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1 OBIIASI XAPAKTEPUCTUKA PABOUYEWM ITPOI'PAMMBI ITPEJITATLIOMHOM
INPAKTUKH

1.1. He.]'lb H INIAHUPYEMBIC PE3YJbTAThI OCBOCHUS Hpen)lHHJIOMHOﬁ NMPaKTUKHU

[IpennumuioMmHas HpakTHKa MPOBOAMTCA HENPEPHIBHO IIOCIE OCBOCHHS Yy4eOHOIl
MIPAKTUKU U MPAKTHKH O Moo crienuaibHOCTH. [IpeaumnomMnas mpakTuKa HalpaBjieHa Ha
yriayOJieHHe CTYIEHTOM IE€PBOHAYAIBHOIO MPOPECCHOHATIBLHOIO OIbITa, pPa3BUTHE OOIIUX U
po¢eCCHOHABHBIX KOMIIETEHIIUH, MPOBEPKY €ro TOTOBHOCTH K CAMOCTOSITENIHOM TPYyJOBOM
NEeSTENBHOCTH, a TAK)KE Ha MOATOTOBKY K BBHIIIOJHEHUIO BBIMTYCKHON KBaNU(UKAIIMOHHON paboThI
(AUMIIOMHOTO MTPOEKTA).

PabGovass mnporpamma mNpeIAUIUIOMHON TPAKTHKUA SBISETCS COCTAaBHOW 4YacThIO
OCHOBHOU oOpa3zoBatensHOi mporpammbl B cootBeTcTBuu ¢ OI'OC CIIO mo crnenuaibHOCTH
46.02.01 JloxkymMeHTallMOHHOE OOECIeUeHUE YMpaBJIECHUS W apXUBOBEICHHUS B YaCTH OCBOCHUS
KBTA(DUKATIHH.

Oonacms npogeccuonanvnoii O0eamenbHOCMuU BbINYCKHUKA: JICSITEIbHOCTh B
CeKkpeTapuaTax, cilyk0ax JOKyMEHTAllMOHHOI'O OOEcreueHus, KaJpoBbIX CIyX0ax M apXuBax
rOCy/lapCTBEHHBIX OpraHOB U YUPEXKJEHHUH, B OpraHax MECTHOTO CaMOYTpaBJiCHHUS,
HETOCY/apCTBEHHBIX OpPTraHU3alUsIX BceX (HOpM COOCTBEHHOCTH, OOIIECTBEHHBIX OPraHM3AIMIX
(YupexaeHusx).

Obvexkmul npogheccuonanvbHoIl deamenbHOCmu 6bINYCKHUKA:

— JOKYMEHTBI, CO3/IaHHbIE JTIOOBIM CIIOCOOOM JOKYMEHTHPOBAHUS;
— CHCTEMBI JOKYMEHTALIMOHHOI'O 00€CTIeUeHHs YIIPaBICHUS;

— CHCTEMBI JJIEKTPOHHOTO JOKYMEHTO000POTa;

- apXUBHBIC IOKYMEHTHI,

-~ TEPBHUYHBIC TPYIAOBBIC KOJJIECKTUBBI.

Buowt npogpeccuonanvnoit 0oeamenvnocmu bInyCKHUKA:

- Opranuzanys JOKYMEHTAlIMOHHOTO OOECHEeYeHHUs YIpaBlieHUus U (YHKIMOHHUPOBAHUS
OpraHu3aIuu.

- Opranuzanus apxvuBHOW M CHPAaBOYHO-UH(DOPMAIIMOHHONW paboThl MO JOKYMEHTam
OpraHu3aIuy.

- Bemonnaenne pabot no npodeccuu ciyxamiero 46.01.03 Jlenonponu3BoauTens.

1.1.1 TlepedeHp 0OUTMX KOMIETEHIIHMA

Kog HanmMeHnoBaHue 00IIMX KOMIETEHIUH

OK 1 BeiOupats criocoOs! pereHus 3a1ad npodeccuoHaNbHOM NesITeTbHOCTH,
MPUMEHHUTEIHHO K Pa3JIMYHbIM KOHTEKCTaM.

OK 2 Hcnonb30BaTh COBPEMEHHBIE CPEICTBA MTOMCKA, aHANIM3a U UHTEPIIPETALINT

nH(popManuy U HHPOPMAITMOHHBIC TEXHOJIOTHH JIJIS BBIIIOJIHEHUS 33729
po¢eCCUOHATBHON JEATETLHOCTH.

OK 3 [ImanupoBath U peann3oBbIBaTh COOCTBEHHOE MPO(HECCHOHATHFHOE U JIMYHOCTHOE
pa3BUTHE, MPEINPUHUMATEIHCKYIO IEATEILHOCTh B IpodeccuoHaibHOM chepe,
UCIOJIb30BaTh 3HAHUS MO0 (PUHAHCOBOM IPaMOTHOCTH B Pa3IUMYHBIX KU3HEHHBIX

CUTYaIUsIX.
OK 4 O} PexTuBHO B3aUMOJIEHCTBOBATh U pabOTaTh B KOJUIEKTUBE U KOMaHJE.
OK 5 OcyniecTBIATh YCTHYIO Y MUCBbMEHHYI0 KOMMYHUKAIMIO HA TOCYJaPCTBEHHOM

s3pike Poccuiickoit denepanuu ¢ y4eToM 0COOEHHOCTEH COIMANTBHOTO U
KYJIbTYPHOTI'O KOHTEKCTA.

OK 6 [TposiBRsATH rpak1aHCKO-TIATPUOTUYECKYIO TTO3HUIIHIO, TEMOHCTPUPOBATH
OCO3HAHHOE MOBE/ICHUE Ha OCHOBE TPAJUIIMOHHBIX 00IEYeTIOBEYECKIX [IECHHOCTEH,
B TOM YHCJIE C YYETOM rapMOHHU3AIIMU MEKHAIIMOHAIIBHBIX M MEKPEJIUTHO3HbBIX




OTHOMCHHﬁ, INPUMCHATH CTAHAAPTHI AHTUKOPPYHIITMOHHOI'O IMMOBCACHM.

OK7

CopeiicTBOBaTh COXPAHEHUIO OKPYXKAIOIIEH Cpeibl, pecypcocOepeKeHHIO,
NPUMEHATH 3HaHUS 00 U3MEHEHUH KJIMMaTa, IPUHIUIBI OePEXITUBOTO
IIPOM3BOJICTBA, 3P (PEKTUBHO AECHCTBOBATH B YPE3BbIUAHBIX CUTYALMAX.

OK 8

Hcnonw3oBaTh cpencTBa GU3MUECKOM KYIbTYPHI 111 COXPAHEHUS U YKPETIICHUS
3JI0pOBb B Ipoliecce NPOoPecCHOHATBHOM NEATENbHOCTH U TOIePKaHHS
HE00X0IMMOTr0 YpOBHS (HHU3HUECKON MOATOTOBIEHHOCTH.

OK9

[Tonb3oBaThes MpodeccuoHaNbHOM TOKyMEHTalUel Ha TOCYJapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX.

1.1.2 TlepeueHb mpohecCHOHAIBHBIX KOMIETSHUUH

Kog HanmMeHoBaHue BUIOB JI€ATEIBHOCTH M PO ECCHOHATBHBIX KOMIETEHINH

B 1 Ocy1iecTBieHHEe OPraHU3alMOHHOTO M JOKYMEHTAI[HOHHOTO 00eCTIeUeHHS
JESITeIbHOCTH OPraHU3aLluu.

K 1.1 Ocy1ecTBiATh IpueM-nepeiady yupaBieHuYeCKoH HHPOPMALIUHU C TOMOIIBIO

o cpeacTB MHPOPMALMOHHBIX 1 KOMMYHUKALIMOHHBIX TEXHOJIOTHH.

K 1.2. KOOp)IPIHI:IpOBaTI) pa603y MIPUEMHON PYKOBOJUTENS, 30H IIPpHUEMa pa3IndHbIX
KAaTEeropui NOCETUTENICH OpraHu3aliH.

K 1.3, Braners HaBbIKaMM IUTAaHUPOBAHUS pabovero BpeMeHU pyKOBOJIUTENS U
ceKpeTaps.

K 1.4. Ocy1ecTBIATh IOATOTOBKY J€JIOBBIX 10€310K PYKOBOJUTENS U JPYTUX
COTPYJHUKOB OpPTraHU3aLHH.

K 1.5, Brnaners ciocobamu opranuzanuy pabouero npocTpaHcTBa NIPUEMHOMN 1
KaOWHETa PYKOBOJIUTEIIS.
Ocy1ecTBiATh paboTy MO MOATOTOBKE U MPOBEIEHUIO KOH(EPEHTHBIX

[IK 1.6. MEpOIPUATHH, 00ecreunBaTh UHPOPMAILIMOHHOE B3aUMOJICHCTBUE PYKOBOIUTEIS
C Mojipa3AeNIeHUsMHU U JOHKHOCTHBIMU JIMIIAMH OPTaHU3aLIUH.

K 1.7, OdopmIIATh OpraHu3alMOHHO-PACTIOPSIUTEIbHBIE TOKYMEHTHI U OPIraHU30BbIBAThH
paboTy C HUMH, B TOM YHUCJIE C UCIOJb30BAaHUEM aBTOMATU3HUPOBAHHBIX CHCTEM.

K 1.8, OdopMIATh TOKYMEHTSHI 110 JINYHOMY COCTaBY U OpPraHU30BBIBaThH paboTy €
HUMHU, B TOM YHCJIE C UCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CHCTEM.
OpraHu3oBbIBaTh TEKYIIEEe XpaHEHHUE JOKYMEHTOB, 00pabOTKY 1€ 1Jis

K 1.9. OTNIEPATUBHOIO ¥ APXUBHOI'O XPAHEHUS, B TOM YHUCJIE C UCTOJIb30BAHUEM
aBTOMATHU3HPOBAHHBIX CHUCTEM.

BJI2 Opranu3zanys apXuBHOM pabOTHI 10 IOKYMEHTaM OpraHU3alui pa3IndHbIX Gopm
COOCTBEHHOCTH.

K 2.1. Ocy1ecTBIATh KOMIIJIEKTOBAHUE APXUBHBIMU JieJIaMH (JOKyMEHTaMM) apXHUBa
OpraHM3alMH.

K 2.2, Bectu yuet apxuBHBIX J1€1 (JJOKyMEHTOB), B TOM YHUCJIE C UCIIOJIb30BAHUEM
aBTOMATHU3MPOBAHHBIX CHUCTEM.

K 2.3. OcyliecTBIATh XpaHEHUE apXUBHBIX /1] (JIOKYMEHTOB) C IIOCTOSIHHBIM CPOKOM
XPaHEHHUs U 10 JINYHOMY COCTABY B apXUBE OPraHU3aALUH.

K 2.4. Ocy1ecTBiATh XpaHEHUE, KOMIUIEKTOBAHHE, YUET M UCIIOJIb30BaHUE AEI

) (IOKYMEHTOB) BPEMEHHOT'O XpaHECHHUSI.

K 2.5. OcymiecTBIATh UCIIOJB30BAaHNE APXUBHBIX A€J (JOKYMEHTOB), B TOM YHCJIE C
HCIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

BJI3 Brmonnenue pabot no pabdoueii mpodeccuu ciyxkariero 46.01.03
Jlenonpon3BoIUTEIb
Opranu3oBbIBaTh paboTy C JOKYMEHTaMH, IPUHUMATh y4acTHE B pa3paboTKe

IIK 3.1. JIOKQJIbHBIX HOPMaTUBHBIX AKTOB OPraHU3alMY 10 BOIIPOCaM

AOKYMCHTAIIMOHHOI'O obecrneueHus YIIPaBJICHUS.




IIK 3.2.

OcymiecTBiATh pabOTy MO COCTABJICHUIO U OPOPMIIEHHIO YIIPABIEHYECKOM
JOKYMEHTAIHH.

IIK 3.3.

OcymiecTBiATh paboTy o0 00pabOTKe BXOAAIINX, UCXOSIIUX U BHYTPEHHUX
JOKYMEHTOB, COJICHCTBOBATh ONTUMHU3AIINH JOKYMEHTOOOOPOTa OpraHU3aIHH.

I1K 3.4. COOTBETCTBYIOILME CTPYKTYPHBIE NIOAPA3ACICHUs JOKYMEHTOB TEKYILETO

Opraan3oBbIBaTh pabOTy MO PETUCTPAIIUH, YUETY, XPAHCHHUIO U TIEpeIade B

ACJIOITPOU3BOJCTBA.

IK 3.5.

Ocy1ecTBiATh paboTy [0 CUCTEMATU3ALMH JOKYMEHTOB, COCTaBIATh
HOMEHKJIATYPY JeJ1 U OPMHUPOBATH TOKYMEHTHI B JIejIa.

IIK 3.6. nepeyHei JOKyMEeHTOB, 0pOPMIIATh JOKYMEHTHI SKCIIEPTHON KOMUCCHH U OTIHCH

[IpoBoauTh paboOTy 1O MPOBEPKE CPOKOB XPAHEHUS JOKYMEHTOB Ha OCHOBE

JCII.

1.1.3 Ilenu npeaAUNIOMHON MPAKTUKH

HpeI[,Z[I/IHJ'IOMHaH IMPpaKTHUKa SABJISACTCA COCTaBHOM YaCThIO IMMOATOTOBKH

BBICOKOKBIU(DUIIMPOBAHHBIX CIIEIUATNCTOB, CIIOCOOHBIX aAaNTUPOBATHCA U yCIIEUTHO padoTaTh
B MIPO(UIBHBIX OPTaHU3AIHSIX.

LlenpIo MpeAAUIUIOMHOM MPAKTHKH (KBaTU(PUKAITMOHHON MU CTAXKUPOBKH) SIBISAETCS

O606H.ICHI/IC, 3aKPCIUICHUE U COBCPUICHCTBOBAHUEC B IMPOU3BOACTBCHHBIX YCJIIOBUAX 3HaHPII>i,
IMOJIYYCHHBIX CTYyACHTAMU IIpU HU3YYCHHUU O6IIICHpO(1)€CCI/IOHaJ'IBHBIX n CIICOUaJIbHBIX
JUCIUIIIINH,

an06peTeHHe HaBBIKOB OpF&HH?»&TOpCKOﬁ pa6OTBI " OIICPATHUBHOTO YIIPABJIICHUS OTACIIOM;

er'IY6J'IeHI/Ie NEPBOHAYAJIBHOI'O IIPAKTHYECKOI'O  OIIbITa o6yqa101ueroc;1 B o0Omactu
HUCCICAOBaHUA CUCTEM JOKYMCHTAITMOHHOT O obecrieueHus YIIPpABJICHUA U apXUBOBCIACHUSA,

COBEpPILIEHCTBOBAHUE IPAKTHMUECKUX HAaBBIKOB, NMPHOOPETEHHBIX B Ipoluecce y4eOHOH U
IIPOU3BOJCTBEHHOM NPAKTHK;

coop um oOpaboTka MmartepuanoB, (B TOM 4YHCIIC AUCTAHIIMOHHO) HEOOXOMHMMBIX IS
BBINIOJIHCHHS 3aJIaHUSl 110 JUIUIOMHOMY MPOCKTHPOBAHHUIO, aJanTanus OOydaromuxcs K
KOHKPETHBIM ~ YCJIOBHSIM  JCSATCIIBHOCTH TPEINPHITHA Pa3IMIHBIX  OpraHU3aI[MOHHO-
MpaBoBBIX (op.

1.1.4 3agaun npeaAUIIIOMHON IPaAKTUKHU:

3akperieHue, pacliupeHue, yriyoJeHue U cucTeMaTu3allys 3HaHUH U YMEHHM, MOTy4eHHbBIX
MIPU U3YYEHUH AUCLUUIUIMH U TPOPECCHOHATBHBIX MOYJIeH yueOHOro TiaHa
CIIEHUAJIbHOCTH, HA OCHOBE N3Y4YE€HUS AEATEIbHOCTH KOHKPETHOM OpPraHU3allu.

N3ydyeHne HOpMaTUBHBIX U METOAMYECKUX MaTepuasioB, (yHIaMEHTAIbHOMN U
MIEPUONYECKOMN

JUTEPATYpPHI IO BONIPOCAM, pa3padaThIBAEMbIM CTYJEHTOM B X0JI€ TUIUIOMHOTO
MIPOEKTUPOBAHMSI.

C6op, cuctemaTu3aiys 1 0000IIeHUE TPAKTUYECKOT0 MaTepHala Uil UCTIOIb30BaHHs B
paboTe Haj AUIUIOMHBIM IPOEKTOM, 3aJJaHUs ISl KOTOPOH BBIAAIOTCS CTY/ACHTY HE TIO3/THEE,
YeM 3a JIBe HeACH 10 Havaja IpeJAUIUIOMHON PaKTHKH.

OLICHKE[ HeﬁCTBYIOHlCﬁ B OpraHu3anu CUCTCMBI YIIPABJICHUSA, YUCTA, aHAJIM3a U KOHTPOJIA;

Pa3pa60TI<a peKOMeHI[aI_II/Iﬁ 10 €€ COBCPIICHCTBOBAHUIO.



— OO0o01IeHne 1 3aKperieHNe TEOPETUIECKUX 3HAHUH, MTOYYSHHBIX CTY/IEHTaMH B IEPUO]T
oOyueHus, GopMUPOBaHNE MPAKTUUECKUX YMEHUIN U HaBBIKOB, IPUOOpETEHUE
NIEpBOHAYAJILHOTO

- HpO(beCCHOHaHBHOFO OIIbITA I10 HpO(l)eCCI/II/I.

— IlpoBepka BO3MOKHOCTEH CaMOCTOSITEIbHOM pabOThI OyyIIEro CIEUAINCTa B YCIOBUAX
KOHKPETHOTO MPO(HIEHOTO POU3BOJICTBA.

— H3yueHue npakTUYECKUX U TEOPETUUYECKUX BOIPOCOB, OTHOCSILINXCA K TEME JUILNIOMHOIO
MIPOEKTA.

— H3ydeHue CTpyKTypbl NpeANPUATHS, OPraHU3aly U TEXHOJIOTHH IIPOU3BOICTBA, OCHOBHBIX
(GyHKIMI TPOU3BOICTBEHHBIX, JKOHOMUYECKUX U YIIPABICHUYECKUX MOIpa3iesIeHUH.

— HW3yuenue ocoOeHHOCTEN OpraHU3aIIMOHHON CTPYKTYPHI MPEANPHUSATHS U BUJIOB
ACATCIIBHOCTH.

— Wyuenue ctpykrypsl cinyx6s1 IOV, popm paboThl ¢ JOKyMEHTaMH, IITATHOI'O COCTaBa U ee
(GyHKLIUH.

— H3ydeHnue HOpMaTUBHO-TIpaBOBOM 6a3bl ciyxOb1 JIOY.

— IlIpoBenenue aHanm3a OpraHu3aly U TEXHOJIIOTUHU IOKYMEHTAIIMOHHOTO 00eCIIeYeHuUs
yrpaBJIeHHs (M3y4eHUE TOKYMEHTO000POTa, TEXHOJIOTUH 00pabOTKU JOKYMEHTOB B

TPpaAUIIUOHHBIX U aBTOMATH3UPOBAHHBIX CUCTCMAX, HpHOGpCTeHI/IC HaBbIKOB pa6OTBI C
MH(POPMAITMOHHO-TIONCKOBBIMH CHCTEMaMH ).

Ha npeaaumninoMHyro IpakTHKy HAMPABISIOTCS CTYACHTHI BBITYCKHOTO Kypca, He
HMEIOIIME aKaJIeMUYECKON 3a0KEHHOCTH.

1.2. KosimuecTBO 4acoB, 0TBOAUMOE HA OCBOEHHE NPeAIMIIIOMHON NPAKTHKH

MaxkcuManbHOU TPOU3BOJACTBEHHON HArpy3Kku oOyuatonierocs —144 yaca, B ToM yucie:
MIPEeTUTUIOMHON MpakTuku — 144 gaca.



2 CTPYKTYPA U COJIEPKAHUE ITPE/UITUIIJIOMHOM MMPAKTUKH

2.1 O0beM npeIMNJIOMHOM NPAKTHKHA U BU/IbI IPOU3BOJACTBEHHOH PadoThI

Buj npousBoacTBeHHOM padoThI Oobvem uacos
O0bem 00pa3oBaTeIbHOI MPOrpaMMBbl NPEJIUIITIOMHOH IPAKTHKH 144
B TOM 4HUCJIE:
[penauruiomHast npakTHKa (B TOM 4uciie B popMe MPaKTUIECKOH 144
TTOJATOTOBKH)
IIpome:xyTOUHAs aTTECTALMSA 4
JuddepeHrpoBaHHbIN 3a4eT




2.2 CTpyKTYpa npeiunjioMHOi NPaKTHKU U BUAbI POM3BOCTBEHHOH padoThI

Koa u naumenoBanue IIK

Buasb1 pador

DopmaT NIPAKTUKH
(paccpenoroueHo/
KOHLICHTPMPOBAHHO) €
yKa3zaHuem 0a3bl

NPAKTHKHU
[IK 1.1. OcymecTBISTh MpHEeM-TIepe1ady yIpaBIeHISCKOW HHPOPMAITUH C O3HakoOMJICHHE ¢ O0BEKTOM MPAKTUKH, a IIpakTuka
MOMOIIBIO CPECTB MHPOPMAITMOHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJIOTHH. UMEHHO: PEKUMOM paboThl, paboToi KOHLIEHTPUPOBaHHAas

[IK 1.2. KoopauaupoBaTh paboTy NPHEMHOMN PYKOBOIUTENS, 30H IpUeMa
pa3IMYHbIX KaTErOpuil moceTuTesiei OpraHu3aluu.

[IK 1.3. Bnanets HaBbIKaMH IJIAHUPOBaHUS pab0OYero BpeMEHU PyKOBOIUTEIS
U CEKpeTapsl.

[IK 1.4. OcyiecTBasTh MOATOTOBKY JIEJIOBBIX NMOE3I0K PYKOBOJIUTEINS U APYTUX
COTPYJHUKOB OPTaHHU3ALUH.

[IK 1.5. Bnaners cnocobamu opranu3aiu paboyero NpocTpaHCTBA MPUEMHOM
U KaOMHEeTa PyKOBOJUTEIIS.

[1K 1.6. OcymiecTBiusaTh pabOTy MO NOJATOTOBKE U MPOBEACHUIO KOHPEPEHTHBIX
MEpONpUATHIA, 00ecTieunBaTh HHPOPMALIMOHHOE B3aUMOIEHCTBHE
PYKOBOAMTENS C OAPA3ACIECHUSIMU U JOJDKHOCTHBIMU JIMIIAMU OpraHU3al1u.
[IK 1.7. OdopmiaTs OpraHU3alMOHHO-PACTIOPSIIUTENIbHBIE TOKYMEHTHI 1
OpraHu30BBIBaTh PA0OTY C HUMHU, B TOM YHCJIE C UCIIOJIb30BaHUEM
ABTOMATU3UPOBAaHHBIX CHCTEM.

[1K 1.8. OpopMIsATh JOKYMEHTHI 110 JIAYHOMY COCTaBY W OPTaHW30BBIBATH
paboTy ¢ HUMH, B TOM YHUCJIE C HUCIIOJIB30BAaHUEM aBTOMATH3UPOBAHHBIX CUCTEM.
I1K 1.9. Opranu3oBbeIBaTh TEKyIee XpaHCHUE TOKYMEHTOB, 00pabOTKY Jen ISt
OIIEpaTUBHOTO U APXMUBHOT'O XPaHEHMsI, B TOM YHCJIE C UCIIOIb30BaHUEM
aBTOMATH3HPOBAHHBIX CUCTEM.

[IK 2.1. OcymecTBnaTh KOMIUIEKTOBAHUE APXHUBHBIMU JIeJaMH (JJOKYMEHTaMH )
apxuBa OpraHU3aluu.

[IK 2.2. Bectu y4et apXUBHBIX 1€ (JOKYMEHTOB), B TOM YHCJIE C
UCIIOJIb30BAaHUEM aBTOMAaTU3UPOBAHHbBIX CHCTEM.

[IK 2.3. OcyiiecTBiasaTh XpaHEHUE apXUBHBIX J1€JT (JOKYMEHTOB) C TIOCTOSIHHBIM
CPOKOM XpaHEHMs U 10 JINYHOMY COCTaBY B apXMBE OpraHU3aLIUU.

[IK 2.4. OcyiecTBisATh XpaHEHUE, KOMIUIEKTOBAHUE, YUET U UCTIOJIb30BaHUE
JieJ1 (JIOKYyMEHTOB) BPEMEHHOT'O XpaHEHHSL.

CTPYKTYPHBIX HOJIpa3/iesIeHUH, I0Iy4eHHUE
MHCTPYKTaXa [0 OXpaHe Tpy/Ja, TEXHUKE
0€30MacHOCTH U MTPOTUBOMOKAPHOI
3aIUTBI U IPYTOE.

HccnenoBanue u aHanu3 AeSTENbHOCTH
00BEKTa MPAKTUKH, @ UMEHHO: 00IIUX
CBEJICHUS O IPEAIPUITUN, BUABI
JEATENBHOCTH, IPOU3BOJICTBEHHAS U
OpraHU3alMOHHAs CTPYKTYypa
OpraHu3aluy, 03HAKOMJIEHHE C

(G yHKIIMOHATBHBIMU 00JIaCTSIMHU
CHEHUAJINCTA TI0 JOKYMEHTALIMOHHOTO
oOecreyeHus yrpaBaeHUs U
apXUBOBEACHMSI.

BrinonHenue 3aganuii pyKOBOIUTENSA
NPaKTUKU OT OPraHU3alMK Ha paboyeM
MecTe, a UIMEHHO M3y4YEeHHE OIbITa paboThI
IPEIIPUITHS B BOIIPOCAX
JOKYMEHTAIMOHHOT'O 00eCeueHusI
yIpaBJIEHUS U apXUBOBECHUS.
BeinonHenne nHAMBUYaTBHOTO 3aaHUS
10 TeM€ BBIITYCKHON KBaTH()PUKAIIMOHHOM
paboTbl, @ UMEHHO: IPUHIUIIBI
OpraHu3aluy JT0KyMEHTAlHOHHOTO
o0ecrieueHus yrpaBiIeHUs U
(YHKIMOHUPOBAHUS OpraHU3aINH,
OpraHu3alus apXUBHOW U CIIPaBOYHO-

baza npaktuku —
IPOMBIIIUICHHbIE
NpEeANPUITHS U
IIPOU3BOJICTBEHHbBIE
oobenunenus 'O Cyxoit
Jlor




[IK 2.5. OcyiecTBiaTh NCIOJIb30BaHNE aPXUBHBIX J1€]1 (JIOKYMEHTOB), B TOM
YHCJIe ¢ UCTI0Ib30BAaHUEM AaBTOMATU3UPOBAHHbBIX CHCTEM.

[IK 3.1. Opranu3oBbIBaTh padoTy ¢ JOKYMEHTaMH, IPUHUMATh y4acTHE B
pa3paboTKe JIOKAJIbHBIX HOPMAaTHUBHBIX aKTOB OpraHU3allUuU I10 BOIIpOCaM
JIOKYMEHTAILMOHHOT 0 00€eCcIIeYeHHs yIIPaBICHUSI.

1K 3.2. OcymiecTBiusath pabOTy MO COCTABIECHUIO U O(DOPMIICHUIO
YIPABICHYECKON TOKYMEHTALMH.

1K 3.3 OcyuecTBisTh paboTy 1o 00paboTKe BXOASIINX, UCXOISAIINX U
BHYTPEHHHUX JJOKYMEHTOB, COAEMCTBOBATh ONTUMHU3ALINU JOKYMEHTO0O0pOTa
OpraHu3aluy.

[IK 3.4. Opranu3zoBsiBaTh pabOTy IO pErUCTPaLNU, YUETY, XPAHEHUIO U
nepeaye B COOTBETCTBYIOIINE CTPYKTYPHBIE NMOAPA3IEICHNs TOKYMEHTOB
TEKYILEro JeJI0NPOU3BO/ICTBA.

1K 3.5. OcymiecTBasTh paboTy MO CUCTEMATU3AIMH JJOKYMEHTOB, COCTABIISTh
HOMEHKJIATypy Jied U (popMHpOBaTh TOKYMEHTHI B JI€fa.

I1K 3.6. IIpoBoauTts paboTy IO MPOBEPKE CPOKOB XPaHEHUS TOKYMEHTOB Ha
OCHOBE NIEpEeYHeN TOKYMEHTOB, 0QOPMIIATH JOKYMEHTHI SKCIIEPTHON KOMUCCHH
Y OIINCH JEJL.

UH(POPMALIMOHHOM PabOTHI 1O
JIOKYMEHTaM OpraHu3aliu U JApyroe.
Cucremaru3zaius MaTepranoB, COOPaHHBIX
JUIS HAalIMCAHUSl BBIITYCKHOM
KBaJH(PHUKAIIMOHHOHN paboThl, HATUCAHNE
oTYeTa IO NPaKTUKE.

[loaroroBka u 3amura 0T4ETA 11O
IpaKTUKE.

Ipumeuanue. Ilpeoounnromnas npakmuxa obyyaowuxcs (CmyoeHmos) npo8ooumcs KOHYeHMpUPOBAHHO 8 OP2AHUAYUSX HA OCHOBE NPAMbIX 002080P08

MedHcOy 00pazoeamebHbIM YUpedtcoOeHueM U opeanusayuell, Kyoa Hanpasiaiomcs ooyuarouwuecs (cmyoenmst). Hanpasnenue dessmenvhocmu opeanu3ayuil

OO0JIHCHO COOMBEMCMBOBAMb NPOPUIIO NOO2OMOBKU 0OVUAOWUXCA (CIYOEeHMO0B).
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2.3 TemaTH4ecKHuil NJIaH U coJepP:KaHUe MPeAIUIIJIOMHOI NPAKTHKH

2.3.1 TemaTnyeckuii IJIAH U co/iep:KaHNe NMPeIMIUVIOMHOI MPAKTHKY JUISA CTY/I€HTOB

CopnepxaHue NPaKTHKH O6bem
HaumeHoBaHue TeM NPAKTHKH Copepxanue npeINIIOMHON NPAKTHKH 4acoB

Tema 1 [Tonmy4yenue 3amaHus HA TUIDIOMHOE MPOCKTUPOBAHHWE (3a JBE HEAENH 10 MpakTuku). Ilocemenne 2
ITocemenne TeXHUKYMa. | COOpaHUsI 110 MPAKTUKE.
OprannzannoHHoe coopanmue
Tema 2 Berpewa ¢ ormenoM kanpoB Ha mnpeanpusthd. IIpocnymmBaHue BBOAHOrO HMHCTpyKTaxa mno Tbh, 6
Odopmiienue npomycka HA | CAHUTAPHO-TUTMEHUYECKUX TPeOOBaHMI K OpraHu3alui padboyero Mecra.
npeanpusiTHe
Tema 3 Berpeua ¢ pykoBogUTENIEM IPAKTUKY AJI U3YYE€HUSI HOPMAaTUBHO — IIPABOBOM TOKYMEHTALIU 124
Coop maTepuaJia no OpTraHU3aALUU/TIPEATIPUSTHS U TIOJyYSHHUS MaTepraa JJisl BBITOTHEHHUS JUITIOMHOTO TIPOEKTA.
HHAUBHUIYAJTBHOMY 32JaHUI0 HA 3anojaHeHue JHEBHUKA NPAKTUKU. COCTaBIEHUE OTYETa IO IPAKTUKE.
MPOXO0KIeHHe IIPOU3BOACTBEHHOMI
NPAKTHKHU
Tema 4 [Tonmyuenue xapakTEpUCTUKH O MPOXOXKAEHUS NpakTUKK. [loancanne nHEBHUKA IPAKTUKU 6
OxoHyanue NPaKTHKH PYKOBOJUTENEM IPAKTUKYU HA MPEATPUATUH.

[lonyyeHue aTTeCTalMOHHOIO JIUCTA OT PYKOBOJAMUTENS MPAKTUKU HA MPEANPUATUU C OLIEHKOHU O

BBITIOJIHEHUH padoT corytacHo TpeboBanuii ®I'OC B pe3ynbpTaTe MPOXOXKICHUS MPEITUTIIOMHON

MPaKTUKH.

YBOJIbHEHUE.
Tema 5 Cnaya XxapakT€pUCTUKU O TPOXOKACHUU NMPpakTUKU. Cnavya nHEBHHMKA NMpakTuku. Crada 4
Cnauya 10KyMeHTOB aTTECTALIMOHHOTO JIMCTA C OLICHKON IO NMPaKTHUKE.
PYKOBOJUTEIIO NPAKTHKH OT
TeXHHMKYMa
JAuddepeHnupoBaHHbIN 3a4eT 2
HTtoro 144
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2.3.2 TeMmaTnyeckuii IVIAH U co/iep:KaHNe NPeINIVIOMHON NPAKTUKY IS PYKOBOANTE/Ieil MPAKTHKH Y4eOHOr0

3aBeJeHus

MeponpusTus 10 NPAKTHKE

MecTo npoBeaeHust

[IpoBeeHne BBOJHOTO COOpaHUsI 1O MPAKTHUKE

YuebOHoe 3aBeeHue

BceTpeua ¢ pykoBoauTenemM NpakTUKH

[Ipon3BOACTBEHHOE NIPEANIPUATHE

[Tomomis B cOOpe MaTepralia 1o TUIIOMHOMY ITPOCKTUPOBAHUIO

[Ipon3BOACTBEHHOE NPEANIPUATHE

KonTpons c6opa maTepuana Juis BHIIOJHEHHS OTYETa MO MPAKTUKE

YyeOHoOe 3aBeneHme

KonTponb cbopa maTepuana 1jisi BHIIOJHEHUS AUIJIOMHOTO ITPOEKTa

YyeOHoOe 3aBeneHme

[TpoBenenue coOpaHus MO UTOTaM MPAKTUKHU

YyeOHoOe 3aBeicHIE

[TpoBenenue nughepeHIUPOBAHHOTO 3aUeTa MO MPAKTUKE

YyeOHoOe 3aBeicHIE
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3 YCJIOBUSA PEAJIU3AIIMHA NPEJAUIIJIOMHOM NPAKTUKH
3.1 TpeOoBaHusi K MPOBEAEHUIO NPAKTHKHU

[MpenaumniomHas MPaKTHKA SIBIIAETCS COCTaBHOM YacTBIO [MOATOTOBKHU
BBICOKOKBATM(DHIIMPOBAHHBIX CICIIHAIUCTOB, CIIOCOOHBIX aalTHPOBATHCS U YCIICIIHO padoTaTh
B IPOQHUIBHBIX OPraHU3aALUAX.

OCHOBHBIMH 33/lauaMH TPEIIUITIOMHOW TMpakTHKW 1o crnenuanbHoctH  46.02.01
JIOKyMEeHTaIlMOHHOE 00ECTIEUeHNE YIIPABICHUS U apXUBOBEACHUE SABIISIOTCSA:

- pa3BUTHE NMPOPECCHOHATHHOIO MBIIUICHHUS,

- NOpuOOpeTeHHWE YMEHMM U HaBBIKOB II0 OCYIIECTBIEHUIO OPraHMU3allMOHHOTO U
JOKYMEHTAIIMOHHOTI'0 00ecIieueH s JesITeNbHOCTH OpraHu3aluiy;

- TIpUOOpEeTEeHUE YMEHMIl M HABBIKOB OpraHM3alMM apXUBHOH pabOTHl MO JOKyMEHTam
OpraHU3aIuH Pa3INYHbIX (POPM COOCTBEHHOCTH;

-~ OCBOCHHE YMEHHHU M HABBIKOB IO BBIMOJIHEHUIO pa0dOT Mpodeccuut aeonpon3BOIUTENb;

—  BBINOJHEHUS JUIUIOMHOTO IIPOEKTA.

[lpaktuka 1O TPOGWIIO0 CHENUANBHOCTH JODKHA OOECTeuMBaTh JUAAKTHYECKYIO
MIOCJIeI0BaTEIbHOCTh Ipoliecca (OPMHUPOBAHUSA y CTYIAEHTOB CHCTEMBI MpO(ecCHOHaIbHbBIX
3HaHUH M YMEHHH, NMPHUBHUBATH CTYJICHTAM HABBIKH CAMOCTOSITENILHOW pabOoThl MO M30paHHOU
crenuaJbHOCTH. Ha mpeaauminoMHylo IPakTUKY HAIIPaBIISIFOTCS CTYAECHTHI BBITYCKHOI'O Kypca.

@OpMBI IPAKTUKH:

- pabora Ha paboYMX MJOJDKHOCTSAX TO TPOQHIIIO CIENUAIBHOCTH C YCTPOWCTBOM Ha
pabouee mMecTo;

- pabota Ha pabouyMX MODKHOCTAX MO MpoduIo crhenuanbHOCTH 0e3 ycTpoWcTBa Ha
pabouee MecTo.
ba3pl mpakTHKU: MpakTHKa MPOXOAUT Ha 0a3e MPOMBIIUIICHHBIX MPEANPUSTHN U
MIPOU3BOJICTBEHHBIX 00BEIMHEHUH TOpoackoro okpyra Cyxoii Jlor.
CTymeHThl 3a04YHOTO W OYHO-3a04YHOTO  OTHEICHUH  TPOXOASAT  MPAKTHKY
(IpenMyI1eCcTBEHHO) IO MECTY PabOThl.

3.2 TpeOoBaHus K OPraHU3alMy NPAKTUKH

Oo0pa3oBaTe/ibHBIC YUPEKICHUA:

- TIUIAaHUPYIOT M YTBEPXKJalOT B y4yeOHOM IIJJaHE BCE BUABl M OSTalbl NPAKTUKU B
cootBercTBUM ¢ OIIOII CIIO ¢ yueToMm JOrOBOPOB C OpraHU3aLUIMU;

— 3aKJI4YaroT JOroBOPbI HA OPraHU3aIlUI0 U ITPOBCACHUC ITPAKTHUKHU,

- pa3pabaThIBAalOT W COTJIACOBHIBAIOT C OPTraHM3ALMSIMHU TIPOrpaMMy, COJICpKaHUE U
TUTAHUPYEMBIC PE3YIbTAThI IPAKTUKH;

—  OCYIIECTBISIIOT PYKOBOJACTBO IPAKTHKOIM;

— KOHTPOJIUPYIOT pE€ajM3al{I0 IPOrpaMMbl M  YCJIOBMSI TPOBEACHHS MPAKTUKU
OpraHu3auusiMM, B TOM 4ucie TpeOOBaHMA OXpaHbl Tpylda, O€30macHOCTH
KHU3HEJIEATEIIbHOCTH U TOXKapHOH 0e30MacHOCTH B COOTBETCTBMM C MpPAaBUIAMU H
HOpMaMH, B TOM YHCJIE OTPACIEBbIMY;

- (GOpMHPYIOT TPYIIHI B ClIyyae MPUMEHEHHsI TPYNIOBBIX (POPM IpOBeIeHUS IPAKTHKH;
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— COBMECTHO C OpPraHU3alUsIMH, YYaCTBYIOIIUMHU B OPraHU3alMU U IIPOBEAECHUN TIPAKTHKH,
OpPTaHW30BBIBAIOT MPOLEAYPY OICHKH OOMMX ¥ MPO(PEeCCHOHATBHBIX KOMITCTCHITHMA
CTYZEHTa, OCBOCHHBIX UM B XOJI€ ITPOXOKICHUS ITPAKTUKH;

- pa3pabaThIBalOT U COIJIACOBBIBAIOT C OPTaHU3ALUAMH (OPMBI OTUETHOCTU U OL[EHOYHBIN
MaTepHall MPOXOXKACHUS MPAKTHKH.

Opranuszanuy, y4acTBylIye B NPOBeJeHUH MPAKTUKH:
- 3aKJII0YaloT JOTOBOPHI HA OPTaHU3AlIMIO U ITPOBEECHUE MPAKTUKH;

— COIVIACOBBIBAIOT MPOrpaMMy IPAKTUKH, IUIAHUPYEMBIE PE3yIbTaThl NPAKTUKU, 3aJaHUE
Ha MPaKTHKY;

— HOpCaOCTaBIIAOT pa60qI/Ie MECTa IIPAKTHUKAHTaAM, HA3HAYar0T pYKOBOﬂHTeHCﬁ MMPAaKTUKU OT
opraHusanuu, OIpECaACIIAIOT HACTABHUKOB,

— YYaCTBYKOT B opraHusanuun u OIICHKC pPE3yJIbTaTOB OCBOCHU O6H_[I/IX u
HpO(bCCCI/IOHaJ'II)HI)IX KOMHGT@HHHf/i, MMOJIYYCHHBIX B I€PUOJ MPOXOKACHUA IIPAKTUKH;

- YYacTBYIOT B (OPMHMPOBAHHMM OLIEHOYHOTO MaTepuana il OLEHKH  OoOUMX U
npodecCHOHANBHBIX KOMIIETEHIIMM, OCBOEHHBIX CTYACHTAMH B IEPHUOJI MPOXOXKICHUS
MPAKTHUKU;

- obecneuynBaroT O€30MaCHbBIE YCIOBUS IPOXOXKACHHSI TPAKTUKY CTYJ€HTaMHU, OTBEYAIOIINe
CaHMTApHBIM IIPAaBUJIAM U TPEOOBAHUS OXPAHBI TPYHA;

— TPOBOJST MHCTPYKTAX CTYAEHTOB IO O3HAKOMJICHUIO C TPeOOBAaHUSMHU OXPaHbI TpyJa U
TEXHUKU 0€30MaCHOCTH B OPraHU3aIUH.
Opranuzanui0 W PYKOBOJACTBO  MNPEAAUIUIOMHOM  MPAKTUKOH  OCYIIECTBISIOT
PYKOBOJIUTEH MPAKTHKH OT 00pa30BaTEIbHOTO YUPEKACHUS U OT OpraHU3allNH.

Oo0s13anHOCTH npemnogaBare/iss — pPyKOBOAUTEIA NPAKTUKM .

- obecrneuynBaTh NPOBEIEHUE B TEXHUKYME MOJArOTOBUTENIBHBIX MEPOIPUATHUH, CBA3AHHBIX
C OTOBITHEM CTYJICHTOB Ha MPAKTHUKY;

- o0ecrieynBaTh KOHTPOJIb HAJl OPTaHU3aIMEeld M MPOBEJACHUEM IPAKTHKH, COOIIOJCHUEM
CPOKOB U COJIEpKaHUs padoT;

— IIpu HeO6XO,I[I/IMOCTI/I OKa3bIBaATb MECTOAUYCCKYIO IMOMOIIbL PYKOBOJACTBY HpI/IHI/IMaIOH_Ieﬁ
OopraHu3alv WM PYKOBOAUTCIIAM ITPAKTUKH OT MPOMU3BOACTBA,

— KOHTpPOJIUPOBaTh OOecleYeHne MPeANpHUsITHEM HOPMaJbHbBIX YCIOBUN TpyJa CTYIEHTOB,
IPOBOJIUTH UHCTPYKTAXH 10 OXpaHe Tpyaa U TEXHUKE 0€30IaCHOCTH;

— OCYHLICCTBJIAATH CBORO pa60Ty B TECHOM KOHTAKTC C PYKOBOIACTBOM HpI/IHI/IMaIOH_Ieﬁ
OopraHu3alvv WA PYKOBOAUTCIISIMU IIPAKTHUKHU OT MPOU3BOACTBA,

— HNPUHUMATH OTUCTHI U ONCHHUBATDL PC3YJIbTATHI IIPAKTUKHU CTYACHTOB.

Pacnipenesienne 0013aHHOCTEH PyKOBOAUTENEeH MPAKTUKHA:

OTBeTCTBEHHbIN

MCPOHpI/IﬂTI/lSI, nmoaJieskalmme BbIMMOJITHCHHUIO
34 BBINIOJIHCHHE

PykoBoauTens npakTUKU

O TaHU3alUA IIPOBEPKU XO0H4a II GHHHHHOMHOﬁH AKTHUKHN
P PoBep P p OT y4eOHOT0 3aBEJICHUS

Opranuzanus o0y4eHus: CTyJI€HTOB IIPaBUIaM TEXHUKU PykoBoauTeNb MpakTUKU
0e301acHOCTH 0T y4eOHOro 3aBeJCHHUS
Opranuzanys TpoBEpKH MO cOOPY MaTEpUAJIOB JIJIsl OTYETa PykoBoauTens npakTUKU
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OT y4eOHOT0 3aBEJICHUS

Opranuzanys NpoBepku 1o cOopy MaTepHaoB JIJIsl TUMJIOMHOTO
IIPOCKTUPOBAHMS

PYKOBOJIPITCJIB IMPAaKTUKH
0T y4eOHOTrO 3aBeJICHUs

CocraBnenue rpaduka cjaud OTYETOB IO MIPAKTUKE, IpUeMa
3a4E€TOB I10 MPAKTUKE

PykoBoauTens npakTUKH
OT y4eOHOT0 3aBEJICHUS

CocraBjeHHE OT3BIBOB O pa60Te IIPAaKTUKaHTOB

PYKOBOI[I/ITCJ'IB IIPaKTUKH
OT NpCAIIPUATHA

[Tprem 3a4eTOB MO MPEITUTUIOMHON MTPAKTUKE U 0(hopMITEHUE
3a4€THON BEJJOMOCTH

PykoBoauTens npakTUKu
0T y4eOHOro 3aBeICHUs

IIpencraBnenue 3amecturento qupekropa 1mo YIIP nHeBHUKOB
00yJaronmxcst

PykoBonuTens npakTuku
OT y4eOHOT0 3aBEJICHUS

Opranu3zanus u MPoOBEJCHUE COBEIIAHUS C MPENoAaBaTeIIMU —
PYKOBOAMTESIMU MPAKTHUK 110 UTOTaM MPEJAUILIIOMHON MPAKTUKHU U
BBITIOJIHCHHIO CTYJIEHTAMHU 3a1aHUs TI0 COOpY MaTepHAIIOB ISt
BBINIOJIHEHHUSI TUTNIOMHOTO IPOEKTa

3aMecTHTENb JUPEKTOpa 110

VIIP,
npeacenaTesb HUKIOBON
KOMHCCHU

C):[aqa Ha XpaHCHUC B AapXUB JHCBHHUKOB U OTYCTOB I10
HpeHHHHHOMHOﬁ ITPAKTHUKC

PykoBoguTens npakTUKH
0T y4eOHOro 3aBeIeHUs

CTyaeHT NpH NPOXO0KIEHUU NPeAIUIIOMHON NPAKTUKH 00513aH:

— TIOJHOCTBIO BBIITIOJIHATH 3aJaHUs pYKOBOHHTCHGﬁ HpeIIIIHHJIOMHOﬁ IIPAKTUKH,

- CO6J'II-O,Z[aTB ﬂeﬁCTBYIOHIHe B OpraHu3anusax IIpaBUjia

pacropsika;

— 3allOJIHATb AHCBHUK IIPAKTHUKHU;

BHYTPEHHETO TPYIOBOTO

- u3yyaThb M CTPOro CcOOJIIOJaTh HOPMBI OXpaHbl Tpyda U TMpaBUjia IOXKAPHOU

0€30I1aCHOCTH.

[To okoOHYaHUU TIPEIIUTIIOMHON MIPAKTUKYU CTYACHT JOKEH 0DOPMUTH U CIIATh:

— OTYECT MO IIPAKTUKCE,

— JHCBHUK IIO IMPAKTHUKE;
IOPpHUHECTH U CAATh.

— HNPOU3BOJACTBCHHYIO XapPAKTCPUCTUKY,
— XapakTCpUCTHKY IIO UTOTaM IIPAKTHUKH,

—  aTTeCTallMOHHBIN JIMCT.

CryzeHT JoJKeH co0paTh JOCTATOUYHO MOJIHYIO HHPOPMALIMIO U TOKYMEHTBI (UEPTEXKH,
MaTepualibl) Heooxoaumble i otyeta. COOp MaTepHaaoB AOJKEH BECTHChH IeJIEHANPaBIECHHO.
Otyer HO MpaKkTHKE MAOKEH ObITh O(OpPMIIEH B COOTBETCTBMM C IUIAHOM IMPAaKTUKH, C
BKJIIOYCHHEM HEOOXOTUMBIX CXEM, 3CKH30B, IPa(UKOB U IPYTUX MAaTEPUATIOB.

3.2 UndopmannonHoe odecnevyeHne peain3aluu NPorpaMmMbl

JUis  peanuzanmuy MporpaMMbl MPEJAMIUIOMHONM NPAKTUKA OMOIMOTeUHBIH (HOHI
0o0pa3oBaTeJIbHOM  OpraHM3alii  JOJDKEH  MMETh  II€YaTHbIE  W/WIM  3JIEKTPOHHBIC
oOpa3oBaTesibHble M WHGOPMAIMOHHBIE PECYpPChl, PEKOMEHJyeMble IJs MCIOJIb30BaHHS B

00pa3oBaTeILHOM TIpOIIecCe.

3.2.1 OcHOBHBbIE eYaTHBbIE U YJIEKTPOHHbIE U3AHUS
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Abynanze JI. I'. JlokymeHTalmoHHOE OOecTeyeHne yrpaBlieH!s! IepCOHANIOM: YUYeOHUK U
NPaKkTUKyM Ui cpeqHero npodeccroHambHoro obpaszosanus / JI. I'. AGynamze, U. b.
Bempsokkuna, B. M. MacnoBa. 2-e u3z., nepepad. u jgon. Mocksa: M3narenscTBo
Opaiit, 2022. 370 c. (Ilpodeccuonanbroe obpazoBanue). Tekct: snexkrpoHHsbiid // IBC
IOpaiir [caiit]. URL: https://urait.ru/bcode/487121.

Kopnees, U. K. JlokymeHTanmonHoe o0ecriedyeHre YIpaBlIeHUs: YUeOHUK U MPaKTUKYM
1uist cpenHero npodeccuonansHoro obpazosanus / M. K. Kopuees, A. B. ITmenko, B. A.
Mamypues. 2-e usfa., nepepad. u gomn. MockBa: M3narensctBo IOpaiit, 2022. 384 c.
(ITpoeccuonansrnoe obpazoBanue). Tekct: anekTponnslit // OBC FOpaiit [caiit]. URL:
https://urait.ru/bcode/472550.

KacpstnoBa, I'. 1O. Jlemompow3BOACTBO M JApYyrue acmeKkThl paboThl cekpeTraps /
I'.YO.KacwsiHOBa. 7-€ 3., mepepad. u pomn. Mocksa: M3marensctBo AGak, 2020. 304 c.

Packun, JI. W. Meronmuka W TpakTHKa apXUBOBEICHHS: YYEOHUK JJIsI CpEIHETro
npodeccuonanbHoro odpazosanuss / JI. WM. Packun, A. P. CokonoB. Mocksa:
W3znarensctBo FOpaiit, 2022. (IlpodeccuonansHoe odpazoBanue) 339 c.

Packun, JI. M. Meronuka W TpakTUKa apXWUBOBEICHHUSA: YYE€OHUK JUISI CPEIHETO
npodeccuonansHoro obpaszoBanus / J. WM. Packun, A. P. CoxomoB. Mocksa:
WznarensctBo [Opaiit, 2022. (IlpodeccuonanpHoe ob6pazoBanue). 339 c. Tekcr:

aneKkTpoHHbI  //  OOpasoBarenbHas — miardgopma  HOpaiir  [caiir].  URL:
https://urait.ru/bcode/492546

Opranuzanus apXuBHOHU U CIIPaBOYHO-UH(DOPMAIIMOHHOM PabOThI IO JOKyMEHTaM
OpraHu3aIUH: YYCOHUK JIsl UICIIOJIb30BaHUS B yUeOHOM MpoIiecce 00pa3oBaTeIbHBIX
YUPEXKICHUH, peaTn3yoLUX IPOrpaMMbl CPETHETO MPO(HECCHOHATIEHOTO 00Pa30BaHHS
10 CHeNHaIbHOCTH "JIOKYMEHTAIIMOHHOE 00ECTICUCHHE YIIPABICHHUS U apXUBOBEIICHHEC):
[B 2 4.]/[bypoBa E. M., Xopxopauna T. W.]; mox pen. E. M. BypoBoii. 3-e uzn. Mocksa:
Axanemust, 2019. (ITpodeccuonansuoe obpaszoBanue. [IpodeccrnonanbHbif MOIYIB). Y.
1.336c¢.

Kocapepa O.A. OcHOBEHI I€IONPOU3BOACTBA: yueOHOE TTOCOOHe.-2-€ U3l., UCIp., 101m. M.:
HUI] MHO®PA-M.,2019. 146 ¢. URL: http://znanium.com/catalog/produkt/989597.

Poroxxua M.IO. CipaBoYHHUK MO JEIOMPOU3BOJICTBY. 3-€ U3., Iepepad., TOII.
M.:lOctunmadopm,2011. 256 c¢. URL: http://znanium.com/catalog/produkt/278862

AcanueB A.M. OCHOBBI A€10NPOU3BOJICTBA: yqe6Hoe nocobue. 2-¢ u3J., UCIIp., JTOI.
M.: HULl UH®PA-M.,2017. 146 c. URL: http://znanium.com/catalog/produkt/782839.

3.2.2. DieKTpoHHBbIE 00pa3oBaTeIbHbIE PecypPChl

OnexTponHo-6nbOnoTeuHast cuctema ZNANIUM. [Onektponssiii pecypc]. URL:
https://znanium.com/

. OnektpoHHass OubmuoreuyHas cuctema «lOpaitty. [Dnextponssii pecypc]. URL:
https://urait.ru/

CnpaBouno-tipaBoBasi cucrema «Koncynprant Ilmocy. Odunmaneusii caiit CIIC
«KoncynbranT mmoc» [Dnextponnsiit pecypc]. URL: http://www.consultant.ru/

CrnpaBouHo-nipaBoBas cucrema «['apant» [DnexkTponHsli pecypc]. URL:garant.ru
3.2.3. JlonoJIHUTEIbHbIE HCTOYHHKH

Konctutynus Poccuiickoit ®@enepaunn OduumansHeiii ceteBoir pecypce Ilpesnnenta
Poccun. [Dnextponnsiii pecypc]. URL: http://constitution.kremlin.ru/
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10.

11.

12.

13.

14.

15.

Tpynosoit  Kopexkc Poccumiickoii  ®enepannn. CIIC  «KoHCympTaHT — IIIIOC».
[DnexTponnsiit pecypc]. URL: http://www.consultant.ru/document/cons

®enepanbHbiil 3akoH oT 27.07.2006 Ne 149-03 «O6 unpopmanmu, UHGOPMAILIMOHHBIX
texHosorusx u o 3ammre uHpopmanun». CIIC «KoHcynbTaHT mitocy. [DIEKTPOHHBIN
pecypc]. URL:http://www.consultant.ru/document/cons

®enepanbublii 3akoH 0T 27.07.2006 Ne 152-®3 «O mnepcoHanbHbIX AaHHbIX». CIIC
«KoHcynbTanT ILTIOCY. [DneKTpOHHBII pecypc].
URL :http://www.consultant.ru/document/cons

®Oenepanbublil 3akoH PO «O6 apxuBHOM niene B Poccuiickoii @enepauuun» ot 22.10.2004
Ne 125-03.

OenepanbHbiil 3akoH Poccuiickoit @enepaunu «O0 uHGOpManuu, WHPOPMAIIMOHHBIX
TEXHOJIOTHSX U 0 3ammuTe nHpopmarun» ot 27.07.2006 Ne 149-D3.

[Ipuka3 Muntpyzna Poccuu ot 19.05.2021 Ne 320H «O6 yrBepkaeHHH (OPMBI, OPSAIKA
BeleHH U XpaHeHUs TpyAoBbIX KHIKEK». CIIC «KoHcynbTaHT urocy. [DIeKTpOHHBIN
pecypc]. URL:http://www.consultant.ru/document/cons

I'OCT P 7.0.97-2016. Cucrema ctanmapToB 1o HHPOPMAIHMH, OUOIMOTEUHOMY U
u3IaTeNnbCKoMy aeny. OpraHu3aloHHO-pacopsinTeNbHas JoKyMeHTauus. TpeboBanus
k odopwieHnio a0kyMeHTOB. CIIC «KoHCympTaHT TUTIOCY». [DIEKTpOHHBIN pecypc].
URL: http://www.consultant.ru/document/cons_doc LAW_44595/

[TocTanosnenue [IpaBurensctBa Poccuiickoit @enepammu Ne 808 ot 27 nexabps 2006 r.
«O0 yTBepKACHMU TepedHs (QenepaibHbIX OPraHOB MCIOJHUTEIBHON BJIACTH U
OpraHu3aIi, OCYIISCTBISAIONMX JCMO3UTAPHOEC XpaHEHUE JOKYMEHTOB ApPXHBHOTO
¢donna Poccuiickoit denepanyu, HaxXoAAMUXCs B eepaabHON COOCTBEHHOCTH.

Pacnopsxkenue IlpaButensctBa Poccuiickoii @enepanuu ot 21.03.1994 Ne 358-p «O06
o0ecre4eHn: COXPaAaHHOCTHU JIOKYMEHTOB IO TMYHOMY COCTaBY».

I'oCT P 7.0.97-2016. HaumonanbHbiii ctangapt Poccuiickoit Pepepanuu. Cucrema
CTaHZapTOB 1O  uHpoOpManuu, OHOIMOTEYHOMY M  M3JATEIILCKOMY  JIEly.
Opra"u3aiuoOHHO-PaCIIOPSANTENIbHAS JTOKYMEHTanus. 1peboBaHus K o(opMIICHHIO
nokyMeHToB (yTB. [Ipukasom Poccrannapra ot 08.12.2016 Ne 2004-cT).

[IpaBuia opraHu3anuu XpaHEHMs, KOMIUICKTOBaHMs, Yde€Ta U  MCIOJIb30BaHUS
NoKyMeHTOB ApxuBHoro Qonma Poccuiickoit @Penepanuu W IpPYruxX apXUBHBIX
JIOKYMEHTOB B TOCYAAPCTBEHHBIX M MYHHUIMINAJIbHBIX apXuBaX, My3edx U Oubimorekax,
Hay4yHbIX Opranusanusx, yTB. Ilpukaszom Pocapxusa ot 02.03.2020 Ne 24.

Hoponuna JI.A. JIokyMEeHTallMOHHOE O0ECIIEUYCHUE YIPABJICHUS: YICOHUK U MPAKTHKYM
UL cpenHero npodeccuoHanbHoro oopazosanus / JILA. Jloponuna, B. C. Hputukosa.
Mocksa: U3natensctBo FOpaiit, 2022. 233 c. (Ilpodeccronanbuoe odpazoBanue). TekcT:
anekrpounbiit // DBC FOpaiit [caiit]. URL: https://urait.ru/bcode/473802.

Koznos, B. Il. ApxuBoBeneHue: yueOHUK M mpakTUkyMm ans By3oB / B. II. Kosnos.
Mocksa: WsparensctBo FOpaiit, 2022. 329 c. (Beicmiee oOpa3zoBanue). Tekcrt:

MeKTpoHHBIH  //  OOpazoBarenbHas  miardgopma  FOpaitr  [caiir].  URL:
https://urait.ru/bcode/496661.

KysnenoB U.H. JlokymeHTanmonHoe obecrneueHue ynpasieHus. JJoKyMeHTOOOOpoT U
JIENIOTIPOU3BOICTBO: y4EOHWK H TPAKTHKYM JUIS  CPeIHEro TMpodecCHOHAIBLHOTO
obpazoBanus / U.H. Ky3nenos. 3-e u3z., mepepad. u gom. Mocksa: M3naTenscTBo
Opaiit, 2022. 462 c. (Ilpodeccuonanbroe obpazoBanue). Tekct: snekrpoHHbI // IBC
IOpaiir [caiit]. URL: https://urait.ru/bcode/470020.
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16.

17.

18.

19.

20.

21.

Ky3nenos U.H. /lokymeHTannonHoe o0ecriedeHne ynpaBieHHs IePCOHAIOM: YIeOHUK U
NPaKTUKYM JUIA cpenHero npodeccuonansHoro oopaszoBanus / M. H. Ky3nenos. Mocksa:
WznarensctBo IOpaiit, 2019. 521 c. (IlpodeccuonanbHoe obOpa3zoBaHue). TekcT:
anexktpounbiit // DBC FOpaiit [caiit]. URL: https://urait.ru/bcode/444432.

[TaBnosckas O.FO. IlpaBoBoe obecrnieueHUe KaApOBOTO JEJIOMPOU3BOJCTBA: Y4eOHOE
nocobue st By3oB / O.1O. [laBmoBckasi. Mocksa : UznarensctBo FOpaiit, 2022. 213 c.
(Beiciee  obpaszoBanue). Tekcr: »saextponHbii // OBC  IOpaiitr [caiit]. URL:
https://urait.ru/bcode/476289.

[TomoB, A. B.ApxuBoBenenue. 3apyOexHas Poccuka: y4eOHHMK i CpeTHETO
npodeccuonanbHoro oopasosanusi / A. B. IlomoB. — Mocksa: M3narenscTBo FOpaiiT,
2022. 168 c. (IIpodeccuonanbHoe oOpa3zoBaHue). TeKCT: AIEKTPOHHBIA //
OopasoBarenbHas miathopma FOpaiir [caiit]. URL: https://urait.ru/bcode/495214.

Packun, JI. 1. ApxuBoBenenue: yueOHuk g By3oB / J[. U. Packun, A. P. Cokosos. 2-¢
u3a., uctp. u aor. Mocksa: U3natensctBo FOpaiit, 2022. 468 c. (Breiciiee oOpazoBanme).
Texct: osnextponnslid // OOpazoBarenbHas miardopma IOpaiit [caiit]. URL:
https://urait.ru/bcode/497656.

HlaxomanoBa, O.}O. Opranuzanusi ToCyJapCTBEHHBIX yupexnaeHuil Poccum: yueOHoe
nocobue s cpeaHero npodeccuoHanbHoro oopaszosanus / O. 0. Illaxoganora. 2-e
u3n., mepepad. u  gom. MockBa: M3nmarensctBo  Opaiit, 2022. 161 c.
(ITlpodeccuonanbHoe oOpa3oBanue). TekcT: snekTpoHHBIA // OOpa3oBarenbHas
matdopma Opaiir [caiir]. URL: https://urait.ru/bcode/496292.

[IyBamoa H.H. OcHOBBI Je710NMPOM3BOJACTBA: YUYEOHUK W TMPAKTHKYM JUISI CPEIHETO
npodeccuonansHoro obpazoBanus / H.H. IlysanmoBa, A.FO. MBanoBa; mox oOrmiei
penaknueit H.H. IlyBanoBoii. 2-¢ u3a., mepepad. u pon. — Mocksa: M3naTenbcTBO
Opaiit, 2022. 428 c. (IlpodeccuonansHoe obpazoBanue). TekcT: anekTpoHHsi // IBC
IOpaiir [caiit]. URL: https://urait.ru/bcode/469548.
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4 KOHTPOJIb M OLIEHKA PE3YJIbTATOB OCBOEHUSA MPEJIAUIIIOMHON NPAKTUKHA

KOHTpOJ'IL U OICHKa PE3YyJIbTaTOB OCBOCHUS NPOI'paAMMbI HpeHHHHHOMHOﬁ MMPAKTUKU OCYHICCTBIIACTCA MACTCPOM IIPOU3BOACTBCHHOI'O

0Oy4eHMS/TIpenoIaBaTeNIeM CIEIUAIbHOTO IUKJIA B TMPOIECCe MPOBEIACHUS 3aHATHUN, a TAaK)KE BBIMOJTHEHUS O0Y4YaIOIIMMHUCS/CTYICHTAaMH Yy4eOHO-

MPAKTUYCCKUX 3a,Z[aHI/II>'I, caadun ,Z[I/I(I)(bepeHHI/IPOBaHHOFO 3a4cTa.

Pe3yabTaThl (OCBOCHHBIE
npogdeccuoHaIbHbIE
KOMIIeTEeHIIUH)

OcHoOBHbBIE NOKA3aTeJTU OlIEeHKH pe3yJbTaTa

®opMbI M METOIbI KOHTPOJIS U
OLICHKH

K 1.1

OcymiecTBIATh IpHEM-TIepeaagy
yIpaBiieH4eCcKOi HH(OpMAIIH ¢
MIOMOUIBIO CPE/ICTB
MHPOPMAIMOHHBIX
KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH.

[Tonyuenue HEOOXOAMMON HHGOPMAIIUH U TTepeaada
CaHKLMOHUPOBAaHHOW MH(GOPMALIUU C UCTIONIH30BAaHHEM CPEACTB
WH(POPMAIIMOHHBIX U KOMMYHHKAIIMOHHBIX TEXHOJIOTHH.

K 1.2

KoopaunuposaTs paboTy npueMHON
PYKOBOAMTEIS, 30H IIpHEMa
Pa3IMYHBIX KaTErOPHUIl MOCETUTENEH
OpraHM3alH.

Koopaunarust paboTsl MPUEMHON PYKOBOJIUTENS M 30H IIpHEeMa
Pa3IMYHBIX KATETOPU MOCETUTEIEH OpraHU3alHH.

NnK1.3

BriasieTp HaBbIKaMH TJIAHUPOBAHHUS
pabouero BpeMeHH PYKOBOJIUTENS U
cekperapsi.

[TnanupoBanue paboyero BpeMEeHU PYKOBOIAMUTENS U pabOYero JHs
CeKpeTapsi.

K 1.4

OcymiecTBIATh MOATOTOBKY
JIeNIOBBIX MOE3/10K PYKOBOJIUTENS U
APYTUX COTPYAHUKOB OpTraHU3AIHH.

Opranuzanys JeJI0BbIX OE310K PYKOBOIMUTENS U IPYTHX
COTPYAHUKOB OpraHU3aI1H.

IIK 1.5

Opranuzanys u nojjepxkanue (yHKIMOHAIBHOIO pabovero

ATTECTallMOHHBIN JIUCT IO UTOTaM
IIPOXOXKACHUS NTPEATUIIIOMHON
IIPaKTUKHU C OLIEHKOM OT
PYKOBOAMTENS PAKTUKHU HA
MPEATPUATHH.

XapaKTepUCTHUKA OT MPEATPHUITHUSL

JIHEBHMK 11O NIPAKTHUKE, 3aBEPEHHBIN
PYKOBOJIUTEISAMU IIPAKTUKHU.

OrtueT 1o IIPAaKTHUKE

IIpoMeKyTOUHBIN KOHTPOJIb
(muddbepeHIMpOBaHHBIN 3a4ET)
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Biiagets criocobamu opraHu3anuu
paboYero mpocTpaHCTBA MPUEMHON U
KaOMHETa PYKOBOIUTEIS.

MIPOCTPAHCTBA.

MK 1.6.

OcymecTBIATh padboTy 1O
MOJTOTOBKE U MPOBEICHHIO
KOH(EPEHTHBIX MEPOTIPHUSITHH,
Ob6ecneunBaTh HH(OPMAIIIOHHOE
B3anmoneiicTBre pyKOBOJIMUTEINS C
MOJPA3/IeICHUSAMH U JODKHOCTHBIMHU
JMLAMH OPTaHU3aLUH.

Opranuzanys NOAroTOBKU U NPOBEJECHUE BHYTPEHHUX U BHELTHUX
KOH(EpPEHTHBIX MEPOIPUATH, oOecreyeHne nHHOPMalOHHOTO
B3aMMOJEHCTBUS PyKOBOJAUTENS C TIOAPA3ACICHUSIMU U
JTOJIKHOCTHBIMU JIMIIAMU OpTaHU3aLUu.

MK 1.7.

OdopMIsATH OpraHU3aIMOHHO-
pacropsauTeIbHbIC TOKYMEHTHI U
OpPraHH30BBIBATH PA0OTY C HUMU, B
TOM YHCJI€ C UCTIOIb30BaHUEM
ABTOMATHU3MPOBAHHBIX CHCTEM.

OdopmieHne oprann3aliliOHHO-PACIIOPSIUTENbHBIX JOKYMEHTOB U
opraHusaius paboTbl ¢ HUMH, B TOM YHCJIE C UCIIOJIH30BAHHEM
ABTOMATU3UPOBAHHBIX CHCTEM.

IIK 1.8.

OdopMIIATh TOKYMEHTSHI 110
JUYHOMY COCTaBY U
OpPraHu30BBIBAaTh pabOTY CHUMHU, B
TOM YHCJI€ C UCTIOJIb30BAHUEM
aBTOMATHU3MPOBAHHBIX CHCTEM.

OdopmieHne T0KyMEHTOB IO JJMYHOMY COCTaBY M OpraHu3alus
paboOTHI C HUMH, B TOM YHUCIIE C UCTIOIB30BaHHEM
ABTOMATH3UPOBAHHBIX CHCTEM.

IIK 1.9.

OpFaHI/I3OBI)IBaTI> TCKYyLICC
XpaHEHUE JTOKYMEHTOB,

00paboTKy JieN 71l ONIEPATHBHOTO U
APXUBHOI'O XpaHCHUA, B TOM YUCJIC C
UCTIOJIb30BaHUEM
ABTOMATU3WPOBAHHBIX CUCTCM.

OpF aHn3alusd TCKYIICro XpaHCHUS JOKYMCHTOB, 06pa60TKa ACIT AJIA
OIICPATUBHOI'O U APXUBHOI'O XpaHCHUA, B TOM YHCJIC C
HCIOJIb30BAHHUCM aBTOMATU3UPOBAHHBIX CUCTCM.

IIK 2.1
OcyniecTBIATh KOMIUIEKTOBAHHE

CO3I[aHI/I€ JIOKAJIbHBIX HOPMATUBHBIX JOKYMCHTOB U ITPOTOKOJIOB
33.C€)I3HPII>1 BKCHCPTHOﬁ KOMHCCHH OpPraHu3alu.
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apXUBHBIMU JIeIaMH (JOKYMEHTaMH )
apXuBa OpraHU3alUU.

HpOBe,Z[eHI/IC SKCIICPTU3BI HEHHOCTHU JOKYMCHTOB OpraHu3alyu.

IIK 2.2

Bectu yuet apxuBHBIX €71
(IOKyMEHTOB), B TOM UYHUCJIE C
HCII0JIb30BaHNUEM
aBTOMATHU3HPOBAHHBIX CHCTEM.

VY4er apXuBHBIX e (JOKYMEHTOB) IOCTOSSHHOTO U BPEMEHHOTO
XpaHeHus. YueT (HOHIOB U ONHUCEH apXUBHBIX 1T (IOKyMEHTOB).
VY4er BbI1auu apXUBHBIX /1€ (IOKYMEHTOB) U3 apXUBOXPAHWIIUINA U
UX BO3BpaTa. YUEeT U KOHTPOJIb [IEPENAUN aPXUBHBIX J1€]1
(IIOKyMEHTOB) B rOCyAapCTBEHHBIN/MYHUIIUTIATIBHBIN apXUB UM HA
MHOE BHEIIHEe XpaHEHHE. YUeT U PO3bICK HEOOHAPYKEHHBIX eI
(moxymenTtoB). Benenue nen ¢hoHoB.

MK 2.3

OcymiecTBIATh XpaHEHUE apXUBHBIX
nen (IOKYMEHTOB) C MIOCTOSTHHBIM
CPOKOM.

XpaHEeHUs U TI0 IMYHOMY COCTaBY B
apXUBE OpPTaHHU3AIIHH.

Coznanue onucei e (TOKyMEHTOB) OpraHU3allUuK TOCTOSIHHOTO
CPOKa XpaHEHUs U 10 JUYHOMY COCTaBY.

Pa3menienue apXuBHBIX /1€ (JOKYMEHTOB) B @pXHUBHBIX XpaHUIHILAX
B COOTBETCTBHUH C BBIOpPAHHOW CXEeMOM KilacCH(pUKALUU U
CHUCTEeMaTH3aIuu JeJ1 (I0OKyMEHTOB).

Co3znanue u obecrieueHNe PeKUMOB XPAaHEHHUSI aPXUBHBIX €I
(TOKYMEHTOB).

[TpoBepka HAIWYKS U COCTOSIHUSL ApXUBHBIX /1€ (JOKYMEHTOB).
BrlsiBieHue 1 yueT apXUBHBIX Jie] (TOKyMEHTOB), TPEOYIOIIHNX
pecTaBpallMOHHOM, KOHCEPBAIIMOHHO-TIPO(PUIAKTHYECKON U
TeXHUYECKOH 00paboTKH.

[ToaroToBka yciioBuii /17151 00€CTieUeHUsI COXPAaHHOCTH apXUBHBIX €I
(ITOKyMEHTOB) B OCOOBIl MEPUOJT U UPE3BBIYANHBIX CUTYAIUIX.
Ocy1iecTBiIeHNE KOHTPOJIS ABMKEHUS apXUBHBIX J1E] (JOKYMEHTOB)
U X (PU3UUECKOTO COCTOSTHUSL.

[ToaroroBka u nepejaya apXyUBHBIX eI (JOKYMEHTOB) B
roCy/lapCTBEHHbI/ MYHUIIMTIATBHBIN apXUB WM HA HHOE BHEIIIHEE
XpaHEeHHE.

MK 2.4

OcyniecTBiIATh XpaHEHUE,
KOMILUIEKTOBAaHHE, YIET U
HCIIOJIb30BaHUE Je1 (JJOKYMEHTOB)
BPEMEHHOT'0 XpaHCHHUSI.

VYyer onuceit 151 BpeMEHHOTO XpaHEHUSI CTPYKTYPHBIX
HOI[paSIleJIeHI/Iﬁ opraHuizalvv B TPAAULIMOHHOM H B 3JICKTPOHHOM
Buje. Cucremaruszanuus e (A0KyMEHTOB) BpEMEHHOI'O XpaHEHus,
IIPUHATBIX OT CTPYKTYPHBIX IOAPa3AeIECHUN OpraHu3aluu, s
pa3MelIeHus B XpaHWIuIle apxuBa opranuszanuu. Kontpons Beiaun
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B OIIEPATUBHOE I0JIb30BAaHUE JIeN (JOKYMEHTOB) BPEMEHHOTO
XpaHeHus U UX Bo3BpaTta. [IpoBeeHne 3KcnepTH3bl LIEHHOCTH JEl
(TOKyMEHTOB) BpEMEHHOI'0 XpaHEHHsI B apXUBE OpraHU3alHH.
[ToaroroBka aein (JOKYMEHTOB) BPEMEHHOI'O XpaHEHUs, IPUHATHIX OT
CTPYKTYPHBIX IIOJpa3elIeHnl, Ha yHuuTOKeHue. Co3aaHue akToB O
BbIJIEJICHUN Ha YHUUYTOKEHUE /1]l (JIOKyMEHTOB) BPEMEHHOTO
XPpaHEeHHUs C UCTEKIIIMMU CPOKaMHM, IPUHATBIX OT CTPYKTYPHBIX
IIOAPA3/IECIICHUMN.

IIK 2.5.

OcymiecTBIATh UCTIOIB30BAHUE
ApPXUBHBIX JIeJT (IOKyMEHTOB), B TOM
YHCIIe C UCTIOIh30BAHUEM
ABTOMATH3HPOBAHHBIX CHCTEM.

[lonnepxka B akTyaJJbHOM COCTOSIHUM 3JIEKTPOHHBIX
MH(POPMALMOHHO-TIOUCKOBBIX CUCTEM apXUBa B IOKYMEHTHPOBAHHBIX
ctepax aestenbHOCTU opranu3anuu. CocraBieHHe CIIPaBOYHO-
MTOMCKOBBIX CPEJICTB K ApXUBHBIM JieJIaM (JOKYMEHTaM), YYTCHHBIM B
apXuBe U B IOKYMEHTHUPOBAHHbBIX c(hepax AesaTeaIbHOCTH
opranuszanuu. [IoaroroBka 0TBETOB Ha 3alIpOChl APXUBHBIX J€I
(moxymentoB). [ToaroroBka paboThl 1oJIb30BaTENEH B YUTATHHOM
3ajie apXuBa.

MK 3.1

OpraHu3oBbIBaTh padoTy C
JOKYMEHTaMu, IPUHUMATh
y4acTHe B pa3padOTKe JIOKAIbHBIX
HOPMATUBHBIX AaKTOB OpraHu3alun
0 BOIIPOCAM JIOKYMEHTAIIHOHHOTO
o0ecTieueHus yrpaBJIeHHUS.

[TpunsiTHe ygyacTus B pa3padOTKe JTOKAIBHBIX HOPMATUBHBIX AKTOB
OpraHU3aIy 10 BOIIPOCAM JTIOKYMEHTAIIMOHHOTO 00€CTICUeHHUS
YIPABJICHHUS.

YMeHue BUIETh YIIPABICHUYESCKUE TTPOOIEMBI U CITOCOOBI MX
perieHusl.

Pa3zpabatbiBaeT opraHu3allmOHHO-TIPABOBYO TOKYMEHTAIIHIO
opranusaiuu. Ogopmiisier HoOpMaTHUBHBIC aKThl B COOTBETCTBUU C
I'OCTowm.

IIK 3.2
Opranu3oBbIBaTH padOTy
KOJUJIEKTUBA UCHOJIHUTEIEH.

ChopMupoBaHHOCTH YMEHUI: 0(OPMIIATH PEKBU3UTHI JOKYMEHTOB,
MIPOCKTUPOBATH K OYOPMIISITH OJIAHKH JTOKYMEHTOB.

Crioco6HOCTh 0POPMIISTH OPraHU3aLMOHHBIE, PACHIOPSAUTEIBLHBIE,
MH()OPMAIIMOHHO-CTIPABOYHBIC IOKYMEHTHI.

Cocrapnenue u 0(popMIICHUE CTY)KEOHBIX ITHUCEM.

CrnocoOHOCTh IPOBOUTH PEJAKTHPOBAHHE TEKCTOB JIOKYMEHTOB.

MK 3.3
OcymiecTBiATh paboTy 1O

Bri6upaet BepHbie TpreMbl 00paOOTKH BXOASAIINX, UCXOIAIINX
JOKYMCHTOB, B 3aBUCUMOCTH OT CII0CO00B IOJIYYCHHUA
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00paboTKe BXOJAIINX, HCXOIAIINX U
BHYTPEHHUX

JOKYMEHTOB, COJICHCTBOBATh
ONTHUMH3ALNH JOKYMEHTOO00pOTa
OpraHM3aIliH.

KOPPECTIOHICHIINH.
Baecenue npeioxkeHuii o onTUMU3aluul JOKYMEHTO000poTa
OpraHu3aluu.

IIK 3.4.

OpraHu3oBbIBaTh padboTy 110
perucTpanuy, yueTy, XpaHeHHI0 1
nepeaye B COOTBETCTBYIOIINE
CTPYKTYpHBIE [TO/Ipa3IEIeHUs
JOKYMEHTOB TEKYILETO
J€JI0POU3BOCTBA.

YMeTb perucTpupoBaTh JOKYMEHTHI B )KypHAJIaX; COCTABISATh
OTIEPOTPAMMBI JIBI>KEHUSI IOKYMEHTA, TIOCTABJICHHOTO Ha KOHTPOJIb
32 UCTIOJTHEHUEM.

CniocoOHOCTh aHAJIM3UPOBATH OPraHU3AIMIO XPAaHEHHSI IOKYMEHTOB
U Jel.

IIK 3.5

OcymecTBIATh padoTy 1O
CUCTEMAaTH3AIMH JJOKYMEHTOB,
COCTABJIATh HOMEHKJIATYPY 1€ U
(hopMHPOBATH JTOKYMEHTHI B JIeNa.

O3HakoMJIEHUE C HOMEHKJIATYpoit Jien opranuzanuu. OnpeneneHue
METOAMKHU COCTaBJIEHUs, cOopa HHPOpMAIH. YUacThe B
COCTAaBJICHUU CBOJIHOM HOMEHKJIATYPBbI JI€] OPraHu3alNH.

Brnaneer MmeTonMkoi cocTaBieHHsI CBOJHOW HOMEHKIIATYPHI JeJ
OpraHu3aluy.

IIK 3.6.

ITpoBoauTh paboTy 1O MpPOBEPKE
CPOKOB XpaHCHHA JOKYMCHTOB Ha
OCHOBE II€pEYHE JOKYMEHTOB,
0pOpMIIATH JOKYMEHTBI SKCIIEPTHON
KOMUCCHUM U OIIUCH JEl.

Ocy1ecTBIsIET SKCIIEPTU3Y LIEHHOCTH B COOTBETCTBUU C
JEHUCTBYIOIUM 3aKOHO/IaTEIHHBIMU aKTaMHU.

Benet anexTpoHHbIE CIIPaBOYHUKH OpTaHU3ALUH 110 TOKYMEHTaM
apxuBa.

CDOpMLI U MCTOABI KOHTPOJISL U OUCHKH PC3YyJIbTATOB O6y‘-IeHI/I}I MO3BOJIAIOT IIPOBCPUTH Y O6y‘laIOIJ_[I/IXCH HC TOJIBKO C(bOpMI/IpOBaHHOCTB
HpO(i)eCCI/IOHaJ'IBHBIX KOMHCTCHHHﬁ, HO W Pa3BHUTHC O6IHI/IX KOMHCTCHHI/Iﬁ u 06€CHG‘II/IBaIOIHI/IX ux YMCHI/Iﬁ

PesyibTarsl
®opMbI U METOABI
PesyabTaThl (ocBOEHHBIC
OcCHOBHBIE IOKA3aTeJIH OLEHKH pe3yJibTaTa KOHTPOJISI U
(ocBOeHHBIE 00IIME KOMIIETEHIIMN) | MPo¢ecCHOHATbHbIE oLeHKH
KOMIIETEHIIMH)
OK 1. BeibupaTs ciocoObI perieHusl K 1.1-1.9 OpraHu3oBbIBaeT COOCTBEHHYIO I€ATEILHOCTh U XapakTepucTHKa 1o
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3a/1a4 mpodeccuoHanIbHON IIK 2.1-2.5 MpeyIaraeT CBOM CIOCOOBI pEIISHHUS TTPH BHIMTOJIHEHUN

NEeSATEeIbHOCTH MPUMEHUTEIBHO K [IK 3.1-3.6 3aIaHNM;

Pa3TUYHBIM KOHTEKCTaM. [TpunrMaet pemieHus: B CTAaHAAPTHBIX U HECTAHIAPTHBIX
CUTYaIUsIX W HECET 3a HUX OTBETCTBEHHOCTb.

OK 2. Ucnonb30BaTh COBpEMEHHBIE

CpeJIICTBA MIOMCKA, aHAIH3a U K 1.1-1.9 Ocy1iecTBISET MOKUCK, aHATN3 U OLIEHKY HHPOpMAIIH,

WHTEpIpeTauy HHPOPMAIIIH, U [IK 2.1-2.5 HE0OXO0IUMOM [Tl TOCTAHOBKH U PEILICHUS

UH(GOPMAIIMOHHBIEC TEXHOJIOTUH IS 1K 3.1-3.6 npodeccHoOHANBHBIX 337a4, TPO(HeCcCHOHATHLHOTO U

BBITNIOJIHEHUS 33144 JTUYHOCTHOTO Pa3BUTHUS

poecCHOHABHON 1eITeTbHOCTH

OK 3. IInanupoBath U peaan30BbIBATh OmnpezenseT U BBICTPAUBaeT TPACKTOPUU

coOcTBEHHOE NMPO(eCcCHOHAIBHOE U mpohecCHOHAIBHOTO PAa3BUTHS U CAMOOOPA30BaHUS.

JINYHOCTHOE Pa3BUTHE, MK 1.1-1.9 BrisiBasieT 1OCTOMHCTBA U HEIOCTATKA KOMMEPYECKON UAEH.

MpEANPUHUMATEIBCKYIO IIK 2.1-2.5 [Ipe3eHTyeT uaen OTKPHITHS COOCTBEHHOTO Jiejia B

JIEATENBHOCTD B IIPOYECCHOHATILHOM I1K 3.1-3.6 npodeccronanbHOM AearensHOCTH. OdopmisieT 6u3Hec-

cdepe, UCIIOIB30BATh 3HAHUS IO riaH. PaccunThiBaeT pa3mMepsbl BBITUIAT MO MPOLIEHTHBIM

(UHAHCOBO TPAMOTHOCTH B CTaBKaM KpEIUTOBAHUS

Pa3IMYHBIX KU3HEHHBIX CUTYAIUIX

OK 4. PabGoTtath B KOJIJIEKTUBE U K 1.1-1.9

Komanie, >GheKTHBHO K 2125 JemoncTparms cnoc061v{ocm paboTaTh B KOMaH/e

B3AHMOCHCTBOBAT C KOIUIETAMIL K 3.1-3 6 3(pexkTUBHO B3aMMOEHCTBOBATH C MIPETIOaBATEIISIMH
U COKYPCHHKaMU

PYKOBOJICTBOM, KIIMEHTAMH

OK 5. Ocy1iecTBasiTh YCTHYIO U

MMCbMEHHYI0 KOMMYHHKAIIAIO HA K 1.1-1.9 BerinonHseT nMchbMEHHbIE 33JJaHUs U CTPOUT CBOU

roCyJIapCTBEHHOM sA3bIKe Poccuiickon IIK 2.1-2.5 YCTHBIE OTBETHI HAa TOCYAAPCTBEHHOM SA3BIKE

denepanuu ¢ yaeToM 0COOCHHOCTEH TIK 3.1-3.6 Poccwuiickoit denepanuu ¢ y4eToM 0COOCHHOCTEH

COLIMATILHOTO U KYJIBTYPHOTO COLIMAJIBHOTO U KYJIBTYPHOT'O KOHTEKCTa

KOHTEKCTa;

OK 6. IIposABIATE TpaXkk1aHCKO- K 1.1-1.9 OTHOCHTCS K TPENofaBaTeNsiM, K COTPYJHUKAM U

[ATPUOTHYECKYIO IIO3ULIMIO, K 2.1-2.5 y4aluMmcs y4eOHOTo 3aBeIeHHs] yBaXKUTEIIbHO,

JEMOHCTPUPOBATH OCO3HAHHOE IIK 3.1-3.6 coOmrofas 001IeYeIoBeYeCKre IIEHHOCTH.

IIOBCACHHC

B cBouX BBICKa3BIBAaHUAX MMPOSABJISACT T'PAKIAAHCKO-

ATOTaM
MIPOXOKIACHHUS
NPEIAUTIIOMHOMN
MPAKTUKH C

MO IITUCHIO
PYKOBOJIUTEIIA
MPaKTUKHA HA
MPEANPUATHI
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Ha OCHOBE TPaJIMIIHOHHBIX
00111€4€eII0BEYECKHX LIEHHOCTEI;

NaTpuOTUYCCKYHO MO3ULUTIO

OK 7. ConeiicTBOBaTh COXpaHEHHIO

OKDYIKATOMIeil CPEEI K 1.1-1.9 [Tpu BHINOTHEHUH MPAKTUYECKUX PaOOT:

e(I:) Y coche e)KI;HI/IIO’ adbdEKTHBEO IIK 2.1-2.5 COXpaHsET CBOe pabouee MECTO B HA/IJICIKAIIEM TOPSIKE,
peﬁ}(]:I;BOBaTE - e3BLi1an71HHx IK 3.1-3.6 3¢ (HEeKTUBHO UCTIONB3YET MAaTEPHUAIIBI, YTUIU3UPYET OCTATKU
A p MaTepHuasoB B CTCIIHATbHBIC KOHTCHHEPHI.

CUTYaIHsIX;
OK 8. Mcnosib30BaTh cpeacTBa

W3UYECKOMN KYJIBTYPBI IS
¢ YARTYP B npouecce o0y4yeHust coxpaHsieT U YKpPEIUIsieT CBOU
COXPAHEHHUS U YKPEIUIEHUS 310POBbs K 1.1-1.9

o ¢du3nveckre BOSMOXKHOCTH U 310pOBbe. OTCYTCTBHE
B Iporiecce mpodeccuoHanTbHON IIK 2.1-2.5 .
MIPOITYCKOB 3aHATUI. BBINOIHAET MpakTHUECKUE 3a/1aHus C
JeATEITbHOCTH U MOJIeP>KaHUS 1K 3.1-3.6
COOJTIO/ICHNEM CaHUTAPHBIX HOPM U TEXHHUKH O€301acHOCTH.
HEO0OXOUMOTO YPOBHS
(bU3MYECKON MOATOTOBIEHHOCTH;
[TorumaeT 00U CMBICT Y€TKO MPOU3HECEHHBIX
BBICKA3bIBAaHUHN HA U3BECTHBIC TEMBI (TIPO(deCCHOHANBHBIE 1
OBITOBBIC), IOHUMATh TEKCTHI HA 0A30BbIC
npodeccCrOHAIbHBIE TEMBI,
OK 9. Ilonmp30BaTecs MK 1.1-1.9 y4acTBOBAaTh B JIMAJIOrax Ha 3HAKOMbIE OOIUE U
npodecCuOHABHOM TOKyMEHTaIuei K 2'1 2' 5 npodeccruoHalbHbBIE TEMBI;
Ha TOCYJapCTBEHHOM M HHOCTPAaHHOM K 3'1 3' 6 CTPOUTH MPOCTHIE BHICKA3bIBAHUA O ce0e U 0 CBOEit

SA3BbIKaXx.

npodecCHOHANTBHON IeATETLHOCTH;

KpaTKO 0OOCHOBBIBATh U OOBSICHITH CBOHM JICHCTBUS
(TeKkylue U IIaHUPYyEMBIE);

MTUCATh MPOCTHIC CBSI3HBIC COOOIICHUS HAa 3HAKOMBIC HITU
HHTEPECYIOIIHE MPOPECCHOHATBHBIC TEMbI
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