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ITporpamva mpaktuxku/HUP cocranesa Ha ocHose @I'OC BO mo HanpasIeHHIO
momrotopkn  46.03.02  JOKYMEHTOBEINEHUME U APXMBOBEJIEHUHE (yposeHb
Gaxanappuara) (npukasz Muno6prayku Poccrn ot 06.03.2015 1. Ne 176)

Ilporpamva mnpaktukd/HUP pacemoTpeHa u onofpeHa Ha 3acefaHuu Kadempel

I[Nemarorugeckoro 06pa3oBaHHsl X JOKyMEHTOBEICHUL A
30.01.2020 mpoToxo Ne5 a{// )
3aB. Kapeapoi W C.C. BenukaHosa
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JIMcT akTyaJaM3anuu nporpaMmsl

[Tporpamma nepecmMoTpeHa, oocykaeHa u ogodpena i peanuzanuu B 2021 - 2022 yuebHom
rofy Ha 3acefanuu kagenps! Ilegarornueckoro oopa3oBaHus U JOKYMEHTOBEIECHUS

[Ipotokom o 20 r. Ne
3aB. kadeapoii C.C. BenukanoBa

[Iporpamma nepecmoTpeHa, oocyxaeHa u ogoopeHa ais peanusanuu B 2022 - 2023 yaeOHOM
rofy Ha 3acefanuu kagenper Ilegarorndeckoro o0pa3oBaHus U JOKYMEHTOBEICHUS

[IpoTokom o 20 r. Ne
3aB. kadeapoii C.C. BenukanoBa

[Iporpamma nepecmoTpeHa, odcyxaeHa u ogoopeHa aisa peanusanuu B 2023 - 2024 yaeOHOM
roqy Ha 3acefanuu kadenpsl Ilemarorndeckoro o0pa3oBaHus U JOKYMCHTOBEICHHS

[Iporokon ot 20 1. Ne
3aB. kadenpoii C.C. Benukanona

[Tporpamma nepecmMoTpeHa, oocykaeHa u ogodpena i peanuzanuu B 2024 - 2025 yuebHOM
roay Ha 3acenanuu kadeaps! [lemarormueckoro o6pa3oBaHus U TOKYMEHTOBEICHHS

[Iporokon ot 20 1. Ne
3aB. kadenpoii C.C. Benukanona




1 Iesan npaktuxku/HAP

[enssMu TPOU3BOACTBEHHOMN — IIPEAIUIIIIOMHON ITPAKTUKU 110 HAIIPABJICHUIO IIOATOTOBKU
46.03.02 JIokyMEHTOBEICHHE U apXUBOBEICHUE SBJISIOTCS

— cOop HEOOXOIUMOro MarepHaja JUlsl BBIIOJHEHUS BBITYCKHOW KBaJHU(PHKAIIMOHHON
paboTHI;

— pa3paboTKa PeIOKESHHI 1O COBEPIICHCTBOBAHUIO COCTOSIHUSI BRLIOPAHHOHW B KQ4eCTBE
00BEKTa Hcciae10BaHus chepbl JOKYMEHTALMOHHOTO 00ECTIEYeHUs YIIPABICHHUS.

[IpenurioMHasl TpakTHKa NPOBOAMTCA B (opMe TPAKTUKA MO  TOJYYCHHIO
npodeCCHOHATIBHBIX YMEHUH U omblTa NpO(EeCCHOHAIBHOW — AEATENbHOCTH, HAy4yHO-
UCCIIeI0BaTENbCKas padoTa, TBOpUECKas MPAKTHUKA.

2 3agaum npakTuxku/HUP

3ajauaMu TPOU3BOACTBEHHOM — MPEAUIIIOMHOM MPAKTUKH SIBIISIOTCS

— ydJacTHe€ B TEOPETHYECKHX pa3paboTKax B OO0JacCTH JOKYMEHTOBEICHUS H
ApXUBOBEACHUS;

— aHajau3 MHQPOPMAIMOHHBIX IIOTOKOB M HMH(POPMAIIMOHHOTO B3aWMOJICHCTBUS B
OpraHu3aIluy;

— aHaM3 TOTPEOHOCTEH B ONEPATHBHOM W PETPOCIEKTUBHOW HHGMOpMAIIUH,
OTpeIeJICHUE METOJIOB U CIIOCOOOB UX YOBJIETBOPEHUS;

— y4yacTHe B NPHUKIATHBIX pa3paboTKax IO CO3JaHUI0 CHCTEM JOKYMEHTAIMOHHOTO
obOecrieueHHs yIpaBiIcHHs, YHU(DHUKAIMK, CTaHIAPTH3AIMK JOKYMEHTOB, a TakKe B OOJAcTH
aApXHMBHOTO JIeNa;

— ydactue B pa3paboTKe aBTOMAaTU3UPOBAHHBIX CHCTEM JOKYMEHTAIMOHHOTO
oOecrieueHHs YIpaBlIEHUsS U apXMBHOTO Jiela Ha CTaAUsIX MOCTAHOBKH 3aJa4d U OLEHKU HX
MIPUMEHEHHUS B YCIOBUSX KOHKPETHOW OpraHU3alllu;

— ydactue B pa3paboTke HOPMATHBHO-METOJIMYECKHX JOKYMEHTOB, aKTOB (IIpaBHII,
nepeyHel TOKYMEHTOB, IMOJIOKEHUH, UHCTPYKIMM, KJIacCUPUKATOPOB, TabEIel MpUMEHIEMbIX
dbopM JTOKYMEHTOB U Jp.) MO JTOKYMEHTAIMOHHOMY OOECIEUEHHUIO YIPABICHUS U apXHUBHOMY
eIy,

— ydacTue B MyOJIUKAIIMOHHOM AeSITENFHOCTH M BEICTABOYHOM paboTe;

— MOJTOTOBKA CIIPABOYHO-TIOMCKOBBIX CPEJICTB;

— cocTaBieHue pedepaToB U co3gaHue OubIHOrpaduu MO TEeMaTHKE MPOBOJIUMBIX
HCCIICIOBAHNIA;

— y4acTH€ B COCTaBJIIEHHMHM OTYETOB IO HAYyYHO-HCCIIEIOBATEIbCKOM M METOAMYECKOU
pabore.

3 Mecto npaktuku/HUP B cTpykType 00pa3oBaTe/ibHOI MPOrpaMMbl
Jns  mpoxoxneHuss npakTuku/HUP HeoOxomumbl 3HaHus (yMEHMs, BIIAJCHUsA),
c(OpMUPOBAHHBIE B pe3yJIbTaTe U3yUEHUS TUCIUILUINH/ IPAKTUK:
VYpaBneHue 4ea0Be4eCKUMHU pecypcamu
TexHonorus kKoMana000pa30BaHUS U CAMOPa3BUTHS
OCHOBBI TOKYMEHTOBEICHUS
JlokyMeHTalMoHHOe 00ecedeHne roCcyJapCTBEHHOT 0 yCTpoiicTBa B PO
OCHOBBI apXUBOBECHUS
MaTtemaTuueckre METO/Ibl B JOKYMEHTAIIMOHHOM 00€CIIeYeHUH YIIPaBICHUS
WNudopmaruka
Beenenue B mpodeccuto
JIMHrBUCTHYECKHE OCHOBBI JIEIOBOTO MUChMaA
CoBpeMeHHas opraHu3alysi rocy1apCcTBEHHbBIX yupekaeHnil Poccun
JlokyMeHTalmoHHOe 00ecredeHre apXUBHOTO eia U HHPOpMaloHHOH cdepbl B PO
ApXUBOBEJIEHUE



ApXUBBI [10 TUYHOMY COCTaBY

BeruucnurensHas TeXHUKA U MPOrPaMMUPOBAHUE B JOKYMEHTAIMOHHOM 00eCreueHUH
YIPaBICHUS U apXUBax

Jlenonpon3BoACTBO KOMMEPUECKUX IPEAIPUATUN

WudopmanroHHbie pecypchl KapoBOM CITyKObI

KondunennuanbHoe 1e10npon3BoJCTBO

OO6paboTkH ¥ 3a1MTa JOKYMEHTUPOBAHHON HH(pOpMaLIUn

Opranu3anus 1 TEXHOJIOTUs TOKYMEHTAMOHHOT0 00eCTIeYeHUs YIIPaBICHUs

IlepconanbHble JaHHBIE U UX TOKYMEHTHPOBAHHE

[IpakTHKyM 11O COCTaBICHHIO U OPOPMIICHHIO CITY>KEOHBIX TOKYMEHTOB

IIpoekTHas nEeATEILHOCTD

CriennanbHasi CUCTEMA YYETHON IOKYMEHTaLUN

TexHuueckue cpeacTBa yrnpaBieHHs B JOKyMEHTAIMOHHOM O0ECIICYeHUH YIIPABICHUS U
apXuBax

JlenoBast nepenucka

NudopmannonHoe obecrieueHue yrpaBaecHUsS

WHdpopmanroHHbIe TEXHOIOIMH B JOKYMEHTOBEICHUN U apXUBHOM JIeJie

Kanposoe nennonpous3BoacTso

HopmarugHas 6a3a 1e10BOro nucbma

IIpoexkTupoBaHue yrpaBlIeHUECKON JOKYMEHTAlUU OpraHu3aluu

JloKkyMeHTalMoHHOE 00€ecledeHne aIMUHUCTPATUBHBIX OTHOILIEHUH B PO

JIOKyMeHTallMOHHOE obecrieueHne IrpakJaHCKUX OTHOIEH B PO

JIoKyMeHTallMOHHOE 00€ecIIedeHHEe TPYIOBbIX OTHOILLIEHUI B PO

KagpoBas nonmruka

MonenpoBaHue CUCTEM JOKYMEHTALMU OpraHu3aluu

OCHOBBI CEKpETapCKOro 00CTy>KUBaHUS

JlenoBasi puTOpHKa

JIOKyMeHTHas TMHTBUCTHKA

JlokyMeHTOBEICHHE

OCHOBBI Hay4YHO-HCCIIEN0BATENBCKON AESITEIBHOCTH

[IpaBoBeneHuE

VYyeOHast - MOpakTUKa IO MOJIYYEHHIO MNEPBUYHBIX MNPOPECCHOHANBHBIX YMEHMH U
HaBBIKOB, B TOM UHCJIE I[EPBUYHBIX YMEHMM M HABBIKOB HAay4YHO-MCCIEA0BATEIbCKON
JeSITEIIbBHOCTH

I'ocynapcTBeHHbBIE, MyHUIIMIIAJIBHBIE U BEJJOMCTBEHHBIE apXUBBI

Jlenonpon3BoACTBO MyHULIMIIAIBHBIX YUPEXKACHUN

JIOKyMEHTallMOHHOE ~ O00€CleYeHHE YINpaBiI€HHs Ha MNPEANPUATUSAX  PA3ITUUYHBIX
OpraHU3alMOHHO-TIPABOBBIX (hOpM

JIOKyMEHTUPOBaHUE NEATEIBHOCTH HETOCYJapCTBEHHBIX OPraHU3alui

JIOKYMEHTBI U JOKYMEHTOOOO0POT B OyXTaJITepCKOM yUeTe

Me:x1yHapoIHbIE CTaHAAPThI YIPABJICHUS TOKYMEHTAMH

Opranu3zanys padoThl ¢ 00palleHUsIMU TPak1aH

[Ipou3BocTBEeHHAs - MpaKTHKa MO MOJYyYEHUIO MPOPECCHOHATbHBIX YMEHHM U OIbITa
npodecCHOHATIBLHOM AesITeTbHOCTH

[IponBmxeHne Hay4YHOU IPOYKIUN

3HaHus (yMEHHUs, BIAJCHUS), TOJyYeHHbIE B Mpolecce MpoxokaeHus npaktuxu/HP
OyAyT HEOOXOIUMBI JUTsl U3yYSHUS TUCIUILTNH/TIPAKTHK:

[ToaroroBka Kk ciade u cjaua rocyAapCTBEHHOT0 SK3aMeHa

[ToaroroBka K 3aIyTe U 3alIUTa BBITYCKHOM KBaJIM(DUKAIIMOHHOW pabOThI



4 Mecto npoBeaennst npakruxku/ HAP

[IpakTuka npoBoauTcs Ha 0aze opraHu3anuid JIOOOH OpraHU3alMOHHO-TIPABOBOM
¢dopmbl. CTyeHThl 3a04HON (HOpMBI O0YyUEHHS MIPOXOAST MPAKTUKY B OpPraHU3aLUAX 110 MECTY
TPYOBOH J€ATEIbHOCTH.

IIpakTHkKa MOXET IPOBOAUTHCA B CTPYKTYPHBIX MOAPA3AEICHUIX OPTaHU3ALNH.

JUist Uil ¢ OTpaHWYEHHBIMH BO3MOXKHOCTSIMH 3/I0pPOBBSI BBIOOP MECT MPOXOKICHHS
IPAKTUK JI0JKEH YYUTBIBATH COCTOSTHHUE 370POBbS U TPEOOBAHMUS 110 JOCTYITHOCTH.

Crnioco6 npoBenenus npaktuku/HUP: Beie3gnas
[Tpaktuka/HUP ocymecTisiercss HenpepbIBHO

5 Komnerenunu odyuyawierocs, GopmMupyembie B pe3yJibTaTe MPOXO0KIeHUs
npakTukn/HUP u nuianupyembie pe3yibTarbl 00yuYeHUst

B pesynprate mnpoxoxaeHus mnpaktuku/HUP oOydarommiicss nomkeH o0iagaTh
CJIEAYIOIMMU KOMITETCHIIUSIMHU:

CTpyKTypHBIi [Inanupyemble pe3ynbTaThl 00yISHUS
JJIEMEHT
KOMITETEHIINH
OK-9  roToBHOCTHIO MOJIH30BATHCS OCHOBHBIMU METOJIaMU 3aIIUTHI IPOU3BOACTBEHHOTO
IepCOHAJIa U HaceJIeHUs! OT BO3MOKHBIX MTOCIEACTBUM aBapuil, KatacTpod, CTUXUHHBIX
OencTBUl

3HaTh MpaBuJjia TIOBEACHUS TIEpCOHAsa MPH aBapusX, KaracTpodax, CTUXUHHBIX
OenCcTBUM
Ymers WCIIOJIb30BaTh 3HAHMUS 110 3aIIUTE JTOKYMEHTAIBLHOTO ()OH/IA ITPH aBaAPHSIX,

KatacTpodax, CTUXUMHBIX O€ICTBHIX

Bnaners MIpUEMaMH 3alllUThl APXUBHOTO MEPCOHANA, IOCETUTENEH 1
JOKYMEHTAIBHOTO (DOH/Ia OT BOBMOXKHBIX ITOCJICICTBUHN aBapuid

OK-10  cnocoGHOCTBIO K MCIOJIb30BAaHHIO OCHOBHBIX METOJIOB, CLIOCOOOB U CPEACTB
MOJIyYEHUsl, XpaHEeHHUs], epepadboTKU nHpOpMaLIUn

3HaThb HOpMAaTHBHbIE TPEOOBAaHUS MPaBUJI OPraHU3AMH OJTYUEHUs, XPAaHEHUS U
nepepadboTKH HH(OPMALIUU B ApXUBHOM YUPEXKICHUU

Ymers MOJIb30BaThCS 3aKOHOAATEIHHON 0a30ii sl OpraHu3aluy MOJTyYeHHs,
XpaHeHus, mepepadoTKu HHGOPMAITUHU B YCIOBUAX apXHUBa B COOTBETCTBUH
C HOpMaMHU

Bianers TEXHUKaMHU 0()OPMIIEHUS COMPOBOAUTENBHOM JTOKYMEHTAIIUH TTOJTy4EHHUS,
XpaHeHus, nepepaboTKu apXUBHOW MH(OPMALIUU B YCIOBUSIX apXUBHOTO
YUpEeKIACHUSA

OIIK-1  crmocoOHOCTBIO HCHIOIB30BATh TEOPETUUECKUE 3HAHUS U METO/Ibl MCCIIEIOBAHMS HA
IIPaKTHUKE

3HaThb OCHOBHBIE METO/IbI UCCIIETOBAHUS APXUBHBIX JOKYMEHTOB, a TAKXKE
CHOCOObI MPUMEHEHUS! TEOPETUUYECKUX 3HAHUM B chepe apXMBHOIO Jiesia Ha
MIPAKTHKE

YmMmeth pacrio3HaBaTh 3¢ (eKTUBHOE pelieHne oT Hea((HEeKTUBHOTO IpU
MPUMEHEHUH TEOPETUIECKUX 3HAHUH B cpepe apXHUBHOTO Jieia Ha
MIPAKTHKE

Brnaners croco0aMy OIIeHUBAHMS 3HAYUMOCTH U MIPAKTHYECKON MPUTOJHOCTH
IIOJIYYEHHBIX PE3YyJIbTaTOB;

OCHOBHBIMH METO/IaMU PEeLleHus 3ajjad B MpodeccnoHalIbHOM 00J1acTH pu
PUMEHEHUH TEOPETUYECKUX 3HAHUH B cpepe apXuBHOTO Jiena Ha
MIPaKTUKE




OIIK-4  BiageHrWeM HaBbIKAMU UCIOJIb30BAHUS KOMITBIOTEPHON TEXHUKH U
MH(OPMALIMOHHBIX TEXHOJIOTHH B MOMCKE UCTOYHUKOB U JIUTEPATYpPhl, UCIIOJIb30BaHUU
MPABOBBIX 0a3 JaHHBIX, COCTABICHUHU OUOIHOTrpadUIecKuX U apXUBHBIX 0030pPOB

3HaTh HOPMATHUBHYIO 0a3y MCIOJIb30BAHUS KOMITBIOTEPHON TEXHUKH U
UH(POPMAIIMOHHBIX TEXHOJIOTUH B MOMCKE UCTOYHUKOB U JIATEPATYPHI B
pabote apxuBa

Ymerb 10JIb30BaThCsl KOMIIBIOTEPHOI TEXHUKOH B TOMCKE UCTOYHUKOB U
JUTEPATYPHI, IPU COCTABICHUH OMOIMOTpagUUecKiX U apXUBHBIX 0030pOB
B paboTe apXuBa

Brnaners HaBbIKAMHU PabOThI C KOMITBIOTEPHOM TEXHUKOM MPU MOUCKE UCTOYHUKOB U
JUTEPATYPHI, IPU COCTABICHUH OMOIHMOTpadUUecKiX U apXUBHBIX 0030pOB
IIPU pPEeLIeHUN NPOoQecCHOHANbHbIX 3ajay apXUBapHyca

OIIK-6  crmocoOHOCTHIO pemaTh CTaHAAPTHBIC 33/1a4u PO ECCHOHAILHOMN ACATEIHPHOCTH Ha
OCHOBE MH(OPMAIIMOHHOHN 1 OMOIHorpaduuecKor KyabTyphl ¢ IPUMEHEHHEM HH(POPMALIMOHHO-
KOMMYHHKAITIOHHBIX TEXHOJIOTHI U C Y4E€TOM OCHOBHBIX TpeOoBaHMi WH(OPMALIMOHHON
0€30MacHOCTH

3HaThb HOpPMAaTHUBHYIO 0a3y MpUMEeHEeHHs HH(POPMALIMOHHO-KOMMYHHUKAIIMOHHBIX
TEXHOJIOTHUI C Y4€TOM OCHOBHBIX TpeOOBaHNN MH(DOPMAITMOHHON
0e30macHOCTH B paboTe

YMmerb pelaTh cTaHIapTHBIE 3a7a4 NPO(eCCHOHAIBHON AeSITeIbHOCTH
apXHMBHCTa HA OCHOBE HH(OPMAIIMOHHON 1 OMOIHOTpaduecKoi KyIbTyphl
C IPUMEHEHNEM HH(POPMALIMOHHBIX TEXHOJIOT I

Brnaners HaBBIKAMH IPUMEHSATh HHPOPMAIIMOHHBIE TEXHOJIOTUH MIPU PEILICHUN
npodecCHOHATIBHBIX 33/1a4 B paboTe

[TK-1 criocoGHOCTBIO MPUMEHSTH HAYYHBIC METO/IbI IIPU HCCIICJOBAHUU 0OBEKTOB
poEeCCHOHAIBHON e TEIHbHOCTH

3HaTh coJiep>kaHue U crennuKy MEeTOI0B UCCIIEA0OBAHUS U Pean3allui X B
po¢eCCUOHATBHON IeATETLHOCTH

Ymeth OLIEHUBATh U 00CYXJIaTh ClIOCOObI 3()(hEKTUBHOTO PELICHUs TPAKTUYECKUX
npodeccnoHaNbHBIX 33Ja4 B Po(eccnoHalbHOM e TEeNbHOCTH

Bianers MpHUeMaMH pean3alii METOIOB pelIeHHs 3a/1a4 B PO eCCHOHATbHON
oOJactu

[1K-2 B1ageHreM ocHOBaMU MH(POPMALMOHHO-aHAIUTHYECKOH JeSITeIbHOCTH U CIIOCOOHOCTHIO
MPUMEHSTh UX B IPOPECCUOHANBHOM cdepe

3HaTb OCHOBHBIC ITOJIOKCHUA I/IHCI)OpMaHHOHHO'aHaHI/ITquCKOﬁ ACATCIIBHOCTHU

YMeTh MNPUMCHATH OCHOBBI I/IH(i)OpMaIII/IOHHO-aHaHHTquCKOﬁ JCATCIIBHOCTH

BJ'IaI[eTB HaBBIKOM IMPUMCEHCHUSA OCHOB I/IH(l)OpMaIII/IOHHO-aHaJII/ITI/I‘IeCKOﬁ
ACATCIIBHOCTHU

[1K-3 BrageHrieM 3HaHUSIMH OCHOBHBIX MPOOJIEM B 00JIaCTH IOKYMEHTOBEIACHUS U

3HaTb AKTYaJIbHbIC HpO6HeMLI B o0JjacTu JAOKYMCHTOBCACHUA U apXHUBOBCIACHUA

YMeTh HaXOJUThb PCUICHUA HpO6HCM B 00acTu JAOKYMCHTOBCACHUA U
APXUBOBCACHUA

Brnanets HaBLIKOM IMOHCKa PCIICHUA HpO6JICM B 00JacTu JAOKYMCHTOBCACHHUA U
APXUBOBCACHUA

[1K-4 criocoGHOCThIO CAaMOCTOATENBHO PadOTATh C PA3IMYHBIMU UCTOYHUKAMU HH(POPMAIIUN




3HaTh 3aKOHOJATENIbHYIO 0a3y MpaBUII MOUCKA HHPOPMAIIUH U €€ NCIIOIb30BAHUS
B IpoeccroHabHON 1eATeNbHOCTH

YmeTh CaMOCTOSITENIbHO UCTOJIb30BATh HICTOUHUKU HH(OpMAITHH B
npodeccuoHaNbHOM EATENILHOCTH 10 paboTe ¢ TOKyMEHTaMu

Bnagers HaBbIKaMU OLIEHWBAHUS 3HAYUMOCTHU U MPAKTUYECKON NPUTOAHOCTH

IIOJIYUYCHHBIX PE3YJIbTAaTOB IIOMCKA I10 JOKYMEHTaAM

[1K-5 BnageHreM TeHACHIUAMHU Pa3BUTHUS HH()OPMAITHOHHO-IOKYMEHTAI[HOHHOTO U
o0ecreyeHus yrpaBieHUs] apXUBHOTO Jieia

3HaTh OCHOBHbBIE TEHACHIIMU Pa3BUTUS HHPOPMAITMOHHO-T0KYMEHTAIIHOHHOTO
o0ecrieueHus ypaBIeHUs apXUBHOTO JeNia

YmeThb aHAJIM3UPOBATh OCHOBHBIC TCHACHLIUU PA3BUTHS HHPOPMAIIIOHHO-
JOKYMEHTAI[MOHHOTO O0ECTICUEHUs YIIPABJICHHS ApXUBHOTO JIelia

Brnanets CIOCOOHOCTBIO TPUMEHSATH B JESITEILHOCTH OCHOBHBIE TEHICHIINH

pa3BuTHS WHOOPMALMOHHO-IOKYMEHTAITMOHHOTO 00eCTICUeHUs
yIIpaBJICHUS apXUBHOTO JieJia

[TK-6 criocoOHOCTHIO aHATTM3UPOBATH CUTYAIUIO HA PhIHKE NH(GOPMAIMOHHBIX MTPOYKTOB U
YCIIYT, AaBaTh 3KCIIEPTHYIO OLIEHKY COBPEMEHHBIM CUCTEMaM JIEKTPOHHOTO JJOKYMEHTO000pOoTa
U BEJICHUS SJIEKTPOHHOTO apX1Ba

3HaTh

OCHOBHBIE YEPThI CUTYallMM HAa PbIHKE HH(OPMALIMOHHBIX ITPOIYKTOB U
YCIIyT, 1aBaTh DKCIEPTHYIO OLIEHKY COBPEMEHHBIM CUCTEMaM
JIEKTPOHHOTO JOKYMEHTO000POTA U BEIEHUS 2JIEKTPOHHOIO apXuBa

YmMmern

aHAJM3UPOBATh OCHOBHBIC YEPTHI CUTYAIH HA PhIHKE HH(POPMAIIMOHHBIX
IIPONYKTOB U YCIIYT, 1aBaTh SKCIEPTHYIO OLIEHKY COBPEMEHHBIM CUCTEMaM
JIEKTPOHHOTO JOKYMEHTO000POTA U BEIEHUS 2JIEKTPOHHOIO apXuBa

Bnaners

HAaBBIKOM HCIIOIb30BAHMS B ACATCIIBHOCTU CUTYAL[UU HA PBIHKE
MH(POPMAIIMOHHBIX TPOIYKTOB U YCIIYT, 1aBaTh SKCIEPTHYIO OLIEHKY
COBPEMEHHBIM CHCTEMaM 3JIEKTPOHHOTO JOKYMEHTOO00pOTa U BEACHUS
JJIEKTPOHHOTO ApXHUBa

[TK-7 ciocoGHOCTBIO OLIEHUBATH UCTOPUIO U COBPEMEHHOE COCTOSTHHE 3apyOe’KHOTO OTIbITa
YIIPaBJICHUS JOKYMEHTAMHU M OPTaHU3alUN UX XPAHEHUs

3HaTh

OCHOBBI HCTOPUH U COBPEMCHHOI'O COCTOSAHHUA 3aPY6e)KHOFO OIbITa
yIpaBJICHUS IOKyMEHTaMU ¥ OpPTraHU3aIlluy UX XPAHEHUS B OT/ICIBHBIX
CTpaHax

YMmern

AQHAJIM3UPOBATh OCHOBBI UCTOPUU U COBPEMEHHOI'O COCTOSIHUS
3apyOeKHOTO OMbITa YIIPABIEHUS JOKYMEHTAMHU U OpTaHU3AIMH UX
XPaHEHHUs B OTAEIbHBIX CTpaHax

Bnanets

HAaBBIKOM HCIIOIb30BAHUS B IEATEIIBHOCTH OCHOB UCTOPUU U COBPEMEHHOIO
COCTOSIHUS 3apYOEKHOTO OIbITA YIIPABJICHUS TOKYMEHTaMU U OpraHU3aluu
UX XpaHEHUs B OTAENIBbHBIX CTPAHAX

ITK-8 cnocoOHOCTBIO AHAIIU3UPOBATH HCHHOCTb JOKYMCHTOB C IICJIbIO UX XPAHCHUSA

3HaThb 3aKOHOJATENbHYI0 0a3y M OCHOBHBIE IIPABUJIA SKCIIEPTU3bI IIEHHOCTH
JOKYMEHTOB YUPEKICHUS
YMers OpraHU30BaTh MPOLEAYPY IKCIEPTU3bI U PUMEHATh 3HaHusA 1o DL/,

KpUTCPUU HCHHOCTHU IIPU 0T6ope JOKYMCHTOB Ha XpPAaHCHUC




Bnanets

nprueMaMu COCTaBJICHUS COHpOBO,Z[HTeHLHOfI AOKYMCHTAIlUHU, HABbIKAMU U
meTomukamu D1;
croco6aMu OIICHUBAHWS 3HAYUMOCTH JJOKYMEHTA - IIPOTOKOJIMPOBAHHE

Sl

[1K-9 BrageHrieM HaBBIKAMU COCTaBIIEHUSI OUOIHOrpaduuecKuX U apXUBHBIX 0030pOB

3HaTh MIpaBUJIa COCTaBJICHUsI OUOIMOTrpaduUecKiX U apXUBHBIX 0030pOB

YMeTb aHAIM3UPOBATh NPABHIJIA COCTABICHUS ONOIMOrpapUIECKUX U apXUBHBIX
0030poB

Brnaners HaBBIKOM HCIIOJIb30BAHUS B ICATEILHOCTH TPABHUI COCTABICHHUS

oubnuorpaduyecKix 1 apXuBHBIX 0030pPOB

[TK-10 BnajeHreM IPUHIIMIIAMA U METOJAMH CO3JJaHUS CIIPABOYHO-HH(POPMAIIMOHHBIX CPEJICTB

K JOKYMCHTaM

3HaThL OCHOBHBIC ITPUHIUIIBI 1 MCTOABI CO3/JaHUA CIIPABOYHO- I/IH(i)OpMaLII/IOHHBIX
Cp€ACTB K JOKYMCHTaM

YMeTh AHAJIM3UPOBATH OCHOBHBIC ITPUHIMUIIBI 1 METObI CO3JaH1A CIIPaBOYHO-
I/IH(l)OpMaI_[I/IOHHBIX CpCACTB K JIOKYMCHTaM

BJIaIleTI) HaBbBIKOM HCITIOJIb30BaHHA B ACATCIIBHOCTH OCHOBHBIX ITPUHIIUIIOB U

MCTOAO0B CO3JaHUsA CHpaBO‘lHO'I/IH(bOpMaI_[I/IOHHBIX CpCACTB K JOKYMCHTaM

[1K-11 BnangeHneM HaBbIKaMu peeprUpOBaHUS U AHHOTUPOBAHUS HAYYHOU JIUTEPATYPBI,
HaBBIKAMU PEAAKTOPCKON pabOThI

3HaTh npaBuia peeprupoBaHHs U AHHOTHPOBAHUS HAYYHOU JIUTEPATYPHI,
HaBBIKAMHU PEJAKTOPCKON pabOThI

YMers aHAJM3UPOBATh MIPaBHUiIa peepupOBAHHS U AHHOTHPOBAHUS HAYYHOU
JUTEpaTyphl, HABBIKAMHU PEAAKTOPCKON paboThI

Buaners HAaBbIKOM HCIIOJIb30BaHMS B JEATEIILHOCTH NPaBUII peepUpOBaHUS U

aHHOTHPOBAHUS HAYYHOM JUTEPATyphl, HABBIKAMHU PEIAKTOPCKOM pabOThI

[TK-12 crnocoOHOCTBIO BBISBIATH U OTOMPATh JOKYMEHTHI JUIsl pa3HbIX TUIIOB U BUJIOB

myOIuKanui

3HaTL KpuTepur 0TO00pa JOKYMEHTOB JIJISl PA3HBIX TUIIOB M BHJIOB ITYOJIMKAIIHIA
VMers aHAJIM3UPOBATH TOKYMEHTHI JIJIsl pa3HBIX TUIIOB M BHJIOB MyOIHUKAIIHIA
Brnanets CIOCOOHOCTBIO BBISIBIISITh U OTOMPATh JOKYMEHTHI [Tl Pa3HBIX THUIIOB U

BHJIOB ITyOJIMKAITUH

ITK-13 crocoOHOCTBIO BECTH HAyYHO-METOANYECKYIO Pa0OTy B TOCYJapCTBEHHBIX,
MYHUIIMTIAJIBHBIX apXUBaxX U apXUBaxX OpraHu3anuil

3HaTb IpaBHJIa BEACHUA Hay‘lHO'MeTOHquCKOﬁ pa6OTH B T'OCYJapCTBCHHBIX,
MYHUIUIIAJIBHBIX apXHBaX U apXHWBaX OpraHu3aliu

YMern AHAJIM3UPOBATDH IPaBUJIda BEICHUSA HaquO-MeTOﬂquCKOﬁ pa6OTLI B
ToCyadapCTBEHHBIX, MYHUIUIIAJIBHBIX apXHUBaX U apXHUBaX OpraHru3allvn

BJ'IaI[eTL HaBBIKaMU BCACHU A HaquO-MCTOZ[H‘{CCKOﬁ pa6OTLI B IrOCyJapCTBCHHBIX,

MYHUIUIIAJIBHBIX ApXUBAX U ApXUBaX OpraHU3alnn

IIK-14 BJIaACHHUCM HaBbIKaMHU UCIIOJIb30BaHUA KOMHLIOTepHOf/'I TCXHHUKHU U I/IH(I)OpMaI_[I/IOHHLIX
TEXHOJIOTHI B JOKYMCHTAlIUOHHOM oOecreyeHnu YIpaBJICHUA U apXUBHOM ACJIC




3HaTh

HOPMAaTUBHYIO 0a3y UCIIOJL30BaHUS KOMIBIOTEPHON TEXHUKH U
MH(POPMAIIMOHHBIX TEXHOJOTUHA B IOKYMEHTAIIMOHHOM 00eCIIeueHu!
YIPABJICHUS U ApXUBHOM JIEJIE

YMers BECTH HAyYHO-METOANYECKYIO pPadOTy B apXHBE UCIOIH30BAHHUS
KOMIIBIOTEPHON TEXHUKH U MH(MOPMALIMOHHBIX TEXHOJIOTUI
Bnagers croco0amMM COBEPILIEHCTBOBAHUS NMPO(EeCCHOHANBHBIX 3HAHUN M YMEHUH

IIyTEM HCII0JIb30BAHHA I/IH(bopMaI_II/IOHHBIX TEXHOJIOTHH - COCTaBJICHHE
AOKYMCHTOB C HCKOTOPBIMHU 3aMCYaHHUAMU

ITK-15 criocoOHOCTBIO COBEPIIEHCTBOBATH TEXHOJIOTUHU JJOKYMEHTAIMOHHOTO 00eceYeHus
yIIpaBJICHUS U apXUBHOTO JieJia Ha 0a3e UCIO0Ib30BAaHUS CPEICTB aBTOMATH3AIUN

3HaThL TCXHOJIOTMU JOKYMCHTAIUOHHOI'O obecrieucHUs YHOpaBJICHUA U apXHUBHOT'O
Jcj1a Ha 0a3e UCHOJIL30BAHUA CpE€ACTB aBTOMAaTU3allun

YMeTh AHAIIM3UPOBATH TCXHOJIOI'MHU JOKYMCHTAIIUOHHOTI'O obecneueHust
YIIpaBJICHUA U apXHUBHOT'O J€jIa Ha 0a3e UCIOoIL30BaHUS CpEACTB
aBTOMaTu3aluu

BJ'Ia,I[eTL CIIOCOOHOCTBIO COBCPHICHCTBOBATD TEXHOJIOTHU JOKYMCHTALIUOHHOT'O

oOecrieyeHns yrpaBieHUs] U apXUBHOTO Jiea Ha 0a3e MCIOIb30BaHMs
CPEIICTB aBTOMATH3ALIUH

IIK-16 BJIAAICHUCM IIPpaBUJIAMH JKCIUTyaTalluu TCXHUYCCKUX CPEACTB U CIIOCOOHOCTBIO
HCII0JIB30BATh TEXHUYCCKUC CPCACTBA B JOKYMCHTAIMOHHOM o0ecreyeHnu YIIPpaBJIICHUA U

APXHUBHOM ICJIC

3HaTh HOPMATHUBHYIO 0a3y UCIOJIb30BAHUS TEXHUYECKUX CPEICTB B
AOKYMCHTAIlUOHHOM oOecrieueHNH YIIpaBJICHHUA U apXHUBHOM JCJIC

Ymerb BECTH HAyYHO-METOJAUYECKYIO PA0OTY € IKCILTyaTallMeld TEXHUUECKUX
CpEICTB

Brnanets croco0amMu COBEPILICHCTBOBAHUS MPO(ECCHOHAIBHBIX 3HAHUN U YMEHUH

apXHBapHuyca IIyTeM C dKCIUTyaTallued TEXHUYECKUX CPEIICTB

[1K-17 BnageHrneM METOaMH 3aIIUTH HHPOpMAIHH

3HaThb HOpPMAaTHUBHYIO 0a3y 3amuThl HHGOpMaIUu
YmeTh MPUMEHSTh METO/IbI 3aIUThI UH(pOpMaLUK
Brnaners croco0amMM COBEPILIEHCTBOBAHUS NMPO(EeCCHOHAIBHBIX 3HAHUN M YMEHUH

MIpY IPUMEHEHUH METO/I0B 3alUThl THPOpMAIIUU

IIK-18 BmageHueM c

OBPEMCHHBIMU CUCTCMaMHU I/IHq)OpMaI_II/IOHHOl"O U TCXHUYCCKOTO

oOecrneyeHrs JOKYMEHTAllMOHHOTO 00eCieueHN s yIIpaBICHUs U YIPaBIEHUS apXUBaMu

3HaTh

HOpPMAaTHUBHYIO 0a3y cucTeM MH(POPMALIMOHHOTO U TEXHUYECKOTO
o0ecrniedyeHns JOKYMEHTAlMOHHOTO 00ecrieueHus yIpaBiIeHus 1
yTIpaBJIEHUS] ApXUBAMHU

YMmern

OIIEepUPOBATH CUCTEMaMU UH(POPMALIMOHHOTO U TEXHUYECKOTO
oOecrnie4yeHns JOKYMEHTAMOHHOTO 00ecneYeH s yIpaBIeHUs U
yIIpaBJICHUs apXUBaMHU

Bnaners

HaBBIKAMHU pabOThI B cHCTEMaxX MHPOPMALMOHHOTO U TEXHHUUYECKOTO
o0ecrniedyeHns JOKYMEHTAIIMOHHOTO 00ecieueHus yIpaBiIeHus 1
yIIpaBJICHUs apXUBaMHU

[TK-19 cioco6HOCTHIO UCTTOIB30BAThH MTPaBUJIa MOJATOTOBKH YIIPABIECHYECKUX JOKYMEHTOB U
BEJICHUS JIEJIOBOM MEPENuCKu

3HaTh

MpaBUJjIa NOJATOTOBKH YIPABIEHYECKUX JOKYMEHTOB U BEJACHUS JE€JI0BOM
TEePENUCKU




YmMmern

aQHAJIM3UPOBATh IIPaBUJla MOATOTOBKH YIIPABIECHYECKUX JOKYMEHTOB U
BEJICHUS I€JI0BOM NIEPEITUCKH

Bnanets

CIOCOOHOCTBIO MCIIONB30BaTh MTPABUJIA MOATOTOBKH YIIPABICHYECKIX
JOKYMEHTOB U BEICHUS JI€JI0BOM MEPENUCKU

[TK-20 criocoOHOCTBIO UCTIOB30BATh MIPABHIIA OPTAHU3AIMH BCEX ITAMOB PadOTHI C
JIOKyMEHTaMH, B TOM YHCJIE ApXUBHBIMU JJOKYMEHTaMHU

3HaTb IIpaBHJia OpraHnu3anru BCCX 3TAllOB pa6OTLI C JOKyMCHTaMu, B TOM 4YHCJIC
APXHUBHBIMU JJOKYMCHTAMHA

Ymern AHAJIM3UPOBATDH IIpaBUJIa OPpraHru3allhi BCCX 3TAIIOB pa6OTI)I C
AOKYMCHTaMH, B TOM YHCJIC apXHUBHBIMU NOKYMCHTAMH

BJ'Ia,I[eTB CIIOCOOHOCTBIO HCIIOJIL30BATh B ACATECIIBHOCTH OCHOBHBIX ITPaBHJI

OopraHu3anuru BCCX OTAIIOB pa60TBI C JOKYMCHTaMu, B TOM 4YHCJIC
APXHUBHBIMU JJOKYMCHTAMHA

[1K-21 BnasgeHremM HaBbIKAMU COCTaBJICHUS OMKUCEH JIeJl, TOATOTOBKH JEJI K Mepejaye B apXuB
OpraHu3aly, roCyJapCTBEHHbIN WM MYHULIUIIAJIbHBIN apXUB

3HaThb IIpaBUJIa COCTABJICHUS OIKUCEH J1e]1, IIOArOTOBKH JIE] K [Iepeaade B apXus
OpraHu3alyu, roCyJapCTBEHHbBIN WIM MYHULUIIAJILHBIN apXUB

YMmetb aHaAJIM3UPOBATh IIPABUJIA COCTABIECHUS ONIUCEH JEII, TOATOTOBKU JEN K
repeaayde B apXuB OpraHu3aluu, roCy1apCTBEHHbBIN WIM MYHULIUITAIBHBIN
apXuB

Buaners HaBBIKAMU COCTABJICHHSI OIUCEN J1eJ1, IOArOTOBKH JIe] K IIepeaayde B apXus

OopraHu3anuu, FOCY,I[apCTBeHHHﬁ 50051 MYHI/II_II/IHaJ'IbHHﬁ apxXuB

ITK-22 crmocoOHOCTBIO IIPUHHUMATDH Y4aCTUC B pa60Te 110 IMMPOBCACHUIO OKCIICPTHU3bI HECHHOCTHU

3HaThb IIpaBUJIa YKCIIEPTU3bI HEHHOCTH JOKYMEHTOB

Ymetp WCIIO0Bb30BaTh 3HaHus 1o DI/, kpuTepun IeHHOCTH TIpU 0TOOpE
JOKYMEHTOB Ha XpaHEHHE

Buaners TE€XHUKaMH, HaBbIKaMu U Metoaukamu JLJ] no oy apxuBHOTrO

YUPEXKICHUS;
crocobaMy OIIeHMBAaHMsI 3HAUMMOCTH JOKYMEHTA - IPOTOKOJIMPOBAHHE
O/, ee ananu3

I1K-23 BJIAICHUCM HABbBIKAMU YUCTa U obecreueHus COXPAHHOCTU NOKYMCHTOB B apXUBE

3HaTh HOPMAaTUBHYIO 0a3y U OCHOBHBIE [TpaBUJIa COCTABIICHUS! ApXUBHBIX YUETHBIX
JOKYMEHTOB - IPUHIIMIIBI [IOCTPOEHUS CUCTEMBI Y4eTa K JOKyMEHTaM
apxuBa

YMers 0TOMpaTh HEOOXOIUMYIO MH(POPMALIHIO /1711 YIETHBIX JOKYMEHTOB

Brnaners HaBbIKaMU O()OPMJIEHHUS YUETHBIX JOKYMEHTOB K apXUBHOMY (DOHILY

[1K-24 BnaneHrneM HaBbIKAMU OpPraHU3allUK CIPABOYHO-TIOMCKOBBIX CPEACTB U UCIOJIB30BaHUS
apXMUBHBIX JOKYMEHTOB

3HaTh HOpMaTHUBHYIO 0a3y, mpuHuunsl noctpoeHuss HCA k 1okymeHTaM apxuBa,
HCIIOJIb30BaHUS JJOKYMEHTOB KOHKPETHOTO apXHUBa

YmMmeth OpraHu30BaTh NOUCK HeoOxoaumoi napopmanuu st HCA, 3ampoca o
(hoHTy KOHKPETHOTO apXH1Ba

Bnagers METOAMKaMM, TEXHUKaMH U HaBbIKaMH odopmiieHus 1 opranuzanun HCA,

HCIIOJIB30BaHUA JOKYMCHTOB - COCTABJICHUC JOKYMCHTOB C HCKOTOPBIMU
3aMCYaHUsIMHU




ITK-25 BnaseHneM HaBbIKaMU MOJATOTOBKH YIIPABJIEHUYECKUX TOKYMEHTOB U BEACHMS 1€II0BOI

3HaTh IIpaBUJIa IOATOTOBKH YIIPABIEHYECKUX JOKYMEHTOB U BEACHUS JEJIOBON
MEPENUCKU

YMerb AQHAJIM3UPOBATh IIPaBUJia MOArOTOBKH YIIPABIECHYECKUX JOKYMEHTOB U
BEJICHUS JI€JI0BOM NIEPEIUCKH

Buaners HAaBBIKaAMU IIOJATOTOBKH YIPABJICHYECKUX JOKYMEHTOB U BEJACHUS JEI0BOU
MEPENUCKU

[1K-26 BnaneHrneM HaBbIKaMHU 00paOOTKH IOKYMEHTOB Ha BCEX ATAlax JOKyMEHTO000poTa,
CHUCTEMaTHU3alliH, COCTABIICHUSI HOMEHKJIATYPbI JeJ

3HaTh npaBmiia 00paboOTKK JOKYMEHTOB Ha BCEX dTamax JOKYMEHT0000poTa,
CHUCTEMaTHU3alluH, COCTABJICHUSI HOMEHKJIATYphl €1

Ymern AHAJIM3UPOBATDH IIpaBUJIa O6pa6OTKI/I JOKYMCHTOB Ha BCEX JTallax
I[OKYMCHTOOGOpOTa, cucreMarusanuu, COCTaBJICHUA HOMCHKIIATYPhBI ACIT

Bnanets HaBBIKaMH O6pa6OTKI/I JAOKYMCHTOB Ha BCCX dTallax I[OKYMCHTOO60pOTa,
CUCTCMATHU3allUN, COCTABJICHUA HOMCHKIIATYPbI ACTI

[TK-27 crnocoOHOCTBIO MPUHUMATD Y4acTHe B paboTe MO MPOBEASCHUIO IKCIIEPTU3BI IIEHHOCTH
JIOKYMEHTOB

3HaThb IIpaBHJjIa SKCIIEPTU3BI ICHHOCTH JOKYMCHTOB

YmeThb MCIOJIb30BaTh 3HaHuA 1o DIIJI, KpuTepuu EHHOCTH MPU 0TOOpeE
JIOKYMEHTOB Ha XpaHEHHUE

Bnaners TEXHUKaMHM, HaBbIKaMHU U MeToaukamu DL1J1;
croco0aMu OIIEHUBAHMS 3HAYMMOCTH JIOKYMEHTA - TPOTOKOJIMPOBAHNE
DI/, ee ananus

I1K-28 BJIAACHUCM HABBIKAMHU Y4€Ta U obecreyeHus COXPAaHHOCTH JOKYMCHTOB B apXUBC

3HaTh HOPMAaTUBHYIO 6a3y M OCHOBHBIC IIpaBuJjia COCTABJICHUA apXUBHBIX YYCTHBIX
AOKYMCHTOB - IPUHIHUIIBI ITIOCTPOCHUA CUCTEMBI YUCTA K JOKYMCHTAM

Ymeth 0TOMpaTh HEOOXOAUMYIO HH(OPMALIHIO [T YYETHBIX JOKYMEHTOB

Bnagetn HaBBIKaMH O(i)OpMJ'IeHI/ISI YUCTHBIX TOKYMCHTOB K apXUBHOMY (1)0HI[y -
COCTAaBJICHHUEC JOKYMCHTOB C HCKOTOPBIMH 3aMCUYaAHUAMHA

I[HK'I CITOCOOHOCTBIO pa3pa6aTHBaTL MAaKEThI JIOKAJIbHBIX HOPMATUBHBIX dKTOB U HOPMATHUBHO-
MCTOANYCCKUX NJOKYMCHTOB I10 I/IH(bOpMaIII/IOHHO-I[OKyMeHTaIII/IOHHOMy 00eCIeYeHHIO
YHpaBJICHUA U apXUBHOMY XpPaHCHHUIO JOKYMCHTOB

3HaTh

Ymerp AQHAJIM3UPOBATh IIPaBUJIa COCTABIICHHUS ITAKETOB JIOKAJIBHBIX HOPMATHUBHBIX
aKTOB U HOPMATUBHO-METOANYECKHX JOKYMEHTOB M0 HH(POPMAIIMOHHO-
JIOKYMEHTAI[MOHHOMY 00€CIIEUeHHIO YIIPABIICHUS U apXUBHOMY XpaHEHHIO
JIOKYMEHTOB

Buianers HAaBBIKOM COCTaBJICHUsI OCHOBHBIX ITPaBUJI COCTABIICHUS IIAKETOB
JIOKaJIbHBIX HOPMATUBHBIX aKTOB 1 HOPMaTUBHO-METOIMYECKUX
JOKYMEHTOB 110 MH(OPMAIIMOHHO-T0KYMEHTAIIMOHHOMY 00€CTIeYeHHUIO
YIpaBJICHUS U apXUBHOMY XPaHEHHUIO TOKYMEHTOB

JIIK-2 criocoOHOCTBIO OpUEHTHPOBATHCS B 3aKOHOIATENILHONW M HOPMAaTHUBHO-METOANYECKON
6a3e HHPOPMAIIMOHHO-TOKYMEHTALMOHHOTO 00ecIIedeH sl YIPaBIEeHUS U apXUBHOTO JieJia U
CMEXHBIX obnacTeit




3HaTh

MIPaBOBBIE OCHOBHI MH(POPMAITMOHHO-IOKYMEHTAI[HOHHOTO 00ECTICeYeHHU S
YIIPABJICHUS M apXUBHOI'O JA€JIa ISl HyXKJ KOHKPETHOIO apXUBHOIO
YUPEXKIEHUS

YmMmern

MPUMEHSITHh Ha IPAKTHKE B MPOPECCHOHATBHON ACITEILHOCTH 3HAHUS
npaBoBbIX ocHOB MJIOVY u apxuBHOro Aena B KOHKPETHOM apXUBHOM
YUpEKICHUU

Bnanets

MCTOJUKaMU O(bopMHCHI/I?I H XpaHCHUA TOKYMCHTOB C YUCTOM HOPpM

JIIK-3 3HaHreM OCHOB TPYAOBOI'O 3aKOHO/IATENbCTBA, IPABHII U HOPM OXPaHbI TpyJa

3HaThb OCHOBBI TPYJIOBOTO 3aKOHO/IaTEIbCTBA, OCHOBHBIE MTPABUJIA U HOPMBI
OXpaHbl Tpyaa

YMerb aQHAJIM3UPOBATH OCHOBBI TPYJOBOTO 3aKOHOIATEIHCTBA, OCHOBHBIE IIPaBUIIa
Y HOPMBI OXpaHbl TpyAa

Bnaners HaBBIKOM HCTIOJIb30BAHUS B ICSITEIIBHOCTA OCHOB TPYAOBOIO

3daKOHOAATCIIbCTBA, OCHOBHLIX ITPABUJI 1 HOPM OXpPaHbI Tpyda




6. CTpykTypa u conep:xxanue npakruku/HAP

O6mas tpynoemkocth npaktuku/HUP cocraBnser 3 3avernnix enunami 108 aka.
YacoB, B TOM YHCIIE:

— KOHTaKkTHas padora — 1,3 akaj. 4acos:

— caMocTosiTenbHast pabora — 106,7 akaj. 4acos;

Ne
n/n

Paznensl (3Tanbl) U coAepKaHue
HPaKTHKA

Cemectp

Bupl paboT Ha pakTHKeE,
BKJIFOYAs CAMOCTOSITEIBHYIO paboTy

Kon xomneTeHyu

IToaroToBHTEIBHBIN dTAI

[IpocnymmuBaHue MHCTpYKTaxka IO
TEXHUKE OE30MacHOCTH, BBOIHOTO
HHCTPYKTaka II0 OXpaHe TpyAa U

MOJIy4eHUe WH/IUBUYaJILHOTO
3aJlaHis Ha MPAKTHKY B paMKax
TEMBI BBIITYCKHOM

KBaJIU(pUKaMOHHOH paboTsl (BKP)

OK-9, OK-10, OIIK-1, OIIK-4,
OIIK-6, TIK-1, ITK-8, TIK-14, TIK-
16, TIK-17, TIK-18, I1K-22, TIK-
27, TIK-28, AIIK-2, T1K-2, TIK-3,
I1K-5, TIK-6, TIK-7, ITK-9, TIK-
11, TIK-12, TIK-13, TK-15, TIK-
20, TIK-21, TIK-26, AI1K-3

COop MpaKTHYECKOrO Marepuana
g Hanucanus BKP

COop (¢axkTHyeckoro marepuaia
st mpaktadeckoir wactu  BKP.
ITpoBepka TEOPETHIECKOTO
Marepuaia Ha MpaKTHKe.

OK-9, OK-10, OIIK-1, OIIK-4,
OIIK-6, IIK-1, ITK-8, TIK-14, TIK-
16, TIK-17, T1K-18, I1K-22, I1K-
27, TIK-28, AIIK-2, [TK-2, TIK-3,
IIK-5, I1K-6, I1K-7, I1K-9, IIK-
11, TIK-12, TIK-13, T1K-15, TIK-
20, IIK-21, TIK-26, JIIK-3

DopMyIUpOBKa
IpeBapUTENIbHBIX PEKOMEHIAlNI
10 HccreyeMoi mpobieme

IIpoBenenne aHanu3a DOKYMEHTOB
6a3pl NpakTUKM M pa3paboTka
MIPOEKTOB JOKYMEHTOB B paMKax
TeMbl UCCIIEIOBaHUSL.

OK-9, OK-10, OIIK-1, OIIK-4,
OIIK-6, IIK-1, ITK-8, TIK-14, TIK-
16, TIK-17, T1K-18, I1K-22, I1K-
27, TIK-28, AIIK-2, [TK-2, TIK-3,
IIK-5, I1K-6, I1K-7, I1K-9, IIK-
11, TIK-12, TIK-13, T1K-15, TIK-
20, IIK-21, TIK-26, JIIK-3

IIpemzamura BKP

Ioaroroska k mnpenzamure BKP.
Odopmierne oTuéTa o
MPEeIUINIOMHON PAKTHKE.

OK-9, OK-10, OITK-1, OITIK-4,
OIIK-6, T1K-1, TIK-8, T1K-14, TIK-
16, TIK-17, TIK-18, TTK-22, TIK-
27, TIK-28, JITK-2, TIK-2, TIK-3,
TIK-5, TTK-6, TTK-7, TTK-9, TTK-
11, TIK-12, TIK-13, T1K-15, TIK-
20, TIK-21, TTK-26, JIITK-3, [TK-4,
TK-19, TIK-23, TIK-24, TIK-10,
TIK-25, JITTK-1




7 OueHo4YHbIE CpeaCcTBa /sl MNPOBeJEHUS MNPOMEXKYTOYHOH AaTTeCTAIlUM IO
npaktuxke/ HUP
[IpencraBiensl B npuiioxxeHuu 1.

8 YueOHo-MeTOAUYecKOe M MHPOPMaIHOHHOe 00ecniedeHue npakTuxku/HUP

a) OcHoBHas1 IUTEpPaTYypa:

JlokymeHTarmoHHoe obecrieueHue ynpasiaeHus : yueOHuk / A. C. I'punGepr u ap. - M. :
IOHUTU-TAHA, 2011. - 1 snekrpon. ont. guck (CD-ROM). - 3arn. ¢ TuTyn. 3KpaHa. -
(Yuebnass  nurepaTypa a8 BbICI. W cped.  mpod.  obpas.). - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/10794
40/427.pdf&view=true (mara obparuenus: 25.08.2020). - MakpooObeKT. - TEKCT : 3JCKTPOHHBIA.
- Cenenus nocrymabl Takke Ha CD- ROM.

JIOKyMEHTallMOHHOE ~ O0ecreueHUue YIpaBICHUS Ha MPEANpHUSATHIX  Pa3IMYHBIX
OpraHu3alMOHHO-NIPAaBOBBIX (popM : ydeOHOe mocobue [mns By3oB] / cocraButenu: C. C.
Benukanora, M. B. Kamry6a ; Marautoropckuii roc. Texanueckuii yu-T uM. . M. Hocoga. -
Marnutoropck : MI'TY um. I'. Y. Hocoga, 2020. - 1 CD-ROM. - ISBN 978-5-9967-1816-0. -
3aru. c TUTYIL. JKpaHa. - URL :
https://magtu.informsystema.ru/uploader/fileUpload?name=4125. pdf&show—dcataloques/1/1535
269/4125.pdf&view=true (mara oOpamenus: 25.08.2020). - MakpooOsekt. - TekcT
AIIEKTPOHHBIN. - CBerenus noctymnusl Takke Ha CD- ROM.

Anoxuna, C. A. KypcoBas pabora 0O JAOKYMEHTOBEICHUIO, AapXUBOBEICHUIO,
OpraHMW3allil ¥ TEXHOJIOTHH JIOKYMCHTAIIMOHHOTO OOCCIICUeHUsI YIpPaBICHUS : Yy4eOHO-
Meroandeckoe mocooue / C. A. Anoxuna, A. K. Makaposa, 1. B. CamapokoBa ; MI'TY. -
Maruutoropck : MI'TY, 2016. - 1 anekrpon. ont. auck (CD-ROM). - 3ari. ¢ Tty 3kpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1130
337/2535.pdf&view=true (mara oOpamenus: 24.08.2019). - Maxkpooobekr. - Tekcr
AIIEKTPOHHBIN. - CBeienus noctymnusl Takxke Ha CD- ROM.

0) JonoiHuTeIbLHAS JINTEPaTypa:

Benukanosa, C. C. KagpoBoe 1enonpou3BOJICTBO U apXUBbI JOKYMEHTOB IO JMYHOMY
COCTaBy: MpakTUKyM : mpakTukym [ans By3oB] / C. C. Benukanosa, M. B. Kamyba ;
MarnuTtoropckuit roc. rexuudeckud yH-T uM. I'. 1. Hocosa. - Marautoropck : MI'TY um. I'. K.
HocoBa, 2020. - 1 CD-ROM. - 3arn. ¢ turynokpana. - URL
https://magtu.informsystema.ru/uploader/fileUpload?name=4126.pdf&show=dcatalogues/1/1535
271/4126.pdf&view=true (mara oOpamenus: 25.08.2020). - Makpoobdbekr. - Tekcr
ANIEKTPOHHBIN. - CBeieHus noctynHsl Takke Ha CD- ROM.

MecTtHOEe camoympaBiieHHe U MYHUIIMTIAIBHOE yIpaBieHue : yueOnuk / moxa pea. A. C.
[TpynuukoBa, M. C. Tpodumosna. - 2-e usa., nepepad. u gon. - M. : KOHUTU-JAHA, 2011. - 1
anekTpoH. onT. quck (CD-ROM). - 3arn. ¢ tutyin. skpana. - (YueOHas JH/ITepaTypa JUTSL BBICTIL. 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). - Makpooobekt. - Tekcr
JEKTPOHHBIN. - CBeIeHns nocTymHbI Takke Ha CD- ROM.

B) MeToanyeckue yKazaHus:
Metoanyeckre peKoMeHIaui K 0(OPMIICHUIO OTYETa 10 MPAKTHKE


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=4125.pdf&show=dcatalogues/1/1535269/4125.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=4125.pdf&show=dcatalogues/1/1535269/4125.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=2535.pdf&show=dcatalogues/1/1130337/2535.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=4126.pdf&show=dcatalogues/1/1535271/4126.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=4126.pdf&show=dcatalogues/1/1535271/4126.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

OO6s3arenbHOll (OPMOI OTYETHOCTH CTYJACHTA-NIPAKTUKAHTA SBISETCA MHCbMEHHBIN
OTYer.

Otuét odopmisieTcs B me4aTHoM Buje B coorBeTcTBUM ¢ TpeboBanusimu ['OCT P 7.0.97-
2016. Hamuwonansubiii crangapt Poccuiickoii ®enepanuu. Cucrema CTaHAApTOB IO
uHpopManuu, OMOIMOTEYHOMY U M3/aTelIbcKoMy Jeny. OpraHu3aloOHHO- pacIoOpsIuTeIbHAas
nokymeHTanus. TpeboBanus k odopmiieHnro gokyMeHToB" (yTB. IIpmka3zom Poccranmapra ot
08.12.2016 Ne 2004-cT) (pexn. ot 14.05.2018).

OTuéT mevaraeTcs Ha CTaHAAPTHBIX OenbIX aucTax popmarta A4 (210 x 297 mMm) ¢ oxHOU
CTOpOHBI JincTa. Kak1plil TUCT TOKyMEHTa JOHKEH UMETh T10J1s1 HE MEHEe:

20 MM — JI€BOE;

10 mm — npaBoe;

20 MM — BepxHee;

20 MM — HUXKHEE.

TexcroBeiii pemakrop Microsoft Word, mpudpr Times New Roman, xerms 14,
MEXXCTPOUHBIM HHTEpBa — 1,5.

Bropyto u Bce mnocnenymomme cTpaHHibl OTuéTa HyMepyroT. Homepa crpaHuil
MPOCTABIISIIOT TOCEPEANHE BEpXHEro mouist jgucta. AO3amueiii orctyn (1,25 ¢M) U mepeHoCH
YCTaHABIMBAIOTCA ABTOMATHUYECKHU.

CopepxaHue oT4eTa JI0JKHO BKJIKOYATh CIIEIYIOIINE pa3elibl:

1. TUTYBHBIN JIUCT 1O YCTaHOBIIEHHOU (opme

2. Coneprkanue OT4€Ta C yKa3aHHEM CTPAHMII BCEX Pa3J/ieioB M0 YCTAaHOBIEHHON (hopme

3. Xapakrtepuctuka BKP (tema, HayuyHBIi pyKOBOIUTENb, 1LI€TIb, OOBEKT, MPEIMET
UCCIIeIOBaHMsI, 3a/1a4M, 0a3a MPOBEIACHHI UCCIIEI0OBAHUS, CTPYKTYpa paboThI).

4. Kpatkoe conepxkanue Teopetudeckoit uactu BKP.

5. Onucanue MPaKTUIECKON YaCTU UCCIICIOBAHMUSL.

6. PekoMenaanuu 1o uccienyemMoin npodieme.

CTyI[CHTaM-HpaKTI/IKaHTaM PEKOMCHAYCTCA Ha IMPOTAXKCHUHA BCCIo nepuoaa
MPOXOKACHUA ITPAKTUKH BECTU THCBHUK ITPAKTHUKHU.

r) [Iporpammuoe obecneuenue u UnTepuer-pecypceni:
http://archives.ru ®enepanpHoe apxuBHOe areHTcTBO PO (PocapxuB)

IIporpammHoe obecnieuenune

HawnmenoBanue o
1o Ne norosopa Cpox neicTBUS TUIEH3UH

MS Windows 7 [J1-1227-18 oT 11.10.2021
MS Windows 7 |1-757-17 OT 27.07.2018
MS Office 2007 [Neo 135 oT OeccpoUHO
7Zip CcBOOOJIHO 0EeCCPOUHO
Adobe Reader |cBoGoaHO 0ECCPOYHO
FAR Manager |cBo6oaHO OECCPOYHO

IIpodeccuonanbuble 6a3bl JAHHBIX U HH(POPMANIMOHHBIE CIPABOYHbIE CHCTEMbI
HazBanue kypca Ccpuika

3J'ICKTpOHHa}I 6a3a NEpUOANYCCKUX I/ISILaHI/Iﬁ
East View Information Services, OOO|https://dlib.eastview.com/
«MUBUC»



https://dlib.eastview.com/

Nudopmanmonnas cucrtema - ExamHOoe OKHO
J0CTyMa K MH(POPMAITMOHHBIM pecypcaM

URL: http://window.edu.ru/

DenepanbHOE TOCYJAPCTBEHHOE OIOIKETHOE
yupexaenue — «DenepanbHbli  MHCTUTYT
MIPOMBIIIJICHHONW COOCTBEHHOCTH»

URL: http://www1.fips.ru/

Harmmonanbuast nH(OPMAITMOHHO-
aHaJIUTUYECKas CHCTEMa Poccuiickuit
uHJeKkc HayuHoro uutupoBanus (PMTHLY)

URL: https://elibrary.ru/project risc.asp

[TouckoBast cucrema Axagemust Google

(Google Scholar)

URL: https://scholar.google.ru/

Poccuiickas ['ocymapcTBeHHass OMOJIMOTEKA.
Karanoru

https://www.rsl.ru/ru/4readers/catalogques/

DneKTpoHHbIe pecypchl Oubmuoreku MI'TY
uMm. ['.11. HocoBa

http://magtu.ru:8085/marcweb2/Default.asp

®denepalibHBI  00pa30BaTCIIBHBIN TOPTAI
Drouomuka. Cormonorusa. MeHeHmKMERT

~ |http://ecsocman.hse.ru/

YHuBepcurerckas MH(pOpMaLMOHHAS . .
https://uisrussia.msu.ru

cucrema POCCUSA D

MexayHapoiHas HayKOMETpHUYECKast

pedepaTuBHas W moJHOTEKCTOBas  Oasalhttp://webofscience.com

JaHHBIX Hay4HbIX n3ganuii « Web of science»

MexyHapoaHas pedepaTtuBHas u
MOJIHOTEKCTOBAsl CIpaBouyHas 0a3za JaHHBIX
HAYYHBIX U3JaHUI «SCOPUS»

http://scopus.com

http://link.springer.com/

MC)I(I[YHapOI[HaSI 0asa ITOJTHOTCKCTOBBIX
xypHasioB Springer Journals

MC)I(I[YHapOI[HaSI KOJIJIICKOUA Hay4YHBIX
IMPOTOKOJIOB I10 Pa3INYHBIM oTpaciisiMm

sHanuit Springer Protocols

http://www.springerprotocols.com/

Mexnynapoanas 6a3a CpaBOYHBIX W3JIaHUMA

o BCEM OTpacisaM sHanwuii |http://www.springer.com/references
SpringerReference
MexnyHaponHas pedepatuBHas u

TIOJTHOTEKCTOBAsl CIpaBOYHAasi 0a3a JaHHBIX
Hay4dHBIX U3aanuit «Springer Nature»

https://www.nature.com/siteindex

ApxuB Hay4YHbIX XKypHaJioB «HannoHanbHbII
AIIEKTPOHHO-MH()OPMAITUOHHBIN
koHopuuym» (HIT HOMKOH)

https://archive.neicon.ru/xmlu i/



http://window.edu.ru/
http://www1.fips.ru/
https://elibrary.ru/project_risc.asp
https://scholar.google.ru/
https://www.rsl.ru/ru/4readers/catalogues/
http://magtu.ru:8085/marcweb2/Default.asp
http://ecsocman.hse.ru/
https://uisrussia.msu.ru/
http://webofscience.com/
http://scopus.com/
http://link.springer.com/
http://www.springerprotocols.com/
http://www.springer.com/references
https://www.nature.com/siteindex
https://archive.neicon.ru/xmlu%20i/

Nudopmanmonnas cucrema - HopmaruBHbIe
MIpaBOBbIE aKThI, OpraHU3aIMOHHO-
pacIopsAaUTEIbHbIC JOKyMeHThI, | https://fstec.ru/normotvorcheskaya/tekhnicheska
HOpPMaTHBHBIC U METOJMYECKUE JOKYMeHThI|ya-zashchita-informatsii

U MOATOTOBJICHHBIE MTPOEKTHI JOKYMEHTOB IO
TexHrnueckoi 3ammure uHpopmarmun OCTIK

WNudopmannonnas cucrema - baHk JaHHBIX
yrpo3 6e3onacuoctu uHpopmarmun DPCTIK |[https://bdu.fstec.ru/
Poccun
9 MartepuajabHO-TeXHHYECKOe o0ecnieuenne npakruku/HUP
MarepuanbHO-TEXHUYECKOE 00eCIeueHne OpraHU3aIfil Pa3IMYHbIX OPTaHU3AIMOHHO-
MPaBOBBIX ()OPM TIO3BOJSIET B TOJHOM OOBEME peaM30BaTh I[ENU W 3a7add MPAKTUKH U
c(hopMHUPOBATH COOTBETCTBYIOIINE KOMITICTCHITHH.



https://fstec.ru/normotvorcheskaya/tekhnicheskaya-zashchita-informatsii
https://fstec.ru/normotvorcheskaya/tekhnicheskaya-zashchita-informatsii
https://bdu.fstec.ru/

IIpunao:xenue 1

OueHouHble  cpeacTBa IS NpoBeIeHusI NMPOMEKYTOYHO# aTTrecTaluu no
MPOU3BOACTBEHHOH — NMPEeJAMIUIOMHOM NMPaAKTUKeE

Bup arrecranuu o uroram MpakTHKHM — 3a4€T C OLIEHKOH, KOTOPBIN POBOAUTCS B (hopme
3amMThl oTyeTa. Ilo WTOraM NHpPakTUKU MPOBOJUTCS HTOroBas KOH(EpeHLMs, Ha KOTOpOH
CTYZAEHT 03BY4YHMBAET OCHOBHBIE UTOTH, IOJYyYEHHBIEC Ha IPAKTHKE.

Jlo uTOroBOl KOH(EPEeHIMH CTYAEHT MpeNoCTaBIsieT Ha Kadeapy CIeayronue
JIOKYMEHTBI:

- IUCbMEHHBIN OTYET

- THEBHUK IIPaKTUKU;

- HHAMBUyalbHOE 3a/laHUE;

- XapaKTepUCTHKA PYKOBOAUTEIIS IPAKTUKN OT OPraHU3aLMU C OLEHKOMH;

-TIOJTHBIHN (uepHOBOM) TekcT BKP;

-nokiian Ha npenzamury BKP.

IIpumepHOe MHAUBHUAYAIbHOE 3aJaHHE HA IPOU3BOJACTBEHHYIO IPAKTUKY
Lenv npoxooicoenus npaxmuxu:

- H3y4eHHE olbITa paboThl B cepe IeATeNbHOCTH, COOTBETCTBYIOIIEH HAIpPaBIICHUIO
46.03.02 «/lokyMeHTOBEICHUE U apXUBOBEICHUEY;

- U3YYEHHE OpraHu3allMd BCEX JTAaloB padOThl C JAOKYMEHTaMH OT IOJY4YEHUs /0
apXMBHOI'O XPaHEHUS B KOHKPETHOM YUPEXKIACHUHU;

- 3aKpeIUIeHUe U YriyOleHne TeOpeTUIECKOM MOAr0TOBKH, IPHOOpETeHNEe MPAKTUYECKUX
HaBBIKOB U KOMIIETEHLIUH, a TAK)Ke OIbITAa CAMOCTOATEIbLHON MPO(eCcCHOHANBHOM AEATEIbHOCTH
B 00JIaCTM OpraHM3allid M TEXHOJIOTUU JIOKYMEHTALlMOHHOTO O0€CHeueHUs YNpaBICHUS H
apXUBOBEICHMUS.
3aoauu npakmuku:

1. CdopmupoBarh LETOCTHOE NPEJICTABICHUE O CTPYKTYpe NPEANPUSITHS, OCHOBHBIX
(GYHKIUSAX TPOU3BOJICTBEHHBIX, SKOHOMHUECKUX U YIPABIECHUYECKUX MOIpa3Ae/ieHUH.
YMeTp aHaM3upoBaTh JOKYMEHTBI, COCTABIIAIOIINE OCHOBY YIIPABJIEHYECKOTO IIPOLIECCa.
YMeTp aHaIM3UpOBAaTh IyTH MPOXOKACHUS TOKYMEHTALUN B YIIPABIECHUYECKOM IIPOLECCE.
Hcnonb30BaTh pe3ynbTaThl IPaKTUKU B CBOeH yueOHOI nestenbHOcTH B BY 3e.
®opmupoBaTh MPO(HECCHOHAIBHYIO KYJIbTYPY CIEHUATUCTA MO0 JOKYMEHTOBEACHUIO U

ok~ wd

apXHMBOBE/ICHMUIO.

6. ®opmupoBaTh YMEHHE aHAJIU3UPOBATH PE3yJIbTaThl COOCTBEHHOW JCSATCIHLHOCTH,
CBOCBPEMCHHO U KAYCCTBCHHO OTUUTBLIBATHECA O PE3YyJIbTaTaX MPAKTHUKH.

Bonpocwi, noonescawue uzyuenuro:

- H3ydeHue  JOKaJIbHBIX HOPMATUBHBIX  aKTOB  PETYJIUPYIOIIHUX  JEATEIbHOCTh
NPEANPUATHS, OPTaHU3AINH, YIPEKIECHU, (PUPMBI.

- H3ydyeHue 5nOKanpHBIX HOPMATHBHBIX AaKTOB PETYIHMPYIOIIUX JIEJIONPOU3BOJICTBO Ha
HPENNPUSITHH, B OpTraHU3aI1H, YUPEXKIEHUH, PUpME.

- Ananu3z paboyero MecTa KaHUEISIPCKOro pabOTHHUKA.

- O3HakomJIEHME C OpraHU3alHOHHO-PACIIOPSAUTENBHOW CHCTEMOW JOKYMEHTAlUU
OpraHu3aluy, yUpexaeHus, Gupmol.

- HO}IFOTOBKa IIPOCKTOB 0pFaHI/I3aI_II/IOHHO-paCrlOpf{)II/ITeJII)HOﬁ JOKYMCHTAIUH.

- Opra#uzanus JOKYMEHTOOOOpOTa B OpraHu3aluu, yupexiaeHuu, ¢upme. IIpaBuna
IIpyueMa, OTIPABKH, PETHUCTPALMHA KOPPECIOHACHIIMM B OpraHU3aluu. AHaIu3 mpouecca
OpraHu3ali KOHTPOJIS UCIIOJIHEHHS TOKYMEHTOB, OpraHu3aius paboTbl UCIIOTHUTENEH
C TOKYMEHTAMH.



- IlpaBuna <¢opmupoBaHus JAed, NOPSAOK OpraHU3alMd ONEPAaTUBHOIO XPaHEHUS
JIOKYMEHTOB.

- IlpaBuna W NOpPAAOK CO3JaHUSI M BEACHUS HOMEHKJIATYpbl J€l OpraHu3alud U
CTPYKTYPHBIX MTOAPA3ACIICHUMN.

- Uzyuenme um peanmzanus npaBusl OoQOpMIICHHS €1 W Tepenauyd Jel Ha apXHUBHOE
XpaHEHHeE.

- CocraBineHue HOMEHKJIATYpPHI €.

- Odopmienue nen At apXUBHOTO XPaHEHHUS.

- OdopmiieHre BHYTPEHHUX OMKCEH U JIMCTOB-3aBEPUTEIICH JIeT.

- Ilepenaua nen Ha apXUBHOE XpaHEHHE.

- BrimosiHeHUE omneparyii Mo OCymECTBICHHIO padOThI AJICKTPOHHOTO apXUBa
opranu3zaimuu, B ToM yucie B COJI.

- OcymiecTBieHNE XpaHEHUsI, KOMIUIEKTOBAHHUS, y4eTa U UCIOJIb30BAHUS apXUBHBIX
JIOKYMEHTOB:
1) opopmiieHre JOKYMEHTOB 110 UTOT'aM SKCIEPTU3bI IEHHOCTHU (MPOTOKOJIbI 3aCEAaHUS
DK, aKThI O BBIJICIICHUH IOKYMEHTOB K YHUUTOKEHUIO H T.1I.);
2) BeJIcCHHE YYETHBIX JOKYMEHTOB apXuBa (KHHUTa MMOCTYIJICHHUH, CTUCOK (POHJIOB, JTUCT
dboHga, apXUBHBIX ONUCEH, Jen0 GoH/a, MAacoOPT apXuBa, MACIOPT APXUBOXPAHIIIMILA U
T.1.);
3) cocTaBieHHE aKTOB MTPOBEPKU HAIUYUS U COCTOSHUS JIEIT;
4) co3nanue, nonoiHenue u copepuiencrsoBanue CHCA apxuBa (omucanue J0KyMEHTOB
U JIeTI, KaTaJloToB, IyTEBOAUTENEH, 0030pOB, yKa3zaTeneil, nepeuneit u 0a3 JaHHbIX);
5) CopeiicTBHE UCTIONB30BAHUIO JOKYMEHTOB apXHBa:
a) UCTIOJIHEHUE 3anpocoB (0popMiIeHHE apXUBHBIX CIPABOK, APXUBHBIX KOMHIA,
APXUBHBIX BBIMKCOK, HHPOPMAITMOHHBIX ITHCEM);
0) BbIJIa4ya MOJJTHHHBIX TOKYMEHTOB U JIETT;
B) MyOJIMKAIUs ApXUBHBIX IOKYMEHTOB;
') OpraHu3aIvs BHICTABOK;

) UCHOJb30BaHME JOKyMeHTOB apxuBa B CMMU (mepuoauueckas 1eyars,
panuonepenadn, TEIEBUAEHHUE) U T.1I.
IInanupyemvle pesynbmamsl NPAKmMuKu:
- TMOATOTOBKAa PEKOMEHJAIMI MO YCTPaHEHUIO0 WIM MMHUMH3AIMM BBIABICHHBIX MpoOieM
(pexoMeHaluKu  JOJKHBI  OBbITh OOOCHOBAaHHBIMM, T.€. CONPOBOXKJATHCS CChUIKAMHM Ha
COOTBETCTBYIOIINE HOPMATUBHO-IIPABOBBIE aKTHI U T.I1.);
- IOATOTOBKA BBIBOJIOB O JIEATENbHOCTH MPEANPUATUN WIN OpraHu3aluii, B chepe npakTUIeCKuX
PEKOMEH AL IO COBEPILIEHCTBOBAHUIO OPraHU3allMOHHBIX U JIOKYMEHTAllMOHHBIX aCIIEKTOB UX
JeSITEIIbHOCTH;
- olleHKa 3()()eKTUBHOCTHU MPOEKTOB U MPOrPaMM IO COBEPIIEHCTBOBAHUIO JOKYMEHTAIIMOHHBIX
MPOLIECCOB U MPOLIECCOB APXUBHOT'O XPaHEHUS JOKYMEHTOB, BHEAPSEMBIX Ha NPEAIPUITUAX;
- OLIEHKA Ka4yecTBa YIPaBJICHUECKUX pelleHui B cepe opranuzanuu u trexnonoruu JOVY,
apXMBOBEICHUS,
- myOJIMYHas 3alIUTa CBOUX BBIBOJIOB U OTYETA MO MPAKTHUKE;
- cucTeMaru3anus M 0000LIeHMe MaTepuaia A HaluCaHus KYpCOBBIX paboT H

BBIIMTYCKHON KBaTH(PUKALMOHHON pabOThI

Pykogooumenv npakmuku om opzanusauyuu/npeonpuamus opopmisieT XapaKTEPUCTHKY U
BbICTaBIIsAET JU(PepeHIUPOBaHHYIO OIEHKY CTYIEHTY B JIOKYMEHTax, MpeICTaBIsSeMbIX
CTYACHTOM Ha Ka(i)e)lpy. HpI/I BBICTABJICHMU OLICHKHW PYKOBOJUTCIIb IMPAKTUKH OT OpTraHHU3allvun
NPEJICTaBIISIET OT3BIB O PA0OTE CTYEHTA O CIIEAYIONIEMY IUIaHYy:



- CPOKH ITPOXOKICHMSI IPAKTUKH;

- IIOJIHOTA U3Y4YEHUS BCEX BOIIPOCOB, IIPEAYCMOTPEHHBIX IIPOrPaMMON IPAKTUKY;

- IIPOSIBJIICHUS CTYJAEHTOM CaMOCTOSITEIIbHOCTH, aKTUBHOCTH, TBOPYECKOI'O IMOIX0/1a
K paboTe, TUCIUILIMHUPOBAHHOCTH;

- y4acTHe CTy/AEHTa B TeKylled pabore mpennpuarus (OpraHU3aluu), PEHICHUs
3ajad4;

- TPYAHOCTH, BO3HHUKIIME B XOJ€ IMPOXOXKJEHHs NMPAKTUKU (MpodeccuoHaNbHbIE,
JUYHOCTHBIE, TUCIUIUIMHAPHBIE).

- 3aMedaHus ¥ MOXKEIaHus BhIITycKaroIel kadeape o OpraHu3aluu, CoAepKaHHIo
Y YPOBHIO IOJAIOTOBKH CTY/JICHTA.

- PykoBoauTenb MpakTHKOW OT opraHu3aunuu. J{OMKHOCTH, (haMuins, TOAIMKCH,
11e4yaTh.

[To uToram npakTHUKU CTYJEHTY B 3aU€THYIO KHWXKKY PYKogoOoumenem npakKmuku om
Kaghedpur BricTaBIsAeTCS AU PepeHIpOBaHHAsE OTMETKA 33 MPOU3BOJCTBEHHYIO MPAKTUKY 110 5
0aIbHOM cHCTEME: «HEYIOBIETBOPUTEIBHOY, «yI0BIETBOPUTEILHOY, «XOPOLIO», KOTINYHO.

OneHka pyKOBOAUTENs MPaKTHUKK OT KadeApbl MOXKET OTIMYaThCcsi OT OLEHKH,
BBICTABJICHHOW PYKOBOJUTENIEM IIPAKTUKU OT OPraHU3aLUH.

PykoBoguTenu mpakTHKU BBICTABIAIOT OLEHKM B COOTBETCTBUM C KPUTEPHUIMM,

npeacraBieHHbiMUA B Tabmunax 1, 2.



