Ilonnoe naumenosanue 06p0306am€ﬂbH01/7 opeaHusayuu
6 coomeemcmaeuu ¢ Ycmasom

«YTBEPXKIAIO»
Jupexrop

« » 20

MPUMEPHAS ITPOT'PAMMA IPEJJJUILJIOMHOM MIPAKTUKH

AI[aHTI/IPOBaHHaH 06pasoBaTenLHa${ mporpamMma 110 CriciuajJibHOCTH

cpenHero npodeccuoHaIbHOr0 00pa3oBaHus

46.02.01 lokyMeHTALMOHHOE Oo0ecIedyeHue YIIPABJICHUS M apXHBOBEICHHE
(X0, HAUMEHOBAHHE CIIELHATBHOCTH)

ba3oBoi1 moaroToBKH

®opma 00y4yeHus — ouHast

Topom,20 1.



[IpumepHas mporpamma NpeaguIIOMHON MPakTUKK pa3paboraHa Ha ocHoBe DenepanbHOro rocynap-
CTBEHHOT'0 00pa30BaTeIbHOI0 CTaHJAapTa MO CHEHUAIBHOCTU CPEJHEro MpodeccCuoHaIbHOro 00pa3o-
BaHus 46.02.01 oxkymeHTallMOHHOE oOecliedeHUe YIIPaBJeHHUs U apXHUBOBeJIeHUe, YTBEPKICHHO-
ro npukazoM MuHHcTepcTBa 00pazoBanus u Hayku Poccuiickoii @eneparun Ne 975 ot 11.08.2014.

ABTOp MpOTrpamMMBI:

Damunua U.O., dondcrHocmsb, nOONUCH

Pabouas mporpamma paccMoTpeHa Ha 3aceIaHuU ITUKIIOBOH (IIPEAMETHON) KOMUCCUHU

[Iporoxon 3acemanus No OT « » 20 1.

[Ipencenarens MUKIIOBOM (MPEAMETHOM) KOMUCCUN

Damunusa U.O., noonuce



NNOACHUTEJIBHAS 3AIIMCKA

[IpumepHas nporpamma NpeAaUIIIIOMHON NMPaKTUKU IpeaHazHayeHa Juist peanuszauuu OI'OC no
crenranbHOCTH 46.02.01 JlokymMeHTallMOHHOE O0ecreyeHHue yIpaBJIeHUsl U apXUBOBeJeHue, pea-
JTU3YIOMIHX 00pa30BaTeIbHYI0 IPOrpaMMy CpeaHero (IOJIHOTO) 001iero oopazoBanus, MPH MOATOTOB-
K€ KBTU(PUIIMPOBAHHBIX pab0UYMX U CIELUATIUCTOB CPEIHETO 3BEHA.

[Mpumeprast mporpaMmMa IpeAIUIUIOMHON MMPAKTHKU pa3padoTaHa B COOTBETCTBUU C:

-denepanpabiM 3aKk0HOM OT 29 nexadps 2012 1. Ne 273-D3 «O6 obpazoBannu B Poccuiickoit
Denepanuny;

-I'ocynapcTBennoit mporpammoii Poccuiickoit @enepanuu «/loctymnas cpena na 2011-2015
roJipl, YTBEpKJIeHHOU noctaHoBieHueM IIpaBurenscTBa Poccuiickoit ®@enepaunn ot 17 mapra 2011
r.Nel75;

-T'ocymapcTBenHoii mporpammoii Poccutickoit @enepannu «Pa3zButue obpazoBanus» Ha 2013-
2020 rogwl, yTBepxkAeHHOU pacnopsbkeHueM IlpaButenscTtBa Poccuiickoir @enepanuu ot 15 mas
2013 r. Ne 792-p;

-[lonoxenneM o mMpakTUKe OOYy4AIOUIMXCS, OCBAUBAIOIIUX OCHOBHBIE NMPOQECCHOHAIbHBIE
oOpa3zoBaTeNbHbIE MPOTPAMMBI CpPEIHEr0 NPO(PECCHOHANBHOTO O00pa30BaHUA, YTBEPKICHHBIM
npuka3zoM MunucTepcTBa oOpazoBanus Hayku Poccuiickoii @enepanum ot 18 ampens 2013 1. Ne
291;

-IlopsinkoM  opraHu3alid M  OCYIIECTBIIEHHSI OOpa30BaTENbHOM  JEATENBHOCTH 10
o0pa3oBaTeNbHBIM IpPOTpPaMMaM CpeIHEro Mpo(ecCHOHATBFHOrO0 00pa30BaHMs, YTBEPKICHHBIM
npuka3zoM MunuctepcTBa obpazoBanus u Hayku Poccuiickoit ®eneparuu ot 14 nHrons 2013 1. Ne
464;

-IlopsinkoM TIpoBeneHMs] TOCYAAPCTBEHHOM HWTOTOBOM aTTECTAIlMU IO 00pa3oBaTEIbHBIM
nporpaMMaM — CpeJHero  mnpo(ecCHOHANbHOTO  OOpa30BaHMs,  YTBEPXKICHHBIM  IPUKA30M
MunuctepcTBa o6pazoBanus U Hayku Poccuiickoit @enepamnuu ot 16 aBrycta 2013 1. No 968;

-[lopsiakoM  TpUMEHEHHMs  OpPraHW3alUsIMHM,  OCYLISCTBISIOIMIMMU  O00Opa3oBaTEIbHYIO
NeSITeNIbHOCTb, 3JEKTPOHHOTO OOy4YeHHUs, AUCTAHLHMOHHBIX OOpa30BaTENbHBIX TEXHOJOTHHM mpu
peanu3aiy 00pa3oBaTeNbHBIX IPOrPaMM, YTBEPKACHHBIM MTpUKa3oM MUHHCTEpCTBA 00pa30BaHUs U
Hayku Poccuiickoit @enepaunu ot 9 auBaps 2014 1. Ne 2;

-Ilopsinxom mpuema rpakgaH Ha oOydeHHE HO OOpa3oBaTEIbHBIM MPOTpaMMaM CpEIHETO
po¢eCCHOHAIBHOTO 00pa30BaHUsl, yTBEPKACHHBIM IIPHKa30M MUHHUCTEpPCTBA 00pa30BaHUS U HAYKH
Poccuiickoit @eneparuu ot 23 sHBapst 2014 r. Ne 36;

-denepanbHbIM rocy/1apCTBEHHBIM o0pa3oBaTesIbHbIM CTaH/apTOM CpeIHero
npodeccuoHaIbHOr0 00pazoBaHus o cneruaibHocTH 46.02.01 JlokyMeHTalMoHHOe oOecrieueHne
yIpaBlIeHUS U apXUBOBEACHHE, YTBEPKACHHOTO MprKa3zoM MuHuctepcTBa oOpa3oBanus U Hayku PD
ot 11 aBrycra 2014 r. Ne 975;

-IlpodpeccuonansupiM  crangaprom  07.002 «CroenmuaaucT MO  OpPraHU3AIMOHHOMY |
JOKYMEHTAIMOHHOMY OOECIeUCHHIO YIpaBJIEHUs OopraHu3aunueil» (yTB. mpukazoM MuHHCTEpCTBA
Tpynaa u coruanbHou 3amuTel PO ot 6 mas 2015 r. N 276#H).

-MeToauuecKuMH  PEKOMEHJIAIMAMHU 10 pa3paboTKe M pealu3aluy aJaalTHPOBAHHBIX
00pa3oBaTeNbHBIX TMPOrpaMM CpeaHero MpodecCHOHATBLHOTO 00pa3oBaHUs, YTBEP)KICHHBIX
IUpeKTopoM JlemapTramMeHTa rocylapCTBEHHON TMOJIMTHKU B cdepe MOATOTOBKH pabouux KaapoB U
JIT1O Hayku Poccun ot 20 anpens 2015 r. Ne 06-830;

-Ilucemom MunoOpazoBanust U Hayku P® ot 03.18.2014 1. Ne 06-281«TpebGoBanus k
OpraHusaiuu 00pa30BaTEILHOTO Mpolecca A OO0y4yeHUS HMHBAIUIOB W JIMI[ C OTPaHHUYEHHBIMU
BO3MOKHOCTSIMH 3/10pOBbSI B MPO(ECCHOHATBHBIX 00pa30BaTENbHBIX OPraHU3aIMsIX, B TOM YHUCIIE
OCHAIICHHOCTU 00pa30BaTeIbHOrO MpoIiecca;

-TpeGoBaHusAMHU K OpraHu3alMyd 00pa30BaTENBHOrO Mpolecca Ui 0OOyuyeHUs WHBAIUIOB U
JUI C OrPaHUYEHHBIMH BO3MOXXHOCTSIMH 3/10pOBbSi B MPO(ECCHOHANBHBIX 00pa30BaTEIbHBIX
OpraHu3alysaX, B TOM YHCJE OCHAIICHHOCTH 00pa3oBaTeNbHOTO Impolecca, (mucbMo JlemaprameHnra
noAroToBku padbounx kaapos u JIIO MunucrepcTtBa obpa3oBanusi U Hayku Poccuiickoit denepanuu
18 mapra 2014 1. Ne 06-281.
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[IpennuniomHas npakTHKa U3y4aeTcs B YUPEXKAECHUSAX CPETHEro MPpOoQecCHOHAIBHOIO 00pa3o-
BaHuA (ganee — CI1O) ¢ yueToM pekoMeHJaluil BeIIEYKa3aHHBIX JOKYMEHTOB.

JlaHHas mporpaMma siBJsIeTCs aAalTUPOBAaHHON 00pa3zoBaTeabHas IPOrpaMMoN 1J1s HHBAJINIOB
1 00yYaroNmMxcsl ¢ OrpaHMYCHHBIMH BO3MOKHOCTSIMU 310poBbsi (OB3).
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1. TACIHOPT ITPOT' PAMMBI ITPEJIAUILJIOMHOM MPAKTUKH
1.1. O0J1acTh NPUMEHEHHUs1 NMPOrPaMMbl

[TpumepHas mporpaMma MpeITUIUIOMHON MPAKTUKU SIBIISIETCS YaCThIO MPOTPAMMBI TIOJTOTOBKU
cnernuanuctoB cpeaHero 3seHa (manee - IIIICC3) B coorBerctBuu ¢ ®I'OC mo mpodeccun CIIO
46.02.01 /loxkyMeHTAMOHHOE o0ecrieYeHHe YIPaBJIeHU M ApXHBOBeJEeHHEe B YaCTH OCBOCHMS OC-
HOBHOTO Buaa nesrenbHoctd (BJl) m coorBercTByrommx npodeccruonanbubix kommeTeHimi (I1K) u
TPYOBBIX (PYHKITHH.

- B pamkax usydenus (BJI1) - npodeccuonansnoro moayns [IM.01 Opranu3anusi A0KyMeHTAIIMOH-
HOro odecrieyeHUs1 ynpaBJjieHus U PyHKUMOHUPOBAHUS OPTraHU3ALNHU:

I1K 1.1. KoopaunupoBath paboTy opraHu3anuu (IpueMHONH PYKOBOIHMTENs), BECTH MPHEM MOCETUTE-
Jen.

I1K 1.2. OcymiecTBasTh pabOTy MO MOATOTOBKE M NMPOBEICHHUIO COBEIIAHUH, JEJIOBBIX BCTPEY, MpHe-
MOB M MPE3CHTAIUH.

1K 1.3. OcymiecTBasTh MOATOTOBKY JEJIOBBIX MOE310K PYKOBOJIUTENS U IPYTUX COTPYAHUKOB Opra-
HU3ALNH.

[1K 1.4. Oprann3oBbiBaTh pabodyee MECTO CeKpeTapsi U PyKOBOJAHUTETIS.

[1IK 1.5. OdopMAsTh U perucTpUpOBaTH OPraHN3aAMOHHO-PACTOPATUTENbHbIE JOKYMEHTBI, KOHTPOJIH-
pOBaTh CPOKH UX MUCTIOTHEHUS.

IIK 1.6. O6pabaTbeiBaTh BXOIAIINE W HCXOAIINE JTIOKYMEHTBHI, CHCTEMAaTHU3UPOBATh UX, COCTaBJISATH
HOMEHKJIATYpy JeJ1 ¥ (OPMUPOBATH TOKYMEHTHI B JIea.

IIK 1.7. CamocTOsITENIBHO paboTaTh ¢ JOKYMEHTAMH, COACPKAIIMMU KOHPHUICHIIMATBHYI0 HHpOpMa-
IIUI0, B TOM YHCJIE C JOKYMEHTaMH 110 JUYHOMY COCTaBY.

IIK 1.8. OcymiecTBasaTh TenehoHHOE 00CTYKUBAaHKE, IPUHUMATH U MepeaaBaTh (HAKCHI.

1K 1.9. OcymiecTBiasTh MOATOTOBKY /1€ K Iepeade Ha apXUBHOE XpaHEHHUE.

I1K 1.10. CocTaBisaTh ONUCH A€, OCYLIECTBIATh MOArOTOBKY €N K Iepeaaye B apXuB OpraHU3aIH,
rOCy/IapCTBEHHBIC M MYHUIIUTIAIBHBIC APXHBBI.

A/01.3 IIpuem u pacnpenencHue TeieQOHHBIX 3BOHKOB OPTaHHU3AIUH.

A/02.3 Opranusaius paboThI ¢ TOCETUTEISIMHU OPTaHU3AIINH.

B/01.5 Opranuzanus paboTsl ¢ JOKyMEHTaMH.

B/02.5 Opranusanus TeKyIiero XpaHeHust JOKYMEHTOB.

B/03.5 Opranu3zamus o0pabOTKH A€ IS MOCTIEAYIONMIETO XPaHEHHSI.

- B pamkax u3ydenus (BJ12) - mpodeccronansuoro moayias TM.02 Opranu3anusi apXuBHOH M
CNPaBOYHO-UH(POPMALMOHHON PadOTHI O JOKYMEHTAM OPraHU3alMM:

IIK 2.1. OcymiecTBasTh 3KCMEPTU3Y EHHOCTH TOKYMEHTOB B COOTBETCTBHH C JICHCTBYIOIIMMHU 3aKO-
HOJIaTeTbHBIMU aKTaMU ¥ HOPMATHBAMHU.

[IK 2.2. Bectu paboTy B cucTeMax 3JEKTPOHHOTO IOKYMEHTO000pOoTA.

1K 2.3. PazpabaTbiBaTh U BECTH KJIaCCU(PUKATOPHI, TAOETH U Jp. CIIPABOYHUKHU 110 JOKYMEHTaM opra-
HU3ALINH.

[1K 2.4. ObecnieunBaTh NMPHEM M PALlMOHATIHHOE pa3MEIICHHE JOKYMEHTOB B apXMBE (B T.Y. JOKYMEH-
TOB 10 JINYHOMY COCTaBY).

[1K 2.5. ObecnieunBaTh y4eT ¥ COXPAaHHOCTb JOKYMEHTOB B apXUBE.

[1K 2.6. Oprann3oBbIBaTh UCIOIb30BAHUE APXUBHBIX JOKYMEHTOB B HAYUHBIX, CIIPABOYHBIX U MPAKTHU-
YECKHX IIeTISX.

IIK 2.7. OcymiecTBasTh OpraHu3alnOHHO-METOINIECKOE PYKOBOJICTBO M KOHTPOJIb 32 pab0OTOM apXuBa
OpraHu3allK U 32 OpraHu3alyeil JTOKyMEHTOB B JAEJIONPOU3BOICTBE.

B/01.5 Opranuzanus paboTsl ¢ JOKyMEHTaMH.

B/02.5 Opranusanus TeKyIiero XpaHeHus JOKYMEHTOB.

B/03.5 Opranu3zamus o0pabOTKH A€ ISl MOCTIEAYIOMIETO XPaHEHHSI.



- B pamkax m3ydenus (BJI3) - npodeccronansuoro moayns ITM. 03 BeinosHenue padoT mo ogHoii
WIN HECKOJBbKUM Npodeccusiv padovux, J0KHOCTAM CJIYKAIMX:

IIK 3.1. OpopMIIATh ¥ PETUCTPUPOBATH OPTaHU3AIMOHHO-PACTIOPSAIUTEIbHBIC JOKYMEHTHI, KOHTPOJIH-
POBaThb CPOKH UX UCIIOJTHCHUS.

IIK 3.2. O6pabarbiBaTh BXOIANIME U UCXOMISIINE JTOKYMEHTHI, CHCTEMATU3UPOBATh MX, COCTaBIISAThH
HOMEHKJIATYpy 1]l ¥ OPMUPOBATH TOKYMEHTHI B JIea.

[TIK 3.3. OcyiiecTBiasiTh 3KCIEPTU3Y LIEHHOCTU TOKYMEHTOB B COOTBETCTBUHM C JICMCTBYIOIIMMU 3aKO-
HOAATCJIbHBIMH dKTaMWU U HOPMATHUBAMMU.

[IK 3.4. OcyiiecTBisTh MOATOTOBKY A€M K Mepe/ladye Ha apXUBHOE XpaHEHUE.

B/01.5 Opranuzanus paboTsl ¢ JOKyMEHTaMH.

B/02.5 Opranusanus TeKyIiero XpaHeHust JOKYMEHTOB.

- B pamkax m3yuenus (BJ14) - nmpodeccuonansroro monyns IIM.04 [lnanupoBanue Kapbepbl BbI-
nyckauka [I00 MockoBckoii 001acTu:

I1K 1. CucremaruzupoBath HHYOPMAIMIO U3 PA3IMYHBIX HCTOYHUKOB O COOTBETCTBYIOIIMX IMOJyYCH-
HOM KBanM(UKAIIUU BaKaHCUSX Ha PETUOHAIILHOM PBIHKE TPY/a.

1K 2. OdopmiisaTs HEOOXOIUMBIE IS TPYAOYCTPOICTBAa JOKYMEHTHI.

[TK. 3. BeiGupats 3ppekTuBHBIE MOICIIN TIOBEACHHUS U KOMMYHUKAIIMH MPU TPOXOKIECHUU cobece0-
BaHUS C MOTEHIMATILHBIM paboToAaTENIEM.

IIK 4. Vcrionp30BaTh pa3auyHbIe METOBI aanTallid Ha paboyeM MecTe.

I1K 5. Ctpouts mian npodeccuoHaIbHON Kapbephbl.

- B pamkax u3yuenus (BII/I5) - npodeccuonanproro monyns IIM.05 OcHOBBI NpeaNpUHAMATENb-
CTBA:
B/l 1. bu3Hec-ny1annpoBaHue

[1K 1.1. Pa3zpaboTka npeanpuHUMAaTeIbCKON UIeH

IIK 1.2. PazpaboTka Ou3Hec-Tu1aHa
B YaCTH OCBOCHHSI OCHOBHOTO BHIa MpodeccruoHanbHou nesrensnoctu (BIT):
B/I 2. Yupexnenne npeanpusiTus

I1IK 2.1. T'oToBHOCTB K 10puARYECKOMY 0(OPMIICHUIO TTPEANPUHUMATEIECKON IEATETbHOCTH

B/02.5 Opranusanus TeKyuero XpaHeHust JOKyMEHTOB.

1.2.  O06bekTHl NPOPecCHOHATBHOM 1esITeJJbHOCTH BHIMNYCKHUKOB MPH MPOX0KIEHUN NMPAKTH-
KH

OObekTamMu TPOGECCHOHATBHON IEATETLHOCTH HPU MPOXOXKICHUH MPEATUTNIOMHON MPAKTUKU SIB-
JSIOTCS:

-IOKYMEHTBHI, CO31aHHBIE JTIOOBIM CLIOCOOOM JJOKYMEHTHPOBAHUS;

-CUCTEMBbI JOKYMEHTALIMOHHOT O 00€CIIeYeHNUs YIIPaBICHHUS;

-CHCTEMBI 3JIEKTPOHHOTO JOKYMEHTO000pOTA;

-apXMBHBIC JOKYMEHTHI,

-IIEPBUYHBIC TPYAOBBIE KOJIJICKTHUBBI.

1.3. Heau u 3a1a4M NPAKTUKH, TPeOOBAHUS K pe3yJbTaTaM 00y4eHHs

Henu npakTuku: popMUpoBaHUE MPO(ECCHOHATBHBIX KOMIIETEHIMNA, OCHOBAaHHBIX HA MCIOJIB30Ba-
HHUY 3HAHUH, YMCHUH, MMOTy4EHHBIX B TPOLECCEe TEOPETUUECKOTO M3Y4eHUS JUCIUIUINH MpodecCHOHAb-
HBIX MOJYJIEH, MproOpeTeHne IEPBOHAYATIBHOTO MTPO(ECCHOHATBHOTO OIBITA.

3aiaun MPAKTUKK: TPHOOPETEHHE MPAKTHYECKOTO OIBITAa B PaMKaX TPO(ECcCHOHAIBHBIX MOTYIICH
[MIICC3 CIIO, npexycmotpennsix PI'OC CIIO no cnenpansHocTi 46.02.01 «/lokyMeHTanOHHOe 00ec-
neyeHne ynpapJjeHus: M apXHBOBeeHHE>.



C uenbio oBNa/IeHNUs YKa3aHHBIM BUIOM NMPOGECCHOHATILHOM JIESITEbHOCTH U COOTBETCTBYIOIIMMU
npo(heCCHOHATFHBIMA KOMIETCHIIMSAMH OOYYAIOIIMICA B XO/I€ OCBOCHUS NMPOQECCHOHANBHBIX MOJYJICH
JIOJKEH:

[Tpuobpectn NpaKTHYECKHU I ONBIT:

-OpraHu3aluy JOKYMEHTAIIMOHHOTO 00ecrieueHus yrpaBieHus 1 PyHKIHMOHUPOBAHUS OpraHU3aIlHH;
-OpraHu3aluy apXUBHOHN U CIIPaBOYHO-UH(POPMALIMOHHOM pabOThI 10 TOKYMEHTaM OpTraHU3aIuH;
- TIOUCKa padOoTHI;

- 0OpMIICHHSI pPE3IOME;

- IPOXO’KJICHUSI HHTEPBBIO U cOOECeI0BaHus C MOTEHIIUAIBHBIM pad0ToAaTENeM;

- IJTAHUPOBaHUS MPodeCcCHOHATBHON Kaphephl,

-IIpoBenenus aHanu3a pbIHKA U ONIPEEIEHUS] CBOOOAHBIX PHIHOYHBIX HHMIIL.

-Bribopa 3¢ dhekTuBHOTO BH1a AEATEIHHOCTH HAa PHIHKE.

-Ornpenenenus cyobekTa 1 00BEKTOB MPEANPUHIUMATEIBCKOM ESTETbHOCTH.

-Onpenenenust GopM MpearpUHUMATEIbCKOMN 1eATEIbHOCTH.

-Ornpenenenue He0OXOAMMBIX PECYPCOB ISl pa3BUTHUS MPEATNPHHUMATEBCKON eI TeTbHOCTH.
-OnpeneneHus prIHKOB COBITA TPOTYKIIUU (YCIIYTH).

-ITorcka mocTaBUIMKOB Ui 00ECTIEYCHUS PecypcaMy U IPOABHKEHUS ToBapa (YCIyTrH).
-Pa3zpaboTku (puHAHCOBOTO IJIaHA.

-ITo obecnieuenuto craprana (daHapai3uHr).

-Pa3zpaboTku skoHOMUYECKOM 3P HEKTUBHOCTH MPEATPUHUMATEIHCKON AEATEIHHOCTH
-Pa3paboTke OuzHec-mIana

-IToaroToBKM JOKYMEHTOB ISl TOCYAapCTBEHHOM perucTpanuu

-IToAroTOBKHM TOKYMEHTOB JJIsl PErHCTPALMU B OPraHax CTaTUCTUKU M BO BHEOIO/DKETHBIX (poHmaxX

YmMmern:

-IIPUMEHSATH HOPMATUBHBIE IIPABOBBIE AKTHI B YIIPABICHUECKOM J€ATEIbHOCTH;
-TIOITOTABJIMBATH MMPOCKTHI YIIPABICHUECKUX PEIICHHIA,

-00pabaThIBaTh BXOIAIINE U UCXOSIINE JOKYMEHTBI, CUCTEMAaTU3HUPOBATh X, COCTaBISAThH HO-
MEHKJIATypy Jel U GOPMUPOBATH JOKYMEHTHI B JIEJa;

-TOTOBUTH U MPOBOJIUTH COBEILAHUS, I€JIOBBIE BCTPEUH, IPUEMBI U TIPE3EHTALINN;

- AY1 — oopMIsiTE TEKCTOBBIE pa0OTHI M COBEPIIATH KOPPEKTYPHYIO MPABKY TEKCTOB;

- IY2 — opranu3oBsiBaTh pabOTy ¢ JOKYMEHTAMH, COIECPKAIIMMHU KOH(HUISHIIMATbHYIO HH(OP-
MaIuio;

- 1Y 3 — npuMeHATh MpaBo Ha MOKUCK, MOJYYCHHUE U UCTIOIb30BaHNE HHGOPMAIIHH;

- IYV4 — 5 dexTuBHO MPOBOAUTH IETOBYIO Oeceny;

- OPraHU30BBIBAThH JIEATEIBHOCTH apXHBa C YUETOM CcTaTyca U Mpouis OpraHu3alny;

- paboTaTh B cUCTeMax 3JEKTPOHHOTO TOKYMEHTOO00pOTa,

- HCII0JIb30BATh B JIEATEILHOCTH apXUBa COBPEMEHHbBIE KOMITbIOTEPHbIE TEXHOJIOTUH;

- IPUMEHSATH COBPEMEHHBIE METOJIUKN KOHCEPBAIIMH U PECTABPAIIMN APXUBHBIX JIOKYMEHTOB;

- IY1 — opueHTHpOBATHCS B IPABOOTHOIICHUSIX B chepe apXUBHOTO Jena B PO;

- IY2 — onpenenste COOCTBEHHUKOB apXUBHBIX JOKYMEHTOB;

- 1Y 3 — opueHTHpOBATHCSI B MHOTOOOpa3nu BUAOB apxuBoB PD;

- IY4 — cocTaBiATh OTUYETHBIC U APYTUE OCHOBHBIC JOKYMEHTHI apXHBA,

- JIYS5 - mpoBOAUTH 3KCIIEPTU3Y LIEHHOCTH JTOKYMEHTOB B apXUBaX;

-TIOITOTABJIMBATH MMPOCKTHI YIIPABICHUECKUX PEIICHHIA,

-00pabaThIBaTh BXOJIAIINE U UCXOSAIINE JOKYMEHThI, CUCTEMAaTU3HUPOBATh X, COCTaBISAThH HO-
MEHKJIATypy Jel U GOPMUPOBATH JOKYMEHTHI B JIEJa;

-paboTaTh B CUCTEMAX JIEKTPOHHOTO JOKYMEHTOO0O0POTa;

-JIY'1 coctaBnaTh U 0POPMIIATH OpraHU3AIMOHHO-PACTIOPSAIUTENLHBIC TOKYMEHTHI B COOTBETCTBUHU C
TpeboBaHusiMu Harmonansroro cranpapra PO T'OCT P 7.0.97-2016;

-J1Y2 npoBoauTh perucTparuio JOKYMEHTOB U CO3AaBaTh 0a3y TOKYMEHTAIbHBIX JAHHBIX;
-JIY 3 ocymecTBiIsITh OEpaTUBHOE XPAHEHUE JOKYMEHTOB;

-CaMOCTOSATEIBHO UCKATh PabOoTy, UCIOIB3YsI PA3TUYHBIE HCTOYHUKU HH(POPMAIIHH O BAKAHCHUSIX;



-OPUEHTUPOBATHCS B CUTYallUH Ha PBIHKE TPY/Aa CBOETO PErHOHa;

-COCTaBJISITh PE3IOME, CONPOBOIUTENBHOE MUCbMO;

-CpaBHUBATh CBOM YMEHUS, 3HAHUS, KOMIIETEHIIUH, TUYHOCTHBIE KaYeCcTBa C MPUBEACHHBIMU TPEeOOBa-
HUSIMH paboToaarenei;

-BECTH OOIIEHUE, UCIIONb3YS Pa3IMYHbIe TEXHUKU TOBOPEHUS U CIYILIAHUS;

-BBIOMpATh MOJIeNU Y(PPEKTUBHOTO MOBEACHUS Ha COOECEJOBAHNHU (MHTEPBBIO);

-COCTaBJIATH IUIaH CBOEH PO ECCHOHAIBHON Kapbephl (Ha OJIMKAUIIYIO U CPETHIOO IEPCIICKTHRY);
[TpoBOIUTH aHANN3 PHIHKA M OCYIIECTBIIATH BEIOOP BHU/IA AEATEIBHOCTH

Pa3znuyath cyOBeKThl U 0OBEKTHI MpEANPUHUMATENLCKON ASSITETbHOCTH

Paznuyats popmbl mpeanpUHUMATEIBCKOM 1eATEeNbHOCTH

HaxoauTh TeppuTOprasbHOE MECTOHAXOKICHHUE NTPEANIPUHUMATENBCKOMN A€ATEIbHOCTH
PaccuntbiBaTh HEOOXOAMMBIE PECYPCHI ISl OpraHU3aluy MPeANPUHUMATEIbCKOM 1eTeTbHOCTH
HaxoauTp peIHKH COBITa TPOAYKIUH (YCITYTH)

AHanu3upoBaTh PHIHOK U OCYIIECTBIIATH OTOOP MOTEHUHATIBHBIX TIOCTABIIMKOB

PazpabaTbiBaTh (MHAHCOBBIH MJIaH MPEANPUHIMATEIBCKON 1S TEEHOCTH

PaccuntbiBaTh 00BEMBI M CPOKU HEOOXOIMMOTO KPEAUTA U TEXHUKO-DKOHOMUYECKOEe 000CHOBAaHUE
IIOJIy4EHUs KpeanuTa

[ToaroraBnuBaTh JOKYMEHTHI Ha TIOJy4eHHE OAHKOBCKOTO KpeanuTa

Bri0upath noaXoAs11yIo TOCYAapCTBEHHYIO IPOrpaMMy MOJAEPKKH MAJIOTO MPEeAIPUHUMATEIbCTBA;
[ToaroraBnuBaTh TEXHUKO-DKOHOMUYECKOTO 0OOCHOBAHMS Y4acTHs B IPOrpaMMax rocyJapCcTBEHHOM
MOAJEPKKHM MajIoro MpealpuHUMATEIbCTBA

PaccuntbiBaTh pMHAHCOBBIE MOKA3aTENN U TIOKAa3aTeNN OLIEHKH 3()PEeKTUBHOCTH MPEITPUHUMA-
TEIbCKON eI TeIbHOCTH;

Pa3zpabareiBaTh OM3HEC-TIIaH;

CoOupatrh makeT yupeauTeIbHbIX JOKYMEHTOB B 3aBUCUMOCTH OT OPTaHU3aIl[MIOHHO-TIPaBOBON (hOPMBI;
[IpoBoauTh aHaIN3 PBHIHKA IPEIOCTABISEMBIX YCIYT MO pa3paboTKe YCTaBHBIX JOKYMEHTOB;
PazpabaTsiBaTh m1aH cOopa JOKYMEHTOB JIJIsl TOCYIapCTBEHHON PEruCTpaluyl MpeaAr pUHUMA-TEIbCKOM
NesITeNIbHOCTH;

PazpabaTbiBaTh m1aH cOOpa JOKYMEHTOB JIJIsl pETUCTPALIK B OpraHax CTaTUCTUKU M BO BHE-

010/ KETHBIX (hOHAX;

[Tonp30BaTbcs HHPOPMALMOHHO-KOMMYHUKATUBHBIMU CUCTEMaMU, MH(OPMAITMOHHO-TIPABOBBIMHU CH-
cTeMamu B ceth MHTepHerT;

OpraHu3oBbIBaTh CBOIO JEATENBHOCTh KaK MHANBUAYAJIBHOTO MPEAIPUHUMATEINS UIIU KOJIJIEKTUBA Op-
raHu3aIuy;

IInannpoBaTh CBOIO AEATEIBHOCTD, 1EATEIBHOCTh KOJUIEKTUBA;

YcTanaBnuBaTh MapTHEPCKUE CBSI3H;

3aKiIr04aTh X035ICTBEHHBIE 10T0BOPA;

OTYUTEIBATLCS 32 BEACHUE XO3IHCTBEHHOU IEITEILHOCTH.

3HaTh:

-HOpPMaTHBHBIE PABOBbIE aKThI B 00J1aCTH OpraHU3alMy yIPaBIeHUYECKOH NesTeIbHOCTH;

-OCHOBHbIE IIPAaBUJIa XPAaHEHUS U 3aILUTHI CIYKeOHOH HHPOpMAIIH;

- 131 — ucTopuvecKH CI0KHUBIIUECS OCHOBBI OPraHMU3ALUU CIY>KOBI TOKYMEHTAIIMOHHOTO oOecriede-
HUS yIIPaBJICHUS;

- J132 - ocHOBHBIE NpaBUJjIa CO3/IaHUSI COBPEMEHHBIX YIIPABICHUECKUX T0KYMEHTOB;

- /133 —undopmarnmoHHO-1IpaBOBbIE HOPMBI;

- 134 — 0cOOEHHOCTH OpTraHU3aH CEKPETAPCKOTO OOCITYKUBAHUS U TEXHOJIOTHH OOIICHHUS.

- CHUCTEMYy apXMBHOTO ympaBieHus B Poccuiickoit denmepanuu u opraHuzanuio ApXxuBHOTO (oHIa
Poccutickoit denepanuy;

- CHCTEMY XpaHEHHs U 00pabOTKHU JOKYMEHTOB;

- 131 — sTansl pa3BuTHs apxuBHOrO Jena B Poccuy;

- JI32 — 3akoHOAATENbHBIE aKThI [0 APXUBHOMY 1€y B PD;

- 133 — pa3znoobpa3ue Bua0B apxuBoB PD 1 ux HanmpaBieHUs AeITEIbHOCTH;



- /134 — meTomnuecko-mpaBoBoOe o0ecreueHne AesITeIbHOCTH apXUBOB;

- 135 — TeXHONOTHI0 KOMIUIEKTOBAHUS, YU€Ta U UCIIOJIb30BAHUS APXUBHBIX TOKYMEHTOB;

- JI36 — mpaBuia pa3MenieHus, yueTa, MpoOBEepKH, HATHYUS, 00ECIICYCHUSI COXPAHHOCTH JTIOKYMEHTOB
apxuBa.

-CHUCTEMY XpaHEeHUs U 00pabOTKHU JOKYMEHTOB;

- 131 npaBuna odpopmiIeHUS] MAITMHONUCHBIX TEKCTOB,;

-J132 npaBuiia oopMIIeHHS OPTaHU3AIMOHHO-PACTIOPSIIUTEIIBHBIX IOKYMEHTOB.

-TIOHSITUE, BUbI, STAIbl KAPbEPHI;

-MHCTPYMEHTHI IUIAHUPOBAHHUS U PA3BUTHUS KAPbEPHI,

-OCHOBBI 1I€JIETIONAraHus ¥ YIIPABIECHUS BPEMEHEM;

-CII0COOBI TOUCKa paboThI;

-KOHCTPYKTHBHbBIE CTHJIA MTOBEICHUS [IPU ITOUCKE PAOOTHI;

-TpaBUjIa COCTABJICHUS PE3IOMe U TOPT(HOIINO;

-3Talbl U TEXHOJIOTMH OTOOpa B KOMIIAHMIO, OpTraHU3alUIo, Ha MpeAnpusaTHe (pe3toMe, COMpOBOAM-
TEJIbHOE TUCHbMO, TECTUPOBAHUE, JIETIOBbIEC UTPHI, HHTEPBBIO);

-CUTYyaIlMIO Ha PhIHKE TPY/Ja U BO3MOXXHOCTHU Pa3BUTHUS Kapbepbl B BHIOpaHHOI cepe 1edaTenbHOCTH;
-MIOTEHIIMANIBHBIX paboTonareneii MockoBckoi o0nacTu (B BRIOpaHHOH cdepe AesITeNEHOCTH);

-BU/IbI PO eCCHOHATBHON aJanTaluu;

- COZIep KaHME U TOPAJOK 3aKI0YEHHs TPYJOBOIO JOTOBOPA,

- IOPSAJOK PAa3PEIICHUs TPYIOBBIX CIIOPOB.

KonbroHKTYpy cripoca U NpeyioxKEeHNs Ha PhIHKE;

Merto/bl aHaM3a phIHKA;

TexXHOI0rMH HaKOIUICHUS IPEAIIPUHUMATENIbCKUX UICH.

OCHOBHBIE NOHSTHS NPEANPUHUMATEIBCKON JEATEIBbHOCTH;

Onpenenenus cyObekTa U 00BHEKTOB MPEAMPUHUMATENECKON AESITETbHOCTH;
Opranu3alioOHHO-TIPaBOBbIe (POPMBI IPEATPUHUMATEIHCKON e TEIbHOCTH;

TeppuropuanbHblie 0COOEHHOCTH OpTaHU3AINH MIPEANPUHIMATEIHECKON IeATeIHbHOCTH;
OpraHu3zalioOHHbIE CTPYKTYPHI YIIPABICHUS NPEANPUITHEM, CHCTEMY (JOPMUPOBAHUS IITATa COTPY/I-
HUKOB;

OtpaciieBble XapaKTEPUCTUKHA BUIOB J€ATEIbHOCTH;

OcCHOBBI HCCIIEIOBAHUS PBIHKA U OTIPE/ICIICHUE TIENIEBhIX MTOTPEOUTENEH;

@opMHpOBaHKE LIEH HAa TOBAPHI U YCIIYTH;

[TpoaBuxkeHNe MPOIYKTa U CTUMYJIUPOBAHUE COBITA;

Peknama: conepxanue, QyHKIMH U BUIBI pekiaaMbl. D (HEKTUBHOCTh PEKIAMHOM 1€ TEIbHOCTH.
Jlorucruka B IpeANPUHUMATEIBLCKON EATEIbHOCTH.

[TyTu moucka mocTaBUIMKOB PECYpCOB: 000PYI0BaHUS, PACXOJHBIX MAaTEPHAIIOB U T.1I.

[ToHsATHE TOTOBOPHBIX OTHOLICHUH. [IpaBa 1 OTBETCTBEHHOCTH IO JOTOBOPY, (POPMBI JOTOBOPOB
AHanu3 GUHAHCOBOW NEATEITLHOCTH PEATPUATHS

ITopsanok yueTa pacxoAoB U JOXOJI0B

CoBpemeHHbIe (OPMBI KPETUTOBAHUS U HUHBECTUPOBAHUS OU3HECA

[IporpamMebl rocy1apCTBEHHOM MOAAECPKKH MAJIOTO IPEANPUHUMATENHCTBA

TexHomoruu pacdera rnokazaresnaeii SIKOHOMHIECKOH (P PEKTUBHOCTH NMPEATPHHUMATEIHCKOMN JACSITEIb-
HOCTH (PEHTa0EIBbHOCTD)

OcCHOBHBIE 3Tallbl COCTaBJICHUS OU3HEC-TINIaHOB

OCHOBHBIE HOPMATHUBHO-TIPABOBBIEC JOKYMEHTHI, 3aKOHBI U MOJ3aKOHHBIE AKThl PETUCTPAILUU FOPUJIU-
YECKUX JIUI] U UHAUBUAYAJIbHBIX IPEAIPUHUMATEICH.

[Ipouienypy perucrpanuu RPUAXYECKUX JUI U HHAUBUAYATbHBIX MPEAIPUHIMATEICH
NudopmaninoHHO-TIPaBOBBIE CHCTEMBI

1.4. MecTo NpaKTHKH B CTPYKTYpe aJanTHPOBAHHOW 00pa30BaTeIbHOI MPOrpaMMbl

[IpennuniomHas NpakTUKa MPOBOAUTCSA, B COOTBETCTBUU C YTBEP’KACHHBIM YU€OHBIM IUIa-
HOM, TIOCJIE€ MPOXOXKIECHHUS MEXAUCIUIUIMHAPHBIX KypcoB (M/IK) B paMkax mpodeccnoHaibHBIX MO-
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nyinet IIM.01 Opranu3anus J10KyMEHTAIIMOHHOT0 o0ecliedyeHUsl ynpaBJjieHUus U (PyHKUMOHUPO-
BaHus opranu3zanuu, ITM.02 Opranuszanusi apxXuBHON M CIPABOYHO-MHGPOPMALMOHHOI
padoTsl Mo fokyMenTam opranusanuu, [IM. 03 BoinosiHeHue padoT 1Mo OJHON UM HECKOJIbKUM
npogeccusam padounx, 10KHOCTAM ciayxamux, [IM. 04 [lnanupoBaHue Kapbepbl BHITYCKHUKA
OO Mockosckoii oosactu, IIM.05 OcHoOBBI IpeANPHHAMATEILCTBA.

1.5. TpynoeMKOCTH U CPOKH NMPOBeAeHUs MPAKTUKHU

TpymoeMKOCTh TMPEeNIUIIIOMHON TPAKTUKK B paMKax ocBoeHus crenuanbHoctu 46.02.01
«/lokyMeHTaLIMOHHOE o0ecrevyeHUe YNPaBJeHUsI U apXuBoBeldeHHe» cocraBiser 144 yacos (4
HEJICTIH).

Cpoku MpoBeACHUS NPEATUIUIOMHOMN MPAKTHKHU ONPEACIISAIOTCS paboyuM yueOHBIM MJIaHOM 10
CHEIUaILHOCTH cpeaHero npodeccuoHanbHoro oopasoBanus 46.02.01 JlokymeHTanmoHHoOe obecme-
YyeHHe YNpaBJIeHHs M apXMBOBeJleHHe U TpadKkoM y4eOHOro Tmpoliecca.

[IpakTKa NPOBOIUTCS KOHIIEHTPUPOBAHO HA 2-OM Kypce, B 4-OM CEMECTpE.

1.6. MecTo nNpoXo:KaeHUsI MPAKTHKH

Peanuzanus nporpaMMel MpeAUIUIOMHON MPAKTHKHU 110 MPO(UIIO CHIEIUATLHOCTH Mpenoa-
raeT IpoBeJeHHE MPAKTUKU B OpPraHU3alMsIX Ha OCHOBE MPSMBIX JOTOBOPOB, 3aKIIOYAEMBIX MEXKIY
o0pa3zoBaTeNnbHON OpraHu3anuell 1 6a30i MPaKTUKH, KyJa HAIpaBisIOTCS oOyyaromuecs. B kauecTse
0a3 MpakTUKU MOTYT BBICTYNAaTh MPEINPUITUS U OPTaHU3alMK BceX (pOopM COOCTBEHHOCTH, OCYIIIECTB-
JSIOIINE Pa3INYHbIe BUABI IEATEILHOCTH.

Jlis MHBaNUAOB W JIMII C OTPAaHUYEHHBIMH BO3MOXKHOCTSIMHU 3JI0pOBbs (hopMa MpPOBEICHUS
MPAKTUKH YCTAHABJIMBAETCS C YI€TOM OCOOCHHOCTEN MCUXO(PHU3MUECKOT0 Pa3BUTH, MHINBH Y aIbHBIX
BO3MOXXHOCTEI M COCTOSTHUS 370pOBbs. [lJIsi MHBANIMIOB U JIHUI] C OTPAHUYEHHBIMU BO3MOXKHOCTSIMHU
3I0pOBbs (popMa MPOBEICHUS MPAKTHUKU YCTAHABIMBACTCS C YI€TOM OCOOCHHOCTEHN MCUX0(hU3HIECKO-
IO Pa3BUTUS, UHIMBUYaJIbHBIX BO3MOKHOCTEH U COCTOSIHUS 30POBbSL.

[Ipu onpeneneHNH MECT MPOXOXKICHHUS 00YUAIOIUMCSI HHBAJIUIOM HPEAIUIUIOMHON PaKTUKU
YUUTBHIBAIOTCS PEKOMEHIAlluH, JaHHBIE TIO0 pe3ysIbTaTaM MEAMKO-COIMAIbHOM 3KCIEPTU3bI, COAepKa-
mMecss B MHAWBUIAYAIBHOM IporpaMMe peaOuiIMTaniy MHBAJIUAA, OTHOCHTEIHHO PEKOMEHIOBAHHBIX
YCJIOBUM W BUJIOB TPY/a.

[Tpu HEOOXOAMMOCTH JUIA MPOXOXKACHUS MHBATUAAMHU MPEIAUIUIOMHON MPAKTUKUA CO3AAI0TCS
crelfajibHble padoune MecTa ¢ y4eTOM HAPYIIEHHBIX (YHKIHMHA U OTpaHUYEHUN UX KU3ZHEAESITeIbHO-
CTH B COOTBETCTBUHU C TpeOoBaHuMaAMHU npukaza Muntpyna Poccum ot 19.11.2013 r. Ne 685H «O6
YTBEPKJICHMH OCHOBHBIX TPEOOBAaHMI K OCHAIIEHUIO (00OPYIOBAaHHWIO) CIEIUAIBHBIX pabOYMX MecT
Ui TPYJOYCTPOHCTBA MHBAIMJOB C YUYETOM HAPYIICHHBIX (DYHKIUH W OrpaHMYCHHMH UX JKU3HEHes-
TEIBHOCTUY.
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2. PE3YJIBTATBI OCBOEHUSA ITPOI'PAMMBI ITPAKTUKH

Pesynbratrom npoxoxkieHus NpeJAUINIOMHONM MPAaKTUKH B paMKaX OCBOEHHUS MPO¢ecCHOHATbHBIX
Moayneir IIM.01 Opranu3anusi AOKYyMEHTAllHOHHOI0 o0ecreYeHUus1 yNnpaBJjeHnusl 1 PyHKIHMOHH-
poBanus opranuzauuu, [1M.02 Opranusanusi apxXuBHOW W CHPaBOYHO-UH(OPMAIUOHHON
padoThbl Mo KoKymMeHTaM opranusannu, [IM. 03 Beinosinenune padoT mo 0JHON WM HECKOJbKUM
npogdeccusiM padoumnx, T0JKHOCTAM ciay:kamux, [IM. 04 IlnannpoBanue kapbepbl BbIILYCKHUKA
OO MockoBckoii 06actu, [IM.05 OcHOBBI NpeINPHHUMATENLCTBA SBISICTCS  OBIIAIeHUE 00Y-
YJalomuMucs BUAOM TpodeccruonanbHon AesTenbHocTH 46.02.01 JlokymeHTarmoHHoe obecrieueHne
yIOpaBleHUs] U apXuBOBeleHUE, B ToM uucie npodeccruonanbHbiMu (I1K) kommerenuusimu, Tpyno-
BbIMU (yHKIMIMU U 0Oumu (OK) KoMIeTeHIusIMu:

Kon HaumeHoBaHue pe3yJibTATOB 0CBOEHHSI NPAKTUKHU

IIK 1.1. KoopaunupoBats paboTy opranuzanuu (IprueMHONU PyKOBOAUTEINS), BECTH MPUEM TO-
CeTUTENEM.

IK 1.2. OcymiecTBiATh paboTy MO MOATOTOBKE M MPOBEICHHUIO COBEILAHHM, JETOBBIX BCTPEY,
MPUEMOB U TTPE3EHTALIHI.

IK 1.3. OcyIecTBIATh MOATOTOBKY JIEJIOBBIX MOE3/I0K PYKOBOJIUTENS U APYTUX COTPYAHHUKOB
OpraHu3aIyH.

11K 1.4. OpraHu30BbIBaTh paboyee MECTO CEKpETapsi U PYKOBOIUTEIIS.

[IK 1.5. OdopMisaTh M PErucCTpUpOBaTH OPraHU3AUOHHO-PACHIOPSAIUTENbHbIE JTOKYMEHTHI,
KOHTPOJIUPOBATH CPOKH MX UCIIOTHEHUSI.

[IK 1.6. OOpabaTpIBaTh BXOASIINE U UCXOMASIINE JOKYMEHThI, CHCTEMaTU3UPOBATh UX, COCTaB-
JISITh HOMEHKJIATYpy Jies1 U OpMUPOBATh JOKYMEHTHI B JIeJa.

IIK 1.7. CaMocTosTenbHO paboTaTh ¢ JOKYMEHTaMH, COJAEPKAIMMHA KOH(PHICHITUAIbHYIO WH-
¢dbopMarnio, B TOM YHCIIE C TOKYMEHTAMH IO JINYHOMY COCTaBY.

I1K 1.8. OcymiecTBiATh TeneoHHOE 00CITy)KUBaHUE, TPUHUMATh U NIepe1aBaTh (haKcChl.

I1K 1.9. OcymecTBISITh MOATOTOBKY /€I K Iepeaye Ha apXUBHOE XPaHEHHE.

IIK 1.10. CocraBnsATh ONUCHU J€JI, OCYIIECTBISATh MOATOTOBKY JI€ K Mepeaadye B apXuB OpraHu-
3allM1, TOCYJapCTBEHHbIE M MYHHUIIMIAIbHbBIE apXUBBHI.

IIK 2.1. Ocy1ecTBIATh SKCIEPTU3Y LIEHHOCTH TOKYMEHTOB B COOTBETCTBUU C JEHCTBYIOIIUMHU
3aKOHOJATEIbHBIMU aKTaMU M HOPMAaTHBAMH.

K 2.2. Bectu pabory B cucTeMax 3JIEeKTPOHHOTO IOKYMEHTO000pOoTa.

IIK 2.3. PazpabaTbiBaTh M BECTH KJIACCH(PHUKATOPHI, TAOETH U Ap. CIPABOYHUKHU MO JOKYMEHTaM
OpraHu3aIyH.

IIK 2.4. OObecnieunBaTh MPUEM H PALIIOHAIBHOE pa3MellleHHe TOKyMEHTOB B apXuBe (B T.4. J10-
KYMEHTOB I10 JINYHOMY COCTaBY).

IIK 2.5. ObecnieuynBaTh Y4€T U COXPAHHOCTh JOKYMEHTOB B apXUBE.

[IK 2.6. Opranu3oBbIBaTh MCIOJIb30BAaHNE APXUBHBIX IOKYMEHTOB B HAYYHBIX, CIIPABOYHBIX U
MPAKTUYECKUX LIETISX.

IIK 2.7. OcymiecTBIATh OpPraHU3AIMOHHO-METOANYECKOE PYKOBOJCTBO U KOHTPOJIb 32 PaboTOo
apXuBa OpraHMU3allM U 32 OpraHu3alueil JOKYMEHTOB B J€JIONPOU3BOICTBE.

IIK 3.1. OdopMIISITE M PETUCTPUPOBATH OPTAHU3AMOHHO-PACTIOPSIIUTEIIbHBIC JOKYMEHTHI,
KOHTPOJIUPOBATH CPOKH MX UCIIOTHEHUSI.

IIK 3.2. OO6pabaTtbIBaTh BXOASAIINE U UCXOASAIINE TOKYMEHTBI, CHCTEMAaTH3UPOBATh UX, COCTaB-
JISITh HOMEHKJIATYPy JieN U (hOPMUPOBATH TOKYMEHTHI B €.

IIK 3.3. Ocy1ecTBIATh SKCIEPTU3Y LIEHHOCTH TOKYMEHTOB B COOTBETCTBUU C JCHCTBYIOIUMHU
3aKOHOJATEIbHBIMU aKTaMU U HOPMaTHBaMH

I1IK 3.4. OcymecTBIIATh NOATOTOBKY €] K IEpejaue Ha apXMBHOE XPAHEHUE

IK 1. Cucrematu3upoBaTh HHOOPMAIMIO U3 PA3TUYHBIX NCTOYHHUKOB O COOTBETCTBYIOIIUX
MOJIYYEHHOM KBATH(UKAIIMY BAKAHCUAX HA PETHOHAIILHOM PBIHKE TPY/Ia.

IK 2. OdopmisiTe HEOOXOAUMBIC TSI TPYAOYCTPOHCTBA TOKYMEHTHI.

12



[IK. 3. Bri6upats 3¢ dexTrBHBIC MOJETH TOBEACHUS W KOMMYHHUKAIIMH TIPH TPOXOXKICHUN
cobeceIoBaHUs C MOTEHIIMAIBHBIM pabOTOJATEIIEM.

IIK 4. Hcnonp30BaTh pa3nuyHbie METOBI aanTallid Ha pabodemM MecTe.

IIK 5. CTpouTh 11aH NpoQecCuoHaIbHON Kapbephl.

K 1.1. Pa3zpaboTka npeanpruHUMAaTEIHCKON UACH

I1IK 1.2. Pazpabotka OM3Hec-TIaHa

IIK 2.1. ["0TOBHOCTB K I0pHINYECKOMY O(OPMIICHUIO TPEANPUHUMATEILCKOM NesTEIbHOCTH

A/01.3 [Tpuem u pacnpenencHue TeneGOHHBIX 3BOHKOB OPTaHU3AIINH.

A/02.3 Opranu3zanys paboThI C MOCETUTEISIMU OPTaHU3AIIHH.

B/01.5 Opranm3anys padoThl C TOKYMEHTaMH.

B/02.5 Opranu3zanys TEKYIEro XpaHEeHUsl JOKYMEHTOB.

B/03.5 Opranm3anys 00paboTKH JeI JJIs TOCISYIOIIETO XPaHCHHUSI.

OK 1. [ToHMMaTh CYIIHOCTP M COLMANBHYIO 3HAYMMOCTb CBOeW Oyaymied mnpodeccun,
MPOSIBJISITH K HEW YCTOMYMBBIN HHTEPEC.

OK 2. Opranu30BbIBaTh COOCTBEHHYIO JCSATEIHHOCTH, BRIOUPATh THUIIOBBIE METOJIBI M CIIOCO-
ObI BBIMOJHEHUS MPO(ECCHOHATBHBIX 3aJ]au, OIIEHWBATh WX IPPEKTUBHOCTh U Kaue-
CTBO.

OK 3. [TpuHUMATh pelieHus B CTAaHJAPTHBIX M HECTAHJAPTHBIX CUTYAIMSIX M HECTH 3a HUX
OTBETCTBEHHOCTb.

OK 4. Ocy1iecTBIATh MOUCK M UCHOJIB30BaHUE MH(OPMAIH, HEOOXOIUMOHN Il 3 PEeKTUB-
HOTO BBIMOJIHEHUS] MPOPEeCCUOHANBHBIX 3a7ad, MPO(ecCHOHATBLHOTO M JIMYHOCTHOTO
pa3BUTHS.

OK 5. Hcnons3oBath HMHPOPMAIIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJOTHH B Tpodeccro-
HAJIBHOM JIESITEIbHOCTH.

OK 6. PabGoTaTte B KoJuIeKTHBE M KOoMaHje, d3P(HEKTUBHO OOIIATHCS C KOJIEraMH, PyKOBO/I-
CTBOM, ITOTPEOUTEIISIMHU.

OK 7. Bpatb Ha ceOst OTBETCTBEHHOCTH 3a pabOTy WICHOB KOMaH/IbI (MIOYMHEHHBIX ), PE3YJIb-
TaT BBIMOJHCHUS 3a/IaHUH.

OK 8. CamocTosATeIbHO ONPEACIATh 3aa4 MPO(EeCCHOHATBLHOTO U JIMYHOCTHOTO Pa3BUTHA,
3aHUMAaThCSd CaMOOOpPa30BaHHEM, OCO3HAHHO IUIAHMPOBATH IMOBBIIICHHE KBAIHU(UKA-
017078

OK 9. OpueHTHUPOBATHCS B YCIOBHUSIX YacTOW CMEHBI TEXHOJOTUN B MPOheCCHOHATBHOM Jesi-

TCIIBHOCTH.
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3. CTpyKTYpa U coepKaHHe MPAKTHKH

MK 2(IIM.04), I1K1.1.(IIM.05)

N3ydenue npuema U pacupenesieHus MNOCTyMarolen Koppe-
CHIOHJICHITNH, CIIOCOOOB PETUCTPAIlMU JTIOKYMEHTOB H TOPS-
JIOK JIOCTaBKM UX B CTPYKTYpPHBIE MOJpAa3/eieHUs] WU OT-

Pasnennt Buabl npou3BoACTBEHHBIX padoT O0vem | YpoBeHb
(3Tansl ya- OCBOEHMSI
NPaKTHKH) COB/He
Aesb
1 2 3 4
IIK 1.1., IIK 14., IIK1.2.,, [IK1.3., [IK 1.5., IIK1.8., 8 2-3
A/01.3, A/02.3, IIK1- TIKS (ITM.04), I1K1.2. (IIM.05)
O3HakoMJICHHE C MHCTPYKIUSAMHU 1O T/0 Ha pabodeM mecTe
= cnermanucta  JIOY  (memompousBoauTens), TMpaBUIAMHU
g E‘[ BHYTPEHHEr0 TPYyIOBOro pacrnopszaka. llpoxoxxneHue uH-
8= cTpyktaxa. O3HakKOMJIEHHE ¢ PabOYMM MECTOM CIeLHaIH-
c§ é cta JIOY (nenonpousBoautens).
g IIK 1.1.-1IK 1.6., IIK 3.2., B/01.5, 8 2-3
= E IIK 1(IIM.04), IIK1.1., ITK1.2.(IIM.05)
= CE ‘é AHanu3 CTpyKTyphl, QYHKUIUH, 3a7a4 OpraHU3alnu, CTPYK-
E S ¥ TYpPHOT'O MOJPA3JENICHUs] ¢ TOUYKH 3pEHMs JOKYMEHTAI[OH-
Z = E[ HOro 0becreueHHsl YIPaBICHHUS.
g S 0 IIK 1.5, IIK 1.6., [IK 1.7., B/01.5, 8 2-3
S g5 MK 1.1.,1IK2.1.(TIM.05)
i g Lé % Onpenenenne CylecTBYIONMIEH B OpraHU3alMi OpraHu3aly-
2 5 = z g OHHOM (POpMBI pabOTHI C TOKYMEHTaMH. Y CTAHOBJIEHUE 00b-
= Z 9 Q| ema HOKyMEHTOOOOpOTa W ONpeJeIeHNe, K KaKol U3 4 Kare-
2z § E c:) ropuii (Mo o0beMy JOKYMEHTOOOOPOTa) OTHOCUTCS JaHHas
= g_gf S| opraHm3auus.
g £ 2 & § mK 1.5, BIOLS5, 8 2-3
' > 5 & E| IK 2(ITM.04), TTK2.1.(TTM.05)
o I E £ E| Msyuenue uner JOY ( )
SEE S =| Mzyq PYKLHU TIO JIeTOTIPOU3BO/ICTBY) U
E z 5 g | MpOBE/ICHNE ©C aHAlM3a - HACKOJIBKO OHA COOTBETCTBYET
g 5 £ § 3| HopMaMm M TpeOOBaHUSIM HOPMATHBHO-TIPABOBBIX JOKYMEH-
=8 2 & § TOB.
S o= EQOK3l, 8 2-3
= § = & | MK 4(ITM.04), ITK2.1.(TIM.05)
i = T s [IpuobOperenue ombITa CaMOCTOSTENBHOH  MOJITOTOBKH,
§ = = o(opMIIeHHS U pa3MHOKEHMSI CITY>KEOHBIX JOKYMEHTOB.
= E e = |IKI111,IIK 1.9., B/01.5, IIK 3.3., 8 2-3
- 25 IIK1.1.,ITK2.1.(ITM.05)
52 'S N3yuenne n aHaIu3 OCHOBHBIX BUJOB JJOKYMEHTOB, IIPHMeE-
= s = HSEMBIX B OpraHU3alUM C TOYKH 3PEHUS ONpEHCTCHHS,
é: = % HACKOJIbKO IPUHSATAs CUCTeMa JOKYMEHTUPOBAHUS COOTBET-
§ = CTBYET TPeOOBAaHUSAM K O)OPMIICHHIO JOKYMEHTOB.
= IIK 1.5., IIK 1.6., IIK 3.1., 8 2-3
¥
O e
o
==
>
g B

BCTCTBCHHBIM HCIIOJTHUTCIIAM. HpH06peTeHHe OIlbITa B Op-
TaHHW3AI[MH KOHTPOJISA 32 CPOKAMH HMCIIOJTHCHHS JTOKYMEHTOB
148 HOp}II[OK paGOTBI C HpeI[JIO)KeHI/I}IMI/I, 3ag4BJICHUAMU U XKa-
7100aMH TpaXk/iaH
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IIK 1.6.,IIK 1.7.,IIK 1.9.IIK 1.10.,IIK 3.2.,IIK 3.3.,

IIK 3.4., B/02.5, B/03.5, IIK 2(IIM.04), 1K 2.1.(ITM.05)
W3yunth U npoBecTH aHaIN3 MOPSAIKa TPYINITUPOBKU HUCIIOJ-
HEHHBIX JIOKYMEHTOB B Jiela, TOYHOCTU COOJIIOJICHUS 3aBe-
JeHUs e, oObema Jien, 3aroyioBKoB Jien. O3HaKoMIIEHUE ¢
HOMEHKJIATYPO# JeNl OpraHu3aluu, TMOPSIKOM €€ COCTaBIIe-
HUS. YCTaHOBJIGHHME HACKOJBKO pealibHble Jella COOTBET-
CTBYIOT HOMEHKJIaType. M3yueHue u aHanu3 mopsaka Moj-
TOTOBKHU JIeT K CIaue B apXWB U YCJIOBUU XpaHEHHS JOKY-
MEHTOB B apXHBE

2-3

IIK 1.1.-IIK 1.6., IIK 1.8., [IK 3.1.- [IK 3.4.,

K 4(IIM.04), I1K1.1.(IIM.05)

3HAKOMCTBO C CHCTEMOM 3JIEKTPOHHOTO JIOKYMEHTO00OpOTa
opraHu3anuvu. YcraHoBieHue JOCTOMHCTB U HEAOCTATKOB
UCIOJNIb3YeMBbIX cHucTeM. OrmpeneneHue IpYrux MporpaMM-
HBIX NPOAYKTOB, UCIIOJIb3YCMBIX B ACATCILHOCTU OpraHu3a-
uuu. M3ydeHnue cpelncTB MexaHH3aluu JAeJONpPOU3BOJICTRA,
MPUMCHACMBIX B OpraHU3allvu.

NUTOI'O:

72

Pa3nen 2. ApxuBoBeaeHHe
I[IM.02 Opranuzaius apXuBHOU U CIPABOYHO-HHPOPMAITMIOHHON paOOTHI 10 TOKyMEHTaM

IIK 2.7., IIK 2.2.,

IIK 1-IIK 5(I1M.04), ITK1.2.(ITM.05)

3HaKOMCTBO C OpPraHM3alMOHHON CTpyKTypoiul apxuBa. lIpo-
XOXKJIGHHE WHCTpPYyKTaka mo T/0 B apxuBe. O3HaAKOMJIEHUE C
pabounM MECTOM apXWBHUCTA, APXUBOXPAHWIHMIAMU U paboTa
C CHCTEMOI1 3JIEKTPOHHOT0 IOKYMEHTO000pOTa.

2-3

IIK 2.4., IIK 2.5, IIK 2.7.,

IIK 4(IIM.04), I1K 1.1.(ITM.05)

OsznakomiieHHe U aHanMM3 coctaBa (GoHmoB apxuBa. Omnpene-
JIeHWE TpaHuIl POHIIOB.

IIK 2.4., IIK 2.7.,

11K 4(IIM.04), IIK 1.2.(ITM.05)

CocraBnenue rpaduueckoil cxemsl apxusa. M3ydenue Ilono-
XKEeHUsT 00 apXxuBe, OJKHOCTHBIX MHCTPYKIMI paOOTHUKOB
apXuBa, COMOCTABJIEHUE UX C TUIIOBBIMH JOJKHOCTHBIMU WH-
crpykusamu. [IpoBenenne ananusa pacnpeneneHus QyHKIIHI
MEXIy paOOTHHKAMU apXuBa, MPUMEHEHHUE CYIIECTBYIOIIUX
HOPM M HOPMaTHUBOB

2-3

OpraHu3aluu

TINA DL O

IIK 2.1., IIK 2.3., IIK 2.7.,

IIK 4(ITM.04), IIK 1.2.(IM.0S)

W3ydenne o0coOEHHOCTEH JOKYMEHTOB JaHHOTO apXHBa.
Knaccugukaius 1oKyMEHTOB apxuBa IO OCHOBHBIM IpU3Ha-
KaM, IpyImmaM, BUgaM, pa3HOBUIHOCTSAM.

[IM.04 TlnanupoBaHu€e Kapbepbl BHITYCKHUKA

IIK 2.5, IIK 2.6., IIK 2.7.,

IIK 4(IIM.04), IIK 2.1.(ITM.05)

[TpuoOperenne yMmeHHs pazIuyaTh CTENEHb MOJJIMHHOCTH,
OTpeneNaTh HeOOXOAUMBIA COCTaB yJOCTOBEPEHHS TOKYMEH-
TOB, ONPEJEIATh COCTOSTHUE TOKYMEHTOB.

IIK 2.2, IIK 2.3., IIK 24., IIK 2.5, IIK 2.6., IIK 2.7.,
B/03.5, IIK 4(IIM.04), IIK 2.1.(IIM.05)

VYyactie B mpueme, NepBOHAYAIBLHOW 00pabOTKE JTOKYyMEH-
TOB. BbINOTHEHNE KOMILJIEKCa OINepalnii Mo perucTpaluu mno-
CTYNHUBIIMX B apXuB JOKyMEHTOB. (CaMoOCTOSTENbHOE CO-

2-3
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CTaBJICHHE CIIPaBOK, AKTOB, 3allOJHEHHE >XYpHAJIOM IMOCTY-
MUBIINX B APXUB JOKYMEHTOB.

IIK 2.3., IIK 2.5., [IK 2.6., IIK 2.7., 8 2-3
MK 4(ITM.04), I1K 1.2.(ITM.05)
[IpuoOpereHue oOmMbITa COCTABICHHUS CHUCTEMbl HAy4dHO-
cnpaBouyHoro ammapara (HCA) B apxuBe. M3yuenue kom-
TIeKCa JOKYMEHTOB OCTYMNAIOIIETO B apXUB.
MK 2.1., IIK 2.5., 8 2-3
IIK 4 (ITM.04), IIK 2.1.(IIM.05)
OBnaneHre METOIUKON TPOBEACHHS SKCIEPTU3bI LIEHHOCTH
JIOKYMEHTOB, Haxosmuxcs B apxuBe. CBepka COOTBETCTBHS
3aroJIOBKOB JIeJl COJIEPKaHUIO TOKYMEHTOB B JIeax
IIK 2.4., IIK 2.5., [IK 2.6., IIK 2.7., 6 2-3
MK 4(ITM.04), I1K 2.1.(ITM.05)
W3ydeHue, aHanu3 NMPUMEHSEMBIX B apXHBE OJIAHKOB JIOKY-
MEHTOB, BUJOB U PAa3HOBHUJIHOCTEH OpPTaHU3AI[MOHHBIX JOKY-
MEHTOB (TIOJIOKEHHM, YCTaBOB, MHCTPYKIIMM, TIpaBUI), CIIpa-
BOYHO-MH(OPMAITMOHHBIX JTOKYMEHTOB (ITUCEM, TOKIATHBIX H
OOBSICHUTEIIBHBIX 3aIMCOK, CIIPaBOK, MMPOTOKOJIOB, aKTOB, 00-
30pOB, OTYETOB, CITUCKOB, TIEPEYHEH ), PACTIOPSIAUTEIHHBIX J0-
KYMEHTOB (ITOCTAaHOBJICHUH, PACIOPSIKEHUN, MTPUKA30B, yKa-
3aHUM).
3AYET 2
HUTOrO: 72
BCEI'O: 144/4
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4. CnieumajibHble YCJI0BHUS peajn3alu NPOrpaMmMbl NPAKTUKHA

41. TpeOoBaHHUsl K MPOBeACHUIO NMPEIIUNIOMHON NMPAKTHKH

VYcioBueM J1ommycka o0yJaromuxcst K MpeJAMIIIOMHON MTPAKTHUKE SIBIISICTCSI OCBOCHHAs yueOHast
Y TIPOM3BO/ICTBEHHAS MPAKTHKH.

Peanuzamust paboueit mporpaMMbl TPEIIUIUIOMHON MPAKTUKU MO MPO(IIIIO CIEeNUaTbHOCTH
46.02.01 «/lokymeHTAaMOHHOE oOecneyeHne yNpaBJeHUusi H apXUBOBeAeHHe», TIPEANOJaraeT mpo-
BEJICHUE MPEIUIIIOMHON MPAKTUKH B OPTaHU3AIMIX HA OCHOBE MPSMBIX JOTOBOPOB, 3aKJII0OYaEMbIX
MeXy 00pa30BaTeNIbHONM OpraHu3alueil u 6a30i NPaKTHKH, Ky/la HAPaBISIOTCA 00y4YaroIuecs.

B kauectBe 0a3 MpakTUKKW MOTYT BBICTyHaTh NMPEANPUATUS U OpraHU3anuu Bcex ¢GopM cob-
CTBEHHOCTH, OCYILIECTBIISIONINE pa3iNyuHble BUJBI ACSITeNbHOCTH. [l OpraHu3alyy MpaKTHYeCKOro
o0y4yeHHs 00y4aroIUICs ¢ OrpaHMYCHHBIMH BO3MOXHOCTSIMH 3[I0OPOBbS JIOJDKEH MOJaTh MHMCbMEHHOE
3asBJICHHE C MPOCKOOM pa3zpaboTaTh A HErO0 MHAMBHIYAIbHYIO MPOTPaMMYy MPAKTHYECKOTO 00yde-
HUS C y4ETOM OCOOEHHOCTEH €ro MCUXO(pU3NYECKOTO Pa3BUTHUSI U COCTOSHUS 3/10POBbS, MIPUIIOKUB K
HEMY UHAMBUAYAIbHYIO IpOrpaMMy peaOWiINTallMd WHBAIHMIA WM HUHOM JIOKYMEHT, COJEp KallHii
CBEJICHUS O MPOTHUBONOKA3aHUAX U JOCTYIHBIX YCJIOBUSAX M BUAax Tpyda. PazpaOaTwiBaeTcs WHAMBU-
AyallbHasi IpOrpaMMa MPaKTUYECKOro o0y4eHHs 0Oydarolierocs ¢ OrpaHUYeHHBIMU BO3MOXXHOCTSIMH
310pOBbs, 0OecreunBarolleld COOTBETCTBYIOIIMM B/l MIPAKTUKHU, C MPUBJICYEHHUEM, B CIydae HE0OXo-
JUMOCTH, METULIUHCKUX PAOOTHUKOB.

Br16op MecTa npoxoxKAeHusl MPAKTUK JUIsI MHBAJIHMIOB U JIUI] C OTPaHUYEHHBIMU BO3MOXHOCTSI-
MU 3[J0pOBBS POU3BOAUTCS C y4ETOM TPeOOBaHHUI MX JOCTYIMHOCTH JUIsl JAaHHBIX O KaTeropusx oly-
yaromuxcs. [Ipu onpenenenun Mecra MpeaguIUIOMHON MPAaKTUK IS MHBAJIUIOB, JIULl C OTPAaHUYEH-
HBIMU BO3MO>KHOCTSIMH YUHUTHIBAIOTCS PEKOMEHIAIIMNA MEAMKO-COIIUAILHON SKCIIEPTU3bI, OTPAaKEHHBIC
B MHAMBHYyaJIbHON MpOrpaMMe peadHInTalluy WHBAIN/A, OTHOCUTEIBHO PEKOMEH/I0BAaHHBIX YCIOBHMA
u BUA0B Tpyaa. [Ipm HEOOXOAMMOCTH 7Sl MPOXOXKIEHUSI IPAKTUK CO3/Ial0TCS CHEIHalIbHbIe paboyne
MeCTa B COOTBETCTBUU C XapaKTEpOM HapYIICHHI, a TaKKe C yUeTOM MPOo(ecCHOHAIBHOIO BUAA JAes-
TEIBHOCTH M XapakTepa TPYJAa, BHIIOIHIEMBIMUA O0YYaroIMMCSI-UHBAIUIOM TPYIOBbIX (yHKUUH. B
J0roBOpe 00 OpraHu3alMy MPAKTHKU JOJKHBI OBITh OTPaXKEHbl 0COOEHHOCTH pealn3aluy UHIUBHLY-
aJIIbHOM MPOrpaMMBbl MPAKTUKH JIULIOM C OTPAaHUYEHHBIMU BO3MOXHOCTSAMU 370poBbs. [Ipu HeoOxoau-
MOCTH IS IPOXOKACHUSI MPAKTUKU MHBAIHMIAMHU CO3/1al0TCs CHEIUaIbHbIE pabouyrie MecTa ¢ y4eToM
HapyIEHHBIX (QYHKIMA W OrpaHUYEHUH MX JKU3HEAEATEIHOCTH B COOTBETCTBHM C TPEOOBAHHIMH,
YTBEp)KIECHHBIMH NpHKa3zoM MunucrepcrBa Tpyaa Poccun ot 19 Hos6ps 2013 roga N 685H.

[IpenogaBaTensiMu, pyKOBOJIUTEISIMU MPAKTUKUA OCYLIECTBIISIETCA: KOHCYJIBTUPOBAaHKE O00yya-
IOLINXCS, KOHTPOJIb MPOXOXKICHHUS MPAKTHKH COTJIACHO MHIUBUAYAJTBbHOW MpPOTrpamMMme, MOCTOSHHBIN
KOHTAKT C PYKOBOJUTENSIMU NMPAKTUKH; TTOBCEIHEBHOE PYKOBOJICTBO MPOXOKIACHUEM O0YyUarOIIMMUCS
MPAKTUKKU OCYIIECTBIISIETCS OpraHU3aIMel B JIUIE CIEIHAIbHO BBIIEIEHHOTO €10 PYKOBOIUTENS, KO-
TOpBIN obOecrieunBaeT oOydJaroeMycs pabodee MecTo, HEOOXOUMBIE YCIIOBHS JJIsl TITyOOKOTO OCBOE-
HUS 00YYaIOUIMMHUCS CYUTHOCTH pabOThI JEIONPOU3BOIUTENS, OIEPATUBHOE PYKOBOJICTBO MPAKTUKOM
1 KOHTPOJIb 32 paboTON 00yJaronuxcs.

OOyuatomiuiics BO BpeMsl IPaKTHKHU 00sI3aH:

* MaKCHMAaJbHO UCIOJB30BaTh OTBEACHHOE ISl IPAKTUKU BPEMs, B YCTAHOBJIEHHBIE CPOKH, B
MOJTHOM 00BEMe M C BBICOKMM KayeCTBOM BBINOJIHATH BCE 3a/laHUS MPEIYCMOTPEHHBIE MPOrpaMMOn
MIPAKTUKU;

* co0OuoaTh MpaBUiIa BHYTPEHHETO TPYAOBOTO PacHopsiiKa U MHbIE HOPMaTHBHBIE TIPABOBBIC
aKTBhl, OTMPEEIIAIONINE TOPSAIOK IeATEIbHOCTH paOOTHUKOB COOTBETCTBYIONIEH OpraHU3aIiy;

* coOuonaTth TpeOOBaHUS OXpaHbl TPYyAa U MOXKApHOU Oe30M1acHOCTH;

* CBOEBPEMEHHO BBIMOJIHATH BCE BUIBI PadOT, MPEAYyCMOTPEHHBIE MPOrpaMMON MPOBEICHUS
MPAaKTUKU U COOMIOAATh TpeOOBaHMs IPHHUMAIOIIECH OpraHU3alIHHg;

* TPOSBIATH UHUIMATUBY B PELICHUHU MTOCTABJICHHBIX MO MPAKTHKE 33]a4 U MPUMEHATh MOy~
YeHHbIE TEOPETUYECKNE 3HAHUS U HaBBIKH;

* BECTH JHEBHMK INPAKTHKH, B KOTOPOM €XEIHEBHO KPaTKO 3alMCHIBAaTh OMNpE/CICHHbIC CBe-
JIeHUsI O IPOJieNIaHHOW B T€UeHUe AHs padoTe;
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* Mepel OKOHYaHUEM IIPAKTUKHU COCTABUTH OTUET O MPOXOKICHUH MPAKTUKU U 3aBEPUTH Y PY-
KOBOJIUTENSI MPAKTUKOU OT OPraHU3alUU THEBHUK MTPAKTUKH;
* HECTH OTBETCTBEHHOCTH 3a BHIMIOJHAEMYIO padoTy.

4.2. TpeOboBaHUSA K MUHMMAJIBHOMY MAaTEPUAJIbHO-TEXHUYECKOMY 00ecrne4eHH 0

[IpenaumnoMHas mpakTuka (Mo MPOPUITI0 CHEUATEHOCTH) MPOBOIUTCS IO OKOHYAHUU H3yde-
HUS TPO(hEeCCHOHATBHOTO MOTYJISl KOHIIEHTPUPOBAHHO Ha MPEINPUATHIX — 0a3aX MPAKTHKH.

Peanmu3zanus nmporpamMmbl MPEATUTUIOMHON MPAKTUKHU MPEIIoiaraeT HalMYhe B OpraHU3allu,
IJIe OCYIIIECTBIISICTCS MPAKTHKA, 0e30aphepHON cpeibl 1 000PYyI0BaHUs pabodero MecTa:

- KOMITBIOTEP C BBIXOJ0M B IHTEpHET;

- IPUHTED;

- CKaHep;

- hakc, Tenedon;

- IporpaMMHOe oOecrieueHre 001Iero u MpoPecCuOHaIbHOTO Ha3HAYCHHUS;

- KOMIUIEKT 3aKOHOAATEIbHBIX, HOPMAaTHUBHBIX U JIOKAIbHBIX aKTOB.

B opranuzanuu Ha paboyem MecTe JOKHO OBITh MPEIyCMOTPEHO:

-JJ1s1 JIAI ¢ HAPYUIEHUEM ¢JIyXa: HaJuue ayJMOTEXHUKH (KOJOHKHU, HAYIIHUKH, (TAapHUTYPA),
(OPMBI STIEKTPOHHBIX JOKYMEHTOB.

A7 CNA0OBUAAIINX O0YUYAIOLIUXCS: HATMYNE SKPAHHOH JIYIBI U TPOCMOTpPa MaTepHaiOB
Ha MOHHTOpPE (YCTaHOBJIEH B MporpammHbiid maker Windows 8), medaTtHbiX (GopM ¢ yBeTHUEHHBIM
mpudTOM, MPOTPaMM-CHHTE3aTOPOB peun (YCTAaHOBIICH B MPOTrpaMMHBIN makeT Windows 8).

-1J151 00Y4AIOIINXCS ¢ HAPYIIEHUSMH ONMOPHO-IBUTaTeILHOI0 annapara:

opranu3oBaHa 0e30apbepHasi cpefia, MoILEMHO-TIOBOPOTHBIC CTYIIbs, BUPTYyalbHAsE DKPAHHAS
KJ1aBHaTypa (yCTaHOBIIEH B MporpaMMHBbIi maker Windows 8).

4.3. Y4eOHO-MeTOAMYeCKOEe M HHPOPMALMOHHOE o0ecneyeHHe NPAKTHKH

- JLJist JIMI ¢ HAPYIIEHUSIMU 3PEeHUsI:
B Ie4aTHOM (opMe YBETUUEHHBIM MIPUPTOM;
B (hopMe AIEKTPOHHOTO JOKYMEHTA;

- JlJ1st JiMI ¢ HAPYHIEHUsIMU ¢JIyXa nHpopManus NpeaocTaBIseTCs:
B IeUaTHOM dopme;
B (hopMe AIEKTPOHHOTO JOKYMEHTA;

- JLJ1st JiM1 ¢ HAPYHIEHUsIMU OMOPHO-IBUTATEILHOT0 annapara nHgopmanus npeaocTaBJisieTcs:
B IeUaTHOM dopme;
B (hopMe AIEKTPOHHOTO JOKYMEHTA.

Ilepeyenn pexoMeHayeMbIX y4eOHbIX u31aHuil, IHTepHeT-pecypcos,
JAOMOJTHHUTEIbHON JINTEPATYPbI:
OcHOBHbBIC HCTOYHHMKH:

1. I'pasxxnanckuii kogexkc Poccuiickoit @eneparuu (qacts Bropast) oT 26.01.1996 Ne 14-D3 //
(meiictByrommas penakmus ot 30.01.2014)

2. I'paxxnanckuii kogekc Poccuiickoit ®eneparyu (qacts nepsasi) ot 30.11.1994 Ne 51-®3 //
(meiictByromas penakmus ot 14.11.2013)

3. Tpynooii kogekc Poccuiickoii @eneparuu ot 30.12.2001 Ne 197-®@3 //Conepxanue ot 25
¢deBpans 2014 rona.
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4. @3 «O6 unpopManuu, WHPOPMAIMOHHBIX TEXHOJOTHSIX W O 3amuTe HWHPOPMAIMH» OT
27.07.2006. Ne 149-®@3 (ot 28.12.2013 "N 398-®3") // UHTennekryanbHass COOCTBEHHOCTb. ABTOp-
cKoe TpaBo u cMekHbIe TipaBa. 2006. Ne 10. C. 62-75

5. @3 «O06 snekrporHoH 1uppoBoit moamucu» ot 10.01.2002 Ne 1-®3 // (B pen. DenepanbHOTo
"3akona" ot 08.11.2007 N 258-D3).

6. TOCT P 7.0.97-2016. Cucrema ctannapToB 1o uHpopmauuu, 6HOIMOTEYHOMY U U3JaTelb-
ckomy neny. OpraHu3aluOHHO-pacHopsAauTeNbHas ToOKyMeHTauus. TpeboBaHusa K 0hOpMIIEHUIO J10-
KyMeHToB. M., 2017

7. Hatmonanwheiii crangapt PO I'OCT P 7.0.8-2013 "Cucrema ctanaapToB 1mo nHopMaIuu,
OMOIMOTEYHOMY U M3JIaTEIbCKOMY Jieny. Jlemonpou3BoACTBO U apXUBHOE AeN0. TepMUHBI U onpee-
nenus" (yTB. mpuka3zom denepaabHOTo areHTCTBA MO TEXHUYECKOMY PETYIHPOBAHUIO M METPOJIOTUH
ot 17 okts16ps 2013 r. N 1185-c1).

8. TOCT P 1.5 — 2002 I'ocynapctBennas cuctema cranaaptuzauu PO. Crangapter. O0mue
TpeOOBaHUs K MMOCTPOCHUIO, U3JI0KEHHIO, OPOPMIICHHUIO, COIEpKAHUIO U 0003HaYeHuI0. M., 2003

9. KBanudukanMoHHbII CIIPAaBOYHUK JOJDKHOCTEH PYKOBOAMTENEH, CIIEUAINCTOB U JIPYTHX
cnyxamux. M., 2002

10. OcHoBHBIE ITpaBuiIa pabOTHI apXKUBOB Opranuzanuid. M., 2002

11.IlepeyeHb THUMOBBIX YIPABIEHYECKUX apXHUBHBIX JOKYMEHTOB, 00pa3zyIoLIuXcs B MpoIecce
NEeSTeNbHOCTH TOCYJapPCTBEHHBIX OPTaHOB, OPTaHOB MECTHOTO CaMOYIPABICHUS W OpPTaHM3AINH, C
yKazaHueM cpokoB xpaneHus. M., 2010 (pex. ot 16.02.2016).

12. TumoBasi MHCTPYKIIUS IO JETOMPOU3BOJACTBY B (peiepalibHBIX OpraHax HCHOTHUTEIbHOM
Bractu. M., ot 08.11.2005 Ne 536 (peructparus 27.02.2006).

13. Bacakos M.U., 3ambikoBa O.U.: Jlenonpon3BoacTBO (TOKyMEHTAIIMOHHOE 00ecTieueHre
ynpasieHus): yueonuk, Pocros u//l: ®enunkc, 2014.-376 c.

14. bacakoB M.U. JlokymMeHTalmoHHOE 0OecrieyeHre yrpaBiieHus (C OCHOBAMHU apXHBOBEIE-
Hus). — M.: Knopyc, 2013.

15. Menko A.B. DnexTpoHHOe yueOHOe n3iaHue Mo «J/{OKyMEeHTalnOHHOMY 00ECTIEYeHHIO
ynpasiieHus». — M.: Axkanemus-Menua, 2014.

16. byposa E.M., Opranu3zanus apXuBHOM U CIIPaBOYHO-UH(POPMAITMOHHON pabOTHI IO JOKY-
MeHTaM opranuzanuu. — M.: Axkagemus, 2015.

JlonoJHUTEIbHbIE HCTOYHNKH:

1. bacakoB M.U. JIokyMmeHTanIMOHHOE 0OecrieueHue yrpaBieHus (¢ OCHOBaMU apXUBOBEE-
Hus). — M.: Knopyc, 2014.

2. bacako M.I., 3ambitikoBa O.U. [lenonpons3BoaCcTBO: JOKYMEHTAIIMOHHOE OOecrieueHne
ynpasienus. — Pocros u/]l:;, ®enukc, 2014.

3. Kopnees UK., [Timenko A.B., Mamypues B.A. Ynpasnenue nokymenramu. — M.: Uadpa-
M, 2014.

4. T'anaxos B.B. u ap. lenonpoussoactso. — M.: [Ipocnekr, 2015.

Anpeca pecypcoB UnTepHera

1. http://www.top-personal.ru/ Caiit s)xypHaia «YmpaBieHue mepcoHaToM

2. http://www.sekretarskoe-delo.ru/ Caiit mpodeccruonanbHOro KypHaia cekperapeii «Cekpe-
TapCKOE JETI0»

3. http://fd-iai.rggu.ru/ Iopran Poccuiickoro I'ocymapcTBEHHOr0 ryMaHUTaApHOTO YHHBEPCHTE-
Ta, IcTOpUKO-apXUBHBIN UHCTUTYT, (GaKyabTeT JlOKyMEHTOBEICHHS

4. http://www.edou.ru/enc/ nopran Llentpa komnereniuu mo Borpocam JJOY u apxuBHOTO J¢-

J1a
5. http://www.delo-press.ru/about.php#magazines WznparensctBo «busnec-IIpeccy», xypHai

A0y
6. www.consultant.ru ITopran «Koucyasrant ITmocy
7. www.garant.ru ITopran «I"apanT»
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http://www.consultant.ru/
http://www.garant.ru/

8. www.kodeks.ru TTopran «Komeke»

9.  www.rusarchives.ru

10.www.vniidad.ru ITopran BHUUJIA]]

11.HopmaTusHsle akThl 1o JIOY u opraHnuzanyy apXuBHOIO XpaHEHHS TO0KyMEHTOB. Dopma
noctyma: http://vinirina-prof.ucoz.ru/

12.www.rusarchives.ru ®eaepanbHOe apXHBHOE areHTCTBO, MOpTal «ApXxuBbl Poccum»

13. www.vniidad.ru caiit Bcepoccuiickoro Hay4HO-HCCIIEI0BATEILCKOIO HHCTUTYTA JOKY-
MeHTOBeieHus U apxuBHOro nena (BHUUIA)

14. http://archivekeeping.ru «ApXuBHOE AETOIMPOU3BOICTBOY.

15. http://www.garant.ru «I"apanT» - HHGOPMALIMOHHO-ITPABOBO# MOPTAJL.

16. http://www.rg.ru «Poccuiickas ra3eray, NepuoInIecKOi U3IaHue.

17.http://www.edou.ru Ilentp kommereHIuu Mo Bonpocam KommereHiuu JJOY u apXUBHOTO

aena.
18.http://termika.ru/issa0 mopran MupopMannoHHO-CIIpaBOYHAS CHCTEMa apXUBHOU OTpaciiu
(UCCAO)

4.4. Kagposoe odecnieueHne 00pa3oBaTe/JIbHOI0 Npouecca

TpeboBanus K KBUIM(UKAIUH TETarOTMYECKUX KaJpOB, 00ECIIeUNBAIOIIUX 00yUCHUE 110 MEXK-
JUCHUIUIMHAPHOMY KypCy: — HaJHM4ue BBICIIEr0o MPOoQecCHOHAIBHOrO 00pa30BaHUsl COOTBETCTBYIO-
Iero MpoQUIII0 IPENoaaBaeMOro MOYISI; — MPOXOXKICHUE CTAXKUPOBKHU B MPOQPHIILHBIX OpraHu3aIu-
sX He pexe 1 pa3a B 3 roza.

TpeboBanust Kk KBalu(UKAMK TEJATOTHUYECKUX KaapoB, OCYIIECTBISIONUX PYKOBOJCTBO
MPaKTUKOM:

— HaJTM4HEe BBICIIETO MPOPECCHOHATBHOTO 00Pa30BaHMs COOTBETCTBYIOIMIETO MPOMUITIO TIPero-
JlaBa€MOT0 MOAYJIS;

— IIPOXOXKICHNE CTAKUPOBKHU B MPODMIBHBIX OpraHu3anusx He pexxe | pasa B 3 rona.

[Tenarornyeckrue pabOOTHUKH, YYaCTBYIOIIHNE B PeaIU3aIliN aallTHPOBAHHOW 00pa30BaTeIbHOMN
MIPOTPaMMBI, JOJKHBI OBITH O3HAKOMIICHBI ¢ TICUXO(U3UYECKUMU OCOOCHHOCTSIMHU O0YYarOIIMXCcsl UH-
BaJIN/I0B U 00YYaIOLIUXCS C OTPAaHUYEHHBIMH BO3MOKHOCTSMHU 3/10POBbSI U YUUTHIBATh UX MPU OpraHu-
3aMu 00pa30BaTEIBLHOTO MPOIECCa, NOJDKHBI BIAJETh MEJAarornyeCKUMU TEXHOJOTUSMU WHKITIO3HB-
HOT0 O0y4YeHHS M METOJaMU UX HCIOJIb30BaHUS B padoTe ¢ MHKIIO3UBHBIMH TPYIIIIaMu 00y4YaromnuXxcsl.
Heo6xoauMo mpenycMoTpeTh ISl HUX 00s13aTeNbHOE MPOX0KICHHE MPOopeCCHOHAIBHON Nepenoaro-
TOBKH WJIM TMOBBIIIEHUE KBaTU(UKALIUU B 007aCTH TEXHOJIOTHHA MHKIIO3UBHOIO 00pa30BaHUs, CIIELU-
AJBbHOM IEJarOTMKH WIIM CIIENUAIbHON IICUXOJIOTHH.

PykoBoauTeny NpakTUKH - MPEICTaBUTENN OpraHu3aluy, Ha 6a3e KOTOPOM MPOBOAMUTCS MpaK-
THKA: JOJKHBI UMETH OIBIT Pa0OTH HE MeHee | Toa Ha COOTBETCTBYIOIICH TOJDKHOCTU — JEIOTPOU3-
BOJAMTES, CEKpeTapsl, CrieUaNIncTa OTeNa KapoB, apXUBUCTA U TIp.

HacraBHuku - mpeicTaBUTeNu OpraHU3alMu, Ha 0a3e KOTOPOH MPOBOAMTCS MpaKTUKa (mpu
HaJIMYMM): JOJKHBI UMETh OMBIT paboThl HE MeHee | roja Ha COOTBETCTBYIOLICH JOKHOCTH JEIO-
MIPOU3BOIUTENIS, CEKPETapsl, CIICIIMATUCTA OT/IeIa KaJAPOB, apXUBHCTA U TIP.
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S5.KOHTPOJIb 1 OHEHKA PE3YJIbTATOB ITPAKTUKH

KonTpons M omeHka pe3yibTaTOB OCBOCHUS NPEAJUIUIOMHON TNPaKTHKH OCYIIECTBISETCS
PYKOBOJUTENEM NPAKTHKU B MPOLIECCE CAMOCTOSITENILHOTO BBIMOJHEHUS OOYyYaloIMMUCS 3aJlaHuH,
BBITTOJIHEHUS IPAKTHYECKUX PadoT.

B nepuon npoxoxaeHus mperIuiuioMHON MPakTUKKA oOydaroniuecs: o0s3aHbl BECTH JTHEBHHUK.
[To pe3ynpTaTaM MNpakTHKH OOYYaroOIIMICS AOIDKEH COCTaBHTh OT4eT. OTUET JOJKEH COCTOSATh U3
MUCBMEHHOTO OTYeTa O BBHIMOJHEHHH paboOT W MPHIOKEHUH K OTYETy, CBHUAETEIbCTBYIOUIUX O
3aKpEIUICHUM YMEHUW, TPHOOPETEHUH MPAKTHYECKOTO OmbITa, (HOpMUpOBAaHWUM OOHIUX U
npo¢eCCHOHATBHBIX KOMIIETEHIINH, OCBOCHUH IpodeccuoHanbHoro Moayis. K ordery mpumaraercs
aTTECTAllMOHHBIA JIUCT M XapaKTepUCTUKA OT PYKOBOAUTENS OpraHu3allly, Y4acTBYIOIIEH B
MIPOBE/ICHUY MPAKTUKU U JHEBHUK, OTPAXKAIOIINI €KETHEBHBIA 00BEM BBIMOJIHEHHBIX paloT.

[TucpMeHHBI OTYET O BBHINOJHEHUH pabdOT BKIOYAaET B ceOsd Cleayloule paslenbl: -
TUTYJIbHBIN JIUCT;

- COZIep)KaHUE;

- KpaTKas XapaKTepUCTUKA MPEIIpUITUS — 0a3bl MPAKTHUKH;

- IpaKTUYecKasl 4acTb;

- IPUIIOKECHHUS.

[TpakTryeckasi 4acThb OTYETa BKJIIOYAEeT MUChbMEHHBIE OTBETHI Ha BOIPOCHI, IMOCTABICHHBIE B
OTYEeTE COIVIACHO IMpOrpaMMe MpPaKTHUKUM MO MPO(UII0 CIEUUAIBHOCTH, KOHKPETHBIE DPACUETHI,
MIpUMEpBI, MPOU3BOJCTBEHHBIE CHUTYaI[Ud, O0Opa3llbl JTIOKYMEHTOB, 3allOJHEHHbIC OJNAHKU YYETHBIX
JOKYMEHTOB apXuBa, poTorpaduu pabodyero Mecta, apXuBa U Mp. MaTEpUAIIBI.

Qdopma oTueTa MO NOPEIIUIUIOMHONW TpaKTUKE pa3padaTbiBaeTcsi MPEnojaBaTesIsIMU
npoeCCUOHATBHBIX  TUCHMIUIMH U BbIIaeTCd OOydyaromMMcss B DJIEKTPOHHOM  BapHaHTe.
OObyuaromuiics mocie MPOXOoKACHHUsT MPAKTUKH MO TpaduKy 3allyIIaeT OTYET MO MpaKTHKe. 3alura
oT4eTa IO MPEJAUIUIOMHON MPAKTHKE BBIPAKACTCS B KPATKOM H3JIOKEHHUHU COJCP)KAaHHUS OTYeTa I10
MIPETUIIOMHON MTPAKTUKE U OCBOCHHBIX KOMIIETEHIIUH. ITOroM pakTUKU SIBJISIETCS 3a4eT.

[Tpu HeobxoaumocTH A uHBaNKAOB U Jull ¢ OB3 npexycmarpuBaercsi yBeJIMUeHUE BPEMEHU
Ha MOATOTOBKY K 3a4eTy, a TaK)Ke MPEeAOCTaBISETCs JOMOTHUTEIbHOE BpeMsl UIsl TOATOTOBKH OTBETA
Ha 3auerTe.

Bo3MoxHO ycTaHOBJIEHHE 0O0pa30BaTeIbLHON OpraHu3alel WHIANBUIYATbHBIX TpadUKOB
MPOXOXKJICHUS MPOMEXKYTOUHOW aTTecTaluy OOYyYaloUMMHCA HHBATUAAMU M OOYyYarOIIUMUCS C
OTrpaHUYEHHBIMUA BO3MOKHOCTSIMU 37]0POBbSI.

[Ipu HEOOXOOMMOCTH U OOYYAIOIIUXCS WHBAIMJOB M OOYYAIOUIMXCS C OTPaHUYCHHBIMU
BO3MOXXHOCTSIMU 3JIOPOBBSI ITPOMEXYTOUHAsl aTTECTAllMsl MOXET MPOBOJUTHCS B HECKOJIBKO 3TaIoB.
Jlist 3TOr0 PEeKOMEHIYETCsl HMCIIOJIb30BaTh PYOEKHBIH KOHTPOJb, KOTOPBIA SIBISAETCS KOHTPOJIBHOM
TOYKOW HO 3aBEPUICHUIO M3YYEHMsI MPAKTHK U €€ Pa3/esioB C LIEJbI0 OLEHUBAHUS YPOBHS OCBOCHHS
nporpaMMHOro Matepuana. @opMbl U CpPOK MPOBEIACHUS PYOEKHOIO KOHTPOJIS ONPEACISIOTCS
mpenojaBaTesieM (MacTepoM  IPOU3BOJCTBEHHOTO OOY4YEHMs]) C Y4YETOM HHAUBUAYAJIbHBIX
NCUXO(PHU3UUECKUX 0COOCHHOCTEH 00yJaroIXCsl.

®opma  KOHTPOJS Al OOy4arolIUMXCs YCTAHABIMBAETCS C YYETOM HMX HWHIUBUAYAIbHBIX
NCUXO(PHU3UUECKUX 0COOEHHOCTEH.

[TpakTHKaHTHI-MHBAMHABI M MpakTHKaHTBl ¢ OB3 nomkHBI OBITH 00€CTICUeHbI MEYaTHBIMU U
3JIEKTPOHHBIMHU pecypcamu B popMax, aIalTUPOBAHHBIX K OTPAHUYEHUSIM MX 3/10pPOBbSI U BOCIIPHUSITHUS
nH(popManuu:

- 151 JIMI ¢ HApYLIeHUsIMM 3PeHU:

B ITI€YaTHOU (hopMe YBETUUECHHBIM MIPUDTOM;

B (hopMe IIEKTPOHHOTO JJOKYMEHTA,;

- J1s1 M1l ¢ HApYWEeHUusIMU cJ1yXa nHopMauus NpeaocTaBJIsieTcs:

B IIeYaTHOH popme;

B (hopMe FIIEKTPOHHOTO JOKYMEHTA;
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- JIag 41 ¢ HAapYIIeHWsIMU ONOPHO-ABUTATEJILHOIO anmnapara uH(opMamnus npeaocras-

JIsieTcs:
B II€YaTHOM (opme;

B (hopMe EKTPOHHOTO JJOKYMEHTA.
Texymuii KOHTPOJIb YCHEBAEMOCTH U OLIEHKA PEe3yNbTaTOB MPOXOXKACHUS MPEATUIIIIOMHOM
MPAKTUKU OCYIIECTBIISIETCS PYKOBOJUTEISIMU MPAKTUKU OT TEXHUKyMa WJIM OpraHu3alluu B Ipolecce

BBITIOJTHCHUST 00 YJAIOIIMMUCS TTPAKTUUECKUX PadoT.

Pe3yabTaTnl 00yueHus
(oCBOECHHBbIE YMEHUS,
npuoOpeTeHHbIH
NPaKTHYECKHI ONBIT)

®opMbI U METOABI
KOHTPOJIA 1
OLIEHKH

Kpurepun oneHok (IIKaJIa OL[EHOK)

(OcBOeHHbIE YMEHUA

IIM.01

- TNPUMEHATh HOPMAaTHUB-
HbIE TPABOBBIC aKThl B
YIPABJICHUYECKON NIESTENb-
HOCTH;

- TOATOTaBJIMBATH IPOEK-
THl YIPaBICHUECKUX pe-
IICHUI;

- 00pabaThIBaTh BXOSIINE
U MCXOJSIINE TOKYMEHTHI,
CUCTeMAaTHU3UpPOBaTh WX,
COCTaBIISITh HOMEHKJIATYPY
nen u (GopMHpPOBATh [0-
KYMCHTHI B JIeTIa;

- TOTOBUTh U TIPOBOJUTH
COBEIIaHUS, JIeTTOBBIE
BCTpEUH, MPHEMBl U TIpe-
3CHTAIIHH;

- AY1 — odopmuare Tek-
CTOBBIE pabOTBI M COBEP-
maTh KOPPEKTYPHYIO
MPaBKY TEKCTOB;

- IY2 — opraHu3oBbIBaTh
paboTy ¢ JOKyMEHTaMmH,

coJieprKaIluMHU KOH(}H-
JCHINATIBHYIO WH-
dbopmaruio;

- AY3 — npuMeHsTh nMpaBo
Ha TIOHUCK, IIOJIYYCHUC U
HCIIOb30BaHne WH(MOpMa-
uu;

- V4 — s dexkTuBHO T1pO-
BOJIHTH JICIIOBYIO Oeceny.

[IM.02

- OpraHW30BHIBaTH Jiesi-
TCJIIBHOCThL apxXuBa C y4c-
TOM cTaryca W TpoQust
OpraHu3aIiiy;

Habmonenue B
nporecce
[IPaKTUYECKON
JeSITeIbHOCTH

O1ieHKa pe3ybTaToB
[IPaKTUYECKOU
NEeSITEIIbBHOCTH

O1ieHKa pe3ybTaToB
3adera

OueHka BbINOJTHEHUS

NPaKTHYECKOTI0 3aJaHMA:

- OLIEHKA «5» CTaBUTCS, €CIIH:

OOyuaromuiics caMOCTOSITEIHHO, TIOJTHOCTHIO

KaueCTBEHHO BBITIOJTHUII BCE ATaIbl
MPAKTUYECKOTO 3aJlaHusl, TOJYyYEeHO BEpHOE
IIPEICTABICHUE  PE3yJbTaTa;-  JOIYCKAeTCs
HE3HAYuTellbHAs IOMOIIb HACTaBHHUKA  OT
OpraHM3alMH.

- OLICHKA «4» CTaBUTCS, €CIIN:

- 3a/JlaHu€ BBINOJIHEHO IIOJHOCTBIO, HO IIpU
BBIMIOJIHEHUM  OOHApYXUJIOCh  HEIOCTaTOYHOE
BJIaJIcHHE HaBbIKAaMHU PabOTHI C MPOrpaMMHBIM
o0ecreyeHneM B paMKax IOCTaBJIEHHOW 3ajjauy;

- IMMpaBUJIbHO BBITIOJIHECHA 6OJ'II>H_Ia}I qacCTb
3ananus (cBbliie 75 %),

- 3alaHUuC BBITIOJIHEHO IIOJIHOCTHIO, HO
WCTIOJIH30BAHEI HanMEHee ONITUMAITLHBIC
MOoAXOJAbI ITPU BBIITOJIHCHUH.

- OIICHKA «3) CTaBHUTCS, CCITH:

- 3aJaHUuC BbIIIOJHCHO HEC IIOJHOCTBIO, HO

o6yqa}0mnﬁc;1 BJIaJ€€T OCHOBHBIMH HAaBbIKaMH

paboTbl Ha TPOTpaMMHBIM  oOOecrieueHHeM,
TpeOyeMbIMU /7S peIIeHUs

MOCTaBJICHHOU 3aJa4uu.

- CYIIECTBEHHO OBUIM HApyLIEHbl CPOKH

BBITIOJIHEHUS 3a/1aHUSL.

- OLIEHKA «2» CTaBUTCS, €CIIN:

- JIOMYIICHBI CYIIECTBEHHBIC OIIUOKH MPHU
BBIIIOJJHEHUM INIPAKTUYECKOI'O0 3aJaHus  WIH
3HAYUTENIbHAs 4YacTh pPa0OTHl BBIMOJHEHA HE
CaMOCTOSTEIIBHO.

Onenka 3auera

Ornenka "5"

- OTYETHAs JOKyMEHTaIus: 0(hOpMIICHA B TIOJTHOM
COOTBETCTBHUU ¢  TpeboBaHUSAMU u B
YCTAHOBJICHHBIN CPOK;

- JlaH TOJIOKUTEIbHBIM OT3BIB O MPOXOKIACHUHU
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- paborath B cHCTeMax
3JIEKTPOHHOTO  JIOKYMEH-
TOOOOPOTA;

- HUCHOJB30BaTh B Jies-
TEBHOCTH apXHWBa COBpE-
MEHHBIE  KOMITBIOTEpPHBIC
TEXHOJIOTUH;

- TPUMEHSTh COBPEMCH-
HbIE METOJIMKHA KOHCEpBa-
UM W peCcTaBpalud ap-
XHMBHBIX JJOKYMEHTOB;

- Y1 — opuenTupoBaThCs
B TPAaBOOTHONICHUSX B
cepe apXMBHOTO Jejia B
PO;

- Y2 — onpenensith co0-
CTBCHHUKOB ApXHUBHBIX
JTOKYMEHTOB;

- Y3 — opueHTHpOBaTHCA
B MHOroo0Opa3uu BHUIOB
apxuBoB PO;

- JIY4 — cocTtaBniaTh OT-
YeTHBIC W APYTHEe OCHOB-
HBIC JIOKYMEHTHI apXHBa;

- AYS - npoBoauUThH 3KC-
NEePTU3y LEHHOCTH JIOKY-
MEHTOB B apXHBaXx.

IIM.03

. MOJIrOTaBINBATh
MPOEKTHI YIPABICHUYECKHIX
pELICHHUI;

. 0o0pabaTsiBaTh
BXOJAILIME U UCXOASIINE
JOKYMEHTBI, = CHUCTEMAaTH-
3UpOBaTh X, COCTaBIATH
HOMEHKJIATYpy Jenl |
dhopMHUpPOBATh JOKYMEHTHI
B JIeJIa;

. VY1 cocraBnars u
oopMIIATE  OpraHu3aIu-
OHHO-PACMOPSATUTEIbHbIE
JOKYMEHTBI B COOTBET-
CTBUM C TpeOOBaHUSIMHU
I'OCT P 6.30-2003;

. JINY, MPOBOJUTH
PETUCTPALNIO TOKYMEHTOB
W co3laBaTth 0a3zy JOKYy-
MEHTAJIbHBIX JTAHHBIX;

. Y3 OCYIIIECTB-
JSTH OTEPAaTUBHOE XpaHe-
HUE JTOKYMEHTOB.

MPAKTUKU
- oOyuatommiics  OOHapyXHBaeT  BEpHOE
MMOHUMaHUE MPOPECCUOHATBHBIX 00S3aHHOCTEH.
Orenka "4"

- OTueTHas JIOKyMEHTaluus oOQopMIIEHa C
HE3HAYUTEIIbHBIMHU HAPYIICHUSIMU

- J1aH TIOJIOXKUTENIbHBII OT3BIB O NMPOXOKIECHUHU
MPAKTUKU

- o0ydyaromuiics HCIBITHIBAET TPYIHOCTH B
IIPUMEHEHUH 3HAHWM B HOBOW CUTyallMd, HE B
JOCTaTOYHOM Mepe HCIIOJIb3yeT CBSI3U C paHee
M3YYCHHBIM MaTEepHAIOM

Onenka "3"

- OTYEeTHas JOKYMEHTAaIMs 10 TIPaKTHKE
Mpe/ICTaBJIeHa B MOJIHOM O00beMe C HapylIeHUEM
CPOKOB;

- oOyuaromnuiicss OOHapy>KMBaeT TOHUMaHHUE
yuyeOHOro Marepuaja Tpud  HEJAOCTaTOYHOU
MTOJTHOTE YCBOEHHUsI 0a30BBIX WH()OPMAIMOHHBIX
TEXHOJIOTHI;

- B MEpUOJ NPAKTUKU OBbLIM pa3Hble 3aMeyaHHs
M0 TPYJOBOW JUCHHUIUIMHE ¥ TEXHOJOTUU
BBITIOJTHEHUS IPOU3BOICTBEHHBIX 3aJaHUIl
Orenka "2"

-OTCYTCTBYET WJIM IpEJICTaBjeHa HE B IMOJHOM
0o0BEME OTUETHASI JOKYMEHTAIIHUS TI0 IPAKTHKE

-B  TEpUOJA TPAKTUKA OOydJaOIIUNCS UMEN
JTUCIUIUIMHAPHBIE B3bICKAHUS

-OT3bIB IO MIPAKTUKE OTPHUIIATEIbHBIH
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[IM.04

-CaMOCTOSATEIbHO HUCKaTh
paboTy, HCHOJb3ys pas-
JUYHBIC WCTOYHUKH WH-
(dhopmaruu 0 BaKaHCHSIX;
-OpUEHTHPOBATHCS B CUTY-
alliM Ha pBIHKE TpyJa
CBOETO PETHOHA;
-COCTaBJISITh pE3IOME, CO-
MIPOBOAUTENHLHOE MUCHMO;
-CpaBHHBATh CBOM YMCHUS,
3HaHUS, KOMIICTEHIIHH,
JUYHOCTHBIC KauyecTBa C
NPUBEJCHHBIMU TpeOoBa-
HUSIMH pabOTOIaTEeNCH;
-BECTH OOIIEHUE, HMCIIOJIb-
3ysl pa3M4YHbIE TEXHUKU
TOBOPEHHUSI U CITyIIAHHUS,
-BpIOMpaTh Momenu (-
(eKTUBHOTO TIOBE/ICHUS HA
cobecemoBanuu  (MHTEP-
BbIO);

-COCTaBJIATh IUIAaH CBOEU
npoeCCHOHATBHON Kapb-
eppl (Ha Ommkaimyro u
CPEIHIOO MTEPCIIEKTUBY).

IIM.05

IIpoBoauTH aHAIU3 pHIHKA
U OCYHICCTBJIATH BBIOOD
BHJIAa J€ATEIbHOCTH
Paznuuate cyOBeKkTHI U
OOBEKTHl  TpeANPUHUMA-
TEJIECKOU NIEITENbHOCTH
Paznuuate ¢opmbl mpen-
MPUHUMATEIBCKOMN nes-
TENbHOCTHU

Haxonute Tepputopuainb-
HOE MECTOHAXO0XKJIECHUE
MpEINPUHUMATETbCKON
NEeSATEIbHOCTH
PaccuutbiBaTh  HE0OXoO-
JTUMBIE pecypchl ISl Op-
raHu3aluy MpearnpuHIMa-
TEJIbCKOU EATEIIbHOCTH
Haxomuth peiHKM cObITa
NPOAYKIUH (YCITYTH)
AHaJIM3UPOBATh PBIHOK M
OCYIIECTBISATH OTOOp TIO-
TEHIMAIbHBIX MOCTaBUIH-
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KOB
PazpabatbiBaTh (uHAHCO-
BBl IJIaH MpearnpuHUMa-
TEJIbCKOU EATEIIbHOCTH
PaccuutbiBaTh 00BEMBI U
CpOKHU HEO0XO0JMOT0
KpeauTa U TEeXHHUKO-
SKOHOMHYECKOE O0OOCHO-
BaHUE MOJyYeHUs KpeanuTa
IToaroraBiuBaTh JIOKY-
MEHThl Ha  [OJIy4eHUe
0aHKOBCKOT'O KpeanuTa
Bribupate  moaxopsIyto
rOCyJIapCTBEHHYIO  TPO-
rpaMMy MOAJEPKKH MaJio-
ro IpeINPUHIMATEIHCTBA,
[ToaroraBnuBaTh TEXHUKO-
SKOHOMHYECKOTO 0OOCHO-
BaHHSA YydYacTuss B TIpo-
rpaMMax  TOCYyJIapCTBEH-
HOW TOAJEPKKH Majoro
MpeaNPUHIMATEIHCTBA
PaccuuteiBath  puHaHCO-
BbIE MTOKA3aTeIH U MOKa3a-
TeTUu OILEHKU dS(PeKTHB-
HOCTH pearnpuHIMa-
TEIbCKON e TeIbHOCTH;
PazpabGareiBate  Ou3Hec-
TUIaH;

Cobuparh MmakeT yuypenu-
TEIbHBIX JOKYMEHTOB B
3aBUCHUMOCTH OT OpraHu-
3alMOHHO-TIPaBOBOM (pop-
MBI,

IIpoBoaNUTH aHAIU3 pHIHKA
MPEIOCTABIAEMbIX  yCIyT
Mo pa3paboTKe YCTaBHBIX
JIOKYMEHTOB;
PazpabatbiBaTh miaH c6o-
pa IOKYMEHTOB Ui rOCy-
JApCTBEHHOM  perucrpa-
11707 npearnpuHIMa-
TEIbCKOH eI TeIbHOCTH;
PazpabareiBath miian cOo-
pa TOKYMEHTOB JJisl Peru-
CTpalliu B OpraHax CTaTH-
CTHKH ¥  BO  BHe-
010 KETHBIX (hOHAX;
[Tons3oBatbes  uHGpOpPMa-
LIUOHHO-
KOMMYHHKATUBHBIMH ~ CH-
cTemMaMu, HWH(GOPMAIMOH-
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HO-TIPABOBBIMHM ~ CHCTEMa-
MU B cetu MIHTEpHET;
OpraHu3oBbIBaTh CBOIO
NEeSATEIbHOCTh KaK WHIU-
BHUIyaJIbHOTO TpPEIIPUHU-
Maresi WU KOJUIEKTHBA
OpraHu3alNH;
IInanupoBaTh CBOI0O Aes-
TEJIBHOCTh, JEATEIbHOCTb
KOJUIEKTHUBA;
VYcranaBnuBaTh TapTHEP-
CKHE CBSI3H;

3akiarouaTh  XO34MCTBEH-
HbIE OTOBOPA;
OTuuTHIBaTHCS 32 BEJICHUE
XO3SIICTBEHHOMN
NESATEIbHOCTH.

IIpuoOpeTeHHbI NPAKTHYECKHI ONBIT

-OpraHM3anud  JIOKyMEH-
TaI[MOHHOTO 00ecCreYeHUs
yOpaBiaeHUsT ¥ (QyHKIIHO-
HUPOBAHUS OpraHU3AINY;
-OpraHu3al ApXUBHON U
CIIPaBOYHO-
nH(pOpPMaMOHHON PabOTHI
o JOKYMEHTaM OpraHH-
3a1uy;

- IOMCKa paboTHI;

- ohopmITeHHS pEe3IOME;

- MPOXOXKJICHUSI UHTEPBBIO
U cobecemoBaHus C IIO-
TEHIMATBHBIM  PaboTO/a-
TeNeM;

- TUTaHHpOBaHMS Mpodec-
CHOHAJIbHOW Kaphephl;

-ITpoBenenus aHajauz3a
pbIHKA W  ONpPEACNICHUS
CcBOOOIHBIX PBIHOYHBIX
HUIII

-Bribopa 3¢ dexruBHOTO
BUJA JIEATENBHOCTH Ha
PBIHKE.

-Onpenenenus cyObekTa u
OOBEKTOB MpeANpPUHUMA-
TEJILCKOU IEITEILHOCTH.

-Onpenenenus bopm
MpEINPUHUMATETbCKON
ACATCIIbHOCTH.

-Onpenenenne HeoOXO0aH-
MBIX PECYPCOB JIsl pa3BH-
THS ~ TPeINPUHUMATEIb-
CKOM JIeATSIILHOCTH.

HaOmronenune B
npoiiecce
MPAKTUYECKOU
ACATCIIbHOCTU

Onenka pe3ynbTaToB
MPAKTUYECKOU
JeSITeIbHOCTH

Onenka pe3ynbTaToB
3ayeTa
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-Onpenenenus

TH).
-IToucka

Bapa (ycnyrn).

-Pa3paboTku ¢puHaHCOBO-

I'0 IIJIaHa.

-ITo oOecneuenuto crap-

tama (daHapai3uHT).

-Pa3paboTku sxoHOMUUE-
s dexTuBHOCTH

CKOH
MIpEAIPUHUMATEIBCKON
JESTEIBHOCTH
-PazpaboTke
IJ1aHa

-IIoAroTOBKM TOKYMEHTOB
JUISl TOCYAApCTBEHHOM pe-

TUCTpalH

-IToAroTOBKM JTOKYMEHTOB

IS perucrpanuu

OpraHax CTaTUCTHKH U BO
BHEOIO/DKETHBIX (hOHIAX

PBIHKOB
cObiTa mponykuuu (yciy-

IIOCTAaBIIHMKOB

Uil o0ecredeHust pecyp-
caMi U NPOJABUIKCHHA TO-

ousHec-

B

Pe3yabTaTsl OcHoBHbIE MOoKa3aTeau | PopMbI M MeTOAbI KOH- Kpurepun
(ocBOeHHBIE 00IIME OLICHKH pe3yJibTaTa TPOJISl U OLIEHKH OLICHOK (IIKAaJa
KOMIIETEHLIMH) OIEHOK)
O0uue KOMNETEHUNH
OK 1. ITounmats - aprymeHtupyer cBoi | HaGmonenue u onenka aeit- | Orenka
CYITHOCTb U BEIOOp B mpodeccHuo- | CTBHM Ha MTPEIIUIUIOMHON | «OTIHMYHO -
COLIMAJIbHYIO HaJIBHOM  CaMooINpe/e- | MPaKTUKE, coJiep>KaHue
3HAYUMOCTH CBOEH JICHWH, WHTEpIpeTausi  pe3yabTa- | oT4eTa
Oynymieii npodeccuu, | - OompenenseT COIHalb- | TOB HAONIOACHHWN 3a Jes- | BBIAEPIKAHO.
MPOSIBIISATH K HEH HYI0 3HAYUMOCThb TIPO- | TENRHOCTBIO oOyuaromierocs | [IpencraBieHsl Bce
YCTOWYMBBINA UHTEpEC | (heCCHOHATBHOMN Jes- | Ipd  OCYIIECTBICHUU MPO- | U3YYEHHBIE
TEIbHOCTH; (eccroHaTbHON JIeATENIbHO- | OOBEKTHI B
- BBINOJHSET CaMoOaHa- | CTU Ha MPEJAUINIOMHON | COOTBETCTBHUHU C
a3 TpoeCCUOHATBHOMN | MPAaKTUKE | 3allluTe IMpel- | MporpaMMon
MPUTOTHOCTH. JTUTUIOMHON MTPaKTUKU MIPAKTUKU.
OK 2. - BeIOMpaeT U npuMeHs- | HabmoneHue u onenka neit- | OLeHka «xopoumo»
Opranu3oBbIBaThH €T METOAbl M CIOCOOBI | CTBUM Ha NPEIAUILUIOMHOH | - COAEpKAHHE
COOCTBEHHYIO pemieHust  mpodeccuo- | MPaKkTUKE; oTyera
NeSITeNIbHOCTb, HaJIbHBIX 3371a4 B 00Ja- | HHTEpIpETalusi  pe3ysbTa- | BhIIEPIKAHO.
BBEIOMpATH THIIOBHIC CTH OpraHm3alli¥ JOKY- | TOB HaOmoaeHwWit 3a nes- | Jeaonpou3BoACTB
METO/IbI U CIIOCOOBI MEHTAIIMOHHOTO  00ec- | TebHOCThIO O0YUaIOIIErocs | EHHbIE U apXUBHEIE
BBITIOJTHEHUS MEYCHUS YIIPABJICHUS W | IPU OCYIIECTBICHUH TMPO- | OIEpalUU
po¢eCCHOHATHHBIX (GyHKIIMOHUPOBaHUS Op- | PecCHOHAIBHON NeATENbHO- | IOATBEPKACHBI
3a/1a4, OIICHUBATh UX | TAHU3AIINU; CTH HA TMPEITUIUIOMHON | JOKYMEHTaIbHO,
3¢ (HeKTUBHOCT U - CaMOCTOSITENIbHO OIle- | MPAaKTUKE U 3allluTe Mpel- | HO eCTh
KaueCTBO HUBaeT J(PPEKTUBHOCTH | IUIIIOMHON MPAKTHKHU HE3HAYUTEIIbHBIC
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M Ka4yeCTBO BBINOJHEH-
HOU paboThI;

- ompenmensieT  MYyTH
YCTpAaHEHUS!  BBISBIICH-
HBIX OTKJIOHCHUH.

OK 3. [Ipunumars
pemIeHus B
CTaHIApTHBIX U
HECTaHIapTHBIX

CUTyalludX U HCCTU 3a
HUX OTBETCTBCHHOCTH

- ONHUCHIBACT CUTYAIUIO
U Ha3bIBaeT IPOTHBOpE-
qus;

- OIICHMBAeT MPHUYUHBI
BO3HUKHOBEHHUS CHUTYya-
LN

- HaxoJuT MYTH perie-
HUSl CUTYyallUd U MoAOuU-
paeT pecypchbl (MHCTpY-
MEHT, HuH(opMaNul U
T.II.) HEOOXOJIUMBIE JIJIs
pa3pelieHus CUTyaluu;

- Oeper Ha ce0s OTBET-
CTBEHHOCTD 3a IMIPUHSTOE
pelieHue.

HaOmronnenne u orieHka Jeii-

CTBUH Ha MNPEIIUTLIOMHOU
MPaKTHUKE;
WHTEpIpeTaIus  pe3yiabTa-

TOB HaOmIOOeHWH 3a mdesd-
TEITLHOCTHIO O0YYaIOIIETOCs
MpU  OCYIIECTBICHUU TIPO-
(heccroHaTBHON NEeATeNbHO-
CTH Ha MPEeAAUINIOMHON
MpaKTUKE W 3alluTe Tpe.-
JUTUIOMHOU IPAKTUKHU

OK 4. Ocy1iiecTBasiTh
MOUCK U

- mpoBoaUT 3(PdeKTuB-
HBIII IIOMCK HEOOXOIH-

HaOmronenne 1 olieHKa Iei-
CTBUM Ha MPEAAUINIOMHON

HCIIOJB30BaHUE Mol wmH(pOpMaIuu, ucC- | MPAKTHUKE;

nH(popmManuy, MOJIb3YSl PA3JIMYHBIC UC- | HHTEPIPETAllUs  pe3ylibTa-
HEOOXOIMMOM IS TOYHUKHA  JIMTEPATYphl, | TOB HAOIIOJACHHUN 3a Jesi-
3¢ HEeKTUBHOTO BKJIIOYAsl 3JICKTPOHHBIC; | TEIBHOCTHIO 00YYaroUIerocs
BBIIIOJTHEHHS - ONpeaenseT COOTBET- | IPH OCYIIECTBICHUH TPO-
npo¢eCcCHOHATBHBIX cTBHE HMH(OpMaIuM 1o- | PecCHOHANBHON JesTeTbHO-
3ajad, CTaBJICHHOH 3a7aue; CTU Ha MPEIIUTLIOMHOU
po(ecCHOHATLHOTO U | - OIICHUBAET IMOJIHOTY U | IPAaKTUKE U 3alluTe Tpel-
JIMYHOCTHOTO JIOCTOBEPHOCTh HMH(OP- | TUTITIOMHOU MPAKTHKH
pa3BUTHS MaIliu.

OK 5.Ucnons30BaTh - TMOKa3bIBaeT pe3ynbTa- | HabmroneHue u orneHka aei-
nH()OPMAIIMOHHO- THUBHOCTb CaMOCTOsI- | CTBUM Ha TMPEAAUIIIIOMHOMN
KOMMYHUKAITMOHHBIC | TEIBHOW  paOOThI  TO | IPAKTHKE;

TEXHOJIOTUH B MPO- OCYIIECTBIICHUIO TIOWCKA | HHTEPIPETAIlUs  pe3ylibTa-
(heccroHaIbHOM uHpopManuu B CETH | TOB HAOMIOJCHWA 3a Jesi-
JEATEIIbHOCTH WHTepHET M pa3iNMyHBIX | TEIBHOCTHIO 00YJArOIIErocs

3IEKTPOHHBIX
X,

- HCIONB3YET CPEeAcTBa
WUT ngnga  wu3BlIeueHwHs,
00pabOTKN W XpaHCHHS
uHpOpMaLnu;

- mpeacTaBisieT uH)oOp-
MAaIUI0 B  Pa3IAYHBIX
dbopmax.

- pabotaet ¢ mpodeccu-
OHAJILHBIMM  IIpOrpam-
mMamu KoHcynpTaHT U
["apanT.

HOCUTC-

MPU  OCYIIECTBICHUU TIPO-
(heccHoHaTbHOU JesATeNbHO-
CTU Ha MPEIIUTLIOMHOU
MPAKTUKE U 3alluTe Tpen-
JTUTUIOMHOW MPAKTUKHU

OK 6. PaGorars B

- NPOSBJIAET KOMMYHHU-

HaOmronenne u orieHka Jeii-

3aMevaHus.
Orenka
«YIOBJIETBOPUTEIH
HO» - COJlepKaHue
oT4eTa BBICPIKAHO
HE B IIOJJHOM
o0BeMe.
Henocrarouno
MTOATBEPIKICHBI
JEJIONPOU3BOJICTBE
HHBIE ¥ apXWBHbBIC
oriepar.
[IpocnexuBaercs
HEYBSI3Ka MEXKITY
BBITAHHBIM
3a7aHuEeM U
MIPEACTABICHHBIM
pe3yIabTaTOM.

Ouenka
«HEYIOBJIETBOPUTE
JTBHO -
coJiep>KaHue
oTYeTa He
BBIJIEP>KAHO.
OTCyTCTBYIOT
MTOITBEPIK TAIOIITUE
JOKYMEHTBHI,
BBHITIOJTHEHHBIC
pabotel. Hanmune
MHOKECTBEHHBIX
3aME4YaHuil 1o
KauecTBY
BBITIOJTHEHU S
oTYeTa.
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KOJIJICKTHBE U
KoMaH[e, 3P (HEeKTUBHO
o0maTecs ¢
KOJIJIETaMH,
PYKOBOJICTBOM,
MOTPEOUTENIMU

KaOeJbHOCTh, OECKOH-
(IMKTHOCTB, TOJIEPAHT-
HOCTb BO B3aWMOJEH-
CTBUU C KOJUIETaMH, PY-
KOBOJICTBOM W IIeIaro-
raMu;

- BEJIET JICJIOBYIO Oeceny
B COOTBETCTBUHU C ITHU-
YECKMMH HOPMaMH.

CTBUH Ha MNPEIIUILIOMHOU
MPaKTHUKE;

HUHTEpHOpeTanus pe3yJibTa-
TOB HaOmIOOeHWH 3a mdesd-
TEITLHOCTHI0 O0YYaIOIIETOCs
NP OCYIIECTBICHUU MIPO-
(dheccroHaIBHON NEeATeNbHO-
CTU Ha MPEeAAUINIOMHON
MpPAaKTUKE U 3alIUTE Tpea-
JUTUIOMHOW IPAKTUKHU

OK 7. bpatb Ha cebst
OTBETCTBEHHOCTH 32
paboTy 4ICHOB
KOMaH/Ibl
(MOTYMHEHHBIX ),
pe3ynbTar
BBIIOJIHEHUS 3aJaHUN

- CTaBUT 3aJauyM Iepen
KOJUIEKTUBOM (rpyn-
noi);

- opraHusyet paboTy 1o
BBINOJIHEHUIO 33JaHUsl B
COOTBETCTBUM C  UH-
CTPYKLMSMU;

- TIPOBOJUT CaMOAHAIIN3
U KOPPEKIHIO pe3ysbTa-
TOB paOOTHI YIEHOB KO-
MaH/1bl

HaOmronenne u olieHKa Iei-
CTBUM Ha MPEIIUILIOMHOU
MIPaKTHKE;

WHTEpIpEeTaIysl  pe3ybTa-
TOB HAOJNIOAEHUHA 3a naes-
TEIHHOCTHI0 00YyYaroIIerocs
MPU  OCYIIECTBICHUU TIPO-
(heccHoHaTbHOU JesATeNbHO-
CTU Ha MNPEIIUTLIOMHOU
MPAKTUKE U 3alluTe Tpen-
JUTUIOMHOW MPAKTUKHU

OK 8.
CamocTosITenbHO
OTIpEETISATH 337291
PO ECCHOHAIBHOTO U
JTUYHOCTHOTO
pa3BUTHSI, 3aHUMATHCS
caMoo0pazoBaHuEM,
OCO3HaHHO
IUTAHUPOBATh
TIOBBIIIICHUE
KBTM(DUKAITHH.

- aHaNM3UpyeT  Co0-
CTBEHHBIC CHJBHBIC U
cy1abble CTOPOHBI;
-OTpesieNsieT  MepCIeK-
TUBBl  TNpodeccruoHab-
HOTO H JIMYHOCTHOTO
pa3BUTHS;

- TOKa3bIBACT BIIAJICHUE
HaBBIKAMH CaMOOpPTraHU-
3allid M TPUMEHSET HX
Ha IPaKTUKE

HaOmronnenne u orieHka Jeii-
CTBUH Ha MPEIIUTLIOMHOU
MPaKTHUKE;

WHTEpIpeTaIus pe3yiabTa-
TOB HaOmIOmeHWH 3a mdesd-
TEITLHOCTHI0 O0YYaIOIIETOCs
MpU  OCYIIECTBICHUU IIPO-
(dheccroHaIBHON NEeATebHO-
CTH Ha MPEeAAUINIOMHON
MpaKTUKE W 3alluTe TPe.-
JUTUIOMHOU IPAKTUKHU

OK 9.
OpueHTHpoBaThCs B
YCJIOBHUSIX YaCTOU
CMEHBI TEXHOJIOTHI B
npo¢eCcCuOHATBHON
e TETbHOCTH.

- ompezenser TEeXHOJIO-
TUH, WCIONb3yeMble B
npodeCCHOHAIbHON  Jie-
SITETTLHOCTH;

- OmpeeNseT yCIOBUs U
pE3yNbTaThl YCHEIIHOTO
NPUMEHEHUS  TEXHOJO-
TUM.

HaOmronenne u olieHKa Iei-
CTBUM Ha MpPEAAUINIOMHON
MIPaKTHKE;

WHTEpIpEeTaIysl  pe3yibTa-
TOB HAOJNIOAEHUHA 3a naes-
TEIBHOCTHIO 00YyYaroIIerocs
MPU  OCYIIECTBICHUU TIPO-
(heccHoHaTbHOU JesATeNbHO-
CTU Ha MPEIIUTLIOMHOU
MPAKTUKE U 3alluTe Tpen-
JUTUIOMHOW MPAKTUKHU
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Pe3yabTaTnl 00y4ye-
HUS
(ocBoeHHbIE Mpodec-
CHOHAJIbHbIE KOMIIe-
TEHI[UH)

OcHoOBHBIE ITOKAa3aTe-
JIM OLlEHKH pe3yJibTa-
Ta

DopMbI 1 METOAbI
KOHTPOJIs
U OLIEHKH pe3yJbTa-
TOB 00y4eHHUs

Kpurepun oueHok
(1IIKaJIa OLeHOK)

Bun npogeccuoHaNbHOM AeATEIBLHOCTH:
IIM. 03 BbinosiHeHHe PadOT MO OHON MJIM HECKOJbLKHUM Npodeccusim padbounx,
HOJIKHOCTSIM CJIYKALIMX

IIpo

eCCHOHAJIbHbIEe KOMIIETEHIIUHM M TPY/10Bble GYHKIIUM

I[IK 1.1. Koopaunupo-
BaTh pabOTy OpraHm3a-
Ui (IpUEeMHON pyKO-
BOJIUTEJS), BECTH TPH-
eM MIOCETUTENIEN

(A/02.3)

Opuenrtupyercs B
JIOJDKHOCTHOM — Uepap-
XUU B OpraHu3aly;
Bnaneer moHATHAMH B
pa3Iu4Yuu TOJKHOCTEN
KaTeropuil cekperapei,
JETONPOU3BOIUTENEHN
1 UX 00SI3aHHOCTSIMU;
Opranmzyer  pabory
MPUEMHON  PYKOBOJM-
TS

OpraHuszyer u MpOBO-
JUT TIPUEMBI, KaK CBO-
UX COTPYJIHUKOB, TaK U
COTPYAHUKOB  JIPYTUX
bupM, B TOM YHCTIE H
JeJIeralui.
PammonansHo KOOpau-
HUpYeT paboThl MO Op-
TaHU3aluu U BEJICHUIO
[IprueMa IOCETUTEIIEH.
Cocragmsier KapTy
MapuIpyTH3alHUK T0oce-
TUTENEH.
Ocy1iecTBisIET MOAro-
TOBKY U TIPOBEICHHE
IIpueMa IOCETUTEIICH;

HaOmronenne 1 oneHka
JNEUCTBUUA Ha Mpeaau-
IIJIOMHOM IIPaKTHKE;

WHTEpIpeTaIns pe-
3ynbTaToB  Halmroze-
HUH 3a OESITEILHOCTBIO
oOyyaromerocsi  IpHu
OCYIIECTBICHHH  IIPO-
dbeccruoHanpHOM  Jes-

TEIbHOCTU Ha NPEIJIH-
IJIOMHOW NPAKTUKE U
3aIUTE MPEAJUIIIIOM-
HOH IIPAKTUKH

[IK 1.2. OcymecTBisTh
paboTy MO MOJATOTOBKE
U TIPOBEICHHUIO COBE-

[IaHuH, NEIIOBBIX
BCTpEY, MPUEMOB U
Mpe3eHTalMI

KauectBenno monaro-
TaBJIMBACT U MPOBOJIUT
COBEIIaHUs, JIETIOBBIC
BCTpPEUYH, TMpPUEMBl U
MPE3EeHTALIUH.
CocraBisier mnporpam-
My MpOBEAEHUs MAeIOo-
BBIX MIEPETOBOPOB.
CocraBisieT TpPOTOKOJ
COBEIL[aHUSl.

HaOmronenne 1 omeHka
JNEUCTBUUA Ha Mpeaau-
IIJIOMHOM IIPAKTHKE;

WHTEpIpeTaIns pe-
3yNnbTaToB  Halmroze-
HUH 3a OESITEILHOCTBIO
oOyyaromerocsi  IpHu
OCYIIECTBICHHH  IIPO-
deccuoHanpHOM  Jes-

TEIBHOCTU Ha NPEIJH-
IJIOMHOW NPAKTUKE U
3aIUTE MPEAJUIIIIOM-
HOM IIPAKTUKH

O1neHKa BBINOJHEHHS
NMPAKTUYeCKOro 3aaa-
HHUA.

- OILICHKA «5» CTaBHTCH,
€CIIH:

OOyuarommiicss caMo-
CTOSTEIILHO, MIOJIHO-
CTBI0 M KadeCTBEHHO
BBIIIOJIHUAJI BCE JTaIlbl
MPaKTUYECKOro  3aja-
HUSl, TOJYYCHO BEPHOE
MIPE/ICTABJICHHE pe-
3y/lbTaTa;- JOMYyCKaeT-
co HE3HAYUTEIbHAas
IIOMOII[b ~ HACTaBHHUKA
OT OpPTaHHU3aIINH.

- OIICHKA «4» CTaBUTCH,
€CIIH:

- 3aJaHHE€ BBIIOJHEHO
MOJIHOCTBIO, HO TIPH
BBITIOJIHEHUH  OOHApY-
JKHJIOCh  HEJO0CTaTou-
HOC BIIAJCHHE HAaBhI-
KaMH paboThl C Mpo-
IrpaMMHBIM obecrieue-
HAEM B paMKax IIO-
CTaBJICHHOM 3a7a4M;

- TIPAaBWJIHHO BBITTOJTHE-
Ha OojblIast 4acTb 3a-
nanus (cBoie 75 %),

- 3aJaHHE€ BBIIOJHEHO
MOJIHOCTRIO, HO  MC-
M0JIb30BaHbl HAaUMEHEE
ONTUMAJIBHEIE TOJXO-
JTbI TIPH BBITIOJTHEHHUH.

- OIIEHKA «3» CTaBHTCH,
€CIIH:

- 3aJaHu€ BBLINTOJHEHO
HE IIOJHOCTBIO, HO
oOydJaronuiics BiIajaeeT
OCHOBHBIMH HaBBIKAMU
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[IK 1.3. OcyiiecTBasiTh
MOATOTOBKY ACIOBBIX
MOE370K PYKOBOIUTENS
U IPYTUX COTPYAHUKOB
OpraHu3alliH.

OnepaTuBHO MOATO-
TaBJIMBAET JICIOBBIE
MOE3/IKH PYKOBOIUTEIIS
U JPYTUX COTPYJHUKOB
OpraHu3aIiy.
CocTaBiisteT ILUIaH Je-
JIOBOM MOE3JKU PYKO-
BOJUTEIS B TIPEIJIO-
JKEHHOU CUTYaIluH.
OdopmisieT KOMaHU-
POBOYHOE YJIOCTOBE-
peHue B MpEeaJIOKEH-
HOMW CHUTYallUH.

HaOmronenne u oreHka
JNEUCTBUH Ha Mpeaau-
IJIOMHOU MPAKTHUKE;

HWHTEPIIPETAIHS pe-
3yJIbTAaTOB  HaOIIOJIEe-
HUM 3a OeSITEIbHOCTHIO
oOydJaromierocss ~ Ipu
OCYIIIECTBICHUH  TIPO-
dbeccuonanpHON  fes-

TEIBHOCTU Ha INPENIHN-
IJIOMHOW TPaKTHKE U
3alUTEe MNPENIUIIIOM-
HOW MPAKTUKHU

IIK 1.4. Oprann3oBsl-
BaTh pabouee MeCTo
ceKkpeTapsi U pyKoBO-
TUTEIS.

PanuonansHO opranu-
3yeT paboyne mecTa
CeKpeTaps U pyKoBO-
JTUTEJIS.

Brinonnser npoekTu-
poBaHue paboyero me-
CTa CeKperaps U pyKo-
BOJIUTETIS.
OnTumanbHO BBIOHpa-
eT Mebenb u 000py10-
BaHHe I paboyero
MecTa ceKpeTraps U py-
KOBOJIUTEJIS;
ColmromaeT caHuTap-
HBIC HOPMBI U TEXHHUKY
0e30MacHOCTH TpH
yCTpOHCTBE 0UCHOTO
IPOCTPAHCTBA

HaOmronenne 1 omeHka
JNEUCTBUUA Ha Mpeaau-
IIJIOMHOM IIPAKTHKE;

WHTEPIpETAINs pe-
3ynbTaToB  Halmroze-
HUH 3a OeSITEILHOCTBIO
oOyyaromerocsi  IpHu
OCYIIECTBICHHH  IIPO-
dbeccuoHanpHOM  Jesi-

TEIBHOCTU Ha NPEIJH-
IJIOMHOW NPAKTUKE U
3aIUTE MPEAJUIIIIOM-
HOH IIPAKTUKH

I1K 1.5. Odopmuars u
pETHCTpUpPOBATh Opra-
HU3AI[OHHO-
pacnopsiTUTEIbHbIC
JTOKYMEHTBI, KOHTPO-
JUPOBATh CPOKH MX
UCTIOJTHEHUSI.

Bnaneer texnukoi
odopMIICHUS MAIIIUHO-
MUCHBIX TEKCTOB.
CamocTrosTenpHO co-
3/1aeT OJaHKU JOKY-
MEHTOB.

KauectBenno odopm-
JSIeT PEKBU3UTHI JOKY-
MEHTa Ha OCHOBAaHHUH
tpeboBanuit [OCTa P
6.30-2003 YCA.
YCOP/I. TpeboBanus
K O()OPMIICHHIO JTOKY-
MEHTOB.

Cocrasnusier u ohopm-
JSIeT OpraHu3aluoOHHO-
pacnopsuTeabHbIe
JIOKYMEHTBI B COOTBET-
CTBHH C TPEOOBaHUSIMHU

HaOmronenne 1 omeHka
JNEUCTBUUA Ha Mpeaau-
IIJIOMHOM IIPAKTHKE;

WHTEPIpETAINs pe-
3ynbTaToB  Halmroze-
HUH 3a OESITEILHOCTBIO
oOyyaromerocsi  IpHu
OCYIIECTBICHHH  IIPO-
dbeccuoHanpHOU  Jes-

TEIBHOCTU Ha NPEIJH-
IJIOMHOW NPAKTUKE U
3aIUTE MPEAJUIIIIOM-
HOH IIPAKTUKH

paboThl Ha MpOTpaMM-
HBIM  OO€ecCIIeUeHUEM,
TpeOyeMbIMU IJIsI  pe-
HICHUS

IIOCTaBJICHHOHN 3a/1auu.
- CYIIECTBEHHO ObUIH
HapyIICHbl CPOKH BbI-
MOJTHEHUS 3aJaHusl.

- OILICHKA «2» CTaBHTCH,
€CJIH:

- JIOmyILIeHbl Ccylle-
CTBEHHbIE OLUIHMOKU MPU
BBIMIOJTHEHUH  TPAKTHU-
YECKOTO 3aJaHUS WJIHU
3HaYUTeNlbHAs  4acTb
paboThI BHITIOJTHEHA HE
CaMOCTOSITENILHO.

Onenka 3ayera
Ouenka "5"

- OTYeTHas JIOKyMEH-
Tanust opopmiieHa B
MOJIHOM COOTBETCTBUU
C TpeOOBaHUSAMH U B
YCTaHOBJICHHBIN CPOK;
- JIaH NOJIOKUTEILHBIN
OT3bIB O MPOXOXKIACHUU
MPAKTUKU

- oOyuwarommiics oOHa-
pY)KUBaeT BEpHOE TIO-
HUMaHUE mpodeccro-
HaJIbHBIX  OOS3aHHO-
CTEH.

Onenka "4"

- OTuYeTHas JOKYMEH-
tanust  oopmieHa ¢
HE3HAUYUTEIbHBIMU
HapyILICHUSIMHU

- JIaH NOJIOKUTEILHBIN
OT3BIB O MPOXOXKJIECHUU
MPAKTUKU

- 00y4JaroIIHIiCs UCITbI-
TBIBA€T TPYIHOCTH B
MPUMEHEHUU 3HAHUUN B
HOBOHM CHUTyalluM, HE B
JIOCTaTOYHON Mepe uc-
MOJIb3YeT CBSI3U C pa-
HEe M3y4yeHHBIM MaTe-
puanom

Onenka "3"

- OTuYeTHasg JOKYMEH-
Tausi IO IPAKTHKE
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HOPMAaTUBHBIX aKTOB U
MOHSITHEM IOpUITYIC-
CKOM CWJIBI TOKYMEHTA.
Kpanuduimpoanno
odopMIISET U peru-
CTpUPYET OpraHU3aIH-
OHHO-
pacnopsauTeNbHbIC
JIOKYMEHTBI, OCY-
HIECTBIISIET KOHTPOIIb
CPOKOB UX HCIIOJIHE-
HUSL.

CocraBnser u odopm-
JSET PETUCTPALMOHHO-
KOHTPOJIbHYIO KapTOuY-
KY Ha JOKyMEHTHI.
OcymiecTBisieT  KOH-
TPOJb 32 CBOCBPEMECH-
HbIM M TOJHBIM HC-
MOJTHEHUEM  TIopyuYe-
HUM, OTPAKCHHBIMU B
JIOKYMEHTAaX.

IIK 1.6. O6pabaTbiBaTh
BXOJSIIME U HCXOAS-
Mye JOKYMEHTHI, CH-
CTeMaTH3UpPOBaTh  HX,
COCTaBJIATh HOMEHKJIa-
Typy Zen u (GpopMHpo-
BaTh JOKYMEHTHI B Jie-
na.

OnepatuBHO  00Opaba-
THIBAaCT BXOJAIINE U
UCXOJIINE JOKYMEH-
ThI, TIPOCTABIISIET COOT-
BETCTBYIOIINE OTMETKHU
Ha JIOKYMEHTaX.
CamocrositensHO  op-
MUpPYET JOKYMEHTHI B
nena.

IIpoBoaut cucrematu-
3alUI0 JTOKYMEHTOB C
Y4ETOM MPU3HAKOB HX
CUCTEMAaTHU3all1H.
BocnpousBogut  ¢op-
My HOMEHKJIATyphI
Jedt.

HaOmronenne u oreHka
JNEUCTBUH Ha Mpeaau-
IJIOMHOU MPAKTHUKE;

UHTEPIIPETAIHS pe-
3yJbTAaTOB  HaOrOJIEe-
HUM 3a OeSITEIbHOCTHIO
oOydJaromerocss  Ipu
OCYIIIECTBICHUH  TIPO-
dbeccuoHanpHON  fes-

TEABHOCTH Ha INPEAIHN-
IJIOMHOW TPaKTHKE |
3alUTe NPENIUIIIOM-
HOU MPAKTUKHU

[IK 1.7. CamocTos-
TeJNBbHO paboTatk C 110-
KyMEHTaMH, COJIeprKa-
IIUMH KOH(HIeHIH-
ATbHYI0 HH(HOPMAITHIO,
B TOM YHCIIE C IOKY-
MEHTaMH TI0 JINYHOMY
COCTaBy

KommerentHo pabora-
€T C JIOKyMEHTaMH, CO-
JIepKaMHA  KOH(H-
JeHLIUANbHYI0 HH)OP-
MaIMio, B TOM YHCIE C
JOKYMEHTaMH 1O JIU4-
HOMY COCTaBYy.
CocraBnsier  mpaBuia
paboThl C JTOKyMEHTa-
MU, COJIEpIKAIIMMHU
KOH(pHICHIIHATbHYIO
UH(OPMAILIHIO.

HaOmronenne u oreHka
JNEUCTBUH Ha Mpeaau-
IJIOMHOU MPAKTHUKE;

HUHTEPIPETAIHS pe-
3yJIbTAaTOB  HaOIIOJIEe-
HUM 3a OeSITEIbHOCTHIO
oOydJaromerocss  Ipu
OCYIIIECTBICHUH  TIPO-
dbeccuoHanpHON  fes-

TEABHOCTH Ha INPEAIHN-
IJIOMHOW TpPaKTHKE U
3alUTEe MNPEeNIUIIIOM-
HOW MPAKTUKHU

I1K 1.8. OcymiecTBasiTh

OnepatuBHO U Kaue-

HaOmronenue u oueHka

npejcTaBjicHa B IIOJ-
HOM o0beMe ¢ Hapy-
IICHUEM CPOKOB;

- oOyuarommiics oOHa-
PYXHBaeT TIOHUMaHHE
yuyeOHOTO  MaTepuaia
npu HEI0CTaTOYHOU
NOJTHOTE YCBOEHUs Oa-
30BBIX HH(OpPMAIUOH-
HBIX TEXHOJIOTHH;

- B TEPUOJ TPAKTHKH
ObuIM pa3Hble 3ameya-
HUS 110 TPYJOBOM AHC-
[UIUIMHE W TEXHOJO-
THH BBITOJHEHUS TIPO-
W3BOJICTBEHHBIX  3aJla-
HUU

Onenka "2"
-OTCYTCTBYET 1581051
NpelCTaBlICHa HE B

IIOJJHOM 00BbeMe OT-
YeTHast JOKYMEHTAIIUs
O TIPAKTUKE

-B TEPHOJ TPAKTUKH
oOyyJaromuiics  UMen
TUCITUTLINHAPHBIE
B3BICKAHUS

-OT3bIB TI0 TIPAKTHUKE
OTPULIATEIILHBIN
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TenedoHHOE 00CTYKH-
Banue (A/01.3), npu-
HUMATh U Tepe1aBaTh
(akchl.

CTBEHHO OCYIIECTBIIIET
Tesne(hOHHOE 0OCTYXKHU-
BaHME, TNPUHAMAET U
nepeaaeT Gaxcol.

JNEUCTBUUA Ha Mpeaau-
IIJIOMHOM IIPaKTHKE;
MHTEPIIpETaLNs pe-
3ynbTaToB  Halmroze-
HUH 3a OESITEILHOCTBIO
oOyyaromerocsi  IpHu
OCYILIECTBICHUU  IIPO-
dbeccuoHanpHOM  Jesi-
TEIBHOCTU Ha NPEIJH-
IJIOMHOW NPAKTUKE U
3aIUTE MPEAJUIIIIOM-
HOM IIPAKTUKH

[TIK 1.9. OcyiiecTBasiTh
MOATOTOBKY ACJI K IIC-
penaye Ha apXUBHOE
XpaHEeHHE.

KauectBeHHo monaro-
TaBJINBACT J€jJa K IIC-
penaye Ha apXHBHOE
XpaHeHHue:  IPOBOIUT
OLICHKY  3HAYUMOCTH
JIOKYMEHTOB U OIIpeJie-
JSIET CPOKU MX XpaHe-
HUA.

CocraBisieT ajaroputm
NOJATOTOBKU JEJI K IIe-
pe-nade Ha apXHBHOE
XpaHEeHHe.

HaOmronenne u oreHka
JNEUCTBUH Ha Mpeaau-
IJIOMHOU MPAKTHUKE;
WHTEpIpeTaius pe-
3yJbTAaTOB  HaOIrOJIEe-
HUM 3a OeSITEIbHOCTHIO
oOydJarorierocss ~ Ipu
OCYUIIECTBJIECHUU TPO-
dbeccuoHanpHON  fAes-
TENBHOCTU Ha Tpeau-
IJIOMHOW TPaKTHKE |
3alUTe TMPEIAUILIIOM-
HOW MPAKTUKHU

IIK 1.10. CocrtaBisaTh
OITHCH JICJI, OCYIIIECTB-
JISITh TIOJTOTOBKY JEN K
nepeavye B apXuB Op-
TaHW3aIH, rocyaap-
CTBEHHBIC U MYHUIIN-
MaTbHBIC APXUBHI.

[TonHo  omuceIBaeT
Jena,  CBOEBPEMEHHO
MOATrOTaBIMBACT Jeia
K IlepeJadye B apXHB
opraHu3alu,  Trocy-
JApCTBEHHbIE U MYHHU-
[IUTIATBHBIC APXHBBI.

BocnpouzBoaut
dbopMy ommcu aen K
nepegaye B rocyjaap-
CTBEHHBIE W MYHUIIU-
najbHbIE apXUBBI B CO-
oTBeTCTBUU ¢ «OCHOB-
HBIMHU TIpaBUJIAMH pa-
OOTHI apXMBOB OpTaHU-
3aruin (Omobpensr
pemienueM  Komieruu
PocapxuBa oT
06.02.2002 r.)

OcymiecTBisieT  OMu-
CaHue JieJl C IOCTOSH-
HBIM CPOKOM XpaHEHUs

Odopmnser  nucrt-
3aBEepUTEIb Jea

OcymectBiser Opo-
HIFOPOBKY €] C MOCTO-
STHHBIM CPOKOM XpaHe-

HaOmronenue u oreHka
JNEUCTBUUA Ha Mpeaau-
IIJIOMHOM IIPaKTHKE;
UHTEpHpeTaus pe-
3yJlbTaTOB  HaOIIOJIE-
HUH 3a OESITEILHOCTBIO
oOyyaromerocsi  IpHu
OCYILIECTBJIEHUHU TMIPO-
dbeccuoHanpHOM  Jesi-
TEJIbHOCTH Ha MPEIJIn-
IJIOMHOW NPAKTUKE U
3alIUTe MNPEITUIIIOM-
HOH IIPAKTUKH
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HUA

Opranuzanus paboTsl
C JOKYMEHTaMHU
(B/01.5).

OcyiecTBisier npuem
U TIepBUYHYIO o0Opa-
0OTKY BXOJSIIUX JO-
KYMEHTOB B TIOJTHOM
00BeEME;

Bener o00pabGoTky wu
OTMPABKY HUCXOMISIINUX
JOKYMEHTOB

HaOmronenue u oreHka
JNEUCTBUUA Ha Mpeaau-
IIJIOMHOM IIPAKTHKE;
WHTEpHpeTaus pe-
3yJlbTaTOB  HaOIIOJIE-
HUH 3a OESITEILHOCTBIO
oOyyaromerocsi  IpHu
OCYILIECTBJIEHUHU TIPO-
dbeccuoHanpHOM  Jes-
TEJIbHOCTH Ha TMPEJIn-
IJIOMHOW NPAKTUKE U
3alIUTe MNPEITUIIIOM-
HOM IIPAKTUKH

Opranuzanus Texyuie-
ro XpaHeHUs JOKYMEH-
toB (B/02.5).

dopmynupyeT  3aro-
JIOBKM JIe1 U OImpeJie-
JSIeT CPOKU HMX XpaHe-
HUA

HaOmronenne u oreHka
JNEUCTBUH Ha Mpeaau-
IJIOMHOU MPAKTHUKE;
WHTEpIpeTaius pe-
3yJIbTAaTOB  HaOrOJIEe-
HUM 3a OeSITEIbHOCTHIO
oOydJaromerocss  Ipu
OCYUIIECTBJIECHUU TPO-
dbeccuonanpHON  Aes-
TELHOCTH Ha Tpeau-
IJIOMHOW TPaKTHKE |
3alUTEe TMPEIAUILIOM-
HOW MPAKTUKHU

Opranuzanus obpa-
OOTKH [I€J JUTA IIOCIIE-
TYIOIEr0 XpaHEHUS
(B/03.5)

CocTaBisieT OIUCH JelT
ITOCTOSIHHOT'O,  JIOJITO-
BPEMEHHOTO  CPOKOB
XpaHEHUs

HaOmronenue u oreHka
JNEUCTBUUA Ha Mpeaau-
IIJIOMHOM IIPAKTHKE;
WHTEpHpeTaus pe-
3yJlbTaTOB  HaOIIOJIe-
HUH 3a OESITEILHOCTBIO
oOyyaromerocsi  IpHu
OCYILIECTBJIEHUHU TIPO-
dbeccuoHanpHOM  Jes-
TEJIbHOCTH Ha MPEIJIu-
IJIOMHOW NPAKTUKE U
3alIUTe MPEITUIIIOM-
HOM IIPAKTUKH

[IK 2.1.0OcymiecTB-
JIATh SKCIEPTU3y UEH-
HOCTU JIOKYMEHTOB B
COOTBETCTBUM C JCH-
CTBYIOIIIUMU  3aKOHO-
AAaTCIIbHBIMU aKTaMUu U
HOpPMaTHBaMH.

- OCYILECTBISIET JKC-
NepTU3y LEHHOCTU J0-
KYMEHTOB C HCIOJIb30-
BaHUEM 3aKOHOJATEIb-
HBIX aKTOB;

- OHpeleNsieT CPOKHU
XpaHEHUsl JOKYMEHTOB;
- IIO/ITOTABIIUBAET
MPOEKT HOMEHKJIATYPHI
JIeJl ¢ UCTIOJIb30BaHUEM
TUIIOBOTO nepeyHs
CPOKOB XpaHEHMs J0-

HaOmronenne u oreHka
JNEUCTBUH Ha Mpeaau-
IJIOMHOU MPAKTHUKE;

WHTEpIpeTaius pe-
3yJbTAaTOB  HaOIIOJIEe-
HUM 3a OeSITEIbHOCTBHIO
oOydJaromerocss  Ipu
OCYIIECTBJICHUU TPO-
dbeccuonanpHON  fes-
TENLHOCTU Ha Tpeau-
IJIOMHOW TpPaKTHKE |
3alUTEe MPEIAUILIOM-
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KYMEHTOB;
- COCTaBJIACT u
obopmIIeT JOKyMEH-
Tbl 1JI1 TPOBEACHUSA
9KCHEPTU3bl IIEHHOCTH
JIOKYMEHTOB

HOU MPAKTUKHU

IIK 2.2. Bectu paboty
B CHCTEMax D3JIEKTPOH-
HOTO JIOKYMEHTO0000-
pora.

- COCTaBJISIET U 0OPM-
JsIeT TOKYMEHTHI C TO-
MOIIBI0 COBPEMEHHBIX
KOMIBIOTEPHBIX  WH-
(bOpMaIMOHHBIX ~ TEX-
HOJIOTHI;

- OBICTPO M KadeCTBEH-
HO BBITIONHSIET BBOJ,
BBIBOJI U KOTIMPOBAHUE
uHpOpMaLlUU B CHCTe-
MY JJIGKTPOHHOTO J0-
KYMEHT0000pOTa;

- MPOBOJUT PabOTy IO
OTIEpaTUBHOMY U JOJI-
TOBPEMEHHOMY XpaHe-
HUIO DJIEKTPOHHBIX J0-
KYMEHTOB;

- OBICTPO OCYIIECTBIIS-
€T MOUCK MHpOPMAITUH
B COJI

HaOmronenne u oreHka
JNEUCTBUH Ha Mpeaau-
IJIOMHOU MPAKTHUKE;
WHTEpIpeTaius pe-
3yJIbTAaTOB  HaOrOJIEe-
HUM 3a OeSITEIbHOCTHIO
oOydJaromierocss ~ Ipu
OCYUIIECTBJIECHUU TPO-
dbeccuoHanpHON  fes-
TENLHOCTH Ha Tpeau-
IJIOMHOW TPaKTHKE |
3alUTEe TMPEIAUILIOM-
HOM MPAKTUKHU

I1K 2.3.Pa3zpabaThbI-
BaTh U BE€CTU KJIaCCHU-
(dbukaTopsbl, TabeTH U
Jp. CIIPaBOYHUKH I10
JOKYMEHTaM OpTaHH-
3aluu.

- IPOBOJTUT Kaue-
CTBEHHOE OIHCaHUE
ApXUBHBIX JJOKYMCH-
TOB;

- CAMOCTOSITEIIEHO
IPOBOJIUT 3aIUCH B
OTIUCH, KJIacCU(UKATO-
PBI ¥ Tabeu 1O JI0KY-
MEHTaM OpTaHU3aIliH;
- COCTaBJISET CIIPaBOY-
HUKH, KaTaJory 1o J0-
KyMEHTaM OpraHH3a-
ITUH.

HaOmronenne u oreHka
JNEUCTBUH Ha Mpeaau-
IJIOMHOU MPAKTHUKE;
WHTEpIpeTaius pe-
3yJbTAaTOB  HaOIOJIEe-
HUM 3a OeSITEIbHOCTBHIO
oOydJaromierocss ~ Ipu
OCYIIECTBJICHUU TPO-
dbeccuoHanpHON  fes-
TENLHOCTH Ha Tpeau-
IJIOMHOW TPaKTHKE |
3alUTe TMPEIAUILIOM-
HOW MPAKTUKHU

[1K 2.4.06ecnieunBaTh
MIpHUEM ¥ pariioHalb-
HOE pa3MeIIeHHE J10-
KYMEHTOB B apXxuBe (B
T.4. JOKyMEHTOB TIO
JTUYHOMY COCTaBY).

- CaMOCTOSITETILHO Be-
JIeT paboTy MO KOM-
MJIEKTOBAaHUIO apXHBa
YIOPaBJICHUYECKOH  J10-
KYMEHTAallUe U JOKY-
MEHTOB JIMYHOTO IIPO-
HCXOXJICHUS C YYETOM
TEXHOJIOTMM  IIpHUeMa
JIOKYMEHTOB Ha XpaHe-
HUE;

- palMoHaJIbHO pa3-
MEUIaeT JOKYMEHTHI B
apXMBE OpraHu3allly;

HaOmronenue u oreHka
JNEUCTBUUA Ha Mpeaau-
IIJIOMHOM IIPAKTHKE;
WHTEpHpeTaus pe-
3yJlbTaTOB  HaOIIOJIE-
HUH 3a OESITEILHOCTBIO
oOyyaromerocsi  IpHu
OCYILIECTBJIEHUHU TIPO-
dbeccuoHanpHOM  Jes-
TEJIbHOCTH Ha TMPEJIn-
IJIOMHOW NPAKTUKE U
3alIUTe MNPEITUILIIOM-
HOM IIPAKTUKH

35



- CAMOCTOSTEIIFHO BBI-
HOJHSET paboTy Mo
COCTaBJICHUIO U CHCTE-
MaTHU3aluu KapToueK
HOCTEJUIA)KHOTO TOTIO-
rpau4eckoro ykasa-
TeIst

[1K 2.5.00ecneuunBars
yYeT U COXPaHHOCTh
JIOKYMEHTOB B apXMBE.

- KBaJTU(UIMPOBAHHO
COCTaBJIIET OCHOBHBIE
YUETHBIE  JIOKYMEHTHI
apXuBa;

- OCYIIECTBIISIET TPO-
BEPKY HAJIM4YUS U CO-
CTOSIHHSI JTOKYMEHTOB B
apXuBe;

- CBOCBPEMEHHO BBISIB-
JSIET JOKYMEHTBI C TI0-
BPCKICHUSIMU;

- 3aMOJIHSCT aKT MPo-
BEPKH HAJIUYUS U CO-
CTOSTHHS APXUBHBIX
JIOKYMEHTOB;

- OCYILNECTBISIET pe-
CTaBpaIlMi0 APXUBHBIX
JIOKYMEHTOB,

- cOOJIIOJaeT TEXHOJIO-
ruto ohopMIICHHS JCII,
COCTaBJICHUSI  apXUB-
HBIX OITMCEM, CO3MaHMUS
u onucanus (HOHIIOB
APXUBHBIX JJOKYMEHTOB

HaOmronenue u oreHka
JNEUCTBUUA Ha Mpeaau-
IIJIOMHOM IIPaKTHKE;
WHTEpHpeTaUs pe-
3yJlbTaTOB  HaOIIOJIE-
HUH 3a OESITEILHOCTBIO
oOyyaromerocsi  IpHu
OCYILIECTBJIEHUHU TMIPO-
dbeccuoHanpHOM  Jesi-
TEJIbHOCTH Ha MPEJIn-
IJIOMHOW NPAKTUKE U
3alIUTe MNPEITUIIIOM-
HOH IIPAKTUKH

IK 2.6.0pranuso-
BBIBaTh MCIOJIb30BaHUE
apXUBHBIX JOKYMEHTOB
B HAy4yHBIX, CIIPaBOY-
HBIX W HNPAKTHICCKUX
LEsIX.

- CBOEBPEMEHHO TMpO-
BOJAUT HWH(POPMAIIUOH-
HOE obecrneucHue
MOJIb30BaTEIICl 110 WX
3ampocam;

- palMOHAJIBHO U Kade-
CTBEHHO  OpPraHU3yeT
pabory YUTATHHOTO
3alla apXuBa;

- KayeCTBEHHO BeleT
yqu HCITIOJIb30BaHUA
JIOKYMEHTOB apXHBa,

- BbIIACT apXI/IBHbIe
CIIPaBKH U KOTIHUH C JIO-
KYMEHTOB TIO 3aIpocam
MOJIb30BaTelICH

HaOmronenue u oreHka
JNEUCTBUUA Ha Mpeaau-
IIJIOMHOM IIPAKTHKE;
UHTEpHpeTaus pe-
3yNbTaTOB  HaOIIOJIe-
HUH 3a OESITEILHOCTBIO
oOyyaromerocsi  IpHu
OCYILIECTBJIEHUHU TIPO-
dbeccuoHanpHOM  Jesi-
TEJIbHOCTH Ha TMPEJIn-
IJIOMHOW NPAKTUKE U
3alIUTe MNPEITUILIIOM-
HOH IIPAKTUKH

[IK 2.7.0cymects-
JSITH OPTraHU3aIH-
OHHO-METOMYECKOE
PYKOBOJICTBO M KOH-
TpOJIb 3a paboTOil ap-

-OKa3bplBa€T  METOJM-
YEeC-Kyl0 M IpaKkTH4e-
CKYI0 TOMOLIb B IOA-
TOTOBKE HOPMAaTHUBHO-
METOJINYEC-KUX JOKY-

HabGmronenue u oneHka
JNEUCTBUUA Ha Mpeaau-
IIJIOMHOM IIPaKTHKE;

UHTEpHpeTaus pe-
3ylbTaTOB  HaOItoJIe-
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XMBa OpraHU3alliy U 32
OpraHu3aluen JoKy-
MEHTOB B JICTIONIPOU3-
BOJICTBE.

MEHTOB;

- OCYILECTBJISIET KOH-
TPOJIb 3a JIeATENbHO-
CTBIO apXHMBa OpTraHU-

HUH 3a OESITEILHOCTBIO

oOyyaromerocsi  IpHu
OCYILECTBICHHU  IIPO-
dbeccuoHanpHOM  Jes-

3alMM W CaMOCTOS- | TEIPHOCTH Ha TPEIu-
TEJBHO 3amoJI-HSET CO- | IJIOMHOM MpPAaKTHUKE U
OTBETCTBYIOLIIME  [I0- | 3aIIUTE MPEIAAUTLIOM-
KYMEHTBI. HOM IIPAKTUKH
Opranmsanus padoTel | -BeJICHUE nHpopma- | Habmronenue u orneHka
C JIOKyMEHTaMHU LIUOHHO-CIIPaBOYHOU JNEUCTBUH Ha Mpeaau-
(B/01.5). paboTHI; MIJIOMHOM MPaKTHKE;
-Be/ieHre 0a3bl JAHHBIX | HHTEPIPETAIs pe-
JIOKYMEHTOB  OpraHu- | 3yJIbTaTOB  HaOIrOJe-
3alMH. HUI 3a JIeSTCIbHOCTBIO
oOydJaromierocss ~ Ipu
OCYIIECTBJICHUU TPO-
dbeccuoHanpHON  fes-

TEABHOCTH Ha INPELIHN-
IJIOMHOW TPaKTHKE |
3alUTEe NPENAUILIOM-
HOW MPAKTUKHU

Opranuzanus Texyle-
IO XpaHEHUs T0KyMEH-
ToB (B/02.5).

- OCYIIECTBIIET KOH-
TPOJIb TPABWIBHOTO H
CBOEBPEMEHHOIO  pac-
OpefeNeHusT W TOA-
IIMBKH JOKYMEHTOB B
nena;

- dopmynupoBanue
3arOJIOBKOB  JIeT |
OIIpEJIETICHUE  CPOKOB
UX XpaHCHUS

HaOmronenne 1 omeHka
JNEUCTBUUA Ha Mpeaau-
IIJIOMHOM IIPAKTHKE;

WHTEpIpETaIUs pe-
3yNnbTaToB  Halmroze-
HUH 3a OeSITEILHOCTBIO
oOyyaromerocsi  IpHu
OCYIIECTBICHHH  IIPO-
dbeccuoHanpHOU  Jes-

TEIbHOCTU Ha NPEIJH-
IJIOMHOW NPAKTUKE U
3aIUTE MPEAJUIIIIOM-
HOM IIPAKTUKH

Opranms3anus  oOpa-
OOTKM el I Iocle-
JYIOIIETO  XPaHCHHS
(B/03.5)

-IPOBEPSICT CPOKU
XpaHEHHs JOKYMEHTOB;
-COCTaBJIICT BHYTPCH-
HHEC OIIMCHU OCJI A OS]
ITOCTOSIHHOTO U J0JITO-
BPEMEHHOT'O CPOKOB
XpaHeHwus1, 111 0co00
IIECHHBIX I[OKyMeHTOB.

HaOmronenne u oreHka
JNEUCTBUH Ha Mpeaau-
IJIOMHOU MPAKTHUKE;

HUHTEPIPETAIHS pe-
3yJbTAaTOB  HaOIIOJIEe-
HUM 3a OeSITEIbHOCTHIO
oOydJaromerocss  Ipu
OCYIIIECTBICHUH  TIPO-
dbeccuonanpHON  fes-

TEABHOCTU Ha INPELIHN-
IJIOMHOW TPaKTHKE |
3alUTEe MNPEeNIUILIOM-
HOU MPAKTUKHU

IIK 3.1. Odpopmnsate u
pPETUCTPUPOBATH Opra-

HU3aLIUOHHO-
pacnopsiIuTeNbHbIE
JOKYMEHTBI, KOHTPO-

- IPOBOJIUT aHAJM3 CO-
CTaBa PEKBHU3HUTOB [0-
KYMEHTOB C LIEJbIO CO-
OTBETCTBUS (HOPMYIIs-
py-ob6pasuny 'OCTa P

HaOmronenne u oreHka
HaOmronenne u oreHka
JNEUCTBUU Ha Mpeaau-
IJIOMHOU MPAKTHUKE;

UHTEpIpeTays pe-

O1LeHKa BEITIOJIHEHUSA
MPaKTUYECKOro  3aja-
HHSA:

- OILICHKA «5» CTaBHTCH,
€CIIH:
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JUPOBAThH
WCIIOJTHEHHUS.

CPOKH HX

6.30-2003;

- TIPaBUJIBHO OQOPMIIS-
€T  OpraHU3aIMOHHO-
pacnopsIuTeIb-HbIe
JOKYMEHTBl C Yy4eTOM
ocobeHHOCTEH W Tpa-
BWJI TIeYaTu TEeKCTa J10-
KyMEHTa U TpeOOBaHUI
ero hopmyspa;
-COCTaBJIsIET  TEKCTHI
CITY)KEOHBIX JTOKYMEH-
TOB;

- TPaMOTHO BHIOWpAET
dopMBI  perucTparuu
JIOKYMEHTOB;

- cobmogaer TpeboBa-
HUSL K PErucCTpanuu
JOKYMEHTOB KakK K CO-
3JaHUIO0 JIOKyMEHTAJb-
HOI 0a3bl;

- TIPaBHJIBHO 3aIOJHA-
€T TMOJIsi PErucTpalm-
OHHBIX (HOpM;

- OIpenenseT CpPOKH
UCTIOJTHEHUS JIOKYMCH-
TOB;

- OCYUIECTBJISIET IMpO-
1iecc KOHTPOJIS 3a CPO-
KaMH HCIIOJIHEHUS J10-
KYMEHTOB

3yJIbTAaTOB  HaOIIOJIEe-
HUM 3a OeSITEIbHOCTHIO
oOydJaromierocss ~ Ipu
OCYIIECTBJICHUU TPO-
dbeccuonanpHON  fes-
TETHHOCTH Ha TPEIJIn-
IJIOMHOW TPaKTHKE |
3alUTE TMPEIAUILIOM-
HOW MPAKTUKHU

IIK 3.2. O6pabaTbiBaTh
BXOJSIIME U HCXOAS-
Mye JOKYMEHTHI, CH-
CTeMaTH3UpPOBaTh  HX,
COCTaBJISITh HOMEHKJIa-
Typy Zen u GpopMHpo-
BaTh JOKYMEHTHI B Jie-
na.

- TPOBOAWTH AHAIN3
BXOJISIIIUX JJOKYMCHTOB
C  Ielupl0  TOcIe-
nyrorei 00paboTKu;

- TPOBOAMUT CHUCTEMa-
TU3AIUIO JIOKYMEHTOB;
- CaMOCTOSITEITLHO
oopmIIsIeT HOMEHKJIa-
TYpY IET;

- (dopmupyer JOKYy-
MEHTHI B JleJla B COOT-
BETCTBUU C TEXHOJIO-
TUed  JIeTONPOU3BO/I-
CTBa

HaOmronenne u oreHka
JNEUCTBUH Ha Mpeaau-
IJIOMHOU MPAKTHUKE;

HUHTEPIPETAIHS pe-
3yJbTAaTOB  HaOIIOJIEe-
HUM 3a NeSITEIbHOCTHIO
oOydJaromierocss ~ Ipu
OCYIIIECTBICHUU  TIPO-
dbeccuoHanpHON  fes-

TEIBHOCTU Ha INPELIHN-
IJIOMHOW TPaKTHKE |
3alUTEe MNPENIUIIIOM-
HOW MPAKTUKHU

[IK 3.3. OcymiecTBiaaTh
JKCIIEPTU3Y LEHHOCTH
JOKYMEHTOB B COOT-
BETCTBUM C JEUCTBY-
IOIUMHU 3aKOHOJA-
TEIbHBIMU aKTaMU U
HOPMAaTHUBaMU

- CaMOCTOATEILHO
OCYIIECTBIISIET JKCIIEp-
TU3y IEHHOCTH JIOKY-
MEHTOB B COOTBET-
CTBUM C JICHCTBYIOIIM-
MU 3aKOHOAATCIIbHBIMHA
aKTaMM U HOpPMAaTHBa-
MU

HaOmronenne u oreHka
JNEUCTBUH Ha Mpeaau-
IJIOMHOU MPAKTHUKE;

WHTEpIpeTaius pe-
3yJIbTAaTOB  HaOIIOJIEe-
HUM 3a OeSITEIbHOCTHIO
oOydJaromierocss ~ Ipu
OCYHIIECTBJICHUU TPO-

OOyuarommiicss caMo-
CTOATENBHO,  TIOJHO-
CTBI0O M Ka4€CTBEHHO
BBITIOJTHWJI BCE JTaIlbl
MPAKTUYECKOro  3aja-
HUSl, TOJTYYCHO BEPHOE
IpeJICTaBICHNE pe-
3y/lbTaTa;- JOMYyCKaeT-
csl HEe3HaYuTeNlbHas
MOMOIIb ~ HACTaBHMKA
OT OpraHu3aIuu.

- OIICHKA «4» CTaBUTCH,
€CIIU:

- 3aJaHUE BBITIOIHEHO
MOJIHOCTBhIO, HO TpPHU
BBITIOJIHEHUH  OOHApY-
KUIOCh  HEI0CTAaTO4-
HOE BJAJICHUE HAaBBI-
KaMH paboThl C Mpo-
IrpaMMHBIM obecriede-
HUEM B paMKax TIo-
CTaBJICHHOM 3a7a4M;

- MPaBUJILHO BBHITIOJIHE-
Ha OoJbIas 4acTh 3a-
nanus (cBoie 75 %),

- 3aJaHUE BBITIOIHEHO
MOJIHOCThIO, HO  HC-
M0JIb30BAHBI HauMEHee
ONTHMANFHBIE TIOJIXO-
JIbI TIPH BBITIOJIHEHUH.

- OIICHKA «3» CTaBUTCH,
€CJIU:

- 3aJaHUE BBITIOIHEHO
HE TMOJHOCTBIO,  HO
oOyJaromuiics BiIaaeeT
OCHOBHBIMHM HaBbIKaMU
paboThl Ha TpOTrpamMMm-
HBIM  OOecCIIeUeHUEM,
TpeOyeMbIMU Il pe-
HICHUS

IIOCTaBJIICHHOHU 3a/a4uu.
- CYIIECTBEHHO ObLIH
HAPYIICHBI CPOKHU BBI-
MOJIHEHUS 3aJJaHUsl.

- OIICHKA «2» CTaBUTCH,
€CIIU:

- JIONyIIEHBl  CyIIe-
CTBECHHBIC OITMOKH TIPH
BBITIOJTHEHUH  MPAKTHU-
YECKOr0 33JaHUs WIIHU
3HAUUTENbHAS ~ YacTh
paboThl BBHITIOJIHEHA HE
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dbeccuoHanpHON  fes-
TEABHOCTU Ha INPEAIHN-
IJIOMHOW TpPaKTHKE U
3alUTEe MNPEeNIUILIOM-
HOW MPAKTUKHU

[IK 3.4. OcymecTBisTh
MOJTOTOBKY JIeNT K Tie-
pemaue Ha apXHWBHOE
XpaHeHHeE.

- CaMOCTOATCIBbHO BBI-

MOJIHSIET  (OpMHUPOBa-
HUEe © odopMIeHUE
Jelt.

HaOmronenne 1 oneHka
JNEUCTBUUA Ha Mpeaau-
IIJIOMHOM IIPaKTHKE;

WHTEPIpETAINs pe-
3yNnbTaToB  Halmroze-
HUH 3a OESITEILHOCTBIO
oOyyaromerocsi  IpHu
OCYIIECTBICHHH  IIPO-
dbeccuoHanpHOM  Jes-

TEIBHOCTU Ha NPEIJH-
IJIOMHOW NPAKTUKE U
3aIUTE MPEAJUIIIIOM-
HOM IIPAKTUKH

B/01.5  Opranuzamnms
paboThl ¢ JOKyMEHTa-
MH

- Ilpuem u nepBuyHas
00paboTka BXOISAIIUX

JIOKYMEHTOB;
-ITonroToBKAa  BXOHOd-
IUX JOKYMEHTOB JJIst
paccMOTpEeHUsT  pyKoO-
BOJUTEIIEM;
-Opranuzanus oc-
TaBKH JIOKYMEHTOB HC-
MOJIHUTENISAM;

-O06paboTKa U OTMpaB-
Ka UCXOIAIMUX HOKY-
MEHTOB

HaOmronenne u orneHka
JNEUCTBUH Ha Mpeaau-
IJIOMHOU MPAKTHUKE;

UHTEPIIPETAIHS pe-
3yJIbTAaTOB  HaOIIOJIEe-
HUM 3a NeSITEIbHOCTHIO
oOydJarorierocss ~ Ipu
OCYIIIECTBICHUH  TIPO-
dbeccuoHanpHON  fes-

TEIBHOCTU Ha INPELIHN-
IJIOMHOW TPaKTHKE |
3alUTEe NPEeNIUIIIOM-
HOW MPAKTUKHU

B/02.5
TEKYILEro
JIOKYMEHTOB

Opranuzanus
XpaHEeHUs

-IIpoBepka  mpaBUIIb-
HOCTH oopMieHus
JOKYMEHTOB U OTMET-
K1 00 MX HCIOJHEHUU
nepea ux (GpopmMupoBa-
HUEM B JeNo IS TOo-

Clle-IyIOIEro  XpaHe-
HUS;
-Kontpones  mpaBuib-

HOTO M CBOCBPEMEH-
HOTO pacrpejesieHust 1
8 (03100000:)°97 JIOKY-
MEHTOB B JeJIa.

HaOmronenne 1 omeHka
JNEUCTBUUA Ha Mpeaau-
IIJIOMHOM IIPAKTHKE;

WHTEPIpETAINs pe-
3yNnbTaToB  Halmroze-
HUH 3a OESITEILHOCTBIO
oOyyaromerocsi  IpHu
OCYIIECTBICHHH  IIPO-
dbeccuoHanpHOM  Jesi-

TEIBHOCTU Ha NPEIJH-
IJIOMHOW NPAKTUKE U
3aIUTEe MPEAJUIIIIOM-
HOM IIPAKTUKH

HaOmronenne u oneHka
JEWCTBUI HA MPEIJIN-
IJIOMHOU MPAKTHUKE;
WHTEpIpeTaius pe-
3yJbTAaTOB  HaOIIOJIEe-
HUM 3a OeSITEIbHOCTHIO
oOydJaromerocss ~ Tpu
OCYHIIECTBJICHUU TPO-

CaMOCTOATCIIBHO.

OrneHKa 3auera
Ouenka "5"

- OTYeTHas JIOKyMEH-
Tanust  opopmiieHa B
MOJIHOM COOTBETCTBUU
C TpeOOBaHUAMH U B
YCTaHOBJICHHBIN CPOK;
- JIaH NOJIOKUTEILHBIN
OT3BIB O MPOXOXKJIEHUU
MPAKTUKU

- oOydarommwmiicss oOHa-
PYXHMBaeT BEpPHOE II0-
HUMaHHe mpodeccro-
HAIBHBIX  OOSI3aHHO-
cTel.

Omuenka "4"

- OTYeTHas JIOKyMEH-
Taiust  opopmiieHa C
HE3HAYUTEIbHBIMU
HAPYIICHUSMH

- IaH TOJIOKUTEILHEBIN
OT3bIB O MPOXOKIACHUU
MPAKTUKU

- 00y4JaroImuiicst MCIIbI-
THIBAa€T TPYIAHOCTH B
MPUMEHEHUU 3HAHUM B
HOBOHM CHUTyalluH, HE B
JIOCTaTOYHON Mepe uc-
MOJIb3YeT CBSI3U C pa-
HEe M3y4YeHHBIM MaTe-
puaioMm

Onenka "3"

- OTuYeTHas JOKYMEH-
Tausi 10 MPAKTHKE
Mpe/CTaBlICHa B TIOJ-
HOM o0BeME C Hapy-
ICHUEM CPOKOB;

- oOyuarommiicss oOHa-
py)KHBaeT TOHHMMAaHUE
ydqeOHOrOo  Marepuaia
IIpU  HEIOCTaTOYHOMN
MOJIHOTE YCBOCHHS Oa-
30BBIX HMH(OPMALMOH-
HBIX TEXHOJIOTHIA;

- B TMEpPUOJ TMPAKTUKH
ObLTH pa3HbIC 3aMeya-
HUA 110 TPYAOBOW IucC-
IUIUIMHE U TEXHOJO-
TUM BBITIOJHEHUS TPO-
M3BOJICTBEHHBIX 3ajia-
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dbeccuoHanpHON  fes-
TEABHOCTU Ha INPEAIHN-
IJIOMHOW TpPaKTHKE U
3alUTEe MNPEeNIUILIOM-
HOW MPAKTUKHU

I[IK 1.1. Pa3pabotka
npeAnpUHIMa-
TEIILCKOM UAeH

KauecTBo OuszHec-uneun

Hab6mronenue u orieHKa
JEWCTBUI HA MpPeaIn-
IIJIOMHOM IIPaKTHKE;

WHTEPIpETAINs pe-
3yNnbTaToB  Halmroze-
HUH 3a OESITEILHOCTBIO
oOyyaromerocsi  IpHu
OCYIIECTBICHHH  IIPO-
dbeccuoHanpHOM  Jes-

TEIBHOCTU Ha NPEIJH-
IJIOMHOW NPAKTUKE U
3aIUTE MPEAJUIIIIOM-
HOM IIPAKTUKH

IIK 1.2. Pazpabotka
Ou3Hec-TIaHa

KauecTBOo mnpencrasie-
HUS

PeanuctnunocTh
I'myGuna nmpopaboTku
YpoBeHb KOHKpETH3a-
102078

PaBHOBecHOE yuacTHe

KaXJI0T0
Ucnonp3oBanne mpo-
deccuonanbHON  Tep-
MUHOJIOTHU
l'oroBHOCTE K OM3HEC-
pabote B rpyrre

KauectBo odopmiienus
Ou3Hec-TIaHa

HaOmronenne u oneHka
JIEWCTBUI HA MPEIJIN-
IJIOMHOU MPAKTHUKE;

UHTEPIIPETAIHS pe-
3yJIbTAaTOB  HaOIIOJIEe-
HUM 3a NeSITEIbHOCTHIO
oOydJarorierocss ~ Ipu
OCYIIIECTBICHUH  TIPO-
dbeccuoHanpHON  fes-

TEIBHOCTU Ha INPELIHN-
IJIOMHOW TPaKTHKE |
3alUTEe NPEeNIUIIIOM-
HOW MPAKTUKHU

[IK 2.1. T'oToBHOCTH K
IOPUANYECKOMY
opopmienuto  mpen-
MPpU-HAMATEIbCKON
NeSTeNbHOCTH

[MomHoTa nHpOp™MarH
[IpopaboTanHOCTh II1a-
rOB

Hab6mronenue u orieHKa
JEWCTBUI HA MpPeaIn-
IIJIOMHOM IIPAKTHKE;

WHTEPIpETAINs pe-
3ynbTaToB  Halmroze-
HUH 3a OESITEILHOCTBIO
oOyyaromerocsi  IpHu
OCYIIECTBICHHH  IIPO-
dbeccuoHanpHOU  Jes-

TEIBHOCTU Ha NPEIJH-
IJIOMHOW NPAKTUKE U
3aIUTE MPEAJUIIIIOM-
HOM IIPAKTUKH

HUH

Onenka "2"
-OTCYTCTBYET R0
Npe/ICTaBICHa HE B

IIOJJHOM 00BbeMe OT-
YCTHaA ,Z[OKYMGHTaI_II/I}I
O TIPAKTUKE

-B NEPUOJ IPAKTUKU
oOyJaromuiics  UMen
JUCLIUIUIMHAPHEIE
B3BICKAHUSA

-OT3bIB TI0 TPAKTUKE
OTPHULATEIbHBIN

OneHka MHIUBUAYATbHBIX 00pa30BaTENIbHBIX JOCTHKEHUH MO pe3yibTaTam Te-
KYIIEro KOHTPOJISl TPOU3BOAUTCS B COOTBETCTBUU C YHUBEPCAJILHOM IIKAJION (Tabiuia),
COTJIaCHO KPUTEPHUI OIIEHKU BBITTOJIHEHUS PAKTUYECKOTO 3aHTHSI.
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KpuTepuii o11eHKH BbINOJHEHUS MPAKTHYECKOT0 3aHATHUS

Kpurepun oueHok

IIpoueHT  pe-
3yJbTATHUBHO-
cTH  (MPOLEHT
NPaBUJIbHBIX
OTBETOB)

[IpakTudeckoe 3ajaHUE BBIIOJIHEHO, BEPHO, U B IOTHOM 00bEME COTJIaCHO
[pEeAbIBISIEMBIM TPEOOBAHUSM, IPOBECH MPABWIBHBINA aHATIN3, CJCTaHbl apTy-
MEHTUPOBAHHBIE BBIBOIBI. [IposiBlieH TBOpUECKU MOAXOA U IEMOHCTpAIIUS Pally-
OHAJIBHBIX CIIOCOOOB PEIICHUS KOHKPETHBIX 3a/1a4. J[aeT OTBETHI HAa JOTIOJHUTEIb-
HbIE BOIPOCHI

100

[IpakTudeckoe 3ajaHUE BBIIOJIHEHO, BEPHO, U B IOTHOM 00bEME COTJIACHO
[penbsaBIsieMbIM TpeOoBaHUSAM. [IpoaHanu3upoBaHbl CUTYyalH, BEPHO, CAEIaHbI
ApryMEHTHPOBaHHBIE BHIBOJIbI. [aeT OTBETHI HA JOMOIHUTEIBHBIE BOIIPOCHI

90

[TpakTyeckoe 3a1aHuE BHIIIOJIHEHO, BEPHO, U B IIOJIHOM 00BEME C MOsICHE-
HueM Beex AeiicTBuil. [IponsBeneH yacTUUHBIN aHAIN3 U (WIIN) CAETIaHbl HEBEPHbBIE
BEIBOBI. [l0Ka3aHbl 3HaHUSA B IpeAeIax IPOrpaMMbl U3y4aeMbIX JUCIMILIUH. Jlo-
[TyILEHbI HEOYETBI

80

[IpakTHyeckoe 3a1aHue BHIIOIHEHO HE B TIOJIHOM oObeme. [IpounsBesen va-
CTUYHBIM, HEJOCTATOYHO apTyMEHTUPOBAaHHBIN aHAJIN3, CACIIaHbl HEJOCTaTOYHO
10JIHbIE BbIBO/IBI. [l0Ka3aHbl 3HaHUS B IpEENax NporpaMmbl U3y4aeMoi IUCLHU-
[UIMHBL. J{OMyIIeHbl eAMHUYHbBIE HECYIIECTBEHHBIE OLIMOKU

70

[IpakTHyeckoe 3aaHne BHIIOTHEHO HE B IOJHOM oObeme. [IpuBenena He-
IOCTaTOYHO yOeauTenbHas apryMEHTallUs BBIIOJIHEHHOT O 3a1anus. O0yJaromuii-
Csl UCTIBITHIBAET 3aTPyIHEHHS ITPH (HOPMYITHUPOBAHUM BBIBOJIOB U MOSICHEHUH BBI-
[TOJTHEHHOTO 3a/1aHusl. JlonyIIeHbl HeCYIIeCTBEHHbIE OLIMOKH

60

[TpakTudeckoe 3aaHue BHIIOJIHEHO HAMIOJIOBUHY, HO 0e3 ommobok. [IpuBe-
NleHa HeJJOCTaTOYHO yOenuTenbHasi apryMeHTalus BBIOJIHEHHOTo 3aqanus. Hapy-
[1IeHa JIOTHKA BBIMOTHEHUs 3a1anusl. [lokazaHbl HEIOCTATOUHbIEC 3HAHUS M3y4aeMOn
MUCIUIUTMHBL. JIOMyIIIeHbl HECYIIECTBEHHbIE OIIUOKH

50

[TpakTrueckoe 3a7aHue BHIIOJHEHO HanoioBuHy. He npuBenena aprymen-
Talysi O BBIMIOJIHEHUIO 3a/aHus. HapyiiieHa nocienoBarenbHOCTh U JIOTHKA BbI-
mosiHeHus 3aganus. [loka3aHbl HEIOCTATOUHbBIE 3HAHUS U3Y4aeMBbIX AUCLUILINH.
JlomyIeHbl eTUHUYHBIE CYIIIECTBEHHBIE OITHOKHI

40

[TpakTHyeckoe 3ajaHue BBIITOJHEHO HAMTOJIOBUHY. BBINIOIHEHO HECKOIBKO
[Pa3pO3HEHHBIX JACWCTBUH 3a/1aHUs BEPHO, HO OHU HE 00pa3yIoT MPaBUIbHYIO JOTH-

30
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Kpurepun oueHok IIpoueHT  pe-
3yJIbTATUBHO-
cTH  (MPOLEHT
NPaBUJIbHBIX
OTBETOB)

YEeCKYI0 [IEeNnouKy. JlomyIieHbl OTeNbHBIE CYIIECTBEHHBIE OMTUOKU
[IpakTuueckoe 3ajaHuE BBIIIOJIHEHO HAMOJIOBUHY. BoinosnHeHo 1-2 otnens- 20
HBIX Pa3pO3HEHHBIX JICUCTBHUH 3ajaHUs BEpHO. JlOMyIIeHb!I CyIeCTBeHHBIC OIINO-
KU, UCTIPABIIIEMbIE C HEMOCPEACTBEHHON MOMOIIBI0 MacTepa MPOU3BOACTBEHHOTO
00y4eHUs
[TpakTrueckoe 3ajaHue BHIIIOJHEHO, HO A0COJIFOTHO HEBEPHO 10

[TpotneHT pe3yIbTaTHBHOCTH KadecTBeHHast OIICHKA WHAWBHyaTbHBIX
(MpaBUIILHBIX OTBETOB) 00pa30BaTEeNbHBIX JOCTHKECHUN
Oayut (0OTMETKa) BepOaTbHBIN aHATIOT
90 + 100 5 OTJINYHO
70 + 89 4 XOpOIIIO
51+ 69 3 yJIOBJIETBOPUTEIHHO
menee 50 2 HE YJOBJIETBOPUTEIHLHO

Ha stane mpoMexyTouHO# aTTecTaliy 1o Menane KayeCTBEHHBIX OLEHOK MH-
IUBUAYATbHBIX 00pa30BaTEIbHBIX JOCTHKEHUI MaCTEPOM ONPEEIIAETCS HHTETpalbHas
OLIEHKAa OCBOCHHBIX 00Yy4aIOIUMHUCA MTPO(HECCHOHATBHBIX U OOIIKUX KOMIIETEHIIUH KaK
PE3yJIbTaTOB OCBOCHUS MPOU3BOICTBEHHOMN MPOTPaMMBbI.
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6.ATTecTanys M0 UTOraM NMPAKTUKHU

ATTecTanus Mo UTOraMm NpeIIUIIOMHON MPAKTUKH CIIY>)KUT (OPMOM KOHTPOJIE OCBOCHUS U
MPOBEPKH MPOPECCHOHATBHBIX 3HAHUM, OOIMUX U NMPO(ecCHOHANBHBIX KOMIETCHLUH, TPYIOBBIX
GyHKIUH, TPUOOPETEHHBIX YMEHHM, HABBIKOB M MPAKTHUYECKOTO ONbITa 00YYaromMXCs B COOTBET-
crBuu ¢ TpedoBarusmMu @I'OC CIIO no crermansHocty 46.02.01 JJokymeHTamoHHOE obecrieueHue
yIpaBiIeHUs U apXUBOBEJICHUE.

DopMOH TPOMEKYTOUHON aTTECTALMM 10 UTOraM MPEIIUIITIOMHON MPAKTUKU SIBISETCS 3d-
yem. ATTectanusi IPOBOAUTCS B MOCIEIHUN 1€Hb MPAKTUKH.

ATTecTanus IpoBOAUTCA Ha paboueM MecTe NMPaKTUKAHTa C MCMOJIb30BaHHEM KOMIIBIOTEp-
Horo obopyznoBanus. K arrectanum no npakTHKe JOMYCKAIOTCA 00ydarouiuecs, BHIIIOJHUBILUE TPe-
00BaHUS MPOrpaMMbl IPEIIUIIOMHON MPAKTUKHU U NMPEAOCTABUBILINE MOJIHBIM MaKeT OTYETHBIX J0-
KYMEHTOB.

KonkpeTHble (OpMBI MPOMEKYTOYHOM aTTECTAIMA OOYYAIOIIMXCSI WHBAJIUIOB M 00ydaro-
IIMXCS C OTPAaHUYEHHBIMH BO3MOKHOCTSIMH 3/I0POBbsI YCTAHABJIMBAIOTCS 00pa30BaTeIbHON OpraHu-
3alMel caMOCTOSTENBHO C YU€TOM OTpaHUYEeHHH 370poBbs. VX pekomMeHayeTcst JOBOAUTD JI0 CBE/E-
HUSL O0YYaroIIMXCS B CPOKH, OMPECICHHBIC B JIOKATHHBIX HOPMATHUBHBIX aKTax 00Opa3oBaTENbHOM
OpraHM3alliy, HO HE MO3/HEE MEPBBIX IBYX MECALIEB OT Hayaia 00y4eHus.

dopma IpoMEKyTOUHOM aTTecTally B (hopMe 3aIIUThl OTYETA MO MPAKTHUKE, CAaye 3aueTa
[0 TPaKTHUKE AJIs 00y4aroInXCsl MHBAIUIOB U O0YUYaIOLIUXCSI C OTPAHUYEHHBIMU BO3MOXKHOCTSIMU
3JI0POBbsSI YCTAHABJIMBACTCS C YYETOM MHAWBUIAYAIBHBIX NCHUXO(PHU3HMUECKUX OCOOCHHOCTEH (YCTHO,
MUCbMEHHO Ha Oymare, MMCbMEHHO Ha KOMITbIOTEpE, B JOpME TECTUPOBAHUS U T.I1.).

[Ipu HEoOXOAMMOCTH PEKOMEHIYETCsl MPEAYCMOTPETh A HUX YBEJIWYCHHE BPEMEHH Ha
MOJATOTOBKY K 3a4eTy, a TaKXe MPEJAOCTaBISATh JOMOJIHUTEILHOE BpeMsl ISl MOATOTOBKHM OTBETA Ha
3ayere. BO3MOXKHO yCTaHOBJIEHHME 00pa30BATENbHON OpraHu3aluell MHIUBUAYAJIbHBIX TIpaduKOB
MPOXOKICHUSI TPOMEXKYTOUHOM aTTecTaluy OO0y4arolIMMUCA MHBAIUIAMU U OOYyYarOUIUMHCS C
OrpaHUYEHHBIMU BO3MOXHOCTSMU 37J0POBBSI.

[Tpu HEeoOxoauMoOCTH TSl 00Y4YaIOIIMXCsl MHBAJIMAOB U O0yYalOUIMXCS C OTpaHMYEHHBIMU
BO3MOKHOCTSIMH 3/I0POBbsI IPOMEKYTOUHAsI aTTECTAlU MOXKET MPOBOJIUTHCS B HECKOJBKO ITAIOB.
JIJ1st 5TOTO PEKOMEHIYETCsl MCIOJIb30BaTh PYOCKHBIM KOHTPOJIb, KOTOPBIM SBJISICTCSI KOHTPOJIHHOU
TOYKOI HO 3aBEPILCHHUIO M3YUEHUS pa3zielia WM TeMbl IPAKTHKH U €€ Pa3/esioB C IETbI0 OLCHUBA-
HUS YPOBHSI OCBOEHUS MPOrpaMMHOro marepuana. QopMbl U CPOK MPOBEACHUS PYOEKHOrO KOH-
TPOJISL OTIPENIENIAIOTCS MPeroaBaTesieM (MacTepoM MPOU3BOICTBEHHOTO 0OyUEHUs) C y4EeTOM UHAU-
BUyaJbHBIX MCUXO(U3NUECKUX OCOOeHHOCTEeH oOyuaromuxcs. s olleHKH KadecTBa MOATOTOBKHU
00y4aroImuxcss ¥ BBITYCKHUKOB MO MPO(GECCHOHATBHBIM MOJIYJSM MPUBICKAIOTCS PYKOBOIAUTEIH
MPAKTHUKH (IKCIIEPTHI) OT paboToaaTeel (opraHnu3aiui, rae TPOXo i TPAKTUKH 00yJatOIIHIAC ).

[TuchbMeHHBIH OTYET O BHIIOJIHEHUHU paboT BKIIIOYAET B ce0sl CIEAYIOINE Pa3/Ieibl:

. TUTYJIbHBIN JIUCT;

. COJIep/KaHue;

. KpaTKasi XapaKTepUCTHUKA MPEANPUATHUS, TJ€ MPOXOANUI MPAKTUKY 00 ydaroIuics;
. MpaKTUYECKasl 4YacTh;

. MPUIIOKEHUS.

Henomnnsle u HeOpe:kHO 0POPMIICHHBIE OTUYETHI K 3aIUTE HE JTOMYCKAIOTCS.

[Tpyn HanucaHuu oT4yeTa O MPEAJUIIOMHOM NMPAKTHKE PEKOMEH]YETCsl IPUIEPKUBATHCS Clle-
JYIOILEro IUIaHa:

Tutynensiit muct (Ilpunoxenwne 1)

Conepxxanue

Beenenue (ae 6osee 1 cTpaHuIlb);

1 pazgen — opraHM3alMOHHO-NIPABOBAasl XapaKTEpUCTUKA peanpusaTtus ( 1- 2 ctpaHuLibl);

2 pazzen - MaTepHualbl, COOpaHHbIE BO BpEMs IIPOXOXKIAEHHS MPAKTUKHU U CBS3aHHBIE C TeMa-
THUKOM NPAaKTUKH (3-4 CTpaHULb);
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BriBogp1 1 ipeayioxkeHus (2-3 cTpaHuIibl);

B mepBoM paszzene oTyeTa M3NIAraroTCsa: MECTOHAXOXKICHUE YUPEkKACHUS (OpraHHU3aIlim); pas-
Mepbl IPEIIPUSITHSL, €ro CIelHaTn3allks; OpraHU3allMOHHAs CTPYKTYpa U CTPYKTypa yIpaBIeHHUs.

Bo BTOpOM pazzpene JAOMKHBI COAEPKATHCS OTBETHI HA THUIOBBIE BOMPOCH MPEITUTIOMHON
npakTukyd. HanMeHoBaHNe OCHOBHBIX Y4aCTKOB, Iie 00ydaromuil MpoxXoaui MPakTUKY ¢ KpaTKoil xa-
PaAKTEepUCTUKON H3YYEHHBIX HAa JAHHOM Yy4YacTKe BOIPOCOB (C MPUIIOKEHHEM OOpa3IoB CaMOCTOS-
TEJIbHO MOATOTOBJIECHHBIX B OpPraHU3allMi JOKYMEHTOB, paCu€TOB U T.J.), IEpEYCHb BBIIIOJIHEHHBIX pa-
00T B X0/i¢ TPAKTHKH, TAOJIUIIBI HCXOIHBIX JaHHBIX U PE3YJIbTATOB PAaCUYeTOB, TpaUKU, CXEMBI, pac-
CUMTaHHBIE U aHATU3UPYEMbIEC TOKYMEHTHI, Ipa(UKH, OCHOBHBIE JEIIONPOU3BOACTBEHHBIE MPOOIEMBI,
BBISIBJICHHBIE B XOJ€ MPAKTUKU, CIHCOK HM3YYEHHBIX (HMCIOJB30BaHHBIX) MCTOYHHUKOB (CHEIUalIbHAs
TUTEpaTypa, 3aKOHOIATEIIbHBIE 1 HOPMATHUBHBIC MaTePHAIIBI U Jp.);

B 3akmounTensHOM yacTH oTdyeTa 0OydaromeMy HeoOXOoauMo B cxkaToil gopme chopmynu-
pOBaTh OCHOBHBIE BBIBOJBI, JaTh KOHKPETHBIC MPEIJIOKEHUS MO YIYUIICHHIO pa0OThl YUpPEKICHUS
(opranu3zanun).

B kauecTBe MpUIIOKEHUS K OTUETY MPAKTUKU 00ydaromuiicst opopmiser rpaduyeckue, ayamo-
, GoTO-, BUACO-, MaTepuabl, HarJIAIHbIe 00pa3Ibl N3N, TOATBEPKAAIOIINE TPAKTUYECKUIN OIIBIT,
MOJIyYEHHBIN Ha IPAKTHUKE.

K otdery oOy4arontuii JOIKEH TPHIOKHUTH:

. JTHEBHUK MPEIIUILIOMHON TPAKTHKHY;

. aTTECTAIMOHHBINA JIUCT C XapaKTEPUCTUKON Ha 00YUaIOIIEroCs.

[IpakTudeckas 4acTh OTYETa MO MPAKTHKE BKIIIOUAET TJIaBBI U maparpadpl B COOTBETCTBHH C
JIOTUYECKOU CTPYKTYPOH M3JI0KEHUS BBITIOJHEHHBIX 3aIaHUN TI0 pa3jienaM Kypcea.

PabGora Ham OTYETOM MO TMPAKTUKE JIOJDKHA MMO3BOJIUTH PYKOBOAMTENIO OLICHUTH YPOBEHD
pa3BUTHA CIEAYIOMMX OOMIMX KOMIETEHUUH 00y4yarollerocs: - OpraHu30BbIBaTh COOCTBEHHYIO Jesl-
TEIHHOCTh, ONMPEACISATH METOJBI U CIIOCOOBI BBHIMTOJIHEHUS MPO(EeCcCHOHANBHEBIX 3a/1a4, OIEHUBATh UX
3¢ (}HEeKTUBHOCTh U KAYeCTBO; - pellaTh MPOOJIeMbl; OLICHUBATh PUCKU U MPUHUMATh PEIICHUS B He-
CTaHJIAPTHBIX CHUTYAIUSAX; - HCIOJIb30BaTh HH(POPMAIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH IS
COBEpIICHCTBOBaHUA MPO(ecCHOHANBbHON NeATeIbHOCTH; - OBITh FOTOBBIM K CMEHE TEXHOJOTHH B
npodecCHOHATEHOM IEATENHHOCTH; - a TAKKe MPo(ecCHOHATBHBIX KOMITETEHITNH, B paMKaX OCBOCHUS
npodeccuorHanbHOro Moayis U ycraHoBleHHBIX PI'OC CIIO mo KOHKPETHOW CIEeNHaTIbHOCTUA WITH
mporpaMMoii mpohecCuoHanTbHOTro MOysl. [IpHI0KEeHNUS MOTYT COCTOSITh U3 JIOMOTHUTENBHBIX CIIpa-
BOYHBIX MAaTe€pHaJIOB, UMEIOIIMX BCIIOMOTaTelbHOE 3HAUY€HHEe, HalmpuMep: KOMHil JTOKYMEHTOB, BbI-
JEPKEK M3 OTUYETHBIX MATEPUAIOB, CTATUCTUYECKUX JAHHBIX, CXEM, TaOIUIl, TUarpaMm, MPOrpaMm,
MTOJIOYKEHUH U T.II.

Tekct ordyera OMKEH ObITh MOATOTOBJIECH C MCIOJIb30BaHWEM KoMmIbioTepa B Word, pacneua-
TaH Ha OJHOW cTopoHe Oemoit Oymaru dopmara A4 (210x297 mm). LIBer mpudrta - YepHbIH, MEXK-
CTPOYHBIN MHTEPBAJ - MOJYTOPHBIN, rapuuTypa - Times New Roman, pasmep mpudra — 14 win 12
KETJIb.

[Ipu BICTaBICHUH UTOTOBOM OIICHKH IO MTPAKTUKE (3a4€Ta) YUUTHIBAIOTCS:

— pe3ynabTaThl IKCHEPTU3Bl OBIAJACHUS OOYyYaOIIMMHUCA OOUMMH M TMPO(ecCHOHATBLHBIMU
KOMITETEHIIUSIMU;

- KQUeCTBO U MOJIHOTa 0(OPMIICHHS OTYETHBIX JJOKYMEHTOB I10 TIPAKTHKE;

- XapaKTepUCTUKA C MECTa IPOXOKACHUS MMPAKTUKHU (XapaKTEPUCTUKA PYKOBOIUTEIS TPAKTH-
KM OT OpTaHu3aIlim).
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IMPUJIOKXEHME 1
®opMa aTTeCTAIIMOHHOI0 JIUCTA MO NMPAKTUKE (3AMOJHACTCSH HA KAXKIA0T0 00y4aK0Ierocs)

3a4ueT no NMPEeAJUIIIIOMHON MPAaKTUKE BBICTABIISAETCS HA OCHOBAHMM JAHHBIX aTTECTALIMOHHOTO JIMCTA
(XapakTepuCTUKU TPOPECCHOHATBHON EATEIIEHOCTH 00YYaroIIerocsi Ha MpakTHKE) ¢ yKa3aHHEM BH-
JI0B pa0oT, BBITOJHEHHBIX OOY4YarOIIMMCS BO BpeMsl MPAKTHUKH, UX 00beMa, KauecTBa BBHIMOJIHEHUS B
COOTBETCTBHH C TEXHOJIOTHEH U (WiIK) TpeOOBaHUAMHU OPTaHU3AIMH, B KOTOPOM MPOXOAMIa MPAKTHKA.

ATTEeCTAIIMOHHBIN JIUCT
o PENIUIITIOMHON [IPAKTUKE

BUJBI IIPAKTUKHU

Crynenr TroJuaeHeBa Ajekcanapa bopucoBHa

oOyvaroruiicss Ha 2 Kypce 1o crenraibHocTH 46.02.01 «/lokyMeHTallHOHHOE o0ecnieyeHne
YIIPaBJIEHNUS U APXHBOBEAEHUE» YCIICIIHO Mpolies(a) NpeJANIUIOMHYIO MPAKTUKY M0 CHEUaIbHO-
ctu: 46.02.01 «/lokyMeHTaIMOHHOE 00€CTICUeHUE YIIPABJICHHS U apXHUBOBEICHHUEY

B o0beMe 144 yacoBc « 24 » ampens  201r.mo « 20 » wmas 201r.
B opranmzanuu _MYK «Ceprueso-Ilocaackasi IeHTPaJbHAasl PAHOHHAS MeKIOceJeHYecKas 0uo-
JHOTEKA)

YpoBeHb 0cBOCHHS MPO(eCCHOHAIBHBIX KOMIIETCHIUH B MIEPHO/J NPAKTHKHA

Bubl npodeccroHambHBIX KOMITETSHITAH KadecTtBo BBIIOTHEHUS PabOT
(Yxazatb: Oceéoun ¢ omauuHbIM Kauecmeom
WA
Ocgoun ¢ Xxopouwium Kauecnmeom
WA
Oceoun ¢ y0061emeopumenbHviM Kauecmeom)

IIM.01 Oprannsanusi JOKyMeHTAHOHHOI0 o0eclevyeHnsl ynpaBJeHns 1 QyHKIHOHUPOBAHMUS OPTraHU3alNU

IIK 1.1. KoopauaupoBath paboTy opraHu3anuu (TpueM-
HOUM PYKOBOJUTEIIS), BECTH MPHUEM ITOCETUTEIEH.

IIK 1.2. OcymmecTBiasaTh paboTy MO MOATOTOBKE M IPOBEIC-
HUIO COBCIAHMM, JCJOBBIX BCTPEY, MPUEMOB M IPE3CHTA-
WM.

I1K 1.3. OcymecTBasTh MOJATOTOBKY JEJNOBBIX IT0E3JI0K
PYKOBOJIUTENS U JPYTUX COTPYAHUKOB OpPraHU3aluu.

1K 1.4. Opranu3oBbiBaTh pabodyee MeCTO CeKperaps U py-
KOBOJAUTEIISL.

I1K 1.5. OdopMisTh ¥ PErMCcTPUPOBATH OPraHW3ALMOHHO-
pacIopsiIuTeNIbHbIE JIOKYMEHTBI, KOHTPOJIMPOBATh CPOKH
UX MCIIOJHEHHS.

IIK 1.6. O6pabaTsiBaTh BXOISIIHE U UCXOIAIINE JOKYMCH-
Thl, CHCTEMAaTH3MPOBATh HX, COCTABJIATH HOMEHKJIATYPY
Jien 1 GOpPMHUPOBATH JOKYMEHTHI B JIena.

IIK 1.7. CamocTosATEpbHO paboTaTh ¢ JOKYMEHTaMH, CO-
JepKauMu  KOHQUACHINATLHYI0 HWH(POPMAIUIO, B TOM
YHCIIE C JOKYMEHTaMH 110 JINYHOMY COCTaBY.

IIK 1.8. OcyriecTBiaTh TeaePOHHOE OOCIYKHBAHUE, MPH-
HUMAaTh U MepeaaBaTh (HaKchl.

IIK 1.9. OcyriecTBiATh MOATOTOBKY A€ K Iepemade Ha
apXUBHOE XpaHCHHE.

IIK 1.10. CocTaBnsaTh OMHCH JEN, OCYHIECTBISTH IOATO-
TOBKY JIe] K IIepellaue B apXWB OpraHHW3alud, Tocyaap-
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CTBCHHBLIC U MYHUIIUTIAJIbHBIC apXUBBI.

IIM.02 OpraHu3zanusi ApXUBHON U CIPABOYHO-HH(POPMAIMOHHOI pa60ThI 10 IOKYMEHTAM OPraHU3ANMH

I1K 2.1. OcymecTBiIsITh SKCIIEPTU3Y HEHHOCTH JOKYMEHTOB
B COOTBETCTBUHM C JEHCTBYIOIUMH 3aKOHOAATENbHBIMU
aKTaMHU ¥ HOPMAaTHBaMH.

IIK 2.2. Bectu paboTy B cHUCTEMax 3JEKTPOHHOTO JOKY-
MEHT0000pOTA.

IIK 2.3. Pa3pabaTbiBaTh U BECTH KJIACCH(PHUKATOPHI, TabeIN
M JIp. CIIPABOYHUKH TI0 JOKYMCHTaM OpPTaHH3AIHH.

IIK 2.4. Ob6ecnieunBaTh NPUEM W PAlMOHATIBHOE Pa3Merre-
HHE JOKYMEHTOB B apXuBe (B T.4. JJOKYMEHTOB I10 JJUYHOMY
COCTaBy).

I1K 2.5. Ob6ecnieunBaTh y4eT U COXPAHHOCTh JOKYMEHTOB B
apXuBe.

I1K 2.6. OpraHu3oBbIBaTh HCIIOJIB30BaHHE apXUBHBIX J10-
KYMEHTOB B HAay4YHbBIX, CHPaBOYHBIX M HPAKTHYECKHUX Iie-
JISIX.

I1K 2.7. OcymecTBisiTh  OpraHU3aOHHO-METOIUYECKOE
PYKOBOJICTBO M KOHTPOJIb 33 pabOTON apXuBa OpraHu3aluu
U 33 OpraHuM3anueil JOKyMEHTOB B JISJIONPOU3BOCTBE.

IIM. 03 BeinosiHeHHe padoT MO OAHOH MJIN HECKOJbKHM NpogeccHsiM padounx, JOJKHOCTIM CIYKAIIUX

I1K 3.1. OdopMisiTs M PEruCTPUPOBATH OPraHU3ALMOHHO-
pacnopsauTeabHble JOKYMEHTHI, KOHTPOJIUPOBATh CPOKU
UX MCHOTHEHHS.

[IK 3.2. O6pabaTpIBaTh BXOIAIINE U UCXOIAIINE JOKYMCH-
Thl, CHCTEMAaTH3MPOBATh HX, COCTABJIATH HOMEHKJIATYPY
Jien 1 GOpPMHUPOBATH JOKYMEHTHI B JIena.

IIK 3.3. OcymecTBIsATh 3KCIEPTH3Y EHHOCTH TOKYMEHTOB
B COOTBETCTBHU C JICHCTBYIOIIMMH 3aKOHOAATEIbHBIMHU
aKTaMH 1 HOPMaTHBAMH.

[IK 3.4. OcymuiecTBIsATh HMOATOTOBKY A€d K Iepenade Ha
apXUBHOE XpaHCHHE.

IIM.04 ITnaHupoBaHue

Kapbepbl BbINYCKHHUKA

IIK 1. CucrematusupoBaTh HHPOPMAIMIO M3 Pa3IMIHBIX
HCTOYHHKOB O COOTBETCTBYIOLIHMX IOJYYCHHON KBaIU(H-
KallM{ BAKAHCHUSIX HA PETHOHAJBHOM PBIHKE TPY/a.

IIK 2. OdopmisaTsh HeOOXOAMMBIE UISI TPYHOYCTpOICTBa
JIOKYMEHTBI.

IIK. 3. BriGupars 3¢¢eKkTuBHBIE MOAEIH IOBENCHUS M
KOMMYHUKAIMU TIPH MPOXOXKJIEHUU coOeceoBaHusl ¢ Mo-
TEHIUAJIBHBIM Pad0TOIaTEIIEM.

[IK 4. VMcnonb3oBaTh pa3ivyuHble METOIbl aJanTalud Ha
paboyeM mecTe.

IIK 5. Crpourts miaH npogeccuoHaIbHOH Kapbephl.

IIM.05 OcHOBBI NPeANPUHUMATETHCTBA

I1K 1.1. PazpaboTka npeAnpuHUMATENbCKON HIIeH

1K 1.2. PazpaboTka Ou3Hec-Tu1aHa

I[IK 2.1. ToToBHOCTE K MOPUANIECKOMY O(OPMIICHUIO
MpeANPUHIMATEIbCKON ACSATEIBHOCTH

A/01.3 TlpueM um pacmpenencaue Tene(OHHBIX 3BOHKOB
OpraHu3aluH.

A/02.3 Opranusaiusi paboThl ¢ TOCETUTEISIMH OpTaHU3a-
LHH.

B/01.5 Opranms3anus paboTHI ¢ TOKyMEHTaMH.

B/02.5 Opranun3zanus TeKyIero XxpaHeHus JOKyMEHTOB.

B/03.5 Oprannzanus oO6pabOTKH Jen [Uisl MMOCIEIYIOIIEro
XPaHCHHUSL.
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XapakTepucTuka y4yeOHO U nNpodecCMOHAIBbHOM 1eITeJIbHOCTH CTYIEeHTAa BO BpeMsl NPAKTHKHU

1. B nepron mpeagumiIoMHON MPaKTUKX BBITIOIHSUT TIPOU3BOACTBEHHBIE 3aIaHNS HA pabodyeM MecTe

(menmonpou3BOINTENS, CEKPETAPS, APXUBUCTA, CIICIIUAIHICTA TI0 KaapaM, pedepeHTa Win Ip.)
1 BBITIOJTHSLIT

(ocHOBHBIE BHJIBI PabOT)

1.1. KayecTBO BBITIOJHEHHBIX padoT

(o1ieHKa: OTIIMYHO, XOPOLIO, YIOBJIETBOPUTEIILHO, HEYIOBIETBOPUTEIHHO)
1.2. TlposiBui (chopMUpPOBaHBI HITH HE CHOPMUPOBAHBI (J1a, HET):

3HaHUS HOPMAaTHBHBIX TOKYMEHTOB
3HaHUS TEXHOJIOTUIECKOTO MPOIecca BRITOIHACMBIX PadoT
3HaHUs 00s3aHHOCTEH pabOTHHKA
3HaHUs pabOThI ¢ 000PYIOBaHUEM, IPOTPAMMAMU
3HaHUS MPaBHI 0QOPMIICHHUS TOKYMEHTOB
MMOHUMAaHKE CYIIHOCTH, COI[HATHLHON 3HAYUMOCTH CBOCH OyayIeli mpodeccuu, yCTONYHMBEIN HHTEpEC K HEell
TOTOBHOCTh K OpTaHU3aIMK COOCTBEHHOU JEATEIbHOCTH
BBIOOPY TUIOBBIX METO/IOB BHITIOJHEHUSI MPO(ECCHOHANBHBIX 3a/1a4
CrocoOHOCTh MPUHUMATH PEIICHHSI B CTAHJAPTHBIX U HECTAHIAPTHBIX CUTYAIMSIX M HECTH 332 HIX OTBETCTBEHHOCTD

YMCHHE OCYIIECTBIIATH TIOUCK HOBOH MH(OPMALUH, HEOOXOAUMOU T 3()(HEKTHBHOTO BBIMOIHEHUS MPOQECCHOHATEHBIX
3aJaHuNi
crocoOHOCTh OpaTh Ha ce0s OTBETCTBEHHOCTH 33 pa0OTY WICHOB KOMAaH/BI (ITOMYHMHEHHBIX), PE3YJIbTAT BHIITOTHCHUS 3a]1a-
HUK

BeXIIHBOE, 3 (heKTHBHOE B3aMMOICHCTBHE ¢ KOJIETAMH, PYKOBOJACTBOM M PYKOBOJICTBOM, M MOTPEOUTEISIMH, BEI 340PO-
BBII 00pa3 KU3HI
yMeHUE OIeHNUBaTh d()(PEKTUBHOCTH U KAYECTBO BHIOPAHHBIX TUIIOBBIX METOJIOB U CIIOCOOOB BBITIONHEHUS IPO(HECCHOHAIB-
HBIX 33724
CITOCOOHOCTH OPTAaHU30BBIBATH Pabodee MECTO ¢ COONIOIEHNEM TPeOOBaHMIA OXpaHbI TPYIa
CcrocoOHOCTh  HMCIIONB30BAaTh MH(POPMAHMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJOTHH B MNPOQPECCHOHATBHON JesTeIbHO-
CTH

CTpEMJICHHUE K TUYHOCTHOMY Pa3BUTHIO, CAMOOOPa30BaHHIO
CIOCOOHOCTh OPUEHTHPOBATHCS B YCIIOBHIX YaCTONH CMEHBI TEXHOJOTHH B IPO(PECCHOHANBHOM ACITEIEHOCTU

1.3. TpymoBast IUCHHATUIMHA

(olIeHKa 1 3aMeYaHUs)

2. 3akiaouenue: CTYACHT IIoKasaj HpO(l)eCCI/IOHaHLHyIO NOATOTOBKY

(oenka)

« » 20 L. Ioxamuces pykoBogurens npaktuku ot ['KIIOY MO CIT COT

M.II. Qupekrop CIT COT

TIOJNHUCH N.0. damunus
« » 20 T. HOHHI/ICL PYKOBOAUTEIIA MPAKTUKU OT OpraHru3aliun
M.IL
JloJKHOCTD TIOJIITUCH N.0. ©Gamunus
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ITPUJIOKEHME 2
®opMa THeBHUKA 10 NPAKTHKE (3AMOJHAETCH HA KAXKI0T0 00y4ar01erocs)

O1eHKY 10 MPEIAUIUIOMHON TTPAKTHUKE BBICTABIISIIOTCS B JIHEBHUK MPEAAUIUIOMHON MPAKTUKH (Xa-
PaKTEepPUCTUKH TPOGECCUOHATHFHON NEATETHbHOCTH OOYyYalolIerocss Ha MPAKTUKE) C yKa3aHUEM CO-
Jep>KaHUs TTPAKTHYECKOW PabOThI, BHITIOJHEHHBIX O0YJaronuMcs BO BpeMs MPAKTHUKH, UX 00beMma,
KadyeCTBa BBIIIOJIHECHUS B COOTBECTCTBUU C TGXHOHOFHCﬁ 148 (I/I.HI/I) TpCGOBaHI/IHMH OpI‘aHI/IBaL[I/II/I, B KO-
TOPOI MPOXOUJIa MPAKTUKA.

I'KIIOY MO
«Ceprueo-Ilocaackuii cOnMaabHO-IKOHOMHUYECKH TEXHHKYM))

JHEBHUK ITPAKTUKH

(paMunms, UMs1, OTYECTBO CTYICHTA)

Coemnansaocth 46.02.01 «/IokyMeHTAIIHOHHOE 00ecneyeHne YIIPABJICHUS U apXH-
BOBEJICHH €»

['pynma

PykoBoauTenb MpakTHKX OT Y4€OHOTO 3aBEICHUS:
SxosieBa TarbssHa MropeBHa, IpenoaBaTelb,

JAIN
(®UO, nomKHOCTH, TeIePOH)

PykoBoauTenb NpakTUKK OT NPEATPUSITHSL:

TCII.
(®UO, nomxHOCTH, TenedoH)

2019 rox

MPOJIOJIKEHUE ITPUJIOKEHUSA 2



PYKOBOJAUTEJIb ITIPAKTUKHU

, qupekrop CIT COT

Ten.
(D®UO, momxHOCTH, TENePOH)

1. 3aBeayroniuii MpakTUKOM:
PymsaneB Anekcanap BrnaguMmuposud,
3aM. JUMpeKTopa no YP,
(®UO, noKHOCTD, TeNe(POH)

2. PykoBouTenh MpakTUKA OT Y4EOHOTO 3aBEICHUS:
xoBieBa TarbsHa MropeBHa, mpenoaaBaTeiib
TEJ:

(D®UO, nomxHOCTH, TENEePOH)

3. PykoBoauTenb NpakTUKU OT MPEAIPUSATH:

(®.1.0., 10mKHOCTH, TenedOoH)

4. KnaccHblil pyKOBOJIUTEb!
JIkoBineBa Tatpsana MropeBHA, IpenoaBaTelb
TEJ:

(D®UO, nomxHOCTH, TENePOH)

MPOJIOJKEHUME NPUJIOKEHUS] 2
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MMAMSATKA
o0yuarouiemMycs, yObIBaoueMy Ha NIPaKTUKY

MNEPEJ HAYAJIOM ITIPAKTUKH
OOyuaronumiics mepes Ha4ajaoM MPAKTHKH 005f3aH MPUHATH YYaCTHE B OPraHW3aLMOHHOM CO-
OpaHHH 110 TTPAKTHUKE.
[Tomy4ynTh THEBHUK, IPOrPaMMYy MPAKTHKH U HAIpaBJIEHUE HA TPAKTUKY.
3anoIHATH B TEYCHHUE COOpaHUsS MOJ| PyKOBOJCTBOM PYKOBOAMTEINS MPAKTUKU OT y4eOHOTO
3aBE/ICHHSI COOTBETCTBYIOINE PA3/IEIIbl JHEBHHKA.
BbISICHUTE afpec ¥ MapuIpyT CIEIOBAHUS K MECTY NMPAKTHUKU U JTOJHKHOCTHBIX JIMI] MM TIO/1-
paszesneHue, K KOTOpOMY JIOJDKEH OOpaTHTHCS 10 MPUOBITHIO Ha PAKTHKY.
Hwmetsb npu cebe JOKYMEHTHI, TOATBEP)KJAIOIINE JTUYHOCTD, 151 0OpPMIICHHS JTOTTycKa K Me-
CTy NIPAKTUKH.
B ciydae oTkaza B opopMIIEHUH HA MPAKTHKY (IO JIOOBIM CIIOPHBIM BOIIPOCaM) HEMEAJICHHO
CBSI3aTHCS C PYKOBOJICTBOM ITPAKTUKU OT TEXHUKyMa

P O®POPMJIEHUU HA PABOYEE MECTO

N3yunTh MHCTPYKIUIO U TOJYYUTH 3aUeT MO TEXHHKE O€30MacHOCTH U MOXKapHOU Oe3-
OIIACHOCTH, 3aIIOJIHUTh COOTBETCTBYIOIIMM pa3/ell JHEBHUKA U PACIHCATHCS B KypHAJe
M0 TEXHHUKE 0€30MacCHOCTU MO0 MECTY MPAKTUKH.

Bectu exxelHEBHBIE 3alIUCU B JHEBHUKE B COOTBETCTBUU C MAMATKOM.

ExxeHenenpbHO MOANKMCHIBATH THEBHUK Y PYKOBOJAUTENS IO MECTY HAXOKIACHUS NMPAKTUKU.
[TocTostHHO UMETh THEBHUK HA paboyeM MecTe U MPEeIbsIBIATh €ro I MPOBEPKU OTBET-
CTBEHHBIM JIULAM.

BpInoNHATE MHIMBUAYAIBHBIE 3aJaHUS MOJ KOHTPOJEM PYKOBOIAUTEIEH IMPAKTUKU OT
MNPEIPUATHS U y4eOHOTO 3aBe/ICHUS.

[Tocemare KOHCYIbTALUHU, TPOBOUMBIE PYKOBOJIUTEIEM MPAKTUKU OT y4eOHOTO 3aBejie-
HUS.

Crporo cobmoaTh TpyIOBYIO JUCHUIUIMHY, TPaBUiIa TEXHUKH 0€30M1aCHOCTH, MOKapHOM
0€30MacHOCTH, MPOU3BOJICTBEHHON CAaHUTAPUU.

BeimonHsaTe TpeOOBaHMS BHYTPEHHETO paclopsiika MPeAnpusTUs (OpraHu3alun).

C paspenieHusi pyKOBOAUTENS MPAKTUKU OT NPEINPUATHS Y4aCTBOBAaTh B IPOU3BOJ-
CTBEHHBIX COBEILAHUSIX, IUIAHEPKAX U IPYTUX aIMUHUCTPATUBHBIX MEPOIPUATHUSIX.

ITO OKOHYAHHMH ITPAKTUKH

[IpenbsBUTH THEBHUK, PYKOBOJIUTENIO MPAKTUKHU MO MECTY MPOXOXKIACHUS NMPAKTUKH, 3aBeE-
PUTH NOANMCIMH U ITEYaTSIMHU BCE COOTBETCTBYIOIIME Pa3CIIbl.

3aBepUTh NOJIUCSAMU U NIEYATIMH XapaKTEPUCTHUKY.

[Tpu6bITh B yueOHOE 3aBeICHUE U CAATh JHEBHUK U XapaKTEPUCTUKY PYKOBOAUTEINIO MPAKTH-
KH.

MPOJOJIKEHUE IMTPUJIOKEHUS 2
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JIMUHASA KAPTOYKA MHCTPYKTAXA

10 BE3OITACHBIM METOJIAM PABOTBI, IIPOMCAHUTAPUU 1 [TIPOTUBOITOXKAPHOI BE3OITACHOCTH

|. BBOAHBI MHCTPYKTAXK
[TpoBen wHKEHEP MO OXpaHe TPyAa U TEXHUKE 0€30MacHOCTH

(®.1.0.)
IHoanuce JlaTta
HNHcTpykTaxk noiydn (a) u ycBou (a)
IHoanuce JlaTta

I1. IlepBuYHBbIi MHCTPYKTAK HA pabo4eM MecTe
IlepeBenen Ha
(HauMeHOBaHUE y4yacTKa, 11eXa, OTaea U T.1.)

HNHucTpykTaxk npose (a)
(®.N.0.)
[Tognuck JlaTta

NHucTpykTak noiyuu (a) U yCBoOu (a)
IHoanuce JlaTa

[11. BropnuHblii HHCTPYKTa:K Ha pabodemM MecTe
WNuctpykTax nposed (a)
(®.N.0.)

IHoanuce Jlata

NHcTpykTaxk nosydu (a) 1 ycBOuUI (a)
[Tognuce Jata

IV. Bropu4Hblii MHCTPYKTa:K Ha padoyeM mecTe
HNHcTpykTax nposen (a)
(®.1.0.)

IHoamuce Jata

NHcTpykTak moiydm (a) U yCBOUII (a)
Iloamuce Jlata

MPOJIOJIKEHUE ITPUJIOKEHUSA 2
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Bujbl BHINOJTHEHHBIX PadoT

Jlara

MMoanucsb pyxkoBoam-
TeJd

IMpenauniaoMHasi NPaKTUKA

O3HaKOMJICHHE C MHCTPYKIUSAMH 110 T/0 Ha pabodyeM MecTe
cneuuanucta JOY (menompousBoguTess), MpaBUIaMy|
BHYTPEHHEr0 TPYJOBOro pacnopsanka. [IpoxoxneHue nH-
cTpykTaxa. O3HaKOMIJIEHHE C paOOYUM MECTOM CIEIHAIIH
cta JIOY (nenonpounsBoautens).

AHanMM3 CTPYKTypbl, (QYHKIHMHA, 3amad OpraHU3aIlNH,
CTPYKTYPHOI'O MOAPAa3LAEIICHUSA C TOYKU 3PEHUSA HOKYMEH-
TallMOHHOTO 00eCNeYeHUsl YIPaBIEHUSI.

Omnpenenenne CyIIeCTBYIONIEH B OpraHU3allid OpPTaHU3a-
MUOHHON (POPMBI pabOTHI C TOKYMEHTaMH. Y CTAHOBJICHHUE
00BEMa TOKYMEHTO000pOTa U OmpeesieHue, K Kakoh u3 4
Kateropuii (Mo o0BeMy TOKYMEHTOOOOpPOTa) OTHOCHTCS
JAaHHast OpraHun3anus.

M3ydyenne naCcTpykumu no JIOY (memnonpou3BOACTBY) U
MPOBEJICHUE €€ aHallu3a - HACKOJIBKO OHA COOTBETCTBYET|
HOpMaM H TpeOOBaHHUSIM HOPMATHBHO-TIPABOBBIX JOKY-
IMCHTOB.

[IproOpeTeHne ombiTa CaMOCTOSITEIBHOW — MOJTOTOBKH,
o(opMIIeHNS U pa3MHOKEHHS CITY>)KEOHBIX JOKYMEHTOB.

I3ydeHre u aHanu3 OCHOBHBIX BHJIOB JOKYMEHTOB, IIPH-
MEHSIEMbIX B OpTaHU3allMM C TOYKU 3PEHUS OINpeaesieHUs,
HACKOJIBKO TPHHATAas CHUCTEMa JOKYMEHTHPOBAHHS COOT-
BETCTBYET TPEOOBAHUAM K O)OPMIICHHIO JOKYMEHTOB.

M3yueHne npuema U pacupeAesieHus MOCTyHarouied Kop-
[PECTIOHJICHITNH, CIIOCOOOB PETUCTPALUUA JTOKYMEHTOB H
MOPSAIOK JOCTaBKU UX B CTPYKTYPHbIE MOAPA3ACTICHUS WY
OTBCTCTBCHHBIM HCIIOJIHUTCIISIM. HpH06peTeHHe OIIbITa B
OpraHu3aliy KOHTPOJS 3a CPOKAMM HCIIOJIHEHHUS JOKY-
IMCHTOB U IMOPAIOK paGOTbI C IPCAJIOKCHUAMU, 3aABIICHU-
STIMH ¥ JKaJT00aMu Tpak/1aH

M3yuuTh W TMPOBECTH aHAIN3 TOPSAKA TPYMIHUPOBKU HC-
MOJIHEHHBIX JOKYMEHTOB B Jieja, TOYHOCTH COOJIIOJICHUS]
3aBedeHus Iell, 00beMa A€, 3aroIoBKOB Ieil. O3HaKOM-
IIEHUEe ¢ HOMEHKJIATYpOW JIe OpraHu3aluu, TOPSAIKOM €
COCTaBJICHHS. YCTAaHOBIIEHHUE HACKOJIBKO pealibHbIC Iela
COOTBETCTBYIOT HOMEHKJIaType. V3ydeHHe W aHaJM3 10
PSAKa MOATOTOBKH JIET K cllade B apXWB M YCJIOBHH Xpa-
HEHUS JTOKYMEHTOB B apXHBE

MPOJIOJI’KEHHE ITPUJIOKEHUSA 2
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Buabl BbINOJHEHHBIX padoT

JlaTa

Hoanucs pykoBoau-
TeJs

BHAKOMCTBO C CHCTEMOM 3JIEKTPOHHOTO TOKYMEHTOO0O0PO-
Ta OpraHu3alyu. Y CTaHOBJIEHHE IOCTOMHCTB M HEJIOCTAT-
KOB HCIIOJB3YeMbIX cucteM. OmpeneneHue APYrux IMpo-
FPaMMHBIX TPOAYKTOB, MCIOJNB3YEMbIX B JEATEIHHOCTY
opraHuzanuu. M3ydenue cpeicTB MexXaHU3alUuH JIeJI0Ipo-
M3BOJICTBA, IPUMEHSIEMBIX B OPTaHU3AlIHH.

10

BHAKOMCTBO C OpraHU3AllMOHHOW CTPYKTYpOM  apXuBa.
[IpoxoxaeHne UHCTpYKTaxa 1mo 1/0 B apxuBe. O3HAKOM-
nmeHne ¢ paboyrMM MECTOM apXUBUCTA, APXUBOXPAHUIIH-
mamMu U paboTa ¢ CUCTEMOW 3JIEKTPOHHOTO JOKYMEHTO-
000poTAa.

11

O3HakoMIJIeHHE M aHaIHM3 cocTaBa (HoHIOB apxuBa. Ompe-
nereHre TpaHul] GOHIOB.

12

CocraBineHue rpaduyeckoil cxeMmbl apxuBa. HW3yudeHue
[TonoxxeHuss 00 apxuBe, MOMKHOCTHBIX HHCTPYKIIMH pa-
OOTHUKOB apXuBa, CONOCTABICHUE UX C TUIIOBBIMHU JOJK-
HOCTHBIMH MHCTpYKUUsAMU. [IpoBeneHne aHanuza pacmpe-
neneHust GyHKIUNA MexXAy paOOTHUKaMHU apXxuBa, MpPHUMeE-
HEHUE CYIIECTBYIOIIMX HOPM U HOPMATHBOB

13

M3ydyeHne ocoOEHHOCTEH MTOKYMEHTOB JaHHOTO apXHBa.
Knaccuukanus TOKyMEHTOB apXHBa MO0 OCHOBHBIM IIPH-
3HAaKaM, rpynmnam, BUJiaM, pa3HOBHUIHOCTSIM.

14

[IpuoGpereHre yMeHUs pa3inyaTh CTENEHb MOIMHHOCTH,
OIIpENIeNIATh HEOOXOIUMBIN COCTaB YJOCTOBEPEHUS JOKY-
MEHTOB, OIPEJENIATH COCTOSIHUE TOKYMEHTOB.

15

Ydactue B mpueme, NEepBOHAYAILHONW 00pabOTKe IOKY-
MEHTOB. BBINOJIHEHNE KOMIUIEKCA ONEpPALUi 110 PETUCTPA-
WA TOCTYNUBLUIMX B apXWB JOKYMEHTOB.  (CamoCTOs-
TETbHOE COCTaBJICHUE CIIPaBOK, aKTOB, 3allOJTHEHUE KYP-
HAaJIOM MOCTYNUBIINX B apXUB JJOKYMEHTOB.

16

[IpuoOpeTeHre OMbITa COCTABJICHUS CHCTEMBbl Hay4YHO-
crpaBounoro anmapara (HCA) B apxuBe. M3ydueHue koM
MJICKCAa JOKYMCHTOB INOCTYMAIOUICTO B apXHUB.

17

OBnazieHNe METOAMKON MPOBEACHUS SKCHEPTU3BI IIEHHO-
CTH JIOKYMEHTOB, HaxoJsIuxcs B apxuBe. (CBepka cooT-
BETCTBUS 3ar0JIOBKOB JI€Nl COACP>KaHUIO JOKYMEHTOB B Jie-
max

MPOJIOJI’KEHHE ITPUJIOKEHUSA 2
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e Moanucs, pykoBoam-

wn Buabl BbINOJIHEHHBIX padoT Jlara TeJad

18 [3yyenue, aHanu3 MPUMEHSEMBIX B apXHBE OJAHKOB JO-
KYMEHTOB, BUJOB U PAa3HOBHJIHOCTEH OpraHU3al[MOHHBIX
NTOKYMEHTOB (IIOJIO)KEHUM, YCTaBOB, WHCTPYKLUH, Ipa-
BIJI), CIIPAaBOYHO-UH(GOPMAITHOHHBIX JOKYMEHTOB (ITHCEM,
MOKJIAJIHBIX U OOBSICHUTENIBHBIX 3aITUCOK, CIIPABOK, IPOTO-
KOJIOB, aKTOB, 0030pOB, OTYETOB, CIHCKOB, IEPEUHEH),
pacTopsIUTEIbHBIX TOKYMEHTOB (IOCTaHOBIICHHUH, pacmo-
PSOKEHUN, TPUKA30B, YKa3aHUM).

19 BAYET

MPOJIOJI’KEHHE ITPUJIOKEHUSA 2
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3AMEYAHUSA U ITPEJJIOKEHUSA
paboToaaTesiss 0 COBEPIICHCTBOBAHUIO KauyeCTBa MOJATOTOBKHU CHCIIHAINCTA U OpTra-
HU3ALMK POU3BOJICTBEHHOH (MpodhecCuOHaTbHOM) MPAKTUKU

puiaoxenne 3
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THUTYJBHBIH JHUCT 0TYETA

I'KIIOY MO
«Ceprueo-Ilocaackuii conuanbHO-3KOHOMUYECKUN TEXHUKYM)

CrennansaocTth 46.02.01 JIokKyMeHTAaIIMOHHOE 00ecnevyeHue YIIPaABJIeHNsS U apXH-

BOBC/ACHUC

OTYET

O IMPOXOXKIAEHUU ITPOU3BOACTBEHHBIX ITPAKTHUK:

TIM.02 Opeanuzauus apxueHnoil u CRPAGOUHO-UHDOPMAUUOHIOU DAOOH b
HO OOKYMEHmMam op2aHu3auui
Cpoxk npoxoxnenus: ¢ 10.04.2019 no 15.04.2019

OT4eT 3alMILEH «__ » 20 1. C OLIEHKOM

IIM.03 Boinoanenue paoom no 00HOU Uiy HEeCKOJIbKUM Bpodheccuam padouux,

O0NHCHOCHIAM_CAYHCAULUX
Cpoxk npoxoxnenus: ¢ 17.04.2019 no 22.04.2019

OT4eT 3alMILEH «__ » 20 1. C OLIEHKOMU

U_npedounioOMHOU RPAKMUKU
Cpok npoxoxnenus: ¢ 24.04.2019 no 20.05 2019
OT4eT 3alMILEH «_ » 20 r. C OLIEHKOMU

CryaenTom 2-ro Kypca

®.1.0.

(HaI/IMeHOBaHI/Ie OpraHu3alivu, V‘IDG)KI[GHI/IH)

PykoBoauTens NpakTUKU OT NPEANPUSITHSA

YJ1eHbI KOMUCCHU:
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Pazpab6oran TKIIOY MO CIT C3T

IIpenomaBarein

T.U. SIxoBieBa

MECTO PabOoThI

3aHUMaeMas JOJLKHOCTh 1.0. damumus
Pazpaboran
MECTO PadOThI 3aHUMaeMasi JI0JDKHOCTh N.0. ®amunus
Okcnept
MECTO PadOThI 3aHUMaeMas JI0JDKHOCTh N.0. ®amunus
DKcnepr
MeCTO paboThI 3aHUMaeMasi JOJDKHOCTh N.0. Damunus
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