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1 OBIIASI XAPAKTEPUCTHUKA ITIPOT'PAMMBI ITPOU3BOJCTBEHHOM IMPAKTUKH
10 MPOPUJIIO CIIENUAJBHOCTH)

1.1 Obs1acTh NPpUMeEHEHHUS TPOrPAMMBI

[TIporpamMmma NPOW3BOACTBEHHON MPAKTUKU (MO MPOQHII0 CHENUAIBHOCTH) SBISIETCS YacCThIO
OporpaMMbl  TMOJATOTOBKM  CHEIMAJIMCTOB  CpegHero 3BeHa 1o  cnenuanbHoctH — 46.02.01
JIOKyMEHTAIIMOHHOE 00eCIIeUeH e YIIpaBieHuUs U apxuBoBeaeHre (0a30BOM MOATOTOBKH)

1.2 leap U nJaHUpPyeMble Pe3yJbTAThl 0CBOEHHUS] MPOrpaMMbI MPOU3BOCTBEHHON MPAKTHKH
(mo mpodmiIo crenuaaIbLHOCTH)

[TpousBocTBeHHas (10 MPOPIIIO CHEIUATBLHOCTH) MPAKTUKa HampaBieHa Ha (HOpPMHpPOBAHHE Y
oOyuaromuxcst o0UmMx M MpodecCHOHANBHBIX KOMIIETEHIIUH, MPHOOpETEHUE MPAKTUYECKOrO OIbITa U
peanmsyercs B pamkax mnpodeccuoHanbHbix moxynei (IIM) oOpaszoBaTenbHON MPOrpaMMbI MO BUAAM
nesitenpHOoCTH (BJI):

Koa IIK/OK \ HaunmenoBanue \ IIpakTH4yeckuii ONbIT

B/[1 OcymecTBieHHe OPraHU3alHOHHOTO M TOKYMEHTAIIHOHHOTO o0ecneyeHNs 1esiTeIbHOCTH

IIK 1.1. OcymectBiath npuém-nepenauy ynpasienuecko | I10 1.Opranuzanuun
MH(OPMAIIUY C TIOMOIIBIO CPEJICTB JIOKYMEHTAIMOHHOTO 00eCcreueHust
MH(OPMALIMOHHBIX U KOMMYHHUKAITHOHHBIX yrpaBieHus U QYHKIIMOHUPOBAHUS
TEXHOJIOTUH. Opra’usanuu

IIK 1.2. Koopaunuposats paboTy npueMHoi

PYKOBOJUTEIS, 30H IIpUeMa pa3InYHbIX KaTeropui
IIOCETUTENICH OPraHU3aLUN.

IIK 1.3. BrnaneTs HaBbIKaMH TUTAHUPOBaHUS pabodero
BPEMEHM PYKOBOJUTEIS U CEKPETApSI.

K 1.4. OcyIecTBIATh MOJATOTOBKY JI€TOBBIX TTOE3/I0K
PYKOBOJAMTENS U APYTUX COTPYIHUKOB
OpraHu3alMH.

IIK 1.5. Bnagets ciocobamu opranuzaiuu padbodero
MPOCTPAHCTBA MPUEMHON 1 KabuHeTa
PYKOBOJIUTEIIS.

IIK 1.6. OcymiecTBiATh paboTy MO MOATOTOBKE U
MIPOBE/ICHUIO KOH(PEPEHTHBIX MEPOIIPHUATHH,
obecrieunBaTh HHPOPMALIMOHHOE B3aUMO/ICHCTBHE
PYKOBOJIUTEIS C MOIPA3/ICICHUASIMU H
JOJPKHOCTHBIMU JIMIIAMU OPTaHU3aIIH.

IIK 1.7. OdopmIIATh OpraHU3allMOHHO-PACTIOPSIUTEbHbIC
JOKYMEHTBI U OpPraHU30BbIBAaTh Pa0OTY C HUMHU, B
TOM UHUCJIE C UCIIOJIB30BaHUEM
aBTOMATHU3HPOBAHHBIX CUCTEM.

IIK 1.8. OdopMIATh TOKYMEHTHI 10 JIUMYHOMY COCTaBY U
OpPraHU30BBIBAaTh pabOTY C HUMH, B TOM YHUCIIE C
UCIOJIb30BAaHNEM aBTOMATHU3HPOBAHHBIX CHCTEM.

IIK 1.9. Opranu3oBbIBaTh TEKYIIEE XPAaHEHUE TOKYMEHTOB,
00paboOTKy 1€ 1715l OTIEPATUBHOTO M ApXUBHOTO
XpaHEHUs, B TOM YHCJIE C UCIIOJIb30BAHNEM
aBTOMATHU3HPOBAHHBIX CUCTEM.

OK 01 Br16upath ciocoObI perieHus 3a1a4
podecCHOHATBHOM IeATEIIBHOCTH
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OK 02

Hcnonbs30BaTh COBpEMEHHBIE CPEICTBA MTOUCKA,
aHaJlM3a U MHTepIpeTanuy nHhopMauu 1
WH()OPMAIIMOHHBIC TEXHOJIOTUHU JJISI BHITIOTHEHHUS
3a/1a4 MpodeccuoHAIbHOM 1eATeIbHOCTH.

OK 04

D¢ dexTuBHO B3aMMOICHCTBOBATH U Pa0OTATh B
KOJUICKTHBE U KOMaH]IC.

OK 05

OcCyIecTBIATh YCTHYIO U TUCBMEHHYIO
KOMMYHHKAIIMIO Ha TOCYJJAPCTBEHHOM $I3bIKE
Poccuiickoit @enepanuu ¢ yueToM 0COOEHHOCTEH
COIIMAJIBHOT'O U KYJIbTYPHOI'O KOHTCKCTA.

OK 09

[Tonp3oBaTbest mpodheccCuoHaATBHOM
JTOKyMEHTAIMeN Ha TOCYAapCTBEHHOM U
WHOCTPAHHOM SI3bIKAX.

B/l 2 Opraauzanus apXuBHOM padoThl 10 JOKYMEHTAM OPraHu3alnuil pa3au4HbIxX popm

IIK 2.1.

OcymiecTBISATh KOMIUICKTOBAHUE aPXUBHBIMHU
nenamMu (JIOKyMEHTaM1) apXuBa OpraHU3aliu

IIK 2.2.

Bectu yuéT apXxuBHBIX /€1 (JOKYMEHTOB), B TOM
qHcIIe ¢ UCI0JIb30BAaHUEM aBTOMATH3UPOBaHHbIX
CUCTEM

IIK 2.3.

OcCy1ecTBIATh XpaHEHUE apXUBHBIX J1€7
(IOKyMEHTOB) C IIOCTOSIHHBIM CPOKOM XPAaHEHUS U
I10 JINYHOMY COCTaBY B apXMBE OpraHU3alUU

IIK 2.4.

OcyiecTBIATh XpaHEHUE, KOMIJIEKTOBAaHHUE, YUET
U MCTI0JIb30BaHKeE JieNl (IOKYMEHTOB) BPEMEHHOTO
XpaHEHHUst

IIK 2.5.

OCYH_ICCTBJ'IHTI) HCIIOJIb30BAHUEC APXUBHBIX JEJI
(I[OKYMGHTOB), B TOM YHCJIC C UCIIOJIb30BAHUEM
ABTOMATU3HWPOBAHHBIX CUCTEM

OK 01

Bri6upath ciocoObl perienus 3a1a4y
po¢eCCUOHATBHON IEATETLHOCTH
MPUMEHHUTEIHHO K Pa3IMUYHbIM KOHTEKCTAM.

OK 02

Hcrnons30BaTh COBPEMEHHBIE CPELICTBA ITOUCKA,
aHaJlM3a U MHTEepIpeTaluy nHhopMaluu U
MH(OPMAIMOHHbBIE TEXHOJIOTUH [T BBITOJIHEHUS
3aJ1a4 Mpo(eccuOHAIbHOM 1eATEeNbHOCTH.

OK 04

D¢ dexTuBHO B3aUMOIEHCTBOBATH U PabOTATh B
KOJJICKTHBE U KOMaH]IE.

OK 05

OcCy1ecTBIATh YCTHYIO U TIACBMEHHYIO
KOMMYHHUKAIMIO Ha TOCYJJaPCTBEHHOM SI3bIKE
Poccuiickoit deneparuu ¢ yaeToM 0COOCHHOCTEH
COLIMAJIBHOTO U KYJbTYPHOT'O KOHTEKCTA.

OK 09

[Tonp3oBaTbest mpodheccnoHaTBHOM
JOKYMEHTAleN Ha TOCYAAPCTBEHHOM U
MHOCTPAHHOM f3bIKAX.

I10 2 Opranuzauus apXuBHON
paboThI 110 TOKYMEHTaM
OpraHu3alil pa3InIHbIX GOopM
CcOOCTBEHHOCTHU




B/l 3 Oxa3zanue nH(OPMALMOHHO-KOHCYJIbTANMOHHBIX YCJIYT HACEJIEHUIO B 00J1aCTH Pa3BUTHS
M (ppoBoil rPaMOTHOCTH

IIK 3.1.

OcyIIecTBIATh MOATOTOBUTENbHBIE PAOOTHI 1O
KOHCYJIbTUPOBAHUIO I'PaX/1aH B 00J1acTH
MIpUMEHEeHUsI HH()OPMALIMOHHO-
KOMMYHMKAIIMOHHBIX TEXHOJIOIHH

IIK 3.2.

OcyiecTBIISITh 03HAKOMUTEIHLHOE
WHJIUBUYAIIbHOE KOHCYJIbTUPOBAHUE TPAXK/IAH B
obnactu nHOOPMAITMOHHO-KOMMYHHUKAITMOHHBIX
TEXHOJIOTHH.

IIK 3.3.

OcymecTBIATh OpraHu3alMOHHO-TEXHUYECKOE
o0ecriedeHre npoBeieH s HH(HOPMAIIHOHHO-
IIPOCBETUTENBCKUX MEPOIIPUATHH, HAIIPABIECHHBIX
Ha pa3BUTHE LUHU(PPOBON rPaMOTHOCTH IPakJaH.

OK 01

Br16upath ciocoObl perieHus 3a1a4y
poeCcCHOHATILHOM 1eATeIbHOCTH
MIPUMEHUTEIBHO K Pa3IMUHbIM KOHTEKCTaM.

OK 02

Hcnons30BaTh COBpEMEHHbBIE CPECTBA MOKCKA,
aHaJIM3a ¥ MHTepIpeTanuy HHPOPMAIIUU 1
UH(POPMAIIMOHHBIE TEXHOJOTHHU JIJIsI BBIMOTHEHHUS
3a51a4 MpodeCcCHOHATBHON IeATEeTHHOCTH.

OK 04

D¢ddexTuBHO B3auMOIeHCTBOBATH U PabOTATh B
KOJIJICKTHBE U KOMaH/IE.

OK 05

OcCyIIecTBIATh YCTHYIO U TUCBMEHHYIO
KOMMYHHUKAIMIO Ha TOCYJJaPCTBEHHOM SI3bIKE
Poccutiickoit deneparuu ¢ yueToM 0COOEHHOCTEH
COLIMAJIBHOTO U KYJBTYPHOI'O KOHTEKCTA.

ITO 3 KoncynbTupoBaHue no
BOIIPOCAM NMPUMEHEHUS
nH(pOpMaIMOHHO-
KOMMYHHKAITUOHHBIX TEXHOJIOTHIA B
pa3ianyYHbIX chepax KU3HHU,
coJeiicTBrE pa3BUTHUIO IIU(PPOBOI
IPaMOTHOCTH Pa3IMYHBIX TPYIIT
HaceJIeHUs




2 CTPYKTYPA U COAEPXAHUE IPOIPAMMBI ITPOU3BOJCTBEHHOM NPAKTHUKHA
{10 IMTPOPUJIIO CIIENUAJIBHOCTH)

2.1 O0beM M CTPYKTYpa NpoOrpaMmbl

NPOU3BOJACTBEHHOM TNPAKTHKM (10 NPOPUJIIo

cnenuaiabHocTn) 1o crnenuanbHocTH 46.02.01 JlokymeHTanmoHHOE oOOECIeYeHHe YIpPaBICHHUS U
apxuBoBesicHrne (0a30BOM MOJATOTOBKH)

Koa-Bo Mecto Bun
Buja npaktuku yacoB/ Kypc |npoBeaeHusi| arrecTanuu u
He/lelb NPAKTUKH KOHTPOJIs
IIM 01. Opranusanus I1I1 01.01 mo 7212 3 Opranuzanuu| ITpomexyrounas
JOKYMEHTAI[HOHHOTO npoduiro C KOTOPBIMU (3auer)
o0ecrieyeHus yIpaBieHUsl U |CHEIHAIbHOCTH 3aKITI0YCH
(GYHKITMOHUPOBAHUS JIOTOBOP
OpraHu3aIH
[IM 02. Opranuzanus I1IT 02.01 mo 108/3 3 Opranuzanuu| IIpomexyrounas
apXMBHOW U CIIPABOYHO- npoduiro C KOTOPBIMHU (3auer)
nH(OPMALIMOHHON PadOTHI MO |CHEIUATBHOCTH 3aKJII0YEH
JOKYMEHTaM OpraHH3aliu JIOTOBOP
[IM 03 Bemonnenue padot no |11 03.01 mo 36/1 3 Opranuzanuu| IIpomexyrounas
OJIHOM WJIM HECKOJIbKUM npouITIo C KOTOPBIMU (3auer)
npodeccusiMm pabouux, CHEIUAIBHOCTH 3aKJII0YEH
JOJDKHOCTSIM CITY KAIuX JIOTOBOP
Hroro 216/6

2.2 Coaep:xanue NporpaMMsbl NPOMU3BOACTBEHHON MPAKTHKHU (10 MPOo¢HIII0 CrIennaJlbHOCTH)

Kon IpakTuyeckunii oNbIT E_ °
K/O S 22
2}
K Buab1 pador S =
) S =
O =z
B/I.1 . Opranu3anusi JOKYMEHTAIIHOHHOTO o0ecnieyeHHsl YNPaBjieHus H QYHKIIMOHUPOBAHUSA
[1K 1.1, |Opranuzanuu 1. N3yuenue cTpyKTyphl OpraHu3aium — Mecta | S 36
1.5, |AOKYMEHTallMOHHOIO MIPOXO>KJCHHSI MPAKTUKH (J1aJiee — OpraHu3aIum) ¢
1.6. |O0ecnieueHus ynpaBIeHHs U | LENBIO COCTABICHUS CXEMBI CTPYKTYPBI
. H
17 19 (YHKITMOHUPOBAHUS opraau3anuu. O3HaKOMIIEHHE C TTPABOBBIMU
© 777 |opraHu3zanuu; (Y4peauTebHBIMU ), IOKAJTbHBIMA HOPMATHBHBIMH
OK aKTaMH ¥ paclopsSAUTENIbHBIMA JOKYMEHTaMHU
01.02 opraam3arnuu. COCTaBICHHE CITUCKA UCTOYHUKOB
04 ’05 ,O komiuiekToBanusi OP/] opranuzarum.
e 2.  Wzyuenme UncTpykimu mo
9

JIEJIONPOU3BO/ICTBY OpraHU3alMi. 3HAKOMCTBO C
MpaBHJIaMU COCTaBJIEHUS MPOEKTOB U 0(OPMIICHUS
JOKYMEHTOB, IIOPSIKOM COTJIACOBAHUS U
MO/NKCAHUS/YTBEPKACHUS TOKYMEHTOB B
OpraHu3aluu.

3. O3HaKOMJICHHE ¢ IPOIPAMMHBIMH




IIK 1.1,
1.2,
1.4,
1.7,

1.8,1.9

OK

01,02,
04, 05,
09

cpencTBamu yuéra, XpaHeHHUs, 00pabOTKU 1
MOUCKA JOKYMEHTOB, UCTIOJIb3YEMbIMH B
opranuzanuu. M3yueHrue oCHOB U CeLIUPUKU
paboThI ¢ JOKYMEHTAIIMEH B CUCTEME
3JIEKTPOHHOTO TIoKyMeHToobopoTa (CO/I)
opranu3zanun. Mcmnonb3oBanue B pabore
IJI00aNBHBIX U JIOKAIBHBIX CETEeH IS MOTyUYeHUS U
XpaHeHus HHpopManuu, ooMeHa nHHOpMaIHEH.
4, 3HAKOMCTBO C JIOKYMEHTOOOOPOTOM
opranusanuu. Mcnons3oBanue CO/I B pabote ¢
nokymeHTamMu. O0paboTKa BHYTPEHHUX
JOKYMEHTOB, 00pa00TKa U OTIPABKA UCXOISIIIIX
JIOKYMEHTOB, MPUEM U NepBUUHAsA 00paboTKa
BXOJSIIIMX JOKYMEHTOB. Perucrpanus
JOKYMEHTOB M MapIIpyTH3AIHS
JTOKYMEHTOTIOTOKOB. KOHTPOJIb NCTIOTHEHUS
nokyMeHToB. MH(opMalmoHHo-cripaBouHas 1
MOMCKOBAs paboTa ¢ MCIOJIb30BaHUEM CUCTEM
y4€Ta JOKYMEHTOB B OpraHU3aLUU.

5. Odopmnenne opraHu3alliOHHbIX,
BHYTPEHHUX (IPUKA3bI, PACIIOPSKECHUS,
JIOBEpEHHOCTH, 3allUCKU, CIIPABKH, aKThl,
MPOTOKOJIBI U P.) U HCXOSIIUX JJOKYMEHTOB
OpraHM3aIlH C UCIOJIB30BAHUEM COBPEMEHHBIX
MIPOrpaMMHO-TEXHUYECKHUX cpeacTB. KoHTpob
MIPaBHJIBHOCTH COCTABIICHUS, OOPMIICHHUS
JIOKYMEHTOB (PEKBU3HUTHI, 0COOEHHOCTH
HaIKMCaHUs TEKCTOB, MHOTOCTPAHUYHbIE
JIOKYMEHTBI), TOPSAKA U3JaHUsI JOKYMEHTOB (C
y4€TOM crieu(UKU CUCTEMBI JIeIONPOU3BOJICTBA
opranusanuu). Koncrpyuposanue 01aHKOB
OpraHu3alK, CO3/1aHNe M1a0JI0HOB JOKYMEHTOB.

6. Opranu3anusi TEKyIIero XpaHEHHs TOKyMEHTOB.
dopmupoBaHWE A€l B COOTBETCTBUU  C
HOMEHKJIATypoil JeNn oOpraHu3aluu. YdacThe B
MNPOBCACHNHN OKCIICPTHU3bI LNEHHOCTU IOKYMCHTOB
Cucrematuzaiids JOKYMEHTOB 10 CTPYKTYpPHO-
XpoHoJornyeckoMy  npuHuuny.  Odopmienue
VUETHBIX JOKYMEHTOB IIOCTYIUICHUS M BBIOBITH
Telt.

7. O3HakOMJIEHHE C YyCTAHOBJICHHBIMH B
OopraHu3aly IMpaBujIaMHU IOATOTOBKU JOKYMCHTOB
K Tmepenade B apxuB. [IoAroToBKa JOKYMEHTOB K
nepenaude B apxuB. Opopmienue nen. CoctaBiaeHue
omucel JAOKyMeHTOB W Jen. CocTaBlieHHE aKTOB
BbIJIA4YH, IIEpCAAYN, YHUUTOXKCHUSA JOKYMCHTOB.

8. 3HAaKOMCTBO C KAaTeTOpUSIMH U BUIAMHU
JIOKyMEHTOB, OOpa3ylIIUXCA B OpraHu3aluH,
coJlepKalnX KOH(PHUIESHIIMAIBHYIO HH(OPMAIIHIO.
Opraauzanust paboThl MO0 00paboOTKE JOKYMEHTOB
OorpaHWYeHHOro  jgoctyna. (O3HaKOMIIEHHE C

36
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NPUMEHSEMbBIMU B  OpraHU3allud  CpeACTBAMHU
kpunTorpagum IS 3alIUTBl  AJIEKTPOHHBIX
JOKYMEHTOB C HCIOJb30BAaHUEM CIIELIMATIHLHOTO
nporpaMMHOro oOecriedeHus. BrimonHenue pabot
1o o0ecneveHuo 3aIUTHI ANEKTPOHHBIX
JOKYMEHTOB OT HECAaHKITHOHUPOBAHHOTO JIOCTYIIA.
9. Opranmszanus paboTel  OpUEMHOM  (30H
npuéma MOCETUTENEH):  peryaupoBaHUE IOTOKA
MOCETUTENEH, MPUEM U PETUCTPALUs [TOCETUTENCH.
[TnanupoBanue pabodero IHS PYKOBOIUTENS U
cekperaps. lloaroroBka JAeNoOBBIX BCTped H
IIEPEroBOpPOB PYKOBOJIUTEIIS. Pabora o
00CTYKMBAaHUIO PA3IUYHBIX THUIIOB COBEIIAHUNA U
coOO/IeHHe  TMpaBWJI  UX  TOJITOTOBKH U
MIPOBEJCHHUSI.

10.  Benenue TeIePOHHBIX MIEPErOBOPOB.
OunbTpands U nepeaapecanusi 3BOHKOB. [Ipuém u
nepeaaya TenedoHorpaMm, dakcorpamm,
coo01IeHn 1o ANEKTPOHHON 1ouTe.
NudopmanvonHoe obecriedeHue JesTENbHOCTH
pykoBomuTens. O3HaKOMJICHHE C  IPaBHJIAMH
paboThl ¢ KOH(UACHIMAIbHOW HWHpOpMAIEH B

OpTraHH3aIIH.
11. PaboTa Mo 0O3HAKOMJIEHHIO C COCTaBOM H
0COOEHHOCTSIMH JOKYMEHTOB OpTraHH3aIHH,
PEryJIHPYIOIIUX TPYIIOBBIE OTHOIIIEHHUS

(opraHM3anMOHHO-PACTIOPTUTEIbHBIE JOKYMEHTHI,
JOKYMEHTbl 110 JIMYHOMY COCTaBy, TpPYAOBOIi
JIOTOBOP, JIOTOBOP 0 MaTepHATbHOMN
OTBETCTBEHHOCTHU U T.J.). Odopmiienue
JOKYMEHTOB TI0 JJHYHOMY COCTaBY M WX KOTIUH (TIpH
HEOO0X0AUMOCTH).  3HAKOMCTBO €  CHCTEMOM
YHU(PUIMPOBAHHBIX (OPM MEPBUYHOM Yy4ETHOM
JIOKYMEHTAllU! OpraHu3aliu. 3aroJHeHue (Gopm
nepBUYHON y4€THOM JokymeHTanuu. Pabota ¢
3afBJICHUSAMU 110 JIMYHOMY COCTaBY, BEICHHUE U
odopmiieHHe TPYAOBBIX KHWXKEK. lcronmp3oBaHue
CO/]] npu paboTe ¢ KaApOBBIMH JOKYMEHTAMHU.

UTOIro

72




BJ 2 Opranusanusi apXuBHOM PadOThl MO JOKYMEHTAM OPraHU3aUMH Ppa3jiM4HbIX (opMm
cOOCTBEHHOCTH

I[IK  |Opranuzamus apxuBHO#| 1. N3yuenune nmpaBoBbIX (YUpEIUTENHHBIX) U 6 36
2.1-2.5 |paboTel MO JOKYMEHTaM|pacHOPSAUTEIBHBIX JTOKYMEHTOB OPTaHU3aIuH —
OK 01, |opranuzamuii  pa3IWYHBIX |MECTa IPOXOXKICHUS MPAKTUKH (Hayiee —

02, 04, |popm coOcTBEeHHOCTH OpraHu3alim) ¢ Lebio coopa nHpopMaUU IS
05, 09. HMCTOPUYECKOM CIPABKU K apXWBHOM OIKCH,
OTIpeIeJIeHNs TPaHUIL apXUBHOTO (POH/IA
OpraHu3aIuHg.
2. YuacTue B KOMIICKTOBAHUY apXHBa

OpraHu3aluy Jes1aMu (JOKYMEHTaMH) HOCTOSIHHOTO
U JIOJITOBPEMEHHOTO XPaHEHHUSI.

3. N3yuenne apXuBHBIX JOKYMEHTOB
OpraHu3aIiy C IEeNbI0 UCKIIIOYeHUS YOJIeTHOCTH
uH(pOpMaLKK, TPOBEPKH (PU3UUECKOIO COCTOSHUS
Jel (MoIUCTHBIN mpocMoTp fen). CucremaTu3anus
JJOKYMEHTOB B COOTBETCTBUHU C BHIOPAaHHOM
OpraHu3aIMeNd CXEMOM.

4. IIpuMeHeHHe cXeMBbl pa3MEeLeHUs CPECTB
XpaHEHHS apXUBHBIX JJOKYMEHTOB OpraHH3aInN
npu npuéme Jel (JIOKyMEHTOB) Ha XpaHEeHHe.

5. Odopmiienne TornorpaduyecKux
yKa3zaTeJieil B apXUBOXPAaHUIINIIE OpraHU3alUH.
Od¢opmienue sipabIKOB Ha IEPBUYHBIE CPEICTBA
XpaHEeHUsI.

6. Pa3mMernienne monogHEeHUs: apXUBHOTO

donna.

7. OdopmiieHne yu€THbIX JOKYMEHTOB 6 36
MOCTYTUICHHUS ¥ BHIOBITHS JIEIT.

8. OdopmiieHre JOKYMEHTAIUH 110 YUETY
(dona nonp3oBatens, (oTo-, AyAMOBU3YaTbHBIX
TTOKYMEHTOB, 3JIEKTPOHHBIX JIOKYMEHTOB.

9. Odopmnenne yuéTHbIX (GopM apxuBa
OpraHu3alum.
10.  Yuactue B MpOBEICHUH YKCIIEPTH3BI

[ICHHOCTH JOKYMEHTOB OpraHM3alli Ha OCHOBaHUU
Hay4YHbIX KPUTEPHEB UX LIEHHOCTH U HOPMATUBHBIX
TOKYMEHTOB: TIEpeUHE 1 HOMEHKJIATYP.
OnpezeneHre CPOKOB XpaHEHHS JOKYMEHTOB U Jedl.
OdopmieHue kapTouek-3aMecTUTeNeH aena.

11.  IlpoBepka HamU4Ms U COCTOSTHUS apXUBHBIX
TOKYMEHTOB OpraHHu3aluy. BrisBieHne
TOKYMEHTOB C MOBPEXICHUSIMU MaTepHaIbHBIX
HOCHUTEJIEH.

12.  Opranuzanus po3pIcka HEOOHAPYKEHHBIX
nen. OdopmieHne TOKyMEHTAIH TI0 Pe3yJIbTaTaM
[IPOBEPKH.
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13. Pabota no cozmanuto cipaBoYHO- 6 36
MOUCKOBBIX CPEJICTB apXHUBa OPTaHU3AIUH, B TOM
quclie ¢ MPUMEHEHHEM HUH(POPMAIIMOHHBIX
TEXHOJIOTUH.
14.  VYyactue B GOpMHPOBAaHUH OCHOBHBIX U
BCIIOMOTATENbHBIX APXUBHBIX CIIPABOYHUKOB, B TOM
YHCJIe C UCIIOJIb30BAaHHEM aBTOMATH3UPOBAHHBIX
CHCTEM.
15. CocraBiieHrue apXHUBHOM OMUCH JIE
MOCTOSTHHOTO XpaHeHus. OpopmiieHre OmucH Nl
0 TUYHOMY COCTaBY.
16.  OdopmieHue onucu en BpeMEHHOTO
(cBeimre 10 7eT) cpoka XpaHEeHHS.
17.  Ilouck uH(pOpPMALUH 10 3a1POCy
MOJIb30BATENs, B TOM YMCJIE C UCTIOJIB30BaHUEM
ABTOMATH3UPOBAHHBIX CHCTEM.
18.  HcnonHeHue  3ampocoB MO  TIOUCKY
apXUBHBIX JI€7 (JOKYMEHTOB) OpraHM3alllH, B TOM
quciIe C HUCIOJNBb30BaHUEM  HMH(OPMAIIMOHHBIX
TEXHOJIOTUI
NTOTI'O 72
B/l3 Oxa3anue nH(pOPMALMOHHO-KOHCY/IbTAIMOHHBIX YCJYI HACEJIEHHIO B 00/1aCTH Pa3BUTHA
uudgpoBoii
[IK 3.3 |KoHcynbTHpOBaHHE 110 1. O3zHakoMIIeHHE co CTPYKTypoii| 6 36
OK 01, BOIIPOCaM MPUMEHEHUS opraHu3anuyd, C IpaBaMH H 00s13aHHOCTSIMHU
02, 04, |undopmarmonHo- U poOBOro KypaTopa;
05, 09 KOMMYHHKAIHOHHELX 2. Vuaacrue B nH(OpMaIMOHHO-
. IPOCBETUTENIBCKUX MEPONPUSATHIX, HANPaBIECHHbBIX
TexHolornn B pag‘HWiHHX Ha pa3BUTHE U(PPOBOI TPAMOTHOCTH T'PaX/1aH;
chepax KU3HH, CONEUCTBHUE |3, PaGora c JTOKYMEHTAIUEH 10
Pa3BUTHIO III/I(I)pOBOﬁ MpPEeI0CTaBICHUIO KOHcynLTauI/IOHHOﬁ YCIIyTU B
IPaMOTHOCTH Pa3IMYHLIX  |COOTBETCTBHMHU C YCTaHOBJIEHHBIMH ()OPMaMHu;
IPYIIT HACEIICHHS 4. [IpoBeneHue  CTPOUTEITBHOTO  KOHTPOJIS
JeSITebHOCTH CTPYKTYPHBIX TOJpa3IelIeHHI;
5. KOHTpOb ~ TOTOBHOCTHM  TEXHHYECKOTO
oOecrieyeHuss MeEpONpUATHs, HAIpPaBICHHOTO Ha
pa3BUTHE UPPOBON TPAMOTHOCTH TPaXkIaH
6. Pazpabotka UH(POPMAIMOHHO-
MIPOCBETUTEIIbCKUX MEPONPHUSATHIX, HAIPaBICHHBIX
Ha pa3BUTHE LHU(PPOBOM IPaMOTHOCTH I'PaX/iaH;
7. OcymiecTBieHne 03HAKOMHUTEIILHOTO
WH/IMBU/YyaJIbHOTO KOHCYJIBTUPOBAaHUS TPaKIaH B
obmacthi  WHOOPMAITMOHHO-KOMMYHHUKAITMOHHBIX
TEXHOJIOTUI
8. [ToaroToBKa mpe3eHTAIMiA, HANpaBICHHBIX
Ha pa3BUTHE LU(PPOBOI IPaMOTHOCTH IpaxiaH
9. OdopmieHne TUCTOBOK W OYKJIETOB TIO
TUIIOBBIM 1I1a0JIOHAM, HalpaBJIEHHBIX HA pa3BUTHE
U(PPOBOI TPAMOTHOCTH TPaXKIaH
10. CocraBnenne ¥ 00paboTKa  aHKeT,
MPOBEJICHNE AaHKETUPOBAHUS
UTOI'O 36
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3 YCJOBHUS PEAJIM3AIIMA MTPOTPAMMBI IPOMU3BOJCTBEHHOM MPAKTHUKH (IO
IMPO®UJIIO CIIEHHUAJIBHOCTH)

3.1 MaTepuajbHO-TeXHUYECKOe ODecleyeHHe MPOU3BOACTBEHHOH MPaKkTUKH (M0 mpoduaw
CIeNUAJTBLHOCTH)

[TpousBoacTBeHHAs (MO MPOGMIIO CHENUATBHOCTH) MPAKTUKA MPOBOJUTCS B OpPraHU3ALUAX B
CHelHabHO 000PYJOBAaHHBIX MMOMEIIEHUSAX Ha OCHOBE JOTOBOPOB MEXAY OpraHH3alleil/nmpeanpusiTueM
uMI'TVY.

O6opynoBanue NPeaIpUITUA U TEXHOJIOTMUECKOE OCHAIleHUE pabodyuX MeCT MPOU3BOJICTBEHHOM
OpakTikd (M0  T1pouil0  CHEHMATBHOCTH)  COOTBETCTBYET — COJEPXKAHUIO  MPO(ECCHOHAIBLHON
JEeSITeIbHOCTH U JJaeT BO3MOXKHOCTh 00yUaroleMycst OBJIaIeTh MPodheccCnoOHaTbHBIMU KOMITETEHIIUSMH 110
BCEM BHJaM J€ATEIBbHOCTH, IPEIYCMOTPEHHBIX IPOrpaMMOM, C HCIOJb30BaHUEM COBPEMEHHBIX
TEXHOJIOTHI1, MaTepHaoB U 000PYAOBaHUS.

Cpoku ipoBeIeHUS TTPOU3BOJICTBEHHON MPAKTUKHU (IO IPODUITIO CIIEIUAIILHOCTH) OMPEISISIIOTCS B
COOTBETCTBHUH C KaJICHAAPHBIM YU€OHBIM IpaUKOM, YTBEPKIAEMbIM €KEr0JHO MIPHUKA30M PEKTOpa.

3.2 YuebHo-MeTOANYeCKOE U HH(POPMALHOHHOE 00ecnieyeHHe Peain3aluu MPOrpaMMbl

IIpodeccnonanbubiii Mmoayas IIM.01
OcCHOBHBbIE HCTOYHHKH:
1. Abynamze . I'. JlokymeHTannoOHHOE OOecreueHne YIpaBiIeHUs MePCOHAIOM: YYeOHUK U
MPaKTUKYM JUIsL cpenHero npodeccruonansaoro obpasosanus / JI. I'. AGynanze, U. b. Bempsokkuna, B.
M. MacnoBa. — 2-e uza., nepepad. u gomn. — MockBa: M3parensctBo FOpaiit, 2022. — 370 ¢. —

(ITpoteccronansnoe obpazoanue). — ISBN 978-5-534-15076-6. — Texct: anexrponusiii // IBC
IOpaiir [caiiT]. — URL: https://urait.ru/bcode/487121.
2. AnryxoBa, H.®. CucrteMbl 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa: ydeOHoe mocobue /

Anryxosa H.®., [I3t06enko A.JL., JloceBa B.B., Ueunkos FO.b. — Mocksa: KnoPyc, 2022. — 201 c. —
ISBN 978-5-406-02705-9. — URL.: https://book.ru/book/936560 . — TekcT: 37eKTPOHHBIIA.

3. Kopuees, . K. JlokymMeHTanlMoHHOE OoOecrieueHue YIpaBiIeHMs: YUY€OHUK U MPAKTUKYM
it cpeanero npodeccuonanbHoro oopazosanus / M. K. Koprees, A. B. ITmenko, B. A. Mamypues. —
2-e u3a., nepepad. u non. — Mocksa: UznarensctBo FOpaidt, 2022. — 384 ¢. — (Ilpodeccuonansroe
obpaszoBanne). — ISBN 978-5-534-05022-6. — Tekcr: anekrponnsiii // DbC HOpaiir [caiit]. — URL:
https://urait.ru/bcode/472550.

4. KacpsiHoBa, I'. }O. Jlenonpou3BoacTBo U Apyrue acnektsl padotsl cexperaps / [.JO. KacbsiHoBa
— 7-e u3n., nepepad. u non. — Mocksa: UznatensctBo Abak, 2020. — 304 c.

5. IlaBnoBa, P. C. AnMuHHMCTpaTUBHOE IENIONPOU3BOACTBO : yuebHoe mocobue g cno / P. C.
ITaBnoBa. — Cankr-IlerepOypr : Jlanp, 2022. — 296 c. — ISBN 978-5-8114-9928-1. — Texkcr :
AJIEKTPOHHBIH // Jlann : AIIEKTPOHHO-OMOIMOTEIHAS cucTema. — URL:
https://e.lanbook.com/book/247358 (mata obpamienus: 17.03.2023). — Pexxum mocTyma: i aBTOPHS.
MOJIb30BaTENEH.

6. [1aBnosa, P. C. [lenonpou3BoCTBO 110 NTUCHbMEHHBIM U YCTHBIM OOpalleHUsIM Ipak]aH : yueOHoe
nocobue st cno / P. C. [laBnoBa. — Cankr-IlerepOypr : Jlanb, 2022. — 324 ¢. — ISBN 978-5-8114-
9925-0. — Tekcr: oanekrpoHHsld / Jlanp : 2nekTpoHHO-OmMOMMoTeuHas cuctema. — URL:
https://e.lanbook.com/book/247352 (nara oOpamenus: 17.03.2023). — Pexum goctyma: ajisi aBTOPH3.
[I0JIb30BaTENEH.

JlonoTHUTeIbHbIE UCTOUYHUKH:

1. AnnpeeBa B.UM. [lenonpou3BOJCTBO: OpraHW3alids M BEICHUE: y4eOHO-TIPAKTHYECKOE
nocobue / Aunpeea B.M1. — Mocksa: KnoPyc, 2020. — 294 c. — ISBN 978-5-406-00580-4. — URL.:
https://book.ru/book/934225 . — TeKCT : AIEeKTPOHHBIH.

2. Amnzoposa C.II. Opranuszanus TpyJaa rocyJapCTBEHHBIX M MYHMIMIIAJIBHBIX CIYKaIIUX :
yaebnoe mocodbue / C.II. Anzopoa, C.I'. denopuykoBa. — Mockpa : UHOPA-M, 2022. — 160 ¢c. —
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https://urait.ru/bcode/487121
https://book.ru/book/936560
https://e.lanbook.com/book/247358
https://e.lanbook.com/book/247352
https://book.ru/book/934225

(Boicmiee oOpaszoBanue: bakamaBpuar). - ISBN 978-5-16-016369-7. - Texkcr : snextponsbii. - URL:
https://znanium.com/catalog/product/1151473. — Pesxum 1ocTyma: mo moImucKe.

3. bynar P.E. JlokymeHTanimoHHOE 00ecrieueHre yrpaBICHHsI IIEPCOHATIOM: Y4e0HOe mocooue
/ P. E. bynat. — MockBa: UHOPA-M, 2019. — 234 c. + Jlon. maTtepuaisl [[DaeKTpoHHBIN pecypc]]. —
(Beicmiee oOpaszoBanue: bakamaBpmar). - ISBN 978-5-16-010318-1. - Tekct: snextponHbii. - URL:
https://znanium.com/catalog/product/1007087. — Peskum ocTyma: mo moIImrucKe.

4. I'yryeBa T.A. KonduneHnuuanpHOe EI0MPOU3BOJCTBO: yueOHOoe mocobue / T.A. I'yryesa.
— 2-e u3a., nepepad. u gon. — Mocksa: MHOPA-M, 2022. — 199 c. — (Cpennee npodeccroHalbHOE
oOpa3oBaHme). - ISBN 978-5-16-016585-1. - Texcr: AEKTPOHHBIN. - URL:
https://znanium.com/catalog/product/1191331. — Peskum gocTyma: mo moImucKe.

S. I'ycapoBa M.H. OpranuzanuoHHO-UH(GOPMALMOHHOE U JTOKYMEHTALMOHHOE OOecreueHune
NEATEILHOCTH PYKOBOJIUTENS: ydeOHO-MeToandeckoe mocooue / M. H. I'ycapora, C. B. T'opkym. —
Mocksa: PTY MUPDA, 2022. — 106 ¢. — Tekct : 31ekTpoHHbIN // JIaHb : 31eKTPOHHO-OMOIMOTeYHAs
cucrema. — URL: https://e.lanbook.com/book/176556. — Pexum pgocTyma: JUis aBTOPHS3.
II0JIb30BaTENEH.

6. HenonpouzBoacto: yuebuuk / T.A. beikoBa, JL.M. Bsnosa, FO.M. Kykapuna, JI.B.
Cankuna; mog obmr. pen. mor. T.A. BeikoBoil. — 4-¢ u3n., nmepepad. u qom. — MockBa : UHOPA-M,
2022. — 393 c. + Jlon. matepuansl [[DnekTpoHHBIH pecypc]]. — (Bricuiee obpazoBanue: bakanaBpuar).
— DOl 10.12737/1014190. - ISBN 978-5-16-014992-9. - Tekct: onektponHbii. - URL:
https://znanium.com/catalog/product/1014190. — Pesxum qocTyma: mo moAMUCKe.

7. Hoponuna JI.A. JIokyMeHTalMOHHOE OOecreueHNe YIpaBieHUs: Y4eOHUK U TPAKTUKYM
s cpensero mnpodeccuonansHoro obpazoBanusi / JILA. Jloponuna, B. C. HputukoBa. — Mocksa:
WznarensctBo HOpaiit, 2022. — 233 c. — (IIpodeccuonanproe obpazoanue). — ISBN 978-5-534-
05783-6. — Tekcrt: anektponnsiii / IBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/473802.

8. Konduaenmmansnoe JIEJIOTPOU3BOACTBO 51 3alIMIIEHHbBIN ANEKTPOHHBIN
nokymentoobopot: yueOnuk / H.H. Kynses, A.C. Iémymikun, T.B. Konapamosa, A.I'. ®abpuyHoB; nox
obomr. pen. H.H. Kynsesa. - 2-e¢ usn., nepepad. u mom. - Mocksa : Jloroc, 2020. - 500 c. - (HoBas
yHuUBepcuteTckass Oubnmnoreka). - ISBN 978-5-98704-711-8. - Tekcr : snekrponHsii. - URL:
https://znanium.com/catalog/product/1212394. — Pexxum ocTyma: mo mo/ImucKe.

9. Kopuees M.K. Texuuueckue cpencrBa ympasinenus: yueOHuk / W.K. Kopnees, I'.H.
Kcanponyno. — Mocksa : UHOPA-M, 2019. — 200 c. — (Bricmiee oOpa3oBanue: bakamaBpuar). -
ISBN 978-5-16-003620-5. - Tekct : anextponnsiii. - URL: https://znanium.com/catalog/product/991843.
— PexuM focryna: o noamucke.

10. KysnenoB M.H. JlokymeHTanmoHHoe oOecreueHue ympaBieHusa. J[oKyMeHTOOOOpOoT u
JIEIOTIPOU3BOJICTBO: YUEOHHK M TPAKTUKYM Il cpeaHero npodeccruoHanbHoro odpasoanust / M. H.
Ky3nenoB. — 3-e u3a., mepepad. u pon. — MockBa: M3narensctBo IOpaiir, 2022. — 462 c. —
(ITpoteccronansrnoe obpazoBanme). — ISBN 978-5-534-04604-5. — Texkcr : anmexkrponHblit / IBC
FOpaiit [caiit]. — URL: https://urait.ru/bcode/470020.

11.  KyzueuoB U.H. JlokymeHTanimoHHOE OOecrieueHue ynpaBlIeHUs! MMEPCOHATIOM: YYEOHUK U
NPaKTUKYM JUIs cpefaHero mnpodeccuoHambHoro obpaszoBanus / WM. H. KysnmemoB. — Mocksa:
WznarensctBo HOpaiit, 2019. — 521 c¢. — (Ilpodeccuonanproe obdpasoranue). — ISBN 978-5-534-
04451-5. — Texcrt : anekrponnsii // DBC FOpaiir [caiiT]. — URL: https://urait.ru/bcode/444432.

12. Opranmzanus cekperapckoro obcmyxkuBanun: DYMK / B. B. T'anaxos, O. b. Hazapenko,
[DnexTpoHHOE yueOHOoe u3nanue]. — (Cpeanee npodeccroHanbHoe 00pa3oBaHue - TeKCT: IIeKTPOHHBIN.
- URL.: https://www.academia-moscow.ru/catalogue/5411/347093/ Aptukyn usnanus: 601817641

13.  IlaBmoBckas O.FO. IIpaBoBoe obecriedeHre KaJpOBOTO EIOMPOU3BOJACTBA: y4eOHOE
nmocobue s By3oB / O.}O. IlaBmoBckas. — MockBa : M3narensctBo FOpaiit, 2022. — 213 c¢. —
(Beicmiee oopazoBanue). — ISBN 978-5-534-11565-9. — Tekcr: snextponnsiii // DbC KOpait [caiT]. —
URL.: https://urait.ru/bcode/476289.

14.  CocnoBass A. AccucteHt pykoBojutens. Jlaiipxaku mnpodeccuu: KHUTA-TPEHUHT / A.
CocnoBas. - Cankrt-IlerepOypr: Ilutep, 2022. - 208 c. - ISBN 978-5-4461-1489-4. - Tekcr:
anektponHbIi. - URL: https://znanium.com/catalog/product/1817493. — Pexxum qocTyra: mo MOImHCKe.
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15.  HIumos O.B. CoBpeMeHHbIE TEXHOJOTHM U TEXHHUYECKHE CpeICTBa HMH(OpMaTH3AIMHU:
yaeonuk / O.B. Illumos. — Mocksa : UH®PA-M, 2022. — 462 c. + Jlon. maTepuaisl [[DIeKTpOHHBIN
pecypc]]. — (Cpennee mnpodeccuonanbHoe obOpazoBanme). - ISBN 978-5-16-017112-8. - Tekcrt :
anektpouHsiid. - URL: https://znanium.com/catalog/product/1764799 . — Pexum A0CTyIIa: 1O MOAIMHUCKE.

16.  IllyBanoBa H.H. OcHOBBI Aenompow3BOACTBA: YYCOHHK M TPAKTHKYM JJs CPEIHEro
npodeccuonanbHoro oobpazosanus / H.H. IllyBamosa, A.}FO. NBanoBa; mox obOmeir penakumeir H.H.
lyBanoBoii. — 2-e uzn., mepepad. u nomn. — Mocksa: UsnatensctBo IOpaiit, 2022. — 428 c¢. —
(ITpodeccnonansuoe obOpazoBanue). — ISBN 978-5-534-11014-2. — Texkcr: anektponHbiii // ObC
IOpaiir [caiiT]. — URL: https://urait.ru/bcode/469548.

17. [TaBnoBa, P. C. JlokymeHTammonHoe obecriedeHue ympaBieHUs. [lenoBas mepenmucka :

yaebnoe nocodbue mis crio / P. C. IlaBnoBa. — 2-e u3g., crep. — Cankrt-IlerepOypr : Jlans, 2023. — 152

c. — ISBN 978-5-507-46051-9. — Texcr : anekTpoHHBIH // JIaHb : 371€KTPOHHO-OMOIMOTEYHAS CUCTEMA.
— URL.: https://e.lanbook.com/book/295997 (mara oOparnenus: 17.03.2023). — Pexxum gocryma: Jist
ABTOPH3. MOJIb30BATEIICH.

18. ITaBnora, P. C. KonpuaeHmaisHoe IeIONPON3BOACTBO : yueOHoe mocobue s cro / P. C.
[TaBnoBa. — Cankr-Ilerepoypr : Jlamp, 2022. — 368 c¢. — ISBN 978-5-507-44695-7. — TekcT :
AEKTPOHHBIH // Jlanb : AJIEKTPOHHO-OMOIMOTESIHAS cUcTeMa. — URL:
https://e.lanbook.com/book/266798 (nara obpamenus: 17.03.2023). — Pexum goctymna: ajsi aBTOPH3.
MOJIb30BaTENEH.

IIpogeccuonanbusbiii Mmogyas 1IM.02
OcHoBHas JinTeparypa

1. MenbmoB B.JI. OcHoBbl mpaBa : ydeb.mocobue / B.JI. MensmoB. — M.: U] «DOPYMy:
NH®DPA-M, 2019. — 158 c. — (ITpodeccronansroe o0Opa3oBaHue).
https://znanium.com/catalog/document?id=342107

2. Packun, J M. Metoaguka W TpaKTUKa apXWBOBENEHUS : Y4YEOHUK [UIsI CPEIHEro
npodeccuonanbHoro odpazosanusi / JI. Y. Packun, A. P. CokonoB. — Mocksa : M3natensctBo FOpaiiT,
2022. — 339 c.— (Ilpodeccuonanbuoe obOpasoBanue). — ISBN 978-5-534-02419-7. — Tekcr
anekTpoHHsid // OOpa3zoBarensHas maatdopma FOpai [caiit]. — URL:

https://urait.ru/viewer/metodika-i-praktika-arhivovedeniya-492546

3. Tpetpsaxona, C. B. ObecnieueHrne COXpaHHOCTH TOKYMEHTOB [DIEKTPOHHBIN pecypc| : yueOHoe
nocobue / C. B. TpetbsikoBa ; MI'TY. - Marauroropck : MI'TVY, 2018. - 1 anekrpon. ont. auck (CD-R).
— Pexxum JIOCTyma:
https://magtu.informsystema.ru/uploader/fileUpload?name=5140.pdf&show=dcatalogues/5/9358/S140.pd
f&view=true . — MakpooOBeKT

JlonoTHUTEIbHASI JIUTEpPaTypa

1. MadopmMaimoHHbIe TEXHOIOTHN B JJOKYMEHTAITMOHHOM OOECIICYCHUN YIPABJICHUS M apXUBHOM JIEIIE :
yueOnuk juist By3oB / H. H. Kynaes, T. B. Konnpamosa, E. B. TepentseBa, A. I'. ®abpuunos / moz oo1I.
pen. H. H. KynseBa. - Mocksa : Jloroc, 2020. - 408 c. - ISBN 978-5-98704-786-6. - Tekcr :
anexTponHsbIi. - URL:https://znanium.com/read?id=367368

2. HUcaxor B. b. OcHOBBI TipaBa: y4eOHUK JJIsi HEIOPUINYECKUX BY30B U (hakynbTeToB / moxa pea. B. b.
HcakoBa. — M.: Hopma: UHDOPA-M, 2019. — 480 ¢ https://znanium.com/catalog/document?id=339499

3. Koznos, B. I1. ApxuBoBeaeHue: yaeOHUK W MpakTukyMm aiis By30B / B. I1. Ko3noB. — Mockaa:
WznarensctBo FOpaiit, 2022. — 329 c¢. — (Bsicmiee obpazoBanue). — ISBN 978-5-534-14066-8. —
Tekcr: AJIEKTPOHHBIN /l O6pazoBaTenpHas matdopma Opaiit [caiT]. —

URL.: https://urait.ru/bcode/496661

4. TlomoB, A. B. ApxuBoBenenue. 3apyoOexxnas Poccuka: ydeOHUK s cpeaHero nmpodeccuoHaIbHOTO
obpazoBanus / A. B. ITonoB. — Mocksa: U3znarensctBo FOpaiit, 2022. — 168 c. — (Ilpodeccuonansroe
obpazoBanmne). — ISBN 978-5-534-10240-6. — Texkcrt: anmekTponHbIit / O6pa3oBarenbHas 1uiatrgopma
FOpaiir [caiit]. — URL: https://urait.ru/bcode/495214
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https://znanium.com/catalog/product/1764799
https://e.lanbook.com/book/295997
https://e.lanbook.com/book/266798
https://znanium.com/catalog/document?id=342107
https://urait.ru/viewer/metodika-i-praktika-arhivovedeniya-492546
https://magtu.informsystema.ru/uploader/fileUpload?name=S140.pdf&show=dcatalogues/5/9358/S140.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=S140.pdf&show=dcatalogues/5/9358/S140.pdf&view=true
https://znanium.com/read?id=367368
https://znanium.com/catalog/document?id=339499
https://urait.ru/bcode/495214

5. Packun, JI. . ApxuBoBenenue: yueOHuK ais By3oB / [[. Y. Packun, A. P. CokonoB. — 2-e u3f.,
uctp. u gon. — Mocksa: M3natensctBo FOpaiit, 2022. — 468 c. — (Bricmee oo6pazoanue). — ISBN
978-5-534-15245-6. — Texkcr: anekTponHbIl // OOpa3oBarensHas miardgopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/497656

6. Tenpuapos, A. JI. ApxuBoBeneHue : yueOHoe nmocodue s 6akanaspos / A. [[. Tenpuapos. - 5-¢
u3a. - Mocksa : M3naTenbcko-Topropast kopropanus «Jlamkos u K°», 2022. - 184 c. - ISBN 978-5-394-
04946-0. - Tekcr : anextponHbii. - URL: https://znanium.com/read?id=395879

7. Xopxopauna, T. 4. Hcrtopus apXwBOB M apXHMBHOro jaeia B Poccum : y4eOHHMK Uit By30B /
T. . Xopxopauna. — Mocksa : U3znatensctBo HOpaiit, 2022. — 626 c. — (Bricmiee obpa3oBanue). —
ISBN 978-5-534-15239-5. — Tekcr : anekTponnsiii // OOpa3zoBarensHas miaatdopma FOpait [caiit]. —
URL.: https://urait.ru/viewer/istoriya-arhivov-i-arhivnogo-dela-v-rossii-488007

8. IlemenkoBa, C. . ApxuBoBenenue. Mcrtopus apxuBoB Poccum C JIpeBHEHIIMX BpEMEH [0
Havyama XX Beka: ydeOHoe mocobue Uil  cpemHero mpodeccHoHanbHOrO  oOpasoBaHus /
C. 1. llemenkoBa ; noa HayuHout penakuueit JI. H. Ma3yp. — Mocksa : M3narensctBo FOpaiit, 2022. —
153 ¢c. — (ITpodeccronanprOE oOpa3oBaHue). — ISBN 978-5-534-10241-
3.https://urait.ru/viewer/arhivovedenie-istoriya-arhivov-rossii-s-drevneyshih-vremen-do-nachala-hh-veka-
495215

9. laxomanosa, O.FO. Opranuzanus rocyiapcTBeHHbIX yupexaeHuid Poccuu: yuebHOe mocobue
s cpenHero npodeccronanbHoro oopazosanus / O. FO. IllaxomanoBa. — 2-e u3j., mepepad. u a0, —
Mocksa: U3narensctBo FOpaiit, 2022. — 161 ¢. — (IIpodeccuonansHoe odbpazoBanue). — ISBN 978-5-
534-12448-4. — Texkcr: snextponHbiid // OOpa3zoBarenbHas miatdopma HOpaiit [caiit]. — URL:
https://urait.ru/bcode/496292

IIpodeccuonanbubiii moayas IIM.03

OcHOBHbIE HCTOYHHKH:
1. HNudopmalinoHHbIE TEXHOJOTMH B JAOKYMEHTAIIMOHHOM OOECIEeUEHUU YIPaBICHUS U apXUBHOM
nene : yueonuk ais By30B / H. H. Kynaes, T. B. Kongpamosa, E. B. TepentseBa, A. I'. ®abpuyHoB / oa
obomr. pea. H. H. KynseBa. - Mocksa : Jloroc, 2020. - 408 c. - ISBN 978-5-98704-786-6. - Tekcr :
anexktpouHbii. - URL:https://znanium.com/read?id=367368
2. HIumos O.B. CoBpeMeHHbIE TEXHOIOTUN U TEXHUUYECKHE CPeACTBa MH(POpMaTH3aK: yI4eOHUK /
O.B. IlInmoB. — Mocksa : UTH®PA-M, 2022. — 462 c. + [lon. MmaTepuansl [[DneKTpoHHBIN pecypc]]. —
(Cpennee mpodeccuonanbuoe obpazoBanue). - ISBN 978-5-16-017112-8. - TekcT : >MeKTPOHHBIH. -
URL.: https://znanium.com/catalog/product/1764799 . — Pexxum gocTyma: mo Mo ImucKe.

JonoiHUTeILHAS JTUTEPaTypa

1. I'yryeBa T.A. Kon¢uaeHuansHoe 1e100pou3BOJICTBO: yueOHoe nocodue / T.A. I'yryeBa. — 2-e
u3n., nepepab. u mon. — MockBa: UHOPA-M, 2022. — 199 c. — (Cpennee mpodeccuoHambHOe
oOpa3oBaHue). - ISBN 978-5-16-016585-1. - Texkcr: IJIEKTPOHHBIH. - URL:
https://znanium.com/catalog/product/1191331. — Pexxum octyma: mo moimrcKe.

2. Kacesinona, I'. 10. Jlenonmpon3BoacTBO U Apyrue acnekThl padboter cexpetaps / [.1O. KacbsiHoBa
— 7-e u3n., nepepad. u non. — Mocksa: M3natensctBOo Abak, 2020. — 304 c.

3. [TaBnoBa, P. C. Jlenonpou3BoACTBO MO MUCEMEHHBIM M YCTHBIM OOpalleHUsIM TpaXkaaH : ydeOHoe
nocooue st cro / P. C. TTaBmoBa. — Cankr-IlerepOypr : Jlans, 2022. — 324 ¢. — ISBN 978-5-8114-
9925-0. — Tekcr : onekrpoHHbld // Jlawb : »1mekTpoHHO-OMOMmoreuHnas cucrema. — URL:

https://e.lanbook.com/book/247352 (nata oOpamenus: 17.03.2023). — Pexxum noctyma: ajis aBTOpH3.
M0JIb30BaTENEN.

IIporpammHoe obecnieyeHue:

MS Windows 7 (moamucka Imagine Premium)
MS Office 2007

7 Zip
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HNurepHeT-pecypcehbl:

1. ITopran «ApxuBbl Poccun» [DnekrponHslil pecypce]. DnekTpoH. aaH. — M.: Pocapxus, 2001. —
Pexxum moctyma: rusarchives.ru

2. Bcepoccuiickuii Hay4HO-HCCIEIOBATEIbCKII HHCTUTYT JOKYMEHTOBEJICHHUS M apXUBHOTO Jela
(BHUMJAJ) [DnektponHblii pecypc]. Dnekrpon. nan. — M.: BHUWJIA/, 2010. — Pexxum pocrtyna:
http://www.vniidad.ru .

3. Odpunmaneubii  caiitr  kommanuu  «KoncynapranT  Ilmroc»  [DnmekTpoHHBIM — pecypc]:
3akoHoaaTenbcTBO PD: KOJEKCHI, 3aKOHBI, YKa3bl, TOCTAHOBJICHUS TTpaBuTebcTBAa PD. DnexTpoH. nan. —
1997. — Pexxum noctyna: http://www.consultant.ru .

4. TlyOonuynass ~ WHTepHeT-OMONMMoTeka  [OnekTpoHHbld  pecypc]-  http://www.public.ru/.
CBOOOTHBIN.— 3ariI. ¢ 3KpaHa. SI3. pyc.

5. IlpaBoBas cucrema Pedepent https://www.referent.ru/

6. Caiit ®emepanbHOr0 apXMBHOIO areHTcTBa. Pexxum gocryma: http://archives.ru/, pocapxus.pd.

7. Caiit I'ocynapcTBEHHOr0 KOMUTETA IO AejiaM apxuBoB YensiouHckoi obnactu Pexxum nocryna:
http://www.chelarhiv.ru

8. Crynenueckas OubOmuoreka [DnekTpoHHBIA pecypc]- http://www.lib.students.ru cBoGoHBIN.—
3ari. ¢ akpana. 3. pyc.

3.3 O0mme TpeOOBaHMSI K OPraHW3alUM INPOU3BOJACTBEHHON NPaKTUKU (M0 mnpoduiIo
CIenMaJIbHOCTH)

[TpousBoacTBeHHAs MpakTHKa (M0 MPOMUITIO CIIEIMATBHOCTH) MPOBOIUTCS B (popMe MPAKTHUCCKOI
IMOATOTOBKM B YCJIOBHUAX BBIIIOJIHCHHA O6yanOHIHMHC$I BHUI0B pa60T, CBA3aHHBIX C 6YIIYHI€I>'I
npodeccnoHaNbHON JEsATeNbHOCThI0 W HAMpaBICHHBIX Ha (OpPMHUpPOBAHUE, 3aKpEIUJICHHE, pPa3BUTHE
MPAKTUYECKUX HABBIKOB W KOMIIETEHIUH 10 MPpOodUiIr0 00pa3oBaTeIbHON MPOrpaMMBbl B COOTBETCTBHU C
JIOKQJIbHBIMHU aKTaMH 00pa30BaTEIbHON OpraHU3aluH.
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4 KOHTPOJIb U OIIEHKA PE3YJIbTATOB IMPOU3BOJACTBEHHOM IMPAKTHUKH (ITO
IMPOPUJIIO CIIEHHUAJIBHOCTH)

OreHKa TPOU3BOJICTBEHHON MPAKTUKU (110 MPOGMIIIO CIENUAIBHOCTH) OCYIIECTBIISIETCS HA OCHOBE
aHauM3a IpelyCMOTPEHHbIX (OPM OTUETHOCTM M SKCIEPTHOIO OLIEHUBAHMS 3aIlVIAHMPOBAHHBIX
pe3yabTaToB OOyYEHHs: MPAKTUYECKOTO OINbITA M COOTBETCTBYIOIIMX OOIMX M HPOQecCHOHATBHBIX
KOMIIETEHIIMH, B TOM YHCIIE C y4€TOM U (WJIM) HA OCHOBAaHUU PE3YJIbTAaTOB:

—  TEKYIIEro KOHTPOJIs, OCYLIECTBISEMOTO PYKOBOJMUTEIAMU IIPAKTUKH B IIPOLIECCE MPOBEICHUS
IIPAKTHUKHY,;

—  NPOXOXKICHUSA NIPAaKTUKHU oOyuaromumcs, IIOATBEPKICHHBIX JOKYMEHTaMU
OpTaHU3aLUH/TIPEANPUATUI TPOBEICHHUS TPAKTUKH.

Kon IIK/OK OcHoBHbIE OKa3aTen IIpakTHYeCKHH ONBIT OneHoYHBIE CpeICTBA
OLICHKH pe3yJibTara JJISl IPOMEKYTOYHOM
aTTecTanuu
B/I.1 . Oprann3anus JOKYMEHTAIIHOHHOIO 00ecnieYyeHHs ynpaBJaeHusi H QyHKIMOHUPOBAHHUSA
IK 1.1. OIIOP 1.1.1 Ucnonszyet [10 1.Opranuzauuu OTuer 1o npaxkTUKe.
- CpeacTBa MH(POPMALIMOHHBIX OKYMEHTallMOHHOT'O
pei (popman JIOKY H O3HakoMHUTCSA C
IIK 1.9. 1 KOMMYHUKaIIMOHHBIX oOecrnieyeHust yrpaBieHuUs . .
. opranusanuen (mprueMHon
OK 01 TEXHOJIOTUH 71 MONy4YeHUsl | U (QYHKIIMOHUPOBAHHUS pYKOBOTHTENS) K
OK 02 U mepenayn HHPopManuu OpraHu3anuu
pabourMu MecTamu
OK 04 OIIOP 1.1.2 YcranaBnuBaer
crneunanuctoB 10V u
OK 05 Y TIO/IICPKUBAET
IIPEJICTaBUTh KPaTKYIO
OK 09 KOMMYHUKAIMU B IIpoliecce
XapaKTEPUCTUKY
JIETI0BOTO OOIEHHUS C
OpraHu3alui,
IIOMOUIBIO CPEICTB
OpPraHU3aLMOHHYIO
MH(OPMALIMOHHBIX U CTPYKTYDY, CTPYKTYPHEIX
KOMMYHHKAIIMOHHBIX s
- MIO/Ipa3IeJICHUN
TCXHOTOTHH, OCYILIECTBIISIOLINX
OIIOP 1.1.3 ObecneunBaer
S —— JOKYMEHTAIllMOHHOE
UH
P yio oOecrneueHue, BUI
0€301acHOCTb JeSITeIbHOCTH
NESITENIbHOCTH,
OpraHU3alMH.

OIIOP 1.2.1 Berpeuaer AHAIH3 OpranH3alii

ITOCETUTENEN, ITOTyYaeT
NEPBUYHYIO HH(POPMALIUIO O
MIOCETUTENSX, YCTAaHABINBAECT
MOPAIOK IpUéMa s
Pa3INYHBIX KaTErOpHUi
[IOCETUTENEHN

OIIOP 1.2.2 Bener yuérHble
perucTpanoHHbIe (POPMBI
10 IPUEMY ITOCETUTENEH, a
TaKKe NpUEM, iepesady u

pabouero mecra

N3yunTh AOKyMEHTALIMU
10 IOJATOTOBKE U
MPOBEJICHUE COBEUIAHUI,
JIEJIOBBIX BCTPEY, IPUEMOB
Y NIPE3CHTALNMN.

N3yunts qOKyMeHTaIUU
10 OPTraHU3AIMH JETOBBIX
MOE370K PYKOBOJUTENS U
JIPYTUX COTPYIHHUKOB

OTIIPaBKY JIOKYMEHTOB
OpraHu3alu, u
OTIOP 1.2.3 b \
o0paboTKa MaTepuanoB
OpraHu3oBbIBaET U
KOMaHAHPOBKHU.
OpOHHUpYET NEPEeroBOpHbIE
Cdopmuponath MakeT
KOMHATBI, 8 TAK)KE CEPBUPYET
. . JOKYMEHTOB JUIS
qaifHple (Ko(peiHbIE) CTOIBI B
odice MIPOBE/ICHUSI  COBEIIAHMUSA,
MpPUEMOB | JIeNTOBOM
OIIOP 1.3.1 BuiGupaer P
MOE3IKH.

(hopMBI TIITAHUPOBAHUS 1
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oopMIISET TIIIAaHUPOBIIIUK
(opranaiizep) pyKOBOAUTENS
U ceKpeTaps

OIIOP 1.3.2 YcranaBnuBaer
L[eJIH, OTIpeeNsieT
MPUOPUTETHOCTH U
04epEMTHOCTD BHITIOTHEHUS
pabot u 3ppexTruBHO
pacnpezenser padbouee
BpeMs

OIIOP 1.3.3 Uudopmupyer
PYKOBOJIUTENS O
MpUOIMKEHUN BPEMEHH U
periaMeHTe
3aIIaHUPOBAHHBIX BCTPEY U
MEpONPHUATHI

OIIOP 1.4.1 Cocrasansier u
oopmIIIeT JOKYMEHTBI JIS
JIETIOBBIX MOE3/I0K

OIIOP 1.4.2 OcymecTBisier
TPEBEI-TIOAICPKKY JEITOBBIX
MOE370K

OIIOP 1.4.3 CornacoBbIBaeT
C IPUHUMAIOIIEH CTOPOHOMH
MIPOTOKOJI TUTAHUPYEMBIX
MEpOMpUATHA U hopMUpYET
MpOrpamMMmy AEJIOBOMN
MOE3]IKU

OIIOP 1.5.1
OpranuzoBbiBaeT pabouee
MECTO B COOTBETCTBHU C
TpeOOBaHUSMU IPTOHOMHUKHU
U KyJIBTYpHI Tpya

OIIOP 1.5.2 ObecnieunBaeT
pabouee MecTo u
¢byHKIMOHATBHOE pabouee
MIPOCTPAHCTBO
HEO0OXOIMMBIMH CPEICTBAMU
OpPraHu3alMOHHON TEXHUKH,
MeOeINbI0 U KaHIIETISIPCKUMHU
MPUHAISKHOCTIMHU

OIIOP 1.5.3 nonnepxxuBaer
CpEeACTBA OpPraHU3alMOHHON
TEXHHUKHU B pabouemM
COCTOSTHUH

OIIOP 1.6.1
Opranu3oBbIBa€T MpOIECC
MOATOTOBKU U TIPOBEICHHE
KOH(EpPEeHTHOTO
MEpPOTPUATHS
WHIUBUAYAJIBHO U B COCTaBe
paboueii rpynmbl

N3yunth nopsinok
odopmiieHus U
perucrpanuu
OpraHHU3alOHHO-
pacopsAUTEIbHBIX
JIOKyMEHTOB, KOHTPOJIA 32
CPOKaMH MX UCIOJIHEHHUS.

[TpoBecTn 06paboOTKy 1
BXOJISIINX, UCXOJISIIINX,
BHYTPCHHUX JJOKYMEHTOB,
CHCTEMAaTH3HPOBATb.
O3HaKOMUTHCS €
HOMEHKJIATYpO J1eJT
OpraHH3aIiH U
copmMHupOBaTH
JIOKYMEHTHI B JIeJIa.

N3y4uth mopsiiok paboThl
C KOH(UICHIIUATHHOU
nHpopMmanuen u
JIOKYMEHTaMH JINYHOTO
coctaBa(JIMYHBIC J1eT1a)

OcyiecTBUTh IpUEM U
OTIIPABKY
TesneoOHOrpamMM,
¢bakcorpamm.

I/I3y‘lI/ITL MOpAAOK IIprueMa
BXOJAIIUX 3BOHKOB.

N3yuuts mpouenypy
MIPOBEACHUS DKCIIEPTU3A
JIOKYMEHTOB.

Omnucatb OPSIOK
¢dbopmHupoBaHUs U
MOJTOTOBKH J€T JUIsI
nepeiauu B apxuB
OpraHU3aIyH.

IlogroroBuTs onucu Aea U
aKT O nepeaavyu Aci.
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OIIOP 1.6.2 JokyMeHTUpYyeT
pas3HbIe 3Tabl IPOLETYPHI
MOJITOTOBKH U TIPOBEICHHS
KOH(EPEHTHOTO
MEPOTIPUSITHSI

OIIOP 1.6.3 OcymectBisieT
MIPOBEPKY JIOCTOBEPHOCTH,
MIOJTHOTHI U
HEMPOTHBOPECYHBOCTH
JTAHHBIX, UCKITIOYCHUS
nyOmupoBaHus HHGOPMAITIH
OIIOP 1.7.1 Cocrasnser u
odopmIisier
OpraHu3alMOHHbIE,
pacropsIUTeIbHbBIC U
MH(POPMAIIMOHHO-
CIPaBOYHbBIE IOKYMEHTBI
OIIOP 1.7.2 ITpunumaer,
MIPOBEPSET, pacCMaTPUBAET,
pErUCTPUPYET BXOJISIINE,
UCXO/IAIINE U BHYTPEHHHE
JOKYMEHTBI

OIIOP 1.7.3 Kontponupyet
MapIIpyTU3ALHUIO
JOKYMEHTOIIOTOKOB ¥ CPOKH
WCTIOJIHCHUS IOKYyMEHTOB
OIIOP 1.8.1 ObecnieunBaet
COXPaHHOCTh NEPCOHATBHBIX
JaHHBIX paOOTHUKOB

OIIOP 1.8.2
Opranu3oBbIBacT
JTIOKYMEHTOOOOPOT IO
MIPEJICTaBICHUIO JOKYMEHTOB
10 MIEPCOHATY B
rOCYJapCTBEHHBIE OpTaHbI
OIIOP 1.8.3 Bener
TeSITeTBHOCTD T10
oopMIIeHHIO JOKYMEHTAIH
0 JJTMYHOMY COCTaBY

OITOP 1.9.1 ITpoBepsieT
CPOKH XpaHEHHsI TOKYMEHTOB
OIIOP 1.9.2 Cocrasnser
aKTBI O BBIJICIICHUH K
YHUYTO)XEHUIO JTOKYMEHTOB,
HE TO/JISKAIINX XPAHESHHIO U
00 YHHUYTOXEHUU
JTOKYMEHTOB

OIIOP 1.9.3 Pa3pabatbiBaet
HOMEHKJIATYpY JelT
OpraHu3aIyu

B/l 2 Opranu3zanus apxuBHOH padoThI 10 JOKYMEHTAM OPraHu3auuid pa3jiu4HbIX Gopm
COOCTBEHHOCTH
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IIK 2.1-2.5
OK 01, 02,

04, 05, 09

OIIOP 2.1.1 YuactByeT B
KOMIUICKTOBAHHH apPXHUBHBIX
JIel apX1Ba OpraHU3auu
OIIOP 2.1.2 YuacTByerT B
KOMIUIEKTOBAaHUU apXUBHBIX
JOKYMEHTOB apXHBa
OpraHuzaluu

OIIOP 2.2.1 Bener yuér
apXUBHBIX Jell

OIIOP 2.2.2 Bener yuér
ApXUBHBIX JOKYMEHTOB
OIIOP 2.2.3 Bener yuér
ApPXUBHBIX A€ (JOKYMEHTOB)
, B TOM YHCJIE C
HCIOJIb30BaHUEM
ABTOMATHU3WPOBAHHBIX
CHCTEM.

OIIOP 2.3.1 OcymecTBisier
XpaHEHUE apXUBHBIX JICT B
apXuBe OpraHM3aIlHH.
OITOP 2.3.2 OcymecTBisieT
XpaHEHUE apXUBHBIX
JOKYMEHTOB C TIOCTOSIHHBIM
CPOKOM XpaHEeHHs B apXHBE
OpTaHU3aINH.

OIIOP 2.3.3. OcymectBisiet
XpaHEHHE apXUBHBIX JET
(TOKyMEHTOB) 110 TUYHOMY
COCTaBy B apXWBe
OpraHH3aIliH.

OIIOP 2.4.1 ObecnieunBaet
XpaHEHUE U UCIIOJIb30BaHUE
nen (TOKyMEHTOB)
BPEMEHHOT'O XpaHEHUs
OIIOP 2.4.2 ObecnieunBaet
KOMIUIEKTOBaHHE U
HCII0JIb30BaHUE AEI
(TOKyMEHTOB) BPEMEHHOTO
XpaHEHUs

OIIOP 2.4.3 ObecrieunBaeT
YYET U UCIIOIB30BAHUE JIE]
(TOKyMEHTOB) BPEMEHHOTO
XpaHEHUs

OIIOP 2.5.1 OcymecTBisier
WCTIOJIh30BaHUE APXUBHBIX
hi(Sh)

OIIOP 2.5.2 OcymiecTBisiet
MCIOJIb30BaHNE apXUBHBIX
JTOKYMEHTOB

OIIOP 2.5.3 OcyuiecTBiusieT
UCIOJIb30BAaHUE  apXUBHBIX
nen  (IOKYMEHTOB), B TOM

ITO 2. Opranuzanus
apXUBHOM paboTHI 1O
JIOKyMEHTaM OpraHH3alIHi
pa3nu4HbIX HopM
COOCTBEHHOCTH

OTtyer 1o mpakTHKe.

O3HaKOMMTBCS C
opraHu3aimei paboTHI,
CTPYKTYpOH U
JIeSITEILHOCTBIO
CTPYKTYPHBIX
MOJIpa3ieICHUI

OpraHM3alfi 10 MECTy
MIPOXOKJICHUSI MPAKTUKU
[To3HakOMUTBCS C
opranu3aiuei
KOMIUICKTOBAHHS apXUBA.
N3yuuts paboty
SKCIEPTHON KOMHUCCHUH.
Onucarb NOPsIOK
MOJTOTOBKH U TIepeadn
JIell B apXUB, IPOBEJICHHE
AKCIIEPTHU3BI IEHHOCTH
JTOKYMEHTOB, O(OpMIICHHE
PE3yNbTAaTOB SKCIIEPTHU3BI.
CocTaBiTh OIKUCH JIEN,
aKThI O BBIJICIICHUU
JOKYMEHTOB K
YHUUTOKEHUIO.
OdopmiaTs nena.
N3yuuts nosnoxenue oo

apXxuBe, JOJKHOCTHBIE
MHCTPYKLIUU COTPYIHUKOB
apXxuBa, IUIaHbl PaOOTHI
apXx#Ba, OTYETHI O
MIpOJIeJIaHHOM padboTe
apxuBa 3a rojl, cJejlaTh
BBIBOIBI O 337a4ax U
(GYHKIUSAX apXUBa, €ro
POJIM B OpraHU3aIUH.
N3yuuts ucropuro
dbonmoodpazoBarens u
donna.

O3HakoMuUThCA €
opraHu3ayen padboThl
apXuBa B CUCTEMax
AIIEKTPOHHOTO
JTOKYMEHTO000pOTa.
[Ipoananu3upoBars
OpraHM3AIIIO
UCTIOJIB30BAHUS
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YuCJI€ C HCIHOJIb30BAHUEM
ABTOMAaTU3UPOBAHHBIX
CHUCTEM

JIOKyMEHTOB apXUBa,
onucarb (HOpMBI
MCIOJIb30BaHUS APXUBHBIX
JIOKyMEHTOB,
OpraHu3aIui padboTy ¢
3arpocamu
MOJIb30BATEJICH, BUJIBI
3aIpOCOB U OTBETHI
apxuBa Ha 3aIPOCHI,
MpaBmJIia IOJITOTOBKU U
oopmIIeHUsT aPXUBHBIX
CITPABOK, BBIIIMCOK, KOITUH,
CPOKH HCITOJTHCHHS
3arpocoB. M3y4uTh dTarsl
MOKCKA HEOOXOIUMOM
WHPOPMAIIUU B apXUBHBIX
dhonmax.

N3yunts yu€THBIE
JIOKYMEHTBI U HAy4HO-
CIIPaBOYHOIO arapara
apxuBa (OIUCH, KaTaJoru,
KapTOTEKH, JIUCThI
(hOHIOB, KHUTH U
KypHaJIbI y4€Ta,
UCTOPUYECKHE CITPABKU,
[acropT apXxuBa).
Onucarb HOMEHKIATYPY
JieJl JaHHOW OpraHM3aliy,
MPEANPUITHS, OOpaTUTh
BHUMaHUE Ha CPOKHU
XpaHEHUs JOKYMEHTOB,
YTOYHHUTH CPOKHU XpPaHEHUS
110 TUITOBBIM NEpPEUHAM
JIOKyMEHTOB C YKa3aHHEM
CPOKOB XpaHEHHUS.
N3yuuts cocTaB u
KOJIMYECTBO 1€,
nepe1aBaeMbIX B apXUB

N3y4uTh TEXHOJIOTHIO
XpaHCHUA TOKYMCHTOB B
apxuBe.
[Ipoananu3upoBars
YCIIOBHSL XpaHEHHUS
JOKYMEHTOB B apXHUBE.
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OneHuTs MaTepuaIbHO-
TEXHUYECKYIO 0azy
apXuBa: COCTOSTHUE
[IOMEILEHUS, HATNYHE
o0opynoBaHusl, CPEACTB
MOYXKapHOU U OXpaHHOMN
CUTHAJIM3alluu, CPECTB
KIIMMaTH4ECKOT0
KOHTPOJISI, TEXHUUECKUX
CPEICTB, IPOrPaMMHOI0
o0ecrieyeHusI.
[Ipoananu3upoBars
CO3/1aHUE U COOJI0/ICHNE
HOPMAaTUBHBIX PEKUMOB
XpaHeHUs JOKYMEHTOB:
CBETOBOTO,
TEeMIEPaTypHO-
BJIQ)KHOCTHOTO,
CaHUTAPHO-
TUTHEHUYECKOr0 U
OXPaHHOTO.

[To3HakOMUTBCS C
OpraHu3anuein
KOMILIEKTOBAHUS apXHUBa
Odopmrenue u
dbopMupoBaHue aed,
COCTaBJICHHE U
odopmIleHUs OTHCH eIl
aKThI O BBIJICTICHUHN
JIOKYMEHTOB K
VHUYTOXKCHUIO.
OdopmisaTs aena.
[lepenava nen B apxuB
YUpEKACHUS.

B/1.3 Oka3zanue MH(OPMALMOHHO-KOHCY/JIbTAIMOHHBIX YCJYI HACEJCHHIO B 00JIaCTH Pa3BUTHA

M dpoBoil rpaMOTHOCTH

IIK 3.1 OIIOP 3.1.1 Opranuzanus
K 3.2 npuéma, 00paboTKu "
K 3.3 XpaHEHUsT JOKYMEHTOB Ha
OK 01, 02, pa3HBIX HOCHUTEIIAX B
COOTBETCTBUH C
04, 05,09 3aKOHOIATEIILHBIMU "
HOPMAaTHUBHBIMHU
JOKyMEHTaMU o

1O 3. KoHcynbTupOBaHue
10 BOTIPOCaM TMPUMEHEHUS
MH(POPMAIMOHHO-
KOMMYHUKAITHOHHBIX
TEXHOJIOTHH B Pa3InYHbIX
chepax KHU3HU,
COJICUCTBUE PA3BUTHIO
G poBOi TPaMOTHOCTH

OTt4er 0 mpakTHUKe

(O3HAKOMHTHCS CO
CTPYKTYpOU OpraHu3aluu,
C IpaBamMu U
00S13aHHOCTSIMH
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JIeJIONPOU3BOICTBY u
apXUBHOMY JCTY.

OIIOP 3.1.2 Opranuzanusi u
NPOBEACHUE  OLU(PPOBAHUA
JIOKYMEHTOB apxuBa B
COOTBETCTBUU c
JEUCTBYIOIIUMH
3aKOHO/IATENIbHBIMU ~ aKTaMU
1 HOpMaTHBaMH.

OIIOP 3.1.3 O6paboTka
MOJIYYE€HHOM 3JIEKTPOHHO-

U poBoii THPOPMALIUH B
COOTBETCTBUH C
JNENCTBYIOIUMHU
3aKOHOAATEIbHBIMU U
HOPMATHUBHBIMH
JOKYMEHTaMHU 110
JIEJIONIPOU3BOJICTBY U
apXUBHOMY JICITy.

OIIOP 3.2.1 Opranuzanus
paboTel apxWBa Ha OCHOBE

HH(pOPMaIMOHHBIX
TEXHOJIOTUH B COOTBETCTBUH
c JEUCTBYIOLIUMU
3aKOHOIATEILHBEIMHU u
HOPMAaTUBHO-
METOINYSCKUMU
JOKYMEHTaMU 110 apXUBHOMY
neny

OIIOP 3.2.2 Opranuzanus
dbopMupoBaHHS U 3arpy3Ku
0000IIIEHHBIX  JAHHBIX B

CUCTEMY AIEKTPOHHOTO
apxuBa B COOTBETCTBHH C
3aKOHO/1aTeJIbHBIMHU U
HOPMAaTUBHBIMH
JOKyMEHTaMHU o
JIEIOTIPOU3BOICTBY u
apXUBHOMY JICITY.

OIIOP 3.2.3 Hcnonp3oBaHue
B pabote apxuBa
ABTOMAaTU3MPOBAHHBIX

CUCTEM YU€Ta, pEerucTpaluy,
KOHTpOJII ~ JOKYMEHTOB B
COOTBETCTBUU c
JNENCTBYIOLIUMU
HOPMAaTUBHO-
METOANYECKUMHU
JOKYMEHTaMH 10 apXUBHOMY
Jeny.

Pa3IMYHBIX TPYIII
HaceJeHus

1 poBOro KypaTopa;

[IpunsaTe yyactue B
nH(pOpPMaIMOHHO-
MIPOCBETUTENIBbCKUX
MEPOTPHUATHSIX,
HaNpaBJICHHBIX HA
pa3BuTHE IUPPOBOH
IPaMOTHOCTH TPaXK]aH;

OcymiecTBUTh paboTy ¢
JOKYMEHTaUEN 110
MPEIOCTABICHUIO
KOHCYJIbTAI[HOHHOU
YCIYTH B COOTBETCTBUU C
YCTaHOBJICHHBIMU
bopmamu;

Ocy1iecTBUTh KOHTPOJIb
TOTOBHOCTU TEXHUUYECKOTO
obecrieyeHus
MEPOTIPUATHS,
HaIpPaBJICHHOTO Ha
pa3Butre UppoBoit
IPaMOTHOCTH T'paX/1aH

Pazpaborats
MH(OPMaLIOHHO-
IIPOCBETUTENBCKOE
MEpOTNPUSTHE,
HaMpaBJIEHHOTO Ha
pa3BuTHE HUPPOBOH
TPaMOTHOCTH TPaX/IaH;

Ocy1iecTBUTh
03HAKOMMTEIIbHOE
WHIUBHIYAJIBHOE
KOHCYJIbTUPOBAHHE
rpakJaaH B 00JacTu
MH(}OPMaLIOHHO-
KOMMYHHUKAIIMOHHBIX
TEXHOJIOTUI

IloaroToBUTH
MIPE3EHTALINIO,
HAIPaBICHHYIO HA
pa3BuTHE IUPPOBOH
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IPaMOTHOCTH T'pax1aH

OdopMUTB JTUCTOBKHU H
OyKJICTBI 110 TUIIOBBIM
1rabJioHaM, HarpaBJIeHHbIE
Ha pa3BuTHE HU(PPOBOI
IPaMOTHOCTH TpakJaH

CocraButh 1 00paboTaTh
AHKCTBI, IPOBCCTU
AHKETUPOBAHUE

[To okOHYaHMM MPOU3BOJACTBEHHOW MPAKTUKU (MO MPO(UIII0 CHEHHATbHOCTU) CTYACHT MPEAOCTABIISIET
OTUYET.

dopMoil IPOMEXKYTOUHOW aTTeCTallMM 110 IPOU3BOJCTBEHHOW  IpakTHKe (10 mnpoduiro
CHELMAIbHOCTH) SIBJISIETCS 3a4€T. 3a4€T BBICTABISETCS MPHU YCIIOBUU IMOJIOKHUTEIBHOTO aTTECTALIMOHHOIO
mucta no npaktuke o0 ypoBHe ocBoeHuss OK um IIK, 3amoinHeHHOro pykOBOAMTENSIMM HPAKTUKU OT
OpraHM3aliy U KOJUIEKa, OTYETA 10 MPAKTUKE B COOTBETCTBUU C 33JJaHUEM Ha MPAKTUKY.

OTyeT 1o MPOM3BOJACTBEHHOM MpaKTHKE (110 MPO(HIII0 CHEIUATIbHOCTH) MPEACTaBIseT coO0M
KOMIUIEKT MAaTepuajoB, BKJIIOYAIOMMN JOKYMEHTBI ISl IPOXOXACHUS IPAKTUKU; IOATOTOBIICHHBIE
CTY/IEHTOM MaTepHalibl, HOATBEPKIAIOIINE BBIIIOJHEHUE 3aJaHUi 110 IIPaKTHKE.

Bce HeoOxoanMble MaTepuasl, IpeayCMOTPEHHbIE TPOrpaMMOil IPAKTUKKU U UHIAMBUAYaIbHBIM
3aJlaHUEM Ha MPAKTUKY, KOMIJIEKTYIOTCSI B OTUYETE B CIIEYIOIIEM [TOPSJIKE:

— TUTYJIbHBIN JIUCT;

— BHYTPEHHSS ONKCh JOKYMEHTOB, HAXOAAIMXCS B OTUETE;

— 3ajJlaHue Ha NIPAKTUKY;

— aTTeCTAllMOHHBIN JIMCT MO NMPAKTUKE;

— OTYET O BBHINOJHEHUH 3a/JaHUM 110 TPAKTHUKE;

— MPWIOXKEHUS K OTYETY.

Kputepuu onieHku oT4yera o nNpou3BOICTBEHHOM MpakTUKe (M0 NpO(UI0 CIeUaIbHOCTH):
- COOTBETCTBUE COJIEPKAaHUS OTUETA MMPOrpaMMe MPOXOKICHHS MPAKTUKH

- OT4EeT coOpaH B MOJIHOM 00BEME;

- CTPYKTYPHPOBAHHOCTD (UETKOCTh, HyMepalusl CTPaHULl, MOJPOOHOE OIJIaBICHUE OTUETA);
- oopMJICHHE OTUYETA;

- UHIMBUYaIbHOE 3aJaHUE PACKPBITO ITOJHOCTBIO;

- HE HapyIIEHbI CPOKU C/IayM OTYETa

TpeboBanus K 0(hOPMIIEHUIO OTYETA 110 MPAKTUKE MPEACTABICHBl B METOIMUECKUX YKa3aHUAX 110
MIPOM3BOJICTBEHHOMN MpaKkTHKe (TI0 TPOUIIO CIEUATBbHOCTH).
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JUCT PETUCTPAIIMU U3MEHEHUH U JTOMOJHEHUM

/o

Paznen paboueit
POTPaMMBI

Kpatkoe conepxanue
W3MEHEHUSI/ TOTIOTHCHUS

[Hara, Neo
MPOTOKOJIA
3aceTaHus

ITHK

IMoamuce
npejacenarens
MK
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