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JIMcT akTyaJaM3anuu nporpaMmsl

[Iporpamma nepecmoTpeHa, oocyxaeHa u ogoopeHa ais peanusanuu B 2021 - 2022 yaeOHoMm
roqy Ha 3acefanuu kadenpel I[legarorndeckoro o0pa3oBaHus U JOKYMEHTOBEICHUS

IIpotokom ot 20 1. Ne
3aB. kadempoii C.C. BennkanoBa

[Iporpamma nepecmoTpeHa, odcyxaeHa u ogoopeHa aisa peanusanuu B 2022 - 2023 yaeOHOM
roqy Ha 3acefanuu kadgenpel Ilemarorndeckoro o0pa3oBaHus U JOKYMEHTOBEICHUS

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

[Tporpamma nepecmoTpeHa, odcykaeHa u ogodpena i peamuzanuu B 2023 - 2024 yuebHOM
roay Ha 3acenanuu kadenps! [lemarormueckoro o6pa3oBaHHs U TOKYMEHTOBEICHHS

[Ipotokom o 20 1. Ne
3aB. kadeapoii C.C. BenukanoBa

[Tporpamma nepecmMoTpeHa, odcykaeHa u ogodpena i peamuzanuu B 2024 - 2025 yuebHOM
roay Ha 3acenanuu kadenps! [lemarormueckoro oopa3oBaHHs U TOKYMEHTOBEICHHS

[Iporokon or 20 1. Ne
3aB. kadenpoii C.C. Benukanosa

[Tporpamma nepecmoTpeHa, oocykaeHa 1 ogoopeHa /uisa peanuzauuu B 2025 - 2026 yuebHOM
roxy Ha 3acefanuu kageapsl Ilegarornyeckoro o6pa3oBaHus U JOKYMEHTOBEICHUS

[Iporokonm ot 20 1. Ne
3aB. kadenpoii C.C. Benukanosa




1 Iesan npaktuxku/HAP

LenssMu MPOU3BOJCTBEHHONW NPAKTUKU IO MOJYYEHHIO NMPO(ECCHOHAIBHBIX YMEHUN H
ombITa  TPO(PECCHOHATILHONW  JNEATEIbHOCTH  MpakTUKU 1o  HampaBieHuto  46.03.02
JloKkyMeHTOBeIeHHE U apXHBOBEACHUE SBIIAIOTCS

- U3y4eHHe ombITa paboThl B chepe AeITeTHHOCTH, COOTBETCTBYIOIICH HAPABICHUIO

46.03.02 «/IloxyMeHTOBEICHHE U apXUBOBEIICHHUEY,;

- W3yYEHHE OpraHu3alMyd BCEX JITANOB PabOTHl C JOKYMEHTAMH OT IOJYyYCHHS [0
apXMBHOT'O XpaHEHMsI B KOHKPETHOM YUpEKJICHUU,;

- 3aKpelyieHue H  YriayOJeHHe TEOpPeTHYEeCKOHM IMOATOTOBKH, INPUHOOpETEHHE
IPAaKTUYECKUX HABBIKOB U KOMIIETEHIIHMH, a TAK)KE OIbITAa CAMOCTOSTEIbHON NMPO(EeCcCHOHATBHOM
NEeSITeIbHOCTH B OOJIACTM OpraHM3allid M TEXHOJOTMH JOKYMEHTAIlMOHHOTO O0ecredeHus
YIPaBICHUS U apXUBOBEICHUS.

2 3apauymn npaktuxku/HAP

3aja4aMu MPOU3BOJICTBEHHOM NMPAKTUKY SIBISIOTCS:
3aja4aMu MPOU3BOJICTBEHHOM MPAKTUKH I10 MOTYYECHHUIO MPOPECCUOHATBHBIX YMEHUH U OIBITA
podecCHOHATIBHOM ACATEILHOCTU PAKTHKH SBIISIOTCSL:

1. CdhopmupoBaTh 1EIOCTHOE TMPEACTABICHUE O CTPYKTYpe NPEANPHUITHS,
OCHOBHBIX Q)YHKHI/UIX HpOI/I3BOI[CTBeHHI)IX, OKOHOMHUYCCKUX U ynpaBJIeH‘-IeCKI/IX HOI[pa?»I{eJIeHI/If/'I.
2. YMerh aHAJIN3UPOBATh JTOKYMEHTBI, COCTABJISIOIIUE OCHOBY
yIpaBJIEHYECKOTO MpoIecca.

3. YMeTh  aHaIM3MPOBAaTH  MYTH  MPOXOXJACHUS  JIOKyMEHTAllUd B
yIpaBJIEHIECKOM MPOIIECCe.

4. Hcnonp30BaTh pe3yabTaThl MPAKTUKH B CBOCH y4YeOHOW IEATENBHOCTH B
BVY3e.

5. BocruteiBath PO eCCUOHATIBHYIO KYJIBTYpYy CIIEIHATUCTA o
JIOKYMEHTOBEICHHIO.

cDOpMI/IpOBa.TI: YMCHHUEC AaHAIMU3UPOBATHL PC3YJIbTATHI COOCTBEHHOM ACATCIIbHOCTH,
CBOCBPEMCHHO U KAYCCTBCHHO OTUMUTBLIBATLCA O PE3YyJIbTaTaX IMPAKTHUKHU.

3 Mecto npaktuku/HUP B cTpykType 00pa3oBaTe/ibHOI POrpaMMbl
Hns  npoxoxnaenus mnpaktuku/HUP HeoOxomuMbl 3HaHUsA (YyMEHHS, BIAJICHUSA),
c(hopMuUpOBaHHBIC B pe3yIbTaTe U3yUEHUS JUCITUTUTHH/ TPAKTHK:
VYrpaBneHue ueg0Be4eCKUMU pecypcamu
TexHonorus koMmaH1000pa30BaHMS U CAMOPA3BUTHS
OCHOBBI JOKYMEHTOBEAEHUS
JlokyMeHTaImoHHOE 00ecIedeHne TOCyIapCTBEHHOTO YCTpoiicTBa B PO
OCHOBBI apXMBOBECHUS
MareMatuueckre MeTOIbI B IOKYMEHTAIIMOHHOM O0CCTICUCHHUH YIIPABJICHHS
WNudopmaruka
Brenenue B mpodeccuto
JIMHTBUCTUYECKHE OCHOBBI JIETIOBOTO MHUChMa
CoBpeMeHHast opraHu3allis rocyJapcTBEHHbIX yupexaenuit Poccun
JlokymeHTaIrmoHHoe obecreueHrne apXuBHOTO Jesia U nHpopmarnoHHou cheprl B PO
DNEeKTUBHBIE KypChI IO (U3HUYECKOM KYJIBTYpE U CIIOPTY
JlokymMeHTaImoHHOE 0OecTeueHrne aIMUHUCTPATUBHBIX OTHOIICHUH B PD
JlokymeHTaIrmoHHoe obecreueHre rpak IaHCKUX OTHOIICHH B PO



JIOKyMEHTAllHOHHOE 00ecTieueHue TPYIOBBIX OTHOLICHU B PO

KagpoBas noimtuka

MoznenpoBaHue CUCTEM JOKYMEHTAIUU OpraHu3aluu

OCHOBBI CEKpETapCKOro OOCTYKHBAHUS

JlenoBasi puTOpHKa

JIOKyMeHTHas TMHTBUCTHKA

JlokyMeHTOBEICHHE

OCHOBBI Hay4YHO-HUCCIIEN0BATENBCKON ACSATEIbHOCTH

IIpaBoBeneHue

VYuebHasg - MpakTUKa IO MOJYYECHUIO TEPBUYHBIX MPO(ECCHOHATBHBIX YMEHUH U
HABBIKOB, B TOM UYHCJIE IEPBUYHBIX YMEHMM M HaABBIKOB HAy4YHO-HCCIEA0BATEIbCKON
JESTEIIbBHOCTH

3HaHus (yMEHUs, BIAJIEHUs), NOJIY4YEeHHbIE B Ipoliecce mpoxoxaeHus npakruxku/HUP
OyayT HEOOXOIUMBI TSl U3yUSHHS TUCIUILTIH/TIPAKTHK:

JlenoBast nepenucka

ApXUBOBEJICHUE

HNudopmannonnoe odecrieyeHue ynpaBieHus

WNudopmanroHHbIe TEXHOIOTHH B JOKYMEHTOBEICHUH 1 apXUBHOM JIEJIe

Kanposoe nenonponsBoacTBo

HopmaruBHhas 6a3a nenoBoro nucbma

Opranu3zanus 1 TEXHOJIOTUS IOKYMEHTALMOHHOTO 00ECIIeUeHuUs YIIPaBIICHUS

IIpoexkTupoBaHue yrpaBlIeHUECKON JOKYMEHTAlUU OpraHu3aluu

[IpoekTHas AeATENLHOCTD

DJeKTUBHBIE KypChI 110 (U3NYECKOH KyJIbTYpe U CIIOPTY

ApPXHUBBI 10 TUTYHOMY COCTaBY

BobruncnuTenbHas TEXHUKAa U MPOTPaMMHUPOBAHUE B JIOKYMEHTALMOHHOM OOECIeueHUU
YIPaBIEHUS U apXUBax

Jlenonpon3BoACTBO KOMMEPYECKUX NPEAIPUATHN

WNHupopmaiinoHHbIE pecypchl KaApOBOU CITyKObI

KondunennuaabHoe 1eI10npon3BOJCTBO

OO6paboTkH U 3a1uTa JOKYMEHTUPOBAHHOW HH(POpMAIUN

[lepconanbHble JaHHBIE U UX IOKYMEHTHUPOBAHHE

[TpakTHKyM IO COCTaBICHHIO U OPOPMIICHHIO CITY>KEOHBIX TOKYMEHTOB

CrieunanbHasi CUCTEMA YYETHON IOKYMEHTaluN

TexHuueckue cpeacTBa yrnpaBieHHs B JOKyMEHTAlMOHHOM O0€CIIeUeHUH YIIPaBICHUS U
apXuBax

I'ocynapcTBeHHbIE, MyHUIIMITATIbHBIE U BEJOMCTBEHHBIE apXUBBI

Jlenonpon3BoACTBO MyHUIIMIIAIBHBIX YUPEXKACHUN

JIOKyMEHTAllMOHHOE ~ OoOecreueHre YIpaBlICHUS Ha MPEANPHUATUSAX  Pa3THMUHBIX
OpraHU3aIMOHHO-TIPABOBBIX (POpPM

JIOKyMEHTUPOBaHUE EATEIBHOCTH HETOCYJapCTBEHHBIX OpraHU3alui

JIOKYMEHTBI ¥ IOKYMEHTO000POT B OyXTalITepCKOM yueTe

Me:x1yHapoiHbIE CTaHAAPTHI YIIPABJIEHUS TOKYMEHTaAMU

Opranuzanus paboThl ¢ 00paleHUSIMHU TPaXxIaH

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

ITonroroBka k cade u cjada rocyapCTBEHHOTO HK3aMEHa

IIpon3BocTBEHHAs — IPEIIUIUIOMHAs [TPaKTUKa



4 Mecto npoBeaennst npakruxku/ HAP

[IpakTuka mnpoBoauTcs Ha 0aze oOpraHu3anuid JIOOOH OpraHU3alMOHHO-TIPABOBOM
¢dopmbl. CTyeHThl 3a04HON (HOpMBI O0YyUEHHS MIPOXOAST MPAKTUKY B OpPraHU3aLUsAX 110 MECTY
TPYOBOH J€ATEIbHOCTH.

IIpakTHkKa MOXET IPOBOAUTHCA B CTPYKTYPHBIX MOAPA3AEICHUIX OPTaHU3ALNH.

JUist Uil ¢ OTpaHWYEHHBIMH BO3MOXKHOCTSIMH 3/0POBBSI BBIOOP MECT MPOXOXKICHHS
IPAKTUK JI0JKEH YYUTBIBATH COCTOSIHUE 370POBbS U TPEOOBAHMUS 110 JOCTYITHOCTH.

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

5 Komnerenunu odyuyawierocs, GopmMupyembie B pe3yJibTaTe MPOXO0KIeHUs
npaktuku/HUP n niianupyemsblie pe3yabTaThbl 00y4eHHs

B pesynprare mnpoxoxaenus mnpaktuku/HUP oOywaromuiics pomkeH o6nagath
CIEAYIOIIMMH KOMIIETCHIIUSMM:

CrpyKTypHBII [Inanupyemble pe3yabTaTbl 00y4eHUs
JJIEMEHT
KOMIIETEHIINH
OK-9  roToBHOCTBIO MOJIB30BATHCSI OCHOBHBIMU METOJAMH 3aILUTHI IPOU3BOJACTBEHHOTO
NepCOHAIa U HACEJICHUS OT BO3MOXHBIX MOCIEICTBHIA aBapuid, KaTacTpod, CTUXUHHBIX
OencTBUl

3HaTh MpaBuJjia TIOBEACHUS TIEpCOHAsa MPH aBapusX, KaracTpodax, CTUXUHHBIX
OenCcTBUM
VYMers WCIOJIb30BaTh 3HAHUS MO 3alIUTe JOKYMEHTAIbHOTO (hOH/A MIPH aBapusX,

KaTacTpodax, CTUXUMHBIX O€ICTBHIX

Bnaners IpUEeMaMU 3alUThl apXUBHOTO MEPCOHAJIA, IOCETUTENIEH U
JTOKYMEHTAIBHOTO (POH/Ia OT BO3MOKHBIX MTOCIIEICTBUM aBapuid

OK-10  cnocoOGHOCTBIO K MCIOJIb30BAaHHIO OCHOBHBIX METOJIOB, CIOCOOOB U CPE/CTB
MOJIyYEHUsl, XpaHEeHHUsl, TepepadboTKU nHpopManun

3HaThb HOpMAaTHBHbIE TPEOOBAaHUS MPABUJI OPraHU3ALMH [TOJTyYSHUS, XPaHEHUS U
nepepadboTKH HH(OPMALIUU B ApXUBHOM YUPEXKICHUU

Ymers MOJIb30BaThCS 3aKOHOAATEIHHON 0a30ii sl OpraHu3aluy MOJTyYeHHs,
XpaHeHus1, TepepadoTKu HH(OPMAIUHU B YCIOBUAX apXHUBa B COOTBETCTBUH
C HOpMaMHU

Buianers TEXHUKaMHU 0()OPMIICHUS COMPOBOIUTEIBHOIN TOKYMEHTAILIUH TTOTyYEHUS,
XpaHeHus, nepepaboTKu apXUBHOW MH(OPMALIUU B YCIOBUSIX apXUBHOTO
yUpexKIACHUSA

OIIK-1  cmocoOHOCTBIO UCTIOIB30BATH TEOPETHUECKUE 3HAHUS U METO/Ibl MCCIIEIOBAaHHS Ha
IIPaKTHUKE

3HaThb OCHOBHBIE METO/Ibl UCCIIE0OBAHUS APXUBHBIX JOKYMEHTOB, a TAKKE
CHoCcOObI MPUMEHEHUS! TEOPETUUYECKUX 3HAHHM B chepe apXUBHOTO Jiesia Ha
MIPAKTHKE

YmMmeth pacrio3HaBaTh 3¢ (eKTUBHOE pelieHne oT Hea((HEeKTUBHOTO IpU
MPUMEHEHUH TEOPETUIECKUX 3HAHUH B c(hepe apXUBHOTO Jera Ha
MPAKTHKE

Bnanets croco6aMu OIIeHUBAHUS 3HAUMMOCTH U MPAKTUUYECKON TPUTOTHOCTH
MOJIyYEHHBIX PE3YJIbTATOB;

OCHOBHBIMM METOJIaMH PEeIlIeHUs 3a7a4u B IpodhecCuoHaIbHOM 00J1acTH pU
MIPUMEHEHUH TEOPETUYECKHX 3HAaHUH B cepe apXHUBHOTO JIeTia Ha
MIPaKTHUKE




OIIK-4  BiajgeHHEM HaBbIKAMU UCIIOJIb30BaHUS KOMIBIOTEPHON TEXHUKU U
MH(OPMALIMOHHBIX TEXHOJIOTHH B OMCKE UCTOYHUKOB U JIUTEPATyphl, UCIIOJIb30BAaHUU
MPABOBBIX 0a3 JaHHBIX, COCTABICHUHU OUOIHOTrpadUIecKuX U apXUBHBIX 0030pPOB

3HaTh HOPMAaTHUBHYIO 0a3y UCHOJIb30BaHUS KOMITBIOTEPHOIN TEXHUKH U
HH(POPMAIIMOHHBIX TEXHOJIOTUH B MOUCKE UCTOYHUKOB U JINTEPATYPHI B
pabote apxuBa

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

Brnaners HaBBIKAMH PAaOOTHI ¢ KOMITBIOTEPHOM TEXHUKOI MTPH OUCKE UCTOYHUKOB U
JUTEPATYPHI, IIPU COCTABICHUH OHOIMOTpagUUecKIX U apXUBHBIX 0030pOB
IIPY pelIeHUH MPO(ECCHOHANBHBIX 3a7a4 apXUBapHyca

OIIK-6  crocoOHOCTHIO pelaTh CTaHIapTHhIE 3aa4l PO(ecCHOHAIIBHON e TeIbHOCTH Ha
OCHOBe MH(OPMAIMOHHON 1 OHOIHOTrpadguIecKoil KyabTyphl ¢ IPUMEHEHHEM HH(POPMAIMOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJIOTHH U C YYETOM OCHOBHBIX TpeOOBaHMI MH(YOPMAaLMOHHON
0€e30I1aCHOCTH

3HaThb HOpPMAaTHUBHYIO 0a3y MpUMEeHEeHHs HH(POPMALIMOHHO-KOMMYHHUKAIIMOHHBIX
TEXHOJIOTHH C Y4eTOM OCHOBHBIX TpeOOBaHUI MH(OPMAITHOHHOK
0e30macHOCTH B paboTe

YMmerb pelaTh cTaHlapTHBIE 3a7jau MPO(EeCCUOHANBHOM JesITeIbHOCTH
apXHMBHCTa HA OCHOBE HH(OPMAIIMOHHON 1 OMOIHOTpaduecKoi KyIbTyphl
C IPUMEHEHNEM HH(POPMALIMOHHBIX TEXHOJIOT I

Brnanets HaBBIKAMU IPUMEHATh HHPOPMALMOHHBIE TEXHOJIOTHH MIPU PELICHUN
npodeccnoHaNbHbIX 33a4 B paboTe

[TK-1 cmocoOHOCThIO MPUMEHSATH HAYYHBIE METOABI IIPU UCCIIEIOBAaHIUH 0OBEKTOB
MpoeCCHOHAIBHON e TENHHOCTH

3HaTh coJiep>kaHue ¥ crennuKy METOI0B UCCIEAOBAHUS U Pean3allii X B
po¢eCCUOHATBHON IeATETLHOCTH

Ymeth OLIEHUBATh U 00CYXKJIaTh CIIOCOObI 3(h(HEKTUBHOTO PELICHNUS 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 MpoeccCHOHAIBbHOI cdepe

3HaTb OCHOBHBIC ITOJIOKCHUA I/IH(I)OpMaHI/IOHHO-aHaHI/ITH‘{CCKOﬁ ACATCIIBHOCTHU

YMeThb INPHUMCEHATH OCHOBBEI I/IH(i)OpMaHI/IOHHO-aHaHHTquCKOfI JACATCIIBHOCTH

BJ'Ia}IeTB HAaBBIKOM IMPUMCEHCHUA OCHOB I/IH(l)OpMaHI/IOHHO-aHaHHTquCKOﬁ
JACATCIIBHOCTHU

[1K-3 BrageHreM 3HaHUSIMH OCHOBHBIX NMPOOJIEM B 00J1aCTH JOKYMEHTOBEIEHUS U

3HaThb aKTyalbHbIe TPOOJIEMBI B 00JIACTH JOKYMEHTOBEIEHUS U apXUBOBEICHUS

YMerb HAXO/UTh peIIeHus NMpodieM B 006J1aCTH JOKYMEHTOBEICHHS U
apXHUBOBEICHUS

Bunaners HABBIKOM TTOMCKA pEIIeHUs MPoOsieM B 00JIaCTH JOKYMEHTOBEICHHS U
apXHUBOBEICHUS

ITK-4 criocoOHOCTBIO CaMOCTOSITENIHPHO PA00TATh C PA3TUYHBIMU UCTOYHUKAMU WH(POPMAITUU




3HaTh 3aKOHOJATENBHYI0 0a3y MpaBHII OUCKA MH()OPMAIIUY U €€ UCITOJIb30BAHUS
B IIpo(heccroHalbHOM 1eATebHOCTH

YmeTh CaMOCTOSITEIILHO HCIIOJIB30BATh NCTOUYHUKY WH(POPMAITUHU B
npodeccuoHaNbHOM IeATEIBHOCTH 110 paboTe C JOKYyMEHTaMU

Bnaners HaBbIKAMU OLICHUBAHUS 3HAUUMOCTHU U MPAKTUYECKON MPUTOTHOCTH

IIOJIYUYCHHBIX PE3YJIbTAaTOB IIOMCKA I10 JOKYMEHTaAM

[1K-5 BnageHreM TeHACHIUAMHU Pa3BUTUS HH()OPMAITHOHHO-IOKYMEHTAI[HOHHOTO 1
o0ecreyeHus yrpaBieHUs] apXUBHOTO Jieia

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

YmMmets aHAJIM3UPOBATh OCHOBHBIC TCHACHLIUU PA3BUTHS HHPOPMAIIIOHHO-
JOKYMEHTAIMOHHOTO 00ECIIEYSHUS! YIPABIICHUSI ApXUBHOTO Jiejia

Bnanets CIOCOOHOCTBIO PUMEHSATD B JIEATEIILHOCTH OCHOBHBIE TEHICHITUH

pa3BuTHS WHOOPMAIMOHHO-IOKYMEHTAITMOHHOTO 00eCTICUeHUS
YIPaBJICHUS apXUBHOIO JIeJIa

[TK-6 criocoOHOCTHIO aHATTM3UPOBATH CUTYAIUIO HA PhIHKE NH(GOPMAIMOHHBIX MTPOYKTOB U
YCIIYT, 1aBaTh 3KCIIEPTHYIO OLIEHKY COBPEMEHHBIM CHCTEMaM 3JIEKTPOHHOTO JOKyMEHTO000pOoTa
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

VYmMmern

aHAJIM3UPOBATh OCHOBHBIE YEPTHI CUTYALMN HA PhIHKE HHPOPMAIIMOHHBIX
IIPOAYKTOB U YCIIYT, 1aBaTh KCIEPTHYIO OLIEHKY COBPEMEHHBIM CUCTEMaM
JIEKTPOHHOTO JOKYMEHTO000POTA U BEIEHUS JIEKTPOHHOIO apXUBa

Bnanets

HAaBBIKOM HCIIOJIb30BAHMS B ACATCIIBHOCTUA CUTYyal[UU Ha PBIHKE
MH(OPMALIMOHHBIX NMPOJYKTOB U YCIIYT, 1aBaTh SKCIIEPTHYIO 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 COCTOSAHHA SaPY6C)KHOFO OonbITa
yIpaBJICHUS TOKyMEHTaMU U OpPTraHU3allii UX XPaHEHUS B OT/ICIbHBIX
CTpaHax

YmMmern

AQHAJIM3UPOBATH OCHOBBI HCTOPUU U COBPEMEHHOI'O COCTOSIHUSA
3apyOeKHOTO OMBITA YIPABICHUS JOKYMEHTAMHU U OpTaHU3AINH UX
XPaHEHHUs B OTAEIBHBIX CTpaHaX

Bnanets

HAaBBIKOM HCIIOJIb30BAHMS B IEATEIBHOCTH OCHOB HCTOPUU U COBPEMEHHOIO
COCTOSIHUS 3apYO€KHOTO OIbITA YIIPABICHUs TOKYMEHTaMU U OpraHU3aliu
UX XpaHEHUs B OTAENIBbHBIX CTPAHAX

ITK-8 cnocoOHOCTBIO AHAJIU3UPOBATH HECHHOCTh JOKYMCHTOB C ICJIbIKO UX XPAHCHHUA

3HaTh 3aKOHO/IATEIbHYIO 0a3y M OCHOBHBIE TTPaBUJIa SKCIEPTU3BI IICHHOCTH
JIOKYMEHTOB YUPEXKICHUS
Ymeth OpPraHu30BaTh MPOLEAYPY IKCIEPTU3bI U TPUMEHATh 3HaHUA 1o DII/],

KPUTEPHUH LIEHHOCTH IIPU 0TOOpE JOKYMEHTOB Ha XpaHEHUE




Bnanets

MpUeMaMU COCTaBJICHUSI COMPOBOAUTEIHHOM TOKYMEHTAIIMN, 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 0030pPOB

YMeTb aHAIM3UPOBATh NPABHIJIA COCTABICHUS ONOIMOrpapUIECKUX U apXUBHBIX
0030poB

Brnaners HaBBIKOM HCIIOJIb30BAHUS B ICATEILHOCTH TPABHUI COCTABICHHUS

oubnuorpaduyecKix 1 apXuBHBIX 0030pPOB

[TK-10 BnajeHreM IpUHIIUIIAMA U METOJAAMH CO3aHHS CIIPABOYHO-HH(POPMAIIMOHHBIX CPEJICTB

K JOKYMCHTaM

3HaTh OCHOBHBIC ITPUHIUIIBEI 1 MCTOABLI CO3/JaHUA CIIPAaBOYHO- I/IHCI)OpMaIII/IOHHBIX
CpeACTB K JOKYMCHTaM

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

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 npaBwia peeprupoBaHys 1 aHHOTUPOBAHUS HAYYHOU JIUTEPaTypHl,
HaBBIKAMHU PEJAKTOPCKON pabOThI

Ymerp aHAJIM3UPOBATh MpaBuia pedpeprupoBaHUs U AHHOTUPOBAHUS HAYYHON
JUTEpaTyphl, HABBIKAMHU PEAAKTOPCKOM paboThI

Buaners HaBbIKOM HCIIOJIb30BaHMS B JEATEIILHOCTH NPaBUII peepupoBaHUs U

aHHOTHPOBAHUS HAYYHOM JUTEpaTyphl, HABBIKAMHU PEAAKTOPCKOI pabOThI

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

myOIuKanui

3HaTL KpuTepur 0TO00pa JOKYMEHTOB JIJISl PA3HBIX TUIIOB M BHJIOB ITYOJIMKAIIHIA
VMmers aHAJIM3UPOBATH TOKYMEHTHI JIJISl pa3HBIX TUIIOB M BUJIOB MyOJIMKAIIHIA
Bnaners CIIOCOOHOCTBIO BBISIBIISITh U OTOUPATh TOKYMEHTHI JIJIsl PA3HBIX THUIIOB U

BHJIOB ITyOJTUKAITUH

[TK-13 crocoOHOCTBIO BECTH HAyYHO-METOANYECKYIO Pa0OTy B TOCYJapCTBEHHBIX,
MYHUIUTTATBHBIX apXUBaX M apXUBaX OpraHU3aIIi

3HaThb IpaBHJIia BEACHUA Hay‘{HO-MCTOHI/I‘{eCKOﬁ pa6OTBI B TOCYJapCTBCHHBIX,
MYHUIUIIAJIBHBIX apXHUBaX U apXHWBaX OpraHHU3alln

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

BJ'IaI[eTL HaBBIKaMU BCACHU A HaquO-MCTOZ[HqCCKOﬁ pa6OTLI B IrOCyJapCTBCHHBIX,

MYHUIUIIAJIBHBIX ApXUBAX U apXUBaX OpraHU3aALNN

[1K-14 BnasenueM HaBbIKaMH UCTIOJIb30BAHUS KOMITBIOTEPHOM TEXHUKU M WH(POPMAIIMOHHBIX
TEXHOJIOTUH B TOKYMEHTAllMOHHOM O0OECIIEYEeHUH YIIPABIICHHS U apXUBHOM JIENIe




3HaTh HOPMATHUBHYIO 0a3y UCHOJIb30BaHUS KOMITBIOTEPHOI TEXHUKH U
MH(GOPMALIMOHHBIX TEXHOJIOIMH B JOKYMEHTAllUOHHOM 00ecIie4eHun
YIPABJICHUS U ADXUBHOM JI€JIE

YMers BECTH HAyYHO-METOANYECKYIO pPadOTy B apXHBE UCIOIH30BAHHUS
KOMIIBIOTEPHON TEXHUKH U MH(MOPMALIMOHHBIX TEXHOJIOTUI

Bnagers croco0amMM COBEPILIEHCTBOBAHUS NMPO(EeCCHOHAIBHBIX 3HAHUN 1 YMEHUH

IIyTEM HCII0JIb30BaHUA HH(bOpMaI_[I/IOHHBIX TEXHOJIOTHH - COCTaBJICHHUE
AOKYMCHTOB C HCKOTOPBIMHU 3aMCYaHHUAMU

ITK-15 criocoOHOCTBIO COBEPIIEHCTBOBATH TEXHOJIOTUHU JJOKYMEHTAIMOHHOTO 00eceYeHus
yIIpaBJICHUS U apXUBHOTO Jieia Ha 0a3e UCIOIb30BaHUs CPEJICTB aBTOMATHU3ALIUU

3HaThL TCXHOJIOTMU JOKYMCHTAIMOHHOI'O obecrneueHuUs YIpaBJICHHUA U apXUBHOTI'O
AcJIa Ha 0a3e UCHOIL30BAHUS CpCaCTB aBTOMATHU3allun

YMeTh AHAJIIM3UPOBATH TCXHOJIOI'MU JOKYMCHTAIHUOHHOTI'O oOecIeycHus
YIIpaBJICHUA U apXHUBHOT'O [€JIa Ha 0a3e UCHOoIb30BaHU CpCacTB
aBTOMaTu3aluu

BJ'Ia,I[eTL CIIOCOOHOCTBIO COBCPHICHCTBOBATH TEXHOJIOTHU NOKYMCHTAIITHUOHHOT'O

oOecrieyeHns yrpaBieHUs] U apXUBHOTO Jiea Ha 0a3e MCIOIb30BaHMs

CpCACTB aBTOMAaTU3allun

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

APXHUBHOM ICJIC

3HaTh HOPMATHUBHYIO 0a3y UCIOJIb30BAHUS TEXHUYECKUX CPEICTB B
JAOKYMCHTAIIMOHHOM oOecrieueHN YIIpaBJICHUA U apXHUBHOM JICJIC

YmeTb BECTH HAyYHO-METOJANYECKYIO PA0OTY € 3KCILTyaTallMeld TeXHUUECKUX
CpPEICTB

Brnanets croco0amMu COBEPIIIEHCTBOBAHUS MPO(ECCHOHANTBHBIX 3HAHUN ¥ YMEHUH

apXHBapHyca IIyTeM C dKCIUTyaTallued TEXHUYECKUX CPENICTB

[1K-17 BnageHrneM METOaMH 3aIIUTH HHPOpMAIHH

3HaThb HOpPMAaTHUBHYIO 0a3y 3amuThl HHGOpMaIUu
YmeTh MPUMEHSTh METO/IbI 3aIlIUTHI UH(pOpMaLIUK
Brnaners croco0amMM COBEPILIEHCTBOBAHUS MPO(PECCHOHANBHBIX 3HAHUNA U YMEHUH

MIpY IPUMEHEHUH METO/I0B 3alUThl THPOpMAIIUU

[1K-18 Bmageumem c

OBPEMCHHBIMU CUCTCMaMHU I/IH(I)OpMaI_II/IOHHOTO U TCXHUYCCKOT'O

oOecrnieyeHns JOKYMEHTAIlMOHHOTO 00eCIieueHN s yIIpaBIeHHsI U YIIPaBICHUS apXHUBaMHU

3HaTh

HOpPMAaTHUBHYIO 0a3y cucTeM HH(POPMAIIMOHHOTO U TEXHUYECKOTO
o0ecrniedyeHns JOKYMEHTAIMOHHOTO 00ecrieueHus yIpaBiIeHus 1
yIIpaBJICHUs] apXUBaMHU

YmMmern

OIepUPOBATH CHCTEMaMU UH(POPMALIMOHHOTO U TEXHHUUYECKOTO
o0ecrnieueHns JOKYMEHTAIIMOHHOTO 00ecieueHus yIpaBiIeHus 1
yIIpaBJICHUs apXUBaMHU

Bnaners

HaBBIKAMHU pabOThI B cHCTeMaxX HHPOPMALMOHHOTO U TEXHHUUYECKOTO
o0ecrniedyeHns JOKYMEHTAIIMOHHOTO 00ecieueHus yIpaBiIeHus 1

YIPABJICHUS apXUBAMU

[TK-20 ciocoOHOCTHIO UCTIOJIB30BATh MTPaBUjIa OPTaHU3AIMN BCEX ATANOB padOTHI C
JOKYMCHTaMH, B TOM YUCJIC apXUBHBIMU JOKYMCHTaAMHA

3HaTh

MIpaBUJIa OPTAaHU3ALMHU BCEX 3TANIOB PAOOTHI C TOKYMEHTAMHU, B TOM YHCIIE
apXHUBHBIMH TOKYMEHTaMU




YmeTh aHAJTM3UPOBATh MIPABHUJIA OPTAaHU3AIMU BCEX 3TANIOB PAOOTHI C
JOKYMEHTaMH, B TOM YHCJIE apXUBHBIMHU JIOKYMEHTAMU
Bnaners CIOCOOHOCTBIO HCIIONIB30BATh B JCATEIHHOCTH OCHOBHBIX MTPABHII

OpraHu3anuu BCECX 3TAIIOB pa6OTI>I C IOKYMCHTaMH, B TOM 4YHCJIC
APXUBHBIMHU JOKYMCHTAMHU

[1K-21 BnasgeHremM HaBbIKAMU COCTaBJICHUS OMKUCEH JIeJl, TOATOTOBKH JEJI K Mepejaye B apXuB
OpraHu3alvu, TOCYAAPCTBEHHBIN WM MyHUIIUITAIBHBIN apXUB

3HaTh MpaBujia COCTABJIEHUSI OMUCEN J€J, TOATOTOBKH JEN K NEPEaye B apXUB
OpraHu3alyu, rOCYyJapCTBEHHbIN WX MyHULIUIIAJIbHBIN apXUB

Ymerp AQHaJIM3UPOBATH MPABUIIA COCTABICHUS OMMUCEN JIEJ1, TOATOTOBKH JEN K
repeaayde B apXuB OpraHu3aliu, roCyJapCTBEHHbIN WIM MYHULIUITAIbHBIN
apXuB

Bnaners HaBBbIKAMH COCTABJICHHS OIIUCEN JIeJl, TOATOTOBKH J€M K Iepe/iaue B apXUB

OopraHu3anuu, FOCY,Z[apCTBeHHLIﬁ U1 MYHI/II_II/IHaJ'IBHHﬁ apxXuB

[TK-22 criocoOHOCTHIO0 TPUHUMATH y4acTHe B pabOTe MO MPOBEACHUIO SKCIIEPTH3BI IICHHOCTH

3HaTh IIpaBUJIA IKCIIEPTU3BI HEHHOCTH JTOKYMEHTOB

YMmetb UCNOJIb30BaTh 3HaHUs 1o D1JI, kpuTepuu LEeHHOCTH ITpU 0TOOpE
JIOKYMEHTOB Ha XpaHEHHE

Buaners TEXHUKaMH, HaBbIKaMu U MeToaukamu JLJ[ no oy apxuBHOrO

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

[1K-23 BnaseHreM HaBbIKaMU y4eTa U 00eCleYeHHsI COXPaHHOCTU JOKYMEHTOB B apXMBE

3HaTh HOPMAaTUBHYIO 0a3y U OCHOBHBIE [TpaBHJIa COCTABIICHUS apXUBHBIX YUETHBIX
JOKYMEHTOB - IIPUHLIUIIBI IOCTPOEHUS CUCTEMBI y4eTa K JOKyMEHTaM
apxuBa

YMerb 0TOMpaTh HEOOXOAUMYIO HH(OPMALIHIO [T YYETHBIX JOKYMEHTOB

Bunaners HaBbIKaMU O(OPMIIEHUS YUETHBIX IOKYMEHTOB K apXUBHOMY (DOHAY

[1K-24 BnaseHrneM HaBbIKaMHU OpPraHU3alliK CIPABOYHO-TIOMCKOBBIX CPEACTB U UCIOJIb30BaHUS
apXMUBHBIX JOKYMEHTOB

3HaTh HOpMaTuBHYIO 0a3y, npuHuuiel noctpoeHuss HCA k 1okymeHTam apxuBa,
HCIOJIb30BaHUS JOKYMEHTOB KOHKPETHOTO apXUBa

Ymetp OpraHu30BaTh MOUCK HeoOxoaumon nudopmaruu ais HCA, 3anpoca mo
(hOHTY KOHKPETHOTO apXH1Ba

Bnanetn METOJMKaMH, TEXHUKAMH W HaBbIKaMu opopmiieHus u oprannzanuu HCA,

HCIIOJIb30BAHUA JOKYMCHTOB - COCTABJICHUC JOKYMCHTOB C HCKOTOPBIMU
3aMCUYaHUsIMHU

[T1K-25 BnajgeHneM HaBbIKAMHU OATOTOBKHU YIIPABJIECHYECKUX JOKYMEHTOB M BEJEHUS J1€JIOBOM

3HaTh IIpaBUJIa OATOTOBKH YIIPABICHYECKUX JOKYMEHTOB M BEJACHUS JEIOBON
MIEPENUCKHU

Ymetn aHAJIN3MPOBATh NPABUJIA IOATOTOBKH YIIPABIEHYECKUX JOKYMEHTOB H
BEJICHHUS I€JI0BOM NMEPENUCKU

Bnaners HAaBBIKaMU IIOJrOTOBKHU YIIPABICHYECKHUX JOKYMEHTOB U BEICHMS 1€J0BON

MepEenucKu




[1K-26 BnasgenueM HaBbIKaMHu 00pabOTKH JOKYMEHTOB Ha BCEX ATalax JOKYMEHT0000poTa,
CHCTEMaTH3alliH, COCTaBICHNS HOMEHKIIATYPHI JIeJT

3HaTh npaBuiia 00pabOTKHU IOKYMEHTOB Ha BCEX 3Tanax JOKyMEHTO000poTa,
CHCTeMaTH3alluH, COCTABJICHNS! HOMEHKIIATYPBI JIeJT

YmeTh aHaJM3UPOBATh MIpaBHUiIa 0OPaOOTKH TOKYMEHTOB Ha BCEX dTarax
JTOKYMEHTO000pOTa, CUCTEMATH3aI[lH, COCTABICHHS HOMEHKIIATYPHI JIeI

Brnaners HaBBIKAMU 00Pa0OTKU JOKYMEHTOB Ha BCEX 3Tanax JOKyMEHT0000poTa,

CucTeMaTus3anuu, COCTaBJICHNUA HOMCHKIIATYPbI A€

[TK-27 crnocoOHOCTBIO0 MPUHUMATDH Y4acTHe B paboTe MO MPOBEACHUIO IKCIEPTU3bI IIEHHOCTH

JIOKYMEHTOB

3HaTh MpaBUJIa HKCIEPTU3bI HEHHOCTH TOKYMEHTOB

Ymetp WCII0IBb30BaTh 3HaHUs 1o DI/, kpuTepun IeHHOCTH TIpU 0TOOpE
JIOKYMEHTOB Ha XpaHEHUE

Bnaners TeXHUKaMH, HaBbIKaMu 1 MeTtoaukamu D11 /I;

croco0amMu OIICHWBaHUS 3HAYUMOCTH JJOKYMEHTA - IPOTOKOJIMPOBAHUE
DI/, ee ananus

[1K-28 BnameHneM HaBBIKAMHU y4eTa U 00€CIEUeHUsI COXPAaHHOCTH JOKYMEHTOB B apXUBE

3HaThb HOpPMAaTHUBHYIO 0a3y U OCHOBHBIE IPaBUJIa COCTABJICHHS apXUBHBIX YUETHBIX
JIOKYMEHTOB - IIPUHLIMIIBI IOCTPOEHUS CUCTEMBI yueTa K JOKyMEHTaM

YMmetb 0TOMpaTh HEOOXOAUMYIO HH(OPMALIHIO [T YYETHBIX JOKYMEHTOB

Bunaners HaBbIKaMU 0()OpPMIIEHUS YUETHBIX IOKYMEHTOB K apXUBHOMY (HOHAY -

COCTaBJICHHUC JOKYMCHTOB C HCKOTOPBIMH 3aMCUYAHUAMUA

JITK-2 crnocoOHOCTBI0 OPUEHTUPOBATHCS B 3aKOHOAATEIILHOM U HOPMATHBHO-METOIUUECKON
0a3e MHPOPMAIIMOHHO-TOKYMEHTAIIMOHHOTO 00ecTiedeH sl YIPaBIECHUS U apXUBHOTO JieNia U

CMEXHBIX 00J1acTen

3HaTh

MIpaBOBbIE€ OCHOBBI HH(OPMALIMOHHO-OKYMEHTAIIMIOHHOTO 00eCcTIeueHust
YIPABJICHHS U ApXUBHOIO J€N1a IS HY’KJ KOHKPETHOI'O apXUBHOT'O
YUpEeKIACHUS

VYmMmern

MPUMEHSTh Ha IPAKTHKE B MPOPECCUOHANIBHON AEITEIbHOCTH 3HAHUS
paBoBbIX 0cHOB M/IOVY 1 apXxuBHOrO J€j1a B KOHKPETHOM apXUBHOM
YUPEKICHUN

Bnanets

METOJNKaAMH O(I)OpMJ'ICHI/IH " XpaHCHUSA JOKYMCHTOB C YUCTOM HOPM




6. CTpykTypa u conep:xxanue npakruku/HAP

O6mas tpynoemkocth npaktuku/HUP cocraBnser 6 3averHpix enunmi 216 aka.
YacoB, B TOM YHCIIE:

— KOHTakTHas padora — 0,4 akaj. 4acos:

— caMocTosiTenbHas pabora — 207,8 akaj. 4acos;

Ne
n/n

Pazpensr (3tamsr) u conepxanue
MPaKTHKA

Kypc

Buzpl paboT Ha pakTHKE,
BKJIOYAsl CAMOCTOSTEIBHYIO paboTy

Kon xomneTeHyu

Opranuzanus
XpaHEHUs IOKyMEHTOB

apXUBHOTO

[ToaroroBUTENBHBIN JTall.
3HaKOMCTBO c OopraHu3anuen
apXMBHOTO XpaHEHHs IOKYMEHTOB
0a3bl PAKTHKH:

-HOpMaTHBHasi 0a3a (TOJIOKEHMUS,
WHCTPYKIIUU u T.7.) o
OpraHu3alMyd apXHUBHOTO XpaHEHHS
JIOKyMEHTOB 0a3bl MPAKTHKH;

- pacmopsaUTeNbHbIE JOKYMEHTHI
0 1O OpraHu3aldd apXHUBHOTO
XpaHeHUs JIOKYMEHTOB 0a3bl
MPaKTHKY;

- JIOJDKHOCTHBIE  HMHCTPYKIHH
paOOTHUKOB,  OTBEYAIONIMX 34
OpraHU3alHI0 APXHUBHOTO XpaHEHHS
JIOKyMEHTOB 0a3bl MPAKTHKU.

OK-9, OK-10, OIIK-1, OIIK-4,
OIIK-6, IIK-1, ITK-4, TIK-8, TIK-
14, TIK-16, I1K-17, I1K-18, I1K-
22, TIK-23, T1K-24, TIK-27, TIK-
28, AIIK-2, TIK-2, I1K-3, T1IK-6,
IK-7, TIK-9, TIK-10, ITK-11, TIK-
12, TIK-13, T1IK-15, I1K-20, I1K-
21, TIK-26

Opranu3zanus
XpaHEeHHUs JOKYMEHTOB

apXHUBHOTO

[Ipon3BoACTBEHHBIH 3TaIl.
OdopmiieHne aen Uis apXUBHOTO
XpaHEeHUs

OdopmiieHne BHYTPEHHHX OIHCEil
U JINCTOB-3aBEpUTENEH JeT
Ilepenaya nmen Ha  apXuBHOE
XpaHEeHue
Beimonnenue orepanui o
OCYILECTBIIEHUIO paboTsl
3JIEKTPOHHOTO apxuBa
opranusanu, B Tom uucie B COJI.
Ocy1iecTBiieHHE XpaHEeHHUs,
KOMILJICKTOBaHHS, yuera u
UCTIOJIb30BaHUSA apXHUBHBIX
JIOKYMEHTOB:

l)opopmienne JTOKYMEHTOB IO
UTOTaM  SKCHEPTH3bl  LIEHHOCTH
(nporoxossl 3acenanus K, akTel o
BBIJICJICHUH JIOKYMEHTOB K
YHUYTOXXEHUIO H T.J.);

2)BeZICHUE YYETHBIX JIOKYMEHTOB
apxuBa  (KHMTa  TOCTYIUICHHH,
cnucok  (QoumoB, smct (QoHAa,
apXMBHBIX omuced, paeno ¢oHaa,
MacropT apxuBa, nacropT
apXMBOXPAHWINIIA U T.11.);
3)cocTaBiieHHE aKTOB INPOBEPKH
HAJIMYUS U COCTOSIHUSA JIET;
4)co3nanue, TIOTIOJTHEHNE u
cosepiieHctBoBanue CHCA apxuBa
(onmcaHne JOKYMEHTOB U e,
KaTaJloroB, yTEeBOIUTEICH,
0030poB, yKaszareneil, nepeuHeil u
0a3 1aHHBIX);

OK-9, OK-10, OITK-1, OITK-4,
OIIK-6, T1K-1, TTK-4, TIK-8, T1K-
14, TIK-16, TIK-17, TIK-18, TIK-
22, TIK-23, TIK-24, TIK-27, TIK-
28, JINK-2, TIK-2, TIK-3, TIK-6,

TTK-7, TIK-9, TIK-10, [TK-11, TTK-
12, TIK-13, TIK-15, TTK-20, TTK-

21, TIK-26




5)ConeiictBue HCIIOJIB30BAaHUIO
JIOKyMEHTOB apXUBa:

a) HCTIOJIHCHHUE 3arpocoB
(obopmiieHHE apXHBHBIX CIPABOK,
ApXMBHBIX  KONHH,  apXUBHBIX
BBIITHCOK, UH()OPMAITMOHHBIX
HCEM);

0) BbIJaYa MOUIMHHBIX TOKYMEHTOB
U JIem,

B) myOnuKanus
JIOKyMEHTOB;

T) OpraHu3anysl BHICTABOK;

) HUCIONb30BaHHE JIOKYMEHTOB
apxuBa B CMM (nepuoaudeckas
neyars, panuonepenayy,
TeJeBUICHNE) U T.1.

APXUBHBIX

Opranuzanus
XpaHEHUs IOKyMEHTOB

apXHBHOTO

Uccnenosarensckuit JTat.
O0paboTka ©  cHUCTeMaTH3alMs
NONMydeHHOH  WHGOpMaIuu u
MaTepuasnoB, MOJrOTOBKA OTYETA IO
NpakTHKe W  BBICTYIUIGHHS Ha
OTYETHOW KOH(EPESHIHH.

OK-9, OK-10, OIIK-1, OIIK-4,
OIIK-6, IIK-1, ITK-4, TIK-8, TIK-
14, TIK-16, I1K-17, I1K-18, I1K-
22, TIK-23, T1K-24, TIK-27, TIK-
28, AIIK-2, TIK-2, T1K-3, TIK-5,
IK-6, TIK-7, TIK-9, I1K-10, T1K-
11, TIK-12, T1K-13, I1K-15, I1K-
20, TIK-21, TIK-25, TIK-26

Opranmzamust  u
JIOKYMEHTAI[HOHHOTO
obecrieyeHus! yrpaBIeHuUs

TEXHOJIOI'UA

[HoaroroBurenbHbIN JTall.
3HAaKOMCTBO €  OpraHuzanueit
JOKYMEHTAIIMOHHOTO o0ecreueHns
(A0Y) 6a3bl IpaKTUKHU:

- CTpyKTypa ympaBieHHs 0a3bl
IPaKTUKU, MECTO MOAPa3AeICHUs
JOYVY B cTpyKType opraHu3ainu;

- HOpMaTHBHas 0a3a OpraHu3aluu
JOVY 6a3bl npakTukwy,

- HIHCTPYKTaX CTY/ICHTA 110 TEXHUKE
0e301acHOCTH B XO/I€ MPAKTHKH;

- u3ydyeHue JIOKaJIbHBIX
HOPMAaTUBHBIX aKTOB 1o
oprausanuu u TtexHonorun JJOY
0a3bl MPaKTUKH.

OK-9, OK-10, OIIK-1, OIIK-4,
IK-1, I1K-4, T1K-8, ITK-14, I1K-
16, TIK-17, T1K-18, I1K-22, I1K-
23, TIK-24, TIK-27, TIK-28, JIIK-
2, 1IK-2, TIK-3, TIK-6, TIK-7, IIK-
9, IIK-10, TIK-12, ITK-13, T1K-15,
I1K-20, TIK-21, TIK-26

Opranmzaiust  u
JOKYMEHTaIlHOHHOTO
obecrieyeHus! ypaBIeHuUs

TEXHOJIOTUA

ITpousBoacTBeHHBIH dTam.
Amnanu3 pabouero
KaHLEJIIPCKOTO pabOTHHKA.
O3HaKOMJIEHUE ¢ OpPraHU3allMOHHO-

MECTa

pacnopsAUTEIbHON cUCTeMOH
JIOKyMEHTalUU OpraHH3aIuy,
YUPEXICHUS, GUPMBL.

IMoxroroBka IIPOEKTOB
OpTaHM3aIIMOHHO-

pacnopsAAUTENILHON TOKyMEHTAIUH.
Opranuzanys JOKyMEHT0000poTa B
OpTaHM3ALNH, YUPEXKICHHH, PUpPMe.

IpaBuna  mpuema,  OTIPABKH,
peructpaui KOPPECCIOHACHIIUUA B
OopraHm3alivd. AHaJIM3 mpolecca
OpraHu3aIu KOHTPOJIS
WCTIOJTHEHHUS JOKYMEHTOB,
OpraHu3alus paboThl

UCIIOJIHUTENICH ¢ JOKYMEHTAMH.
[lpaBuna  ¢GopmupoBaHus  jed,
MOPSIJIOK OPTraHU3aLUuH

OK-9, OK-10, OITK-1, OITK-4,
TTK-1, [TK-4, TTK-8, T1K-14, TTK-
16, TIK-17, TIK-18, T1K-22, TIK-

23, T1K-24, TIK-27, [TK-28, JITK-

2, TIK-2, TIK-3, TIK-6, [TK-7, TTK-

9, TIK-10, TIK-12, TIK-13, TTK-15,

TK-20, TIK-21, TIK-26




OTIEPaTHBHOTO
JIOKYMEHTOB.
IMpaBmna u TOPSATOK CO3MAHHSA U
BEJICHUSI HOMEHKJIATyphl fien 0a3bl

XpaHeHus

MPAaKTUKU u CTPYKTYPHBIX

MOJpa3IeICHUN.

Opranuzanus OTIepaTUBHOTO

XpaHeHHUS JIOKyMEHTOB 6assl

MPAKTUKU

OK-9, OK-10, OIIK-1, OIIK-4,

HccnenoBarenbckuii srar.| OIIK-6, IIK-1, ITIK-4, TIK-8, T1K-
Opramusamss ¥ TexHonorus O6pabotka u  cucremartusanms| 14, TTK-16, TTK-17, TIK-18, TIK-

MOJTY4EeHHOH nHpOpMALUI u| 22, IIK-23, TIK-24, TIK-27, TIK-

JOKyMEHTAllUOHHOTO
o0ecrieyeHus! yIpaBIeHUs

MaTepHasoB, IOATOTOBKA OTYETa IO
MpakTHKE W  BBICTYIUICHHS Ha
OTYETHOW KOH(EPECHIIUH.

28, [IIK-2, T1K-2, IK-3, TIK-5,

IK-6, I1K-7, I1K-9, ITK-10, ITK-

11, TIK-12, TIK-13, T1K-15, TIK-
20, TIK-21, T1K-25, I1IK-26




7 OueHo4YHbIE CpeaCcTBa /sl MPOBeJeHUS MPOMEXKYTOYHOH AaTTeCTAIlUM IO
npaktuke/ HUP
[IpencraBiensl B npuiioxxeHuu 1.

8 YueOHo-MeTOAUYecKOe M MHPOPMaIHOHHOe 00ecniedeHue npakTuxku/HUP

a) OcHoBHas1 IUTEpPaTYypa:

JlokymeHTaIrmoHHoe obecrieueHue ynpasiaeHus : yueonuk / A. C. I'punbepr u np. - M. :
IOHUTU-TAHA, 2011. - 1 snekrpon. ont. muck (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 (mata oOpamenus: 25.08.2020). - Makpooobekr. - Tekcr
AIIEKTPOHHBIN. - CBeenus noctynusl Takxke Ha CD- ROM.

JIOKyMEHTaIlMOHHOE ~ O0ecreueHUue YIpaBICHUS Ha MPEANPHUATHSIX  Pa3IHuHBIX
OpraHu3allMOHHO-TIPAaBOBBIX (hopm : ydeOHOe mocobme [mns By3oB] / cocraButenu: C. C.
BenukanoBa, M. B. Kamry6a ; Marautoropckuii roc. Texunyeckuit yH-T uM. . 1. HocoBa. -
Marnutoropck : MI'TY um. I'. U. 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=dcatalogues/1/1535
269/4125.pdf&view=true = (mara o6pamienus: 25.08.2020). - MakpooObekr. - Tekcr
AIIEKTPOHHBIN. - CBerenus noctymnusl Takke Ha CD- ROM.

Anoxuna, C. A. KypcoBas pabora 0O JAOKYMEHTOBEICHUIO, AapXUBOBEICHUIO,
OpraHMW3allil ¥ TEXHOJIOTHMH JIOKYMECHTAllMOHHOTO OOCCIICUYCHHS YIpaBICHHUS : Y4eOHO-
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 o6pamenus: 24.08.2019). - MakpooosekT. - Tekcr
AIIEKTPOHHBIN. - CBeieHus noctymnHsl Takke Ha CD- ROM.

0) /lonmoJiHUTEIbHAS JINTEpATYypa:

Benukanona, C. C. KagpoBoe 1enonpou3BOJACTBO U apXUBbI JOKYMEHTOB IO JIMYHOMY
COCTaBy: MNpakTHUKyM : npaktukym [mis By3oB] / C. C. Benukanosa, M. B. Kamyb6a ;
Marnuroropckuii roc. rexunueckuii yH-T uM. ['. 1. Hocosa. - Marnuroropck : MI'TY nm. I'. U.
Hocoa, 2020. - 1 CD-ROM. - 3Barn. ¢ TurymakpaHa. - URL
https://magtu.informsystema.ru/uploader/fileUpload?name=4126.pdf&show=dcatalogues/1/1535
271/4126.pdf&view=true  (mara oOpamenus: 25.08.2020). - Makpooobekr. - Tekcr
JIEKTPOHHBIN. - CBeleHns nocTymHbI Takke Ha CD- ROM.

MecTHOe camMoyIpaBleHHe U MyHULMNAIILHOE yIpaBiieHHe : yuyeOHuk / mox pexd. A. C.
[MpyaaukoBa, M. C. Tpodumosa. - 2-¢ uzn., nepepad. u jgom. - M. : KOHUTU-JJAHA, 2011. - 1
anekTpoH. onT. quck (CD-ROM). - 3arn. ¢ tutyn. skpana. - (Y4eOHas nuTeparypa Ajsl BHICII. H
cpen. pod. o0pas.). - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=389.pdf&show=dcatalogues/1/10793
27/389.pdf&view=true (mata oOpamenus: 25.08.2020). - Makpooobekr. - Tekcr
ANIEKTPOHHBIN. - CBeieHus noctynHbl Takxke Ha CD- ROM.

B) MeToanueckue yKazaHus:
[Ipunoxenue 2

r) [IporpammHoe obecneuenue u UHTepHer-pecypcebi:
http://archives.ru ®enepanpaoe apxuBHOe areHTcTBO PD (PocapxuB)



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
http://archives.ru/

IIporpammHoe obecnieueHue

Haumenosanue 110 No noroBopa Cpok neicTBUs JIUIEH3UU
MS Windows 7 J1-1227-18 ot 08.10.2018 11.10.2021
MS Windows 7 J-757-17 ot 27.06.2017 27.07.2018
MS Office 2007 Ne 135 or 17.09.2007 0OeccpoUHO
7Zip CBOOOJHO PacHpOCTPaHIEMOE 0eCcCpOYHO
Adobe Reader CBOOOJIHO pacupoOCTpaHsIEMOE 0ECCPOYHO
FAR Manager CBOOOIHO PacIpPOCTPAHIEMOE 0eccpoUHO

IIpodeccnonanbHbie 6a3bl JAHHBIX 1 HHPOPMALMOHHbIE CIIPABOYHbIE CHCTEMbI

HasBanue kypca

Ccruika

DnekTpoHHas 0a3a MEpHOAUYECKUX W3naHui East
View Information Services, OO0 «11IBUC»

https://dlib.eastview.com/

WNndpopmanvonHas cucrema Enunoe okHO
J0CTyna K MH(GOPMaMOHHBIM pecypcaM

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

OO DKETHOE
HHCTHUTYT

®denepanbHOE roCyJIapCTBEHHOE
yUpexKICHUE «DenepanbHbIN
MIPOMBIIIUICHHOM COOCTBEHHOCTHY

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

Hanponanbhast  wH(GOpMAIMOHHO-aHATUTHYECKAS
cucreMa — Poccwiickmii  umHImexc HayuHoro|URL: https://elibrary.ru/project risc.asp
nutupoBanus (PYHII)

[TouckoBas cucrema Axamemust Google (Google
Scholar)

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

Poccuiickasa ouobmnoTexa.

Karanoru

I'ocynapcrBennas

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

OneKkTpoHHbIEe pecypcbl Oubmmoreku MITY wum.
I'.'1. HocoBa

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

@denepanbHblii  00pazoBaTeNbHBI  HOPTAT
OxoHomuka. Counomnorus. MeHePKMEHT

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

VYHuBepcuterckass MHQOpPMAIMOHHAsg  CHCTEMa . .
https://uisrussia.msu.ru

POCCHUS b

MC)KIIYHapOILHaH HaYKOMeTpI/I‘-ICCKaH

pedeparrBHas W TOJHOTEKCTOBass 0a3a JTaHHBIX
Hay4HbIX uznanuii «\Web of sciencey

http://webofscience.com

n
JAaHHBIX

MexnyHnapoaHas pedepatuBHas
MOJTHOTEKCTOBasE ~ CIpaBoyHas  0aza
HAYYHBIX U3JaHUH «SCOPUS

http://scopus.com

MexnayHapoaHasi 6a3a OJIHOTEKCTOBBIX KYypHAJIOB
Springer Journals

http://link.springer.com/

MexnyHnapoaHas KOJIJICKIIU S Hay4HBIX
IMPOTOKOJIOB TII0 Ppa3IMYHBIM OTpacCIIsIM 3HaHUU
Springer Protocols

http://www.springerprotocols.com/

MexnayHaponHas 0a3a CHpaBOYHBIX HW3JaHUMA 10

BCeM oTpaciisiM 3HaHwuit SpringerReference

http://www.springer.com/references



https://dlib.eastview.com/
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

MexnynapoHast pedeparuBHas u
NOJHOTEKCTOBas ~ chnpaBodHas  0a3za  maHHbIX |https://www.nature.com/siteindex
Hay4HBIX u3ganuil «Springer Nature

ApxuB Hay4HbIX OKypHaoB «HaunoHaibHbII

9JIEKTPOHHO-UH(POPMAIIHOHHBIH KoHmopuuym» |https://archive.neicon.ru/xmlu i/
(HIT HOUKOH)

Wudopmannonnas cucrtema - HopmaTtuBHbIe

HPaBOBBIC aKTBhI, OpraHU3auOHHO-

pacriopsUTeIbHbIC JTOKYMEHTHI, HOpMaTHBHbIe u|https://fstec.ru/normotvorcheskaya/tekhnich
METOAMYCCKHE JOKYMEHTBI M IOAroToBJcHHBIE|eSkaya-zashchita-informatsii

IPOEKTHI JIOKYMEHTOB 110 TEXHHYECKOHM 3aIuTe
nHpopmaruun CTOK Poccun

HNndpopmanmonnasi cuctema - baHk JaHHBIX yrpo3

6e3omacuoct unpopmannu CTIK Poccun https://bdu.fstec.ru/

9 MartepuajJbHO-TeXHHYECKOe o0ecnieuenne npakTukun/HAUP

MarepuanbHO-TEXHUYECKOE O0eCIeUYeHUEe OpraHW3aIMil Pa3JIMYHBIX OPraHU3alMOHHO-
IMPpaBOBBLIX (bOpM IIO3BOJISICT B IIOJITHOM O6’I)€Me pcaji30BaTh LCIW MW 3ada4d IPAKTUKH U
c(hopMHUPOBATH COOTBETCTBYIOIINE KOMITICTCHITHH.


https://www.nature.com/siteindex
https://archive.neicon.ru/xmlu%20i/
https://fstec.ru/normotvorcheskaya/tekhnicheskaya-zashchita-informatsii
https://fstec.ru/normotvorcheskaya/tekhnicheskaya-zashchita-informatsii
https://bdu.fstec.ru/

IIpunao:xenue 1

OueHouHble  cpeacrBa  JJsl  NpPOBeleHHsl  NPOMEKYTOYHOH  aTTecTalMM IO
NMPOU3BOJACTBEHHOH NPAKTHKH IO TMOJYYEeHUI0 NPO(PecCHOHATBHBIX YMEHHH M ONbITA
npo¢ecCHOHATBHOM 1eSITeJIbHOCTH

Bu arrecranuu 1mo uToraM mpakTUKH — 3a4€T C OIIEHKOW, KOTOPBIN MPOBOAUTCS B (hopme
3amuThl oTyera. [lo WMTOraM mNpPaKTUKH TMPOBOAMTCS HUTOTOBas KOH(EPEHIMs, Ha KOTOPOH
CTYAEHT 03BYyYHMBAET OCHOBHBIE UTOTH, ITOJYYCHHbBIE HA IPAKTHKE.

Jlo wuTOrOBOM KOH(EPEHIMH CTYASHT MPENOCTaBIsIeT Ha Kadeapy Cleayonue
JIOKYMEHTBI:

- MACBMEHHBIN OTYET

- THEBHUK MPAKTUKH;

- UHIMBUAYaJIbHOE 33JJaHUE;

- XapaKTEepUCTUKA PYKOBOAUTEIIS PAKTUKU OT OPraHU3alUU C OLICHKO.

IIpumepHoOe MHAUBHUAYAJIbHOE 3alaHHE HA IPOU3BOACTBEHHYI0 IPAKTHKY
«Opranu3anusi apXuBHOI0 XpaHEeHHUs JOKYMEHTOB) .
Llenv npoxorcoenus npakmuxu:
1. 3akpemnsieHue u yriyOieHHE NOJYyYEHHBIX TEOPETUUYECKUX 3HAHUMN IO CIEAYIOLUIUM
HaIpPaBJICHUSAM:
a) IPUHLIMIIBI U METOJAbl OTOOpa W OpraHu3alud JOKYMEHTOB, MOJJIEKAIINX
apXUBHOMY XPaHEHUIO;
0) crocoObl XpaHeHus1, 00ecreunBaloIINe OJIHYI COXPAaHHOCTh MAaTepUAJIOB;
B) CO3JIaHHE CUCTEMbI HH(OPMALIUU O COJEPKAHUU JOKYMEHTOB;
I') OpraHu3alusi BCECTOPOHHErO UCIOJIb30BAHUS JOKYMEHTHOU HH(pOopManuy;
1) opraHu3anusi paboThl apXUBHBIX YUPEXKICHUN U T.1.
2. TlpuobGperenne mepBUYHBIX MPOPECCHOHATBHBIX YMEHHH W HAaBBIKOB B OOJIACTH
OpraHM3ali ApXUBHOI'O XPaHEHUS TOKYMEHTOB.
3. IlpuoOpereHne  mNepBUYHBIX  NPO(GECCHOHATBHBIX  YMEHMH U HaBBIKOB
MCIIOJIb30BaHUsI KOMIIBIOTEPHBIX TEXHOJIOTHI B apXHUBaXx.
3aoauu npakmuku:
— obecrieueHue U TOpoBepKa NPOPECCHOHATBHOH TOTOBHOCTH  CTYAEGHTOB K
CaMOCTOSITENIbHOM ~ TPYJOBOW  JESATENBHOCTM W BBINOJIHEHHIO OCHOBHBIX
PO eCCHOHAIBHBIX (PYHKITUN B COOTBETCTBUH C KBATH(PUKAIIMOHHBIMU TPEOOBAHUSIMU;
— 3aKperieHue, yriayoleHue M pacllupeHHe 3HaHuM B 00JacTH apXUBHOTO Jela,
MOJIYYEHHBIX CTYJACHTAMH B IIPOIIECCE TEOPETUUYECKOTO O0yUeHus,
— W3YYEHHE OpraHu3aluu ACSITEIBbHOCTH U CTPYKTYpbl apXUBHOTO TMOApA3JIEICHUS B
cucTeMe CIyXObl TOKYMEHTAllMOHHOTO 00ecieueH sl yIpaBJIeHuUs;
— MpHOOpETeHHEe W 3aKpeIUIeHHWEe MPAKTUYECKHMX YMEHUH M HAaBBIKOB BBIIOJIHEHUS
OCHOBHBIX BHJIOB pabOT B 00JIACTH XpaHEHUs, KOMIUIEKTOBaHMs, yueTa U UCIOIb30BAHUS
apXUBHBIX JOKYMEHTOB;
— W3y4YeHHE OpraHM3allMil XpaHEHUS JOKYMEHTAallMd B CHCTEME JJIEKTPOHHOI'O
JIOKYMEHTO000POTa;
— (UKCcHpOBaHHE B JHEBHHUKE TMOJYYCHHBIX CBEICHUW U PE3yJIbTATOB BBITOJIHEHHBIX
pabor;
— IIOJrOTOBKA OTYETA 10 PE3YJIbTaTaM MPAaKTUKH.



Bonpocwl, noonexcawgue uzyuenuio:

W3ydyeHne  JOKaJbHBIX  HOPMATUBHBIX  AKTOB  PEryJIUPYIOUIMX  JESITEIbHOCTb
NPEINPUSTHS, OPTaHU3AIH, YIPEKICHUs, GUPMBIL.

AHanM3 HOMEHKJIATYPhI e

N3yuenne u peanuzanus npaBuil O(QOpMIICHHUS €1 W Tepeladyd Jejl Ha apXUBHOE
XpaHEeHHUE.

Odopmitenne e At apXUBHOTO XPaHEHHUS.

OdopmiieHne BHYTPEHHUX ONMCEN U JIMCTOB-3aBepUTENEeH Jel.

[lepenaua nen Ha apXUBHOE XpaHEHHUE.

BreimonHenue omepanmuii MO OCYIIECTBICHUIO  PaOOThI  AJIEKTPOHHOTO  apXuBa
opraHuzaiuu, B Tom uucie B CO/I.

Ocy1iecTBiIeHUE XpaHEHUs, KOMILJIEKTOBaHMs, y4yeTa W MCIOJIb30BAaHUS APXUBHBIX
JIOKYMEHTOB:

1) opopmieHrne JOKYMEHTOB IO UTOr'aM 3KCHEPTU3bI LIEHHOCTH (IIPOTOKOJIBI 3aceIaHHsI
OK, aKThl 0 BbIJIEIEHUHU JOKYMEHTOB K YHUUTO)KEHUIO U T.11.);

2) BeJJeHUE YYETHBIX JOKYMEHTOB apXMBa (KHUIA MOCTYIUIEHUH, CIUCOK (POHIOB, JIUCT
¢doHIa, apXUBHBIX onucel, aeno GoHxa, nacnopT apxuBa, NacoOpT APXUBOXPAHWINIIA U
T.1.);

3) cocTaBieHHE aKTOB ITPOBEPKU HAIUUUS U COCTOSIHUS JIET;

4) coznanue, nonojaHeHnue u copepuieHcTBoBanne CHCA apxuBa (onucanue JOKYMEHTOB
U JIeJI, KaTaJloToB, MyTEBOAUTEICH, 0030pOB, yKazarele, nepeunei u 0a3 JaHHbIX);

5) ConeiicTBHE HCTIOJIB30BAaHHUIO JOKYMEHTOB apXHBa:

a) MCIIOJIHEHHE 3ampocoB (OQOpMIIEHHE apXMBHBIX CIIPaBOK, AapXMBHBIX KOIUH,
apXUBHBIX BBIMHUCOK, UHPOPMALIMOHHBIX TUCEM);

0) BbIJaua MOJIMHHBIX JOKYMEHTOB U JIE;

B) MyOJIMKAIMsI apXUBHBIX TOKYMEHTOB;

') OpraHu3alus BbICTaBOK;

) UCHOJb30BaHME JOKyMeHTOB apxuBa B CMMU (mepuoauueckas 1meyarts,
paauonepeayu, TeIeBUICHNE) U T. 1.

IIpumepHOe MHAUBHAYAJIBHOE 3aJaHNE HA TPOU3BOACTBCHHYIO IPAKTHKY
«Opranu3anms ¥ TEXHOJIOTHS JOKYMEHTAIHOHHOTIO o0ecneYeHnsl yIPaBJIeHUsD)

ILens npoxoxcoenun npakmuxu:

1. 3akpemseHue u yriyOJieHHe MOMYyYEHHBIX TEOPETUYSCKUX 3HAHUN TIO CIETYIONTIM
HaITpaBJICHUAM:
a) TNPUHLUIIBI OpraHU3aluu J0KYMEHTO000pOTa;
0) IPUHILIMITBEI OPTaHU3ALUN PETUCTPALIUU JOKYMEHTOB;
B) MOPAIOK  OOpaOOTKM  JTOKYMEHTOB  OpraHM3alMd B  3aBUCUMOCTH  OT
MPUHAIJICKHOCTH K IOKYMEHTOTIOTOKY U BUIY JJOKYMEHTA;
I) OpraHu3anusi BCECTOPOHHErO HWCIONB30BAaHUS JOKYMEHTOB B  TEKYyIIEeM
JIeTIOTIPOU3BOJICTBE;
1) opraHu3aius padoThl IETOMPOU3BOICTBEHHBIX CITYKO U T.1I.
2. ITlpuoOpereHue MEpBUYHBIX MPOGECCHOHATBHBIX YMEHHH W HABBHIKOB B 00JacTH
OpraHu3aluy JOKYMEHTAIIMOHHOTO 00ecieueHMsI.
3. IlpmoOperenne  TEpBUYHBIX  MPOGECCHOHATBHBIX  YMEHMH W HaBBIKOB
UCTIOJIb30BaHUSI KOMITBIOTEPHBIX TEXHOJIOTHI B JIOKyMEHTAIIMOHHOM O0ECIICYeHUN
yIIpaBIICHUS.



3adauu npaKmuxu:

— ofbecneyeHne W TpoBepKa NPO(ECCHOHATBLHOW TOTOBHOCTH CTYJIEHTOB K
CaMOCTOSITENILHOM ~ TPYJOBOW  JCSTENILHOCTH W BBHIIOJHCHHIO  OCHOBHBIX
poecCHOHANBHBIX (YHKIMI B COOTBETCTBUU C KBATH(PUKAIMOHHBIMU TPEOOBAHUSIMU;
— 3aKperyieHWe, YrIyOJieHHe M pacliMpeHre 3HaHWKW B 00JacTH OpraHu3aludl |
texHojoruu JJOVY, nonydeHHbIX CTyJIEHTaMH B IPOIIECCe TEOPETHUECKOTr0 00yUeHus,

— U3yYEHHE OpraHM3aly JeATEJIbHOCTH M CTPYKTYpPHI JEJIONPOU3BOJACTBEHHOTO
MoJpa3JieliecHuss B CUCTEME CIYKObl JOKYMEHTAIMOHHOTO OOEeCHEeYeHHUs YIpPaBICHUS
OpraHu3aluei;

— mpuoOpeTeHHe W 3aKpeIUieHUE MPAKTUYCCKHMX YMEHUH ¥ HABBIKOB BBITIOJHEHUS
OCHOBHBIX BHJIOB pabOT B 00JIACTH TOJIy4eHUsI, 00pabOTKH, OTIPABKH U OIEPATUBHOTO
XpaHEHUs JOKYMEHTOB B TEKYIIIEM JIEIONPOU3BOJICTRBE;

— M3YYCHHE OPTaHU3AIMH MTOTYICHHSI, 00paOOTKH M XpaHEHUS JOKYMEHTAIIUN B CHCTEME
3IEKTPOHHOTO JOKYMEHTO000pOTa;

— (uKcHpOBaHHE B JHEBHHUKE TOJYYCHHBIX CBEICHUU U PE3yJIbTATOB BBIMTOIHEHHBIX
pabor;

— MOJrOTOBKA OTYETA 0 Pe3yJIbTaTaM MPaKTHKH.

Bonpocwi, noonesxcawue uzyyenuio:

W3ydyeHre  JOKaJbHbIX  HOPMATUBHBIX  AKTOB  PEryJIUPYIOUIMX  JESTEIbHOCTb
NPEINPUSATHS, OPTaHU3AINH, YIPEKICHHS, (PUPMBI.

N3ydeHue IOKanbHBIX HOPMATUBHBIX AaKTOB PETYJIUPYIOLIUX JEJIONPOU3BOACTBO Ha
OPEANPUATHH, B OpPraHU3alu1, YIPEXKICHUN, PUpME.

Ananu3z paboyero MecTa KaHLEISIPCKOro pabOTHHUKA.

O3HakOMJIEHHME C OpPraHM3aLMOHHO-PACHOPSAIUTENBHONM CHCTEMOM JOKYMEHTaluu
OpraHu3aluy, yUpexaeHus, Gupmsl.

[TonroroBka MpOEKTOB OPraHU3aLMOHHO-PACTIOPSANTEILHON JOKYMEHTAIUH.
Opranuzanus JOKyMEHTOOOOpOTa B OpraHM3aluu, yupexnaeHuu, ¢upme. IIpaBuna
npuemMa, OTIPaBKH, PErHCTpali KOPPECTIOHACHIIMY B OpraHM3alui. AHaIM3 Ipolecca
OpraHM3ali KOHTPOJIS UCIIOJHEHHS IOKYMEHTOB, OpraHu3als padoThl UCIIONIHUTEIEH
C IOKYMEHTaMH.

[IpaBuna ¢opmupoBaHus Jed, TOPSIIOK OpraHU3allid ONEPAaTHBHOTO XPaHEHHS
JIOKYMEHTOB.

[IpaBuiia M TOPSINOK CO3JAaHHMS W BEACHHUS HOMEHKJIATYpPHl JIel OpraHu3aluu U
CTPYKTYPHBIX IIOJIpa3AcICHUN.

CocraBieHre HOMEHKJIATyphl Jell.

W3ydyenne u peanuzanus mnpaBuil oopmiieHus A€l U Tepeiayd el Ha apXUBHOE
XpaHEHue.

ITnanupyemoie pe3ynromamot nPAKMUKU

- IIOATrOTOBKa pCKOMCHI[aI_II/Iﬁ o YCTPAaHCHUIO WJIWX MHUHUMHU3AIUU BBIABICHHBIX HpO6HCM
(pCKOMeH,Z[aI_II/II/I JOJIKHBI OBITh O6OCHOBaHHLIMI/I, T.C. COIPOBOXIAATHCA CCBUJIKAMH Ha

COOTBCTCTBYIOIIUC HOPMATUBHO-IIPABOBBLIC AKThI U T.H.);

- IOATOTOBKA BBIBOJIOB O JIEATEIBHOCTH MPENPUITUN WIH OpraHu3alui, B cepe MpakTHIeCKUX
pPEKOMEHIalluii IO COBEPIIEHCTBOBAHUIO OPraHU3AIMOHHBIX U JIOKYMEHTAIIMOHHBIX aCMEeKTOB HX

JeSITEIIbHOCTH;
- o11eHKa 3(h(PEeKTUBHOCTU MPOEKTOB U MPOTPaMM IO COBEPIICHCTBOBAHUIO JOKYMEHTAIIMOHHBIX
MIPOLIECCOB U MPOLIECCOB APXUBHOTO XPAaHEHUS JOKYMEHTOB, BHEAPSEMBIX Ha MPEANPUSITUSIX;



- OIIGHKa KauyecTBa YIPaBJICHYECKUX peIIeHUd B cdepe opranuzanuu u TexHonoruu OV,
apXUBOBECHUS;
- myOIMYHAs 3alIUTa CBOUX BBIBOJIOB U OTYETA IO MPAKTHUKE;
- cucTemMarusanus 1 0000lIeHue Marepuaia s HalMCaHUsS KypCOBBIX pabOT M BBITYCKHOM
KBaJTM(PHKAIMOHHOIN paboThI.
Pykogooumens npakmuxku om opzanuszayuu/npeonpusmusn oQOpPMISET XapaKTEPUCTUKY U
BbICTaBIIsICT JU(PepeHIUPOBaHHYIO OICHKY CTYIEHTY B JIOKYMEHTax, IMpPeICTaBIsSeMbIX
cTyneHToM Ha kadeapy. Ilpu BbICTaBIEHUH OLEHKU PYKOBOJUTENb MPAKTUKU OT OpraHU3aluu
MPEJICTaBIISIET OT3bIB O PA0OTE CTYEHTA 110 CJIEAYIONIEMY IIJIaHy:
- CPOKHM IPOXOKICHUSI IPAKTUKH;
- IIOJIHOTA U3Y4YEHHUSI BCEX BOIPOCOB, IPETYCMOTPEHHBIX ITPOrPaMMOIl IPAKTUKH;
- IPOSIBJIEHUS CTYJEHTOM CaMOCTOSATEIbHOCTH, aKTUBHOCTH, TBOPUECKOI'O M10AX0/1a
K paboTe, TUCIUIIMHUPOBAHHOCTH;
- ydacTue CTyACHTa B TeKylled pabore mpeanpustus (OpraHu3aluu), perieHus
3a/1ay;
- TPYAHOCTH, BO3HHUKIIKE B XOJAE MPOXOXKACHUS MPAKTUKH (MPOQeccCHOHAIbHEIE,
JUYHOCTHBIE, TUCHUIUTMHAPHBIE).
- 3aMevaHus ¥ MOXKEIaHUs BBITyCKAIOIIEH Kadeape 1Mo OpraHu3ainu, CONEpKaHHIO
Y YPOBHIO MOJTOTOBKH CTY/EHTA.
- PykoBoauTenp mpakTHKOW OT opraHu3anvu. J{OMKHOCTH, (haMuuns, TOAIIHCH,
1eYaTh.
Ilo uToram NMpakTUKH CTYyIEHTY B 3a4E€THYIO KHWKKY PYKO60oOumenem npakmuku om Kageopui
BbIcTaBisgeTcs AuddepeHnrpoBaHHas OTMETKA 32 MPOU3BOICTBEHHYIO MPAKTUKY MO 5 GanbHOM
CUCTEME: «HEYOBJIETBOPUTEIBHOY, «yIOBIETBOPUTEIBLHOY, «XOPOILIOY, «OTINYHOY.
OrneHka pyKOBOJMTENS MPAKTUKH OT Kadeapbl MOXKET OTJIMYATHCSA OT OLEHKH, BBICTaBICHHOMN
PYKOBOAMTEIEM NMPAKTUKHU OT OPTaHU3ALINN.
PykoBonuTenu TOpaKTHKU  BBICTaBJISIOT OLIGHKM B COOTBETCTBUM C  KPUTEPUSMH,
npeacraBieHHbiMHA B Tabmumax 1, 2.

Taonuua 1
Kputepun oneHk#, BLICTABJISIEMO PYKOBOAUTEIEM MPAKTHKH OT OPraHU3auu
Ouyenka Kpumepuu ouyenxu
OTiiaHO CTyIeHT CBOEBPEMEHHO M Ha BHICOKOM YPOBHE BBIITOJHHII BECh

HaMEUYEeHHBII IPOrpaMMoil IPaKTUKU 00BEM PabOTHI; MPOSBISII
CaMOCTOSITENILHOCTb, MHULMATUBHOCTD B peleHnu
IIPOU3BOJICTBEHHBIX BOIIPOCOB.

Xopouio CTyeHT CBOEBPEMEHHO M Ha JIOCTATOYHOM YPOBHE BBITIOJIHHII
BECh HAMEUEHHBIM MporpaMMoil MNpakTUKU OO0OBEM pabOTHI
(oOs3aTeNbPHYIO M JOTIOJHUTEIBHYIO YacTH); HO HE BCeraa
MIPOSIBIISIT CAMOCTOSITENIHHOCTh M MHUIIMATHBHOCTHh B PEIICHUU
MIPOU3BOJICTBEHHBIX BOIIPOCOB.

Y 10BIETBOPUTEILHO CTyneHT CBOEBPEMEHHO M Ha JOCTATOYHOM YPOBHE BBIITOJIHUII
BECh HaMEUEHHBIH MPOrpaMMON MPaKTUKH O00BEM pabOTHI
(00s13aTENbHYIO U JOTOJHUTEIBHYIO YacTH); HO HE IPOSBISUI
CaMOCTOSATENIFHOCTh M HMHUIMATUBHOCTD WM  JIOITyCKal
OT/ETbHBIC OMIMOKH B PEIICHUH IPON3BOICTBEHHBIX BOIIPOCOB.

HeynosnerBopurensHo CtyneHT  He  BBIIOJHWI  NporpaMmMy U TPOSIBUI




0C30TBETCTBEHHOE OTHOILICHHE K IIPaKTUKC.

Tabnuuya 2
Kputepumn onieHKH, BbICTaBJII€MOIl PYKOBOAMTEEM NPAKTUKU OT YHMBEPCUTETA
Ouenka Kpumepuu ouenxu
OTnuyHO CTyneHT B CPOK U B MOJHOM 00BEME BBHIOJIHWI MPOTrpamMmy
MIPAKTHKH, CBOEBPEMEHHO MPeI0CTaBHII OTUYETHYIO
JOKYMEHTaluo,  OQOPMJIIEHHYIO B  COOTBETCTBUU  C

TpeOOBaHUSAMH HACTOALIMX METOJUYECKUX PEKOMEHAALNH.
OtuérHas JOKyMEHTalMsl OTpPakaeT BBICOKMH  ypPOBEHb
TEOPETUYECKOU U NIPAKTUYECKOU MTOATOTOBKH CTYZACHTA.
OTmeTka  pyKOBOAMTENSI MPAKTUKM OT  OpraHu3aluu —
«OTJIMYHO» WIH «XOPOLIO».

Xopoio CTyneHT B CPOK M B MOJHOM OOBEME BBINOJHUI MPOrpaMMy
IIPAKTHUKH, CBOEBPEMEHHO IIPEIOCTABUII OTUYETHYIO
JOKYMEHTalul,  O(QOpMIEHHYI0O B  COOTBETCTBUM  C
TpeOOBaHUSAMH HACTOALIMX METOJUYECKUX PEKOMEHAALNH.
OtuérHass NOKyMEHTalUs OTpakaeT JOCTAaTOYHBIM YpPOBEHb
TEOPETHUYECKOU U NMPAKTHYECKON MTOATOTOBKH CTYACHTA.
OTmeTKa pyKOBOAUTENS OT OpPraHU3alUd — «OTJIIMYHOY,
«XOPOLIO» UM «yJOBIETBOPUTEIBHOM.

Y 10BIETBOPUTEIBLHO CTyneHT B CPOK M B MOJHOM O0BEME BBHINOJHWI MPOrpaMMy
IIPAKTHUKH, CBOEBPEMEHHO IIPEA0CTaBUII OTYETHYIO
JOKYMEHTalulo,  O(QOpPMIIEHHYIO B  COOTBETCTBHUM  C
TpeOOBaHUSAMH HACTOSALIMX METOJUYECKUX PEKOMEHAALNH.
OtuérHass JOKyMEHTalus OTPa)kaeT JOCTAaTOYHBIM YpOBEHb
TEOPETHYECKOW M IPAKTHYECKOW ITOATOTOBKM CTYAEHTAa, HO
COJIEPKUT  PSII  HEAOYETOB IO  COACPKAHUIO  W/WIH
0(pOpMIIEHHUIO.

OTmeTKa pyKOBOOUTENS OT OpPraHU3alUU — «XOPOIIO» WIH
«YZOBJIETBOPUTEIBHOM.

HeynosnersopurensHo CTyneHT He B CPOK W/WIM HE B MOJHOM OOBEME BBIMOJIHUI
porpaMMy MNpPaKTUKH;, W/MIM HECBOEBPEMEHHO IPel0CTaBUII
OTYETHYIO JOKYMEHTAIMIO; W/WIN JONYCTUI IpyOble OMIMOKH B
oopmIIeHNH OTYETHON JOKYMEHTAIIUH.

OtmeTka PYKOBOIUTENS oT OpraHu3aIu —
«yIlOBJIETBOPUTEILHO» NN «HEYIOBJIETBOPUTEIBHOY.

Ecin  oueHkH, BBICTAaBICHHBIE PYKOBOAMUTEIEM NPAKTHUKM OT OpraHU3allUd M
PYKOBOJUTEIEM MPAKTHKH OT YHUBEPCUTETA, HE COBIIAAAI0T, TO TOCIETHUIA 000CHOBBIBAET CBOIO
OIICHKY Ha TUTYJBHOM JINCTE OTYETA.

OneHka Mo HpakTHKE MPUPABHUBAETCS K OLEHKaM (3a4uéraM) MO TEOPETUYECKOMY
00y4YEHHIO U YYUTHIBAETCS MPH MOABEACHUN UTOTOB 00IIEH yCIIEeBAEMOCTH CTYIEHTA.

[Ipy HEBBIMOMHEHUH MPOTrpamMMbl Y4eOHOH MpakTHUKU Oe3 YBaKUTEIbHON MPUYUHBI,
HapyLICHUsT TPYJOBOH JMCLUMIUIMHBI CTYACHT OTCTpaHseTCs OT NPaKTUKU; ero paborta
NPU3HAETCS HEYJOBICTBOPUTEIBHOI; CaM CTYIEHT CYMTACTCS HE BHIIOJHUBIINM y4eOHBIN TUIaH.



CryaeHT, He BBINOJHMBIIMI MPOrpaMMy HPAKTUKH [0 YBAXXUTEJIBHOW IPUYMHE,
HANpaBJIIeTCs HA IPAKTUKY BTOPUYHO B CBOOOAHOE OT yu&OBI BpeMsl.

CryneHTaM, MMEIOIIUM CTaXX MPAKTHYECKOW paboOThl MO MPOQMI0 MOATOTOBKH, MO
pemieHHI0O Kadeapbl Ha OCHOBE IPOMEXKYTOYHOM aTTeCTallud MOXKET ObITh 3auTeHa
IIPOM3BOJICTBEHHAs] NPAKTHUKA IPU YCIOBUM INPEJOCTABICHUS PYKOBOAMTEIIO IPAKTUKU OT
YHHUBEpPCUTETA 3aBEPEHHOMN CIPaBKH C MeCTa padOThI CTY/ICHTA U XapaKTEPUCTUKU, TOITUCAHHON
PYKOBOJIMTENIEM OpraHU3aluy U 3aBEPEHHOM NI€YaThIO.



Ipuio:xkenne 2
MeTtoauyeckue pekoMeHAalNH K 0(OPMJIEHHIO 0TYeTa 10 NPAKTUKE

OO6s3aTenbHON  (OPMOIT OTYETHOCTH CTYJCHTA-TNIPAKTUKAHTA SBISETCS MUCHhMEHHBIN
OTYerT.

Otuér odopmisercs B TeUYaTHOM BHJE B COOTBETCTBUU C TpeOOBaHUIMU
I'OCT P 7.0.97-2016. Hanuonansubii crangapt Poccuiickoit  ®expepanun. Cucrema
CTaHJIapTOB MO WHPOPMAINUU, OUOTUOTEYHOMY M U3JATEIbCKOMY neny. OpraHu3amuoHHO -
pacriopsiguTenbHas JOKYMEHTanus. TpeOoBaHus K OQOPMIICHHIO JOKYMEHTOB (YTB.
[Ipuxazom Poccranmapra ot 08.12.2016 Ne 2004-ct) (pen. ot 14.05.2018).

OTtuér meyaraercs Ha CTaHIAPTHBIX OenbIx mcrax ¢popmarta A4 (210 x 297 mm) ¢ ogHOIM
CTOPOHBI JincTa. Kak/plif TUCT TOKyMEHTa JOKEH UMETh TOJIsl HE MEHee:

20 MM — JIeBOE;

10 MM — npaBoe;

20 MM — BepxHee;

20 MM — HUXKHEE.

TekcroBeiii pepakrop Microsoft Word, mpudt Times New Roman, kerus 14,
MEXCTPOUHBIN nHTEpBa — 1,5.

Bropyto m Bce mocnenmyromme CTpaHUIBI oT4éTa HyMepyroT. Homepa cTpaHuIl
MPOCTABIISIIOT TIOCEPEIMHE BEPXHETro Mo JucTa. AO3amueiid orctyn (1,25 cM) U mepeHOCH
YCTaHaBIMBAIOTCA aBTOMATHUYECKU.

CO,[[ep)KaHI/IC OTUCTa VI CTYACHTOB TPETHEI'O KYyPCa NOJIPKHO BKIIKOYATH CICAYIOIIUEC PAa31CJIbI:

1. TUTYyNbHBIN JIUCT IO YCTAHOBJIEHHOU (opMme

2. Copepxanne OT4YéTa C yKa3aHHEM CTpaHMI] BCEX pa3JeloB 0 YCTAaHOBIEHHOMU
dbopme

3. BBenenue  (XapakTepuCTHKa — JI€ATENBHOCTH  HPEANPHUATHS,  OpraHU3aLUH,
yupexaeHus, (pupMbl — 0a3pl NPaKTUKW; TMOAPA3AEICHUS, TI/€ NPOXOAUIU

NPaKTUKY; OMUCAHUE JOJDKHOCTH M (PYHKIUI JTUIA, SBJISABIIErOCs HACTABHUKOM B
MPOLIECCE MPOXOXKIECHUS MPAKTUKH )

4. AHanu3 JIOKaJbHBIX HOPMAaTHBHBIX AaKTOB PEryJUPYIOUIMX apXUBHOE XpaHEHHE
JIOKYMEHTOB Ha MPEeANPUATHH, B OpraHU3alUH, YUpexKIeHUH, Gupme
5. [IpencraBuTh nepeyeHb BBINOJIHAEMBIX CTYACHTOM (QyHKUMK ((hopMupoBaHue e,

OlepaTUBHOE XpaHEHUEe Jes, odopmileHHe U Tepefada el Uil apXUBHOIO
XpaHeHus u T.1.). Hanpumep:

a) obopmiieHHE JOKYMEHTOB II0 WTOTaM JKCIEPTU3BI IEHHOCTH (MIPOTOKOJIBI
3aceqanuss OK (9KCHEpTHOW KOMMCCHM), aKThl O BBIIEIEHHUU JTOKYMEHTOB K
YHUYTOXKEHUIO | T.]I.)

0) BEJICHUE YYETHBIX JOKYMEHTOB apxHBa (KHUTA IOCTYIUICHWH, CHHCOK (DOHJIOB,
muct GoOHNA, apXUBHBIX OMNUCEH, Jaeno QoHga, NacmopT apxuBa, NacmopT
ApXUBOXPAaHWIUINA U T.1.)

B) COCTaBJIEHUE aKTOB IMPOBEPKU HAIMUHUS U COCTOSTHUS J1e]

r) co3naHue, nomnonHeHue M cosepuieHcTBoBaHMe CHCA - cucreMbl HaydHO-
CIPAaBOYHOIO ammapara apxuBa (ONUCaHHE JOKYMEHTOB W JieJl, KaTaJloros,
yTEeBOIUTENCH, 0030pOB, yKa3aTenei, nepeunel 1 0a3 JaHHBIX )

1) OCYILECTBJICHHE HCIIOJIb30BaHUSI JOKYMEHTOB apXHBa: HCIOJIHEHHE 3alpOCcoB
(odopmiieHHE apXUBHBIX CHPABOK, APXUBHBIX KOMWW, apXUBHBIX BBIMHCOK,
MH(POPMALIMOHHBIX MUCEM); BblJladya MOJJIMHHBIX JOKYMEHTOB M JA€J; MyOJuKaIus
apXUBHBIX JIOKYMEHTOB; OpIaHM3alMsl BBICTABOK; MHCIIOJIB30BAHUE JIOKYMEHTOB



apxuBa B CMU (nepuoanyeckas medath, paauonepeaadu, TeJIeBUACHNUE) U T. 1.
BBITIOJTHCHUE OIEPalMid 110 OCYINECTBICHHIO pPAa0OTHI 3JIEKTPOHHOIO apXHBa
opranuzaiuu, B ToMm uucie B COJI.

3axirodeHre (BBIBOJ O MPOJCIaHHOW paboTe, yCIeXu W HeyJda4H, KaKue 3HaHHS U
YMEHHSI TPHUTOJUINCH, YTO CJIEIOBAIO H3YYHTh CAaMOCTOSITENILHO, MOTPEOHOCTH
OpraHM3alii B CICHHUAJIMCTaX TI0 JOKYMEHTOBEICHHIO W apXHWBOBEICHHIO,
caMOaHalIW3 BalUX MPO(YECCHOHANBHBIX KA4eCTB, JIUYHOCTHBIA POCT, pOJIb
IIPOJICJIAHHOM BaMH pabOThI B ACITCILHOCTH OPTaHU3AIIH ).

[Tpunoxkenus (KomwM JOKYMEHTOB OpraHU3allUW: yCTaB, TIOJOXKEHUS O
CTPYKTYPHBIX TI0JIpa3jielieHusX, moyoxxkenue mo 10V, 06 apxuse u T.11.)

Coz[epmaHI/Ie OTUCTAa JJIA CTYACHTOB YEBEPTOI'O Kypca AOJI)KHO BKIIHOYATH CIICAYIOIIHNE Pa3aCiibl:

1. TuTynpHBIN JIMCT 1O YCTAaHOBICHHOU (opme

2. CopnepxaHue 0oT4éTa ¢ yKazaHMEM CTPAHMII BCEX Pa3JeNioB 110 YCTaHOBJIEHHOH (popme

3. BBemeHue (XapakTepuCTHKa IESTEIBHOCTH NPEANPHUATHS, OPTaHU3AIMH, YUYPESKICHHS,
(bupMbl — 0a3bl IPAKTUKU; OMMCAHUE CTPYKTYpPbI 0a3bl MPAKTHKH; NOAPA3IeIICHUs, T e
IPOXOJWJIA TPAKTUKY; ONMCAHHUE JOJDKHOCTH W (YHKUUH JMLA, SBISBIIETOCS
HACTaBHUKOM B IIpOILECcCe MPOXO0KCHUS IPAKTUKN)

4.  Ananu3 JOKaJbHBIX HOPMATHBHBIX aKTOB PETYIHPYIOIUX NIEATEIBHOCTH CIy:k0b1 J1OY
0a3bl MPaKTUKH, OPraHU3alMI0 JOKYMEHTAllMOHHOIO 00eCHedeHUs! yIpaBlieHUs Ha
OPEINPUSTHH, B OPraHU3aINN, YIPEKICHUN, PUpPME.

5. PackpbITh OCHOBHOE COZIEp)KaHUE EATEIbHOCTH HA MPAKTUKE:

OTHCaHHE CTPYKTYPHI 0a3bl MPAKTHKH;

onucanue GpyHkuui ciyx6s1 JJOY 0a3bl MpakTHKH;

onucaHue (YHKIUOHAJIBHBIX OOS3aHHOCTEH JOMDKHOCTH  (JIOKyMEHTOBE[a,
JIeNTOTIPOU3BOMTEINS, CEKpeTapsi, MEHe/DKepa MO IMepcoHaly, apXUBUCTa M Jp.),
KOTOPYIO 3aHMMAaJ CTYJEHT BO BpPEMsI MPaKTHKH;

aHaJu3 OCOOCHHOCTEW OpraHu3alMy JeJTONpPOM3BOJCTBEHHBIX IMPOLECCOB 0a3bl
NPaKTHKH;

PEKOMEHJANNN IO COBEPIICHCTBOBAHHIO TEXHOJOTHH JIEIONPON3BOJICTBEHHBIX
nporeccoB 0a3bl MPAKTHUKH;

JIOKYMEHTHI (OpUTHHAJIbI UM KOMHH), COCTABICHHBIE U O(POPMIIEHHBIE CTYJIEHTOM
BO BpEMS IPOXOKICHHS MPAKTUKH.

6. 3axmoueHne (BBIBOJ O TPOJENaHHOW padoTe, ycreXw W Heyaadyw, Kakue 3HaHUS U
YMEHUSl TPUTOIMIUCH, YTO CIIEAOBAIO HM3YyYUTh CaMOCTOSITEIbHO, IOTPEOHOCTH
OpTraHu3aIly B CIICIIUAIUCTAX TI0 JOKYMEHTOBEICHHIO M apXUBOBEICHUIO, CAMOAHAIIN3
BaIllUX NPO(ECCHOHANBHBIX Ka4yecTB, JIMYHOCTHBIM pOCT, POJIb NPOJETAHHOM BaMu
paboThI B ASITELHOCTH OPTaHU3aAIIH ).

7. Tlpunoxenus (makeT JOKYMEHTOB, pa3pabOTaHHBIX CTYIEHTOM Ha MPAKTUKE, KOIUU
JOKYMEHTOB OpPTaHM3alliW: YCTaB, TOJOXEHHS O CTPYKTYPHBIX IOJIPA3/IEICHUSX,
nonoxkenue o 10V, 06 apxuBe u T.1.)



