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1. OBIIIASI XAPAKTEPUCTUKA PABOYEW IMPOI'PAMMBI
YUYEBHOM W MPOU3BOJCTBEHHOM NMPAKTUKHU

1.1. MecTto y4yeOHOM MW TPOU3BOJACTBEHHOM TMPAKTHKH B CTPYKTYype
NMPOrpamMMbl MOATOTOBKH CHEIHAJTHUCTOB cpeaHero 3seHa (aajuee — IIIICC3)

VYyeOHast ¥ TPOU3BOJACTBEHHAs MpakThka siBisercss komnoHeHtoMm I[IIICC3
no cnenuanbHoctd 46.02.01 «/lokyMeHTalmoHHOE OOecCIeueHre yIpaBIeHUS
U apXuBOBelCHHE» (Ha 0a3e OCHOBHOTO OOIIEro 00pa3oBaHMs), pPEATU3yEMbIM
B (hopMe IPAKTUIECKON MOATOTOBKH.

PabGouass mporpamma y4eOHONW M NPOU3BOACTBEHHON MNPAKTUKH (Jajee —
yueOHas TpaKTUKA, TMPOM3BOJICTBEHHAs TNpakTWKa, mnpaktuka) mno [IM.O1
OcyliecTBieHHEe  OPraHU3ALMOHHOIO M JOKYMEHTAlMOHHOTO  OOECHEeYEeHHS
JesaTenbHOCTH opranu3aiuu siBisiercss yacteio [IIICC3 mo cnenuanbHocTr 46.02.01
«/lokymeHTanmoHHoe O0OECTICUCHNE YIPABJICHHUS W apXWBOBEACHUE» B YACTH
OCBOCHHSI OCHOBHBIX BHJIOB MPO(ECCUOHATBHONU AESITeNbHOCTU: OCYIIECTBJIEHUE
OPIAHM3AIIMOHHOTO W JIOKYMEHTALIMOHHOI'O OBECIEYEHUS JEATEJLHOCTHU
OPTAHU3AILINUN.

VYyeonas npaktuka no [IM.01 nHanpaBnena Ha popMupoBaHue y 00y4aromuxcs
OTIEIBHBIX  MPOGECCUOHANBHBIX  yYMEHUHM, MNPUOOpPETEHHE MEPBOHAYAIBLHOTO
MPAKTHYECKOTO OMbITA M0 YKa3aHHOMY BHAY MPOGECCHOHATBHON ACSITENbHOCTU AJIS
MOCJIETYIONIETO OcBOeHUs oOyyatomumucsa Kosiemka o0umx u npoecCuoHalIbHbBIX
KOMIIETEHIIUN 110 U3y4aeMOU CIENUAIBHOCTH.

[IpousBoacTBenHass mnpaktuka o I[IM.01 HampaBieHa Ha mnpuoOpeTeHue
MPAKTUYECKOTO OIbITA MO0 YKA3aHHOMY BUAY NMPOPECCUOHANBHON IEATEIbHOCTH U HA
dbopmupoBanue y ooOyuarommxcs Kommemka o0mmx W npodeccroHaIbHBIX
KOMIIETEHIIUN 110 U3y4aeMOU CIIENUAIBHOCTH.

Obwue mpeboganus Kk opeaHuzayuu 0opa308amenbHO20 npoyecca

[Mlpu peammzammm wmoxyns I[IM.01 OcymecTBieHne OpraHM3alMOHHOTO U
JTOKYMEHTAIIHOHHOTO O0ECIICUeHHUs ACATENFHOCTH OPraHM3alliy IPeIyCMaTpUBACTCS
yueOHass W TPOU3BOJCTBEHHAS IPAKTHKA, KOTOpask MPOBOIUTCS B MHHHUCTEPCTBE
MHOCTpPaHHBIX Jnen Poccuiickoit ®eneparyiv, B pa3iUYHBIX TOCYIAPCTBEHHBIX H
KOMMEPYECKHX  CTPYKTypaX TIpM  OCBOCHHHM  OOYYalOIIMMHUCS ~ OOImUX |
npoeCCHOHATTLHBIX KOMIIETCHITUI B paMKaX JaHHOTO MOJTYJISI.

YdeOHas W TPOMU3BOJACTBEHHAss  INpPAKTUKAa  JIOJDKHA  MPOBOIUTHCS
B MOApA3JCIICHUSIX ~ OpraHM3aluid,  HampaBIeHUE  JIEATEIBHOCTH  KOTOPBIX
COOTBETCTBYET MPOQHITIO TOATOTOBKH 00yUYaIOIIHXCS.

JMCUMIUIMHBL, W3y4YeHHE KOTOPBIX JOJDKHO TMPENUIeCTBOBAaTh OCBOSHHIO
JTaHHOTO MOJYJIS:

— MHPOPMAIMOHHBIC U KOMMYHHUKAIIHOHHBIE TEXHOJIOTHH;

— KOMITbIOTEepHAst 00paboTKa TOKYMEHTOB.

Pexomenmyercss mpu M3y4eHHUH MPOGECCHOHANIBHOTO MOAYJS MapaulebHOEe
U3y4eHne o0nenpoPpecCHOHANbHBIX JUCIUILINH:

— npoeccroHaIbHAs 3TUKA K OCHOBHI JICJIOBOTO OOIICHUS;

— TIPaBOBBIC OCHOBBI MPO(ECCHOHATBHOM EATETHHOCTH;

— TOCYJapCTBEHHAS U MyHHIIMIIATbHAS CITYK0a.



OO0s13aTeNbHBIM yCIOBUEM JOIyCKa K Y4eOHON U IPOU3BOJCTBEHHON MPAKTUKE
B pamkax npodeccuonansuoro moaynis I[IM.01 OcyiiecTBiienre opraHu3aliOHHOTO
U JOKYMEHTAIIMOHHOTO O0O€CleueHusl JEeATeIbHOCTH OpraHu3aluu  SBIISICTCS
OCBOCHHME MEXKIUCHUIUTMHApHBIX KypcoB (MJIK) nanHoro mnpodeccnoHanbHOro
MOJYJIsl COTJIaCHO y4eOHOMY IIaHy.

1.2. Heap ¥ miaaHupyemble pe3yJbTAThl Y4eOHOHl M NPOM3BOJACTBEHHOM
NPAKTUKH

B pesynbrare mpOXOXKIAEHUS MPAKTHUKUA MO NPOHEeCCHOHATHPHOMY MOIYIIO
[IM.01  oOywaroruiics JOMKEH OCBOMTh OCHOBHOW BHJl  JCSATEIHHOCTU
«OCyIIeCTBICHUE  OPraHWU3allMOHHOTO W JIOKYMEHTAIMOHHOTO  OOECIICUeHHS
JESITEIbHOCTH OPTraHW3allii» W COOTBETCTBYIOIIME €My OOIMHe KOMIIETEHIIUA W
npodeccroHanbHbIE KOMIIECTEHITUH:

1.2.1 Ilepedenp 0OMUX KOMIIETEHITAN

Kopn HaunmeHoBaHHe 00IIMX KOMITIETEHIIU I

Bri6upath criocoObl perienus 3a1a4 npoQecCuOHANbHOMN 1eITeIbHOCTH

K 01.
OK 0 MMPUMCHUTCIIbHO K PAa3JIMYHbIM KOHTCKCTAaM.

Hcrnonb30BaTh COBpEMEHHBIE CPEICTBA MTOMCKA, aHATIM3a U UHTEPIIPETAIlUN
OK 02. | uandopmanuu, 1 “HGOPMAIIMOHHBIC TEXHOJIOTHH ISl BRITIOJHEHUS 337124
poeCCUOHAIBHON JESTEIBHOCTH.

[TmanupoBaTh U peaNn30BBIBATE COOCTBEHHOE MPOPECCHOHATBFHOE M TMYHOCTHOE
pa3BUTHE, IPEITPUHUMATENBCKYIO EATEIBHOCTh B MPOPECCHOHANIBHOMI cdepe,
HCII0JIb30BAaTh 3HAHUA I10 (bI/IHaHCOBOﬁ TpPaMOTHOCTH B Pa3JIMYHBIX )KU3HCHHBIX
CUTyalusiax.

OK 03.

OK 04 | DddhexTuBHO B3aMMO/ICHCTBOBATh M padOTaTh B KOJUIEKTHBE U KOMaH/IE.

OCYHIGCTBJ'ISITB YCTHYIO U TIMCbMCHHYIO KOMMYHHKAIIUIO HA TOCYJAApPCTBCHHOM S3BIKEC
OK 05 | Poccuiickoit @enepaiuu ¢ yaeTroM 0COOEHHOCTEN COLIMAIBHOTO U KYJIbTYPHOIO
KOHTEKCTA.

HpOHBJ’IHTL TPaXXJAAHCKO-TIATPUOTUYCCKYHO MMO3UIIUI0, AEMOHCTPUPOBATHE OCO3HAHHOC
MOBCACHNEC HA OCHOBC TPAAULIMOHHBIX O6IJ.IC‘I€J'IOBC‘-ICCKI/IX HeHHOCTeﬁ, B TOM 4YHUCJIC C
Y4€TOM IrapMOHH3aINN MC)KHATUOHAJIbHBIX U MEKPCITUTHO3HBIX OTHOMGHHﬁ,
MPUMCHATH CTAHAAPTHI AHTUKOPPYIILIUOHHOI'O ITOBECACHUA.

OK 06.

CopnelicTBOBaTh COXPaHEHUIO OKPYXKAIOIEH Cpejibl, pecypcocOepeKeHn 0, TPUMEHSTh
OK 07. | 3HaHus 00 U3MEHEHUH KIIUMaTa, IPUHIMITEI OepEXITMBOIO MIPOU3BOJCTBA, YIPPEKTUBHO
JIeCTBOBATh B UPE3BbIUANHBIX CUTYAIHIX.

Hcnonp3oBathk cpeacTBa GU3MIECKON KYIbTYPHI ISl COXPAHCHUS M YKPETICHUS
OK 08. | 310poBBs B mporiecce MpohecCuOHATBHOMN NeITEIHOCTH U TIOIICP KAHMS
HE0OXOAMMOT0 YPOBHS (PU3NIECKOM TTOITOTOBIEHHOCTH.

[Tonb30BaThes MpodeccnoHanbHOM JOKyMEHTaluel Ha rocy1apCTBEHHOM U
HHOCTPaHHOM A3bIKax.

OK 09.

1.2.2 Tlepeuenb npo¢eCCUOHAIBHBIX KOMIIETEHITUH

Kon HaumeHoBaHue BUI0B 1eSITEILHOCTH H NPO(eCcCHOHAIBLHBIX KOMIIETCHIIU I
BI—[ 1 OcymeCTBneHne OPraHU3aAlMOHHOI0 1 TOKYMECHTAIIMOHHOI'O od0ecrmeueHus
ACATCIbHOCTH OPraHu3anuuu
K 1.1 OcymecTBIATh NPUEM-TIEpEIady YIpaBIeHIeCKOW HH(OPMAIIUU C TIOMOIIBIO CPENICTB

UH(POPMALIMOHHBIX 1 KOMMYHUKAITMOHHBIX TEXHOJIOTUH.




Kon HauMeHoBaHMe BUIOB 1eITeJILHOCTH U l'lpO(l)eCCI/IOHa.]'ILHbIX KOMIeTeH i

KoopaunupoBaTh paboTy NpueMHON PYKOBOAUTEIS, 30H MIPHEMa Pa3InuHbIX

IIK 1.2. o
KaTeropuil OCETUTENEH OPraHU3aliH.

IIK 1.3. BJ'Ia,I[eTB HaBbIKaMU INIAHUPOBAHUS pa6oqer0 BPEMCHHU PYKOBOIUTEIIA U CECKPETAPA.

OCYH_IGCTBJ'IHTB IMOATOTOBKY ACIOBBIX IMMOE3J0K PYKOBOAUTEIIA U APYTHUX COTPYAHUKOB

IIK 14. OpraHu3aryu.

Bnagets ciocobamu opranusanuu pabodero mpocTpaHCTBa MPUEMHON 1 KabuHeTa

IIK 1.5. PYKOBOIUTEIS.

OcymecTBIATh paboTy MO MOATOTOBKE M MPOBEICHUIO KOH()EPEHTHBIX MEPOIIPHSITHIA,
ITIK 1.6. | oOecrieunBaTh MHGOPMAITMOHHOE B3aUMO/ICHCTBHAE PYKOBOIUTEIS C MOAPA3ICIICHUSIMA
Y JOJKHOCTHBIMU JIUIIAMU OpTaHU3aI1H.

O(bOpMJ'IHTB OpraHnu3alluOHHO-PACIIOPAAUTCIBHBIC JOKYMCHTBI U OPTraHU30BLIBATh

K 1.7.
7 paboTy ¢ HUMH, B TOM YHUCJIE C UCIOIH30BAaHUEM aBTOMATU3UPOBAHHBIX CUCTEM.
K 1.8 OdopMIsaTh JOKYMEHTHI IO TUYHOMY COCTAaBY M OPTaHU30BBIBaTh padOTy ¢ HUMH,
*®* | B TOM 4yHCIE C UCTIOIH30BAHUEM aBTOMATH3UPOBAHHBIX CUCTEM.
MK 1.9 Opranu30BbIBaTh TEKYIIEE XPaHEHUE JOKYMEHTOB, 00pabOTKY A€ JUIsl ONIEpaTUBHOTO

N apXHWBHOI'O XpaHCHUA, B TOM YHCJIC C UCIIOJIb30BAHUEM aBTOMATU3UPOBAHHLIX CUCTEM.

Pe3zynpraTroM mNpoXOKAEHUS Y4eOHOM NPAKTHUKK 1O Mpo(ecCHOHATBHOMY
Moy I[IM.01 sBasiercsi: mpuoOpeTeHre NepBOHAYAILHOTO MPAKTUYECKOTO OIBITa IO
OCYLIECTBICHUIO  OPraHU3allMOHHOTO M  JOKYMEHTAllMOHHOTO  OOecreueHus
JEATEIBHOCTH OpPraHu3allid C UCHOJb30BAHUEM IPOTPAMMHBIX CPENCTB YYETa,
XpaHeHus1, 00pabOTKH U TIOUCKA JOKYMEHTOB.

PesynbraTom POXO0KIEHUS IIPOU3BOICTBEHHOM IPAKTUKH 1o
npodeccuoHanibHoMy Moayio [IM.01 sBasiercs: mpuoOpeTeHHe MPaKTUYECKOTro
OMbITA N0 OCYILECTBIECHUIO OPraHU3ALMOHHOIO U JOKYMEHTAIIMOHHOIO 00€ecreyeHus
NEeATEIbHOCTH OpraHW3allid C HCIOJb30BAHMEM INPOrPaMMHBIX CPEJICTB YYETa,
XpaHeHus1, 00pabOTKU U MOUCKA JTOKYMEHTOB.

1.2.3 C uenbto oBIaieHUs] YKa3aHHBIM BUJOM MNpohecCUOHATHHOU J1eaTeNb—
HOCTH 00YyYaromuiics B X0/1€ y4eOHOU U IPOU3BOICTBEHHON MPAKTUKH JTOJKEH:

Nwmets [Tonryuenust HeoOXoauMON HH(GOPMALIUU U NTepeAadu CAaHKIIMOHUPOBAHHON
MPAaKTUYECKUH | HH(pOpPMAIMU C UCIIOIb30BAHUEM CPEICTB MH(MOPMAITMOHHBIX U KOMMYHHUKAIIHOHHBIX
OIIBIT TEXHOJIOT .

Koopaunaruu paboTsl mpuéMHON PYKOBOIUTENS U 30H MPHEMA Pa3IMUHBIX
KaTeropuil MOCETUTEEH OpraHU3aIiu.

[TnanupoBanus pabouero BpeMeHH PyKOBOJUTENSA U paboyero THsS cekpeTapsl.
OpraHuszanyn Ie10BbIX NOE310K PyKOBOIUTENA U APYTUX COTPYAHUKOB OpraHU3aLHN.
Opranuzanuu 1 noaaep>xanust GyHKIMOHATBHOTO pabouero npocTpaHCcTBa.
Opranu3anuu NOoAroTOBKU M IPOBEJECHUS KOH(PEPEHTHBIX MEPOIIPUSTUH,
oOecnieyeHus HHPOPMALIMOHHOTO B3aUMOACUCTBUS PYKOBOAUTEIS C
NOPa3CIICHUSMHU U TOJDKHOCTHBIMM JIMJAMHU OPTaHU3aLUN.

OdopmiteHns OpraHu3alMOHHO-PACTIOPSIUTENBHBIX JOKYMEHTOB M OpPraHU3aLUuU
paboThI ¢ HUIMH, B TOM UYHUCJIE C UCIIOIb30BAHUEM ABTOMATU3UPOBAHHBIX CUCTEM.
OdopmiteHus TOKYMEHTOB 110 JINYHOMY COCTaBy M OpraHu3anuu padoThl ¢ HUMH, B
TOM YHCJIE C UCIIOJIb30BaHNEM aBTOMAaTU3HPOBAHHBIX CHCTEM.

OpraHu3anuu TeKyIero XxpaHeHus JOKyMEHTOB, 00pa0OTKHU AeT JUIsl OTIEPaTUBHOTO
Y apXUBHOT'O XPAHEHHUs, B TOM YHCJIE C HCIIOJIb30BAHMEM aBTOMAaTU3UPOBAHHBIX
CUCTEM.




YMmern

OpraHu30BBIBAaTH paboyee MECTO B COOTBETCTBUU C TPEOOBAHUSAMH SPTOHOMHKH U
KYJBTYpBI TPY/1a;

oOecrieunBath paboyee MeCTo M (PyHKIIMOHAIBHOE paboyee MPOCTPAHCTBO
HEOOXOIMMBIMU CPE/ICTBAMH OPraHU3aLIMOHHOM TEXHUKHU, MEOEIIBIO U
KaHIEJSIPCKUMH TPUHAITIC)KHOCTIMHY;

HOJ/IEP>)KUBATh CPE/ICTBA OPraHU3alMOHHON TEXHUKH B pab0OYeM COCTOSIHUH;
IPUMEHSTH B paboTe cpeacTBa HHPOPMATMOHHBIX U KOMMYHHKAIIHOHHBIX
TEXHOJIOTHI;

UCIIOJIb30BaTh CPEICTBA MH(POPMAITMOHHBIX 1 KOMMYHHKAIIMOHHBIX TEXHOJIOTHHA IJIs1
HOJIy4YEHHUs U Nepeadyn HHPOopMaLuy;

yCTaHABJIMBATh U MOIJCP)KUBATh KOMMYHHKALIUHU B IIPOLIECCE JIEIOBOTO OOIIEHUS C
HOMOILBIO CPEACTB MHPOPMALMOHHBIX 1 KOMMYHUKALIMOHHBIX TEXHOJIOTUH;
OCYIIECTBIISATH COOpP, 00pabOTKY HHPOPMAITUH, CUCTEMATH3AIUIO MTOTyJYaEeMbIX U
HepeaBaeMbIX JIaHHBIX;

OCYIIECTBIISITH IIPOBEPKY JOCTOBEPHOCTH, TOTHOTH M HETPOTHBOPEUYHBOCTH
JTAHHBIX, UCKIIIOYEHHE 1yOIMpoBaHUs HHPOPMALIUY;

CTJTIQKUBATh KOH(JIMKTHBIEC U CIIOKHBIE CUTYalluU MEXJINIHOCTHOTO
B3aUMOJCHCTBUS;

COOJIIO/IaTh 3TUKET U OCHOBBI MEXIYHAPOJHOTO IIPOTOKOJIA;

oOecrieunBaTh HHPOPMAMOHHYIO 0€30TTaCHOCTD JAEATEIBHOCTH OPTaHU3AIHH;
BECTH U HMCII0JIb30BaTh B paboTe 0a3y KOHTAaKTOB OpraHU3alLlUY;

BECTH yYE€THBIE PETUCTPAIIIOHHBIC ()OPMBI, HCTIOIB30BATh UX JJIsI HH)OPMAITHOHHON
paboThI ¥ PabOTHI IO KOHTPOJIIO UCTIOJIIHEHUS TOPYUESHUH;

BCTpPEYATh MOCETUTENEH, MTOTydaTh MEPBUUHYIO HH(OPMAIIHIO O TIOCETUTEIISX,
yCTaHaBJIMBATh MOPSIOK MPUEMA IS pa3IMUHbIX KaTeropuil moceTuTenen
NPUHUMATH MEPHI IO COXPAaHEHUIO KOH(DUACHIIMAIEHOW HHPOPMALIUU B X0JIe TPUEMa
MMOCETHUTEIICH;

BECTH y4ETHBIE PETUCTPAIIMOHHBIEC (JOPMEI 110 PUEMY TTOCETUTENEH 1 OPOPMIIATH
HPOIYCKa;

OCYIIECTBIISITH TIPUEM, TIEpEAady U OTHPABKY JTIOKyMEHTOB;

OpPraHu30BBIBATh U OPOHUPOBATH MEPETOBOPHBIC KOMHATHI;

CepBHUPOBATh YaiiHble (KOdeiiHbIe) CTONbI B 0duce;

BBIOMPATh (POPMBI IJITAHUPOBAHUS M OPOPMIIATH IJIAHUPOBLIMK (OpraHai3ep)
PYKOBOJIUTEIISL M CEKpETapSI;

yCTaHaBJIMBATh LIEJIH, ONPEENATh IPUOPUTETHOCTh U 0UE€PETHOCTD BHIIOIHEHUS
pabot u 3pPexTUBHO pactpenenaTs pabouee BpeMms;

COI'JIACOBBIBATh BCTPEUYH U MEPONPHUATHS U BHOCUTH HH(POPMALIHIO B TUTAHUPOBILUK
(opranaiizep);

UH(POPMHUPOBATH PYKOBOAUTEIS O MPUOIMKEHUN BPEMEHH U PETJIAMEHTE
3aIlIaHUPOBAHHBIX BCTPEY U MEPOIIPUSTUH;

BBIOMPATh ONTHMAJIbHBIE CITIOCOOBI BHEITHETO U BHYTPEHHETO HH()OPMUPOBAHUS O
IUTAHUPYEMBIX MEPONIPHSTHUSAX;

COCTABJISATH U O(OPMIISATH TOKYMEHTHI JIJIsl ICJIOBBIX MOE3/10K;

OCYILLECTBIISATh TPEBE-NOAEPIKKY JEIOBBIX MTOE3/10K;

COTIJIaCOBBIBATh C IIPUHUMAIOLIEH CTOPOHOU IPOTOKOJI IIJIAHUPYEMBIX MEPOIIPUATUI
1 GOpMHUPOBaATH NPOrpaMMy JAEJIOBOH MOE3AKHY;

UCIIOJIb30BaTh CPEICTBA MH(POPMAITMOHHBIX 1 KOMMYHHUKALIMOHHBIX TEXHOJIOTUN IS
o0ecreyeHns: B3auMOJICHCTBHS ¢ pyKOBOAUTENIEM BO BPEMs €r0 JI€JI0BOH MOE3/IKH;
0popMIIATH OTUETHBIE TOKYMEHTHI O JIEJIOBOM MOE3/IKE;

OpraHU30BBIBATH MPOLIECC MTOATOTOBKH U MPOBEIEHNE KOH(EPEHTHOI'O MEPOTIPHUSATHS
WH/IMBUIYAJIHO U B COCTaBe paboyeil rpymisbl,




JOKYMEHTHPOBATh pa3HbIe 3TAIbl MPOLEyphl TOATOTOBKU U MIPOBEACHUS
KOH(EpEHTHOT0 MEPOIPUATHS;

COCTABJIATH MPOEKTHI OPraHU3AIMOHHBIX, PACTIOPSIUTENLHBIX U HHPOPMALMOHHO-
CIPAaBOYHBIX JOKYMEHTOB, B TOM YHCJIE JOKYMEHTOB, COAEPIKAIIIUX
KOH(HICHIIMATBHYIO HH()OpMAIHIO;

0(OPMIIATh OpraHU3aLUOHHO-PACTIOPAIUTEIbHbBIC TOKYMEHTHI (OpUTHHAIIBI U
KOIIUH);

CKaHUPOBATh, KONMUPOBATh U KOHBEPTUPOBATh JOKYMEHTHI B pa3In4Hble (hOpMaThI;
OCYILECTBIISATH MPOBEPKY MPOEKTOB JOKYMEHTOB Ha COOTBETCTBUE TMPAaBUIIaM
JIeNIONIPOU3BO/ICTBA;

NPUHUMATD U IPOBOAMTH MIEPBUUHYIO 00paOOTKY BXOSAIINX JOKYMEHTOB;
IPOBOJUTH IIPEIBAPUTEIILHOE PACCMOTPEHNE BXOAALIMX U BHYTPEHHUX JOKYMEHTOB;
PETUCTPUPOBATH BXOJAIINE, UCXOASIINE U BHYTPEHHUE TOKYMEHTHI,
KOHTPOJMPOBATh MapIIPyTU3ALUIO JOKYMEHTOIIOTOKOB B OpraHU3aluu
(cormacoBanue, MOANKUCAHKE, YTBEPKACHUE, PETUCTPALIHS, O3HAKOMIICHHE
UCIIOJIHEHUE JOKYMEHTOB);

OCYIIECTBIISITH CPOKOBBIA KOHTPOJIb HCIIOJIHEHHSI JOKYMEHTOB;

OCYIIECTBIIATH 00pabOTKY U OTIPABKY UCXOASIINX IOKYMEHTOB;

COCTaBJIATh OTYETHI M AHAJTUTUYECKHE CIPABKU 00 MCIIOJIHEHUH JOKYMEHTOB;

BECTH WH(POPMAIIMOHHO-CIIPABOYHYIO paboTy 1O JOKYMEHTaM;

OCYILECTBIIATh pabOTy C OpraHU3allMOHHO-PACTIOPSIIUTEIbHBIMU JOKYMEHTAMHU B
ABTOMATH3UPOBAHHBIX CHCTEMAX;

o0ecreynBaTh COXPaHHOCTh MEPCOHAIBHBIX TAHHBIX PAOOTHUKOB,;

OpPraHU30BBIBATH IOKYMEHTOOOOPOT O MPECTABICHUIO JOKYMEHTOB I10 IEPCOHATTY
B TOCYJapCTBEHHBIE OPTaHBbl;

OpPTraHU30BBIBAThH IOKYyMEHTOOOOPOT 10 YUYETY U ABMKEHUIO pAOOTHHUKOB;

BECTH BOMHCKHH y4€T paOOTHUKOB,;

BeCTH yu€T pabouero BpeMeHH pabOTHUKOB,;

0(pOpPMIIATH OpraHU3aLUOHHO-PACTIOPATUTEIbHBIC TOKYMEHTHI 110 IMYHOMY COCTAaBY;
BECTH PETUCTPAIHIO, YUET, OTIEPATUBHOE XPAaHEHUE IOKYMEHTOB MO JTHYHOMY
COCTaBYy;

BECTH JOKYMEHTAIIUIO, ITOITBEPIKIAOIIYIO CBEICHUS O TPYIOBOM IEATEIIEHOCTH H
TPYZOBOM CTa)ke pabOTHHKOB;

dbopMHUpPOBATH TUYHBIC JIe1a PAOOTHUKOB;

oopMIIATH JeN1a 1Mo JIMYHOMY COCTaBY JJIS IIepe/laul B apXUB OpraHU3alluy;
paboTath co crienuaIn3uPOBaHHBIMU HH()OPMAIIHOHHBIMU CHUCTEMaMH M 0a3aMu
JTAHHBIX TI0 BEICHUIO y4€Ta U IBUKEHUIO PAOOTHHUKOB;

pa3pabaTbIBaTh HOMEHKJIATYPY JI€J1 OpraHu3alui;

IPOBEPATH MPABMIBHOCTH O()OPMIICHHS JOKYMEHTOB U OTMETKH 00 WX UCHOJTHEHUH
nepesa ux GopMUpOBaHHEM B JI€J0 AJI MOCIEAYIOLIEr0 XPaHEHHUS;

¢dbopmHpoBaTh Aea, KOHTPOIMPOBATH MPABUIBHOE U CBOEBPEMEHHOE PacIpeesieHIe
U MOAIIMBKY JOKYMEHTOB B JIe/Ia B COOTBETCTBUH ¢ HOMEHKJIATYypOH Jel;

IPOBEPSATH CPOKH XPAaHEHHSI JOKYMEHTOB, COCTABJIATH IPOTOKOJ PabOThI SKCIIEPTHON
KOMMCCHUH T10 MOATOTOBKE TOKYMEHTOB K II€peiaue B apXuB;

COCTABJIATH aKT O BBIJCICHUH K YHUUYTOXKEHUIO JOKYMEHTOB, HE MMOJISKAIINX
XPaHEHHUIO;

COCTABJIAT aKT 00 YHUYTOXKECHUU JIOKYyMEHTOB;

OCYILECTBIIATH IMOJIHOE WM YACTUYHOE OPOPMIICHHE JE]l BPEMEHHOT'0, TIOCTOSIHHOTO,
JIOJTOBPEMEHHOTO CPOKOB XPaHEHUS;

COCTaBJIATh OIUCH JIeJ1 CTPYKTYPHBIX MOAPa3/eIeHUH NOCTOSHHOIO,
JIOJITOBPEMEHHOTO CPOKOB XpaHEHUs1 7Sl Iepelauu /1€ B apXUB OpraHU3alHu.




3HaTh

HOpPMAaTHBHBIEC IPaBOBBIE aKThl Poccuiickoit deneparun B chepe HHPOPMALMOHHBIX
¥ KOMMYHUKAIIMOHHBIX TEXHOJIOTUH, 10 3al1uTe HH(OpMaLUU, HTHPOPMAITHOHHOMN
0€30MMacHOCTH, M0 paboTe ¢ OOpAIICHUSIMH TPaXIaH, IO OPraHU3aIuH JIeTOBON
MOE3/KH, B cpepe 1eTonpou3BOICTBA U ApXUBHOTO JeNa, B chepe peryIupoBaHus
TPYIOBBIX OTHOLICHU;

JIOKaJIbHbIE HOPMATHUBHBIE AKTHI, PETJIAMEHTUPYIOLIUE 1EATEIbHOCTh CIIYKOBI
JIeTTOTIPOU3BOICTBA M €€ PAOOTHUKOB, OPraHU3AINIO BEJICHHS JICJIONPOU3BOCTBA,
nepegavy e B apXUB OpraHU3aliY, a TAKXKe perJaMeHTHPYIOIINUE TPYAOBbIE
OTHOILICHHUS,;

CTPYKTYpYy OpraHu3anuy, e€ 3a1a4u U QyHKIHUH, pacripeescHie pyHKIUA MexI1y
CTPYKTYPHBIMHU TOJPA3JICIICHUSIMH U CIIELUAINCTAMU;

TpeOOBaHUS OXPAHbI TPY/Ia, MPOU3BOACTBEHHOIN CAHUTAPHUH, TPOTUBOMOXKAPHON
3alIHTHI,

OCHOBBI NPAaBUJILHOW OpTaHU3AIMH TPYa U METO/IbI TIOBBIIICHUS €T0

3¢ (HEeKTHBHOCTH;

OCHOBBI YIIPABIICHUS BPEMEHEM,;

BUIBI OPTaHU3AIMOHHON TEXHUKH U MpaBHiia paboTHI C HEl;

METOBI 00pabOTKH | 3alIUTHI HH(OPMAIMH C IPHMEHEHUEM CPEJICTB
UH(OPMAILIMOHHBIX U KOMMYHUKAIIHOHHBIX TEXHOJIOTUH;

COBpPEMEHHBIE HH(POPMAIIMOHHBIE 1 KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH,
MpUMEHsIEMbIE B paboTe C TOKYMEHTaMU, B TOM YHCIIE TI0 JUYHOMY COCTaBY;
ATHKET ¥ OCHOBBI MEXTyHAPOIAHOTO IMPOTOKOJIA;

STHUKY JIEJIOBOTO OOIICHNUS;

IpaBUJIa PYCCKOTO S3bIKA;

MpaBHJia PEYEBOTO ITUKETA;

NpaBuiIa MOACPKAHUS M Pa3BUTHI MEXKIMYHOCTHBIX OTHOIIICHHIA,

IpaBUjIa MPOBEACHUS IE€TIOBBIX IIEPErOBOPOB;

IpaBUJIa OPraHU3AUH TPHEMA TIOCETUTEIICH;

IpaBujia CEPBUPOBKH YaHOTO (KOQEHHOro) cToNa;

MOPSIOK TIOATOTOBKU M IOKYMEHTHPOBAHUS JICIIOBOW TIOC3]IKH;
UHTEPHET-PECYPCHI ISl OCYIIECTBICHUS TPEBEI-OACPIKKH JIEIOBBIX MOE3]10K;
KOMIUIEKC OpPTraHU3aIMOHHO-TEXHIHUECKUX MEPOTIPHSITHIA IO TIOJTOTOBKE U
IPOBEICHUIO KOH(DEPEHTHBIX MEPOIPUATHIA;

npaBuiIa OPOPMIICHHSI JOKYMEHTOB, CO3/1aBa€MBIX B ITPOIECCE TIOJTOTOBKH U
IpOBEIEHUS KOH()EPEHTHOI'O MEPONIPUATHS;

COCTaB BHYTPEHHHX M BHEITHUX HH()OPMAIIMOHHBIX TOTOKOB;

PYKOBOJICTBO CTPYKTYPHBIX HOJpa3esieH!H, 00pa31ibl MOAMUCEH UL, UMEIOIUX
MPaBO MOJAMUCAHUS U YTBEP)KICHUS TOKYMEHTOB, U OTPaHUYECHHS 30H UX
OTBETCTBEHHOCTH;

BHJIbI HOMEHKJIATYp JieJ1, o01ue TpeOoBaHMs K HOMEHKJIAType AeJI, TOPSIIOK paboThI
C Hel;

nopsiIoK popMUpOBaHUS U 0POPMIICHHUS JIeN, CIeUPUKY HOPMHUPOBAHUS
OTJENIbHBIX KaTeTOPHiA JeT;

MpaBHUJia XpaHEHUS /1], B TOM YHUCIIE C JOKYMEHTaMH OrPaHUYEHHOI0 JOCTYIIa;
IpaBUJjia BbIIAYM U MCIIOIB30BAHMS JOKYMEHTOB U3 c(hOPMUPOBAHHBIX JIET;
MOPSAIOK MCIIOIb30BAHMS TUITOBBIX MJIM BEJJOMCTBEHHBIX NIEPEYHEH TOKYMEHTOB,
OTIpeIeNIeHUs] CPOKOB XpaHEHHUs B IPOIIECCE IKCIIEPTU3BI IIGHHOCTH IOKYMEHTOB;
BUJIBI OMTUCEH JeT1 OpraHU3aINy | MTOPSIOK PA0OTHI C HUMHU.




1.3. KoauuyecTBO HeaeJdb (Y4aCOB) HA OCBO€HHME MPOrpaMMbl Yy4eOHOI
U NPOU3BOJACTBEHHON NPAKTUKHU
Bcero — 108 akaza. gacoB, B TOM 4HCJIE:
- yueOHOH ITpaKkTUKU — 72 akaj. Jaca,
- IPOU3BOJICTBEHHOM MPAKTUKHU — 36 aKaj. 4acos,
N KosmnuecTBo dopma
Cemectp IIpodeccnonanbHblit dopmupyemMble aKaL. ac./Hex IpoBe-
MOIYJIb OK/TIK 5 c;aMec.T ’
pe JAeHUs
YUYEBHAS NIPAKTHKA
=
Ne cemectpa TIM.O1 OK IIK 6 cemecmp BCETO g
Ocy1ecTBIeHNE CE
4 OpPraHU3alHnOHHOTO 01-09 | 1.7.1.9 36 2
U IOKYMEHTAI[MOHHOTO 7| (1 Heoens) 7 =)
obecrieueHus (2 nenenm) =
Q
NEATENBHOCTH 36 =
5 OpraHu3aLK 01-09 | 1.1-1.9 (1 nevern) S
[IpomesxyTouHas arrectauus B popme auddepeHunpoBaHHOrO 3a4eTa
ITPOM3BOJACTBEHHAS MMPAKTUKA
No cemectpa IM.01 OK [IK 6 cemecmp BCETO §
OcymecTBieHue =
OpraHU3aInOHHOTO é
U JOKYMCHTAIIMOHHOTO 36 36 a
5 obecreueHus 01-09 | 1.1-1.9 2
(I neoens) | (1 Henemns) 5
JEATEIBHOCTH =
OpraHu3aIuu é

[TpomexxyTounas arrecranus B popme auddepeHImpoBaHHOTO 3a4eTa
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MecTo yueOHOM U MPOU3BOACTBEHHOM MPAKTUKU B CTPYKTYpe mpodeccronanbuoro moayis [IM.01

2. CTPYKTYPA U COAEPKAHHUE
YYEBHOU U NNPOU3BOJACTBEHHOU IMPAKTHUKH

2.1. Crpykrypa mnpodeccuonanabuoro moayuas IIM.01 OcyuiecTBiieHHe OPraHU3AlNMOHHOTO W JOKYMEHTAIMOHHOIO
o0ecrnevyeHns: AeITeJIbHOCTH OPraHU3alMu

0O06BeM poheCCHOHATBPHOTO MOAYJIS, AKaACMHUIECKIUX YaCOB

IS
&
m
5 O6yuenune no MJIK TpaxTukn
v o B Tom uucine
2= «
o' 9 > 51| < )
Kozt HawumenoBanue pasnenos npodeccronanbHoro | Beero, S = < e | E g w
PO eCCHOHATBHBIX @ % A2 R E L ZE
o MOy 4acoB . 2 28 E g8 2
1 OOIIMX KOMITETEHITHIT 5 5 | Beero | & & E X | g5 »E
£ 9 EEE 2|3¢ K5 VYuebnas | IIpomsBoacTBeHHas
m E 528 3|88 2L
: SE| 212 |&°
& = | O =
nKi1.1,1.6,1.7,19 Pasznen 1. JlokyMEHTHPOBaHUE U OPTaHU3ALIKS
OK 01, 02, 03, 04, 05,09 | pabOTbI ¢ OduIHANTBHBIMU JOKYMEHTAMH 218 133 218 133 20
MJIK 01.01. JToxymMeHTanmOHHOE 0OeCIeUCHIE
yIpaBJICHUs
nmKi11,1,6,1.7,18,1.9 Paznen 2. Opraunu3aiusi pabOThI ¢ JOKYMEHTaMH B
OK 01, 02, 04, 05, 09 ABTOMATH3MPOBAHHBIX CUCTEMax
MJK 01.02. Opranusanus paboTHI C >2 40 >2 40
3JIEKTPOHHBIMH IOKYMEHTaM1
MmK1.1,1.2,13,14,1.5, Pazgen 3 OpranuzannoHHoe obecrieueHre
1.6 JIeSITETIbHOCTH OpPTaHU3aINU
OK 01, 02, 03, 04, 05, 09 MK 01.03. Opranuzaiusi ceKpeTapckoro 52 32 52 32
00CITy)KUBaHHS
nKi1.1,14,1.7,18,1.9 Pasnen 4. JlokyMeHTHpPOBaHUE U OPraHU3ALINS
OK 01,02, 03, 04, 05, 09 paboThI ¢ KaJIPOBBIMH JOKYMEHTAMH 59 40 59 40
MJIK 01.04. JlokymMeHTalMOHHOE O0ecTieueHre
KaJIpOBOH CITY>KOBI
MK 1.1-1.9
2 2 2
OK 01-09 VI1.01 Yuebnast mpakTika 7 7 7
MK 1.1-1.9
OK 01-09 I111.01 TIpou3BoACTBEHHAs IPAKTUKA 36 36 36
IIpomexxyTouHas arTectanus 9 4 5
Bcero: 491 353 374 245 20 4 5 72 36
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2.2. TemaTu4yecKui IJIAH U COAEPKAHNE Y4eOHON U NPOU3BOACTBEHHON MPAKTHKH

n/n

HNHunexc
MOTYJIsI,
MK

Tema npakTukH (BUAbI padoT)

Copaep:xanue padot

KoJj-Bo
aK.g

Koapl komMneTeHImii

OK IIK

DopMblI
H MeTO/ABI
KOHTPOJIst

YYEBHAS TTPAKTHUKA - 72 akan. yaca

MJIK 01.01
MJIK 01.03

BBOAHBIN HHCTPYKTAX.
O3HakoOMJIEHHE C OpTaHU3aIuen —
MECTOM MPOXOKACHUS MPAKTUKH

WHCTpyKTaX 10 IPOXOXKIECHUIO TPAKTUKU,

e€ LIeTM U 3a/1a4M, NOPSJIOK OTYETA 10 MPAKTHUKE.
O3HaKOMJICHHE CO CTPYKTYPOi, QyHKIMSIMHU

Y 3aJjauaMy OpraHU3aliH, C TOPSAIKOM
B3aUMOJICUCTBUS CTPYKTYPHBIX MOAPA3ACICHUN
OpraHM3alMu: pacupeaeneHne QyHKIUN MeXITy
CTPYKTYPHBIMH NTOAPA3JIEICHUSIMH, LIEIH

u 3a1a4n cryx0s1 JIOY, cekperapuara, apxuaa.
O3HaKOMJIEHHE C TPAaBOBBIMU
(Y4peauTenbHbIMH) U pacopsIUTEIbHBIMU
JIOKyMEHTaMU OpTraHU3alHH.

OK

01.-09. | 1.1.-1.9.

YCTHBIH OIIpoC,
OIHUCaHue

MJIK 01.01
MJIK 01.02
MJIK 01.03
MJIK 01.04

3HaKOMCTBO C PabOYUM MECTOM,

¢ (PYHKLIMOHAIBLHBIMU

U JIOJDKHOCTHBIMH 00SI3aHHOCTSIMU
paboTHUKOB ci1yk0b1 JIOY

U CeKpeTapuara

3HaKOMCTBO C OCHAIIIEHUEM pabovero Mecra

Y OpraHu3aIyei pabovero mpocTpaHCTBa.
O3HaKoMJIEHHE C IPAaBUJIAMU BHYTPEHHETO
pacropsiJika OpraHu3aIyy, MPaBUIaAMU TEXHUKH
06e30macHOCTH Ha paboueM MecTe.
O3HaKoOMJIEHHE € JOKHOCTHBIMU
WHCTPYKIUSMH JICTONPOU3BOIUTENS/ CEKpeTapsi-
JIEJIONPOU3BOIUTENS/ CeKpeTaps/ cekpeTaps
pyKoBomuTeENs opranu3anun. O3HaKOMIICHHE

C POTPaMMHBIMH CPEJICTBAMH CO3/IaHUs, YUETa,
XpaHeHus, 00pabOTKH U MOUCKA TOKYMEHTOB,
UCTIOJIB3yeMBIMHU B OpraHu3anuu. M3ydenne
OCHOB ¥ crieli(UKH pabOTHI C JOKYMEHTAIEH
B CHCTEME JIEKTPOHHOTO JJOKYMEHTO000pOTa
(CO]1) opranu3amuu, Mpy UCIIOIH30BAHUH
rJI00aTBHBIX M JIOKAJTBHBIX CETEeH IS TIOTYIeHUS
U XpaHeHus uHpopmanuu, oOMeHa
nHpopmanuent. O3HAKOMIJICHHE C MPABUIIAMH
paboThI C OPITEXHUKOIA.

OK

01.-09. | 1.1.-1.9.

YCTHBIH OIpocC,
OIHCaHUE,
OLICHKa
MPAaKTUYECKOMN
NeSITeIbHOCTH
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No Hnpexce Kon-so | Kombl komnerenuuii DopmbI
/i MOAYJIA, Tema npakTuku (BUAbI padoT) Copaep:xanue padot Ak H MeTO/bI
MUK : OK IIK KOHTPOJISA
O3HakoMJIEHHE C HOMEHKJIATypOH J1e
opranu3zaiuy. CocTaBieHHe CIIMCKAa HCTOYHUKOB
komiuiekToBanust OP/] oprannsanuu. 3yuyenue
MHCTPYKIIMH TI0 JIETTONIPOU3BOACTBY OpraHU3aIiH,
Pa6oTa ¢ TOKATLHEIMH anpOoMa YHU(HUIIMPOBAHHBIX (POPM JOKYMEHTOB
HOPMATHUBHBIMH JIOKyMEHTAMH opranmzaryi. O3HaKOMJIEHHE C YCTaHOBJICHHBIMU
MJIK 01.01 | opranmsauum, ycraHapmuBaronmy | 5 OPTaHM3allii IpasuIaMit COCTABIICHHA onuCaHue,
3 MK 01.02 | mopsimok ocyiiecTBIECHUS TIPOCKTOB H OOpMITCHHS HOKy}weHTOB’ TOpA/IKOM OK [IK OLICHKA
MJIK 01.03 | opranu3aiioHHOTO COTVIACOBAMIA I TOMITHCAHI YTBCPIICHIA, 6 0.1-09. | 1.1.-1.9. | mpaxkTuueckoi
perucTpanuu J0KyMEHTOB, KOHTPOJIS X
MJIK 01.04 | 1 10KyMEHTaLHOHHOTO VICTIOJIHEHUSL, IOPSIKOM JIEJIETUPOBAHHS AICATEIEHOCTH
obecrieueH s IeATebHOCTH MIOJTHOMOYHHI IO MO/INHUCAHUIO JIOKYMEHTOB,
Opranusatn IIPaBWJIAMU ITOJTOTOBKH JOKYMEHTOB K IIepeaade
Ha apXMBHOE XpaHEHUE, PaBUIIaMH BBIAAYHN U
UCIIOJIb30BAHUS JOKYMEHTOB U3 C(POPMHUPOBAHHBIX
JIeJT, TIOPSTTKOM pabOThI ¢ KOH(DUICHIIHATEHBIMH
JNOoKyMeHTaMu/ nH(popMaruei
3HaKOMCTBO C JIOKyMEHTOOOOPOTOM OpraHU3aLl|H.
VYyactue B 00paboTKe BHYyTPEHHUX TOKYMEHTOB,
00paboTKe U OTMPABKE UCXOIAIINX JTOKYMEHTOB,
MJIK 01.01 | O6paboTka BHYTpEHHUX npuéMe U IEPBUIHOM 00pabOTKE BXOISIINX YCTHBIU OIPOC,
A MJIK 01.02 | 10KyMeHTOB, BXOSIIEH JIOKYMEHTOB. I/Il()JHOJ'IBSOBaHI/Ie CO/1 B pabote ¢ OK K OTIHMCaHue,
MJZIK 01.03 | u ucxopsieil KOppeCnoHICHIINH; JIOKYMCHTAMI. TErHCTPALLIT AOKYMCHTOB 1 14 01.-09. | 1.1.-1.9. OHCHKA
> | MapmIpyTH3aIHs TOKyMEHTONOTOKOB. KOHTpOIb MPAKTHYECKON
MJIK 01.04 | nx cucremarnsauus VICTIOJHEHHS JOKYMEHTOB. Y4UacTue B NEeATeTbHOCTH

MH(POPMAIIMOHHO-CIIPABOYHOM U TOMCKOBOM
paboTe C UCIOIB30BAHUEM CUCTEM yuéTa
JTOKYMEHTOB B OpraHU3allNH.
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No Hupexc Kon-so | Kombl komnerenuuii DopMmbI
/i MOAYJIA, Tema npakTuku (BUAbI padoT) Copaep:xanue padot Ak H MeTO/bI
MK ) OK 1K KOHTPOJISA
OdopmieHue opraHu3alMOHHBIX, BHYTPEHHUX
(TpUKa3bl, pacropsHKEHUS, TOBEPEHHOCTH,
3aMMCKH, CIIPaBKH, aKThI, TPOTOKOJIBI U JIP.) U
UCXOJSIINX JOKYMEHTOB OpTraHU3aIlun
C UCIOJIb30BAaHUEM COBPEMEHHBIX MMPOTPAMMHO-
MIKOLOL | Cocrasacnnewoopweie | XIIecn cposers, Hysee rpesomnn sl onpoc
MJIK 01.02 | OPJI opraausauun PyHp p T, OK 1K ’
5 MUIK 01.03 | ¢ HCHONb30BAHHEM IIPOrPAMMHO 0hOpMIICHUIO TOKYMEHTOB, CPaBHEHHUE 14 01.-09 11-19 OIICHKAa
MIIK 0 l‘ 04 porp YCTaHOBJICHHBIX B OPTaHU3alUU TPEOOBaHUIMA R T MPaKTUYECKOU
A . TEXHUICCKUX CPCNICTB ¢ TpeboBanusvu 'OCT. YuacTue B co3qaHuu JeSITEIbHOCTH
11a6JI0HOB TOKyMeHTOB. [10iroToBKa 1 3aBepeHne
KOITUHA JTOKYMEHTOB (TIpU HEOOXOUMOCTH ).
Yyactue B H”H)OPMAITMOHHO-CITPABOYHOU U
MMOMCKOBOM paboTe C UCIOJb30BAHUEM CUCTEM
y4éTa JOKYMEHTOB B OpraHU3aIuu
dopMupoBaHUE JC]I B COOTBETCTBUU
¢ HOMeHKJaTypoii nen. CucremaTu3anus
JIOKYMEHTOB MO CTPYKTYPHO-XPOHOJIOTHUECKOMY
Oprau3arys TeKyLEro npuHuiy. O3HaKOMIIEHUE C TOPSIKOM 5
XPaHEHHs T0KYMEHTOB. NPOBE/ICHUS IKCIICPTU3bI ICHHOCTU IOKYMEHTOB. YCTHBIN OIIpOC,
MK 01.01 Odopmiienne yu€THBIX JOKYMEHTOB OIMCaHHue,
dopMHUpOBaHUE JEN B i OK IIK
6 | MK 01.02 COOTBETCTRIN ¢ HOMEHKIATVOG MOCTYTJICHUS U BBIOBITHS JIEN: COCTaBIICHUE 8 01.-09 1.1-1.9 OILIEHKA
MJIK 01.04 C yp OIMCEH TOKYMEHTOB U JIE]l, COCTaBJICHUE aKTOB ’ ’ © 77 | IpaKTHYECKOU
ACT. LHCTEMaTH3aNA BBIIAYH, TIEPEIau, YHUUTOKEHHUS JOKYMEHTOB. JeSITeTbHOCTH
MNOKYMCHTOB BHYTPH Ji€j1a YyacTue B OAr0OTOBKE JOKYMEHTOB K C1aye B
apxuB (YTOYHEHUE CUCTEMAaTU3AIH JOKYMEHTOB
BHYTpHU JieJla ¥ €€ 3aKperieHUue, yTOUHEHHE
3aroJI0BKOB JI€J, MOJIIIKUBKA JIe] U T.11.)
3HAKOMCTBO C KaT€rOpUsMH U BHJIAMHU
JIOKYMEHTOB, 00Pa3yIONINXCsl B OpTraHu3aIliH,
PaBoTa ¢ IOKyMeHTAMH, cojiepKamiux KOHPUIECHITUATBHYIO YCTHBIH OTpoc,
MJIK 01.01 nHpopmanuo. O3HaKOMIIEHHE C TTOPSIIKOM OIMCaHUE,
COZEpKALLUMHU OK [IK
7 | MAK 01.02 paboTHI C TOKYMEHTAMH OTPAaHHYECHHOTO 2 OIICHKA
KOH(pHICHIIMATILHYIO 01.-09. | 1.1.-1.9. .
M[[K 01.04 JOCTyIa, C HPUMCHACMBIMH B OpraHu3aluu MPAKTHICCKOU
HHbopMaIuo CPEACTBAMH KPUNTOrpaduu IIs 3aIIUTHI JEATETBHOCTH

ANIEKTPOHHBIX JIOKYMEHTOB C UCIIOJIb30BAaHUEM
CIIENUATILHOTO TTPOTPAaMMHOTO 00€CTICUeHH .
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No Hupexc Kon-so | Kombl komnerenuuii DopMmbI
/i MOAYJIA, Tema npakTuku (BUAbI padoT) Copaep:xanue padot - H MeTO/bI
MJK OK K KOHTPOJISA
O3HaKOMJIEHHE C COCTAaBOM M OCOOEHHOCTAMU
JIOKYMEHTOB OpraHu3aliu, peryJnpyomnmx
TPY/ZOBBIE OTHOILICHUS (OpraHU3alMOHHO-
pacropsaAuTeNbHbIE JOKYMEHTHI, JOKYMEHTHI 10
JUYHOMY COCTaBY, TPYJIOBOM JOrOBOP, 10TOBOP
0 MaTepUaJIbHOW OTBETCTBEHHOCTH U T.1.).
3HAKOMCTBO C JEHCTBYIOLIEH B OpraHu3alluu .
cUCTeMON YHU(DUIIMPOBAHHBIX ()OPM MEPBUUHON YCTHBIN OTIPOC,
MJIK 01.01 Pa6 .. OK K OIHCaHUE,
8 | MIIK 01.02 aboTa c TIOKyMEHTaMu y4€THOHN TOKYMEHTAIIUH 110 KaJpaMm. 6 0% | K, OLICHKA
MIIK 01.04 110 IMYHOMY COCTaBY O3HaKOMJIEHHE C TOPAIKOM BeJICHUS -09. -1 IpaKTHIeCKOH
JIOKYMEHTAIIUH, TOATBEPHKIAIONIEH CBE/ICHUS O JeATETHHOCTH
TPYAOBOH AEATENbHOCTH U TPYAOBOM CTaxKe
pabOTHUKOB, BEICHHSI BOMHCKOIO y4éTa
pabOTHHUKOB. Y4acTue B 0hOpMIICHUH
JIOKYMEHTOB T10 JITYHOMY COCTaBY M MX KOIIUH
(mpu HEeobxoaumocTH). Pabora ¢ 3asBIeHUSAMEI
o JinuyHomy coctaBy. Mcnonb3zoBanne CO /] npu
paboTe ¢ KaJpOBbIMU TOKYMEHTAMHU.
O3HaKkoMJIEHHE € ITpaBHJIaMU pabOThI CO
CpeICTBaMU TEJICKOMMYHMKAIIUH,
[Tpuém-nepenava nHGpopmManuu UCIOJIb3yEeMbIMU B OpraHU3aluu AJs puéMa-
C TIOMOUIBIO CPENICTB nepeaau uHpopmanuu. Benenue tenedoHHbIX .
MJIK 01.01 tenekoMmyHukauuit (ATC IIEPErOBOPOB. fDI/IJ'II)TpaIII/Iil U Iiepeaapecanus ycziggagigoc’
9 | MJIK 01.02 (BHEILIHSA CBA3B: TOPOACKas, 3BOHKOB. [Ipuém n nepenaya TeJ'Ie(bOHOFanMM, 3 OK IIK OlICHKA ’
MIIK 01.03 MEXIyropo/iHasi, MeKAyHapoHas) | (hakcorpaMm, COOOIIEHHH MO JIEKTPOHHON 01.-09. | 1.1.-1.9 IpAKTHYECKOM
u MuHH-ATC (BHYTpeHHsIA cBsi3b), | moute. CoOronenue npasui Hu(poBoro eSTENbHOCTH

COTOBAasA CBA3b, (baKCI/IMI/IJIBHIJﬁ
arrapar, 3JICKTPOHHAasd nhoa)

ATHKETA MPU UCIOIb30BAaHUU B JI€JI0BOMI
KOMMYHHKAIIUU MECCEHPKEPOB U AIEKTPOHHOU
MOYTHl. YyacTtue B UHGOPMAIMOHHOM
00eCreueHUH! AEATeNbHOCTH PYKOBOAUTEIS.
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Ne
n/n

Nnaexc
MOTYJIsI,
MK

Tema npakTuku (BUAbI padoT)

Copaep:xanue padot

KoJj-Bo
aK.g

Koapl komMneTeHImii

OK IIK

DopMblI
H MeTO/ABI
KOHTPOJIst

10

MJIK 01.01
MJIK 01.02
MJIK 01.03

PabGota 1o moaroroske

Y MIPOBEJICHUIO COBEILIAHUM,
JIETIOBBIX BCTpEY, TPUEMOB
Y MIpe3eHTalui

Opranuzanus paboTsl mpuéMHOHN (30H npuéma
IIOCETUTENIEN): yUaCTHE B PETYIUPOBAHUU
IIOTOKA IIOCETUTEIIEH, IPUEM U PErUCTPALIMS
[IOCETUTENICH. YUacTue B IJIaHUPOBAHUU
pabouero THS pyKOBOAUTEINS U CEKpeTapsl.
VYyacTue B OArOTOBKE JEJIOBBIX BCTPEY U
IIEPETOBOPOB PYKOBOJIUTENIS, TPEBEI-TOAEPIKKE
JIeNIOBBIX MMoe3/10K. PaboTta mo o6cmyKuBaHHIO
Pa3IMYHBIX THIIOB COBEIIAHUH U COOIIIOICHHE
IIPaBWJI UX MTOATOTOBKH U IIPOBEICHUS.
bponupoBaHue 1eperoBOpHbIX KOMHaT.
[TpuroroBieHne MOCETUTENSAM HAIUTKOB (Yaii,
kode, mpoxiaauTeabHbie HamuTKN ). CepBUpPOBKa
qaifHOTO (KOeitHOor0) cTona B oduce

OK
01.-09.

YCTHBIH OIIPOC,
OIHCaHUE,
OLICHKa
MPAaKTUYECKOU
NEeSITEIbHOCTH

Bcero:

72

IMTPOU3BOJCTBEHHAS TTPAKTHUKA — 36 akan. yacos

MJIK 01.01
MJIK 01.03

BBOAHBIN HHCTPYKTaX.
O3HakoMJIEHHE ¢ OpraHu3aIen —
MECTOM IMPOXOXKICHUS MPAKTHKH

MHCTpyKTaX 10 MPOXO0XKICHUIO TPAKTUKU,

e€ 11eJM M 3334y, MOPSIIOK OTUETA 110 IIPAKTHKE.
W3ydeHne CTpyKTypbl OpraHu3alnu,
O3HaKOMJICHHUE C €€ QYHKUUSAMH U 3aJjauaMH.
O3HaKOMJIEHHE C TPABOBBIMU
(YdpenuTeNnbHbIMU) U PACIOPSAUTENbHBIMU
JOKyMEHTaMu opranuszauuu. Onpenenenue
MOPsIIKA B3aUMOJEHCTBHSI CTPYKTYPHBIX
NOJIpa3ieJICHNI OPTaHU3ALNN: PaCIIPEICIICHUE
(GyHKUIUN MEXAY CTPYKTYPHBIMU
HOJpa3JICIEHUSIMHU, LIENTU U 3aJ1a4i CITY>KObI
J1OVY, cexperapuara, apxusa

OK
01.-09.

YCTHBIN OIIPOC,
ONMCAHNE
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Ne
n/n

Nnaexc
MOTYJIsI,
MK

Tema npakTuku (BUAbI padoT)

Copaep:xanue padot

KoJj-Bo
aK.g

Koabl koMmneTeHui

OK

IIK

DopMblI
H MeTO/ABI
KOHTPOJIst

MJIK 01.01
MJIK 01.02
MJIK 01.03
MJIK 01.04

3HAKOMCTBO C pabOYHUM MECTOM,

¢ QYHKIMOHATHHBIMU

U JIOJDKHOCTHBIMH OOSI3aHHOCTSIMA
paboTHUKOB cITy)0bI JIOY

Y CeKpeTapuara

3HAKOMCTBO C OCHAIIIEHUEM Pabdoyero MecTa

W OpraHu3aIyei pabovero mpocTpaHCTBaA.
Opranu3anyst pabo4ero Mecra B COOTBETCTBUU

C TpeOOBAHKSME 3PTOHOMHUKH M KYJIBTYPBI TPY/Ia.
O3HaKOMJICHHE C TPaBUJIaMH BHYTPEHHETO
pacnopsiika OpraHu3aliy, PaBujIaMu TEXHUKU
0e3onacHocTy Ha pabouem mecte. Mzyuenue
JIOJDKHOCTHBIX MHCTPYKIIMH ITIONPOU3BOIUTES1/
CeKpeTapsi-IeTONPOU3BOIUTENS/ ceKkpeTaps/
CeKpeTapsi PyKOBOAUTEIS] OpPraHU3alMH, UX
CPaBHEHUE C TUIIOBBIMU JIOJDKHOCTHBIMH
UHCTPYKIUSIMU. O3HAKOMIICHHE C TIPOTPAMMHBIMHU
CpeICTBaMH CO3JIaHMsI, y4E€Ta, XpaHEeHUS,
00pabOTKH U TTOMCKA JJOKYMEHTOB,
OPI'TEXHUKOH, UCIIOJIh3yEMBbIMU B OPTraHU3AIHH.
W3yueHre ocHOB 1 crieliupuku paboThI ¢
JOKYMEHTAITUEH B CUCTEME 3JIEKTPOHHOTO
nokymeHToobopota (CO/1) opranuzanuu, npu
UCIIOJIb30BAHUH TTI00ATBHBIX H JIOKAIBHBIX
cereil ISl MOTydeHUsT U XpaHEeHHsI HHPOpMaIHH,
oOMeHa nHpopmanmen

OK
01.-09.

YCTHBIN OTIpOC,
OTHCaHue,
OIIEHKA
MPaKTUYECKON
JeSITeNIbHOCTH

MJIK 01.01
MJIK 01.02
MJIK 01.03
MJIK 01.04

PaGora ¢ JIOKaIbHBIMU
HOPMATHUBHBIMH JJOKYMCHTAMHU
0praHH3aHPII/I, YCTaHaBJ'H/IBaIOHII/IMI/I
TIOPSJIOK OCYIIIECTBIICHHUS
OPraHU3allOHHOTO

U JIOKYMEHTAIMOHHOT'O
o0ecreueHus AeITENBHOCTH
OpraHu3aIu

O3HakoMIIEHHE ¢ HOMEHKJIATYpOH J1e1
opranu3anuu. CocraBieHHe CIIMCKAa HCTOYHUKOB
koMmIuiekToBanus OP/] oprannsauuu. 3ydyenne
UHCTPYKIUU I10 JEIONPOU3BOACTBY
OpraHu3aluy, anbooMa yHU(PHUIIMPOBAHHBIX
¢dbopM TOKYMEHTOB opranuzanuu. M3yuenue
YCTaHOBJICHHBIX B OpPraHU3aLUU IIPABUII
COCTaBJIEHUS IPOEKTOB U OPOPMIICHHS
JIOKYMEHTOB, MOPsJIKa COIVIACOBAHMS U
MOJAMMCAHUS/yTBEPKACHUS, PETUCTPALIUN
JIOKYMEHTOB, KOHTPOJISI UX UCIIOJHEHUS,
MOPSIIKA AEJIETUPOBAHMS TIOJTHOMOYHM 110
MOANMCAHUIO JOKYMEHTOB, IIPABUJI TOATOTOBKU
JTOKYMEHTOB K IIepejadye Ha apXUBHOE XpaHEHUE,
IIPaBUJI BbIAYU U UCIIOJIB30BAHUS JOKYMEHTOB
U3 C(OPMHUPOBAHHBIX JI€]1, TOPSIAKOM pabOTHI

¢ KOH(UCHIIMAIBbHBIMU TOKYMEHTaMH/
uHpopmanuei

OK
0.1-09.

OIHCaHHeE,
OLIEHKa
MIPAaKTUYECKOU
JESTEIBHOCTH
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Nnaexc

Koabl koMmneTeHui

DopMblI

Ne KoJj-Bo
/i MOAYJIA, Tema npakTuku (BUAbI padoT) Copaep:xanue padot - H MeTO/bI
MJK OK IIK KOHTPOJIs
3HaAKOMCTBO C JJOKyMEHTOOOOPOTOM
opranuzaruu. O0paboTKa BHYTPEHHHUX
JIOKYMEHTOB, 00pabOTKa M OTIIpaBKa UCXOISAIINX
MJIK 01.01 | O6paGoTka BHyTpeHHIX JIOKYMEHTOB, IPUEM | MIEpBUYHAsI 00paboTka YCTHBIH OTpocC,
MJIK 01.02 | noxymenTo, Bxomsmeii BXOJAIIUX TOKYMeHTOB. Mcnons3oBanue COJ] OK TIK OITMCAaHUE,
4 % B paboTe ¢ JOKyMeHTaMu. Peructpanms 6 OLIEHKA
MK 01.03 | u ucxozasuieit KOppecrnoHACHIIUY; p 01.-09. | 1.1.-19 o
> | TOKYMEHTOB ¥ MapIIpyTH3AIH MPaKTUYECKOU
MJIK 01.04 | nx cucremaTu3anus JIOKYMEHTOIOTOKOB. KOHTPOJIb HCIIOIHEH S JIeSITETbHOCTH
JIOKyMeHTOB. MH(bOopMaIimoHHo-cripaBoYHas U
MMOMCKOBast paboTa ¢ UCIOIHb30BAHUEM CHCTEM
yuéTa JOKYMEHTOB B OpraHU3allu.
OdopmieHre opraHu3alMOHHbBIX, BHYTPECHHUX
(TpuKa3bl, pacropsKEHUs, JOBEPEHHOCTH,
3aMMCKH, CITPABKH, aKThl, TPOTOKOJIBI U P.)
Y UCXOSIIUX IOKYMEHTOB OpraHU3aI|H
C UCIOJIb30BAHUEM COBPEMEHHBIX MPOTPAMMHO-
TEXHUYECKUX cpencTB. KOHTposb MpaBUIIbHOCTH
cocTaBlieHUs], 0QOpPMIIEHUS TOKYMEHTOB
(peKBHU3UTHI, 0COOCHHOCTH HAIMCAHUS TEKCTOB, .
MJIK 01.01 | CocraBnenue u opopmiaeHue MHOTOCTPAaHUYHBIE IOKYMEHTHI), TOPSIKA YCTHbIN O1pOC,
MK 01.02 | OPJ] opranu3zanuu U3JIaHUS TOKYMEHTOB (C Y4ETOM crieru(uKu OK IIK OmMCcanue,
5 6 OIlCHKA
MJIK 01.03 | ¢ uCIOaB30BaHUEM TIPOIPAMMHO- | CHCTEMBI IEJIONIPOM3BOICTBA OPraHU3AIMHN). 01.-09. | 1.1.-1.9 PAKTHICCKOI
MJZIK 01.04 | TexHUUYECKHX CPEACTB Hcnons3oBanue COJ] B paboTe ¢ JOKYMEHTaMH. ,Z[I;}ITeJ'IBHOCTI/I

KoHTponb MapimpyTu3anuy JOKyMEHTOIIOTOKOB
B OpraHu3aliy (COrjiacoBaHue, MOANNCaHNE,
YTBEPKACHHUE, PETUCTPALINs, O3HAKOMJIEHUE U
UCTIOJIHEHUE TOKyMeHTOB). Co3naHue mabioHOB
NoKyMeHTOB. OopmiieHre KOMHA JOKYMEHTOB.
WHudopmaninoHHO-CIIpaBOYHask U TOMCKOBast
paboTa c UCIOIB30BAaHUEM CHUCTEM Yyu&Ta
JIOKyMEHTOB B OpTaHU3aluH
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Nnaexc

Koapl komMneTeHImii

DopMblI

Ne Koa-Bo
/i MOAYJIA, Tema npakTuku (BUAbI padoT) Copaep:xanue padot - H MeTO/bI
MJK OK K KOHTPOJISA
Opranuzanys TEKYIEro XpaHeHus: JOKYMEHTOB.
®opMHUpOBaHUE JI€] B COOTBETCTBUU
¢ HOMeHKJIaTypoi fen. CucremaTu3anus
JIOKYMEHTOB I10 CTPYKTYPHO-XPOHOJIOTHYECKOMY
OpraHn3anyst TeKyIIero IIPUHIUITY. YYacTUe B IIPOBEIECHUU KCIIEPTU3BI yCTHBIH OMpOC
MJIK 01.01 XPaHCHUA TOKYMCHTOB. LIEHHOCTH JOKYMEHTOB. OopMiieHne y4€THBIX OIMCAHIE ’
6 | MIK 01.02 DopMHUpOBaHUE 1€ B JIOKYMEHTOB IOCTYIUICHUS U BBIOBITHS €T ) OK IIK OLICHKA ’
MK 01'0 4 | COOTBETCTBHH C HOMEHKIIATYpOl | COCTaBJIEHHIO ONUCEN JOKYMEHTOB U JIEI, 01.-09. | 1.1.-1.9. PAKTHYECKOI
l[ ’ Ien. CI/ICTeMaTI/ISaI_[I/IH COCTAaBJICHHUIO aKTOB BblJa4H, IICPCAAIH, I[ESITGJIBHOCTI/I
JIOKyMEHTOB BHYTPH Je]Ia YHUUTOXKEHUS JOoKyMeHTOB. [lonroroska
JIOKYMEHTOB K Cc/lau€ B apXUB (YyTOUHEHHE
CUCTEMAaTHU3aLMK JOKYMEHTOB BHYTpH JIeja
U €€ 3aKpeIUICHUE, YTOUHEHHE 3ar0JI0BKOB €1,
TIOJIIITMBKA SIS U T.J.)
O06paboTka TOKyMEHTOB OTPaHHUYEHHOTO
JIOCTyTa, COIEPKALIUX KOH(DUIEHITHAIbHYIO
nHpopmaruo. O3HaKOMIIEHUE C TIPUMEHSIEMBIMHU yCTHBIH ompoc
MJIK 01.01 Pabota ¢ nokymeHramu, B OpraHM3aliy CPeACTBAMU KpUnTorpaguu OIMCAHNE i
7 | MIIK 01.02 coaepKalluMu JUIA 3aIIUTHI JIEKTPOHHBIX TOKYMEHTOB ) OK IIK OlICHKA ’
MIIK o1 o KOH(HICHIIHATEHYFO C MICTIOJIb30BaHMEM CIELHMAIIBHOTO ITPOrPAMMHOIO 01.-09. | 1.1.-1.9. IpAKTHUCCKOM
MH(pOPMALIUIO obecrieuenus. BrimoaHenue padboT mo eATETBHOCTH

00€CTIeueHNIO 3alTUThI JIEKTPOHHBIX
JIOKYMEHTOB OT HECAaHKIIMOHUPOBAHHOTO
JI0CTyTIA.
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No Hnpexce Kon-so | Kombl komnerenuuii DopmebI
/i MOAYJIA, Tema npakTuku (BUAbI padoT) Copaep:xanue padot Ak H MeTO/bI
MK ) OK 1K KOHTPOJISA
O3HaKOMJIEHHE C COCTaBOM M OCOOEHHOCTSIMHU
JIOKYMEHTOB OpraHU3alNH, PErYIUPYIOIINX
TPYIOBbIE OTHOIICHUS (OpraHU3alUOHHO-
pacnopsIUTENbHbBIE TOKYMEHTHI, JIOKYMEHTHI 10
JMYHOMY COCTaBYy, TPYJIOBOM 1OrOBOP, 10TOBOP
0 MaTepHaIbHON OTBETCTBEHHOCTH U T.1.).
OdopmiieHne JOKYMEHTOB T10 JINYHOMY COCTaBY
U X KONUH (Mpu HEeOOXOAMMOCTH ), 3aIOJTHEHUE YCTHBIU OIPOC,
MK 01.01 Pa6 YHU(DUIIUPOBAHHBIX (YOPM MEPBUYHON yUETHOM OK K OIMCaHHue,
8 | MAK 01.02 abota ¢ I0KyMeHTaMu JIOKyMEHTaIuu 1o kaapam. Pabora ¢ 4 OLICHKA
01.-09. | 1.1.-1.9 .
MJIK 01.04 110 JIMAHOMY cOCTaBYy 3asBJICHUSIMU 110 IMUHOMY COCTaBY. " | OpaKTHYECKOH
Opranu3anust padoThl ¢ TOKYMEHTAaIIUEH, JEATEIIbHOCTH
MTOATBEPKIAOIIEH CBEICHUSI O TPYAOBOU
JIESITEIBHOCTH U TPYAOBOM CTa)K€ paOOTHUKOB,
10 BEJICHUIO BOMHCKOTO Y4€Ta paOOTHUKOB.
Hcnonws3oBanne COJI mpu pabote ¢ KaJpoBbIMU
nokyMmenTamu. CoOuroieHe mpaBuil padoThI
¢ KoH(UIeHINANBHON nHpOopMannei
B OpraHu3aIuu
Hcnonbs3oBaHue CpeACcTB TEINEKOMMYHUKALIUM
JUTsl puéMa-repeauyu HHPOpMaIuu: BeACHHE
Ipuém-niepenada nHGOPMALMH TeneOHHBIX IEPETOBOPOB, cbgnmpaum u
¢ IOMOILBIO CPEJICTB nepeanpecanys 3B0HKOB; IPUEM U Mepesiada 5
TenexoMmyHUKaIHil (ATC TeJIe(i)OHOFpg.MM, dakcorpamm, coOOIICHHI 11O YCTHBIN OIpoc,
MJIK 01.01 ] aneKTpoHHOU 1oute. CoOIr0IeHre TTPaBUI ONHCAaHUE,
9 | MIK 01.02 (BHCLLHS CBA3H: rOPOJICKaA, 1M(POBOT0 ITHKETA MPHU UCTIOIH30BAHHUH B 6 OK TIK OLICHKA
MEXIyropoiHas, MEeKIyHapOIHAs) 9 01.-09. | 1.1.-1.9 .
MJIK 01.03 ATC > JA€I0BOM KOMMYHHKAIlMU MECCEHIKEPOB U NPpaKTUYECKOU
1 MUHH- (BHYTPEHHSS CBA3B), | 5yektporHOl HouTH. MH(BOPMALMOHHOE JEATEIBHOCTH

COTOBAasA CBA3b, (baKCI/IMI/IJIBHIJﬁ
arrapar, 3JICKTPOHHAasd nhoa)

o0ecrieyeHue AEATeNbHOCTH PYKOBOAUTEIS.
CoOroenue mpaBui paboTbl

¢ KoH(ueHInaNbHOM nHpopManuei

B OpraHU3aIluH
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No Hupexc Kon-so | Kombl komnerenuuii Dopmbl
/i MOAYJIA, Tema npakTuku (BUAbI padoT) Copaep:xanue padot - H MeTO/bI
MJK OK K KOHTPOJIsi
Opranuzanus paboTsl mpuéMHOHN (30H npuéma
IIOCETUTENEH): PEryIMpOBaHNE IOTOKA
IIOCETUTENIEH, IPUEM U PETUCTpaALUs
nocerureneil. [lnanupoBanue pabovero aHs
pykoBoautens u cekperaps. [logroroska yCTHBIH ompoc
MJIK 01.01 Pabora no noaroroske . JCIIOBBIX BCTPEY M MIEPErOBOPOB PYKOBOAUTEIIA, OTTHCAHME ’
10 | MIIK 01.02 Y IIPOBEJICHUIO COBEIIAHUM, TpEeBEN-MOAJepKKa JICIOBBIX 1Moe310K. Pabora 4 OK IIK OLICHKA ’
MK 0 1‘ 03 | ACIOBEIX BCTpEH, IpUEMOB 10 00CITY’)KHBaHUIO PA3IMYHBIX TUIIOB 01.-09. | 1.1.-1.9. PAKTHYCCKOI
A . U mpeseHTaImii COBEILAHUI U COOJIIOIEHUE MPABUI UX I[ESITGJIBHOCTI/I
[IOArOTOBKU U IIpoBeaeHus. bpoHupoBanue
IIeperoBOpHbIX KOMHAT. IIpurorosnenue
MOCETUTEISIM HAalTUTKOB (4ai, kode,
IPOXJIaUTENbHbIE HaUTKN). CepBUpPOBKa
qaifHOrO (KOo(eitHOoro) cTona B oduce
Bcero 36
UTOroO: 108

ATTecTanys o NpakTHUKE:

VYyeOnas npakTrka — Au¢gepeHMpPpoOBaAHHBIN 3a4€T, BbIPAKEHHBIH B S-0a/11IbHOI cucTeme
[IponsBoacTBEHHAs NPAKTUKA — AM(PepeHunpoBaHHbIN 3a4€T, BBIPAKEHHbIH B S-0a/1JIbHOM cHCTEMe.
®opma KOHTPOJIA U OUEHKN — OTY€T 0 MPOXO0KIACHUHU NMPAKTUKH: JTHEBHUK MPAKTUKH, XaPAKTEPUCTHKA, ATTECTALMOHHBIN JIMCT.
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_ 3. YCJIOBUSI PEAJIMBALIUN
YYEBHOU U INTPOU3BOJACTBEHHOMU ITPAKTHUKH

3.1. TpebGoBanusi K JOKYMEHTALMH, HEOOXOAMMOM /111 IPOBeeHNsI YUeOHOH U
NMPOU3BOACTBEHHON NMPAKTUKH

[lepen mpoxoxkaeHueM y4eOHOW U MPOM3BOJCTBEHHOM MPAKTUKU OO0yYaroluics
JOJKEH BHUMATEIILHO M3Y4YWTh MporpamMMmy Y4eOHOM M TPOM3BOACTBEHHOM MPAKTHUKU
no npodeccroHaTbHOMY MOy 0 [IM.01 1 00paTUTHCS K COOTBETCTBYIOIIMM HOPMATUBHBIM
MarepuagaM € TeM, YTOObl OBbITh MOATOTOBICHHBIM K BBIMOJHEHUIO TOPYYEHUH,
MOJTYYEHHBIX OT PYKOBOJIUTEIISI MPAKTUKH, K PEIICHUIO KOHKPETHBIX IIPABOBBIX BOIIPOCOB.
Kak npu noaroroBke, Tak W B MEPHOJ MPOXOXKJICHHUS MPAKTHUKA PEKOMEHIYETCS
10 BO3HUKAIOUIMM BOIIpOcaM oO0pamarbcsi K 3aKOHOAATENbCTBY, IMPOU3BOJICTBEHHON
auTepaType, MaTepuaiam, myOJIuKyeMbIM B IEPUOANUYECCKOMN MEeUaTH.

JInst IpOXOKJIEHUsT MPAKTUKU MPEAYCMOTPEHO COCTABJICHHUE CIEAYIOIIMX OTYETHBIX
JOKYMEHTOB 10 (opmMaM, ycTaHOBICHHBIM [loo’keHHeM O MPaKTUYECKOW IOATOTOBKE
obyyaroruxcsi B @I'BIIOY «Komnemx MU Poccrmy:

1) JIHeBHMK MpPaKTHUKHA, B KOTOPOM OOydawlieMycs HEOoOXOJUMO €KeTHEBHO
3aMKUChIBaTh KPATKUE CBEJCHUS O TMPOJETaHHOM B TeueHue JHS padoTe. 3amucu
O BBIMIOJIHSIEMOW paboTe JOKHBI OBITh KOHKPETHBIMHU M TOJTBEPIKAATHCS TMOITUCKHIO
PYKOBOJUTENISI IPAKTUKH 1O MECTy €€ mpoxoxaeHus. C ero paspeiieHust 00ydaromuncs
OCTaBJISIET y ce0sl COCTAaBJICHHBbIE WM TIPOEKTHl JOKYMEHTOB. B JIHEBHUKE MOTYT
OTPaXKaThCSl BCE BO3HUKAIOUIME BOMPOCHI, CBA3aHHBIC C pa3peIIeHUEM KOHKPETHBIX JE.
Benenue Takux 3amucedl MOATBEpPXKIAeT (PAKTUUECKOE BBHIMIOJHEHUE OO0Yy4YaroIIuMCs
MPOTPaMMbI IPAKTUKH.

2) XapakTepucTWKa Ha  OO0y4aroImerocs IO  OCBOCHHIO  OOMMX |
MPOQECCUOHANIBHBIX KOMIIETCHIIMI B MEPUOJ MPOXOKIACHUS MPAKTUKH (B BHUIE OT3bIBA
paboronarens).

3) ATTecTallMOHHBIA JIUCT, COJEpXKAUIUA CBeJeHUsT 00 YPOBHE OCBOCHUS
oOyyaromumcst 00IKX U MPoHeCCUOHATBHBIX KOMIIETEHIIUMN.

[lo oxoHuaHun mnpakTUKU oOQopmieHHbIH OTYET O NPOXOKICHUHM MPAKTHKH,
BKJIIOYAIOIMKA  JTHEBHUK  NPAKTUKH,  XapaKTEPUCTUKY,  AaTTECTAlMOHHBIA  JIUCT,
MPEAOCTABISACTCA O0YYAIOIMMCST PYKOBOAMTENIO MO MPAKTHYECKOW MOATOTOBKE OT
Komnemxa.

3.2. TpeOoBaHMs K Y4eOHO-METOAUYECKOMY 00eCeYeHHI0 MPAKTHKHU

B xonme y4eOHOW W TPOU3BOJCTBEHHOW TMPAKTHKKA OOYYAIOIIMECS JOJIKHBI
BBITIOJIHUTH UHIMBUTyaJIbHBIC 3a/IaHUSI, YTBEPKICHHBIE TI0 BUIaM padoT:

— 00paboTKa BHYTPEHHUX JOKYMEHTOB, BXOJIAIIEH U UCXOSIIEH KOPPECIIOH ICHIINH,
HX CUCTeMaTHU3allus;
— cocranienue u oopmienrne OPJ] opranuzanuu ¢ UCTIONIB30BaHUEM TPOTPAMMHO-
TEXHUYECKUX CPEJICTB;
— OpraHm3anys  TEKyUIero XpaHeHus  JOKymMeHTOB.  DopmupoBaHue  jaen
B COOTBETCTBUM C HOMEHKJIATypoil ien. CucreMarusaiusi JOKYMEHTOB BHYTPH €A,
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— paboTa ¢ JOKyMEHTaMHU 110 JINYHOMY COCTaBY;

— npuéM-niepeada MHGOPMAIMKM C TOMOIIBIO CPEACTB TenekoMmyHukarmii (ATC
(BHELIHSS CBSI3b: TOPOJACKAsl, MEXTyropoiHasi, MexayHapoaHas) © MUHU-ATC (BHyTpeHHss
CBsI3b), COTOBAsI CBSA3b, (PAKCUMUIIbHBIN armapaT, SJICKTPOHHAS [0YTa);

— paboTa TO MOATOTOBKE M MPOBEICHHUIO COBEIIAHUM, JIENOBBIX BCTpPEY, MPUEMOB
Y TIPE3CHTALINN.

3.3. TpeOoBaHusi K MATEPHAJIBLHO-TEXHUYECKOMY 00eCledeHUI0 MPAKTUKH

[TpakThdeckass TMOATOTOBKA TMPH  TNPOBEACHUM  MPAKTHUKHA  OPTaHU3YETCS
NpodUIBHBIMUA OpPTaHU3ANUAMHA W/WIH CTPYKTYpHBIMH TojapasneicHusiMu Kosremxka,
NpeaHa3HAYCHHBIMU JUIST TIPOBEJCHHS MPAKTHYECKOW IMOATOTOBKH, KOTOPBIE CO3AIOT
yCIIOBUS, IPEJOCTABISAIOT 000pYI0BaHUE U TEXHUUYECKUE CPEJCTBA O0yUeHUs B 00beME,
MO3BOJISAIOLIEM BBINONHATE onpeneneHnbie [IM.01 Bunael pabot, cBsizaHHble ¢ Oyayuiei
po(heCCUOHATTLHON JeATEIIEHOCTHIO 00YYaOITIXCS.

Pacnipenenennie oOyuarommxcss Ha Y4YeOHYHO W IPOM3BOACTBEHHYIO NPAKTUKY
OCYIIECTBIISIETCSI B COOTBETCTBHMM C WX OLIEHOYHBIM PEHUTHHIOM, CIIOCOOHOCTSAMH,
BO3MOXKHOCTSIMU M C Y4€TOM HWHIUBUAYalIbHBIX TpeOoBaHWil paboTomaTteneil Ha
OCHOBAaHUHM TMHCEM-3asiBOK OT OpTaHM3alMi, JKENAIOIUX MPOBECTH MPAKTHKY
oOyuatomuxcst Komnemka B CBOMX MOJpPa3AEICHUSIX B COOTBETCTBHM C 3aKJIIOUEHHBIMH
C 3THUMH OpTaHU3aLUAMU JIOTOBOPAMHU O MPAKTHYECKOW MOATOTOBKE OO0YyYaromuxcs
(manee — mpoduIbHBIC OPTaHU3ALINH ).

Jis TpOXOXKACHUSI TPAKTUKK 00y4JaromInecs: HampaBIsSIOTCS:

o B Ioapa3aeneHus MuHucTepcTBa MHOCTPaHHBIX Jien Poccuiickoi denepannu;
o B Pa3JIMYHbIC TOCYIAPCTBEHHBIE U KOMMEPUYECKHUE CTPYKTYPHI.

Pacnpenenenne npakTUKaHTOB OCYILIECTBIISIETCA:

o TO OpraHu3alusIM—MecTaM IPAaKTHUKU — PYKOBOAMTENIEM II0 NPAKTUYECKON
noaroroske ot Komemka;

o TI0 KOHKPETHbIM pabo4yMM MecTaM MPAKTUKH — PYKOBOJIUTENIEM MPAKTHUKU
OT NPOPUIBHON OpPraHU3aIUu.

PykoBonuTenb NpakTUKU OT NMPO(HUIbHON OpraHu3alui HECET OTBETCTBEHHOCTH 34
MIPOXOXKJICHUE TMPaKTUKH, MPEAOCTaBIIeT MNpoPuibHble paboyne MecTa TMPaKTHUKH,
OCHAIIICHHbIE BCEM HEOOXOAUMBIM: MEOEeNbl0, KAaHUEISIPCKUMU MPHUHAJICKHOCTIMU,
TEXHUYECKMMHU CPEJICTBAMH U OPITEXHUKOW, B TOM UHUCJIE MEPCOHAIBHBIM KOMIIBIOTEPOM
C COOTBETCTBYIOIIMM IPOrpaMMHBIM OOE€CHeYeHHEM, MPUHTEpOM (I BBIBOJAA
uHpopmManuu Ha OyMaKHbId HOCHUTENb), CKaHepoM (A BBOJa HHOpMaLUU B
KOMITBIOTEP C OYMa)KHBIX HOCHTEIIEH), KOMHUPOBAIHHBIM ammaparoM (KCEpoKcoM) (st
BBINIOJIHEHHUSI MHOKHUTENIbHBIX PaboT), Tene@OHHBIM/(PAaKCUMUIBHBIM anmnaparoM WIn
MHOTO(YHKITMOHAIBHBIM ~ yCcTporicTBOM MDY, OyMaroyHU4YTOXKHUTENEM, a TakKke
oOecrieunBaer HauOOJbIIYI0 A((YEKTUBHOCTh MPOXOXKIECHUS MPAKTHKUA  IYTEM
nepemMenieHuss oOydarmommxcs 1o  paboynm  mectam  (mpuémHas, KaHIIEISpus,
AKCHEAUIMS, MAIIOOPO U T.1.).

B nepuoa mpoxoxkaeHHs MPaKTHUKWA MPOPUIHHOM OpraHu3aieil JTOKHBI ObITh
oOecrieyeHbl HEOOXOAMMBIE YCIOBHUS, OTBEUaKOIIUE TpeOOBAaHUSAM OXpaHbl TpPYyIa,
0€30MacCHOCTH KU3HEJCATENIbHOCTH U TMOKapHOW O€30IacHOCTH B COOTBETCTBUM C
MpaBuUjIaMu U HOPMaMH, B TOM YHCJIE€ OTPACIEBbIMHU.
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3.4. TpeGoBaHusi K PYKOBOJAUTEJI 10 TNPAKTHYECKON TMOATOTOBKeE
ot Kossieqka u pyKoBOAUTENI0 NPAKTUKU OT OPraHU3aluu

B cootBerctBUM c [lonoxkeHneM o MpakTHYECKOW MOATOTOBKE OOYy4YaroOIIMXCS B
OI'BITOY «Komnemx MUJL Poccuny» obiiiee pykoBOACTBO U KOHTPOJIb 33 OpraHu3aiuen
U TPOBEACHUEM IMPAKTUKA OOY4YarOUIUXCSl OCYIIECTBISIETCS PYKOBOAUTEIEM IIEHTpa
TPYAOYCTPOMCTBA W MPAKTHYECKOW TMOATOTOBKH, KOHTPOJIb 3a IPOXO0XKICHUEM
00y4aroIMMUCS MPAKTUKHU B YCTAHOBJIECHHBIE NIEPUOAbI OCYIIECTBISIOT PYKOBOAUTENH MO
MPAaKTUYECKOM mnoAroToBke ot Kosuiemka, Ha3HayaeMmble W3 4YHUCIA IPENojaBaTeeu
IUKIOBOM Komuccuu mnpenojaBatenet JIOY u crneuuanbHBIX JUCHUIUIMH, KOTOPBIE
3aKPEIUISIIOTCS. Ha OMPeIeNIEHHbIE IEPHO/IbI 32 YU€OHBIMU IPYIITIAMUA COOTBETCTBYIOIIMMU
npukazamu 1o Kommemxky W oTBedarOT 3a y4eOHO-METOJMYECKOE COIMPOBOXKICHUE
MPAKTUYECKON MOATOTOBKHU CTYAECHTOB.

PykoBoguTenu TpakTUKH OT NPO(UIBHBIX  OpraHu3alil  Ha3zHAYaroTCs
NpOQMIBHBIMUA OPTaHU3AIMAMHU U3 YUCJIAa KOMIIETEHTHBIX PAOOTHUKOB (pyKOBoOumenu u
cneyuanucmol cayxuco JJOY, cexkpemapuama, apxueog opeaunusayuil u m.n.), KOTOPHIE
JIEUCTBYIOT B COOTBETCTBHH C JJOTOBOPAMH O MPAKTUYECKOMN MOJATOTOBKE O0YYaIOIIUXCS,
3aKJIIOUCHHBIMU Mexay KoiemkeM 1 3TUMHU OpraHu3alysMu.

PykoBoauTenu mpakTUKU OT MPOGUIBHBIX OpPTaHU3alMil BOpaBe ONPEACTATh U3
YHCIa BBICOKOKBATH(HUIIMPOBAHHBIX PAOOTHUKOB OSTHUX OpTraHU3alUi HACTABHUKOB,
MOMOTAIOIINX 00yYaIOUTUMCS OBIIAEBATh MPOQPECCHOHATBHBIMI HABBIKAMH.

3.5. UndopmanmnonHoe odecneyeHue peaau3aluuy NporpaMmbl

Jnst  peanuzanmu  mporpaMMmbl  OMONMMOTeUHBIH  (OHA ~— 0Opa3zoBaTEIHLHOM
OpraHu3allMi JOJDKEH WMETh TII€YaTHbIE W/WIM DJJIEKTPOHHBIE O0Opa3oBaTelbHBIE H
nH(OpPMAIIMOHHBIE PECYpPChI, NIl MCIOJb30BaHMs B oOpa3zoBareiabHOM Iporecce. [Ipu
dbopmupoBanun O6uOIMOTEUHOTO (POHITA 00pA30BATENBHON OpraHW3aIlMi BHIOMpAETCS HE
MEHEE OJHOr0 W3JaHUsl U3 TMEPEUYUCIICHHBIX HIDKE TIeYaTHBIX W3JAaHUM © (UJIN)
AJIIEKTPOHHBIX U3/IAHUN B Ka4€CTBE OCHOBHOTO, IPU 3TOM CITMCOK MOXET OBITh JOMOIHEH
HOBBIMH U3IaHUSMHU.

3.5.1. OcHOBHBIE IEYaTHBIC U3TAHUS

1. AntyxoBa, H.®. Cucrembl »3JIEKTPOHHOTO JIOKYMEHTOOOOpOTa: Yy4deOHOe
nocobue / AnryxoBa H.®., JI3t06enko A.JI., Jonranoa O.U., JloceBa B.B., Ueunkos
IO.b. — Mocksa: KunoPyc, 2022. — 396 c.. — ISBN 978-5-406-07367-4. — URL.:
https://book.ru/book/942386. — TekcT: 31eKTPOHHBIN.

2. AntyxoBa, H.®. Cucrtembl 31€KTPOHHOIO JOKYMEHTOOOOpOTa: MPAKTUKYM /
AntyxoBa H.®., JlonranoBa O.U., JloceBa B.B., [3t06enko A.Jl., YeunkoB FO.b. —
MockBa:  KnoPyc. 2024. - 395 c¢. - ISBN:978-5-406-07367-4. -
https://book.ru/books/942386. — TeKCT: AIEKTPOHHBII.

3. Abymamze, JI.I'. [JoxymeHTarimoHHOE OOECIICUYCHHE YIPABICHUS MEPCOHAIOM:
y4eOHUK W TMPaKTUKyM JJIs  CpeaHero mnpodeccuoHambHOro oOpas3oBaHus /
H.I'. Abynanze, .b. Bempsbkkuna, B.M. MacnoBa. — 3-e u3n., mepepad. u mon. —
Mockga: U3natensctBo FOpaiit, 2024. — 374 ¢. — (IlpodeccuonanpHoe oOpazoBaHue).
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— ISBN 978-5-534-16657-6. — Tekcrt: snexTpoHHbIl / OOpa3oBaTenbHas miaaTgopma
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/538144

4. KopueeB, UK. [lokymeHTanmoHHOE oOO€CleYEHUE YIpaBICHUS: YYEOHHK
U TPaKTHUKyM JUisi cpeAHero mnpodeccuoHanbHoro ooOpaszosanus / W.K. Kophees,
A.B. ITmenko, B.A. MamypueB. — 3-e uzj., nepepad. u gon. — MockBa: M3natenscTBo
Opaiit, 2024. — 438 c. — (IIpodeccuonanbHoe obOpazoBanue). — ISBN 978-5-534-
16002-4. — Texkct: anexTpoHHBIN // ObOpazoBarenbHas 1iatdopma HOpait [caliT]. —
URL: https://urait.ru/bcode/539262

3.5.2. OCHOBHBIE 3JIEKTPOHHBIE U3AAHUS

1. MeTonuyeckoe mocodOue sl CTyACHTOB «J/lokyMeHTalmoHHOE oOecredeHne
ynpasnenusi», Usanosa H.II., Komnemx MU/ Poccuu 2024 [DnexTpoHHBI pecypc].
URL: http://www.college-mid.ru/student/library/.

2. Metoaudeckoe mocoOue sl CTYyIeHTOB «JlurioMaTtnyeckasi HTOKYMEHTAIHS,
NBanoa H.II., Komremx MU/ Poccum 2024 [Dnekrponssii pecypc]. URL:
http://www.college-mid.ru/student/library/.

3. YuebHo-MeToauueckoe nocodbue g cTyaeHToB «OpraHu3aius CeKpeTapcKoro
obcnyxuBanus», bypuesa B.B., Komnemx MU/l Poccun 2024 [DnexkTpoHHBIN pecypc].
URL: http://www.college-mid.ru/student/library/.

4. Beenenue B cucremy COJl «/leno» OO0 «30Cy». [DneKTpoHHBIN pecypc].
URL::http://www.eos.ru/eos_products/eos_delo/demo.php.

5. PykoBoactBo mnomaw3zoBatenss COJ[ «llemo» OO0 «30C». [DneKTpOoHHbIN
pecypc].URL:http://www.eos.ru/eos_products/eos delo/demo.php.

6. PyxoBoactBo TexHosora COJl «deno» OO0 «30Cy». [DneKTpoHHBIN pecypc].
URL:http://www.eos.ru/eos_products/eos_delo/demo.php.

7. ECM-cuctema «1C: JlokymeHToO000OpOT 8». [DneKkTpoHHBIA pecypc].
URL:https://v8.1c.ru/doc8/

8. DnexTponHo-O6nbOMMoTeuHas cucremMa ZNANIUM. [DnekTpoHHBI pecypc].
URL: https://znanium.com/.

9. DnexkTpoHHass OMOJIMOTEUHAsl cUCTeMa «AKaJaeMus». [DJIEKTpOHHBIN pecypc].
URL: https://www.academia-moscow.ru/elibrary/.

10. Dnextponnas OubnmuoTeyHass cucrema «lOpalt». [DaeKkTpoHHBIH pecypc].
URL: https://urait.ru/

11. Dnextponnas Oubimoreunas cucrema «KHoOPyc». [DnekTpoHHBIN pecypc].
URL.: https://www.book.ru/

12. CrpaBouno-npaBoBasi cucrema «Koncynbrant Ilmoc». OduumanbHelii caiT
CIIC «KoncynpranT mirocy» [Dnextponnsiit pecypc] . URL: http://www.consultant.ru/

13. CrpaBouHo-ipaBoBasgs ~ cucteMa  «[apant»  [DnexkTpoHHBII  pecypc].
URL:garant.ru.

14. CripaBouHo-nipaBoBast cucrema «Koncopiuym Koneke» [DneKTpoHHbIN
pecypc] . URL: Kogekc - IlpodeccuonanbHbie crnpaBouHble cucteMmbl - Kojekc
(kodeks.ru).

15. ObunmanpHbli  calT TporpaMmbl s pacrno3HaBaHuss Tekcta ABBYY
FineReader. Odunuanbupiii caiiT koprnopanuu Adobe. [DneKTpoHHBIN pecypc]
URL:https://www.abbyy.com/ru-ru/Finereader/.
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16. Odunmansubiii  caiit  Microsoft Office. CnpaBka. OduumanbHblii  calT
Microsoft [DnekTponnsiii pecype] . URL: https://support.office.com/.

3.5.3. JlonoHUTEIbHBIE UCTOYHUKHU (npU HeobXooumocmu)

1. Koncturyuus Poccuiickoit ®epepanun  OduuuanbHblii  CETEBON pecypce
[Ipesunenta Poccuu. [Dnexkrpounslii pecypc]. URL: http://constitution.kremlin.ru/.

2. Tpynooit Kogekc Poccuiickoit ®enepanuu. CIIC «KoHCynbTaHT ILIHOCY.
[Dnektponnsiil pecype]. URL: http://www.consultant.ru/document/cons.

3. Konekc 00 agMUHUCTpaTHBHBIX IpaBoHapyuieHusx Poccuiickoit denepanuu.
CIIC «Koncynprant mmoc». [Dnextponnsiii pecypc]. URL:http://www.consultant.ru/
cons/cgi/online.cgi?req=doc;base=LAW;n=210148#0.

4. I'paxxnanckuiit kogeke P@, 4.1, 2. CIIC «KoHCynapTaHT IIIOC». [DIEKTPOHHBIN
pecypc]. URL:http://www.consultant.ru/cons/cgi/online.cgi?base=LAW&n=209986&dst
=4294967295&re=doc&rnd=244973.1346114488#0.

5. YronoBueii  kojmexkc P® ot 13.06.1996 CIIC «KOHCYJABTaHT ILTIOCH.
[Dnexktponnsiil pecype]. URL: http://www.consultant.ru/cons/cgi/online.cgi?req=doc;bas
e=LAW;n=209092#0.

6. ®enepanbublii 3ak0H 0T 26.12.1995 1. Ne 208 — D3 «OO6 aKIuOHEPHBIX
obmectBax». CIIC «KoncynapTanT tumocy. [OnektponHbii  pecypc]. URL:
http://www.consultant.ru/document/cons doc LAW_8743/.

7. ®enepanbubiii 3akoH oT 08.02.1998 r. Ne 14 — ®3 «O06 oOmecTBax
¢ orpaHnueHHOM OTBEeTCTBEHHOCThIO». CIIC «KoOHCynbTaHT mmtoc». [DIEKTPOHHBIM
pecypc]. URL: http://www.consultant.ru/document/cons doc LAW 17819/.

8. ®enepanbHbli  3akoH  oT  12.01.1996 N 7-®3 «O HEKOMMEpPYECKUX
OpPraHMU3ALNIX) Cucrema 'APAHT. [DJIEKTPOHHBII pecypcl]. URL:
http://base.garant.ru/10105879/.

9. ®enepanbublii 3akoH  oT 14.11.2002 N 161-®3 «O rocynapCTBEHHBIX
U MYHUIUNAUIBHBIX YHUTapHbIX mpeanpusatusax» Cucrema ['APAHT. [DnekTpoHHBIN
pecypc]. URL: http://ivo.garant.ru/#/document/ 12128965/paragraph/28666:3.

10. ®enepanbubiii 3akoH OT 21.06.1993 No 5485-1 «O rOCyIapCTBEHHOU TailHE».
CIIC «Koncynbrant miocy. [DnekTpoHHblt pecypc]. URL:http://www.consultant.ru/
cons.

11. ®enepanbubiii 3akoH oT 29.07.2004 Ne 98-®3 «O KOMMEpPYECKON TailHE».
Cuctema 'APAHT. [Onextponnsiit pecypc]. URL: http://base.garant.ru/12136454/.

12. ®enepanbubiii 3ak0H oT 02.05.2006 Ne 59-03 «O mnopsiake paccMOTpEHUs
oOpamenuit rpaxkgan Poccuiickoit  ®epepanum». CIIC «KoHCyabTaHT — TUTIOCH.
[DnexTponnsiit pecypc]. URL:http://www.consultant.ru/document/cons.

13. ®enepanbubiii  3akoH o  27.07.2006 Ne 149-®3 «O6 wundpopmaum,
UH(OPMAITMOHHBIX TeXHONOTHsIX u o 3amure uHbopmarmmy. CIIC «KoHcynbraHT
wirocy. [DnektponHsiit pecype]. URL:http://www.consultant.ru/document/cons.

14. ®enepanbubiii 3akoH 0T 27.07.2006 No 152-D3 «O nepcoHaNbHBIX AAHHBIX».
CIIC «Koncynbrant Mmiocy. [DnekTpoHHbl pecypc]. URL:http://www.consultant.ru/
document/cons.

15. ®enepanbhbiii 3aK0H OT 26.12.2008 Ne 294-D3 «O 3ammTe npas IOPUATIECKUX
JUI] U WHAMBUAYAJIBHBIX MpPEINpUHUMATENCH MpU MNPOBEACHUH TOCYIapCTBEHHOTO
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koHtpoist (Hamzopa)». CIIC «KoHcynbTanT 1uitoc». [DIEKTpOHHBIA — pecypc].
URL:http://www.consultant.ru/document/cons.

16. ®enepanbupiii 3akoH OT 06.04.2011 N 63-O3 «OO0 37I€KTPOHHOU MOJITUCH.
CIIC «KoncynpTanT miocy. [DnexktponHsii pecypc]. URL:http://www.consultant.ru/
document/cons.

17. Yka3 Ilpe3unenta PO ot 30.05.2005 Ne 609 «O6 yrBepxkaenun [lomoxxeHus
O TMEpPCOHAIbHBIX JAHHBIX TOCYIAPCTBEHHOI'O TPa)KJaHCKOro ciyskamero Poccuiickoii
@enepaunu U BeneHnu ero auaHoro Aena». CIIC «KoHCyapTaHT IITHOC». [ DIIEKTPOHHBIH
pecypc]. URL:http://www.consultant.ru/document/cons.

18. Vka3 Ilpesunenta PO ot 05.12.2016 Ne 646 «O06 yrtBepkaeHuu JlOKTPUHBI
uHpopmanmonHo 6e3zomnacuoctu Poccuiickoit @enepanum» CIIC «KoHCYNIbTaHT MITIOCH.
[Dnmextponnsiii pecype]. URL:http://www.consultant.ru/document/cons.

19. IlocranoBnenue [IpaButensctBa PO ot 27.11.2006 N 719 «O6 yTBepkaeHun
[Tonoxenuss o BouHckoM yuere». CIIC «KoHcynabTaHT TUIOCY». DNEKTPOHHBIA pecypc.
URL: https://www.consultant.ru/document/cons.

20. ITocranoBnenue [IpaButenscTtBa PO ot 13.10.2008 N 749 «O06 0cOOEHHOCTSIX
HarpaBieHUs] pabOTHUKOB B ciy:keOHble KOMaHIupoBKu». CIIC «KoHcynbTaHT 1uIrOCH.
OnexTponHsiid pecypc. URL: https://www.consultant.ru/document/cons.

21. IlocranoBnenune IlpaBurensctBa Poccuiickoin @enepauuu ot 22.09.2009
Ne 754 «O6 ytBepxkaenun [lomoxxkeHuss 0 cucteMe MEXKBEIOMCTBEHHOTO AJIEKTPOHHOIO
nokymeHToobopotay Koucopuuym «Komekcy». OnexkTpoHHbId (OHA  MPaBOBOM
U HOPMATUBHO-TEXHHMYECKOW  wHopmammu. [Dnexktponnbii  pecypc]. URL:
http://docs.cntd.ru/document/902176142.

22. llocranoBnenue IIpaButensctBa Poccuiickoii ®enepaunun ot 08.09.2010
Ne 697 «O eauHOll cHUCTEME MEKBEIOMCTBEHHOIO 3JIEKTPOHHOI'O B3aUMOJIECHCTBUS»
Koncopuuym «Kopekc». DnekTpoHHbIH (OHA MPaBOBOM M HOPMATUBHO-TEXHUYECKOM
nHopmaruu. [Inexkrponubiit pecypce]. URL: http://docs.cntd.ru/document/902234385.

23. IlocranoBnenne IIpaBurensctBa Poccuiickoir @enepauuu ot 02.03.2019
Ne 234 «O cucrteme ynpapieHus peanusalueil HaoHaiabHOW nporpammbl «Ludposas
skoHoMHKa Poccuiickoit @enepanuny OduuuanbHplii calT MuHuctepcTBa MUGPOBOTo
pa3BUTHSA, CBSI3U U MAacCOBBIX KOMMYyHUKannii Pocculickoit @eaepanuu. [DIEKTPOHHbBIN
pecypc]. URL:https://digital.gov.ru.

24. IloctanoBnenue [IpaButensctBa PO ot 24.07.2021 Ne 1264 «O0 yTBepKaecHUU
[IpaBun oOMeHa JOKyMEHTaMHM B  JJIEKTPOHHOM BHJE TpPU  OpPraHU3AlMH
uHpopmanmonHoro B3aumozecTeusi». CIIC «KoncynpTaHT mmimoc». [DIEKTPOHHBIN
pecypc]. URL: http://www.consultant.ru/document/cons.

25. IlocranoBnenne Muntpyaa P® ot 10.09.1993 N 152 «O6 yrBepxaenun Hopm
BpEMEHH Ha  paboThl MO  ABTOMAaTUM3MPOBAHHOM  ApXHMBHOW  TEXHOJIOTHH
U JOKyMEHTAIlMOHHOMY obOecneduenuto opraHoB ympaBieHus» CIIC «KoncynbpTanT
TLTIOCY. [OnekTpoHHblii  pecypc].  URL:  http://www.consultant.ru/document/
cons_doc LAW 91031/

26. IlocranoBnenue Muntpyna Poccuu ot 25 Hosi6ps 1994 roga N 72 «O6
YTBEPKIECHUN MEXKOTpaciaeBblX YKPYIHEHHBIX HOPMATHMBOB BpEMEHHM Ha pabOThI MO
JOKYMEHTAIIMOHHOMY  oOecrieueHuro  ynpasieHus»  Koncopuuym — «Komekcy.
OneKTpoHHBIM  (QOHI  TMPaBOBOM W  HOPMATUBHO-TEXHUYECKOW  WH(MOpMaIuu.
[DnexTponHsIil pecypc]. URL: https://docs.cntd.ru/document/9023047707marker
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27. llocranoBnenne I'ockomctara P® ot 05.01.2004 N 1 «OO0 yTBepkIeHUU
YHUGUUIMPOBAHHBIX (HOPM NEPBUYHONW YUYETHOW JOKYMEHTAIMU IO YYETy Tpyla U €ro
omnarel».  CIIC  «KoHcynpTaHT  miroc».  OnekTpoHHsld  pecypc.  URL:
https://www.consultant.ru/document/cons.

28. IlocranoBnenne Muntpyaa Poccun ot 26.03.2002 Ne 23 «OO6 yTBepkAecHUU
Hopm Bpemenu Ha paboOThl MO JOKYMEHTAllUOHHOMY OOECHEYEHHUIO YIpPaBICHUYECKUX
CTPYKTYp (penepanbHbIX OpraHOB MCIOJIHUTENbHOU BiacTu». Koncopumym «Komekcy.
OnexTpoHHBIH  (HOHA  MpaBOBOW W HOPMATHBHO-TEXHHYECKOH  HH(POpPMAIIUH.
[DnexTponnsiii pecypc]. URL: https://docs.cntd.ru/document/901816605

29. llpukaz Muntpyna Poccum ot 19.04.2018 Ne 266H «OO0 yTBepKIeHUU
npodeccuonanpHoro craggapra "Crneuuaauct mo (OPMHPOBAHUIO 3JIEKTPOHHOTO
apxuBa'». CIIC «KoHcynbTaHT TLTIOCY. [ DneKTpOHHBII pecypc].
URL:http://www.consultant.ru/ document/cos_doc

30. Ilpukaz Muntpyna Poccum ot 15.06.2020 Ne 333 «OO06 yTBepxkiaeHUU

po¢heCCUOHATLHOTO CTaHIapTa «Cnenmanuct 1o OpraHU3aIMOHHOMY
U JIOKYMEHTAIIMOHHOMY o0ecriedeHuto ynpasienus opranuzamueiny. CIIC «KoncynbTant
TLTIOCY. [OnekTpoHHblii  pecypc].  URL:  http://www.consultant.ru/document/

cons_doc LAW 357714/.

31. Ilpuka3 PocapxuBa ot 11.04.2018 Ne 44 «O6 ytBepxaeHuu IlpumepHoi
WHCTPYKIIMK TIO JEJOMPOM3BOACTBY B TOCYJapCTBEHHBIX opranm3amusax». CIIC
«Koncynprant mmoc». [OnextponHsid  pecypce].  URL:http://www.consultant.ru/
document/cos_doc.

32. Ilpuka3z PocapxuBa ot 22.05.2019 Ne 71 «OO6 yrBepxaenun IlpaBun
JEeJIONPON3BOICTBA B TOCYIaPCTBEHHBIX OpPraHax, OpraHax MECTHOTO CaMOYMPAaBICHUS.
denepanbHOE apXUBHOE areHTCTBO. [DNEeKTpOHHBIN pecypc]. URL:
http://archives.ru/documents/rules/office-work-rules-gos.shtml.

33. Ilpuka3 PocapxuBa ot 20.12.2019 Ne 236 «OO0 ytBepxaeHun Ilepeuns
TUIOBBIX YINPABICHYECKUX APXUBHBIX JIOKYMEHTOB, OO0pa3ylolMXcs B Mpolecce
JCSTEIbHOCTH TOCYJAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIpPaBICHHUS
Y OpTaHM3aIyii, C yKazaHHEeM CPOKOB UX XpaHeHHs». DenepalbHOe apXUBHOE areHTCTRBO.
[DnexTponHsiil pecypc]. URL: http://archives.ru/documents/perechen typdocs.shtml.

34. Ilpuka3 PocapxuBa ot 20.12.2019 Ne 237 «O06 yrBepx)aeHun MHCTpyKIUU 110
npuMeHeHuto  [lepedHst  TUMOBBIX  YNPABIEHYECKUX  APXUBHBIX  JOKYMEHTOB
o0pa3yloIuXcsi B TMPOLECCe JACITEIbHOCTH TOCYIapCTBEHHBIX OPraHOB, OPTraHOB
MECTHOTO CaMOYIpPABIICHUS M OpraHu3alui, C yKa3aHHEM CpPOKOB HMX XpaHEHUS.
denepanbHOE apXWBHOE areHTCTBO. [DnekTponHHbii pecypc]. URL: http://archives.ru/
documents.

35. [Ipuka3z PocapxuBa ot 09.12.2020 Ne 155 «O6 ytBepxknenun IIpaBun
OpraHW3allud  XPAaHECHMs, KOMIUIEKTOBAaHMs, Vy4€Ta W MCIOJb30BaHUS HAy4YHO-
TEXHUUYECKON JTOKYMEHTAI[MM B OpraHaxX TOCYAapCTBEHHOW BJIACTH, OpraHaX MECTHOTO
CaMOyMpaBIIeHUs, TOCYITapPCTBEHHBIX W MYHHIIMMAIBHBIX OpraHuzanusax». deaepaipbHoe
apXuBHOE areHTCTBO. [AnekTpoHHbIN pecypc]. URL: http://archives.ru/documents.

36. Ilpuka3 Pocapxua ot 24.12.2020 Ne 199 «O06 yTBepx)aeHun MeToaudecKux
pEKOMEeHaui 1Mo pa3paboTKe MHCTPYKIMI MO JAENONPOU3BOJICTBY B TOCYAApCTBEHHBIX
opraHax, OpraHax MECTHOTO camoymnpaBieHus». dDenepalibHOe apXUWBHOE areHTCTBO.
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[Onextponnsiii  pecypc]. URL:  https://archives.gov.ru/documents/methodics/2020-
recommendations-deloproizvodstvo.shtml.

37. llpuka3 Muntpyaa Poccun ot 19.05.2021 Ne 320H «O06 yTBepxaeHUU (HOPMBI,
nopsA/ika BEJICHUS U XpaHEHUs TPYIOBBIX KHUKEK» (3apeructpupoBaHo B MuHiocte
Poccun 01.06.2021 N 63748). CIIC «KoHcynbTaHT IUIIOCY. DneKTpoHHbINH pecypc. URL:
https://www.consultant.ru/document/cons.

38. Ilpuka3z Mwunuctpa oboporsl PO ot 22.11.2021 N 700 «O0 yTBepkaeHUH
NucTpykiuu 00 opranu3anuy paboTsl o obecreueHnt0 (PYyHKIIMOHUPOBAHUS CUCTEMBI
BOMHCKOr0 yueta» (3apeructpupoBaHo B Munrocre Poccunm 28.12.2021 N 66608). CIIC
«KoncynpranT 1UmIOC».  OnekTpoHHbli  pecypc. URL:  https://www.consultant.ru/
document/cons.

39. [Ipukaz Muntpyna Poccum ot 09.03.2022 N 1091 «OO6 yTBepkaeHUU
npodeccuonanbHoro crangapra «CnenuanucT mo ympasiieHuio mnepcoHairom». CIIC
«KoncynpTanT 1mocy. OnekTpoHHbid  pecypc. URL:  https://www.consultant.ru/
document/ cons doc LAW 414472/

40. Ilpukaz MuHuctepcTBa UUPPOBOrO  pPa3BUTHUS, CBSI3M M MAacCCOBBIX
koMmyHuKarui Poccuiickoit ®eneparuu ot 17.04.2023 Ne 382 «OO0 yTBepxkIaeHUU
[IpaBun oka3zaHug yCIyr TIOYTOBOM CBA3W». [DnekTpoHHbI pecypc]. URL:
http://publication.pravo.gov.ru/document/0001202306020025

41. ITpuka3z PocapxuBa ot 31.07.2023 Ne 77 «O6 ytBepxaenuu [IpaBuna
OpraHW3allii XPaHECHUs, KOMILIEKTOBAaHUS, y4é€Ta ¥ WCIOJb30BaHUS JOKYMEHTOB
ApxuBHoro ¢onma Poccuiickoit @enmepanu W JAPYrUX apXHUBHBIX JOKYMEHTOB
B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYMPAaBICHHUS W OPraHU3aLUIX».
denepanbHOE apXUBHOE areHTCTBO. [DJIEKTPOHHBI pecypc]. URL:
https://archives.gov.ru/documents/rules/pravila-2023.shtml (zeiictByer ¢ 17.09.2023).

42. Tlpukas Poccrara 31.07.2023 N 360 «O06 yrBepxacHuu ¢hopm deaeparabHOTO
CTaTUCTUYECKOTO HAOMIOACHUS [UIsl OpraHu3aluu  (eaepabHOr0 CTaTUCTUYECKOTrO
HaOJIOJICHUST 32 YKMCJICHHOCTBhIO, MOTPEOHOCTHIO OpraHu3alii B pPaOOTHHKAX IO
npo(decCHOHATFHBIM TpyHIaM, COCTaBOM KaJpOB TOCYAApCTBEHHOW Tpa)KTaHCKOU
1 MyHunUnaiabHou ciayxk0b». CIIC «KoHCynbTaHT mitocy. DnekTpoHHsIi pecypc. URL:
https://www.consultant.ru/law/hotdocs/81949.html?ysclid=mOcgokqoyn767641263

43. Ilpukaz COP ot 17.11.2023 N 2281 «O06 yTBepxaeHUU eAuHON (OPMBI
«CBenleHus il BENIEHUS  UHAUBUAYAIbHOTO  (MEpCOHU(UUHUPOBAHHOTO)  ydeTa
U CBEACHHUA O HAYHCIECHHBIX CTPaXOBbIX B3HOCAX Ha 0053aTeIbHOE COLUATBHOE
CTpaxOBaHHWE OT HECYACTHBIX CJIy4aeB Ha MPOU3BOJACTBE M MPOo(ecCHOHATBHBIX
3aboneBanuil (EDOC-1)» u mopsinka ee 3amonHeHus» (3aperucTpupoBaHo B MuHIOCTE
Poccun 20.12.2023 N 76506). CIIC «KoHcynbTaHT itocy. IneKTpoHHbiid pecypc. URL:
https://www.consultant.ru/document/cons_doc LAW_ 465162/

44. TOCT 9327-60 bymara u usnenusi u3 oymaru. [lorpeburensckue dhopmars
Koncopunym «Konekc». DnexkTpoHHbIH (DOHI MPaBOBOM M HOPMATHUBHO-TEXHUUYECKOM
nHdopmaruu. [Inexkrponnbiit pecypce]. URL: http://docs.cntd.ru/document/1200004908.

45.T0CT P HCO 23081-1-2008 HauumonansHelii cranmapt Poccuiickoit
Oenepanuu. CuctemMa CTaHIAPTOB MO MHPOpPMALUU, OMOIMOTEYHOMY U U3JATEIBCKOMY
neny. Ilpomeccsl ynmpaBieHusi 1okymMmeHTaMu. MerajgaHHble g TOKYMeHTOB. YacTh 1
[Tpunnunel. Koncopuuym «Kopeke». DneKTpoHHBIM (OHA MpaBOBONM W HOPMATHBHO-
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TexHudeckoi wuHbopmamuu. [DnekTpoHHBIM pecypc]. URL:  https://docs.cntd.ru/
document/1200067603.

46.TOCT P 54471-2011/ISO/TR 15801:2009 «Cucrembl 3JIEKTPOHHOIO
JOKyMEHTOoOOOpoTa.  YmpaBiaeHue JokymeHTanued. WMuadopmanus, coxpaHsemas
B DJICKTPOHHOM BuJE. PexoMeHaaimm no 00ecrneueHro TOCTOBEPHOCTU U HAAEKHOCTH
Koncopuuym «Koneke». DnexkTpoHHbIA (OHJ MPaBOBOW M HOPMATHUBHO-TEXHUYECKOU
uHopmanu. [DnextporHsiii pecypc]. URL: http://docs.cntd.ru/document/gost-r-54471-
2011.

47.TOCT P 53898-2013 «CucreMbl »3JIEKTPOHHOTO JIOKyMEHTOOOOpOTA.
BzaumoneiictBue CcUCTeM YIpaBieHUS JOKYMEHTaMU. TexXHudyeckue TpeOoBaHUS
K 2JIeKTpoHHOMY coobienuto» Koncopunym «Koaeke». DnekTpoHHbIN (HOHJT TPaBOBOM
U HOPMAaTUBHO-TEXHWYECKOW  wuHpopManuu. [DmektponHbii  pecypc]. URL:
http://docs.cntd.ru/document/1200108037.

48.TOCT P 53898-2013. HamumonanbHbiii cTtanmapt Poccuiickoit denepanui.
Cucrembl 3JIEKTPOHHOTO JOKYMEHTOOOOpoTa. BzaumonelcTBue cucTeM yHIpaBIICHUS
nokymeHTamu. TexHuueckue TpeOOBaHUSA K AIEKTPOHHOMY cooluieHuto. Koncopimym
«Kopmekcy. DnexkTpoHHbIA (POHII MPaBOBOM M HOPMATHBHO-TEXHUYECKON HH(OpMaIuu.
[DnexTponHsIit pecypc]. URL: https://docs.cntd.ru/document/1200108037.

49. TOCT P CO 30300-2015 HaunonansHbiii crangapt Poccuiickoit denepanumu.
Cucrema craHgapToB M0 HHGOpMALMKM, OMOJIMOTEYHOMY M HU3AATEILCKOMY JIENy.
Nudopmarnus u mgoxkymentarus. Cucrtemsl ympaBieHus JokymeHTamu. OCHOBHBIC
nojioxkeHust u cinoBapb. Koncopumym «Kogeke». DnekTpoHHbIii (GOHI MPaBOBOM
U HOPMATUBHO-TEXHWYECKOW  wuHpopManuu. [DnektponHbsii  pecypc]. URL:
https://docs.cntd.ru/document/1200128331.

50.TOCT P 7.0.95-2015. HaumonaneHblii cranpapT Poccuiickoit ®denepanumu.
Cucrema craHgapToB Mo wuHpOpManuu, OUOIMOTEUHOMY M H3ATEIbCKOMY JIETy.
DNeKTpOHHbIE JOKYMEHTbl. OCHOBHBIE BHJIbI, BBIXOJIHBIE CBEICHMS, TEXHOJOTHUYECKHE
xapaktepuctukd.  Koncopumym  «Koxaekc».  DOnekTpoHHBIM  (OHJ  IPaBOBOMU
U HOpPMATUBHO-TEXHWYECKOM  uHPopmaruu. [DnexktpoHubii  pecypc]. URL:
https://docs.cntd.ru/document/1200128317.

51.TOCT P 7.0.97-2016. «Haumonaneubiii ctangapt Poccun. Cucrema
CTaHAapToB 10  wHpOpMaNuK, OWONMOTEYHOMY W  HW3JIaTE€ICKOMY  JIETy.
OpranuzaiuoHHO-pacnopsauTeNbHas JokyMeHTalus. TpeOoBanus kK 0GOPMIICHUIO
TOKyMeHTOB», yTB. Ilpukaszom Poccranmapra ot 08.12.2016 Ne 2004-ct (pen.
or 14.05.2018). DOnexTpoHHBIM (GOHA TPAaBOBBIX M HOPMATHUBHO-TEXHUYECKHUX
TOKyMeHTOB. //[Dnextponnsbiit pecypc]. — URL:https://docs.cntd.ru/document.

52.TOCT P HCO 15489-1-2019. Hammonanensiii ctangapt Poccuiickoit
®enepannu. CucremMa cTaHAapTOB MO MH(POpMAIMK, OUOIMOTEYHOMY U U3/1aTEIbCKOMY
neny. Uudopmanus u nokymeHtanus. YmnpasieHue nokymeHtamu. Yacte 1. Tlonstus
151 MIPUHIIATIBI. CIIC «KOHCYJIBTaHT  IUIFOCY. [OnexTpoHHBI  pecypc].
URL:http://www.consultant.ru/about/.

53.TOCT P 7.0.8-2025. HanumonaneHblii ctannapt Poccuiickoit ®Denepanuu.
Cucrema craHgapToB Mo uH(opManuu, OUOIMOTEUHOMY M HU3JATEIBCKOMY JEIy.
Jlenonpous3BoACTBO M apxuBHOEe Aeno. Tepmusbl u onpeneneHus" (ytB. I[Ipukazom
Poccrannmapra ot 28.01.2025 N 30-ct). CIIC KoHCynbTaHT IUTIOC». [DJIEKTPOHHBIN
pecypc]. URL: https://www.consultant.ru/document/ cons doc LAW 500321/
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54. Obwmepoccuiickuii ~ knaccupukarop mnpodeccuit  pabouyux, JODKHOCTEH
CIy)KallluX W Tapu(HBIX paspsnoB. [DnekTpoHHbIM pecypc]. Koncopruym «Komgekey.
OnexkTpoHHBIA (OHJ NPaBOBOW W HOPMATUBHO-TexHUYecKOoW wuHpopmammu. URL:
https://docs.cntd.ru/document/9029638.

55. KpanmudukamoHHbIi CIIPABOYHUK JIOJDKHOCTEN PYKOBOJIUTEIIEH,
CIICLIMATIMCTOB M JAPYTUX CHyXalux. [DnekTpoHHbd pecypc]|. Koncopimym «Komaekey.
DONeKTpOHHBIM (OHA MPaBOBOM M HOpMAaTHUBHO-TexHUYeckor wuHpopmanuu. URL:
https://docs.cntd.ru/document/58839553 ?marker=656010.

56. Enunplii  TapudHO-KBanMpUKAIMOHHBIA CIPaBOUYHUK padoT u mpodeccuit
pabounx, OTpacieBble KBATU(PUKAIIMOHHbIE CIPABOYHUKH [ DneKTpoHHBIH pecypc]. URL:
https://docs.cntd.ru/document/901927009.

57. Obuepoccuiickuii KJ1accu(pUKaTop 00BEKTOB aJIMMHHUCTPATUBHO-
teppuTopuanibHoro aenenust (OKATO) [DnexTponnsiii pecypc]. Koncopuuym «Koaekcy.
ONeKTpOHHBIM (OHJ TMPaBOBOM W HOpMaTUBHO-TexHUYeckodM wuHpopmaruu. URL:
https://rosstat.gov.ru/opendata.

58. Obmepoccuiickuii knaccudukatop uHbpopmanuu o Hacenennn (OKNH) CIIC
«Koncynprant 1mmocy [OnexktponHbiii  pecypc]. URL:  http://www.consultant.ru/
document/cons.

59. Obmepoccuiickuii kinaccudukarop ymnpasiaeHdecko aokymeHTtanuu (OKVY/I)
CIIC «KoncynbranT mitoc» [DnektpoHHbI pecypc]. URL: http://www.consultant.ru/
document/cons.

60. O6mepoccuiickuii  knaccuduratop npennpustuii u opranmmzanuii  (OKIIO)
CIIC «Koucynbrant mitoc» [OnektponHbiii pecypc]. URL: http://www.consultant.ru/
document/cons.

61. Obwepoccuiickuii  kiaccupukarop mnpodeccuit  padouyux, TODKHOCTEH
ciyxammx u  Tapububix pazpsgoB  (OKIIJTP) CIIC «KoucynbTaHT — TUTFOCH
[DnexTponHsIi pecypc]. URL: http://www.consultant.ru/document/cons.

62. Opranm3anusi cekperapckoro oocmyxupanuu: 2IYMK / B. B.Tamaxos,
O. b. Hazapenko, [DnektponHoe yuyeOHoe uznanue]. — (Cpennee npodeccroHambHOe
obpazoBanue -  Tekct:  osnmektponssiid. -  URL:  https://www.academia-
moscow.ru/catalogue/5411/347093/ Aptuxyn uznanus: 601817641

63. XKypunan «CropaBo4HUK cekperaps U oduc-mMeHemkepay [IIEeKTPOHHBIN
pecypc]. URL: http://www.sekretariat.ru/.

64. Xypnan  «Cekperapp  pedepent»  [Dnekrponnbiii  pecypc]. URL:
http://www.profiz.ru/.

65. Kypnan: Jlenonpou3BOACTBO U JOKYMEHTOOOOPOT Ha HIPEANPUSTHH.
[Dnexktponnsiii pecype]. URL: https://delo-press.ru/journals/documents.

66. ECM-Journal — mopTtas o nugpoBHU3aIuu, 3IEKTPOHHOM JTOKYMEHTOO00OpOTE
u 6usHec-mporeccax. [Anexrponnsit pecypc]. URL: https://ecm-journal.ru/.

3.5.4. JlononHUTENIbHBIC TIEUATHBIC U3IAHUS

1. AugpeeBa B.M. Jlenonpous3BOACTBO: OpraHu3aius W BejeHUe: ydeOHO-
npaktudeckoe nocooue / Auapeea B.M1. — Mocksa: KnoPyc, 2022. — 294 ¢. — ISBN
978-5-406-00580-4. — URL.: https://book.ru/book/940363. — TeKCT : 2JIEKTPOHHBIM.

2.T'yryeBa T.A. KouduaeHnuaapHoe eTONPOU3BOJICTBO: yueOHOEe Mmocooue /
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T.A. I'yryeBa. — 2-e u3z., nepepad. u non. — Mocksa: UHOPA-M, 2023. — 199 ¢. —
(Cpennee mpodeccuonanbHoe obOpazoBanue). - ISBN 978-5-16-016585-1. - Tekcr:
anekTpoHHbii. - URL: https://znanium.ru/catalog/ document?1d=430277. — Pexum
J0CTyIA: MO MOJIIUCKE.

3. 'ycapoBa M.H. OpranuzaiinoHHO-UHPOPMALIMOHHOE W JAOKYMEHTAIIMOHHOE
o0OecrieyeHue JIEATETbHOCTH PYKOBOJIUTENS:  Y4eOHO-METOauYecKkoe Imocodue /
M.H. I'ycaposa, C. B. I'opkym. — Mocka: PTY MUP3OA, 2021. — 106 c. — Texker :
neKTpoHHbI  //  Jlamb :  anekTpoHHO-OMOnMoTeuHas cucrema. —  URL:
https://e.lanbook.com/book/176556. — Pexxum noctyna: ajis aBTOpH3. TOJIb30BaTEIICH.

4. JlemonpousBoctBo: yueOHuk / T.A. brikoBa, JI.M. Bsmosa, F0.M. Kykapuna,
JI.B. Canxkuna; mog oOmr. pen. gou. T.A. beikoBoit. — 4-¢ u3f., mepepad. u mom. —
Mockga : UHOPA-M, 2023. — 403 c. + on. matepuaiibl [[DneKTpoHHBIN pecypc]]. —
(Beiciiee oGpazoBanue: bakamaBpuart). — DOI 10.12737/1014190. - ISBN 978-5-16-
014992-9. - Tekcr: anekTpoHHsIi. - URL: https://znanium.com/catalog/product/1014190.
— PexxuM foctyna: o mojmnucke.

5. Jloponuna, JI. A. JlokyMeHTaIlMOHHOE OOECIICUCHHUE YIPABJICHUS: YUCOHUK U
MPaKkTUKyM JJig cpeaHero mpodeccuonanpbHoro obpazoBanus / JI. A. JlopoHuHa,
B.C. UputuxoBa. — 2-¢ u3a., nepepad. u nomn. — Mocksa : U3gatensctBo Opaiit, 2024.
— 270 ¢. — (ITpodeccuonansuoe oOpaszoanue). — ISBN 978-5-534-16017-8. —
Texct: oanextponHwii // OOpazoBarenbHas tiatdopma HOpaiit [caiit]. — URL:
https://urait.ru/bcode/539338.

6. Kacbstrosa, I'. }0. Jlenonpon3BoACTBO U Apyrue acmnekTsl paboThl cekpeTraps /
I'.1O. KacpstHoBa — 7-€ 3., mepepad. u gomn. — Mocksa: U3marenscTtBo Abak, 2023. —
304 c.

7. Ky3zneuos, U.H. JlokymeHtaunnonHoe obecrieyeHue yrpasieHus. JJOKyMeHTO—
00OpOT U JIETIONPOU3BOJICTBO: YUCOHHUK U MPAKTUKYM JJIsl CPEIHETO NPOPECCHOHATBHOIO
ob6pazoBanus / U. H. Ky3HenoB. — 4-e u3j., nepepad. u nomn. — Mocksa : M3narenscTBo
Opaiit, 2024. — 545 c. — (IIpodeccuonanbHoe obpazoBanue). — ISBN 978-5-534-
16004-8. — Texkct: anexTpoHHsIi // ObOpazoBaTenbHas miatdopma FOpait [caliT]. —
URL: https://urait.ru/bcode/537146.

8. Jlykamr FO.A. BbwITh cekperapéMm pykoBoautens (Gpupmbl. YueOHOe Mmocooue
/.AJlykami. — 3-e uza., nepepad. — Mocksa: ®JIMHTA, 2022. — 276 c.

9. CocHoBast A. AccucTeHT pykoBoauTens. Jladxaku npodeccuu: KHUTa-TPEHUHT
/ A. CocnoBas. - Caukt-IletepOypr: [Tutep, 2021. - 208 c. - ISBN 978-5-4461-1489-4. -
Tekct: snextponnsid. - URL: https://znanium.com/catalog/product/1817493. — Pexum
JIOCTYTA: 10 TOJITHUCKE.

10. IInmoB  O.B. CoBpeMeHHbIE TEXHOJOIMM MW TEXHUYECKHUE CpEICTBA
unpopmatuzanuu: yueonuk / O.B. [llumos. — Mocksa : UH®PA-M, 2022. — 462 c. +
Hon. wmarepuansl [[Onektponnubiii  pecypc]]. — (Cpemnee mnpodeccrnoHanbHOE
obpazoBanue). - ISBN 978-5-16-017112-8. - Tekct : osnektpoHnbid. - URL:
https://znanium.com/catalog/product/1764799. — Pexxum noctyna: mo moJrnucke.

11. [IyBanoBa, H. H. OcHOBBI 1e10NpOU3BOACTBA: YYEOHUK U MPAKTUKYM JIJIs
cpea”ero mpodeccuonanbHoro oopazosanus / H. H. Illysanosa, A. FO. MBaHoBa; mon
obmeit penaxknueir H. H. IllyBanoBoit. — 3-e usn., mepepab. u gon. — Mockga :
N3natensctBo FOpaiit, 2024. — 384 c. — (IIpodeccuonanbHoe obpazoBanue). — ISBN
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978-5-534-15488-7. — Texkct: snekTponHblil // Obpa3oBarenbHas miardopma FHOpaiit
[caiiT]. — URL: https://urait.ru/bcode/536716.

3.5.5. JlonOTHUTENBHBIE IIEKTPOHHBIE U3JaHUS
1. MunucrepctBo mnpocBemieHusi Poccuiickoir  ®dexpepanuu. [DIEKTPOHHBIN
pecypc]. URL: https://edu.gov.ru/.

2. @enepanbHbiii moptan "Poccuiickoe o0pazoBanue". [DJIEKTPOHHBIA pecypc].
URL: http://www.edu.ru/.

3. ®enepanbHbIN LIEHTD nH(GOPMaIIMOHHO-00pa30BaTEIbHBIX pecypcoB.
[Dnmektponnsiii pecype]. URL: http://fcior.edu.ru/.

4. @enepanbHBIA  [EHTP  DJIGKTPOHHBIX  00Opa3oBaTENbHBIX  PECYPCOB.
[Dnektponnsiii pecype]. URL: http://fcior.edu.ru/.

5. Enunoe okHO goctyna K o0pa3oBaTeNbHBIM pecypcam. [DIEeKTPOHHBIN pecypc].
URL: http://window.edu.ru
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4. KOHTPOJIb 1 OLLEHKA PE3YJIbTATOB
YYEBHOU U ITPOU3BOJCTBEHHOMU ITPAKTHUKH

4.1. @opMbl MU METOJABl KOHTPOJS M OIEHKU PE3YJIbTATOB MPAKTUKH,
npodeccuoHanbHO JesTenbHOCTH 1o [IM.O1, momkHBI
poeCCUOHANIBHBIX U OOIIUX KOMIETEHITHN:

MOJATBEPXKIAIOIIUX OCBOCHHUE BHJIOB
MO3BOJISITh TPOBEPATH Yy oOOydammuxcs cHOpMUPOBAHHOCTD

Koa n HammeHOBaHuUe
npogeccHoOHANbHBIX H 00IHX
KOMIIeTeHIIHH, (POPMHPYeEMBbIX

B pPaMKax MOAy.JIsl

Kpurtepnu onesnku

MeTtoabl OlIEHKH

MK 1.1.

OcymiecTBIATh NPUEM-TIEpEaATY
yIpaBlieHYECKOH HHPOPMAIHH C
HIOMOIIBIO CPECTB HH(POPMAIIMOHHBIX U
KOMMYHHKAIIMOHHBIX T€XHOJIOTHH.

[Monyuenue HeoOXxo0MMOI HHGOPMAITUH U TIepeiada
CaHKIIMOHUPOBAHHOW WH(OPMAIINH C UCTIOIH30BAHUEM
cpencTB HH(PpOPMAIMOHHBIX U KOMMYHHUKAITHOHHBIX
TEXHOJIOTUI

AHanu3 ¥ OlleHKa MPaKTUIECKOH IEeATEIbHOCTH.

AHanu3 ¥ OlleHKa pelleHu MpoOIeMHBIX CUTyaluid Mmpu
BBITIOJTHEHUH MTPAKTUYECKUX 3aJaHUM.

ATTecTanus o y4eOHOH U IPOU3BOACTBEHHOH MPAKTHKE

IIK 1.2.

KoopauaupoBats paboTy nprueMHON
PYKOBOAHMTEINS], 30H IPUEMA Pa3IMIHBIX
KaTeropui MoCceTUTENIe OpraHu3aluu.

Koopaunanus paboTsl npuéMHON pyKOBOIUTENS U 30H
puéMa pPasINYHbIX KaTETOPUN ITOCETUTENIECH
OpraHHA3ALNN

AHanu3 ¥ OIleHKa MPaKTUIECKOH JIeATEIIbHOCTH.

AHanu3 ¥ OlleHKa pelleHrH MpoOIeMHBIX CUTyalud Mpu
BBITNIOJTHEHNH TPAaKTUYECKUX 3aJaHUH.

ATTecTtanus 0 y4eOHOH 1 IPOU3BOACTBEHHOM NMPAKTHKE

IK 1.3.

BHaZLeTB HaBbIKaMU IIJIAHUPOBAHUA
pabouero BpeMeHU PYKOBOJUTENS U
CeKpeTapsl.

[InanupoBanue paboyero BpeMeHU PyKOBOJUTENS U
pabodyero qHs cekpeTaps

AHanu3 ¥ OLIEHKAa PaKTHYECKOH NeSTeIbHOCTH.

AHanu3 1 OLIEHKa pelleHUH NpoOIeMHBIX CUTyalud Mpu
BBIITOJIHCHUY TIPAKTHYECKUX 3aJaHHH.

ATtTecTanys o y4eOHOH U IPOU3BOACTBEHHOM NPAKTHUKE

TIK 1.4.

OcCymIecTBIATh MOATOTOBKY JIETOBBIX
MO€3/I0K PYKOBOJUTEIIS U APYTHUX
COTPYIHHKOB OpPTraHU3aLH.

Opraam3aIus AeJIOBBIX MOE370K PYKOBOIUTEIIS
U JIPYTUX COTPYJHUKOB OpraHu3aliu

Anamu3 u OIICHKa HpaKTH‘IeCKOfI ACATCIIBHOCTU.

Ananus u OLICHKa peH_IeHI/Iﬁ HpO6HeMHBIX CI/ITya]_II/Iﬁ apu
BBITTOJIHCHUU MMPAKTUYICCKUX 3a}.'[aHHI>i.

ATTeCTaI_II/ISI 110 yq66HOfI n HpOI/I3BO,I[CTBeHHOI>'I IMPAKTHUKE

MK 1.5.

Brnagets cnocobaMu opranuzaiuu
pabovero MpOCTpaHCTBA MPUEMHOMN U
KaOWHeTa PyKOBOIHUTEIIS.

Opranusanus 1 noafaepxanrie (yHKIIMOHAIBHOTO
pabouero mpocTpaHCTBa

AHanu3 1 OLIeHKa IPaKTHYECKOH NeSTeIbHOCTH.

AHanu3 ¥ OLIEHKa pelleHUH NpoOIeMHBIX CUTyalud Mpu
BBITTOJIHCHUY TIPAKTHYECKHUX 3alaHHMH.

ATTecTanys o y4eOHOH U IPOU3BOACTBEHHOM MPAKTHKE
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Koax m HauMeHoBaHHue
npogecCHOHAILHBIX U 00IIUX
KoMIeTeHunii, GopMUpyeMbIX

B paMKax MOyJst

Kputepuu ouenku

MeTtoabl OlIEHKH

[IK 1.6.

OcCyIecTBIATh padOTYy IO MOATOTOBKE U
MIPOBEICHUIO KOHPEPEHTHBIX
MEpPOIPUITHH, 00CCTICYNBATh
WHGOPMAITMOHHOE B3aUMOICHCTBUE
PYKOBOJIUTEINS C MOAPA3ICICHUSIMHA 1
JIOJDKHOCTHBIMHY JIMIIAMH OPTaHU3AIIHH.

Opranun3zanyst oArOTOBKU U NPOBEIECHUE BHYTPEHHUX
1 BHELIIHUX KOH(PEPEHTHBIX MEPONPHUSITUH,
oOecrieyeHne HHPOPMALMOHHOTO B3aMMOICHCTBHUS
PYKOBOIUTEJS C TIOAPA3AEIECHUSIMU U JODKHOCTHBIMU
JIUI[AMH OpTaHU3aIiH.

AHanu3 1 OLIEHKa MPaKTUYECKOM EATEIbHOCTH.

AHaM3 1 OTIeHKAa PEIICHUN MTPOOIEMHBIX CUTYallnd TIPH
BBITIOJTHEHUHY TIPAKTUYECKIX 3aJaHHN.

ATTectanus o y4eOHOH! U MTPON3BOACTBEHHON MTPAKTHKE

IK 1.7.

OdopmasaTh OpraHU3aLMOHHO-
pacnopsiAuTeNnbHbIE JOKYMEHTHI U
OpPraHU30BbIBaTh PA0OTY C HUMH, B TOM
YHCIIe C UCIIOIb30BaHUEM
ABTOMATHU3UPOBAHHBIX CUCTEM.

Odopmienne opraan3aliOHHO-PaCTIOPSAUTENLHBIX
JOKYMEHTOB U OpraHu3anus paboThl C HUIMH, B TOM
YHCJIe C UCIIOIb30BaHUEM aBTOMATH3UPOBAaHHbIX
CUCTEM

AHanu3 ¥ OIleHKa MPaKTUIECKOH JIeATEIbHOCTH.

AHanu3 ¥ OlIeHKa pelleHui MpoOIeMHBIX CUTyalluid Mpu
BBINOJIHEHNH MPAaKTUYECKUX 3aJaHUH.

ATTecTtanus 0 y4eOHOH U IPOU3BOACTBEHHOM NMPAKTHUKE

IIK 1.8.

OdopMIIsTh JOKYMEHTHI 110 THYHOMY
COCTaBY M OPraHU30BBIBATh Pa0OTY C
HUMH, B TOM YHCJIE C HCIIOJIb30BaHUEM
ABTOMAaTU3UPOBAHHBIX CUCTEM.

OdopmieHne T0KyMEHTOB 10 TMYHOMY COCTaBYy U
opraHu3zanys paboTsl C HUIMH, B TOM YHCIIE C
HCIIOJIb30BaHUEM aBTOMAaTH3UPOBAHHBIX CUCTEM

AHanu3 U OIleHKa MPaKTUIECKOH JIeATEIbHOCTH.

AHanu3 ¥ OlleHKa pelleHu MpoOIeMHBIX CUTyalui Mpu
BBITOJTHEHNH TPAaKTUYECKUX 3aJaHHM.

ATTecTtanus o y4eOHOH U IPOU3BOACTBEHHOM NMPAKTHKE

IIK 1.9.

Opranu3oBBIBAaTh TEKYIIEE XPAHEHUE
JIOKYMEHTOB, 00pabOTKy A€ JUIs
OIIEpaTUBHOIO ¥ ApXUBHOT'O XpaHEHNUs, B
TOM YHCJIE C UCIIOJIb30BAHUEM
ABTOMAaTU3UPOBAHHBIX CUCTEM.

OpraHmaum{ TEKYHICT0 XpaHCHUA JOKYMCHTOB,
06p360TKa ACII AJIsL OICPATUBHOI'O U apXUBHOTO
XpaHC€HHA, B TOM YHCJIC C UCITIOJIb30OBAHUEM
ABTOMATU3UPOBAHHBLIX CUCTEM

AHanu3 ¥ OLIEHKA PaKTHYECKOH NEeSTEIbHOCTH.

AHanu3 1 OLIEHKa pelleHUH NpoOIeMHBIX CUTyalud Mpu
BBINOJIHEHUN TIPAKTHYECKHX 3a/IaHHMH.

ATtTecTanus 1o y4eOHOH U IPOU3BOACTBEHHOM MPAKTHKE
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Koa n HanmeHoBaHuUe
NnpodeccHoOHAJLHBIX U 00IIUX KOMIIETeHIHIA,
(opmMupyeMbIX B paMKax MOAYJIst

Kpurepuu ouenku

MeTtoapl OLIEHKH

OK 01.

Br16upath crmocoOb! pereHus 3a1aq
npo(ecCUOHaIbHOMN JESTEIbHOCTH
MMPUMCHHUTECJILHO K pa3JIMYHbIM KOHTCKCTaM;

Bri60op criocoba pemenust 3agau npoheccHOHaIbHOM
JESATEINbHOCTH IPUMEHUTEIIBHO K Pa3IHYHbIM
KOHTEKCTaM

AHaiu3 ¥ OLIeHKa NPaKTHUECKON e TeIbHOCTH.

AHanu3 1 OlleHKa pelIeHNH MpoOIeMHBIX CUTYallul MpH
BBITIOJTHEHUN NPAKTUYECKUX 3aJJaHUM.

ATtTecTanus o yueOHOH U MPOU3BOACTBEHHOM MPaKTHKE

OK 02.

Hcnonp3oBaTh COBpEeMEHHBIE CPECTBA MTOMCKA,
aHaJM3a ¥ MHTEpIIpeTaluy HHQOpMaLuu, 1
WHPOPMALMOHHBIE TEXHOJOTHH JJISI BHITIOTHEHHS
3a7a4 po(hecCHOHAIBHOM NesITebHOCTH;

Hcronb3oBaHue COBPEMEHHBIX CPE/ICTBA MTOKCKA,
aHaM3a M MHTEPIpeTauy nHGopMaum, 1
MCIIOJIb30BaHHE HH(POPMAIIMOHHBIX TEXHOJIOTHI ISt
BBITIOJTHEHHS 33]1a4 MTPO(ECCHOHAIBHOM
JIeSITEIILHOCTH.

AHanus ¥ OlleHKa MPaKTHIECKOH e TeNIbHOCTH.

AHanu3 1 OlleHKa pelIeHNH MPOoOIEMHBIX CUTYallul TMpH
BBINOJIHEHUHU TPAKTUYECKUX 3aJaHUH.

ATtTecTanus o yueOHOH U MPON3BOACTBEHHOM MPAKTHKE

OK 03.

[ImanupoBathk 1 peaan30BbIBATE COOCTBEHHOE
npodeccHoHANBEHOE M TMYHOCTHOE Pa3BUTHE,
MpeNNPUHUMATENBCKYIO IEITEIHHOCTh B
npodeccuoHanbHON cdepe, UCTI0NIb30BaTh
3HaHUsI 10 (PUHAHCOBON TPaMOTHOCTH B
Pa3IMYHBIX JKU3HEHHBIX CUTYalUAX

[TnanupoBaHue U peanusaiys COOCTBEHHOTO
po(eCCHOHAIBHOTO U IMYHOCTHOTO Pa3BUTHH,
HpeHHpHHHMaTGHLCKOﬁ JCATCIIBHOCTHU B
npodeccuoHanbHOM cdepe, UCIOIb30BaHUE 3HAHUIM
10 (PMHAHCOBOM IPAMOTHOCTH B PA3THMIHBIX
YKU3HEHHBIX CHTYaIHsIX

AHanus ¥ OIleHKa NPaKTUIECKOHN EATEIBHOCTH.

AHanu3 1 OlIeHKa pelIeHU MPOoOJIEMHBIX CUTYallul TpH
BBITIOJIHCHUHU ITPAKTUYCCKUX 3aI[aHI/II7L

ATtTecTanus mo yueOHOH U MPON3BOACTBEHHOM MPAKTHKE

OK 04.

O¢ddexTrBHO B3aUMOIECHCTBOBATH U pa0dOTaTh
B KOJUICKTUBE U KOMaH/IE,

B3aumoeiicTBre 1 paboTa B KOJUIGKTHBE U KOMaH/Ie

AHanu3 ¥ OIleHKa MPaKTHYECKOH e TeIbHOCTH.

AHanu3 ¥ OIleHKa peIeHUH MPOOJIEMHBIX CUTYaIlUi TIpH
BBITIOJTHEHUH TIPAKTUYECKUX 3aJJaHU.

ATTecTtanus o yueOHOM 1 MPON3BOACTBEHHOM MPaKTHKE

OK 05.

Ocy1ecTBIsATh YCTHYIO U TUCHMEHHYIO
KOMMYHUKAIUIO HAa TOCYJapCTBEHHOM S3BIKE
Poccuiickoii @eneparnuu ¢ yuerom ocoOeHHOCTEN
COIHMAJIBHOI'O U KYJIBbTYPHOI'O KOHTCKCTA

OcyuiecTBieHNE YCTHON U MUCbMEHHON
KOMMYHHUKAIIMN Ha TOCYyJapCTBEHHOM S3BIKE
Poccuiickoii denepanuu ¢ yaeTom 0coOEHHOCTEH
COLIMAIBHOTO U KYJIbTYPHOTO KOHTEKCTA

AHanus " OlleHKa MPaKTUIECKOH NeATENBHOCTH.

AHanu3 ¥ OIleHKa pelIeHuil MPoOIeMHBIX CUTYaIli TpH
BBIIIOJIHEHNH ITPAKTUYECKUX 3aJaHUM.

ATTectanys 1o y4eOHOH U MPOU3BOACTBEHHOH MPAKTHKE
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Koa n HanmmeHoBaHuUe
NnpodeccHOHAIBLHBIX U 00IIUX KOMIIETeHIHIA,
(opmMupyeMbIX B paMKax MOAYJIst

Kpurepuu ouenku

MeTtoapl OLIEHKH

OK 06.

[TposBASATE rpak TaHCKO-MATPUOTUYECKYIO
TTO3UIINIO, IEMOHCTPHUPOBATH OCO3HAHHOE
MOBEJICHUE Ha OCHOBE TPATUIIHNOHHBIX
00I1Ie4eIIOBEUECKUX I[EHHOCTEH, B TOM YHUCTIE C
Y4eTOM TapMOHH3AINH MEKHAIMOHAIBHBIX U
MEXPETUTHO3HBIX OTHOIIEHUH, TPUMEHSTh
CTaHJaPTHl AaHTUKOPPYIIIMOHHOTO TTOBEICHHUS

[IposiBnenune rpaxk 1aHCKO-NATPUOTUIECKOMN TTO3UIIHH,
JEMOHCTpAaLUs OCO3HAHHOTO MOBEJICHUS Ha OCHOBE
TPaANIIMOHHEIX O0IIEYEIOBEUSCKHUX IICHHOCTEH, B
TOM YHCIIE C YIETOM TapMOHHU3AIIHI
MEXHAIIMOHALHBIX  MEKPEITUTHO3HBIX
OTHOIICHUH, MpUMEHEHNE CTAaHIapTOB
AHTUKOPPYIIIMOHHOTO TTOBEICHUS

AHanu3 ¥ OlIeHKa NPAaKTHYECKON e TEIbHOCTH.

AHanu3 1 OlIeHKa pelIeHNH MPOoOIEMHBIX CUTYallul TPH
BBITIOJTHEHUY TIPAKTUYIECKUX 3aJaHHA.

ATTecTtanus 1o yueOHOM 1 MPON3BOACTBEHHOM MTPAKTHKE

OK 07.

ConelicTBOBaTh COXPaHEHUIO OKpY:KaroLlen
Cpezbl, pecypcocOepexeHUI0, TPUMEHSTh 3HAHUS
00 U3MEHEHUH KINMaTa, IPUHLINIIBI
OepeKIMBOTO MPOU3BOACTBA, 3P (HEKTUBHO
JIECTBOBATh B YPE3BbIUANHBIX CUTYALMSIX

CopeiicTBrEe COXpaHEHUIO OKPYIKAIOIIEH CPEIbI,
pecypcocOepexeHuto, IpIMEHeHHe 3HaHui 00
HU3MCHCHHUU KJIMMaTa, IPUHIIUIIOB 6€pe)KJ'II/IBOFO
MIPOM3BOACTBA, d3PPEKTUBHOE JAeHCTBHE B
Ype3BbIYAIHBIX CUTYAIHIX

AHanus ¥ oIleHKa MPaKTUIECKOH eATeNbHOCTH.

AHanm3 ¥ OIleHKa peNIeHn i MPOOIeMHBIX CUTYaIlli TIpH
BBITIOJTHEHUY NIPAKTUYECKUX 3aJJaHUM.

ATTecranus o y4eOHOH 1 MPOU3BOACTBEHHOHN MPaKTHKE

OK 08.

Hcnonb3oBaTh cpeacTBa GU3MUECKON KYIBTYPBI
JUTSL COXPAHEHUS M YKPETIEHUS 37I0POBbS B
nporecce NpohecCHOHATBHON AEATEIbHOCTH U
MoJIeP)KaHUS HEOOXOJUMOTO YPOBHS
(hM3UYEeCKO TTOITOTOBIEHHOCTH

Hcnonb3oBanue cpeacTB PU3NIECKOi KyIbTyphl IS
COXpaHEHUs U YKPEIUICHHS 37J0POBbS B IIpoLiecce
podecCUOHANBHON AEATENBHOCTH U MOAICPIKAHUS
HEO0XOIMMOTO YPOBHsI (PU3NUECKOM
MIO/ATOTOBJIEHHOCTH

AHanu3 ¥ OIleHKa MPaKTUIECKOHN NeATENBHOCTH.

AHanu3 1 OlIeHKa pelIeHNH MPOOJIEMHBIX CUTYallul TpH
BBINOJIHEHUHU TPAKTHYECKUX 3aJaHHUH.

ATtTecTanus o yueOHOH U MPONU3BOACTBEHHOM MPAKTHKE

OK 09.

[Monw3oBaThCst MpodeccHOHATEHON
JTOKYMEHTAIIMEeH Ha TOCYIapCTBEHHOM U
WHOCTPAHHOM A3bIKaX

Hcnonp3oBanue npodeccruoHanbHON JOKYMEHTaluN
Ha TOCYZapCTBEHHOM M HHOCTPAHHOM SI3bIKaX

AHanu3 ¥ OIleHKa MPaKTHIECKOH IeATeIbHOCTH.

AHanu3 ¥ OIleHKa peNIeHnH MPOOJIEMHBIX CUTYallUi TpH
BBITIOJTHEHUY TIPAKTUYECKUX 3aJJaHHH.

ATTecTtanus o yueOHO# U TPOU3BOACTBEHHOM MPAKTHKE

37



4.2. Koutpons pabOThl CTyJeHTa B NEPUOA  MPOXOXKICHUS  MPAKTHKU
OCYIIECTBIISIETCS. HEMOCPEICTBEHHO PYKOBOAMUTENEM TMPAKTUKH OT MNPOQPHIBLHOM
OpraHu3alMK U PYKOBOJMUTENIEM IO MPAKTHYECKOM MOATroToBKe 0T Komtemxka.

OOyuaromuecs B EPHOJ MPOXOKICHUS MPAKTUKH 00s13aHbI:

- BBITIOJIHATH 3aJ]aHUsl, IPEAYCMOTPEHHBIE IPOrPAMMOI IPAKTUKY;

- HECTU OTBETCTBEHHOCTD 3a BHITIOJIHSIEMYIO padOTy U €€ pe3yIbTaThl;

- coOnroAaTh TMpaBujia BHYTPEHHEro TPYAOBOrO pacnopsaka NpoduibHON
OpraHu3allly;

- cobOnoaaTh  TPYAOBYIO M MPOU3BOJCTBEHHYIO  JUCUHUILIMHY, TMpaBUIIA
IIPOTHUBOIIOKAPHON 0€30MAaCHOCTH, MpaBUia OXPaHbl TPYAAa U TEXHUKH O€30MaCHOCTH,
CaHUTAPHO-3MUIEMHUOJIOTMUECKUX MPABUJIA U TUTUEHUYECKHNE HOPMATHUBBHI.

Texkymuii KOHTPOJb BBIMTOJHEHHUS] OOYYarOIIUMCSA—TIPAKTUKAHTOM TMPOTPAMMBbI
NPAKTUKU MPOBOJUTCS B BHUJE PETYJSIPHBIX MPOBEPOK SBKU OOYYAIOIIErocs Ha MECTO
npakTuk. DopMoil KOHTPOJIA SBISIETCS TakKK€ BEIECHUE OOYYarolMMCs JIHEBHHMKA
NPAaKTHUKH, B KOTOPOM  JIEJAIOTCS  CHCTEMaTHYeCKHe 3amucu O  (pakTHUecKu
BBITIOJTHEHHOH paboTe 3a JAeHb (HECKOJIBKO JTHEH).

[Io pe3ynpTaTamM MpPaKTUKA PYKOBOJIUTENEM NPAKTHUKUA  OT MPOPUIBHON
OpraHu3allid M PYKOBOJIWTEIEM II0 NPaKTUYECKOM mnoarotoBke ot Kosiemxka
dbopMupyeTcsi aTTeCTAllMOHHBIN JIMCT, COAEpXalluid CBEIACHHs 00 YpOBHE OCBOEHUS
oOyyarommmcs 001X U MPodHEeCCUOHATBHBIX KOMIIETEHIIUM.

ATttectanus npakTuku (nuddepeHupoBaHHbIi 3a4eT) npoBoauTcs B Komtemke
PYKOBOJMTENIEM 10 TMpakTHdyeckol mnoarotoBke oT Komemxka, B mpoBeneHUu
aTTecTalliM MO TMpaKkTUKaM TakKe€ MOXKET Y4YacTBOBAaTb PYKOBOJMUTENb IEHTpa
TPYJAOYCTPOMCTBA M MPAKTUYECKOUN MOATOTOBKH (110 COTJIACOBAHUIO).

Ha 3adere mo npaktuke oOy4aroIIUiicss CAAET PYKOBOJIUTEIO MO MPAKTUYECKON
noarotoBke ot Kominemxa OTYET O NPOXOXKIEHWHM MpakTUKU. MToromas oreHka
CTYJIEHTY BBIBOOUTCA C yderoM: 1. J/IlHeBHHMKA mpakTUKH, 2. XapaKTEPUCTHKU
3. ATTecTauMOHHOrO JIncTa, 4. Pe3ynpTaToB 3alUThl NIPAKTUKU.

OreHka, BeICTaBJIeHHas: 00y4aroleMycs Ha 3a4eTe MO0 MPaKkTUKe, PyKOBOAUTEIEM
IO MPAKTUYECKOM MOArOTOBKE OT KoJiemka 3aHOCUTCS:

— B 3a4YETHYIO KHWXKKY (KpOME HEYZOBJIETBOPUTEIBHON);

— B aTTECTALIMOHHYIO BEJOMOCTb (B TOM YHCJIE U HEYJIOBJIETBOPUTEIBHYIO);

— B 9JICKTPOHHBIN KYpHaJ Y4EOHBIX 3aHIATHH (KpOME HEYIOBIETBOPUTEIILHOM).

OneHka 1o NpakTHKe MPUPABHUBAETCS K OLEHKAM (3a4eTam) MO TEOPETUUYECKOMY
OOy4YeHUI0O UM YYUTHIBACTCS MpU TMOABEACHHUM WTOrOB OOIIEH yCeBaeMOCTH
00yJaroImMXxcs.

Hapyiienue ycTaHOBIIEHHBIX CpPOKOB MOArOTOBKM u cpaun Otuéra o
MPOXOXKJIEHUU TMPAKTUKU PAacCMaTPUBAETCS KAK HapylleHHWE y4eOHON AMCIUIUIMHBI U
HEBBIMOIHEHUE Yy4yeOHoro mmuaHa. OOydvarommuecs, HE BBINOJIHMUBIIKME TPEOOBaHUs
OporpaMMbl  MPAKTHUKKA 110 HEYBAKUTEJNBHOM  MPUYMHE  WIM  MOJYYHUBIIHE
HEYJIOBJIETBOPUTENIBHYIO OLIEHKY, HE JOMYCKAIOTCA K MPOXO0KJIECHUIO TOCYIapCTBEHHON
UTOTOBOM aTTeCTalMd M NoajexaT oryuciaeHuto u3 Komemka Kak HMEoUme
aKaJeMHUYECKYIO 3a/10JDKEHHOCTb.

4.3. Cuctema OlLICHUBAHUSI MPAKTUKU 00YYAIOIIUXCS: TPAAUIIMOHHAS.
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4.4. Attecranus Mo MpakTUKe: AUPPEPEHUUPOBAHHBIN 3a4€T, BBIPAKECHHBIN
B 5-0amnpHol cucteme. Craya 3aueTa MpoOBOAUTCS B YCTHOM dopMe.

[Tpumenenue auddepeHInpPOBaHHOTO 3a4éTa OO0ecreunBaeT WHAMBUAYATbHBIN
MOJIXOJ K OLIEHWBAHHUIO, YTO OCOOCHHO Ba)KHO IPU MPOBEICHUH MPAKTUKH B YCIOBUAX
peaibHOM TPYIOBOWM Cpelbl M TpPH OLEHKE pPa3HOTO YPOBHS MNPOQPEeCCHOHATBHON
MOJITOTOBKU CTYACHTOB. OOyUaroluiics MOIy4aeT CBOIO OICHKY 3a MPAKTUKY, KOTOpas
CBUJETEIBCTBYET O €r0 YpOBHE NPO(EeCCHOHAIBHOW MOATOTOBKM Ha OIpPEAEICHHOM
sTarne 00y4JeHus.

ITpouiecc mpoBeaeHus aupdEepeHIMPOBAHHOIO 3aueTa BKIIOYAET HECKOJIBbKO
ATaIoB:

1. IlogroTroBka: pyKOBOAMTENb IIO IIPAKTUYECKOM IMOAroToBKE OT Kosutemka
UH(POPMUPYET CTYACHTOB O (popmare 3auéra, KpUTEPHUSIX OLICHKH MPAKTUKH.

2. Texymui KOHTPOJb: (POPMBI KOHTPOJSI MOTYT BapbUPOBATHCS B 3aBUCUMOCTHU
OT BHUJIOB U COJIECPIKAHMS BBIMOJHAEMBIX OO0y4aromuMmcs: paboT, OCYIIECTBISETCS OYHO
PYKOBOAMTENEM MPAKTUKU OT MPOPUIBHON OpraHU3alliy U OYHO W/WIN AUCTAHIIMOHHO
PYKOBOZMTEIEM I10 IPAKTHYECKON NOATOTOBKE 0T Koutemxka.

3. OueHnBaHMUE: OIIEHKA 3aBUCUT OT CTETNEHU C(POPMUPOBAHHOCTH KOMIIETECHIIUH,
BBISIBJIECHHOM T10 UTOTaM MPOXOXKACHUS MPAKTUKH.

Kpurepuu BbICTaBIEHUS OLIEHKH 3a PAKTUKY CIEAYIOIINE:

OIIeHKa KpnTeme OICHKHU CTCIICHH C(l)OpMHpOBaHHOCTI/I KOMl'[eTeHIII/Iﬁ

TouHOe BlajgeHUE MOHATUHHBIM alllapaToM, NPAKTUKAHT B
IIOJIHOW  Mepe  BIJAJEET  IPAKTUYECKUMHU  3HAHUSAMH,
YMEHHUSIMA W HaBBIKAMH, JIEMOHCTPUPYET TBOPYECKHUHI
NOAXOJ K BBIITOJIHEHUIO 33/1aHUM, BIIAJECET AHAIUTUYECKUMHU
METOJAMU. YBepeHHO WCIIOJIB3YIOTCS CpeACTBa
UH(OPMAIIMOHHBIX M KOMMYHHKAalMOHHBIX TEXHOJOTHUH,
OTJIMYHO CIIPaBOYHO-IIOMCKOBBIC CHUCTEMBI «KoHcynbTaHT +»,
«I"apanT.

TpynoBas aucuumiauHa CcoOOJIIOJAeTCs, BHEIIHUNH  BUA
COOTBETCTBYET KOPIIOPATUBHBIM TPEOOBAHUSIM.

I[Io oxoHwanuu npakTukn OTY4ET 1O MOPOXOKIAECHUIO
IIPAKTUKUA TPEACTABIEH B YCTAHOBJICHHBIM CPOK, OTYETHBIE
JIOKYMEHTBI 0()OPMIICHBI HAJJICKAITIM 00pa3oM.

Brnanenue noHATHMHBIM anmnapaToM, IPAKTHKAHT BIAJEET
[IPAKTUYECKUMHU 3HAHUSAMH, YMEHUSIMU U HaBbIKAMU, B
cly4yae JOMYLIEHUSI HECYIIECTBEHHBIX  OIIMOOK  Mpu
BBITIOJTHEHUU 3alaHUi/TIOpyYEHU HCIIPaBIISAET 150,
CaMOCTOSITEJIBHO, JAEMOHCTPUPYET TBOPYECKUH MOAXOX K
BBITIOJIHEHUIO 3a/1aHU, BJIaJIECT AHAIIUTUYECKUMHU
METOJaMH. YBEpPEHHO UCIIOIB3YIOTCS CpeACTBa
MH(POPMALIMOHHBIX W KOMMYHHUKAIIMOHHBIX TEXHOJIOTHUH,
CIIPAaBOYHO-TIOUCKOBbIE  cUCTEMBl  «KOHCynpTaHT  +»,
«l"apaHm).

XOPOIIIO
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TpynoBas gucuumiuHa COOJIIOAETCS, BHEIIHUNA  BUJ
COOTBETCTBYET KOPIOPATUBHBIM TPEOOBAHUSIM.

[lo oxonyanmu mnpaktuku OT4YeT TO MPOXOKICHHUIO
MPAKTUKU TPEICTABICH B YCTAHOBJICHHBIA CPOK, OTUYETHHIC
JOKYMEHTHI 0()OpMIICHBI HaJIeKAIIUM 00pa3oM.

Y TOBJIETBOPUTEJILHO

Biianenue NOHATUHHBIM anmapaTroM, NPAKTUKAHT BIIAJEET
OPAaKTUYECKUMH  3HAHUSAMM, YMEHHAMM W  HaBBIKAMH,
HO  JEMOHCTPHUPYET  PENpPONYKTUBHBIA  MOAXOX K
BBINOJIHEHUIO 33JaHUM, B CIy4yae JOMYLICHUS OLIMOOK IpH
BBINOJIHEHUN 33/1aHUN/TIOPYYEHUN HE MOXKET MX HCIIPaBUTh
CaMOCTOSITEJIbHO, HEIOCTaTOYHO TIyOOKHE aHaJIUTUYECKHE
oTBeThl. Mcmonb3yroTest cpeactBa HWHOOPMALMOHHBIX |
KOMMYHUKAIIMOHHBIX TeXHOJOruu. CrnpaBOYHO-MOKUCKOBBIE
cucremsl «KoHCynpTaHT +», «['apanT» HE HCTIOJIB3YIOTCA.
TpynoBas gucuumiuHa COOJIOAETCS, BHEIIHUNA  BUJ
COOTBETCTBYET KOPIOPATUBHBIM TPEOOBAHUSIM.

[lo oxoHwanun npakTUKH OTYET MO MOPOXOKIAECHUIO
IPAKTUKU IIPEACTABICH C HAapyLIEHWEM YCTaHOBJIEHHOTO
cpoka 0e3 YBaKUTEIbHON MPUYMHBI, UMEIOTCS 3aMEUYaHUs 110
OQOpPMIIEHHIO  OTYETHBIX JOKYMEHTOB (HEaKKypaTHOE
3aI0JIHEHNE/HAJINUMe HE3al0JIHEHHBIX II0JIeH, OTCYTCTBUE
HOJMUCEN  PYKOBOAWUTENS TMPAKTUKH OT  MPOQUIBLHON
OopraHu3anuy/ neyaTe opraHu3aluu M T.11.)

HEYIOBJETBOPUTEJLHO

Cnaboe BiajeHHE TOHATUWHBIM alapaToM, MPAKTHUKAHT
JOMYCKAaeT HETOYHOCTH, C€JIabd0 BIAJeeT NPAKTUYECKUMU
3HAHUSIMH, YMEHUSAMH W HaBbIKaMH, TBOPYECKHUMH U
AHAJIUTUYECKUMU METOJAaMH paboThl, B Cly4yae JOMYyUICHUs
OIIHOO0K pu BBITIOJIHEHNH 3aJlaHUi/TIOpyYEHUN
HE MOXET MX MCIPaBUTb CaMOCTOATENbHO. HeyBepeHHO
UCTIOJIB3YIOTCSl CPEACTBAa MH(POPMAIIMOHHBIX M KOMMYHHUKa—
HUOHHBIX TEeXHOJOrMU. CHpaBOYHO-IIOMCKOBBIE CHCTEMBI
«KoHcynbpTaHT +», «I'apanT» HE HCIOJIB3YIOTCA.

TpynoBass gucnumnianmHa HE COOJIIOAETCS, BHEIIHUN BUJT
HE COOTBETCTBYET KOPIIOPATUBHBIM TPEOOBAHUSIM.

I[Io oxoHuanun npakTUkH OTY4ET 1O MPOXOKAECHUIO
OPaKTUKH HE TNPEJICTABICH/TIPEACTaBICH C HapylLIEHUEM
YCTAaHOBJIICHHOTO Cpoka 0€3 YBAXKUTEIbHOW NPUYUHBI,
UMEIOTCSl  3aMeyaHuss 1o  OQOPMIIEHHIO  OTYETHBIX
JNOKYMEHTOB (HeakkypaTHOE 3aMoJIHEHUE/HaIuune
HE3aIl0JIHEHHBIX IOJIEMN, OTCYTCTBUE oAnUCen
PYKOBOJMTENS MPaKTUKUM OT NpO(HIbHON oOpraHu3auuu/
reyaTeil OpraHu3alyi U T.11.).
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5. OHEHOYHBIE CPEJICTBA JJIA IMTPOBEJAEHUSA
TEKYIIEI'O KOHTPOJISI U ATTECTAIUA
YYEBHOU U ITPOU3BOJCTBEHHOMU ITPAKTHUKH

5.1. Onenka o00mux # MpodecCHOHANBHBIX KOMIETEHIUH oOydaroumxcs,
OCBOEHHBIX HMHM B XOJE TMPOXOXKJCHHUS MPAKTUKU, MNPOUCXOAUT MO CIEAYIONIUM
MOKa3aTelsIM:

- cooTBercTBHE coepkaHug OTué€ra MO NPOXOXKICHUIO NPAKTUKU MPUKA3y
«O HamnpaBlieHUU Ha y4eOHYIO U IPOU3BOJICTBEHHYIO MPAKTUKY» U MPOTPAMME MPAKTUKU;

- oopMIieHHE OTYETHBIX JOKYMEHTOB IO MPAKTHKE MO (opMaM, YCTaHOBICHHBIM
[TonoxxenueM o mpaktudeckoi noAaroroke ooyuaroniuxcs B ®I'BIIOY «Komnemx MUJ]
Poccuny, a uMeHHO:

1) odopmnenue /[HesHuxka npakmuxu, B KOTOPOM OOYYarOUIMMCSI BHECEHBI
©KCTHEBHBIC 3aITMCH O TIPOJICITAHHON B TCUCHHE JTHS paboTe, MOATBEP)KICHHBIE TTOAMICHIO
PYKOBOJUTEIIS IPAKTHUKH 110 MECTY €€ MPOX 0K ICHHS;

2) odopmnenue Xapaxmepucmuxu Ha OO0yYaroOlmIErocss MO OCBOCHHUIO OOIMX U
poheCCHOHANIBHBIX KOMITIETEHIIUN B MIEPHOT IPOXOXKICHUS MPAKTUKH;

3) odopmienne Ammecmayuonnozco Jaucma, COIAEPKALIETO OLEHKY YPOBHS
OCBOEHUS 00yUaIOLUMCS 00X U MPOPECCUOHANBHBIX KOMITETEHIIHI.

- CBOEBPEMEHHOE TMPEJOCTABICHUE OOYYaIOMMUMCS TPaBUIbHO OQOPMICHHOTO
Otué€ta O TPOXOXKJACHUU MPAKTUKH PYKOBOJIUTEIIO MO MPAKTUYECKOW MOATOTOBKE OT
Komnemxka.

5.2.  OCHOBHBIC TPUHIMUIIBI CHUCTEMbI OIICHUBAHUS CPOPMUPOBAHHOCTH Y
oOy4Jaronuxcsi MpoPEeCCUOHANBHBIX U OOIIUX KOMIIETEHIIMM B XOJI€ BBIMIOJHEHUS BUOB
npodeccuonanbHort aestenbHoctd 1o [IM.01, mnpencraBnenst B Ilacmopre donaa
OIICHOYHBIX CPEACTB 0 Y4eOHOW U MPOU3BOJICTBEHHON MPAKTHKE:
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IO YYEBHOM W NMPOM3BOJACTBEHHOHN INPAKTUKE

ITACIIOPT
®OHJA OHEHOYHBLIX CPEJIACTB

CoenuanbHoctb 46.02.01 JlIokyMeHTAlIMOHHOE 00eCIIeYEeHUE VIIPABICHUS U apXUBOBEICHUE

KO, HAMMEHOBAHHUE CIICHIHAIbHOCTH

[Mpodeccrnonansubiii Mmoayns IIM.01 OcyuiecTB/IeHHE OPTraHN3ANMOHHOI0 U JOKYMEHTAINIMOHHOTO 00ecTiedeHUsI NeITeJIbHOCTH OPraHu3anuu

(Ha baze 0cHOBHO20 0bWe20 0OPA306aHUL)

Pe3yabTaThbl NPAKTUKHU
(ocBOeHHBIE 001IMe M TPO(ecCHOHAIbHbIE KOMIIETEHIIUH)

OT4yeTHbIE
JOKYMEHTbI
0 KOHTPOJII0

H OLICHKE MPAKTUKHA

HaumeHoBaHusi BUJIOB padoT
JJIs1 BBITIOJTHEHUSI
BO BpeMsl IPAKTHKH

HaumenoBaHnmue
KOHTPOJIbHO-OLIEHOYHOI'0 CPe/ICTBa

Texkymmi
KOHTPOJIb

IIpomexxyTounas
aTTecTalus

MK 1.1. Ocy1ecTBasTs NpUueM-Iepeaady yrupaBieHYECKOM
nH(pOopMAaLINK ¢ TIOMOILBIO CPEICTB HHPOPMAIIHOHHBIX

1 KOMMYHHUKAIIMOHHBIX TEXHOJIOTHI.

MK 1.2. KoopauHupoBath paboTy NpUeMHON pyKOBOIUTENS, 30H
IIpUeMa pa3IugHBIX KaTerOpuil MOCETUTENeH OpraHn3alyy.

IIK 1.3. BiageTh HaBbIKaMU TUTAHUPOBAaHUS pabovyero BpeMeHu
PYKOBOJIUTENS U CEKpeTaps..

IIK 1.4. Ocy1ecTBasTh MOATOTOBKY JEJIOBBIX MOE3/10K
PYKOBOAMTEIS U IPYTUX COTPYAHUKOB OPTaHN3aIHH.

IIK 1.5. Bnagets ciocodamu opranuzanuy padouero mpocTpaHcTBa
MPUEMHON 1 KaOWHETa PYKOBOAUTEIIS.

MK 1.6. OcymiecTBIATh padOTy MO MOATOTOBKE U MPOBEICHUIO
KOH()EPEHTHBIX MEPOIPUATHH, 0OecTieunBaTh HHPOPMAIIIOHHOE
B3aMMOJIeHiCTBHE PYKOBOAMTEIS C MOAPA3ACICHUIMU

U TOJKHOCTHBIMH JIUIIAMU OpPTaHU3AIHH.

K 1.7. OdpopMisTs opraHH3aIMOHHO-PACTIOPIIUTEIHHEIC
JOKYMEHTBI 1 OPTaHU30BBIBATh PAOOTY C HUIMH, B TOM YHUCIIE

C UCIIOJIb30BAHNEM aBTOMATH3UPOBAHHBIX CHCTEM.

IIK 1.8. OpopMiATh JOKyMEHTHI TI0 INYHOMY COCTaBY

1 OpraHU30BBIBATH PA0OTY C HUMH, B TOM YHCIIE C CIOIb30BaHUEM
aBTOMAaTH3MPOBAHHBIX CHCTEM.

IIK 1.9. Opranu3oBbsIBaTh TEKyIllee XpaHEHNE TOKYMEHTOB,
00paboTKy el [UIsl ONePaTUBHOTO U apXMBHOTO XPaHEHHsI, B TOM
YHCIIE C UCTIOIh30BaHNEM aBTOMATH3NPOBAHHBIX CHCTEM.

OK 01. Bri6upats ciocoOBI perieHus 3a1a4 mpopecCHOHaTBHOM
JeSITeIbHOCTH IPUMEHHUTENBHO K Pa3InYHBIM KOHTEKCTaM.

OK 02. Icrnonp30BaTh COBpEMEHHBIE CPEJICTBA TOUCKA, aHATHU3a
1 MHTEpIIpeTanuy HHPOPMaAUK U HH(GOpMaMOHHbBIE TEXHOJIOTHN
JUISl BBIIOJIHEHUS 33124 TPOEeCCHOHANBLHON IESITEIEHOCTH.

JAHCBHUK PAKTUKH

YYEBHAS
N IMPON3BOJCTBEHHAS
INPAKTUKA

. BBOIHBI HHCTPYKTaX.

O3HaKOMJIEHUE C OpraHu3alnuen —
MECTOM TIPOXOXKICHUS MPAKTUKH.

. 3HaKOMCTBO C paboYnUM MECTOM,

¢ QyHKIMOHATBHBIMU

U IOJDKHOCTHBIME O00SI3aHHOCTSIMU
paboTHuKOB ciyx0b61 IOY

U CeKpeTapHara.

. Pabora ¢ nokajapHbIMU

HOPMaTUBHBIMU JOKYMCHTAMU
OpraHu3aliyum, yCTaHaBJIMBAOIMMHA
MOpsAA0K OCYHICCTBIICHHUS
OpraHru3aluoOHHOI0

1 JOKYMCHTAIIlMOHHOT'O o0ecrieueHus
ACATCIIbHOCTH OpraHru3aluu.

. O6paboTKa BHYTpPEHHHUX

JTOKYMEHTOB, BXOJISIIIICH
U UCXOJAIICH KOPPECTIOHICHINH; UX
CUCTEMATH3ALHS.

. Cocrasnenune u opopmiuenue OPJ]

OpraHu3aiium ¢ UCIOJIb30BaHUEM
IMPOTPaMMHO-TEXHUYECKUX CPEACTB.

. Opl" aHU3alHs TCKYIICTro XpaHCHUA

JIoOKyMeHTOB. DopMHUpOBaHHE J1elT
B COOTBETCTBHH C HOMEHKIIATYpPOit
nen. CucremMaru3anys JOKyMEHTOB
BHYTPH JIeNa.

AHanu3 U olleHKa
MPaKTU4YECKOU
JIESITeTTHHOCTH.

AHanu3 1 OlleHKa

peleHui
MPOOIEMHBIX
cUTyauui

TIPH BBITIOJTHCHUN
MPaKTHIECKUX

3aJaHUH.
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Pe3ynbTaThl NPAaKTHKH
(ocBoeHHBIE 001IHe U MPO(decCHOHATBHbIE KOMIETEHIHM)

OT4yeTHBIE
JOKYMEHTbI
10 KOHTPOJII0

HaumeHoBaHusI BUIOB pa60T
AJI BBINOJTHCHUSA

HaumenoBaHmue
KOHTPOJIbHO-OLIEHOYHOI'0 CpelcTBa

H OLCHKE NMTPAKTUKH BO BpEMil NPAKTHKH Texkymmid IMpome:xyTOUuHASK
KOHTPOJIb aTTecTamus
OK 03. [1nanupoBaTh U peaan30BbIBATE COOCTBEHHOE 7. PaGoTa ¢ J0KyMeHTaMH,
npodeccHoHaNBHOE U JINYHOCTHOE Pa3BUTHE, COZlepKAIIIMH KOHUICHIMAIBHYIO
MIPEATIPUHIMATENBCKYIO AEATEIPHOCTD B IIPO(ecCHOHANBHOH cdepe, MH(OpPMALHIO.
UCTIONH30BATh 3HAHMS 10 (PMHAHCOBOW TPAMOTHOCTH B PA3IMYHBIX 8. PaboTa ¢ J0KyMEHTAMH 110 JTUIHOMY
KM3HEHHBIX CUTYallUsX. 5 cocrasy.
OK 04. D dexTuBHO B3aMMOIEHCTBOBATE  pabOTaTh B KOJJIEKTUBE 9. Tpuem-Tepe1aua HHPOPMALHH
1 KOMaHAC. C MOMOLIBIO CPEICTB
OK 05. OcyuiecTBIsATh YCTHYIO U MUCbMEHHYI0 KOMMYHHMKAILIUIO Ha TenexoMMyHuKauii (ATC
rocyAapcTBEHHOM s13blke Poccuiickoil denepanuu ¢ yueTom (BHEWIHSS CBSI3b: TOPOJICKAs,
0COOCHHOCTEW COIMANBHOTO U KYJIbTypHOTO KOHTEKCTA. MEKIyTOpOIHAsL, MeKTyHAPOIHAs)
OK 06. ITposgBIATH Irpa’kJaHCKO-MATPUOTHIECKYIO TIO3UITHUIO, v MuEH-ATC (BHYTpEHHSS CBSI3b),
JICMOHCTPHPOBATh OCO3HAHHOE IOBE/ICHHE HA OCHOBE COTOBast CBA3b, (PAKCHMHIIbHBI
TPaIUIMOHHBIX 00IIEYEIOBEYECKUX [IEHHOCTEH, B TOM YHCIIE amnmapar, oJ1eKTpOHHAs [I0UTa).
C Y4eTOM rapMOHH3ALMH MEKHALMOHATBHBIX H MEKPETUIHO3HBIX 10. PaGoTa 10 IIOrOTOBKE
gl‘l}éo(]:;e}gll/l, TMPUMEHATH CTAHAPTHI AHTHKOPPYIIHOHHOTO MOBE/ICHHS. 1 POBE/ICHUIO COBELAHMI,
. CozeficTBOBaTh COXPaHEHHIO OKPY’KAIOIICH CPEeabl,
pecypcocOepexreH o, IPUMEHATh 3HAHUS 00 U3MEHEHHH KIIMaTa, ﬁeﬁr?::é;f;;ggfl’ Hpremon
MIPUHIUIIBI OEPEKINBOTO IPOU3BOACTBA, AP PEKTHBHO NEHCTBOBATH
B UPE3BBIUAHHBIX CUTYaIHSX. 3 Codeparcanue pabom yuebnoii
OK 08. Vcnonb3oBats cpencrBa Gpuznueckoi KyIbTyphl U NPOU3EOOCMEEHHOT NPAKMUKLL
JUIsl COXPAHCHHs U YKPEILICHHUS 3[0POBbs B MPOLECCe npedcmasneno 6 pasoene 2. Paboueti
podeCcCHOHANBEHOMN NESITeIFHOCTH U MOJIEp KaHUs HEOOX0ANMOTO npoepaMMbl
ypOBHSI (hU3NUECKOMN MTOrOTOBICHHOCTH.
OK 09. ITome30BaThCst TPOQPECCHOHATEHON JOKYMEHTAIHEH
Ha FOCYAapCTBEHHOM M MHOCTPAHHOM SI3BIKAX.
Ortuer
0 NMPOXO0KICHUU
VYuebHas MK 1.1. - TIK 1.9. NPAKTHKHU: [lonBeneHue UTOroB nmuddepeHpoBaHHbIN
° MpaKTHKa OK 01. - OK 09. JTHEBHUK MPAKTHUKH, IO BBITIOJIHEHUIO BUIIOB PaboOT 3a4er

= é XapaKTepUCTHUKA,

=] e ATTECTAIIMOHHBIN JIHCT

5= Otuer

0 &

== 0 NPOXOKICHHH

< £ IIpousBoacTBeHHas NK 1.1. -TIK L.9. NPaKTHKU: [NonBenenue uroros nuddepeHnpoBaHHbBII

IIPAKTUKA OK 01. - OK 09. JHEBHUK IIPAKTUKH, T10 BBITIOJIHEHHIO BHJIOB paboT 3a4er
XapaKTepUCTHKA,
ATTECTAIIMOHHBIN JICT
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1. OBIIIASI XAPAKTEPUCTUKA PABOYEN ITPOT'PAMMBI
YYEBHOU U ITPOU3BOJCTBEHHOMU ITPAKTHUKH

1.1. MecTo y4eOHOWi M TNPOU3BOACTBEHHOW MNPAKTHUKM B CTPYKType
NMPOrpamMmMbl MOATrOTOBKH CIEIMAJIUCTOB cpeaHero 38eHa (najuee — INIICC3)

YyebHass W TPOU3BOJCTBEHHAs IMpakTuka sBisieTcss kommoHeHToMm [ITICC3
o crienrasibHOCTH 46.02.01 «JlokymMeHTalmoHHOe obecriedeHre yrpaBIeHHs U apXHUBO-
BeJleHHe» (Ha 0a3e OCHOBHOro oOImiero oOpa3oBaHHs), pealu3yeMbiM B (opme
MPaKTUYECKON MOATOTOBKHU

[Iporpamma y4eOHOH W NPOM3BOJCTBEHHOM MpakTUKU (Aajiee — ydeOHas
IIPaKTUKA, MPOU3BOJICTBEHHAS MPAKTHUKA, TpakTuka) o [IM.02 Opranuzanust apXxuBHON
paboThl MO JOKYMEHTaM OpraHu3alMid pPa3iaudHbIX (OPM COOCTBEHHOCTH SIBISETCS
gacteio [I[ICC3 mo cmenmanpHOCTH 46.02.01 «JloOKyMEHTAallMOHHOE OOECIICUeHUE
yIpaBJICHUs U apXWBOBEJCHUE» B YACTH OCBOCHUSI OCHOBHOTO BHUJa MPOQPECCHOHATHLHON
JIEATEILHOCTH: OPTAHM3AIINSA APXMBHOM PABOTHI IO JJOKYMEHTAM OPI'AHM3AILIMIA
PA3JIMYHBIX ®OPM COBCTBEHHOCTHU.

VYyebnas npaktuka no [IM.02 nanpaBieHa Ha (GopMupoBaHHE Yy OOYHAOIIUXCS
OTIENBHBIX  MPOGECCHOHANBHBIX  yYMEHHWH, TPHOOPETCHHE  TEPBOHAYAILHOTO
PAKTUYECKOTO OIbITa MO YKa3aHHOMY BUJIy MPO(PECCUOHAIBHON NESITENbHOCTH IS
nocneayromero ocBoenust odydaromumucs Komremxa oOmmx u mpodhecCHOoHaTbHBIX
KOMITETEHIIUN 10 U3y4aeMOM CIEIUaTbHOCTH.

[IpousBoacTBenHass mnpaktuka 10 [IM.02 HampaBieHa Ha NPUOOpPETECHUE
MPAKTUYECKOTO ONBbITa MO YKAa3aHHOMY BHUIY MNpodhecCUOHATBHOM NeSITeIbHOCTH
u Ha ¢QopmupoBanue y oOydaronmxcs Komnemka oOmmx u  mpodeccHoHATBHBIX
KOMITETEHIIUN 110 U3y4aeMOM CIIEeUaTbHOCTH.

Obwue mpebosanus K oOpeaHuzayuu 0o6pa308amelbHO20 npoyecca

[Ipu peanuzaumu w™oxyns I[IM.02 Opranuzauus apxXuBHOM padOThl MO
JOKYMEHTaM OpraHu3aluil pa3inyHblX (OpM COOCTBEHHOCTH IIpElyCcMaTpUBAETCs
yueOHasi M TPOU3BOJCTBEHHAS TMPAKTHKa, KOTOopas MPOBOAMTCS B MUHHCTEPCTBE
MHOCTpaHHbIX Jiei1 Poccuiickoit @enepanuu, B pas3iMYHbBIX T'OCYJAapPCTBEHHBIX
U KOMMEpPYECKHMX CTPYKTypax TMpU OCBOCHHMH OOydaromuMuci OOmUX U
po(heCCUOHATIBHBIX KOMIIETEHLIUI B paMKaX JaHHOI'O MOJYJIS.

VYuyeOHasi U MPOU3BOICTBEHHAS MPAKTUKA JIOJDKHA MPOBOJIUTHCSA B MOJPA3ICIICHUAX
OpraHM3aluii, HanpaBlIE€HUE JEATEIBHOCTH KOTOPBIX COOTBETCTBYET MPOQUIIIO
MOATOTOBKU 00YYaOIINXCS.

JIMCUMITMHBL, U3y4YE€HUE KOTOPHIX JOJDKHO MPEAIIECTBOBATh OCBOCHUIO TaHHOTO
MOJTYJIS:

— MH(GOPMALIMOHHbIE 1 KOMMYHUKALMOHHbBIE TEXHOJIOTUY;

— KOMIIBIOTEpHAasi 00paboTKa TOKyMEHTOB;

— IIPABOBBIE OCHOBBI TPO(HECCUOHATIBHON JEATEIBHOCTH.

Pekomenayercs npu u3ydyeHUM NpOoECCHOHATBHOTO MOAYJIS NapajuleIbHOE
n3y4eHue o01enpoPpecCuOHaNbHbIX JUCIUILINH:

— TOKYMEHTALMOHHOE 00€eCIIeueHrE yIPABICHHUS;

— TOKyMEHTAIMOHHOE 00eCIeYeHnE KaJpOBOil CIIyKOBbI;

— TOCyIapCTBEHHAs] U MyHHIIMIIAJIbHAS CITyK0a.



OO0s3aTenbHBIM YCIIOBHEM JOMYyCKa K Y4eOHOW M MPOW3BOACTBEHHOMN MPAKTHKE
B pamkax mpodeccruoHanbHoro Momyisi [IM.02 Opranu3zaiust apXuBHOW pabOTHI 1O
JOKYMEHTaM OpTraHM3aIfii pa3IudHbIX (OpPM COOCTBEHHOCTH SIBIISIETCS OCBOCHHE
MeXIUCIUTUTMHAPHBIX KypcoB (MIK) manHOTO TIpodhecCHOHaTBbHOTO MOJTYJISl COTJIACHO
y4eOHOMY IIJIaHy.

1.2.

Hequn W miaHupyemble pe3yJbTaTbhl Y4eOHOW W TMPOU3BOJACTBEHHON

NPaKTUKH

B pesynbrare usyuenus npodeccuoHanbHoro monyis [IM.02 olyuaromuiics
JOJDKEH OCBOMTH OCHOBHOHM BUJ JIeATENbHOCTH «OpraHuzanus apXuBHOW pabOTHI MO
JOKYMEHTaM OpraHM3aliil pazIu4HbIX (OPM COOCTBEHHOCTH» M COOTBETCTBYIOIIUE
eMy o0IIue KOMIIETEHIIMU U TPO(PECCUOHAIBHBIEC KOMIIETCHIINH:

1.2.1. Tlepeuenpb 00MX KOMIIETEHIUH:

Kopn

HaunmeHnoBaHue 001X KOMIIETEHIMI

OK 01.

BBI6I/IpaTB CII0COOBI peUICHHUA 3a4a4 HpOd)eCCHOHaHbHOﬁ ACATCIIBHOCTHU ITPUMCHUTCIIBHO K
Ppa3JINYHbIM KOHTCKCTAM.

OK 02.

Hcnonp3oBaTh COBpPEMCHHBIC CPCACTBA ITIOMCKA, aHaJIM3a U MHTCPIIPpCTAllU I/IH(i)OpMaI_II/II/I,
u I/IH(bO'pMaI_II/IOHHLIe TCXHOJIOTHMHM  AJId  BBIIOJIHCHHA  3aJa4 HpO(bCCCHOH@.J'IBHOfI
JACATCIIbHOCTH.

OK 03.

[ImanupoBaTh © peaqn30BBIBATH COOCTBEHHOE NPOGECCHOHATBHOE U JIMYHOCTHOE
pa3BUTHE, MPEANPUHUMATEIIbCKYIO0 JIEATeIbHOCTh B MpodeccHuoHaIbHOM  cdepe,
HUCIIOJIB30BAaTh 3HAHUA 110 q)I/IHaHCOBOI\/JI I'pPaMOTHOCTH B Pa3IMYHBIX JKH3HCHHBIX
CUTyalusiaXx.

OK 04

D¢ dexkTnBHO B3aMMOIEHCTBOBATh U PabOTaTh B KOJJIEKTUBE U KOMAH/IE.

OK 05

OCYHIGCTBJ'ISITB YCTHYIO M INHCBMCHHYIO KOMMYHHKAIIUIO Ha TOCYJAPCTBCHHOM S3BIKC
Poccuiickoit ®enepaniuu ¢ y4eTOM OCOOEHHOCTEH COIMAIBHOTO W KYJIBTYPHOTO
KOHTEKCTA.

OK 06.

[TposiBAATE TpaKTaHCKO-MATPHUOTUUYECKYIO TO3HINI0, JAEMOHCTPUPOBATh OCO3HAHHOE
MOBEJICHUE HA OCHOBE TPATUIIMOHHBIX OOIIEYEIOBEYECKUX I[EHHOCTEH, B TOM YHUCIE C
Y4€TOM TapMOHM3AIUA MEKHAIIMOHATBHBIX U MEXPETUTHO3HBIX OTHOIICHUM, PUMEHSTh
CTaHJapThl aHTUKOPPYIIIMOHHOTO TIOBEICHHUS.

OK 07.

CopeiicTBOBaTh COXPAHEHHIO OKPYXKAIOIIEH Cpebl, pecypcocOepekeHHI0, MPUMEHSITh
3HaHMS 00 WM3MEHEHHWHU KIIMMaTa, MPHUHIHUIBI OepeXIMBOTO MPOU3BOJCTBA, IPHEKTUBHO
JENCTBOBATh B YPE3BBIYANHBIX CUTYAIIHSIX.

OK 08.

Hcnons3oBath cpecTBa GU3NIECKON KyIbTYPHI TSl COXPAaHEHUSI M YKPETUICHHSI 37I0POBBS
B Mpoiiecce MpodheccCHoHAbHON AEITeTbHOCTH U TMOAJIEPKaHUs HEOOXOIMMOTO YpPOBHS
(bu3NYECKON MOATOTOBIEHHOCTH.

OK 09.

[Tomp30oBaThes MpodecCHOHATBEHON JOKYMEHTAIIMEN Ha TOCY/IapCTBEHHOM M HHOCTPAHHOM
SI3BIKAX.

1.2.2. Tlepeuens mpodecCHOHATIBHBIX KOMIIETSHITUI

Kon HaumeHoBaHUe BUI0OB 1eSITEJILHOCTH H NPO(ecCHOHAIBLHBIX KOMIIETCHIIU I
B2 Opranuzanus apxuBHOH pabOTHI 10 TOKyMEHTaM OpraHu3aluil pa3InyHbIX (OpM
COOCTBEHHOCTH
K 2.1 OcymiecTBISITh KOMIUJICKTOBAHUE apXUBHBIMH JIeJIaMHU (JOKyMEHTaMH) apXruBa
o OpraHu3anuu
K 2.2 Bectu y4€T apxuBHBIX /17 (JIOKYMEHTOB), B TOM YHCJIE C UCTIIOJIb30BAaHUEM

ABTOMAaTHU3UPOBAHHBIX CUCTEM




Kon

HaumeHoBaHue BUIOB 1eATEIbHOCTH U NPO¢ecCHOHATBHBIX KOMIIeTeH I

Ocy1ecTBISATh XpaHEHNUE apXUBHBIX €I (JIOKYMEHTOB) C MIOCTOSIHHBIM CPOKOM

LK 2.3. XpaHEHH U 110 JINYHOMY COCTaBy B apXHMBE€ OpPraHU3alUuU

K 2.4 Ocy1ecTBIATh XpaHEHNE, KOMIUIEKTOBAHUE, YUET U UCIOIb30BaHUE JIEN (JOKYMEHTOB)
"7 | BPEMEHHOI'O XpaHEHHU

K 2.5 OcCy1ecTBIATh UCIIOJIB30BAHUE APXUBHBIX J€J1 (IOKYMEHTOB), B TOM UUCIIE

C UCITIOJIb30BAHUCM aBTOMATU3UPOBAHHBIX CUCTEM

Pe3ynbpratomM mpoxokaeHusl MpakTUKH 1Mo npodeccruoHanbHoMy Moaymo [TM.02

ABJACTCA:

HpI/IO6p€T€HI/I€ MMPAKTHUYCCKOI'0 OIIbITa OpraHu3allry apXuBHOI'O OCJja

C HUCIIOJb30BAaHUCM IIPOTPaMMHBIX CpPCIACTB yqéTa, XPaHCHUA, 06pa6OTKI/I Hn IIOHMCKa

JOKYMCHTOB

1.2.3. C uenbio OBNAJEHUS YKa3aHHBIM BHUJOM MPOQPECCUOHAIBHON esITeNIb—
HOCTH 00Yy4YaloIuics B X0/1€ Y4eOHOM U IPOU3BOICTBEHHON MPAKTUKH JIOJKEH:

Bnaners
HaBBIKaMH

KOMIUIEKTOBAHMSI apXUBHBIMH JIeJIaMH (JJOKYMEHTaMH) apXuBa
OpraHu3allny;

BEJICHUS y4E€Ta apXUBHBIX JeJ1 (IOKYMEHTOB), B TOM YHCIIE

C MCIOJIb30BAaHUEM aBTOMATU3UPOBAHHBIX CUCTEM;

OCYILECTBIICHHS XPaHEHHsI apXUBHBIX J1eJ1 (JIOKyMEHTOB) C IOCTOSIHHBIM
CPOKOM XpaHEHUs U 10 JIMYHOMY COCTaBYy B apXHUBE OPraHU3aLUU;
XpaHEeHHUs, KOMIIJIEKTOBAaHUs, y4€Ta U MCII0JIb30BaHUsI €)1 (JIOKYMEHTOB)
BPEMEHHOI'O XPaHEHUS;

WCIOJIb30BAaHUsl aPXUBHBIX /]l (JIOKYMEHTOB), B TOM UHUCIIE

C UCIOJIb30BAaHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

YMmern

paboTath ¢ mopa3Ae’eHUsIMI/OpraHu3aMsIMU UCTOYHUKAMU KOMIUIEKTOBaHMS
apxuBa;

IIPUHUMATh apXUBHBIE J1eNa (JIOKyMEHTBhI) Ha TIOCTOSIHHOE WJIN JI0JITOBPEMEHHOE
XpaHEHHUE;

y4acTBOBaTh B MIPOBEACHNUHN YKCIEPTU3BI IEHHOCTH PA3JINYHBIX TUIIOB

BUJIOB JIOKYMEHTOB B COOTBETCTBUU C BHYTPEHHUMH PETIaMEHTaMHU
OpraHM3aluy;

MIPUMEHSTH B pab0Te peKOMEHAALNN FKCIIEPTHO-IIPOBEPOYHON KOMUCCUH UITH
9KCIIEPTHON KOMHCCHM OpraHU3aluy;

IIPUMEHSATH [IEPEYHH C YKa3aHUEM CPOKOB XpaHEHUs /e (JOKYyMEHTOB);
co0JIr01aTh HOPMATHBHbIE CPOKU XPaHEHUs /1€ (JOKYMEHTOB);

BECTU Y4YET HCTOYHUKOB KOMIIJICKTOBAHMS APXHBA;

UCIOJIb30BATh MEPEIOBON OTEUECTBEHHBIN U 3apYOEKHBIN OIBIT IO
KOMIUIEKTOBAHHUIO apXMBa JeJ1aMH (JOKYMEHTaMH) HOCTOSIHHOTO

U J10JTOBPEMEHHOI'O XpaHEHMUS;

UCIOJIb30BAaTh COBPEMEHHbIE aBTOMATU3UPOBAHHbIE, HH(POPMALIMOHHBIE

U TEJIEKOMMYHUKALIMOHHBIE TEXHOJIOTUHM JOKYMEHTUPOBAaHHBIX chep
JESTEIbHOCTH OpraHu3aluy;

CHUCTEMAaTU3UPOBATH Jieja (IOKYMEHTHI);

pa3Meniath apXUBHbIE Jiea (JOKYMEHThI) HA MECTAaX XpaHEHUS

B COOTBETCTBUM C HOPMATUBHBIMU TPEOOBAaHUSAMHM B 00J1aCTH apXUBHOTO JI€]1a U
YIIPaBJICHUS T0KYMEHTAMY;




COOJTIOIaTh HOPMATHUBHBIC PEXKUMBI XPaHEHHS ApXUBHBIX /11 (JOKYMEHTOB) Ha
JOOBIX HOCUTEIISIX;

MIPOBOMTH MPOBEPKY MOTHOTHI COCTaBa APXUBHBIX JJOKYMEHTOB

B €MHUIIAX XPAHEHHUS;

MIPOBOJIUTH OMMCAHUE APXUBHBIX el (HJOKYMEHTOB);

COCTaBJISITh CIPABOYHO-TIOMCKOBBIE CPE/ICTBA K apXUBHBIM JIeJIaM
(moKyMeHTaMm);

BECTHU YUYET U KOHTPOJIb BbIJAUYM aPXUBHBIX eI (JOKYMEHTOB) U3
apXUBOXPAHWIUIIA U UX BO3BPATa;

BECTHU YUYET U KOHTPOJIb Mepeaayu e (JOKyMEHTOB)

B TOCY/IapCTBEHHBIA/MYHHUIIUITALHBIA apXUB UM HA HHOE BHEIITHEE XPAHCHUE U
npuéma JeJ1 ¢ BHEIIHETO XPAHEHUS;

MIPOBOIUTH MOJIUCTHYIO MPOBEPKY (PU3HUECKOTO COCTOSTHUS JIe (JOKyMEHTOB);
pa3bICKUBaTh HEOOHAPYKEHHBIE Jiea (JOKYMEHTHI);

MOJIB30BAThCS YUETHBIMU JJOKYMEHTAMU B paMKax 3JIEKTPOHHBIX
MH(OPMALIMOHHBIX CUCTEM JTOKYMEHTHPOBAHHBIX cep AeSITeTbHOCTU
OpraHH3aIH;

MOJIB30BaThCS CEPTUDHUIIMPOBAHHBIMU aBTOMATU3HPOBAHHBIMU CHCTEMAaMU
JIOKYMEHTUPOBAHHBIX c(ep AeSTEIbHOCTH OPraHu3aluu Mo Yu&Ty,
pPErucTpanuu, KOHTPOJIIO JIeT (JIOKYMEHTOB);

M0JIb30BaThCs MH(OPMALIMOHHO-CIIPABOYHBIMU CUCTEMaMU
JOKYMEHTHUPOBAHHBIX c(ep MeATSIBHOCTH OPraHnu3aIlNu;

BECTH CIPAaBOYHO-TIOUCKOBBIE CPEACTBA K ApXUBHBIM JIeNiaM (JIOKYMEHTaM);
BECTHU YUYET CTPaxoBOro (POHA apXUBHBIX /1€ (TOKYMEHTOB);

MIPUMEHSITh HOPMAaTHUBHEIE IPABOBBIE AKThI, JJOKAIbHbIE HOPMATHUBHBIE aKTHI
OpTraHHU3AIMH U METOINICCKUE IOKYMEHTHI B 00JIACTH y4€Ta apXUBHBIX JICIT
(IOKyMEHTOB);

BHOCHUTD MPEJIOKEHUS 10 COBEPIICHCTBOBAHUIO METOIMUECKOTO 00eCTIedeHUs
yué€Ta pa3HbIX BHJIOB JOKYMEHTOB B JOKYMEHTUPOBAHHBIX chepax
JEeSTeIbHOCTH OpTraHU3aIiy;

3aIunIaTh HHHOPMAIMOHHBIE PECYPChI apXHUBa OT HECAHKIIMOHUPOBAHHOTO
JOCTYTIA;

OpPraHM30BBIBATH U O0ECIIEUNBATH XpaHEHHE JIeN (JOKYMEHTOB) BPEMEHHOTO
XpaHEHUs] OPTaHU3AIMH B TPATUITMOHHOM U B 3JICKTPOHHOM BH/IC;
KOHTPOJIMPOBATh pa3paboOTKy CTPYKTYPHBIMHU MOpa3AeICHUSIMU ONUCE

Y aKTOB O BBIJICJICHUH Ha YHHUYTOXKEHUE JIeJ (IOKYMEHTOB) BPEMEHHOTO
XpaHEHUs B TPATUIIMOHHOM U B DJIEKTPOHHOM BHUJIE;

(hopMHPOBATH SIUHUIIBI XPAHSHHS JIOKYMEHTOB JIJIS UX ITOCIICYIOMIETO
pa3MelIeH s B apXUBE OpPraHU3allnY;

COCTaBJIAThH CIPABOYHO-TIONCKOBEIE CPEJICTBA K APXHBHBIM JIeJIaM
(mokyMeHTam);

OCYILIECTBIIATH MOUCK JIeN (JOKYMEHTOB) BPEMEHHOTO XpaHEHUs

B MIPOLIECCE MX XPAHEHUS B CTPYKTYPHBIX MOJPA3ACICHHUIX U apXUBE
OpTraHH3aIIH;

OCYIIECTBISTH METOANYECKOE PYKOBOJICTBO OpraHu3aluel XpaHeHus 1eT
(IOKyMEHTOB) B CTPYKTYPHBIX MOJIpa3AeICHUSIX OpraHU3aluy;




OKa3bIBaTh CTPYKTYPHBIM NOJPA3EIICHUSIM IPAKTHUECKYIO TIOMOIIIb

B OpraHU3alluM XpaHeHUs Jell (JOKYMEHTOB);

pa3pabarbIBaTh CIpaBOYHO-WH(GOPMAIMOHHBIE JOKYMEHTHI [0 OpTaHU3aluu
HCIOJIb30BaHUS /1€ (JOKyMEHTOB) BPEMEHHOI'O XPaHEHUS

B CTPYKTYPHBIX ITOJIpA3/JICJICHUSAX U apX1UBE OpraHU3aliy;

MIPOBOAMTD SKCIIEPTU3Y LIEHHOCTH e (JOKYMEHTOB) BpEMEHHOI'O XpaHEHUS,
NepelaHHbIX B APXUB;

OTIpEeAEISATh CPOKU XpaHEHUS /1] (JOKyMEHTOB) BPEMEHHOTO XPAHEHUS;

o0ecreynBaTh 3alIUTY Jel (JOKYMEHTOB) BPDEMEHHOTO XPaHEHHS
B OpraHU3alluK OT HECAHKIIMOHUPOBAHHOTO JJOCTYIIA TN YHUUTOXKEHHUS

MPOBOJIUTH (PU3MUECKOE YHUUTOKEHHUE NN (JIOKYMEHTOB) BPEMEHHOTO
XPaHEHMS C UCTEKIIUMU CPOKAMU XPaHEHHUs I10CJIE€ COINIACOBAHMS CO
CTPYKTYPHBIMM IMOJAPA3AECICHUSAMHU OpraHU3alNH;

oQopMIIATh YUETHBIE JOKYMEHTHI 00 YHUUTOXXEHUU el (IOKYMEHTOB)
BPEMEHHOTO XpaHEHHUSI C HCTEKIINMHU CPOKAMH XPaHEHUS COBMECTHO CO
CTPYKTYPHBIMH TOJIPA3JCICHUSIMH OpraHU3aIINH;

CHCTEeMaTH3HPOBaTh U 0000IIATh CBEACHUS O COCTaBE U COJEPKAHUM aPXHBHBIX
nen (TOKyMEHTOB);

UCIIOJIb30BaTh HH(OPMALIMOHHBIE TEXHOJIOTUH B 00JIACTH CO3AaHUS CIIPABOYHO-
MTOMCKOBBIX CPEJICTB apXHBA U JIOKYMEHTHPOBAHHBIX Cep e TeTbHOCTH
OpraHH3aLH;

(bopMHpPOBATH OCHOBHBIE M BCIIOMOTATENILHBIC BU/IbI aDXUBHBIX CIIPABOYHUKOB B
ANIEKTPOHHOU (opMme;

MOJITOTABIIMBATh HH(OPMAIIMOHHBIE TOKYMEHTHI 110 3aIIpOCcaM T0JIb30BaTelei
Pa3IUYHBIX KaTErOpuil.

3HaTh

BU/JIBI, PA3HOBUIHOCTH U ()OpPMATHI BCEX BUIOB JOKYMEHTOB;

KpUTEPUHU ONPEeNICHUs LIEHHOCTH /1€ (IOKYMEHTOB) JUIsl lajdbHeHIero
XPaHEHUs WIH YHUUYTOKEHHUS;

MeTOoJIMKa pa3paboTKu (GopM yUETHBIX TOKYMEHTOB B TPAIULIMOHHOM

U B 3JIEKTPOHHOM BH/IE;

METOJINYECKUE IOKYMEHTHI B 00JIACTH UCIIOJIB30BaHUS U MMyOJIUKALIUU
apXUBHBIX el (IOKYMEHTOB);

METOJIMYECKUE IOKYMEHTHI i HallMOHAIIbHBIE CTAaHAAPTHI B 00JIaCTH
JEJIONPOU3BOJICTBA U APXUBHOIO JIENa;

METOJIMYECKUE IOKYMEHTHI 1 HalIUOHAJIbHBIE CTAaHAAPThI B 00JIaCTH y4éTa
JIOKYMEHTOB M JOKYMEHTUPOBAHHbBIX c(hep NeATeIbHOCTH OpraHnu3ally;
Hay4HO-METOANYECKUE KPUTEPUH IKCIIEPTU3bI LIECHHOCTU PA3IMYHBIX TUIIOB U
BHJIOB JIeN (TOKYMEHTOB);

HOpPMaTHUBHEIE MPpaBOBBIe akThl Poccuiickoit denepaiuu B 007aCTH 3a1TUTHI
MIePCOHAIBHBIX JTAHHBIX;

HOpMaTHUBHBIE MpaBoBbIe akThl Poccuiickoit deneparinu B obnactu
nH(popManun, HTHPOPMAIIMOHHBIX TEXHOJIOTHA, 3alIUThHl HTHPOPMAIIUU

Y TIEPCOHANIBHBIX JaHHBIX, TU(POBOH TpaHChOpMAaIUK;

HOpMaTUBHBIE MpaBoBble akThl Poccuiickoit deneparuu B odnactu
KOH(UIEHIIMATEHOCTH H(OPMALINK;

HOpPMaTHBHBIE MPaBOBbIC akThl Poccuiickoit denepanuu B chepe
JIEJIONPOU3BO/ICTBA U APXUBHOTO JIENA;




HOpPMAaTHUBHEIE MPaBOBBIC akThl Poccuiickoit denepanuu B chepe
JIEJIONPOU3BO/ICTBA;

o0II¥e MPUHITUIBI YIETA U KOMIUICKTOBAHHS JIEN (JOKYMEHTOB) OTPAaHHYEHHOTO
JOCTYIA;

OpPraHu3alMOHHBIE MPUHIMIIBI UCIIOJIb30BAaHUS JOKYMEHTOB OIPAHUYEHHOIO
JOCTYIA;

OpraHU3alMOHHbIC TPUHIUIIBI KOMIUIEKTOBAHUS Je] (JOKYMEHTOB)
OrPaHUYEHHOTO JI0CTYIA;

0COOEHHOCTH OpraHU3aLUU XPAHEHUs JIelT (JIOKyMEHTOB) Ha PAa3IMYHbIX
HOCHUTEJISIX;

OTEYECTBEHHBIEC U 3apyOeKHbIE CEPTH(PHUINPOBAHHBIE CUCTEMbI
aBTOMATHU3HPOBAHHOTO Y4&Ta apXUBHBIX /€N (IOKyMEHTOB);

MOPSIOK (POPMUPOBAHUS JJOKYMEHTOB B KOMILUICKTHI, TPYIIIIBI, THITHI;
MpaBWJia CUCTEMATHU3AIMH U KIACCU(PUKAIUU TOKYMEHTOB;
MpaBUjia XpaHEHHUs JIeJ (JIOKYMEHTOB) B COOTBETCTBUU C X THUIIAMU;

cepTu(ULIMPOBaHHBIE HHPOPMAIIMOHHO-TIOMCKOBBIE CUCTEMBI B 00J1aCTH
pa3paboTKu HAyYHO-CIIPABOYHOTO arapara JOKYMEHTUPOBAHHBIX cdep
NEeSTeTbHOCTH OPraHU3aIlnu;

CIOCOOBI M TEXHOJOTHHU IOKYMEHTHPOBAHHSI PA3JIHYHBIX BUIOB
npodeccHnoHaALHOM IeATEIIEHOCTH;

CPOKH BBIIIOJIHEHUs pabOT 10 OpraHu3aluy UCIOJIb30BaHUS apXUBHBIX J€J1
(1OKyMEHTOB);

CPOKH BBIIIOJIHEHUs paboT MO Y4ETY apXUBHBIX J€J1 (JIOKYyMEHTOB);

CPOKH BBITIOJTHEHUS padoT;

CTaHJapThl 0POPMIIEHHUST OPTaHU3AMOHHO-PACIOPSAUTENBHON JOKYMEHTAIUH;

TCOPCTUICCKUEC U MCTOANYCCKUEC ACIICKThI KOMITJICKTOBAHHW A U OKCIICPTHU3bI
IHEHHOCTH BCCX BUAOB TOKYMCHTOB;

TpeboBaHMs K 0(OPMIICHUIO TOTOBOPOB Ha PEATHM3AINIO YCIYT BHEIIHETO
XpaHeHHUs Ael (JOKYMEHTOB);

Tp€60BaHI/I$I K IOJATOTOBKE apXMBHLBIX CIIPABOK W BBIMMMCOK M3 apXHUBHBIX
HOKYMCHTOB;,

Tp€60BaHI/I$I K IpoeccaM YHUUTOXKCHUSA I/IH(l)OpMaIII/II/I B TpaAUIIMOHHOM
H DJICKTPOHHOM BUIC,

TpeOOBaHUs K YCTaHOBJICHHBIM HOPMaM BBIPaOOTKU;

TpeOoBaHUs K yUETY 0CO00 LIEHHBIX U YHUKAIBHBIX ApXUBHBIX /1€
(1OKyMEHTOB);

TpeOOBaHUs OXPaHBI TPY/IA;

YHU(PUIUPOBAHHYIO CUCTEMY OpraHU3allMOHHO-PACTIOPSIIUTENbHON
JOKYMEHTALUU.

1.3. KoumnuyecTBo Heaegb (Y4acoB) HAa OCBOCHHE IMPOIrpPpaMMbl Yy4eOHOH
U MPOM3BOJACTBEHHOI NPAKTHKH

Bcero — 72 akaz. yaca, B TOM 4HCJIE:
- yudeOHOM TpakTUKU — 36 aKkaj. 4acos,
- IPOX3BOACTBEHHOM NMPAKTUKHU — 36 aKa/. 4acos.

9




.. KonnuyectBo ®opma
Cemectp IpodeccnonanbHbI ®DopmupyemMble aKa. uac/nen npoBe-
MOJYJIb OK/MK Lo
B ceMeCTpe JACHUA
YYEBHASI IPAKTUKA
:
Ne cemectpa | 1IM.02 Opranuzarms OK K 6 cemecmp BCETO =
apXUBHOM pabOTHI &
110 IOKyMEHTaM 5
opraHu3aiui e
pasIH4YHBIX opm 36 36 5
5 01-09 | 2.1.-2.5. =
COOCTBEHHOCTH (1 neoens) | (1 Henens) =
=
[TpomexxyTounas arrectanus B opme audPepeHIImpoBaHHOTO 3a4eTa
HPOI/I?.BOI[CTBEHHA}I IMPAKTHUKA
2
Ne cemectpa | 1IM.02 Opranmsarus OK IK 6 cemecmp BCETo %
apXUBHOU pabOTHI 2
10 IOKYMEHTaM =
OpraHu3anui E*
5 pastwamsix popy | 0109 | 2.1.2.5. | 30 36 2
COOCTBEHHOCTH (1 nedens) | (1 Henens) T
=

[IpomexxyTouHas arrectauus B popme qudhepeHurnpoBaHHOTO 3a4eTa
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2. CTPYKTYPA U COJAEPKAHHUE
YYEBHOU U ITPOU3BOJCTBEHHOMU ITPAKTHUKH

2.1. Crpykrypa mnpodeccuonanbnoro moayis IIM.02 Opranmzanmsi apxXuBHOM PadOTHI MO JOKYMEHTAM OPraHM3aluid
pa3JIu4HbIX ()OPM COOCTBEHHOCTH

Mecto yueOHOM U TPOU3BOACTBEHHOM MPAKTUKHU B CTPYKTYpe podeccuonanbHoro moayis [1IM.02

O0BeM npodhecCHOHATFHOTO MOYJIS, aK.u.
O6yuenue mo MIK
IIpakTuku
B TOM 4YHCJIC
g
:
o = H S
g E AauMCHOBaHUA pa3acioB BCCFO, - 8 . g
£ B mpo¢eCCUOHATBHOTO MOTYJIS S 9 = ] =
£ 2 B ¥ s 3 2 3 5
s 3 2 2 & g 5 : 2
S z 8 9 &5 % = = o 2
5 o' 5 S o = S & =
QO ¥ g = 4 9 < - = = =
o5 ] s B OE m B & =1 < =
. O m S 2 = o X o = = s 2
g < E = 8 o S H o 2 o £ O g &) =
X359 5 g o S &5 2 2 s 8 s o 5] 5]
S & ° - 3] 8 E Z > & 58 5 9 5 ="
M E N ; = aa) 5 =8 AN O o é- E > =
Paznen 1.
MK 2.1 Opranusanus 1 odecreyeHue
OCHOB apXMBHOMW JI€SITEIBHOCTH
OK 01, 02, 04, MJIK 02.01. Opranuzarus 38 8 38 8
05, 09 Y HOPMaTHUBHO-IIPABOBbBIE
OCHOBBI apXMBHOTO Jiesia
Paznen 2.
MK 2.1 Opranu3zanust 1eaTeTbHOCTH
apXMBOB
OK 01, 02, 04, MJIK 02.02. T'ocynapcTBEHHBIE, 34 16 34 16
05, 09 MYHUITUTIATEHBIE aDXUBBI
Y apXHMBbI OpraHu3aIMi
Paznen 3.
K 2.1-2.5 OpraHn3amus apXHBHOTO Jefa
OK 01, 02, 04, | MJK 02.03. 88 62 88 62
05, 09 Meroavka 1 mpakTHUKa
apXHUBOBEICHUS
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O6beM mpohecCHOHATEHOTO MOYJIS, aK. .

O6yuenue mo MJIK

[IpakTuku
B TOM 4HUCJIC
=
= =
2 i :
E E ANMEHOBAHUs pa3saciioB BCGFO, q. 8 W g
== po¢eCCHOHATEHOTO MOIYIIS = e & < =
=2 = 2 E 3 e 3 5
g3 S5 £ 9 & S & g
S = 5 g &z X = & S = =
[SE = O = E = W 8 8 S § o
8 & 2 T 2 == g & 5 -] < 2
z o = = o8 & o 3 S 5 g £ S g
RS 2| 3 S 22 32 3¢ g 3 2 g
2 B = S8l @ S ) < & & F > =
Mm = E s
Paznen 4.
MK 2.1-2.5 Opranu3zanusi XpaHeHus
JIOKYMEHTOB B apXH1BE
OK 01, 02, 04, MJIK 02.04. 34 26 34 26
05, 09 O0ecnieyeHrEe COXPaHHOCTH
JIOKYMEHTOB
K 2.1-2.5
VII1.02 YueOHnas npakTuka 36 36 36
OK 01-09 P
IIK 2.1-2.5 I1I1. 02 TIpousBoacTBEHHAs 36 36 36
OK 01-09 MpakTHUKa
[TpoMeKyTOUHAsT aTTECTAIINS 9 4 5
Bcezo: 275 184 | 194 112 4 b 36 36
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2.2. TemaTu4yeCcKMid IJIAH U COIEePKAHNE Y4eOHOI U MPOU3BOACTBEHHOM MPAKTUKH

Koapl

e HHpexc Koo . DopmbI
3 MoyJIst, Tema npakTHKH (BHABI pa6oT) Conep:xanune paGor KOMITETCHINMH U METOIbI
n/n aK.4.
RAPLES OK K KOHTPOJISA
YUYEBHAS ITPAKTHUKA — 36 akaja. yacoB
NHcTpyKTaxx 10 NpoX0KIEHUIO IPAKTUKY, €€ EIH
MIIK 02.02 BBOJHbIii HHCTPYKTaX. ¥ 3a/1a4H, TIOPSIOK OTYETA 110 IPAKTHKE. O3HakomiieHue
A ' O3HakomiIeHHE €O CTPYKTYDOH, (YHKISMH 1 381a9aMH OpraHusaliii. OK [K YCTHBINM OITPOC
1 | MIK.02.03 . O3HakoMIIEHHE € OOLTMM TIOPSIIKOM B3aUMOICHCTBUS 2 ’
MUK 02.04 C OpraHu3alue — MecTomMm APXUBHOI CITYGbI CO CTPYKTYPHBIMH 01.-09. | 2.1.-2.5. onucaHue
HPOXOXKACHUA IIPAKTHKH MO/IPa3ACICHUAMU — UCTOYHMKAMU KOMILIEKTOBAHUS
apXuBa OpraHu3alyy.
3HAKOMCTBO C OCHAILIEHHEM pabovyero Mecra apXuBHUCTa
3HAKOMCTBO € paboIHM Y oprauzaiyeii pabouero mpocTpaHCcTBa.
) MJK 02.03 | mectoMm, ¢ QyHKIMOHAIBHEIMU | O3HAKOMIICHHE C TIPABUJIAMH BHYTPEHHETO 4 OK IK YCTHBIH OIIPOC,
MJIK 02.04 | 1 1OKHOCTHBIMH pacnopsiika OpraHru3aluu, IpaBuIaMu TEXHUKU 01.-09. | 2.1.-2.5. OITHCaHUE
OOSI3aHHOCTSIMU apXUBHCTA OesomacHocTH Ha pabouem Mecte. M3yuenue
JOJDKHOCTHOM MHCTPYKLIMU apXUBUCTA OPraHU3ALMH.
O3HakoMJICHHE C TTOJI0KEHUEM 00 apXuBe
OpraHM3alM, NOPAJKOM Mepeaadn JOKYMEHTOB
Pa60Ta C TOKATLHLIMU B apXMB OpraHU3aLUU U JPYTUMH JOKAJTbHBIMU
" HOPMATHBHBIMH TOKyMerTamy | AOKYMCHTaMH, PEIIaMEHTUDYIOLMMH paboty 5
3 JIK 02.03 O — apxuBa. PaccMoTpeHre HOMEHKIIATYpPBI el 4 OK ITK YCTHBIN OIIpOC,
M/IK 02.04 P ’ opranusalyu i ONpCACICHUA HCTOYHHUKOB 01.-09. | 2.1.-2.5. OnucaHue
PerTaMCHTHPYIOIMMH KOMIUIEKTOBAHMSI apXUBa OpraHU3aliy.
ACATCIBHOCTD apXnBa O3HaKOMJIEHHE C HHCTPYKIIHUEH 110
JIeTTOTIPOU3BOICTBY OpraHU3alluu, TOPSIKOM padOThI
C KOH(UACHIUAIBHBIMU TOKyMEHTAMHU
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Koxabl

HHanekc DopmbI
Ne Koua-Bo 2
MOYJIsl, Tema npakTHKH (BUABI paGoT) Conep:xanune paGor HOSTONCE AT M MeTOIbI
n/n aK.4.
MAK OK IIK KOHTPOJISA
CocraBieHre CXeMbl pa3MEILEeHHs CPEJICTB
xpaneHus. Paccmorpenue Tonorpaduyeckux
yKa3aTelleld B apXUBOXPaHUIIMIIE OPraHU3allnH, YCTHBIIT OIpoc,
SIPJIBIKOB HA TIEPBUYHBIX CPEJICTBAX XPAHCHMUS. OIIHICAHIIE
b
4 M/IK 02.03 | Pa3melenne apXuBHBIX VYyacTtue B npueme-nepeiaye apXuBHbIX A€l 6 OK [TK OLLCHKA
MJIK 02.04 JTOKYMEHTOB (I[OKYMCHTOB) Ha MMOCTOSHHOE WJIN JOJTOBPEMEHHOE 01.-09. 2.1.-2.5. 1 .
xpanenue. Pa3sMelenue nonondenus Gouia IIPAKTHICCKON
B apXMBOXPAHUJIUILE B COOTBETCTBUH CO CXEMO ACATCIBHOCTH
pa3MeIleHHs CPEJCTB XPAHEHUS! apXUBHBIX
JIOKYMEHTOB OpraHU3alluH.
O3HakoMIJIEHHE C MOPSAIKOM OpraHU3alui XPaHEHUs .
ApPXUBHBIX JOKYMEHTOB Ha JIFOOBIX HOCUTENSAX IS YCTHBIN OIIPOC,
MHK 02.03 Obecrnieuenue HOPMAaTUBHBIX noaacp:kaHust UX B HOpMaJlbHOM q)HSH‘leCKOM OK IIK 2.1. OIIMCAHHC,
5 MITK 02' 04 YCJIOBUI XpaHEHHUS apXUBHBIX | COCTOSSHUU U UCKIIIOUECHHS XULIEHUS UIN YTPaThl, 2 01.-09 IIK 2.3. OILICHKA
' JIOKYMEHTOB C IIpaBHJIaMHU BEICHUA XXYPHAJIOB Ha6HIO,Z[eHI/IH 3a ' ' TIK 2 4. HpaKTquCKOﬁ
TEMIIepaTypPHO-BIAKHOCTHBIM PEXKUMOM eSTeIbHOCTH
B apXHUBOXPAHWIIHILIE.
N3yuenne apXMBHBIX JOKYMEHTOB C IIEJIbIO
onpeneneHus: (HOHIOBOM MPUHAIIICKHOCTH,
UCKJIIOYEHUS 1yOJIETHOCTH UH(POpMAIUH,
(hU3UIECKOTO COCTOSIHUS /1T (TIOTUCTHBIN MPOCMOTP
nein). Cuctemarusanus J10KyMEHTOB IO CTPYKTYPHO- .
XPOHOJIOTUYECKOMY IIPUHIIUITY U B COOTBETCTBUH C YCTHBIH OIIPOC,
6 | MAK 02.03 | Opranusamus yséra obopvinent vt tokywentos noenymaennan | 6| O | MK O
MJIK 02.04 | apXUBHBIX JOKYMEHTOB BLI6§1TH${ zxeny: O(bopMﬁeHzll\; JlOKyMCHTa}IIITII/II/I 1o 01.-09. | 2.1.-.2.5. otenKa -
) MPaKTUYECKON
yuéry hoHaa noap3oBarens, Gporo-, eSTETPHOCTH
ayJIMOBU3yaJIbHBIX TOKYMEHTOB, J/. CocTaBnenue
ApPXUBHOM OTMHUCH JIEJT TIOCTOSTHHOTO XPaHEHUS.
Odopmiierne onucu 1e71 BPeMEHHOTO (CBBIIIE
10 net) cpoka xpanenusi. OdopmiieHHE ONTUCH eI 10
JIUYHOMY COCTaBY
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N HUnpekc Koi-Bo Kozer . Dopmbl
o MOYJIsl, Tema npakTHKH (BUABI paGoT) Conep:xanune paGor ar HOSTONCE AT M MeTOIbI
MK o OK K KOHTPOJIA
O3HaKOMJIEHHE C IOPSAIKOM IPOBEACHHUS
9KCIIEPTU3bI HEHHOCTH JOKYMEHTOB OpraHU3aliH.
VYyactue B HOATOTOBKE A€l K pXUBHOMY XPaHEHHUIO,
B TOM YHCJIE: U3YYEHHE JOKYMEHTOB B LIEJIAX
OIIpEeZICNICHUS] CPOKOB UX XPaHEHUs, HyMepalus
JMCTOB apXUBHOTO JI€JIa, COCTABIIEHUE U
oopmieHre BHYTpEHHEH ONICH U JTUCTa-
3aBEpUTEIISI apXUBHOIO JI€J1a, COCTABJICHUE U YCTHBIIT oI1poc,
Vuér Qusmaeckoro oopmIIEHUE KapThl-3aMECTUTEIISL, JINCTA ONHCAHKE,
7 MJIK 02.03 o TeX HIECKOR0 COCTOSIIS WCIIOJIb30BAaHMS APXUBHOTO JIEJIa, COCTaBICHUE 6 OK IIK OLCHKA
MJIK 02.04 1 0pOpMIICHHE PEKBU3UTOB OOJIOKKH apXUBHOTO 01.-09. | 2.1.-2.5. 1 .
apXHUBHBIX IOKYMCHTOB Jena, POIIMBKA apXUBHOTO JI€Na. Y4acTue B IPaKTHIECKOH
MNPOBCPKE HAIMYHNS M COCTOSIHUS apXMBHBIX JIOKYMCHTOB ACATCIIBHOCTH
opraHu3aluu, opopMIeHHE JTOKYMEHTOB 10 €€
pe3yabTaTaM (B TOM UHCIIE B CITy4ae BbISBJICHUS
JIOKYMEHTOB C MOBPEKIEHHBIMU MaTepUaIbHbIMU
HOCHTEJISIMHU, OTCYTCTBUS €]l U OpraHU3alUU
pO3bICKa HEOOHAPYKEHHBIX JI€]1), O BBICJICHUN
K YHUUTOKEHUIO apXUBHBIX IOKYMEHTOB,
HE MOJUIeKaIINX XPaHEHUIO
O3HaKOMJIEHHE CO CIIPAaBOYHO-TIOMCKOBBIMU
CPE/ICTBAMH apXHBA OPTAHU3ALMH, B TOM YHCIIE OTHCaHNe,
MJIK 02.03 | PaGoTa ¢ Hay4HO-CIIPaBOYHBIM | o PAMCHCHHCM HH(OPMAMOHHELX TEXHOOTHH, OK MK 2.2. OIICHKA
8 [Tounck nHpopManuu KacaTeabHO apXUBHOIO (POHIA 2 IIK 2.4. .
MJIK 02.04 | anmapaTtom apxuBa OpTaHW3AITHH TI0 3aIPOCAM TIOTb30BATENEH, B TOM 01.-09. 1K 2.5 | TPaKTUYECKOH
YHUCJIE C UCIIOIb30BAHUEM ABTOMATU3UPOBAHHBIX ACATCIIEHOCTH
CHUCTEM.
O3HaKOMJIEHHE C TOPSAKOM BbIJJaul apXHUBHBIX
JOKYMEHTOB OpTraHu3aluy. Y4actue B opopMIIeHUN YCTHBI 01poc,
11a0JI0OHOB 3allPOCOB Ha BbIAAUy apXUBHBIX K 2.2. OIHCAHHE,
9 MJIK 02.03 | Mcnonb30BaHne apXUBHBIX JOKYMEHTOB. Y 4acTH€E B ITOJrOTOBKE OTBETOB Ha 4 OK TIK 2.4 OIlEHKA
M/IK 02.04 | nokyMeHTOB 3alPOCHI: apXUBHBIC CIIPABKU, KOIIMU JOKYMEHTOB, 01.-09. t 1 o
BBINIMCKH M3 JIOKYMEHTOB. Pabora IIK'2.5. | mpakTHyeckou
¢ nH(OPMAITMOHHO-TTIOMCKOBBIMU CHCTEMaMH U ACATCIBHOCTH
AJIEKTPOHHBIMHU KaTaJloraMH apXuBa.
Bcero: 36
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N HUnpekc Koi-Bo Kozer . Dopmbl
- MOYJIsl, Tema npakTHKH (BUABI paGoT) Conep:xanune paGor HOSTONCE AT M MeTOIbI
n/n aK.4.
MAK OK IIK KOHTPOJISA
NPOU3BOACTBEHHASA INPAKTHUKA - 36 akaa. yacos
HHcTpyKTak M0 NPOX0KACHUIO PAKTUKH, €€ LN
U 3a]1a4¥, IOPSIIOK OTYETA 110 NpakTHKe. O3HAKOMIICHHE
CO CTPYKTYpPOM, PyHKUUSMU U 33Ja4aMi OpraHU3aIH|H.
MIIK 02.00 BBOJIHbIi HHCTPYKTaX. N3yuenne npaBoBbIX (YIpeaUTEITHHBIX )
i\ . O3HAKOMIICHIC ¥ PaCIOPSTUTENBHBIX IOKYMEHTOB OPraHH3aLH ¢ OK K YCTHBIH OMpoC
I | MIK.02.03 . 1eJb0 cOopa MHGOPMAITUH [Tl UICTOPHUYECKON CIIPABKU 2 ’
MUIK 02.04 C OpraHu3alue — MecTomMm K ApXUBHOM OTTHCH, OTPE/IENEHHs [PAHHI] APXHBHONO 01.-09. | 2.1.-2.5. onucaHue
OPOXOXKACHUS IIPAKTUKHU (hoHma opranuzanyy. BeissicHeHHe rmopsiika
B3aMMOJICUCTBUS apXUBHOM CITYXKObI CO CTPYKTYPHBIMHU
NO/Ipa3/IeICHUMH — UICTOYHUKAMU KOMILJIEKTOBAHMS
apXuBa OpraHu3aluu
3HaKOMCTBO C OCHAIIIEHHEM Pabovero MecTa apX1UBHUCTA
Y OpraHuzaiyeii pabouero mpocTpaHcTBa.
3HAKOMCTBO € pabourM O3HakOMJIEHHE C ITPAaBUIIAMU BHYTPEHHETO
) MJIK 02.03 | mecToMm, ¢ GDYHKIMOHATBHBIMU | PACIOpPSIKa OPraHU3aIMH, IPABHIAMH TEXHUKH 2 OK MK YCTHBIH OIIpOC,
M/IK 02.04 | 1 1ODKHOCTHBIMH 6C3OHaCHOCTI/IVHa pabouem Mecte. Mzydenue 01.-09. | 2.1.-2.5. omnucaHue
00SI3aHHOCTSMH apXHBHCTA JIOJKHOCTHOM MHCTPYKIIMM apXHBHCTA OpraHU3aLiH,
€€ CpaBHEHUE C TUIIOBOM JTOJKHOCTHOM
WHCTPYKIUEN apXUBUCTA
N3ydenue monoxxkeHust 06 apxuBe opraHu3alny,
03HAaKOMJICHHE C MOPSIIKOM Tepejauu IOKYMEHTOB
Pa60Ta C TOKATLHLIMU B apXUB OPraHU3ALMU U IPYTUMHU JJOKATbHBIMHU
" HOPMATHBHBIMH OKyMerTamy | AOKYMEHTAMH, PETIaMEHTHPYIOWMMI paboty 5
3 JIK 02.03 O — apxuBa. 3ydyeHre HOMEHKIATYpPBI €1 OPraHU3aluH, 4 OK IIK YCTHBIN OITpOC,
MJIK 02.04 p > COCTaBJICHUE CIIMCKA UICTOYHUKOB KOMIIJICKTOBAaHUA 01.-09. 2.1.-2.5. OIMCaHue
PeHTaMCHTHPYIOINMH apxuBa opranuzauuu. O3HaKOMJIEHUE
ACATCIBHOCTD apXnBa C MHCTPYKIIMEH MO JEIONPOU3BOICTBY OpraHHM3alluH,
MOPSIKOM pabOTHI ¢ KOH(DUIEHITUATBHBIMU
JIOKYMEHTaMu
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N HUnpekc Koi-Bo Kozer . Dopmbl
- MOYJIsl, Tema npakTHKH (BUABI paGoT) Conep:xanune paGor HOSTONCE AT M MeTOIbI
n/n aK.4.
MAK OK IIK KOHTPOJISA
CocraBieHre CXeMbl pa3MEILEeHHs CPEJICTB
xpanenus. Paccmorpenue u opopmiieHue
TonorpadUyecKux ykazareseil B apXHUBOXPAHUIIHUILIE YCTHBIIT OIpOC,
OpraHu3alyy, SIPJIbIKOB HA IIEPBUYHbBIE CPEICTBA OIIICAHNE
4 MK 02.03 | Pa3menienne apXuBHbIX XpaHEHHUs. Y4acTue B IpueMe-nepeaaye apXuBHbIX 6 OK IK OLCHKA ’
MJIK 02.04 | mokymMeHTOB Jen (IOKYMEHTOB) Ha IOCTOSHHOE HITH 01.-09. | 2.1.-2.5. . .
JI0JITOBPEMEHHOE XpaHenue. Pazmerenne IIPAKTHICCKOU
nonoJIHeHHs OH/Ia B ApXUBOXPAHUITUIIE B ACATCIBHOCTH
COOTBETCTBUH CO CXEMOU pa3MELICHUs CPE/ICTB
XPaHEHHs] apXUBHBIX JIOKYMEHTOB OpraHU3aliu.
CobmroileHne HOPMATUBHBIX YCIIOBUN XpaHEHHS
aApXUBHBIX JOKYMEHTOB Ha JIFOOBIX HOCUTEIISX, .
MOpsJIKa OpraHU3alUi UX XPAaHECHUS JJIsT YCTHBIN OIIPOC,
MHK 02.03 O0ecnieueHue HOPMATHUBHBIX noaacp:xKaHus apXUBHBIX JTOKYMEHTOB OK IIK 2.1. OIIKNCaHucC,
5 MUK 02.04 YCIIOBHI XpaHCHHUSI apXUBHBIX | B HOPMAJIbHOM (PU3NYECKOM COCTOSIHUU 2 01.-09 IIK 2.3. OLICHKA
’ JIOKYMEHTOB U UCKITIOYCHUA UX XUIICHUSA WA yTPAThI. 7| TIK 2.4, | mpakTU4ecKou
O3HakoMIJIEHUE C MPAaBUIIAMU BEJICHUS )KYPHAJIOB eSTEIHOCTH
HaOII0/IeHUs 32 TeMIIePaTypPHO-BIAKHOCTHBIM
PEKUMOM B apXHBOXPAHWIIUIIE
VYyacTue B KOMIUIEKTOBAaHUU apXHBa OPraHU3alluU
nenaMu (JIOKyMEHTaMH) TOCTOSTHHOTO
U JOJITOBPEMEHHOTr0 XpaHeHus. V3yuenue apXuBHBIX
JIOKYMEHTOB C 1IeJIbI0 onpeaeneHus: GoHI0BOM
MIPUHAITIC)KHOCTH, UCKITIOYEHHS T1yOIEeTHOCTH
nHpopmanuu, GU3NIECKOT0 COCTOSHUS Jel .
(monuctHbIM mpocMmoTp aen). Cucremarusanus YCTHBIN OIIPOC,
MJIK 02.03 | Opranmsamus yaéta JIOKYMEHTOB T10 CTPYKTYPHO-XPOHOJIOTHIECKOMY OK MK OIlMCanue,
6 TIPUHIIAITY ¥ B COOTBETCTBUU C BHIOPAHHOM 6 OIICHKA
M/IK 02.04 | apXuBHBIX TOKYMEHTOB oprammsarmeii cxemoii. OhopMIeHHE YHETHBIX 01.-09. | 2.1.-2.5. HpaKTIYCCKoii
JIOKYMEHTOB MOCTYTIJICHUS ¥ BHIOBITHUS €. NESTENbHOCTH
CocrapneHue apXUBHOM OMUCH J€]1 OCTOSTHHOTO
XpaHeHus1, opopmIIeHHE OMUCH T BPEMEHHOTO
(cBbre 10 neT) cpoka XpaHeHUs!, OIUCH JIeT 10
nuaHOMY cocTtaBy OdopmiieHue TOKYMEHTAIUU T10
yu€Ty poHa nonaszonarens, Gpoto-,
ayJIMOBU3YAJIbHBIX IOKYMEHTOB, D/I.
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n/n

Hnnexc
MoayJis,

MK

Tema npakTukH (BUAbI padoT)

Conep:xanue padot

Koa-Bo
aK.4.

Koxabl
KOMIIeTeHITH I

OK IIK

DopMBbI
U METOIbI
KOHTPOJISI

MJIK 02.03
MJIK 02.04

Yuér pusnueckoro
Y TEXHUYECKOTO COCTOSHUS
apXUBHBIX JOKYMECHTOB

VYyactre B mpOBEJCHUH SKCIIEPTU3bI LIGHHOCTH
JOKYMEHTOB Ha OCHOBAaHUU HAayYHBIX KPUTEPUEB UX
LIEHHOCTH U HOPMATHBHBIX IOKYMEHTOB: NIepeyHeit
1 HOMeHKJIaTyp. [loaroToBka aen Kk apXuBHOMY
XpaHEHUIO, B TOM YHCIIe: U3yUYeHUE JOKYMEHTOB

B LEJISIX ONpeeNICHUs] CPOKOB UX XpaHEHUS,
HyMepalus JJUCTOB apXUBHOTO JIeJIa, COCTaBJICHHE
1 oopMIIeHHE BHYTPEHHEH OMUCH U JIHCTa-
3aBepUTEIIsl apXUBHOTO JieNia, COCTaBICHUE

1 0)OpMIICHHE KapThI-3aMECTUTEIIS, JTHCTa
WCIOJIb30BAaHUS aPXUBHOTO JIeia, COCTABIICHUE

1 oopMIIEHHE PEKBU3UTOB OOJIOKKHU apXUBHOTO
Jielia, IpoIIKuBKa apxuBHoro nena. [Iposepka
HaJIMYUs U COCTOSHHS apXUBHBIX JJOKYMEHTOB.
BrIsiBnieHre JOKYMEHTOB € MOBPEKAEHHBIMU
MaTepuagIbHbIMU HOCUTEIIMU. Opranu3amus
po3bIicKa HeoOHapy)KeHHBIX aen. OdopmiieHue
JOKYMEHTOB T10 pe3yJIbTaTaM MIPOBEPKU HATHUHUS U
COCTOSIHMSI IOKYMEHTOB B apXHUBE, O BBIJICICHUHU

K YHHUTOKEHUIO apXUBHBIX IOKYMEHTOB,

HE MOAJIekKAUTUX XPAHEHUIO

OK
01.-09.

ITK
2.1.-2.5.

YCTHBIH OIpOC,
OTHCaHUE,
OLICHKA
MPaKTUYECKOU
JeSITEIbHOCTH

MJIK 02.03
MJIK 02.04

Pabora ¢ Hay4HO-CITPaBOYHBIM
anmapaToMm apxuBa

Pabora 1o co3gaHuio CripaBOYHO-IIOUCKOBBIX
CPEICTB apX1Ba OPraHU3alluU, B TOM YHCIIE

C MpUMEHEHNEM UHPOPMAIIMOHHBIX TEXHOJIOTUH.
VYyactue B GOpMHUPOBAHUM OCHOBHBIX

1 BCIIOMOTaTeJIbHbIX apXUBHBIX CIPAaBOYHUKOB, B
TOM YHCJIE C UCIOIb30BAaHUEM aBTOMATU3UPOBAHHBIX
cucteM. Onucanue HHPOpPMAIMK Ha KaTaI0XKHBIX
KapTouKax (HaydHO-UH(OpMaIMoHHas 00paboTka
JIOKYMEHTOB, IMOCTYIMUBIINX 3a MOCJIEHUE J1BA
KaJleHAapHBIX ToAa). MHnekcanus apXuBHbBIX
KapTouek U pa3MmeleHue ux B karajiore. [louck
nH(pOpMaLINY KacaTelbHO apXUBHOTO QOHIa
OpraHU3alMH 10 3a1IpOcaM I0JIb30BaTeNeH

IIK 2.2.
IIK 2.4.
IIK 2.5.

OK
01.-09.

OIMCAaHUE,
OLIEHKa
[IPaKTUYECKOU
JeSITebHOCTH
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N HUnpekc Koi-Bo Kozer . Dopmbl
o MOYJIsl, Tema npakTHKH (BUABI paGoT) Conep:xanune paGor AL HOSTONCE AT M METObI
MK OK K KOHTPOJIsI
CobmroieHue nopsiika BblJauy apXUBHBIX
JOKYMEHTOB, O(pOpMJIICHHE IIa0JIOHOB 3aIIPOCOB Ha
BBIJIa4y apXHUBHBIX JOKyMEHTOB. [loaroroBka yCTHBIH OMpOC,
OTBETOB Ha 3aIpPOChl: aPXUBHBIC CIIPABKHU, KOTTUU 1K 2.2, OLCAHIC
9 MJIK 02.03 | icrionp30BaHU€ apXHUBHBIX JIOKYMEHTOB, BBIIMMCKU W3 TOKYMEHTOB. Pabota 6 OK K 2.4 oleHKa ’
M/IK 02.04 | 1okyMeHTOB ¢ HH(POPMAITIOHHO-TIOUCKOBBIMH CUCTEMAMHU 01.-09. K 2' 5' .
U DJIEKTPOHHBIMHU KaTaJloramMu apxusa. Vcronnenue -+ | HPaKTHHCCKOU
3aIpOCOB M0 MOMUCKY APXHBHBIX Jel (JOKYMEHTOB) ACSATEILHOCTH
OpraHu3aIiK, B TOM YUCIIC C UCIIOJIb30BAHUEM
UH(POPMALIMOHHBIX TEXHOJIOTHH.
Bcero: 36
UTOroO: 72

ATTecTanys o NPaKkTHKE:

VYyebnas npakTrka — 1M pepeHpoOBaHHbIN 3a4€T, BbIPAaKeHHbIN B S-0a/1/1bHOI cucTeme.

[Ipon3BoacTBEHHAs NPAKTUKA — AU (P PepeHuMpOBaAHHbIN 3a4€T, BbIPAKEHHbIH B S-0a/JIbHOH cUCTEMe.

d)opMa KOHTPOJII U OICHKH — OtuéTr o MNPOX0KACHUH NMPAKTHKHU: JTHCBHUK IIPAKTHKHA, XaPaAKTCPUCTHUKA, aTTeCTAIlMOHHBIN JINCT.
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_ 3. YCJOBHUsS PEATU3ALIAHN
YYEBHOU U INPOU3BOJACTBEHHOMU ITPAKTHUKH

3.1. TpeGoBanusi K [JOKYMEHTAUUM, HEOOXOAUMOHN [JIsi TPOBEJCHMS
Y4eOHOM U MPOU3BOJACTBEHHON NMPAKTUKH

[lepen  mpoxoxzaeHueM  y4eOHOM M TPOU3BOJICTBEHHOW  MPAKTUKHU
oOydJaromuiicss  JIOJDKeH  BHHUMATEJIbHO  HM3Yy4YUTh  MporpaMMy  y4eOHOU
U TPOU3BOACTBEHHON NpakTUKU 10 TmpodeccruonansHomMy wmonaymo [IM.02 wu
O0paTUThCA K COOTBETCTBYIOIIMM HOPMATHUBHBIM MaTepuaiaM C Te€M, YTOOBI OBITH
MOJATOTOBJICHHBIM K BBIIIOJIHEHUIO TOPYYEHUMN, IOJYYEHHBIX OT PYKOBOIUTEI
IIPaKTUKH, K PEIICHUI0 KOHKPETHBIX IPABOBBIX BOIPOCOB. Kak Mpu moaroTtoBke, Tak
U B MEpUOJ MPOXOXKICHHS MPAKTUKU PEKOMEHIYETCSl MO BO3HUKAIOIIUM BOIpPOCaM
oOpamarbCcsi K 3aKOHOJATENbCTBY, IPOU3BOACTBEHHOM JIUTEpaType, MaTephaliam,
yOJMKYEMBIM B IEPUOIUYECKON TIEYaTH.

Jnst  mpoXOKIEHUsS TMPAKTUKKA —IPEAYCMOTPEHO COCTABICHUE CIIEIYFOIIUX
OTYETHBIX JIOKYMEHTOB 10 (hopMam, ycTaHOBJIEHHBIM [looskeHneM 0 MpakTHYeCKOn
noarotoBke odydaromuxcs B @I'BITOY «Komremx MU Poccrmy:

1) IHEBHUK MPAKTUKH, B KOTOPOM OOyYarolmemMycs HEOOXOAMMO €KEAHEBHO
3alKChIBaTh KpaTKUE CBEACHMSI O MpOJIEIaHHOM B TeueHHe AHA pabore. 3amucu
O BBINOJIHAEMON paboTe JOKHBI ObITh KOHKPETHBIMH U MOATBEPIKIATHCS MOANKUCHIO
PYKOBOAMTENST MpPakTUKKW MO MecTy e€ mnpoxoxnaeHus. C ero paspeuieHus
OoOy4Jaronuiicss oOcCTaBlIIeT y ce0sl COCTaBJICHHbIE MM TPOEKTbl JOKYMEHTOB.
B nHEBHHKE MOTYT OTpayKaThCsl BCE BOHUKAIOIIME BOIIPOCHI, CBSI3aHHBIC C Pa3peIlICHUEM
KOHKPETHBIX J1e]1. Benenne Takux 3anmuceit moATBepKAaeT (pakTHuecKoe BHIMOJIHEHHE
O0Oy4YaroIIMMCS IPOrPAMMBI TPAKTUKH;

2) xapakTepucTuka  Ha  oOydaromierocss MO  OCBOEHHIO  OOIIMX
U TpodeCCHOHATBHBIX KOMIIETEHIIMI B TMEPUOJ MPOXOKICHUS MPAKTUKU (B BHUJC
OT3bIBa pabOTOATENS);

3) aTTeCTAlMOHHBIN JIUCT, COJEP)KAIUNA CBEJACHUS OO0 YpPOBHE OCBOCHHUS
oOy4Jarorumcst o0mux 1 mpodhecCuOHANTbHBIX KOMIETEHITUH.

ITo oxoHYaHMM MpakTUKH OQPOpMICHHBIH OTYET O MPOXOXKICHUHU IPAKTHUKH,
BKJIFOYAIOIIMKA  JHEBHUK IMPAKTUKH, XapPaKTEPUCTHKY, aTTECTAMOHHBIA  JIUCT,
MIPEIOCTABIISACTCA OOYJAIONUMCS PYKOBOJUTEIIO MO MPAKTUYECKON TMOJITOTOBKE OT
Konnemxka.

3.2. TpeOoBaHMs K Y4eOHO-METOAUYECKOMY 00eCeYeHHI0 MPAKTUKHU

B xone yueOHOM W TPOM3BOJCTBEHHON MPAKTUKK OOYyYaromuecs IOJIKHBI
BBITIOJTHUTh WHJIUBUAYAJIbHBIC 3aaHuUs, YTBEPKAEHHBIC 110 BUJIaM padoT:

— 3HAKOMCTBO C MCTOI[I’IKOﬁ obecrnieueHUs COXpaHHOCTHU JOKYMCHTOB B apXHUBC;
— Ha3HaA4YCHUC CBCTOBOI'O, TCMIICPATYPHO-BJIAXKHOIO MW CAHUTApPHO-TMTHCHU-
YCCKOI'O PCIKHUMaA,
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— OXpaHHbIE U MPOTUBONOKAPHBIE MEPONPUSTHS B APXUBE;

— pallMOHAJIbHOE pa3MeEIlleHUue JOKYMEHTOB B apxuBe. Tomorpaduyeckue
yKazarenu;

— pectaBpanusi 1 KOHcepBauusa JOKyMeHTOB. [IpoBepka Hanu4us U COCTOSIHUS
JOKYMEHTOB B apXHBE.

3.3. TpeboBanusi K MATEPUAJTBLHO-TEXHUYECKOMY 00eCIIeYeHUI0 MPAKTUKH

IIpakTueckass IOATOTOBKA MPHU TMPOBEICHUN IPAKTUKA OPraHU3yeTCs
npo(UIBLHBIMU OpTaHU3AUSIMU W/WIHM CTPYKTYPHBIMU Tofpa3aenenusMu Komemxka,
IpEeIHA3HAYEHHBIMU JJI1 IPOBEICHUS TPAKTUYECKON MOATOTOBKH, KOTOPBIE CO3JA0T
YCIIOBUS, MPEJOCTaBISAIOT 000pYyAOBaHHWE U TEXHUYECKHWE CpPEICTBAa OOydYeHHUs B
o0BeMe, MO3BOJISIONIEM BBITIOTHATH omnpeneneHnbie [IM.02 Buasl paboT, CBsI3aHHBIE C
Oymymel mpodeCCHOHATBEHOMN AESITEIPHOCTHIO 00yYarOIIHXCAI.

Pacripenenenune oOydwaronmxcs Ha y4eOHYIO M TPOU3BOJICTBEHHYIO TPAKTUKY
OCYLIECTBIISIETCS B COOTBETCTBUM C HMX OLIEHOYHBIM PEUTHHIOM, CIIOCOOHOCTSIMH,
BO3MOXKHOCTSIMU M C Y4€TOM HMHAMBHUIYaJbHBIX TpeOoBaHMM paboTonartenei Ha
OCHOBAHMM IIMCEM-3a8BOK OT OpraHU3alMi, JKEJIAloIUX IPOBECTU IPAKTUKY
oOyuaromuxcst Kosnemka B CBOMX MOAPA3JENEHUAX B COOTBETCTBUU C 3aKIIO-
YEHHBIMM C OJTHMH OpPraHHU3alUsMHA JOTOBOPAMM O IPAKTHYECKOW IIOArOTOBKE
obOyuaromuxcs (J1anee — npouIbHbIE OpraHU3aInn).

I{J’IH MMPOXOKACHUS ITPAKTUKHU 06yt1a10nmec;1 HaIIPaBJAOTCA:

o B HojapasaenieHuss MUHUCTEPCTBAa HHOCTPaHHbIX Jiei Poccuiickon denepanuu;
O B PA3JIMYHBIE TOCYJAPCTBEHHBIE U KOMMEPYECKUE CTPYKTYPHI.

Pacnpenenenrie npakTUKaHTOB OCYIIECTBIISETCS:

0 TI0 OpPraHM3aIlUIM—MECTaM MPAKTHKHA — PYKOBOJAUTEIIEM IO TPAKTHYCCKOMN
nmoarotoBke ot Konnemxa;

0 TI0 KOHKPETHBIM pabOYMM MeCTaM MPAKTUKH — PYKOBOJUTETEM MPAKTHKH
OT NMpo(MITHLHOM OpraHU3aIUy.

PykoBoguTenr ~ mpakTUKM  OT  NpOPUIBHOM  OpraHU3alMi  HECeT
OTBETCTBEHHOCTH 3a MPOXOXKJICHUE MPAKTUKHU, MPEJOCTABISIET TPOoduiibHbIE paboune
MecCTa MPAKTUKH, OCHAIEHHBIE BCEM HEOOXOIMMBIM: MeOesbl0, KaHUEISIPCKUMU
MPUHAAJICKHOCTSIMY, TEYaTIMH W IITaMIaMH JiJIs 3aBEPEHUs apXUBHBIX CIPABOK,
KONMWU ¥ BBIMHUCOK (OTMETKA O 3aBEPEHUM KOIMWU JTOKYMEHTOB, mTamn «Komusy),
TEXHUYECKUMHU CpPEICTBAMH M OPITEXHUKOH, B TOM UHCJIE€ KOMHUPOBAIHHBIM
amnmaparoM (KCepokcoM) (IIsl BBIMOJHEHUS MHOXHUTEIBHBIX padoT), MEepPCOHAIBHBIM
KOMIBIOTEPOM C COOTBETCTBYIOIIUM MPOTPAaMMHBIM 0OeCTieYeHUEM, IPUHTEPOM (IS
BBIBOJIa MH(MOpPMALIMK Ha OYMa)kKHBIM HOCHUTENb), CKAHEPOM (1711 BBOJIa MH(OpMALINH
B KOMIIBIOTEP C OYMaKHbIX HOCUTEJEH), MHOTrO(QyHKUHOHAIbHBIM YCTPOMCTBOM
(npuHTEp, CKaHEp, KOMHUpP), YHUUYTOXKHUTEIEM JIOKYMEHTOB  (ILIpeaepom),
WHCTPYMEHTAMH U MaTepualiaMH [JIsl TMPOIIMBKU JOKYMEHTOB (MEXaHUYECKHE
U py4HbIE); a Takxke obecneyrBaeT HauOodbIIy:0 3()(PEKTUBHOCTD MPOXOKIECHUS
MPaKTUKH MyTEM TMepeMenieHusT OO0ydYalluxcs IO Pa3jIu4HbIM  Y4acTKaMm
npo@uIbHON PabOTHI.
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B nepuon npoxoxxaeHust IpakTHUKU MPOQUILHON OpraHu3aluen JOIKHbI ObITh
o0ecrieueHbl HEOOXOJUMBbIE YCIIOBHS, OTBEYAIOIIME TPEOOBAHUSAM OXpaHbl TPYyAa,
0€30MaCHOCTH JKU3HEJCATENIbBHOCTH M I0KApHOM O€30I1aCHOCTH B COOTBETCTBUHU
C MIPaBWJIAMH U HOPMaMH, B TOM YHUCJIE OTPACIIEBBIMH.

3.4. TpeOoBannust K PYKOBOAMTEJI) 10 NPAKTHYECKON  IOATOTOBKE
ot Kosutex:xa u pyKkoBOaMTE 10 MPAKTHKHA OT OPraHU3aluM

B cootBerctBum ¢ IlonoxkeHnem o MpakTUYECKOW MOATOTOBKE OOYYaIOIIUXCS
B ®I'BIIOY «Komnemx MUJ] Poccum» oOiiee pyKOBOJCTBO U KOHTPOJIb 3a
OpraHW3alueid ¥ TPOBEACHHEM TMPAKTUKH OOYYarONIUXCS  OCYIIECTBIISETCS
PYKOBOJUTENEM ILEHTPa TPYJAOYCTPOUCTBA M MPAKTUYECKOU MOJATOTOBKH, KOHTPOJIb
3a TMPOXOXKJICHUEM OOy4YarOUIMMUCS TPAKTAKH B YCTAHOBJICHHBIE TEPUOIbI
OCYILECTBIISIIOT PYKOBOJUTENNU IO TMpakTUYeckod moaroroBke oT Komnempxka,
Ha3HAYAEMbIE U3 YUCJIa MPENOoIaBaTeliel NMKIOBOM Komuccuu npenoaasareneit JJ0Y
U CHEUUAJIbHBIX JUCLIHILIMH, KOTOPBIE 3aKPEIUISIOTCS Ha ONMPEAECICHHBIE IEPUOBI 3a
y4eOHBIMU TPYIIaMH COOTBETCTBYIOIIMMHU MpuKa3zamu 1o Kosuiemky u oTBedaroT 3a
y4e0HO-METOJIMYECKOE COMPOBOXKICHHUE MPAKTUUECKON MOATOTOBKHU CTYICHTOB.

PykoBoguTenu mpakTHKM OT NPO(UIBHBIX OpraHu3aluidi  Ha3HA4YaroTCs
npoQUIbHBIMA ~ OpraHU3alMsiMA W3  YUClIa  KOMIETEHTHBIX  PabOTHUKOB
(pykosooumenu u cneyuanucmol apxueoe opeaunuzayut, cayxco JOY u m.n.),
KOTOpbIE JEUCTBYIOT B COOTBETCTBUHM C JIOTOBOPAMH O MPAKTUYECKON MOJArOTOBKE
00yyaroImXcs, 3aKII0YEHHBIMU MEX Ty KoJiemkeM U 3TUMU OpraHu3alusiMu.

PykoBoauTenu mpakTUKU OT MPOQPUILHBIX OpraHU3allui BIOpPaBE OMPEACIISTh
U3 UYHCJIa  BBICOKOKBAIM(UIHMPOBAHHBIX  PAOOTHUKOB  3THUX  OpraHu3aiuil
HAaCTaBHUKOB, IIOMOTAIOMUX OOyYaromumMcsi OBIaJeBaTh MPodhecCUOHATBHBIMU
HaBBIKaAMHU.

3.5. UudopmanmnoHHOe odecnieyeHHe peau3alui NporpaMMmsl

Jnst  peanmusarnuu  mporpamMmbl - OuOnmoTeuHbiii  (GoHA  00pazoBaTenbHOMN
OpraHu3allid JOJDKEH HWMETh IEeYaTHBIE W/WIIM DJIEKTPOHHBIE 00pa3oBaTelbHBbIC U
nH(OPMAITMOHHBIE PECYPCHI, /I HMCIOJIb30BaHUS B 00pa3oBaTEIHLHOM IpOIlecCe.
[Ipu QopmupoBanuun OubauoTeuHoro ¢oHma 00pa3oBaTENbHON OpraHU3aluu
BBIOMPAETCS HE MEHEE OJTHOTO U3/IaHUS U3 TIEPEUMCICHHBIX HUKE TIEYaTHBIX U3JIaHUN
U (WIM) SIEKTPOHHBIX HM3JaHUN B KaueCTBE OCHOBHOTO, IIPU 9TOM CIHUCOK, MOXKET
OBITH JOTOJTHEH HOBBIMU M3IaHUSIMHU.

3.5.1. OCHOBHBIE INEKTPOHHBIE U3TAHUS

1. Opranu3zanust apXuBHOHN U CITPaBOYHO-MH(OPMAIIMOHHON PabOTHI 1O
JIOKYMEHTaM OpraHu3allii: METOIMYECKOE TTOcOOUe MJis CTYJeHTOB. — MIBaHO-Ba
H.IT. M.: ®I'BITOY «Komnemx MU Poccuny, 2024. — 250 ¢. URL: https://college-
mid.ru/student/library/2024/arkhiv_2024.pdf.

2. loxymenTtanbhbiii ponag MUJL Poccuu: Metoauyeckoe nmocooue st
ctynenToB. — IBanosa H.II. M.: ®I'BIIOY «Komnemx MU/ Poccuny», 2023. — 58 c.
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URL.: https://college-mid.ru/student/library/2023/doc_fond 2023.pdf.

3. Packun, JI. 1. MeTouka u mpakTHKa apXUBOBEICHUS: YUCOHUK IS
cpennero npodeccuoHanbHoro oopazosanus / J[. U. Packun, A. P. CokomnoB. —
Mocksa: U3natensctBo FOpaiit, 2024. — 416 c. — (Ilpodeccuonansnoe o6paso-
BaHue). —-ISBN 978-5-534-16252-3. — TekcT : anektpoHHbIi / OOpa3zoBarenb-Has
wiatgopma FOpaiit [caiiT]. — URL: https://urait.ru/bcode/539267.

3.5.2. JlonoaHUTEIbHbIE UCTOYHUKH (NpU HeoOX00UuMocmi)

HopmaTtuBHbIE€ aKThI:

1. Koncturyuust Poccuiickoit @enepaunu ot 12.12.1993 (¢ yuérom nomnpaBokx,
BHECEHHBIX 3akoHaMu Poccum o nmompaBkax k Koncrurynmn Poccum ot 30.12.2008
Ne 6—®K3, ot 30.12.2008 Ne 7—®K3, ot 05.02.2014 Ne 2—DK3, ot 21.07.2014 Ne
11-®K3, ot 14.03.2020 N 1-DK3).

2. I'paxxnanckuit konexc Poccuiickoit @enepanuu (dacth nepsasi) ot 30.11.1994
No 51-®3 (pen. ot 08.08.2024).

3. TpynoBoit konekc Poccumiickoii ®denpepaunu ot 30.12.2001 Ne 197-@3
(pexn. ot 06.04.2024).

4. Yronoubiii koaekc Poccuiickoit ®Penepaunu ot 13.06.1996 No 63—®3
(pexn. 08.08.2024).

5.3akon  Poccum ot 21.07.1993 No  5485-1 (pen. 08.08.2024)
«O rocynapCTBEHHOU TaiHEY.

6. ®enepanbublii 3akoH OT 29.12.1994 No 77-®3 (pexa. ot 01.05.2022)
«O0 00s13aTETBLHOM 3K3EMILTAPE JOKYMEHTOBY.

7. ®enepanbubiii 3akoH oT 22.10.2004 No 125-®3 (pen. ot 13.12.2024)
«O0 ApxusHoM aene B Poccuiickoit @deneparymy.

8. ®enepanbubiii 3akoH 0T 02.05.2006 No 59-®3 (pea. ot 30.03.2025)
«O mopsiike paccMoTpeHus oopatieHuit rpaxaan Poccuiickoit @enepanum.

9. ®enepanbubiii 3akoH oT 27.07.2006 Ne 149-®3 (pea. ot 08.08.2024)
«O06 undopmarnuu, HHOPMAIIMOHHBIX TEXHOJIOTHIX U O 3alIUTe UH(POPMALIUN.

10. ®enepanbubiii 3akoH oT 27.07.2006 Ne 152—®3 (pen. ot 08.08.2024)
«O mepcoHaNbHBIX JAHHBIX).

11. ®enepanbubiii 3akoH 0T 06.04.2011 Neo 63—®D3 (pen. or 04.08.2023)
«O0 31EKTPOHHON TOATIHUCH.

12. Ykas3 IIpe3unenta Poccuiickoit denepanuu ot 04.04.2016 Ne 151 «O Dene-
paJbHOM apXUBHOM ar€HTCTBEY.

13. Ykas3 IIpesunnenra Poccuiickoint @eneparunm ot 22.06.2016 Ne 293 «Bompocsl
®denepanbHOTO apXUBHOIO ar€HTCTBAY.

14. Paciopsixenne  IIpaBurensctBa Poccnm ot 21.03.1994 Ne 358
«O  COXpaHHOCTH JOKYMEHTOB II0 JIMYHOMY COCTaBy BBICBOOOKIAEMBIX
PaGOTHHUKOBY.

15. ITocranoBnenne Muntpyaa Poccun ot 10.09.1993 Ne 152 «Hopmsl BpemeHu
Ha pabOTHl IO aBTOMATU3UPOBAHHON apXWBHOW TEXHOJOTUHU U JIOKYMEHTAIIMOHHOMY
00ecCIeueHnI0 OPTaHOB YIIPABICHUS.
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16. I[Ipukaz Mwuntpyna Poccum ot 19.04.2018 Ne 266 «O0 yTBepKIeHUU
npodeccruonanbHoro cranaapra “Crenuanuct no (GOPMHUPOBAHUIO SIECKTPOHHOTO
apXxuBa’».

17. Tlpuka3z Muntpyna Poccuu ot 15.06.2020 Ne 3331 «O06 yTBepXICHUU
npodeccuoHanbHOro cTanAapta “CrneruanucT Mo opraHu3alliOHHOMY U
JIOKYMEHTAIMOHHOMY 00€CTIEUEHHUIO YIIPaBICHUSI OpraHu3aluen’”».

18. Tlpuka3z Muntpyna Poccuu ot 18.03.2021 Ne 140H «O06 yTBEpX1eHUU
npodeccuoHanbHOTO cTaHAapTa “CHeruanucT apxuBa’ .

19. Ipuxaz MUJ{ Poccun ot 17.04.2007 Ne 5213 «OG0 yTBepkIeHUU HOBOM
penakuuu Equnoro knaccudukaropa gokymentoB MU/ Poccuny.

20. IMpuxaz MUJL Poccuu ot 05.04.2013 Ne 4806 «O0 yTBEepkaeHUN
HNHcTpykuuu 1o penonpousBoactsy B cucteMe ML Poccum.

21. IIpuxa3 Pocapxusa ot 06.04.2001 Ne 25 «O0 yTBepxkaeHnn Metoanaeckux
pPEKOMEHJAIMi IO aTTeCTallui PAaOOTHUKOB APXUBHBIX OPTaHOB U YUPEKIACHUI.

22. Ilpuka3 Pocapxusa ot 14.01.2004 Ne 9 «O06 yTBepxaenun MeToauku
pacyéra MTAaTHON YMCIEHHOCTH TOCYAAaPCTBEHHBIX apXUBOB HA OCHOBE HOPMAaTHUBOB
10 TPYIY».

23. Ilpuka3 PocapxuBa ot 15.12.2016 No 146 «O06 yTBepXA€HUU periiaMeHTa
denepanbHOrO apXUBHOIO ar€HTCTBAY.

24. Ilpuka3 Pocapxusa ot 09.01.2017 Ne 1 «O6 yTBepkaeHuun
AJMUHHCTPAaTUBHOTO perjaMeHTa Mo npeaocTaBieHuio denepanbHbIM ApXUBHBIM
areHTCTBOM TOCYJapCTBEHHOH ycayru “Opranu3aius nHOOPMAITMOHHOTO 00ECTICYCHHS
rpaX<JaH, OpraHu3aluii 1 OOIIECTBEHHBIX 00bEINHEHHI Ha OCHOBE TOKYMEHTOB
ApxusHoro (onna Poccuiickoit @eneparyu v APYyrux apXuBHBIX JOKYMEHTOB »

25. Ilpuka3s Pocapxusa ot 01.09.2017 Ne 143 «OG0 yrBepxnenuu [lopsiaka
HCIIOJIb30BaHUS apPXUBHBIX JOKYMEHTOB B TOCYJaPCTBEHHBIX U MyHULMIIATbHBIX
apxuBax Poccumy.

26. ITpuka3 PocapxuBa ot 11.04.2018 Ne 42 «O0 ytBepxkaenuu [IpumepHoro
MOJIOKEHUS] 00 apXKBE OPTaHU3AIUNY.

27. Ipuka3 PocapxuBa oT 11.04.2018 Ne 43 «O06 yrBepxkaenuu [IpumepHoro
MOJIOKEHUS] 00 AKCIIEPTHON KOMUCCUU OPraHU3aLIUN.

28. Ilpuka3 Pocapxusa ot 11.04.2018 Ne 44 «O6 yrBepxkaeHuu [IpumepHoi
WHCTPYKLHH MO JIETONPOU3BOACTBY B TOCYIAPCTBEHHBIX OPTAHU3ALUAX).

29. Ilpuxkas Pocapxusa ot 20.12.2019 Ne 236 «O6 yrBepxaenuu Ilepeuns
TUIIOBBIX YIPABIEHYECKUX apXUBHBIX JJOKYMEHTOB, 00pa3yIoLIXcs B MpoLecce
NEeATEIbHOCTH FOCYAAaPCTBEHHBIX OPraHOB, OPTaHOB MECTHOI'O CaMOYIIPABIICHUS U
OpraHu3alMN, C YKa3aHUEM CPOKOB XPAHECHUS.

30. Ilpuka3 Pocapxua ot 20.12.2019 Ne 237 «O0 ytBepxxaenuu MucTpykuuu
10 MPUMEHEHHUIO [lepeyuHs TUITOBBIX yIPABICHUYECKUX apXUBHBIX JOKYMEHTOB,
00pa3yroluxcs B mpoliecce AeATeIbHOCTH TOCYJapCTBEHHBIX OpPTraHOB, OPraHOB
MECTHOTO CaMOYIIPaBJIEHUS U OpraHU3alluid, C YKa3aHUEM CPOKOB XPaHEHHUSI.

31. IIpuxka3 Pocapxuga ot 25.02.2019 Ne 30 «O6 yrBepxxaeHuu [IpumepHoro
noJsioxkeHus o LlentpansHOM apxuBe (henepaibHOTO OpraHa rocy1apCTBEHHOU
BJIACTH, MHOTO (PeiepaibHOrO rOCy1IapCTBEHHOTIO OPTaHay.
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32. Ilpuka3 PocapxuBa ot 25.02.2019 Ne 31 «O6 yrBepxkaenun [Ipumeproro
nosioxkeHus o LlenTpanbHOM 3KCIIEpTHON KOMUCCUH (PeiepalIbHOTO OpraHa
roCyapCTBEHHOM BJIACTH, HHOTO (eJepaIbHOTO TOCYAAPCTBEHHOTO OPTraHa.

33. Ilpuxka3 PocapxuBa ot 22.05.2019 Ne 71 «O6 yrBepxaenuu [IpaBuin
JIETIONPOU3BOACTBA B TOCYAAPCTBEHHBIX OpPraHax, OpraHax MECTHOTO
CaMOyTIPaBJICHUSD.

34. Tlpuxa3 PocapxuBa ot 02.03.2020 Ne 24 «O6 yrBepxaeHuu [IpaBui
OpraHu3aliy XpPAHEHMs], KOMIUIEKTOBaHUS, YUETA U UCIOJIb30BAHMS JIOKYMEHTOB
ApxuHoro ¢onna Poccuiickoit @enepaiiivl U Apyrux apXUBHBIX TOKYMEHTOB B
rOCy/IapCTBEHHBIX U MyHHUIIMITAJIBHBIX apXUBaX, My3esX U OMOIMOTEKax, HAyYHbIX
OpraHU3aLUIX».

35. Ilpuka3 PocapxuBa ot 25.06.2020 Ne 75 «O6 yrBepxkaenun Ilopsinka
npU3HaHMs TOKyMEHTOB ApxuBHOTO QoHaa Poccuiickoit denepannn HaXOaIMIUMUCS
B HEY/IOBJIETBOPUTEIBHOM (PU3NYECKOM COCTOSIHUN.

36. Ilpuxka3 PocapxuBa ot 15.07.2020 Ne 69 «O06 yTBep>KA€HUU THUIIOBBIX
(GyHKIHMOHATIBHBIX TPEOOBAHUM K CHCTEMaM 3JIEKTPOHHOTO IOKYMEHTO000pOTa U
CUCTEMAaM XPAaHEHUS AJIIEKTPOHHBIX IOKYMEHTOB B apXUBAX I'OCYJAaPCTBEHHBIX
OpTraHoOB.

37. Ilpuxa3 Pocapxusa ot 09.12.2020 Ne 155 «O6 yrBepxkaenun IIpaBun
OpraHu3alliy XpaHEeHHs], KOMIUIEKTOBaHUS, YUETa U UCIOJIb30BAHMS HAYYHO—
TEXHUYECKOMN TOKYMEHTAllX B OpraHax rocy/1apCTBEHHOM BJIACTH, OPraHax
MECTHOT'O CaMOYIIPaBJIEHUS, TOCYJAPCTBEHHBIX U MYHULIUITAJIbHBIX OPraHU3aIusax».

38. Ilpuxka3 Pocapxusa ot 24.12.2020 Ne 199 «O06 ytBepxkaeanu MeToaudecKkux
pEeKOMEHIalui Mo pa3paboTKe MHCTPYKIIHIA MO J1€JIOMPOU3BOICTBY B
roCyJapCTBEHHBIX OpraHax, OpraHaXx MECTHOIO CAMOYIPABICHHUS.

39. Ilpuka3z PocapxuBa ot 31.07.2023 Ne 77 «O0 yTBEp>KIAE€HUH MPaBUII
OpraHU3all{ XPaHEHUs], KOMIUIEKTOBAHUS, yYE€Ta U UCIIOJIb30BAHMS JOKYMEHTOB
ApxuBHoro ¢onaa Poccutickoit denepanyiu 1 APyrux apXMBHBIX JOKYMEHTOB B OpraHax
rocyJapCTBEHHOM BJIACTH, OpraHaX MECTHOT'O CAMOYMPABIICHUSI U OPTaHU3aIUSIX).

40. ITpuka3z Muno6pHayku Poccun ot 29.11.2023 Ne 1111 «O Ilepeune
JOKYMEHTOB, 00pa3yloIIMXCcs B MPOLECCE ACSITENbHOCTH MUHUCTEPCTBA HAYKU U
BhICIIEro oOpa3zoBaHus Poccuiickoit denepalivy U MoBeI0OMCTBEHHBIX €My
OpraHM3alul, C YKa3aHHUEM CPOKOB XPAHEHUS».

41. IIpuka3 banka Poccum ot 29.12.2023 No O/1-2292 «O06 yTBEpKICHUH
[lepeunst JOKyMeHTOB, 0Opa3yromuxcs B AesTenbHocT LlenTpansHoro OaHka
Poccuniickont @enepanuu, ¢ yKkazaHUEM CPOKOB XPaHEHUS.

42. TOCT 17914-72. «O010KKH A€M JIUTEIBHBIX CPOKOB XPAHEHHSI.
Texunueckue ycinoBus», BBeAEH Ilocranosnenunem I'occrangapra CCCP ot
17.07.1972 Ne 1411 (pen. ot 13.10.1982).

43. TOCT P 7.0.97-2016. «Hauuonansueii crangapt Poccuun. Cucrema
CTaHAAPTOB 0 UHPOPMALIMH, OUOIUOTEYHOMY U U3/1aTEITLCKOMY JIEITy.
OpranuzanmoHHO—pacnopsaIuTeNbHas JoOKyMeHTanus. TpeboBaHus Kk 0(hOpMIIEHHUIO
TOKyMeHTOB», yTB. [Ipukazom Poccranmapra ot 08.12.2016 Ne 2004—cTt (pea. ot
14.05.2018).
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44. TOCT P 7.0.8-2025. «Hamonaneubiii cranaapt Poccun. Cucrema
CTaHJIapTOB 110 HH(popMaK, OMOIMOTEYHOMY U U3/1aTEIbCKOMY JETY.
Jlenonpon3BoACTBO U apXUBHOE A€s10. TepMHHBI U onpesieieHus», yTB. [Ipukazom
Poccranmapra ot ot 28.01.2025 Ne 30-cT1).

45. Metoauueckue pekomeHnaunu k IIpaBuiiaMm opranusaiuy XpaHeHus,
KOMIUIEKTOBAHHUS, yU€Ta U UCIIOJIb30BaHUs JOKYMEHTOB ApXUBHOrO (poHaa
Poccuiickoii @enepanuu U Apyrux apXUBHBIX JTOKYMEHTOB B FOCY/IapCTBEHHBIX U
MYHUIIMIIAJIBHBIX apXUBaX, My3esX U OMOIMOTEKaX, HAyUYHbIX OpraHU3aIHsIX /
Pocapxus, BHUNJIA/I. — M., 2021. - 330 c.

46. MeTtonuyeckue peKoOMEHIaluU 1o pa3paboTke deaepanbHbIMU OpraHaMu
rOoCyapCTBEHHOW BJIACTU MIPUMEPHBIX HOMEHKJIATYP €] Il TEPPUTOPHAIIBHBIX
OpPraHoB U MOABEAOMCTBEHHBIX opranu3auuii / Pocapxus, BHUMUJIA/. M., 2018. 29 c.

47. Metoauueckue peKOMEHAAIMH 0 padoTe C JOKYMEHTAMH 110 JTUYHOMY
COCTaBY B OCYJapCTBEHHBIX U MYHULIMIIANBHBIX apXHUBaX, apX1UBax opraHu3anuil /
Pocapxus, BHUNA/. M., 2018. 72 c.

48. MeTtonueckue peKkoMeHAalnu « JKCIepTU3a LIEHHOCTH U 0TOOp B COCTaB
ApxusHoro ®@onpga Poccuiickoit denepanyiu JOKYMEHTOB 110 JIMYHOMY COCTaBY»,
cornacoBansl ¢ LIDIIK npu Pocapxuse 23.12.2014.

49. Metoanueckue pekomeHaanuu «CocTaBiIeHUE apXUBHBIX OMKUCEN B
AIIEKTPOHHOM (hOpMe U UX UHTETpalus B UHPOPMALMOHHYIO HHPPACTPYKTYPY
rOoCyJapCTBEHHBIX U MYHUIIMIIAJIBHBIX apxuBOB». Pocapxus, BHUMNJIA/I. M., 2013.

50. Metonnueckue pekoMeHaanuu «OnpeeneHue oprann3alui—MCTOYHUKOB
KOMILJIEKTOBAHMSI TOCYJAPCTBEHHBIX U MyHULMIIAIBHBIX aPXHUBOB), COTJIaCOBAHBI C
LSIIK mpu Pocapxuse 30.10.2012.

51. MeTonnuyeckre peKOMEHJaliy 10 UCIOJHEHUIO 3alIPOCOB COLIMAIBHO-
npaBoBoOro xapakrepa. Pocapxus, BHUNJIA/L. M., 2011.

52. OTO0p Ha roCyIapCTBEHHOE XPaHEHHE YIPABIEHYECKUX JOKYMEHTOB,
00pa3yoIuXCs B 1€ATEIbHOCTH HETOCYJApCTBEHHBIX OpraHu3aiuil. Metonuueckue
pexomenaanuu (ogoopensl [IITIK Pocapxua 15.12.1996). — M., 1997. — 58 c.

53. PexomeHaanuu no KOMIJIEKTOBAHUIO, YUETY U OpTraHU3ALMK XPaHEHUS
AJIEKTPOHHBIX aPXUBHBIX JOKYMEHTOB B apXUBax opranuzauuii. Pocapxus,
BHUNJAL. M., 2013.

54. CnoBapb BUIOB U PA3HOBUIHOCTEN COBPEMEHHOW YIIPABICHYECKON
nokyMmenrtaiuu. Pocapxus, BHUNJIAJI. M., 2014.

55. bacakoB, M.I., JlokymeHTallMOHHOE OO€ecIiedeH e yIpaBieHus (¢ OCHOBaMHU
apxuBoBejeHus): yueonoe nocodue mia CIIO / M.U. bacakoB. — Mockaa:
N3narensctBo KHOPYyC, 2023. — 216 ¢. — Tekcr : HenocpeacTBeHHbIN. — [SBN 978—-5—
406-07305-6.

56. Beperexuna, C.B., HerocygapcTBeHHbIE CTPYKTYPBI U ayTCOPCUHT B
apxuBHOM fene: MmoHorpadus / C.B. Beperexuna. — Mocksa: M3natensctBo KHoPyc,
2024. — 128 c. — Tekcr : HenocpenctBeHHbln. — [SBN: 978-5-4365-8006—7.

57. Eropos, B.I1., CiuabkoB, A.B. Ob6ecnieueHrie COXpaHHOCTH, PECTaBPALIMS U

KOHCEpBaIlus TOKyMEHTOB: yueOHoe nocooue. — C.—I16.: Jlans, 2022. — 220 ¢. —
ISBN: 978-5-507-45047-3.
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58. Koznos, B. [1. ApxuBoBenenue: yueOHHUK U MpaKTUKyM st By3oB / B. I1.
Ko3snoB. — Mockga: U3natensctBo FOpaiit, 2024. — 329 c. — (Bricmiee
obpazoBanue). — ISBN 978-5-534-14066—8. — TeKCT: 2JIEKTPOHHBIH //
O6pazoBarenbHas maatdopma FOpaitt [caiit]. — URL: https://urait.ru/bcode/519689.

59. IlaBnoga, P. C. Jlenmonpoun3BoCTBO 10 00paIlleHUsIM Tpak/iaH: ydeOHOe
nocobue ansg CIIO / P. C. I1aBnoa. — Caukr—IletepOypr: Jlans, 2022. — 324 c.: un. —
Tekct: HenocpeacTBeHHbl. — ISBN: 978-5-8114-9925-0.

60. Ilonos, A. B. ApxuBoBenenue. 3apyoexHnas Poccuka: yaueOHUK 11s
cpennero npodeccuoHanbHOro oopazosanus / A. B. [TonmoB. — Mockaa:
NznarensctBo FOpaiit, 2024. — 168 c. — (IIpodeccnonanpHoe 00pa3oBaHue). —
ISBN 978-5-534-10240—-6. — TekcT: anmekTpoHHbIi // O6pa3oBarenbHas
mwiatdopma FOpaiit [caiit]. — https://urait.ru/bcode/517666.

61. Packun, J[. 1. ApxuBoBenenue: yueouuk ams By3os / [. U. Packun, A. P.
Coxkon0B. — 2—€ u31., ucnp. u nom. — Mocksa: M3gatensctBo FOpaiit, 2024, — 468
c. — (Boiciiee oopazoBanue). — ISBN 978—-5-534—15245—6. — Texcr:
anekTpoHHbIH // OOpa3zoBatenbHas margopma FOpait [caiiT]. — URL:
https://urait.ru/bcode/510961.

62. Camapuyk, H.C., MapkeTuHroBast A€sT€IbHOCTb TOCYAaPCTBEHHBIX aPXUBOB:
MoHorpadus / H.C. Camapuyk. — MockBa: U3gatensctBo Pycaitnc, 2023. — 312 ¢. —
Tekct: HenocpeacTBeHHbId. — [SBN: 978-5-466-01550-8.

63. Tenpuapos, A. JI. ApxuBoBeieHHe: yueOHOe mocodue s 6akanaBpoB / A.
J1. Tenbuapos. 5—e uzn. — Mocka: UTK «/lamkos u K», 2023. — 184 ¢. — Tekcr:
HernocpencTBeHHbId. — ISBN: 978-5-394-05400-6.

64. XopxopauHna, T./. ApxuBHas 3BpUCTHUKA: METOJIbI BHISIBIICHHSI ADXUBHBIX
JOKYMEHTOB : Y4eOHUK U mpakTuKyM Juist By30B / T. M. Xopxopauna. — 2-e u3f.,
nepepad. u non. — Mocksa : U3narensctBo FOpaiit, 2024. — 367 c¢. — (Bricuee
obpazoBanue). — ISBN 978-5-534-19176-9. — TekcT : 37eKTpOHHBIH //
O6pazoBartenbHas matdopma FOpaiit [caiiT]. — URL: https://urait.ru/bcode/556095.

65. LlemenkoBa, C.1. ApxuBoBeaenue. cropust apxuBoB Poccun ¢
JPEBHEUIINX BpeMEH /10 Hauajga XX BeKka : ydeOHoe mocoOue JiJisi CPpeaHEro
npodeccuonansHoro odpaszosanus / C. . Llemenkosa ; moa Hay4yHo peaakuueit JI.
H. Ma3zyp. — Mockaa : M3narensctBo FOpaiit, 2024. — 128 ¢. —
(ITpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-12086-8. — Teker :
anekTpoHHbIH // Obpa3oBaTenpbHas wiatdopma FOpait [caiit]. — URL:
https://urait.ru/bcode/555669.

66. [lTaxomnanosa, O.FO. Opranu3zanus rocyJapCTBEHHBIX yupexaeHuil Poccun :
yaeOHoe mocodue st cpeanero npodeccuonanbHoro oopaszosanus / O. HO.
[ITaxomanoBa. — 2-e u3 ., mepepad. u gorn. — Mocksa : M3narensctBo FHOpaiit,
2022. — 161 c¢. — (Ilpodeccuonansuoe oopazoanue). — ISBN 978-5-534-12448-4.
— Texcr : anexkTponHubiii / ObpazoBaTenbHas mwiardopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/496292.
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HNuTepHer pecypcesl:

1. http://archives.ru/ — opurmansHbiii caliT denepaaIbHOrO apXUBHOTO
areHTCTBA.

2. http://www.rusarchives.ru/ — mopran ApxuBsl Poccum.

3. http://archives.ru/documents/methodics/OAD/index.html — MybTHME THITHBIIHI
CIPaBOYHO—METONYECKHI pecypc «OCHOBBI apXHUBHOM JIEATEITHBHOCTH.

4. http://www.vniidad.ru/ — opurnmansusiii cair BHUMJIA/L.

5. http://pravo.gov.ru/ — ['ocynapcTBeHHas: cUCTEMa IPABOBOM MH(POPMAIIUH.

6. http://www.consultant.ru/ — cnpaBouHo-npaBoBas cucrema «KoHCyIbTaHT
[Tmrocy.

7. http://docs.cntd.ru/ — koncopunym Koneke —3nexTpoHHbIN (HOHI TPaBOBON U
HOPMAaTUBHO—TEXHUYECKOW IOKYMEHTAITUH.

8. http://www.rusarchives.ru/izdaniya—i—publikacii/otraslevye—smi/zhurnal—
otechestvennye—arhivy/soderzhanie—nomerov — sxypHain «OTeuecTBEHHbIC apXUBBIY.

9. http://www.vestarchive.ru/ — ;xypHan «BecTHUk apXuBucTay.

10. http://www.rosspen.su/ru/archive/ — xxypHan «cropudeckuii apXuBy.

11. http://www.delo—press.ru/ — xypHai «Jle1onponu3BoACTBO U apXUBY.

12. http://www.sekretariat.ru/ — PRO—/lenonpousBoactso. [lopran s
pykoBoautene ciyx6 JIOY u cekperapeii Bcex ypoBHEH.

13. http://www.profiz.ru/sr/ — npodeccroHaabHbIN KypHAI JJIs1 CEKpETapei.

14. https://www.gdm.ru/ — I'unpaust ynpaBisromuX JOKYMEHTAIHCH.

15. https://ecm—journal.ru/ — sxypHasI 006 JIEKTPOHHOM KOHTEHTE, JOKYMEHTaX U
Ou3Hec—mpoleccax.

Ileprognyeckue U3aaHUsL:

1. XKypnan «OreyecTBEHHbIE apXUBbI» BBIXOIUT ¢ 1923 T.

2. Kypnan «BecTHuk apxuBucTa» BbIXOauT ¢ 1991 r.

3. Kypnan «Mcropuueckuii apxuB» Ha PEryIsipHONA OCHOBE BBIXOAUT ¢ 1992 r.

4. Kypnan «/lenonpou3BoACTBO U JOKYMEHTOOOOPOT Ha MPEATPUATUI
BeIxoaut ¢ 2002 .

5. XKypnan «Cekperapb-pedepent» Boixoaut ¢ 2002 T.

6. Kypnan «CnpaBodHHK cekpeTaps U opuc-MeHemkepa» Berxoaut ¢ 2002 T.
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4. KOHTPOJIb 1 OLEHKA PE3YJIbTATOB
YYEBHOU U NNPOU3BOACTBEHHOMU IIPAKTHUKMU,

4.1. ®opMbl U METOJIbI

KOHTPOJII MW OLCHKHU PCE3YJIbTATOB IIPAKTHKH,

IMOATBCPIKAAOIMIUX OCBOCHUC BHJIOB

npodeccuonansuoit  gesitenbHocTd 1O [IM.02, 1MOMDKHBI TO3BOJSATH MPOBEPSITH y OO0ydaromuxcs CcPOPMUPOBAHHOCTD
po(eCcCUOHANIBHBIX U OOIINUX KOMIETEHIIUMI:

Koa n HaumeHoBaHue
NnpodecCHOHAIBLHBIX U 00X KOMIIeTeH Ui,
(opMHupyeMBbIX B paMKaX MOAYJIs

Kputepnu oueHku

MeTtoabl OlIEeHKH

[IK 2.1.
Ocy1ecTBIATh KOMILJIEKTOBAaHHE apXUBHBIMU
nenamMu (JIOKyMEHTaMM) apXyuBa OpraHU3aIiu

Ocy1ecTBiIeHHe KOMITJICKTOBAHUS
ApPXUBHBIMHU Jiel1aMH (JOKYMEHTaMH )
apXuBa OpraHu3aIiu

AHaM3 ¥ OlleHKa MPAaKTHYECKOH IeITeIbHOCTH.

AHanu3 1 OlleHKa peleHuil mpoOIeMHBIX CUTYaIHi

TP BBIMIOJTHEHUHU MTPAKTUYECKUX 3a/IaHHM.

ATTecTanus o y4eOHOI 1 MPOU3BOICTBEHHOM MPaKTUKE.

K 2.2.
Bectu yuet apxuBHBIX /€71 (IOKYMEHTOB), B TOM
YHCJIE C UCII0JIb30BAaHUEM aBTOMAaTH3UPOBAHHBIX
CUCTEM

Benenue ydyera apXuBHBIX J€I1
(IOKyMEHTOB), B TOM YUCIIE

C MCII0JIb30BaHUEM
aBTOMATU3UPOBAHHBIX CUCTEM

AHanu3 ¥ OLEHKa [IPAKTUYECKOH 1eATeIbHOCTH.

AHanu3 U OLeHKa peleHni MpoOJeMHBIX CUTYalUi

IPU BBIIIOJHEHUU NPAKTUYECKUX 3aJaHUM.

ATtTecTanuus 1o yueOHOI U MPOU3BOJICTBEHHON MTPAKTHKE

1K 2.3.

OCYU.ICCTBJ'IHTB XpaHCHUEC apXUBHBIX OCJI
(,I[OKyMeHTOB) C ITOCTOSAHHBIM CPOKOM XPaHCHHA
" 110 JIMYHOMY COCTaBY B apXHBC OpraHU3allun

Ocyl1iecTBIEHUE XPAHEHUS apXUBHBIX
nen (I0KyMEHTOB) C TIOCTOSITHHBIM
CPOKOM XpaHEHUS U IO JINYHOMY
COCTaBYy B apXMB€ OpraHu3aluu

AHanus 1 OLEHKAa TPAKTUYECKOH NeATEIbHOCTH.

AHanu3 1 OleHKa peleHN MpoOJIEeMHBIX CUTyalui

IPY BBIOJHEHUH MPAKTUYECKUX 3alaHUM.

ATtTecranus 1o yueOHO# U IPOU3BOJICTBEHHOM MTPAKTUKE

[1K 2.4.

Ocy1iecTBISTh XpaHEHHUE, KOMILJIEKTOBAHUE,
y4eT ¥ UCTIONIb30BaHUe JeN (JOKYMEHTOB)
BPEMEHHOI'0 XpaHEHUs

Ocy1uecTBieHNE XpAHEHNUS,
KOMILJIEKTOBAaHHUS, yUeTa 1
UCMOJIb30BaHUS J1eN (JOKyMEHTOB)
BPEMEHHOI'0 XpaHEeHUs

AHanu3 1 OLEHKa ITPAKTUYECKOHN NeATEIbHOCTH.

AHanu3 1 OlleHKa peleHN MpoOIEeMHBIX CUTYyalui

IPY BBIOJHEHUH MPAKTUYECKUX 3alaHUM.

ATtTecranys 1o yueOHo ¥ MPOU3BOICTBEHHOM MPaKTHKE

IK 2.5.

OcCymIeCcTBISITh UCTIOJIb30BAaHUE APXUBHBIX JIETT
(TOKYMEHTOB), B TOM YHCJIE C UCTIOJIb30BaHUEM
ABTOMATU3HPOBAHHBIX CHCTEM

OcylecTBICHUE UCTIONB30BAHUS
apXUBHBIX €] (JIOKyMEHTOB),
B TOM YHCJIE C UCTIOJIb30BaHHEM
aBTOMATHU3HPOBAHHBIX CHCTEM

AHanmm3 1 OlleHKa NPAKTUYECKOU 1EeATEIIbHOCTH.

AHanu3 U OlleHKa peleHnil MpoOJeMHBIX CUTYalUi

IIpY BBINIOJIHEHUH MTPAKTHYECKUX 3aJaHUI.

ATtTecTanus 1o yueOHOI 1 MPOU3BOJICTBEHHON MPAKTHKE
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Koa 1 HanMeHoOBaHMe
NnpodecCHOHAIBHBIX U 00IUX KOMIIeTeHM,
(opMupyeMBbIX B paMKaX MOAY.JIs

Kputepnu oueHku

MeTtoabl OlIEeHKH

OK 01.

Bri6upath ciocoObl perienus 3a1a4y
npoeccnoHaNbHOM e TEIbHOCTH
MPUMEHHUTEIHHO K Pa3IMUHbIM KOHTEKCTaM

Br160op criocoba perieHus 3aaaq
poeCCUOHATIBHOM I TETLHOCTH
NPUMEHUTEIHHO K Pa3IHYHBIM
KOHTEKCTaM

AHanu3 1 OlleHKa MPAKTHYECKOH 1eaTeIbHOCTH.

AHaM3 ¥ OlleHKa pelieHUu MPOOJIEMHBIX CUTYAIUi TIPH
BBIMOJTHEHUH MTPAKTUUYECKUX 3a/IaHUM.

ATtTecranus Mo yueOHOM ¥ MPOU3BOJACTBEHHOMN MPAKTHKE

OK 02.

Hcnonb30BaTh COBPEMEHHBIE CPENICTBA ITOMCKA,
aHaJIM3a U MHTEepIpeTanuy HHpopMaIum, u
I/IH(l)OpMaIlI/IOHHI)IC TEXHOJOI'nU 114
BBITNIOJTHEHUS 33/1a4 PO eCCUOHAIbHON
JeSITEJIbHOCTH

Hcrnonb30BaHnE COBPEMEHHBIX
CpEJICTBA MIOKCKA, aHAJIN3a U
MHTEpHpeTanuy HHPOpMaLuu, U
UCTIOJIb30BaHUE NH(OPMAITMOHHBIX
TEXHOJIOTUH JIJIsl BBIIIOJIHEHUS 33]1a4
podheCCHOHATBHON AeATEIbHOCTH.

AHanu3 1 OLeHKa TPAKTUYECKOH 1eATEIbHOCTH.

AHanu3 1 OleHKa peIIeHHH MPOOJIEMHBIX CUTYallui pu
BBITTOJIHEHUH NTPAKTUYECKUX 3aIaHHH.

ATtTectanus o yueOHOM U MPOU3BOICTBEHHOM MTPaKTUKE

OK 03.

[TnanupoBaTh U peann30BbIBATH COOCTBEHHOE
npodecCHOHaIbHOE U INYHOCTHOE PAa3BUTHE,
NpCANPUHUMATCIIBCKYIO ACATCIBHOCTL B
npodeccnoHabHOM cepe, HCITOTb30BaTh
3HaHUS 10 PUHAHCOBOM rPaMOTHOCTHU B
PA3JIMYHBIX ) XU3HCHHBIX CUTYyallUAX

IInanupoBaHue u peanusanus
CcOOCTBEHHOTO TPO(PECCHOHATILHOTO U
JMYHOCTHOTO Pa3BUTHS,
PEANPUHIMATEIBCKOHN e TETbHOCTH
B ipodeccnoHanIbHOM chepe,
HCIIOJIb30BAaHNE 3HAHUM 110
(uHaHCOBOI I'PaMOTHOCTH B
Pa3NIUYHBIX KU3HEHHBIX CUTYAIUSIX

AHanu3 1 OLEeHKa IPAKTUYECKOH 1eATeIbHOCTH.

AHanu3 1 OLEeHKa peleHN MPoOIEeMHbBIX CUTYaLlUN IIPU
BBINIOJTHEHUH NTPAKTUYECKUX 3aJaHUM.

ATtTectanus 1o yueOHOM U MPOU3BOJICTBEHHON MTPAKTHKE

OK 04.
D¢ dexTuBHO B3aUMOIEHCTBOBATh U PabOTATh B
KOJUJIEKTHBE U KOMaH/Ie

B3aumoneiictBue u pabota B
KOJUIEKTUBE U KOMaHJIE

AHanu3 ¥ OLEHKAa ITPAKTUYECKOHN NeATEIbHOCTH.

AHanu3 1 OlleHKa peleHn MpoOIeMHBIX CUTyalluil Ipu
BBITTOJIHEHUH MTPAKTUYECKUX 3a/1aHUM.

ATtTecranus 1o yueOHoOI U MPOU3BOJICTBEHHOM MTPAKTHUKE

OK 05.

OcCymIecTBIATh YCTHYIO U TUCBMEHHYIO
KOMMYHUKAIIUIO HA TOCYJAAPCTBCHHOM A3BIKEC
Poccuiickoit denepanuu ¢ yuétom
0COOEHHOCTEN COIMAIBHOTO U KYJIbTYPHOI'O
KOHTCKCTa

Ocy1iecTBiIeHNE YCTHON U TUCEMEHHON

KOMMYHUKAIIUX HA TOCYAApCTBECHHOM
sa3b1ke Poccuiickon @enepannu C
y4€TOM OCOOEHHOCTEHN COIMAIBHOTO U
KyJIBTYPHOI'O KOHTEKCTa

AHanu3 1 OlleHKa TPaKTHYECKOH 1eITeIbHOCTH.

AHanu3 1 OleHKa peleHN MPoOIEeMHBIX CUTYallUl MIPU
BBIMOJTHEHUH MTPAKTUYECKUX 3aJaHUM.

ATtTecTanus 1o yueOHOI U MPOU3BOJICTBEHHON MPAKTHKE
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Koa 1 HanMeHoOBaHMe
NnpodecCHOHAIBHBIX U 00IUX KOMIIeTeHM,
(opMupyeMBbIX B paMKaX MOAY.JIs

Kputepnu oueHku

MeTtoabl OlIEeHKH

OK 06.

[IposBASATH rpaXKJaHCKO-ATPUOTUYECKYIO
MO3ULHIO, IEMOHCTPUPOBATh OCO3HAHHOE
MOBEJICHNE HA OCHOBE TPATUIIMOHHBIX
00IICUeTIOBEYECKUX IIEHHOCTEH, B TOM YHCIIE C
Y4E€TOM rapMOHM3AIUN MEXKHAIIMOHAIBHBIX U
MEXPEJIUTUO3HBIX OTHOIICHUH, MPUMEHSITh
CTaHJapThl aHTUKOPPYIIIMOHHOTO TTOBEACHUS

IIposiBineHue rpaxaaHCcKo-
MaTPUOTUYECKON TTO3ULIMH,
JIEMOHCTPALIMSI OCO3HAHHOTO
MOBEJICHUSI Ha OCHOBE TPAIUIIMOHHBIX
00IIIEYECIIOBCUCCKUX LICHHOCTEH, B TOM
YHCJIE C YYETOM rapMOHU3AIUU
ME)KHAITMOHAJIBHEIX U
MEXPEJIUTUO3HBIX OTHOIICHUH,
MPUMEHEHUE CTaHaPTOB
AHTHKOPPYIMIIMOHHOTO TTOBEICHUS

AHanu3 1 OlleHKa MPaKTHYECKON AEATEIbHOCTH.

AHanu3 1 OleHKa pelIeHU MPOOIEeMHBIX CUTyalluid IpU
BBITTOJIHEHUH MTPAKTHUYECKUX 3aTaHUH.

ATtTecTanus 1o yueOHOM U IPOU3BOJICTBEHHON MTPAKTHKE

OK 07.

ConelicTBOBaTh COXPAHECHHUIO OKPYIKAIOIIEH
Cpebl, pecypcocOepeKeHUI0, IPUMEHSITh
3HaHUS 00 U3MEHEHWH KJIMMATa, IPUHIINIIBI
OCpEKITUBOTO MTPOU3BOCTBA, 3P HEKTUBHO
JICWCTBOBAThH B UPE3BBIYAIHBIX CUTYAIUX

CopneicTBUE COXPaHEHUIO
OKpYXKaroIllen cpeibl,
pecypcocOepexeHHI0, MPUMEHEHHE
3HaHUI 00 U3MEHEHHUH KJIMMAaTa,
MIPUHITUIIOB OEPEIKITUBOTO
MPOMU3BOACTBA, 3P (HEKTUBHOE JICHCTBUE
B UPE3BBIYANHBIX CUTYAIUSIX

AHanu3 1 OlleHKa MPAKTHYECKOH NeaTeIbHOCTH.

AHanu3 1 OlleHKa peleHni MpoOIeMHBIX CUTYAIUi MIPH
BBIMIOJTHEHUH MTPAKTUYECKUX 3aJaHUI.

ATTecTanus 1o y4eOHOIl 1 MPOU3BOJICTBEHHON MTPAKTHKE

OK 08.

Hcnonp3oBathk cpeacTBa GU3NYECKON KYIbTYpPbI
JUIA COXpAaHEHUS U YKPEIJIEHUS 3J0POBbs B
nporecce NpoQecCuoHaNbHON NeSTEIbHOCTH U
noaACpIKaHUA H€O6XOI[I/IMOFO YpOBHA
(bU3UYECKOI TTOITOTOBIEHHOCTH

Hcnonp30Banue cpencTB PU3NIECKOM
KYJIBbTYPHBI IJI1 COXPAHCHUS U
YKPEIUICHHUs 3/J0POBbS B TIPOIIecce
PO ECCHOHAIBHON JEATENHHOCTH U
nojJep>KaHusl HEOOXOAUMOI0 YPOBHS
(U3UYECKON MOTOTOBIEHHOCTH

AHanm3 1 OLleHKA NPAKTUYECKOU 1E€ATEIIbHOCTH.

AHanu3 1 OleHKa peleHN MpoOIeMHBIX CUTYalUN MTPU
BBIIIOJIHEHUH NPAKTUYECKUX 3aJaHUM.

ATtTecTanus 1o yueOHOI U MPOU3BOJICTBEHHON MTPAKTHKE

OK 09.

[Tonb30BaTbes mpodeccnoHanbHOM
JTOKYMEHTAIeH Ha TOCYy1apCTBEHHOM U
HHOCTpPAaHHOM A3bIKax

Hcnonb3oBanue npohecCHoHaTbHON
JOKYMCHTAllMU HAa TOCYJapCTBCHHOM U
HHOCTPAaHHOM A3bIKax

AHanu3 1 OlleHKa TPaKTUYECKOH 1eATeIbHOCTH.

AHanu3 ¥ OlleHKa peleHni MpoOIeMHBIX CUTYallUN MIPU
BBIMIOJTHEHUH MTPAKTUYECKUX 3aJIaHUM.

ATtTecTanus 1o y4eOHOM U MPOU3BOJICTBEHHON MTPaKTHKE
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4.2. Koutpons paboThl CTylEeHTa B TEPUOJ  TMPOXOXKACHHUS  MPAKTUKH
OCYIIECTBJISICTCS. HEMOCPEICTBEHHO PYKOBOJMUTENIEM TMPAKTUKH OT MNPOPUIbHOU
OpraHu3allMy U PYKOBOJUTENEM MO MPAKTHUECKOM nmoAroToBke oT Komemxka.

OOyuaroiyecs B epUo/1 MPOXOKIACHUS MPAKTUKUA 00sI3aHbI:

- BBIMIOJIHATH 33JJaHus, IPETYCMOTPEHHbBIE TPOIPAMMON MPAKTUKH;

- HECTH OTBETCTBEHHOCTD 32 BHITIOJIHAEMYIO paboOTy U €€ pe3ybTaThl;

- cOOMOaTh MpaBWJia BHYTPEHHETO TPYAOBOIO pacropsaka MNpopUIbHON
OpraHu3allNy;

- cOOMOIaTh  TPYNOBYIO M TNPOU3BOJACTBEHHYIO JHUCLUUIUIMHY, IpaBHiia
MIPOTUBOMOXAPHON 0E30MaCHOCTH, MpaBUjia OXpaHbl TPyJda U TEXHUKH OE30MaCHOCTH,
CaHUTAPHO-3MUAEMHUOJIOTMYECKUX MTPaBUJIa U THTUEHUYECKUE HOPMATHBBI.

Texymuii KOHTPOJIb BBINOJHEHUS O0YyYarOUUMCA—TIPAKTUKAHTOM IPOTPaMMBI
PAKTUKU TPOBOAUTCS B BHUJE PETYJSPHBIX MPOBEPOK SBKU 00yYalOIIEerocsi Ha MECTO
npakTuku. DOpMON KOHTPOJSL SIBISETCA TaKKe BelleHHe OOydarouuMmcsi JHEBHUKA
IPAKTUKH, B KOTOPOM JIEJIAIOTCSI CUCTEMAaTUYECKHUE 3aMUCH O (DAKTUYECKU BBHIMOJTHEHHOM
paboTe 3a eHb (HECKOJIbKO JHEH ).

[lo pesynpraTaM MPaKTUKK PYKOBOJUTEIEM MPAKTUKA  OT IpOodHIIbHON
OpraHu3allMid M PYKOBOJUTEIEM IO TMpakTU4YecKod mnoarotoBke ot Komemxa
(dopMupyeTcsi aTTeCTAllMOHHBIN JIUCT, COJEpKalluil CBeIeHUS 00 YypOBHE OCBOEHUS
oOy4Jarorumcst 00mux u MpoheCCUuOHAITBHBIX KOMIIETEHITUH.

ATttectanus npakTHku (auddepeHpoBaHHbINA 3a4eT) npoBoauTcs B Kommemxke
PYKOBOJHTEIIEM I10 MTPAKTUYECKON MOATOTOBKE OT Kosuienka, B MpOBEAEHUHU aTTECTALUU
[0 NPaKTUKAM TakK€ MOXET y4acTBOBAaThb PYKOBOJWTEIb LEHTpa TPYAOYCTpOWCTBA U
MIPAKTUYECKON MOATOTOBKH (IO COIIACOBAHHUIO).

Ha 3auere mo mpakthke oOy4aroIIMICS CAAET PYKOBOAUTENIO MO MPaKTUYECKON
noaroroBke ot Komnemka OTY€T O NpPOXOXKIAECHUM MpakTUKU. MToromas oleHka
CTYJIGHTy BbIBOOUTCS ¢ yuderoM: 1. JlHeBHHMKa TMpakTUKH, 2. XapaKTEPUCTUKU
3. ATTecTanmoHHOrO JUCTa, 4. Pe3ynbTaToB 3alMTHl IPAKTUKH.

OneHka, BbICTAaBIICHHAs 00yYaroleMycsi Ha 3a4eTe MO MPAKTHKE, PYKOBOJIUTEIEM
0 MPaKTHUYECKOU MoAroToBKe oT Kosemka 3aHOCUTCS:

— B 3aUYETHYIO KHUKKY (KpOM€ HEYAOBIETBOPUTEIHHON);

— B aTTECTALlMOHHYIO BEJOMOCTb (B TOM YHCJIE U HEYJIOBJIETBOPUTEIBHYIO);

— B DJIGKTPOHHBIHN )KypHaJ Y4eOHbIX 3aHATUN (KpOME HEYJOBJIETBOPUTEIHHOM).

OueHka 1Mo MpakTUKE MPUPABHUBACTCA K OLIEHKAM (3ayeTaM) M0 TEOPETHUYECKOMY
OOyYeHHI0O M YYUTBHIBACTCA TMpU TMOABEJACHUU HUTOTOB OOIIEH yCcrIeBaeMOCTU
00yJaroImxcs.

HapymeHrne ycTaHOBIEHHBIX CPOKOB HOATOTOBKM M cpaun  Ortuéra o
IPOXOXKJIEHUU TPAKTUKH PACCMATPUBAETCA KAaK HapyllleHWe y4eOHOW NHMCUMIUIUHBI U
HEBBINIOJTHEHUE ydeOHoro rmiaHa. OOydyaromuecsi, HE BBIMOJHUBIINE TpPeOOBaHUS
OporpamMmbl  MPAKTUKKM 110 HEYBAKUTENBbHOM  NPUYMHE WU TOJIyYHMBIIHE
HEYJIOBJIETBOPUTEIbHYIO OLIEHKY, HE IOMYCKAIOTCS K MPOXOXKACHUIO TOCYJapCTBEHHOM
UTOTOBOM arTecTallud W ToaJexaT oTuucieHutro u3 Komlemxka Kak HMEONIMe
aKaJIEeMUYECKYIO 3aJ0JIKEHHOCTb.

4.3. Cuctema OLCHUBaHUS MPAKTUKHA 00YUAIOIIUXCS: TPAIUIIMOHHAS.
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4.4. Attectamus mo mnpakTtuke: AUGQGEpEeHIMPOBAHHBIA 3a4€T, BBIPAKCHHBIN
B 5-OanbHO# cucteme. Caaya 3a4eta MpoBOIUTCS B YCTHOH hopme.

[Mpumenenne mudQepeHINPOBAaHHOTO 3auéTa 00eCIeYrBaeT WHIUBHIYaTbHBIH
MOAXOJ] K OIICHUBAHUIO, YTO OCOOCHHO Ba)KHO IMPU MPOBEICHHH MPAKTUKU B YCIOBHUSX
peajbHOW TPYHAOBOW Cpeasl M MPH OICHKE pa3HOrO YPOBHS MPOQecCHOHANBHON
HOATOTOBKH CTyAeHTOB. OOyJarOIIMIACS TOIyJaeT CBOIO OLIEHKY 3a MPAKTUKY, KOTOpas
CBHUJICTEJILCTBYET O €ro ypPOBHE NPO(ECCHOHATHHON IMOATOTOBKH HAa ONPEACICHHOM
aTane 00y4eHHUs.

[Mponiecc mpoBenenus: auddepeHIUPOBaHHOTO 3a4yeTa BKIIOYAET HECKOIBKO
3TaIOoB:

1. IlogroToBka: PyKOBOAWTENb IO MPAKTHYECKOW moaroroBke ot Komremka
MH(QOPMUpYET CTyIeHTOB 0 (popMaTe 3a4éTa, KPUTEPUIX OLICHKHU MPAKTUKH.

2. Tekymuit KOHTPOJIb: (HOPMBI KOHTPOJISI MOTYT BapbUPOBATHCS B 3aBUCUMOCTH OT
BUJIOB M COJCP)KAaHUs BBIMONHAEMBIX OOYYaIOUIMMCS DPadOT, OCYIIECTBISIETCS OYHO
PYKOBOAMTENIEM MPAKTHKH OT MPOGUILHONW OpPTaHU3allMyd U OYHO /WM JUCTAHIIMOHHO
PYKOBOAMTEIIEM IO MPAKTUYECKOoi noaroroke ot Koiemxka.

3. OueHnBaHUe: OICHKA 3aBHCUT OT CTETEHH C(HOPMUPOBAHHOCTH KOMIIETEHIIHH,
BBISIBJICHHOW TI0 HTOTaM MPOXOKACHUS MPAKTUKH.

Kpurtepru BbICTaBICHHS OLIEHKH 32 TPAKTUKY CJICIYIOIIHUE:

Ouemca KpI/ITepI/IH OICHKH CTCIICHHU C(l)OpMHpOBaHHOCTPI KOMIIeTeHIMH

TouHOe BlajeHUE MOHSATUWHBIM ammapaToM, MPAKTUKAHT B
MOJHOM  Mepe  BJAJEET IPAKTUUYECKUMHU  3HAHUSIMH,
YMEHUSMHU W HaBbIKAMM, JIEMOHCTPUPYET TBOPUYECKHUM
MOAXO0[ K BBIMOJIHECHUIO 3aJaHUM, BJaJIeeT aHAIUTHYCCKUMU
METOJaMH. YBepeHHO HCTIOJIB3YIOTCSA CpelcTBa
WHQOPMAIIMOHHBIX U KOMMYHHKAIMOHHBIX TEXHOJOTHH,
CIIPaBOYHO-TIOMCKOBBIE CUCTEMBI «KOHCYIBTaHT +», «I"apanT».
TpynoBas aucuuIUIMHA COOJIFOAAETCS, BHENIHUW  BUJ
COOTBETCTBYET KOPIIOPATUBHBIM TPEOOBAHUSIM.

I[To oxoHuanum mpakTukn OT4ET 1O NPOXOKICHUIO
MPAKTUKA TPEACTaBJIEH B YCTAHOBJICHHBIM CPOK, OTYETHBIC
JIOKYMEHTBI 0(hOpMJIEHBI HAJICKAIIUM 00pPa30M.

OTJIMYHO

Brnanenue NOHATUWHBIM anmapaTroM, IMPAKTUKAHT BIIAJCET
MPAKTUYECKUMU 3HAHUAMHU, YMEHHUSIMU UM HaBbIKAMH, B
cliy4ae  JIOMYIIEHUS  HECYIIECTBEHHBIX  OIIMOOK  MpHU
BBIIIOJTHEHU U 3aJIaHUN/TIOPyYEHUN VICTIPABJISIET 150,
CaMOCTOSITEJIbHO, JAEMOHCTPUPYET TBOPUYECKUM MOAXOI K
XOPOLIO BBIIIOJIHECHHUIO 3aJaHuH, BJIaJI€ET AHAJIUTUYECKUMHU
METOJAMH. YBepeHHO HCIIOJIb3YIOTCS cpeacrTsa
WHPOPMAIIMOHHBIX U KOMMYHHUKAIMOHHBIX TEXHOJOTHH,
CIIPaBOYHO-TIOMCKOBBIE CUCTEMBI «KOHCYIBTaHT +», «I"apant».
TpynoBass aucuUIUIMHA COOJIFOAAETCS, BHEIIHUW  BUJT
COOTBETCTBYET KOPIIOPATUBHBIM TPEOOBAHUSIM.
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[lo oxoHuanuu mnpakTUku OTYET MO MPOXOKIACHHUIO
MPaKTUKU TPEICTABICH B YCTAHOBJICHHBIA CPOK, OTYETHbHIC
JIOKYMEHTBI 0()OpPMIICHBI Ha JIEKAIIIUM 00pa3oMm.

Y JIOBJIETBOPUTEJILHO

Biianenne NOHATUHWHBIM amnmnapaToM, NPAKTHUKAHT BIIAJIEET
NPaKTUYECKUMH  3HAaHUAMHM, YMEHHUSIMH M  HaBbIKaMH,
HO  JIEMOHCTPUPYET  PENPOAYKTHUBHBIA  MOAXOX K
BBINIOJIHEHUIO 3aJJaHul, B Cly4yae JOMyLIEHUs OIMIMOOK IMpHU
BBIMIOJTHEHUH 33JaHUN/TIOPYYCHUI HE MOXKET HX HCIPaBUThH
CaMOCTOSITEJIbHO, HEJOCTATOYHO TIIyOOKHE aHaJIMTUYECKHE
oTBeThl. Mcmonb3yroTcss cpeactBa HMH(OOPMALMOHHBIX U
KOMMYHUKAIIMOHHBIX TEXHOJOrMU. CrnpaBOYHO-IIOUCKOBBIE
cucteMbl «KoHCynbTaHT +», «l'apaHT» HE HCIONBb3YIOTCS.
TpynoBasg gucuMmiauHa COOJIIOAETCS, BHELIHUN  BUJA
COOTBETCTBYET KOPIIOPATUBHBIM TPEOOBAHUSIM.

[Io oxoH4uanuu mnpakTUkn OTYET N0 MPOXOKACHUIO
IIPAaKTUKU IIPEACTABICH C HAapyLIIEHWEM YCTAHOBJIECHHOTO
CpoKa 0€3 YBaKUTEIbHON MPUYHMHBI, UMEIOTCS 3aMEYaHus 110
O(OpPMIIEHHIO  OTYETHBIX JOKYMEHTOB (HEaKKypaTHOE
3allOJIHCHUE/HATMYME HE3aNOJHEHHBIX TOJeH, OTCYTCTBUE
NOJMUCEH  PYKOBOAWUTENS TPAKTHUKH OT  MPOQPHIBHOM
opraHu3alyy/ nevared opraHu3aluy U T.11.)

HEYIOBJIETBOPUTEJIbHO

Cnaboe BlaJicHHE TOHSATUMHBIM ammapaToM, IPaKTUKAHT
JIONTyCKAaeT HETOYHOCTH, C€J1a00 BIAJAEeT MPaAKTUICCKUMHU
3HAHUSMHU, YMEHHUSAMH W HaBbIKAMU, TBOPUYECKUMHU U
aHAJTUTHYECKUMH METOJIaMH paldOThl, B CiIydyae JOMYyIICHUS
OIMOOK IIPH BHITIOJTHECHUH 3aJaHUN/TIOPYICHUN HE MOXKET MX
WCIPaBUTh CaMOCTOSTENIbHO. HeyBepeHHO UCHONIB3YIOTCS
cpeacTBa  MH(DOPMALMOHHBIX M KOMMYHHUKAIMOHHBIX
TEXHOJIOTHH. CnpaBOYHO-IIOUCKOBBIE CHCTEMBI
«KoHcynbTanT +», «l'apaHT» HE UCIOIB3YIOTCH.

TpynoBas aucCUMIUIMHA HE COOJIOIACTCS, BHEIIHUN BUJ
HE COOTBETCTBYET KOPIOPATUBHBIM TPEOOBAHUSIM.

I[To oxoHuanum mnpakTUku OTYET TO MOPOXOKICHUIO
NPAaKTUKU HE TMPEJCTABIICH/NIPEACTABICH C HapylUIEHUEM
YCTAHOBJIGHHOTO CpokKa ©0€3 yBaXWUTEIbHOW MPUYHHEI,
UMEIOTCS ~ 3aMe4aHus 10  O(pOPMIICHHIO  OTUYETHBIX
JIOKYMEHTOB (HEeakKypaTHOE 3aroJiHeHue/ HaJIA4ue
HE3aIl0JIHEHHBIX TIOJIEH, OTCYTCTBHE MOAIMCEN
PYKOBOJUTENSI TPAaKTUKH OT MPOGUILHONW OpraHu3aiuu/
reyaTeid Oprauu3amuu 1 T.11.).
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5. OHEHOYHBIE CPEJACTBA UIA ITPOBEJAEHUSA
TEKYIIEI'O KOHTPOJIAA U ATTECTALIMA
YYEBHOU U INPOU3BOJCTBEHHOMU ITPAKTHUKH

5.1. Omnenka oO0mmx #u TPO(HECCHOHATHLHBIX KOMIETSHITMN 00yJaronumxcs,
OCBOCHHBIX HWMH B XOJAC IPOXOXKIACHHUS IPAKTUKH, IMPOUCXOIUT 110 CICAYIONUM
MOKa3aTeIsIM:

- CcOOTBeTCTBHE cojiepkaHusi OTyé€Ta N0 NPOXOXKIEHUIO NPAKTUKH TMPUKA3Y
«O HampaBieHMM Ha YYeOHYIO M TPOM3BOJICTBEHHYIO MPAKTHUKY» M MporpaMme
IPaKTUKH;

- opopMiieHHe OTYETHBIX JOKYMEHTOB I10 TIPaKTHKE MO opMaM, YCTaHOBJICHHBIM
[TonoxxenueM o nmpakTudeckoi noarotorke odydaromuxcs B ®I'BITIOY «Komnemx MU/
Poccumny, a nMeHHO:

1) odopmnenue /[Heenuxa npakmuku, B KOTOPOM OOYYaAIOIIUMCS BHECCHBI
©XKETHCBHBIC 3alMCH O TPOJICTAaHHOW B TEYEHWUE MOHS padoTe, MOATBEPIKICHHBIC
MOAMKCHIO0 PYKOBOJIUTENS IPAKTUKH 10 MECTY €€ TTPOX0XKICHHUS;

2) odopmiienue Xapaxkmepucmuku Ha o00yuaowe20cs TO OCBOSHHIO OOIIMX
1 Tpo(heCCHOHATTLHBIX KOMITIETCHIINI B TIEPUO/ MPOXOKACHUS TPAKTUKH;

3) odopmiienue AmmecmayuoHHo20 JIUCMA, COJIEPHKAIIETO OLEHKY YPOBHS
OCBOCHHS 00YUYaIOIIUMCS OOIIUX U MPOPECCUOHAIBHBIX KOMIIETEHITUH.

- CBOEBpPEMEHHOE TMPEIOCTaBIICHHE OO0YyJYaIOMUMCS TPABUIBLHO OQOPMIICHHOTO
Otuéta 0 MPOXOXKJCHUM MPAKTUKU PYKOBOJUTEIIO MO MPAKTUYECKOW MOATOTOBKE OT
Komnemxka.

5.2. OCHOBHbIE TPUHIMUIIBI ~ CUCTEMbl  OIICHUBAHUA  CHOPMUPOBAHHOCTH
y 00y4aromuxcs NpoPecCHOHAIBHBIX U O0IIMX KOMIIETEHIIUN B X0/1€ BHIITOJIHEHUS BUIOB
npodeccuonansHoil gestenbHocT 1o [IM.02 mpencraBnenst B [lacmopre ¢donaa
OIICHOYHBIX CPEJICTB MO y4eOHOM 1 MPOU3BOJICTBEHHON MPAKTUKE:
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ITACIIOPT
®OHJA OHEHOYHBLIX CPEJIACTB
IO YYEBHOM U NMPOU3BOJACTBEHHOMN IMPAKTHUKE

CoenuansHoctb 46.02.01 JIokyMeHTAlIMOHHOE 00eCIIeYEeHUE VIIPABICHUS U ApXUBOBEICHUE

KO, HAMMEHOBAHUE CIICINAJIbHOCTH

[Tpodeccnonansubiit Moayns [IM.02 Opranu3anusi apxXuBHOii padoThI N0 JOKYMEHTAM OPraHu3aluii pa3inyHbIX (p)OPM cOOCTBEHHOCTH

(Ha baze 0cHOBHO20 0bWe20 0OPA306aHUL)

Pe3yabTaThbl NPaKTUKHU
(ocBOeHHBIE 001IMe M TPO(ecCHOHAIBLHbIE KOMIIETEHIIUH)

OT4yeTHbIE
JOKYMEHTbI
0 KOHTPOJII0
M OLIEHKe NMPAKTUKH

HaumeHoBaHusi BUJIOB padoT
JJIs1 BBITIOJTHEHUSI
BO BpeMsl IPAKTHKH

HaumenoBaHmue
KOHTPOJIbHO-OLIEHOYHOI'0 CPe/ICTBa

Texkymmi
KOHTPOJIb

IIpomexxyTounas
aTTecTalus

IIK 2.1. OcymiecTBIATh KOMIUICKTOBAHHE apXUBHBIMH JICIaMU
(ToxyMeHTaMH) apXuBa OpraHU3aluu.

IIK 2.2. Bectn y4eT apXUBHBIX J1e] (IOKyMEHTOB), B TOM YHCIIE

C MCTOJIb30BAHNEM aBTOMATH3HPOBAHHBIX CHCTEM.

MK 2.3. OcymniecTBIATh XpaHEHNE APXUBHBIX JIEN (JIOKyMEHTOB)

C TIOCTOSHHBIM CPOKOM XPaHEHHS U 110 IMYHOMY COCTaBY B apXUBE
OpraHU3aIHH.

IIK 2.4. OcymiecTBIATh XpaHEHNE, KOMIUIEKTOBAHUE, YUeT

1 MCTIOJIb30BaHUE A€ (JIOKYMEHTOB) BPEMEHHOTO XPaHEHUSI.

MK 2.5. OcyniecTBIATh UCTIOIB30BaHIE APXUBHBIX JET
(TOKyMEHTOB), B TOM YHCIIE C HCIIOJIb30BaHUEM
aBTOMAaTH3UPOBAHHBIX CUCTEM.

OK 01. Bri6upats crioco0b! perieHus 3a1a4 IpodheccHnoHaIbHOM
JEeSITeIbHOCTY IIPUMEHHUTENBHO K Pa3JIMYHbIM KOHTEKCTaM.

OK 02. Hcmosb30BaTh COBpEMEHHBIC CPEICTBA TTOMCKA, aHAIH3a

1 MHTEpIpeTanuy HHPOpMaIKH, 1 HHPOPMAIIMOHHBIE TEXHOIOTHUH
JUTSL BBITTOJTHEHUS 337124 MTPO(ECCHOHANBHOMN JIESITENEHOCTH.

OK 03. [InanupoBaTh U peaan30BbIBaTh COOCTBEHHOE
npodecCHOHANBHOE M JINYHOCTHOE Pa3BUTHE,
NIPEANPUHUMATEIbCKYIO e TeLHOCTD B IIPpodeccHoHanbHOU chepe,
HCTIONH30BATh 3HAHMS 10 (PUHAHCOBOW IPaMOTHOCTH B PA3ITHIHBIX
KHU3HEHHBIX CUTYalUsX.

OK 04. DpdexTnBHO B3aUMOICHCTBOBATh M pabOTaTh B KOJIJICKTUBE
U KOMaHJIE.

OK 05. OcyuiecTBasTh YCTHYIO U MUCbMEHHYI0 KOMMYHHMKALIUIO HAa
rocyaapcTBEHHOM s3bike Poccuiickoit denepannu ¢ yuetoM
0COOCHHOCTEH CONMABHOTO U KYJIBTYPHOTO KOHTEKCTA.

JAHCBHUK PAKTUKH

. BBOIHBII HHCTPYKTaX.

O3HakoMJIeHHE
C opranusanuei — MECTOM
MIPOXOXKACHUSI IPAKTUKHU.

. 3HaKOMCTBO C pabounuM MECTOM,

¢ pyHKINOHAIBHBEIMA
1 JIOJDKHOCTHBIMH OOSI3aHHOCTSIMU
apXMBHUCTA.

. PaboTta ¢ nokajbHBEIMHU

HOPMaTHBHBIMH JJOKyMEHTaMH
OpraHu3aINH,
PperIaMEeHTHPYIOIUMHA
JIESITEIIbHOCTh apXuBa.

. O6ecneuenue HOPMAaTHUBHBIX

YCJIOBUM XpaHEHUs apXUBHBIX
JIOKYMEHTOB.

. Pa3menienre apXuBHBIX TOKYMEHTOB
. Opranuszanus yaéra apXuBHBIX

JAOKYMCHTOB.

. Yuér pusmueckoro

U TCXHHUYCCKOT'O COCTOSIHUA
APXMBHBIX TOKYMCHTOB.

. Pabota ¢ Hay4HO-CITPaBOYHBIM

anmnapaToM apxuBa.

. Ucnonp3oBanue APXUBHBIX

JOKYMEHTOB.

AHanu3 U olleHKa
MPaKTUYECKOU
JIESITeTTHHOCTH.

AHanus 1 olleHKa

pelieHui
MPOOIEMHBIX
cUTyauui

[IPH BBITIOJIHEHUHU
MPaKTHIECKUX

3aJaHuH.




Pe3ynbTaThl NPAaKTHKH
(ocBoeHHBIE 001IHe U MPO(pecCHOHATBHBIE KOMIETEHIHH)

OT4yeTHBIE
JOKYMEHTBI
o KOHTPOJII0

HaumeHoBaHHUsI BUIOB padoT

JAJIS1 BBITIOJTHCHUSA

HaumeHnoBanue

KOHTPOJbHO-0LICHOYHOT'0 CPEACTBA

M OLlCHKe NPAKTUKH BO BpEMil NPAKTHKH Texkymmid IIpomexxyTouHnasn
KOHTPOJIb arrecTanus
OK 06. TTposiBIIsATh rpaskAaHCKO-MATPHOTHIECKYIO MO3UIIHIO, Codepoicanue pabom yuednoit
JIIEMOHCTPUPOBATH OCO3HAHHOE MOBEIECHUE HA OCHOBE U Npou3600CMEEHHOU NPAKMUKU
TPaTUIMOHHBIX 00IIEYETOBEUCCKHUX [ICHHOCTEH, B TOM YHCIIE npedcmasieno 6 pasoene 2. Paboueii
C Y4€TOM IrapMOHM3ALMHU MEKHALIMOHAJIBHBIX U MEXPEIIMTHO3HBIX npocpammol
OTHOIIEHHUH, TPUMEHATH CTAHAAPTHI AHTUKOPPYIIIMOHHOTO
MIOBE/ICHHUS.
OK 07. CozneiicTBOBaTh COXpaHEHUIO OKPYIKAIOIIEH CPeIbL,
pecypcocOepexeHHI0, TPUMEHATh 3HaHHUs 00 N3MEHEHNH KiuMara,
MIPUHIUIIBI OEPEKINBOTO MIPOU3BOACTBA, AP PEKTUBHO NEeHCTBOBATH
B UPE3BBIUAIHBIX CUTyaLUsAX.
OK 08. cnonp30Bath cpeacTBa PU3HIECKON KyIBTYPHI
JUTSL COXPaHEHUsSI U YKPEIUICHHS 30POBbs B ITPOIIECCe
podeCCHOHANBHON NEITENPHOCTH U OAACPKaHUS HEOOXO0ANMOTO
YPOBHS (pU3NYECKON ITOATOTOBICHHOCTH.
OK 09. ITosp30BaTbest TpoheccHOHATLHON JOKyMEHTaIeH
HA roCyapCTBEHHOM M HHOCTPAHHOM SI3BbIKAX.
Ortuer
0 NPOXOKIECHUH
VYuebHas K 2.1. - TIK 2.5. NPAKTHKHU: [TonBeneHue UTOroB i depeHpoBaHHbI
MpaKTHKa OK 01. - OK 09. JHEBHUK IIPAKTUKH, IO BEHITIOJTHEHHUIO BHIIOB paboT 3a4eT
; g XapaKTepUCTHKA,
5 = aTTECTAI[MOHHBIN JICT
o B Otuer
< S 0 POXOKACHHH
ITpousBoacTBeHHAs K 2.1. - TIK 2.5. NPAKTHKHU: [TonBeneHue UTOroB i depeHpoBaHHbI
MpaKTHKa OK 01. - OK 09. JTHEBHUK MPAKTHUKH, IO BBHITIOJTHEHHIO BHJIOB padoT 3a4er
XapaKTepUCTHKa,

aTTeCTAllMOHHBIN JINCT
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1. OBIIASI XAPAKTEPUCTUKA PABOYEH ITPOI'PAMMBI
YUYEBHOHN U MPOU3BOJICTBEHHOM NPAKTUKHU

1.1. MecTto yuyeOHOIl W TPOM3BOJACTBEHHOIl TNPAKTUKH B CTPYKType
NMPOrpamMMbl NOArOTOBKH CIIEIUAJTUCTOB cpeaHero 3seHa (aajee — IIIICC3).

YyeOHass W TPOM3BOACTBCHHAs TpakThka sBisieTcs kommoneHntom [IIICC3
no crneunanbHocTd  46.02.01  «/lokymeHTanmoHHOE OOEcnedYeHne  yNpaBICHHS
W apxXuBOBeJcHUE)» (Ha 0aze OCHOBHOTro o0I1Iero oO0pa3oBaHus), peaiu3yeMbiM B (opme
MPAKTHYECKON TOTOTOBKHU.

[TporpamMma ydeOHOM ¥ IPOU3BOICTBEHHON MPAKTHKY (Hayiee — yueOHas MpaKTUKa,
MIPOM3BOJICTBEHHAs TpaKkThKa, npakTtuka) mo [IM.03 Beimonmnenune pabot mo padoueit
npodeccun ciyxamero «Cekperapb-agMuHUCTpaTopy» sBisgerca yacthio [IIICC3
no cremuansHocTH  46.02.01  «/loKkymMeHTalMoHHOE OOecIieueHrue YyIpaBlICHUS U
apXUBOBEJCHHE» B YAaCTU OCBOEHHS OCHOBHOIO BHJA MPOPECCHOHAIBHOW NESTEIbHOCTH:
BBIIIOJIHEHUE  PABOT IO  PABOYEM  IIPO®ECCHM  CIYXAIIEIO  «CEKPETAPh-
AJIMAHUCTPATOP» — OCYIIECTBJIEHUE OPT AHU3AIIMOHHOTI'O OBECIIEYEHUS AEATEJILHOCTU
OPTAHU3AILINUN.

VYyeOnas npaktuka no [IM.03 nampaBieHa Ha gopMupoBaHue y OOy4YarOLIUXCS
OTIENBHBIX  NPO(PECCHOHANBHBIX  yYMEHHWH,  MNpPUOOpPETEHHWE  MEPBOHAYAIBHOIO
INPAKTUYECKOI0 ONbITAa MO YKa3aHHOMY BHJY HPO(ECCHOHATBHOW NEATEIbHOCTH JIs
ocBoeHusi oOyuaronumucs Komnemxka oOmux W onpeaenéHHbIX MPOQPecCHOHATBHBIX
KOMITETEHLIUH 10 U3y4aeMOl CIIEUAaJIbHOCTH.

[IpousBoacTBennass mnpaktuka no [IM.03 HampaBneHa Ha mnpuoOOpeTEeHUE
MPAKTUYECKOTO OMbITa 10 YKa3aHHOMY BHIY MNPO(PECCHOHATBHON JeATeIbHOCTU
u Ha ¢opmupoBanue Yy oOydaoomuxcs Komremxa o0mux u  onpeneaéHHbIX
MPO(eCCHOHATBHBIX KOMIIETSHITHH 110 U3y4aeMOH CIEIUaTbHOCTH.

Obwue mpebosanus K opeaHu3ayuu 0o6pa308amenrbHoO20 npoyecca

[Ipu peamuzaumm wmoxyns [IM.03  Breimonnenune pabor mo  paboueit
npodeccun cayxamero «Cekperapb-aAMUHUCTPATOP» IMpelycMaTpuBaeTcss yuyeOHas U
MIPOU3BOJICTBEHHAS MPAKTHUKA, KOTOpasi MPOBOAUTCS B MUHHUCTEPCTBE MHOCTPAHHBIX I
Poccuiickoit Denepanun, B pa3IHIHbIX TOCYAAPCTBEHHBIX U KOMMEPUYECKUX CTPYKTYpax
NpU OCBOCHUM CTYJICHTAMH OOMIMX M TPO(EeCCHOHATBHBIX KOMIIETCHIIMA B paMKax
JTaHHOTO MOJYJIS.

VYyeOHast ¥ MPOU3BOACTBEHHAs! MPAKTUKA JODKHA MPOBOAUTHCS B MOAPA3ACICHUSIX
OpraHW3alliid, HaIMpaBJICHUE JACSITCIBHOCTH KOTOPBIX COOTBETCTBYET MPOGHUITIO
MOATOTOBKU 00YYarOIIUXCsl.

JIMCUUIUIMHBL, U3YYeHHE KOTOPBIX JOJDKHO IMPEIIIeCTBOBATh OCBOCHHIO JAHHOTO
MOJTyJIS:

— MHQOPMALIMOHHBIE U KOMMYHHKAIIMOHHBIE TEXHOJIOTHH;

— KOMIBIOTEpHAst 00pab0TKa TOKYMEHTOB.

Pekomenayercss mpu U3y4eHHH TPO(PECCHOHAIBHOTO MOAYNS TMapauieabHOe
u3ydeHune oomenpodecCHOHaIbHBIX TUCIUTUINH:

— TOKyMEHTALMOHHOE 00€CIEUYEeHUE YIIPABJICHHUS;

— rocyJapCcTBEeHHasi 1 MyHUIIUITAJIbHAS CITYK0a;

— npodeccuoHanbHasi 3TUKA U OCHOBBI JIETIOBOTO OOIIECHUS;
— MPaBOBbIE OCHOBBI MPO(DHECCUOHATBLHOM IEATETLHOCTH.



OOs13aTENbHBIM YCIIOBUEM JIOMYyCKa K y4eOHOW M MPOU3BOJCTBEHHOM MPAKTHKE
B pamkax mnpodeccuonanbHoro wmonayns [IM.03 Bemonnenwe pabor mo paboueit
npodeccuu CILy>KaILEro «CekpeTapb-aIMUHUCTPATOP» SABJISIETCS OCBOEHHE
MexaucruumHapaoro kypca (MJIK) manHOTO MpOodhecCHOHATBHOTO MOIYJS COTJIACHO
y4eOHOMY TIIaHy.

1.2. esn u mnaHupyeMmble Ppe3yJbTAThl Y4eOHOW M NPOU3BOACTBEHHOM
NPaKTUKH

B pesynprare um3zyuenums mnpodeccuoHanpbHoro moayias IIM.03 oOyuaromiuiics
JOJKEH OCBOUTH OCHOBHOM BHJI AESTENbHOCTU «BbimosHeHue paboT mo paboyeit
npodeccun ciayxamiero «Cekperapb-aJJMUHUCTPATOP» — OCYIIECTBIEHUE OPTaHU3aIIOHHOTIO
oOecrieueHus JIESITEIbHOCTH OpraHu3aliu» W COOTBETCTBYIOIIME €My OOIIue
KOMITETEHIIMU U TPO(PECCHOHANIbHBIE KOMITETCHIIUU:

1.2.1. [lepevyeHb 0OMIMX KOMITETEHIIANA:

Kox HanmeHoBanue 00IUX KOMIIETEHIMI

OK 01 BLI6I/IpaTb CIIOCOOBI PCIICHHUA 3aJdad HpOd)CCCHOHaHbHOﬁ ACATCIIBHOCTH IPHUMCHHUTCIBHO
) K pa3JIMYHbIM KOHTCKCTaM.

Hcnonb30BaTh COBpeMEHHBIC CPEACTBA MOWCKA, aHAIM3a W MHTEPIpETAlui WH(OpMAINH,
OK 02. |u wHpOpPMAIMOHHBIC TEXHOJOTUU I BBIOJHEHUS 3a1ad  MIPOPEeCCHOHATHHON
NESITEIbHOCTH.

[TmanupoBaTh M peann30BBIBATH COOCTBEHHOE MPO(PECCHOHATBHOE M JINYHOCTHOE Pa3BUTHE,
OK 03. | mpeanpuHUMATEIBCKYIO ACSITEIHHOCTh B TPOQPECCHOHATIBLHON cdepe, UCTIONh30BaTh 3HAHMS
110 q)HHaHCOBOI\/JI TpaMOTHOCTH B PA3JIMYHBIX JXKU3HCHHBIX CUTyallUusiX.

OK 04 OddekTHBHO B3aUMOIEHCTBOBATh U pabOTaTh B KOJUICKTUBE U KOMaH/IE.

OK 05 OCYIIIGCTBJ'ISITB YCTHYIO W IIHMCBMCHHYIO KOMMYHHUKAIIMIO Ha TOCYJApCTBCHHOM 3BIKC
Poccuiickoit @enepanuu ¢ yueTroM 0COOEHHOCTEN COLMAIBHOTO U KYJIbTYPHOI'O KOHTEKCTA.

HpOSIBJ'I}ITB IpaXaAaHCKO-IIATPUOTHUYCCKYIO  ITO3UIUIO, ACMOHCTPUPOBATHL OCO3HAHHOC
OK 06. INOBCACHUC Ha OCHOBC TpPaJUIIUMOHHBIX O6H.[CLICJ'IOBCLICCKI/IX I_ICHHOCTeI\/’I, Bv TOM YHCIIC
C YUCTOM I'apMOHH3alINH MCKHAITUMOHAJIBHBIX U MCXKPCIINTIMO3HbIX OTHOIICHHWHA, ITIPUMCHATH
CTAaHAAPThI AHTUKOPPYIIIUOHHOI'O ITIOBEACHU .

CopeiicTBOBaTh COXpPAaHEHHUIO OKPYXKAIOIIEH Cpeabl, pecypcocOepekeHrt0, MPUMEHSITh
OK 07. |3HaHus 00 W3MEHEHWHU KIWUMaTa, MPUHIUIBI OEpeXITMBOTO MPOU3BOACTBA, d(PPEKTUBHO
JICIICTBOBAThH B YPE3BBIYAIHBIX CUTYAIIHSIX.

Hcnonb3oBath cpenctBa GrU3HMUECKON KyJIbTYphl Il COXPAHEHUS U YKPETIJIEHUS 3/J0POBbS B
OK 08. | mporecce mnpoecCHOHATBHON JEATEIPHOCTH W TOJJACPKaHUs HEOOXOIUMOTO YPOBHS
(bu3nyecKoil MoAroTOBIEHHOCTH.

OK 09 [Tonp3oBaThcs mpodeccnoHaaIbHON TOKYMEHTAIMEH Ha TOCYJapCTBEHHOM M MHOCTPAHHOM
* SI3bIKaXxX.

1.2.2. Ilepevens npodeccuoHaATBHBIX KOMITETEHIIUN

Kon HaumeHnoBaHnne BHI0OB JeATEJLHOCTH H MPO()eCCHOHAIBHBIX KOMITETeHIIHI

BI{ 1 OcyHIeCTBJIeHHe OPraHu3alMOHHOIO U JIOKYMCHTAIIUOHHOI'0 odecneyeHu
ACATCJIbHOCTH OPraHu3aluu

OcymiecTBiATh MpuUEM-TIepeiady yIpaBleHYeCKOH HH(OpPMaIMM C TMOMOIIBIO CPENICTB

K 1.1 MH(POPMAIIMOHHBIX 1 KOMMYHUKAIITMOHHBIX TEXHOJIOTUH.

K 1.2 KoopaunupoBats paboTy NpUEMHON PYKOBOAMTENS, 30H MpUEMa pa3IM4YHBIX KaTeropHi
** | moceruTene OpraHu3anui.

Brnagets cnocobamu opraHuzanuu  pabovero MpPOCTpPaHCTBA NPHEMHOWM M KaOWHETa

IIK 1.5. pyKOBOOUTEIA.




Pe3ynbratoM mpoxokaeHus MpakTUKH 1Mo npodeccuoHanbHomMy moayno [1M.03
ABIISIETCS: IPHOOPETEHNE MIPAKTHUECKOTO OMBITA IO OCYIIECTBICHUIO OPTaHU3AIIHOHHOTO
o0OecrieyeHus JESITENbHOCTH OpraHU3alMiid, B TOM UHWCJIE€ C HCHOJb30BAaHUEM
OpPOrpaMMHBIX CpPEACTB Yy4€Ta, XpaHeHHs, OO0pabOTKM U ToWcka uHpopMauu/
JOKYMEHTOB.

1.2.3 B pesynbrare ocBOeHUA MNPOGHEeCCHOHATBHOTO MOIYJSI OOydYaromuiics
JIOJIKEH:

Nwmets B momyyennn HeoOXxomumoil uHGOpMANIMKM W Tepeladd  CaHKIMOHWPOBAHHOM
NPAaKTUYECKUH | MH(POPMALMM C HCIOJIB30BAaHUEM CPEICTB MH()OPMALMOHHBIX M KOMMYHUKAIIMOHHBIX
OIIBIT TEXHOJIOTUM.

Koopaunnanuu paboTel NpUEMHOM pPYKOBOAMTENS M 30H MNpUEMA Pa3IUYHBIX
KaTerOpuil OCETUTEIIEH OpraHU3aliy.

Opranu3anuu 1 nojaaep>kaiusi QyHKIHMOHAIBHOTO padouero npocTpaHCTBa.

Ymerpb Oprann3oBbeiBaTh paboyee MECTO B COOTBETCTBHH C TPEOOBAHUSMH 3PTOHOMHUKH
U KyJbTYpbI TPYZa;

obecrieunBath pabouee MecTo U  (YHKIHOHAJIBHOE pabodyee MpPOCTPAHCTBO
HE0O0XOANMBIMU CPECTBAMHU OPraHU3allMOHHOMN TeXHUKH, MEOEIbIO U KaHIeIIPCKUMU
MPUHAIIICKHOCTSAMHU;

MOJIIEP>)KUBATh CPE/ICTBA OPraHU3ALMOHHON TEXHUKH B pab0YeM COCTOSIHUH;
OpUMEHSATh B paboTe cpencTBa HMH(DOPMAIMOHHBIX HM  KOMMYHUKAIIMOHHBIX
TEXHOJIOTHI;

WCTIOJIB30BATh CPEJICTBA MH(POPMALMOHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJIOTHH IS
MOJIyYEeHHUs U Mepelaud HHPOpMaLny;

YCTaHABJIMBATh W TOJICPKMBATh KOMMYHHKAIIMM B IIPOIECCE JEIOBOTO OOIICHUs
C TMOMOIIIBIO CPEJICTB UHYOPMAITMOHHBIX U KOMMYHHUKAIIMOHHBIX TEXHOJIOTHIA;
OCYIIECTBJIATH cOOp, 00paboOTKy HHPOPMALMH, CHCTEMATH3ALMI0 TMOJIYYaeMbIX
U TiepelaBacMbIX JaHHbIX;

OCYIIECTBIISITH MPOBEPKY JOCTOBEPHOCTH, TIOJTHOTH M HEMPOTHBOPEYHBOCTH JAHHBIX,
UCKJIIOUEHHUEe TyOIupoBaHus HH(OpMAIIUH;

CTJIaKUBATh KOH(IMKTHBIC U CIIOKHBIE CUTYaIlUH MEXJIMYHOCTHOTO B3aMOICHCTBUS;
COOJIIOIaTh STUKET U OCHOBBI MEXIYHAPOHOT'O IIPOTOKOJIA;

obecrieunBaTh HHPOPMAMOHHYIO 0€30TTaCHOCTD JCATEIIEHOCTH OPTaHU3aAIHHT;

BECTH U UCIIOJIb30BaTh B paboTe 06a3y KOHTAKTOB OpraHU3alUY;

BECTH YYETHBIC PETHUCTPAIMOHHBIE (POPMBI, UCTIONB30BaTh UX IS HH()OPMAIIMOHHOH
paloThI U PabOTHI IO KOHTPOJIO UCTIOIHEHUS TOPYYCHUI;

BCTpEYaTh IOCETUTENCH, IoJlydyaTh IEPBUYHYIO HMH(OpPMaLUI O IOCETUTENX,
yCTaHaBJIMBATh MOPSIOK MpuéMa JUIsl pa3IMuHbIX KaTerOpHid MOCeTUTeNei NpuHUMAaTh
Mepbl 0 COXPAHEHUI0 KOHOQUAEHIHMAIbHOM uHHpoOpManMU B Xoxe Ipuéma
IIOCETHUTEIICH;

BECTH YYETHBIE PErMCTpallMOHHBIE (OPMBI IO MpUEMY IMOceTuTenell u opopMiIATh
MPOIYCKa;

OCYILLIECTBIIATh IPUEM, IIepeiady U OTIPABKY JTOKYMEHTOB;

OpPraHu30BBIBATh U OPOHUPOBATH IEPETOBOPHBIE KOMHATHI,

CepBHUpOBAThH YaiiHble (KOGelHbIe) CTONBI B oduce.

3HaTh HOpMaTUBHBIE TIPaBOBbIe akThl Poccuiickoit ®@enepannu B chepe HHPOPMAITMOHHBIX
U KOMMYHHUKAIIMOHHBIX TEXHOJIOTH, MO 3amuTe WHpopManuu, WHOOpMaIMOHHON
0C30ITacHOCTH;

CTPYKTYpy OpraHu3aiuu, e€ 3amadud W (YHKIUH, pacrpeneicHue (yHKIUH MexaTy
CTPYKTYPHBIMH MOIPA3/ICIICHUSIMA U CIICIIHATUCTAMH,

TpeOOBaHUS OXpaHbl TpyJda, MPOU3BOACTBEHHON CaHUTAPUH, MPOTUBOIOKAPHOM
3aIUTHI;




OCHOBBI NTPaBUJILHON OpraHU3alMK TPYJa U METO/IbI MOBBIIIEHUS ero 3PPEKTUBHOCTH;
BUJIbl OPTaHU3AIIMOHHON TEXHUKH U MpaBUIia paboTHI C HEl;

MeToAbl 00pabOTKM W  3amuThl  HWHPOPMAIMKM C TNPUMEHEHHEM CpEICTB
I/IH(l)OpMaI_[I/IOHHLIX U KOMMYHUKAIIMOHHBIX TeXHOJ’IOI‘I/If/’I;
OTHUKET U OCHOBBI MCKAYHAPOAHOI'O IIPOTOKOJIA,
3TUKY JEJIOBOTO OOIIEHNS;
IIpaBHjia PyCCKOI'O A3bIKa,
IIpaBUJIa PEYEBOI0 ITUKETA,
IIpaBujia MOAACPIKAHUA U PA3BUTUA MCKIIMIYHOCTHBIX OTHOH.IGHPIﬁ;
IIpaBUJIa OpraHU3alny IPUEMa IOCETUTEIICH;
TpaBUJia CEpBUPOBKHU YaitHOTO (KOEHHOTO0) CTOJIA.
1.3. KouauuyecTBOo HeaeJb (Y4aCOB) HA OCBO€HHMEe MPOrpaMMmbl Yy4deOHOM
U NPOU3BOACTBEHHON NPAKTUKH
Bcero — 108 akan. yacoB, B TOM YHCJIE:
- yueOHOM mpakTUKH — 36 akaj. 4acos,
- IPOU3BOJICTBEHHOM MPAKTUKU — 72 aKaj. yaca.
. KonunuectBo dopma
Cemectp IIpodeccnonanbHbIit ®opmupyemble aKaL. ac./Hel opoBe-
MOIYJIb OK/TIK ) ) ’
B CeMecTpe JACHUA
YUYEBHAS MIPAKTUKA
No cemectpa OK IK 8 cemecmp BCETO §
IIM.03 BeinonHenue 0
pabor =
1o pabouei mpodeccru 11 =
CITy’KaIero 7 36 36 o
4 C e Tane- 01-09 | 1.2, 2
peTap (1 neoens) | (1 venmens) ®)
aJIMUHUCTPATOP» 1 =
o
2
[IpomexxyTouHas arrectauus B popme qudhepeHurnpoBaHHOTO 3a4eTa
ITPOM3BOJACTBEHHASI MIPAKTUKA
Ne cemectpa OK IIK 6 cemecmp BCETO =
T
IIM.03 BeimonHenue =
pabot 2
no paboueit mpodeccun 1.1 =
CITY’Kalllero P 72 72 =
4 C } 01-09 1.2., =
«LEKpeTapb (2 nedenu) | (2 Hemenn) @)
aIMUHHCTPATOPY 1.5. =t
o
2

[IpomexxyTouHast arrectauus B popme qudepeHurnpoBaHHOTO 3a4eTa




2. CTPYKTYPA U COAEP’)KAHUE
YYEBHOU U ITPOU3BOJCTBEHHOMU ITPAKTHUKH

2.1. Crpykrypa npodeccuonanbioro moayiass IIM.03 Bpimosnenue pador mo padodei mpodeccum ciayxkamero
«Cexperapb-aIMUHUCTPATOP»

MecTo yueOHOM 1 TPOU3BOJACTBEHHOM MPAKTUKHU B CTPYKTYpe npodeccuonaibHoro moayiis [IM.03

O6BeM npodhecCHOHATFHOTO MOIYIIS, aKaJIEMHIECKHX JaCOB

=
e O6yuenue no MJIK
~
§ B Tom uncne Tpaicruiu
5
Komst % E ®
npo(heCCHOHATBHBIX HaumenoBanue pazaenos Bcero, E e ;:? =
i obuuix o MPOpECCHORAILHONO MOAY1 Hacos % E Bceero JlabopatopHbix KypcoBbix CamocTosiTenpbHas E, %
KOMIICTCHIIU _g_‘ g 1 MIPAKTUYCCKUX 2G0T a60Ta % S Vyebnas HpOI/ISBO,Z[CTBeHHaH
@ 3aHATUH p P S E
o g«
g =
m
1 2 3 4 5 6 7 8 9 10 11
Pazpen 1.
K 1.1,1.2, 1.5 MJIK 03.01.
OK OpraHu3aloHHOE 38 20 38 20
01,02,03,04,05,09 | obecneuenue AeITENLHOCTH
OpraHu3alnn
K 1.1,1.2, 1.5
OK 01-09 VI1.03 YueOHast mpakTHKa 36 36 36
IK1.1,1.2,1.5 [1I1.03 IIpon3BoaCTBEHHAS
OK 01-09 MpaKTHUKa 72 72 72
IIpomexxyTouHas 1 6 6
aTTecTalus
Bcero: 158 | 128 | 38 | 20 | 6 6 36 72




2.2. TemaTu4ecKHii IVIAH U COAEPKAHME Y4eOHO U MPOU3BOACTBEHHON NMPAKTUKH

n/n

HNuaekc
Moay.Jid,

M/IK

Tema npakTuxku (BUAbI pador)

Copepxanne padot

Koa-Bo
aKaji. 4.

Koapl
KOMIIEeTeHITH I

OK IIK

DopmbI
M METO/bI
KOHTPOJIsI

YYEBHAS ITPAKTHUKA - 36 akan. yacoB

MJIK 03.01

BBOoaHBIN HHCTPYKTaX.
O3HakomieHuE

C OpraHu3almen — MECTOM
MIPOXO0KICHUSI IPAKTUKU

HHCTpyKTaX M0 MPOXO0XKICHUIO IPAKTUKH,

e€ LIeJH U 3a/1a4M, MOPSJIOK OTUYETA 10 MPAKTUKE.

O3HakoMJIEHUE:

- CO CTPYKTYpOH, QYHKITUSMH U 3a1a4aMHU
OpraHu3aIiy;

- C IPABOBBIMU (YUYpEAUTEIbHBIMU) U
pacnopsAUTENTbHBIMHA JOKYMEHTAMU
OpraHu3aluy;

- C IOPSZIKOM B3aUMOJICUCTBUS CTPYKTYPHBIX
[I0/Ipa3JIeJIEHU OpraHU3allK: pacipeesIeHre
GYHKIUH MEXTY CTPYKTYPHBIMHU
0/Ipa3IeJIEHUMHU, 30Hbl OTBETCTBEHHOCTH
ciy6b1 JIOY u cexperapuata, pojib ceKpeTapsi-
aJIMMHHCTpaTOpa B OpraHu3aluu.

=
~

OK
01.-09.

—_ e —
o —

YCTHBIM OIIPOC,
OINMCAHNE

MJIK 03.01

3HaKOMCTBO C pabOYHM MECTOM,
¢ (QyHKIIMOHATIBHBIMU 1
JOJDKHOCTHBIMU O0SI3aHHOCTSIMU

3HAKOMCTBO C OCHAITIIEHHEM padovero Mecra
ceKpeTapsi-aIMUHUCTPATOPa U OpraHu3aLuei
pabouero npoctpancTBa. O3HaKOMIIEHHE

C MpaBWJIaMU BHYTPEHHETO paclopsiaKa
OpTraHU3aI1H, IPABUIAMH TEXHUKH 0€30MacHOCTH
Ha pabodyeM mecte. M3yueHnne qomKHOCTHOM
MHCTPYKIUHU CEKpeTaps-aAMUHUCTpaTOpa
OpraHu3aIiHy.

=
~

OK
01.-09.

—_—— —
D —

YCTHBIH OIpocC,
ONMCAHHE




Koapl

No HNupexc Koi-Bo KOMIIeTeHL i DopMBbI
1/ MOIYJIs, Tema npakTuku (BUABLI padoT) Coaep:xanue pa6or ST M METO/bI
MK OK K KOHTPOJIsI
O3HaKOMJICHHE C YCTAaHOBJICHHBIMU MPABUIIAMU H
PaboTa ¢ TOKAIBHEIMIL npoleypaMu KOMMYHUKAIIMH BHYTPH
HOPMATHBHBIME JIOKyMerTavy | OPTAHH3ALIH, DENTAMEHTOM O KOPIIOpAaTHBHOU K
KYJIbTYpE, IPaBHUJIaMU OpraHU3aIH IPUEMOB B .
OpraHu3allnHy, OK 1.1., | yctHsIi onpoc,
3 | MIK 03.01 oduce, MOpAIKOM OPOHUPOBAHHUS IEPETOBOPHBIX, 4
peraMeHTUPYIOLMMU . 01.-09. 1.2, OIHCaHue
NpaBUJIAMU B3aUMOJICHCTBHUS C TAPTHEPAMH, 15
ACATCIILHOCTD CCKpeTapsl- KJIMEHTaMH, CPEJICTBAMU MacCOBON MH(OpMAIUH,
aAMUHHACTPATOpa IPABUIIAMH 3aIUThI KOH(DUIEHIMATEHON
Cy)KeOHOM MHGbOPMAITIH.
[Tonnepskanue mopsiiKa U YUCTOTHI HAa paboueM .
MeCTe U B 30HE MPUEMa PA3IUIHbIX KaTeTOPHii IK YCTHBIH OLIPOC,
Opranusanus . OIIUCAHUeE,
IIOCETUTENIEH. YUacTue B KOHTPOJIMPOBAHUNU OK 1.1,
4 | MIK 03.01 | ¢pyHkumoHambHOTO pabodero 2 OIICHKA
(YHKIMOHUPOBAHUS OPTTEXHUKH, COCTOSTHUS 01.-09. 1.2., .
HpocTpanctea MeOenu, HaTU4KsI PAaCXOAHBIX U KaHLEISIPCKUX 1.5 apeRTIer oM
’ pacxoa Herip " NEATENbHOCTH
MaTepUasoB.
O3HakoMJIEHHE C TTpaBUIIaMH pabOoThI CO
CpeICcTBaMU TEIEKOMM YHUKALIMM,
UCTIOJIb3yEeMBIMU B OpTraHHU3aIMH JJIs TIpUEMa-
nepenaaun nHGopmarmn. [loxyuenne
. Heo0Xxo1uMoi HH(pOpMAaLUY U ITepeiada
IIpuém-nepenaqa CAHKIIMOHUPOBAHHON MH(OpMAIMH 0 Tese(OHY.
uHDOPMAIH . | O3nakomiienue ¢ mpaBuiIaMu (pUIBTPALAN U
C TOMOILEIO aBTOMATHICCKOM | poneqnpecarun 3B0HKOB. YdacTHe B BeIeHUH K OTHCaHNE,
tenedonHoi craniuu: ATC
. TeNeQOHHBIX IEPETOBOPOB B PaMKaX CBOUX OK 1.1, OLICHKA
5 | MZK03.01 | (BHemHss CBA3b: FTOPOJCKAs, o 4 01.-0 12 .
MESK/TyrOpO/IHAS MOJTHOMOYHH ¥ B COOTBETCTBHH C TIPAaBUIIAMHU .-09. 2., PaKTUYECKOMN
3 i L.5. esATEIIbHOCTH
MESKTyHAPO/IHAS) H MHHH- peueBoro ITUKETa ¥ 3TUKOM oOuieHus. Benenue A
ATC (BHYTpEHHSIS CBA3b); 1 YUYETHBIX PETUCTPAIMOHHBIX (POPM: pEeruCTpaLus
COTOBOIi CBSI3U MOCTYMAIONINX TeJIe(QOHHBIX 3BOHKOB, BEJICHHUE
0a3bl KOHTAKTOB OpPTraHU3alUU (KOPIIOPATUBHOTO
Tee()OHHOTO CITPABOYHUKA); HCITOJIF30BAaHUE UX
JUTSE THPOPMAIIMOHHO-CITPABOYHON pabOTHI.
O3HakoMJIEHHE ¢ TTPAaBUIIAMH HCIIOJIb30BAHMS
MECCEH/PKEPOB B JIETIOBOM KOMMYHUKAIHH.
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Koapl

No HNupexc Koi-Bo KOMIIeTeHL i DopMBbI
1/ MOYJIf, Tema npakTuku (BHABI padoT) Coaep:xanue pa6or ST M METOBbI
MIK OK K KOHTPOJIsI
O3HakOMJIEHHE C TIOPSIIKOM MpUEMa U Tepeaun
[Tpuém-nepenaya COOOIIIEHUH IO ANEKTPOHHON MOYTE, yUacTUE B K OnHMcaHue,

6 MJIK 03.01 uH(pOopMaIun BEJICHUH B NPEIENIax CBOMX MOMHOMO'HI] 4 OK 1.1, OleHKa
¢ HOMOLIBIO (PAKCHMMJIEHOTO | DJIEKTPOHHOM J€JI0BOM IEPENUCKI 01.-09. 1.2., | mpakTH4ecKoi
amnmapara, 3JISKTPOHHOM MOYTHI | ¢ COOTIOACHUEM MPaBWII TU(DPOBOTO ITHKETA. L5. ACATCIBHOCTH

[Tpuém u nepenaya GpakCUMUIBHBIX COOOLICHUH.
O3HakoMJIEHHE € TTPaBIJIaMU B3aUMOICHCTBUS
IpY IpUEMe Pa3InYHbIX KaTerOpUi MOCeTUTENeH
OpraHu3aly. Y4yacTue B peryJMpoBaHUU MTOTOKA
MIOCETHUTEJICH B 30HE pecenIH. Peructpamms
MoCeTUTeNeH B y4eTHBIX (popmax
(aBTOMaTM3UPOBAHHBIX CHCTEMAX ), 0(OpMIICHHE
IPOIYCKOB Ha MPOX0J1 B 0(hUC, MPOITyCKOB Ha
Pa6oTa B 30He IpreMa TIPOE3]T ABTOTPAHCIIOPTA HA MPHIIETAIONTYIO K OK 1HIK Olz)lﬁceall{ilze’
7 MK 03.01 | pa3nuuHbIX kareropui oducy TeppuUTOpHIO (IIPU HEOOXOTUMOCTH 6 01.-09. 1_2.: MpAKTHYECKOH
ITOCETUTEJIEW OPraHU3alun KOIIMPOBAaHNE/CKAaHUPOBAHHUE JJOKYMEHTOB); 15. NeSTeNbHOCTH
MIOMOIIb B OpraHU3alMK IpueMa oceTuTenei
PYKOBOJUTENIEM WJIH COTPYAHUKAMHU.
Hcnonb3oBanue B paboTe CpeacTB
WH(OPMAIMOHHBIX 1 KOMMYHHUKAITHOHHBIX
TEXHOJIOTUH. Y4acThe B IPUTOTOBIICHUH
MMOCETUTEIISIM HATUTKOB (Yaii, kode,
MPOXJIATUTENbHBIC HATUTKH).
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n/n

HNuaekc
Moay.Jid,

M/IK

Tema npakTuxku (BUAbI pador)

Copepxanne padot

Koa-Bo

aKaj. 4.

Koapl
KOMIIEeTeHITH I

OK IIK

DopMbI
M METO/bI
KOHTPOJIsI

MJIK 03.01

Opranuzanys u OpoHUpPOBaHUE
NIEPErOBOPHBIX KOMHAT

O3HaKOMJIEHHE C OpraHU3alUel IepEeroBOPHBIX
KoMHaTt. [IpoBepka neperoBOpHbIX KOMHAT Ha
IIPEIMET YUCTOTHI U NMOPSJIKA, UCIIPABHOCTH
000pyI0BaHUs, HATMYUS KaHIEIAPCKUX
IIPUHAUIEKHOCTEN (pyUKH, KapaHJaliy, Oymara,
OJIOKHOTHI U T.11.) U Boabl. [IpuBenenue
NEePEeroBOPHBIX KOMHAT B Ha/IJIEXKAIIUN BUJL ITOCTIE
NeperoBopoB (IIp1 HEOOXOIMMOCTH OpraHU3aLus
yOOpKH oMelieHus1). Ydactue B OpOHUPOBaHUU
MEPErOBOPHBIX KOMHAT IO 3alpocaM COTPYIHUKOB
OpraHu3alliy C yYETOM NpeIHA3HAYEHUS,
OCHAIIICHUS] TEXHHYECKUMH U TIPOTPAMMHBIMHU
CpeACTBaMU JJIs IPOBEJCHUS TOJIOCOBOM UM
Buaeo-koHpepenu-cas3u (BKC), BmectumocTy,
BpeMeHHu OpoHupoBaHusa. O3HaAKOMIIEHHE C
MOPSIKOM pErucTpanuy OpOHUPOBAHUS
NEPEroBOPHBIX KOMHAT B YUeTHOH (opme/
kanenaape Outlook/ B aBToMaTu3MpoBaHHOM
cucreme OpoHUpOBaHUs (TIPU €€ HATMYUU

B OpraHMU3aI1H), CHATHS OPOHU IIPU JOCPOUHOM
OKOHYAHUU WM OTMEHE IIEPErOBOPOB,
penakTUpoBaHUs HHPOpPMALMKU O OPOHHU MIPH
U3MEHEHUU BPEMEHH, 3aIUIaHUPOBAHHOT'O JUISI
IIPOBE/ICHUS IEPErOBOPOB. YUacTue B
IIPUTOTOBJIEHUM ISl Y4aCTHUKOB IIEPETOBOPOB
HaIUTKOB (4ai, Kode, MpoXIaauTeIbHbIE
HAIHUTKH), CEPBUPOBKE YaitHOTO (KO(eHHOrO0)
croJia B oduce

=
~

OK 1.1
01.-09. 1.2,
L.5.

OTHMCaHHUeE,
OLIEHKa
MPAKTUYECKOMN
NEeSATeTbHOCTH
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n/n

HNuaekc
Moay.Jid,

M/IK

Tema npakTuxku (BUAbI pador)

Copepxanne padot

Koa-Bo

aKaj. 4.

Koapl
KOMIIEeTeHITH I

OK IIK

DopMbI
M METO/bI
KOHTPOJIsI

MJIK 03.01

DKcreauIonHas o0paboTka
KOPPECIIOH ICHITUU

VYyacTtue B mpueMe 1 NepBUYHON 00paboTKe
MOCTyNAaKNIIEH OT MOCETUTEIEH
KOPPECTIOHICHIIMH: TPOBEPKA MPABUIBHOCTH
JIOCTaBKH KOPPECTIOHICHIINH, €€ [IEIOCTHOCTU U
KOMILIEKTHOCTH; (puKcanus GpaKTa MmosryqyeHus
KOPPECIIOH/ICHIINHU B YYETHBIX (hopmax,
COPTHPOBKA MOCTYIAIONIEH KOPPECTIOHACHIINH U
ee repeiada pyKoBOJICTBY WIIM COTPYAHUKAM
OpraHu3aium, B3aumojieiicTeue co ciyxooit 10Y
JUIS TIepejady 110 Ha3HAYCHUIO IOKYMEHTOB,
MOJIeKAITUX [IEHTPATTN30BAHHON PETUCTPAIIHH.
Yyactue B 00paboTKe OTIpaBIsIeMOit
KOPPECIIOHICHIINH, TIepeiade oI OTOBICHHOM
K OTHPaBKE KOPPECIIOHICHIIH TOCETUTEISIM HIIN
KypbepaM/BOUTEISIM JIJISl IOCTaBKH aJIpecary.
dukcanus B yueTHbIX GopMax (pakTa neperadu
OTIIPABIISIEMON KOPPECTIOHICHITNH 110 Ha3HAYEHHUTO

=
~

OK
01.-09.

—_ = —
D —

OINMCaHue,
OLICHKA
MPAKTUYECKON
NEeATEIbHOCTH

10

MJK 03.01

Brimonaeunue

KOOPAUHUPYIOLIHAX
1 obecrieunBarOIX QyHKITUH

O3HaKOMJIEHHE € IOPAJKOM MEepeaadn NopyueHu
PYKOBOIUTENS COTPYJHUKAMHU U OPTaHU3aLNH
KOHTPOJISI UX MCIIOJIHEHUA. Y4acTue B Iiepeaaye
MOPYYEHUN PYKOBOJUTENS U COTPYTHUKOB
OpraHHU3aliy C UCIIOJIb30BAHUEM CPEJICTB
KOMMYHHKAIU. O3HaKOMJIEHUE C MTOPSIKOM
B3aMMOJEHCTBUS C KypbepaMU U BOJUTEISIMU
opranuszanuu. Benenue )xypHanoB pa3zbe3i0B
KypbEepOB OpPraHU3alluy U MapUIpyTOB BOAUTEIEH.
O3HaKOMJICHHE C IOPSAJKOM COCTAaBJICHHS 110
YKa3aHHIO PYKOBOJCTBA OTYETHBIX U
CTaTUCTHYECKUX CIIPABOK.

=
~

OK
01.-09.

OIHCaHueE,
OLICHKa
MPaKTUYECKOMN
NEeSATeTbHOCTH

BCEI'O:

36
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n/n

HNuaekc
Moay.Jid,

M/IK

Tema npakTuxku (BUAbI pador)

Copepxanne padot

Koa-Bo

aKaj. 4.

Koapl
KOMIIEeTeHITH I

OK IIK

DopMbI
M METO/bI
KOHTPOJIsI

NPOU3BOACTBEHHAS ITPAKTUKA - 72 akaa. yaca

MJIK 03.01

BBoaHBIN HHCTPYKTAXK.
O3HaKOMIJICHHE C
OpraHu3aiuel — MecToM
MIPOXOKICHUSI IPAKTUKU

WHCTpYKTaX 10 MPOXOKACHUIO PAKTUKH,

e€ 1IeIM U 3a/1a4u, IOPSI0K OTUETa 110 IPAKTUKE.
O3HaKOMJICHHE CO CTPYKTYPOi, QYHKIHSIMHU

¥ 33/1a4aMU OpPTaHU3AI1H, C IPABOBBIMHU
(YapenuTeNnbHBIMI) U PACTIOPSAUTEIBHBIMA
JOKyMEHTaMH opranuzaiuu. OnpeneneHue
MOPSI/IKA B3aMMO/ICHCTBHSI CTPYKTYPHBIX
HOJpa3AeICHU OpraHu3alui: pacpeaeIcHue
(GYHKINH MEXIY CTPYKTYPHBIMU
MOJIPa3/IeIICHUSIMH, 30Ha OTBETCTBEHHOCTH
cityx0b1 JIOY u cekperapuara, poib cekperapsi-
aJIMUHUCTPATOPA B OPTaHU3AIIH

=
=~

OK
01.-09.

— e —
n o —

YCTHBIH OIpocC,
OIMCaHue

MJIK 03.01

3HAKOMCTBO C pa60q1/1M MCCTOM,
C q)YHKLII/IOHaJ'IBHLIMI/I n
JOJDKHOCTHBIMUA 00sI3aHHOCTAMU

3HaKOMCTBO C OCHAIIIEHMEM pabodero Mecra
CEeKpeTaps-a/IMIHICTPATOPa U OPTraHU3aIei
pabouero npoctpancTBa. O3HAKOMIICHHE

C IPaBWJIAMU BHYTPEHHETO PaCIOPs/IKa
OpraHu3aIH, MPaBUJIaMH TEXHUKH O€30MaCHOCTH
Ha pabouem mecre. M3ydeHne 1omKHOCTHON
HHCTPYKIUH CEKpeTapsA-aIMUHUCTPATOPA
OpraHu3aIny, €€ CPaBHEHUE C TUIIOBOU
JIOJDKHOCTHOM MHCTPYKLIMM CEKpeTaps-
aJIMUHHUCTpaTOpa

=
~

OK
01.-09.

—_— e —
o —

YCTHBIH OIpocC,
OINMCAaHHE

MJIK 03.01

Pabora ¢ ToKaIbHBIMHA
HOPMATHUBHBIMU JIOKYMEHTAMH
OpraHW3aIny,
perIaMeHTUPYIOITUMU
JeATEITBHOCTh CEKpeTapsi-
aIMIHHUCTpaToOpa

N3yuenune yCTaHOBIICHHBIX TIPABWII U MIPOLIEAYP
KOMMYHUKAIIUU BHYTPU OpPTaHU3aINH,
perjiaMeHTa 0 KOpIopaTUBHON KYJIbType, MPaBUII
OpraHu3aIy IPUEeMOB B ouce, mopsaka
OpOHWPOBAHUS IEPETOBOPHBIX, TPABHIT
B3aUMOJICHCTBUS C TAPTHEPAMHU, KIINCHTAMH,
CpencTBaMu MaccoBOM MHGOPMAITHH, PABII
3aIUTH KOH(OUICHIIMATIEHOHN CITYKEeOHOM
nHpopmanuu. BeimonHenne TpedoBaHu
JIOKQJIbHBIX HOPMATHUBHBIX JOKYMEHTOB TPH
WCIIOJTHEHUH BO3JIOKEHHBIX 00s13aHHOCTEH

=
~

OK
01.-09.

—
D —

YCTHBI OIpoc,
OIKMCAaHHE
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n/n

HNuaekc
Moay.Jid,

M/IK

Tema npakTuxku (BUAbI pador)

Copepxanne padot

Koa-Bo

aKaj. 4.

Koapl
KOMIIEeTeHITH I

OK IIK

DopMbI
M METO/bI
KOHTPOJIsI

MJIK 03.01

Opranuzanus
(YHKIMOHAJILHOTO paboyero
MPOCTPAHCTBA

ITognepxanue ONTUMAIBHBIX YCIOBUN
npodeccHoHaIbHON AEATeTbHOCTH CEKpeTaps-
aaMuHucTpatopa. ObecnieueHne paboyero Mecrta
U QYHKIIMOHAIBHOTO pabovero mpocTpaHcTBa
HEO0OXOIMMBIMU CPEJICTBAMHU OPraHU3aI[MOHHOM
TEXHUKHU, MEOEITBIO U KaHIIEISIPCKUMHU
npuHaIe)kHOCTSIMU. KOoHTposb nopsika

Y YUCTOTHI HAa paboYeM MeCTe U B 30HE IIpHUeMa
pa3IM4HBIX Kareropuil nocerureneil. Kontpoias
(GYHKIIMOHUPOBAHUSI OPTTEXHUKH, COCTOSTHUS
MeOenu, HATMYMsI paCXOAHBIX U KaHLEISIPCKUX
MaTepHaoB

=
=~

OK
01.-09.

YCTHBIN OIIPOC,
OIHCaHueE,
OLICHKa
MPaKTUYECKOU
NEeSITEIbHOCTH

MJIK 03.01

IIpuém-nepenaya
uH(popMalun

C IOMOIIBIO aBTOMaTH4YECKOMN
tenedonnoi cranmuu: ATC
(BHEILIHSA CBA3B: TOPOACKa,
MEX1yTopoaHasi,
MEX1yHapOAHAas1) U MUHHU-
ATC (BHYTpeHHSS CBSI3b); U
COTOBOM CBSI3H

O3HaKoMJIEHHE € ITpaBUJIaMU pabOThI CO
CpenCTBaMU TEIEKOMM YHUKALIMM,
MCIOJIb3YEMBIMU B OpraHU3aluu 1j1s npuéma-
nepenaun nadopmanuu. [lomyuenue
Heo0X0UMON HH(pOpMaLIUK U Iiepeaya
CaHKI[MOHWPOBAHHOIN MH(OpMALIUU 1O TeIePOHY.
dunbTpanus U nepeagpecanns 3B0HKoB. Benenue
TeleQOHHBIX IEPETOBOPOB B paMKaxX CBOUX
MIOJIHOMOYHI U B COOTBETCTBUU C MPaBUIAMU
pPEYEeBOro ITHKETA U ATUKOM oO1eHus. Benenue
YUETHBIX PETUCTPALIMOHHBIX (POPM: perucrpanus
MOCTYMNAMIMX Telle(OHHBIX 3BOHKOB, BE/IEHNE
0a3bl KOHTAKTOB OpPTraHU3alUU (KOPIIOPATUBHOTO
Te1eQOHHOTO CIPAaBOYHUKA); UCIOJIB30BaHUE UX
JUTsl ”HQOPMAIIMOHHO-CITPaBOYHOU PaboTHI.
Hcronb30BaHnE MECCEHKEPOB B IETTOBOM
KOMMYHHUKAIIIH, COOTI0IeHHE MpaBul LU(POBOro
ATHKETa B KOPIOPATUBHBIX MHAUBHIYaJIbHBIX

U TpymnmoBeIx yatax. CoOmoieHrne mpaBmil
paboThl ¢ KOHPUACHINATLHONU HHPOpMaLe

B OpraHU3aluu

=
~

OK
01.-09.

OIHCaHue,
OLIEHKa
MPaKTUYECKOU
NEeSATeTbHOCTH
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n/n

HNuaekc
Moay.Jid,

M/IK

Tema npakTuxku (BUAbI pador)

Copepxanne padot

Koa-Bo

aKaj. 4.

Koapl
KOMIIEeTeHITH I

OK IIK

DopMbI
M METO/bI
KOHTPOJIsI

MJIK 03.01

IIpuém-nepenaua
uHpopmanuu

C TIOMOIIBI0 (PaKCUMUITBHOTO
amnmnapara, 3JIeKTPOHHOM IMOYThI

[Tpuém u nepenaya cooOIICHUH O AIECKTPOHHOM
1ouTe, BeJICHUE B MPeJIesIax CBOUX MOJTHOMOYUN
AJIEKTPOHHOM JIETTOBOM MEPEUCKU

¢ coOuroieHreM paBuil UGPOBOTO ITUKETA.
[Tpuém u nepenava HpakCUMHIBHBIX COOOILIEHUH.
Cobmronienne npaBuil paboThl ¢ KOHPHICHITHATBHON
uH(popMaliel B OpraHu3aiuu

=
~

OK
01.-09.

—_—
D —

OTHCaHue,
OLIEHKa
MPAaKTUYECKOM
NesITeIbHOCTH

MJIK 03.01

Pabora B 30He npuema
Pas3JINYHBIX KaTeropuii
IIOCETUTENIEW OPraHu3alun

Bcerpeua nocerureneii, noiaydeHne NepBUYHON
UH(OpPMAIINHU O TIOCETUTENAX, KOHCYIbTUPOBAHHE
1o HaBUTaIMH B o(uce. PerynupoBanue noroka
Pa3IUYHBIX KaTETOPUI IIOCETUTENEH OpraHu3aluu
B 30HE PECEIIIH, OKa3aHNUe MOMOIIY ITPU
BO3HHMKHOBEHUH ITPOOJIEM Y IOCETHTENeH

B paMKax CBOMX IOJHOMOYHHU. Perucrparms
HOCETUTENEH B y4eTHBIX (hopmax
(aBTOMAaTH3UPOBAHHBIX CUCTEMAX ), 0(OpMIICHHE
IPOIYCKOB Ha MPOX0J1 B 0(hucC, MPOITyCKOB Ha
poe3/] aBTOTPAHCIIOPTA Ha MPUIIETAIOIIYIO

K oucy TeppUTOpHUIO (TIPU HEOOXOTUMOCTH
KOIHMPOBAaHNE/CKaHUPOBAHUE IOKYMEHTOB);
MIOMOIIb B OpraHU3alMy IpueMa MoceTuTenei
PYKOBOJUTENEM UM COTPYAHUKAMHU.
Hcnonb3oBanue B paboTe CpeacTB
MH(POPMALMOHHBIX 1 KOMMYHUKAIIMOHHBIX
TexHosiorui. [IpuroroBieHne NoceTUTENIM
HANMUTKOB (4aii, Kode, MpoxaauTeNbHbIe
HanuTkH). CriaakuBaHue KOHQIMKTHBIX

U CJIOKHBIX CUTYAIMi MEXIMYHOCTHOTO
B3aUMOJICHCTBUS B CIIy4ae UX BOSHUKHOBEHHS.
ObecneueHne COXpaHHOCTH KOH(PUICHIINATbHOM
uHpOpMaLKHU B X0J1e TpUEMa oCeTUTENeH

12

=
~

OK
01.-09.

OIHCaHUE,
OLICHKa
MIPAaKTHYECKOU
JESATEIBHOCTH
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n/n

HNuaekc
Moay.Jid,

M/IK

Tema npakTuxku (BUAbI pador)

Copepxanne padot

Koa-Bo

aKaj. 4.

Koapl
KOMIIEeTeHITH I

OK IIK

DopMbI
M METO/bI
KOHTPOJIsI

MJIK 03.01

Opranuzanusa u OpoHHpPOBaHHE
MePErOBOPHBIX KOMHAT

BponupoBanue neperoBOpHbBIX KOMHAT O
3arpocaM COTPYIHHUKOB OPraHU3alUH C YYETOM
npeHa3HauYeHHsI, OCHAIICHUS TEXHUYECKUMHU

U MIPOTPaMMHBIMU CPEICTBAMHU U1 IPOBEICHUS
roJI0COBOM min Bueo-koHpepeHi-css3u (BKC),
BMECTUMOCTH, BpEMEHH OPOHHPOBAHUS.
Perucrparust OpoHUPOBaHHS EPETOBOPHBIX
KOMHAT B y4eTHOM (hopme/kanenaape Outlook/

B aBTOMATH3HPOBAHHOW cUCTeMe OpOHUPOBAHUS
(pu ee HaTMYKUU B OpTaHU3AIUH ), CHATHE OPOHU
IIpY JOCPOYHOM OKOHYAHUU WITH OTMEHE
[IEPEroBOPOB, PEJaKTUPOBaHUE UHPOPMALIUU

0 OpOHM IIPU U3MEHEHNUU BPEMEHH,
3aIUTAaHUPOBAHHOTI'O JUIsl TPOBEACHUS
neperoBopoB. [IpoBepka meperoBOpHEIX KOMHAT
Ha MpeIMeT YUCTOTHI U MOPsAKa, UCIIPABHOCTH
000pyI0BaHUS, HATHYUS KaHIICISPCKUX
NPUHAIISKHOCTEH (PYUKH, KapaHaaim, Oymara,
OJIOKHOTHI U T.11.) ¥ Boabl. [IpuBenenue
MIEPErOBOPHBIX KOMHAT B HA/IJICKAIINN BUJI TTOCTIE
HeperoBopoB (Ipu HEOOXOTUMOCTH OpraHU3aLUs
yoopku nmomereHus). KoHTposb ucnoibp30BaHus
IEPEeroBOPHBIX KOMHAT M0 HA3HAYEHHUIO.
[TpurorosneHue 11 y4aCTHUKOB [1€PETOBOPOB
HANHUTKOB (4aii, Kode, MpoxIaAuTeNbHbIe
HanuTkH). CepBUPOBKA YaHHOTO (KO(EHHOTO)
cTona B ouce

=
~

OK
01.-09.

—_ e —
o —

OIHCaHUeE,
OLICHKa
MIPAaKTUYECKOU
JESITEIbHOCTH
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n/n

HNuaekc
Moay.Jid,
MK

Tema npakTuxku (BUAbI pador)

Copepxanne padot

Koa-Bo
aKaj. 4.

Koapl
KOMIIEeTeHITH I

OK IIK

DopMbI
M METO/bI
KOHTPOJIsI

MJIK 03.01

DKcreauimonHas o0paboTka
KOPPECTIOH ICHITUU

[Tpuem u nepBryHas 06paboTKa MOCTYyMAIOIIEH
OT TOCETUTENEeH KOPPECTIOHICHIINH: IPOBEPKa
NPaBUJIBHOCTH JIOCTaBKH KOPPECIOHACHIINH, €&
IIEJIOCTHOCTU M KOMIUIEKTHOCTH; (puKcanus (akra
MOJIy4YEeHHUsI KOPPECTIOHICHIINU B YYETHBIX
¢dopmax, COpTHPOBKA OCTYIMAOIIEH
KOPPECIIOH/ICHIINY U €€ Iepeiadya pyKOBOJCTBY
WIN COTPYIHUKAM OpraHU3allH, B3aUMOJICHCTBIE
co ciyxo6oit JIOY s nepenayu no Ha3HAYEHUIO
JOKYMEHTOB, IOJUIEKAIINX HEHTPATU30BaHHON
perucrpanuu. O6paboTKa OTIpaBIIeMOn
KOPPECIOHICHIINH, TIepeiada ITOATOTOBICHHON

K OTHpaBKe KOPPECIIOHCHIIMH TOCETUTEISIM TN
Kypbepam/BOIUTEISIM JJIs1 IOCTaBKH aJipecaTy.
®ukcanys B yueTHbIX GopMax (pakTa neperadn
OTIIPaBIISIEMON KOPPECTIOH/ICHIMH 110 Ha3HAYECHHIO

12

=
~

OK
01.-09.

OIHCaHue,
OLIEHKa
MPaKTUYECKOU
JEeSITeIbHOCTH

10

MJIK 03.01

Brinonnenne

KOOPJMHUPYIOIINX
U obecrieunBaoIMX QyHKIUN

Hcnonb3oBaHue CpeCTB KOMMYHUKAIIUU

JUISL TIepeiauyl MOPYYEHU PYKOBOAUTENS

Y COTPYJHUKOB opranuszanuu. OcylecTBieHne
B IIpeJIeax CBOMX IOJHOMOYMM KOHTPOJIS
VCIIOJIHEHUS IOPYYEHUIM PYKOBOAUTENS COTPYA—
Hukamu. Koopannanus paGoTel KypbepoB U
BOAMTENEHN oprannsaunu. Benenne xypHaiios
pa3be310B KyphePOB OPraHU3ali U MapLIPYTOB
BOJIUTEIIEH, COCTABJIEHUE 110 YKA3aHUIO PYKO—
BOJICTBA OTUETHBIX M CTATUCTUYECKHUX CIIPABOK.

=
~

OK
01.-09.

—_ e —
o —

OTHMCaHHUe,
OLIEHKa
MPaKTUYECKOMN
NEeSATeTbHOCTH

Bcero:

72

HUTOTIO:

108

ATTecTanys o NpPakTHUKE:

VYyebOnas npakTrka — Au¢¢depeHMpPpoOBaAHHBIN 3a4€T, BbIPAKEHHBIH B S-0aJ1ILHOM cucTeme.
[IponsBoacTBEHHAs NpaKTUKa — AU (pPepeHunpoBaHHbIN 3a4¢T, BbIPAKEHHbIH B S5-0a/1JIbHOM cHcTEMe.
®opma KOHTPOJIA U OUEHKU — OTY€T 0 MPOX0KIACHUN MPAKTHUKH: JTHEBHUK MPAKTUKH, XaPAKTEPUCTHUKA, ATTECTALMOHHBIN JIMCT.
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_ 3. ¥CJ0OBHs PEATU3ALIAHN
YYEBHOU U INPOU3BOJACTBEHHOMU ITPAKTHUKH

3.1. TpeOoBanusi K [JOKYMEHTAIlMH, HEOOXOAUMOHM ISl TPOBeJEHMS
NMPOU3BOACTBEHHON NPAKTUKHU

[Tepen npoxosxieHreM y4eOHOM 1 MPOU3BOJACTBCHHOM MPAKTUKN 00YyJarOIIUICs
JIOJDKEH BHUMATEBHO M3YYUTh MPOrpamMMy yueOHOW M MPOW3BOIACTBEHHOM MPAKTHUKHU
no mnpodeccuoHanpbHOMy MoAyio IIM.03 u oOpaTuTbcsi K COOTBETCTBYIOIIMM
HOPMATHBHBIM MaTepuajaM C TeM, YTOObI OBITh TOJATOTOBJIECHHBIM K BBITIOJHEHUIO
MIOPYYECHUN, TOIYYECHHBIX OT PYKOBOAMUTENS NPAKTUKH, K PEUICHUIO KOHKPETHBIX
MPaBOBBIX BOIMPOCOB. Kak mpu moATrOTOBKE, TaK W B MEPUOJ HPOXOKICHUS MPAKTUKU
PEKOMEHAYETCsl IO BO3HMUKAIOIIMM BOMpOcaM oOpaliaTthCsi K 3aKOHOJATEILCTBY,
MPOU3BOJICTBEHHON JUTEpaType, MarepuaiaM, MyOIuKyeMbIM B TMEPHOIAYECKOM
reyaTH.

JI71st IpOX 0K IEHMS IPAKTUKH MPETyCMOTPEHO COCTABJIEHUE CICAYIOIMMNX OTYETHBIX
JIOKYMEHTOB T10 (popMamM, yCTaHOBJIEHHBIM [1010’)KeHHEM O MPAKTUUECKOM MOATOTOBKE
obyuaromuxcs B ®I'BITIOY «Komnemx MUJL Poccun»:

1) JIHEBHMK MpakKkTUKHU, B KOTOPOM OOydaroueMycss HEOOXOIUMO €XEIHEBHO
3alMChIBaTh KPAaTKHE CBEJIEHUS O MpOJIETaHHOM B TeueHue AHS padore. 3amucu
O BBINOJIHAEMOIN padOTe JOJKHBI ObITh KOHKPETHBIMU U MOATBEPKIAATHCS MOJIUCHIO
PYKOBOIUTENS MpakTUKU 1o MecTy €€ mnpoxoxaeHus. C ero paspenieHus
oOy4JaronIMiicss OCTaBJIIE€T y Cce0sl COCTaBJIEHHbIE MM MPOEKTHl JOKYMEHTOB.
B 1HeBHHMKE MOTYT OTpaxaTbCsi BCE BO3HUKAIOIIME BOMPOCHI, CBS3aHHBIC
C paspemieHHMeM KOHKpPETHBIX Jel. BeneHwe Takux 3amuceld MOATBEPIKIAeT
(dakTHYECKOE BBHITIOJHEHHE 00YJAIOIIMMCS IPOTPAMMBI TIPAKTHUKH.

2) XapakTepucThka Ha  oOydaromierocs IO  OCBOCHHIO  OOIIMX
U Ipo(heCCHOHANBHBIX KOMIETEHIIMH B TIEPHOJ] MPOXOXKACHUSI TPAKTUKH (B BHIE
OT3bIBa Pa0OTOIATEIIS).

3) ATTECTallMOHHBIA JIUCT, COJEpKAlUi CBEACHUS 00 YpOBHE OCBOCHUS
oOy4Jarommmcst 00X 1 MpopheCcCUuOHATBHBIX KOMIIETEHITUH.

[lo okoH4yaHuu mpakTHKH OQopMIIeHHBIH OTYET O TPOXOKICHUW TPAKTUKH,
BKJIFOYAIOIIMKA  JHEBHHK TNPAKTUKH, XapaKTEPUCTUKY, ATTECTALIMOHHBIA  JIUCT,
MIPEOCTABISICTCS OO0YYArOIIUMCS PYKOBOJUTENIO TIO TPAKTUYECKOW TMOJTOTOBKE OT
Komemxka.

3.2.TpeboBaHust K y4eO0HO-METOAUYECCKOMY 00€CIIEYECHUIO MPAKTUKH

B xone yueOHOM W TIPOM3BOJCTBEHHOM MPAKTUKU OOyYaromuecs: JOJIKHBI
BBITIOJTHUTh WHJIUBUAYAJIbHBIC 3aaHuUsl, YTBEPKIAEHHBIE 110 BUIaM padoT:
— opranu3zanus QyHKIIMOHAJIBLHOTO pabovero mpoCcTpaHCTBa,

— paboTa B 30HE ITpHeMa pa3IMYHbIX KaTErOpHil MOCeTUTENEe OpraHn3aluy,
— Opranusanus 1 OpOHUPOBAHUE MEPETOBOPHBIX KOMHAT,
— SKCHEAUIMOHHAs 00pad0TKa KOPPECTIOHAECHIIUU B OpTraHU3AIINH.
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3.3. TpeboBanusi K MATEPHAJTBLHO-TEXHUYECKOMY 00eCIIe4eHUI0 TPAKTHKH

[IpakThdeckass TMOATOTOBKA TMpPH MPOBEICHUM TMPAKTUKA OPTraHU3YETCs
npoUIBLHBIMUA OpPTaHU3alMsAMU /WM CTPYKTYPHBIMHU mojapasnencausMu Komemka,
npeIHa3HAYCHHBIMU JIJISl TIPOBEICHUSI MPAKTUYSCKOW MOJITOTOBKU, KOTOPHIE CO3AI0T
YCIIOBUS, TPEIOCTABISIOT OOOPYJOBaHME M TEXHUYECKHE CpEACTBAa OOy4YCHHUS
B 00BeMe, MO3BOJISIFOIIEM BBITIONHATE omnpeneiacHabie [IM.03 Bumasr paboT, CBSI3aHHBIE
¢ Oyaymieit mpodecCHOHANBEHOM NeITETEHOCTRI0 00YYaIONUXCSl.

Pacnipenenenne oOydaronmxcsi Ha y4eOHYIO M TPOW3BOJCTBEHHYIO TMPAKTHKY
OCYIIECTBISIETCSI B COOTBETCTBHHM C WX OICHOYHBIM PEUTHHTOM, CIIOCOOHOCTSMH,
BO3MOXKHOCTSIMH M C YY€TOM WHJIWBHIYaJbHBIX TpeOoBaHMi paboTojaTeiield Ha
OCHOBAaHUM TIMCEM-3asiBOK OT OpTaHM3allMi, JKEIAIOIINX IPOBECTH IMPAKTUKY
oOyuatomuxcs Komnemka B CBOUX OApa3AeNEeHUSIX B COOTBETCTBUU C 3aKIIOUEHHBIMU
C AOTUMH OpraHU3alMsSIMH JIOTOBOPAMH O MPAKTHYECKON IMOATOTOBKE OOYJAIOIIUXCS
(manee — mpo¢uIBLHBIE OpPTraHU3aIIUN ).

JUtst IpOXOXACHUS PAKTUKHA 00yYarolrecs HapaBIIstOTC:

o B IoapasneneHuss MuHncTepCcTBa MHOCTpaHHbIX Aen Poccuiickoit denepanuy;
O B PA3IMYHBIE TOCYAAPCTBEHHBIE U KOMMEPUYECKUE CTPYKTYPHI.

P ACIIPCACIICHUC ITPAKTUKAHTOB OCYIICCTBIIACTCA:

0 IO OpraHu3alHsIM—MECTaM NPAKTUKA — PYKOBOJIHUTEIEM IO NPAKTUYECKON
nmoaroroBke ot Komemka;

0 10 KOHKPETHbIM pabO4YMM MeCTaM MPAKTUKU — PYKOBOJUTEIEM MPaKTUKU
OT NMPOPUIBLHON OpraHU3aUU.

PykxoBonuTenb NpakTUKU OT IPO(UIBLHON OpPraHU3aliid HECET OTBETCTBEHHOCTh
3a MPOXOXKJIECHUE MPAKTUKH, MPEJOCTaBIsET MpoduibHble paboune Mecta MpPaKkTUKH,
OCHAIIIEHHbIE BCEM HEOOXOIUMBIM: MEOENbI0, KaHUEISIPCKUMU MPUHAIEKHOCTIMHU,
TEXHUYECKUMH CpEACTBAMM, B TOM YHUCJIE MEPCOHAIBHBIM  KOMIIBIOTEPOM
C COOTBETCTBYIOIIUM TMPOTPAaMMHBIM OO€ClIEYeHHEM, MPUHTEPOM (A7 BBIBOJA
uHpopManuu Ha OyMaXHbII HOCUTENb), CKaHEepoM (Ui BBOAA HMH(pOpPMaLUU
B KOMIIBIOTEP C OyMa)KHBIX HOCHUTEJIEW), KOMMPOBAIBHBIM ammnaparoM (KCEpPOKCOM)
(17151 BBIMOJHEHUSI MHOKUTENBHBIX Pa00T), Tene@OoHHBIM/PaKCUMHUIBHBIM anmnapaTom
WM MHOTO(YHKIMOHAIBHBIM ycTpoiicTBOM M®DY, OyMaroyHUUYTOKUTEIEM, a TaKXKe
oOecrieunBaeT HaumOOJbIIYI0 3(PQPEKTUBHOCTh MPOXOXKACHHUS TMPAKTHUKU MYTEM
nepeMelieHus  o0ydaromuxcss no pabouyuM 30HaM  (30Ha  pEceminH, 30Ha
AKCMEIUIMOHHON 00pabOTKH KOPPECTIOHICHIIMH, 30Ha IEPErOBOPHBIX KOMHAT U T.I1.).

B nepuon mpoxokieHust IpakTUKU TpoQUIbHON OpraHu3aiueil JOHKHbI ObITh
oOecrieueHbl HEOOXOJUMBIE YCJIOBHs, OTBEYAIOUIME TPeOOBaHUAM OXpaHbl TpyJa,
0€30MacCHOCTH JKU3HEJEATEIIBHOCTH M TIOXKApHOM O€30MacHOCTH B COOTBETCTBUU
C IPABWJIAMHM U HOPMaMH, B TOM YHUCJIE OTPACIIEBBIMH.
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3.4. TpeOboBannsi K PYKOBOAMTEJII0 MO0 MNPAKTHYECKOH  MOATOTOBKeE
ot Kosuteq:xa u pykoBOauTE 10 IPAKTHKYU OT OPraHU3aluM

B cootBerctBuu ¢ [lonokeHneM 0 NPaKTUYECKON MOJATOTOBKE OOYYAIOIIMXCS B
OI'BIIOY  «Kommemx MMUJ Poccum» o6miee pykoBOJACTBO M KOHTPOJb 3a
OpraHu3ane M TMPOBEJACHUEM IMPAKTUKU  OOyYarOUIUXCS  OCYIIECTBIISCTCS
PYKOBOAUTEJIEM LIEHTPA TPYAOYCTPOUCTBA U MPAKTUUECKON MOJATOTOBKH, KOHTPOJb 3a
MPOXOXKJECHWEM  OOyJaloIMMHUCS  MPAKTUKH B YCTAHOBJIEHHBIE  IEPUO/IBI
OCYIIECTBIISIIOT PYKOBOJMTENIM IO NPaKTUYECKOW moarotoBke ot Koiemka,
Ha3HAavYaeMbI€ M3 YHUCJa MPEernojaaBaresieil MUKIOBOM KoMuccuu npenoaasareneit JJOY
Y CICHHAIBHBIX JTHUCIUILIAH, KOTOPBIE 3aKPEIUIAIOTCS HA ONMPEACICHHBIE MEPUOJIbI 32
y4eOHBIMHM T'pyNIaMUu COOTBETCTBYIOIIUMHM IpuKazamu 1no Komiemxy u oTBEUaloT 3a
y4€OHO-METOIMUECKOE COMPOBOKICHUE MPAKTUYECKOMN MOJITOTOBKU CTYICHTOB.

PykoBoauTenu mNpakTUKKH OT MOpOPWIbHBIX OpraHu3aluii  Ha3HAYaIOTCs
PO MIIBHBIMA OPTAaHU3AIMSAMH U3 YHCIIa KOMIIETEHTHBIX PAaOOTHUKOB (pyKosooumenu
u cneyuanucmol cayaucod JJOY, cexpemapuama, apxuos opeanusayutl u m.n.), KOTOpbie
JICUCTBYIOT B COOTBETCTBUM  C JIOTOBOPAaMM O  MPAKTUYECKOM  TOJTOTOBKE
oOyyJarommxcsi, 3aKIF0YEeHHBIMU MK Ty KosepkemM u 9TUMU OpraHu3alusiMu.

PykoBoauTenu nmpakTuku OT NMPOGUIBHBIX OpraHU3alluii BIIpaBe ONpESsiTh U3
Yyucja BBICOKOKBATM(UIIMPOBAHHBIX PAOOTHMKOB ASTHUX OpPraHMU3alluii HAaCTaBHUKOB,
MIOMOTAIOIIMX 00YyJaOIMMUMCS OBJIaJIeBaTh MPO(PECCHOHATLHBIMIA HaBbIKAMH.

3.5. UudopmannoHHoe odecnievyeHne peajn3alui NporpamMmsl

Jnist  peanuzanuy  OporpaMmbl  OuOMMoOTEeuHBI  QOHI  0Opa3oBaTEILHOM
OpraHW3allid JIOJDKCH WMETh TICYaTHBIC W/WIW DJICKTPOHHBIC 00pa30BaTeIIbHBIC
¥ UHQOPMAIIMOHHBIE PECYpPCHI, 7S HMCIONBb30BaHUS B 00pa30BaTEIHHOM TMpOIlECCe.
[Ipu QopmupoBanun OubIMOTEYHOTO (QoHAa 00pa3oBaTEILHON OpraHU3aAIMU
BBEIOMPAETCS HE MEHEE OJTHOTO M3JIaHUS U3 MEPECUUCIICHHBIX HIDKE MEYaTHBIX W3aHUuN
U (WJIM) DJIEKTPOHHBIX M3JaHUIN B KAYECTBE OCHOBHOTO, IIPH 3TOM CITHCOK MOYET OBIThH
JIOTIOJTHEH HOBBIMH M3aHUSMU.

3.5.1. OcHOBHBIE IJIEKTPOHHbIE U31AHUS

1. bBypueBa B.B. «Opranusamnusi cekpeTrapckoro oOCIyKHBaHHUS: Yy4deOHO-
MeToanueckoe nmocooue s ctyaeHtoB» / byprnesa B.B. — Mocksa: Komnemx MIJI
Poccumn, 2024 — 104 c. — Tekcr: nsnexkrtponnsii. — URL: https://college-
mid.ru/student/library/. — Pesxum gocTyma: BXoJ1 O Mapoko.

2. I'ycapoBa M.H. OpranuzaiimoHHO-UH()OPMAITMOHHOE W JOKYMEHTAIIMOHHOE
oOecrieueHue JEATEIBbHOCTH PYKOBOAUTENA: YydueOHO-MEeToaudyeckoe Tmocodue /
M.H. I'ycaposa, C. B. I'opkym. — Mocksa: PTY MUPOA, 2021. — 106 c. — Tekcr :
ANEeKTPOHHBIM //  JlaHp : 51eKTpoHHO-OMOnMoTeuHas cucrema. —  URL:
https://e.lanbook.com/book/176556. — Pexum noctyna: st aBTOPHU3. MOJIb30BATENICH.

3. Jlykam FO. A. Baiil KJIMeHT: KTO OH, KaK C HUM OOIIAThCS U YeT0 OXKUJATh? :
yueOHoe nocodue / FO. A. Jlykam. - Mocksa : ®nunra, 2022. - 129 c. - ISBN 978-5-
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9765-5170-1. - Texcr : »snextponnbii. - URL: https://znanium.com/catalog/
product/1905772. — Pexxum pocTyra: mo mojmcke.

4. JIykam, FO. A. BeITh cekpeTapeM pykoBoauTels GUpMEBI : yueOHOe nmocodue /
1O. A. Jlykam. - 3-e u3z., nepepad. - Mocksa : @nunTa, 2022. - 276 ¢. - ISBN 978-5-
9765-1374-7. - Tekct : osnektpoHHbld. - URL: https://znanium.com/catalog/
product/1863880. — Pexxuim gocTyrma: 1mo mojmucke.

5. CocHoBast A. AccucreHt pykoBomutens. Jlaiibhxaku npodeccun: KHura-
tpenunr / A. CocHoBas. - Cankt-Ilerepoypr: Ilutep, 2021. - 208 c. - ISBN 978-5-
4461-1489-4. - Texkct: osnextponnbii. - URL: https://znanium.com/catalog/
product/1817493. — Pexxum nocTyma: mo mojarnucke.

6. Illumos O.B. CoBpemMeHHBIE TEXHOJIOTMM M TEXHUYECKHE CpPENCTBa
uHpopmatuzanuu: yaueOHuk / O.B. Ilumos. — Mocksa : UHOPA-M, 2022. — 462 c.
+ Jlom. marepuansl [[Dnextponubiii pecypc]]. — (Cpeanee mpodeccrnoHanbHOE
obpazoBanue). - ISBN 978-5-16-017112-8. - Tekcr : snektponnbii. - URL:
https://znanium.com/catalog/product/1764799. — Pexxum noctyna: 1o moJrnuckKe.

3.5.2 JlonoJIHUTEJIbHbIE HCTOYHUKH

1. IToctanoBnenne Muntpyna Poccuu ot 26.03.2002 Ne 23 «OO6 yTBepkaeHUU
Hopm BpeMeHu Ha paboOThI MO TOKYMEHTAllMOHHOMY OOECIEUEHHUIO0 YNPaBICHYECKUX
CTPYKTYp ¢eaepaibHbIX OpraHOB UCIOJHUTENbHOM BiacTuy. Koncoprumym «Komekcy.
DOneKTpoHHBIM  (OHA TPaBOBOM U  HOPMATHUBHO-TEXHHUYECKOW  HMH(OpMaIuH.
[DnexTponnsIii pecype]. URL: https://docs.cntd.ru/document/901816605

2. Ilpukaz Muntpyna Poccum 0t115.06.2020 Ne 333 «OO06 yTBepKIeHUU
poecCuOHaNBEHOTO cTaHaapTa «CrnenuaaicT 1o OpraHu3alliOHHOMY
U JIOKYMEHTAllMOHHOMY  OO€CIe4YeHHI0  ympaBiieHus opranuzanuei». CIIC
«KoHcynbTaHT mroc». [DnekTponssiid pecypc]. URL:
http://www.consultant.ru/document/cons_doc LAW 357714/.

3. Enunsiii  Tapu@HO-KBaNIM()UKAIIMOHHBIA CIPAaBOYHUK pPadOT U mpodeccuit
pabounx, OTpacieBble KBATU(DPHUKAIMOHHBIE CIPABOUYHUKH [DIEKTPOHHBIA pecypc].
URL:https://docs.cntd.ru/document/901927009.

4. Obmepoccuiickuii  kiaccuukarop mnpodeccuit  paboyux, JOKHOCTEH
ciyxammx u  Tapudueix paspsgoB  (OKIIATP) CIIC «KoncynpTaHT —mitocy
[DnekTponnsIil pecype]. URL: http://www.consultant.ru/document/cons.

5. Kypnan «CnpaBoyHUK cekperaps U oduc-MEeHeIKepay [DIEKTPOHHBIM
pecypc]. URL: http://www.sekretariat.ru/.

6. XKypnan «Cexkperapb pedepeHT [DNIEeKTpOHHBI pecypc].
URL: http://www.profiz.ru/.

7. OnextponHo-oubmuoreunas cuctema ZNANIUM. [DnekTpoHHBIN pecypc].
URL.: https://znanium.com/.

8. DnekTpoHHas OMOIMOTeUHasi cuctemMa «AkaneMus». [ DIeKTPOHHBIN pecypc].

URL.: https://www.academia-moscow.ru/elibrary/.
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9. Dnexktponnas Oubnnoreuynass cuctema «lOpait». [DneKTpoHHBIH pecypc].
URL.: https://urait.ru/

10. DnexrponHas 6ubnuoreunas cucteMa «KHoPyc». [DnekTpoHHBIN pecypc].
URL: https://www.book.ru/

11. CnpaBouno-npaBoBas cucreMa «Koncynprant [Lmoc». Odunmanbuelii cait
CIIC «KoncynpTanT mutrocy [DnektponHsblil pecypce] . URL: http://www.consultant.ru/
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4.1. @opMbl U METOJbI

4. KOHTPOJIb 1 OLIEHKA PE3YJIbTATOB
YYEBHOU U ITPOU3BOJACTBEHHOMU ITPAKTHUKH

KOHTPOJISI W OILIEHKM pe3yJIbTaTOB IPAKTHUKH,
npodeccuoHanbHONU JiesTenbHOCTH 1o [IM.03, nmomkHBI

onpenesIEHHBIX MTPOGECCUOHATIBHBIX U OOIINX KOMIIETEHIIUMN:

IMMOATBCPXKAAIOIMUX OCBOCHUC BHOB

MO3BOJISITh TPOBEPATH Yy oOOydamuxcs cHOpMUPOBAHHOCTD

Kon u naumenoBanue
npodeccHOHATbHBIX U 00IIUX KOMIIETEHIM,
(opMHpyeMBIX B paMKaX MOXYJIs

Kputepuu ouenku

MeTtoabl OLIEHKH

K 1.1.

OcyiecTBiATh NpUEM-TIEpeavy
ylpaBjeH4YeCKON nH(popMaluu

C MIOMOUIBIO CPEJICTB UH(DOPMAIIMOHHBIX
Y KOMMYHUKAIIUOHHBIX TEXHOJIOTUH

[Tony4yenue HeoOX0MUMON MHPOPMALTUT
¥ repeadya CaHKIMOHUPOBAHHON
MH(POPMALIUHU C UCTIOJIH30BAHUEM CPEJICTB
UH()OPMAIIMOHHBIX U
KOMMYHUKAIIUOHHBIX TEXHOJIOT I

AHanu3 ¥ OLEHKA TPAaKTUYECKOMN NEATEIbHOCTH.

AHanu3 ¥ OLlEHKa peleHui NpoOIeMHBIX CUTyallUui [IPU
BBITNIOJTHEHUH NTPAKTUYECKUX 3aJaHUM.

ATTecranys 1o yueOHOI 1 MPOU3BOICTBEHHOH MPAKTHKE

MK 1.2.

Koopaunuposats paboTy npueMHon
PYKOBOJUTEIISA, 30H MpUeMa pa3IndHbIX
KaTeropuil MOoCEeTUTENEN OpraHnu3annun

Koopaunanust padoTel puéMHON
PYKOBOIMTENS ¥ 30H NPUEMA Pa3IMYHbIX
KaTeropyuil MOCETUTENEH OpraHUu3aluu

AHanu3 ¥ OLEHKA MTPaKTUYECKOHN JeITEeIbHOCTH.

AHaJIN3 U OLIEHKA peIIeHUH MPOOIEeMHBIX CUTYyallui pu
BBITNIOJTHEHUH NPAKTUYECKUX 3a/laHUH.

ATTecranys 1o yueOHol 1 MPOU3BOICTBEHHOH MPaKTHKe

IK 1.5.

Brnagets cioco6amu opranuzamnuu
pabouero MpoCTpaHCTBa MPUEMHOM
U KaOMHeTa PYKOBOAUTENS

Opranuzanus 1 nojazepxanue
(G yHKIIMOHAIBHOTO paboydero
IPOCTPaHCTBA

AHaJu3 ¥ OlLIEHKA MTPaKTUYECKOHN JeSITeIbHOCTH.

AHaJu3 U OlLleHKA pelIeHui MpoOIeMHBIX CUTYalUH pU
BBIMIOJTHEHUH NPAKTUYECKUX 3a/IaHUM.

ATTecranys 1o yueOHoH 1 MpOn3BOACTBEHHOM NMPaKTHKE

OK 01.

BriOupate ciocoOs! perieHus 3aaay
IpoQecCUOHATIBHON 1A TEIbHOCTH
OPUMEHHUTEIBHO K Pa3IMYHBIM KOHTEKCTaM

Br160p criocoba penienust 3aiau
npodeccuoHaIbHOMN 1S TeTbHOCTH
HNPUMEHUTEIBHO K PA3TUIHBIM
KOHTEKCTaM

AHau3 ¥ OlLIEHKAa MTPaKTUYECKOHN eI TEITbHOCTH.

AHaJn3 U OLIEHKA pelIeHuH MPoOIeMHBIX CUTYalMH pH
BBITIOJTHEHUH NTPAKTUYECKUX 3a1aHUN.

ATTecranys 1o yueOHo 1 MPOU3BOICTBEHHOM MPAKTHKE
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Koa 1 HamMeHOBaHHe
npo(hecCHOHAIBHBIX M 00IIUX KOMIIETEHIHI,
(opMupyeMbIX B paMKax MOAYJIS

Kputepuu ouenku

MeTtoabl OLIEHKH

OK 02.

K cronb30BaTh COBpEMEHHBIE CPEIICTBA
MOWCKA, aHAJIN3a U MHTEPIPETAIIuU
nHpopmaruu, 1 THHOPMAITMOHHBIC
TEXHOJIOTUH VISl BBITIOJIHCHUS 33]1a9
npopeCCUOHATIBHOM I TETLHOCTH

Hcnonp30BaHnEe COBPEMEHHBIX CPEACTBA
ITIOMCKA, aHAJIN3a U NHTEPIPETALIUN
UH(pOPMaLINH, U UCTIOIb30BaHHUE
UH(POPMALMOHHBIX TEXHOJIOTUHN IS
BBINOJIHEHUS 3a]1a4 PO eCcCHOHATBHON
JIEATEIbHOCTH

AHanu3 1 OlleHKa MPAKTHYECKOM eI TeIbHOCTH.

AHanu3 U OlleHKA pelIeHui MpoOIEMHBIX CUTYAIUH pu
BBITIOJIHCHUH MPAKTUYECKUX 3aJaHU.

ATtTecTanus o y4eOHOI 1 MPOU3BOICTBEHHOM MPAKTHKE

OK 03.

[TnannpoBaTh U peann30BbIBATE COOCTBEHHOE
npodeccuoHanbHOE U JMYHOCTHOE PA3BUTHE,
IpeIIPUHUMATEIBCKYIO 1€ATEIbHOCTh

B IipodeccuoHanbHoM cepe, UCIoIb30BaTh
3HaHUS 110 PUHAHCOBOM IPaMOTHOCTH

B Pa3JIMYHBIX KU3HEHHBIX CUTYALUAX

[InanupoBaHue U peanu3anus
CcOOCTBEHHOTO TPO(PECCHOHATILHOTO U
JUYHOCTHOTO Pa3BUTHS,
IpeIIPUHUMATEIBCKOMN 1eATEIbHOCTH B
npodeccuoHabHOU chepe,
UCTIOJIb30BaHUE 3HAHUH 110 (PHMHAHCOBOI
IPaMOTHOCTH B Pa3NIUYHBIX KU3HEHHBIX
CUTYaIHsIx

AHanu3 ¥ OLEHKA ITPAaKTUYECKOHN AEATEIbHOCTH.

AHau3 ¥ OLIEHKA pellieHUH NpoOJEeMHBIX CUTYalUi pu
BBITNIOJTHEHUH NTPAKTUYECKUX 3a1aHUM.

ATTecranys 1o yueOHOH 1 MPOU3BOJICTBEHHOM MPAKTHKE

OK 04.

O} dexTuBHO B3aUMOICHCTBOBATH
U paboTaTh B KOJUICKTUBE U KOMaHJIe

BzaumogeiictBue u pa60Ta B KOJIJICKTUBC
U KOMaHAC

AHaJu3 ¥ OlLIEHKA MTPaKTUYECKOHN JeSITeIbHOCTH.

AHaJIN3 U OlLIEHKA pelIeHUH MPoOIeMHBIX CUTYalMH pH
BBIMIOJTHEHUH MPAKTUYECKUX 3a/IaHUM.

ATTecranys o yueOHo! 1 MPOU3BOICTBEHHOM NMPaKTHKE

OK 05.

OcCy1IecTBISTh YCTHYIO U TUCBMEHHYIO
KOMMYHHMKAIIUIO Ha TOCYAAPCTBEHHOM S3BIKE
Poccniickoit denepanuu ¢ yuetom
0COOEHHOCTEH COLMaNbHOTO U KYJIbTYPHOTO
KOHTEKCTa

Ocy1ecTBieHHE YCTHON U MHCBMEHHOM
KOMMYHHUKAI[MU Ha TOCY1apCTBEHHOM
a3bike Poccuiickon denepanuu ¢ y4eTom
0COOEHHOCTEHN COLMAIBbHOTO U
KYJbTYPHOTI'O KOHTEKCTA

AHanu3 1 OLIEHKA MPAKTUYECKOU eI TEIbHOCTH.

AHanu3 U OlleHKAa pelIeHui TpOoOIEeMHBIX CUTYaIUil Tpu
BBITIOJTHEHUH TPAKTUYECKUX 3aaHUH.

ATtTecTanus o y4eOHOI ¥ MPOU3BOICTBEHHOM MPaKTHUKE
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Koa 1 HamMeHOBaHHe
npo(hecCHOHAIBHBIX M 00IIUX KOMIIETEHIHI,
(opMupyeMbIX B paMKax MOAYJIS

Kputepuu ouenku

MeTtoabl OLIEHKH

OK 06.

[IposBIATE rpa’k1aHCKO-IIATPUOTHYECKYIO
MO3ULIHIO, IEMOHCTPUPOBATE OCO3HAHHOE
[IOBEJICHUE HA OCHOBE TPAJAULMOHHBIX
00111€4esI0BEYECKUX [IEHHOCTEH, B TOM YHCIIe
C Y4€TOM I'apMOHHU3ALMN MEKHALIMOHAIBHBIX
Y MEXPEJIUTUO3HBIX OTHOLIEHUH, IPUMEHSATD
CTaHJApThl AaHTUKOPPYILIHOHHOIO TOBEAECHUS

[IposiBieHue rpaxIaHCKO-NATPUOTHUECKOM

MO3UIINH, IEMOHCTPAIUS OCO3HAHHOTO
MIOBEJICHHS HA OCHOBE TPAAMIIHOHHBIX
0011I€4€eJIOBEYECKHX LIEHHOCTEH, B TOM
YHCJIe C YYETOM FrapMOHU3AIUN
MCXKHAIITUOHAJIBHBIX U MC)erJ'II/IFI/IO?;Hl)Ix
OTHOILICHHIA, IPUMEHEHUE CTAaHIaPTOB
AHTUKOPPYIILIMOHHOTO TTOBEAECHHUS

AHanu3 ¥ OLEHKA NTPAaKTUYECKON AEATEIbHOCTH.

AHanu3 1 OlLleHKa pelIeHUH MPOOIEMHBIX CUTYAIHH MTpH
BBIIIOJTHEHUH NTPAKTUYECKUX 3a1aHUN.

ATTecTranys 1o yueOHOH 1 MPOU3BOICTBEHHOH NMPAKTHKE

OK 07.

CopeiicTBOBaTh COXPAHEHUIO OKPYXKaIOIIeH
cpeabl, pecypcocOepexeH 0, IPUMEHSTh
3HaHUS 00 U3MEHEHUHU KIIMMaTa, IPUHIIMIIBI
OEpEKITUBOTO MPOU3BOICTBA, P (HEKTUBHO
JIEICTBOBAThH B UPE3BBIYANHBIX CUTYaLUAX

CopeiicTBrE COXpaHEHHUIO OKPY>KaIOIIEH
Cpelbl, pecypcocOepexeHHIo,
MPUMEHEHHE 3HaHUH 00 U3MEHEHUHN
KJIUMATa, IPUHIIUTIOB OEPEKITUBOTO
MIPOU3BOJICTBA, () PeKTUBHOE AeiicTBHE
B UPE3BBIYANHBIX CUTYyAIUSIX

AHanuM3 1 OlleHKa MPAKTHYECKOM NeITeIbHOCTH.

AHanu3 ¥ OlleHKAa pelIeHui MpoOIEMHBIX CUTYAIUH pu
BBITIOJIHCHUH MPAKTUYECKUX 3aJaHH.

ATtTecTanus o y4eOHOI 1 MPOU3BOICTBEHHOM MPAKTUKE

OK 08.

Hcnonb30Bath cpecTBa PU3NUECKOM
KYJIBTYPBI 111 COXPAHEHUS M YKPETUICHUS
3JI0POBBS B IIpoIiecce TPO(eCcCHOHATBHOM
NeSITeTbHOCTH 1 TIOIEPyKaHHsI HE0OXO0UMOTO
ypOBHSI (pU3MUYECKON OTOTOBIEHHOCTH

Hcnonp3oBaHue cpeacTB GU3NUECKOM
KYJIBTYPBI 1151 COXPaHEHUS U
YKpEIUIeHUs 30POBbs B IIpoIiecce
npodeccuoHaIbHOMN e TeTbHOCTH

U TIo/I/IepKaHusl HEOOXOIUMOTO YPOBHS
¢bu3nuecKoil MoAroTOBIEHHOCTH

AHau3 ¥ OLEHKA ITPAaKTUYECKOHN JEATEIbHOCTH.

AHanu3 U OlLlEHKa pellieHui TpoOJeMHBIX CUTYalUil pu
BBITIOJTHEHUH NTPAKTUYECKUX 3a1aHUM.

ATtTecTanus o y4eOHOM U MPOU3BOICTBEHHOM NMPaKTUKE

OK 09.

[Tonp3oBatbes MpodeccnoHaIbHON
JOKyMEHTalue! Ha roCyAapCTBEHHOM
Y UHOCTPAHHOM SI3BbIKaX

Hcnonb3oBanue npodeccuoHaibHON
JIOKYMEHTAIlMU Ha TOCYAapCTBEHHOM
¥ MHOCTPAHHOM S3bIKaX

AHanu3 U OlLlEHKAa MTPaKTUYECKOHN JeITeIbHOCTH.

AHau3 U OlLleHKa pelIeHuil MpoOIeMHBIX CUTYALMH MpH
BBITIOJTHEHUH NTPAKTUYECKUX 3a1aHUM.

ATTecranys 1o yueOHoH 1 MPOU3BOICTBEHHOM MPaKTHKE
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4.2. Koutpons paboThl CTylleHTa B TEPUOJl TMPOXOXKACHHUS MPAKTUKH
OCYUIIECTBJISICTCS. HEMOCPEJCTBEHHO PYKOBOJUTEIEM MPAKTUKA OT MNPOodUIbLHON
OpraHu3alliy U PYKOBOJUTENEM O MPAKTHUECKOM nmoAroToBke ot Komemxka.

OOyuaroiyecs B epUo/1 MPOXOKIACHUS MPAKTUKUA 00sI3aHbI:

- BBITIOJIHATH 33JJaHus, TPETYCMOTPEHHbIE TPOrPAMMOM MPAKTUKHU;

- HECTH OTBETCTBEHHOCTD 32 BHITIOJIHAEMYIO paboOTy U €€ pe3ybTaThl;

- cOOMOIaTh TMpaBWiia BHYTPEHHETO TPYAOBOTO pacmopsiika npoduiIbHON
OpraHu3alNy;

- cOOMOIaTh  TPYJOBYIO U IPOU3BOJACTBEHHYIO JUCIHUIUIMHY, IIpaBHIIa
MIPOTUBOMOXAPHON 0€30MacHOCTH, MPaBUIa OXpaHbl TPyAa U TEXHUKH O€30MacHOCTH,
CaHUTAPHO-3MUAEMHUOJIOTMYECKUX MTPABUJIA U TUTUEHUYECKAE HOPMATHUBBI.

Texymuii KOHTPOJb BBIMOJHEHHUS] OOYYAIOIIMMCS—IIPAKTUKAHTOM TPOTPAMMBI
NPAKTUKU MPOBOJUTCS B BHUJE PETYJSIPHBIX MPOBEPOK SBKM OOYYAIOIIErocsl Ha MECTO
npakTuku. DopMON KOHTPOJI SABISETCS TAaKXKEe BEACHUE OOYYAIONIMMCSl JTHEBHUKA
NPAKTUKH, B KOTOPOM  JIENIAIOTCS  CHCTEMAaTHYeCKHue 3amucu O  (HaKTHYECKU
BBITIOJTHEHHOM paboTe 3a JAeHb (HECKOJIBKO JTHEH ).

[lo pe3ynpTaTaM TpPaKTUKH PYKOBOAMUTENIEM MPAKTUKU  OT NPOPUIbHOU
OpraHu3alliid M PYKOBOJAUTEIEM IO TMpakTUYecKkod moarotoBke ot Komemxa
(GopMupyeTcsi aTTeCTallMOHHBIN JIMCT, COAEpXKallluii CBEACHHUS 00 YpPOBHE OCBOCHUS
oOy4Jarorumcst 00mux u MpoheCCUuOHAITBHBIX KOMIIETEHITUH.

ATttectanus npakTuku (auddepeHmpoBanHbIii 3a4eT) npoBoautca B Komnemke
PYKOBOJMTENEM 10 MPAaKTHYECKOW mnoAaroroBke ot Komiemxa, B NpOBEIECHUU
aTTeCTalMi 10 TMPAaKTHKaM TakKXe€ MOXET YYacTBOBAaTb pPYKOBOAMUTENb LIEHTpa
TPYAOYCTPOMCTBA U MPAKTUYECKOMN MOATOTOBKH (110 COTJIaCOBAHUIO).

Ha 3adere no mpaktuke oOy4arouuiics cjaeT PyKOBOJUTENIO MO MPAKTHYECKOU
noaroroBke ot Komnemka OTYET O NPOXOXKIEHHMM MpakTUKU. MToromas olieHKa
CTYJIEHTY BBIBOJUTCS C YyueroM: 1. JlHeBHHMKa MpakTUKH, 2. XapaKTEpPUCTUKHU
3. ATTecTalMOHHOrO JUCTA, 4. Pe3yapTaToB 3alIMTHI TPAKTUKH.

OnueHka, BhICTaBJIEHHAs 00y4aloIIeMycsl Ha 3a4eTe MO MPAKTUKE, PYKOBOJIUTEIEM
0 MPAKTUYECKOU MoAroToBKe OT Kosempka 3aHOCUTCS:

— B 3aUYETHYIO KHIKKY (KpOME HEY0BIETBOPUTEIBHON);

— B aTTECTALlMOHHYIO BEJOMOCTb (B TOM YHCJIE U HEYJIOBJIETBOPUTEIBHYIO);

— B DJIGKTPOHHBIH JKypHaJl Y4eOHBIX 3aHATUHN (KpOME HEYOBIETBOPUTEIHHON).

O1eHKa Mo MPaKTUKE MTPUPABHUBAETCS K OIIEHKaM (3a4eTam) MO0 TEOPETUUECKOMY
OOyYeHHI0O ¥ YUYUTHIBACTCS TMpPH TMOJBEIECHUU WTOTOB OOIIEH yClIeBaeMOCTH
00yJaroIIXCS.

HapymeHne yCTaHOBJIEHHBIX CpPOKOB TMOArOTOBKM H caaun Otuéra o
MPOXOXKJICHUU TMPAKTUKU pacCcMaTpHUBAECTCS KaK HapylleHUE y4eOHON AMCIMILUIMHBI U
HEBBINOJHEHUE Yy4eOHoro tuiaHa. OOywaromiuecs, He BBIOJHHUBIINE TpeOOBaHUs
NporpaMMbl  MPAKTUKUM 10 HEYBAKUTEIBHOM  MpPUYMHE  WIM  [OJTYYUBIIUE
HEY/IOBJIETBOPUTENIHYIO OLIEHKY, HE JOMYCKAIOTCA K MPOXO0KIECHUIO IOCY1apCTBEHHON
UTOTOBOM aTTeCTallMd M TnojajexaTr oruyucieHuto u3 Kommemka Kak HMEIoUue
aKaJIEeMUYECKYIO 3aJ0JKEHHOCTbD.

4.3. Cuctema OLICHUBAHUS MPAKTUKHU 00YUAIOIIUXCS: TPATUIIMOHHAS.
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4.4. Atrecranms mo mpakTuke: auddepeHIMpoBaHHBIN 3a4éT, BBIPAKCHHBIH
B 5-0ambHOi cucteme. Caava 3a4era MpOBOIUTCS B YCTHOM (hopMme.

[Mpumenenne auddepeHmpoBaHHOro 3auéra 00ECIICYMBACT WHAWBUIYATbHBIN
MOAXOJ] K OIIEHUBAHUIO, YTO OCOOCHHO Ba)KHO TPW MPOBEACHUH MPAKTUKUA B YCIOBHSX
peaybHOW TPYOOBOM CpeAbl W TPH OLEHKE pasHOro YpPOBHA NpodeccHoHaTbHOIM
HOATOTOBKH CTyA€HTOB. OOyUaromuiics morydaeT CBOIO OIIEHKY 3a MPAKTUKY, KOTOpas
CBHUJICTEIILCTBYET O €ro YpOBHE MPO(EeCCHOHANBHON IMOATOTOBKM Ha OIPEIEICHHOM
aTane 00y4eHHUs.

[Mponiecc mpoBenenus auddepeHINPOBAaHHOTO 3adeTa BKIOYACT HECKOJIBKO
ATAIOB:

1. IloaroToBka: PyKOBOAWTENb IO TPAKTUYECKON moaroroBke ot Kosuremxka
MH(QOPMUpYET CTyICHTOB 0 (popMaTe 3a4éTa, KPUTEPUSIX OLICHKHU NMPAKTUKH.

2. Texymwii KOHTPOIIb: (POPMBI KOHTPOJISI MOTYT BapbUPOBATHCS B 3aBUCHMOCTH
OT BUJIOB M COJICPYKAHUS BBITOIHIEMBIX O0YYaIOIIMMCSI PabOT, OCYIIECTBISETCS OYHO
PYKOBOAMTEJIEM MPAKTUKU OT MPOGUILHON OpraHU3aluy U OYHO W/WIIN JUCTAHIIMOHHO
PYKOBOAMTEIIEM IO MPAKTUYECKOi moaroroke ot Komemxka.

3. OueHnBaHUE: OIEHKA 3aBHCUT OT CTENICHU C(HOPMHPOBAHHOCTH KOMIIETEHIINH,
BBISIBJICHHOU TI0 HTOTaM MPOXOKACHUS MTPAKTUKY.

Kpurtepru BbICTaBICHHS OLIEHKH 32 TIPAKTUKY CJICIYIOIIHUE:

Ouemca KpI/ITepI/IH OICHKH CTCIICHHU C(l)OpMHpOBaHHOCTPI KOMIIeTeHIMH

TouHOe BlajeHUE MOHSATUWHBIM ammapaToM, MPAKTUKAHT B
MOJHOM  Mepe  BJAJEET IMPAKTUYECKUMHM  3HAHUSIMU,
YMEHUSMHU W HaBbIKAMM, JIEMOHCTPUPYET TBOPUYECKHUM
MOAXO0[ K BBIMOJIHEHUIO 3aJlaHUM, BJaJiceT aHAJIUTUUYECKUMU
METOJaMH. YBepeHHO HCTIOJIB3YIOTCSA CpelcTBa
HHQOPMAIIMOHHBIX U KOMMYHHKAITMOHHBIX TEXHOJOTHH,
CIIPaBOYHO-TIOMCKOBBIE CUCTEMBI «KOHCYIBTaHT +», «I"apanT».
TpynoBas aucuUIUIMHA COOJIFOAAETCS, BHENIHUW  BUJ
COOTBETCTBYET KOPIIOPATUBHBIM TPEOOBAHUSIM.

[Io oxoHuyanuum mnpakTUku OTYET N0 MOPOXOKIACHUIO
MPAKTUKU TPEACTaBJIEH B YCTAHOBJICHHBIM CPOK, OTYETHBIC
JIOKYMEHTBI 0(hOpMJIEHBI HAJICKAIIUM 00pPa30M.

OTJIMYHO

Brnagenve nNOHATUIHBIM amnmaparoM, MPAKTUKAHT BIAJCET
MMPAKTUYECKUMHU 3HAHUSAMHM, YMEHHUSIMH U HAaBbIKAMHU, B
cliydae  JOMYIIEHUS  HECYIIECTBEHHBIX  OIIMOOK  MpHU
BBINIOJTHEHU U 3aJIaHuN/TIOpyYeHU ! VICIIPaBIISIET 150.
CaMOCTOSITEJIbHO, JAEMOHCTPUPYET TBOPUYECKUM MOAXOI K
XOPOLIO BBITIOJJHECHHUIO 3aJaHuH, BJIQJICET AHAJINTUYECKUMHU
METOIAMM. YBepeHHO UCIIOJIb3YIOTCS cpeacrTaa
WHQOPMAIIMOHHBIX U KOMMYHHUKAIMOHHBIX TEXHOJOTHH,
CIPAaBOYHO-TTIOMCKOBBIE CUCTEMBI «KOHCYNbTaHT +», «l"apaHT.
TpynoBas aucuMIUIMHA COOJIFOAAETCS, BHENIHUW  BUJT
COOTBETCTBYET KOPIOPATUBHBIM TPEOOBAHMSIM.
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[lo oxoHuanuu npakTuku OT4ET MO MPOXOKIACHUIO
MPaKTUKU TPEICTABICH B YCTAHOBJICHHBIA CPOK, OTYETHbHIC
JIOKYMEHTBI 0()OpPMIICHBI Ha JIEKAIIIUM 00pa3oMm.

Y JIOBJIETBOPUTEJILHO

Biianenne NOHATUHWHBIM amnmnapaToM, NPAKTHUKAHT BIIAJIEET
NPaKTUYECKUMH  3HAaHUAMHM, YMEHHUSIMH M  HaBbIKaMH,
HO  JEMOHCTPUPYET  PENpPOAYKTMBHBIA  IOAXOX K
BBINIOJIHEHUIO 3aJJaHul, B Cly4yae JOMyLIEHUs OIMIMOOK IMpHU
BBIMIOJTHEHUH 33JaHUN/TIOPYYCHUI HE MOXKET HX HCIPaBUThH
CaMOCTOSITEJIbHO, HEJOCTATOYHO TIIIyOOKHE aHaJIMTUYECKHE
oTBeThl. Mcmonb3yroTess cpeactBa HMH(OOPMALMOHHBIX U
KOMMYHUKAIIMOHHBIX TEXHOJOTMU. CHpaBOYHO-IIOUCKOBBIE
cucteMbl «KoHCynbTaHT +», «l'apaHT» HE HCIONBb3YIOTCS.
TpynoBasg gucuMmiauHa COOJIIOAETCS, BHELIHUN  BUJA
COOTBETCTBYET KOPIIOPATUBHBIM TPEOOBAHUSIM.

[Io oxoH4uanuu mnpakTUkn OTYET N0 MPOXOKACHUIO
IIPAaKTUKU IIPEACTABICH C HAapyLIIEHWEM YCTAHOBJIECHHOTO
CpoKa 0€3 YBaKUTEIbHON MPUYHMHBI, UMEIOTCS 3aMEYaHus 110
O(OpPMIIEHHIO  OTYETHBIX JOKYMEHTOB (HEaKKypaTHOE
3alOJIHEHUE/HATNUME HE3aNoJHEHHBIX TOJeH, OTCYTCTBHE
NOJMUCEH  PYKOBOAWUTENS TPAKTHUKH OT  MPOQPHIBHOM
opraHu3alyy/ nevared opraHu3aluy U T.11.)

HEYIOBJIETBOPUTEJIbHO

Cnaboe BlaJicHHE TOHSATUMHBIM ammapaToM, IPaKTUKAHT
JIONTyCKAaeT HETOYHOCTH, C€J1a00 BIAJAEeT MPaAKTUICCKUMHU
3HAHUSMHU, YMEHUSIMH W HaBbIKAMHU, TBOPYECKUMU U
aHAJTUTHYECKUMH METOJIaMH paldOThl, B CiIydyae JOMYyIICHUS
OIMOOK IIPH BHITIOJTHECHUH 3aJaHUN/TIOPYICHUN HE MOXKET MX
HCTPaBUTh CaMOCTOSITENIbHO. HeyBEepeHHO HCHOJIB3YIOTCA
cpeacTBa  MH(DOPMALMOHHBIX M KOMMYHHUKAIMOHHBIX
TeXHONOTMHU. CpaBOYHO-TIOMCKOBBIE CHCTEMBI «KOHCYIIBTaHT +»,
«"apaHT» HE UCTIOJB3YIOTCHI.

TpynoBasi AuCHUIUIMHA HE COOMIOJAETCS, BHEIIHUM BHJI
HE COOTBETCTBYET KOPIOPATUBHBIM TPEOOBAHUSIM.

I[To oxoHuyanum mpakTukn OTyeT 1O MOPOXOKICHUIO
MPAaKTUKU HE TMPEJCTABICH/TIPEACTABICH C HapylUICHUEM
YCTAHOBJIGHHOTO CpokKa ©0€3 yBaXWUTEIbHOW MPUYHHBI,
UMEIOTCS ~ 3aMe4aHus 10  O(GOPMIICHHIO  OTUYETHBIX
JIOKYMEHTOB (HEaKkKypaTHOE 3aIloJJHEHNE/HAIMIHe
HE3aIl0JIHEHHBIX TI0JICH, OTCYTCTBHE MOATIIUCEH
PYKOBOJUTENS TPAaKTUKH OT MNPOGUILHONW OpraHu3aiuu/
reyaTeid Oprauu3amuu 1 T.11.).
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5. OHEHOYHBIE CPEACTBA JJISA IPOBEJIEHUA
TEKYIIEI'O KOHTPOJIAA U ATTECTALIMA
YYEBHOU U INPOU3BOJCTBEHHOMU ITPAKTHUKH

5.1. Onenka oO0mmx W MpodheCCHOHATBHBIX KOMIETCHIIMN 00yJaromuxcs,
OCBOCHHBIX MMH B XOJ€ IPOXOXKICHHS TNPAKTUKH, MPOUCXOIUT I10 CIICTYIOIIAM
MOKA3aTeIsIM:

- COOTBETCTBHE cojepxkaHusg OTu€ra MO NPOXOXNKICHUIO NPAKTUKUA MPHUKA3Y
«O HampaBlieHUH Ha YYEOHYI0 M TMPOU3BOJCTBEHHYIO MPAKTUKY» M MpPOrpaMmme
PaKTUKH;

- opopmIteHHE OTUETHBIX JOKYMEHTOB IO MPAKTUKE 10 hopMaM, yCTaHOBJICHHBIM
[TonoxxeHneM o mpakTHYecKol moaroroBke oOydaronuxcsi B PI'BIIOY «Komremxk
MU /] Poccum», a UMEHHO:

1) odbopmnenue /[Hesnuxka npakmuxu, B KOTOPOM OOYYAIOIIMMCS BHECECHBI
©KCTHEBHBIC 3allMCH O TPOJCITAHHOW B TEUCHHWE IHSA paboTe, IMOATBEPKICHHBIC
MOAMKCHIO0 PYKOBOIUTENS TIPAKTUKH 10 MECTY €€ TTPOXO0KICHHUS,

2) odbopmieHue Xapakmepucmuku Ha 00y4aroue2ocss MO OCBOCHUIO OOIIUX U
Mpo(eCCHOHATBHBIX KOMIICTCHITHI B TICPHOJ] TIPOXOXKIACHUS TTPAKTHKH;

3) odopmiieHue AmmecmayuoHHo20 JIUCMA, COJIEPKAIIETO OICHKY YPOBHS
OCBOCHHS O0YUYaIOIIMMCS OOITUX U MPOPECCUOHATBHBIX KOMIIETEHITUH.

- CBOEBPEMEHHOE MpPEOCTaBJICHUE OOYyYalomMUMCSl MPABUIHLHO O(OPMIICHHOTO
Otuéta 0 MPOXOXKACHUU MPAKTUKU PYKOBOJUTENIO MO MPAKTUYECKOU MOJATOTOBKE OT
Komnemxka.

5.2. OCHOBHBIE  TPUHIMIIBI ~ CUCTEMBI  OIEHHMBaHHUS  CHOPMHUPOBAHHOCTU
y oOydarommxcsi mpohecCUOHANBHBIX U OOIIMX KOMIIETEHIIMH B XOJ€ BBINOTHEHUS
BUJIOB NpodeccuoHalibHO nestensbHocTr o [IM.03 npeacrasnens B [lacnopre gonna
OIICHOYHBIX CPEJICTB MO y4eOHOM 1 MPOU3BOICTBEHHON MTPAKTUKE:
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IMACIIOPT
®OHJA OLEHOYHBIX CPEJICTB
II0 YYEBHOH U NMPOM3BOJCTBEHHOMN INPAKTHUKE

CoemuanbHoctb 46.02.01 JIokyMEHTAlIMOHHOE 00eCIIeYEeHUE VIIPABJICHUS U ApXUBOBEICHUE

KO/, HAUMEHOBAaHUE CIICAAJIbHOCTU

[Tpodeccuonanbusiit Moxyns IIM.03 Beinosinenune padot no padoyeii npogeccun ciayxamero «Cekperapb-aIMUHUCTPATOP»
(Ha 6aze ocHosHO20 0bUle2c0 0OPA30B8aAHUsL)

Pe3yabTaThl NPaKTHKH
(ocBOeHHBIE 001IMe U NPO(ecCHOHAIBbHbIE KOMIIETEHIUH)

OtueTrHbIE
JOKYMEHTBI
10 KOHTPOJII0

HanmeHoBaHusI BU0B paGOT
JJId BBINNOJIHECHHUS BO BpeMd

HaumenoBaHue
KOHTPOJIbHO-OLIEHOYHOI'0 CPe/ICTBa

NPaKTHKH .
1 OlleHKe MPAKTHKH Texkymuii ITpomexyTOUHASI
KOHTPOJIb aTTecranus

MK 1.1. OcyImecTBIATh pHEM-TIepeauy ypaBIeHuUecKOM JTHEBHUK MTPAKTHKA YYEBHAA 1 AWanu3 ¥ oleHKa
HHPOPMAIIUH C TIOMOIIBIO CPECTB HHPOPMAITHOHHBIX INPOU3BOJCTBEHHAS MPaKTHIECKOM
1 KOMMYHHKAIIHOHHBIX TEXHOJIOTHHA. INPAKTUKA JICATEeTbHOCTH.
IIK 1.2. KoopaunuposaTh paboTy NPUEMHOI PyKOBOAUTENS, 30H . BBOJIHBIH HHCTPYKTAX. Ananus u OLCHKa
IpUeMa Pa3IMYHBIX KaTErOPUH ITOCETUTENICH OPraHu3alku. O3HAKOMIIEHHE C OpraHH3aIHei — peIIeHnH
IIK 1.5. Bragets cioco6amu opranu3aiuu paboyero mpocTpaHCcTBa MECTOM MPOXOXKICHHS MPAKTUKH. HP06H€MH§IX
MPUEMHOM 1 KabUHEeTa pyKOBOJUTEISL. . 3HAKOMCTBO C pabOYHUM MECTOM, CUTyallunu
OK 01. Brei6bupats crioco0s! penreHus 3a1a4 IpohecCHOHATbHON ¢ (DYHKIIMOHATIBHBIMU TIPH BRITIOJTHEHAH
JEATETLHOCTH PUMEHHUTENHHO K PAa3INYHBIM KOHTEKCTaM. M JIOJDKHOCTHBIMH OOA3aHHOCTSIMH. TpaKkTHYECKUX

. PaGora ¢ noxanbHBIMI 3a/laHun.

OK 02. Mcnonb30BaTh COBPEMEHHBIE CPEACTBA MTOMCKA, AaHATIN3a

Y MHTEpIIpeTanuy nHGOopManrui 1 HHYOPMALIOHHBIE TEXHOJIOTHH
JUIS BBITTOJTHEHUS 3a]a4 MPOECCHOHATBHON IESTEIbHOCTH.

OK 03. [InaanpoBaTh U peaTn30BBIBATE COOCTBEHHOE
npodeccroHabHOE U IMYHOCTHOE Pa3BUTHE,
MpeaNpUHIMATEIBCKYIO IeITeILHOCTh B IpodeccnonansHou chepe,
WCIIOJIB30BaTh 3HAHUS 110 (PMHAHCOBOM IPaMOTHOCTH B PAa3JIMYHBIX
JKU3HEHHBIX CUTYaIlUsX.

OK 04. DpdpexTrBHO B3aNMOACHCTBOBATh H Pa0OTaTh B KOJUICKTHBE
¥ KOMaHJIe.

OK 05. Ocy1ecTBasATh YCTHYIO U TIUCBMEHHYI0 KOMMYHUKALMIO Ha
rocyaapcTBeHHOM s3bike Poccuiickoit denepanuu ¢ yuetom
0COOEHHOCTEW COIMAIILHOTO U KYJIBTYPHOTO KOHTEKCTA.

HOPMAaTHBHBIMH JOKyMEHTaMH
OpraHu3allfy, periiaMeHTHPYIOIIMA
JIeSTeNIbHOCTh CeKpeTapsi-
aJIMUHUCTPATOPA.

. Opranuszanust pyHKINOHAIBHOTO

pabodero nmpocTpaHcTBa.

. [Ipuem-nepenaua napopmannu

C NIOMOIIIbI0 aBTOMaTUYECKOM
tenedonnoii crannuu: ATC
(BHEUIHSISI CBA3b: FOPOCKad,
MEXITyTOPOTHAS, MEKIYHAPOIHAS)
u MuHA-ATC (BHYTpEHHSS CBSI3b);
1 COTOBOI! CBSI3H.
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Pe3yabTaThl NIpaKTHKH
(ocBOeHHBIE 001IME ¥ NPO(ecCHOHATIBbHbIE KOMIETEHIUH)

OTueTHbBIE
JIOKYMEHTbI
10 KOHTPOJIIO

HaumeHoBaHusI BUIOB paﬁoT
JJId BBINNOJIHCHHUS BO BpEeMs

HaumeHnoBaHnue

KOHTPOJIbHO-0UCHOYHOT 0 CPpEACTBA

NPaKTHKH "
H OLlCHKE MPaKTHKH Texkymni IIpomexyTouHast
KOHTPOJIb aTTecranus
OK 06. IIposBnATh rpaX1aHCKO-NATPUOTHUUECKYIO TO3ULUIO, 6. [Ipuem-nepenada nHGOpPMAIIH
JEMOHCTPUPOBATH OCO3HAHHOE MOBEJECHHE Ha OCHOBE C IIOMOMIBIO q’aKCHMHHf’HOFO
TPAJUIHOHHEIX OOIIECUEIOBEUECKUX LIEHHOCTEH, B TOM YHCIIE amapara, 3J1CKTpOHHOU TIOYTHIL.
C YUETOM IrapMOHHU3AIMN MEXHAIIMOHAIBHBIX  MEKPEIUTHO3HBIX 7. Pabora B 30He npuemMa pazIuIHbIX
OTHOIIEHHUH, IPUMEHATH CTAHAAPTHI AHTUKOPPYIIIMOHHOTO KaTEeTOpHi MOCceTHTENeH
TIOBEACHMS. OpTaHM3aIHH.
OK 07. CopneiicTBOBaTh COXpaHEHUIO OKPYKAFOIIECH CpPeIIbI, 8. Opranuzaius 1 OpOHHPOBAHHE
pecypcocOepeKeHnIo, TPUMEHATh 3HAaHHSI 00 N3MEHEHHH KIIUMAaTa, NEepPEeroBOPHBIX KOMHAT.
NPUHLUIIBI OEPEKIINBOTO TPOU3BOACTBA, 3P HEKTHBHO NeHCTBOBATH 9. DkcneauIOHHAs 00paboTKa
B UpE3BbIYAHHBIX CUTYaIHsX. KOPPECTIOHICHIIHH.
OK 08. Vcmons30Bath cpeacTBa GU3HIECKON KyIBTYPHI 10. BeinonHeHNe KOOPIUHUPYIOLIUX
JUISL COXPAaHEHUs! ¥ YKPEIUIEHHS 37I0pPOBbs B IIPOIIECCE n obecreunBaromuX QYHKIHH.
npodeccroHaNbHOMN NESITENIFHOCTH U NOAACP)KaHUS HE0O0X0AUMOTO
YpOBHSI (PU3MYECKOM MTOATOTOBICHHOCTH. Codeparcanue pabom yuebHOU
OK 09. ITosnp3oBaTbes poheccnoHaIbHON JOKyMEHTaIMeH U nPpoU3800CMEEHHOU NPAKMUKU
Ha rOCy/IapCTBEHHOM M MHOCTPAHHOM SI3bIKAX. npedcmasneno 6 pazoene 2. Paboueii
npocpammbol
Otuer
0 NPOXOKIEHN U
YuebHas INK 1.1, 11K 1.2, TIK 1.5. NMPAKTHKH: ITonBenenue utToros nuddepeHInpoBaHHbII
MpaKTHKa OK 01. - OK 09. JTHEBHMK ITPAKTHUKH, IO BBITIOJIHCHHUIO BUJIOB paboT 3a4eT
% g XapaKTepUCTHKA,
§ = aTTeCTallMOHHBIH JICT
= E
53
o g- Otuer
) 0 NMPOXOKIACHUHU
<= IIpousBoxacTBeHHas NK 1.1, 11K 1.2, TIK 1.5. NPAKTUKH: IlonBeneHue UToros muddepeHIrpoOBaHHBII
MIPaKTUKa OK 01. - OK 09. JTHEBHUK MIPAKTUKH, IO BBITIOJIHEHUIO BUJIOB pa0oOT 3a4er
XapaKTepUCTHKA,
aTTeCTallMOHHBIH JHCT
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1. OBIIASI XAPAKTEPMCTUKA PABOYEN MPOTPAMMUBI
MPOW3BOJICTBEHHON MPAKTUKHA
(MPEJJIATIVIOMHASI TIPAKTHUKA)

1.1. MecTO0 mNpOM3BOACTBEHHOH MNPAKTHUKH (NMpelIMINIOMHAasi NPAKTUKA)
B CTPYKType NpPOrpaMmbl NOATOTOBKH CIELHAJNCTOB CPeAHEro 3BeHa (Jajee —
HIICC3)

[IpousBoacTBeHHass  mpakThka  (OPENIUIUIOMHAs — MPAKTUKA)  SIBISETCS
komnoHeHToM ITIICC3 no cnermansHocTh 46.02.01 «JlokyMeHTallMOHHOE 0OecIieueHre
VOpaBJICHUS © apXWBOBeAcHHWE» (Ha 0a3e OCHOBHOTrO o0mero oOpa3oBaHwms),
peanuzyeMbiM B (hopMe TPaKTUUECKON MOATOTOBKH.

[Iporpamma npou3BOACTBEHHON MPAKTUKK (MPEAAUILIIOMHAs TTPaKTUKa) (Haiee —
MIPOU3BOJICTBEHHOMN MPAKTUKH, MIPEIAUIUIOMHAsS MPAKTHUKA, TPAKTUKA) SIBJSETCS YaCThIO
[IICC3 no cnenmansHocTh 46.02.01 «/JokymMeHTalIMOHHOE OOECTIEUeHHE YITPaBICHUS U
apXMBOBEJICHWE» B YaCTH OCBOEHUS OCHOBHBIX BHJIOB MpodeccruoHaTIHLHOM
NEeSATEIbHOCTH:

— BBIIIOJIHEHUE PABOT TI0 PABOYEW TIPO®ECCUM CJIYKAILIEIO «CEKPETAPB-
AJIMAHUCTPATOP» - OCYILIECTBJIEHUE OPTAHM3AIIMOHHOIO OBECIIEYEHUS JEATEJIBHOCTH
OPTAHU3ALINUN,

— OCYLIECTBJIEHUE OPTAHM3AIIMOHHOI'O N JOKYMEHTAIMOHHOI'O OBECIIEHEHUA
JIEATEJIbHOCTH OPTAHU3ALINU,

OPTAHMBALIMA APXMBHOM PABOTHI T10 JOKYMEHTAM OPIAHM3ALIMIM PA3JTMYHBIX
®OPM COBCTBEHHOCTH.

[IpousBoACcTBEHHAs MpakTUKa (MIpeaaUIIIOMHAs MpaKTHKa) Oa3upyeTcs Ha Bcel
[MIICC3 no cnenuansHocTH 46.02.01 «JlokyMeHTaIIMOHHOE OOecreyeHue yrpaBieHUs
U apXUBOBEJCHUE» U SIBIISECTCA 3aBEPILIAOIICH CTYNEHBbIO B OBJIAJICHUH Mpodeccuo-
HaJbHBIMU HaBBIKAMH, SIBJISIICH BAXKHOM YacCThIO B TOATOTOBKE JUIIIIOMHOM paOOTHI.

061/!41/{6 mpe608aHuﬂ K opecarusayuu 06pa30861meﬂbH020 npoyecca

ITpu peammzanuu IIICC3 mo cnemmansHocTH 46.02.01 «JloKymMeHTallMOHHOE
obOecrieueHue yIpaBJICHUs] U apXUBOBEACHUE» MPEAyCMATPUBAETCS MPOU3BOICTBEHHAS
NnpakTUKa (MpeIIuIJIOMHAss TpaKkTHKa), KOTopas TMPOBOAUTCS B MUHHUCTEpPCTBE
MHOCTpaHHbIX Jnen  Poccuiickonn ®enepaunu, B Ppa3iIMUHBIX TOCYJIAPCTBEHHBIX
U KOMMEPYECKHX CTPYKTypax IPH OCBOCHHMHM OOYyYaromMMHUCS MPOo(ecCHoHaTbHBIX
KOMIETEHIIUHA BCEX U3YYEHHBIX MPO(HECCHOHATBHBIX MOTYJICH.

[TpousBoacTBEHHAS MPaKTUKA (TIPEAIUILIOMHAS MPAKTUKA) HOJKHA MPOBOUTHCS
B TOJIpa3/ICJICHUSX OpraHu3aliii, HalpaBJIeHUE EATeIbHOCTH KOTOPBIX COOTBETCTBYET
pOUITIO MOJTOTOBKH 00YyUYarOIIUXCSl.

OcHOBHOM (opMO¥ TIPOBEICHUS MPOU3BOJACTBEHHON MPAKTUKU (TIPEAIUTIIIOMHAS
MPAKTHUKA) SABJISIETCS CAaMOCTOSITENIbHAsI paboTa 00yJaromuxcs Ha TPOoPUIbHBIX pabodmnX
MeCTaxX Pa3JIMYHbIX OpraHU3aIUN/TIPENPUITHI/ yIpeKICHUM.

OO6s13aTeNbHBIM YCIIOBHEM JIOITYCKa K TIPOM3BOACTBEHHOM MPAKTHUKE (TIPEIUITIOMHAsT
IpaKTUKa) SBJSIETCS OCBOEHUE BcexX MpodeccuoHanbHbIX Moayiiei B pamkax [ITICC3,
B TOM YHCJI€ IPOXOXKIECHNE YyUeOHOM MPAaKTUKU U MTPOU3BOACTBEHHOM MPAKTHUKHU.



1.2.llesim W mIaHUpyeMble Pe3yJbTAThbl MPOU3BOJACTBEHHOH NPAKTUKU
(mpepIuNIIOMHAS MPAKTUKA)

geJIHMI/I HpOHBBOI[CTBGHHOfI IMPaKTHKH (HpeI[I[I/IHJIOMHaH HpaKTI/IKa) SABJIAKOTCA:

— 3aKpeIUIeHHEe W  peaju3alus TEOPETUYECKUX 3HAHMKA  0Oydaromuxcs,
CHEUATM3UPYIOIIHUXCA B 00JIACTU JOKYMEHTALIMOHHOIO OO€CIIeUEHUsl YIPABICHHUS
Y apXHUBOBEJICHHUS;

— yrayOJeHue MPaKTUYECKUX HABBIKOB CaMOCTOSITENIbHOM paboThl B 001acTH
UCCJIeI0BAHUS CUCTEM JIOKYMEHTAIMOHHOTO oOecrieueHus yIpaBJICHUS
U apXUBOBEJICHUS;

— pa3BuUTHE O00IIMX U MPO(DHEeCCUOHATBLHBIX KOMITETEHIIUH;

— MIPpOBEpKa TOTOBHOCTHM OOY4YaIOIIETOCs K CaMOCTOSITEIBHOM  TPYJIOBOM
JESATEIbHOCTH, & TAKXKE MOATOTOBKA K BBHITTOJIHEHUIO UILNIOMHOM paOOTHI.

3ajiauaMy MPOU3BOACTBEHHOMN MPAKTUKHU (ITPEAIUIIIIOMHAS TIPAKTUKA):

— U3y4Y€HHE OCOOCHHOCTEM OpraHu3allMOHHON  CTPYKTYpbl — OpraHu3anuu/
NPEANPUATUs/ YUPEKICHUS U BUJOB JCSITEIIBHOCTH;

— U3ydeHue CTpyktyp ciyx0s1 [IOY, apXuBHOU CTy>KOBI, MX IMMTATHOTO COCTAaBa U
bynkmii, popm paboThl ¢ JOKYMEHTAMH;

— U3y4eHHEe HOPMATHUBHO-TIPaBOBOM 0a3bl cixy k061 JJOY, apXuBHOI CITyX)OBbI;

— IIPOBEJICHUE AaHAJIM3a OPTraHU3alMd W TEXHOJIOTMM JTOKYMEHTAlMOHHOTO
o0ecrieueHuss yOpPaBJICHUS U aApPXUBHOTO XpaHEHWs] JIOKYMEHTOB (M3ydeHHE
JIOKYMEHTOO0OpOTa, TEXHOJOTMU O0O0pabOTKM JOKYMEHTOB B TPAIAUIMOHHBIX H
aBTOMATU3UPOBAHHBIX CHCTEMaX, MPUOOPETEHUE HABBIKOB Pa0OTHI ¢ MH(MOPMAIMOHHO-
MOMCKOBBIMU CUCTEMaMHU );

— cOop U aHaNM3 MarepuaioB, UHPOPMAIMHU, HEOOXOIUMBIX JJIsS BBIMOIHEHUS
JTUTIIIOMHOU PabOTHI.

B pesynbrare npoxoxaeHUs MPOU3BOACTBEHHOM MpPaKTUKHU (TPeIIUIIIOMHAs
MpaKTUKa) O0yYaroIIUiCs JOMKEH OCBOMTH COOTBETCTBYIOIIME OOIIME KOMIETEHIIUU U
npodeccuoHanbHbIE KOMIIETEHIUH.

1.2.1 IlepeueHb OOITMX KOMITETCHITUI

Kon HanmeHnoBanue 001HX KOMIETEHIHIT

Br16upaTh ciocoObl perienus 3a1a4 npopecCHOHATbHON ASSITENbHOCTH TPUMEHUTENBHO K
Pa3IMYHBIM KOHTEKCTaM.

OK 01.

Hcnonb30BaTh COBpEMEHHBIE CPE/ICTBA MTOMCKA, aHAJIN3a U UHTEPIIpeTalii HHPOpPMaIIny,
OK 02. | 1 uH(pOpPMAIIMOHHBIE TEXHOJIOTUH JUISI BHITIOJIHEHUS 3a/1a4 PO ecCUOHATbHON
NESATENBHOCTH.

[TnanupoBaTh U peann30BbIBaTh COOCTBEHHOE MPOHECCHOHATBLHOE U TMYHOCTHOE
pa3BUTHE, NPEANPUHUMATENBCKYIO IeITENFHOCTh B MPO(hecCHOHAIBHOM cdepe,
MCMOJIb30BaTh 3HAHUS M0 (PMHAHCOBOW I'PaMOTHOCTH B PAa3JIMYHBIX )KU3HEHHBIX
CUTYaLUsIX.

OK 03.

OK 04 D dexTuBHO B3aUMOICHCTBOBATH U Pa0OTATh B KOJUIEKTUBE U KOMaH/IE.

OcCy1ecTBIATh YCTHYIO U MUCbMEHHYIO0 KOMMYHHKAIIMIO HA TOCYAAPCTBEHHOM S3BIKE
OK 05 | Poccuiickoii denepariiu ¢ y4eToM 0COOCHHOCTEH COLIMAIBLHOTO M KYJIBTYPHOTO
KOHTEKCTA.




Kon

HanmeHnoBaHHe 00IIHX KOMIIETEHIINI

OK 06.

[IposABIATE IpaXk1aHCKO-NATPUOTUYECKYIO MO3ULIMIO, IEMOHCTPUPOBATH OCO3HAHHOE
IIOBE/ICHUE HA OCHOBE TPAJAMLIMOHHBIX O0IIEUYEIOBEYECKUX LIEHHOCTEMN, B TOM UUCIIE C
y4€TOM rapMOHHU3aLMU MEKHALMOHAJIBHBIX U MEKPEJIUTHO3HBIX OTHOLIEHUM, TPUMEHSITh
CTaHJapThl aHTUKOPPYILIMOHHOI'O IIOBE/ICHUS.

OK 07.

CopeiicTBOBaTh COXPAHEHUIO OKPYKAIOIICH Cpelibl, peCypcocOepeKeHUI0, MPUMEHSTh
3HaHUA 00 U3MEHEHUHU KJIMMaTa, MPUHIIMIIBI OepeKIMBOrO MPOU3BOACTBA, 3 (HEKTUBHO
JIIICTBOBAThH B YPE3BBIYAIHBIX CUTYALIHSIX.

OK 08.

Hcnonb3oBath cpenctBa GU3NYECKON KyIbTYPHI AJI1 COXPAHEHUSI U YKPETIJICHUS 37J0POBbsI
B IIpoLiecce NpopecCUOHANbHON ASSITEILHOCTH U MOAEPKaHU HE0OX0IMMOTO YPOBHS
(bu3nyecKoil MOAroTOBIEHHOCTH.

OK 09.

[Tonp30oBaTbes mpodeccnOHATBHON TOKyMEHTAluel Ha TOCYAapCTBEHHOM U HHOCTPAaHHOM
A3bIKaXx.

1.2.2. Ilepedens mpodeccuoHaTbHBIX KOMITETCHITUI

Kopn HanmeHoBaHMe BUIOB 1eSITeJIbHOCTH M NPO(ecCHOHATBHBIX KOMIIETeH M
BI 1 OcyuecTBiIeHHE OPraHU3ANMOHHOI0 U JOKYMEHTALIMOHHOT0 0o0ecneyeHusl
AeTeJIbHOCTH OPraHu3aluu
K 1.1 OcyiecTBiATh NpuéM-nepeady ynpaBieH4ecKord HHGOPMAIIUHU C IIOMOIIBIO CPENICTB
" | uHGOPMAIIMOHHBIX U KOMMYHUKAIIHOHHBIX TEXHOJIOTUH.
K 1.2 KoopaunuposaTs paboTy npueMHOM pyKOBOAUTENS, 30H NIPUEMaA Pa3INYHbIX KaTeropuil
*** | moceTuTeNel OpraHu3aluu.
IIK 1.3. | Bragets HaBbIkaMu IUTAHUPOBAHUS pabOYero BpeMEeHU PYKOBOAUTENS U CEKpeTaps.
K 1.4 OcyiecTBIATh MOATOTOBKY JEJIOBBIX MOE3/I0K PYKOBOJUTENS U JPYTUX COTPYIHUKOB
*7" | OpraHu3anuu.
K 1.5 Brnanets criocobamu opranuzanuu pabodero NpocTpaHCTBa IPUEMHON U KaOUHeTa
" | pYKOBOIUTEIIS.
OcymiecTBiATh paboOTy MO MOJTOTOBKE U MPOBEICHUIO KOH(EPEHTHBIX MEPONPUATHH,
IIK 1.6. | obecneunBaTh HH(HOPMAIIIOHHOE B3aUMOJIEHCTBUE PYKOBOIUTENS C MOIpa3AeICHUIMU U
JOJDKHOCTHBIMU JIMLIAMH OPTraHU3aLUU.
K 1.7 OdopmIIATh OpraHU3allMOHHO-PACTIOPSIUTENBHBIE TOKYMEHTBI M OPIraHU30BBIBATh PabOTy
*"* | ¢ HUMH, B TOM YHUCJIE C UCIIOIB30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM.
K 1.8 OdopMIATh TOKYMEHTHI IO JMYHOMY COCTAaBY M OPraHU30BbIBaTh padOTy ¢ HUMH,
"7 | B TOM 4uCIe ¢ UCIOIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM.
MK 1.9 Opranu3oBbIBaTH TEKYIIIEE XpaHEHHE JOKYMEHTOB, 00pa0OTKY /e JJIsl OTIEPaTUBHOTO U
*”* | apXMBHOI'O XpaHEHUs, B TOM YHCJIE C UCIIOJIb30BAHNEM aBTOMATU3UPOBAHHBIX CHCTEM.
BN 2 Opranun3anus apXuBHOH padoTHI 10 JOKYMEHTAM OPraHUu3alui pa3In4HbIX (popMm
COOCTBEHHOCTH
K 2.1 OcyiecTBIATh KOMIIEKTOBAHUE apXUBHBIMU JI€JIaMU (JOKYMEHTaMH) apXHuBa
"7t | opraHU3alu
K 2.2 Bectu yuéT apXuBHBIX /1€ (IOKYMEHTOB), B TOM YHUCIIE C UCIIOJIb30BaHUEM
*=* | aBTOMaTU3UPOBAHHBIX CUCTEM
K 2.3 OcCyiIecTBIATh XpaHEHNE apXUBHBIX /€] (JIOKYMEHTOB) C MOCTOSIHHBIM CPOKOM XPaHEHHUS
** | ¥ 10 IMYHOMY COCTaBYy B apXUBE OpraHU3aluu
K 2.4 Ocy1iecTBIATh XpaHEHNE, KOMIUIEKTOBaHHE, YUET M UCIIOJIb30BaHUE J1eN (JJOKYMEHTOB)
*7" | BPEMEHHOTO XpaHEHHUs
K 2.5 Ocy1iecTBIATh HCIOJb30BAaHUE APXUBHBIX JI€JT (JOKYMEHTOB), B TOM UHCIIE

C UCIIOJI30BAHUCM aBTOMATHU3UPOBAHHBIX CUCTEM




B pesynpraTe NpOXOXKACHHUS MPOU3BOACTBEHHOW NPAKTUKH (MPEeIaUIUIOMHAS
IpaKTUKa) 00yYaroIUKCs JOJIKEH:

— 3aKpEIUTh TEOPETUUECKUE 3HAHUS, TIOIYUEHHbIE B IIpoIiecce 0OyUEHNUS;

— COBEpILECHCTBOBATH IIOJIyYCHHBIC HaBbIKU KOHKPETHBIX BUJIOB
npogeccuoHaTbHON JEATENbHOCTH (mpuém IIOCETUTEIIEH, COCTaBJICHUS
u odopmileHHE JOKYMEHTOB, MOATOTOBKA JTOKYMEHTOB Ui TEpEelayd Ha XpaHEHHE
B apXMB, APXUBHOE XPAHEHUE JOKYMEHTOB U T.I1.);

— 3aKperuTh MW  Pa3BUTh NPUOOpPETEHHbIE NPOGECCHOHATIbHBIE  HABBIKU
CaMOCTOSITEJIBHOM IPAKTUYECKOU JESITENBHOCTBIO, KOHTPOJIHMPYEMON PYKOBOIUTEIEM
IIPAKTUKHU 110 MECTY €€ ITPOXOKIACHNUS;

— Pa3BUTh HABBIKU 10 cOOpY, 0OOOIEHUIO U aHAJIU3y MAaTEpPUAIIOB JJISl PELICHMUS
IIOCTABJICHHOW ITPAaKTUYECKOM 3a/1a4H;

—co0Oparb Marepuainbl, HHPOPMAIUIO, HEOOXOAUMBbIE Uil  BbIIOJHEHUS
JUIUIOMHOU paboTBHI.

KoHeuHblil pe3ynbTar NpakTUKU — PacIIUpPUTh NpeacTaBieHue o cucreme JOY
KOHKPETHOM OpraHu3aliy, yriiyOuTh HaBbIKK PabOThI C JOKYMEHTaMH Ha BCEX CTAUSAX
UX OKU3HEHHOIO IMKJA, a TakXe YIIIyOUTh HaBBIKM pabOThl C apXUBHBIMU
JIOKYMEHTaMHU.

1.23. B Xome OCBOEHUS MpPOrpaMMbl IPOHU3BOACTBEHHON  NPAKTUKH
(mpeanuIIIIOMHAs TPAKTHKA) O0YJArOIIHIACS TOJIKEH:

UMETh OCYIIIECTBIEHHS OPTaHU3AIIMOHHOTO U JOKYMEHTAIIMOHHOTO 00ecTIeueHus

HpaKTI/I‘-IGCKI/II\/II ACATCIIBHOCTH OpraHrU3aluu,

OTIBIT: OpraHM3aliy apXUBHON pabOTHI MO JOKYMEHTaM OpraHu3alui Pa3IuyHbIX
(hopM COOCTBEHHOCTH;

YMETh: OpraHU30BBIBATH pabouee MECTO B COOTBETCTBUH C TPEOOBAaHUSIMU

SPrOHOMUKH U KYJIbTYPHI TPY/IA;
oOecnieunBaTh pabouee MecTo U (YHKIIMOHAIbHOE padouee MPOCTPaHCTBO
HEOOXOIMMBIMH CPEJICTBAMHU OPTAHU3AIIMOHHOW TEXHUKH, MEOCITBIO H
KaHIIETSPCKUMU MPUHAAICKHOCTIMU;

MOJJIEP>KUBATH CPEJICTBA OPTAHU3AIIMOHHON TEXHUKH B pab0YeM COCTOSHUU;
MIPUMEHSITHh B paboTe cpeAcTBa UHPOPMAIIMOHHBIX B KOMMYHHUKAITMOHHBIX
TEXHOJIOTHIL,

MCIIOJIb30BaTh CPEJICTBA HHPOPMAITMOHHBIX U KOMMYHHUKAIIMOHHBIX
TEXHOJIOTUH JIJIS TIOYICHUS | ITepeiadil HHPOPMAIIHH;

yCTaHABIUBATh U MOJICP)KUBATh KOMMYHHKAIIUHU B TIPOIIECCe AETOBOTO
OOIIEHHSI C TTOMOIIBIO CPECTB HHPOPMAITHOHHBIX U KOMMYHUKAIIMOHHBIX
TEXHOJIOTHI;

OCYIIECTBJISATH COOp, 00pabOTKy HH(POPMAIINH, CUCTEMATHU3AIUIO TTOTy4aeMbIX
Y TIepeJaBaeMbIX JIAHHBIX;

OCYIIECTBIISITH MPOBEPKY JJOCTOBEPHOCTH, TIOJTHOTHI M HEITPOTHBOPEYMBOCTH
TaHHBIX, UCKITIOUeHHE TyOIupoBaHust HHGOpMAIUY;

CTIIQ)KUBAaTh KOH(DIUKTHBIE U CIOKHBIE CUTYAI[UH MEKIMYHOCTHOTO
B3aMMO/ICHCTBUS;

COOJTIOIATh ATUKET U OCHOBBI MEXTYHAPOTHOTO TIPOTOKOJIA;

obecrieunBaTh HHPOPMAIIMOHHYIO O€30MaCHOCTH ACSITEIPHOCTA OpPTraHU3aIliu;
BECTH U HCIIOJIB30BaTh B paboTe 0a3y KOHTAKTOB OpraHU3aLNu;

BECTHU YUYETHBIC PETHUCTPAIMOHHBIE (JOPMBI, UCTIONIH30BATh MX IS
nH()OpPMAIMOHHON PabOTHI ¥ PabOTHI IO KOHTPOJIIO UCTIOTHEHMSI OPYICHHIA;




BCTPEYATh NOCETUTENEH, OTy4aTh EPBUUHYIO HH(OPMALIUIO O IOCETUTEISIX,
yCTaHaBJIMBATh MOPSIOK NPUEMA AJIS Pa3IMUHBIX KaTErOpUi oceTUTeNnen
MPUHUMATh MEPHI [0 COXPAHEHUIO KOH(UICHIIMAIBHOW HHPOPMALIUU B X0/1€
IpuéMa IIOCETUTEIICH;

BECTH YUETHBIE PETUCTPALIMOHHBIC (POPMBI IO TPUEMY TIOCETUTENEH

1 0(hOpMIISITH IPOITYCKa;

OCYLLIECTBIIATH NPUEM, TIepeiady U OTIPABKY JOKYMEHTOB;

OpPraHU30BBIBaTh U OPOHUPOBATH I1EPETOBOPHBIE KOMHATHI,

CepBUpPOBAThH YaiiHbIe (KO(EHHbIe) CTONIBI B OHcCe;

BBIOMPATH (POPMBI INIAHUPOBAHUS M 0(OPMIIATH INIAHUPOBIIUK (OpraHanzep)
PYKOBOJMTENS U CEKPETApS;

YCTaHaBJIMBATH 1€, ONPEAEISTh IPUOPUTETHOCTD U OYEPENHOCTD
BBITIOJIHEHHS pabOT 1 3PPEKTUBHO pacipeiesiaTh pabouee Bpems;
COI'JIACOBBIBATh BCTPEUM U MEPOINIPUATHS U BHOCUTH HH(POPMALIHIO B
MJIAHUPOBIIMK (OpraHaiisep);

UHGOPMHUPOBATH PYKOBOAMTENS O MPHOIMKEHUH BPEMEHH U PETIIaMEHTE
3aIUTAaHUPOBAHHBIX BCTPEY U MEPOTIPHUSTHIA;

BbIOMPATH ONTUMAJIbHBIE CIOCOOBI BHELTHETO U BHYTPEHHETO
MH(GOPMHUPOBAHUS O IUIAHUPYEMBIX MEPOIIPHUATUSX;

COCTABJIATh U OPOPMIIATH TOKYMEHTBI /7151 JIEJIOBBIX MOE3/10K;

OCYILIECTBIISATH TPEBEI-MOIEPKKY JEIOBBIX MOE3/10K;

COIJIaCOBBIBATh C MPUHUMAIOLIEN CTOPOHOM MPOTOKOJI IIJIAHUPYEMBIX
MEpPOTPUATHIA U (OPMHPOBATH IPOTPAMMY JETTOBON MOE3/IKH;

UCIOJIb30BATh CPEACTBA MH(POPMALIMOHHBIX U KOMMYHHUKAIIHOHHBIX
TEXHOJIOTUH Jy1s 00ecrieueHHsl B3aMMO/ICHCTBHSI C PyKOBOAUTEIIEM BO BPEMsI
€ro J1eJIOBOH MOE3/IKHU;

0(pOopMIIATH OTYETHBIC JJOKYMEHTHI O JIETIOBOM MOE3/KE.

OpPraHMU30BbIBATH MIPOLECC MOATOTOBKH U MIPOBE/IEHNE KOHPEPEHTHOTO
MEpPOIPUATHS UHIUBUYaIbHO U B COCTaBE pabouel TPyIIIbI;
JOKYMEHTHUPOBATh pa3Hble 3Talbl NPOLEypbl TOATOTOBKU U IPOBEACHHUS
KOH(EPEHTHOTO MEPOIPUSATHS;

COCTABIISATh MPOEKTHI OPraHU3aLMOHHBIX, PACTIOPSIIUTEIbHBIX U
MH(OPMALIMOHHO-CIIPABOYHBIX IOKYMEHTOB, B TOM YHCJIE IOKYMEHTOB,
coJiepKalmX KOHPUACHITHATbHYI0 HH(POPMAIIHIO;

oOopMIIATH OpraHU3aMOHHO-PACTIOPAIUTENbHbIE TOKYMEHTHI (OpUTHHAJIBI U
KOIIUN);

CKaHHPOBATh, KOIIMPOBATh U KOHBEPTHPOBATH JOKYMEHTHI B pa3INUHbIE
bopmarsr;

OCYILIECTBIIATH MPOBEPKY MPOEKTOB JOKYMEHTOB Ha COOTBETCTBUE IIPAaBUIaM
JIeJIONPOU3BO/ICTBA;

MPUHUMATP U TIPOBOJNTH IEPBUYHYIO 00PAOOTKY BXOSIINX TOKYMEHTOB;
MIPOBOJIUTH MPEIBAPUTEILHOE PACCMOTPEHNE BXOAALINX U BHYTPEHHUX
JOKYMEHTOB;

PETrUCTPUPOBATh BXOAIINE, UCXOISIINE U BHYTPEHHUE IOKYMEHTHI;
KOHTPOJIMPOBATh MAPLIPYTHU3ALNIO JOKYMEHTOIIOTOKOB B OpraHU3aluu
(cornmacoBaHue, MOANKCAHUE, YTBEPKICHHUE, PETUCTPALIKs, O3HAKOMIIEHUE U
MCIIOJIHEHUE IOKYMEHTOB);

OCYILECTBIATh CPOKOBBIA KOHTPOJIb UCIIOJIHEHUS JOKYMEHTOB;
OCYILIECTBIATH 00pabOTKY U OTHPABKY UCXOJSIINX TOKYMEHTOB;

COCTABJISATh OTYETHI U AHATUTUYECKHE CIPABKU 00 MCIIOJIHEHUH JOKYMEHTOB;
BECTU MH(POPMAIIMOHHO-CIIPABOYHYIO pabOTy MO JOKYMEHTaM;
OCYLLIECTBIATh pabOTy C OPraHU3aLUOHHO-PACTIOPAUTEIbHBIMI JOKYMEHTAMHU
B @aBTOMAaTU3UPOBAHHBIX CUCTEMAX;

o0ecreynBaTh COXPaHHOCTh MEPCOHAIBHBIX TAHHBIX PAOOTHUKOB,
OpPraHU30BBIBATh JOKYMEHTOOOOPOT MO MPEACTABICHUIO JOKYMEHTOB IO




NEPCOHATY B FOCY/1apCTBEHHBIE OPTaHbl;

OpPraHU30BBIBATh JOKYMEHTOOOOPOT MO YUETY U ABHIKEHHIO pAOOTHHUKOB;
BECTH BOMHCKHH y4€T paOOTHUKOB;

BeCTH yu€T pabouero BpeMeHH pabOTHUKOB;

o(hopMIIATH OpraHU3aMOHHO-PACTIOPAIUTEIBHBIC TOKYMEHTHI 110 TUYHOMY
COCTaBYy;

BECTH PETUCTPALIMIO, YUET, ONIEPATUBHOE XPAaHEHHUE TOKYMEHTOB 10 JTUYHOMY
COCTaBYy;

BECTH JJOKYMEHTAIIUIO, IOATBEPKAAIOIIYI0 CBEACHHUS O TPYIOBOK
JESTeIbHOCTH U TPYIOBOM CTake paOOTHUKOB,;

(hopMHUPOBATH JTUYHEIC Jie)ia PAOOTHHKOB,

o(opMIIATH Je1a 1o JIMYHOMY COCTaBY JUIs II€pelaul B apXUB OpraHU3alluy;
paboTaTh CO crienuaIn3uPOBaHHBIMU HH(OOPMAILIMOHHBIMU CUCTEMAMU U
0a3aMu JaHHBIX 110 BEJICHUIO Y4€Ta U JBM)KEHUIO pAaOOTHUKOB;
pa3pabaTbIBaTh HOMEHKJIATYPY JeJ1 OpraHu3aIuig;

MPOBEPATH MPABMIBHOCTH 0(POPMIICHUSI JOKYMEHTOB U OTMETKH 00 MX
WCTIOJTHEHUH TIepe]T NX (OPMHUPOBAHUEM B JIEIIO VIS OCIETYIONIETO XPaHEHMS,
(bopmMHpOBaTh Aea, KOHTPOJIUPOBATH IPABUIBHOE U CBOEBPEMEHHOE
pacripeieieHue U NOJIINBKY IOKYMEHTOB B JieJla B COOTBETCTBUU C
HOMEHKJIATypOi Jei;

MIPOBEPATH CPOKHU XPaHEHHSI JOKYMEHTOB, COCTABIISITH MTPOTOKOJ PaOOTHI
HKCHEPTHONH KOMHUCCHH IO MOATOTOBKE JOKYMEHTOB K TIepe/iade B apXUB;
COCTABIISITH aKT O BBICTICHUH K YHUYTOKEHUIO JIOKyMEHTOB, HE MMOJIJICKAIINX
XPaHEHHUIO;

COCTABJISATh KT 00 YHUUTOXKEHUU IOKYMEHTOB;

OCYILLECTBIIATH MOJIHOE WM YaCTUYHOE O(POPMIICHHE JeT BPEMEHHOTO,
MIOCTOSTHHOT 0, JIOJITOBPEMEHHOTO CPOKOB XPAHEHUS;

COCTABIISITH OMUCH eI CTPYKTYPHBIX TTOAPa3AeICHUN TOCTOSHHOTO,
JI0JTOBPEMEHHOTO CPOKOB XPaHEHUS JIJIsl Iepeauu JIe B apXUB OpraHU3aIHu;
paboTath ¢ 1mojpa3Ae’aeHUsIMHU/OpraHu3asIMU UCTOYHUKAMU KOMIUIEKTOBAHMS
apxuBa,

IIPUHUMATh apXUBHBIE JleNa (JIOKYMEHTHI) Ha IIOCTOSSHHOE MITH
JI0JTOBPEMEHHOE XpaHEHHE,

Y4acTBOBATH B MPOBEICHUH YKCIIEPTH3BI IICHHOCTH Pa3JIMYHBIX TUIIOB

BUJIOB JJOKYMEHTOB B COOTBETCTBUH C BHYTPEHHUMH perilaMeHTaMH
OpraHu3aIui,

IPUMEHSATH B pab0Te PEKOMEHIAIIMH SKCIIEPTHO-POBEPOYHON KOMUCCUH UITH
HKCHEPTHONH KOMUCCHH OpraHU3aLUH,

MPUMEHSITH NIEPEUHH C YKa3aHHUEM CPOKOB XpaHEHHUs el (JOKyMEHTOB),
co0J1I01aTh HOPMATUBHBIE CPOKH XpaHEHHUS 1)l (JOKYMEHTOB),

BECTH YUET HCTOYHHKOB KOMIUICKTOBAHHUS apXHBa,

UCIOJIb30BATh MEPEI0BON OTEUECTBEHHBIN U 3apyOEKHBIN OIBIT IO
KOMIUIEKTOBAHHUIO apXHBa JieflaMH (JOKYMEHTaMH ) HOCTOSIHHOTO

U JI0JITOBPEMEHHOT'O XpaHEHus,

WCTIOJIh30BaTh COBPEMEHHBIC aBTOMATH3HUPOBAHHBIC, HH(POPMAaIMOHHBIC

Y TEJICKOMMYHHUKAIIMOHHBIE TEXHOJIOTUH TOKYMEHTHPOBAaHHBIX chep
JesITeTbHOCTH OpTaHU3aINH,

CHCTEMaTU3HPOBATh Jeja (JOKYMEHTHI),

pa3MelaTh apXuBHBIE Jesa (JOKYMEHTBI) Ha MECTaxX XpaHEHUs

B COOTBETCTBUM C HOPMATUBHBIMU TPEOOBAaHUSAMH B 00JIACTH apXUBHOTO Jeia U
yIIpaBJICHUS TOKyMEHTaMH,

co0JIr01aTh HOPMATUBHBIE PEKUMBI XPAHEHUS APXUBHBIX J1€11 (JOKYMEHTOB) Ha
JIFOOBIX HOCHUTEIISX,

MIPOBOJIUTH MTPOBEPKY MOJTHOTHI COCTaBa aPXUBHBIX JOKYMEHTOB

B €IMHUIIAX XPaHEHUs,




MIPOBOJIUTH OMMCAHNE APXUBHBIX 1€ (JOKYMEHTOB),

COCTaBJISITh CIPABOYHO-TIOMCKOBBIE CPEICTBA K ApXUBHBIM JIeJIaM
(mokymMeHTam);

BECTH YUET U KOHTPOJIb BBIAAYN APXUBHBIX JIeN (JJOKYyMEHTOB) U3
apXMBOXPAHMIUINA U UX BO3BPATa,

BECTHU YUYET U KOHTPOJIb Mepeaayn jied (JOKyMEHTOB) B TOCYAapCTBEHHBIM/
MYHUIIMITAJIBHBINA apXUB WIM Ha HHOE BHEIIHEE XpaHeHue U npuéma Jien ¢
BHEIIHET0 XpaHeHHUs,

MIPOBOMTH MOJIUCTHYIO MPOBEPKY (DU3HUECKOTO COCTOSIHUS /I (JJOKYMEHTOB),
pa3bICKUBaTh HEOOHAPYKECHHEBIE Jiena (HOKYMEHTHI),

MOJIb30BAaThCsl YUYETHBIMU JOKYMEHTAMH B paMKax 3JIEKTPOHHBIX
MH(OPMALIMOHHBIX CUCTEM JIOKYMEHTHPOBAHHBIX c(pep AeaTeIbHOCTH
OpraHu3alui;

MOJIb30BaThCA CEPTUPUIIMPOBAHHBIMU aBTOMATU3UPOBAHHBIMU CUCTEMaMU
JOKYMEHTHPOBAHHBIX c(ep ACATEITHHOCTH OPTaHU3aI|H 110 YUETY,
perucTpanum, KOHTPOIIO Jiel (JOKYMEHTOB),

MOJIb30BaThCsl MHPOPMALMOHHO-CITPABOYHBIMHA CUCTEMaMH
JOKYMEHTUPOBAHHBIX c(ep NesTEIbHOCTH OpraHu3allny,

BECTH CIPABOYHO-TIOMCKOBBIE CPEACTBA K apXUBHBIM JIeTIaM (JIOKyMEHTaM),
BECTHU YUYET CTPaxoBOro OoHa apXUBHBIX /1€ (TOKYMEHTOB),

MPUMEHSTh HOPMATHBHEIE MTPABOBBIC AKTHI, JIOKAIbHBIE HOPMATUBHBIC aKTHI
OpTaHU3aIlH U METOINYECKHE JOKYMEHTHI B 00JIACTH y4€Ta apXUBHBIX JIET
(1OKyMEHTOB);

BHOCHTb MPEAJIOKEHHUS M0 COBEPIICHCTBOBAHUIO METOAMYECKOr0 00eCeueHUs
yuéTa pa3HbIX BUJOB JOKYMEHTOB B JOKYMEHTUPOBAHHBIX chepax
NesITeIbHOCTH OpraHu3aluy,

3anMImaTh HHPOPMAIIMOHHBIE PECYPCHI apXUBa OT HECAHKITMOHUPOBAHHOTO
JI0CTYyTIA,

OpPraHMU30BbIBATh U 00ECIIEUNBATh XpaHEHUE /1] (JJOKYMEHTOB) BPEMEHHOTO
XpaHeHUsl OpPraHU3aliK B TPAJIUIIMOHHOM U B DJIEKTPOHHOM BHJIE,
KOHTPOJUPOBATh Pa3pabOTKy CTPYKTYPHBIMH MOJIPA3/IE€ICHUSIMH ONUCEH

U aKTOB O BBIJICJICHUU Ha YHUUTOXKEHHUE JeJT (JIOKYyMEHTOB) BPEMEHHOTO
XpaHEeHUs B TPAJAUIIMOHHOM U B 3JIEKTPOHHOM BHJIE,

(bopMHpOBATH €AWHUIIBI XPAHEHUS TOKYMEHTOB JIJISl KX TIOCIIEYIOIIETO
pa3MeleHus B apXUBE OpraHu3aIny,

COCTaBIISITh CIPABOYHO-TIOUCKOBBIE CPEACTBA K ApXUBHBIM JeliaM
(mokyMeHTaMm),

OCYILECTBIATH MOMUCK JIeN (JIOKYMEHTOB) BPEMEHHOI'O XpaHEHUs B IpoLecce
WX XpaHEHHS B CTPYKTYPHBIX TMOAPA3CICHISIX H apXUBE OpTraHU3aIlNH,
OCYIIECTBISTH METOJJUIECKOE PYKOBOJICTBO OPTaHU3AINEH XpaHSHHUS AeTT
(ITOKyMEHTOB) B CTPYKTYPHBIX MTOJIPA3/ICICHUSIX OpraHU3aIliH,

OKa3bIBaTh CTPYKTYPHBIM MOJPA3eICHUSIM IIPAKTUYECKYIO TTOMOIIb

B OpraHHU3aIlui XpaHEHUs Jel (TOKYMEHTOB),

pa3pabaThIBaTh CIIpaBOYHO-UH(POPMAIIMOHHBIE JOKYMEHTHI [0 OpraHu3aluu
WCTIOJIH30BaHUS JIeN (JOKyMEHTOB) BPEMEHHOT'O XPAaHEHHUS B CTPYKTYPHBIX
MOJIPa3/ICICHUSIX U apXHUBE OPTaHU3aIIH,

MIPOBOJIUTH PKCIIEPTU3Y IEHHOCTH JIeJ (JIOKyMEHTOB) BpEMEHHOTO XpaHEHUS,
MepelaHHbIX B apXUB,

OIIpEeNIeNIATh CPOKHU XpaHEHHs el (JIOKYMEHTOB) BPEMEHHOTO XPaHEHHUs,
obecrieunBaTh 3aIIUTY el (JOKYMEHTOB) BDEMEHHOT'O XpaHEHHS B
OpTaHU3aIlH OT HECAHKIIMOHUPOBAHHOTO AOCTYIIA WM YHUUTOXKEHUS,
MIPOBOJIUTH (PU3MUYECKOE YHUUTOKEHHE el (IOKYMEHTOB) BPEMEHHOTO
XpaHEeHHUs C UCTEKIIIMMHU CPOKaMH XpaHEHUS TIOCJIE COTJIACOBAHUS CO
CTPYKTYPHBIMHU MOJIPA3ICIICHUSIMU OpTaHU3AIIH,

o(OpMIIATH YUETHBIEC JOKYMEHTBI 00 YHUUTOKEHUHU JIeN (TOKYMEHTOR)
BPEMEHHOI'0 XpaHEHUsl C HCTEKIIMMHU CPOKAMHU XpaHEHUS] COBMECTHO CO
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CTPYKTYPHBIMHU MOIPA3CICHUIMU OpraHu3alu,

CUCTEMAaTHU3UPOBATh U 0000IIATh CBEACHUS O COCTaBE U COACPKAHUU
apXUBHBIX €] (IOKyMEHTOB),

MCIOJIb30BaTh WH(POPMAIIMOHHBIE TEXHOJIOTUU B 00JIACTH CO3TAHUS
CIPAaBOYHO-TIOMCKOBBIX CPEJCTB apXMBa M JOKYMEHTHUPOBAHHBIX chep
NesITeIbHOCTH OpraHU3aliy;

(bopMHPOBATH OCHOBHBIE M BCTIOMOTATEJIbHBIE BU/IbI ADXUBHBIX CIIPABOYHUKOB
B AJIEKTPOHHOU (hopme,

MOJIrOTaBIMBATh HH(OPMAIIMOHHBIE TOKYMEHTHI 110 3aIipOcaM MOJIb30BaTeNei
pa3JIMYHBIX KaTErOPHIA;

3HaTh:

HOpPMAaTHUBHEIE MPaBOBBIC akThl Poccuiickoit denepanuu B chepe
MH(OPMALIMOHHBIX U KOMMYHHUKAIIMOHHBIX TEXHOJIOTHA, IO 3aIllUTe
nH(popManuu, nHOOPMAITMOHHOM 0€30ITaCHOCTH, TI0 padoTe ¢ 0OpaIeHUIMHA
rpa)<1aH, o OpraHu3aluy 1eJ0BOM MOE3/IKH, B chepe IeI0nponu3BOCTBA U
apXUBHOTO JieNa, B chepe peryarupoBaHus TPYIOBbIX OTHOIIEHUH;
JIOKQJIbHbIE HOPMATUBHBIE aKThl, PETJIAMEHTUPYIOLIUE ACSITEIbHOCTD CIYXKObI
JIEJIONPOU3BOICTBA U €€ paOOTHHUKOB, OpPraHU3alMI0 BEICHUS
JIeNIONPOU3BOICTBA, NIepeiady Jell B apXUB OpraHU3alliH, a TaKXKe
perIaMeHTHPYIOIINE TPYAOBbIE OTHOIICHUS;

CTPYKTYpy OpraHu3zaiuu, e€ 3a1auu U QyHKIUHU, pacrpeneneHue QyHKIui
MEXy CTPYKTYPHBIMH MOJIPA3/ICICHUSMH U CHICIIHATHCTAMH;

TpeOOBaHUS OXPaHBI TPY/IA, TPOU3BOICTBEHHON CAaHUTApHUH,
MIPOTUBOINOKAPHOU 3aLUTHL;

OCHOBBI ITPaBUJILHON OpraHU3AIMH TPYJa U METO/IbI MOBBIIIEHUS €ro

¢ pexTuBHOCTH;

OCHOBBI YIIPaBIICHUSI BPEMEHEM;

BUJIB OPTaHU3AIMOHHON TEXHUKH U TIpaBUIIa padOTHI C HEH;

METO/]Ibl 00pabOTKH U 3aLUTHl UHPOPMAIIUU C IPUMEHEHHEM CPEJICTB
MH()OPMAMOHHBIX H KOMMYHHKAITHOHHBIX TEXHOJIOTHIA,

COBpPEMEHHbIE HHPOPMALMOHHBIE U KOMMYHUKAIIMOHHBIE TEXHOJIOTHH,
IpUMEHsieMble B paboTe C TOKYMEHTaMH, B TOM YHCJIE 110 IMYHOMY COCTaBY;
STHKET U OCHOBBI MEX/IYHAPOJHOTI'O IIPOTOKOJIA;

ATUKY JEJIOBOTO OOIIEHNS;

IIpaBUJIa PYCCKOT'O SI3bIKA;

IIpaBUJIa PEYEBOT0 ITUKETA;

MpaBmJIa MOAAEPKAHUS M PA3BUTUS MEXKIIMYHOCTHBIX OTHOIICHU;

MIpaBHJIa IPOBECHHUS JIEJIOBBIX IIEPETOBOPOB;

MpaBHJIa OpraHU3aIK MPUEMA MMOCETUTENEH;

IpaBWJia CEPBUPOBKHU YaiHOTO (KOQeitHOoro) cTona;

MOPSAIOK TIOJTOTOBKU M IOKYMEHTUPOBAHMUS JI€JIOBOM MOE3IKH;
MHTEPHET-PECYPCHI JUIsl OCYILECTBICHUSI TPEBEI-TIOAJIEPKKH JIETOBbIX MTOE3/0K;
KOMILIEKC OPTaHU3aI[HOHHO-TEXHUUECKUX MEPOIPUATHIA MO MOrOTOBKE

U TIPOBEJICHHUIO KOH(EPEHTHBIX MEPOTIPUATHIA;

npaBuia opopMIIeHHs JOKYMEHTOB, CO3aBaEMBIX B IIPOLIECCE MOATOTOBKH
Y TIPOBEICHHSI KOHPEPEHTHOTO MEPOTIPHSITHUS;

COCTaB BHYTPEHHHX M BHEITHUX HH()OPMAIIOHHBIX TOTOKOB;

PYKOBOJICTBO CTPYKTYPHBIX MO/Ipa3eIeHnit, 00pa3iibl MOAMUCEH UL,
MMEIOIIUX MPaBO MOANUCAHUS U YTBEPKIEHUS TOKYMEHTOB, U OTPaHUYEHUS
30H UX OTBETCTBEHHOCTH;

BUJIbI HOMEHKJIATYp JeJ1, 00Ire TpeOoBaHUsI K HOMEHKJIAType /1€, HOPSI0K
paboTHI ¢ Heil;

nopsiiok GopMHUpPOBaHUS U 0GOPMIICHHUS J1eT, cieubUKy HOPMUPOBAHHS
OTJIENbHBIX KaTeropui Jed;

IpaBUjIa XpaHEHUS JeJl, B TOM YHCJIE C IOKYMEHTaMH OTPaHUYCHHOTO JOCTYIIA;
MIpaBWJIA BBIIAYM M UCIIOJIb30BAHUS JOKYMEHTOB M3 CHOPMUPOBAHHBIX JET;
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MOPS0K UCIIOJIb30BaHUS TUIIOBBIX WJIM BEIOMCTBEHHBIX IT€pEUHEN
JOKYMEHTOB, OIPE/IEICHUs CPOKOB XPaHEHMs B IPOLIECCE SKCIIEPTU3bI
LIEHHOCTHU JOKYMEHTOB;

BUJIBI OITUCEH JIeT OpraHu3aluy U MOPAJ0K pabOThl C HUMU;

BUJIbI, PA3HOBHIHOCTH U ()OPMATHI BCEX BHJIOB JOKYMEHTOB,

KPUTEPHUH ONPEETICHUS LIEHHOCTH /1€ (JOKYMEHTOB) AJIs ajbHENIIEro
XPaHEHUs WM YHUUTOKEHUS,

METOAMKA pa3padoTKU (GOpM YUETHBIX JOKYMEHTOB B TPaJAULIMOHHOM

U B DJIEKTPOHHOM BUJIE,

METOAMYECKUE JOKYMEHTHI B 00J1aCTH MCIIOIb30BAaHUS U MyOINKAIUT
apXUBHBIX €] (IOKyMEHTOB),

METOAMYECKUE JOKYMEHTHI U HallMOHAJIbHbIE CTAHAAPTHI B 00JaCTH
JIeJIONIPOU3BOICTBA U APXUBHOTO Jiena,

METOAMYECKUE JOKYMEHThI U HallMOHAJIbHbIE CTaHAAPTHI B 00JacTH yuéTa
JOKYMEHTOB M JJOKYMEHTUPOBAaHHBIX Cep ACATEITBHOCTHA OPTaHU3aIHH,
HAYYHO-METOINYECKHE KPUTEPHH IKCIIEPTH3BI IIEHHOCTH PA3IUYHBIX TUIIOB U
BHJIOB JIeJT (JOKYMEHTOB),

HOpMaTHBHbIE IPaBoOBbIe aKThl Poccuiickoit deneparyu B 001aCTH 3alIUTHI
NEePCOHAJBHBIX JAHHBIX,

HOpMaTHBHbIE IPaBOBbIE akThl Poccuiickoil deneparuu B 001acTi
nHpopManuy, THOOPMAITMOHHBIX TEXHOJIOTHH, 3alIUTHI HH(POPMAIHH

Y TIEPCOHANIBHBIX TaHHBIX, TU(PPOBOH TpaHchopmarum,

HOpMaTHUBHbIE MTpaBoBble aKkThl Poccuiickoit deneparuu B odnactu
KOH(HIEHIIMATIbHOCTH HH(pOpMaIINY,

HOpMaTHBHBIE ITPaBoOBbIe akThl Poccuiickoil Penepanun B chepe
JIeJIOTIPOU3BOICTBA U ApXUBHOTO Jiena,

HOpMAaTHBHBIE MPaBoOBbIe akThl Poccuiickoit denepanuu B chepe
JIeJIONPOU3BO/ICTBA,

oOuiye NPUHIMIBI YYETA U KOMIUIEKTOBAHUS 1€ (JOKYMEHTOB)
OrPaHUYEHHOI'0 JI0CTYIIA,

OpraHU3aIlOHHBIE PUHIIUIIBI UCIIOIb30BAHUS TOKYMEHTOB OTPAaHUYEHHOTO
JIOCTYyTIA,

OpTraHU3aIMOHHBIC TIPUHIIUITEI KOMIUIEKTOBAHHUS e (JOKYMEHTOB)
OTpaHUYEHHOTO JI0CTYIIA,

0COOEHHOCTH OpPraHu3aluy XpaHEHUs /11 (JOKYMEHTOB) Ha Pa3IMYHBIX
HOCHUTEJISIX,

OTEYECTBEHHbIE U 3apyOeKHbIE CEPTU(PHUINPOBAHHBIE CUCTEMbI
aBTOMAaTU3UPOBAHHOTO Y4€Ta apXUBHBIX /1€ (JOKYMEHTOB),

MopsI0K (POPMHUPOBAHUS TOKYMEHTOB B KOMIUIEKTBI, TPYIIIIBI, THIIBL,
MpaBWJIa CUCTEMATU3AINH U KJIaCCU(PUKALUU JOKYMEHTOB,

MpaBWJIa XpaHEeHUs Jie] (JOKyMEHTOB) B COOTBETCTBUHU C UX TUIIAMH,
cepTHU(QHUIHUPOBaHHBIE HH(POPMAITMOHHO-TOUCKOBBIE CUCTEMBI B 00JIACTH
pa3paboTKK HaAy4HO-CIIPABOYHOTO arnapaTa JOKYMEHTHUPOBAaHHBIX chep
JesITeIbHOCTH OpraHu3aIui,

CTIOCOOBI ¥ TEXHOJIOTUH IOKYMEHTHPOBAHUS Pa3JIMYHBIX BHJIOB
po¢eCCHOHATBHON NeATETHHOCTH,

CPOKH BBITIOJTHEHHS pabOT MO0 OpraHU3alui HCIIOIb30BaHMS APXUBHBIX JIE]T
(IOKyMEHTOB),

CPOKH BBIIIOJIHEHUS pabOT MO YUETY apXUBHBIX JIeJT (IOKyMEHTOB),

CPOKH BBITIOJHEHUS padoT,

CTaHapThl 0POPMIIEHUSI OPraHU3ALIOHHO-PACTIOPAAUTENLHON TOKYMEHTAIUH,
TEOPETUYECKHE U METOJNYECKHUE aCIIEKThl KOMIUIEKTOBAHMSI U SKCIIEPTU3bI
LIEHHOCTH BCEX BUJIOB JOKYMEHTOB,

TpeOoBaHUs K 0()OPMIICHHUIO JOTOBOPOB HAa pEAIM3aIUI0 YCIIYT BHEIIHETO
XpaHeHusi el (JOKYMEHTOB),
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TpeOOBaHMS K MTOATOTOBKE APXUBHBIX CIIPABOK M BHIITUCOK M3 APXUBHBIX
JTOKYMEHTOB,

TpeOOBaHUS K MPOLIECCAM YHUUTOXKEHUSI HHPOPMAIIUH B TPATUIIMOHHOM
Y DJICKTPOHHOM BHJIE,

TpeOOBaHUS K YCTAHOBJICHHBIM HOPMaM BBIPAaOOTKH,

TpeOoBaHMs K YUETY 0CO00 IIEHHBIX U YHUKAIBHBIX apXUBHBIX JIEJT
(TOKYMEHTOB),

TpeOOBaHMS OXPaAHbI TPYA,

YHU(DUITUPOBAHHYIO CUCTEMY OPTraHU3aIIOHHO-PACIOPSAUTEIBHOM
JOKYMEHTAIHH.

1.3. Kosiu4ecTBO Hege b (4aCOB) HA OCBOECHHUE MPOrPaMMbI MPOU3BOACTBEHHOM
NPAKTUKHU (MPEeJTUIIIOMHAS NMPAKTUKA)

Bcero — 144 akan. yaca

. KonanuecTBo dopma
Cemecrp IIpodeccnonaabHbIi Dopmupyemblie KA1, YaCc/HeL poBe-
MORYyJIb OK/IK B cemecTpe JeHust
OK K 6 cemecmp BCETO =
=
T §
[IpousBoacTBEHHAS S
6 NpaKkTUKa =
- . o
(mpeaauIIoMHast 01-09 1.1.-19. 144 144 =
2.1.-2.5. | (4 nedenu) | (4 nenenn) )
MIPAKTHKH) =
)
2

[TpomexxyTounas arrecranus B popme auddepeHmpoBaHHOTO 3a4eTa
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2. CTPYKTYPA U COIEP)KAHHUE
HNPOU3BOJACTBEHHOU NMPAKTUKHU (ITPEJAUIIJIOMHAS ITPAKTHUKA)

2.1. CTpykTypa Npou3BOACTBEHHO NMPAKTUKH (NMPeIIUIUIOMHAS MPAKTUKA)

O6beM mpoheCCHOHANBHOTO MOIYJIS, aKaJJeMUIECKAX YaCOB
S
=
m
e
° O6yuenne mo MJIK
§ IIpakTuku
= B Tom uncine
X
Konpl 3 =
poheCCUOHATBHBIX HaumenoBanue pa3aenon Bcero, 2 = s =
>l
1 001X PO eCCHOHANTBHOTO MOIYJIS YacoB x - = - NS §
o <
KOMIIETEHIIHUi 53 w = S | 2
s | Bcero z & = =
g, i
2 % % 2 5 E YyeoOnas IIpoussoacTBennas
- 28| 8| E |2
. o =
= O = o = >
. < B > O %
& = 3 ~ s 3)
m o, = =
E < S
@) &
=
K 1.1.-1.9.,
oA e ITIIT. IIpon3BoCTBEHHAS MPAKTHUKA
2.1.-2.5. (nﬂennnlr)mOMHaﬁ 1| aKTI/IKa)p 144 144 144
OK 01-09 P P
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2.2. TemaTHu4eCKMid IJIAH M COEPKAHNE TPOU3BOJACTBEHHON MPAKTUKH (MPEITUIIOMHAS TPAKTHKA)

N | Hnzexc Kosi-go | Komsl KommereHmuii Dopmel
o/ | MOAYJIs, Tema npakTuku (BUAbI padoT) Copep:xanue padot AKALY U MeTOJbI
MK A.H. OK K KOHTPOJIS
WHcTpyKTax 10 IPOX0XKACHUIO PAKTUKH, €€ 1IeNU U 33/1a4H,
nops0K oT4ETa MO IpakTuke. O3HAKOMIICHUE C IIPaBUIIAMHU
BBO/HBIH HHCTPYKTAK. BHYTPEHHETO TPYJOBOTO PACIIOPSIKa OPTaHU3AIIH. y
3HAKOMCTBO C OCHAIlIEHHEM pabouero MecTa 1 opraHuzanuei K .
O3HakomieHue OK YCTHBIH OIpoc,
1 ITIT C OPLAMISALICH — MECTOM pabouero npoctpaHncTBa. M3yueHune nmpaBuil TEXHUKU 6 01.-09 1.1.-1.9,, ONCAHIC
P 1 Oe3omacHocTH Ha pabouem mecte. O3HaAKOMIICHHE SO 2.1.-2.5.
HPOXOKICHUA MPAKTUKI | ¢ 1oIIKHOCTHBIMA HHCTPYKIIUSIME CEKPETapsi-
JIEJIONPOU3BOUTENS, apxuBUcTa. OnpeneneHue QyHKIMMA
CEKpeTaps B anmapare yrpaBiIeHHUs.
O3HAKOMJICHUE CO CTPYKTYPOid, (DYHKIISIMU U 3371a9aMHU
OpraHu3alliy, B TOM YHCIIE C UCTIOJIL30BaHUEM
e€ o(HLMATBLHOTO caiiTa; N3yuYeHUe yUpeIUTENbHbBIX
(ITomo>xenus/Y craBa) v OpraHU3aMOHHBIX TOKYMEHTOB.
CocraBneHnue rpauyeckoi CTpyKTYpPHOH CXEMBI
W3yueHue HCTOPHH OpraHM3ALIH IS ONPE/ICIICHUsS YPOBHEH MOTHHCHHS, YCTHBIN OTIPOC,
.. MOJOTYETHOCTH, B3aUMOJICHCTBUS CTPYKTYPHBIX IK OTHCaHMe,
opraHusaiui, e M OK
2 [TAIT [0JIpa3/IeJICHNI: HAaNpaBJICHUS U OpraHU3allMOHHbIE (POPMBI. 6 1.1.-1.9, OLICHKA
COBPEMEHHBIX 3a/1ay, 01.-09. 21 .
. O3HaKOMJICHHE C MOJIOKEHUSIMHU O CTPYKTYPHBIX .1.-2.5. | npakTnyeckoin
(byHKuui, CTpYKTYpEI HO/Ipa3/IeNICHUsIX, IITATHBIM pachucanieM. Pabora JEATENLHOCTH
[0 HAaMMCAaHUIO XapaKTEPUCTUKHU MPEACTaBICHHBIX
CTPYKTYPHBIX 3JIEMEHTOB YIIPABJICHUS M B3aHMOCBSI3U
AIIEMEHTOB CHCTEMBI yrpaBieHus. MHpopmannonnoe
B3aMMO/ICHCTBUE PYKOBOJUTENS C OPa3ICICHUSIMU
U JIOJDKHOCTHBIMHM JIMLIAMHU OpraHU3aluu
Osnakomienue ¢ [lonoxkenuem o ciry:x6e TOKyMEHTAIl[MOHHOTO
o0ecrieyeHns yrpaBlieHUs Opranu3anuu. M3yaenne CTHALH OMDOC
JIOKAJIbHBIX JIOKyMEHTOB: HHCTPYKIIUH TIO JIEJIONIPOU3BO/ICTRY, K Y oanaHHg ’
3 T OYHKIUHU U CTPYKTYpa HOMEHKJIaTyphl 1en. CocTaBlieHue CIIHCKa HCTOYHUKOB 8 OK 1.1-1.9 OlICHKA ’
komruiekroBanusi OP/] opranuzanuu. AHaiu3 CUCTEMBI 01.-09. A .
ciyx0nt IOV A op 8 erere 2.1.-2.5. | npakTuueckon
JOKYMEHTAIIUN OpTaHU3aliy Ha IPEIMET COOIIOICHHSI IeATENLHOCTH
TpeOOBaHUH K JOKYMEHTHPOBAHHIO yIIPABIECHYECKON
NEeSITeIbHOCTH U OPTaHU3alK padoThl ¢ JOKYMEHTaMH

15




Ne | Wnpexc Kou-po | Koabl kKoMmereHumi Dopmbl
oo | MOAYJIs, Tema npakTuku (BUABI padoT) Copaep:xanue padot T M METOABI
MJIK L OK IIK KOHTPOJIsi
Mecto cityx0b1 JIOY B CTpyKType opranu3aium, e
JOJDKHOCTHOM M YMCIIEHHBIN COCTaB, (yHKIUU
U JIOJDKHOCTHBIE 00S13aHHOCTH COTPYAHUKOB. CocTaBieHue
rpaduyecKoil CXeMbl CTPYKTYPHI CIYKObI YCTHBIH OIpoc,
Oprasu3amms CryxGs! JIOKYMEHTAIMOHHOTO o0ecrieueHus yrnpasieHus. 3ydeHne OK IK OIMCaHME,
4 ITAIT oy CTEIIEHN aBTOMAaTU3ALUH JEJIOIPOU3BOJACTBEHHBIX IIPOLIECCOB: 8 01.-09 1.1.-1.9, OLICHKA
A HaJIM4YHUsI CPEJICTB OPraHU3AIMOHHON TEXHUKH, CPEJICTB 70| 2.1.-2.5. | mpakTHuecKou
MH(OPMALIMOHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJIOTHH, JIEATETbHOCTH
JIOKaJIbHOM CETH, CHEUAIM3UPOBAHHOTO TPOIPaMMHOI0
oOecrnieueHus JUIsl aBTOMaTU3aLUU 1€JI0NPOU3BOICTBEHHBIX
orepanuii, BbISIBICHUE CTENIEHU OCHAIIICHHOCTH pab04YrX MECT
3HaKOMCTBO C CUCTEMOM JOKYMEHTAlUU, TPUMEHAEMOMN
B opranusanuu. [IpoBeneHrie cpaBHUTENBHOIO aHAIK3a
TUIIOBOW Y UHIMBU1yaJIbHOW MHCTPYKLIAY 10 JEJIONPOU3BO/CTBY.
OcCOBEHHOCTH OcHoBHbIE BUBI JOKYMEHTOB, KOTOPBIMH COIIPOBOKIAIOTCS YCTHBIH OIpoc,
JOKYMEHTHDOBAHHS pa3iuuHble pyHKINUN OpraHu3aluu. PernamenTanus cocTasa, OK [K OIMCAaHUE,
5 TIAIT BUJIOB U PA3HOBUJIHOCTEH TOKYMEHTOB ONPEAECICHHOTO 12 01.-09 1.1.-1.9,, OIICHKA
ACATCIBHOCTH KOMILIEKCA 10 QYHKIUSAM M 33Ja4aM YIpaBiIeHUs. AHAIN3 "7 | 2.1.-2.5. | mpakTuyeckou
OpraHu3arnun (opMyJIsIpa TEKCTOBOTO/2JIEKTPOHHOTO JIOKYMEHTA. AHAJIN3 JEATENLHOCTH
KOMIUIEKCOB OIIPEJIEIIEHHBIX BUJIOB IOKYMEHTOB, CO3aHHbIX
C y4ETOM CIIeLU(PUKN JOKYMEHTUPOBAHUS AEATEIbHOCTU
OpraHu3aluu
AHanu3 ABMKEHUS BXOALIETO, NCXOALIETO U BHYTPEHHETO
JTIOKYMEHTOIIOTOKA, OTIPE/IENIEHNE CIIOCOO0B MOTyYSHHS YCTHBIH OIIpOoC,
AHamu3 opraHuzanIm ¥ OTHPABKU JIOKYMEHTOB, TIOPs/IKa [epe/iadl 10KYMEHTOB OK K OIMCAaHUE,
6 ITIIT 6 BHYTpHU OpraHu3aiuu. BeisicHeHHe nopsika yuéra 22 01.-09 1.1.-1.9,, OLICHKA
AOKYMEHTO000poTa JIOKyMEHTOB, IOJCYET MPOLIEHTa KOPPECTIOHCHIINY, "7 | 2.1.-2.5. | mpakTuyeckou
MOJY4EeHHOM 10 (hakcy, anekTpoHHOU noure. Onpenenenne JEATEIIBHOCTH

00beMa JOKYMEHTO000POTa 3a MPEAIISCTBYIOIINE TTEPHOIbI
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Ne | Wnpexc Kou-po | Koabl kKoMmereHumi Dopmbl
oo | MOAYJIs, Tema npakTuku (BUABI padoT) Copaep:xanue padot ey M METOABI
MJK OK IIK KOHTPOJIsi
Pabota co Bcemu Bugamu OPJ], ¢ BuaMu TIOKyMEHTOB,
obpazyrommxcs B cucreme MU Poccuu, Ha Bcex cTaiusx ux
JKU3HEHHOT O 1MKJIa. M3ydenue nopsiika nepBUIHON 00paboTKu yCTHEL onpoc
Srarisl paGoTI MOCTYIUBILIEH KOPPECHOHACHINH, ITPABUI €€ IIpUéma, K onricane, ’
7 IO | ¢ noxymentamu COPTUPOBKH, IIEPE/Iaul Ha pACCMOTPEHHUE, KOHTPOJIS 2 OK 1.1-1.9., OlICHKA
vcnoiaHeHus. M3ydeHue nopsiika co3/1aHusi, COrJIaCOBaHus, 01.-09. 2125 IPAKTIYCCKOI
OpraHu3ain MOJITUCAHNS, PETUCTPALIMU U OTIIPABKU UCXOSIIEH T p
’ JeATEIbHOCTH
KOppectoHieHInH. V3yueHus nopsiika paboThl ¢ BHyTPEHHUMU
JOKYMEHTaMH, KaJIpOBON TOKyMEHTAIHeH (JIOKYMEHTOB
110 JITYHOMY COCTaBY)
OnpeneneHue CUCTEMbI PETUCTPALIUH JOKYMEHTOB
B OpraHu3aiyy (LEHTPATM30BaHHAS WJIH JCIIEHTPATM30BaHHAs,
KaKye JOKYMEHTBI B KAKUX CTPYKTYPHBIX TIOPa3ICICHUSIX
PETUCTPUPYIOTCSL, TIOAPA3IEIISIOTCS I IOKYMEHTHI Ha
PETUCTPUPYEMBIE U HEPETUCTPUPYEMBIE, B KAKOM JOKYMEHTE 3TO
3aKkperuieHo). M3ydenue gpopm perucrpaiiy u nopsiika ux YCTHBIH OIpoc,
IToctpoenue 3anoiHenus. OnpeesieHne cocTaBa PeKBU3UTOB, BHOCUMBIX OK IIK ONMCaHue,
8 ITAIT | mHbOpMATIOHHO- B aBTOMATHUYECKOM M MIOJTyaBTOMATUUYECKOM PEXUMAax MpH 12 01.-09 1.1.-1.9,, OIICHKA
[MOMCKOBOM CHUCTEMBI HAJIMYMY B OPTaHU3alUH aBTOMATU3UPOBAHHON (POPMBI 70| 2.1.-2.5. | mpakThuecKou
peructpauuy. VM3ydeHue co3iaHHbIX 0a3 TaHHbBIX. 3aloIHEHUEe ACATCIIBHOCTH
PETUCTPAIMOHHBIX ()OPM, pErUCTpalist TOKYMEHTOB. M3yuenue
cHCTeMbl MH(OPMAIIMOHHO-CIIPABOYHON paboThl, ONpeieNieHre
TOT0, HA KAKUX HOCUTEIISIX CO3/1aH CIPABOYHO-UH(GOPMAITMOHHBIN
(oH/I, KTO UMEET MPaBO MOJIL30BATHCS MHPOPMAITIOHHO-
MTOMCKOBOM CHCTEMOM (pa3rpaHuieHHE IPaB JIOCTYIIA)
N3yuenune opranu3aiu 1 TEXHOJIOTUU KOHTPOJISL UCIIOJIHEHUS
JIOKYMEHTOB. BbIsICHEHHE HaJTu4Ksi OTBETCTBEHHOT'O 33 3TOT YCTHBIH OIpoc,
KOHTPOJTS HCTIOMHEHHS! y4acToK paboThl, JOKYMEHTOB, PErIaMeHTHPYIOIIMX STOT BHJL OK K ONHCaHUE,
9 ITAIT JESATEIIbHOCTH. AHAIN3 IIEpEYHEN JOKYMEHTOB, MOJIEkKAIINX 12 01.-09 1.1.-1.9, OLICHKA
AOKYMCHTOB KOHTPOJII0, ONPE/IeNIEHNE KOJUYECTBA JOKYMEHTOB, 70| 2.1.-2.5. | mpakThuecKou
HaxOJAIIMUXCS HA KOHTPOJIE, YCTAHOBJIEHUE CPOKOB JeATETbHOCTH

HNCIIOJTHCHU A
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Ne | Wuaexe Kon-go | Koabl koMmerenuuii Dopmbl
oo | MOAYJIs, Tema npakTuku (BUABI padoT) Copaep:xanue padot AKALY M METOABI
MK A OK K KOHTPOJIS
N3ydenue kinaccupuKalnOHHBIX CIIPAaBOUYHUKOB (TIepeyHei
JIOKYMEHTOB, HOMEHKJIATYpbl A€, allbooMa
Knaccuuxas YHU(PUIUPOBAHHBIX (OPM JOKYMEHTOB U Jp.) U CXEMBI YCTHBIH OIpoc,
U CHCTeMaTH3aIus KJaccu(pUKauy TOKYMEHTOB, OIPECIICHHE THIIOB OK ITIK OIHMCaHHueE,
10 | TIIAII KJIACCU(UKATOPOB. AHAIIU3 U OIPe/IeTICHIE KaueCcTBa 12 01.-09 1.1.-1.9., OIICHKA
AOKYMCHTOB, odopmIIeHHs HOMEHKIIATYpHI Jiell. M3ydenue u ananus U7 2.1.-2.5. | mpakTUYecKon
GopmupoBanue e nopsiaka opopmiieHus nen. CamoctositenbHas paboTa 1mo NeSITeIbHOCTH
TPYIIUPOBKE UCTIOJTHEHHBIX TJOKYMEHTOB B JieJia
B COOTBETCTBUHU C HOMEHKJIATYpOH el
N3ydeHue nosnoxeHus 00 SKCIIEpTHON KOMUCCUU
opraxu3anuy. II0IUCTHBIT MPOCMOTP JEII, ONPE/C/ICHHE YCTHBIH OMPOC
CPOKOB XpaHEHUS JOKYMEHTOB IO JIEHCTBYIOIIKUM TUIIOBBIM K OLHCAHNC.
1 T [TonroroBka nein k caaue Y BEZIOMCTBEHHBIM IIePEUHAM JOKyMeHTOB. OTOOop aen 12 OK 11-19 OlICHKA ’
B apXMB IIOCTOSIHHOTO Y TOJITOBPEMEHHOT0O XPAaHEHHU, BBIICIICHUE €] 01.-09. 2‘ 1' 2‘ 5" o
C UCTEKIIUMHU CpoKaMu XpaHeHusi. CocTaBleHUE aKTa +1:m£.9. | IPaKTHYCCKON
0 BBIJICJIEHUH JJOKYMEHTOB, HE MOJIEKAIMX XPAHEHUIO, ACATCIBHOCTH
K YHHUYTOKEHHUIO
AHann3 CUCTEMbI apXUBHOTO XPaHEHUS JOKYMEHTOB
OpraHu3aIy Ha MPeaMeT coOIt0IeHHs TpeOOBaHUM
JEHCTBYIOIIEH 3aKOHOIaTEIbHON HOPMATHBHOW 0a3bl B chepe
apxuBHOTO jena. OnpeneneHre mopsiiKka B3auMoIeHCTBHS
APXUBHOM CITY’KOBI CO CTPYKTYPHBIMH TIOJIpa3/ICTICHUSIMH —
HMCTOYHHKAMU KOMIUIEKTOBAHUS apXHBa OpPTaHU3AIUH. yCTHBII OMpoc,
s opraaum | Hposepsa npamuttoct dopuiposas o, creroatva o | e | omcame
2 2 b
12 | IO | apxuBHOTO XpaHeHHA COCTAaBJICHUE 3aBEPUTEIIbHBIX HAANNCEN U BHYTPEHHHUX 12 01.-09. 1211_1295’ OneHKA
AOKYMCHTOB omucel B fenax, ohopMieHHe 00JI0KEeK JIENT; COCTaBICHUE -1:m£.9. | IPaKTHYCCKON
(YyTouHeHHe) CXeMbl CUCTeMaTH3aluy Aei (OH/a; COCTaBICHUE ACATCILHOCTH
u opopmiienue onuceit aen. [Ipuem-nepenaya gen B apxuB
opranuzaiuu. OCylecTBIEHUE FKCIIEPTU3bI HEHHOCTH
JoKyMeHTOB. PaboTta ¢ nH(pOpMamoHHO-IOUCKOBBIMU
CHUCTEMaMH U AJICKTPOHHBIMH KaTaJOraMu apXuBa,
MOJATOTOBKA OTBETOB Ha 3aIPOCHI 10 ApXHWBHBIM JJOKYMEHTAM
BCET'O: | 144

ATTecTanys o NPakTHKE:

[TpousBoACTBEHHAs MpaKTHKa (MPEIAUIIIOMHAs TpakTUKa) — A depeHIIUPOBAHHBINA 32a4€T, BHIPA'KEHHbIH B 5-0a/UIbHOM cHCTEMe.
®opma KOHTPOJIA U OUEHKU — OTYET 0 MPOX0KACHUM MPAKTHUKH: THEBHUK NMPAKTUHKH, XaPAKTEPUCTHKA, aTTECTAIMOHHBIN JIUCT.
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3. YCJIOBUSI PEAJIM3ALIUN
MPOW3BOJACTBEHHONM MPAKTUKH
(MMPEJJATIVIOMHAS TIPAKTUKA)

3.1. TpeOoBanusi K [JAOKYMEHTAIlMH, HEOOXOAMMOW [UIsi TPOBeAEHUS
MPON3BOJICTBEHHOI NMPAKTUKH (MPeIIUIIOMHAS MPAKTUKA)

Ilepen mpoXoXJaeHHWEM  MNPOU3BOJACTBEHHOM  MPAKTUKU  (TIPEAAMILIOMHAs
MPaKTUKA) oOyyaromuiics JIOJDKCH BHHMATEJILHO U3YYUTh porpaMmy
MPOU3BOJACTBEHHON MpaKTUKU (MpEJAUIUIOMHAs MPaKTUKa) W OOpaTUThCS K
COOTBETCTBYIOIIIMM HOPMATUBHBIM MaTepHanaMm C TeM, YTOObI OBbITh MOATOTOBIECHHBIM
K BBIMIOJIHCHUIO TOPYYEHUM, JaHHBIX PYKOBOJAUTEIEM NPAKTUKU, K PEIICHUIO
KOHKPETHBIX BOTIPOCOB, CBS3aHHBIX C COJEpKaHWEeM paboT mo mpakTtuke. Kak mpu
MOJATOTOBKE, TakK W B TIEPUOJ TNPOXOXKICHUS IPAKTUKH PEKOMEHAYETCA IO
BO3HHUKAIOIIMM BOMpoOcaM oOpamiaThCsd K 3aKOHOJATENIbCTBY, IPOW3BOJICTBEHHOM
JauTepaType, MaTepuaiaMm, MyOJuKyeMbIM B IEPUOANYCCKOM TTeUaTH.

Jnss  TpOXOXKIEHUA TPAKTUKKA MPEIYCMOTPEHO COCTABJICHUE CIEAYIOLINUX
OTYETHBIX JIOKYMEHTOB IO (popmMam, yCTaHOBJIEHHBIM [l0J0KEHHEM O MPaKTUYECKOU
noaroroBke odyyaromuxcs B @I'BIIOY «Komnemx MUJL Poccuny:

1) JlHEBHUK NOpPAKTUKH, B KOTOPOM OOyHarOHIEMYCS HEOOXOAMMO €XEIHEBHO
3aMMCBIBATh KPAaTKUE CBEACHHUS O MPOJAEIAHHOM B TeueHue JHA pabote. 3anmucu
O BBINIOJIHSIEMOM padOTe JOJIKHBI ObITh KOHKPETHBIMH M MOATBEPKIATHCS MOIIUCHIO
PYKOBOJIUTENS IPAKTUKH O MecTy €€ mpoxoxkaeHusi. C ero paspeuieHus o0yyaromuncs
OCTaBJISIET y ce0s COCTaBJIEHHbIE MM MPOEKThl JTOKYMEHTOB. B IHEBHHKE MOTYT
OTpaXkaThCA BCE BO3HHMKAIOIIKE BOMPOCHI, CBSI3aHHBIE C Pa3pEIIEHUEM KOHKPETHBIX JIEdl.
Benenune Takux 3amuceil MOATBEPKAAET (DAKTUYECKOE BBINOIHEHUE OOYYAOIIMMCS
IPOrpamMMBbl PAKTHKHU.

2) XapakTepucTuka Ha oOydyaromierocs IO OCBOCHHMIO  OOIUX U
poeCCHOHANTEHBIX KOMITIETCHIIMN B TIEPHO] TIPOXOXKICHUS MPAKTHKHU (B BHUE OT3bIBA
paboToarens).

3) ATTECTAllMOHHBIN JIMCT, COJEpKalUi CBEIEHHUS OO0 YpOBHE OCBOCHUS
oOy4Jarorumcst o0mux 1 mpohecCuOHANTbHBIX KOMIETEHITUH.

[lo oxoHuanum mnpakTUKU oQopmieHHBIH OTUET O TPOXOKIECHUH TPAKTHKH,
BKJIFOYAIOLMKA  JHEBHUK  NPAKTUKHU, XApPaKTEPUCTUKY, AaTTECTAllMOHHBIA  JIKUCT,
NPENOCTaBISAECTCA O00yYarOUUMCs PYKOBOJIUTENIO MO MPAKTUYECKOM IMOATOTOBKE OT
Komnemxka.

3.2. TpeOoBaHMS K Y4eOHO-METOAUYECKOMY 00eCIIeYeHHIO MPAKTUKHU
B xo0/1e npon3BOCTBEHHOM MpaKTUKe (MPEAAUIIIOMHAs ITPAKTUKa) 00yJaromuecs
JIOJKHBI BBITIOJTHUTD WHAUBHUAYAJIbHbIE 331aHUS, YTBEPXKACHHBIE 110 BUAaM padoT:

— U3y4yeHUue  OCOOCHHOCTEH  OpPraHU3alUMOHHOW  CTPYKTYPbl  YUPEXKIACHUS
Y BUJIOB JESTEIBHOCTH;

— U3y4eHue CTPYKTyphl ciayxkObl JJOY, apxuBHOW CIyXObI, UX IITAaTHOTO COCTaBa
U pyHKIMIA, PopM pabOTHI C JOKyMEHTAMU;
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— U3y4E€HHE HOPMATUBHO-TIPAaBOBO# 0a3bl ci1yk0bI JIOY, apXUBHOM CITy»KOBI;

— IIPOBEJICHUE aHalW3a OpraHu3alldd ¢ TEXHOJIOTMH JOKYMEHTAI[MOHHOTO
oOecrieueHHs]  yNpaBICHUS W  aAPXMBHOTO  XpaHEHUs JOKYMEHTOB  (U3y4YEeHHE
JIOKYMEHTOOOOpOTa,  TEXHOJOrMH  OOpabOTKM  JIOKYMEHTOB B  TPaJWIIMOHHBIX
Y aBTOMATHU3UPOBAHHBIX CHCTEMax, MPUOOPETEeHHE HABBIKOB PabOThl ¢ MH(DOPMAIIMOHHO-
MOUCKOBBIMH CUCTEMAMU;

—cOop ¥ aHanM3 MaTepuajgoB, MH(POpPMAIMH, HEOOXOAMMBIX JJIsi BBITIOJHEHUS
JTUTIIIOMHOM paboTHI.

3.3. TpeboBanusi K MATEPUATIBLHO-TEXHUYECKOMY 00eCIeYeHUI0 MPAKTHKH

IIpakTrueckass TIOATrOTOBKA IPU NPOBEICHUU NPAKTUKA  OpraHU3yeTcs
npo(UIbHBIMUA OpraHu3alUsMU W/ WU CTPYKTYpHbIMHU mojpaszaeneHusmMu Kostemxka,
NpeIHa3HAYCHHBIMU JJI TPOBENICHUS MPAKTUYECKOM IMOATOTOBKHU, KOTOPBIE CO3AAIOT
YCIJIOBUSI, PEOCTABIISIIOT 000PYI0BaHNE U TEXHUYECKUE CPeIcTBa OOyUeHUs B 00beMe,
MO3BOJIAIONIEM BBITIONHATH OMpEACNEHHbIE MPOTrpaMMON NPAKTHKU BUABI pabdoT,
CBsI3aHHBIE ¢ Oyayiei mpodecCHOHaIbHON ACSITENFHOCTHIO O0YYArOIINXCSI.

Pacnipenenenue 00y4aroIuXcs Ha MIPOU3BOACTBEHHYIO IPAKTUKY
(mpenauIuiOMHas NPAaKTHUKA) OCYIIECTBISAETCS B COOTBETCTBUM C HX OIEHOYHBIM
PEUTUHIOM, CIIOCOOHOCTSIMH, BO3MOXKHOCTSMH M C YYE€TOM HHIWMBHIYaIbHBIX
TpeOoBaHMl paboToaaTeseil Ha OCHOBAaHUH MHCEM-3asBOK OT OPraHMU3aIIHiA, KETaroIINuX
NpPOBECTH  MpakTuky oOyvatrouuxcs Kommemxka B CBOMX — MOJApa3IENEHUSX
B COOTBETCTBUM C 3aKJIIOUEHHBIMM C OJTHUMH OpraHM3alMsIMH JOTOBOpaMH O
MPaKTUYECKON MOATrOTOBKE OOy4Jaromuxcs (fganee — mpouiibHbIe OpraHU3aINHN ).

JUtst IpOXOXKACHUS MPAKTUKHA 00yYarolrecs HalpaBJstoOTC:

o B IHoapasneneHus MuHHCTEpCTBAa MHOCTpaHHBIX Aen Poccuiickoit deneparuy;
O B PA3IMYHBIE TOCYAAPCTBEHHBIE U KOMMEPUYECKUE CTPYKTYPHI.

Pacnpez[eneHHe IMPAKTHKAHTOB OCYHICCTBIIACTCA:

0 10 OpraHu3alUsIM—MECTaM MPaKTUKH — PYKOBOJIUTEIEM MO MPAKTUYECKOU
nmoarotoBke ot Konnemxa;

0 10 KOHKPETHbIM pabOYMM MeCTaM MNpPaKTUKH — PYKOBOJUTEIEM MPAKTUKU
OT NMPOPUIBLHON OpraHU3aIUu.

PykoBomuTenb mpakTUKH OT MPO(HUILHOW OpraHW3aluyd HECEeT OTBETCTBEHHOCTH
3a MPOXOXKACHUE TPAKTUKH, MPEIOCTABISET MPOQHIbHbIE paboune MecTa MpPaKTHKH,
OCHAlICHHbIE BCEM HEOOXOAMMBIM: MEOEbl0, KAHIEIIPCKUMHU IMPUHAIIC)KHOCTIMH,
HITAMIIaMU/TIEYaTsIMH, TEXHUYECKUMHU CPEJICTBAMHU M OPITEXHUKOW, B TOM 4YHUCIE
NEPCOHAIBHBIM KOMITBIOTEPOM C COOTBETCTBYIOLIUM IPOTPAMMHBIM OO€CIIeueHUEM,
OpUHTEPOM (IJ1s1 BbIBO/IA HH(OpMALIUK Ha OYMaXKHbI HOCUTENb), CKAHEPOM (/151 BBOJIA
uHGOpMallMK B KOMITBIOTEp € OyMaXKHBIX HOCHUTEJEH), KONMHPOBAJIBHBIM amlmapaToM
(kcepokcoMm) (ISl BBITIOJHEHUS MHOXHUTEIBHBIX PadoT), TenedoHHbIM/(HhaKkCUMUIBHBIM
anmapatoM win M@V, GymaroyHHUTOXHUTENIEeM (IIPEACPOM); a TaKKe OOECIeUMBACT
HauOOJbIIYI0 A(PPEKTUBHOCTh MPOXOXKJICHUA NPAKTUKH MYyTEM IepeMeleHus
oOy4Jaronmxcs 1no pado4nm Mectam (MpuéMHasi, KaHIENSPUsl, MalIOIOPO, ApXKB U T.1I.).
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B nepuoa npoxoxaeHus MPaKTUKA NPOPUIBHOW OpraHu3aleil T0KHbI ObITh
oOecrieyeHbl HEOOXOIUMBbIEC YCJIOBHS, OTBEYarONIMe TPeOOBaHUSIM OXpaHbl Tpyaa,
0€30MacHOCTH >KU3HEACSITEIbHOCTH W TOXKapHOW 0e30IacHOCTH B COOTBETCTBHUH
C MpaBWJIaMHU U HOPMaMH, B TOM YHUCJIE OTPACIECBBIMH.

3.4. TpeOboBanuss K PYKOBOAMTEJI) MO0 MNPAKTHUYECKOH  MOATOTOBKeE
ot Kosiemxa u pykoBOAUTEII0 MPAKTUKYU OT OPraHU3alun

B cootBerctBuu ¢ IlonoxxeHneM O MpakTHUECKON MOATOTOBKE OOYYArOIIUXCS B
OI'BIIOY  «Komnemx MMUJL Poccum» o0miee pyKOBOJACTBO M KOHTPOJb 3a
OpraHu3anyed U  MPOBEICHHEM NPAKTUKKH  OOYYaIOIIMXCS  OCYILIECTBIISIETCS
PYKOBOAMTENEM LEHTPA TPYAOYCTPOWCTBA U MPAKTUYECKON MOJATOTOBKH, KOHTPOJb 32
MPOXOXKJIECHUEM 00YUYAIOIIMMUCS MTPAKTUKU B YCTAHOBJIEHHBIE MEPUOJIBI OCYIIECTBISIOT
PYKOBOJHWTENN IO MPAKTUYECKOW moArotoBke ot Koiutemxa, Ha3HayaeMble M3 4HCiIa
MpernojiaBaTesie  UKIOBOM KoMuccuu TpenogaBarenet JIOY wu  crenuanbHbIX
JUCUUIUINH, KOTOpBIE 3aKpeIUIsIOTCS Ha ONpeleNieHHbIE MEepHOoJbl 3a Y4eOHBIMU
rpynnaMyd COOTBETCTBYIOIIMMHU Npukazamu 1o Kosiemxy M oTBeyaroT 3a y4eOHO-
METOAUYECKOE COMPOBOKAECHUE MPAKTUUECKON MTOATOTOBKHU CTYIEHTOB.

PykoBomuTenu TOpakTUKHM OT TNPO(QUIBHBIX  OpraHU3alMid  Ha3HAYaKoTCS
OpraHU3alUSIMH U3 YHCJIa KOMIIETEHTHBIX PA0OOTHUKOB (pyKo8oOumenu u Cneyuaiucol
cyoco JIOY, apxusos opeanuzayuii u m.n.), KOTOPbIE NEUCTBYIOT B COOTBETCTBUU
C IOTOBOpPaMHU O MPAKTHYECKOW MOATOTOBKE OOYYAIOIINXCS, 3aKITIOUYEHHBIMU MEXITY
Koiutemxem v 3THMU OpraHu3alysMu.

PykoBoauTenu mpakTUKU OT MPO(HUIBHBIX OpraHU3alMil BIpaBe ONPEACNITh U3
YHCJIa BBICOKOKBAIM(DUIIMPOBAHHBIX PAOOTHUKOB ASTHUX OpTraHM3aluii HACTaBHUKOB,
MOMOTAIOIIKX 00YYaIOIIMMCS OBJIaJIEBATh MPOGECCUOHATBHBIMUA HaBbIKAMHU.

3.5. UudopmannoHHOe odecnieyeHHe peaiu3alui MporpaMmsl

Jns  peanuzanuu  OporpaMmbl  OUOIMOTEUHBIM  (QoHA  00pa3zoBaTebHOU
OpraHW3allid JOJDKEH HMMETh II€YaTHBIE W/WIIM JJICKTPOHHBIE 00pa30BaTEIbHBIC M
WHGOPMAIIMOHHBIE PECYPCHI, JUIS UCTIOJIB30BaHUS B oOpa3oBaTtenbHOM mporiecce. [lpu
dbopmupoBaHun OMOIMOTEYHOTO (DOHJIAa 0OpPa30BATEIILHOM OpraHu3alluu BbHIOUpAETCS
HE MCHEE OJHOTO H3JaHHMSA W3 TEPEUMCICHHBIX HIDKE IMEUATHBIX W3MaHUN W (WUIIH)
AJIEKTPOHHBIX M3JaHUI B KaueCTBE OCHOBHOTO, MPHU O5TOM CIHUCOK MOXKET OBITh
JIOTIOJTHEH HOBBIMH M3JaHUSMU.

3.5.1. Ilepeuenv  yuebmvix uzoauuii, Humepunem-pecypcos, O0ONOIHUMENbHOU
Jumepamypbl, UCNONL3YeMOll  ONl  OCBOEHUS ~ OCHOBHBIX  BUO08
npogheccuoHAIbHOU 0esIMeIbHOCU:

— BBIMIOJTHEHUWE palboT 1o pabouerd mnpodeccun cayxkamero «Cekperapb-
aJIMUHUCTPATOP» — OCYIIECTBICHUE OPTaHHU3AI[MOHHOTO OOECTeueHUsl AESITeIbHOCTH
OpTaHU3aIHH.
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3.5.1.1. OcHOBHEIE ITIEYaTHEIE U3IAHUSA

1. bypuesa B.B. «Opranuzamnuss CceKkpeTapckoro oOOCIyXUBaHMS: Y4eOHO-
MeToaudeckoe rnocooue misa cryaeHtoB» / byprnesa B.B. — Mockgpa: Komnemx MUJI
Poccun, 2024 — 104 c. — Tekcr: osnekrponHsiii. — URL: https://college-
mid.ru/student/library/. — Pexxum mocTyma: BXO IO apoJTto.

2. T'ycapoa M.H. OpranuzanimoHHO-MHQOPMAIIMOHHOE U JOKYMEHTAI[MOHHOE
o0ecrieueHne JeATeILHOCTH PYKOBOIUTENS: ydeOHO-MeTonuueckoe mocobue / M. H.
['ycapoBa, C. B. I'opkym. — Mocksa: PTY MUPOA, 2021. — 106 c. — Tekcr :
aNeKTpoHHbI  //  Jlaub : anekTpoHHO-OMOnMoreunass cucrema. —  URL:
https://e.lanbook.com/book/176556. — Pexxum noctyna: njist aBTOpH3. TOJIB30BATEIICH.

3. Jlykam FO. A. Bam KIMEHT: KTO OH, KaK C HUM OOIIAThCS U YEro OKHUIATh? :
yueOHoe nocobue / FO. A. Jlykam. - Mocksa : ®nunta, 2022. - 129 c. - ISBN 978-5-
9765-5170-1. - Tekct : snexkrponHsid. - URL: https://znanium.com/catalog/product/
1905772. — Pexxum 1ocTymna: mo moAIrcKe.

4. JIykam, }O. A. BeITb cekpeTapeM pyKOBOAMUTENSI GUPMBI : ydeOHOe mocodue /
1O. A. Jlykam. - 3-e uzn., nepepad. - Mocksa : ®aunta, 2022. - 276 c. - ISBN 978-5-
9765-1374-7. - Texkcr : snexktpoHHbid. - URL: https://znanium.com/catalog/product/
1863880. — PeskuM gocTyma: mo moJInucKe.

5. CocuoBast A. AccucteHt pykoBonutens. Jlaidxaku mnpodeccun: KHUTa-
tpeHuHr / A. CocHoBas. - Cankt-IletepOypr: [Tutep, 2021. - 208 c. - ISBN 978-5-4461-
1489-4. - Texkct: anexrponnbii. - URL: https://znanium.com/catalog/product/1817493.
— Pesxxum nocrtyma: 1mo nmoamnucke.

6. Illumos O.B. CoBpeMeHHbIE TEXHOJOTMH W TEXHUYECKHE CpEICTBA
uHpopmatuzauuu: yuyeonuk / O.B. [llumos. — Mocksa : UHOPA-M, 2022. — 462 c.
+ Jlon. matepuansl [[DnextponHbii pecypc]]. — (Cpennee mnpodeccuoHanbHOE
obpazoanue). - ISBN 978-5-16-017112-8. - Tekct: osnektpoHHsid. - URL:
https://znanium.com/catalog/product/1764799. — Pexxum nocTtymna: 1o moJrnuckKe.

3.5.1.2. JlonoJaHUTEIbHBIE HCTOYHUKHU

1. IToctanoBnenue Muntpyna Poccun ot 26.03.2002 Ne 23 «OO0 yTBepKIACHUU
Hopm Bpemenu Ha paboThl MO JOKYMEHTAIIMOHHOMY OOECIEUEHUIO YMPaBIEHYECKHUX
CTPYKTYp (peepanbHbIX OPraHOB HCIOMHUTENbHOU BiacTu». KoHcoprmym «Komekcy.
OnexTpoHHBIM  (OHI TNPAaBOBOM W HOPMATUBHO-TEXHUYECKOW  WHGOpMAIUU.
[DnmexTponnsIii pecype]. URL: https://docs.cntd.ru/document/901816605

2. Ilpukaz Muntpyna Poccum 0t115.06.2020 No 333w «OO6 yTBepKIeHUU
npodeccuonanpHoro  crangapra  «CoenmuaiucT 1O OpraHU3alMOHHOMY U
JOKYMEHTAIIMOHHOMY oOecrnieueHuto yrpasienus opranuzanueitn». CIIC «KoHcynpTaHnt
witoc».  [OnektponHslii  pecypc].  URL:  ttp://www.consultant.ru/document/
cons_doc LAW 357714/.

3. Enunbiii  TapudHO-KBaNM(PUKAIIMOHHBIM CIPAaBOYHUK paboT U mpodeccuid
pabouunx, oTpaciieBble KBaTM(UKAIMOHHBIE CHPABOYHUKH [DIIEKTPOHHBIN pecypc].
URL:https://docs.cntd.ru/document/901927009.
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4. O6mepoccuiickuii  kiaccupukatop npodeccuid  paboyux, AOKHOCTEH
ciyxammx W Tapubueix pazpsgoB  (OKIIATP) CIIC «KoncynapTaHT —mITroC»
[QnekTponHsbIil pecype]. URL: http://www.consultant.ru/document/cons.

5. KypHan «CropaBoyHMK cekpeTaps U oduc-meHemkepa» [DIEKTPOHHBIN
pecypc]. URL: http://www.sekretariat.ru/.

6. Kypnan  «Cekperapp  pedepent»  [Dnextponnsiii  pecypc]. URL:
http://www.profiz.ru/.

7. DnextponHo-oubmmoreunas cuctema ZNANIUM. [DnextpoHHBIN pecypc].
URL: https://znanium.com/.

8. DnexTpoHHas OubnMMOTeUHasi cucTeMa «AkaaeMus». [DIEKTpOHHBIN pecypc].
URL: https://www.academia-moscow.ru/elibrary/.

9. OnexktpoHHass OubnuoTeuyHas cucrema «HOpalT». [DIaeKTpoHHBIA pecypc].
URL: https://urait.ru/

10. DnextponHast 6ubnuoreunas cuctema «KHoPyc». [DnekTpoHHBIH pecypc].
URL: https://www.book.ru/

11. CnpaBouno-nipaBoBasi cucteMa «KoncynsTant [lmrocy. OduiivanbHblid CalT
CIIC «KoncynbraHT mirocy [nexktponuslit pecype] . URL: http://www.consultant.ru/

3.5.2. Ilepeuenv  yuebOmvix uzdaunuu, Humepnem-pecypcos, OONOJIHUMENLHOLU
Jumepamypbt, ucnonv3yemolr — On  OCB0EHUSI  OCHOBHLIX  BUOOB
npogheccUoHabHOL OessmeNbHOCMU.

— OCYHICCTBJICHUC OpPraHU3allMOHHOTO W JOKYMCHTAIIMOHHOI'O oOecreueHus
ACATCIIBHOCTHU OpraHru3aluu.

3.5.2.1. OcHOBHBIE I€YATHBIE U3TAHUI

1. AntyxoBa, H.®. Cucrembl 3JIE€KTPOHHOTO JIOKYMEHTOOOOpOTa: y4deOHOe
nmocooue / Anryxoa H.®., [3ro6enko A.Jl., [onranoBa O.U., JloceBa B.B.,
Yeunkos FO.b. — Mocksa: KuoPyc, 2022. — 396 c.. — ISBN 978-5-406-07367-4. —
URL: https://book.ru/book/942386. — TeKcT: 371€KTPOHHBIH.

2. AntyxoBa, H.®. Cucrembl 3J€KTPOHHOTO JOKYMEHTOOOOpOTa: MPaKTUKyM /
AntyxoBa H.®., JlonranoBa O.U., Jlocera B.B., I3t06enko A.JI., Yeuuko 10.b. —
MockBa:  KuoPyc. 2024. - 395 c.. - ISBN:978-5-406-07367-4. -
https://book.ru/books/942386. — TekcT: 3IeKTPOHHBIH.

3. Abymamze, [I.I'. JlokyMeHTalMOHHOE OOECNEeYeHUE YIPaBIEHUSI MEPCOHATIOM:
y4eOHUK UM TMPaKTUKyM g cpeaHero mnpodeccuoHaabHOro obpazoBaHus /
J.I'. Abynamze, N.b. Bempspkkuna, B.M. MacnoBa. — 3-e u3a., mepepad. u mom. —
MockBa: WzmatensctBo IOpaiit, 2024. — 374 c. — (IIpodeccuonanbHoe
obOpazoBanmne). — ISBN 978-5-534-16657-6. — Tekct: »aekTpoHHBIA //
O6pazoBarenbHas maatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/538144

4. Kopuees, M.K.  JlokyMeHTalmoHHOE OOECHEUYECHHUE YIPABICHUSA: YYCOHUK
U TpaKTHUKyM IS cpenHero mnpodeccuonansHoro odpazoBanus / M.K. Kopnees,
A.B. Ilmenko, B.A. MamypueB. — 3-e wu3n., mnepepab. u pon. — Mocksa:
M3narensctBo [Opaiit, 2024. — 438 ¢. — (Ilpodeccuonanpuoe obpa3oBaHuE). —
ISBN 978-5-534-16002-4. — Texct: snextponHsiid // ObOpaszoBarenbHas Tuiatdopma
FOpaiit [caiit]. — URL: https://urait.ru/bcode/539262

23



3.5.2.2. OCHOBHBIE 3JIEKTPOHHBIE U3AAHUS

1. Metoauueckoe mocodue sl CTYIAEHTOB «JlOKyMEHTAaIlMOHHOE oOecleueHue
ynpasienus», UBanosa H.II., Komnemx MU/ Poccun 2024 [DnekTpoHHBIN pecypc].
URL: http://www.college-mid.ru/student/library/.

2. Meroanueckoe mocoOue Aisi CTyJeHTOB «JlummomMaruyeckas JOKYMEHTAIUs,
NBanoa H.II., Komnemx MU Poccun 2024 [DnekTpoHHBIA  pecypc].
URL: http://www.college-mid.ru/student/library/.

3. YyeOHo-MeToanueckoe nocodue A CTyAeHTOB «OpraHu3anusi CeKpeTapcKoro
obciyxuBanus», bypuesa B.B., Komnemx MU/l Poccun 2024 [DnekTpoHHBIN pecypc].
URL: http://www.college-mid.ru/student/library/.

4. Beenenue B cucremy COJl «demo» OO0 «20C». [DnexkTpoHHBIN pecypc].
URL::http://www.eos.ru/eos_products/eos_delo/demo.php.

5. PykoBoactBo mosb3oBatenss COJl «Jlemo» OO0 «20C». [DneKTpOoHHBIN
pecypc].URL:http://www.eos.ru/eos_products/eos_delo/demo.php.

6. PykoBoactBo TexHonora COJl «Jleno» OO0 «20Cy». [DnekTpoHHBIA pecypc].
URL:http://www.eos.ru/eos_products/eos delo/demo.php.

7. ECM-cuctema «1C: JlokymeHTOOOOpOT 8». [DaeKTpoHHBIH  pecypc].
URL:https://v8.1c.ru/doc8/

8. DnekTpoHHO-Onbmoreunass cucrema ZNANIUM. [OnextponHbIli pecypce].
URL: https://znantum.com/.

9. DnexTpoHHas OHOIMOTEYHAs] cucTeMa «AKaaeMus». [DJIEKTPOHHBIM pecypc].
URL: https://www.academia-moscow.ru/elibrary/.

10. DnekTponnas OubnmoreuHass cucrema «lOpaitty. [DnexTpoHHBI pecypc].
URL: https://urait.ru/

11. Onexrponnass OubnamoTeuHass cucrema «KHOPyc». [DnektpoHHBI pecypcl].
URL: https://www.book.ru/

12. CnpaBouHo-nipaBoBasi cuctema «Koncynbrant IDmroc». OduumaibHBIA CaWT
CIIC «KoncynbtanT miocy» [Inexkrponnbiit pecype] . URL: http://www.consultant.ru/

13. CopaBouHo-nipaBoBast ~ cucrema  «l'apanT»  [DnekTpoHHBIM  pecypc].
URL:garant.ru.

14. CnopaBouno-npaBoBast cucreMa «Koncopuuym Kogeke» [DieKTpOHHBII
pecypc] . URL: Konexc - IIpodeccrnonanpHbie cnpaBouHble cucTeMbl - Kojekc
(kodeks.ru).

15. O¢puumanbHblii  caliT mporpammbl  Juisi  pacno3HaBaHusi Tekcta ABBYY
FineReader. Odwummaneueiii caiit kopmopamuu  Adobe. [DnexTpoHHBIH pecypc]
URL:https://www.abbyy.com/ru-ru/Finereader/.

16. Obunmansueii  caiit  Microsoft Office. CnpaBka. OduruansHblii  calT
Microsoft [DnexTponnsiit pecypc] . URL: https://support.office.com/.

3.5.2.3. JlonoJIHUTEIbHBIE UCTOYHUKH (npu HeobxXooumocmu)

1. Koncturyuust Poccuiickoit  ®enepanuu  OdunanbHBI  CETEBOM  pecype
[Ipesunenta Poccun. [Dnextponnsiit pecypc]. URL: http://constitution.kremlin.ru/.

2. Tpynooii Kogekc Poccuiickoii Penepannu. CIIC «KoHCYyabTaHT ILTIOCY.
[DnekTponHbIi pecype]. URL: http://www.consultant.ru/document/cons.

24



3. Konekc 06 aaMUHUCTpaTUBHBIX TTpaBoHapyIieHusx Poccutickoit ®eneparyu. CIIC
«Koncynprant mmocy. [Dnextponssiii pecypc]. URL:http://www.consultant.ru/cons/cgi/
online.cgi?req=doc;base=LAW;n=210148#0.

4. I'paxnanckuii kojekc PO, u.1, 2. CIIC «KOHCYIbTaHT IUIIOC». [DJIEKTPOHHBIN
pecypc].URL:http://www.consultant.ru/cons/cgi/online.cgi?base=LAW&n=20998 6 &dst
=4294967295&re=doc&rnd=244973.1346114488#0.

5. YronoBueiii  kogekc P® ot 13.06.1996 CIIC «KoHCYabTaHT ILTIOCH.
[OmekTponnsiii  pecypc]. URL: http://www.consultant.ru/cons/cgi/online.cgi?req=
doc;base=LAW;n=209092#0.

6. ®enepasibHblii 3ak0H OT 26.12.1995 1. Ne 208 — @3 «O0 akuUMOHEPHBIX
obomectBax». CIIC «Koucymprant mmoc». [OnextponHbid  pecypc]. URL:
http://www.consultant.ru/document/cons_doc LAW 8743/.

7. ®enepanbHbiii 3akoH oT 08.02.1998 1. No 14 — d3 «OO6 obmiecTtBax ¢
OrpaHnyeHHON OTBETCTBEHHOCThIO». CIIC «KOHCYNnbTaHT IUTIOC». [DJIEKTPOHHBIN
pecypc]. URL: http://www.consultant.ru/document/cons_doc LAW 17819/.

8. ®enepanbubii  3akoH ot 12.01.1996 N 7-®3 «0O HEKOMMEPYECKUX
OpTaHU3aLHUIX) Cucrema I'APAHT. [OneKTpOHHBIHI pecypcl]. URL:
http://base.garant.ru/10105879/.

9. ®enepanbubiii 3akoH 0T 14.11.2002 N 161-®3 «O rocyaapCTBEHHBIX U
MYHUIMOAIBHBIX YHHUTApHbIX npeanpusatusx» Cucrema ['APAHT. [OnekTpoHHBII
pecypc]. URL: http://ivo.garant.ru/#/document/ 12128965/paragraph/28666:3.

10. ®enepanbubiii 3akoH 0T 21.06.1993 Ne 5485-1 «O rocynapcTBEHHOU TaiiHE».
CIIC «Koncynbrant twmocy. [Dnektponnbiii pecypc]. URL:http://www.consultant.ru/
cons.

11. ®enepanbubiii 3akoH 0T 29.07.2004 Ne 98-®3 «O KOMMEpPUECKOW TailHE.
Cuctema 'APAHT. [Dnextponnsiit pecypce]. URL: http://base.garant.ru/12136454/.

12. ®enepanbubiii 3akoH OoT 02.05.2006 No 59-03 «O mnopsiake paccMOTpEHUS
obpamennii rpaxaan Poccuiickoit ®Depeparun». CIIC  «KoOHCYyIbTaHT — ILTIOCH.
[DnexTponHsIi pecypc]. URL:http://www.consultant.ru/document/cons.

13. ®enepanbupiii 3akoH  oT 27.07.2006 Ne 149-®3 «0O6 wunHbopmanuu,
WH(OPMAITMOHHBIX TeXHONOTUsX W o 3amure uHpopmarun». CIIC «KoHcynbranT
wirocy. [DnektpouHsiii pecype]. URL:http://www.consultant.ru/document/cons.

14. ®enepanbubiii 3akoH 0T 27.07.2006 Ne 152-®3 «O mepcoHaIbHBIX JTAHHBIX.
CIIC «KoncympranT tirocy. [Inextponnsiii pecypce]. URL:http://www.consultant.ru/
document/cons.

15. ®enepanbublil 3aK0H 0T 26.12.2008 Ne 294-D3 «O 3amuTe npaB IOPUINYECKUX
JUI] M WUHJIMBUAYAJbHBIX MpEANpUHUMATENICd MpU TMPOBEAECHUU TOCYJAPCTBEHHOTO
koHTpons (Hagzopa)». CIIC «KonHcynbranT 1umHOC». [DIEKTpOHHBIA  pecypc].
URL:http://www.consultant.ru/document/cons.

16. denepanbubiii 3ak0H 0T 06.04.2011 N 63-D3 «O06 37AEKTPOHHON IMOUCH.
CIIC «KoncynbranT miocy. [Dnektponnbsiii pecypc]. URL:http://www.consultant.ru/
document/cons.

17. Yxa3 Ilpesunenta P® ot 30.05.2005 Ne 609 «O6 yrBepxkaeHuu [lonoxxenus o
IIEPCOHAIBHBIX JaHHBIX T'OCYJAPCTBEHHOIO TPAXKIAHCKOro ciyxamero Poccuiickon
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Oenepaumu U BeaeHun ero JuuHoro gena». CIIC  «KoHcynbTaHT — 1oIHOC).
[DnexTponnsIil pecype]. URL:http://www.consultant.ru/document/cons.

18. Yka3 Ilpesunenta PO ot 05.12.2016 Ne 646 «OO0 yrBepxkaeHuun JlOKTpUHBI
nHpopmarmonHot 6e3omnacHoct  Poccutickoit ®enepanun» CIIC  «KoHcynabTaHT
wrocy. [DnekTpouHsiit pecype]. URL:http://www.consultant.ru/document/cons.

19. Ilocranosnenue [IpaButensctBa PO ot 27.11.2006 N 719 «O06 yTBep:kaeHUH
[Tonoxenust o BouHckoM yuere». CIIC «KoHCynbTaHT 1uIt0C». DIEKTPOHHBIN pecypc.
URL: https://www.consultant.ru/document/cons.

20. ITocranoBnenue IIpaButenpctBa PO ot 13.10.2008 N 749 «O6 0coOeHHOCTSIX
HamnpaBlieHUs! pabOTHUKOB B ciry>ke0Hble KoMaHIuPOBKI». CIIC «KOHCYIbTaHT IITIOCY.
OnextponHbii pecypc. URL: https://www.consultant.ru/document/cons.

21. IlocranoBnenune IlpaButensctBa Poccuiickoit Penepaunu ot 22.09.2009
Ne 754 «O6 yrBepxaenun [lojgoxkeHus 0 cucTeMe MEKBEIOMCTBEHHOT'O 3JIEKTPOHHOTO
nokymeHtoobopotay Koncopuuym «Kopekc». InaexkTpoHHbIH (OHI MpaBoBOMl U
HOPMAaTUBHO-TEXHUYECKOMN uH(pOpMaIIHH. [DNEeKTPOHHBI pecypc]. URL:
http://docs.cntd.ru/document/902176142.

22. IlocranoBnenue IIpaButennctBa Poccuiickoit @enepamuu ot 08.09.2010 Ne
697 «O enuHOW CHUCTEME MEXBEIOMCTBEHHOIO 3JEKTPOHHOTO B3aUMOJCHCTBUS»
Koncopruym «Konekc». DneKTpoHHBINH (OH] MPaBOBOM U HOPMATHUBHO-TEXHUYECKOMN
uHpopMmanuu. [Dnekrponnsiii pecypc]. URL: http://docs.cntd.ru/document/902234385.

23. IlocranoBnenue IlpaButensctBa Poccuiickoii ®@enepamuu ot 02.03.2019 Ne
234 «O cucrteme yIpaBieHUS peau3alreil HanuoHanbHOU mporpammbl «lludpoBas
skoHoMHKa Poccutickort @enepanumy OdunuanbHbeiii cait MuHHCTEpCTBA ITU(POBOTO
pa3BUTHS, CBA3U U MACCOBBIX KOMMYHUKalMil Poccuiickoit deneparyu. [D1€KTPOHHbBIN
pecypc]. URL:https://digital.gov.ru.

24. IloctanoBnenue IIpaButensctBa PD ot 24.07.2021 Ne 1264 «O06 yTBEpKAeHUU
[IpaBun oOMeHa JIOKyMEHTaMHU B D3JEKTPOHHOM BHUAE TMpU  OpPTraHHU3aLUU
nHpopmarmonHoro BizaumozencTBus». CIIC «KoHCYIbTaHT IIOCY). [DJIEKTPOHHBIM
pecypc]. URL: http://www.consultant.ru/document/cons.

25. IloctanoBnenue Muntpyna PO ot 10.09.1993 N 152 «O6 yrBepxaeann Hopm
BpeMEHH Ha paboThl MO AaBTOMAaTU3UPOBAHHOM AapXMBHOW TEXHOJOTHUU U
JOKYMEHTAIMOHHOMY o0OecniedeHuto opradHoB ynpasiaeHus» CIIC «KoHcynpTaHT
wioc».  [Onexktponnsii  pecypc].  URL:  http://www.consultant.ru/document/
cons_doc LAW 91031/

26. ITocranoBnenne MunTpyna Poccum ot 25 HosiOps 1994 roma N 72 «O6
YTBEpPKIECHUN MEKOTpaciaeBblX YKPYIHEHHBIX HOPMAaTHUBOB BPEMEHUM Ha pabOThI MO
JOKYMEHTAIlMOHHOMY  oOecriedyeHuto  ynpasienus»  Koncopuuym — «Kogekey.
OnexkTpoHHBIA  (OHJ  MPaBOBOM M  HOPMATUBHO-TEXHMYECKOW  HWH(OpManuu.
[DnexTponnsiii pecypc]. URL: https://docs.cntd.ru/document/9023047707?marker

27. IloctanoBnenue I'ockomctata P® ot 05.01.2004 N 1 «O06 yTBepxkacHUU
YHUPUITUPOBAHHBIX (DOPM MEPBUYHON YUETHOM JOKYMEHTAIMH IO Y4ETy TpyJa U €ro
omnare».  CIIC  «KoncymbranT  mmoc».  OnekTpoHHeli  pecype.  URL:
https://www.consultant.ru/document/cons.
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28. IlocranoBnenne Muntpyna Poccum ot 26.03.2002 Ne 23 «O06 yTBEepXaAeHUH
Hopm BpemeHu Ha paboOThI MO JOKYMEHTAIIMOHHOMY OOECIEUEHUIO YIPABIECHYECKUX
CTPYKTYp (elnepanbHbIX OPraHOB UCHOJHUTENHHOUN BiacTu». Koncopimym «Kopekcy.
OnexkTpoHHBIA  (OHA  MPaBOBOM M  HOPMATUBHO-TEXHMYECKOW  HWHMOpMAaIUu.
[DnexTponnslii pecypce]. URL: https://docs.cntd.ru/document/901816605

29. llpukaz Mwunatpyna Poccum ot 19.04.2018 No 266 «OO0 yTBEpX)ICHUU
npodeccuonansHoro crapgapra "CrnenuamucT 1o (OPMUPOBAHUIO AJIEKTPOHHOTO
apxuBa'». CIIC «KoHcynbTaHT TLTIOCY. [DneKTpOHHBII pecypc].
URL:http://www.consultant.ru/document/cos_doc

30. [Ipukaz Muntpyna Poccum ot 15.06.2020 Ne 333 «OO0 yTBepx)IacHUU
npodeccuonanpHoro  cranjgapra  «CnemuaiucT MO0 OpPraHU3allMOHHOMY |
JIOKyMEHTAIlMOHHOMY oOecriedeHuto yrpasieHus opranuzanuein». CIIC «KoHcynbTaHT
wioc».  [Onexktponnsld  pecypc].  URL:  http://www.consultant.ru/document/
cons_doc LAW 357714/.

31. Ilpuka3 PocapxuBa ot 11.04.2018 No 44 «O6 ytBepxkaenuu IIpumepHoit
MHCTPYKIMU TIO JEJONPOU3BOACTBY B TOCYJapCTBEHHBIX opranuzanusax». CIIC
«Koncynprant 1utroc». [OnektpoHHbI  pecypc]. URL:http://www.consultant.ru/
document/cos_doc.

32. Ilpukaz PocapxuBa ot 22.05.2019 Ne 71 «O6 yrBepxaenuu IlpaBun
JENIONpPON3BOICTBA B roCy/1apCTBEHHBIX Oprasax, OpraHax  MECTHOTO
caMoynpasieHus». DeaepanbHOe apXUBHOE areHTCTBO. [DnekTpoHHbIi pecypc]. URL:
http://archives.ru/documents/rules/office-work-rules-gos.shtml.

33. Ilpuka3z PocapxuBa ot 20.12.2019 Ne 236 «O06 ytBepxaenun Ilepeuns
TUTIOBBIX YINPABICHUYECKUX AaPXUBHBIX JOKYMEHTOB, OOpa3yIoIIUXCs B MpOLEcce
JEeSTEIbHOCTH TOCYAApCTBEHHBIX OPraHOB, OpPraHOB MECTHOI'O CaMOYIpPABIICHUS U
OpraHu3alllii, C yKa3aHUEM CPOKOB MX XpaHeHus». denepanbHoe apXUBHOE areHTCTBO.
[DnexTponHsIil pecypc]. URL: http://archives.ru/documents/perechen typdocs.shtml.

34. Tlpuka3 PocapxuBa ot 20.12.2019 Ne 237 «O06 ytBepxaeHuu NHCTpyKIIMU 10
npuMeHeHuto  llepeuyHs  TUMOBBIX  YNPABIEHYECKUX  APXMBHBIX  JIOKYMEHTOB
0o0pa3yIoluXcsi B TMPOIECCE JACSITENbHOCTH TOCYJAapCTBEHHBIX OPraHoB, OpPraHOB
MECTHOTO CaMOYIIPaBJIICHUS W OpTraHM3allfii, ¢ yKa3aHHEM CpPOKOB HUX XPaHEHUS.
denepanbHOE apXUBHOE areHTCTBO. [DnekTpoHHBI pecypc]. URL: http://archives.ru/
documents.

35. Ilpuka3z PocapxuBa ot 09.12.2020 Ne 155 «O6 yrBepxnenuu IlpaBun
OpraHW3allii XPAHCHWs, KOMIUICKTOBAaHMs, Yy4é€Ta ¥ WCIOJIb30BAaHUS HAYYHO-
TEXHUYECKON JOKYMEHTAIIMM B OpraHax rocyJapCTBEHHOM BJIACTH, OpraHax MECTHOTO
CaMOYIIPaBJIEHUs, TOCYAAPCTBEHHBIX U MYHUIIMTIATBHBIX OpraHu3aiusax». deaepanbHoe
apXWBHOE areHTCTBO. [ AnekTpoHHbIN pecypc]. URL: http://archives.ru/documents.

36. Ilpuka3 Pocapxupa ot 24.12.2020 Ne 199 «O6 yTtBepxaeHuu MeToaNUYeCKUX
pEKOMEHJalui 1Mo pa3paboTKe MHCTPYKIUH MO JAEIOMPOU3BOACTBY B FOCYJapPCTBEHHBIX
OpraHax, opraHax MECTHOTO caMOyIpaBiieHUs». DenepanbHOE apXUBHOE areHTCTBO.
[OnexTponnsiii  pecypc]. URL: https://archives.gov.ru/documents/methodics/2020-
recommendations-deloproizvodstvo.shtml.
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37. Ilpuka3z Muntpyna Poccun ot 19.05.2021 Ne 3201 «O06 yTBepk1eHUH (POPMBHI,
NopsiJika BEJICHUS U XPaHEHWsS TPYJOBBIX KHIKEK» (3apeructpupoBaHo B MuHrocTe
Poccun 01.06.2021 N 63748). CIIC «KoHCYnbTaHT IUTIOC». DJIEKTPOHHBIA pecypc.
URL: https://www.consultant.ru/document/cons.

38. Ilpuka3z Munuctpa o6oponsl P® ot 22.11.2021 N 700 «O06 yTBepXaeHUU
HNucTpykiuu 00 opranmu3anuu padoTsl 0 00ecTieueHnI0 (PYHKITMOHUPOBAHUS CHCTEMBI
BOMHCKOro yueta» (3apeructpupoBano B Munrocre Poccun 28.12.2021 N 66608). CIIC
«KoncynpranT mirocy. OnektpoHHbd pecypc. URL: https://www.consultant.ru/
document/cons.

39. IIpukaz Munatpyna Poccum ot 09.03.2022 N 1095 «OO06 yTBepKIacCHUH
npodeccuoHanpHoro crangapra «CrnenuanucT mo yrpasieHuto nepconanom». CIIC
«KoncynpTanT mmocy. OnexktpoHHbld pecypc. URL: https://www.consultant.ru/
document/cons doc LAW 414472/

40. Ilpukaz MunucrepctBa I1U(GPOBOrO  pa3BUTUSA, CBA3M M MaCCOBBIX
koMmyHuKauii Poccuiickoit ®@eneparun ot 17.04.2023 Ne 382 «OO0 yTBepxkaeHUU
IIpaBun oka3zaHusg yCIyr TIOYTOBOM CBA3W». [IDnekTpoHHbI pecypc]. URL:
http://publication.pravo.gov.ru/document/0001202306020025

41. IIpuxaz PocapxuBa ot 31.07.2023 Ne 77 «O6 yrBepxnenuu IlpaBuna
OpraHM3ali XpaHEeHHs, KOMIUIEKTOBAaHUS, y4u€Ta W HCIOJIb30BAHUSA JIOKYMEHTOB
ApxuBHoro ¢ouga Poccuiickoii denepanuu U APYrux apxXuBHBIX JOKYMEHTOB B
rOCyJAapCTBEHHBIX OpPraHaxX, OPraHaX MECTHOI'O CAMOYIPABJICHHUS W OPTaHU3ALMIX).
denepanbHOE apXHWBHOE areHTCTBO. [DJIEKTpOHHBI pecypc]. URL:
https://archives.gov.ru/documents/rules/pravila-2023.shtml (ngeiictByer ¢ 17.09.2023).

42. Ilpuka3 Poccrara 31.07.2023 N 360 «O6 ytBepxkaeHuu Gopm ¢eaepaabHOTO
CTATUCTUYECKOTr0 HaOMIOIEeHUs Uil opraHu3auuu (enepaibHOro CTaTUCTHYECKOTO
HaOMIOACHUST 32 YHUCJIEHHOCTHbIO, MOTPEOHOCTHIO OpraHu3aluii B pabOTHHKAX IO
NpoQEeCCHOHANIBHBIM TPYIIIaM, COCTaBOM KaJpOB TOCYJAapCTBEHHOM TpaxAaHCKON U
MyHununanbHou ciyk0b1». CIIC «KoHcynbTaHT MItocy. DnekTpoHHbIN pecype. URL:
https://www.consultant.ru/law/hotdocs/81949.html?ysclid=mOcgokqoyn767641263

43. Ilpukaz COP ot 17.11.2023 N 2281 «O06 yTBepkAeHUU €IUHOU (HOPMBI
«CBefeHust i BEACHHUS HMHIWBUIYaNbHOTO (MEPCOHM(ULIMPOBAHHOIO) YYeTa H
CBEJCHMS O HAUMCICHHBIX CTPAaxXOBBIX B3HOCAX Ha 00S3aTeIbHOE COLMAIBLHOE
CTpaxOBaHHWE OT HECYACTHBIX CJIy4aeB Ha MPOU3BOJACTBE M MpodeccrOHATBHBIX
3aboneBanuii (ED®C-1)» u nopsaka ee 3amonHeHus» (3aperucTpupoBaHo B MuHrocTe
Poccun 20.12.2023 N 76506). CIIC «KoHCYyIbTaHT IUTIOCY». DJIEKTPOHHBIA pecypc.
URL: https://www.consultant.ru/document/cons_doc LAW_ 465162/

44. TOCT 9327-60 bymara u u3aenust uz oymaru. Ilorpeburenbckue ¢GopmaTsl
Koncopuuym «Kogeke». DnekTpoHHbIH (OHA MPaBOBOM M HOPMATUBHO-TEXHUUECKOU
uHpopmaruu.  [Dnexktponnbii  pecypc].  URL:  http://docs.cntd.ru/document/
1200004908.

45.TOCT P HCO 23081-1-2008 HaumonansHblid cTangapT Poccuiickoit
®deneparuu. CucreMa CTaHIAPTOB MO UH(POpMAIUU, OUOIUOTEUHOMY M U3/1aTEIbCKOMY
neny. [Iponeccel ynpapieHus AoKyMeHTamH. MeTagaHHble Al TOKyMeHTOB. YacTs 1
[Mpunuumner. Koncopunym «Koaekce». DnekTpoHHbIN (OHI MpaBOBOMl U HOPMATHUBHO-
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TexHuuecko wuHbopmaiuu. [InekTpoHHbld pecypc]. URL: https://docs.cntd.ru/
document/ 1200067603.

46.TOCT P 54471-2011/ISO/TR 15801:2009 «Cuctembl 3JIEKTPOHHOTO
JIOKyMEHTOOOOpoTa. YmpaBieHue ngokymeHTanued. WHdopmanus, coxpaHsiemas B
AJIEKTPOHHOM BHUJE. PexomMeHnanum mno 00ecrneueHuIo JOCTOBEPHOCTH M HAIEKHOCTHY
Koncopruym «Konekc». DnekTpoHHBIH (OH MPaBOBOM W HOPMATHUBHO-TEXHHUUECKOMN
undopmaruu. [Onektponnbiii  pecypc]. URL: http://docs.cntd.ru/document/gost-r-
54471-2011.

47.TOCT P 53898-2013 «Cucremsl 3JIEKTPOHHOTO JOKYMEHTOOOOpOTA.
B3aumopaeiicTBie CUCTEM YIpaBJI€HHUS JTOKyMEHTaMU. TeXHH4YecKue TpeOOBaHUS K
3JIeKTpOHHOMY cooOuieHnio» Koncopunym «Koaekey». DinekTpoHHbIN (HOH IPaBOBOH U
HOPMAaTHUBHO-TEXHUYECKOUN uH(pOpMAaIIH. [ DNEeKTPOHHBI pecypcl]. URL:
http://docs.cntd.ru/document/1200108037.

48.TOCT P 53898-2013. Hamumonanensiii crangapt Poccuiickoii denepanuu.
Cucrembl 3JIEKTPOHHOrO JOKYMEHTO00OpOoTa. BzaumojelcTBre cuUCTEM YIpaBiIeHUS
JnokymMeHTaMu. TexHuueckue TpeOOBaHUs K AJIEKTPOHHOMY coobuiennto. Koncopuuym
«Konekcy. DnekTpoHHbIN (HOH TPaBOBOM M HOPMATUBHO-TEXHUYECKON MH(MOpMAIUU.
[DnexTponnsiii pecype]. URL: https://docs.cntd.ru/document/1200108037.

49. TOCT P MCO 30300-2015 HanmonanbHbiii crangapt Poccuiickoit @enepanuu.
Cucrema crangapToB 1o wuH(opmanuu, OUOIMOTEYHOMY U H3AATEIBCKOMY JIETy.
Nudpopmanms u noxymeHrtauus. CUCTEMBl yIpaBieHHs JOKyMeHTaMu. OCHOBHBIC
nosioxkeHus: u cioBapb. Koncopuuym «Kopekc». DnexkTpoHHBIA (OHA TPABOBOM M
HOPMATHUBHO-TEXHUYECKOMN uHbopMaImuu. [OnexTpoHHBIT  pecypc]. URL:
https://docs.cntd.ru/document/1200128331.

50.TOCT P 7.0.95-2015. Haumonanenblii ctanmapt Poccuiickoit denepanuu.
Cucrema craHgapToB MO HMHPOpMALUHU, OUOIMOTEUHOMY M HU3AATEIBCKOMY JIENy.
OnexkTpoHHbIE JOKYMEHTbl. OCHOBHbBIE BHUIbl, BHIXOJAHBIE CBEJCHUS, TEXHOJIOTMUYECKUE
xapaktepuctuku. Koncopuuym «Kopaekc». DnekTpoHHbIH ¢GOHA NpaBOBOM U
HOPMATUBHO-TEXHUYECKOMN nHpopMaIuu. [D1eKTpOHHBII pecypc]. URL:
https://docs.cntd.ru/document/1200128317.

51.TOCT P 7.0.97-2016. «Hauunonanbnsiii crtangapt Poccun. Cucrema
CTaHIApPTOB N0  HHPOpMAIUH, OHOIMOTEYHOMY U  M3AATEIBCKOMY  JIETy.
OpraHu3aimoOHHO-PaCTIOpAIUTENIbHAS JTOKyMEHTalusa. TpeboBaHus K O(OPMIICHHUIO
noKkymeHToB», yTB. IIpukaszom Poccranmapra ot 08.12.2016 Ne 2004-ct (pen. ot
14.05.2018). DnexktpoHHbIil (POHI MPABOBBIX U HOPMATUBHO-TEXHHUUYECKHUX JOKYMEHTOB.
//[9nexTponnsiii pecypc]. — URL:https://docs.cntd.ru/document.

52.TOCT P HCO 15489-1-2019. Hanuonanbnusiii crangapt Poccuiickoi
®enepanuu. Cuctema CTaHAAPTOB MO0 UHPOPMALIUU, OMOIMOTEYHOMY U U3AATEIbCKOMY
neny. Madopmanus u nokymeHTaius. YnpasiaeHue njokymeHTamu. Yacte 1. [lonsatus u
TIPUHITUIIHI. CIIC «KOHCyNbTaHT TLTEOCY. [D1eKTpOHHBIN pecypcl].
URL:http://www.consultant.ru/about/.

53.T'0OCT P 7.0.8-2025. HaumonanweHblli cTaHmapt Poccuiickoit ®eneparuu.
Cucrema craHgapToB Mo HHPOpMALMKM, OMOJIMOTEYHOMY M H3IATEIbCKOMY JEIy.
Jlenonpous3BOACTBO M apXWMBHOE Jeno0. Tepmunbl U onpeneneHus”" (yrB. [Ipukazom
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Poccranmapra ot 28.01.2025 N 30-ct). CIIC KoHCYyNbTaHT ILIIOCY. [DJIEKTPOHHBIM
pecypc]. URL: https://www.consultant.ru/document/ cons_doc LAW_ 500321/

54. O6mepoccuiickuii  knaccupukarop mnpodeccuid  paboyux, JOJKHOCTEH
CITy)Kalux W TapuHBIX pa3psAnoB. [DnekTpoHHbIM pecypc]. Koncoprmym «Komekey.
OnexTpoHHBIH (OHA MpaBOBOW W HOpPMATHBHO-TeXxHHYECKOW wuHpopmarmu. URL:
https://docs.cntd.ru/document/9029638.

55. KBanndukamoHHbIN CIPaBOYHHUK JOHKHOCTEH PyKOBOIUTENEH, CIEIIHAIMCTOB
U IPYTHUX ciyXamux. [DnexkTpoHHslid pecypc]. Koncopuuym «Koneke». DneKTpOHHBIN
boun IPaBOBOM U HOPMAaTHBHO-TEXHUYECKON uH(bOpMaInu. URL:
https://docs.cntd.ru/document/58839553 ?marker=656010.

56. Enunelii Tapu@HO-KBaNU(UKALUOHHBIA CHOPaBOYHUK paboT U mpodeccuii
pabouux, OTpaciieBble KBAIM(PHUKALUOHHBIE CIPABOYHUKUA [DIEKTPOHHBIM pecypc].
URL.: https://docs.cntd.ru/document/9019270009.

57. O6mepoccuiickuit KJIacCU(UKATOP 00BEKTOB aIMUHHUCTPATUBHO-
tepputopuasibHoro aeneHuss (OKATO) [DOnextponubiii  pecype]. Koncopuuym
«Konekcy. DnexkTpoHHbIN (HOH MTPaBOBOM M HOPMATUBHO-TEXHUYECKON MH(MOpMAIUU.
URL: https://rosstat.gov.ru/opendata.

58. O6mepoccuiickuii knaccudukarop nadopmaruu o Hacenennn (OKWH) CIIC
«Koncynprant mmocy [Onektponnsiii  pecypc]. URL: http://www.consultant.ru/
document/cons.

59. O6mepoccuiickuii knaccudukatop ynpasieHdeckoi moxkymentanuu (OKY )
CIIC «KoncynpranT 1wioc» [Dnektponubiii pecypc]. URL: http://www.consultant.ru/
document/cons.

60. O6mepoccuiickuii  knaccudukarop npeanpustuii u opranuzanuii  (OKIIO)
CIIC «KoncynpranT mitoc» [Dnextponnbit pecypc]. URL: http://www.consultant.ru/
document/cons.

61. Obmepoccuiickuii  knaccudukarop mpodeccuit  pabouyux, JOKHOCTEH
cnykamux W Tapudubix paspsaoB  (OKIIATP) CIIC «KoHCyabTaHT — ILTHOCH
[DnexTponHsiil pecypc]. URL: http://www.consultant.ru/document/cons.

62. Opranm3anusi cekperapckoro oocmyxuBanuu: 2DYMK / B.B.Tanaxos,
O. b. Hazapenko, [DnektponHoe ydueOHoe m3nanue]. — (Cpeanee mnpodeccuoHalbHOE
oOpazoBanme -  Tekct: oamektponnsri. -  URL:  https://www.academia-
moscow.ru/catalogue/5411/347093/ Aptuxyn nznanus: 601817641

63. Kypnan «CnopaBouHUK cekperaps © oduC-MEHEIKEpa» [DIeKTPOHHBIN
pecypc]. URL: http://www.sekretariat.ru/.

64. Xypnan  «Cekperapp  pedepent»  [Dnektponnbiii  pecypc].  URL:
http://www.profiz.ru/.

65. Kypunan:  Jlenonpou3BoJACTBO U JOKYMEHTOOOOPOT Ha MPEINpHUSTUH.
[DnexTponnsiil pecypc]. URL: https://delo-press.ru/journals/documents.

66. ECM-Journal — nopran o nudpoBu3zanuu, 3IeKTPOHHOM JOKYMEHTO000pOTE 1
ousHec-nporeccax. [DnektpoHHsiit pecypc]. URL: https://ecm-journal.ru/.
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3.5.2.4. JlonoaHUTEIbHBIC TI€YaTHBIC U3TaHUS

1. AugpeeBa B.M. Jlenonmpou3BOACTBO: OpraHu3anus W BEACHHUE: Y4eOHO-
npaktuaeckoe nocoodue / Auapeea B.M1. — Mocksa: KnoPyc, 2022. — 294 ¢. — ISBN
978-5-406-00580-4. — URL: https://book.ru/book/940363. — TeKCT : 2JIEKTPOHHBIM.

2. TI'yryeBa T.A. KondpuaenunaabHOE JEI0NPOU3BOACTBO: yueOHOoe mocodue / T.A.
['yryeBa. — 2-e u3sn., nepepad. u gon. — Mocka: UHOPA-M, 2023. — 199 c. —
(Cpennee mpodeccuonansHoe obOpazoBanue). - ISBN 978-5-16-016585-1. - Tekcr:
anektponubiii. - URL: https://znanium.ru/catalog/ document?id=430277. — Pexum
JIOCTYTA: 10 MOJIHUCKE.

3. 'ycapoBa M.H. OpranuzaunoHHO-UH()OPMALIMOHHOE M JIOKyMEHTAIIMOHHOE
o0ecrnieyeHre JesTeIbHOCTH PYKOBOJIUTENA: ydeOHO-MeToauueckoe mnocodoue / M. H.
I'ycapoBa, C. B. I'opkym. — MockBa: PTY MHWP3A, 2021. — 106 c. — Teker :
ANEKTpOHHBIM //  JlaHb : dneKkTpoHHO-OMOMMoTeuHass cuctema. —  URL:
https://e.lanbook.com/book/176556. — Pexxum qoctyna: ajisi aBTOpU3. TOJIH30BATEIICH.

4. llenonpousoacTtBo: yueonuk / T.A. beikora, JI.M. Bsnosa, F0.M. Kykapuna,
JI.B. Cankuna; nox obmi. pen. gou. T.A. beikoBoil. — 4-¢ u3j., nepepad. u jgom. —
Mocksa : UHOPA-M, 2023. — 403 c. + [lon. maTtepuaisl [[ DNEKTPOHHBIN pecypc]]. —
(Briciee oOpazoBanue: bakanaspuar). — DOI 10.12737/1014190. - ISBN 978-5-16-
014992-9. - Texkct: omektponnsii. - URL:  https://znanium.com/catalog/
product/1014190. — Pexum noctyna: 1o moJImucke.

5. HoponuHa, JI. A. JlokymMeHTaMOHHOE OOecleueHue ymnpaBiIeHUS: YIeOHUK U
OPAaKTUKYM JUIsl cpeHero npodeccuonanbuoro oopasosanus / JI. A. Jloponuna, B. C.
HputukoBa. — 2-e u3f., nepepad. u gon. — Mocksa : U3gatensctBo FOpaiit, 2024. —
270 c¢. — (Ilpodeccuonanbaoe odpazoBanue). — ISBN 978-5-534-16017-8. — Texkcr:
anekTpoHHbIt // OOpazoBarenbHass 1uiatdpopma FOpaiir  [caiit]. —  URL:
https://urait.ru/bcode/539338.

6. Kacpsnona, I'. 0. JlenonpousBoACTBO U JIpyrue acnekThl paboThl cekpeTaps /
I'.YO. KacesiHoBa — 7-e u3a., nepepad. u jorn. — Mocksa: U3narensctBo Abak, 2023.
— 304 c.

7. Kyznenos, M.H. JlokyMeHTallMOHHOe ~ oOeclieueHue  YNpaBlIEHUS.
JIOKyMEHTOOOOPOT | JENIONPOM3BOACTBO: YYEOHHK W MPAKTUKYM [JIsi CPEAHEro
npodeccuonansaoro odpazosanus / . H. Ky3neno. — 4-e u3z., nepepad. u gom. —
MockBa : WsmarensctBo [Opaiir, 2024. — 545 c¢. — (IIpodeccruonanpHoe
obpazoBanme). — ISBN  978-5-534-16004-8. — Tekct: »neKTpoHHBIA //
Oo6pazoBatenbHas miatdopma FOpaiit [caitt]. — URL: https://urait.ru/bcode/537146.

8. Jlykamr lO.A. BreiTh cekperapéMm pykoBoauTens (GupMbl. YdeOHOe mmocodue
/.AJlykaml. — 3-e u3j., nepepad. — Mocksa: ®JIMHTA, 2022. — 276 c.

9. CocHoBas A. AccucteHT pykoBoauTens. Jlaiihxaku mpodeccun: KHUTra-TPEHUHT
/ A. CocHoBas. - Cankt-IletepOypr: [Tutep, 2021. - 208 c. - ISBN 978-5-4461-1489-4.
- Tekct: anextponnbiii. - URL: https://znanium.com/catalog/product/1817493. — Pexum
JIOCTYTIA: TIO TIOHCKE.

10. umoB O.B. CoBpeMEHHBIE TEXHOJOTMM U TEXHUYECKUE CpEeJlICTBA
uHpopmaruzammu: yueonuk / O.B. IlIumoB. — Mocksa : UTHOPA-M, 2022. — 462 c.
+ Jlon. martepuansl [[Dnextponnbiii pecypc]]. — (Cpemnee mnpodeccuoHaibHOE
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obpazoBanue). - ISBN 978-5-16-017112-8. - Tekct : »snektpoHHbii. - URL:
https://znanium.com/catalog/product/1764799. — Pexxum nocTtyna: 1o moJirnuckKe.

11. llyBamoBa, H. H. OcCHOBBI N1€JOMPOU3BOJCTBA: YICOHUK M MPAKTUKYM JIJIsI
cpeanero npodeccruonanbHoro odpazoranus / H. H. IllyBanosa, A. FO. BanoBa; nox
obomei pemakmmert H. H. IllyBamoBoit. — 3-¢ m3a., mepepab. u gom. — Mocksa :
NznarensctBo HOpaiit, 2024. — 384 ¢. — (Ilpodeccuonansuoe obGpa3oBaHue). —
ISBN 978-5-534-15488-7. — Texct: snextponnsiii // ObOpa3zoBarenbHas 1uiatdopma
FOpaiit [caiiT]. — URL: https://urait.ru/bcode/536716.

3.5.2.5. JIonoJIHUTENbHBIE 3JIEKTPOHHBIE U3IAHUS

l. MunucrepctBo mnpocBemieHusi Poccuiickoit  ®Denepanuu. [DIEKTPOHHBIN
pecypc]. URL: https://edu.gov.ru/.

2. ®enepanbHbiii optan "Poccuiickoe oOpazoBanue". [DIEKTpOHHBIA pecypc].
URL: http://www.edu.ru/.

3. ®enepanbHbIN HEHTP MH(OPMAITMOHHO-00pa30BaTENIbHBIX  PECYPCOB.
[DnekTponnsIil pecype]. URL: http://fcior.edu.ru/.

4. ®enepanbHblii  IEHTP  DJIGKTPOHHBIX  O0Opa3oBaTElIbHBIX  PECYpPCOB.
[DnexTponnsiii pecype]. URL: http://fcior.edu.ru/.

5. EnuHoe oKHO A0CTyIa K 00pa3oBaTebHBIM pecypcaM. [DIEeKTPOHHBIN pecypc].
URL: http://window.edu.ru

3.5.3. Ilepeuenv yueOnwvix uzoanuti, HumepHem-pecypcos, OONOJIHUMENbHOL
JIUmMepamypuvl, UCHONL3YEMOU Ol O0CB0EHUsL OCHOBHBIX BUO08 NPOGhEeCcCUOHATILHOU
0esimenbHOCmU:

— OpraHu3anys apXuBHOM palbOTHl MO JAOKYMEHTAM OpTaHHW3AIlUi Pa3TUIHBIX
dhopM COOCTBEHHOCTH.

3.5.3.1. OCHOBHBIE PJEKTPOHHBIE U3TAHUS

1. Opranu3aniys apXuBHOM U CIIPaBOYHO-UH(POPMAIIMOHHON pabOTHI 1O TOKYMEH-
TaM OpraHu3alluu: MeToJUuYeckoe mocoOue s cryiaeHtoB. — MBanoa H.II. M.:
OI'BIIOY  «Kommemx MUJ Poccum», 2024. — 250 c. URL: https://college-
mid.ru/student/library/2024/arkhiv_2024.pdf.

2. Jloxymentanbubii  pounx MU Poccum: Meromuyeckoe mocobue st
ctyaentoB. — MBanoa H.II. M.: ®I'BIIOY «Komneqx MU/ Poccun», 2023. — 58 c.
URL: https://college-mid.ru/student/library/2023/doc_fond 2023.pdf.

3. Packun, J[. 1. MeTonuka v mpakTHKa apXUBOBEJCHUS: YICOHUK JIJISI CPETHETO
npodeccuonanbHoro oopazoBanms / J[. WM. Packun, A. P. CokomoB. — Mockaa:
NznarensctBo Opaiit, 2024. — 416 c. — (Ilpodeccrnonansuoe obpaszo-panue). —[SBN
978-5-534-16252-3. — Texcr : anextponnsiid / OOpaszoBarenb-Has miatdgopma FOpait
[caiiT]. — URL: https://urait.ru/bcode/539267.
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3.5.3.2. JlonoJIHUTENbHBIE HCTOUHUKH (NpU HE0OX00UMOCHU)
HopMaTuBHBIC aKThI:

1. Konctutynus Poccuiickoit ®denepanyu ot 12.12.1993 (¢ yu€rom mnompaBok,
BHECEHHBIX 3akoHamMu Poccum o mompaBkax k Koncrurynmum Poccum ot 30.12.2008
Ne 6-®K3, or 30.12.2008 Ne 7-®K3, or 05.02.2014 Ne 2-®K3, or 21.07.2014
Ne 11-®K3, ot 14.03.2020 N 1-®K3).

2. I'paxxnanckuii kogexe Poccuiickoit @eneparnuu (dacts nepsasi) ot 30.11.1994
Ne 51-@3 (pen. ot 08.08.2024).

3. TpynoBoii konekc Poccuiickoit ®enepamuu ot 30.12.2001 Ne 197-@3 (pen.
ot 06.04.2024).

4. YronoBueii koaekc Poccuiickoit ®denepamnu ot 13.06.1996 Ne 63—D3 (pen.
08.08.2024).

5. 3akon Poccum ot 21.07.1993 Ne 54851 (pen. 08.08.2024) «O rocynapcTBeHHON
TarHEe».

6. @enepanbHbli  3akoH  OT  29.12.1994 Ne 77-®3 (pen. ot 01.05.2022)
«O0 00s13aTETLHOM K3EMILIIPE JOKYMEHTOBY.

7. ®enepanpHblii  3akoH  oT 22.10.2004 Ne 125-®3 (pen. ot 13.12.2024)
«O6 ApxuBHoM Jene B Poccuiickoit @enepannmy.

8. ®enepanbhbiii 3akoH OT 02.05.2006 Ne 59-@3 (pen. ot 30.03.2025) «O nopsiake
paccMoTpeHwst oOpareHui rpaxaan Poccuiickoit denepanum.

9. ®enepanbubiii  3akoH  oT 27.07.2006 Ne 149-®3 (pen. ot 08.08.2024)
«O06 na(popmaru, THHOPMAITMOHHBIX TEXHOJIOTHUAX U O 3aITUTE HHHOPMAITII.

10. ®enepanbubiii  3akon ot 27.07.2006 Ne 152—®3 (pen. ot 08.08.2024)
«O nepCOHAIBHBIX TAHHBIX.

11. ®enepanbubiii  3akoH  oT  06.04.2011 Ne 63—®d3 (pen. ot 04.08.2023)
«O0 27EKTPOHHOM MOATHCHY.

12. Yka3  Ilpesupgenta Poccuiickoit  ®Denepaumu ot 04.04.2016  Ne 151
«O DenepanbHOM apXUBHOM areHTCTBE.

13. Yka3 IIpesunenta Poccuiickoit ®enepanuu ot 22.06.2016 Ne 293 «Bompocsl
denepaabHOr0 APXUBHOTO ATEHTCTBAY.

14. Pacniopstxenue [IpaBurensctBa Poccun ot 21.03.1994 Ne 358—p «O coxpanHOCTH
JIOKYMEHTOB TIO JITYHOMY COCTaBY BBHICBOOOKIAEMBIX PAOOTHHUKOBY.

15. TIlocranoBnenne Muntpyna Poccun ot 10.09.1993 Ne 152 «Hopwmsl BpemeHu Ha
paboOThl MO AaBTOMATH3MPOBAHHON apXWBHOW TEXHOJIIOTUU W JOKYMEHTAIIMOHHOMY
00ecIieueHII0 OPTaHOB YIIPABICHUSD.

16. IIpukaz Muntpyga Poccum ot 19.04.2018 Ne 266H «OO0 yTBepKIeHUH
npodeccroHanbHOoro  cranaapra “Crnenuaiuct no  (GOPMHUPOBAHUIO  BJIEKTPOHHOI'O
apxuBa’».

17. Ilpukaz Muntpyna Poccuu ot 15.06.2020 Ne 333 «OO0 yTBEpKACHHUU
npodeccuoHasibHoro  craHgapra  “‘CnenuayuctT MO OpPraHu3allMOHHOMY |
JOKYMEHTALIMOHHOMY O0€CIIEUEHUIO YIIPABICHUS OpraHU3aluei .

18. Ilpukaz Muntpyna Poccun ot 18.03.2021 Ne 140 «OO06 yTBEep)ACHUH
npodeccuonabHOTO cTanaapTa “CrenuainucT apxusa’».
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19. Tlpuxa3z MU Poccuu ot 17.04.2007 Ne 5213 «O06 yTBep>KACHUHM HOBOM peaaKIIuu
Enunoro xknaccugukaropa nokymentop MU/ Poccumy.

20. Tlpukaz MUJI Poccum ot 05.04.2013 Ne 4806 «O06 yrBepxaennn MHCTpYyKIMHU 110
Jenonpoun3BoicTBY B cucteMe MU T Poccum».

21. Ilpukaz PocapxuBa ot 06.04.2001 Ne 25 «OO0 yrBepxkaeHun MeToau4ecKux
PEKOMEH Al TI0 aTTecTaluy pabOTHUKOB apXUBHBIX OPTAHOB M YUPEKICHHI».

22. Tlpukas PocapxuBa ot 14.01.2004 Ne 9 «O06 yrtBepxkneHnn MeToauku pacuéra
IITaTHOW YHCIEHHOCTH T'OCYAAPCTBEHHBIX aPXMBOB HA OCHOBE HOPMATHUBOB 110 TPYIY».

23. Tlpukaz PocapxuBa ot 15.12.2016 Ne 146 «OO0 yTBepKIEHUHM peTIaMEHTa
®denepaabHOr0 APXUBHOIO ATEHTCTBAY.

24. IIpuka3 Pocapxusa ot 09.01.2017 Ne 1 «O6 yTBepkaeHUN ATMHUHUCTPATUBHOTO
permameHTa 1o  mOpenocraBieHuto  DenepanbHbBIM  ApXMBHBIM  ar€HTCTBOM
rocynapcTBeHHOM yciyru “OpraHuzanusi UHQOPMAIIMOHHOTO O0ECTeUYeHUsl TpakKIaH,
OpraHu3alui U OOIECTBEHHBIX O0ObEIMHEHUI Ha OCHOBE JIOKYMEHTOB ApXUBHOTO (hOoHJIA
Poccuiickoil enepaiiuy U Ipyrux apXyWBHBIX JOKYMEHTOB »

25. Ilpukaz PocapxuBa ot 01.09.2017 Ne 143 «OO6 yrBepxknenun Ilopsiaka
MCIIOJIb30BAaHUSI ApXUBHBIX JOKYMEHTOB B I'OCYJApCTBEHHBIX U MYHHUIIMIAJIBHBIX ApXUBaX
Poccuny.

26. Ilpukaz PocapxuBa ot 11.04.2018 Ne 42 «O6 ytBepxaenuu IIpumepHoro
MOJIOKEHUS 00 apX1BE OPraHU3aALUN.

27. Tlpukaz PocapxuBa ot 11.04.2018 Ne 43 «O6 yrBepxknaenuu IIpumepHoro
MOJIOKEHUS 00 HKCIIEPTHON KOMHCCUU OpPraHU3aLiimy.

28. [Ipuka3 PocapxuBa ot 11.04.2018 No 44 «O6 yrtBepxkaenun IIpumepHoit
WHCTPYKIIHMHU IO AEJONPOU3BOACTBY B TOCYAAPCTBEHHBIX OPraHU3aLSIX).

29. Ilpuxka3 Pocapxusa ot 20.12.2019 Ne 236 «O6 ytBepknenuu Ilepeuns TUTIOBBIX
YIPaBICHYECKUX APXMBHBIX JOKYMEHTOB, OOpPa3yIOLIMXCS B MPOILECCE JAEATEIbHOCTU
rOCy/JapCTBEHHBIX OpPraHOB, OpPraHOB MECTHOIO CaMOYIPABJICHHWS W OpraHu3alui, C
YKa3aHHUEM CPOKOB XPaHEHUS.

30. Ilpuka3 PocapxuBa ot 20.12.2019 Ne 237 «O6 ytBepxaeHun MHCTpyKIuu 1o
npuMeHeHn0  [lepeyHss  THUIOBBIX  YNPABICHYECKHX  APXUBHBIX  JOKYMEHTOB,
00pa3yromuxcs B MpoIiecce eI TeIbHOCTH TOCYAaPCTBEHHBIX OPraHOB, OPIraHOB MECTHOTO
CaMOYTIPaBJICHUS U OpraHU3allid, C yKa3aHUEM CPOKOB XPAHEHUS.

31. Ilpukaz PocapxuBa ot 25.02.2019 No 30 «O6 ytBepxkaenuun IIpumepnoro
nojoxenus: o LlenTpansHOM apxuBe (eaepanbHOrO OpraHa TOCyJapCTBEHHOH BIAcTH,
MHOTO (pesiepaibHOrO roCyIapCTBEHHOTO OpraHay.

32.Ilpukaz PocapxuBa ot 25.02.2019 Neo 31 «O6 ytBepxkaenun IIpumepnoro
nojoxkeHust o  LleHTpanbHOM  SKCHEepTHOM  KOMHUCcHH — (eiepalibHOTO — OpraHa
roCyJJapCTBEHHOM BJIACTH, MHOTO ()eIepalIbHOTO TOCYJApPCTBEHHOI'O OpraHay.

33. Ilpukaz PocapxuBa ot 22.05.2019 Ne 71 «O06 yrBepxaeHun IIpaBuin
JIEJIONPOU3BO/ICTBA B TOCYJAPCTBEHHBIX OpraHax, OPraHax MECTHOT'O CAMOYTIPABIICHUS.

34. IIpuxa3 Pocapxusa ot 02.03.2020 Ne 24 «O6 yrBepxaenuu IpaBun opranuzanuu
XpaHEHUsI, KOMILUIEKTOBAHUSA, y4€Ta U HMCHOJIb30BAaHUS JTOKYMEHTOB ApPXHMBHOro (hoHaa
Poccuiickoit ®denepau U IpyruxX apXMBHBIX JIOKYMEHTOB B TOCYJApCTBEHHBIX H
MYHHUITUTIATEHBIX apXHUBAX, My3esiX U OMOIMOTEKaX, HAYYHBIX OPTaHU3aINTX).
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35. Ilpuka3 Pocapxusa ot 25.06.2020 Ne 75 «O6 ytBepkaeHuu [lopsinka mpu3HaHus
JOKyMEHTOB ~ ApxuBHOoro ¢onma Poccuiickoit ®enepanyiyi  HaXOASIIMMHUCA B
HEYJIOBJIETBOPUTEIBHOM (PU3UUECKOM COCTOSTHUI.

36. [Ipukaz PocapxuBa ot 15.07.2020 No 69 «OO6 yTBEpKIECHHUH THUIIOBBIX
(YHKIMOHAIBHBIX TPEeOOBaHMM K CHCTEMaM OJIIEKTPOHHOTO JOKYMEHT000OpoTa H
CUCTEMaM XPaHEHUS JJIEKTPOHHBIX JIOKYMEHTOB B apXMBaX rOCYJapCTBEHHBIX OPraHoB.

37.lpuka3 PocapxuBa ot 09.12.2020 Ne 155 «OO6 ytBepxnenun IlpaBun
OpraHU3aluy XpaHEHUs, KOMIUIEKTOBAaHHUS, YU4€Ta U UCIIOJIb30BAHUS HAYYHO—TEXHUYECKOMN
JIOKYMEHTAllMX B OpraHax rocyJapCTBEHHOM BJIACTH, OpraHaX MECTHOTO CaMOYTPABIICHUS,
TOCYAPCTBEHHBIX U MYHUIIUTIAIBHBIX OPTraHU3aIUsIX».

38. [lpuka3z PocapxuBa ot 24.12.2020 Ne 199 «O0 ytBepxneHun Meronndyeckux
PEKOMEHJAIM 10 pa3padOTKe MHCTPYKIMKA MO JEJONPOU3BOJCTBY B TOCYAAPCTBEHHBIX
OpraHax, OpraHax MECTHOI'O CaMOYIPABJICHUS.

39. IIpuka3 Pocapxusa ot 31.07.2023 Ne 77 «O0 yTBepKI€HUM MPABUI OpraHU3aIu
XpaHEHMsI, KOMIUICKTOBAHUS, y4€Ta W HMCTOJIB30BaHUS JTOKYMEHTOB ApPXHWBHOTO (hoHIA
Poccuiickoit @enepatv ¥ Apyrux apXuMBHBIX JOKYMEHTOB B OpraHax roCyAdapCTBEHHOU
BJIACTH, OPraHaX MECTHOT'O CaMOYIIPABIICHUS U OPTaHU3ALMSIX.

40. ITpukaz Muno6pnayku Poccuu ot 29.11.2023 Ne 1111 «O Ilepeune 10KyMEHTOB,
o0pa3yromxcs B Iporiecce AeATeIbHOCT MUHHICTEPCTBA HAYKU U BBICIIETO 00pa30BaHus
Poccuniickort @enepan ¥ NOABEAOMCTBEHHBIX €MY OpPraHU3alUM, ¢ YKA3aHUEM CPOKOB
XPaHEHUSD.

41. Ilpuka3 banka Poccun ot 29.12.2023 Ne OJ1-2292 «O06 ytBepxkaenun [lepeuns
JOKYMEHTOB, oOpa3zyrommxcsi B jAearenbHocTd LleHtpansHoro Oanka Poccuiickoit
Denepaiy, ¢ yKazaHUEM CPOKOB XPaHEHUS.

42. TOCT 17914-72. «O610%KHU €7 IJIUTENbHBIX CPOKOB XpaHeHus. TexHudyeckue
ycnoBus», BBeI€H [loctanosnenueM I'occtanpapra CCCP ot 17.07.1972 Ne 1411 (pen. ot
13.10.1982).

43.TOCT P 7.0.97-2016. «HaunonansHeiii ctanaapt Poccun. Cuctema ctangapToB
no wuHbopMaMK, OUOIMOTEUHOMY | W3AATENbCKOMY Jaeny. OpraHu3aroHHO—
pacniopsiuTeNibHast JToKyMeHTanus. TpeOoBaHusi K OGOPMIICHUIO JOKYMEHTOBY», YTB.
ITpukazom Poccrangapra ot 08.12.2016 Ne 2004—cT (pen. ot 14.05.2018).

44. T'OCT P 7.0.8-2025. «Hannonanensiii ctanaapt Poccun. Crucrema cTaHIapToOB
no wuH(oOpManuu, OHOTMOTEUHOMY U H3AATEIbCKOMY Jeiy. JlemompousBoacTBO
M apxuBHOE J1eno. TepMuHbl W omnpeneieHus», yrB. llpukazom Poccranmapra
ot 28.01.2025 Ne 30-cr).

45. Meroguueckue pexkoMeHgauumu K [IpaBuwiam — opraHuzaiuu  XpaHEHWs,
KOMILJICKTOBAaHUs, y4€Ta U UCHOJIb30BaHUs JTOKYMEHTOB ApxuBHOro ¢onga Poccuiickoil
denepauu U IPYruX apXUBHBIX JOKYMEHTOB B TOCYJAPCTBEHHBIX U MYHHUIIMHAIBHBIX
apxuBax, My3esx 1 OnOmoTekax, HayuHbix opranuzaiusix / Pocapxus, BHUMIAL. — M.,
2021.-330c.

46. Meronuyeckre pPEKOMEHJAIMU 10 pa3padoTke ¢eaepalbHBIMU  OpraHaMHu
rOCY/IapCTBEHHOW BJIACTH MPUMEPHBIX HOMEHKJIATYP €N Ui TEPPUTOPUATBHBIX OPTraHOB
U MOJIBEJIOMCTBEHHBIX opranu3aiuii / Pocapxus, BHUMJA. M., 2018. 29 c.

47. Meronuyeckre peKOMEHAIMU 10 paboTe ¢ JOKYMEHTaMU 0 IMYHOMY COCTaBy B
rOCYJIapCTBEHHBIX W MYHUIMNAIBHBIX apXuBaxX, apxuBax opraHuzaumid / Pocapxus,
BHUNIA. M., 2018. 72 c.

35



48. Meronuyeckre peKOMEHIAUN «IKCHepTHU3a UEHHOCTH U OTOOp B COCTaB
ApxuBHoro ®onpa Poccuiickoii ®enepaiuu AOKYMEHTOB IO JIMYHOMY COCTaBY»,
cornacoBansl ¢ LIDIIK npu Pocapxuse 23.12.2014.

49. Meronuyeckue pekomeHaauu «CocTaBieHUe apXUBHBIX OINKUCEHN B 2JIEKTPOHHON
dopmMe U uX HHTErpauus B MHGOPMAIMOHHYIO HH(PACTPYKTYPY TOCYJapCTBEHHBIX U
MYHULMIIAIBHBIX apxuBoBY». Pocapxus, BHUNJIA /L. M., 2013.

50. Meroauueckue  pexkoMmeHpalmu — «OnpeneneHue  OpraHu3aluil—UCTOYHUKOB
KOMILJIEKTOBAHHUS TOCYAAPCTBEHHBIX U MYHUIUIAIBHBIX apXUBOBY, corfacoBansl ¢ [[DTIK
npu Pocapxuse 30.10.2012.

51. Meroauueckne peKOMEHJAIMK 110 UCIIOJIHEHUIO 3allPOCOB COLMAIbHO-IIPABOBOIO
xapakrepa. Pocapxus, BHUNJA. M., 2011.

52.0160p Ha TOCYJapCTBEHHOE XpaHEHHWE YIPABICHYECKUX JIOKYMEHTOB,
O0pa3yIoUMXcsi B JEATETLHOCTH HEroCyJapCTBEHHBIX OpraHu3auui. MeToauueckue
pexomenaammu (ogo6pensl LIDIIK Pocapxupa 15.12.1996). — M., 1997. — 58 c.

53. PekoMeHmanMm MO KOMIUIEKTOBAHUIO, YY€Ty M OpraHU3allud  XpaHEHHS
AJIEKTPOHHBIX APXUBHBIX JIOKYMEHTOB B apxuBax opranuzanmii. Pocapxus, BHUMJIA/L.
M., 2013.

54. CioBapp  BHJOB M  PA3HOBUAHOCTEM  COBPEMEHHOW  YIPABIEHYECKOM
nokymentauuu. Pocapxus, BHUMIA/L. M., 2014.

55. bacakoB, M.M., JloKyMeHTallMOHHOE OOECIEUEHUE YIPABIECHHUS (C OCHOBaMH
apxuBoBenieHns): yueoHoe nocodue st CITIO / M.U. bacakos. — Mocksa: M3narenscTBoO
KnoPyc, 2023. — 216 c. — Tekcr : HenocpenctBeHHbI. — [SBN 978-5-406—-07305-6.

56. Beperexuna, C.B., HerocynapcTBeHHbIE CTPYKTYPbl U ayTCOPCHUHI B apXUBHOM
nene: moHorpadus / C.B. Beperexuna. — Mocksa: M3narensctBo KaoPyc, 2024. — 128 ¢. —
Tekcr : HenocpencTBeHHbIN. — [SBN: 978-5-4365-8006—7.

57. EropoB, B.IIl.,, CounbkoB, A.B. OOecrnieueHne COXpaHHOCTH, PECTaBpallus H
KOHCEpBaIus JOKyMEHTOB: yueOHoe mocooue. — C.—I10.: Jlans, 2022. — 220 ¢. — ISBN:
978-5-507-45047-3.

58. Kosnog, B. I1. ApxuBoBeneHue: yueOHUK U IPakTUKYM Jij1s By30B / B. I1. Koznos.
— Mocksa: UznarensctBo FOpaiit, 2024. — 329 ¢. — (Briciiee oo6pazoBanue). — ISBN
978-5-534-14066—-8. — Texkct: anexkrponHbIil / OOpa3oBaTtenbHas 1iatdopma FOpait
[caitt]. — URL: https://urait.ru/bcode/519689.

59. IMaBnosa, P. C. Jlenonpon3BoAcTBO MO OOpallieHUsIM TpaxaaH: yueOHoe mocooue
s CIIO / P. C. IlaBnoBa. — Cankr—IletepOypr: Jlans, 2022. — 324 c.: wi. — TekcrT:
HernocpeacTBeHHbI. — [SBN: 978-5-8114-9925-0.

60. I[TonoB, A. B. ApxuBoBenenue. 3apyOexHas Poccuka: y4eOHUK ISl CpEIHETO
npodeccuonanbHoro obpazosanusi / A. B. IlomoB. — Mocka: MznatensctBo HOpaiir,
2024. — 168 c. — (IIpodeccuonanpHoe obpazoBanue). — ISBN 978-5-534-10240-6. —
Tekcr: anektponHbli //  OOpazoBatenbHas miatgopma FOpait [caiit]. —
https://urait.ru/bcode/517666.

61. Packun, JI. . ApxuBoBenenue: yueOHuk anst By3oB / JI. M. Packun, A. P.
CokomnoB. — 2—€ u3[., uchp. u aomn. — Mocksa: U3narensctBo FOpaiit, 2024, — 468 ¢. —
(Beiciiee oOpazoBanue). — ISBN 978-5-534-15245-6. — TekcT: 31€KTpOHHBIA //
O6pazoBarenphas wiatdopma FOpaiit [caiiT]. — URL: https://urait.ru/bcode/510961.
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62. Camapuyk, H.C., MapkeTtuHroBas JesTeIbHOCTh T'OCYJApCTBEHHBIX apXUBOB:
monorpadus / H.C. Camapuyk. — MockBa: UznarensctBo Pycaitne, 2023. — 312 c. —
Tekct: HenocpeacTBeHHbIN. — [ISBN: 978-5-466-01550-8.

63. TenpuapoB, A. JI. ApxuBoBeneHue: yuyeOHoe mocobue ajis 6akanaBpoB / A. ]I.
TempuapoB. 5— um3a. — MockBa: UTK «lamkoB u K», 2023. — 184 c. — Tekcr:
HernocpeacTBeHHblil. — [SBN: 978-5-394-05400-6.

64. Xopxopauna, T.M. ApxuBHasi SBpPUCTUKA: METOJbl BBISBICHUS apPXHUBHBIX
JOKYMEHTOB : Y4eOHMK M TpakTukym s By3oB / T. WM. Xopxopaumna. — 2-e u3fd.,
nepepad. u gon. — MockBa : UzmarensctBo IOpaiit, 2024. — 367 c¢. — (Briciiee
obpazoBanue). — [SBN 978-5-534-19176-9. — Tekcr : anextponnslii // O6pazoBarenbHas
wiatgopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/556095.

65. LlemenkoBa, C.1. ApxuBoBenenue. Vcropusi apxuBoB Poccun ¢ apeBHEMIINX
BpeMeH 70 Hadaiga XX Beka : ydeOHoe mocobue it CpeaHero mnpodeccHoHaTIbHOro
obpazoBanus / C. U. Ilemenkosa ; mox HayuHnout penakuueit JI. H. Mazyp. — Mocksa :
MznarensctBo FOpaiit, 2024. — 128 ¢. — (IIpodeccuonansuoe odbpazoBanue). — ISBN
978-5-534-12086-8. — Tekcr : snexktpoHHbidt // OOpa3oBatenbHas rmiaatdopma HOpaiit
[caiiT]. — URL: https://urait.ru/bcode/555669.

66. [llaxomanosa, O.FO. OpraHu3anus rocylapcTBEHHBIX yupexzaeHud Poccun :
yaebHoe nocobue ayisi cpearero npodeccuonanpaoro oopazosanus / O. 0. llaxomxanona.
— 2-e u3f., nepepad. u gorn. — Mocksa : UznarensctBo FOpaiit, 2022. — 161 ¢. —
(ITpopeccuonanproe obOpazoBanme). — ISBN 978-5-534-12448-4. — Tekct
amekTpoHHbid  //  OOpazoBarenpHas 1iargopma FOpaitr  [caiit]. —  URL:
https://urait.ru/bcode/496292.

HNuTepHeT pecypcebl:

1. http://archives.ru/ — opurmansublil caiiT denepaaIbHOrO apXUBHOTO areHTCTRA.

2. http://www.rusarchives.ru/ — moptan Apxussl Poccun.

3. http://archives.ru/documents/methodics/OAD/index.html — wmynbTUMETUIHBIN
CIPaBOYHO—METOINYECKH pecypc « OCHOBBI apXUBHOU JEATEITHHOCTH.

4. http://www.vniidad.ru/ — opunuaneusiii caitt BHUIA/L

5. http://pravo.gov.ru/ — I'ocynapcTBeHHas cucTemMa IpaBoBOM HH(POPMAITUH.

6. http://www.consultant.ru/ — cnpaBouHo-ipaBoBasi cucrtema «KoHCynbTaHT
[Tmroc».

7. http://docs.cntd.ru/ — xoncopuuym Kogexc —InekTpoHHBINH (HOHA MpaBOBOW U
HOPMATHBHO—TEXHUYECKOHN JTOKYMCHTAIIHH.

8. http://www.rusarchives.ru/izdaniya—i—publikacii/otraslevye—smi/zhurnal—
otechestvennye—arhivy/soderzhanie—nomerov — xypHan «OTe4eCTBEHHbIE ApXUBBD».

9. http://www.vestarchive.ru/ — »xypHan « BecTHUK apXuUBHUCTay.

10. http://www.rosspen.su/ru/archive/ — xxypHan «Mcropuueckuit apxuBy.

11. http://www.delo—press.ru/ — sxypHai «Jle10nponu3BoACTBO U apXUBY.

12. http://www.sekretariat.ru/ —  PRO-/lenonpousBoactBo.  Ilopran s
pykoBoautenei cinyx0 JIOY u cexperapeit Bcex ypoBHEH.

13. http://www.profiz.ru/sr/ — npodeccuoHaabHbIN KypHAJ JUIs CEKpeTapeH.

14. https://www.gdm.ru/ — I'unbaus yrnpaBiIsiOIdX J0OKYMEHTAIIUCH.

37



15. https://ecm—journal.ru/ — xypHan 00 3JIEKTPOHHOM KOHTEHTE, JTOKYMEHTaX M
Ou3HEeCc—TIpoIeccax.

HGpI/IOI{HIIeCKI/IG N3JaHuA.

1. XKypnain «OreuecTBEHHbIE apXUBBI» BBIXOAUT € 1923 T.

2. Xypnan «BecTtHuk apxuBucra» BeIxoaut ¢ 1991 r.

3. Kypnan «Mctopuyeckuil apxuB» Ha PETyJSIPHOW OCHOBE BBIXOAUT ¢ 1992 1.

4. Kypnan «/lenonpou3BoacTBO U JOKYMEHTOOOOPOT Ha MPEIPUATUN» BBIXOJAHUT
c 2002 r.

5. Kypnan «Cekperapb-pedepent» BoixoauT ¢ 2002 T.

6. Kypnan «CrnpaBouHuk cekperaps u opuc-mMmeHempxepay Boixoaut ¢ 2002 r.
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4. KOHTPOJIb ¥ OLIEHKA PE3YJIbTATOB
MPOU3BOJACTBEHHOM MPAKTUKHU (IIPEJIATIJIOMHASI TIPAKTHKA)

4.1. ®opmbl 1 METOABI KOHTPOJS U OLICHKH PE3YJIbTATOB MPOXOXKIACHUS MPOU3BOJCTBEHHON MPAKTUKU (MPEIAUILIOMHAS
MIPaKTUKAa) JOJKHBI TIO3BOJIATH MPOBEPSTH Y 00ydaromuxcsi choOpMUPOBAHHOCTH MPO(HECCUOHATBHBIX U OOITUX KOMIIETEHITHI:

Koa 1 HamMeHOBaHHe
NnpogecCHOHATBHBIX U 00IUX KOMIIeTeHLM I,
(opMupyeMBbIX B paMKaX MOAY.JIs

Kpurtepnnu onenkn

MeTtoabl OlIEHKH

[IK 1.1. OcymiecTBasATh MpUEM-Iepeaauy
yIpaBieHuYeCKOH MH(YOPMAIIUU C TTIOMOIIBIO
cpeacTB MHOOPMAIIMOHHBIX 1 KOMMYHUKAITHOHHBIX
TEXHOJIOTHUH.

[Nonyuenue Heo6xoauMon nHGOpMAIUN

U Ilepeiada CaHKIIMOHUPOBAaHHOMN
WHPOPMALIUH C HCIIOIB30BAHUEM CPEICTB
WHPOPMALMOHHBIX 1 KOMMYHHKAIIMOHHBIX
TEXHOJIOTH

AHanu3 1 OlIeHKa PaKTHYECKOH IeSTeIbHOCTH.
AHanu3 ¥ OlleHKa peleHni MpoOIeMHBIX CUTYalni
NP BBINIOJTHEHUH MTPAKTUYECKUX 3aaHuH.
ATTecTanus 110 NPOU3BOICTBEHHOW MPAKTUKE
(mpennuIuIoMHas MPaKTHUKA)

IIK 1.2. KoopauaupoBaTh paboTy HpUEeMHOM
PYKOBOAMTEIS, 30H IpHUeMa pa3IUuHbIX KaTeropuit
[IOCETUTENIEW OpPraHU3aALMH.

Koopnunanus paboTsl mpuéMHON
PYKOBOAMTENS U 30H PUEMA Pa3INIHBIX
KaTerOpUM IOCETUTENIEH OpraHu3aluu

AHanu3 1 OlleHKa PaKTHYECKOHN NesTeIbHOCTH.
AHanu3 ¥ OlleHKa pelleHu MpoOIeMHBIX CUTyalnui
IPY BBITIOJTHEHUH MTPAKTUYECKUX 3aaHuH.
ATTecTanus 1o NPOU3BOICTBEHHOW MPAKTUKE
(mpennuIuIoMHas MPaKTHUKA)

[IK 1.3. BnageTs HaBbIKaMH MJIaHUPOBAHUS
pabouero BpeMeHU PYKOBOJUTENS U CEKpETaps.

[Tnanuposanue pabouero BpeMeH!
PYKOBOJUTEIS M paboyero JIHS ceKpeTapst

AHanu3 ¥ OlleHKa PaKTHYECKON NesTeIbHOCTH.
AHanu3 ¥ OlleHKa pelleH MpoOIeMHBIX CUTYalni
IPY BBITIOJTHEHUH MTPAKTUYECKUX 3aaHuH.
ATTecTanus 1o MPOU3BOICTBEHHOW MPAKTHKE
(IpenuIuIoMHast MPaKTHUKA)

[IK 1.4. OcymiecTBISTh MOATOTOBKY JIETIOBBIX
MOE3/I0K PYKOBOJUTEINS U JPYTHX COTPYTHUKOB
OpraHU3aINH.

Opraau3arus JeI0BbIX MTOE3I0K
pPyKOBOIUTENS
U APYyTUX COTPYIAHUKOB OpraHu3aliu

AHanu3 ¥ OlleHKa PaKTHYECKOHN e TeIbHOCTH.
AHanu3 ¥ OlleHKa pelleHu MpoOIeMHBIX CUTYalui
IPY BBITIOJTHEHUH MTPAKTUYECKUX 3aaHuH.
ATTecTanus 1o MPOU3BOICTBEHHOW MPAKTHKE
(IpenuIuIoMHas MPaKTHUKA)

IIK 1.5. BmageTs criocobamu opraHu3aliiu
pabodero MpoCTpaHCTBa MPUEMHOHN 1 KaOWHETa
PYKOBOJUTEIIS.

Opranuzanus U NoAep>KaHue
(hyHKITMOHATBHOTO pa00Yero MpOCTPaHCTBA

AHanu3 1 OLIeHKa IPaKTHYECKOH AesITeIbHOCTH.
AHanu3 ¥ OlleHKa peleHui TpoOIeMHBIX CUTyalnui
[IPY BBIIOJTHEHUH MPAKTUYECKUX 3aJaHUH.
ATTecTanus no Mpou3BOACTBEHHON MPAKTHKE
(IpeIMIIOMHas MPAKTUKA)

[IK 1.6.

OcymecTBasaTh paboTy MO NOATOTOBKE

1 TIPOBEJICHNIO KOH()EPEHTHBIX MEPOIIPUSATHH,
obecrieunBaTh MHPOPMALMOHHOE B3aUMOICHCTBHE
PYKOBOAMTENS C MOAPA3ACICHUSIMH U
JOJKHOCTHBIMHM JIMLAMH OPTaHU3alKH.

Opranuszanus NoAroTOBKH U MPOBEICHUE
BHYTPEHHHUX M BHEIIHUX KOH()EPEHTHBIX
MEpONpPHATHH, oOecrieueHre
WHGOPMALMOHHOTO B3aUMO/IEHCTBUS
PYKOBOAMTEIS C MOAPA3ACICHUSIMH U
JOJDKHOCTHBIMHM JIMLAMH OPTaHU3alKu.

AHanu3 " OIleHKa NPaKTHIECKOH NeATENBHOCTH.
AHanu3 ¥ OlIeHKa pelleHu TpoOIeMHBIX CUTyalnui
[IPH BBIIIOJTHEHUH NMPAKTUYECKUX 3aJaHHUH.
ATTecTanys o Mpou3BOACTBEHHON MPAKTUKE
(mpenuIuIoMHas MPaKTUKA)
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Koa n HaumeHoBaHue
Npo(ecCHOHAIBLHBIX U 00X KOMIIeTeH Ui,
(opMupyeMBbIX B paMKaxX MOAYJIs

Kpurepuu ouenku

MeTtoabl OlIEHKH

MK 1.7.

OdopMIIATh OpPraHU3aMOHHO-PACTIOPIUTEIHHBIC
JOKYMEHTHI ¥ OPraHU30BBIBATh Pa0OTy C HUMH, B
TOM YHCJIE C HCTIOIh30BaHHEM
ABTOMATHU3UPOBAHHBIX CHCTEM.

OdopmieHre opraHu3aMOHHO-
pacHopsAUTEILHBIX JOKYMEHTOB

W opraHu3anus paboThl ¢ HUIMH, B TOM YHUCIIE
C HCTIOJIh30BaHUEM aBTOMATH3UPOBAHHBIX
cUCTEM

AHanu3 1 OLIEHKa MPAKTUYECKOM IEATEIbHOCTH.
AHanu3 ¥ OIEHKA PelIeHUi MPOOIEeMHBIX CUTYaIHi
IIPY BBITIOJTHEHUH MTPAKTHYECKUX 3a/TaHUH.
ATTecTanus 1o npou3BOICTBEHHON MPaKTHKE
(TpemmuIIOMHAs TIPAKTHKA)

[IK 1.8.

OdopMIsATh JOKYMEHTBI 110 THYHOMY COCTaBY H

OpTaHU30BBIBaTh paOOTY C HUIMH, B TOM YHCIIE C

HCIIOJIb30BAaHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

OdopmiieHre TOKYMEHTOB 10 INYHOMY
COCTaBYy U OpraHMU3aIus PabOThI C HUMH,
B TOM YHMCJIC C HCIOJIb30BAHHEM
ABTOMATU3UPOBAHHBIX CUCTEM

AHanu3 1 OlIeHKa PaKTHYECKOHN AeSTeIbHOCTH.
AHanu3 ¥ OlleHKa pelleHi MpoOIeMHBIX CUTyalnui
NP BBITIOJTHEHUH MTPAKTUYECKUX 3aaHnH.
ATTecTanus 10 NPOU3BOICTBEHHOW MPAKTUKE
(mpennuIuIoMHas MPaKTHUKA)

IK 1.9.

OpraHH30BBIBaTH TEKYIIEE XpPaHEHHE TOKYMEHTOB,
00paboTKy Ae AJsl OTIEPaTUBHOTO U apXUBHOTO
XpaHEHHs], B TOM YHCIIE C HCIOIb30BaHUEM
aBTOMAaTH3WPOBAHHBIX CHCTEM.

OpraHu3anys TeKyIero XpaHeHns
JIOKYMEHTOB, 00paboTKa /e is
OIIEPaTHBHOTO U apXUBHOTO XPAaHEHHUS,
B TOM YHCJI€ C CIIOIb30BaHUEM
aBTOMAaTH3UPOBAHHBIX CHCTEM

AHanu3 U OLIEHKa MPAKTUYECKOMN EATEIbHOCTH.
AHanu3 ¥ OIIEHKA PeIIeHUI MPOOIEMHBIX CUTYaITHA
IIPY BBIIIOJTHEHUH MPAKTUIECKUX 3aJaHHUH.
ATTecTanus 1o Npou3BOJACTBEHHOMN MPAaKTUKE
(mpenmuIuIoMHas PaKTHKA)

MK 2.1.
OcymiecTBIsATh KOMILIEKTOBAHNE apXUBHBIMU
Jies1laMu (JIOKYMEHTaMH) apXuBa OpraHu3aluu

Ocy1ecTBiIeHHE KOMIUIEKTOBAHUS
apXUBHBIMU JeNaMH (JOKYMEHTaMH) apXHBa
OpraHu3aluu

AHanu3 ¥ OlleHKa PaKTHYECKOH JIeITeTbHOCTH.
AHanm3 ¥ OlleHKa pelleHu MpoOIeMHBIX CUTYalui
IPY BBITIOJTHEHUH MTPAKTUYECKUX 3aaHuH.
ATTecTanus 110 MPOU3BOICTBEHHONW MPAKTUKE
(IpenuIuIoMHast MPaKTHUKA)

K 2.2.
Bectu y4er apxuBHBIX /€71 (JOKYMEHTOB), B TOM
YHCIie C UCIIOIb30BaHNEM aBTOMATHU3HPOBAHHBIX
CUCTEM

Benenue yuera apXuBHBIX JelT
(mOKyMEHTORB), B TOM YHCIIE C
HCIIOJIb30BaHMUEM aBTOMAaTH3MPOBAHHBIX
CUCTEM

AHanu3 ¥ OlleHKa PaKTHYECKOHN e TeIbHOCTH.
AHanu3 ¥ OlleHKa pelleHu MpoOIeMHBIX CUTYalui
IPY BBITIOJTHEHUH MTPAKTUYECKUX 3aaHuH.
ATTecTanus 10 NPOU3BOICTBEHHONW MPAKTUKE
(IpenmuIuIoMHas MPaKTHUKA)

[IK 2.3.

OcyIecTBIsATh XpaHEHNE apXUBHBIX JIEIT
(IOKyMEHTOB) C TIOCTOSIHHBIM CPOKOM XpPaHEHHS U
I10 JINYHOMY COCTaBY B apXHMBE OpraHU3aluu

Ocy1iecTBieHNE XPAaHEHUS apXUBHBIX eIl
(TOKYyMEHTOB) C TIOCTOSTHHBIM CPOKOM
XpaHEHUs | [0 TUIHOMY COCTaBy B apXUBE
OpraHM3alNN

AHanu3 ¥ OIeHKa MPaKTHUECKOH e TEIbHOCTH.
AHanu3 ¥ OIEHKa pelIeHuil MPOOIEeMHBIX CUTYAIHHA
IIPH BBITIOJTHEHUH MTPAKTHYECKUX 3a/TaHHUI.
ATTecTanus no Mpou3BOJACTBEHHON MPAKTHKE
(IpemmuIuIOMHas MPAKTHUKA)

[IK 2.4.

OcyH_IGCTBJ'IHTB XpaHCHHUEC, KOMIUICKTOBAHUE, YUCT U
HCIIOJIB30BAaHUEC OCIT (,Z[OKYMGHTOB) BPEMCHHOTI'O
XpaHCHHUA

OcyuiecTBIEHHE XpaHEHUS,
KOMILJICKTOBAHHMS, Y4€Ta U UCTIOJIb30BaHUS
Jel (JOKYMEHTOB) BpPEMEHHOT'O XpaHEHHS

AHanu3 " OIleHKa NMPaKTHIECKOH NEATENBHOCTH.
AHanu3 1 OLIeHKa pelleHuH TpoOIeMHBIX CUTYalnui
[IPU BBIIIOJTHEHUH NMPAKTUYECKUX 3aJaHHH.
ATTecTanys o Mpou3BOACTBEHHON MPAKTUKE
(IpeIMIIOMHAas IPAKTUKA)
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MK 2.5.

OcCyIIecTBIATh UCTOIB30BAHUE APXUBHBIX JIEIT
(TOKYMEHTOB), B TOM YHCIIE C HCIOJIb30BaHUEM
ABTOMATHU3UPOBAHHBIX CHCTEM

OcyliecTBICHHE UCTIONB30BAHUS APXUBHBIX
nen (TOKyMEeHTOB), B TOM YHCIE

C HCIIOJIh30BaHUEM aBTOMATH3UPOBAHHBIX
cUCTEM

AHanm3 ¥ OlleHKa TPAKTHYECKOHN eI TeIbHOCTH.
AHanu3 ¥ OIEHKA PeIIeHUI MPOOIEeMHBIX CUTYAITHA
MIPH BBITOJTHEHUH MPAKTHICCKUX 3aJaHHH.
ATTecTanus 1o MPOU3BOJICTBCHHON MPAKTHKE
(mpemmuIuIoOMHas TPaKTHKA)

OK 01.

Br10upaTh criocoOb! penieHus 3a1a4
po(heCcCUOHATBHOMN IEATENbHOCTH TPUMEHUTEIIEHO
K pa3jMYHbIM KOHTEKCTaM

Bri0op criocoba perieHust 3aaa4
npodecCHOHAILHON NeATETbHOCTH
IMPUMCHUTECIILHO K pa3JIMYHbIM KOHTCKCTaM

AHanu3 U OIleHKa MPaKTUYECKOMN 1eITeTbHOCTH.
AHanu3 ¥ OICHKA PEIICHUI MPOOIEMHBIX CUTYaITHA
TIPH BBIMIOTHEHUH MPAKTUYECKUX 3aJaHUM.
ATTecTanys mo mMpon3BOJACTBEHHOM MPAKTUKE
(mpennuIuIoMHas MPaKTHUKA)

OK 02.

Hcnonp30BaTh COBpEeMEHHBIE CPEICTBA ITOMCKA,
aHallM3a U MHTEPIpEeTand HHPOPMAIIHH,

1 THPOPMAIOHHBIE TEXHOJIOTHH TSI BRITIOJTHEHUS
3a/1a4 Mpo(heCCUOHATHHON NeATENPHOCTH

Hcnonp3oBaHue COBpEMEHHBIX CPENICTBA
MOVCKA, aHAIIN3a U MHTEPIPETAIHH
WH(GOPMAITUH, U UCTIONTH30BaHUE
WH(POPMAITMOHHBIX TEXHOJOTHH JUIS
BEITIOJTHEHHS 337129 MTPO(heCCHOHANBHON
JIeSITEIbHOCTH.

AHanu3 1 OLIEHKa PaKTHYECKOH AEesTEIbHOCTH.
AHanu3 ¥ OIIEHKA PEIIeHUI MPOOIEMHBIX CUTYaITHHA
IIPY BBIIIOJTHEHUH MPAKTUYECKUX 3aJaHHUH.
ATTecTanys 1o NPOU3BOACTBEHHON MPAKTUKE
(mpenuIuIoMHas MPaKTHKA)

OK 04.
O¢ddexTrBHO B3aNMOIEHCTBOBATH U pabOTaTh
B KOJUICKTHBE M KOMAaH/IC

B3aPIMO):[6ﬁCTBPIe n pa60Ta B KOJIJICKTHBC
1 KOMaHI€

AHanu3 1 OLIeHKa IPaKTHYECKOH AesITeIbHOCTH.
AHanu3 ¥ OIeHKA PeIIeHUI MPOOIEeMHBIX CUTYaITHA
[IPY BBIITOJTHEHUH NPAKTHIECKUX 3aJaHHH.
ATTecTanus 10 NPOU3BOJICTBEHHON PAKTUKE
(IpeMIuIOMHAas TPAKTHKA)

OK 05.

OcyllecTBIATh YCTHYIO U MUCbMEHHYIO
KOMMYHHUKAIIAIO HA TOCYIapCTBEHHOM SI3bIKE
Poccuiickoit denepannu ¢ ya€ToM 0COOEHHOCTEH
COLIMAIBHOTO U KYJIbTYPHOTO KOHTEKCTa

Ocy1ecTBIIeHUE YCTHON M MICEMEHHON
KOMMYHHKALIUU HA TOCYIapPCTBEHHOM SI3bIKE
Poccuiickoit @enepanuu ¢ y4€ToM
0COOEHHOCTEN COLMATIBHOTO U KYJIbTYPHOI'O
KOHTEKCTa

AHanu3 1 OLIEHKa PaKTHYECKOH AesITeIbHOCTH.
AHanu3 ¥ OIIEHKA PEeIIeHUI MPOOIEMHBIX CUTYaIHA
IIPY BBIIIOJTHEHUH MPAKTHYECKUX 3aJaHHUH.
ATTecTanus 10 NPOU3BOJICTBEHHON NPAKTHUKE
(mpenuIuIoMHas PaKTHKA)

OK 06.

[IposBRATH rpaXKIaHCKO-TATPUOTHIECKYIO
MO3ULIUI0, TEMOHCTPUPOBATH OCO3HAHHOE
MOBEJICHUE Ha OCHOBE TPATUIIMOHHBIX
00II[eU€eIOBEYECKUX [IEHHOCTEH, B TOM YHCIIE C
Y4eTOM rapMOHU3AIMH MEKHAIIMOHAIBHBIX U
MEKPEIUTUO3HBIX OTHOIIECHUH, MPUMEHSITh
CTaHAAPThl AHTUKOPPYILKUOHHOTO MOBEICHUS

[IposiBnenue rpaxx1aHCKO-NaTPUOTUUECKOM
MO3ULIKUY, AEMOHCTPALUsl OCO3HAHHOTO
MOBEJCHUS HA OCHOBE TPAIULIUOHHBIX
00I1[eUeI0BEYECKUX LIEHHOCTEN, B TOM YHUCJIIE
C YYETOM TapMOHHU3AIUU MEKHAIIMOHAIBHBIX
U MEXPEJUTHO3HBIX OTHOIICHUH,
MIPUMEHEHUE CTaHAAPTOB
AHTUKOPPYILMOHHOTO MOBEACHUS

AHanu3 " OIleHKa MPaKTUIECKOH JIEATEIBHOCTH.
AHanu3 ¥ OLIeHKa pelleHu TpoOIeMHBIX CUTyalui
[IPH BBIIIOJTHEHUH NMPAKTUYECKUX 3aJaHHUH.
ATTecTanys no Npou3BOACTBEHHON MPAKTUKE
(mpenuIuIoMHas MPaKTUKA)
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OK 07.

ConeiicTBOBaTh COXpaHEHUIO OKPY>KaIOLIel Cpebl,
pecypcocOepeskeHHI0, TPUMEHSITh 3HaHUS 00
W3MEHEHUM KJIMMATa, MPUHIIUIIBI OSPEKIINBOTO
MPOU3BOCTBA, IPHEKTUBHO JICHCTBOBATH B
YpE3BBIYAMHBIX CUTYAIHSIX

CopelicTBUE COXPAaHEHUIO OKpYKaroILeil
cpezbl, pecypcocOepeKeHUI0, IPUMEHEHUE
3HAHWH 00 M3MEHEHUH KJIMMAaTa, IPUHIUIIOB
OepEeKIMBOTO MPOU3BOACTBA, 3P PEKTUBHOE
JeicTBUE B UYPE3BBIYANHBIX CUTYAIHAX

AHanu3 U OIleHKa MPaKTUYECKOMN IeATeTbHOCTH.
AHanu3 " OIICHKA PEIICHUI MPOOIEMHBIX CUTYAITHA
NP BBIMIOJHEHUU MPAKTHUECKUX 3a/IaHUH.
ATTecTanus mo Nponu3BOJACTBEHHOM MPAKTUKE
(mpenmuIuioMHas MPaKTUKA)

OK 08.

Hcnonb3oBaTh cpeacTBa GU3MUECKON KYIbTYpBI
JUISL COXPaHEHUsI U YKPETIJICHUS 3/I0POBbsI B
npouecce NpopecCHOHaNbHON NeITebHOCTH U
noJiiep>KaHus HEOOXOMMOTO YPOBHS (PH3HMUECKON
MOJIrOTOBJICHHOCTH

Hcnonb3oBanue cpeacTB PU3MIECKON
KYJIBTYPBI IS COXPAHEHUS M YKPETUICHHS
30POBBS B Mpoliecce NpodecCHOHaTbHOM
JEeSTEIBHOCTH M TO/ICPIKAHNUS
HEOO0XOTUMOTO YPOBHS (PUZUIECKON
MOJITOTOBJIEHHOCTH

AHanu3 ¥ OlleHKa PaKTHYECKOHN IeSTeIbHOCTH.
AHanu3 ¥ OlleHKa pelleHu MpoOIeMHBIX CUTyalnui
IPY BBHITIOJTHEHUH MPAKTUYECKUX 3aaHuH.
ATTecTanus 1o MPOU3BOJICTBEHHOW MPAKTHKE
(mpenmuIuIoMHast MPaKTHUKA)

OK 09.
[Tonk30BaThCs podecCOHATBLHON JOKYMEHTAIIUCH
Ha roCyJapCTBEHHOM W MHOCTPAHHOM A3bIKax

Hcnonw3oBanue nmpohecCUOHAITBHOMN
JOKYMCHTAaIlMKU Ha TOCYAapCTBCHHOM
1 MHOCTPAHHOM A3bIKax

AHanu3 ¥ OlleHKa PaKTHYECKOHN IeSTeIbHOCTH.
AHanu3 ¥ OlleHKa pelleHi MpoOIeMHBIX CUTyalui
IPY BBHITIOJTHEHUH MTPAKTUYECKUX 3aaHuH.
ATTecTanus 10 MPOU3BOICTBEHHOW MPAKTUKE
(IpenuIuIoMHas MPaKTHUKA)
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4.2. Koutpons paboThl CTylleHTa B TEPUOJl TMPOXOXKACHHUS MPAKTUKH
OCYUIIECTBJISICTCS. HEMOCPEJICTBEHHO PYKOBOJUTEIEM TMPAKTUKH OT NPOPUIbHON
OpraHu3allMy U PYKOBOJUTENEM MO MPAKTHUECKOM nmoAroToBke oT Komemxka.

OOyuaroiyecs B epUo/1 MPOXOKIACHUS MPAKTUKUA 00sI3aHbI:

- BBITIOJIHATH 33JJaHUs, TPETYCMOTPEHHbIE TPOrPAMMOM MPAKTUKHU;

- HECTH OTBETCTBEHHOCTD 32 BHITIOJIHAEMYIO padOTy U €€ pe3yIbTaThl;

- cOOMOIaTh TMpaBWJia BHYTPEHHETO TPYAOBOTO pacmopsiika npoduiIbHON
OpraHu3allNy;

- cOOMOIaTh  TPYJOBYIO W IPOU3BOJACTBEHHYIO JUCIHHUIUIMHY, IpaBHIIa
MIPOTUBOMOXKAPHON 0€30MacHOCTH, MPaBUIa OXpaHbl TPyAa U TEXHUKH O€30MacHOCTH,
CaHUTAPHO-3MUIEMHUOJIOTMYECKUX MTPABUJIA U THTUEHUYECKUE HOPMATHUBBI.

Texymuii KOHTPOJb BBIMOJHEHHUS] OOYYAIOIIMMCSA—IPAKTUKAHTOM TPOTPAMMBbI
NPAKTUKU MPOBOJUTCS B BHUJE PETYJSIPHBIX MPOBEPOK SBKM OOYYAIOIIErOCs Ha MECTO
npakTuku. DOopMON KOHTPOJI SABISETCS TAaKXKe BeJAEHUE OOYyYarONIMMCSl JTHEBHUKA
OPAKTUKH, B KOTOPOM  JIENIAIOTCSI  CHUCTEMAaTHUYEeCKHWEe 3amuch O  (HaKTHYECKU
BBITIOJTHEHHOM paboTe 3a JAeHb (HECKOJIBKO JTHEH ).

[lo pe3ynpTaTaM NpaKTUKH PYKOBOAMUTENIEM MPAKTUKU  OT NPOPUIbHON
OpraHu3allid M PYKOBOJUTEIEM IO TpakTU4YecKod moarotoBke ot Kosemxka
(dopMupyeTcsi aTTeCTAllMOHHBIN JIMCT, COAEpX AIIUi CBEJEHUs 00 YPOBHE OCBOCHHUS
oOy4Jarorumcst 00mux 1 mpoheCCUOHATBHBIX KOMIIECTEHITUH.

ATtTectanus npakTuku (nuddepeHmpoBanHbIid 3aueT) npoBoautcsa B Komnemke
PYKOBOJMTENIEM IO MpPaKkTHYeCKol mnoaroroBke oT Komlemxa, B NOpoBeleHUU
aTTeCTaMd 1O TMPAaKTHKaM TakKXe€ MOXET Y4YacTBOBATh PYKOBOAMUTENb LEHTpA
TPYAOYCTPOMCTBA U MPAKTUYECKON MOATOTOBKH (110 COTJIaCOBAHUIO).

Ha 3audere no nmpaktuke oOy4arouuiics caeT PyKOBOJUTENIO MO MPaAKTHYECKOU
noaroroBke ot Komtemka OTYET O NPOXOXKIEHUM MpakTUKU. MToromas olieHka
CTYJIGHTY BBIBOOUTCS ¢ YyueroM: |.JlHeBHHMKa mpakTUkH, 2. XapaKTEpPUCTUKHU
3. ATTecTanmoHHOrO JKUCTa, 4. Pe3ynbTaToB 3alMTHl IPAKTUKH.

OneHka, BhICTaBJIEHHAs 00y4aloIIeMycsl Ha 3a4eTe MO MPAKTUKE, PYKOBOJIUTEIEM
10 MPAKTHYECKOU MoAroToBKe OT Kosemka 3aHOCUTCS:

— B 3a4YETHYIO KHUKKY (KpOME HEYAOBIETBOPUTEIHHOMN);

— B aTTE€CTALlMOHHYIO BEJOMOCTb (B TOM YHCJIE U HEYJIOBJIETBOPUTEIBHYIO);

— B DJIGKTPOHHBIH JKypHaJ Y4eOHBIX 3aHATUHN (KpOME HEYOBIETBOPUTEIHHON).

O1eHKa 10 MPaKTUKE IPUPABHUBAETCSA K OIIEHKaM (3a4eTaMm) M0 TEOPETUYECKOMY
OOyYEHHI0O ¥ YUYWTHIBACTCS TMpPH TMOJBEJCHUU WTOTOB OOIIEH YyCIIeBaeMOCTH
00yJaroIMXcs.

HapymieHne yCTaHOBJIEHHBIX CpPOKOB MOArOTOBKM H caaun Otuéra o
MPOXOXKJICHUU TMPAKTUKU pacCcMaTpUBAECTCS KaK HapylleHUWE y4eOHON AMCIUILUIMHBI U
HEBBIMOJHEHUE Yy4yeOHoro tuiaHa. OOyuwaromiuecs, He BBIOJHUBIINE TpeOOBaHUS
NporpaMMbl  MPAKTHUKKA 10 HEYBAKUTEIBHOM  MpPUYMHE  WIM  [OJTYYUBIIUE
HEY/IOBJIETBOPUTENIHYIO OLIEHKY, HE JOMYCKAIOTCA K MPOXO0KIECHUIO IOCY1apCTBEHHON
UTOTOBOM aTTecTaliM | mojjiexar oruucienuto u3 Kosemka kak uMeromue
aKaJIEeMUYECKYIO 3aJ0JKEHHOCTb.

4.3. Cuctema OLEHUBaHUS MPAKTUKH O0YUAIOIINXCS: TPAAUIIUOHHAS.
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4.4. Attecrauus Mo NpakTUKe: AUPPEPEHLUPOBAHHBIN 3a4€T, BBIPAKEHHBIN
B 5-0aipHOMU cucteme. Craya 3auera IpOBOJUTCS B YCTHOM opme.

[Ipumenenne nuddepeHINPOBAHHOTO 3auéTa OOECIEeUnBAET WHAMBHUAYAJIbHBIN
HOJXOJ K OLIEHUBAHUIO, YTO OCOOEHHO BAYKHO MPU NPOBEIACHUM MPAKTUKU B YCIOBHSIX
peaJIbHOM TPYIOBOM Cpenbl M IpPH OLEHKE pPa3HOro YpPOBHSA MpOo(hecCHOHATBHOM
HOJArOTOBKM CTyAeHTOB. OOyuaronuiics MojydyaeT CBOKO OLIEHKY 3a IPAKTUKY, KOTOpas
CBUJCTEIBCTBYET O €ro ypoBHE NpOo(eCCHOHATHHOW MOATOTOBKH HAa OINPEAEICHHOM
aTane 00y4eHHUs.

[Ipouecc mpoBeaenust nuddepeHIMPOBAaHHOTO 3adeTa BKIOYACT HECKOJIBKO
JTAIOB:

1. [TogroroBka: pyKOBOAUTENb MO MPAaKTUYECKOH mMoAroTroBke ot Komtemka
MH(GOPMHUPYET CTYAEHTOB O opmaTe 3a4éTa, KpUTEPUSIX OLIEHKU MPAKTUKH.

2. Texymiuii KOHTPOJb: (OPMBI KOHTPOJSI MOTYT BApbUPOBATHCSA B 3aBUCUMOCTHU
OT BUJIOB U COJEP KaHMsI BBINOJHIEMBIX O0ydaronmmcs: padoT, OCYIIECTBISIETCS OYHO
PYKOBOAMTENEM MPAKTUKU OT MPOPHIBHON OpraHu3ali U OYHO W/UIU JUCTAHLIMOHHO
PYKOBOAMTEIIEM IO IPAKTHUECKON noAroToske ot Komemxka.

3. OueHuBaHUE: OLIEHKA 3aBUCUT OT CTENEHH CPOPMUPOBAHHOCTH KOMIIETEHIINH,
BBISIBJIEHHOM I10 UTOTaM IPOXO0KICHUS IPAKTUKY.

Kpurepuu BeICTaBIEHHS OLEHKH 33 IPAKTUKY CIIEIYIOLIHE:

Ouemca KpI/ITepI/IH OICHKH CTCIICHHU C(l)OpMHpOBaHHOCTPI KOMIIeTeHIMH

TouHO€ BNajeHUE MOHSATUUHBIM arapaToM, MPAKTUKAHT B
MOJHOM  Mepe  BJAJEET IPAKTUUYECKUMHU  3HAHUSIMH,
YMEHUSMHU W HaBbIKAMM, JIEMOHCTPUPYET TBOPUYECKHUM
MOAXO0[ K BBIMOJIHEHUIO 3aJlaHUM, BJaJiceT aHAJIUTUUYECKUMU
METOJaMH. YBepeHHO HCTIOJIB3YIOTCSA CpelcTBa
HHQOPMAIIMOHHBIX U KOMMYHHKAITMOHHBIX TEXHOJOTHH,
CIIPaBOYHO-TIOMCKOBBIE CUCTEMBI «KOHCYIBTaHT +», «I"apanT».
TpynoBas aucuUIUIMHA COOJIFOAAETCS, BHENIHUW  BUJ
COOTBETCTBYET KOPIIOPATUBHBIM TPEOOBAHUSIM.

[Io oxoHuyanuum mnpakTUku OTYET N0 MOPOXOKIACHUIO
MPAKTUKU TPEACTaBJIEH B YCTAHOBJICHHBIM CPOK, OTYETHBIC
JIOKYMEHTBI 0(hOpMIIEHBI HAJICKAIIUM 00Pa30M.

OTJIMYHO

Brnagenve nNOHATUIHBIM amnmaparoM, MPAKTUKAHT BIAJCET
MMPAKTUYECKUMHU 3HAHUSAMHM, YMEHHUSIMH U HAaBbIKAMHU, B
cliydae  JOMYIIEHUS  HECYIIECTBEHHBIX  OIIMOOK  MpHU
BBINIOJTHEHU U 3aJIaHuN/TIOpyYeHU ! VICIIPaBIISIET 150.
CaMOCTOSITEJIbHO, JAEMOHCTPUPYET TBOPUYECKUM MOAXOI K
XOPOLIO BBITIOJJHECHHUIO 3aJaHul, BJIaJIEET AQHAJIUTUYECKHUMHU
METOIAMM. YBepeHHO VCIIOJIb3YIOTCS cpeacrTaa
WHQOPMAIIMOHHBIX U KOMMYHHUKAIMOHHBIX TEXHOJOTHH,
CIPAaBOYHO-TTOMCKOBBIE CUCTEMBI «KOHCYNbTaHT +», «l"apaHT.
TpynoBass aucuUIUIMHA COOJIFOAAETCS, BHEIIHUW  BUJT
COOTBETCTBYET KOPIOPATUBHBIM TPEOOBAHUSIM.
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[lo oxoHuanuu mnpakTUku OTYET MO MPOXOKIACHHUIO
MPaKTUKU TPEICTABICH B YCTAHOBJICHHBIA CPOK, OTYETHbHIC
JIOKYMEHTBI 0()OpPMIICHBI Ha JIEKAIIIUM 00pa3oMm.

Y JIOBJIETBOPUTEJILHO

Biianenne NOHATUHWHBIM amnmnapaToM, NPAKTHUKAHT BIIAJIEET
NPaKTUYECKUMH  3HAaHUAMHM, YMEHHUSIMH M  HaBbIKaMH,
HO  JEMOHCTPUPYET  PENpPOAYKTHUBHBIA  IOAXOX K
BBINIOJIHEHUIO 3aJJaHul, B Cly4yae JOMyLIEHUs OIMIMOOK IMpHU
BBIMIOJTHEHUH 33JaHUN/TIOPYYCHUI HE MOXKET HX HCIPaBUThH
CaMOCTOSITEJIbHO, HEJOCTATOYHO TIIIyOOKHE aHaJIMTUYECKHE
oTBeThl. Mcmonb3yroTess cpeactBa HMH(OOPMALMOHHBIX U
KOMMYHUKAIIMOHHBIX TEXHOJOrMu. CrpaBOYHO-IIOUCKOBBIE
cucteMbl «KoHCynbTaHT +», «l'apaHT» HE HCIONBb3YIOTCS.
TpynoBasg gucuMmiauHa COOJIIOAETCS, BHELIHUN  BUJA
COOTBETCTBYET KOPIIOPATUBHBIM TPEOOBAHUSIM.

[Io oxoH4uanuu mnpakTUkn OTYET N0 MPOXOKACHUIO
IIPaKTUKU IIPEACTABICH C HApyLIEHHEM YCTAHOBIJIECHHOIO
CpoKa 0€3 YBaKUTEIbHON MPUYHMHBI, UMEIOTCS 3aMEYaHus 110
O(OpPMIIEHHIO  OTYETHBIX JOKYMEHTOB (HEaKKypaTHOE
3alOJIHEHUE/HATMUMEe HE3aNoMHEHHBIX TOJeH, OTCYTCTBHE
NOJMUCEH  PYKOBOAWUTENS TPAKTHUKH OT  MNPOQPHIBHOM
opraHu3alyy/ nevared opraHu3aluy U T.11.)

HEYIOBJIETBOPUTEJIbHO

Cnaboe BlaJicHHE TOHSATUMHBIM ammapaToM, IPaKTUKAHT
JIONTyCKAaeT HETOYHOCTH, C€J1a00 BIAJAEeT MPaAKTUICCKUMHU
3HAHUSMHU, YMEHUSIMH W HaBbIKAMHU, TBOPYECKUMU U
aHAJTUTHYECKUMH METOJIaMH paldOThl, B CiIydyae JOMYyIICHUS
OIMOOK IIPH BHITIOJTHECHUH 3aJaHUN/TIOPYICHUN HE MOXKET MX
HCMPaBUTh CaMOCTOSTENIbHO. HeyBepeHHO HCHOJIb3YIOTCS
cpeacTBa  MH(DOPMALMOHHBIX M KOMMYHHUKAIMOHHBIX
TeXHONOTMHU. CpaBOYHO-TIOMCKOBBIE CHCTEMBI «KOHCYIIBTaHT +»,
«"apaHT» HE UCTIOJB3YIOTCHI.

TpynoBasi AuCHUIUIMHA HE COOMIOJAETCS, BHEIIHUM BHJI
HE COOTBETCTBYET KOPIOPATUBHBIM TPEOOBAHUSIM.

ITo oxoHuyanum mnpakTUku OTYET TO MOPOXOKIACHUIO
MPAaKTUKU HE TMPEJCTABIICH/TIPEACTABICH C HapylUICHUEM
YCTAHOBJICHHOTO CpokKa ©0€3 yBaXWUTEIbHOW MPUYHHBI,
UMEIOTCS ~ 3aMe4aHus 10  O(pOPMIICHHIO  OTUYETHBIX
JIOKYMEHTOB (HeaKKypaTHOE 3aItoJJHEHNE/HAJIMIne
HE3aIl0JIHEHHBIX TI0JICH, OTCYTCTBUE IO CEH
PYKOBOJUTENS TPAKTUKH OT MPOGUILHONW OpraHu3aiuu/
reyaTeid Oprauu3amuu 1 T.11.).
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5. OLIEHOYHBIE CPEJICTBA JIJIS1 MPOBEJAEHUS
TEKYIIETO KOHTPOJISI 1 ATTECTALIAU
MPOU3BOJICTBEHHOI MPAKTUKHA
(MPEJIUTIJIOMHAS TIPAKTHKA)

5.1. Omenka oOmmx W TPOPECCHOHATBLHBIX KOMIIETEHIIMHA 00yJYaromuxcs,
OCBOCHHBIX MMH B XOJ€ IPOXOXKICHHS TNPAKTUKH, MPOUCXOIUT I10 CIICTYIOIINM
MOKa3aTeIsIM:

- cooTBeTcTBUE cojepxkaHusg OTu€ra MO MNPOXOXKICHUIO MNPAKTUKUA MPUKA3Y
«O HampaBlIeHUU HA MTPOU3BOACTBEHHYIO TPAKTUKY» U MPOrpaMMe MPAKTUKHU;

- opopmIleHHE OTUETHBIX JOKYMEHTOB I10 MPAKTUKE M0 opMaM, yCTaHOBJICHHBIM
[TonoxxenneM o mpakTudeckod mnoarotoBke ooOydarmuxcs B OI'BIIOY «Komnemxk
MMUJI Poccum», a UMEHHO:

1) odopmienue JlHeBHHMKA TNPAKTUKU, B KOTOPOM OOYYaIOIIMMCS BHECEHBI
€XKEJIHEBHBIE 3allMCM O NPOJECIAHHOW B TEYEHHE JHS padoTe, MOATBEPKICHHbBIE
ITOANMCHI0 PYKOBOJMTEIS IPAKTUKY IO MECTY €€ IPOXO0XKACHUS;

2) odopmieHnue XapaKTEpPUCTUKH Ha OOYYAIOIMIETOCS MO OCBOCHHIO OOIIHMX
1 IpOo(heCCHOHANTBHBIX KOMITETCHIIMIA B TIEPUO/ MPOXOKACHHS MPAKTUKY;

3) odopmieHue ATTECTAlMOHHOTO JIUCTAa, COJEPIKAILEro OIEHKY YpPOBHS
OCBOCHHMS 00yUYaIOIIUMCS OOIINX U MPOPECCUOHABHBIX KOMIIETEHITUH.

- CBOEBPEMEHHOE MPEAOCTaBICHUE OOYyYaromMUMCsl MPABUIHLHO O(OPMIICHHOTO
Otuéra 0 MPOXOXKACHUU MPAKTUKA PYKOBOJUTEIIO MO MPAKTUYECKOW MOJATOTOBKE OT
Komnemxka.

5.2.  OcCHOBHBICE MNPUHIUIBI CUCTEMbl OLIGHMBAHUSI CHOPMUPOBAHHOCTU
y oOy4Jaromuxcst npoeccuoHaaIbHbIX U OOIIUX KOMIIETEHIIMM B X0J1€ BBITIOJIHEHHS BCEX
BUJIOB MPpo(deCcCHOHANBHON AeATEeNbHOCTH Mo creruanbHoctu 46.02.01, npencraBicHbI
B Ilacropre QoHma OIEHOYHBIX CPEACTB IO TMPOU3BOJACTBEHHOM IPAKTHKE
(mpeaIuIuIOMHAas TPaKTUKA):
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ITACITIOPT
®OHJIA OLIEHOYHBIX CPEJCTB
110 MPOU3BOJCTBEHHOM MPAKTHUKE (IPEJJAINIOMHASI IPAKTUKA)

CroemumansHocTb 46.02.01 JIoKkyMeEHTAlIMOHHOE 00eCIIeYEeHE VIIpABICHUS U apXUBOBEICHUE

KO, HANMCHOBAHHUEC CIICHHAJIBHOCTH

IIpousBoacTBeHHAas MPaKTUKA (MPeUTHIJIOMHAsS IPAKTHKA)

(Ha baze 0cHOBHO20 0bWe20 0OPA306aHUL)

Pe3yabTaThbl NPaKTUKHU
(ocBOeHHBIE 001IMe M TPO(ecCHOHAIBLHbIE KOMIIETEHIIUH)

OT4yeTHBIE
JOKYMEHTbI
0 KOHTPOJII0

H OLICHKE MPAKTUKHA

HaumeHoBaHusI BUIOB pa60T
AJIA BBIIIOJTHEHUS BO BpEMH
MPAKTUKHU

HaumeHnoBaHnue
KOHTPOJIbHO-0LIEHOYHOT'0 CPeICTBa

IIpomexyTouHas
arrecrauus

Texkymmi
KOHTPOJ1b

MK 1.1. Ocy1ecTBasTs NpUueM-Iepeaady yrupaBieHYECKOM
nH(pOpMAaLINK ¢ TTOMOILBIO CPEICTB HHPOPMAIIHOHHBIX

1 KOMMYHHUKAIIMOHHBIX TEXHOJIOTHI.

IIK 1.2. KoopaunupoBats paboTy NpUeMHON pyKOBOAUTENS, 30H
IIpUEMa Pa3IM4YHbIX KaTErOpUil IOCETUTEEH OpraHUu3aluu.

MK 1.3. BiageTs HaBbIKaMU TUIAHUPOBaHUS pabovyero BpeMeHu
PYKOBOJIUTENS U CEKpeTaps.

IIK 1.4. Ocy1ecTBasTh NOATOTOBKY JEJIOBBIX MOE3/10K
PYKOBOAMTEIS U IPYTUX COTPYAHNKOB OPTaHHU3AIHH.

MK 1.5. Bagets cioco6aMu opraHu3anuy pabovero IpocTpaHCTBa
MIPUEMHON 1 KaOWHETa PYKOBOANUTEIIS.

MK 1.6. OcymiecTBIATh padOTy MO MOATOTOBKE U MPOBEICHUIO
KOH()EPEHTHBIX MEPOIIPUATHH, 00ecTIeunBaTh HH(POPMAIIIOHHOE
B3aMMOJIEHICTBHE PYKOBOAMTEIS C MOAPA3ACICHUIMHI

1 TOJKHOCTHBIMH JIMIIAMU OpTaHU3aIUH.

MK 1.7. OdopmisaTh OpraHu3alMOHHO-PACTIOPSAUTEIbHBIE
JIOKYMEHTBI U OPTaHU30BbIBaTh padOTy ¢ HUMH, B TOM YHCIIE

C UCIIOJIb30BAaHUEM aBTOMATU3HPOBAHHBIX CHCTEM.

MK 1.8. OopMisTh JOKYMEHTHI 110 TUYHOMY COCTaBY

1 OpraHU30BBIBATH PA0OTY ¢ HUMH, B TOM YHCIIE C HCIOIb30BaHIEM
aBTOMAaTH3MPOBaHHBIX CHCTEM.

MK 1.9. Opranu3oBbIBaTh TEKYIIEE XPaHEHUE JOKYMEHTOB,
00paboTKy Jiern Ul ONepaTUBHOTO U apXUBHOTO XPAHEHHMS, B TOM
YHCIIE C UCTIOIb30BaHNEM aBTOMATH3UPOBAHHBIX CHCTEM.

MK 2.1. Ocy1ecTBasATs KOMIJIEKTOBAaHUE apXUBHBIMU JI€JIaMU
(ToxyMeHTaMH1) apxuBa OpraHU3alyy.

IIK 2.2. Bectu y4eT apXuUBHBIX JIeJT (IOKYMEHTOB), B TOM YHCIIe
C UCIIOJIb30BAHUEM aBTOMATH3HPOBAHHBIX CHCTEM.

IIK 2.3. OcymiecTBIATh XpaHEHNE APXUBHBIX JIe (JIOKYyMEHTOB)
C TIOCTOSIHHBIM CPOKOM XPaHEHHS U 110 TMYHOMY COCTaBY B apXUBE
OpTraHU3aIHH.

JAHCBHUK MPAKTUKHN

ITPOU3BBOJICTBEHHAS IMMPAKTHUKA

(TTPETUTLIOMHASI TIPAKTHKA)

1.

11.
12.

BBOIHBINA HHCTPYKTaX.
O3HaKOMJIEHUE C OpraHu3alnuen —
MECTOM MPOXOKJICHUSI MPAKTUKHU.

. M3yuenue ucropuu opranusanuu,

ee COBPEMEHHBIX 3aJ1a4, (yHKIHH,
CTPYKTYPBI.

. OYHKIIMU U CTPYKTYpa CIyXKOBI

JIOY.

. Opranuzarus cinyx6st JJOVY.
. OcoOeHHOCTH JOKYMEHTUPOBAHUS

JACATCIIbHOCTH OpraHnu3alnu.

. AHanu3 opraHuzanuu

JIOKYMEHTO000pOTAa.

. DTamsl paboTHI ¢ TOKYMEHTAMU

OpraHu3aluu.

. [locTpoenue nHpopmMaoHHO-

IIOMCKOBOM CUCTEMEL.

. KoHTpOJIb NCTIOTHEHNS TIOKYMEHTOB.
. Kimaccuduranms

M CUCTEMAaTHU3alIUs IOKYMEHTOB,
(dhopMupoBaHue e

[MoxroToBka aen K cjaue B apXuB.
AHanmu3 opraHu3alfy apXUBHOTO
XpaHeHHs JOKYMEHTOB.

AHau3 U olleHKa
MPaKTUYECKOU
JIESITETBHOCTH.

AmnHanu3 U oIeHKa

peleHui
POOJIEMHBIX
CUTYyaLUH

MIPH BBHITIOJTHCHUN
MPaKTHIECKUX

3aJIaHuM.




HaumeHnoBaHue

OTuyeTHBIE
KOHTPOJIbHO-0LIEHOYHOT'0 CPeICTBa

HaumeHoBaHusI BUIOB pa60T
JOKYMCHTBI

PesyabTaThl NpakTHKH

AJIA BBINIOJTHEHUS BO BpEMH

(ocBOEHHBIE 001ME M TPO(ecCHOHABLHBbIE KOMIETEHIIUH) NpAKTHKE

10 KOHTPOJIIO

IIpomexyTouHas
H OLCHKE NIPAKTUKH POMEKKYTO

aTTecTalusa

Texkymmi
KOHTPOJb

MK 2.4. OcymiecTBIATh XpaHEHNE, KOMIUIEKTOBAHUE, YIET

1 MCTIOJIb30BAHHUE A€ (IOKYMEHTOB) BPEMEHHOTO XPAaHEHUSI.

MK 2.5. OcyniecTBIATh UCTIOIB30BaHIE APXUBHBIX JET
(IIOKyMEHTOB), B TOM YHCIIE C HCIIOJIH30BAHUEM
aBTOMATHU3MPOBAHHBIX CUCTEM.

OK 01. Bri6upats crioco0b! perieHus 3a1a4 nIpodheccuoHaIbHOM
JIeSITEJIbHOCTH TIPUMEHHUTENILHO K Pa3JIMYHBIM KOHTEKCTaM.

OK 02. cnonb30BaTh COBPEMEHHBIE CPEJICTBA TOUCKA, aHATH3A

W MHTEpIIpeTanuy HHPOopMaluu 1 HHGOPMALMOHHBIE TEXHOJIOTHU
JUIsl BBITIOJTHEHUS 33]1a4 MPOECCHOHAIBHON eI TEbHOCTH.

OK 03. ITnanupoBaTh U peain30BbIBATH COOCTBEHHOE
podecCHOHANBHOE W JINYHOCTHOE PAa3BUTHE,
MIPEANIPUHIMATENBCKYIO AEATENILHOCTh B TPOQeccHoHaIbHOU cdepe,
UCTIONIb30BaTh 3HAHMS 10 (PMHAHCOBOW IPaMOTHOCTH B PA3ITHIHBIX
KHU3HCHHBIX CUTYalUsX.

OK 04. DpdexTrBHO B3aMMOICHCTBOBATh U Pa0OTATh B KOJJICKTHBE
1 KOMaHJIE.

OK 05. OcymiecTBIsATh YCTHYIO U MUCEMEHHYI0 KOMMYHHKAIIUIO
Ha TOCYJapCTBEHHOM s3bIke Poccuiickoii denepanyy ¢ y4eToM
0COOEHHOCTEW COIMANBHOTO U KYJIbTYPHOTO KOHTEKCTA.

OK 06. ITposgBIATH rpa’kJaHCKO-MATPUOTUIECKYIO TO3HITHUIO,
JIEeMOHCTPHUPOBATh OCO3HAHHOE MOBEJICHNE Ha OCHOBE
TpaJUIIMOHHBIX 06Iﬂe‘leﬂOBe‘IeCKl/IX HeHHOCTeﬁ, B TOM YHCJIC

C Y4€TOM IrapMOHH3AIMN MEKHAIIMOHAIBHBIX 1 MEKPEIUTHO3HBIX
OTHOIIEHHUH, TPUMEHSATH CTAHAAPTHl aHTUKOPPYIIIMOHHOTO
TIOBE/ICHHUS.

OK 07. CozneiicTBOBaTh COXpaHEHUIO OKPYIKAIOIIEH CpPeIbL,
pecypcocOepexeHHI0, TPUMEHAT 3HAHHUS 00 N3MEHEHNH KiInMara,
TIPUHITUITEI OEPEXITNBOTO POM3BOJCTBA, IPPEKTHBHO EHCTBOBATH
B UPE3BbIYAIHBIX CUTyaLUsX.

OK 08. Vcnonbe3oBats cpencrsa Gpu3nueckoi KyJIbTyphl

JUTSL COXpAHEHUsI U YKPETUICHHS 370pOBbs B IPOIIEcce
poeCCUOHATIBHOM NeSTEIPHOCTH U TOAICPKAHUS HEOOXOTUMOT0
ypOBHS (hU3NUECKOMN MOTOTOBICHHOCTH.

OK 09. ITonp30BaThes IPOQPECCUOHATBHOM JOKYMEHTAIHEH

Ha roCyJapCTBEHHOM M MHOCTPAHHOM A3bIKaX.

Cooeporcanue pabom
nPOU3800CMEEHHOU NPAKIMUKU
(npedouniomuas npaxKmuxa)
npedcmasneno 8 pasoene 2. Paboyeti
npocpammul.

OTtuer

ATTecTanua
10 PAKTHKE

[IpousBoacTBeHHAS
MIPaKTHKA
(mpenaummoMHast
MIPAaKTHKA)

NK 1.1. -TIK 1.9.
MK 2.1. -TIK 2.5.
OK 01. — OK 09.

0 MPOXOKIEHUH
NPAKTUKU:
JTHEBHHK MPAKTHKH,
XapaKTepUCTHKA,
aTTECTAL[MOHHBIN JICT

HOHBGHCHI/IC HUTOI'OB

110 BBIIIOJITHEHHIO BUI0B pa60T

muddepeHpoBaHHBIN
3a4eT
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