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Penensus
HA NporpamMmy y4eO0HOi NPaKTHKH
o cneunanbuocru 46.02.01. JokymenTannonnoe obecnetdenue ynpas/aeHnsl
H apXHuBOBe/JeHHe .

Hannas nporpamma yueGHO#M npakTuku cooTsercTByeT ®DeepanbHOMY
rocy1apcTBeHHOMY 00pa3oBaTelbHOMY CTAHIAPTY CPeAHero MpodecCHOHAILHOTO
obpasoBanus 1o crneunamsHOCTH 46.02.01. JloKyMEHTALMOHHOE OOechedeHue
ynpasieHus M apxuBoBefeHue. [Iporpamma yueOHOH INpakTHKH OTpaKaeT
NPOM3OIIENUINE  WIMEHEHUs! cucteMbl  obpasoBanusi, TpeboBaHME K
npo(hecCHOHAIBHOM KOMIIETEHTHOCTH CHEHaHCTOB.

Copepikanue Kaxa0# TeMBl HApaBlieHO Ha (OPMHPOBAHHE ONpPeeleHHO

-

npo(hecCHOHANBEHON KOMITETEHIIHH.

3asBnennsle TpeGoBaHHMA K OpraHM3alWd [PAKTUKH [OAYEPKHUBAIOT
OPHEHTHPOBAHNHE COBPEMEHHOI'0 CpeIHEro npo(heccCHoHaabHOro 00pa3zoBaHus Ha
MOATOTOBKY BOCTPeOOBAaHHOI'O HAa PBLIHKE TpyAa CHELHUaliucTa M 3asBISIOT 00
omnpejieleHHOM OTOOpe, Kak NpeJNpHITHH, OpraHu3alluii, TAK U PYyKOBOJAMTENEH
MIPOU3BOJICTBEHHOM ITPAKTHKH.

Comeprkanue KaXIOro dJeMeHTa TMporpaMMbl pa3paboTaHo ¢ A0CTATOUHOM
CTEITEHBIO IIOJHOTEI W 3aKOHYEHHOCTH, C Le]1eCO00pasHBIM pacpeieneHnem
YaCOBOH HArpy3KH M BHIOB 3aHSITHH.

Penensupyemas mporpaMma COIEpKUT BCe HeOOXOQMMBIE KOMIIOHEHTHI,
obnajaeT AOCTATOYHOM IOMHOTOH H 3aKOHYEHHOCTBIO M SBIACTCS BAXKHBIM
3]IEMEHTOM OCHOBHOM Mpod)ecCHOHATBHOM 00pa30BaTeNbHON MPOrpaMMbl 110
cneruansHocTH  46.02.01. JlokymeHTanmoHHoe oOecredeHne yOpaBleHus M
apxnsose,ueﬁne

EH3€HT
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Penenszus
Ha nporpammy y4eSHOH npakTHKH
ITo cneunansuocT 46.02.01. HoxymenTannonnoe obecneyenne yYupasieHust
H apXHBOBeJeHHe

Hanuas nporpamma yueGHoi NPAKTAKH COOTBETCTBYET Denepansaomy
TOCYNapcTBEHHOMY 00pa3oBaTeNBEHOMY CTaH/apTy cpeaHero npodeccHoHaNbHOIO
00pa3oBaHWs MO CHENMATHHOCTH 46.02.01. JMoxymeHTamnoHHOe obecrieyenue
YOPaBICHHUA U apXUBOBEICHHE.

ens mporpammer — o6ecrnevenue CIIMHBIX TIOAXOMOB K OpraHM3amyy M
NPOBEACHUIO Y4eOHOH NpakTHKH, okaszaHme METO/IHYECKOH [MOMOIM CTYJeHTam
Komnemka. CBOEBPEMEHHOE 3HAKOMCTBO o NPOrpaMMoi MO3BOJAET CTYAEHTaM
TICHXOIOTHYIECKH  HACTPOHTBCS M MOArOTOBUTLCS K PEIIeHHIO  TPYAHBIX
Npo(eCcCHOHATBHBIX 3a1ay,

Conepkanne yueGuoif MpaKTHKA pa3paboTaHO C AOCTATOUHOH CTeNeHLIO
NONMHOTHI.  [lepeuens  ocBauBaembix YMEHHH M  IPaKTHYecKOro  OmsITa
COOTBeTCTBYeT TpeGoBanusim OI'OC CII0, KOHKPETH3HPYeTCs M pacIiupsercs B
Conepxannn  yyeOHBIX 3aHsTud. B  komme NpOrpaMMBl  YKa3aH MepeyeHsb
PCKOMEHIYEMOH JNTEPaTypsl W Hurepner-pecypesr  u (hopmBI  KOHTpOIS
(opmupoBanus ymenuit u KOMIIETCHIIHI CTYII€HTOB.

JIpko  BeIpaxena Mpo(eccHOHabHAS  HATPABIEHHOCTS [IPOrpPaMMEI.
[pemycmarpusaroress  opmanenue CTYICHTaMH  yMCHHEM  BHEIpATH B
HPaKTHIECKYIO NEATELHOCT U3y IeHHbIE TEOPETHUECKIE MOJIOYKEHMSI.

B mnporpamme Le/1ecoodpasHo pacnpenenena TPYAOEMKOCTE B 4acax Mo
BH/IaM 3aHATHI U COOTBETCTBYeT yueGHOi Harpyske B yueOHOM I11aHe.

Penensupyemas nporpamma COACPIKHT BCE HEOOXOIMMBIE KOMITOHEHTEL,
obnamaeT NOCTATOYHOH MOTHOTON § 3aKOHYCHHOCTBIO M SABASETCS BaKHBIM
SJIEMEHTOM OCHOBHOH TIpodeccHoHambHOMN obpazoBartensHoji NporpamMMsel 110
cnenuansHOCTH 46.02.01. Hokymernrammonuoe obecnevenye YOpaBieHus: u
apXHBOBEJEHUE.

Penensent:
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1. ITACITOPT ITPOI' PAMMBI YUEBHOM ITPAKTUKH

1.1. O6nactb MpUMEHEHUs TPOTPaAMMBI

[IporpamMma y4eOHOI MPaKTUKU SIBISIETCA 9aCThIO OCHOBHOM Ipo(hecCHOoHaTbHON
oOpaszoBaTenbHOM TporpaMmsbl, pazpadotanHoil B cootBercTBUU ¢ OI'OC CIIO mo
cneruansHoctd  46.02.01  JlokymeHTanmoHHOe  oOecliedeHue YIpaBiCHUA |
apXMBOBEJICHHUE.

VYyeOHasi mpakTUKa SBISETCS 4acThio y4eOHOro Ipolecca W HalpaBjieHa Ha
(opMupoBaHHE Yy CTYACHTOB OOMMX U NPOPECCHOHATIBHBIX KOMIIETEHIIUM
IpUOOpETEHNE MPAKTHUYECKOTO OMbITa MO BUAAM NPOPECCHOHAIBHON JEATEIbHOCTH
(manee BII).

1.2.llens y4eOHOI mMpakTUKH - OOECIEYHUTH IOCIEAOBATEILHOCTD OBJIAICHUS
CTYJIEHTaMH CHCTEMOW MNpo(eCCHOHANBHBIX HAaBBIKOB M INEPBOHAYAIBHBIM ONBITOM
NPAaKTHYECKON pabOTHI.

1.3. 3amaun yueOHOM MPaKTUKU:

- paCIIMPEHHE U 3aKPEIJIEHUE TEOPETUUECKUX 3HAHUM MO 0011enpodecCuoOHaNbHBIM U
CHeUUaIbHBIM TUCHUILIIMHAM;

- (popmupoBanme npodheccuoHaNbHBIX YMEHHUIA;

- NpUOOpPETEeHHE MNEPBUYHBIX YMEHHI 0OpaOOTKM JOKYMEHTOB PAa3JIMYHBIX CHCTEM
JOKyMEHTalMi, pabOThl B apXWBE OpraHu3alud, padOTbl C HOPMATHBHBIMH U
3aKOHOJIaTEIbHBIMU AKTaMU, CIIPABOYHOM JINTEPATYpPOIl U IPYTUMU UCTOYHUKAMU.

1.4. PekoMeHTyeMO€ KOJIMYECTBO YacOB Ha OCBOCHHUE yueOHOU mpakTuku- 108, B
TOM YHCJIE:

I[IM.01 — 36 yacos;

IIM.02 — 36 yacos;

IIM.03 — 36 yacos;



2. PE3VJIbTATEI OCBOEHUSITIPOT PAMMbI
VUEBHOU ITPAKTUKU

B pe3ynbrare mNpoxokaeHHs Y4eOHOM MNPAKTUKH, PEATM3yeMOHM B paMKax
moayneir OIIOII CIIO mo kaxaomy M3 BUAOB NPO(ECCHOHATBHOW IEATEIbHOCTH,
npexycmotperHbix GI'OC CIIO, oOyuaromuiicss JOMKEH OCBOUTH CIIEIYIOIINE O0IIMe
U ipodeCcCUOHaIbHbIE KOMIIETCHIINH:

OK 1. IloHumaTh CYIIHOCTh W COIMAIbHYIO 3HAYUMOCTH CBOEHl Oymymiei
npodeccuu, MPOSIBIIATH K He YCTONYMBBIN HHTEpEC.

OK 2. OpranHuzoBbiBaTh COOCTBEHHYIO JE€SATEIbHOCTb, BBIOMpATh THUIIOBBIC
METO/Ibl W CIOCOOBI BBHIMOJIHEHUS NpOo(EecCUOHATBHBIX 3a/ay, OIICHUBATh HUX
3 PEKTUBHOCTh U KQa4E€CTBO.

OK 3. IlpuHuMarhs pemieHHs B CTaHAAPTHBIX M HECTAHJAPTHBIX CHUTYyaUHsSIX WU
HECTH 332 HUX OTBETCTBEHHOCTb.

OK 4. OcymiecTBasTh MOUCK U UCIOJIB30BaHUE UHPOPMALIUH, HEOOXOAUMOM J1JIs
3((PEKTUBHOTO BBIMOJIHEHUS TPO(ECCHOHATBHBIX 3a4ad, MPOPECCHOHAIBHOIO U
JUYHOCTHOT'O Pa3BUTHSL.

OK 5. Hcnonw3zoBath HHGOPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTUUA B
PO ECCUOHATIBHOM €SI TEIbHOCTH.

OK 6. PaGoTarh B KOJUIEKTUBE U KOMaH i€, 3PHEKTUBHO 0OIATHCS C KOJIJIETaMH,
PYKOBOJICTBOM, IOTPEOUTEISIMHU.

OK 7. bparb Ha cebs OTBETCTBEHHOCTh 3a pabOTy WICHOB KOMAaHJIbI
(MOTYMHEHHBIX ), pE3YJIbTAT BHIMIOJHEHUS 33/ IaHUM.

OK 8. CamocTosTENBHO ONPENEIATh 3aa4u IPOo(EeCCUOHATIBHOTO U TMYHOCTHOTO
pa3BUTHUSA, 3aHUMATbCA CaMO0Opa30BaHUEM, OCO3HAHHO IUIAHUPOBATH IOBBIILICHUE
KBaJIM(PUKALIMH.

OK 9. OpuentupoBaTbCsi B YCIOBUSX YacCTOM CMEHBI TEXHOJIOTUA B
PO EeCCUOHATIEHOM €SI TEIbHOCTH.

I[IK 1.1. KoopaunupoBarh paboTy opraHu3aluu (MIPUEMHON pPYKOBOIUTEINS),
BECTH MPUEM NIOCETUTENEM.

IIK 1.2. OcyuiectBasiTh pabOTy MO MOJArOTOBKE W MPOBEIEHUIO COBEIIAHMM,
JIEIOBBIX BCTPEY, IPUEMOB U NMPE3ECHTALIHIA.

ITIK 1.3. Ocy1iecTBasATh TOATOTOBKY JIEJIOBBIX MOE3/I0K PYKOBOJIUTEISI U JPYTUX
COTPYIHHMKOB OpraHU3aLlHH.

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

I[IK 1.5. Odopmiarh U perucTpupoBaTh OPTAHU3AMOHHO-PACIIOPSIUTEIHHBIC
JIOKYMEHTBI, KOHTPOJIMPOBATh CPOKU UX UCIIOJTHEHUSI.

IIK 1.6. O6pabaTbIBaTh BXOJISIIIINE u UCXOIAIINE JIOKYMEHTHI,
CUCTEMATU3UPOBATh UX, COCTABIIATh HOMEHKIATYPY J1e7d U GOPMHUPOBATH JOKYMEHTHI B
nena.

IIK 1.7. CamoctostensHo paboTath ¢ JIOKYMEHTaMH, COJEpKalluMu
KOH(UIEHINATBbHYI0 HH(POPMAILIMIO, B TOM YHUCJIE C JOKYMEHTaMH MO JMYHOMY
COCTaBy.



IIK 1.8. OcymecTBisTh TeedpoHHOE 0OCTY)KUBaHUE, MPUHUMATh U TIEpe1aBaTh
(akchl.

IIK 1.9. OcymiecTBiATh NOATOTOBKY A€ K MEpelaue Ha apXUBHOE XPAHEHUE.

IIK 1.10. CocTaBiars onucH A€, OCYIIECTBIAThH MOJATOTOBKY /€N K Mepeaaye B
apXHWB OpraHU3allH, TOCYIapCTBEHHBIE 1 MYHUIIUITIAJIbHBIEC APXUBBI.

IIK 2.1. OcyuecTBiiATh 3KCHEPTU3Y LEHHOCTH JOKYMEHTOB B COOTBETCTBUU C

JNENCTBYIOUIMMH 3aKOHOJATEIbHBIMU AKTAMU U HOPMATHUBAMH.

[1K 2.2. Bectu paboTy B cucTeMax 3JIEKTPOHHOTO JOKYMEHTO0O0poTa.

I[IK 2.3. PazpabareiBath W BecTH KilacCU(pUKATOPHI, Tabemu U Jpyrue
CIPAaBOYHMKH MO JOKYMEHTaM OpraHu3alluu.

[IK 2.4. ObGecneunBaTh MPUEM W pAlMOHAIBHOE pa3MEIlleHHE JTOKYMEHTOB B
apxuBe (B TOM YHCJIE JOKYMEHTOB 110 JUYHOMY COCTaBY).

[1IK 2.5. O0ecrieunBath y4eT U COXPAHHOCTh JOKYMEHTOB B apXHBE.

IIK 2.6. OpraHnu3oBbIBaTh MCIIOJIB30BAHUE APXUBHBIX JOKYMEHTOB B HAay4HBIX,
CIPABOYHBIX U MPAKTUYECKHUX LETAX.

I[IK 2.7. OcymecTBisATh OPraHU3alMOHHO-METOJUYECKOE PYKOBOACTBO H
KOHTpPOJIb 3a PaOOTOM apXyMBa OpraHu3allid WU 3a OpraHM3aleil JOKyMEHTOB B
JIEJIOITPOU3BOICTBE.

[IK 3.1.OgopmisaTh M perucTpupoBaTh OpPraHU3ALUOHHO-PACIIOPSIUTEIbHbIC
JOKYMEHTBI, KOHTPOJIMPOBATh CPOKH UX UCIIOJHEHUS.

[IK 3.2.TIpuHuMaTh M PETUCTPUPOBATH KOPPECIIOHACHIIMIO, HAMpPaBIATH €€ B
CTPYKTYpPHBIE OAPA3/ACIICHHUS.

[IK 3.3.Bectn yuer moiy4aeMOil W OTHPABIsEMONl  KOPPECHOHICHINH,
KapTOTEKy y4eTa MPOXOKACHHS TOKYMEHTAJIbHBIX MaTepUaoB.

[IK 3.4.Cucremaru3upoBaTh U XpaHUTb JIOKYMEHTbl TEKYLIETO apxuBa,
OCYLIECTBJIATH NOATOTOBKY JIEJ K IIepeaade Ha apXUBHOE XPAHEHHE .
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3. TEMATUYECKUU IIJIAH U COJEPXXAHHNE
YYEBHOM TTPAKTUKH
HaumeHoBaHue Tema ypoka y4eOHoiI O0bem
Coaepixanue yueOHOro
npogeccunoHATLHOT0 NPaKTHKHU JacoB
MaTepuaa
MO/YJIsl, TEM

[IM.01 Opranuzauus

JAOKYMEHTAIHOHHOT0

odecnevyeHust

ynpaBJjieHHusl U

(pyHKUMOHUPOBAHUS

OpraHu3anuu

MJIK 01.01

JoxkymMeHTALIMOHHOE

odecreyeHue

ynpaBJieHUs

Tema 1. CocraB 3HAKOMCTBO C pEKBU3UTaMH | 3HAKOMCTBO C HOPMAaTUBHO- 6

yIPaBICHUYECKUX JIOKYMEHTOB, TEKCTOBOE paBOBO 06a30it

JIOKYMEHTOB OTMCaHUE PACTIOIOKEHHS JIEIONIPOU3BO/ICTBA.

PEKBU3UTOB XapakTepucTuKa OCHOBHBIX

TIOJIOKEHUH 110
JIOKYMEHTHUPOBAHUIO
YIPABJICHYECKON IE€ATEIbHOCTH
corimacao 'OCT P 6.30-2003.
Nzyuenne obmiepoccuiickoro
Kiaccudukaropa
YIPABJICHUYECKUX JIOKYMEHTOB.
PaccmoTrpenue TpeboBanmii K
YIPABJICHUYECKUM JOKYMEHTaM.
CocraBiieHrne UHCTPYKIUH 110
JIEIOTIPOU3BO/JICTBY.
OdopmieHne HHCTPYKIIMH 110
JIEIOTIPOU3BOJICTBY

Tema 2. O3HakoMIICHHUE C Pa6ora c I'OCT P 6.30-2003 6

YuudunupoBanHas HOPMAaTHUBHO-TIPABOBOM 0a30ii «YHU(PULIUPOBAHHASA CHCTEMA

cucrema U yUpeIUTENbHBIMU OpraHU3AIHOHHO-

OpTraHn3allnOHHO- 5 JIOKYMEHTaMU OpraHu3aluu PaCTOpSIHTENBHOI

pacropsiAuTeIbHON

noxymenTaruu (OP/).

nokyMeHTanuu. TpeboBaHus K
0(OPMIICHUIO TOKYMEHTOB).
N3yuenne obmacTy mpuMeHEHUs
I'OCTa.

Cocras pexBusuto OP/I.
CocraBneHne cxemsl
pacnonoxeHus pekBuzntoB OP /I
Ha YIJIOBOM U MPOJIOJIbBHOM
6nankax Ha popmate A4.
N3yuenune ocoOeHHOCTEH
odopmiieHHs TepOOBBIX OJTAHKOB




Tema 3.
Knaccudukanus OPJ]

PazpaboTka u ohopmiieHne
OpTaHU3aI[MOHHBIX,
pacropsAUTEIbHBIX,
CIIPaBOYHO-
nH(pOpMaITMOHHOM
JIOKYMEHTAITUH.

Pa6ora ¢ pa3nuyHbIMU BUAAMH
pacoOpSANTENHHBIX TOKYMEHTOB
Cocranenue u opopmiieHuE
00pas3IoB pacopsIUTEILHBIX
JIOKYMEHTOB: pelleHHe, YKa3aHUs,
IIpUKa3a 110 OCHOBHOMN
JeSITeNIbHOCTH.

[ToaroroBka npoekTa nmpukasa
(pacriopsikeHus1) O BHEIPEHUH B
opranuzamu ['OCT P 6.30-2003.
Ha noaroroBienHoM H 3apaHee
OnaHKe, ¢ yKa3aHueM
HEOOXOIUMBIX MEPOTPUSATHUH.
N3ydeHne peKBU3UTOB, BXOISIIIHX
B coctaB CHU/I.

Odopmnenne oo6pasos
CIPaBOYHO-MH(POPMAITMOHHOMN
JOKYMEHTAIIH.

CocraBnenue u opopmiieHuE
00pa31oB CIpaBKH,
TeneoHOrpaMMBbl, TOKIATHON
(city)eOHOI) 3aMUCKU, aKTa U JIP.

Tema 4. CiyxxeOHbIC
MUChMa.

Pa3zpabotka u odopmicHHE
JIEJIOBOU ITEPENUCKU

CocraBieHue pa3InyHbIX
00pas3IoB CIyKEOHBIX MMHCEM:
NMChbMO-HAITIOMUHAHHE,
COIPOBOAUTENHHOE MTUCHMO,
rapaHTHHHOE THCHMO, TUCHMO-
3arpoc, opepra, MUCbMO-
HOJTBEPKIEHUE, PeKJIaMallts.
XapakTepucTuka 0COOeHHOCTEN
odopMIIEHUS TOKYMEHTOB O
HaTpaBJICHUU B KOMaHIUPOBKY.
Odopmnenne npukaza o
HaIrpaBJICHUHN B KOMaH/IUPOBKY,
KOMaHMPOBOYHOTO
yJI0CTOBEpeHHsl, (PUKCUPOBAHHE
OTMETOK IIPUOBITUS U BHIOBITHS.
IIpoBepka MpaBUIBLHOCTH
HaIMCaHUs CITyKEOHBIX TTHCEM.
XapakTepucTuka 0COOeHHOCTEM
paboThI ¢ OOpaIeHUsIMU
rpakJIaH.

CocraBienue u opopmiieHHE
00pa31oB JOKYMEHTOB IO
oOpaleHUsIM TpaKIaH.3asBICHHUE,
peUIoKEeHuE, Mpockoa.
Pabota ¢ nokymeHTamu




KOH(HUICHIINATILHOTO XapaKTepa,
B TOM YHCIIE C IOKYMEHTaMH I10
JUYHOMY COCTaBY.

Tema 4. CoctaB u yuer
o0Bbema
JOKYMEHTO000pOoTa

CocraBiieHHuEe CXEMBI
JIOKYMEHTOIIOTOKOB
MOCTYNALIEH, BHYTPEHHEN
Y OTIIPaBIIAEMOM
JIOKYMEHTAIUU

3HAKOMCTBO C IPUHLUIIAMU
OpraHu3aliy JOKyMEHTO000poTa.
Y4yer o6beMa TOKyMEHTO000pOTA.
OcoOenHocTy preMa, nepeaadu
U JIOCTaBKH JJOKYMEHTOB.
Onpenenenue NyTeil NOJTyYeHUs U
OTIIPABKH JJOKYMEHTOB, MTOPSIKA
nepesavyu JOKyMEHTOB BHYTPH
YUPEKACHUSI.

AHanu3 ABMKEHUS BXOJSIIETO,
UCXOJSIIETO U BHYTPEHHETO
JOKYMEHTO000pOoTA.
CocraBnenue o0Opa3ua xypHajia
pPErucTpaluy JOKYMEHTOB.

Tema 5. Kontponb
UCIIOJTHEHUS
JIOKYMEHTOB

3anonHeHue KypHaJIOB yyeTa
JOKYMEHTAILUH

Cocranenue TabauIbI
«Xapakrepuctuka BusioB KN/ ».
[MonroroBka u ohopmieHne
0JIaHKOB YKYPHAJIOB PErUCTPaLUU
10 Pa3JINYHON HAIIPABICHHOCTH.
Peructpanus Bxogammx
JIOKYMEHTOB B JKypHajlaxX y4era u
KapTOTEKaXx.

Perucrpanus ucxoasux
JIOKYMEHTOB B JKypHajlaX y4era u
KapTOTEKaXx.

Peructpanus BHyTpeHHUX
JIOKYMEHTOB B JKypHajax ydera u
KapTOTEKaXx.

DUKCHPOBAHUSA OTMETKH 00
VCIIOJIHEHUH JIOKyMEHTA B
KypHaJIax perucTpanuu
BXOJSLINX, UCXOAAIIUX U
BHYTPEHHUX JOKYMEHTOB
OpraHM3alMH.

JnddepennpoBaHHbIN 3a4eT

HUrtoro o IIM.01

36

IIM.02 Opranu3zanus
apXMBHOH U
CIIPABOYHOM
HHpopMaALMOHHOI
padoThI o
AOKYMEHTaM
OpPraHM3aluHu

M/IK 02.02 u apxuBbI
OpraHu3anui

Tema 2.1
l'ocynapcTBeHHbIE U

3HAKOMCTBO C
JESTENILHOCTHIO M MPOQHIIEM

3HAKOMCTBO C OCHOBHBIMH
noxoxerusmu O3 PO «O6
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MYHULUIIAJIbHBIE
apXUBBI

apXUBOB

apXUBHOM Jieie B POy.
N3yueHne BUIOB apXUBOB
rOCYJapCTBEHHBIX U
HETrOCYAapCTBEHHBIX
OpraHu3aIyii, UX CTaTyc.
PaccmoTpenne oCHOBHBIX
(GyHKIHN BETOMCTBEHHBIX
apXHBOB..

OcobenHocTr pabOTHI ApXHUBOB
OOIIECTBEHHBIX OpraHU3aIUi.
PaccmoTpenue tunonoruu
¢dhoH10B, 0COOCHHOCTEH
KOMILIEKTOBAHUS M SKCIIEPTU3BI
LEHHOCTH JJOKYMEHTOB.

Tema 2.2 HayuHo-
nH(pOpMAaIMOHHAS
JesITeIbHOCTD
rOCyJapCTBEHHBIX
apXHBOB.

Cocrasnenune
UH(POPMALIMOHHBIX
JIOKYMEHTOB U 0a3bl JaHHBIX
APXMBHBIX YUPEXKICHUN

3HaKOMCTBO ¢ 0a3aMM JaHHbBIX
APXHUBHBIX YUPEKICHUMN.
Nzyuenune popmupoBaHus
€MHOI0 apXUBHO-
UH(POPMALIMOHHOTO
IPOCTPAHCTBA.

AHanu3 npaB 1 00s3aHHOCTEN
apPXHUBOB U UX I10JIb30BATEIICH.
Paccmotpenue coctosHus
HOPMAaTHUBHO-TIPABOBOM 0a3Hl,
perjIaMeHTUPYIOIIEN BOIIPOCHI
JI0CTyTa K apXUBHBIM
JOKYMEHTaM.

N3yuenne BuoB
UH(POPMALIMOHHBIX JTOKYMEHTOB.
OcoOeHHocTH A0CTYMA K
apXUBHBIM JIOKyMEHTaM U
ApXUBHOW TOKYMEHTHOMN
UHpOpMaLIUH.

CucremaTu3zanus KapToyeKk u
oopMIIeHHEe KaTaloroB

Co3anue 1 BeleHUE KaTaJIOTOB.
Opranuzanus u METoauKa paboThl
110 COCTABJICHUIO U BEJCHUIO
KaTaJIoroB.

WNHnekcupoBanue u
pEAAKTUPOBAHUE KAPTOUEK.
OT160p 1 00BEANHEHNE KAPTOUEK
nepes1 BKIIOYEHUEM B KaTaJlorT.
Metoanka cocTaBiIcHUSA
yKa3aTeleu.

Metoanka moaroToBKU
CIIPaBOYHHKOB.

Tema 2.3 Pabota
HCCIIEN0BATENS C
apXI/IBHI)IMI/I
JOKYMEHTaMHU

ITouck TOKyMEHTOB B
roCy/1apCTBEHHOM apXUBeE:
onpeneneHue GOHIOB,
BBISIBIIEHHE JOKYMEHTOB B
npeaenax GoHmaa.

CocraBieHre OCHOBHBIX 3TaIlOB
MOKCKA IOKYMEHTOB B
JICJIONIPOU3BOJICTBE U aPXUBE
YUPEKICHUS.

Odopmnenue 3ampoca B
rOCy/IapCTBEHHBIN apXUB.
WICTIOJTHEHHUE 3aIPOCOB B
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roCyJapCTBEHHOM apXHUBE.
IIpenocrasiieHre TOKYMEHTOB
JUI U3y4EHUsI B YUTAIBHOM 3alle
apxuBa. M3ydeHnue nopsaka
paccekpeunBaHus AapXUBHBIX
JTOKyMeHTOB. OCOOEHHOCTH
palboThI ¢ apXUBHBIMU
JOKYMEHTaMHU 3a IpeJeIaMu
YUPEKACHUS.

Tema 2.4. Opranuzanus paboTsI IO OcobeHHOCTH ITyOJIMKAIIMOHHON | 6

ITy6nukannonHas Hay4YHOMY M3aHUIO NeSITeIbHOCTH apXHBOB.

JeSITebHOCTD JOKYMEHTOB N3yuenne OCHOBHBIX

roCyJJapCTBEHHBIX HarpaBJIeHUH yOIMKallMOHHOM

apXH1BOB JeSITeTbHOCTH apXHBOB.
Opranuzanus paboTsl O
HAyYHOMY U3JaHHUIO TOKYMEHTOB.
O000111eHE OCHOBHBIX THIIOB,
BUIOB U PopM ImyOsIMKanuit
JIOKYMEHTOB.
Apxeorpadpudeckoe opopmiieHHE
JIOKYMEHTOB.
OdopmieHre COOTBETCTBYIOMICH
JOKYMEHTAIUH.

Tema 2.5. OcHOBHBIE N3yuenue cocraBa N3yuenue otpacneBoil CUCTEMBI 4

HalpaBJICHUsl HAy4yHO- | CIIPaBOYHO- Hay4YHO-TEXHUYECKON

HCCIIEIOBATENbCKOW M | mH(OpMarmonHoro GpoHIa UHpOpPMaLUU B 00J1aCTH

Mmetoauuyeckoi pabotsl | (CUP) rocyrapcTBEHHOTO JIOKYMEHTOBEJICHUS U apXUBHOT'O

rOCyJapCTBEHHBIX apxuBa nena. VI3MeHeHre OCHOBHBIX

apXH1BOB (bopM HayuHO-
HCCIIEIOBATENbCKON pabOThI
apxuBoB. M3yueHne 0CHOBHBIX
dhopm MeTouecKon paboThI.
PaccmoTpenue 3TanoB Hay4HOTO
WCCIICIOBAHMSL.
3HaKOMCTBO C COCTaBOM
CIPaBOYHO-MH(POPMAITMOHHOTO
¢onga (CUD) rocynapcTBEHHOTO
apxuBa.
OcobeHHocTH paboThI C
CIPaBOYHO-TIONCKOBBIM
annaparom CUD.
JnddepeHnpoBaHHbIN 3a4eT 2
Wroro o 11M.02 36

IIM.03BbInosiHeHUE

padoT 1o X0LKHOCTH

CJIy:Kalero

HeaonpousBoaureipb

M/K. 03.01

JoKkymeHTOBe/IeHH e

Tewma 1. W3ydyeHne HOpMAaTHUBHO — | 3HAKOMCTBO  HOPMAaTHBHO  —

Jlenonpon3BoICTBA KAK | METOJIMYECKOMN 0a3el | METOIUUECKON 0a3el

onHa U3 QyHKIHIA JIeTTOTIPOU3BOJICTBA. JIeTTOTIPON3BO/ICTBA.
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YIIPABIICHHUS.

CocraBieHne  OpraHu3allOHHO-

MPAaBOBBIX JOKYMEHTOB (YCTaB,

10JIOKEHHUE, WHCTPYKITUH,
IpaBuJia BHYTPEHHETO TPYAOBOTO
pacropsiika).
Nzyuenue KJ1accupuKaluu
JTIOKYMEHTOB.
Tema 2. Opranmszanus | CocraBienue rpadguyeckoil | 3HAKOMCTBO c OCHOBHBIMH
TpyAa paOOTHUKOB CTPYKTYPHOU CXEMBbI CTPYKTYpPHBIMH
CITYKOBI yupexaeHus. [loqunnenue, | moapasaeneHUsMH OPraHU3aALUU.
JOKYMEHTAIlMOHHOTO MOJIOTYETHOCTb, CocraBnenue u  odopmiieHue
obecrieueHus B3aUMO/ICHCTBUE CTPYKTYPBI CITY)KOBI JOY.
yrnpasieHus (JI0VY) CTPYKTYPHBIX CocraBieHnue JIOJKHOCTHOM
MoJipa3/iesieHuH: UHCTPYKIUU JETOTPOU3BOIUTES.

HAaIpaBJICHUS U
OpraHu3aIMOHHBIC (POPMEI.

Odopmnenue JIOJBKHOCTHOM
WHCTPYKITUH JICTIOTPOU3BOIATEISI.
Opranmzanus U  00OpyJAOBaHHE
pabouero MecTa
JIEJIONPOU3BOIUTENS

W3yuenune mecra U poiu CiayxObl

JIEIIOTIPOU3BO/ICTBA B
rpadu4ecKoit CTPYKType
OpraHu3aInH.

Tema 4. CocraBiienue u | AHaJIM3 COOTBETCTBUS Paccmorpenune  dopmymnsipa  —

odopmiieHne odopMIIeHUS TOKYMEHTOB oOpasia OpraHU3aIMOHHO-

CITy’>K€OHBIX OpraHU3aIliil HOPMATUBHBIM | PACHOPSAUTENBHBIX JIOKYMEHTOB

JTIOKYMEHTOB. MeToaudeckum nokymentam. | (OP/I).

Buael 1 HazHAYeHUE OJIaHKOB.
TpeboBanust K TOKyMEHTaM MpHU
170.4 HU3TrOTOBJICHUU Ha
MEYATAINX YCTPOUCTBAX.
Hcnonp30Banne CTUIHCTHYCCKUX

HOPM npu COCTABJICHUU
JTIOKYMEHTOB.
[IpaBuiia odopmienus

IUTaHOBOMIOKYMEHTAIIUH.
CocraBinenune ©  oQopMIICHHE
rpaduka,

IporpaMMmal, IJ1aHa,

CXCEMBI.
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Tema 6. Xpanenue
KaJpoBOi1
JOKYMEHTAIU1

IIpoBepka npaBUIBHOCTH
dbopMupOBaHUS JE,
crucTemMaTu3auus J10KyMEHTOB
B JieNax.

Nzyuenue ocoOeHHoCTeH
nepeaavu JOKYMEHTOB Ha
apXMBHOE XpaHEHHE.

XpaHeHue MEepCOHAIILHOU
KaJpOBOW JOKYMEHTAIIHH.
TpeOoBaHusI, TpEABABISIEMbIE K
JOCTYIy JOKYMEHTAIIHH.
[IpaBuna XxpaHeHUS TPYIOBBIX
KHIDKEK.

3amura TEepCOHATBHBIX JIAHHBIX
pabOTHUKOB.

Cornacue Ha 00pabOTKyY
MEPCOHAIBHBIX JaHHBIX.
[MommmBKa nen, Hymeparst
JIMCTOB, COCTABJICHUE
3aBEPHUTEIBHBIX HAMUCEH 1
BHYTPEHHHUX OIIMCEH B JeNax,
odopmiteHre 00I0KEK JCIT;
COCTaBJICHHUE (YTOUHEHUE) CXEMBI
cucTeMaTH3anuu Aea poHaa;
crcTeMaTH3alus ey B
COOTBETCTBUH CO CXEMOM;
cocTaBlieHHE U opopMIIeHHE
omnuceit nen. [lepenayva gen B
apxuB yupexaeHus. CocTaBieHue
aKTa O BBIJCICHUH JOKYMEHTOB K
YHUYTOXXECHUIO.

Tema 7. Opranuzauuu

,Z[OKYMGHTOO60pOTa
opraHu3anuun

B

Anammz JIBUKCHUS
BXOJAIIET0, HWCXOIAIIETO |
BHYTPEHHETO
JIOKyMEHTO000poTa

N3yuenune oOmux npaBui
OpraHu3alK JOKYMEHTO000pOoTa
B opranuszanuu. 3yuenue
OCHOBHBIX BUJIOB
JIOKYMEHTOIIOTOKOB.
Ornpenenenue myTei MoJydeHUsl |
OTITPABKH TOKYMEHTOB, MTOPSIKA
nepeaayd TOKyMEHTOB BHYTPH
YUPEXKICHUS.

BrrsicHenue nopsaka ydyera
JIOKYMEHTOB, MOJICUET MPOLIEHTa
KOPPECTIOHICHIINH, TIOJTY4YEeHUE 110
(bakcy u 3JIeKTPOHHOI! mmouTe.
[Ipuem u o6paboTka
MOCTYHAIOUINX JOKYMEHTOB.
@opMBI perucTpanuu
JIOKYMEHTOB
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OnpeneneHre CUCTEMbI
per I/ICTpaHI/II/I I[OKYMCHTOB B
YUPEKIACHUH.

[IpumeneHne npaBuil MEPBUYHOM
00paboTKH BXOAIICH
JIOKYMEHTAI1H.

Odopmiienne KypHaaoB
perucTpaiuu J0KyMEeHTOB.
N3yuenune nopsiika nepBUYHON
00pabOTKH MOCTYUBIIEH
KOPPECTIOHICHINH, TIPABUI
rpreMa, COpPTUPOBKH U OTIIPABKH
JOKYMEHTOB.

N3yuenune TpeboBanmii mpu
OpTraHu3alH COPTUPOBKU
KOH(DUIEHIMATBHBIX
JOKYMEHTOB.

PaccmoTtpenue BuioB u
Ha3HAYEHUS CIyKEeOHBIX
JIOKYMEHTOB.

JuddepeHnrpoBaHHbIN 3a4eT

Hrtoro o I1IM.03

36

Hroro

108
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4. VCJIOBUS PEAJIN3AIINN YUYEBHON ITIPAKTUKN

4.1. TpeboBaHUs K MaTepHUAIbHO-TEXHUYECKOMY 00ECIICUSHUIO

[IporpaMmma y4eOHOM MpakTUKU peanu3yercs B y4deOHbIX KaOuHeTax
«/lokyMeHTamoOHHOE 0OeCTICUeHHUE YIIPABICHUN», K APXUBOBEIACHUS».

O6opynoBanne yueOHOTO KaOWHETA:
- TOCAJI0YHbIE MECTa MO0 KOJMUECTBY 00YUaIOIINXCS;
- pabodee MeCTO PyKOBOAUTEIS TIPAKTHKH.

TexHudeckue cpeacTBa 0OyUICHHUS:
- KOMITBIOTEP C JTUIICH3NOHHBIM IPOTPAMMHBIM 00€CIICYCHHEM.
Mopenb pabouero mecra padbotHuka ciyx0sl JJOVY.

4.2. UadpopmanmonHoe odbecrieueHrue o0yueHus:

OcCHOBHBbIE MICTOYHUKH:

1. Kyzueno  H.M.,  [JoxymeHTaumoHHOE€  oOO€CIEYEHUE  YIpPaBJICHUS.
JIOKyMeHTOOOOPOT M JEeNONpPOU3BOACTBO: yueOHMK u mpakTukym miusa CIIO. — 3-e
u3aanue, nepep. u aomn. M.: MzgatensctBo FOpaiit, 2018.

2. Kopueer N.K., [JoxymeHTallmoHHOE OOECMEYEHUE YMIPABJICHUS: YYEOHUK U
npaktukyM s CIIO. 2-e uzganue, nepep. u gom. M.: U3gatensctBo FOpaiit, 2018.

3. Pymbinuna JILA., JlokymMeHTanimoHHOE oOOecIleYeHUe YIpaBieHUs. YUYEOHHK
s cryaeatoB CIIO. — 12-e m3manue, crep.-M.: M3pgaTensckuit oM «AKaaemusy,
2014.

4, ITmenko A.B. JlokyMeHTalimoHHOe oOecleueHne  yIpaBlieHHs. M.:
N3 narenbckuit neHTp «Akanemus», 2012

5. bacakoB M.U. JlokyMeHTauMOHHOE oOecnieyeHue ymnpasieHus. Poctos
H/[{ony: «®enukcy», 2009

JlonotHUTEIbHbIE UCTOYHUKH:

1.TOCT P 7.097-2016 «Cucrema cTaHAapToB 1O  HHPOPMALINH,
OMOMMOTEYHOMY U UW3JaTeabCcKoMy Jneny. OpraHuzanmoHHO-PACIOPSIUTEIbHAS
nokymeHTarus. TpeboBanus Kk 0OpMIIEHUIO TOKYMEHTOBY». - M.: Cranmaptundopm,
2018.

2. ®enepanbubiii 3akoH ot 6 ampens 2011 r. N 63-®3 "OO6 »>1eKTpOHHOM
noamucu" (CoOpanue 3akoHomarenbcTBa Poccuiickoit ®denepanuu. 2011, N 15, cr.
2036; 2012, N 29, cr. 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. ®enepanbublil 3ak0oH OT 2 Mast 2006 r. N 59-@3 "O nopsigke paccMOTpEeHHUS
obpamenuii rpaxaan B Poccuiickoit ®enepanuu" (CoOpaHue 3aKOHOAATEIHCTBA
Poccuiickont @enepanun, 2006, N 10, ct. 2060; 2010, N 27, cT. 3410; 2010, N 31, cT.
4196; 2013, N 19, crt. 2307; 2013, N 27, ct. 3474; 2014, N 48, ct. 6638; 2015, N 45,
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cT. 6206).

4. ITpukaz MuHuCTEpCTBA CBSI3M W MAacCOBBIX KOMMYHHUKaruii Poccuiickoit
Oeneparun 1 DenepanpHoit  caykObl  oxpanbl  Poccuiickori  denepanun
or 27 mas 2015 1. N 186/258 "OO yrtBepxaeHuu TpeOGoBaHUIl K OpraHU3alMOHHO-
TEXHUYECKOMY B3aMMOJIEUCTBUIO TOCYJAPCTBEHHBIX OPraHOB M T'OCYJapCTBEHHBIX
OpraHu3alMii  TOCPEJCTBOM OOMEHa JOKyMEHTaMH B  DJIEKTPOHHOM  Bujue"
(3aperucTpupoBaH MuHHCTEpCTBOM FOCTULINA Poccuiickon denepanuu
22 centsiopst 2015 1., peructpanmonsabiii N 38956; oduimanbHbIi MHTEPHET-TIOPTAI
mpaBoBoi nHpopMarnuu http://parvo.gov.ru, 24 ceatsops 2015 r.).

5. Ilpuka3z MunucrtepctBa KynbTypbl Poccuiickoit @enepanuu ot 31 maprta 2015
r. N 526 "O0 yrBepxkaeHuu [IpaBun opranuzanuy XpaHeHusl, KOMIUIEKTOBAHMS, yyeTa
U MCTOJB30BaHUS TOKyMEHTOB ApxuBHOro ¢onaa Poccuiickoir @enepanuu U Ipyrux
apXMBHBIX JOKYMEHTOB B OpraHax TOCYJapCTBEHHOW BJIACTH, OPTraHax MECTHOTO
CaMOYTIpaBJICHUsI M OpraHu3anusx (3aperucTpupoBaH MUHHCTEPCTBOM HOCTHUIIUU
Poccuu 7 centsiOpst 2015 r., peructpanuonssiii N 38830.

6. Annpeesa B.U., lenonpon3BoACTBO: OpraHu3alus U BEACHHUE el y4eOHO-
npaktudyeckoe nocooue / B.U. Auapeesa. — 2-e usz., nepepad. u gom. — M.: KHOPYC,
2012.

7. bacakoB M.U., 3ameitikoBa O.W.: Jlenonpou3BoJcTBO (AOKYMEHTAIIMOHHOE
obecrnieueHue ynpasiaeHus): yaeoOHuk, Pocros u//l; ®enukc, 2014,

8. 'amaxoB B.B.. [lenonpousBoactBo. O6pasupl, n1oKyMeHTbl. OpraHu3anus u
TexHosorus padotsl. — M.; Ilpocnekt, 2011.

9. Kupcanoa M.B.. CoBpeMeHnHoe npemonpou3BoAcTBO. — M.; Mudbpa-M,
2011.

10. Kyzuenos N.H.. JlokyMeHTalmoHHOE OOecrieyeHUE YIIPaBICHUs U
JEJIONPOU3BOJCTBO. — M.; FOPAUT, 2011.

11. JlenkeBuu, JI.A. KoHnTponbHbie MaTtepuaibl 1o npodeccun «CexpeTrapby»
JLLA. JlenkeBuu. — M.: OUL Axanemus, 2014.

12. Tlmenko A.B. JlokymeHTalMOHHOE oOOecIieueHue yIpaBlieHus. M.:
N3narenbckuii ieHTp «Akaaemus», 2015.

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

14. Conory6 O.Il.. TlpakTukymM 10 JOKYMEHTALIMOHHOMY OO€CIEYEHHUIO
yrnpasiieHus.-M.:Omera-JI1,2011.

15. JlenonpousBoAactBo (Opranuzaius W TEXHOJOTUS JOKYMEHTAIMOHHOTO
oOecrieueHus ynpasienus): YueOHuk mins By30oB /Kysneunosa T.B., Cankuna JI.B.,
beikoBa T.U. u ap.; Ilon pea. npod. T.B. Kysnenosoii. — M.: OHUTU-JINHA, 2012.

16. Moucees P.H., CoBpemennoe noxymentosenenue / P.H. Mowucees. — M.:
ACT: Boctok — 3amazx, 2014.

HNuTepHeT-pecypcesbl:

1. http://www.sekretarskoe-delo.ru/ Caiir  mpodeccHOHATBHOTO KypHaa
cekpetapeii «CekpeTapcKoe Jeon»

2. http://fd-iai.rggu.ru/ Tlopran Poccuiickoro I'ocymapcTBEHHOro T'yMaHHTapHOTO
yHHUBepcUuTeTa, IcTopuKo-apXUBHBIM HHCTUTYT, (pakynbTeT JJoKyMeHTOBEIeHUS
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3. http://www.edou.ru/enc/ nopran llenTtpa kommnereHuuu mo Bompocam OV u
apXWBHOTO JIeNa

4. http://lwww.delo-press.ru/about.php#magazines M3narenasctBo «busznec-IIpeccy,
xKypHai [JOY

5. www.consultant.ru IToptan «Koncynbrant [Troc»
. www.garant.ru I[lopran «I'apanT»
. www.kodeks.ru IToptan «Koneke»
. Www.rusarchives.ru

. www.vniidad.ru I[Topranr BHUNJIA/T

10. http://vinirina-prof.ucoz.ru/HopmatuBabie aktel 1o JIOY w opranusanuu
apXMBHOT'O XpaHEHHUs TOKyMeHToB. Dopma gocTyma:

11. http://e.sekretariat.ru- PRO-CekperapuaT: coo0OIIeCTBO CceKpeTapeid, odwuc-
MEHE[KEPOB, TIOMOIITHUKOB PYKOBOIUTEIIS.

12. http://www.d-instrukciya.ru - [TepedeHb TOKHOCTHBIX HHCTPYKIIAH

©O© 0 ~NO>»

Ilepuoouueckue uzoanus:
1. Kypnan «CnpaBoyHuk cekpeTaps u oduc menemkepa». Mzgarens: 3A0
«MIDIPy». (MexayHapoaHbIH HEHTP (PUHAHCOBO-DKOHOMHUYECKOTO PA3BUTHS).
2. Xypunan «Cexkpetrapckoe pmemno». — M.: 00O «Xypuan «YmpasieHue
IEPCOHAIIOM.

3. Kypnan «lemonpoun3soactso» - M.: 3A0 «buznec-mkona «aten-Cunresy.

4.3. JIleMOHCTpalMOHHBIE U PA3/1aTOYHBIE MATEPUAJIBI:
1. Buawel 6mankoB OPJl. MIx XxapakTepucTHKa, COCTaB PEKBU3UTOB M BAPUAHTHI UX
PacoJIOKEHHUS.
2. TpeboBanus k odopmiieHuto OnaHka THChbMa, oOmero OmaHka, OJaHKa
KOHKPETHOT'O BHJIa JOKYMEHTA.
3. Buapl 10KyMeHTOB B Aenonpoun3BojacTse. Kinaccudukanus 10KyMEHTOB IO BUIaM
NEATENBHOCTH.
4. OcHOBHBIE PEKBU3UTHI JOKyMEHTA. XapaKTePUCTHKA.
5. TpebGoBanusi Kk OGMOPMIICHHIO JaThl M HOMEpa [TOKyMEHTa. 3Hau€HHWEe ITHX
PEKBU3UTOB.
6. TpebGoBanue Kk 0HOPMIICHUIO PEKBU3UTOB M0 COCTaBY yIOCTOBEPEHUS TOKYMEHTOB
(meyaTp, MOAMNKUCH). 3HAUCHUE ITUX PEKBU3UTOB.
7. TpeOGoBanus Kk opopmiIeHUIO TPU(POB COTTIACOBAHUS U YTBEPKICHUS TOKYMEHTOB.
8. OO0mme TpeOoBaHUS K TEKCTY TOKYMEHTa, K O(OPMIICHHIO PEKBU3UTOB 3ar0JIOBOK,
NPUIIOKEHHUE K TEKCTY.
9. TpebGoBanus K 0POPMIIEHHIO OTMETOK HAa IOKYMEHTaX. 3HAYEHUE 3TUX OTMETOK.
10. XapakTepucTuka W COCTaB OPraHU3AIIMOHHBIX JOKYMEHTOB. TpeOoBaHMUS K HX
0(hOPMIICHHIO.
11. XapakrepucTuka U COCTaB PaCHOPAIUTENBHBIX JTOKYMEHTOB. TpeboBaHMs K HUX
0(OPMIICHHIO.
12. XapaktepucTuka W  COCTaB  CHPaBOYHO-UH(OPMALMOHHBIX  JOKYMEHTOB.
TpebGoBanus k nX 0hOPMIICHHUIO.
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13. OcoGeHHOCTH COCTaBIICHHS JOKYMEHTOB ¢ oMol [I9BM.

14. TlognuauuK, konus. Buasl konuit. TpeboBanus k ux ohoOpMIICHUIO.

15. IlpaBuia BeIJa4M KON TOKYMEHTOB.

16. TpeboBanus k opopMIICHHUIO TeJIe(OHOTPAMM.

17. Bunel HoMeHKiIaTypsl jaei. [lopsaok cocraBienusi, 0ohopMIIeHHs], YI0CTOBEPEHUS,
MIPUMEHEHUSI.

18. DkcnepTr3a IEHHOCTH JOKYMEHTOB.

19. Cpoku xpaHeHus: JOKYMEHTOB.

20. ITpaBuia MOATOTOBKH JIeJ K C/Ja4€ B BEAOMCTBCHHBIN apXHB.

21. Opranuzamnus JIeJIOMPOU3BOJCTBA MO JOKYMEHTaM, COAEpKAIIUM KOMMEPUYECKYIO
TaiHy.

22. TpeboBaHus K 0(hOPMIICHUIO TPUKA30B 10 JUYHOMY COCTaBY (IIPHEM, YBOJIbHEHHUE,
nepeBo/).

23. TpebGoBanus kK 0HOPMIICHHIO JTMUHBIX KapTodeK (hopmbl T-2.

24. TpeGoBaHus K 0YOPMIICHUIO JTUYHBIX JIEJ1.

25. TpeboBanus K 0POPMIICHUIO TPYIOBBIX KHIKEK.

26. TpeOoBanus Kk oO(OpMICHHIO JOKYMEHTOB JIMYHOTO XapakTepa (aHKeTa,
aBroouorpadus, pe3rome).

27. Ilpuka3s - mpaBuiIa COCTaBICHUS U OQOPMIICHUS.

28. IIpoToko: - TpaBUiIa COCTABJICHUS U 0(OPMIICHHUS.

29. AKT - IpaBMIIa COCTaBICHUS U OPOPMIICHUSI.

30. JlomkHOCTHAS MHCTPYKIUS - TIPABUJIa COCTABICHUS U OPOPMIICHUSI.

31. JloknamHas 3amMCKa - IpaBuiia COCTABICHUS U 0(OPMITCHHS.

32. CrpaBka - mpaBujia COCTaBICHUS U OPOPMIICHUS.

33. JloBepeHHOCTH. BH/IBI TOBEpEHHOCTEH.

34. PexBu3uThl - 3MOJieMa OpraHu3alMi WM TOBAapHBIA 3HAK, MOJIHUCH, TEKCT,
3aroJjlI0OBOK.

35. [Iucbma - mpaBuia cocTaBlieHUs U 0(OPMIICHHUS.

36. PexBU3UTHI - CITpaBOYHbIE JaHHBIE 00 OpraHU3aluu, TpUQ OrpaHUYCHUS TOCTYTA K
JIOKYMEHTY, TIe4aTh.

37. PexkBU3UTHI: CChUIKA Ha PETUCTPAIMOHHBIA HOMEpP M JaTy JIOKYMEHTa,
HAaMCHOBAaHHE BHJIa JOKyYMEHTA, TpU() COTTIaCOBAHUSI.

38. PexBU3UTHI - afpecar, pe30rolus, OTMETKa 00 UCTIOTHUTEIE.

4.4. O6mume TpeOOBaHUS K OpraHU3alMKi Y4eOHON MPaKTUKU

VYyeOHass  mpakThka ~ SBASEeTCA  OOsA3aTENbHBIM  PAa3felioM  OCHOBHOM
npoecCHoHaNBbHOM MPOrpaMMbl MOATOTOBKH. YueOHash MpakTUKa HalpaBjeHa Ha
dopMupoBaHHe Yy CTYJEHTOB MPAKTHUYECKUX MPOPECCHOHANBbHBIX YMEHUH,
NpUOOpETEeHUE TMEPBOHAYAIBHOIO MPAKTUYECKOTrO OmbITa. Y4eOHas MpakTHKa
peanuzyercst pu ocBoeHuu mnpodeccuonanbHoro moayiaslIM.03 Beimonnenue padbot
0 JOJDKHOCTH ciy»kaniero 21299 Jlenonpoun3BoauTes.

VYyebHasi mNpakTUKa MPOBOJUTCA KOHILIEHTPUPOBAHHO MOCIE  M3YYECHHS
TEOPETUYECKHUX BOIPOCOB MPO(PECCHOHATBHOTO MOAYJIS.
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B nepuon npoxox1eHusl NPaKTUKK CTYIEHThI 00sI3aHbI:
- BBIIIOJIHATH B MOJTHOM 00BEME MPOrpamMmy IPAKTHKY;
- UCIOJIHATH IIOCTABJICHHBIE PYKOBOJIUTEIEM MPAKTUKHU 3a/1a4H, BBIOJIHATH 3aJa4d U
Pa30BBIE OPYUYECHUS PYKOBOJAUTEIS TPAKTUKH;
- U3y4aTh, CUCTEMAaTU3UPOBATh U AaHAJIM3UPOBATh MAaTEPUAI B COOTBETCTBUH C INIAHOM
paboThl, COTIIACOBAaHHBIM C PYKOBOJUTEIEM MPAKTUKH.

Atrectatust mo mnpodeccuoHanbHbiM Monayism [IM 01, TIM 02, TIM, 03
OPOXOAUT B Bue Iu((HepeHIMPOBAHHOIO 3a4€Ta, KOTOPBIM OCYIIECTBISETCS IIyTEM
3alUTBl  OTYETHOM  JOKyMEHTauuu  (OHEBHUK,  OTYET,  XapaKTEpUCTHKA,
aTTECTAllMOHHBIH JIUCT).

[TpodeccnonanbHplf MOYJIb HE MOKET CUUTATHCSI OCBOCHHBIM, €CJIH CTYIECHTHI

HE BBIMOJIHWIM 0€3 YBAKUTENbHOW NPUYUHBI MporpamMMmy IMpakTuku. B ciydae
YBOKUTEJIIBHOW MPUUUHBI CTYACHTHI HAIIPABJISIOTCS HA MIPAKTUKY BTOPUYHO.

JIHeBHUK SIBIISETCS OAHUM W3 OCHOBHBIX JOKYMEHTOB MHpakTUkKaHTa. CTyaeHT
JIOJDKEH €KEJIHEBHO KPaTKO 3alKChIBaTh B JHEBHHUK BCE, YTO UM CJEJAHO 3a JCHb 10
BBITIOJTHEHUIO KaJeHJapHOTo rpaduka mpoxoxaeHus npakTtuku. [locne 3aBepiieHus
MPAKTUKU JHEBHUK BMECTE C OTYETOM JIOJDKEH OBITh MPOCMOTPEH PYKOBOJIUTEIEM
PAKTUKW, KOTOPBIN MOMUCHIBAET €TO.

[Io uroraM MpakTUKHU CTYJIEHTHI MPEICTABISIIOT OTYET. B oTuere orpaxaercs
MpoJicJIaHHasi CTYJIEHTOM paboTa ¢ o00s3aTelbHbIM yKa3aHUEM JEHUCTBYIOIIUX
MHCTPYKTUBHBIX MaTepHaJIOB, METOJIOB BHITIOTHEHUS paboThl. K oTUeTy mpuiaratorcs
KOIHMH JJOKYMEHTOB, PACKPBIBAIOIIUX COACpKaHUe U (OPMY ONPEICICHHBIX OlNepaluii
U Jp.

Odopmiienne oryeTa HauyMHAETCS 3a 1 JeHb 1O OKOHYAaHUS TMPAKTHUKUA Ha
OCHOBAaHHH JTHEBHHKA, B COOTBETCTBUHU C rpaduKoM ee npoxoxacHus. OdopmieHHbIN
OTYET C/IA€TCsl PYKOBOAMUTEINIO pakTUKU. K oTuery mpunaratorcs:

- IHEBHUK, 3aBEPECHHBIN MOJMUCHI0 PYKOBOAUTENS TPAKTUKY;
- MPOEKTHI U KOTIUU JOKYMEHTOB, COCTABJICHHBIX MMPAKTUKAHTOM.

Cnava oTu€Ta 10 MPAKTUKE OCYIIECTBIISIETCA B MTOCICIHUM JE€Hb MPAKTUKH.

Pemienrie 00 ycremrHoM 3aBEpIICHUH MPAKTUKKU MPUHUMAETCS PYKOBOJUTEIIEM
NpPakTUKA Ha OCHOBE aHajiu3a IMPEJCTaBICHHBIX MAaTEpPUaJIOB B COOTBETCTBHH C
WHJVBHUAYaJIbHBIMUA 33IaHUSIMA M OTPAXKaeTCAd B XapaKTEPUCTUKE W aTTECTALIMOHHOM
JIUCTE.
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5. KOHTPOJIb 1 OLEHKA PE3VJIPTATOB OCBOEHU]
YYEBHOMU ITPAKTHUKA

PesyabTaTnl 00yueHus
(0CBOEHHBI MPAKTHYECKUI ONBIT)

DopMbI U METObI KOHTPOJIA
U OLIEHKHU Pe3yJIbTaTOB 00y4eHHs

KoopaunupoBats paboTy opraHu3anuu
(MpUeMHON PYKOBOJIUTEIIS), BECTH IIPHEM
OCETUTEIIEN.

OdopMIsTh U perucTpUPOBaThH
OpraHU3aIMOHHO-PACTIOPSAIUTEIbHBIC
JIOKYMEHTBI, KOHTPOJIUPOBATh CPOKHU MX
WCTIOJTHEHUS

OO6pabaTbIBaTh BXOAAIINE U UCXOISIINE
JIOKYMEHTBI, CHCTEMAaTU3UPOBATh X,
COCTaBJIATh HOMEHKJIATypy A1 U
(bopMHUPOBATH TOKYMEHTHI B JIeJia

CamMocTosATenbHO padoTaTh C JTOKYMEHTAMHU,
coJIepKaIIuMu KOH(UICHINATHHYTO
UHPOPMAILIHIO, B TOM YHCJIE C JOKYMEHTAMH 110
JMYHOMY COCTaBY

OCYH.I@CTBJ'ISITB MMOATOTOBKY ACJI K MEpeaavuc Ha
APXUBHOC XPaHCHUC

CocraBnsATh ONMCU  JI€J, OCYILIECTBIATH
MOJArOTOBKY JI€JI K IIepeJaye B apXuB
OpraHu3aluu, roCyJ1apCTBEHHBIE u

MYHUIUIIAIBHBIC apXWBbI

DKcnepTHas OLEHKA IPABUIIBHOCTH
BBIMOJIHEHUSI 3aJlaHui y4eOHOM MPaKTUKH;
Ocy1iecTBieHHE KOPPEKLIUU

(ucnpaBiieHHE) ClIeTaHHBIX OIMMOOK Ha HOBOM
YPOBHE IpeIaracMbIX 3aJaHUI;

— MpaKTUYECKUe 3aJJaHus 10 paboTe ¢
uHpopManuei, TOKyMEHTaMu, JTUTEPaTypoii;

— MOJTrOTOBKA U 3allIUTa MHAUBUIYATBHBIX U
IPYNIOBBIX 33/1aHUN y4eOHOI0 XapakTepa.

— DKCHEpPTHAs OlLIEHKA NMPaBUIbHOCTH
BBITNIOJITHEHMS 3a/1aHUS;

— MOHUTOPHUHT POCTa TBOPUYECKOM
CaMOCTOSITEJIbHOCTU 1 HAaBBIKOB IOJIY4EHHUS
HOBOT'O 3HAHUS KaKIbIM 00y4arOmuMCs

— (hopMUPOBAHKE PE3YIBTATOB MIPOXOKICHUS
CTYJEHTOM IPAKTHKU Ha OCHOBE CYMMBbI
Pe3yJIbTaTOB TEKYIIETO

KOHTPOJISL.

—BBIOOP ONTHMAJIBHBIX CIIOCOOOB

JICUCTBUI U3 pPaHEe U3BECTHBIX;

— cnmocoOHOCTh PabOTaTh B TPYIIIE U YMEHUE
IPEJCTaBIISITh KaK CBOO, TaK U MO3ULUIO
TPYIIIBL.

OneHka M aHaJIW3 HUTOTOB IPOXOXKICHHS
y4eOHO MPaKTUKH.
IIpoBepka mpaBUIBHOCTH
opopmieHus B  YCTaHOBJIEHHBIE
JOKYMEHTAIUH 110 IPaKTUKE

COCTAaBJICHUA U
CpOKH

JuddepenunpoBanHblii 3a4eT




