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PaGouast mporpamMma nMpou3BOICTBEHHON MPaKTUKHU TIpodeccronansaoro moayist [IM 02. «Opranuzarus
ApPXUBHOU U CIIPaBOYHO- HHPOPMAITMOHHON pa0bOTHI 10 JOKYMEHTaM OpraHU3aluny» pa3paboTaHa Ha OCHOBE
dbeneparbHOT0 TOCYIapCTBEHHOTO 00pa3oBarenbHOro cranaapta (nainee- ®I'OC)mo crenuaabHOCTH
cpenHero npodeccruonanbHoro oopazoBanus (nanee — CI10) 46.02.01. «/lokymeHTalimoHHOE o0ecrieueHre
yIpaBJICHUS U apXUBOBEJICHUEY, YTBEPKIECHHOTO MPHUKa3oM MUHUCTEPCTBOM 00pa30BaHUs U HayKH
Poccuiickoit ®enepanmu ot 11 aBrycra 2014r. Ne 975.

Opranm3anus-pazpadoturk: ['ocynapcTBeHHOE 010 KETHOE PO EeCCHOHATHHOE 00pa30BaTEIHHOE
yapexaeHue OKTsOpbckuii MHOTONPO(UIbHBIN MPOodheCCHOHATBHBIN KOJIIEIK

Paspaboraa mpemnogaBaTeib ! H.B.Cuucapenko
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COJEPKAHUE

ITacniopt nporpamMmbl IPOU3BOJACTBEHHON MPAKTHKH

PesynbTaThl 0CBOCHHS TPOTPaMMBbl IPOU3BOICTBEHHON TIPAKTHKH
TemaTuyeckuil TUIaH U COACPKAHUE MPOU3BOJCTBEHHON MPAKTUKU
YcnoBus peanu3aiy MporpaMMbl  IPOU3BOICTBEHHON TPAKTHKH
KoHTponb 1 onieHka pe3yIbTaToB OCBOCHHS POU3BOACTBEHHON MPAKTHKH



1. MACTIOPT ITPOT'PAMMBI TIPOU3BOJICTBEHHON NPAKTUKH

1.1. O61acTh IpUMeHeHHs POTPaAMMBbI:

Pabowas mnporpaMma npou3BOACTBEHHOW NPAKTUKU SBISETCS YACThI0 OCHOBHOM MpogeccCHOHaTbHON

obpasoBarenbHol mporpamMmbl B cooTBeTcTBHE ¢ @I'OC mo cnermumansHocTH CIIO, BXOASIIMX B COCTaB

yKpynHeHHoU rpymmsl cnennansHocted 46.00.00. «Mcropus un apxeonorusi» no cneunanbHoctu 46.02.01.

«/lokymMeHTallMOHHOE OOecreueHue YHpaBieHUs U apXUBOBEACHHME» B YAaCTU OCBOCHHS OCHOBHOTO BHJAA

npodeccuonanbHoi aearensHoctu (BID): Opranuzanus JOKYMEHTAIIMOHHOTO OOECHEUeHUs YIpaBICHHS

(GYHKIIMOHUPOBAHUS OPTaHU3AIMU U COOTBETCTBYIOMHMX MpodeccuoHanbHbXx kommnereHui (I1K):
OcyIecTBIIeHHE OPTAaHU3AIMOHHOTO U IOKYMEHTAIIMOHHOTO 00eCIeYeHUS eI TEIIbHOCTH OpraHu3alui 1
COOTBETCTBYIOIIME €My 00IIE KOMIIETCHIIUU U TPOPECCHOHATHHBIC KOMIICTCHIIUHN

[Tepedenn 00X KOMIETEHITUH

OK 01. BerbupaTh criocoObI pemnieHus 3amaq npo(eccHoHATbHOW EATEIIBHOCTH MPUMEHHTEIHHO K Pa3IMuHbIM

KOHTEKCTaM;

OK 02. Hcnonp3oBaTh COBpPEMEHHbIE CpEICTBAa IIOMCKA, aHalM3a W MHTEpHpeTanuu WHPOpMauu U

MH(GOPMAIIMOHHBIE TEXHOJIOTMHU I BBITIOJIHEHUS 3a/1a4 MPO(eCcCUOHATBEHON e TeIbHOCTH;

OK 03. IInanupoBaThb M peain30BbIBaTh COOCTBEHHOE NPOPECCHOHAIBHOE U JIMYHOCTHOE pa3BUTHE,

NpEeINPUHUMATENBCKYIO JIEATEIbHOCTh B MpodeccuoHanbHOU cdepe, HCMob30BaTh 3HAHHUA MO (HPUHAHCOBOMU

IPaMOTHOCTH B PA3JIMYHBIX KU3HEHHBIX CUTYALNsAX;

OK 04. Db dhexTrBHO B3aMMOICHCTBOBATH M pabOTaTh B KOJUIEKTHBE U KOMaHIIE;

OK 05. OcyiecTBisTh YCTHYIO M NHCbMEHHYIO KOMMYHHKAIIMIO Ha TOCyJapCcTBEHHOM si3bike Poccuiickoit

Deneparuy ¢ y4eToM 0COOEHHOCTEH COMAIBHOTO U KYJIBTYPHOTO KOHTEKCTa,

OK 06. IlposiBisiTh TpakIaHCKO-TIATPUOTHUYECKYIO TO3UIIMIO, JIEMOHCTPUPOBATH OCO3HAHHOE IMOBEJCHUE HA

OCHOBE TpPaJMLMOHHBIX OOIIEYEIOBEYECKMX IIEHHOCTeH, B TOM YHCJIE€ C YYE€TOM TapMOHHU3ALUU

MEKHAIIMOHAJIBHBIX U MEKPEJTUTHO3HBIX OTHOIIEHUH, IPUMEHSTh CTaHAAPThl AaHTUKOPPYIIIMOHHOTO MTOBECHMS;

OK 07. CopnelicTBOBaTh COXPAaHEHHUIO OKpYXaloLIeW cpeipbl, pecypcocOepekeHnIo, NMPUMEHSTh 3HaHUS 00

W3MEHEHUU KIIMMaTa, MPUHIUIBI OEepeXIUBOrO MPOU3BOACTBA, I(PPEKTUBHO ACHCTBOBATH B YpPE3BBIYAMHBIX

CUTYaIUsX;

OK 08. HMcnonp3oBath cpeacTBa GU3NIECKONW KYIbTYPHI ISl COXpPAHEHUS W YKPEIICHHs 3[I0POBBSI B IpoIlecce

npoQecCHOHaTbHON AESITeTHHOCTH H MOJIAeP KaHus HE0O0X0AUMOTO YPOBHS (PU3NUECKOI MTOITOTOBICHHOCTH;

OK 09. ITonw30oBaThCs MpodeccCHOHATEHON TOKYMEHTAIMEH Ha TOCYITapCTBEHHOM M HHOCTPAHHOM SI3BIKaX.

JIP14 T'oTOBBII COOTBETCTBOBATH OXKHIAHHUAM PaO0OTOIATEICH: IPOSKTHO- MBICIISAIIUH,

3¢ (HEeKTHBHO B3aNMOICHCTBYIOMINN C YWICHAMH KOMaHIbl U COTPYIHUYAIOIIHIA C

JPYTUMU JIIOIbMH, OCO3HAHHO BBITIOJHSIOUINH MTpodeccruoHaibHble TpeOOBaHMS,

OTBETCTBEHHBIH, MyHKTYaIbHbBIN, TUCIUINIMHUPOBAHHBIN, TPY10JIIOOUBBIHA,

KPUTHYECKH MBICIISIIINIA, HAIIeIEHHBINA Ha TOCTHXKEHHE IMOCTABJICHHBIX IIeeH;

JEMOHCTPHUPYIOIUN TPOPECCUOHATBHYIO )KMU3HECTOHKOCTD

JIP15 OTKpBITBIN K TEKYIIUM U MEPCHIEKTUBHBIM U3MEHEHUSIM B MUPE Tpyia U MpodeccHii

JIP16 MoTUBHPOBaHHBIM K OCBOCHHIO (DYHKIIMOHAIBHO OJM3KUX BHJIOB JACATCIBHOCTH,

UMEIONTNX 00IIre 00BEKTHI (YCIOBHS, IIEJIH) TPY/Aa, THO0 HHBIE CXOKHE

XapaKTePUCTUKHU

JIP17 CniocoOHbIN B IU(POBOI cpejie MPOBOINUTH OIICHKY MH(MOPMAIIHH, €€

JIOCTOBEPHOCTbD, CTPOUTH JIOTUYECKUE YMO3AKIKOUEHNS HA OCHOBE ITOCTYIAOLIEH

uHbopMaIuu

JIP18 CriocoOHBIN peann3oBaTh JIUICPCKHUE KauecTBa B Ipoliecce MpodeccrnoHambLHON

JESTEIIbHOCTH

JIP19 O6nanaromuii CTpecCOyCTOMYMBOCTHIO U KOMMYHUKA0EIbHOCTHIO

JIP20 IlposBisitomnii BEICOKYIO OTBETCTBEHHOCTb U COOCTBEHHYIO HHUIIMATHUBY

JIP21 Oco3Haromuii 3Ha4MMOCTh POPECCHOHAITEHOTO PAa3BUTHS B BEIOpAaHHON

npodeccun



JIP22 OGnanarornuii MOTHBAIMEH K CaMOOOPa30BaHUIO U PA3BUTHIO
JIP23 JleMOHCTpUPYIONINI NPUBEPKEHHOCTH MPUHIIMIIAM Y€CTHOCTH, MOPSAOYHOCTH,
OTKPBITOCTH
JIP24 Vmeronuii mOTpeOHOCTD B CO3JIAHUH MOJIOXKUTEIIHFHOIO HMHJIKA KOJUIE KA
BeimyckHuk, ocBouBIIMH  00pa3oBaTEeNBbHYIO — IMPOrpamMMmy, JODKeH 00damaTh  MpodecCHOHATbHBIMHU
KOMITETCHIIUSMHU:

IIK 2.1. YyacTBOBaTh B pabOTe MO IKCIEPTU3E IICHHOCTH IOKYMEHTOB B COOTBETCTBUH C JICUCTBYIOIITUMHU
3aKOHO/IATENIbHBIMU aKTAMH U HOPMATHUBAMH.
[1K 2.2. Bectu paboTy B cucTeMax 3JEKTPOHHOTO JIOKYMEHTO000pOTA.
[1K 2.3. Pa3zpabatpiBaTh 1 BECTH KJIaCCU(UKATOPHI, TAOETH ¥ MHBIC CIIPABOYHHUKH T10 TOKYMEHTaM
OpraHu3aIiu.
[1K 2.4. OGecrieunBaTh MpUEM U PAIMOHATBHOE Pa3MEIIEHUE TOKYMEHTOB B apXHBE (B TOM YHUCIIE
JIOKYMEHTOB TI0 INYHOMY COCTaBY).
[1K 2.5. OGecrieunBaTh y4eT ¥ COXPAHHOCTH IOKYMEHTOB B apXHBE.
[IK 2.6. Oprann3oBbIBaTh UCIIOJIb30BAHUE APXUBHBIX JOKYMEHTOB B HAYUHbIX, CIIPABOYHBIX U IPAKTUYECKUX
LETAX.
[IK 2.7. OcymuiecTBasTh OpraHU3allMOHHO-METOJMUECKOE PYKOBOJICTBO M KOHTPOJIb 332 pabOTON apXuBa
OpraHu3aly 1 332 OpraHu3alKeil JTOKYMEHTOB B JIEJIONPOU3BOJICTBE

B pesynbraTe npoxoxaeHus yueOHOW NPAaKTHUKH 110 BUAY AEATEILHOCTH 00yYaromuiics JOIKEH yMETh:

B/ TpeGoBaHus K pe3yabTaTaM OCBOCHHUS yUe€OHOW MPaKTHKU

1 2

BIL.02. OprvaHmaum aPXUBHOM M | yveTh MPAKTHYECKHIA ONBIT:
CIIPaBOYHOM- HHGOPMAIIHOHHOM

PaboTHI IO JOKYMEHTaM
OpraHHU3aHuu JOKYMEHTaM OpraHU3alluy;

OpraHHU3aIi ApXUBHOU U CIPABOYHO-UH(POPMAIIMOHHOM pabOThI 10

yMeThb:
OpPTraHU30BBIBATH JIEATEIBHOCTh ApXHUBA C YUETOM CTaTyca U Mpoduis
OpraHu3aluiy;

paboTaTh B cUcTeMax 3JEKTPOHHOTO IOKYMEHTOO000pOTa,
MCIIOJIb30BaTh B JACSITEILHOCTH apXHUBa COBPEMEHHBIE KOMITbIOTEPHbBIE
TCXHOJIOTHUH,

MIPUMEHSITh COBPEMEHHbIE METOIUKN KOHCEPBAIIUU U pecTaBpalliu
APXUBHBIX TOKYMCHTOB,

3HATh:

CHUCTEMY apXHUBHOTO yrnpasiieHus: B Poccuiickoit @enepaiuu u

opranu3zanuio ApxusHoro (onna Poccuiickoii @eneparum; cuctemy

XpaHeHs: U1 00pabOTKH TOKYMEHTOB.

1.3 KotnuecTBO 4aCOB HAa 0CBOEHHE NMPOTPAMMBI POU3BOACTBEHHON MPAKTHKH (KOJMYeCTBO Heeb/
4acoB):
B paMkax ocBoeHus [IM.02 — 5 wenmens / 180 yacos.



3. TEMATHYECKHWMH IJIAH U COJIEPXKAHUE MMPOU3BOJCTBEHHOM MPAKTHKH

Kon IIK Koo u Kon- Ne HaumenoBanue tem Kon-8o Buner pabot
HalMEHOBAaHHE BO ypoka MPAKTUKHU 1O MPOPUITIO 4acoB
npo(heCCHOHANBHBIX | YacOB CHEeIUaTbHOCTH o
MOJyJIei o TeMaM
M
1 2 3 4 5 6 7
IIK 2.1- I1IM.02 Opraauszanus 36
IIK 2.7 ApXMBHOM u
CIIPaBOYHO-
MHQOPMAITIOHHOM
padoTHI 1o
JOKYMEHTaM
OpraHH3aIu
MK 2.1- 1 2.1 3HaKoMCTBO € 2 W3yuenne monoxxeHne o0 apXuBe; JOHKHOCTHOM
K 2.7 HOpPMAaTUBHOU 0a30i WHCTPYKIIUH 3aBEIYIOIIETO apXUBOM;
apXxuBa. JOJDKHOCTHON MHCTPYKIIMH apXHBHCTA.
W3yueHre HOMEHKIIATYpBI I apXUBa
2 Tema 2.2. Dxcnieptusa 6 N3ydeHne nopsaoBka NpoOBEIEHNE YKCIIEPTU3HI
MK 2.1- LeHHOCTH JIOKyMEHTOB B Co3nmanne 3KCIePTHOM KOMHUCCHH.
IK 2.7 COOTBETCTRI C OdopmieHne JOKYMEHTOB SKCIIEPTU3bI IEHHOCTH
. JOKYMEHTOB.
JCUCTBYIOLTMU
3aKOHOJATeIbHBIMH aKTaMU
Y HOpMaTHBaMH
3 Tema 2.3. 6 N3zyuenne cucrem CO/I.
K 2.1- PaGora B cucremax Odopmienne apXUBHOM OMHCH JIEN C
[IK 2.7 3JIEKTPOHHOTO HCIIOIb30BaHUEM
JOKYMEHTO00O0pOTa. nporpamMmel CO/1.
W3yuenne coctaBa CIIpaBOYHOIO anmapara K
OIUCH,
Nzyuenue npunHiunos noctpoeHuss HCA;
Hcnonp30BaHue MporpaMMHOTO 00ECTICUCHUS IS
AJIEKTPOHHOT'O JIOKYMEHTOO00POTA.
MK 2.1- 4 Tema 2.4 Pa3zpaboTka u 6 Hcnons3oBanue kinaccu(ukaTopos, Tabenei B
IK 2.7 apXUBE;




BeJIeHUE KJIacCU(UKATOPOB,
Tabeneil u Ip. CIPaBOYHUKH
10 JIOKYMEHTaM

N3ydeHue coqepikaHusi apXUBHBIX CIIPABOYHUKOB,
KaTaJIoroB, 0030p0OB;

O3HakOMJICHHE HampaBiICHUSIMU (OPMUPOBAHHUS
CIPABOYHOTO arapaTa apXuBa OpraHu3aIluHm.

OpraHu3aluu
IK 2.1- Tema 2.5 Tlpuem u Opranuszanus npuema J10KyMEHTOB Ha XpaHEHHUE.
[IK 2.7 PALMOHAIBHOE Pa3MELLICHHE OdopmieHre JOKYMEHTOB, TTOJIJISKAIITIX
JIOKyMEHTOB B apXuBe (B T. 4. XPaHCHHIO.
3anuck nH(pOpPMAIMK O TOCTYITUBIIEM Ha
JIOKYMEHTOB I10 JINYHOMY
XpaHEHHUE TOKyMEHTE B COOTBETCTBYIOLIHE
coctaBy), KAapTOUYKH, CIIPABOYHUKH, KaTaJIOIH.
AOKYMCHTHPOBAHMC Pa3zmenienue JOKyMEHTOB B apXUBE B
mporecca B COOTBETCTBHHM C YCTAHOBJICHHBIMH MTPaBUIIAMU;
COOTBETCTBYIOILIEH
JIOKyMEHTAIU!
K 2.1- Tema 2.5 Yyer [IpucBoenue apXUBHBIM JOKYMEHTaM (€AMHULIAM
K 2.7 COXPAaHHOCTb JOKYMEHTOB B yueTa, eIMHUIIAM XPaHEHHs) YIETHbIX HOMEPOB,
apxuBe. SBJISIOIIMXCS YACThIO apXUBHOTO IH(pa.
Ob6ecnieueHne yciIoBUil COXPaHHOCTH TOKYMEHTOB
BPEMEHHOI'0 ¥ IIOCTOSIHHOTO CPOKA XPaHEHHUS.
N3ydeHne koHCepBalluy U pecTaBpaluu
JTOKYMEHTOB B apXHB€
IIK 2.1 Tema 2.6 Pabota o N3ydenue nopsiaka UCIOJTHEHUS 3aPOCOB
EE gg UCTIOTHEHHIO COLUATBHO W3y4enune nopsaxa npeacTaBleHus JOKYMEHTOB
1K 2.4 [PABOBHIX 3AMPOCOB. ;1;);;3013aTenﬂM JUTSL UCCIIEIOBaHUM B YUTAJIbHOM
b
1K 2.5 N3ydeHue s3KkCrIOHUPOBAHKUE JOKYMEHTOB Ha
11K 2.6 BBICTaBKax
[IK 2.7
JAnddepeHnupoBaHHbIH
3a4er
HTroro 36




4 YCJIOBUS PEAJIM3AIIMU ITPOTPAMMBI ITPOM3BOJCTBEHHOM MPAKTUKH
4.1 TpeGoBaHusl K MATEPUAIbHO-TEXHUYECKOMY 00eCleYeHNI0 PAKTHKH
Peanu3anus mporpaMMbl TPOU3BOICTBEHHOM MPAKTUKU MIPEIOIaraeT MPOXoXKIACHUE Ha 6a3e
npeanpustaii r. Oxtsiopeckuit: OO0 311U «AnbrepnatuBay OO0 «OKTIOpbCKUN XJ1€003aBOY.
00O «bamkupckuit pappop»

4.2 IlepeyeHb yueOHbBIX U3aHUI, JONOJHUTEILHON JUuTepaTypsbl, UHTEpHET — pecypcoB
IlepeueHb pexkoMeHayeMbIX Y4YeOHBIX W3/IaHHI, HWHTEPHET-PECYPCOB, IONOJHUTEJbHOI
JUTEepaTypbl

OcCHOBHBIC HCTOYHHUKH:

Opranuzanus apXMBHOH H CIPaBOYHO-WH(DOPMALNMOHHOW pPabOTHl MO JOKYMEHTaM OpraHU3aliH
[Texkct]: y4eOHUK MJIi MCIOJNB30BAaHUS B Y4eOHOM Mpolecce 00pa3oBaTeNbHBIX YUYpEXKICHUH,
peaTM3yIONUX MPOrPaMMBI  CPeIHEro0 TPO(EeCCHOHATBFHOTO O00pa30BaHUSl MO  CIENHUATBLHOCTH
"JlokyMeHTaIIMOHHOE oOecIieueHne ympaBjieHuss u apxuBoBeneHue»:. [B 2 4.] / [bypoa E. M.,
Xopxopauna T. W.]; mox pen. E. M. bypoBoit —3-e u3a. crep. — MockBa: Axanemus, 2019.
(ITpodheccuonansuoe odpazoBanue. [Ipodeccuonanbublii Moaynb). Y. 1. —2019. —336 c.ISBN uzganus:
978-5-4468-5976-4. ISBN toma: 978-5-4468-5974-0.

Opranu3anusi apxuBHOH M CIIPaBOYHO-HH(GOPMAIIMOHHON PabOThI IO JOKyMEHTaM opranu3anu# [ Tekcr] :
yueOHUK JJI UCTIOJIb30BaHUS B yUeOHOM Ipoliecce 00pa30BaTeIbHBIX yUPEKICHUHN, pean3yIOX
MIPOTrpaMMBbl CPEIHETO TPOPECCHOHATBHOTO 00pa30BaHUs 110

crenuanbHOCTH "JloKyMeHTalmoHHOE o0ecTieueHne yrpaBieHus U apXxuBoBeZeHue»: [B 2 u.] / [byposa
E. M., Xopxopauna T. 1.]; nox pex. E. M. bypoBoii. —3-e u3za. crep. — Mocksa: Akanemus, 2019. —
(ITpoeccuonansuoe odpazoBanue. [Ipodpeccnonansusiit Mmoayns). Y. 2 / [E.M. bypoga, A. II.
Adanacwena, E. B. Anekceea, A. E. Pomnonosa]. — 2019. —400c¢.ISBN: 978- 5-4468-5975-7

Packun, /1. 1. Metoarka U NpakTHKa apXUBOBEACHHS: YYEOHUK JJISI CPelHEro MpodecCHOHAIBLHOTO
obpaszoBanus / JI. U. Packun, A. P. CokonoB. — Mocksa: U3narensctBo FOpaiit, 2022. — 339 ¢. —
(ITpodheccuonansuoe oOpazoBanue). — TEKCT: HEMOCPEICTBEHHBIN.

—ISBN 978-5-534-02419-7.

3.1.1. OcHOBHBIE 3JICKTPOHHBIE U3JAHUS

1. Packun, /1. 1. Meronuka u npakTuKa apXWBOBEIEHUS: YUCOHUK ISl CpeIHEr0 NpodhecCHnOHAIHLHOTO
obpazoBanus / JI. U. Packun, A. P. CokonoB. — Mocksa: U3narensctBo HOpaiit, 2022. — 339 c. —
(ITpoeccuonansuoe obpazosanue). — ISBN 978-5-534-02419-7.

—  Tekct:anexktpounbii  //  OOpazoBarenpHas  minatdopma  FOpaiit  [caiit]. — URL:
https://urait.ru/bcode/492546

3.1.2. JlonoJHUTeIbHbIE HCTOYHUKH (1pU He0OX00UMoCcmu)

1. Bacakos, M.U., JlokyMeHTaIlMOHHOE O0ecriedeHre ynpaBieHus (C OCHOBaMHU
apxuBoBeieHus ): yueoHoe nmocoowue mst CIIO/ M.U. bacakos. — MockBa: M3garensctBo KHoPyc,
2022.—-216 c. — Tekcr : HenocpeactBeHHbIN. — [SBN: 978-5-406-09983-4.

2. Bbyposa, E.M., MypaBseBa, H.A. CipaBoYHUK 110 apXHUBHOMY JeTy JUIsl pa0OTHHUKOB



opranuzanmii. — (Cepus «YnpasieHueckas 0e3omacHocTsy / o oour. pen. A. b. bezboponosa). — M:
Tepmuxka, 2018. — 396 c. — Tekcr : HenocpencTBeHHbl. — [SBN: 978-5- 6040204-4-9.

3. Beperexuna, C.B., HerocygapcTBeHHbIE CTPYKTYPBI H @yTCOPCHHT B apXUBHOM JIEJIE :
monorpadus / C.B. Beperexuna.— Mocksa: M3narensctBo Pycaiinc, 2022. — 128 ¢. — Tekcr :
HenocpeacTBeHHbIN. — [ISBN: 978-5-4365-8006-7.

4. Eropos, B.I1., CnunskoB, A.B. OGecniedyenne COXpaHHOCTH, peCTaBpalus 1
KOHCepBaIus TOKYMEHTOB: yueObHoe mocodue. — C.-116.: Jlanp, 2022. — 220 c. — ISBN: 978-5- 507-
45047-3.

5. Eropos B.I1. CoBpeMeHHast opranu3aius rocyIapCTBEHHbIX yupexaeHuil Poccun:
yuebnoe nocobue st CITO / B. I1. Eropos, A. B. CiiunbkoB. — Cankt-IletepOypr: Jlans, 2020. — 204
c. — Tekcr : HenocpenctBeHHbid. — ISBN: 978-5-8114-6382-4.

6. Koznog, B. I1. ApxuBoBeaeHue: ydeOHUK U pakTUKyM a7s By30B / B. I1. Ko3nos.
— Mocksa: UznarensctBo FOpaiit, 2022. — 329 ¢. — (Bsicmiee o6pazoBanne). — ISBN 978-5- 534-
14066-8. — Texkcr: snextponHblii // OOpa3oBarenbHas mnargopma IOpaiitr [caiit]. — URL:

https://urait.ru/bcode/496661

7. [TaBmoBa, P.C. [lenonpoun3BoACTBO MO 0OpaIIEHUSIM TpakiaH: yaeOHOoe mocooue st
CIIO / P. C. ITaBnoBa. — Cankt-IlerepOypr: Jlanb, 2022. — 324 c.: ui. — TekcT: HEMOCPEACTBEHHBIN. —
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7281-2497-9. — TekcCT: 3NEKTPOHHBIN. —
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13. Lemenkona, C. 1. ApxuBosenenue. Mcropus apxusoB Poccun ¢ qpeBHENIINX BpeMEH
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14. [[Taxomanosa, O.}0. Opranuzaius rocyaapCcTBEHHBIX yupexaeHuil Poccuu:yaedHoe
nocobue 11 cpennero npodeccunonanbHoro oopaszoBanus / O. 0. lllaxomanoBa. — 2- € U3 .,
nepepad. u gon. — Mocksa: M3garensctBo FOpaiit, 2022. — 161 ¢. — (IIpodeccrnonansuoe
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4.3 TpeGoBaHus K JOKYMEHTAIINH, HEOOXOAUMOH ISl peajJu3alii NPaKTHKH:
Peanu3anust mporpaMmbl MPOU3BOJICTBEHHOW TMPAKTHUKHU JOJDKHA 00ECTIeUNBATHCS YIeOHO-METOIMIECKOM
JIOKYMEHTaIUEH:
- ®I'OC no cnermansHocti CI1O 46.02.01 JlokyMeHTanroHHOE 0OecTieueHre ypaBICHHS 1
apXMBOBEJICHUS, YTBEPKACHHOTO MPUKa30M MHUHUCTEPCTBOM 00pa3oBaHMs U Hayku Poccuiickoit
®enepanun ot 11 aBrycra 2014r. Ne 975

- IlopsinkoM opraHu3aluy NPakTUKU 00y4arolUXcsl, 0CBaUBaIOIINX OCHOBHbIE IPO(ECcCHOHAIbHBIE
o0pa3oBaTebHbIC MPOrpaMMBbl CpeiHeTo mpodeccrnonanbHoro oopazoBanus B ' BIIOY OxTsOpbckuit
MHOTONPO(HUIBHBIN TPOPECCHOHATBHBIN KOIEIK;
- paboueii mporpammotii o IIM.02 Opranuzanys apxXMBHOH ¥ CIIPABOYHO-MH(POPMAIIMOHHON pabOTHI 1O
JOKyMEHTaM OpraHu3aluu

- HACTOSIIEH MPOrpaMMOil MPOU3BOACTBEHHOH MTPAKTUKY;
- IEPCIEKTUBHO-TEMATUYECKUM IIJIAHOM IIPAKTUKU;
- AUAAKTUYECKUM 00eCIIedYeHHEM MPAKTUKH;
- (hOHIOM OLIEHOYHBIX CPEJCTB IO y4eOHOW MPaKTHKE.

4.4 TpeGoBaHUA K 00y4aIOIIMMCH

OOyuaroniuecs B EpUO/] MPOXOXKJCHHUS TIPOU3BOJICTBEHHOW TPAKTUKU O0SI3aHbI:

- BBITIOJTHATH 33/IaHUs, PEAYCMOTPEHHBIC TPOTPaMMOi TTPAKTHKH,

- CTporo coOuoaTh TpeOOBaHUS OXPaHbI TPY/a U MOKapHOU 0€30TaCHOCTH.

5. KOHTPOJIb M OLIEHKA PE3YJIbTATOB OCBOEHMSI ITIPOU3BOJCTBEHHOM MPAKTUKH

B niepro npoxoxkaeHust y4eOHOH MPaKTHKH 00YYaIONIHMCS BEJIETCS JTHEBHUK MPAKTHKH.

KoHTposb 1 o1ieHKa pe3yIbTaTOB OCBOCHHS YUSOHON MPAKTUKH OCYIIECTBISCTCS MACTEPOM ITPOU3BOACTBEHHOTO

00ydeHus (MpernoaaBaTesieM) B IPOIlecce MPOBEICHUS YISOHBIX 3aHITHIA, CAMOCTOSTEIEHOTO BBITIOTHEHUS
00yJaroIUMHUCS 331aHUH, BBITOTHEHUS MPAKTHYECKUX TPOBEPOYHBIX PAOOT.

Tabimna 4

Pesynbratel
@OpMBI U METOJIBI
(ocBoeHHBIE TIPOhecCHOHATBHBIC OCHOBHBIC ITOKA3aTENIH OIICHKU Pe3yIbTaTa
KOHTPOJIS ¥ OLICHKH
KOMIICTCHITHH)
1 2 3

BJ. 02.




[IK 2.1. YuacTBOBath B
paboTe 1o PKCcrepTH3e
LEHHOCTU JOKYMEHTOB B
COOTBETCTBUHU C
JEHCTBYIOIIMHU
3aKOHOJATEIbHBIMUA aKTaMU U
HOpMaTUBaMH.

OnpeneneHrie CpOKOB XPaHEHUS
AOKYMCHTOB 11O CTATbAM Hepequﬁ.

[IpoBenenue 3KcnepTU3bl HEHHOCTH
JIOKYMEHTOB U JIeJI.

CocraBieHHE aKTa O BBIACIICHUHA
JOKYMCEHTOB K YHUYTOXCHHIO.

cobecei0BaHue,
HaOJIroIeHue 3a
BBITIOJTHCHUEM
NPaKTHYCCKUX 3aJaHUMH,
9KCTIEpTHAS OLICHKA TIPH
BBITIOJTHCHUHT
MPOBEPOYHBIX padoT 3a
ceMecTp,

9KCTIEpTHAS OI[CHKA Ha
IuQQepeHInPOBaHHOM
3ayere

[IK 2.2. Bectu paboty B
CHCTeMax JIEKTPOHHOTO
JIOKYMEHTO000poTA.

CocraBieHue y4eTHOM 0a3bl JaAHHBIX.

CocraBnenne nH($OpMalMmOHHO-TTOUCKOBBIX
0a3 TaHHBIX U UCIOJIh30BAHHE
ABTOMATHU3UPOBAHHBIX apXUBHBIX
CIIPaBOYHHUKOB

cobeceroBaHmeE,
HaOJII0JIeHHUE 3a
BBITIOJIHEHHEM
MPaKTUYCCKUX 3aaHUM,
9KCIIEPTHAS OLICHKA MPH
BBITIOJTHEHU T
MPOBEPOYHBIX pabOT 3a
cemecTp,

JKCIIEPTHAS OLICHKA Ha

IuQQepeHInpPOBaHHOM
3aqere
1K 2.3. PazpabaTbiBaTh 1 Coszianue 1 BejieHue KIaccuduKATOpOB cobecezioBaHuE,
BECTH KJIacCU(PUKATOPHI, HaOJIfoIeHHE 3a
ApPXMBHBIX JOKYMEHTOB OPraHU3aLUH. T —

Ta0eIn U UHEIE CIIpaBOYHUKU
Mo JOKYMCHTAaM OpraHu3aluu.

Co3nanue Tabernei Mo 10KyMeHTaM
OpraHu3aluu

Cozlanue apXuBHBIX ONMMCENH U apXUBHBIX
KaTaJloroB

MPaKTUYECKUX 3aIaHUH,
9KCIIEPTHAS OLICHKA MPH
BBITIOJTHEHUT
MIPOBEPOYHBIX padoT 3a
cemectp,

9KCIIEPTHAS OI[CHKA Ha
IuQQepeHInpOBaHHOM
3ayere

[IK 2.4. ObecrieunBaTh MpreM
U paIOHAIEHOE Pa3MEIICHHE
JOKYMEHTOB B apXHBE (B TOM
YHCIIe JOKYMEHTOB IT0
JTUYHOMY COCTaRY).

[MommmBka u opopmieHue aena as
Iepeaun B rOCYJapCTBEHHBIN apXUB

CocraBieHne akTa npueMa-nepesadn
JIOKYMEHTOB B I'OCYJJapCTBEHHBIN apXUB

cobeceroBaHmeE,
HaOIOACHHE 3a
BBITIOJTHEHHEM
MPaKTUYECKUX 3a/IaHUH,
JKCIICPTHAS OIICHKA MPH

BBITTOJTHCHUH
CocraBneHue KapToYKu MOGOHIOBOTO U NPOBEPOYHBIX paboT 3a
IIOCTCIIIIAXXKHOTI'O TOHOFpa(bI/ILIeCKI/IX CEMECTD,
yKazaresneiu 9KCIIEPTHAS OLlCHKA Ha
nubdepeHIIUPOBAHHOM
CocraBiieHue nacrnopTa apxuBa 3a9eTe
[1K 2.5. ObGecnieunBath y4er u cobeceioBaHue,
COXpPAHHOCTb TOKYMEHTOB B CocraBiieHie JUCTa U aKTa IIPOBCPKU Ha6J‘IIOZ[eHI/Ie 3a
BBITTOJTHEHUEM

apXxuBse.

HAINYUA U COCTOSIHUSA JIENT B apXUBE
OpraHu3aluu

CocraBiicHHE aKTa 0 TEXHUYCCKUX
OIIMOKax B YUYCTHBIX TOKYMCHTaX

MPaKTUYCCKUX 3aaHUM,
9KCIIEPTHAS OLICHKA MPH
BBITIOJTHCHUH
MIPOBEPOYHBIX PadoT 3a
ceMecTp,




OKCIICpTHAs OLICHKAa Ha

nuddepeHIIIPOBaHHOM
3ayere
ITK 2.6. OpraHu3oBEIBATH CocraBiieHrue UCTOPUUECKOM CIIPABKU K cobeceoBaHue,
HCIIOJIE30BaHNE apXUBHBIX (onmy Ha0JII0/IeHHE 33
BEITIOJTHCHUEM

JIOKYMEHTOB B HAYIHBIX,
CIIPABOYHBIX U MPAKTUICCKUX
HENAX.

CocraBienne HHPOPMALTMOHHBIX ITHCEM

CocraBlieHHE BBIITUCKU U3 APXUBHBIX

MPaKTUYECKUX 3aIaHUH,
SKCHEepTHas OLCHKA MPHU

BBIIIOJTHCHUN
FOXYMEHTOB MIPOBEPOYHBIX paboT 3a
Opranu3zanus BbICTaBKU apXUBHBIX CEeMECTD,
JIOKYMEHTOB JKCIIEpTHAs OLICHKa Ha
IudQepeHInPOBaHHOM
[TonroroBka myOaMKauil MO apXUBHBIM 3ayeTe
JOKyMEHTaM
[IK 2.7. OcymiecTBasTh CocraBjieHre HOMEHKIIATYPBI JeJT cobecenoBanme,
OpraHu3aIuOHHO- OpraHM3aluu HaOJII0/ICHHUE 3a
BBITIIOJTHCHUEM

METOJAMYECKOE PYKOBOJACTBO U
KOHTPOJIb 32 paboTOM apxuBa
OpraHu3alu u 3a
OpraHu3aluen JTOKYMEHTOB B
JIETIOTIPOU3BOJICTBE

CocraBieHue 31MeKTPOHHOH 0a3bl JaHHBIX
JOKYMEHTOB apXHBa OpraHU3aluu

CocraBieHue T0KHOCTHON HHCTPYKIIUU
JUIA COTPYIHUKOB apXuBa

CocraBnenue miana paboThl apxuBa
OpraHu3aIu

MPaKTUYECKUX 3aIaHUH,
JKCIICPTHAS OIICHKA MPH
BBITIOJTHCHUN
MIPOBEPOTHBIX padoT 3a
cemecTp,

JKCIICPTHAS OIICHKA Ha
nuddhepeHIPOBaHHOM
3aueTe

@OpMBI 1 MCTOJOBI KO

HTPOJIA, TO3BOJJIAOIINEC IPOBEPUTL PA3BUTUC 06IJ_II/IX KOMHCTCHL{I/Iﬁ

Tabmuua 5

Pe3ynpraTs (0cBOCHHBIC 00IIIHE
KOMITCTCHITAH)

OCHOBHBIE TIOKA3aTEeIIN OLICHKH pE3yJibTaTa

@DopMBI U METOIBI KOHTPOJIA
Y OLIEHKHU

OK.1 IloHumaTh CymIHOCTH U
COLIMAIbHYIO 3HAYMMOCTh CBOEH

Hannune no1oKuTeIbHBIX OT3BIBOB I10
uroram y‘l€6HOI>’I MPAaKTUKHN

HaOJIIOIEHHE;
MOHHUTOPHHT, OIICHKA

Oynymei nmpodeccun, KauectBenHOE u CBOEBPEMEHHOE | COJep)KaHMs MTOPT(OIHO
MPOSIBIIATH K HEW YCTONYMBBIN BBITIOJIHEHNE 3aJJaHUN obydJarorerocs
HHTEpEC. VYcnemnoe osnanenue [1K

OK 2. Opranu3oBbIBaTh CucremaTnueckoe IIaHUPOBAHKE HaOJro/1eHuE;

COOCTBEHHYIO JI€ITEIIbHOCTb,
BBIOUPATH THITOBBIC METO/IBI
Y CIIOCOOBI BHITTOTHEHHS
npodeccroHaNbHBIX 3a]1a4,
OLICHUBATh UX

3¢ (HEeKTHBHOCTH ¥ Ka4eCTBO.

COOCTBEHHOM YUEOHOU MEATETLHOCTH U
HeﬁCTBHG B COOTBCTCTBHHU C IIJIAHOM.

CtpykTypHupoBaHHe 00beMa pabOThI U
BBIACIICHUC IPUOPUTCTOB.

OrnpezneneHne METOI0B U CIIOCOO0B
BBITIOJTHEHUS ITPAKTUYECKUX 33/1a4.

Pemenune npakTuueckux 3agad B 00JIaCTH
Ipo¢eCCHOHATIBHOM 1€ TEbHOCTH

Ocy1ecTBIeHHe CAMOKOHTPOJIS B

MOHHUTOPHHT, OIICHKA
coJiepKaHus NopToIno
oOyyJaromerocs




MPOLIECCE BBIMTOJIHEHUS PAOOTHI.

AHanu3 pe3yinbTaTUBHOCTH
UCIIOJIb30BaHHBIX METOJIOB U CIIOCOOOB
BBITNIOJHEHMS IPAKTUYECKUX 3a/1a4.

OK.3 IlpuHuMarh peieHus
B CTaHAAPTHBIX U
HECTaH/AaPTHBIX CUTYalUsIX U
HECTHU 3a HUX
OTBETCTBEHHOCTb

[Tpusnanue HaIU4Us MPOOIEMBI U
aJIeKBaTHas peakius Ha Hee.

BricTpanBaHune BapuaHTOB
aJIbTEPHATUBHBIX JECHCTBUU B Cllydae
BO3HHUKHOBEHUS HECTAHIAPTHBIX
CUTyaLUi.

OrneHuBaHuE pecypcoB, HEOOXOUMBIX
JUTSL BBITTOJTHEHUS 3aTaHHH.

Pacuer BO3MOXKHBIX PUCKOB U
OIpeieIeHne METOJIOB U CIIOCO0O0B UX
CHIDKEHUS ITPH BBITIOJTHEHU T
po)eCCHOHAIIBHBIX 3a]1a4.

Ornpenenenne cocTaBa MaTepruaIbHbIX,
TPYAOBBIX M (PUHAHCOBBIX PECYPCOB
OpraHu3aluy;

mudepeHIMpoBaHHBIN
3ayer

AKCTIEPTHOE HAOIIOACHUE
U OIICHKA Ha
NPAaKTHYECKHUX 3aHATHSIX,
IIPY BBITTOJIHEHUH PaboT

OK.4 OcymiecTBisITh HOUCK U
UCTIOJIb30BaHNE HH(POpMAIUH,
HEe00X0IMMOH I

3¢ PEKTUBHOTO BBITOTHEHUS
npodeCCHOHATBHBIX 3a]1a4,
po¢eCCHOHATBHOTO U
JUYHOCTHOTO Pa3BUTHSL.

Haxoxnenue u ucnonb3oBaHue
Pa3HOOOPa3HBIX HCTOYHUKOB
uHpOpMaLIUH.

Omnpenenenue THUIOB U (opMm
HE0OX0MMOM HH(POPMAIIHH.

[onmyyenue Hy»)HOM HHPOPMATH U
COXpaHEHHUE €€ B yA00HOM I pabOoThI
dopmare.

OnpeﬂeneHHe CTCIICHU JOCTOBCPHOCTU U

aKTyaJIbHOCTH HUH(OPMALIUH.

W3Bnedenue Kit0YeBBIX (pparMeHTOB U
OCHOBHOTO CO/ICPKaHMUS U3 BCETO
MaccuBa HHPOPMALIUH.

VYnpoienue nojaun HHGOPMALUHU TS
SCHOCTU ITOHUMAaHUs U MPEACTABICHHUS.

CamocTosITeTbHOE COBEPIIIEHCTBOBAHNE
YCTHOM U MUCbMEHHOU peun,
MOMNOJIHEHUE CJIOBApHOIO 3amaca

AKCTIEPTHOE HAOIIOACHUE
U OLICHKAa TIpHU
BBITIOJITHEHHH PadoT




OK. 5. Ucnonb3oBaTh
MH(pOPMaIMOHHO-
KOMMYHHUKAI[HOHHBIE
TEXHOJIOTUU B
npodeccrnoHanbHOM
JeSITeIIbHOCTH.

[IpumeHeHne crieuanu3uPOBAHHOTO
IPOrPaMMHOTO 00CCIICUCHUS JIJIS
co31aHus 0a3 JaHHBIX.

Hcnonp3oBanne nHOOPMAITIOHHBIX
PECYPCOB ISl IOMCKA U XPAHEHUS
nHpopmanuu;

O6paboTka TEKCTOBOM U TaOITMIHON
uHpOpMaLnu;

Hcnonp3oBaHue 1€710BOM rpa@uKu U
MyJIbTUMEANA-UHPOPMALINY;

Co3nanue npe3eHTanuu; coop u
perucTparys CTaTUCTUIECKON
uHpOpMaLNK;

[IpoBeneHmne MEpBUYHON 00PaOOTKU U
KOHTPOJIA MaTCpuajioB Ha6JHOI[eHI/I$I;

Brinonnenue pacuera CTaTUCTUYECKUX
nokasaresei u GopMyIupoBKa OCHOBHBIX
BBIBOJIOB

AKCIIEPTHOE HAOIIIOICHHE
¥ OIICHKA Ha
IPaKTUYECKHUX 3aHSITHUIX,
IIPY BBITIOJIHEHUH PaboT

OK.6 Hcnonb3oBaTh
nH(pOpPMaIMOHHO-
KOMMYHHUKAITHOHHBIE
TEXHOJIOTUU B
npodeccrnoHanbHOM
ACATCIIBHOCTH.

OrleHKy BKJIaJa YICHOB KOMaH/IbI B
00IIEKOMaHTHYIO padoTy.

[lepenava naopmaiuu, Uaeu 1 OIbITa
qJIeHaM KOMaH/IbL.

Hcnonk3oBaHne 3HaHUS CHITBHBIX
CTOPOH, UHTEPECOB M Ka4eCTB, KOTOPbIE
HE00XO0IMMO Pa3BUBATh y YJICHOB
KOMaH/IbI, JJIs OTIPEACIICHHS
HIEPCOHATBHBIX 3a/1a4 B OOLEKOMaHTHOM
pabore.

®opMHUpPOBAHUE TOHUMAHUS YJICHAMU
KOMAaH/EI JINYHON U KOJIJIEKTUBHOM
OTBETCTBEHHOCTH.

JleMoHCTpanus HaBBIKOB 3(PPEKTHBHOTO
oO01eHus.

Hcnonbp3oBanne Ha MPAKTHUKE METO/I0B
IUTAHUPOBAHMS U OpTraHU3aIui paObOTHI
no/ipa3ieNieHus;

AHanu3 opraHu3alMOHHON CTPYKTYpbI
YIPAaBJICHUS

HaOJII0ICHUE 32 POJIBIO
00yYaromuxcst B rpy1iIe;
noptdosmo




OK.7 bpatp Ha cebs
OTBETCTBEHHOCTbH 3a padboTy
YJICHOB KOMaH]IbI
(MOQUYMHEHHBIX), pe3yJIbTaT
BBIITOJIHEHUS 3aJaHUH.

['pamoTHas MOCTaHOBKA LIEIH PAOOTHI.

YcTaHOBIIEHUE KPUTEPUEB ycIexa U
OLICHKH JIEATENBHOCTH.

A,I[aHTaHI/IH B U3MCHAIOMUXCA YCIOBUAX,
CMCHA IICJIN.

BrImmorHeHNE TOCTaBIICHHBIX 3aaad.

JleMoHCTpamus CiocOOHOCTH
KOHTPOJMPOBATh U KOPPEKTUPOBATH
paboTy KOJUIEKTHUBA.

CaMOCTOSTEIIFHOE IIPUHATHC
OTBETCTBCHHBIX pemeHHﬁ.

[Tpunstre 3¢ PEeKTUBHBIX pELICHUH,
HUCITIOJIB30BAaHUEC CUCTEMbBI METO0OB
yIIpaBJICHUS;

Y4er ocoOeHHOCTEH MEHEKMEHTA B
obsactu mpodeccuoHaTbHON
ACATCIIbHOCTU

HaOJIOZICHUE 32 POJIBIO
00yYaroImuxcst B rpy1IIe;
nopt¢omo

OK.8 CamocrosTenbHO
OTIpEETISATh 337291

PO ECCHOHAIBHOTO U
JMYHOCTHOTO Pa3BUTHS,
3aHUMAThCS
caMm000pa30BaHUEM,

KBaJTU(DUKAITHH.

['pamoTHas MOCTaHOBKA L€ PAOOTHI.

YcTaHoBiIeHUE KPUTEPUEB ycIiexa U
OIICHKH JIEATEIbHOCTH.

A,I[aHTaHI/IH B U3MCHAIOMIUXCA YCIOBUAX,
CMCHA I CJIN.

Brimonaenne nocTaBiaeHHBIX 3aga4.

JleMoHCTpamus CiocCOOHOCTH
KOHTPOJIMPOBATh U KOPPEKTUPOBATH
paboTy KOJUIEKTHUBA.

CamocTosTenbLHOE IIPHUHATHC
OTBCTCTBCHHBIX pemeHHﬁ.

[Tpunstre >3 PEeKTUBHBIX pEUICHUH,
HUCITIOJIB30BaHUEC CUCTEMbBI METOA0OB
yIIpaBJICHUS;

Yyer 0cOOEHHOCTEH MEHEIHKMEHTA B
o0act npodeccuoHanbHOMI
ESITENLHOCTH

IKCIIEPTHOE
HaAOJIFOEHYE U OLIEHKA
Ha MPaKTHYECKUX
3aHATHUSIX, IPU
BBITIOJTHEHUH PaboT

OK 9 OpuentupoBarbcs B
YCJIOBHUSIX YaCTOW CMEHBI
TEXHOJIOTHH B
npodeccroHanbHOI

ACATCIIBbHOCTH.

OcBoeHME HOBBIX IIPOIPAMMHBIX
CpEeACTB, 00ECTIEUNBAIOIUX YUET
ApPXMUBHBIX JOKYMEHTOB.

OTcleXUBaHKUE U UCIIOIL30BaHUE
W3MEHEHHI 3aKOHOJATCILHOM 1
HOPMAaTHBHO-CIIPABOYHOM 0a3bl,

OKCIIEPTHOE HAONIOJCHUE
u OLICHKA Ha
MPAKTUYCCKUX  3aHATHUAX,
P BBITIOJTHEHUU PaboT




pernamMeHTHpyIoIIel paboTy apXHUBOB.

OcCBOEHUE HOBBIX TEXHOJIOTHH B
po(heCCHOHATTLHOM JICATCIIEHOCTH.

OpueHTupoBaHUE B HOPMATUBHO-
IIPaBOBOM PETYJIMPOBAHUU APXUBHOMN
nearesbHoCcTH B Poccuiickoil deneparuu




