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Pabouas mporpamma  IpPOM3BOJACTBEHHOW  MNpakTUKM 1o  crneuuaisbHoctd  46.02.01
JlokyMeHTalMoOHHOe OOecreueHue YIpaBlIeHUs U apXUBOBEJCHHE IpeJHa3HaueHa s
peanu3zanuu 00pa30BATENLHON MPOTrpaMMBI CPEAHET0 MPO(eCcCHOHAIBHOTO O0pa30BaHUS  TIO
porpaMMe MOJArOTOBKU CIEIMAIUCTOB CPEeIHEro 3BeHa pa3paboTaHa Ha OCHOBE (enepabHOTO
rOCyJapCTBEHHOTO  00Opa3oBaTeNbHOrO  cTapaapra  mo  crneuuanbHoctH  46.02.01
JlokyMeHTanmoHHoe obecrieueHue ympasieHus u apxuBoBeaeHue (IIpukaz MunnpocsemeHus
Poccum ot 26 asrycra 2022 r. Ne 778, 3apeructpupoadn MunucrepcrsoM fOctunuu Poccun ot
30 centsa0ps 2022 1. Ne70318), BXxomsmieit B cocTaB YKPYIMHEHHON TPYIIIBI CHEIUATLHOCTEH
46.00.00 McTopus u apXxeoyiorusi ¢ yueToM NpoQecCuOHaIbHBIX CTAHJAPTOB:

«CrenuanucT Mo OpraHu3aliOHHOMY U TIOKYMEHTAIIMOHHOMY OOECIICUEHHUIO YIPaBICHUS
opranusanuei» (Ilpukaz MunucrepcTBa Tpyaa U counanbHou 3amuThl Poccuiickoit @enepanuun
or 15 wmroma 2020 1. Ne 333n (3apeructpupoBaH MUHHUCTEPCTBOM IOCTHIMH Poccuiickoii
Oenepannn 15 urons 2020 r., peructpanronssiit Ne 58957);

«Cnenuanuct apxuBa» (IIpuka3 MunucTepcTBa Tpyna W COIHMAIBHOM  3alUThHI
Poccuiickoit ®@enepanun ot 18 mapra 2022 r. Ne 140H (3apeructpupoBaH MHHHCTEPCTBOM
toctuiiuu  Poccuiickoit ®@epeparuu 21 ampenst 2022 r., peructpauuonHusii Ne 63193) u
KOMIETEHIIMH «/{0KyMeHTallMOHHOE 00€ecIIeYeHNE YIPABICHUS U apXUBOBEJCHHUEY.

C yyeroM mnpuMEpHONH OCHOBHOM 00Opa3oBaTelIbHONW MpPOTrpamMMbl, pa3paboTaHHON
®denepanbHBIM y4eOHO-METOINIECKAM 00bEIMHEHUEM B CHCTEME CPETHETO MPO(PECCHOHATBHOTO
o0pa3oBaHus O YKPYIMHEHHBIM TpymmaMm mnpodeccuii, crenuanbaocteit 46.00.00 Mcropust u
apxeoJIorusl.

Opranusanus — pazpadoruux: AHIIOO «Ky6auckuii UTIO»
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1. MACIIOPT PABOYEM IMPOI'PAMMBI ITPOU3BOJICTBEHHOM IMTPAKTUKH

1.1. O6aactb npuMeHeHHs IPOTrPaMMBbI

Pabouas mporpaMmMa pOU3BOJCTBEHHON MPAKTUKHU SBISETCS YacThI0 00pa3oBaTEIIbHOM
nporpammel, paspaboranHor B coorBercTBUM ¢ PI'OC CIIO mo cmenumansHoctu 46.02.01
JIoOKyMEeHTaIlMOHHOE O0ecrieueHUe yIpaBJICHUS W apXUBOBEICHHE, B YaCTH OCBOCHHSI
kBanuukanui CHenuaiucT 1Mo JOKYMEHTAIIMOHHOMY OOECIICUCHHIO YIIPABJICHUSI U apXHUBHOMY
JIeNTy ¥ OCHOBHBIX BUIOB JiesitesibHocTH (B/).

1.2. Ileau u 3a1a44 NPOU3BOACTBEHHON MPAKTHKH

IIpoBeneHne NPOU3BOJICTBEHHOM MNpAKTUKU peanusyercd B (QopMe NpakTHUECKOH
MOJATOTOBKH, IyT€M HEMOCPEICTBEHHOTO BBIMOJHEHHUS 00yYarOIIMMUCS OTICIBHBIX AJIEMEHTOB
paboT, cBs3aHHBIX C Oynymied npodecCHOHANbHONW JEATENIBHOCTBIO M HAIpPaBICHHBIX Ha
(dopmupoBaHue, 3aKpeIUICHUE, PA3BUTHE MPAKTUUYECKUX HABBIKOB M KOMIIETEHIIMHA MO TPOQHITIO
COOTBETCTBYIOLIEH 00pa30BaTeNbHOI NPOrpaMMBbl.

Lenp — nanpHeiIIee 3aKpeIuieHUE W YIiIyOJieHHE 3HAHWM, IMOJYYEHHBIX TPU W3YYEeHUH
KOHKPETHBIX TUCLHUILIMH.

3aauu NPaKkTUKU:

— 3aKpeIUICHHE U UCIOJb30BAaHUE CIELUUAIbHBIX 3HAHWM, IOJYyYEHHBIX B paMKax
po¢eCCHOHATLHOIO MOYIIS;

— npeoOpazoBaHMe  NPUOOPETEHHBIX  TEOPETHMYECKUMX  3HAaHUM B CUCTEMY
MpoeCCHOHAIBLHBIX YMEHHUI;

— OBJIAJICHHE COBPEMEHHBIMH METO/JaMu cOopa, aHanu3a U 00pabOTKM Hay4yHOH
nHpopmanuu;

— noa0Op M aHaJlIW3 OCHOBHOM M JIOTIOJIHUTENIBHOM JINTEpaTypbl B COOTBETCTBHU C
po0JIeMaTUKOM paboT, BBINOIHIEMbBIX BO BPEMsI IPAKTUKH.

— mpuoOpeTeHNEe OMbITa MPAKTUUYECKOW pabOThl B COOTBETCTBUU C TpPeOOBaHUSIMH,
ycranoBieHHbIME PI'OC CIIO mno cnenuansHocTH 46.02.01 JlokyMeHTalmoHHOE obecrieueHune
yIpaBiIeHUS U apXUBOBEJICHUE

C nenbio oBIaACHNS BHAOM NPOQeCCHOHATBHOM 1eITeIbHOCTH

B/.01 OcymecrBieHne OpPraHM3alMOHHOTO ¥ JOKYMEHTAIMOHHOIO o0ecrmeYeHust
eSITe/IbHOCTH OpPraHm3amuu OOYYalolUiics B XOJ€ OCBOCHHUS INPOU3BOACTBEHHON MPAKTHKH
JIOJI’KEH OBJIa/IeTh HABBIKAMM

— THOJy4YeHUs! Heo0X0IUMON HMH(OPMAILMK U Iepeadn CAaHKIIMOHUPOBAHHOW HHpOpMAaLK
C MCIIOJIb30BaHUEM CPEICTB HH(POPMALIMOHHBIX 1 KOMMYHUKAIIMOHHBIX TEXHOJIOTHH;

— KOOpAUHALUU paboThl NPUEMHON PYKOBOJIUTENS U 30H MPUEMA PA3IUUHBIX KaTeropuit
MIOCETUTENEH OpraHu3aluy;

— IJTAHUPOBAHUS pabOYero BpeMEHU pyKOBOAUTEINS U pabovero AHs CEKpeTaps;

— OpraHM3alMH JEJIOBbIX N0E3/10K PYKOBOAMUTENS U IPYTUX COTPYIHUKOB OpraHU3aluy;

— OpraHu3aluy 1 nojajaepxaHus GyHKIHOHAIBHOIO pabo4yero NpoCcTpaHCTBa;

— OpraHu3aluy MOATOTOBKU M MPOBEACHUS KOH(EPEHTHBIX MEPONPHUATHHA, 0OecrieueHus
MH(OPMALIMOHHOTO B3aWMOJEUCTBUS PYKOBOJAUTENS C MOJAPA3ACICHUSIMU U JOJKHOCTHBIMU
JULAMH OpraHu3allnu;

— oopMIIEHUSI OPraHM3ALMOHHO-PACTIOPAIUTEIBHBIX JIOKYMEHTOB M  OpraHU3aluu
paboThl C HUMH, B TOM YHUCJIE C UCTOJIb30BaHUEM aBTOMATU3UPOBAHHBIX CUCTEM;

— oopmileHUs] TOKYMEHTOB 10 TUYHOMY COCTaBYy U OpraHu3aluu paboThl ¢ HUMH, B TOM
YHCJIE C UCTIOIb30BaHUEM aBTOMATHU3UPOBAHHBIX CUCTEM;

— OpraHM3alMM TEKYIIEro XpaHeHHs TOKYMEHTOB, 00pabOTKU Jes ISl ONEepaTUBHOIO U
ApXMBHOT'O XPaHEHMsI, B TOM YHUCJIE C UCIIOJIb30BAHUEM aBTOMAaTU3UPOBAHHBIX CUCTEM;



- KOHMpOAs.  CcOON00eHUss  mpyooeol OUCYUnIunsl (Quxcuposanue Gaxmos
Hapyuienus, mpebosanue 00BbACHEHUU Oom pabOMHUKOS8, U30AHUEe NPUKA308 O NPUBLEYEHUU K
OUCYUNTIUHAPHOL OMBEMCINEEHHOCIU);

- obpabomxku dokymenmos 6 npoepamme « 1C: JJokymenmoodoopom 8 [IPODy;

— noucka u noobopa nepcoxaia.

B/1.02 Opranu3zanus apxXuBHOI padoThbl MO JOKYMEHTAM OPraHM3aluil pasjM4HbIX (opm
co0cTBeHHOCTH OOYUAIOLIUICS B X0OJI€ OCBOEHUS IPOU3BOICTBEHHOM IPAKTUKH JTOJIKEH OBJIaAeTh
HABBIKAMM:

— KOMIUICKTOBaHUS apXUBHBIMH JIeJIaMU (JIOKYMEHTAMH) apXUBa OpraHU3aINH;

— BeJicHUsST yd€Ta apXWBHBIX Jell (JOKyMEHTOB), B TOM YHCJIE€ C HCIIOJIb30BAaHHEM
ABTOMATU3UPOBAHHBIX CHCTEM;

— OCYILIECTBJICHHS] XPAaHEHHUS AapXHUBHBIX el (JIOKYMEHTOB) C IOCTOSHHBIM CPOKOM
XPaHEHUs U 110 JIMYHOMY COCTaBY B apXHMBE OpPTraHU3AIINH;

— XpaHEHUsI, KOMIUICKTOBaHUS, Y4€Ta U UCIOIb30BaHUs Jel (IOKYMEHTOB) BPEMEHHOTO
XpaHCHUS,

— UCTIONB30BAaHUSl APXHMBHBIX Je (JIOKYMEHTOB), B TOM 4YHCIICE C HCIIOJIb30BAaHHEM
ABTOMATU3UPOBAHHBIX CHCTEM;

— obecneuenuss COXpaHHOCMU OOKYMEHMO8 U APXUBHBIX Oell;

— UCNOb308AHUSL OOKYMEHMNO8 apXUsa.

BI.03 Oceoenue euooé pabom no oonxcnocmu cayyucawezo 20190 Apxusapuyc
00ydJarouuics B X0/1€ OCBOSHHUS MPOU3BOICTBEHHON MTPAKTUKH JIOJDKEH BJIAJICTh HABBIKAMM:

— OCYILIECTBJICHHSI paOOTHI [0 BEICHUIO apXUBHOTO JIeia Ha MPEANPUSITHH;

— OpraHM3alMi XpaHEeHUs U 00eCHeYeHUs COXPAHHOCTh JOKYMEHTOB, MOCTYIUBIIUX B
apXuB.

1.3. KosmyecTBO 4YacoB Ha OCBOeHHe padoueidi MpPoOrpamMMbl NPOM3BOJACTBEHHOI
NMPAKTHKH:
Bceero 216 gacos,
B TOM YHCJIE:

M Bcero yacos B Tom mee B (hopme
NMPAaKTHYEeCKOM MOATOTOBKH
IIM.01 72 72
I1M.02 72 72
I1M.03 72 72




2. PE3YJIbTATBI IIPAKTUKHA

PesynbraroMm  OCBOGHMsSI  MPOW3BOJCTBEHHOW  NPAaKTHKH  SBISETCS  OBJAJICHUE
00y4JarIUMUCS BUIAMU JACITEIbHOCTH, B ToM unciie npodeccuoHanbHbME (I1K), 06mumu (OK)

KOMIIETEHIIUSMHU:
Kon HaumenoBanue 001X KOMIIETEHINI U TMYHOCTHBIX PE3YJIbTAaTOB
OK 01 BriOupate crmocoObl  pemieHuss 3amad  MPOPECCHOHAIBHOW  JICSITEIIBHOCTH

MPUMCHUTCIIBHO K PA3JIMYHBIM KOHTCKCTAM;

OK 02

Hcnonb30BaTh COBpEMEHHBIE CPEACTBA IIOMCKA, aHAINW3a W HHTEPIPETALUH
uHbopManuu ¥ UHPOPMALMOHHBIE TEXHOJOTMM Ui BBIOJHEHHUS 33734
1po(eCCHOHATILHOM 1eATEIbHOCTH;

OK 03

[InanupoBaTh U peaan30BbIBaTh COOCTBEHHOE NMPO(ECCHOHANBHOE U TUYHOCTHOE
pa3BUTHE, MPEANPUHUMATEIBCKYIO IEATENFHOCTh B MPOQecCHOHAIBHON cdepe,
UCIOJIb30BaTh 3HAHUS 10 NPaBOBON M (PMHAHCOBOW I'PaMOTHOCTH B PA3JIMYHBIX
KU3HCHHBIX CUTYaIUsIX

OK 04

9(1)(1)6KTI/IBHO BSaHMOﬂeﬁCTBOBaTB n pa6OTaTI> B KOJNICKTUBC 1 KOMAaH/C,

OK 05

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

OK 07

ConelCTBOBaTh COXPAHEHHUIO OKPYKAIOLIEH Cpebl, PecypcocOEepeKeHulo,
OPUMEHATh 3HAHUA OO0 M3MEHEHUM KIMMaTa, NPUHLUIBI OepexIInBOro
MIPOU3BOJICTBA, 3((HEKTUBHO ACHWCTBOBATH B UPE3BBIYAMHBIX CHTYALIUAX

OK 09

ITonp3oBaThCs HpO(i)CCCHOHaHLHOIZ ,I[OKYMGHTaHPleﬁ Ha TOCYHAapCTBECHHOM H
HHOCTPAHHOM S3bIKaX.

Hpoq)eCCHOHaHBHBIMH KOMIICTCHIOUAMH

Kon HaumenoBanue npodeccrnoHalIbHbIX KOMIETEHIUN

BJ 01 OcyuiecTBjieHHe OPraHU3AUMOHHOIO W JIOKYMEHTAIMOHHOIO o0ecrevyeHus:
JAeATEeIbHOCTH OPraHu3anuu

K 1.1 OcyiecTBiATh IpHEM-TIepeady YIpaBIeHYECKOM HH(GOpMaluu € MOMOIIBIO
cpeAcTB HHGOPMAMOHHBIX U KOMMYHUKALMOHHBIX TEXHOJIOTUH

K 1.2 KoopaunupoBaTs paboTy HpHEMHON pPyKOBOJIUTEINS, 30H IMpHEMa pa3IU4HbIX
KAaTeropyii OCETUTEIEH OpraHu3aluu

K 1.3 Brnaners HaBbIKaMH TUIAHHPOBAaHUS pabOYero BPEMEHH PYKOBOIUTENS |
cekperaps

I[IK 1.4 OcymecTBIATh MOATOTOBKY JEJIOBBIX ITOE30K PYKOBOJMTENS W JAPYTHX
COTPYAHHUKOB OpraHu3anuu

I[IK 1.5 Brnanets cmocobamu opraHm3aiid  pabodero MpPOCTPAHCTBA MPUEMHON U
KaOMHeTa pyKOBOJUTEIsS

IIK 1.6 OcymiecTBiiaTh paboOTy MO TOATOTOBKE U IPOBEACHUIO KOH(EPEHTHBIX
MEpONpUITHIA, 0OecrieunBaTh UHPOPMAILIMOHHOE B3aUMOJICHCTBUE PYKOBOIUTEIS
C MOJPA3AEICHUSIMU U JOJKHOCTHBIMU JIMIIAMH OpraHu3aluu

K 1.7 OdopmnsaTth OpraHU3alMOHHO-PACTIOPSAAUTEIbHBIE JIOKYMEHTBI nu
OpraHu30BbBIBaTH pabOTy € HHUMH, B TOM UYHUCIE€ C HCHOJIb30BAHUEM
ABTOMAaTU3UPOBAHHBIX CUCTEM

IIK 1.8 OdopMIIATE TOKYMEHTHI 10 JINYHOMY COCTAaBY U OPTraHU30BBIBATh PadOTy C HUMH,

B TOM YHCJIE C NCITI0JIb30BAHMEM aBTOMATU3WUPOBAHHBIX CUCTEM
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I[IK 1.9 OpraHu3oBbIBaTh TEKylllee XpaHEHHE JOKYMEHTOB, 0OpalOoTKy mden Juis
ONEPATUBHOTO W APXUBHOIO XpAaHEHUs, B TOM YHCIE C HCIOJIb30BAHUEM
ABTOMATU3UPOBAHHBIX CUCTEM

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

IIK 2.1. OcyiecTBIITh KOMIUIEKTOBAHME apXUBHBIMH JeJlaMU (IOKYMEHTaMM) apXuBa
OpraHu3aln

IIK 2.2 Bectn yuyer apXMBHBIX Je1 (JIOKYMEHTOB), B TOM YHCJE C HCIOJIb30BaHHUEM
ABTOMATU3UPOBAHHBIX CUCTEM

IIK 2.3. OcyiecTBIATh XpaHEHHE apXHUBHBIX €M (JJOKYMEHTOB) C MOCTOSHHBIM CPOKOM
XpaHEHUs U 10 JUYHOMY COCTaBY B apXMBE OpraHU3alluu

[IK 2.4 OcCylecTBISITh XpaHEHUE, KOMIUIEKTOBAHWE, YYET M HCIOJIb30BaHUE el
(IOKYMEHTOB) BPEMEHHOTO XpPAHECHHUSI

K 2.5 OcCyIlIecTBISITh UCIOIB30BAHUE APXUBHBIX JIe7 (AOKYMEHTOB), B TOM YHCIE C
MCII0JIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

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

K 3.1 OcyiecTBisITh paboTy MO BEACHUIO apXUBHOTO JeJia Ha MPEANPUATUN




3. TEMATUYECKHWM ILJTAH U COJAEPKAHUE ITPOT'PAMMBI IPOU3BOJACTBEHHOM ITIPAKTUKH

Ne Koabt
n/ Buabl pador Conep:xxanue yueOHbIX 3aHATHH KOJ}:;Z?;TBO KOMIleTeH I
n OK K
1 2 3 4 5 6
IIM. 01 OcymecTB/ieHHe OPraHU3ALMUOHHOI0 U JOKYMEHTAIIMOHHOI0 00ecieYeHusI AeATeIbHOCTH
OpraHu3anuu
Ocy1ecTBICHHE 1.1 | UnacTpykTax mo TexHuke 6e3onacHoctu. Onucanue 3aaa4d MpakTUKU 6 OK 01 K11
OpraHM3aLHOHHOTO 1 [IpoBenenne MHCTPYKTaXka MO TeXHHUKE Oe3omacHocTH. O3HAKOMIICHHE OK 02 K 1.2
lOKYMEHTALHOHHOTO CTYJICHTOB C TpeOOBaHUSAMH OXPaHbI TPyAa U MpaBUIaMU O€30MaCHOMN OK 03 K 1.3
T — paboThL. OK 04 [IK 1.4
V3yueHHe CTPYKTYPBI N3yueHne CTpyKTypbl OpraHU3aluyi — MECTa IIPOXO0XKIACHUS MPAKTUKA OK 05 K 1.5
OpraHM3aLuH. (manee — opraHu3anuu) C ILEIbI0 COCTABICHHUS CXEMBbI CTPYKTYpPHI OK 07 K 1.6
O3HAKOMICHHEE C OpraHH3aIH. OK 09 K 1.7
[1paBOBBIMH O3HakOMIICHHE C TPABOBBIMU (YYPCIUTEIbHBIMHU), JIOKAIbHBIMH IIK 1.8
(yapeauTenbHbIMM), HOPMATUBHBIMH aKTaMH W  PaCHOPSAUTENbHBIMUA  JIOKyMEHTaMH K 1.9
ITOKAJIbHBIMU OpraHu3aln
HOPMaTUBHBIMU aKTaMH. 1.2 CocraBieHne  CHHMCKa  HWCTOYHMKOB  KomruiektoBanus  OPJ] 6 OK 01 IIK 1.1
1 O3HaKOMIJIEHHE C OpraHu3aIiH. OK 02 IIK 1.2
[IPOrpaMMHBIMHU N3yuenne MHCTpyKIMM TIO  JEJIONPOU3BOJCTBY  OpPTaHMU3AIUU. OK 03 K 1.3
CpeaCTBaMH yuéra, 3HaKOMCTBO C MpPaBUJIAMHM COCTAaBJIIEHUS MPOEKTOB M O(POPMIICHHS OK 04 I[IK 1.4
XpaHeHusl, 00paboTKH U JIOKYMEHTOB, TOPSIKOM COTJIACOBAaHUS U TOJIUCAHM/yTBEPKICHUS OK 05 K 1.5
[TOMCKa TOKYMCHTOB, JOKYMEHTOB B OpraHU3aluu OK 07 IIK 1.6
MCTIOJIb3yEeMbIMU OK 09 nK 1.7
B OpraHu3aluu K 1.8
K 1.9
1.3 | O3HakomyIeHHE C TPOTPaMMHBIMH CpPEICTBAMHU Y4€Ta, XpaHEHUs, 6 OK 01 K 1.1
00pabOTKHU M TIOMCKA JOKYMEHTOB, UCITOJIb3YEMBIMH B OpTraHU3AIIHH. OK 02 K 1.2
W3yuenne ocHOB U crielu(uKu paboThl ¢ JOKYMEHTAIed B CUCTEME K 1.3
ANEKTPOHHOTO ToKyMeHTooOopoTa (COJI) opraHu3aiiim. K 1.4
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Hcnons3oBanne B paboTe TIi100adbHBIX W JIOKAIBHBIX CETEH s OK 03 I[IK 1.5
HOJIy4eHus U XpaHeHus uHbopManu, oOMeHa MHpOpMAaLIUE. OK 04 IK 1.6
OK 05 IIK 1.7
OK 07 IIK 1.8
OK 09 IIK 1.9
2.1 | 3HaKOMCTBO C JOKYMEHTOOOOpOTOM oOpraHusauuu. Vcmonbp3oBaHue OK 01 [IK'1.1
3HAKOMCTBO C CO/1 B pabote ¢ mokymentamu. OOpaboTKa BHYTPEHHHUX JIOKYMEHTOB, OK 02 K 1.2
JIOKyMEHTOO000POTOM 00paboTKa M OTIpPaBKa UCXOMALIMX JOKYMEHTOB, IPUEM M TIEpBUYHAS OK 03 K 1.3
OpraHu3aluH. 00paboTKa BXOJSAIIUX JOKYMEHTOB. OK 04 IIK 1.4
OO0paboTka BHYTPEHHHX Perucrpanus 10KyMEHTOB U MaplIpyTH3aLUs JOKYMEHTOIIOTOKOB. OK 05 K 1.5
JIOKYMCHTOB, 00pabOTKa H Kontposnps ucnonnenust 1okymeHToB. MHpOpMalMOHHO-CITpaBOYHAS U OK 07 IIK 1.6
OTIpaBKa MCXOMAIIIX] TIOMCKOBas paboTa ¢ HCHOIB30BAHMEM CHCTEM YU&Ta JOKYMEHTOB B OK 09 IK 1.7
TOKYMEHTOB, TIPUEM W OpraHM3AIIH. IIK 1.8
MepBUYHAs 00paboTKa IIK 1.9
BXOJSAIINX TOKYMEHTOB.
JUITIIX AIOKYM 2.2 | Odbopmnenue OpraHU3alMOHHBIX, BHYTPEHHHUX (mpukassl, OK 01 K 1.1
KOoHTpoJIb HCTIOTHEHUS
OKYMCHTOB pacHopsKEHMsS], TOBEPEHHOCTH, 3aIIMCKH, CIIPABKH, AKThI, IPOTOKOJIBI U OK 02 K 1.2
a ) Ip.) U HUCXOISIIMX JTOKYMEHTOB OpraHM3allii C HCIOJIb30BaHUEM OK 03 IIK 1.3
NHupopmaninoHHO-
COBPEMEHHBIX ITPOTPAMMHO-TEXHUYECKUX CPEACTB. OK 04 K 1.4
CIpaBOYHAs U TTIOMCKOBAs
KoHTponb NpaBUIBHOCTH COCTaBJIE€HUS, O(OPMIICHUS JIOKYMEHTOB OK 05 K 1.5
pabora ¢
(peKBU3UTHI, OCOOCHHOCTH HAMHMCAHUS TEKCTOB, MHOTOCTPAaHHYHBIE OK 07 K 1.6
HCITOJIb30BAHUEM CHUCTEM .
4Ta TOKYMEHTOB B JOKYMEHTBI), MOpsJIKa M3JaHUS JOKYMEHTOB (C y4€TOM CcHemu(puKd OK 09 TIIK 1.7
quaﬁmauypll\; CHUCTEMBI  JICJIONMPOU3BOJACTBA  opraHuzamnuu). KoHCTpyupoBaHue TIK 1.8
P ' 0JJaHKOB OpraHU3allUM, CO3/1aHUE A0JIOHOB TOKYMEHTOB. IIK 1.9
Odopmnenue
OpraHU3alMOHHBIX, 2.3 KoHTposnb mpaBUIBHOCTH COCTaBICHUS, OQPOPMIICHUS TOKYMEHTOB OK 01 IIK 1.1
BHYTPEHHUX U (peKBU3UTHI, OCOOCHHOCTH HANHCAHUS TEKCTOB, MHOTOCTPAaHUYHBIE OK 02 IIK 1.2
MCXOAMIUX JOKYMEHTOB JIOKYMEHTBI), TOPSAKA U3IaHUsI JOKYMEHTOB (C y4€ToM crenuduxu OK 03 IIK 1.3
OpraHM3aluH C CUCTEMBI  JIeJIONPOU3BOJACTBAa  opranm3aiuu). KoHCTpyupoBaHue OK 04 IIK 1.4
HCIIOIb30BAHUEM 0JIaHKOB OpraHU3alllH, CO3/IaHNE MTA0JIOHOB JOKYMEHTOB. OK 05 IIK 1.5
COBPEMEHHBIX Opranuzanus TeKyluero XxpaHeHus: J0KyMeHToB. GopMupoBaHue el B OK 07 IIK 1.6
[POrpaMMHO- COOTBETCTBUHU C HOMEHKJIATYPOU JI€JT OPraHU3aIUH. OK 09 IIK 1.7
TEXHUYECKHUX CPEJICTB. K 1.8
IIK 1.9




[ToaroToBka TOKYMEHTOB
K Iepeaue B apXuB

3HAKOMCTBO C
KATErOPUSIMU ¥ BUIaAMU
NTOKYMEHTOB,
00pa3yroImuxcs B
OpraHH3alHH,
COJIEPIKAIIIIX
KOH(HICHIIHATbHYIO
MH(pOPMAIIHIO.
Opranu3zaiys paboThI IO
00paboTKe JOKYMEHTOB
OTPaHUYEHHOTO JOCTYTIA.
O3HaKOMIJICHHE C
MPUMEHSIEMBIMU B
OpraHHU3aIK CPEJACTBAMH
KpunTorpapuu s
3aIUTHI YIICKTPOHHBIX
TTOKYMEHTOB C
HCII0JIE30BAHUEM
CITeLIMAILHOIO
MTPOrPaMMHOTO
oOecreueHUs.
BrimoaeHune padoT mo
00€CIICUCHUIO 3aIHUThI
DIIEKTPOHHBIX

24 | Vyactue B IPOBENGHHM  OKCHEPTH3hl ILEHHOCTH  JIOKYMEHTOB OK 01 1K 1.1
Cucrematuzanuss JOKYMEHTOB I10 CTPYKTYPHO-XPOHOJOTHYECKOMY OK 02 1K 1.2
npuniuny. OdopmieHne y4ETHBIX JOKYMEHTOB IOCTYIUICHHS U OK 03 TIK 1.3
BBIOBITHSA JIENT OK 04 TK 1.4
O3HakoMJIeHME C YCTAQHOBJICHHBIMM B OpraHM3allMyd IpaBUIAMU 8112 83 II:IHIE }Z
MOJrOTOBKM JIOKYMEHTOB K nmepexadye B apxuB. [loaroroska OK 09 K 1.7
JOKYMEHTOB K mepenade B apxuB. Odopmienue nen. CocraBieHue K 1.8
onuceil [okymMeHTOB U aen. CocTaBieHHE akTOB BblJauu, Mepejauu, K 1.9
YHUYTO)KEHUS TOKYMEHTOB.

3.1 | 3nakoMCTBO ¢ KAaTeropusAMHU U BUAAMH JOKYMEHTOB, 0OPa3yIONIUXCS B OK 01 IIK'1.1
OpraHu3alM, CoJepXKaluX KOHOHUACHIHAIbHYI0 HH(POPMALHIO. OK 02 HK'1.2
Opranuzauus paboTel 1m0 00pabOTKE JOKYMEHTOB OIPAaHUYEHHOTO OK 03 TIK 1.3
noctyna. O3HakOMJIEHME C IpPUMEHSEMBbIMH B  OpraHu3aluu OK 04 IIK 1.4
CpeAcTBaMU KpunTorpaduu AJs 3alUThl JIEKTPOHHBIX JOKYMEHTOB C 85 8; EE }2
UCIOJb30BAHUEM  CIIELUAIBHOIO  IPOrpaMMHOro  obecreueHwus. OK 09 K 1:7
Beimonnenne paboT 1O 00ECNEYeHUIO 3aIUThl  JIEKTPOHHBIX K 1.8
JOKYMEHTOB OT HECAHKIIMOHUPOBAHHOI'O JOCTYTIA. MK 1.9

3.2 | Oprammsanusa paGoTel npuEMHOH (30H npuéMa moceTHTENei): OK 01 1IK'1.1
peryivpoBaHMe IIOTOKa IOCETUTeNeH, NpuéM U  perucTpanus OK 02 1K 1.2
nocerurenei. IlmanupoBanue pabouyero JHS PpPYKOBOJIUTENS U OK 03 K 1.3
cekperapss. [loaroroBka  JenoBBIX BCTped U I[EPETOBOPOB OK 04 K14
pykoBogutens. PaGora mo o00cCHyKHMBaHHIO pa3IUYHBIX THUIIOB 85 8; gi :llg
COBEIIAHUI ¥ COOIIOIECHUE TTPABUII X MTOATOTOBKU U MPOBEACHHUS. OK 09 K 1: 7
Benenue tenedoHHBIX meperoBopoB. OuibTpaius U nepeaapecanus MK 1.8
3BOHKOB. [Ipuém u mepemaua TtenedoHOrpaMM, Qakcorpamm, K 1.9

cooOmIeHnit Mo AeKTpoHHOH noure. MHdopMaioHHoe obecrieueHne
NesITeNbHOCTH pyKoBoauTend. O3HAKOMIJIEHHE C IMpaBHJIaMH pabOThI
¢ KOH(UACHINAIBHOW HHpOpPMalLIUell B OpraHu3aluy.
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NTOKYMEHTOB OT
HECaHKIIMOHUPOBAHHOTO
nocrymna.

Opranuzanus padoTsI
MPUEMHOIA.
O3HaKOMJIEHHE C
MpaBHJIaMu PabOThI

C KOH(PUICHIIUATHHOU
nHpopMmaren

B OpraHU3aIuu

4.1 PaGota no 03HaKOMIJIEHHIO C COCTAaBOM U OCOOCHHOCTSIMHU TOKYMEHTOB 6 OK 01 IIK 1.1
OpraHM3alnH, PEryJIMPYIOIINX TPYAOBBIE OTHOLIEHUS OK 02 K 1.2
PaGoTa 1o (opraHu3aMOHHO-PACTIOPAAUTEIILHBIC JTOKYMEHTBI, JOKYMEHTBI 10 OK 03 I[IK 1.3
03HAKOMIICHIIO C JINYHOMY COCTaBy, TPYAOBOH JIOrOBOpP, AOTOBOP O MAaT€pHUAIBHOMN OK 04 [IK 1.4
COCTABOM 1 OTBETCTBEHHOCTH U T.A.). OdopmieHue AOKYMEHTOB IO JIUYHOMY OK 05 I[IK 1.5
0COBCHHOCTSIMIA COCTaBY U UX KOMUHU (IIpr HEOOXOTUMOCTH ). OK 07 [IK 1.6
TOKYMEHTOB OK 09 K 1.7
OpraHu3alui, IIK 1.8
PETYJINPYIOINX IIK 1.9
TPYJOBbIE€ OTHOILIEHUS. 4.2 | 3HaKOMCTBO C CHCTeMOH YHH(PHUIHMPOBAHHBIX (OPM MEPBHUYHON 6 OK 01 [K1.1
3HAKOMCTBO C CUCTEMOM y4E€THOHN JOKYMEHTAIlUN OpraHu3aliy. 3anojHeHue GopM nepBUUHON OK 02 I[IK 1.2
YHU(PUIUPOBAHHBIX (HOpM y4€THOM ToKyMeHTauuu. PaboTa ¢ 3asiBI€HUSAMH 110 TUYHOMY COCTaBY, OK 03 K 1.3
[IEPBUYHON YYETHOMN BeZieHHe U 0 opMIIEHHE TPYAOBbIX KHIDKEK. Mcnonb3oBanue COJl mpu OK 04 I[IK 1.4
TOKYMEHTAIUU paboTe ¢ KaJIpOBBIMH JIOKYMEHTAMH. OK 05 K 1.5
OpraHu3aLyHu. OcymecTBienue noucka u mnojxdopa mnepcoHana. OmnpeneneHue OK 07 IIK 1.6
OcyIecTBIICHHE MTOUCKA MOTPeOHOCTH M TpeOOBaHUN KaHIUJATOB HA BAaKAHTHBIE JTOJKHOCTH. OK 09 K 1.7
1 TIo100pa mepcoHana. Pa3memnienue BakaHCHiI Ha pabOTHBIX caiftax, B coucersx u CMU, K 1.8
OpraHu3anys W TPOBEJACHUE TIEPBUYHBIX COOECETOBAaHUN B IIEIAX IIK 1.9
OLIEHKHU, COOTBETCTBHSI KaHMJIaTOB TPEOOBAHUSIM BaKaHCHUH.
JuddepeHunpoBaHHbIi 3a4eT 6
Hroro no IMM.01 72
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1IM.02 Opranu3anusi apxXuBHOM pad0ThI 10 JOKYMEHTAM OPraHU3ALUN Pa3JIuYH

bIX ()OPM COOCTBEHHOCTH

3y4yenue IPaBOBBIX
(Y4peauTenbHbIX ) ul
PacopsITUTEIbHBIX
TTOKYMEHTOB

KomnnekroBanue apxusa
OpraHu3alyu.

3yueHne apXMBHBIX
TOKYMEHTOB.
CucremaTuzanus
TTOKYMEHTOB.
Tunorpaduueckue

IMOKa3aTCIIN.

2.1 | NUHcTpyKTax 1Mo TexHuke 6e3onacHocTH. OmnucaHue 3a1a4 MpakTHKA 6 OK 01 IK 2.1
[IpoBenenne MHCTpyKTaXxa 10 TeEXHUKE Oe3omacHOCTH. O3HAKOMIIEHHE OK 02 K 2.2
CTYJICHTOB C TpeOOBaHUSIMH OXPaHbI TPYAa W MPaBWIaMU O€30MaCHOMN OK 03 IIK 2.3
paboThL. OK 04 K 2.4
N3yuenne mpaBoBBIX (YUPEAMTEIBHBIX) M  PACIOPSAIUTEIBHBIX OK 05 IIK 2.5
JOKYMEHTOB  OPraHM3allUd — MECTa IPOXOXKICHHS IPAKTUKU OK 07
(mamee — opraHuzanmuu) C 1LeIpl0  cObopa uHbOpMaUUU TS OK 09
HUCTOPUYECKONW CIpPAaBKUM K apXUBHOW OIKCH, OIpPENEICHMs] TPAHHUIL
apXMBHOT0 (POHA OpraHU3aLUH.

2.2 | Yyactue B KOMIUICKTOBAaHWM apXuMBa OpPraHM3alUU  JIEIaMHU 6 OK 01 K 2.1
(IoKyMEeHTaM1) IOCTOSIHHOTO U JOITOBPEMEHHOTO XpaHEHHUSI. OK 02 [IK 2.2
N3ydyeHne apXUBHBIX TOKYMEHTOB OpraHU3alluy C LIEJIbI0 UCKIIIOUEHUS OK 03 K 2.3
ny6netHocTH MHGOpPMAIUU, TPOBEPKU (PU3UUECKOTO COCTOSIHHS el OK 04 [IK 2.4
(TTOJIMCTHBIN TPOCMOTP JE). OK 05 K 2.5

OK 07
OK 09

2.3 CucremaTuzaiuss JOKYMEHTOB B COOTBETCTBUHM C BBIOpPaHHOI 6 OK 01 IIK 2.1
OpraHu3alMen CXeMOH. OK 02 K 2.2
IIpuMeHeHHE CXeMBl pa3MEILIEHUs CPEACTB XPAaHCHUSA apXHUBHBIX OK 03 K 2.3
JOKYMEHTOB OpraHu3allud Ipu npuéme Jaen (JIOKyMEHTOB) Ha OK 04 K 2.4
XpaHEHHE. OK 05 K 2.5

OK 07
OK 09

2.4 | Odopmnenne TomorpaduIecKux yKaszaTelied B apXHBOXPaHHIIHILE 6 OK 01 K 2.1
opranuzaiuu. O¢opmieHHe SPIBIKOB HAa MEPBUYHBIE CPEICTBA OK 02 [IK 2.2
XpaHCHHUS. OK 03 K 2.3
Pazmerienne nonojaHeHus: apxXuBHOTO (PoHAA. OK 04 I[IK 2.4
OdopmieHnne y4€THBIX JOKYMEHTOB IOCTYIIJICHUS U BHIOBITUS €I OK 05 [IK 2.5
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OK 07

OK 09
2.5 | Odopmiienne gokyMmMeHTaIMu 1Mo y4éty ¢oHaa monb3oBarens, Gporo-, OK 01 IK 2.1
ay/IMOBU3YAJIbHBIX IOKYMEHTOB, JJIEKTPOHHBIX JOKYMEHTOB. OK 02 K 2.2
Odopmienne yu€THbIX (HOpPM apXuBa OpraHu3aIuu OK 03 IIK 2.3
OK 04 K 2.4
OK 05 IK 2.5
OK 07
OK 09
3.1 Yyactue B NPOBEACHUM OKCIEPTU3bl IIEHHOCTH JIOKYMEHTOB OK 01 K 2.1
OpraHM3alMi Ha OCHOBAaHWM HAY4YHBIX KPUTEPUEB HUX LIEHHOCTU U OK 02 [IK 2.2
[IpoBeeue SKCIepTU3LL HOPMATHBHBIX JOKYMEHTOB: IIEPEYHEN U HOMEHKIaTyp. Onpenenenue OK 03 K 2.3
UCHHOCTH TOKYMEHTOB. CPOKOB XpaHEHMsl JOKyMEHTOB M ned. OdopmieHHe KapTouek- OK04 | TIK2.4
[Iposepka Ha4us 1 3aMeCTHTENEN aena. OKO05 | IIK25
COCTOSIHUSI JIOKYMEHTOB. OK 07
Odopmienue OK 09
TOKYMEHTALMH 110
pe3yIIbTaTaM MPOBEPKH. 3.2 | IIpoBepka HaNUYMsI U COCTOSIHUS apXUBHBIX JOKYMEHTOB OpraHHU3alllu. OK 01 K 2.1
BeIsABIIEHME  JOKYMEHTOB €  TMOBPEKICHUAMHM  MaTepUaIbHBIX OK 02 K 2.2
HOCUTENEH. OK 03 K 2.3
Opranmsanus  po3bicka HeoOHapyxkeHHbIX Jgen.  OdopmiieHue OK 04 K 2.4
JOKYMEHTAIUU 10 pe3yabTaTaM IIPOBEPKHU. OK 05 [IK 2.5
OK 07
OK 09
4.1 | Pabota mo CO34aHMIO CIPABOYHO-TIOMCKOBBIX CPEJICTB apXuBa OK 01 K 2.1
OpraHu3ali, B TOM UYHCIIE C TNPUMEHEHHUEM HH(POPMALMOHHBIX OK 02 [IK 2.2
CHpaBOYHO-TIONCKOBAS TexHojoruil.  Yyactue B (QOPMHUPOBAHMM  OCHOBHBIX U OK 03 [IK 2.3
cHCTeMa apXHBa. BCIIOMOT'aTENIbHBIX APXUBHBIX CIPABOYHHUKOB, B TOM YHCIE C OK 04 I[IK 2.4
COCTaBIICHHE apXUBHOM WCIIOJIb30BAHUEM AaBTOMATU3UPOBAHHBIX CUCTEM. OK 05 [IK 2.5
NTOKYMEHTaluu OK 07
OK 09
4.2 | CocraBieHue apxMBHOM OMUCH €1 TOCTOSHHOTO XpaHEHHSs. OK 01 K 2.1
Odopmiierne onmucu J1ej Mo JUYHOMY COCTaBYy. OK 02 K 2.2
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Odopmienne onucu Jiea BpeMeHHoro (cBbie 10 j1eT) cpoka XpaHEHUSI. OK 03 IIK 2.3
Odopmnenne yaéTHBIX (HOpPM apXHBa OpraHU3AIIH OK 04 [IK 2.4
OdopmieHne kapToueK-3aMeCTUTENCH 1era OK 05 IIK 2.5
[IpoBepka HaMM4Ms U COCTOSTHUS apXUBHBIX JOKYMEHTOB OpraHU3alNU OK 07
Opranm3anys po3bicka HEOOHAPY)KECHHBIX JEIT OK 09
OdopmiieHre JOKYMEHTAIUH 110 pe3yIbTaTaM IPOBEPKU
BrisiBneHre JOKYMEHTOB € MOBPEXICHUSIMU MaTepHAIIbHBIX HOCUTENEH
PecraBpanust apXuBHBIX IOKYMEHTOB 3-4 KaTerOpUH CIIOKHOCTH
4.3 | llouck wunHpOpManMK MO 3ampocy MOIB30BATENs, B TOM YHCIE C 6 OK 01 [IK 2.1
KCMOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM. OK 02 K 2.2
PaGora mo co3maHUIO CIPaBOYHO-TIOMCKOBBIX CPEICTB apXuBa OK 03 [IK 2.3
OpraHMu3ali B aBTOMaTU3UPOBAHHOW CHCTEME apXUBA OK 04 [IK 2.4
OK 05 K 2.5
OK 07
OK 09
4.4 | UcnonHenue 3ampocoB MO MOUCKY ApXHBHBIX €7 (JIOKYMEHTOB) 6 OK 01 1K 2.1
OpraHu3alfii, B TOM 4YHCIIE€ C HUCIOJb30BaHUEM HH(POPMALIMOHHBIX OK 02 1K 2.2
TEXHOJIOTHUHM. OK 03 TIK2.3
OK 04 K 2.4
VYyacTue B mpreme 2JIeKTPOHHBIX TJOKYMEHTOB Ha XpaHEHHUeE OK 05 K 2.5
BrinonHenue onepanuii Mo CO3AaHUIO AIEKTPOHHBIX IOKYMEHTOB OK 07
Brinonnenue onepanuii mo o6paboTKe 31EKTPOHHBIX IOKYMEHTOB OK 09
JuddepenunpoBanHblii 3a4eT 6
Hroro no I1M.02 72
B/l 03 OcBoenue BUIOB padoT 10 J0JKHOCTH ciyskamero 20190 Apxusapuyc
1.1 | MncTpykTax nmo TexHUKe 6e30MacHOCTH 6 OK 01 1K 3.1
3ydeHne npaBoBhIx [IpoBeneHue MHCTPYKTaXka MO TeXHUKE Oe30macHOCTH. O3HAKOMIICHHE OK 02
(Y4penuTeNnbHBIX) U 6 6e30maCHOl OK 03
ACTIOpATATENbHbIX CTYJICHTOB C TpeOOBaHUSIMHU OXPaHBI TPyJa U MPaBUIAMHU OK 04
TOKYMEHTOB, paboTEL. OK 05
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HOPMAaTUBHBIX MPABOBBIX N3yuenne nmpaBoBbIX (YUPEIUTENHHBIX) M PACTIOPSIUTEIBHBIX OK 07
AKTOB, TIOJIOKECHUI JOKYMEHTOB OpraHM3ally — MECTa IPOXOXKICHHS IPAKTUKHU (J1anee — OK 09
MHCTPYKLUU OpraHu3alK), CTPYKTYPHI PEANPUATHS, UX (YHKIIHHA.
OpTaHU3aIH.
12 N3yueHne HOpMAaTUBHBIX MTPABOBBIX aKTOB, IMOJIOKEHUM, HHCTPYKITUH, OK 01 IIK 3.1
JIPYTUX PYKOBOJSIIME Marepuaibl U JIOKYMEHTOB IO BEICHHIO OK 02
ApXUBHOIO JieJia Ha IPEANPUSITHH. OK 03
OK 04
OK 05
OK 07
OK 09
2.1 | Xapakrepuctuka CDJI, TeXHHMYECKHMX CpPEACTB H 00OPYIOBaHUS OK 01 K 3.1
apXMBOB OpraHu3aInu. OcHaleHue CIIeIIMaIbHBIX OK 02
MIOMEILEHUI apX1UBOB OpraHU3aLUH. MatepuanbHO-TEXHUYECKOE OK 03
MarepuaibHO- obOecnieuenue apxuBa. OOopymoBaHue apxuBa. TpeOoBaHHS K OK 04
TEXHUYECKOE ITOMEILEHUIO apXUBOXpaHWINLIA. OK 05
oOecriedyeHre apxuBa OK 07
OK 09
3.1 | AHanu3 TOKyMEHTOO0OpoTa opranu3anuu. [IpoxoxaeHne u mopsIoK OK 01 K 3.1
HCIIOJIHEHUS BXOJALIMX JOKYMEHTOB. [IpoxoxkaeHue nexoaamumx OK 02
NOoKyMeHTOB. [IpoxoxieHne BHYTPEHHUX JOKYMEHTOB OK 03
OK 04
JI0OKyMEHTO000pOT OK 05
OpraHu3alNH OK 07
OK 09
[Iprem u nepenaya 3.2 | BoimonHeHue paboT Mo MmpHeMy U Iepenaude JAoKymMeHToB. Pabora c OK 01 [IK 3.1
HAOKYMCHTOB. KOH(UIEHIMATBbHBIMU  JIOKyMeHTamMH. PabGota ¢  oOpaiieHusMu OK 02
Pabora ¢ rpaxJaH B OpraHbl BIAcTH. BelmonHeHne paboT MO perucTpanuu OK 03
KOH(HICHIIHATEHBIMU JIOKYMEHTOB. OK 04
TOKyMEHTaMU OK 05
OK 07
OK 09
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3.3

Opranu3zanus cnpaBoyHO-UHGOpMaMOHHON padoThl. OcyliecTBIeHUE
KOHTPOJISI 32 UCTIOJIHEHUEM JJOKYMEHTOB.

OK 01
OK 02
OK 03
OK 04
OK 05
OK 07
OK 09

IIK 3.1

Homenknartypa gein.
DopMupoBaHue U
XpaHEHHE e IS
repeayy B apXuB.
OdopmiieHre apXuBHBIX
Nel.

4.1

CocraBneHre HOMEHKJIATYp 1ell. BblmonHeHne paboT MO TEKyLIeMy
XxpaHeHuto fen. PopMUpoBaHUE U ONIEPaTUBHOE XpPAaHEHUE JeTT

OK 01
OK 02
OK 03
OK 04
OK 05
OK 07
OK 09

K 3.1

4.2

DKcnepTu3a LEHHOCTH OYMaXKHbIX JOKYMEHTOB BpPEMEHHOIO U
IIOCTOSIHHOTO XPAHEHWs JUI IIepeladyd B apXWUB OPraHU3aLUU.
@opMHpOBaHNE U MTOATOTOBKA JI€] MOCTOSHHOIO U JOJITOBPEMEHHOTO
CpPOKa XpaHEHHUs JUIs IIepeladd B apXUB OPraHU3aluN

OK 01
OK 02
OK 03
OK 04
OK 05
OK 07
OK 09

IIK 3.1

4.3

[IpoBepka mpaBuIIbHOCTH (POPMHUPOBAHUS U ODOPMIICHUS €T IPU
IIpUeMe UX B apXUB

XpaHeHue J1e1 B apXuBax opraauzanui. @opMHUpOBaHUs CIPABOYHOIO
amnmapara, 0o0ecreunBaroMi OBICTPHI MOUCK JIOKYMEHTOB

OK 01
OK 02
OK 03
OK 04
OK 05
OK 07
OK 09

K 3.1

4.4

Benenune kapToTeku yuera mpoxXoxKAeHHs T0KYMEHTaIbHbIX
MaTepHuaJoB

OK 01
OK 02
OK 03
OK 04
OK 05

[IK 3.1
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OK 07

OK 09
45 | Orbop nmenm ¢ HUCTEKIIMM CPOKOM XpaHEHHUs IJIsi YHUUYTOXKCHHS. 6 OK 01 IIK 3.1

OdopMieHre akTOB O CIIMUCAHUU JIET, BBIJCIICHUU K YHUYTOXKCHHUIO OK 02

OdopmieHre onucell el MOCTOSHHOTO M BPEMEHHOIO XPaHEHHUs B OK 03

Cold OK 04

OK 05

OK 07

OK 09
JAu¢pepeHunnpoBaHHbIN 3a4eT 6
Bcero no I11M.03 72
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4. YCJIOBUSA PEAJINBALINN PAUBO‘IEI7I IHPOI'PAMMBbI
INPOU3BOJACTBEHHOMU NTPAKTUKH

4.1 O61mue TpedOOBaHUSA K OPTraHU3aLMU 00Pa30BaTeJILHOI0 Mpolecca

[TpousBoacTBEHHAss NpPaKTHMKa  IPOBOAUTCS KOHLUEHTPUPOBAHHO B paMKax KaXkI0ro
Ipo¢eCCHOHATIBHOIO MOTYJIs. Y CJIOBUEM JA0IYyCKa 00Y4arOLINXCs K IPOU3BOACTBEHHON MTPAKTHKE
SBIISICTCS OCBOCHHAsI yyeOHas MPaKTHKA.

[Tpon3BoaCTBEHHAs MpaKTHKa IPOBOAUTCS B (OpMe: MPOU3BOJICTBEHHOM AEATEIBHOCTH,
KOTOpasi OTBEYAET TPEOOBAHUSAM IMPOrPaMMbl MPAKTUKU. [IpomomKuTenbHOCTh paboyero AHA
00y4aroImuxcst pH MPOXOXKAESHUHU POU3BOJCTBEHHON NMPAKTHKU COCTABIACT ISl 00yJaromuxcs
B Bo3pacTte oT 16 1o 18 net — He Gosnee 36 yacoB B HENEINIO, B BO3pacTe OT 18 jeT u crapiie — He
6omee 40 gacos B Heaento (cT. 92 TK PD).

OOygarommmcst 09HOM (HOPMBI OOYUYCHHSI U UX POJUTENSIM (3aKOHHBIM TPEICTABUTEIISIM)
IPEJOCTABIIAETCS [IPABO CAMOCTOSITEIBHOIO MOAOOpa OpraHu3aluu — 0asbl MIPAKTUKU 110 MECTY
JKUTEJIbCTBA, C LENbI0 TPYAOyCTpOWCTBa. 3asiBlIeHHE oOydaromierocs U l'apaHTuiiHOE MHUCHMO
OpraHu3allii NPEAOCTABISAIOTCA HAa HMMS HadalbHUKA OTJENa MO Y4eOHO-NPOU3BOJICTBEHHOM
pabote He mo3nHee, yeM 3a 10 qHeH 1o Havana IpaKkTHKH.

OOyuaromiyecs, 3aKIIOUUBIINE C OPraHU3ALUSAMH WHAWBUIYAIbHBIH J0roBOp (KOHTPAKT)
00s13aHbl MPENOCTABUTh OJUH AK3EMIUISP JOrOBOpa B OTAEN IO y4eOHO-IIPOU3BOJCTBEHHOMN
pabote He mo3/Hee, yeM 3a 1 Hezento 10 Hayaia IPaKTUKH.

[IpenycmarpuBaeTcsi ycTaHOBIEHHAs (hopMa OTYETHOCTH Il OOYYArOIIUXCS MO MTOTaM
IPOXO0XKICHUS IPOU3BOJICTBEHHOM MPAKTUKHU:

- JTHEBHUK;

- OTYET;

- XapaKTepUCTHKA,

- aTTEeCTAllMOHHBIH JIHCT.

B kauecTBe mpHIIOKEHHS] K OTYETY MPAKTUKU oOydaromuiics odopmisier rpadudeckue,
ayauo-, ¢oro-, BMJEO-, MaTepHajbl, HarisAHble OOpa3lbl W3JENUH, NOATBEPXKIAIOIINE
IIPaKTUYECKHI OIIBIT, TIOJYYEHHBIN Ha MPAKTHUKE.

Wtorom mnpakTtuku sBisgercs AUQQepeHIUpPOBaHHBIA 3aueT, KOTOPBIH BBICTABIAETCS
pyKOBOJUTENIEM NPAKTUKU OT HCTUTYTa HA OCHOBAHUH:

- HaOJI0IeHUH 32 pabOTON NMPaKTUKAHTA,

- BBITNOJIHEHUS UHAWBUTyaJIbHOTO 3a/1aHUS;

- KauecTBa OTUYETA 10 POrpaMMe IIPAKTUKH;

- IpeBapUTEIbHON OLIEHKUM PYKOBOAMTENS MPAKTUKU OT OpraHu3aluu- 0a3bl
MPAKTUKU B aTTECTALlHOHHOM JIUCTE;

- XapaKTEPUCTHKHU, COCTABICHHON PyKOBOJIUTENIEM IPAKTUKU OT OpraHU3aIl|H.

@®opMbl HEOOXOIUMBIX JOKYMEHTOB JUIsl 3amoiiHeHust M mnpenocrasieHus B AHIIOO
«Kyb6anckuit UI10», meroanueckue yka3aHMsl MO BBIIIOJHEHHUIO OTYETa MO MPAKTHKE MOKHO
HOJYYHUTh B OT/eNe yueOHO-TIPOU3BOJICTBEHHOM paboThl U B OubIMOTEKE.

Pe3ynbrarhl mpoxXoxkIeHUs MPOU3BOJICTBEHHOM NMPAKTUKH YYUTHIBAIOTCS MPH HUTOTOBOM
aTTECTALINH.

4.2 KaapoBoe obecneueHue 00pa3oBaTeIbHOr0 Mpouecca

Peanuzamust paGodeil mporpamMMbl TPOW3BOJCTBEHHOW NPAKTUKH TIPU TPOBEICHUU B
o0pa3oBaTeNbHON OpraHM3alii — OpTaHU3YyeTCs MeAarorn4ecKuMu pabOTHUKaMH, IO
BO3MOKHOCTH UMEIOIIUMH MPOodUibHOE 00pa3oBaHe M OOJBINON CTaX MPAKTUYECKOW PabOThI
10 IPOGUITIO;

- pUd TNPOBEACHUMM B OpraHU3allid, OCYILECTBISIOUIEH JeATeNbHOCTh MO MPOQUITI0
COOTBETCTBYIOIIEH 00pa3oBaTeNbHON MporpaMmbl, B TOM 4HCIE€ B €€ CTPYKTYpHOM
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NOJpPA3/IeIEeHU — OpraHU3yeTcsl JIMLAMH, COOTBETCTBYIOIIMMHU TpeOOBaHUSAM TPYAOBOTO
3akoHomarenbcTBa Poccuiickonn denepanuu 0 JOMyCcKe K IIEJArOTHMYECKOM NEATEIIbHOCTH, U3
yyciaa pabOTHUKOB JIaHHON OpraHM3allid, KOTOpble 00ECHEeYUBAIOT OPraHMU3ALUI0 pealn3aluu
KOMITOHEHTOB 00pa30BaTeIbHOM MPOrpaMMbl B OpME MPAKTUIECKOM MTOATOTOBKH.

4.3  HNudopmanuoHHoe oOecnieuyeHne 00yUeHus!

[lepeueHb pexOMEHAYEMBIX y4eOHBIX W3JIaHM, VHTEpHET-pecypcoB, JONOTHHTEIBHOM
JUTEPATYPHI.
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5. KOHTPOJIb U OIIEHKA PE3YJIbTATOB OCBOEHHMS PABOUYEM ITPOI'PAMMBI
MMPOU3BOJCTBEHHON MPAKTUKH

[To pe3ynbTaTaM MPaKTUKH PYKOBOAMTEISIMU MPAKTHKU OT OpraHu3alud U oT MHCcTUTyTa
dopmupyeTcsi  aTTECTAIllMOHHBIA JIMCT, COACp)KAIIMiA CBEICHHS OO0 ypPOBHE OCBOCHUS
o0yJarmuMucs 001X, MpoPecCHOHATBHBIX KOMITIETEHIIUH U TMYHOCTHBIX PE3YJIBTATOB, a TAKKE
XapaKTEPUCTHKA HA 00YYaIolIerocs 10 OCBOCHUIO POPECCHOHATIBHBIX KOMIIETCHIIMNA B IIEPHO/T
MPOXOXKIACHUS TTPAKTUKHU.

B mepuon mpoxXokaeHHs MPAKTUKH OOYYaIOMIMMCS BEACTCS JHEBHUK MNpakTHKH. [lo
pe3yinbTaTaM MPAKTUKH OOYYarOIIUMCS COCTaBIISIETCS OTYET, KOTOPBIA  yTBEPXKAAETCS
PYKOBOJUTEIIEM MPAKTHKH OT YUPEIKACHUS HIIM OPraHU3aIHH.

ATTecTanms MO WTOraM IMPOU3BOJCTBEHHOW MPAKTUKU MPOBOAUTCS C y4eToM (WM Ha
OCHOBAHHH) PE3YJITATOB €€ MPOXOXKACHUS, TIOATBEPIKIAEMBIX TOKYMEHTAMHU COOTBETCTBYIOIINX
OpraHu3aIuu.

[IpakTuka sSBISICTCS 3aBEPIIAIONIMM 3TAllOM OCBOCHHS MPOPECCHOHATBHOTO MOIYIS 10
BUY TPO(EeCCHOHATLHOM JIEATEIIBHOCTH.

Pe3ynbTaThl MPOXOXICHUS TMPAKTHKH IMPEICTABISIOTCS oOydaronmmucs B MHCTUTYT U
YUUTBHIBAIOTCS TIPU TTPOXOKACHUH TOCYIapPCTBEHHONW UTOTOBOM aTTECTaIlHH.

OOyyaronuecs, He MPOIIEIIINE TPAKTUKY WU MOTYYUBIINE OTPUIIATEILHYIO OLICHKY, HE
JIOITYCKAIOTCS K MMPOXOXKJICHUIO TOCYJaPCTBEHHON HTOTOBOM aTTeCTaIiy.

Kopa u pesyabrarsl
(ocBOEHHBIE OcHoBHBIE IOKA3aTeJIHn DOPMBI H METObI KOHTPOISI
npogeccuoHaILHbIE OLIEHKH pe3yJibTaTa
KOMIIETEHIIHH)
[IK 1.1. OcymiecTBisTh [Tonyuyenne HeoOX0qUMOM Wurepnperarust pe3ynbTaToB
npuéM-Iiepenady nH(OpMALIH U Iepesada HaOJr0/IeHNH 32 IEATETBHOCTHIO
yIPaBIEHYECKOM CaHKIIMOHMPOBAHHOM obyuatomerocs B nporecce
MH(}OPMAaLINY C TOMOIIBIO | HTHPOPMAIIH C TTpaKTHKH
CpeacTB WCTIOJIH30BAHUEM CPEJICTB SKerepTHas oleHKa
MH(OPMALIMOHHBIX U MH(OPMALIMOHHBIX U BELIOTHEHH PAKTHYCCKHX
KOMMYHHUKAIIHOHHBIX KOMMYHHUKAIIMOHHBIX sayanuii.
TEXHOJIOTHUA. TEXHOJIOTH Tt bepeHIHpOBAHHE 3ateT.
IIK 1.2. Koopaunuposats | Koopaunarus paboTbl WuTeprnperanus pe3yabTaToB
paboTy nmpreMHOM MPUEMHON PYKOBOIHUTES U HAOJTIOICHHIT 32 NeSTENbHOCTBIO
PYKOBOJIUTENS, 30H 30H NpHEMA Pa3TMIHBIX obyuaromierocs B mporecce
MpUEMA PAITAYHBIX KaTeropuili NoceTuTenen TTpaKTHKH
KaTerOpUi MOCETUTENEH | OpraHU3alu
DKcriepTHas OIICHKa
OpTaHusatii. BBITOJIHEHUS IPAKTHYECKUX
3aaHuN.
JuddepeHurpoBaHHbII 3aUeT.
IIK 1.3. Bnanets [TnanupoBanue pabouero Nureprnperammst pe3yIbTaToB
HaBBIKAMU TUIAHUPOBAHUS | BPEMEHU PYKOBOAMUTEINS U HAO/IIOICHUIA 32 JIeATEIBHOCTHIO
pabouero BpeMeHu pabouero JHs cekperaps obyuaromierocs B mporecce
PYKOBOJIUTENS U TIpaKThKH
cerpetapi. DKcrepTHas OleHKa
BBITIOJTHEHUS TPAKTHYECKUX
3a1aHUI.
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JuddepeHurpoBaHHbBII 3aUeT.

[IK 1.4. OcyuiecTBasiTh
MOATOTOBKY JCIIOBBIX
MOE3/I0K PYKOBOJIUTENS U

JIPYIUX COTPYJHUKOB
OpraHu3alyHu.

Opranuzanus Je10BbIX
MOE3JI0K PYKOBOIHUTEIIS
U APYTUX COTPYIAHUKOB
OpraHu3aIuN

WNuTepnperanus pe3ynbTaToB
HaOJIOACHUH 32 I TETbHOCTHIO
oOyuarolerocs B mpoiiecce
MIPaKTUKU

DKcrnepTHas OlICHKa
BBITMIOJTHEHHSI TPAKTUYECKUX
3a7laHUN.

JuddepennrpoBaHHbIi 3a4eT.

TIIK 1.5. Bnagets
croco0aMu OpraHu3aIuu
pabouero NMpoCcTpaHCTBa
MPUEMHON M KaOuHeTa
PYKOBOJUTEIIS.

Opranuzanus v mojajaepxanmue
(hyHKIIMOHATBEHOTO pabovero
MPOCTPAHCTBA

HHurteprperanus pe3ysbTaToB
HaOJII0ICHNHT 3a AeATETbHOCTHIO
o0yyJaroIerocs B pouecce
HPAKTHKH

DKcnepTHas OIleHKa
BBITIOJIHEHHSI TIPAKTUYECKUX
3aaHUN.

JuddepeHunpoBaHHbBII 3a4eT.

IIK 1.6.0cymecTBusTh
paboTy 1O MOATOTOBKE H
MIPOBEICHUIO
KOH(EPEHTHBIX
MEPONPUATHH,
obecreunBaTh
MH(POPMaLMOHHOE
B3auMo/IeiicTBHE
PYKOBOJIUTEIS C

Opranuzanys noAroToBKU U
MPOBEACHUE BHYTPEHHUX U
BHEUTHUX KOH(EPEHTHBIX
MEpOIPUATHIA, oOecrieueHue
MH(OPMALIMOHHOTO
B3aUMOJEICTBUSA
PYKOBOJAMTEA C
MOAPA3ACIICHUSIMU U
JOJKHOCTHBIMU JIMLIAMU

HHTteprperanus pe3ysbTaToB
HaOJIr0/1eHUi 3a IeSATEITbHOCTHIO
oOyuarolerocst B mporecce
HPaKTUKU

DKcrnepTHas OlIeHKa
BBITOJHEHUS TPAKTUYECKHUX
3aJIaHUH.

MIO/Ipa3ICIICHUsIMU U OpraHH3alIMH. JlnbbepeHIpOBaHHEIH 3aUerT.
JOJDKHOCTHBIMHU JIMIIAMH

OpraHM3alMH.

IIK 1.7.0¢opmists Odopmrenne HHtepriperanus pe3ysbTaToB
OpraHu3alMOHHO- OpraHu3allMOHHO- Ha0JII0/IeHUH 32 AESITEIbHOCTHIO
pacrnopsAuTEIbHbIE pacnopsAUTEIbHBIX o0yyaroIerocs B rnporecce

AOKYMCHTBI U
OpraHnu30BbIBATH pa60Ty
C HUMH, B TOM HHUCJIC C
HUCITIOJIB30BaAHHEM
ABTOMAaTU3HWPOBAHHBIX
CUCTEM.

JAOKYMCHTOB U OpraHu3anusd
pa60TBI C HUMH, B TOM YHUCJIC
C UCITIOJIb30BAHHUEM
ABTOMAaTU3HWPOBAHHBIX CUCTEM

MPaKTUKU

DKcnepTHas OLlEHKa
BBITOJIHEHUS TPAKTHYECKUX
3aaHuN.
JuddepeHurpoBaHHbII 3aUeT.

[IK 1.8.0¢dopminste
JOKYMEHTBI 10 JINYHOMY
COCTaBy U
OpPraHM30BBIBATH PadOTY
C HUMH, B TOM YHCIIE C
HCIIOJIb30BAHUEM

Odopmienne T0KyMEHTOB 110
JTUYHOMY COCTaBY U
opraHu3arus padboThl C HUMH,
B TOM HHUCJIC C
HCIIOIL30BaHUEM
aBTOMaTI/I3I/IpOBaHHI)IX CUCTEM

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

DKcriepTHas OIICHKA
BBITIOJTHEHUS MPAKTUYECKUX
3aJaHuN.
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ABTOMAaTU3UPOBAHHBIX
CHUCTEM.

JuddepeHurpoBaHHbBII 3aUeT.

[1IK 1.9.0pranu3oBsiBaTh
TEKyIllee XpaHCHHUE
JTOKYMEHTOB, 00pabOoTKy
JIeT1 17151 OePAaTHBHOTO U
apXMBHOTO XPaHEHHUS, B
TOM YHCJIE C

Opranu3zanys TEKyIEro
XpaHEeHHUs JOKYMEHTOB,
o0OpaboTka aemn ams
OTIEPATUBHOTO U APXUBHOTO
XpaHEeHHUs1, B TOM YHCIIE C
WCTOJIb30BaHUEM

NuTepnperanus pe3ynbTaToB
HaOJIOACHUH 32 I TETbHOCTHIO
oOyuarolerocs B mpoiiecce
MIPaKTUKU

DKcrepTHas OLICHKa
BBITTOJIHEHHSI TPAKTHYECKIX

HCII0JIb30BAHUEM ABTOMATU3UPOBAHHBIX CHCTEM .

ABTOMATU3HPOBAHHBIX 3a/latiy.

CHCTEM. JuddepennrpoBaHHbIi 3a4eT.
K 2.1. Co3znanue JTOKaIbHbIX HNuTepnperanus pe3yibTaToB
OcyiecTBiATh HOPMAaTUBHBIX JOKYMEHTOB U | HaOJIIOJACHUM 32 JeSITeIbHOCThIO
KOMILIEKTOBaHHUE IIPOTOKOJIOB 3aCeIaHui oOyuarolerocs B mporecce
aApXUBHBIMH JIeJIaMH 9KCIIEPTHONH KOMHUCCHH MPAKTHKU

(moKyMeHTaMH) opranuzanuu. [IpoBenenne

apXrBa OpraHru3annuu

OKCIICPTHU3bI HCHHOCTHU
AOKYMCHTOB OpraHu3aiuu.

DKCrepTHas OIICHKa
BBITIOJIHEHUSI IIPAKTUYECKUX
3aaHUN.

HuddepeHunpoBaHHBIN 3aUeT.

[IK 2.2.

Bectu y4€t apxuBHBIX
nen (I0KyMEeHTOB),

B TOM YHCIIC

C HCTIOJIb30BaHUEM

Y4ET apXUBHBIX AEI
(HOKYMEHTOB) IMMOCTOSTHHOTO U
BPEMEHHOI'O XpaHEHUS. Y YET
(OHIOB U OIHCEH apXUBHBIX
nen (I0KyMeHTOB). YUér

WHTteprnperanus pe3ysbTaToB

ABTOMATHU3HPOBAHHBIX BBIIAYU aPXUBHBIX JICTT HAGIIOCHAH 33 TeATEIEHOCTBIO
chucrem (roxymenTOB) 13 00YJaIOIErocs B IPOIECCE
apXMBOXPAHMITHILA H HX HpAKTHKH
BO3BpaTa. YUET U KOHTPOJIb
nepeadu apXyUBHBIX JIeT DKCIIEPTHAs OTEHKA
(noxymeHTOB) B . BBITIOJTHEHHSI TPAKTUYECKUX
FOCYI[apCTBeHHBEH/ 3a1aHMA.
MYFHITITATIHHBIH apXHB WK JuddepeHnnpoBaHHbIi 3a4eT.
Ha MHOE BHEIIHEE XpaHEHHE.
Y4ér u po3bICK
HEOOHapYKEHHBIX JIEN
(moxymenTtoB). Benenue nen
¢dbonm0B
TIK 2.3. Co3nanue onmcen e
OcymecTBiATh (TOKyMEHTOB) OpraHU3aluu WHTeprpeTaiys pe3yIbTaToB
XpaHCHHE apXHBHBIX JICII | TOCTOSIHHOTO CPOKA XPAHCHUS | a6 i01eHmif 3a ASSTEIbHOCTBIO
(IOKyMEHTOB) U TI0 JINYHOMY COCTaBY. 06yHatoImerocs B mporecce
C TMIOCTOSTHHBIM CPOKOM PasmMernienne apXUBHBIX /1€ NPaKTHKHI
XpaHeHUus (IOKYyMEHTOB) B apXUBHBIX

U 110 JUYHOMY COCTaBY
B ApXMBE OPraHU3aLNU

XpaHWJIMILAX B COOTBETCTBUU
C BBIOpaHHOM cXeMoii
KJ1acCupUKaLUU U
CUCTEMATU3ALNH JIEN
(moxymentoB). Co3nanue u
o0ecreyeHre pexxuMOB

DKcrnepTHas OlleHKa
BBITIOJTHCHU A HpaKTI/IquKI/IX
3aJaHuN.

JuddepeHurpoBaHHbIH 3aUeT.

24




XpaHEHUS apXUBHBIX JIETT
(moxymentoB). [IpoBepka
HAJIMYUS U COCTOSTHHS
ApXHUBHBIX A€ (JOKYMEHTOB).
BrisiBnenue u yuér

ApPXHUBHBIX e (JOKYMEHTOB),
TPEOYIOIINX
pecTaBpalliOHHOM,
KOHCEPBAIIMOHHO-
npodunakTuyecKoii u
TEXHUYCCKON 00pabOTKH.
[ToaroroBka ycinoBuii aJis
o0ecrnedeHns COXPaHHOCTH
ApPXHUBHBIX eI (JOKYyMEHTOB) B
0COOBI TIeproa U
Ype3BhIYAITHBIX

cutyanusax. OCyliecTBIeHNE
KOHTPOJIS IBHKEHUS
aApXMUBHBIX A€ (IOKYMEHTOB)
1 X (PU3UYECKOTrO COCTOSHUSI.
[ToaroroBka u nepenavya
ApXUBHBIX eI (JOKYMEHTOB)
B rOCY/IapCTBEHHBIN/
MYHHIIUITAILHBIA apXUB WITH
Ha MHOE BHEIIHEE XpaHEHUe

[IK 2.4.

OcymecTBiATh
XpaHeHHe,
KOMILJIEKTOBAaHUE, YUET U
UCIOJIb30BAHUE JIEIT
(TOKyMEHTOB)
BPEMEHHOTO XpaHECHUs

VYuér onuceit aes BpeMEHHOTO
XpaHEHUs! CTPYKTYPHBIX
MOJIpa3IeJICHUl OpraHu3aluu
B TPAJIMIIMOHHOM U B
JNIEKTPOHHOM BHJIE.
CucremaTu3zanus aen
(1OKyMEHTOB)

BPEMEHHOT'O XpaHEHUS,
MPUHSATHIX OT CTPYKTYPHBIX
MO/Ipa3IeIeHui OpraHu3alllH,
JUTSL pa3MEIICHHS B
XpaHUJIHILE apXUBa
opranusanuu. KoHTpoias
BBIJIaYU B ONEPATHUBHOE
MOJIb30BaHME eI
(IOKYyMEHTOB) BPEMEHHOTO
XpaHEHUsS U MX BO3BpaTa.
[IpoBenenue

9KCIIEPTHU3BI IIEHHOCTH JIETT
(IOKYyMEHTOB) BPEMEHHOTO
XpaHEHUS B apXUBE
opranmzanuu. [Toaroroska
nen (TOKyMEHTOR)
BPEMEHHOT'O XpaHEHUS,
MPUHSATHIX OT CTPYKTYPHBIX
MOJIpa3/IeJICHUM, Ha
yanutoxxenue. Co3nanne

WHTtepnperanus pe3ysbTaToB
HaOJIr0/1eHUi 3a IeSTETbHOCTHIO
o0ydJaromierocs B mporecce
MPAKTHKU

OKcnepTHas OLEHKa
BBITIOJTHEHUS PAKTUYECKUX
3aJaHuN.
JuddepeHnpoBaHHbIN 3a4eT.
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aKTOB O BBIJICJICHUU Ha
YHUUYTOXKEHUE /1T
(1OKYMEHTOB) BPEMEHHOTO
XpaHEHUs C UCTEKIIUMU
CpPOKaMu, MPUHSTHIX OT
CTPYKTYPHBIX TOJIpa3aesieHui

IK 2.5.
Ocy1iecTBIAThH
UCTIOJIb30BaHUE
APXUBHBIX JIEIT
(TOKYMEHTOB),

B TOM YHCIIC

C MCIOJIb30BaHHEM
ABTOMATHU3HPOBAHHBIX
CHCTEM

[Tognepxka B akTyaJlbHOM
COCTOSIHMH 3JICKTPOHHBIX
MH(POPMAITMOHHO-TIOUCKOBBIX
CHUCTEM apXHBa B
JTIOKYMEHTUPOBAHHBIX chepax
JEeSTEIbHOCTH OpraHU3aIuy.
CocraBneHue CripaBO4YHO-
ITOMCKOBBIX CPEJICTB

K apXUBHBIM JIeJIaM
(1oxymeHTaM), yYTEHHBIM B
apXHBE U B
JIOKYMCHTHPOBAHHBIX chepax
NEATEILHOCTH OPTaHU3aIUH.
IloaroroBka OoTBETOB Ha
3ampOChl ApXUBHBIX JIETT
(moxymenToB). [Togroroka
paboTHI TIOJIb30BATEIICH B
YUTAILHOM 3aJI¢ apXHBa

HHteprperanus pe3ysbTaToB
HaOJII0ICHNUHT 3a AEATETbHOCTBIO
o0yyJaroIerocs B pouecce
HPaKTHKH

DKCrnepTHas OIICHKA
BBITIOJIHEHUSI TIPAKTHYECKUX
3aaHUN.

JuddepeHunpoBaHHBII 3aUeT.

[IK 3.1. OcyuiecTBasTh
paboTy 1o BEICHHUIO
apXHUBHOTO JieJia Ha

ﬂeMOHCTpaL{I/I}I CITOCOOHOCTH

WHTteprnperanus pe3ysbTaToB
HaOJIr0/1eHUH 3a 1 TETbHOCThIO
oOyuarolerocs B porecce
NpPaKTUKU

HpEAIPUATHI OCYIIECTBISATh paboTy MO
BEJICHHIO apXMBHOTO NeMA HA | 3y cnenthas olenKa
HPCAIPUATHI BBIITOJIHEHUS TIPAKTUYECKHUX
3a7laHUN.
JuddepeHnpoBaHHbIHN 3a4eT.
Br16op criocoba pemeHns Wurepnperanus pe3ynbTaToB
OK 0I. HAOJTIOICHUH 32 eI TeTLHOCTHIO

Br16upats crioco0Obl
pereHus 3a1a49
npo¢ecCuoHAIBHON
JeSTeTbHOCTH
IMPUMEHUTCIIBHO K
Pa3UYHBIM KOHTEKCTaM;

3a/1a4 mpodeccuoHaTbHON
NeSATSIIEHOCTH
IMPHUMCHUTCIIBHO K pa3JIMYHbIM
KOHTCKCTaM

o0y4aromierocst B mpouecce
MPaKTUKU

DKcriepTHas OIICHKa
BBITOJIHEHUS IPAKTHYECKUX
3aaHuN.
JuddepeHurpoBaHHbII 3aUeT.

OK 02.

Hcnons3oBate
COBpPEMEHHBIE CPEICTBA
MOWCKA, aHaJIM3a 1
MHTEpHpeTaluu
uHpOpMalnH, U
MH(pOPMalOHHbIE
TEXHOJIOTUH IS

Hcnons30BaHne COBPEMEHHBIX
CpeICTBa MOMCKA, aHAJIN3a U
WHTEpIpeTany HHPOpMaIIH,
1 UCTIOJIb30BaHUE
MH(OPMALIMOHHBIX
TEXHOJIOTUH TSI BBITIOJTHEHUS
3a/1a4 mpodeccuoHaTbHON
JeSITEIbHOCTH.

WHTepnperanus pe3ynbTaToB
Ha0II0/IeHUH 32 1eSITEeIbHOCThIO
o0yyaroIerocs B rporecce
MPaKTUKU

DKcnepTHas OIlEHKa
BBITOJIHEHUS PAKTHYECKUX
3aJaHuN.
JuddepeHurpoBaHHbII 3aUeT.
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BBITIOJIHCEHUA 3aJa4
npodeccnoHabHOMI
ACATCIIbHOCTH,

OK 03. IlinanupoBats u
pean30BbIBATH
coOCTBEHHOE
npodeccnoHanbHOE U
JMYHOCTHOE Pa3BUTHE,
NPEANPUHUMATEIBCKYIO
JEATEIILHOCTD B
npodeccnoHaTbEHOM
cdepe, UCIoIb30BaTh
3HaHUA 110 IPABOBOU U
(buHaHCOBOM
IPaMOTHOCTH B
Pa3IMYHBIX KU3HCHHBIX
CUTYaIHUsIX

[InanupoBanue u peanusanus
COOCTBEHHOTO
poeccCHOHATLHOTO U
JMYHOCTHOTO Pa3BHUTHS,
MPEAINPUHUMATEIbCKON
JeSITeIbHOCTH B
npogeccuoHanbHOH cdepe,
HCIIOJIb30BAaHKUE 3HAHUH 110
MIPaBOBOM U (PMHAHCOBOM
IPaMOTHOCTH B pa3IMYHbBIX
KU3HEHHBIX CUTYaIUsIX

NuTepnperanus pe3ynbTaToB
HaOJIOACHUH 32 I TETBHOCTHIO
oOyuarolerocs B mpoiiecce
MIPAKTUKU

DKcrnepTHas OlIeHKa
BBITTOJIHEHHSI TPAKTHYECKIX
3a1aHUM.
JudbdepeHnrpoBaHHbIN 3a4eT.

OK 04.

DddexTuBHO
B3aUMOJICHCTBOBATH U
paboTaTh B KOJUICKTHBE H
KOMaH/IE;

B3aumopeiictBue u pabora B
KOJUIEKTUBE U KOMaH/E

HHTteprperanus pe3ysbTaToB
HaOJIr0/1eHUi 3a IeSATEITbHOCTHIO
oOyuarolerocs B mporecce
HPaKTUKU

DKcrepTHas OIICHKa
BBITIOJIHEHUSI IPAKTUYECKUX
3aaHUN.

JuddepeHnpoBaHHbIHN 3a4eT.

OK 05.

Ocy1ecTBIATh YCTHYIO U
MHCbMEHHYIO
KOMMYHHUKAIMIO HA
rOCYJapCTBEHHOM SI3bIKE
Poccuiickoit deneparuu
C Y4eTOM OCOOEHHOCTEH
COLIMAILHOTO U
KYJIbTYPHOT'O KOHTEKCTA

Ocy1ecTBieHne yCTHOHN U
NHUCHbMEHHOU KOMMYHUKallUH
Ha rOCY/IapCTBEHHOM $SI3bIKE
Poccuiickoit denepanuu ¢
y4eTOM 0COOCHHOCTEN
COLMAILHOTO U KYJIBTYPHOIO
KOHTCEKCTa

WHTtepnperanus pe3ysbTaToB
HaOJIr0/1eHuH 3a IeSTeTbHOCTHIO
o0OydJaromierocs B mporecce
MPAKTHKU

OKcnepTHas OLEHKa
BBITIOJTHEHUS PAKTUYECKUX
3a1aHU.
JuddepeHnpoBaHHbIHN 3a4eT.

OK 07 CogaeiicTBOBaTh

COXpaHEHUIO
OKpYy>Karoleu cpenbl,
pecypcocOepexreHuIo,

NPUMEHTh 3HAaHUS 00
W3MEHEHMH  KIJIUMara,
MIPUHIIMITBI OEPEXKITNBOTO

CopelicTBHE COXPaHEHHIO
OKpY’KaroIen cpeasl,
pecypcocOepexeHuto,
MIpUMEHEHHE 3HaHUI 00
M3MEHEHHUHU KJIMMaTa,
MPUHIUIIOB OEPEKITMBOTO
MIPOU3BO/ICTBA, 3 (HEKTUBHOE

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

DKcnepTHas OLlEHKa

IIPOU3BOJICTBA, ° ¥
3¢ deKTHBHO JIEHCTBHE B UPE3BbIYANHBIX BBIIIOJIHCHHA IIPAKTHICCKHUX
JIECTBOBATh B | cUTyanusx 3aJIaHUM. )
Upe3BBIYANHBIX JubdepeHipoBanHbIii 3a4€T.
CUTYalUsX
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OK 09.

ITons30BaThCsA
npodeCcCuOHAITBHON
JTOKyMEHTAIueH Ha
rocyaapCTBEHHOM H
WHOCTPAHHOM SI3bIKax

Hcnonp3oBanue
npodeccrnoHabHOM
JOKYMEHTAITUU Ha
roCcyIapCTBEHHOM H
WHOCTPAHHOM SI3bIKax

HNHteprperanus pe3ysbTaToB
HaOJI0/ICHHH 32 IESTEIEHOCTHIO
o0yyJaroIerocs B porecce
IPaKTUKH

DKcrepTHas OIICHKa
BBITIOJTHEHUS TPAKTUYECKUX
3aaHUN.

JuddepeHnrpoBaHHbIi 3a4eT.
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