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1. TMACIIOPT ITPOI'PAMMBI ITPAKTUKHN
1.1 OBUIME ITOJIOXKEHUA

[IpakThka CTYIEHTOB IO MporpaMMme IOATOTOBKH CIIELUAJNCTOB CpPEAHEr0 3BEHa
OpraHu3yeTcsl B COOTBETCTBUH C (pefiepanbHBIM TOCyIapCTBEHHBIM 00pa30BaTeIbHBIM CTaHAAPTOM
cpenHero mpodeccHOHAbHOTO  00pa3oBaHMsI, YTBEPKIEHHBIM MpHUKa3oM MMHHHCTEpCTBA
npocsemmeHus PO ot ot 26.08.2022 Ne 778 «O0 yTBepkIeHHH (PeaepatbHOrO rocyliapcTBEeHHOTO
00pa30BaTeIbHOTO CTAaHJAPTa CPETHEro MpodeccHOHANbHOrO O0pa30BaHUs MO CHEHUAIbHOCTH
46.02.01 noxymMeHTalMOHHOE OOecrieueHre ynpasiaeHus u apxusoseneHue» (naiee - PI'OC CIIO)
B YacTu TpeOOBaHMI K pe3ylbTaraM OCBOCHMS MPOrPaMMbl MOATOTOBKH CIEIUAINCTOB CPEIHErO
3B€HAa M0 cHeruaibHocTH, peryaupyercs Ilpukasom Munobpuayku Poccun Ne 885,
Munnpocsenienus Poccun Ne 390 ot 05.08.2020 «O mpakTHYECKOW MOATOTOBKE OOYYAFOIIMXCS,
[Tonoxenunem «O MPaKTUUECKOM MOATOTOBKE CTYIEHTOB | 'yMaHUTApHOTO KOJUIEKa, OCBAUBAIOIINX
oOpa3oBareNbHbIE MPOTPAMMBI  CPEIHEr0 MPOQECCHOHATBHOTO O00pa30BaHUS» W  BKIIIOYAET
CIIC/IYIOIINE BU/IbI TPAKTUKH:

- y4eOHyI0 MpakTUKy (y4eOHas MpakTUKa MU YacTh Y4eOHON MPAKTHKU MOXKET ObITh
WCIIONIb30BaHa JUIsl OCBOCHHSI pabouedt mpodeccuu, eciam 3TO SBISICTCS OJHUM W3  BHJIOB
npodeccuonanbHoi aesrenbHocTy B cooTBeTcTBUE ¢ PI'OC CIIO);

- IPOU3BOJICTBEHHYIO U MPEATUIIOMHYIO MTPAKTUKH.

1.2. Mecto y4eOHOM U POU3BOACTBEHHON MPAKTUKU B CTPYKTYPE IMPOTrPaMMBbI TOATOTOBKU
CIELIUAIMCTOB CPETHETO 3BEHA

[IporpamMma y4eOHOI M MPOU3BOACTBEHHOM MPAKTUKH (Iporpamma MpakTHKW) — SBIISETCS
YacThI0 NPOTPaMMbl MOJTOTOBKH CHEIMAJIMCTOB CPEIHEr0 3BeHa CHEUMaIbHOCTH KOO U
HAauMeHo8aHue B YaCTH:
- OBJAJEHUS OOydJaloUMMHCA BHUJAAMH NPOPECCHOHATBHON JIEATENbHOCTH: OCYIIECTBIECHUE
OpPraHM3allMOHHOTO W JIOKYMEHTAallMOHHOTO  OOECHeueHusi JIeATEIbHOCTH  OpraHU3allMy;
OpraHu3alys apXUBHOM pabOTHI MO TOKYMEHTaM OpraHu3aluil pa3auyHbIX (GOpM COOCTBEHHOCTH;
OCBOEHME BHJOB pabOT MO OAHOW WJIM HECKOJIBKUM IpodeccusM padouux, TOJIKHOCTAM
CIIy’>KalluX,
- OBJIaJIeHUs1 OOUTMMH KOMITETEHIIUSIMU:

Kon
dopMynHrpoBKa
KOMIIETEHIU 3HaHUSI, yMEHHUSI
0 KOMIIETEHIINH
OK 01 BeiOupats cnocoObl | YMeHHs: paclio3HaBaTh 3ajady W/WiM HpolieMy B
pemIeHus 3a7a4d | MpoeCCHOHATBHOM W/WIH COIMAIBHOM KOHTEKCTE;
npodeccuoHaIbHON aHaJM3UPOBATh 33/1a4y W/WIH NMPOOJIEMY U BBIIEIATD
JeATEIIEHOCTH e COCTaBHBIE YACTH; OMPEIENSATh STAlbl PEIICHHS
IPUMEHHUTEIBHO K | 337a4d;  BBIABIATH M A(PPEKTHBHO  HCKaTh

paSJ'II/I'-IHI)IM KOHTCKCTaM PIH(bOpMaHI/IIO, HGO6XOJII/IMYIO JJISL pemeHI/m 3a1a4yu
W/Ua  TpoOJIeMbl; COCTaBIATh IUIAH JEHCTBUS;
OTIpeNIeIAITh  HEOOXOIWMBIE  PECYpChI;  BIIAJIETh
aKTyalbHBIMU METOIaMH paboThI B
npodecCuoHaATbHON u CMEXHBIX chepax;
peaHI/I3OBBIBaTb COCTaBHGHHBIﬁ IIJ1adH, OILICHUBATb
pe3yJbTaT MW  TMOCJIEACTBUS  CBOMX  JIEUCTBUM
(CaMOCTOHTCHBHO HNJIX C IOMOIIIBIO HaCTaBHI/IKa)

3HaHUSA:  AKTyalIbHBIA  TPOQPECCHOHANBHBIA |
COLIMAJIbHBIM KOHTEKCT, B KOTOPOM TMPUXOIUTCS
pHGOTaTB )41 KUTh, OCHOBHBIC HNCTOYHHUKU




nHpOpMAIMA W PECYpChl Ui pelIeHHs 3aaa4 |
mpoGyiieM B Tpo(heCCHOHATLHOM W/HUIH COIUAIEHOM
KOHTEKCTE; aJTOPUTMbl BBIIIOJHEHHUS pPadOT B
npoecCHOHATEHON U CMEKHBIX O0JIACTSAX; METOJbI
paboTel B poecCHOHANbHON M CMEXHBIX cdepax;
CTPYKTYpy IUIaHa JUIsi PEIIeHUs 3ajad; MOPSIoK

OLICHKHU pe3yabTaTOB pelieHus 3aa4y
npodeccroHaABHOM eI TETbHOCTH

OK 02 HUcnonb3oBath VYMenusa:  onpenenarb  3amayd Uil TIOMCKA
COBPEMEHHBIE  CpPEJICTBA | HHPOPMALIUH; OIpEeACIATh HE00XOAUMBIE
MOKMCKa,  aHalu3a M | HICTOYHUKM HH(OpMAINK; IUIAHUPOBATh MPOLIECC
HUHTEPIIPETAIINH TIOWCKa; CTPYKTYpUPOBATh MOJTy4aeMyto
uH(popManuu u | uHbOpMaIMIO; BBIACNATH, HauMboIee 3HAYUMOE B
UH(POPMAIMOHHEIE nepeyHe WHQPOpPMAIUHU; OICHUBATH IMPAKTUICCKYIO
TEXHOJIOTUH JUI | 3HAYUMOCTh ~ PE3yJbTaTOB  MOMCKA;  OGOPMIIATH
BBITTOJTHEHHS 3ajad | pe3ynbTaThl ~ TOMCKA,  TNPUMEHATh  CPEACTBa
npodeccuoHanbHOM UH(GOPMALIMOHHBIX ~ TEXHOJOTHH O peleHUus
JeSITeIbHOCTH npodeCcCOHATBHBIX 3a1ad; MCTIOJIB30BATh

COBPEMEHHOE MIPOrpaMMHOE o0ecrieueHue;
UCTIOJIB30BaTh pa3jnyHble MU(POBBIE CPENCTBA IS
petieHust mpohecCUOHANIBHBIX 3a7ay.

3HaHUs: HOMEHKJIaTypa UH(GOPMAITMOHHBIX
HMCTOYHUKOB, MPUMEHSIEMBIX B MPO(ecCHOHATBHOMN
NeSITeNIbHOCTH, MIPUEMBI CTPYKTYpHUPOBaHUS
nHpopmanuy; QGopmMaT OQOpPMIIEHHS PpE3yNbTaTOB
noucka WHGOpPMAIMU, COBPEMEHHBIE CpEACTBa U
ycTpoiicTBa ~ WH(pOpMaTH3aMK;  TMOPSAOK  UX
OpUMEHEHHs M IMporpaMMHoOe oOecrieueHue B
poeCCHOHATLHON JESTEIBHOCTH B TOM YHUCIE C
UCTIOJB30BaHUEM IIU(PPOBBIX CPEICTB.

OK 03 [TnanupoBathb U | YMeHus: OmpeaensTh aKTyaJlbHOCTh HOPMAaTHBHO-
peann30BbIBaTh MPaBOBOM JOKyMEHTallMd B MNPoQeccHOHAIbHON
COOCTBEHHOE JEATCIIbHOCTH, TPUMEHSATh COBPEMEHHYIO HAyYHYIO
npodeccuoHaIbHOe U | MpoecCHOHAIBHYIO TEPMUHOJIOTHIO; ONPEAEATh U
JUYHOCTHOE  DPa3BHUTHE, | BEICTPAMBATh  TPACKTOPHH  MPOQECCHOHATHHOTO
OPEeINPUHUMATEIBCKYIO | Pa3BUTHUSA u caMo00pazoBaHus; BBISIBIISITH
JeSITeTTHHOCTD B | IOCTOMHCTBA M HEIOCTATKH KOMMEPYECKOW WICH;
npodeccuoHaIbHON MIPE3EHTOBATh UJIEU OTKPHITHS COOCTBEHHOTO JieNia B
chepe, WCIIOJIH30BaTh | MPOGECCHOHATBHON  JEATENBHOCTH;  O(QOPMIIATH
3HaHUSA 10 (PUHAHCOBOW | OM3HEC-TUIaH; PACCYUTHIBATH pPa3MEpPhl BBIILIAT IO
IPaMOTHOCTH B | IPOIIEHTHBIM CTaBKaM KPEJAMTOBAHUS; OMPEACIIATH

Pa3jIMYHBbIX  KU3HCHHBIX
CUTyallusiIX.

MHBECTULIMOHHYIO IIPUBJIEKATEILHOCTD
KOMMEpUECKUX HAEH B paMmKax NpoQeccHOHAIbHON
NESTENIbHOCTH; IIPE3EHTOBATH OusHec-uzelo;
OIpeNeNIATh UCTOUHUKU (PMHAHCUPOBAHUS

3HaHUS: COAEp)KAHUE aAKTyaJIbHOM HOPMaTHUBHO-
IIpaBOBOM JOKYMEHTALIMM; COBPEMCHHAs HaydHas U
npodeccuoHanbHas TEPMHHOJOTHS;  BO3MOXKHBIE
TPaeKTOPUH  TPO(ECCHOHATHLHOTO  Pa3BUTHI U
camM000pa3oBaHusl; OCHOBBI MpPEINPUHUMATEIHCKOM




NesITeIbHOCTH; OCHOBBI (DMHAHCOBOM T'PaMOTHOCTH;
nmpaBwia pa3paboOTKU OW3HEC-TUIAHOB;  TOPSIOK
BBICTPAMBAHUSI HpEe3CHTAIH; KPEIUTHBIC
0aHKOBCKHE MPOJTYKTHI

OK 04 D¢ dekTuBHO YMeHHsI: OpraHW30BBIBaTh Pa0OTy KOJJICKTHBA M
B3aUMO/ICHCTBOBATh U | KOMaHJbl;  B3aUMOJICHCTBOBAaTH C  KOJUIETaMH,
paboTaTh B KOJJIEKTUBE U | PyKOBOJCTBOM, KJIMEHTaMH B xoJe
KOMaH/Ie npodeccoHABHOM IeATEeIBHOCTH

3HAaHUA: TICUXOJOTHMYECKUE OCHOBBI JEATEIHbHOCTU
KOJUJICKTHBA, MICUXOJIOTHYECKUE 0COOEHHOCTH
JUYHOCTU; OCHOBBI POEKTHON JEATEIHLHOCTH

OK 05 OcCylIecTBIATh YCTHYIO U | YMEHUSI: TpaMOTHO H3JaraTb CBOM MBICIH H
IIICbMEHHYO opopMIATH TOKYMEHTHI 1O TPO(PEeCcCHOHATBHOM
KOMMYHHKAITUIO Ha | TEMAaTUKEe Ha TOCYJApPCTBEHHOM SI3bIKE, MPOSBIATH
rOCYAapCTBEHHOM SI3BIKE | TOJEPAHTHOCTH B paboueM KOJIIICKTHUBE
Poccuiickoit denepaiu
C ydetoM ocoGeHHOCTeil 3HaHUSA: OCOOCHHOCTH COLIMAJIBHOIO M KYJIBTYPHOTO
COLHATBHOTO 4 | KOHTEKCTa; IpaBuia oq)opMneva{ JIOKYMEHTOB U
KYJIbTYPHOTO KOHTekcTa | NOCTPOCHHSA YCTHBIX cooO1IeHu

OK 06 [IposiBIIATE Tpa)XJaHCKO- | YMEHUs: OIIMCHIBATh 3HAYUMOCTh cBOEH
NaTPUOTHYECKYIO CHEIHNAbHOCTH; NPUMEHATH CTaHJapThI
TTO3UIINIO, AQHTUKOPPYIIIUOHHOTO TTOBEACHUS
ACMOHCTPUPOBATD 3HaHUA: CYIIHOCTh TPaKIaHCKO-TIATPUOTHYECKOM
OCO3HAaHHOC  TMOBCNCHUC | 1o3pppy, 00IIEYEIOBEYECKIX [IEHHOCTEIH;
Ha OCHOBC | syaynMocTs npodeccHOHANbHON AesATeNbHOCTH O
TPaNIIMOHHBIX npodeccuu (CTIeIUaNTbHOCTH); CTAH/APTHI
06mequOvBequKHX AQHTUKOPPYILUHUOHHOTO TOBEAEHUS U MOCIEACTBUS
LUEHHOCTEH, B TOM HCIC | org yanyiienms
C Yy4€TOM TapMOHU3ALMH
MEXHAIMOHATHHBIX "

MEXPEJIUTUO3HbIX
OTHOILLICHUH, IPUMEHSATH
CTaH/apTHI
AHTUKOPPYIMIIMOHHOTO
MOBEJCHUS

OK 07 ConelicTBOBAThL YMeHusi:  coOOaTh  HOPMBI  DKOJIOTHYECKOM
COXPaHEHHIO 0e30MacHOCTH; OTIPEENSTh HarpaBJeHUs
OKpYyKaroleun cpenbl, | pecypcocOepexeHns B pamMKax MpodecCHOHATbHON
pecypcocOepeReHuto, JESATEIbHOCTH IO CIEUUATbHOCTH OCYIIECTBIATh

NPUMEHSTh 3HaHUSA 00
WU3MEHEHUN KIIUMaTa,
MPUHLMIIB OEpeKIUBOTO
IIPOU3BO/JICTBA,

b pexTHBHO
JIECTBOBATH B
Ype3BbIYANHBIX
CUTYaLUsAX

paboTy ¢ coOMIoeHHEM MPHUHIMIIOB OEepekKINBOrO
MIPOU3BO/ICTBA; OpraHU30BBIBATh
poeCCHOHATTBHYIO S TEIHHOCTh C YYETOM 3HAHHUH
00 U3MEHEHUH KIMMaTHYECKUX YCIOBUI pEernoHa.

3HaHUs: IpaBUiIa KOJIOTMYECKON 0€301MacHOCTH IpU
BEJICHUU npodeccuoHaIbHON NeSITeNIbHOCTH;
OCHOBHBIE pecypcsl, 3a/IeiCTBOBaHHbBIC B
npodeccroHanbHOI NeSITEIbHOCTH; MyTH
o0ecrieyeHnss  pecypcocOepekeHus;  MPUHIIMIIBI
OepexIINBOro MIPOU3BO/ICTBA; OCHOBHbIE
HaMpaBJICHUsT U3MEHEHUS KIMMATHYECKUX YCIOBUU




peruoHa.
OK 08 Hcnonp30BaTh CpeacTBa | YMeEHUS: UCII0JIb30BaTh (U3KyIBTYypHO-
¢buznyecKkoil  KyJabTYphl | O3JOPOBUTENBHYIO NIE€ATEIbHOCTh Ui YKPEIICHUs
JUISL  COXpaHEHUs | | 3J0POBbs, JOCTHIKCHHUS KUZHEHHBIX u
YVKpEIUICHUsI 3/10pOBbsS B | MPO(EeCCHOHANBHBIX LeJeit; NPUMEHATH
mporecce paloHaIbHbIC MPUEMBbl JBUTATEIBHBIX (YHKIUH B
npodeccuoHanbHOM npo(hecCUOHANIBHOM  IETENIbHOCTH; I0JIb30BAThCS
JESITEIIBHOCTH U | cpeacTBaMu  NPODUIAKTUKH  MEepEHANpPSHKEHUS,
noAJep>KaHus XapaKTepHBIMHU JUI JAaHHOW CHEHUaIbHOCTH
HeO6XOHHMf)FO YPOBHA | 3yamma:  ponp  (usMueckodfl  KymbTypsl B
(usnaeckoit OOIIEKYIETYPHOM, npodeccnoHaTbEHOM u
HOATOTOBJICHHOCTH COLMAIILHOM  pa3BUTMH  4YeJlOBEKA;  OCHOBBI
3JI0POBOTO obpaza KU3HU; YCIIOBUS
npohecCHOHANBHOM /IeATEeIbHOCTH U 30HBI PHCKa
(U3MYECKOTO  3/I0POBbS IS CIICIIHATBHOCTH,
cpeacTBa MpOPUIAKTHKY MepeHANPSKEHUs
OK 09 [Tonb3oBaThCs VYMeHusi: MOHMMATh  OOIIMM  CMBICH  YETKO
npodeccuoHanbHOM IPOM3HECEHHBIX BBHICKA3bIBAHUN Ha M3BECTHBIC TEMBI
JIOKYMEHTalHen Ha | (mpodeccroHanbHbIe U OBITOBBIC), TOHUMATh TEKCTHI
roCyJ1apCTBEHHOM u | Ha 6a30BbIe IPO(ECCHOHATIbHBIC TEMbI; Y4aCTBOBATh

HHOCTPAaHHOM A3bIKax

B auaorax Ha 3HAKOMBIE o0mme u
npodecCHOHANbHBIE  TEMBl;  CTPOUTH  MPOCTHIE

BBICKA3bIBaHUA O ce€0e 1 0 CBOeH MpodheCcCHOHATHHOM
NesITeIbHOCTH; KPAaTKO OOOCHOBBIBATH U OOBACHATH
CBOM JAEHUCTBUS (TEKYIIHE U IUIaHUPYEMBbIE); MUCATh
IPOCTbIE CBSI3HBIE COOOLIEHHMsSI HA 3HAKOMBIE WM
MHTEpECYyIoIIKe MpodeccroHabHbBIE TEMBI

3HaHus: npaBujia MOCTPOCHUA MPOCTHIX M CIOXKHBIX

NOpeVIO)KEHU  Ha  NpoQecCHOHalIbHbIE  TEMBI;
OCHOBHBIE o0u1eynoTpeOuTenbHbIe IJ1aroJibl
(ObiToBast M mpodeccuoHadbHAs ~ JIEKCHKA);
JEKCUYECKUI MUHUMYM, OTHOCSIIUWCS K OIMUCAHUIO
MIPEIMETOB, CPEICTB u IIPOLIECCOB
popeCCUOHANBHONW  JIEITEIbHOCTH; OCOOCHHOCTH
MIPOU3HOIICHHS, mpaBWJia  4YTEHUS  TEKCTOB

npodeCcCuOHATBHON HAMPABIECHHOCTH

- OBJIaJACHUA HpO(I)CCCI/IOHaJ'IBHBIMI/I KOMIICTCHIIUAMMU :

Konx n nanmeHoBaHMe
Bunsl nestensHOCTH IToxa3zaTenu 0CBOEHHs KOMIIETEHIIUU
KOMIIETEHIIUU
OcymiecTBiieHue [IK 1.1. | HaBbiku
OpraHrU3allMOHHOTO OcymiecTBIATh MoJIyueHuss  HeoOXoaumon  uHboOpManuu U
u npuéM-nepenavy neperayr  CaHKIMOHMPOBAHHOW WH(OpMammu C
JOKYMEHTAllMOHHOI | YIIPAaBJIEHYECKOU UCIOJIB30BAHUEM CPEACTB HMH(OPMAIIMOHHBIX U
0 obOecnieueHus | HHGOPMALUH KOMMYHHKAIIMOHHBIX TEXHOJIOTUN
NEeSATEIbHOCTH C TMOMOMIBIO CPEACTB | Vyrenmus:
OpraHu3aiu MH()OPMAITHOHHBIX HCTIONB30BaTh  CPEACTBA MH(BOPMAIMOHHBIX M
a KOMMYHHKAIIMOHHBIX TEXHOJIOTHH JUIsl TTOJIy4EeHUS
KOMMYHUKALUUOHHBIX | i epenaun nndopmanymy;




TEXHOJIOTUH BECTH U HUCMOJIb30BaTh B paboTe 0a3zy KOHTAKTOB
OpraHu3alyy;
BECTH  Y4Y€THBIE  PETrHCTPAlMOHHBIE  (OPMHI,
UCIIOJIb30BaTh UX AJI1 HMHPOPMALMOHHOW paboThI U
paboThI 1O KOHTPOIIIO UCTIOTHEHUS TOPYUEHH;
YCTaHABJIMBATh U MOAJEPKUBATh KOMMYHHKALMU B
npoliecce J1eI0BOro 0OLUIEHUs ¢ TIOMOLIbIO CPEICTB
UH(POPMALIMOHHBIX " KOMMYHHKAIIMOHHBIX
TEXHOJIOTHIA;
CIJIaKUBaTh KOH(IMKTHBIE U CIOXHbBIC CUTYalluU
MEKJIMYHOCTHOI'O B3aUMOJCUCTBUS;
COOIOAATh CITYKEOHBIN ITHUKET;
obOecnieunBath HH(OPMALMOHHYIO 0€30MacHOCTh
JEeATEIbHOCTH OPraHU3aLUN.
3HaHUA:
HOpPMATHBHBbIE IpaBOBbIE aKkTel  Pocculickon
@eneparut B chepe  MHOOPMAIMOHHBIX U
KOMMYHUKAI[UOHHBIX TEXHOJIOTUH;
CTPYKTYpa OpTraHu3aIuy, e€ 3a/1aui U QyHKIUY;
IIpaBuJjIa MPOBEJIEHUs JEIOBBIX IIEPETOBOPOB;
9THKA JIEJIOBOIO OOIIEHUS;
IIPaBUJIa PEYEBOT'O ITUKETA;
npaBuia MOAIepKAHUS u pa3BUTHUSA
MEXKIJINYHOCTHBIX OTHOIIEHU;
TpeOOBaHUs OXpaHbI TPYIa.
[IK 1.2. | HaBbiku
Koopanuuposarsb KOOpJMHAIMK PaOOThl NPUEMHON PYKOBOAUTEINS U
pabory NPUEMHON | 30H mpHéMa pa3IHYHBIX KATErOPHH MOCETHUTEINICH
PYKOBOIWTENSA,  30H | OpraHu3aIuu
OpHeMa  Pa3IMYHBIX | Vyiepus:
Kateropun BCTpEYaTh IIOCETUTENIEH, I0Jyd4aTh IIEPBUUYHYIO
TIoCeTHTCICH UHPOPMALIMIO O TMOCETUTENAX, YCTaHABJIMBATH
OpraHu3anyu

nopsiiok  npuéma JUIsl  pa3iMyHBIX KaTeropHi
MIOCETUTEIIEH;

BECTH YYETHBIE PETHCTPAIMOHHBIE (OPMBI TI0
npuémy noceTurene u oHopMISTh IPOMYCKa,;
BECTH MPHEM, ITepeslauy U OTIIPaBKYy JOKYMEHTOB;
OpPraHu30BbBIBaTH U OpPOHUPOBATH MEPETOBOPHBIE
KOMHATBI,

cepBUpPOBATh YaiiHble (KOQeiHbIe) CTONbI B O(HCe;
MPUMEHATH B paboTe cpeacTBa MHPOPMALMOHHBIX
1 KOMMYHHKAIIMOHHBIX TE€XHOJIOTHUH;

NPUHUMATD MepBI o COXPaHEHHIO
KOH(UIEHIMaTbHON HHpOpMalMK B X0/€ MpuéMa
IIOCETUTENEH.

3HaHUA:

HOPMAaTUBHBIC IIpaBOBble akThl  Pocculickon
®denepanuu 1o 3ammre MHGOpMaUK U padboTe ¢
oOpaIeHus MU TPaK/IaH;

CTpPYKTypa OpraHu3allud M  paclpeiesieHue
GbyHKIMN MEXTY CTPYKTYPHBIMH
MO/IPA3JIEJIEHUSMH U CIIELIUATUCTAMY;




MpaBHJIa OPTaHU3ANNH MPUEMA TTOCETHTEICH;
ATHKET U OCHOBBI MEXIYHAPOTHOTO TIPOTOKOJIA;
ATHKA JIEJIOBOTO OOIICHUS;

IpaBUJIa PEYEBOTO ITUKETA.

npaBujIa CEpBUPOBKH YailHOTO (KO(eHoro) crona;
TpeOOBaHUs OXpaHbI TPYIA.

IIK 1.3. Bnanmers | HaBeiku

HaBbIKaMHU IUTAHUPOBAHUS PabOYero BpPEeMEHU PYKOBOAMTES

IJTAHUPOBAHUS 1 pabouero JHsS cekperaps

paboyero BpeMeHu YV MEHHS:

PYKOBOAMTEILS 1 | ppiOupars (HOPMBI TUIAHUPOBAHHUS U OGOPMIISTH

CeKpeTaps IUTAHUPOBINUK  (OpraHai3ep) pyKOBOAMTENIS U
cekperapsi;
yCTaHaBIUBATh LEJH, OTIpEeCIIATh
OPUOPUTETHOCTh M  OUYEPENHOCTb BBIMOJIHEHHUS
pabor u 3ddexkTUBHO pacmpenenAaTb padouee
BpeMS;
COTJIACOBBIBATh BCTPEYM M  MEPOIPHUSATHS U
BHOCHUTh  WH(OpPMALIHUIO B TUTAHUPOBILIUK
(opranaiizep);
UH(GOPMUPOBATh PYKOBOJAUTENS O MPHOIMKEHUU
BPEMEHH U PErJIaMEHTE 3allJIJaHMPOBAHHBIX BCTPEY
1 MEpPONPUATHI;
BBIOMPATh ONTHUMAJIbHBIE CIOCOOBI BHEIIHETO W
BHYTPEHHET0 WH()DOPMHPOBAHHS O ILIAHUPYEMBIX
MEPOTPUSITHSIX;
obecrieunBath HMH(GOPMAIIMOHHYIO 0€30MaCHOCTh
JeSTeIbHOCTH OpraHU3aIuy;
MIPUMEHSTHh B paboTe cpeacTBa MHPOPMAIIMOHHBIX
¥ KOMMYHUKAIIMOHHBIX TEXHOJIOTHUH.
3HaHUS:
HOPMAaTHBHBIE NPaBOBbIE aKThl  Poccuiickoit
®denepaunu B chepe MH(pOpPMAIIMOHHON
0e30IMacHOCTH;
CTPYKTYypa U crerudrKka OCHOBHOM JCSITEIBHOCTH
OpTraHH3aIH;
OCHOBBI YIIPaBIICHUSI BPEMEHEM;
MpaBUjia IPOBEICHUS IETTOBBIX MTEPETOBOPOB;
JTHKA JIEJI0OBOT0O OOIIEHHUS;
TpeOOBaHMS OXpaHBI TPY/IA.

IIK 1.4. | HaBwikn

OcyImecTBIsTh opraHu3anuy JCJIOBBIX IIOC3J0K PYKOBOIUTEII

MOJATOTOBKY JI€JIOBBIX
M0E3/10K
PYKOBOJIUTEIS

u TPYTUX
COTPYAHHUKOB
OpraHu3aluu

U IPYTUX COTPYIAHUKOB OpraHU3alliN

YmMmenns:

COCTaBISAITh U OQOPMIIATH  JTOKYMEHTHI st
JACJIOBBIX ITOC30K,

OCYIIECTBIISITh  TPEBEN-TIOJACPKKY  JEJIOBBIX
MOE3/0K;

COTJIACOBBIBATh C NPUHHUMAIOIIEH  CTOPOHOM
MPOTOKOJI  TJIAHUPYEMBIX  MEPONPHUITHH U

(hopMHUpPOBATH IPOTPaAMMy JEJIOBON TTOE3IKHU;
WCIOJIb30BaTh CpeACTBAa HHMOPMALMOHHBIX U
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KOMMYHHKAIIUOHHBIX TEXHOJIOTUH JJIA
oOecrnieueHrs B3aUMOJCHCTBHUS C PYKOBOJIUTEIEM
BO BpEMS €0 JIeJIOBOU MMOE3IKH;

oQOopMIIITh OTYETHBIE JOKYMEHTHI O JEJIOBOU
MOE3/KE.

3HaHUA:
HOPMAaTUBHBIE IIpaBOBble  akThl  Poccuiickon
Oenepariii B chepe  opraHW3anUu  JCIOBOM
HIOE3/KY;
MOPAJOK  TMOATOTOBKM U JOKYMEHTHPOBAHUS

JICIIOBOM ITOC3/IKU;

WHTEPHET-PECYPChl ISl OCYIIECTBJICHUSI TPEBE-
IMOAZEPKKH JEIIOBBIX II0€310K;

STUKET U OCHOBBI MEXIYHAPOJAHOTO IPOTOKOJIA;
9THKA JEJI0BOTO OOIICHUS,

TpeOOBaHUS OXPaHbI TPY/A.

I[IK 1.5. Buanmers | HaBbiku
criocobamu OpraHu3alu M MOAJepKaHUs (YHKIHMOHAIBHOIO
OpraHu3anuu paboyero npocTpaHcTBa
pabouero V MEHMS:
IpOCTpaHCTBA OpraHM30BBIBATH paboYee MECTO B COOTBETCTBUH
NpHEMHOI 1 KabuHeTa | TpeOOBAHUSAMU SPTOHOMUKH U KYJIbTYPbI TPY/a;
PYKOBOJMTCILA obecnieunBath pabodee MecTO M (PYHKIIMOHATBHOE
pabouee MIPOCTPAHCTBO HEO0OXOUMBIMHU
CpeACTBaMHU OpPraHU3AMOHHON TEXHUKHU, MEOEIBIO
Y KaHIEeTSPCKUMHU TPUHAIEKHOCTSIMH;
HOJ/IEP)KUBAaTh ~ CpPEACTBA  OpraHU3allMOHHOMN
TEXHUKU
B paboyeM COCTOSIHHH.
3HaHUA:
TpeOOBaHUSI OXpaHBl TPYyHa, MPOU3BOACTBEHHOU
CaHWUTapUH, IPOTUBOIIOKAPHOI 3alUTHI;
OCHOBBI TPABWJIBHOW OpraHM3alUd Tpyaa |
METO/IbI TOBBIILIEHUS €r0 3PPEKTUBHOCTH;
BUJIBl OPTaHW3AIIMOHHON TEXHUKH W TOPSIOK
paboTHI ¢ Hell.
IIK 1.6. | HaBbiku
OcyiecTBiATh OpraHu3alliii  TMOATOTOBKH W TPOBEICHUS
pabory MO | KOH(PEPEHTHBIX  MEPOIpPHUATHH,  obecreueHus
MOJITOTOBKE WH(POPMAITMOHHOTO B3aUMO/ICHCTBUS
" MPOBEACHUIO | PYKOBOIUTEIA C noapa3aciIeHusIMHU )58
KOH(DEPEHTHBIX JIOJKHOCTHBIMU JIMIIAMH OPTaHU3aIuT
MEpPONPUATHIHA, VMeHus:
obecreunBarh OpTraHM30BBIBATh  NPOLECC  IOATOTOBKH M
HH(popMaLOHHOE NpoBEJEHHE  KOH(EPEHTHOrO  MEPONPHATHS
B3aMMO/JICHCTBHE WHTUBH/TYATBHO
PYKOBOAHUTEIIA U B COCTaBe paboyeil rpymibl;
¢ TOAPasiCICHIAMM | 1\pvyeHTHPOBATS  pasHbIC OTANBl  MPOIELYPHI
1 AOIDKHOCTHEIMH | 11y roToBKM M mpOBeJEHHS — KOH(DEPEHTHOTO

JIMaMu OpraHusanuu

MEpPOIPUATHS;
COONIOAATh STUKET M OCHOBBI MEXKIYHAPOIHOTO
MIPOTOKOJIA;
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OCYLIECTBIATH cOOp, 00paboTKy uH(pOpMaLuHy,
CHCTEeMaTH3alUIO IOJYyYaeMbIX M II€peJaBaeMbIX
JTAHHBIX;

OCYIIECTBIISATH IPOBEPKY JIOCTOBEPHOCTH,
HOJTHOTEI

¥ HENPOTHBOPEYMBOCTH JIAHHBIX, HCKIIOYCHHE
TyOnupoBaHus HH(OPMAIIHH;

HIPUMEHATh HH)OPMAMOHHO-KOMMYHHUKAIIMOHHBIE
TEXHOJIOTHH.

3HaHus:

HOpPMAaTHBHBIE TpaBOBbIe aKThl  Poccuiickoil
®enepanun B chepe nHGOpMAIUY;

KOMILIEKC OpraHU3aIMOHHO-TEXHUYECKHUX
MEPONPUITHI TIO TOATOTOBKE U TMPOBEACHUIO
KOH()EPECHTHBIX MEPOIPHSITHIA,

npaBuiia oGoOpMIIEHUSI IOKYMEHTOB, CO3[aBAEMBIX
B Ipoliecce TMOArOTOBKM U MPOBEACHUA
KOH()EPEHTHOTO MEPOIPUATHUS;

STUKET U OCHOBBI MEXKTYHAPOHOTO TPOTOKOIA;
JTHKA JCIOBOI0 OOIICHNS;

COCTaB BHYTPECHHUX u BHEILIHUX
UH(POPMALMOHHBIX IOTOKOB;
CTPYKTypa OpraHu3anuu u MOPAA0K

B3aMMOJICHCTBHS MOJIPA3/IEIICHUH;

MeTo/bl O00pabOTKM M 3alUThl MH(DOPMALUH C
NPUMEHEHUEM CpeJICTB MH(POPMALMOHHBIX U
KOMMYHHUKAI[HOHHBIX TEXHOJIOTHH;

TpeOOBaHMS OXpaHbI TPY/IA.

K 1.7. Odopmasts
OpTaHU3aIMOHHO-
pacropsIuTeIbHbIE
JOKYMEHTBI u
OpraHU30BBIBATh
paboTy ¢ HUMHU, B TOM
qucie c
UCIOJIb30BaHUEM
aBTOMAaTH3UPOBAHHBIX
cHcTeM

Hagbiku

odopmIIeHUS OpraHU3aIlMOHHO-
paciops AN TEILHBIX

JOKYMEHTOB M OpTaHMW3amusi padOThl ¢ HHUMH, B
TOM quclie c HCIIOJIb30BaHUEM
ABTOMATHU3MPOBAHHBIX CHCTEM

YmMenus:

COCTaBJISTh MTPOEKTHI OpTaHU3aI[MOHHBIX,
paciopsAUTEILHBIX u UH(GOPMAITMOHHO-

CIPAaBOYHBIX  JOKYMEHTOB, B TOM  YHCJE
JOKYMEHTOB, COJEpIKAIINX KOH(MUACHITHATHHYIO
nH(pOopMaILHIo;

oopMIATh  OpraHU3AIMOHHO-PACTIOPSITUTEILHBIE
JIOKYMEHTBI (OpUTHHAJIBI U KOIIUH);

CKaHMPOBATh, KOMHUPOBaTh ¥ KOHBEPTHUPOBATH
JOKYMEHTHI B pa3JInYHbIe (pOopMaThI;
OCYILECTBIISATh MPOBEPKY INPOEKTOB JIOKYMEHTOB
Ha COOTBETCTBHE MPAaBHUIIaM JICIOPON3BO/ICTBA;
MPUHUMATh U TPOBOAMUTH MEPBUYHYIO 00pabOTKY
BXOJAIIUX JTOKYMEHTOB;

MPOBOJIUTH  MPEIBAPUTEIBHOE  PACCMOTPEHUE
BXOJSIIUX U BHYTPEHHUX JOKYMEHTOB;
pPETUCTPUPOBATh  BXOJMINME,  HUCXOMSIIUNE U
BHYTPEHHHUE TIOKYMEHTHI;

KOHTPOJIMPOBATH MapuUIpyTU3ALMIO
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AOKYMCHTOIIOTOKOB B opraHu3anuu
(COFHaCOBaHI/Ie, IIoAnucaHuc, YTBECPKIACHUC,
perucTpanmys, O3HAKOMJICHHUEC N  HCIIOJIHCHUC

JTOKYMEHTOB) ;

OCYIIECTBIISITH CPOKOBBI KOHTPOJIb HCIIOJHECHUS
JOKYMECHTOB;

OCYHIECTBIISITH ~ IOATOTOBKY |
UCXOJISIIUX JTOKYMECHTOB;
COCTaBJIATh OTYETHI W AHATUTUYECKUE CIPABKU
00 HCIIOJIHEHUH JOKYMEHTOB;

OTIIPaBKY

BECTH  HMH(OPMAIMOHHO-CIIPABOYHYIO  paboTy
110 JOKYMEHTAaM;

OCYLIECTBIATH  pabOTy C  OpraHU3alMOHHO-
pacnopsiAuTEIbHBIMU JIOKyMEHTaMU
B aBTOMAaTU3MPOBAHHBIX CUCTEMAX.

3HaHUSA:

HOpPMATHBHBbIE IpaBOBbIE akTel  Pocculickon
®enepanyn B chepe AeT0IPOU3BOICTBA;
JIOKaJIbHBIE HOPMATHBHBIE aKThI,
perJaMEeHTHPYIOIIME  JIEATENbHOCTh  CIYXKObI
JEJIONPOU3BOICTBA 51 eé PabOTHUKOB,
OpraHU3alMI0 BEICHUS JEIO0NPOU3BOJICTBA;
COBPEMEHHBIE MH(POPMALIMOHHbIE U

KOMMYHHKAIIMOHHBIE TEXHOJIOTUH, MpPUMEHSEMbIe
B paboTe ¢ JOKYMEHTaMHu;

CTPYKTypa OpraHu3aluy, PYKOBOZACTBO
CTPYKTYPHBIX MOJpa3/ieNeHuii, 00pa3ipl MoAnuceH
JMIL,  UMEIOIIMX  [paBO  MOJMHMCAHUS U
YTBEPKACHUS JIOKYMEHTOB,
Y OTPaHUYEHMS 30H UX OTBETCTBEHHOCTH;

MIpaBUJIa PYCCKOT'O SI3bIKA;

TpeOOBaHUS OXpaHbI TPY/IA.

K 1.8. Odopmusirs

JOKYMCHTBI o
JUYHOMY COCTaBy H
OpraHU30BBIBATH
paboty ¢  HHUMH,
B TOM 4YHCIE C
HCIIOJIb30BAHUEM
ABTOMAaTU3HWPOBAHHBIX
CHCTEM

Hasrikn

oopMIIeHHS TOKYMEHTOB IO JIMYHOMY COCTaBY U
OpraHu3ani paboThl ¢ HUMH, B TOM YHCIE C
HCMOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

YMeHnus:

o0ecrieynBaTh  COXPAHHOCTh  TEPCOHAIBHBIX
JTAHHBIX PaOOTHHUKOB;

OpraHU30BBIBATH JOKYMEHTO000pOT 1o

MPEJCTABICHUIO JOKYMEHTOB IIO IIEpCOHANy B
rocy/1apCTBEHHbIE OPTaHbI;

OpPraHu30BBIBaTh JIOKYMEHTOOOOpPOT 1O YYETy
U ABM)KEHUIO paOOTHHUKOB;

BECTU BOMHCKHUH Y4ET paOOTHHUKOB,;

BECTH yu&€T pabouero BpeMeH! pabOTHHUKOB;
oopMIIATE OpraHU3allMOHHO-PACIOPSIIUTENbHBIE
JIOKYMEHTBI 110 INYHOMY COCTaBY;

BECTH PETUCTPALIO, YUET, ONIEPATUBHOE XpPaHEHHE
JIOKYMEHTOB I10 INYHOMY COCTaBY;

BECTH JOKYMEHTALHIO, HOJTBEPHKTAIOLIYIO
CBEICHHUS

0 pr,ZLOBOﬁ ACATCIIbBHOCTH W TPYAOBOM CTAXKC
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pabOTHHKOB;
(hopMHUpPOBATh JIMYHBIE JIe)Ia pAOOTHHKOB;
opopMIsATH Jnena MO JIMYHOMY COCTaBy JUIS

nepegayn
B ApXUB OpraHU3aLHY;
pabortathb co CHeHATU3UPOBAHHBIMU

MH(POPMALIMOHHBIMU CUCTEMAMH U 0a3aMH 1aHHbBIX
10 BEJICHUIO YY€Ta U IBUKCHHUIO PaOOTHUKOB.

3HaHUA:

HOPMAaTUBHBIE IIpaBOBble  akThl  Poccuiickon
®enepanun B chepe TPyIOBBIX OTHOILIECHUI;
JIOKaJIbHBIE HOPMATHBHBIC aKTBl,

pErJIaMeHTUPYIOIINE TPYAOBBIE OTHOLLICHUS;
COBPEMEHHBIE MH(}OpPMaILMOHHO-
KOMMYHUKAIIUOHHbIE TEXHOJIOTUH, IPUMEHSEMBbIE
B paboTe ¢ JOKYMEHTaMHU 110 JIUYHOMY COCTaBY;
CTPYKTypa OpraHu3alui, PYKOBOJCTBO
CTPYKTYPHBIX IOJIpa3iesICHU;

IIPaBUJIA AEJIONPOU3BOICTBA;

IIPABUJIA PYCCKOTO SI3bIKA;

9THKA JIEJIOBOIO OOIIEHUS;

TpeOOBaHUs OXpaHbl TPYIa.

IK 1.9.
Opranu3oBbIBaTh
TEKyIlllee  XpaHEHHE
JIOKYMEHTOB,
o0paboTKy gen ais
OTIePaTUBHOTO

u aApPXUBHOTO
XpaHeHus, B  TOM
qucle c
HCIIOJIb30BaHUEM
ABTOMATHU3HPOBAHHBIX
CUCTEM

HaBbixn
OpraHu3alMy TEKYLIEro XpaHEHUs JOKYMEHTOB,
00paboTKK aen s OMEepaTUBHOTO U ApPXUBHOTO

XpaHeHus, B TOM YHCIE€ C HCIOJb30BaHUEM
ABTOMAaTU3HPOBAHHBIX CHCTEM

YMeHus:

pa3pabaThiBaTh HOMEHKJIATYPY JI€7T OpraHU3aIli;
IPOBEPATH MPaBUIbHOCTh odopmieHus

JIOKYMEHTOB U OTMETKH 00 MX HCIIOJIHEHUH Tepes
uX (OPMHPOBAHUEM B JIEJO Ui IMOCIEIYIOLIETO
XpaHeHus; (OpMHPOBATH JieNa, KOHTPOJIUPOBATH
MpaBWJIbHOE U CBOEBPEMEHHOE pacHpelesieHue U
MOJIIMBKY JOKYMEHTOB B JIeJla B COOTBETCTBHUHU C
HOMEHKJIATypoH J1eT;

MPOBEPATH  CPOKM  XpaHEHHs]  JIOKYMEHTOB,
COCTaBJIATh  MPOTOKOJ  pabOThl  3KCHEPTHOM
KOMUCCHH TI0 MTOATOTOBKE JOKYMEHTOB K Iepeiaue
B apXUB;

COCTaBJISATh AaKT O BBIIECTICHUM K YHUYTOXEHHIO
JIOKYMEHTOB, HE MOJIIeKAIINX XPaHEHHIO;
COCTABJISATh aKT 00 YHUYTOXXEHUU JIOKYMEHTOB;
OCYIIIECTBIISITh MOJIHOE WIH YaCTHUYHOE
opopmileHHE JIe1 BPEMEHHOIO, IOCTOSHHOTO,
JOJITOBPEMEHHOT'O CPOKOB XPaHEHUS;

COCTaBIIATh OIHCH nen CTPYKTYPHBIX
MO/IPA3JEIEHUN TIOCTOSIHHOIO, JI0JITOBPEMEHHOTO
CPOKOB XpaHEHMsI AJi1 Iepefauu Jell B apXUB
OpraHu3aluy;

MPUMEHATh HHPOPMALMOHHO-KOMMYHUKAITUOHHBIE
TEXHOJIOTUH IIpHU paboTe C JOKYMEHTaMHU.
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3HaHUA:

HOPMAaTUBHBIE IIpaBOBbIe  akThl  Poccuiickoi
Qeneparun B chepe  AETONMPOU3BOJACTBA |
apXUBHOIO JI€N13;

JIOKaJIbHbIE HOpPMAaTUBHBIC aKTHl,
perIaMeHTHPYIOIINE BEACHUE JIEIO0IPOU3BOJICTBA
U 1iepeayy J1eJ B apXUB OpraHu3ally;

BUJBl HOMEHKJIATYp Jneid, oOmme TpeOoBaHUS K
HOMEHKJIATYpe JIeJ1, HOPSA0K pabOThI C HEH;
nopsiAok  (GopMupoBaHuss ¥ oopMICHHS e,
cneunduka GopMUpOBaHUs OTAEIBHBIX KaTeropui
ACT;

OpaBUiIa XpaHeHWs Jie, B TOM 4YHCIEe C
JIOKYMEHTaMU OrPaHUYEHHOTO JTOCTYIIA;

IpaBUIa BbIJIa4X ¥ UCIIOJIb30BaHUS JJOKYMEHTOB U3
c(OpPMHPOBAHHBIX JIET,

HOPSIIOK UCIOJIb30BAHUSA TUIOBBIX Win
BEIOMCTBEHHBIX nepedHei JIOKYMEHTOB,
OIpe/IeJIeHUs] CPOKOB XpaHEHHMs B Ipolecce
9KCIIEPTU3bI IEHHOCTU JOKYMEHTOB;

BUJIbI OIIUCEH €] OpraHu3alMy U MOPsIOK paboTh
C HUMU;

TpeOOBaHMS OXpaHbI TPY/IA.
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Opranuzanus
apXMBHOH  paboTHI
o JIOKyMEHTaM
OpraHu3aui
pasnmuuHbX  (hopm
COOCTBEHHOCTH

IK 2.1.
Ocy1iecTBIAThH
KOMIUJICKTOBAHHE
apXVBHBIMH  JIEJIaMHU
(TOKyMEHTaMH )
apXuBa OpraHU3AINH

Hasbikn

y4acTusi B KOMIUIEKTOBAaHUU apXUBHBIMU J€JIaMU
(loKyMeHTaMH) apXHBa OpraHU3alUH

Ymenus:

paborate ¢ mOIpa3ieIeHUSIMHI/OPraHU3AHSIMU
UCTOYHUKAMHU KOMIUIEKTOBaHMsI apXUBa;
IIPUHUMATh AapXMBHbIE Jejla (JOKYMEHThI) Ha
IIOCTOSIHHOE WJIN J0JITOBPEMEHHOE XPAaHEHUE;
y4acTBOBAaTh B IIPOBEAECHUM IKCIEPTU3BI LIEHHOCTU
pa3IMYHbIX TWUIIOB W BHUJOB JOKYMEHTOB B
COOTBETCTBUM C BHYTPEHHUMH perjaMeHTaMH
OpraHu3aluy;

OPUMEHATh B pabOTe€ PEKOMEHJAIMH SKCIEPTHO-
IPOBEPOYHOM  KOMHUCCHUM  WJIH  3KCIEPTHOM
KOMHUCCHH OpraHu3aluu;

OPUMEHATh IEepPeYHHM C  YKa3aHHEM CpPOKOB
XpaHeHus Ael (JIOKyMEHTOB);

coOJyitojaTh HOPMAaTHUBHBIE CPOKM XpaHEHUs el
(1OKyMEHTOB);

BECTH YYET HCTOUHUKOB KOMIUIEKTOBAHUS apXUBa;
UCIIONIb30BaTh  IEpPEIOBOM  OTEYECTBEHHBIH U
3apyOeKHBI ONBIT 1O KOMIUIEKTOBAaHMIO apXHBa
nenamMu  (JIOKyMEHTaMH)  IHOCTOSHHOIO U
JIOJITOBPEMEHHOT'O XpaHEHUS;

HCIIOIb30BaTh COBPEMEHHBIE
aBTOMAaTU3HPOBAHHBIE, uH(pOpMaIMOHHbBIE u
TEJIEKOMMYHUKAIIMOHHBIE TEXHOJIOTHU
JIOKYMEHTHUPOBAHHBIX chep IEATEIILHOCTH
OpraHu3aIuu.

3HaHUs:

HOpPMaTUBHbIE TIpaBOBbIe akThl  Poccuiickon
Qenepatiii B cdepe  JENONPOU3BOACTBA U
apXHUBHOIO JIEIIA;

Hay4HO-METOJANYECKUE KPUTEPUU  IKCHEPTU3BI
LIEHHOCTH pAa3JINYHbIX TUINOB W BHJOB €]
(mOKyMEHTOB);

TEOPETHYECKME W METOAMYECKHE  aCIEKThI
KOMIUIEKTOBaHUS M 3KCIEPTU3bl LIEHHOCTH BCEX
BHJIOB JOKYMEHTOB;

BUJIbI, Pa3HOBUAHOCTH M (QopMaTbl BCeX BHIOB
JOKYMEHTOB;

YHU(UIUPOBAHHYI0 CUCTEMY OpraHU3alMOHHO-
PacopsAUTEIbHON JOKYMEHTAUH;

CTaHapThI oopmieHus OpraHU3alMOHHO-
PacopsAMTEIbHON JOKYMEHTAUY;

CIOCOOBl W TEXHOJOTMH  JOKYMEHTHPOBAHUS
pa3IMYHbIX BUJIOB npodeccuoHaIbHON
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NeSITeNIbHOCTH;

OpraHU3allMOHHbIE TPUHIUIBI KOMIUIEKTOBAHUS
nel (I0KyMEHTOB) OTPaHMYEHHOTO JTOCTYIIA,
TpeOOBaHUS OXPaHbI TPY/a.

I[IK 2.2. Bectu yuér
apXHUBHBIX nen
(1OKyMEHTOB), B TOM
qucie

C  HCHOJb30BAaHUEM
aBTOMaTU3UPOBAHHBIX
cHCTEM

Hasrsikn

BeJIeHUsI y4€Ta apXWMBHBIX M€l (JIOKYMEHTOB), B
TOM YHCIe c HCIIOJIb30BaHUEM
ABTOMATU3HPOBAHHBIX CHCTEM

VYMeHus:

MOJIb30BaThCS YUYETHBIMU JOKYMEHTAMH B paMKax
AJICKTPOHHBIX nH(}pOpMaAITMOHHBIX CHUCTEM
JIOKYMEHTHUPOBAHHBIX cdep NEATEINLHOCTU
OpraHu3aIuy,

M10JIL30BAThHCS cepTu(UIIUPOBAHHBIMU
ABTOMATU3HPOBAHHBIMU cCUCTEMaMU
JIOKYMEHTHUPOBAHHBIX chep IEITEIILHOCTH

OpraHM3alMK Mo y4€Ty, PETUCTPaLUU, KOHTPOJIIO
nen (I0KyMEHTOB);

I10JIb30BaThCS MH(POPMALMOHHO-CIIPABOYHBIMH
CUCTEMaMHU JIOKYMEHTHPOBAHHbIX cdep
JeSTeIbHOCTH OpraHU3aluy;

BECTH  CIIPaBOYHO-TIOMCKOBBIE  CpPEACTBA K
apXUBHBIM JielaM (JOKYMEHTaMm);

BECTH YYET CTpaxoBOro (QoOHAAa apXUBHBIX JIeI]
(1OKyMEHTOB);

OPUMEHSATh  HOPMAaTHBHBIE  IPAaBOBBIE  aKTHI,
JIOKaJbHbIE HOPMATHUBHBIE aKThl OpraHU3alMd H
METOMYECKHE JIOKyMEHThl B oOO0JacTH yd4éra
apXUBHBIX JIeJl (JOKYMEHTOB);

BHOCHUTH IPEMJIOKEHUS IO COBEPLICHCTBOBAHWIO
METOAMYECKOro o0ecredeHns yuéTra pa3HbIX BUJOB
JOKYMEHTOB B  JIOKYMEHTHPOBAaHHBIX  cdepax
JeSITeIbHOCTH OpraHU3aluH.

3HaHUA:

HOPMaTUBHBIE IIpaBOBbIE akThl  Poccuiickon
@enepau B cepe  AEIONPOU3BOACTBA U
ApXHUBHOIO JIENA;

METOANYECKHE JIOKYMEHTBl M  HAalMOHAJbHBIC
CTaHJApThl B 00NacTH yuyé€Ta JOKYMEHTOB H

JIOKYMEHTHUPOBaHHBIX chep JeATETbHOCTH
OpraHU3aINH;

OTEUECTBEHHbIE u 3apyOexHbIe
cepTu(UIUPOBAHHBIE CUCTEMBI

aBTOMATH3UPOBAHHOTO y4y€Ta apXMBHBIX JIeJl
(mOKyMEHTOB);

TpeOoBaHUs K y4ETY 0CO00 LIEHHBIX U YHUKAIbHBIX
ApXMUBHBIX e (JOKYMEHTOB);

CPOKH BBITIOJTHEHHUSI PA0OT MO yUETY apXUBHBIX /€T
(1OKYMEHTOB);

oOuye NMpUHIUIBl yuyé€Ta U KOMIUIEKTOBAaHUS el
(IOKyMEHTOB) OTPaHUUYEHHOTO JJOCTYIIA;
TpeOOBaHUS OXpaHbI TPY/a.
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IK 2.3.
Ocy1iecTBIAThH
XpaHEHUE apPXUBHBIX
nen (TOKYMEHTOB)
c MTOCTOSTHHBIM
CPOKOM XpaHCHHS U
M0 JINYHOMY COCTaBY
B apXMBE
OpraHu3aIu

Hasrpikn

OCYIIECTBJICHUSI ~ XPAHEHUS  apXUBHBIX eI
(1OKYMEHTOB) C MOCTOSIHHBIM CPOKOM XPaHEHUS U
110 JINYHOMY COCTaBY B apXHUBE OpPraHHU3aIlUN

YMeHnus:

CUCTEMAaTHU3UPOBATh JieJa (JOKYMEHTHI);
pa3Memniatb apXuBHbIE Jena (JOKYMEHThI) Ha
MEeCTax  XpaHeHHss B COOTBETCTBHH  C
HOPMATUBHBIMH  TpeOOBaHMSIMH B 00JIaCTH
ApXUBHOTO JIeJia U YIPaBJICHUS TOKYMEHTAMU;
coOJI0IaTh HOPMATHUBHBIE PEXUMBI  XPAHEHUS
apXMBHBIX A€l  (JOKYMEHTOB) Ha  JIHOOBIX
HOCUTEJISIX;

IPOBOJUTH MPOBEPKY MOJTHOTHI COCTaBa APXUBHBIX
JOKYMEHTOB B €IMHULIAX XPAHECHUS;

IPOBOTUTH OTIHCaHKe ApXUBHBIX nen
(mOKyMEHTOB);

COCTABIISATh  CIPABOYHO-TIOMCKOBBIE CPEICTBA K
apXUBHBIM JIelaM (JOKYMEHTaMm);

BECTH Y4Y€T M KOHTPOJIb BBIJAYM APXHUBHBIX JIEI
(TOKyMEHTOB) H3 apXMBOXpAaHWJHMINA ¢ UX
BO3BpATa;

BeCTH Y4€T W  KOHTpPOJIb THepenadyud  JAel
(T1OKyMEHTOB)

B TOCYJapCTBEHHBII/MYHUIIUTIATBHBIA apXUB WIH
Ha MHOE BHEILIHEe XpaHeHHWe U mpuéma Jen ¢
BHEIIIHETrO XPaHEHUS;

IPOBOJUTH MOJHUCTHYIO MPOBEPKY (PHU3UUECKOTO
COCTOSIHUS /1€ (OKYMEHTOB);

Pa3bICKUBATh HEOOHapyXEeHHbIE nena
(1OKyMEHTBHI);

3anMIaTh MHQOpPMaIMOHHBIE PECYpPChl apXUBa OT
HECAHKIIMOHHPOBAHHOTO JIOCTYTIA.

3HaHUA:

HOPMaTUBHble MpaBoBble  aKTbl  Poccuiickow
Qenepatiii B cdepe  JENONPOU3BOACTBA U
apXUBHOTO JI€N1a;

HOpPMaTUBHBIE TpaBOBbIE akThl  Poccuiickon
®denepauun B obJacTu uHpOpMaLnH,
UH(POPMAIMOHHBIX TEXHOJIOTHUH, 3aLIUTHI
uHboOpMalMM M TEPCOHAJBHBIX  JAHHBIX,
uudpoBoii Tpanchopmanuy;

HOPMAaTUBHBIE IIpaBOBble  akThl  Pocculickon
@deneparui B 00J1IaCTH  KOH(HIEHIIMATBLHOCTH
nHpopmanuu;

npaBUja  XpaHeHUss Jen  (JOKYMEHTOB) B
COOTBETCTBUH C UX THUIIAMU;

nopsiiok  (OpMHpPOBAaHUS ~ JIOKYMEHTOB B
KOMIUIEKTBI, TPYIIIbI, TUIIBI;

TpeOoBaHUS K OQOPMIICHHIO JIOTOBOPOB Ha
peanu3anyio YCIyr BHEIIHEro XpaHEHus Jel
(1OKYMEHTOB);

CPOKH BBITIOJIHEHHUs padoT;
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TpeOOBaHUS K  YCTAaHOBJIEHHBIM  HOpPMaM
BBIPAOOTKH;
TpeOOBaHUs OXPaHbI TPY/a.

IK
Ocy1iecTBIAThH
XpaHeHue,
KOMIUICKTOBAHHE,
y4€T
HCIIOJIb30BaHUE
(TOKyMEHTOB)
BPEMEHHOI'O
XpaHeHUs

2.4.

u
pI(SA) |

Hasbikn

oOecrieyeHns XpaHEHUs, KOMIUIEKTOBAaHUs, yd&Ta
u

HCIIOJIb30BaHUs el (JOKYMEHTOB) BPEMEHHOIO

XpaHEHHUs
Ymenus:
OpraHU30BBIBaTh M O0ECIeYMBaTh XpaHEHUE el
(1OKyMEHTOB) BPEMEHHOT0 XpaHEeHUs

OpraHM3aly B TPAAULIMOHHOM U B 3JEKTPOHHOM
BUJIE;

KOHTPOJMPOBATh  Pa3pabOTKy  CTPYKTYPHBIMH
HOJIpa3ie/ICHUsIMU OIUCENl U aKTOB O BBIIEICHUU
Ha YHUYTOXEHUE JieJ (AJOKYMEHTOB) BPEMEHHOTO
XpaHeHHUs B TPAJULUOHHOM M B 3JIEKTPOHHOM
BU/IE;

(dbopMHpOBaTh EIUHMLBI XPAHEHUS JOKYMEHTOB
Ul UX TOCJIEAYIOIIEro pa3MeIleHUs] B apXHBe
OpraHu3aIuy;

COCTABJIATh CIPABOYHO-IIOMCKOBBIE CPEIACTBA K
apXUBHBIM JielaM (JOKYMEHTaMm);

OCYLIECTBIATh  MOMCK  Jel  (JOKYMEHTOB)
BPEMEHHOI'O XpaHEHMsI B MPOLIECCE UX XPAHEHUS B
CTPYKTYPHBIX  IOJApA3[CIICHUs X W  apXHBE
OpraHH3aIuy;

OCYILECTBIATh  METOAUYECKOE  PYKOBOJCTBO
opraHM3anel xpaHeHuss el (JOKYMEHTOB)
B CTPYKTYPHBIX IIOJpa3AeICHUAX OpraHUu3aluy;
OKa3bIBaTh CTPYKTYpPHBIM 0/Ipa3IeJICHUSM
MPaKTUYECKYIO0 TOMOIIb B OpraHU3allii XpaHEHUS
nen (I0KyMEHTOB);

paspabatbiBaTh CIPaBOYHO-UH(OPMALMOHHbBIE
JOKYMEHTBI [0 OpraHU3allii HCMOJIb30BaHUS €1
(1OKyMEHTOB) BPEMEHHOIO XpaHEeHHUs B
CTPYKTYpHBIX  TOJpa3felieHusiXx U  apXHBe
OpraHu3aIiy;

MIPOBOUTD JKCIIEPTU3Y LEHHOCTHU nen
(1OKyMEHTOB) BPEMEHHOTO XpaHEeHus,
MepelaHHbIX B apXUB,;

OTIpeNIeNIATh CPOKU XpaHEHHs Jed (JOKYMEHTOB)
BPEMEHHOI'O XpaHEHUS;

obecrieunBaTh  3alIUTy  JAed  (JOKYMEHTOB)
BPEMEHHOI'O  XpAaHEHUS B OpraHU3aluud  OT
HECAaHKLIOHUPOBAHHOTO Jocryna I
YHUYTOXKEHUS;

NPOBOIUTH  (PU3UYECKOE  YHHUTOXKEHHE  JIell
(1OKyMEHTOB) BPEMEHHOI'0 XpaHECHUsA c
UCTEKIINMU CpoKamu XpaHEHUs nocne
COIIACOBAHUSA co CTPYKTYPHBIMH
MO/Ipa3IeIEHUMH OpraHU3aluy;

0OpMIIATH y4ETHBIC JIOKYMEHTBI 00
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YHUUTOKEHUU J€l1 (JOKYMEHTOB) BpPEMEHHOIO
XpaHEHHUs C HCTEKIIMMH CPOKaMH XPaHEHHs
COBMECTHO CO CTPYKTYPHBIMHU MOApPa3feseHNAMM
opraHu3auuun.

3HaHus:

HOpPMaTHMBHBIE TMpaBOBbIe aKThl  Poccuiickoit
Qenepatii B cdepe  IEIONPOU3BOACTBA U
apXUBHOTO €714,

HOpPMAaTHBHBIE TpPaBOBbIEe aKThl  Poccuiickoit
@enepanii B 00JIaCTH 3aIIUTHI MEPCOHAIBHBIX
JTAaHHBIX;

HOpPMaTHBHBIE TpPaBOBbIe aKThl  Poccuiickoit
@enepauii B 007acTH  KOH(UIEHIUAIBHOCTH
uHdopmanuu;

METOJUYECKHE JOKYMEHTbl M  HallMOHaJIbHbIE
CTaHZapTbl B 00JacTH JAEJIONpPOU3BOJACTBA MU
apXUBHOTO JIeTIa;

METOUKa pa3paboTku bopm YUETHBIX
JIOKYMEHTOB B TPAJUIIMOHHOM U B 3JIEKTPOHHOM
BUJIE;

NpaBWiIa CUCTEMaTH3allMK W  Kiaccuukanuu
JIOKYMEHTOB;

OCOOCHHOCTH  OpraHu3allMy  XpaHEHUs  Jel
(IOKYMEHTOB) Ha Pa3TUYHBIX HOCUTEISX;
KpUTEpHUH oTpeeNeHUs LEHHOCTHU nen
(TOKyMEHTOB) ISl JNAlTbHEHIEro XpaHEHHs WIH
YHUYTOXEHUS,

TpeOOBaHUS K  TpolleccaM  YHUUTOXKEHUs
uHbOpMaIllMd B TPATUIMOHHOM H D3JIEKTPOHHOM
BU/IE;

TpeOOBaHUS OXPAHbI TPY/A.

IK 2.5.
Ocy1iecTBIAThH
HCIOJIb30BaHNE
ApXUBHBIX nen
(IOKyMEHTOB), B TOM
qucle c
HCIOJIb30BaHUEM
ABTOMATH3UPOBAHHBIX
CUCTEM

Hasbiku

OCYIIECTBJICHUSI HCIOJIb30BAaHUSI APXUBHBIX el
(IOKYMEHTOB), B TOM 4YHCJE C HCIOJIH30BAHHUEM
ABTOMAaTU3HPOBAHHBIX CHCTEM

YmMenus:

CHUCTEMAaTHU3UpPOBaTh M 0000ImAaTh CBEICHUS O
cocTaBe W COJNCPKAaHWM  apXWBHBIX  JIEJ
(moKyMeHTOB);

WCIOJIb30BaTh WH(POPMAITMOHHBIE TEXHOJIOTHH B
o0macTu CO3ITaHMSI CIIPABOYHO-TIOMCKOBBIX
CPEIICTB apXWBa W JOKYMEHTHPOBAHHBEIX cdep
NeSATEIbHOCTH OpTraHU3aIiy;

(hopMHpOBaTh OCHOBHBIE U BCIOMOTaTeIbHBIC
BUJIBI apXUBHBIX CIPABOYHUKOB B JIIEKTPOHHOM
(opme;

MOATOTABIMBATh HH(POPMAIMOHHBIE JOKYMEHTBI
o  3ampocaM  MOJIb30BaTeled  pa3InyHBIX
KaTeropuii.
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1.3. Ilenu u 3a1auu IPAKTUKH

[lenpto y4eOHOW TMpPAaKTUKH SBISETCS - (OPMHPOBAHHME Yy CTYACHTOB IPAKTHYECKHX
npodeccuoHaNbHBIX ~ YMEHHUH, TNpUOOpeTeHHe IEepPBOHAYAILHOTO  MPAKTUYECKOrO  OIbITA,
peamm3yercs B pamkax wMoxyneid OOIl CIIO mo OCHOBHBIM BHJaM MNPOQECCHOHATHLHON
JEeSTeIbHOCTH ISl MTOCJIEAYIONIEro OCBOCHUSI UMH OOLIUX U MPO(ECCHOHATBHBIX KOMIIETEHIIUH 110
n30paHHOMN CIICIIMATLHOCTH.

[{enbto MPOM3BOACTBEHHON MPAKTHKHU SBISIETCS 3aKpeIieHUe, paclIMpeHue, yriyolieHue u
CHCTEMAaTU3alMI0 3HAHUH, TOTYYEHHBIX IPU M3YYEHHUH CHEUUATbHBIX TUCHUIUIMH, MPHOOpETeHUE
MPAKTHUYECKOro OmNbITa, (OPMUPOBAHUE Y CTYJEHTA OOIIMX U MPOPECCHOHATBHBIX KOMIETEHIIUNA U
peamm3yercss B pamkax wmoxayaeii OOIl CIIO mo kaxaomMy U3 BHAOB MPOQPECCHOHATBLHOM
nearesbHoCTH, ipeaycmotrpeHHbix @I'OC CIIO no crnennaibHOCTH.

Llenpl0 TPEATUIUIOMHOM NPAKTUKU SBISETCS YIIyOJN€HHE CTYJCHTOM IEepBOHAYaIbHOTO
npodeccuoHaNbHOTO OMBITA, Pa3BUTHE OOIIMUX U MPOGECCUOHATNBHBIX KOMIIETEHIIHH, IPOBEPKY €T0
TOTOBHOCTH K CaMOCTOSITEIIbHOM TPYIOBOH JIEATEILHOCTH, @ TAK)KE HA MOJATOTOBKY K BBITIOJTHEHUIO
BBIIYCKHOM KBaNU(UKAIMOHHONW pPa0OThl (IUIVIOMHONM pa0OoThl) B OpPraHH3alUsX pa3INYHbIX
OpTaHU3aIMOHHO-TIPABOBHIX (hopM.

3aauu IPaKTUKH:

- 3aKpeIUIeHHE H WCIOJb30BAaHWE CIEHUAIBHBIX 3HAHHWW, TOJTYYEHHBIX B paMKax
npodeccnoHanbHOTO MOIYJIS;

- mpeoOpa3oBaHe MPUOOPETEHHBIX TEOPETHUECKUX 3HAHUNA B CUCTEMY IPOQEeCCHOHATBHBIX
YMEHHUI;

- OBJIAJICHUE COBPEMEHHBIMM MeToJaMu cOopa, aHanu3a U OoO0pabOTKHM Hay4dHOUH
nH(popManuu;

- mombOp W aHaluM3 OCHOBHOW W JIONIOJHHUTEIBHOH JIUTEpaTypbl B COOTBETCTBHH C
Mpo0IeMaTUKON paboT, BHIMOTHIEMBIX BO BPEMS MPAKTUKH.

- TNpPUOOpeTeHHEe OMbITa MPAaKTUYECKOH paboThl B COOTBETCTBHMM C TpeOOBAHUSAMH,
ycranoBiaeHHbIMU PI'OC CIIO no cnemuansHoctd — 46.02.01 JlokymeHTalmoHHoe obOecrieueHne
yIpaBIeHUS U apXUBOBEICHUE.

1.4. KonuuecTBo Heenb (4acoB) HA OCBOCHHE IPOrPaMMBbI TPAKTUKU

Bcero — 432 yaca, B TOM YHCIIE:

- yueOHoit mpakTuku — 144 yaca,

- IPaKTUKHU 10 Mpodutto cnenuantbHocTy — 144 yaca,
- IPEAMIUIOMHON npakThku — 144 yaca.

Bun npaxtuxu / cemectp | IIpodeccuonanbHblit KomnuectBo dopma IpoBeEIECHUS
MOZYITh 4acoB
VYyeOHnas
Ne cemectpa [IM. 01 36 KOHIIEHTPUpPOBaHHAs
4 OcyiecTBiieHne
OpPTraHMU3aIIOHHOTO U
JOKYMEHTAI[HOHHOT'O
o0ecrnieuyeHus
JeSTeIbHOCTH
OpraHu3aIu
[TpomesxyTounast arrectanus B hopMme dud@eperyuposantozo 3aiema
No cemectpa I[IM. 02 Opraauzanus 36 KOHIICHTPUPOBaHHAS
4 apXMBHOH paboTHl 1O
JOKyMEHTaM
OpraHu3aui
pa3IMYHBIX dhopm
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COOCTBEHHOCTH

[IpomexxyTouHas arrecTanus B popme ougpepernyuposantozo sauema

Ne cemectpa IIM. 03  OcBoenue 72 KOHILIEHTPUPOBaHHAs
4 BHJIOB pa0OT IO OJHOMU
W HECKOJIbKUM
npodeccusiM  pabouux,
JOJHDKHOCTSIM CITY’KAIITUX
[Tpou3BoaCTBEHHAS
[TpaKTUKA
Ne cemectpa [IM. 01 36 KOHIICHTPUPOBaHHAS
6 OcyecTBiieHue
OpPraHu3alMOHHOTO U
JOKYMEHTAI[MOHHOTO
obecrniedeHus
NEeSATCIIEHOCTH
OpraHu3aIyu
[TpomesxyTodnast arrectanus B hopme dud@epenyuposaniozo 3aiema
Ne cemectpa [IM. 02 Opranuzanus 36 KOHIIEHTPUPOBaHHAs
6 apXUBHOM pabOTHI IO
JOKyMEHTaM
opraHu3anui
pa3IMYHbIX bopm
COOCTBEHHOCTHU
[TpomesxyTouHast arrectanus B popme ougpepenyuposannozo 3auvema
Ne cemectpa IIM. 03  OcBoenue 72 KOHIIEHTPUPOBaHHAas
6 BHJIOB PabOT 1O OJHOMU
W HECKOJIbKUM
npodeccusiM  pabouux,
JIOJKHOCTSIM CITY>KaIlTUX
[TpomexxyTounas arrectarys B GopmMe HaumeHoBaHue
[IpennuruiomHas
[TPaKTHKA
No cemectpa [Ipennumiomuas 144 KOHLIEHTPUPOBaHHas
6 MIPaKTHKA

[TpomexxyTouHast arrectanus B Gopme ougppepenyuposantnozo 3auvema
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2. CTPYKTYPA U COJAEP’)KAHUE ITPAKTUKU

2.1. CtpykTypa u BUJbI paboT Ha y4eOHOMU MTPaKTUKE

Bun
npohecCHOHATBLHOM
JeSITeIIbHOCTH

Bubl BeImosiHsieMbIX paboT U 3ajaHui

O0BeM
BBIIEIISIEMOT
0 BpeMEeHHU
(qacer)?

IIM. 01
OcymiecTBieHne
OpraHU3aI[MOHHOTO
51
JOKYMEHTAIMOHHOT
0 oOecrieyeHus
JESITEILHOCTH
OpraHu3aIu

Opraam3anuonubii  Oyiok. IlocraHoBka 1enu W 3a7ad
MpPaKkTUKU. 3HAKOMCTBO C MPOrpaMMoOil  MpPaKTHUKH.
O3HakOMJIEHME C  XapaKTepUCTUKOW  OpraHu3aliu
(opranu3anroHHO-TIpaBoBast (hopma, MECTOPACTIOIOKEHHE,
BUI M TWI, CHENHANU3alusi, CTPYKTypol  IuTaTa
pabOTHUKOB npennpustus). M3ydeHune HHCTpyKUMH 110
oxpaHe Tpyda M TEXHUKE  0€30MacHOCTH |
MO’Kapo0e30macHOCTH. V3yueHue mpaBWiI BHYTPCHHETO
pacmopsiika M HOPM  OXpaHbl  TpyAa, TEXHHUKHU
0€30macHOCTH MPHU paboTe C OPITEXHUKOM.

2

W3y4eHne CTpyKTypbl OPraHU3aluy — MECTa IPOXOKICHUS
IPAKTUKU (Jajlee — OpraHu3allH) C LEJbI0 COCTaBJICHUS
CXEMBbl CTPYKTyphl opraHuzauuu. (O3HaKOMIIEHHE C
IIPAaBOBBIMU (Y4peauTenbHbIMHU), JIOKaJIbHBIMU
HOPMAaTUBHBIMU aKTaMu U PaclopsIAUTEIbHBIMU
JOKyMeHTaMu  opraHuzauuu.  CocTaBieHHE  CIHCKa
MCTOYHUKOB KomIiuiekToBanuss OPJI oprannzanun.

N3yuenue HNHucTpyknuu 1o JIEIONIPOU3BOJCTBY
OpraHu3anuy. 3HAaKOMCTBO C IIPaBUJIAMH COCTaBJICHUS
OPOEKTOB ¥ OQOpPMIIEHHS  JOKYMEHTOB, HOPSAKOM
COIJIACOBaHUS U MOANMCAHUS/YTBEPKIACHUS TOKYMEHTOB B
OpraHu3aluu.

3HAKOMCTBO €  JIOKYyMEHTOOOOpPOTOM  OpraHHU3aluu.
Hcnonb3oBanue CBJ[ B pabore ¢ JOKYMEHTaMH.
WudpopmManmoHHO-CTIpaBOYHAsE M IOWCKOBasi paboTa ¢
UCMOJb30BAaHUEM  CHCTEM  yu€Ta  JIOKyMEHTOB B
OpraHHU3anny.

O3HaKOMIJICHHE C YCTAHOBJICHHBIMHW B OpraHu3aluun
IMpaBHUJIaMH IMOATOTOBKHW JOKYMCHTOB K IIEPEAAUC B ApXUB.

O3HakomIleHue c MpaBUIaAMHU paboThI C
KOH(QUICHIMANbHOM  MHpOpMaIMeil B  opraHu3anuy.
3HaKOMCTBO C KaTerOpHsIMM M BUJAMH JOKYMEHTOB,
0o0pa3yromumxcs B OpTaHM3aIUH, COJIepIKAIITIX
KOH(HICHIIMATbHYIO HH(OpMAIHIO.

PabGoTa mo 03HAKOMJIEHHIO C COCTaBOM M OCOOCHHOCTSIMH
JTOKYMEHTOB OpTaHU3allUH, PETYIUPYIONINX TPYAOBbIE
OTHOIICHHUS (opranuzalMOHHO-PACIIOPSIUTENbHbBIE
JIOKYMEHTHI, JOKYMEHTHI 10 JIMYHOMY COCTaBY, TPYAOBOM
JIOTOBOpP, JIOTOBOP O MaTepHalbHOM OTBETCTBEHHOCTH U
T.J1.). 3HAKOMCTBO C CHUCTEMOH YHU(UIIMPOBAHHBIX (HopM
MEPBUYHON YYETHON TOKYMEHTAIlMU OpraHU3aluu.

17,2 9acoB cocTaBIsAET OAMH PaOOUMil IEHB U3 pacdeTa 36 4acoB B HEAEIIO
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OdopmiieHne oTyeTa 1o yueOHOM MpaKTHKe

Bun npoMexxyrounoit arrectanuu- auddepeHInpoBaHHbINA
3a4yeT

Bcero uacos:

36

Bun
npoecCHOHABLHOM
JEeSITeIIbHOCTH

Bubl BeimosiHsieMbIX paboT U 3ajaHui

O6bem
BBIJICJIIEMOT
0 BPEMEHHU
(uacsl)

IIM. 02
Opranuzanus
apXHUBHOM pabOTHI
0 IOKYMEHTaM
OpraHu3arui

Paccmotpenue CTPYKTYPBI
YUPEKACHUS/OPraHu3aAUuH/ TIPEATIPUITUS (nanee —
OpraHM3aluM), COCTaBJICHHE CXEMbl OpPraHU3AIMOHHOW
CTPYKTYpBI, OMpeIeSieHHe HCTOYHHUKOB KOMITJICKTOBAHUS
apxuBa OpraHH3aIIH. N3y4enue JIOJDKHOCTHOM
WHCTPYKIIMU apXHUBHCTA.

2

CocraBlieHHe CIOHUCKAa HUCTOYHHUKOB  KOMILUIEKTOBAHHUS
apXvMBa OpTraHM3AIWH, OIPEACICHUEC TPAHUIl APXUBHOTO
dbonma.

CocraBieHHe CXeMbl pa3MELICHHsI CpPEACTB XpaHEHUS.
Paccmotpenue TonorpaduuecKkux yKazaresiei B
apXMBOXpaHWIULIE opraHu3auuu. O3HAKOMJIEHHE C
MpaBWJIaMd  BEIEHHUS  KYpHAJIOB  HaONIOIEHUs  3a
TEMIEPATYPHO-BIAXKHOCTHBIM PEXKUMOM B
apXMBOXPaHMUIIHUILE.

[TonroroBka nen K apXMBHOMY XPaHEHMIO, B TOM YHUCIIE:
M3Y4YE€HHUE JIOKYMEHTOB B IIEJIIX ONPEJCJICHUS CPOKOB HUX
XpaHeHus, HyMepalus  JIUCTOB  apXMBHOTO  Jielna,
cocTaBiieHHe U 0GOpMJIEHHE BHYTPEHHEHW ONHCH U JIMCTa-
3aBEpUTENsI APXUBHOTO JIeNa, COCTaBIeHUEe U 0hopMIIeHHE
KapThI-3aMECTUTENSA, JINCTA MCIOJIb30BAaHUS apXUBHOTO
Jiena, COCTaBJIeHHEe U O(OpMIIEHUE PEKBU3UTOB OO0JIOKKHU
apXMBHOTO JieJa, IPOIIMBKA apXUBHOTO JIea.

CocraBiieHHe  apXMBHOM  ONUCH  J€ll  MOCTOSHHOTO
xpaneHus. OdopMieHre OnucH e MO0 JUYHOMY COCTaBy.
Odopmnenune omucu aen BpemeHHOro (cBwimie 10 1ner)
CPOKa XpaHEHHUSI.

OdopmiieHne JTOKyMEHTOB 10 pe3ysibTaTaM IPOBEPKHU
HAJIMYUS U COCTOSTHUS JOKYMEHTOB B apXUBE, O BbIIEICHUU
K YHUUYTOKEHUIO apXHUBHBIX JIOKYMEHTOB, HE MOAJIEKALIUX
XPaHEHUIO.

O3HakoMJIeHME  C  HCTOYHUKAMH W TIOPSIKOM
KOMIUTICKTOBaHUS (DOH/IA MTOJIE30BATEIIS.

O3HakOoMJIEHME €  TOPSAKOM  BBIIa4M  apXHMBHBIX
JIOKYMEHTOB, 0(OpMJIICHHE MIa0JIOHOB 3aMIPOCOB HA BhIAAUY
apXUBHBIX JOKYMEHTOB.

[ToaroToBKa OTBETOB Ha 3alpoChl: apXHBHBIC CIIPaBKa,
KOIIMA, BBIIIMCKA.

PaGota ¢ wuHGOPMAIIMOHHO-TIOMCKOBBIMH CHCTEMaMH H
9JICKTPOHHBIMHA KaTaJIOI'aMH apXHWBOB.

Odopmienue oruera o yueOHON MTPaKTUKE

Bun MIPOMEKYTOUHOMU aTTecTanuu -
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TG epeHITMPOBAHHBIN 3a4eT
Bcero yacos: 36
IIM.03 O3HakoMJIEHHME ¢ MPOrpaMMHBIMU CpEACTBAMM yuéTa, 8
Beinosnnenue XpaHeHHus,  00pabOTKM M IOHMCKa  JIOKyMEHTOB,
paboT 1Mo OIHOW | UCTIOJIB3YEMBIMU B OpPraHHU3aIHH.
UM HECKOJIBKUM | M3ydeHue OCHOB W crielu(puKH pabOThl ¢ TOKYMEHTAIUEH 36
npodeccusm B CHCTEME JJIEKTPOHHOTro jJokymeHToobopora (CO]I)
pabouux, OpraHu3al. BbIlIOJHEHHE OTAENbHBIX ONepaluid 1o
JOJKHOCTSAM peructpauuu JokymeHToB B CO/I.

CIIy>Kalux Hcnonb3oBanue B paboTe rio0agbHbIX U JOKAIBHBIX CETEH 24
JUIs TIONy4eHUS M XpaHeHus wuHpopManuu, oOMeHa
uHpopMmaIuen.

Odopmiienne oTyeTa 1o yueOHOM MpaKTHKe 4
Bun IIPOMEKYTOYHON aTTecTanuu -
¢ epeHITMPOBAHHBINA 3a4eT
Bcero yacos: 72
2.2. CtpykTypa 1 Bubl paboT Ha MPOU3BOJCTBEHHON IPAKTUKE
Bun O0beM
npodeccnoHaTEHOM . BBIJICTISIEMOT
Buzpl BBITOTHSAEMBIX pabOT U 3a1aHUA
JesTeNbHOCTH 0 BpeMEHU
(gacsl)
Opranu3annonsbiii  Onok. IlocraHoBKa menu | 3amay
[IM. 01 MPaKTUKU. 3HAKOMCTBO € MPOrpamMMoi npakTtuku. N3ydyenue
OcymiecTBieHre | MHCTPYKUMH MO OXpaHe TpyJda M TEeXHUKE O€30MacHOCTU U 5
OpPTaHU3aIMOHHOTO | MoKapobe3onacHOCTH. M3ydeHwe TmpaBHi BHYTPEHHETO
u pacropsi/ika 1 HOpM OXpaHbl TPyAa, TEXHUKU 0€3011acCHOCTH
JOKYMEHTAI[MOHHOTO| TPH paboTe C OPTrTeXHUKOM.

o0ecrieueHus W3yueHune CTpyKTYypbl OpraHH3alUU — MECTa MPOXOXKICHUS

JeSITEIIbHOCTH MPaKTUKU (Jajiee — OpraHu3allH) C IeJIbI0 COCTaBJICHMS

OpraHu3aIu CXEeMBl  CTPYKTYpbl — opranuzaiuu. O3HakOMIIEHHE C

MIPaBOBBIMU (YapenuTenbHBIMA), JIOKAJILHBIMH
HOPMaTHBHBIMU aKTamMH U pacropsauTeIbHBIMU 5
JNOKyMEHTaMu opranusanuu. HM3ydenne WHCTpykumu 1o
JIeNIOTIPOU3BOCTBY OpraHU3alyi. 3HAKOMCTBO € IpaBHJIaMH
COCTaBIICHUSI TIPOCKTOB W  O(OpMIICHHS JOKYMEHTOB,
MOPSZAKOM  COTJIACOBAHMSA M TOANUCAHUA/YTBEP)KICHUS
JIOKYMEHTOB B OpTaHH3aINH.

3HaKOMCTBO € JIOKyMEHTOOOOPOTOM  OpTaHU3aIlWH.
Hcnonb3oBanue CIO/] B pabote ¢ nokymentamu. O6paboTka
BHYTPEHHUX  JOKyMEHTOB, 00paboTka W  OTHpaBKa
UCXOJAAIINX JIOKYMEHTOB, NMPUEM U NepBUYHAs 0OpaboTka 4
BXOJIIIMX JIOKyMEHTOB Perucrpanus TOKYMEHTOB U
MapuIpyTU3anus JTIOKYMEHTOIIOTOKOB. KonTtpons
VCTIOJTHEHUS IOKYyMEHTOB

WudopmannoHHO-cIIpaBOYHAasT M TOUCKOBass  pabora

C UCIIOJIb30BAaHUEM  CHCTEM  ydéra  JIOKyMEHTOB B 2
OpraHu3aIMH.

OdopmieHre opraHU3alMOHHBIX, BHYTPEHHUX (TIPHKA3bI, 4

pacnopspKeHMs, JOBEPEHHOCTH, 3alUCKH, CHPABKHU, AaKThI,
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MPOTOKOJIBI U JP.) U UCXOJAIIUX TOKYMEHTOB OpTaHU3aINH
c UCTIOJIb30BAHUEM COBPEMEHHBIX pOrpaMMHO-
TEXHUYECKUX CpPEACTB. KonTtpons MPaBUIBHOCTH
cocTaBieHUs, O(MOPMICHHS JIOKYMEHTOB (PEKBH3HTHI,
0COOEGHHOCTH  HANMCaHHUA TEKCTOB, MHOTOCTPAHUYHBIC
JTOKYMEHTHI), TOpSAKAa H3JaHUS JOKYMEHTOB (C y4&€ToM
cneuu(UKA CHUCTEMBI JIeJIOTPOU3BOJACTBA OPraHU3AIUN).
KoncrpynpoBanue  ONaHKOB — OpraHu3alyu, CO3JaHHE
11a06JIOHOB JJOKYMEHTOB.

Opranuszanus TEKYILETOo XpaHeHus JIOKYMEHTOB.
®dopmupoBaHuE €] B COOTBETCTBUU C HOMEHKJIATYypOu Jel
OopraHMzali.  Ydacthue B IPOBEICHUH  SKCIEPTHU3BI
LIEHHOCTH JOKyMeHTOB CucremMaTu3anus JOKYMEHTOB IIO
CTPYKTYpHO-XpOHOJIOTUYeCKOMY TpuHIHIY. OdopmieHue
YUETHBIX TOKYMEHTOB [TOCTYIUIEHUSI U BBIOBITHS JIE.

[ToaroroBka TOKyMEHTOB K mepenaue B apxuB. OgopmieHue
nen. CocraBieHue onuced T0KyMeHTOB U Aeil. CocTaBieHUE
AKTOB BBIJIA4H, TIEPEIayn, YHUUYTOXKEHUS JIOKYMEHTOB.

Opranuzanus  paboTbl MO0  00pabOTKE  JAOKYMEHTOB
orpaHu4eHHoro joctyna. O3HaKOMIJIEHHE C MIPUMEHSIEMbIMU
B Opranuvszanuu CpcACTBaMu KpI/IHTOFpa(bI/II/I JJIA 3aluThI
AIIEKTPOHHBIX JOKYMEHTOB c UCIIOJIb30BaHUEM
CTIENUAIBHOTO TPOTPaMMHOT0O oOecredeHus. Brimonnenune
paboT 1o 00EeCIEeYeHNIO 3aIUThl AIEKTPOHHBIX JOKYMEHTOB
OT HECAaHKIIMOHUPOBAHHOT'O JIOCTYIA.

Opranusanuss ~ paboOTHI MPUEMHOMN (30H npuéma
MIOCETUTENIEH): PEeryJnpoBaHUE IIOTOKA IIOCETUTENEH, TPUEM
u peructpauus nocerureneil. [lnmanuposanue pabouero aHs
pykoBoauTelsa U cekperaps. [loaroToBka aemoBbIX BCTped U
MIEPEroBOpoB pykoBojuTens. Pabora mo oOCIyXKHUBaHHIO
Pa3IMYHbIX TUIOB COBEIIAHUW U COOJIIOJIEHHE MPaBUI UX
IIOATOTOBKH U IPOBEACHUS.

Benenue tenegonHbix neperoBopoB. DunbTpauus u
nepeajapecanus 3BOHKOB. [Tpuém u nepeaaya
tenedoHOTrpamM, (hakcorpamm, COOOIIIEHUH IO JIEKTPOHHON
noute. HWHdopmannonHoe obecnieueHue JESATEIbLHOCTH
PYKOBOJUTEIIS.

OdopmiieHre T0OKyMEHTOB I10 JINYHOMY COCTaBYy M MX KOMUI
(mpu HeoOxonuMmocTH). 3amoiHeHue (opM MEPBUUHOM
yu€THOM JOKyMeHTanuu. Pabora ¢ 3asBIEHUSMHU TIO
JUYHOMY COCTaBy, BeleHHE U OQOpMIIEHHE TPYIOBBIX
kHxkek. Mcnonb3oBanue COJ] mpu pabore ¢ KaapOBBHIMH
JIOKYMEHTaMHU.

O(I)OpMHeHI/Ie OT4ECTAa 110 HpOHSBOHCTBCHHOﬁ IIPAKTHUKC

Buo NPOMENCYMOYHOU ammecmayuu -
ougeperyuposanuvll 3auem

Bcero yacos:

36

IIM.02

Opranuzanus
apXuBHOM  PaOOTHI

110

JIOKYMEHTaM

Nzyuenue MIPaBOBBIX (YUpeIuTenbHbIX ) u
pacHoOpSANTENBHBIX JOKYMEHTOB OpTraHM3allMd — MeCTa
MPOXOXKACHUS TPAKTUKHU (Janee — OpraHu3aluu) ¢ IeNIbI0
cobopa wHpOpPMAIIMU NI HMCTOPUYECKOM CHpPaBKH K




OpraHu3aui
pa3IMYHBIX
COOCTBEHHOCTH
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hopm

apXMBHOHM OIMCH, OMpEAETICHUs T'paHUI] apXWBHOro (PoHAa
OpraHu3aLuu.

VYyactue B KOMIUIEKTOBAaHMM apXHWBa OpPraHU3allUU JeJlaMu
(1OKyMeHTaMHM)  TOCTOSHHOTO ©  JOJTOBPEMEHHOIO
XpaHEHUSI.

N3ydyeHne apXWBHBIX JOKYMEHTOB OpPTaHHW3aIllMU C IEJIbI0
UCKJIFOYEHUsT  ayOnetHocTH  MH(OpMAaIUM,  MPOBEPKH
(U3MUECKOTO COCTOSIHUS el (TOJMUCTHBIA TPOCMOTP JeN).
Cucremartu3zamnus JOKyMEHTOB B COOTBETCTBUH C BEIOPAHHOM
OpraHu3alMen CXEMOM.

[IpumeHeHne cxembl pa3MEIIeHUS CPEICTB XpaHCHHs
ApPXUBHBIX JIOKYMEHTOB OpTraHHW3aliil MpH MpUEME eI
(IIOKyMEHTOB) Ha XpaHEHHUE.

Odopminenue TonorpaduuecKux yKazateynen B
apXuBOXpaHwIilne opranusanuu. OpopmieHHe IPIILIKOB HA
NEPBHUYHBIC CPCACTBA XPAHCHUS. Pa3MCHIeHI/Ie IIOIIOJIHCHUA
apXuBHOTO (OH/IA.

OdopmneHne yYETHBIX JIOKYMEHTOB TIOCTYIUICHHS U
BBIOBITHS JIEN.

Odopmiienne  mokymeHTanmu 1o yuéry  ¢oHnma
MOJb30BaTeNsl, (OTO-, AayAMOBU3YAJbHBIX JOKYMEHTOB,
AJIEKTPOHHBIX TOKYMEHTOB.

Odopmuenne yu€THbIX (OpM apXrBa OpraHU3aIuH.

VYyactrue B IpOBEJEHUH KCIEPTU3bI LICHHOCTH JTOKYMEHTOB
OpraHM3allM Ha OCHOBAaHUU HAyYHBIX KpPUTEPHUEB HX
LIEHHOCTH W HOPMAaTUBHBIX JOKYMEHTOB: IIEpEYHEH H
HOMeHKaryp. Onpesenenne CpoKoB XpaHEHUs JOKYMEHTOB
U aen

OdopmieHne kapTouek-3aMeCcTUTENEH J1ena.

[IpoBepka HaMU4YUsi M COCTOSHUS APXUBHBIX JOKYMEHTOB
OopraHu3anyvu. Briasnenne JOKYMCHTOB C IOBPCKIACHUAMU
MaTepuaabHBIX  HocuTened.  OpraHuszamusi  po3bICKa
HeoOHapykeHHBIX jael. OdopMieHne ITOKYMEHTallud TI0
pe3ynbTaTaM NpOBEPKU

PabGora mno co3maHuI0 CHIPaBOYHO-TIOUCKOBBIX CPEICTB
apxMBa OpraHu3alyMy, B TOM 4YHCIE C IIPUMEHEHUEM
MH(OPMALIMOHHBIX TEXHOJOTUN. YdacTue B (OpMUPOBAHUU
OCHOBHBIX M BCIIOMOTaTEJIbHBIX APXUBHBIX CIIPABOYHUKOB, B
TOM YHCIIE C HCIOJIb30BAHMEM aBTOMATU3MPOBAHHBIX
CUCTEM.

CocraBieHrne apXHUBHOW OMMUCH JI€J MOCTOSTHHOTO XPaHEHHS.
Odopmiienne omucu  Jel MO JIMYHOMY  COCTaBy.
Odopmanenue onucu gen BpemeHHoro (cBoiie 10 ser) cpoka
XpaHeHus.

[Touck wHGOPMAIMH IO 3aMPOCY MOIH30BATENSA, B TOM YUCIIE
c HCIIOJIb30BAHUEM ABTOMATU3HPOBAHHBIX CHCTEM.
HcnonHenne 3ampocoB 1O  TOUCKY apXUBHBIX  JIEJ
(I1OKYMEHTOB) OpraHu3aluu, B TOM qucie c
WCIIOJI30BaHUEM MH(POPMAITMOHHBIX TEXHOJIOTHIA.

Odopmiienre oTyeTa no NpoON3BOJICTBEHHOMN NMPAKTHKE
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Buo NPOMEIHCYMOUHOU ammecmayuu -
ougeperyuposanuvlil 3auem
Bcero vacos: 36

[IM.03 Beimonaenue| Pabora ¢ HOMEHKIIATYpOH Je. 4

paboT mo ogHOM uaM| Pabota ¢ MPOrpaMMHBIMEH CpPEICTBAMU Y4€Ta, XpaHCHUS, 42

HECKOJIbKUM 00pabOTKM U TOUCKA JIOKYMEHTOB, HCIIOJIb3yeMbIMH B

npodeccusam opranuzaiuu. OOpaboTKa OTHPABISEMBIX W BHYTPEHHHX

pabounx, JNOKyMeHTOB. Perucrtpanus W KOHTPOJb HCIOJHEHUS

JOJDKHOCTSIM JTIOKYMEHTOB.

CITyXKalux Hcnonb3oBanue B paboTe riao0aibHBIX U JIOKAIBHBIX CeTel 22
JUIs  TOJMY4YeHUs M XpaHeHHs wuHpopMmanuu, oOMeHa
nH(poOpMaIueH.

Odopmiienne oTyeTa Mo yueOHOI MpaKTHKe 4
Bun npomexytouHnoit atrecranuu - nuddepeHInpoBaHHbIN
3a4er

Bcero yacos: 72

2.3. CTpykTypa u BHIIBI paOdOT Ha MPEAAUTIIIOMHON MPAKTUKE

Bubl BRIIOTHSAEMBIX Pa0OT U 3aJaHUI

O6beM BbIIETAEMOTO
BpeMeHH (J4achl)

BBOHHLIﬁ HHCTPYKTaX. I/IHCTPYKTa)K IO MPOXOKIACHHUIO IIPAKTUKU,

WHCTPYKTaX 10 TEXHUKE O€30MacHOCTH U TMOXapHOW Oe30MacHOCTH; 2
OpraHu3alMOHHbIE BONPOCHL. (O3HAaKOMJIEHHE C PEKUMOM paboTHhl,
(¢hopMaMu opraHu3aiy TpyJa 1 NpaBuIaMHi BHYTPEHHETO pacropsiika
BrimonHenue 3annaHUpOBAaHHOW MPOM3BOACTBEHHON pabOTHl Ha pabodem 79
MeCTe 10  JIOKYMEHTAllUOHHOMY  OOECIEYEHHI0  YIpPaBJIEHUS U
apXUBOBEICHHUIO.
BrinonHenne  MHIMBHIYyaJIbHOTO — 3aJlaHUsl 1O  TEME  BBITYCKHOMU
KBaJTU(DUKAITTOHHOM
paboTHI.
[TonGop Martepuana, MPaKTUYECKUX, CTATUCTHUYECKUX HTaHHBIX IO TEMeE
JTUTUTOMHOU PabOoTHI: 66
- MOUCK MH(POPMAIIMOHHBIX U JOKYMEHTAIILHBIX UCTOYHUKOB;
- coop u 00paboTka MPAKTUYECKOTO Marepuana (TUTaHbl, OTYETHI,
ciyxeOHasi JOKyMEHTAIus, OJTaHKU TOKYMEHTOB U JIp.);
- cOop 1 00padOTKA CTATUCTUYECKHUX JaHHBIX.
CocraBneHue oT4eTa MO TpPaKTHKe, 3aKIOYUTENbHAs Oecema ¢
PYKOBOJMTENIEM TIPAaKTUKU Ha MNPEANPUITHH, TMPOBEPKAa OT4YeTa | 4
MOANMCAHUE XaPAKTEPUCTUKHU CTYJEHTA, aTTECTAIMOHHOTO JINCTA
Bun npomexxyrouHoii arrectanmu quddepeHIMpOBaHHbBIN 3a4eT

Bcero yacos: 144
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3. YCJIOBUSA OPITAHU3ALIMN 1 ITPOBEAEHUW S ITPAKTUKN

3.1.  MarepuanpHO-TeXHHYECKOE M  METOAMYECKOoe  obecreueHue  y4eOHOH U
MIPOU3BOJICTBEHHON MPAKTUKU

B kagectBe 0a3 mpakTUK A MPOXOXKAEHUS Y4eOHOH MPAaKTHKH MOTYT OBITH BBIOpaHBI
OpraHM3aliy Pa3JIMYHBbIX OPraHU3alMOHHO — MPaBOBBIX (Popm, a Takxke ydeOHbIE abopaTopuu
I'ymanutapuoro komiemxka u PITY.

B kagectBe 0a3 MpakTUK JJIS IPOXOXKACHUS MMPAKTUKH MOTYT OBbITh BHIOpPAHBI OpraHU3aIUH
pPa3IMYHBIX OPraHU3allMOHHO — TMpPaBOBBIX (OPM, B COCTaBE KOTOPHIX HMEIOTCA TaKHe
MOJIpa3/IeJIeHUs KaK:

- ynpasieHus (OTIEIbI) ACIaMH,

- KaHIEJIAPUH, CEKpeTapuar,

- 0011IHE OTIEIIBI,

- OTJIEIIBI KaJpOB,

- OTHedbl JOKYMEHTAIIMOHHOTO OO0ECleYeHHs] YIpPAaBJICHUS OpTraHM3alNi, MpeIrnpHsITHIA,
YUPEKIECHUN pa3audHbIX (OpM COOCTBEHHOCTH;

- apXUBBI;

- OpraHbl YIIPaBJICHUS APXUBHBIM JCIIOM.

Opranuzanus, Ha 0a3e KOTOpPOW peanu3yercss MNporpaMma MPaKTUKH, MPeJOCTaBIsSET
00OpyIOBaHHE M TEXHUYECKHE CpencTBAa OOy4YeHHs B 00beMe, IO3BOJISIONIEM BBIIOIHAT
onpejeNeHHble BUIBI paboOT, cBs3aHHBIE C Oyaymed mnpodecCHOHATBHOM NEATEIbHOCTHIO
00yJaromuxcs.

Jns  mpoBeaeHuss yuyeOHOM M NIPOM3BOJCTBEHHOM MpakTUKH B 00pa30BaTesbHOM
OpTaHU3aINH MTPEyCMaTPUBACTCS CIEAYIONIast JOKYMEHTAIUS:

- [TonoxkxeHne o MpakTUKE CTYACHTOB ['yMaHWTapHOTO KOJUIEIXa, OCBaWBAIOIINX
OCHOBHBIE€ 00pa30BaTeNIbHBIC TPOTPAMMBI CPETHETO MPOGECCHOHATHHOTO 00pa30BaHNS;

- JIOTOBOPBI C OPTaHU3AIMSIMH O TIPOBEACHUH MTPAKTUKU;

- MpHUKa3 O HAa3HAYCHWW PYKOBOJAWTEINS TMPAKTUKK OT KOJUIEKA M PaCHpeesICHUH
CTYJEHTOB 10 MECTaM MPAKTHK;

- paboyast mporpamMma MpakTUKH;

- rpaduK MpOBEACHUS TPAKTUKU;

- KYpHaIJ MTOCENIAeMOCTH CTYACHTAMH MTPAKTHKH.

C pyxoBoguTeNnsMH OpraHu3zanuii (6a3aMu MPaKTUKHU) 3aKIIOYAIOTCS JIOTOBOPHI O
MIPOBE/ICHUH TPAKTHKHU CTYIEHTOB. B3anMoieiicTBHe CTOPOH 10 OpraHU3aIiK MPAKTUKU CTYICHTOB
MOKET TaKKe OCYIIECTBIISTHCS MPU HAJIMYUW HAIMpPaBJICHUN OT 00pa3oBaTeNbHOW OpraHU3allld, a
TaKKe MUCEM-TIOJITBEPXKACHUN OT OpraHm3aldii O COTJIACHH B TPEJOCTABICHUH MeCTa U
OpraHu3aIy Y9eOHOW U TPOU3BOJCTBEHHON MTPAKTHKHU.

3.2. Tpe6OBaHI/IH K JOKYMCHTAILlUH, HCO6XOI[I/IMOI71 JJI IPOBEACHU A ITPAKTUKU

Jns  mpoBeneHuss yuyeOHOM M NIPOM3BOJICTBEHHOH MpPakTHKH, B 00pa3oBaTeIbHOMN
OpraHM3aliy MPeycMaTpUBAETCs ClIEAYIOIas OTUeTHAs TOKYMEHTAlIUs:

- OTYETHI CTYJIEHTOB O MPOXOXKICHUN y4eOHOW U MPOU3BOJCTBEHHON MPAKTUKH;

- THEBHUK MTPAKTUKU;

- OT3bIB-XapakTepucTuka Ha cryaeHra (IIpunoxenue 3);

- aTTECTAllMOHHBIN JIMCT, COAEpKAIlUN CBEJEHHUA OO0 YpOBHE OCBOCHMs OOYy4YarOIIMMUCS
npodeccuoHanbHbIX kKomnereHuit (Ipunoxenne 4).

B mnepuon mnpoxoxaeHHs TNPAKTUKU OOy4yaroIMMCS BEJETCA JHEBHUK IpakTHKH. B
JTHEBHUKE CTYJIEHTOM JIEJIAIOTCS] CUCTEMaTHUECKUE 3alIUCH O (PAKTHUYECKH BBIITOJHEHHOH paboTe 3a
JIeHb (HECKOJIBKO JIHEH ).
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[lo pesynpTaTam NpakTHKKA OOyYarolIUMCA Takke O(QOpMIISIETCS OTYET, COCTOAIIUN W3
MMCBMEHHOTO  OIKCAaHUS BBINOJHEHHBIX pabOT U MPUIIOKEHHH, CBHIETENbCTBYIOUIUX O
3aKperICHUH 3HaHWUW, YMEHUH, MPUOOPETeHNU MPAKTUYECKOTO OMbITa, (POPMUPOBAHUHU OOIIUX U
npodeccnoHanbHbIX KoMIleTeHIU. OTYeT MOMKEeH CoJep)KaTh pa3BepHYThle OTBETHI Ha BCe
MIYHKTHI MPOTPaMMbl NMPAKTUKH, aHATTUTHYECKUE PACUEThI, POBEACHHbIC M0 JaHHBIM COOPAHHOTO
Matepuana, rpapuueckue u TaOJIMIHbIC MaTEPHAIIBI, TPHIIOKEHUS.

OTt4er UMeeT CIEeNYIOIIYI0 CTPYKTYPY: TUTYJIBHBIHN JIHCT, COAECpKAHKE, BBEIEHUE, OCHOBHAs
4acTb, 3aKJIIOUEHHUE, CIIUCOK UCTOYHUKOB U TuTepaTypsl, npuinoxenus (IIpunoxenue 2).

Texkcr oryera noykeH OBITH OTHEYaTaH Ha KOMIIBIOTEPE uepe3 IOJTOpa MEXCTPOYHBIX
WHTepBaja ¢ ucnoyibzoBanueM mpudra Times New Roman Cyr Ne 14. PaccrosiHue oT rpaHUIIBI
JIMCTa 10 TEKCTa cieBa 25 MM, cripaBa — 8 MM, OT BEPXHEW U HUKHEH CTPOKH TEKCTa O TPAHUIIbI
mucta — 20 mm. Homep ctpanuiisl ctaButcs BBepxy B HeHTpe mpudrom Times New Roman Cyr Ne
10. AG3aupl B TekcTe cieayeT HauyuHath ¢ oTcTyna B 15 mm. CroBa «Coaepxanue», «BBeneHuey,
«3aKIII0OYeHHE» MULTYT C MPOMMCHON OYKBBI, pacmojaras 1o HeHTPY. DTH 3aroJIOBKH HE HyMEpYIOT.
OcHOBHas 4aCTh OTYETa COCTOMT W3 PA3JEioB, MOAPa3AeoB, naparpados (Ipu HEOOXOAUMOCTH).
Paznenbr nMeroT mopsaKoBble HOMepa (CKBO3HAsi HyMepalus), 0003HauYeHHbIe apaOCKuMu nudpamu
0€3 TOUKU B KOHIIE.

[IpumepHsbiii 06beM oTueta 15-17 nuctoB (6e3 yuera Ilpunoxenuit k ordery). O0bem
OTYeTa YMEHbBIIEH OBITh HE MOXKET, @ MOXKET OBITh TOJIbKO YBEITHYEH.

TutrynbHbIl IUCT oTYEeTa O(OPMIISIETCS B COOTBETCTBUU C TPeOOBaHUSIMH, YKa3aHHBIMU B
[Ipunoxxennn 1 k pgaHHOW pabouelr mporpamme. Ha mocneayromux JucTax pacloiaraercs
OCHOBHOM TEKCT OTYETAa.

CryneHT oTBe4aeT 3a TPaMOTHOCTh U aKKYPaTHOCTH odopmiieHus oTdeTa. OT4eT, B KOTOPOM
OTCYTCTBYIOT TOJIHACH PYKOBOAWTENIA MPAKTUKM OT OPraHU3alud, K pPacCMOTPEHHUIO HE
JOITYCKaeTCsl.

K oruéry nmpuiaraercs OT3bIB-XapaKTEpPUCTHKA, MOAIMCAHHAs OPraHU3alMed U 3aBepeHHas
[I€YaThI0 WJIM IITAMIIOM OPTaHW3alll{, y4aCTBYIOIIEH B IPOBECHNUHN TPAKTHUKH.

3.3. UndopmannonHoe obecrieueHre yueOHOM U NPOU3BOJICTBEHHOM MPAKTUKH

Ilepeuenpb yueOHOI auTEPATYpHl U IPYTUX HH(YOPMAIIMOHHBIX HCTOYHUKOB

HopmatuBHO-TIpaBOBBIE aKTHI:

1. O mopsinke paccmoTpenus oOpatienuit rpaxaan Poccutickoit deneparuu: denepaibHbIN
3akoH OT 2 mas 2006 r. N 59-@3 (¢ U3MEHEHUSMU U JONOJHEHUSIMH). — TeKCT: 3JeKTPOHHBIN //
l"apanT: CIIPABOYHO-TIPaBOBAsI cucrema: CaiT. -URL:
https://base.garant.ru/12146661/?ysclid=Im7gbdh49r657774322

2. O6 apxuBHOM jaene B Poccuiickoit @enepannn: @enepanbhblif 3akoH oT 22.10.2004 Ne N
125-®3 (c u3MEHEHUsSMU M JOMOJHEHUSMHU). — TeKcT: AIeKTpoHHbIH // ['apaHT: crpaBouyHO-
npaBoBas cuctema: caiit. —URL: https://base.garant.ru/12137300/

3. O6 wuHbpopmanuu, WHPOPMAIMOHHBIX TEXHOJOTHUAX MU O 3aluTe HWHPOpPMAILUU:
®enepanbhblil 3akoH oT 27.07.2006 Ne 149-®D3 (¢ u3MEeHEHHSIMH U JOMOJHEHHSIMH). — TekcT:
3JIEKTPOHHBIN /l l"apanr: CIIPaBOYHO-IIPABOBAs cucrema: CaWT. — URL:
https://base.garant.ru/12148555/?ysclid=Im7gsx66qm158541762

4. O mepconanbHbIX aaHHBIX. DenepanpHbii 3akoH oT 27.07.2006 No 152-D3 — TekcrT:
ANEKTPOHHBIN / I"apanT: CIIPaBOYHO-IIPaBOBast cUCTEMA: CaT. — URL:
https://base.garant.ru/12148567/?ysclid=lm7gvhpgf0342352929

5. O0 »nsnexrponHoi mnomnucu: PenepanbHblii 3akoH oT 06.04.2011 N 63-®d3 (c
M3MEHEHHSIMU U JTOTIOJIHEHUSIMU ). — TeKCeT: 3NeKTpoHHbIH // ["apaHT: cripaBoYHO-TIPaBOBasi CUCTEMA:

caiit. —URL.: https://base.garant.ru/12184522/?ysclid=Im7g9z1nk40922184266


https://base.garant.ru/12146661/?ysclid=lm7gbdh49r657774322
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6. OO0 yrBepxkaeHuu IIpaBun opraHuzalu XpaHEHHs, KOMIUICKTOBaHHS, yd4eTra W
UCIIOJIb30BaHUSl JOKYMEHTOB ApxuBHOro ¢onaa Poccuiickoii ®@enepaunu U Ipyrux apXUBHBIX
JIOKYMEHTOB B TOCYAapCTBEHHBIX OpraHax, OpraHax MECTHOT'O CaMOYIIPABJIECHUS U OpPraHU3alUsX:
npuka3 PenepanbHoro apxuBHoro areHrcTBa oT 31 uronsg 2023 r. N 77— TekcT: 31eKTpOHHBIN. //
I"apanT: CIIPaBOYHO-TIPaBOBAs cHucTeMa: Caur. — URL:
https://base.garant.ru/407619908/?ysclid=lgksOwq3xm684297118

7. OO0 yrBepxkaeHuu IlepeuHss THUIOBBIX YHPABIEHYECKUX AapXUBHBIX JOKYMEHTOB,
oOpa3yromuxcsi B IpolLEecce JEATEIbHOCTH TIOCYAApPCTBEHHBIX OPraHoB, OpPraHOB MECTHOIO
CaMOYIIPaBJIEHUsT M OpraHu3allvii, C yKa3aHHEeM CpOKOB uX xpaHeHus: lIpuka3 PocapxuBa ot
20.12.2019 N 236— Tekcrt: anextponHbiii. / Koncynsrant-Ilmoc: CrpaBodHO-IIpaBoBasi CUCTEMA.
— URL.: https://www.consultant.ru/document/cons_doc_LAW 345020/

8. O06 yrBepxkneHun I[lpaBun opraHu3anMM XpaHEHHs, KOMILJICKTOBaHMs, Y4eTa M
UCIIONIb30BaHUsl TOKyMEeHTOB ApxuBHoro (onaa Poccuiickoit ®denepanuu u APYyrux apXUBHBIX
JOKYMEHTOB B TOCYZaPCTBEHHBIX M MYHHIIMIIAIBHBIX apXHBaX, My3esiX U OMOIMOTEKaxX, HAYUHBIX
opranuzanusax: npukas dDenepanbHOro apxuBHOro areHrcrsa ot 2 mapra 2020 r. N 24 (¢
W3MCHCHUSMU W JOTOJIHCHUSMH) — TEeKCT: SJeKTpPOHHBIA. // TapaHT: cIpaBOYHO-IIPaBOBAs
cucrema: cait. — URL: https://base.garant.ru/74051312/

9. O6 yrBepxkaenun [IpuMepHON MHCTPYKIMH O JI€JIOMPOU3BOJICTBY B TOCYAApCTBEHHBIX

opranmzamusix: npuka3 PocapxumBa ot 11.04.2018 Ne 44 — Tekcr: anextpoHHblii // ['apanr:
CIIPABOYHO-TIPAaBOBAsI cucrema: cairt - URL:
https://www.garant.ru/products/ipo/prime/doc/71920678/?ysclid=Im7h7pdalj217739219

10. O6 yrBepxnenuu [IpaBui aeI0NMpPOU3BOACTBA B TOCYJAPCTBEHHBIX OpraHax, OpraHax
MeCTHOro camoynpasieHusi: npuka3 PocapxuBa ot 22.05.2019 Ne 71— Tekct: aneKTpoHHBIN //
I'apanT: CIIPaBOYHO-TIPaBOBAs CUCTEMA: CauT — URL:
https://base.garant.ru/72291836/?ysclid=Im7halenh7554565801

11. TOCT P HUCO 23081-1-2008 HamwmonanpHbiii cTanmapT Poccuiickoit denepanuu.
Cuctema crtaHzapToB no uHpopManuu, OUOIMOTEYHOMY WM uU3JaTenbckoMy neny. Ilpomeccs
yIpaBlIeHUs JOKyMeHTaMu. Meraganubie s AokymeHToB. Yacte 1 Ilpunuwmmsl. — Tekcr:
anekTpoHHbI //Koncopunym «Konekc». OneKTpoHHBIM (QOHJI MpaBOBOM H HOPMATHUBHO-
texuuueckoi napopmaru. — URL: https://docs.cntd.ru/document/1200067603

12. TOCT P  54471-2011/ISO/TR  15801:2009  «CucteMbl  3JICKTPOHHOTO
JOKYMEHTO000poTa. YmpapieHue aokyMmeHTauuel. MHpopmanus, coxpaHsemas B 3JEKTPOHHOM
Bujie. PekoMeHganuu nmo o06ecrnevyeHuIo JOCTOBEPHOCTH M HAAEKHOCTH» — TeKCT: JIeKTPOHHBIN //
Koncopunym «Komekc». DnekTpoHHBI (QOHA MNpaBOBOM M  HOPMAaTHBHO-TEXHHUYECKOU
unopmarmu. — URL: http://docs.cntd.ru/document/gost-r-54471-2011

13. TOCT P 7.0.8-2013. Cucrema CcTaHIapTOB 1O HWHpOpPMANNH, OUOIMOTEYHOMY U
U3/1aTeNbCKOMY Jeny. Jlenonpous3BoicTBO M apXUBHOE J1€710. TepMUHBI U onpeaeneHusi. — TeKcT:
anekTpoHHbl // Koucopuuym «Kopmekcy. OnekTpoHHBIM (OHJ NpaBoBOW U HOPMAaTHUBHO-
texandyeckoi uadopmarmu. - URL: http://docs.cntd.ru/document/1200108447

14. TOCT P 53898-2013. HammonanpHblii ctanaapT Poccuiickoit ®enepannun. Cuctembl
AJIEKTPOHHOIO  JIOKyMEHTooOopoTa. BsaummoneiicTBue cucrteM ymnpaBieHUs JOKYMEHTaMH.
Texuuueckue TpeOGOBaHUS K AJIEKTPOHHOMY coobrieHuto. — Teker: anekrpoHHbI // KoHcopunym
«Kogexc». DnekTpoHHBId (POHA MPaBOBOM M HOPMAaTUBHO-TeXHWYecKOM uHopmanuu. URL:
https://docs.cntd.ru/document/1200108037

15. TOCT P HCO 30300-2015 HamwmonanmeHbiéi crangapt Poccuiickoit ®eneparuu.
Cucrema ctangapToB mo wHGOpMaIMK, OMOITUOTEUHOMY U M3AaTelbckoMy neny. Uadopmanus u
nokymeHTtanus. CucteMsl ynpapiieHHs] JOKyMeHTaMu. OCHOBHBIE TIOJ0XKEHUS U CIIOBAphb. — TEKCT:


https://base.garant.ru/407619908/?ysclid=lqks0wq3xm684297118
https://www.garant.ru/products/ipo/prime/doc/71920678/?ysclid=lm7h7pda1j217739219
https://base.garant.ru/72291836/?ysclid=lm7ha1enh7554565801
https://docs.cntd.ru/document/1200067603
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anekTpoHHblt  //Koncopunym «Komekc». DneKTpoHHbBIM (OHA MNpaBOBOM M HOPMATHBHO-
texundyeckoi uadopmarmu. - URL: https://docs.cntd.ru/document/1200128331

16. TOCT P 7.0.95-2015. Haumonanenbiii cranmapt Poccuiickoit deneparuu. Cucrema
CTaH/apToB 1o MH(opManuu, ONOIMOTEHHOMY M M3/1aTE€IbCKOMY JEITY. DIEKTPOHHbBIC JOKYMEHTHI.
OcHOBHBIE BHIIBI, BBIXOJHBIC CBEJICHHS, TEXHOJOTMYECKHE XapaKTePUCTHKH. — TekcT:
anekTponHbli // Koncopruym «Koxmeke». DnekTpoHHBIM (OHI TpPaBOBOM M HOPMATHBHO-
TexHuueckoit napopmarmu. - URL: https://docs.cntd.ru/document/1200128317

17. TOCT 7.0.97 — 2016. HanmonaneHsiii ctangapt Poccuiickoii ®enepanuu. Cucrema
CTaHAapTOB 1O wHH(pOpManuu, OUOIMOTEYHOMY W H3JAaTeNbcKoMy Jneny. OpraHu3alnvoHHO-
pacriopsiiuTeNbHas JOKyMEHTalus. TpeOoBaHUS K O(GOPMIICHHIO JOKYMEHTOB [DIEKTPOHHBIH
pecypc]: yrB. Ilpukazom Poccranmapra PD ot 08.12.2016 Ne 2004-ct // Koncymnbrant-Ilnroc:
CrpaBouHo-mpaBoBas cucrema. — https://www.consultant.ru/document/cons_doc_LAW_216461/

OcHoBHas nuTepaTypa:

18. Abynanze . I'. JlokyMeHTallMOHHOE 0OecrieueHUe YIpaBIeHUs IEPCOHAIOM: YUEOHUK U
NPaKTUKyM s cpenHero mpodeccuonaimbHoro obpasosanust / J. I'. AOymamze, U. b.
Breimpsokkuna, B. M. MacnoBa. — 2-e u3g., nepepad. u non. — Mocksa: MznatensctBo HOpaiit,
2023. — 370 c. — (ITpodeccuonansuoe obpazosanme). — ISBN 978-5-534-15076-6. — Tekcr:
anekTpounsii / DBC KOpaiit [caiit]. — URL: https://urait.ru/bcode/487121.

19. AntyxoBa, H.®. Cucrtemsl 3JEKTPOHHOTO IOKYMEHTOOOOpOTa: y4deOHOe mocobue /
Antyxosa H.®., [I3t06enko A.JL., JloceBa B.B., UeunkoB F0.b. — Mocksa: KuoPyc, 2023. — 201
c. — ISBN 978-5-406-02705-9. — URL.: https://book.ru/book/936560. — Tekct: 31eKTpOHHbII.

20. Kacpsanosa, I'. 0. Jlenonpou3BoAcTBO U Apyrue acnekTbl paboTel cekpetaps / I.1O.
KacpsiHoBa — 7-e u3n., nepepad. u gon. — Mocksa: M3garensctBo Abak, 2023. — 304 c. — Teker
HETNOCPECTBEHHBIH.

21. Kopnees, U. K. JlokyMeHTanmoHHOE OOecrieueHne yrnpapiaeHUs: Y4eOHUK U MPAKTUKYM
s cpenHero mnpogeccuonansHoro obpazosanus / W. K. Kopuees, A. B. Ilmenko, B. A.
MamrypreB. — 2-e u3f., nepepad. u gon. — Mocksa: UznatensctBo FOpaiit, 2023. — 384 c. —
(ITpoeccronansrnoe obpazoBanue). — ISBN 978-5-534-05022-6. — Tekct: anexTpoHHbIH // DBC
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/472550.

22. Opranuzanys apXMBHOM M CHpPaBOYHO-WH(POPMALMOHHON paboThl MO JOKyMEHTaM
opranuzanuu [TekcT]: y4eOHMK Il MCIOJb30BaHUS B Yy4eOHOM TMpoliecce oO0pa3oBaTeNbHBIX
YUPEXAECHUH, peaqu3ymolluX M[porpaMMbl CpeJHEero MpodeccHoHaTIbHOrOo 00pa3oBaHus IO
crienuaabHOCTH "JIOKyMEHTAIlMOHHOE O0OECTIeUeHHE YIPABJICHHUS W apXUBOBeJAeHUE»: [B 2 4.] /
[bypoBa E. M., Xopxopauna T. W.]; mox pen. E. M. BypoBoii. — 3-e usn. crep. — Mockaa:
Axanemus, 2019. (ITpodeccuonansHoe obpazoBanue. [Ipodeccnonansubii Mmoxyns). Y. 1. — 2019.
—336 c. ISBN uzmanus: 978-5-4468-5976-4. ISBN toma: 978-5-4468-5974-0.

23. Opranuzanus apXMBHOM M CHPaBOYHO-MH(POPMAIMOHHON pPAaOOTHI MO JTOKyMEHTaM
opranuzaiu [Tekct]: yueOHMK JUIs MCHOJNB30BaHUS B Y4eOHOM Ipolecce 00pa30BaTEeNbHBIX
VUPSKACHUH, pEAM3yIONIUX TPOTPaMMBl  CpeaHero MpodecCHOHAIFHOTO 00pa3oBaHUs IO
cnenuanbHOCcTH "JIOKyMEHTAIlMOHHOE O0eclieueHue yIpaBlIeHUus M apXuBOBeAeHUE»: [B 2 u.] /
[BypoBa E. M., Xopxopmuna T. W.]; mox pen. E. M. BypoBoii. — 3-e u3a. crep. — Mockga:
Axanemus, 2019. — (IlpodeccuonansrHoe obpazoBanue. [Ipodeccuonanbubiit Moayns). U. 2 / [E. M.
Bypoga, A. Il. AdanaceeBa, E. B. AnekceeBa, A. E. Pognonosa]. — 2019. — 400 c. ISBN: 978-5-
4468-5975-7

24. Packun, JI. . Metoauka M TpaKkTUKa apXUBOBEJACHUSA: YYEOHUK Ui CPEIHETO

npodeccuonansHoro obpazomanus / J. . Packun, A.P.CoxonoB. — Mocksa: M31aTenscTBO
FOpaiir, 2022. — 339 c. — (IIpodeccuonansHoe obpazoBanue). — TeKCT: HEMTOCPEACTBEHHBIN. —
ISBN 978-5-534-02419-7.
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JlomonHUTENbHAS TUTEpATYpa:

25. I'yryeBa, T. A. KonduneHnuaapHoe IeIONPOU3BOACTBO: yueOHOoe mocodue / T. A.
I'yryeBa. — 2-e usn., nepepad. u gon. — Mocksa: UHOPA-M, 2023. — 199 c¢. — (Cpennee
npodeccuoHaibHoe obpazoBanue). - ISBN 978-5-16-016585-1. - Tekct: snexkrponHsii. - URL:
https://znanium.com/catalog/product/1986679 — Pexum gocTyma: 1mo moamnucke.

26. KoubpuaeHnmanpHOE€  JEIONPOW3BOJACTBO M 3AIUIICHHBIA  DJIEKTPOHHBIN
nokymeHntoobopot: ydeonuk / H. H. Kynses, A. C. [démymkun, T. B. Konmpamona, A. T.
®abpuunos ; moxa obmr. pea. H. H. Kynsiesa. - 2-e u3z., nepepa6. u gomn. - Mocksa: Jloroc, 2020. -
500 c. - (Homas yHuBepcuterckas OumoOimoreka). - ISBN 978-5-98704-711-8. - Tekcrt:
anektpounsii. - URL: https://znanium.com/catalog/product/1212394 — Pexwum gocTyma: I10
MOJIIUCKE.

27. Tlomos, C. JI. [lenonmpou3BOJACTBO W CeKpeTapckas paboTa Ha MEPCOHAIBHOM
KoMIIptoTepe: yuebHo-metoauueckoe nocobdue / C. JI. ITonos. - Mocksa: COJIOH-ITPECC, 2020. -
424 c. - ISBN 978-5-91359-109-8. - Tekcr: AJICKTPOHHBIH. - URL:
https://znanium.com/catalog/product/1858770 — Pexwum gocTyma: 1o mojamnucke.

[lepuoanueckue n3naHus:

28. Kypnan «CripaBOYHHK KaJpOBHUKa» [ DI1eKTpOHHBII pecypc].
URL:http://e.spravkadrovika.ru/

29. Kypuan «CrnpaBouyHHK cekpeTaps u opuc-meHemkepa» [Dnekrponusiit pecypc]. URL:
http://www.sekretariat.ru/

30. XKypnan «Cekperaps pedepent» [Dnexkrponnsiii pecype]. URL: http://www.profiz.ru/

31. XKypnan: Jleaonpon3BOACTBO M JOKYMEHTOOOOPOT Ha MPEANPUSTHH. [DICKTPOHHBINA
pecypc]. URL: https://delo-press.ru/journals/documents

[Ipodeccrnonanbhbie 6a3bl TaHHBIX U MHPOPMAIIMOHHBIE pecypchl ceTh HTepHeT:

32. ®depepanvHoe apxuBHOe areHTCTBO (PocapxmB): odunmanbneni caiir. — 2009-2022. -
URL.: https://archives.gov.ru - TekcT: 3eKTPOHHBIH.

33. Koncynpsrantllntoc: CaT: HEKOMMEpHY. WHTEPHET-BEPCHS. - URL:
https://www.consultant.ru

34. TAPAHT: caiit: Hekommepu. uHTepHeT-Bepeus. - URL: https://www.garant.ru

35. DnexTpoHHbIN (OHA MPaBOBBIX U HOPMATHUBHO-TEXHUYECKUX TOKyMeHTOB: caiit. URL:
https://docs.cntd.ru/document/542623605

36. IOpaiit: »snexkTpoHHO-OMONMoOTeuyHass cucrema: caiT. Mocksa, 2020- .URL:
https://urait.ru Pexxum noctyma: 1yt 3aperucTpup. MOIb30BaTEICH.

37. Znanium.com: 3JeKTPOHHO-OMOMMOTeUHas cucrema: caiit. Mocksa, 2011—2023 rr.
URL.: https://znanium.com Pexxum gocTyma: 1uist 3aperucTpup. MOIb30BaTeIEH.

4.5. TpeboBanusi K KBaIM(PHUKAUUU MEJArOTUYECKUX KaJpOB, OCYIIECTBISIOLINX
PYKOBOJCTBO IPAKTUKOMN

Peanuzamus [IIICC3 obGecneunBaeTcsi MeAaroridecKMMU KaJpaMH, UMEIONMMU BBICIIIEE
o0Opa3oBaHHe, COOTBETCTBYIOIIEEC MPOQPIIIIO TMpenogaBaeMoro Moayis. OMNBIT JIeSTEIbHOCTH B
OpraHu3alMsIX COOTBETCTBYIOMIEH mpodeccuoHambHON cdepbl sBiISeTCS 00sS3aTEIbHBIM IS
npernojaBaTesiell, 0TBEUYAIONINX 32 OCBOEHUE 00yUJarImUMCs MPodecCHOHABEHOTO YUeOHOTO IHKIIA.
[IpenomaBaTenu momy4yaroT IOTOJHUTEIBRHOE MPOodecCHOHATBHOE 00pa3oBaHWE MO MpOTpaMMaM
MOBBIIIECHUS KBATH(PHUKAIIIN, B TOM YUcie B (hOpME CTAXXKUPOBKH B MPOMUIHHBIX OpraHU3aIUsIX HE
pexe 1 pa3a B 3 roza.

PykoBozmcTBO y4eOHOM TMPaKTHKOW OCYIIECTBISICTCS NPENOAaBaTeIsIMU TUCIHUIUINH |
MEXIUCUUIUIMHAPHBIX KypCcOB MpOo(GEeCCHOHAIBHOTO LHKIA COOTBETCTBYIOIIEH CHEHATbHOCTH,
BKJIFOUEHHBIX B TpOrpamMmy NpakTHKUA. OpraHu3aiuio W PYKOBOACTBO Yy4YeOHOW MPAKTHKOM,
MPAaKTUKOW TI0 TPOPWII0 CICNHAIBHOCTH ¢ TPEIIUILNIOMHOM TPAKTUKOW  OCYIIECTBIISIOT
mpernoaBaTesd NpohecCHOHATBFHOTO UKIIA OT KOJUIEKa U PYKOBOJUTEIH OT OPraHU3alINH.
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PykoBoguTenp oOpraHu3anud, OCYIIECTBISIONMIMK  OOIee PYKOBOACTBO  MPAKTUKON
CTYJICHTOB B OpraHU3allMH, 3a JIB€ HEACNIM /10 Hayajga NMPAKTUKU HA3HAYaeT HEMOCPEICTBEHHBIX
PYKOBOJUTENEH MPAKTUKU OT OpraHu3alliu, ONpeiesieT HAaCTaBHUKOB. PyKOBOIUTENb IPAKTUKU OT
OpraHM3al PYKOBOJHUT Pa0OTOH CTyIEHTOB Ha MeCTax IMPAKTHKH, OOECIeYMBacT O€30TacHbBIE
YCIIOBUSL MPOXOXKACHHSI TMPAKTUKU CTYJEHTaMH, OTBEYAIOIIME CAHUTApHBIM MpaBWiIaM U
TpeOOBaHUSAM OXpaHbI TPYA.
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4. KOHTPOJIb 1 OUEHKA PE3VIJIbTATOB ITPAKTHUKHA

Kontpons paboTbl  CTYIEHTOB  OCYILECTBIISIETCS PYKOBOJAUTENISIMU  TPAKTUKUA  OT
IIPUHUMAIOIIEH OpraHU3alui U OT KOJUIEeKa.

[IpoMeXyTOUHBIH KOHTPOJIb BBIIOJHEHHUS] CTYAEHTOM — IPAKTUKAHTOM IPOrPaMMBbI
IIPAKTUKHU OCYIIECTBIIIETCS COBMECTHO PYKOBOJUTENISIMU MTPAKTUKU OT ['yMaHUTApHOrO KOJIJIEIka 1
OT OpraHM3ali B BHJE DPETYISIPHBIX IPOBEPOK SIBKU CTYJIEHTAa Ha MECTO IPAKTUKU (BEAEHUE
KypHasla y4yeTa SIBKU CTyAeHTOB). DopMoil KOHTpOJIsS SBISETCS TaKXKe BEICHHE CTYICHTOM
JTHEBHUKA MMPAKTHUKH, B KOTOPOM JIEJIAIOTCS CUCTEMAaTHuyecKue 3amucH O (PaKTUYECKU BBIITOJIHEHHOM
pabote 3a IeHb (HECKOJIBKO JTHEN ).

[lo pe3ynpraram NpPAaKTUKA PYKOBOJUTEISMHU IPAKTHUKKA OT OpPraHU3alUdHd U KOJUIEIKa
dbopMupyeTcsi aTTeCTAllMOHHBIM JIMCT, COAEpXallui CBeleHHs 00 YpOBHE OCBOCHHS CTYIEHTOM
npodeccrnoHaNbHBIX KOMIETEHIIHIA.

[1o okOHYaHMM PAKTUKHU CTYAEHT CAAET PYKOBOJIUTENIO IPAKTUKHU OT KOJUIEIXKA!

1. Otyer ¢ BBIOJIHEHHBIM UHIUBUIYAIbHBIM 33JaHUEM, COAECpKAILUN pPa3BEPHYThIE OTBETHI
Ha BCE IYHKTBHl MpPOrpamMMbl MPAKTUKHU, MaTE€pHaJIbl, MOJYYEHHbIE HAa IPAKTHKE, MPUIIOKEHUS.
TUTYABHBINA JIUCT OTYETA CKPEIUIAETCS MOAINUCHIO PYKOBOAMUTENS NMPAKTUKA OT OpPraHU3alud U
PYKOBOAMTEISA IPAKTUKHU OT KOJUJIE/IKA;

2. 3amoJIHEHHBI [HEBHUK NPAKTUKH, MOJIUCAHHBI PYKOBOAWUTEIEM IPAKTHUKU OT
OpraHu3alMy U 3aBEPEHHBIN M1eYaThiO WK IITAMIIOM OPraHU3allUY;

3. ATTECTalMOHHBIM JIMCT C OILIEHKOM OCBOCHHBIX KOMIIETCHIIMH W TOANMHUCAHHBIN
PYKOBOJUTENEM IPAKTUKU OT OPraHU3alMK C yKa3aHUEM 3aHUMAEMON JJOJHKHOCTH;

4.  OT3BIB-XapakTepUCTHKy C MeCTa MPOXOXAECHHUS MPAKTUKHU, MOJANUCAHHYIO
PYKOBOJUTENEM MPAKTUKU OT OPraHU3allMM U 3aBEPEHHYIO M€YaThi0 WM IITAMIIOM OpraHU3alliH.

[TonoxxurenbHas OLEHKAa IO TMPAKTUKE BBICTABISIETCS NPU YCIOBUM IMOJIOXKUTEIHLHOTO
aTTECTAllMOHHOIO JIMCTa MO NPaKTHKE 00 YpPOBHE OCBOEHHS MPO(ecCHOHATBbHBIX KOMIIETEHIUH,
HaJIM4Us TOJIOKUTEIbHOW XapaKTepUCTHUKU OpraHM3alMiM Ha CTYAEHTa [0 OCBOEHHUIO OOIIHX
KOMIIETEHIIMM B NEPUOJA MPOXOXKACHUS NMPAKTUKHU; MOJTHOTHl M CBOEBPEMEHHOCTH IPEICTaBICHUS
JTHEBHUKA IIPAKTUKYU U OTYETA O IPAKTUKE B COOTBETCTBUHU C 33JJaHUEM.

OneHky, BBICTAaBICHHYIO CTYAEHTY Ha 3a4eTe 0 MpaKTHKE, PYKOBOJAWUTENb MPAKTUKH OT
KOJIJIEJKA 3aHOCHT:

— B 3a4eTHYIO0 KHWXKKY (KpOME HEeYJOBJIETBOPUTEIHHON);

— B aTTECTAallMOHHYIO BEJOMOCTbH (B TOM YHUCIIE€ U HEYJOBIETBOPUTEIBHYIO);

— BKYpHaJ y4eOHBIX 3aHITHH (KpOME HEYOBJIETBOPUTEIBHOM).

OneHka 1o TMpakTUKEe MPUPABHUBAETCS K OLEHKaM (3ayeTaMm) [0 TEOPETUYECKOMY
00yUYEHUIO U YYUTHIBAETCS MPH MOABEIEHUN UTOTOB 00IIIEN yCIIeBaeMOCTH CTY/IEHTOB.

Hapymienne ycTaHOBIEHHBIX CPOKOB IMOJATOTOBKM OTUETA PaCCMaTPUBAETCS KaK HapyLIEHHUE
y4eOHOM TUCIUIUIMHBI U HEBBIMOIHEHHE y4eOHOr O MIaHa.

CTy,Z[eHTBI, HC BBIIIOJJHHUBIINC TpC6OBaHI/I$I nporpaMmbl TIPpAKTUKH I10 HCYBaH(HTCHBHOﬁ
MNPpUYUHC WM TOJYYHUBIINC HCYAOBJICTBOPUTCIBHYIO OIICHKY, HC JOITYCKAIOTCA K HPOXOKIACHUIO
FOCYJIapCTBeHHOﬁ HTOTOBOM aTTeCcTaruu H noJJICKAT OTUHMCICHHUIO H3 FyMaHI/ITapHOFO KOJIJICoKa
KaK UMCHOIINEC aKaACMUYCCKYIO 3a/I0JDKCHHOCTD.

5.1. Cuctema olLleHMBaHMS yCIIEBAEMOCTH U JOCTHKEHUN, 00YHaIOIUXCs: TPAAUIIMOHHAS.
5.2. Kputepun BbICTAaBIICHHSI OLICHKH 32 TPAKTUKY

Ouenka Kpurepun OIIEHKH CTETICHU c(hOpMHPOBAHHOCTH
KOMIIETEHITN I
OTan4Ho CTyaeHT-IpaKTUKAHT  JEMOHCTPUPYET  XOpOIIee  BIIAJCHUE

npoeCCUOHATbHON TEPMUHOJIOTHEH, B TIOJHOM Mepe YCBOMII
TEOPETHYECKME W METOAMYECKHME  CBEJICHMS,  JaBacMble
PYKOBOIUTENSIMH  TPAaKTUKA BO BpeMs BBOJAHBIX  Oecer,
WHCTPYKTaXxa, 3aHATHi. JlemMoHcTpupyer mnpodeccCHoHaIbHBIC
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HaBBIKM TPAKTHYECKOM pabOThl C JOKYMEHTaMHM OpraHU3allHH,
yMEeT MPUMEHATh TEOPCTUYECKHUE 3HAHUS Ha  MPAKTHKE,
JEMOHCTPUPYET TBOPUYECKHUM IMOAXOJ K BBIIOJIHEHUIO 33JaHUM,
BJIAJICET QHAJTMTUYCCKMMHU METOJIAMH. UCIIOJIb3YET B MPAKTUUECKON
pabote coBpemennyto oprrexauky, AUTIC, CO/I.
CTylEeHT-IPaKTUKAHT TMPABUIBHO M CBOEBPEMEHHO IOATOTOBHII,
O(bOpMI/IH MHOJIHBIM KOMIUIEKT OTYETHBIX JAOKYMCHTOB I10 IIPAKTUKC.
B cpok mpeaocTaBui uX Ha IPOBEPKY.

CTyIeHT-IPaKTUKAHT PETYJISPHO TOCEIAl MPAKTUKY, aKKypaTHO
BBIIOJHSUT ~ BCE  3aJaHMs,  3aCIyKWI  IOJOXHUTEIbHYIO
XapaKTEPUCTHKY

Xopomo

CTyneHT-IpaKTUKAaHT  JEMOHCTPUPYET  XOpOIUEee  BIIAJCHHE
npoeCCHOHATbHOH ~ TEPMUHOJOTHEH, B  L[EJIOM  YCBOWII
TEOPETUYECKMEe M METOAMYECKHE  CBEJIEHHUs,  JaBaeMble
PYKOBOIUTENSIMU  NPAaKTUKA BO BpeMs BBOJAHBIX  Oecer,
UHCTPYKTaXa, 3aHATHH.

CTyneHT-IPaKTUKAHT B II€JIOM OBJIAJE]l HAaBbIKaM IMPAKTUYECKOU
paboTel ¢  JOKYMEHTaMH  OpraHu3alliM, HUCIHOJB3YeT B
IpakTU4eckoi pabore coBpeMeHHyto oprrexuuky, AUIIC, CO/.
CTyneHT-IPaKTUKAHT HOArOTOBHWII, O(QOPMUI TOJHBIA KOMIUIEKT
OTYETHBIX JOKYMEHTOB IO MpaKTHKe. B cpok mpemocraBui MX Ha
IIPOBEPKY.

CTyZneHT-IpaKTUKaHT PEryJIsipHO IOCelal NPaKTUKY, aKKypaTHO
BBITIOJTHSI BCE 3aJlaHus 3aCITyKNI HOJIOKHUTEIBHYIO
XapaKTEPUCTHKY.

YI[OBJ'IGTBOpI/ITeJ'IBHO

CTyneHT-IpakTHUKaHT UMEeT MpeACcTaBlIeHUue 0 MpodeCCHOHATBHON
TEPMHUHOJIOTHH, TIOCEIIall BBOJIHbIE Oecebl, HHCTPYKTAX, 3aHSITHSI,
HO TEOPETHMYECKUE M METOAMYECKUE CBEACHMS, JaBA€Mble Ha HUX
PYKOBOAMTENSAMHM TPAKTUKH, YCBOWUJ YaCTHUYHO, HE NMPUMEHSJ Ha
MPaKTUKE, HE OTPA3WI B OTUETHHIX JIOKYMEHTaX.
CTyaeHT-IpakKTUKAHT  JEMOHCTPUPYET  OT/ACJIbHbIE  HaBBIKU
MPaKTUYECKOW paboThl € JOKYMEHTAaMH OpTaHM3allid, HMEEeT
mpejcTaBieHre 00 UCMOIb30BaHUM B TMPAKTUUYECKON paboTe
coBpemeHHoM oprrexuuku, AUIIC, CO/I.

CTyneHT-IpaKTUKAaHT TOATOTOBHII, OGOPMUI TOJTHBIA KOMIUIEKT
OTUETHBIX JOKYMEHTOB 10 mpakTtuke. IlpemocraBun wux Ha
MIPOBEPKY.

CTyaeHT-TIpaKTUKAHT TOCeNan TPAKTHUKY, BBITIONTHST 3aJaHus,
3aCITY>KIJT TTIOJIOKUTETBHYIO XapaKTEPUCTHKY.

He ynosnersopurensHo

CTyneHT-IpaKTUKaHT HE NOocenall IPAKTHUKY.

CTyZneHT-IpaKTUKAaHT HE BBINOJHAJ NPAKTUUYECKUE 3aJaHUs.
CTyneHT-IpaKTUKAaHT HE MOJArOTOBWJI  IOJHBIA  KOMIUIEKT
OTUYETHBIX JIOKYMEHTOB IO NMPAKTHKE.

CTyaeHT-IpaKTUKAHT HE IPEAOCTABUII UX Ha MPOBEPKY.




