MHUHUCTEPCTBO OBPA3OBAHS, HAYKHY Y MOJIOEXHOM ITOJIMTUKHU
KPACHOJJAPCKOI'O KPASL
roCY JAPCTBEHHOE BIOJDKETHOE ITPO®ECCHUOHAJIBHOE OBPA30BATEJIBHOE
YYPEXJIEHUE KPACHOJAPCKOI'O KPASL
«YCTh-JIABUHCKHI COLIUAJIbHO-ITEJATOI' MYECKU KOJUIEDK»

[TPOI' PAMMA YYEBHOM ITPAKTUKHA
cnenuanbHOCcTH 46.02.01 JlokymMeHTanoHHOE obecrieueHne ypaBIeHUs |
apXHBOBEJICHHE

2017



PACCMOTPEHO
Ha 3aCeaHUH Ie1aroruyecKoro copera

Tpotokon ot 3/ L5 AC/¥ Ne 7

TS

N ‘”“mﬂ:\/ﬂ:“/\a‘ﬁ) 5
¥ mﬁﬁv“%p‘*d\) &
wak o) %

PACCMOTPEHO -
Ha 3ace[JaHuH y4eOHO-METOUIECKOr0 O0bEINHEHHUS
TpenoaaBaresieii ConuaabHO-9KOHOMHUYECKUX TUCITUILINH

I[TpoTokon Ne / ot 30.08 - A «
ITpencenarens ITLK &r/?@é) H.YO. [lertsapesa
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obpazoparenbHOro crannapra (nanee — ®I'OC) mo cnenuanbHOCTH CPEIHETO npodecCHOHAIBLHOIO
obpazosanus (mamee CIIO) 46.02.01 JlokyMeHTalHOHHOE obecrieueHWe YOpaBlICHUA H
apxuBOBeleHHe, YKpymHeHHas rpynma 46.00.00Vctopus u apxeonorus, (mpuka3 MuHuCTEpPCTBA
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Peuenszus
Ha NporpamMmy y4eOHO#H NPaKTHKH
ITo cnenunaasHocTH 46.02.01. /lTokymMeHTaAaLHOHHOE o0ecnieyeHHe YIpaBJIeHHS
M AapXHBOBe/ICHHE

JaHHas mnporpamMma ydeOHOW NpPaKTHKU cooTBeTcTByeT {DenepaibHOMY
rocyIJapCTBEHHOMY 00pa30oBaTeIbHOMY CTaHAAPTY CPEeAHEro MpogeCCHOHATBLHOTO
obpazoBanusi mo crnenuanbHOCcTH 46.02.01. JloKkyMeHTalmoHHOE OOecIeueHHe
yIPaBJIEHUS U apXUBOBEJICHUE.

Ilenp mporpamMmbl — obOecriedeHHe E€IUHBIX TOAXOI0B K OpraHHM3alldd U
IPOBENCHHUIO y4eOHON MpPaKTHKH, OKa3aHWe METOAMYECKOM IOMOIIHU CTyJeHTaMm
Kojutemka. CBOEBpEMEHHOE 3HAKOMCTBO C IMPOrpaMMOM [03BOISET CTyJleHTam
IICUXOJIOTUYECKH HACTPOUTHCA M IOATOTOBUTHCS K PEIICHHIO TPYIHBIX
npodeccuOHaNbHBIX 3a]1a4.

Conepxanne y4eOHOM NpakTUKH pa3pabOTaHO C AOCTATOYHOH CTEIEHBIO
MONHOTEL.  IlepedeHh OCBaMBAaeMBIX YMEHHM M  MPAKTHYECKOTO  OIbITA
coorBeTcTBYeT TpeboBanusiM PI'OC CIIO, koHKpeTH3UpyeTcs U pacIIApsSeTCs B
colepxaHuy y4eOHBIX 3aHATHH. B KOHIle mIporpaMMbl YyKa3zaH IlepeYeHb
pEKOMEHIyeMOM JmrepaTypsl Hu IHTepHeT-pecypcsl U (QOpPMBI  KOHTPOJIS
bopMUpPOBaHUS YMEHHI U KOMITETEHIIUHA CTyICHTOB.

Spko BeIpakeHa NpoQeccHOHaNbHasi HaNpaBlIeHHOCTh IPOTPaAMMEL
IIpengycmarpuBaroTcsi  OBiaieHHWe  CTyA€HTAMU  yYMEHHEM  BHEOPATh B
MPaKTUYECKYIO JIeSITeTbHOCTh H3yUeHHbIe TeOPEeTUUSCKUE TTOJI0YKEHHUS.

B mnporpamme 1enecoo0pa3HO pacmpeesieHa TPYyAOeMKOCTh B dacax IIo
BUJIaM 3aHSTHI U COOTBETCTBYET yueOHOM Harpy3ke B yueOHOM ILIaHe.

Penensupyemass mporpamma COAEpPXKHUT Bce HEOOXOTUMbIE KOMITOHEHTHI,
o0afaeT MOCTATOYHOM ITOJTHOTOM M 3aKOHYCHHOCTBIO M SBISETCS BaXKHBIM
3JIEMEHTOM OCHOBHOM Hpo(ecCHOHATIBHOM 00pa3oBaTeNbHON MPOrpaMMbl 10
cnenquanbHocT  46.02.01. JloKyMeHTaUMOHHOE OO€ecleuYeHue YIpaBICHUS M
apXHBOBEJICHHE.
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Penensus
Ha nporpammy y4eOHO#H NPaKTHKH
ITo cnenuanbnocTH 46.02.01. lokyMeHTalHOHHOE o0ecnieYeHHe YpaBJIeHHsI
M apXHBOBe/leHHe

JlanHas mporpamMma y4eOHOW MPAaKTHKA COOTBETCTBYeT PenepaibHOMY
rocyZlapCTBEHHOMY 0Opa30oBaTebHOMY CTaHJApTy CpPeIHEero mpoheCcCHOHAIBHOrO
obpa3oBaHusi mo crnenuaibHOCTH 46.02.01. JloKkyMeHTanMOHHOE obecredyeHue
yIpaBJICHHs H apXWBOBEICHUE.

Ilens mporpamMmel —. OOecrieueHHe €IUHBIX IMOOXOJOB K OpraHHM3aliH H
NPOBEICHNIO y4eOHOM INpPaKTUKH, OKa3aHHEe METOIWYECKOH IOMOIIM CTyIeHTaM
xoyemka. CBOEBPEMEHHOE 3HAKOMCTBO C IPOrpamMMoOi IO3BONSIET CTYIAEHTaM
IICUXOJIOTMYECKH HACTPOUTBCS M MOATOTOBUTHCS K PEHICHHIO TPYIHBIX
npodecCHOHATBHBIX 3a1ay.

Copepxanue y4eOHOU NPAaKTHKU pa3pabOTaHO C JOCTATOYHOM CTEIEHBIO
nonHotel. IlepedeHp ocBauBaeMbIX yMEHHH HM  I[PAaKTHYECKOI'O  OIIBITA
cootBercTByeT TpeboBaHusM PI'OC CIIO, KoHKpeTH3upyeTCsl U paciIupsercs B
COACp)KaHMM y4YeOHBIX 3aHATHA. B KoHIE mnporpaMmbl yka3aH IiepeyeHb
pekoMeHayeMol muTepaTypbl M MHTepHeT-pecypchl W (OPMBI  KOHTPOJS
(¢hopMUpOBaHHSI YMEHUN U KOMITETEHITHI CTYIEHTOB.

Spko BeIpaxkeHa MNpodeccHOHaIbHAsi HAINpPaBICHHOCTh IPOrPaMMEL.
IlpenycmaTtpuBatoTcsi  OBNAJ€HHE  CTyAEHTAaMU  yMEHHEM  BHEOPATh B
MPaKTHIECKYIO AeATEIbHOCTh U3YyUYECHHBIE TEOPETUUECKHUE MTOJIOKESHHA.

B mporpamme nenecooOpa3HO pacrpezerneHa TPyJIOeMKOCTh B dacaxX IO
BUJIaM 3aHATHI M COOTBETCTBYET yueOHOI Harpy3ke B yueOHOM ILIaHe.

Penensupyemass mporpamMma COIEpPXKUT Bce HEOOXOAMMBbIE KOMITOHEHTHI,
obnamaer NOCTAaTOYHOM IOJIHOTOM M 3aKOHYEHHOCTBIO U SIBIISETCS BaXKHBIM
3JIEMEHTOM OCHOBHOW mpo¢eccHOHaIbHOM 00pa3oBaTeIbHOM NPOrpaMMBI IO
crnenquanbHOCTH 46.02.01. JIoKyMEHTaUMOHHOE OOeclieueHUe YIpaBJeHus |
apXHUBOBEJICHHUE.
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1. IACHOPT IPOT'PAMMBI YUEBHOM IMPAKTUKH

1.1. O6nactb MpUMEHEHUs TPOTPaAMMBI

[IporpamMma y4eOHOI MPaKTUKU SIBISIETCA 9aCThI0O OCHOBHOM MpO(hecCHOHaTbHON
oOpaszoBaTenbHOM TporpaMmsbl, pazpadotanHoil B cootBercTBUU ¢ OI'OC CIIO mo
cneruansHoctd  46.02.01  JlokymeHTanmoHHOe  oOecliedeHue YIpaBiCHUA |
apXMBOBEJICHHUE.

VYyeOHasi mpakTUKa SBISETCS 4acTbi0 ydyeOHOro Ipolecca U HallpaBlIeHa Ha
(opMupoBaHHE Yy CTYACHTOB OOMMX U NPOPECCHOHATIBHBIX KOMIIETEHIIUM
IpUOOpEeTEeHNE MPAKTUYECKOTO OMbITa MO BUAAM NPOPECCHOHATBHOU NEATEIbHOCTH
(manee BII).

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

1.3. 3amaun yueOHOM MPaKTUKU:

- pacCUIMPEHHE U 3aKPEIJIEHUE TEOPETUUYECKUX 3HAHUM MO 00uIenpodeccCHOHaIbHbIM U
CHeUUaIbHBIM TUCUUTLIINHAM;

- (popmupoBanue npodeccuoHaNbHBIX YMEHHUI;

- NpUOOpETeHHE MEPBUYHBIX YMEHH 0OpabOTKM JAOKYMEHTOB PAa3JIMYHBIX CHUCTEM
JOKYMEHTaIM1, paboThl B apXMBE OpraHu3aluu, padOTbl C HOPMATUBHBIMH U
3aKOHOJIaTEIbHBIMU AKTaMU, CIPABOYHOM JIUTEPATYPOH U IPYTUMHU UCTOYHUKAMHU.

1.4. PekoMeHTyeMO€ KOJIMYECTBO YacOB Ha OCBOeHHUE yueOHOM npakTtuku- 108, B
TOM YHCJIE:

I[IM.01 — 36 yacos;

IIM.02 — 36 yacos;

IIM.03 — 36 yacos;



2. PE3VJIBTATHI OCBOEHUSIIIPOI'PAMMBI
YUYEBHOU MPAKTUKH

B pe3ynbrare mNpoxokaeHHs Y4eOHOM MNPAKTUKH, PEATM3yeMOHM B paMKax
moaynerr OIIOIT CIIO mo kaxaoMy W3 BHIOB NPOPECCHOHATBHON AEATEIHbHOCTH,
npexycmotperHbix GI'OC CIIO, oOyuaromuiicss JOMKEH OCBOUTH CIIEIYIOIINE O0IIMe
U ipodeCcCUOHaIbHbIE KOMIIETCHIINH:

OK 1. IloHumaTh CYyIIHOCTh U COIMAIBHYI0 3HAYMMOCTh CBOEH Oymyiien
npodeccuu, MPOSIBIIATH K He YCTONYMBBIN HHTEpEC.

OK 2. OpraHuzoBbiBaTh COOCTBEHHYIO JE€SATEIbHOCTb, BBIOMPATh THUIIOBBIE
METOJIbI W CIOCOOBI BBITIOJIHEHUS NPOo(EecCHOHATBHBIX 3a/ad, OIICHUBATh HUX
3¢ PEKTUBHOCTh U KAa4E€CTBO.

OK 3. IlpuHuMare peuieHHs B CTaHAAPTHBIX M HECTAHJAPTHBIX CUTYyaLHsSIX M
HECTH 332 HUX OTBETCTBEHHOCTb.

OK 4. OcymiecTBisTh MOUCK U UCIOJIB30BaHUE HHPOPMALIUHA, HEOOXOIUMOMN J1JIs
3((PEKTUBHOTO BBIMOJIHEHUS TPO(ECCHOHATBHBIX 3a4ad, MPOPECCHOHAIBHOIO U
JUYHOCTHOT'O Pa3BUTHSL.

OK 5. Hcnonw3zoBaTh WHGOPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTUU B
PO ECCUOHATIBHOM €SI TEIbHOCTH.

OK 6. PaGoTarh B KOJIEKTUBE ¥ KOMaHJie, 3(PHEKTUBHO OOIIATHCS C KOJUIETaMU,
PYKOBOJICTBOM, IOTPEOUTEISIMHU.

OK 7. bparb Ha cebs OTBETCTBEHHOCTh 3a pabOTy WICHOB KOMAaHJIbI
(MOIYMHEHHBIX ), PE3YJIbTAT BBIITOJTHEHUS 3aJaHUN.

OK 8. CamocTosiTeIbHO ONPEAeIIATh 3a/a4i MPOPECCUOHAIIBHOTO U TUYHOCTHOTO
pPa3BUTHS, 3aHUMAThCS CaMOOOpa30BaHUEM, OCO3HAHHO TUJIAHUPOBATH MOBBIIICHUE
KBaJIM(PUKALIMH.

OK 9. OpuentupoBaTbCsi B YCIOBUSX YacCTOM CMEHBI TEXHOJIOTUA B
Mpo(eCCUOHATILHOM AESITENbHOCTH.

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

IIK 1.2. OcymecTBisiTh pabOTy IO MOJATOTOBKE W MPOBEACHUIO COBEIAHUM,
JIEJIOBBIX BCTPEY, IPUEMOB U MPE3EHTALIHI.

ITIK 1.3. OcymecTBasiTh MOATOTOBKY JI€JIOBBIX MOE3/I0K PYKOBOJIUTEINS U APYTHX
COTPYJHUKOB OpraHHU3allHH.

[1K 1.4. Opranu3oBbiBaTh paboyee MECTO CEKpeTapsi U pyKOBOIUTEIS.

I[IK 1.5. Odopmiarh u perucTpupoBaTh OPTAHU3AIMOHHO-PACTIOPSIIUTEIHHBIC
JIOKYMEHTBI, KOHTPOJIMPOBATh CPOKU UX UCIIOJTHEHUSI.

IIK 1.6. O6pabaTbIBaTh BXOJISIIIIHE "u UCXOAIINE JIOKYMEHTBI,
CUCTEMAaTU3HPOBATh UX, COCTABIIATH HOMEHKIATYPY /€] U (POPMHUPOBATH TIOKYMEHTHI B
nena.

I[IK 1.7. CamocrosiTenbHO paboTaTh C JOKYMEHTaMH, COJEp>KallliMU
KOH(MUIEHIUANbHYI0 MHGOPMAILIMIO, B TOM 4YHUCJIE C JOKYMEHTAMH IO JUYHOMY
COCTaBy.



IIK 1.8. OcymectBisaTh TenedoHHOE 0O0CTY)KUBAaHWE, MPUHUMATh U TIEepeaaBaTh
(haKchl.

ITIK 1.9. OcymiecTBaaTh NOATOTOBKY €N K IIepeade Ha apXUBHOE XpaHCHHE.

IIK 1.10. CocTaBiars onucH A€, OCYIIECTBIAThH MOJATOTOBKY /€N K Mepeaaye B
apXHWB OpraHU3alliu, TOCYIapCTBEHHBIC M MYHHITUTIAJIbHBIC apXUBBHI.
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3. TEMATUYECKUM IIJIAH U COAEPKAHUE

YUYEBHOM MPAKTUKH
HaunmenoBanmne Tema ypoka y4eOHoiI Oobem
Coaepixanue yueOHOro
npo¢eccCHOHATBHOT0 NPAKTUKHU JacoB
MaTepuaa
MOYJIsl, TEM

[IM.01 Opranuzanus

JAOKYMEHTAIHOHHOT0

odecnevyeHUus

ynpaBJjieHHusl U

(pyHKUMOHUPOBAHUS

OpraHu3anuu

MK 01.01

JoxymMeHTalMOHHOE

odecneueHue

ynpaBJieHUs

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

yIPaBICHUYECKUX JIOKYMEHTOB, TEKCTOBOE paBOBO 06a30it

JTIOKYMEHTOB OTMCAHUE PACTIONOKECHHUS JIEJIONIPOU3BO/ICTBA.

PEKBU3HUTOB XapakTepucTuKa OCHOBHBIX

ITOJIOKSHUH 1O
JIOKYMEHTHUPOBAHUIO
YIIPABJICHYECKON 1E€ATEIbHOCTH
cornacuo I'OCT P 6.30-2003.
N3yuenune o0111epoCccHiickoro
KJaccugukaropa
YIPABJICHUYECKUX JIOKYMEHTOB.
PaccmoTtpenue TpeboBaHuMii K
YIPABJICHUYECKUM JOKYMEHTaM.
CocraBneHre HHCTPYKIUU O
JIETIOTIPOU3BO/JICTBY.
OdopmneHne HHCTPYKIIMH 110
JIEIOTIPOU3BOJICTBY

Tema 2. O3HaKOMIICHHE C Pa6ora ¢ 'OCT P 6.30-2003 6

YuudunupoBanHas HOPMAaTUBHO-TIPABOBOM 0a30ii «YHUPULIUPOBAHHAS CHCTEMA

cucTeMa U yUpETUTEIbHBIMU OpraHH3aIHOHHO-

OpraHnU3allMOHHO- 5 JIOKYMEHTaMU OpraHu3aluu PaCTIOPAIUTENLHOI

pacropsiIuTeTbHON

noxymenTaruu (OP/).

nokymeHTauu. TpeboBaHus K
0(QOPMIIEHHIO TOKYMEHTOBY.
N3ydenne obmacTy mpuMeHEHUs
I'OCTa.

Cocras pexsuzuto OP/I.
CocraBneHne cxemsl
pacnonoxeHus pekBuzntoB OP /I
Ha YIJI0OBOM U IIPOAOJIEHOM
6nankax Ha popmate A4.
N3yuenne ocobeHHOCTEH
odopmIieHHs TepOOBBIX OJIAHKOB




Tema 3.
Knaccudukanus OPJ]

PazpaboTka u odopmiieHne
OpTaHU3aI[MOHHBIX,
pacropsAUTEIbHBIX,
CIIPaBOYHO-
“H(}pOpMaITMOHHOM
JIOKYMEHTAITUH.

Pa6ora ¢ pa3nuyHbIMU BUAAMH
pPacTOpSANTENHHBIX JOKYMEHTOB
Cocranenue u ohpopmiieHHuE
00pas3IoB pacopsIUTEILHBIX
JIOKYMEHTOB: pelIeHHe, YKa3aHUs,
IIpUKa3a 110 OCHOBHOMN
JeSITeIbHOCTH.

[ToaroroBka npoekra nmpukasa
(pacriopsikeHus1) O BHEIPEHUH B
opranuzamu ['OCT P 6.30-2003.
Ha noaroroBienHoM H 3apaHee
OnaHke, ¢ yKa3aHuEM
HEOOXOUMBIX MEPOTPUSATHUH.
N3ydeHne peKBU3UTOB, BXOISIIIHX
B coctaB CUJI.

Odopmnenne o06pasos
CIPaBOYHO-MH(POPMAITMOHHOMN
JOKYMEHTAIIH.

Cocrasnenue u opopmieHue
00pa31oB CIpaBKH,
TeneoHOrpaMMBbl, TOKIATHON
(cityx)eOHOI) 3aMUCKU, aKTa U .

Tema 4. CnyxeOHble
MUChMa.

Pa3pabotka u opopmienue
JIEJIOBOU NEPENNCKU

CocraBreHue pa3InyHbIX
00pasIoB CIy>KEOHBIX MUCEM:
MUCHMO-HAIIOMHHAHUE,
COITPOBOJIUTENIEHOE MHUCHMO,
rapaHTUHHOE MHCbMO, TUCHMO-
3arpoc, opepra, MUCbMO-
HOJTBEPKIEHHUE, PeKJIaMallts.
XapakTeprucTuka 0cCOOeHHOCTEN
odopMIIEHUS TOKYMEHTOB O
HaTpaBJICHUU B KOMaHIUPOBKY.
Odopmenne mpukaza o
HampaBJIeHUU B KOMaHIUPOBKY,
KOMaHIMPOBOYHOTO
yJI0CTOBEpeHHsl, (PUKCUPOBAHHE
OTMETOK IIPUOBITUS U BHIOBITHSI.
[IpoBepka MpaBUIBHOCTH
HaIMCaHUS CITyKEOHBIX ITHACEM.
XapakTeprucTuka 0COOEHHOCTEH
paboThI ¢ OOpaIeHUsIMU
rpakJIaH.

CocraBienue u opopmiieHHE
00pa31oB JOKYMEHTOB I10
o0palIeHusIM TpaKIaH.3asBICHHUE,
peUIoKEHUE, MPOCcKoa.
Pabota ¢ nokymeHTamMu




KOH(UIEHITMATEHOTO XapaKkTepa,
B TOM YHUCJIC C IOKYMEHTAMH I10
JUYHOMY COCTaBY.

Tema 4. CoctaB u yuer | CocTaBiaeHHE CXEMBI 3HAKOMCTBO C IPUHIUIIAMU 6

o0Bbema JIOKYMEHTOIIOTOKOB OpraHu3alfy JOKyMEHTO000poTa.

JOKYMEHT0000poTa MOCTYTAIOMICH, BHYTpeHHEH | YueT o0beMa JOKyMEeHTO000poTa.

U OTIIpaBIIsIeMOM OcoOenHocTy premMa, epeaadu
JOKYMEHTALlUU U JIOCTaBKH JJOKYMEHTOB.

Onpenenenre NyTeil NOJTyYECHUS U
OTIIPABKH JJOKYMEHTOB, MTOPSIKA
nepesavyu JOKyMEHTOB BHYTPH
YUPEXKICHUS.
AHanu3 ABMKEHUS BXOJSIIETO,
UCXOJIAIIETO U BHYTPEHHETO
JIOKYMEHTO000pOoTa.
CocraBnenue o0Opasua xypHaia
pPErucTpaluu JOKYMEHTOB.

Tema 5. Kontposb 3anonHeHue xKypHaioB yuera | CocTaBiieHHE TaOIUIIbI 6

UCIIOJTHEHUS JIOKyMEHTaIu! «Xapaxkrepuctuka BunoB KU /I».

JIOKYMEHTOB [ToaroroBka u opopmiieHue
OJIaHKOB KYPHAJIOB PErHUCTPALlUU
10 Pa3JINYHON HAIIPABICHHOCTH.
Peructpanus Bxoasmmx
JOKYMEHTOB B JKypHaJlaX y4eTa u
KapTOTeKax.
Perucrpanus ucxoasmmx
JOKYMEHTOB B JKypHaJjlaX y4yeTa u
KapTOTEKax.
Perucrpanus BHyTpeHHUX
JOKYMEHTOB B JKypHaJlaX y4eTa u
KapTOoTeKax.
DUKCUPOBAHUSA OTMETKH 00
UCTIOJIHEHUH JOKYMEHTA B
KypHaJIax perucTpanuu
BXOJIAIINX, UCXOJAIINX U
BHYTPEHHUX TOKYMEHTOB
OpraHu3aIMH.
Nroro mo ITM.01 36

IIM.02 Opranusanus

apXMBHON U

CIIPABOYHOM

HHopManOHHOI

padoTsI o

AOKYMEHTaM

OpraHu3anuu

MK 02.02 u apxuBbI

OpraHu3anui

Tema 2.1 3HAKOMCTBO C 3HaKOMCTBO C OCHOBHBIMU 6

I'ocynapcrBenHsle U NesITeTbHOCTBIO U TpodmieM | nojoxeHusmMu O3 PO «O6

MYHHUIIUTIAJIbHBIC apXuBOB apXUBHOM Jiejie B POy.

aApXHUBBI

W3yueHne BUIOB apXUBOB
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TOCYJapCTBEHHBIX U
HEroCyJapCTBEHHBIX
OpraHu3aIyii, X CTaTyc.
PaccmoTpenne 0CHOBHBIX
(GYHKIHN BETOMCTBEHHBIX
apXMBOB..

OcobenHocTr pabOTH ApXUBOB
OOIIECTBEHHBIX OpraHU3aIUi.
PaccmoTpenue tunonoruu
¢dhoH10B, 0COOCHHOCTEH
KOMILIEKTOBAHUS M SKCIIEPTU3BI
LIEHHOCTHU JJOKYMEHTOB.

Tema 2.2 HayuHo-
nH(pOpPMAIMOHHAS
JesITeIbHOCTD
rOCyJapCTBEHHBIX
apXHBOB.

Cocrasnenune
MH(}OPMaLMOHHBIX
JIOKYMEHTOB U 0a3bl JaHHBIX
APXMBHBIX YUPEXKICHUN

3HaKOMCTBO ¢ 0a3aMM JaHHbBIX
APXHUBHBIX YUPEXKICHUM.
Nzyuenune popmupoBaHus
€IMHOT0 apXUBHO-
UH(POPMALIMOHHOTO
IPOCTPAHCTBA.

AHanu3 npaB 1 00s3aHHOCTEN
apXHMBOB U UX I10JIb30BATEIICH.
Paccmotpenue coctosHus
HOPMAaTHUBHO-TIPABOBOM 0a3bl,
perjIaMeHTHPYIOILEH BOIPOCHI
J0CTyTa K apXUBHBIM
JOKYMEHTaM.

H3ydenue BuaOB
MH(POPMALIMOHHBIX IOKYMEHTOB.
OcoOeHHocTH A0CTYIA K
apXUBHBIM JJOKyMEHTaM U
ApXUBHOW TOKYMEHTHOMN
UHpOpMaLIUH.

CucremaTtu3zanus KapToueKk u
o(opMIIeHHEe KaTaloroB

Co3anue U BeIeHUE KaTaIOTOB.
Opranuzanus u METoauKa paboThl
10 COCTABJICHUIO U BEJCHUIO
KaTaJoToB.

WNHnexkcupoBanue u
peIaKkTUpOBaHUE KapTOYEK.
OT60p 1 00BETMHEHNE KAPTOUYCK
nepes BKIFOUEHUEM B KaTaJjor.
Metoanka cocTaBiIcHUA
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 GoHaa.

CocraBiieHHEe OCHOBHBIX ATaloOB
MOMCKA IOKYMEHTOB B
JIETIOTIPON3BOJICTBE U aPXUBE
YUPEKICHUS.

Odopmnenue 3ampoca B
rOCyZapCTBEHHBIN apXUB.
WCTIOJTHEHHUE 3alPOCOB B
rocyJapCTBEHHOM apXUBE.
IIpenocraBienne JOKYMEHTOB
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JUISL U3YYEeHHS B UNTAIIBHOM 3a1e
apxuBa. M3ydeHnue nopsaka
pacceKkpeunBaHus apXUBHBIX
JTOKyMeHTOB. OCOOEHHOCTH
paboThI C apXUBHBIMU
JOKYMEHTaMHU 3a IpeJeIaMu
YUPEXKICHUSI.

Tewma 2.4. Opranuzanus paboTsI IO OcoOeHHOCTH TYOJIUKAIIMOHHOW | 6
ITy6nukannonHas HaY4YHOMY U3aHUIO NeSITeIbHOCTH apXHBOB.
JeSITeTbHOCTD JOKYMEHTOB N3yuenne OCHOBHBIX
roCyJJapCTBEHHBIX HarpasJIeHUH yOIMKallMOHHOM
apXH1BOB JeSITeTbHOCTH apPXHBOB.
Opranuzanus paboTsl O
HAYYHOMY M3aHUIO JOKYMEHTOB.
O000111eHEe OCHOBHBIX THIIOB,
BUIOB U (popM myOsmKanuit
JIOKYMEHTOB.
Apxeorpadpudeckoe opopmiieHIE
JIOKYMEHTOB.
OdopmieHre COOTBETCTBYIOIICH
JOKYMEHTAIUH.
Tema 2.5. OcHOBHBIE N3yuenue cocraBa N3yuenue otpacieBoi CUCTEMBI 6
HalpaBJiICHUs HAy4yHO- | CIIPaBOYHO- Hay4YHO-TEXHUYECKON
HCCIIeIOBATENbCKOW M | mH(popMarmonHoro ¢poHaa UHPOpPMaLIUU B 00J1aCTH
Metoanuyeckon pabotsl | (CUP) rocymapcTBEHHOTO JIOKYMEHTOBEJICHUS U apXUBHOTO
rOCyJapCTBEHHBIX apxuBa nena. VI3MeHeHre OCHOBHBIX
apXH1BOB ¢bopM HayuHO-
HCCIIEI0BATENbCKON pabOThI
apxuBoB. M3yyeHne oCHOBHBIX
dhopm MeTouecKon paboTHI.
PaccmoTpenue 3TanoB Hay4HOTO
WCCIICIOBAHMS.
3HaKOMCTBO C COCTaBOM
CIPaBOYHO-MH(POPMAIIMOHHOTO
¢onga (CUD) rocyapcTBEHHOTO
apxuBa.
OcobeHHocTH paboThI C
CIPaBOYHO-TIOMCKOBBIM
annapatom CUD.
Wroro mo I1M.02 36
IIM.03BbInosiHeHue
padoT Mo X0JIKHOCTH
cJIysKauero
JenonpounsBoaureib
M/K. 03.01
JlokyMeHTOBe1IeHUE
Tema 1. W3yueHne HOpPMaTUBHO — | 3HAKOMCTBO  HOPMAaTUBHO  —
Jlenonpon3BoICTBA KAK | METOMYECKOMN 0a3bl | METOIUYECKOM 0a3sbI
onHa U3 QyHKIHHA JIeNTOTIPOU3BOICTBA. JIeTIOTIPOU3BOICTBA.
yIIpaBIICHHUS. CocraBieHne OpraHMU3aLUOHHO-

MPAaBOBBIX JOKYMEHTOB (YCTaB,
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II0JIOXKEHUE, HHCTPYKIIUH,
MpaBWJIa BHYTPEHHETO TPYAOBOTO
pacropsiika).
Nzyuenue

JOKYMCHTOB.

KJIacCU(PUKAINH

Tema 2. Opranuzanus
TpyZAa paOOTHUKOB
CITYKOBI
JOKYMEHTAIMOHHOTO
obecrieueHus
ynpasieHus (JI0VY)

CocraBnieHue rpapudeckon
CTPYKTYPHOM CXEMBI
yupexaenus. [lonunnenue,
IIOJ0TYETHOCTb,
B3aUMO/ICHICTBUE
CTPYKTYPHBIX
MOApa3/IeICHUN:
HaIlpaBJICHUs U
OpraHu3aIOHHbIE (POPMBL.

3HAKOMCTBO c OCHOBHBIMU
CTPYKTYPHBIMHU

nmoapasaCICHUAMA OpraHnu3aliuu.

CocraBnenune u  oQopmIcCHHE
CTPYKTYpBI CITYKOBI JOV.
CocraBienue JOJKHOCTHOH

UHCTPYKIUU JAETOTPOU3BOIUTEINS.
Odopmnenue JIOJBKHOCTHOM
UHCTPYKIIUU JAETOTPOU3BOIUTEINS.
Opranuzanus u o0OpyIOBaHUE
pabouero MecTa
JIEJIONPOU3BOUTENS

N3yuyenune mecra u posid ciyKObl

JIeTTOTIPOU3BO/ICTBA B
rpadu4ecKoit CTPYKTYype
OpraHu3aluHy.

Tema 4. CocraBnenue u | AHaJIU3 COOTBETCTBUS Paccmotpenne  ¢dopmymsipa —

oopmiieHne odopMIIeHUS TOKYMEHTOB obpasia OpraHU3aIMOHHO-

CITy’KE€OHBIX OpraHu3aIlliil HOPMAaTHBHBIM | PAaCHOPSIIUTENEHBIX TOKYMEHTOB

JIOKYMEHTOB. MeToaudeckuM nokymeHtam. | (OPJ).

Bunsl 1 Ha3HayeHne OJIaHKOB.
TpeGoBanust K JOKyMEHTaM Hpu
ux U3TOTOBJICHUU Ha
NI€YaTaoIUX YCTPOMCTBAX.
Hcnonp30BaHne CTHIMCTUYECKHUX

HOPM npu COCTaBJICHUH
JOKYMEHTOB.

[IpaBuia odopmiieHus
IIJIAHOBOMJOKYMEHTALINH.
CocraBnenne u  oQopmIeHHE
porpamMMbl, IjlaHa, Tpaduka,

CXCMBI.
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Tema 6. Xpanenue
KaJpoBOi1
JOKYMEHTaluu

[IpoBepka npaBUIBHOCTH
dbopmupoBaHus A€,
cucTeMaTu3anus JOKyMEHTOB
B JieNax.

Nzyuenue ocoOeHHoCTeH
nepeaadn JIOKYMEHTOB Ha
apXMBHOE XpaHEHHE.

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

3amura TNEepCOHATBHBIX JIaHHBIX
pabOTHUKOB.

Cornacue Ha 00pabOTKyY
MEPCOHAIBHBIX JaHHBIX.
[MommmBKa nen, Hymeparusi
JIMCTOB, COCTABJICHUE
3aBEPUTEIBHBIX HAITUCEH 1
BHYTPEHHHUX OIIMCEH B JeNax,
odopmiteHrne 00I0KEK JCIT;
COCTaBJICHHE (YTOUHEHUE) CXEMBI
cucTeMaTH3anuu aen GpoHaa;
cucTeMaTH3alus ey B
COOTBETCTBUH CO CXEMOM;
cocTaBliieHHe U opopMiIeHne
onuceil nen. Ilepenaya nen B
apxuB yupexxaeHus. CoctaBieHue
aKTa O BBIACTICHUH JOKYMEHTOB K
YHUYTOXXECHUIO.

Tema 7. Opranuzauuu

,Z[OKYMGHTOO60pOTa
opraHu3anuun

B

Anammnz JIBIKCHUSA
BXOJAIIET0, HCXOIAIIETO U
BHYTPEHHETO
JIOKyMEHTO000poTa

N3yuenune oOmux npaBui
OpraHu3alK JOKYMEHTO000poTa
B opranusanuu. M3ydenue
OCHOBHBIX BUJIOB
JIOKYMEHTOTIOTOKOB.
Onpenenenre MyTeil NOJTyYEHUS U
OTIIPaBKU JJOKYMEHTOB, MOPSJIKa
neperayu JOKyMEHTOB BHYTPH
YUPEXKIEHUS.

BrrsicHenue nopsizika ydera
JIOKYMEHTOB, ITOICUET MPOLICHTA
KOPPECIIOHIEHIIMH, TTOY4EHHE T10
(bakcy u 3JIeKTPOHHOI! mmouTe.
[Ipuem u o6paboTka
MOCTYHAIOUINX JOKYMEHTOB.
DopMBbI perucTpalvu
JIOKYMEHTOB
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OnpeneneHne CUCTEMbI [IpuMeHeHne npaBuIT IEPBUYHOM 6
perucTpamnuu JOKyMEHTOB B | 0OpabOTKHU BXOASIIEH
YUPEXKICHUU. JOKYMEHTAI1H.

Odopmiienne KypHaaoB
perucTpamnuu J0KyMeHTOB.
N3yuenune nopsiika nepBUYHON
00pabOTKH MOCTYUBIIEH
KOPPECIOHIEHIIUY, ITPaBUII
npueMa, COpTUPOBKU U OTIIPABKU
JIOKYMEHTOB.

N3yuenue TpeboBanmil mpu
OpraHMU3ali COPTUPOBKHU
KOH(UICHIIMATBHBIX
JIOKYMEHTOB.

Paccmotpenue BuioB u
HA3HAYECHUSI CITYKEOHBIX
JIOKYMEHTOB.

Hrtoro o IIM.03 36

Hroro 108

4. YCJOBUSA PEAJIM3ALIMU YYEBHOM IMPAKTUKHU

4.1. TpeOoBaHUs K MaTEPUATbLHO-TEXHUYECKOMY 00€CIIEYEHUIO

[Iporpamma y4yeOHON MpaKTHKKM peaau3yeTcss B  ydyeOHbIX KaOuHeTax
«/lokymMeHTalMOHHOE O0ecTieueHue YIpaBlIeHUs», K APXUBOBEICHU.
O6opynoBanue yueOHOTO KaOMHETa:
- IOCA/I0YHbIE MECTa MO0 KOJIMUYECTBY 00YUaIOIINXCS;
- pabouee MeCTO PyKOBOAUTEIS MPAKTUKH.
TexHuueckue cpeacTBa 00Oy4eHUs:
- KOMITBIOTEP C JTULEH3MOHHBIM IPOTPaMMHBIM 00€CIIEUEHHUEM.
Mogens pabouero mecta pabotHuka ciayx0s1 JIOY.

4.2. UadopmarmonHoe odbecrieueHue o0ydeHus:

OcHoBHas nuTeparypa:

1. AuapeeBa B.U., JlemompousBOoJCTBO: OpraHu3anus W BEACHHE Jel: Yy4eOHO-
npaktudeckoe mocooue / B.M. Anapeesa. — 2-¢ u3n., nepepad. u gon. — M.: KHOPYC,
2011.

2. bacakoB M.U. JlokymeHTanmonHoe obecrieueHue yrnpapieHus. PoctoB H/loHy:
«®Denukcy, 2009.

3. bepesuna H.M., Jleicenko JI.M., Boponnoa E.Il., CoBpemenHoe
nenonpous3BoAcTBO. 3-¢ u3a. — CII6.: [Turep, 2007.
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4, T'amaxoB B. B. Opranuzamnus cekperapckoro oociyxupanus. M.: Mznarenbckuit
HEeHTp «Akaaemus», 2015.

5. KupcanoB M.B., CoBpemeHHOE JeJI0Npor3BOACTBO. YUueOHOe nmocodue. — 4-u3m.
— M.: UHOPA - M; HoBocubupck: Cubupckoe cornamenue, 2009.

6. Kyznemora T.B., Cekperapckoe neno. U3a. 6-e, uicnp. U AOMONTHEHHOEe — M.:
00O «KypHan «YnpasneHnue nepconanom», 2010

7. Jlenkesu4, JI.A. Kontponbnbie MaTepuanbl no npodeccun «Cekperapsy JLA.
JlenkeBuu. — M.: OULL Akanemus, 2010.

8. Makaposa H.B., Huxomaituyk I'.C., TuroBa .®. KomnbiorepHoe
JIEONPOU3BOACTBO: yueOHbIi Kypc. — CII6.: [Tutep, 2008.

9. ITerpor FO.A., Cekperapckoe aen0: HacCTOJbHAs KHHUTA CeKperaps-pedepeHTa /
IO.A. Iletpos, - M.: Omck — JI, 2007.

10. [Tmeaxko  A.B.  JlokymeHTarimoHHOE  oOecredeHue  ympaBieHus. M.:
N3 parensckuit neHTp «Akanemus», 2012.

11. Pymsinuna B. B. [IpaBoBoe perynupoBanue mpodecCHOHaNbHON NesSTeTbHOCTH.
— M., 2007.

12. CrentokoB M.B., O6pa3iibl TOKYMEHTOB I10 JJIONPOU3BOICTBY. (PYKOBOJICTBO K
cocrasiennto) — M.: «IIpuop-uzgat», 2011.

13. Teimenko AN. [IpaBoBOE obecrnieueHue npodeccuoHaIbHON
NeATeIbHOCTU Y UeOHUK. - PocToB-Ha-JloHy: «Denuxcy, 2007.

14. lkaryna B.U. [lpaBoBenenue. M.: U3narenbckuii ueHTp «Axagemus», 2012
[TeBmoBa E.A. [IpaBo ans npodeccuit u cnenuaibHOCTEH COIUaTbHO-9KOHOMUYECKOTO
npoduiia. M.: U3narensckuii neHTp «Axkagemus», 2012.

JlonoJiHUTENNbHAS TUTEPATYpa:
1. ®denepanbhbiii 3akoH OT 25.12.2000 No 2-OK3 «O T'ocymapcTBeHHOM repoe

P®»y.

2. ®enepanbHbli 3akoH «0O0 wuHbopManuu, uWHPOpMATH3ALUK U  3AIIUTE
uH(pOpMAIUNY.

3. ®enepanpubiii 3akoH oT 10.01.2002 Nel-®3 «OO6 smekTpoHHONH HHGPOBOI
TTOITIHICH.

4. Ocnossl 3akoHOaTeNbeTBA PD 0T 07.07.1993 Ne 5341-1 «O6 ApxuBHOoM (poHIIE
P® u apxusax».

5. Vka3 Ilpesupenta PO ot 06.03.1997 Nel88 «O6 yrBepxkaenuun Ilepeuns
CBeJICHNH KOH(DHICHIINATILHOTO XapaKTepay.

6. TunoBas WHCTpYKIMS II0 JEJIONMPOM3BOJCTBY B (pemepandbHBIX OpraHax
UCTIONHUTENbHOU BiacTu. — M.: Pocapxus, 2006.


http://www.twirpx.com/file/132730/
http://www.twirpx.com/file/132730/
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7. TOCT P 6.30-2003. VYuudumupoBaHHbIE CHCTEMbl JOKYMEHTAIIUH.
YuudunupoBanHas cucTteMa OpraHuU3allMOHHO-PACHIOPAIUTEILHON JOKYMEHTAIIMH.
TpeboBanus k opopmiieHuto JoKkyMeHToB. — M.: ['occtangapt Poccuu, 2003.

8. Ob6mepoccuiickuii kmaccudukaTop ympasieHdeckor mokymentamuu OK 011-
93. — M.: T'occranmapt Poccun, 1994.

9. JlemompomsBoactBo (OpraHusammsi W TEXHOJIOTHS  JOKYMEHTAITMOHHOTO
oOecrnieueHus ympanieHus): YueOHuK s By30B /Kysuernosa T.B., Cankuna JI.B.,
beikoBa T.U. u ap.; [lox pexn. npod. T.B. Kysnenosoit. — M.: KOHUTU-IINHA, 2012.

10. KpacaBuna A.C., Cekperapb pyKOBOJIUTENS OpraHU3AIMK U JEIOTIPOU3BOACTBO.
— M.: UHOPA-M, 2010.

11. Kymunosa B.H. IlpaBoBoe oOecneueHue npodhecCHOHAILHON AeATEILHOCTH.

VYyeonoe mnocobue. - CII0: Cankr-lIleTepOyprckuii  KoJemX yOpPABICHHUS U
DKOHOMHMKHU «AJIEKCaHAPOBCKUM Jnnei», 2010.

12. Mowucees P.H., CoBpemennoe noxkymenroseaenue / P.H. Moucees. — M.: ACT:
Boctok — 3aman, 2012.

13. HactonbHas kaura cekperapsi-pedepenta / .10 .baiikoBa. — M.: Dkcmo, 2007.

14. Hemoroma A.B., Cemuenko II.A., Jlemonpou3BOJACTBO  OpraHU3aIlUU:
MOJATOTOBKA, O(OopMIeHHE U BeaeHUEe JoKyMeHTanuu (75 00pas3loB OCHOBHBIX
nokyMeHTOB). — M.: Omera-JI, 2007.

15. IlpssaumeBa H.A. TlpaBoBoe obOecrnieueHne npopecCuoHaNIbHONU JEATEIbHOCTH.
VYuebHoe nmocobue i CTyICHTOB 3a04YHOTO OTAEJICHUs Bcex creruanbHocteld / Cocr.
[TpsanmeBa H.A. — KemepoBo: 13n-Bo Kemeposck. roc. mpod.-niex. koswtemka, 2008.

16. Cekperapckoe neno (0oOpasibl JOKYMEHTOB, OpraHHW3alds W TEXHOJOTHUS
pabotsl): yueb.mocodbue / B.B. I'amaxos, M.K. KopueeB {u nap.}; moxa. Pen. UK.
Kopneesa. — M.: TK Ben6bu, U3a-o [Ipocnexr, 2007.

17. CnpaBounuk cekperapsi-pedepenrta: IIpaktuueckoe mnocobue. — 4-e wu3m.,
nepepad. /ABrop-cocraBurens M.U. bacakos. — Poctos H//]: ®enukc, 2007.

18. CrentoxoB M.B., Cekperapckas npaktuka. — M.: [Ipuop-uznar, 2005.

19. TumonnHa H.IL IIpaBoBoe obecricucHUE npodecCHOHAILHOM
JesTeNIbHOCTU. Y4eOHoe MocoOue [Isl CTYIEHTOB CpEAHEro MpodeccrnoHalIbHOTO
obpazoBanusi. — CankTt-IletepOypr: Cankr-IlerepOyprckuii KojulemK yrpaBieHUS U
SKOHOMUKH «AJIEKCaHAPOBCKUM utieit», 2014.

20. PRO-Cexkperapuar: coo0111ecTBO cekpeTrapeit, ohuc-MeHeKepoB, MOMOITHUKOB
pyKOBOJUTENA. [DNEKTpoHHBIN pecypc]. — Pexxum pocryma: http://e.sekretariat.ru,
CBOOOIHBIN. — 3arl. ¢ FKpaHa.

21. TlepeyeHb AOMKHOCTHBIX HWHCTPYKUMH [DIEKTpOHHBIN pecypc]. — Pexum
nocryma: http://www.d-instrukciya.ru, cBod6oaHbIN. — 3ari. ¢ 3KpaHa.

22. Cexpetapb: UWHGOPMALMOHHBIA TOpPTal g CeKpeTaped [DJIeKTpOHHBIN
pecypc]. — Pesxxum mocryma: http://www.sekretary.net, ceo6oanbIii. — 3ari. ¢ 3kpaHa.



http://www.twirpx.com/file/736840/
http://www.twirpx.com/file/980712/
http://www.twirpx.com/file/1572622/
http://www.twirpx.com/file/1572622/
http://www.d-instrukciya.ru/
http://www.sekretary.net/
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23. TIpaBoBas cuctema «Koncynbrant [Tnroc»: http://www.consultant.ru.
24. TIpaBoBas cuctema «I"apanTy»: http://law.agava.ru.

[leprognyeckue U3MaHus:

1. KXypnan «CnpaBouHuK cekperaps u oduc meHemxkepa». Mzmatens: 3A0
«MU®DIPy». (MexayHapoaHblid HEHTP (GUHAHCOBO-PKOHOMUYECKOTO PA3BUTHA).

2. Xypunan «Cexkpetapckoe pneno». — M.: OO0 «Xypuan «Ympasienue
HEPCOHAIOM.

3. Kypnan «lemonpounssoactso» - M.: 3A0 «buznec-mkona «uten-Cunresy.

4.3. JleMOHCTpaIIMOHHBIEC U Pa3AaTOYHBIE MATEPUAIIBI:
1. Bunael 6mankoB OPJ[. Mx xapakTepucTHKa, COCTaB PEKBU3UTOB M BApUAHTHI UX
PaCIOJIOKEHHUS.
2. TpebGoBanus K odopmieHuo OJaHKa T™HCbMa, oO0mero OnaHka, OJiaHka
KOHKPETHOTO BUJIa JOKYMEHTA.
3. Buasl nokymMeHToB B aenonpousBojacTBe. Kiaccudukanus 10KyMEHTOB MO BHUIaM
NEATEIBHOCTH.
4. OCHOBHbBIE PEKBU3UTHI JOKYMEHTA. XapaKTePUCTHUKA.
5. TpeboBanusi k OG(OpPMIICHHIO JaThl M HOMEpa JIOKyMEHTa. 3HauyeHUEe ITHUX
PEKBU3UTOB.
6. TpeboBanue Kk OQPOPMIICHHIO PEKBU3UTOB IO COCTaBY YJIOCTOBEPEHHSI JOKYMEHTOB
(meyaTp, MOANKUCH). 3HAUCHUE ITUX PEKBU3UTOB.
7. TpeOGoBanus Kk opopmiIeHHUIO TPU(POB COTNIACOBAHUS U YTBEPHKICHHUS TOKYMEHTOB.
8. Obmme TpeOoBaHUS K TEKCTY TOKYMEHTa, K 0(OPMIICHHIO PEKBU3UTOB 3ar0JIOBOK,
MPUIOKEHUE K TEKCTY.
9. TpebGoBanus k 0HOPMIICHHIO OTMETOK Ha IOKYMEHTaX. 3HAYCHUE 3TUX OTMETOK.
10. XapakTepucTKa M COCTaB OPraHU3AIMOHHBIX JOKYMEHTOB. TpeOoBaHHS K UX
0hOpPMIICHHIO.
11. XapakTepucTiKa ¥ COCTaB PAaCHOPSIUTENBHBIX JTOKYMEHTOB. TpeboBaHus K UX
0(hOpPMIICHHIO.
12. XapakTepucTika ¥  COCTaB  CHPaBOYHO-MH(POPMAIMOHHBIX  JOKYMEHTOB.
TpebGoBanus k nx 0hOPMIICHUIO.
13. OcoGeHHOCTH COCTaBIICHHS JOKYMEHTOB ¢ oMol [I9BM.
14. TlognuauuK, konus. Buasl konuit. TpeOoBanus k ux ohoOpMIICHUIO.
15. [IpaBwiia BbIJ1auy KOMHM TOKYMEHTOB.
16. TpeboBanus k opopMIICHUIO TeJe(HOHOTPAMM.
17. Buasl HoMeHKIaTyphl jaei. [lopsgok coctaBieHus, 0opMIeHUsI, YIOCTOBEPEHUS,
IPUMCHEHUS.
18. DkcnepTr3a HIEHHOCTH JOKYMEHTOB.
19. Cpoxku xpaHeHHUs TOKyMEHTOB.
20. ITpaBuia MOATOTOBKH JIeTT K CJJa4€ B BEAOMCTBEHHBIN apXHB.
21. Opranuzanus IeJI0MpOU3BOJCTBA MO JOKYMEHTaM, COAEPKAIIUM KOMMEPYECKYIO
TalHy.
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22. TpeboBaHus K 0(QOPMIICHUIO TTPUKA30B 0 JUIYHOMY COCTaBY (TIPHEM, YBOJIbHEHHE,
epeBo/).

23. TpeboBaHus Kk 0OPMIICHHUIO JIMUYHBIX KapTodeK (popmbl T-2.

24. TpeboBaHus K 0(hOPMIICHUIO JIMYHBIX JIE]I.

25. TpeboBaHus K 0hOPMIICHUIO TPYAOBBIX KHUKEK.

26. TpeboBanus K OQOPMIICHHIO JOKYMEHTOB JIMYHOTO XapakTepa (aHkeTa,
aBroomorpadus, pe3rome).

27. Ilpuka3s - mpaBuiia cocTaBiIeHUS U OHOpPMIICHUSI.

28. IIpoToko: - MpaBUiIa COCTABICHUS U 0(OPMIICHHUS.

29. AKT - mpaBmIIa COCTaBICHUS U OPOPMIICHUSI.

30. JlomKkHOCTHAS MHCTPYKIUS - IPABUJIa COCTABICHUA U OPOPMIICHUS.

31. loknanHas 3amucKa - IpaBujia COCTaBIECHUS U 0(OPMIICHUS.

32. CnpaBka - mpaBuiia COCTaBJICHUS U 0POPMIICHUSI.

33. JloBepeHHOCTh. BUJibI 1OBEpEHHOCTE.

34. PexBu3uThl - 3MOJIeMa OpraHu3ali WM TOBAapHBIA 3HAK, MOJIHUCH, TEKCT,
3aroJjI0OBOK.

35. [lucbma - mpaBuiIa cocTaBlieHUs U 0(hOPMIICHHUS.

36. PexBU3UTHI - CIIpaBOYHbIE JaHHBIE 00 OpraHu3alyu, TpUd OrpaHUYCHUS TOCTYIA K
JTOKYMEHTY, TI€4aTh.

37. PexBU3UTHI: CCBHIJIKA Ha PETUCTPALMOHHBIA HOMEpP W JaTy JOKYMEHTa,
HAaMMEHOBAHME BUJA TIOKYMEHTA, Tpr( COTIacoBaHUs.

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

4.4. O6mume TpeOOBaHUS K OpraHU3alMKi Y4eOHON MPaKTUKU
VYyeOHast  mpakTUka  SBIseTCSl  0OsA3aTeNbHBIM  Pa3lelioM  OCHOBHOM
npodeccruoHanbHON MpOrpaMMbl TIOJATOTOBKH. YueOHas MpakTHKa HampaBlieHa Ha
dbopMupoBaHWEe Yy CTYJIEHTOB TMPAKTUYECKUX  MPOPECCHOHAIBHBIX  yMEHUH,
MpUOOpPETEHUE MEPBOHAYAIBHOTO MPAKTHYECKOrO0 ONbITa. Y4eOHas MpakTHKa
peanuzyercst pu ocBoeHuu mnpodeccuonanbuoro moayiaslIM.03 Brimonnenue padbot
0 JOJLKHOCTH cityxamero 21299 Jlenonpon3BoauTENb.
VYyebHasi TNpakTUKa MPOBOJUTCA KOHILIEHTPUPOBAHHO TMOCJHE  HM3yYCHHUS
TEOPETUUECKHUX BOMPOCOB MPO(HECCHOHATBHOTO MOTYJIS.
B nepuoa npoxoxaeHus MPaKTUKU CTYICHTHI 00sS3aHbI:
- BBITIOJTHSATH B TIOJTHOM 00BEME ITPOrpamMmy MPaKTHUKH;
- UCTIOJHSATH MOCTABJICHHbIE PYKOBOAUTENEM MPAKTUKHU 3aJ1a4M, BBIMOIHATh 3a/la4yu U
Pa3oBbI€ OPYUYEHHSI PYKOBOAUTEIS MPAKTUKHY;
- U3y4aTh, CUCTEMATU3UPOBATh U AHAIIU3UPOBATH MaTEPHAIl B COOTBETCTBUU C IJIAHOM
paboThI, COMIACOBAHHBIM C PYKOBOJIUTEIEM MPAKTUKU.
[TpodeccnonanbHpIil MOTYJIb HE MOKET CUUTATHCSI OCBOCHHBIM, €CJIH CTYICHTHI
HE BBIMOJHWIN 0€3 YBaXHUTEIBHOW NPHYMUHBI MPOTPAMMy TMPaKTHKUA. B ciydae
YBKUTEIIbHOW MPUUUHBI CTYACHTHI HAIIPABJISIOTCS HA MIPAKTUKY BTOPUYHO.
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JIHEBHUK SIBIIAETCS OAHUM M3 OCHOBHBIX JTOKYMEHTOB IpakTHKaHTa. CTyIaeHT
JOJDKEH €KEJIHEBHO KPAaTKO 3alKChIBAaTh B JHEBHHUK BCE, YTO UM CIEJIAHO 32 JACHB 110
BBITIOJIHEHUIO KaJICHJAPHOTO Ipaduka MpoxXokaeHus: npakTuku. Ilocie 3aBepiieHus
MPAaKTUKU JHEBHUK BMECTE€ C OTYETOM JOJKEH OBITh MPOCMOTPEH PYKOBOAMUTEIEM
MPAKTHUKH, KOTOPBINA MTOANKUCHIBAET €TO.

[Io uroram NpakTUKH CTYJIEHTHI NPEICTABILIIOT OTYET. B oTuere orpaxaercs
MpojiellaHHasl CTYyJIEHTOM paboTa ¢ 00s3aTeNbHBIM YKa3aHUEM JIEHCTBYIOIINUX
UHCTPYKTHUBHBIX MaTEPHAJIOB, METOJIOB BhINOJMHEHUsI paboThl. K oTuery mpumiararorcs
KOIUU JIOKYMEHTOB, PACKPBIBAIOLIUX COJIEpKAHUE U (POpMY ONpE/IeTICHHBIX Olepalui
U Jp.

OdopmiieHne oryeTa HauyMHAeTCs 3a 1 J€Hb 1O OKOHYaHUS NPAKTUKUA Ha
OCHOBAaHHWH JHEBHUKA, B COOTBETCTBUH C rpapuKoM ee mpoxoxaeHus. OdopmieHHbIN
OTYET CIAETCS PYKOBOJMTEINIO IpakTUKU. K oTuery nmpunararorcs:

- THEBHHK, 3aBEPEHHBII MOMUCHIO PYKOBOAUTEIS MPAKTUKY;
- IPOEKTHI ¥ KOIIMH JOKYMEHTOB, COCTABJICHHBIX TPAKTUKAHTOM.

Crava oTyéTa Mo MPaKTHUKE OCYIIECTBIISIETCS B IOCIECIHUIN JEHb IPAKTUKH.

Pemenne 00 ycrnemHoM 3aBeplICHUN MPAKTUKU MPUHUMAETCS PYKOBOAUTEIEM
IPAKTUKA HAa OCHOBE AaHajlu3a MPEJICTABICHHBIX MATEPUAIOB B COOTBETCTBUU C
VHJIABUAYAJIBHBIMUA 3aaHUSIMH U OTPAXKAETCS B XapPaKTEPUCTHKE M ATTECTALMOHHOM
JIUCTE.
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5. KOHTPOJIb 1 OLIEHKA PE3YJIbTATOB OCBOEHMUSI
YUYEBHOU MPAKTHUKH

PesyabTaTsl 00yyeHus
(0CBOEHHBIH MPAKTHYECKHUI ONBIT)

®opmMbI U METOAbI KOHTPOJISA
U OLIEHKHU Pe3y/JbTAaTOB 00y4eHHs

KoopaunupoBats paboTy opranuzanuu
(TpUeMHOM PyKOBOJMTEIIS), BECTH IIPUEM
HOCETUTENEH.

OdopMIsATh U pEruCTPUPOBATH
OpraHU3alMOHHO-PACTIOPSIUTEIHHBIC
JOKYMEHTBI, KOHTPOJIMPOBATh CPOKH HX
WCTIOJTHEHUS

OO6pabaTeIBaTh BXOAAIINE U HCXOISIIHEC
JIOKYMEHTBI, CHCTEMaTU3UPOBATh X,
COCTAaBJISITh HOMEHKJIATYPY €1 U
(hopMHPOBATh TOKYMEHTHI B JeJIa

CamocrosiTenbHO paboTaTh € JOKYMEHTAaMH,
coJiepKaluMHU KOH(HICHIIHATHHYIO
UH(POPMAIIHIO, B TOM YHCJIE C JOKYMEHTAaMH I10
JMYHOMY COCTaBYy

OCYH.[GCTBJ'IS[TB IMOATOTOBKY ACII K MEpeAavuc Ha
APXHUBHOC XPaHCHUC

CocraBiATh OmHMCH  Jiel, OCYILECTBIATH
IIOATOTOBKY J€1 K Ieperadye B apXUB
OpraHu3anuy, roCyZapCTBEHHBIE u

MYHUIHUIIAJIBHBIC apXHBbI

OKcnepTHas OLEHKA IPaBUJIBHOCTH
BBINOJIHEHUS 33aJaHUH y4yeOHOW MPAaKTUKH;
Ocy1ecTBieHHE KOPPEKIIUH

(McTpaBJICHHE) CACITAHHBIX OMHUOOK HA HOBOM
YPOBHE IpejIaracMbIX 3aJIaHHil;

— NpaKTUYECKUE 3a/1aHus 110 paboTe ¢
uHpopManuei, JOKyMeHTaMu, JTUTEPATypPOi;

— MOATOTOBKA U 3alIUTa UHAUBUAYAJIBHBIX U
IPYNIOBBIX 3a/laHui y4eOHOI0 XapakTepa.

— 3KCIIEpPTHAs OLIEHKA MPaBUIILHOCTH
BBITNIOJTHEHUS 33/1aHNUS;

— MOHUTOPUHT POCTa TBOPUYECKOMH
CaMOCTOSITEJIbHOCTH U HAaBBIKOB IOJTY4YEHHUS
HOBOTI'O 3HaHMA KaX/IbIM 00yUarouMcs

— (opMHpOBaHUE PEIYTBTATOB MPOXOKIACHUSI
CTYAECHTOM IPAKTUKHU HA OCHOBE CYMMBbI
PE3yJIbTaTOB TEKYLIETO

KOHTPOJIS.

—BbIOOP ONTUMAJIbHBIX CLIOCOOOB

JIEUCTBUI U3 PaHEE U3BECTHBIX;

— crnocoOHOCTh paboTaTh B IPyNIE U YMEHHE
IIPEJICTABIIATh KaK CBOIO, TAK U MO3ULIUIO
IPYIIIBL

OneHka ¥ aHaJIW3 HUTOTOB MPOXOXKICHUS
yueOHOI MPaKTHKH.

[IpoBepka TpPaBWIBHOCTH COCTABJIEHUS U
opopmieHHsT B YCTaHOBJIEHHBIE  CPOKH
OTYETHOW JJOKYMEHTAIMH 110 IPAaKTUKE




