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Peuenzus
Ha nporpamMmy npou3Bo/ACTBEHHOMH NPAKTHKH
Ilo cnennanbuocTH 46.02.01. lokyMeHTAUHOHHOE O0ecneueHHe YN PaBJIeHHs
H apXHBOBeJeHHe _

JlanHasi —nporpaMma  HpOM3BOJACTBEHHOM  MNPakTHKM  COOTBETCTBYET
®enepanbHOMYy rOCYJapCTBEHHOMY 00pa30BaTelIbHOMY CTaHIAapTy CpeaHero
Ipo¢eCCUOHATTBHOTO obpa3zoBaHusI no CIleLHaIbHOCTH 46.02.01.
HoxymeHTaumronHoe obecrieueHue ynpaBieHHs W apxuBoBeneHue. [Iporpamma
[POU3BOACTBEHHON MNPAKTHKH OTpaXkaeT MpPOH3OMIeANIHe M3MEHEHHS CHCTeMbl
obpazoBaHus, TpeOOBaHUIA K MPOYECCHOHATBHOM KOMIETEHTHOCTH CIIEHMATHCTOB.

Conepxxanue KaxJ0¥ TeMbl HalpaBJieHO Ha (POPMUPOBaHME ONPE/EICHHON
NMpOo(ECCHOHALHOH KOMITETEHIHH.

3asBieHHble TpeGoBaHMs K OpraHW3alM¥ MPAaKTHKH [O0Q4YE€PKUBAIOT
OpHEHTHPOBaHHE COBPEMEHHOI0 CpejiHero mnpodeccHoHanbHOro o0bpazoBaHHs Ha
MOArOTOBKY BOCTPeOOBAaHHOrO HAa phIHKE TpyAa CHELHAIUCTa U 3aiBIAIOT 00
OTpeJeieHHOM 0TOOpe, KaK NpeAnpUsTHd, OpraHU3al|i, TaK ¥ PYKOBOIUTENIEH
[IPOMU3BOJICTBEHHOH ITPAKTUKH. -

ConepixaHue KaKIOTO 3JIEMEHTa MporpamMMbl pa3paboTaHo ¢ J0CTATOYHOM
CTETEeHBI0 TOJHOTHI M 3aKOHYEHHOCTH, C LejiecooOpasHeiM pacnpeieieHrHeM
4aCcOBOM HArpy3KH ¥ BHJIOB 3aHATHH.

Peliensupyemasi mporpaMma COJEpKUT BCe HEOOXOAWMble KOMITOHEHTEI,
obnagaer [OOCTATOYHOM ITONHOTOW M 3aKOHYEHHOCTBbIO M SBISETCH BaKHBIM
3IIEMEHTOM OCHOBHOM NpodeccHOHaIbHON 00pa3soBaTebHOW MPOrpaMMbl MO
cnermansHocTd  46.02.01. JlokymeHTallMOHHOe obecrieyeHue YNpaBleHUS M

APXHUBOBECHHUE.
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Peuensus
Ha HPOTpaMMy MPOHU3BOACTBEHHON NPAKTHKH
ITo cnennansnocTn 46.02.01. lokyMeHTAIHOHHOE 0O0ecneuenie ynpaBJleHHsI
W apXHBOBe/leHHe _

JaHHAas  mporpamMma  IPOW3BOACTBEHHOH — MPaKTHKH COOTBETCTBYET
QenepanbHOMY roCyapCTBEHHOMY 00PA30BATENLHOMY CTaHJIapTy CpeaHero
npoecCHOHANILHOTO o0pasoBaHus o CHEeLUAalIbHOCTH 46.02.01.
JloxymeHTaunoHHOe obecreueHne yipasieHns U ApXHBOBEICHUE.

Llems mporpamMmel — ofecrieueHne eAMHBIX MOAXOIOB K OpraHM3aluu |
NPOBENEHHIO y4eOHOH NPaKTHKH, OKa3aHWE METOMMYECKOil MOMOIIN CTyZeHTaM
Komneka. CBOEBpeMEHHOE 3HAKOMCTBO C NPOrPaMMON T03BOISET CTYAeHTaM
[ICHXOJIOTHYECKH HACTPOMUTBCA U  MOATOTOBHUTBCA K PELICHHIO TPYIHBIX
NMpoecCHOHATHHBIX 337124,

Comeprkanue NpPOU3BOJCTBEHHOH MPAKTHKH pa3paboTaHo ¢ J0CTATOYHOI
CTENeHBIO MOIHOTHL. Ilepeuens ocBamBaeMBIX YMEHUN M MPAKTHYECKOTO ONBITA
coorBercTByeT TpebosanusmM OI'OC CITO, KoHKpeTH3UpyeTes u paclHpseTcs B
COCPKaHMN y4eOHBIX 3aHATHH. B KOHLE mNporpaMMel  yKasaH nepeydeHb
PEKOMEHIYeMOH IuTepatypsl W MHTrepuer-pecypcsl u  (HOpMBI KOHTPOJISI
(bopMupOBaHHS yMEHHH H KOMIIETEHLHMH CTY/IEHTOB.

Jlpko  BEIpaxkeHa NpO(ecCHOHANLHAS — HAMNPABICHHOCTH [IPOTPAMMBL.
I[IpemycmarpuBaioTcst — OBNafileHHe  CTYAEHTAMH  YMEHHEM BHEIPATh B
[PaKTHYECKYIO ACATENBHOCTD H3YUESHHbIE TEOPETHYECKUE TTOJI0MKEHMSI.

B mporpamme mnemecoobpasno pacnpeseneHa TPYZOSMKOCTH B ¥acaX Mo
BUJIaM 3aHSTUH U COOTBETCTBYET y4eGHOil Harpyske B yueGHOM MiaHe.

Penensnpyemas mporpamMma COZEPIKHT BCe HEOOXOIMMBIE KOMITOHEHTDL,
obnazaer JOCTATOYHOM TMONHOTON M 3aKOHUEHHOCTHIO M SIBISICTCS. BAYKHBIM
3JIEMEHTOM OCHOBHOH TMpOodeccHOHANBHON 00pa30BaTeNBHOI nporpamMMsl 110
crnenquanbHOCTH  46.02.01. JlokymeHTaLMOHHOE obecnedyeHme YIpaBaeHus u
aPXMBOBE/IEHHE.

Penensenr:
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1. TIACIIOPT ITPOI'PAMMBI ITPOM3BOJCTBEHHOM ITPAKTUKI

1.1. ObnacTe mpuUMEHEHUS TPOrPAMMBI

[Iporpamma mNpPOU3BOACTBEHHOW TIPAKTUKMU SIBJISIETCS YAaCThIO OCHOBHOM
npodeccuoHanbHOl  00pa3oBaTeNbHOM  MporpaMmbl,  pa3paboOTaHHON B
cootBercTBUM ¢ PI'OC CIIO mno cneunmansHocTH 46.02.01 JlOKyMEHTalIMIOHHOE
o0OecrieueHre YyOpaBlieHUs H apxuBoBeAeHHE. [Ipom3BOACTBEHHAs MpPAKTHKA
BKJIIOUAET B ceOs CIIEAYIOIIME 3Talbl: MPAKTUKY MO MPOQUII0 CIEHUATBHOCTH U
NPEIIUIIOMHYIO TPAKTHKY.

1.2. llenn m 3axa4n MPOU3BOACTBEHHON MTPAKTUKH

[{enu npou3BOICTBEHHON MPAKTUKH O MPOQPUITIO CIICIIUATBHOCTH
- 3aKperuieHHWe W peaju3alus ~ TEOPETUYECKHX  3HAHUW  CTYJEHTOB,
CHELMATU3UPYIOLIUXCS B 00JIaCTH TOKYMEHTALIMOHHOTO 00ECTIeUeHUs! YIIpaBICHUS
Y apXUBOBEICHHUS,
- (¢opMupoBaHue O0OIUX U NPO(HECCHOHATBHBIX KOMIIETEHIMM, KOMIUIEKCHOE
OCBOCHHE 00YyYaIoIUMCs BUIOB MPOQPECCHOHANIBHOM AesTenbHocTH (Hanee BITJT).

[{enu mpon3BOACTBEHHOM MPAKTUKU MPEITUTLIIOMHOM:
- OBJIaJICHUE MPAKTUYECKHUMH HaBbIKAMH CAMOCTOSTEIBHOM paboThl B 001acTH
UCCJEIOBAHUSI CHCTEM JIOKYMEHTALIMOHHOTO OOECIeUeHUs yOpaBiCHUS U
apXWBOBEJICHUS.
- ompejeneHue o0jacTeld Hay4YHBIX MCCICAOBAHUNU C IEJIBI0 TOCIEAYIOIEH
MOJATOTOBKM KYpPCOBBIX M JIUILNIOMHBIX paboT, cOOp MaTepuasoB, HEOOXOAUMBIX
JUTSL UX HaIllCaHMUS.

3agauu NpOU3BOACTBEHHOW MPAKTUKH:
- U3y4YE€HHE OCOOCHHOCTEH OpraHM3allMOHHON CTPYKTYpBI MPEANpPHUSATHS U BUIOB
NEATEIbHOCTH;
- u3ydeHue CTpykrypbl ciyx0bl JIOY, dopm paGoThl ¢ TOKyMEHTaMH, IITATHOTO
cocTaBa M €€ (PyHKITH;
- U3y4eHHEe HOPMATUBHO-TIPABOBOM 0a3bl ciyx0b1 JIOY;
- TMPOBEJCHHE aHalM3a OpraHu3alid M TEXHOJOTMHU JOKYMEHTAIlMOHHOTO
obOecrieueHus yrpaBiieHUs (M3y4yeHHUE JOKYMEHTO000pOTa, TEXHOJIOTHU 00pabOTKH
JIOKYMEHTOB B TPAJULIMOHHBIX U aBTOMATU3UPOBAHHBIX CUCTEMAX, MPUOOpPETEHNE
HABBIKOB Pab0ThI C HHPOPMALIMOHHO-TIOUCKOBBIMHU CHCTEMaMHU.

1.3. PekomeHyeMoe KOIM4YeCcTBO 4acoB

HA OCBOCHHE MPAKTUKHU O MPOGUITIO CIICIUATHLHOCTH
[IM.01 —364acos,
[1M.02 —364acos,

[IM.03 — 36 4acos.
Ha OCBOCHHE MPETUIIIOMHON TTpakThKu — 144 yaca.



2. PE3YJIbTATBI OCBOEHN ITPOI'PAMMAbI
I[MTPOU3BOACTBEHHOMU ITPAKTHUKN

B pesynbrare mpoxokaeHusl MPOU3BOJCTBEHHON MPAKTUKH, PEaIu3yeMOu B
pamkax npodeccronanbHbix Momynei OIIOIT CIIO mo kaxmomMy W3 BHJIOB
npodeccuoHanpHOM  AedaTenbHOCTH,  mpeaycmorpeHHsix ~— OI'OC  CIIO,
OOy4aroluiicss JOKEH OCBOHUTH CJEIyIoIHue oOIMe U MpoQecCHOHATbHBIE
KOMITETEHIIUH:

OK 1. TloHumarh CymIHOCTh U COIMANBHYIO 3HAYMMOCTH CBOEHM OymyIieit
npodeccu, MPOSBIISITh K HEW YCTOMYUBBIA UHTEPEC.

OK 2. OpranuzoBbiBaTh COOCTBEHHYIO JESTEIBHOCTb, BBHIOMPATH TUIIOBHIE
METO/bl M CIOCOOBl BBIMOJHEHUS NPO(PECCHOHANBHBIX 3a/lay, OLEHUBATh HX
() PEKTUBHOCT U KA4E€CTBO.

OK 3. IIpuHuMaTh pelIeHHs] B CTAHAAPTHBIX U HECTAHJIAPTHBIX CUTYALUSIX U
HECTHU 32 HUX OTBETCTBEHHOCT.

OK 4. OcyiiecTBIATh MOKUCK M UCIOJb30BaHUE MHPOPMALIMK, HEOOXOIUMOI
JUTs1 3 PEKTUBHOrO BHINIOJHEHUS TPOPECCUOHANBHBIX 3aJ1a4, MPOPECCUOHAIBHOTO
Y JTUYHOCTHOTO Pa3BUTHSL.

OK 5. HMcnons3oBath MH(POPMAIIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUU B
po¢eCCUOHATIBHOU JIEATEIIbHOCTH.

OK 6. Paborarh B KOJUICKTMBE W KoMmaHAe, 3(p(EKTHBHO OOMIATHCI C
KOJUIETaMH, PYKOBOJICTBOM, IOTPEOUTEIISAMH.

OK 7. bparb Ha ce0si OTBETCTBEHHOCTh 3a pPabOTy UIEHOB KOMAaH]IbI
(MOTYMHEHHBIX ), PE3yJIbTAT BHIMOJHEHUS 3a/IaHUN.

OK 8. CamocToATenbHO OMNpeAeNsTh 3aJaud MpPO(PECCHOHATBHOTO U
JUYHOCTHOTO Pa3BUTHUS, 3aHUMATHCS CaMOOOpPa30BaHUEM, OCO3HAHHO TUIAHUPOBATH
MOBBINICHUE KBATHU(PUKAIIIH.

OK 9. OpueHTHUpOBaThCS B YCIOBHUSIX YAaCTOM CMEHBI TEXHOJOTHM B
poheCCUOHATIBHON JIEATEIIbHOCTH.

[IK 1.1. KoopaunupoBats paboTy opranuzanuu (IpHEeMHOU PyKOBOAMTEIS),
BECTH IPUEM NTOCETUTENEN.

[IK 1.2. OcymiecTBasaTh pabOTy MO MOJATOTOBKE W MPOBEICHUIO COBEIIAHUM,
JIEJIOBBIX BCTPEY, MPUEMOB U MPE3CHTALIHI.

IIK 1.3. OcyuiecTBiasiTh MOATOTOBKY JIEJIOBBIX IMOE3/I0K PYKOBOJIUTENSI M
JPYTUX COTPYJHUKOB OpTraHU3alINH.

[1K 1.4. OpranuzoBbiBaTh pabodyee MECTO CEKpeTapsi U pyKOBOIUTEIS.

[1K 1.5. OdopmiaTs u perucTpupoBaTh OpPraHU3AIMOHHO-PACTIOPSIUTEIIHHBIC
JIOKYMEHTBI, KOHTPOJIUPOBATh CPOKU UX UCTIOJTHEHUS.

[IK 1.6. OO0pabarbiBaTh BXOASIIME W  HUCXOIAIIUE  JOKYMEHTHI,
CUCTEMATU3UPOBATh WX, COCTaBISATH HOMEHKIATypy JAel u (HopMupoBath
JIOKYMEHTHI B JIefa.

I[IK 1.7. CamoctosiTenbHO paboTaTh € JAOKYMEHTaMH, COJEp KalluMu
KOH(PUIECHIIUATIBHYIO UH(POPMAIMI0, B TOM YHUCIE C JOKYMEHTAMHU IO JIMYHOMY
COCTaBY.



I[IK 1.8. OcymectBisath TenedoHHOE OOCTy)KMBaHUE, NpPUHUMATh U
nepenaBaTh (akchl.

[IK 1.9. OcymecTBaATh NOATOTOBKY AEN K Nepeaadye Ha apXUBHOE XPAHEHUE.

ITIK 1.10. CocTaBisTh ONKUCH JIE], OCYIIECTBISATh MOATOTOBKY JI€J K MEpeaaye
B apXUB OPTaHU3ALIMH, TOCYIAPCTBEHHBIE U MYHULIUIIAIbHBIE APXUBBI.

[1K 2.1. OcymecTBasTh 3KCHEPTU3Y LIEHHOCTU JOKYMEHTOB B COOTBETCTBUU C

JNEHUCTBYIOIIMMU 3aKOHOIATEIbHBIMHA AKTAMU U HOPMATHUBAMH.

[1IK 2.2. Bectu paboTy B cucTemMax 3JIeKTPOHHOTO TOKYMEHTOOO0pOTA.

[IK 2.3. Pa3pabaTeiBaTh W BECTH KiIacCH(UKATOPHI, Tabemu U Jpyrue
CIIPAaBOYHUKHM 110 IOKYMEHTaM OpraHU3alNH.

[1IK 2.4. ObecnieunBarh NpUeM U pallMOHAIBHOE pa3MEIlCHHUE JOKYMEHTOB B
apxuBe (B TOM 4HCII€ JOKYMEHTOB I10 JINYHOMY COCTaBY).

[1K 2.5. O0ecnieunBath y4€T U COXPAHHOCTh TIOKYMEHTOB B apXHBE.

[IK 2.6. OpraHu3oBbIBaTh HCHOJB30BAHUE APXUBHBIX JTOKYMEHTOB B
HAy4YHBIX, CIIPABOYHBIX U MPAKTUYECKUX LIEIIAX.

I[IK 2.7. OcymecTBiasiTb OPraHU3alMOHHO-METOAUYECKOE PYKOBOJICTBO U
KOHTPOJIb 32 paboOTON apxuBa OpraHU3allMd W 3a OpraHMU3alledl JTOKyMEHTOB B
JEJIONPOU3BOICTBE.

[1K 3.1. OdbopmisTs u pPETrUCTpUPOBATH OpraHu3alMOHHO-
pacnopsIIUTEIBHBIE TOKYMEHTBI, KOHTPOJIMPOBATh CPOKU UX UCIIOJTHEHMUS.

[IK 3.2. IIppyHuMaTh 1 perucTpupOBaTh KOPPECHOHICHIINIO, HAIIPABIIATH €€ B
CTPYKTYpPHbIE MTOAPA3/IEICHUS.

[IK 3.3. Bectu y4der mnoiy4yaeMOW M OTHPABISEMON KOPPECHOHICHIINH,
KapTOTEKY y4eTa MPOXOKICHUS TOKYMEHTAIbHBIX MATEPHUAJIOB.

[IK 3.4. CucremaTu3upoBaTh M XpaHUTh JOKYMEHTHI TEKYIIEro apXuBa,
OCYULIECTBJIATh NOJATOTOBKY JIEJ K IIEPEIade Ha apXUBHOE XpPAHEHHUE.
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3. TEMATUYECKUU ITJIAH U COJIEPXKAHUE

[TPOM3BOJICTBEHHON ITPAKTUKU

ITo npoduiaro ciennaJabHOCTH

HaunmenoBanmue
O0beMm
npogeccuoHaJIbLHOr0 Buasbi padorsl Conep:xkanue padboTbl
MOYJIsl, TeM acop
IIM.010pranusanus
AOKYMEHTAIHOHHOT0
odecneyeHus
ylpaBJieHUs U
(GyHKUMOHMPOBAHUSA
OpraHu3anuu
M/IK 01.03
Opranusanus
CEKPETAPCKOro
00CTy:KNBAHUS
Tema 1 Opranmzanus | Opranuzanus CocraBieHune IaHUPOBKHU pabodero mecra. | 6
paboThl B IpUEMHON | pabouero mecra N3ydenue mpaBul peryiupoBKU MOTOKA
CeKpeTaps MOCETUTEIEH.
PaccmoTtpenue ocobeHHOCTel opraHu3anuu
CoBepiieHCTBOBaHHE | paboOYero IHs PyKOBOAUTEIIS.
HABBIKOB JIEJIOBOTO Oco0eHHOCTH OpraHu3aliy IpueMa u
oO1eHus perucTpaumu NOCETUTENEH.
OcobeHHOCTH OOIIEHHS C PECTABUTEISIMU
CTOPOHHUX OpraHU3alui ¢ TPUMEHEHUEM
HaBBIKOB JIEJIOBOTO OOIIEHHUS.
N3ydenne ocobeHHOCTEH BEACHHUS IETOBBIX
NIEPEroBOPOB
Tewma 2. Ponb [Ipumenenue Odopmrnenne U MOAr0TOBKa KOH(MEpeHII- 6
cekperaps B KOMITHIOTEPHBIX U 3aJ1a JyIsl POBEICHUS MEPOTIPUSITHIA.
OpraHu3aIu TeJeKOMMyHUKaMOH | CocTaBlieHHne MPaKTUYECKUX
MEPOTIPUATHIA HBIX CPEJICTB, CPEJICTB | PEKOMEHIAIUI IO OPTaHU3aIuN
OpraHU3aIMOHHON COBMEIIEHUH, IEPETOBOPOB.
TeXHUKHU Ha pabouem | [loaroroBka makera TOKyMEHTOB JAJIs
MecTe. YYaCTHUKOB COBEIIAHUH, Mpe3eHTaIi.
AHanu3 0cOOCHHOCTEH MPOBECHUST U
JlokymeHTUpOBaHNE COCTAaBJICHHE MPOTOKOJIA COBELIAHUSI.
COBEILIAHHI, Odopmierune mpoToKoIa 3aceTaHus.
TIePErOBOPOB Oco6eHHOCTH TTEPEroBOPOB C
WHOCTPAHHBIMH TOCTSIMHU.
Tema 3. DTHueckue [IpumeHeHnne Ha N3ydeHne OCHOBHBIX 3CTETUYECKHX HOPM B | 6

HOPMBI CEKpeTapst

IIPaKTUKC
YCTAHOBJICHHBIX

CCKPETAPpCKOM JCJIC.
HpI/IMCHCHI/IC Ha NPAKTUKE STUYCCKUX




MIPAaBUJI U CPE/ICTB
001IEeHus.

OTtpaboTKa HaBBIKOB
TeneOHHOTO
o0cTy>)KUBaHUS

MpaBWI: OUITUAITBHO-/IEJIOBON CTHIIb,
KYyJIbTypa pe4H, J1EJI0BOU dTUKET.
CobmoieHue ciry>ke0HoM CyOopIuHAIIH.
N3yuenne ocoOeHHOCTEN BeieHNE
TeneOHHOTO 00CTyKUBAHMUS.
ocylIecTBIeHUE TeIehOHHOTO
00CcITy>)KMBaHUS.

OcymiecTBieHne npueMa u rnepenauu ¢pakca,
Tes1e(hOHOTPAMMBI.

Tema 4.
PernamenTanus
JOJIPKHOCTHBIX
00sA3aHHOCTEHN
cekperaps

O3HakoMIIEHHE C
MPaBOBOIl OCHOBOM
CEKpeTapCcKon
JeSITeNIbHOCTH

N3yuenue nenonpon3BoACTBEHHBIX
GbyHKIMIA cexpeTaps.

Cucremaru3zanusi KOPpECHOHIACHIIMN Ha
pabouem mecTe cekpeTapsi.

Oco0eHHOCTH JOCTYMAa K JOKYyMEHTaM
CeKpeTrapuaTa.

[ToaroToBKa KOPPECIOHACHITNN K JOKIIATY
PYKOBOJUTEIIS.

B3aumocBsI3b opsiika o ImucaHus,
BU3UPOBAHMUSI, COTJIACOBAHUS JIOKYMEHTOB B
OpraHu3alK U 00S3aHHOCTEH CeKpeTapsl.
KOHTPOJIb KQUeCTBA BBITYCKAEMbIX
JIOKYMCHTOB.

Tema 5. Texaunueckue

(GyHKIIMM cekpeTapst

O3HaKOMIJICHHE C
HHCTPYKLUSAMHU 110
OXpaHe TpyJa Ha
paboyem mecte U
JIOJDKHOCTHBIMH
WHCTPYKIUSIMHU

O6paboTka

JIOKYMEHTOB
cpeacTBaMu
OPITCXHUKU

Coburo1eHue HOpM OXpaHbl TpyAa Mpu
opraHu3anyu paboThl ¢ JOKYMEHTaMH.
IIpoBepka nCpaBHOCTH CPE/ICTB CBS3N,
CUTHAJIN3ALUHU, OPTTEXHHUKH.

Nzyuenne GpyHKIMI cekpeTapst 1o
o0ecreyeHnto 6e30MacHOCTH HH(pOpMaIUU
npu paboTe ¢ JOKYMEHTaMH B IPHEMHOM.
OcymiecTBiIeHNe JOKYMEHTHPOBAHHUS, yIeTa
Y IBIDKCHHS IOKYMEHTOB, UX XpaHEHHE.
OCYIIECTBIICHHUE MIE€YATH, THPAKUPOBAHHUS,
3aBEepPEHUS JOKYMEHTOB.

OCYILECTBIICHHE ITpUEMa U Nepeaun
(akcoB, NOJYyYEHUS U OTHPABKU
KOPPECIIOHICHIIHH.

Tema 6. JlenoBast
nepenucka

CocraBneHune Bcex
BUJIOB
yIpaBIeHYECKOMN
JOKYMEHTAIUU C
HCIIOIb30BAHUEM
KOMIIBIOTEPHOM
TEXHUKHU

Cocranenue u odopmiieHHE OITaHKOB
BXOJISIIIIEH TOKyMEHTAIINH.
Cocranenue u odopmiieHHE OITaHKOB
WCXOMSIIEH TOKYMEHTAITUH.
Cocranenue u odopmiieHHE OITaHKOB
BHYTpPEHHEH JIOKyMEHTAIIHH.

IIpuem u o6paboTka nenoBoi




Pazpabotka u
odopmiieHHE 1eTOBOU
MEPEUCKU

KOPPECIOH/ICHIIHH.
[ToaroToBka JOKYMEHTOB K OTIPaBKe.
PGFI/ICTpaL[I/ISI " KOHTPOJIb UCITOJIHCHH A
JIOKYMEHTOB.

JuddepennmpoBanHbIii 3a4eT 2
Hroro mo IIM.01 36
I1M.02
Opranuzanust
ApPXUBHOM U
CIIPAaBOYHO-
HH(OPMATUOHHOMI
padoThI IO
JAOKYMeHTaM
OpraHu3anuu
MJK 02.03.
MeTtoauka u
NMPaKTHKAAPXHBOBE]
eHust
Tema 3.1. Dkcneptuza | Pabota mo Opranu3zanus paboTsl IO TPOBEICHUIO 6
LEHHOCTHU KOMIUIEKTOBAHMIO U 9KCHEPTHU3bI IEHHOCTH
JIOKYMEHTOB U JKCIIEpPTU3E JIOKYMEHTOB.
KOMILIEKTOBaHUE JIOKYMEHTOB. OT60p Ha TOCYIaPCTBEHHOE XpaHEHUE
roCyJapCTBEHHBIX JIOKYMEHTOB CIIOBTOPSIOIIEHCS
apXUBOB uHbopMarueil.
AHanu3 cnenu(uKy TpoBEACHUS
9KCHEPTU3bI IEHHOCTH JOKYMEHTOB
JUYHOTO MPOUCXOXKICHUSI.
DTansl MPOBEICHUS IKCIIEPTU3BI IIEHHOCTH
JOKyMeHTOB. Opranusarus
paboTHI IO SKCIIEPTH3E.
OdopmiieHne pe3yabTaTOB IKCIIEPTU3HI
LIEHHOCTH
JTIOKYMEHTOB.
Cucrema SKCIEpTHBIX OPTaHOB, UX 33a4H,
(GyHKIMHU, OpraHu3anus padoThl.
Tema 3.2. Onucanne | OdopmieHue [IpoBepka mpaBUIILHOCTH (POPMHUPOBAHUS 6

ApXUBHBIX
JIOKYMEHTOB

JIOKYMEHTOB JJIsI
CIlayu B apXUB

JCII. CucremaTu3anus JAOKYMCHTOB B JI€JIax.

[IpommBka nen, Hymeparus J1CTOB,
COCTAaBJICHHUEC 3aBCPUTCIILHBIX H&)IHPICC?I n
BHYTpPEHHUX omuceil B nenax. OpopmieHue
00JI0kKEK el

Cocrasnenue u opopmiieHre onucei aer.
[lepenaua nen B apXuB yUpeKICHUS.
CocraBiieHue aKkTa O BbIACICHUN
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AOKYMCHTOB K YHUUYTOXCHUIO

CocraBieHue 1
YCOBEPIICHCTBOBAHUE
APXUBHBIX OIHCEH.

Onucanue nen. XapakTepucTHKa JJIEMEHTOB
uH(bOpMaIUU TIPY ONUCAHUN

nein. CocTaBiieHHE 3ar0JI0BKOB e,
00001IarOITME ¥ THIIOBBIC 3ar0JIOBKH.
CocraBieHre aHHOTAIUH.

OdopmieHne 00I0KKH J1ena.

CocraBieHnue XxapakTepucTuku (oHIa B
o030pe, MyTeBOUTEIIE.

CocraBiieHHE UCTOPUIECKON CIIPABKU K
¢donay. CocraBiieHHE yKa3aTeNIe K OMMKCH.

Hroro mo MJIK 02.03

18

MJIK 02.04.
Oobecneuenue
COXPAHHOCTH
JTOKYMEHTOB

Tema 1. Ocobennoctu
XpaHEHUs
JIOKYMEHTOB Ha
HETPaTUIIMOHHBIX
HOCHUTEIIAX

CocraBnenue Apyrux
BUJIOB
MH()OPMAIIMOHHBIX
CIIPaBOYHUKOB

3HaKOMCTBO C HOMEHKJIATYpOil el
OpraHM3allK U CXeMaMHU KJlacCU(pUKaLUU
JIOKYMEHTOB.

N3yuenue knaccupukannoHHbIX
CIPABOYHHKOB (IIepeuHell JOKYMEHTOB,
HOMEHKJIATyphl JIe]1 U Ap.) U CXEM
KJIacCU(UKALUU JOKYMEHTOB.
OmnpeneneHne THIIOB KIACCH(PUKATOPOB.
AHanus 1 onpeJieNeHne KayecTBa
oopMIIeHHsI HOMEHKJIATypHI Jedl.
W3yudenue u aHanu3 nopsiika opopmieHus
IS

I'pynnupoBka
HCIIOJTHEHHBIX
JOKYMEHTOB B JI€JIax

W3ydeHnne ocoOeHHOCTEN TPYNTUPOBKU
Jell.

PaboTa no rpynmnupoBKe UCTIOTHEHHBIX
JIOKYMEHTOB B JIeJia B COOTBETCTBUU C
HOMEHKJIaTypOu JIedl.

Opranu3zanys u oT00p JOKYMEHTOB Ha
MOCTOSIHHOE U JOJITOBPEMEHHOE XPAHEHUII.
Brigenenue nen ¢ UCTEKIIUM CPOKOM
XpaHEeHHUs.

OCTaBJICHUE aKTa O BBIJICTICHUHU
JOKYMCEHTOB, HE ITOJJICKAINX XPAaHCHUIO, K
YHUYTOKEHHUIO.

Tema 2. IIpoBepka
HaJIM4YUS U COCTOSHUSA
aen

JlokyMeHTUpOBaHue
(akTa BbIIaYN
apXUBHBIX Jel,
OITHCEM Jell.

CocraBicHHE aKTOB IMPOBCPKH HAJIMYIUA U
COCTOsIHUA ACJT, O HCUCIIPABHBIX
TNOBPCIKACHUAX apXUBHBIX TOKYMCHTOB.
CocraBicHHE aKTOB IMPOBECPKH HAJIMYIUA U
COCTOsIHUA OCJT, O HCUCIIPABUMBIX
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MOBPEKICHHUSIX aPXUBHBIX JOKYMEHTOB, O
HEe 00HAPYKEHUH JJOKYMEHTOB TI0
pe3yabTaTaM MpOBEPKHU.

Pabota c kapToii-3amecTuTenemMm
BbI/IaBA€MbIX €IMHUI] XPAHEHUS U OnUcen
Jelt.

Odopmnenne TpeOOBaHUS U YUeTa BbIIAYU
JIOKYMEHTOB B TOJIH30BAaHUE COTPYIHUKAMHU
apxuBa.

Cosznanue ctpaxoBoro GpoHaa 0codo
IEHHBIX ¥ YHUKAJIHHBIX JIOKYMEHTOB.
3anonHeHue KHUTH y4eTa JOKYMEHTOB,
BBIJIaHHBIX U3 apXUBa

Hroro no MJIK 02.04 16
JudbdepennrpoBaHHbIi 3a4eT 2
Hroro mo 1IM.02 36

IIM.03 BbinoJiHenune

padoT Mo 10LKHOCTH

cJIyKauero

Jesonpoun3Boaureib

M/JK.03.02.

Komnbrorepnas

o0padoTKa

JTOKYMEHTOB
CocraBreHre nepeyHs BBIYUCIUTEIbHON 6
TEXHHUKH, CIICITUATTH3UPOBAHHOTO
IPOrPaMMHOTO OOecTIieueHus st
ABTOMATHU3AINH JIETONPOU3BOJCTBEHHBIX
onepauuu.
N3ydenne obnactv mpuMeHEHUS
OpPTITEXHUKU, OCHOBHBIX BHJIOB

N3ydenne creneHn MIPOTrPAMMHOTO OOECTICUCHUSI.
Tema.l O0OpaboTka aBTOMATHU3AlUU Knaccudukanus coBpeMeHHoM opucHOM
JIOKyMEHTAITU! JICJIONIPOU3BOJICTBCHH | TEXHUKH.
BIX MPOIIECCOB Opranuzanus pabouero Mecra ¢ yueTom

pacmonoxeHus: OQUCHON TEXHHUKH.
CocraBrieHre UHCTPYKIUH IO TEXHUKH
0€30MacHOCTH MPH padboTe C
00opynOBaHUEM.
BrIsiBIICHHE CTETIEHU OCHAIIICHHOCTH
pabovrX MECT BBIYUCIUTEIHBHON 1
OpraHU3allMOHHON TEXHUKOM.

Tewma 2. Peructpamust | OcBoeHHE OCHOBHBIX | 3HAaKOMCTBO C OCHOBHBIMH BHJaMU 0a3 6

KOPPECTIOHICHIIUU

MPUHLUIIOB PabOTHI B

JaHHBIX, BUJAMH PECTrUCTPALMOHHBIX (I)OpM
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1C:
JlokyMeHTO000pOT

cetu UurepHer,
HCIIOJIb30BaHKE
ABTOMATHU3HPOBAHHBIX
0a3 JaHHBIX.

OmnpeneneHne cocTaBa peKBU3UTOB,
BHOCHMBIX B aBTOMATUYECKOM H
MOJTyaBTOMAaTHYECKOM PEXUMax Mpu
HAJIUYUU B YUPEKICHUU
aBTOMATHU3UPOBAHHON (DOPMBI perucTparim.
3anonHeHne PerucTPaluoOHHbIX OpM.
3arpy3ka BXOJAIIECH U BHYyTPEHHEH
KOPPECIOHIEHIIMYU U3 3JIEKTPOHHOTO
MOYTOBOTO SIIUKA.

OcBoeHNe OCHOBHBIX NPUHIIUIIOB pabOTHI B
ceru MuTepHer ¢ nomouipro Microsoft
Internet Explorer.

[Touck nundopmanuu B ceTH UHTEPHET.

Opranuzanus padoTsl
0 Tnepeaye
JIOKYMEHTOB 10
JIOKaJIbHOM CETH

Opranusanus paboTsl JOKaIbHOH CETH B
OpraHu3aIMH.

Coznanue paboueil rpynisl B JOKaJIbHOMN
CeTH.

[lepenaya TOKyMEHTOB TIO JIOKATBHOM CETH.
Hacrpoiika ceTeBoro npuHTepa U rneyarb
JIOKYMEHTOB.

Hactpolika u 1crosib30BaHHE CEPBUCOB B
MOOMIIBHBIX Telle(poHax.

[IpumeHeHre MOOMIIBHBIX TeIe(POHOB Kak
CIOCO0 MPUHSATHS U OTIPABKHU dIIEKTPOHHON
HOYTEHI.

Tema 3. O6paboTtka
JIOKYMEHTOB CO
ckanepa B 1C:
[Mpeanpustue 8.2/8.3

Opranuzanus
3arpy3KH JIOKYMEHTOB
C BaIllero CKaHepa

CxaHMpOBaHUE U PacIO3HABAHHUE TEKCTA B
nporpamme ABBYY FineReader.
W3y4yeHne npuHIMIIA JEHCTBUS CKaHepa.
PaccMoTpenne 0OCHOBHBIX XapaKTEPUCTUK
CKaHepa

CkaHMpoBaHHUE U paclio3HaBaHUE TEKCTa
Omnpenenenue U Ha3HaYEHUE CPENICTB
orepaTUBHON noyurpaduu.

Hacrpoiika npuHTEpa U BBIBOJ PA3ITMYHBIX
JIOKYMEHTOB Ha 1€4aTh.

Tema 4. DnekTpoHHas
moyura

Opranmsanus padoThl
3JIEKTPOHHOU MOYTHI

Cozanue 31eKTPOHHOM MTOUTHI YUPEXKICHUS
C IOMOIIBIO ceTH MHTepHeT.

[IpueM BXoASIIMX JOKYMEHTOB I10
3JIEKTPOHHOM ITOYTE.

OTnpaBka TOKYMEHTOB M0 3JIEKTPOHHOU
ro4re

CucremaTtuszanus JOKyMEHTOB

3JIEKTPOHHOMU ITOYTBHI.
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N3yuenne 3neKTpoHHO-TpaduIecKoro
KOIIMPOBAHUS JOKYMEHTOB.
OcCoOEeHHOCTH OTIPABKH JOKYMEHTOB C
TaOJIMIIAMHU, CXeMa Pa3JInYHbIX (OpMATOB

[Touck moKyMeHTOB U (HaiiJIOB TI0 4
uH(OpMallnK, cofepKallruecs B KapTouke,
U 110 COZIEP>)KUMOMY BEPCUI IOKYMEHTALIUH.
[IpuMeHeHne aBTOMAaTU3UPOBAHHBIX
PETUCTPAIMOHHBIX (HOPM TIPH
[Touck TOKyMEHTOB U | UKCUPOBAHUH OTMETKH O KOHTPOJIE
¢aiinos ¢ UCIIOJTHEHUS IOKYMEHTOB.
Tema 5. [louck HCMOJIb30BAHUEM Cocranenue u 0hopMIICHHE
JIOKYMEHTOB aBTOMATHU3UPOBAHHBIX | HOMEHKJIATYPHI Jel B 6a3e NaHHBIX.
CUCTEM Benenue xxypHaia y4era ¢ ykazaHUEM
JIOKYMEHT0000pOoTa IPUMEPHBIX CPOKOB XPaHEHHS
OpraHU3aIMOHHBIX JTOKYMEHTOB.
CocraBnenune 06J0K-cXeM pu padoTe ¢
JIOKYMEHTaMH.
Opranu3zanus OM3HeC-NPOIECCOB IPU
KOJUIEKTUBHOM paboTe ¢ TOKyMEHTaMH.
Hroro mo MJIK 03.02 34
JudbdepeHnrpoBaHHbIi 3a4eT 2
Hroro mo IIM.03 36
Hroro 108
ITo npeaaMNIIOMHOI MPAKTUKE
HaumenoBanue
O0bem
npodeccuoHaIBLHOr0 Buab1 paéoTsl Conep:xanue padoTbl 4ACOB
MOYJIsl, TEM
IIM.010pranusauus
AOKYMEHTAIHOHHOT0
ob0ecrieuyeHust
ylpaBJieHUs U
(GYyHKIMOHMPOBAHUA
OpraHu3anuu
MJIK 01.01
JloKkyMeHTallMOHHOoe
odecrneueHue
ylnpaBJieHusl
Tema 3.1. HopmarusHbie I'ocynapcrBenHnas cucrema 6
YHuudunmpoBanHas JIOKYMEHTHI B JTOKYMEHTAI[MOHHOTO O0eCTIeueHust
cucrtema JeSITeIbHOCTH ynpasieHus. [lonoxenue o ciyxoe
OpraHU3aIMOHHO- cyx0s1 J1IOY. JOKYMEHTAIMOHHOTO O0eCTIeYeHUS
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pacnopsIuTeTbHON YUpexACHUs, JOTKHOCTHBIE MHCTPYKIUU €€
JIOKyMEHTAIuU pabOTHUKOB, HHCTPYKIIHH 110

(OPL). JIEJIONIPOU3BO/ICTBY, HOMEHKJIATYPHI JE.
Tema 4.2. CoctaB 1 Opranmsanus ciayk0sl | Mecto cinyx0s1 JIOY B cTpykType

ydet o0bema JOYVY. YUPEKICHUS, €€ JOJDKHOCTHOM 1
JIOKyMEHTO000pOoTA. YHCIIEHHBIN cocTaBa, QYHKLIUU U

JIOJDKHOCTHBIC 00513aHHOCTH COTPYAHHUKOB.
CocrasiieHue rpadu4ecKoi CXeMbl
CTPYKTYPHI CITY>KObI JIOKYMEHTAIIMOHHOTO
obecrieyeHus.

JIoKyMeHTOOOOpOT B | AHaIM3 JIBMIKEHHUS BXOSIIETO, HCXOISIIETO
OpraHu3aIyH. Y BHYTPEHHETO JIOKYMEHTOITOTOKOB,
ompeieJICHUE TyTEeH MOTyYSHUS U OTIIPABKU
JIOKYMEHTOB, TMOPSIKA IepeIavn
JIOKYMEHTOB BHYTPHU YUPEKICHUSI.
Briscuenue nopsika yueTta 10KyMEHTOB,
MOJICUET MPOLICHTA KOPPECTIOHICHIIHNH,
MIOJTyYEHHOM 0 (haKCy U ICKTPOHHOU
noure. Onpezenenne oobema
JIOKYMEHTO000pOTa 32 MPEeIIIeCTBYIOIIUI
mecs1. Oukcanus MoJyueHHbIX JaHHbBIX B
JTHEBHHMKE TTPAKTUKH.

Otansl paboThI C N3ydenue nopsaka nepBU4HON 00pabOTKU
JIOKYMEHTaMH. NOCTYNUBILIENH KOPPECTIOHICHIIUH, TPaBUII
npremMa, COpTHPOBKH U OTIIPABKH
JIOKYMEHTOB. BrinosiHeHne paboTel 1o
00paboTke BXOMIEH U ucXoasIen

KOPPECIIOHICHIIUH.

Perucrpanus OmnpeneneHue cUCTEMBbl PErHCTPALUU
JIOKYMEHTOB B JOKYMEHTOB B YUPEKICHUN
OpTaHu3aIH. (meHTpaIM30BaHHAS HITH

ACHCHTPAJIN30BaHHAsA, KAKUC JOKYMCHTEI B
KaKUX CTPYKTYPHBIX TTOAPA3AEICHUAX
PETHCTPUPYIOTCS, OAPA3CIISIOTCS JIN
JTOKYMEHTHI Ha pETUCTPUPYEMBIEC U
HEepEeTUCTPUPYEMBIE, B KAKOM JOKYMEHTE
9TO 3aKperieHo). 3yuenue popm
pETHCTPAINH U MOPS/IKA MX 3aIIOJTHEHUSI.
Onpenenenne coctaBa pEKBU3UTOB,
BHOCHUMBIX B aBTOMAaTHYE€CKOM U
MOJYaBTOMATHYECKOM PEKUMAX MPH
HaJIMYWU B YUPCIKICHHUN
AaBTOMATU3UPOBAHHON (POPMBI pErUCTpaLIUy.

Tema 4.3. Konrponp | Opranuzanus N3yueHne opranusanuu U TEXHOJIOTUU
VCIIOJTHEHUS KOHTPOJIS KOHTPOJISI UCTIOJIHEHUS JOKYMEHTOB.
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JIOKYMEHTOB. WCTIOJTHEHUS BrlsicHeHMe HATU4HS OTBETCTBEHHOTO 32
JIOKYMEHTOB. 3TOT y4acCTOK pabOThI, JOKY-MEHTOB,
PETTIAMEHTHPYIOIIHUX 3TOT BHU]I
JeSITeNIbHOCTH.
Jlenonpon3BOICTBEHH | AHAJIN3 NEPEUYHEN TOKYMEHTOB,
bl OIepaluu B MOJIJIEKAITNX KOHTPOJIIO, OIpEeIeIeHNe
IIpoLIECCe KOHTPOJIS KOJIMYECTBA JJOKYMEHTOB, HAXOJSIIUXCS HA
HCTIOJTHEHUS KOHTpOJIE, YCTAHOBJICHHE CPOKOB
JIOKYMEHTOB. ucnonHenusi. Gukcanus pe3yabTaToB
HaO0JII0/ICHUH B JITHCBHHUKE MPAKTUKH.
Tema 3.3. Pazpabotka u [Tonoxxenue (ycTaB) Kak yapeaIuTETbHBIN
OpranuzairoHHO- odopmiieHue NoKyMeHT. [1o10XeHus 0 CTPYKTYpPHBIX
IIPaBOBbIE OpraHU3aIOHHBIX nonpaszaenenusix. llltatnoe pacnucanue.
JIOKYMEHTBI: YCTaB, JIOKYMEHTOB AHanu3 OCHOBHBIX BUOB OPraHU3aI[MOHHO-

IMOJIOKCHUA, ITpaBHJIa

ITPAaBOBBIX TOKYMCHTOB

BHYTPEHHETO CocraBienue u opopmiieHHE OJIaHKOB

TPYZOBOTO OpTraHU3aIMOHHO-TIPABOBON JOKYMEHTAIIHH:

pacropsiika. [Monoxenus o ciyxx6e JJOY, ITonoxenue 06
OpraHM3anuy padoThl CEKpeTapuara,
JOJDKHOCTHOW MHCTPYKIIUU
JeTIONPOU3BOANTENST/CEKPETaPS.

Tema 3.4. Pazpabotka u CucTteMbl TOKYMEHTALMHU, UCIIOJIb3YEMBIX B

Pacnopsinurensabie oopmnenne yupexaeHnd. OCHOBHBIE BUBI JIOKYMEHTOB,

JOKYMEHTBI pacropsIuTeIbHBIX KOTOPBIMH O(OPMIISIOTCS pa3InyHbIe

JIOKYMEHTOB ¢bynkuun yapexaenust Pabora ¢

Pa3IUYHBIMU BUAMHU PACTIOPSIIUTEIbHBIX
JIOKYMEHTOB.

CocraBienue u opopmiieHre 00pas31oB
pacTopsIANTEIbHBIX TOKYMEHTOB: PELIECHUS,
yKa3aHHus, IpUKa3a 110 OCHOBHOMN
NeSITEIbHOCTH.

[TogroroBka npoekra nmpukasa
(pacmiopsikeHus1) O BHEIPEHUHU B
opranusaiuu ['OCT P 6.30-2003 na
HOJrOTOBJICHHOM 3apaHee OJaHKe, ¢
yKa3zaHHEeM HeOOXOJUMBIX MEPOIIPUATHI.

Tema 3.5. CripaBouHoO-
UH(POPMAaIMOHHbIE
JTIOKYMEHTBI

Pazpabotka u
oopmienue
CIpaBOYHO-
MH(OPMALIMOHHBIX
JOKYMEHTOB

W3yuenne co3nanHbIX 0a3 JaHHBIX.
3arosHeHNE PErUCTPAlMOHHBIX (HOpM,
perucrpanus T0KyMeHTOB. 3yuenue
CUCTEeMbI HH(POPMAIIMOHHO-CIIPABOYHOMN
paboTHI, OTIpeIeICHNE TOTO, Ha KaKUX
HOCHTENSX CO3[]aH CIPaBOYHO-
MH(POPMAIMOHHBIN (POH/I, KTO UMEET IPaBO
MOJIb30BaThCsl HHPOPMALMOHHO-TIOMCKOBOM
cucreMoit. dukcanus pe3yiabTaToB
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HaO0JIIO/ICHUH B THEBHHUKE MPAKTUKH.
N3ydeHne peKBU3UTOB, BXOISIINX B COCTAB
CU/. Odopmienre 0Opa3IoB CIIPaBOYHO-
UH(POPMALIMOHHOM JJOKYMECHTAIUH.
Cocranenue u oopMIICHHUST 00pa3IoB
CIPaBKH, TeJICPOHOTPAMMBI, JTOKJIaTHON
(cityxeOHOM) 3aMMCKHU, aKTa U Jp.

Tema 3.6. Pazpabotka u AmnHanu3 cooTBeTCTBUS 0(OPMIICHUS 6
CnyxeOHble mHUCbMa. | O(hOpMIICHHUE JIEIIOBON | JOKYMEHTOB OpraHU3alud HOPMATUBHBIM
MIEepPENUCKU METOJINYECKUM JIOKYMEHTAM.
Odopmnenue [IpaBunbHOCTH OhOpMIIEHUS TOKYMEHTOB.
JTIOKYMEHTOB. Oukcanus pe3yiabTaToB HaOIOIEHUH B
THeBHUKE MpakTHKU. CocTaBieHHEe U
odopmIiIeHHEe JOKYMEHTOB 10 YKa3aHUIO
PYKOBOJCTBA.
Hroro 66
M/IK 01.03
Opranusanus
CeKpeTapcKoro
00CTy:KNBAHUS
Tewma 3.4. 3HaKOMCTBO C CocraBnenue rpadudeckoil CTpyKTYpHOI 6
Opranuzanus paboTel | OpraHU3alMOHHOM cxeMbl yupexaenus. [lonunnenue,
B IIPUEMHOMI CTPYKTYpOU IIOJI0TYETHOCTh, B3aUMOJCUCTBUE
YUPEXKICHUS. CTPYKTYPHBIX IOJIpa3e/ICHUN:
HaIpaBJICHUS © OPTaHNU3aIUOHHBIE (POPMBI.
CosepuieHcTBoBanue | OpraHusanus npuema noceTuTeNen. 6
HAaBBIKOB JIETIOBOTO [Ipuem 1o JIMYHBIM BOIIPOCAM.
o01eHus OO1w1eHre ¢ MpeCTaBUTEISIMA CTOPOHHHUX
OpraHu3alyil C IPUMEHEHHEM HABBIKOB
JIEJIOBOTO OOILEHUS.
Tema 3.10. Ob6paboTka Opranu3zanys pabo4nux MECT COTPYIHUKOB 6
TexHuueckue JIOKYMEHTOB ciyx0b1 JIOY. U3yuenue crenenu
(byHKLIUU cekpeTaps cpelncTBaMu aBTOMATHU3AlMH JEJIONPOU3BOICTBEHHBIX
OpPI'TEXHUKU MPOLIECCOB: HAJIMYUS BBIYMCIUTEIBHON
TEXHUKH, JTOKAJTbHOU CEeTH,
CIEMATN3UPOBAHHOIO IPOIPAMMHOTO
oOecniedyeHus JUig aBTOMaTH3aul
JIETTONTPON3BOJICTBEHHBIX ONEPAIU,
BBISIBJICHHE CTENIEHN OCHAIIEHHOCTH
pabovrX MECT BBIYUCIUTEIHHON U
OpPraHU3alMOHHON TEXHUKOM.
Hroro 18
Hroro no I1IM.01 84

11M.02
Opranusanus
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apXMBHOM U

CIIPaBOYHO-
UHGpOpMaLHOHHOM
padoThI IO
AOKYMEHTaM
OpraHM3anuu
M/IK 02.02.
I'ocynapcrBenHslie,
MYHUIIHNIAJbHBIE
apxXuBbI U
apXuBbI
OpraHu3anui
Tema 2.3. HayuHo- Cocrapienue Opranm3anys oToopa JOKYMEHTOB Ha 6
uH(pOpMalOHHAs MH(OPMALIMOHHBIX IIOCTOSIHHOE U JJOJITOBPEMEHHOE XPaHEHHUE.
JIEATENBHOCTD JIOKYMEHTOB U OT060p A€ MOCTOSTHHOTO U
roCy/1apCTBEHHBIX uHpOpMaIHs JOJITOBPEMEHHOI'O XPaHEHUS, BbIJICJIICHNE
apXHUBOB. YUpEXKIECHUHN U JIeJ1 ¢ UCTEKIIUMHU CPOKAMU XPAHEHUS.
Opranuzanus rpaxnaas o coctaBe 1 | CocraBiieHuE aKTa O BbIIEICHUU
HCIIOJIb30BaHUS coJiepKaHUU JIOKYMEHTOB, HE MOJIKAIINUX PAHEHHIO, K
JIOKYMEHTOB JIOKYMEHTOB apXuBa YHUUTOXEHUIO.
ApxuBHoro ¢oHaa dopmMupoBaHUE €IUHOTO APXUBHO- 6
PO MH(POPMALIMOHHOTO MTPOCTPAHCTBA.
CocrosiHre HOPMATUBHO-TIPABOBOM 0a3bl,
peraaMeHTHPYIOIIEeH BOIIPOCH JOCTyMa K
apXUBHBIM JIOKYMEHTaM.
[IpaBa u 00s13aHHOCTH apXUBa U
nosib3oBaresneil. Dopmel
JIOCTYIIa K ApXUBHBIM JOKYMEHTAM U
apXUBHOU TOKYMEHTHOMN
UHpOpMaLIUH.
PaccexpeunBanue apXUBHBIX JOKYMEHTOB.
Bunbl nHQOpMaIIMOHHBIX JOKYMEHTOB U
METOJIMKA UX COCTaBJICHHUS.
Hroro 12
M/IK 02.03.
MeTtoanka u
NpaKTHUKA
apXuBOBe/IeHUs
Tewma 3.1. Okcneptusa | Pabora mo N3yuenune monoxeHus 06 SKCIEpPTHON 6

LIEHHOCTHU
JIOKYMEHTOB U
KOMIUIEKTOBAHHE
rOCy1apCTBEHHBIX
apX1BOB

KOMIIJICKTOBAHHIO U
OKCIICPTHU3C
JAOKYMCHTOB.

KomuccHuM yupexaeHus. [lomucTapri
IIPOCMOTP A€, OIPEEICHUE CPOKOB
XpaHEHHUs JOKYMEHTOB I10 JEHCTBYIOLIUM
TUIOBBIM U BEIOMCTBEHHBIM IIEPEUHAM
nokymMeHToB. Opranuzaius paboThl Mo
MPOBEJICHUIO SKCIIEPTU3BI LIECHHOCTH
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JIOKYMEHTOB.
OT100p Ha rocyJapCTBEHHOE XpaHEHHE
JIOKYMEHTOB COIIOBTOPSIOIIECHCS
uHdopmaIuen.

Ananu3z cnenuuky IpoBeIeHUs
9KCHEPTU3bl HIEHHOCTU JOKYMEHTOB
JUYHOTO IIPOUCXOMKICHHUSL.

DTansl NPOBEACHHS SKCIIEPTU3bI IEHHOCTH
JNOKyMeHTOB. Opranusanus

pabotsl o skcnepruse. OpopmieHue
Pe3yIbTATOB SKCIEPTU3HI LIEHHOCTH
JNOKyMeHTOB. CHcTemMa 3KCIepTHBIX
OpraHoB, UX 3aJauu, QyHKIUH,
opraHu3zanus paboTbl.

Tema 3.2. Ontucanue
ApPXHUBHBIX
JIOKYMEHTOB

Odopmnenue
JOKYMEHTOB JIJIs
C/Iay¥l B apXUB.

[IpoBepka npaBUIBLHOCTH (POPMUPOBAHMS
JIeJl, CHCTeMAaTH3aIusl JOKYMEHTOB B JIeNax,
HOJIIIMBKA JIeJ, HyMepaIus JHCTOB,
COCTaBIJICHHE 3aBEPUTEIBHBIX HAMUCEH U
BHYTPEHHUX ONMCEN B Jes1ax, opopMIIeHHE
00JI0%KeK JelT; cocTaBleHue (YTOUHEHHE)
CXEMBbI cucTeMaTH3aluuu aei Goxaa;
cucTeMaTHu3anus Jejl B COOTBETCTBUU CO
CXEMOIi; cocTaBlieHUE U opopMIIeHHE
onucen aen. Ilepenaya nen B apxus
yupexaenusi. CocTaBlieHHE aKTa O
BBIJICIIEHUH JOKYMEHTOB K YHUUTOKEHUIO.
3anuck cBeZieHU 00 0ObeMe poeTaHHOM
paboThl B JHEBHUKE.

Cocrasnenne u
YCOBEPILIEHCTBOBAHUE
apXHUBHBIX OIHUCEH.

Onucanue nen. XapakTepucTHKa JIEMEHTOB
uH(bOpMaIlMU TPY OTMIMCAHUN

nen. CocraBieHUE 3aroj0BKOB JC,
00001I1ar0I1Ie ¥ TUIIOBLIE 3arOJIOBKH.
CocraBiicHHE aHHOTAIHH.

Odopmiierne 00I0XKKH Jiea.

CocraByieHHE XapaKTepUCTHKHU (OH/IA B
o030pe, MyTeBOJUTETE.

CocTtaBiieHre UCTOPUYECKON CIIPABKU K
¢donnay. CocraBneHue yKka3aremnei K OMucH.

Tema 4.5.
OcobenHocTt
XpaHEHUs
JIOKYMEHTOB Ha
HETPaTUIIMOHHBIX
HOCHUTEIAX

CocraBnenne qpyrux
BHUJIOB
MH(POPMAaIMOHHBIX
CIIPAaBOYHHUKOB

Homenknatypa opraHu3aIiui ¥ CXeMbI
KJIacCU(UKAINA JOKYMEHTOB. M3ydcHue
KJIacCCU(UKAIIMOHHBIX CIIPABOYHUKOB
(mepevHeil TOKyMEHTOB, HOMEHKIIATYPHI AeI
U Ip.) U CXeMbI KJIaCCH(PUKAIIUU
JIOKYMEHTOB, OIPEJIeIICHIE TUIIOB
KJaccu(hUKaTopoB. AHAIIN3 U ONpEIeTICHIE
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KayecTBa o(hopMIIeHUsS HOMEHKJIATYPHI Jell.
W3yudenue u aHamu3 nopsiaka opopMiIeHHs

Jell.
['pynnuposka CamocTosTenbHas paboTa Mo rpyninupoBKe 6
WCIIOJTHEHHBIX UCIIOJTHEHHBIX IOKYMEHTOB B JieJia B
JOKYMEHTOB B JIeNa. COOTBETCTBUU C HOMEHKJIATYPOH JIeIl.
dukcarus B JHCBHUKE MPAKTUKH
HEJI0CTATKOB HOMEHKJIATYPHI JIEJI, OIIUOOK B
(dbopmupoBaHUU ¥ 0HOPMIICHUH JIEIT.
Hroro 30
Hroro mo I1IM 02 42
IIM.03BbInoJiHeHHE
padoT Mo J0JKHOCTH
caysxkamero 21299
JexonpousBoaureib
MJK. 03.01
JlokymMeHTOBe1eHH e
Tema 6. Xpanenue OTt60p nmen Nzydenue 0COOCHHOCTEH nepegaun | 6
KaJIpOBOI MTOCTOSIHHOTO H JIOKYMEHTOB Ha apXUBHOE XPaHCHHE.
JOKYMEHTAlUU JIOJITOBPEMEHHOTO XpaHeHue MEPCOHAIIBHOM KaJpOBOM1
XpaHEHUs, BBIJICTICHUE | JOKYMEHTAIIHH.
JIeJT C UCTEKIITMMH TpeboBanusi, TPETBSIBIIEMBIE K JOCTYITY
CpPOKaMU XpaHEHHUSI. JOKYMEHTAIUH.
CocraBiieHue akTa o [IpaBuna XxpaHeHus: TPYAOBBIX KHIKEK.
BBIICTICHUU 3amuta MePCOHANBHBIX JAHHBIX
JIOKYMEHTOB, HE pabOTHHKOB.
MO/IIEKALIUX Cornacue Ha 00pabOTKy EPCOHATBHBIX
paHEHUIO, K JTAHHBIX.
YHUYTOXKCHHUIO.
IIpoBepka [ToammBka nen, Hymepalus JIMCTOB, 6
MIPaBUJIBHOCTH COCTaBJICHHUE 3aBEPUTEIHHBIX HAITUCEH U
(dbopMupoBaHUs JE, BHYTPEHHUX OMHCEH B Jenax, ohopMIIeHHE
CUCTEeMAaTH3aIIHS 00JI0%KeK JelT; cocTaBleHue (YTOUYHEHHE)
JOKYMEHTOB B JIeJlaX, | CXeMbI CHCTEMaTH3aIuH JIe] POH/Ia;
3anuck CBeNleHU 00 | cucTEMaTH3aIlus Jell B COOTBETCTBUU CO
o0BbeMe MpoJIeTaHHON | CXEMOI; cocTaBlieHue U 0(hopMIIeHHE
paboThl B THEBHUKE. onucen aen. Ilepenaya nen B apxus
yupexaenusi. CocTaBlieHHE aKkTa O
BBIICTICHUH JIOKYMEHTOB K YHHUTOKEHUIO.
Hroro 12
MJK. 03.02
Komnbrorepuas
o0padoTka
JTOKYMEHTOB
Tema 1.2. N3ydenne creneHn OO0paboTka pa3IMYHBIX TUIIOB JOKYMEHTOB, 4

O6paboTtka

aBTOMaTHU3alluu

Ha KXJBIN U3 KOTOPLIX 3aBOAUTCS YUCTHO-
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AOKYMCHTallUN

JIEJIONIPOU3BO/ICTBEHH
BIX MPOIIECCOB:
HaJIA4MsA
BBIYMCIUTEIHHON
TEXHUKH, TOKAIHHOM
certy,
CHeIUaTu3uPOBAHHOT
0 MPOrPaMMHOTO
obecrnieueHus s
aBTOMATH3AI[UH
JIEJIONPOU3BO/ICTBEHH
BIX OINepaluu,
BBLISIBJIEHHE CTEIIEHU
OCHAIIIEHHOCTHU
pabouux mMecT
BEIYHMCIIMTEILHON 1
OpPraHu3alMOHHOMN
TEXHUKOM.

pEerucTpaloHHas KapToUyKa, cojepxKanias
pexBu3uthl cornacHo I'OCT P 6.30-2003,
I'CAOY u Tpaauuuii 1e10MpoOU3BOICTBA,
MPUHSTHIX B POCCUUCKON MTPAKTUKE
N3yyenune obnactu mpUMEHEHUS
OpPITEXHUKH, OCHOBHBIX BHJIOB
IPOrpaMMHOT0 0OecTIeueHUsI.
Knaccudukanus coBpemeHHon oducHOU
TEXHUKU

TexHuka 6€30MaCHOCTH P padoTe C
OPIrTEXHUKON

Opranu3zanus pabo4ero Mecta ¢ y4eTom
pacrnosoxkeHust OPUCHON TEXHUKU.

Hrtoro o IIM 03

16

JuddepeHurpoBaHHbIN 3a4eT

Bcero

144
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4. VCJIOBUS PEAJIN3ALIMU ITPOM3BOJICTBEHHOM ITPAKTUKH
4.1. TpeGoBaHuUs K MaTepUATLHO-TEXHUYECKOMY 00ECIIEYEHUIO

[Iporpamma npou3BOACTBEHHOMN MpakTuku peanusyercs Ha 0aze ['BIIOY KK
YCIIK, Aanmunuctpanus MO VYctbe-Jlabunckuil paiioH, BoeHHbIN koMuccapuar
Ycrb-Jlabunckoro paitoHa, AJIMHUHUCTpalUU CelbCKUX moceneHuit MO VYcrb-
Jlabunckuii paiion, MbOY COILI MO VYctp-JIaOWHCK, pailOHHBIE U MHUPOBBIE

CYZbH.
4.2. NndopmanronHoe odbecriedyeHrne 00yueHms:

OCHOBHBIC HICTOYHUKH:

1. KysuwenoB H.M., JlokymeHTallmoHHOE  oOOeCl€YEeHUE  yIpaBJCHUS.
JIoKyMeHTOOOOpOT U JAENONPOU3BOACTBO: YueOHUK U mpakTukym st CITIO. — 3-e
u3ganue, nepep. u aon. M.: MU3garensctBo FOpaiit, 2018.

2. KopneeB U.K., JlokymMeHTaIlMOHHOE OOECIIEYCHUE YMPABJICHUS: YUEOHUK U
npaktukyM miua CIIO. 2-e uznanue, nepep. u nomn. M.: M3garensctBo FOpaidt,
2018.

3. Pympmuna JILA., JlokymMeHTalMOHHOE OOEcreYeHre yrpaBieHus. Y YeOHUK
st ctynentoB CIIO. — 12-e u3nanwme, crep.-M.: U3marenbekuii oM «AKageMus,
2014.

4. Tlmenko A.B. JlokyMeHTalluoHHOE oOOecneyeHue yrpaBlieHus. M.:
N3narensckuil neHTp «Axagemus», 2012

5. bacakop M.U. JlokyMeHTalmoHHOE oOecrieueHue ymnpasjiaeHus. Pocros
H/[lony: «®enukcy, 2009

JlonoJIHUTeIbHbIE HCTOYHUKH:

1. TOCT P 7.097-2016 «Cucrema craHgapToB 10 HH(POpPMAIIUH,
OuOMMOTEeUHOMY W H3AaTelbckoMy Jneny. OpraHu3alMoOHHO-pacHopsAaIuTeIbHasS
JTOKyMeHTarusi.  TpeboBanus K  OGOPMIICHMIO  JOKYMEHTOB». -  M.:
Cranpaptundopm, 2018.

2. @enepanbhblii 3akoH oT 6 ampens 2011 r. N 63-®3 "OO6 >nekTpoHHOI
noanucu" (Cobpanue 3akoHoarenscTBa Poccuiickoit @enepanuu. 2011, N 15, cr.
2036; 2012, N 29, ct. 3988; 2013, N 14, ct. 1668; 2013, N 27, ct. 3463; 2013, N
27, ct. 3477; 2014, N 11, ct. 1098; 2014, N 26, ct. 3390; 2016, N 1, ct. 65; 2016,
N 26, ct. 3889).

3. ®enepanbubiii 3akoH OT 2 Mast 2006 . N 59-D3 "O nopsiake paccMOTpEeHHS
oOpamennii rpaxknan B Poccuiickoit deneparun” (CoOpaHue 3aKOHOAATEIBCTBA
Poccuiickoit ®enepanum, 2006, N 10, ct. 2060; 2010, N 27, ct. 3410; 2010, N 31,
cT. 4196; 2013, N 19, ct. 2307; 2013, N 27, ct. 3474; 2014, N 48, cT. 6638; 2015,
N 45, ct. 62006).

4. Tlpuka3 MuHucCTepCcTBa CBSI3M U MACCOBBIX KOMMYHUKanui Poccuiickoit
Oenepanun u DexpepanbHoil  cmykObl  oxpanbsl  Poccuiickori  Denepanmn
ot 27 mast 2015 r. N 186/258 "OO0 yrBepxkaenun TpeOoBaHUl K OpraHU3aIl[MOHHO-
TEXHUUYECKOMY B3aMMOJCHCTBUIO TOCYJAPCTBEHHBIX OPTaHOB U T'OCYJAPCTBEHHBIX



22

OpraHu3aliii TOCPEJACTBOM OOMEHa JIOKyMEHTaMHh B JJEKTPOHHOM Buje"
(3apeructpupoBan  MunHuctepctBoM  toctunmu  Poccuiickoit  depeparuu
22 centsiops 2015 1., peructpaumonHblii N 38956; oduiuanbHbli HWHTEPHET-
noptan mnpaBoBo wuHpopmaiuu http://parvo.gov.ru, 24 centsabps 2015 r.).
ITpuka3z MunucrepcTBa KyibTyphl Poccuiickoit @enepanuu ot 31 mapra 2015 r. N
526 "O6 ytBepxkaenuu [IpaBun opraHu3anuu XpaHeHUs, KOMIDICKTOBAHUS, yIeTa
U WCTOJh30BaHMs JOKyMEeHTOB ApxmBHoro (ouma Poccuiickoit denepanuu u
JIPYTUX apXUBHBIX JIOKYMEHTOB B OpraHax TOCyAapCTBEHHOW BJAacTH, OpraHax
MECTHOTO CAaMOYIIPABJICHUSI U OpraHu3alusax (3aperucTpupoBaH MHUHUCTEPCTBOM
tocturinn Poccun 7 centsops 2015 1., peructparmonnsiii N 38830.

5. AnnpeeBa B.W., Jlenonpons3BoACTBO: OpraHU3alMs U BEACHHE AEN: y4eOHO-
npaktudeckoe nocodue / B.M. AnnpeeBa. — 2-¢ u3a., mepepad. u gom. — M.:
KHOPYC, 2012.

6. bacakoB M.U., 3ameinikoBa O.W.: Jlemonpou3BoJaCcTBO (JIOKyMEHTAIIMOHHOE
obecrieueHue ynpasiaeHus): yueonuk, Pocros v//l; ®enukc, 2014.

7. T'anaxoB B.B.. JlenonpousBoactBo. O0pa3iibl, JOKyMeHThl. OpraHuzamnus u
TexHoJsorus padotel. — M.; Ilpocmekt, 2011.

8. Kupcanosa M.B.. CoBpemeHnHoe nenmonpousBoacTBo. — M.; Mndpa-M,
2011.

9. KyznenoB .H.. JlokymeHTanmmoHHOE 0O€CIIeYeHHE YIPaBICHUS U
JIEIIOMPOU3BOACTBO. — M.; FOPAUT, 2011.

10. JlenkeBuy, JI.A. KonTponbHble maTepuanbl 1o mpodeccun «Cekperapby
JILA. JIenkeBuu. — M.: OULIl Akanemus, 2014.

11. ITmenko A.B. JlokymMeHTalMOHHOE oOecreueHue ympasiaeHus. M.:
N3natensckuil HEHTp «Akagemus», 2015.

12. ITmenko A.B., [Hoponmna JILA.. JlokyMeHTainbHOE obecrieucHue
ynpasienus. [Ipaktukym. — M.: Axanemus, 2011.

13. Conory6 O.Il.. TlpakTukymM 10 JOKYMEHTAIIHOHHOMY OOECIEeUEHHUIO
ynpasiienns.-M.:Omera-JI[,2011.

14. lenonpousBoactBo (OpraHuzaiys ¥ TEXHOJOTHUS JTOKYMEHTAI[MOHHOTO
obecrnieueHus ynpasieHus): Yueonuk mist By3oB /Kysnemnosa T.B., Cankuna JI.B.,
beikoBa T.U. u ap.; Ilox pen. npod. T.B. Ky3uenonoii. — M.: KOHUTU-ANHA,
2012.

15. Moucees P.H., CoBpemennoe noxymentoBeaenue / P.H. MouceeB. — M.:
ACT: Boctok — 3amnaz, 2014.

NuTepHeT-pecypcnl:
1. http://www.sekretarskoe-delo.ru/  Caiit  mpodeccHOHANBHOTO  KypHaa
cekpetapeii «CekpeTrapckoe 1o

2. http://fd-iai.rggu.ru/ [MopTan Poccutickoro ["ocymapcTBEHHOTO
I'YMaHUTAPHOTO YHUBEPCUTETa, VICTOPUKO-apXMBHBIH WHCTUTYT, (aKyJIbTeT
JlokymeHTOBEIEHUS

3. http://www.edou.ru/enc/ nmopran LleaTpa kommerennuu no Bomnpocam 0V u
apXMBHOTO JIeNa
4. http://www.delo-press.ru/about.php#magazines  M3matensctBo  «busnec-
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[Ipeccy, xxypuan JOY
5. www.consultant.ru I[Topran «Koncynsrant [Tmocy
. www.garant.ru [Topran «I'apanT»
. www.kodeks.ru ITopran «Koaekc»
. WWw.rusarchives.ru
. www.vniidad.ru I[Toprar BHUNJIA/I
10. http://vinirina-prof.ucoz.ru/HopmaTtuBabie aktel mo JJOY u opraHuzanuu
apXUBHOTO XpaHEHWUs JOKyMeHToB. PopMma jocTyra:
11. http://e.sekretariat.ru- PRO-Cekperapuar: cooOIIecTBO ceKkpeTapei, oduc-
MEHE/KEPOB, TTIOMOITHHKOB PYKOBOTUTEIIS.
12. http://www.d-instrukciya.ru - IlepedeHb TOJPKHOCTHBIX HHCTPYKITUH

O© 00N

Ilepuoouueckue uzoanus:

1.  Kypnan «CnpaBouHuk cekperaps u oduc meHemkepay. Uznarens: 3A0
«MIIDIPy». (MexayHapoaHbIN HEHTP PUHAHCOBO-3KOHOMUYECKOTO PA3BUTHS).

2. Kypuan «Cekperapckoe neno». — M.: OO0 «XKypnan «YmnpasieHue
TIEPCOHATIOM).

3. Kypnan «/lenompousBoacteo» - M.: 3A0 «busnec-mkona «aTen-
Cunres».

4.3. OOume TpedOBaHUs K OpraHU3aliK IPOU3BOICTBEHHOM NPAKTUKU
[IpakTrka o npouiIo CuenuaIbHOCTH SBISETCS 00s13aTEIbHBIM Pa3IEIOM

OCHOBHOM  TIpOo(ecCHOHaIbHOM  MpOrpaMMbl  MOATOTOBKH  CHEIHAIHCTOB,
HalpaBjeHa Ha (OPMUPOBAHUE Yy CTYJEHTOB IMPAKTUYECKUX MPO(ECCHOHATBHBIX

YMEHUH, npuoOpeTeHue MEepBOHAYATILHOTO MPaKTUYECKOTO OMbITA.
[Ipou3BoACTBEHHAs MpakTUKa MO MPOQPWII0 CHEIUAIbHOCTH pPealn3yeTcsl Npu
OCBOEHUU poeccCuOHaNbHbIX MOZyJIEH I1M.01 Opranuzanus

JIOKyMEHTAIlMOHHOTO ~ oOecrieueHus  ympaBlieHus ¢ (QYHKIIMOHUPOBAHUS
opranmzanuu, [IM.020pranuzaius apXuBHOW M CHPaBOYHO-UHOOPMAITMOHHON
paboThI MO JOKyMEHTaM OpraHU3allvu.

[Ipou3BoACTBEHHAs MPAKTHUKA MO MPOQPIIIO CIEIUATBHOCTH MPOBOJAUTCS
KOHIIEHTPUPOBAHHO.

ATtrecranusa no npodeccuonanbHeiM Moayisim [IM 01, TIM 02, TIM, 03
IpoXoAuT B BHUAE AUP(DEPEHUMPOBAHHOTO 3adeTa, KOTOPBIA OCYIIECTBISETCS
NyTeM 3alllUThl OTYETHOM JOKYMEHTAlUu (IHEBHHK, OTYET, XapaKTEPHCTHKA,
aTTECTAIlMOHHBIN JIUCT).

[IpodeccuoHaibHBIE  MOJYJIb HE MOXKET CUUTATHCA OCBOCHHBIM, €CIH
CTYJICHTBI HE BBITIOJIHUIN 0€3 YBaXKUTEILHON MPUUYMHBI MPOrpaMMy MpakThKu. B
cillydae YBa)XKUTEJIbHOM MPUYMHBI CTYACHTHl HAMpaBJSAIOTCA HAa MPAKTHKY
BTOPHYHO.

[IpenauniomMHasi NpakTUKa MPOBOAUTCS HEMPEPHIBHO B TeueHHE 4 HEIEb.
CopnepkaHvue TPENIUINIOMHOM TPAKTUKU  OMpEAeNsieTcss TpeOOBaHUSAMHU K
pe3yapTaTam 00y4yeHHs M0 BceM Mpo(hecCHOHATBHBIM MOIYIISIM.


http://www.d-instrukciya.ru/
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ATrectanus MO  NOPEIIUIUIOMHOM  NPAKTUKE MPOXOAUT B  BHUJE
nudPepeHIMpOBAaHHOTO 3a4eTa, KOTOPBIM OCYHIECTBISETCS IMyTEM 3allUThl
OTYETHOM JOKyMEHTAluu (IHEBHHUK, OTYET, XapaKTEpUCTHUKA, ATTECTAllMOHHBIN
JIUCT).

[IpegnumuomMHass NpakTUKa HE MOXET CUUTAThCA NPOUJEHHOM, eciu
CTYJICHThl HE BBINOJHUIW MPOrpaMMy NpaKTUKU. B ciydae HearrecTanuu 1o
UTOraM MPaKTUKUA WIHA TOJYy4YeHUS HEYJOBIECTBOPUTEIBLHOM OIEHKU CTYACHT HE
MOKET OBITh IOMYIIEH K TOCYIapCTBEHHON UTOTOBOM aTTECTAIIUN.

OpraHu3anuio U pyKOBOACTBO MPOU3BOJCTBEHHON MPAKTUKOHN MO TPOdUITIO
CHEUUATIBHOCTH U MPEITUIIIIOMHON MPAKTUKON OCYIIECTBISIOT PYKOBOAUTEIN
MPAKTUKUA OT 00pa30BaTEIBLHOIO YUPEKICHHUS U OT OpraHu3alluu.

[IpeanumioMHass TpakTUKAa TMPOBOJUTCA B OpPraHU3AlMSIX Ha OCHOBE
noropopoB, 3akmodaeMbix  Mexay [BIIOY KK VCIIK wu  6a30BbIMH
OpraHU3alUsIMHU.

Opranuzanusi:

3aKJIFOYAIOT JOTOBOPBI HA OPraHU3AIUIO U MPOBEICHUE TPAKTHKY;

OCYILIECTBIISIIOT PYKOBOJICTBO TMPAKTUKOM;

KOHTPOJIMPYIOT peaii3alyio MpOrpaMMbl U YCIOBHUS MPOBEJICHUS NPAKTUKU
OpraHu3alysIMH, B TOM 4YHCJIE TpeOOBaHHUS OXpaHbl TpyjAa, O€30MaCHOCTH
KUBHEJEATEbHOCTA U TIOKapHOU 0€30MacHOCTH B COOTBETCTBHUM C MpaBWIaMU U
HOpPMaMH, B TOM YHKCII€ OTPACJICBbIMU;

COBMECTHO C OpraHM3alMsIMd, YYacCTBYIOIIMMHU B OpraHU3alud U
MPOBEJCHUU TPAKTUKH, OPraHU30BBIBAIOT TMPOLEAYPY OLEHKH OOImMX U
npodeCCUOHANIBHBIX ~ KOMIIETEHIIMM  CTyJIE€HTa, OCBOEHHBIX UM B  XOJI€
MPOXOKJICHUS MMPAKTUKHU;

COTJIaCOBBIBAIOT C OpraHU3alusIMU (POPMBI OTUYETHOCTH M OIICHOYHBIM
MaTepHa MPOXOKIACHUS MPAKTUKU.

B neproa npoxoxaeHus MPaKTUKUA CTYICHTHI O0S3aHbI:

— TOJIHOCTBHIO BBINIOJIHATH 3a/IaHUS, TPEAYCMOTPEHHBIE MPOTPAMMON MPAKTHUKY;
— coOmro1aTh ACHCTBYIONIME B OpraHU3AIUSAX MPaBUJia BHYTPEHHETO TPYIOBOTO
pacropsaka;

— CTpOro coOJr01aTh TpeOOBAHUS OXPaHbI TPYJA U MOXKAPHOUM 0€30MaCHOCTH.

— WUCHOJIHATH IIOCTABJICHHBIE PYKOBOAMTEIEM MPAKTHUKUA 330a4H, BBIIOJIHATh
3a/1a4d U Pa30BbIC MOPYUYECHUSI PYKOBOAUTENS TPAKTUKUA OT OpraHU3alllH;

— U3y4aTh, CUCTEMATHU3UPOBATh M AHAJIM3UPOBATH MaTepHal B COOTBETCTBUU C
MJIaHOM PabOThI, COTJIACOBAHHBIM C PYKOBOJIUTENIEM MPAKTUKH;

JIHEBHUK SBJISETCS OJHHMM W3 OCHOBHBIX JIOKYMEHTOB TMIPaKTUKAHTA.
CTyneHT IOJKEeH €KeIHEBHO KPATKO 3alUChIBATh B JHEBHUK BCE, UTO UM CJICJIAHO
3a JIEHb T10 BBITIOJHEHUIO KAJICHIapHOTO Tpaduka mpoxoxkaeHus npaktuku. [locne
3aBEpUICHUSI TMPAKTUKM JHEBHHUK BMECTE€ C OTYETOM U XapaKTePHUCTUKOU
PYKOBOJIUTENSI TPAKTUKU OT OpTaHW3alid JOJKEH OBITh MPOCMOTPEH
pykoBoauteneM npaktuku ot ['BIIOY KK YCIIK, koTopblii MOANUCHIBAET €T0.

ITo uToram mpakTHKU CTYAEHTHI IPEACTABIAIOT OTYET. B oTueTe oTpaxkaercs
mpojiellaHHasl CTYJEHTOM paboTa C 00s3aTeTbHBIM YKa3aHUEM JIEUCTBYIOIINX
WHCTPYKTHUBHBIX MaTEpHaJOB, METOJOB BbIMONHEHUs pabotel. K oTuery
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NPUWIAraloTcsT KOMHHM JIOKYMEHTOB, PACKPBIBAIOMIMX COJAEpX)aHue U Gopmy
OTpPEJIEICHHBIX ONepalui u ap.

OdopmiieHne oTueTa OCHOBBIBAETCS HAa COJIEPKAHUU JIHEBHUKA MPAKTUKU, B
COOTBETCTBUM C TrpadukoM ee MpoxoxiaeHus. OdopMIICHHBIA OTYET CHAeTCs
PYKOBOAMTENIO MPAKTUKU. K 0TUeTy mpuiiararorcs:

- THEBHUK, 3aBEPEHHBIN MOIMUCHIO PYKOBOAUTEIS MPAKTUKU OT MPEAIPHUITHS;
- TOPOEKTbl M KOIWU JIOKYMEHTOB, COCTaBJIEHHBIX HPAKTUKAHTOM, COIJIACHO
NEPEYHIO, YKa3aHHOMY B IPOrpPaMMe€ MPAKTHUKHU.

Cnaya oT4€Tra MO NPAKTUKE OCYLIECTBIISIETCS B JEHb €€ OKOHYAaHMS IO
y4eOHOMY ILJIaHy.

Pemienne 00  ycnemiHOM — 3aBEpIIEHUMM  MPAKTUKA — MPUHAMAETCS
pykoBoautessaMu npaktuku ot opranuzauuu U ['BIIOY KK YCIIK coBmecTHO Ha
OCHOBE  aHajM3a MPEJCTAaBICHHBIX  MaTEpPHAIOB B  COOTBETCTBUU  C
WHIMBUAYAJbHBIMH 33JaHUSMHU.
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5. KOHTPOJIb 1 OUEHKA PE3VJIBTATOB OCBOEHUS
[TPOM3BOACTBEHHOMU ITPAKTHUKA

PesyabTaTsl 00yyeHus
(0CBOEHHBIH MPAKTUYECKHUI ONBIT)

@DopMbI U METObI KOHTPOJIA
U OLIEHKHU Pe3yJIbTaTOB 00y4eHHs

OpranuzoBaTh J1OKYMEHTALHOHHOTO
oOecrieueHus yrpaBiIeHUs U
(GYHKIIMOHUPOBAHUS OpraHU3alUH.

IIpuMeHATs HOPMATUBHBIE AKTHI B
YIIPABJICHYECKOU IEATEIBHOCTH.

[TonroraBnuBaTh MPOEKTHI YIPABICHYCCKHUX
pELIEHHUI.

OG6pabarbpIBaTh MOCTYTAOIIIHE u
OTITPABIISIEMbIE JIOKYMEHTHI,
CHCTEMaTH3HPOBATh ux, COCTAaBIISATh
HOMCHKJIATYpy  Jedl U (POpMHUPOBATH

JOKYMCHTEI B Ji€J1a

I'oToBUTHL U IMPOBOAWTL COBCIIAHUA, ACTTOBBIC
BCTPCYH, ITPUCMBI, ITPC3CHTALIUN.

OcymecTBisiTh paboTy MO TOATOTOBKE U
MPOBEJCHUIO COBEIIAHUN, JEJIOBBIX BCTpEY,
MIPUEMOB U MPE3CHTAIUH.

KoopaunuposaTh paboTy  opraHuzaunuu
(mIpueMHOM pYKOBOJUTEINSI), BECTU IPUEM
IIOCETUTEIIEH.

OpranuzoBbIBaTh JEATEIBHOCTh apXuBa C
y4eTOM cTaTyca ¥ Npoduiist opraHu3anuy.

PaGotath B cuctemax  3JEKTPOHHOTO
JIOKyMEHTO000pOoTA.
Hcnoap3oBaTh B ACATCIIbHOCTH apxuBa

COBPEMECHHBIC KOMITBIOTCPHBIC TEXHOJIOTHUH.

HpI/IMeHHTB COBpPCMCHHBIC MCTOJHUKHU
KOHCCpBalM U  peCTaBpalun APXUBHBIX
JAOKYMCHTOB.

Texkynui KOHTPOJIb.

TpagunuoHHas cucTemMa OI[eHOK B Oaiiax 3a
KQKYIO BBITIOJTHEHHYIO padoTy.

Hamnncanue oTyera no mpoxoxaeHuo
IIPOU3BOJCTBEHHON IPAKTUKH.

[ToaroTroBka BBICTYILICHHUS.

DKcIepTHas OLICHKa

— DKCIIEpTHAsl OLEHKA MMPAaBUIbHOCTH
BBITIOJIHEHUS IPOU3BO/ICTBEHHOTO 3aaHMUSI;
— MOATOTOBKA U 3aILIUTAa UHIUBUIYAJIbHBIX U
IPYNIOBBIX 3a/laHUi IPOU3BOACTBEHHOIO
XapaxkTepa

— MOHUTOPHHT POCTa TBOPYECKOU
CaMOCTOSITEJIBHOCTU 1 HaBBIKOB

MIOJIy4YEHUSI HOBOI'O 3HAHUS KaXKIbIM
oOy4aromumces

— (opMHpOBaHUE PEIYTBTATOB MPOXOKIACHUSI
CTYJIEHTOM IIPaKTUKU HA OCHOBE CYMMBI
PE3yJIbTaTOB TEKYLIETO KOHTPOJIS.

— IpaKTHYECKUE 3aJlaHus 1o paboTe ¢
nH(popMalren, T0KyMeHTaMu, JINTEPaTypou;
-IPUHSATHE PELICHUN HAa TBOPUYECKOM YPOBHE C
IpeJICTaBICeHUEM COOCTBEHHOM MO3ULINY;
—BBIOOP ONTHUMAIILHBIX CIOCOO0B

JIEVCTBUN U3 PaHEE N3BECTHBIX;

— OCYILIECTBJIIEHHE KOPPEKIUH UCTIPABICHUE)
CIENaHHBIX OIMOOK HAHOBOM YPOBHE
npejiaraéMbIx 3aJIaHui;

@DopMBI KOHTPOJISI 00YUECHHUS:

— IIPaKTHYECKUE 3aJIaHus 10 padoTe ¢
uH(popMaliel, TOKyMeHTaMu, JINTEPaTypo;
- DKCIIEpTHasI OLIEHKA pa3pabOTaHHbIX
METOJANYECKUX MaTepUaIoB

— MOAATOTOBKA U 3aIllUTa WHIUBUIYAIbHBIX U
TPYIIOBBIX 33JaHUI MPOU3BOJICTBEHHOTO
Xapakrepa.

@OpMBI OLIEHKHU PE3YJIbTATUBHOCTH
00y4eHus:

- TpPaAUIIMOHHAS CHCTEMa OTMETOK B Oariax 3a
Ka)X]IyIO BBITIOJIHEHHYIO padoTy, HA OCHOBE
KOTOPBIX BBICTABJISIETCSI UTOTOBast OTMETKA
MeTonabl KOHTPOJIA:

— DKCIIEpTHAs OLEHKA MPAaBUIbHOCTH
BBITIOJTHEHUSI IPOU3BOICTBEHHOTO 331aHHUS.

HuddepenurpoBaHHbIil 3a4eT
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