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Paboyast mporpammMa mpou3BOICTBEHHOH (IPEIMITIOMHOM) IPAKTUKH [0 CHEHUATBHOCTH
46.02.01 JlokymeHTaiMOHHOE Oo0OecIieueHre yIPaBJICHUs] U apXUBOBEJCHUE TIPeIHAa3HAYCHA JIJIst
peanu3anuu 00pa30BaTeNbHONW MPOrpaMMbl CPEAHEro Mpo(ecCHOHANBHOr0 00pa3oBaHUS IO
porpaMMe TMOATOTOBKU CIICIUAIIMCTOB CPEAHEr0 3BeHa pa3padoTaHa HAa OCHOBE (elepaibHOTro
TrOCyIapCTBEHHOT'O 00pa3oBaTeNbHOTO CTaHaapra o CIELHAIBHOCTH 46.02.01
JlokyMeHTanimoHHoe obecrieueHue ymnpasieHus u apxuBoBeaeHue (Ilpukaz MunnpocsemeHus
Poccunm ot 26 asrycra 2022 r. Ne 778, 3apeructpupoad MunucrepcrsoM IOctunym Poccun ot
30 centsiOps 2022 r. Ne70318), Bxoasiiell B cOCTaB YKPYMHEHHOM TpyMIbl CHEHAIbHOCTEN
46.00.00 ctopus u apxeosiorusi ¢ yueToM NpodeccnoHaIbHbIX CTaHJapTOB:

«CrenuanucT Mo OpraHu3allMOHHOMY U IOKYMEHTAllMOHHOMY OO€CIIEUEHHUIO YIPaBICHUS
opranu3zanueit» (IIpukaz MunHMcTepcTBa Tpyla U coluanbHoi 3anmThl Poccuiickoit @enepanuu
or 15 wmronsa 2020 r. Ne 333u (3apeructpupoBaH MuHucTepcTBOM locTUIMM Poccuiickoi
®eneparun 15 uronst 2020 r., peructpanuoHHbiil Ne 58957);

«Cnenuanuct apxuBa» (IIpuka3 MuHucTepcTBa Tpylna W COIMAIbHOM  3aIUThHI
Poccuiickoit ®enepanuu ot 18 mapra 2022 r. Ne 140H (3apeructpupoBaH MHHHUCTEPCTBOM
toctuiuu  Poccuiickoit ®@epepanun 21 ampenst 2022 r., peructpauuoHHbii Ne 63193) u
KOMIIeTeHIIMN «/l0OKyMeHTallmoHHOE 00ecrieueHne yIpaBIeHHs U apXUBOBEICHUEY.

C yyeroM mnpuMepHONM OCHOBHOM 00pa3oBaTelbHOW MporpamMmbl, pa3zpaboTaHHON
®denepanbHbIM yueOHO-METOIMUECKUM 00bEMHEHUEM B CHCTEME CPETHET0 MPO(pECCHOHATBHOTO
o0pa3zoBaHHs MO YKPYMHEHHBIM Tpynmnam mpodeccuii, crenuanbHoctedr 46.00.00 Mctopus u
apxeoJIorusl.
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1. MACHOPT PABOYEH IIPOI'PAMMbI ITIPOM3BOJICTBEHHOIA
(IPEJIATIIOMHOI) MPAKTUKH

1.1. Ob6aacTs npuMeHeHUs! IPOrpaMMBbl
PaGovass mporpaMma IMpOHM3BOACTBEHHOW (MPEIUIIOMHON) MPAKTHKU SIBISCTCS
4acThl0 00pa3oBaTeIbHON Mporpammsel, paspadoranHoil B coorBerctBuu ¢ ®I'OC CIIO mo
cnenuanbHocTH 46.02.01 JlokyMeHTaIllMOHHOE OOECIeueHUe YIIpaBJIEHUS U apXUBOBEACHUE, B
4acTH OCBOCHHUs KBamudukamuu CrHeudanucT Mo JOKYMEHTAI[HOHHOMY 00eCleueHUIo
yIIpaBJICHUS U apPXUBHOMY JIeNTy U OCHOBHBIX BUIOB jesATenbHOCTH (B/]).

1.2. Ieau u 33124 NPOU3BOICTBEHHOM (MPeIIMIIOMHON) MPAKTHKH

[IpoBeneHue MPOU3BOJICTBEHHOW (MPEAUIIIIOMHON) MPAKTUKKH peanusyercs B (opme
MPAKTUYECKONH TMMOATOTOBKM, IIyTE€M HEMOCPEJCTBEHHOTO BBIMNOJHEHHUS OOydYaroUUMUCS
OTJENBHBIX DJIEMEHTOB pPadOT, CBS3AaHHBIX C Oyaymield npodecCHOHAIBHOW NeSTeNbHOCThIO U
HAIpaBlIEHHBIX Ha (QopMHpOBaHHUE, 3aKpeIJICHHE, pPa3BUTUE MPAKTHUYECKUX HABBIKOB U
KOMITETEHIIH 10 TPOHITI0 COOTBETCTBYIONIEH 00pa30BaTeIbHOM MPOTPaMMBI.

IIpou3BoacTBeHHAs MPAKTUKA (MPeIAUIJIOMHAsA) HATIPABJIeHA:

- yriayOieHne nepBOHAYaIbHOTO MPOPECCHOHATBHOTO OTIbITA;

- pa3BuUTHE O00MUX U TPOPECCHOHANBHBIX KOMIIETECHIIUH;

- MIPOBEPKA FOTOBHOCTH BBIITYCKHUKA K CAMOCTOSITEIBbHON TPYIOBOM JESITEIIBHOCTH
no cnenuanbHocTh 46.02.01 JJlokymMeHTanMoOHHOE 0OecIieueHUe YIPaBICHUS U apXUBOBEICHHE.

C uenpro oBiaeHUs BUAOM NPO¢ecCHOHAIBHOM NeATeIbHOCTH

B/1.01 OcymecrBienne OpPraHu3alMOHHOIO ¥ JOKYMEHTAIMOHHOrO o0ecmeYeHust
MEATEILHOCTH  Opranm3amuu  OOy4aromMiics B XOJ€  OCBOGHHUS  IIPOU3BOJCTBEHHOMN
(MpeAnIIIIOMHOI ) TPaKTUKU JOJDKEH OBJIaJeTh HABBIKAMM:

— TOJy4eHUs He0OX0IMMON HH(POPMALIUH U TIepeIadrl CAHKIIMOHUPOBAHHON HH(pOpMAIIUN
C UCTOJIB30BAaHUEM CPEACTB UH(DOPMAIIMOHHBIX 1 KOMMYHHKAIIMOHHBIX TEXHOJIOTH;

— KOOpAMHALUU padOThl MPUEMHON PYKOBOJUTENS M 30H MpUEMA Pa3IHMUHbIX KaTeropui
IIOCETUTENIEW OPraHU3alUu;

— IUTAHWPOBAaHUS pabovYero BpEMEHH PyKOBOIUTEINS U paboydero JHs CeKpeTaps;

— OpraHM3alMM JeJIOBbIX 0E3/10K PYKOBOAMUTENS U IPYTUX COTPYIHUKOB OpraHU3aluy;

— OpraHu3alMy U TOoAepKaHus PYHKIIMOHATIBLHOTO pabouero mpoCcTpaHCTBa;

— OpraHM3aIMy MOJATOTOBKU U MPOBEACHUS KOH(EPEHTHBIX MEPOMPUITHIA, OOeCTIeueHus
MH(OPMALIMOHHOTO B3aWMOJEUCTBUS PYKOBOJAUTENS C MOAPA3ACICHUSMH U JOJKHOCTHBIMU
JULAMU OpTraHu3aluu;

— opopmIleHHsT OPTraHU3ALMOHHO-PACTIOPSAUTEIBHBIX JOKYMEHTOB M OpTraHHU3allH
paboThl ¢ HUMH, B TOM YHCJIE C UCIIOJIb30BaHNEM aBTOMATU3HPOBAHHBIX CUCTEM;

— oopmileHHsI JOKYMEHTOB 10 TUYHOMY COCTaBy U OpraHu3aluu paboThl ¢ HUMH, B TOM
YHCJIE C UCTIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM;

— OpraHM3alMH TEeKYIIET0 XpaHeHHs TOKYMEHTOB, 00pabOTKU JeN sl ONePaTUBHOTO U
apXMBHOT'O XpaHEHHMsI, B TOM YHCJIE C UCTIOIb30BAaHUEM aBTOMATU3UPOBAHHBIX CUCTEM;

- KOHMpONs cobnooenus mpyo0ogou OUCYunIunsl (Quxcuposanue akmos
HapyweHus, mpeboganue 0O0BACHEHUL Om padOMHUKOS, U30AHUE NPUKA308 O NPUBLEYEHUU K
OUCYUNTUHAPHOU OMBEMCINEEHHOCMUL);

- obpabomku dokymenmos 8 npoepamme «1C: [Jokymenmobopom 8 IIPODy;

— noucka u noobopa nepcorana.

B/1.02 Opranuszanus apXuBHOIl paGoThbl MO JOKYMEHTAM OPraHM3aluil pa3ju4HbIX (opm
€0O0CTBEHHOCTH O0YYAIOIIUIICS B X016 OCBOCHHS IIPOU3BOICTBEHHOM (TIPeIUIIIOMHON) TPaKTHKH
JIOJKEH OBJIA/IeTh HABBIKAMMU:

— KOMIUIEKTOBaHHUS apXUBHBIMHU JIeJIaMU (JIOKYMEHTaMH) apX1UBa OpraHU3alluy;



— BeJleHUsd yu€Ta apXWBHBIX JeN (IOKYMEHTOB), B TOM YHCIE C HCIOJIb30BAHHEM
aBTOMAaTU3UPOBAHHBIX CUCTEM;

— OCYIIECTBJICHUSI XPAHEHUSI APXMBHBIX JeNl (JIOKYMEHTOB) C MOCTOSHHBIM CPOKOM
XpaHEHUs ¥ 10 JUYHOMY COCTaBY B apXHUBE OpPraHU3AINH;

— XpaHEHHS, KOMIUICKTOBaHHUS, YI€Ta U MCIIOJIB30BaHUS JeN (JOKYMEHTOB) BPEMEHHOTO
XpaHEHHS;

— UCIIOJIb30BAaHUS ApPXMBHBIX Je (JOKYMEHTOB), B TOM 4YHCJE C HCIOJIb30BaHUEM
aBTOMATU3UPOBAHHBIX CUCTEM;

— obecnevenusi COXpaHHOCMU OOKYMEHMO8 U APXUBHBIX Oell;

— UCNONL308AHUSL OOKYMEHMOB APXUBA.

BI.03 Oceéoenue euooe pabom no oOoaxcnocmu cayycawezo 20190 Apxueapuyc
oOydJarouuiicss B XOA€ OCBOCHHUS TMPOW3BOJCTBEHHOW (NIPEAJMILUIOMHON) MPAKTHUKUA JOJDKEH
BJIAJICTh HABBIKAMM:

— OCYIIIECTBJICHUS PabOTHI MO BEICHUIO ApXUBHOTO JIeja Ha MPEIPUITHH;

— OpraHM3alMHi XPaHCHUS W 00ECIeYeHUs COXPAHHOCTh JOKYMEHTOB, IMOCTYITUBIIUX B
apXuB.

1.3. Koju4ecTBO 4YacoB HAa OCBOeHHE padoueil MpPorpaMMbl NPOM3BOACTBEHHOI
(mperIMmIOMHON) MPAKTHKH:

Bcero 144 yaca,

B tom uucne B opme mpaktuueckoi moaroroBku 144 yaca.



2. PE3YJIbTATBI IIPAKTUKHA

Pe3ynmpTaTtoM OCBOEHHUSI TPOW3BOACTBEHHOW (NPEIIMIIOMHON) TPAKTHKH SBJSICTCS
OBJIaJICHUE OOYYAIOIMIMMUCS BUJAAMH JCATEIBHOCTH, B TOM uncie npodeccuonansubivu (I1K),
o6mumu (OK) KoMIeTeHITUAMU

Kon

HanmenoBanmne O6I_HI/IX KOMHeTeHHI/Iﬁ " JIMYHOCTHBIX PE3YyJIbTAaTOB

OK 01

Boibupate crocoObl  pemieHust 3aad  MPOQPECCUOHANBHON  JIESTENbHOCTH
MIPUMEHUTEIBHO K PA3JIMYHBIM KOHTEKCTaM;

OK 02

Hcnonb30BaTh COBpEMEHHBIE CPEACTBA IIOMCKA, aHAINW3a W HHTEPIPETALUH
uHbopManuu ¥ WHGPOPMALMOHHBIE TEXHOJOTHH Ui BBIOJHEHUS 33134
1po(eCCHOHATILHOM 1eATEIbHOCTH;

OK 03

[TnanupoBaTh U peaan30BbIBaTh COOCTBEHHOE NMPO(ECCHOHANBHOE U TUYHOCTHOE
pa3BUTHE, MPEANPUHUMATEIBCKYIO IEATENFHOCTh B MPOQecCHOHAIBHON cdepe,
UCIOJIb30BaTh 3HAHUS MO0 NPaBOBOW M (PMHAHCOBOW I'PAaMOTHOCTH B Pa3IMYHBIX
KU3HCHHBIX CUTYaIUsIX

OK 04

9(1)(1)6KTI/IBHO BSaHMOﬂeﬁCTBOBaTB n pa6OTaTI> B KOJNICKTHUBC 1 KOMAaHJEC,

OK 05

OcylecTBIATh YCTHYIO U MHCbMEHHYKO KOMMYHUKAIMIO HA TOCYJAapCTBEHHOM
s3pike  Poccuiickoit denepanuu ¢ yd4eToM OCOOEHHOCTEH COLUAIBLHOTO H
KYJIbTYPHOI'O KOHTEKCTA;

OK 06

[IposiBaATE  Ipa’kAAHCKO-ATPUOTUYECKYIO  IO3HULHI0,  JEMOHCTPHUPOBATH
OCO3HAaHHOE IIOBEJICHME HA OCHOBE TPAJULMUOHHBIX POCCHUMCKHX IyXOBHO-
HPaBCTBEHHBIX IIEHHOCTEM, B TOM YHCIE€ C YYE€TOM TapMOHM3ALUU
MEXHALMOHAIBHBIX M MEXPEIUTHO3HbIX OTHOUICHWM, NMPUMEHATh CTaHAAPTHI
AHTUKOPPYILIHUOHHOTO NIOBEACHUS

OK 07

CozelicTBOBaTb COXPAHEHMIO OKPYKAIOLIEH Cpensl, pecypcocOepereHuIo,
INPUMCHATL 3HAHUA 00 WU3MeHEeHHH KiIMMaTa, M[PUHIUIIbI 6epe)KJ'H/IBOFO
IPOM3BOACTBA, YPPEKTUBHO ICHCTBOBATH B YPE3BBIYANHBIX CHUTYAIUIX

OK 08

Hcnonb3oBathk cpeacTBa GrU3NUECKON KyIbTYphl Il COXPAHEHUS U YKPEIUICHUS
3I0pOBbsI B IIporecce MpOo(ecCHOHATBHONW NEesATeIbHOCTH M TOJAEep)KaHUsS
He00X0IMMOr0 YpoBHs (hU3HUECKON MOArOTOBJIEHHOCTU

OK 09

ITonp30BaThCA HpO(l)eCCI/IOHaJ'ILHOI\/’I ,I[OKYMGHTaHHeﬁ Ha TOCYHAAapCTBCHHOM U
HHOCTPAHHOM S3bIKaX.

[IpodeccnoHabHBIMUA KOMITETCHIIUSIMU

Kon HaumenoBanue npodeccrnoHalIbHbIX KOMIETEHIUN

BJ 01 OcyuiecTBiieHHe OPraHU3AUMOHHOIO M JOKYMEHTALMOHHOIO olecrnevyeHus:
AeATeTbHOCTH OPraHU3aALNH

K 1.1 OcymiecTBiATh NpUeM-Tiepeaady YyIpaBieHYecKod HH(OpMAIMU C TOMOUIbIO
cpeacTB MTHGOPMAIIMOHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJIOTUN

[IK 1.2 KoopaunupoBats paboTy HpHEMHON pPYyKOBOJIUTENS, 30H IMpUEMa pPa3INYHBIX
KAaTeropyii OCETUTEIEH OpraHu3aluu

I[IK 1.3 BrnaneTts HaBBIKaMHM IUIAHUPOBAHUS pabOUYero BPEMEHHM PYKOBOJMUTENS U
cekperaps

I[IK 1.4 OcymecTBISAITh MOATOTOBKY JEJIOBBIX ITOE3I0K PYKOBOJMTENS W JAPYTHX
COTPYJIHUKOB OpraHHU3aLMH

IIK 1.5 Brnanets cmocobamu opranmzanuu  pabodyero MPOCTPAHCTBA TMPUEMHON W

KaOuHeTa PYKOBOJAUTCIIA




IIK 1.6 OcymiecTBiATh paboOTy MO TOATOTOBKE U IPOBEACHUIO KOH(EPEHTHBIX
MepOonpUsITHiA, o0ecrieunBaTh UHPOPMAILIMOHHOE B3aUMOJICHCTBUE PYKOBOIUTEIS
C MOJPa3AECICHUSIMU U TOJKHOCTHBIMU JIMIIAMH OpraHu3aluu

K 1.7 OdopmsaTs OpPraHU3aIMOHHO-PACTIOPSAUTEIHHBIE JIOKYMEHTBI u
OpraHu30BBIBaTH PabOTy C HHUMH, B TOM YHCIE€ C HCIOJIb30BAHUEM
ABTOMAaTU3UPOBAHHBIX CUCTEM

I[IK 1.8 OdopMIIATh TOKYMEHTHI 10 JINYHOMY COCTAaBY U OPTraHU30BHIBATh PadOTy C HUMH,
B TOM YHCJIE C UCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

K 1.9 OpranuzoBbIBaTh TEKYIIEe XpaHCHHE JOKYMEHTOB, OOpaOOTKy Jen Jyis
ONEPATUBHOTO W APXUBHOIO XpaHEHUs, B TOM YHCIE C HCIOJIb30BAHUEM
ABTOMATHU3UPOBAHHBIX CUCTEM

B/ 02 Opranusanusi apXuBHOM padoThI M0 JOKYMEHTAM OPraHu3aluii pa3JIn4HbIX
(¢hopm coOCTBEHHOCTH

IIK 2.1. OcyiecTBIATh KOMIUIEKTOBAHME ApXUBHBIMH JellaMu (JOKyMEHTaMHu) apXuBa
OpraHu3aluu

IIK 2.2 Bectu yder apXuBHBIX Jen (JOKYMEHTOB), B TOM 4YHCJE C HCIOJIb30BAaHUEM
ABTOMAaTU3UPOBAHHBIX CUCTEM

IIK 2.3. OcylecTBIATh XpaHEHUE APXUBHBIX A€ (JOKYMEHTOB) C IOCTOSIHHBIM CPOKOM
XpaHEHMs U 10 JUYHOMY COCTAaBY B apXMBE OpraHu3aluu

[IK 2.4 OcylecTBisITh XpaHEHHE, KOMIUIEKTOBAaHUE, Y4YeT U HCIOJIb30BAHHUE JIEl
(IOKYMEHTOB) BPEMEHHOT'O XpaHEHHS

K 2.5 OcCylIeCTBIISITh UCTIOIB30BAHUE APXUBHBIX JIe7 (JOKYMEHTOB), B TOM YHCIJIE C
MCII0JIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

B/103 Oceoenue 6udoe pabom no oonxicHocmu cayxcauwiezo 20190 Apxusapuyc

K 3.1 OcyiecTBisITh paboTy MO BEACHUIO apXUBHOTO JeJia Ha MPEANPUATUI




3. TEMATHYECKHWMH IIJIAH U COAEPXKAHME ITPOT'PAMMBI ITIPOU3BOJCTBEHHOM (ITPEJIMIIJIOMHON) MIPAKTUKHA

Ne Koasbi
n/ Buasl pador Coaepxxanue ydyeOHbIX 3aHATHH KO'TI::;C:BO KOMIleTeHIHiH
I OK MK
1 2 3 4 5 6
[IM.01 OcymiecTBieHrne OpraHU3alMOHHOTO U JJOKYMEHTAIIMOHHOTO 00eCIIeYeHUs AeATEIbHOCTH OPraHu3alluu
[IM.02 Opranuzaius apxuBHOM pabOThI IO JOKYMEHTaM OpTraHU3alHi pa3IndHbIX (JOopM cOOCTBEHHOCTH
[IM.03 OcBoenre BumoB paboT mo KomKHOCTH ciayskariero 20190 Apxusapuyc
1.1 | UHCcTpyKTax 1o TexHuke 6e3omnacHoctu. Onucanue 3a1ay NpakTUKU 6 OK 01 K 1.1
[IpoBeaeHne nHCTpYKTakKa MO TEXHUKE Oe30macHOCTU. O3HAKOMIICHUE OK 02 K 1.2
CTYJCHTOB C TpeOOBAaHUAMHU OXPaHbl TPyJa U MpaBUIaMHU O€30MacCHOMN OK 03 I[IK 1.3
paboTHLI. OK 04 K 1.4
N3ydenue CTpyKTypbl OpraHu3aldi — MECTa IIPOXOKIACHUS IPAKTUKU OK 05 I[IK 1.5
(manmee — opraHu3anUU) C LEIBI0O COCTABJICHUS CXEMbI CTPYKTYPHI OK 06 [IK 1.6
OpraHu3aLuu. OK 07 K 1.7
O3HakOMIICHHE C TPABOBBIMU (YYPECIUTEIBHBIMHU), JIOKAIbHBIMH OK 08 K 1.8
HOPMAaTUBHBIMU aKTaMM UM  PaCHOPAIUTEIbHBIMU  JOKYMEHTaMU OK 09 K 1.9
Ocy1iecTBieHHE OpraHm3arim
1 [OPraHH3alMOHHOrO U 1.2 | CocraBneHue  cmOmWcka  HMCTOYHHUKOB  KoMmriuiekToBanus  OP]] 6 OK 01 K 1.1
TOKYMEHTallMOHHOTO OpraHu3aIuu. OK 02 K 1.2
oOecrieyeHus N3yuenne MHCTpyKnuu 10 JAEIONPOU3BOACTBY  OPTraHMU3ALUU. OK 03 K 1.3
3HAaKOMCTBO C MpaBUJIAMH COCTAaBJIEHHS IPOEKTOB U O(OpMIIEHUS OK 04 K 1.4
JOKYMEHTOB, MOPSAKOM COIJIACOBAaHUS M MOJNHMCAHUS/yTBEPKIACHUS OK 05 K 1.5
JIOKYMEHTOB B OpPraHU3aI[uU OK 06 I[IK 1.6
OK 07 K 1.7
OK 08 K 1.8
OK 09 K 1.9
1.3 | O3HakoMJIeHHE C TIPOTPAMMHBIMH CpPEICTBAMH Y4€Ta, XpaHEHUS, 6 OK 01 [K1.1
00pabOTKHU M MOKCKA TOKYMEHTOB, UCIIOJIb3YEMBbIMU B OpraHU3AIUH. OK 02 K 1.2
K 1.3




N3ydyenne ocHOB u crienu(UKU pabOTHI C TOKYMEHTAlUEH B CHCTEME OK 03 [IK 1.4
ANIEKTPOHHOTO ToKyMeHTo0O0poTa (CD/) opraHu3aium. OK 04 IIK 1.5
OK 05 MK 1.6
Hcnonb3oBanue B pabore II00AIbHBIX M JIOKAJIBHBIX CETEH Ul OK 06 MK 1.7
IIOJIyYEeHHUs U XpaHeHUs UH(opMauu, oOMeHa nHpopManuen. OK 07 K 1.8
OK 08 IIK 1.9

OK 09
1.4 3HaKOMCTBO C JOKYMEHTOOOOpPOTOM opranuzaiuu. lcmonb3oBaHue OK 01 IIK 1.1
CO]1 B pabore ¢ mokymeHTamu. O0paboTKa BHYTPEHHUX JIOKYMCHTOB, OK 02 K 1.2
00paboTKa 1 OTIpaBKa UCXOISAIIUX TOKYMEHTOB, MPUEM U NIEpPBUYHAS OK 03 I[IK 1.3
00paboTKa BXOSIINX JJOKYMECHTOB. OK 04 [IK 1.4
Perucrpanus 10KkyMEHTOB U MapLIpyTU3aLKs JOKYMEHTOIIOTOKOB. OK 05 IIK 1.5
KoHTpoub UCHONIHEH s TOKYMEHTOB. MH(pOpMaIMOHHO-CIIpaBOYHAs 1 OK 06 IK 1.6
MIOMCKOBAs paboTa ¢ UCIOJIb30BAHUEM CUCTEM YUETa JOKYMEHTOB B OK 07 LK 1.7
OpraHu3aIMH. OK 08 1K' 1.8
OK 09 K 1.9
1.5 | Odopmnenue OpraHU3aI[MOHHBIX, BHYTPEHHUX (mpukassl, OK 01 [K1.1
pacIopsKEeHUs, JOBEPEHHOCTH, 3aIUCKH, CIIPABKH, aKThI, IPOTOKOJIBI U OK 02 IIK 1.2
Ip.) W UCXOIAIIUX JOKYMEHTOB OpTraHU3allMd C HCIOJIb30BAaHUEM OK 03 K 1.3
COBPEMEHHBIX ITPOrPaMMHO-TEXHUUYECKUX CPEACTB. OK 04 I[IK 1.4
KoHTponb mnpaBuUiIbHOCTH cOCTaBieHMS, OGOPMIICHUS JOKYMEHTOB OK 05 K 1.5
(peKBU3UTHI, OCOOEHHOCTH HAMUCAHUA TEKCTOB, MHOI'OCTPAaHUYHBIE OK 06 IIK 1.6
JOKYMEHTBI), MOpsJIKa M3JaHUS JOKYMEHTOB (C y4y€TOM cCHelu(pUKU OK 07 K 1.7
CHCTEMBl  JIeJIONPOM3BOJCTBA  opraHusauuu). KoHcTpyupoBaHue OK 08 K 1.8
0JIaHKOB OpraHU3alllH, CO3/IaHNE MTA0JIOHOB JOKYMEHTOB. OK 09 TIK 1.9
1.6 | KoHTponp mNpaBWIBHOCTH COCTaBI€HUS, O(OPMIIEHHS JIOKYMEHTOB OK 01 K 1.1
(peKBU3UTHI, OCOOCHHOCTH HAMHMCAHUS TEKCTOB, MHOTOCTPAaHHYHBIE OK 02 K 1.2
JOKYMEHTBI), TOpsiiKa M3AaHUs JOKYMEHTOB (C y4€ToM creuupuku OK 03 K 1.3
CUCTEMBI  JIeJIONPOU3BOJACTBAa  opranusaiuu). KoHcTpynpoBanue OK 04 I[IK 1.4
OJTaHKOB OpraHU3allUM, CO3/1aHUE IA0JIOHOB TOKYMEHTOB. OK 05 K 1.5
OK 06 MK 1.6




Opranu3zanus TEKYLEro XpaHeHus J0KyMeHTOB. @opMUpOBaHUE /1€ B OK 07 K 1.7
COOTBETCTBUHU C HOMEHKJIATYPOU J1€J1 OpraHu3aI1u. OK 08 K 1.8
OK 09 K 1.9

1.7 | Yuactwe B mpoBeleHMH ~ OKCIEPTU3Bl  HEHHOCTH  JOKYMEHTOB OK 01 1K 1.1
Cucrematuzanuss JOKYMEHTOB II0 CTPYKTYPHO-XPOHOJOTHYECKOMY OK 02 1K 1.2
npuniuny. OdopmieHne y4ETHBIX JOKYMEHTOB IOCTYIUICHHS U OK 03 TIK 1.3
BBIOBITHSA JIEN OK 04 [IK 1.4

OK 05 K 1.5
O3HakoMJIeHHME C YCTAQHOBJICHHBIMM B OpraHM3allMyd IpaBUIaAMU OK 06 K 1.6
MOJrOTOBKM JIOKYMEHTOB K nmepexgadye B apxuB. [loaroroBka OK 07 MK 1.7
JOKYMEHTOB K mepenade B apxuB. Odopmienue nen. CocraBieHue OK 08 K 1.8
onuceil [okymMeHTOB U jAen. CocTaBieHHE aKTOB BbLIAuM, IepeiayH, OK 09 K 1.9
YHUYTO)KEHUS TOKYMEHTOB.

1.8 | 3HaKOMCTBO C KaTeropHsMH U BHIAMH JOKYMEHTOB, 00pa3ylomMXcs B OK 01 IIK'1.1
OpraHu3alyy, CcoJepXKaluX KOHOHUACHIHAIbHYI0 HH(POPMALHIO. OK 02 MK 1.2
Opranuzanus paboTel MO 00pabOTKE JOKYMEHTOB OIPaHUYEHHOTO OK 03 IIK 1.3
nocryna. (O3HakOMJIEHHE C INPUMEHSIEMBIMH B  OpraHU3alun OK 04 K 14
CpeACTBaMHU KpUNTOrpaduu AJS 3aLIUTHI JIEKTPOHHBIX JOKYMEHTOB C 8§ 82 EE }2
UCTOJb30BAHUEM  CIIEUAIBHOIO  MPOrPaMMHOr0  obecredeHusl. OK 07 K 1:7
Beimonnenne paboT 1O 00ECNEYEeHHUIO 3aIUThl  JIEKTPOHHBIX OK 08 K 1.8
JOKYMEHTOB OT HECAHKIIUOHUPOBAHHOI'O JOCTYTIA. OK 09 MK 1.9

19 | Oprammsanms paGoTel TpHEMHOH (30H TpHEMa TIOCETHTENEH): OK 01 IIK'1.1
perylupoBaHMe TIOTOKa TIOCeTUTeNed, NpuéM U  perucTpauus OK 02 1K 1.2
nocetuteneit. [lmanupoBanme pabodero mHA PYKOBOIUTENS U OK 03 K 1.3
cekperapss. [loaroroBka  JenoBBIX BCTped U I[EPETOBOPOB OK 04 K 1.4
pykoBogutensa. PaGora mo o00cmyXKMBaHHIO pa3IUYHBIX THIIOB 8112 82 gllf }2
COBEILAHUH U COOJII0/IEHUE MPABUJ UX TTOJTOTOBKU M MPOBEACHUS. OK 07 K 1.7

K 1.8
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Benenue tenedoHHBIX TeperoBopoB. OuibTpanus U nepeaapecanus OK 08 K 1.9
3BOHKOB. Ilpuém U mepemada TtenedoHOrpamm, Qakcorpamm, OK 09
COOOIIeHUH TI0 ANEKTPOHHOU TouTe. MHpOopMarmonHoe obecreueHue
NeSTeNbHOCTH pyKoBoauTes. O3HaKOMIICHHE C TpaBUIaMH PabOTHI
¢ KOH(pUACHIINATHHON UHPOPMAIUEH B OPraHU3AIIHH.
1.10 | PaGoTa mo 03HaKOMJICHHIO C COCTaBOM U OCOOEHHOCTSIMH JTOKYMEHTOB OK 01 IIK 1.1
OpraHH3alkH, PEryJIMPYIOIINX TPYAOBBIE OTHOLIEHUS OK 02 K 1.2
(opraHu3aMOHHO-PACTIOPAAUTEIILHBIC JTOKYMEHTBI, JOKYMEHTBI 10 OK 03 IIK 1.3
JINYHOMY COCTaBYy, TPYAOBOH JIOrOBOpP, AOTOBOP O MAaTEpHAIBHOMN OK 04 [IK 1.4
OTBETCTBEHHOCTH U T.A.). OdopmiieHue AOKYMEHTOB IO JIMYHOMY OK 05 I[IK 1.5
COCTaBY U UX KOMUHU (IIpH HEOOXOTUMOCTH ). OK 06 [IK 1.6
OK 07 K 1.7
OcyIecTBICHHE OK08 | IIK1.8
OpPraHU3aIOHHOTO U OK 09 HK 1.9
AOKYMCHTAIITHOHHOT'O 1.11 | 3nakoMCTBO ¢ cHCTEMON YHU(UIMPOBAHHBIX (OPM NEPBUYHON OK 01 [K1.1
obecreyeH s y4ETHOHN JOKYMEHTAIlMN OpraHu3aluy. 3anojHeHue GopM nepBUYHON OK 02 K 1.2
y4€THOM ToKkyMeHTauuu. PaboTa ¢ 3asBIEHUSAMH 110 TUYHOMY COCTaBY, OK 03 K 1.3
BeZIeHHe U oopMIIeHUE TPYAOBBIX KHIDKEK. Vcnonb3oBanue CO/I mpu OK 04 I[IK 1.4
paboTe ¢ KaJIpOBBIMH IOKYMEHTAMH. OK 05 K 1.5
OK 06 K 1.6
OK 07 K 1.7
OK 08 K 1.8
OK 09 K 1.9
Opranusanus apXuBHOM 2.1 Nzydenne npaBoBBIX (YUpeAWTEIHHBIX) W PACIOPSAUTEIHHBIX JOKYMEHTOB OK 01 MK 2.1
pa60TBI MO0 JOKYyMCHTaM OopraHu3anuu — MecTa IIPOXOXKACHUSA MIPaKTUKU OK 02 K 2.2
OpraHu3aui (mamee — opraHuzauMu) ¢ LENbl0 cOopa MH(pOpMALMU Ui MCTOPHYECKOH OK 03 IK 2.3
CIIPaBKH K apXWBHOW OIKCH, ONPEICIECHHsS TIPAHWIl apXMBHOTO (oHIa OK 04 [IK 2.4
OpraHu3aIyu. OK 05 IIK 2.5
OK 06
OK 07
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OK 08

OK 09
2.2 Yyactue B KOMIUIGKTOBAaHHM apXWBa OpraHU3aIUy JejiaMu (JOKYMCHTaMH) OK 01 TIK 2.1
IIOCTOAHHOI'O X JOJITOBPEMCHHOI'O XpaHCHHUA. OK 02 TIK 2.2
I/IzyquHe APXUBHBIX JOKYMEHTOB OpraHu3anvu C »OEJIbI0 HCKIIOYCHUA OK 03 TIK 23
HY6JI€THOCTI/I I/IH(i)OpMaIII/II/I, IMPOBECPKU q)I/I3I/I‘{eCKOFO COCTOsSHUA A€ OK 04 [IK 2.4
(TOAMCTHBIN MTPOCMOTP JEN). OK 05 MK 2.5

OK 06

OK 07

OK 08

OK 09
2.3 CucremaTtuzanuss JOKYMEHTOB B COOTBETCTBUUM C BBIOpPaHHOI OK 01 IIK 2.1
OpraHu3alKen CXeMOM. OK 02 K 2.2
[IpumeneHne cXeMbl pa3MELICHUsT CPEACTB XPAHEHUS apXUBHBIX OK 03 [IK 2.3
JOKYMEHTOB OpTraHU3aluu Tpu npuéme aen (JOKyMEHTOB) Ha OK 04 K 2.4
XpaHEHHE. OK 05 K 2.5

OK 06

OK 07

OK 08

OK 09
2.4 | Odpopmnenne TomorpaUIecKux yKazaTelied B apXHBOXPAHHIIHILE OK 01 K 2.1
opranuzaiu. Oc¢opmieHue SpIBIKOB Ha MEpPBUYHBIE CpEICTBA OK 02 [IK 2.2
XpaHEHHUS. OK 03 [IK 2.3
Pa3merienne nonogHeHus: apxuBHOTO (OHAA. OK 04 I[IK 2.4
Odopmienne yu€THBIX JOKYMEHTOB IOCTYIIJICHUS U BHIOBITUS €] OK 05 [IK 2.5

OK 06

OK 07

OK 08

OK 09
2.5 | Odopmienne TOKyMEHTaUHU Mo y4€Ty ¢oHIa mojib3oBarens, GpoTo-, OK 01 K 2.1
ayJMOBU3YAIBHBIX JIOKYMEHTOB, 3JIEKTPOHHBIX IOKYMEHTOB. OK 02 K 2.2
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Odopmrnenne yaéTHBIX (HOpPM apXrBa OpraHU3AIIH OK 03 K 2.3
OK 04 IIK 2.4
OK 05 K 2.5

OK 06

OK 07

OK 08

OK 09
2.6 Yyactue B HPOBEACHHM OSKCHEPTU3bl LIEHHOCTH JIOKYMEHTOB OK 01 [IK 2.1
OpraHu3alM Ha OCHOBAHMM HAy4YHBIX KPUTEPUEB HUX LIEHHOCTU H OK 02 K 2.2
HOPMAaTUBHBIX JOKYMEHTOB: MepeyHell U HOMeHKIaTyp. OnpeneneHue OK 03 [IK 2.3
CPOKOB XpaHEHMsI JOKYMEHTOB u jel. OdopmieHue KapTodek- OK 04 [IK 2.4
3aMECTHUTENEH Jena. OK 05 T[IK 2.5

OK 06

OK 07

OK 08

OK 09
2.7 | TIpoBepka HAMUYHSI ¥ COCTOSIHHUS apXUBHBIX JOKYMEHTOB OpTaHHU3aINH. OK 01 K 2.1
BoIABlieHME  JOKYMEHTOB € IOBPEXKICHUAMHM  MaTepHalbHBIX OK 02 [IK 2.2
HOCHUTEJIEH. OK 03 K 2.3
Opranu3anuss po3bicka HeoOHapykeHHbIX jAen. OdopmieHue OK 04 I[IK 2.4
JOKYMEHTAIUH 10 pe3yabTaTaM MPOBEPKH. OK 05 K 2.5

OK 06

OK 07

OK 08

OK 09
2.8 | Pabora 1O CO31aHUIO CIPABOYHO-TIOMCKOBBIX CpPEJCTB apXuBa OK 01 K 2.1
OpraHM3aliy, B TOM UHCJIE€ C MPUMEHEHHEM HWH(OPMAaLMOHHBIX OK 02 [IK 2.2
TeXHosorui.  Yuactue B (QOPMHPOBAaHMH  OCHOBHBIX  H OK 03 K 2.3
BCIIOMOTATEJIbHBIX apPXMUBHBIX CIPAaBOYHUKOB, B TOM YHUCIE C OK 04 I[IK 2.4
HCII0JIb30BAaHUEM aBTOMATHU3UPOBAHHBIX CHCTEM. OK 05 [IK 2.5
OK 06 K 3.1

13




OK 07

OK 08
OK 09
2.9 | CocraBneHue apxWBHOW OINHUCH J€JT TIOCTOSHHOTO XPaHCHHS. OK 01 [IK 2.1
OdopMieHre OnUCH JIel M0 JIMYHOMY COCTAaBY. OK 02 K 2.2
Odopmienne onucu z1ea BpeMeHHoro (cBaiie 10 j1eT) cpoka XpaHeHUSI. OK 03 IIK 2.3
[IpocraBnenne Ha BHYTPEHHHX M MCXOIAIIMX  JOKYMEHTax OK 04 [IK 2.4
HEOOXOIUMBIX OTMETOK B COOTBETCTBHH C TpeboBaHusmu ['OCT OK 05 IIK 2.5
OK 06 K 3.1
OK 07
OK 08
OK 09
2.10 | Ilomck wHOpPMAUK TO 3ampocy IONb30BATENsl, B TOM YHCIE C OK 01 K 2.1
HCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM. OK 02 [IK 2.2
Perucrpanus ucxoasimux JOKYMEHTOB B IPEJIOKEHHON IEKTPOHHON OK 03 K 2.3
dopme OK 04 K 2.4
Perucrpanuss ~ BHYTpEHHHX  JOKYMEHTOB B IPEMJIOKEHHBIX OK 05 K 2.5
JIEKTPOHHBIX (opMmax (peructpauus npukazos no O/l, perucrpanus OK 06 IIK 3.1
npukazoB no JIC, peructpanus TpyIOBBIX JOTOBOPOB, PErucTparus OK 07
JIBUKCHHSI TPYJOBBIX KHUKEK) OK 08
OK 09
2.11 | VicnonHernue 3ampocoB MO TOKMCKY apXHBHBIX Jel (JOKYMEHTOB) OK01 | IIK21
OpraHM3aliy, B TOM 4YHCII€ C HCHOJIb30BaHUEM HH(OPMALMOHHBIX OK 02 1K 2.2
TEXHOJIOTHH. OK 03 TIK2.3
OK 04 K 2.4
Benenue 0a3bl JaHHBIX JOKYMEHTOB OpraHu3aluu (IPUKpEIUICHHE OK 05 K 2.5
AJIEKTPOHHBIX JIOKYMEHTOB TMIEPCCBUIKAMU K JKYpHALy perucTpanuu OK 06 K 3.1
JIOKYMEHTOB) OK 07
O6paboTka 1 OTIPaBKa UCXOSAIINX JOKYMEHTOB OK 08
OK 09

Opranuzanust paboThl MO PErUCTPAMK TEKYLIETO AEIONPOU3BOICTBA
(BHYTpEHHME JOKYMEHTBI)
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2.12 | ITpuem u nepBuuHas 06paboTKa BXOAAIINX JOKYMEHTOB 6 OK 01 K 2.1
OK 02 [IK 2.2
[IpenBaputenbHOE PAcCMOTPEHHE U COPTUPOBKA JOKYMEHTOB Ha
pensap P P pTHP AOKYM OK 03 K 2.3
PErUCTPUPYEMBIE U HE PETUCTPUPYEMBbIE OK 04 K 2.4
Perucrpanus BXOAAIMX TOKYMEHTOB B IIPEIJIOKEHHOW AJIEKTPOHHOM OK 05 MK 2: 5
(bopme 4 OK 06 | TK3.1
[logroroBka  BXOASMIMX  JOKYMEHTOB Uil  pacCMOTPEHUs OK 07
pykoBoautesieM [IpocTaBieHre Ha JOKYMEHTE OTMETKH O ITOCTYIJICHUU OK 08
JOKYMEHTa B OPTaHU3alIHIO OK 09
JAudpepeHunnpoBaHHbIN 3a4eT 6
Bcero 144
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4. YCJIOBUA PEAJIU3ALIAN PABOYEM INPOI'PAMMBbI
INPOU3BOJACTBEHHOMU (ITPEJJIUITJIOMHOMN) IPAKTUKH

[Tpou3BoacTBEeHHAs MpaKTUKa (TPEATUINIOMHAsI) SBISETCS 00s3aTeNbHOM Uil BCeX
o0OyJaromuxcsi, MPOBOJUTCS TIOCJE IOCIEIHEH CEeCCHM M MPEeIUIecTBYET TIOCYIapCTBEHHON
UTOroBo arrectanuu. IIpou3BoACTBEHHAass NpakTHKa (IPEIIUILUIOMHAs) peanu3yercs
00y4aroIMMHUCS CAMOCTOSITENILHO 110 HAIPABICHUIO 00Pa30BaTEIbLHOTO YUPEHKICHUS.

B nepuon mpoxoxxieHus IpakTUKK Ha HUX PaclipOCTPaHSIOTCS TPeOOBaHMS OXpaHbI TPyAa
U TpaBWia BHYTPEHHEIrO paclopsjika, IEHCTBYIOIIME B OpraHM3alMM, a TaKke TpPYAOBOE
3aKOHOJATEIbCTBO, B TOM YUCJIE U B 4YaCTU TOCYJaPCTBEHHOI'O COLIMAIBLHOIO CTPAXOBAHMUS.

[IpenycmarpuBaercsi ycTaHOBJICHHAsE (popMa OTYETHOCTH AJI OOYHAIOIIUXCS IO UTOTam
IIPOXOKAECHUSI TPOU3BOJICTBEHHON MTPAKTUKU (IPEIAUILTIOMHON):

— OTYET;

- JTHEBHUK.

Htorom nmpakTHku siBisieTcs AU PepeHInpOBaHHBIN 3a4eT, KOTOPBI BBICTABISET PYKOBOIUTEIb
IpakTUKU 0T IHCTUTYyTa HA OCHOBAHUM:

- HaOJII0IeHUI 32 pabOTON NPaKTUKAHTA,

- BBITNOJIHEHUS UHAWBUTyaJIbHOTO 3a/1aHUS;

- KayecTBa OTYeTa 10 POrpaMMe IIPAKTUKH;

— MpeBapUTENbHOM OIEHKH PYKOBOJIUTEINSI MPAKTUKU OT OpraHu3aluu - 0a3bl
IIPAKTUKU B aTTECTALlHOHHOM JIUCTE;

- XapaKTEPUCTHKHU, COCTABICHHON PYKOBOJIUTENIEM IIPAKTUKU OT OpraHU3al|H.

OOyuaromuecss CaMOCTOSTENIbHO OQOPMIISIIOT JHEBHUK TMPAKTUKH. PyKOBOIUTENb
IPAKTUKU TOANKMCHIBAET aTTECTalMOHHBIM sucT. [lo pe3ynpratam npakTuku oOydaroluiics
BBIMIOJHSAET (COCTaBINsieT) OT4eT (C Mpe3eHTalueil), B KOTOPOM OTpakaeT pe3yJbTaThl
BBINTOJIHEHHBIX 33JJaHUN BO BPeMs IPOXOXKJICHHS IPAKTUKH, a TaKxke (HopMyIrpyeT COOCTBEHHBIE
BBIBOJIBI TI0 pe3yJIbTaTaM IPOJEIaHHON padoThl. B kauecTBe MpUIOKEHHS K OTYETY MPAKTUKU
oOyyvaronuiics odopmisier rpaduyeckue, ayauo-, (Gporo-, BHUIIEO-, MaTEpPHAIbl, HATJISIHBIC
00pa3ibl U3/1€IHHA, TOATBEPKIAIOIINE TPAKTHUECKUI OIBIT, TOJyYSHHBII Ha MPaKTHKE.

@®opMbl HE0OX0AUMbIX JOKYMEHTOB VISl 3a10JJHeHus1 U npeaocrasiaenus B AHIIOO
«Ky0anckuit UI1O», MeTonn4yeckne yKa3aHnus 10 BbINOJTHEHUIO 0TYETA 10 MPAKTHKE MOKHO
NOJIYYUTh B OT/Aeje y1eOHO-IPOU3BOACTBEHHOI padoThl M B Oub/IHOTEKe.

Pe3ynbTaThl  NMPOXOXAEHUS  MPOMU3BOJCTBEHHOM  MPaKTUKH  (IPEAJUIUIOMHOI)
YUUTBIBAIOTCS IIPU UTOTOBOM arTecTanuu. O0ydaronuecs, He BBIMOIHUBIINE 0€3 YBAKUTEIbHBIX
NPUYHMH TpeOOBaHUS paboyell MpOorpaMMBbl MPAKTUKH WM MOJYYUBIINE OTPULIATEIBHYIO OLIEHKY,
oTuucIsitoTes U3 MIHcTUTYyTA 32 HEBBINIOJHEHUE Y4eOHOTO MJIaHa.

4.1 KanpoBoe o0ecnieuenune 00pa3oBaTe/ibHOIO Npouecca

Peanuzamus paGoueit mporpaMmbl MTPOU3BOJICTBEHHOM MPAKTUKU (TPEAUIIIIOMHON) MPU
MIPOBEICHUH B 00Pa30BaTEIHFHON OpraHU3aIliy — OPTaHU3YeTCs TeJaroruiecKuMu paboTHUKaMH,
M0 BO3MOKHOCTH HMEIOIIUMU MPOQHIEHOE 00pa30BaHKE U OOJBIION CTaXK MPAKTUIECKON paOOTHI
1o MpoduITIo;

— MpU MPOBEACHUU B OPTraHU3AlUU, OCYIIECTBIISIONICH AESITENbHOCTh MO MPOMUITIO
COOTBETCTBYIOIIEH 0Opa3oBaTeNbHONM TMpOTrpaMMbl, B TOM YHCIE€ B €€ CTPYKTYPHOM
MOJpa3JeiecHHd — OPTraHU3yeTCs JIHMIIAMU, COOTBETCTBYIOIIMMU TPEOOBAHUSM TPYIOBOTO
3akoHoJatenbcTBa Poccuiickoit denepanyii 0 IOMYCKE K IMEIAroru4ecko JAesATeIbHOCTH, W3
qriciia pabOTHUKOB JaHHOM OpraHW3allud, KOTOpble 00ECMEeYNBAIOT OPraHU3alUI0 peau3alun
KOMITIOHEHTOB 00pa30BaTeIbHOM MPOrpaMMbl B OpMe MPaKTUYECKOM MOATOTOBKH.

4.2. HudopmauuoHHOe obecrieyeHre 00ydeHUst
[lepeuenp pexomeHyeMbIX y4eOHbBIX H3JaHHi, VHTepHET-pecypcoB, TOMOIHUTEIbHOM
JUTEPATYPHL.
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7. CucteMbl 3JIEKTPOHHOIO JOKyMeHTooOopota. IIpakTukyMm. : ydeOHOe mocobue /

H. ®. Antyxosa, O. U. Jlonranosa, B. B. Jlocesa [u ap.]. — Mocksa : KuoPyc, 2024. — 395 c.
— ISBN 978-5-406-12403-1. — URL: https://book.ru/book/951544— TekcT : 3IeKTPOHHBIIA.

8. IlIumos, O. B. CoBpeMeHHBIC TEXHOJIOTHH ¥ TEXHUYECKHE CPEICTBA HH(DOPMATH3AIIH :
yuebHuk / O.B. IumoB. — MockBa : UHOPA-M, 2022. — 462 c. + Jlon. MaTepuasl
[DnextponHbIii pecypc]. — (Cpemnee mpodeccuonanpHoe oOpazopanme). - ISBN 978-5-16-
017112-8. - Tekcr : anexrponnsii. - URL: https://znanium.ru/catalog/product/1764799 — Pexwum
noctyna: o noganucke. — Jlonomuurenbusii uctounuk [TOOIT.

9. bapunoBa, E. b. DJNEeKTPOHHBIA apXuB : ydeOHOe mocoOue s CpeaHero
npodeccuonanbHoro obpaszosanms / E. b. bapunoBa. — Mocksa : U3narensctBo IOpaiit, 2024.
— 166 c¢. — (IIpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-17004-7. — Tekcr :
anekTpoHHbld  //  OOpazoBatenpHas  miarpopma  Opaiitr  [caiit]. —  URL:
https://urait.ru/bcode/544964

10. TI'yryeBa, T. A. Kou¢uaeHnmanipHOE AETONMPOU3BOACTBO : ydeOHOe mocobue /
T. A.T'yryeBa. — 2-e u3., nepepa0. u gon. — Mocksa : UHOPA-M, 2023. — 199 c. — (Cpennee
npodeccuonansHoe odpasopanme). - ISBN 978-5-16-016585-1. - Tekcr : anmekrponssrit. - URL:
https://znanium.ru/catalog/product/1986679— Pesxum noctyma: 1mo moamucke. — JIonmomTHUTeTbHbIN
ucrounuk [TOOII.
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11. Ilyeamoa, H. H. OCHOBBI  JIETTOMPOM3BOJICTBA : YYEOHWK [UJII CPEIHETO
npodeccuonansHoro obpasosanus / H. H. [llyBamnosa, A. KO. MBaHoBa ; moja o01ieid penakiuei
H. H. [llyBanoBoii. — 3-¢ usn., nepepad. u mon. — Mocksa : M3natensctBo FOpaiit, 2024, — 355
c. — (ITlpodeccuonanpHoe oopazoanue). — ISBN 978-5-534-20344-8. — TekcT : 2IeKTPOHHBIN
/I Ob6pazoBarenbhas 1miardpopma IOpaiir [caiit]. — URL: https://urait.ru/bcode/557984—
Hononuurensubiit ucrounuk [1OOI1.

12. bacakoB, M. MW., JlokymMeHTalMOHHOE OOCCIEYCHHE YIpaBICHUS (C OCHOBaMH
apxuBoBeJieHN) : yueOHoe nocodue / M. U. bacakoB. — Mocksa : KnoPyc, 2024. — 216 ¢c. —
ISBN 978-5-406-12836-7. — URL.: https://book.ru/book/952778— TekcT : 3JIeKTPOHHBINA. —
Hononuurensueiit ucrounuk [1OOIL.

13. IlyBamoBa, H. H. [lokymeHTanimoHHOE OOCCIICYCHHE YIPaBICHUS : yUYCOHUK IS
cpenuero npodeccuonansHoro oopasosanus / H. H. IllyBanoBa. — 3-e uzj., nmepepad. u qom. —
Mocksa : U3gatenbctBo FOpaiit, 2024. — 234 ¢. — (IIpodeccnonansnoe oopazoanue). — ISBN
978-5-534-20349-3. — Tekcr : anexTpoHHbIii / O0pazoBarenbHas maatgopma FOpaiir [caidt]. —
URL.: https://urait.ru/bcode/557989

14. TlomoB, A. B. ApxuBoBenenue. 3apyOexxknas Poccuka : y4eOHHK i CpPEAHETO
npodeccuonansHoro odpasosanus / A. B. [TonoB. — Mocksa : U3natensctBo KOpaiit, 2024. —
168 c. — (IIpodeccuonanproe obpazomanme). — ISBN 978-5-534-10240-6. — Tekcr
anekTpoHHbId  //  OOpaszoBarenpHas  miatdgopma  FOpaiit  [caiir]. —  URL:
https://urait.ru/bcode/542020— Jlononautenbublii uctounuk [TOOTT.

15. IlemenxoBa, C. 1. ApxuBoBeaenue. Mcropus apxuBoB Poccuu ¢ ApeBHEHIINX BpeMeH
no Havama XX Beka : yuyeOHoe mocoOue Ui CpelHero mpogecCHOHAIBHOro oOpa3oBaHUs /

C. U. LlemenkoBa ; noa HayuHou penakuueit JI. H. Ma3yp. — Mocksa : U3narensctBo IOpaiir,
2024. — 128 c. — (Ilpodeccnonansroe odbpazoBanne). — ISBN 978-5-534-12086-8. — Tekcr :
aNekTpoHHbIW  //  OOpaszoBarenpHas  miatdpopma  HOpaiit  [caiit]. —  URL:

https://urait.ru/bcode/555669— Jlonmonuurenbubiii uctounuk [TOOIT.

16. Packun, /. 1. MeTtoanka u mpakTHKa apXWBOBEICHUS @ YYEOHHMK ISl CPEIHETO
npodeccuonanbHoro obpasosanus / JI. U. Packun, A. P. CokonoB. — 2-e m3n. — Mockaa :
NznarensctBo HOpaiit, 2024. — 416 c. — (IIpodeccronansnoe odbpazoBanue). — ISBN 978-5-
534-16252-3. — Tekct : anexkTpoHHbI // O6pa3oBarensHas iardgopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/539267

17. T'yryeBa, T. A. KoHduneHuumanbHOoe n€I0NPOU3BOACTBO : Yy4yeOHoe mocobue /
T. A.T'yryeBa. — 2-e u3., nepepa0. u gon. — Mocksa : UHOPA-M, 2023. — 199 c. — (Cpennee
npodeccuonansHoe oopazosanme). - ISBN 978-5-16-016585-1. - Tekcr : anmekrponnsrii. - URL:
https://znanium.ru/catalog/product/19866 79— Pexwim moctyra: mo moanucke. — JIomoTHATETbHbIH
ucrounuk [TOOII.

18. JloxkymeHTOBeneHUE : Y4eOHUK M MPAKTUKYM JJIsI CPEIHEro MpogeccuOHaIbHOIo
obpazosanus / JI. A. loponuna [u np.] ; mox penakiueit JI. A. Jloponunoit. — 4-e uzf., nepepad.
u non. — MockBa : WsmarensctBo FOpaiit, 2024. — 336 c. — (IIpodeccuonanpHoe
obpazoBanmue). — ISBN 978-5-534-19113-4. — Texkct : anmekTpoHHBIN // OOpa3zoBareibHAs
iatdopma IOpaiit [caiir]. — URL: https://urait.ru/bcode/555974

19. TIposzoma, O. C. Jenonpoun3BoAcTBO @ y4deOHOe TmocoOue JUisi CpeaHEro
npodeccuonansHoro odpazosanus / O. C. I'pozoBa. — 2-e¢ u3n. — Mocksa : M3naTenbcTBo
[Opaiir, 2024. — 131 ¢. — (IIpodeccronansrnoe oopazosanue). — ISBN 978-5-534-15986-8. —
Texcr : onextpoHHbli // OOpasoBarenbHas miardopma HOpaiir [caiit]. — URL:
https://urait.ru/bcode/539523

20. bymonuna, E. B. ApxuBoBenenue : yueObnoe nocobue / E. B. Byntonnna. — Mocksa :
NHO®PA-M, 2025. — 206 ¢. — (Cpennee npodeccnonansaoe oopasopanue). - ISBN 978-5-16-
020095-8. - Tekcr : anektponnsbiid. - URL: https://znanium.ru/catalog/product/2157634— Pexum
JIOCTYTIA: TIO TIOATTHCKE.
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21. Jlykonuna, }0. A. ApxuBoe neno B cyne : npaktukym / FO. A. Jlykonuna. - Mocksa :
NOIT PI'VIL, 2023. - 64 c. - ISBN 978-5-00209-075-4. - Tekct : snexkrtponHnsii. - URL:
https://znanium.ru/catalog/product/2151297— Pexxum mocTyma: 1o MOIIKCKE.

22. 3aiinieBa, E. B. Jlenonpon3BoCTBO U apXUBHOE A€o : yaeOHoe mocooue / E.B. 3aiinena,
H.B. I'onyapoBa. — Mocksa : UHOPA-M, 2025. — 258 c¢. — (Cpeanee mpodeccuoHalbHOE
obOpazoBanme). - ISBN 978-5-16-020233-4. - Tekcr : onektponsbii. - URL:
https://znanium.ru/catalog/product/2163868— Pexxum mocTyma: mo moIImucKe.
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5. KOHTPOJIb 1 OHEHKA PE3YJIBTATOB OCBOEHUSI PABO‘-IEFI IMPOI'PAMMBbI
IMPOU3BOJACTBEHHOU (ITPEAJAUITJIOMHON) ITPAKTUKH

KoHTpons u olleHKa pe3ylbTaTOB OCBOCHUS IPOW3BOJICTBEHHOM (IIPEAIUILIIOMHON)
MPAKTUKH OCYIIECTBISETCS B popMme Juggepenyuposanno2o 3auema, Ha OCHOBAaHUH O0TYETA 110
NMPAKTHKe, THEeBHUKA NPAKTUKH, XapaKTEePUCTUKHU, ATTECTALMOHHOI0 JINCTA.

Koa u pesyabrarsl
(ocBOeHHBIE
npodeccuoHaJIbHbIE
KOMIIEeTEHIIHH)

OcHOBHbIE TIOKA3aTeJIN
OIIeHKH pe3yJibTaTa

®opMBbI M METOABI KOHTPOJIS

[IK 1.1. OcyiiecTBasiTh
npuEM-TIEpeaaYy
YIIPaBJIECHYECKON
UH(OPMALIUU C TTOMOIIBIO
CPEICTB
MH(GOPMAIIMOHHBIX U
KOMMYHHUKAITMOHHBIX
TEXHOJIOTUH.

[Tonyuenne HeoOXOAMMOM
uH(popMalny U epeaaya
CaHKIMOHUPOBAHHOU
nHpopManuu ¢
WCIIOIb30BAHUEM CPEJICTB
MH(POPMAIIMOHHBIX U
KOMMYHHKAITHOHHBIX
TEXHOJIOTHI

HNHurteprperanus pe3ysbTaToB
HaOJIr01eHUH 3a eSATEIbHOCTBIO
oOyuarolerocs B mporecce
HPaKTUKU

DKCrepTHas OIICHKa
BBITIOJIHEHUSI IPAKTUYECKUX
3aaHUN.

JuddepeHunpoBaHHbBII 3a4eT.

[IK 1.2. KoopauaupoBaTh
paboTy nmpreMHOI
PYKOBOAMTEIISA, 30H
IpueMa pa3IndHbIX
KaTeropuil moceTuTeNnen
OpraHu3alyy.

Koopaunarus paboTsl
MPUEMHON PYKOBOIUTEINS U
30H NpUEMA Pa3INIHBIX
KaTeropuil moceTuTeIen
OpraHu3aluu

WHTtepnperanus pe3ysbTaToB
HaOJIr0/1eHUH 3a eSATEITbHOCTHIO
oOyuarolerocs B mporecce
HPaKTUKU

OKcnepTHas OLEHKa
BBITIOJTHEHUS PAKTUYECKUX
3aJaHuH.
JuddepeHunpoBaHHbIN 3a4eT.

IIK 1.3. Bnanets
HaBBIKaMH TUTAHUPOBAHHUS
pabouero BpeMeH!
PYKOBOIUTENS U
CeKpeTapsl.

[TnanupoBanue pabouero
BPEMEHU PYKOBOJUTEIIS U
paboyero J1Hs ceKkpeTaps

WHTepnperanys pe3ynbTaToB
HaOJII0ACHUH 32 1 TEIbHOCTBIO
o0y4aromierocst B mpouecce
MIPaKTUKU

DKcriepTHas OlICHKa
BBITIOJTHEHHSI TPAKTUYECKUX
3a/IaHMI.

JuddepeHurpoBaHHbII 3aUeT.

[IK 1.4. OcyiiecTBasiTh
MOJTOTOBKY JEJIOBBIX
MTO€3/I0K PYKOBOJUTENS U

JIPYTUX COTPYAHUKOB
OpraHu3alyy.

Opranuzanys 1eI0BbIX
MOE3/I0K PYKOBOIUTEIS

U JPYTUX COTPYAHUKOB
OpraHu3ayu

WHTepnperanus pe3ynbTaToB
Ha0JI0/IeHUH 32 1eSITeIbHOCThIO
o0yyaroIerocs B rporecce
MPaKTUKU

DKcnepTHas OLlEHKa
BBITOJIHEHUS IPAKTHYECKUX
3aaHuN.
JuddepeHurpoBaHHbII 3aUeT.
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TIIK 1.5. Bnagets
criocobaMu opraHu3auu
pabouero nmpocTpaHcTBa
MpUEMHOW U KaOWHeTa
PYKOBOJIUTEIIS.

OpraHu3zanys 1 moaepKaHue
(YHKIIMOHATIBHOTO pabovero
HPOCTPAHCTBA

HNHteprperanus pe3ysbTaToB
HaOJII0/ICHUH 32 IESITEIbHOCTHIO
o0yyJaroIerocs B porecce
IPaKTUKH

DKcrepTHas OIICHKa
BBITIOJIHEHUS] TPAKTUYECKUX
3aaHUN.

HuddepeHurpoBaHHbII 3aUeT.

[IK 1.6.0cymiecTBisTh
paboTy 1Mo MOATOTOBKE H
MIPOBEICHUIO
KOH(EpEHTHBIX
MEpONPHUATHH,
obecrieunBaTh
MH(POPMAIMOHHOE
B3aUMO/ICHCTBHE
PYKOBOJIUTEIIS C

Opranuzanus noAroToBKU U
MIPOBEJICHUE BHYTPCHHUX U
BHEITHUX KOH()EPEHTHBIX
MEpPOIPUATHIA, 0OeCIIeUCHHE
WH(POPMAITMOHHOTO
B3aUMOJICVCTBHUS
PYKOBOJUTEIIS C
MO/Ipa3IeICHUsIMU U
JOJKHOCTHBIMHU JIMIIAMH

HHteprperanus pe3ysbTaToB
HaOJII0JICHNHT 3a AeATETbHOCTHIO
o0yyJaroIerocs B mporecce
HPaKTHKH

DKcnepTHas OlleHKa
BBITIOJIHEHUSI IIPAKTUYECKUX
3aaHUN.

HOJpa3aCICHUsIMU U OpraHu3alu. JuddepeHIpoBaHHbIIA 3aUeT.
JOJKHOCTHBIMU JIMLIAMHA

OpraHu3alu.

1K 1.7.0¢opmitsith Odopmierne HNuTepnperanus pe3yabTaToB
OpraHnU3allMOHHO- OpraHrU3allnOHHO- HaOJII0IeHUH 3a JeITEILHOCTRIO
pacropsaauTenbHbIE pacropaaUuTEIbHBIX o0Oydaromierocs B nporecce

AOKYMCHTBI U
OpraHnu30BbIBATH pa60Ty
C HUMH, B TOM HHUCJIC C
HUCIIOJIB30BAHHUEM
ABTOMATU3UPOBAHHBIX
CHUCTCM.

JAOKYMCHTOB U OpraHU3anus-d
pa60TBI C HUMH, B TOM YHUCJIC
C UCITIOJIb30BAHHEM
ABTOMATU3HUPOBAHHBIX CUCTCM

IMPAKTHUKU

OKcnepTHas OLEHKa
BBITIOJTHEHUS PAKTUYECKUX
3aJaHuH.
JuddepeHnpoBaHHbIHN 3a4eT.

1K 1.8.0¢dopmisTs
JOKYMEHTBI 110 INYHOMY
COCTaBy U
OpPraHU30BBIBAaTh PabOTy
C HUMH, B TOM YHCJIE C
UCTOJIb30BaHUEM
aBTOMAaTH3UPOBAHHBIX
CHCTEM.

OdopmieHre TOKyMEHTOB 10
JUYHOMY COCTaBY H
opraHusaiys paboThl ¢ HUMH,
B TOM YHCJIE C
WCTOJIb30BaHUEM
ABTOMATH3HPOBAHHBIX CHCTEM

WHTtepnperanus pe3ysbTaToB
HaOJIr0/1eHuH 3a e TETbHOCTHIO
o0ydaromierocs B mporecce
MPAKTHKU

OKcnepTHas OLEHKa
BBITIOJTHEHUS PAKTUYECKUX
3aJaHuN.
JuddepeHnpoBaHHbIN 3a4eT.

IIK 1.9.0pranuzoBbiBaTh
TEKyIllee XpaHeHNEe
JOKYMEHTOB, 00pabOTKy
JIeT1 17151 OepaTUBHOTO U
apXMBHOT'O XpaHEHUs], B
TOM YHCJIE C
UCTOJIb30BaHUEM
aBTOMaTH3UPOBAHHBIX
CHCTEM.

Opranuzanus TeKyIIero
XpaHEHHUsI JTOKYMEHTOB,
o0OpaboTka aen amis
OTIEPATUBHOTO U APXUBHOTO
XpaHCHHUSI, B TOM YHCIIE C
UCIOJIb30BaHUEM
ABTOMATH3UPOBAHHBIX CHCTEM

WNHTtepnperanus pe3yibTaToB
HaOJIOACHUH 32 I TETbHOCTHIO
oOydarorierocs B mporecce
MIPaKTUKU

OKcnepTHas OLEHKa
BBITIOJTHEHUS PAKTUYECKUX
3aJaHuN.
HuddepeHupoBaHHbIN 3a4eT.
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K 2.1.
OcymecTBIsATh
KOMILIEKTOBaHHE
apXUBHBIMHU JIeJIaMH
(moxymeHTaMn)
apXuBa OpraHu3aliu

Co3znanue JTOKaIbHbIX
HOPMAaTUBHBIX JOKYMEHTOB U
MPOTOKOJIOB 3aCeAaHu
9KCIIEPTHONH KOMHUCCHH
opranuzauuu. [IpoBenenue
9KCIIEPTHU3bI HEHHOCTHU
AOKYMCHTOB OpraHU3aIuu.

WuTepnperanus pe3ynbTaToB
HaOJIOACHUH 32 IEATETLHOCTHIO
oOyuarolerocs B mpoiiecce
MIPaKTUKH

DKcrepTHas OlICHKa
BBITMIOJTHEHHSI TPAKTUYECKUX
3aaHUN.

JuddepeHnrpoBaHHbIi 3a4eT.

[IK 2.2.

Bectu y4€t apxuBHBIX
nen (TOKyMEHTORB),

B TOM YHCIIE

C MCTIOJIb30BaHUEM
aBTOMATH3UPOBAHHBIX
CUCTEM

VY4ér apXUBHBIX el
(HOKYMEHTOB) IMMOCTOSTHHOTO U
BPEMEHHOI'0 XpaHEHUs. YUET
(OHIOB U OIUCEl apXUBHBIX
nen (I0KyMeHTOB). YUér
BBIJIAYU APXUBHBIX JICTT
(TOKYMEHTOB) U3
aApXUBOXPaHWIUIIA U UX
BO3Bpara. YUET U KOHTPOJIb
nepeayn apXuBHBIX JIEIT
(TOKYMEHTOB) B
TOCyIapCTBCHHBIN/
MYHHIUIATBHBIA apXUB WIH
Ha MHOE BHEIIHEE XpaHCHUE.
Y4ér u po3bICK
HEOOHaPYKEHHBIX JEI
(moxymenTtoB). Benenue nen
¢dbonm0B

WHTteprperanus pe3ysbTaToB
HaOJIr0/1eHUi 3a eSATEITbHOCTHIO
oOyuarolerocs B porecce
HpPaKTUKU

DKcnepTHas OlleHKa
BBITIOJIHEHUSI IPAKTUYECKUX
3aaHUN.

JuddepeHunpoBaHHbBII 3aUeT.

IK 2.3.

Ocy1iecTBIAThH
XpaHEHHUE apXUBHBIX A€
(1OKyMEHTOB)

C MOCTOSTHHBIM CPOKOM
XpaHEHHS

U TI0 JINYHOMY COCTaBY

B apXHBE OPraHU3aLUU

Coznanue onuceit nen
(TOKYMEHTOB) OpraHU3aIu
MIOCTOSIHHOTO CPOKa XpaHEHHUs
U 110 JMYHOMY COCTaBY.
Pa3memnienne apXuBHBIX €T
(1IOKyMEHTOB) B apXUBHBIX
XpaHUJIMIIAX B COOTBETCTBUU
C BBIOpaHHOM CXeMOM
KIaccupuKalum u
CUCTEeMAaTU3aliH JIeN
(moxymenTtoB). Co3ianue u
o0ecrnieyeHre peKuMoB
XpaHEHUs apXUBHBIX /1T
(moxymentoB). [IpoBepka
HATHYHUS U COCTOSTHUS
aApXUBHBIX JIeJT (IOKYMEHTOB).
Brrsinenue u yuér
apXUBHBIX JeJ (IOKyMEHTOB),
TPEOYIOIIHX
pecTaBpalMOHHOM,
KOHCEpBaI[MOHHO-
popUIAKTUYECKON 1
TEXHUYECKOH 00paboTKH.
[TonroroBka ycinoBuii aJis

WHTtepnperanus pe3ysbTaToB
HaOJIr0/1eHuH 3a e TETbHOCTHIO
o0ydaromierocs B mporecce
MPAKTHKU

DKcnepTHas OLEHKa
BBITIOJTHEHUS PAKTUYECKUX
3aJaHuN.
JuddepeHnpoBaHHbIN 3a4eT.
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o0ecrniedeHrs COXPaHHOCTH
ApPXHUBHBIX eI (JOKYyMEHTOB) B
0COOBIH TIeproa U
Ype3BbIYANHBIX

cutyanusx. OCyliecTBiIeHUE
KOHTPOJIS IBUXKEHUS
apXUBHBIX el (IOKYMEHTOB)
1 uX (pU3MYECKOro COCTOSTHUSI.
IToaroTorka u nepenava
ApPXHUBHBIX eI (JOKYMEHTOB)
B TOCY/IapCTBEHHBIN/
MYHUIMIAIBHBIA apXUB WIH
Ha MHOE BHEIIHEE XpaHECHUE

IIK 2.4.

OcymecTBiATh
XpaHEeHue,
KOMILIEKTOBAaHUE, YUET U
UCIOJIb30BAHUE JIEIT

(IOKyMEHTOB)
BPEMEHHOT'O XpaHCHUS

VYuér onuceit aes1 BpeMEHHOTO
XpaHEHUs! CTPYKTYPHBIX
MMOJIpa3/IeJICHU OpraHu3aiuu
B TPAJIMLIMOHHOM U B
JNIEKTPOHHOM BHJIE.
CucremaTu3zanus aemn
(1OKyMEHTOB)

BPEMEHHOI'0 XpaHEHUS,
MIPUHSATHIX OT CTPYKTYPHBIX
MO/Ipa3IeIeHU OpraHu3allli,
JUTSL pa3MEIICHHS B
XpaHUJIHILE apXUBa
opranu3auuu. KoHtposis
BBIJIaYU B ONEPATHUBHOE
MOJIb30BAHUE JICIT
(IOKyMEHTOB) BPEMEHHOTO
XpaHEHUs U MX BO3BpaTa.
[IpoBenenue

9KCIIEPTHU3BI IEHHOCTH JIETT
(IOKyMEHTOB) BPEMEHHOT'O
XpaHEHUS B apXUBE
opranuzanuu. [Toaroroska
nen (TOKyMEHTOB)
BPEMEHHOT'O XpaHEHUS,
MPUHSATHIX OT CTPYKTYPHBIX
MoIpa3/IeJICHuN, Ha
yHuuToxkeHue. Co3nanue
aKTOB O BBIJICJICHUH Ha
YHUYTOXKCHHE JCIT
(IOKyMEHTOB) BPEMEHHOTO
XpaHEHUs C HCTEKIIUMU
CpPOKaMH, IPUHSATHIX OT
CTPYKTYPHBIX MOJIpa3AeIeHUN

WuTepnperaius pe3ynbTaToB
Ha0JII0/IeHUH 32 AESITEIbHOCThIO
o0yyaroIerocs B rnporecce
MPaKTHKU

DKcriepTHas OIICHKa
BBITIOJTHEHHSI TPAKTUYECKUX
3a/IaHMI.

JuddepeHurpoBaHHbIH 3aUeT.

IK 2.5.
Ocy1ecTBIATH
WCTIOJIh30BaHUE
apXUBHBIX JeJ
(1OKyMEHTOB),
B TOM YHCIIE

[Tonnepxka B akTyaJIbHOM
COCTOSTHUM DJICKTPOHHBIX
MH(POPMAITMOHHO-TIOUCKOBBIX
CHCTEM apXHBa B
JTIOKYMEHTHPOBAHHBIX chepax
JIESITEIbHOCTH OPraHU3aIUU.

WHTepnperanus pe3ynbTaToB
Ha0II0/IeHUH 32 1eSITEeIbHOCThIO
o0yyaroIerocs B rporecce
MIPaKTUKU
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C UCIIOJIBb30BAHHEM
ABTOMATHU3HWPOBAHHBIX
CUCTEM

CocraBneHue cripaBO4HO-
MTOMCKOBBIX CPEJICTB

K apXHUBHBIM JIeJIaM
(moKyMeHTaM), YATEHHBIM B
apXuBe U B
JOKYMEHTUPOBAHHBIX chepax
JEeSTEIbHOCTH OpraHU3aIuy.
[TonroroBka OTBETOB Ha
3aMmpoChl APXUBHBIX JIETT
(moxymentoB). [TonroroBka
paboTHI OJIb30BATEIICH B
YUTAIBHOM 3aJIe apXHUBa

DKcrnepTHas OlIeHKa
BBITTOJIHEHHSI TPAKTHYECKUX
3a/1aHUM.

JuddepennrpoBaHHbIi 3a4eT.

[IK 3.1. OcyiiecTBasiTh
paboTy 1Mo BEICHUIO
apXHUBHOTO JieJia Ha

JleMoHCTpanust CiocoOHOCTH

HNHurteprperanus pe3ysbTaToB
HaOJIr01eHUH 3a 1 TEIbHOCThIO
oOyuarolerocs B mporecce

IPaKTHKH
TIpCAUpUATHHI OCYILECTBIIATH PabOTy IO p
BEJICHUIO apXMBHOTO JIeNa Ha
DKCIepTHAs OLIEHKA
HpeNpUATHH
BBINOIHEHHS PAKTUUECKUX
3aaHUN.
JuddepeHunpoBaHHbIi 3aUeT.
Bri60p criocoba penieHus Wurepriperanust pe3yinbTaTos
OK 0l. HAOJIIOICHHH 32 JEATEILHOCTBIO

Br16upats crioco0Obl
pelieHus 3a1a4
npodeccnoHaTbHOM
JEATeTLHOCTH
MPUMEHUTEIBHO K
Pa3IUYHBIM KOHTEKCTaM;

3a/1a4 MpoQeCcCHOHATBHON
JeSITeIIbHOCTH
MMPHUMCHUTCIIBHO K pa3JIMYHbIM
KOHTEKCTaM

o0yyarolerocs B rnporecce
IIPaKTUKHU

DKcriepTHas OIICHKa
BBITIOJTHEHHSI TPAKTUYECKUX
3a/IaHMI.

JuddepeHurpoBaHHbII 3aUeT.

OK 02.

Ucnonb3oBars
COBpPEMEHHBIE CPECTBA
MOKCKA, aHaTN3a U
HMHTEpPIpETAINH
uHbopMalnH, 1
MH(pOPMalMOHHbIE
TEXHOJIOTUH JIs
BBITIOTHEHUS 3a/1a4
npodeccnoHanbHOMI
NesTeIbHOCTH;

Hcnons3oBaHne COBPEMEHHBIX
CpEeICTBa MOMCKA, aHAJIN3a U
WHTEpHpeTanuy HHPOpMaIiH,
Y UCTIOJIb30BaHUE
MH(}OPMALIMOHHBIX
TEXHOJIOTUH IS BBITIOJTHEHUS
3a/1a4 mpodeccuoHaTbHON
JeSITEIbHOCTH.

WHTtepnperanus pe3ysbTaToB
HaOJIr0/1eHUi 3a IeSTeTbHOCTHIO
o0Oydaromierocs B mporecce
MPAKTHKU

OKcnepTHas OLEHKa
BBITIOJTHEHUS PAKTUYECKUX
3aJaHuN.
JuddepeHnpoBaHHbIN 3a4eT.

OK 03. ITmanupoBats u
peaT30BBIBATH
COOCTBEHHOE
npodeccuoHansHOE U
JMYHOCTHOE Pa3BHUTHE,
MPEIIPUHUMATETBCKYIO
JIeSITEIbHOCTD B
npodecCuoHATBHON

[TnanupoBaHue U peanu3anus
COOCTBEHHOTO
npodeccHoHaNBEHOTO U
JUYHOCTHOTO Pa3BUTHS,
MPEIIPUHIMATETbCKOM
JeSITeJIbHOCTH B
npogeccuoHanbHOH chepe,
HCMOJIb30BAHUE 3HAHUH 110

WNHTtepnperanus pe3ybTaToB
HaOJIOACHUH 32 I TETbHOCTHIO
o0OydJarorierocs B mporecce
MIPaKTUKU

OKcnepTHas OLEHKa
BBITIOJTHEHUS PAKTUYECKUX
3aJaHuN.
JnddepeHnpoBaHHbIN 3a4eT.
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cdepe, UCTIOTB30BaTh
3HaHUA 110 IPABOBOM U
(buHaHCOBOM
IPaMOTHOCTH B
Pa3IUYHBIX KU3HEHHBIX
CUTYyaLHUsAX

MIPaBOBOM M (PMHAHCOBOM
IPaMOTHOCTH B pa3IMYHbBIX
KHU3HEHHBIX CUTYalUsIX

OK 04. O¢ddexruBHO
B3aMMOJICVICTBOBATH U
paboTaTh B KOJUICKTUBE H
KOMaH/I¢;

BsaumoneiictBue u pabota B
KOJUICKTUBE U KOMaH/Ie

NuTepnperanus pe3ynbTaToB
HaOJIOACHUH 32 IEATETLHOCTHIO
oOyuarolerocs B mpoiiecce
MIPaKTUKU

DKcrepTHas OlICHKa
BBITMIOJTHEHUSI TPAKTUYECKUX
3alaHUN.

JudbdepeHnrpoBaHHbIN 3a4eT.

OK 05.0OcymiecTBasTh
YCTHYIO ¥ TUCbMEHHYIO
KOMMYHHKAIUIO Ha
TOCYJapCTBEHHOM SI3BIKE
Poccuiickoit denepanun
C Y4€TOM 0COOEHHOCTEM
COILIMAIIHOTO U
KYJIBTYpHOT'O KOHTEKCTa

Ocy1ecTBieHUE YCTHOHN U
MUCHbMEHHOW KOMMYHHUKAIH
Ha rocy1apCTBEHHOM $SI3bIKE
Poccuiickoit denepanuu ¢
y4ETOM OCOOCHHOCTEH
COLMAILHOIO U KYJIBTYPHOI'O
KOHTCKCTa

WuTepnperanus pe3ynbTaToB
HaOJII0/IEHU 32 1€ATEIbHOCThIO
oOyuarolerocs B mpoiiecce
MPaKTUKHU

DKcriepTHas OlICHKa
BBITTOJIHEHHSI TPAKTHYECKIX
3a/1aHUM.

JuddepeHnrpoBaHHbIN 3a4eT.

OK 06
rpaXk1aHCKO-
MaTpUOTUUCCKYIO
MO3ULINIO,
JIEMOHCTPUPOBATH
OCO3HAaHHOE IIOBEACHUE
Ha OCHOBE
TPaJIULIMOHHBIX
POCCUICKUX
HPAaBCTBEHHBIX

[IposiBiATH

JTyXOBHO-

HpOHBJ’IeHI/Ie I'paXaaHCKO-
HanHOTquCKOﬁ IIO3UIIHNH,
ACMOHCTpalus OCO3HAHHOI'O
IIOBCACHHA Ha OCHOBC
TPpaAULIUOHHBIX pOCCHﬁCKHX
AYXOBHO-HPAaBCTBCHHBIX
HeHHOCTeﬁ, B TOM 4YHCJIC C
Y4€TOM IrapMOHHU3allun
MC)KHAIIMOHAJIBHBIX U

WHTtepnperanus pe3ysbTaToB
HaOJr0/1eHui 3a eSTETbHOCTHIO
o0Oydaromierocs B mporecce
MPAKTHKU

DKcriepTHas OIICHKa

IEHHOCTEH, B TOM YHnciae | MEKPCITUTHO3HBIX

N BBINIOJIHEHHSI IPAKTUYECKUX
C YY4ETOM rapMOHHM3AlUH | OTHOIIEHHH, IPUMEHEHHUE —
MEXHAIlMOHAIbHBIX U | CTAaHAApPTOB TTatbepeHIHpOBAHHEI 3ateT.
MCIKPCIIUTUO3HBIX AHTUKOPPYHNIIHOHHOT O
OTHOILEHUH, NPUMEHATD | roBeIeHMs
CTaHJapThl
AHTUKOPPYIIIHOHHOTO
MOBEJICHUS
OK 07 CogneiictBoBaTh | ConeiicTBHE COXPAHEHHIO HNuTepnperanus pe3yabTaToB
COXpaHEHUIO OKPYKAIOLLEH CPe/Ibl, HaOII0/IEHUH 32 IeITeTbHOCTHIO
OKpYJKalomel  Cpensl, pecypcochepeskeHHuIo, oOydarorerocs B mporecce
pecypcocOepexeHuIo, MPaKTUKU

NPUMEHTh 3HAaHUS 00
U3MEHEHUU KJIMMara,
MIPUHLIMITBEI OEPEKINBOTO
MIPOU3BO/ICTBA,
s dexTuBHO

MIpUMEHEHHE 3HaHUI 00
W3MEHEHHUHU KJIMMaTa,
MPUHIUIIOB OEPEKITMBOTO
MIPOU3BO/ICTBA, 3 (HEKTUBHOE

DKcnepTHas OlleHKa
BBITIOJTHEHUS MPAKTHYECKUX
3aJaHuN.
JnddepennmpoBanHbIii 3a4eT.

25




JENCTBOBATH B | ICUCTBUE B YPE3BbIYANHBIX
Ype3BbIYAITHBIX CUTYaIUIX
CUTYaIUSIX
OK 08 Hcronb30BaTh | Mcnons3oBaHue CPeCTB
cpeacTaa U3UYECKOU 7
KPHHBT . ¢ o (bU3HYECKON KYIbTYPHI IS WHTeprpeTaiys pe3yIbTaToB
cc})/x aﬁIG)HI/ISI " COXpaHCHUA U yKPCIUICHHA HaOJII0ICHUH 32 IeITeTbHOCTHIO

P 310pPOBb:A B IIPOLCCCE oOydaromierocs B rmporecce
YKpeIieHus1 370POBbsI B .

npogeccuoHaTbHON MIPAKTHKH
nporecce
. NESATEIILHOCTH U TIOIICPKAHUS
npodeccnoHanbHOM 5 SKCIepTHAS OlEHKa
AACATEIbHOCTH n| e XOHHMVO 1O POR BI)IHOJ'III)-IeHI/ISI MPAKTUYECKUX
O IepKAHHS ¢buznyeckoi - p
HeoO0X0oauMOro  ypoBHs | TOATOTOBJICHHOCTH ) .
. JuddepeHurpoBaHHbIHN 3a4ET.
buznveckoi
MIOJITOTOBJICHHOCTH
OK 09. Hcnonb3oBanue WuTeprnperanus pe3yabTaToB
Tonb30BaATLCS podecCHoHaNbHOI HaOJIr0/IeHUH 32 EATETBHOCTHIO
. oOyuarolerocs B mpoiiecce

npodeccnoHaTBEHOM JAOKYMCHTAIlMH Ha YHaoL pon

JOKYMEHTalMen Ha
rocyAapCTBEHHOM U
MHOCTPaHHOM SI3bIKax

rOCyJIapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX

IIPaKTUKHU

DKcriepTHas OlICHKa
BBITTOJIHEHHSI TPAKTHYECKUX
3a/1aHUM.

JuddepeHunpoBaHHbBII 3a4eT.
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