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1. MACIHIOPT PABOYEM ITPOT'PAMMBI YYEBHOM ITPAKTUKH

1.1. Ob6aacTb NpUMeHEeHUs NMporpamMmblI.
[IporpamMmma y4ueOHON NpakTUKH (Jalee TporpamMma) SIBISETCS YacThl0 OCHOBHOW Mpo(decCcHOoHaIhHON
oOpazoBarenbHON mporpaMMmbl B cooTBerctBuu ¢  ®DI'OC CIIO mno cnenmansHOocT  46.02.01
«JlokyMeHTamoHHOE oOecrieueHre ypaBieHus 1 apXuBoBeIeHHEe», yKpynHeHHas rpynna 46.00.00 Mcropust
u apxeonorus (6a30Boi MOATOTOBKM) B YACTH OCBOSHHS KBUTU(HUKAIIMY CIIEIIUAIUCT 110 JOKYMEHTAIMOHHOMY
00€ecCTIeYeHUIO YIIPaBICHUS U apXUBHOMY JIEITY, © OCHOBHBIX BUJIOB ITpodeccnoHanbHON AestensHocT (BITI):
[IM.01 «OcymecTBieHne OpPraHU3alliOHHOTO W JOKYMEHTAIlHOHHOTO OOECIEYEHHUS! JCSTEIbHOCTH
OpTaHU3aIHny;

[IM.02 «Opranun3zanusi apxuBHOH pabOTHI [0 JOKYMEHTaM OpTaHU3alUi pa3IHYHbIX GOPM COOCTBEHHOCTHY;
[IM.03 «OcBoeHre BHAOB pabOT MO OJHOW WM HECKOJBKHM MpodeccusiM pabouux, ITOIHKHOCTSIM
CITy>KaIIuX».

[Iporpamma y4yeOHOW NpPAaKTUKH MOXKET OBITH MCIHOJIB30BAaHA B JAOMOJHUTEIBHOM NPO(EecCCHOHATHLHOM
o0Opa3oBaHn W TPO(PECCHOHATHFHONW IMOATOTOBKE PaOOTHHKOB CQephl AETONPOU3BOJCTBA TPH HATHIUU

cpemHero (mosHoro) ob1iero odpasoanusa. OMBIT pabOTH He TpedyeTcs

1.2. llenu u 3a7a4u y4eOHOI NPAKTHKH:

(bopmupoBaHHe y 00yJarONIMXCsl YMEHUI U IPUOOPETEHNE IEPBOHAYATIBHOTO MPAKTUIECKOTO OITBITa B PAMKaX
npodeccuonanbueix Moxyieid OITOIT CIIO mo ocHOBHBIM BHAaM NPOQECCHOHAIBHON AEATEIBHOCTH IS
MOCJIETYIONIET0 OCBOSHHSI MU OOIIUX M MPO(ECCHOHATBHBIX KOMIIETCHIINI 10 N30paHHOM CIIeaIbHOCTH.
TpeboBaHus K pe3ynbTaTaM OCBOCHHs Y4eOHOH MpakTUKu B pe3ynbraTe mpoXoKAeHUs yueOHOM MPaKTHKH

0 BHJIaM MPOPECCHOHATILHON JCSITSILHOCTH 00YYarOIIUIACS JTOJDKEH YMETh:

Bun npodeccrnoHnanbHOM NesITENbHOCTH TpeboBanus K yMEHUSIM
[IM.01 «OcymecTBneHre OpPraHU3AIMOHHOTO | | - OPTaHU30BHIBAThH pabouee MECTO B COOTBETCTBUH C
JIOKYMEHTAIIMOHHOTO O0ecTeueHus] AeITeIbHOCTH | TpeOOBaHUSIMH SPTOHOMHUKH H KYJIBTYPHI TPY/A;
OpTaHU3aINN» - obecnieunBarthb pabouee MecTO U (YHKIIMOHAIBHOE
pabouee MPOCTPAHCTBO HEOOXOIUMBIMHU
CPEJICTBAMH OPTaHH3AIMOHHON TEXHUKH, MEOEITbIO
" KaHICIIPCKUMU IMTPUHAIJIC)KHOCTAMMU,
- MOJJEPXUBaThb CPEJACTBA OpPraHU3alMOHHON
TEXHHUKH B pab0odeM COCTOSIHUY;
- MPUMEHSTH B paboTe cpencTBa HHPOPMAITMOHHBIX
1 KOMMYHUKAalITUOHHBIX TeXHOHOFHﬁ;
- HCIIOJIB30BaTh CPEICTBA WH(POPMAIMOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJIOTUH IS [TOTyYeHUS U
nepeaaun nHPOpPMaInH;
- YCTaHaBJIUBATh U MOAACPKMNBATH KOMMYHHUKAIIUN
B TMpolecce JeN0BOTO OOIIEHHS C TOMOIIBIO
CpeICTB MHPOPMAIIMOHHBIX 1 KOMMYHHKAITHOHHBIX
TEXHOJIOTHIA;




- OCYIIECTBJIATh cOOp, 00paboTKy HH(pOpPMAIUH,
CHUCTEMaTH3allMI0 IOIy4aeMbIX U IlepelaBacMbIX
JAHHBIX;

- OCYIIECTBIISITH  NPOBEPKY  JOCTOBEPHOCTH,
[IOJTHOTBl WM HENPOTHBOPEYMBOCTU  JAHHBIX,
HCKJIIOUEHHE AyOIMpOBaHUs HHPOPMALIUHY;

- CTJIaKUBATh KOHQIMKTHBIE U CIIOKHBIE CUTYAIHH
MEKIIMYHOCTHOTO B3aUMOJICHCTBUS;

- coONrOaTh STHKET W OCHOBBI MEXIYHApOIHOTO
MIPOTOKOJIA;

- obecrneuynBaTh MHPOPMAMOHHYIO O€30TaCHOCTH
JESITEbHOCTH OPraHU3aliH;

- BECTH U HCIIONIL30BaTh B paboTe 0a3y KOHTaKTOB
OpraHu3alyy;

- BECTH YYETHbIE pPErHUCTPAalUOHHBIE (OPMBL,
UCIIOJIb30BaTh MX AJIs HHPOPMAIIMOHHON paboThl U
paboThI M0 KOHTPOJIIO UCTIONHEHHS TOPYYCHUIA;

- BCTpEYaTh IOCETUTENCH, MOIydaTh NEPBUUYHYIO
UHQOPMAIIMIO O TIOCETHTENSX, YyCTAaHABIMBATH
NOPANOK Ipu€Ma Il Pa3NMUYHBIX KATEropui
MOCETUTENEH NPUHUMATh MEPBl IO COXPAaHEHMIO
KOH(UIeHINATHHONH HH(OPMAIUN B XO/€ TMpueMa
MMOCETHUTEIICH;

- BECTH YYETHBIE pPErHCcTpalMOHHBbIE (POPMBI TO
npuémy noceruteneil 1 ohopMIATh IPOIYCKa,;

- OCYLIECTBJIATh MPHEM, Tepenady W OTIPaBKY
JOKYMEHTOB;

- OpPraHU30BBIBaTh U OPOHUPOBATH IEPETOBOPHBIC
KOMHATBI;

- CepBUPOBATH YaiiHbIe (KOPEHHbIC) CTONHI B OdHCce;
- BBIOMpaTh (YOPMBI TUIAHUPOBAHHUS W O(OPMIIATH
IUTAHUPOBILUK (OpraHaii3ep) pyKOBOAWUTENS H
ceKpeTapsi;

- yCTaHaBIUBATh 1EJH, OTIpeIeNIATh
MPUOPUTETHOCT W  OYEPENHOCTH  BBIMOJIHEHHS
pabéor u >(QeKTUBHO pacHpeaeinTh pabouee
BpeMsi;

- COIJIacOBBIBaTH BCTPEYM U MEPONPHUSITHI H
BHOCUTH  HMH(OpPMALHUIO B IUIAHUPOBLIUK
(opramnaiizep);

- “THQOPMHUPOBATH PYKOBOJUTENSI O NPUOIKEHUH
BpPEMEHH U perjiaMeHTe 3allJIaHiPOBaHHBIX BCTPEY U
MEPONPHUATHH;

- BBIOMpaTh ONTHMAJIBHBIE CIOCOOBI BHEUIHETO U
BHYTPEHHETO WH(POPMUPOBAHUS O IUIAHUPYEMBIX
MEPONPHUSATHSAX;

- cocTaBysATh W O(OPMIATH JTOKYMEHTHI ISt
JeJIOBBIX TIOE37I0K;

- OCYWIECTBJISITH TPEBEN-TMOJIACPKKY  JETOBBIX
MOE3/10K;

- COIlJacoBBIBaTb C NPUHUMAKOLIEH CTOPOHOU
MPOTOKOJl  TJIAHUPYEMBIX  MEPONpHUSITHH U
(bopMHupOBaTH MPOrPaMMy JEITOBOI MOE3AKH;

- HCIIONBb30BaTh CPENCTBA HMH(MOPMAIMOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJIOTHIA JUIs




oOecriedyeHus] B3aMMOICHCTBUS C PYKOBOAMTEIEM
BO BpEMS €0 JIETIOBOM MOE3/IKH;

- 0hOpMIIATh OTYETHBIC JIOKYMEHTBI O JICJIOBOWM
TTOe3IKe;

- OpraHM30BBIBaTh IMPOIECC TOATOTOBKA |
MIpOBEJICHHE KOH(EPEHTHOTO MEPOIPUSTHUS
WHVBHUIYaJILHO U B COCTaBE pa00OYeii TPYIIIbI;

- JTIOKyMEHTHPOBATh pa3Hble JTalbl MIPOIEITypHI
MOATOTOBKA ¥  TPOBEACHUS KOH(EPEHTHOTO

MEpPONPHITHS;
- COCTaBJIATh  TPOEKTHl  OPraHU3aIOHHBIX,
pactopsANTEIHHBIX u WH(POPMAITIOHHO-

CIpaBOYHBIX  JOKYMEHTOB, B TOM  YHCIE
JOKYMEHTOB, COAEPXAIIMX KOH(PHICHIHAIBHYIO
nH(OPMAITHIO;

- opopMIISITH OpraHU3aluOHHO-PACTIOPSAUTENbHBIC
JOKYMEHTBI (OpUTHHANIBI U KOITHH);

- CKaHUPOBaTh, KONMHMPOBaTh M KOHBEPTHPOBATH
JOKYMEHTBI B pa3iinyHble (OpMarThl,

- OCYILECTBIISITH MIPOBEPKY MPOEKTOB JOKYMEHTOB
Ha COOTBETCTBHE NPaBHIIaM JIETIONPONU3BOJICTBA;

- IPUHUMATH M TIPOBOAMTH MEPBUYHYIO 00pabOTKy
BXOJAINX JOKYMCHTOB;

- TIPOBOAWUTH TMpEIBapUTEIbHOE PACCMOTpPEHHE
BXOJSIINX ¥ BHYTPEHHUX TOKYMEHTOB;

- PpETUCTpUPOBATH BXOMAILIHME, UCXOLAIME U
BHYTPEHHHE TOKYMEHTHI;

- KOHTPOJIMPOBAThH MapIIpyTU3annIo
JOKYMEHTOIIOTOKOB B OpraHM3alMu(CorIacoBaHue,
IMOAIMHNCAaHUC, YTBEPKACHUC, perucTtpanuys,
O3HAKOMJICHHE M MCIIOJHEHHE IOKYMEHTOB);

- OCYILECTBIISATH CPOKOBBIM KOHTPOIb MCIOJHEHUS
JOKYMEHTOB;

- OCYIIECTBIIATH 00Pa0OTKY ¥ OTHPABKY UCXOMISIIIX
JOKyMEHTOB;

- COCTaBIATh OTUETHI M aHATUTHYECKHE CIIpaBKHU 06
HCIIOJIHCHUHU TOKYMCHTOB;

- BeCTH MH(OPMAIMOHHO-CIPABOYHYIO paboTy 1O

JIOKYMEHTaM;
- OCYWIECTBIATH pabOTy C OpraHHW3alHOHHO-
pacrnopsiAUTEIbHBIMU JIOKyMEHTaMU B

aBTOMATHU3HPOBAHHBIX CHCTEMAX;

- o0ecmeunBaTh COXPAHHOCTh TIE€PCOHAIBHBIX
JIAaHHBIX PaOOTHUKOB;

- OpraHu30BBIBaTH  JIOKYMEHTOOOOPOT IO
MIPECTABICHNIO JOKYMEHTOB M0 IIEPCOHANY B
rOCy/IapCTBEHHbIE OpTaHbl;

- OpPraHM30BBIBaTh JOKYMEHTOOOOPOT MO Y4ETy U
JBIDKEHHIO PaOOTHUKOB;

- BECTH BOMHCKHI y4€T paOOTHHKOB;

- BeCTH y4€T paboyero BpeMeHH PabOTHHKOB;

- opopMIISITH OpraHU3alMOHHO-PACTIOPSIUTENbHBIC
JOKYMEHTBI 10 IMYHOMY COCTaBY;

- BECTHM pETUCTpaluIo, YYET, ONEPATUBHOE
XpaHEHUE JOKYMEHTOB 10 JUYHOMY COCTaBYy;




- BECTH JOKYMEHTAIWIO, IOATBEP)KIAIOIYIO
CBEIICHHUA O TPYIOBOW AEATEIHHOCTH U TPYAOBOM
CTake pabOTHUKOB;

- opMupOBaTH TUIHBIC JIeTa PAOOTHHUKOB;

- oopmiATe Aenma MO JUYHOMY COCTaBY JUIS
Tepeiayul B apXUB OPraHU3AIINY;

- pabortath co CTICIUATU3UPOBAHHBIMHU
nH(POPMAITMOHHBIMHA CUCTEMaMH B 0a3aMU TaHHBIX
0 BEACHUIO YU€Ta U ABKCHUIO paOOTHHUKOB,;

- pa3pabatbIBaTh HOMEHKJIATYPY JeJl OpraHu3aluy;
- TpoBEpATh  MPAaBWIBHOCTh  O(OopMIIECHHS
JIOKYMEHTOB M OTMETKH 00 MX HCIIOJTHEHUHW Tepes
ux (opMHUpOBaHHEM B JAEIO AJs MOCIETYIOLIErO
XpaHEeHUS;

- (hopMupOBaTh Jena, KOHTPOIUPOBATH MPABUIIEHOE
U CBOEBPEMEHHOE paclpelicliecHHe W TOMAUIMBKY
JOKYMCHTOB B Jcjia B COOTBCTCTBUU Cc
HOMEHKJIaTypOH JAe;

- TIPOBEpATH CPOKU XpaHEHHA [ITOKYMEHTOB,
COCTaBIISITh ~ MPOTOKON  pabOThl  IKCIEPTHOM
KOMHCCHH TIO0 TIOATOTOBKE IOKYMEHTOB K Tepeaade
B apXUB;

- COCTaBJIAATb AKT O BBIACJICHHU K YHHUYTOXCHUIO
JOKYMEHTOB, HE IO UIEXKAIIUX XPAaHEHHUIO;

- COCTaBIISITh KT 00 YHUUYTOXKEHUH IOKYMEHTOB;

- OCYHICCTBJIATH IONHOE WM  YacTUYHOE
odopmieHue Jen  BPEMEHHOTO, IOCTOSIHHOTO,
JIOJITOBPEMEHHOTO CPOKOB XpaHEHUS,

- COCTaBJiATh  ONWCH  JIeN  CTPYKTYPHBIX
NOJpa3JeNICHHH TTOCTOSIHHOTO, JIOJITOBPEMEHHOTO
CPOKOB XpaHEHHUs IS Tepeladd Jell B apXWB
OpTraHH3aINN;

- MCTIOJIB30BaTh HOMEHKJIATYPY €T B OTIEpaTHBHOM
XpaHCHUU U BEJOMCTBCHHOM apXHUBC.

[IM.02 «Opranuzanus apxXuBHOH pabOTBHl MO

JOKYMEHTaM OpraHu3aluil  pasinyHbIX
COOCTBEHHOCTI

dopm

- pabotarth C TOIpa3AeICHUSIMU/OPTaHU3AIHSIMH
HCTOYHHKAMU KOMIUIEKTOBAHUS apXUBa;

- TMpPUHUMATh AapXWBHBIE Jena (JIOKyMEHThI) Ha
MOCTOSIHHOE WJIM IOJITOBPEMEHHOE XPAHEHHUE;

- y4acTBOBATh B IPOBEICHUH SKCIIEPTHU3BI LIECHHOCTH
pa3IMYHBIX THUIMOB W BHJOB JOKYMEHTOB B
COOTBETCTBHM C BHYTPEHHHUMH pETJIaMEHTaMHU
OpraHH3aLNN;

- IPUMEHSATHh B paboTe PEKOMEHIAINH 3KCIIEPTHO-
MPOBEPOYHOM  KOMHMCCUM  WJIM  DKCIEPTHOU
KOMHUCCHH OpraHHu3alyH;

- TpPUMEHATh NEPEeYHH C YKa3aHHEM CpOKOB
XpaHeHus nen (IOKyMEHTOB);

- co0roaTh HOPMATHBHBIE CPOKM XPaHEHHs el
(MTOKyMEHTOB);

- BECTH YUET HCTOUYHUKOB KOMITJIEKTOBAHUSA apXHBa;
- HCIOJIb30BaTh IME€PEIOBOM OTEUECTBEHHBIA U
3apyOeKHBI ONBIT MO KOMIUIEKTOBAaHMIO apXHBa
JieaMu (moxymeHTaMM) IIOCTOSIHHOTO u
JIOJITOBPEMEHHOI'O XpaHEHHS],




- HCIIOJIb30BaTh COBPEMCHHBIC

aBTOMAaTHU3UPOBAHHBIE, UHQOpPMAITUOHHBIE |
TEICKOMMYHHUKAI[IOHHBIC TEXHOJIOTHH
JIOKYMEHTHPOBaHHBIX chep JIeSITEeIbHOCTH
OpTraHM3aIINN;

- CUCTEMaTHU3UPOBaTh Jela (JOKyMEHTHI);

- pa3MmeliaTh apXxWBHBIE Jiena (JOKYMEHTHI) Ha
MEeCTax  XpaHeHus B COOTBETCTBHUHU c
HOPMAaTUBHBIMH  TpeOOBaHMSAMH B  O0JACTH
apXHUBHOTO JieJia U YIIPaBJICHUS TOKYMEHTaMH;

- coOMIOAaTh HOPMATHBHBIE PEKUMBl XPaHEHUS
apXUBHBIX  Jel  (JOKYMEHTOB) Ha  JHOOBIX
HOCHUTENSX;

- IPOBOAUTH IIPOBEPKY ITOJIHOTHI COCTABA APXUBHBIX
JOKYMEHTOB B €IMHHULIAX XPaHECHUS;

- TpPOBOAWUTH  ONHCAaHWE  apXUBHBIX  JIeJ
(mOKyMEHTOB);

- COCTaBJISITH CIIPAaBOYHO-TIOMCKOBBIE CPEICTBA K
ApXUBHBIM JiesIaM (JOKYMEHTaM);

- BECTH y4Y€T W KOHTPOJb BBIIaYH apXHUBHBIX JIEJ
(TOKyMEHTOB) W3 apXWBOXpAaHWIWIA U WX

BO3BpATa;
- BecTU Y4Y€T W KOHTPOJb Tepefayd Jienl
(1OKyMEHTOB) B rOCYJapCTBEHHBIN/

MYHUIMNATBHBIA apXWB WM HAa WHOE BHEIIHEe
XpaHEHUE W MPUEMA JIeJI C BHEIITHETO XPaHCHUS;

- IPOBOJUTH MOJUCTHYIO NMPOBEPKY (HU3UUYECKOTO
COCTOSIHHUS JIeN (JIOKyMEHTOB);

- pa3bICKUBaTh HeoOHapy KEeHHbIE Jena
(mOKyMEHTBI);

- TIOJIb30BATHCS YYETHBIMHU JIOKYMEHTaMH B paMKax
ANIEKTPOHHBIX UH()OPMAITOHHBIX CHCTEM
JOKYMEHTHPOBaHHBIX coep JIeSITETBHOCTH
OpraHu3alluu;

- TIOJTB30BATHCS cepTU(UIMPOBAHHBEIMU
ABTOMATH3UPOBAHHBIMH CHCTEMaMHt
JOKYMEHTHPOBaHHBIX chep JIeSITETBHOCTH

OpraHM3alud 10 YYETY, PErHCTPaIid, KOHTPOIO
nien (TOKyMEHTOB);

- TIONMB30BaThCS HWHGOPMAIMOHHO-CIPABOYHBIMHU
CUCTEMaMU JTOKYMEHTHPOBaHHBIX cdep
JIESITeIbHOCTH OPTaHU3allnY;

- BECTH CIIPaBOYHO-TIONCKOBBIE CpPEACTBA K
ApPXHUBHBIM JieJIaM (JOKYMEHTaM);

- BECTH Y4YeT CTPaxoBOTo (OHIA ApXUBHBIX JIEN
(MTOKyMEHTOB);

- NPUMEHATh HOPMATHUBHBIC IPABOBBIC aKTHI,
JIOKAJIbHbIE HOPMATUBHBIC aKTHl OpPTraHWU3allud |
METOJIMYECKHE JOKYMEHTHl B oOmactu yuéra
ApPXUBHBIX J1e] (ZOKYMEHTOB);

- BHOCHUTbH NPEJIOKEHHS 0 COBEPIICHCTBOBAHUIO
METOJIMYECKOT0 00CCTICUCHHS) YUETa PA3HBIX BUIOB
JOKYMEHTOB B JIOKYMEHTHPOBAaHHBIX cdepax
JIeSITeIbHOCTH OPTaHN3allny;




- 3aIUIIATh NHOOPMAIIHOHHBIC PECYPCHI apXHBA OT
HECAHKIIMOHUPOBAHHOTO AOCTYIIA;

- OpraHW30BBIBaTh U 00ECICUMBaTh XpaHCHUE eI
(MTOKyMEHTOB) BpEMEHHOT'O XpaHEHHS OpraHN3aIIH
B TPAAULIMOHHOM U B 3JICKTPOHHOM BUJE;

- KOHTPOJHMPOBaTh pa3pabOTKy CTPYKTYPHBIMH
MoJIpa3ieIeHUsIMU OTTMCEH M aKTOB O BBIJICIICHUH Ha
VHHYTOXKEHHE Jie1 (JOKYMEHTOB) BPEMEHHOTO
XpaHEHUs B TPAAULUOHHOM U B SJIEKTPOHHOM BUJE;
- (opMHpOBaTh €OUHUIBI XPAaHEHHS JAOKYMEHTOB
Ul MX TMOCIEYIOUIEr0 pa3MELICHHS B apXuBe
OpraHu3alyy;

- COCTaBJISTH CIIPaBOYHO-TIOMCKOBBIE CPEICTBA K
ApPXUBHBIM JeJIaM (JOKYMEHTaM);

- OCYHIIECTBISTH IOWCK Jen  (JIOKyMEHTOB)
BPEMCHHOT'O XpaHCHUA B IMPOUCCCE UX XPAHCHUA B
CTPYKTYPHBIX MOApa3AEICHUX 51 apxuBe
OpraHu3aluy;

- OCYUIECTBJIATH METOAMYECKOE PYKOBOJCTBO
opraHmM3alnMeid XpaHeHus Jen (JOKYMEHTOB) B
CTPYKTYPHBIX NOAPA3ACICHUAX OPraHN3aLIH;

- OKa3bplBaTh CTPYKTYPHBIM MOJpPa3JeICHHUIM
MMPAKTUYCCKYIO IMOMOIIL B OpraHU3aliui XpaHCHUSA
Je (I0KyMEHTOB);

- paspabaTeiBaTh CHpPaBOYHO-WH(GOPMAITMOHHBIC
JOKYMEHTBI MO0 OpraHW3allid HCIONB30BAHUS JIEI

(mOKyMEHTOB) BPEMEHHOTO XpaHEeHUs B
CTPYKTYPHBIX  TOJPAa3ACICHUSIX WU apXHUBE
OpraHH3aLNN;

- TpPOBOAUTH  DKCHEPTU3y  ILIEHHOCTH  Jel
(IOKyMEHTOB) BPEMEHHOI'O XpaHEHHs, TIepelaHHbIX
B AapXuB; - OIpPEIENATh CPOKM XpaHEHHsS Jell
(TOKyMEHTOB) BPEMEHHOT'O XPaHEHHUS;

- obecrieunBaTh 3amUTy JAeld  (JIOKYMEHTOB)
BPEMEHHOTO XpaHEHHS B  OpraHu3aludd  OT
HECaHKI[MOHUPOBAHHOTO JocTyma WIH
YHAYTOXKEHHUS,

- OpoOBOAUTH (U3MUECKOE YHHUTOXKCHUE JIeJl
(1OKYMEHTOB) BpPEMEHHOT'O XPaHEHHsI C UCTEKLINMU
CPOKaMH XpaHEHHWS TIOCIE€ COTJIACOBAHHS CO
CTPYKTYPHBIMH ITOJIpa3/IeICHUSIMH OPTraHU3alI1H;

- odopmisaTh  y4E€THBIE  JOKYMEHTHI 00
YHUYTOXKEHUH Jen (JIOKyMEHTOB) BPEMEHHOTO
XpaHEHUsI C WCTEKIIUMH CPOKaMH  XpaHEeHHUs
COBMECTHO CO CTPYKTYPHBIMHU MOJpa3JeeHUsIMU
OpraHu3alNy;

- CHCTEMaTH3UpOBaTh W 0000IIaTh CBEJCHHS O
COCTaBe M  COJCpKAaHUM  apXUBHBIX  JIEJI
(MTOKyMEHTOB);

- HCIOJBb30BaTh MH()OPMAIIMOHHBIE TEXHOJOTHH B
o0yacTy co3aHus CIPaBOYHO-TTOMCKOBBIX CPEZCTB
apxuBa 1 TOKYMEHTHPOBAHHBIX c(ep NesTeTbHOCTH
OpraHu3alyy;




- (GopMHpOBaTH OCHOBHBIC M BCIIOMOTATEIbHBIC
BHUIBl APXHWBHBIX CIPABOYHUKOB B JIIEKTPOHHOI

hopme;

- IOArOTaBIMBaTh WH(GOPMALMOHHBIE NOKYMEHTHI
[0  3ampocaM  IOJb30BATENEH  Pa3IHYHBIX
KaTeTOpHii;

- aHaNIM3MpOBaTh 3aKOHOAATEIbHBIE M HHBIC
HOpPMaTHUBHBIE  JOKYMEHTBI  IIO BOIIPOCAM
KOMIUIEKTOBaHUS, XpaHeHus, yueTa u

HCTONBb30BaHMs JOKYMEHTOB apXuBHOro (oHma PD
U OpraHu3aIuii;

- paboTaTh C HOPMATHBHBIMH W METOANYECKHMHU
JOKYMEHTaMH B o0jacTu obecneueHus ydera U
COXPAaHHOCTHU JOKYMEHTOB B apXUBE;

- COCTaBIIATH HOMEHKJIATYPY JIeJ]l apXUBa;

- IPOBOJUTH IIPOBEPKY HATUYUA U COCTOSAHUS IEIT; -
pabotaTh C 3ampocaMd U OOpaICHUSIMU I10
Pa3IUYHBIM TEMaM;

- OCYIIECTBIISITH IKCIIEPTU3Y IICHHOCTH JOKYMEHTOB
B COOTBETCTBUH C JIEUCTBYIOLIUMUA
3aKOHOJIATEIEHBIMH aKTaMH M HOPMaTHBAMH;

- pa3pabaThIBaTh U BeCTH Kitaccu(hukaTopbl, Tabemn
U Jp. CIIPABOYHUKU 10 JOKYMEHTaM OpraHU3aluu;
- IPUHUMATh U pasMCllaTb JOKYMCHTBI B apXHBC;

- HCIOJIB30BAaTh ApXMUBHBIE TOKYMEHTHI B HAYYHBIX,
CIIPAaBOYHBIX U MPAKTUYCCKUX LCIIAX;

- OCYIIECTBIISITh KOHCEPBAIIMI0 W PECTaBpaInio
apXUBHBIX IOKYMEHTOB;

- o0ecneynBaTh y4eT ¥ COXPaHHOCTh JOKYMEHTOB B
apXxwuBe.

IIM.03 «OcBoeHue BUI0B pabOT MO OJHOM MU
HECKOJIBKUM npogeccusim paboumx,
JOJDKHOCTSIM CITY’KAIUX)»

- MIPUHUMATh u pErucTpUpOBaTH
KOPPECIIOHCHIIMIO, HAIIPABJIATh €€ B CTPYKTYpPHBIC
HOJpa3JeICHHUS;

- B COOTBETCTBUHU C PE30JIOLHUEH PYKOBOAUTEIECH
NpeqnpusIThs  1epenaBarb  JOKYMEHTHl  Ha
UCHONHEHHE,  OQOPMIISITb  PEruCTPALlMOHHBIC
KapTOYKH WU CO3/1aBaTh OaHK JaHHBIX;

- BECTHM KapTOTeKy Yydera MPOXOXKICHHUS
JOKYMEHTAJIBHBIX ~ MaTepuanioB. OCyIIECTBIATh
KOHTPOJNb 32 WX HCIOJHEHWEM, BBIJIABaTh
HEOOXOIUMBIE CHPaBKH IO 3aperuCTPHPOBAHHBIM
JIOKYMEHTaM;

- OTHPABIATH HCIONHEHHYIO JOKYMEHTAIUIO I10
ajzipecaTtam;

- BECTM YYeT TMOIy4aeMO M OTIpaBIIAEMOM
KOPPECIOHICHIINH, CHCTEMaTU3UPOBATh U XPaHUTh
JIOKYMEHTBI TEKYIIIETO apXHBa;

- BecTd pPabOTy MO CO3JaHHUI0 CIIPABOYHOIO
anmapara 1o JOKyMeHTaM, 00ecreunBaTh YA0OHBIH
1 OBICTPBIN WX TTOUCK;

- IOATOTABIMBATE U CAaBaTh B apXUB MPENNPHUIATHS
JOKYMEHTQJIbHbIE ~ MaTephajbl,  3aKOHUYCHHBIC
JEIIONIPOU3BOJICTBOM, peruCTpallMOHHYIO
KapTOTEKy WJINM KOMIBIOTEpHblE OAaHKM [aHHBIX,




COCTABJISITH OITHCH JIETI, TIEPeIaBacMbIX Ha XpaHCHHE
B apXUB;

- o0ecneunBaTh  COXPAaHHOCTh  MPOXOJSAIICH
CITy’keOHOM JOKYMEHTAIIHH.

1.3. KosinuecTBO 4acoB HAa OCBOeHHe Padoueii MporpaMMbl y4eOHO# MPAKTHKU:
Bcero - 144 yaca, B ToM yucIie:

B pamkax ocBoenus [IM. 01 -36 yacos,;
B pamkax ocBoenwust [IM.02 - 36 gacos;
B pamkax ocBoenus IIM.03 - 72 gaca.
2. PE3YJIbTATHI OCBOEHUSI PABOYEM ITPOI'PAMMBI YYEFHOM IMPAKTUKHA

PesynbraTom ocBoeHus pabodeii mporpaMMbl y4eOHOW MPAKTUKH SIBIISIETCS C(hOPMUPOBAHHOCTD Y
o0yyJaroImuxcs NepBOHAYAIBHBIX MPAKTUYECKUX NMPO(ECCHOHAIBHBIX YMEHUN B paMKax MoayJei
[MIICC3 CIIO 1m0 OCHOBHBIM BHJIaM HNPOGECCHOHATBHOW JESATEIBHOCTH, B TOM YHCIE
npodeccuonanbupivu (I1K) u o6mmmu komnerenuusimu (OK):

Kon HaunmeHoBaHue pe3ysibTaTa 00y4eHust
OK 01 Br1bupats crioco0s! pemneHus 3a1a4 mpodeCcCHOHATBHON eI TeNFHOCTH TPUMEHUTEIHHO
K Pa3IMYHBIM KOHTEKCTaM
OK 02 Hcnonp30BaTh COBpeMEHHBIE CPEICTBA ITOVCKA, aHAJIM3a U MHTEPIIPETAIINN HH(POPMALIAH, H
WHPOPMALMOHHBIC TEXHOJIOTHH JJIs1 BBITOTHEHHS 33134 MPO(ecCHOHATBHON AeITENEHOCTH
OK 04 O} dexTuBHO B3aUMOIEHCTBOBATh U PabOTATh B KOJUIEKTHBE M KOMaH/Ie
OK 05 OCymIeCTBIATh YCTHYIO U MICEMEHHYIO KOMMYHHKAITHIO Ha TOCYIapCTBEHHOM s3bIKe Poccmiickoit
deneparyy ¢ y9eTOM 0COOCHHOCTEH COMMANBHOTO U KYJIBTYPHOTO KOHTEKCTa
OK 09 ITonmp30BaThcs IpodeccHoHANBHON JOKYMEHTAI[EeH Ha FOCYJapCTBEHHOM U MHOCTPAHHOM SI3BIKaX
K 1.1 OcymiecTBIATE NpUEM-TIEpeaady yIPaBICHISCKOW HHPOPMALIUH C TOMOIIBIO CPEACTB
o HH(POPMAIMOHHBIX H KOMMYHHKAIIHOHHBIX TEXHOJIOTHA
K 1.2 KoopauuupoBath paboTy MpUEMHON PYKOBOAMTEIIS, 30H PUEMa Pa3InIHbIX KaTETOPHit
- MMOCETHUTENEeH OpraHu3aluu
TIK 1.3. BiiajgeTr HaBBIKaMHU TJIAHUPOBAHMSI pAa00YETO BPEMEHU PYKOBOJIUTENSI M CEKpeTaps
K 1.4. OcCy1IeCTBISTh MOATOTOBKY JEJIOBBIX O€3/I0K PYKOBOAUTENS U IPYTUX COTPYIHUKOB OpraHU3aluu
TIK 1.5. Bnagets cmoco6amu opranu3anuu pabodero MpoCcTpaHCcTBa MPUEMHON U KaOWHETa PYKOBOAUTES
OcymiecTBIATh padOTy MO HOATOTOBKE M MIPOBEACHUIO KOH()EPEHTHBIX MEPONPUATHIA, 00CCIICYNBATh
IIK 1.6. HH(POPMAIMOHHOE B3aHMOJICHCTBUE PYKOBOAMUTEIIS C MOAPA3ACICHUIMH H JODKHOCTHBIME JIMIIAMHU
OpraHU3aIUH
K 1.7 OdopMIIATh OpPraHU3aMOHHO-PACIIOPSAUTEIBHBIC JOKYMEHTBI U OPTaHH30BBIBATH PA0OTY C HAMHU, B
o TOM YHCJIE€ C UCIIOJIb30BAaHUEM aBTOMATU3UPOBAHHBIX CUCTEM
K 1.8 OdopMIATh TOKYMEHTEHI 110 IMYHOMY COCTaBY W OPTaHM30BBIBATh pabOTy ¢ HUMH, B TOM YHCIIE C
o HCTIOJIb30BaHUEM aBTOMATH3UPOBAHHBIX CHCTEM




Opl"aHI/ISOBLIBaTL TCKYLICC XPaHCHUC NOKYMCHTOB, O6p360TKy JACI IUTA OINICPATUBHOI'O U apXUBHOT'O

MK 1.9.
XpaHEeHHs], B TOM YHUCJIE C UCIIOIb30BaHUEM aBTOMAaTH3UPOBAaHHBIX CHCTEM
K 2.1 OcCymIecTBIATh KOMIICKTOBAHIE apXUBHBIMHE JeJIaMH (JOKYMEHTaMH) apXHBa OpraHU3aIIH
K 2.2 Bectn y4€T apXUBHBIX 1€l (ZOKyMEHTOB), B TOM YHCIIE C UCIIOJIb30BAHHEM aBTOMAaTH3UPOBAHHBIX
' CUCTEM
MK 2.3 OcymecTBISATh XpaHEHHE apXUBHBIX JIeJT (JJOKYMEHTOB) C TOCTOSTHHBIM CPOKOM XpaHEHHs ¥ MO
' JIMYHOMY COCTaBY B apXHBE OpraHH3alin
K 2.4 OcymiecTBIATh XpaHEHHE, KOMIUIEKTOBAHHUE, YIET U UCIIOIB30BaHUE eI (TOKyMEHTOB) BPEMEHHOTO
' XpaHEHUs
K 2.5 OcymiecTBIATh UCTIONB30BAHNE APXUBHBIX A€M (JIOKYMEHTOB), B TOM YHCIIE C HCIONBb30BaHUEM

ABTOMAaTHU3UPOBAHHBIX CUCTEM

OcyuiecTBIsATh HHPOPMAIIMOHHYIO PaOOTY IO JOKYMEHTaM, B TOM YHCIIE C UCIIOJIb30BAaHUEM
MK 3.1 OPITEXHUKH, IPOTPAMMHBIX CPEICTB y4€Ta, XPaHEHUS U ITOMCKA JOKYMEHTOB U APYIHX
CHELUaIN3UPOBaHHBIX 0a3 JaHHBIX

Bectu paboTy 10 CO3aHHIO CIIPABOYHOTO anapaTa Mo JOKYMEHTaM C [elTbIo 00eCIeueHUs

IK 3.2
yIOOHOTO U OBICTPOTO UX IOUCKA.

[IpuHumate yyacTue B pa3pabOTKe JOKaIbHBIX HOPMAaTHUBHBIX aKTOB OPTaHU3AIMH 10 BOIIPOCAM

IK 3.3
JOKYMCHTAI[HOHHOT'O 00CCIICUCHHUS YITPABICHHS U apXUBHOIO JIeya.

TpedoBanus k GoOpMUPOBAHMIO JTUYHOCTHBIX Pe3yJIbTATOB

JInyHOCTHBIE Pe3yJIbTATHI Pean3alu MPOrpaMMbl Kon
BOCHHMTAHMS (OecKpunmopbl) JIMYHOCTHBIX
pe3yJbTaToB
peanu3anuu
NMPOrpamMmblI
BOCIUTAHUS

Oco3Haromwmii ceds rpakaaninHoM Poccun u 3amuTHIKOM OTeuecTBa, BhIPaXKaroIIHii
CBOIO POCCHUHCKYIO MJCHTUYHOCTh B MOJUKYIHTYPHOM M MHOTOKOH(ECCHOHATHHOM
[POCCHIICKOM O0OIIIeCTBE, U COBPEMEHHOM MHPOBOM cooOiecTBe. Co3Haroumii cBoe
eIMHCTBO ¢ HaponoM Poccnn, ¢ PoccnicKiM rocynapcTBOM, ASMOHCTPHPYIOUMHA | jyp 1
OTBCTCTBCHHOCTE 3a pa3BUTHUEC CTPAHBI. HpOfIBJ’IS[IOHH/Iﬁ TOTOBHOCTH K 3alITUTEC POJII/IHI)I,
CIIOCOOHBIN apTryMEHTHPOBAHHO OTCTAaMBaTh CYBEPEHUTET M JIOCTOMHCTBO Hapoja
Poccum, coxpaHATh M 3alAIIaTh HCTOPUUYECKYIO TIPaBy 0 PoccruiickoMrocyaapcTse

[TposBisIOIUIT aKTUBHYIO TPAXJAHCKYIO TMO3UILMIO0 Ha OCHOBE YBA)XKCHHUS 3aKOHA M
MpaBOMOPSIIKA, TpaB W CBOOON COTpaXkIaH, YBOXKEHHUS K HCTOPHUECKOMY H
KyJIbTypHOMY Hacienuio Poccuu. Oco3HaHHO M I€ATENFHO BBIPAXKAIOLINI HEpUATHE
IMMCKPUMUHALIMK B OOIIECTBE TI0 CONMANBHBIM, HAI[MOHAIBHBIM, PEJTUTHO3HBIM
MpU3HAKaM; OSKCTPEMH3Ma, TeppopHu3Ma, KOPpYILUH, aHTUrocyaapcrBeHHoit | JIP 2
nestenbHOCTH. OONANalONMiA  ONMBITOM TPAKIAHCKOH  COIHATBHO  3HAYMMOM
NesTeNbHOCTH (B CTYAGHYECKOM  CaMOYIpaBJICHHM,  J10OpPOBOJIBYECTBE,
HKOJIOTUIECKUX, TIPUPOTIO0XPAHHBIX, BOGHHO-TIATPHOTHYECKUX H JP. 00 bETNHEHHSIX,
aKIUAX, mporpamMmax). llpmHMMaromuii poms u3duWparens ¢ y4acTHHKA
OOIIECTBEHHBIX  OTHOIICHHWH, CBSI3aHHBIX C B3aMMOJCHCTBHEM C HAPOJHBIMHU
M30paHHUKAMH




E€MOHCTPUPYIOLIUI IIPUBEPKEHHOCTD TpaAULMOHHBIM JIyXOBHO-
HPAaBCTBCHHBIM LIEHHOCTSIM, KYyJBType HapoioB Poccum, mpuHImnam 4ecTHOCTH,
MOPSIIOYHOCTH, OTKPBITOCTH. J[EMCTBYIOIIMI M OLCHHUBAIOLIUN CBOE IOBEACHHUE U
[IOCTYIIKH, IIOBEACHHE M IIOCTYIKH JAPYTUX JIOACH C MO3ULUUN TpaJluLAOHHBIX
[POCCUMCKHX IyXOBHO-HPABCTBEHHBIX, COLIMOKYJIBTYPHBIX LICHHOCTEW U HOPM C y4ETOM
OCO3HAHUSA MOCJIEICTBUN IOCTYNKOB. ['OTOBBI K [JE€JIOBOMY B3aUMOJEHUCTBUIO U
HedopMaTbHOMY OOIIEHHUIO C MTPEACTABUTEISIMU Pa3HbIX HAPOJOB, HALIMOHATBHOCTEH,
BEPOUCIIOBEAAHNN, OTIMYAIOIIMNA HMX OT YYaCTHHUKOB IPYNI C JECTPYKTUBHBIM H
NICBUAHTHBIM IIOBEACHUEM. [IEeMOHCTPUPYIOIIUN HENPUATHE COLMUAIBHO OIIACHOIO
[IOBEICHUS OKPYXKAIOIUX M Mpeaynpexaaromuil ero. Ilpossusaomuil yBakeHHe K
UIFO1IM CTApLIETO ITOKOJIEHUS, TOTOBHOCTb K Y4aCTHIO B
COLIMAJIbHON NONJEPIKKE HY)KIAKOIIMXCS B HEN

JIP 3

[IposBISIOIINI ¥ IEMOHCTPUPYIOLIMI YBaXXEHUE K TPYIy YEIOBEKA, OCO3HAOLIMN
LIEHHOCTb COOCTBEHHOI'O TpyJa U TpyJa APYruX Jojed. DKOHOMHUYECKH aKTHBHBIM,
OpPUEHTUPOBAHHBIN Ha 0CO3HAHHBII BHIOOD chepbl MpodecCHOHANBHOMN NesITENbHOCTH
C Y4eTOM JIMYHBIX >KU3HEHHBIX IUIAHOB, NOTPEOHOCTEH CBOEH CeMbM, POCCHHCKOTO
o0IIecTBa. Bripaxaromuii OCO3HaHHYIO TOTOBHOCTH K ITOJIYYEHUIO
poecCHOHATILHOIO 00pa30BaHMsl, K HEIPEPHIBHOMY OOpPa30BAHUIO TEUECHHUE KU3HU
JIEMOHCTpHUPYIOIIMN ITO3UTHUBHOE OTHOUIEHHWE K PEryJupOBaHUI0 TPYHOBBIX
oTHomeHUH. OpHUEHTUPOBaHHbII Ha caMo00pa3oBaHME M IMPO(HECCHOHAIBHYIO
[IEPENOATOTOBKY B YCIOBHUSAX CMEHBI TEXHOJIOTMYECKOIO YKJIaaa U CONYyTCTBYIOLIMX
coLuanbHbIX nepeMeH. Ctpemsuiics K GopMUPOBaHUIO B CETEBOM cpejie TMUHOCTHO
1 Tpo(heCCHOHATBHOTO KOHCTPYKTUBHOTO «IIM(POBOTO CIIe1a

JIP 4

JIeMOHCTPUPYIOIIN IPUBEP>KEHHOCTD K POJJHOM KYJIBTYp€E, HCTOPUUYECKOM NaMsATH Ha
OCHOBe J100BU K PonuHe, Hapoy, Manoil poAuHe, 3HaHUS €0 UCTOPUU U KYJIbTYpHI,
[PUHATAE TPAJULHUOHHBIX IIEHHOCTEM MHOTIOHALIMOHAIBLHOrO Hapoaa Poccun.
Boipakaroluii CBOI0 3THOKYJIBTYPHYIO UAEHTUYHOCTb, CO3HAIOLIUI ce0sl MaTpuoToOM
Hapona Poccun,  [geATenbHO — BBIP@KAIOIIMKM  YyBCTBO — NPUYACTHOCTH K
MHOTOHaIoHanbHOMY Hapoay Poccun, k Poccuiickomy OteuectBy. [IposiBistrormmii
LIECHHOCTHOE OTHOLICHUE K HMCTOPUYECKOMY M KYyIbTYPHOMY HAcCJIEIHI0 HapOIOB
Poccun, K HaMOHAJIBHBIM CHUMBOJAM, Mpa3JIHUKAM, IaMIATHUKAM, TpaJULUAM
Hapo/l0B, TMpokuBaromMUX B Poccun, K COOTEUYECTBEHHHKAM 3a pyOexom,
MOIEPKUBAIOIINN UX 3aMHTEPECOBAHHOCTh B COXPAHEHUHU OOIIEPOCCUNCKOMN
KyJIbTYPHON MAECHTUYHOCTH, YBAXKAIOIIMH UX MpaBa

JIP 5

OpueHTUPOBAHHBINA Ha MTPO(PECCHOHATIbHBIE TOCTHKEHUS, IEITETLHO BHIPAKAIOIIIHI
MO3HaBaTEIbHbIE UHTEPECHI C YYETOM CBOMX CHOCOOHOCTEH, 00pa30BaTEeNbHOTO U
npodeccnoHanTbHOTO MapuIpyTa, BEIOpaHHOW KBaJIM(UKAIMK

JIP 6

Oco3HarmMl W JEATEbHO BbIPAXKAIOIMN MPUOPUTETHYIO IEHHOCTh KaKI0H
YEIOBEYECKON JKU3HHU, YBaXKalOUIMM JTOCTOMHCTBO JHMYHOCTH KaXkKIOTO YEJIOBEKa,
COOCTBEHHYI0 W YYXKYI YHHKaJIbHOCTh, CBOOOJy MHPOBO33PEHUYECKOTO BBHIOODA,
CaMOOIIPEIEIICHNUS.

[IposBrstomuii OEpeXIMBOE U UYTKOE OTHOIICHHUE K PETUTHO3HON MPUHAIEKHOCTH
Ka)KJIOTO 4EJIOBEKA, IPEAYIPEAUTENBHBIN B OTHOILIEHUH BBIPAKEHUS IIPAaB N3aKOHHBIX
WHTEPECOB APYTHX JIFOJIEH

JIP 7

[IposBIstOMIMA W JAEMOHCTPUPYIOIIUN YBa)KCHHE 3aKOHHBIX HMHTEPECOB M TIPaB
MPEJICTAaBUTENICH PA3JIMYHBIX STHOKYJIBTYPHBIX, COITMAIBHBIX, KOH(ECCHOHAIBHBIX
pynmn B POCCHUHCKOM OOIIECTBE;, HAIMOHANBLHOTO JIOCTOMHCTBA, PEIUTHO3HBIX
YOSXKIEHHI ¢ yI€TOM COOJIIOICHHS HEOOX0IMMOCTH 00€eCTIeueHNsI KOHCTUTYITMOHHBIX
npaB U cBoOOA rpaxnaaH. [loHMMarommii W JIeATeNbHO

BBIPAKAIOITNI IEHHOCTh MEKPEIUTHO3HOTO U MEKHAIIMOHAILHOT'O COTJIACHS JIIOJICH,

JIP 8




rpakJaH, HapoaoB B Poccun. Belpakaromuil cONPUYACTHOCTb K IIPEYMHOXKEHUIO U
TPaHCISILMM  KYJIbTYPHBIX  TPaJiWLUMH W  LEHHOCTEHM MHOIOHALMOHAJIBHOTO
[POCCHIICKOTO TOCyIapCTBa, BKIIOUYEHHBIH B OOIIECTBEHHBIC WHUIIMATUBBL,
HAIIPABJICHHBIE HA MX COXPAHCHHE

Co3Haronmi I[EHHOCTh JKU3HU, 3J0pOBbsA M Oe3omacHOCTH. CoOmogaronui |
MpOMAaraHIuPYOMUN 3M0pOBBIA 00pa3 *KU3HU (30pOBOE TMHUTAHUE, COOIIOJICHUE
TUTHCHBI, PEKUM 3aHATUH M OTAbIXa, (U3HUECKass aKTUBHOCTD), JIEMOHCTPUPYIOIINMA
CTpeMJICHHE K (PU3NYECKOMY COBEPIICHCTBOBaHMUIO. [IposBIsOmUii CO3HATETLHOE U
000CHOBAaHHOE HETPUSTHE BPEIHBIX MPUBBIUCK M OMACHBIX HAKIIOHHOCTEH (KypeHHeE,
yIoTpeOJIeHUE alKoroJisi, HapKOTHKOB, NMCHUXOAKTUBHBIX BEIIECTB, a3apTHBIX WP,
m0OBIX (hOpPM 3aBUCUMOCTEH ), IECTPYKTHBHOTO IMOBEICHUSI B OOIIIECTBE, B TOM YHCIIE
B IIN(pOBOH cpenie

JIP 9

bepexiuBo OTHOCAIIMICS K IPUPOJHOMY HACIEAMIO CTPAHBI U MUPA, IPOSBIISIOLIMIMI
C(OPMHUPOBAHHOCTb 3JKOJIOTUYECKON KyJIbTYpPbl Ha OCHOBE IOHUMAHUS BIMSIHUA
COLIMAJIbHBIX, SKOHOMHYECKUX U NPO(ECCHOHATBHO-TIPOU3BOICTBEHHBIX IPOLECCOB
Ha OKpYXAalollyl0 cpely. Bblpaxaromuii JnesrenbHOe HENpuUsATHE [EHCTBUH,
MPUHOCSIINX BpEl TPHPOJE, PACIO3HAIOMIMNA OMAaCHOCTH Cpeasl OOWTaHUS,
MpeIyIpEexIA0LINI pUCKOBAHHOE ITOBEICHUE APYIHX I'PaXJ1aH,TI0MYIIpU3UPYIOLIHii
CIIOCOOBI COXpPaHEHUS NAaMATHUKOB IPUPOBI CTPAHBI, PETHOHA,

TEPPUTOPUN,  IOCEIEHUs, BKIIOYEHHBIH B  OOINECTBEHHblE  MHMIIUATHBBI,
HaIpaBJIEHHbIE HA 3a00Ty 0 HUX

JIP 10

[IposiBisitOIIMN yBaK€HUE K SCTETHUECKUM LEHHOCTAM, OOJAJaolUMil OCHOBAMHM
PCTETUYECKON KyIbTyphl. KpUTHUECKH OLICHUBAIOIIUNA U JIEATEIbHO MPOSBIISIONIHIA
MOHWMAaHNE SMOLMOHAIBHOTO BO3JCHCTBUS MCKYCCTBA, €r0 BIMSHUS HA IYIICBHOE
COCTOSIHUE U MOBe/IeHUE JfoJiel. bepennBo oTHOCAIMICS K KYJIbType Kak Cpe/iCTBY
KOMMYHHUKAIIMH U CAMOBBIPAXEHHS B OOIIECTBE, BHIPAXKAIOUIMI CONPHYACTHOCTH K
HPAaBCTBEHHBIM HOpMaM, TpaJulMsIM B HUCKyccTBe. OpHEHTHPOBAHHBIM Ha
COOCTBEHHOE CaMOBBIDQ)XEHHE B pa3HBIX BHJAX HCKYCCTBA, XYyI0KECTBEHHOM
TBOpYECTBE C YUYETOM POCCUHCKUX TpPAJUIMOHHBIX JyXOBHO-HPAaBCTBEHHBIX
[[EHHOCTEH, HCTEeTUYeCKOM OOyCTpoiicTBe coOCTBeHHOro ObiTa. Paszmenstomuit
[IEHHOCTH OTE€YECTBEHHOTO U MUPOBOTO XY/I0’KECTBEHHOTO HACIICAHS, POITH HAPOIHBIX
TpaJuLMii U HAPOJHOIO TBOpPYECTBA B HCKycCTBE. BbIpaxaromuit

[IEHHOCTHOE OTHOIIEHUE K TEXHUYECKOHN 1 MPOMBIIUICHHOW ICTETHUKE

JIP 11

[ IpruHUMAarOIIMI pOCCUICKHUE TPpagULMOHHBIE ceMeiiHbIe LICHHOCTH.
OpHUEeHTHPOBAHHBIN Ha CO37jaHHE YCTOMYMBOI MHOTO/IETHOM CEMbH, TOHUMaHUeE Opaka
KaKk COK03a MYXYMHBI U JKCHILMHBI I CO3/IaHUSl CEMBU, POKICHUS U BOCIHUTAHUS
NeTeid, HENpUSITHUS HACWIHS B CEMbE, yXOJa OT POAMTEIHCKOW OTBETCTBEHHOCTH,
0TKa3a OT OTHOIIEHWH CO CBOMMH JETbMH M WX (PUHAHCOBOTO

copepKaHus

JIP 12

JINYHOCTHBIE pPe3yJIbTAThI

ACJOBBIM KavdeCTBaM JIMYHOCTH

peaan3anvm nNporpaMmMbl BOCIIMTAHUSA, ONIPEICJICHHbIC 0TPACJI€BBIMUA TpGﬁOBaHI/IﬂMI/IK

Cobmrofaromuii B CBoei MpodeCCHOHATBHOU JAEATEIHPHOCTH dTHYSCKUE TPUHIIUIIBI:
YECTHOCTH, HE3aBUCHUMOCTH, MPO(ECCHOHANBHOTO CKENTUIU3Ma, MPOTUBOACHCTBUS
KOPPYIIIUA U DKCTPEMH3MY, OOJaatoNnuii CUCTEMHBIM MBIIUICHUEM U YMEHHEM
MPUHUMATH PEIICHUE B YCIOBUAX PHUCKA U HEOIPEICJICHHOCTH

JIP 13




['OTOBBIf COOTBETCTBOBATH OXHMIAHHSIM pPabOTOMATENCH: MPOEKTHO-MBICISIINYT,
A(GGEKTUBHO B3aMMOACHUCTBYIOIMI C wWiEHAMM KOMAHJIbl U COTPYIHUYAIOUIMHA C
NMPYTUMH JIFOJIbMH, OCO3HAHHO BBIMOJHSIONIMKA TMpodeccHoHalIbHbIe TpPeOOBaHUS,

OTBETCTBEHHBIH, MYHKTyaJIbHbIN,  JIUCHUILIMHUPOBAHHBIN, TPYIOTFOOUBBIH, JIP 14
KPUTUYECKH MBICIISIINN, HALEIECHHbI Ha JOCTH)KEHUE IOCTABIEHHBIX LEJIEH;
NIEMOHCTPUPYIOIUN MTPO(HEeCCHOHATBHYIO JKU3HECTONKOCTD

OTKPBITHII K TEKYLIIM U IEPCIEKTHBHBIM U3MEHEHHSIM B MUpE TpyJa U npodeccuit JIP 15

JIMYHOCTHBIE pe3yJdbTaThbl

peajindanuu nNporpaMmMsbl BOCIIUTAHUSA, OIIPEACJICHHBIC KIIY¢BbIMUA paﬁoTouaTeJmMn

(TIpu HATTUYHIM)

JleMOHCTpHUPYIOLNIT  TpoecCHOHANbHbIE YMEHHS ¥ HaBBIKM, HPOSBICHUE
PKOHOMHMYECKON ¥  (UHAHCOBOW KYNbTYpbl, 53KOHOMHYECKOW TI'PaMOTHOCTH;
BO3MOXXHOCTH peajin3allud COOCTBEHHBIX JKU3HEHHBIX IUIAHOB; OTHOILIEHUE K
npodeccnoHaNbHOM 1eATeIbHOCTH KaK BO3MOKHOCTH Y4acTHs B PEUICHUH JIMYHBIX,
OOIICCTBEHHBIX, TOCYIApPCTBCHHBIX, OOIICHAIIMOHAIBHBIX MpodieM; CrocoOHBIHM
MPOJYKTUBHO M JOOPOCOBECTHO TPYAUTHCA, M PEaAM30BaTh CBOW JIMYHOCTHBIM
MOTEHIMAT B MPO(EeCCHOHATBHON NesTeTbHOCTH. CaMOCTOSTENbHBIN 1
OTBETCTBEHHBIN B IPUHITHH PEIICHUHN BO BCeX cepax CBOEH JeSITeIbHOCTH.

JIP 16

MoTHUBHpPOBaHHBI K caMo00Opa3oBaHHIO W pa3BUTHIO. [Ipu3Haromuii 1IEHHOCTH
00pa30BaHMsl, OPUEHTHPYIOLIUICS B M3MEHSAIOLIEMCS PbIHKE TpyZa, HU30erarouiuii
0e3paboTHIIbI; YIPABISAIONMNA COOCTBEHHBIM TPO(ECCHOHAIBHBIM — pPa3BUTHEM;
PE(IEKCUBHO OLIEHUBAIOIUN COOCTBEHHBIN >KM3HEHHBIH OIBIT, KPUTEPUU JIMUHOM
ycnemHocTl. ['oToBBIE K NpoecCHOHaIbHOW KOHKYPEHLIIMM WU KOHCTPYKTHBHOM
[pEaKUU Ha KPUTHKY, COXPAHSIOIMNA IICUXO0JIOTMYECKY0 YCTOMUNBOCTD B CUTYaTUBHO
CIIO)KHBIX WJIM CTPEMUTENBHO MEHSIOIMXCS cuTyauusix. ['mbko pearupyrommii Ha
MOsIBJIEHHE HOBBIX (hOPM TPYIOBON JIESTETLHOCTH, TOTOBBIN K MX

OCBOEHHUIO.

JIP 17

[TposBistomuii  KyabTypy noTpeOieHuss HHGOpMAlMM, YMEHHE M  HaBBIKH
[0JIb30BAHNS KOMIIBIOTEPHON TEXHUKOM M CIEeNMaIN3UPOBAHHBIMHU IMPOrpaMMaMu;
HaBBIKM 0TOOPA M KPUTUUYECKOTO aHAIN3a HHPOPMALIMU, YMEHUE OPUEHTUPOBATHLCS B
MH(OPMALIMOHHOM IPOCTPAHCTBE (B TOM YHUCIIE B CETEBOM)

JIP 18

JINYHOCTHBIE pPe3yJIbTAThI
peaju3anuy NporpaMMbl BOCIIMTAHUS, ONIpeeJIeHHbIe CY0ObeKTaMu
00pa3oBaTe/ILHOIO npouecca (Mpu HATHIUN )

[TposBisiomuii  co3HAaTENbHOE OTHOILIEHHE K TpPyAy; JOOpPOCOBECTHOCTh H
OTBETCTBEHHOCTD 32 Pe3y/IbTaT yUeOHOU JesITeIbHOCTH; IEMOHCTPUPYIOLINI HHTEpEC
K Oynymied mpodeccuu; IeMOHCTPUPYIOIIUI HaBBIKM 3710pOBOro obOpasa

PKU3HU U BBICOKUI YPOBEHb KYJIbTYPBI 37J0POBbs 00yHaIOIINXCS

JIP 19

HpOHBJ’I}IIOH_II/Iﬁ MHPOBO33PCHUCCKHUEC YCTAHOBKH HA OTCYTCTBUC (I)aKTOB IMPOSBJICHUA
HMACOJIOTUH TCPPOPU3MaA U SKCTPEMHU3MA CPEar 06yqarou11/1x051

JIP 20

JIeMOHCTpHUPYIOLIMI UHTEPEC K YUACTHIO M IPOBENCHUIO MEPONPUATHI KYJIbTYypHO-
CIIOPTUBHOM HANpaBICHHOCTH (KOHIEPTHI, KOHKYPChI, COPEBHOBaHUs, (heCTUBAIH,
SKCKYPCHH, BHICTABKH U T.11.)

JIP 21




OPI'AHM3AIIUA JOKYMEHTAIMOHHOI'O
OBECIIEYEHUSA U ®PYHKIHUMOHUPOBAHUSA OPTAHU3ALIUN

3.1 IlnaH npoxo:kaeHus y4eOHoI MPaKTUKH M0 NPodeccHOHATBLHBIM MOAYJISIM

3. TEMATHYECKHWMH IIJTAH U COJAEP)KAHUE YYEBHOHM IMPAKTUKH 110 TIM.01

HaumeHoBaHue MoayJist

Y4eOHasi MPAaKTHKA MO Kypcam

[IM. 01 OcymmecTBIIeHHE OPTaHU3AIMOHHOTO ¥ TOKYMEHTAIMOHHOTO 00ECTICUCHHS ACATEIIEHOCTH

OpraHu3aIun

2 xypc 4 cemectp

[IM.02 Opranun3zanust apXuBHOI pabOTHI IO JJOKyMEHTaM OpraHU3aLUi pa3IHYHbEIX Gopm

COOCTBEHHOCTH

3 kypc 6 cemectp

[IM.03 OcBoeHue BUIOB padOT IO OJHOM HIIH HECKOIBKUM MpodeccusiM pabounx, TOHKHOCTIM

CITyXaIux

3 kypc 6 cemectp

3.2. TemaTuyeckuii MJIaH U cojiep:KaHue y4eOHOH MPAKTUKH

Koa u

HANMEHOBARMS! KosnuecTBo Koua-Bo
Kon IIK S — 4acoB Mo Buabl pador HaumeHoBaHUS TeM Y4eOHOIi MPAKTHKHU 4acoB 0

P M M TemMam

MopyJIeii

1 2 3 4 5 6
- U3yueHHe Tema 1.1 biaHku TOKyMEHTOB. 6
OK 01 VHCTpyK1HH 110 Tewma 1.2 PeKBU3UTHI JOKYMEHTOB 6
OK 02 JEI0IIPOU3BOACTBY
OK 04 ODraHu3allim. Tema 1.3 OdopmieHue KaapoBoit
p I 12
OK 05 3HAKOMCTBO C JIOKYMEHTAITUH.
OK 09 M. 01
MK1.1, OcyuecTBIeHne IIpaBuJIaMu Tewma 1.4 IToaroroBka
TK1.2, OPraHu3aMOHHOr0 1 COCTaBJICHUA JOKYMEHTOB K TOCIICYIOIIEMY 6
T1K1.3, JOKYMEHTAUHOHHOTro | 36 yacoB IIPOEKTOB U MCTIOJIB30BAHMIO U XPAHEHHIO
I1K1.4, obdecreyeHus MJICHUS
[1K1.5, eATeTbHOCTH O(I)Op e Tema 1.5 Oprammsams 6
TTK1.6, opranmzamum AOKYMECHTOB, TEKYIIEro XpaHEeHHs IOKyMEHTOB
IK1.7, MOPSIIKOM
TIK 1.8, COTJIaCOBAHUA U
1K1.9 MO/ CAHUSI/ Y TBEPIK
TP 1-21 ACHUSA JOKYMCHTOB;
- O3BHAaKOMJICHHEC C




MPOrPaMMHBIMA
CpelCcTBaMU Y4€Ta,
XpaHEeHHsI, 00pabOTKH
158

[TOMCKa IOKyMEHTOB,
HMCIIOJIb3YEMBIMU

B OpraHHU3AIIHH.
Mzyuenne oCHOB U
CHECIU(PUKU paOOThI C
IMOKyMEHTAIUEN B
CUCTEME
PIIEKTPOHHOTO
IMOKYMEHTO000pOTa
(COM) opranmsarmm.
Mcnonb3oBaHue B
[paboTe riI00abHBIX U
IMTOKaJbHBIX CETEH
TS TTOJTYUCHUS U
XpaHEHUS
nH(bOpMAaINH,
oOMeHa
MHpOPMAITUCH.

- Opopmnenue
OpTraHU3aIHOHHBIX,
BHYTPEHHHX
(mpuKassl,
[pacTiOpsDKEHUS,
MOBEPEHHOCTH,
3aluCKH, CIIPaBKH,
AKTHI, TPOTOKOJIBI 1
ITp.) ¥ HCXOSIINX
ITOKYMEHTOB
OpTaHU3aIHY C
MCIIOJIb30BaHHEM
COBPEMEHHBIX
IPOrpaMMHO-
TEXHIUYECKUX CPEJICTB.
Kontpoib
MPaBUJILHOCTH
COCTaBIICHUS,
odopmIteHUs
ITOKYMEHTOB
(PEKBHU3UTEHI.
0CcOOEHHOCTH
HAITMCaHHS TEKCTOB,
MHOTOCTPaHUYHBIC
ITOKYMEHTBI), IOPSIKa
M3/IaHUS TOKYMEHTOB
(c yaérom
CHEIIM(PUKN CHCTEMBI
eTONPOU3BOJICTBA
OpraHU3AINH).
KoncTpyupoBanue
OJIaHKOB




OpTraHU3alNy,
co3/laHHe IA0JIOHOB
MOKYMCHTOB.

- 3HAKOMCTBO C
KaTerOpusIMH U
BUIaMHU TOKYMEHTOB,
00Opa3yromuxcs B
OpTraHU3alNY,

coJlep KaIInX
KOH(HICHITHATHHYIO
HH(pOpMAITHTO.
Opranuzanus padoTh
o oOpaboTke
MOKYMEHTOB
OrPaHUYCHHOI'O
nocTyna.
O3HAKOMIIEHHE C
MIPUMCHACMBIMU B
OpTraHu3aIun
cpeZcTBaMu
KkpunTorpadhun

VIJIST 3AIUTHI
DIIEKTPOHHBIX
IMOKYMEHTOB C
MCTOIB30BaHIEM
CTHEIUAITBHOTO
POrPaMMHOTO
oOecrieyeHus!.
Brinosnnenue

[padoT 1o
00ECIIEYCHUIO 3aIUThI
PIIEKTPOHHBIX
MOKYMEHTOB OT
HECAHKIIMOHUPOBAHHO
O JIOCTYTIA.

[pomexyTounas arrectanus mo YI1.01.01
B (popMme 1P depeHIMPOBAHHOIO 3a4eTa
KBanudukannonnsiii 3x3amen no [IM.01

Bcero yacos 36
Koa n
A KounuecTBo Koua-Bo
HaMMeHOBaHMsI .
Kon IIK 4acoB Mo Buasi padot HaumeHoBaHus TeM y4eOHOI NPaAKTHUKHU 4acoB Mo
npogeccHOHATbHBIX
. M TEMaM
Moay.ei
1 2 3 4 5 6
OK 01 Tewma 1.1 Vicropusi BOSHUKHOBEHUS 2
OK 02 TIM.02 - Cocrasnienue apXuBHOU aeaTenbHOCTH B Poccun
OK 04 ((OpFaHI/I3aLII/I$I 36 yacoB CITHCKAa NCTOYHHUKOB
OK 05 N KOMILICKTOBAHHS Tema 1.2VH0pMaTI/IBHO-HpaBOBaH 6aza 4
ApXUBHOU apXUBHOM JesiTenbHOCTH B Poccun




OK 09

K 2.1,
K 2.2,
K 2.3,
TIK 2.4,
TIK 2.5,
JP 1-21

paboTHI IO
JIOKYMEHTaM
Opra"u3aiui
Pa3INIHBIX
tdhopm
COOCTBEHHOCTHY

apxuBa
OpraHu3aIlvH,
oTpezieTieHIe
TPaHHUI APXUBHOTO
¢donna.

- CocraBiieHue
CXEMBI pa3MeIIeHHS
CPEIICTB XPaHCHUSL.
Paccmotpenue
TomorpadUIECKUX
yKaszaTeneu B
APXUBOXPAHUIIHILE
OpTaHM3aIlHH.
--O3HaKOMJICHHE C
ImpaBuIaMU BECACHUA
JKypHAJIOB
HaOIIOISHYS 32
TEeMIIEpaTypHO-
BJIaXHOCTHBIM
PEKUMOM B
apPXUBOXPaHIITHUIIIE.
- [logroroBka nemn K
apXUBHOMY
XpaHEHUIO, B TOM
YHCIIe: U3yUCHHE
JOKYMCHTOB B LICJIAX
oTIpesieNieHUs] CPOKOB
WX XpaHeHUs,
HyMepauus JIUCTOB
apXUBHOTO JIeJa,
COCTaBIIEHHUE U
odopmiieHre
BHYTPEHHEH OIIUCHU U
JIUCTA- 3aBEPUTEIS
apXUBHOTO JIeNa,
COCTaBJICHUE U
odopMIIeHUE KapThI-
3aMECTHUTEIS, JINCTA
WCTIOIb30BaHMUS
apXUBHOTO JIeJNa,
COCTaBIICHUE U
odopmiieHne
PEKBU3UTOB
00JI0kKKH apXUBHOTO
Jiea, IpOoIIuBKa
apPXUBHOTO JIeJa.

- CocraBieHue
ApPXWUBHOW OTHCH JeIT
ITOCTOSSHHOT' O
XpaHEHHS.

- Odopmnenue
OTIHCH AT IO
JUYHOMY COCTaBYy.

- OdopmiieHue
OTIMICH JIeIT

Tema 1.3 Opranuzanust ApXUBHOTO
¢douna Poccmiickoii denepanuu

Tema 2.1 Bunst apxuBoB B Poccun

Tema 2.2 DkcrepTH3a [EHHOCTH JOKYMEHTOB

Tema 3.1. JIokanbHbIE HOPMATHBHBIC
JOKYMEHTHI apXHBa

Tema 3.2. OcopmiteHre apXUBHOTO
nena

Tema 3.3. Ilepenaua JOKyMEHTOB

Ha apXMBHOE XpaHEHHE

Tewma 3.4. Y4€r TOKyMEHTOB B apXUBE
Tema 3.5. Mcnonp3oBanue
JOKYMEHTOB apXHBa

Tema 4.1. YcnoBust XxpaHeHUst
JIOKyMEHTOB

Tema 4.2. TIpoBepka Hanuuust 1
COCTOSIHUSI JOKYMEHTOB B apXHBaXxX
Tema 4.3. KoncepBanust u pectaBparys
JOKYMEHTOB

Tewma 4.4. CoxpaHHOCTB TOKYMEHTOB
Ha CIIeLHAIBHBIX HOCHTENAX

22




BPEMEHHOTO (CBBIIIIE
10 ner) cpoka
XpaHEHHSI.

- Odopmienune
JOKYMEHTOB TIO
pe3yibTaTam
MIPOBEPKHU HATNYHS U
COCTOSIHUS
JIOKYMEHTOB B
apxuBe, 0
BBIJICTICHUH K
YHUUTOKEHUIO
ApPXUBHBIX
JIOKyMEHTOB, HE
MOJIKALITAX
XpaHEHUIO.

- O3HaKOMJIEHHE C
HMCTOYHUKAMU U
MOPSAIKOM
KOMIUTIEKTOBaHUS
¢dorma
TIOJIb30BaTEIISI.
O3HaKoOMIIEHHE C
MOPSIKOM

Bbla4YU apXUBHBIX
JIOKYMEHTOB,
odopmiieHne
1a0JI0HOB 3aIPOCOB
Ha BbIIaYy
apPXUBHBIX
[MoxroroBka oTBETOB
JIOKYMEHTOB,

Ha 3aIpoCHl:
apXUBHBIE CITPABKH,
KOITMH, BBITIMCKHA

[pomexyTounas atrectanus mo YI1.02.01
B (popMme 1P depeHIMPOBAHHOIO 3a4eTa
KBanunpuxanuonHslii s3x3amen no I1M.02

Bcero yacos 36
llf;)pz:n:lenonannn Komraectno Kosi-Bo

Kon IIK O O —— 4acoB Mo Buasi padot HaumeHoBaHnus TeM y4eOHOI NPaAKTHUKHU 4acoB Mo

powers M TeMam

MoIyJiei

1 2 3 4 5 6

Tema 1 Jlenonpou3BOICTBO KaK OJHA

OK 01 [IM.03 " 6

OK 02 : - Usyuenue 13 QYHKIUIA yrIpaBIeHUS

OK 04 «OcBOcHHE BUJOB | 72 uaca

OK 05 paboT 1o 0aHOI HOPMAaTHBHO - Tema 2 Oprauusanus Tpy/a paGOTHUKOB 5

CITy’ObI JOKYMEHTALMOHHOTO 00eCIeYeHNUS




OK 09

1K 1.1-1.9
1K 2.1-2.5
1K 3.1-3.3
JP 1-21

WIIN HECKOJIBKAM
npodeccusm
pabounx,
TOJDKHOCTSIM
CITYKALHX»

METOANYECKOI Oa3bl
JIeIIONPOU3BOICTBA.
- 3HaKOMCTBO C
PEKBU3UTAMHU
JOKYMEHTOB,
TEKCTOBOE ONMCaHNe
PacIonoXeHus
PEKBU3UTOB

- CocraBneHue
CTPYKTYPHOU CXEMBI
YUPEKACHUS:
MOJUYMHEHHE,
HOJOTYETHOCTD,
B3aMOJCHCTBHE,
CTPYKTYPHBIX
MIOAPA3EIEHUN CO
ciyx60it JIOVY.

- PazpaboTka u
odopmiieHue
OpraHU3alMOHHBIX,
pacrnopsAUTENbHBIX,
CIPaBOYHO-
WHPOPMALTUOHHBIX
JIOKYMEHTOB.
Ananus
COOTBETCTBHS
odopmiteHUs
JIOKYMEHTOB
HOPMAaTHUBHBIM
METOANYECKUM
JOKYMEHTaM.

- IIpoBepka
MPaBUIBHOCTH
(dbopMHupOBaHUS 1€,
CUCTEMaTH3aLUs
JIOKYMEHTOB B
Jenax.

- Ananu3
JIOKYMEHTOIIOTOKOB,
MOCTYTAOIIEH,
BHYTpEHHEN U
OTIpaBIsIeMON
JIOKYMEHTAIHH.

- CucreMsl
perucTpannu
JIOKYMEHTOB B
YUPEKICHUH.

ympasienus (JJOY)

Tema 3 OdopmiieHHe PEKBHU3UTOB TOKYMEHTOB

20

Tewma 4 CocraBnenue u opopMiIeHIEe
CITyeOHBIX JJOKYMEHTOB.

20

Tema 5 Odopmienue kagpoBoit
JOKYMEHTAIMH (IOKYMEHTALUH 110 JINYHOMY
COCTaBYy)

Tema 6 XpaHeHne KaqpoBOil TOKyMEHTALIUH
Tewma 7 Opranuzanus
JOKyMEHTO000pOTa B OPTaHH3AINN

16

IMpomexyrounasi atrectamus no YI1.03.01
B (popMme 1P depeHIMPOBAHHOIO 3a4eTa
KBamupurxanuonnplii 3x3amen no [1M.03

Bcero yacoB

72




3.3 Coaepxanue y4eOHOH NPAKTUKHU

Koa n
HaMMeHOBaHUs

npogeccHoHAIbH

bIX MOJYJIel U
TeM NPAKTUKH

Copepixanue yueOHbIX 3aHATHIA

Oo0be

qyacoB

YpoBen
b
OCBOEHH
b |

1

IIM.01 «OcymecTB/IeHHEe OPraHU3ALMOHHOI0 ¥ JOKYMEHTALIMOHHOT0 o0ecrnevyeHus! 1esiTeIbHOCTH

OpPra’Hu3anum?»

36

Tema 1.1 bnanku
JOKYMEHTOB.

CocraBienne 61aHKOB TOKyMEeHTOB. CocTaBiIeHHEe U 0(OPMIICHHE JOKYMEHTOB 1O
JTaHHBIM.

IIpakTHyeckas padora Ne 1 «CocraBiieHne 6,1aHKOB T0KYMEHTOBY
Odopmuts 1Mo 00pasiry HopMbl TOKYMEHTOB (C HCIOJIh30BAHHEM TaOYIISAIH) B
COOTBETCTBUH

¢ TpeOOBaHUAMH K O(OPMIICHUIO TOKYMEHTOB:

OO0umii 671aHK C YIIIOBBIM H IPOJIOIBHBIM PACIIOIOKCHAEM PEKBU3UTOB

Brank KOHKpETHOTO BUA JOKYMEHTA C YIIIOBBIM U IIPOJIONBHBIM PACIIOI0KECHHEM
PEKBU3UTOB

brnaHk CTpYKTYpHOTO MoApa3aeIeH s

brnaHk 10JHKHOCTHOTO JHIA

Ha ocHOBe npeioyKeHHbIX JTaHHBIX COCTaBbTE OJIAHK IS MUChMa, 00N OIaHK, OJIaHK
JOJDKHOCTHOTO JIMIA, OJTaHK KOHKPETHOTO BHJa JOKYMEHTa

Tema
1.2PeKkBU3HTEI
JOKyMEHTOB.

OdopmiieHne peKBU3UTOB Ha OJlaHKaX TOKyMeHTOB. O opMiieHHe JOKYMEHTOB I10
3a7laHHOMY 00pas3ILy.

IIpakTrueckas padora Ne 2 «Anpecar, moanucanye, yTBepkJIeHHe, COTJIacCOBaHHE
JIOKyMEHTOBY

OdopmuTe HECKOIBKO BUIOB AnpecaToB 1o obpasmy: Yupexnernto; CTpyKTypHOMY
nozpasaeneHuio; PykoBoauremio yapexaenns; KoHKpeTHOMY JINIy, OTBETCTBEHHOMY
3a BOIIPOC, COIeprKalIHiics B JOKyMeHTe; YacTHOMY JHIly.

Odopmute Heckonbko BUIOB [loamuceit mo o6pasiy: [JomKHOCTHOTO JTHA;
3aMecTuTeNno

JIOJDKHOCTHOTO JIMIa; PykoBomuTeo cTpykTypHOTo noapasaenenus; [loamuics
JOKyMEHTA,

COCTaBJICHHOTO KOMHCCHEH.

OdopmuTe BHyTpEeHHEE U BHEITHEE COTTIACOBAHUE IO 00pa3iy

Odopmure CryxeOHBIE OTMETKH Ha JOKYMEHTax Mo oopasiy: OO HCIoTHHTEIE;

OO0 ucromHeHNN TOKyMEHTa U HallpaBJIeHHUH ero B aeno; O MOCTyIUIeHnH JOKYMEHTa B
opranm3anuio; O KoHTpoe; Pe3omronust Ha JOKyMeHTe.

Tema 1.3
Odopmirerne
KaJIpoBOH
JOKYMCHTALH.

IMpaxtnueckas pabota Ne 3 «OdopmieHne JOKYMEHTOB JIMYHOTO XapaKTepay»
Odopmure no obpasiy:

3agsnenus: O npueme Ha paboty, O6 yBosnbHeHHH, O nepeBoJie Ha IPYTYIO JOIKHOCTb,
(0]

HPEIOCTABICHUH OTITYCKa

IIpuka3 mo maHOMy coctaBy: O npueme Ha paboty, O6 yBoneHeHuH, O IIepeBoe
paboTHHKA

BHYTPH OpraHH3alllux

Odopmurte 3anKcH B TPYJOBOH KHIKKE MO MPEJI0KESHHBIM JaHHBIM

CocraBbTe 1 ohopmuTte Pe3tome ai1s 3aHATHSI BAKAHTHOMN JOJDKHOCTH CEeKpeTaps

12

Tema 1.4
IToaroroska
JIOKYMEHTOB K
HOCJIEAYIOLIEMY
HCIIOJIb30BAHUIO U
XpaHEHUIO

Tpaktuyeckas padora Ne4 « IToqroToBka JOKYMEHTOB K IIOCIEIYIOIIEMY
HCHOJIb30BAHUIO U XPAHEHHIO»

Odopmnenne GopMbl BHyTPEHHEH OMICH JOKYMEHTOB JeJa 110 00pasiry
Odopmienue GopMsl THCTa-3aBEPUTENS IO 00pasIy

OdopmiieHHe ONKCH M0 JINYHOMY COCTaBy 110 00pasity

Odopmiienre GopMbI aKTa O BBIICICHUH K YHUUTOXKEHHUIO eI 110 00pasity




Tema 1.5

Ipaktiueckas padota Ne5 «Opranuszanus TeKyLero XxpaHeHus JOKyMEHTOBY

Opranuzanus
P s 1.3aros10B0OK g€ 2
TEKYILEro 6
XpaHCHIA 2.CocraBieHue 1 0GpopMIICHHE HOMEHKIATYpHI Aei1. DopMupoBanue nen. XpaHeHne
el
JOKYMEHTOB A
IIpomexyrounasi arrectanusi no YI1.01.01 B popme nudpdepeHuupoBanHoro 3ayera
KBanudukannoHublii 3K3aMeH 110 MOAYJ1I0
Koa n
Yposen
HAMMEHOBAHMSA OoBe P .
npogeccuoHaIbH Copepxanue y4eOHbIX 3aHATHI M OCBOCHH
bIX MOJYyJIel 1 4acoB .
TeM NPAKTUKH
1 2 3 4
IM.02 «Opranu3anus apxXuBHOii padoThI 0 JOKYMEHTAM OPraHU3ALUN Pa3InYHbIX HopM 36
COOCTBEHHOCTHY
Tema 1.1 Ucropus
BO3HUKHOBEHHS )
apXUBHOM PazButne apxuBHoro nena B Poccuiickoit @enepaunu 2
N TeIBHOCTH B
Poccun.
Tema 1.2 2
Opranuzanus HopmaTuBHO-TIpaBoBas 6aza apXuBHOI nesTenbHOCTH B Poccun 4
paboThI apxuBa.
Tema 1.3
Opraanzanus 2
ApxusHoro ¢poHna | Kimaccudukanms nokymeHToB ApxuBHoro ¢gonna Poccuiickoit ®eneparmm 4
Poccuiickoit
Denepanyu
T'ocynapcTBeHHBIE apXUBBI; BUABL, 3aJa4H, (QyHKIUN.
Tema 2.1. Bugst MyHUIHMTIATBHBIE apXUBBI: BUIBI, 32129, QYHKIIUH. 5 2
apxnBoB B Poccun | BemoMcTBeHHBIE apXUBBI: BUBL, 3a1a4n, GyHKIHH. Jlemo3utapHoe
XpaHEHHeE.
Tema 2.2.
OxkcriepTH3a OKcnepTH3a IeHHOCTH JOKYMEHTOB: 331a4, IPUHIHUIIBL, KPUTEPHI 5 2
LEHHOCTH OdopmieHne pe3yIbTaToB 3KCIEPTU3BI IEHHOCTH JJOKyMEHTOB
JOKyMEHTOB
Tema 3.1 [Inansl-rpaguxy npuéMa e oT CTPYKTYPHBIX
Jloxanbipie nozapas GS'ICHI/Iﬁ u rrl)e elauu aen Hzpzoc ypa CTBEHHOE XpaHEHHE U 2 2
HOPMaTHBHBIE AIpas PEAATH 1 yAap P
IpECTaBIICHHS CBOIHBIX Pa3/ie/iOB ONHCEH B apXUB
JOKYMEHTHI apXHBa
Tema 3.2. .
Odopmrene Topsimok paGoTBI ¢ HOMEHKIATYpOH JIelT OpraHu3aIuH - HICTOYHMKA 2 5 2
p KOMIUIEKTOBAHHMS apXUBHOTO YUIPEKICHUS
apXMBHOTO Jena
Tema 3.3. .
Mepeaua Omcy 1et CTPYKTYPHBIX ToApasaeneHnii. OIIcH J1ell OpraHu3aIiy: MOCTOSTHHOTO
11015) HeHTOB a XpaHEeHHs, 10 JIMYHOMY COCTaBY, BpEMEHHOT0 cpoka xpaHeHus cbime 10 ner. Onmcu 4 2
a xngoe 3JIEKTPOHHBIX Jel (JOKYMEHTOB) OpraHU3aluy
P BbI)IeJ'[eHI/Ie JOKYMEHTOB K YHUYTOXCHUIO
XpaHEeHUe
Tema 3.4. Vaér Vuér TOKyMEHTOB B apXUBe: PUHIHIIBI, SANHULBI yuéTa, yIETHBIC 2 2
JIOKYMEHTOB B AOKY P - 1P » CHHHHLELY 4 2

apXxuBe

(hopMEI




Tema 3.5.

Bunsr 3alpOCOB U CPOKU UX BBIIIOJIHEHUS.

HcnonezoBanue 2
TIpenocrasieHne OTBETOB Ha 3aIPOCHI: APXUBHBIEC CIIPABKa, KOMH, 4
JOKyMEHTOB
apxiBa BBIIUCKA
Tema 4.1. YcnoBus 2
XpaHEHHUs Ipo6iema XUIEHHS JOKYMEHTOB, Mephl 0€30IIaCHOCTH M 3aLLUTHI 2
JOKYMEHTAIUH
Tema 4.2.
[IpoBepka Hanmuuus 2
U COCTOSTHHS PesynbTaThl IPOBEPKH HAINYHUS U COCTOSTHHS JJOKyMEHTOB 2
JIOKyMEHTOB B
apXuBax
Tema 4.3.
KoHnceppauus u 2
TIpoBepka TEXHUYECKOTO M (PU3UKO-XUMHYECKOTO COCTOSHUS aPXUBHBIX JJOKYMEHTOB. 2
pecTaBpanys
JOKYMEHTOB
Tema 4.4.
CoxpaHHOCTD 2
JOKyMEHTOB Ha XpaHeHue u 00pabOTKa JOKYMEHTOB Ha CIIEIUATBHBIX HOCUTEISIX 2
CHeIHaTbHBIX
HOCHTEIISIX
Ipomexyrounasi arrectanus no YI1.02.01 B popme nuddepenuupoBanHoro 3auera
KpanudpukauuoHHslii 3k3aMeH 10 MOAYJII0
Koa n
HANMMEHOBAHMS Oo0Be Yposen
npodgeccuoHAIbH Copnepixanne y4eOHbIX 3aHSATHIA M b
. 0CBOEHH
bIX MOJYJI€ei 1 4acoB .
TeM NPaKTHKH
1 2 3 4
IM.03 «OcBoeHnue BUI0B padoT MO OHOI HJIM HECKOJIBKUM MpodeccusiM padouyux, T0KHOCTAM 72
CITYKALX)
Tema 1.
Jenonpon3BoAcTBO | 3HAKOMCTBO C HOPMAaTHBHO-TIPaBOBO 0a3oii AenonpousBoacTea. 3HakoMcTBO ¢ [OCT 2
KaK OJTHA U3 P 7.0.97-2016. H3zydenue obmactu npumenerus ['OCTa. 6
byHKIHIA CocrasneHne 1 0pOpMIEHHE HHCTPYKIIUH 110 IEIOTPOU3BOCTBY.
yIpaBiIeHHs
Tema 2.
Opranuzanus
Tpyna pabotrukos | COCTaBIeHHe H 0opMIIeHHE CTPYKTYPHI ciryx0b1 JIOY B Buje rpagudeckoi
CITy OBl cxeMbl. CocTaBlIeHUE TOJKHOCTHOM MHCTPYKIUH JI€TOMPOU3BOIUTEIS. 6 2
JOKYMEHTalMOHHO | OpraHu3aiys 1 000pyJoBaHUE pabodero Mecra JeIOIMPOU3BOAUTEIIS.
ro obecnedcHus Cocrapienne rpaduka paboThl IETOMPOU3BOIUTEIIS.
yHOpaBJICHUA
(A0Y)
OrnpernesieHne MyTel MOTy4eHHs U OTHPABKH JOKYMEHTOB, TOpsIKa Mepeaadyn
JIOKyMEHTOB BHYTPHU YUPEXIACHUS.
Dopmebl peructTpanun JoKyMeHToB. OopMIIeHHE )KyPHAIOB PETUCTPALUH JOKYMEHTOB.
Tema 3. DKCIeIUIMOHHAS U HCEBI/I‘{Haﬂ 00paboTKa BXOISAIIEH KOPPECTIOHACHIINN
Odpopmrenne Perucrpanus Bxogsiuei KOppeCoHIEHIIMU U ?npaBKa €€ B CTPYKTYPHBIE 2
PeKBUHTOR MOAPA3/IEICHHS B COOTBETCTBHH C PE3OMIOHEH PYKOBOATEIS 20
JIOKYMEHTOB OdopmiteHre perucTpaoHHON KapTOUKH BXOISIIEH KOPPECTIOHICHIINY B

COOTBETCTBUH C PE30JIIONUEH PYKOBOIUTEIS

O6paboTka ucxoasmeil JOKyMEHTALNH U €€ PerucTpanysl.
OrnpaBKa MCIOJHEHHOH JOKyMEHTALUH 110 aJpecaTaMm.
OO6paboTka BHYTPEHHEH JOKYMEHTALUH U €€ PEerucTpanus




Ocy1uiecTBiIeHHE KOHTPOJIS 328 UCIOJIHEHUEM BXOASIIEH KOPPECTIOHICHIINY.
OdopmiieHHE CIIPABKH 110 3apETUCTPUPOBAHHBIM IOKYMEHTaM
OdopmiieHrE CBOJIKH 00 UCTIOTHEHUH JOKYMEHTOB

CocraBieHne cXeMbl pacnoioxeHus pekBu3suToB OPJl Ha mpoxoapHOM OlaHKe Ha
¢dopmate A4.

CocraBneHne cXeMbl pacroioxeHus pekBusutoB OPJl Ha yrioBoMm OnaHke Ha popmaTte
A4.

CocraBienre 1 0(pOpMIICHHE OPTaHU3ANNOHHEIX JOKYMEHTOB: yCTaB, IITaTHOE

pacrmucaHue
Tewa 4. CocraBienre 1 0popMIICHHE 00Pa3IIOB PACTIOPSIUTEIBHEIX JOKYMEHTOB: PEIICHHS
CocraBieHue u casanms p P p p ™ P ’
odopmieHne y : N 20
CTVIKCOHBIX Odopmienne NpUKa3o0B MO OCHOBHOH JEATETbHOCTH U BBINUCOK U3 HUX.
noi CHTOB IIpaBumna oopmieHus MIaHOBOI JOKYMEHTAIUHU, OCTaBIE€HHE U 0(OpMIICHHE
™ ' MpOrpaMMBl, TIIaHa, TpadKa, CXEMBI.
Cocrasienue 1 opopmiIeHHE IPOTOKOJIOB. Bhinucka U3 npoTokosa
CocraBieHHe pa3IMYHBIX 00Pa3IOB CIIYKEOHBIX IIUCEM: TUCEMO-HAIIOMUHAHHE,
COIPOBOIUTEIHHOE IUCHMO.
CocraBieHue rapaHTHHHOTIO IIMChbMa, MHChMa-3apoca
CocraBieHre CiIy)KeOHBIX ITHce
Tema 5.
OdopmieHne MPUKa30B 10 JMYHOMY COCTaBY.
Odopmnenne
KaIPOBOi CocraBieHne CrpaBoK ¢ MecTa paboThl
JIOKpMeHTaIII/II/I Odopmienne IpuKa3oB MO JMIHOMY COCTaBY C HCIOJIb30BaHUEM YHH(HIUPOBAHHBIX 8
Y (hopM TOKYMEHTOB
(TOKyMEHTanuu 1mo
CocraBieHHe CITy)KeOHBIX 3aIHCOK, TOKIAIHBIX 3aIIHCOK
JIMYHOMY COCTaBY)
dopmupoBaHHe JIMYHOTO JeNa COTPYIHUKA
XpaHeHHe epCOHATIBHON KaZipOBOH JOKYMEHTAIUH.
Tema 6. Xpanenue | CocraBieHue (yTOUHEHHE) CXEMbI CHCTEMAaTH3aLHH JIell.
KaZpoBOit IloammBka fen, Hymepanus JHCTOB, COCTABICHNE 3aBEPUTEIBHBIX HaMUCEH 8
JOKYMEHTAIIN CocraBieHne BHyTPEHHHX OIHUCEH B IeNax.
Tlepenaua nen B apxuB yupexxaeHus. CocTaBIeHHE aKTa O BBIACICHUH JOKYMEHTOB K
YHUUYTOXKEHHUIO.
Tema 7.
Opraanzanus IIpuem u 06paboTKa MOCTYMAIOUINX JOKYMEHTOB 8
JOKyMeHTooOopoTa | KOoHTpous necronHeHns JOKyMeHTOB

B OpraHu3alnuun

I[pomexyrounas arrectanus no YI1.03.01 B popme nudpdepennmporannoro 3auera
KanudpukauuoHHslii 3k3aMeH M0 MOAYJII0




4. YCJIOBUS PEAJIM3AIIAU PABOYEN ITPOTPAMMBI YUEBHOM ITPAKTUKHA
11O IIM.01 OPTAHU3AIUA JOKYMEHTAIMOHHOI'O OBECIIEYEHUA U
OYHKIIMOHUPOBAHUS OPTAHU3ALIUN

4.1 TpeOoBanuss K MHHMMAJBHOMY MAaTepHAJIbHO-TEXHHYECKOMY  oOOecle4eHHI0

Peanuzanus pabodeld mporpaMMbl yueOHOH NMPaKTHKH IPENNoaracT HaIW4YHEe KOMIIBIOTEPHOIO
Kiacca W y4deOHoM yactu Ha  Oaze ¢ummmanma PITY B 1. [domonemoso.
Peanu3zanust mporpaMMbl y9eOHOUM MPaKTUKU MPEIOJiaracT HaIWMYue MPEINPHSITHA Pa3IudHbIX
OpraHU3aIMOHHO-TIPABOBBIX ()OPM, THIIOB U KJIACCOB, YKOMILJIEKTOBAHHBIC KBATU(DUITUPOBAHHBIMU
KaJ[paMu, UMEIOIIUE 3HAYUTEIBHBIA JOKYMEHTOOOOPOT C IPYTUMU MPEATPUITHASIMH.

OcHarmieHue:

00s13aTeNIbHOC HAJTUYNE TTOMEIIEHUH TaKUX KakK:

- KaHUIEJApHs,

- OTJEJN KaJpoB,

- apXWuB.

OobopynoBanue Jadoparopum U pado4ux MecT JadopaTopum:

v KOMITBIOTEPHOE 000pyI0BaHUE (KOMIIBIOTEPBI, IIPHUHTEP, CKaHEp, JIOKaJIbHAsI CETh C JIOCTYIIOM B
Wnrepuer);

v porpamMMHOe obOecrieueHre 00Iero U MpodecCHOHATBHOIO Ha3HAYCHNU);

v/ MyJIbTUMEIUIHAS IEMOHCTPAIMOHHAS CUCTEMA (KOMITBIOTEP, MYIbTHMEIUUHBIA IPOCSKTOP,
WMHTEPAKTUBHAS JI0CKA);

v KOMIUTIEKT Y4€OHO-METOANYECKOH JOKYMEHTAIHH;

v KOMILIEKT MeOeIu.

v paboune Mecta 00ydarommxcs (KOMIBIOTEP), IO KOJIMYECTBY 00YUaAIONIMXCS B TPYIIIIE;
v pabouee MeCTO mpernogaBarelisi (C BHIXOJOM B JIOKAJIbHYIO CETh U HHTEPHET);

v/ 00pa3Ibl TOKYMEHTOB;

v PaCXOaHBIC MaTCPpHUAJIbI, TUCKU;

O0opynoBanne 1adoparopuu U pabounx MecT JadopaTopuu:

v cpencTsa cBs3u: TeneoH, pakCUMUIIBHBIN armapar;

v epcoHabHbIE KOMIIBIOTEPHI B JIOKAIBbHOH ceTH, BbIX0 B IHTEpHET;

v/ OpraHu3alMoHHas TEXHUKA: IPUHTEP, CKaHep, Kcepoke i MDY

v mporpammHoe obecrnieuenue: naket nporpamm MSOffice, Esdpar, [erno.

v paboume MecTa ydamuxcsi (KOMITBIOTEP), TI0 KOJIMYECTBY 00yUJAIOIIUXCSI B TPYIIIIE;
v pabouee MeCTO mpernogaBatelis (C BIXOJIOM B JIOKAJTbHYIO CETh U HHTEPHET);

v pacxoJIHbIC MaTepPHAIIbI, TUCKU;

v KOMIUTIEKT Y4eOHO-METOANYECKOH JOKYMEHTAINH;

v/ KOMIUIEKT MeOEH.

O01mme TpeOOBaHMS K OPraHM3alMi 00pa30BaTeJIbHOI0 MpoLecca
Y4eOHast mpaKTHKa IPOBOIUTCS MpernoaaBareseM npodecCHOHATHHOTO UK.
VYyeOHasi mpaKTHKa OCYILECTBISETCS] KOHLIIEHTPUPOBAHHO.



Oo0mmue TpeOOBaHUsA K OpraHM3anHuu o0pa30BaTe1bHOIO npouecca
OO0s3arenbHBIM yCIOBUEM JONyCKa K Y4eOHOM NMpakTHKE B paMKax MPO(ecCHOHAIBHOTO MOy
ABJISICTCA OCBOEHHE IIPABUJI OCHOB OE€30IIaCHOCTH TPYJa.

4.2. NudopmanuoHHoe odecrieyeHne 00ydeHus :
OcHOBHBIC HCTOYHHMKH:

1. A6ynamze JI. I'. JloKyMEHTallMOHHOE OOECTICUCHUE YIPABJICHHUS IEPCOHAJIOM: YYEOHUK U
MPaKTUKYM JIJIsl CpeiHero npodeccuoHanbHoro oopasosanus / [. I'. AGynanze, W. b. BempsibkkuHa,
B. M. MacnoBa. — 2-e u3n., nepepad. u gorn. — Mocksa: U3natensctBo FOpaiit, 2022. — 370 c. —
(ITpodeccnonanvruoe oopazoanue). — ISBN 978-5-534-15076-6. — Texkcr: snekrponHsiii // ObC
IOpaiir [caiiT]. — URL: https://urait.ru/bcode/487121.

2. lenonpousBoactBo: yueOHuk / T.A. brikosa, J.M. Bsnosa, FO.M. Kykapuna, JI.B. Cankuna; mog
obmr. pexa. nou. T.A. beikoBoit. — 4-¢ u3n., nepepad. u gon. — Mocksa : UHOPA-M, 2022. — 393
c. + lon. matepuarsl [[DnexTpoHHBIH pecypc]]. — (Bsiciiee o6pasoBanue: bakanaspuar). — DOI
10.12737/1014190. - ISBN 978-5-16-014992-9. - Tekct: oanektponnbii. - URL:
https://znanium.com/catalog/product/1014190. — Pesxum qocTyma: mo MOAMUCKe.

3. Kopnees, 1. K. JlokymMeHTanmMOHHOE OOECIeUYeHUE YIpaBICHHs: YIYeOHUK M TPAKTHKYM IS
cpennero npodeccruonainbHoro oopazosanusi / . K. Kopuees, A. B. ITmenko, B. A. Mamypues. —
2-¢ wu3n., mepepab. m gom. — MockBa: WzmarensctBo HOpaiit, 2022. — 384 c. —
(ITpodeccuonanbuoe odbpazosanue). — ISBN 978-5-534-05022-6. — Tekct: anexkrponssiii / IbC
IOpaiir [caiit]. — URL: https://urait.ru/bcode/472550.

4. Tenuenko, A. W. IlpaBoBoe obecnieuenue mpohecCuoHaIbHOM eATeNbHOCTH : yueOnuk / A M.
Teimenko. — 4-e u3n. — Mocksa : PUOP : UH®PA-M, 2021. — 221 c¢. — (Cpennee
npodeccuonaigpHoe obpasoBanue). — DOI: https://doi.org/10.12737/24252. - ISBN 978-5-369-
01657-2. - Tekcr : anextponHbiid. - URL: https://znanium.com/catalog/product/1788152

5. XabubynuH, A. I'. [IpaBoBoe obecniedeHne npopecCuOHAIbHON AesTeIbHOCTH : yueOHuK / A. I'.
Xaoubymus, K. P. MypcanumoB. — 2-¢ u3j., epepad. u non. — Mocksa : ®DOPYM : UHOPA-M,
2021. — 364 c. — (Cpennee npodeccruoHanbHoe oOpazoBanue). - ISBN 978-5-8199-0874-7. - Texcr
: anexktponnsiid. - URL: https://znanium.com/catalog/product/1150310

JlonoTHUTEIbHASI JIUTEpaTypa

1. Amnzoposa C.II. Opranuzamus Tpya rocyAapCTBEHHBIX U MYHUIIUTAIBHBIX CIYXKAIIHUX :

yaeonoe nocodue / C.I1. Anzoposa, C.I'. ®enopuykoBa. — Mocksa : UHOPA-M, 2022.

— 160 c. — (Briciiee obpazoBanue: bakanaspuar). - ISBN 978-5-16-016369-7. - Tekcr

anektponnsidi. - URL: https://znanium.com/catalog/product/1151473. — Pexum
JIOCTYTIA: 110 TOATHCKE.

2. T'yryesa T.A. KonduneHmaibHOE AeT0MPON3BOACTBO: yueOHoe mocodue / T.A. 'yryesa.
— 2-e u3n., nepepad. u gon. — MockBa: UHOPA-M, 2022. — 199 ¢. — (Cpennee
npodeccronanbHoe oopaszoBanue). - ISBN 978-5-16-016585-1. - TekcT: 271€KTPOHHBIHA. -
URL: https://znanium.com/catalog/product/1191331. — Pexwum qocTymna: 1mo moAmnucke.

3. Hoponuna JI.A. JlokyMeHTaIllMOHHOE OOECTICUeHHEe YIPABICHUS: YICOHUK U MPAKTHKYM
Ui cpeiHero npogdeccuonansHoro oopasosanus / JILA. loponuna, B. C. Uputnkosa. —
Mocksa: U3znarensctBo HOpaiit, 2022. — 233 ¢. — (IlpodeccnonansHoe oOpazoBaHue).
— ISBN 978-5-534-05783-6. — Texkcr: snextponnslii // DbC FOpaiit [caiir]. — URL:
https://urait.ru/bcode/473802.

4. KoHpuaeHuuaibHOE JIEJIONPOU3BOICTBO " 3aIUIICHHBIA 3JIEKTPOHHBIN
nokymeHToo6opot: yueonuk / H.H. Kynses, A.C. émymkun, T.B. Konapamosa, A.T.
®abpuynos; oz oour. pea. H.H. Kynsesa. - 2-e uzz., nepepab. u gom. - Mockaa : Jloroc,



https://urait.ru/bcode/487121
https://urait.ru/bcode/472550
https://urait.ru/bcode/473802

2020. - 500 c. - (HoBas ynuBepcurerckas oubnuoteka). - ISBN 978-5-98704-711-8. -
Tekcr : anexkrponnsiii. - URL: https://znanium.com/catalog/product/1212394. — Pexum
A0CTYyIIa: IO IMMOATIIMCKE.

5. Kopneer N.K. Texauueckue cpenacra ynpasienus: yueOnuk / M.K. Kopnuees, I'.H.
Kcannonyno. — Mocksa : UHOPA-M, 2019. — 200 c¢. — (Beicmiee obpazoBaHue:
bakanaBpuar). - ISBN 978-5-16-003620-5. - Tekct : »anekrponnsii. - URL:
https://znanium.com/catalog/product/991843. — Pexwum 10cTyma: 1Mo MOANUCKE.

6. KysuenoB M.H. JlokymeHTanmonHoe oOecnedeHue yrpaBieHus. JJOKyMeHTOoO0poT u
JEIONPOU3BOJCTBO: YYEOHUK M TPAKTUKYM JJIsi CPEJHEro Mpo(heCCHOHATBLHOTO
obpazosanus / U. H. Ky3nenos. — 3-e uzj., nepepad. u non. — Mocksa: M3nareascTBo
FOpaiit, 2022. — 462 c. — (IIpodeccuonansHoe obpazosanue). — ISBN 978-5-534-
04604-5. — Tekcr : oanektponnbii // OBC IOpaiit [caiir]. — URL:
https://urait.ru/bcode/470020.

7. TlaBmosckas O.IO. IlpaBoBoe oOecredyeHue KaapoOBOTO JAETIONPOU3BOJACTBA: YydueOHOE
nocobue s By3oB / O.1O. IlaBnosckas. — Mocksa : UzparensctBo FOpaiit, 2022, —
213 ¢. — (Bricmiee oopazoBanme). — ISBN 978-5-534-11565-9. — Tekcr: 251eKTpOHHBII
// BC YOpaiit [caiit]. — URL.: https://urait.ru/bcode/476289.

8. CocHoBas A. AccucteHt pykoBoautens. Jlaiipxaku mpodeccun: KHUTA-TpEHHUHT / A.
CocnoBas. - Cankrt-IlerepOypr: Ilurep, 2022. - 208 c. - ISBN 978-5-4461-1489-4. -
Tekcr: anexrponnsiii. - URL: https://znanium.com/catalog/product/1817493. — Pexwum
A0CTYyIIa: IO IMOAIIMCKE.

9. IHumos O.B. CoBpeMeHHbIE TEXHOJOTHH M TEXHUUYECKUE CPEACTBA MH(OpMaTH3ALMU:
yueOnuk / O.B. [lIumoB. — Mocksa : UHOPA-M, 2022. — 462 c. + [{on. Matepuaibl
[[OnekTponHbIit pecypc]]. — (Cpennee npodeccruonansHoe odpazosanue). - ISBN 978-
5-16-017112-8. - Tekcr : AJIEKTPOHHBIH. - URL:
https://znanium.com/catalog/product/1764799. — Pesxum 10CTyma: MO MOAIUCKE.

10. [IysanoBa H.H. OCHOBBI JeNIONPOM3BOJICTBA: YYCOHUK W TPAKTHKYM JUISI CPEIHETO
npodeccuonanbHoro obpasosanus / H.H. IllyBanoBa, A.}O. MBaHoBa; mox oOmei
penakmueit H.H. [lyBanmoBoit. — 2-e u3x., nepepad. u mon. — Mocksa: M3maTenbcTBo
FOpaiit, 2022. — 428 c. — (IIpodeccronansnoe obpazoanue). — ISBN 978-5-534-
11014-2. — Tekcr: oanektponubi // OBC  paiir [caiit]. — URL:
https://urait.ru/bcode/469548.

JlonoIHUTEeIbHBIE UCTOUYHUKH (NpU He0OX00umocmi)

1. Koncrurynus Poccuiickoit ®enepauuu. CIIC «KoHcynpTaHT muttocy». [DNeKTpoHHBIN pecypc].
URL.:http://www.consultant.ru/document/cons

2. T'paxxnanckuit kogekc Poccwuiickoit ®enepanuu. CIIC «KoHCynbTaHT MmItOC». [DIEKTPOHHBIN
pecypc]. URL:http://www.consultant.ru/document/cons

3. Tpynmoroii xoxekc Poccuiickoit ®@eneparuu ot 30.12.2001 Ne 197-®3. CIIC «KoHCymbTaHT
wiocy. [Dnexkrponuslii pecype]. URL:http://www.consultant.ru/document/cons

4. Yronosuelii kogekc Poccuiickoit @enepaunu ot 13.06.1996 Ne 63-®3. CIIC «KoHcynabTaHT
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opranm3ammii. — (Cepust «YnpasieHueckas O0ezomacHocTb» / oz obmr. pen. A. b. Be3dopososa).
— M.: Tepmuka, 2018. — 396 c. — Tekcr : HemocpenctBeHHbiil. — ISBN: 978-5-6040204-4-9.
57. Beperexuna, C.B., HerocynapcTBeHHbIE CTPYKTypbl W ayTCOPCHUHI B apXWMBHOM J€je€ !
monorpadust / C.B. Beperexuna. — MockBa: UsnatensctBo Pycaitne, 2022, — 128 c¢. — Teker :
HEMOCPEACTBCHHBIN. — ISBN: 978-5-4365-8006-7.
58. Eropos, B.Il., CiounbkoB, A.B. ObecnieueHne COXpPaHHOCTH, PECTaBpalMsl M KOHCEPBAIUSI
NOKyMeHTOB: ydeOHoe mocobue. — C.-I16.: Jlanp, 2022. — 220 c. — ISBN: 978-5-507-45047-3.
59. Eropos B.II. CoBpemeHHass opraHu3anusi TOCYJapCTBEHHBIX ydpexacHui Poccum: ydeOHOE
nocodue ams CIIO / B. I1. Eropos, A. B. CiaunbkoB. — Cankr-IletepOypr: Jlans, 2020. — 204 c.
— Tekcr : HETIOCPEICTBEHHBIM. — ISBN: 978-5-8114-6382-4.
60. Kosnos, B. I1. ApxuBoBeaenue : yueOHUK U npakTukyM i By30B / B. I1. Ko3inoB. — Mockaa:
M3narensctBo HOpaiit, 2022. — 329 c¢. — (Bricmee oOpazoanue). — ISBN 978-5-534-14066-

8. — Tekcr : omekrponusiii // O6pasoBarenbHas tiatgopma IOpaiir [caiit]. —
URL: https://urait.ru/bcode/496661
62. IlomoB, A. B. ApxuBoBenenue. 3apyOexxnas Poccuka: ydyeOHUK 17 CpeaHEro
npodeccronaapbHoro obpasosanus / A. B. TTomoB. — Mocksa : U3narensctBo FOpaiit, 2022, —
168 c¢. — (IIpodeccuonanpHoe oOpazoBanue). — ISBN 978-5-534-10240-6. — Tekcr

JJIEKTPOHHBIN 1 Ob6pa3zoBarenbHas iatdopma IOpaiit [caiT]. —

URL: https://urait.ru/bcode/495214

63. Packun, JI. . ApxuBoBenenue : yueOHuk mus By3oB / [I. U. Packun, A. P. CokonoB. — 2-¢

u3n., wenp. w jgon. — MockBa : MsmarenbctBo HOpaiit, 2022. — 468 c. — (Beicuiee
obpasoBanue). — ISBN 978-5-534-15245-6. — Tekct : snekrponssiii // OOpa3oBaTeibHas
mwiarpopma IOpaiit [caifT]. — URL: https://urait.ru/bcode/497656
64. Camapuyk, H.C., MapkeTuHroBas JIesATeIbHOCTh FOCYIApPCTBEHHBIX apXMBOB . MOHOTpadus /
H.C. Camapuyk. — MockBa: MW3marensctBo Pycaiine, 2023. — 312 c¢. — Teker

HEIMOCPEICTBEHHBIM. — ISBN: 978-5-466-01550-8.

65. TenpuapoB A. JI. ApxuBoBenenue . yueOHoe mocodue st 6akanaBpos / A. JI. Tenbuapos. 5-¢
u3n. — MockBa: UTK «JlamkoB u K», 2022. — 184 c. — Tekcr : HenocpeacTtBeHHbIH. — ISBN:
978-5-394-04946-0.

66. Xopxopauna, T. . ApxuBHas sBpuctuka : yueOnuk / T. . Xopxopauna, A. B. [Tonos ; mox
pen. E. W. IMuBoBapa. — 4-e u3n. - Mocksa : Poc. roc. FyMaHI/ITapBI yH-T, 2019. - 296 c. — ISBN
978-5-7281-2497-9. — Texct : IJIEKTPOHHBIN. —
URL: https://znanium.com/catalog/product/1087575

67. LlemenkoBa, C. U. ApxuBoBenenue. Mcropus apxuBoB Poccum ¢ ApeBHEWIINX BpPEMEH JI0
Hagama XX Beka . yueOHOe mocobue miast cpeaHero mpodeccuoHanbHOro obpasoBanust /

C. N. llemenkosa ; nox HayuHou penakuueit JI. H. Ma3yp. — Mocksa : U3narensctBo FOpaiT,
2022. — 153 c¢. — (IIpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-10241-3. — Texkct
AIIEKTPOHHBIN Il OO6pasoBarenbHas mwiathopma FOpaiit [caifT]. —

URL: https://urait.ru/bcode/495215

68. Illaxonanosa, O. }O. Opranu3zanus rocy1apcTBeHHBIX yupexaeHuit Poccun | yuebHOe mocoOue
st cpenHero npogeccuonansHoro odpazoanus / O. 0. IllaxomanoBa. — 2-e¢ u3n., nepepad. u
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non. — MockBa : W3marensctBo HOpaiit, 2022. — 161 c. — (IIpodeccuonansHoe
obpaszoBanme). — ISBN 978-5-534-12448-4. — Tekcr . snektponnsiii // OOpa3oBareibHas
wiatdopma Opaiir [caiit]. — URL: https://urait.ru/bcode/496292

HNuTepHET-pecypcsbl

1. http://www.eios.dom-rggu.ru/ - siektponHas uHpopmairoHo-o0pazoBareabHas cpea (DUOC)
¢wmana PITY B r.JlomoaenoBo

2. http://www.znanium.com - DJIEKTPOHHBIC YYEOHHMKH 3JIEKTPOHHO-OMOIMOTEYHON CHCTEMBI
Znanium

3. www.consultant.ru — OduianeHblii CalT CIPABOYHO-IIPABOBOM cHCTeMbI «KOHCYIBTaHT
[Tmroc».

4. www.garant.ru — MadopmanmoHHO-TIPaBOBOM MOpTa

5. Dnektponnas oubaroTeunas cucrema |IPRbooks. — [Dnekrponnsiii pecypc]. — Pexxum goctyna:
http://www.iprbookshop.ru/

5. KOHTPOJIb U OLIEHKA PE3YJbTATOB OCBOEHHUS IPOT'PAMMBbI YYEBHOM
IHPAKTUKH

KoHTposb 1 olLleHKa pe3yslbTaToB OCBOEHUSI Yy4eOHOM MPAKTUKHU OCYLIECTBIISIETCS PYKOBOJUTENIEM
NPAaKTUKM B Tpolecce TMPOBENCHHUS Y4eOHO-TIPOU3BOACTBEHHBIX padOT, CaMOCTOSTEIHHOIO
BBITIOJTHEHUSI O00Yy4YaroIIMMHUCSA 3aJaHHil, BBIMOJIHEHMS] IMPaKTHUYECKHX IPOBEPOYHBIX pabdor. B
pe3yabTaTe OCBOCHUS yueOHOM IIPaKTUKHU oOyyarommuecs MIPOXOIAT
MIPOMEXYTOUHYIO aTTECTALMIO B (DOpME 3alllUThl OTUETA.

PGSyJ'II)TaTbI 06yqemm. (I)OpMI)I H METOAbI KOHTPOJISA U OLICHKH PE3yJbTaTOB oﬁyqem/m

Pe3yabTaThl (0CBOEHHBIE 001IME U

DopMBbI 1 METOABLI KOHTPOJISI H OLeHKHU
npodeccuoHaNbHbIe KOMIIETEHLINH)

HaGunrozieHue u 9KCrepTHast OlleHKa Ha
MIPAKTUYECKUX 3aHATUAX.

Hanmane noia0XuTeNnbHBIX OT3BIBOB O
UTOTaM IPAKTHKH.

OK 1. Beibupats criocoOsl peneHus 3agay
npodeccCHOHANBLHOM NEesITeNFHOCTH PUMEHHUTENBHO K
Pa3IUIHBIM KOHTEKCTaM.

OK 2. Hcnons30BaTh COBPEMEHHBIC CPEICTBA MIOUCKA,
aHaM3a ¥ HHTEePIpEeTanny HH(pOpMaIim, 1
I/IH(I)OpMaI_H/IOHHble TEXHOJIOTUH OJIA BBIIIOJIHCHUA 3a4a4
npodeccrnoHamTbHOM EATETHPHOCTH.

OL[eHKa peuICHuA CUTyallMOHHBIX 3a71a4.
Habumoienne Ha MpaKTHYECKUX 3aHATUSX, B
mporiecce y4eOHOH IPaKTHKH.

Habnronenue Bo BpeMsi y4eOHON PAKTHUKH.
OKcIIepTHas OIEHKA PEeIICHHS
HpO(i)eCCI/IOHaHBHBIX CUTYallMOHHBIX 3a/1a4.

OK 4. DdhexkTuBHO B3aMMOACHCTBOBATH U pabOTaTh B
KOJIJIGKTHBE ¥ KOMaH/IE.

OK 5. OcymecTBisiTh YCTHYIO U THICEMEHHYIO
KOMMYHHKAIIMIO Ha TOCYIapCTBEHHOM s3bIke Poccuiickoi
Ddenepaluyl ¢ y4eTOM 0COOCHHOCTEH COIMATBHOTO U
KyJIbTYpHOTO KOHTEKCTA.

YcTHbli onpoc.

OK 6. ITonb30Batkcest MpodecCHoHaNbHON TOKYMEHTaen

Hab6imonenue.
Ha TOCYIapCTBEHHOM M HHOCTPAHHOM SI3BIKAX.
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[IK 1.1. OcymecTBusTh NpUEM-TIEpeady yIpaBIeHIECKOH
nH(OpMaLUK C TOMOLIBIO CPEACTB HHPOPMAIIMOHHBIX U
KOMMYHHUKAIIUOHHBIX TEXHOJIOT .

HaGumonenue Bo BpeMsi MPaKTHUECKUX
pabor.
YcTHbll onpoc.

IIK 1.2. KoopauaupoBats paboTy mpreMHON
PYKOBOAMTEIS, 30H IIPHEMa Pa3IMYHbIX KaTeropHit
MOCeTUTENe! OpraHu3amyy.

HabGmonenue Bo BpeMsi MPaKTHUECKUX
pabor.
YcrHbll onpoc.

[IK 1.3. BrageTs HaBBHIKAMH TUTAHUPOBAHUS pab0OIeTro
BPEMEHH PYKOBOIUTEIS U CEKpeTapsi.

HabGmonenue Bo BpeMsi MPaKTHUECKUX
pabor.
YerHblii onpoc.

IIK 1.4. OcymecTBIsATh TOATOTOBKY JIEIOBBIX ITOE3/I0K
PYKOBOJAUTENSI U IPYTUX COTPYAHUKOB OPraHU3aIHH.

HabGmonenue Bo BpeMsi MPaKTHYECKUX
pabor.
YerHblii onpoc.

IIK 1.5. BnageTs ciocobamu opraHu3aiui padouero
MPOCTPAHCTBA IIPUEMHOM U KaOWHETa PYKOBOIUTEIIS.

HaGmonenue Bo BpeMsi MPaKTHUECKUX
pabor.
YerHblii onpoc.

1K 1.6. OcymecTBiaTs paboTy 10 MOJATOTOBKE U
MPOBEICHUIO KOH(DEPEHTHBIX MEPOIIPUSITHH,
obecrneynBaTh HHPOPMAITMOHHOE B3aUMOICHCTBHE
PYKOBOAUTEJS C MOAPA3ACICHUSIMU U JOJKHOCTHBIMU
JMLAMK OpPTaHUu3alHu.

Ha6moienue Bo BpeMsi MPaKTHUECKUX
pabor.

[1K 1.7. OdopmMIiIaTs OpraHi3alMOHHO-PACIIOPS AU TEIbHBIE
JIOKYMEHTBI U OPTaHU30BHIBaTh paboTy ¢ HUMH, B TOM
qHcIIe ¢ UCIOIb30BAaHUEM aBTOMAaTH3UPOBAHHBIX CHUCTEM.

Habnronenue Bo BpeMsi IPaKTHUCCKUX
paboTt
VYcrHbIl onpoc.

1K 1.8. OdopMIIaTh TOKYMEHTSHI 0 JINYHOMY COCTaBy U
OpraHU30BbBIBATH Pa0OTy C HUMH, B TOM YHUCIIE C
UCIIOJIb30BAaHHEM aBTOMATU3UPOBAHHBIX CHCTEM.

HabnrogeHue Bo BpeMsi IPaAKTHUECKUX
pabor

IIK 1.9. Opranu3oBEIBaTh TEKyIIce XpaHCHUE
JOKYMEHTOB, 00pabO0TKy AeJ Ul OIEPAaTUBHOTO U
ApXMBHOTO XPAaHEHHs, B TOM YHCIIE C UCTIONb30BaHHEM
ABTOMATH3HPOBAHHBIX CHCTEM.

VYcrHbI# onpoc.

[IK 2.1. OcymecTBasATh KOMILUIEKTOBAaHUE APXUBHBIMU
JenaMu (TOKyMEHTaMM) apXiBa OpTraHU3aIN

Hab6nroneHue Bo BpeMsi MPAKTHYECKHUX
pabot

SKCHepTHaH OILICHKAa pCUICHUSA
HpO(beCCI/IOHaJ'lLHLIX CUTYallUOHHBIX 3aJ1ay.

IIK 2.2. Bectu y4€T apXUBHBIX Jiell (IOKyMEHTOB), B TOM
YHCIIe C UCTIONb30BAHUEM aBTOMATH3UPOBAHHBIX CHCTEM

Habnronenue Bo BpeMs MPaKTHIECKUX
pabor

OKcTIepTHas OIECHKA PEIICHHS
podeCCHOHATBHBIX CUTYAIIMOHHBIX 331a4.

IK 2.3. Ocy1iecTBIsTh XpaHEHNUE apXUBHBIX JIEJT
(IOKYMEHTOB) C TIOCTOSITHHBIM CPOKOM XPaHEHHSI U TI0
JMYHOMY COCTaBy B apXUBE OpTaHU3aLU

Habnronenue Bo BpeMs MPaKTHIECKUX
pabor

OKcIIepTHas OIEHKA PEIICHHS
podeCcCHOHABHBIX CUTYAIIMOHHBIX 3a/1a4.

[K 2.4.0cymiecTBisiTh XpaHEHHE, KOMIIJICKTOBaHHE, YUET
Y UCTIOJIb30BaHME JIe] (TOKYMEHTOB) BPEMEHHOTO
XpaHEeHHS

Habnronenue Bo BpeMs MPaKTHIECKUX
pabor

OKcIIepTHas OIEHKA PEIICHHS
podeCcCHOHABHBIX CUTYAI[MOHHBIX 3a/1a4.

TIK 2.5. OcymiecTBIsITh HCIIOIB30BAHNE APXUBHBIX JCIT
(IOKYMEHTOB), B TOM YHCJIE C HCIIOJIb30BAHHEM
ABTOMATH3MPOBAHHBIX CUCTEM

HabnroneHue Bo BpeMs IPaAKTHICCKUX
pabor

DKCHepTHas OLEHKA PEIICHUS
podeCCHOHABHBIX CUTYAIIMOHHBIX 3a/a4.




TIK 3.1. OcymiecTBasTh HHPOPMAMOHHYIO PaboTy 1Mo
JIOKYMEHTaM, B TOM YHCJIC C UCIIOJIb30BAaHHEM
OPITEXHUKH, MPOTPAMMHBIX CPEJCTB yUeTa, XPAaHCHUS U
MOUCKA JTOKYMEHTOB U IPYTHX CICIUATU3UPOBAHHBIX 0a3
JIAHHBIX.

Ha6moieHue Bo BpeMsi MPaKTHUECKUX
pabot

DKcnepTHas OllEHKA PELIeHUsI
npo(eCCHOHABHBIX CUTYAI[MOHHBIX 3a71a4.

1K 3.2. Bectn paboTy 1O CO3AaHHIO CIIPABOYHOTO
anmnapaTa 1o JOKyMEHTaM C LelbIo o0ecreueH s
yIoOHOTO U OBICTPOTO HX ITOMCKA.

Ha6moieHue Bo BpeMsi MPaKTHUECKUX
pabot

DKcnepTHas! OlIEHKA PELIeHUs]
po(heCCHOHATBHBIX CUTYAIIMOHHBIX 3a/1a4.

1K 3.3. [Ipuaumars yyactue B pa3paboTKe JIOKaJIbHBIX

HaGmonenue Bo BpeMsi MPaKTHUECKUX

HOPMAaTHUBHBIX aKTOB OpTraHU3ally 110 BOIIpOCcaM
JAOKYMCHTAalUOHHOT'O obecneueHus YHpaBJIC€HUA U
APXWBHOI'O J€a.

paboT
DKCIIepTHAs OIEHKA PEeIICHHS
npo(ecCHOHANBHBIX CHTYAllMOHHBIX 3a/1a4.

6. METOAUWYECKHUE PEKOMEHJALINU 11O OPTAHUALIMN
U MMPOXOXKJIEHUIO YYEBFHOU MPAKTUKH

PykoBoauTens npakTuku pykoBojacTByercs «llonoxeHnem 06 opraHu3aiuy U NpOBEIEHUN PAKTUK
CTY/ICHTOB, OOYYaIOMIMXCSI TI0 OCHOBHBIM OOpPa30BaTEIbHBIM IPOTPaMMaM BBICHIETO W CPETHETO
po¢eCcCHOHATBLHOIO o0pa3oBaHus Ha OCHOBE OI'OCy».
PykoBoauTeNnb TpPaKTUKKA OT OpPraHU3aLUU KYpUPYET AESTEIbHOCTh OOYyYaroIlerocss B TEpUOJ
IIPOXOKIECHUSI PAKTUKH, KOHCYJIBTUPYET €T0 1O BHINIOJHEHUIO 3aJaHUI MPAKTUKHU U OCYIIECTBIISET
TEKyIIM KOHTpoJdb. [lo OKOHYAHWMM NPAKTHKU OLIEHWBAET YpPOBEHb OCBOEHUS KOMIIETEHIIMH,
MOJITBEPK/IAET 3aMUCH 00YYaIOLIETrocs O BBINMOJIHEHHBIX pa0oTax B JHEBHUKE MPAKTHKH, COCTABIISIET
XapaKTePUCTUKY 0 pabote oOyuatorerocs, aTTeCTallMOHHBIN JIUCT.
PykoBoautens mnpaktuku oTr ¢wimana PITY B r. JlomMoJaenoBo NPOBOAUT YCTaHOBOYHYIO
KOH(EpeHIMIo, B X0 KOTOPOH 3HAKOMHUT OOYYaroIlerocs ¢ MporpaMMoN MPakTUKH, CUCTEMOMN
OLICHKH.

[locne 3aBepuIeHMs] NPAKTUKKA NPOBOAUT IPOMEKYTOYHYHO AaTTECTAllMI0, OLEHUBAET YpPOBEHb
OCBOEHHUS KOMIIETEHIMI 00yyaromerocs.

6.1. METOANMYECKHUE PEKOMEHJALINU UIS1 OBYYAIOIIIUXCA ITO
HOAT'OTOBKE U ITPOXOXJIEHUIO ITPAKTUKHA

6.1.1. /lo Haya/ia NPaKTUKM 00y4aroLuiics:
1. 3naKoMHUTCS C collepKaHUEM IIPOTPaMMBbI TPAKTUKH

2. Ilomydvaet 3a/1aHus Ha IPAKTHUKY, B TOM YHCJIE HHANBHIYaTbHOE 3a/IaHUE, Y
PYKOBOJIUTENS PAKTUKU
3. IIpoXoIuT UHCTPYKTAXK MO TEXHUKE O0€30MaCHOCTH.

6.1.2. B nepuoa npoxok1eHnsi NPAKTUKH:

OO6yuarommiicss  pykoBoactByetrcsi  «llomokeHmem 00  opraHM3alud W TPOBEICHHUH
MPAKTUK CTYAEHTOB, OO0Yy4aromIMXCS MO OCHOBHBIM 00pa3oBaTENbHBIM MpOTrpamMmaM BBICIIETO U

cpenHero mnpodeccuonansHoro obpaszoBanus Ha ocHOBe DPI'OCx». CBOEBPEeMEHHO BBITIOIHSET



3aJlaHuA,
MPaKTHUKH.

MPEeyCMOTPEHHbIE  JaHHOW  mporpammbl.  ExxenHEBHO — 3amoiHSET

3. IMocsie mpoxoxkaeHUs1 NPAKTHKHA 00Yy4YAIOIUICS:

[pemocTaBiseT B KOJUIEK TOKYMEHTBI:
1. MuauBuayansraoe 3amanue ( [Ipunoxkenue 2)

2. Arrecrannonnsiii auct (Ipunoxkenue 3)
3. Auesuuk (IIpunoxenue 4)
4. Otyer ( [Ipunoxenue 5)

5. Xapaxkrepuctuka ([Tpunoxenue 6)

THEBHUK



HNPUIOXKEHHUE 1

JOI'OBOP Ne
0 NPOBeJeHUH NPAKTUKH CTY/ACHTOB

r. JloMonenoBo « » 20 T

Owman denepaaTbHOr0 TOCYyIapCTBEHHOTO OFOKETHOTO 00pa3oBaTENLHOTO YUPEKICHUS
BbIcIIero  oOpa3oBaHusi  «POCCHHCKMI  TOCYIapCTBEHHBI T'YMAaHUTApHBIM  YHUBEPCUTET»
B I. JloMoae10B0 MoOCKOBCKOM 001acTi, UMEHyeMbld B anbHeleM «Dunnany, B JIMile TMpEKTOpa
CadonoBa Esrenus HukonaeBuua, nerictByromero Ha ocHoBanuu JloBepennoctu ot 16.03.2023 r.
Ne , C OTHOM CTOPOHBI U

(HaI/IMCHOBaHI/Ie HOpUaANYECKOro J'II/[L[a)

HMEHyeMoe B JanbHeimeM «Opranu3anus, B TUIE ,
(manmeHoBaHue noipkHOCTH, ©.1.0O. mpexcraBuTeNs OpraHu3aIym)

JEHCTBYIOLIErO HA OCHOBAaHUU ,
(peKBI/BI/ITH JOKYMEHTA, YAOCTOBEPAIOUIETO ITIOJTHOMOYHSA IPEACTABUTEIIA opraHmauI/m)
C IPYTOW CTOPOHBI, 3aKITFOYIIIN HACTOSIIINN JOTOBOP O HIKECIIETYIOIIEM:

1. [TpenmeT goroBopa

1.1. Hacrosmmii 7OTOBOp 3aKIIFOYeH B COOTBETCTBHH C TI. 1. 6 - 8 cT. 13 denepansHOro 3aKoHa OT
29.12.2012 Neo 273-®3 «0O06 oOpazoBanun B Poccuiickori ®enepanuun», IlomoxeHHeM O MpaKTHKE
00y4aroIuXcsi, OCBAMBAIOIIMX OCHOBHBIC MPO(ECCHOHANbHBIE 00pa30BaTeIbHbIC MPOTPAMMbI BBICILIETO
00pa3oBaHMs, YTBEPKACHHBIM MpHukazoM MuHoOpHayku Poccum ot 27.11.2015 Ne 1383, u perymupyet
MOPSJOK OpraHW3allMM M TPOBEIEHHs Y4eOHOH W NPOM3BOJICTBEHHOH, B TOM YHCIE NPEIUILIOMHOM
MMPAKTHUKHU, a TAKIKE YCJIOBUA MPEAOCTABICHUA MECT JJId IPOXOKACHNA IPAKTUKU CTYACHTaAMU dunmarna.

1.2. B cOOTBETCTBHH C HACTOSIIIMM JOroBopoM OpraHu3anus 00s3yeTcs OpraHu30BaTh MPOXOXKICHHE
y4eOHOH, TIPON3BOJICTBEHHON B TOM YHCJIE PEINIUIOMHOM MPAaKTHKH CTyIeHTaMu Puinana.

1.3. B3aumoseiictBrie CTOPOH 10 HACTOSIIEMY IOTOBOPY UCKITIOYAIOT (PUHAHCOBBIC B3aUMOPACUCTHI.

2. Oosi3aTesberBa CTOpoH

2.1. Opranuzanus o0s3yeTcs:

2.1.1. nmpenoctaBuTh cryneHTaM Puimanga MecTa Uil NPOBeIEHHUs Yy4eOHOH, MPOU3BOACTBEHHOH, B
TOM YHMCJIE IPEIIUIIIOMHOM IPAKTHKU CTYIEHTOB;

2.1.2. mpenmocraButh cryaeHTam Ounuana Mecta pabOThI B COOTBETCTBHH C IPOTPAMMOM,
oOecrnednBaronre HanoOIBIITYIO 3P PEKTHBHOCTH MPOXOKASHUS TPAKTHKH;

2.1.3. Ha3HauuTh KBATM(PUUUPOBAHHBIX CIELUAIMCTOB U1 PYKOBOJACTBA TPAKTHKOH B
oApa3aeNeHusX (oTaenax, JsabopaTopusx u T.71.) Opranu3aiuu;

2.1.4. co3nath HEOOXOIUMBIE YCIOBUSI JUIsS TONYYSHHs CTYJCHTaMH 3HAHHWW I10 HaIpaBJICHHIO
MOJTrOTOBKHU BBICILIETO 00Opa30BaHMUS;

2.1.5. co3marb HEoOXOOUMBbIE YCIOBUS JJsl BBIIOJHEHHS CTYACHTAMHU NpPOrpaMMbl Y4eOHOH,
MPOM3BOJICTBEHHOH, B TOM YHUCIIE MPEIUIUIOMHO MTPaKTHKY;

2.1.6. He nOMyCKaTh UCIOIB30BAHMS CTYACHTOB Ha JOJDKHOCTSIX, HE PEAYCMOTPEHHBIX MPOrPaMMOii
MPAaKTUKU M HE UMEIOIIUX OTHOLICHHUS K HAIIPABJICHUIO MOATOTOBKH CTYAECHTOB;

2.1.7. obecrieunTh CTYJIEHTaM YCIIOBHs O€30T1acHON pabOTHI Ha KaXJ0M pabodeM MecTe;

2.1.8. mpoBecTy 00s13aTeIbHBIC UHCTPYKTAXKH 110 OXpaHe TPyJia, TEXHUKE 0€30IMacCHOCTH U TI0XKAPHOH
0€3011aCHOCTH, PEKUMY TPYAA, OXPaHEe U 3alIUTEe KOMMEPUYECKOH U IETIOBON penmyTaluy;

2.1.9. mpenocTaBuTh CTYIGHTaM U PYKOBOJMTENSAM MPAKTUKU CO CTOPOHBI Duimana BO3MOKHOCTb
MOJTb30BAThCS TA0OPATOPUAMHU, KaOMHETaAMHU, MACTEPCKUMHU, OMOINOTEKOH, TEXHUIECKOH, SKOHOMUYECKOH U
JOpyroi NOKyMeHTalMed B moppaszzaeneHusx OpraHuzalnud, HEOOXOAMMBIMU Uil YCIEIIHOTO OCBOCHUS
CTYACHTaMU MPOTpaMM yueOHOMH, TPOU3BOACTBEHHOM, B TOM YHCJIE MPEIAUIUIOMHON IPAKTHKH U BBITTOJHEHHS
MU UHAMBUAYaJIbHBIX 3aJJaHUI;

2.1.10. 000 Bcex crmydasix HapyIIEHHUS CTYACHTaMU TPYAOBOW AWCLUIUIMHBI U MPAaBUI BHYTPEHHETO
pacnopsiaka Oprannzanuu cooduats B Ounar;



2.1.11. no OKOHYaHUH NMPAKTHKH JaTh XapaKTEPHCTHKY Ha KaXKJOT0 CTyICHTa C OTpaKEHHEM KauecTBa
MOJTOTOBJIEHHOTO M OTYETa;

2.1.12. BIgaTh CTyICHTaM COCTABJICHHBIE UMHU OTYETHI 10 YU€OHOM, MPON3BOICTBEHHON, B TOM YHCIIE
MPEAUIUIOMHON TPaKTHKE, a B CIIydae HEOOXOIMMOCTH - HAIIPaBUTh UX B Ouima HemoCpeACTBEHHO MOCIe
OKOHYAHUS MPAKTHKH.

2.2. ®unuan oo6s3yercs:

22.1.3 JTHEH 10 Havajia MPaKTUKHU MpeAcTaBUTh OpraHn3ayu Ui COTTIaCOBAHUS IPOrPaMMy
MPAKTHKH ¥ KaJIeHIapHbIe TPadUKH MPOXO0KICHUS TPAKTHKH;

2.2.2. npeacraButb OpraHu3aliy CIHCOK CTYICHTOB, HANPABIAEMBIX Ha MPAKTHKY, HE TO3HEE, YeM
3a JHEW 10 Havaja MPaKTUKY;

2.2.3. nanpaButh B OpraHu3aiyio CTYJCHTOB B CPOKH, IPEIyCMOTPEHHBIC KAICHIAPHBIM IIAHOM
MPOBEACHUSI TPAKTUKY;

2.2.4. BHOENIUTH B KayecTBE PYKOBOAWTENECH MpakTUKA Hauboiee KBann(UIUPOBAHHBIX
[penoiaBaresnei;

2.2.5. obecneunTh CcOONIONCHNWE CTyIEHTAMH TPYIOBOW IUCHUILUIMHBI W TPAaBHWI BHYTPEHHETO
TPYAOBOTO PacHoOpsiaKa, 00s3aTeNbHBIX 1151 paboTHUKOB OpraHu3anuy;

2.2.6. B cny4yae HEOOXOIMMOCTH OKa3blBaTh paboTHHKaM OpraHu3alud METOAWYECKYI0 TOMOIIb B
OpraHW3aIMU U TIPOBEICHUH MTPAKTHKH.

3. OrBercTBeHHOCTH CTOPOH M hopc-MaKOpHBIE 00CTOATENBCTBA

3.1. 3a HeucnoJHEHHE WM HEHaJIe)Kallee MCIOJHEHHE 00513aTeNbCTB M0 HACTOSIIEMY JOTOBOPY
CTOpOHLI HECYT OTBETCTBCHHOCTb, IMNPCAYCMOTPCHHYIO HACTOAIIUM JOrOBOPOM H IleﬁCTByIOHlPIM
3aKOHOJATeNbCTBOM Poccuiickoit denepanunu.

3.2. CtopoHBI 0OCBOOOXKIAIOTCS OT OTBETCTBEHHOCTH 3a YAaCTUYHOE WM IIOJIHOE€ HEHCIIOJIHEHUE
00513aTENBCTB 110 HACTOSIIIEMY JOTOBOPY, €CIM 3TO HEHCIIOJHEHHE SBUIIOCH CICICTBHEM OOCTOSTEILCTB
HETPEOIOMMMON CHITBI, BOSHUKIIMX TTOCIIE 3aKIFOUEHHS HACTOSIIETO JJIOTOBOpa B Pe3yJibTare 00CTOSATENLCTB
Ype3BBIYAHOr0 XapakTepa, KoTopble CTOPOHBI HE MOTJIM MPEABUIETD WK IPEIOTBPATUTE.

3.3. [Ipu HacTyIIeHUN 0OCTOATENBCTB, YKa3aHHBIX B 11. 3.2 HACTOSIIETO JI0r0Bopa, Kakaas CTopoHa
JOJDKHA 0e3 MpOoMeIJIeH!s] U3BECTHTh O HUX B MMMChbMEHHOM Buje Jipyryio Ctopony. M3BemieHue JOIKHO
coJiep)KaTh JaHHBIE O XapakTepe OOCTOSTENbCTB, a TaKXKe O(QUIHMAaIbHbIE NOKYMEHTHI, YIOCTOBEPSIOLINE
HINYAE 3TUX OOCTOSATENBCTB M, MO BO3MOXKHOCTH, JAIOIIME OLEHKY WX BIHMSHHS Ha BO3MOXKHOCTD
ucnonHeHust CTOpOHOM CBOMX 0053aTENBCTB M0 HACTOSIIEMY JJOTOBOPY.

3.4. B ciiyyae HacTymiieHHs1 0OCTOSITENBCTB, IPEIYCMOTPEHHBIX B I1. 3.2 HACTOSIILETO JOr0BOPa, CPOK
BbinosiHeHUs: CTOPOHOH 00S3aTENBbCTB MO HACTOSILEMY JIOTOBOPY OTOABHMIAETCS COPa3MEPHO BPEMEHH, B
TEYCHUC KOTOPOTO HeﬁCTByIOT 9TH OGCTOHTCHLCTB& 1 UX IOCJICACTBUS.

3.5. Ecnu HacTynuBmIMe oOCTOSATENLCTBA, TIEPEUUCIICHHBIE B M. 3.2 HACTOAIIETO JOTOBOPa, U HX
MOCJIECTBUS NPOAOJDKAIOT JACHCTBOBaTH Oosiee AByX MecsiueB, CTOpPOHBI HPOBOAAT JONONHUTEILHbIE
NEPETOBOPLI AJI BBIABJICHUA ITPUCMIICMBIX aJIbTCPHATHUBHBIX CHOCO6OB HCIIOJIHCHUA HACTOAIIETO JOroBopa.

4. Pa3zpeneHue ClopoB

4.1. Bce criopsl ¥ pa3HOTIAacHs, KOTOPbIE MOTYT BOHUKHYTH MPH UCTIOJHEHWH yCJIOBHIA HACTOSAIIETO
noroBopa, CTOpoHBI OyIyT CTPEMHUTHCS Pa3pelIaTh MyTeM IIePEroBOPOB.

4.2. Cnopsl, He yperyJIMpOBaHHBIE ITyTEeM II€PErOBOPOB, pa3pelIaroTcsi B CyneOHOM TMOpsKe,
YCTaHOBJICHHOM JIEMCTBYIOIIMM 3aKOHOIaTeNIbcTBOM Poccuiickoit deaepaluu.

5. Cpok aeiicrBus [lorosopa.
Iopsinok n3MeHEeHHsI U PACTOPKeHHUsI J0T0BOPa

5.1. Hacrosmmii 1OTOBOp BCTyMaeT B CHIy C MOMEHTa IMOANUCAHUSA ero obeumu CTOpoHaMH U
JIEHCTBYET 10 MOMEHTa UcioHeHUss CTOPOHAMH BCEX B3SITHIX Ha ce0sl 0053aTEbCTB.

Opranu3zaius 00s3yeTcss B paMKax HACTOSIIIErO JIOTOBOpa OPTaHU30BaTh MPOXOXKJICHUE YICOHOH U
MPOM3BOJICTBEHHON, B TOM YHCIIC MPEIIUITIOMHON MPaKTHKH CTyjAeHTamMn dunnana Ha CpoK ¢ MOMEHTa
noanucanus CTOpOHAMU HACTOSIIIETO JIoToBopa u 0 "' " T.

5.2. Tlo cornarrennto CTOPOH HACTOSIIUI TOTOBOP MOXKET OBITh U3MEHEH HUJIM PACTOPTHYT.




6. 3akiI0uYnTeNbHbIE MOJ0KEHUA

6.1. Bce u3MeHeHHMS M JIOTOJHEHHS K HACTOSIIEMY JIOTOBOPY JOJDKHBI OBITH COBEpIICHBI B
MMMCEMEHHOHN (hOpMe U TTOITUCAHBI YITOTHOMOYEHHBIMU TIpeicTaBUTEIIMI CTOPOH.

6.2. CTopoHbI 0053yIOTCS MMCHMEHHO M3BEIIATh JAPYT JAPYra O CMEHE PEKBU3HUTOB, aJ[peCOB U WHBIX
CYILIECTBEHHBIX U3MEHCHUSIX.

6.3. HacTosmuit 10roBop COCTaBIeH B ABYX SK3eMIUISIPaxX, UMCIONIMX PABHYIO IOPUIMYECKYIO CHITY,
10 OAHOMY T Kaxxaoi u3 CTOpOH.

6.4. Bo BceM OCTaJbHOM, 4YTO HE YpPErYJIMPOBAHO HACTOSANIMM JOroBOopoM, CTOpPOHBI
PYKOBOJICTBYIOTCSI IEUCTBYIOIINM 3aKOHOaTeNbcTBOM Poccuiickoit deneparuu.

7. PexBu3utsl 1 noanucu CTopoH

Duiual ¢enepajbHOro rocy1apcTrBeHHOro (HanMEeHOBaHME OPTaHU3AIIIH)
010/1:KETHOT0 00Pa30BATEILHOI0 YUpeKIeHUs
BbIclIero oopasosanus «Poccuiickuii (MecToHaX0XKICHHE)
rOCyAapCTBEHHBII r'yMaHUTAPHBIA NHH

YHUBEpPCUTET» B r. loMmoaenoBo KIIIIT

Mockosckoii o01actu (punauan PITY B r. Temn.:

Jlomoaen0B0) ®daxc:

Kammpckoe 1., mom 4, xopr. 2, MO, JlTomonenogo,

142001,

MHH 7707033405

Temedon 8-496-793-13-23

Jupexrop ¢unnana

(E.H. Cagonop) ( )




MMPUJIOKEHMUE 2

MHWHOBPHAYKHU POCCUN
dunman rocy1apCTBEHHOT0 OFOKETHOI'O 00pa30BaTEIbHOTO YUPEKACHUS BBICIIEr0 00pa3oBaHus
«Poccuiickuil rocy1apCTBEHHBIN T'yMaHUTAPHBINA YHUBEPCUTET
(®umman PITY B r. JomoaenoBo)
Ortaenenue cpeHero NpoheccHoHaNbHOr0 00pa30BaHUs

NuauBuayajbHoOe 3a1aHKe

Ha y4eOHYIO IPAKTUKY

Tema:

OOGyuarormero(ei)cs

I'pynma

CreuajibHOCTh

46.02.01 TokyMeHTAIIMOHHOE Oo0eceYyeHe VIIPABJICHUS M APXUBOBEICHHUE

PykoBoaurens npakTuku
OT OpraHu3aluu

(1omKHOCTB, (.1.0.)

PykoBoaurens npakTuku
ot otaenenus CITIO

(oImKHOCTB, (.11.0.)



MMPUJIO)KEHHUE 3

IIpumep

ATTECTANMOHHBIN JIMCT M0 Y4eOHOM MPAKTHKE
(o npouiIo cnenuaJIbHOCTH)

CTYJEHT,

DHO
oOyyJarornuiics Ha 2 Kypce o crenuanpaoctd CIT1O

46.02.01 /loKkyMeHTAIIHOHHOE o0ecleYeHe YIIpaBJIeHud U apXUBOBeIeHHe
KOO U HAUMeHoeaHue cneyualbHocmu

YCIICUITHO TPOIIET Y4eOHY 0/ POU3BOJICTBEHHYIO/ MTPAKTHKY MO MPO(HECCHOHATBHOMY MOTYJIO

IIM. 01 Ocywecmenenue op2anu3ayuonnozo u_00KYMEHMAUUOHHO20 00ecneueHus 0esameabHoCmuy
opzanuzauuu

HaumeHoedaHue npOd)ECCMOHlL’leOZO .MO()_)/Jl}i

B 00beme 36 4acoB C «  » 20 r.LImo« » 20 I.

B OpraHu3aluu

HAauMeHo8aHue Op2anu3ayull, 0puouiecKull aopec

HanMeHoBaHue npogecCHOHAIBHBIX KOMIIETEHIIUI, 0CBANBAEMbIX B IePHOJ Y4e0HOIl NPAKTUKHU

HaumenoBanue npoQecCHOHANEHBIX KOMITETCHITUI YpoBeHb OCBOCHHS
po¢heCCHOHATBHBIX
KOMIIETEHIIUHA
(ot 1 mo 5 6amtoB)

MK 1.1. OcywecTBnATb NPUEM-Nnepeaady ynpasaeH4eckom MHGoOpMaLLUn C
NOMOLLbIO CPeAcTB MHGOPMALMNOHHBIX U KOMMYHUKALMOHHBIX TEXHONOTUN.

MK 1.2. KoopanHupoBaTb paboTy NPUEMHOM PyKOBOAUTENA, 30H NpMemMa
pa3NINYHbIX KATEFrOPUIA NoceTUTENEN OPraHM3aALLUN.

MK 1.3. BhageTtb HaBblkamu NNaHUPOBAHUA paboyero BpemMeHu pyKoBoanUTens
N cekpeTaps.

MK 1.4. OcyuiecTBAATb NOAFOTOBKY A€/0BbIX NOE3A0K PYKOBOAUTENA U APYrUX
COTPYAHWMKOB OpraHun3aLmu.

MK 1.5. BhageTtb cnocobamu opraHmnsaumm paboyero NnpocTpaHCTBa NPUEMHOM
N KabuHeTa pyKoBOAUTENA.




IIK 1.6. OcyecTBasiTh paboTy MO MOATOTOBKE U MPOBEACHHIO KOH(EPEHTHBIX
MEpOTPUATHH, 00eCIIeunBaTh HH)OPMAIIMOHHOE B3aMMO/ICHCTBHE PYKOBOIMUTEIS C
MOJIPa3ICIICHHSIMH U TOJKHOCTHBIMU JIUIIAMH OPTaHU3aI[UH

[IK 1.7. OdhopMIaTs OpraHU3aIIMOHHO-PACTIOPSIUTEIBHBIE JOKYMEHTHI U
OPraHU30BBIBATH PA0OTy C HUMH, B TOM YHCIIE C UCIIOJIb30BAHHEM
ABTOMaTHU3MPOBAHHBIX CHCTEM

[IK 1.8. OdopMIIsTH TOKYMEHTHI [10 JIMYHOMY COCTaBY U OPTaHU30BHIBATH paboTy C
HUMM, B TOM YHUCJIE C UCTIONBb30BaHHEM aBTOMATH3UPOBAHHBIX CUCTEM

[IK 1.9. Opranm3oBEIBaTh TEKyIIee XpaHEHNE TOKYMEHTOB, 00pabOTKy A€ s
OIIEPAaTHBHOTO M apXUBHOTO XPaHEHUsI, B TOM YUCIIE C MCIOJIb30BAaHHEM
ABTOMATH3HPOBAHHBIX CUCTEM

JHara « » 20 r.

[Toanuce OTBETCTBEHHOTO JIMIA /

opraam3zanuy (0a3bl MPaKTHKH) DUO/donxernocmsy
[Moanuch pyKOBOIUTEIS /

®UNO/ponKHOCTb
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MUHOBPHAYKHU POCCHU

N

@unman rocyaapcTBEHHOTO OI0/DKETHOTO 00pa30BaTEIbHOTO YUPEKICHUS
BEICIIIEr0 00pa30BaHuUs

«Poccuiickuii rocy1apCTBEHHBIN T'yMaHUTAPHBINA YHUBEPCUTET

(®wmman PITY B 1. loMoaenoBo)
OTtaeneHue cpeiHero NpodecCuoHaILHOro 00pa3oBaHus

JHEBHHUK

NPaKTHKH

Crynenra

(Damunus, UMsi, OTYECTBO)

Kypc 3

I'pynna JK-31/9

CraenuaanHocth 46.02.01 JIoKyMeHTAIIMOHHOE o0ecneyeHue
VOPABJIECHHUS U APXHBOBEICHUE

Cnenmnaamsanus

Homonenoso, 20



IMAMSITKA V. OT3bIB pyKOBOAUTENA NPAKTHKHU OT OPraHU3aIUHU

(C yKa?)aHI/IGM OLICHKH U CTCIICHU TeOpeTH‘{eCKOﬁ IIOAIrOTOBKH CTyHeHTa, KaueCcTBa BBIHOHHCHHOﬁ
AJISl CTYJ€HTOB, TONMYIIEHHBIX K MPOX0:KIeHUI0O MPAKTHKH

1. K mpakTuke Z0mycKarTCs CTYACHTHI, IOJTHOCTHIO BHIOJIIHUBILNE YIEOHBIH IIaH
TEOPEeTUYECKOro 00yUYeHUs..

paboThI, TPYAOBOH AUCUUIUIMHBI U HEJOCTATKOB, €CII OHU MMEIH MECTO)

2. [lepen BBIXOJIOM HA NMPAKTHKY CTYACHT 00S3aH:
— TMPOWTH BBOJHBIN MHCTPYKTAaX MO OXpaHE TPyla, TEXHHKE 0€30MacHOCTH

Y IIPOU3BOJICTBEHHON CaHUTAPUU B MECTaX IPAKTUKU; Hoamucek pykoBoanTes

— O3HAKOMHTBCS C IIOJNOKCHHEM 00 y4eOHOH U NPOUSBOACTBEHHON ot opraHm3awim ( )
NPaKTUKE OOYYarOLIMXCsl [0 MPOrpaMMaM CpPEeAHEro MpogecCHOHAIbHOTO

o0Opa3oBaHus;

— O3HAKOMHUTBCSI C TPOTPaMMOM  TMPAaKTHKH MO  CHEHUAILHOCTH « » 20 I
(cnermuanm3anm);

— TOJIyYHTh MHIUBUAYaJIbHOE 3aJaHue, JTHEBHUK NPaKTUKH,

aTTECTAIlMOHHBIN JINCT;

V. PeKOMeH}]aHHI/I, 3aME€YaHusl U OCHKA PYKOBOAUTE/IA MPAKTUKHA OT
— MOJY4YUTb MECTOANYCCKHUEC PCKOMCHAAIINN.

dunuana no pe3yabTaTaM MPOX0KIEHHS CTYAEHTOM MPAKTHKHU
3. B memsx mydmei moAroToBKM K MPAKTHKE CTYJEHT TOJKEH O3HAKOMHUTBCS C
coJiep)KaHUeM TPEACTOSINX paboT C yU4ETOM BUJIOB JIEATENIbHOCTH OpTaHU3alHH,

coOpaTh M HU3Y4YUTh PEKOMEHIYEMYIO JIUTEpaTypy, IOJIYYHTh HEOO0XOIUMBbIE
OneHka NPaKTHKHU CTYICHTA

KOHCYJIbTAllMU PYKOBOJMTEIS MPAKTHKH TI0 BOIPOCAM OPTaHU3AIMHA H METOJIUKE
pabor.

4. B mepros NpOXOXIECHHUS MPAKTHKH CTYIEHT 00s53aH BBIIOIHATH TPEOOBAaHMUS,
u3NokeHHble B [lONIOKEHHHM O TpPaKTUKE CTYJICHTOB IO 00pa3oBaTelbHBIM

IToanuces pykoBoauTENS

TIPOrpaMMaM CpeIHEro IPodecCHOHATBHOIO 00Pa30BaHMS.
ot otnenerust CITO ( )

5. HHGBHI/IK IMMPAKTHUKHU 3allOJIHACTCA JIAYHO CTYJACHTOM. 3anucu 0 BBITOIHEHHBIX
paGOTax IMPOU3BOJAATCA C€XKCIHCBHO M 3aBCPAIOTCA MNOANHNCBIO PYKOBOJUTEIIA
MPAKTHKH. « _» 20 v




Yucno,
Mecsl,
rox

Kpatkoe coneprxaHue BBITOIHEHHBIX
pabot mo BompocaM paszzaena (TeMbl),
HpOTpaMMBI IPAKTHKH

INoanuce pykoBoguTes

1. damunusi, UMs, OTYECTBO CTYJEHTA

|. HampaBieHue

2. CrenpansHocTh 46.02.01 JIoKyMeHTAMOHHOE 00ecneYeHne yupaBJaeHnst

N AapXUBOBCACHUEC




3. Crienmnanusanus

4. MecTo IpaKTHKH

(HaMEHOBaHNE OPTaHU3AIINH)

(anpec, Tenedox)

5. Cpok npakTUKH ¢ 201 r. mo

201 r.

6. PykoBonurens npaktuku ot otaenenus CI10

CryneHr (

1. JaTbl NpoXo:KAeHUsI MPAKTHKHU

) 1. TIpuOBLT Ha MECTO TIPAKTHKH

(moamuce)

« »

20

(©.1.0.)2. T[Ipomen HHCTPYKTAXK 10 TEXHUKE Oe30MaCHOCTH 201 r.

[Moanuch pyKOBOAUTENS MPAKTUKH OT OPraHU3aLMK
20 r M.IL. (




I11. 3anucu o padoTax, BbINOJIHEHHBIX CTYA€HTOM HA MPaKTHKE

Yucmo,
Mecsl, roJ1

KpaTkoe conepkaHue BBITOJIHEHHBIX
paboT 1o BompocaM pazjena (TeMBI),
HPOTrPaMMBbI IIPAKTUKH

[loanucu pykoBoaurens




Ywucio,
MecsIl,
ron

Kparkoe conepskanue BHITOTHEHHBIX
pabot no Bompocam paszena (TeMBbl),
TIPOTPaMMBI IPAKTHKA

[Toanucu pykoBoauTenst




Yucro,
MecslLl, TOJ1

Kparkoe conepskanue BHITOTHEHHBIX
paboT 1o Bompocam paszena (TeMbl),
TIPOTPaMMBI TPAKTHKA

IMoanucu pykoBoguTEmNS




Ywucio,
MecsIl,
ron

Kparkoe conepskanue BHITOTHEHHBIX
pabot no Bompocam paszena (TeMBbl),
TIPOTPaMMBI IPAKTHKA

[Toanucu pykoBoauTeNst
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MMHOBPHAYKH POCCHUH

®DenepanbHOE TOCYAaPCTBEHHOE OIOIKETHOE 00pa3oBaTeIbHOE YUpeKICHHE
BBICITIETO 00pa30BaHUs
«Poccuiicknii rocyiapcTBeHHbII T'YMAHUTAPHBIN YHHBEPCUATET»
(PITY)
®uanaa B r. JlomoaenoBo

OTYET

0 MPOXOKAEHUM YUeOHOI MPaKTUKHU

(HaMMEHOBaHUE OPTraHU3aLMN )

_ 20 rrmo"__ "

20 1.

CTyZEHTa Kypca
o0yyaroerocs no CrenuagTbHOCTH

46.02.01 lokymMeHTAIINOHHOE 00ecTieYeHHe YIPABJIeHHUSI U ApXUBOBEIeHUE

(amunust, ©Ms1, OTYECTBO)

Pykoeooumenu:

OT TIPENNpPUATHS (OpPraHU3AIIH)

(Damunrs, UMsI, OTIECTBO)
(HOHHI/ICL)
ot unmana

(Dammnmst, UMsI, OTIESCTBO)
(moamuce)

CTYJICHT

(moamucs)



INPUMEPHOE COAEPKAHUE OTYETA 110 TIPAKTUKE

1. OO0mas xapaKTepUCTHKA OPraHu3aluu:

1.1. OpranusaiioHHO-TIpaBoBas hopma;

1.2 . Cdepa nesTenbHOCTH;

1.3. XapakTep BBINONHSAEMBIX pa0oT (YCiIyr);
1.4. OGmas xapakTepUCTHKA ACATEILHOCTH;
1.5. Opranu3zanuonHas CTpyKTypa.

2. AHATU3 NeATeJILHOCTH OPraHu3anuu (0Taena):

2.1. OyHKIMY, BBHIIOIHSAEMbIE CTPYKTYPHBIM HOApA3IeleHHeM OpraHH3allid, B KOTOPOM CTYICHT
MIPOXOANI IPAKTHUKY;

2.3. OyHKIHWOHAIBHBIE OOS3aHHOCTH MOJDKHOCTHOTO JHIA, B JOJDKHOCTH KOTOPOTO CTYJEHT
MIPOXOJTAIT TIPAKTHKY.

3. Couepma}me BBINTIOJIHECHHBIX CTYA€HTOM BUAOB paﬁoT o mporpamMmme NMNpaKkTukKu;

4, 3any)1HeHI/lﬂ H CIO0KHBIE€ BOIIPOCHI, BOZHUKIIHE IIPU HU3YYCHHHM KOHKPETHBLIX A€ M
MaTepuaJjaoB.

[Ipumeyanwue:
TpedoBanus K 0()OPMIEHNIO OTHETA

Otder cocTaBiseTCs B OICKTPOHHOM BHJE W pacledaThiBaeTcs Ha ImcTax Qopmara A-4,
BKJIaJIbIBAETCS B AITKy-CKOPOCIIMBATENb. TeKcT opopmiisieTcsi B COOTBETCTBHH ¢ TpeOoBaHusMH. [leyaraercs
yepes 1,5 unrtepBana. Ceepxy crpanuilsl aenaercs orcrym 20 mum, ciieBa — 20 — 30 mm, cripaBa 10 MM, cHU3Y
— 20 mMM. AG3amHble OTCTYIBI JOJDKHBI OBITH paBHBI 5 3HakaM. Hymepanusi cTpaHuWI] CIUIONIHAS — CBEPXY
MOCepeIHE JINCTA Ha OTCTyne. TUTYNBHBIN TMCT He HymepyeTcs. Ha ciemyronieM 3a HUM JIMCTOM CTaBHTCS
HOMED «2» M 0OpPMIISIETCS COJIepKaHUe OTYETa C TIPOCTABICHHBIMA HOMEPAMH CTPaHHII.

ITo oxoHYaHUU NPAaKTUKH CTYACHT 00s13aH NnpeacTaBuThb:

1. XapakTepucTUKyY ¢ MeCTa IPAKTUKH, 3aBEPEHHYIO PYKOBOIUTENIEM OPraHU3aIlNH;

2.JIHEBHUK IIPaKTHKU (B KOTOPOM €XKEIHEBHO KPATKO 3alUCHIBAIMCH KOHKPETHBIE CBEIEHHS O
MpoJIeIaHHON paboTe B T€UEHHE KKIOTO JHS, 3aBePsieMbIe TIOANICHI0 PYKOBOJIHUTEINS IPAKTHKH);

3.ATTECTallMOHHBIH JIUCT;

4 TTuCbMEHHBIA OTYET O MPOXOXKACHUU NMPAKTHKH (C MPUIIOKEHUEM, BBHINOJHEHHBIM 3aJQHHEM Ha
NPaKTHUKY).



MMPUJIOKEHMUE 6

XapaKTepuCTHKA

Ha oOyuaromierocst otnenenns cpenHero npodeccrnonansHoro odpasosanns Ommana PITY
B I. Jlomoznenoso

(®UO)
I'pynnsl

CrnenuaibHOCTh

46.02.01 /TokyMeHTAIIMOHHOE 00ecIeYeHre YIIPaABJICHU M ApXUBOBEICHHE

(KOH 1 HAaUMCHOBaHHUE CHCLII/IBJ'IBHOCTI/I)

MIPOXOUBIIETO (IIeH) TPAKTHKY

Ha Oaze:

(Ha3BaHME OPraHU3ALUN)

o y4eOHO! MpaKTHKe

(yueGHOM. MPOM3BOACTBEHHOM (110 POHITIO CHIEHHAIBHOCTH, PEAIUILIOMHOI ) IIPAaKTHKE)

IMoka3aTesin BbINIOJHEHUS] IPOU3BEIEHHBIX 3aJAHMIA:

YPOBEHb TEOPETHUUECKON TTOATOTOBKH

Ka4€CTBO BBIIIOJIHCHHBIX pa60T

YPOBEHb TEOPETUUECKOMN TTOITOTOBKU

BriBoABI U IpEIOKEHUS

Jara « » 20 r.

PYKOBOI[I/ITCJ'IB MPAaKTHUKHA OT
OpraHu3aIuu ( )
MH . (®UO) (Iloamwucs)




INPUIOXKEHMUE 7

BEJIOMOCTbD
0 MPOBeJeHUM MHCTPYKTAkKA 10 TeXHUKe 0e30IIaCHOCTH, OXpaHe TPYAa U MPOU3BOACTBEHHOM
CaHUTapUHU
CIENHMATBHOCTh
Kypc rpymnmna
IIPAKTUKA

CPOKH IPOXOKICHUS ITPAKTUKHU

BHJI IPAKTHUKU

Ne
n/m

O.N1.0.

C Mepamu 1o TeXHHKE 0€301IaCHOCTH, OXpaHe TPyAa U
TIPOM3BO/ICTBEHHOH CaHUTapHH O3HAKOMIIEH (),
IOJITUCH
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PykoBonuTens npakTHKH (

[OR/KOX TIOJIITUCH

« » 20 r.




NPUJIOKEHUE 8
OTYKT
PYKOBOJMTEJISI IPAKTUKHU OT ®UJINAJIA

(OonocHocmv, PHUO pyxkosodumens npakmuxu)

0 pe3yJIbTaTax NpOBENCHUSA TPAKTUKHA
(yueOHOM, TPOM3BOACTBEHHOI (110 MPO(IUIIIO CIIENHATbHOCTH, NPEITHILIOMHOR)
o0y4Jaromuxcs Kypca, TPYIIIbI B 20 /20 ydeOHOM roay

10 CIICIMAaJIbHOCTH

(Kol ¥ HAMMEHOBAHHUE CIICIIUATBHOCTH)
1. KanennapHsiii Ieproa NPaKTUKH C o

2. PaboTa pykoBOANTENS PAKTHKHU T10 OPTaHU3AIMN TIPAKTUKU:
2.1. Opranuzanust Mect (6a3) MPaKTHKU

3. Pe3ynbraThl 3a0uTHl OTYETa IO TIPAKTHKE (3a4eTa):

Ne CrenuanbHOCTD, KonunuectBo OreHka Heatrecranusa
rpymma oOyJaromuxcs,
11 HanpaBJICHHBIX | «OTIDY «XOop» «ym» «HEYI» HesIBKa

Ha MPaKTHKY

damMunnu 06y11a}ou11/1xc;1 1 IMPUYHHBI HEYIOBJI. OI€CHKHU

damunnn 06yqafoumxca, HC ABUBIIMXCA HaA 3a4€T

Damuuu 00yJaromUXCsl, HE MPOXOIUBIINX MPAKTUKY

4. Ceenenust o 0azax MPaKTHKHU:
4.1. O01ee KOJIMYECTBO
4.2. Kpatkasi xapaKTepHCTHKa

5. I[OHOJ'IHI/ITCJ'IBHLIC CBCACHUA

6. BbIBOIBI U IIPETOXKEHUS




Hara « » 20 T [onmuce ®.1.0. (pykoBoauTes MPaKTHKN)
ITpumedanus:

OT4YETHI PEIOCTABIISIFOTCS MO KAXKAOMY BUIY NpaKkTUKH (yueOHas, MPOU3BOACTBeHHAs (ydeOHas,
npeaauruiomtas)) OTAEJIBHO B cooTBEeTCTBHUM CO CpOKaMHU ITPHKa3a O IPAKTHKE.

B mynkre 2.1. oTueTa crnemyeT ykasath, KAKUM 00pa3oM ObUIM ONPEICIICHBI MECTa MPAKTUKH (110
MPECTaBICHUIO MHCEM-3aMPOCOB OT OPraHU3aIni, CHIIAMHU PENO/IaBaTeIbCKOTO COCTaBa, 00YJIAIOIITIMUCS
W T.J.)

B nmynkTe 4.2. cienyeT mMepedUCIUTh BHUJIBI OpraHU3AIMid, MPEANPHITHH, YUYpexJcHUd — 6a3
MIPAKTHKH, IATh UM OIEHKY C TOYKH 3PEHHSI COOTBETCTBHS MPOQIITI0 COOTBETCTBYIONINX CIEIHAIFHOCTEH;
Ha3BaTh OpraHu3alu (MPEANPHSTHS), TECHO COTPYJHHYAIOIIME C (QHUIMAIOM TOCYAapCTBEHHOTO
OO PKETHOTO 00pa30BaTeILHOrO YAPEKICHUS BBICILIETO 00pa3oBaHwUsI
«Poccuiickuit roCyJapCTBEHHbBIN TYMAaHUTAPHBIN YHUBEPCUTET
(®umman PITY B 1. loMomenoBo) oTneneHrne cpeaHero mpohecCHoHaTbHOTO 00pa3oBaHusl.

B nyHkTe 5 HY)XHO OTMETHUThH IOJIOKHUTENbHBIE M OTPHULATEIbHBIE CTOPOHBI B OpPraHU3alUd U
[IPOBENCHUM MPAKTUKU; JaTh OLICHKY BBIIIOJHEHUS CTYIEHTaMU [IPOrpaMMBl IIPAKTUKU, UHAUBUAYAIbHOTO
3aJJaHus 110 CIENUANTBHOCTH; TPUBECTH MMPUMEPHI BEICOKOW OLIEHKH MPENNPUATHSIMU paboThl MPaKTUKAHTOB
(YkazaTh (paMUIIMU CTYIICHTOB, UX PYKOBOAMTENEH), OTMETUTH CIy4Yau MPEANIORKEHHUS CTyIeHTaM paOboThI 1
T.IL

B nmynkTe 6 cnemyer narh CBOM TMPEUIOKEHHUS TO YAYYIICHHIO OPTraHU3alldd ¥ TPOBEICHHUS
MPaKTHUKHU.
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