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1. I_Ie.]'ll/l HpOH3BOZ[CTBeHHOﬁ NPAaKTUKH 1O IOJYYCHUTO HpO(l)eCCl/IOHaJILHbIX

yMeHHﬁ H OoNIbITa HpO(l)eCCl/IOHaJILHOﬁ ACATECJIILHOCTH NPAKTUKH

LlenssMu IPOM3BOACTBEHHOW MPAKTHKH IO IMOJYYEHHIO NMPO(PECCHOHAIBHBIX YMEHHH H
ompITa  NMPO(ECCHOHANBHOM  JEATENBHOCTH  MpakTHKKM 1o  Hampasinenuio  46.03.02
JIOKyMEHTOBEICHHE 1 APXUBOBEICHHUE SBIISIOTCS

- U3y4eHHE OmbITa paboThl B cdepe AEATETbHOCTH, COOTBETCTBYIOLICH HAIPaBICHHUIO

46.03.02 «/IoxyMeHTOBEICHHE U apXUBOBEIICHHUEY,;

- M3y4YCHHE OPraHW3alUh BCEX OTANOB PabOTHl C JMOKYMEHTaMH OT TOJYyYeHHUS 0
APXMBHOTO XPAaHEHHUS B KOHKPETHOM YUPEKICHUH;

- 3aKpEeIUICHUE U YIITYOJICHUE TEOPETUUECKOMN MTOATOTOBKH, MPUOOPETCHHUE MPAKTHIECKUX
HABBIKOB M KOMITETEHIUH, @ TAK)KE ONBITA CAMOCTOATEIHLHON MPOPECCHOHATBHOMN JIEATEIBHOCTH
B 00JaCTH OpraHU3alid W TEXHOJIOTMH JOKYMEHTAI[MOHHOTO OOECICUCHHs YIpPaBICHUS U
ApXMBOBEICHHUS.

2. 3a7a4u NPOU3BOACTBEHHON MPAKTHKH MO MOJy4eHHIO NMPodecCHOHATBHBIX
YMEHHMH U ONbITA NPO(eCcCHOHATBHOMN AeITeJIbHOCTH NPAKTHUKHU

3az[aanI/1 HpOHSBOﬂCTBeHHOﬁ IMPAKTHUKU IO ITOJYYCHHUIO HpO(I)eCCI/IOHaHBHBIX YMCHI/Iﬁ u
OIIbITa HpO(l)GCCI/IOHaJH)HOf/'I ACATCIIbHOCTH IPAKTUKU ABJISAIOTCA:

1. CdopmupoBaTh 11€IOCTHOE MPEJICTABICHHE O CTPYKTYpe HPEeANpHUsITHS,
OCHOBHBIX (DYHKIIHSIX TIPOU3BOJICTBEHHBIX, SKOHOMHUECKUX U YIPABICHUECKUX MOIPA3ICICHUN.
2. VYMeTh aHaIM3UPOBaTh TOKYMEHTHI, COCTaBIISIFOIINE OCHOBY YIIPaBIE€HYECKOTO
mpouecca.

3. YMeTp  aHanu3upoBaTh  IYTH  NPOXOXKAECHHUA  JOKYMEHTalluM B
YIIPaBIEHYECKOM IIPOLIECCE.

4. Hcnonb30BaTh pe3yibTaThl MPAKTUKW B CBOEH Y4eOHOW JEATENbHOCTH B
BV3e.

S. BocnurtsiBats po¢ecCHOHATBHYIO KYJIbTYpYy CIIELUAIINCTA o
JIOKYMEHTOBEJICHUIO.

6. dopmMupoBaTh  yMEHHE  aHAJIM3UPOBATh  pe3yJbTaThl  COOCTBEHHOMN

ACATCIIbHOCTH, CBOCBPCMCHHO U KAYCCTBCHHO OTUHUTBHIBATHCA O PE3YyJIbTATaX NPAKTUKH.

3 MecTO NpOoM3BOACTBEHHOM MPAKTHKH 110 NMOJYYEHUI0 TPO(PeCcCHOHATBHBIX
YMEHMI M ONBITA NPO(PEeCCHOHAIBHOM AeATEILHOCTH IPAKTHKHU B CTPYKTYype
o0pa3oBaTe/IbHOI NPOrPaMMbI

JUis MpOXOXkIE€HUs] NMPOM3BOJICTBEHHOM NPAKTHUKU MO TMOJYYEHHIO HPOoQecCHOHATBHBIX
YMEHMH U ombITa IPO(EeCCUOHATLHON IE€ATEIbHOCTH HEOOX0IMMbI 3HaHUS, YMEHUSI U BIIa/ICHNUS,
chopMUpOBaHHbIE B pe3yJibTaTe u3ydeHus «JlokyMeHToBeneHuey, «Opranuzanns U TEXHOJIOTUS
JOKYMEHTAIlMOHHOTO0  o0ecreyeHus ympaBieHus», «VHpopMalMOHHbIE TEXHOJOTUH B
JIOKYMEHTAITMOHHOM O0€CIE€UEeHUH YIPABICHHUS M apXUBOBEACHUNY, «MeTo/Ibl pallMoHaTN3aIIH
JIOKYMEHTAIlMOHHOT0 oOecrieueHus! yrnpasiaeHus». [I[pon3BoACTBEHHAs] TPAKTHKA 10 MOJTyYEHUIO
npoecCHOHANBPHBIX YMEHMH M OnbiTa Mpo(ecCHOHANBHON  IESITENbHOCTH  SIBJISETCS
HEOTHEMJIEMOM YacThl0 U MPOJOJDKEHHUEM OCBOCHMS JUCHMIUIMH: «APXHBOBEICHUEY,
«Opranuzaiysi 1 TEXHOJOTUS JOKYMEHTAIlMOHHOTO oOecriedyeHus: yrpaBieHus» U «MeToabl
paloHaIu3aiul  JIOKYMEHTAlMOHHOTO OOecredyeHusl yIpaBieHUs». 3HAHUS, YMEHUS U
BJIQ/ICHNUS, MOJIY4YEHHbIE 00YyJaroIIMMHKCS B MPOIIECCE TEOPETUUECKOTO 00YUEHHUs! MPeAIoaraoT
anpoOaIuio B X0/1€ MPOXO0KIACHUS MPAKTHKH.

3HaHMsI, YMEHUS U BIAJECHUS, IOJIYYEHHBIE B IIPOLECCE IPOXOKACHUN TIPOU3BOACTBEHHON
NPAKTUKKA 1O TMOJIY4YeHHIO Mpo(ecCHOHANbHBIX YMEHUH U oOmbiTa MpodeccrnoHalbHON



NESITEeNbHOCTH, OyayT HEOOXOOUMBI  JUIsl  W3YyYeHMs]  AUCHUIUIMH  «J{OKyMEHTBl H
JTOKYMEHTOO0OpOT B OyxramrepckoM — ydyere», «CHeuuanbHble  CHCTEMbl  yYETHOM
JoKyMeHTauumn», «Texuuueckue cpeacrsa ynpasienus B JIOY u apxuBax», «BbrunciaurenbHas
TeXHMKa U nporpammupoBanue B JIOY u apxuBax», «ApXHBBI 110 JINYHOMY cocTaBy». [IpakTuka
HEMOCPEACTBEHHO CBsi3aHA C MTOTOBOM TOCYJapCTBEHHOM arTecTanuei (rocynapCTBEHHbBIN
sKk3aMeH, 3amurta BKP).

4 MecTo npoBeieHHs] MPAKTUKH

[Tpon3BojacTBEHHAs MPaKTHKA IO TMOJYYCHHUIO MPO(ECCHOHAIBHBIX YMEHWH M OIbITa
npopeCCUOHATBPHON  JIEATEIILHOCTH TPOBOAMTCS Ha 0a3e MNPEANpHsTHs, YIPSKICHHS,
opraHuzaryu, GupMbl JTF000M POPMBI COOCTBEHHOCTH, UMEIOITUX CIYKOY TOKYMEHTaIIHOHHOTO
oOecrieueHHsT YIpPaBICHHUS, KaJapOBYIO, CEKPETAPCKYIO CIYXKOBbI, KaHIEISIPUIO, apXUB.
OOyygaroremycsi PEIOCTABISIETCS MPaBO BbIOOpa 0aszbl MpakTHKU. CTYACHTHI, 3aKIIOYHBIINC
JIOTOBOPBI C OYAYIIMME paOOTOIATEISIME, IPOXOJIAT MPAKTUKY B ATHX OPTaHU3AIHIX.

CryneHTsl 3a04HOl (GOpMBI OO0y4YEHHS MTPOXOIAT MPOU3ZBOJACTBEHHYIO MPAKTUKY II0
MOJTYYEHUI0 TPO(ECCHOHATBHBIX YMEHHH W OIbITa MPO()EeCCHOHATBLHOW CITCILHOCTH B
OpraHu3aIusIX 10 MECTY TPYAOBOH JESTEIHHOCTH.

Crioco0 mpoBeieHUsT TPOU3BOJCTBEHHON MPAKTHKH MO TMOTYYCHHIO MPOPECCHOHATBHBIX
YMEHUH | OmbITa MPO(ECCHOHATLHON JICATEILHOCTH - BBIC3/IHAs, CTAI[HOHAPHAS.

[To cmoco0y opraHu3anMyd TPOBEIACHHUS IPOW3BOJCTBCHHAS MPAKTHKA  SBIISCTCS
KOHIICHTPUPOBAHHOW TMPAKTHKOW W pealu3yercsi MyTeM BbIACICHHUS B Tpaduke ydeOHOro
IpoIecca HeMPEPHIBHOTO MEPUOJIa y4eOHOTO BPEMEHH TSI IIPOBEICHUS TTPAKTHKH.

Jiss muI; ¢ OrpaHUYEeHHBIMH BO3MOXKHOCTSIMH 37I0POBbSI BBIOOD MECT MPOXOXKICHHS
MPAKTHUK JOJDKEH YUYUTHIBATH COCTOSIHUE 3JJOPOBBS M TPEOOBAHUS IO JOCTYITHOCTH.

5 Komnerenuuu o0y4awuierocsi, gopmupyemMbie B pe3yJbTare MPOXO0XKICHUSA
NMPOU3BOJACTBEHHOM MPAKTHUKHU MO MOJYyYeHHI0 NMPO(eCcCHOHAIBbHBIX YMEHUH U
ONbITA MPO(EeCCHOHAIBHOU AeSITeJIbHOCTH, H IVIAHMPYeMble Pe3yJIbTaThl

CTpyKTypHBII
DIIEMEHT [Tnanupyemsble pe3yabTaThl 00yUeHHs
KOMIIETEHIINH

OK-9 roTroBHOCTBIO M0JIb30BATHCH OCHOBHBIMM METOAAMH 3aIIMTHI NPOU3BOACTBEHHOI 0
MepPCcoHAIa M HACEJIEHUA OT BO3MOKHBIX IIOC/IEACTBUI aBapHil, KATACTPO(, CTUXHINHBIX
OexcrBuii

3HaThb MpaBujia TIOBEJEHUS TIEpCOHAja apxXuBa TMpU aBapusaxX, Karactpodax,
CTUXUMHBIX O€ICTBUI

YMeThb WCIOJIb30BaTh 3HAHUS M0 3alIUTe JOKYMEHTaIbHOTO (DOHAA apXuBa MpH
aBapusix, KatacTpodax, CTUXUUHBIX OeICTBUAX

Bnanets MpUEMaMH 3alllUThl ApPXUBHOTO MEPCOHANA, TOCETUTENEH U IOKYMEHTAIHHOTO
(doHa apxuBa OT BOZMOXKHBIX MOCJEICTBUN aBapuit

OK-10 crioco0HOCTBIO K HCII0JIb30BAHUIO OCHOBHBIX METO/I0B, CITIOCO0OB U CPEACTB
MOJIYYCHUsI, XPAHEH U, epepadoTku HHpopmanuu

3HaTh HOpPMaTUBHbIE TPEOOBAaHUS IPABHUII OPraHU3AIMH TTOTYUECHUS, XpaHEHUS 1
nepepadoTKU HHPOPMALIMU B APXUBHOM YUPEXKICHUU
YMers MOJIb30BAaThCA  3aKOHOJATENbHOM 0a30i JUIsi OpraHu3alMu  MOJTy4YeHus,
XpaHeHus1, nepepadboTKu UHPOPMAIMK B YCIOBUSX apXUBa B COOTBETCTBUH C
HOpMaM#




Bunaners TEXHUKaMU O(OPMIICHUS CONPOBOIUTENBHON JOKYMEHTAIIMHM IIOJYyYeHUS,
XpaHeHus, nepepaboTKH apXMBHOH HHGPOpPMAlMU B YCIOBHUAX apXUBHOTO

YUPEKICHUS

OIIK-1 cnoco0HOCTHIO HCIMOJIL30BATH TEOpPeTHYECKHEe 3HAHUS U METOJbI MCCJIeIOBAHUA HA

NMPaKTHKE

3HaThL OCHOBHBIC METOJIbI MCCIICJOBAHUS APXUBHBIX JOKYMEHTOB, a TaKXe CIOCOOBI
MIPUMEHEHHUSI TCOPETHUECKUX 3HAHUH B c(hepe apXUBHOTO Jieia Ha TIPAKTUKE

YmeTh pacrio3HaBath 3(dekTuBHOE pemeHre oT HeI(P(HEKTUBHOTO MPU MPUMEHECHUH
TEOPETUYECKHUX 3HAHUH B chepe apXUBHOTO Jiea Ha IPAKTHKE

Bnanets croco0aMu OIICHUBAHMS 3HAYMMOCTH U TPAKTHYECKON MPUTOTHOCTH

MOJIyYE€HHBIX PE3yJIbTaTOB;
OCHOBHBIMH METOJIaMU PEeILlIeHUs 3a7a4 B podeccrnoHaibHOM 00sacTu npu
MPUMEHEHUN TEOPETUUECKUX 3HAHUH B chepe apXUBHOTO Jiea Ha IPAKTHKE

OIIK-4 BiaageHMeM HaBBIKAMM  HCHOJb30BAHMS  KOMNBIOTEPHOW  TeXHUKH WU
HHGOPMANMOHHBIX TEXHOJOTHIl B MOMCKE MCTOYHUKOB W JINTEPATYypPbl, UCIOJIb30BAHUU
NMPaBOBbIX 043 TaHHBIX, COCTABJIEHUU OUOIHOrPaduIecKUX U APXUBHBIX 0030POB

3HaTh HOPMAaTUBHYIO 0a3y MCIOJB30BaHUS KOMIBIOTEPHON TEXHUKH U
MH()OPMAMOHHBIX TEXHOJIOTHH B TIOMCKE UCTOYHUKOB U JINTEPATYPHI B padboTe
apxuBa

YMerb I10J1b30BaThCSl KOMIIBIOTEPHOW TEXHUKOM B IIOUCKE UCTOYHUKOB U JINTEPATYPHI,

IIpU COCTaBJIEHUU OMOIMOrpadUuecKuX U apXUBHBIX 0030pOB B paboTe apxuBa

Bnaners HaBBIKAMH pa0OThI C KOMITBIOTEPHOM TEXHUKOW MPU TOMCKE UCTOUHUKOB U
JTUTEPaTyphl, IPU COCTABIIEHUU OUOIHOrpadUIECKUX U apXUBHBIX 0030pPOB
MIpH pelIeHur Tpo(hecCHOHATBHBIX 3a7au apXUBapuyca

OIIK-6 cioco0HOCTBIO peliaTh CTAHAAPTHBIE 33/1a4M NPO(ecCHOHAILHOM AeTeJIbHOCTH Ha
ocHOBe HMH(popmanuoHHO u OuOiMorpadguyeckoil KyJAbTypbl € TNPUMeEHEHHEM
HHPOPMAIMOHHO-KOMMYHHKAIIMOHHBIX TEXHOJOTHH M € Y4eTOM OCHOBHBIX Tpe0OBaHU
HH(}OPMaALMOHHOM 0€30aCHOCTH

3HaTh HOpPMaTUBHYI0 0a3y NpHUMEHEHHUS UH(POPMAIMOHHO-KOMMYHUKAIIMOHHBIX
TEXHOJIOTUI C yY4eTOM OCHOBHBIX TpeOoBaHMH HMH(DOPMAITMOHHON
6e30macHOCTH B paboTe apXuBapuyca

YmeTh pelaTh CTaHAapTHBIE 3a7aui TPO(EeCCUOHATIBHON e TeIbHOCTH apXUBHCTA Ha

OCHOBE MH(POPMAITMOHHOMN 1 OMOIMorpaduueckoil KyJIbTypbl C IPUMEHEHHEM
MH(POPMAIIMOHHBIX TEXHOJIOTHH

Brnanets HaBbIKaMU MPUMEHATh HHHOPMAIIMOHHBIE TEXHOJIOTUY MPU PEIICHUU
npodeCCHOHANBHBIX 3a71a4 B paboTe apXxuBapuyca

IIK-1 cnoco0HOCTHIO NPUMEHATHh HAy4YHble MeETOAbl NPH HCCIEI0BAHNH O0BHEKTOB
npo¢ecCHOHATBHOM 1eSITeJIbHOCTH

3HaTh coJiep’)KaHuEe U CHEeUU(PHUKY METOJOB HCCIEJOBaHHUS W peanus3alu uX B
po¢eCCHOHATILHOM 1eATEIbHOCTH apXUBapuyca

YmMmeth OLIEHUBATh U 00CYXJaTh CIOCOObI 3((HEKTUBHOTO PELICHUs TPAKTUIECKUX
npoeCCHOHATIBHBIX 3a]1a4 B MPO(ECCHOHATBHOM NesATETbHOCTH apXUBapHuyca

Bmanets MpUeMaMH peaju3allid METOJ0B pelleHus 3aJad B MpodeccuoHaNbHOM

obJyacTu apxuBapuyca

IIK-2 BJageHMeM OCHOBAMH HH(POPMALMOHHO-AHAJMTHYECKON [IEATEJbHOCTH M
CIMOCOOHOCTBHIO NPUMEHATH UX B NPO(ecCuoHaAILHOM chepe

3HaThL OCHOBHBIC ITOJIOKCHUA I/IH(I)OpMaHHOHHO-aHaHHTquCKOﬁ JACATCIIBHOCTH




YMerb [IpumensTp 1O  00pa3lly OCHOBBI  HMH(OPMAIMOHHO-aHATUTHUECKON
NEeSTEIbHOCTH

Bnanets HaBbikom mpuMeHeHus: mo o0pasily OCHOB HH(DOPMAILIMOHHO-aHATUTHYECKON
NEeSATEIbHOCTH

I1K-3 B1ageHneM 3HAHUSIMH OCHOBHBIX NP00JeM B 00/1aCTH JOKYMEHTOBeIeHUS 1

3HaTh HekoTopsie mpo6iieMbl B 00;1aCTH JOKYMEHTOBEICHUSI U apXUBOBEICHUS

YmeTh HaxonuTe pemieHus HEKOTOPHIX MpoOJieM B 00JAaCTH JOKYMEHTOBEICHUS U
apXHUBOBEJICHUS

Bnanets HaBbikoM  moucka  pemieHHss  HEKOTOpbIX  mpobiemM B 0oOjacTu
JIOKYMEHTOBE/ICHUS U apXUBOBEACHHUS

IIK-4 cnoco0HOCTHIO CaMOCTOATENbHO padoTarh ¢ PasJUMYHBIMM  HCTOYHHKAMH

uHpopManumn

3HaTh 3aKOHOJATENbHYI0 0a3y MpaBWi NMOUCKA MHPOPMAIMH U €€ UCIOIh30BaHUS B
npo¢eCCHOHATLHOMN IEATEIbHOCTH apXHUBapHyca

YmMmets CaMOCTOSITENILHO UCII0JIb30BaTh HCTOUHUKU MH(MOpMAIIUU B
npodeccuoHaNbHOM IeATENBHOCTH 1O Pa0OTe C ApXUBHBIMU JOKYMEHTaMHU

Bnagers HaBbIKAMU OLIEHMBAaHUS 3HAYMMOCTU M MPAKTUYECKONW IPUTOHOCTU
MIOJIYYE€HHBIX PE3yJIbTaTOB [TIOMCKA [0 apPXUBHBIM JOKyMEHTaM

IIK-5 BirageHneM TeHAEHUMSMH Pa3BUTHS UHEPOPMALMOHHO-TOKYMEHTAMOHHOIO U

odecrneyeHus yu

paBJieHHs AapXUBHOIO JieJia

3HaTh

OcHoOBHBIE TCHACHUHUHN PA3BUTHUA I/IH(l)OpMaIII/IOHHO-I[OKyMeHTaIII/IOHHOFO
obOecreyeHus YIIpaBJICHHUA apXUBHOI'O J€JIa

YMern AHaIM3UpOBaTh OCHOBHBIC TCHJACHIIMM Pa3BUTHS HMH(POPMAIIMOHHO-
JTOKYMEHTAIIMOHHOTO O0ECIIEYEHUS YIPABIICHUS ApXUBHOTO JIeIa
Bnanets [IpumensaATh B JAEATENBHOCTA OCHOBHBIE TEHICHIMU  Pa3BUTHS

I/IH(bOpMaLII/IOHHO',Z[OKYMeHTaI_[I/IOHHOFO obecreyeHus YIIpaBJICHUA APXUBHOI'O

zena

ITK-6 cnoco0HOCTHIO AHAJM3UPOBATH CUTYALUMI0O HAa pbIHKe HWHGOPMALHMOHHBIX
NPOAYKTOB U YCJIYT, JABATH IKCIHEPTHYI0 OLCHKY COBPEMEHHBIM CHCTEMAaM JJICKTPOHHOIO
JOKYMEHTO0000pOTa M BeICHHU JICKTPOHHOI'0 apXHBa

3HaTh

OcHOBHbIE YEPTHI CUTYallMU Ha PbIHKE MH(POPMAIIMOHHBIX IPOAYKTOB U
YCIIYT, JaBaTh JKCIEPTHYIO OLICHKY COBPEMEHHBIM CHCTEMAaM JJIEKTPOHHOTO
JOKYMEHTO000pOTa U BEACHHUS HJIEKTPOHHOIO apX1Ba

VYmMmern

AHanusupoBarb OCHOBHBIE  YEpTHI CUTyaluu PBIHKE
MH(OPMALIMOHHBIX TPOAYKTOB U YCIYr, JaBaTb JKCIEPTHYIO OIEHKY
COBPEMEHHBIM CHCTEMaM »3JEKTPOHHOIO JOKYMEHTOOO0OpOTa U BEACHHUSA
JJIEKTPOHHOI'0 ApXUBa

Ha

BrmaneTs

HaBbIKOM UCIIONIB30BaHUA B I€ATEIBHOCTH OCHOBHBIX YE€pPT CUTYallUH Ha
pPBIHKE MH(POPMAIIMOHHBIX MPOAYKTOB M YCIYT, J1aBaTh JKCIEPTHYIO OLEHKY
COBPEMEHHBIM CHCTEMaM »JJIEKTPOHHOTO JOKYMEHTOO0OpOTa U BEICHUS
JJIEKTPOHHOT'O apXHUBa

IK-7 cnoco0HOCTHI0 OLIEHUBATH MCTOPHI0O M COBPEMEHHOE COCTOSIHHE 3apy0e:KHOro
OnbITA YIIPABJICHUA JOKYMCHTAMHA U OPraHU3allMUd UX XPAHCHUA

3HaTh 3HaTh OCHOBBI UICTOPHH U COBPEMEHHOTO COCTOSIHUS 3apyO0eKHOTO OTbITa
yIpaBIeHUS TOKYMEHTAMH U OPTaHHU3AIMH UX XPAHEHUSI B OTACTBHBIX CTpaHax
YMerb AHaM3UpOBaTh OCHOBBI HICTOPHUHU M COBPEMEHHOT'O COCTOSTHUS 3apyOEKHOTO




OTBITA YIPABICHUS JOKYMEHTAMHU M OPTaHU3aLUU UX XPAHEHUS B OT/IEIBHBIX
CTpaHax

Bnanets

HaBrixoM HCITOIE30BaHUS B ACATCIIBHOCTH OCHOB UCTOPHUH U COBPEMCHHOI'O
COCTOAHUA SaPY6e)KHOFO OIIbITa YIIpaBJICHUA JOKYMCHTAMU U OpraHU3alliun UX
XpaHCHUA B OTACIIBbHLBIX CTPaHAX

IIK-8 cmoco0HOCTHIO AHAJIM3HUPOBATH HECHHOCTDb JTOKYMEHTOB C HEC/IbI0 UX XPAHCHUSA

3HaThb 3aKOHOJATENIbHY0 0a3y M OCHOBHbIE IIpaBWJIa SKCIEPTU3bl IIEHHOCTU
JTOKYMEHTOB (DOH/Ia ApXUBHOTO YUPEKICHUS

YMerb OpraHMU30BaTh MPOLENYPY IKCIIEPTU3BI U IPUMEHATh 3HaHus 1o DI/],
KPUTEPUH LIEHHOCTH IIPU 0TOOPE JOKYMEHTOB Ha XpaHEHUE

Brnaners IIPUEMAMH COCTABJICHUS COITPOBOJUTENIBHOM TOKYMEHTALUU, HABBIKAMH U

meroaukamu DI/1;
crioco6aMu OIICHUBAHUS 3HAYUMOCTH JIOKYMEHTA - MPOTOKoIupoBanue D11 /]

IIK-9 Bi1ageHueM HaBBIKAMM COCTaBJIeHUA OO IMorpaduyecKux U apXuBHbIX 0030pOB

3HaThb OcHoBHbIE NpaBUjIa COCTaBICHUs OMOIMOrpauIecKX U apXUBHBIX 0030pOB

Ymers AHanu3upoBaTh OCHOBHBIE IIPAaBUIIa COCTaBIEHUS OUOInorpadguyeckux u
apXUBHBIX 0030pOB

Bnaners HaBbixom Hcnionb30BaHMsl B 1€ATEIBHOCTH OCHOBHBIX IPABUJI COCTABIICHUS

Ooubnmorpaduyeckux u apXuBHBIX 0030pPOB

IIK-10 BaageHneM NPUHIIAIIAMHA ¥ METOaMHU CO3IaHHSI CTIPABOYHO-UH(OPMALMOHHBIX
CPe/ICTB K IOKYMEeHTaM

3HaThb OcHOBHbIE NPUHLUIIBI U METObI CO3/1aHUS CITPABOYHO-UH(DOPMALIMOHHBIX
CPEICTB K JOKYMEHTaM

Ymers AHanu3upoBaTh OCHOBHBIE IIPUHIIUIIBI U METO/bI CO3aHUs CIIPABOYHO-
MH(POPMAIIMOHHBIX CPEACTB K JOKYMEHTaM

Bnaners HaBbixoMm Hcrionb3oBaHMsl B 1€ATEIBHOCTH OCHOBHBIX IPUHIUIIOB U METO/I0B

CO3aaHusA CHpaBOIIHO'I/IH(i)OpMaLII/IOHHBIX CpCACTB K JOKYMCHTaM

IIK-11 B1agenneM HaBbIKaMH pedeprpoBaHUs U AHHOTHPOBAHMUA HAYYHOMH JIUTEPATYPBbI,
HABBIKAMHU PeJaKTOPCKOi padoThl

3HaTh OcHoBHbIe NpaBuIIa peheprpoBaHUs U AHHOTUPOBAHMSI HAYYHOH JINTEPaTypHl,
HaBBIKAMHU PEIAKTOPCKON pabOThI

YMerb AHanu3upoBaTh OCHOBHBIE ITpaBUJIa pepepupoBaHrs U aHHOTUPOBAHUS
Hay4YHOU JTUTepaTyphl, HABBIKAMU PEIAKTOPCKON pabOThI

Bnagers HaBbIkOoM MCHOIb30BaHUS B JIEATETLHOCTH OCHOBHBIX MPaBUJ pedeprupoBaHus

Y aHHOTHPOBAHUS HAyYHOU JIUTEPATyphl, HABBIKAMH PEIaKTOPCKOM paboThI

IIK-12 crnoco0HOCTHIO BLIABJIATH H OTﬁHpaTb AOKYMEHTLI 1IJIfl Pa3HbIX TUIIOB U BU/I0B

nyoauKaumi

3HaThb 3HaTh OCHOBHBIE KPUTEPUHU OTOOPA TIOKYMEHTOB IS Pa3HbIX THUIIOB U BUJIOB
myOTuKaIui

YMeThb AHaTH3UPOBATh HEKOTOPHIE JJOKYMEHTHI JJI Pa3HBIX THIIOB U BUIOB
myOauKaIui

Bnanets CIOCOOHOCTBIO BBISIBIISITh U OTOMPATh HEKOTOPBIE JOKYMEHTHI JUIS Pa3HbIX

THTIOB U BHUJIOB ITyOJIUKAITAN

ITK-13 cnioco0HOCTHI0O BECTH HAYYHO-METOANYECKYI0 padoTy B rOCyAapCTBEHHBIX,
MYHHIUNIAJTbHBIX APXMBAX H APXMBAX OpPraHM3auui

3HaTh

OcHoBHbIE MpaBUjIa BEICHNUS HAyYHO-METOAMYECKOIN paboThI B




roCcyaapCTBCHHBIX, MYHUIUIIAJIbHBIX apXHUBaAX U apXUBax OpFaHH3aL[I/II>'I

Ymetn AHanu3upoBaTh OCHOBHBIE NIPAaBUJIA BEACHUS HAYYHO-METOIMYECKOI paboThI B
rocyJapCTBEHHBIX, MyHHUITUIIATBHBIX apXUBaX U apXHBax OpraHU3aIui

Brnanern OCHOBHBIMHU HaBBIKAMH BEJICHHS HAyYHO-METOIUYECKON pabOThI B
FOCYI[apCTBeHHBIX, MYHI/II_II/IHaHBHbIX apXI/IBaX nu apanax OpFaHI/ISaHI/Iﬁ

IIK-14 BJageHueM  HABBIKAMH  HMCIOJb30BAHHUS  KOMIBIOTEPHOW  TEXHUKH U

HHGPOPMANMOHHBIX TEXHOJOIMid B JOKYMEHTAIMOHHOM o0ecriedYeHHH YNPABJEHUA U

APXUBHOM Je€Jie

3HaTh

HOPMAaTUBHYIO 0a3y UCIOJIL30BaHUS KOMIBIOTEPHON TEXHUKH U
MH(OPMALIMOHHBIX TEXHOJIOTHI B TOKYMEHTAlMOHHOM 00ecre4eHu!
yIpaBiIeHUS U apXUBHOM JeJie

Ymeth BECTH  HAy4YHO-METOJHMYECKYI0  paboTy B  apXWBE  HCIOJIb30BAHHUSA
KOMIIBIOTEPHON TEXHUKH U MHPOPMALIMOHHBIX TEXHOJIOTUI
Brnaners crioco0amMM COBEPILEHCTBOBAHUS MPO(ECCHOHAIBHBIX 3HAHUH M  yMEHUH

MyTEeM HCIIOJIB30BaHUS HMH(POPMAIMOHHBIX TEXHOJOTHMA COCTaBJICHUE

AOKYMCHTOB C HCKOTOPBIMHU 3aMCUYaHUsIMU

IIK-15 cnoco0HOCTHI0 COBEPIICHCTBOBATH TEXHOJIOTMH JOKYMEHTALIMOHHOIO o0ecneyeHust
ylpaBJ/ieHHsl 1 AaPXHBHOIO JieJia HAa 0a3e UCMOJIb30BAHUSA CPEACTB ABTOMATH3ALUHN

3HaThb OCHOBHbBIE TEXHOJOIMHM JIOKYMEHTAIMOHHOTO OOECIEeUeHUsl YIpaBlIEHUS U
apXMBHOTO JieNa Ha 0a3e UCI0JIb30BaHMsl CPEJICTB aBTOMATU3aLUH

Ymers AHanmM3upoBaTh OCHOBHBIE TEXHOJOIMM JOKYMEHTAI[MOHHOIO OOecleyeHus
yIpaBJIeHUs] M AapXMBHOTO Jeia Ha 0a3e HCIOJIb30BAaHUS  CPENCTB
aBTOMAaTH3alUU

Bnaners CriocoOHOCTBIO COBEpILEHCTBOBATh OCHOBHBIE TEXHOJIOTHH

AOKYMCHTAIITUOHHOT' O obecnieyeHus YIIpABJICHHUA W apXUBHOI'O [€JIa Ha baze
HCIIOJIb30BAaHUA CPCACTB aBTOMAaTU3allun

I[IK-16 BaaseHHeM NpPaBWJIAMM 3KCILIyaTAllMH TeXHHMYECKHX CPeICTB M CIOCOOHOCTBHIO
HCIO0JIB30BATh TEXHUYECKHE CPEACTBA B JOKYMEHTANMOHHOM 00eCIe4eHHH YNPABJICHHUSA U

apXMBHOM JieJie

3HaTh

HOPMAaTUBHYIO 633}/ HCIIOJIb30BAHUA TCXHUYCCKUX CPCACTB B
AOKYMCHTAIITUOHHOM oOecIeueHuH YIIpaBJICHUA U apXHUBHOM JCJIC

Ymeth BECTH HAyYHO-METOJNYECKYIO pPadOTy B apXHBE C HKCILTyaTaluen
TEXHUYECKUX CPEICTB
Buaners Crocob0aMy COBEPILIEHCTBOBAHMSI TNMPOPECCUOHAIBHBIX 3HAHUW W yMEHHH

apxuBapuyca 1IyTeMm C SKCHHyaTaLII/Ieﬁ TEXHUYCCKUX CPCACTB - C HCKOTOPbIMU
3aMCUYaHUsAMHU

IIK-17 BiaageHuem MeToaaMu 3alMTh HHGOPMALUH

3HaTh HOPMaTUBHYIO 0a3y 3aluThl HHHOPMALUU B apXUBHOM JI€NIe

Ymeth IPUMEHSATh METO/IbI 3aIIUThI HH(POPMAIMU [TPU HAyYHO-METOAMUYECKON paboTe
B apXuBe

Bmanets crocobaMy COBEPILICHCTBOBAHUS TNMPOPECCUOHAIBHBIX 3HAHUW W yMEHHUH

apxuBapuyca Ipy NIPUMEHEHUH METOJI0B 3alIUThI HH(OpMAIU

IIK-18 BaageHMeM COBpPEMEHHBIMHM CHCTEMaMHM HWH(OPMALIMOHHOIO M TEXHHMYECKOIo

of0ecreyeHus 10

KYMCHTAIIMOHHOI'O obecrieueHus YIpaBJICHUS U YIIPABJIICHUA apXUHBaMu

3HaTh

HOPMATUBHYIO 68.3y CUCTEM I/IH(I)OpMaI_II/IOHHOI“O 1 TEXHHYECKOT'0 00CCIIeUCHMS
AOKYMCHTAIIUOHHOT' O obecneueHuUs YIIpaBJICHUA U YIIPABJICHUA apXUBaAMU




YMerb OIEpPUPOBATH CHUCTEMaMU HMH(OPMAIIMOHHOTO U TEXHUYECKOTO O0OecredeHus
JOKYMEHTAI[HOHHOTO 00ECTIeUCHUsI YIPABICHNUS U YIIPABJICHUS apXUBaMH MpU
palote apxuBapuyca

Brnaners HaBblKaMH paboOThl B cHucTeMax HWH(POPMALMOHHOTO M TEXHUYECKOIO

o0ecriedeHrs: JOKYMEHTAI[HOHHOTO OOECIIeYeHHs YIPABJICHUS U YIPaBICHUSI
apXuBaMHU Ipu paboTe apXuBapuyca

ITK-20 cnoco0H
JOKYMEHTaMH, B

OCTBI0 HCIIOJbB30BATh IPAaBUJIA OpPraHU3allMU BCEX ITAIOB paﬁDTbl C
TOM YHUC/I€ APXUBHBIMHA JOKYMCHTAMHU

3HaTh

OcHoBHBIC IIpaBuJjia OpraHru3allii BCEX 3TAIIOB pa6OTLI C IOKYMCHTaMH, B TOM
YUCJIC apXUBHBIMHU JOKYMCHTAMU

YMern AHanmM3UpOBaTh OCHOBHBIC TPAaBHJIA OPraHU3aIllMd BCEX ATANoB pPabOTHI ¢
JIOKYMEHTaMH, B TOM YHCII€ apXUBHBIMH JIOKYMEHTAMU
Bnanets CrnocoOHOCThIO  MCIOJIB30BaTh B JCSATEIBHOCTH  OCHOBHBIX  IPaBUJI

oprannu3alnyn BCEX 3TaIlOB pa6OTBI C JOKYMCHTaMH, B TOM 4YHCJIC apXHWBHBIMU
AOKYMEHTaMHU

IIK-21 BJaJleHHEM HABBIKAMH COCTABJICHHS ONMMCEM AeJ, mMoAroToBKM aeJ1 K mepeaavec B
APXHUB OpraHm3anuu, rocyz[achBeHHbli/i NI MyHHIIHHaJILHbIﬁ apxuB

3HaTh OcHoOBHBIE NpaBUJIa COCTABJICHUs OIMUCEN [1€)1, IOArOTOBKU AE K Iepeade B
apXHUB OPraHU3aLNHN, TOCYIAPCTBEHHBIN NI MYHUIIUIIAIBHBIA apXUB

YMmetb AHanmu3upoBaTh OCHOBHBIE IPABHUJIA COCTABJICHHS OINHUCEH e, NOATOTOBKHU
Jell K Iepejade B apXUMB  OpPraHU3allid, T[OCYAApCTBEHHBIM WM
MYHULUIIAIBHBIN apXUB

Bianers OCHOBHBIMHU HaBbIKAMH COCTABJICHUS ONMMCEN JIeJ1, IOJrOTOBKH /€] K Iiepeiade
B apXUB OPraHU3ALNM, TOCYJAPCTBEHHbIN WIM MYHULUIIAJIIbHBINA apXUB

[IK-22 ¢cnocoO0HOCTHI0 NPUHMMATH Y4yacTHe B padore MO MNPOBEICHUI0 3KCIEPTH3BI

LEHHOCTH

3HaTh IIpaBUJIa YKCIIEPTU3bI HEHHOCTH JTOKYMEHTOB apXHBa

YMerb UCMOJb30BaTh 3HaHMs 1o DLJI, KpuTepuu HEHHOCTH PpU 0TOOPE JOKYMEHTOB
Ha XpaHECHHE

Buaners TEXHUKaMU, HaBbIkaMU U MeTogukamu D1/] o ¢ponny apxuBHOTrO

YUPEXKIECHUS;
croco0amMM OLIEHWBAaHUS 3HAYMMOCTH JJOKYMEHTA - TpoTokoiauposanue D11/],
€€ aHaJu3

IIK-23 BJIAICHUEM HAaBbIKaMH Y4Y€Ta U o0ecneyeHu COXPAHHOCTHA TOKYMEHTOB B apXuBe

3HaTh HOpPMAaTHBHYIO 0a3y M OCHOBHBIE NpaBWJIa COCTABJICHUS apXMBHBIX YUYETHBIX
JOKYMEHTOB - IIPUHIIMIIBI [IOCTPOEHUS CUCTEMBI Y4eTa K JOKyMEHTaM apXHBa

YMeTb 0TOMpaTh HEOOXOIMMYIO MHPOPMAIIHUIO JJIS1 YIYETHBIX IOKYMEHTOB

Bnagets HaBbIKaMH O(OpPMJIEHHS YYETHBIX JOKYMEHTOB K apXuBHOMY ¢(oHay -
COCTaBJIEHUE JOKYMEHTOB C HEKOTOPBIMU 3aMEYaHUSIMHU

IIK-24 BJageHMeM HABbIKAMH OPraHU3alliM  CIPABOYHO-TIOMCKOBBIX CpPeICTB H

HCI0JIb30BAHUSA APXUBHBIX JOKYMEHTOB

3HaTh HOpMaTHBHYIO 0a3y, mpuHuunsl noctpoenns HCA k JOKyMmMeHTaM apXuBa,
HCIIOJIb30BaHUs JOKYMEHTOB KOHKPETHOT'O apXHUBa

Ymerp OpraHu30BaTh MOUCK HeoOxoaumon nudopmarmu 1yt HCA, 3anpoca mo
(OoHIy KOHKPETHOT'O apXHBa

Brnanets METOAMKAMM, TeXHHKaMHU M HaBblkaMu odopmiieHuss u opranuzaiun HCA,
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HCIIOJIb3OBAHUA JOKYMCHTOB - COCTABJICHUC JOKYMCHTOB C HCKOTOPBIMH
3aMCYaHUsIMU

IIK-25 BaageHneM HaBBIKAMHU MNOATOTOBKH YNPABJEHYECKHUX JOKYMEHTOB M BeleHHs
JeJIOBOI MmepenucKu

3HaThb OcHOBHbIE IpaBWJIa MOATOTOBKH YIPABIEHUECKUX TOKYMEHTOB U BEJIEHUS
JIEJIOBOY MTEPENUCKH

Ymers AHanmu3upoBaTh ~ OCHOBHBIE  IpaBWila  MOATOTOBKM  YIPABIEHUYECKUX
JIOKYMEHTOB U BEJICHUS JEJI0BON NEPETIUCKU

Brnaners OCHOBHBIMU HaBBIKAMHU IOJTOTOBKU YIPABJIEHYECKUX JOKYMEHTOB U BEIECHMS

JICTIOBOM TTEPEIUCKU

IIK-26 Bi1ageHuneM HaBbIKAMHU 00pPadOTKH JOKYMEHTOB Ha BCeX 3Tanax JOKYyMeHT0000poTa,
CHCTEMATH3ALMHU, COCTABJIEHUSI HOMEHKJIATYPBI JeJ1

3HaTh OcHoBHBIEe ~ mpaBwia  00paOOTKM  JOKYMEHTOB Ha  BCeX  JTamax
JOKYMEHTO000pOTa, CUCTEMATH3alM1, COCTABICHHSI HOMEHKIIATYphI el

Ymers AHanu3upoBaTh OCHOBHbIE IpaBUJIa 00paOOTKM JOKYMEHTOB Ha BCEX 3Tamax
JTOKYMEHTO000pOTa, CUCTEMATU3aI[lH, COCTAaBICHHS HOMEHKIIATYPHI J1eJT

Bnaners OCHOBHBIMU ~ HaBbIKAMM  00paOOTKM  JOKYMEHTOB Ha BCeX JTamax

I[OKYMGHTOO60pOTa, cucreMarui3anuu, COCTaBJICHUA HOMCHKIIATYPHI ACII

[IK-27 cnoco0HOCTHLI0O NPUHMMATHL Y4yacTHe B padoTe MO MNPOBEIEHUIO JKCIEPTH3BI
HEHHOCTH TOKYMEHTOB

3HaThb [IpaBUJIa YKCIIEPTU3bI HEHHOCTH JOKYMEHTOB apXHUBa

YMerb MCTOJIb30BaTh 3HaHM 10 D1/I, KpuTepuu HEeHHOCTH MpHU 0TOOPE TOKYMEHTOB
Ha XpaHECHHE

Bnaners TEeXHUKaMH, HaBblkaMu U MeTtoaukamu DL/ no ¢ponay apxuBHOTrO

YUPEKICHUS,
croco0aMu OIICHUBAHMS 3HAYMMOCTH JJOKYMEHTA - MpoToKoupoBanue DIIJI,
€€ aHaIu3

ITK-28 Bi1afieHHeM HaBBIKAMH y4eTa U 00ecne4YeHnsl COXPAHHOCTH JOKYMEHTOB B apXHBe

3HaThb HOPMAaTUBHYIO 633}’ N OCHOBHBLIC IMpaBUJIa COCTABJICHUA APXUBHBIX YYCTHBIX
AOKYMCHTOB - IPUHIUIIBI IOCTPOCHUA CUCTEMEBI YUCTA K JOKYMCHTAaM apXHBa

YmeTh 0TOMpaTh HEOOXOAUMYIO HH(OPMAIIHIO [T YUETHBIX JOKYMEHTOB

Bnagets HaBbIKaMH O(OpPMJIEHHS YYETHBIX JOKYMEHTOB K apXuBHOMY (oHay -
COCTaBJICHHE JOKYMEHTOB C HEKOTOPHIMH 3aMEYaHUSIMHU

JAIIK-2  cnoco0HOCTBI0O OpPHMEHTHPOBATHCA B 3aKOHOAATEIbHOH W  HOPMATHBHO-

MeTOAHYecKoil 0a3e MHPOPMANMOHHO-IOKYMEHTAIIMOHHOIO O0ecreYeHusl YNPABJICHUS W
apXHBHOIO /IeJIa U CMEeKHBIX 00J1acTei

3HaTh MIpaBOBbIE OCHOBBI  MH(OPMAIIMOHHO-IOKYMEHTAIMOHHOTO  0OecreueHust
YIOPaBJIEHUS M AapXUBHOIO Jela JUIsd HYXJ KOHKPETHOIO apXUBHOIO
YUPEXKIECHUSA

YMerb NPUMEHITh Ha TMpakTHKE B NPO(ECCHOHATBHOW JEeSATeNbHOCTH 3HAHUS
nmpaBoBbiX OCHOB WMJ/IOY u apxXuBHOrO naema B KOHKPETHOM apXHWBHOM
YUPEKIAECHUU

Buianers METOJMKaMU O(OPMIIEHUSI U XpaHEHHUS JIOKYMEHTOB C YYETOM HOPM -

COCTaBJICHUEC JOKYMCHTOB C HCKOTOPBIMH 3aMCUYAHUAMHA

11




6 CtpykTypa U colaep:KaHue NPOM3BOACTBEHHON NPAKTHUKH MO MOJy4YeHHIO
npogeccHOHATLHBIX YMEHUHl U ONbITA NPO(ECCHOHATbHON AeSTeJTbHOCTH
NPaKTHKHU

Koi-Bo nenemns 4.
OO0mas Tpy10€MKOCTh MPAKTUKH COCTABIISIET 6 3a4eTHBIX eauHUIl, 216 akan. yacoB, B TOM

quce:
— KOHTakTHas padoTta 0,4 akaj. Jaca;
- B (hopMe MPaKTHUECKON OATOTOBKU — 216 akaj. 4acos;
— camocTosTenbHas padota 208 akaz. yaca.
No Passiens! (sTanbi) Bupl paboT Ha npakTUke, Kon u cTpykTypHBIi
wi|  conepaHue mpaKTHKE BKJIIOYAsi CAMOCTOSITEIILHYIO padoTy AJIIEMEHT
CTYJICHTOB KOMIIETEHIINH
Opranu3anusi apXuBHOI0 XpaHeHUsl IOKYMEHTOB
1. | IlogroroBUTENBHBIN dTAM 3HakoMcTBO ¢ opranm3zanuen | OK-9 - 3y6
apXMBHOTO XPAHEHHsA JOKYMEHTOB | OK-1( — 36
0a3bl IPAKTUKU: OIIK-1-3y6
-HOpMaTuBHas 6asa (IIONOKEHUS, | OI7K- 4-3v6
WHCTPYKIUU U T.]I.) 10 OPraHU3alUN OIIK-6-3y6
APXMBHOTO  XPAHEHWA JOKYMEHTOB | p. ; sv6
0a3bl IPAKTUKU;
- pacnopsiauTeNbHbIe TOKYMEHTHI TIK-2-sys
1o OpraHH3aIuu apxusnoro | [IK-3-3v6
XpaHEHUsI JIOKYMEHTOB 6asml | [IK-4- 3y8
[PaKTUKH; IIK-5-3y6
- JIOJDKHOCTHBIE  MHCTpyKUMH | [IK-6 —3y6
PabOTHHKOB, OTBEYAIOIINX 3a | [IK-7-3y6
OPraHH3ALMIO APXUBHOTO XPAHCHUA | [TK-§—3y6
JIOKYMEHTOB 0a3bl IPaKTUKU ITK-9-3v6
T1IK-10-3y8
1IK-11-3y8
1IK-12—-3y8
1IK-13—-3y8
1IK-14-3y8
1IK-15-3y8
1IK-16—-3y8
1IK-17 - 3y8
1IK-18- 3y8
T1IK-20-3y8
1IK-21-3y8
1IK-22—-3y8
1IK-23-3y6
1IK-24—-3y¢
1IK-25-3y8
1IK-26-3y8
1IK-27-3y6
1IK-28—3y6
HIIK-2 —3y6
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[IpousBoaCTBEHHBIN dTAl

Odopmnenue nen aas apXUBHOTO
XpaHeHUs

Odopmnenue BHYTPEHHUX
OIMCEH U TMCTOB-3aBEPUTENCH AET

[lepenaua nen Ha apxXuBHOE
XpaHeHue

Brinonnenue onepanuii o
OCYILIECTBIIEHUIO paboTbI
ANIEKTPOHHOTO apXHBa OpraHHU3aIHH,
B ToM unciie B CO/I.

OcyuiecTBiieHuE
KOMIUICKTOBAHHSI,
WCIIOJIb30BaHUS
JIOKYMEHTOB:

l)odbopmiieHre JTIOKYMEHTOB IO
UTOTaM  DKCIEPTHU3Bl  IEHHOCTHU
(mportokonsl 3acemanus DK, akThl o
BBIJICTICHUU JIOKYMEHTOB K
YHUUYTOKEHUIO U T.J.);

2)BelleHUEe YYETHBIX JTOKYMEHTOB
apxuBa (kHUTA MIOCTYTUICHUH,
cnucok  (GoHmoB, JucT  ¢doHAA,
apXUBHBIX oOmuceHd, paemo GoHxaa,
MacmnopT apxuBa, MacmnopT
apXMBOXpaHWINLIA U T.1.);

3)cocTaBneHue akTOB MPOBEPKHU
HAJIMYUs U COCTOSIHHSI JISIT;

4)cozmanue, — MOMOJHEHHE U
cosepuieHctBoBanue CHCA apxuBa
(omucaHue JIOKYMEHTOB U e,
KaTaJIOT OB, IIyTEBOJUTEIIEH,
0030poB, yKa3zaTenel, NHepeyHell u
0a3 JaHHBIX);

5)ConeiicTBre
JIOKYMEHTOB apXHBa:

a) WCIIOJTHEHUE 3ampocoB
(opopmneHue apxXUBHBIX CIPABOK,
ApXUBHBIX KOMHiA, apXUBHBIX
BBITIHCOK, UH(POPMAITTOHHBIX
MHCEM);

0) BbIIaYa
JIOKYMEHTOB H JIET;

B) nyOauKanus
JTIOKYMEHTOB;

T') OpraHu3aIus BICTABOK;

J) UCIONB30BaHUE JIOKYMEHTOB
apxuBa B CMWU (mepuoanueckas
neyvarsb, paauonepenau,
TEJICBUJICHUE) U T.]T

XpaHeHus,
ydera u
ApXUBHBIX

HCIIOJIb30BaHHIO

IIOJJIMHHBIX

APXUBHBIX

OIIK-1 - 3y8
OK-9 - 3y8
OK-10 - 3ys
OIIK-1-3y8
OIIK-4-3y8
OIIK-6—3y8
1IK-1 —3y6
1IK-2—3y6
1IK-3-3y8
1IK-4- 3y6
1IK-5-3y6
1IK-6 —3y8
1IK-7-3y6
1IK-8-3y8
1IK-9—-3y6
1IK-10-3y6
1IK-11-3y6
1IK-12-3y8
1IK-13-3y8
1IK-14-3y6
1IK-15-3y6
1IK-16-3y8
1IK-17 - 3y8
1IK-18- 3y8
1IK-20-3y6
1IK-21-3y8
1IK-22—-3y8
1IK-23—-3y8
1IK-24—-3y¢
T1IK-25-3y8
1IK-26-3y8
1IK-27-3y8
1IK-28-3y6
JIIK-2 —3y8

WUccnenoBarenbckuii aTan

OOpaboTka u  cucTeMaTH3aIUs
MTOJTyYEHHON nHpopmanuu u
MaTepHaJIOB, MOJArOTOBKA OTYETa MO

OK-9 - 3y8
OK-10—3ys
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MpaKTUKEe |

BBICTYIIJICHUSA Ha

OTYETHOUW KOH(EPEHIIHH.

OIIK-1-3y8
OIIK-4-3y8
OIIK-6—3y8
IIK-1 —3y6
1IK-2-3y8
1IK-3-3y8
1IK-4- 3y6
1IK-5-3y6
1IK-6 —3y6
1IK-7-3y6
1IK-8—3y6
1IK-9—-3y86
1IK-10-3y8
1IK-11-3y8
1IK-12-3y6
1IK-13-3y6
1IK-14-3y6
1IK-15-3y8
1IK-16-3y8
1IK-17 - 3y8
1IK-18- 3y8
1IK-20-3y8
1IK-21-3y8
1IK-22-3y6
1IK-23-3y6
1IK-24-3y8
1IK-25-3y8
1IK-26—-3y8
1IK-27-3y8
T1IK-28-3y8
JIIK-2 —3y8

Opraﬂmaunﬂ N TEXHOJOIusl IOKYMECHTAIIUOHHOI'O o0ecnevyeHus YupaBJiecHUsA

IloaroroBUTENILHBIN dTAIl

HNHuctpykTax o
3HAKOMCTBO c

0e30IMacHOCTH;
MIPEATPUSITHEM,
YUpEKICHUEM,
3HAaKOMCTBO  CO
GyHKIIUIMU
MOJIpa3IeJICHU.
3HAaKOMCTBO C
JTIOKYMEHTAIMOHHOTO

TEXHHUKE

OpraHu3aIuen,
bupmoii;

CTPYKTYpOl M

CTPYKTYPHBIX

Oopra’u3aruen
obecrieueHus

(10VY) 6a3bl npakTuKu:
- CTPYKTypa YyIpaBjieHUs 0a3bl

IIPpaKTUKH, MCCTO

noapa3aACiiCHUA

JOY B cTpyKType OpraHu3alnH;
- HopMaTHBHas 0a3a opraHu3aluu
JIOY Ga3bl NpaKkTUKHY;

- UHCTPYKTaX

CTyACHTA 1o

OK-9 - 3y6
OK-10 - 3ys
OIIK-1-3y8
OIlIK-4-3y8
OIIK-6—3y8
TIIK-1 - 3y8
1IK-2-3y8
1IK-3—3y8
1IK-4- 3y8
1IK-5-3y6
1IK-6 —3y6
1IK-7-3y8
1IK-8-3y8
1IK-9—-3y86
1IK-10-3y8
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TexHuke Oe3omacHocTd B  xoxe | [IK-11-3ys
NIPAKTUKH, 1IK-12-3y8
- U3y4eHUe JOKANBHEIX | JTK-]3—3y6
HOPMAaTHUBHBIX aKTOB O | 17K 14-3y6
opranu3anu U TexHosoruun JJOY [IK-15-3y6
0a3bl MPaKTHUKU [TK-16-3y6
1IK-17 - 3y8
1IK-18- 3y8
1IK-20-3y8
1IK-21-3y8
1IK-22—3y6
1IK-23-3y6
1IK-24-3y8
1IK-25-3y8
1IK-26—3y6
1IK-27-3y6
1IK-28-3y6
JIK-2 —3y6
[IpousBoacTBeHHBIN 3Tan | M3yueHne noKabHBIX HOpMaTUBHBIX | OK-9 - 38
aKTOB PETYJIHMPYIOLUIUX AEATENbHOCTD | OK-1( — 36
TIPEAMTPHUSATHSI, OpTaHM3aLMH, | O]K-]-3y6
yUpexaeHUs, PUPMBI. OITK-4—3y6
N3ydeHue 10KaabHBIX HOPMATHUBHBIX OITK-63y6
aKTOB PETYIHPYIOUHX | e o a6
JIEJIONPOU3BOJICTBO HA MPEANPUATHH,
B OpraHM3aiuy,  yYpeKICHHH, TIK-2-sys
dupme. 1IK-3—3y8
Ananus pabouero mecra | [IK-4- 3y6
KaHIEIAPCKOr0 pabOTHHUKA. IIK-5-3y86
O3HakoMJIEHME € OpraHuM3alMoHHO- | [/K-6 —3y6
pacnopsaIuTeIbHON cucreMon | J7K- 7-3y6
JOKYMEHTaIluU OPraHM3alMH, | [TK-8—sye
eXKJIeHUS, PUPMEI. -
}lilqopz[roi[owa be IIPOEKTOB T3y
T1IK-10-3y8
OpraHH3aLOHHO- [TK-11—3y6
pacropsIuTeIbHON TOKyMEHTALNH.
Opranuzanus JTOKYMEHTOOOOpOTa B TIK-12-sys
opranusanuy, yapexiennn, ¢pupme. | [1K-13-3y6
[IpaBuia rpueMa, ornpasku, | [IK-14-3y86
peructpaiuu  KoppecnonaeHimu B | [IK-15-3y6
opranmzanuu. Anamu3 npouecca | [IK-16-3ys
OpraHu3aluy KOHTPOJIS UCTIONHEHUs | [TK-17 - 3y6
JIOKYMEHTOB, OpraHM3auus PaOOTHl | [7K-]§- 3y6
UCIIOJIHUTEJNIEN C TOKYMEHTaMH. TTK-20-3y6
[IpaBuna  ¢gopmupoBanus  nedn, [IK-21—3y6
MOPSAI0K OPTaHM3AHH | - 256
OIIEepaTUBHOTO XpaHCHUS
JIOKYMEHTOB. 1IK-23-3y6
TMpaBuia W mopstok cosmamus u | [IK-24-3v6
BEICHUA HOMEHKJIATYPhI aen IIK-25-3y8
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OpraHu3anuu U
MIOAPA3ACIICHUMN.
WN3ydyenne u peanusanus IpaBUIl
oopmIIeHHs e U IIepeJayuul el Ha
ApXUBHOE XPAHCHHUE.

CTPYKTYPHBIX

1IK-26-3y8
1IK-27-3y8
1IK-28-3y6
HIIK-2 —3y6

WccnenoBarennsckuii Tamn

OOpaboTka ®W  cHcTeMaTH3alus
MOJTY4EHHOH uHpopManuu u
MaTepHalioB, MOJArOTOBKA OTYETa IO
NpakTUKe W BBICTYIUICHHS  Ha
OTYETHOU KOH(EPEHIHH.

OK-9 - 3y8
OK-10 - 3ys
OIIK-1-3y8
OIIK-4-3y8
OIIK-6—3y8
IIK-1 —3y6
1IK-2-3y8
1IK-3-3y8
1IK-4- 3y6
1IK-5-3y6
1IK-6 —3y¢
1IK-7-3y6
1IK-8—3y6
1IK-9-3y6
1IK-10-3y8
1IK-11-3y8
1IK-12-3y6
1IK-13-3y6
1IK-14-3y8
1IK-15-3y8
1IK-16-3y6
1IK-17 - 3y8
1IK-18- 3y8
1IK-20-3y8
1IK-21-3y8
1IK-22—-3y8
T1IK-23-3y8
T1IK-24-3y8
T1IK-25-3y8
1IK-26—-3y8
1IK-27-3y8
TIK-28-3y8
JIK-2 —3y6

7 OueHo4YHble CpPeACTBA JJsl NMPOBEACHHUS INPOMEKYTOYHOH ATTECTALMHM 110
MPOM3BOACTBEHHON NMPAKTHKH 10 IMOJYYeHHI0O NMPOPeCCHOHAIBHBIX YMEHUIl U
OnbITa NPO(ecCHOHANBHOH JeATEIbHOCTH

Bup arrecranuu mo uroram IMMPAKTHUKU — 3a4€T C OHCHKOﬁ, KOTOpLIﬁ IIpOBOAUTCS B (I)OpMC

CTYACHT O3BYUMUBACT OCHOBHBIC UTOT'U, ITIOJIYUCHHBIC HA ITPAKTUKC.

3amuThel oTuera. Ilo mrToram MPAaKTUKHU MNPOBOJUTCA HUTOTrOBasd KOH(I)CpCHLII/IH, Ha KOTOpOﬁ

OO6s3aTenbHON HOPMOI OTUETHOCTH CTYE€HTA-NIPAKTUKAHTA SBJSETCS MMCbMEHHBIN OTYET.
CopneprkaHue 0TYeTa JOJKHO BKIIOYATH CIIEAYIOIINE Pa3/Ielibl:
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— ONHUCaHUE CTPYKTYPHI Oa3bl MPAKTUKH;

— onucanue GyHkuui cayx0bl JOY munu apxuBHO# ciyxObl 6a3bl MPAKTUKH;

— OIHcaHue (GYHKUMOHANBHBIX  O00sA3aHHOCTEM  JOJDKHOCTH  (JOKYMEHTOBEHA,
JIeTIOTIPOU3BOAMUTEIS, CEKPETapsi, MEHEKEPa 10 MEPCOHANTY, apXUBHUCTA U Jp.), KOTOPYIO
3aHUMaJl CTY/ICHT BO BpeMs IPAKTUKH;

— aHanM3 OCOOEHHOCTEM OpraHu3alMM JIeJIONPOU3BOJCTBEHHBIX IPOLECCOB  0a3bl
MPAKTUKH;

— PpEeKOMEHJAlMM [0  COBEPIIEHCTBOBAHUIO  TEXHOJOIMU  JIEJIONPOU3BOJICTBEHHBIX
poreccoB 0a3bl MPaKTHKH;

— JIOKyMEHTBb! (OpUTHMHaJIbl MM KOIMHU), COCTABJICHHbIE M O(DOPMIIECHHBIE CTYJIEHTOM BO
BpeMs IPOXOXKICHUSI IPAKTUKH.

IIpuMepHOe MHAMBHAYAIBLHOE 32]aHHE HA IPOU3BOICTBEHHYIO IPAKTHKY
«Opranu3zanusi apXuBHOI0 XpaHEHHUs JOKYMEHTOB)»
Llenwv npoxoscoenun npakmuKku:
1. 3akpemuieHue u yriayOjieHUE MOJYyYEHHBIX TEOPETHUECKUX 3HAHUM IO CIIEAYIOLIM
HalpaBJICHUSIM:
a) IPUHIMIIBI M METOJbl OTOOpPa M OpPraHU3alMU JOKYMEHTOB, MOJUIEkKalUuX
apXMBHOMY XPaHEHHIO;
0) crocoObl XpaHeHus1, 00eCIeUnBaIOIINE TOJIHYI COXPAaHHOCTh MAaTepUAJIOB;
B) CO3JIaHHE CUCTEMBI HH(OPMAIIMH O COJIEPKAHUU JOKYMEHTOB;
I') OpraHu3alys BCECTOPOHHETO UCIOIb30BaHUA JOKYMEHTHOW HH(POpMALIH;
1) opraHu3anusi paboThl apXUBHBIX YUPEXKICHUN U T.1.
2. IlpuobOperenue nepBUYHBIX NPO(PECCHOHANBHBIX YMEHHUH M HaBBIKOB B O0JIACTH
OpraHu3allii APXUBHOTO XPAaHEHHUs JOKYMEHTOB.
3. IlpuoOpereHne  nepBUYHBIX  NPO(GECCHOHATBHBIX  YMEHMH U HaBBIKOB
UCTIOJIB30BAaHUS KOMITBIOTEPHBIX TEXHOJIOTHUH B apXUBaX.
3aoauu npakmuKu:
— obecrieueHHe W TIPOBEpKa MPOPECCHOHAIBHOW TOTOBHOCTH CTYJIEHTOB K
CaMOCTOSITENIFHOW ~ TPYAOBOM  JEATENbHOCTM M BBINOJHEHUIO  OCHOBHBIX
npodecCHOHATBHBIX (PYHKIMHA B COOTBETCTBUH € KBATH(PUKALIMOHHBIMU TPEOOBaHUSIMH;
— 3aKperuieHue, yriayOleHue W pacuIMpeHHe 3HaHWi B 0O0JacTH apXUBHOIO Jena,
MOJTyYEHHBIX CTYIEHTaMH B TIPOIIECCE TEOPETHUECKOTO 00yUeHMs,
— W3y4YCHHE OpTraHU3allUH NESTEIPHOCTH M CTPYKTYPHl apXHBHOTO MOJpPA3/EICHUs B
cucTeMe CIyXObl TOKYMEHTAllMOHHOTO 00ecreueH sl yIpaBIeHus;
— MpHOOpeTeHHEe W 3aKpEeIUIeHHWEe MPAKTUYECKMX YMEHUH U HAaBBIKOB BBIITOJHEHHS
OCHOBHBIX BHJIOB pabOT B 00JIACTH XpaHEHHsI, KOMIUIEKTOBAHHS, Y4ETa U UCTIOIH30BAHHUS
ApXUBHBIX JOKYMEHTOB;
— U3y4YeHHe OpraHu3alMM XpaHEHHs JOKYMEHTalluh B CHCTEME 3JIEKTPOHHOTO
JIOKYMEHTO000pOTa;
— (UKCHUpOBaHWE B JHEBHUKE TOJYYCHHBIX CBEICHHH W PE3YJIbTATOB BHIMOJHEHHBIX
pabor;
— MOATOTOBKA OTYETA 110 pe3yabTaTaM MPaKTHKH.
Bonpocwi, noonexncawue uzyuenuio:

- l3ydyeHue  JOKaJbHBIX  HOPMAaTHUBHBIX  AKTOB  PETyIUPYIOIIUX  JESITEIbHOCTD
TPEINPUSATHS, OPTaHU3AINH, YIPEKICHHS, (PUPMBI.

- AHanu3 HOMEHKJIATYphI JIe1

- V3ydyeHme m peanum3amusi mpaBHia OGOPMIICHHUS el M Tepeqadd Jel Ha apXHUBHOE

XpaHEHUE.
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- Odopmnenue aen uist apXUBHOTO XpaHEHUS.

- OdopmneHne BHYTPEHHUX OIMUCEHN U IMCTOB-3aBEPUTENICH JIEI.

- Ilepenaua nenn Ha apXUBHOE XpaHEHHUE.

- BrimonHeHue onepanuii Mo OCyecTBICHUIO Pa0OThI AIEKTPOHHOI'O apXUBa
opraHuzaiuu, B ToMm uucie B COJI.

- OcyiecTBiieHHE XpaHEHUs, KOMIUIEKTOBAHUS, YU€Ta U HCIOIb30BaHUS apXUBHBIX
JIOKYMEHTOB:
1) opopmieHre TOKyMEHTOB MO MUTOraM SKCIEPTU3bI IIEHHOCTH (IIPOTOKOJIbI 3aCEAaHUS
OK, aKTbl 0 BbIIETICHUH TJOKYMEHTOB K YHUUTOKEHHUIO U T.JI.);
2) BeJeHHE YYETHBIX JOKYMEHTOB apXHBa (KHHTA MOCTYIUIEHUH, CIUCOK (POHIOB, JIUCT
¢doHa, apXUBHBIX onuce, aeno (GoHxa, macmopT apxuBa, NACIOPT APXUBOXPAHWIHIIA U
T.1.);
3) cocraBieHME aKTOB IIPOBEPKU HAIMUUS U COCTOSIHUSI JIETT;
4) cozmanue, nmonoiaHeHue u copepuieHcrBoBanre CHCA apxuBa (onucanue T0KyMEHTOB
U JIeTI, KaTaJloroB, IIyTeBOAUTENEH, 0030pOB, yKa3aTele, epeyHei u 0a3 JaHHbIX);
5) CopeiicTBHE UCTIONB30BAHUIO JOKYMEHTOB apXHBa:
a) ucnoiHeHue 3amnpocoB (odopmieHue apxXuBHBIX CIPABOK, APXUBHBIX KOMHIA,
ApXUBHBIX BBIMHUCOK, NH(POPMAIIMOHHBIX TUCEM);
0) BbIJIa4ya MOJJTMHHBIX TJOKYMEHTOB U JICTT;
B) MyOJIMKaLMs apXUBHBIX IOKYMEHTOB;
') OpraHu3alus BbICTaBOK;

) UCHOJb30BaHME JOKyMeHTOB apxuBa B CMMU (mepuoauueckas 1meyars,
panuornepesayuu, TeJIeBUICHUE) U T.J.

IIpuMepHOe MHAMBHAYAIBLHOE 3a]JaHHEe HA IPOU3BOACTBEHHYIO IPAKTHKY
«Opranm3anms ¥ TeXHOJIOTHS JOKYMEHTAIHOHHOTI0 o0ecrnedeHnsl yIPaBJIeHUs» !
ILlenv npoxorcoenus npakmuxu:

1. 3akperuieHue u yriayOJieHUE MOTYYEHHBIX TEOPETUUECKUX 3HAHUM MO CIEAYIOLINM
HaIpaBJICHUSAM:

a) TMPHUHLHUIBI OPraHU3aMK JOKYMEHTO000POTa;

0) IPUHILIMIIBI OPTaHU3ALNN PETUCTPALIUU JOKYMEHTOB;

B) MOPS/IOK  OOpabOTKM  JOKYMEHTOB  OpraHM3allud B  3aBHCHUMOCTH  OT
MPUHA/IJIEKHOCTH K IOKYMEHTOIIOTOKY U BUIY JJOKYMEHTA,;

I') OpraHu3alsi BCECTOPOHHETO  MCIIOJIb30BaHMS JIOKYMEHTOB B  TEKYyILEM
JIeJIONPOU3BO/ICTBE;

1) opraHu3aius paboThl 1eIONPOU3BOJICTBEHHBIX CITYXKO U T.1.

2. Tlpuobperenne mepBUYHBIX MPOPECCHOHATBHBIX YMEHHH M HAaBBIKOB B OOJIACTH
OpraHu3aly JOKYMEHTAlMOHHOTO 00eCeueHHs.

3. IlpuoOpereHne  TEepBUYHBIX  MPO(ECCHOHATBHBIX  YMEHHMH W HaBBIKOB
UCIIOJIb30BaHUSI KOMITBIOTEPHBIX TEXHOJOTHH B JTOKyMEHTAlUOHHOM O0eCle4eHUun
yIpaBiIeHUs.

3adauu npaKmuxu:
— obOecrieueHre W TIPOBEpKa MPOQPECCHOHAIBHOW TOTOBHOCTH CTYIACHTOB K
CaMOCTOSITENIBHOM ~ TPYJOBOW  JCSATENBHOCTM U BBINOJIHEHHUIO OCHOBHBIX
npodecCHOHATBHBIX (DYHKIMHA B COOTBETCTBUH C KBATH(PUKALIMOHHBIMU TPEOOBaHUSIMH;
— 3aKperJieHue, YrIyOJieHWe W paclldpeHHe 3HaHUM B 00JIaCTH OpraHu3aluud U
texHojoruu JJOVY, nonydeHHbIX CTy/IeHTaMH B MPOIIECCE TEOPETHUECKOT0 00yUeHus,

— HU3Y4YCHHUC OpraHu3aluu ACATCIBHOCTH W CTPYKTYPBI OCIIOMPOHU3BOACTBECHHOI'O
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MoJpa3fieliecHusi B CHUCTEME CIYXObl JOKYMEHTAI[MOHHOTO OOecleueHusl YIpaBiIeHUS
OpraHu3aluen;

— TpUOOpPETEHUE M 3aKPEIUICHUE MPAKTHYECKUX YMEHUW U HABBIKOB BBIMOJHEHUS
OCHOBHBIX BHJIOB paboOT B 00JIaCTH MOJIy4€HHUS, 0OpaOOTKH, OTIPABKUA U ONEPATUBHOTO
XpaHEHUs! JOKYMEHTOB B TEKYILEM J€JI0NPOU3BOJICTBE;

— M3YYCHHE OpPTaHU3alUU TOTYYCHHsI, 00paOOTKH U XpaHEHUs JOKYMEHTAIlUU B CHCTEME
AJIEKTPOHHOI'O JI0KYMEHTOO000POTa;

— (huKcHpOBaHHE B JHEBHUKE MOJYYCHHBIX CBEIECHUN U PE3YyJIbTATOB BHINOJHEHHBIX
pabor;

— MO/ATOTOBKA OTYETA M0 pe3yJibTaTaM MPaKTUKHU.

Bonpocwul, noonesxcawue uzyuenuio:

- l3ydyeHue  JIOKQJIBHBIX  HOPMAaTHUBHBIX  AKTOB  PETYIUPYIOIIUX  JESITEIHHOCTD
HPEANPUATHSL, OPraHU3ALMH, YIPEKIEHHS, (PUPMBI.

- l3ydyeHue JOKaNbHBIX HOPMATHUBHBIX AKTOB PETYJIHPYIOIUX JAEJIONPOU3BOJICTBO Ha
HOPEANpPUATHH, B OpPraHU3alu1, YIPEKICHUH, PUpME.

- AHanu3 paboudero MecTa KaHIEIIPCKOTo paboTHUKA.

- O3HakOMJICHHE C OpraHU3aLMOHHO-PACIOPSAAUTENBHOM CHUCTEMOM JOKyMEHTAaIUH
OpraHu3aluy, yUYpexaeHus, Gupmol.

- IloaroroBka NpoeKTOB OpraHU3alMOHHO-PACTIOPSIUTEIbHON JOKYMEHTALUH.

- Opranuzamus JOKyMEHTOOOOpOTa B OpraHW3anuud, ydpexnaeHuu, ¢upme. IlpaBuna
npuema, OTIPaBKU, PErMCTPALMU KOPPECIOHCHIIMN B OpraHu3alui. AHAJIN3 Mpolecca
OpraHu3aIlii KOHTPOJIS UCIIOJHEHUS TOKYMEHTOB, OpraHu3amus paboThl UCIIOTHUTEIEH
C IOKyMEHTaMH.

- IlpaBuna QopmupoBaHUS 1€, TOPSIOK OPraHU3alUU ONEPATHBHOTO XPaHEHHUS
JIOKYMEHTOB.

- IlpaBwia M NOPSAOK CO3JaHMSI W BEJIEHHS HOMEHKJIATyphl [l OpraHu3aluud |
CTPYKTYPHBIX ITOAPA3ACICHUAMN.

- CocraBieHue HOMEHKIIATYPHI JIEI.

- V3ydyenume m peanm3amus TpaBui OQOPMIICHHUS Jell M Tepeladd el Ha apXHUBHOE
XpaHEHHUE.

ITnanupyemvie pezynomamot npaKmuKu:
- TMOJTrOTOBKAa PEKOMEHJAIMH IO YCTPAaHEHWIO WIM MHUHHMH3AIMU BBISIBICHHBIX IPOOIEM

(pexoMeHAalMu  JOJDKHBI OBITh  OOOCHOBAaHHBIMH, T.€. COINPOBOXKAATbCA CCBIIKAMH Ha
COOTBETCTBYIOIINE HOPMATUBHO-IIPABOBBIE aKTHI U T.I1.);
- IOJITOTOBKA BBIBOJIOB O JIEATEILHOCTH MPEIIPUATHI UM OpraHu3aluil, B cepe NpakTHIeCKUX
pPEKOMEHIaLUi 110 COBEPILIEHCTBOBAHUIO OPraHU3allMOHHBIX U JIOKYMEHTALMOHHBIX aClEKTOB MX
JeSITEIIbHOCTH;
- o1leHKa 3()(PEeKTUBHOCTU MPOEKTOB U MPOTPamMM IO COBEPIIEHCTBOBAHUIO JOKYMEHTAIIMOHHBIX
MPOLIECCOB U MPOLIECCOB APXUBHOTO XPaHEHUS JOKYMEHTOB, BHEAPSEMBIX Ha MPEIIPUITUAX;
- OIIEHKA Ka4ecTBa YIPaBJICHUECKUX pelIeHu B cepe opranuzanuu u rexnonoruu JJOY,
apXUBOBECHUS,
- myOJIMYHas 3alIUTa CBOUX BBIBOJIOB U OTYETA IO MPAKTHUKE;

- cucreMaruzanus U o0o0OIIeHHe Marepuaia JUIsl HallUMCaHUs KypCOBBIX paboT U
BBIMTYCKHOHN KBaJTU(UKALMOHHON pabOTHI.

PyxoBoautens MPaKTUKU oT OpraHu3alK/TpeAnpUiTUS BBICTABIISIET
mubdepeHIIMPOBaHHYIO OLEHKY CTYJIEHTY B JIOKYMEHTaX, IpPEICTaBISIEMbIX CTYACHTOM Ha
kadenpy. [Ipu BbICTaBIEHUH OLIEHKH PYKOBOJWUTENb MPAKTUKU OT OPTaHU3ALUU MPECTABIISET
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OT3BIB 0 paboTe CTYJEHTA M0 CIEAYIOLIEMY IIJIaHy:

CPOKH ITPOXOXKACHUS IPAKTUKU;

IIOJIHOTA U3Y4YEHUS BCEX BOIIPOCOB, IIPEAYCMOTPEHHBIX IIPOrPaMMOM IPAKTUKH;
MIPOSIBJICHUSL CTYIAEHTOM CaMOCTOSITENIbHOCTH, AKTHMBHOCTH, TBOPYECKOrO IOAXOAAa K
paboTe, TUCIUIUIMHUPOBAHHOCTH;

ydyacTHe CTYAEHTa B TeKyIlel paboTe npeanpuaTus (OpraHu3aluy), pelieHus 3a1ay;
TPYAHOCTH, BO3HMKIIME B XOAE IPOXOXKIEHHs MPAaKTUKU (TpodeccuoHaNbHbIe,
JUYHOCTHBIE, TUCIUIUIMHAPHBIE).

3aMedaHus W TMOXEJaHWs BbITyCKarolled Kadeape M0 OpraHu3aluH, COJICPXKaHUI0 U
YPOBHIO IIOATOTOBKHU CTYJIEHTA.

PykoBoauTeNb IPakTUKOM OT opranu3anuu. J1omKkHOCTh, paMuiIns, TOAMKCE, IeYaTh.

[lo urtoramMm HpakTHUK{ CTYIAEHTY B 3a4€THYIO KHM)KKY PYKOBOAMTEIEM IMPAKTUKH OT

YHHUBEPCHUTETA BBICTABIsCTCS MU PEpEHIIMPOBAHHAS OTMETKA 3a MPOU3BOJCTBEHHYIO MPAKTHKY

mo 5 OanbHOH cuCTEME: CHEYAOBJICTBOPUTCIBbHO», «YAOBJICTBOPUTCIBHO», «XOPOILO)»,

«OTJIHUYHO».

OI_IGHKa PYKOBOOUTCIISL IMPAKTUKHU OT YHHUBCPCUTCTA MOXKCET OTINYATBCA OT OLCHKH,

BBLICTaBJICHHOM PYKOBOAUTCIICM IMMPAKTUKHN OT OpraHrU3aluu.

PYKOBOIH/ITCJII/I IMPAKTUKHU BBICTABIIAKOT OLNCHKU B COOTBCTCTBHU C KPUTCPUAMH,

npeacraBieHHbiMUA B Tabmunax 1, 2.

Tabnuya 1
Kputepun onenkn, BoicTaB/isieMOil pyKOBOAMTEJIeM NPAKTUKH OT OPraHU3alul
Ouyenka Kpumepuu ouyenku
OT1iinyHO CTyneHT CBOEBPEMEHHO U Ha BBICOKOM YpPOBHE

BBITIOJTHWJI BEChb HAMEUYEHHBIA MPOrpaMMON MPAKTHKU O0BEM
paboThl; MPOSBIAT CAMOCTOSITEILHOCTb, WHUIIMATUBHOCTH B
pELIeHNUH TPOU3BOJICTBEHHBIX BOIIPOCOB.

Xopor1o CTyneHT CBOEBPEMEHHO M Ha JOCTaTOYHOM YpOBHE
BBINIOJITHWJI BECb HAMEUYEHHBIH MPOrpaMMOIl MPaKTHKH O0BEM
paboThl (00s3aTENbHYIO W JOMOJHUTEIBHYIO YacTH), HO HE
BCCrJa IPOSABJIAI CAMOCTOATCIBHOCT W HWHHUIOMATUBHOCTHL B
PEIICHUHU ITPOU3BOACTBCHHBIX BOIIPOCOB.

Y 10BNETBOPUTEIBHO CTyneHT CBOEBPEMEHHO M Ha JOCTaTOYHOM YpOBHE
BBITIOTHWJI BECh HAMEUYEHHBIM MPOrpaMMOIl MPaKTHKH O0BEM
paboTel (00s3aTENBHYIO M JIOTIOJHUTENIBHYIO 4YacTH); HO He
MPOSIBIISTT  CAMOCTOSITEILHOCTh M WHUIIMATHBHOCTH  WJIH
JIOITYCKaJI OTACIIbHBIC ONTMOKU B PEIICHUU MPOU3BOJICTBEHHBIX
BOTIPOCOB.

HeynosnersopurensHo CryneHT He BBIIOJHWI MPOrpaMMy U IPOSBUI
0€30TBETCTBEHHOE OTHOLICHHE K IPAKTUKE.

Tabnuuya 2
Kpurepun oneHk#, BbICTABJIsIEMOil PYKOBOAMTE/IeM NPAKTUKH OT YHMBePCUTETa
Ouenka Kpumepuu oyenxu
OTinnyHO CTyneHT B CpOK M B TOJHOM OOBEME BBITOJIHUI

MIPOrpaMMy IMPaKTUKH, CBOEBPEMEHHO MPEIOCTaBUI OTUETHYIO
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JOKYMEHTAlMio,  O(QOpPMIIGHHYIO B  COOTBETCTBHH  C
TpeOOBaHUSAMH HACTOSIIUX METOUYECKUX PEKOMEHIALNH.
OtuéTHass TOKyMEHTAallUs OTPAa’KaeT BBICOKHHI ypOBEHb
TEOPETUYECKOU U NIPAKTUYECKOU ITOATOTOBKH CTYZACHTA.
OTMmeTKa pyKOBOIUTENS INPAKTUKA OT OpraHHU3alvH —
«OTJINYHO» HIIU «XOPOLIO».

Xopowo CTyneHT B CpOK M B HOJHOM OOBEME BBIIOJIHUI
IIpOrpaMMy IPaKTUKU, CBOEBPEMEHHO IIPENOCTABUII OTYETHYIO
JOKYMEHTAlio,  O(QOpPMIIGHHYIO B  COOTBETCTBHH  C
TpeOOBaHUSMH HACTOSAIIMX METOJIUYECKUX PEKOMEHIALINH.

Otu€THass JOKYMEHTAalUsl OTPa)kaeT JIOCTATOYHBIN
YPOBEHb  TEOPETHUYECKOW M  NPAKTUYECKOW MOATOTOBKH
CTYJICHTA.

OTMeTKa pyKOBOJMTENS OT OPraHU3alUHU — «OTIMYHOY,
«XOPOULIO» U «YAOBIETBOPUTEIBHOM.

Y 10BIIETBOPUTEIIHHO CTymeHT B CpPOK W B TIOJHOM OOBEME BBITOJHUI
MporpaMMmy MPaKTHKH, CBOEBPEMEHHO MPEIOCTABUI OTYETHYIO
JOKYMEHTAIuo,  OQOPMJIICHHYIO B  COOTBETCTBUU  C
TpeOOBAaHUSMU HACTOSIIIMX METOJUICCKIX PECKOMEH IAITUH.

OtuéTHass JOKYMEHTAaIUsl OTpa)kaeT JIOCTaTOYHBIN
YPOBEHb TEOPETUYECKOM W  MPAKTHUUYECKOH  IMOATOTOBKH
CTYJEHTa, HO COACPKUT Psii HETOUETOB M0 CONEPIKAHUIO U/WIH
0 OpMIICHHUIO.

OTMeTKa pyKOBOJIUTENSI OT OPTraHU3alUU — «XOPOIIO»
WJTU «yJAOBJIETBOPUTEIHHO.

HeynosnersopurenbHo CrymeHT HEe B CPOK W/WIM HE B TIOJHOM OO0BEME
BBITMIOJIHWJ TIPOTPaMMy TIPAaKTHKH; W/WIA HECBOEBPEMEHHO
NPEeJOCTaBWII OTYETHYIO JIOKYMEHTAlMI0; W/WIN JIOMYCTUII
rpyOsbie oOKH B 0pOPMIICHUN OTYETHON JOKYMEHTAIIHUH.
Otmetka PYKOBOJUTENS oT OpraHu3aIu —

«YHAOBJICTBOPUTCIIBHO» UJIN «HCYJOBJIICTBOPUTCIILHO.

Ecin  oleHkH, BbICTAaBICHHBIE PYKOBOJIUTENEM NPAKTHUKUA OT OpraHu3aluud HU
PYKOBOJUTENIEM MPAKTUKU OT YHUBEPCUTETA, HE COBIAIAOT, TO MOCIEIHUI 0OOCHOBBIBAET CBOIO
OLICHKY Ha TUTYJIbHOM JIUCTE OTYETA.

OneHka MO NpakTUKE MPUPABHUBAETCS K OLEHKaM (3a4€TaM) IO TEOPETUYECKOMY
00y4YEHMIO U YUUTHIBAECTCS IPU MOJBEIEHUH UTOTOB OOIIEeH yCIIeBaeMOCTH CTY/ECHTA.

[Ipy HEBBINOJHEHUM MPOrpaMMbl Y4eOHOM MNpaKTUKU 0€3 YBAKUTEIbHONW NPUYHHBI,
HapyIIeHUs TPYAOBOM JUCHMIUIMHBI CTYAEHT OTCTpaHseTcs OT TMpaKkTUKH;, ero pabdora
MpU3HAETCS HEYIOBIETBOPUTENBHOM; CaM CTYJI€HT CUUTACTCS HE BBIMOIHUBIINM Y4€OHBIN IIaH.

CryneHT, HE BBIIOJHMBIIMN MPOrpaMMy MPAaKTHUKH IO YBa)KUTEIbHOW IpPUYMHE,
HaIpaBIIeTCs HA MPAKTUKY BTOPUYHO B CBOOOHOE OT yu&OBI BpeMsl.

CryneHtaM, HMEIOMIMM CTaX MPAKTUYECKOH paboThl MO MPO(UII0 MOATOTOBKH, IO
peuieHnI0 Kadeapbl Ha OCHOBE MPOMEKYTOUHOW aTTeCTallud MOXKET OBITh 3auTeHa y4yeOHas
IpPaKTUKa TPUd YCIOBUU IMPEJOCTABICHUS PYKOBOJIUTENIO MPAKTUKA OT YHHBEpCHUTETA
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3aBEPEHHOM KOMHMM TPYIOBOM KHMKKH CTyJA€HTa M XapaKTepUCTHUKH, MOANUCAHHOU
PYKOBOJMTEIIEM OpraHU3aluU U 3aBEPEHHOM I1€4aThIO.

8 YueOHO-MeTOAUYeCcKOE M HH(POPMALIUOHHOE 00ecTieYeHHe MPON3BOACTBEHHOM
NPAKTUKHA MO0 TMOJYYEeHHMI MNpPO(ecCHOHAJIbHBIX YMEHHH M  ONbITa
npo¢ecCHOHATLHOM AeITeJIbHOCTH

a) OcHoBHAas JIMTEpaTypa:

AnoxuHa, C. A. KypcoBas paboTa 110 JOKYMEHTOBEICHUIO, apXUBOBEACHHIO, OPraHU3aLuN
U TEXHOJIOTUU JOKYMEHTAI[MOHHOTO O0eCIeueHus yIpaBiIeHus : yueOHO-MEeTOAMUECcKoe nocodue
/ C. A. Anoxuna, A. K. Makaposa, 1. B. Camapoxosa ; MI'TY. - Maraurtoropck : MI'TY, 2016.
- 1 onekrpon. onr. guck (CD-ROM). - 3Barn. ¢ Turym oskpama. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1130
337/2535.pdf&view=true  (mara o6pamenus: 02.09.2019). - Makpooosekr. - Tekcr
AIIEKTPOHHBIN. - CBenenus poctynnsl Takke Ha CD-ROM.

JoxymeHTanmoHHoe obecniedeHue ynpasieHus : yueonuk / A. C. I'punGepr u ap. - M. :
IOHUTU-TAHA, 2011. - 1 smekrpon. ont. guck (CD-ROM). - 3arn. ¢ TuTyl. 3KpaHa. -
(Yuebnas  nutepaTypa  ans  Bblicml. W cped.  mpod.  obpas.). - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/10794
40/427.pdf&view=true (mata oOpamenus: 25.08.2020). - MakpooObekr. - TekcT
AIIEKTPOHHBIN. - CBenenus poctynnsl Takke Ha CD-ROM.

0) lonoJiHUTeILHAS JIUTEpPaTypa:

BenukanoBa C. C. ApxuBBHI 10 JMYHOMY COCTaBY [DJIEKTpPOHHBIM pecypc| @ yueOHO-
meroaunyeckoe nocobue / C. C. BenukanoBa ; MI'TY. - Maruutoropck : MI'TY, 2018. - 1
3JICKTPOH. OIIT. JINCK (CD-ROM). - Pexum JOCTyTa:
https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatalogues/1/1514
334/3518.pdf&view=true . - MakpooOsekr. - ISBN 978-5-9967-1154-3

['ocynapcTBeHHbIE, MYHUIIMTIANBHBIE M BEJOMCTBEHHBIC apXUBHI : yueOHOE mocodue [is
By30B] / cocraButenu: C. C. Benukanosa, 1. B. Kamry6a ; Marauroropckuii roc. TeXHUYECKUH
yH-T uM. I'. WI. HocoBa. - Marauroropck : MI'TY um. I'. K. Hocosa, 2020. - 1 CD-ROM. - ISBN
978-5-9967-1814-6. - 3arm. c TUTYIL. JKpaHa. - URL
https://magtu.informsystema.ru/uploader/fileUpload?name=4120.pdf&show=dcatalogues/1/1535
069/4120.pdf&view=true  (mara oOpamenus: 25.08.2020). - MakpooosekT. - Tekcr
ANIEKTPOHHBIN. - CBefieHus gocTynHbl Takke Ha CD-ROM.

MecTtHOE camoylipaBiieHHEe W MYHHIIUNIATBHOE ympaBieHue : yueOnuk / moa pea. A. C.
[TpynuukoBa, M. C. Tpodumosna. - 2-e usa., nepepad. u gon. - M. : KOHUTU-AHA, 2011. - 1
aneKTpoH. onT. quck (CD-ROM). - 3arn. ¢ tutyin. skpana. - (Y4yeOHas JH/ITepaTypa JUISL BBICUI. U
cpen. pod. o0pa3.). URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=389. pdf&show dcatalogues/1/10793
27/389.pdf&view=true (mata oOpamenus: 25.08.2020). - MakpooosekT. - Tekcr
AIIEKTPOHHBIN. - CBeeHus goctymnHbl Takke Ha CD-ROM.

Koxymkosa H. B. Ctpykrypa nokymenTa. CucTeMbl TOKyMEHTAllUU. Y HUPUITUPOBAHHAS
CUCTEMa OPTaHHW3aI[MOHHO-PACTIOPSIUTECIIEHON JOKYMEHTAIIUU: O0IIHe TPpeOOBAaHHUS K COCTaB-
JeHu0 U ohopMIICHUIO [DNeKTpoHHBIH pecypc] : yueOHoe mocodue / H. B. Koxymkosa ;
MI'TY. - Maruautoropck : MI'TY, 2016. - 1 snextpon. ont. auck (CD-ROM). - Pexum moc-
Tyma:
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129
973/2334.pdf&view=true . — MakpooOBEKT.

B) [Iporpammuoe odecnieuenne u UHTepHET-pecypcebl:
1. HamumonaneHas wuHGOpMalMOHHO-aHAIIUTUYECKasi cucTeMa — Poccuickuili HMHIEKC
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https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1130337/2535.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1130337/2535.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/1079440/427.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/1079440/427.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatalogues/1/1514334/3518.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatalogues/1/1514334/3518.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=4120.pdf&show=dcatalogues/1/1535069/4120.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=4120.pdf&show=dcatalogues/1/1535069/4120.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=389.pdf&show=dcatalogues/1/1079327/389.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=389.pdf&show=dcatalogues/1/1079327/389.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129973/2334.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129973/2334.pdf&view=true

HayuHoro nutupoBanus (PUHL]) URL: https://elibrary.ru/project risc.asp

2. DnektpoHHas 0a3za mepuoanyeckux u3maanuii East View Information Services, OOO
«MBUC»  https://dlib.eastview.com/
3. IlouckoBas cucrema Axanemust Google (Google Scholar) URL:
https://scholar.google.ru/
4. Wudopmanumonnas cuctema - EauHoe okHO noctyna K MHGOPMAalMOHHBIM pecypcaM
URL: http://window.edu.ru/
5. Poccuiickas I'ocynapcrBennas OoubIMoTeKa. Karanoru
https://www.rsl.ru/ru/4readers/catalogues/
6. DnexkTpoHHBIC pecypchl OMOIMOTEKH MITY UM. I.n. Hocoga
http://magtu.ru:8085/marcweb2/Default.asp
7. YuuBepcurerckas uHpopMarmonnas cuctema POCCH S https://uisrussia.msu.ru
8. MexayHapoaHas HayKOMETpHUYecKas pedepaTUBHAs W TOJHOTEKCTOBas 0a3a JaHHBIX
Hay4HbIX u3ganuii «Web of science» http://webofscience.com
9. Mexnaynapoanas pedepaTHBHAS U OJTHOTEKCTOBAs CIIpaBOYHAs 0a3a TaHHBIX HAyYHBIX
usganuii «Scopus» http://scopus.com
10. MexnyHaponHas ~ 0a3a  IOJTHOTEKCTOBBIX  JKypHAJIOB Springer  Journals
http://link.springer.com/
11. MexnayHaponHast 0a3a CHpaBOYHBIX HW3JAaHMKA TI0 BCEM OTpPacisM  3HAHHUH
SpringerReference http://www.springer.com/references
12. UudopmanmonHo — npaBooi moprain ["apant.Py.- URL: http://www.garant.ru/
13. CnpaBounas nipaBoBas cuctema Koncynprant [Tmroc.- URL: http://www.consultant.ru/
14. Tlopran «Apxussl Poccumy».- URL: http://www.rusarchives.ru/
15. ®denepanbHoe apxuBHoe arenTcTBo PD.- URL: http://archives.ru/
16. XPOHOC. Bcemupnas uctopus B Marepuere.- URL: http://www.hrono.ru/
17. O606ménnbIil  snexTpoHHBINM Oank  gaHHbX (OBJl), conmepkaummii  uHQOpPMAIIIO
0 COBETCKHX BOMHAX, MOTHUOIINX, YMEPIINX U MPOIMABIINX 0€3 BECTH B TOibl Bemukoit
OTeyecTBEHHOW BOWHBI, a TakXke B mociieBoeHHbIH nepuoa OBJl «Memopuam».- URL:
https://obd-memorial.ru/html/
18. DneKkTpOHHBII apXHB: pecTaBpalus U OIU(pPOBKA APXUBHBIX TOKYMEHTOB, YCIYTH U
obopynosanue.- URL: https://www.elar.ru/.
Haumenosanue [10 Ne norosopa Cpok nieficTBUS TULIEH3UU
MS Windows 7 J-1227 ot 08.10.2018 11.10.2021
MS Office 2007 Ne 135 ot 17.09.2007 OeccpouHo
FAR Manager cBOOOIHO pacrpocTpaHsemMoe | 6eccpoyHo
7Zip cBOOOHO pacrpocTpaHsemoe | 6eccpoyHo

9 Marepua/bHO-TeXHHYECKOEe o0ecnevyeHHe IPOU3BOACTBEHHON IPAKTHKH IO
MOJIYYEeHHI0 NPO(PEeCCHOHAIBHbIX YMEHMH M ONbITAa MPOPecCHOHAIBHOM
aesareabHocTH  (OpraHmsanMss ¥ TEXHOJOTHSI  JOKYMEHTALMOHHOIO
ol0ecrieyeHHs yNPaBJIeHHA)

MarepuanbHO-TeXHUYECKOE 00eCTIeYeHUE MPEANPHUITHs/ OpraHu3aiui, Ha 6a3e KOTOpOro
OPOBOJIUTCS NPAKTUKa TIO3BOJIAET B IMIOJHOM O0beMe peanu3oBaTh LEId M 3a7add
MIPOU3BOJICTBEHHOW MPAKTUKKA MO TMOJYYEHUIO TPOPECCUOHAIbHBIX YMEHMM U  OIbITa
npodeCCHOHATIBHOM 1eATeNbHOCTH U C(hOPMUPOBATH COOTBETCTBYIOIINE KOMIETEHIIUH.
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https://ru.wikipedia.org/wiki/%D0%A1%D0%A1%D0%A1%D0%A0
https://ru.wikipedia.org/wiki/%D0%92%D0%BE%D0%B5%D0%BD%D0%BD%D0%BE%D1%81%D0%BB%D1%83%D0%B6%D0%B0%D1%89%D0%B8%D0%B9
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