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Peuensus
Ha nporpammy y4yeOHOM NpaKTHKH
ITo cneunanbuoctu 46.02.01. JJokymenTannonnoe obecneuenne ynpapienus
H apXHBOBeJeHHE

Hannas mnporpamma yueGHOM mpakTuku cooTBercTByeT PeepalibHOMY
rocy 1apcTBEHHOMY 00pa30BaTeIBHOMY CTaHIAPTY CPEeAHEro ImpodeccHOHaTbHOrO
obpazosanus mo crnenmansHocTH 46.02.01. JlokymeHTanMoHHOE obecrnedeHwue
yIpaBlIeHUs U apXUBOBEICHHE.

Ilens mporpammel — ofecriedeHne €IMHBIX TMOAXONOB K OpPraHU3alMH U
MPOBE/ICHUIO y4eOHOH MPAKTHKH, OKa3aHHE MeTONWYECKOH MOMOIIM CTYAEHTaM
koyutemka. CBOeBpeMeHHOe 3HAKOMCTBO C [POrpaMMOil MO3BOSET CTYASHTaM
MICUXOJIOTHYECKH HACTPOMTLCA M IOACOTOBUTHCS K  PEIIEHHIO TPYIHBIX
npo¢ecCHOHANIBHBIX 3a/1a4.

Conepxanune ydeOHOM NpakTHKH pa3spabOTAHO ¢ JOCTATOYHOH CTEIEHBIO
nonmHoTel. IlepedeHs ocBaMBaeMbIX yMEHHIlT M  NPaKTHYECKOrO  OIBITA
cooTBeTcTBYeT Tpebosanmsam PI'OC CIIO, KOHKpeTH3UPYETCsl U PaCIIUPAETCs B
comepkaHuu y4eOHBIX 3aHATHH. B KoHIme mnporpamMmel ykasaH IepedeHb
pexomeHayeMol auTtepartypsl u MHTepHeT-pecypchl H  (OPMBI  KOHTPOJIS
(GopMUpPOBaHHS yMEHHI U KOMIIETEHIIMHI CTYIEHTOB.

Bripaxxena npodeccronansHast HaIpaBleHHOCTh [IPOrpPaMMBL.
[MpesycMaTpuBaloTCsl  OBNAJEHHE  CTYdEHTAMH YMEHHEM  BHEAPSITh B
MPaKTUYECKYIO JIEATENILHOCTh U3YUEHHBIE TEOPETHUECKHE MTOJ0MKEHUS.

Conmepkanue oTpaxkaeT IOCAEN0BATENLHOCTE (POPMHPOBAHUS 3HAHMIA,
ykasanubix B ®I'OC. B nonnol Mepe oTpaxeHs! BU/bl paboT, HanpaBleHHbIE HA
npuoOpeTeHHe yMeHUH.

Penlensupyemast mporpaMma sBJISETCS BaXKHBIM 3JEMEHTOM OCHOBHOIM
npodeccronanbHOM 00pa3oBaTeNbHON MPOrpaMMBl IO crienuansHocTH 46.02.01.
JlokyMeHTalnoHHOoe obecneueHne yIpaBleHus U apXHUBOBEICHHE,
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Penensus
Ha nporpammy y4eGHOIi NpakTHKH
ITo enennansuocTu 46.02.01. lokymenranuonnoe obecneyeHne yHpaBJieHHs
H apXHBOBeIeHHE

JlanHas ~ mporpamMma  IPOHM3BOJACTBEHHOH  HPAKTHKH  COOTBETCTBYET
DestepanbHOMy TOCYAAapCTBEHHOMY 00pa3oBaTellbHOMY CTAHAApTy CpPEIHEro
npogecCHoHaNBLHOro oOpa3oBaHus 1o CIEeLHaTbHOCTH 46.02.01.
HokyMeHTanuonHoe obecreyeHHe yNpaBlieHHs W apxuBoBeseHue. IIporpamma
y4eOHO#M NPaKTUKH OTPa’kaeT NPOU3OLIEAIINE W3MEHEHUS CHCTEMbI 0Opa30BaHMsl,
TpeOOoBaHMH K NPO(eCcCHOHATBHON KOMIIETEHTHOCTH CIIEIMaINCTOB.

Conepikanne Kaaoi TeMbl HalpaBIeHO HA (OPMHPOBAHUE OMPeeNeHHOM
npodecCHOHANBHON KOMITETEHIHH.

[Iporpamma mpeaycMaTpuBaeT pasHOYpPOBHEBOE OOydYeHHe H OTpaXkaeT
WHIWUBUYaIbHBIA MOAXO0 K 00ydarommmMes.
B mporpamme yureHa crenuduka y4eGHOro 3aBeJieHHs W OTpaXKeHa
NpaKTHYeCKas HalpaBIEHHOCTh Kypca.

Cogmepxanne palouedl mporpaMMbl —OXBAaTBIBA€T BECh  MaTepHall,
HEOOXOMMMBIH 111 00yueHHs CTYNEHTOB CPeIHHMX MPO(eCCHOHANBHBIX YHeOHBIX
3aBEICHUH.

Peniensupyemass mporpamMma COIEp)XKHT BCe HEOOXOIMMBIE KOMITOHEHTSHI,
obnagaeT NOCTAaTOYHON MONHOTOH M 3aKOHYCHHOCTHIO M SBISETCS BAKHBIM
3J€MEHTOM OCHOBHOHW MPO(eCCHOHANLHON 00pa3oBaTeEHON MNpOrpaMMbl MO
cnenuanproctd  46.02.01. JloxymenTaumoHHoe o0ecriedyeHre yrpaBieHHs |
apXHMBOBEJICHHUE.
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1. ITACITOPT ITPOI' PAMMBI YVUEBHOM 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 4YacTbi0 yd4eOHOro Ipolecca W HalpaBieHa Ha
(opMupoBaHHE Yy CTYACHTOB OOMMX U NPOPECCHOHATIBHBIX KOMIIETEHIIUM
IpUOOpETEHNE MPAKTHUYECKOTO OMbITa MO BUAAM NPOPECCHOHAIBHON JEATEIbHOCTH
(manee BII).

1.2.llens y4eOHOI mMpakTUKH - OOECMEYHUTH IOCIIEAOBATEILHOCTD OBJIACHUS
CTYJIEHTaMH CHCTEMOW MNpOo(eCcCHOHANBHBIX HABBIKOB M NEPBOHAYAIBHBIM ONBITOM
MPaKTUYECKON PabOTHI.

1.3. 3amaun yueOHOM MPaKTUKU:

- pacIIMpeHHEe U 3aKpeIIEHUE TEOPETUUECKUX 3HAHUH 1Mo o0menpodecCuoHaIbHbIM U
CHELUATIbHBIM UCHUTIIINHAM;
- (hopmupoBaHUe NMPO(PecCHOHAIBHBIX YMEHUI;
- NpuoOpeTeHne MEPBUYHBIX YMEHUH OOpaOOTKM JOKYMEHTOB pAa3JIMYHBIX CHUCTEM
JOKyMEHTalMi, pabOThl B apXWBE OpraHU3alud, padOThl C HOPMATHBHBIMH U
3aKOHOJIaTEIbHBIMU AKTaMU, CIIPABOYHOM JINTEPATYpPOI U IPYTUMU UCTOYHUKAMMU.

B xoze ocBoeHust mporpamMMbl MPOU3BOJCTBEHHON MPAKTUKU CTYACHT TOJKEH:
nmo IIM.01 Oprasu3anusi JOKYMEHTALMOHHOIO o0ecnedeHUsl YNPAaBJICHUS M
(pYHKIIMOHMPOBAHMSA OPraHU3ALUI
B pe3ynbTaTte uzydenus npohecCuoHaIbHOTO MOYJIA 00yYaroIUiCs TOJKEH:
UMETh ITPAKTUYECKUN OIBIT:
OpraHM3aliy JOKYMEHTAIIMOHHOrO 00ecrevyeHUs YyIpaBieHus U (yHKIHOHUPOBAHUS
OpraHu3alNy;
YMETb:
IPUMEHATH HOPMATHBHBIE ITPABOBBIE AKTHI B YIIPABICHUYECKOU I€ATEIbHOCTH;
[OJTrOTABIMBATH NPOEKTHI YIIPABIEHYECKUX PEIICHU;
oOpalaTeiBaTh BXOAAIIME M MCXOAAIIUE JOKYMEHTBI, CHCTEMAaTHU3HpPOBaTh HX,
COCTABJISITh HOMEHKJIATYPY 11 U (POPMUPOBATH JOKYMEHTHI B J€IIa;
TrOTOBUTH U MTPOBOJIUTH COBEIIAHUS, I€TOBbIE BCTPEUH, IPUEMbI U TIPE3CHTALUY;
3HATh:
HOpPMATHUBHBIE TMPABOBbIE AaKThl B 00JacTM OpraHU3alMHU  YNPABIECHYECKON
NEATEIIbHOCTH;
OCHOBHBIE TTpaBUJIa XpaHEHUS U 3alIUThI CIY>KeOHON HHPOPMALIUH.
no I[IM.02 Opranu3anusi apXUBHOH M CHIPABOYHO-UH(POPMALIMOHHOI pPadoThI MO
AOKYMEHTAM OPraHUu3alHuu
B pesynbraTe u3yuenus npopecCHOHaIbHOTO0 MOAYIISI 00YYarOIIMICs TOJIKEH:
MMETh MPAKTUYECKUH OIBIT:



OpraHu3allMd apXUBHOW W CHPABOYHO-MH(GOPMAIIMOHHON pabOThl MO JOKyMEHTaM
OpraHH3alnY;
YMETb:
OpraHU30BbIBATH JEATEIHHOCTh APXUBA C YUYETOM CcTaTyca U Mpoduiis opraHu3alny;
paboTaTh B CUCTEMAX AJIEKTPOHHOTO JOKYMEHTO000POTa;
HCIIOJIb30BaTh B JEATEIBHOCTH apXHBa COBPEMEHHBIE KOMITBIOTEPHBIE TEXHOJIOTUU;
MIPUMEHATH COBPEMEHHBIE METOJUKH KOHCEpPBALMM M pPECTaBpallud apXHUBHBIX
JOKYMEHTOB;
3HATh:
CUCTEMY apxXuBHOro ympasieHus B Poccuiickon Pexepanum M OpraHU3aLUIO
ApxuBHoro ¢orna Poccutickoii denepannm;
CUCTEMY XpaHEHUs U 00pabOTKH IOKYMEHTOB.
no IIM. 03 BpinmosiHeHHe padoT MO OAHON MJIM HECKOJbKMM Mpogeccusim
Pado4uX, JOJKHOCTAM CIYKALIAX

B pesynbraTe ocBoeHUs Mpo¢eCCHOHATBLHOTO MOAYNSI OOyYarOUIUIiCs IOJKEH

yMeTh:
- KOOpPJIMHUPOBATh pabOTy OpraHu3auuu (IPUEMHOW PYKOBOIUTENS), BECTU IPHEM
ITOCETUTEIIEH.
- 0pOpMIISITE M PErUCTPUPOBATh OPraHU3ALMOHHO-PACTIOPSAUTENBHBIE JTOKYMEHTHI,
KOHTPOJIMPOBATh CPOKH MX MUCIIOJHEHHS.
- 00pabaTbiBaTh BXOJSIIME M HCXOJAIIME JOKYMEHTBHI, CHCTEMaTHU3UPOBATH UX,
COCTaBJISITh HOMEHKJIATYPY Je U (POpMUPOBAThH TOKYMEHTHI B JIeTia.
- CaMOCTOSTENIBHO padoTaTh C JOKYMEHTaMH, COJEPKAIIUMHU KOH(QUACHIHMAIBHYIO
UH(POpPMAIUIO, B TOM YHCIIE C IOKYMEHTaMHU M0 TUYHOMY COCTaBYy.
- OCYILIECTBIIATH MOATOTOBKY JIEJ K Mepefadye Ha apXUBHOE XpAHEHHE.
- COCTaBJIATh OINHCH JI€Jl, OCYLIECTBIATh IMOJATOTOBKY J€Jd K Mepenade B apXuB
OpraHM3aIliH, TOCYIapCTBEHHBIC M MYHUIIUTIAIbHBIC APXUBBHI.
- Npou3BO0UMb KOMNLIOMEPHBIU HAOOpP MeKCMOoBol UHGOpMayuu ¢ npUMeHeHUuem
MEmMOOUKU CNeno20 O0ecAmUnaibyego20 memooa Ha Kiasuamype nepCcoHAlbHO20
Komnvlomepa,
- cocmasnsames U 0QPOPMIAMb CLyHCeOHble OOKYMEHMbL 8 INEKMPOHHOM U OYMANCHOM
8UOe ¢ NpUMEeHeHUeM cpeocme KOMNbIOMEPHOU MEXHUKU,
- obpabamuvlieamsb doxymenmol co ckanepa 6 1C: Jlokymenmoobopom,
- pabomams ¢ 31eKMPOHHOU HOYMOLL,
- 8BINOIHAMb OUZHEC-NpoYeccyl NpuU KoaleKkmueHou pabome c¢ doxymenmamu 1C;
- cogepuiamsb NOUCK OOKYMEHMO8 U (atlios no uHgopmayuu.

B pesynbraTe ocBoeHus NMpodeCCHOHAIBLHOTO MOAYJSI OOyYaIOUIUIICS NOJKEH
3HATh:

— TEPMUHOJIOTHUIO JIEJIONPOU3BOJICTBA;

— TMpaBWia COCTaBICHHS M OQOPMIICHHS OPTraHU3ALMOHHO-PACTIOPSIUTENBHBIX
JOKYMEHTOB



— CHUCTEMY U TUNOBYIO TexHosoruto JOVY;

— OCOOCHHOCTH  JIEJIONMPOU3BOJCTBA IO oOpamieHusiM  TpakKJaaH U
KOH(UICHIIMATEHOTO JISTOMPOU3BOICTBA;

— o0mue npaBuia U GOpMbI PETUCTPALIUU IOKYMEHTOB;

— TEXHOJIOTMYECKHI MPOLECC KOHTPOJIS UCTIOJHEHHS IOPYYEHU PYKOBOIUTEIIS;

— MpaBWia W DITalbl COCTABICHUS U OQOPMIICHUS HOMEHKIATYphl JIeJ
OpraHu3aluy;

— TpeboBaHusA K (OPMHUPOBAHHIO JI€ B COOTBETCTBHM C HOMEHKIATYpOH e,
O0COOCHHOCTH CUCTEMATU3alUU OTJAEIbHBIX BUJOB JJOKYMEHTOB;

— TMpaBuja TEKYUIEro XPaHEHUs JI€JI B OpraHu3aluy;

— 3Tanbl HOATOTOBKH JIEJ K C/IaU€ Ha apXUBHOE XPaHEHUE;

— TpaBWJia OpraHU3alUK APXUBHOTO XPAHEHUS JE;

— OCHOBHblE  J]leMeHmbl  YCMpOoUcmea  KOMNbIOMEPHOU  KIAGUAmypbl,
pacnonodicerue 6YK8 U 3HAKOB,

— npasuna oghopmieHus mekCmoswvix OOKYMEeHMOo8,

— mpeboBanusi K opeanusayuu paboye2o Mecma onepamopa U HNpasuid
mexHuyeckou 6e30nacHocmu npu pabome ¢ KOMNbIOMEPHOU MEXHUKOLL,

— 1C:Jlokymenmoobopom,

— Xpanenue u docmyn K ooxymenmayuu 1 C;

— OusHec-npoyeccwvl npu KoiekmueHou pabome c ookymenmamu 1C;

— NOUCK OOKYMEHMOS.

1.4. PekoMeHTyeMO€ KOJIMYECTBO YacOB Ha OCBOCHHUE yueOHOH mpakTtuku- 108, B
TOM YHCJIE:

[IM.01 — 36 gacos;

IIM.02 — 36 yacos;

IIM.03 — 36 yacos;



2. PE3VJIbTATEI OCBOEHUSITIPOT PAMMbI
VUEBHOU ITPAKTUKU

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

OK 1. IloHumaTp CYIIHOCTh W COIMAIbHYIO 3HAYUMOCTh CBOEHM Oymyiien
npodeccuu, MPOSIBIIATH K He YCTONYMBBIN HHTEpEC.

OK 2. OpraHuzoBbiBaTh COOCTBEHHYIO J€STEIbHOCTb, BBIOMpATh THUIIOBBIC
METO/Ibl W CIOCOOBI BBHIMOJIHEHUS NpOo(EecCUOHATBHBIX 3a/ay, OIICHUBATh HUX
3¢ PEKTUBHOCTh U KAa4E€CTBO.

OK 3. IlpuHuMares pemeHHs B CTaHAAPTHBIX M HECTAHAAPTHBIX CHTYaLHSIX U
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 HHGOPMAIMOHHO-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
(MOIUYMHEHHBIX ), pe3yJIbTAT BBIOJIHEHUS 3a1aHUM.

OK 8. CamocTosiTeIbHO ONPEAEIIATh 3a/1a4i MPOPECCUOHAIBHOTO U IMYHOCTHOTO
pPa3BUTHS, 3aHUMAThCS CaMOOOpa30BaHUEM, OCO3HAHHO IIJIAHUPOBATH TMOBBIIICHUE
KBaJIM(PUKALIMH.

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

IIK 1.1. KoopaunupoBaTh pabOTy oOpraHu3alu (MPUEMHOH PYKOBOJIUTENS),
BECTH MPUEM IIOCETUTENEM.

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

ITIK 1.3. OcyuiecTBisiTh TOATOTOBKY JIENOBBIX MOE30K PYKOBOJIUTENS U JPYTUX
COTPYIHHMKOB OpraHU3aLlHH.

[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 BXOJISIIIINE u UCXOIAIINE JIOKYMEHTHI,
CUCTEMAaTU3UPOBATh UX, COCTABIISATH HOMEHKIATYPY J1e] U (POPMHUPOBATH TIOKYMEHTHI B
nena.

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



IIK 1.8. OcymectBisaTh TenedoHHOE 0O0CTYKUBAaHWE, IPUHUMATh U TIepeaaBaTh
(haKchl.

IIK 1.9. OcymiecTBiATh NOATOTOBKY A€M K IepeJadye Ha apXUBHOE XPAHECHUE.

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

IIK 2.1. OcyecTBiiATh 3KCIEPTU3Y LEHHOCTU 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
CIPaBOYHMKH MO JOKYMEHTaM OpTraHU3alHH.

[IK 2.4. ObGecneunBaTh MPUEM U pAIMOHAIILHOE pa3MEIlEHUE TOKYMEHTOB 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 OPraHU3allMOHHO-METOJUYECKOE PYKOBOACTBO H
KOHTpPOJIb 3a PaOOTOM apXyMBa OpraHu3allid WU 3a OpraHM3aleil JOKyMEHTOB B
JIEJIOITPOU3BOICTBE.

[IK 3.1.OgopmnsiTh M PperucTpupoBaTh OPraHU3aLUOHHO-PACTIOPSIUTEIbHbBIE
JOKYMEHTBI, KOHTPOJMPOBATh CPOKH UX UCIIOJIHEHUS.

[IK 3.2.TIpuHuMaTh M PETUCTPUPOBATH KOPPECIIOHACHIINIO, HAMpPABIATH €€ B
CTPYKTYpPHBIE MOAPA3/ACIICHHUS.

[IK 3.3.Bectn yuer moiy4aeMOil W OTHOpPABIsIEMON KOPPECHOHICHINH,
KapTOTEKy y4eTa MPOXOKACHHS TOKYyMEHTAJIbHBIX MaTepUaoB.

[IK 3.4.Cucrematu3upoBaTh M XpaHUTh JIOKYMEHTBI TEKYLIETO apXuBa,
OCYLIECTBJIATH NOATOTOBKY JIEJ K IIepeade Ha apXUBHOE XPAHEHHE .
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3. TEMATUYECKUU ITJIAH U COJEP)KAHUE

YYEBEHOU ITPAKTUKN
HaunmenoBanmne Tema ypoka y4eOHoiI Oobem
Coaepixanue yueOHOro
npogeccunoHATLHOT0 NPaKTHKHU JacoB
MaTepuaa
MOYJIAA
[IM.01 Opranuzanus
JAOKYMEHTAIHOHHOT0
odecnevyeHUus
ynpaBJjieHHusl U
(pyHKUMOHUPOBAHUS
OpraHu3anuu
MJIK 01.01
JoxymMeHTalMOHHOE
odecneueHue
ynpaBJieHUs
Tema 1. CoctaB 3HaKOMCTBO C HOPMATHUBHO- 6
yIpaBIeHYECKUX paBOBO 06a30it
JIOKyMEHTOB JICJIONIPOU3BO/ICTBA.
XapakTepucTuKa OCHOBHBIX
ITOJIOKSHUH 1O
JIOKYMEHTHUPOBAHUIO
YIPABJICHYECKON IE€ATEIbHOCTH
cornacuo I'OCT P 6.30-2003.
Nzyuenne obmiepoccuiickoro
KJaccugukaropa
YIPaBICHICCKUX JOKYMEHTOB.
PaccmoTtpenue TpeboBaHuMii K
YIPaBICHICCKUM JJOKYMECHTAM.
CocraBiieHrne UHCTPYKIUH 110
JICJIONIPOU3BO/ICTRY.
OdopmieHne HHCTPYKIIMH 110
JICIIOTIPOU3BOICTBY
Tema 2. Yuudunuposannasa | Paborac I'OCT P 6.30-2003 6

CHUCTEeMa OpraHU3aIMOHHO-
pacnopsAIUTEeIbHON
nokymenTaruu (OPJ]).

«YHUPHUIMPOBAHHAS CUCTEMA
OpraHU3aIMOHHO-
pacropsIuTeIbHON
nokymeHTaruu. TpeboBaHus K
0(OPMIICHUIO TOKYMEHTOB.
N3ydenne obmacTu 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
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Tema 3. Kmaccudukarus
OPJ1

Pa6ora ¢ pa3nuyHbIMU BUAAMH
pacTOpSANTENHHBIX 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
HEOOXOUMBIX MEPOTIPUSATHUH.
N3ydeHne peKBU3UTOB, BXOISIIIHX
B coctaB CUJI.

Odopmnenne o06pasos
CIPaBOYHO-MH(POPMAITMOHHOMN
JOKYMEHTAIIH.

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

Tema 4. CiyxeOHbIC
MMChbMa.

CocraBieHue pa3InyHbIX
00pasIoB CIyKEOHBIX IMHCEM:
MUCHMO-HAIIOMHHAHUE,
COITPOBOJIUTENIEHOE MUCHMO,
rapaHTUHHOE MHCbMO, TUCHMO-
3arpoc, opepra, MUCbMO-
HOJTBEPKIEHHUE, PeKJIaMallts.
XapakTepucTuka 0COOeHHOCTEN
odopMIIEHUS TOKYMEHTOB O
HaTpaBJICHUU B KOMaHIUPOBKY.
Odopmnenne npukaza o
HaIrpaBJICHUHN B KOMaH/IUPOBKY,
KOMaHMPOBOYHOTO
yJI0CTOBEpeHHsl, (PUKCHPOBAHHE
OTMETOK MIPHUOBITHS U BHIOBITHS.
[IpoBepka MpaBUIBHOCTH
HaIHMCaHUS CITyKEOHBIX ITHCEM.
XapakTepucTuka 0COOeHHOCTEM
paboThI ¢ OOpaIeHUsIMU
rpakJIaH.

CocraBienue u opopmiieHHE
00pa31oB JOKYMEHTOB IO
oOpaleHUsIM TpaKIaH.3asBICHHUE,
peUIoKEeHuE, Mpockoa.
Pabota ¢ nokymeHTamMu
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KOH(HICHIINATILHOTO XapaKTepa,
B TOM YHCIIE C IOKYMEHTaMH 110
JUYHOMY COCTaBY.

Tema 4. CocrtaB 1 y4eT
o0beMa TOKyMEeHT0000pOTa

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

AHanu3 ABMKEHUS BXOJISIIETO,
UCXOJISIIETO ¥ BHYTPEHHETO
JOKYMEHTO000pOoTA.
CocraBnenue o0Opa3ua xypHajia
pPErucTpaluy JOKYMEHTOB.

Tema 5. Kontpons
WCIIOJTHEHUS IOKYMEHTOB

CocraBnenue TabauIbl
«Xapakrepuctuka BusioB KN/ ».
[MonroroBka u ohopmieHne
0JIaHKOB YKYPHAJIOB PErUCTPaLUU
10 Pa3JINYHON HAIIPABICHHOCTH.
Perucrpanus Bxogammx
JIOKYMEHTOB B JKypHajlaxX y4era u
KapTOTEKaX.

Perucrpanus ucxoasmux
JIOKYMEHTOB B JKypHajax y4era u
KapToTeKax.

Peructpanus BHyTpeHHUX
JIOKYMEHTOB B JKypHajax ydera u
KapTOTEKaX.

DUKCHPOBAHUSA OTMETKH 00
VCIIOJIHEHUH JIOKyMEHTA B
KypHaJIax perucTpanuu
BXOJSIINX, UCXOAAIIUX U
BHYTPEHHUX JIOKYMEHTOB
OpraHM3alMH.

JnddepennpoBaHHbIi 3a4eT

Hrtoro o IIM.01

36

IIM.02 Opranu3zauus
apXMBHOH U
CIIPABOYHOM
HHpopMaALMOHHOI
padoThI o
AOKYMEHTaM
OpPraHM3aluHu

M/IK 02.02 u apxuBbI
OpraHu3anui

Tema 2.1 'ocynapcTBeHHBIE
Y MYHUIIUTIATIbHBIE aPXUBBI

3HAKOMCTBO C OCHOBHBIMH
nonoxerusmMu O3 PO «O6
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apXUBHOM Jieie B POy.
N3yueHne BUI0OB apXUBOB
rOCYJapCTBEHHBIX U
HETrOCYAapCTBEHHBIX
OpraHu3aIyii, UX CTaTyc.
PaccmoTpenne oCHOBHBIX
(GyHKIHN BETOMCTBEHHBIX
apXHBOB..

OcobenHocTH pabOTH aApXHUBOB
OOIIECTBEHHBIX OPraHU3aIUi.
PaccmoTpenue tunonoruu
¢dhoH10B, 0COOCHHOCTEH
KOMILIEKTOBAHUS M SKCIIEPTU3BI
[EHHOCTH JJOKYMEHTOB.

Tema 2.2 HayuHo-
nH(pOpMaLOHHAas
JeSITEIBHOCTD
roCyJ1IapCTBEHHbBIX apXHBOB.

3HaKOMCTBO ¢ Oa3aMM JaHHBIX
APXUBHBIX YUPEXKICHUM.
Nzyuenune popmupoBaHus
€MHOI0 apXUBHO-
UH(POPMALIMOHHOTO
IPOCTPAHCTBA.

AHanu3 npaB 1 00s3aHHOCTEN
apPXMBOB U UX I10JIb30BATEIICH.
Paccmotpenue coctosHus
HOPMAaTHUBHO-TIPABOBOM 0a3Hl,
perjIaMeHTUPYIOIIEN BOIIPOCHI
JI0CTyMa K apXUBHBIM
JIOKYMEHTaM.

H3ydenue BuaAOB
UH(POPMALIMOHHBIX JTOKYMEHTOB.
OcoOeHHocTH A0CTYMA K
apXUBHBIM JJOKyMEHTaM U
ApXMBHOW TOKYMEHTHOMN
UHpOpMaLIUH.

Co3anue U BeleHUE KaTaJIOrOB.
Opranuzanus u METoauKa paboThl
110 COCTABJICHUIO U BEJCHUIO
KaTaJoroB.

WNHnekcupoBanue u
pEAAKTUPOBAHUE KAPTOUEK.
OT60p 1 00BETMHEHNE KAPTOUYCK
nepes BKIFOUEHUEM B KaTaJjlor.
Metoanka cocTaBlIcHUA
yKa3aTeleu.

Metoanka moaroToBKU
CIIPaBOYHHKOB.

Tema 2.3 Pabora
UCCIIeIOBATENS C ApXUBHBIMU
JOKYMEHTaMU

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

Odopmnenue 3ampoca B
rOCy/IapCTBEHHBIN apXUB.
VCIIOJIHEHHUE 3aIPOCOB B
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roCyJapCTBEHHOM apXUBE.
IIpenocrasiieHre TOKYMEHTOB
JUI U3y4EHUsI B YUTAIBHOM 3aJle
apxuBa. M3ydeHnue nopsaka
paccekpeunBaHus ApXUBHBIX
JTOKyMeHTOB. OCOOEHHOCTH
paloThI ¢ apXUBHBIMU
JOKYMEHTaMHU 3a IpeJeIaMu
YUPEKACHUS.

Tema 2.4. [TyOnukarimonHas
JESITEIbHOCTD
rOCYJapCTBEHHBIX apXUBOB

OcoOeHHOCTH TYOJIMKAITMOHHOM
JeSITeIIbHOCTH apXHBOB.
N3yueHue OCHOBHBIX
HaIpaBJeHUH MyOIUKAIIMOHHON
NeSTEIbHOCTH apXUBOB.
Opranu3zanus paboTsl IO
HAyYHOMY M3IaHHIO JIOKYMCHTOB.
O000111eHEe OCHOBHBIX THIIOB,
BUJIOB U (DOpM ITyOTHKAIT I
JIOKYMCHTOB.

Apxeorpadpudeckoe opopmiIeHHE
JIOKYMCHTOB.

OdopmieHre COOTBETCTBYIOIICH
JIOKYMCHTAITUH.

Tema 2.5. OcHoBHEBIE
HaIlpaBJIEHUsl HAy4HO-
HCCIICIOBATSIILCKON U
METOINYEeCKOi paboThl
TOCYAapCTBEHHBIX apXUBOB

H3ydeHue oTpacieBoi CUCTEMBI
Hay4YHO-TEXHUYECKOH
uH(pOpMaIUU B 001aCTH
JIOKYMEHTOBEJIEHUS U apXHUBHOTO
nena. VIsMeHeHne OCHOBHBIX
¢bopM HayuHO-
HCCIIEI0BATENbCKON paboThI
apxuBOB. V3yueHne 0CHOBHBIX
dhopm MeTouecKon paboThI.
PaccmoTpenue 3TanoB Hay4HOTO
WCCIICIOBAHMSL.

3HaKOMCTBO C COCTaBOM
CIPaBOYHO-MH(POPMAITMOHHOTO
¢onga (CUD) rocynapcTBEHHOTO
apXxuBa.

OcobeHHocTH paboThI C
CIPaBOYHO-TIOMCKOBBIM
annapatom CUD.

JnddepennrpoBaHHbIi 3a4eT

Hroro o I1IM.02

36

IIM.03BbinosiHenune
padoT 1o X0LKHOCTH
cJIy KaIero
HeaonpousBoaureipb

MJIK. 03.01
JoKkymeHTOBe/IeHH e

Tema 1. JlenonpowusBoactsa
KaK OJ{Ha U3 (PYHKIIH
yIpaBiICHHUS.

3HAKOMCTBO  HOPMAaTHBHO  —
METOINYECKON 0asbl
JeTI0NPOU3BOACTBA.




14

CocraBieHne  OpraHu3allOHHO-
[IPaBOBBIX JOKYMEHTOB (yCTaB,

MOJIOKEHHE, WHCTPYKITUH,
NpaBUiIa BHYTPEHHETO TPYIOBOTO
pacropsiika).

Nzyuenue Kiaccuukanum
JIOKYMEHTOB.

Tema 2. Opranuzanus Tpyaa | 3HaKOMCTBO c OCHOBHBIMH

pabOTHUKOB CITYXKOBI CTPYKTYPHBIMU

JIOKYMEHTAIMOHHOTO
oOecrieyeHust yrpaBieHuUs

(AOY)

[IO/Ipa3ICJIEHUSMU OpraHU3aL|H.
CocraBnenue u  odopmiieHue
CTPYKTYPBI CITY)KOBI JOY.

CocraBienue OJKHOCTHOM
UHCTPYKIUU JETOTPOU3BOIUTEINSL.
Odopmnenue JIOJBKHOCTHOM

WHCTPYKIIUH JCITOTPON3BOTUTEIIS.
Opranmzanus U  00OpyJAOBaHHE
pabouero MecTa
JIeTTOTIPOU3BOUTEIIS

N3ydenune mecta U poiu CIykObI

JIEJIONPOU3BOICTBA B
rpaduyeckoit CTPYKType
OpraHH3aIliH.

Tema 4. CocraBieHue u
odopmIIeHHE CITYKEOHBIX
JIOKYMEHTOB.

Paccmorpenne  dopmymnsipa  —
obpasia OpraHU3aIMOHHO-
pacTopsiAUTEIbHBIX JIOKYMEHTOB
(OPJI).

Bunbl 1 Ha3HaueHNe OJIaHKOB.
TpeboBanust K TOKyMEHTaM MpHU
ux W3TOTOBJICHUH Ha
MEYaTAINX YCTPOUCTBAX.
Hcnonb3oBaHUE CTUIMCTHYECKUX

HOPM npu COCTaBJICHUH
JTOKYMEHTOB.
[IpaBuiia odopmieHus

IJIAHOBOMAOKYMEHTALIUH.
CocraBinenune ©  oQopMIICHHE
nporpamMMbl, IjlaHa, Tpaduka,
CXEMBI.
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Tema 6. XpaHeHue kaapoBoi

JOKYMCHTAalIUU

Nzyuenue ocoOeHHoCTeH
nepeaadn JIOKYMEHTOB Ha
apXHBHOE XpaHEHHE.

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

3amura TEepPCOHATBHBIX JIAHHBIX
pabOTHUKOB.

Cornacue Ha 00pabOTKyY
MEPCOHAIBHBIX JAHHBIX.
[MommmBKa nen, Hymeparusi
JIMCTOB, COCTABJICHUE
3aBEPUTEIBHBIX HAMUCEH 1
BHYTPEHHUX OIIMCEH B JeNax,
odopmiteHre 00I0KEK JCIT;
COCTaBJICHHUE (YTOUHEHUE) CXEMBI
cucTeMaTH3anuu Aea poHaa;
crcTeMaTH3alus ey B
COOTBETCTBUH CO CXEMOIA;
cocTaBlieHHE U opopMIIeHHE
onuceil nen. Ilepenaya nen B
apxuB yupexaeHus. CocTaBieHHe
aKTa O BBIJCTICHUH JOKYMEHTOB K
YHUYTOXXECHUIO.

Tema 7. Opraauzauuu

I[OKYMCHTOO60pOTa
OopraHu3aluunu

B

N3yuenune oOImux mpaBui
OpraHu3alK JOKYMEHTO000pOoTa
B opranuszanuu. 3yuenue
OCHOBHBIX BUJIOB
JIOKYMEHTOIIOTOKOB.
Ornpenenenue myTei MoJydeHUsl |
OTITPABKH TOKYMEHTOB, MTOPSIKA
nepeadu TOKyMEHTOB BHYTPH
YUPEXKIEHUS.

BrrsicHeHue nopsaka yyera
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/ICTpaI_[I/II/I I[OKYMCHTOB B
YUPEKICHUH.

[IpumeneHne npaBuil MEPBUYHOM
00paboTKH BXOIAIICH
JIOKYMEHTAI1H.

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

N3yuenune TpeboBanmii mpu
OpTraHu3alH COPTUPOBKU
KOH(UIEHIMATBHBIX
JOKYMEHTOB.

Paccmotpenue BuaoB u
HA3HAYEHUS CITYKEOHBIX
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 y4eOHONM MpakTUKU peanu3yercs B Yy4eOHbIX KaOuHeTax
«/lokyMeHTamoOHHOE 0OeCTICUeHHUE YIIPABICHUN», K APXUBOBEIACHUS».

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

Texnuueckue cpeacTra 00ydeHUsI:
- KOMITBIOTEP C JIUIIEH3UOHHBIM TPOrPAMMHBIM 00ECIICUEHHUEM.
Mopenb pabouero mecra padbotHuka ciyx0sl JJOVY.

4.2. UadpopmanmonHoe odbecrieueHrue o0yueHus:

OCHOBHbIE HICTOYHHUKH:

1. Kyzueno  H.M.,  [JoxymeHTaumoHHOE€  oOO€CIEYEHUE  YIpPaBJICHUS.
JIOKyMeHTOOOOPOT M JENONpPOU3BOACTBO: yueOHMK u mpakTukym musa CIIO. — 3-e
u3aanue, nepep. u aomn. M.: MzgatensctBo FOpaiit, 2018.

2. Kopuee N.K., JlokymMeHTaIlMOHHOE OOECIEYeHHE YMpaBICHUS: Y4eOHUK U
npaktukyM st CIIO. 2-e uzganue, nepep. u gomn. M.: U3gatensctBo FOpaiit, 2018.

3. Pymbiauna JILA., JlokymMeHTalimoHHOE OOecCIleYeHue YyIpaBieHHUs. YUYEOHHK
s cryaeatoB CIIO. — 12-e mu3panume, crep.-M.: M3naTenbckuii 1oM «AKageMusy,
2014.

4, ITmenko A.B. JlokyMeHTalmoHHOE oOecIieueHHe  ympaBiieHHs. M.:
N3 narenbckuit neHTp «Akanemus», 2012

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

JlonotHUTEIbHbIE UCTOYHUKH:

1.TOCT P 7.0.97-2016 «Cucrema craHmaptoB 1o uHPOpMAIUU,
OMOMMOTEYHOMY U UW3JaTeIbCKOMy neny. OpraHu3annoOHHO-PACTIOPSIUTEIbHAS
nokymeHTarus. TpeboBaHus Kk 0OpMIICHUIO TOKYMEHTOBY». - M.: Cranmaptundopm,
2018.

2. ®enepanbubiii 3akoH ot 6 ampens 2011 r. N 63-®3 "OO6 sneKTpoHHOM
noanucu" (CoOpanue 3akoHomatenbcTBa Poccuiickoit ®eneparuu. 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. ®enepanbublil 3ak0oH OT 2 Mast 2006 r. N 59-@3 "O nopsigke paccMOTpEeHHUS
obpamenuii rpaxaan B Poccuiickoit ®enepanun" (CoOpaHue 3aKOHOJATETLCTBA
Poccuiickont @enepanun, 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,
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cT. 6206).

4, ITpukaz MuHHCTEpCTBA CBSI3M W MacCOBBIX KOMMYHHUKarui Poccuiickoit
Oeneparun 1 DenepanpHoit  caykObl  oxpanbl  Poccuiickori  denepanun
ot 27 mas 2015 1. N 186/258 "OO yrtBepxaeHuu TpeOGoBaHUIl K OpraHU3alMOHHO-
TEXHUYECKOMY B3aMMOJICUCTBUIO TOCYJAPCTBEHHBIX OPraHOB M TOCYJAapCTBEHHBIX
OpraHW3alMii  TIOCPEJCTBOM OOMEHa JOKyMEHTAaMH B  JJIGKTPOHHOM  BHje"
(3apeructpupoBaH MuHucTepcTBOM FOCTULIUU Pocculickon denepanun
22 centsiopst 2015 1., peructpanmonsabiii N 38956; oduimanbHbIi MHTEPHET-TIOPTAI
mpaBoBoOi nHpopManuu http://parvo.gov.ru, 24 certsops 2015 r.).

5. Ilpuka3z MunucrtepctBa KyiabTypsl Poccuiickoit denepanunn ot 31 mapta 2015
r. N 526 "O0 yrBepxkaeHuu [IpaBun opranuzanuy XpaHeHusl, KOMIUIEKTOBAHMS, yyeTa
U MCTOJB30BaHMS TOKyMEHTOB ApxuBHOro ¢onaa Poccuiickoin @enepanuu u Ipyrux
apXMBHBIX JOKYMEHTOB B OpraHax TOCYAapCTBEHHOW BJIACTH, OpPraHaX MECTHOTO
CaMOYTIpaBJICHUsI M OpraHu3anusx (3aperucTpupoBaH MUHHCTEPCTBOM HOCTHUIIUU
Poccuu 7 centsiOpst 2015 r., peructpanuonssiii N 38830.

6. Aunpeesa B.U., Jlenonpon3BoACTBO: OpraHU3alus U BEACHHUE AeN: y4eOHO-
npaktudeckoe nmocodue / B.M. AaapeeBa. — 2-e¢ u3., nepepad. u gomn. — M.: KHOPYC,
2012.

7. bacakoB M.U., 3ameitikoBa O.W.: Jlenonpou3BoJcTBO (AOKYMEHTAIIMOHHOE
oOecrieueHue ynpaniieHus): yueOHuk, PoctoB H/[]: ®enukc, 2014.

8. 'amaxos B.B.. [lenonpousBoactBo. O0pasupl, H1oKyMeHTbl. OpraHu3anus u
TexHosiorus padotsl. — M.; Ilpocnekt, 2011.

9. Kupcanosa M.B.. CoBpeMeHHOoe nmemonpou3BoAcTBO. — M.; Mubpa-M,
2011.

10. Kysnenos W.H.. JlokymeHTallMOHHOE OOCCIIeUeHNUE YITPaBICHUS U
JEJIONPOU3BOJCTBO. — M.; FOPAUT, 2011.

11. JlenkeBuu, JI.A. KoHnTponbHbie MaTtepuaibl 1o npodeccun «CexpeTrapby»
JLLA. JlenkeBuu. — M.: OUL] Akanemus, 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.. TlpakTukyM 10 JIOKYMEHTAIMOHHOMY OO€CIEUYEHUIO
ynpasienus.-M.:Omera-JI,2011.

15. JlenonpousBoactBo (Opranuzamus W TEXHOJOTHUS JOKYMEHTAIMOHHOTO
oOecrieueHust ynpasienus): YueOnuk nns By3oB /Kysneunosa T.B., Cankuna JI.B.,
beikoBa T.U. u ap.; Ilox pea. npod. T.B. Kysnenooii. — M.: OHUTU-JINUHA, 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 XKypHaa
cekperapeii «CekpeTapcKoe J1eI0»

2. http://[fd-iai.rggu.ru/ Tlopran Poccuiickoro I'ocymapcTBEHHOro T'yMaHHTapHOTO
yHHUBepCcHUTETa, VICTOPHKO-apXUBHBINA HHCTUTYT, (DakynbTeT JJOKyMeHTOBEICHHS
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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 M3marenasctBo «busuec-Ilpeccy,
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/HopmatuBable aktel 1o JIOY w opranusanuu
apXMBHOT'O XpaHEHHUs TOKyMeHToB. Dopma gocTyma:

11. http://e.sekretariat.ru- PRO-CekperapuaT: cooOIIeCTBO CceKpeTapeid, odwuc-
MCHEKEPOB, TIOMOIITHUKOB PYKOBOIUTEIIS.

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

©O© 0 ~NO>»

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

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

4.3. JIleMOHCTpallMOHHBIE U PA31aTOYHBIE MATEPUAJIBI:
1. Buawel 6mankoB OPJl. MIx xapakTepucTHKa, COCTaB PEKBU3UTOB M BAPUAHTHI UX
PacoJIOKEHHUS.
2. TpeboBanus k odopmieHuto 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 MO COCTaBY yIOCTOBEPEHUS TOKYMEHTOB
(neyarpb, MOANKCH). 3HAYEHHUE ITUX PEKBU3UTOB.
7. TpeOGoBanus k opopmiIeHHIO TpU(POB COTIIACOBAHUS U YTBEPHKICHUS IOKYMEHTOB.
8. OO6ume TpeOOBaHUS K TEKCTY JOKYMEHTa, K OPOPMIIECHUIO 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.
TpeboBanust k X 0POpPMIIEHHIO.


http://www.d-instrukciya.ru/
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13. OcoGeHHOCTH COCTaBIICHHS JOKYMEHTOB ¢ oMol [I9BM.

14. TlognmuauuK, Konus. Buasl konuit. TpeGoBanus k ux ohoOpMIICHHUIO.

15. TIpaBuna BeIJa4u KOMTUI TOKYMEHTOB.

16. TpeboBanus k opopMIICHHUIO TeJIe(OHOTPAMM.

17. Buabl HOMeHKIATypsl aed. [lopsimok coctaBieHus, 0pOPMIICHHS, yIOCTOBEPEHHUS,
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,
epeBo/).

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

24. TpeGoBaHus K 0YOPMIICHUIO JTUYHBIX JIEJ1.

25. TpebGoBaHus 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 OPOPMIICHUS.

31. JloknamHas 3amMCcKa - IpaBUiIa COCTaBICHUS U 0OPMIICHUS.

32. CrpaBka - mmpaBujia COCTaBICHUS U 0POPMIICHUS.

33. JloBepeHHOCTH. BHIBI 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 MTPaKTUKH

VYyeOHast  mpakThkKa ~ SBISETCA  OOsA3aTENbHBIM  Pa3feioM  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 Brimonnenue padot
0 JOJDKHOCTH ciy»kaniero 21299 Jlenonpoun3BoauTes.

VYyebHasi mNpakTUKa MPOBOJUTCA KOHILIEHTPUPOBAHHO MOCIE  M3YYECHHS
TEOPETUYECKUX BOMPOCOB MPO(PECCHOHATBEHOTO MOAYJIS.
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B nepuon npoxox1eHusl NPaKTUKK CTYIEHThI 00sI3aHbI:
- BBIIIOJIHATH B IIOJTHOM 00BEME MPOrpamMmy IPAKTHKY;
- UCIOJIHATH IIOCTABJICHHBIE PYKOBOJIUTEIEM MPAKTUKHU 3a/1a4H, BBIOJIHATH 3aJa4d U
Pa30BBIE OPYUYECHUS PYKOBOJAUTEIS IPAKTUKH;
- 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).

[TpodeccnonanbHplil MOYJIb HE MOKET CUUTATHCSI OCBOCHHBIM, €CJIH CTYIECHTHI

HE BBINMOJIHWIM 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 KaJeHJapHOro rpaduka mpoxoxaeHus npakTtuku. [locie 3aBepiieHus
NPAKTUKH JHEBHUK BMECTE C OTYETOM JIOJDKEH OBITh MPOCMOTPEH PYKOBOAUTEIIEM
PAKTUKW, KOTOPBIN MOMUCHIBAET €TO.

[Io uroraM MpakTUKHU CTYJIEHTHI MPEICTABISIIOT OTYET. B oTuere orpaxaercs
MpoJicJIaHHasi CTYJIEHTOM paboTa ¢ o00s3aTelbHbIM yKa3aHUEM JEHUCTBYIOIIUX
WHCTPYKTUBHBIX MaTepHaJIOB, METOJIOB BHITIOTHEHUS paboThl. K oTUeTy mpunararotcs
KOIMH JJOKYMEHTOB, PACKPBIBAIOIIUX COACpKaHue U (OpMY ONPEICICHHBIX ONepaluii
U Jp.

Odopmiienne oryeTa HauyMHAETCS 3a 1 JeHb 1O OKOHYAaHUS TMPAKTHUKUA Ha
OCHOBAaHHH JTHEBHHKA, B COOTBETCTBUU C rpadukoM ee mpoxoxaeHus. OdhopmieHHbIN
OTYET C/IaeTCsl PYKOBOAMUTEINIO TpakThKU. K oTuery mpunaratorcs:

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

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

Pemienrie 00 ycremHoM 3aBepIICHUM MPAKTUKU MPUHUMAETCS PYKOBOAUTEIEM
MPAaKTUKA HAa OCHOBE aHalu3a TMPEJICTABICHHBIX MAaTEpUAIOB B COOTBETCTBUU C
VMHJIUBUAYAJIbHBIMU 3aIaHUSIMH U OTPAXKAETCSI B XapaKTEPUCTHKE U ATTECTAI[MOHHOM
JIUCTE.
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5. KOHTPOJIb 1 OLEHKA PE3VJIPTATOB OCBOEHU]
YYEBHOMU ITPAKTHUKA

PesyabTaTsl 00yyeHus
(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 UX
WCTIOJTHEHUS

OO6pabaTbIBaTh BXOASAIINE U UCXOISIIHE
JIOKYMEHTBI, CHCTEMAaTU3UPOBATh X,
COCTaBJISITh HOMEHKJIATYPY J1€7 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 XPAaHCHUC

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

MYHUIUIIAIBHBIC apXHBbI

DKcnepTHas OLEHKA IPABUIIBHOCTH
BBIMOJIHEHUSI 3aJlaHui y4eOHOM MPaKTUKH;
Ocy1iecTBieHHE KOPPEKLIUU

(ucnpaBiieHuEe) clIeTaHHBIX OIMMOOK Ha HOBOM
YPOBHE IpeIaracMbIX 3aJaHHI;

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

— IOATOTOBKA Y 3aIIMTa UHANBUIYAJIbHBIX U
IPYNIOBBIX 3a/laHuil y4eOHOI0 XapakTepa.

— DKCIIEPTHAs OLIEHKA MTPaBUIbHOCTH
BBITNIOJITHEHMS 3a/1aHUS;

— MOHUTOPHUHT pOCTa TBOPUECKOU
CaMOCTOSITEJIbHOCTU 1 HAaBBIKOB IOJIY4EHHUS
HOBOT'O 3HAHUS KaKIbIM 00y4arOmuMCs

— (hopMUPOBAHKE PE3YIBTATOB MIPOXOKICHUS
CTYJIEHTOM IIPaKTUKU HA OCHOBE CYMMBI
Pe3yJIbTaTOB TEKYIIETO

KOHTPOJIS.

—BbIOOpP ONTUMAJIbHBIX CIIOCOOOB

JICUCTBU U3 PaHEe U3BECTHBIX;

— c1ocoOHOCTh paboTaTh B IPYIIE U YMEHHE
MIPE/ICTaBIIATh KaK CBOIO, TaK U MO3ULIUIO
TPYIIIBIL.

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

COCTAaBJICHUA U
CpOKH

JuddepenunpoBanHblii 3a4eT




