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1. OBIIASI XAPAKTEPUCTHUKA PABOYEH ITPOT'PAMMBI ITPOU3BOJICTBEHHOM

ITPAKTUKH
I11.01 OCYWECTBJIEHUE OPTAHU3AIIMUOHHOI'O

N JOKYMEHTAIMOHHOI'O OBECIHHEYEHUA JEATEJIBHOCTH OPTAHU3ALIUA

1.1. Heab ¥ muiaHupyeMble pe3yJbTAThl 0CBOEHHS IIPOU3BOJACTBEHHON NMPAKTUKHA
B pesynaprare nmpoXoXAEHUS ~ IPOM3BOJACTBEHHOM MPAKTUKA  OOYYAIOMIMKCS — MOJIydaeT
npodeccuoHambHBI  OnBIT 1O Buny nesrenbHocTH — «OCYIIECTBICHHE — OPTaHU3AI[OHHOTO
JOKYMEHTAI[HOHHOTO O0ECIIeYeHHUsI EATENbHOCTH OPraHU3alliu» M COOTBETCTBYIOIIME €My OOIIme |

npodeccnoHaTbHbIC KOMITETEHITUH

nu

1.1.1. Ilepedenpb 00X KOMIETSHITHIA

Koxa HanmeHoBaHHeE 00IIINX KOMIIETEHITHIA

OK 01 Bribupatb ciocoOsl pernienus 3aa4d npopecCHOHANBHON NesITeIbHOCTH TPUMEHUTEIBHO K
Pa3IUYHBIM KOHTEKCTaM.

OK 02 Vcnonb30BaTh COBpEeMEHHbBIE CPE/ICTBA MTOMCKA, aHAJIM3a U UHTEpIIpeTalui HHPOpMalny,
U UH(OPMAIIMOHHBIE TEXHOJIOIUHU JJIS BBIIOJHEHUS 3a7a4 NPo(ecCHOHANBHOM
NEeSITEbHOCTH.

OK 04 OddexTuBHO B3auMOICHCTBOBATh U Pa0OTATh B KOJUIEKTHBE U KOMaH/IE.

OK 05 Ocy1ecTBISATh YCTHYIO U TUCbMEHHYI0 KOMMYHHKAIMIO HA TOCYAapCTBEHHOM SI3bIKE
Poccuiickoit @denepanuu ¢ yaueroMm 0COOEHHOCTENW COLIMATIBHOTO U KYJIbTYPHOI'O
KOHTEKCTA.

OK 09 [Tonp3oBaTbest NpodeccnoHanbHOM TOKyMEHTalUe Ha TOCY1apCTBEHHOM U MHOCTPAaHHOM
A3bIKAX.

1.1.2. Ilepedenp npodecCHOHATBHBIX KOMITETCHIIUMA

Kon HaumeHoBaHue BUI0B AeITEJIbHOCTH U NPodecCHOHATbHBIX KOMIIeTeH il

BA1 OcyuiecTBjIeHHEe OPTAaHU3AUMOHHOTO U JOKYMEHTAIMOHHOT0 00ecneYyeHus
NAeATeJIbHOCTH OPraHu3auuu

MK 1.1. | OcymecTBiaTs NpuémM-riepeady ynpaBieHuYecKol HHPOPMALIMHU C TOMOILBIO CPECTB
UH(POPMALIMOHHBIX 1 KOMMYHUKAIIMOHHBIX TEXHOJIOTHH.

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

IIK 1.3. | Brazers HaBbIKaMM IJIAaHUPOBaHUS pabOUero BpEMEHH PYKOBOJUTENS U CEKpeTapsl.

IIK 1.4. | OcymecTBiATh MOATOTOBKY AEJIOBBIX MOE3I0K PYKOBOJUTENS U JPYTUX COTPYJHUKOB
OpraHH3aIHy.

MK 1.5. | Binagers cnocobamu opraHu3anuy pabodero NpocTpaHCcTBa NPUEMHOM U KaOuHeTa
PYKOBOAMTEIIS.

IIK 1.6. | OcyuiecTBiaTh pabOTy MO MOATOTOBKE U MPOBEIECHUIO KOHPEPEHTHBIX MEPOIPUSITUH,
o0OecnieunBaTh HH(POPMALIMOHHOE B3aUMOJICICTBIE PYKOBOIAUTENS C MOAPA3AEICHUSIMH U
JOJIKHOCTHBIMM JIMIIAMH OpTraHU3alliu.

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

MK 1.8. | OpopmsATh TOKYMEHTHI 110 JINYHOMY COCTaBY M OpPraHU30BbIBaTh PadOTy ¢ HUMHU, B TOM
YHCIIE C UCTIOIb30BaHHUEM aBTOMATHU3UPOBAHHBIX CHCTEM.
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IIK 1.9.

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

1.1.3. B pe3ynbTare OCBOCHHS MPOU3BOICTBEHHON MPAKTUKHA 00YJAIOIIUNACS JOKEH:

Bnanets
HaBBIKAMHU

[Tony4yenus HeoOxoanMON HHPOPMALIMU U NIEPEAAYN CAaHKLIMOHUPOBAHHOM
UH(OPMALIUHU C UCTIOJIB30BAHUEM CPEJICTB HH(OOPMAIIMOHHBIX U KOMMYHHUKAIIMOHHBIX
TEXHOJIOTUH.

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

[TnanupoBanust pabouero BpeMeH! PYKOBOJUTENS U paboUyero 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(POPMALMOHHOTO B3aMMO/ICHCTBHS PYKOBOJIUTES C MOAPA3ACICHUSIMU U
JOJKHOCTHBIMHM JIMIIAMH OpraHU3aliy.

OdopmieHus opraHn3allMOHHO-PaCHOPSAUTEIbHBIX TOKYMEHTOB U OpraHU3aluu
paboThI ¢ HUMH, B TOM YHUCJIE C UCIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM.
OdopmiteHus TOKYMEHTOB 110 JIMYHOMY COCTaBy M OpraHu3alnuu paboThl C HUMHU, 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

OpraHu30BBIBATH pabovee MECTO B COOTBETCTBUH C TPEOOBAHUSMH SPTOHOMHUKH 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 OPraHU3allMOHHON TEXHUKU B pab0YeM COCTOSHUY;
IPUMEHSTH B paboTe cpeacTBa HHPOPMAITMOHHBIX 1 KOMMYHHKAITHOHHBIX
TEXHOJIOTHIA;

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

YCTaHABIIMBATh U MOJJEPKUBATh KOMMYHUKALIUU B IIPOLIECCE JIEIIOBOTO OOIIEHHUS C
MOMOIIBIO CPEACTB HHPOPMALIMOHHBIX 1 KOMMYHUKAITMOHHBIX TEXHOJIOTUH;
OCYIIECTBIISATH cOOp, 00pabOTKy MH(POPMALIMH, CUCTEMATU3AIUIO TTOTYyYaeMbIX U
nepe1aBaeMbIX JTAHHBIX;

OCYILECTBIISATh MPOBEPKY JOCTOBEPHOCTH, OTHOTHI M HETPOTUBOPEUMBOCTH JIAHHBIX,
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 UCII0JIb30BaTh B paboTe 0a3y KOHTAKTOB OpraHU3aluy;

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 TIOPSIOK MPUEMA TSI pa3TIMUHBIX KATETOPHIA TIOCETHTENEeH TPUHUMATH
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 TOKYMEHTOB;
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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, OTPEIEIATh TIPUOPUTETHOCTh M OYEPENHOCTD BBITOTHCHHS
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 ONTHMAJIbHBIE CITIOCOOBI BHEIITHETO U BHYTPEHHET0 WH(POPMHUPOBAHUS O
TUTAHUPYEMBIX MEPOIPHUSITHSIX;

COCTABJIATh M OOPMIISATH JTOKYMEHTBI JIJIS ISJIOBBIX MOE3/I0K;

OCYILECTBIISITh TPEBEN-TIOAIEPIKKY JEJIOBBIX MOE3/10K;

COTJIACOBBIBATh C MPUHUMAIOIICH CTOPOHOM MPOTOKOJ TUTAHUPYEMBIX MEPOTIPUATHI U
dbopMUPOBATH IPOTPAMMY JIEIIOBOM IMOE3/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 MPOIIECC MOATOTOBKH U IPOBEICHUE KOHPEPEHTHOTO MEPOIIPHUSITUS
WHIMBUIYAILHO M B COCTaBe paboUeHi rpyIIIbI,

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

COCTABJIATH MPOCKTHI OPraHU3aIIMOHHBIX, PACTIOPSIUTEILHBIX U HHPOPMAITUOHHO-
CIIPABOYHBIX IOKYMEHTOB, B TOM YHCJIE JIOKYMEHTOB, COJICPIKAIINX
KOH(UICHIMATBHYIO HH(POPMAIIHIO;

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

MPUHUMATH U TIPOBOJIUTH TIEPBHYHYIO 00pa0OTKY BXOMSIIUX JOKYMEHTOB;
MIPOBOAMTH MPEIBAPUTENHHOE PACCMOTPEHHE BXOASAIINX U BHYTPEHHUX TOKYMEHTOB;
PETHCTPUPOBATH BXOSIINE, UCXOISIINE M BHYTPCHHHUE JJOKYMEHTHI,
KOHTPOJIMPOBATh MAPIIPYTU3AIMIO TOKYMEHTOIIOTOKOB B OpTaHU3aI[II
(cormacoBanue, MOANKUCAHKUE, YTBEPKACHUE, PETUCTPAIIHS, O3HAKOMIICHHE H
UCIIOJTHEHUE IOKYMEHTOB);

OCYIIECTBIISATH CPOKOBBI KOHTPOJIh HCIIOTHCHUS JOKYMEHTOB;

OCYIIECTBIISITH 00PaOOTKY U OTIPABKY UCXOMASIINX TOKYMEHTOB;

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 MEPCOHANTBHBIX JJAHHBIX PAOOTHUKOB;

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 pabouero BpeMeHU 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;

pa3pabaTbiBaTh HOMEHKJIATYPY J€J1 OpraHU3aIiH;

IMMPOBEPATH MMPABUIIBHOCTH 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 MOAIIMBKY JOKYMEHTOB B JIeJia B COOTBETCTBHH C HOMEHKJIATYPOU JeT;

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 aKT 00 YHUYTOXECHHUH IOKYMECHTOB;

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 nHGOPMALUOHHBIX U
KOMMYHHKAIIHOHHBIX TEXHOJIOTHH, 1O 3ammTe HH(popMaI, HPOPMAMOHHOMI
0e30MacHOCTH, M0 paboTe ¢ 0OpaIIeHUIMHU IPaXKaaH, IO OpraHU3aluu JIeI0BON
NOE3IKHU, B chepe Ieonpon3BOACTBA M apXUBHOTO JIeNia, 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 OpraHu3aiuy, e€ 3a1aui 1 (QyHKINH, pacupeaeacHne QyHKIUNA MeXITY
CTPYKTYPHBIMH MOJIpa3ACICHUSIMU U CIIEHUATUCTAMU;

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

OCHOBBI NPaBUJILHOW OpraHU3aIMK TPYJa U METO/IbI OBBIIEHUS €r0 3()(PEKTUBHOCTH;
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 TEXHOJIOTMH, TPUMEHSIEMbIE
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;

IIpaBHJIa IPOBEECHMS IETIOBBIX IIEPETOBOPOB;

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 OpPraHU3allMOHHO-TEXHUYECKUX MEPOTIPUATHI 10 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 OJpa3AesIeHU, 00pa3ibl MOANUCEH T, 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 0opMIIeHU Jiel, cieln(puKy GopMUpPOBaHUS OTAEIbHbIX
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 IEHHOCTU JOKYMEHTOB;
BUJIbl OIIUCEH Jie]1 OpraHu3aluu 1 NOpsAA0K pabOThl C HUMHU.

1.2. Kotn4ecTBO 4acoB NPOM3BOACTBEHHOMH NPAKTHKH

Bcero gacos —36,
B TOM 4YHCIIE B (OpPME MPAKTHYECKON TOATOTOBKU —30.



2.CTPYKTYPA U COJAEP)KAHUE MPOU3BOJCTBEHHOM MIPAKTUKH

2.1 TemaTH4ecKHii IVIaH U coJepKaHNe MPOU3BOJACTBEHHOI NPAKTHKH

HaumeHoBaHue pa3jiesioB u Buawbi pador KoanuecTtBo
TeM 4acoB
1 2 3
Tema 1. O3nakomiuenne ¢ (V3ydyeHue cCTpykTypbl OpraHU3alluy — MECTA MPOXOKACHUS IPAKTUKH (J]ajiee — OpraHU3aIiu) C LEeJbI0 6
npeanpusTueM COCTaBJICHHUS CXEMbI CTPYKTYpPbI opranu3ainui. O3HaKOMJICHHE C IPABOBBIMH (YUpEAUTEIbHBIMH),
(yupexaenuem, JIOKaJIbHBIMU HOPMATHBHBIMH aKTaMH U paclopsiAMTEIbHBIMUA JOKYMEHTaMu opranuzauuu. CoctaBieHue
opraHmu3anues). CIIMCKA UCTOYHUKOB KomIuiekToBanus OPJl opranuzanuu.
N3yuenne WHCTpyKIIMU MO AENONPOU3BOACTBY OpPraHU3alyu. 3HAKOMCTBO C IPaBUJIaMH COCTaBIICHUS
IOPOEKTOB M OQOPMIICHHS JOKYMEHTOB, MOPSAKOM COTJIACOBAaHHSI W  TOANKCAHHS/YTBEPKICHUS
JIOKYMEHTOB B OpraHU3al1H.
Tema 2. Pabora B Opranuzanusa pa®oTsl NpUEMHOM (30H IpuéMa IOCETUTENEN): peryjaupoBaHUE IOTOKAa IOCETUTENEH, 6
NPUEMHON PYKOBOIUTEISI |npuéM W peructpauus mocetuteneil. IlnanupoBanue pabodyero aHA PyKOBOAMTENS M CEKPETaps.
[TonroroBka JENOBBIX BCTPEY M IEPErOBOPOB pyKoBoautTesns. PaboTa mo oOCIyXHBaHUIO DPAa3IUYHBIX
TUIIOB COBELIaHUM U COOIIOCHHE MTPaBUII UX MOATOTOBKH U NPOBEICHUS.
Benenne tenedonnbix mneperoBopoB. DuibTpanus M rnepeanpecanus 3BOHKOB. Ilpuém u mepenmaua
TesnepoHOrpamMM, (hakcorpamMm, COOOLIEHMH IO 3JEKTpoHHOW moute. MHdopMmanmonHoe olecrieueHue
JeATeTLHOCTH pykoBoauTensi. O3HaKOMIIEHHE C TIpaBUiIaMu padoThl ¢ KOHPUAEHIIMATLHON nHpOopMaIuein
B OpraHM3alUH.
Tema 3 Opranmnsanus 6

padoThI ¢ JIOKYMEHTaMH.
Opranusanus u
TEXHOJIOTHsI KOHTPOJIS 32
CPOKAMM MCIOJHEHUS
JIOKYMEHTOB

O3HaKOMUTBHCSA CO CXEMOU JIOKYMEHTO000pOTa B OPTaHM3AIIMK U OPTaHU3alUKA PETUCTPAIIUU TOKYMEHTOB,
MOPSIZIKOM TIPOXOXKJICHUS PA3THYHBIX JOKYMEHTOIOTOKOB OpPTaHM3aIliy, KOHTPOJIEM HaJ HCIOJHEHHUEM
JIOKYMEHTOB B OpTaHM3AIlNH, C HOMEHKJIATYpOl JIe] OpraHu3aluy, TOPSIKOM COCTABICHUS U OPOPMIICHUS
JIeJ1 OpraHu3aluu

O3HakoMJIEHHE C MPOTPAaMMHBIMU CpPEJCTBaMM Yy4€Ta, XpaHEHHUs, 0OpaOOTKM M TIOMCKA JOKYMEHTOB,
UCTIONIE3YEMBIMU B OpraHu3aiuu. M3ydeHrne ocHOB M crenuuKku padoThl ¢ JOKYMEHTAIHEeH B CHUCTEME
3JIEKTPOHHOTO J0KyMeHToobopora (COJI) opramumszainmu. lcmonb3oBaHue B paboTe TIOOATBHBIX |
JIOKAIIbHBIX CETeH IS MOMYYeHHs U XpaHeHus: nHpopMaIuu, oOMeHa nHpopManue.

3HAKOMCTBO C JIOKyMEeHTO0oOOpoTOoM opranuszamuu. Mcmonp3oBanwe COJ] B paboTre ¢ AOKYMEHTaMH.
O6paboTka BHYTPEHHUX JOKYMEHTOB, 00Opa0OTKa W OTMpaBKa HCXOMAIIMX JOKYMEHTOB, MPUEM U
nepBuyYHas o00paboTKa BXOIMIIMX JOKYMEHTOB. Perucrpamusi JOKYMEHTOB U MapHIpyTH3AIHs
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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
— PacnopsiTuTeIbHBIMU 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 IOKYMEHTOB.
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 3aLIUTHI 3JTEKTPOHHBIX JOKYMEHTOB OT HECAHKLIMOHUPOBAHHOI'O J1OCTYIIA.
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

3.2.1. OcHOBHBbIE MeYaTHBIE U YJIEKTPOHHbIE U3TaHUS

1. A6ynamze, JI.T. JlokyMeHTallMOHHOE OOECIEUCHUE YIPABICHUS TEPCOHAIIOM:
y4eOHUK M TPAKTHKyM i cpeaHero mpodeccuonanbHoro obpasosanus / JI. I'. Abynan3e,
U. b. Bempsikkuna, B. M. MacnoBa. — 3-e¢ u3a., nepepad. u nom. — Mocksa: M3naTenbcTBo
Opaiir, 2025. — 374 c.— (Ilpodeccuonanpuoe obpazoanue). — ISBN 978-5-534-16657-6.
—  Teker: oamektponnbli  //  OOpasoBarenpHas  miatdopma  FOpaiitr  [cait]. —
URL.: https://urait.ru/bcode/562146.

2. Anryxosa, H. @., CucTemsl 2JIEKTPOHHOTO JJOKYMEHTO000opoTa: yaeOHoe mocooue / H.
®. Antyxosa, A. JI. [I306enko, B. B. Jlocesa, FO. b. UeunkoB. — Mocksa: KnoPyc, 2025. —
201 ¢.— ISBN 978-5-406-13653-9. — URL. https://book.ru/book/955432

3. Kopuee, MW. K. [lokymeHTallMOHHOE O0OECICUYCHUE YIPABICHHS: YYCOHHK U
NPaKkTUKYyM IS cpenHero npodeccuonambHoro obpaszoBanms / U. K. Kopuees, A. B. ITmenko,
B. A. MamypneB. — 3-e u3f., nepepad. u gon. — Mocksa : UznatensctBo FOpaiit, 2025. —
438 c. — (Ilpodeccuonanmproe oOpazoBanue). — ISBN 978-5-534-16002-4. —  Tekcr:
DIICKTPOHHBIN // OO0pazoBarenbpHast mwiardopma Opaiit [caiiT]. —
URL.: https://urait.ru/bcode/563193

4. KacesHoBa, I'. 0. Jlenonpon3BoacTBo U Apyrue acnekThl padboTsl cekperaps / .1O.
KacbsnoBa — 7-e u3z., nepepad. u non. — Mocksa: U3narenbctBo Abak, 2023. — 304 c.

3.2.2. JlonoJTHUTEIbHbIe HCTOYHUKH

1. Anpapeesa B.W. Jlenonpou3BoAcTBO: OpraHu3alysi U BeJleHUE: y4eOHO-TIPAKTHUECKOe
nocobue / Anapeea B.M. — Mocksa: KnoPyc, 2020. — 294 c. — ISBN 978-5-406-00580-4. —
URL: https://book.ru/book/934225. — TekcT: 31eKTpOHHBIH.

2. AnmzopoBa, C. II. Opranuzanus TpyJa TOCYAAPCTBEHHBIX M MYHMIMIAIbHBIX
cayxanux : yueonoe nocobue / C. I1. Auzopona, C. I'. denopuykoBa. — Mocksa : UHOPA-M,
2023. — 160 c. — (Bricmiee obpa3oBanue: bakanaspuar). - ISBN 978-5-16-016369-7. - Tekcer :
anekTpouHbIi. - URL: https://znanium.ru/catalog/product/1939092

3. bynar P.E. JlokyMeHTallmoHHOE oOOecleuyeHue YIpaBlIeHHs NEepCOHANIOM: ydeOHoe
nocodue / P. E. bymar. — MockBa: UHOPA-M, 2019. — 234 c¢. + Jlomn. Marepuaibl
[[DnexTponHbIii pecype]]. — (Briciiee obpazoBanue: bakanaspuar). - ISBN 978-5-16-010318-
1. - Tekct: anektponnbiii. - URL: https://znanium.com/catalog/product/1007087. — Pexum
JIOCTYTIA: 110 TOATHCKE.

4. I'yryeBa T.A. KoHdunenuumanbHoe neaonpousBojcTBO: ydeOHoe mocobue / T.A.
['yryeBa. — 2-e uzn., nepepad. u gon. — MockBa: UHOPA-M, 2022. — 199 c¢. — (Cpennee
npodeccuonansHoe odpaszoBanue). - ISBN 978-5-16-016585-1. - Tekcr: anekTponHsbii. - URL:
https://znanium.com/catalog/product/1191331. — Pexxum ocTyma: mo moJImucKe.

5. I'ycapoa M.H. OpranuzaimoHHO-UH(POPMAIIMOHHOE W JIOKYMEHTAIIMOHHOE
o0ecrieyeHne eATEIbHOCTH PyKOBOAUTENS: ydeOHO-MeToanueckoe nocodue / M. H. I'ycaposa,
C. B. T'opkym. — Mocksa: PTY MUPDA, 2022. — 106 c. — Tekct: amekTponHbIii // JlaHb:
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https://urait.ru/bcode/562146
https://urait.ru/bcode/563193
https://znanium.ru/catalog/product/1939092

aJIEKTPOHHO-OnOmoreunas cucrema. — URL: https://e.lanbook.com/book/176556. — Pexum
JOoCTyMa: JJIsl aBTOPU3. MOJIb30BaTeNeH.

6. HemonpousBozactso: yueOHnuk / T. A. beikosa, JI. M. Bsutosa, FO. M. Kykapuna, JI. B.
CankuHa ; mox obmi. pen. gom. T. A. beikoBoi. — 5-e u3n., mepepad. u jgom. — MockBa :
NH®PA-M, 2025. — 403 c. + [don. marepuasbl [DIeKTpoHHBIN pecypc]. — (Bricuiee
obpasoBanue). — DOI 10.12737/1907620. - ISBN 978-5-16-018052-6. - TekcT: 3JIeKTPOHHBII. -
URL: https://znanium.ru/catalog/product/2145045

7. Hoponuna, JI. A. JIoOKyMeHTalMOHHOE OOECIEYCHUE VYIPABJICHHS . YYCOHUK |
OpakTUKyM Ui cpeaHero  mpodeccuonanbHoro  oOpasoBanusi/  JI. A. JloponuHna,
B. C. UputukoBa. — 2-e¢ u3a., nepepad. u aon. — Mocksa : UznarenscTBo FOpaiit, 2025. —
270 c. — (IIpodeccuonanproe obpazoanue). — ISBN 978-5-534-16017-8. — Texker
AJICKTPOHHBINA /l OO6pazoBaTenbpHas maTdopma FOpaiir [caiit]. —
URL: https://urait.ru/bcode/563264

8. KondunennuanpHoe  JeMONPOM3BOACTBO M 3AIMIICHHBIA  3JEKTPOHHBIN
nokymenroobopot: yueonuk / H.H. Kynses, A.C. démymxkun, T.B. Konppamona, A.l.
®abpuunos; nmox obur. pen. H.H. Kynsesa. - 2-¢ uzn., nepepad. u gor. - Mocksa: Jloroc, 2020. -
500 c. - (HoBas ynuBepcurerckas OubOmmoteka). - ISBN 978-5-98704-711-8. - Tekcrt:
anextponnsid. - URL: https://znanium.com/catalog/product/1212394. — Pexum poctyma: 1o
TIOJIITUCKE.

9. Kopuees U.K. Texuuueckue cpencrsa ympasinenus: yueoHuk / M.K. Kopuees, I".H.

Kcanponyno. — MockBa: HUH®PA-M, 2019. — 200 c¢. — (Bricmee o06pa3oBanue:
bakanaBpuar). - ISBN  978-5-16-003620-5. - Tekct: omektponnbii. -  URL:
https://znanium.com/catalog/product/991843. — Pexwum 10CTyma: MO MOAMHUCKE.

10.  KysHenos, N. H. JloxymeHTalmoHHOE obecrieucHHe yIIPaBIICHHUSL.

JIOKyMEHTOOOOpOT W  JICTIONPOM3BOJCTBO : Y4YCOHWK W TPAKTHKYM JUISI  CPEIHETrO
npodeccuonansHoro oopaszosanus / M. H. Ky3nenos. — 5-e u3z., nepepad. u gomn. — Mocksa :
UznatensctBo FOpaiit, 2025. — 425 c¢. — (IIpodeccuonansuoe odbpazopanue). — ISBN 978-5-
534-20025-6. — Tekcr : amekTpoHHBIH // OOpazoBarenbHas miatdopma FOpaidr [caiiT]. —
URL.: https://urait.ru/bcode/581141

11.  Kysnenos, U. H. JlokymeHTannoHHOoe oOecniedeHUEe YIpaBJICHUS NEPCOHAJIOM !
y4eOHHUK U MPAaKTUKYM Ul cpeHero npogeccuoHansHoro oopasosanus / M. H. Ky3nenos. — 3-
e wu3n., mepepad. u gom. — MockBa: WMsmarensctBo FOpaiit, 2025.— 397 c.—
(ITpoeccronansnoe obpazoBanue). — ISBN 978-5-534-09155-7. — Tekct : 37MeKTpOHHBIN //
O6pasoBarenbHas wiathopma KOpaiit [caiit]. — URL: https://urait.ru/bcode/562296

12. Opranmzauus cekperapckoro obcmyxuBanun: DOYMK / B.B.Tanaxos,
O. b. Hazapenko, [OnektponHoe yuyebHoe wusnanue]. — (CpenHee mnpodeccruoHanbHOe
oOpa3oBaHue - Tekcer: JIIEKTPOHHBIH. - URL: https://www.academia-
moscow.ru/catalogue/5411/347093/ Aptukyn usaanus: 601817641

13.  IlaBnosckas, O.}O. [IpaBoBoe obecnedyeHue KaJpoOBOTO JAEIONPOU3BOJICTBA :
yueOHuk s By3oB/ O. lO. IlaBnoBckas. — 2-e w3zd., mnepepad. u jom. — MocKBa :
WznatensctBo FOpaiit, 2025. — 288 c. — (Bricuiee o6pazosanue). — ISBN 978-5-534-17518-
9. — Tekcr : omektpoHHbi // OOpa3oBarenpHas 1uiarpopma IOpailit [caiit]. —
URL.: https://urait.ru/bcode/566454

14. CocHoBast A. Accucrent pykoBoaurens. Jlalipxaku npodeccun: KHUTa-TPEHUHT /
A. CocHoas. - Cankr-IlerepOypr: ITutep, 2022. - 208 c. - ISBN 978-5-4461-1489-4. - Tekcr:
anekTponHbiii. - URL: https://znanium.com/catalog/product/1817493. — Pexum npocrtyma: 1o
MOJIIIHCKE.

15. [nmos O.B. CoBpeMeHHBIE TEXHOJIOTMM M TEXHMYECKHE  CpEACTBa
uHpopmaruzanun: yueOHuk / O.B. Hlumos. — Mocksa: UH®PA-M, 2022. — 462 c. + Jlom.
MaTepuaisl [[DnekTporHblid pecype]]. — (Cpennee npodeccuonanpHoe odpaszoBanue). - ISBN
978-5-16-017112-8. - Texcrt: AJIEKTPOHHBII. - URL:
https://znanium.com/catalog/product/1764799. — Pesxum ocTyma: 1o Mo IIrICKe.

12


https://znanium.ru/catalog/product/2145045
https://urait.ru/bcode/563264
https://urait.ru/bcode/581141
https://urait.ru/bcode/562296
https://urait.ru/bcode/566454

16.  Hlysanosa, H.H. OcHOBBI [eTONpPOM3BOJCTBA : YUYEOHHMK JUISI CPEIHETO
npodeccuonanibHoro oopazosanus / H. H. Illysamosa, A. FO. BanoBa ; mox obmiel pegakuuei
H. H. lysanoBoii. — 3-e u3n., nepepad. u nomn. — Mocksa : U3natensctBo HOpaiir, 2025. —
355 c. — (Ilpodeccronanbroe o6OpazoBanue). — ISBN 978-5-534-20344-8. —  Tekcr:
DIIEKTPOHHBIN // OobpazoBarenbHast mwiardopma Opaiit [caiiT]. —
URL.: https://urait.ru/bcode/560787

4. KOHTPOJIb Y OIIEHKA PE3YJIbTATOB OCBOEHMS ITIPON3BOJACTBEHHON

ITPAKTUKHU

Kon n nHaumenoBanue
npogeccHoHAIbLHBIX U
00IIUX KOMIIeTeH I,
(popMupyembIX B pamMKax
MOIYJIsl

Kpurtepun onenkn

MeToabl OIEHKH

IIK 1.1. OcymecTBisATh
puéM-repenaqy
yIPaBICHYECKON
MH(pOpMaLIUU C TOMOILBIO
CPEICTB
MH(OPMALIMOHHBIX U
KOMMYHHKAI[MOHHBIX
TEXHOJIOT .

[Tonydyenue HeoOX0aUMOI
uHbOpMaNNK U riepeaada
CaHKLIMOHMPOBAHHON
nHpOpMAIHY C
HCII0JIb30BAaHUEM CPEJICTB
MH(POPMAIIMOHHBIX U
KOMMYHMKAIIMOHHBIX
TEXHOJIOTH

KoHTpoJib BBIMOJHEHUS 3a1aHUH
IIPOU3BOJCTBEHHOM IPAKTUKH,
OIICHKA pabOT MPOU3BOACTBEHHOMN
MPaKTUKHU

I1IK 1.2. KoopauaupoBath
paboty mpuemMHOI
PYKOBOAMTETS, 30H
npueMa pa3InaHbIX
KaTeropuil moceTuTenen
OpraHu3aIHy.

Koopaunanus pa®boTbl
MIPUEMHOMN PYKOBOIUTEIS U
30H IpUEMA PA3INYHBIX
KaTeropuil MOCETUTENEN
OpraHu3aluu

KoHTpoJib BBIMOSHEHUS 3a1aHUH
IIPOU3BOJCTBEHHOM IPAKTUKH,
OIICHKA pabOT MPOU3BOACTBEHHOM
MPaKTUKHU

IIK 1.3. Bnanets
HaBBIKAMU TUTAHUPOBAHUS
pabouero BpeMeHU
PYKOBOJIUTENS U
ceKperaps.

[TnanupoBanue pabouero
BPEMEHH PYKOBOJIUTENS U
pabouero Hs cekpeTaps

KoHTpo:1b BBITIOJIHEHUS 3aaHUI
IIPOU3BOJICTBEHHOM IIPAKTUKH,
OLIeHKa paboT MPOU3BOJCTBEHHON
MPAKTUKU

1K 1.4. OcymiecTBisATh
MOJTOTOBKY JI€TOBBIX
MOE30K PYKOBOJUTENS U
JIPYTUX COTPYAHUKOB
OpraHM3alyH.

Opranuzanus AeI0BbIX
MOE3/I0K PYKOBOIHUTEIIS
U IPYTHX COTPYIHUKOB
OpTraHU3aIIN

KoHTpo:1b BBINIOJIHEHUS 3aaHUN
IIPOU3BOJICTBEHHON IIPAKTUKH,
OlLIeHKa paboT MPOU3BOJCTBEHHON
MPaKTUKU

IIK 1.5. Bnaners
crocobamu opraHu3aluu
pabouero nMpocTpaHcTBa
MPUEMHON 1 kabuHeTa
PYKOBOMTEIIS.

Opranu3zanus u nojjiepKaHme
(YHKIIMOHATIBHOTO pabovero
MIPOCTPaHCTBA

KoHTpoJib BRIMOSHEHUS 3a1aHUI
IPOU3BOACTBEHHOM MPAKTUKH,
OIIeHKa paboT MPOU3BOACTBEHHOM
MPaKTHKU

[IK 1.6.

OcyiecTBiiTh paboTy Mo
MOJTrOTOBKE U
MIPOBEICHUIO
KOH()EepPEHTHBIX
MEPOIIPHUSTHH,
o0ecreynBaTh

Opranuzanys noAroToBKU U
MPOBEJCHUE BHYTPEHHHUX U
BHEUTHUX KOH()EPEHTHBIX
MEPOTIPUSITHI, 0OeCTICUCHIE
MH(OPMALIMOHHOTO
B3aUMOJICVCTBHUS
PYKOBOJMTES C

KoHTposnb BbINOTHEHUS 33a/1aHUM
MPOU3BOJCTBEHHON MPAKTUKH,
OIIEHKa paboT MPON3BOACTBEHHOMN
MPaKTUKH
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UH(POPMALIMOHHOE
B3anUMOJICHCTBHE

MOJpa3IeICHUSIMU U
JOKHOCTHBIMU JTUIIAMU

PYKOBOJUTEIIS C OpraHu3aIH.
HOJpa3AeICHUSIMH 1

JOJKHOCTHBIMU JINLAMH

OpraHHU3aluy.

IK 1.7. Odopmiienne KoHTpo:b BbIIOJIHEHUS 3aaHU
Odopmiars OpraHU3aOHHO- IPOU3BOICTBEHHOU TPAKTHKH,
OpraHu3aIMOHHO- pacropsIuTeIbHBIX OLIeHKa padoT MPOU3BOACTBEHHOM
pacnopsaIUTENbHbIC JOKYMEHTOB U OpPTaHU3aIHSI HPaKTHKH

JIOKYMEHTHI U
OpraHU30BBIBATH PabOTy C
HHMH, B TOM YHCIIE C
HCIIOJIb30BaHUEM
ABTOMAaTU3UPOBAHHBIX
CHUCTEM.

pa60TbI C HUMH, B TOM 4YHUCJIC C
HCII0JIb30BaHUECM
ABTOMATU3HWPOBAHHBIX CUCTCM

IIK 1.8.

OdopMIsATh JOKYMEHTBI
0 JINYHOMY COCTaBY U
OpraHU30BBIBATH PabOTy C
HUMH, B TOM YHCJIE C

OdopmieHre TOKyMEHTOB TI0
JMYHOMY COCTaBY U
opraHusaius padoThl ¢ HUMH,
B TOM YHCJIE C
HCII0JIb30BAHUEM

KoHTpoJIb BBINOJHEHUS 3a1aHUI
MIPOU3BOACTBEHHOUN MPAKTUKH,
OLlIEHKa paboT NMPOU3BOICTBEHHOM
MPaKTUKHU

UCIIOJIb30BaHUEM aBTOMAaTU3MPOBAHHBIX CUCTEM
ABTOMATHU3UPOBAHHBIX

CHCTEM.

I1K 1.9. Opranu3zanys TEKyIero KoHTpoub BBINIOTHEHUS 33 JaHAN

OpranuzoBbIBaTh TEKYyIIee
XpaHEHUE JTOKYMEHTOB,
00paboTKy Jen st
OTIEPATHUBHOTO U
ApXHUBHOI'O XpaHCHHMS, B
TOM YHCJIE C
HCIIOJIb30BaHUEM
ABTOMATH3MPOBAHHBIX
CHCTEM.

XpaHCHHUS JOKYMEHTOB,
o0paboTka e 1ist
OIIEPATUBHOTO U aPXUBHOTO
XpaHCHUA, B TOM YHCJIC C
UCIOJIb30BaHUEM
ABTOMATU3WPOBAHHBIX CUCTEM

IPOU3BOICTBCHHOW MPAKTHUKH,
OIICHKa paboT MPON3BOACTBCHHOMN
HPAKTHKH

OK 01.

BeiOupats cioco6st
pereHus 3a1aq
npodeccuoHanbHOM
JeSITeTbHOCTH
NPUMEHUTETHHO K
pa3In4YHBIM KOHTEKCTaM;

Br16op criocoba penienus
3a/1a4 npodeccuoHanbHON
ACATCIIBHOCTH IPUMCHUTCIIBHO
K pa3IM4HbIM KOHTEKCTaM

KoHTpoJib BRINOSHEHUS 3a1aHUI
IIPOU3BOACTBEHHOM MPAKTUKH,
OIIeHKa paboT MPOU3BOACTBEHHOM
MPaKTUKHU

OK 02.
Ucnonp3oBath
COBPEMEHHBIE CPEJCTBA
MOKCKa, aHaJIn3a u
WUHTEPIIpETAUN
uH(popManuu, 1
uH(pOpPMaIMOHHBIE
TEXHOJIOTHH JIJIst
BBITIOJTHEHHMSI 32/1a4
npodeCCHOHATBHON
JIESATEIbHOCTH;

Hcnonb30BaHne COBPEMEHHBIX
CpeACTBa MOUCKA, aHAJIN3A U
UHTepHpeTanuy HHGpOpMaIum,
Y UCTIOJIb30BaHUE
MH(POPMAaIMOHHBIX
TEXHOJIOTHH JIsl BBITTOJIHEHUS
3aa4 npodeccuoHaIbHOM
NESITebHOCTH.

KoHTpos1b BBINIOJIHEHUS 3a0aHUN
IIPOU3BOJICTBEHHOM IIPAKTUKH,
OlLIeHKa paboT MPOU3BOJCTBEHHON
MIPAKTHKN
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OK 04.

D¢ dexkTuBHO
B3aMMOJICHCTBOBAThL U
paboTaTh B KOJIJIEKTUBE H
KOMaH]JIE;

B3aumoneiictBue u pabota B
KOJUIEKTUBE U KOMaH/Ie

KonTposb BbINOTHEHUS 33a1aHUM
MIPOU3BOJICTBEHHON IPAKTUKH,
OIIEHKa paboT MPON3BOACTBEHHOM
NPaKTUKU

OK 05.

Ocy1ecTBISATh YCTHYIO U
MUCHbMEHHYIO
KOMMYHHUKAIIUIO Ha
rOCy/1apCTBEHHOM SI3bIKE
Poccuiickoit ®enepanuu ¢
y4eToM 0coOeHHOCTEe!
COLIMAIIBHOTO U
KYJIbTYPHOTO KOHTEKCTa

OcymiecTBiIeHUE YCTHOM U
MUCbMEHHOW KOMMYHUKAIUU
Ha TOCYJJapCTBEHHOM SI3bIKE
Poccuiickoit denepanuu ¢
y4eTOM 0COOEHHOCTEH
COLIMAJILHOTO U KYJIbTYPHOTO
KOHTEKCTa

KoHTpoJib BBIMOJHEHUS 3a1aHUI
IIPOU3BOJICTBEHHOM IIPAKTUKH,
OIICHKa pabOT MPOU3BOACTBEHHOM
MPaKTUKU

OK 09.
ITonw30BaThCA
npohecCHOHATBLHOM
JOKyMEHTaIue Ha
rOCy/IapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX

Hcnonb3oBanue
npodecCuoHAIbHON
JOKYMEHTAI[UU Ha
rOCYJapCTBCHHOM U
WHOCTPAHHOM SI3BIKAX

KoHTpoJIb BRINOJHEHUS 3a1aHUI
MIPOU3BOACTBEHHOM MPAKTUKH,
OIICHKa paboT MPOU3BOACTBEHHOMN
MPaKTUKHU
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1. OBIIASI XAPAKTEPUCTHUKA PABOYEH ITPOT'PAMMBI ITPOU3BOJICTBEHHOM
ITPAKTUKH
I11.02 OPTAHU3AIIASI APXUBHOM PABOTHI IO JOKYMEHTAM OPTAHU3AIIUIA
PA3/IMYHbBIX ®OPM COBCTBEHHOCTH

1.1. ey ¥ IUIaHUpPYeMble Pe3yJIbTAThI 0CBOEHUS MPOU3BOJACTBEHHOMH MPAKTUKH

B pe3ynbrare mOpoOXOXAECHHUS TMPOU3BOJACTBEHHON MPAKTUKU OOyYarolMiics MOIydaer
npodeccuoHanbHblil onbIT Mo Buay nestenbHoctd OpraHu3anus apXMBHOM paboOThl MO JOKyMEHTaMm
OpraHm3aiuii paznu4HbIX (GOpM COOCTBEHHOCTH, M OCBaWBAaE€T COOTBETCTBYIOIIME €My OOIIHe
KOMITETEHIIMH U TPO(HEeCCHOHATIbHBIE KOMIIETCHIIUHU:

1.1.1. [TepeyeHnb oOUTUX KOMIIETEHITUH:

Kon HanMeHoBanue 00X KOMIETEHIINHA
OK 01 Bribupath criocoOsI penienus 3aad npoQecCuOHaNbHOMN NeSTeTbHOCTH MPUMEHUTEIBHO K
pa3IMYHBIM KOHTEKCTaM
Hcnonp30BaTh COBpEeMEHHBIE CPEICTBA MTOMCKA, aHAIIN3a U HHTEPIIpETAIli HHPOPMAIINH,
OK 02 ¥ MTHGOPMAIMOHHBIE TEXHOJIOTUH JJISl BBIMOIHEHUS 3a]1a4 MpodeccuoHaIbHON
JeSITeIIbHOCTH
OK 04 OddexTuBHO B3aUMOICHCTBOBATh U Pa0OTATh B KOJUIEKTUBE U KOMaH/IE

OcCyHIeCTBIISITh YCTHYIO U MUCbMEHHYIO KOMMYHUKAIIMIO HA TOCYIapCTBEHHOM SI3bIKE
OK 05 Poccuiickoii @eneparuu ¢ yuéToM 0COOEHHOCTEN COLMATBLHOTO
U KyJIbTYPHOTO KOHTEKCTa

ITonb30BaThCs HpO(i)eCCHOHaHLHOﬁ HOKYMGHTaHHefI Ha rocy1apCTBEHHOM
N MHOCTPAHHOM A3bIKAX

OK 09

1.1.2. Ilepeyens npodeccHOHATbHBIX KOMIETEHINH

Kon HanmenoBaHnue BUAOB AeATEJILHOCTH H NPOGECCHOHATBHBIX KOMIIETEHIUI
B2 Opranu3anys apXMBHON paboThI M0 JOKYMEHTAaM OPTraHH3alMi PasIndHbIX GOpM
COOCTBEHHOCTH
K 2.1 OCYIIECTBIIATL KOMILUIEKTOBAHHE ApXMBHBIMH JIeJIaMH (IOKyMEHTaMHU) apX1Ba
" | opranuzanuu
1K 2.2 Bectu yuéT apXuBHBIX 1€ (IOKYMEHTORB), B TOM YHUCIIE C UCTIOIB30BAHUEM
" | aBTOMAaTM3UPOBAHHBIX CHCTEM
1K 2.3 OCYIIECTBIIATL XPAHEHHUE APXUBHBIX JI€M (JOKYMEHTOB) € MOCTOSHHBIM CPOKOM XPaHEHHSI
™" | ¥ 110 IMYHOMY COCTABY B apXHMBE OpTraHHU3aIiH
1K 2.4 OCYIIECTBIIATL XPAHEHHE, KOMIUIEKTOBAHHUE, YUET U UCTIOIB30BaHHUE JIEN (JIOKYMEHTOB)
" | BpEMEHHOTO XpaHEeHHs
K 2.5 OCYIIECTBIIATH UCTIOIB30BaHNE aPXUBHBIX JIENT (JIOKYMEHTOB), B TOM YHCIIE
" | ¢ NCTIOJIB30BaHMEM aBTOMATU3MPOBAHHBIX CHCTEM

1.1.3. B pe3ynbrare 0OCBOCHUS IPOU3BOJICTBEHHOM MPAKTUKU OOYUYAIOIIUNCS TOJIKEH:



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 yacos —36,
B TOM 4HCJIE B OpME MPAKTUUECKON MOJATOTOBKU —30.



2.CTPYKTYPA U COJAEP)KAHUE MPOU3BOJCTBEHHOM MIPAKTUKH

2.1 TemaTH4ecKHii IVIaH U coJepKaHNe MPOU3BOJACTBEHHOI NPAKTHKH

HaumeHoBaHue pa3jiesioB u Buawbi pador KoanuecTtBo
TeM 4acoB
1 2 3
N3yueHne npaBoBbIX (yUpEIUTEIbHBIX) U PACIOPAIUTEIbHBIX JOKYMEHTOB OpPraHU3aLuU — MECTa 6
Tema 1. Kommiexropamue | "POXOKACHHS IPaKTHKY (mayiee — opraHu3aIm) ¢ Leibio cOopa HH(POPMAIUU IS HCTOPUIECKOM
CIPaBKU K apXUBHOM OIMCH, OIIPEIEJIEHUS TPAHUL] ApXUBHOTO (DOH/Ia OpraHU3alMy. Y4yacTue B
ApXUBHBIMU JIeJIAMU apXHBa
- KOMILJIEKTOBAHUH apXHBa OPTaHU3AIMH JeJIaMH (JOKYMEHTaMH) TIOCTOSIHHOTO U JIOJITOBPEMEHHOTO
XxpaHeHus. M3yueHne apxuBHBIX JOKYMEHTOB OpraHU3allii C LeIbI0 UCKIIKOUEHUS 1y0IeTHOCTH
UHPOpPMAIINH, TPOBEPKH (PU3HMUECKOTO COCTOSTHUS A€ (TOTUCTHBIA TPOCMOTP Je).
Cucremaru3zanus JTOKyMEHTOB B COOTBETCTBUHU C BBIOpAaHHOM opraHusanueii cxemoil. IlpumeHenue cxembl 6
Tema 2. OGecnieueHue yueTa |Pa3sMELIEHHs CPEACTB XPaHEHUS aDXUBHBIX JOKYMEHTOB OPTaHU3aLUK IIPU IPUEME el (JOKYMEHTOB) Ha
JIOKYMEHTOB B apXxMBe, B ToM |Xpanenue. Opopmienne TonorpapuuecKkux ykasaTelel B apXuBoXpanuuiie opranusanuu. Odopmienue
qlcIIe ¢ UCIOJIb30BaHUEM | APJIBIKOB Ha EPBUYHBIE CPE/ICTBA XPAHEHHUS.
ABTOMATH3UPOBAHHBIX  |Pa3melieHue nomnosHeHust apxuBHoro ¢ponja. OdopmieHne yu€THbIX JOKYMEHTOB IOCTYIUIEHUS U
CHUCTEM. BBIOBITHS /1e1. OdopmileHne TOKYMEHTAUH 110 Y4€TY (HOHJIA TOIb30BaTeNs, POTO-, Ay AMOBU3YATIHHBIX
JIOKYMEHTOB, JIEKTPOHHBIX IOKyMEHTOB. OopMieHne yd€THBIX (OpM apXuBa OpraHU3aluu.
VYyacTie B MpOBEICHUH SKCIIEPTU3HI IIEHHOCTH IOKYMEHTOB OPTaHU3aIi Ha OCHOBAaHUH HAyYHBIX 6
KPUTEPHEB WX IEHHOCTH U HOPMAaTHUBHBIX JOKYMEHTOB: TIepeuHeil 1 HoMeHKIaTyp. OnpeneneHne CpoKoB
Tema 3. Obecnieuenne .
XpaHeHUs JOKYMEHTOB U aein. OdopmiieHue kapTouek-3amecTuTeneil nena.
COXPaHHOCTH JOKYMEHTOB B
apXHEC. [TpoBepka HaIM4MS U COCTOSTHUS ApXHBHBIX JOKyMEHTOB OPraHH3aLHH. BblsiBieHNEe TOKYMEHTOB C
MOBPEXICHUSIMU MaTepHAIIbHBIX HocuTenel. Opranuzaius po3bicka HeoOHapyKeHHbIX nen. OdopmiieHue
JOKYMEHTAIUH 110 pe3yIbTaTaM MPOBEPKHU.
Tema 4. TlogroTtoBka nien k. |CocTaBieHre apXMBHOM ONUCH J1e]1 MOCTOSHHOTO XpaHeHust. OdopmiieHrue OnucH Jiei 10 JINYHOMY 6
apXUBHOMY XpaHeHHt0  |coctaBy. OdopmiieHue onucu aen BpeMeHHOro (cBeimie 10 jeT) cpoka XpaHeHusl.
Tema 5. Opranuzanus [Touck nH(popMayu Mo 3ampocy MOJIb30BATENSA, B TOM YUCIE C UCIOJIb30BAHUEM aBTOMATH3UPOBAHHBIX 6
WCTIOJIb30BAaHUS apXUBHBIX |CHCTeM. VICIIOTHEHHE 3ampocoB MO MOWCKY apXUBHBIX el (JOKYMEHTOB) OpraHHM3alliH, B TOM YHUCIE C
JOKYMEHTOB UCIIOJIb30BaHUEM WH(OPMAIIMOHHBIX TEXHOJIOTHH.
Tema 6. Hayuro — 6

CIIPaBOYHBIN aIlliapaT apXyuBa

PaGoTa 1o CO3daHHIO CIIPAaBOYHO-IIOMCKOBBIX CPEACTB apXUBa OpraHru3anu, B TOM YHUCJIC C IPUMCHCHUEM
I/IH(i)OpMaHI/IOHHI)IX TEXHOJIOTHii. YJacTue B q)OpMI/IpOBaHI/II/I OCHOBHBIX W BCIIOMOT'aTCJIbHBIX aPpXUBHBIX

9




‘CHpaBO‘-IHI/IKOB, B TOM YHUCJIC C UCIIO0JIB30BAHUCM aBTOMATU3UPOBAHHBIX CUCTCM.

IMpomexyTounas atrectauus ( 1ud¢epeHIINPOBAHHBII 324eT)

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. OcHOBHbIE NleYaTHbIE H JIEKTPOHHbIE HM3IaAHUS

1. bapunona, E. b. DnekTpoHHBII apXuB: y4eOHUK ISl CpeaHEro MpodecCHOHaTbHOTO
obpazoBanus / E. b. bapunoBa. — Mocksa: U3narensctBo HOpaiit, 2025. — 166 ¢. — (IIpodec-
cuonanpHOe oOpa3oBanue). — ISBN 978-5-534-17004-7. — Tekcr: anexktponHslit // O6pa3oBa-
tenpHas mwiatdopma KOpaiit [caiit]. — URL: https://urait.ru/bcode/568565

2. bacakos, M. U., JlokymeHTallMOHHOE OOecrieueHre ynpapieHus (C OCHOBaMH apXUBO-
BezieHus): yueOHoe nocobue / M. U. bacakos, JI. JI. MuxaiinoBa. — Mocksa : KaoPyc, 2025. —
218 ¢. — ISBN 978-5-406-14633-0. — URL.: https://book.ru/book/958252

3.bymonuna, E. B. ApxuBoBenenue : yaeonoe nocodue / E. B. Bynronnna. — Mocksa :
NHOPA-M, 2025. — 206 c. — (Cpennee npodeccuonansnoe odpazosanue). - ISBN 978-5-16-
020095-8. - Tekcr: anekTponnbiit. - URL: https://znanium.ru/catalog/product/2157634

4.Opranuzaiysi apXuBHOU U CIPaBOYHO-UH(OPMAIIMOHHON PabOTHI MO JOKYMEHTaM Op-
ranu3anuu [TekcT]|: yueOHUK A7 MCIONBb30BaHUS B Y4eOHOM Mpoliecce o0pa3oBaTeIbHbIX y4-
PEXKICHUN, peATU3YIOMINUX MPOTPAMMBI CPEIHETO MPO(ECCHOHATFHOTO 00pa30BaHUs 1O CIICHH-
anbHOCTH "JloKyMeHTalmoOHHOE o0ecrieueHre yrpaBieHus U apxuBoBeaeHue»: [B 2 u.] / [bypoBa
E. M., Xopxopmuna T. W.]; mox pen. E. M. BypoBoii — 3-¢ u3n. crep. — MockBa: AkajeMus,
2019. — (TIpodeccuonanbroe odbpazoanue. [Ipodeccronansubiii Moayip). Y. 1. — 2019. — 336 c.
ISBN uznanus: 978-5-4468-5976-4. ISBN toma: 978-5-4468-5974-0.

5.0pranuzanus apXMBHON M CIIPaBOYHO-MH(POPMAIIMOHHOW pabOTHI MO TOKYMEHTaM Op-
ranu3anuu [TekcT]|: ydeOHUK A MCIOJIb30BaHUS B Y4eOHOM Iporecce o0pa3oBaTeIbHBIX yu-
PEeKACHUH, pealu3yloIuX MPorpaMMbl CpeAHEro NpodecCHOHATBLHOI0 00pa3oBaHUs MO CIIeH-
anpHOCTH "JloKyMEeHTaIlMOHHOE O0ecriedeHre yIpaBieHus U apXxuBoBeaeHue»: [B 2 4.] / [byposa
E. M., Xopxopauna T. W.]; mox pea. E. M. BypoBoii. — 3-e u3n. crep. — MockBa: Akagemus,
2019. — (ITlpodeccuonanvHoe obpazoBanue. [Ipodeccuonansubiii Moayie). U. 2 / [E. M. Bypoga,
A. II. AdanacneBa, E. B. AnekceeBa, A. E. Ponuonona]. — 2019. — 400 c. ISBN: 978-5-4468-
5975-7

6.Packun, J[. I. Meronuka u mpakTUKa apXUBOBEIEHUS : YYEOHUK UISI CPETHETO IMPO-
deccuonanpHoro obpazosanwus / JI. U. Packun, A. P. CokonoB. — 2-¢ u3n. — Mocksa : U3na-
tenbeTBO HOpaiit, 2025. — 416 c. — (IIpodeccuonansHoe 00pa3oBaHue).

7.Packun, JI. U. MeTonuka v TpakTUKa apXUBOBEACHUS | yUEOHUK ISl CPEAHETO MPOo-
deccuonanpHoro obpazosanwus / JI. U. Packun, A. P. CokonoB. — 2-e u3zn. — Mocksa : U3na-
tenbcTBO FOpaiit, 2025. — 416 c. — (IIpodeccronanbroe odpazoanue). — ISBN 978-5-534-
16252-3. — Texkct: anektpoHHbslid // OOpazoBarenbHas miardopma IOpaiit [calfT]. —
URL: https://urait.ru/bcode/563198

3.2.2. IonoJHUTEIbHbIE HCTOYHUKH
1. byposa, E. M., MypasseBa, H. A. CnpaBouHMK @O apXMBHOMY JAely MAJs
paboTtHukOB opranmzaruii. — (Cepust «YmpaBieHueckass 0e30macHoCThy / moa oomr. pea. A. b.
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https://urait.ru/bcode/568565
https://book.ru/book/958252
https://znanium.ru/catalog/product/2157634
https://urait.ru/bcode/563198

be3boponosa). — M: Tepmuka, 2018. — 396 c. — Teker: HenocpencTBeHusiit. — ISBN: 978-5-
6040204-4-9.

2. Beperexuna, C.B., HerocygapcTBeHHBIE CTPYKTYpbl M ayTCOPCHHI B apXHUBHOM
nene: monorpadus / C.B. Beperexuna. — Mocksa: M3narensctBo Pycaiinc, 2022. — 128 c¢. —
Texct: HenmocpenctBenusiid. — ISBN: 978-5-4365-8006-7.

3. Eropos, B.Il., CnaunskoB, A.B. OOecreueHue COXpaHHOCTH, peCTaBpalus Hu
KOHCEpBalMs JOKYMEHTOB: ydeOHoe mocobue. — C.-116.: Jlans, 2025. — 220 c. — ISBN: 978-5-
507-53805-8

4. Eropos B.II. CoBpemeHHas opraHuzanus TIOCYAapCTBEHHBIX YUpPEXKACHUN
Poccuu: yuebnoe mocodbue mius CIIO / B. II. Eropos, A. B. CnunbkoB. — Cankr-IleTepOypr:
Jlanb, 2020. — 204 c. — Tekct: HenocpenctBeHHbid. — ISBN: 978-5-8114-6382-4.

5. Kosznos, B.II. ApxuBoBeiacHue: y4eOHHMK W  NPAKTHKYM i1 BY30B /
B.II. KoznoB. — MockBa: WznmatensctBo  HOpaiir, 2025.— 329c.—  (Bsicuiee
obpazoBanue). — ISBN 978-5-534-14066-8. — Tekct : snextpoHHslid // OOpa3zoBareiabHas
wiatdopma IOpaiit [caiir]. — URL: https://urait.ru/bcode/567586

6. [TaBnoBa, P. C. [/lenonpou3BocTBO MO OOpaIeHusIM TpaxaaH: yaeOHoe mocooure
st CIIO / P. C. IlaBnoBa. — Cankr-IlerepOypr: Jlaws, 2022. — 324 c.: wir. — Tekcr:
HernocpenctBeHHblin. — ISBN: 978-5-8114-9925-0.

7. [lonoB, A.B. ApxuBoBeneHue. ApxXuBHas POCCUKA : YYEOHUK JUIsl CpPEIHETrO
npodeccuonaibHoro obpasoBanusi /| A. B. [TonoB. — 2-e¢ u3m. — MockBa : M3gaTenbcTBo
FOpaiit, 2025. — 282 c. — (IIpodeccuonansnoe obpazosanue). — ISBN 978-5-534-19377-0.
— Tekcr : onextponnsii // OOpazoBatenbHas miatrgopma FOpailit [caiiT]. —
URL: https://urait.ru/bcode/580652

8. Packun, JI. 1. ApxuBoBenenue: yueOHuk s BysoB/ JI. M. Packun,
A. P. CokonoB. — 2-e uzf., uctp. u gomn. — Mocksa: U3narensctBo FOpaiit, 2025. — 468 ¢. —
(Beiciiee  oOpazoBanme). —  ISBN 978-5-534-15245-6. —  Tekct: »aeKkTpoHHBIA  //
OopazoBarenpHas miardopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/560246

9. Camapuyk, H.C., MapkeTuHroBas IesiTeNIbHOCTh TOCYAAPCTBEHHBIX apPXUBOB:
monorpadus / H.C. Camapuyk. — MockBa: WUznatensctBo Pycaiinc, 2023. — 312 ¢. — Tekcr:
HeriocpeacTBeHHbI. — ISBN: 978-5-466-01550-8.

10.  Tenbuapos, A. JI. ApxuBoBeneHue: yueOHoe mocobue s O6akanaBpoB / A. /.
Tenpuapos. - 6-¢ u3n. - Mocksa : 3marenscko-ropropasi koprmopamus «/lamkos u K, 2023. -
184 c. - ISBN  978-5-394-05400-6. -  Tekcr:  osnektponHbii. -  URL:

https://znanium.com/catalog/product/2082451
11.  Xopxopauna, T. . ApxuBnas sBpuctuka: yueOnuk / T. . Xopxopauna, A. B.
[Tonos; nox pen. E. U. ITuBoBapa. — 4-e uza. - Mocksa: Poc. roc. rymanut, yH-T, 2019. - 296 c. —

ISBN 978-5-7281-2497-9. — Tekcr: AIEKTPOHHBIN. —
URL.: https://znanium.com/catalog/product/1087575
12. IlemenkoBa, C. U. ApxuBosenenue. Mcropus apxuBoB Poccum ¢ IpeBHEHIINX

BpeMeH 10 Hayama XX Beka: y4eOHUK Ui CpeaHero npodeccHoHaibHOro o0pa3zoBaHwus /
C. . Ilemenkosa ; nox HayuyHoil penakuuen JI. H. Ma3yp. — Mocksa: U3narenscrBo FOpaiir,
2025. — 128 c¢. — (IIpodeccuonanproe odpazoanue). — ISBN 978-5-534-12086-8. — Texcr :

AIIEKTPOHHBIN / OOpa3oBarenbHas miatdopma IOpaiit [caiT]. —
URL: https://urait.ru/bcode/565795

13. [laxomanoma, O.FO. Opranuzamusi TrocyJapCTBEHHBIX YupexaeHui Poccum:
yaeOHoe mocobue i cpeaHero npodeccuonansHoro oopazopanus / O. FO. [llaxomanoa. — 2-
e wu3ln., mnepepad. um gon. — MockBa: MszgarensctBo HOpaiir, 2022. — 16lc. —

(ITpodeccuonanproe obpazoanue). — ISBN 978-5-534-12448-4. — Tekcrt: 31MeKTpOHHBIN //
Oo6pasoBarenbHas wiathopma KOpaiir [caiit]. — URL: https://urait.ru/bcode/496292

12


https://urait.ru/bcode/567586
https://urait.ru/bcode/580652
https://urait.ru/bcode/560246
https://znanium.com/catalog/product/2082451
https://urait.ru/bcode/565795
https://urait.ru/bcode/496292

4. KOHTPOJIb Y OIIEHKA PE3YJIbTATOB OCBOEHMS ITPON3BOJACTBEHHON

ITPAKTUKH

Kox v nanmenoBanue
npogdeccHoHAIbHBIX
H 00IIMX KOMIIeTEeHIIHIi,
(popmupyembIX
B paMKax MOAyJisl

Kpurepun oueHku

MeToabI OLIEeHKH

IIK 2.1.

OcymecTBIsTh
KOMILIEKTOBaHHE
apXUBHBIMHU JIeJIaMH
(1oxymMeHTaMH1) apXuBa
OpraHuzaluu

CO3I[aHI/I€ JIOKAJIbHBIX HOPMATUBHBIX
JOKYMCHTOB U IIPOTOKOJIOB SaCCHaHI/Iﬁ
BKCHepTHOﬁ KOMHCCHUHU OpraHU3aluu.
HpOBeI[eHI/IC OKCIICPTU3BI HEHHOCTHU
JOKYMCHTOB OpraHu3alunu.

Onenka pabot
HPOU3BO/ICTBEHHOI
NPaKTHKH

[K 2.2.

Bectu y4ér apXuBHBIX A€l
(1OKyMEHTOB), B TOM
YHCIIE C UCTIOJIb30BAHUEM
aBTOMATH3MPOBAHHBIX
CHCTEM

VYuér apXuBHBIX A€l (IOKYMEHTOB)
MIOCTOSIHHOTO Y BPEMEHHOT'O XPaHEHUSI.
Yuér poHI0B 1 ommcel apXUBHBIX ACI
(ToKyMeHTOB). YUET BbIJaul apXUBHBIX
Jen (IOKYMEHTOB) M3 apXHUBOXPaHMIIMILA
1 UX BO3Bpara. YUET U KOHTPOIb
nepeaadn apXuBHBIX 1€ (JOKYMEHTOB) B
roCy/1apCTBEHHbIN/ MyHUIIUTIATbHBIN
apXMB WIK Ha HHOE BHEIITHEE XpPaHECHHUE.
Y4éT U po3bICK HEOOHAPYKEHHBIX el
(moxymenTtoB). Benenue nen ¢honmoB

Onenka pabot
HPOU3BO/ICTBEHHOI
NPaKTHKH

IK 2.3.

Ocy1ecTBIATh XpaHeHHEe
apXMBHBIX JIeTT
(IOKyMEHTOB) C
MOCTOSTHHBIM CPOKOM
XpaHCHUA U 110 JINYHOMY
COCTaBY B apXHBe
OpTaHu3aIH

Coznanue onuceil 1e1 (JOKyMEHTOB)
OpraHu3ali NOCTOSIHHOIO CPOKa
XpaHEHHMS U 110 TUYHOMY COCTaBY.
Pa3menienue apXxuBHBIX J1€71
(IIOKyMEHTOB) B apXUBHBIX XpaHWINIIAX
B COOTBETCTBUU C BHIOPaHHOHN CXeMOM
KJIacCU(UKALIUU U CUCTEMAaTU3alluu Aell
(moxkymenToB). Co3nanue u obecrieueHme
PEKUMOB XPaHEHHS APXUBHBIX JIE]
(moxymenToB). [IpoBepka Hanuuus u
COCTOSTHUSI apXUBHBIX JIeT (IOKYMEHTOB).
BrisiBieHne u y4€T apXuBHBIX J1€71
(TOKYMEHTOB), TPEOYIOITUX
pecTaBpalluOHHOMN, KOHCEPBAI[MOHHO-
npoQUTAKTUIECKON U TEXHUYECKOM
o0OpaboTtku. [loaroroska ycioBuii s
obecreyeHnst COXpaHHOCTH apXUBHBIX
nen (TOKYMEHTOB) B OCOOBIH Mepruo u
Ype3BbIYANHBIX CUTYaLIHSIX.
Ocy1iecTBiIeHNE KOHTPOJIS ABUKEHUS
APXUBHBIX JIel (IOKYMEHTOB) M HX
¢uznueckoro cocrosuus. [lonroroska u
nepeaavya apXuBHbBIX JeN (JOKYMEHTOB) B
TOCYJapCTBEHHBIN/ MyHHUITUTIATbHBINA
apXMB WJIM HA NHOE BHEITHEE XPaHEHUE

Onenka pabot
NPOHU3BOACTBEHHON
NPaKTHKH

[IK 2.4.
Ocy1ecTBIATh XpaHEHHE,
KOMIUIEKTOBAHHUE, YUET U

VYuér onuceil 1e1 BpEMEHHOTO XPAHEHUS
CTPYKTYPHBIX IIOJIpa3ieJIeHUI
OpraHu3aly B TPAAUIIMOHHOM U B

Onenka pabot
MIPOU3BO/ICTBEHHOM
IIPAKTUKU
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HUCITOJIB30BAaHUEC ACII
(TOKYMEHTOB) BPEMEHHOTO
XpaHEHUs

ANIeKTpOHHOM Buje. CucTeMaTu3anus
nien (IOKYMEHTOB) BPEMEHHOTO
XpaHEHUsl, MPUHATHIX OT CTPYKTYPHBIX
noJipa3/ielieHui OpraHu3aluu, s
pa3MeIIeHHs B XPAHUIIHUINE apXUBa
opranuszanuu. KoHTposb Belaun B
ONEPATUBHOE MOJIb30BAHUE JIE]T
(IIOKyMEHTOB) BPEMEHHOT'O XpaHEHUS U
ux Bo3Bpara. [IpoBeieHHEe IKCIIEPTU3BI
IIEHHOCTH JieJT (IOKYMEHTOB)
BPEMEHHOI'O XpaHEHUS B apXUBE
opranuzanuu. [loaroroska nen
(TOKYMEHTOB) BPEMEHHOTO XPaHCHHSI,
MPUHSTHIX OT CTPYKTYPHBIX
MOJpa3/IeJICHNI, HA YHUYTOKECHUE.
Coznianue akToB O BBIJICIICHUU Ha
YHUYTOXEHUE Je (JOKYMEHTOB)
BPEMEHHOIO

XPAHEHUS C UCTEKIIIUMHU CPOKAMHU,
MPUHSTHIX OT CTPYKTYPHBIX
MOJpa3/IeICHUI

IK 2.5.

Ocy1iecTBIAThH
UCIIOJIb30BaHUE apPXUBHBIX
nel (JOKyMEHTOB), B TOM
YHCIIE C UCTIONIb30BAHUEM
aBTOMATH3MPOBAHHBIX
CHCTEM

[Tonnepkka B aKTyaJIbHOM COCTOSIHUH
JIEKTPOHHBIX HH(POPMAIIMOHHO-
MOMCKOBBIX CHCTEM apXuBa B
JIOKyMEHTHPOBAHHBIX chepax
JESITEIIbHOCTH OpPraHu3aluu.
CocTaBieHHe CIPaBOYHO-TIOMCKOBBIX
CPEIICTB K apXUBHBIM JIeJaM
(mIoKyMeHTaM), yYTEHHBIM B apXUBE U B
JIOKYMEHTHUPOBAHHBIX chepax
JeSITEIIbHOCTH opranu3anuu. [loaroroka
OTBETOB Ha 3aMPOCHI APXUBHBIX JEJ
(moxymenToB). [lonroroBka padoTh
MOJIb30BaTeNeH B YUTAILHOM 3aJ1e
apxuBa

Ornenka pabot
MPOU3BOJACTBEHHOMN
MPaKTHKH

OK 01.

Br10op criocoba pemienus 3agau

Onenka pabot

Br16upats criocoObl podeccuoHaNbHOM e TeNIbHOCTH IIPOU3BOJCTBEHHON
peleHus 3a1a4 IPUMEHUTEIBHO K Pa3IMYHbIM MPAKTUKH
npodeccnoHanbHOMI KOHTEKCTaM

JesTeNbHOCTH

MPUMEHUTETHHO K

Pa3NUYHBIM KOHTEKCTaM

OK 02. Hcnonb3oBaHne coBpeMeHHBIX cpeacTBa | KoHTpoib

Hcnons3oBarts
COBpPEMEHHBIE CPEICTBA
MOUCKA, aHaJIu3a U
WHTEPIpETAINN
uHpopMaluu U
nH(pOpMalIOHHbIE
TEXHOJIOTUH JIS
BBITIOJTHEHUS 3a/1a9
npodeccnoHanbHOM
TSI TeITbHOCTH

MIOMCKA, aHaJIN3a U UHTEPIpeTaluu
nH(pOpMaLH, U UCIIOJIb30BAHNE
UH(POPMALIMOHHBIX TEXHOJIOTUHN IS
BBITIOJTHEHHS 3a71a4 PO eCCHOHATHHOM
JESATEIBHOCTH.

BBIIIOJIHEHUSA 3aJaHUI

yueOHOM MpaKTUKU
Onenka padot
MPOU3BOJCTBEHHOM
MPAKTUKH
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OK 04.

DddexkTrrHO
B3anMMOCHCTBOBATh U
paboTaTh B KOJUICKTHBE U
KOMaHJIe

BiaumogpeiictBue u paboTa B KOJUIEKTHBE
1 KOMaH/e

Onenka padot
MPOU3BOJCTBEHHOM
MIPAKTUKU

OK 05.

Ocy1ecTBIATh YCTHYIO U
MUCHbMECHHYIO
KOMMYHHUKAIMIO HA
TOCYJapCTBECHHOM SI3BIKE
Poccuiickoit @enepanuu ¢
y4€TOM 0COOCHHOCTEH
COLIMAJIBHOTO U
KYJIETYPHOT'O KOHTEKCTa

Ocy1iecTBiI€eHUE YCTHON U MUCbMEHHOU
KOMMYHHUKAIIUU HA TOCYIapCTBEHHOM
s3bike Poccuiickoit @enepanuu ¢ y4éTom
OCOOCHHOCTEH COI[MAIIBHOIO U
KYJIbTYPHOTO KOHTEKCTa

Orenka pabot
MPOU3BOACTBEHHOMN
MIPAKTUKU

OK 09.
ITons30BaThCA
npodeccnoHaTBEHOM
JOKyMEHTAaI1el Ha
rOCy/IapCTBCHHOM U
WHOCTPAHHOM SI3bIKax

Hcnonb3oBanue npodeccuoHaibHON
JIOKYMEHTAIlMU Ha TOCYAapCTBEHHOM U
MHOCTPAHHOM SI3bIKax

Onenka pabot
HPOU3BO/ICTBEHHOI
NPaKTHKH
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Munucreperso odpazosanus IlenseHnckoi odaacTu
rocy1apcTBeHHOe aBTOHOMHOe Npo(eccHOHAIbLHOE 00pa3oBaTe/ibHOE yUpeKIeHue
Ilen3enckoii odaacTn
«IleH3eHCKHUIT KOJLJIEH)K COBPEMEHHBIX TEXHOJIOTHH NepepadoTKu U OM3HECA)

PABOYAS ITIPOT'PAMMA ITPOHU3BOJICTBEHHOM ITPAKTUKHA
I11.03 BBIMOJHEHUE PABOT IO OJHOM WJIX HECKOJBKHAM IMTPO®ECCHSAM
PABOYHX, JOLKHOCTAM CJHAYKAIIINUX

JUISL CTYTIE€HTOB, 00YYAIOIINXCS MO CNIENHATBHOCTH
46.02.01 loxymeHTaLMOHHOE o0ecnieyeHe YIPABJIEHUS] H APXHBOBe/IeHUe

MEH3A, 2025



PaccmoTpena u onoOpeHa Ha 3acejaHuu YTBEPXJIAIO
METOJIMYCCKON ITUKIIOBOM KOMHUCCHHU COITHAIBHO-
TYMaHUTAPHBIX JUCLMIUIMH 3am. mupeKTopa 1o yuyeoHoi padore
JI.B. BonkoBa
« » 202

IIporoxon Ne ot «  » 202
IIpencenarens METOAMYECKON LUKIOBOM
KOMHCCHUH T.H. KpacnomiekoBa

PabGoyasi mporpaMMa TIPOM3BOJICTBEHHOW NPAKTHKH pa3paboTaHa Ha OCHOBE
denepanbHOTO rOCyIapcTBEHHOTO 00pa30BaTEIbHOTO CTaHIAPTA 10 CICHUATBHOCTH CPEIHETO
npodeccuonanbHoro odpazoBanusa 46.02.01 JlokymeHTarmonHoe oOecriedeHUE yIpaBICHUS U
apxuBOBe/IeHUE ¢ yueToM [IprMepHOi 00pa3oBaTeIbHOM MPOrPaAMMBI 110 CIICITUAIEHOCTH

Paspaboruuk: [lenésuna T.H., npenogasarens ['AIIOY T10 IIKCTIIb
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1. OBIIASI XAPAKTEPUCTHUKA PABOYEHN ITPOT'PAMMBI ITPOU3BOJICTBEHHOM

ITPAKTUKH

I11.03 BBIMOJHEHUE PABOT IO OJHOM WX HECKOJbKHAM IMTPO®ECCHAM

PABOYHX, JOLDKHOCTAM CJOYKAIIUX

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

MPAKTUYECKUN OIIBIT

npodeccusm

paboumx, JOJDKHOCTAM  ciayxamumx»  (ernonpousBoauTenb,  apXHBapHycC)

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

no Buny nestensHOoCcTH «BpINONIHEHHE Pa0OT MO OJHOW MM HECKOJBKHM

n

1.1.1. Ilepedenpb 00X KOMIETEHITHIA

Koxa HanmeHoBaHHeE 00IIINX KOMIIETEHITHIA

OK 01 Br16upats criocoOb! perieHus 3a1a4d IpodeCcCHOHATBHON AeSITeIbHOCTH TPUMEHUTEIHHO K
pa3IMYHBIM KOHTEKCTaM.

OK 02 Hcnonp30BaTh COBpEMEHHBIE CPEJICTBA TIOKUCKA, aHAIN3a U UHTEPIIpETallii HH()OpMAaLIUH,
¥ MTHPOPMAIMOHHBIE TEXHOJIOTUH JJISl BBIMOJIHEHUS 33]1a4 MpoQeccuoHaIbHON
JESITEIbHOCTH.

OK 04 O} dexTuBHO B3aUMOICHCTBOBATh U PA0OTATh B KOJUIGKTHBE H KOMaH/IC.

OK 05 Ocy1ecTBISATh YCTHYIO U TUCbMEHHYI0 KOMMYHHUKAIMIO HA TOCYAapCTBEHHOM SI3bIKE
Poccuiickoii @enepanuu ¢ yueToM 0COOEHHOCTEN COLIMATBLHOTO U KYJIBTYPHOTO
KOHTEKCTA.

OK 09 [Tonb3o0BaTbes mMpodeccnoHanbHOM TOKyMEHTalMel Ha TOCy1apCTBEHHOM U HHOCTPAaHHOM
A3BIKAX.

1.1.2. Tlepeuens mpodecCHOHATBEHBIX KOMIICTCHIIUN

Kon HanmeHoBaHue BHI0B eSITeJILHOCTH M NPO¢ecCHOHATBHBIX KOMIETeHIUM

BI1 BrimonHeHue paboT Mo 0IHOM UITM HECKOIBKUM TMpodeccusiM padounx, TOMKHOCTIM
CITyXamuX (JeJIONPOU3BOIUTENh, ApXUBAPUYC)

IIK 3.1. | OcymiecTBiaTh pabOTy MO OpraHU3aluy JOKYMEHTO000POTa OpraHU3aIuH

K 3.2. | OcymecTBaaTh paboTy IO CHCTEMATH3alUN U XPAHCHHUIO JJOKYMEHTOB

IIK 3.3. | ObecneunBaTh COXpaHHOCTh aPXUBHBIX (DOH/IOB.

IIK 3.4. | OcymiecTBiATh JOKYMEHTHPOBAHNE U OPTaHU3ALMOHHYIO0 00pabOTKY TOKYMEHTOB
KaHILIeTsIpUn (apXuBa)

1.1.3. B pe3ynbTate OCBOCHHS MPOU3BOICTBEHHOM MPAKTUKH 00YJAIOIINNACS JOKEH:

Bnaners OcymiecTBieHus: padOThI 110 OPraHU3AINH TOKYMEHTO000pOTa

HaBbIKAMH | OcymiecTBICHHs pabOThI IO CUCTEMAaTU3allMU U XPAHEHUIO TOKYMEHTOB
ObecrmieueHs: COXpaHHOCTH apXUBHBIX (DOHIOB
JIOKyMEHTUPOBaHHUS U OPraHU3alIMOHHON 00pabOTKHU JAOKYMEHTOB KaHIIENSPHUH (apXUBa).

YMethb MPUHUMATh, PETUCTPUPOBATH, YIUTHIBATH MOCTYHAIONINE TOKYMEHTHI,
MPOBEPATH MPABUIBLHOCTH OPOPMIICHUS TOKYMEHTOB;
BECTU KapTOTEKY yueTa MPOXO0XKACHUS TOKYMEHTAJIbHBIX MATEPUAJIOB;
CHUCTEMAaTU3UPOBATh U XPAHUTH JOKYMEHTHI KaHILIENSAPUU (TEKYILETO apXuBa);
(dbopMHUpPOBATH CIPABOYHBIN aImapat, 00eCIeYnBAOIINI OBICTPBINA MMOUCK TOKYMEHTOB;
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OCYIIECTBIISATh SKCIEPTU3Y JOKYMEHTOB, TOTOBUTH U MEpeAaBaTh JOKYMEHTAJIbHbBIE
MaTepuaibl Ha XpaHEHHUE B apXUB;

COCTaBJIIATH aKThI JUIs [IEpEadu 1€/ Ha XpPaHEHUE;

COCTaBJIATh aKThl HA CIIMCAHUE U YHUUYTOKEHHUE IOKYMEHTOB;

pa3pabaTbIBaTh HOMEHKJIATYPY Jell;

IPOBEPATH MPABMIIBHOCTH (POPMHUPOBAHUS 1 0(OPMIICHUS JIE)I IPU TIPUEME UX B aPXUB;
IPUHUMATh, PETUCTPUPOBATH, YUYUTHIBATh OCTYNAIOIINE JOKYMEHTHI;

IPOBEPSATH MPABMIIBHOCTH O()OPMIICHHUS JOKYMEHTOB;

BECTH KapTOTEKY Y4eTa IPOXOKACHUS JOKYMEHTAIbHBIX MaTEPHAJIOB;

(dbopMHpOBaTh CIIPAaBOYHBIH anmapar, 00ecreynBaroUi ObICTPhIN NOUCK JOKYMEHTOB;

3HaThb

OCHOBHBIE I10JI0KE€HUs ENMHOM roCcy1apCTBEHHOM CUCTEMBI JIEJIONPOU3BOJICTBA;
BUBI, QYHKIIMH JOKYMEHTOB, IIPaBHJIa UX COCTABICHUS U O(hOPMIICHUS;
HOPSI0K JOKYMEHTHPOBaHU HH(POPMALMOHHO-CIIPABOYHBIX MaTEpPHAJIOB;
IpaBUJiIa JeJI0BOI0 3TUKETA U JEJI0BOT0 OOLICHMS;

IpaBujIa CUCTEMATU3ALMH IOKYMEHTOB;
I[MpaBujia XpaHCHUS JOKYMCHTOB;

HOpPMAaTHBHBIE TPaBOBBIE akThl Poccuiickoit denepanuu B chepe ACIOMPOU3BOACTBA U
apXMUBHOIO JIENa;

npaBuiia paboThl TOCYJAPCTBEHHBIX U BEOMCTBEHHBIX apXUBOB;

KJaccuguKanuio 1okyMeHToB ApxuBHoro (ponaa Poccuiickoit denepanuu;

MPUHIIMITBI CUCTEMAaTH3aIluu J1e] apXUBHOTO (HOHA;

PEXHUM U CPOKHU XPaHEHUS apXUBHBIX JOKYMEHTOB.

CTaHapTHl OPOPMIICHHUS OPTaHU3AIMOHHO-PACTIOPSTUTEIILHON TOKYMEHTAIINN;

CHOCOOBI M TEXHOJOTMH AOKYMCHTHUPOBAHUA PA3JIMYHBIX BHUIOB HpO(l)GCCI/IOHaJII)HOfI
JIEATEIIbHOCTH;

TpeOOBaHUS OXPaHbI TPYA;

OCHOBHBIE I0JI0KEHU EMHON roCy1apCTBEHHONW CUCTEMBI IEJIONPOU3BOICTBA;

BU/JIbI, QYHKIIUH TOKYMEHTOB, IIPaBUJIa UX COCTABJICHUS U 0(OPMIICHHUS;

NOPSAJOK TOKYMEHTUPOBaHMsI MH(POPMAIIMOHHO-CIIPABOYHBIX MaTepUaioB

1.2. Kotn4ecTBO 4acoB NPOM3BOACTBEHHOH NIPAKTHKH

Bcero yacos —72,

B TOM 4ucCIIe B OopMe MPAKTUUECKON TTOJTOTOBKU —/2 .




2.CTPYKTYPA U COJAEP)KAHUE MPOU3BOJCTBEHHOM MIPAKTUKH

2.1 TemaTH4ecKHii IVIaH U coJepKaHNe MPOU3BOJACTBEHHOI NPAKTHKH

HaumeHoBaHue pa3jiesioB u Buawbi pador KoanuecTtBo
TEeM 4acoB
1 2 3
BoinoJsiHeHHe padoT M0 A0JLKHOCTH ciykamero «/lejonpousBoauresiby» 36
Tema 1. O3nakomiienne ¢ |3yueHue CTpyKTypbl OpraHu3aliy — MECTa IPOXOXKICHHS IPAKTUKH (J1ajiee — OpraHn3alum) ¢ LelIbIo 6
npeanpuaTHEeM COCTAaBJICHUS CXEMBI CTPYKTYpPBI opranu3aiuu. O3HaKOMIICHHE C IPABOBBIMU (YUPEAUTEIbHBIMH),
(yupesxxaenuem, JIOKQJIbHBIMU HOPMATHUBHBIMU aKTaMH M PacCloOPsSAUTEIbHBIMHA JOKYMEHTAMU OpraHu3aiuu (ycTaB
oprasusanueit). OPraHU3alMH, YYPEAUTEIbHBIN I0TOBOP, MOJ0KEHNUE U CTPYKTYPHOM ITOAPa3/ICICHIH, ITPAaBUIIA
BHYTPEHHETO paclopsiKka, HHCTPYKIUS OPraHU3aI[IOHHO — METOJIUYECKOTO XapaKTepa)
N3yuenne MHCTpyKLMHU 1O J€IONPOU3BOCTBY OpraHU3alli. 3HAKOMCTBO C IIPaBUJIaMH COCTABJICHUS
MPOEKTOB U 0(hOpMIIEHUS TOKYMEHTOB, IOPSIKOM COTJIACOBAHHUS U MOANUCAHUS/YTBEPKACHUS
JIOKYMEHTOB B opranu3anuu. Opranu3zaiys pabouero Mecra JeJIONpPOU3BOIUTEIS
Tema 2 Opranusanus O3HaKOMUTBHCA CO CXEMOM JIOKYMEHTOO00POTa B OpraHU3aIlii U OPTaHU3aIllMH PETUCTPALMH JOKYMEHTOB, 6
padoThI ¢ JOKYMEHTaMHU. HOPSIAKOM IPOXOXKIACHUS Pa3jIMYHBIX JOKYMEHTOIOTOKOB OpraHHM3alliM, KOHTPOJIEM HaJd HCIOJIHCHHEM
JOKYMEHTOB B OpraHH3allH, ¢ HOMEHKJIATYPOH JIe] OpraHu3alny, IOPSIIKOM COCTaBICHUS U 0(hOPMIICHUS
Jle]1 OpraHu3aluu
Tema 3. JxcneanunoHHasi |O6paboTKa BHYTPEHHHMX [OKyMEHTOB, 00pa0OTKAa M OTIPABKAa HMCXONANIMX JOKYMEHTOB, IpPUEM H 6
00padoTKa TOKYMEHTOB |nepuuHas o00paboTKa BXOASAIIMX JOKYMEHTOB. IIpelBapHTeNbHOE pACCMOTPEHME M COPTHPOBKA
JOKYMEHTOB Ha PETHCTpUpyeMble M peructpupyemsele. [loaroroBka BXOASIIMX JOKYMEHTOB IS
paccMOTpeHHsT  pykoBojuTesneM. OcylllecTBICHHE Tepefadyd JOKYMEHTOB Ha HCIOJHEHHE B
MOApPA3IEICHUs C YYETOM PE30JIIOLIUHA PYKOBOIUTEIIS OpraHU3aluu
Tema 4. Perucrpanus ®dopMBl perucTpanuu JOKYMEHTOB. BrimonmHeHue paboT MO HMHACKCAIMUA JOKYMEHTOB. Peructparms 6
AOKYMEHTOB JOKYMEHTOB M MapLIpyTH3alus JOKYMEHTOIOTOKOB. 3allOJIHUTh JXYpPHAJbl PErucTpalii BXOZSILEH,
HCXOJAIIEH U BHYTPEHHEN KOPPECITOHACHIIUN
Tema 5. Opranusanus 6

padoThI ¢ OPraHU3ALHOHHO
-pacnopsaaAMTeSbHBIMHA
AOKYMEHTaMH.

O3HaKOMJIEHHE C CHCTEMOM OpPraHM3allMOHHO — PaclOpsAUTEIbHONW NOKyMeHTanuuu. KoHcTpynpoBaHue
OJIaHKOB OpraHHU3alM{, CO3/IaHHe IMAOJOHOB JOKYMEHTOB. O3HAaKOMIJIEHHE C BHJIAMH PACOPSIUTETbHON
JOKYMEHTAIUH, TMOPsIIOK 0POPMIIEHHS PACTIOPSINTENbHON JOKYMEHTauu B opranu3zanuu. OdopmieHue
OpraHU3alMOHHBIX JOKYMEHTOB OpraHM3alldd C HCIIOJIb30BAHMEM COBPEMEHHBIX IPOrPaMMHO-
TEXHUYECKHUX CPENICTB.




Tema 6. Opranmnsanus
padoThI ¢ MHPOPMAITUOHHO
- CIPABOYHBIMHU
JAOKYMeHTaMHU.

O3zHakoMjieHHEe € BHJaMU HHGOPMAIMOHHO — CIPaBOYHOM [OKYMEHTAallUW, MOPSAOK OQOpMIICHUS
UH(POPMALIMOHHO -CIPAaBOYHONW JOKYMEHTAIlMM B opraHu3anuu. KOHTpoIb NMpaBMIBHOCTH COCTABIICHHMS,
opOopMIICHHUS JOKYMEHTOB (PEKBHM3UTBI, OCOOCHHOCTHM HAMUCAHHUS TEKCTOB, MHOTOCTPAaHUYHbIE
JOKYMEHTBI), TOpsiiKa H3AaHUS JOKYMEHTOB (C y4€TOM CHEHU(pHUKHA CHCTEMBI JeJONPOU3BOICTBA
opranuzaiun). Benenue nenosoit nepenucku. Odopmienne nHGOPMaLMOHHO — CIIPABOYHBIX JOKYMEHTOB

BoinosiHeHHe padoT MO J0JKHOCTH CJIYKALIET0 «KAPXHBApPUYC» 36
Tema 7. Opranusauusi ¥ |PaccMoTpeHHe M Hepefada JOKYMEGHTOB HAa MCHOJIHEHHE C YYETOM PE3OJIOLUMH  PYKOBOIMTENS 6
TEXHOJIOTUsI KOHTPOJISA 32 |opraHu3anuu. BeneHue KapTOTEKM ydyeTa MPOXOXKACHHS JOKYMEHTAJIbHBIX JOKyMEHTOB. Cpoku

CPOKaMM UCHIOJTHEHHSI | pcrnosiHeHUSA. KOHTPOJIb CIIOMHEHUS! JOKYMEHTOB B OPTaHU3ALU Y.
JAOKYMEHTOB
Tema 8. Opranusaunsti  |OspakomieHde ¢ IPOrPAMMHBIMM CPEICTBAMHM Y4&Ta, XpaHEHHs, 0OpabOTKM U IIOMCKAa JIOKYMEHTOB, 6
HH(OPMALMOHHO — HCIIOIb3YEMBIMHU B OpraHU3aIUH.
CPaBoO4HOi PabOThI | ]y dopMaLMOHHO-CIIPABOYHAS 1 [IONCKOBAs PAGOTa C HCIIONB30BAHAEM CHCTEM YUETA TOKYMEHTOB B
OpraHu3aluu.
Tema 9. Opranusanus Opranuzanus TEKyIIEro XpaHEHWs JOKyMeHTOB. (ucreMarusanus JOKYMEHTOB IIO CTPYKTYpPHO- 6
TEKYLICro XpaHCHUs XpOHOJIOrMYecKoMy npuHnuny. OpraHuzanus JOKYMEHTOB TeKyllero apxupa. CucremaTu3amus
JIOKYMEHTOB TeKyIiero apxuna. ObecreueHrne COXpaHHOCTH JOKYMEHTOB
Tema 10. CocraBienne |Cocrapienne ¥ oQopMIEHHE HOMEHKIATYphl i B opranusanuu. OIpeseieHHe CPOKOB XPaHEHHS 6
HOMEHKJIATYPBI I€1B | qokyMeHTOB. DOpMHUPOBAHKE JIe]T B COOTBETCTBUHU C HOMEHKJIATYPOU /1€l OpraHU3aIiH.
OpPraHu3anuu
Tema 11. JxcrepTH3a | DkcneprHas KOMHCCHS, €€ COCTAaB M IIOJHOMOYHMSA. Y4YacTHE B HPOBEIEHHH SKCHEPTU3bl LEHHOCTH 6
HEHHOCTH 10KYMEHTA NOKyMeHTOB. OcylecTBlIeHHe 0TOOpa JOKYMEHTOB M JIeJl Ha XpaHEHHWE U YHUUTOXKEHHUE IO pe3ysbTaTraM
DKCIIEPTU3bI IEHHOCTH JJOKYMEHTOB U PELICHUH, IPUHSTHIX SKCIIEPTHOU KOMHUCCHUEN
Tema 12. IloaroroBKa gea |O3pakoMIeHue ¢ YCTAHOBJICHHBIMHM B OpraHM3alliM MpaBUJIaMH MOATOTOBKH JOKYMEHTOB K II€peaade B 6
K mepenaie Ha apxXuBHO€ |apxuB. [loaroroBka 1o0KyMeHTOB K nepenade B apxuB. OdopmieHne /1l MOCTOSIHHOTO CPOKa XPaHEHHUS.
xpanenue. CocraBienne |CocrapieHue onuceil 1okyMeHToB 1 aei. Odopmienue 0610xku aeia. Hymepanus muctos. OgopmieHue
oT4eTa JUCTa -3aBepuTens. bpommropoBka aokymMeHTOB B aena. CocTaBieHHME aKTOB BbIJAud, IEepeAayd,
YHUUTOXKEHHUS JOKYMEHTOB. KOHTposb (M3MUECKOTO COCTOSHUS JOKYMEHTOB Ha OyMa)KHOW OCHOBE.
ObecneueHre COXpaHHOCTH apXMUBHBIX JOKYMEHTOB B opranuzanuu OpraHuszanus noucka HHGOpMauu B
JIOKYMEHTax apXuBa
IMpomexyrounas arrectanus ( 1ugdepeHIINPOBAHHBII 3a4eT)
Bcero 72




3. YCJOBUS PEAJIN3AIIAU ITIPOU3BOJCTBEHHOM MPAKTUKHA

3.1. TpeGoBaHUsI K MUHUMAJbHOMY MaTepPHAIbHO-TEXHHYECKOMY 00ecredyeHn 0

IIpou3BoacTBEHHAs NPaKkTUKAa peaju3yercs B OpraHu3alusax Jro0oro mpoduis,
o0ecreynBamOIIUX  JCSATEIBHOCTh  OOydarommxcs B mpodeccHoHanbHOW — obiactu
aJIMUHUCTPATUBHO-YIPABICHYECKON U OPUCHOMN NeSATETBbHOCTH.

OOGopynoBanue TPEANPUATHA W TEXHOJIOIMYECKOE OCHAIleHHe paboumx MecT
IPOM3BOJICTBEHHON MPAaKTHKU JIOJKHO COOTBETCTBOBATh COJEPIKAHUIO IPO(GECCHOHATBLHON
NEeSITeIbHOCTH M JaTh BO3MOXKHOCTH OOydYaromemycsi OBJIAAETh NPo(ecCHOHATbHBIMU
KOMIIETEHIIUSIMA 110 BCEM BMJAM JIEATEIILHOCTH, IPEAYCMOTPEHHBIMH IPOTPAMMOMN, C
HCIIOJIb30BAHUEM COBPECMCHHBIX TGXHOHOFHﬁ, MaTCpHraJioB U O6OPYILOBaHI/I$I.

3.2. UupopmanoHHOe o0ecniedeHre peaju3aluu NporpaMmbl

3.2.1. OcHOBHbBIE MeYaTHbIE U YJIEKTPOHHbIE U3AHUS

1. AbGynamze, JI.I'. JlokymeHTaliMOHHOEe OOECIEUYCHUE YIPABICHUS MEPCOHAIOM :
Y4eOHMK W TIpaKTUKyM I cpeaHero mnpodeccuonanbHoro obpasomanus / JI. I'. AOymanze,
. b. Bempsikkuna, B. M. MacnoBa. — 3-e u3j., nepepad. u momn. — Mocksa : M3narenbcTBo
FOpaiit, 2025. — 374 c. — (Ilpodeccuonansuoe obpaszosanme). — ISBN 978-5-534-16657-6.

— Tekcr : onexrponnbri // OOpazoBatenbHas r1nardopma FOpaiit  [caiiT]. —
URL.: https://urait.ru/bcode/562146
2. AntyxoBa, H. ®., Cuctemsbl 3JI€KTPOHHOTO JOKYMEHTO000pOoTa: yuyeOHOoe mocodue

/ H. ®. AntyxoBa, A. JI. [I3t00enko, B. B. JloceBa, FO. b. UeunkoB. — MockBa: KnoPyc, 2025.
— 201 ¢. — ISBN 978-5-406-13653-9. — URL.: https://book.ru/book/955432

3. Kopnees, U. K. JlokymeHTanMoHHOE oOOecriedeHre YIpaBIEHUS : YUYEOHUK U
NpPaKkTUKYyM IS cpenHero npodeccuoHansHoro odpaszoBanus / U. K. Kopuees, A. B. ITmenxo,
B. A. MamypueB. — 3-e u3f., nepepad. u mpon. — Mocksa : U3natensctBo FOpaiit, 2025. —

438 c. — (Ilpodeccuonanmproe oOpazoanue). — ISBN 978-5-534-16002-4. —  Teker:
DIICKTPOHHBIN // OO0pazoBarenbpHast mwiardopma Opaiit [caiiT]. —
URL.: https://urait.ru/bcode/563193

4, KacesioBa, I'. 1O. Jlenmonpou3BOACTBO U APYrue acleKThl paboThl cexkperaps /

I'.1O. KacpsiHOBa — 7-€ u3[., nepepad. u gon. — Mocksa: M3narensctBo Abak, 2023. — 304 c.

3.2.2 lonoJIHUTEIbHbIE HCTOYHHKH

1. Augpeea B.W. [lenonponsBoJCTBO: OpraHU3alusl U BeJACHHE: y4eOHO-IIPaKTUYECKOE
nocobue / Anapeea B.M. — Mocksa: KnoPyc, 2020. — 294 c. — ISBN 978-5-406-00580-4. —
URL: https://book.ru/book/934225. — TekcT: 311eKTpOHHBIIA.

2.AnzopoBa, C. II. Opranuzamms Tpyla TOCYAapCTBEHHBIX M MYHUIUNAIbHBIX
cayxanux : yueonoe nocobue / C. I1. Auzopona, C. I'. denopuykoBa. — Mocksa : UHOPA-M,
2023. — 160 c. — (Bricmiee obpa3oBanue: bakanaspuar). - ISBN 978-5-16-016369-7. - Tekcer :
anekTpouHbIi. - URL: https://znanium.ru/catalog/product/1939092

3.bynatr P.E. JlokyMeHTanmoHHOe oOecCledeHHe YIMpaBieHHs] MEePCOHANIOM: y4eOHOe
nocodue / P. E. bymar. — MockBa: UHOPA-M, 2019. — 234 c¢. + Jlomn. Marepuaibl
[[DnexTponHbIii pecype]]. — (Briciiee obpazoBanue: bakanaspuar). - ISBN 978-5-16-010318-
1. - Texkct: anmextponnsii. - URL: https://znanium.com/catalog/product/1007087. — Pexum
JIOCTYTIA: 110 TOATHCKE.

4.T'yryea T.A. KonduaeHuuanpHoe AENONPOU3BOACTBO: ydeOHoe mocodue / T.A.
['yryeBa. — 2-e u3a., nepepad. u gon. — MockBa: UH®PA-M, 2022. — 199 c. — (Cpennee
npodeccuonamsHoe odpaszoBanue). - ISBN 978-5-16-016585-1. - Tekcr: anekTponHsid. - URL:
https://znanium.com/catalog/product/1191331. — Pexxum ocTyma: mo moJImucKe.

5.'ycapoBa  M.H. Opraam3annoHHO-UHGOPMAIIMOHHOE U JIOKYMEHTaIlMOHHOE
o0ecrieyeHne eATEIbHOCTH PyKOBOAUTENS: yaeOHo-MeToanueckoe nocodue / M. H. I'ycaposa,
C. B. T'opkym. — Mocksa: PTY MUPDA, 2022. — 106 c. — Tekct: smexkTponHbIii // JlaHb:
aNeKTpoHHO-OnbHoTeynas cucrema. — URL: https://e.lanbook.com/book/176556. — Pexum
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JOCTYTIA: JI7Isl aBTOPU3. TIOJIb30BATEIIEH.

6. JlemonponsBoacTro: yueOnuk / T. A. beikora, JI. M. Bsnoga, FO. M. Kykapuna, JI. B.
Cankuna ; mox ob6m. pen. mom. T. A. BeikoBoil. — 5-e u3zn., mepepab. u gom. — Mocksa :
NH®PA-M, 2025. — 403 c. + [don. marepuaybl [DneKTpoHHBINM pecypc]. — (Bricmiee
obpaszoBanue). — DOI 10.12737/1907620. - ISBN 978-5-16-018052-6. - Tekct: 35IeKTPOHHBIN. -
URL.: https://znanium.ru/catalog/product/2145045

7. doponuna, JI. A. JIokyMEHTallMOHHOE OO0ECIeYeHnEe YIpPaBICHHUSA : YUYEOHHK U
OpakTUKyM Ui cpeaHero  mpodeccrmonanbHoro  obpaszoBanusi/  JI. A. JlopoHuHa,
B. C. UputukoBa. — 2-¢ usn., nmepepad. u gom. — Mocksa : M3parensctBo HOpaiit, 2025. —
270 c.— (IIpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-16017-8. — Tekcr
DIIEKTPOHHBIN // OobpazoBarenbHast mwiardopma Opaiit [caiiT]. —
URL.: https://urait.ru/bcode/563264

8.Kon¢wuaenuuansHoe  JeI0NPOU3BOJCTBO W 3alMIICHHBIA AIIEKTPOHHBIN
nokymentoooopot: yueOnuk / H.H. Kynses, A.C. [Iémymkun, T.B. Kongpamosa, A.T.
®abpuynos; nox obm. pea. H.H. Kynsesa. - 2-e u3a., nepepab. u nomn. - Mocksa: Jloroc, 2020. -
500 c. - (Homas ynuBepcuterckas Oubmuorteka). - ISBN 978-5-98704-711-8. - Tekcr:
anekTponHsbiii. - URL: https://znanium.com/catalog/product/1212394. — Pexum npocryma: 1o
TIOJTITHCKE.

9.KopueeB U.K. Texauueckue cpencrsa ynpasienus: yuyeOnuk / U.K. Kopnees, I'.H.

Kcangonyno. — Mockea: MH®PA-M, 2019. — 200 c. — (Beicuiee obpa3zoBanue:
bakanmaBpuar). - ISBN  978-5-16-003620-5. - Tekct: oamekrponssii. - URL:
https://znanium.com/catalog/product/991843. — Pexwum gocTyra: 1Mo moircKe.

10. KyzHuenos, N. H. JlokymMeHTallmoHHOE obecrieueHue YIpPABJICHHUS.

JIOKyMEHTOOOOPOT Y JIEJIONPOM3BOJCTBO : YYEOHMK W  MPAKTHKYM JUISL  CPEIHETro
npodeccuonansHoro oopaszosanus / M. H. Ky3nenos. — 5-e u3., nepepad. u gomn. — Mockasa :
UznatensctBo FOpaiit, 2025. — 425 c¢. — (IIpodeccuonansuoe odbpazopanue). — ISBN 978-5-
534-20025-6. — Texkct: snextponHblidi // OOpazoBarenbHas tiarpopma HOpaiit [caift]. —
URL.: https://urait.ru/bcode/581141

11. Ky3nenoB, W.H. JlokyMeHTallMOHHOE OOCCIICYCHUE YIPABJICHUS TIEPCOHAIIOM :
y4eOHHK U PAaKTUKYM JUIA cpeHero npodeccuonansHoro oopasosanus / M. H. Ky3nernos. — 3-
e wu3d., mnepepab. u gon.— MockBa: WamarensctBo [Opaiit, 2025.— 397 c.—
(ITpodeccronansroe obpazoBanue). — ISBN 978-5-534-09155-7. — Tekcr : 37eKTpOHHBIH //
Oo6pasoBartenpHas mwardpopma KOpaiit [caiit]. — URL: https://urait.ru/bcode/562296

12. Opranmsanuss  cekperapckoro  obOcmyxkuBanmu: JYMK /  B.B.Tanaxos,
O. b. Hazapenko, [OnektponHoe yuebnoe wusnanue]. — (CpemHee mnpodeccruoHanbHOe
o0OpaszoBaHue - Tekcrt: 3JIEKTPOHHBIH. - URL: https://www.academia-
moscow.ru/catalogue/5411/347093/ Aprukyn uznanus: 601817641

13. IMaBmosckas, O. lO. IlpaBoBoe oOecriedeHre KaapoOBOTO JIEIOMPOU3BOJICTRA !

yuebHuk ans By3oB/ O.lO.IlaBnoBckas. — 2-e wu3n., mnepepad. u jgon. — Mocksa :
WznatenbcrBo FOpaiit, 2025. — 288 ¢. — (Bwicmee o6pazosanme). — ISBN 978-5-534-17518-
9. — Tekcr : oanektpoHHbi // OOpa3oBarenbHas 1uatdopma IOpaifit [calfiT]. —

URL: https://urait.ru/bcode/566454

14. CocnoBas A. Accuctent pykoBoautens. Jlaiidxaku npodeccun: KHUTa-TpeHUHT / A.
CocnoBas. - Cankr-IlerepOypr: ITutep, 2022. - 208 c. - ISBN 978-5-4461-1489-4. - Tekcr:
anektponHbii. - URL: https://znanium.com/catalog/product/1817493. — Pexum moctyma: 1o
TIOJTTTHICKE.

15. HMumoB  O.B.  CoBpeMeHHBIE  TEXHOJOTMM M  TEXHUYECKHE  CpEACTBa
uHpopmaruzanuuu: yue6Huk / O.B. Ilumos. — Mocksa: UH®PA-M, 2022. — 462 c. + [om.
MaTepuaisl [[DnekTpoHHbIN pecype]]. — (Cpennee npodeccuonambHoe obpa3zoBanue). - ISBN
978-5-16-017112-8. - Tekcr: AJIEKTPOHHBIH. - URL:
https://znanium.com/catalog/product/1764799. — Pesxum toctyma: 1o moJImrcKe.

16. IllysanoBa, H.H. OcHOBBI  ACTONMPOM3BOJACTBA : YUECOHHK JIA  CPETHETO
npodeccuonansHoro oopazosanus / H. H. lllyBanosa, A. FO. MBaHoBa ; mox obmieit penakuuei
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H. H. llyBanoBoii. — 3-e u3n., nepepad. u nomn. — Mocksa : U3natensctBo HOpaiir, 2025. —
355 c. — (Ilpodeccuonanbroe o6Opazoanue). — ISBN 978-5-534-20344-8. — Tekcr
AJIEKTPOHHBIN /l OObpazoBarenbHast mwiardopma Opaiit [caiit]. —
URL.: https://urait.ru/bcode/560787

17. I'paxnanckuii konekc Poccuiickoit @enepannu (yacts nepsasi) ot 30.11.1994 N 51-
®3 (B merictByromei penakiun) /Cobpanue 3akoHoaaTenbcTBa Poccuiickoit deaepannu, 1994,
N 32, ct. 3301; 2013, N 19, ct1. 2327; 2016, N 27, cT. 4265

18. TpynoBoii koxekc Poccuiickoit deneparuun or 30.12.2001 N 197-®3 (B
neiictByromeit penakiun) // (Codpanue 3akononarenscTBa Poccuiickoit @enepanuu, 2002, N 1,
cT. 3; 2006, N 27, cT. 2878)

19. ®epepanpubiii 3akoH ot 06.04.2011 N 63-®3 (B neiictByromeit penakmuu) "OO6
anexktpoHHoi noanucu'"// CoOpanue 3akoHopatenbcTBa Poccuiickoit deneparuu, 2011, N 15,
ct. 2036;

20. ®enepanpubiii 3akoH 0T 27.07.2006 N 149-®d3 (B neiictByromeit pemakiuu) "O0
uHpopManuy, HHOOPMAIMOHHBIX TEXHONOTUAX H O 3amure uHpopmanmu"//  CoOpanue
3akoHojaTenbcTBa Poccuiickoit @eneparuu, 2006, N 31, cr. 3448; 2010, N 31, ct. 4196; 2012,
N 31, cr. 4328; 2013, N 23, cr. 2870; N 27, ct. 3479; 2014, N 48, ct. 6645; 2015, N 29, cr.
4390; 2018, N 1, cT. 66; 2019, N 52, c1. 7798

21. Tpuka3 PocapxmuBa ot 02.03.2020 N 24 "OO6 yrBepxkaenuu llpaBui opranuzanuu
XpaHEHUs, KOMIUICKTOBAaHMUS, YydeTa M HCIIOJIb30BaHUS JOKYMEHTOB ApXuBHOro (oHIa
Poccniickoit  ®enepanum M IpYrMX AapXUBHBIX JOKYMEHTOB B TOCYIJAapCTBEHHBIX U
MYHHUIIMIIAJTBHBIX ~ apXWBax, My3esix W OubnuoTekax, Hay4YHBIX  OpraHu3anusx"
(3apeructpupoBano B Mwunrocte Poccum 20.05.2020 N 58396)// OdunuanbHBIE WHTEPHET-
nmopTaj nmpaBoBoi nHpopmanmu http:// www.pravo.gov.ru, 21.05.2020

22. TOCT P 7.0.97-2025. HanmmonaneHbiid cTannapt Poccuiickoit @enepanuu. Cucrema
CTaHAapToOB 1o uH(GOpManuu, OHOIMOTEYHOMY M H3JaTeNbCcKOMy neny. OpraHu3zalnuoHHO-
pacnopsiauTenbHas JokyMeHTanus. TpeOoBaHus Kk oopmieHH0 HOoKyMeHTOB (yTB. [Ipukazom
Poccrannapra ot 26.06.2025 N 622-c1)

23. TOCT P 7.0.8-2025. HanmonanwHeiii ctangapt Poccutickori denepanun. Cucrema
CTaHJapPTOB MO WH(pOpMANKH, OMOTMOTEYHOMY M W3JIaTeIbCKOMY neiy. Jlemonpou3BoacTBo u
apxuBHoe Jieno. Tepmunsl u onpenenenus (yrB. [Ipukazom Poccranmapra ot 28.01.2025 N 30-
CT)

24. TOCT P MHCO 15489-1-2019. Cucrema cTaHgapToB 1O HH(pOpPMaLUH,
OubnmMoTeyHOMY M W3JaTeNbCckoMy aeny. Wubopmammss w JOKyMeHTanus. YTpaBiIeHUE
nokymentamu. Yacts 1. [lonstus u npunnuns! (yrB. [Ipukazom @enepanbHOro areHTCTBA MO
TEXHUYECKOMY pEryJupoBaHHIO U  MeTpojorun oT 26.03.2019 N 101-ct)/ M.,
Cranpaptungopm, 2019.

25. OK 011-93. OO6mepoccuiickuii KJIacCH(PHUKATOP YIPaBICHUYECKOW IOKYMEHTAIHH
(ytB. IToctanoBnenuem ["occranaapra Poccun ot 30.12.1993 N 299) (pen. ot 30.07.2025)

26. CropaBouHo-tipaBoBast cuctema «l'apaHT» - [DneKkTpoHHBIH pecypc] - Pexum
nocryma: http://www.garant.ru/

27. CnpaBouHo-tipaBoBas cucreMa «KoucymbranTlmroc» - [DaekTpoHHBIA pecypc] -
Pexxum nmoctyma: http://www.consultant.ru/

28. CnpaBouHo-tipaBoBast cucrema «Kogekc» - [Dnekrponsbli pecypc] - Pexum
nocryma: http://www.kodeks.ru/

29. KypnHan «Jlemonponu3BOACTBO M JOKYMEHTOOOOPOT Ha MPEaNpUsSTHH». Pexum
nocryna: http://www.delo-press.ru

30. Kypnan «/lenonpousBoactBo». Pexxum mpoctymna: http://www.jurn.ru

31. Kypnan  «Jlemompou3BoACTBO U JIOKyMeHTooOopoT». Pexum  jmocryma:
http://sekretar- info.ru
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4. KOHTPOJIb Y OIIEHKA PE3YJIbTATOB OCBOEHMS ITPON3BOJACTBEHHON

ITPAKTUKH

Kox v HanmenoBanue
npogeccuoHAIbHBIX U
00IIMX KOMIIeTEeHITUIA

Kpurepun oueHku

MeToabI OIIEeHKH

I1IK 3.1 OcyiiecTBasTh
paboTy Mo opraHu3zanuu
JIOKyMEHTO000poTa
OpraHu3aIu

Opraunusarus paboThlI 110
OpraHu3aIiu
JIOKYMEHT0000pOTa
OpraHu3aIiKi B COOTBETCTBUE
C HOPMATUBHBIMHU
JOKYMEHTaMu

KoHTpoJib BRIMOJHEHUS 3a1aHUN
MIPOU3BOCTBEHHOM MPAKTHKH,

OIICHKa paboT MPOU3BOACTBEHHOM
MIPaKTUKU

[1K 3.2 OcyiiecTBasTh
paboty 1o
cUCTEMaTH3aIluU U
XPaHEHHIO TJOKYMEHTOB

Opranuzanus paboThI IO

CHCTEeMaTH3aluU U XPAHCHUIO
JOKYMEHTOB B COOTBETCTBHE C
HOPMAaTUBHBIMU JOKYMCHTaMHU

KoHTpoJIb BBINOJHEHUS 3a1aHUI
IIPOU3BOJCTBEHHOM NPAKTUKH,
OIICHKa paboT MPON3BOACTBCHHOMN
NPaKTUKHU

I[IK 3.3. OO6ecreyusarb
COXPAHHOCTh  APXHBHBIX
($hoHIOB.

Opranu3zanus TeKyIero
XpaHCHUA JOKYMCHTOB,
o0paboTka jaen s
OIICPAaTUBHOI'O U APpXHUBHOT'O
XPaHCHHUS B COOTBETCTBHE C
HOPMAaTUBHBIMU JOKYMCHTaMHU

KoHTpoJib BBIMOJHEHUS 3a1aHUH
MIPOU3BOICTBEHHOM MPAKTHKH,

OIICHKA pabOT MPOU3BOACTBEHHOM
MPaKTUKHU

1K 3.4. OcymiecTBasiTh
JOKYMEHTHPOBaHHUE U
OpraHu3aIOHHYIO
00paboTKy TOKYMEHTOB
KaHLEISApUU (apXuBa)

O6paboTka nen ams
OIIEPATUBHOTO U aPXUBHOTO
XPaHCHHUS B COOTBETCTBHE C
HOPMAaTUBHBIMU JOKYMCHTaMHU

KoHTpoJIb BBINOSHEHUS 3a1aHUI
IIPOU3BOJCTBEHHOM IPAKTUKH,
OIIeHKa paboT MPOU3BOACTBEHHOM
MPaKTUKHU

OK 01.

Bei0upats cioco6st
penreHus 3a1a4y
npodeccuoHaNbHOM
JeSITeTbHOCTH
NPUMEHHUTEIBHO K
Pa3IUYHBIM KOHTEKCTaM;

Br16op criocoba pemeHust
3a/1a4 mpoeccuoHaTbHON
ACATCIIBHOCTH TPUMCHUTCIIBHO
K pa3JIMYHbBIM KOHTCKCTaM

KoHTpos1b BBINIOJIHEHUS 3a0aHUN
IIPOU3BOACTBEHHOM NPAKTUKH,
OlLIeHKa paboT MPOU3BOJCTBEHHON
MPaKTUKU

OK 02.

Hcnonp3oBath
COBPEMEHHBIE CPENICTBA
MIOWCKa, aHaJIN3a U
UHTEpIpeTalun
uH(popManuu, 1
MH(pOpMallMOHHbIE
TEXHOJIOTUH IS
BBITMIOJTHEHUSI 3a/1a4
npodhecCHoHaNBHOM

Hcnonb30BaHne COBPEMEHHBIX
CpeZACTBa MOUCKA, aHAJIN3a U
UHTEpIpeTaluy nHdopmanuu,
Y UCTIOJIb30BaHUE
MH(POPMAaIMOHHBIX
TEXHOJIOTH JUIsl BBIITOJIHEHUS
3aa4 npodeccuoHaIbHOM
JESITEIbHOCTH.

KoHTpo:1b BBITIOJIHEHUS 3a0aHUN
IIPOU3BOACTBEHHOM IPAKTUKH,
OlLIeHKa paboT MPOU3BOJICTBEHHON
MIPAKTHKN
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JACATCIIBHOCTH,

OK 04.

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

BsaumoneiictBue u pabota B
KOJUICKTUBE U KOMaH/IE

KoHTpoJIb BBINOJHEHUS 3a1aHUI
IIPOU3BOJICTBEHHOM IIPAKTUKH,
OIICHKa paboT MPOU3BOACTBEHHOMN
NPaKTUKU

OK 05.

Ocy1ecTBISTh YCTHYIO U
MUCHbMEHHYIO
KOMMYHHUKAIIUIO Ha
rOCy/1apCTBEHHOM $I3bIKE
Poccuiickoit ®enepanuu ¢
Y4ETOM OCOOECHHOCTEH
COLIMAJILHOTO U
KyJIBTYPHOI'O KOHTEKCTa

OcymiecTBiieHUE YCTHOM U
MUCbMEHHOW KOMMYHUKAIUU
Ha roCyJapCTBEHHOM SI3bIKE
Poccuiickoit denepaiyu ¢
y4eTOM 0COOEHHOCTEH
COLIMAJILHOTO U KYJIbTYPHOTO
KOHTEKCTa

KoHTpoJib BRIMOJHEHUS 3a1aHUI
MIPOU3BOICTBEHHOM MPAKTHKH,

OIICHKa pabOT MPOU3BOACTBEHHOM
MIPaKTUKU

OK 09.

ITonp30BaThCs
npodeCCHOHAIBHON
JIOKYMEHTaluen Ha
TOCYIapCTBEHHOM H
WHOCTPAHHOM SI3bIKaX

Hcnonn3oBanue
npodeccnoHaTBEHOM
JIOKYMEHTAIluU Ha
roCy/1apCTBEHHOM U
HHOCTPAaHHOM A3bIKax

KoHTpoJIb BBINOJHEHUS 3a1aHUI
IIPOU3BOACTBEHHOM MPAKTUKU,
OIIEHKa paboT MPOU3BOACTBEHHOMN
PaKTUKHU
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Munucrepcrso odpasosanus Ilensenckoii odaacTu
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1. OBIIASI XAPAKTEPUCTUKA PABOYEN ITPOT'PAMMBI TPOU3BOJACTBEHHOM
ITPAKTHUKH

1.1. Heab ¥ muiannpyemMblie pe3yJbTaThl 0CBOCHUS NMPOU3BOACTBEHHON NMPAKTUKHA

PabGouas nmporpamMma MpoOM3BOJICTBEHHOW MPAKTUKH SIBISETCS YaCTbIO MPOrpPaMMbl TOJATOTOBKHU
CHEIHAIMCTOB CPEIHEro 3BEHAa IO CIEHUATbHOCTH CpEeAHEro npodeccuoHanbHOro o0pa3oBaHUS B
coorBercTBUH ¢ PI'OC CIIO 46.02.01 [lokymMeHTamoHHOE 00eCTIeYeHHE YIPABICHHS U apXHUBOBEICHNUE.

[IpousBoacTBEHHAas MpPaKTHKAa MPOBOAMUTCA HEMPEPHIBHO IOCIE OCBOCHHS CTYACHTaMHU
MIPOrPaMMBbI TEOPETUIECKOTO U MPAKTUIECKOTO O0YUCHUS U SBJISCTCS 3aBEPIIAONINM dTAllOM O0YYCHHUS.

[IporpaMMa  OpOM3BOACTBEHHON  NPAaKTUKM  HampaBlieHa Ha  yriyOJleHHe  CTYIEHTOM
MePBOHAYATIFHOTO TPO(ECCUOHATLHOTO OIbBITA, PA3BUTHE OOMIMX W MPOPECCUOHATBHBIX KOMIETCHIIUN,
MIPOBEPKY €ro TOTOBHOCTH K CAMOCTOATEIbHOW TPYHAOBOM JAEATEIBHOCTH, a TAaKXKe€ Ha MOATOTOBKY K
BBITIOJTHCHHIO TUTIJIOMHOM pabOThl B OpPraHU3aIMsIX Pa3IMYHBIX OPTAaHU3AIMOHHO MTPABOBBIX (POPM.

3amayamMu MPOU3BOICTBEHHOM MPAKTUKU SBIISIOTCSA:

OBIIa/IeHUE MPO(HEeCCHOHAIBHOM AEATEIbHOCTBIO, Pa3BUTHE MPO(PECCHOHAIBHOTO MBIIIUICHUS;

3aKperieHue, yriyojieHue, pacliupeHue U CucTeMaTu3alusl 3HaHU|, 3aKperieHue MPakTUYeCKUX
HAaBBIKOB M yMCHUMW, TIONYYCHHBIX MPH W3YYCHUU JUCHUIUIMH W TMPOPECCHOHAIBHBIX MOIYJIEH,
OTIpEeACTSIONUX CIIeHU(UKY CIIEIUATbHOCTH;

oOydyeHHE HaBbIKaM pEIICHUS NPAKTUYECKUX 3aJad MpU  TMOATOTOBKE  JUIIJIOMHOTO
MIPOCKTa/TUTIIIOMHOM PabOTHI;

MpoBepKa TNPOQPECCHOHATBHONH TOTOBHOCTH K CaMOCTOSATENBHOW TPYJOBOH JESTEIHHOCTH
BBIITYCKHHKA;

cOOp MaTepHaJIoB K rOCYIapCTBEHHONW UTOTOBOW aTTECTAIUH.

1.1.1. [Tepedyenp oOMIMX KOMIETEHITUI

Konx HanmenoBaHue 0011MX KOMIIeTeHIIHI
OK 01 Br16upars criocoObl perieHust 3a/1a4 mpodecCuoHAIBHON IeITeIbHOCTH TPUMEHUTEIHHO K
pa3IMYHbIM KOHTEKCTaM
OK 02 Hcnonp3oBaTh COBpEMEHHBIE CPECTBA IMOMCKA, aHAJIM3a U UHTEPIpPETaluu UHPOpMAIUU
U UH(OPMAIMOHHBIE TEXHOJOTHUH JJIs BBINOJIHEHHsS 3aJa4 MPOQPEeCcCHOHATHLHOU
JIESITEIbBHOCTH
OK 03 [InanupoBarh W pealu30OBbIBaTh COOCTBEHHOE MPOPECCHOHANBFHOE U JTUYHOCTHOE

pa3BUTHE, NPEANPUHUMATEIbCKYIO JAESITEIbHOCTh B  NPOPECCHOHANBHON  cdepe,
UCIONb30BaTh 3HaHMUA 10 MPaBOBOM U (PUHAHCOBOM TPAaMOTHOCTH B PAa3JIMYHBIX
JKM3HCHHBIX CUTYyaluAX

OK 04 D¢ dexTrBHO B3arMOAEHCTBOBATh U pa0OTaTh B KOJIEKTHBE U KOMaHJIe

OK 05 OcCymiecTBISTh YCTHYIO M NHCbMEHHYI0 KOMMYHHUKAlLMIO Ha TOCYJAapCTBEHHOM S3BIKE
Poccuiickoit denepanuu ¢ y4eToM 0COOEHHOCTEH COIMAIBHOTO U KYIBTYPHOTO KOHTEKCTa

OK 06 [IposiBIIATE TpaXkIAHCKO-NTATPUOTUYECKYIO MO3UIMIO, JIEMOHCTPUPOBATh OCO3HAHHOE I10-

BCACHHUC Ha OCHOBC TpaAUIIHUOHHBIX pOCCHfICKPIX AYXOBHO-HPABCTBCHHBIX I_ICHHOCTeI\/’I, B
TOM YHUCJIC C YUCTOM IrapMOHHN3alluU MC)KHAITUOHAJIIBHBIX U MCKPCIIUTHUO3HBIX OTHOIHGHHfI,
MPUMCHATH CTAHAAPTHI aHTUKOPPYHNIITHUOHHOT'O ITOBEACHU L

OK 07 ConelicTBOBaTh COXpPaHEHHUIO OKpYXKAIOUIEH cpefbl, pecypcocOepeKeHUI0, MPUMEHSTh
3HaHUS 00 M3MEHEHMHU KJIMMara, MPUHIMIBI OepeXxIIMBOro MPOU3BOACTBA, 3(H(HEKTUBHO
JICICTBOBATh B YPE3BBIYAMHBIX CUTYAIUAX

Hcnonpk3oBarh cpeacTBa (pU3HMUECKON KYIbTYphI JAJII COXPAHEHHS U YKPEIJIEHUS 310POBbS

OK 08 B mpolecce MpodecCHOHATLHON JEITENBHOCTH M MOJIEPKAHHU HEOOXOAMMOIO yPOBHS
(U3UYECKOM MTOATOTOBICHHOCTH;
OK 09 T[onb30BaThes NPOPEeCCHOHANBHON JOKyMEHTAIMEN Ha TOCYIapCTBEHHOM M HHOCTPAHHOM

SI3bIKax




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. KoopaunupoBath paboTy NIpUEMHONH PYKOBOJIUTENS, 30H MPHEMa 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 TNPUEMHOW U KaOWHETa
PYKOBOJIUTEIIS.

IIK 1.6. OcymecTBiATh paboTy MO MOJArOTOBKE M MPOBEACHHIO KOH(MEPEHTHBIX MEPOIPHITHH,
obecrieunBaTh WHPOPMALIMOHHOE B3aMMOACUCTBUE PYKOBOJIUTENS C MOAPA3ACICHUSIMH U
JOJPKHOCTHBIMU JIMIIAMH OPTaHU3alMH.

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 C MCI0JIb30BAaHMEM aBTOMATH3MPOBAHHBIX 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  JlelaMH  (JIOKyMEHTaMH) apxXuBa
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 OpraHU3alUH.

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

HCITOJIb3OBAHHUEM aBTOMATU3HWPOBAHHBIX CHUCTCM.

1.1.3. B pe3ynbrare npoxox/1€Hus IPOU3BOJICTBEHHOM MPAKTUKKU 00Y4atOLTUICs TOIKEH:

Baangernb
HABBIKAMHU

[Tonmyuenust HeoOXoAMMON MHPOPMALMK U NIEpEeJayl CAHKIIMOHUPOBAHHON HH(pOpMaLIUU
C MCIIOJIb30BAHUEM CPEJICTB MH(POPMAIIMOHHBIX U KOMMYHHUKALIMOHHBIX TEXHOJIOTUH.
Koopnunanuu paboTel MpUEMHON PYKOBOIUTEINS U 30H MpUEMA pa3InYHbIX KaTerOpHii
MIOCETUTENIEN OpraHU3aLNN.

[TnanupoBanust pabouero BpeMEeHH PYKOBOAMUTENS U pabovero AHs ceKperapsl.
Opranuzanun Aen0BbIX MOE30K PYKOBOIUTEINS U APYTUX COTPYAHUKOB OPraHU3aLiH.
Opranuzanuu u noajiepkanus GyHKIIMOHAIBLHOTO pabovyero MpocTpaHCTBa.
OpraHu3anuu NOArOTOBKU U MPOBEACHUS KOHPEPEHTHBIX MEPONPUATHIA, 0OecTIeueHus
MH(OPMAITMOHHOTO B3aUMOJCHCTBUS PYKOBOJIUTEIS C TIOAPA3/IEICHUSIMH U
JOJKHOCTHBIMM JIMIIAMH OpTaHU3aluy.

Odopmienust opraHu3alOHHO-PACTIOPSIIUTENbHBIX JOKYMEHTOB U OpraHU3aluu
paboThl ¢ HUMHU, B TOM YHCJIE C UCIIOJIB30BAaHUEM aBTOMaTU3UPOBAHHBIX CUCTEM.
Odopmienust TOKyMEHTOB I10 JINYHOMY COCTaBYy M OpraHU3aluy paboThl C HUIMH, B TOM
YHCJIE C UCIIOJIB30BAHNEM aBTOMATU3HPOBAHHBIX CUCTEM.

Opranuzanuy TeKyIero XpaHeHus JOKyMEHTOB, 00pabOTKH Jell AJisi OTepaTuBHOIO U
ApXUBHOI'O XPAHEHHUS, B TOM UHCJIE C UCIIOJIb30BAaHUEM aBTOMATU3UPOBAHHBIX CUCTEM.
KoMmrnexkToBaHus apXUBHBIMHU JIeTaMU (JOKYMEHTaMM) apX1Ba OpraHU3aluu

Benenus yuéra apXuBHBIX /1€ (JOKYMEHTOB), B TOM YHUCJIE C UCIIOIb30BAaHUEM
ABTOMAaTH3MPOBAHHBIX CHCTEM




OcyuiecTBIeHNS XPaHEHUS ApXUBHBIX €T (JIOKYyMEHTOB) C TIOCTOSIHHBIM CPOKOM
XpaHEeHUs U M0 JUYHOMY COCTaBy B apXUBE OpraHU3alUU

XpaHeHusl, KOMILUIEKTOBaHUS, y4€Ta U UCIIOJIb30BaHUs Jell (JIOKyMEHTOB) BPEMEHHOTO
XpaHeHust

Hcnonp30BaHus apXUBHBIX /1] (TOKYMEHTOB), B TOM YHCJIE C UCIIOIb30BaHUEM
AaBTOMAaTHU3UPOBAHHBIX CUCTEM

YMmerhb

OpraHU30BBIBaTh paboyee MECTO B COOTBETCTBUU C TPEOOBAHUSAMU SPrOHOMUKH U
KYJIBTYPBI TPYNa;

obecnieunBath pabodee MecTo U (PYHKIIMOHATIBLHOE paboyee MPOCTPAHCTBO
HEOOXOIMMBIMHU CPEJICTBAMU OPTaHU3AMOHHON TEXHUKH, MEOCIbIO U KaHIIETSIPCKUMU
IPUHAAIC)KHOCTAMU;

MOJJICP’KUBATH CPE/ICTBA OPTraHU3AIMOHHON TEXHUKU B paboueM COCTOSHHM;
HIPUMEHSATH B paboTe cpelicTBa HH(OPMALMOHHBIX M KOMMYHUKAIIMOHHBIX TEXHOJIOTHI;
UCTIOJIb30BaTh CPEACTBA MH(POPMAIIMOHHBIX U KOMMYHUKALIMOHHBIX TEXHOJIOTUHN JIJIs
HOJIY4€HUs U nepesadu nHpopMaLuy;

yCTaHABJIMBATh U MOAJCPKUBATH KOMMYHHUKALIMHU B IIPOLIECCE JIEIIOBOTO OOIIEHUS C
HOMOIIBIO CPEICTB UH(POPMALIMOHHBIX U KOMMYHHKAIIMOHHBIX TEXHOJIOT U]
OCYIIECTBIIATH COOp, 00pabOTKy HHPOPMAIIHH, CUCTEMATU3ALUIO MTOJTy4aeMbIX U
nepeaBaeMbIX JaHHBIX;

OCYILECTBIIATH IPOBEPKY JOCTOBEPHOCTH, MOJTHOTHI M HEMTPOTHBOPEUUBOCTH JAHHBIX,
UCKIII0YeHHE 1y0sInpoBaHus HH(pOpMaLUY;

CIJIa)KMBATh KOH(IIMKTHBIE U CIIOKHBIE CUTYAI[H MEKIMIHOCTHOTO B3aUMOJICHCTBUS;
CO0JIIO/1aTh STUKET M OCHOBBI MEXJIYHaPOJAHOIO IPOTOKOJIA;

obecnieunBaTh HH()OPMAITMOHHYIO 0€30IIaCHOCTh JESITEIHLHOCTH OPraHU3allny;

BECTH U UCIIOJIb30BaTh B paboTe 6a3y KOHTAKTOB OpraHU3aluH;

BECTH YUETHBIE PETUCTPAIMOHHBIC ()OPMBI, UCIIOIB30BATh WX JUII HHPOPMAITMOHHON
paboThl U pabOTHI IO KOHTPOJIIO UCTIOIHEHUS TOPYUYECHUH;

BCTpEYaTh IMOCETUTEIIEH, MOTyYaTh NEPBUUHYIO HH()OPMAIIHIO O TIOCETHTEIAX,
yCTaHaBJIMBaTh MOPAAOK IpUéMa JUIsd pa3InUHbIX KaTeropuil MoceTuTeIe NpuHuMarh
MEpBI [0 COXPaHEHHIO KOH(PUICHIINATBHON HH(POPMALIUHU B XO/I€ TIPUEMA TOCETUTEIICH;
BECTH YUETHBIE PETUCTPALMOHHBIE (POPMBI 110 MPUEMY MOCETUTENE 1 0POPMIIATH
NIPOITYCKa,

OCYILECTBIIATH NPUEM, NIepeaady U OTIPABKY TOKYMEHTOB,;

OpPTraHU30BBIBATH U OPOHUPOBATH TIEPETOBOPHBIC KOMHATHI;

CepBUPOBaTh YaiiHble (KO(eiHbIe) CTONBI B Oduce;

BbIOMpATh (POPMBI TUTAHUPOBAHUS U OHOPMIIATH MIIAHUPOBIIUK (OpraHaizep)
PYKOBOIIUTEIS I CEKpPETapsI;

yCTaHaBJIMBAaTh LEJIH, ONPEAENATh IPUOPUTETHOCTh U OYEPENHOCTD BHIMOJIHEHHS paboT
1 3QPEeKTUBHO pacnpeaensiTs paboyee BpeMs;

COIVIACOBBIBATh BCTPEUM U MEPOTIPHUATHS U BHOCUTH HH(OPMALIMIO B TUITAHUPOBILUK
(opranaiizep);

UH(GOPMUPOBATh PYKOBOIUTENS O MPUOIMIKEHUH BPEMEHH U PEeTJIaMEeHTe
3aITaHMPOBAHHBIX BCTPEY U MEPOIIPHUSTHH;

BBIOMPATh ONTUMAJIbHbIE CIOCOOBI BHEIIHETO U BHYTPEHHET0 HH(POPMUPOBAHUS O
TUTAHUPYEMBIX MEPOTIPHSTHSX;

COCTaBJIATh U O)OPMIIATE TOKYMEHTHI JUISI IEJIOBBIX MOE3/10K;

OCYILECTBIIATH TPEBENI-TIOAIEPIKKY JEITOBBIX MOE3/I0K;

COIVIACOBBIBATh C MPUHUMAIOLIEH CTOPOHON MPOTOKOJI TUNIAHUPYEMBIX MEPOIIPUATHH U
dbopMHUpOBaTH MPOTPAMMY JETOBON MOE3IKH;

UCIIOJIb30BaTh CPEACTBA MH(POPMAIIMOHHBIX 1 KOMMYHHKAIIMOHHBIX TEXHOJIOTUHN JIJIst




o0ecreveHrs B3aUMOACHCTBUS C PYKOBOIUTEIEM BO BPEMsI €T0 JeJIOBOM MOE3IKH;
0oopMIIATH OTYETHBIE JOKYMEHTHI O JIeIOBOH MOE3IKe.

OpraHU30BBIBATH MPOIIECC MMOJATOTOBKHU U MPOBEACHIE KOHPEPEHTHOTO MEPOTIPUSITHS
WH/IMBUIYAJILHO U B COCTaBe paboyeil rpyriisl;

JOKYMEHTHPOBATh pa3Hble ATarbl IPOLEAYPhI OATOTOBKU U MPOBEICHUS
KOH()EPEHTHOTO MEPOIPUSATHS;

COCTABIIATH MIPOEKTHI OPTaHU3ALNOHHBIX, PACTIOPSAUTEIBHBIX U HH()OPMAITMOHHO-
CHPABOYHBIX JOKYMEHTOB, B TOM YHCJI€ JOKYMEHTOB, COAEPKAIIMX KOH(PHICHIIHATHHYIO
uHpopmarmio;

0(OpMIIATH OPraHN3aMOHHO-PACTIOPSAUTEIBHBIC JOKYMEHTHI (OPUTHHAIIBI M KOTIHH);
CKaHUPOBaTh, KOMUPOBATh U KOHBEPTHUPOBATh JJOKYMEHTHI B pa3inyHble (OpMaThI;
OCYILECTBIIATH IPOBEPKY IMPOEKTOB JOKYMEHTOB Ha COOTBETCTBHE IPABUIIAM
JIEJIONPOU3BO/ICTBA;

NPUHUMATH U IPOBOJUTH NEPBUYHYIO 00pAOOTKY BXOJAIINX JOKYMEHTOB;

MIPOBOJIUTH MPEABAPUTEIHHOE PACCMOTPEHUE BXOSAIINX U BHYTPEHHUX TOKYMEHTOB;
PETUCTPUPOBATH BXOJSIIUE, UCXOISIINE U BHYTPEHHUE IOKYMEHTHI,

KOHTPOJUPOBATh MAPIIPYTU3ALIMIO JOKYMEHTOIIOTOKOB B OpraHU3aluu (CormacoBaHue,
NOANHCAaHUE, YTBEPKACHNE, PETUCTPAIHs, 03HAKOMIICHHE U HCIIOJTHEHNE IOKyMEHTOB);
OCYILECTBIIATH CPOKOBBIA KOHTPOJIb UCTIOIHEHHSI IOKYMEHTOB;

OCYIIECTBIIATH 00PAOOTKY U OTIIPABKY UCXOMALIUX TOKYMEHTOB;

COCTaBJIATH OTYETHI U AHATTUTHYECKUE CITPABKH 00 MCTIOIHEHUH TOKYMEHTOB;

BeCTU UH(GOPMAIIMOHHO-CIIPABOYHYIO pabOTy MO TOKYMEHTaM;

OCYILECTBIIATH Pa0OTy C OPraHU3aMOHHO-PACTIOPATUTEIHLHBIMI TOKYMEHTAMH B
ABTOMAaTU3UPOBAHHBIX CHCTEMAX;

o0ecrneynBaTh COXPaHHOCTD MEPCOHATBHBIX JAHHBIX PAOOTHHUKOB;

OpPraHU30BBIBATH IOKYMEHTOOOOPOT IO MPEICTABICHUIO IOKYMEHTOB 10 TIEPCOHAITY B
TOCYIapCTBEHHBIE OPTaHbl;

OpPraHU30BBIBATH IOKYMEHTOOOOPOT MO YUETY U ABMXKEHUIO PAaOOTHHKOB;

BECTH BOMHCKHH y4E€T paOOTHUKOB;

BeCTH y4€T pabovero BpeMeHH paOOTHUKOB;

0(OpMIISITE OpraHN3aMOHHO-PACTIOPSAAUTEIBHBIE JOKYMEHTHI TI0 IMYHOMY COCTaBY;
BECTH PETUCTPALHIO, YUET, ONIepaTUBHOE XpPaHEHHE TOKYMEHTOB 10 JINYHOMY COCTaBY;
BECTH JJOKYMEHTAITUIO, TOTBEPIKIAIONIYIO CBEICHHS O TPYIOBOH IS TEITFHOCTH H
TPYAOBOM CTa)k€ pabOTHHKOB;

dbopMHUpOBaTh JIMYHBIE Jie7Ia PAOOTHUKOB;

0(OpMIIATH JieNia IO TUYHOMY COCTaBY JJIsl Iepefayyl B apXUB OPTaHU3AIINY;

paboTarh co crienuaaTn3upOBaHHBIME WH(OPMAIMOHHBIMHA CUCTEMaMH 1 0a3aMu TaHHBIX
0 BE/ICHUIO y4YETa U IBUKEHUIO PAOOTHHUKOB,;

pa3pabareiBaTh HOMEHKJIATYPy A€ OpraHU3aIHu;

IPOBEPATH MPaBUIBHOCTb O(POPMIIEHHUS TOKYMEHTOB M OTMETKU 00 UX MCIOTHEHUU
nepesa ux GOpMUPOBAHKEM B JIENIO IS TTOCIEIYIOIIETO XPaHEHHS,

dbopmupoBaTh Jena, KOHTPOJIMPOBATH MPABUIBHOE M CBOEBPEMEHHOE pacpeieieHue 1
MOAIIUBKY JOKYMEHTOB B JIeJla B COOTBETCTBUU C HOMEHKJIATYPOH /e,

IPOBEPATh CPOKH XPAaHEHUS JOKYMEHTOB, COCTABIATH MPOTOKOJ pabOThI SKCIIEPTHON
KOMHCCHH TI0 TIOAATOTOBKE IOKYMEHTOB K Tepeiade B apXuB;

COCTaBJISATh aKT O BBIJICJICHUH K YHUUTOKEHHIO IOKYMEHTOB, HE MOUIeKAIIUX
XpaHEHHIO;

COCTaBJISATh aKT 00 YHUUTO)KEHUH JOKYMEHTOB;

OCYIIECTBIIATH TIOJTHOE WJIM YaCTUIHOE 0(OPMIICHHE JIeTT BPEMEHHOTO, TOCTOSTHHOTO,
JIOJITOBPEMEHHOT'O CPOKOB XPaHEHUS;




COCTaBJISAITh ONUCH JIE]1 CTPYKTYPHBIX MOJIPA3/IeIEHUI TOCTOSIHHOTO, JOJITOBPEMEHHOIO
CPOKOB XpaHEHHUs JUIsl IIepelauu A€l B apXUB OpraHU3ally;

paboTaTh ¢ oApa3AeIeHUIMU/OPraHU3aLMsIMA HCTOUHMKAMH KOMIUIEKTOBAHUS apXUBa,;
IPUHUMATh apXUBHBIE JeJ1a (JOKyMEHThI) Ha IOCTOSIHHOE WX JOJITOBPEMEHHOE
XpaHEHHUE;

y4acTBOBATh B IIPOBEJEHUH 3KCIIEPTU3bI IEHHOCTH PA3IMYHbIX TUIIOB U BUJIOB
JIOKYMEHTOB B COOTBETCTBUU C BHYTPEHHUMH PErIaMEHTaMU OpTraHU3alii;
NPUMEHSTH B pab0Te pEKOMEHJAIIMH YKCIIEPTHO-TIPOBEPOUHON KOMUCCUU HITH
9KCIEPTHON KOMUCCUH OpraHU3aLlUY;

IPUMEHSTD [IEPEYHH C YKAa3aHUEM CPOKOB XpaHEHUs A€l (JIOKyMEHTOB);

co0JII0/1aTh HOPMATUBHBIE CPOKH XPaHEHUs JeJl (IOKYMEHTOB);

BECTU YUYET UCTOYHUKOB KOMILJIEKTOBAHUSI apXUBA;

UCIIOJIb30BaTh NEPE0BON OTEUECTBEHHBIN 1 3apyOeKHBIH ONBIT 10 KOMILIEKTOBAHUIO
apxuBa jJejgamMu (JOKyMEHTaMH) IOCTOSHHOIO U JOJITOBPEMEHHOIO XpaHEHUS;
UCIIOJIb30BaTh COBPEMEHHbIE aBTOMATHU3UPOBaHHbIE, THPOPMAL[MOHHBIE U
TEJIEKOMMYHUKAIIHOHHBIE TEXHOJIOTUH IOKYMEHTUPOBAHHBIX CeEp ACATEIbHOCTH
OpraHu3aluHm.

CUCTEMATU3HUPOBATh JeJa (JIOKYyMEHTHI);

pa3Meniarh apxXuBHBIE JieNa (JOKYMEHTbI) Ha MECTaX XpaHEHUs B COOTBETCTBUU C
HOPMaTHBHBIMH TPeOOBAHUSAMU B 00JaCTH apXUBHOTO Jiefla U yIIPaBICHUS
JIOKYMEHTaMU;

co0JII0/1aTh HOPMATUBHBIE PEKUMBI XpaHEHUS apXUBHBIX €] (JIOKYMEHTOB) Ha JIFOObIX
HOCHTEJISX;

IPOBOAUTH MPOBEPKY MOJHOTHI COCTABA APXUBHBIX JIOKYMEHTOB B €JMHULIAX XPAHEHHUS;
IIPOBOJIUTH ONKCAHUE APXUBHBIX €] (JIOKyMEHTOB);

COCTaBJISITh CIIPAaBOYHO-TIOMCKOBBIE CPEACTBA K apXMBHBIM JIeJIaM (JJOKYMEHTaM);
BECTU YUYET U KOHTPOJIb BbIJIa4l aPXUBHBIX JI€J1 (JOKYMEHTOB) U3 apXMBOXPAHMINILIA U
UX BO3Bpara;

BECTU YUYET U KOHTPOJIb NIepeaayu Jied (JOKYMEHTOB) B
roCy/1apCTBEHHBIN/MYHUIMIAIBHBINA apXUB WK HA HHOE BHEIIIHEE XpaHEeHUe U Ipuéma
JIeJ1 ¢ BHEIIHETO XPaHEHUS;

IPOBOAUTH MOJIUCTHYIO POBEPKY (HPHU3MUECKOTO COCTOSIHUS JIeN (IOKYMEHTOB);
Ppa3bICKUBaTh HEOOHAPYXKEHHbIE Jiea (JOKYMEHTHI);

HOJIb30BATHCS YUETHBIMHU JJOKYMEHTAMH B paMKax 3J€KTPOHHBIX MH()OPMAIIMOHHBIX
CUCTEM JJOKyMEHTUPOBAaHHBIX c(ep eATeNbHOCTH OpraHu3allly;

H0JIb30BATHCSI CEPTUDUIIMPOBAHHBIMU aBTOMAaTU3UPOBAHHBIMU CHCTEMaMHU
JIOKYMEHTHUPOBAHHBIX C(ep AeSITENTbHOCTH OpraHU3aluu 10 y4€TY, perucTpanuu,
KOHTPOJIIO e (JOKYMEHTOB);

M0JIb30BaThCsl UH(POPMALIMOHHO-CIIPABOYHBIMH CHCTEMaMH IOKYMEHTHPOBAaHHBIX chep
JESATEIIBHOCTH OPTaHU3ALNN;

BECTHU CIPAaBOYHO-TIOMCKOBBIE CPEACTBA K apXUBHBIM JI€JIaM (JIOKyMEHTaM);

BECTH YU&T CTPaxoBOro (hOH/1a apXMUBHBIX /1€ (JOKYMEHTOB);

IPUMEHSTh HOPMaTUBHbIE IIPABOBBIE AKThI, JOKAJIbHbIE HOPMAaTUBHBIE AKThI
OpraHu3allui U METOJUYECKUE TOKYMEHTHI B 00JaCTH y4€Ta apXUBHBIX eI
(TOKyMEHTOB);

BHOCHTB IPEAJIOKEHHUS 10 COBEPIIEHCTBOBAHUIO METOIMUYECKOTO 00ecCTIeUeHus yuéra
pa3HbIX BUJOB JOKYMEHTOB B JOKyMEHTUPOBAHHBIX cepax AesITeIbHOCTH
OpraHu3aluy;

3alUIIATh HTHPOPMAIIMOHHBIE PECYPCHl apXKBa OT HECAHKIIMOHUPOBAHHOTO JAOCTYTIA.
OpPraHU30BBIBATh U 00ECIeUrBaTh XpaHEeHHE e (JOKYMEHTOB) BPEMEHHOI'O XpaHEHHS




OpraHu3aliy B TPAJUIIMOHHOM U B 3JICKTPOHHOM BUJIE;

KOHTPOJIMPOBATh Pa3pabOTKy CTPYKTYPHBIMH MOAPA3ACIICHUSIMH OIIUCEN U aKTOB O
BBIJICJICHUM HAa YHUUTOXKEHHUE /11 (JOKYyMEHTOB) BPEMEHHOI'O XpaHEHHUs B
TPaJIMLINOHHOM U B 3JIEKTPOHHOM BHU/IE;

(GopMHUpOBaTh €AMHULBI XPAHEHUS IOKYMEHTOB JUIsl UX MTOCIIEAYIOIIEr0 pa3MeIleHus B
apXuBe OpraHU3alMY;

COCTaBJISITh CIIPAaBOYHO-TIOMCKOBBIE CPEACTBA K ApXUBHBIM JeJ1aM (JJOKYMEHTaM);
OCYUIECTBJIATH ITOUCK A€ (JIOKYMEHTOB) BPEMEHHOIO XpPaHEHUS B IPOLIECCE UX
XPaHEHUs B CTPYKTYPHBIX MOJIPA3JEIECHUSIX U apXUBE OpraHu3aluy;

OCYUIECTBJIATh METOAMUECKOE PYKOBOJCTBO OpraHu3alueil XpaHeHus e (JOKYMEHTOB)
B CTPYKTYPHBIX MOJIPA3JCJICHUSIX OpraHu3aliH;

OKa3bIBaTh CTPYKTYPHBIM I1OJIpa3AeICHUSAM PAKTUYECKYIO IOMOILb B OpraHU3aI1uH
XpaHeHus Ael (JOKyMEHTOB);

pa3pabarbiBaTh CIIPAaBOYHO-UH(POPMAITMOHHBIE JOKYMEHTHI 10 OpraHU3aliu
UCIIOJIb30BaHMsI 1)1 (JIOKYMEHTOB) BPEMEHHOI'O XPAHEHUS B CTPYKTYPHBIX
NOJPA3/IEICHUSIX U apXUBE OpraHu3alluu;

IPOBOAUTH HKCIEPTU3Y LEHHOCTH JIeJ1 (JIOKyMEHTOB) BPEMEHHOTO XpaHEHUS,
nepeJaHHbIX B ApXUB;

OIPEAEIATh CPOKU XpaHEHUS /1€ (JOKYMEHTOB) BpEMEHHOI'O XPaHEHMS;
o0ecrneunBaTh 3alUTy /1€ (JOKyMEHTOB) BPEMEHHOT'O XpaHEHMs B OPraHU3alH OT
HECAaHKIIMOHUPOBAHHOTO AOCTYIA WM YHUUTOXKEHUS;

IPOBOAUTH (PU3UUECKOE YHUUTOKEHHE A€ (JJOKYMEHTOB) BPEMEHHOI'O XpaHEHHUsI €
UCTEKIIMMH CPOKAMM XPaHEHUs MIOCJIE€ COIIACOBAHUS CO CTPYKTYPHBIMU
HoApa3AeIeHUSIMU OpraHU3aIHH;

0QopMIIATH YUETHBIE JOKYMEHTBI 00 YHUUYTOXKEHUU €l (IOKyMEHTOB) BPEMEHHOTO
XpaHEHMs ¢ UCTEKLIMMH CPOKaMH XPaHEHHs COBMECTHO CO CTPYKTYPHBIMU
NOJPA3/IEICHUSIMU OpraHU3aluu.

CHCTEMaTU3UpOBaTh U 0000IATh CBEIEHUS O COCTaBE U COAECP)KaHUMU aAPXUBHBIX 1€
(IOKyMEHTOB);

UCIIOJIb30BaTh HHPOPMAIIMOHHBIE TEXHOJIOTUHU B 001aCTH CO3[aHUs CIIPABOYHO-
MOMCKOBBIX CPEJCTB apXHBa U JOKYMEHTHUPOBAHHBIX cep AESITENbHOCTH OpraHUu3aluu;
(dbopMHpOBaTh OCHOBHBIE U BCTIOMOTaTeIbHBIE BUJIbI ADXUBHBIX CIIPABOUYHUKOB B
AIIEKTPOHHOM (hopMmE;

HOATOTaBINBATh HH(POPMALIMOHHBIE JOKYMEHTHI 110 3apocaM MOoJIb30BaTeNei
Ppa3JINYHBIX KATErOpUH.

3HaThL

HOpPMaTHBHBIE ITpaBoBble akThl Poccuiickoil denepannu B chepe nHHOPMALMOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJIOTUH, MO 3aliuTe HH(OpMauu, UHPOPMaLMOHHON
6e301acHOCTH, 0 paboTe ¢ OOpaleHUsIMH TpakKAaH, 0 OPraHU3alMU JIeJI0BOH MOe3IKH,
B c(epe e0por3BOACTBA U aApXUBHOTO JeNa, B cepe peryaupoBaHus TPYAOBBIX
OTHOIIICHUH;

JIOKaJIbHbIE€ HOPMAaTUBHbBIE aKThl, PEIVIAMEHTUPYIOIINE AESITETbHOCTD CIYXKObI
JIeTIOTIPOU3BO/ICTBA U €€ paOOTHUKOB, OPTaHU3ALMIO BEICHUS AETIONPOU3BOCTBA,
nepenayy Jesl B apXyuB OpraHU3aliy, a TAaKKe periaMeHTHPYIOLUE TPYAOBbIE
OTHOIIICHHUS;

CTPYKTYpY OpraHu3aiuy, e€ 3aauu U QyHKIUHU, pacupenenenne GyHKIUN Mex a1y
CTPYKTYPHBIMHU MOJAPA3AETICHUAMH U CIIEUATNCTAMU;

TpeOOBaHUS OXpaHbl TPY/la, MPOU3BOJICTBEHHOW CAHUTAPHUU, TPOTHUBOIOKAPHON
3allUTHI;

OCHOBBI MPAaBUIILHOM OpraHU3alliy TPYy/Aa U METO/IbI MOBBIIIEHUS €ro 3(PPEeKTUBHOCTH;
OCHOBBI YIIPaBJICHUSI BDEMEHEM,;




BU/Ibl OPTraHU3AIMOHHON TEXHUKH U MpaBuja paboThI C HEll;

MeToJIbl 00pabOTKHU M 3aIIUTH HH(OpMAIUK C TPUMEHEHHEM CPECTB
MH(OPMAITMOHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJIOTH;

COBpEeMEHHBIC HH()OPMAITMOHHBIE 1 KOMMYHUKAIIMOHHBIE TEXHOJIOTHH, TPIMCHSIEMbIC B
paboTe ¢ JOKYMEHTaMH, B TOM YHCJIE TI0 JUYHOMY COCTaBY;

OTUKET U OCHOBBI MEKYHAPOIHOIO IIPOTOKOJIA;

STHUKY JI€JIOBOTO OOIIEHUS;

IIpaBUJjIa PYCCKOTO A3BIKA;

IIpaBUJjIa pEYEBOr0 3TUKETA;

npaBujia NOJACP>KAHUS U PA3BUTHUS MEAKIMUYHOCTHBIX OTHOILICHUI;

IIpaBujIa NPOBEAEHUS JEIOBBIX IEPETOBOPOB;

IIpaBUjIa OpraHU3alny IPpUEMa IIOCETUTENIEH;

npaBujia CEpBUPOBKHU YaitHOTO (KOGEHHOT0) CTONA;

MOPSAAOK IMOATOTOBKH U JIOKYMEHTUPOBAHUS JI€JIOBOM MOE3/KH;

MHTEPHET-PECYPCHI ISl OCYLIECTBICHUS TPEBEI-TIOJAEPIKKH JIETOBBIX MOE3/10K;
KOMIJIEKC OPraHU3alMOHHO-TEXHUYECKUX MEPOIPUATHMN 110 MMOATOTOBKE U MPOBEICHUIO
KOH(EpEHTHBIX MEPOTIPUSITHI;

npaBuiIa OPOpPMIICHHS JOKYMEHTOB, CO3/IaBAEMBIX B IPOLIECCE MOITOTOBKU H
IPOBEACHHSI KOHPEPEHTHOTO MEPOIIPHUSTHS;

COCTaB BHYTPEHHHUX U BHEIIHUX HH(POPMALIMOHHBIX MTOTOKOB;

PYKOBOJICTBO CTPYKTYPHBIX TOIPA3/ICICHUI, 00pa3Ibl OANMCEH JIUII, UMEIOIIUX MPABO
MOJINUCAHUS U YTBEPKACHUS JOKYMEHTOB, 1 OTPAHUYEHHUS 30H UX OTBETCTBEHHOCTH;
BUIBI HOMEHKJIATYp J1e)1, o0mme TpeOoBaHMs K HOMEHKJIIaType Jell, IOPSI0K paboThl ¢
HEW;

MOPSIOK (OPMUPOBAHUS B 0ODOPMIICHHS JIEN, CICHUPUKY (HOPMHUPOBAHUS OTACTHHBIX
Kareropui Jei;

IIpaBUJIa XPAHEHUs J1e]1, B TOM YHCJIE C JOKYMEHTAMH OrPAHUYEHHOIO JOCTYIA;
MpaBHJIa BbIJIa4d U UCIOIb30BAHUS TOKYMEHTOB U3 CPOPMHUPOBAHHBIX JIEIT;

MOPSIIOK MCIIOIb30BaHUS TUIIOBBIX MJIM BEJOMCTBEHHBIX MEPEUHEN TOKYMEHTOB,
ONpeeICHUsI CPOKOB XPAHEHMS B IPOLIECCE IKCIEPTU3bI HIEHHOCTU JOKYMEHTOB;

BU/IbI ONHUCEH JIe7T OpraHu3alliy U TOPSIIOK padOThl C HUMH;

BU/IbI, PA3HOBUIHOCTH U (hOpMATHI BCEX BUIIOB IOKYMEHTOB;

KPUTEPUU OMPEEICHUS [ICHHOCTH JIeJ (IOKYMEHTOB) JIJIsl JaIbHEHIIIET0 XpaHEHUs UITH
YHUUTOXKECHUS;

METOJIMKa pa3paboTKu (OpM YUETHBIX JOKYMEHTOB B TPAJAUIIMOHHOM U B AJIEKTPOHHOM
BUJIE;

METOJIMYECKHE IOKYMEHTHI B 00JIACTU UCTIONH30BAHUSA U MYOIMKAIIUNA apPXUBHBIX T
(ITOKyMEHTOB);

METOAMYECKHE JOKYMEHTHI U HallMOHAJIbHBIE CTAaHIapPThI B 00JIACTH J1€JIO0NIPOU3BOACTBA U
apXMBHOTO JIENa;

METOJIMYECKHE IOKYMEHTHI U HAIIMOHAJIbHBIE CTAaHAAPTHI B 00JIaCTH Y4ETa IOKYMEHTOB U
JTIOKYMEHTHUPOBAHHBIX Cep AeATeNbHOCTH OPraHu3allnu;

HAaYyYHO-METOIMYECKUE KPUTEPUU IKCTIEPTU3BI ICHHOCTU PA3IMYHBIX TUIIOB U BUIOB JIET
(ITOKyMEHTOB);

HOpMaTUBHBIE TIPABOBBIEC akThl Poccuiickoit deneparivu B 00JaCTH 3aIIATHI
MEPCOHAJIbHBIX TAHHBIX;

HOpMaTHBHBIE MpaBoBbIe akThl Poccuiickoit @enepannu B 061actu nHGOpMAIU,
UH(OPMAITMOHHBIX TEXHOIOTUHN, 3N THl HHPOPMAIIMH U IEPCOHAIBHBIX JTaHHBIX,
uupoBoit TpaHchopMauy;

HOpPMAaTHBHEIE MPaBOBBIC akThl Poccuiickoit denepannu B obnactu




KOH(QUIEHITNATLHOCTH HH(GOPMAIINH;

APXHUBHOI'O Acia,

JIOCTYTIA;

JIOCTYTIA;

yuéTa apXUBHBIX €l (IOKyMEHTOB);

JIeITCIILHOCTH;

(1OKyMEHTOB);

CPOKH BBIIIOJTHEHUSI padoT;

BCEX BUJOB NOKYMCHTOB;

(IIOKyMEHTOB);

BUJIE;

TpeOOBaHUs OXpaHbl TPY/A;

TpeOOBaHUs K YCTAaHOBJIEHHBIM HOPMaM BBIPaOOTKH;
TpeOoBaHUS K yUETY 0CO00 LIEHHBIX U YHUKAIbHBIX APXUBHBIX JI€] (JOKYMEHTOB);

HOpPMaTHBHEBIE ITpaBoBbIe akThl Poccuiickoit @enepanuu B chepe nenonponus3BoicTBa U

HOpPMAaTHBHEIE MPAaBOBBIC aKThl Poccuiickoii @enepanyu B cepe AeTonpon3BOICTRA;
oO11re NPUHIMIBI y4éTa U KOMIUIEKTOBAHUS JIe) (JOKYMEHTOB) OTPaHUYEHHOTO

OpTraHHU3allMOHHBIC ITPUHITUIIEI UCITIOJIB30BAHUSA JOKYMCHTOB OT'PaHUYCHHOIO JOCTYIIA,
OpTraHrU3allMOHHBIC ITPUHIUIIBI KOMIIJICKTOBAHUA OCJI (I[OKyMeHTOB) OIrpaHUYCHHOTI'O

0COOEHHOCTH OpraHU3aIiu XpaHEeHUs /e (JIOKYMEHTOB) Ha Pa3IMYHbIX HOCUTEISIX;
OTEUYECTBEHHbIE U 3apyOeKHbIE CEPTUDUIIUPOBAHHBIE CUCTEMbI aBTOMATU3HPOBAHHOTO

nopsAI0K (OPMHUPOBAHUS TOKYMEHTOB B KOMILIEKTBI, FPYIIIIbl, TUIIbI;

IpaBUiIa CUCTEMATHU3ALMHU U KIIaCCU(UKAITUN JOKYMEHTOB;

IpaBuJia XpaHEeHUs /1] (JOKYMEHTOB) B COOTBETCTBUU C UX THIIAMU;
cepTUHUIMPOBaHHBIE HH()OPMAIIMOHHO-TIOUCKOBBIE CHCTEMBI B 00JIACTH Pa3pabOTKH
HAy4HO-CIIPABOYHOTO amnmnapara JIOKyMEHTHPOBAaHHBIX cep IesaTeIbHOCTH OPraHU3allHH;
CHOCOOBI U TEXHOJIOTUU TIOKYMEHTUPOBAHUS Pa3IMYHBIX BUIOB MPOPECCHOHATEHON
CPOKHM BBITIOJTHEHHsI pabOT MO OPraHU3aIMK UCIIONB30BAHUS ApXUBHBIX J1€TT

CPOKHM BBITIOJTHEHHSI paboT MO yYETY apXUBHBIX €T (JOKyMEHTOB);

CTaHdapThl O(l)OpMJ'ICHI/ISI OpraHI/I3aI_[I/IOHHO-paCHOpHHHTeHLHOﬁ AOKYMCHTAIIUH,
TCOPCTUUCCKUEC U MCTOAUYUCCKUC ACIICKThbI KOMIIJICKTOBAHUS U SKCIICPTHU3BI HEHHOCTHU

TpeOoBaHuUs K 0)OPMIICHHUIO JOTOBOPOB HA PEATU3AIMIO YCIIYT BHEITHETO XPAaHSHUS JeTT

Tpe6OBaHI/I$I K IMOATOTOBKC aPpXUBHBIX CIIPABOK M BBINTMCOK U3 aPXHUBHBIX JOKYMCHTOB,
Tpe6OBaHI/I$I K IIpoueccaM YHUYTOKCHUA I/IH(i)OpMaI_II/II/I B TpaAUIIMOHHOM H 3JICKTPOHHOM

YHUQUIIMPOBAHHYIO CUCTEMY OPraHU3aIlMOHHO-PACIIOPAIUTEIbHON TOKYyMEHTaIUH.

1.2. Kosim4ecTBO 4acoB Ha 0CBOeHHME IPOrPaMMBbI POU3BOJACTBEHHON MPAKTHKM:

Bcero — 144 gaca, B TOM 4uciie

B (hopMe IpaKTUUYECKON MOAroTOBKH — 144 yaca.

2. CTPYKTYPA U COJEPXKAHUE ITPON3BOJACTBEHHOMN MPAKTUKHA

2.1. O0beM NPOM3BOJACTBEHHOI NPAKTUKYU U BUAbI BHINOJHAEMbIX padoT

Bua pa6ot, o6ecnnedyuBarommx
NPAKTHKO-OPHEHTHPOBAHHYIO MOATOTOBKY

Kosau4vecTBo 4acoB (Hemeb)

Bcero

144 yaca (4 Hexen)

B TOM YUCIJIC:

BBITIOJITHEHHE 00513aHHOCTEH TyONIEPOB CIIEMAINCTOB

96

moa00p MaTepuana ajsl AUTLIOMHON paOoThI

48




2.2. TemaTuyecKuii IVIaH U MPOU3BOACTBEHHOH NPAKTUKHU

HaumenoBanue Buasl pador O0bem
pasiesioB, TeM, 4acoB
BBINIOJIHEHH e
o0s3aHHOCTEH
ayoJaépos
CIELHAJTHCTOB
1 2 3
Tema 1. Buowvt pabom 36
Oobmas 1. O3HakoMJIeHHE C OOBEKTOM MPAKTHKHU (IIOJyyeHHe OOLIMX CBEJECHUI 00 OpraHu3aluy, yYpeKIeHUH,
XapaKTepUCTHUKA BUJIAX JI€ATEIILHOCTN)
0a3pl MPaKTUKU 2. AHanu3 npousBOJCTBEHHON M OpraHU3al[MOHHOM CTPYKTYphl OpraHMU3alllK; aHaIU3 peXuma paboThbl
OpraHu3aIluu
3. [IpoxokaeHne HHCTPYKTaxa 110 OXpaHe TpyAd, TEXHUKE O€30M1aCHOCTH.
4. O3HakoOMJICHHE C JOJDKHOCTHBIMH OOS3aHHOCTSIMM CIELMAIMCTOB IO JIOKYMEHTAllUOHHOMY
00ECIIEYEeHHUIO YIIPABICHHS U apXUBOBEICHUIO
5. I3ydeHue nopsaka 1 OpraHu3aluy J1eJI0IpOU3BOACTBA
6. M3ydeHue nopsiaka apXxuBaliy U XpaHEHUs! JTOKYMEHTOB
Tema 2. Buowt pabom 60
Henocpencrsennoe | BeimonHeHnue 3aiaHuil pyKOBOIUTENSI PAKTUKK OT OpPTaHU3aAIlMH Ha pabovyeM MecTe, aHanu3 pPaboTHI
ydacTue B paboTe OpraHu3aIlM B BONPOCAX JIOKYMEHTAIMOHHOTO 00ECIIeUeHNUs YIIPABICHUS U apXUBOBEICHUS
OpraHu3aluu
Tema 3. Buowt pabom 36
[TonroroBka COop u moAroTOBKa MaTepHaoB JIJsl AUILIOMHON paboThl IO TeMe
JUIIIIOMHOM
paboThl
Tema 4. Buowt pabom 12
Crpykrypusanus u | CucteMaTH3aiys MaTepuaioB, COOpaHHBIX JJIsl HAMMCAHHS AUTUIOMHONW Pa0OThI, HAIIMCAHUE OTYETA TI0
o0paboTka MpaKTHKE
uH(pOopMauu
Bcero | 144 gaca

(4 Hen.)




3. YCJOBUS PEAJIM3ALIAU ITIPOU3BOJICTBEHHOM IMMPAKTUKH

3.1. s peaqm3anMym NPOrpaMMbl NPOU3BOACTBEHHONW NPAKTHKH JOJKHBI OBITH
NpeaycMOTPeHbBI CJIeAyIolue crieliaibHble OMelleHus:

[Ipou3BOACTBEHHAs MpPAaKTUKA IPOXOMUT B  OpraHM3alusx (y4pekICHHUsX), HalpaBlICHHUE
JEeSITeIbHOCTH KOTOPBIX COOTBETCTBYET MPOGUIIIO MOATOTOBKH CTyAeHTOB. O00pyn0BaHUE NPEANPUATUI
1 paboYuX MECT COOTBETCTBYET KBATU(UKAIIMOHHBIM TPEOOBAHUSAM, PEABSABISIEMbIM K CIICIIHATICTAaM B
obnactu 07 AAMUHHCTPATUBHO-YIIpaBiIeHUECKas U OPUCHAs 1eATEIbHOCTb.

3.2 UndopmannonHoe odecreyeHue 00ydeHust

3.2.1 OcHOBHbIE eYaTHbIE U IJIeKTPOHHbIE H3IaHMA

1. Aoymanze, [.I'. JlokyMeHTallMOHHOE OOECIIEUYCHUE YIIPABIICHUS MEPCOHAIIOM: Y4EOHUK U
NPaKTUKyM JJs1 cpeaHero mnpodeccuonanbHoro obpaszoBanus / JI. I'. AGymanze, W. b. BeimpsokkuHa,
B. M. MacnoBa. — 3-e¢ uzn., nepepad. u gomn. — Mocksa: WznarensctBo Opaiit, 2025. — 374 ¢c. —
(ITpoeccuonansnoe  obpazoBanue). — ISBN 978-5-534-16657-6. — Tekct: »ieKTpoHHBIH //
OopasosarenbHas miatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/562146.

2. AunryxoBa, H. ®@., Cuctemsbl 3JIEKTPOHHOTO JOKyMEHTOOOOpOoTa: ydueOHoe mocodue / H. .
Anryxosa, A. JI. [I3sto6enko, B. B. JloceBa, 0. b. UeunkoB. — Mocksa: KuoPyc, 2025. — 201 ¢c. —
ISBN 978-5-406-13653-9. — URL.: https://book.ru/book/955432

3. TIpozoma, O.C. [lenonpousBoACTBO: Y4eOHUK JUIsI CPEAHEro  MpoeCCHOHAIBLHOTO
obpazoBanmsi /| O. C.I'po3oBa. — 2-¢ m3a.— MockBa: M3marensctBo [Opaiit, 2025.— 131c.—
(ITpodeccuonanpuoe odpazoBanue). — ISBN 978-5-534-15986-8. — Tekct: snekTpoHHBIA //
OopasoBarenbHas wiathopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/563440

4. JloponuHa, JI. A. JIoOKyMEHTaIlMOHHOE OOECIICYCHNE YITPABICHHS: YICOHUK U IPAKTUKYM IS
cpenHero npodeccuoHanbHoro odpasosanwms / JI. A. Jloponuna, B. C. UputukoBa. — 2-e u3., nepepad.
u jon. — MockBa: U3parensctBo HOpaiit, 2025. — 270 c. — (IlpodeccuonanbHoe oOpazoBaHuE). —
ISBN 978-5-534-16017-8. — Texkcrt: anekrponnsiii // O6pa3oBarenbHas miatgopma KOpaiT [cait]. —
URL.: https://urait.ru/bcode/563264

5. Koncrurymus Poccuiickoit ®enepanuu.  OdunuansHbiii cereBoit pecypc Ilpesmmenra
Poccuu. [Dnexrponnsiit pecype]. URL: http://constitution.kremlin.ru/

6. Tpynosoit Konexc Poccuiickoii @enepanuu. CIIC «KoHCYmbTaHT ILTIOCY». [DIEKTPOHHBIN
pecypc]. URL: http://www.consultant.ru/document/cons

7. 3akon P® ot 21.07.1993 N 5485-1 «O rocymapcTBeHHOW TaitHe» (B JEHCTBYIOIICH
peIaKIm)

8. ®enepanbubiii 3akoH 0T 29.07.2004 N 98-d3 «O xomMepueckoii TaiiHe» (B IeiCTBYyIOIIEH
peIaKiym)

9. ®enpepanpubiii 3ak0H 0T 02.05.2006 N 59-®3 «O mopsiake paccMOTpeHHs OOparieHHid
rpakaan Poccuiickoii Menepariny» (B 1eiCTBYONICH PeAaKIINN)

10. http://pravo.gov.ru/ - OduiuanbHeIi HHTEPHET-MOPTAN PABOBOM HHPOPMAIIHH.

11. http://www.kremlin.ru/ - Odunmansusiii caiit I[Ipesugenta PO.

12. http://goverNemeNet.ru/ - Odunmanshelii caiit [IpaBurenscra POD.

13. CmpaBouno-mpaBoBas cucrema «lapant» [DnekrponHslii pecypc]. URL: garant.ru.

14. KazakeBuu, T. A. JlokyMeHTallMOHHOE OOECHEUYEHUE YTPABICHUS: YUYEOHHK M TNPAKTUKYM
s cpennero npogeccuonansHoro odpasosanusi / T. A. Kazakeuy, A. U. Tkanuu. — 2-e u3a., ucop. u
norn. — MockBa: W3marensctBo FOpaiit, 2025. — 177 ¢. — (Ilpodeccunonanbroe obOpazoBaHme). —
ISBN 978-5-534-06291-5. — Tekct: anektponnslii // O6pa3oBarensHas miaatgopma KOpait [caift]. —
URL.: https://urait.ru/bcode/562452

15. Konun, H. M. IlpaBoBble OCHOBBI yNpaBJIEHYECKOH NEATEIBLHOCTH: YU€OHMK Ul CPEIHEro
npodeccronanbHoro oodpazoanus / H. M. Konun, E. W. Martopuna. — 8-¢ wu3n., mepepab. u morm. —
Mocksa: M3narensctBo FOpaiit, 2025. — 154 ¢. — (IIpodeccuonansHoe odpazobanue). — ISBN 978-5-
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534-20480-3. — Tekct: onexTpoHHbli // OO6paszoBatenbHas 1uatgpopma HOpaiit [caiiT]. —
URL.: https://urait.ru/bcode/563174

16. IMaBnosckas, O. lO. IlpaBoBoe obecneueHre KaapoOBOTO JEIONPOU3BOJCTBA: YUCOHHK IS
By30B / O. lO. [IaBnoBckas. — 2-e¢ usn., nepepad. u gon. — Mocksa: M3parensctBo FOpaiit, 2025. —
288 c. — (Bwicmiee o6OpaszoBanme). — ISBN 978-5-534-17518-9. — Tekct: 9ieKTpoHHBIA //
Oo6pasoBarenbHas mwiathopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/566454

3.2.2 JlonoJTHUTEIbHbIe HCTOYHUKH

1. AprtuzoB A.H., Msakymes C.J[. CoxpaHeHHE M HCIOJb30BaHUE JIOKYMEHTOB IO JINYHOMY
COCTaBy: MpOILIOe, HacTosmee U Oyaymiee / OtedecTBeHHbIe apXuBHL. - 2020. - Ne4.,

2. VYxas Ilpesuaenra PCOCP or 24.08.1991 N 83 "O maptuiinbix apxuBax"// Bemomoctu CHJI
u BC PCOCP, 29.08.1991, N 35, ct. 1157.

3.  VYka3 I[Ipesunenra PO or 10.07.2017 N 314 "O npaznunoBanuu 100-meTus rocyaapcTBEHHOM
apxuBHOH cyx0b1 Poccun"// Cobpanue 3akonomarenscrea PO, 17.07.2017, N 29, cr. 4359

4. VYxa3 IIpesunenra PCOCP ot 24.08.1991 N 82 "O6 apxuBax Komurera rocymapcTBeHHOM
oe3onacHoct CCCP" // Bemomoctun Cwe3na Hapoanwix aenyratoB PCOCP u BepxoBnoro Cogeta
PC®OCP.- 1991.-Ne35.-Cr. 927;

5. Vka3 Ilpesugenta P® or 31.12.1991 N 338 "OO6 Apxuse IIpesugenta Poccuiickoii
@enepanun" // Cobpanne axtoB [Ipesunenta u [IpaBurensctBa Poccuiickoin @enepanuu.- 1992.- Ne3 .-
Cr. 95.

6. Kopnees, . K. JlokymeHTanmoHHOE OOecrieueHNe yIpaBiIeHUs: y4eOHUK U TPAKTUKYM JUIS
cpennero npodeccuonanbHoro oopasosanus / U. K. Kopuees, A. B. ITmenko, B. A. Mamypues. — 3-e
3., nepepad. m gom. — Mocksa: MzmarenberBo IOpaiit, 2025. — 438 ¢c. — (IlpodeccuonansHoe
obpazoBanue). — ISBN 978-5-534-16002-4. — Tekct: snexTpoHHblii // O6pa3oBarenbHas mmiaTdhopma
IOpaiir [caiiT]. — URL: https://urait.ru/bcode/563193

7. Kacpanosa, I'. 10. JlenonpoussoacTBo M Jpyrue acnekrel paboTel cekperaps / I.1O.
KacesiHoBa. — 7-€ u3n., mepepad. u gon. — Mocksa: U3narensctBo Abak, 2023. — 304 c.

8. IlemenkoBa, C. U. ApxuBoBenenue. Mcropus apxuBoB Poccuu ¢ apeBHEWIIUX BpeMeH 10
Havyayma XX Beka: yuyeOHHWK Juisi cpefaHero mpodeccruoHambHoro obpaszoBanus / C. U. IlemenkoBa; mox
HayyHoit pemakuuedt JI. H. Ma3yp. — MockBa: UsznmatensctBo  FOpaiit, 2025.— 128 c.—
(ITpodeccronanenoe  obpazoBanue). — ISBN 978-5-534-12086-8. — Tekcr: »ieKTpoHHBIH //
Oo6pasoBarenpHas mwardopma HOpaiir [caiit]. — URL: https://urait.ru/bcode/565795

9. AunekceeBa E.B. ApxmBoBenmenue / E.B. AnekceeBa, JL.II. AdanaceeBa, E.M. Byposa:
VYuebHoe mocodue. - M., 2007.

10. AsrokparoBa M.U., byranos B.1. CokpoBuniHmIa J0KyMeHTOB mpouuioro.- M., 2019.

11. ABTOMaTH3MpPOBAHHBIE CUCTEMBI yUeTa U TIoUcKa TIOKyMeHTOB B Poccuiickom rocapxuse HT]]
// OteuecTBeHHbIEC apxUBHL. - 2019. - No 3.

12. AnekceeBa E.B., AdanacbeBa JLII., byposa E.M. ApxuBoBeneHue (Teopus U METOJHKA):
VYuebnuk st BY3oB. — Ilox pen. E.M. byposoii. — M.: U3parensckuit jom MOU, 2019.
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4. KOHTPOJIb 1 OHEHKA PE3YJIBTATOB OCBOEHHUS
IMPOU3BOACTBEHHOMU ITPAKTUKHU

Texymmii KOHTPOJIb pe3yJbTATOB OCBOCHMS IPAKTHKH OCYLIECTBISAETCS PYKOBOAMUTEIEM
NPAaKTUKH OT 00pa30BaTENbHOTO YYPEKICHHS B MPOIECCE BBIMOIHEHUS CTyIACHTaMd pabdoT B
OpraHu3anusx (MpeanpuaATUsaX, YUpeKICHUIX) U IpU IPOBEPKE JAHEBHUKA 110 MPAKTHKE.

[To nToram npoxox1eHus MPAKTUKKU CTYJEHT MPEACTABISAET JHEBHUK U OTYET, KOTOPHIE JTOJIKHBI
MaKCUMaJIbHO OTpa)kaTh €0 MHAWBUAYAIBbHYIO pab0Ty B IEPHOA IPOXOXKACHHS IPAKTUKH.

CryneHT nomKeH cobparh JOCTaTOYHO IMOJHYI0 MHPOPMALKIO U TOKYMEHTHI, HEOOXOIUMBIE IS
BBIMOJIHEHUST  TUIUIOMHOM  paborel. COOp MaTepualoB JODKEH BECTUCh  LIEJIECHAIPABIEHHO,
NPUMEHUTEIPHO K TeMe AMIUIOMHOW paboTbl. OTYET MO TNpaKTUKE JAO0IDKeH OBbITh O(opMieH B
COOTBETCTBHUHM C IUNIAHOM IIPAKTUKH.

[Ipu odopmiieHHMH OTYETa MO MPOU3BOACTBEHHON NPAKTUKE €ro MaTepHajbl pPaclojliaraloTcsi B
ClIeAyIOIIEN TOCIe0BaTeIbHOCTH:

- TUTYJIbHBIN JIUCT;

- HUHAMBUyallbHOE 3aaHKe Ha npakTuky (IIpminoxxenue);

- JIHEBHUK NPOXO’KJEHUS MPAKTUKU C OIIMCAHUEM BBIIIOJIHEHHON paboOThI;

- aTTecTallMOHHBIH JIUCT;

- XapakTepUCTUKA PYKOBOAMUTENS MPAKTUKU OT OpraHu3auuu (IpeanpusiTus, yUpexaeHus);

- TabeJp;

- NPUIIOKEHHUS.

JlHeBHUK, Tabelnb, aTTECTAllMOHHBIN JUCT U XapaKTEPUCTHKA JOJKHBI ObITh 3aBEpEHbI M1€YaThIO
OpraHu3anuu (IpearnpUsITHSs, YUPEKICHUS).

B oryere mo mpakTHKe TOJKEH COAEP)KAThCs aHAIM3 CIELYIOLIMX J0KyMeHTOoB: [lomoxkeHus o
ciryxx6e JIOY, HHCTpyKIMM 10 JAEIONpPOU3BOACTBY, WHCTPYKIMHM TIO OpraHM3aldd paldOThI C
oOpamieHneM TrpaxzaaH, JlOJDKHOCTHOW HWHCTPYKLUMH JOKYMEHTOBena, JlOMKHOCTHON HMHCTPYKIUH
CeKpeTapsi, OIEpPOrpaMMbl BXOJSIINX/MCXOJAIINX JOKYMEHTOB, CXEMBbI JIOKyMEHTO0OOpOTa Ha
HOPEINpUATHH, JOKYMEHTbl O HpoBeaeHuM Meponpusthil. K oruery mnpunaraercs npakTHUeCKUi
MaTepuai K TEOPETUYECKON yacTh, O(pOPMIICHHBII B BUJI€ MPUIIOKEHUI; KOMMU BXOIALIMX U CXOJSALINX
IIHCEM OpPraHU3alluM, KOIMH MPUKA30B, PACIOPSLKEHUH, TPOTOKOJIOB, aKTOB, CIIPABOK, MOATOTOBIEHHBIX
MPAKTUKAHTOM Ha IPAKTHKE.

[To pe3ynbTaTaM MNpPaKTUKH PYKOBOAMUTENSIMHU MPAKTHUKU OT 00pa30BaTENBbHOTO YUPEXKICHHUS U OT
opranuzaiuu  (y4pexaeHus, TMpeanpusatus) GopMUpYeTCs aTTEeCTAllMOHHBIM JHCT, COAep Kalui
CBelleHUsI 00 YpOBHE OCBOEHHUS CTYJIEHTOM MPO(GECCHOHABHBIX KOMIIETEHIIUH, @ TaKXKe XapaKTepHUCTUKa
Ha CTYIEHTa 10 OCBOCHHIO OOIIMX KOMIETEHIIUH B IEPUOJ IPOXOKIEHUS MPAKTUKH.

ITpoMexyTouHass arrecTalyss IO IPOU3BOACTBEHHOM IOpakTUKe NPOBOAUTCA B ¢opme
¢ depeHIIMPOBAHHOTO 3ayeTa MPU YCIOBUHM MOJOKUTEIBHOIO aTTECTAlMOHHOIO JIMCTA IO IMPAKTHKE
PYKOBOJUTENEH MpakTUKK OT OpraHU3alid M 00pa3oBaTENbHOTO YUPEXKICHHS 00 YpPOBHE OCBOEHUS
poecCHOHANBHBIX KOMIETEHLUN; HAIW4YUs TOJOXKHUTEIbHOM XapaKTepUCTHKU OT OpraHu3aluyd Ha
CTy/IeHTa TIO0 OCBOEHHMIO OOIIMX KOMIIETEHIMHA B MEpPHOJA TNPOXOXKAECHUS NPAKTUKU; IOJHOTHl HU
CBOEBPEMEHHOCTH IPE/ICTABICHUS THEBHUKA PAKTUKH U OTYETA O IPAKTHKE B COOTBETCTBUU C 33JaHUEM
Ha MPaKTHKY.

Pe3yabTaThl (OCBOEHHBIE

OcHOBHbBIE TOKA3ATEIH OLICHKH

(I)OpMI)I N METOAbI KOHTPOJIA U

KOMIIETEHIUH) pesyJjbTara OLICHKH Pe3yJIbTAaTOB 00y4eHH s
OK 01. BeiOupars cnocoObl | BeiOupaer cnocoObl pemieHus | DKCcliepTHOe — HaOoJeHue  3a
peleHus 3a1a4 | 3a7a4 npoeCCUOHATLHON | OCBOCHHEM OOIIMX KOMITETEHLIUI
npodeccnoHanbHOM JeSTEIbHOCTH MPUMEHUTENBHO K | (OLIEHKa BBIMOJIHEHMS 3afjaHuil) B

ACATCIIbBHOCTU NMPUMCHUTCIIBHO K
Pa3JIMYHBIM KOHTCKCTaM;

Ppa3JINIHbIM KOHTCKCTaM

XoJe MIPOBEAECHUS
MIPOU3BOJICTBEHHOW MPAKTHKHU.
Onenka pE3yIBTaTOB




nudGepeHIMPOBaHHOTO 3a4eTa.

OK 02. Hcnons3oBars | Mcnonb3yer COBpPEMEHHBIEC | DKCIIEPTHOE  HAONIOJICHHE 32
COBPEMEHHBIE CpPEACTBAa IOUCKA, | CPEACTBA IIOMCKA, aHalIM3a U | OCBOEHUEM OOIIMX KOMIETEHIHI
aHanM3a W MHTEPIPETaluH | HHTEepIpeTauud uHpopManuu M | (OIICHKA BBHIIOJHEHUS 3a/laHH) B
uHpoOpMaLUU U MH(POPMALIMOHHBIE TEXHOJIOTUH | XOJ€ IPOBEICHUS
MH(POPMALIMOHHBIE  TEXHOJOTHHU | IS BBITIOJIHECHHS 3a7a4d | IPOM3BOJICTBEHHON NPAKTUKU.
s BBINOJIHEHMS 3aja4 | npoecCuOHAIBHON Onenka pe3ynbTaToB
npodeccnoHaTBLHOMI JIESITEIIbHOCTH; g hepeHIMPOBAHHOTO 3a4eTa.
NesITeNbHOCTH;

OK 03. IlnanupoBate  u | [lmanupyer 51 peanu3yer | DKcriepTHOe  HAOMIOJCHHE 32
peann30BbIBATH COOCTBEHHOE | COOCTBEHHOE NMPO(YECCHOHAIBHOE | OCBOGHHEM OOIMX KOMIIETCHIIUH
npodeccuoHaIbHOe u|u JUYHOCTHOE pa3BuTHe, | (OLICHKA BBIMOJIHEHUS 33/1aHUI) B
JIMYHOCTHOE pasBUTHE, | IPEANPUHUMATEIBCKYIO XoJe IPOBEICHUS
IPEINPUHIMATEIbCKYIO JeSITeTbHOCTD B | IPOM3BOJCTBEHHON IPAKTHKH.
JEsITeIbHOCTD B | mpodeccroHaIbHON chepe, | Ouenka pe3ynbTaToB
npogeccuOHaTBLHON cdepe, | HCTIONB30BATH 3HaHUS 1o | nuddepeHIPOBAHHOTO 3a4eTa.
UCIOJIb30BaTh 3HAHUS 1o | GUHAHCOBOM  TIpaMOTHOCTH B

MpaBoOBOM W (UHAHCOBOH | pa3TUYHBIX KU3HEHHBIX

IPaMOTHOCTH B PA3JIMYHBIX | CUTyalUsAX

JKM3HCHHBIX CUTYyalluIdX

OK 04. DddexTuBHO
B3aMIMOJICHICTBOBAaTh M pPabOTaTh
B KOJUICKTHBE U KOMaHJIC

O¢ddexTuBHO B3aUMOJICHCTBYET
u paboTaeT B KOJUJICKTUBE |
KOMaH Ie

DKkcnepTHOe  HAOMIOJCHHE 34
OCBOEHHEM OOIINX KOMIIETEHIIAI
(OILIeHKA BBITTOJTHEHUS 3a7aHUI) B

xoze TIPOBEICHHSI
IPOU3BOICTBEHHOW IMPAKTUKHU.
Onenka pe3yJabTaTOB

mudepeHIMPOBaHHOTO 3a4YeTa.

OK 05. OcymectBisath ycTHyto U | OcyiiecTBiser YCTHYIO U | DkcneptHoe  HaOMIOJeHWE — 3a
MUCHbMEHHYIO KOMMYHHUKAIMIO HA | IUCbMEHHYI0O KOMMYHHUKAIMIO HA | OCBOGHHEM OOLIMX KOMIIETEHLUMH
rocy/1apCTBEHHOM SI3BIKE | TOCYJaPCTBEHHOM A3bIKe | (OLIEHKA BBIIIOJIHEHUS 33/1aHUI) B
Poccuiickoit ~ @epepaunu ¢ | Poccuiickoii  Penepauuu € | Xoue [IPOBEAECHUS
y4EeTOM 0COOEHHOCTEH | yuyeToM 0COOEHHOCTEH | MPOU3BOJCTBEHHON MPAKTUKH.
COLIMAJIBHOTO M KYyJIbTYPHOIO | COUMAIBHOIO M  KyiabTypHOro | OueHka pE3yIBTaTOB
KOHTEKCTa KOHTEKCTa nudPepeHIIMPOBaHHOTO 3aUeTa.
OK 06. IIposBnsate rpaxnancko- | [Ipossuser rpaXkJIaHCKO- | DKCIepTHOEe  HalirofeHue  3a
MaTPUOTHYECKYIO MO3ULHIO, | TATPUOTHUECKYIO MO3UIUIO, | OCBOEHHWEM OOIIMX KOMIIETEHIIUI
JEMOHCTPUPOBaTh ~ OCO3HAHHOE | JEMOHCTPUPYET 0CO3HaHHOE | (OLICHKA BBINOJHEHHUS 3a/laHHi) B
MOBE/ICHNE Ha OCHOBE | MTOBE/ICHUE Ha OCHOBE | X0JIe MIPOBECHUS
TpaULIMOHHBIX POCCUICKHX | TPaJAULIMOHHBIX IIPOU3BOJCTBEHHON TPAaKTHUKH.
JyXOBHO-HPaBCTBEHHBIX oOuieyenoBeyeckux IeHHocTel, | OneHka pe3yabTaToB
IIEHHOCTeH, B TOM UYHUCIE€ C|B TOM 4YHclIe C  ydeToM | AudQepeHIHpPOBaHHOTO 3a4eTa.
y4EeTOM rapMOHHU3aIUH | TApMOHM3ALUN

MEKHAIIMOHAIBHBIX U | MEXHAIIMOHAJIBHBIX u

MEXPEIUTHO3HbIX  OTHOIIEHUH, | MEXXPEIUTHO3HBIX  OTHOILIEHUH,

IPUMEHSTh CTaHJApTHI | IPUMEHSET CTaHJapTHI

AHTUKOPPYINIIMOHHOTO AHTUKOPPYILHUOHHOTO

IIOBE/ICHNUS; NIOBE/ICHUS

OK 07. ConeiictBoBath | ConeiicTByeT COXpaHEHHUIO | DKCIEepTHOE  HAONIOACHHUE 34
COXPAHEHHUIO OKpYXKaroIllleH | OKpy’Karolei Cpenbl, | OCBOEHUEM OOIIMX KOMIIETEHIINHA
cpensl, pecypcocOepekeHuIo, | pecypcocOepexeHHmIo, (oLleHKa BBIMOJIHEHHUS 33/1aHUI) B
PUMEHSTh 3HaHUS 00 | IpUMEHSTh 3HAHHUSA 00 | xoze IIPOBEJCHUS




HU3MCHCHHUHN KJIMMAaTa, MPUHIIUIIBI

HN3MCHCHHUMN KJIMMAaTa, IMPUHIUIIBI

MIPOU3BOJICTBEHHONW MPAaKTHKH.

OepeKITMBOTO MIPOU3BOJICTBA, | OEPEKIUBOTO MPOU3BOJICTBA, | OreHKa pe3ynbTaToB
a¢dexTuBHO  nelcTBoBaTh B | 3 (PEKTUBHO NEHCTBYET B | nuddepeHInpOBaHHOTO 3a4eTa.
Ype3BBIYAITHBIX CHTYAITHSIX Ype3BBIYANHBIX CUTYAIIHSIX

OK 08. Mcnons3oBath cpeactBa | Ucnonb3yer cpencTBa | DKCIIepTHOE  HaAOMIOJEHUE  3a
bu3nuecKkol  KyabTypel Ui | QU3MYECKOW  KYJIBTYPHI  JJISA | OCBOCHHEM OOIIMX KOMIICTCHIIUN
COXpPaHEHHUS U  YKpEIUICHWs | COXpaHEHUsS U  YKpeIUIeHUs | (OIICHKA BBIIIOJHEHUS 3a/laHuil) B
3/10pOBbS B IIPOLIECCE | 3/I0POBbS B npoluecce | Xxoze MIPOBEICHUS
npodeccnoHanbHOM npodeccuoHanbHOM MPOU3BOJCTBEHHONW MPAaKTHUKH.
NEeSATEILHOCTH ¥ TOJNJCPXKaHUS | ACITeTbHOCTH u mojuepkanus | OmneHka pe3yabTaToB

HEO00X0IUMOTO YPOBHS
(bU3HYECKOI MOATOTOBIEHHOCTH;

nuddepeHIMPOBaHHOTO 3a4UeTa.

HEOOXOIMMOI0 YpOBHS
(U3MYECKOI MOATOTOBICHHOCTH;
OK 09. ITons30BaThCA
npodeccnoHaTbEHOMI

JOKyMEHTaIuen Ha
roCy/1IapCTBEHHOM 5

HHOCTPAHHOM A3bIKaX

[Tonp3yeTcss mpodeccrnoHaTbHOM
JIOKYMEHTalUen Ha
rocy1apCTBEHHOM u
WHOCTPAHHOM SI3bIKaX

DKcriepTHOE  HAOMIOJCHUE 32
OCBOCHHMEM OOIIMX KOMIIETEHIIUMA
(olLIeHKA BBITTOJTHEHUS 3a7aHUI) B

xoze MIPOBE/ICHUS
IPOU3BOICTBEHHOW IMPAKTUKHU.
Onenka pe3yJabTaTOB

mudepeHIMPOBaHHOTO 3a4eTa.

IIK 1.1 OcymectBiusare mnpueM- | OCyImIeCTBISICT IpUEeM- Tepeaady | DKCIepTHOe  HaOJIoJIeHHe  3a
nepenavy yIIpaBJICHYECKON | yrmpaBieHYeCKOH MH(GOpMALUU C | TPOLECCOM BBITIOJTHEHUS
uHpOopMauu c MIOMOUIBIO | IOMOIIBIO CPEICTB | 3alaHUi MO NPAKTUKE, OIIEHKA
cpencTB  MHGOPMAIMOHHBIX U | HHPOPMAIIMOHHBIX U | pe3ynbTarta.
KOMMYHHUKAITMOHHBIX KOMMYHHUKAITMOHHBIX ATTecTalMOHHBIH JIUCT.
TEXHOJIOTHUH. TEXHOJIOTHH. XapakTepucTuKa.

JuddeperunrpoBanHbIil 3aUeT.
IIK 1.2 KoopaunupoBats paboty | Koopaunupyer paboty | DkcriepTHOe  HaOmIOJeHHE — 3a
IPUEMHON PYKOBOAMTENS, 30H | IPUEMHON PYKOBOJUTENS, 30H | IMPOLECCOM BBIIIOJTHEHUS
npreMa pa3iMYHbIX KaTeropuil | mpueMa pa3iMYHBIX KaTeropuil | 3aJaHuii MO MpakTHKe, OIEeHKa
MIOCETUTENEH OpraHu3alu. [IOCETUTENEH OpraHu3aluu pe3yJibTarta.

ATTeCTallMOHHBIH JIUCT.

XapakTepucTHKa.

JluddepeHurpoBaHHbIH 3aUeT.

K 1.3 Brnagers HaBbikamu | Brageer HaBBIKAMH | DKCIIEPTHOE  HAONIOACHHE 34
IUTAHUPOBAHUS pabouero | MmIaHUPOBAHUS pabouero | mpoieccoMm BBITIOJTHEHUS
BPEMEHH  PYKOBOJUTEIS U | BpEMEHH  PYKOBOAMUTENS U | 3aJlaHUi 10 TPaKTUKE, OIIEHKa
CeKpeTapsl. ceKpeTapsl. pe3yJbTarta.

ATTEeCTallMOHHBIN JIHCT.

XapakTepucTHKa.

JnddepeHninpoBaHHbIN 3a4eT.
ITK 1.4 OcymectBisars | OcyniecTBiser HNOJATOTOBKY | DKCIepTHOEe  HaOdrofieHue  3a
MOATOTOBKY JIEJIOBBIX IOE3/JI0K | JAEJOBBIX MOE3J0K PYKOBOJIUTEINS | MPOLECCOM BBITIOJTHEHUS
PYKOBOIMTENS " JIpYTHUX | 1 OPYTUX COTPYIOHHMKOB | 3alaHUM IO NPAKTHKE, OIICHKA
COTPYJIHUKOB OpraHHU3aI1H. OpraHu3aIiHy. pe3ynbrarta.

ATTECTallMOHHBIN JIHUCT.

XapakTepucTHKa.

JuddepeHurpoBaHHbIi 3aUeT.
IIK 1.5 Bmagers cnocobamu | Brnaneer crocobamMu | DKCiepTHOEe  HaOMIOIeHHE 32
OpraHM3alyu pabouero | opraHu3zanuu pabouero | 0CBOEHHEM OOLIMX KOMIIETEHLIUH
MPOCTPAHCTBA  NPUEMHOM U | IPOCTPAHCTBa  MpPUEMHOM U | (OLIEHKA BBHIMOJIHEHUS 33/1aHUI) B

KaOuHeTa PYKOBOJUTCIIA

KaOuHeTa PYKOBOAUTCIIA

X0J€ IIPOBCACHU




MPOU3BOJICTBEHHON TMPAKTHKH.
Onenka pE3yabTaTOB
nudepeHIMPOBaHHOTO 3a4YeTa.

K 1.6 OcymectBisate paboty | OcymectBuser  paboTy — mo | OkcnepTtHoe — HaOdrofeHue  3a
II0 NOArOTOBKE M IIPOBEACHMIO | IOATOTOBKE W INPOBEACHHUIO | IIPOLECCOM BBITIOJTHEHUS
KOH(EPEHTHbIX  MEpPONPUATHIA, | KOHPEPEHTHBIX  MEPONPHUATHH, | 3aaHUN 1O MPAKTUKE, OICHKA
obecrieunBaTh MH(pOPMALMOHHOE | 00ecreunBaTh MHGOPMALIMOHHOE | pe3yJibTara.

B3alMOJICIICTBUE PYKOBOJAUTENS | B3aUMOAECHCTBUE PYKOBOAUTENS | ATTECTAllMOHHBIN JIUCT.

C OIpa3eJICHUAMUA u|c NOIpa3IeJICHUAMU U | XapaKTepUCTHUKA.
JOJKHOCTHBIMU JUIAMU | TOJPKHOCTHBIMU muamu | [nddepenunpoBanHblii 3auerT.
OpraHM3alMu OpraHu3aluu

IIK 1.7 Odopmisats | Opopmisier  OpraHU3alMOHHO- | DKCIEpTHOE  HaOmIoneHue  3a
OpPraHHU3alMOHHO- pacopsiAUTEIbHBIE TOKYMEHTHI | IIPOLECCOM BBITIOJTHEHUS
pacropsiguTeIbHbIE JOKYMEHTHI | U OpPraHU30BBIBATH pabOTy C | 3aJaHUW IO TPaKTHKE, OLEHKa
U OpraHu3oBbIBaTb pabOTy C | HUMM, B  TOM  4HCJIE  C | pe3yJbTaTa.

HUMH, B TOM  YHCJIE€ C | UCIOJIb30BAHUEM ATTEeCTallMOHHBIN JIHCT.
HCIIOJIb30BAHUEM ABTOMATU3UPOBAHHBIX CUCTEM XapaKkTepucTuKa.

ABTOMATU3HWPOBAHHBIX CUCTCM

JuddeperunrpoBanHbIil 3aUeT.

IIK 1.8 OdopMasTh TOKYMEHTHI
o  JIMYHOMY  COCTaBy W
OpPraHHU30BBIBATH PadOTy C HUMH,
B TOM YHCJI€ C HCIOJIb30BAHHEM
aBTOMATHU3HPOBAHHBIX CUCTEM.

Odopmnser  TOKyMEHTHI IO
JTUYHOMY COCTaBy u
OpPraHU30BBIBATH PA0OTY C HUMH,
B TOM YHCIIE C

UCIOJIb30BaHUEM
ABTOMATHU3UPOBAHHBIX CUCTEM.

OkcriepTHoe — HAOMIOZeHHE  3a
IIPOLIECCOM BBIIIOJTHEHUS
3aJJaHUi MO0 MpaKTHKE, OLEHKa
pe3yibTara.

ATTecTallMOHHBIH JIUCT.
XapakTepucTuKa.

JludbdepeHnmpoBaHHbIN 3a4eT.

IIK 1.9 OpranuzoBsiBath | OpraHu30BbIBAET TeKymee | DKcrepTHoe  HaOirojeHue  3a
TEKyIllee XpaHEHHE JOKYMEHTOB, | XpaHEHHE JIOKYMEHTOB, | IPOLIECCOM BBINOJIHEHUS
00paboTKy nen 1St | 00paboTKy nen JUISL | 3aIaHUM TI0 TIPaKTUKE, OIEHKa
ONEPAaTUBHOTO M  APXMBHOTO | ONEPAaTUBHOIO M  apXMBHOTO | pe3yJbTara.
XpaHeHus, B TOM UHUCJIE C | XpaHEHUs, B TOM 4YuCiI€ C | ATTeCTallMOHHbIH JIUCT.
UCMOJIb30BaHUEM UCIIOJIb30BaHUEM XapakTepucTHKA.
aBTOMATHU3HPOBAHHBIX CUCTEM. ABTOMATHU3MPOBAHHBIX CHCTEM. JnddepeHninpoBaHHbIN 3a4eT.
ITK 2.1 OcymectBiATh | OCyliecTBIsIeT KOMIUIEKTOBaHHME | DKCIIEpTHOE  HAOIOJeHHe  3a
KOMIUICKTOBAaHWE  apPXWBHBIMHU | apXUBHBIMHU JieJlaMu | IIPOLIECCOM BBITIOJTHEHUS
nenamMu (JOKyMEHTaMH) apXuBa | (JIOKyMEHTaMu) apxuBa | 3aJlaHU O TPAKTUKE, OIIEHKa
OpraHu3anuu OpraHu3aluu pe3yibTara.

ATTecTallMOHHBIHN JIUCT.

XapakTepucTHKa.

JuddepeHurpoBaHHbIH 3aueT.
IIK 2.2 Bectu yuer apxuBHbIX | Bener yuer apxuBHBIX Jien | DKCIIEpTHOE  HaONOJeHUE  3a
7en (JOKYMEHTOB), B TOM YHCIE C | (IOKyMEHTOB), B TOM 4YHCJIE C | OCBOGHHEM OOLIMX KOMIIETEHLUH
HCIIOJIb30BAaHUEM HCITOJIb30BAaHUEM (oLleHKa BBITIOJIHEHHUS 33/1aHUI) B

ABTOMATU3HUPOBAHHBIX CUCTCM.

ABTOMATHU3UPOBAHHBIX CUCTCM.

Xoze IIPOBEACHMUS
MIPOU3BOJICTBEHHOM  MPaKTHKU.
Onenka pE3yabTaTOB

b depeHIIMPOBAaHHOTO 3a4eTa.

IIK 2.3 OcymecTBiasTe XpaHEHUE
apXUBHBIX JeN (JIOKyMEHTOB) C
MIOCTOSTHHBIM CPOKOM XPaHEHHS U
[0 JINYHOMY COCTaBy B apXHBeE
OpraHu3aIyH.

OcymecTBisier XpaHEeHue
apXUBHBIX JeNl (JIOKYMEHTOB) C
MOCTOSIHHBIM CPOKOM XpaHEHUS U
M0 JIMYHOMY COCTaBy B apXWBE
OpraHu3aluy.

DKcrnepTHOEe  HAOMIOJICHHE 34
ImponueccomMm BBITIOJIHCHUSL
3alaHuil MO TIPAKTHKE, OIICHKA
pe3yibTara.

ATTeCTaHHOHHLIﬁ JIMCT.




XapakTepucTHKA.
JuddepeHurpoBaHHbIi 3aUeT.

K 24 OcymectBisTh | OCcyIiecTBiseT XpaHeHue, | DKCnepTHoe  HaOmoJeHHe  3a
XpaHEeHHue, KOMIUIEKTOBAHUE, | KOMILJIEKTOBAHHUE, yuer U | OCBOGHHEM OOIIMX KOMIIETEHIUI
y4eT ¥ HCIIOJIb30BaHHUE JIEJl | UCIIOJIb30BAHUE nen | (OIleHKa BHITIOJHEHUS 3a/laHui) B
(10KYMEHTOB) BPEMEHHOTO | (IOKYMEHTOB) BPEMEHHOIO | XOA€ MPOBEJICHUS
XpaHeHus XpaHEHUs IPOU3BOJCTBEHHOW  MPaKTHUKH.
Onenka pE3yabTaTOB
nudepeHIMPOBaHHOTO 3a4YeTa.
IIK 2.5 OcymectBisath | OcymiecTBiser OkcreptHoe  HAOMIOZCHHE 32
UCIIOJIb30BAaHUE apXMUBHBIX JIeJ | UCHOJb30BaHUE APXMBHBIX [Ie]d | IMPOIECCOM BBITIOJTHEHUS
(IOKYMEHTOB), B TOM 4YHCJIE C | (IOKYMEHTOB), B TOM 4HCJI€ C | 3aJaHUN MO MPAKTUKE, OLIEHKa
HCIOJIb30BAHUEM HCIIOJIb30BaHUEM pe3yInbrarta.
aBTOMATHU3UPOBAHHBIX CUCTEM. ABTOMATHU3UPOBAHHBIX CUCTEM. ATTeCTallMOHHBIH JIUCT.
XapakTepucTHKa.

JuddepeHunrpoBaHHbIi 3aUeT.
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1. OBIIASI XAPAKTEPUCTHUKA PABOYEH NPOT'PAMMBI YYEBHOU MPAKTUKH

YI1.01 OCYIHECTBJIEHUE OPTAHU3ALIMOHHOI'O

N JOKYMEHTAIOHMOHHOI'O OBECIIEYEHUA AEATEJIBHOCTHU OPI'AHU3ALIUU

1.1. Heap u niianupyemble pe3yJibTaThl 0CBOCHHUS Y4eOHOMH NPAKTHKH

B pesynprate mpoxoKAeHHs y4eOHOW MPaKTHKU OO0ydJaromuiics TMOJIydyaeT TIepBUYHbBIC
npodeccuoHanbHble HaBBIKM IO BUAY JAedarenbHocTd: OcCyllecTBIeHHE OPraHU3allMOHHOTO |
JOKYMEHTAI[MOHHOTO o0ecIiedeHusl AESITeIbHOCTH OpraHu3allid U COOTBETCTBYIOIIME €My oOIlue u
npodeccuoHanbHble KOMIIETECHINH:

1.1.1. Ilepedenp OOIIMX KOMIIETCHITHI

Kon ‘ HaumenoBanue o0ux KoMIeTeH M

OK 01 Br16upath ciocoObl perienus 3a1a4 npopecCHOHANbHON AEITeIbHOCTH TPUMEHUTEIBHO K
pa3IMYHbIM KOHTEKCTaM.

OK 02 Hcnonp30BaTh COBpEeMEHHBIE CPEICTBA MTOMCKA, aHAIIN3a U MHTEPIIPETAIli HHPOPMAIINH,
1 HH(OPMAIMOHHBIE TEXHOJIOTHH JIJIsl BHITIOJIHEHMS 33724 PO eCcCHOHATBHOM
JESITENIbHOCTH.

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

OK 05 OcCy1ecTBIATh YCTHYIO U TUCBMEHHYI0O KOMMYHHUKAIUIO HA TOCYAapCTBEHHOM SI3BIKE
Poccuiickoii @enepauu ¢ yueToM 0COOEHHOCTEN COLIMATBLHOTO U KYJIBTYPHOTO
KOHTEKCTA.

OK 09 [Tonp30BaTbest MpOQecCHOHATBHOM TOKYMEHTAUEH Ha TOCYIapPCTBEHHOM U MHOCTPaHHOM
A3BIKAX.

1.1.2. Tlepeuens mpodecCHOHATBEHBIX KOMIICTCHIIUN

Kon ‘ HaumeHnoBaHHe BUI0B 1eSITeJIbHOCTH U MPodecCHOHATbHBIX KOMIIeTeH it

BA1 OcyuiecTBiieHHEe OPraHU3ANMOHHOTO0 U JOKYMEHTAIIMOHHOT0 00eceYeHus
AeATEeJbHOCTH OPraHu3anuu

K 1.1. | OcymecTBaaTh npuéM-repeaady yrnpaBieHuYeCKOW HHPOPMAIIUU ¢ TTOMOIIBIO CPEJICTB
MH(OPMALIMOHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJIOTUH.

MK 1.2. | KoopauHupoBath paboTy IPUEMHON PYKOBOAMTEINS, 30H IPHEMa Pa3IMUHbIX KaTeropui
MIOCETUTENIEH OpraHu3aluy.

MK 1.3. | Bragers HaBbIKaMU IUIAHUPOBAHUS PabOYETro BpEMEHU PYKOBOJHUTENS U CEKpeTaps.

MK 1.4. | OcyuecTBIATh MOATOTOBKY JEJIOBBIX MOE3/I0K PYKOBOJUTENS U IPYTUX COTPYJHUKOB
OpraHu3aIiHy.

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

MK 1.6. | OcymecTBiATs paboTy MO MOJTOTOBKE U MPOBEIECHUIO KOH()EPEHTHBIX MEPOIPUATHH,
oOecrieunBaTh HHGOPMAIIMOHHOE B3aUMOACHCTBUE PYKOBOIUTENS C MOJIPA3/AEICHUIMU U
JOJKHOCTHBIMHM JIMIIAMH OpraHU3aliy.

K 1.7. | OdopMisTh OpraHn3allMOHHO-PACTIOPSIIUTENbHBIE TOKYMEHTBI M OPTaHU30BbIBaTh paboOTy
C HUMH, B TOM YHUCJIE C UCTIOJIb30BaHUEM aBTOMATU3UPOBAHHBIX CHCTEM.

MK 1.8. | OdopMAsATH TOKYMEHTHI 110 JIMYHOMY COCTaBY U OpraHU30BBIBaTh pabOTy C HUMH, B TOM
YHCJIE C UCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX 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 gacos —36,
B TOM 4HCIIE B pOpME MPAKTUUECKON OJATOTOBKU —30.



3.CTPYKTYPA U COAEP)KAHUE YYEBHOU MPAKTUKH

3.2 TeMmaTH4ecKHUii IVIaH U coJepKaHNe YUeOHOMH MPAKTHKH

HaumeHoBaHue pa3jiesioB u Buawbi pador KoanuecTtBo
TeM 4acoB
1 2 3
Cocrasienue u PaspaboTtarh 61aHKHM OpraHU3alnuil pa3IMYHBIX OPraHU3alMOHHO — MPaBOBBIX (hopM. Pa3paboTath 6
odopmieHue JOJDKHOCTHYIO HHCTPYKIIMIO J€JIONPOU3BOAUTENS U apxuBapuyca. OGopMuTh MITaTHOE paciucaHue.
OPraHM3anuoOHHbIX Odopmuts TpyaoBoit goroop. Odopmuts Tabens yuera pabodero BpeMeHu
JOKYMEHTOB
CocraBiieHue u OdopMHUT pa3IMYHbIE BUIBI OPTaHU3AIMOHHO — PACHIOPSAUTEIBHON JOKYMEHTAIMH: TPUKA3bI IO 6
odopmieHue OCHOBHOI, IEATEIBHOCTH , IPUKA3bI 110 a[IMUHUCTPATUBHO — XO3SIICTBEHHOM J1€ATEIbHOCTH.
pacnopsiiuTeJbHbIX
JOKYMEHTOB
CocraBJjieHue u OdopMuTh pa3THUHBIC BUIBI MHOOPMAIIMOHHO — CIIPABOYHBIX JOKYMEHTOB: 3asBJICHHE HA IPHEM Ha 6
odopmieHHe cIPaBOYHO- |paloOTy, Ha YBOJbHEHUE, pe3toMe U aBToduorpaduto OhopMuTh MUCHMO — 3aIIPOC, MUCHBMO — OTBET,
HH(pOpMALMOHHBIX JOKJIATHYIO U OOBSCHUTENBHYIO 3alIUCKHU.
JOKYMEHTOB
Odopmiaenue 1okymeHTOB |OPOPMUTE JIMYHYIO KAPTOUKY COTPYIHUKA, TPUKA3bl 10 IMYHOMY COCTaBy: IIpHEM Ha padoTy, yObITHE B 6
10 JINYHOMY COCTABY KOMaHAMPOBKY, IPEMUPOBaHUE, IPEAOCTaBICHUE OTIYCKa, IEPEBO Ha APYTYIO JOHKHOCTh, YBOJIbHEHHUE.
OdopMHTh B TPYJI0OBOM KHIDKKE ITPUEM Ha paboTy, NEPEeBOJI Ha JPYTYIO TOJKHOCTh U YBOJIbHEHHE.
Opranusanus O3HAaKOMHUTBCS CO CXEMOH JOKYMEHTO0O0POTa B OpraHU3allMi U OPraHU3alMy PEruCTpaluy TOKyMEHTOB, 6
AOKYMEHT0000poTa HOPSIKOM MPOXOKACHUS Pa3IMUHBIX JOKYMEHTOIIOTOKOB OpraHU3aIMH, KOHTPOJIEM HaJl UCTIOJTHEHUEM
JOKYMEHTOB B OpPTaHHM3aIll{, C HOMEHKJIATYPO JeNl OpraHU3aIiH, TIOPSIIKOM COCTaBICHUS U 0()OPMIICHUS
JIeST OpraHu3aliy. 3aroJHUTh KYPHAJIbl PETUCTPALIUN BXOJAIIEH, UCXOSIIEH U BHYTpEHHEH
KOPPECTIOHICHITHH
Opranusanus nepenaun |[1oAroToBUTH €0 K Nepeaue B apXUB OPraHU3alUN: CUCTEMATU3UPOBATh IOKYMEHTHI J1eJ1a, COCTaBUTh 6
JeJ1 B ApXUBBI BHYTPEHHIOIO OIIUCH JIeJa U JIUCT — 3aBEPUTENb JieJia, IPOHYMEPOBATh CTPAHUIIBI U CIIUTH JAEJIO,
opraHu3auui 0(OpMHUTE O0JIOKKY JenIa
IMpomexyrounas arrectanus ( 1uggepeHIINPOBAHHBII 3a4€T)
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

3.2.1. OcHOBHBIE MeYaTHbIE U YJIEKTPOHHbIE H3IAHUA

1. AGynamze, JI.I. JlokymMeHTanMoHHOe oOOecreyeHnue YIpaBICHUS IEPCOHAIOM:
y4eOHUK W NPAKTHUKYyM JUIsl cpeAaHero mnpodeccuoHanbHoro obpaszoBanus / JI. I'. AGynan3e,
W. b. Bempsokkuna, B. M. MacnoBa. — 3-e u3a., nepepal. u gon. — Mocksa: M3naTenbcTBo
FOpaiir, 2025. — 374 c. — (Ilpodeccronansroe obpazoBanme). — ISBN 978-5-534-16657-6.
—  Teker: onextponnblii  //  OOpazoBarenbHas minardgopma  IOpaiit  [caiit]. —
URL: https://urait.ru/bcode/562146.

2. Anryxosa, H. ®@., Cuctemsl 2JIEKTPOHHOTO JJOKYMEHTOOOopoTa: yueOHoe mocodue / H.
®. Anryxosa, A. JI. [I3t06enko, B. B. Jlocesa, 1O. b. YeunkoB. — MockBa: KnoPyc, 2025. —
201 c. — ISBN 978-5-406-13653-9. — URL.: https://book.ru/book/955432

3. Kopuee, MW. K. [lokymeHTanimoHHOE oOOeCneYeHUEe YIpPaBICHHS: YYCOHHK U
NOPaKTUKyM Ui cpefgHero npogeccuonanbHoro obpaszosanus / U. K. Kopuees, A. B. ITmenxo,
B. A. MamypneB. — 3-¢ m3a., nepepad. u jon. — Mocksa : U3natenbctBo FOpaiit, 2025, —
438 c. — (IlpodeccuonanbHoe obpazoBanue). — ISBN 978-5-534-16002-4. — Texkcr:
AIIEKTPOHHBIN /l Oo6pazoBaTenpHas maTdopma Opaiit [caiit]. —
URL.: https://urait.ru/bcode/563193
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4. KacesiHoBa, I'. FO. Jlenonpon3BoacTBO U Apyrue acnekTsl padotsl cekperaps / I'.1O.
KacesinoBa — 7-¢ 3., mepepad. u gon. — Mocksa: M3narenscTtBo Abak, 2023. — 304 c.

3.2.2. JlonoJTHUTEIbHbIE HCTOYHUKH

1. Anppeesa B.1. Jlenonpou3BoacTBO: OpraHu3alysi U BeJleHUE: y4eOHO-IIPAKTUUECKOE
nocobue / AunpeeBa B.M1. — Mocksa: KanoPyc, 2020. — 294 ¢. — ISBN 978-5-406-00580-4. —
URL: https://book.ru/book/934225. — TekcT: 311eKTpOHHBII.

2. AuzopoBa, C. II. Opranuzanus TpyAa TOCYJAapCTBEHHBIX M MYHHUIIMIIAIbHBIX
cyxamux : yaeobnoe nocooue / C. I1. Anzoposa, C. I'. denopuykoBa. — Mocksa : UHOPA-M,
2023. — 160 c. — (Bsicmiee oopazoBanue: bakanaBpuar). - ISBN 978-5-16-016369-7. - Tekcr :
anektpoHHbI. - URL: https://znanium.ru/catalog/product/1939092

3. bynar P.E. JlokymeHTanmoHHoe oOecleueHrue YIpaBJIeHUS IEPCOHAIOM: Yy4eOHOe
nocobue / P. E. Bymar. — MockBa: UH®PA-M, 2019. — 234 c. + Jlon. marepuaisl
[[DnekTponnbIit pecype]]. — (Bricmiee oOpazoBanue: bakamaspuar). - ISBN 978-5-16-010318-
1. - Tekct: anextponnsiii. - URL: https://znanium.com/catalog/product/1007087. — Pexum
JOCTyTA: 1O MOJIIUCKE.

4. I'yryeBa T.A. KonduneHnmanibHOe enONpoU3BOACTBO: yueOHOoe mocobue / T.A.
['yryeBa. — 2-e uzn., nepepad. u gon. — MockBa: UHOPA-M, 2022. — 199 c¢. — (Cpennee
npodeccuonansHoe obpazoBanue). - ISBN 978-5-16-016585-1. - Tekcr: anekrponHsiii. - URL:
https://znanium.com/catalog/product/1191331. — Pesxum 10CTyma: O MOAIUCKE.

5. 'ycapoea M.H. OpranuzaiiuoHHO-MHPOPMAIMOHHOE U JIOKYMEHTAllMOHHOE
o0ecrnieueHre AeITeIbHOCTH PYKOBOIUTENS: yueOHO-MeToanueckoe nocodue / M. H. I'ycapoga,
C. B. l'opkym. — Mocksa: PTY MUPDA, 2022. — 106 c. — TekcT: 3nekTpoHHbIl // JlaHs:
anekTpoHHOo-Onbmmoreunas cucrema. — URL: https://e.lanbook.com/book/176556. — Pexum
JOCTYTIA: JIJIsl aBTOPU3. TIOJIH30BATEIICH.

6. HemonpousBozactso: yueOHuk / T. A. boikosa, JI. M. Bsnosa, FO. M. Kykapuna, JI. B.
CankuHa ; mox obmi. pexn. gom. T. A. belkoBoi. — 5-e u3n., mepepad. u gom. — MockBa :
NH®PA-M, 2025. — 403 c. + [Hdon. marepuayibl [DneKTpoHHBIN pecypc]. — (Bricuiee
obpasoBanue). — DOI 10.12737/1907620. - ISBN 978-5-16-018052-6. - TekcT: 3JI€eKTPOHHBII. -
URL.: https://znanium.ru/catalog/product/2145045

7. Hoponuna, JI. A. JlokyMeHTallMOHHOE oOOECIeYeHHe YIpaBlIeHUs . Y4eOHUK U
NPaKTUKYM  JUIsl  cpeAHero  npodeccuoHanbHoro  obOpazoanusi/  JI. A. JlopoHuHa,
B. C. UputukoBa. — 2-e u3a., nepepad. u gon. — Mocksa : U3narensctBo Opaiit, 2025. —
270 c. — (IIpodeccmonanproe obOpazoanue). — ISBN 978-5-534-16017-8. — Texker
AIIEKTPOHHBIN / OOpa3oBarenbHas miatdopma IOpaiit [caiT]. —
URL: https://urait.ru/bcode/563264

8. KondunennuanpHoe  AETOMPOM3BOACTBO M 3alUIICHHBIA  AJIEKTPOHHBIN
nokymentoobopor: yuebHuk / H.H. Kynses, A.C. [émymkun, T.B. Kowgpamona, A.L.
®abpuunos; nmoa ooul. pen. H.H. Kynsesa. - 2-e u3z., nepepab. u ngom. - Mocksa: Jloroc, 2020. -
500 c. - (Homas yuuBepcuterckas Oubmmoteka). - ISBN 978-5-98704-711-8. - Tekcrt:
anekTponnbiii. - URL: https://znanium.com/catalog/product/1212394. — Pexum pocTyma: o
TIOJTITHICKE.

9. Kopuees U.K. Texuuueckue cpencta ynpasinenusi: yueOuuk / M.K. Kopnees, I".H.

Kcanmonyno. — MockBa: MUHDPA-M, 2019. — 200 c¢. — (Bsicmiee o0Opa3oBanue:
bakanaBpmar). - ISBN  978-5-16-003620-5. - Tekct: oanekrponnsd. - URL:
https://znanium.com/catalog/product/991843. — Pexxwum A0CTyma: 1Mo MOAMHUCKE.

10.  Kysnenos, N. H. JloxymeHTanimoHHOE oOecrieyeHue yIIpaBJICHHUS.

JIokyMeHTOOOOPOT ¥ JCJIONPOM3BOJACTBO | Y4YEOHMK H TMPAKTHKYM IS CPETHETO
npodeccuonansHoro oobpaszosanus / M. H. Ky3nenos. — 5-e u3z., mepepad. u gomn. — Mocksa :
WznatenberBo FOpaiit, 2025. — 425 ¢. — (IIpodeccronanbaoe oopazoBanue). — ISBN 978-5-
534-20025-6. — Tekcr : anexktponHblid // OOpazoBatenbHast riartdopma HOpaiit [calfT]. —
URL.: https://urait.ru/bcode/581141
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11.  Kysneuos, U. H. JlokymMeHTannoHHOEe OOECI€YeHHE YIPABICHUS MEPCOHAIOM '
Y4eOHHMK ¥ TTPAKTUKYM JUIs cpenHero npodeccruonansuoro oopazosanus / . H. Ky3nemnos. — 3-
e wusn., mepepad. u jgom. — MockBa: WM3marensctBo FOpaiit, 2025.— 397 c.—
(ITpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-09155-7. — Tekcr : 2neKTpOHHBIN //
OopasoBarenbhas wiathopma KOpaiir [caiit]. — URL: https://urait.ru/bcode/562296

12. Opranmsanus —cekperapckoro oocmyxuBannn: DYMK / B.B.Tlamaxos,
O. b. Hazapenko, [OnekrponHoe yuebnoe wusnmanue]. — (CpemHee mnpodeccrHoHanbHOe
obpa3oBaHue - Tekcr: 9JIEKTPOHHBIN. - URL: https://www.academia-
moscow.ru/catalogue/5411/347093/ Aptukyn uznanus: 601817641

13. [TaBnoBckas, O. lO. [IpaBoBoe obOecnedeHre KaapOBOTO JIEJIOMPOU3BOJICTBA '
yueOHuk mius By3oB/ O. 0. IlaBnoBckas. — 2-e w3d., mnepepab. u gom. — Mocksa :
NznarensctBo IOpaiit, 2025. — 288 c. — (Bricmee obpazoanue). — ISBN 978-5-534-17518-
9. — Tekcr anekTpoHHblt //  OOpaszoBarenbHas mnargopma FOpaidt [caiit]. —
URL.: https://urait.ru/bcode/566454

14.  CocnoBas A. Accuctent pykoBogutens. Jlaiipxaku npodeccun: KHUra-TpeHUHT /
A. CocHoBas. - Cankr-IletepOypr: ITutep, 2022. - 208 c. - ISBN 978-5-4461-1489-4. - Tekcr:
anekTponHbiii. - URL: https://znanium.com/catalog/product/1817493. — Pexum npocrtyma: 1o
MOJIITUCKE.

15. IIumoB O.B. CoBpemeHHbIE TEXHOJIOTMM M  TEXHUYECKHE CpEACTBa
uHpopmaruzanuu: yueOHuk / O.B. IllumoB. — Mocksa: UH®PA-M, 2022. — 462 c. + [om.
Matepuaisl [[DnekTpoHHslid pecype]]. — (Cpennee npodeccruonanpHoe odbpaszoBanue). - ISBN

978-5-16-017112-8. - Tekcr: 3JICKTPOHHBIN. - URL.:
https://znanium.com/catalog/product/1764799. — Pexxum gocTyma: mo Mo ImucKe.
16. lyBanoBa, H.H. OcHOBBl JeNONPOU3BOACTBA : Y4YEOHUK I  CPEIHEro

npodeccuonansHoro oopazosanus / H. H. IllyBanosa, A. FO. lBanoBa ; moj o0miel penakmuei
H. H. lllyBanoBoii. — 3-e uza., nmepepad. u gomn. — Mocksa : U3narensctBo FOpaiit, 2025. —

355¢c. —

AIIEKTPOHHBIN //

(ITpodeccronansHoe 00Opa3oBaHUE). —
OO0pazoBarenbpHast

URL.: https://urait.ru/bcode/560787

ISBN 978-5-534-20344-8. —
iatdopma

Texkct

Opaiit [caitT]. —

4. KOHTPOJIb Y OLIEHKA PE3YJIBTATOB OCBOEHUSI YUEBHOM INPAKTUKH

Koa u HaumeHoBaHue
Npo(ecCHOHATBLHBIX U
00IIUX KOMIIeTeHI,
(hopMupyeMBIX B paMKax
MOIYJsl

Kpurtepun onenkn

MeToabl OIEHKH

[1K 1.1. OcymecTBisTh
npuémM-tepenavy
YIIPABJIEHYECKOU
UH(POPMALIUHU C TOMOILBIO
CPEICTB
UH(POPMALIMOHHBIX U
KOMMYHUKaI[MOHHBIX
TEXHOJIOT .

[Tonyuenue HeoOxoaAMMOI
nH(popManny U epeaaya
CaHKIIMOHUPOBAHHOMN
uHpOpMaINU C
WCIIOb30BAHUEM CPEJCTB
MH()OPMALIMOHHBIX U
KOMMYHHUKAITMOHHBIX
TEXHOJIOTUI

KoHTpoJib BRIMOSHEHUS 3a1aHUI
y4eOHOW MPaKTHUKU

Onenka paboT yueOHOM
MPaKTHKU

I1K 1.2. KoopauaupoBathb
paboTy mpreMHOU
PYKOBOAMTETS, 30H

Koopaunarus paboTbl
MIPUEMHON PYKOBOIUTEIS U
30H NpUE€Ma pa3InYHbIX

KoHTposnb BBINOIHEHUS 3a1aHUI
y4eOHOI MPaKTUKH

Onenka paboT yueOHO
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https://urait.ru/bcode/566454
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npreMa pa3IuyHbIX
KaTeropuil moceTuTenen
OpraHu3aluu.

KaTeropuii moceTuTenen
OpraHu3anuu

MPAKTUKH

I1K 1.3. Bnagets
HaBBbIKAMU IJIAHUPOBAHUS
pabouero BpeMeHu
PYKOBOIUTEIS U
ceKkperaps.

[TnanupoBanue pabouero
BPEMEHH PYKOBOIMTEIS U
pabouero JHS ceKpeTaps

KoHTpoJIb BRINOIHEHUS 3a1aHUI
y4eOHO MPaKTUKH

Onenka pabot yueOHOM
MPaKTUKU

IIK 1.4. OcyiecTBisTh
MOATOTOBKY JI€JTOBBIX
I0€310K PYKOBOJUTENS U

JIPYTUX COTPYIHUKOB
OpraHH3aIiy.

Opranuzanus 1eI10BbIX
MOE3/I0K PYKOBOJIUTEIS
U JIPYTUX COTPYIHUKOB
OpraHu3aluu

KoHTpoJib BRIMOJHEHUS 3a1aHUN
y4eOHOH TPAKTUKH

OrneHka paboT yueOHOM
MIPaKTUKU

IIK 1.5. Bnagets
croco0aMu OpraHu3aIuu
pabouero MpocTpaHcTBa
MIPUEMHON ¥ KaOMHETa
PYKOBOIUTEIIS.

Opranuzanus u nojjaepxaHue
(GyHKIIMOHATBEHOTO pabovero
MIPOCTPAHCTBA

KoHTpoJIb BRINOIHEHUS 3a1aHUI
yueOHOU MPAKTUKU

Onenka paboT yueOHOM
MPaKTUKHU

IIK 1.6.

OcymecTBISTh paboTy 1o
IIOATOTOBKE N

Opranu3zaiys NoAroToOBKU U
MPOBE/ICHUE BHYTPECHHUX H
BHEITHUX KOH()EPEHTHBIX
MEPOIPUATHIA, 00eCIICUCHHE

KoHTpoJib BBIMOJHEHUS 3a1aHUH
yueOHOU MPAKTUKU

Omnenka paboTt yueOHOM

IPOBE/ICHUIO IPAKTHKH
KOH(PEPEHTHBIX MH(OPMAILIHOHHOTO

MEPOIPHITHIA, B3aUMOJCHCTBUSA

obecneynBaTh PYKOBOJIMTEINS C

MH(pOpPMaLlMOHHOE NOAPAa3ACIICHUAMU U

B3aUMOo/IeiicTBHE JOJPKHOCTHBIMU JINLAMH

PYKOBOIUTEIIS C Opranu3alnui.

TIOJIPa3/ICIICHUSIMH U

JOJDKHOCTHBIMU JINLIAMU

OpraHu3aIuH.

IK 1.7. Odopmnenue KoHTpo:b BbINIOTHEHUS 3aaHUH
O(i)OpMJ'I}ITB OpraHHU3allMOHHO- y‘Ie6HOI71 IMPaKTUKH
OpraHM3alMOHHO- pacropsIuTeIbHbIX Onenka paGor yaeGHOi
pacropsiANTENbHBIC AOKYMCHTOB M OpraHM3alusd NPaKTUKHU

JOKYMEHTEI U
OpraHU30BBIBATH PA0bOTY C
HUMHU, B TOM YHUCJIE C
HCIIOJIb30BaHNEM
ABTOMATHU3MPOBAHHBIX
CHCTEM.

pa60TBI C HUMH, B TOM YHUCJIC C
HUCITIOJIB30BaAHHUEM
ABTOMATU3HUPOBAHHBIX CUCTCM

IIK 1.8.

OdopmisaTe JOKYyMEHTHI
10 TAYHOMY COCTaBY U

Odopmierre TOKyMEHTOB T10
JTUYHOMY COCTaBY U
opraHu3anus padboThl C HUMH,

KoHTpoJib BBIMOSHEHUS 3a1aHUI
yueOHO! MPaKTHUKU

Onenka pabor yueOHoOM
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OpraHU30BBIBATh PA0OTY C
HUMH, B TOM YHUCIIE C

B TOM 4YHCJI€ C
HUCITIOJIB30BaAHHUEM

MPAKTUKH

HCIIOJIb30BaHUEM ABTOMATU3HPOBAHHBIX CUCTEM
ABTOMAaTU3UPOBAHHBIX

CHUCTEM.

IIK 1.9. Opranuzanus TEKyIero KoHTpoJib BBINOJHEHUS 3a1aHUI

OpraHu3oBbIBaTh TEKYIICE
XpaHEHHUE JTOKYMCHTOB,
00paboTKy 1en s
OIEepPaTUBHOTO U
ApXHUBHOT'O XpaHCHHMS, B
TOM YHCJIE C
HCIIOJIb30BaHUEM
ABTOMATHU3MPOBAHHBIX
CHCTEM.

XpaHCHUA JOKYMCHTOB,
o0OpaboTka aemn s
OIICPATUBHOI'O U APpXHUBHOT'O
XpaHEHUsI, B TOM YHCIIE C
HCIIOJIb30BAHUEM
ABTOMATU3HWPOBAHHBIX CUCTCM

y4eOHOH TPAKTUKH

OrneHka paboT yueOHOM
MIPaKTUKU

OK 01.

Br16uparh ciocoObI
peleHHs 3a1a4
npodecCHOHAIbHON

e TEIIbHOCTH
MPUMECHHUTEIHHO K
Pa3JInYHBIM KOHTEKCTaM;

Br16op criocoba penienus
3a/1a4 MpoQecCHOHATBHON
JeSITeIbHOCTH TPUMEHHUTEIIHHO
K pa3IMYHBIM KOHTEKCTaM

KoHTpoJib BBIMOJHEHUS 3a1aHUH
y4eOHOU MPAKTHUKU

Onenka padoT yueOHOI
MPaKTUKH

OK 02.

Hcnonp3oBarhb
COBPEMEHHBIE CPENICTBA
NIOMCKA, aHaJIN3a U
MHTEpIIpEeTaluu
uH(popManuu, 1
MH(pOpPMallMOHHbIE
TEXHOJIOTUH IS
BBITIOJIHEHMSI 3a/1a4

Hcnonb30BaHne COBPEMEHHBIX
CpeACTBa MOUCKA, aHAJIN3A U
MHTEpHpeTanuy HHPOpMaIIH,
U UCIOJIb30BaHUE
MH(pOPMAaIMOHHBIX
TEXHOJIOTH ISl BBIITOJIHEHUS
3aJa4 NpoQeccuoHaNbHOM
JESATEIBHOCTH.

KoHTpoJib BBINOJHEHUS 3a1aHUH
y4eOHOU MPAKTHUKU

Onenka paboT yueOHOIM
MIPAKTUKU

npodeccuoHanbHOM

NeSITeTbHOCTH;

OK 04. BsaumopeiictBue u pabota B KoHTpo:b BbINONHEHUS 3aaHUi
DbbexTHBHO KOJJICKTHBE U KOMaH/Ie y4eOHOH MPaKTHKH

B3aMMOJICHCTBOBATh U
paboTath B KOJUIEKTHUBE U
KOMaHJIE;

Onenka paboT yueOHOM
HPaKTHKH

OK 05.

OcCy1ecTBISATh YCTHYIO U
MUCbMEHHYIO
KOMMYHUKaIIUIO HA
TOCYJapPCTBEHHOM SI3BIKE
Poccuiickoit ®enepanyu ¢

Ocy1iecTBieHnEe yCTHOHN U
MHUCBMEHHOH KOMMYHUKallUH
Ha roCy/1apCTBEHHOM SI3bIKE
Poccutickoit denepanuu ¢
y4eTOM 0COOEHHOCTEH
COLIMAJIBHOTO U KYJIBTYPHOTO

KoHTpoub BBINOTHEHHS 331aHUH
y4eOHOI MPaKTUKH

Onenka paboTt yueOHOM
MPaKTUKH
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y4€TOM OCOOEHHOCTEH KOHTEKCTa

COLMAIBHOTO U

KYJIBTYPHOTO KOHTEKCTA

OK 09. Hcnonb3oBanue KoHTpo:b BbINIOJIHEHUS 3aaHU
[Moab30BaThCS npodecCuoHAIbHON y4eOHOU MTPAKTUKH
npohecCHOHATBLHOM AOKYMEHTalMU Ha Orenka pabot yaeOHoI

JIOKYMEHTalue Ha
roCyJIapCTBEHHOM H
WHOCTPAHHOM SI3bIKaX

roCyAapCTBEHHOM U
MHOCTPAHHOM S3bIKax

MIPAKTHKH
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1. OBIIASI XAPAKTEPUCTHUKA PABOYEN NPOT'PAMMBI YYEBHOM MIPAKTUKH
VIL02. OPTAHU3AIIUA APXUBHOM PABOTHI 11O TOKYMEHTAM OPTAHU3AIIMIA

PA3/IMYHbBIX ®OPM COBCTBEHHOCTH

1.1. Heap u niianupyemble pe3yJibTaThl 0CBOCHHUS Y4eOHOMH NPAKTHKH

B pesynbrare mnpoxoxaeHus y4yeOHOM MpakTUKH  oOydaromuecs IOJIy4aroT [epBUYHBIC

HpO(beCCI/IOHaJ'IBHBIe HaBBIKU II0 BUAY ACATCIBHOCTH. OpFaHI/ISaHI/IH apXHBHOﬁ pa6OTBI 10 IOKYMCHTaM

OpraHu3ainuii pasiuyHbeix (HOpM COOCTBEHHOCTH, M COOTBETCTBYIOIIMX €My OOIIUMX KOMIETCHLUN U

npodeccnoHaNbHBIX KOMIETSHIIHINA:

1.1.1.

[TepeveHn 0OITUX KOMIIETEHITUH:

Kon HanMeHoBanue 00X KOMIETEHIINHA
OK 01 Br16upats criocoOb! pernieHus 3a1a4 IpodeCCHOHATBHON ASSITETFHOCTA TPUMEHUTEIHHO K
pa3IMYHbIM KOHTEKCTaM
Hcnonp30BaTh COBpEeMEHHBIE CPEICTBA MTOMCKA, aHAIIN3a U MHTEPIIPETAIli HHPOPMAIINH,
OK 02 ¥ MTHPOPMAIMOHHBIE TEXHOJIOTUH JIJISl BBIMOIHEHUS 3a]1a4 MpoQeccuoOHaIbHON
JeSTEIIbHOCTH
OK 04 O} dexTuBHO B3aUMOICHCTBOBATh U PA0OTATh B KOJUIGKTHBE U KOMaH/IE
Ocy1ecTBISATh YCTHYIO U TUCbMEHHYIO KOMMYHHUKAIUIO HA TOCYAapCTBEHHOM SI3bIKE
OK 05 Poccuiickoii @eneparuu ¢ yuéToM 0COOEHHOCTEN COLMATBLHOTO
U KyJIbTYpPHOTO KOHTEKCTa
OK 09 [Tonmb30BaThes MPOHEeCCHOHATLHOM TOKYMEHTAITUEH HAa TOCYIapCTBEHHOM
Y UTHOCTPAHHOM SI3bIKaX
1.1.2. Ilepedens mpodecCHOHATBEHBIX KOMIICTCHIIUN
Kon HanmenoBaHnue BUAOB AeATEJILHOCTH H NPOGECCHOHATBHBIX KOMIIETEHIUI
B2 Opranu3aiiys apXuBHOM pabOTHI MO TOKYMEHTaM OpTaHU3aIfil pa3Tu4HbIX (HopM
COOCTBEHHOCTHU
K 2.1 OcyIecTBIATh KOMITJIEKTOBAaHHE apXUBHBIMU JIeTIaMH (TOKyMEHTaMH1 ) apX1Ba
" | opranmzanuu
K 2.2 Bectu yuéT apXuBHBIX /e (TOKYMEHTOB), B TOM YHKCIIE C UCTIOJIb30BAHUEM
" | aBTOMaTM3UPOBAHHBIX CHCTEM
K 2.3 Ocy1iecTBIATh XpaHEHNE APXUBHBIX /1€ (JOKYMEHTOB) C TOCTOSTHHBIM CPOKOM XPaHEHUS
™" | M O IMYHOMY COCTaBY B apXMBE OPraHU3aluK
K 2.4 OcyiecTBIATh XpaHEHNE, KOMIUIEKTOBAHUE, YUET U UCOIb30BaHUE JIeN (JOKYMEHTOB)
" | BpEMEHHOTO XpaHEeHHs
K 2.5 OcyIIecTBIATh UCIIOJIb30BAHNE aPXUBHBIX JIeJT (IOKYMEHTOB), B TOM YHCJIe
" | ¢ HCTIOJIB30BAHMEM aBTOMATH3UPOBAHHBIX CUCTEM
1.1.3. B pe3ynbpTare mpoxoxkaeHusl y4eOHOU MPAKTUKU 00YJarOITUIACS JOJIKEH:
Bnagets KomMrekToBanust apXUBHBIMU JIeTIaMH (JJOKYMEHTaMH ) apXHuBa
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HaBbIKaMH

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

Ocy1ecTBIeHNs XPaHEHUS! ApXUBHBIX J1eJT (IOKYMEHTOB) 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 AaBTOMATU3UPOBAHHBIX 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 BHYTPEHHUMH PETIaMEHTaMu
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;

MCIIOJIb30BATh COBPEMEHHBIE aBTOMATH3HPOBAaHHBIC, HH(POPMALIMOHHBIE U
TEJIEeKOMMYHUKALMOHHBIE TEXHOJIOTUU JOKYMEHTHPOBAHHBIX cep
JESATEIbHOCTH OpraHU3alyy.

CHCTEMaTU3HPOBATh Jeja (JOKYMEHTHI);

pa3Meniath apXUBHbIE JieJa (JOKYMEHThI) Ha MECTaX XPaHEHUsI B
COOTBETCTBUM C HOPMAaTUBHBIMU TPEOOBAaHUSAMHU B 00JIACTH apXUBHOTO Jieja
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€]IaM
(mokyMeHTam);

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

BECTH YUE€T U KOHTPOJIb Nepeaun e (I0KYMEHTOB) B
rOCyJJapCTBEHHBIN/MYHUIIMIIATbHBIN apXUB UM Ha HHOE BHEILITHEE
XpaHEHUE U NMpuéMa JIeJ C BHELTHETO XPaHEHMS;

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 chep AesTeTbHOCTH
OpraHu3aluy;

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

I10JIb30BaThCsl UHPOPMALMOHHO-CIIPABOYHBIMU CUCTEMaMHU
JOKYMEHTUPOBAHHbIX c(ep AeATEIbHOCTH OpraHU3aliH;

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 00JIaCTH Yy4€Ta apXUBHBIX 1€
(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 YHUUYTOXKEHUE J1eN1 (JIOKyMEHTOB) BPEMEHHOI'O
XpaHEHUs B TPAJULMOHHOM U B JIEKTPOHHOM BHJIE;

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

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

OCYILECTBIATH MOMUCK JIe (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 IOJIPA3ACIECHUAM IIPAKTUYECKYIO IIOMOILb 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 IKCIIEPTU3Y 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 YHUUTOXKEHHUE JIe] (TOKYMEHTOB) BPEMEHHOTO
XpaHEHUs C HCTEKIIMMHU CPOKaMHU XPaHEHUS TIOCJIE COTIACOBAHUS CO
CTPYKTYPHBIMHU TIOJIpa3/ICIICHUSIMH OpTaHNU3aIlNH;

0OpMIIATH YUETHBIC JOKYMEHTBI 00 YHUUTOKEHUH JIeN (IOKYMEHTOR)
BPEMEHHOT'O XPaHEHUs C HCTEKIIMMHU CPOKAMU XPAaHEHHSI COBMECTHO CO
CTPYKTYPHBIMH MTOAPA3ICIICHUSIMHA OpTaHU3aI1H.

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 ()OPMATHI BCEX BUIOB JOKYMEHTOB;

KpUTEPUU OMpeIeNIeHUs IEHHOCTH e (OKYMEHTOB) JIJIsl 1ajdbHeHIIero
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 1 HallHOHAIIbHBIE CTAaHAAPTHI B 00JaCTH
JEJIONPOU3BOJICTBA U APXUBHOIO JIEN1a;

METOJIMYECKUE IOKYMEHTHI M HallHOHAJIbHBIE CTaHAAPTHI B 00J1aCTH yuéTa
JOKYMEHTOB M JOKYMEHTHPOBAHHBIX c(hep eATeIbHOCTH OPraHnu3alllu;
HAYYHO-METOAUYECKUE KPUTEPUU IKCIIEPTU3bI LIEHHOCTH PA3JINYHBIX TUIIOB
Y BUJOB JeN (IOKYMEHTOB);

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

HOpMaTHUBHBIE MpaBoBbIe akThl Poccuiickoit deneparuu B o0nactu
nHpopManuu, THPOPMAITMOHHBIX TEXHOJIOTHIA, 3alIUTHl UHPOPMAIIUU U
MePCOHANBHBIX TAHHBIX, IU(POBOI TpaHchopmanmu;

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;




OpraHMU3alOHHbIE TPUHIIMIIBI KOMIUIEKTOBAHUSA €] (OKyMEHTOB)
OTrPaHUUYEHHOTO JOCTYIIA;

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

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

NopsA0K (POPMUPOBAHHUS JOKYMEHTOB B KOMILIEKTHI, TPYIIIIbI, TUIIBL;
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 BBIIIOJIHEHUs padoT;

CTaHapThl OPOPMIIEHUSI OPraHU3ALIOHHO-PACTIOPSAUTEIBLHON
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 IOJrOTOBKE apXMBHBIX CIPABOK M BHIIMUCOK M3 aPXUBHBIX
JIOKYMEHTOB;

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

TpeOOBaHUs K YCTAaHOBJICHHBIM HOPMaM BBIPaOOTKU;

TpeOoBaHUs K yUETY 0CO00 LIEHHBIX U YHUKAJIbHBIX apXUBHBIX JI€]
(moxymeHTOB);

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 COJAEP)KAHUE YYEBHOU MPAKTUKH

3.2 TeMaTH4ecKHii IUVIaH U coJepKaHNe YUeOHOH NPAKTHKH

HaumeHoBaHue pa3jiesioB u Buawbi pador KoanuectBo
TeM 4acoB
1 2 3
Tema 1. 3akoHOIaTENBHBIE U PaccmoTpeHue CTpYKTypbl OpraHu3ailid, COCTaBJICHME CXEMbl OPraHU3allMOHHOW  CTPYKTYpBI, 6
HOPMaTUBHO-METOJINYICCKUC |orpenesieHue UCTOYHUKOB KOMIUIEKTOBAHUS apXuBa opraHu3anuu. M3ydeHne NOKHOCTHOW MHCTPYKLUU
AOKYMCHTEI B obOmactu apXUBUCTA.
ApXUBHOIO JIes1a
Tewma 2. KommiektoBanue |CocTaBieHHE CHUCKa HMCTOYHHUKOB KOMIUIEKTOBAHMSl apXWBa OPraHU3alld, ONPEJEICHUE TPaHUI] 6
ApPXUBHBIMH JIeJIaMH apXuBa (apXxuBHOTO (oHma. OCyImIEeCTBICHHE OKCIEPTH3bl I[EHHOCTH JOKYMEHTOB B COOTBETCTBHH C
OpraHu3aluu. JICUCTBYIOIMMH 3aKOHOAATEIbHBIMUA aKTaMU U HOPMATUBAMU
Tema 3. O6ecneuenue yuera |VI3yd4eHHE CHCTEMBI y4YeTa apXHMBHBIX JOKYMEHTOB. (O3HAaKOMICHHE C OCHOBHBIMU yYETHBIMH 6
JIOKYMEHTOB B apXUB€, B TOM |AOKYMCHTAMH.
YHCIIe ¢ UcTonb3oBanueM |ObecrnieueHne nprueMa u paimoHaIbHOTO pa3MEIleHHs IOKYMEHTOB B apXHBE.
aBTOMAaTU3NPOBAaHHBIX CocraBiieHHE CXEMBI pa3MEIICHUS CPEICTB XpaHeHUs. PaccMoTrpeHue TomorpaduyecKkux ykaszaTeliel B
CHUCTCM. ApXUBOXPAHWIUILIE OPTAaHU3ALUH.
N3yuenne pexuMOB XpaHEeHHs] JOKYMEHTOB. (O3HaKOMJIEHWE C TpaBWIAaMU BEACHHS KYpPHAJIOB 6
Tema 4. O0Oecieuenue Ha6JHOI[eHI/I$[ 3a TEMIICPATYPHO-BJIAKHOCTHBIM PC)KUMOM B apXHUBOXPAHUJIUIIIC.
COXPaHHOCTH IOKYMEHTOB B |OdopmiieHHE TOKYMEHTOB IO pe3ysibTaTaM NpPOBEPKU HAIWYUS M COCTOSHHUSA JOKYMEHTOB B apXHBE, O
apxuBe. BBIJICJICHUM K YHUYTOXEHUIO apXUBHBIX JOKYMEHTOB, HE MOJIEKAIIUX XpaHEHMIO. PecraBpanus
ApXHUBHBIX JOKYMEHTOB.
IToaroroBka nen K apXMBHOMY XPAaHEHHIO, B TOM YHCIIE: U3YYEHUE NOKYMEHTOB B LEIAX ONPEICIICHUS 6
CPOKOB HMX XpaHEHHs, HyMepalus JIUCTOB apXWBHOTO Jiela, COCTaBJeHHE M OPOpMIICHHE BHYTpPEHHEH
OTMHUCHU U JINCTA-3aBEPUTENSI apXHBHOTO JIeJla, COCTaBJICHUE U OPOpPMIICHUE KapThI-3aMECTUTEINs, JUCTa
Tewma 5. [logroroska nen x
WCIIONIb30BAaHUsl apXMBHOTO Jella, COCTaBlIeHHEe M O(OpMIIEHUE PEKBU3UTOB OOJOXKKH apXHWBHOTO Jena,
apXHUBHOMY XpaHCHHIO MPOIINBKA apXUBHOTO JIEa.
CocraBiieHre apXMBHOW OMUCH [N MOCTOSIHHOrO xpaHeHusa. OdopmiieHne omucH Aeil MO JUYHOMY
cocraBy. OdopmiieHue omnucu Jen BpeMeHHoro (cBbiiie 10 neT) cpoka XpaHeHHUs.
Tewma 6. Opranuzanus O3HakoMJIEHHE C UCTOYHHUKAMHU W TOPSJIKOM KOMIUIEKTOBaHUS (oHIa mMosb3oBaress. O3HAKOMIICHHE C 6

HCIIOJIB30BAHUEC apXHUBHBIX
HAOKYMCHTOB, B TOM YHCJIC C

MOPAAKOM BbBIJAYMW APXHWBHBIX JOKYMCHTOB, O(bOpMJ'IeHI/Ie mabJIOHOB 3alpoCoOB Ha BbIAAYy ApPXHBHBIX
JOKYMCHTOB. HO,Z[FOTOBK& OTBCTOB Ha 3alIpOChL: ApXUBHLIC CIIpABKaA, KOIIKUA, BBIIIMCKA
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HUCIIOJIB30BaHHUEM
ABTOMATHU3HPOBAHHBIX
CUCTEM

Pabora ¢ I/IH(bOpMaI_[I/IOHHO-HOI/ICKOBBIMI/I CUCTCMAMU U 3JICKTPOHHBIMU KAaTaJIOTaMU apXUBOB.

IIpome:kyrounasi arrectanusi ( AuddepeHMPOBAHHDBIN 3a4eT)

Bcero

36
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3. YCJOBUS PEAJIM3AIIAN YYEBHOU NPAKTUKH

3.1. TpeGoBaHUsI K MUHUMAJbHOMY MaTepPHAIbHO-TEXHHYECKOMY 00ecredyeHn 0

VYyeOHasi mpakTUKa peaju3yercs B MacTepcKuxX MNpodeccHoHaIbHOW 00pa3oBaTenbHON
opraHu3aii ¥ TpeOyeT Hamuyusi OOOpYIOBaHUS, WHCTPYMEHTOB, PACXOIHBIX MAaTepHajoB,
o0OecreunBarOIUX BBIOJIHEHUE BCEX BUAOB PAa0OT, OINpPEAETCHHBIX COJIEpPKaHUEM MPOTrpamMmm
npoeCCHOHATBHBIX MOJYJCH, OTBEYAIOIIEro TMOTPEOHOCTSIM OTpaciu H  TpeOOBAHUAM
paboToaarenen.

Peanu3anuss y4eOHOM MpakTHKM TpeANoNaraeT Halu4yue y4yeOHOro KaOMHeTa
JloKyMeHTaIlMOHHOTO 00ecTiedeH sl YIIpaBiIeHus, JIaboparopuu JOKYMEHTOBEICHNUS;

y4eOHO KaHUeIsIpuu (CITyKObI JOKYMEHTAIIHOHHOTO 00€CIIeUeHHs YIIPABICHUS).

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

MIOCa/I0YHbIE MECTa M0 KOJIMYECTBY 00yUarOIINXCS;

paboyee MeCTO IpenoaaBaTes;

JI0CKa;

HOPMAaTHBHO — MPABOBbIE JJOKYMEHTHI;

KOMILJIEKT y4eO0HO — METOINYECKUX MOCOOUIA.

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

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, Koncynsrantllntoc;

O6opynoBanue abopaTopuri W padboOvYMX MecT J1abopaTopuul y4eOHOW KaHICISIPUU
(cmy»Obl JTOKYMEHTALIMOHHOTO OOECIHEeUeHUsl YIPaBJICHHUS): KOMIBIOTEPHI, MPUHTEP, CKaHEp,
MojaeM (CIyTHMKOBasi CHCTE€Ma), MPOEKTOp, MporpamMmHoe oOecrieueHue 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 OCHAIIEHUE pabOuMX MECT: KOMITBIOTEpBI, IPUHTE,
CKaHep, JIMIIEH3MOHHOE nporpaMMHoe oOecrieyeHHe OOIIEro M HpogecCHOHATBHOTO
Ha3HAYCHUSI, KOMILIEKT HOPMAaTUBHO — TPABOBOM JOKYMEHTAIIHH.

3.2. UudopmanuonHoe odecreuyeHne o0ydeHust

3.2.1. OcHOBHBIE MeYaTHbIE U YJIEKTPOHHbIE H3IAHUSA

1. bapunoBa, E. b. DnekTpoHHBI apXuB: y4eOHUK JUIsl CPEAHErO MPO(ecCHOHAIBHOTO
obpa3zosanus / E. b. bapunoBa. — Mocksa: U3narensctBo KOpaiit, 2025. — 166 ¢. — (ITpodec-
cuoHasbHOE oOpazoBanue). — ISBN 978-5-534-17004-7. — Texkcr: anexkrpoHHslii // O6pa3oBa-
tenpHas miatdopma KOpaiit [caiit]. — URL: https://urait.ru/bcode/568565

2. bacakoB, M. ., JlokyMeHTallMOHHOE 0OecrieueHue yrnpaBieHus (C OCHOBaMHU apXUBO-
BeZieHus): yueOHoe nnocodue / M. U. bacakos, JI. JI. Muxaiinoa. — Mocksa : KnoPyc, 2025. —
218 c. — ISBN 978-5-406-14633-0. — URL.: https://book.ru/book/958252

3.bymonuna, E. B. ApxuBoBeznenue : yueOHoe nocobue / E. B. bymonuna. — Mocksa :
NH®PA-M, 2025. — 206 c. — (Cpennee npodeccronaibnoe obpaszosanue). - ISBN 978-5-16-
020095-8. - Tekcr: anexrponnbIit. - URL: https://znanium.ru/catalog/product/2157634

4.0Opranusaiysi apXuBHOU U CIIPaBOYHO-MH(POPMAIIMOHHONW pabOThl MO JOKYMEHTaM Op-
ranu3anuu [TekcT]: yueOHUK A7 MCIOJIb30BaHUS B Y4eOHOM Mpoliecce o0pa3oBaTeIbHbIX yu-
PEeKICHUH, pearu3yIoIuX MPorpaMMbl CPEAHEr0 MpopecCHOHAIBLHOr0 00pa3oBaHMs MO CIEIu-
anpHOCTH "JloKyMEeHTaIIMOHHOE O0ecTiedeHe yIpaBlIeHUs U apXxuBoBeeHue»: [B 2 4.] / [bBypoBa
E. M., Xopxopauna T. W.]; mox pea. E. M. BypoBoit — 3-e u3n. crep. — MockBa: AkaaeMus,
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2019. — (ITpodeccronanbroe odpazoanue. [Ipodeccronanbupiii Moayns). U. 1. — 2019. — 336 c.
ISBN uznanus: 978-5-4468-5976-4. ISBN toma: 978-5-4468-5974-0.

5.0pranuzanys apxXUBHOM M CIPABOYHO-UH(OPMAIIMOHHON pabOTHI MO JOKYMEHTaM Op-
ranu3anuu [TekcT]|: ydyeOHUK AJIs MCIOJIb30BaHUSl B y4eOHOM Ipolrecce o0pa3oBaTeIbHbIX y4-
PEeKACHUH, peau3yIoIuX MPOrpaMMbl CPEAHEro NpopeCCHOHATBLHOIO 00pa3oBaHMsI M0 CIICIH-
anpbHOCTH "JloKyMEHTaIIMOHHOE O0eCTieYeHUE YIIpaBIeHUs U apXxuBoBeAeHue»: [B 2 4.] / [bBypoBa
E. M., Xopxopauna T. WU.]; mox pen. E. M. BypoBoii. — 3-¢ u3a. crep. — MockBa: AkajeMus,
2019. — (ITlpodeccuonansuoe obpazoBanue. [Ipodeccuonansubiii Mmoayinb). Y. 2 / [E. M. Bypoga,
A. II. A¢anaceeBa, E. B. AnekceeBa, A. E. Ponmuonosa]. — 2019. — 400 c. ISBN: 978-5-4468-
5975-7

6.Packun, JI. U. MeTonuka v mpakTUKa apXUBOBEACHUS : yUEOHUK ISl CPEAHEro Mpo-
deccuonanpHoro obpazosanus / JI. WM. Packun, A. P. CokonoB. — 2-¢ uza. — Mocksa : U3na-
tenbcTBO FOpaiit, 2025. — 416 ¢. — (IIpodeccuonanbroe 06pa3oBanHue).

7.Packun, JI. U. MeTonuka u NpakTUKa apXUBOBEACHUS | YUCOHUK ISl CPEAHETO MPO-
deccuonanpHoro obpazosanwus / JI. U. Packun, A. P. CokonoB. — 2-¢ u3n. — Mocksa : U3na-
tenscTBO IOpaiit, 2025. — 416 c. — (Ilpodeccuonansuoe odpazopanue). — ISBN 978-5-534-
16252-3. — Tekcrt: anektponHbi // OOpa3oBarenpHas miatdpopma FOpaiit [caift]. —
URL.: https://urait.ru/bcode/563198

3.2.2. JlonoJIHUTEIbHbIE HCTOYHUKH

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

2. Beperexuna, C.B., HerocynapcTBeHHbIE CTPYKTYpbl U ayTCOPCUHI B apXHUBHOM
nene: monorpadus / C.B. Beperexuna. — Mocksa: WUznatensctBo Pycaitnc, 2022. — 128 c. —
Tekcr: HenmocpeactBennblit. — ISBN: 978-5-4365-8006-7.

3. Eropos, B.Il.,, CnunpkoB, A.B. O0ecrieueHne COXpaHHOCTH, pecTaBpaunus M
KOHCEpBalus TOKYMEHTOB: yuebHoe mocodue. — C.-I16.: Jlanp, 2025. — 220 c. — ISBN: 978-5-
507-53805-8

4. Eropos B.II. CoBpemeHHas opraHusanus TOCYAApCTBEHHBIX YUpPEXACHUN
Poccun: yue6noe nocodbue mis CIIO / B. II. Eropos, A. B. CiunabkoB. — Cankr-IlerepOypr:
Jlanb, 2020. — 204 c. — Tekct: HenocpenctBeHHbId. — ISBN: 978-5-8114-6382-4.

S, Kosnos, B.Il. ApxuBoBeieHue: yueOHUK W  TPAKTHKYM JUis  BY30B /
B.Il. Ko3znoB. — MockBa: MWzpmarensctBo  HOpaiir, 2025.— 329c.—  (Bsicuiee
obpazoBanue). — ISBN 978-5-534-14066-8. — Texkcr : snekrponHbid // OOpa3zoBareibHas
maropma FOpaiit [caiir]. — URL: https://urait.ru/bcode/567586

6. [TaBnoBa, P. C. [lenonpou3BoicTBO MO OOpaIieHusIM Tpaxaad: yueoHoe mocooune
s CIIO / P. C. IlaBnoBa. — Cankt-IlerepOypr: Jlanp, 2022. — 324 c.: w1 — Tekcr:
HerocpeacTBeHHbINA. — ISBN: 978-5-8114-9925-0.

7. [ToroB, A.B. ApxuBoBeleHHe. ApXUBHas POCCHKA : YYEOHHMK JJsI CpPEIHEro
npodeccuonansHoro obpazoBanusi / A. B. [lomoB. — 2-¢ m3x. — Mocksa : W3nmarenbcTBo
FOpaiir, 2025. — 282 c. — (IIpodeccronansnoe obpazoBanue). — ISBN 978-5-534-19377-0.
— Tekcer : oanextponHsld // OOpa3oBarensHas 1miatpopma IOpaitt  [caiit]. —
URL.: https://urait.ru/bcode/580652

8. Packun, JI. 1. ApxuBoBenenue: yueOHuk it BysoB/ JI. M. Packun,
A. P. CokonoB. — 2-e uzf., ucnp. u gomn. — Mocksa: U3narenscto FOpaiit, 2025. — 468 ¢. —
(Beiciiee  oOpazoBanme). —  ISBN 978-5-534-15245-6. —  Tekct: 21eKTpOHHBIA  //
OopazoBarenbHas miatdopma FOpaiir [caiiT]. — URL: https://urait.ru/bcode/560246

9. Camapuyk, H.C., MapkeTnHroBas JAeSTEIBHOCTh TOCYIAPCTBEHHBIX APXHUBOB:
monorpadusa / H.C. Camapuyk. — MockBa: U3natensctBo Pycaitnc, 2023. — 312 c. — Tekcr:
HerocpeacTBeHHbINA. — ISBN: 978-5-466-01550-8.
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10.  Tenbuapos, A. JI. ApxuBoBeneHue: yueOHoe mocobue s O6akamaBpoB / A. /.
Tenbuapos. - 6-e u3a. - Mocksa : U3parenbcko-ToproBas koprnopanus «/lamkos u K°», 2023. -
184 c. - ISBN  978-5-394-05400-6. -  Tekcr:  osmektponsbii. -  URL:
https://znanium.com/catalog/product/2082451

11.  Xopxopauna, T. . ApxuBnas sBpuctuka: yueOnuk / T. . Xopxopauna, A. B.
ITonoB; mox pex. E. U. ITuBoBapa. — 4-e uzn. - Mocksa: Poc. roc. rymanur, ya-1, 2019. - 296 ¢. —
ISBN 978-5-7281-2497-9. — Texkct: AIIEKTPOHHBIH. —
URL.: https://znanium.com/catalog/product/1087575

12.  IlemenkoBa, C. 1. ApxuBoBenenue. Mcropus apxuBoB Poccun ¢ npeBHEHIIHMX
BpeMeH 10 Havaiga XX Beka : y4eOHHK s cpeiHero mnpodecCHOHAILHOrO obpa3zoBaHus /
C. . llemenkosa ; nox HayuHoil penakuueit JI. H. Masyp. — Mocksa: U3narenscrBo FOpaiir,
2025. — 128 ¢. — (IIpodeccuonanpHoe oopazoBanue). — ISBN 978-5-534-12086-8. — Tekcr :
DIIEKTPOHHBIN // OobpazoBarenbHast mwiardopma Opaiit [caiiT]. —
URL.: https://urait.ru/bcode/565795

13.  IlaxomanoBa, O.IO. Opranuzanus TOCYJapCTBEHHBIX yupexaeHuil Poccum:
yaeOHoe rmocobue mjist cpeanero npodeccuonaabHoro oopazopanus / O. FO. [llaxomanosa. — 2-
e wu3n., mnepepad. m gomn. — MockBa: MszmarensctBo HOpaiir, 2022. — 16lc. —
(ITpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-12448-4. — Tekcr: 3ME€KTPOHHBIN //

Oo6pasoBarenbHas wiathopma KOpaiit [caiit]. — URL: https://urait.ru/bcode/496292

4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHUSI YYEBHOMN NPAKTUKHU

Kox u HaumeHoBaHue
npo¢ecCHOHAIBHBIX
H 001IMX KOMIIEeTeHIM

Kpurepun oueHku

MeToabl OIEHKH

IK 2.1.

Ocy1iecTBIATH
KOMILUICKTOBaHHE
ApPXWUBHBIMH JICTIAMH
(IoKyMeHTaM1) apXuBa
OpraHu3aI’

Co3nanue JI0KaJbHbIX HOPMAaTUBHBIX
JIOKYMEHTOB Y ITPOTOKOJIOB 3aCEIAHUI
HKCIIEPTHON KOMHUCCHH OpTaHU3aIUH.
HpOBGI[CHI/Ie OKCIICPTU3BI HEHHOCTHU
JIOKYMEHTOB OpraHU3alI1H.

KonTponb
BBIIIOJIHEHUS 3aJaHUN
y4eOHOM MPaKTUKU
Onenka pabot
yueOHOI MpaKTHKH

IK 2.2.

BecTu yuéT apXHUBHBIX JI€
(IOKyMEHTOB), B TOM
YHCJIE C UCTIOJIb30BAHUEM
aBTOMAaTH3UPOBAHHBIX
CHCTEM

Y4éT apXUBHBIX JIelT (IOKYMEHTOB)
MMOCTOSTHHOTO ¥ BPEMEHHOT'O XpaHEHUSI.
Y4&t GoHIOB U OnUCEH apXUBHBIX JCIT
(m1oKyMEHTOB). YUET BBIJJaYH apXHUBHBIX
nen (I0KyMEHTOB) U3 apXUBOXPaHUIIHIIA
Y X BO3BpaTa. YUET U KOHTPOJIb
nepenay apXuBHbBIX JIeN (IOKYMEHTOB) B
TrOCYJapCTBEHHBIN/ MyHHUITUTIATHHBINA
apXMB WJIM HA NHOE BHELIHEE XpPaHEHHUE.
VY€t 1 po3bIck HeOOHAPYKEHHBIX JIE
(moxymenTtoB). Benenue nen ¢honmon

KonTpons
BEITIOTHEHUS 3alaHuH
yueOHOI MpaKTUKH
Onenka pabot
yueOHOI MpaKTUKH

IK 2.3.

OcymecTBIATh XpaHeHHE
ApXMBHBIX JIEJT
(TOKyMEHTOB) ¢
MOCTOSTHHBIM CPOKOM
XpaHEHHs U 110 THYHOMY
COCTaBy B apXUBe
OpraHHU3alUH

Coznanue onuceil 1e1 (JOKyMEHTOB)
OpraHu3aluH MOCTOSIHHOTO CPOKa
XpaHEHHS U TI0 JITYHOMY COCTaBY.
Pa3Merienue apXuBHBIX J1e
(IOKyMEHTOB) B apXUBHBIX XpaHWINIIAX
B COOTBETCTBHH C BBIOpPAaHHOW cXeMOM
KJIaccu(UKAIMU U CUCTEMAaTH3AINN eI
(moxymeHToB). Co3taHue U 00ecTieueHHue
PEKUMOB XpaHEHHSI apXUBHBIX JEIT

Kontpons
BBITTOJIHEHUS 3a/IaHUH
yueOHOM MpaKTUKU
Onenka pabot
yueOHOM MpaKTUKU
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(moxymenToB). [IpoBepka Hamuuus 1
COCTOSIHUSI apXUBHBIX JIeJT (IOKYyMEHTOB).
BrisiBneHne v y4€T apXUBHBIX JET
(TOKYMEHTOB), TPEOYIOITUX
pecTaBpalMOHHON, KOHCEPBAIMOHHO-
MPOPUITAKTHIECKON U TEXHHUECKOU
o0paboTku. [loaroroBka ycinoBuii 1ist
o0ecreyeHnsi COXpaHHOCTH apXUBHBIX
nen (TOKyMEHTOB) B 0COOBIN IEPHUOA U
Ype3BBIYAMHBIX CUTYALIHSIX.
OcymecTBICHHE KOHTPOJIS TBUKCHUS
ApPXHMBHBIX 7 (JOKYMEHTOB) U UX
¢dusnueckoro cocrossaus. [loaroroska u
nepegavya apXyuBHbIX Je (JOKYMEHTOB) B
rOCYJIapCTBEHHBIN/ MyHHITUIIATbHBIHA
apXUB WIM Ha NHOE BHEIIHEE XPaHEeHUE

IIK 2.4.

Ocy1ecTBIATh XpaHEHHE,
KOMILJIEKTOBaHUE, YUET U
HCIIOIb30BAHUE J1E]1
(1OKyMEHTOB) BPEMEHHOI'O
XpaHeHUs

Yuér onucein 1e11 BpEMEHHOTO XPaHEHUS
CTPYKTYPHBIX MOJIpa3/iesieHnui
OpTraHu3aIy B TPAJAUIIMOHHOM U B
ANeKTpoHHOM Buje. CucreMaTu3anus
nen (IOKYMEHTOB) BPEMEHHOTO
XpaHeHUsl, MPUHATHIX OT CTPYKTYPHBIX
MoJipa3Jie/IiCHu OpraHu3aiiuu, JJis
pa3MeIIeHHs B XpaHWIIUIIE apX1Ba
opraam3anui. KoHTposb BeIIauU B
OTIepaTUBHOE IOJIb30BAHUE ACI
(ITOKYMEHTOB) BPEMEHHOTO XPaHCHUS U
ux Bo3Bpara. [IpoBeneHne skcrepTU3sl
LIEHHOCTH JieJT (IOKYMEHTOB)
BPEMEHHOI'O XpaHEHUs B apXUBE
opranuzaruu. [lonroroska men
(IIOKyMEHTOB) BPEMEHHOTO XpaHEHHS,
MPHUHSTBIX OT CTPYKTYPHBIX
noJipa3/ieNieHui, Ha YHUUTOKEHHE.
Co3pnaHue akToOB O BBIJICJICHUHU Ha
YHHUTOKEHUE Jel (JIOKYMEHTOB)
BPEMEHHOTO

XpaHEHUs C UCTEKIIUMHU CPOKaMH,
MPHUHSTBIX OT CTPYKTYPHBIX
MOJpa3IeJICHUI

Kontpouns
BBINOJIHEHUS 3a/laHUH
yueOHOM MpaKTUKU
Orenka pabot
yueOHOM MpaKTUKU

IIK 2.5.

Ocy1ecTBIATH
MCIOJIb30BAHNE apPXUBHBIX
nen (IOKyMEHTOB), B TOM
YHCIIe C UCTIOJIb30BaHNEM
ABTOMATU3HPOBAHHBIX
CUCTEM

[Tognepxka B aKTyaJIbHOM COCTOSTHUH
AIIEKTPOHHBIX HH(POPMAIIMOHHO-
MMOMCKOBBIX CHCTEM apXUBa B
JIOKYMEHTHUPOBAHHBIX chepax
JIeSATeTLHOCTH OpraHU3alliH.
CocraBiieHHEe CIIPaBOYHO-TTOMCKOBBIX
CPEJICTB K apXHUBHBIM JIeJIaM
(ToKyMeHTaM), YITEHHBIM B apXHBE U B
JIOKYMEHTHPOBAHHBIX chepax
JeATeTbHOCTH opranu3anuu. [loaroroska
OTBETOB Ha 3aIMPOCHl APXUBHBIX JEIT
(moxymentoB). [ToaroroBka paboTsI
MOJIH30BaTEJICH B YUTAIILHOM 3aJIe

Kontposns
BBITOJIHEHUS 3a/laHHUH
yueOHOM MpaKTUKU
Onenka pabot
yueOHOM MpaKTUKU
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apxuBa

OK 01.

Bribupats cioco0sl
pelieHus 3a1a4
npodeccnoHaTBLHOMI
JEATeIbHOCTH
MPUMEHUTEIBHO K
pa3IUYHBIM KOHTEKCTaM

Br16op criocoba perenus 3amaq
po(ecCHOHANEHOM e TENIbHOCTH
NPUMEHUTEIBHO K Pa3IHYHBIM
KOHTEKCTaM

KonTpons
BBIIIOJIHEHUS 3aJaHUN
y4eOHOU MTPAKTUKH
Onenka pabot
y4eOHOU MPaKTUKHU

OK 02.

Hcnons3oBath
COBpPEMEHHBIE CPEIICTBA
MOKCKA, aHaJIN3a U
HMHTEPIPETAINH
nHpopManuu u
nH(pOPMAaLOHHbIE
TEXHOJIOTUH ISt
BBITIOJTHEHUS 32124

Hcnonb30BaHue COBPEMEHHBIX CPEICTBA
NIOWCKa, aHAJIM3a U UHTEPIIPETAIN
uH(OPMALINH, U UCTIOIb30BaHUE
UH()OPMAIIMOHHBIX TEXHOIOTUH IS
BBITOJIHEHUS 3a]1a4 IPOEeCCHOHATIBHON
JeATEIILHOCTH.

Kontpouns
BBITIOJIHEHUS 3aJaHNI
yueOHOI MPaKTHKH
Orenka pabot
y4eOHOI PaKTHKH

npodeccnoHanbHOM

NEeSTETbHOCTH

OK 04. BzaumopeiictBue u pabota B koyiektuBe | KoHTposib
DddexTuBHO 1 KOMaH]Ie BBITIOJIHCHHUS 3aJJaHUI

B3aUMOJICHCTBOBATD U
paboTaTh B KOJUICKTUBE H
KOMaH/Ie

y4eOHOW TPaKTHKH
Onenka pabot
y4eOHOW PaKTHKH

OK 05.

Ocyl1ecTBISATh YCTHYIO U
MMUCbMEHHYIO
KOMMYHHUKAIMIO HA
TrOCYJIapCTBEHHOM SI3BIKE
Poccuiickoit denepaiuu ¢
y4€ToM 0coOeHHOCTEN
COLIMAILHOTO U
KYJIbTYPHOTO KOHTEKCTA

Ocy1iecTBiIeHUE YCTHON U TUCbMEHHON
KOMMYHUKAIMU Ha TOCYIapCTBEHHOM
sa3b1ke Poccuiickont @enepanuu ¢ y4€Tom
0COOEHHOCTEHN COIUANTBHOTO U
KYJIbTYPHOTO KOHTEKCTA

Kontpouns
BBITIOJTHEHUS 3aJaHNI
yueOHOM MpaKTUKU
Ornenka pabot
yueOHOM MpaKTUKU

OK 09.
[Tonb3oBaTbCs
npodeccnoHanbHOM
JTOKYMEHTalMen Ha
rocyAapCTBEHHOM U
WHOCTPAHHOM SI3bIKax

Hcnonb3oBanue npodeccuoHaibHON
JIOKYMEHTAIlMU Ha TOCYAapCTBEHHOM U
MHOCTPAaHHOM SI3bIKaxX

KonTpons
BEITIOTHEHUS 3alaHuH
yueOHOI MpaKTUKH
Onenka pabot
yueOHOI MpaKTUKH
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PaccmoTpena u ogoOpeHa Ha 3acejaHun YTBEPXJIAIO
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KOMHCCHUH T.H. KpacnomiekoBa
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1. OBIIASI XAPAKTEPUCTHUKA PABOYEH NPOT'PAMMBI YYEBHOM MIPAKTUKH
VI1.03 BBIIMTOJHEHUE PABOT IO OJHOM WJIN HECKOJIBKUM ITPO®ECCUAM

PABOYMX, JOIKHOCTAM CIOYKALIHUX

1.1. llesp ¥ miIaHUpyeMble Pe3yJbTAThl 0CBOEHUS Y4eOHO NMPaKTUKH

B pesynpraTe mpoxoKIAeHHS Yy4eOHOM MpakTUKKW OOy4YaroU[uiicss MOoJy4aeT IepBUYHBIC
npodeccuoHanbHble HABBIKK [0 OCHOBHOMY Buny nearenbHoctu: «BbimonneHue paboT mo oIHOM miu
HECKOJIBKUM TpodeccusmM paboymx, MODKHOCTIM ciyxammx» (JlemonpousBoaurenib, apXuBapuyc) u
COOTBETCTBYIOLIME eMy 001Iie U podeccruoHaIbHbIe KOMITETEHIUH:

1.1.1. Ilepedenp OOITMX KOMIICTCHITHI

Kon HanMeHoBanue 00X KOMIETEHIINHA

OK 01 Br16upath ciocoObl perienus 3a1a4 npopecCUOHANbHON AESITENbHOCTH TPUMEHUTEIBHO K
pa3IMYHbIM KOHTEKCTaM.

OK 02 Hcnonp30BaTh COBpEeMEHHBIE CPEICTBA MTOMCKA, aHAIIN3a U MHTEPIIPETAIli HHPOPMAIINH,
1 HH(OPMAIMOHHBIE TEXHOJIOTHH JIJIsl BHITIOJIHEHMS 33724 PO eCcCHOHATBHOM
NeSITETTbHOCTH.

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

OK 05 OcCy1ecTBIATh YCTHYIO U TUCBMEHHYI0O KOMMYHHUKAIUIO HA TOCYAapCTBEHHOM SI3BIKE
Poccuiickoii @enepauu ¢ yueToM 0COOEHHOCTEN COLIMATBLHOTO U KYJIBTYPHOTO
KOHTEKCTA.

OK 09 [Tonp30BaTbest MpOQecCHOHATBHOM TOKYMEHTAMEH Ha TOCYIaPCTBEHHOM M HHOCTPaHHOM
SI3BIKAX.

1.1.2. Tlepedens mpodecCHOHATBEHBIX KOMIICTCHIIUN

Kon HaumeHnoBaHHe BUI0B 1eSITeJIbHOCTH U MPodecCHOHATbHBIX KOMIIeTeH it

BA 1 Beinonnenue paboT 1o 01HOM MIIM HECKOJIBKUM MpodeccusM pabodmx, T0KHOCTIM
CITy>KaIuX

IK 3.1. OcymiecTBIATh paboTy MO OPraHU3aAUH TOKYMEHTOO000POTa OpraHU3aIuu

IK 3.2. OcymiecTBiATh paboTy MO CUCTEMATU3ALMK U XPAHEHUIO JOKYMEHTOB

IIK 3.3. ObecnieunBaTh COXPAHHOCTh ApXUBHBIX (POHJIOB.

IIK 3.4. Ocy1iecTBIATh JOKYMEHTUPOBAHHE U OPraHU3alMOHHYI0 00pabOTKy JOKYMEHTOB
KaHUEJIApHH (apXuBa)

1.1.3. B pe3ynbraTe OCBOSHHS YI€OHOH MPAKTHUKH 00YJAIOLIHIACS JOIDKEH:

Brnanets OcymiecTBieHUs: pabOTHI IO OPTaHU3AIUH JOKYMEHTO000pOTa

HAaBBIKAMH | OcyIIecTBICHHs pabOThI [0 CHCTEMAaTU3alli U XPAHEHUIO TOKYMEHTOB
ObecneueHnst COXPaHHOCTH apXUBHBIX (DOHIOB
JIOKyMEHTHUPOBaHUS U OPraHU3aAMOHHON 00pPaOOTKN JTOKYMEHTOB KaHIENsIpUU (apXuBa).

Ymerp

[IPUHUMATh, PETUCTPUPOBATH, YUUTHIBATH MIOCTYIAOLINE JOKYMEHTHI;
MPOBEPATH NPABUIBHOCTH OPOPMIIEHUS JOKYMEHTOB;

BECTH KapTOTEKY yueTa MPOXOXKICHHS TOKYMEHTAIbHBIX MaTEPHAJIOB;
CHCTEMaTHU3UPOBATh M XPAHUTH JOKYMEHTHI KaHIICIAPUHU (TEKYIIETO apX1Ba);
(dbopMHUpPOBaTH CIPABOYHBIN armapat, 00eCIeYnBAOIINI OBICTPBIN MMOUCK TOKYMEHTOB;
OCYIIECTBIISATh IKCIIEPTU3Y TOKYMEHTOB, TOTOBUTH U TIEPEIaBaTh TOKYMEHTAIbHbIE
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MaTepuaibl Ha XpaHEHHUE B apXUB;

COCTAaBJISITh aKThI JJIS [IepeAady JIe] Ha XPaHEHHUE;

COCTABJISITh aKThl HA CIIMCAHUE U YHUUYTOKEHHE IOKYMEHTOB;

pa3pabaTheIBaTh HOMEHKJIATYPY JAET;

IIPOBEPATH MPABUIBLHOCTH (HOPMUPOBAHUS U OPOPMIICHUS JeJl IPU IIPUEME UX B apXHB;
MPUHUMATh, PETUCTPUPOBATH, YUUTHIBATH MOCTYHAIOLINE JOKYMEHTHI

IPOBEPATH MPABUIBHOCTH O(hOPMIICHHUS JOKYMEHTOB;

BECTH KapTOTEKY Y4eTa IPOXOKACHUS JOKYMEHTAIbHBIX MaTEPUAJIOB;

dbopMupoBaTH CIIPaBOYHBIN anmnapar, 00ecreynBaoInil OBICTPBII MOUCK JOKYMEHTOB;

3HaTh

OCHOBHBIE ITOJIOKECHMS ENMHON roCcy1apCTBEHHON CUCTEMBI IEN0IIPOU3BOJICTBA;
BUBI, QYHKIIMHM JOKYMEHTOB, IIPaBHJIa UX COCTABICHUS U 0()OPMIICHUS;
HOPSI0K JOKYMEHTHUPOBaHUS WH(POPMALIMOHHO-CIIPABOYHBIX MaTEpPHAJIOB;
IpaBuJiIa JEJI0BOT0 3TUKETA U JAEJIOBOTO OOLICHHUS;

[paBuja CUCTEMAaTU3alUH JOKYMEHTOB,;

IpaBuJjia XpaHCHUA IIOKYMCHTOB;

HOPMAaTHBHBIC TPaBOBbIE akThl Poccuiickoit denepannu B chepe aem0npon3BOJCTBA U
ApXHUBHOIO JIENIA;

npaBuiia paboThl TOCYJAPCTBEHHBIX U BEOMCTBEHHBIX apXUBOB;

KJaccuguKanuo 1okyMeHToB ApxuBHoro (ponaa Poccuiickoit denepanuy;

MPUHIIMITBI CUCTEMATH3aIUU J1e] apXUBHOTO (HOHA;

PEXHUM U CPOKH XpPaHEHUSI apXUBHBIX JOKYMEHTOB.

CTaHapTHl OPOPMIICHHUS OPTaHU3AIMOHHO-PACTIOPSTUTEIILHON IOKYMEHTAIINH;

CHOCOOBl U TEXHOJOTMH AOKYMCHTHUPOBAHUA PA3JIMYHBIX BHUIOB HpO(l)GCCI/IOHaJII)HOfI
JIEATEIIbHOCTH;

TpeOOBaHUS OXPAHBI TPY/IA,

OCHOBHBIE I0JI0KEHU ENMHON roCy1apCTBEHHONW CUCTEMBI IEJIONPOU3BOICTBA;

BUJIbI, QYHKIIUH TIOKYMEHTOB, IIPaBUJIa UX COCTABICHUS U 0(OPMIICHHUS,

NOPSAJOK TOKYMEHTUPOBaHMsI MH(POPMAIIMOHHO-CIIPABOYHBIX MaTepUaoB

1.2. KotnyecTBo 4acoB yueOHOIl NPAKTUKH

Bcero yacos —72,

B TOM 4Hclie B (hopMe MIPAKTUIECKON OJITOTOBKU —/2.




3.CTPYKTYPA U COJAEP)KAHUE YYEBHOU MIPAKTUKH

3.2 TeMmaTH4ecKHii IVIaH U coJepKaHNe YUeOHOH NPAKTHKH

HaumeHoBaHue pa3jiesioB u Buawbi pador KoanuecTtBo
TeM 4acoB
1 2 3
BoinoJsiHeHHEe padoT Mo JTOJKHOCTH CJIY:Kalero «/le10npon3BoauTesby 36
Tema 1. CocTaBiaenne m  |Pa3pabotats 1 0pOpMUTH TOJKHOCTHYIO HHCTPYKIIUIO AETONPOU3BOAUTENS U apXuBapuyca. PazpaboraTth 6
odopmiieHue 1 0(pOPMHUTH HHCTPYKIIUIO 10 ACTOMPOU3BOICTBY opranu3anuu. OGopMHUTh MITATHOE PACIHICAHHUE.
OPraHu3alMOHHbIX
JTOKYMEHTOB
Tema 2. CocraBiaenne m  |Pa3pabotars GiaHKM OpraHu3aluii pa3InyHbIX OPraHU3alMOHHO — MPaBOBBIX popM. OPopMuUThH 6
odopmiieHUE Pa3IUYHBIE BUIBI OPTAaHU3AMMOHHO — PACTIOPSIUTESILHON TOKYMEHTAIIUHU : TIPUKA3bI 10 OCHOBHOM,
pacnopsINTeTbHBIX JESTENIbHOCTH , TPUKA3bI 110 a[IMUHUCTPATUBHO — XO3SICTBEHHOMN AESITETFHOCTU C COOIIOICHUEM €IMHBIX
JTOKYMEHTOB tpeboBanuii u npaswi B coorBercTBuu ¢ [OCT 7.0.97.-2016
Tema 3. CocraBiaenne u  |OQoOpMHUTH pa3TUIHBIC BUIBI HHPOPMAIIHOHHO — CIIPABOYHBIX JOKYMEHTOB: 0(POPMHUTH MHUCHMO — 3aIpoc, 6
odopMIIeHHE CIPABOYHO- |IHMCHMO — OTBET C MPHIIOKEHUAMHU, HTHHOPMAITMOHHOE MHOTOCTPAHUYHOE MUCHEMO, TOKJIATHYIO U
HH(OPMAIMOHHBIX OOBSCHUTEIBHYIO 3aITUCKH.
JOKYMEHTOB
Tema 4. Opranuszanusi  |O3HaKOMHTBCS CO CXEMOH JJOKYMEHTO000pOTa B OPTaHU3AIMH W OPTaHU3AIH PETUCTPAIH JOKYMEHTOB, 6
JOKYMEHT0000poTa MOPSIKOM MPOXO0KJICHUS PA3IMYHBIX IOKYMEHTOIOTOKOB OPTaHU3aIMK, KOHTPOJIEM HaJ| HCTIOJTHEHUEM
JIOKYMEHTOB B OPTaHU3AIHH, C HOMEHKIIATYpPOU JeJT OpTaHU3aI[|H, TOPSIKOM COCTaBJICHHS U O(OPMIICHHUS
JIeJT OpraHu3aui. 3a0THUTH KYPHAIbl PETUCTPALIMU BXOAIICH, UCXOASIIEH 1 BHYTPEHHEN
KOPPECTIOHICHITUU
Tema 5. Dxkcnmequmuonnasi |O6padoTKa BHYTPEHHHUX JOKYMEHTOB, 00paboTKa U OTIpaBKa UCXOASIIUX TOKYMEHTOB, IPUEM U 6
00padoTKa JOKYMEHTOB |[IepBHYHAs 00paboTKa BXOSIINX TIOKYMEHTOB. [IpeBapuTenbHOe pacCCMOTPEHHE U COPTHPOBKA
JIOKYMEHTOB Ha PETUCTPUpPyEMbIe U perucTpupyemsbie. [loaroroBka BXoIAIINX JOKYMEHTOB IS
paccMoTpeHust pykoBoauTesieM. OcylIecTBIeHUE TTepeaadl JOKYMEHTOB Ha UCTIOJTHEHHE B
MOJIpa3JeNIeHus C YI4ETOM PE30TIONNU PYKOBOIUTENS OpraHu3aluu
Tema 6. Peructpaumus  |DopMBbI perucTpanny JOKyMEHTOB. BoImoHeHe padoT Mo MHIEKCAINH JOKYMEHTOB. Perucrpanus 6
JTOKYMEHTOB JOKYMEHTOB M MapIIPyTH3AIHS JOKYMEHTOIIOTOKOB. 3allOJIHUTh KYPHAIBI PETUCTPAIIMH BXOISIIEH,
MCXOSIIEN Y BHYTPEHHEN KOPPECITOHICHIINHI
BbinoJjiHeHHE padoT MO JTOJKHOCTH CJY:KAIEro «K ApXHBAPHYC» 36




Tema 7. Opranu3anus u
TEXHOJIOTHsI KOHTPOJIA 32
CPOKAMU MCIOJTHEHUS

PaCCMOTpeHI/Ie U nepcavda J0KyMCHTOB Ha UCIIOJIHCHUC C YUCTOM PE30JIIOLIUH PYKOBOJUTCIIA
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 MPOTPAMMHBIMH CpEACTBaMU Y4&€Ta, XpaHEHHUs, 0OpaOOTKM M TIOMCKA JOKYMEHTOB, 6
HMH(POPMALHOHHO — UCTIOJIb3yEeMBbIMU B Opranu3anuu. MHpopMannoHHo-cripaBoYHasi ¥ MOMCKOBasi paboTa C UCIOIb30BaHHEM
CHPaBOYHOM PaGOThHI CHCTEM Yy4€Ta JOKYMEHTOB B OpraHU3aLHH.
Tema 9. Opranmsanusi  |OpraHusanys TEKyIIEro XpaHeHns JOKyMeHTOB. CucTeMaTnu3anys JOKyMEHTOB 110 CTPYKTYpHO- 6
TeKylIero XpaHeHust XPOHOJIOTHYECKOMY NpUHLUNY. Opranu3anus JOKyMEHTOB TeKylero apxusa. Cucremarusanus
JIOKYMEHTOB TeKyIero apxusa. OdecrieueHre COXpaHHOCTH JOKYMEHTOB
Tema 10. CocraBienue |CocraBienue u ohopMIeHIE HOMEHKIATYPHI JIe] B opranu3anun. OnpeneneHne CPOKOB XpaHEHUs 6
HOMEHKJIATYPbI eI B |JOKYMEHTOB.
OpraHu3anuu
Tema 11. DxkcnepTH3za | DKCHEpTHAs KOMUCCHUS, €€ COCTAB U MOJHOMOYHUA. YYacTUE B IPOBEACHUH 3KCIIEPTU3bI [IEHHOCTH 6
HEHHOCTH JOKYMeHTa  |JOoKyMeHTOB. OcyllecTBIeHHE 0TOOpa JTOKYMEHTOB U /1€ Ha XpaHEHUE U YHUUTOKEHUE 110 Pe3ybTaTamMm
SKCHEPTU3bI IEHHOCTU JOKYMEHTOB U PEHICHUH, IPUHSITHIX SKCIIEPTHOM KOMHUCCHEN
Tema 12. IloaroroBka aena |[[1oaroToBUTH €70 K Iepeiade B apXUB OPraHU3aLUN: CUCTEMATU3UPOBATh TOKYMEHTHI J1€J1a, COCTaBUTh 6
K MepeJaye Ha ApXUBHOE |BHYTPEHHIOIO OIIUCH JI€JIa U JIUCT — 3aBEPUTEIb J€ila, IPOHYMEPOBATh CTPAHULBI U CIIHUTH JEII0,
XpaHeHHe. oopMuts 005105KKY fena. CocTaBIeHHE aKTOB BBIJAUH, IIEPEIaun, YHHUTOKEHHS JOKYMEHTOB. KoHTpoIb
(U3UUECKOr0 COCTOSIHUSI JOKYMEHTOB Ha OyMa)kHOM OCHOBE.
IIpome:xxyTouHast arrecranus ( AuddepeHUMPOBaHHBINA 3a4eT)
Bcero 72




3. YCJIOBUS PEAJIN3AIIMN YUYEBHOM ITPAKTHKH

3.1. TpeboBaHusi K MUHUMAJIBLHOMY MaTepHAJIbHO-TEXHHYECKOMY O0ecredeHUuIo

VYyeOHasi MpakTUKa peaau3yercs B MAacTePCKUX MPO(eCcCHOHATBLHOW 00pa30BaTEeIbHOM
OpraHu3aly W TpedyeT Hamuuus OoOOpyIOBaHUS, MHCTPYMEHTOB, PACXOJIHBIX MAaTepHAalIOB,
00eCreynBaroOIUX BBIMOJHEHHE BCEX BHJIIOB PAa0OT, OMPEACICHHBIX COJEPKAHUEM IPOrpaMm
npoecCHOHANBHBIX MOJYyJIeH, OTBEUAIOUIEr0 MOTPEOHOCTSIM OTpaciu U TpeOOBaHUSAM
paboroaarene.

Peanuzanuss y4eOHOM mMpakTUKU MpeanojaraeT Hajluyue ydeOHOro KaOuHeTa
JIoOKyMEHTAIIMOHHOTO 00ecIieueH sl yIpaBIeHus, 1a00paTopuu TOKYMEHTOBEICHHUS;

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

O6opynoBanne ydueOHOro kabuHeTa W pabodymx MecT KaOmHeTa 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 (CIyTHUKOBAasi CUCTEMA), 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 YIPaBICHUSA): KOMIIBIOTEPHI, MPUHTEP, CKaHEp,
MozeM (CIyTHHKOBasi CHUCTeMa), TIPOEKTOp, TMpOrpaMMHOE oOecrieueHre OOIero u
npoecCHOHAIbHOTO HAa3HAUYEHUs, KOMIUIEKT Y4eOHO-METOIUYECKON TOKYMEHTAIUU; [IPaBOBbIC
cucreMsl ['apant, KoncynsranTlIntoc.

Peanuzanus mporpaMMbl  MOAYAS — TpeArofaraeT  o0sA3aTeNbHYI0  y4eOHY0 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. UupopmannoHHOe o0ecniedeHre peajn3aluu NPOrpaMmMbl

3.2.1. OcHoBHbIE NeYaTHbIE U 3J1eKTPOHHbIE H31aAHUS

1. Abynanze, JI. I'. JlokyMeHTalMoHHOE OOecreueHre YMpaBJICHUS MEPCOHAJIOM !
y4eOHUK W NPAKTHUKYyM JUIsl cpeAaHero mnpodeccuoHanbHoro obpaszoBanus / JI. I'. AGynan3e,
W. b. Bempsokkuna, B. M. MacnoBa. — 3-e u3a., nepepab. u jgon. — Mocksa : M3naTenscTBo
FOpaiir, 2025. — 374 c. — (Ilpodeccronansroe obpazoBanme). — ISBN 978-5-534-16657-6.

— Tekcr : osnektpoHHbI // OGOpa3zoBatenbHass miargopma IOpait [caiit]. —
URL: https://urait.ru/bcode/562146
2. AntyxoBa, H. @., Cuctemsbl 31€KTPOHHOTO JOKYMEHTO000pOoTa: yueOHOe Tocooue

/ H. ®. AntyxoBa, A. JI. /I3to6enko, B. B. Jlocesa, 0. b. UeunkoB. — Mocksa: KnoPyc, 2025.
— 201 ¢. — ISBN 978-5-406-13653-9. — URL.: https://book.ru/book/955432

3. Kopnees, W. K. JlokymeHTanlmoHHOE oOOecriedyeHHe YIpaBIEHUS : YUYEOHUK U
NOPaKTUKyM Ui cpefgHero npogeccuonanbHoro obpaszosanus / U. K. Kopuees, A. B. ITmenxo,
B. A. MamypneB. — 3-¢ m3a., nepepad. u jon. — Mocksa : U3natenbctBo FOpaiit, 2025, —
438 c. — (IIpodeccuonanbHoe obpazoBanue). — ISBN 978-5-534-16002-4. — Texkcr:
AIIEKTPOHHBIN /l Oo6pazoBaTenpHas maTdopma Opaiit [caiit]. —
URL.: https://urait.ru/bcode/563193


https://urait.ru/bcode/562146
https://urait.ru/bcode/563193

4. Kacpsnosa, I'. }0. [lenonpous3BoACTBO M Jpyrue acrekThl paboTbl cekpeTaps /
I'.10. KacbsiHoBa — 7-€ u3., mepepad. u pon. — Mocksa: M3natensctBo Abak, 2023. — 304 c.

3.2.2 J/lonoJIHUTE/IbHbIE HCTOYHHKHU

1. Augpeea B.M. [lenonponsBoJaCTBO: OpraHU3alusl U BEIACHHE: y4EeOHO-IIPAKTUUYECKOE
nocobue / AunpeeBa B.M1. — Mocksa: KanoPyc, 2020. — 294 ¢. — ISBN 978-5-406-00580-4. —
URL: https://book.ru/book/934225. — TekcT: 311eKTpOHHBII.

2.Anzopoa, C. II. Opranumzammss Tpyda TOCYIapCTBEHHBIX W MYHHUIIUIAIbHBIX
cyxamux : yaeobnoe nocooue / C. I1. Anzoposa, C. I'. denopuykoBa. — Mocksa : UHOPA-M,
2023. — 160 c. — (Bsicmiee oopazoBanue: bakanaBpuar). - ISBN 978-5-16-016369-7. - Tekcr :
anektpoHHbI. - URL: https://znanium.ru/catalog/product/1939092

3.bymar P.E. JlokyMeHTanlMOHHOE OOECIEYCHHE YIPaBICHUS TEPCOHAIOM: ydeOHOe
nocobue / P. E. Bymar. — MockBa: UH®PA-M, 2019. — 234 c. + Jlon. marepuaisl
[[DnekTponnbIit pecype]]. — (Bricmiee oOpazoBanue: bakamaspuar). - ISBN 978-5-16-010318-
1. - Tekct: anexrtponnbiii. - URL: https://znanium.com/catalog/product/1007087. — Pexum
JOCTyTA: 1O MOJIUCKE.

4.Tyryesa T.A. KonduaeHumanpHoe IeIOMpPOM3BOACTBO: ydeOHoe mocobue / T.A.
['yryeBa. — 2-e uzn., nepepad. u gon. — MockBa: UHOPA-M, 2022. — 199 c¢. — (Cpennee
npodeccuonansHoe obpazoBanue). - ISBN 978-5-16-016585-1. - Tekcr: anekrponHsiii. - URL:
https://znanium.com/catalog/product/1191331. — Pesxum 10CTyma: MO MOAIUCKE.

5.I'ycapoa M.H.  OpranuzaunoHHO-UH(POPMAlMOHHOE UM JIOKYMEHTAllMUOHHOE
obecrnieueHre AITeIbHOCTH PYKOBOAUTENS: yueOHO-MeToanueckoe nocodue / M. H. I'ycaposa,
C. B. I'opkym. — Mocksa: PTY MUPDA, 2022. — 106 c. — TekcT: 3nekTpoHHbIl // JlaHs:
anekTpoHHOo-Onbmmoreunas cucrema. — URL: https://e.lanbook.com/book/176556. — Pexum
JOCTYTIA: JIJIsl aBTOPU3. TIOJIH30BATEIICH.

6. JlenonmpousBoactBo: yueOHuk / T. A. beikoBa, JI. M. Bsiosa, FO. M. Kykapumna, JI. B.
Cankuna ; mox o6mi. pen. mon. T. A. BeikoBoi. — 5-e u3n., mepepad. u gom. — Mocksa :
NH®PA-M, 2025. — 403 c. + [Hdon. marepuayibl [DneKTpoHHBIN pecypc]. — (Bricuiee
obpasoBanue). — DOI 10.12737/1907620. - ISBN 978-5-16-018052-6. - TekcT: 3JI€eKTPOHHBII. -
URL.: https://znanium.ru/catalog/product/2145045

7.loponuna, JI. A. JlIokyMEeHTallMOHHOE oOOecleyeHne YIpaBJIeHUs : YYeOHHK U
OPaKTUKYM  JUIsl  cpeAHero  npodeccuoHanbHoro  oOpazoBanusi/  JI. A. JlopoHuHa,
B. C. UputukoBa. — 2-e u3a., nepepad. u jgon. — Mocksa : U3narensctBo Opaiit, 2025. —
270 c. — (IIpodeccmonanproe obOpazoanue). — ISBN 978-5-534-16017-8. — Texker
AIIEKTPOHHBIN / OOpa3oBarenbHas miatdopma IOpaiit [caiT]. —
URL: https://urait.ru/bcode/563264

8. KongunenumansHoe JIeNIOTIPOU3BOICTBO U 3alUILECHHBIH AIIEKTPOHHBIN
nokymentoobopor: yuebHuk / H.H. Kynses, A.C. [émymkun, T.B. Kowgpamona, A.L.
®abpuunos; nmoa oour. pen. H.H. Kynsesa. - 2-e u3z., nepepab. u gom. - Mocksa: Jloroc, 2020. -
500 c. - (HoBas ynuBepcurerckas OuOimoteka). - ISBN 978-5-98704-711-8. - Tekcrt:
anekTponnbiii. - URL: https://znanium.com/catalog/product/1212394. — Pexum pocTyma: o
TIOJTITHICKE.

9.KopueeB M.K. Texuuueckue cpenacrsa ynpasienus: yueOonuk / M.K. Kopnees, I'.H.

Kcanmonyno. — MockBa: MUH®DPA-M, 2019. — 200 c¢. — (Bsicmiee o0pa3oBanue:
bakanaBpmar). - ISBN  978-5-16-003620-5. - Tekct: oanekrponnsd. - URL:
https://znanium.com/catalog/product/991843. — Pexxwum A0CTyma: 1Mo MOAMHUCKE.

10. KysHenos, U. H. JlokymeHTanmoHHOE obecrieyeHne yIIpaBIICHUSL.

JIokyMeHTOOOOpPOT ¥ JCJIONMPOM3BOJACTBO | Y4YEOHMK H TMPAKTHKYM IS CPEIHETO
npodeccuonansHoro oobpaszosanus / M. H. Ky3nenos. — 5-e u3z., mepepad. u gomn. — Mocksa :
WznatenberBo FOpaiit, 2025. — 425 ¢. — (IIpodeccronanbaoe oopazoBanue). — ISBN 978-5-
534-20025-6. — Texct: snekTpoHHbIH // OOpa3oBarenbHas miardopma HOpaiit [caifT]. —
URL.: https://urait.ru/bcode/581141


https://znanium.ru/catalog/product/1939092
https://znanium.ru/catalog/product/2145045
https://urait.ru/bcode/563264
https://urait.ru/bcode/581141

11. KysneunoB, W.H. JlokyMeHTalMOHHOE OOECIEYEHUE YIPABJICHUS IIEPCOHAIIOM :
Y4eOHHK ¥ TTPAKTUKYM JUIs cpeniHero npodeccuonanbHoro oopazosanus / . H. Ky3nernos. — 3-
e wusn., mepepad. u jgom. — MockBa: WM3marensctBo FOpaiit, 2025.— 397 c.—
(ITpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-09155-7. — Tekcr : 2neKTpOHHBIN //
OopasoBarenbHas wiathopma KOpaiit [caiit]. — URL: https://urait.ru/bcode/562296

12. Opranmsamuss  cekperapckoro  oOcmyxkuBannu: OYMK /  B.B.Tanaxos,
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4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHUSI YYEBHOMN NPAKTUKHU

Kox v HanmenoBanue
npogeccHoHATbHBIX H Kpurepun onenku MeToabl OLIEHKH
O0IIMX KOMIIETEHIUIA

I1K 3.1 OcymecTBusTh Opranuzanus paboTsl O KoHTpo:1b BBITIOJIHEHUS 3aJaHU
paboTy 1o opranu3anuu OpraHu3aLu y4eOHO MpaKTHKH
JIOKYMEHTOO000pOTa JIOKYMEHTOO00O0pOTa Omuenka paboT yde6HO#H
OpraHu3aluu OpraHM3allii B COOTBETCTBUE | MPakTHKH
C HOPMaTUBHBIMU
JIOKYMEHTaMu
1K 3.2 OcyiecTBusTh Opranuzanus paboTsl IO KoHTposb BBINTOTHEHUS 33 JaHUN
paboty 1o CHCTEMATH3allUY ¥ XPaHEHHUIO | Y4eOHOH MpakTHKH
CUCTEMATH3ALH U JIOKYMCHTOB B COOTBETCTBHE C | OueHka paboT yueOHOi
XPaHEHUIO TOKYMEHTOB HOPMaTHBHBIMH JJOKYMCHTAMH | [IpaKTHKH
IIK  3.3. ObGecneunsarb Opranu3zanys TEKyIero KoHTpo:b BbINIOIHEHUS 3ajaHU
COXPAaHHOCTb  apXMBHBIX | XpaHEHUs TOKYMEHTOB, y4eOHOI MPaKTUKH
(bonnos. 0bpalboTKa e st Onenka paboT y4e6HOi
OTIEpaTUBHOTO U APXUBHOTO NPaKTHKH

XpaHCHUA B COOTBETCTBUEC C
HOPMAaTUBHBIMU JOKYMCHTaMU

IIK 3.4. OcymiecTBisith O6paboTka men ams KoHTpob BRITOTHEHUS 3aTaHUIM

AOKYMEHTUPOBAHUE 1 OIIEPAaTUBHOI'O U APXUBHOT'O
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OpraHu3aIOHHYIO
00paboTKy TOKYMEHTOB
KaHIEJISIpUA (apXHUBa)

XpaHCHUA B COOTBETCTBUE C
HOPMAaTUBHBIMU JOKYMCHTAMU

y4eOHOI MPaKTUKH

Onenka pabot yueOHOI
IPaKTUKH

OK 01.

Br16upats ciocoOsbI
peleHus 3a1a4
npodeCcCuOHATBHON
JESITEIIBHOCTH
MPUMEHHUTEIHHO K
Pa3InYHBIM KOHTEKCTaM;

Br16op criocoba penrenus
3ana4 npodeccruoHaIbHOM
JeSITeIbHOCTH TPUMEHHUTEITHHO
K pa3IMYHBIM KOHTEKCTaM

KoHTpoJib BRIMOJHEHUS 3a1aHUI
y4eOHOH TTPAKTUKH

OrneHka paboT yueOHOM
MIPaKTUKU

OK 02.

Hcnonb3oBath
COBpPEMEHHBIE CPEJICTBA
IIOUCKA, aHaIM3a U
UHTEpIpeTaluu
uHpOpMaLnH, U
UH(POPMALOHHEIE
TEXHOJIOTUH IS
BBITTOJIHEHUS 32,144

Hcnonbs3oBaHne COBPEMEHHBIX
CpEICTBa IIOMCKa, aHAJIu3a U
MHTEepHpeTanuy HHPOpMaIu,
U UCIIO0JIb30BAHUE
MH(OPMALIMOHHBIX
TEXHOJIOTH 17151 BBIIIOJIHEHUSI
3a/1a4 npodeccuoHaNbHON
NEeSATEIbHOCTH.

KoHTpoJib BRIMOJHEHUS 3a1aHUI
y4eOHOH TTPAKTUKH

OrneHka paboT yueOHOM
PAKTHKU

npodeccruoHaNbHON

NeSITeTbHOCTH;

OK 04. BsaumopeiictBue u padora B KoHTpo:b BbINOIHEHUS 3ajaHUi
DdbexTHBHO KOJIJICKTHBE U KOMaH/Ie y4eOHOI MPaKTHKH

B3aMMOJICHCTBOBAThH U
paboTath B KOJUIEKTHUBE U
KOMaHJIE;

Omnenka paboTt yueOHOM
MPAKTUKH

OK 05.

OcCy1ecTBIATh YCTHYIO U
NUCbMEHHYIO
KOMMYHHKAIIHIO Ha
TOCYJapCTBEHHOM SI3BIKE
Poccuiickoit ®enepanuu ¢
y4eToM 0coOeHHOCTEN
COLIMAIBHOTO U
KYyJIBTYPHOI'O KOHTEKCTa

OcyiecTBieHne yCTHON U
MUCHMEHHOW KOMMYHHUKAIHH
Ha rocy1apCTBEHHOM SI3bIKE
Poccutickoii denepanuu ¢
y4eTOM 0COOEHHOCTEH
COLIMAJIBHOTO U KYJIbTYPHOTO
KOHTEKCTa

KoHTpoub BBINOTHEHUS 3aaHUH
y4eOHOI MpaKTHKH

Onenka paboT yueOHOM
MPaKTHKH

OK 09.

ITonp30BaThCH
npodecCHoHaNBHOM
JIOKYMEHTaluen Ha
rOCyIapCTBEHHOM M
MHOCTPAHHOM SI3bIKaX

Hcnonb3oBanue
npodeccroHanbHOM
JTOKYMCHTAIUH Ha
TOCYJapCTBCHHOM U
HWHOCTpPAaHHOM A3bIKax

KoHTpoJib BRIMOSHEHUS 3a1aHUI
y4eOHON MPaKTHUKU

Onenka paboTt yueOHOM
MPAKTUKH
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