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Pabouas nporpamma npou3BOICTBEHHOM MPAKTHKH 10 Mpoduito crieruansHocta 46.02.01
JlokyMeHTalMoHHOe OOecrieueHue YIpaBlIeHUs U apXUBOBEJCHHE IpeJHa3HaueHa s
peanu3anuu 00pa30BaTENLHON MPOTrpaMMBI CPEAHET0 MPO(EeCcCHOHAIBHOTO O0pa30BaHUS — TIO
porpaMMe MOJArOTOBKU CIEIHAIUCTOB CPEeIHEro 3BeHa pa3paboTaHa Ha OCHOBE (enepabHOTO
rOCyJapCTBEHHOTO  00Opa3oBaTeNbHOrO  CcTapaapra  mo  crneuuanbHoctd  46.02.01
JlokyMeHTanmoHnHoe obecrieueHue ympasieHus u apxuBoBeaenue (IIpukaz MunnpocsemieHus
Poccum ot 26 asrycra 2022 r. Ne 778, 3apeructpupoad MunucrepcrsoM fOctunuu Poccun ot
30 centsa0ps 2022 1. Ne70318), BXomsmieit B cocTaB YKPYIMHEHHON TPYIIIBI CHEIUATLHOCTESH
46.00.00 McTopus u apxeoyiorusi ¢ yueToM NpoQecCuOHaIbHBIX CTAHJAPTOB:

«CrenuanucT Mo OpraHu3aliOHHOMY U TIOKYMEHTAIIMOHHOMY OOECIICUEHHUIO YIPaBICHUS
opranusanuei» (Ilpukaz MunuctepcTBa Tpyaa U counanbHoM 3amuThl Poccniickoit @enepanuun
or 15 wmroma 2020 1. Ne 333n (3apeructpupoBaH MUHHUCTEPCTBOM IOCTHIMH Poccuiickoii
Oepnepauun 15 utons 2020 r., peructpanronnsiit Ne 58957);

«Cnenuanuct apxuBa» (IIpuka3 MunucTepcTBa Tpyna W COIHMAIBHOM  3alUThHI
Poccuiickoit ®@enepanun ot 18 mapra 2022 r. Ne 140H (3apeructpupoBaH MHHHCTEPCTBOM
toctuniin Poccuiickoit ®eneparmu 21 anpenst 2022 r., peructpanuonnslid Ne 63193) u
KOMIETEHINH «J/{oKyMeHTallMOHHOE 00ecrieueHne yIpaBIeHHsI U apXUBOBEICHHUEY.

C yderoM mpUMEpPHOH OCHOBHOWH 00Opa30BaTENBHOW TMPOTPaMMBI, pa3padOTaHHOMN
®enepalibHBIM Y4eOHO-METOAMYECKUM O0BEAMHEHUEM B CUCTEME CPEIHEro MPOoPecCHOHANIBHOTO
0o0pa3zoBaHusl MO YKPYMHEHHBIM Tpynmnam npodeccuit, crneunansuocteir 46.00.00 Hcropust u
apXeoJIoTHsl.

Opranusanus — pa3padoruux: AHIIOO «Ky6auckuii UTTO»
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1. MACHIOPT PABOYEN IMPOI'PAMMBI ITPOMU3BOICTBEHHOM TIPAKTHUKH I10
IMPOPNJIIO CIIEIMAJIBHOCTH

1.1. Ob6aacTs npuMeHeHUs! IPOrpaMMBbl

Pabouas mnporpamma IpOU3BOACTBEHHOM MPAKTUKUM IO HPOPUI0 CHELUATbHOCTU
SBIISICTCS YacThI0 00pa30BaTeNIbHON MPOTpaMMBl, pa3padoTannoii B cootBerctBun ¢ ®I'OC CIIO
no cnenuanbHocTh 46.02.01 JlokyMeHTalMOHHOE 0OecieueHue YIpaBiIeHUs U apXUBOBEICHUE, B
4acTH OCBOCHHUs KBamudukamuu CrHeudanucT Mo JOKYMEHTAI[HOHHOMY 00eCleueHUIo
YIpaBIEHUS U ApXUBHOMY JI€IY U OCHOBHBIX BUJOB JesTesnbHOCTH (B/]).

1.2. eau u 33124y NMPOU3BOJICTBEHHOI MPAKTHKH MO MPOQUIIO ClIeNHATbHOCTH

[TpoBenenue MpoOU3BOACTBEHHOM MPAKTHKH 110 TPO(HITIO CIEIHATBHOCTA pEaTU3yeTcs B
dbopMe MpakTUUECKOW MOATOTOBKH, IYyTEM HEMOCPEICTBEHHOTO BBINOJIHEHUS O0YYaroIIMMHCS
OTJENBHBIX DJIEMEHTOB pPadOT, CBS3AaHHBIX C Oyaymield npodecCHOHAIBHOW NeSTeNbHOCThIO U
HAIpaBJIEHHBIX Ha (QOpMHpOBaHHUE, 3aKpelyieHHe, pa3BUTHUE MPAKTUYECKUX HABBIKOB U
KOMITETEHIIMI 10 TPOHITI0 COOTBETCTBYIONIEH 00pa30BaTeIbHOM MPOrPaMMBI.

IIpoun3BoacTBeHHAas] MPAKTUKA N0 NPOPUIIO CTIENHATBLHOCTH HANpaBjeHa:

— yriayOieHne nepBOHAYaIbHOTO MPOPECCHOHATBHOTO OTIbITA;

— pa3BuUTHE O00MUX U TPOPECCHOHANBHBIX KOMIIETECHIIUH;

— MIPOBEPKa TOTOBHOCTH BBIMYCKHHKA K CAMOCTOSITEIbHON TPYIOBOW AESITEIbHOCTU
no crienuanbHocTH 46.02.01 JlTokyMeHTalMOHHOE O0ecIieueHUE YIPaBIICHUS U apXUBOBEICHUE.

C uenbto oBnazieHusi BUAOM NMPodecCHOHATbHOM /1eSITeIbHOCTH

B/.01 OcymecrBiieHne OPraHM3alMOHHOIO M JOKYMEHTAHMOHHOrO OGecreYeHust
MEeATEILHOCTH OpraHu3amuu OO0YyJarolIniics B XOJ€ OCBOEHUS MPOU3BOJICTBEHHOM MPAKTUKH IO
npOoQIITI0 CIENHUATBHOCTH JIOJKCH OBJIA/IeTh HABBIKAMM:

— TOJy4eHUs He0OX0IMMON HH(POPMALIUH U TIepeIadrl CAHKIIMOHUPOBAHHON HH(pOpMAIIUN
C UCMOJIb30BAaHUEM CPEACTB UH(POPMAIIMOHHBIX 1 KOMMYHHKAIIMOHHBIX TEXHOJIOTHIA;

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

— IUTAaHUPOBAHUS PabOYETo BPEeMEHHU PYKOBOJUTEINS U pab0Overo JHS CEKpeTaps;

— OpraHM3aIMy JAEJOBBIX T0E3/J0K PYKOBOIUTENS H IPYTUX COTPYAHUKOB OpTaHU3aINH;

— OpraHu3alMy U TOoAepKaHus PYHKIIMOHATIBLHOTO pabouero mpoCcTpaHCTBa;

— OpraHu3alyy NOATOTOBKU M MPOBEAECHUS KOH(EPEHTHBIX MEPONPHUATHHA, 0OecrieueHus
UH(POPMAIIMOHHOTO B3aWMOJICHCTBHS PYKOBOAMTENSI C TMOJPA3ACICHUSMH W JIOJDKHOCTHBIMH
JUIIAMH OpTraHu3allnu;

— opopmIleHHsT OPTraHU3ALMOHHO-PACTIOPSAUTEIBHBIX JOKYMEHTOB M OpTraHHU3allH
paboTHI ¢ HUMH, B TOM YHCIIE C UCIIOJIB30BaHUEM aBTOMATH3HMPOBAHHBIX CHCTEM;

— o(hopMIIeHUS JOKYMEHTOB I10 JITYHOMY COCTaBYy W OpraHU3aluHU paOdOTHl C HUIMH, B TOM
YHCIIe C UCTIOJIb30BAaHHEM aBTOMATH3UPOBAHHBIX CHCTEM;

— OpraHu3alyy TeKYLIero XpaHeHHs TOKyMEHTOB, 00pabOTKU AeJ AJs ONEepaTUBHOIO U
aApXMBHOTO XPAHEHUS, B TOM YHCIIE C HCIIOJIB30BaHINEM aBTOMATH3UPOBAHHBIX CHCTEM;

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

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

— noucka u noobopa nepcorana.

B/1.02 Opranuszanus apXuBHOIl paGoThbl MO JOKYMEHTAM OPraHM3aluil pa3ju4HbIX (opm
COOCTBEHHOCTH OOYYAIOIIUIICS B XOJI€ OCBOEHHS MPOM3BOJCTBEHHOM MPAKTUKU IO MPOQPHIIIO
CTHEIHATBHOCTH JIOJDKCH OBJIA/IETh HABBIKAMM:

— KOMIUICKTOBAHUS apXUBHBIMH JIeIaMH (IOKYMEHTaMH ) apXrUBa OpraHU3allHu;



— BeJleHUsd yu€Ta apXWBHBIX JeN (IOKYMEHTOB), B TOM YHCIE C HCIOJIb30BAHHEM
ABTOMAaTU3UPOBAHHBIX CUCTEM;

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

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

— UCIIOJIb30BAaHUS ApPXMBHBIX Jei (AOKYMEHTOB), B TOM 4YHCJE C HCIOJIb30BAHHUEM
aBTOMATU3UPOBAHHBIX CUCTEM;

— obecnevenusi COXpaHHOCMU OOKYMEHMO8 U APXUBHBIX Oell;

— UCNONL308AHUSL OOKYMEHMOB APXUBA.

BI.03 Oceéoenue euooe pabom no oOoaxcnocmu cayycawezo 20190 Apxueapuyc
00ydJarouuics B X0J€ OCBOCHHS IPOM3BOICTBEHHON MPAKTUKH MO MPOGUIIO0 CHCIHAIBHOCTH
JIOJ)KEH BJIAJETh HABBIKAMM:

— OCYIIIECTBJICHUS PabOTHI MO BEICHUIO ApXUBHOTO JIeja Ha MPEIPUITHH;

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

1.3. Koju4ecTBO 4YacoB HAa OCBOeHHE padoueil MpPorpaMMbl NPOM3BOACTBEHHOI
NPAKTHKH 110 NPOGUIII0 CIEIAATBHOCTH

Bceero 144 ygaca,

B Tom uuce B hopme mpakTHUECKOM MOAroTOBKU 144 yaca.



2. PE3YJIbTATBI IIPAKTUKHA

Pe3ynmpTaTtoM OCBOEHHSI TMPOW3BOACTBEHHOW MPAKTHKH IO TPOPHII0 CIICIUATBHOCTH
SIBIISIETCS OBJIA/ICHUE O0yUJaIOIUMUCS BHIaMU JIEATEIHLHOCTH, B TOM YHCIIE MPOdecCHOHATBHBIMU
(ITK), o6mumu (OK) koMIieTeHIHSIMHU:

Kon

HanmenoBanmne O6I_HI/IX KOMHeTeHHI/Iﬁ " JIMYHOCTHBIX PE3YyJIbTAaTOB

OK 01

Boibupate crocoObl  pemieHusi 3agad  MpOPECCHOHANBHONW  JESTEIbHOCTH
MIPUMEHUTEIBHO K PA3JIMYHBIM KOHTEKCTaM;

OK 02

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

OK 03

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

OK 04

9(1)(1)6KTI/IBHO BSaHMOﬂeﬁCTBOBaTL u pa60TaTB B KOJUICKTHUBEC 1 KOMAaH/JC,

OK 05

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

OK 06

[IposiBIATE  TpakAAHCKO-IATPUOTUYECKYIO  ITO3HLHIO,  JIEMOHCTPUPOBATH
OCO3HAaHHOE IIOBEJICHWE HA OCHOBE TPAaJULMOHHBIX POCCHHCKHX JIyXOBHO-
HPaBCTBEHHBIX IIEHHOCTEM, B TOM YHCIE€ C YYE€TOM TapMOHM3ALUU
MEXHALMOHAIBHBIX M MEXPEIUTHO3HbIX OTHOUICHWM, NMPUMEHATh CTaHAAPTHI
AHTUKOPPYILIHUOHHOTO NIOBEACHUS

OK 07

CopeiicTBOBaTh COXPAHEHHUIO OKpPYXKAIOIIEH Cpefbl, pecypcocOepeskeHuIo,
MPUMEHATh 3HAaHUS 00 W3MEHEHMHM KJIuWMara, MPUHIUIBI OEpeKIUBOTO
MIPOU3BOJICTBA, Y(PPEKTUBHO NEHCTBOBATH B UPE3BBIYAITHBIX CUTYAIIHIX

OK 08

Hcnonb3oBathk cpeacTBa GrU3NUECKON KyIbTYphl Il COXPAHEHUS U YKPEIUICHUS
3I0pOBbsI B IIpolecce MNpo(hecCHOHAIBHOW NeATeNbHOCTH W MOJACpP)KaHUsS
He00X0IMMOr0 YpoBHs (hU3HUECKON MOArOTOBJIEHHOCTU

OK 09

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

[IpodeccnoHabHBIMUA KOMITETCHIIUSIMU

Kon HaumenoBanue npodeccruoHanbHbIX KOMIIETEHIUH

BJ 01 OcymiecTBiieHHe OPraHU3ANMOHHOIO W JIOKYMEHTALMOHHOIO o0ecmevYeHus:
AeATeTbHOCTH OPraHU3aALNH

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

[IK 1.2 KoopaunupoBaTs paboTy HpHEeMHON pyKOBOJIUTEINS, 30H IMpHEMa pa3IU4HbIX
KAaTeropyii OCETUTEIEH OpraHu3aluu

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

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

IIK 1.5 Brnanets cmocobamu opraHm3aiiid  pabovero MpPOCTPAHCTBA MPUEMHON U

KaOuHeTa PYKOBOJAUTCIIA




IIK 1.6 OcymiecTBiATh paboOTy MO TOATOTOBKE U IPOBEACHUIO KOH(EPEHTHBIX
MEpONpUATHIA, 0OecrieunBaTh UHPOPMAILIMOHHOE B3aUMOICHCTBUE PYKOBOIUTEIS
C MOJPA3ACICHUSIMU U TOJKHOCTHBIMU JIMIIAMH OpraHu3aluu

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

I[IK 1.8 OdopMIIATE JOKYMEHTSHI 10 JINYHOMY COCTaBY U OPTaHU30BHIBATh PadOTy C HUMH,
B TOM YHCJIE C UCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

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

B/ 02 Opranusanusi apXuBHON padoThI M0 JOKYMEHTAM OPraHU3alMil Pa3JIHuYHbIX
(¢hopm coOCTBEHHOCTH

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

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

IIK 2.3. OcyiecTBIATh XpaHEHUE APXUBHBIX /€] (JIOKYMEHTOB) C MOCTOSSHHBIM CPOKOM
XpaHEHMs U 10 JUYHOMY COCTAaBY B apXMBE OpraHu3aluu

[IK 2.4 OcylecTBisITh XpaHEHHE, KOMIUIEKTOBAaHUE, Y4YeT U HCIOJIb30BAHHUE JIEl
(IOKYMEHTOB) BPEMEHHOTO XpaHEeHHsI

K 2.5 OcCylIecTBISITh UCIOIB30BAHUE APXUBHBIX €7 (JOKYMEHTOB), B TOM YHCIE C
MCII0JIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

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

K 3.1 OcyiecTBisITh paboTy MO BEACHUIO apXUBHOTO JeJia Ha MPEANPUATUI




3. TEMATHYECKHWMH IIJTIAH U COJAEP)KAHHME ITPOT'PAMMBI ITPOU3BOJICTBEHHOM TPAKTHUKH 11O ITPO®UTIO

CIIEHMAJIBHOCTH

n/ Buasi pador

Conep:kanue y4eOHbIX 3aHATHI

KoanuecTtBoO
4acoB

Koabl
KOMIIeTeHIU i

OK IIK

1 2

3

5 6

[IM.01 OcymecTBieHne OpraHu3alMOHHOI0 U JOKYMEHTALMOHHOT0 00ecieYeHHs JesITeIbHOCTH OpraHu3aluu
[IM.02 Opranuzanus apxuBHON paObOTHI IO JOKyMEHTaM OpraHU3alui pa3IndHbIX (OpM COOCTBEHHOCTH
IIM.03 OcBoenwue BHI0B paboT 1m0 ODKHOCTH ciryskariero 20190 ApxuBapuyc

Ocy1ecTBiieHHE
OpPTaHHU3AIOHHOTO H
TOKYMEHTAI[HOHHOTO
oOecrieueHus

11

HuctpykTax no TexHuke 6e3onacHocty. Onucanue 3aaay NpakTHKA

IIpoBeneHne MHCTpyKTaxa IO TexHHMKe Oe3omacHocTu. O3HaKOMIIEHUE
CTYICHTOB C TpeOOBaHISIME OXPaHBI TPY/a U IpaBUIIaMu 6€30TacHON paboTHI.
H3ydenne CTPYKTYpbl OpraHU3aliHl — MECTa MPOXOKICHUS MPAKTUKH (Jaee
— OpraHMW3aluu) C IeJbI0 COCTABJICHUS CXEMbl CTPYKTYPHl OpraHH3alliH.
O3HaKOMJICHHE C  TPaBOBBIMH  (YUPCAMTEIBbHBIMH),  JIOKAIbHBIMH
HOPMATHBHBIMH aKTaMH U PaCHOPSIUTEILHBIMU JOKYMEHTAMH OpPTraHN3aliu

OKO01- | TIK11
OK 09 -
K 1.9

1.2

CocraBneHue coucka HCTOYHMKOB KomruiektoBanus OPJ] opranuzanum.
Nzyuenne MHCTpYKIMK TIO JAENONPOU3BOJICTBY OPraHM3ALMH. 3HAKOMCTBO C
MPaBUIAMHU COCTABJICHHS MPOEKTOB U O(OPMIIEHUS] TOKYMEHTOB, MOPSAKOM
COTJIACOBAHMS U MOAMUCAHUS/YTBEPKICHU JOKYMEHTOB B OpraHHU3alH

OKO01- | TIK11
OK 09 -
K 1.9

1.3

O3HaKOMJIEHHE C MTPOrPaMMHBIMU CPEJICTBaMH y4€Ta, XpaHeHHUs, 00pabOTKU
Y TIOMCKA JJOKYMEHTOB, HCIIOJIb3yEMBIMHU B OpTaHU3aIIH.

H3ydyenne ocHOB M crenupuku pabOThl C JOKYMEHTAallMed B CHCTEME
3IIEKTPOHHOTO JOKyMeHToobopora (CDJI) opraHusammu.

Hcnonb3oBanue B paboTe rI00ANBEHBIX W JIOKAIBHBIX CETEeH ISl TIOy4eHHs U
XpaHeHust “tHpopMmanru, ooOMeHa HHPOpPMaLTHEH.

OKO01- | TIK11
OK 09 -
K 1.9

14

3HaKOMCTBO € JIOKYMEHT0000poToM opranuzanmu. Vcnonb3oBanune COJl B
pabore ¢ mokymentamu. O6paboTKa BHYTPEHHUX JOKYMEHTOB, 00paboTKa 1
OTIIpaBKa MCXOAAIIMX JOKYMEHTOB, NpUEM M TepBUYHAs oOpaboTka
BXOJIIINX JOKYMEHTOB.

OKO01- | TIK11
OK 09 -
K 1.9




Perucrparust 1OKyMEHTOB ¥ MapUIPyTU3aLUsI TOKYMEHTONOTOKOB. KOHTpOIb
WCTIONTHEHMSI TOKyMeHTOB. MTH(popMaImoHHO-CTIpaBOYHAs ¥ TIOUCKOBAs
paboTa ¢ UCTIOTB30BAHUEM CHCTEM yUETa TOKYMEHTOB B OpTaHHU3AIIHH.

1.5

Odopmienne opraHW3alMOHHBIX, BHYTPEHHHUX (IPUKa3bl, PacIOpPSKCHUS,
JOBEPEHHOCTH, 3alHMCKH, CIPaBKH, aKThl, IPOTOKOIBI U JIP.) U HCXOMASIINX
JTOKYMEHTOB OPTaHW3allMU C HMCIOJIb30BAaHHEM COBPEMEHHBIX HMPOrPaMMHO-
TEXHHUYECKUX CPEJICTB.

KoHTpone  mpaBuibHOCTH  cocTaBiieHHs, OQOpPMIICHHS JOKYMEHTOB
(pPeKBH3UTBI, OCOOCHHOCTM  HANMCAHUSI TEKCTOB, MHOTOCTPAaHHYHBIC
JTOKYMEHTBI), TOPSIKA U3AaHUS JOKYMEHTOB (C y4ETOM CIICIM(UKH CHCTEMBI
JIeNTOTIPOU3BO/ICTBA Oopranu3anun). KoHcTpyrpoBanue 6JaHKOB OpraHU3aliH,
CO3J/IaHHUE IA0JIOHOB JOKYMECHTOB.

OK 01 -
OK 09

[IK'1.1

K 1.9

1.6

Kontpons mpaBuibHOCTH — COCTaBiieHHs, OQOPMICHHA JIOKYMEHTOB
(pexBU3UTBl, OCOOCHHOCTH  HANMCaHUA TEKCTOB, MHOTOCTPAaHHYHBIC
JOKYMEHTBI), TOps/IKa U3JJaHUs TOKYMEHTOB (C y4ETOM crielu(UKH CHCTEMBI
JeNONIPOU3BOICTBA oprann3anun). Koncrpynposanue 6J1aHKOB OpraHU3aliH,
co3JlaHHe IA0JIOHOB JOKYMEHTOB.

Opranuzanysi TEKyIIero XpaHeHus JoKyMeHToB. (dDopMmHpoBaHHE [€1 B
COOTBETCTBHH C HOMEHKJIATYpPOH JIEN OpraHu3alty.

OK 01 -
OK 09

K 1.1

IIK 1.9

1.7

VY4acTue B IpOBEAEHUH 3KCIIEPTU3bI IIEHHOCTH J0KyMEHTOB CHCTeMaTH3alus
JOKYMEHTOB TI0 CTPYKTYPHO-XpOHOJOrHueckoMy npuHuumy. OdopmieHue
YUETHBIX IOKyMEHTOB ITOCTYTJIEHUS ¥ BBHIOBITHS JIEN

O3HaKOMJIEHHE C YCTAaHOBJICHHBIMH B OPTaHU3alMU NPaBUJIaMH MOATOTOBKH
JOKYMEHTOB K Iiepesiade B apxuB. [10ArOTOBKa JOKYMEHTOB K Iiepeiade B
apxuB. Odopmienue nen. CocraBieHHWe oONHMCEH JOKYMEHTOB M Jell.
CocraBiieHH€e aKTOB Bbla4U, I€pCaadn, YyHUYTOKCHUA JOKYMCHTOB.

OK 01 -
OK 09

K 1.1

IIK 1.9

1.8

3HAKOMCTBO C KaTerOpMsSMH W BHJIAMU JOKYMEHTOB, OOpa3yIOIIMXCS B
OpraHu3allny, cozIepIKaIIuX KOH(UICHIINATTBHYO UH(OpMALHIO.
Opranunzanyst paboTel Mo 00paboTke JOKYMEHTOB OTPaHUYEHHOTO JIOCTYIIA.
O3HakOMJICHHE C IPUMEHIEMBIMH B OpPraHU3alUH CPEACTBAMHU KPUNITOTrpapHn
JUISL 3aIIMTHI JIEKTPOHHBIX JIOKYMEHTOB C HCIOJIb30BaHHEM CIEHUAIBLHOTO
MpOrpaMMHOro obecredyeHus. BeinojiHeHHEe pa0doT MO0 00SCIICUSHHUIO 3al[UThI
OJICKTPOHHBIX JOKYMEHTOB OT HCCAHKIMOHUPOBAHHOI'O JOCTYIIA.

OK 01 -
OK 09

K 1.1

K 1.9




1.9

Opranmzanust ~ paboTel  mpuéMHOH  (30H  TpuéMa  IOCETUTENeH):
peryaupoBaHue MOTOKA IOCETUTENEH, MPUEM M PEerucTpanys MOCETUTENeH.
[InanupoBanne pabouero nHsA pykoBoxuTenss U cekperaps. Iloaroroska
JIeTIOBBIX BCTPEY U MEPEroBOPOB pykoBoAuTensd. Pabora mo oOcmyXUBaHUIO
Pa3NUYHBIX THUIIOB COBELIAHUI W COOJIOACHWE MPaBWJI WX MOATOTOBKH U
npoBeneHus. Benenue TenedoHHBIX meperoBopoB. DuibTpanmus U
nepeajpecanys 3B0HKOB. [Ipuém u nepenada tenedonorpamm, pakcorpamm,
cooOmieHuit To 2neKkTpoHHOH moure. WHpopmainuoHHoe obecriedeHue
NESITeNbHOCTH pyKoBoxuTess. O3HAaKOMJIGHHE C TpaBWiIaMH pabOThI
¢ KoH(pHUIEeHITNATFHOW HHOPMAIFEeH B OpraHU3aIIHH.

OK 01 -
OK 09

[IK'1.1

K 1.9

Ocy1ecTBiieHHE
OpraHU3aIMOHHOTO U
TOKYMEHTAI[MOHHOT'O
o0ecrneueHus

1.10

Pabota mo O3HAaKOMICHHIO C COCTaBOM M OCOOCHHOCTSIMH JIOKYMEHTOB
OpraHu3allii, PETYIUPYIOLIIMX TPYAOBbIE OTHOIICHUS (OpraHU3alMOHHO-
PacHopsIAUTENbHBIE JOKYMEHTHI, JOKYMEHTHI 110 IMYHOMY COCTaBY, TPYAOBOH
JIOTOBOP, IOTOBOP O MaTepUalbHOW OTBETCTBEHHOCTH U T.X.). OdopmiieHHe
JOKYMEHTOB TI0 JINYHOMY COCTaBY U MX KOMHUH (IIPH HEOOXOJAUMOCTH).

OK 01 -
OK 09

[IK1.1

K 1.9

1.11

3HaKOMCTBO C CHCTEMOW YHH(HUIMPOBAHHBIX (OPM TEPBHYHON YIETHOU
JOKYMEHTAIlMH OpraHW3aliy. 3amnoijHeHne (opM TMEepBHYHON YUIETHOM
JOKYMCHTAlMH. PaGora ¢ 3agBiIeHHSAMH 110 JIMYHOMY COCTaBy, BCJACHUEC H
odopmiieHue TPYIOBBIX KHIDKEK. Mcnomb3zoBanue CDOJ] mpu paborte ¢
KaJpOBBIMH JJOKYMEHTaMH.

OK 01 -
OK 09

K 1.1

K 1.9

Opranu3zanus apXuBHOMN
paboThI 1O TOKYyMEHTaM
OpraHu3aluin

2.1

N3yuenne npaBoBbIX (YUPEIUTEIbHBIX) H PACHOPSIUTEIBHBIX JTOKYMEHTOB
OpraHHu3aIuu - MecTa MIPOXOXKICHUS MPaKTHKU
(manee — opraHm3anuu) ¢ menbl0 cOopa WH(POPMAIMU UISI UCTOPHUECKOU
CTpaBKH K apXWBHOW OMKCH, OMNPEACICHUS TpaHUIl apxXUBHOTO (oHma
OpraHH3aIlNY.

OK 01 -
OK 09

K 2.1

K 2.5

2.2

VYyacTtue B KOMIUIEKTOBAaHHH apXWBa OpraHU3aliy AejaMH (JOKyMEHTaMH)
[TOCTOSTHHOT'O U JIOJITOBPEMEHHOTO XPAHEHUSI.

N3ydeHne apxuWBHBIX JOKYMEHTOB OpIraHHM3AallMM C LEIbI0 HCKIIOUEHHS
ny6merHocTr WHGOpPMAIK, TPOBEPKH (PU3MUYECKOTO COCTOSHHUS /1€
(TTOJIUCTHBIN TPOCMOTP AE).

OK 01 -
OK 09

K 2.1

[IK 2.5

2.3

CucrtemaTH3auusi JOKyMEHTOB B COOTBETCTBHM C BHIOPaHHOW OpraHu3aunueit
cxemol. IIpuMeHeHHe cXeMbl pa3sMEIIEHHsS CPEICTB XPAHEHMsI apXUBHBIX
JOKYMEHTOB OpTaHM3alNy IPpH IpuéMe el (JOKYMEHTOB) Ha XpaHEHHE.

OK 01 -
OK 09

K 2.1

[IK 2.5
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2.4 OdopmieHue  TomorpauuecKux  yKazareled B apXUBOXPaHIIUIIE OK 01 - TIK 2.1
opraamzanmi. OdopmieHue SpIbIKOB HAa TIEPBUYHBIE CPENICTBA XpaHEHUS. OK 09 -
Pasmemenne mononHenns apxuBHOTO (QoHma. OdopmieHne yIETHBIX K 2.5
JIOKYMEHTOB MOCTYTUICHUS M BEIOBITHSI JICT.

25 OdopmieHne nokyMeHTanmu 10 y4éry ¢GoHma mnoib3oBaTens, (HoTo-, OKO01 - TIK 2.1
ayIUOBHU3YAIbHBIX JOKYMEHTOB, JJIEKTPOHHBIX HOKyMeHTOB. OdopmieHue OK 09 -
Y4IETHBIX (POPM apXHBa OpTaHU3AINH K 2.5

2.6 VYyacTue B MpOBEACHUH 3KCIEPTU3BI IEHHOCTU JOKYMEHTOB OpPraHu3aliui Ha OK 01 - IIK 2.1
OCHOBaHMWY HAYYHBIX KPUTEPUEB UX IIEHHOCTH M HOPMAaTUBHBIX JOKYMEHTOB: OK 09 -
nepeuHeil 1 HoMeHKnatyp. OmnpeneraeHne CPOKOB XpaHEHHUS JOKYMEHTOB U K 2.5
nen. OdopmiteHne KapTodeK-3aMeCcTUTENeH ena.

2.7 IIpoBepka Hanuuusi U COCTOSHHS APXUBHBIX JOKYMEHTOB OpraHH3alliu. OK 01 - IIK 2.1
BrisBiieHne JOKYMEHTOB C TOBPEXICHUSIMU MaTepUATbHBIX HOCHUTEICH. OK 09 -
Opranusaius po3bicka HeoOHApYKeHHBIX e, OdopmiieHHe TOKYMEHTAIMH K 2.5
0 pe3yNbTaTaM MPOBEPKH.

2.8 Pabora o cozmaHuio CIIpaBOYHO-TIONCKOBBIX CPENICTB apXHWBa OPTraHU3AIINH, OK 01 - TIK 2.1
B TOM 4YHCJIE C MPUMEHEHHEM HH(POPMAIMOHHBIX TEXHOJOTHHA. YuacTue B OK 09 -
(hOpMHUPOBaHUU OCHOBHBIX U BCIIOMOTATEIbHBIX apPXUBHBIX CIPABOYHUKOB, B K 2.5
TOM YHUCJIE C UCTIOJIH30BAHUEM aBTOMATHU3UPOBAHHBIX CUCTEM.

2.9 CocraBineHue apxXMBHOH OMMCH JI€1 MOCTOSAHHOTO XpaHeHusd. OdopmieHue OK 01 - [IK 2.1
OMKCH JIeJI MO JHUYHOMY cocTaBy. OdopmieHrne OIMUCH el BPEeMEHHOTO OK 09 -
(cBemme 10 mer) cpoka xpaneHus. lIpocraBieHne Ha BHYTPEHHHUX U K 2.5
HCXOJAIIUX JIOKYMEHTaX HEOOXOAWMBIX OTMETOK B COOTBETCTBUH C
tpedboanusmu ['OCT

2.10 | Ilouck wuHboOpMalMu 1O 3alpocy IMOJb30BAaTEIs, B TOM YHUCIE C OK 01 - TIK 2.1
HCIIONBb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM. Perucrpamusi UCXOASIIUX OK 09 -
JOKYMEHTOB B NPEIJIOKEHHOM d3JeKTpoHHOH (dopme. Perucrpanums K 2.5
BHYTPEHHMX JOKYMEHTOB B NPEUIOKCHHBIX JJIEKTPOHHBIX  (hopMax
(perucrpanus npukazos o O/], perucrpanus npukaszos o JIC, peructparus
TPYJOBBIX JOTOBOPOB, PETUCTPAIIHS JBHKCHUS TPYIOBBIX KHUKEK)

2.11 | WcmonHeHue 3ampocoB TI0 TIOMCKY AapXUBHBIX Jen  (JOKYMEHTOB) OK 01 - TIK 2.1
OpraHM3allid, B TOM 4YHCJIE€ C HCIOJb30BaHHEM HH(POPMAIMOHHBIX OK 09 -
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TexHonoruii. Bemennme 06a3pl  JaHHBIX ~ JTOKYMEHTOB  OpraHU3alMH
(mpuKpensieHHue 3JeKTPOHHBIX JOKYMEHTOB THIIEPCCBUIKAMH K KypHAITY
peructpanuu 10KyMeHToB). O6paboTKa M OTIIPaBKa UCXOISAIINX JOKYMEHTOB.
Opranuzanust padOTBl MO PETHCTPAlMM TEKYIIETO JAEJIONpPOU3BOACTBA
(BHYTpEHHHUE TOKYMEHTBI)

K 2.5

2.12

IIpuem u nepBuuHas 00paboTka BXOAAIIMX JOKyMeHTOB. llpenBapurensHoe
paccMOTpeHHe U COPTUPOBKA [OKYMEHTOB Ha PErucTpUpyeMble M HE
peructpupyemsble. Peructpanus BXOIAIIUX JOKYMEHTOB B IPEMJIOKEHHOU
anekTpoHHO# Qopme 4. ITlogroroBka BXOASIMIMX TOKYMEHTOB IS
paccMoTpeHusi pykosoauTeneM lIpocTaBieHue Ha IOKYMEHTE OTMETKH O
MOCTYIVICHUH NOKYMCHTA B OpraHrU3alnuio

OK 01 -
OK 09

IK 2.1

I[IK 2.5

JAudpepeHunpoBaHHbIN 3a4eT

Bcero

144
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4. YCJIOBUSA PEAJIN3AIIAN PABOYEM ITPOT'PAMMBI
MMPOU3BOJCTBEHHOM MPAKTHUKH IO MPOPUIIO CIIEIIUAJIBHOCTH

IIpon3BoacTBEHHAs MpPaKTUKA IO IPOPHIIIO CIELUATBHOCTHU ABISETCA 0053aTeIbHON 1151
BCEX O0YyYaroImuXcs, MPOBOAUTCS TOCIE MOCIEAHENH CECCUU U MPEAIECTBYET IOCyIapCTBEHHOM
UTOroBoi arrectauuu. [Ipon3BoACTBEHHAs MPAKTUKA 10 IPOQIIIIO CIIEHUATBHOCTH pealln3yeTcs
00yYaroIKUMHUCS CaMOCTOSITEIBHO 110 HAMIPABICHUIO 00Pa30BaTEIBHOTO YUPEIKICHHUS.

B nepuoa npoxoaeHus pakTUKK HAa HUX PAaCpPOCTPAHAIOTCS TPEOOBaHUS OXPAHBI TpYIa
U IIpaBWIa BHYTPEHHEIO paclopsaka, ACUCTBYIOLIUME B OPraHU3alllid, a TaKXe TPYAOBOE
3aKOHOJAATEIBCTBO, B TOM YHCJIE U B YACTH I'OCYJAapCTBEHHOI'O COLMAIBHOIO CTPaXOBAHMUS.

[IpenycmaTtpuBaercs ycTaHoBlIeHHas (popMa OTYETHOCTH Uil OOyYArOIUXCs M0 UTOTaM
IPOXO0XKICHUS IPOU3BOJICTBEHHOM NMPAKTUKH 10 MPOPUITIO CHELMATbHOCTH:

- OTUET;

- JHEBHUK.

HTorom npakTuku sBisiercs: 1udGepeHIupOBaHHbIN 3a4€T, KOTOPBIH BHICTABIISIET PYKOBOIUTEb
IIPAKTUKU OT IHCTUTYyTa HA OCHOBAHUH:

- HaO1r01eHuH 3a paboTol MPAKTUKAHTA;

- BBITNOJIHEHNS UHAUBUyaJIbHOTO 3aJaHMsI;

- KauecTBa OTYETa 10 IPOrpaMMe IIPAKTUKY;

- IpeBapUTEILHON OLIEHKN PYKOBOAUTEINS MIPAKTUKHA OT OPTaHU3aINH - 0236l
IIPAKTUKHU B aTTECTALlHOHHOM JIUCTE;

- XapaKTEPUCTUKHU, COCTABICHHON PYKOBOJUTEIIEM IIPAKTUKU OT OpraHU3aluH.

OOyJaromuecss CaMOCTOSITEILHO O(QOPMIISIFOT JHEBHUK IPAKTUKH. PyKoBOAHMTENH
IPAaKTUKUA TOANUCHIBAET aTTecTalMOHHbIN jucT. Ilo pesynpratam npakTHKU oOydaromuics
BBIIIOJHAET (COCTaBiseT) OT4ET (C TMpe3eHTalueil), B KOTOPOM OTpakaeT pe3yJbTaTbl
BBINOJIHEHHBIX 33JJaHUN BO BpeMsl IPOXOXKACHUS IPAKTUKH, a TaKXkKe (POpMYIHpyeT COOCTBEHHbIE
BBIBOJIbI II0 pe3yJIbTaTaM IPOJENaHHON padoThl. B kauecTBe MpuiIokKeHUs] K OTUYETY MPAKTUKU
oOyyaromuiics odopmisier rpaduyeckue, ayaumo-, (GoTo-, BHIEO-, MaTepHaibl, HarjsIHbIE
00pa31bl U3/1eHil, TOATBEPKIAI0IIUE MPAKTUYECKUI OTIBIT, ITOJIyY€HHBIM Ha IPAKTHKE.

®opMbI HEO0XOAUMBIX JOKYMEHTOB /ISl 3aNI0JIHeHus1 M npeaocrasiaenuss B AHIIOO
«Ky06anckuiit UI10», MmeTonnuyeckne yka3aHus 10 BbINIOJTHEHUIO 0TYETA M0 PAKTHKE MOKHO
MOJIYYUTH B OTAe/Ie y4eOHO-IPOU3BOACTBEHHOI padoThl M B OudIHMOTEKe.

Pe3ynbpTaThl MpOXO0XKIEHUS TNPOU3BOJACTBCHHON MPAKTUKU IO MPOPHIIO0 CHEIUATbHOCTH
YUUTBIBAIOTCS NPU UTOTOBOM arTecTannu. OOydaromuecs, He BHITOJHUBIINE 0€3 yBAKUTEIbHBIX
IpPUYUH TpeOoBaHUs paboyell MporpaMMbl MPAKTUKHU WM TOTYYUBIINE OTPULIATENBHYIO OLIEHKY,
oTYHCIA0TC U3 MHCTUTYTa 32 HEBBINIOJIHEHNE YUeOHOr O TUIaHa.

4.1 KaapoBoe o0ecnieueHue 00pa3oBaTeIbHOIO Mpoiecca

Peanuzarus pabodeit mporpaMMbl POM3BOICTBEHHOM MPAKTUKH 110 MPODHITIO CIIEIHATbHOCTH
OpU TPOBEACHHHM B 00pa3oBaTENbHOM OpraHu3allMd — OPraHU3yeTCs IMeAarorHyecKuMHU
pabOTHMKAaMH, MO BO3MOXKHOCTH HMEIOUIMMH TNpoduiibHOe 00pa3oBaHue M OOJBLIONW CTax
PaKTUYECKOH paboTHI IO MPOPUITIO;

— MpU TMPOBEACHUU B OPraHU3alUU, OCYLIECTBIISIIONIEH AEsITeNbHOCTh MO MPOdUITIO
COOTBETCTBYIOILIIEH 00pa3oBaTeNbHOM MpOrpaMMbl, B TOM 4YHCIE€ B €€ CTPYKTypHOM
MOJpa3JieIecHud — OpraHu3yeTcsl JIMIAMH, COOTBETCTBYIOIIMMU TPEOOBAaHUSM TPYAOBOIO
3akoHozarenbcTBa Poccuiickoit denepanun 0 JOMYCKe K NMEAArOTMYECKON AEATEIbHOCTH, U3
yyclia padOTHUKOB JaHHOM OpraHu3alliy, KOTOpble 00ECIeYMBAIOT OPraHU3AlMI0 pealn3aluu
KOMITOHEHTOB 00pa30BaTeIbHOM MporpaMmbl B opMe MPAKTUIECKOM MOATOTOBKH.
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4.2. HudopmannoHHoe odecneyeHue 00ydeHust
[lepeuens peKOMEHIYyeMBIX yUeOHBIX H3IaHWi, VHTEpHET-PECypCcoOB, MOMOTHUTEILHOMI
JUTEPATYPHI.
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5. KOHTPOJIb U OIIEHKA PE3YJIbTATOB OCBOEHMS PABOUYEM ITPOI'PAMMBI
MPOU3BOJCTBEHHOMN MPAKTUKH IO MPOPUIIO CIIELIUAJIBHOCTH

KoHTposb 1 OIeHKa pe3ylbTaTOB OCBOCHHUS MPOU3BOJCTBEHHOW MPAKTUKU O MPOQHITIO
CHEIMAIBFHOCTU OCyIlecTBIsieTcs: B dopMe ouggepenyuposannoeo 3auema, Ha OCHOBAHUU
0TYeTAa MO NPAKTUKE, THEBHUKA MPAKTHKH, XapAKTEPUCTUKH, ATTECTAIMOHHOTO JIUCTA.

Koa u pe3yjabrarbl
OcHOBHbBIE MOKA3aTeNH
(ocBOeHHbBIE DopMbI U METOIbI KOHTPOJIA
OlleHKH pe3yJIbTaTa

KOMIIeTEHIINH)
[IK 1.1. OcymecTBasTh [omrygenue HEOOX0IUMOMA OKCIIepTHasl OLEHKA pe3yJbTaToB
npuém-repeaaqy nHPOpPMAaLIMH U TIepeaua BBITTOTHCHUS . pabor
yIpaBJIeHYeCKOil CaHKITMOHHUPOBAHHOI HPOU3BONCTBCHHON  MPAKTHKH IO
“H(GOPMAITUH C TIOMOIIIBIO rH(OPMAITNH C UCTIOIB30BaHHEM TPOQIIO CHEIHATLHOCTH.
cpencTB MHOOPMAITMOHHBIX | CPEACTB HH)OPMALIMOHHBIX U ﬁﬁ;?:piﬁ;;ilgg;f ;I;ZI;;
¥ KOMMYHUKAIIMOHHBIX KOMMYHHUKAIIMOHHBIX
TEXHOJIOTHH. TEXHOJIOTHIA
IIK 1.2. KoopauaupoBaTb Koopaunranus pabotet OKCIIepTHasl OLEHKA pe3yJbTaToB
paboTy MpHeMHOIA NPUEMHON PYKOBOIMTENS ¥ 30H | BPIIOJIHCHHUA 5 pabor
PYKOBOJMTEIIA, 30H IPHEMa | TIpHEMa pasTHuHbIX KaTeropuii | [POMSBOJACTBCHHOM  IIPaKTHKH - 110
Ppa3IMYHBIX KaTeropui IIOCETUTENIEH OpTraHU3aALNH MPOQHMITIO CMIENHATEHOCTH.

JueBHuk, OTYeT 1o npaxTHKe

[IOCETUTENIEW OpPraHU3aLMH. N
JnddepeHnmpoBaHHbIN 3a4eT

[IK 1.3. Bnagets HaBbikamu | [Inanuposanue pabouero OKcniepTHas OLCHKA PEe3yNbTaToB
TUIAHUPOBAHUSI PaboyYero BPEMCHHU PYKOBOIUTEIIS U BBITOTHCHHA pabdot
BpPEMEHHU PYKOBOJUTENS M | pabodero JHs ceKpeTaps [POM3BOACTBCHHOM  MPAKTHKH 110
cexperaps PO(UITIO CTIeHATBHOCTH.
JueBHuk, OTYET MO MPAKTUKE
JuddepennupoBannbiii 3aueT
IIK 1.4. OcymiecTBIsSTH OpraHu3anus JeNOBbIX 10e3/10K | JOKCIEPTHAs OLEHKA pe3yJbTaToB
MOJITOTOBKY JICIOBBIX PYKOBOJUTEJISI BBIIIOJIHCHUA pabot
MO€3/I0K PYKOBOIUTES U U JIPyTUX COTPY/THUKOB TPOM3BOACTBCHHON  HPAKTHKI IO
JPYTUX COTPYTHUKOB OpraHu3aIyu OPOQHIO CHENHATLHOCTH.
JueBHUK, OTUET MO MPAKTUKE
OpraHu3alyy. N
HduddepennupoBannbiii 3aueT
IIK 1.5. Bnagets Opranuzanus ¥ nogaepxaHue OKcnepTHas OLEHKAa pe3yJbTaToB
croco0aMu OpraHu3aIum (YHKIMOHATBHOTO pabovero BBIMOIHCHHA pabor
pabouero MpoCTpaHCTBa [POCTPAHCTBA HpOUSBOACTBCHHOM  IPaKkTHKK 110
NpHEMHOH U KabuHeT POQUITIO CIICIIUATIEHOCTH.
JueBHuk, OTYET MO MPAKTUKE
PYKOBOJIUTEIS. N
JnddepeHnmpoBaHHbIN 3a4eT
[IK 1.6.0cymiecTBasTh Opranuzanusi IOArOTOBKH U OkcnepTHas OLEHKAa pe3yJbTaToB
paboTy 1o MOJIrOTOBKE U MPOBE/ICHUE BHYTPEHHUX U BBITTOJTHCHHA pabot
MIPOBEICHUIO BHENIHUX KOH(EpPEeHTHBIX [IPOM3BOACTBCHHON  MPAKTUKH 110
KOH(EPEHTHBIX MEpPONpPHATHH, oOecrieueHrne PO CHENHATLHOCTH.
. JueBHuk, OTYeET 1O MPaKTHKE
MEpONpPHSITHH, UH()OPMALTMOHHOTO N
- Huddepennupopannblii 3aueT
o0ecrieunBaTh B3aMMOJICHCTBUS PYKOBOJUTEIIS
nHPOPMALIMOHHOE C MO/pa3/IeNCHUsIMHA U
B3aNMO/ICHCTBHUE JOJDKHOCTHBIMH JIMIAMHA
PYKOBOJUTEIISI C OpTaHU3allu.

MOJIpa3/iIeICHUsIMU U
JOJDKHOCTHBIMU JIUIIAMH
OpraHu3alui.
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IIK 1.7.0popmisaTs
OpTaHU3aIMOHHO-
pacropsauTeNLHbIE
JOKYMEHTBI U
OpPTraHHU30BEIBAThH PabOTY C
HUMHU, B TOM YUCJIC C
HCIIOJIb30BaHUEM
ABTOMAaTU3UPOBAHHBIX
CHCTEM.

OdopmiteHre opraHu3aIuOHHO-

pacIopsAUTELHBIX JOKYMEHTOB
W opraHu3anus paboThl ¢ HUMH,

B TOM YHCIIE C UCTIOJIb30BAHUEM

ABTOMATHU3UPOBAHHBIX CHCTEM

OKcrepTHast OIEHKa pPe3yJIbTaToOB
BBITIOJTHCHHS pabor
MIPOU3BOJCTBCHHON TMPaKTHUKU TIO
MPO(UIIO CIEUATBHOCTH.
JueBHUK, OTYET MO MPAKTHKE
HuddepeHnmpoBaHHbIN 3a4eT

[IK 1.8.0popmasTs
JOKYMEHTBI TI0 INYHOMY
COCTaBy M OPTaHU30BBIBAThH
paboTy ¢ HUMH, B TOM
YHCJIE C UCTIOIb30BaHUEM
ABTOMATHU3UPOBAHHBIX
CHCTEM.

OdopmieHne TOKyMEHTOB T10
JIMYHOMY COCTaBy U
opraHusanus padoTsl C HUMH, B
TOM YHCJIE C HUCIIOJIb30BaHUEM
ABTOMAaTHU3UPOBAHHBIX CHCTEM

DKcriepTHasi OIIEHKa pe3yJbTaToB
BBITIOJTHCHHSI pabot
MIPOU3BOJCTBEHHON MPAaKTHKH IO
MIPOQIITIO CTICTTHATEHOCTH.
JueBHUK, OTYET MO MPaKTHKE
HuddepenuupoBannspliii 3aueT

[IK 1.9.0pranusoBbsIBaTh
TEKyIllee XpaHeHNE
JOKYMEHTOB, 00paboTKy
7es JJIsl OTIePaTHBHOTO U
apXUBHOTO XPaHEHHS, B TOM
YHCIIE C UCTIOIb30BaHUEM

Opranuzaus TeKyIero
XpaHEHUs IOKYMEHTOB,
o0OpaboTka Jien Jis
OIEPaTHBHOI'O ¥ APXHUBHOTO
XpaHEHUs, B TOM YHUCIIE C
HCHOJIB30BaHHEM

OKclepTHasi OLIEHKA pe3yJbTaToB
BBITOJTHCHUS pabort
NPOM3BOACTBEHHON MPAaKTUKU TI0
PO(HIIO CTIeHATBHOCTH.
JueBHuk, OTYeT 1o npaxTHKe
Huddepenuupoannspiii 3aueT

aBTOMAaTHU3HPOBAaHHBIX ABTOMAaTU3HMPOBAHHBIX CHCTEM

CUCTEM.

MK 2.1. Co3JaHue JOKaTbHBIX OKcrepTHasi  OLCHKA Pe3yIbTaToB
Ocy1iecTBIsATh HOPMAaTUBHBIX JOKYMEHTOB U BBIIIOJIHCHHSA pabor
KOMIUIEKTOBaHUE IIPOTOKOJIOB 3aceaHMii IPOM3BOJACTBECHHOM MPAKTHKH 10
ApXUBHBIMH JI€JIaMU 9KCIIEPTHON KOMUCCUH NPOQHIIO CHCLNATBHOCTH.
(moxymeHnTaMn) opranuzauuu. [IpoBenenue JAneBHnK, OTYET 10 MPAKTHKES

apxuBa OpraHu3aluu

OKCIIEPTU3bI HEHHOCTHU
AOKYMCHTOB OpraHrU3alu.

JuddepeHunpoBaHHbIN 3a4eT

IK 2.2.

Bectu yu€T apXUBHBIX JIeN
(mOKyMeHTOB),

B TOM YHCJIe

C HCIIOJIb30BaHUEM
ABTOMATHU3UPOBAHHBIX
CUCTEM

YuéTr apXuBHBIX A€
(TOKYMEHTOB) ITOCTOSTHHOTO U
BPEMEHHOTO XpaHEeHU. YUET
(hOHIOB ¥ OIUCEH apXUBHBIX JIEI
(mokyMeHTOB). YU€T BbIIaYN
APXHUBHBIX JIeT (IOKYMEHTOB) U3
ApPXUBOXPAHUJIHUILA U UX
BO3BpaTa. YYET U KOHTPOJIb
repeiayn apXUBHBIX JIETT
(TOKyMEHTOB) B
rOCyJapCTBEHHBIN/
MYHHIIATIATBHBIN apXWUB WK HA
WHOE BHEIIHEE XpaHeHHe. YUET u
PO3BICK HEOOHAPYKEHHBIX JIEIT
(moxymenTtoB). Beaenue men
dhonmoB

OKcrepTHast OIEHKa pPe3yIbTaToOB
BBIIIOJIHEHUS pabort
MPOU3BOJCTBEHHON IPAKTHKU TI0
NPOQUITIO CIIEIHATBHOCTH.
JueBHUK, OTUET MO MPAKTUKE
Huddepennupoannblii 3aueT

IIK 2.3.
Ocy1ecTBIATh
XpaHEHUE apXUBHBIX JIeT

Co3ganue onuceii aei
(TOKyMEHTOB) OpraHU3aIUH
ITOCTOSTHHOT'O CPOKA XpaHeHHS U

3KCH€pTHaSI OLICHKa Ppe3yJibTaTOB
BBITTOJTHCHUA pa60T
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(TOKyMEHTOB)

C MOCTOSTHHBIM CPOKOM
XpaHCHUS

U TI0 INYHOMY COCTaBY
B apXUBE OpPraHU3aIMN

10 IUYHOMY COCTaBYy.
Pa3mMenienue apxiBHBIX JIe
(TOKyMEHTOB) B apXHUBHBIX
XPaHWIHIIAX B COOTBETCTBUU C
BBIOpPaHHOW CXeMOH KilacCchupH-
Kallu¥ U CHCTEMATU3AIHHU JICT
(mokymentoB). Co3nanue u
obecrnieueHue pe>KMMOB XPaHCHUS
APXHUBHBIX JET (IIOKYMEHTOB).
[IpoBepka HaTU4KS U COCTOSIHUS
APXMBHBIX JIeN (IOKYMEHTOB).
BrisiBnenue u yuér

APXHUBHBIX JIeT (IOKYMEHTOB),
TPeOYIOIIUX PECTABPAITUOHHOM,
KOHCEpBAIIMOHHO-
MIPOPUITAKTHICCKON U
TEXHUYECKOW 00pabOTKU.
IToaroToBka ycloBui s
obecIeueHusT COXpaHHOCTH
ApPXUBHBIX JIeN (JOKYMEHTORB) B
0COOBIH TIEPUOJ] ¥ YPE3BBIYANHBIX
curyanusax. OcyiecTBIeHNE
KOHTPOJISI IBMXKEHUST APXHBHBIX
Jen (TOKyMEHTOB) U UX
(hM3UIECKOTO COCTOSHHUS.
IToaroToBka u nepenaya
APXUBHBIX JIeN (JOKYMCHTOR)

B IrOCYIapCTBCHHBII/
MYHUIIUNATBHBIA apXHUB WK Ha
HMHOE BHEITHEE XpaHECHUE

MPOU3BOJCTBEHHON MPAaKTHKH IO
MPOQIITIO CTICTTHATEHOCTH.
JueBHuk, OTYET MO MpaKTUKE
HuddepenuupoBannspiii 3aueT

[IK 2.4.

Ocy1ecTBIATh
XpaHeHue,
KOMIUIEKTOBAaHHUE, YUET U
HCIIOJIb30BaHUE JIEN
(mOKyMEHTOB)
BPEMEHHOTO XpaHEeHHUS

VYuér onucel ey BpEMEHHOTO
XpaHEHUs CTPYKTYPHBIX
NOApAa3/ieJICHUI OpraHu3aluu B
TPaJUIIMOHHOM U B JIEKTPOHHOM
Buje. CucreMaTusanus aei
(mOKyMEHTOB)

BPEMEHHOTO XpaHEeHHUS,
MPHUHATBIX OT CTPYKTYPHBIX
[O/Ipa3ieNICHUI OpraHu3alyy,
JUTS pa3MEIeHus B XpaHUJIHIIE
apxuBa opranuzanuu. Kontpois
BBIJIaYU B ONIEPATUBHOE
TI0JIb30BaHUE JIeN (TOKYMEHTOB)
BPEMEHHOTO XpaHEHHS U UX
Bo3Bpara. [IpoBeaenue
9KCIIEPTHU3BI IIEHHOCTH JIENT
(mOKyMEHTOB) BpEMEHHOTO
XpaHEHUs B apXHBE
opranu3zanud. [logrotoska nen
(mOKyMEHTOB)

BPEMEHHOTO XpaHEHHA,
MPHUHATBHIX OT CTPYKTYPHBIX
[oApasieiaecHul, Ha
yarnuTokeHue. CoznaHmne akToB O
BBIIEJICHUH HA YHUUTOKEHUE JIEN
(IOKYMEHTOB) BPEMEHHOTO
XpaHEHUs! C HCTEKIINMHU

OKcrepTHast OLIEHKA pe3yJbTaToB
BBITOJTHCHUS pabort
NPOM3BOACTBEHHON IPAKTUKU TI0
MO0 CIEHUATBHOCTH.
JueBHuk, OTYeT 1Mo npaxKTHKe
HuddepennupoanHnblii 3aueT
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CPOKaMU, MPUHSTHIX OT
CTPYKTYPHBIX TOApa3IeIeHUI

IIK 2.5.
Ocy1ecTBIsATh
HCIIONB30BaHNE
APXUBHBIX JIE
(mOKyMEHTOB),

B TOM YHCIIE

C UCIOJIb30BaHUEM
ABTOMAaTU3UPOBAHHBIX
CHUCTEM

[onnepxka B akTyaJbHOM
COCTOSTHHH AJIEKTPOHHBIX
nH(OPMAITMOHHO-TTOMCKOBBIX
CHCTEM apXuBa B
JIOKYMEHTHUPOBaHHBIX chepax
JeSITeTbHOCTH OpPTaHU3aIiH.
CocTraBneHue crpaBoYHO-
MTOUCKOBBIX CPEJICTB

K apXHUBHBIM JIeIaM
(moxkyMeHTaM), YYTEHHBIM B
apXuBe U B JOKYMEHTUPOBAHHBIX
chepax nesTeILHOCTH
opranuzauu. [lonroroBka
OTBETOB Ha 3aMPOCHl aPXUBHBIX
nen (nokymentoB). [loaroroska
paboTHI OJIE30BATENCH B
YUTAJIHFHOM 3aJie apXrBa

DKcrnepTHas OLEHKAa pe3yJIbTaToB
BBITIOJTHCHHS pabort
MPOU3BOJCTBEHHON MPaKTHKH O
MPOoUITIO CIEHUATBHOCTH.
JlaeBHUK, OTYET MO MPAaKTHKE
Huddepenuuposannslii 3aueT

IIK 3.1. Ocy1miecTBIsTh
paboTy 1o BEIEHUIO
ApXUBHOTO JIeJIa Ha

JleMoHCTpaIus CriocoOHOCTH
OCYILECTBIIATH PabOTy 1O

DKkcrnepTHas OLEHKA pPe3yJIbTaToB
BBITOJTHCHUS pabort
NPOM3BOACTBEHHON MPAKTUKU TI0
MPO(UITIO CIeHATBHOCTH.

TIpEIPHUSATHHN BEJICHUIO apXUBHOTO Jiejia Ha
TPEANPUSTAN JIHeBHUK, OTYET MO MPAKTUKE
JduddepennmpoBannplii 3aueT

OK 01. Bri6op criocoba pemienns 3afgad | JKCIEPTHAs OLCHKA PE3yIbTAaToOB

Br16upath crioco6st
pemnieHus 3aaaq
npoeccnoHaIbHON
JEATeTLHOCTH
MIPUMCHHUTEIIBHO K
pa3IUYHBIM KOHTEKCTaM;

npoeccnoHaTbHON
JeATeTbHOCTH MPUMEHHUTEIIBHO K
pa3IMYHBIM KOHTEKCTaM

BBITIOJTHEHHS pabort
NPOM3BOACTBEHHON MPAKTUKU TI0
NpOQHITIO CIIEIHATBHOCTH.
JueBHUK, OTUET MO MPAKTUKE
Huddepennupoannblii 3aueT

OK 02.

Hcnons3oBath
COBpPEMEHHBIE CPEJICTBA
MOWCKA, aHAJIN3a U
HHTEPIPETAIUH
nH(pOpMaIUH, 1
HHPOPMAITUOHHBIC
TEXHOJIOTHH JJIs
BBITIOJIHEHHS 33124
npodeccuoHaIbHON
NeSITENbHOCTH;

Hcronp30BaHHEe COBPEMEHHBIX
CpEJICTBA TIOMCKA, aHATH3a 1
HHTEpIpETAKA HHOPMAIH, U
HCIIOJIb30BaHNE
WH(POPMALTMOHHBIX TEXHOIOTUH
JUJIs1 BBITIOJIHEHUA 3a1a4
npodeccuoHaIbHON
JIeSITEIILHOCTH.

OKcriepTHast OIIEHKa pe3yJbTaToB
BBINOJIHEHHS pabor
MIPOU3BOJCTBEHHON MPaKTHKH IO
NPOQUITIO CIIEIHATBHOCTH.
JueBHUK, OTUET MO MPAKTUKE
JuddepeHnmpoBaHHbIN 3a4eT

OK 03. [ImanupoBats 1
peann30BbIBaTh
coOCTBEHHOE
npodeccuoHaNbHOE U
JUYHOCTHOE Pa3BUTHE,
MPeINPUHIMATEIHCKYIO
JesITeIbHOCTD B
npodeccuoHanbHOM cdepe,
HCIOJB30BaTh 3HAHUS 110
MpaBoOBOH U (PMHAHCOBOI

[InanupoBanue U peannsanus
COOCTBEHHOTO
podecCHoHaIbHOTO U
JIUYHOCTHOTO Pa3BUTHS,
MpeNPUHUMATETBCKON
JIeSITEIIBHOCTH B
npodeccnoHanbHOM cdepe,
WCTOJb30BaHUE 3HAHUH 110
MpaBoOBOH U (PMHAHCOBOM

OKCIEpTHAsl OLICHKA PE3YJIbTaTOB
BBIIOJIHEHUS pabot
MIPOWM3BOJACTBEHHOW TMPAKTUKH TIO
pO(UIIO CIeNUaTBHOCTH.
JueBHuk, OTUET MO MPAKTUKE
Huddepennupopannblii 3aueT
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T'paMOTHOCTH B pPa3/IMYHBIX
KN3HCHHBIX CUTyallusAX

T'paMOTHOCTH B pa3JIMYHBIX
KN3HCHHBIX CUTyalusaX

OK 04. DddexTrBHO
B3aMMO/ICUCTBOBATh U
paboTaTh B KOJUIEKTUBE U
KOMaH/E;

BsaumoneiictBue u pabota B
KOJUICKTUBE M KOMaH/1e

DKcriepTHasi OIIEHKA pe3yJbTaToB
BBITIOJTHCHHSI pabot
MPOU3BOJICTBEHHOW TPAKTHKH IO
MIPOQIITIO CTICTTHATEHOCTH.
JueBHuk, OTYET MO MpaKTUKE
JduddepenumpoBannbiii 3aueT

OK 05.OcymiecTBasTh
YCTHYIO ¥ THCEMEHHYIO
KOMMYHUKAIIUIO Ha
rOCYJapCTBEHHOM SI3BIKE
Poccuiickoin @enepannu ¢
Y4ETOM OCOOCHHOCTEH
COLMAIBHOTO U
KyJIBTYPHOI'O KOHTEKCTA

Ocy1iecTBieHne yCTHOH U
MIMCbMEHHON KOMMYHUKAIMK Ha
rOCY/IapCTBEHHOM SI3BbIKE
Poccuiickoi @enepannu ¢
y4eToM 0coOeHHOCTel
COLIMAIBHOIO U KYJIBTYPHOTO
KOHTEKCTa

DKcrnepTHas OLEHKAa pe3yJIbTaToB
BBITIOJTHCHHS pabort
MIPOU3BOJCTBEHHON MPaKTHKH IO
MPOoUITIO CIEHUATBHOCTH.
JlaeBHUK, OTYET MO MPAaKTHKE
Huddepenuuposannslii 3aueT

OK 06
IpaXxaaHCKO-
MMaTPUOTUUIECKYIO
MO3ULHIO,
JEMOHCTPHUPOBATH
OCO3HAHHOE IIOBEJCHUE Ha
OCHOBE TPaIULUOHHBIX
poccHuiicKux JIyXOBHO-
HPAaBCTBCHHLIX HCHHOCTCﬁ,
B TOM YHCJIE C Y4YeTOM
rapMOHHU3aLNUN
MECXKHAIIMOHAJIBbHBIX u
MCKPEITUTUO3HBIX
OTHOUICHUH,  NPUMEHSATbH
CTaHIAapThHI
AHTHKOPPYILIMOHHOIO
MOBEJICHNUS

[IposiBnsaTh

IIposiBnenue rpaxxaaHcko-
MaTPUOTUYECKOMN TIO3ULINH,
JIEMOHCTPALIUS OCO3HAHHOIO
MOBEJICHUS HA OCHOBE
TPaAULIMOHHBIX POCCUMCKUX
JyXOBHO-HPABCTBEHHBIX
IICHHOCTEH, B TOM UHCJIC C
YYETOM FapMOHU3ALHH
MEKHAIMOHAIBHBIX U
MEKPEIUTHO3HBIX OTHOIIICHUH,
MIpUMEHEHUE CTaHAaPTOB
AHTUKOPPYIITHOHHOTO
MOBEJCHUS

OKcrepTHast OLIEHKA pe3yJbTaToB
BBITOJTHCHUS pabort
NPOM3BOACTBEHHON MPAKTUKU TI0
PO(HITIO CIeHATBHOCTH.
JueBHuk, OTYeT 1o npaxTHKe
Huddepenuupoannsbiii 3aueT

OK 07 CogxencTBoBaTh
COXPaHEHUIO OKPYKAIOIICH

CopneiicTBrE COXpaHEHHIO
OKpY>Karollleu cpelibl,

DKcrnepTHas OICHKA pEe3yJbTaToB
BBITOJTHCHUS pabort

Cpensl, pecypcocepeKenio NPOM3BOACTBEHHON MPAKTUKU TI0
b

pecypcocOepekeHuto, YR —— PO(UITIO CTIeHATBHOCTH.

MPUMEHATH  3HaHWs 00 JueBHuK, OTYET 1O MpaKTHKE
W3MEHEHUH KIIMMara, IPUHIIUIIOB .

M3MEHEHUN KJINMATa, JuddepeHunpoBaHHbIN 3a4eT
OepexKIIMBOTO MTPOU3BOICTBA,

MIPUHIUIEL  OEPEeKITHBOTO N

HPOM3BOCTRA, SQ)@eKTHBE{oe JieiicTBHE B

>bdexTHBHO eficTBoBaTH | UPE3BBIUANHBIX CHTYAIHSX

B Ype3BbIYANHBIX

CUTYaIUsIX

OK 08  Mcronp30Bath | Mcronb30BaHHE CPEJICTB OKCIEpTHAsl OLIGHKA PE3YJbTaTOB

cpencrTsa ¢duzndecko U3MUECKOIT KYJIBTYpBI AT BBITTOJTHEHHS pabot

KYJIBTYPBI ISl COXpAaHCHHUS
U YKPEIUJICHUS 37I0POBbS B
nporecce
npodeccuoHaIbHON
JCSITEITBHOCTH u
TTOJIIEPIKAHST
HEO0OXOIMMOTO
(hmznueckoit
MOJITOTOBJICHHOCTH

YPOBHS

COXPAaHEHUS U YKPEIUICHUS
3JI0pPOBbSI B IIPOLIECCE
npodeccnoHambHON
JEATEITLHOCTH U MO ICPIKaHHs
HEOO0XOIMMOT'0 YPOBHS
(bU3MYECKOii TOATOTOBICHHOCTH

MIPOU3BOJCTBEHHONH MPAaKTHKH IO
MO0 CIEHUATBHOCTH.
JueBHuk, OTYET 1O MPaKTHKE
Huddepennupoannbiii 3aueT
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OK 009.

[Tonp3oBaThCs
npodeccuoHaIbHON
JOKyMEHTalUel Ha
rOCyJapCTBEHHOM U
MHOCTPAHHOM SI3BIKAX

Hcnonb3oBaHue

PO eCCHOHATTEHOM
JIOKYMEHTAIINH Ha
rOCy/IapCTBEHHOM H
WHOCTPAHHOM S3BIKaxX

OKcrepTHast OIEHKa pPe3yJIbTaToOB
BBITIOJTHCHHS pabor
MIPOU3BOJCTBCHHON TMPaKTHUKU TIO
MPO(UITIO CIEUATBHOCTH.
JueBHUK, OTYET MO MPAKTHKE
HuddepeHnmpoBaHHbIN 3a4eT
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