(OpPMalUK C MOMOIIBIO CPEICTB
MH(POPMAIMOHHBIX 1 KOMMYHUKAITMOHHBIX TEXHOJIOTHH.

IIK 1.2. KoopannupoBath paboTy IpUEeMHON PYKOBOJIUTENS, 30H MPUEMa pa3IMYHbIX KaTeropui
IIOCETUTENIEW OPraHU3aLUN.

K 1.3. BrnaneTs HaBbIKaMM IJIAHUPOBAHUs pab0yero BpeMeHH PYKOBOJIUTENS M CEKpeTapsl.

IIK 1.4. OcCyiecTBIATh MOATOTOBKY JAEJOBBIX MOE3I0K PYKOBOAWUTENSI U JPYTHX COTPYJHUKOB
OpraHu3alMH.

IIK 1.5. Bnagers cnocobamu opraHuzanudyd paboyero MpPOCTPAaHCTBA MPUEMHOW M KaOWHETa
PYKOBOJIUTEIIS.

IIK 1.6. OcymecTBiATh paboTy MO MOJArOTOBKE M MPOBEACHHIO KOH(MEPEHTHBIX MEPOIPHITHH,
obecrieunBaTh WHPOPMALIMOHHOE B3aMMOACHUCTBUE PYKOBOJAUTEIS C MOAPA3ICICHUSIMUA U
JOJPKHOCTHBIMU JIMIIAMH OPTaHU3alUHY.

IIK 1.7. OdopmItATs OpraHU3aMOHHO-PACIOPSAUTENbHBIE JOKYMEHTBI 1 OPraHU30BbIBaTh paboTy
C HUMH, B TOM YHCJI€ C HCII0JIb30BAHMEM aBTOMATH3UPOBAHHBIX CHCTEM.

IIK 1.8. OdopMIATh TOKYMEHTHI 110 JTUYHOMY COCTaBy M OPTaHM30BBIBATH pabOTy ¢ HUMH, B TOM
qHCJIe ¢ MCI0JIb30BAaHNMEM aBTOMATH3UPOBAHHBIX CUCTEM.

IIK 1.9. OpraHu3oBbIBaTh TEKYIEe XpaHEHUE JTOKYMEHTOB, 00pa0OTKy Jel Ui ONEpaTHBHOTO U
apXMBHOI'O XPaHEHUsI, B TOM YHUCJIE C UCIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

IIK 2.1. OcyiecTBiATh  KOMIUIEKTOBAaHME  apXWMBHBIMM  JleJdaMH  (JOKYMEHTaMH) apXuBa
OpraHu3aIMH.

IIK 2.2. Bectu yder apxuBHBIX [en1  (JOKYMEHTOB), B TOM HYHCJIE C HCIOJIb30BaHUEM
aBTOMAaTH3UPOBAHHBIX CHCTEM.

IIK 2.3. OcylecTBIATh XpaHEHUE APXUBHBIX A€ (JOKYMEHTOB) C IIOCTOSIHHBIM CPOKOM XPaHEHUs
U 110 JITYHOMY COCTaBY B apXMBE OpraHU3aIUH.

IIK 2.4. Ocy1iecTBiATh XpaHEHUE, KOMIUIEKTOBAaHUE, YU€T M HCIOJIb30BaHUE JIeN (JIOKYMEHTOB)
BPEMEHHOI'0 XPaHEHUSI.

IIK 2.5. OcymiecTBiATh HCHOJIB30BAaHUE AapPXUBHBIX J€d1  (JIOKYMEHTOB), B TOM 4YHCIE C

HCITOJIb30BAHUEM aBTOMATU3HPOBAHHBIX CUCTCM.

1.1.3. B pe3ynbrare npoxo1eHus MPON3BOACTBEHHOMN MPAKTHKN 00YUYaIOIIHMICS TOIKEH:

Baagernb
HAaBLIKAMHU

[Tonydenus HeoOxoauMMOM MH(OpMALUK U TTepeJadl CAaHKIIMOHUPOBAaHHOH HH(popManuu
C UCITOJIb30BAHUEM CPCACTB I/IH(l)OpMaIII/IOHHLIX N KOMMYHHUKaIITMOHHBIX TEXHOJIOTHIA.
Koopaunaruu paboTel MpUEMHON PYKOBOAMUTENS U 30H MPUEMA pa3IMUHBIX KaTeTOPHi
IIOCETUTENIEN OpraHU3alnH.

[TnanupoBanus pabodyero BpeMeHH PYKOBOIUTENS M paboyero AHs CeKpeTapsl.
Opranuzanuu Aen0BbIX MOE310K PYKOBOJIUTEINS U APYTUX COTPYAHUKOB OpraHU3aI1H.
Opranuzanuu 1 nojiep:kanus pyHKIMOHAIBHOTO pabovero NpocTpaHCTBa.
Opranuzanuy NoAroTOBKY U MPOBEACHUS KOHPEPEHTHBIX MEPONPUATUI, O0ecTIeueHUS
MH(POPMAITMOHHOTO B3aUMOAECHCTBUS PYKOBOJUTENS C MOAPA3ICICHUSIMU U
JOJDKHOCTHBIMU JIMIAMU OpraHu3alu.

OdopmieHns OpraHu3alliOHHO-PACTIOPAIUTEIbHBIX JOKYMEHTOB U OpraHu3aluu
pa6OTLI C HUMH, B TOM YHCJIC C UCIIOJIb30BaAHNEM aBTOMATU3HUPOBAHHBIX CUCTEM.
OdopmieHnst JOKYMEHTOB IO JUYHOMY COCTaBY U OpraHU3aIMK padoThl C HUMH, B TOM
YHCJIe C UCTIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CHCTEM.

OpraHu3anuu TeKyIero XpaHeHusi JOKYMEHTOB, 00paOOTKHU A€ ISl ONepaTuBHOTO U
APXUBHOI'O XpaHCHUA, B TOM YUCJIE C UCITIOJIB30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM.
KoMInekToBaHusl apXUBHBIMU JI€NaMHU (JOKYMEHTAMH) apXUBa OpraHU3aluH

Benenus yuéra apXuBHBIX Jie)1 (JOKYMEHTOB), B TOM YHCJIE C UCIIOJIb30BAHUEM




ABTOMAaTU3UPOBAHHBIX CUCTEM

OcyIiecTBICHHS XPAaHEHUS APXUBHBIX €T (JIOKyMEHTOB) C TIOCTOSIHHBIM CPOKOM
XPaHEHHM U 110 JIMYHOMY COCTaBY B apXMBE OPraHU3aluu

XpaHeHus, KOMIUIEKTOBaHUS, Y4€Ta U UCIIOJIb30BaHUS JIe] (JIOKYMEHTOB) BPEMEHHOTO
XpaHEHHUs

Wcnonb3oBanus apXUBHBIX e (JOKYMEHTOB), B TOM YHUCJIE C UCTIOIb30BAHUEM
ABTOMAaTU3UPOBAHHBIX CUCTEM

YMmernb

OpraHu30BBIBATH Pabovyee MECTO B COOTBETCTBUHU C TPEOOBAHUSMHU SPTOHOMUKH U
KYJIBTYpBI TPYZa;

oOecrieunBaTh pabouee MeCTO U (PyHKIIMOHAIbHOE padodyee MPOCTPAHCTBO
HEOOXOIMMBIMU CPEJICTBAMU OPTaHU3ALMOHHON TEXHUKH, MEOENbIO U KaHIEIIPCKUMU
NPUHAAICKHOCTSAMHU;

HOJJIEP’KUBATh CPE/ICTBA OPraHU3alMOHHOM TEXHUKU B paboueM COCTOSIHUH;
IPUMEHSTH B paboTe cpencTBa HH(POPMALMOHHBIX M KOMMYHUKAITMOHHBIX TEXHOJIOTHI;
UCIIOJIb30BaTh CPEACTBA MH(POPMAIIMOHHBIX U KOMMYHHKALIMOHHBIX TEXHOJIOTUM 115
NOJYYEHUs U Tepeaadu nHpOopMaluy;

yCTaHaBJIMBaTh U MOAJCPKHUBATH KOMMYHHUKALIMHU B IIPOLIECCE JIEJIOBOIO OOILEHUS C
MIOMOIIBIO CPEICTB MH(POPMAIIMOHHBIX ¥ KOMMYHHKAIIHOHHBIX TEXHOJIOTHIA;
OCYILECTBIIATH CO0p, 00pabOTKy MHPOPMAIMH, CUCTEMATU3ALUIO TIOTY4aeMbIX U
nepe1aBaeMbIX JaHHBIX;

OCYILECTBIIATh IPOBEPKY JOCTOBEPHOCTH, ITOJTHOTHI U HEIPOTUBOPEUUBOCTH JAHHBIX,
UCKITFOYCHHE TyOIIMpoBaHus HH(POPMALINY;

CINIaXKMBATh KOH(IMKTHBIE U CIIOKHBIE CUTYAI[MM MEXKIMYHOCTHOTO B3aUMOJCHCTBHUS;
COOMIONATh TUKET U OCHOBBI MEKIYHAPOAHOTO IPOTOKOJIA;

o0ecrnieunBaTh MH(HOPMALIMOHHYIO 0€30IaCHOCTb JeSITEIbHOCTH OpraHU3alluy;

BECTH U UCIIOJIb30BaTh B paboTe 6a3y KOHTAKTOB OPTraHU3AIIHH;

BECTH YUETHBIE PETUCTPALMOHHBIE ()OPMBI, HCIIOIB30BaTh UX JUI1 HHPOPMALIMOHHON
paboThl ¥ PabOTHI IO KOHTPOJIIO UCTIOIHEHUS TTOPYYCHHIA;

BCTpeYaTh [IOCETUTEIIEH, I10JTy4aTh NEPBUYHYIO HH(POPMALIHIO O IOCETUTENSIX,
yCTaHABJIMBATh MOPSAIAOK IpUEMa [T Pa3InYHBIX KaTeropuil MOCETUTENCH MPUHUMATh
MepBI [0 COXPaHEHHIO KOH(pUIeHIINATbHOM nH(pOpMAaLUKU B X071 IpUEMa MOoCEeTUTENeH;
BECTH YUETHBIE PETUCTPALIMOHHBIC (POPMBI 110 TIPUEMY TTOCETHTENEH U 0HOPMIIATH
HPOITYCKa,

OCYILIECTBIIATH PUEM, TIEPEaaqy U OTIIPABKY JTOKYMEHTOB;

OpPraHU30BBIBAaTh U OPOHUPOBATH MEPETOBOPHBIE KOMHATHI;

CepBUPOBaTh YaliHble (KOQeiHbIe) CTONBI B Oduce;

BbIOMpaTh (hOPMBI IITAHUPOBAHUS U OPOPMIIATE MIIAHUPOBIIUK (OpraHaizep)
PYKOBOJUTENSI U CEKpeTaps;

yCTaHABJINBATh LIEJH, ONPEICISTh MPHOPUTETHOCTH U OYEPETHOCTD BHITIOIHEHHS padoT
1 3(h(heKTUBHO pacmpenensTh pabouee Bpems;

COIJIACOBBIBATh BCTPEUYH U MEPOTIPHSATHS U BHOCUTH HH(OPMAIINIO B TUITAHUPOBIIUK
(opranaiizep);

UH(POPMHUPOBATH PYKOBOTUTENS O TPUOIMKEHUN BPEMEHH U PETIaMEeHTe
3aIIaHUPOBAHHBIX BCTPEY U MEPOIIPUATHUH;

BHIOMPATh ONTHMAIBHBIE CIOCOOBI BHEITHETO H BHYTPEHHETO HHPOPMUPOBAHHS O
IUTAHUPYEMBIX MEPOIIPUSTHUSAX;

COCTaBIISITh U OQOPMIIATE JTOKYMEHTHI JUTSI IEIOBBIX MTOE3/I0K;

OCYILECTBIIATH TPEBEN-MOJJIEPIKKY JICIIOBBIX MOE3/10K;

CONIACOBBIBATH C IPUHUMAIOLIEN CTOPOHON MPOTOKOJI IUTAHUPYEMBIX MEPONIPUATHN U
¢dbopMHpOBaTh MPOrpamMMy J1€JI0BOH MOE3]IKH;




UCIIOJIb30BaTh CPEACTBA MH(POPMALIMOHHBIX U KOMMYHHKALIMOHHBIX TEXHOIOTUM JIJIs
oOecrieyeHrs1 B3aUMOZICHCTBUS C PYKOBOJHUTEIEM BO BPEMsI €TI0 JIETOBOW MOE3/IKHU;
0(OpMIIATH OTYETHBIE JOKYMEHTBI O JIEIOBOM MOE3/IKE.

OpraHU30BBIBATH MPOIECC MOATOTOBKH U MPOBEACHHE KOH()EPEHTHOTO MEPOIIPUATHUS
UH/MBUYaJIbHO U B COCTaBe paboyeil rpymniisl;

JIOKYMEHTHPOBATh pa3Hble Tallbl IPOLEAYPHI IOATOTOBKU U MPOBEICHUS
KOH()EPEHTHOT'O MEPOIIPUSATHS;

COCTaBJISITh MIPOEKTHI OPTaHU3AIMOHHBIX, PACTIOPSAUTENBHBIX 1 HH(POPMAIIMOHHO-
CIPABOYHBIX JOKYMEHTOB, B TOM YHCJI€ JOKYMEHTOB, COAEPIKALMX KOHPHICHIIMATIBHYIO
UH(OPMAIHIO;

0(OpPMIIAITH OPraHN3alMOHHO-PACIIOPAAUTENbHBIE JOKYMEHTHI (OPUIHMHAIIBI U KOTIUH);
CKaHMPOBATh, KOIMPOBATh U KOHBEPTHPOBATH TOKYMEHTHI B Pa3JIMUHbIe (hOpMaTHI;
OCYULIECTBJIATH ITPOBEPKY IIPOEKTOB JJOKYMEHTOB Ha COOTBETCTBHE IIPABHIIAM
J€JIONIPOU3BOJICTBA;

IPUHUMATh U IPOBOJUTH NEPBUYHYIO 00pAaOOTKY BXOJAIINX JOKYMEHTOB;

IIPOBOJIUTH IPEABAPUTEIBHOE PACCMOTPEHUE BXOJAIINX U BHYTPEHHUX JOKYMEHTOB;
PETUCTPUPOBATh BXOASILNE, UCXOAAIIUE U BHYTPEHHHUE JOKYMEHTHI;

KOHTPOJIMPOBATh MapIIPYTU3ALMIO JOKYMEHTOIIOTOKOB B OpraHU3aluu (COIacoBaHue,
MOJIIMCaHUE, YTBEPKICHNUE, PETUCTPaLlisl, O3HAKOMIIEHHE U HCIIOJHEHNE JOKYMEHTOB);
OCYUIECTBJIATH CPOKOBBINA KOHTPOJIb UCTIOJTHEHUSI JOKYMEHTOB;

OCYUIECTBJIATH 00PAaOOTKY U OTIIPaBKY UCXOJAIIUX JOKYMEHTOB;

COCTaBJISITh OTYETHI U AHAJIUTUYECKUE CIIPABKH 00 MCIIOJIHEHUH JOKYMEHTOB;

BECTH MH(OPMAIIMOHHO-CIIPABOYHYIO paboTy MO TOKYMEHTaM;

OCYILECTBIIATh Pa0OTy C OpraHU3aLMOHHO-PACTIOPAIUTEIbHBIMU JOKYMEHTAMH B
AaBTOMAaTU3UPOBAHHBIX CHCTEMAX;

o0ecrneynBaTh COXPAaHHOCTb EPCOHAIBHBIX JAHHBIX PAOOTHUKOB;

OpraHU30BBIBATH JOKYMEHTOOOOPOT IO IPEACTABICHUIO JOKYMEHTOB 110 IIEPCOHAILY B
rOCYAApCTBEHHBIE OPraHbl;

OpraHU30BbIBATh JJOKYMEHTOOOOPOT IO YUETY U JABHXKEHUIO PAOOTHUKOB;

BECTU BOMHCKUI y4ET paOOTHHKOB;

BECTHU yUYET pabo4yero BpeMeHH paOOTHUKOB;

0(OpMIIATH OPraHNU3aLMOHHO-PACTIOPAAUTENbHbIE JOKYMEHTHI IO IMYHOMY COCTaBY;
BECTU PETUCTPALINIO, YUET, ONIEPATUBHOE XPaHEHHUE JOKYMEHTOB 10 JTUYHOMY COCTaBY;
BECTHU JOKYMEHTALIMIO, TOATBEPKAAIOIIYIO CBEEHUS O TPYAOBOMU ACSITEILHOCTH U
TPYZIOBOM CTake paOOTHHUKOB;

(dbopMHpOBaTh JIUUYHBIE /i€ PAOOTHUKOB;

0(QopMIIATH JieNia IO JMYHOMY COCTaBY JJIsl IEpeaayl B apXUB OpraHU3allNN;

paboTaTh O CHEeHUATU3UPOBAHHBIMU HH(POPMAITMOHHBIMU CHCTEMaMHU U 0a3aMu JJaHHBIX
10 BEJICHUIO yY€Ta U JBUKEHHUIO paOOTHUKOB;

pa3pabarbiBaTh HOMEHKJIATYPY /1€l OpraHu3aluy;

MPOBEPSTH MPABUILHOCT OOPMIIEHUS JOKYMEHTOB U OTMETKH 00 UX MCIIOJIHEHUU
nepes ux (GoOpMUPOBAHKEM B JIENIO [T MOCIEIYIOIIEro XpaHeHMs;

(dbopMHpOBaTh Je1a, KOHTPOIUPOBATH IPABHIILHOE U CBOEBPEMEHHOE PaCIpe/IeICHUE U
NOJIIMBKY JOKYMEHTOB B JIEJIa B COOTBETCTBUHM C HOMEHKJIATYpPOU JEIT;

MIPOBEPSTH CPOKU XPaHEHUsI TOKYMEHTOB, COCTABIIATH IPOTOKOJ pPa0OThI KCIIEPTHOM
KOMHCCHUH TI0 IOJTOTOBKE TOKYMEHTOB K IIEPEAUe B ApXUB;

COCTABIIAThH aKT O BBIACIEHUHU K YHUUTO)KEHUIO TOKYMEHTOB, HE MOAJIEkKAIINX
XPaHEHUIO;

COCTaBIIATh aKT 00 YHUYTO)KEHUU JOKYMEHTOB;

OCYIIECTBIIATH NOJHOE UM YaCTUYHOE 0(OpMIICHHE JIe]l BPEMEHHOT0, TOCTOSIHHOTO,




JIOJITOBPEMEHHOT'O CPOKOB XPaHEHUS;

COCTABJIATH OMMCH J€JI CTPYKTYPHBIX MOAPA3AECIICHNI IOCTOSIHHOTO, 10JITOBPEMEHHOIO
CPOKOB XpaHEHHUs JUIsl IIepeladu AeJl B apXUB OpraHU3aliiy;

paboTarh ¢ moApa3AeICHUIMHU/OPTaHU3AMSIMA HCTOYHIKAMH KOMIUIEKTOBAHUS apXUBa;
IPUHUMATh ApXUBHBIE Jie1a (JOKYMEHThI) Ha IOCTOSHHOE WIIH JOJIFOBPEMEHHOE
XpaHEHHUE;

y4acTBOBATh B IPOBEJCHUH SKCIIEPTU3BI IEHHOCTH Pa3IMYHbIX TUIIOB U BUJIOB
JIOKYMEHTOB B COOTBETCTBUHU C BHYTPEHHUMHU PEMNIAMEHTAMU OpTraHU3alllH;
IPUMEHSATH B pab0Te pEKOMEHJAIIMU IKCIIEPTHO-IIPOBEPOUHON KOMUCCHUU WU
AKCIEPTHOM KOMHUCCHUU OpraHU3alNY;

IPUMEHSATH [IEPEYHHU C YKa3aHUEM CPOKOB XpaHEHUs /el (JJOKyMEHTOB);

coOJII01aTh HOPMATHUBHBIE CPOKU XPAHEHUS JIeT (JIOKYMEHTOB);

BECTU yYET UCTOYHUKOB KOMIIEKTOBAHUSI apXUBA;

UCIIOJIb30BaTh NEPE0BON OTEUECTBEHHBIN 1 3apyOeKHBIH OMBIT 110 KOMIIEKTOBAHUIO
apxuBa JieaMH (JOKyMEHTaMM) IOCTOSHHOTO U JJOJITOBPEMEHHOIO XPAHEHUS;
UCIIOJIb30BaTh COBPEMEHHBIE aBTOMATH3UPOBAHHBIE, HHPOPMAIIHOHHBIE 1
TEJIEKOMMYHUKAI[MOHHBIE TEXHOJIOTUHU JIOKYMEHTHPOBAHHBIX C(ep AesITeIbHOCTH
OpraHu3alIiHy.

CUCTEMATU3UPOBATh JeJa (JIOKYyMEHTHI);

pasMelarb apX1BHbIC Jie1a (JOKYMEHThI) Ha MEeCTaX XpaHeHUs B COOTBETCTBHHU C
HOpPMAaTHBHBIMHU TPEOOBAHUSIMHU B 00JaCTH apXUBHOTO JI€Ia U YIPaBICHUS
JIOKYMEHTaMU;

coOJro1aTh HOPMaTUBHbBIE PEKUMBI XPaHEHUS apXUBHBIX /1] (JJOKyMEHTOB) Ha JIFOOBIX
HOCHTEIIAX;

IPOBOJIUTH MPOBEPKY MOJHOTHI COCTABA APXUBHBIX JOKYMEHTOB B €IMHUIIAX XPAHEHUS;
IPOBOAUTH OIMCAHUE APXUBHBIX J€J1 (JOKYMEHTOB);

COCTaBJIATH CIIPABOYHO-TIOUCKOBBIE CPEJCTBA K ApXUBHBIM JI€JIaM (JIOKYMEHTaM);
BECTH YYET U KOHTPOJIb BbIJIaYM apXUBHBIX /1€ (JIOKyMEHTOB) U3 apXUBOXPAHUIIUILA U
UX BO3BpATa;

BECTH YU&T U KOHTPOJIb Ilepesiauu /ied (J0KyMEHTOB) B
roCyAapCTBEHHBIN/MYHUIIUTIAIbHBIN apXUB UM Ha HHOE BHEIIIHEE XpaHEHHE U puéMa
JIEJI C BHEIIHETO XPaHEHUS;

IIPOBOJIUTH MOJUCTHYIO IPOBEPKY (PHU3HUUECKOTO COCTOSHUSA A€l (JIOKyMEHTOB);
pa3bICKUBaTh HEOOHAPYKEHHBIE Jiea (JIOKyMEHTHI);

MOJIb30BaThCsl YUETHBIMH JOKYMEHTAMU B paMKax 3JE€KTPOHHBIX HH(POPMAIIMOHHBIX
CHCTEM JIOKyMEHTHPOBAaHHBIX cep NesATeNbHOCTH OpraHu3aluy;

M0JIb30BaThCs CEPTUPHUIIMPOBAHHBIMU aBTOMAaTU3HUPOBAHHBIMU CUCTEMaMU
JIOKYMEHTUPOBAHHBIX cep AeATeIbHOCTH OPraHU3aIiH 110 YUETY, perUCTpaIiH,
KOHTPOJIIO A€l (JOKYMEHTOB);

M0JIb30BATHCS NH(OPMALIMOHHO-CITPABOYHBIMU CUCTEMAaMU JIOKYMEHTHPOBAHHBIX cep
JeSITEIbHOCTH OPTaHU3allNY;

BECTH CIIPAaBOYHO-TIOUCKOBBIE CPEACTBA K apXUBHBIM JieJIaM (JOKYMEHTaM);

BECTHU yUYET CTPaxoBOro (hoHAa apXUBHBIX JIeJl (JOKYMEHTOB);

IPUMEHSATh HOPMaTUBHBIE IIPABOBBIE AKThI, JOKAJIIbHBIE HOPMAaTHUBHBIE AKThI
OpraHMU3aIi U METOANYECKHE TOKYMEHTHI B 00JaCTH y4éTa apXUBHBIX el
(ITOKyMEHTOB);

BHOCHUTB MPEAJIOKEHUS 110 COBEPIICHCTBOBAHUIO METOANYECKOTO o0ecreueHus yuéra
pa3HBIX BUJOB JOKYMEHTOB B JIOKYMEHTHPOBAaHHBIX c(hepax AesTeIbHOCTH
OpraHu3aIuy;

3alMIATh HHPOPMAITMOHHBIE PECYPCHl apXHMBa OT HECAHKIIMOHUPOBAHHOTO HOCTYIHA.




OpraHM30BBIBaTh U 00ECIIEUNBaTh XpaHEHHE €] (JOKYMEHTOB) BPEMEHHOIO XpaHEHHUS
OpraHM3aly B TPAAULIMOHHOM U B 3JIEKTPOHHOM BUJIE;

KOHTPOJINPOBATh Pa3pabOTKy CTPYKTYPHBIMH MTOIPA3AEIICHUSMH ONUCEN U aKTOB O
BbI/IEJICHUM Ha YHUUYTOXKEHUE €)1 (IOKYMEHTOB) BPEMEHHOI'O XPAHEHUS B
TPaJULIOHHOM U B 3JIEKTPOHHOM BH/IE;

(bopMHUpOBaTh €AMHUIBI XPAHEHUS TOKYMEHTOB JUUIsl X MOCIIEAYIOIIETO pa3MEIIeHUs B
apxyuBe OpraHU3aLUY;

COCTAaBJIATH CIIPABOYHO-TIOUCKOBBIE CPEJCTBA K APXUBHBIM JI€J1aM (JIOKYMEHTaM);
OCYILECTBIIATh IIOUCK A€ (JOKYMEHTOB) BPEMEHHOI'O XpPaHEHHMsI B IIPOLIECCE UX
XPaHEHUs B CTPYKTYPHBIX MOAPA3EICHUAX U apXUBE OpraHU3aluy;

OCYILECTBIIATH METOIMYECKOE PYKOBOJCTBO OpraHu3aluei XpaHeHus e (J0KyMEHTOB)
B CTPYKTYPHBIX IOAPA3AEIICHUAX OPraHUu3allnu;

OKa3bIBaTh CTPYKTYPHBIM HOAPA3ACICHUSIM IPAKTUYECKYIO [IOMOLIb B OPIraHU3aLUU
XpaHeHus Ael (IOKyMEHTOB);

pa3pabarbiBaTh CIIPABOYHO-UH(POPMALIMOHHBIE JOKYMEHTHI 10 OpraHU3aluu
MCIIOJIb30BaHMS /1€ (JOKYMEHTOB) BPEMEHHOI'O XPaHEHUSI B CTPYKTYPHBIX
HOApa3AeICHUAX U apXUBE OpraHU3aluY;

IIPOBOJIUTH IKCIEPTU3Y LEHHOCTH J€1 (JOKYMEHTOB) BPEMEHHOI'O XpaHEHNUS,
nepeJaHHbIX B ApXUB;

OIIpeJIeNIATh CPOKU XPaHEHHs J1eJT (JIOKYMEHTOB) BPEMEHHOTO XPaHEHUS;
o0ecreunBaTh 3alIUTY J1ed (JOKYMEHTOB) BpEMEHHOI'O XpaHEHUsI B OpraHU3aluu OT
HECaHKIIMOHUPOBAHHOTO JOCTYIA WIM YHUUYTOXKEHHUS,;

IPOBOANUTH (PU3NUECKOEC YHUUTOXKEHHE AT (JOKYMEHTOB) BPEMEHHOTO XPaHEHHUS C
UCTEKIIUMH CPOKAMH XPaHEHHsI ITOCJIE€ COINIACOBAHUS CO CTPYKTYPHBIMU
NOJPA3/IEICHUSIMI OpraHUu3aluu;

0o(opMIIATH yUETHBIE JOKYMEHTBI 00 YHUUTOXEHUU /1€ (JOKYMEHTOB) BPEMEHHOI'O
XPaHEHUs C UCTEKIIUMHU CPOKaMU XPAaHEHUSI COBMECTHO CO CTPYKTYPHBIMU
HoApa3AeIeHUIMU OPraHU3alHH.

CHCTEMaTHU3UPOBATh U 0000IIATh CBEIEHHS O COCTABE U COACPIKaHUHN aAPXUBHBIX JIEIT
(IIOKyMEHTOB);

UCIIOJIb30BaTh NH(OPMAIIMOHHBIE TEXHOJIOTHH B 00JaCTH CO3AaHUSI CIIPABOYHO-
MIOUCKOBBIX CPE/ICTB apXMBa U IOKYMEHTUPOBAHHBIX c(hep AesITeIbHOCTH OpraHu3alluy;
(dbopMUpOBaTh OCHOBHBIE U BCIIOMOTaTENbHbIE BUJIbI APXUBHBIX CIIPAaBOYHUKOB B
ANEKTPOHHOH (opme;

MOJrOTaBJIMBaTh MH(POPMALIMOHHBIE JOKYMEHTHI 110 3allpocaM MoJIb30BaTenei
pa3INYHbIX KaTETOPUH.

3HaTh

HOpMaTHBHBIE NMPaBOBbIE akThl Poccuiickoit @eneparuu B chepe NHPOPMAILIMOHHBIX U
KOMMYHUKAIIHOHHBIX TEXHOJIOT'HH, 1O 3aIuTe HHpopManuu, HHGOpMaMoHHON
0e30macHOCTH, MO paboTe ¢ OOpalIeHUsIMU TPaXKIaH, MO0 OpPraHU3aIuH JAeT0BOM MOE3IKH,
B cpepe 1eT0NpPON3BOJICTBA U apXUBHOTO Jiefa, B cepe peryaupoBaHus TPYIOBbIX
OTHOIIICHU;

JIOKaJbHbIE HOPMATUBHBIE aKThl, PEIJIAMEHTUPYIOIINE IEATEIILHOCTD CITY>KObI
JIEJIONPOU3BO/ICTBA U €€ paOOTHUKOB, OPraHU3alMIO BEJIEHUS J1EJI0NPOU3BO/ICTBA,
nepesavy Jejl B apXyuB OpraHU3aliy, a TAKKe perIaMEHTHPYIOLUE TPYAOBbIE
OTHOIIICHHUS;

CTPYKTYpY OpraHu3aluy, e€ 3a1aud ¥ (PyHKIMHU, pacrpeeneHne QyHKIUN Mex 1y
CTPYKTYPHBIMHU MOJPA3AETICHUSIMH U CIIEUATHCTAMU;

TpeOOBaHUs OXpaHbI TPya, IPOU3BOJCTBEHHON CAHUTAPHH, TIPOTUBOIIOKAPHOM
3aIUTHL;

OCHOBBI IPABWJIHHOMN OpraHu3alyy TpyJa U METO/IbI MOBBIIIEHUs ero 3PEeKTUBHOCTH;




OCHOBEI YIIPABJICHUS BPEMEHEM;
BUJIbI OPTaHM3AIMOHHON TEXHUKH U MpaBHiIa pabOThI C HEH;

MeTOobI 00PaOOTKH 1 3aIIUTHI HHPOPMALIUU ¢ IPUMEHEHHUEM CPEACTB
UH(POPMAITMOHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJIOTHUIA;

COBpEMEHHBIE MH(OPMAITMOHHBIE U KOMMYHHKAIIMOHHBIC TEXHOIOTUH, IPUMEHSIEMbIE B
paboTe ¢ JOKYMEHTaMH, B TOM YHUCJIE TI0 JINYHOMY COCTaBY;

STHKET U OCHOBBI MEKIYHAPOIHOTO ITPOTOKOJIA;

ITHKY JEJIOBOTO OOIICHWS;

IpaBUJIa PYCCKOTO SI3BIKA;

IpaBUJIa PEYEBOTO STHKETA;

HpaBuUJIa MOJIEPKAHUS U PA3BUTHS MEKJINYHOCTHBIX OTHOIICHHIA;

IpaBUJIa MIPOBEICHUS JICIIOBBIX IEPETOBOPOB;

IpaBUJIa OPraHU3aIMY IPUEMA TOCETUTENEH;

npaBuiIa CEPBUPOBKH YaitHOTO (KO(heiHHOoro) cToNa;

HOPSIIOK MOATOTOBKH U JIOKYMEHTHPOBAHHMS JI€TOBOI ITOE3/IKH;

UHTEPHET-PECYPCHI IS OCYLIECTBICHHS TPEBEI-TIONICPIKKH JICIOBBIX MOE3/I0K;
KOMIIJIEKC OPTaHU3aIMOHHO-TEXHUUECKIX MEPONPHUITUH 110 MOATOTOBKE U MPOBEICHHUIO
KOH()EPEHTHBIX MEPOIPHUSITHIA;

npaBuiIa OPOpPMIICHHS JOKYMEHTOB, CO3/IaBAEMBIX B IPOLIECCE MOITOTOBKU H
IpOBEACHUS KOH()EPEHTHOTO MEPOTIPHUSATHS;

COCTaB BHYTPEHHUX U BHEITHUX UH(POPMAIIIOHHBIX TOTOKOB;

PYKOBOJICTBO CTPYKTYPHBIX MOApa3/IeIeHH, 00pa31bl MOATNCEH JINL, UMEIOLIUX ITPABO
NOATIMCAHUS U YTBEPKACHUS JOKYMEHTOB, U OTPAHUYCHHUS 30H UX OTBETCTBEHHOCTH;
BU/IBI HOMEHKJIATYp e, o0Imue TpeOOBaHNs K HOMEHKIIAType Jell, MOPsI0K paboThI C
HCI;

HOpsI0K (hopMUpoBaHUs U 0hOpMIICHHUS /eI, crieluUKy (OPMUPOBAHUS OTJCIBHBIX
KaTeropuu 1ei;

npaBUJa XpaHEHUS JIelT, B TOM YHCIIE C JOKYMEHTaMH OTPaHUYEHHOTO JOCTYIIA;
NpaBUJjIa BBIIAYU M UCTIOIB30BAaHUS IOKYMEHTOB U3 C(HOPMHUPOBAHHBIX JIEIT;

HOPSIIOK UCTIONB30BAaHMS THITOBBIX MIIH BEJIOMCTBEHHBIX NIEpEYHEN TOKYMEHTOB,
OTIpeJIeNIeHUs] CPOKOB XPaHEHHsI B TIPOIIECCE IKCIIEPTH3HI IICHHOCTH JOKYMEHTOB;

BUJIbI OITUCEH JIeNT OpraHu3aluy 1 Mops 0K paboThl ¢ HUMU;

BUJIBI, PA3HOBUIHOCTH H ()OPMATHI BCEX BUIOB JOKYMEHTOB;

KPUTEPHHU OIpeIeIeHHUs LIEHHOCTH /1N (JOKYMEHTOB) JUIs JalbHEHIIero XxpaHeH!us Win
YHUYTOXKEHHUS;

METOJIMKa pa3paboTKu (OpM YUETHBIX TOKYMEHTOB B TPAIUILIMIOHHOM U B JIEKTPOHHOM
BUJIC;

METOJIMYECKHE JOKYMEHTHI B 00JIaCTH UCIOJIb30BaHMS U MMyOIMKALMU apXUBHBIX /1€
(TOKyMEHTOB);

METOJIMYECKHEe JOKYMEHTHI M HallMOHAIbHbIE CTAaHapThl B 00JIACTH AETIONPOU3BOJCTBA U
ApXUBHOTO JIENa;

METOIMYeCKHEe JOKYMEHThI U HallMOHAJIbHbIE CTAHIAPThl B 00JIACTH yuéTa JOKYMEHTOB U
JIOKYMEHTHPOBAHHBIX C(ep AeATEIIbHOCTH OpTaHu3aIiH;

HAyYHO-METOJIMYECKHE KPUTEPHH SKCIIEPTU3bI LIGHHOCTH Pa3IMUHBIX TUIIOB U BUJIOB JIEJ
(TOKyMEHTOB);

HOpPMaTHBHBIE ITpaBoBbIe akThl Poccuiickoit denepannu B 00671aCTH 3aIUTHI
NIEPCOHABHBIX JaHHBIX;

HOpPMaTHBHBIE ITpaBoBble akThl Poccuiickoit denepanuu B obiactu nHdopmanuu,
WH(POPMAITMOHHBIX TEXHOJIOTHH, 3alIUTHI HH(OPMAIIUU U TIEPCOHATBHBIX JTAHHBIX,
1upoBoit TpaHchopMaIuy;




HOpMaTUBHBIE TTPaBOBBIC akThl Poccuiickoit denepariuu B 00JacTh
KOH(HICHITMATHHOCTH UH(POPMAIIHH;

HOpMaTHBHBIE ITpaBoBble akThl Poccuiickoit denepanuu B chepe nenonpon3BoacTBa U
apXUBHOTO JI€114;

HOpMaTHBHBIE ITpaBoBble akThl Poccuiickoil denepanuu B chepe ne1onponu3BoiCTBa;
o0u1Me NPUHIUIBI yYETa U KOMIUIEKTOBAHUS [T (JOKYMEHTOB) OIPaHUYEHHOI'O
JI0CTYIa;

OpraHU3alMOHHBIE IPUHIIUIIBI UCIIOIb30BAHMSI JOKYMEHTOB OIPAaHUYEHHOIO JOCTYIIa;
OpraHU3alMOHHbIE PUHIIMITBI KOMIUIEKTOBAHUSA /1€1 (JOKYMEHTOB) OIpaHUUYEHHOI'O
JI0CTYyIa;

0COOEHHOCTHU OpraHU3alMy XpaHeHUs A€l (JOKYMEHTOB) Ha PAa3JIMYHbIX HOCUTEIAX;
OTEUECTBEHHBIE U 3apy0OeKHbIe CepTUDHUIIMPOBAHHBIC CHCTEMbl aBTOMAaTH3UPOBAHHOTO
y4éTa apXUBHBIX JIe] (JIOKYMEHTOB);

nopsI0K (OPMHUPOBAHUS TOKYMEHTOB B KOMIUIEKTBI, TPYIIIbI, TUIIBL;

IpaBUJIa CUCTEMATU3ALUHU U KJIacCU(UKALIUN JOKYMEHTOB;

IIpaBUJIa XpaHEHU /1€ (JOKYMEHTOB) B COOTBETCTBUU C UX TUIIAMHU;
cepTUHUIMPOBaHHbIE HH()OPMAIIMOHHO-TIOUCKOBBIE CUCTEMBI B 00JIACTH Pa3pabOTKU
Hay4YHO-CIIPAaBOYHOTO ammapara JOKyMEHTHPOBAHHBIX cep NesTeTbHOCTH OpraHu3allHu;
CHOCOOBI U TEXHOJIOTUU TOKYMEHTUPOBAHUS Pa3IMYHBIX BUIOB MPOPECCHOHATEHON
NeSITebHOCTH;

CPOKH BBIIIOJTHEHMSI paOOT MO OpraHU3alMK UCIIO0JIb30BAaHUS ApXUBHBIX /€]
(IIOKyMEHTOB);

CPOKH BBIIIOJTHEHMSI paOOT 1O yYETY apXUBHBIX €] (JOKyMEHTOB);

CPOKH BBIIIOJIHEHUS padoT;

CTaHIAPTHI 0POPMIICHHUST OPTaHU3AMOHHO-PACTIOPSIAUTEIEHON JOKYMEHTAIINH;
TEOPETUYECKHE U METOJUYECKHE aCTIeKThl KOMIUIEKTOBaHUS U SKCIEPTU3bI LICHHOCTH
BCEX BHJIOB JIOKYMEHTOB;

TpeGoBaHuUs K 0)OPMIIEHHUIO JOIOBOPOB Ha PEaU3alMI0 YCIIYT BHEIIHETO XpPaHEHUS Jell
(IOKyMEHTOB);

TpeOOBaHUs K MOATOTOBKE APXHUBHBIX CIIPABOK U BBIITUCOK U3 aPXUBHBIX JOKYMEHTOB;
TpeOOBaHUS K IPOLECCaM YHUUTOKEHUS HH(POPMALUU B TPAJUILMOHHOM U JIEKTPOHHOM
BU/IE;

TpeOOBaHUS K yCTaHOBJIIEHHBIM HOPMaM BbIpaOOTKH;

TpeOOBaHUs K YUETY 0CO00 IIEHHBIX M YHUKAJIbHBIX aPXUBHBIX €] (JIOKYMEHTOB);
TpeOOBaHUS OXpaHbl TPY/A;

YHU(DUIMPOBAHHYIO CUCTEMY OpPraHU3allMOHHO-PACHOPSAUTENIbHOM JOKYMEHTAIHUH.

1.2. Koiu4ecTBO 4acoB HA OCBOEHHE MPOTPaMMBbI IPOU3BOACTBEHHOM MPAKTHUKM:
Bcero — 144 gaca, B TOM 4uciie
B (hopMe IpaKTUUECKOW MOAroTOBKH — 144 yaca.




2. CTPYKTYPA U COAEPXKAHUE IMTPON3BOJACTBEHHOMN MPAKTUKHA

2.1. O0beM NPOM3BOACTBEHHOI NMPAKTUKH U BHABI BHINOJIHAEMbIX padoT

NMPAKTUKO-OPUCHTUPOBAHHYIO IIOATOTOBKY

Bupa pador, o6ecneunBarommx

KosnmuecTBo yacoB (Heaesb)

Bcero

1444aca (4 nenenn)

B TOM 4YUCJIC:

BBITIOJIHEHHE 005I3aHHOCTEH TyOIEPOB CIIEMAIMCTOB

96

noa0op Marepuana JJisi AUIIOMHON paboThl

48




2.2. TemaTn4ecKuii NVIaH M MPOU3BOACTBEHHOM MPAKTHKH

HaumeHoBanue Bunawbi patdor Oo0bem
pa3/iesioB, TeM, 4acoB
BBINIOJIHEHH e
00s13aHHOCTEH
nyoaépoB
CHENHATUCTOB
1 2 3
Tema 1. Buowt pabom 36
OO6mas 1. O3HakomJieHHE€ C OOBEKTOM WPAKTUKH (ITOJIyYCHHE OOIIMX
XapaKTepUCTHKA CBE/ICHUI 00 OpraHu3aIiy, YIPEKICHUU, BHIAX JEATEIHHOCTH)
0a3bl IPAKTUKU 2. Ananu3 mpOU3BOACTBEHHON U OPraHU3allMOHHOW CTPYKTYpPBI
OpTraHM3aINH; AaHAIIU3 PEKUMA padOThl OpraHU3alnun
3. IlpoxoxkaeHue HHCTPYKTaXa IO OXpaHE Tpyna, TEXHHUKE
0€30MacHOCTH.
4.  OsHakoMJIeHHME€ €  JODKHOCTHBIMH  OOSI3aHHOCTSMU
CICIAINCTOB o JOKYMEHTAIIHOHHOMY 00eCIeYeHHTO
yIpaBICHUS U apXUBOBEICHHIO
5. 3ydenue nopsaka U OpraHu3aluu JeJ0IPOU3BOACTBA
6. Mzyuenue nopsiika apXxuBalvy U XpaHEHHs TOKyMEHTOB
Tema 2. Buowt pabom 60
Henocpencreennoe | BeimonHeHue 3aiaHuii pyKOBOIUTENSI MPAKTUKA OT OPTaHU3aIlUH
ydacTue B paboTe Ha pabodyeM MecTe, aHaiMM3 pPabOThI OpPraHM3AIMK B BOIPOCAX
OpraHu3aluu JIOKYMEHTAIIMOHHOTO 00eCTIeYeH s YIPABICHUSI M apXUBOBEICHUS
Tema 3. Buowt pabom 36
[ToaroroBka COop ¥  MOArOTOBKA  MaTrepuajoB A BBIIYCKHOM
JTUTUIOMHOM KBaJM(UKALUOHHON PabOTHI 11O TEME
paboThI
Tema 4. Buowt pabom 12
Crpykrypusauus 1 | CucteMarHu3aius MarepruajgoB, COOpPAaHHBIX I HAlTHCAHHS
o0OpaboTka TUTUIOMHON paboThI, HAMUCAHUE OTYETa O MPAKTHKE
uH(popMauu
Bcero | 144 yaca

(4 men.)




3. YCJOBUS PEAJIM3ALIAU ITIPOU3BOJICTBEHHOM IMMPAKTUKH

3.1. s peaqm3anMym NPOrpaMMbl NPOU3BOACTBEHHONW NPAKTHKH JOJKHBI OBITH
NpeaycMOTPeHbBI CJIeAyIolue crieliaibHble OMelleHus:

[Ipou3BOACTBEHHAs MpPAaKTUKA MPOXOTUT B  OpraHM3alusax (y4pekICHHUsX), HalpaBlICHHUE
JEeSITeIbHOCTH KOTOPBIX COOTBETCTBYET MPOGUIIIO MOATOTOBKH CTyAeHTOB. O00pyn0BaHUE NPEANPUATUI
1 paboYuX MECT COOTBETCTBYET KBATU(UKAIIMOHHBIM TPEOOBAHUSAM, PEABSABISIEMbIM K CIICIIHATICTAaM B
obnactu 07 AAMUHUCTPATUBHO-YIpaBiIeHUYECKast U OpUCHAS 1eATEIbHOCTb.

3.2 UndopmannonHoe odecreyeHue 00ydeHust

IlepeyeHb pexoMeHIyeMbIX Y4eOHBbIX M31aHUil, HTepHeT-pecypcoB, JAONMOJHHUTEIbHOI
JIMTEPaTyphl

OcHOBHbIE eYaTHbIE H3TAHUSA

1. Aoynanze /1. I'. JlokymMeHTanmroHHOE OOECIeUeHUEe YIPABJICHHUS MEPCOHATIOM: YUYEOHUK H
NPaKTUKYM JUIsL cpenHero npodeccruoHansHoro odpasosanus / [. I'. AGymansze, U. b. Beimpspkkuna, B.
M. MacnoBa. — 2-¢ uza., nepepad. u gon. — Mocka: M3narensctBo Opaiit, 2023. — 370 ¢. —
(ITpoeccronansnoe obpazoBanme). — ISBN 978-5-534-15076-6. — Tekct: anexrponusiit // 3BC
FOpaiit [caiit]. — URL: https://urait.ru/bcode/487121.

2. AunryxoBa, H.®. CrucreMsbl 3JI€KTPOHHOTO IOKYMEHTO000pOTa : yueOHOe mocobue / AntyxoBa
H.®., I3r06enko A.JL., Jlocera B.B., Ueunkos FO.b. — Mocksa : KnoPyc, 2023. — 201 c.

— ISBN 978-5-406-02705-9. — URL: https://book.ru/book/936560. — Tekct: 3neKTpOHHBbII

3. I'poszoma, O. C. [lenonpousBoAcTBO : yuyeOHOE 1MOCOOHe JUIsl CpeAHEro npodeccuoHaIbHOIO
obpazosanwms / O. C. 'po3oBa. — 2-e uzn. — Mocksa : U3narensctBo FOpaiit, 2023. — 131 c.

4. JloponuHa, JI. A. JlokyMeHTallMOHHOE 0OecrieueHNe YIPABICHUA: YUeOHUK U MPAKTUKYM IS
cpenHero npodeccuoHanbHoro odpasosanmsi / JI. A. Jloponmna, B. C. HpurtukoBa. — MockBa :
M3narensctBo FOpaiit, 2023. — 233 c.

OcHOBHbBIE JJ1eKTPOHHBbIE U3IAHUSA

1. CnpaBouHo-nipaBoBas cuctema «I' apanT» [DnekTpoHHsii pecype]. URL:garant.ru.
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4. KOHTPOJIb 1 OHEHKA PE3VYJIBTATOB OCBOEHMUAA
MMPOU3BOJACTBEHHOMN INPAKTUKH

ITo nToraM mpoxoaAeHUs IPOU3BOJACTBEHHON MPAKTUKH CTYIEHTBI IPOXOJAT NPOMEKYTOUHYIO
arrectauuio B ¢opme Iup(depeHIMpOBaHHOTO 3aueTa. TeKylmMid KOHTpOJb pe3yJbTaTOB OCBOECHHUS
MPAKTUKH OCYIIECTBISECTCS PYKOBOJUTEIEM IMPAKTHKH OT 00pa30BaTEIbHOTO YUPEXKICHHUS B IPOLECcCe
BBINIOJIHEHUS] CTyJEHTaMU pPabOT B OpraHu3alusx (MpeAnpHATHAX, YUPEXKACHUSAX), a TaKkkKe CHadu
CTYJEHTaMH OTYETA 110 IPAKTHUKE.

OTueT cTyzneHTa 10 NPAKTUKE J0JDKEH MAaKCHUMaJIbHO OTpa)kaThb €ro MHIMBUAYAIbHYIO padoTy B
NEpUOJ, IPOXOXKACHUA MNPAKTUKU. KaXaplil CTYAEHT HOJDKEH CaMOCTOSTENbHO OTPa3sUTh B OTUYETE
TpeOOBaHUS MPOrPAMMBI IPAKTUKU U CBOETO MHMBHIyaIbHOI'O 3a/1aHUS.

CryneHT IoMmKeH coOpaTh JOCTATOYHO IMOJIHYI0 MH()OPMAIUIO U JTOKYMEHTHl HEOOXOAUMBIE IS
BBIMOJIHEHUS]  TUIUIOMHOM  paborel. COOp MaTepualioB JODKEH BECTUCH  LIEJIECHAIPABIEHHO,
NPUMEHUTEIBPHO K TeMe AMIJIOMHOW paboTbl. OTYeT MO TNpaKTUKE OODKEH OBITh O(QOpMIICH B
COOTBETCTBHH C IJIAHOM IIPAKTHUKH.

[Tpu odopmiieHHMH OTYETa MO MPOU3BOACTBEHHON NPAKTUKE €ro MaTepHajbl pPaclojiaraloTcsi B
CJIELYIOIEN NIOCIEN0BATEIbHOCTH:

- TuTynbHBIN TUCT;

- MupuBunyanbHoe 3a1aHue Ha npakTuky (IIpunoxenue);

- Oruer: coxaepkaHME, BBEICHHE, OCHOBHAs 4YacTb, 3aKJIIOUEHUE, CIUCOK HCIOJIb3YyEMBIX
HCTOYHUKOB, IPUIIOKECHMUS,

- ATTecTarmOHHBIN JIHCT;

- XapakTepuCTUKa PyKOBOAMUTEINS IPAKTUKU OT OpraHU3aluK (IPEANPUATHS, YIPEXKICHHS);

- JIHEeBHUK O IPOXOXKIECHUHU IPAKTUKH;

- TabGens.

Otuer, Tabenb U XapaKTepUCTHKA JIOJDKHBI OBITh 3aBEPEHBI IIEUaThI0 OpTraHU3aAIUH
(mpeanpusATusi, y4pexaeHUs).

Otuer 1o npakTUKe SABJSETCS 0053aTeNbHBIM JOKYMEHTOM, KOTOPBIN IIPEACTaBIISIET COO0M:

- TEOpeTHYEeCKUil (omucaTenbHbI) MaTepuall, KOTOPbIH BKIIIOYAeT B ce0s aHAIN3 CIETYIOLIUX
miokymeHToB: [lonoxenue o cinyx6e JJOVY, UHcTpykius mno aenonpou3BoAcCTBY, MHCTpykius no
opraHuzanuu paboTsl ¢ oOpamieHHeM TIpaxiaaH, JlOJUKHOCTHas MHCTPYKIMS JIOKyMEHTOBEJA,
JIOMOKHOCTHasT MHCTPYKLUSL CeKpeTaps, OINeporpamMMbl BXOSIIUX/MUCXOAAIIUX JIOKYMEHTOB, CXEMBbI
JOKYMEHTO000pOTa Ha MPEANPHUITHH, TOKYMEHTHI O IPOBEICHUH MEPOIPUATHIA;

- MPaKTUYECKHUIl MaTepHall K TEOPETUUECKON 4acTh, OPOPMIIEHHBIN B BUJI€ IPUIIOKEHUI;

- KONMM BXOJAIIMX M CXOASAIIMX IHCEM OpraHM3alM, KOIWHU IPUKA30B, DPACIOPSIKEHUH,
IIPOTOKOJIOB, AKTOB, CIIPABOK, MOJITOTOBJICHHBIX IPAKTUKAHTOM Ha MPAKTHKE.

[To pe3ynbTaTaM NpPaKTUKH PYKOBOAUTENSMHU MPAKTHKH OT 00pa30BaTEIbHOIO YUPEKACHUS U OT
opranuzaiuu  (y4pexaeHus, Mpeanpusatusi) GopMUpPYeTCs aTTEeCTAllMOHHBIM JHCT, COAep Kalui
CBelleHUsI 00 YpOBHE OCBOEHHUS CTYJIEHTOM MPO(GECCHOHABHBIX KOMIIETEHIIUH, @ TaKXKe XapaKTepHCTUKa
Ha CTYZIEHTa 10 OCBOCHHIO OOIIMX KOMIETEHIIUH B IEPUOJ TPOXOKACHUS IPAKTUKH.

ITpoMexyTouHass arrecTalss IO IPOU3BOACTBEHHOM IOpakTUKe NPOBOAUTCA B ¢opme
¢ depeHIIMPOBAHHOTO 3ayeTa MPU YCIOBUHM MOJOKUTEIBHOIO aTTECTAlMOHHOIO JIMCTA MO IMPAKTHKE
PYKOBOJUTENEH MPaKTHUKK OT OpraHu3alMd U 00pa3oBaTEIbHOIO YUYPEXKIEHUS 00 YpOBHE OCBOEHUS
poecCHOHANBHBIX KOMIETEHLUN; HAIW4YUs TOJOXKHUTEIbHOM XapaKTepUCTHKU OT OpraHu3aluyd Ha
CTy/IeHTa TIO0 OCBOEHHMIO OOIIMX KOMIIETEHIMHA B TEPHOJA IPOXOXKAECHUS NPAKTUKU; IOJHOTHl HU
CBOEBPEMEHHOCTH IPEICTABICHUS JHEBHUKA MPAKTUKHU U OTUETA O MIPAKTHKE B COOTBETCTBUH C 3a/laHUEM
Ha TIPaKTHKY.

PesyabTaTsl (0CBOCHHBIC OcHoBHBIC MOKa3aTeJ N OlleHKH | DOpMBbI M METOABI KOHTPOJIS U
KOMIIETCHIIUH) pe3yJbTara OLICHKH Pe3yJIbTATOB 00y4eHus!

OK 01. BeiOupars cnocoObl | BeiOupaer cnocoObl pemieHus | DKCliepTHOE — HaOoJeHue  3a
pereHus 3aja4 | 3a1a4 npoeCCHOHATILHON | OCBOGHHEM OOLIMX KOMIIETEHLIUH




npo¢ecCuOHATBHON
ACATCIIbHOCTU NMPUMCHUTCIIBHO K
Pa3IMYHBIM KOHTEKCTAM;

ACATCIIBHOCTH NPHUMCHUTCIIBHO K
Pa3JIMIHbIM KOHTCKCTaM

(olIeHKA BBITTOJTHEHUS 3a7aHUN) B

xoze MIPOBE/ICHUS
IPOU3BOACTBEHHOW IPAKTUKU.
Onenka pE3yJIbTaTOB

nudepeHIMPOBaHHOTO 3a49eTa.

OK 02. Ucnonp3oBars | Ucnonb3yeT COBpEMEHHBIC | DKCIIEPTHOE  HAONIOJIeHUE 32
COBpEMEHHBIE CpE/ICTBA MOMCKA, | CPEACTBA IOMCKA, aHaldu3a M | OCBOCHHEM OOIIMX KOMIETeHLIUN
aHanM3a W MHTEPIPETaluH | HHTEepIpeTauud uHpopManuud | | (OIICHKA BBHIIIOJHEHUS 3a/laHH) B
uH(popMaluu U MH(OPMALIMOHHBIE TEXHOJOTHH | XOJe IPOBEACHHUS
MH(POPMAIIMOHHBIE  TEXHOJOTHH | IS BBITIOJIHEHHS 3a7a4d | IPOM3BOJICTBEHHON MPAKTUKH.
TUISE BBITIOJTHEHUS 3a1a4 | npodeccuoHaIbHON Onenka pe3yabTaToB
npodeccnoHaTBEHOMI JESITEIIbHOCTH; g hepeHIMPOBAHHOTO 3a4YeTa.
JIeSITeNIbHOCTH;

OK 03. IlnanupoBate  u | [lmanupyer 51 peanu3yer | DKcriepTHOE  HaONMIOJeHHE 32
pealin30BbIBaTh coOcTBEeHHOE | COOCTBEHHOE MPO(HECCHOHATBFHOE | OCBOCHHEM OOIINX KOMIETEHLIUN
npodeccnoHabHOE U|lu JIMYHOCTHOE pa3BuTHe, | (OLICHKA BBHIMOJIHEHUS 3aaHul) B
JUYHOCTHOE pa3BUTHE, | TPEATPUHUMATEIHCKYIO xoJ1e MPOBEACHHUS
PEIIPUHIMATEIbCKYIO JeSITeTLHOCTD B | IPOM3BOICTBEHHON IPAKTHKH.
JeSITeNIbHOCTD B | mpodeccuoHaIbHON cdepe, | Ouenka pe3ynbTaToB
npodeccCuOHATBLHON cdepe, | HCIIOIB30BATH 3HAHUS 1o | quddepeHIPOBAHHOTO 3a4eTa.
UCIOJIb30BATh 3HaHUs 1o | pMHAHCOBOM TPaMOTHOCTH B

MpaBOBOM W (UHAHCOBOH | pa3TUYHBIX JKU3HEHHBIX

IPaMOTHOCTH B PA3IMYHBIX | CUTYaIUsAX

JKM3HCHHBIX CUTYyallUIX

OK 04. DddexTuBHO
B3aMMOJICHICTBOBAaTh M pPaboTaTh
B KOJUICKTHBE U KOMaH/IC

Db dexTuBHO B3aUMOJICHCTBYET
u paboTaeT B KOJUJICKTUBE |
KOMaH Ie

DKkcnepTHOe  HAOMIOJCHHE 34
OCBOEHHEM OOIINX KOMIIETEHIAI
(oILICHKA BBITTOJTHEHUS 3a7aHUI) B

xoze IPOBEICHHSI
IPOU3BOICTBEHHOW IPAKTUKU.
Onenka pe3yJabTaTOB

auQQepeHIIMPOBaHHOTO 3a4eTa.

OK 05. OcymectBisaTh ycTHYIO U | OCyIecTBiIseT YCTHYIO U | OKciepTHOE  HAOIIOJIeHHE  3a
MUCHbMEHHYI0O KOMMYHHUKAIMIO HA | TUCbMEHHYI0O KOMMYHHUKAIMIO HA | OCBOGHHEM OOLIMX KOMIIETEHLIUH
rocy/1apCTBEHHOM SI3bIKE | TOCYJJaPCTBEHHOM A3bIKe | (OLIEHKA BBIITOJIHEHUS 33/1aHUI) B
Poccuiickoit  @enepaumn ¢ | Poccuiickoii  Penepauuu € | Xoue [IPOBEAECHUS
y4ETOM 0COOEHHOCTEH | yuyeToM 0COOEHHOCTEH | MPOU3BOJCTBEHHON MPAKTUKH.
COLIMAJIBHOTO M  KYyJIBTYPHOIO | COUMAIBHOIO M  KyiabTypHOro | OueHka pE3yIBTaTOB
KOHTEKCTa KOHTEKCTa nudepeHIIMPOBaHHOTO 3aUeTa.
OK 06. IIposBnsate rpaxnancko- | [Ipossuser rpaXkJlaHCKO- | DKCIepTHOe  HalirofieHue  3a
MaTPUOTHYECKYIO MO3ULHIO, | TATPUOTHUECKYIO MO3UIUIO, | OCBOEHUEM OOIMX KOMIIETEHIUI
JEMOHCTPUPOBaTh  OCO3HAHHOE | JEMOHCTPUPYET OCO3HaHHOE | (OLIEHKA BBHIIIOJHEHHUS 3a/laHHi) B
MOBE/ICHNE Ha OCHOBE | MTOBE/ICHUE Ha OCHOBE | X0JIe MIPOBECHUS
TpaULIMOHHBIX POCCUICKHX | TPaJAULIMOHHBIX IIPOU3BOJCTBEHHON NPAKTHUKHU.
JTyXOBHO-HPABCTBEHHBIX o0l1IeyeaoBeuecKux LeHHocter, | Onenka pEe3yJbTATOB
[IEHHOCTeH, B TOM UYHUCIE€ C|B TOM 4YHCIe C  ydeToM | AudQepeHIHpOBaHHOTO 3a4eTa.
y4eToM rapMOHHM3aIUH | TApMOHHU3ALUN

MEKHAIIMOHATBHBIX U | MEKHAIIMOHAJIBHBIX "

MEXPEIUTHO3HbIX  OTHOIIEHUH, | MEXXPEIUTHO3HBIX  OTHOILEHUH,

IPUMEHSTh CTaHJApTHl | IPUMEHSET CTaHJapTHI

AHTUKOPPYINIIMOHHOTO AHTUKOPPYIMLHUOHHOTO

IIOBE/ICHNUS; NIOBE/ICHUS




OK 07. ConeiictBoBath | ConeiicTByeT COXpaHEHHUIO | DKCIePTHOE  HAONIOACHHE 34
COXPaHECHUIO OKPYXAIOIIEH | OKpYKaroulen Cpelbl, | OCBOCHHEM OOIIMX KOMITETEHIUH
Cpelbl, pecypcocOepekeHuIo, | pecypcocOepexeHHIo, (oLleHKa BBIMOJIHEHUS 33/1aHUI) B
MIPUMEHSATD 3HAHUS 00 | mpuUMEHSTh 3HAHUS 00 | xome MIPOBEICHUS
M3MEHEHUU KJIMMaTa, MPUHIMIBI | ©3MEHEHUU KJIMMaTa, MPUHLHUIBI | TPOU3BOJACTBEHHON MPAKTUKH.
OepeKITMBOTO MIPOU3BOJICTBA, | OEPEKIUBOTO pou3BOJACTBA, | OleHKa pe3yNbTaTOB
a¢dexTuBHO  neicTBoBaTh B | 3((PEKTUBHO NEHCTBYET B | nuddepeHInpOBaHHOTO 3a4eTa.
YPE3BBIYANHBIX CUTYAIUSIX YPE3BBIYANHBIX CUTYAIUSIX

OK 08. Mcnons3oBath cpeactBa | Ucnonb3yer cpencTBa | DKCIepTHOE  HAOMIOACHHE 34
¢bu3nuecKkoil  KyabTypel Ui | QU3MYECKOW  KYJIBTYPHI  JUIS | OCBOCHHEM OOIIMX KOMIICTCHIIUN
COXpPaHEHHUS U  YKpEIUICHWs | COXpaHEHUsS U  YKpeIUleHUs | (OI[CHKa BBIIOJHEHUS 3a/laHuil) B
3/10pOBbS B Ipoliiecce | 310pOBbs B npoiiecce | XoJe MIPOBEICHUS
npodeccnoHanbHOM npodeccuoHanbHOM MPOU3BOJCTBEHHONW MPAKTHKHU.
NESATEIBHOCTH W TMOJIEPKaHUs | AEATENBbHOCTH W mnojaep:kanus | OueHka pe3yNbTaTOB

HE00X0IUMOT0 YPOBHS
(bU3MYECKOI MOATOTOBICHHOCTH;

HEO00X0IUMOTO YPOBHS
(bU3HYECKOI MOATOTOBIEHHOCTH;

nuddepeHIMPOBaHHOTO 3a4UeTa.

OK 09. ITons30BaThCA
npodeccHoHATEHOM

JOKYMEHTAIHeH Ha
rOCy1IapCTBEHHOM 5

HHOCTPAHHOM A3bIKaX

[Tonb3yetrcs mpodeccnoHanbHOM
JIOKYMEHTalHen Ha
rocy1apCTBEHHOM u
MHOCTPAHHOM SI3bIKaX

DKkcnepTHOe  HAOMIOJCHHE 34
OCBOEHHEM OOIINX KOMIIETEHIAI
(olLIeHKA BBITTOJTHEHUS 3a7aHUl) B

xoze TIPOBEICHHSI
IPOU3BOICTBEHHOW IPAKTUKU.
Onenka pe3yabTaTOB

mudepeHIMPOBaHHOTO 3a4YeTa.

MK 1.1 OcymectBisate mnpueM- | OCymIecTBISCT IpUeM- Mepeaady | DKCIIepTHOe  HaOIoJIeHue 32
nepenavy yIIpaBJIEHYECKOH | yIpaBieHuecKol MHGpOpMaLUU C | MPOLECCOM BBITTOJIHEHUS
uHbOpMAIMM  C  TIOMOIIBIO | TOMOIIBIO CPEICTB | 3alaHUi MO NPAKTUKE, OIIEHKA
cpeacTB  MHGOPMALMOHHBIX U | HHPOPMALMOHHBIX U | pe3ysbraTa.
KOMMYHHKAIIMOHHBIX KOMMYHUKAIIMOHHBIX ATTEeCTallMOHHBIN JIHCT.
TEXHOJIOTUH. TEXHOJIOTHH. XapakTepucTHKA.

JuddeperunrpoBanHbIil 3aUeT.
IIK 1.2 Koopaunuposats paboty | Koopaunupyer paboty | OkcnepTHOoe  HaOdIOEHHE  3a
MPUEMHON PYKOBOAMTENS, 30H | IPUEMHON PYKOBOJUTENS, 30H | IMPOLECCOM BBITIOJTHEHUS
IIpME€Ma pa3jIM4YHbIX KATErOpui | IpUEMa pAa3JIMYHBIX KaTeropuil | 3aJaHUil IO IpPaKTHUKE, OLEHKa
MOCETUTENEeH OpraHu3aIiy. MOCETUTENEeH OpraHu3aluu pe3yJbrarta.

ATTECTallMOHHBIN JIUCT.

XapakTepucTHKa.

JuddepeHurpoBaHHbIH 3aueT.

K 1.3 Brnagers HaBbikamu | Brageer HaBBIKAMH | DKCIIEPTHOE  HAONIOACHHE 34
IUTAaHUPOBAHUS pabouero | MmiIaHUPOBAHUS pabouero | mpoieccoMm BBITIOJTHEHUS
BPEMEHH  PYKOBOJUTEIS U | BpEMEHH  PYKOBOAMUTENS U | 3aJlaHUi 10 TPaKTUKE, OIIEHKa
CeKpeTapsl. cekpeTaps. pe3yJbTarta.

ATTECTallMOHHBIN JIHCT.

XapaKkTepucTUKa.

JunddepennnpoBaHHbIi 3a4eT.
IIK 1.4 OcymectBisats | OcyniecTBiser HOJTOTOBKY | DKcrepTHOEe  HaOdrofeHue  3a
MOATOTOBKY JIEJIOBBIX IOE3J0K | AENOBBIX MOE3J0K PYKOBOJIUTEINS | IMPOLECCOM BBITIOJTHEHUS
PYKOBOIMTENS " JIpYTHuX | U IPYTUX COTPYAHHUKOB | 3alaHUM MO IPAKTHKE, OIICHKA
COTPYJHUKOB OpraHU3aI1H. OpraHu3aIuu. pe3ynbrarta.

ATTECTallMOHHBIN JIHUCT.

XapakTepucTHKa.

JuddepeHurpoBaHHbIi 3aUeT.




IIK 1.5 Bmagers cnoocobamu
OpraHu3aIH pabouero
NPOCTPAaHCTBa  NMPHEMHOW U
KaOWHETa PyKOBOTUTEIIS

Bmaneer criocobamu
OpraHu3aIu pabouero
IPOCTPAHCTBA  NPUEMHOH U

KaOWHETa PyKOBOJIUTEIIS

DKCriepTHOE  HAONIOACHHWE 34
OCBOEHHEM OOIIUX KOMITETCHIIHIMA
(olLIeHKA BBIMTOJTHEHUS 3a7aHUI) B

xoze MIPOBE/ICHUS
IPOU3BOICTBCHHON IPAKTUKU.
Onenka pE3yabTaTOB

nudepeHIMPOBaHHOTO 3a4YeTa.

IIK 1.6 OcymectBusate paboty | OcymectBuser  paboTy — mo | OkcnepTtHoe  HaOdrofeHue — 3a
II0 NOArOTOBKE M IIPOBEACHMIO | IOATOTOBKE UM INPOBEACHHUIO | IIPOLECCOM BBITIOJTHEHUS
KOH(EPEHTHbIX  MEpPONPUATHIA, | KOHPEPEHTHBIX  MEPONPHUATHH, | 3aaHUN IO MPAKTUKE, OICHKA
obecneunBaTth MH(pOPMALMOHHOE | 00ecreunBaTh MHGOPMALIMOHHOE | pe3yJibTara.

B3alMOJICIICTBUE PYKOBOJAUTENS | B3aUMOACHCTBUE PYKOBOAUTENS | ATTECTAllMOHHBIH JIUCT.

C OIpa3eJICHUAMUA u|c [OIpa3eJICHUAMU U | XapaKTepUCTHUKA.
JOJKHOCTHBIMU JUIAMU | TOJPKHOCTHBIMU munamu | [nddepenumpoBaHHblii 3aueT.
OpraHM3alMu OpraHu3aluu

IIK 1.7 Odopmisats | Opopmisier  OpraHU3alMOHHO- | DKCIEPTHOE  HAONIOJIEHHE 32
OpraHHU3alMOHHO- paclopsiAUTENbHBIE JTOKYMEHTHI | IIPOLIECCOM BBITIOJTHEHUS
pacnopsiAMTENbHbIE JIOKYMEHTHI | U OpraHM30BBIBaTH pPadOTy C | 3aJaHUil O MPAKTUKE, OLIEHKa
U OpraHu3oBbIBaTb pabOTy C | HUMHM, B TOM  YHCIE  C | pe3yJbTaTa.

HUMH, B TOM  YHCJIE€  C | UCHOJIb30BAaHUEM ATTeCTallMOHHBIN JIHUCT.
HCII0JIb30BAHUEM ABTOMATU3UPOBAHHBIX CUCTEM XapaKkTepucTuKa.

ABTOMATU3HWPOBAHHBIX CUCTCM

JuddeperunrpoBanHbIil 3aUeT.

IIK 1.8 OdopMasiTh TOKYMEHTHI
o  JIMYHOMY  COCTaBy W
OpPraHHU30BBIBATH PabOTY C HUMH,
B TOM YHCJI€ C HUCIOJIb30BAHHEM
aBTOMATHU3HPOBAHHBIX CUCTEM.

Odopmnser  TOKyMEHTHI IO
JTUIHOMY COCTaBy u
OpraHU30BBIBATH PA0OTY C HUMH,
B TOM YHCIIE C

UCIOJIb30BaHUEM
ABTOMATHU3UPOBAHHBIX CUCTEM.

OkcriepTHoe  HAOMIOZeHHE  3a
IIPOLIECCOM BBIIIOJTHEHUS
3aJaHUi 1O MpaKTHKE, OLIEHKa
pe3yibTara.

ATTecTallMOHHbIH JIUCT.
XapakTepucTHKa.

JludbdepeHnmpoBaHHbIN 3a4eT.

IIK 1.9 OpranuzoBsiBath | OpraHu30BbIBAET TeKymee | DKcrnepTHoe  HaOirojeHue  3a
TEKYyIllee XpaHEHUE JIOKyMEHTOB, | XpPaHEHUE JIOKYMEHTOB, | IIPOLIECCOM BBITIOJTHEHUS
00paboTKy nen ISt | 00paboTKy nen JUISL | 3aIaHUM TI0 TIPaKTUKE, OIEHKa
ONEpaTUBHOTO U  APXUBHOIO | ONEPaTMBHOIO W  apXMBHOTO | pe3ysbTara.
XpaHEHus, B TOM UYHCJIE C | XpaHEHUs, B TOM 4YuClIe C | ATTeCTallMOHHbIH JIUCT.
HCIIOJIb30BAaHUEM HCII0JIb30BaHNEM XapakTepucTHKA.
aBTOMATHU3MPOBAHHBIX CUCTEM. ABTOMATHU3HPOBAHHBIX CHCTEM. JnddepeHninpoBaHHbIN 3a4eT.
ITK 2.1 OcymectBiTh | OcyliecTBIsIeT KOMIUIEKTOBaHHME | DKCIIEpTHOE  HAOMIOJeHHe  3a
KOMIUIEKTOBAHME  ApXUBHBIMH | QpXUBHBIMU JieJlaMu | ITPOLIECCOM BBITIOJTHEHUS
nenamMu (JOKyMEHTaMH) apXuBa | (JOKyMEHTaMu) apxuBa | 3aJlaHU O TPAKTUKE, OIIEHKa
OpraHu3anuu OpraHu3aluu pe3yibTara.

ATTECTallMOHHBIN JIUCT.

XapakTepucTHKa.

JluddepeHurpoBaHHbIH 3aueT.
IIK 2.2 Bectu yder apxuBHBIX | Bener yuyeT apXuBHBIX Jiel | DKCIIEpTHOE  HaONoJieHue  3a
7en (JOKYMEHTOB), B TOM YHCIIE C | (IOKyMEHTOB), B TOM 4YHCJIE C | OCBOCHHEM OOILIMX KOMIIETEHLUH
HCIIOJIb30BAaHUEM HCITOJIb30BaHUEM (oLleHKa BBIMOJIHEHUS 33/1aHUI) B

ABTOMATU3UPOBAHHBIX CUCTCM.

ABTOMATH3UPOBAHHBIX CUCTCM.

XoJe MIPOBEAECHUS
MIPOU3BOJICTBEHHOM  MPaKTUKU.
Onenka pE3yIbTaTOB

T depeHIIMPOBAaHHOTO 3a4eTa.

IIK 2.3 OcymiecTBisiTe XpaHEHUE

OcymecTBisier XpaHEHUe

DKcrepTHOEe  HAONIOJICHHE 34




apXMUBHBIX 7€l (JJOKYMEHTOB) C
MOCTOAHHBIM CPOKOM XpaHCHUA U
M0 JIMYHOMY COCTaBy B apXHBE
OpTaHU3aIH.

ApXMBHBIX 1N (TOKYMEHTOB) C
MOCTOAHHBIM CPOKOM XpaHCHHUA U
10 JIMYHOMY COCTaBy B apXuBE
OpraHu3aLuy.

MPOIIECCOM BBITTOJTHCHHUS
3aIaHM 10 TpPaKTUKE, OIEHKa
pe3yibTaTa.

ATTecTanMOHHBIN JIUCT.
XapakTepucTHKa.

JuddepeHunpoBanHbIi 3aUeT.

K 24 OcymectBisTh | OcyIiecTBiseT XpaHeHue, | DKCnepTHoe  HaOmoJeHHe  3a
XpaHEeHHue, KOMIUIEKTOBAHUE, | KOMILJIEKTOBAHUE, yuer U | OCBOGHHEM OOIIMX KOMIIETEHIUI
y4eT ¥ HCIIOJIb30BaHUE JIEJl | UCIIOJIb30BAHUE nen | (OIeHKa BHITIOJHEHUS 3a/laHui) B
(1OKYMEHTOB) BPEMEHHOTO | (IOKYMEHTOB) BPEMEHHOIO | XOA€ MPOBEJICHUS
XpaHeHus XpaHEHUs IPOU3BOJCTBEHHOW  MPAKTHKHU.
Onenka pE3yJIbTaTOB
nudepeHIMPOBaHHOTO 3a4YeTa.
IIK 2.5 OcymectBisath | OcymiecTBiser OkcrepTHoe  HAOMIOZCHHE 32
UCIIOJIb30BAaHUE apXMBHBIX JIE€J | UCHOJIb30BAaHUE APXUBHBIX [Ied | MPOIECCOM BBITIOJTHEHUS
(IOKyMEHTOB), B TOM 4YHUCJIE C | (IOKYMEHTOB), B TOM 4YHCJIE C | 33JJaHUH 1O TMPAKTHKE, OILICHKa
HCIOJIb30BaHUEM HCIOJIb30BaHUEM pe3yinbTarta.
aBTOMATU3HPOBAHHBIX CUCTEM. ABTOMATU3UPOBAHHBIX CHCTEM. ATTEeCTallMOHHBIN JIUCT.
XapakTepucTuKa.

JuddeperunrpoBanHbIii 3aUeT.




MunucrepctBo obpazoBanus IlenseHckoit odnactu
roCy/1apCTBEHHOE aBTOHOMHOE IPO(eCCHOHAIBHOE 00pa30BaTEIbHOE YUPEKACHNUE
[TenseHnckoii obmactu
«ITEH3EHCKWH KOJIJIEJI)K COBPEMEHHBIX TEXHOJIOT M4
I[TEPEPABOTKHN U BU3HECA»

YTBEPX]JIAIO
3am. mupekTopa 1mo yueOHou pabote
JL.B. Bonkosa

NHANBUYAJIbBHOE 3AJIAHUE
Ha MIPOU3BOJICTBEHHYIO MPAKTUKY (MPEITUIIIOMHYIO)

CTyIEHTa TPYMIbI
cneruagbHocTH 46.02.01 JlokymMeHTalmoHHOE 00eCIIeUeHEe YIIPaBICHUS U
apXUBOBEJCHUE

(pamuust, UMs1, OTYECTBO)

1. O3HakomiieHUE ¢ opraHu3anueil — 0a30i NPaKTUKU:

1.1 O6mast xapakTepUCTHKA U CTPYKTypa OpraHUu3aliu

1.2. TpeboBaHus K OXpaHe TPyAa U SKOJIOTHH IPU padoTe

2. BeimonHeHue (pyHKIMOHAJIBHBIX 00S13aHHOCTEN CIIEHHUAMCTOB MO TOKYMEHTAMOHHOMY
00€CIeYEeHUIO0 YIPABICHUS M AapXUMBOBEACHUIO (B 3aBUCUMOCTH OT JOJDKHOCTHBIX
00s13aHHOCTEN crelranncTa)

3. COop u cucreMaTu3alys MaTepualia aJsl BHIMOTHEHHUS BBITYCKHOM KBadU()UKALIMOHHON
paboThI HA TEMY

MecTo poX0XKAEHUS MPOU3BOJICTBEHHON NPAKTUKU (TIPEAIUILIIOMHOM )

(HauMeHOBaHME OpraHU3allHN)

[Tepuoa npoxoXkaeHUs NIPAKTUKHA C «_ » 202 rmo«__ » 202 T

PykoBoauTENb NPAKTUKHU OT KOJUIEIKA /
(moaruce) (®.1.0.)




