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PaGouast mporpamMma nmpou3BoICTBEHHON MPaKTUKH ITpodeccruonanbroro Mmoayist [IM 02. «Opranuzanus
ApPXUBHOU U CIIPaBOYHO- WH(HOPMAIMOHHON pabOTHI 10 JOKYMEHTaM OpraHU3aluny pa3paboTaHa Ha OCHOBE
denepanbHOro rocy1apcTBEHHOro 00pa3zoBaTelibHOT0 cTanaapra (nainee- I'OC)no cnenuaibHOCTH
cpenHero npodeccruonanbHoro oopazosanus (nanee — CI10) 46.02.01. «/lokymenTanimonHOE obecrieueHmne
yIpaBJICHUS U apXUBOBEJICHUEY, YTBEPHKIEHHOT0 MPUKa30M MUHUCTEPCTBOM 00pa30BaHUs U HAyKH
Poccuiickoit ®enepanmu ot 11 aBrycra 2014r. Ne 975.

Opranuzanus-pazpadotuuk: ['ocynapcrBeHHOe O0101KeTHOE MTpodeccnoHalbHOE 00pa3oBaTeIbHOE
yupexeHue OKTAOpbCckrii MHOTOMPOGUIBbHBIN MPo(ecCHOHANBHBIN KOIEIK
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1. TACTIOPT ITPOT'PAMMBI TIPOU3BOJICTBEHHOM INPAKTUKH

1.1. Ob6acTh NpUMeHEeHHS POrPAMMBI:
Pabowas mnporpaMma npou3BOACTBEHHOW NPAKTUKU SBISETCS YACThIO OCHOBHOM MpPOQEeCCHOHATBHON
obpasoBarenbHoil mporpamMmbl B cooTBeTcTBUM ¢ PI'OC mo cnenumanpHocTi CIIO, BXOoAsSmMX B COCTaB
yKpyIHEHHOU rpymmsl crienuansHocteil 46.00.00. «Vctopus u apxeonorus» no cnenuainpaoctu 46.02.01.
«JloKyMEeHTallMOHHOE O0ecleYeHne YNpaBJIECHUSI U apXUBOBEIEHHE» B YaCTH OCBOCHMsSI OCHOBHOI'O BHJA
npodeccuonanbHoi aearenbHoctr (BAID): Opranu3zanus JOKYMEHTAIMOHHOTO OOECHEUEHUs YIPaBICHHS
(YHKLMOHUPOBAHUS OPraHU3allMK U COOTBETCTBYIOLIMX MpodeccruoHanbHblx koMneTeHuui (I11K):
Ocy1ecTBiIeHHE OPraHU3aLMOHHOTO U IOKYMEHTAMOHHOI0 00eCIeYeHUs eI TEIbHOCTH OpraHu3aluu 1
COOTBETCTBYIOIIHE €My OOIIHe KOMIIETEHIINH U TPO(eCCHOHAITBHBIE KOMITETESHIIHH:

[Tepeuenpb 0OLIMX KOMITETEHITHIA
OK 01. BeibupaTh ciocoOsl pemieHus 3agad npodeccnoHaaIbHONU AesSTebHOCTH MPUMEHUTENBHO K Pa3InYHbIM

KOHTCKCTaM,

OK 02. Hcnonp3oBaTh COBpPEMEHHBIE CPEICTBA IOMCKA, aHaIM3a M HMHTEpIpeTanuu HHGOpMAMA U
UH()OPMAIIMOHHBIE TEXHOJIOTUH IS BBIOJIHEHHS 3a7a4 MPo(ecCHOHATLHON e TEIbHOCTH;

OK 03. IInanupoBaTh U pealu30BbIBaTh COOCTBEHHOE IPOPECCHOHANBHOE U JIMYHOCTHOE pa3BUTHE,
NpeANPUHUMATENbCKYIO JEITeIbHOCTh B HpodeccroHalpHON cdepe, MCIONb30BaTh 3HAHUS MO (DPUHAHCOBOM
T'paMOTHOCTH B Pa3JIMYHbIX )KU3HCHHBIX CUTYAIUAX;

OK 04. D¢ddexTnBHO B3auMoeiicTBOBATh U pabOTaTh B KOJUICKTUBE U KOMaH/E;

OK 05. OcymiecTBisiTh YCTHYIO M NHCbMEHHYK) KOMMYHHMKAIMIO Ha TOCYAAapCTBEHHOM si3blke Poccuiickoit
®denepanyy ¢ y4eTOM 0COOCHHOCTEH COIMAIbHOTO U KYJIbTYPHOTO KOHTEKCTA;

OK 06. IlposiBisiTh rpaklaHCKO-TIATPUOTHYECKYIO IO3MIIMIO, JIEMOHCTPUPOBATH OCO3HAHHOE IOBEACHHE Ha
OCHOBC  TpaJUIIMOHHBIX O6HIC'-ICJ'IOBC‘I€CKI/IX HCHHOCTCI;’I, B TOM YHUCJIC C Yy4€TOM TIapMOHHM3AIUN
MEKHAIMOHAJIBHBIX U MEKPETUTHO3HBIX OTHOILIEHUH, IPUMEHSATh CTaHAAPThl aHTUKOPPYILIMOHHOTO MTOBE/ICHNUS;
OK 07. CopnelicTBOBaTb COXPAaHEHUIO OKPYXKAIOLIEH Cpebl, pecypcocOEpeKeHNI0, MPUMEHSITh 3HAHUS 00
U3MEHEHUU KIMMaTa, NPUHIMIB OEpexIJIMBOrO MPOU3BOACTBA, I(PPEKTHBHO ACHWCTBOBATH B UPE3BBIYAWHBIX

CUTyallAX;

OK 08. Hcnonp3oBaTh cpencTBa (GU3MUECKONW KyJIbTYpHI Ui COXPAHEHHS U YKPEIUIEHHUs 37J0POBbs B IIpoOIecce
npoQecCUOHANBHON AEATENbHOCTU U MOAEPKaHUSI HEOOXOAUMOTO YPOBHS (PU3MUECKON OATOTOBIEHHOCTH;

OK 09. ITonp3oBaThkcs MpohecCHOHATBHON TOKYMEHTAIlMeH Ha rOCyITapCTBEHHOM U MHOCTPAHHOM SI3bIKaX.
JIP14 T'0TOBBII1 COOTBETCTBOBATH 0XKUJAHUAM paboTOaTENIeN: TPOEKTHO- MBICIISIIHA,
3¢ GEKTUBHO B3aUMOACHUCTBYIONIMN C WIEHAMH KOMaH/bl U COTPYAHUYAIONINH C

Apyrumu JIroaAbMu, OCO3HaHHO BLIHOJ'IHHIOH_[I/Iﬁ HpO(])eCCHOHaJIBHbIe Tpe6OBaHI/Iﬂ,



OTBETCTBEHHBIH, MyHKTYaJIbHBIHN, TUCITUILTHHUPOBAHHBIN, TPYIOTIOOUBBIH,
KPUTUYECKH MBICIISIIIIMNA, HALEJIEHHBIM Ha JJOCTUKEHUE NTOCTaBJICHHBIX LENIEH;
JEMOHCTPHUPYIOIUH TPOPECCHOHATBHYIO )KU3HECTONKOCTh

JIP15 OTKpBITHIN K TEKYIIUM U MEPCIEKTUBHBIM U3MEHEHUSIM B MUpE TpyAa U MpodeccHii
JIP16 MoTuBUpOBaHHBIN K OCBOCHUIO (DYHKITMOHAIBHO OJIM3KUX BUIOB JIEATEIILHOCTH,
UMEIOIIMX 001IMe 00BEKTHI (YCIOBHUS, IIEJIN) TPy, JTN00 UHBIE CXOXKHUE
XapaKTePUCTHKHU

JIP17 CriocoOHbIH B I pOBOIA Cpelie TPOBOUTH OLIEHKY HH(pOpMaInH, ee
JIOCTOBEPHOCTh, CTPOUTH JIOTMUECKUE YMO3aKIFOUEHHs] HA OCHOBE MOCTYIAOILEH
uHpOpMaIUU

JIP18 CriocoOHBIi peann3oBaTh JHIEPCKUE KauecTBa B poliecce NpodhecCuoHaIbHON
JeSTEIIbHOCTH

JIP19 O6nanaromuii CTpECCOYCTONYUBOCTHIO U KOMMYHHKAOEIbHOCTBIO

JIP20 IlposBisitoiinii BEICOKYIO OTBETCTBEHHOCTb U COOCTBEHHYIO MHUIIMATUBY

JIP21 Oco3Haromuii 3Ha4MMOCTh PO(ECCHOHAIBHOTO Pa3BUTHUS B BEIOPAHHOM
npodeccuun

JIP22 O6namaromuii MOTUBAIIUCH K CaMOOOPa30BAHUIO U PA3BUTHIO

JIP23 JleMOHCTpUpYIOUINI NPUBEPKEHHOCTh MPUHIIMIIAM Y€CTHOCTH, MOPSJOYHOCTH,
OTKPBITOCTH

JIP24 Nmeromnii noTpeOHOCTh B CO3aHUH MTOJIOKUTEIHHOTO UMUJIXKa KOJIIe KA

BeimyckHuk, ocBomBIIMH  00pa3oBaTeNbHYIO — IMPOrpamMMy, [ODKEH oOmagath  MpodecCHOHATbHBIMHU
KOMIIETEHLIUSAMMU:

[1K 2.1. YuacTBOBaTh B paboTe MO IKCIEPTU3E LIEHHOCTH IOKYMEHTOB B COOTBETCTBHUH C JICHCTBYIOIIUMU
3aKOHOJATEIbHBIMU aKTaMU U HOPMAaTUBAMH.

[1K 2.2. Bectu paboTy B cucTeMax 3JIeKTPOHHOTO IOKYMEHTOO00pOoTa.

1K 2.3. PazpabaTbiBaTh 1 BECTH KJIACCH(PHUKATOPHI, TAOEIH U UHbIE CIPABOYHUKH TI0 JOKYMEHTaM
OpraHM3aI1H.



[1K 2.4. OGecrieunBaTh MpUeM U pallMOHAIBPHOE pa3MelieHNne JOKYMEHTOB B apXUBe (B TOM YHCIIC
JIOKYMEHTOB 10 JIMYHOMY COCTaBY).

[1K 2.5. OGecrieunBaTh y4eT U COXPAaHHOCTh JOKYMEHTOB B apXHUBE.

[1K 2.6. Opranu3oBbIBaTh UCIOJIb30BAHNE APXUBHBIX JIOKYMEHTOB B HAYYHBIX, CIIPABOYHBIX U MIPAKTUYECKHUX
LIEMSX.

[1K 2.7. OcymecTBasTh OpraHu3allMOHHO-METOIMYECKOE PYKOBOACTBO U KOHTPOJIb 3a pa0OTOM apXuBa
OpraHM3aliK U 32 OpraHu3alueil TOKYMEHTOB B JeJIONPOU3BOCTBE

B pesynpraTe mpoxoxaeHns yaeOHOH MPaKTHKU 10 BUAY IESTeNbHOCTH O0YYArOIIUNACS JODKEH YMETh:

B TpeboBaHus K pe3yabTaTaM OCBOSHHS YYeOHOH MpPaKTUKU

1 2

BIL02. Oprannsanus apXuHOi 1 | yyes, mpaKTHUeCKHIl ONBIT:
CIpaBOYHOM- MHPOPMATIOHHOH

paboTHI IO JOKYMEHTaM
OpraHu3aluu JOKYMEHTaM OpraHu3aluu;

OpraHU3ali ApXUBHOW U CIIPAaBOYHO-UH(POPMAIIMOHHOMN pabOThI 110

YMeTh:

OpPraHHU30BBIBATH ACSITENLHOCTh aPXKBA C YYETOM CTaTyca U MPOQuIIs
OpraHu3alnu;

paboTarh B cuCTEMax ANEKTPOHHOTO JOKYMEHTO000POTa;
KCIMOJIb30BATh B JAEATEIBHOCTH ApXHUBA COBPEMEHHBIE KOMITBIOTEPHBIE
TE€XHOJIOTUH;

IIPUMEHATH COBPEMEHHBIE METOJMKN KOHCEPBALIUK U peCTaBpaLliu
APXMBHBIX JOKYMEHTOB;

3HATH:

CHUCTEMY apXHUBHOTO ynpasiieHus B Poccuiickoit denepanmu u

opranuzaiuio ApxusHoro ¢onna Poccuiickoit denepanyu; cucremy

XpaHeHus: U 00pabOTKH TOKYMEHTOB.

1.3 KotnuecTBO 4acOB HAa OCBOEHHE MPOTPAMMBbI NPOU3BOACTBEHHON NMPAKTHKH (KOJIMYECTBO Heeb/
4acoB):
B paMkax ocBoeHus [IM.02 — 5 uexmens / 180 yacos.



3. TEMATUYECKHWM IUIAH U COJIEP)KAHUE IMTPOU3BOJCTBEHHOM ITPAKTUKH

Tabmuua 3

Kox IIK Kon u Koi- Ne HaumenoBanue tem Komn-Bo Buapl pabot VYpo-
HalMEHOBAaHUE BO YpOKa NPAaKTUKU TIO TPOPHITIO 4acoB BEHb
HpO(l)CCCI/IOHaJ'IBHI)IX qacoB CIICIIMAJIBHOCTU 110 OCBO-
MOJYyJIEN o TeMam CHHUS
M
1 2 3 4 5 6 7 9
K 2.1 I[IM.02 Opraauzanus 36
K 2.2 apXUBHOM u
K 2.3 CIIPaBOYHO-
1K 2.4 WH(POPMAITIOHHON
K 2.5 paboThI o
[IK 2.6 | noxymeHTam
TIK 2.7 OopraHu3anuu
K 2.1 1 2.1 3HaKOMCTBO C 2 N3yueHne nonoxeHne ob apxmee; LOIPKHOCTHON 2
MK 2.2 HopmartuBHoW 6a3oi WHCTPYKLIMW 32BEOYHOLLIEr O apXMBOM,;
IK 2.3 apxvBea. JIOIDKHOCTHOW MHCTPYKLIMW apXM1BUCTA.
1K 2.4 N3yyeHne HOMEHKIaTypbl [ern apxvBa
IIK 2.5
IK 2.6
I1IK 2.7
2 Tewma 2.2. Okcneptusa 6 M3yueHne nopsinoBka NpoBeaeH1e 3KCnepTmabl 2
K 2.1 LIEHHOCTM JOKYMEHTOB B C03ﬂ,aH|/|e SKCI'IepTH017| KOMUCCUN.
1K 2.2 COOTBETCTBAN C OdopmrieHne AOKYMEHTOB 3K CNepTU3bl LIEHHOCTU
[K 2.3 y [IOKYMEHTOB.
K 2.4 OencTeyroLiiMn
IIK 2.5 38KOHOAATENBbHBIMU aKTamK
[IK 2.6 1 HopMaTMBamu.
IK 2.7
3 Tema 2.3. 6 N3yyeHmne cuctem CIOL. 3
1K 2.1 PaboTa B cuctemax OdoopmrieHne apXMBHOI onucK aen ¢
1K 2.2 AreKTPOHHOr O VICTIONb30BaHNEM
1K 2.3 nporpammbl CI[.

JOKYMeHTOoobopoTa.




K 2.4 3yyeHue cocraga cnpaBoqHOro annapara K
TIK 2.5 onucy;
[IK 2.6 W3yyeHne npuHLmnos noctpoeHus HCA;
IIK 2.7 Mcnonb3oBaHme NporpaMMHOro obecrnedeHns ans
AreKTPOHHOr 0 AOKYMEHTO00opoTa.
IK 2.1 Tewma 2.4 Pagpabotkau M cnonb3oBaHme Kraccudumkaropos, Tabernen B
TIK2.2 BefeHIe KnaccudmKaTopos, apxmee,
1K 2.3 TaBeneyi v ap. CrIPaBoYHIKN N 3yyeHune coaepikaHmsa apxmMBHbIX CMPaBOYHUKOB,
1K 2.4 Kararoros, 0G30P0B;
1K 2.5 10 AloKyMeHTaM O3HaKkoMreHMe HanpasreH M1 opMUPOBaHUS
1K 2.6 OpraHmsaLn. CMPaBOYHOr O annapara apx1Ba OpraHN3aLN.
IK 2.7
IK 2.1 Tema 2.5 MNpurem un OpraHnsaumnsi npvema JOKYMEHTOB Ha XpaHeHe.
glli ;g paLMOHarbHOe pasMeLLieHNe OdopmrieHne JOKYMEHTOB, Noarexaumx
: XPaHEHWIO.
1K 2.4 AOKYMEHTOB B 8pXV1BE (B T. . 3anm1cb MHGPMALIMK O MOCTYMUBLLEM Ha
K 2.5 AOKYMEHTOB MO MAIHOMY XpaHeHne JOKYMEHTE B COOTBETCTBYOLLME
K 2.6 coctasy), KapTOYKM, CNIPaBOYHUKI, KaTarori.
[IK 2.7 AOKYMEHTMPOBaHNE PaswveLLieHme JOKYMEHTOB B apXUBE B
npoeccaB COOTBETCTBUM C YCTaHOBIEHHbIMI NpaBuIiamu;
COOTBETCTBYHOLLIEN
AOKYMeHTaLuK.
MK 2.1 Tema2.5Yyerun [MprcBOEHNE apXMBHBIM AOKYMEHTaM (€0MHMLIaM
MK 2.2 COXPaHHOCTb JOKYMEHTOB B YY€eTa, EIMHULIAM XPaHEHWST) YYETHBIX HOMEPOB,
IK 2.3 apxmee. SBMSIOLLIMXCS YaCTbiO apXUBHOrO LUMdpa.
IIK2.4 ObGecneyeHue yCroBWii COXPaHHOCTU JOKYMEHTOB
K 2.5 BPEMEHHOr O 1 MOCTOSHHOI O CPOKa XPaHEHUS.
1K 2.6 N3yyeHne KoHcepBaLmm 1 pecTaBpaLmn
IK 2.7

[OKYMEHTOB B apXxvBe




MK 2.1 Tema 2.6 Pabora no 4 M3yyeHmre nopsiaka MCrnonHeHms 3anpocoB
IK 2.2 VICTIONHEHMIO COLMArsHO W 3yyeHne nopsioka npencTaBneHns AOKYMEHTOB
IK 2.3 MONb30BATENAM A1 UCCIIEOOBaHUA B YNTATBHOM
K 2.4 MPaBOBbIX 3aMpPOCOB. sane.
IK 2.5 3y4eHne aKCrnoHMpoBaHme JOKYMEHTOB Ha
1K 2.6 BbICTaBKaX.
IK 2.7
JAu¢ppepeHpoBaHHbIN 6
3a4er
HToro 36




4 YCJIOBUSI PEAJIM3AIIMU ITPOT' PAMMBI ITPOW3BOJCTBEHHOM MPAKTUKH
4.1 TpeGoBaHNsl K MATEPUATBHO-TEXHUYECKOMY 00ecleYeHHI0 MPAKTUKHU
Peanu3zanus nporpaMmel IPOX3BOICTBEHHON TPAKTUKHU IIPEAIIOIAraeT IpoXoXkaeHue Ha 0ase
npeanpustii r. Oxktsaopeckuii: OO0 311U «AnbrepHatuBay OO0 «OKTIOpbCcKUii XJ1€003aBOTY.
000 «bamkupckuii papdop»

4.2 TlepeuyeHb y4eOHBIX U3aHUI, TONMOJHUTEIbHOI JuTepaTtypbl, UHTepHET — pecypcoB
Ilepeuenb pexkoMeHayeMbIX Y4YeOHBIX W3/IaHUI, WHTEPHET-PEeCYPCOB, ONOJHUTEJIbHOI
JUTEepaTypbl

OCHOBHBIE HCTOYHHUKH:

1. Ky3nenoBa 1.B., Xauarpsu I'.A. JlokymeHTanmonnoe obecriedenre ymnpasieHus. [IpodobpazoBanue.
Aii IIu Ap Menua. 2019. DnekTpoHHBINH y4eOHUK
2.JIoKkyMeHTaIlMOHHOE O00eCIeYeHHEe YIpaBJICHUsS (C OCHOBAMH apXWBOBEJICHHUA): y4eOHOEe TmocoOme/
M.U.Backaxkos-M:. KPOHVYC,2020
3. loxymenTanuoHHoe obecriedenue ynpasienus: yueb. s CIIO/ A.B.ITmenko, JI,A. Jloponuna.-M.:
«Axagxmusy, 2020
4.AxTyanpHble MpOOJEeMbl AAMHUHHCTPATUBHOTO TMpaBa W Impouecca : yuebnuk /  M.B.
Kocrennukos, A.B. Kypakun, A.M. KoHoHOB u 1ip. - 2-¢ u3., nepepad. u gon. - M.

: FOnuTH-/lana, 2019.
5.bypoBa, E.M. Opranuzanus apXuBHOW M CHPaBOYHO-UH(GOPMAIIMOHHON pabOThl MO JOKYMEHTaM
OpraHu3aiu: y4eOHUK Ui CTyJAeHTOB yupexaenui cpen. [lpod. Ob6pazoBanus: B 2 4. [Tekcr]/ E.M.
Byposa, T.1. Xopxopaunaa. — M.: M3naTenbekuii meHTp «Axagemusi», 2019. — 336 c.

6.3axapoBa H.A., T'ocymapcTBeHHbIE, MYyHUIMNAJIbHBIC AapXWBBI M apPXUBBI OpPTraHU3ALUM,
[Ipodobpaszosanue, Aiil [Iu Op Meaua, 2019. DnekTpoHHBINH yueOHUK

7.IToroB C.JI., Jlenonpou3BoACTBO U CEKpeTapcKkas padoTa Ha nepcoHaibHOM Kommbiotepe, COJIOH-
ITPECC, 2017. DnekTpoHHBIN y4eOHUK

JlonoJHUTeIbHbIE HCTOYHUKH

1.Batonmuna, M.B. OpraHuzanumss ¥ TEXHOJOTHS  JIOKYMEHTAIHOHHOTO

oOecnieuenus ynpasneHus [Tekct] : Yue6. nocobue / M.B. Batonuna. - M. : Jlamkos u K, 2017. -
320 c.
2.T'pankuna, A.B. JlokyMeHTalnMoOHHOE oOOecreueHHe yrpaBieHus B opranax CIeacTBEHHOTO
komuteta Poccuiickoit ®enepauuu : ydeOHoe mocodue / A.b. I'pankuna, AXK. Capkucsu ;
Axkanemust CnencrBeHHoro komutera Poccuiickoin @enepauuu ; non pea. A.M. barmer. - M. :
IOnuTn-lana, 2018r.
3.JlokyMeHTallMOHHOE ~OOecIiedeHne yrpaBieHHus : ydeOHoe tmocooue / HoocubGupckuii
rOCYJJapCTBEHHBIN arpapHblil YHUBEpCUTET, DKOHOMHUYECKUH ¢akynbTeT ; cocT. C.I.
4. Temun, FO.M. JlenonpousBoacTBo. JIOKyMEHTAMOHHBIN MEHEDKMEHT : yaeOHoe mocobue / FO.M.
HemuH. - M. ; bepnun : lupexr-Menua, 2017. - 205 c.
5.JTapekos, H.C. JlokymenroBenenue : yuebuuk / H.C. Jlappkos. - 3-e u3j., nepepalb. u gom. - M. :
IIpocnexkr, 2018. - 416 c.
6.ITomos, C.JI. JIenompor3BOACTBO M CEKpeTapcKas paboTa Ha IMepCOHAIbHOM Komibiotepe [Tekcr]
/ C.JI. ITonos. - M. : Conon-IIpecc, 2018. - 424 c.
/.TlpaBoBoe obGecmeucHne mpodeccHoHanpaol aestensHocTH [Teker] @ Vue6. mocobue st



6akanaBpoB / [lox pen. A.Sl. Kanmyctuna. - 2-e u3a. nepepad. u pom. - M. : FOpaiit, 2018
8. Poroxun, M.IO. JIoKkyMEHTal[MOHHOE OOECII€YEHHE YIPABICHHS : NPAKTHYECKOE Iocodue /
M.IO. Poroxusn. - M. ; bepnun : {upexr-Menua, 2019. - 398 c.
9. Poroxun, M.IO. Opranusanus aenonpoussoactsa npeaupustus: (Ha ocaose OCT P6.30-2003)
: yuebHo-mipakTHueckoe nocodue / M.YO. Poroxxun. - M. ; bepnun : {upext- Menua, 2019. - 209 c.
10.Poroxun, M.IO. HacronpHas KHHTA CeKpeTaps: IOArOTOBKA JIOKYMEHTOB : HPAKTHYECKOE
nocobue / M.IO. Poroxun. - M. ; bepnun : [lupexr-Menua, 2019. - 363 c.
11. Teimenko, A.M. IIpaBoBoe oGecreuenue mnpodeccuoHanbHol aesrensHocTd [Teker] @ Yueo.
nocobue / A.W. Teimenko. - M. : Puop : UHOPA-M, 2019. - 216 c.
HNuTepHer — pecypcebl:
1. http://elibrary.ru/ - Hayunas snextponHas 6uGnuoTexa
2. http://www.edu.ru/ - Poccuiickoe oOpa3oBanue: ¢eaepaibHbIii 00pa3oBaTeIbHbIN TOPTAI
3. http://www.alleng.ru/ - BceM, k10 yunTthes (yaeOHBIE MaTEPHAIbI, Pa3IMYHbIC YI€OHBIC TOCOOMS)

4. http: // www.edou.ru/ - 1eHTp KOMIIETEHIIMH IO BOIPOCAM JTOKYMEHTAIIMOHHOTO OOCCIICYCHUS
YIIPaBJICHHUS ¥ apXUBHOTO JeJia

5. http://delo-ved.ru/- o6pas3iisl JOKYMEHTOB

6. http://www.sekretariat.ru/document/office_work.php - ITopran ans pykoBoaureneii ciry:x6 10V u
7. 3P HOC CIIO «PROF- o6pa3zoBanue»-OnektpoHHas oudnuorexka B OMIIK

4.3 TpeGoBaHHUsI K JOKYMEHTALUH, HEOOXOAUMOIi IJIsl peain3aluy NPAKTHKH:
Peanu3anust mporpaMmsl IIPOU3BOJCTBEHHOM IPAKTUKU JOJDKHA 00ECIIEUNBATHCS yIeOHO-METOJMUECKOM
JOKyMEHTAIUE:
- ®I'OC no crienmanproctr CITO 46.02.01 JlokymeHTaloHHOE 0OecIiedeHne ypaBIeHHs U
apXUBOBEICHMUS, YTBEPKACHHOIO IpUKazoM MuHucTepcTBOM 00pa3oBanus U Hayku Poccuiickoit
®epnepaunn ot 11 aBrycra 2014r. Ne 975

- [lopsinkom opraHu3anyy NPaKTUKH 00yYaroIIXCsl, 0CBauBAIOIINX OCHOBHBIE PO eccHOoHaIbHbIE
o0pasoBaTesbHbIe NPOrpaMMbl cpeHero npodeccuonansHoro oopaszosanus B ' BIIOY Oxkrabpeckuit
MHOTONPO(HIBHBIN MTPOPECCHOHATBHBIN KOJLIEIK;
- paboueii mporpammoii o [IM.02 Opranuzaiusi apXUBHOH U CIPaBOYHO-WHPOPMAITUOHHOH paboTHI 1Mo
JOKYMEHTaM OpraHu3alyn

- HaCTOSIIIEN MPOrpaMMOi POU3BOJACTBEHHOM NPAKTHKY;
- IEPCIIEKTUBHO-TEMATHYECKUM IIIIAHOM MPAKTHKH;
- AMJAKTHYECKUM 00ecIie4eHNEeM IPaKTHKHY;
- ()OHZIOM OLICHOYHBIX CPEJCTB MO y4eOHOH MPaKTHKE.

4.4 TpeboBaHuUS K 00Y4AIOLIHMCS

OOyuatomuecs B epuo/ MPOX0XKICHUS IPOU3BOACTBEHHOM TPAKTHKU 00S3aHbL:
- BBIIIOJIHATH 3aJaHus, IPELYCMOTPEHHBIE ITPOrPAMMON ITPAKTUKY;

- CTpOro co0oAaTh TpeOOBaHMS OXPaHbI TPYAA U MOXKAPHOH 0€30MaCHOCTH.

5. KOHTPOJIb 1 OIIEHKA PE3YJIbTATOB OCBOEHMS ITPOU3BOJCTBEHHOM NPAKTUKN
B niepuo nmpoxoxkaeHus yueOHON MPaKTUKKA 00yUYarOMMCS BEJETCS THEBHUK MTPAKTUKY.
KonTpoib 1 o1ieHKa pe3yaIbTaTOB OCBOCHUS YI€OHOH MPAKTHKU OCYIIECTBIBIETCS MACTEPOM IPOU3BOICTBEHHOTO

O6y‘l€HI/I$I (HpeHO,Z[aBaTeJ'ICM) B IMpoLecce MpoOBCACHU A y‘le6HBIX SaHHTHfI, CaMOCTOATCIBHOT'O BBIIIOJITHCHHUA
O6y‘laIOI]_[I/IMI/IC$[ BaHaHHﬁ, BBITTOJIHCHUS ITPAKTUYCCKUX ITPOBCPOYHBIX pa60T.


http://elibrary.ru/

Tabnuma 4

Pe3ynpratel
DopMBbI U METOJIBI
(ocBoeHHBIE ITPOdeccHOHAIbHbIE OcHOBHBIE [TOKa3aTeIHN OLEHKU pe3ybTaTa
KOHTPOJISL X OLICHKH
KOMIIETEHIINH )
1 2 3

BA. 02.

I1K 2.1. YyacTBOBaTh B OnpeneneHue CPOKOB XpPaHEHUS cobece10BaHME,
paboTe 1o 3KcnepTr3e JIOKYMEHTOB 110 CTaThsIM MEPEYHEN. Halbro/IeHue 32

BBITIOJTHEHHEM

LIEHHOCTHU JOKYMEHTOB B
COOTBETCTBUHU C
JEHCTBYIOIUMH
3aKOHOJaTEIbHBIMU AKTaMH U
HOpMAaTHBaMH.

[IpoBenenue 3xcnepTU3bl HEHHOCTH
JIOKYMEHTOB U €.

CocraBieHHE aKTa O BBIACIICHUN
JOKYMCHTOB K YHUUYTOXXCHHUIO.

NPaKTUYECKUX 3aJaHul,
9KCTIEpPTHAsS OLICHKA MTPH
BBIINTOJTHEHUHN
MPOBEPOYHBIX PabOT 3a
cemectp,

SKCTIEpTHAs OLICHKAa Ha
g hepeHIMPOBAHHOM
3agere

I1K 2.2. Bectu paboty B
CUCTEMaXx JJIEKTPOHHOTO
JIOKYMEHTOO000pOTA.

CocraBneHue yquHOﬁ 0a3nl JaHHBIX.

Cocrasienne HHHOPMAIMOHHO-TIOMCKOBBIX
0a3 TaHHBIX U HCIIOIH30BAHHE
ABTOMATHU3UPOBAHHBIX APXUBHBIX
CIIPaBOYHHUKOB

cobecemoBaHue,
HaOJTIO/ICHUE 32
BBIIOTHEHHEM
MPaKTUYECKUX 3aJaHul,
9KCIIEpTHAS OIEHKA MTPH
BBIIOIHEHUH
MPOBEPOYHBIX PabOT 3a
cemecTp,

9KCIepPTHAs OIlEHKAa Ha

g hepeHIMPOBAaHHOM
3adere
I1K 2.3. Pa3zpabatsiBaTh u Cosjianue 1 BeieHHe KITaccH(UKATOPOB cobecenoBaHue,
BECTH KJIaCCU(PUKATOPBHI, P Ha0JII0/IeHHE 32
ApXMBHBIX JOKYMEHTOB OPraHU3aLIUH. BLITTOTHEHIEM

Ta0enu U UHbIE CIIpaBOYHUKHU
IO AOKYMCHTAaM OpraHu3alnuu.

Co3nanue Tabenei mo 10KyMeHTaM
OpraHu3aIH

COS,Z[aHI/Ie APXUBHBIX OIIMCEN U APXUBHBIX
KaTajaoron

MPaKTUYECKUX 3aJaHUM,
9KCTIEpPTHAS OLIEHKA MTPH
BBITIOJTHEHUH
MPOBEPOYHBIX PadOT 3a
cemectp,

SKCIIEPTHAS OIIEHKa Ha
g hepeHIMPOBAHHOM
3aqere

[1K 2.4. ObecnieunBaTh MpuemM
U paIoHAILHOE Pa3MeIICHNE
JOKYMEHTOB B apXHBE (B TOM
YHCIIe JOKYMEHTOB I10

[TogmmBka u odopmiieHne aena s
Nepeaur B roCyJapCTBEHHBIN apXUB

CocraBieHue akta npueMa-nepesadun
JTOKYMEHTOB B TOCYAapCTBEHHBIN apXUB

cobecetoBaHMeE,
HaOITIO/ICHHE 32
BBITIOJTHCHHEM
MPaKTUYECKUX 3aJaHUM,
3KCIIEPTHAs OIICHKA IIPU
BBITIOJTHCHUH




JMYHOMY COCTaBY).

CocraBieHue KapToukyd NOPOHI0BOTO U
MOCTEJUIAYXKHOTO TONOrpaduuecKux
yKaszareseiu

MPOBEPOYHBIX PadoOT 3a
cemecrtp,
9KCIIEPTHAs OLIEHKa Ha

i hepeHIIMPOBAHHOM
CocraBieHue nacrnopra apxusa 3a4eTe
1K 2.5. ObecnieunBaTh y4eT U cobeceoBaHmMe,
COXPaHHOCTh JIOKyMEHTOB B Halbro/IeHue 32
BBIIOJIHECHHEM

apxuBe.

CocraBiieHHE JIUCTA U aKTa IIPOBECPKU
HaJIMYHA U COCTOAHUA ACIT B apXUBC
OpraHu3anun

CocraBieHne aKTa 0 TEXHUYECKUX
OmMOKax B YYETHBIX JOKYMEHTaX

MPaKTUYECKUX 3aJaHuH,
9KCIIEPTHAS OLIEHKA IpH
BBITIOJTHEHUN
MIPOBEPOIHBIX padoT 3a
cemecTp,

SKCTIEpPTHAs OLICHKAa Ha
IuQPepeHINPOBAHHOM
3ageTe

IIK 2.6. Oprann3oBbIBaTh
UCIIOJIb30BaHHUE apXHUBHBIX
JOKYMEHTOB B HAY4HBIX,
CHPABOYHBIX U MPAKTUIECKUX
LEJIsIX.

CocraBiieHHe UCTOPUIECKON CIIPABKH K
bonny

CocraBnenne HHPOPMALMOHHBIX THCEM

CocraBjicHHC BBIITUCKY K3 APXHUBHBIX

cobecenoBaHue,
HaOIIoZCHHE 3a
BBITIOJTHCHUEM
NPaKTUYECKUX 3aJaHuM,
JKCIIEPTHAS OLICHKA IPU

BBIINTOJTHEHUHN
JIOKYMCHTOB MPOBEPOYHBIX PadOT 3a
Opranu3anys BICTABKH apXUBHBIX cemectp,
JIOKYMEHTOB SKCIIEPTHAS OLIEHKA Ha
g hepeHIMPOBAHHOM
[ToaroToBka myOJIMKALWi 10 ApXUBHBIM 3a4ere
JIOKYMEHTaM
1K 2.7. OcymiecTBIsITh CocTaBieHre HOMEHKIIATYpbI Je] cobecenosanie,
OpraHU3aIMOHHO- OpraHH3aIuu namozienue 3a
BBIIIOJTHEHUEM

METOAMYECKOE PYKOBOJACTBO U
KOHTpPOJIb 3a paboToil apxuBa
OpraHM3alyy U 3a
OpraHM3alyeil TOKyMEHTOB B
JEIIONIPOU3BOICTBE

CocraBieHue JIeKTPOHHOM 0a3bl JaHHbBIX
JIOKYMEHTOB apXH1Ba OpraHu3aluu

CocraBieHne JOHKHOCTHOW HHCTPYKLUU
JUISl COTPY/ITHMKOB apXHBa

Cocrasnenue miaHa paboThl apxuBa
OpraHu3aIu

NpPaKTHYECKUX 3a/IaHuH,
9KCTIEpPTHAS OLIEHKA MTPH
BBITTOJTHEHUT
MPOBEPOYHBIX paldoT 3a
ceMecTp,

9KCTIEpTHAsS OlIEHKa Ha
g hepeHIMPOBAHHOM
3ayere

@OpMBI U METOJBI KO

HTPOJIsI, TO3BOJISIONINE IPOBEPHUTH Pa3BUTHE OOIIMX KOMIIETECHIINH

Tabnuna 5
Pesynbrars (ocBOEHHBIE O0IIIHE OCHOBHBIE MOKa3aTEIN OUEHKU PE3yIbTaTa DopMBI U METOIBI KOHTPOJIS
KOMITCTCHIIH) M OLICHKU
OK.1 TIloHMMAThH CyIIHOCTH U Hannune nooXKUTEIbLHBIX OT3IBOB II0 HaOJIIOIEHHE;

COIMAJIbHYIO 3HAYUMOCTh CBOEH
Oyaymieii mpodeccun,
MPOSBIATH K HEW yCTONYMBBIN
WHTEpEC.

UTOTaM y4eOHOW MPAKTHKH
KauecTtBeHHOE u
BBIIIOJIHCHHE 3aJaHUN
VYcnemnoe osmagenue 11K

CBOCBPCMCHHOC

MOHUTOPHUHI', OICHKA
coJiepKaHus MopTHOTHO
oOyuJatomerocs




OK 2. Oprann3oBbIBaTh
COOCTBEHHYIO JIESATEIHHOCTD,
BBIOMpATH TUIIOBBIE METO/IbI

CucreMaTn4eckoe IIaHuPOBaHKE
CcOOCTBEHHOW y4eOHOM NeSTEILHOCTH U
JICWCTBHE B COOTBETCTBHH C IITAHOM.

HaOJII0IeHuE;
MOHI/ITOpI/IHF, OIICHKAa
COJIep)KaHuUs TOPTHOIIHO

Y CIIOCOOBI BBITTOJTHCHUS o0yyJarorerocs
CrpykTypupoBaHue o0beMa paboThl U
npodeCCHOHATILHBIX 3a]1ad,
BBIJICIICHUE IPHOPHUTETOB.
OLICHUBATh UX
3¢ (HEeKTUBHOCTH M Ka4eCTBO. OnpenienieHre METOJI0B U CIIOCO00B
BBITIOJTHEHMSI PAKTUYCCKUX 3a]1a4.
Penrenune npakTrueckux 3agad B 00JacTu
po(ecCHOHATLHOM JIEATEIIBHOCTH
Ocy1ecTBI€HHE CAMOKOHTPOJIS B
npoIiecce BHIOTHEHUS PA0OTHI.
AHanu3 pe3yinbTaTUBHOCTH
UCIIOJIb30BaHHBIX METOJIOB U CIIOCOOOB
BBITIOJTHCHHMSI MPAKTUICCKUX 3a]1a4.
OK.3 TlpuHuMaTh penieHus [Tpu3Hanue HaMYUs MPOOIEMBI U nudpepeHIIMPOBAHHBIN
B CTaHJAPTHBIX U aJIcKBaTHAs peaKIlvsl Ha Hee. 3ayer

HECTAHAAPTHBIX CUTyallusX U
HECTH 3a HUX
OTBCTCTBCHHOCTD

BricTpanBaHue BapuaHTOB
aJIbTEPHATUBHBIX JCHCTBUU B Cllydae
BO3HHUKHOBEHUS HECTAHIAPTHBIX
CUTYalH.

OrueHrBaHUE PECYPCOB, HEOOXOIUMBIX
JUTSI BBITIOJTHEHUS 3aJaHU.

Pacuer BO3BMOXHBIX PUCKOB U
oIpeielIeHne METOJIOB U CIIOCO0OB UX
CHW)KCHHUS TTPH BBITTOJTHEHU T
npodecCHOHANBHBIX 3a/ay.

Onpenenenue cocraBa MaTepUalbHBIX,
TPYAOBBIX U (PUHAHCOBBIX PECYPCOB
OpraHu3aluy;

IKCIIEPTHOE HAOIIOCHUE
U OLICHKA Ha
NPaKTHYECKHUX 3aHATHSIX,
IIPY BBIIIOJIHEHUH padoT

OK.4 OcymiecTBisTh MOUCK U
UCIOJIb30BaHNE UH(POpMAIUH,
HEOOXOIUMOH I

3¢ (HEeKTHBHOTO BHITIOTHEHUS
npodeccroHaNbHBIX 3314,
npodeccuoHaNbHOTO U
JUIHOCTHOTO Pa3BUTHS.

Haxosxnenne u UCIoiab30BaHnue
pa3zHOO00pPa3HBIX HCTOUHUKOB
uH(pOpMaLINH.

Omnpenenenue TUNOB U (hopm
Heo0X01uMol HHPOPMALIUH.

[Tonyuenue Hy»)HOI nHDOpPMaLIUU U
COXpaHEHHE €€ B YJOOHOM JJIsl paOOTHI
dbopmare.

SKCIIePTHOE HAOMIOICHHE
U OLIEHKA IIpU
BBITIOTHEHUH paboT




OmnpeneneHne CTENEHN TOCTOBEPHOCTH U
aKTyaJIbHOCTU MH(pOPMALIUH.

W3BrieyeHne KIOUEBbIX (PparMeHToB U
OCHOBHOT'O COJIEpYKaHUs U3 BCETO
MaccuBa HHGOpMaIUH.

Ynporienue noaayn UHGOpMaLUK ISt
SICHOCTY ITOHUMAHUS U MIPEICTABICHHUS.

CaMocToATEIbHOE COBEPLICHCTBOBAHNE
YCTHOU M IMCBbMEHHOM peyH,
IIOTIOJIHEHHE CIIOBAPHOTO 3araca

OK. 5. Ucnonb3oBath
MH(POPMAIIMOHHO-
KOMMYHHUKAI[HOHHBIE
TEXHOJIOTUH B
npodeccHoHaIbHON
JEATEIILHOCTH.

[TpuMeHeHne CreaTu3HPOBAHHOTO
IIPOrPaMMHOT0 00CCIICUCHUS JIJIs
co3xauus 0a3 JTaHHBIX.

Hcnonp3oBanne nHOOPMAIIMOHHBIX
pecypcoB Ul IOUCKA U XPAHEHUS
uH(popMaLuu;

O06paboTka TEeKCTOBOM U TAOIUYHON
uH(popMaLuu;

Hcnonp30Banue 1EI0BOM TpaQuKu U
MyJIbTUMEANA-UH(POPMALINY;

Coznanue npeseHrauuu; coop u
perucTpanus CTaTHCTUIECKOM
uH(popMaLnu;

[IpoBenenune nepBUIHON 00PaOOTKU U
KOHTPOJIsSI MaTepHalioB HAOIIOCHHS;

BrinonHenue pacuera CTaTUCTUYECKUX
nokaszaresnei u GopMyInpOBKa OCHOBHBIX
BBIBOJIOB

9KCIIEPTHOE HAOIIIOICHUE
U OLICHKA Ha
NPaKTHYECKHUX 3aHATHSIX,
IIPY BBIIIOJIHEHUH padoT

OK.6 Hcnonb3oBaTh
MH(OPMALIMOHHO-
KOMMYHHKAITHOHHBIC
TEXHOJIOTUH B
npodeccnoHaNbHOMI
JeSITeIbHOCTH.

OreHky BKJIa/1a YJICHOB KOMaH/IbI B
0011IEKOMaHIHYIO PadoTy.

[lepenava nudopmanuu, Uaeu U ONbITa
YJIEHaM KOMaH/Ibl.

Hcnonp30BaHe 3HAHUSA CHIBHBIX
CTOPOH, HHTEPECOB M KaueCTB, KOTOPHIS
HE0OXOMMO pa3BUBAThH Y YJICHOB
KOMAaH/Ibl, IJIs1 OTIpEeICTICHHS
MIEPCOHAIBHBIX 33J1a4 B OOIIEKOMaHTHOW

HaAOIIO/IEHUE 32 POJIBIO
00ydJaronuxcs B TpymIe;
nopT¢oaro




pabore.

dopMUpoBaHUE TOHUMAHUS YWICHAMHU
KOMAaHBI JIMYHON U KOJJIEKTUBHOU
OTBETCTBEHHOCTH.

JleMoHCTpanus HaBBIKOB YPPEKTHBHOTO
oO011eHus.

Vcnonp30BaHue Ha IPAKTUKE METO/IOB
TUTAHUPOBAHMSI U OPTaHU3AIMHA PAOOTHI
HOJIpa3/ieiCHus;

AHanu3 opraHu3allMOHHON CTPYKTYpPBI
yIpaBJICHUs

OK.7 Bparts Ha cebs
OTBETCTBEHHOCThH 32 paboTy
YJICHOB KOMAaH bl
(MOYUHEHHBIX ), pe3yJIbTaT
BBITIOJIHEHUS 3aIaHU M.

['pamoTHAast MOCTAaHOBKA LIEH PAOOTHI.

YcraHoBneHue KpUTCPUCB YCIICXa U
OLCHKH JCATCIIbHOCTH.

AIIaHTaIII/ISI B UBMCHATIOINIUXCA YCIOBUSX,
CMCHA I CJIH.

BrITomHeHNE TOCTaBICHHBIX 3aga4.

JleMoHCTpa1us CHOCOOHOCTH
KOHTPOJIMPOBATh U KOPPEKTUPOBATH
paboTy KOJJIEKTUBA.

CamocTosTeNbLHOE IIPpUHATHC
OTBCTCTBCHHBIX peHIGHI/II\/JI.

[Tpunstue 3¢ HEeKTUBHBIX pEIICHUH,
HCII0JIb30BaHUE CUCTEMBI METO/I0B
yIpaBJeHUS;

Y4er 0cOOEHHOCTE MEHE)KMEHTa B
obsactu mpodecCHoHATbHON
JIESITEIbHOCTH

HaOII0ICHUE 32 POJIBIO
00y4YaroIuXxcs B TpyIIe;
nopT¢osno

OK.8 CamocrosTenbHO
OTIpEeIeTISATh 3a7aun
MpoeCCUOHAIBHOTO U
JUYHOCTHOTO Pa3BHUTHSA,
3aHUMAThCS
caM000pa30BaHUEM,

KBaJTU(DUKAITHH.

['pamMoTHas MOCTaHOBKA LI PAOOTHI.

VYcTaHoBiIeHUE KPUTEPUEB ycIexa U
OLICHKH JI€ATENBHOCTH.

AnanTaum[ B UBMCHAIOMUXCA YCIOBUSX,
CMCHa I CJIN.

BrinoHeHHEe NOCTaBIEHHBIX 3a4a4.

JleMoHCTpamusi CHoCOOHOCTH
KOHTPOJMPOBATh U KOPPEKTUPOBATH
paboTy KOJIEKTHBA.

CamocTosITenbHOE IPUHATHE
OTBETCTBEHHBIX PEILICHUM.

HKCIIEPTHOE
HaOJI0IEHNE U OLIEHKA
Ha MPaKTHYECKUX
3aHATUAX, HpI/I
BBITIOTHEHUH paboT




[Tpunstre 3¢ PEeKTUBHBIX pEUICHUH,
HUCIIOJIB30BaHUEC CUCTEMBI METOA0OB
yIIpaBJICHUS;

Y4er ocoOeHHOCTEH MEHEKMEHTA B
obsactu mpodecCHoHATbHON
JIESITEIIBHOCTH

OK 9 OpuenTtupoBatbcs B
YCJIOBHUSIX YaCTOW CMEHBI
TEXHOJIOTHH B
npodeccnoHanbHOM

JACATCIIBHOCTH.

OcBoeHne HOBBIX IPOTPAMMHBIX
CPEJICTB, 00ECIIEUNBAIOIINX YUET
ApXMBHBIX JOKYMEHTOB.

OTce;xuBaHuEe M UCIIOJIb30BaHIE
W3MEHEHHI 3aKOHOMATEILHON 1
HOPMAaTHBHO-CIPABOYHOM 0a3bl,
perIaMeHTHpYoIIel paboTy apXUBOB.

OcBOEHHE HOBBIX TEXHOJIOTHUH B
pohecCuOHATIBHON e TENbHOCTH.

OpueHTHpOBaHNE B HOPMATHUBHO-
IIPaBOBOM PETyJIMPOBAHUU apXUBHOU
nesTenbHoCcTH B Poccuiickon @enepannn

IKCIIEPTHOE HAOIIO/ICHNE
" OLIEHKa Ha
NPAaKTHYECKUX  3aHATHUSAX,
IIPY BBIIIOJIHEHUU padoT




