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1. TACIIOPT PABOYE# IIPOI'PAMMBI IPOU3BOJICTBEHHOM IIPAKTUKHI
(ITPE UIMTIJIOMHOW)

1.1. ObaacTb NpHUMEHeHHUs NPOrpaMMBblI.
[IporpaMMa mMpPOM3BOACTBEHHON MpPAaKTUKK (NPEAIUIZIOMHON) (Zasee mnporpamMma) SBIS€TCS YacTbhiO
OCHOBHOU TpopecCHOHATBHON o00pa3oBaTelbHONM TIporpaMMmbl B cooTBeTcTBHH ¢ PI'OC CIIO mo
cnermanbHOCTH 46.02.01 «/lokymeHTarmonHOE obecriedueHre yIpaBIeH!sI M ApXUBOBEACHHUEY, YKPYITHEHHAS
rpynma 46.00.00 Hcropus um apxeonorus (0a30BOW IOATOTOBKH) B HYacTH OCBOSHHUS KBATM(UKAIINU
CTICIIUAINCT TI0 JTOKYMEHTAI[HOHHOMY OOECIIC€YEeHHIO YNPABJICHUS W apXUBHOMY JIENTy, U OCHOBHBIX BHIOB
npodeccuonansHoi nesrensHocTH (BILJ]):

BJI 1 OcymiecTBieHne OpraHu3aliMOHHOTO U IOKYMEHTAI[HOHHOT'O 00eCTIeYeHHS IS TEeINEHOCTH OpraHu3aliuH
B/l 2 Opranuszamus apXxuBHOH paOOTHI IO JOKYMEHTAM OpTaHHM3aIHi Pa3InIHbIX (HOPM COOCTBEHHOCTH
[Mporpamma y4eOHOW NPAKTUKHA MOXKET OBITH HCIIOJIb30BaHA B JIOMOJHHUTEIBHOM HPO(dhecCHOHATLHOM
o0Opa3oBaHnd W TPOQPECCHOHATBHOW TMOATOTOBKE PabOTHHUKOB CQepbl AETONPOU3BOACTBA TPH HATHIUHU

cpenHero (mojHoro) obiero oopasoBanus. OnbIT paboOTH HE TpeOyeTcs

1.2. Hean u 3ag0a4um y4eOHOM NPaAKTUKH:
Lenpro mpon3BOACTBEHHOM (TIPETUTIIIOMHO ) TIPAKTUKH SIBJISIETCSI KOMIIEKCHOE OCBOSHHE CTYACHTAMHU BCEX

BHJI0B MPO(EeCCHOHATBFHON ASITETFHOCTH 10 CIEIHaIbHOCTH, (popMHUpOBaHHE OOIIHUX U MPO(PECCHOHATHEHBIX
KOMITCTEHIINH, a TaKKe MPUOOpETeHHE HEOOXOMMOTO OIIBITA MIPAKTHYECKOH PabOTHI CTYICHTAMH 110
CIIEIUATBHOCTH B PE3YJIbTaTe OCBOCHUS NPO(ECCHOHATIBHBIX MOYJICH.

3agaun MpeATUTIIOMHON TIPAKTHKU:

* 3aKpEIICHHE TEOPETHYECKUX 3HAHUI CTYACHTOB, MOJyUYSHHBIX B MPOIecce O0YUCHUS;

* cOop, 0000IIeHNE U aHATI3 MAaTePUAJIOB 10 TeME JIUTUIOMHOTO MPOeKTa (paboThI);

* y4acTHE CTyJIeHTa B TpPaKTHUeCKOW paboTe Ha (YHKIHOHAILHOM paboueM MecTe B COOTBETCTBUH CO
CHEHATLHOCTBIO;

® U3YUCHHNE KOHKPETHOT'O ONbITA U IMTPAKTHUKU BEICHUA o61uero JCJIOIPOU3BOJICTBA U O(i)OpMHeHI/IH JOKYMCHTOB
B COOTBETCTBHUU C BBIITOJIIHIACMBIMHA O65[3aHHOCT$IMI/I;

¢ OBJaACHUC TMPAKTHUYCCKMMHW HaBbBIKaMU W MCTOJaMU HCO6X0)II/IMBIX IJid peIICHUSA KOHKPETHBIX
podeCCHOHANBHBIX 3a/1a4.

C umenplo  oBHazeHWs ~ BUAAMU  NPO(ecCHOHANBHON  NESTETBbHOCTH M COOTBETCTBYIOIIMMH
npo¢ecCHOHANBHBIMU KOMIETEHIIMAMH 00YUYaIOMIMACS B X0/1€ 0CBOCHUS MPO(ECCHOHATBHOTO MOTYJIS
[IM.01 OCYIIECTBJIEHUE OPTAHU3ALIUOHHOI'O U JOKYMEHTALIMOHHOI'O OBECIIEYEHU A
HEATEJIbBHOCTHU OPTAHU3ALIUN» nomxeH:

Bnagers [Tonyuenust HeoOxoanMON HHGQOPMALIMHU U TIEpeAad CAHKIMOHUPOBAHHOM
HaBBIKAMHU MH(POPMALIUH C UCIIOJIB30BAaHUEM CPEACTB MH(POPMAIIMOHHBIX U
KOMMYHHMKALIMOHHBIX T€XHOJIOTHH.

Koopnunaunu paboTel MpUEMHOM PYKOBOAMUTEINS U 30H MPHEMA Pa3IUIHbIX
KaTEeropHil MoCEeTUTENEeN OpraHnu3aluy.

ITnanuposanus paboyero BpeMeHH PYKOBOIUTENSI M pabodero JHs cekpeTapsl.




OpraHu3aiun JeOBbIX MTOe3/I0K PyKOBOJUTENS U IPYTHX COTPYAHUKOB
OpraHu3aIvy.

Opranu3zainuu 1 noajaepxanus (yHKIIMOHAIBHOTO paboyero mpoCcTPaHCTBa.
OpraHu3aiuu MoJroTOBKH U NPOBeIeHHS KOH(DEPEHTHBIX MEPOIIPHSATHH,
obecrieyeHUs1 HHHOPMAIIMOHHOTO B3aUMOJICUCTBYS PYKOBOMTEINS C
MoIpa3AeiICHUSIMUA U JOJDKHOCTHBIMHU JIMIIAMU OPTaHU3aIUH.

OdopmneHuss  OpraHU3aIlMOHHO-PACIIOPSIUTEIBHBIX  JOKYMCHTOB U
opraHuzanui paboThl C¢ HHMH, B TOM YHCJIE€ C HCIOJIh30BaHUEM
aBTOMATHU3UPOBAHHBIX CUCTEM.

OdopmieHnst TOKYMEHTOB 110 JIMYHOMY COCTaBY W OpraHH3allid PaldOThI C
HUMH, B TOM YHCJIE C HCIIOJIb30BAaHINEM aBTOMATH3UPOBAHHBIX CHCTEM.
OpraHu3zanuy TeKyIIero XpaHeHus TOKyMEHTOB, 00pabOTKH J1en i
OTIEPATUBHOIO U APXMBHOTO XPAHECHHUS, B TOM YHCJIC C UCIIOJIb30BAHUEM
ABTOMATH3UPOBAHHBIX CHCTEM.

YMeTs

OpraHu30BbIBaTH pabodyee MECTO B COOTBETCTBHUM C TPeOOBaHUSIMHU
SPrOHOMUKH H KYJIBTYpPbI TPYIa;

obecnieunBath pabodee MeCTo u (YHKIIMOHANBHOE paboydee MPOCTPAHCTBO
HEOOXOIUMBIMH CPEACTBAMH OPraHU3ALMOHHON TEXHUKH, MEOENIbIO 1
KaHLEIIPCKUMH ITPUHAATICKHOCTIMU;

MOJ/ICP’KUBATH CPEACTBA OPraHN3allMOHHON TEXHUKU B paboueM COCTOSHUM;
IPUMEHSTh B paboTe cpencTBa HHGPOPMALMOHHBIX 1 KOMMYHHUKAIIMOHHBIX
TEXHOJIOTHI;

UCTIONB30BaTh  CpeAcTBa HMHOOPMAIMOHHBIX M  KOMMYHHKAIIMOHHBIX
TEXHOJIOTHH IS TIOJTyYeHHUs ¥ TIepeaddl HHPOpMaLny;

yCTAaHAaBIUBaTh M MOANCP)KUBATh KOMMYHHUKAlMM B MPOLECCE IEI0BOTO
OOIIeHUs] C TIOMOUIBIO CPEICTB MH(OPMAIMOHHBIX M KOMMYHHKAIIHOHHBIX
TEXHOJIOTH;

OCYHIECTBISATH  cOop, 00paboTKy  WHGpOpMAIUK,  CHCTEMaTH3aIUI0
MOJIy4aeMBbIX U TIepe/laBaeMbIX JTaHHbIX;

OCYIIECTBIISTH MIPOBEPKY JOCTOBEPHOCTH, MOTHOTHI M HEMPOTHBOPEYMBOCTH
JIAaHHBIX, UCKJIIOUeHHE TyOITMpOBaHUS WHPOPMAITUHL;

CrIaKUBaTh KOH(IMKTHBIE U CI0KHBIE CUTYaluH MEXIMYHOCTHOTO
B3aUMOJICUCTBHUS;

COOJII0IATh ATUKET U OCHOBBI MEX/TyHAPOIHOTO TIPOTOKOJA;

oOecnieurBaTh HHPOPMALIMOHHYIO O€30IaCHOCTh AEATEILHOCTH OpraHr3aliHg;
BECTH U MCIOJIb30BaTh B paboTe 0a3y KOHTAKTOB OpraHU3alLNY;

BECTH YUYETHBIC PErHCTPAIIMOHHBIE (DOPMBI, HCTIOIB30BaTh UX JJIs
MH(POPMAaLMOHHON pabOThl M pabOTHI 10 KOHTPOJIIO UCTIOJIHEHHUS OPYUEHUIA;
BCTpPEYaTh OCETUTEIICH, TTOJIy4aTh IEPBUYHYIO HHPOPMALIUIO O TOCETUTEISAX,
YCTaHaBJIMBATh MOPAJIOK MpUEMa JIJIsl pa3IMUHbIX KaTETOpPUil TOCETUTENEH
MPUHUMATH MEPHI 110 COXPaHEHHIO0 KOH(DUICHIINATFHON HHPOPMAIIUH B X0J1e
npuéma MoceTHTeNeH;

BECTH YYETHBIE PETUCTPAIMOHHBIE (QOPMBI TO TPUEMY TMOCETHUTENECU H
0 OPMIIAITH TIPOITYCKa;

OCYILIECTBIIATH NPUEM, TIepeiady U OTIPABKY JOKYMEHTOB;

OpraHU30BHIBATH U OPOHUPOBATH NEPErOBOPHBIC KOMHATHI;

CepBUPOBATh YaliHble (KOelHbIe) CTOJBI B Oduce;

BBIOMpATh (HOPMBI TNTAHUPOBAHHS U 0(OPMIIATH IJIAHUPOBILIUK (OpraHaiizep)
PYKOBOJHTEINSI U CEKPETapS;

YCTaHABIIMBATh IENIM, OMNPENeNATh TMPHOPUTETHOCTh W OYEPENHOCTh
BBITTOJTHEHUST pa0oT 1 3P PekTUBHO pactpenensTs padbodee BpeMms;
COIJIACOBBIBATH BCTPEYH U MEPOIIPUATHS U BHOCUTH HH(OpMAIHIO B
TUTaHUPOBILMK (OpraHaiizep);

UH()OPMHUPOBATH PYKOBOAUTENS O IPHOIMKEHUN BPEMEHH U PErJIaMeHTe
3alIAaHUPOBAHHBIX BCTPEY U MEPOIPHUSTHIA;




BbIOMpaTh  ONTUMAJIbHBIE  CIOCOOBI ~ BHEIIHETO U BHYTPEHHETO
UH()OPMHUPOBAHUS O IUITAHUPYEMBIX MEPOIIPUATHSX;

COCTaBIISITh U OYOPMIIATE TOKYMEHTBI AJIS ICJIOBBIX MOE370K;

OCYILIECTBIISITh TPEBEN-TIOAEPKKY AETIOBBIX IOE3/10K;

COIJIACOBBIBATH C IPUHUMAIOLICH CTOPOHOM IPOTOKOJI MJIAHUPYEMBIX
MEpONpHUITUH U HOPMHUPOBATH MIPOTPAMMYy AETIOBOM MOE3IKY;

WCTIONB30BaTh  CpeAcTBa HMHGOOPMAIMOHHBIX M  KOMMYHHKAalMOHHBIX
TEXHOJIOTHH 17151 00ecTIedeHuUs] B3aUMOACHCTBUS C PYKOBOJUTEIEM BO BpeMsi
€ro JETOBOU MOE3/IKH;

0 OPMIIATH OTYETHBIE JOKYMEHTHI O ACJIOBOM MOE3/IKE.

OpraHU30BbIBATh IPOLIECC [TOJTOTOBKU U IIPOBEIEHIE KOH(PEPEHTHOTO
MEPONPHITUS MHANBUIYAIBHO U B COCTaBe padouei IPyIbl;
JOKYMEHTUPOBAThH Pa3HbIC 3TNl MPOLEAYPHl HOATOTOBKH U IPOBEIACHUS
KOH(EPEHTHOI'0 MEPOIIPUSATHS;

COCTaBJISATh IPOEKTHl OPraHU3aLUOHHBIX, PACTIOPSAUTEIBHBIX U
WHPOPMAITMOHHO-CITPABOYHBIX TOKYMEHTOB, B TOM YHCJIE JOKYMEHTOB,
COJIeprKaIIMX KOH(PHUICHIIMATBEHYI0 HH()OPMAITUIO;

0 OPMIIATH OpraHU3aLUOHHO-PACTIOPAIUTEIbHBIE JOKYMEHTHI (OPUTHHAIIBI 1
KOITUHN);

CKaHMPOBATh, KOMMPOBATh U KOHBEPTUPOBATh JOKYMEHTHI B Pa3INIHbIC
(dhopMaThr;

OCYILIECTBIISITh IPOBEPKY MIPOEKTOB TOKYMEHTOB HAa COOTBETCTBUE NPABUIIAM
JIEJIOTIPON3BOJICTBA;

NPUHUMATE W IPOBOAMTH TIEPBUYHYIO 00pabOTKY BXOISIIUX JOKYMECHTOB;
MPOBOJUTH IPEABAPUTEIIEHOE PACCMOTPEHHE BXOSIINX U BHYTPECHHUX
JIOKYMEHTOB;

PETUCTPUPOBATH BXOAIINE, UCXOSIINE U BHYTPEHHNE TOKYMEHTEI,
KOHTPOJIMPOBATh MapLIPYTU3ALMIO JOKYMEHTOIIOTOKOB B OpPraHU3alliH
(cornacoBaHue, NOANMCAHNUE, YTBEP)KICHNUE, PETUCTPALIUS, O3HAKOMIICHUE U
WCIIOJTHEHHE JOKYMEHTOB);

OCYILIECTBIISITH CPOKOBBIM KOHTPOJIb UCTIOJIHEHHS JOKYMEHTOB;
OCYILECTBIISITH 00pPadOTKY M OTIPABKY UCXOISIINX JOKYMEHTOB,;

COCTaBJISITh OTUETHI U AaHATUTHYECKUE CIIPABKU 00 UCTIONIHEHUH JIOKYMEHTOB;
BECTH UH(POPMAIIOHHO-CITPABOYHYIO Pa0OTY 10 TIOKYMEHTaM;
OCYILIECTBIISITH paboty c OpraHU3alMOHHO-PACIOPSIUTEIbHBIMH
JIOKYMEHTaMH B aBTOMAaTH3WPOBAHHBIX CHCTEMAaX;

obecreunBaTh COXPaHHOCTh IEPCOHANBHBIX JJAHHBIX paOOTHHUKOB,
OpraHU30BbIBATh JOKYMEHTOOOOPOT M0 MPEACTABICHUIO JOKYMEHTOB I10
NIEPCOHANY B TOCYAapCTBEHHBIE OPTaHBL;

OpraHU30BBIBATH JIOKYMEHTOOOOPOT 0 YUETY H JBIKEHHIO PAOOTHHKOB;
BECTH BOMHCKHUH yu€T pabOTHHKOB;

BECTH y4ET pabodero BpeMeH! paOOTHHUKOB,;

0QOPMIISITE OPraHU3aMOHHO-PACTIOPSIUTEIBHBIE JJOKYMEHTHI 110 TMYHOMY
COCTaBY;

BECTH PETHCTPALNIO, YUET, ONIEPaTHBHOE XpaHEHUE JOKYMEHTOB II0 JINUHOMY
COCTaBYy;

BECTH JIOKYMEHTAI[MIO, TIIOATBEPXKAAIONIYI0 CBEJCHUS O  TPYJOBOM
JIESITETIbHOCTH ¥ TPYIOBOM CTa)ke paOOTHUKOB;

(opMHpOBaTh JTUYHBIE Jie)ia pAOOTHUKOB,

0o OPMIIITH Jieja 10 JINYHOMY COCTaBy JJIs Iepeladd B apXUB OpraHU3aIiH;
paboTaTh CO cCIENUaTM3UPOBaHHBIME WH()OPMAIIMOHHBIMUA CHUCTEMaMH U
0a3aMy JaHHBIX 1O BEICHUIO YUETa U IBUKEHUIO paOOTHUKOB;
pa3pabaTelBaTh HOMEHKJIATYPY A€J OpraHnu3aluy;

IIPOBEPSATH [IPABUIBHOCTh 0(OpPMIIEHHSI JOKYMEHTOB M OTMETKH 00 UX




UCTIOJIHEHUH Tiepel HX (OPMHpPOBAHHUEM B JEJIO A IOCIELYIOLIETO
XpaHeHus;

¢dbopMHpOBaTh Jena, KOHTPOIUPOBATH IPABUIBHOE U CBOEBPEMEHHOE
pacripeneneHue 1 MoJINBKY JOKYMEHTOB B JI€/1a B COOTBETCTBUH C
HOMEHKJIATypoOil ie;

MPOBEPSITH CPOKU XPAHEHHS JOKYMEHTOB, COCTABIIATH IIPOTOKOJ PabOTHI
9KCIEPTHON KOMHUCCHH IO MTOATOTOBKE JOKYMEHTOB K Ilepeiaue B apXUB;
COCTaBJISATh aKT O BBIACIICHUU K YHUUTOXKEHHUIO TOKYMEHTOB, HE IOJIE)KAIINX
XpaHEHUIO;

COCTaBIISITh aKT 00 YHHUYTOXKEHUH JOKYMEHTOB;

OCYILECTBIISITh [IOJTHOE WIM YaCTHYHOE 0OPMIICHHE J1e]1 BPEMEHHOT 0,
MOCTOSIHHOT'O, IOJITOBPEMEHHOT'O CPOKOB XPAaHEHHUS;

COCTaBJIATh OMUCH JI€JI CTPYKTYPHBIX MTO/Ipa3esIeHUIl TOCTOSHHOIO,
JIOJITOBPEMEHHOT'0 CPOKOB XPaHCHMS VISl [IEPeAady J1e)l B ApXUB OPraHU3alNU.

3HaTb

HOpMaTHBHBIE TIPaBOBBIC akThl Poccuiickoit deneparun B chepe
I/IH(bOpMaHI/IOHHI)IX 1 KOMMYHUKaITUOHHBIX TCXHOHOFHﬁ, 110 3aI0UTC
uHpopMaIuu, HHHOPMAITMOHHOM OE30MMaCHOCTH, 110 pabdoTe C 0OpaIeHUIMU
rpaxk[iaH, 10 OpraHU3aLuH JeJI0OBOM MOE3IKH, B cepe AeIoNpOou3BOACTBA U
ApXHUBHOTO JieNa, B cepe peryarupoBaHus TPYAOBBIX OTHOLICHUH;
JIOKaJIbHBIC HOPMATHUBHBIC AKThI, PETJIAMCHTHPYIOIIHNE ACATCIIBHOCTD CHy)K6I>I
JeNIONpou3BOACTBA M €  padOTHHKOB,  OpraHU3alUI0  BEACHUS
JIeJIONIPOM3BOJICTBA, Ilepefady Jeln B apxXuB OpraHu3aluM, a TakkKe
perIaMeHTUPYIOIIHUE TPYAOBBIE OTHOLIECHUS,

CTPYKTYpy OpraHu3aimy, e€ 3aja4n 1 QyHKIHHU, pacrpeaesieHre GyHKIU
MEXIY CTPYKTYPHBIMH MOJPA3AEICHUAMH U CIIELUATUCTAMH;

TpeGoBaHuUs OXpPaHBbI TpyZza, MIPOM3BOJCTBEHHOMN CaHWUTapuH,
IIPOTUBOIIOKAPHOM 3aLUTHI;

OCHOBBI NPaBUJILHOM OPraHM3allK TPYa U METO/IbI TOBBIMICHUS €T0

3¢ (heKTUBHOCTH;

OCHOBBI YIIPaBJICHHUA BPCMCHEM;,

BH/JIbI OPTAaHU3AITMOHHON TEXHUKH U MpaBuiia paboThI C HEW;

MeToAbI 00pabOTKU M 33Tl HHPOPMALIMK C IPUMEHEHUEM CPEICTB
I/IH(bOpMaHI/IOHHI)IX 1 KOMMYHUKAITUOHHBIX TeXHOJ’IOFI/If/'I;

COBpPEMCHHBIC I/IH(bOpMaHI/IOHHLIe 1 KOMMYHUKAIIMUOHHBIC TEXHOJIOTUH,
IpUMeHsieMble B paboTe ¢ JOKYMEHTaMH, B TOM YHCJIE 110 JINYHOMY COCTaBY;
3THUKET U OCHOBBI MEXIYHAPOAHOTO MPOTOKOJIA;

3THUKY JICJIOBOTO OOIICHHMS,;

IIPaBUIIa PYCCKOTO S3bIKA;

IIpaBUJIa PEYEBOT0 ITHKETA;

ImpaBuJia MmoAACpKaHuA U Pa3BUTUA MCKIIMYHOCTHBIX OTHOIHeHI/Iﬁ;

ImpaBuJia MMPOBEACHUA ACTIOBBIX IIEPETOBOPOB;

NpaBUJIa OPraHU3aLUHU IPHEMA TOCETUTENICH;

MpaBUIa CEPBUPOBKH YaliHOTO (KOQEHHOT0) cTONA;

MMOPAOOK IMOATOTOBKH U TOKYMCHTHUPOBAHUA HCHOBOﬁ TIOE3IKH;
WHTEPHET-PECYPCHl U OCYILIECTBIICHUS TPEBEN-TIOAJCPKKH  JIEIOBBIX
MOE3/10K;

KOMIIJICKC OPraHn3alluOHHO-TEXHNUYCCKUX MepOHpI/ISITI/Iﬁ II0 TIOATOTOBKE N
MPOBEECHHIO KOH(PEPEHTHBIX MEPOTIPHUSTHIA;

npaBuiia ohopMIIEHUs JOKYMEHTOB, CO37IaBa€MBIX B MPOLIECCE MTOJITOTOBKU U
MPOBEJCHHS KOH(PEPEHTHOTO MEPOTIPHUITHS;

COCTaB BHYTPCHHHX U BHCUIHHUX I/IH(i)OpMaHI/IOHHI)IX IIOTOKOB,

PYKOBOJCTBO CTPYKTYpPHBIX TIOApa3/eieHuil, o0pas3ipl MOANHCEH JIHL,
MMEIOIIUX MPaBO MOAMUCAHUSI U YTBEP)KICHUS TOKYMEHTOB, M OTpaHUYCHUS
30H UX OTBETCTBEHHOCTH;

BUIBI HOMEHKJIATYp JIeJ, o01e TpeOoBaHus K HOMEHKIIATYpe A€, HOPSI0K




paboTEHI C HE;

nopsIoK GopMUPOBAHHS U OPOPMIICHUS JIE, CICITUPHUKY POPMUPOBAHHS
OTJICNBHBIX KaTETOPHIA JCIT;

NpaBWiia XpaHEHWs JelN, B TOM YHCIE C JIOKyMEHTaMH OTrPaHHYCHHOTO
JIOCTYTIA,;

MPaBUJIa BBIJJAYX U MCIIOJIb30BaHUS JJOKYMEHTOB M3 COPMHUPOBAHHBIX JICIT;
MOPSJOK  HUCIOJNB30BAaHHUS THIIOBBIX WM  BEJIOMCTBCHHBIX IEpEUHEH
JIOKYMEHTOB,

OTpesICNiCHUs] CPOKOB XPaHCHUS B TMPOLECCe OKCIEPTHU3bl I[IEHHOCTHU
JIOKyMEHTOB;

BUJIBI ONIMCEH JIeNT OpraHu3alliy U TOPSIOK PA0OTHI C HUMH.

IIM.02 OPTAHM3ALIMS APXMBHOU PABOTHI IO JOKYMEHTAM OPTAHW3ALIMM
PA3JIMYHbLIX ®OPM COBCTBEHHOCTH

B pe3ynbTare ocBoeHUs MPO(HECCHOHAIBHOTO MOl 00 yJaroIUiics TOJKEH:

Bragets HaBBIKAMU KommiekToBaHus apXUBHBIMU JIeIaMH (ZOKyMEHTaMHU) apX1Ba OpraHu3alun
Benenus yuéra apXuBHBIX J1eJ (JOKYMEHTOB), B TOM YHCJIE C HCIIOIb30BaHUEM
aBTOMATHU3HPOBAHHBIX CUCTEM

Ocy1iecTBiIeHUs XpaHEHUS apXUBHBIX A€ (ZJOKyMEHTOB) C TIOCTOSHHBIM
CPOKOM XPaHEHUS U 110 JIMYHOMY COCTaBY B apXUBE OpraHU3aluu

XpaHeHus, KOMIUIEKTOBaHUA, YYETa U UCIIONb30BaHUSA A€l (JIOKyMEHTOB)
BPEMEHHOTO XPAHEHUS

Hcnonp3oBaHus apXWBHBIX 1€l (JOKYMEHTOB), B TOM 4YHCIIE C
HCIIOJIB30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

YmMmeTs pabortath c nopa3aeeHUIMHU/OpraHU3alusIMH WUCTOYHUKAMHU
KOMIUIEKTOBAHUS apXUBa;

MpUHUMATh  apXUBHBIE Jena  (JOKYMEHTB) Ha  IOCTOSHHOE WU
JIOJITOBPEMEHHOE XPAHEHHUE;

y4acTBOBATh B IPOBEJCHUH SKCIIEPTHU3HI [IEHHOCTH PA3JINYHBIX TUIIOB U
BHJIOB JOKYMEHTOB B COOTBETCTBUM C BHYTPEHHUMHU pETIaMEHTaAMU
OpraHU3alNY;

MIPUMEHSThH B paboTe pEeKOMEHAALMHI SKCIEPTHO-IIPOBEPOUYHON KOMUCCHU
WM 9KCIIEPTHON KOMUCCUH OpraHU3alHy;

MIPUMEHATH NEPEYHH C YKa3aHHEM CPOKOB XpPaHEHHUs A€l (JOKYMEHTOB);
co0ur0JaTh HOPMAaTHBHBIE CPOKHU XpaHEHHUs J1eN (IOKYMEHTOB);

BECTH Y4ET UCTOYHHKOB KOMIUIEKTOBaHUS apXUBa;

MCIIOJIb30BaTh MEPEI0BOI OTEYECTBEHHBIN 1 3apyOeKHBIN OIIBIT 110
KOMIUIEKTOBAaHHUIO apX¥Ba JeJIaMH (IOKyMEHTaMH) TOCTOSTHHOTO U
JIOJITOBPEMEHHOIO XPAHEHHS,

MCIIOJIb30BaTh COBPEMEHHBIE aBTOMAaTH3NPOBAaHHBIE, MHPOPMAIIMOHHBIE U
TEJIEKOMMYHHKAIIMOHHBIE TEXHOJIOTHH JOKYMEHTHPOBAHHBIX cep
JIeATENIBHOCTH OpraHU3aliy.

CHUCTEMaTH3UPOBATh Aeia (JOKyMEHTHI);

pa3MeniaTth apXuBHBIE JIeTa (JOKYMEHTHI) Ha MECTax XpaHEHHUs B
COOTBETCTBHH C HOPMATHBHBIMH TPEOOBAaHHUAMH B O0JIACTH apXMBHOTO Jieja U
YIpaBIEHUs JOKYMEHTaMU;

coOJroIaTh HOPMATHUBHBIE PEKUMBI XpPaHEHHUS! apXUBHBIX NI (JOKYMEHTOB)
Ha JIIOOBIX HOCUTEISX;

MIPOBOJIUTH MPOBEPKY MOJHOTHI COCTaBA aPXUBHBIX JOKYMEHTOB B €IMHUIIAX
XpaHEHUS;

IIPOBOJUTH OIIMCAHUE APXUBHBIX A€T (JOKYMEHTOB);

COCTaBIATh  CIIPAaBOYHO-TIOMCKOBBIE  CPEACTBA K ApPXWUBHBIM  JellaM
(IoKyMeHTaM);




BECTHM Y4YET M KOHTPOJb BBIJAYM AapXUBHBIX M€l (HOKYMEHTOB) U3
apXMBOXpaHWIMIIA U UX BO3BPATa,;

BeCTH y4y€T W  KOHTPOJb  MepeAayd  Jen  (JIOKYMEHTOB) B
roCyJapCTBEHHBIH/MYHUIIMIIAIIBHBIA apXUB MM HA WHOE BHEIIHEE XpaHEHUE
U IpUEMA JIeN1 C BHEIIHETO XPaHCHHUS;

NPOBOJWTH  MOJHCTHYIO  TPOBEPKY  (DU3UYECKOTO  COCTOSIHUSI  JIeN
(IOKYMEHTOB);

pa3bICKUBaTh HEOOHAPYKEHHBIE JieNa (JIOKyMEHTHI);

MOJIb30BATHCS YUETHBIMU JOKYMEHTaMHU B paMKax 3JCKTPOHHBIX
MH(QOPMALMOHHBIX CHCTEM JJOKYMEHTHPOBAHHBIX c(ep AeATENTbHOCTH
OpraHu3alyH;

M0JIb30BAThCS CePTUGHUUMPOBAHHBIMI aBTOMAaTU3UPOBAHHBIMU CUCTEMaMHU
JOKYMEHTUPOBAHHBIX c(hep AeATEILHOCTH OpraHU3aluy 110 YUETY,
pEeTHUCTpali, KOHTPOIIO Jel (IOKyMEHTOB);

MI0JIb30BATHCS MH(POPMALMOHHO-CIIPABOYHBIMHU cucTeMaMu
JOKYMEHTUPOBAHHBIX c(ep AeSTeIHOCTH OpTaHN3aIlly;

BECTH CIPaBOYHO-IIOMCKOBBIE CPEJICTBA K APXUBHBIM AeaM (IOKYMEHTaM);
BECTH YUET CTPaxoBOTO (OHA apXUBHEIX A€l (IOKYMEHTOB);

MPUMEHSTh HOPMaTHBHBIC IPABOBHIE AKTHI, JIOKAIbHBIE HOPMATHUBHBIC aKThI
OpraHu3aly U METOAMYECKHUE JOKYMEHTHI B 00J1aCTH y4éTa apXUBHBIX JIEIT
(IOKyMEHTOB);

BHOCUTb IIPEIUIOKEHHS 10 COBEPLICHCTBOBAHHIO METOANYIECKOTO
obecrieyeHus yu€ra pa3HbIX BUIOB JOKYMEHTOB B JOKyMEHTHPOBAaHHBIX
cdepax AeATeIIbHOCTH OpraHU3aIlNH;

3alMIaTh HHPOPMAIOHHbBIE PECYPCHI apXUBa OT HECAHKLIMOHUPOBAHHOTO
JOCTyIa.

OpraHU30BHIBATh U 00eCIeUNBaTh XpaHEeHUe el (JOKYMEHTOB) BPEMEHHOTO
XpaHEHHs1 OPraHU3aluH B TPAAULMOHHOM U B 3JIEKTPOHHOM

BUJIC;

KOHTPOJIMPOBATh Pa3paboTKy CTPYKTYPHBIMHU TIOApa3AeTICHUSIMH OMHCEH 1
AKTOB O BBIJICJICHNH HA YHUYTOKEHHE /1€ (JOKYyMEHTOB) BPEMEHHOT'O
XpaHEeHHUs B TPAJUIIMOHHOM U B JJIEKTPOHHOM BH/IE;

(bopMHPOBATH SAMHUIIBI XPAHEHHUS JJOKYMEHTOB JUISl KX TOCIEAYIOIIETO
pa3MeleHns] B apXUBE OpraHU3allHu;

COCTaBJISITH CIIPABOYHO-TIOMCKOBBIE CPEACTBA K aPXUBHBIM JIeJIaM
(moxymeHTam);

OCYIIECTBIISATH MOUCK /1T (JOKYMEHTOB) BPEMEHHOTO XpaHEHHS B

NPOLIECCEe UX XPAHEHUS B CTPYKTYPHBIX MOJPA3ICICHUIX U apXHUBE
OpraHu3alyH;

OCYILIECTBIISITh METOANIECKOE PYKOBOJICTBO OpraHU3alle XpaHeHHS JIe
(IOKYMEHTOB) B CTPYKTYPHBIX HOApa3AeICHUAX OpraHU3alllu;

OKa3bIBaTh CTPYKTYPHBIM MOAPA3AEICHUSAM MPAKTUIECKYIO TIOMOILb B
OpTraHu3alfy XpaHEHHs [ (JOKyMEHTOB);

pa3pabaTeIBaTh CIIPaBOYHO-MH(OOPMAIIMOHHBIE JJOKYMEHTHI 10

OpraHu3aly UCIIOIb30BaHU JIe)l (IOKYMEHTOB) BPEMEHHOT'O XpaHEHHS B
CTPYKTYPHBIX MTOJpa3Ae/iCHUX U apXUBE OPraHU3aluy;

MIPOBOJIMTH IKCIIEPTU3Y IIEHHOCTH JIeJ (JIOKYMEHTOB) BPEMEHHOTO

XpaHeHUs, IEPEAaHHBIX B apXUB;

OTIPENIeNIATh CPOKU XpaHEHH A€ (ZIOKyMEHTOB) BPEMEHHOI'O XPaHEHHUS;
o0ecrneunBaTh 3alIUTY J1e1 (ZIOKYMEHTOB) BpEMEHHOTO XpaHEHHS B
OpraHu3aliy OT HECAHKIIHOHUPOBAHHOTO JIOCTYIIA WIIA YHUUTOXKCHUS;
MPOBOJUTH (PU3UUECKOE YHUUTOKEHHUE [T (JOKYMEHTOB) BPEMEHHOTO
XPaHEeHHUs C UCTEKIIUMH CPOKaMU XpaHEHUs IIOCIIE COITIaCOBaHUS CO
CTPYKTYPHBIMH TI0JIpa3/IeIeHUSIMA OpTraHU3allly;

0QOPMIISITH YYETHBIC TOKYMEHTHI 00 YHHUTOXEHUH el (IOKYMEHTOB)




BPEMEHHOTO XPaHEHHUS C HCTEKITUME CPOKAMH XPaHEHHUS COBMECTHO CO
CTPYKTYPHBIMHU TIOJpa3IeJICHASIMU OPTaHNU3aIlNH.

CHUCTEMaTH3UPOBATh U 0000IIaTh CBEICHHUS O COCTaBE U COACPKaHUU
ApPXUBHBIX /1€ (JOKYMEHTOB);

MCTIIOTB30BaTh HH()OPMAITMOHHBIE TEXHOJIIOTUH B O0JIACTH CO3IaHMS
CIIPABOYHO-TIOMCKOBBIX CPEJICTB apXUBa U IOKYMEHTHUPOBAHHBIX chep
JIESATEIILHOCTHA OPTaHU3AIINY;

(hopMUPOBaTH OCHOBHBIE M BCIIOMOTATEIbHBIE BUIbI apXUBHBIX
CIIPAaBOYHHMKOB B AJICKTPOHHOM (hopme;

MOITOTaBIMBATh WH(GOPMAIIMOHHBIE JIOKYMEHTHI 10 3apocaM
TOJIb30BaTEN e Pa3IMYHBIX KAaTETOPUU.

3HaTh

BUIBI, PA3HOBUIHOCTH U (JOPMATHI BCEX BUJOB JOKYMEHTOB;

KPUTEPHU OIpEACTCHUS IIEHHOCTH Jell (JOKYMEHTOB) ISl AajbHEHIIEro
XpaHEHUs UJIH YHUUTOKEHHUS;

METOANKA pa3padoTku GOpM yUETHBIX TOKYMEHTOB B TPAAULIMOHHOM H B
3JIEKTPOHHOM BHJIE;

METOANYECKHE TOKYMEHTHI B 00JIACTH UCTIOJIB30BAHUS U Iy OJIMKAIIH
ApPXUBHBIX JIe] (IOKYMEHTOB);

METOANYECKHE TOKYMEHTHI M HAMOHAJIbHBIE CTAHAAPTHI B 00J1aCTH
JIeIIONPOU3BO/ICTBA 1 ApXUBHOTO JIEN1a;

METOAWYECKHE TOKYMEHThI M HALlMOHAJIBHBIE CTAaHAAPTHI B 00J1acTH yuéra
JOKYMEHTOB U IOKYMEHTHPOBAHHBIX c(pep AesITeIbHOCTH OpraHn3alui;
Hay4YHO-METOANYECKHNE KPUTEPHH IKCIIEPTU3HI IICHHOCTH PA3JINYHBIX TUIIOB
Y BHUJIOB JIe] (JOKYMEHTOB);

HOpMaTHBHBIE TIPaBOBBIC aKkThl Poccuiickoit denepariuil B 00JIaCTH 3aIUTHI
MIEPCOHANIBHBIX TaHHBIX;

HOpPMaTHBHbBIC TIPaBOBbIC aKkThl Poccuiickoii denepariuu B 00J1acTH
nHpOpMaLuK, HTHOOPMAILIMOHHBIX TEXHOJIOTHM, 3aIUTH HH(OPMALIUHU U
NEPCOHANBHBIX JAHHBIX, HU(PPOBOIl TpaHchOpMaLNH;

HOpMAaTHBHBIC TTPaBOBBIC aKThl Poccuiickoit denepariu B o01acTu
KOH(QHICHIIMATLHOCTH WHPOPMAITUH;

HOpMaTHBHBIE TIPaBOBBIC aKkThl Poccuiickoit deneparun B chepe
JIeIIONPOU3BO/ICTBA M ApXUBHOTO JIET1a;

HOpMaTHBHBIE IpaBOBbIC akThl Poccuiickoit ®enepanmu B cdepe
JIENIONPOU3BOJICTBA;

o0mue mNpUHUMOBI Y4€Ta W KOMIUIEKTOBaHUS Jel  (IOKYMEHTOB)
OTpPaHMYEHHOT'0 JI0CTYIIa;

OpraHM3allMOHHBIE NPUHIMIEI UCIONB30BAHNS JTOKYMEHTOB OTPaHHYEHHOTO
JIOCTYTIA;

OpraHM3allMOHHBIE  MPHUHIMWIB  KOMIUIEKTOBaHWSA 1l (JOKYMEHTOB)
OTPaHMYEHHOT'O JIOCTYIIA;

0COOEHHOCTH OpraHU3alMd XpaHeHHs Ael (JOKyMEHTOB) Ha pa3IHMYHBIX
HOCHTEJISIX;

OTEYECTBEHHbIE M  3apyOexHble  CepTH()UIMPOBAHHBIE  CHUCTEMBI
ABTOMATH3MPOBAHHOT'O Y4€Ta apXUBHBIX €] (JOKYMEHTOB);

NOPsIOK POPMUPOBAHUS JOKYMEHTOB B KOMIUIEKTBI, [PYTIIIbI, TUIIBL;
MpaBwiia CHCTEMaTH3AINH 1 KiIaccu(UKauy JOKYMEHTOB;

NpaBUiIa XpaHeH!s Jell (JOKYMEHTOB) B COOTBETCTBUH C MX TUIIAMU;
cepTUPHUINPOBaHHBIE HHYOPMAIIMOHHO-TIONCKOBBIE CUCTEMBI B 00JIaCTH
pa3paboTKN Hay4YHO-CIIPABOYHOTO amrapaTa JOKYMEHTHPOBAHHBIX cep
JIeSITEIbHOCTH OPTaHN3aIINN;

CHocoObl W TEXHOJOIMM  JOKYMEHTHPOBaHHUsS  pa3iM4yHbIX  BHJOB
npodecCHOHANBHON AeATELHOCTH;

CPOKH BBIIIOJIHEHHS Pa0OT 110 OPraHU3alMK UCIIOIb30BAHUS APXUBHBIX J€JI
(IIOKYMEHTOB);




CPOKH BBITIOJTHEHHS paboT 10 YUETY apXUBHBIX eI (JIOKYMEHTOR);

CPOKH BBITIOTHEHHS padoT;

CTaHJapThHI oopmieHust OpraHU3aIMOHHO-PACTIOPSAUTETBHON
JIOKYMCHTAIVH;

TEOPETUIECKUE W METOTUICCKUE ACTICKTHI KOMILICKTOBAHHS U DKCIICPTH3BI
IIEHHOCTH BCEX BUOB JOKYMEHTOB;

TpeOoBaHUs K O)OPMIICHUIO TOTOBOPOB HA peau3aliio yCIyT BHEIITHETO
XpaHeHus e’ (HI0KyMEHTOB);

TpeOOBaHUS K MOATOTOBKE APXUBHBIX CIIPABOK M BHIMIMCOK U3 apXUBHBIX
JIOKyMEHTOB;

TpeOOBaHUsI K IpoIieccaM YHUITOXKEHHSI HHPOPMAITUH B TPATUIIHOHHOM U
3IIEKTPOHHOM BHUJIC;

TpeOOBaHUS K YCTAaHOBJICHHBIM HOPMaM BBIPAOOTKHY;

TpeOoBaHU K YUETY 0CO00 IEHHBIX U YHUKATBHBIX apPXUBHBIX JIEIT
(IOKyMEHTOB);

TpeOOBaHUs OXPaHBI TPY/IA;

YHH(DUIPOBAHHYIO CHCTEMY OpPTaHH3alMOHHO-PACTIOPIIUTEIBHOMI
JIOKYMCHTAIVH.

IIM.03 BBITIOJIHEHUE PABOT I10 OJHOM MJI HECKOJIBKHM ITPO®ECCHUSIM
PABOYHX, JOJDKHOCTAM CIIVXKAIINX

B pe3ynbTare ocBoeHUs MPO(HECCHOHANIBHOTO MOl 00 yJaroIUiics TOJKEH:

BnaneTtb HaBEIKaMu

[Ipuem u nepBuuHas 06pabOTKa BXOAAMIUX JOKYMEHTOB
[IpenBaputenbHOEe pacCMOTPEHUE U COPTUPOBKA JOKYMEHTOB Ha
PETUCTPUPYEMBIC M HEPETUCTPUPYEMbIC

[MoaroToBka BXOMAIIMX JOKYMEHTOB JIJIsl PACCMOTPEHUS PYKOBOIUTEIEM
Perucrparyst BXOASIINX TOKYMEHTOB

OpraHu3zaiysi JOCTaBKH JOKYMEHTOB UCTIOJTHUTEIISIM

Benenue 0a3bl JaHHBIX JJOKYMEHTOB OpPraHU3aIuu

Benenue nahopMaIlmoHHO-CITPABOYHON paOOThI

O0paboTKa ¥ OTHpaBKa UCXOISIINX JOKYMEHTOB

Opranu3aiysi paboThl IO PETUCTPAIMH, YIETY, XPAHEHHIO U Mepeaadce B
COOTBETCTBYIOIIME CTPYKTYPHBIE MOPa3/IeNIeHNs] JOKYMEHTOB TEKYILETO
JIeJTOTIPOU3BO/ICTBA

KoHTpO1b HCTIONTHEHHS JOKYMEHTOB B OpraHU3aI[uK

YMeTh

PaboTatb co Bcell COBOKYITHOCTbIO HH(POPMALMOHHO-10KYMEHTAIIMOHHBIX
pecypcoB opraHu3anuu

[Tomp30BaThCs 6a3aMu JAHHBIX, B TOM YHCIIE yIAIEHHO

[Tonp30BaThCs CIPaBOYHO-ITPABOBBIMU CHCTEMAMHU

[Tonb30BaThHCS CIPaBOYHO-TTPABOBBIMH CHCTEMAMH

[IpumensaTs COBpPEMEHHBIE UHPOPMAITHOHHO-KOMMYHUKAIIMOHHEIE
TEXHOJIOTHH /7151 pabOThI C JOKYMEHTaMH, B TOM YHCJIE 1JIs €€
ONITUMM3ALMH U TOBBIIEHUS 3()()EKTUBHOCTH

[IpuMeHsaTh mpaBmiIa pycCcKOro s3bIKa

[IpuMeHsTh mpaBHiIa PyCCKOTo SI3bIKa

3HaTh

HopMmaTtuBHBIC IPaBOBIE aKThl © HOPMATHBHO-METOHYECKUE IOKYMEHTHI,
OTIPEACIISIONINE MOPSAIOK TOKYMEHTAIIHOHHOTO 00ECTICUeHUs YIIPaBICHUS
CTpyKTypa OpraHu3aiyu, pyKOBOACTBO CTPYKTYPHBIX MOIpa3AecHH
CoBpeMeHHbIe HH(GOPMAITUOHHBIC TEXHOJIOTHU PAOOTHI C IOKYyMEHTaMHU
[Mopsimok paboOThI C TOKyMEHTAaMHU

CxeMbI TOKyMEHTO0000pOTa

CucTeMbl CKOPOCTHOTO MUChMA

[TpaBuia paboTHI ¢ BXOASIIUMU, HCXOJSIIMMA U BHYTPSHHUMH




JIOKyMEHTaMH

[IpaBuna oprannzanuu 1 (popMBI KOHTPOJISI HCIIOJTHEHHS TOKYMEHTOB B
OpraHH3aLNN

TunoBble CPOKH NCTIOTHEHNS JOKYMEHTOB

[TpuHIUTIEI paOOTHI CO CPOKOBOM KapTOTEKOM

Ha3nauenue u TEXHOJOTHUS TEKYIIETO U MPEAYyIPEIUTENLHOTO KOHTPOIIS
[IpaBuna cocTaBieHus aHATUTUIESCKUX CIPABOK [0 OPTaHU3alUN paboTHI ¢
JTOKYMEHTaM¥ U KOHTPOJIIIO UCTIOTHEHUS JOKYMEHTOB

[IpaBuna 7OKyMEHTaMOHHOTO 00ecieueH sl AeITEeNbHOCTH OpraHu3aliu
Bunel 1okyMeHTOB, X Ha3HaUYE€HUE

TpeboBanus, peabABIsieMbIe K JOKYMEHTAM B COOTBETCTBHH C
HOPMAaTHUBHBIMHU TIPaBOBBIMU aKTaMH M TOCYIaPCTBEHHBIMH CTaHIAPTaMU
[IpaBuna coctaBnenus U opopmiieHHsT HHOOPMAITMOHHO-CIIPABOYHBIX,
OpTaHHU3AIMOHHBIX, YIIPABICHYECKUX JOKYMEHTOB

[IpaBuna co3nanus 1 BeeHNs 0a3 JaHHBIX CIYKEOHBIX TOKyMEHTOB B
OpraHH3alun

CHuCTEeMBI BIIEKTPOHHOTO JOKYMEHTO000pOTa

[IpaBua 1 CpoKH OTHPABKH UCXOISIINX JOKYMEHTOB

TpeboBanus oxpaHsl TpyAa

1.3. KoanuyecTBO 4acoB Ha ocBOeHHe padoyeil MporpaMMbl NMPOM3BOACTBEHHOH NMPAKTHKH
(mpeaaunJIOMHOI):
PaGouas mporpamma paccunTana Ha MPOXO0XKJIEHUE CTYICHTaMU MTPaKTUKU B o0beme 144 vaca.

2. PE3YJIbTATHI OCBOEHUSI PABOUEI TPOI'PAMMBI TPOU3BOJACTBEHHOI
MPAKTUKH (IPEJIUIIJIOMHOIN)

Crnenuanuct 1o JOKYMEHTAIMOHHOMY OOECIIEUEHHUIO YIPaBJICHUS W apXUBHOMY JENY JOJIKEH
001a1aTh OOIIMMH KOMITETEHITUSIMU, BKIFOYAIOIIUMU B CE0sI CIIOCOOHOCTH:

Kon HaunMeHoBaHHe 001X KOMIIETEHIIUHA

Br16upats crioco0s! pemeHus 3a1a4 MpogecCHOHANbHOMN AesITeIbHOCTH IPUMEHHUTENIBHO
K pa3JInYHBIM KOHTEKCTaM

OK 01

Hcnonp30BaTh COBpEMEHHBIE CPEICTBA [TOMCKA, aHATIN3a U HHTEPIIPEeTAl[i HHPOPMALIUH, U

OK 02 !
nH(GOPMAMOHHBIE TEXHOJIOTHH IS BBIITOJHEHUS 33124 MPO()ECCHOHATFHON e TeIFHOCTH

[TnanupoBath 1 peann3oBbIBaTH COOCTBEHHOE NPO(ECCHOHANBHOE 1 JITYHOCTHOE pa3BHUTHE,
OK 03 TIPEANPUHIMATENbCKYIO AEATEILHOCTD B IPO(ecCHOHANBEHOH cepe, MCIOoNb30BaTh 3HAHUS MO
(DMHAHCOBOI 'PaMOTHOCTH B Pa3JIMYHBIX KU3HEHHBIX CUTYaIHsX.

OK 04 D¢ddexTrBHO B3aMMOICHCTBOBATh U pa0dOTATh B KOJUIGKTUBE M KOMaH]IE

OCyIIEeCTBISITh YCTHYIO ¥ TUCBMEHHYI0O KOMMYHHKAITUIO HA TOCYJJApPCTBEHHOM sI3bIKe Poccuiickoit

OK 05 o

Denepanun ¢ yueToM 0COOCHHOCTEH COIMAIBLHOTO U KYJIBTYPHOTO KOHTEKCTa

[IposBRATE IpakJaHCKO-NATPUOTUYECKYIO TTO3ULUI0, JEMOHCTPUPOBATh OCO3HAHHOE MOBEACHUE HA
OK 06 OCHOBE TPAIUIMOHHBIX O0IEYETIOBEYECKUX IEHHOCTEH, B TOM YHUCIIE C YI€TOM rapMOHHU3AINH

MEXHAIMOHATBHBIX U MEXPEITUTHO3HBIX OTHOIIEHUH, MPUMEHITH CTaHIAPTHI
AHTHKOPPYIIIHOHHOTO TTOBEACHNUS.




OK 07

CoJelicTBOBaTh COXpPaHEHUIO OKPYIKaIOLIEH Cpelibl, pecypcocOepekeHHIO, TPUMEHSTh 3HaHUS 00
N3MEHEHHUH KJIMMAaTa, IPUHLUIIBI OEPE}IIMBOTO TPOM3BOACTBA, d((PEKTUBHO /1 iCTBOBATH B
Ype3BbIUANHBIX CUTyalHsX.

OK 08

Hcnonp3oBaTh cpeacTBa HU3NUECKOI KyIbTYPBI AL COXPAHEHUS U YKPEIUICHHS 3/I0POBBS B
npouecce MpodhecCHOHATBHON AEATETPHOCTH U MOAAEPKAHNS HEOOXOJMMOTO YPOBHS (PU3UIECKOM
MIOJITOTOBJIEHHOCTH.

OK 09

Ilons30BaThCs HpO(beCCHOHaHLHOfI Z[OKyMeHTaIlI/Ieﬁ Ha rocyJapCTBEHHOM W MHOCTPAHHOM A3bIKaX

Cneuua.fmcm no OOKyMEHmGL(MOHHOMy obecneuenuro ynpaeienusa u apxXueHomy 08.71_}7 0011JICEeH
oonaoamo npoqbeccuouaﬂbubmu KomnemeRnuyuamu, coomeemcmeyrouiumu euoam

odeamenvHocmu:
Kon HaumeHoBaHue BHI0B 1€ATEJILHOCTH H MPO(eCCHOHATBHBIX KOMIIETEeH NI
BI1 Ocymecmeﬂenue Op2AHU3AUUOHHO20 U 00Kymeumauuonuoeo obecneuenus
oesamenibHOCMU opzaruzauuu
K 1.1 OcyuiecTBisATh NpuéM-nepesiady yrnpaBieH4eCKONH HHPOPMAIMU ¢ IOMOIIIBIO CPEJICTB
o nH(pOPMANMOHHBIX 1 KOMMYHHKAIIMOHHBIX TEXHOJIOTHH
K 1.2 Koopanuuposats paboTy NpueMHON pyKOBOAUTES, 30H IpHUEMa PA3IUUHBIX KaTeropui
- TOCETUTEJIEH OpraHu3auu
IIK 1.3. BrnameTs HaBBHIKAMHU TUTAHUPOBAHUS padOYET0 BPEMEHH PYKOBOIUTEIS H CEKpeTaps
IIK 1.4. Ocy1mecTBIATh HOATOTOBKY JEOBBIX MOE3J0K PYKOBOIUTENS U APYTUX COTPYIHUKOB OpraHU3aLUN
IK 1.5. Bnagets cmoco6amu opranuzanuu pabodero mpoCcTpaHCTBa MPUEMHON 1 KaOWHETa pyKOBOAUTEIS
OcymiecTBiIATh padOTY T10 MOArOTOBKE U MIPOBEJCHNIO KOHPEPEHTHBIX MEPOTIPHUATHH, oOecrieunBaTh
[K 1.6. nH(popMannoHHOE B3aNMOAEHCTBHE PYKOBOIUTENS C MOAPA3CICHUSIMA U JJOJDKHOCTHBIMHU JINIIAMHU
OpraHM3aIin
K 1.7 OdopMIATh OpraHU3aMOHHO-PACIOPSAUTEIILHBIE TOKYMEHTHI M OPraHU30BBIBATh PAOOTy ¢ HUMH, B
o TOM YHCJIIE C HCHIOJIB30BAHUEM aBTOMAaTH3UPOBAaHHBIX CHCTEM
K 1.8 OdopMIIsATh JOKYMEHTBI IO INYHOMY COCTaBY M OPraHM30BBIBATh pabOTy C HUMH, B TOM YHCIIE C
e HCIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM
K 1.9 OpraHn30BBIBaTH TEKYyIIEE XpaHEHHE JJOKYMEHTOB, 00pabOTKY JIeN A1 ONepaTHBHOTO M apXHUBHOTO
e XpaHEHHUs, B TOM YHCJIE C UCIIOJIb30BAaHHEM aBTOMATH3UPOBAHHBIX CUCTEM
BI2 Opzanuzayusa apxueHnoii padomul O OOKYMeHMaMm OP2aAHU3AUUTL PAZTUYHBIX
¢opm cobcmeennocmu
IIK 2.1 OcCymecTBIATH KOMIUIEKTOBAaHUE apXUBHBIMH JeTIaMH (JIOKyMEHTaMH) apXHUBa OpTraHU3aIHN
K 2.2 Bectu yu€t apXuBHBIX J1eJT (JIOKyMEHTOB), B TOM YHCIIE C UCTIOIb30BaHUEM aBTOMATH3HMPOBAHHBIX
’ cucreM
K 2.3 OcymiecTBIATh XpaHEHHE apXUBHBIX JIeJT (JJOKYMEHTOB) C TOCTOSTHHBIM CPOKOM XPaHEHHUS U 110
’ JIMYHOMY COCTaBYy B apXUBE OpraHU3aluu
K 2.4 OcyiecTBIIsATh XpaHEHHE, KOMIIEKTOBaHHUE, YUET U UCIOIb30BaHUE A€ (JJOKYMEHTOB) BPEMEHHOTO
’ XpaHEHUs




K 2.5

OC}’HIGCTBJISITL HCIOJIb30BAHUEC apXHUBHBIX JCJI (HOKyMCHTOB), B TOM 4YHCJIC C UCIIOJIb30BAHUECM
ABTOMATU3UPOBAHHBIX CUCTEM

MecTo u BpeMsi IpOBeieHUs MPOU3BOACTBEHHOI (MPeIINIVIOMHON) NPAKTHKH

[IpakTuka DpOBOAMTCSI COTIACHO KaJleHIAPHOMY y4eOHOMY IpaduKy, YTBEp)KIEHHOMY YYEHBIM COBETOM
PITY. Ilpaktuka oOyd4aromuxcsi MPOBOAMTCS B OPraHU3alMAX Ha OCHOBE MPSIMBIX JOTOBOPOB MEXKIY
¢wImaroM W OpraHM3aluell, B KOTOPYIO HampasitoTcsi oOywaromuecs. HampaBneHue nesTenbHOCTH
OpraHu3aluil TOJKHO COOTBETCTBOBATH MPOGIIII0 IOATOTOBKH 00yUarOIuXCcs

3. TEMATUYECKHWM IVIAH U COJIEPXKAHUE ITPOU3BOJCTBEHHOM ITPAKTUKH

(ITPEJAUTTIJIOMHOMN)
Buabl gesareabHOCTH Copep:xkaHue NPaKTHKH, BUABI padoT, 3a1aHUs KoanuectBo
4acoB

Opranuzanus 1. IIpoiiTu MHCTPYKTAX MO OXpaHe TpyAa. 84
JNOKyMeHTauoHHoro | 2. [IpoiiTi HHCTpyKTax Ha paboyeM MecTe.
obecrieyeHus 3. O3HaKOMHUTCS CO CTPYKTYpPOH OpraHu3anuu
yIIpaBJIeHUs U 4. CoctaBUTh ¥ 0OPMHUTH JOKYMEHTHI IO YKa3aHHIO
(YHKIMOHUPOBAHUSL | PYKOBOJICTBA.
OpraHu3aIluu 5. CocTaBuTh rpauuecKyro CTPYKTYpPY CXEMBI

YUPEKACHUS, TOApa3ACTICHUS

6. Onpenenuts 00bEM JOKYMEHTOOOOPOTA 3a

MPEALIECTBYIOINN MECSL.

7. BeimonHuTh paboTy 1no o6paboTke BXOASIIEH U

UCXOAIIEH KOPPECTIOH ICHITHH.

8. 3adukcupoBaTh MOJyYeHHbIE JaHHbIE B JTHEBHUKE

MPAKTHUKH.

9. 3aperucTpupoBaTh JOKYMEHTBI B OpraHU3aI[1H

10. M3yuuTh co3nanHbie 0a3bl JTaHHBIX

11. M3y4nTh OpraHu3aimio U TEXHOJIOTUIO KOHTPOJIS

WCTIOJTHEHUS IOKyMEHTOB

12. 3y4uTh ¥ IpoaHaIU3upOBaTh MOPSA0K

odopmIIeHUs J1eT

13. OopMUTH JOKYMEHTHI I CAAYH B APXUB.

14.3anucate cBeieHHus 00 00beMe poAeTIaHHOM

palboThI B THEBHUKE
Opranusanus 1. [IpunsaTs yuactue B padbore DK 34
apXUBHOH U 2. CocTaBUTh aKT 00 YHUUTO)KEHUH JIOKYMEHTOB,
CIIPaBOYHO- npoTtokoia 3aceganus K
MH(POPMAIMOHHOM 3. CocTaBuTh KJ1acCU(PHUKATOPhI yKa3zaTenei
paboTHI TIO 4. CocTaBUTE 3aroJIOBKOB JI€T
JOKyMEHTaM 5. IIpuHATH U pa3MeCTUTh JOKYMEHTHI B apXHBE
OpraHu3aluu 6. ObopMUTh yuETHBIE JOKYMEHTHI
Brimonuenue padot 1. U3yuuts paboTy B mporpammax 3JI€KTPOHHOTO 26
10 OJHOM WIIN JIOKYMEHTO000pOTa, UCIOIb3yEMbIX Ha Oa3e MpaKTUKeE.
HECKOJIbKUM 2. CocTaBUTh ¥ 0OPMUTH JOKYMEHTHI IO YKa3aHUIO
npodeccusam PYKOBOJUTENS IPAKTUKU
pabouux,
JOJPKHOCTSIM
CITY’KaIIUX




Bcero

IIpoMe:xxyTOYHAs aTTecTAlUA — 3a4eT ¢ OLEHKOMI
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<DopMa OTYETHOCTH I10 UTOr'aM ITPAKTHUKU:

1.

2
3.
4.
5

JIHEBHUK IIPAKTUKH

XapakTepucTuKka pyKOBOAUTENSI MPAKTUKU OT MIPUHUMAIOIIEH CTOPOHBI.

Otuer cryjeHTa.
ATTecTallMOHHBIN JIUCT
WNHpuBuayalbHOE 3a1aHKE




4. YCJIOBHS1 PEAJTM3ALIMM PABOYEN TPOTPAMMBI IPOM3BOCTBEHHOI
MPAKTUKM (IPEJIATIIOMHOIA)

4.1 TpeOoBanusi K MHUHHMMAJIBHOMY MAaTE€PHAJbHO-TEXHHYECKOMY  oOOecredeHUIo

Peanu3zanus paboueil mporpaMmbl IPOU3BOICTBEHHOM MPAKTUKH (IPEAJUIUIOMHON) MpeanoiaraeT
HAIMYME KOMIIBIOTEpHOro Kiacca Ha ©0ase ¢wmana PITY B 1. Jlomozenoso.
Peanuzanyss mporpamMmbl TPOW3BOJICTBEHHON NPAKTHKH IPEANONIAracT HaIW4ue MPEeAnpUsSTHI
pa3MUHBIX ~ OPraHU3allMOHHO-TIPABOBBIX  (OPM, THUIOB H  KJIACCOB, YKOMIUICKTOBAaHHBIC
KBATM(UIIMPOBAHHBIMU ~KaJpaMH, HWMCIOLINE 3HAYUTEIBHBI JTOKYMEHTOOOOPOT ¢ JPYrHMMHU
PEANPUATHSIMU.

OcHauienue:

00s13aTeIbHOC HAJTMYKE IOMEIICHUI TaKUX KakK:

- KaHIIEJSIPHS,

- OTJICT KaJpOB,

- apXMB.

OobopynoBanue JadopaTtopum U pado4nx MecT J1a00paATOPHH:

v KOMIIBIOTEPHOE 000pyI0BaHUe (KOMITBIOTEPHI, IIPUHTEDP, CKaHEP, JIOKAJIbHAsK CETh C JOCTYIIOM B
WurepHer);

v porpaMMHOe obecrieueHre 001ero U npoheCCHOHAILHOTO Ha3HAUCHHMS);

v/ MyIbTUMEIUIHAS IEMOHCTPAMOHHAS CUCTEeMa (KOMIIBIOTED, MYJIbTHMEIUIHBIN TPOEKTOP,
MHTEPAKTUBHAS JIOCKA);

v/ KOMIUIEKT Y4eOHO-METOANIECKON JOKYMEHTAIIHH;

v/ KOMIUTIEKT MeOeru.

v paboune MecTa 00yJaromxcs (KOMIBIOTED), IO KOJHMUYECTBY 00YJaIOLIMXCsI B TPYIIIE;
v/ pabodee MeCTO mpernoaBarelis (C BBIXOJ0M B JIOKATBHYIO CETh U HHTEPHET);

v/ 00pasIbl TIOKYMEHTOB;

v/ pacxojHbIe MaTepUaIbl, TUCKH;

O0opynoBanne 1adoparopuu U padounx MecT JadopaTopuu:

v/ cpenctBa cBsi3u: TeaeoH, HaKCHUMIIBHBIN ammapar;

v/ TIepCOHATIbHBIC KOMITBIOTEPHI B JIOKAJIBHOW CeTH, BbIX0]] B VIHTEpHET;

v/ OpraHu3alMOHHAs TEXHHUKA: IPUHTEP, CKaHep, Kcepoke uiu MOV,

v mporpammHoe obecnieuenue: maket nporpamm MSOffice, Esdpar, ermo.

v paboure Mecta yyanuxcs (KOMIBIOTEp), O KOJINYECTBY OOYUYArOLIUXCs B IPYIIIE;
v pabodee MeCTO mpernoaBaress (¢ BBIXOJA0M B JIOKAIBHYIO CETh U HHTEPHET);

v/ pacxojiHbIe MaTepHaIbl, IUCKH;

v/ KOMIUIEKT Y4eOHO-METOANYECKOM TOKYMEHTAIUH;

v/ KOMIUIEKT MeOENH.



Oo0mmue TpeOoBaHuUsA K OpraHM3anuu o0pa30oBaTe1bHOIO npouecca
OO0s3aTenbHBIM YCIIOBHEM JIONyCKAa K MPOU3BOJCTBEHHOW MNMpakTHKE (IIPEIAUIUIOMHOMN) SBISAETCS
OCBOEHHE IPaBUJI OCHOB 0€3011aCHOCTH TPY/a.

4.2. UndopmanuonHoe odecrieueHne 00ydeHms:
OCHOBHbIE HICTOYHUKH:

1. A6ynamze JI. I'. JloKyMEHTallMOHHOE OOECTICUCHUE YIPABJICHHUS IEPCOHAJIOM: YYEOHUK U
MPaKTUKYM JIJIsl CpeiHero npodeccuonaibHoro oopazosanus / J. I'. AGynanze, U. b. Beimpsikkuna,
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. pex. nou. T.A. BeikoBoit. — 4-¢ u3n., nepepad. u gon. — Mocksa : UHOPA-M, 2022. — 393
c. + lomn. matepuansl [[DnekTpoHHbIA 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, U. K. JlokymMeHTalmOHHOE OOECIEYeHUE YIPABICHUS: YYCOHUK M TPAKTUKYM JUIS
cpennero npodeccruonainbHoro oopazosanusi / . K. Kopuees, A. B. ITmenko, B. A. Mamypues. —
2-¢ wu3n., mepepab. m gom. — MockBa: WzmarensctBo HOpaiit, 2022. — 384 c. —
(ITpodeccuonanpuoe oobpazoBanue). — ISBN 978-5-534-05022-6. — Tekct: anexkrponusiii / 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 obecriedeHne npopeccuOHATBbHON NeITeIbHOCTH : yueOHUK / A. I'.
Xaoubymus, K. P. MypcanumoB. — 2-¢ u3j., epepad. u non. — Mocksa : ®DOPYM : UHOPA-M,
2021. — 364 c. — (Cpennee npogeccruonansHoe oopasosanue). - ISBN 978-5-8199-0874-7. - TekcT :
anekTponHbii. - URL: https://znanium.com/catalog/product/1150310

JlonoTHUTEIbHASI JIUTEpaTypa

1. Amnsoposa C.II. Opranuzanus TpyJa rocyAapCTBEHHbIX U MyHULMIAIBHBIX CIYXKaIUX :
yaeonoe nocodue / C.I1. Auzoposa, C.I'. ®enopuykoBa. — Mocksa : UHOPA-M, 2022.
— 160 c. — (Bricuiee o6pa3oBanue: bakanaspuar). - ISBN 978-5-16-016369-7. - Tekcr :
anekrpounsiii. - URL: https://znanium.com/catalog/product/1151473. — Pesxum noctyma:
0 TIOJIITHCKE.

2. T'yryesa T.A. KoH(umeHmaibHOE AeT0MPON3BOACTBO: yueOHoe mocodue / T.A. I'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 g0ocTyna: 1o mojanucke.

3. Hoponuna JI.A. JlokyMeHTaIllMOHHOE OOECTICUeHHEe YIPABICHUS: YICOHUK U MPAKTHKYM
Ui cpeiHero npogdeccuonansHoro oopasosanus / JILA. loponuna, B. C. Uputnkosa. —
Mocksa: U3narensctBo HOpaiit, 2022. — 233 ¢. — (Ilpodeccnonansaoe 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. Iémymxkun, T.B. Konapamonsa, 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 : anexktponnsiii. - URL: https://znanium.com/catalog/product/1212394. — Pexxum
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 10CcTyma: 10 MOAMUCKE.

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

7. TlaBmosckas O.IO. IlpaBoBoe oOecrnedeHue KaJpoOBOrO AEJIOMPOU3BOJACTBA: Y4ueOHOE
nocobue s By3oB / O.1O. IlaBnosckas. — Mocksa : UzparensctBo FOpaiit, 2022, —
213 ¢. — (Bricmiee o6pazoBanme). — ISBN 978-5-534-11565-9. — Tekcr: 251eKTpOHHBIN
// BC YOpaiit [caiit]. — URL.: https://urait.ru/bcode/476289.

8. CocHoBas A. AccucteHT pykoBoautens. Jlaidxaku mpodeccun: KHUTA-TPSHUHT / A.
CocHnogas. - Cankr-IlerepOypr: ITurep, 2022. - 208 c. - ISBN 978-5-4461-1489-4. - Tekcr:
anextponnsbiid. - URL: https://znanium.com/catalog/product/1817493. — Pexxum moctyna:
IO TTO/IITHCKE.

9. IHumos O.B. CoBpeMeHHbIE TEXHOJOTHH M TEXHUYECKHE CpeACTBAa MH(pOpMATU3ALIUU:
yueOnuk / O.B. [lIumoB. — Mocksa : UHOPA-M, 2022. — 462 c. + [{on. Matepuaibl
[[Dnexrponnsiit pecype]]. — (Cpennee nmpodeccuonanbuoe odpasosanue). - ISBN 978-
5-16-017112-8. - Tekcr : AJIEKTPOHHBIH. - URL:
https://znanium.com/catalog/product/1764799. — Pesxum 10CTyma: MO MOAIUCKE.

10. [llyBanoBa H.H. OCHOBBI JIeJIONPOU3BOJCTBA: YUCOHHK W TPAKTHKYM IS CPEIHETO
npodeccuonanbHoro obpasosanus / H.H. IllyBanoBa, A.}O. MBaHoBa; mox oOmei
penakmueit H.H. [lyBanmoBoit. — 2-e u3., nepepad. u mon. — Mocksa: M3maTenbcTBo
FOpaiit, 2022. — 428 c. — (IIpodeccuonansnoe obpazoanue). — ISBN 978-5-534-
11014-2. — Tekcr: oanektponubi // OBC  Hpaiir [caiit]. — URL:
https://urait.ru/bcode/469548.

JlonoJiHUTe/IbHbIE UCTOYHUKH (1pU HeoOX00UMocmu)

1. Koncturymusa Poccuiickoii @enepannn. CIIC «KoHCymbTaHT TUTIOC». [DIIEKTPOHHBIN pecypc].
URL.:http://www.consultant.ru/document/cons

2. I'paxnanckuii kogekc Poccmiickoit @eneparuu. CIIC «KoHCymbTaHT TUTIOC». [DIEKTPOHHBIN
pecypc]. URL:http://www.consultant.ru/document/cons

3. Tpynosoit konekc Poccuiickoit @enepaunu ot 30.12.2001 Ne 197-®3. CIIC «KoHcynbTaHT
wiocy. [ Anekrpounsiii pecype]. URL:http://www.consultant.ru/document/cons

4. YronosHelil konekc Poccuiickoit ®@enepanun ot 13.06.1996 Ne 63-®3. CIIC «KoHcynbTaHT
wiocy. [ dnekrpornsiii pecype]. URL:http://www.consultant.ru/document/cons

5. 3akon Poccun ot 21.07.1993 Ne 5485-1 «O rocymapctBenHoi TtaiiHe». CIIC «KoHcynpTaHT
TLTIOCY. [DnexTpoHHbIT pecypc]. URL:http://www.consultant.ru/document/cons
6. @enepanbHblil 3aK0H OT 29.12.1994 Ne 77-03 «O06 00s3aTeNIbHOM 3K3EMILISIPE TOKYMEHTOBY.


https://urait.ru/bcode/470020
https://urait.ru/bcode/476289
http://www.consultant.ru/document/cons
http://www.consultant.ru/document/cons
http://www.consultant.ru/document/cons

CIIC «KoHcynpTanT TLITFOCH. [DnexTpoHHbIN pecypc].
URL:http://www.consultant.ru/document/cons

7. ®enepanbubiii 3aK0H 0T 22.10.2004 Ne 125-03 «O6 ApxusHoM nene B Poccuiickoit @enepaumy».
CIIC «KoHcynbTaHt TLJTEOCH. [DnexTpoHHbIi pecypc].
URL:http://www.consultant.ru/document/cons

8. ®enepanbublii 3ak0H 0T 02.05.2006 Ne 59-D3 «O nopsiake paccMOTpeHHs 0OpalleHuil TpaxIaH
Poccuiickoit  ®enepaunmn». CIIC  «KoHCynbTaHT  IUIIOCY».  [DJEKTPOHHBIA  pecypc].
URL:http://www.consultant.ru/document/cons

9. @enepanbubiii 3akoH oT 27.07.2006 Ne 149-®3 «O6 wundopmanuu, HHPOPMAIUOHHBIX
TexHosorusix u o 3amurte uHpopmaruny. CIIC «KoHCynbTaHT mItocy. [DIEeKTpOHHBIA pecypc].
URL:http://www.consultant.ru/document/cons

10. ®enepanpupiii 3akoH oT 27.07.2006 Ne 152-®3 «O mnepcoHanbHbIXx nAaHHBIX». CIIC
«Koncynprant mmoc». [OnekTpoHHbr pecypc]. URL:http://www.consultant.ru/document/cons
11. ®enepanbupiii 3akoH oT 06.04.2011 Ne 63-®3 «O6 »snexrponHoit mnoanucuy. CIIC
«KoHcynmbranT mmroc». [OnekTpoHHb pecypc]. URL:http://www.consultant.ru/document/cons
12. Vka3 Ilpesunenta Poccuiickoit ®epepanun ot 04.04.2016 Ne 151 «O DepepanbHOM
apXUBHOM areHTCTBEY. CIIC «KoHCynpTaHT ILJTEOCY. [DneKTpOHHBIN pecypc].
URL:http://www.consultant.ru/document/cons

13. Vka3 Ilpesunenra Poccuiickoit @enepanuu ot 22.06.2016 Ne 293 «Bonpocsl denepaabHOro
apXUBHOI'O arcHTCTBay. CIIC «KoHCynpTaHT  IUIHOCK. [OnekTpoHHBI  pecypc].
URL:http://www.consultant.ru/document/cons

14. Pacnopsxkenue IlpaBurensctBa Poccunm ot 21.03.1994 Ne 358-p «O coxpaHHOCTH
JOKYMEHTOB [0 JUYHOMY COCTaBy BbICBOOOXAaeMbix pabdoTHukoBy. CIIC «Koucynbrant
TLTIOCY. [DnexTpoHHbIN pecypcl]. URL:http://www.consultant.ru/document/cons
15. IlocranoBnenne Muntpyaa Poccunm ot 10.09.1993 Ne 152 «Hopmsl BpemeHu Ha
paboThl MO aBTOMATHU3WPOBAHHON apXWBHOM TEXHOJIOTMH M JOKYMEHTAIIHOHHOMY O0€CIIeYeHHIO
opranoB ymnpasneHusi». CIIC «KoncynpTant mmtoc». [Onektponssii  pecypc]. URL:
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pen. E. U. IIuBoBapa. — 4-e u3n. - Mocksa : Poc. roc. FyMaHI/ITapLI yH-T, 2019. - 296 c. — ISBN
978-5-7281-2497-9. - Teker : AIIEKTPOHHBIH. —
URL: https://znanium.com/catalog/product/1087575

67. LemenkoBa, C. U. Apxusosenenue. Ucropus apxuBoB Poccuu ¢ npeBHEHIINX BpeMeH 10
Hayama XX Beka : ydeOHOe Tmocobwe sl cpeaHero mnpodeccCHoHaIbHOTO oOpa3oBaHus /

C. 1. Llemenkosa ; nmox HayuHo# pemaxuueit JI. H. Ma3yp. — Mocksa : U3narenscrBo FOpaiir,
2022. — 153 ¢. — (IIpodeccuonansunoe obpazoBanme). — ISBN 978-5-534-10241-3. — Tekct
AIIEKTPOHHBIN // O6pa3zoBaTenpHas maTdopma Opaiir [caiT]. —

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

68. [llaxomanona, O. FO. Opranuzamus rocyaapcTBeHHBIX yupexaeHuit Poccuu : yuebHOE mocooue

s cpenHero npodgeccuonaibHoro odpasosanus / O. 0. lllaxoganoBa. — 2-e u3f., nepepad. u
norm. — MockBa : WMsmarensctBo [Opaiit, 2022. — 161 c¢. — (IlpodeccronanpHOe
obpazoBanme). — ISBN 978-5-534-12448-4. — Tekct : snexktpoHHbld // OOpa3zoBarenbHas

wiatdopma Opaiir [caiit]. — URL: https://urait.ru/bcode/496292
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HNuTepHET-pecypcsbl

1. http://www.eios.dom-rggu.ru/ - anexTpoHHast HHGpOpMaIMOHHO-00pa3oBarenbHas cpeaa (DMOC)
¢umuana PITY B 1. [lomonenoso

2. http://www.znanium.com - DieKTpOHHBIE YYEOHUKH JIICKTPOHHO-OMOIMOTEYHON CHCTEMBI
Znanium

3. www.consultant.ru — OdunuanpHbIil CalT CIPaBOYHO-NIPABOBOI cHucTeMbl «KOHCYIbTaHT
[Tmroc».

4. www.garant.ru — MagopmanrnoHHO-IpaBOBO# mopTa

5. DmnekrponHas oubnnoreuynas cucrema IPRbooks. — [Dnexrponnsiit pecypc]. — Pexum nocryma:
http://www.iprbookshop.ru/

CocraB nporpammHoro odecnedenusi (I10), coBpeMeHHBIX NpodeccHoHAIBHBIX 0a3 JaHHBIX
Bl v unpopmaumonno-cnpaBounbie cucrem (MCC) (2025 r.)

Crnioco6 pacripocTpaHeHus
Ne Haumenosanue 110 [IpousBogurens (ruyensuonnoe w
c80000H0O
PaAcnpocmpansiemoe)
1 Windows server https://www.microsoft.com JInueH3snonHoe
2012
5 Microsoft office https://www.microsoft.com JInueH3snonHoe
2010/2013
3 KOMITAC-3D LT https://kompas.ru/kompas-3d- CB00OOIHO
It/about/ pacrpocTpaHseMoe
4 GIMP https://www.gimp.org/ CB00OOIHO
pacupocTpaHsieMoe
5 Notepad-++ https://notepad-plus-plus.org/ CB00OOIHO
pacnpocTpaHsieMoe
6 PDF24 Creator https://www.pdf24.org/ru/ CB00OOIHO
pacupocTpaHsieMoe
7 app.diagrams.net https://app.diagrams.net/ CB00OOIHO
pacnpocTpaHsieMoe
8 Geany (with Python https://geany.org/ CBoboaHO
3.12) https://www.python.org/ pacnpocTpaHsieMoe
. ) https://www.visual- CB00OIHO
9 Visual Paradigm paradigm.com/editions/communi acIIpoCTpaHsIeEMOe
Community Edition Y pachpoctp
10 Srexc TeremocT https://telemost.yandex.ru/ CB00OIHO
pactpocTpaHsieMoe
11 KoncynwsrantlLitoc https://www.consultant.ru/ JInneHsnoHHoe
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5. KOHTPOJIb Y OLIEHKA PE3YJIbTATOB OCBOEHHS IIPOI'PAMMBI
MPON3BOJICTBEHHOI NPAKTHUKH (ITPEIUIIJIOMHON)

Kontponb u olieHKa pe3ysbTaTOB OCBOCHHUS MPOU3BOJACTBEHHOW MPAKTHUKU (MIPEAAUILIIOMHON)
OCYILIECTBIISICTCSI PYKOBOJUTENIEM MPAKTUKHU B MPOIEcCe MPOBEACHUS y4EeOHO-ITPOU3BOICTBEHHBIX
paboT, CaMOCTOSITEILHOTO BBITIOJHEHUS OOYYAIOIIUMUCS 3aJaHUN, BBITOJHEHUS MPAKTUICCKIX
MIPOBEPOUYHBIX paboT. B pe3ympraTe OCBOGHMSI MPOU3BOJCTBEHHOM MPAKTHKHU (IIPEIIUILIOMHON)

oOyuJaromuecs

MPOXOJAT

MIPOMEKYTOUHYIO aTTECTAUIO B JOPME 3aLIUTHI OTYETA.

Pe3yJ’IbTaTbl oﬁyqemm. (I)OpMI)I U ME€TOAbI KOHTPOJISA U OLHCHKH PE3yJbTaTOB oﬁyqe}mﬂ

Koa u HauMeHnoBanmne
npogeccHOHANbHBIX U
00IIMX KOMIETeHIHH,
¢opmupyeMbIX B pamMKax
MOYJIst

Kputepuu ouenku

MeTtoabl OLIEHKH

OK 1. Beibupats crioco0bt
pelieHns 3a1aq
IpoQeCCHOHATBHOM eSTENBHOCTI
HIPUMEHHUTENBHO K Pa3IndHbIM
KOHTEKCTaM.

Be16op criocoba pemeHus 3agad
mpohecCHOHAIBHON NeATeIbHOCTH
MPUMEHUTEIEHO

K pa3IMIHBIM KOHTEKCTaM

KoHTponb BBINONHEHUS PAKTHYECKUX
3aJaHUMN.

VY CTHBIN WK TECTOBBIA KOHTPOJIb
TEOPETUYECKHUX

3HaHUII.

AHanu3 ¥ OIleHKa PeleHUH MpoOIeMHBIX
CUTyaluil.

ATTecTanus 1o Mpou3BOICTBEHHON MPAaKTHUKE

OK 2. Hcnons30Bath
COBpPEMEHHBIE CPE/ICTBA TTOHCKa,
aHaM3a ¥ HHTEepIpeTalun
uHpOpPMALNH, U
MH()OpMaLMOHHbIE TEXHOJIOTHH
JUIS BBITIOJTHEHUS 337124
npodeccrnoHabHOM
JIeSTeIIbHOCTH.

M crosib30BaHAE COBPEMEHHBIX
CpezcTBa MOUCKA, aHAIN3a U
MHTEpIIpeTanui HHGopMannu, 1
MCII0JIb30BaHHE MH()OPMAITMOHHBIX
[TEXHOJIOTUH JUIs BBITIOJHEHHS 3a7a4
MpoQeCcCHOHANIBEHOMN NESITEIFHOCTA

KOHTpOIb BBHITOIHEHUS IPAKTHUECKHUX
3a/laHu.

Y CTHBIN WM TECTOBBIM KOHTPOIb
TEOPETUUECKUX

3HAHMH.

ATTecTanus o NpoU3BOACTBEHHOMN NPaKTHKE

OK 4. D¢pdexTrnBHO
B3aUMO/IeicTBOBATh U paboTaTh B
KOJUICKTHBE ¥ KOMaHJIE.

B3anmoneiicTBue u paboTa B
KOJUIEKTHBE U
IKOMaHJIE

KoHTposIb BEITIOTHEHUS TPAKTHIECKIX
3aJJaHUH.

Y CTHBII UK TECTOBBIN KOHTPOJIb
TEOPETUYECKUX

3HaHUIL.

AHanu3 1 olleHKa peneHnit mpoOIeMHBIX
CUTyalHuil.

[IpoBepouHbIe PaOOTHI IO KAXKIOH TEME.
ATTecTanus o NpOou3BOACTBEHHON NMPAaKTHKE.

OK 5. OcymiecTBisATh YCTHYIO U
MHCEMEHHYIO0 KOMMYHHKAIIAIO Ha
TOCYTapCTBEHHOM SI3BIKE
Poccuiickoit denepannu ¢ ya€tom
0COOEHHOCTEH COMAIEHOTO U
KYJIBTYPHOTO KOHTEKCTa

OcCyIIecTBIEHUE YCTHOU U
IMACHbMEHHOM

KOMMYHHUKAIAHA Ha
TOCYIapCTBEHHOM SI3BIKE
IPoccuiickoit @enepanuu ¢ y4€ToM
I0COOEHHOCTEN COLMAITBLHOTO U
KYJIbTypHOTO

IKOHTEKCTA

KoHTpob BBINTOIIHEHUST TPAKTUUECKHUX
3aTaHNM.

Y CTHBIN UM TECTOBBIM KOHTPOJIb
TEOPETHIECCKUX

3HAHMH.

AHanu3 ¥ OlleHKa pereHui mpooOIeMHBIX
CUTYyalui.

IIpoBepouHbIe pabOTHI IO KaXKIO0H TeMe.




ATTCCTaHI/Iﬂ 1o HpOHSBOHCTBeHHOﬁ MpaKTUKE.

OK 9. ITonp30BaThCs
npoQeCCUOHANTBHOM
JIOKyMEHTaLuen Ha
TOCYAapCTBEHHOM H
MHOCTPAaHHOM $SI3bIKaxX

Mcmonp3oBaHue MpodecCHOHATBHOM
ITOKYMEHTAITHH Ha
rOCYAapCTBEHHOM H

MHOCTPAHHOM SI3BIKaX

KoHTpomb BEIONHEHUS IPAKTUYECKUX
3aJaHuH.

YCTHBIN WK TECTOBBIIA KOHTPOIIb
TEOPETUYECKUX

3HaHUII.

AHaIM3 ¥ OI[CHKA PeIICHUN MPOOIeMHBIX
CUTyaluH.

[IpoBepouHbIe PabOTHI IO KAXKIOH TEME.
ATTecTanys o NpoOU3BOACTBEHHON IPAKTHKE.

IIK 1.1. OcymecTBasTh IpUEM-
nepenavy ynpaBJIeHIECKOH
UHGOPMALUH C TOMOLIBIO CPEICTB
UHPOPMALOHHBIX H
KOMMYHUKAIIMOHHBIX TEXHOJIOTHH.

[MTomy4yerre HEOOXOIMMOI
MH(pOPMANH U IIepeaada
CAaHKLIMOHUPOBAHHOU
MH(POPMALINH C UCTIOIE30BAaHHEM
CpencTB HH(POPMAIMOHHBIX H
KOMMYHHKAITHOHHBIX TEXHOJIOTHA

KoHTpomb BBIONHEHUS IPAKTHYECKUX
3aJaHHM.

Y CTHBIN WM TECTOBBIN KOHTPOJIb
TEOPETUIECKHX

3HAHMH.

AHanu3 1 OIeHKa PEeIIeHUH MPOOIEeMHBIX
CUTyaluil.

IIpoBepouHble PabOTHI O KaXKJI0H TEME.

[IK 1.2. KoopauaupoBats paboTy
[IPUEMHOH PYKOBOJUTENS, 30H
IpreMa pa3NuyHbIX KaTeTopHii
MIOCETUTENIEH OpraHu3aluy.

KoopauHamwst pabOTEI MPpUEMHON
[PYKOBOAMTEISI U 30H MpHEMa
[Pa3IMYHBIX KATETOpUH
TOCETUTENICH OpraHu3aluu

KoHTpomnb BBINONHEHUS PAKTHYECKUX
3aJaHUMN.

VY CTHBIN WK TECTOBBIA KOHTPOJIb
TEOPETUYECKHUX

3HaHUM.

AHanu3 ¥ OIleHKa peleHUH MpoOIeMHBIX
CUTyaluil.

IIpoBepouHble PabOTHI O KaXJI0H TEME.

[1K 1.3. Bnagets HaBBIKAMHU
IUTAHUPOBAHUS pab0Yero BPeMEHH
PYKOBOIUTENIS M CEKpETaps.

[MnanupoBaHUe pabOYETro BpEeMEHU
[PYKOBOIHUTEIIS i paboUero JHs
cexpeTaps

KOHTpOIb BHIOJIHEHHUS TPAKTHUECKUX
3a7aHui.

Y CTHBIN WM TECTOBBIM KOHTPOIb
TEOPETUUECKUX

3HAHUM.

AHaIu3 ¥ OI[CHKA PEeIICHUN TPOOIEeMHBIX
CUTyaluH.

[IpoBepouHbIe PaOOTHI IO KAXKIIOH TEME.

IIK 1.4. OcymecTBasTh
MOATOTOBKY JIEJIOBBIX MOE3/I0K
PYKOBOJUTENS U APYTUX
COTPYAHUKOB OpraHU3aluu.

OpraHu3zanus JeI0BbIX MOE310K
[PYKOBOZUTEIS

1 APYTUX COTPYIHUKOB
OpraHu3aluu

KoHTposb BBITIOTHEHUS IPAKTHYECKIX
3aJlaHH.

Y CTHBIN WK TECTOBBIA KOHTPOJIb
TEOPETHYECKNX

3HaHUIL.

AHanu3 1 OlleHKa peleHni NpoOIeMHBIX
CUTyalHuil.

[IpoBepouHbIe PaOOTHI IO KAXKIOHW TEME.

IIK 1.5. Bnagets criocodamu
OpraHu3aIiH paboyero
MPOCTPAHCTBA NPUEMHOU U
KaOWHETa PyKOBOJUTEIISA.

Opranuzanus 1 NoJaep kaHue
(yHKIIMOHAIEHOTO paboyero
MIPOCTPaHCTBA

KoHTponb BBINONHEHUS NPAKTHYECKUX
3aJJaHUH.

Y CTHBII UK TECTOBBIN KOHTPOJIb
TEOPETUYECKUX

3HaHUII.

AHaln3 ¥ OIeHKA PeIIeHHH IPOOIEMHBIX
CUTYyaluil.

[IpoBepouHbIe PaOOTHI IO KAXKIOH TEME.

IIK 1.6. OcymiecTBasTh padoTy Mo
MOATOTOBKE M MPOBEACHHUIO
KOH(EPEHTHBIX MEPOIPHUSITHH,
obecreunBaTh HHYOPMAITHOHHOE
B3aUMO/ICHCTBUE PYKOBOIUTEIIS C

OpraHuzanysi HOArOTOBKU U
[POBEICHNE BHYTPEHHUX U
BHELTHIX KOH()EPEHTHBIX
MEpOIPUATHH, 0OeCIIeueHIEe
MH(POPMATNOHHOTO
B3aMOJICHCTBHS PYKOBOIHUTEIS C

KoHTpob BBITOIHEHUS! TPAKTUUECKUX
3a/1aHu.

Y CTHBIN UM TECTOBBIM KOHTPOJIb
TEOPETHIECCKUX

3HAHMH.




noapasacjaCHUusIMu 1
JOJDKHOCTHBIMHU JIMIIAMHU

MOApa3aACICHUAMU U
OJDKHOCTHBIMU JIMIIAMH

AHanM3 1 OlIeHKa peleHUi TPoOIEMHBIX
CUTyalHuil.

OpraHu3aIHH. OpraHU3aIUH. [IpoBepouHbIe pabOTHI IO KaXI0H TEMe.
IIK 1.7. OdopmiteHIIE OpraHU3aIOHHO- KoHTpob BBIOJIIHEHUS TPAKTUUECKHUX
Odopmiars [PACTIOPSITUTENBHBIX TOKYMEHTOB M | 33/1aHHMIA.

OpraHU3aIIOHHO- OpraHu3aysi padoThl C HUIMH, B TOM | Y CTHBIW MJIM TECTOBBIH KOHTPOJIb
pacnopsuTeNbHbIe gHCIIe C UCTI0JIb30BaHUEM TEOPETUYECKUX

JIOKYMEHTBI U OpraHU30BbIBATh ABTOMATH3HPOBAaHHBIX CHCTEM 3HAHUU.

paboTy ¢ HUIMH, B TOM YHCIIE C AHanu3 ¥ olleHKa peleHUH IpoOIeMHBIX
UCTIOJIb30BaHHEM CUTyaluii.

ABTOMATU3UPOBAHHBIX CUCTEM

[IpoBepouHbIe pabOTHI IO KaXI0H TeMe

IK 1.8.
OdopMIIATh TOKYMEHTHI 10
JUYHOMY COCTaBY U

OdopmileHHE TOKYMEHTOB IO
ITMYHOMY COCTaBY M OpPTaHHU3AIlHSI
[pabOTBI C HUMH, B TOM YHCIIE C

KoHTpomb BEIONHEHUS IPAKTUYECKUX
3aJaHuH.
YCTHBIN WK TECTOBBIIA KOHTPOIIb

OpraHU30BBIBAThH PabOTy ¢ MCII0JIb30BAHUEM TEOPETUUCCKUX

HHUMHM, B TOM YHUCJIE C ABTOMATH3HPOBAHHBIX CUCTEM 3HAaHUI.

HCIIOB30BAHUEM AHamnu3 1 OlIEHKa PEIICHU TPOOIEMHBIX
ABTOMATH3HUPOBAHHBIX CHUTYaIHH.

CHCTEM. [IpoBepouHbie pabOTHI IO KAXI0U TEMe
IIK 1.9. OpraHu3zanus TEKYIero KoHTpOIb BBIOJIIHEHUS TPAKTHUECKHUX

OpraHu30BbIBATH TEKYIIIEE
XpaHeHHE JIOKYMEHTOB,
00paboTKy mern amst
OTEPATHBHOTO U APXUBHOTO
XpaHeHHsI, B TOM YHUCIIE C
HCIIOB30BAHUEM
ABTOMATH3HPOBAHHBIX CHUCTEM.

XpaHEeHHsI TOKYMEHTOB,
0OpaboTka memn s
OTIEPATHBHOTO M APXUBHOTO
XpaHEHUsI, B TOM YHCIIE C
MCITOJIE30BAHIEM
ABTOMATH3HPOBAHHBIX CUCTEM

3aJaHUMN.

VY CTHBIN WK TECTOBBINA KOHTPOJIb
TEOPETUIECKHUX

3HaHUII.

AHanm3 1 OIeHKa PEeIIeHUH MPOOIEeMHBIX
CUTyaluH.

IIpoBepouHble pabOTHI O KaX0H Teme

TIK 2.1.
Ocy1ecTBIATh
KOMIIJIEKTOBAaHHE
ApXUBHBIMHU JIeIaMH
(moxymeHTaMM)
apXvBa OpraHu3aIuu

Co3naHne JTOKaIbLHBIX
HOPMATHBHBIX JTOKYMEHTOB U
MPOTOKOJIOB 3aCEAAHUN
BKCIIEPTHOM KOMHCCHH
OpraHU3aIUH.

[TpoBeneHne 3KCIePTU3bI IICHHOCTH
MTOKYMEHTOB OpTaHU3aI[I1

AHanu3 1 OlleHKa peleHuH TpoOIeMHBIX
CUTYyallMid, IPH BBIMOJIHEHUH MPAKTUYECKUX
pabor.

TecTupoBaHue.

IIK 2.2.

BecTu yuér apXuBHBIX A€l
(TOKyMEHTOB), B TOM 4YHCIIE

C UCIOJIb30BaHUEM
aBTOMAaTU3UPOBAHHBIX CHUCTEM

'YaéT apXMBHBIX A€ (JIOKYMEHTOB)
MOCTOSTHHOTO ¥ BPEMEHHOTO
XpaHEHUS.

'Y4ér hoHIOB U OMHCE APXUBHBIX
imen (IOKyMeHTOB). YUET BeIIaYU
QPXHUBHBIX €7 (IOKYMEHTOB) U3
APXMBOXPAHMIIMIIA U UX

BO3BpaTa. Y4ET M KOHTPOJIb
repeadn apXUBHBIX eI
(IOKyMEHTOB) B
rOCYAapCTBEHHBIH/
MYHUIIATIATBHBIA apXUB

MJIN HA MHOE BHEIIHEE XPaHCHHE.
IY4€T 1 po3bICK HEOOHAPYKEHHBIX
imen (mokyMeHTOoB). Benenue men
(hoHI0B

AHanu3 ¥ OIIeHKa PEeIIeHUH MPOOIeMHBIX
CUTYyallMii, IPY BBIMOJIHEHUH MPAKTUYECKUX
pabor.

TectupoBanue.

MK 2.3.

OcCyIecTBIATh XpaHEeHNE
apXWBHBIX el (IOKYMEHTOB)

C MOCTOSTHHBIM CPOKOM
XpaHEHHs U 110 JINYHOMY COCTaBY
B apXMBE OpraHU3aLUH

Co3naHue onuce nen
(IOKYMEHTOB) OpTaHHU3AIIH
[IOCTOSIHHOTO CPOKa XpaHESHHs

M [0 JINYHOMY COCTaBY.
Pa3merieHne apXUBHBIX el
(ITOKyMEHTOB) B apXUBHBIX
XpaHHUIMIIAX B COOTBETCTBHUH C
BEIOPAHHOW CXEMOU KIaCCHU(UKAIA

AHanu3 ¥ OlleHKa PeleHuH mpoOIeMHBIX
CUTYalui, IPH BHITIOTHEHNH MPAKTHIECKUAX
paboT.

TectupoBanue.




M cUCTEMaTU3alyy JIell
(moxymenToB). Co3aaHue u
oOecrieueHre peKMMOB XpaHEHHS
APXUBHBIX JIE (JOKYMEHTOB).
[MpoBepka HaTMYKS U COCTOSHHS
APXUBHBIX JIeJ .(JOKYMEHTOB).
BrisiBIeHUE U yUET

QPXHUBHBIX €] (JOKyMEHTOB),
[TpeOyromux

[pECTaBpaLlMOHHOM,
KOHCEPBAI[HOHHO-
MPO(PMIAKTHIECKOH U TEXHHYECKON
00paboTku. [lonroroBka yciaoBuii
Il 06eceYeHnsI COXPaHHOCTH
APXMBHBIX /€] (JOKYMEHTOB) B
0COOBIN MEPUOJ] U YpE3BBIYAHHBIX
cutyarusax. OcyliecTBIeHe
KOHTPOJISI IBVKEHHUST apXUBHBIX JIEJT
(TOKyMEHTOB) 1 UX (PU3UIECKOTO
coctostHuA. IloaroToBka u
repenada apXUBHBIX €I
(IOKyMEHTOB) B TOCYJapCTBEHHBIH/
MYHUIAIAIBHBIA apXUB WA Ha
MHOE BHEIITHEE XpPaHeHUE

TIK 2.4.

OcylecTBisTh XpaHeHHUe,
KOMIUIEKTOBaHHE, YYET U
HCIIONIB30BaHUE Jel (JOKYMEHTOB)
BPEMEHHOT'O XPaHCHUS

|YuéT onucen 1ea BpeMEHHOTO
XpaHEHHS CTPYKTYPHBIX
MOApa3AeIeHUN OpraHu3aul

B TPAAUIIMOHHOM U B 3JIEKTPOHHOM
BHJIC.

CuctemaTtu3anys el (JOKyMEHTOB)
IBPEMEHHOT'O XpaHCHU A, TPUHATBIX
OT CTPYKTYPHBIX MOAPA3ACICHUN
OpTraHuU3aluu, 1Jid pa3MECIICHUSA B
XPAaHHIIUIIE apXUBa OPraHU3aI[HH.
IKOHTpOIIb BEITaYH B OTIEPATUBHOE
ITOJIb30BaHKE JIeN (TOKyMEHTOB)
BPEMEHHOTO XPAaHEHUS 1 UX
BO3Bpara.

[MpoBenenne

PKCIEPTU3BI ICHHOCTH JIEJT
(TOKYMEHTOB) BPEMEHHOTO
XPaHEHUS B apXUBE

opranuzanuu. [ToaroroBka nemn
(TOKyMEHTOB) BPEMEHHOTO
XpaHEHHUs, IPUHITHIX OT
CTPYKTYPHBIX HOAPa3ICICHAN, Ha
yaIuTOXKeHHE. CO3/JTaHHe aKTOB O
BEIICTICHUY HAa YHUYTOXKEHHE JEIT
(1OKYMEHTOB) BPEMEHHOTO
XPAHEHUS C HCTCKIIUMU CPOKAMH,
MPUHSATBIX OT CTPYKTYPHBIX
Toapa3aeeHI I

AHanu3 1 OlleHKa peleHuH TpoOIeMHBIX
CHUTYaINH, IPH BHITIOJHCHUH MTPAKTHYECKUX
pabor.

TecTupoBaHue.

MK 2.5.

OCyIIEeCTBISATh UCTIOIE30BAHUE
aApPXUBHBIX el (IOKYMEHTOB),

B TOM YHCJIE C UCIIOJIb30BaHHEM
ABTOMATH3HPOBAHHBIX CUCTEM

[Monnepxka B akTyaIbHOM
COCTOSIHAU JIEKTPOHHBIX
MH(OpPMaMOHHO-TIONCKOBBIX
CUCTEM apXHBa B
ITOKYMEHTHPOBAHHBIX

CocTtaBJeHHE CTIPABOYHO-
ITOMCKOBBIX

chepax IesITeNbHOCTH OpPraHn3aIyn.

AHaIU3 ¥ OIICHKA PEIICHUN TPOOIEMHBIX
CUTYAIIMH, PH BBITIOJTHCHUH MPAKTUICCKUX
paboT.

TectupoBanue.




CPEACTB K apXUBHBIM JelIaM
(IOKyMEHTaM), yITEHHBIM B apXHBE
M B JOKyMEHTUPOBAaHHBIX cepax
IMesITeNIbHOCTH OpraHu3alyy.
[MoaroroBKa OTBETOB Ha 3aIPOCHI
APXUBHBIX JIE] (JOKYMEHTOB).
[ToxroToBKa pabOTHI MOJIH30BATEICH
B YUTAJILHOM 3aJI€ apXHBa

PaGoTta ¢ mporpaMMHBIMH
cpencTBamMu yuéra, XpaHEeHH,
00paboTKK ¥ MOUCKA JOKYMEHTOB,
MCIIONB3yEeMBIMU B

opraam3arun. O6pabdoTka
OTHPAaBIIEMbIX U BHYTPSHHHX
IMOKyMEHTOB. Perucrpanus u
KOHTPOJIb HCIIOJTHECHHS
IMOKYMEHTOB.

AHaIM3 ¥ OI[CHKA PEIICHUN POOIeMHBIX
CHUTYaINH, IPH BBITIOITHCHUH MTPAKTHUECKUX
pabor.

TecTupoBaHue.

IIK 3.1 OcymiecTBIATH
HOATOTOBKY YIPaBJICHISCKUX
JOKYMEHTOB U BE/ICHHE IEJI0BOM
HEePENHCKH

CocTaBlieHHE HOMEHKIIATYPbI Je
OdopmileHre TOKyMEHTOB IO
IIMYHOMY COCTaBY U OpPraHU3aLHs
[pa0OTHI ¢ HUMH

AHanm3 1 OIeHKa PEeIIeHUH MPOOIEeMHBIX
CHUTYaIMH, IPH BBITIOIHCHUH MTPAKTHYECKUX
pabor.

TecTupoBaHue.

T1K 3.2 BnaneTs 3aKOHOZATEIBHON
1 HOPMATHBHO-METOTMYECKON
0a30li TOKyMEHTAIIHOHHOTO
obecrieueHNs yIIPaBICHAS

Mcnonp3oBaHue B pabote N
IIK 3.3 BecTu cuctemsl . AHaIn3 ¥ OI[CHKA PEeIICHUN MPOOIeMHBIX
TJI00ATBHBIX 1 JIOKATBHBIX CETEH

JOKYMEHTAI[IOHHOTO 00eCIeYeHUS CHUTYaINH, IPH BBITIOJHCHUH MTPAKTHIECKUX
. IUTS TIOJTyYEeHUS X XPaHCHUS
yIpaBJICHUS Ha 0a3e HOBEHITNX pabor.

o nH(pOopManny, oOMeHa
TEXHOJIOTUH % TectupoBanue.
nHpOpManue.

CBs3M NpeAIUIIVIOMHON NPAKTHKH ¢ JUCHHUIIMHAMH (MOLYJISIMH)

[Ipown3BoicTBEHHAs MTpaKTHKa (IpeIIUIIoMHas ) 6a3upyeTcs Ha BCeX IUCHUIUIMHAX y4eOHOro MIaHa
CIEIMAJIBHOCTH, a TAK)KE HA MHAVNBUAYAJIILHOM 3a/1aHUH, TOATOTOBJICHHOE HAYUYHBIM PYKOBOAUTEIEM
BBITTYCKHON KBAIM(PUKAIIMOHHON pabOTHI B COOTBETCTBUM C TEMOM JUIIOMHOTO MTPOEKTa (paboThl).

(I)OprI IMPOBECACHUSA l'[pe)l}]]/II[J'IOMHOﬁ NMPpaKTUKH

[Ipou3BoacTBeHHAass TpakTUKa (MPEITUIUIOMHAs) JIOJDKHA TIPOBOJUTCS B OpraHU3AIMSIX,
HampaBlIeHHE KOTOPBIX COOTBETCTBYIOT MPO(III0 TOATOTOBKM OOYYArOIIMXCS: OpraHu3anuit
npoduist B GopMe MPaKTHIECKOTO OOYICHHS Ha TPEPUATHH.

6. METOAUYECKHNE PEKOMEH/JAIIUU 11O OPTAHUALIUHN
U MTPOXOXKJIEHUIO TPOU3BOJACTBEHHOM NPAKTUKH

PykoBoauTens npakTuKu pykoBojcTBYyeTcs «llonoxennemM 06 opraHu3aiiy 1 MpoBeACHU N IPAKTHK
CTYJEHTOB, 00YYalOIIMUXCS MO OCHOBHBIM 00pa30BaTENIbHBIM IIPOrpaMMaM BBICILIETO U CPEIHEro
npo¢eCcCrOHAIBLHOTO o0pa3oBaHUs Ha OCHOBE DI'OC».
PykoBonuTenbs MpakTUKW OT OpraHM3allUd KypUpYeT NeATelIbHOCTh OOYyYaromierocsi B IEpUOJ
IIPOXOKIEHUSI IPAKTUKH, KOHCYJIBTHUPYET €T0 10 BBINOIHEHHIO 33JaHUN TPAKTUKN U OCYILECTBISAET
TEeKyIIMH KOHTpoJb. [lo OKOHUAHMM NPAKTUKH OLIEHWBAET YPOBEHb OCBOCHHSI KOMIIETEHIIUH,
MOJITBEPK/IACT 3aMKUCH 00YJaIOUIET0Cs O BHIIOJHEHHBIX Pa00TaX B THEBHUKE MPAKTHKH, COCTABIISET
XapPaKTEPUCTUKY 0 pabote oOydarorierocs, aTTeCTallMOHHBIN JIUCT.
PykoBomutens mnpaktuku ot ¢uamana PITY B r. JloMoaenoBo MNPOBOAUT YCTaHOBOYHYIO
KOH(EPEHIINIO, B X0 KOTOPOH 3HAKOMHUT OOYYaromIerocs ¢ MpOrpaMMOM MPAKTUKH, CHCTEMOU
OLIEHKH.



Ilocne 3aBeplIeHMs] NPAKTUKU MPOBOAUT IIPOMEKYTOUHYIO aTTECTAL[MI0, OLEHUBAECT YpPOBEHb
OCBOEHHMS KOMIIETEHIMH 00y4aromerocs.

6.1. METOAMYECKHUE PEKOMEHJAIUU JJIAA OBYYAIOIIUXCH 11O
HOATI'OTOBKE U ITPOXOKIEHUIO IPAKTUKHU

6.1.1. JIo Hayaa NpakTHKHU 00y4aroImiics:
1. 3HakomMHuTCA € COEPKAHUEM IPOTPaMMBbl ITPAKTUKU

2. [lony4aer 3aaHus Ha IPAKTUKY, B TOM YKCJIE UHIMBUYaJIbHOE 33/laHUE, Y
PYKOBOAMTEIIS IPAKTUKU
3. I[IpoXoauT UHCTPYKTAX IO TEXHUKE 0€30I1aCHOCTH.

6.1.2. B nepnoa npoxosxkaeHus NPAKTHKH:

OO6yuatomuiicss  pykoBoacTByercsi  «llomoxkennem 00  opraHu3zalii W NPOBEJACHUU
IMPaKTUK CTYACHTOB, O6y‘~IaIOHII/IXC$[ II0 OCHOBHBIM 06p8.30BaTGJII>HI)IM nmporpamMmMam BBICHICTO H
cpenHero mpodeccuonanbHOro 0Opa3zoBanus Ha ocHOBe DPI'OCx». CBOEBPEMEHHO BBHITIOIHSET
3aJaHusl, npeaAyCMOTPCHHBIC I[aHHOfI IMporpaMMal. E)KCIIHGBHO 3allOJIHACT JHEBHUK
MIPAKTUKU.

3. ITocJie mpoxo:kaeHUsA NPAKTHKH 00yYAIOIINICS:

[IpenocraBnser B KOJIIEIX TOKYMEHTHI:
1.MunuBunyansHoe 3ananue ( [Ipunoxxenue 2)

2. Atrecranmonnsiit muct (I[Ipunoxenue 3)
3. AueBnuk (IIpunoxenue 4)
4. Oruer ( IIpunoxenue 5)

5. Xapaxrepuctuka (IIpunoxenue 6)



INPHJIOKEHHE 1

JIOTOBOP  No
0 l'lpOBe[[eHHI/I l'[paKTHKH CTy)IeHTOB

r. Jlomonie1oBo « » 20 T.

Owman deaepanbHOro rocyIapcCTBEHHON0 aBTOHOMHOT'O OOpa30BaTEbHOTO YUPEIKICHUS
BhICIIero  oOpa3zoBanHusi «Poccuiickuii  rocylapCTBEHHBIH T'yMaHUTapHBI  YHUBEPCHUTET»
B . JomomenoBo MockoBckoW 00y1acTH, MMEHYEeMbIH B jgaibHelmeM «Duinan», B JUIE
ucnonusmomero ooszanHoctu aupekropa CadonoBa Eprenuss HukonaeBuua, neicTByOIIEro Ha
OCHOBaHMUH J[OBEpEHHOCTH OT r. Ne , C OZTHOM CTOPOHBI U

(HauMEHOBaHHUE OPUANYECKOTrO JINIA)
HUMCHYEMOC B I[aJ'II)HeI‘/'IIHeM «OpraHmaumI», B JIUILIC

(HaumeHoBaHue noipkHocTH, @.M.O. npeacraBuTess opraHu3anum)

JEHUCTBYIOLIEr0 HA OCHOBAaHUU ,
(peKBI/BI/ITH JOKYMEHTA, YAOCTOBEPSAIOIIETO ITOJTHOMOYHS IIPEACTABUTEIIA opraHmauI/m)
C IpyTroil CTOPOHBI, 3aKJIFOYMIA HACTOSIIUN JOTOBOP O HUXKECIIEAYIOIIEM:

1. Ilpeamet gorosopa

1.1. HacTosiiuuid 4OroBOp 3aKJIIOUYEH B COOTBETCTBUM C II. . 6 - § cT. 13 denepanbHOro 3aKoHa OT
29.12.2012 Ne 273-®3 «O6 obpaszoBanuu B Poccuiickoit ®Penepanun», IlonoxkeHuem o mnpaxTuke
00y4Yaromuxcsi, OCBaWBAIOIIMX OCHOBHBIC MpPOQecCHOHANBLHBIE 00pa3oBaTeNbHBIE MPOrPaMMBI BBICIIETO
00pa3oBaHus, yTBEPKACHHBIM NpukazoM MuHoOpHayku Poccum ot 27.11.2015 Ne 1383, u perynupyer
MOPSIIOK OPraHM3alMM M NpPOBeNEHHs Y4eOHOH M NPOW3BOJACTBEHHOM, B TOM YHCIE NPEIIUIUIOMHON
MIPAKTUKH, 8 TAKKE YCIIOBHS PEAOCTABICHUS MECT JUIsl IPOXOXKIEHHS IPAKTUKHU cTyaeHTaMu Punuana.

1.2. B cOOTBETCTBHH C HACTOSAIIMM JIOTOBOpoM OpraHusaius 00si3yeTcss OpraHu30BaTh MPOXOXKICHHE
y4eOHOM, TPOU3BOACTBEHHOH B TOM YHMCIIE MPEIANIUIOMHOM IPAKTUKU cTyeHTaMu Punnana.

1.3. B3aumopeiictBue CTOPOH 10 HACTOSIIEMY JAOTOBOPY UCKIIOUAIOT (PUHAHCOBBIE B3aMMOPACUETHI.

2. Oos3aTesnbcTBa CTOPOH

2.1. Opranu3zanust 00s3yercs:

2.1.1. mpenocraBuTh cTyAeHTaM Puinana MecTa I IPOBEACHNUS Y4eOHOW, TPOM3BOICTBEHHOW, B
TOM YHCJIE NPEATUITIOMHON IPAKTHKH CTYACHTOB;

2.1.2. mpenoctaButh cryaeHramM Ounmana Mecta pabOThl B COOTBETCTBHH C IPOTPaMMOiA,
obecrieynBaronue HanooNbIIyIo 3h(HEKTUBHOCTD MPOXOMKICHUS TPAKTUKY;

2.1.3. Ha3HAuUMTh KBAJU(QHULUUPOBAHHBIX CIELUUAJIMCTOB [UII PYKOBOACTBA TPAKTHKOH B
noapasieNieHusx (oTaenax, sadoparopusix u T.4.) Opranusanum,

2.1.4. co3naTh HEOOXOAMMBIC YCIOBMS IS TOJAYYCHHMS CTYJACHTaMH 3HAHHMK 10 HANpaBJICHUIO
MOJITOTOBKH BBICIIIETO 00Pa30BaHHS;

2.1.5. co3maTb HEOOXOIMMBIE YCIIOBHS JJISl BBIIOJHEHHS CTYAEHTAaMH HpOrpaMMbl Y4eOHOH,
MIPOM3BOJICTBEHHOH, B TOM YHUCIIE MPEIUIUIOMHO MTPaKTHKH;

2.1.6. HEe mOTyCKaTh MCIIOIF30BAHUS CTY/ICHTOB Ha JOJDKHOCTSIX, HE MTPEYyCMOTPEHHBIX ITPOTrPaMMO
MPaKTUKU ¥ HE UMEIOIINX OTHOLICHHUS K HAIMIPABJICHUIO MMOATOTOBKH CTYIEHTOB;

2.1.7. obecrieunTh CTyIEHTAM YCIIOBHS O€30MacHOM padOTHl Ha KaXKI0M pabodeM MecTe;

2.1.8. mpoBecTHu 00s3aTeIbHBIC HHCTPYKTAXH 0 OXpaHe TPy/a, TEXHUKE O€30ITaCHOCTH U TIOKapHOM
0e30IacHOCTH, PEKUMY TPYAa, OXpaHe U 3alIUTe KOMMEPUYECKOH 1 IENOBOH penmyTaluy;



2.1.9. npenocTaBUTh CTYAECHTaM U PYKOBOJUTENSIM IIPAKTUKU CO CTOPOHBI Puinanga BO3MOXKHOCTb
MOJIL30BATHCS JIAOOPATOPUIMH, KAOMHETAMH, MACTEPCKUMH, OMOIHOTEKOH, TEXHUIECKOH, PKOHOMUYECKOH U
JOpyroi NOKyMeHTalMed B mojpaszineneHusx OpraHuzanuy, HEOOXOAWMBIMU IJISl YCHEIIHOTO OCBOCHHS
CTYZAEHTaMU IIPOTpaMM yueOHOH, IPOU3BOACTBEHHOM, B TOM YHCJIE IPEIAUIUIOMHOM IPAKTUKU U BBITTOJTHEHUS
HUMH HHAVBUAYaIbHBIX 3aJaHUM;

2.1.10. 060 Bcex ciryyasix HapyIIEHHs CTYACHTaMH TPYAOBOW AMCUUILIMHBI U MPaBUI BHYTPEHHETO
pactopsinka Opraau3zanuy coo01mars B Ouiuar;

2.1.11. 1o OKOHYAaHUM IPAKTUKHU JaTh XapaKTEPUCTUKY Ha KaXI0T0 CTYJEHTa C OTPAKCHNUEM KauecTBa
MIOATOTOBJIEHHOTO UM OTYETA;

2.1.12. BBIgaTh CTyI€HTaM COCTABJICHHBIE UMK OTYETHI 110 YueOHOM, TPOU3BOJICTBEHHOH, B TOM YHCIIE
MPEIANUIUIOMHON MIPAKTUKE, a B CIIy4ae HEOOXOAUMOCTH - HANIPaBUTh UX B DUINATI HETIOCPEICTBEHHO I10CTIe
OKOHYaHMsI IPaKTHKH.

2.2, ®unuan o0sA3yeTcs:

2.2.1.3a JTHEH 10 Havasla MpakTUKA TpeAcTaBuTh OpraHu3ainy IS COTIACOBAHUS IPOrPaMMy
MPAaKTUKU U KaJeHOapHble rpadMKH IPOXOKIACHUS MPAKTUKH;

2.2.2. npeacraButh OpraHu3alyy CIIUCOK CTYIEHTOB, HAIPABISEMbIX Ha IPAKTHUKY, HE MTO3HEE, YeM
3a JIHE! 10 HayaJla [IPaKTUKY;

2.2.3. HampaBuTh B OpraHu3alii0 CTYACHTOB B CPOKH, MPEAYCMOTPEHHBIE KaJICHIAPHBIM ILIAHOM
MIPOBECHUS TPAKTHKY;

2.2.4. BbIENNTh B KauyecTBE PYKOBOAWTENECH MpaKTUKA Hamboiee KBaTH()UIMPOBAHHBIX
MpenoaaBaTenei;

2.2.5. obecrieunTh COOMIOACHWE CTYACHTAMH TPYIOBOW NWUCIUIUIMHBI W TPaBUI BHYTPEHHETO
TPYAOBOTO PaclopsiaKa, 00s3aTeNbHbIX M5l paboTHUKOB OpraHu3anumy;

2.2.6. B cmyyae HEOOXOAMMOCTH OKa3bIBaTh paboTHHKaM OpraHu3anuyd METOIUYECKYIO ITOMOIIh B
OpTaHU3alMy U IPOBEICHUN PAKTHKH.

3. OTBeTrcTBeHHOCTH CTOPOH U opc-MakOpHbIe 00CTOATEIBCTBA

3.1. 3a HEUCHOJHEHHWE WJIM HEHAJJICXKAIllee MCIIOJIHEHHE 00s3aTebCTB 10 HACTOSAIIEMY JIOTOBOPY
CTOpOHBI HECYT OTBETCTBCHHOCTb, MNPCAYCMOTPCHHYIO HACTOAIINM JO0rOBOPOM H ﬂeﬁCTBYIOHIHM
3aKOHOJaTeNbCTBOM Poccuiickoil denepanun.

3.2. CTOpoHBI OCBOOOXAAIOTCS OT OTBETCTBEHHOCTH 3a YACTHYHOE WIIM IOJIHOE HEWCIIOTHEHHE
00513aTeJILCTB 10 HACTOSINEMY JOTrOBOPY, €CJIM 3TO HEHCIIOJIHEHUE SBUJIOCH CJCICTBUEM OOCTOSTEILCTB
HEIPEOOIMMOM CHIIBI, BOSHHUKIIUX TOCJE 3aKIIFOYSHHST HACTOSIIETO JOTOBOPA B PE3yIbTaTe 0OCTOSTEIHCTB
YpEe3BBIYAIHOTO XapaKTepa, KoTopble CTOPOHBI HE MOTJIIH MPEABHUIIETH WITH MPEIOTBPATUTD.

3.3. [Ipu HaCTYIUUICHUH OOCTOSITENILCTB, YKa3aHHBIX B I1. 3.2 HACTOSIIETO JI0TOBOpa, kKaknas CTopoHa
JOJDKHA 0e3 MpOMeIJIeHUs] U3BECTHTh O HHUX B MUCbMEHHOM Buje Npyryio CtopoHy. M3BemieHue TOMKHO
coJlepKaTh JAaHHBIE O XapaKTepe OOCTOATENBCTB, a TaKKe O(HIMAIbHBIE JOKYMEHTHI, YIOCTOBEPSIOIINE
HaJIW4hEe J3TUX OOCTOSATEILCTB U, IO BO3MOXHOCTH, OAaOIIHWE ONLCHKY HX BJIUAHWA Ha BO3MOXHOCTH
ncrioHeHwsI CTOPOHOM CBOMX 0053aTEILCTB 10 HACTOSIIIEMY JOTOBODPY.

3.4. B cnyyae HacTyIUieHHS 00OCTOSTEIBCTB, IPEyCMOTPEHHBIX B I1. 3.2 HACTOAMIETO JIOTOBOPA, CPOK
BbINOMHeHUsT CTOPOHOW 00s3aTeNbCTB MO HACTOSIIEMY JIOTOBOPY OTOJBUTAETCS COpPa3MEPHO BPEMEHH, B
TEYECHUC KOTOPOTO HeﬁCTByIOT STH OOCTOSITENLCTBA U UX IIOCJICACTBHUA.

3.5. Ecnm mactynmuBIIne 0OCTOSTEIHCTBA, MEPEUUCICHHBIE B 1. 3.2 HACTOSIIETO JOTOBOpa, M UX
MOCIIEACTBUS TPOJOIDKAIOT JIEHCTBOBAaTh Oojee NBYyX MecsieB, CTOPOHBI MPOBOIAT JIONOJHHUTEIHHBIC
NIEPETOBOPLI AJIA BBIABICHUSA IIPUEMIICMBIX aJIbTCPHATHUBHBIX CIIOCO00B HUCIOIHEHUS HaCTOAIIETO JO0roBOpa.

4. Pa3pemienue cropos

4.1. Bce cniopsl ¥ pa3HOTIacHsl, KOTOPhIE MOTYT BOSHUKHYTH IPY UCTIOJHEHNHN yCIIOBHA HACTOSIIETO
noroopa, CTOpOHBI OyIyT CTPEMHUTHCS Pa3peliaTh MyTEM IIePErOBOPOB.

4.2. Crnopel, HE YperyJaUpOBaHHBIE ITyTEM IIEPETOBOPOB, pa3peliaroTcs B CyAeOHOM IMOpSIIKE,
YCTaHOBJICHHOM JICMCTBYIOIIMM 3aKOHO1aTeNIbcTBOM Poccuiickoit @eaepariuu.

5. Cpox neiictBus JloroBopa.
IMopsaok n3MeHeHNsI U PACTOPKEHHS T0r0OBOPa



5.1. Hacrosmmii q0rOBOp BCTyIaeT B CHIIy ¢ MOMEHTa MoAmNHCaHWSA ero odemmu CTOpoHAMH U
JIEHCTBYET 10 MOMEHTa uconHeHrs: CTOpOHAMHU BCEX B3SITHIX Ha ceOst 00513aTebCTB.

Opranuszanus 00s3yeTcs B paMKax HACTOSIIEro J0rOoBOpa OPraHM30BaTh MPOXOXKIECHUE YUCOHOU U
MIPOM3BOACTBEHHOM, B TOM YHCIIe MPEAIUTUIOMHON MPAaKTHKHU cTyneHTamu Puinaia Ha CPOK C MOMEHTa
noanmcanus CTOpoHAMH HACTOSIIETO foroBopamw a0 " " T.

5.2. o cornamenuto CTOPOH HACTOSIIHIA JOTOBOP MOXKET OBITh U3MEHEH WIIM PACTOPTHYT.

6. 3aKiII0unTEIbHbIE MOJI0KEHHS

6.1. Bce u3MeHeHHMs M JOIOJHEHUS K HACTOSIIEMY [OIOBOPY JOJDKHBI OBITH COBEpIIECHBHI B
MUCHMEHHOH (opMe 1 MOJAMHUCAHBI YIOJTHOMOYEHHBIMH MpeAcTaBUTeIsIMU CTOPOH.

6.2. CTopoHbI 0053yIOTCSI MUCBbMEHHO M3BELATh APYT APYra O CMEHE PEKBH3HMTOB, aJpECOB M MHBIX
CYIIECTBCHHBIX U3MEHEHMSX.

6.3. Hacrosimuii 4oroBop cocTaBjeH B ABYX 3K3EMIUISIPAX, UMEIOMIMX PABHYIO IOPUAHYECKYIO CUILY,
110 OAHOMY U1 Kax a0 u3 CTOpOH.

6.4. Bo BceM oOCTalbHOM, 4YTO HE YpEryjlupOBaHO HACTOAIIMM JA0rosopoM, CTOpOHBI
PYKOBOJACTBYIOTCSI IEUCTBYIOIMM 3aKOHOAATENbCTBOM Poccuiickoit denepanuu.

7. PexBu3zutsel u noanucu CTopoH

Puinal ¢enepajbHOro rocy1apcTBeHHOI0 (HauMeHOBaHNE OpPTaHU3AINH)
ABTOHOMHOI0 00pPa30BaTeIbHOI0 YUPeKICHUS
BbICIIEero o0pa3oBanus «Poccuiickuii (MecToHaxX0XICHHE)
rOCYJApPCTBEHHBIN I'YMaHUTAPHBIH NHH

YHUBEpPCUTET» B r. lomoxenoBo KIIIIT

Mockosckoii o0sactu (pusman PITY B r. Temn.:

JlomoaenoBo) daxc:

Kamupckoe m1., fom 4, kopn. 2, MO, lomoaenoBo,

142001,

WHH 7707033405

Temedon 8-496-793-13-23

W.o. nupekropa ¢uinana

(®UO) ( )




MNPUJIOKEHHUE 2
MHUHOBPHAYKHU POCCHUHA

Jey

Yorm, o
s e

BBICIIIETO 00pa30BaHuUs
«Poccuiickuii rocy1apCTBEHHBIN I'yMaHUTAPHBINA YHUBEPCUTET
(®wmman PITY B r. JloMoaenoso)

Otnenenne cpeqHero nmpodeccnoHaIbLHOT0 00pa30BaHUs

Ounmnan penepanbHOro rocy1apcTBEHHOTO aBTOHOMHOI'O 00pa30BaTEeNIbHOTO YUPEKICHUS

I/IHIII/IBI/II[yaJIbHOC 3aJaHHue

Ha MIPOU3BOICTBEHHYIO MPAKTUKY (MPEIIUIIIOMHYIO)
Tema:
OOGyuaromiero(eit)cs
['pymnma
CrenuaabHOCTE

46.02.01 lokyMeHTAIIMOHHOE 00eCIIeYeHHE VIIPABJEHUA W AapXUBOBEICHUE

PykoBoauTens npakTuku
OT OpraHu3aluu

(oImKHOCTB, (.11.0.)

PykoBoauTenb NpakTUKu
ot otxenenusa CI1O

(IOMWKHOCTB, (.1.0.)




IMPUJIO)KEHUE 3

ATTeCTANUOHHBIN JHUCT N0 [IpeqanmIOMHOM IPAKTUKE

8UO NPAKMUKU
CTYACHT

QO

oOyuaromuiics Ha kypce o crenuanbHocTy CITO 46.02.01 JIokyMeHTAlMOHHOe

odecrneyeHHe VIIPABJEHHS U APXMBOBE/ICHUE

KOO U HAUMEHOBAHUE cneyudivHocmu

YCIHEIIHO MPOIIeN NPEATUIIIOMHYIO PAKTUKY B 00beme 144 yaca B

HAUMEHOBAHUe OP2aHU3aYUL, I0pUOUYecKull aopec

HaunmeHnoBaHue npogeccHOHATbHBIX KOMIIETEHINH 0CBAUBAEMbIX B MIEPHO/I NP eI IUIIIOMHOMI

NMPaKTUKHU

HanmenoBanwue npodeccnoHaIBHBIX KOMITETSHITHIA

YpoBeHb OCBOCHHUS
npodeccuoHaNbHBIX
KOMIIETEHIINI

(ot 1 no 5 GannoB)

OK 01. Beibupats crioco0b! pereHus 3agad npodeccruoHaIbHON
JeSITeIbHOCTH PUMEHUTENFHO K Pa3IMYHBIM KOHTEKCTaM

OK 02. Ucnonb30BaTh COBPEMEHHBIE CPEICTBA MTOMCKA, aHAIIA3A U
WHTEpIIpeTaluy HHPOPMAaNnH, 1 HHHOPMAITUOHHBIE TEXHOJIOTHUH JIJIS
BBITIOJTHEHUS 33]1a4 TPOGECCHOHANIBHOMN JIEATEIIbHOCTH

OK 03. IInanupoBaTh U peain30BbIBATh COOCTBEHHOE NMPO(EeCCHOHATIBHOE U
JIUYHOCTHOE Pa3BUTHE, IPEITPUHUMATENBCKYIO AEATENbHOCTD B
npodeccuoHa bHOM cepe, MCIOIb30BaTh 3HAHUS 110 (PUHAHCOBOH
I'PaMOTHOCTH B Pa3JIMYHbIX )KHU3HEHHBIX CUTYaIUSIX.

OK 04.9¢dhexTBHO B3aMMOAEHCTBOBATh U pabOTaTh B KOJUIEKTUBE U
KOMaHJe

OK 05.0Ocy1mecTBIsITh YCTHYIO ¥ IUCHbMEHHYI0 KOMMYHHKAITHIO Ha
rocynapcTBeHHOM si3bike Poccuiickoit @enepanuu ¢ yueToM 0coOeHHOCTEH
COLIMATIBHOIO M KYJIBTYPHOTO KOHTEKCTA

OK 06.11posBIATh Tpak1aHCKO-TTATPHOTHYECKYIO TIO3ULIUIO,
JIEMOHCTPHUPOBATH OCO3HAHHOE ITOBEACHNE HAa OCHOBE TPAAUIIMOHHBIX
00111e4YeI0BEYeCKMX IEHHOCTEH, B TOM YHCIIE C YU4ETOM rapMOHU3ALUH
MEXHAIIMOHAIBHBIX I MEKPEIUTHO3HBIX OTHOIICHNH, MPUMEHAThH
CTaHJIaPThl AHTUKOPPYIITHOHHOTO MTOBEACHNSI.

OK 07.CopneiicTBOBaTh COXpaHEHUIO OKPYKAIOLIEN CpeIbl,
pecypcocOepekeHH0, MPUMEHSTh 3HaHUA 00 U3MEHEHUH KIUMaTa,
MIPUHIMITEI OEPEKITHBOTO MTPOU3BOJICTBA, SPPEKTHUBHO JIEHCTBOBATH B
Ype3BhIYAIHBIX CHTYAIUSIX.

OK 08.Mcnonb30BaTh cpeacTBa GU3MUECKON KYIbTYpBI AJISl COXPaHEHHUS U
YKpEIUIEHHsI 37I0pPOBBS B IIpoliecce MPodeCCHOHANBHON AEATEIEHOCTH U
HojIep KaHusl He0OOXOJMMOT0 YPOBHS (pU3HYECKOHN MOATOTOBICHHOCTH.

OK 09.IToas30BaTbes MpoheCCHOHANBHOMN TOKYMEHTAIMEH Ha
rOCy/IapCTBEHHOM M WHOCTPAHHOM SI3BIKAX

[IK 1.1. OcymecTBnsaTs npuém-niepeaady ynpabieHIecKoi HHPOpMAaLIUH ¢
MIOMOIIBIO CPENICTB HH(GOPMALIMOHHBIX U KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH




IIK 1.2. KoopauaupoBaTh paboTy MPHUEMHOM PYKOBOIUTEIS, 30H ITpHUEMa
pa3IMYHBIX KATETOPUM MOCETUTENEH OpraHu3aluu

[1K 1.3. BnageTs HaBbIKaMH IJIAHUPOBAHUs paboyero BpeMeHH
PYKOBOAMTENS U CEKpeTapst

[IK 1.4. OcymiecTBIsTh MOATOTOBKY JEIOBBIX MOE3/I0K PYKOBOJUTENS U
JPYTUX COTPYIHUKOB OPTaHU3ALUI

[IK 1.5. Bmagets cioco6aMu opranuzaniy pabodero NpocTpaHCTBa
MpUEMHON M KaOMHETa PYKOBOAMUTEIIS

[IK 1.6. OcymecTBasTh pabOTy MO OATOTOBKE U MTPOBEACHUIO
KOH(EPEHTHBIX MEPONIPHUTHI, 00ecTiedyrBaTh MH(POPMALIMOHHOE
B3aMMOJICHCTBUE PYKOBOJUTEIS C MOAPA3IEICHUSIMUA M JOKHOCTHBIMH
JMLAMH OpTaHu3aluu

[IK 1.7. OdopmiaTs OpraHu3aIMmOHHO-PACTIOPSIIUTENBHBIE TOKYMEHTHI U
OpraHHU30BEIBaTh PaOOTY C HUMH, B TOM YHUCJIC C UCIIOJIb30BaHUEM
ABTOMATU3UPOBAHHBIX CUCTEM

[IK 1.8. OQopMIIATE TOKYMEHTHI 110 TUIHOMY COCTaBY U OPTaHU30BHIBATh
paboTy ¢ HUMH, B TOM YHUCJIE C UCIIOJIb30BAHNEM aBTOMAaTH3UPOBAHHBIX
CUCTEM

IIK 1.9. OpranuzoBbIBaTh TEKYyIEE XpPaHCHHUE JOKYMEHTOB, 00pa00OTKY e
JUTSL OTIEPATHBHOTO M ADXHUBHOTO XPAHCHUS, B TOM YHCIIC C HCIIOJIb30BaHHEM
ABTOMATU3UPOBAHHBIX CUCTEM

[IK 2.1. OcymiecTBAsTh KOMIUIEKTOBAaHNE ApXUBHBIMH JIEITaMU
(moxymeHTaMu) apXyBa OpraHU3alNuN

[IK 2.2. Bectr y4€T apXHBHBIX A€l (IOKyMEHTOB), B TOM YHCIIE C
HCIOJIb30BAHUEM aBTOMATH3MPOBAHHBIX CUCTEM

[IK 2.3. OcymiecTBasATh XpaHEeHHE apXHUBHBIX €T (TOKYMEHTOB) C
MOCTOSIHHBIM CPOKOM XPaHEHUS U M0 JINYHOMY COCTaBY B apXHBE
OpraHu3aluu

IIK 2.4. OcymiecTBIsSITh XpaHEHHE, KOMILICKTOBAHUE, YUET U
WCTIONIH30BaHUE A€l (JIOKYMEHTOB) BPEMEHHOT'O XPAHCHHUS

[IK 2.5. OcymiecTBisTh UCIIOIB30BaHUE APXUBHBIX Jie] (JJOKYMEHTOB), B
TOM YHCIIE C UCIIOJIb30BAHUEM aBTOMATH3HPOBAHHBIX CHCTEM

IIK 3.1. OcymiecTBisTh MOATOTOBKY YIPABIEHUECKUX JOKYMEHTOB U
BEJICHHE JISJIOBOM NEpPENUCKU

[1K 3.2. BmageTh 3aK0HOAATENBHON 1 HOPMAaTHBHO-METOAMYECKON 0a30ii
JIOKYMEHTAIIMOHHOTO 00ecTieueHHs YIIPaBIeHMsI.

I1K 3.3. BecTu cuCTeMBI IOKyMEHTAI[MOHHOTO 00ECIICYCHHUs YITPaBJICHUs Ha
0a3e HOBEHIINX TEXHOJIOIUH

Hrtorosas onieHka KOMIOETEHIINN

Jara « » 20 1.

ITonnuce OTBETCTBEHHOIO JIMIIA /

opranu3anuu (6a3sl MPaKTUKHU)

[Toanuck pykoBoauTens /

DUO/0onzcHocmo

DOUO/0onscHoCmb
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dunman peaepanbHOro rocy1apCTBEHHOTO aBTOHOMHOI'O 00pa30BaTEeIbHOIO
YUPEXKACHUS BBICILIETO 00pa30BaHUs
«Poccuiickuii rocy1apCTBEHHBIN T'yMaHUTAPHBINA YHUBEPCUTET
(®wmman PITY B 1. JloMoaenoso)
OtaeneHue cpeHero npodeccnoHaaILHOro 00pa3oBaHus

AHEBHMHUK

NPaKTHKH

Crynenra

(Damunus, uMsi, OTYECTBO)

Kypc 3 I'pynna JK-31/9

CnennaabHocTh 46.02.01 JIokyMEHTAIIHOHHOE 00ecIieueHne

YHPAaBJCHUA U APXUBOBCJICHHUE

Cnenmnaamsanus

Homonenoso, 20



IMAMSITKA V. OT3bIB pyKOBOAUTENSA NPAKTUKHU OT OPraHU3alMu

(C yKa3aHI/IeM OIICHKH U CTCIICHU TeOpeTI/I‘IeCKOfI IIOAIOTOBKH CTyHeHTa, KayecTBa BBIHOHHGHHOﬁ
AJISl CTYAEHTOB, JONYUIEHHBIX K MPOX0KIEeHUI0O MPAKTUKHU

1. K mpakTuKe I0ITyCKatoTCsl CTyI€HTHI, TIOJTHOCTHIO BHIIIOIHUBIINE yUeOHBIN IUIaH
TEOPEeTUYECKOro 0OyUYEHUs..

paboThI, TPYAOBOH TUCUUILUIMHBI U HEAOCTATKOB, €CIIM OHU UMENIN MECTO)

2. Ilepen BBIXOIOM Ha MPAKTUKY CTYJIEHT 00sI3aH:
— TMPOWTH BBOJHBIN MHCTPYKTAX MO OXpaHe Tpyaa, TEXHHUKE 0e30MacHOCTH

Y IIPOU3BOJCTBEHHON CAaHUTAPHUU B MECTAX IIPAKTUKU; IToamucek pykoBoanTes

— O3HAaKOMHUTBCS C TIOJOKEHHMEM 00 Y4eOHOH M NPOU3BOACTBEHHOH op OpraHu3aluu ( )
NPaKTUKE OOYYarOUIMXCsl MO IMpOrpaMMaM CpenHEro Mpo¢)ecCHOHANBHOTO

o0Opa3oBaHus;

— O3HAaKOMHTBCS €  IPOrpaMMOMl  IPaKTUKM 10  CHELUAIBHOCTH « » 20 I
(cnermuanm3anm);

— MOIYyYHUTh MHIUBUAYAIBHOE 3a7aHue, JHEBHUK MIPaKTHKH,

aTTECTAIIMOHHBIN JINCT;

V. PeKOMeH}IaHHI/I, 3aME€YaHusl U OCHKA PYKOBOJAUTES IPAKTUKHA OT
— MOJY4YUTb MECTOANYCCKHUEC PCKOMCHAAIINN.

dunuana no pe3yabTaTaM MPOX0KIEHUSA CTYAEHTOM NMPAKTHKH
3. B memsx mydmieil mOArOoTOBKH K MPAKTHKE CTYICHT MOJDKEH O03HAKOMHUTHCS C
COJIep)KaHUEM TMPECTOSIIUX PAdOT C YYETOM BUJIOB JICATCILHOCTH OpraHU3alHH,

coOpaTh M H3Y4YUTh PEKOMEHIYEMYIO IUTEpaTypy, MOJIYYUTh HEOO0XOIUMBIE
OneHka NPaKTHKHU CTYICHTA

KOHCYJIbTAllMU PYKOBOJMTEIISI MMPAKTHKH 110 BOIPOCAM OpPTaHU3AIMU U METOJIMKE
pabor.

4. B nmepros NpOXOXJICHUS MPAKTHKH CTYIEHT 00s53aH BBINOIHATH TPEOOBAHUS,
u3nokeHHble B [lOMIOKEHWHM O TPaKkTHKE CTYJCHTOB IO 00pa30BaTeIbHBIM

ITopnuces pykoBoauTENS

TIPOrpaMMaM CPeIHEro IPOdecCHOHATBHOIO 00Pa30BaHMS.
ot otnenerust CITO ( )

5. HHCBHI/IK IMPAKTHUKHX 3aIll0JIHACTCA JIMYHO CTYACHTOM. 3anucu 0 BBINOJHEHHBIX
paGOTax IMPOU3BOJATCA C€XKCIAHCBHO M 3aBCPAIOTCA IOANHCBIO PYKOBOAUTEIIA
IIPAKTHKHU. « » 20




Yucio, Kparkoe cozepikaHUe BHIIOTHEHHBIX IMoanuch pyKOBOAUTENS
MecHIl, paboT mo Bompocam paszena (TeMbl),
rox [POrpaMMBbI IPAKTHKH
|. HampaBieHue
1. damuiusi, UMsi, OTYECTBO CTYACHTA

2. CrnennansHocThb 46.02.01 /IoKYMEHTAIMOHHOE 00eceYeHe YIIPABJCHHUS W apXMBOBEACHHE

3. Cnenpanu3anus




4. MecTo MIpaKTUKA

(HaMMeHOBaHNE OPTaHU3AIINH)

(anpec, TenedoH)

5. CpoK NpakTUKH ¢ 20 r. mo

20 r.

6. PykoBonutens npaktuku ot otaeneHus CII0

Crynent (

I1. JaTbl NpoXo:KAeHnsI MPAKTUKHU

) 1. [TpuOBLT HA MECTO TPAKTHKH

20

(moamuce)

« »

(©.1.0.)2. TIpomen HHCTPYKTAXK 110 TEXHUKE OE30MacHOCTH 201 1.

HOZ[HI/ICB PYKOBOAUTEIIA MPAKTUKU OT OpraHu3anuun
20 r M.IL (




I11. 3anucu o padoTax, BbINOJHEHHBIX CTYIEHTOM HA MPaKTHKe

Ywucno,
MeECsIII, TOJT

Kpatkoe coaepskanue BHITOTHEHHBIX
paboT 1o BompocaM pasjena (TEMBI),
MpOrpaMMbl IPaKTUKU

[loanucu pykoBoaurens




Ywucio,
MecsIl,
rox

Kparkoe conepskanue BBHITOTHEHHEIX
pabot no Bompocam paszena (TeMbl),
TIPOTPaMMBI TPAKTHKA

[Toanucu pykoBoauTenst




Yucro,
MecsLl, ToJ1

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

IMoanucu pykoBoguTens




Ywucio,
MecsIl,
rox

Kparkoe conepskanue BBHITOTHEHHEIX
pabot no Bompocam paszena (TeMbl),
TIPOTPaMMBI TPAKTHKA

[Toanucu pykoBoauTest
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®DenepanbHOE TOCYAaPCTBEHHOE aBTOHOMHOE 00pa30BaTeIbHOE YUPEKICHHIE
BBICITIETO 00pa30BaHUs
«Poccuiicknii rocyapcTBeHHbII T'yMAHUTAPHBIN YHHBEPCUTET
(PITY)
®uanaia B r. loMoaeaoBo

OTYET

O MPOXO0KICHUHN HpOHSBO}ICTBeHHOﬁ NMPaKTUKH (Hpe[[I[I/IHJIOMHaﬂ)

(HaMMEHOBaHUE OPTraHU3aLMN )

c" " 20 r.mo"__ " 20 r.

CTyZEHTa Kypca
o0yyaroerocs o CenuagTbHOCTH

46.02.01 loxymeHTAaUMOHHOE 00ecnieyeHHne YIIPaBJIeHUs] M ApXUBOBe/IeHIe

(amunust, ©Msi, OTHECTBO)

Pykoeooumenu:

OT MIPEANpUATHS (OpPraHU3AIIH) (Damunmst, ©Ms1, OTIECTBO)

(HOHHI/ICL)
oT pmmana (Dammnst, TMsI, OTIECTBO)

(moamuce)

CTYIEHT

(moamucs)



INPUMEPHOE COAEPKAHUE OTYETA 110 ITPAKTHUKE

1. OO0mas xapaKTepUCTUKA OPraHU3ANMHU:

1.1. OpranuzanuoHHO-TIpaBoBast Gpopma;

1.2 . Cdepa nesTenbHOCTH;

1.3. XapaxTep BBIOIHIEMBIX padboT (YCIyT);
1.4. OO0miast XapakTepUCTHKA ACITCIBHOCTH,
1.5. OpranuzaiionHas CTpyKTypa.

2. AHAJIU3 eSITeILHOCTH OpPraHu3anum (0Taesia):

2.1. ®OyHKIMYU, BBITONHAEMbBIC CTPYKTYPHBIM TOJPA3ACICHUEM OpraHU3allii, B KOTOPOM CTYJCHT
MIPOXOIIII IPAKTHKY;

2.3. OyHKIWOHATBHBIE O0SI3aHHOCTH JOJDKHOCTHOTO JIMIA, B JOJDKHOCTH KOTOPOTO CTYIEHT
MIPOXOJTAIT TIPAKTHKY.

3. Couepmalme BBITNIOJIHEHHBIX CTY1€HTOM BUA0B paﬁOT Mo mporpamMmme NMNpaKkTukKu;

4. 3any)1HeHI/lﬂ H CJI0KHBI€ BOIIPOCHI, BOZHUKHIME IIPU H3YIYCHUH KOHKPETHBLIX A€ H
MaTepuaJjaoB.

[Ipumeyanue:
TpedoBanus Kk 0()OPMIIEHHIO OTHETA

OTueT cocTaBnsieTCss B OJCKTPOHHOM BHJE M pacleyarhiBacTcsl Ha Iuctax Qopmara A-4,
BKJIQ/IBIBAETCS B MAIKY-CKOPOCIINBATENb. TekeT 0OopMIISIETCs] B COOTBETCTBUH ¢ TpeboBaHusMU. [leuataeTcs
yepes 1,5 unrepBaia. Ceepxy cTpaHuilsl aenaercs orctym 20 mm, ciesa — 20 — 30 mwm, cripaBa 10 MM, CHU3Y
— 20 MM. AG3amHbIe OTCTYIBI JOJDKHBI OBITh paBHBI 5 3HakaM. Hymepalnys cTpaHUIl CIJIONIHAS — CBEPXY
MOCepe/IMHE JIMCTa Ha OTCTyIe. TUTYIBHBIA TUCT He HyMepyeTcs. Ha cieyromiem 3a HUM JIMCTOM CTaBUTCS
HOMeED «2» U 0(hOPMJISIETCS COJIEPIKaHUE OTYETa C MPOCTABICHHBIMH HOMEPaMHK CTPAHHUII.

ITo oxoHYaHUU NPAaKTUKHU CTYACHT 00s13aH NpeaACTAaBUTDb:

1. XapakTepuCcTUKyY ¢ MecTa PAKTUKH, 3aBEPEHHYIO PYKOBOIUTEIEM OPraHU3allnH;

2.JlHEBHUK TIPaKTHKU (B KOTOPOM €KEIHEBHO KPATKO 3alUCHIBAIMCHL KOHKPETHBIE CBEICHHUS O
MpOJIeIaHHON paboTe B TEUEHHE KAKIOTO JHS, 3aBePseMble TIOIICHI0 PYKOBOAMUTEISI IPAKTUKH);

3. ATTeCTaMOHHBIN JIHCT;

4 TTuCbMEHHBIH OTYET O MPOXOXKACHUU NMPAKTHKU (C MPUIOKEHUEM, BBITOJHEHHBIM 3aJaHHEM Ha
NPaKTHUKY).



HNPUJIOXKEHHUE 6

XapaKTepuCTHKA

Ha oOyuaromierocst otnenenus cpeaHero npodeccnonaabHoro oopasopanns Ounmmnana PITY
B I. JlomoznenoBo

(®UO)
I'pynnsl

CrnenuaibHOCTh

46.02.01 /JTokyMeHTAI[MOHHOE 00ecleYeHHe VIIPABJCHUS H aPXHBOBEICHHE

(KO[[ 1 HAaUMCHOBAHHEC CHCL[I/IEU'ILHOCTI/I)

MIPOXOUBIIETO (IIeH) MPAKTHKY

Ha Oaze:

(Ha3BaHME OPraHU3ALUN)

10 MPOU3BOJACTBEHHOI MpaKkTHKe (MPeTHIIOMHOI)

(yueGHOM. POM3BOACTBEHHOM (110 IPO(UITIO CHELHATBHOCTH, IPEAIUIIIOMHO#) MPaKTHKE)

IMoka3aTesin BbINOJTHEHUS] IPOU3BEIEHHBIX 32 JAHMI:

YPOBEHb TEOPETHUUECKON TTOATOTOBKH

Ka4€CTBO BBIIIOJIHCHHBIX pa60T

YPOBEHb MPAKTUUYECKOHN MOTOTOBKH

BriBoABI U IpEIOKEHUS

Jara « » 20 T

PYKOBOZ[I/ITCJ'IB IMPAKTHUKHU OT
OpraHU3aInu ( )
MH . (®UO) (Iloamucs)







