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BBEJIEHHUE

[lponsBoacTBeHHAsT MpakTUKa (MPEIJUILUIOMHAs) SBISETCS  YacThiO  MPOrPaMMBI
MOJArOTOBKU CIELMAIUCTOB CpeaHero 3BeHa crneuuanbHoctd 46.02.01 JloxymeHTannoHHOE
o0ecrieueHre yIpaBIeHHUs U apXUBOBEACHUE 0a30BOH MOATOTOBKH.

[TponsBoacTBeHHAss mpakTHKa (MPEIAMIUIOMHAs) HampaBieHa Ha  yriryOsieHue

MPAKTUYECKOTrO OMBITa U Peajn3yeTcs MOCie OCBOEHHUS BCEX MPOQPECCHOHAIBHBIX MOJIYJEH IO
OCHOBHBIM BHJaM JeaTelbHOCTH g ocBoeHust obmux (OK) m mpodeccnonanpabix (I1K)
KOMIETeHIIMH 1o crnenuanbHocTH. CopepkaHue TMPAKTUKH — OIpelessieT mporpamma
IIPOU3BOJICTBEHHON MPAKTUKH (TIPEAUIIIIOMHON ).

[lo pe3ynbTaraM TPaKTUKA MPEIACTABISACTCS  OTYET, KOTOPBIA  YTBEPXkKIAETCS
opraHu3anyei, B KOTOpOW mpoxoauT mpakTuka. CTpykTypa © OQOpMIEHHE OTYeTa
YCTaHABJIMBACTCS B COOTBETCTBUU C TPEOOBAHUSIMHU HACTOSAIINX METOJANYESCKUX YKa3aHUH.

[IpoxoxkaeHne  MPOU3BOJACTBEHHOM  MPaKTUKH (mpenuIiaoMHON)  sBiISETCS
00s13aTenbHBIM yciioBUEM oOyueHus. CTyIeHThI, HEe MPOMIEIINe MPAKTUKY WM MOJYYHBIIUE
OTPULIATENIbHYIO OLIEHKY, HE JOMYCKAIOTCs K TOCYAapCTBEHHOW UTOTOBOW aTTECTAIIUH.

[TpousBoacTBeHHas: MpakTUKa (MPEeAIUIUIOMHAs) 3aBepiuaetcs AuddepeHInpPOBAHHBIM
3auetoM. JluddepeHunpoBaHHBII 3a4eT BBICTABISETCSA TMPH YCIOBHU IOJIOKUTEIHLHOTO
aTTeCTallMOHHOro JucTa mno mnpaktuke o0 ypoBHe ocBoeHuss OK wu IIK, 3amonnenHoro
PYKOBOJIUTENSIMU MIPAKTUKH OT OPTraHU3alUU U KOJUIEIKA, OTYETa MO MPAKTUKE B COOTBETCTBHH
C 3a/laHUEeM Ha MPAKTHKY.

Hacrosimue Meronuueckue yka3zaHUs COJEpKaT IeNd W 33Ja4d NPaKTUKU, 3a/aHus Ha
MPAKTUKY, 0COOEHHOCTH OpPTaHU3allUU MPAKTUKH, a TaKXKe TPeOOBaHUS K MOATOTOBKE OTYETA IO
IPaKTHKE.



1 IIEJIA ¥ 3AJJAYM TIPOU3BOJCTBEHHOM (ITPEJUIAIIJIOMHOI) MPAKTUKHT

[Ipou3BoacTBEHHAss TMpakTUKa (MPEJAUIUIOMHAsI) SBISETCA  YacThbl0  IPOrPAMMBbI
MOJATOTOBKU CIIEIMAIMCTOB cpeaHero 3BeHa crenuaibHocTu 46.02.01 JlokymeHTannmoHHOE
obecrieueHre yIpaBJIeHUs U apXUBOBE/IEHHE 0a30BOM MOATOTOBKH.

[IpouzBoacTBEeHHAs TpaKTUKa (MPEIUIIIOMHAsT) HAIPaBJIE€HA Ha TPOBEPKY TOTOBHOCTH K

CaMOCTOSITEILHOMN HpO(l)CCCHOHaJIBHOI;'I JACATCIIBHOCTH.

3ajaun MpoU3BOJCTBEHHON MPAKTUKH (MIPEIAUILIIOMHOMN):
1. TloaroroBka K BBIMOJHEHUIO BBITYCKHOW KBaTU(UKALUOHHONW pabOThl (JUILIIOMHON
paboThI)
2. YraoyOneHue nepBOHaYallbHOTO MPAKTUYECKOTO OIBITA:
—  OpraHu3aiuy JOKYMEHTAIIMOHHOTO 00eCIIeYeHNUs YIPaBICHUS U
(G YHKIMOHUPOBAHUS OpraHU3AINH;

—  OpraHu3aius apXuBHOU pabOTHI 10 JOKYMEHTaM OpraHHU3alui pa3IuuHbIX Gopm
COOCTBEHHOCTH.

3. PaszBurne 00X KOMIIETEHIIMIA:

OK 01 Bo16upath criocoOb! perieHus 3a1a4 NpopecCHOHaNbHON AESITENIbHOCTH
IIPUMEHUTEIBHO K Pa3IMYHBIM KOHTEKCTaM.

OK 02 Hcnonp30BaTh COBPEMEHHBIE CPEJICTBA IIOUCKA, aHAIN3a U HHTEPIIPETALIUN
uHpopMaluu 1 HHPOPMALIMOHHbBIE TEXHOJIOTUH JUIs BBINOJIHEHUS 3a/1a4 PO eCcCHOHATbHON
JESATEIIBHOCTH.

OK 04 D¢ dexkTrBHO B3aMMOICHCTBOBATH U Pa0OTaTh B KOJUICKTHUBE U KOMaH/IE.

OK 05 Ocy1ecTBISTh YCTHYIO U TUCBbMEHHYI0 KOMMYHHKAIUIO HA TOCYAapCTBEHHOM SI3bIKE
Poccuiickoit deneparuu ¢ yueToMm 0COOEHHOCTEHW COIUATBEHOTO U KYJIBTYPHOTO KOHTEKCTA.

OK 09 [Tonb30BaTbes MpodeccnoHalIbHOM TOKyMEHTaluel Ha roCy1apCTBEHHOM U
WHOCTPaHHOM SI3bIKaX.

4. Pa3BuTHe Mpo¢eccHOHaTbHBIX KOMIETEHIUI:

B/Jl.1 Opranmzanusi  JOKYMEHTAIlHOHHOTO  o0ecle4eHHs]  yNPABJIECHUS M
(PyHKIMOHMPOBAHHUS OPraHU3ALMH.

[1K 1.2. KoopauaupoBath paboTy NpUEMHON PYKOBOJUTENS, 30H ITPHEMa Pa3IMuHbIX
KaTeropuil OCETUTENEN OPraHNU3alNH.

I1K 1.4. OcyuiecTBiATh MOATOTOBKY JI€JIOBBIX MOE3/J0K PYKOBOJIUTEINS U APYTUX
COTPYIHUKOB OpraHU3al1H.

IIK 1.5. Bnanets cniocobamu opraHu3anuy padouero NpoCcTpaHCTBa MPUEMHON U
KaOHHeTa pyKOBOJIUTEIS.

I1K 1.6. OcymiectBiaTh pabOTy MO MOATOTOBKE U MPOBEACHUIO KOHPEPEHTHBIX
MEpONPHUATHI, 00ecrieunBaTh HHPOPMALTMOHHOE B3aUMO/ICHCTBHE PYKOBOAUTEINS C
MOJIpa3/eNIeHUsIMU U IOJDKHOCTHBIMU JIMIIAMHU OpTraHU3aluu.

I1K 1.7. OdopmiaTs OpraHu3alOHHO-PACHIOPSIUTENbHBIE JOKYMEHTHI U
OpraHU30BBIBATH Pa0OTY C HUMH, B TOM YHCJIE C UCIIOIb30BaHNEM aBTOMATHU3UPOBAHHBIX
CHUCTEM.

I1K 1.8. OdopMAsATH TOKYMEHTHI 110 JIMYHOMY COCTaBY U OpraHU30BBIBaTh paboTy €
HUMH, B TOM YHCJIE€ C UCIIOJIb30BAaHUEM aBTOMAaTU3UPOBAHHBIX CUCTEM.

I1K 1.9. Oprann3oBsiBaTh TEKyIllee XpaHEHUE TOKYMEHTOB, 00pabOTKYy J1en JiIs
OIEPaTUBHOI'O U apXMBHOT'O XPaHEHMSI, B TOM UHUCIIE C UCIOIb30BAHUEM aBTOMAaTU3UPOBAHHBIX
CHUCTEM.

B/l 2 Opranusanusi apxuBHOH padoThl MO JOKYMEHTAM OPraHU3anuil pasJM4HbIX
¢opM codcTBEeHHOCTH



IIK 2.1. OcyuiecTBiATh KOMIUIEKTOBAHUE APXUBHBIMU JI€IaMU (JJOKYMEHTaMH) apXHuBa
OpraHu3aIuu

IIK 2.2. Bectn y4€t apXUBHBIX J€J1 (JOKYMEHTOB), B TOM YHCJIE C UCIIOJIb30BAHUEM
aBTOMAaTU3UPOBAHHBIX CHCTEM

IIK 2.3. OcyuiecTBiATh XpaHEHUE apXUBHBIX /1€ (JOKYMEHTOB) C IOCTOSIHHBIM CPOKOM
XpaHEHHUs U 110 JINYHOMY COCTaBY B apXHUBE OPraHU3aLUU

IIK 2.4. OcyuiecTBiATh XpaHEHUE, KOMIIJIEKTOBAaHHUE, YUET U UCII0JIb30BAHUE €I
(TOKYMEHTOB) BPEMEHHOT'O XPaHEHUS

IIK 2.5. OcyuiecTBiATh HCIIOJB30BaHUE aPXUBHBIX /1€ (IOKYMEHTOB), B TOM YHUCIIE C
UCIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM



COJEP)KAHME PON3BOJCTBEHHO MPAKTUKH (IIPEJIUIIJIOMHOIA)

2.1. OO0bem mNpPOU3BOACTBEHHOIl MNPAKTUKH (MpeIIUILUIOMHON) 1O
CHenraJIbHOCTH 46.02.01 JlokyMeHTaIMOHHOE OOECIICYeHNE YIPABJICHUS M apXWBOBEICHHC
0a30BOM MMOATOTOBKHU cocrasiisieT 4 uenenu / 144 gaca

2.2. Conep:xaHue NPOU3BOACTBEHHOM NMPAKTUKH (TIPeIUIIJIOMHOM)
B pesysbrare npoxox/ienns IPOU3BOICTBEHHOM NMPAKTUKU (IIPEAUINIOMHON ) IPAKTUKH
CTYACHT AOJI’KEH BBIMNOJHUTH CJICAYIOINE BUIABI pa60T:

Kon IIpakTHyeckuii oNbIT, Bunaer pador Ko.u-Bo
OK/MK yMeHust 4acoB/Hee b

BIII OcymeCTBneHne OpPraHu3allMOHHOI0 W JOKYMCHTAUIHOHHOIO o0ecreuyeHHus JACATCJIBbHOCTH
OpraHusanvu

IIK 1.7. I1O 1.Opranusanuun Koopannauun JIOKYMEHTO000poTa 7212
TIK 1.8. JIOKyMEHTaLMOHHOT'O OpraHu3aluy.
IIK 1.9. obecrieueHHs yTIpaBICHUS 1 Yuactue B pabore ormenma OV,
OK 01 (hYHKIMOHUPOBAHUS KaHLETSPUH, ceKkpeTapuare u
OK 02 OopraHu3aluu OpraHu3aIue paboyero MecTa.
OK 04 V1-V5,V11,V¥V 23 -V42, O06pabaThiBaTh MaTepHanbl,
OK 05 V52 -V57 XapakTepu3ymlme  JTOKyMEHTOOOOpOT
OK 09 Yo 01.01- Yo 01.03, Yo OpraHM3allii W NpPOBOAUTH  aHAIU3
01.05, Yo 01.07, Yo 01.08, JIOKyMEHTO000pOTA.
Y0 01.10-Yo0 01.12, Yo Ocy1ecTBiaeHe MIOATOTOBKH,
02.01 - Y0 02.08, Yo 04.01, odopmieHUs u Pa3MHOXKCHUS
Vo0 04.02, Yo 05.01, Yo JIOKyMEHTOB.
05.02 Y0 09.01 - Yo 09 O0pabaThIBaTh BXOJSIIYIO, HCXOISITYIO

W BHYTPEHHIOIO  KOPPECIIOHAEHIIMIO,
perucTpupoBaTh M IepenaBaTh Ul
WCTIOJIHEHUsI, KOHTPOJMPOBATH CPOKH
WCTIOJTHEHUSL.

Yyactue B paboTe ¢ MpesIOKCHHUIMHU,
3asIBICHUSIMU U JKaJlo0aMU Tpax/iaH.
Hcnonbs3oBath B [IPaKTU4ECKOU
JIESITETIBHOCTH NpUMEHEHHE
3JIEKTPOHHOTO  JIOKyMEHT0000pOoTa U
MIPOBE/ICHUS aHAIN3A JaHHBIX.

OcymecTBieHue MIOJITOTOBKH,
odopmteHns " Pa3MHOKECHUS
JIOKYMEHTOB.

OO0pabaTeiBaTh BXOAAIIYIO, HCXOMAIIYIO
U BHYTPCHHIOIO  KOPPECIIOHACHLHUIO,
peructpupoBare M IepeaasaTb Ul
HCIOJIHEHUS, KOHTPOJHMPOBATH CPOKHU
HCIIOJTHCHUA.

Yyactue B paboTe ¢ MpEsIOKCHHIMHU,
3asgBIECHUSIMU U JKaJTo0aMu TpaxaaH.

OcyIecTBieHne MTOATOTOBKH,
odopmieHUs u Pa3MHOXCHHUS
JIOKYMCHTOB.

VYuactue B pa60Te C MPEJIOKCHUAMMU,
3asBJICHUSIMH U Kaa00aMu TpaxKJaaH.
q)OpMI/IPOBaHI/IC HCIIOJIHCHHBIX
JAOKYMEHTOB B J€Jla U Yy4YaCTUC B
IIPOBEACHUEC OKCIICPTU3BI LHECHHOCTHU
JOKYMEHTOB.

VYyactue B COCTaBICHUU HOMCHKIJIATYPbI
iS¢ nu aHaJiu3 MaTcpualioB JUJISL
IIOJATOTOBKM JICJI K CHa4€ B AaApPXHB
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OpraHu3aIyH.

Y4yacTne B COCTaBICHHM ONHCh JAET H
MOATOTOBKM  JeJI K  Tepepade B
TOCYZAapCTBCHHBIE W MYHHUIUIAIbHBIC
APXHUBBIL.

K 1.2.
IK 1.3.
[K 1.4.
IK 1.5.
IIK 1.6.
OK 01
OK 02
OK 04
OK 05
OK 09

I10 1.Opranuzanuu
JOKYMEHTAIJHOHHOTO
o0ecIIeueHHNS YIIPaBICHUS U
(yHKIIMOHMPOBaHUS
OpraHH3aIiN

V1-¥29

Yo 01.01 - Yo 01.03, VYo
01.05, Yo 01.07, Yo 01.08,
Yo 01.10 - Yo 01.12, VYo
02.01 - Yo 02.08, Yo 04.01,
Yo 04.02, Yo 05.01, Yo
05.02 Y0 09.01 - Yo 09.05

[IpoananusupoBaTh CTPYKTYpY,
¢dyHKINH, 3a1a4n OpTaHM3aINH,
YUpEXKICHUS, MIPEATIPHATHS B
COOTBETCTBUH C IIETISIMH MPAKTUKH.
N3yunth OpraHu3alux npuema
roceTuTeNeld M opraHu3anuu pabodero
MeCTa IPUEMHOI U PYKOBOJUTENS.
IIpuoOpect  HaBBIKM ~ IOATOTOBKH,
odopmiteHus u Pa3MHOXEHHUs
CITy’KEOHBIX JOKYMEHTOB ISl BEIOCHUS
[IpUeMa [MOCETUTETEM.
Y4yacTne B TOATOTOBKE,
JIETIOBBIX BCTpeH,
MIpE3EHTALUM.
[ToaroroBka JOKyMEHTOB K COBEIIAHHUAM
" UX aHAJIn3.

HO}IFOTOBKa JOKYMCHTOB Ui AC€JIO0BBIX
MOE30K PYKOBOAUTEIIS u
KOMaHAWPOBAHUUN COTPYAHUKOB.
VYyactue B pabote IIPUEMHOHI
PYKOBOAUTENSI U OpraHU3aluu pabodero
MecTa.

OcymecTBieHle TpHeMa W OTIIPAaBKU
TeneOHOTpaMM.

OcyImecTBieHHEe NpHEMa  BXOJSIINX
3BOHKOB M COBEpIICHHE HCXOSIINX
BBI30BOB.

[TpuHuMaTh ¥ OTIPABIATH (aKC.

MMPpOBCACHUHN
IIpueMoB n

B 2
COOCTBEHHOCTH

Opranuszanus

apxuBHOii padoTHI

mo JAOKYMEHTaM

0praHn3a1mﬁ Pa3/IMIHbIX

¢opm

MK 2.1.
K 2.2
IK 2.3.
K 2.4.
K 2.5.
OK 01
OK 02
OK 04
OK 05
OK 09

1O 2 Opranuzanus
apXUBHOH paboTHI 1O
JIOKyMEHTaM OpraHU3alui
pa3nuyHbIX Gopm
COOCTBEHHOCTH
Y1-Y44
Y0 01.01- Yo 01.09, Yo
02.01- VY0 02.08, Yo 04.01,
Yo 04.02, Yo 05.01, Yo
09.01 - Yo 09.05,

OcCyIIecTBIATh JKCHEPTH3Y I1IEHHOCTH
JIOKYMEHTOB B COOTBETCTBUH  C
JIEUCTBYIOIUMH 3aKOHOJIATEJIbHBIMH
aKTaMHU ¥ HOpMaTHUBaMH.

Bectu paboTy B cucremMax 3J1€KTPOHHOTO
JIOKyMEHT0000pOTa.

PazpabarsiBaTh u BECTH
knaccupukaTopsl, Tabemu W Ap.
CTIPaBOYHHKH.

ObecrnieunBaTh NMPHUEM H PALUOHANBHOE
pa3MmeleHne JOKyMEHTOB B apxuBe (B
T.4. JIOKYMEHTOB MO JINYHOMY COCTaBY)
OpraHU3alHH.

ObecniedynBaTh y4e€T H COXPAaHHOCTH
JIOKYMEHTOB B apXHUBe.

OpraHu30BbIBATH UCIIOJIb30BaHKE
ApXMBHBIX JOKYMEHTOB B HAy4HBIX,
CIPaBOYHBIX U MTPAKTHYECKHUX LEIISX.
Ocy1ecTBisTh OpraHU3alMOHHO-
METOJIMYECKOE PYKOBOJICTBO M KOHTDPOIIb
3a paboToi apXMBa OpraHU3alMU H 32
opraHuzanuei JIOKYMEHTOB B
JIETIONPOU3BO/ICTBE.

7212

3agaHue Ha NPOU3BOACTBEHHYIO NPAKTHUKY (NMPeAIUIIIOMHYIO)

Ne n/m

Bujasl u conep:xanue pador

IIpuMmepHbIe
CpPOKH




BbBINOJIHCHHUSA

BJ1

O3HaKOMHTBCI C OpraHu3anued paboTel, CTPYKTYpOH H  AEATEIBHOCTHIO
CTPYKTYPHBIX TOJpAa3/eNeHUu OpraHu3alliy, BEJAECHHEM IpueMa IMOCeTUTENeH IO
MECTY NPOXO0XKIAEHHS IPAKTUKU

B Teuenue
MIPaKTUKU

[IpoananusupoBaTh CTPYKTYpY, (YHKLIHH, 3aJaddl OpPraHU3AlNH, YIPSKACHHS,
npexnnpusTasi. Oco6oe BHUMAHNE CTOUT YACIUTH CTPYKTYPHOMY HOAPA3IeNICHAIO, B
KOTOPOM HETOCpeCTBeHHO Oyner pabotats ctyzaeHT (otaen JIOY, kanuenspus,
CEeKpeTapuar, yrnpasJIeHUE JeIaMH, OTAET KaJpoB U T.1.) B COOTBETCTBUH C LEIIMHU
MpPaKTHKA

B teucnme
TIPAaKTUKA

OnpefenuTh CYIIECTBYIONIYIO B YUPSIKICHUN, OPTaHU3AIMH WM Ha TMPEANPUITHU
OpraHu3aIlMoOHHYI0 (QopMy paboTBl ¢ JOKyMeHTamu (ICHTpaJU30BaHHA,
JICTICHTpaIN30BaHHAasl, CMEIIaHHas). YCTaHOBHTh 00BEM JOKyMEHTOOOOpoTa (IJist
3TOr0 MOYKHO BOCIOJIB30BATHCSI PETHCTPAIMOHHBIME (POPMAMHU, TPUMEHSFOLIUMHUCS
B OpraHM3allii) W HA OCHOBAHWUU 3TUX JAHHBIX ONPEACIHNTh, K Kakod u3 4
kateropuii (o 00bEMy JOKYMEHTOOOOPOTa) OTHOCHTHCS IaHHas OpraHu3allus,
NpPEANPUITUE, YIPEIKICHUES

B Teuenue
MIPaKTUKU

CaMoCTOsITeIbHO NPUOOPECTH HAaBBIKA MOATOTOBKH, O(QOPMIICHUS M Pa3MHOXKCHHUS
CITy)KeOHBIX JOKYMEHTOB, MaTepUaJIOB JUIsl IOJrOTOBKH M MPOBEICHHST COBEIIAHHH.
Jdnst sToro HeoOXoamMmo M3y4uTh HHCTpyKuuoo mo JOY (nenompous3BOICTBY)
NPOAHAU3UPOBATh €€, HACKOJIBKO OHa COOTBETCTBYET HOpMaM M TpeOOBaHMAM
HOPMaTHBHO-TIPAaBOBBIX JOKYMEHTOB

B teucnmne
MIPaKTUKU

IIpoaHanu3upoBaTh OCHOBHBIE BHUIBI JOKYMEHTOB, IIPUMEHSEMBIX B YUPEKICHUU,
OpraHu3alyy WIM Ha NPEANPUATUH U ONPEAEINTh, HACKOIBKO IPHUHATAs CUCTEMA
JIOKyMEHTHPOBAHUS COOTBETCTBYET TPEOOBaHUAM K ODOPMIICHUIO IOKYMEHTOB

B Teuenue
MPaKTUKU

OOpaTuTh BHHMaHHME Ha OpPraHU3ALMIO NIpHeMa U pacHpeneNeHUs MOCTyHaromeit
KOPPECIIOHJCHINH, CIIOCOOBI PErNCTPALMH JIOKYMEHTOB M IOPSAIOK JOCTaBKH B
CTPYKTYpHBIC MOApA3/eJICHUs WJIN OTBETCTBEHHBIM wHcnomHuTemaM. Ocoboe
BHUMAaHHE CIeAyeT 0OpaTUTh Ha OPTaHU3AIMIO KOHTPOJISA 332 CPOKAMH HCITOITHEHHUS
JIOKYMEHTOB W TOPSJIOK pabOThl C NPEIOKEHUSIMH, 3asBICHUSAMH M JKalo0amu
rpakaaH

B teucnne
MIPaKTUKU

M3y4nTs U IpoaHAM3UPOBATh MOPAJOK TPYIIAPOBKA UCTIOTHEHHBIX JOKYMEHTOB B
Jena, oOpaias BHUMaHUE, HACKOJIBKO TOYHO COOJIIONAIOTCS MPHU3HAKU 3aBENICHUS
J1eJ1, 0OBEMBI J€J1, 3arOJIOBKH JENT

B teuenne
MPAaKTUKA

O3HaKOMHTBCSI C HOMEHKJIATypoH Jen JaHHOH OpraHW3aliM, YYpexkJICeHHs,
NPENPUSITHS, TOPSIIKOM €€ COCTAaBJICHMSA, MOMBITAThCA YCTAaHOBUTH HACKOJBKO
peanbHbIE Jiefla COOTBETCTBYIOT HOMEHKJIarype. CiienyeT oOpaTuTh BHHUMaHHE Ha
MOPSJOK HMOATOTOBKM JIeJI K Cllaue B apXHB W YCIIOBHS XpaHEHHUS JIOKYMEHTOB B
apxuBe. 3/1ech CIIeyeT yCTAaHOBUTh CHCTEMY ydeTa U ONMCaHMs AEJ, XPAHSIIIUXCS B
apxuBe, MOPSIOK IPOBEICHUS IKCHEPTU3BI [EHHOCTH HOKYMEHTOB, OPTaHU3AINIO
HCIIOJIb30BaHMS JIOKYMEHTOB

B teuenne
MIPaKTUKU

[lo3HakOMHUTBCST € CHUCTEMOM  BJIEKTPOHHOTO  JIOKYMEHTOO0OpOTa  JITaHHOTO
NPEANPUSITHSI, WHTETPHUPOBAHHOW HH(OPMAIIIOHHON CHCTEMOIl ympaBlieHHs Ha
MPEANPUITHH, JIOKATBHBIMU CHUCTEMaMH JJIEKTPOHHOTO TOKYMEHTO000O0poTa (eciu
ectb). Ommcarb TEXHONOTHMIO WX (YHKIMOHUPOBAHUS, KJIacCH(UIMPOBATH
MPOTPaMMBbI C TOYKU 3PEHHS OCHOBHBIX NPU3HAKOB KiaccH(UKanuy (0 NpU3HAKY
CTPYKTYPHPOBaHHUS 3afad; N0 (QYHKIHOHAIBHOMY TPH3HAKY; TI0 YPOBHIM
YIIPaBJICHUs; 110 XapaKTepy MCIIOIb30BaHHUs MH(OpMALUK; 1O cepe NPUMEHEHNS;
M0 CTENEHM aBTOMATHM3AlMM JEATEIBbHOCTH (HUPMBI; IO BHAY HCHOJIB3YyeMOH
MHQOPMALMOHHOW TEXHOJOTHMH) M 00O0CHOBaTh cBoe pemeHwne. OmnmcaTh
JOCTOMHCTBA U HEAOCTATKU UCITOJIb3YEMBIX CUCTEM. Hassatp Apyrue€ nporpaMMHbIC
MPOAYKTHI, UCIIOIb3yEMBIE B NEATEIbHOCTH NIPEAIPUSTHSL.

B teuenne
MPAKTUKA

10.

OOpaTuTh BHHMAaHHE Ha OpPraHH3ANMWIO IPHEMa IOCETUTENCH W OpraHU3aIII0
pabouero Mmecrta TpHeMHOH U pykoBoauTend. Jus 3TOro  HEOOXOJMMO
O3HAKOMHUTHCA TIPaBIJIAMH BHYTPEHHETO TPYJOBOTO pACHOpPSAKA TIPEANPUATHS,
CIIPABOYHBIMU CBEACHUSIMH O KOHTHHTEHTE IMOCETUTEJIEH M OCHOBHBIX MOTHBAX,

B Teuenne
MPAKTUKH
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NOOY/AMBIIMX UX BCTPETUTHCS. [IproOpecTr HaBBIKM MOJITOTOBKH , oopmileHHS U
Pa3MHOXKCEHUS CITy>KEOHBIX TOKYMEHTOB /TSI BEACHHS IIPHEMa ITOCETHTENCH

11.

V3y4nTh W NpoaHaIM3UPOBATH HOPSAOK BeICHUS Telle)OHHOTO OOCTYKUBaHHUS,
npueMa u nepenauu Qakcos. [ 3TOro HEOOXOAUMO O3HAKOMUTHCS C TpaBUIAMHU
BeZCHUSA TeIePOHHOTO OOCITYKUBaHHUA W MPHOOPECTH HABBIKH IMIpHEMa W Mepeadn
(haxcoB 1 TenmeGoHOTpaMM

B Teuenue
MIPaKTUKU

12.

I/I3y‘II/ITL CpeacTBa MCXaHH3allun ACJIONPOU3BOACTBA, MNPUMCHACMBIC B
OpraHn3anusiax, YUYpeKACHUAX, NPCATIPUATUAX. B teuenue MPpaKTUKU

B Teuenue
MPaKTUKHU

B/I2

13.

O3HaKOMHTBCSI C OpraHuzanued paboThl, CTPYKTYpo M  JAEATEIBHOCTBIO
CTPYKTYPHBIX IOJpAa3/eNeHUul OpraHu3alliy, BEJAECHHEM IIpueMa IMOCeTUTENeH IO
MECTY IPOXOXKICHUS MPAKTHKH

B teucnmne
MIPaKTUKU

14.

[IpoananusupoBaTh CTPYKTYpY, (YHKLIHH, 3aJaddl OpPTaHU3AlWH, YIPSKACHHS,
npeanpusitus. Ocodoe BHUMaHUE CTOUT YACIUTh CTPYKTYPHOMY NOApa3IesICHHIO, B
KOTOPOM HETOCpeCTBeHHO Oyner pabortats ctyaeHT (otaen JIOY, kanuenspus,
CEeKpeTapuar, yrpasJeHUE JeJaMH, OTAET KaJpoB U T.[.) B COOTBETCTBUH C IETSIMU
NPaKTHKA

B teucnmne
MIPaKTUKU

15.

[Ipoananu3upoBath CTPYKTYpy, (YHKIMH, 3aJa4dl OpPraHU3AlUH, YUPCSIKICHUS,
npeanpuaTrs. O3HAKOMUTBCS ¢ OpraHuzaiedl  pabGoThl, HEATENHHOCTBIO
CTPYKTYPHBIX TOJApa3IeieHHil OpPTaHW3alliyd 10 MECTY MPOXOKICHUS TPAKTHKH.
Ocoboe BHHMaHHE CTOWT YOCIUTh CTPYKTYPHOMY TOIPA3JICICHHIO, B KOTOPOM
HEMOCpPEeACTBEHHO Oymer pabortate cryment (otmen JIOVY, kaHuemspus,
CeKpeTapuar, yIpaBjicHHE [ellaMH, OTIAEeH KaJpoB, apXdB), B COOTBETCTBHH C
HCIAMU NPAKTUKH

B teuenne
MIPAaKTUKA

16.

I/I3y‘II/ITI) HOPMATUBHO-MCTOJAUYECKHUC NOKYMCHTBI pa6OTLI apxuBa OpraHu3aluu:
nosoxeHue 06 apxuBe (MOJ0KEHHE O CTPYKTYPHOM IOJIPA3CICHUN) OpraHu3ainu
U JTOJDKHOCTHBIE WHCTPYKIIMU COTPYAHUKOB apXHBa, COMOCTABUTh UX C TUIOBBIMHU
JIOJDKHOCTHBIMM MHCTPYKIMsAMH. [IpoaHann3upoBarh pacnpeneneHus (QyHKUIUHA
MeXIy paOOTHHKaMH, TPUMEHEHHE CYIIECTBYIOIIUX HOPM M HOPMAaTHBOB.
[103HAKOMUTBCSL C TUIAHOM PabOThI apXWBa HA TOA M OTYETAMH O MPOJCIAHHOU
pabore.

B teucnne
MPAaKTUKA

17.

W3yuuth ycnoBUs XpaHEHUs JOKYMEHTOB B apxuBe. JlaTb OLEHKY MaTepUaJbHO-
TEXHUYECKOW ©0a3pl apxmBa: BBIOOp TIOMEIICHHS, OOOpYIOBaHMS, HAJIHUYHE
KOHTPOJIbHO-N3MEPHUTENBHBIX ~ ITPUOOPOB, TEXHWYECKHUX CpPEACTB paboThl ¢
JIOKYMEHTaMH, HCIIOJIb30BaHNE HH(GOPMAIIMOHHBIX TEXHOJNOTHH B COXPaHHOCTH
JIOKyMeHTOB. OLIEHHTh MEphI 10 MOKapHOI 0€30IaCHOCTH XpaHEHUs TOKYMEHTOB.
W3yunTh MHCTPYKIHIO O TIOKapHOK 0€3011acHOCTH apXHBa

B teuenne
MIPaKTUKU

18.

M3y4nThs opraHu3aIiio XpaHeH!s JOKyMEHTOB B apXHBe: pa3MeIleHIe TOKYMEHTOB
B apXUBOXPaHWIHINE, HaJUYue TororpadupoBaHus, BEJACHHE ydyéTa TOKYMEHTOB,
KOHTPOJb 32 JBHKCHHUEM JOKYMEHTOB U UX (DU3MUYECKOU COXPaHHOCTHIO. M3ydnTh
YIETHBIC JTOKYMEHTHI apXWBa: MACHOPT apXHBa, KHUTH TOCTYIUICHWA W BBIOBITHS
JIOKyMEHTOB, CTUCKH (DOHAOB, JUCTHI (OHIOB, apXHBHBIE OIUCH, Jena (OHIOB,
KypHJIBI  peructpanuu, [IproOpecTH HAaBBIKM 10  3alOJIHEHHIO  JTAHHBIX
JoKyMeHTOB. COCTaBUTH IUIaH pa3MeleHus (JOHOB B apXHBE

B Teuenne
MPaKTUKHU

19.

OnucaTe peXUMBl XpaHEHUS IOKYMEHTOB B apXHBE: CBETOBOM, TeMIEpaTypHO-
BIIQ)KHOCTHBIM,  CAaHUTApHO-TMTMEHUYECKUH, OXxpaHHbIi.  IIpoaHanu3mpoBaTh
KOMIUIEKC MEp 110 COONIOJICHUIO M CO3JaHMI0 HOPMAaTHBHBIE PEKUMOB XPaHEHUS
JOKyMeHTOB. [IproOpecTH HaBBIKM MO CO3/aHHMI0O M COONIOAEHUIO DPEXHMOB
XPaHEHHUs B apXUBE

B teuenne
MIPAKTUKH

20.

M3yanTs 0COOEHHOCTH JOKYMEHTOB TaHHOTO apXHBa, KIACCU(HUKAIIIO JOKYMEHTOB
apxyBa IO OCHOBHBIM IIpH3HAaKaM, IpynmaMm, BujaaM, Buay Hocutens. M3yuuts
OpPTaHM3aIMI0 HCIIOJNBb30BAaHHUS JOKYMEHTOB B apXWBe: HalpaBieHUS U (OPMBI
WCIIONb30BaHUs, WCIIOJHEHNE 3allpoCOB IIOJIb30oBaTesei. [IprnobpecTn HaBBIKH 1O
MCIIOJIHEHHIO 3aIlPOCOB I0JIb30BATENEH, COCTABICHUIO M O(QOPMIICHUIO apXUBHBIX
CIpPaBOK, BBIIHMCOK, Komui. [IproOpecTn HaBBIKM 1O BEJCHUIO )KypHajla BbIIAuu
JIOKyMEHTOB U3 apXHBa, KapThI3aMECTUTEIS], JINCTA UCHOIb30BaHus nen. [ 3Toro

B teuenne
MPAKTUKA
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HEOOXOIMMO HM3YYHUTh WHCTPYKIIMIO 10 ACIOMPOU3BOJICTBY OPraHHM3allUy, MPaBUIa
paboTel apxuBa, yHH(HIHpOBaHHBIE (HOPMBI TOKYMEHTOB. COCTaBJIATH HAyIHO-
CIPaBOYHBIH anmapat apXuBa: OMUCH, KaTaJIOTH, KIaCCU()UKATOPHI

21, OBnasieTh  METOAWKOM  NPOBEIECHUS  OKCIEPTH3bl LEHHOCTH  JIOKYMEHTOB,
HAaXOIIIUXCSA B apXuBe. YMETb OIpENeNsATh CPOKH XpaHEHHs IOKYMEHTOB IO B Teuenue
nepevssM. [IpuHuMaTh yyactue B paboTe 3KCHEepTHOH KOMICCHHU, BECTH IPOTOKOJIBI HPaKTUKH
3acelaHui SKCIEPTHOW KOMUCCUH
22, W3yunth, aHanM3 NpPUMEHSIEMBIX B apxWBe OJIAHKOB JOKYMEHTOB, BHUJIOB H B Teuenue
Pa3HOBUIHOCTEH OPraHU3alMOHHBIX JOKYMEHTOB HPaKTUKH
23. W3yunTh  cpeacTBa  MEXaHW3AaLMM  JEJONPOM3BOACTBA,  INPUMEHAEMbIE B B Teuenue
OpTaHM3alMAX, YIPSIKACHHUIX, TPEATPUITHAX MPaKTHKH
24. B Teuenne
O¢opMHUTh ZOKYMEHTHI 71 OTYETA 0 IPAKTHKE
HPaKTUKH
25. B Teuenue
[ToaroToBUTH M CAATH OTYET 11O MPAKTHKE
MPaKTHKH

[IpumepHsblii nepeyenb aokymeHToB BJ/I1, mpunaraembpix B KayecTBE NPHUIIOKEHUH K

OTYCTY IO IMMPAKTUKC!

1. BaHKH JOKYMEHTOB, YIIOTPEOISEMBIX B YUPEKICHUH;
2. O0pa3upl HopM TOKYMEHTOB, C TOMOILBIO KOTOPBIX B YUPEKICHUH OCYLIECTBISAETCS

KOMaHIWPOBAHHUEC PYKOBOAUTECIA U COTPYAHUKOB.

3. O6p8.3HBI (1)OpM JAOKYMCHTOB, C IIOMOIIBIO KOTOPBIX B YUPCIKACHUN OCYIICCTBIISICTCA

IIPUEM TTIOCETUTEINIEH, BEETCS IPUEM TeJIeOHOrpaMM, YIeT 3BOHKOB, (haKCOB.

4, I[OKYMCHTBI, KOTOPBIC COCTAaBUJI CTYACHT HJIM HAJ KOTOPbBIMHU OH pa60Tan (CCJ'II/I

pa3MelIeHne 3TUX JOKYMEHTOB HE COCTABJISIET KOMMEPYECKYIO UJIH TOCYIapCTBEHHYIO TAlHY).

[IpumepHsblii nepeyenb AokymMeHToB BJ/I2, mpunaraembpix B KayecTBE NPHUIIOKEHUH K

OTUYCTY IO IMPAKTUKE!

1. OpraHu3anMoHHBIE JTOKYMEHTHI apxuBa (IOJIOKEHUS 00 apxXuBe; TOJIKHOCTHAs

UHCTPYKILIUSA)

2. Tlonoxkenue 00 PKCIEPTU3E; OMUCH JIET,

3. AKT 0 BBIJICJICHUU JOKYMEHTOB Ha YHUUYTOXKEHUE;

4.006m0kKa fenna, BHYTPEHHSIS OMUCH JIeNIa; JINCT 3aBEPUTENh JIeIa;

5. @parMeHT HOMEHKJIATYPhI 1T, ONTUCH JIeT;

6. OTBeThl apxHBa Ha 3aIpPOCHI M0JIb30BATENECH B BUE apXUBHBIX CIPABOK, apXMBHBIX

BBITINCOK, KOHHﬁ, IMHUCEM.
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3 OPTAHU3ALIUA U PYKOBOACTBO HPOI/I3BQI[CTBEHHOI71 MPAKTHKOM
(IIPEAIUITIJIOMHOMN)

[IpousBoacTBEeHHAss TMpakTUKa (MPEAAUILUIOMHAs) TPOBOAMUTCS HEMPEPBIBHO IOCIE
YCIEITHOTO OCBOCHHS Bamu Bcex mnpodecCHOHANBHBIX MOIyJeH, MPEeAyCMOTPEHHBIX TIO
CHEINAJIBHOCTH.

[Ipou3BoACTBEHHAss MpakTUKa (MPEJAUIUIOMHAsi) MPOBOAUTCS B OpraHu3alusx B
CHEeHalIbHO O00OpYIOBaHHBIX IOMEIICHHUSIX Ha OCHOBE JIOTOBOPOB MEXIy OpraHu3alueH,
cooTBeTcTBYOIIEro podrist u MI'TVY.

B cootBercTBUM ¢ KalleHOAapHBIM y4eOHBIM TIpaduKOM 10 Hayaja MPAaKTUKH TOTOBUTCS
IPUKa3 O MPAKTUKE Ha KKIYI0 Y4eOHYIO TPYIIY C YKa3aHHEM PYKOBOJUTEINS, 3aKpETICHHUS
Ka)KJ0ro CTyJIEHTa 3a OpraHu3alueH.

B cnydae coBmemieHuss oOyueHHUsi C TPYIOBOM NEATEIbHOCTHIO, OOYYaIOIIUICS BIIPAaBE
MPOXOJAUTH TPOU3BOACTBEHHYIO MPAKTUKY (MPEIAUIUIOMHYIO) B OPraHU3allUK 10 MECTY PadOTHI,
€CJIM OCYLIECTBIIsIEMas MPOQPEeCCUOHANbHAS 1€ATENbHOCTh JaHHOM OpraHU3allid COOTBETCTBYET
LEJSIM PAKTUKH.

[lepen HawamoM MPOW3BOACTBEHHON  (MPEAAUIIIOMHON) TPAKTUKH  MPOBOJAUTCS
OpraHu3aliOHHOEe coOpaHHe C LeJbl0 O3HakoMieHHs Bac ¢ mpukasoM, BblIaud 3aJaHus Ha
MPaKTUKY, ohopMmiIeHHEM HEOOXOIUMOM JOKYMEHTAllUM, MpaBUIaMH TEXHUKUA O0€30MacHOCTH,
CpPOKaMHu OTYETHOCTH.

1. PYKOBOAUTEJIb ITPAKTUKU OT KOJUIEJI’)KA OBSA3AH:

— pacmpeneNnuTh CTYIEHTOB M0 padOYUM MECTaM WJIH 110 OPTaHU3AIMSIM;

— 0o(hOpMHTH JI0 BBIXO/a HA PAKTHKY JOKYMEHTAINIO (CAaHUTApHAsI KHIDKKA | T.J1.);

MIPOBECTH OPTaHHU3AIMOHHOE COOpaHUe MO MPAKTHUKE 3a JICHB JIO0 BBIXO0JIa HAa MPAKTUKY,
JOBECTHU 0 Bac LCJIr U 3aJa4u IMPAKTUKHU, BbIAATh HCO6XOI[I/IMI)IG JOKYMCHTEBI, MHAWBHUIYAJIbHBIC
3a/1aHus, TpeOOBaHUS K COACPKAHHUIO M CPOKAM MPAKTUKH;

— IIPOBECTU MHCTPYKTAXK [0 OXpaHe TPyAa B YCTAaHOBJICHHOM IIOPAIKE;

— pealn30BBIBATH WM KOHTPOJIUPOBATH PEATH3AINIO IPOrPAMMBI IPAKTUKU U BHITIOTHSTH
yCIIOBUSL TPOBENEHUS NPAKTUKH, B TOM 4HCIE TpeOOBAaHMS OXpaHbl TpyJa, O0€30MacHOCTU
KU3HEJCATCIILHOCTH U TOKapHOW OE30MMacHOCTH B COOTBETCTBUHU C MPAaBWJIAMH M HOPMaMmH, B
TOM YHUCJIC OTPACIICBBIMU;

— CBOEBPEMEHHO CTaBUTh B H3BECTHOCTH 00 OTCYTCTBHH CTYICHTOB Ha pab04YNX MECTax;

— JIOBOJUTH MHGOPMAIUIO 00 UTOTaX MPAKTHKH JI0 3aBEAYIOIIETO OT/ICTICHUEM;

— YCTAHOBUTH CBA3b C PYKOBOJAHUTECJIICEM IMPAKTHKHU OT OpraHu3alyvii U COrjiacoBaTb C HUM
3a/1aHus MO MIPAKTUKE, UCXOS U3 OCOOEHHOCTEH OpraHU3aIlHiH.

2. PYKOBOJUTEJb ITPAKTUKU OT ITPOD®UIIBHON OPI' AHU3AILWU:

—  OCYIIECTBIISIIOT KOHTPOJb COOJIOACHUS OO0yYaromuMucs TpaduKa TPOBEICHHUS
IMMPAKTUKH, HPOTrpaMMbl MPAKTHKH, BBIIIOJHCHHA HWHAWBUAYAJIBHOTO 3aJlaHUd Ha IIPAKTHKY,
MPaBUJI BHYTPEHHETO PACTIOpPsIKa U TPYAOBOW TUCIUILIMHEI, TIPUBIEKAIOT €r0 K OOIIECTBEHHOM
JKU3HM KOJJICKTUBA ¥ BBHIMOJHEHHWIO TOPYYECHUM, COOTBETCTBYIONIMX BHUIaM Oymaymiei
npohecCHOHANBEHOM e TeNbHOCTH,

- P HATMYUK B TPOMUIBLHON OpraHU3allii BaKaHTHBIX JTOJKHOCTEH MPEI0CTaBIISIOT
paboure MecTa 00yJaroIuMCs;

- MPEAOCTaBIAIOT MHPOPMAIIUIO, HEOOXOIUMYIO IS BBHITIOJHEHHSI OO0YYarOIUMCS
WH/IMBUIYAILHOTO 33aJ]aHHs MO MPAaKTUKE M JAl0T 3aKIIOYCHHE 10 OTYETY C OIEHKOH paboThI
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00ydJaromuxcs;

— TI0 pe3yJbTaTaM MPOU3BOJICTBEHHON MPAKTHKH (IPEIAUIUIOMHON) Aal0T PEKOMEHIaIiN
10 TPYAOYCTPOMCTBY OOy4aromuxcsi B TMpOIecce W/HIM MOCIe 3aBeplIeHUs OOydeHHs B
CTPYKTYpHBIE IOApa3AeIeHus MPOPHUIBHON OpraHU3aLiH.

3. BO BPEM I[TPOXOXJIEHUS [TPAKTUKU OBYYAIOIUINCS OBSI3AH:

— TIpuOBITH HAa MPAKTUKY B CPOKH, YCTAHOBICHHBIC NPHKA30M PEKTOpa, MMes Mpu cede
JIOTOBOP O MPOBEICHUHU MPAKTUYECKON MOATOTOBKH, 3a/IaHHE;

— BBINOJHUTH 3aJJaHUS 110 IPAKTUKE B ITOJTHOM 00BEME U B YCTaHOBJICHHBIC CPOKHU;

— MOJYMHATHCS JCHCTBYIOIIMM Ha MPEANPUATUH, B YUPEKICHUN MPABUIIaM BHYTPEHHETO
TPYAOBOTO pacmopsika, coomonaTts npasuia U HOpMbl OT, MpPOM3BOACTBEHHON CaHUTApUU H
HOXKapHOH 0E30MaCHOCTH;

— HECTH OTBETCTBEHHOCTD 3a BBIIIOJHEHHYIO pabOTy U €€ pe3yJIbTaThl;

— ClaTh OTYET MO NPAKTHKE B YCTAHOBIICHHBIE CPOKH PYKOBOAUTENIO pakTHKK oT MK B
COOTBETCTBUH C TPEOOBAHMEM HACTOSIINX PEKOMEHIALINH.

OOyuvaromuiics  KMMeeT NpaBO  HA  PErVIAMEHTHUPOBAHHBIM  pabouuili  JeHb:
IPOIOJDKUTEIBHOCTh paboyero AaHs oOydaromerocs B Bozpacte oT 16 go 18 jer — ne Gonee 35
4acoB B HENENI0; B Bo3pacte oT 18 yer u crapuie - He Oosnee 40 yacoB B HEAENIO; IS
oOyyarommxcs, sBisronmxcst naBanuaaMu | wim 11 rpynmel, - He Gonee 35 yacoB B Hezemo (CT.
91 u 92 TK PO).
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4 KOHTPOJIb 1 OIIEHKA PE3YJIbTATOB ITIPAKTUKHA

[lo oxoHYaHMM NPOU3BOICTBEHHOMN NPaKTUKK  (IPEeIAUINIOMHON)  CTYIEHT
IIPEIOCTABIISAET OTYET.

@opMOI  IPOMEKYTOUYHOM  aTTECTAllMd IO  MPOU3BOACTBEHHOW  IPAKTHKE
(mpenaumiIoMHON) siBisieTcst  AudQepeHnupoBanHbid  3aueT. uddepeHunpoBaHHbI 3aueT
BBICTABJISIETCS TIPH YCIOBUU TOJIOKUTEIILHOTO aTTECTAllMOHHOTO JIUCTA M0 MPaKTUKE 00 ypoBHE
ocoenuss OK u IIK, 3anmoiHEeHHOr0 pyKOBOJIUTENSAMU MPAKTUKUA OT OPTaHU3AlMU U KOJUIEIKa,
OTYeTa 0 MPAKTUKE B COOTBETCTBUU C 3aJJaHHEM Ha IPAKTUKY

Kputepuu o1ieHKH oT4eTa o MPOU3BOJICTBEHHOM MPAKTUKE (TPEAIUTIIIOMHOM):

"OTJn4YHO" BBICTABIACTCS 32 OTYET, KOTOPBIA OTBEYACT CICTYIOIIUM TPEOOBaHUSIM:

- IPU €ro 3alUTe CTYAEHT IMoOKa3al IIyOOKHE 3HaHUSA BOIPOCOB TEMBI, CBOOOJHO
OTIepPHPOBAJ TAHHBIMH UCCIICIOBAHUS H BHEC 0OOCHOBAaHHBIE TPEITIOKCHHUS;

- CTYZI€HT IIPaBUJIbHO U IPaMOTHO OTBETUJI HAa BCE IIOCTABJICHHBIE BOIPOCHI.

"Xopoio" BricTaBisA€TCS 32 padOTy, KOTOPasi OTBEUAET CIICAYIOMIUM TPEOOBAHUSIM:

- IpU €e 3alllUTe CTYAEHT IOoKa3aj 3HaHUS BOIPOCOB TEMbI, ONEPUPOBAT JAAHHBIMU
UCCJIeIOBaHMsI, BHEC 00OCHOBAHHBIE MPETIOKEHUS;

- B OT4eTe OBbLIU JOMYIIEHBI OMMUOKH, KOTOPhIE HOCSAT 3HAUMMBIN, HO HECYIIECTBEHHBIN
XapakTep.

"Y10BJIETBOPUTEJIbHO'" BBICTABIISIETCS 32 OTYET, KOTOPBIM:

MMeeT MOBEPXHOCTHBIN aHaIN3 COOpPAaHHOTO MaTepHala, HeYeTKas IMOCIeA0BaTeIbHOCTh
U3JI0’KEHUS MaTepuaa;

CTYJEHT HE JaJl HOJHBIX U apIr'YMEHTHUPOBAHHBIX OTBETOB Ha 3a/laHHbIE BOIIPOCHI.

"Hey10B/1eTBOPHUTE/IBHO'" BBICTABIIAETCS 32 OTYET, KOTOPBIN:

HE UMEET MPAKTHUYECKOTO M JETaIM3WPOBAHHOTO (TOAPOOHOr0) pasdopa COCTOSHUS
OyXrajJTepckoro ydera OpraHu3allid ¥ HE OTBeYaeT TpeOOBaHMAM, H3JI0KEHHBIM B
METOJMYECKUX YKa3aHUAX Kadeapsl;

CTYIEHT 3aTPyIHSETCS OTBEYaTh Ha MOCTABJICHHBIE BONPOCHI M JIOMYCKAET B OTBETAX
CYIIIECTBEHHBIE OIIHOKH.

OreHka MPOM3BOJICTBEHHONW MPAKTUKH (MIPEAMAUILIIOMHOM) OCYIIECTBISETCA HAa OCHOBE
aHaJIM3a NPETyCMOTPEHHBIX (OPM OTYETHOCTH U AKCIEPTHOI'O OLEHUBAHMS 3aIlJIaHUPOBAHHBIX
pe3ynbTaToB  OOy4YeHHUs: MPAKTUYECKOTO  OMbITa W COOTBETCTBYIOIIMX  OOMIMX H
po(hecCHOHANBHBIX KOMIIETEHIIUN, B TOM YHCJIE C YY€TOM H(WUJIM) Ha OCHOBAaHUU PE3Y/IbTATOB:

— TEKYIIEro KOHTPOJS BHIOB pabOT, OCYIIECTBISIEMOr0 PYKOBOAUTEISIMHU NMPAKTUKU B
IpoLIeCcCe MPOBEICHUS TPAKTUKH;

— MPOXOXKJEHUS  MPAKTUKU  OOy4aloMIMMCs,  TMOATBEPKIEHHBIX  JIOKYMEHTaMHU
OpTraHU3AIUI/TIPEANPUATAN TPOBEACHUS TTPAKTUKH.

Kon OCHOBHBIE TOKA3aTeJIN OLEHKH IIpakTuyeckuii ONbIT O1neHoYHbIE
OK/IIK pe3yJjbTara cpeacTBa
JJISl IPOMEKYTOYHOM
arTecTalum

B/I.1 . Opranusanus J0KyMEHTAIIMOHHOTI0 o0ecneYeHusl yIpaBjieHust 1 (YHKIMOHHPOBAHHUS
K 1.2. OIIOP 1.2.1 Bcrpeuaer mnocerurenei, | I10 1. Opranuszanuun OTueT no npeauIIOMHON
TIK 1.3. MoJIy4aeT TMEepPBUYHYI0 HHPOPMAIMIO O | JOKYMEHTAIIMOHHOTO MPaKkTHUKE, COJIEP KA
IIK 1.4. MIOCETUTENAX,  YCTAaHABJIMBACT  TOPSAOK | oOecrieueHus HEO0OX0IUMYIO
TIK 1.5. npuéMa A Pa3iIUYHBIX  KaTEropuid | ynpaBlieHUS U MHGOPMALIHIO JITsT
TIK 1.6. TOCeTUTeNeH (O YHKITMOHUPOBAHHUS HaINMCAaHMs BbIITYCKHOMN
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IIK 1.7.
IK 1.8.
IIK 1.9.
OK 01
OK 02
OK 04
OK 05
OK 09

OIIOP 1.2.2 Bener yu€THBIE
pETHCTPallMOHHBIE  (OPMBI [0  NIPHUEMY
MIOCETUTENEH, a Takke NMpUEM, Hepenady U
OTIPaBKy JOKYMEHTOB

OIIOP 1.2.3 Oprann3oBsiBacT U OpoHUpYET
NEPETOBOPHBIE ~ KOMHATBI, a  TaKke
cepBHupyeT dalHble (KOo(eHHBIE) CTONBI B
oduce

OIIOP 1.3.1 Bribupaer (opMEI
TUITAHUPOBaHUS ¥ OOPMIISET TUIAHUPOBIIUK
(opranaiizep) pyKOBOJMTENS U CEKpeTaps
OIIOP 1.3.2 VcTaHaBnMBaeT — IEJH,
orpenensier HNPUOPUTETHOCTD u
0uepénHOCTh  BBINONHEHHMS  paboT H
3¢ deKTHBHO pacmpenessieT pabodee BpeMs
OIIOP 1.3.3 UuadopmupyeT pyKOBOIUTEIS O
NpUOMMKEHUN BPEMEHM M pErjlaMeHTe
3aIUIaHUPOBAHHBIX BCTPEY M MEPONPHUSTHI
OIIOP 1.4.1 CocraBmser u odopmiser
JOKYMEHTBI JJIsl ZITIOBBIX MOE30K

OIIOP 1.4.2 OcymecTBasieT TpeBem-
TOJIJIEPIKKY JIENIOBBIX MOE3/I0K

OIIOP 143 CornacoBbIBacT c
TIPUHUMAIOIIEH CTOpPOHOU TPOTOKOJI
IUITAHUPYEMbIX MEpONpHUiATHH U (opMHpyeT
IIPOrpamMMy JEeJI0BOH MTOE3KH

OIIOP 1.5.1 Opranms3oBeBaeT pabodee
MECTO B COOTBETCTBUH C TpPeOOBaHUSIMHU
SPrOHOMHKH H KyJIbTYpHI TPYAA

OIIOP 1.5.2 OGecmieunBaer pabodyee MeCTO
u (QyHKIMOHaNIbHOE pabouee MPOCTPAHCTBO
HEOOXOIUMBIMH cpeAcTBaMU
OpraHU3alMOHHOW TEXHUKH, MeOeNbl0 H
KaHIEISIPCKUMH MPUHAIE)KHOCTSIMU

OIIOP 1.5.3 moamnepxuBaeT CpeAcTBa
OpraHU3alMOHHOW TEeXHUKH B paboyem
COCTOSTHUN

OIIOP 1.6.1 OpraHu3oBbIBaeT Mpolece
TIOJITOTOBKH M TIPOBEJICHHE KOH()EPEHTHOTO
MEpOIPUATHS MHAWBUAYAJIBHO U B COCTaBE
paboudeit rpymb

OITOP 1.6.2 lokyMeHTHpYET pa3HbIC ATAIIbI
NpOLIEAYpPbl  TOATOTOBKH W NPOBEICHUS
KOH()EPEHTHOTO MEPOIPHSTHS

OITIOP 1.6.3 OcymiecTBIseT MPOBEPKY
JOCTOBEPHOCTH, HOJIHOTBI u
HENPOTHBOPEUYUBOCTU AAHHBIX, HCKIFOUCHUS
QyOIMpoBaHMs MHGOPMAIUN

OIIOP 1.7.1 CocraBuser u odopmiser
OpraHU3alMOHHbIE, paclOpSIUTENbHbIE U
nH(pOpMaMOHHO-CIIPABOYHBIE JOKYMEHTHI
OIIOP 1.7.2 IlpunuMaeT, MpPOBEPSET,
paccMaTpuBaeT, PErMCTPHPYET BXOJISIIHE,
HCXOJISIIHE U BHYTPEHHUE TOKYMEHTBI
OITOP 1.7.3 KonTtpommpyer
MapUIPyTH3alHI0  JIOKYMEHTOIOTOKOB U
CPOKH UCIIOJIHEHHsI JOKYMEHTOB

OIIOP 1.8.1 Ob6ecneunBaeT COXPaHHOCTH
MePCOHAJIbHBIX JAHHBIX PAOOTHUKOB

OIIOP 1.8.2 OpraHu3oBbIBaeT
JOKyMEHTOOOOpOT 1O  INPEJCTaBJICHHIO
JOKYMEHTOB 1o NepCOoHAIY B

TroCcyJapCTBCHHBIC OPpraHbl

OpraHu3zanumn

KBaJTU(PUKAIIMOHHOM
paboThI, aTTECTAIMOHHBIN
JIMCT U IpyTHUE
00s13aTeNbHbIC JOKYMEHTBI
COTJIACHO TPeOOBaHHUAM
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OIIOP 1.8.3 Bexger neaATenpbHOCTH 110
0(OPMIICHHIO JOKYMCHTAIUH II0 JINYHOMY

coCTaBy

OIIOP 1.9.1 TlpoBepsier CpOKH XpaHEHHUS
JIOKyMEHTOB

OIIOP 1.9.2 CocraBiseT aKThI O BBIIEICHAN
K YHUYTOKCHUIO JIOKYMEHTOB, HE
OJICXKAIUX XPAHCHUIO U 00 YHHUTOKCHUU
JIOKYMCHTOB

OIIOP 1.9.3 PazpabarsiBaeT HOMEHKJIATYPY
JIe1 OpraHu3alux

B/[2 Oprann3zanusi apXuBHOI paéoThI 10 JOKYMEHTAM OPraHU3ALMIl Pa3INYHBIX (JOPM COOCTBEHHOCTH

IIK 2.1. OIIOP 2.1.1 YuactByeT B koMiuekroBanuu | I1O 2. Opranuzanus OTuer Ho MHpPEeNAUIUIOMHOMN
K 2.2 apXUBHBIX €] apXUBa OpraHu3aluu apXHUBHOH paboOTHI IO MpPaKTUKU coJiep KA
IIK 2.3. OIIOP 2.1.2 YyacTByeT B KOMIUIEKTOBaHUU | JOKyMEHTaM HEO0OX0IUMYIO
IIK 2.4. apXUBHBIX JIOKYMEHTOB apxuBa | opraHu3anuil UH(OpMALHUIO T
IK 2.5. OpraHu3aIix pa3IUuHbBIX GopM HalHCaHUus BBIITYCKHOMN
OK 01 OIIOP 2.2.1 Benet y4€T apXUBHBIX [ COOCTBEHHOCTH KBaJTH(UKAIIMOHHOM
OK 02 OIIOP 2.2.2 Benmer yuyéT apXuBHBIX paboThI, aTTECTAlMOHHBINA
OK 04 JIOKYMEHTOB JIUCT u Ipyrue
OK 05 OIIOP 2.2.3 Bexmer ydér apXUBHBIX JEI o0s3aTeNbHBIC  TOKYMEHTHI
OK 09 (moxyMeHTOB) , B TOM 4YHCIE C COTJIACHO TPEOOBaHHUAM
HCTIONIb30BAaHUEM ABTOMATH3MPOBAHHBIX
CHCTEM.

OIIOP 2.3.1 OcymuecTBaseT XpaHEHHUE
apXMBHBIX /1] B apXHBE OpraHU3aIUH.
OIIOP 232 OcymecTBaseT XpaHEHUE
apXMBHBIX JIOKYMEHTOB C IOCTOSHHBIM
CPOKOM XpaHEHHUs B apXUBE OpraHU3alKu.
OIIOP 2.3.3. OcyuiecTBiser XpaHEHUE
apXUBHBIX JIeN (OKYMEHTOB) MO JMYHOMY
COCTaBY B apXMBE OpraHU3aLNH.

OIIOP 2.4.1 OOGecriedynBaeT XpaHCHHE U

HCIIOb30BAHUE el (TOKYMEHTOB)
BPEMEHHOI'0 XPaHEeHUS
OIIOP 242 Oo0ecnieunBaeT

KOMIUICKTOBaHHE M HCIIONB30BaHME JIel
(TOKyMEHTOB) BPEMEHHOTO XpPaHECHHUS
OIIOP 2.43 OGecneunBaer yu€T u
HCTIOIb30BaHUE nen (IOKYyMEHTOB)
BPEMEHHOT'0 XpaHEHUS

OIIOP 2.5.1 OcyuiecTBasieT UCIIOJIb30BAHNE
APXWBHBIX e

OIIOP 2.5.2 OcyuiecTBasi€T UCIIOJIb30BAHNE
APXWBHBIX JIOKyMEHTOB

OIIOP 2.5.3 OcymecTBisieT UCIOIb30BAHUE
ApXWBHBIX J€J (JOKYMEHTOB), B TOM YHCIIE C
HCTIOIb30BaHUEM aBTOMATH3UPOBAHHBIX
CHCTEM

MeToanyecKkue peKOMeH/IAUM 110 BHINOJIHEHHUIO 32JaHHUIi 110 PaKTHKe
B/I.10pranu3anuu JOKyMEHTAIIMOHHOTO 00ECIIeUeHUs YIIPABICHUS U PYHKIIMOHUPOBAHHUSI
OpraHu3aI|H

CryneHTaM HEOOXOAMMO TIPEJACTAaBUTh KPATKYH XapaKTEPUCTHKY OpraHH3alluy,
OpraHU3aIHOHHYIO CTPYKTYDY, CTPYKTYPHBIX  MOJPA3JCICHUN  OCYMICCTBISIONINX
JOKYMECHTAITMOHHOE OO0ECIeYeHnEe, BHJl JEATCIbHOCTH, VcTouyHMKaMu WH(POPMAIUU MOTYT
MOCTYKHUTh CIICAYIOIINE HHEPHET-CANThI:

e CaliT MIOMCKa TEeHEPOB: https://synapsenet.ru/;

e CEpPBUC JIs MPOBEPKHU KOHTpareHTa: https://www.rusprofile.ru/;

e BCEPOCCHUICKas CHCTEMa JJaHHBIX 0 KOMITaHUsAX U OusHece: https://zachestnyibiznes.ru/
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Kpome TOro, mis momcka wuHbopmManmuu o0 OpraHU3alMM MOXKHO BOCIIOJIb30BaThCS
O(QUIATBHBIM CaiTOM KOMITaHUH, B€O-CaTOM, CUCTEMOMN CIPAaBOYHBIX TAHHBIX U T.1.

[Tocne »TOrO, CTymeHTaM HEOOXOAMMO OMNMCAaTh OPraHU3alMI0 PabOYMX MecT
crenpanuctoB JIOY u mpeactaBuTh, Kak B3auMoJehcTBYyeT cTpykrypa OV (kaHumenspus) c
JIPYTUMH CIy)0aMu OpraHu3aIHu.

W3yunB JOKyMEHTalui0 OOECHeurBaollas OpraHu3aluio, IPOBEJCHHE COBEIAHUM,
IPUEMOB, MPE3CHTANH, CTYJCHT (POPMHUPYET MaKeT JOKYMEHTOB, OINPEIEIisis MOPSAI0K paboThI
crnenuanmucra JJOVY.

B 3aBucuMOCTM OT BUAA [AEATEIBHOCTU PYKOBOJAUTENb WU COTPYAHMKU OpraHU3aLUU
Y4acTBYIOT B JIEJIOBBIX IOE3[IKaX, YTO TpeOyeT MOATOTOBKH JOKYMEHTOB MOJTBEPKIAOIINX
JeNoBYIO 1oe3aKy. CTyIeHT JOJDKEH M3Yy4YUTh JOKYMEHTAHI0 U O()OPMUTH Takue JOKYMEHTHI
KaK ciy)xeOHOe 3aJjaHKe, KOMaHIWPOBOYHOE YAOCTOBEPEHHUE, COCTaBJISATh OTUET O JENOBOU
MIOE3/IKH.

CTyneHThl Ha MPAKTUKE JOJKHBI U3YUUTh MOPSI0K PabOThI C BXOIALIMMU, UCXOIALIIMH U
BHYTPEHHUMHU JOKYMEHTaMH, O3Tanbl OOpabOTKM U MPOBECTH PEruCTpalMi0 B IMPUHATHIX
opranm3anusax ¢opmax. O3HAKOMUTBCS C HOMEHKJIATYpOH Jied OopraHu3alnuu U chopMUPOBATH
JIOKYMEHTHI B JIEJa.

CTyneHT AOJKEH OMHcaTh MOPSAI0K padoThl ¢ KOHGUACHIIMATLHBIMUA JOKYMEHTAMH, HAYUYUTh
NPUHUMATD U OTHPABIATH (PAKCHI.

Onucath nopsaoK (OPMUPOBAHUS U TTOATOTOBKHU A€ AJIs IEpeJaul B apXUB OpraHu3aluu.
[ToAroToBUTH ONKCH A€ U aKT O Mepeaayu aedl.

HcTounnkamu uHGOpMaIuu MOTYT OCTYKUTh CIIEAYIOIINE HHTEPHET-CANThI:

1. Ilopran «ApxuBsl Poccun» [OnexTpoHHbIil pecypc]|. DnekTpoH. naH. — M.: Pocapxus,
2001. — Pexwum noctyna: rusarchives.ru

2. Bcepoccuiickuii  Hay4HO-HCCIIEOBATENILCKUNA ~ MHCTUTYT  JIOKYMEHTOBEICHHS U
apxuBHoro nena (BHUUIAJ) [DnextponHslii pecype]. Dnekrpon. nan. — M.: BHUNUA/L,
2010. — Pexxum mocryma: http://www.vniidad.ru .

3. Odunuansubiii callt komnanuu «KoncynabranT Ilmoc» [DnekTpoHHBIH pecypc]:
3akoHOAaTenbCcTBO P®: KOJEKChl, 3aKOHBI, YKa3bl, IIOCTAHOBJEHHsS NpaBUTENbCTBA PO.
OnekTpoH. aaH. — 1997. — Pexxum noctyna: http://www.consultant.ru .

[TprMepHBIii TepeueHb TOKYMEHTOB, IPUIIATa€MbIX B KAUECTBE MPUIIOKEHUS K OTUETY IO
MpaKTHKE:

1. OpranuzannoHHasi CTpyKTypa OpraHU3aluy U CTPYKTYPHOTO IOAPa3AeiICHuUs;

2. IIpoTokos coBelanusl; NpUIiIallieHue Ha IPE3EHTAIIHIO, IPUEM;

3.Ilpuka3 o HampaBIeHUH B KOMaHIUPOBKY, CIIy>K€OHOE 3a/laHie, OTUYET O
KOMaH/UPOBKE;

4. Bxoasmue, UCXOSIIME TOKYMEHTHI polieme o0padoTKy;

5. Peructpaimonssie Gpopmsl;

6.006m0%Ka /1e1a, BHYTPEHHSIS ONUCH JIeNIa; JIUCT 3aBepUTENb JIeNa;

7. GparMeHT HOMEHKJIATYPBbI JIeJ1, OITUCH JIEJT;

B2 Opraauzanus apXuBHOH padoThI 10 JOKYMEHTAM OPraHM3alHil Pa3JHYHbIX
¢opM codcTBEeHHOCTH
CryneHTaM HeoOXOAMMO TPEACTaBUTh KPaTKyl XapaKTEepUCTHKY OpraHM3alluu,
OpPraHM3aI[OHHYIO CTPYKTYPY, CTPYKTYPHBIX MOAPA3/EICHUN OCYIIECTBISIONIUX apXHUBHOE
XpaHEHHE JOKYMEHTOB OpraHU3alliH, BHUJ AEATENbHOCTH, VICTOYHMKaMU HWH(POpMAIMU MOTYT
MOCITY>KUTh CIIEIYIOIINE HHEPHET-CalThI:
e CaliT MIOMCKa TEeHEPOB: hitps://synapsenet.ru/;
e CEPBHC JIsl MPOBEPKU KOHTpareHTa: https://www.rusprofile.ru/;
e BCEpOCCHUICKas CHCTEMa JJaHHBIX 0 KOMITaHUAX U OusHece: https://zachestnyibiznes.ru/
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N3yuuTh HOPMATUBHO-METOJUYECKUX U OPTraHU3aLMOHHBIE TOKYMEHTHI apXUBa , TAKUE KaK
MOJIO’KEHHE 00 apXuBe, TOJDKHOCTHBIE HHCTPYKIIUK COTPYIHUKOB apXUBa, MJIaHbl paboThI
apxuBa, OTYETHI O MPOJICIIAHHON pabOTe apXuBa 3a roJl, CACNATh BHIBOJIBI O 3a/1a4axX U (QYHKIHUAX
apxuBa, €ro poJid B opranu3aiuu . [oAroToBUTh 1OKyMEHTHI.
N3yuuTh W onucath paboTy SKCHEPTHONH KOMUCCHH (TIOJI0KEHUE 00 SKCIIEPTHOW KOMHUCCHH).
OrnucaTth NOPsIIOK MOJATOTOBKU M MEpeAayu JeJd B apXUB, MPOBEICHUE SKCIEPTH3bI EHHOCTU
JOKYMEHTOB, TPEIOCTaBUTh O()OPMIICHHE Pe3yibTaTOB SKCHepTH3bl. COCTABIATH OMHCU JIEI,
aKThI O BBIJICJICHUU JOKYMEHTOB K YHHUTOXeHH0. Ogopmiars nena. Ha ocHoBe Meroanueckux
ykazanuit (IlpaBuna 215) [Mopran «Apxussl Poccuny [DnekTpoHHBIN pecypc]. DIeKTpOoH. JaH. —
M.: Pocapxus, 2001. — Pexxum goctyma: rusarchives.ru
JlaTb XapakTEpUCTUKY CHCTEMaM 3JEKTPOHHOIO TOKYMEHTO000pOTa B OpraHU3alueil npu
dbopMupoOBaHUU apXuBa
OcHOBBIBasCh Ha COOCTBEHHBIX HAONIOJNEHHSIX BaM HAI0 PACKPBITh OpPraHU3aIMio padoThl ¢
3arpocaMu IO0JIb30BaTeNeH, BUIBI 3alIPOCOB M OTBETHI apXMBa Ha 3allPOChI, MpaBUiIa MOATOTOBKU
U 0o(hOpMIICHUS AapXWBHBIX CIIPAaBOK, BBINMHCOK, KONHHA, CPOKH HCIOJHEHHUS 3aIllpOCOB.
Hctounukamu undopmanuu nocnyxkuwin Caidt denepanbHOro apXMBHOTO areHTCTBA. Pexum
nocryma: http://archives.ru/, pocapxus.p.
W3yunTh yuéTHBIE TOKYMEHTHI U HAyYHO-CIIPABOYHOTO armapaTa apXxuBa (OMHCH, KaTaJlorH,
KapTOTEKH, JTUCTHI (POHIOB, KHUTH U KypHAJIBI yu€Ta, HICTOPUIECKHE CIIPABKH, ITACTIOPT apXUBA).
Ornucath HOMEHKIATYPY A€l JAaHHOW opraHu3anuu. M3yduTh cocTaB U KOJIMYECTBO I,
Nepe1aBaeMbIX B apXUB
OueHuTh MaTepHaAIbHO-TEXHUYECKYIO 0a3y apXHBa: COCTOSIHUE MTOMEIIECHUS, HATNYHe
000py0BaHus, CPEJCTB MOXKAPHON 1 OXPAaHHOW CUTHAJIU3ALUH, CPEACTB KIIMMAaTHYECKOTO
KOHTPOJISI, TEXHUYECKUX CPEJICTB, POrpaMMHOro obecrneueHus. [losHakoMuThCs €
opranu3zaiyei KomruiekroBanus apxusa Odopmiienue u GOpMUPOBAHKE JIE], COCTABICHUE U
0(OpPMIICHUS OMKCH JIENI. aKThI O BBIJICTICHUH JOKYMEHTOB K YHUUYTOXKCHHUIO
[TprMepHBIii TepeueHb JTOKYMEHTOB, IPUIAraéMbIX B KAU€CTBE MPUIIOKEHHS K OTUETY 1O
MPaKTHKE:

1. ®parmMeHTHI NOJ0KEHUS 00 apXUBE; JOKHOCTHASI UHCTPYKIINS;

2. IlonoxeHnue 00 3KCIepTU3E; ONUCH JIET;

3. AKT O BBIJICJICHHH IOKYMEHTOB Ha YHUYTOXEHUE;

6.00650%Ka /1e1a, BHYTPEHHSS ONUCH JIeNIa; JIUCT 3aBepUTENb JIeNa;

7. @parMeHT HOMEHKJIATYPBI JEJ1, OIIUCH JET;

8. OTBeThI apXMBa Ha 3alPOCHI MOJIb30BATENEH B BUJI€ aPXUBHBIX CIIPABOK, apXUBHBIX
BBIIIHCOK, KOIIHIA,
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5 TMPABUJIA O®OPMJIEHUSA OTYETA ITO ITPAKTUKE

OTd4er TO TPOU3BOACTBEHHOW MpakTUKe (MPEIAMIUIOMHON) TMPEACTaBIseT COO0M
KOMIUIEKT ~ MaTepHajloB, BKJIIOYAIOMIMN  JOKYMEHTBHl [  MPOXOXKACHUS  MPAKTUKU;
NOJArOTOBJIEHHBIE CTYJEHTOM MaTepHalibl, IOATBEP)KIAIOIIME BBINOJIHEHUE 3aJaHUN 110
IIPAKTHKE.

Otuet opopmiIseTcst B CTPOroM COOTBETCTBUU C TPEOOBAHUSAMH HACTOSIIMX YKa3aHUH.

Bce HeoOxoauMble MaTepuabl 110 MIPAKTUKE, IPETYCMOTPEHHbIE IPOrPAMMON MPAKTUKU
Y MHIMBUYAJIbHBIM 3alaHUEM Ha NPAKTUKY, KOMIUIEKTYIOTCS B CIEAYIOIIEM IOPSAIKE:

—THUTYJIbHBIN JTUCT (IpritokeHue 1);

—BHYTPEHHSIS ONUCh JOKYMEHTOB, HaXO/SIINUXCS B OTYETE (IIPUIIOKEHUE 2)

—3aJlaHNe Ha MPAKTUKY (IpuiioxkeHue 3);

—aTTeCTALlMOHHBIN JIUCT MO NpaKTUKe (IPUI0KEHUE 4)

—OTYET O BBIIOJIHEHUH 33aJJaHUM 110 MPAKTUKE;

—IPUIIOKEHUS K OTUETY.

OTt4der O BHINOJHEHUM 3a/laHUil MO MPAKTHKE JOJDKEH 3aHUMaTh HE MeHee O CTpaHuLl.
Kaxxaplii OoT4eT BBINONHAETCS MHAMBHAYaIbHO. OTUET SIBISIETCS OTBETOM HA KaXKIbIM IYHKT
3aJJaHUs U COIIPOBOXKJIAETCS CChbUIKAMH Ha IIPUIIOKEHUS.

OTuer O BBINOJHEHHMU 33JaHUM Ha MPaKTHKYy OQOpPMIIsSeTCs B COOTBETCTBUU CO
crenyompMu  TpeboBanusamu: mpupt Times New Roman, pasmep mipudra — 12, mous
JIOKYMEHTa: BEpXHee -2, HWXKHee-2, JieBoe-2, mpaBoe-1; orcryn mepBoi cTpoku — 1,25c¢wM;
ME)XCTPOUHBIN UHTEpBAJ - 1,5; pacnoyioxkeHre HoMepa CTpaHull — BHU3Y 110 LIeHTpy. Hymepanus
CTpaHUL Ha MIEPBOM JIUCTE (TUTYJIBHOM) HE CTaBUTCH.

[IpunoxxeHus npeacTaBisiOT co00 MaTepua, NOATBEPKIAOIINIA BBIMOIHEHNUE 3aJaHUN
Ha MpakTUKe (KONMUU CO3JaHHBIX JOKYMEHTOB, (pparMeHThI mporpamm, ueprexeit u ap.). Ha
IPWIOKEHUST JAENAlTCA CChUIKM B «OT4yeTe O BBINOJIHEHWH 33JaHUMl 110 TIPAKTHKE).
[TpunoskeHnss MMEIOT CKBO3HYIO HyMmepauutoo. Homepa cTpaHUIl NPWIOKEHUH AOIMyCKaeTcs
CTaBUTh BPYYHYIO.

K ordery MOXHO MPHUIIOKHUTH OJaroJapcTBEHHOE MUCHMO B ajpec 00pa3oBaTeIbHOIO
YUPEKACHUS U/UIU TMYHO MTPAKTUKAHTY.
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6 COJIEP)KAHUE OTUETA O BBIIIOJTHEHUU 3AJIAHUM 11O TPAKTHUKE

B/J.1 Opranu3anus AOKYMEHTALMOHHOTO of0ecrnevyeHuss ynpaBjieHusi ¥ (PYHKIHOHUPOBAHMSA
OpraHu3anmu

Tumynvnviti 1ucm - 3TO TepBas CTpaHHUIA OTYETa, I€ HEOOXOAMMO 3alOJHUTH BCE
CcTpoukH (Tpusoxenue 1).

OTyer O BBINOJHEHUHU 33JaHUN O IPAKTHKE COJEP’KUT BBEJIECHUE, OCHOBHYIO 4YacTb,
BBIBOJIbI U MTPHUIIOKEHUS.

Beeoenue. 1lepen HadaioM NpakTUKK PyKOBOAUTENb BBIIAET Bam 3amaHue Ha NMpPaKTUKY
(mpunoxenue 3), coneprkaliee Leau U 3aJa4u e€ MpoxokaeHusi. IMEHHO OHU BKIIFOYAIOTCS BO
BBEJEHUE OTYETA. 3AECh K€ CIEAYyeT apryMEHTUpPOBAaTh AaKTyalbHOCTb TEMBl JUIIJIOMHOIO
IPOEKTa M yKa3aTbh, KAKME HOPMATUBHO-IIPABOBbIC IOKYMEHTHI MpeAnpusiTUs Bbl ucnonb3oBaiu.
OO0bEM BBEJICHUS HE MPEBBIILIAET 2-X CTPAHMUIL

Ocnoenasa uacms. OdopmiisieTcss cOorjacHO 3aJaHHI0 [0 MPEeITUIUIOMHON TMpPaKTHKeE.
ConepxuT Uccae10BaHUE IEATEIbHOCTH NPEANIPUATUS U aHAJIU3 MTOJIYUYEHHBIX PE3yIbTaTOB.

B nmamHom pasnmene gaercs TMOAPOOHBIM  OTYET O BBINOJHEHHH  €KEAHEBHBIX
NPOM3BOJICTBEHHBIX 3aJaHWH, W OIMUCBHIBAIOTCS HW3YYEHHBIE M OTPabOTaHHBIE BOIPOCHI,
MpeJIOKEHHBIC B 3aJaHUH.

Bwvisoowvr Paznen oru€ra, B kotopom Bbl ngaete cBO€ MHEHHME O MNpPEANPHUSATHH, OO0
opranu3anui 1 3Q(GEeKTUBHOCTH MPAKTUKU B IEJIOM, COLUAIBHON 3HAYMMOCTH CBOEH Oymyiei
cnenuaibHOCTH. Ha OCHOBE M3y4E€HHOTO NMPaKkTUYECKOro MaTepuana BO BpeMs IpPakTHKU Bam
ClelyeT BBISIBUTH KaK TOJOXKUTEIbHbIE, TaK M OTPUIATENIbHbIE CTOPOHBI JIE€ATEIbHOCTU
OpraHM3aly, a TAaKXKe IPEUI0KUTh MEPOIPUSITHS 0 YCTPAHEHUIO BBISBJIEHHBIX HEOCTATKOB U
JAIbHEUIIEMY COBEpPIICHCTBOBAHUIO paboThl opranuzanuu. GopMynupoBaTh UX HYKHO KPaTKO
1 4€TKO

Ipunoscenuss - 3aKIIOUUTENBHBIA pa3fen oTuéTa, coAepkamuid o0paslbl M KOMHUU
JIOKYMEHTOB, PUCYHKH, TaOIuUILIbI, poTorpaduu U T.A., 10 NEPEUHIO NPUTIOKEHHUH, YKa3aHHOMY B
3a/laHuU Ha MPAKTUKY.

B/l.2 Opranu3zanus apxuBHOH PadOThI MO JOKYMEHTAM OpPraHW3auMii pasjH4HbIX
(¢hopm cobCcTBEHHOCTH

Tumynvueiti aucm - 3TO TepBas CTPAaHUIA OTYETa, TJe HEOOXOAMMO 3alOJIHUTH BCE
CTpOUKH (mpuiioxenue 1).

OTueT O BBINOJIHEHUWU 33JaHUN IO TPAKTUKE COJCPKHUT BBEJEHHE, OCHOBHYIO YacTb,
BBIBOJIBI M TTPHJIOKECHHUS.

Bseoenue. Tlepen HauaioM NpakTUKKA PYKOBOJIMTENb BbAAET BaMm 3a1aHue Ha NMpakTUKY
(mpunoxkenue 3), coaeprkaiiee eau U 3a1a4u e€ MpoxoxkaeHus. IMeHHO OHM BKIFOUAIOTCS BO
BBeJICHHE OT4€Ta. 3Jiech K€ CIIeAYeT apryMEHTUPOBaTh AaKTYaJbHOCTh TEMbI JUILIOMHOIO
IPOCKTa M YKa3aTh, KAKHEe HOPMaTHBHO-TIPABOBBIE TOKYMEHTHI MPEANIPHUATHSI BbI HCTIOTB30BAIH.
OO0BEM BBelIeHUS HE TIPEBBIIIAET 2-X CTPAHUI]

Ocnoenas uacms. OdopmisieTcss COrjacHO 3aJaHHI0 [0 MPEeITUIUIOMHONW TMpPaKTHKeE.
ConepxuT ucciieJoBaHue IeATeIbHOCTH MPEeIPUATHS U aHAIU3 TIOJTYYEHHBIX Pe3yabTaToB.

B nmamHOM pazgene maercss TOAPOOHBIM OTYET O  BBIIOJHEHUH — €XKEIHEBHBIX
NPOM3BOJICTBEHHBIX 33JaHUM, W ONHUCHIBAIOTCS HW3YyYeHHBbIE M OTpabOTaHHBIE BOIPOCHI,
IpeJI0KEHHbIE B 3aJaHUH.

Bvigoovr Paznen otuéra, B KoTOpoM Bbl naere cBoé MHEHHME O TpeanpUsTHH, 00
opranu3an 1 3Q(GEeKTUBHOCTU MPAKTUKHU B 1€JIOM, COLUAIBHON 3HAYUMMOCTH CBOEH Oyaymieit
cnenuanbHOCTU. Ha OCHOBE M3y4eHHOro MpPAaKTUYECKOro MaTepuajia BO BpeMs MpakTHKH Bam
CIIelyeT BBISIBUTH KaK IIOJIOKUTENbHBIC, TaK W OTPHIATENbHBIE CTOPOHBI JEATEIbHOCTH
OpraHu3aliy, a TAKXKE MPEAJIOKUTh MEPOIIPHUITHUS MO0 YCTPAHEHUIO BBISIBJICHHBIX HEOCTATKOB U
JaJIbHEHIIEMY COBEPIICHCTBOBAHHUIO paboThl opranu3anuu. GopMyaMpoBaTh UX HYXKHO KPAaTKO
U 4€TKO
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Ilpunosicenuss - 3aKIIOUUTENBHBIA pas3zien oTuéTa, coiepXamuil o0pa3lbl U KOMHU
JIOKYMEHTOB, PUCYHKH, TaOIHLbI, poTorpaduu u T.1., MO NEPEUHIO MPUIOKEHHUH, YKa3aHHOMY B
3a/1aHUM HA NIPAKTHKY.
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MPUJIOKEHUS
[Tpunoxenue 1
MuHHCTEPCTBO HAYKH U BBICIIEro oOpazoBanus Poccuiickoit denepannn
®enepalibHOE TOCYAAPCTBEHHOE OI0/KETHOE 00pa30BaTeIbHOE YUPEKICHHIE
BBICIIET0 00pa30BaHUs
«MarHuToropckui rocy1apCTBEHHbIA TEXHUUECKU YHUBEPCUTET
uM. I'.11. HocoBa»
(®I'BOY BO «MI'TY um. I'.11. HocoBay)
MHoronpouIbHBINA KOJUIEHK

Otuer
10 MPOM3BOJACTBEHHOI NMPaKTHKe (MPeIIUIIOMHON)

o CrneuuajJdbHOCTH

(KOO U HAUMEHOBAHUEe CEYUATLHOCMUL)

OOyuatomerocs (-meuncs) rp.

(U.0. ©amunus)

Opranuzanusi:

(HauMeHOBaHUe MeCa NPOXOHCOEHUS NPAKMUKU)

PYKOBOJII/ITCJ'II) IMMPAKTHUKU OT OpTraHHU3alnn

(A.0. Damunus)

MII

PyxoBonutens npaktuku or MnK

(HU.0. Qamunus)

Marnutoropck, 20
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OOyuaromierocs (-meincs) Tp.

BHYTPEHHSAA OIIUCH
JOKYMEHTOB, HAXOASALIUXCHA B OTYeTe

ITpunoxxenune 2

(U.0. Damunus)

n/n

HaumeHoBaHMe 1OKyMeHTAa

Crtp

3aaHue Ha MPaKTUKY

ATTEeCTalMOHHBIN JTUCT

OTyeT 0 BBINIOJHCHUH SaﬂaHI/Iﬁ 110 IIPAaKTUKEC

IIpunoxxenne Ne

IIpunoxenue No

OO WIN =

IIpunoxxenne Ne
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ITpunoxxenue 3

MuHHCTEPCTBO HAYKH U BhIcIIero obpa3oBanus Poccuiickoit ®enepannu
denepanpHOE TOCYIApCTBEHHOE OFOJDKETHOE 00pa3oBaTeIbHOE YUPEKICHHE
BBICIIEro 00pa3oBaHus
«MAarHuTOropCcKuii rocy1apcTBeHHbI TeXHUYECKUIl YHMBEPCUTET
um. I'.U. HocoBa»

(®I'BOY BO «MI'TY mm. I'.1. HocoBay)
MHoronpopIBEHBIN KOJUTEIK

3AJIAHUE
Ha MPOU3BOJACTBEHHYIO MPAKTUKY (MPeTUIIIOMHYIO0)

Ob6yuatomierocs (-mewcs) rp.

(U.0. @amunus)

46.02.01.[JokyMeHTaIIMOHHOE 0OeCIIeueHIE YIIPABICHIS U apXUBOBEICHUS
[IM.01. Opranuszanusi JOKyMEHTaLOHHOTO 00eCIeYeHUs] YIIPaBICHUS U (YHKIIMOHUPOBAHUS OpraHU3aLIH

Hean npakTHKHU:
1. Yriy6neHue npakTH4ecKkoro ornbita

1.1 TIK1.1, TIK 1.2, TIK 1.3, TIK 1.4, I1K 1.5, TIK 1.6; ITK 1.7;IIK 1.8.TIK.1.9;

1.20K1.,0K2.,,0K4.,0KS5., OK 9.

IIpakTuueckuii OneIT, yMEHUS

Bunst paboT, BEIMONHIEMBIX B HEPHOJ MPAKTHKA B PAMKaX
(OpMHUPYEMBIX KOMIIETESHIINI

1101 Opranuzanus JOKYMEHTAI[HOHHOTO
obecrieueHnst ympaBieHHS W (YHKIHOHHPOBAHUS
OpTaHM3AIH.

Y1-V¥57

Y0 01.01 - Yo 01.03, Yo 01.05, Yo 01.07, Yo 01.08,
Yo 01.10 - Yo 01.12, Yo 02.01 - Yo 02.08, Yo
04.01, Yo 04.02, Yo 05.01, Yo 05.02 Yo 09.01 - Yo
09.05

KoopanHammn 10KkyMeHTO000pOTa OpraHu3anu.

VYuacrue B padote otmena OV, kaHIeIsApHuu, CeKpeTapraTe
1 OpraHu3anuy padovero Mecra

[NoaroroBka TOKYMEHTOB K COBELIAHUSAM U HX aHAJIN3

OGpabatsIBaTh MaTtepHuabl XapaKTepU3yIoIue
JOKyMEHTOOOOpOT OpraHu3allid M HPOBOJUTH aHAJIM3
JIOKYMEHT0000pOTa.

Ocy1ecTBieHre NOATOTOBKU, O(OPMIICHHUS U Pa3MHOKEHHS
JIOKYMEHTOB.

OO6pabaTeiBaTh BXOJMAIIYI0, HCXONAIIY0 M BHYTPEHHIOIO
KOPPECIIOHJICHIIMIO, PETHCTPUPOBAaTh M TepelaBaTh s
HCIIOJTHEHUSI, KOHTPOJIHMPOBAThH CPOKU UCIIOJIHEHUSL.

VYyactue B paboTe C NPEIUIOKEHHAMH, 3asBICHUSIMU U
KanobaMu rpaxIaH.

Hcnone30BaTh B MPAKTHYECKOH ACSATEIBHOCTH MPUMEHEHHE
9JIEKTPOHHOTO JOKYMEHTOO0OpOTa M TPOBEICHUS aHaIn3a
JaHHBIX

OcyuecTBieHre NOATOTOBKU, O(OPMIICHHS U Pa3MHOXKEHHS
JIOKYMEHTOB.

OO6pabaThIBaTh BXOASIIYI0, HCXOAANIYI0O M BHYTPEHHIOIO
KOPPECIIOH/ICHIIMIO, PETHCTPUPOBAaTh M IEpeAaBaThb JUis
UCIIOJTHEHHSI, KOHTPOJIMPOBATH CPOKU MCIIOJIHEHUSI.

VYyactue B paboTe C NPEIUIOKEHHAMH, 3asBICHUSAMH U
KajobaMu rpakiaH

OcymecTBieHre NOATOTOBKU, O(OPMIIEHHS U Pa3MHOKEHHS
JIOKyMEHTOB.

VYuactne B paboTe C MPEIOKEHHSIMH, 3asiBICHUSIMH H
KajobaMu rpakiaH

dopMHUpOBaHHE WCIIOJHEHHBIX JOKYMEHTOB B Jela H
y4acTue B IPOBE/ICHHUE SKCIEPTH3bI IEHHOCTH JOKYMEHTOB.
VYuacte B COCTaBICHMM HOMEHKIATYpHl A€l ¥ aHAIu3
MaTepHaJioOB JJisl MOJATOTOBKM Jiel K CAade B apXHB
OpraHM3aIiu

VYuacTue B COCTaBJIIEHHM OMNKChH Il M TOATOTOBKH JeN K
repesiaue B TOCyIapCTBEHHbIE M MYHUIIMITAJILHBIC apPXHBBI.
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I101

obecrieueHrs ympaBieHHS W (DYHKIIMOHHUPOBAHUS

OpraHU3aLHH. 1 OpraHu3anuy padboyero Mecra.

V1-VY57

Y0 01.01 - Yo 01.03, Yo 01.05, Yo 01.07, Yo 01.08, | mpruemoB .1i pe3eHTaImi

Vo 01.10 - Yo 01.12, Yo 02.01 - Yo 02.08, Yo
04.01, Yo 04.02, Yo 05.01, Yo 05.02 Y0 09.01 - Yo | [logroToBka  JTOKyMEHTOB  [UIA
PYKOBOJUTEIS K KOMaHTUPOBAHUN COTPYIHUKOB
Ocyl1iecTBICHUE TPUEMa U OTIIPABKH TeIe(hOHOTPAMM.
Ocy1iecTBICHHE MPHEMa BXOMASIINX 3BOHKOB U COBCPIICHUE

09.05

HCXOMAIINX BBI30BOB
[TpuHMMAaTh M OTIIPABIATH (hakc

Opranuzanus JOKyMEHTAIMoHHOro | KoopauHanuu TOKyMEHTOO00pOTa OpraHu3aIii.
VYuyactue B pabore otaena IOV, kaHICIApUH, CEKpeTapraTe

V4yactue B MOATOTOBKE , IMMIPOBEACHNUN JOCIOBBIX BCTPEY ,

IloaroroBka JOKYMEHTOB K COBCIIAHUAM U WX aHAIU3

JIEJIOBBIX  ITOE€3II0K

Mecto mpakTuku

3aganue HA NPAKTHKY

Ne /i

Copnep:xanue padoT Ha MPaKTHKe

IIpumepHbIe CPOKHU
BbINOJIHEHHSI

O3HaKOMHTBCA C OpraHm3alyedl padOTHI, CTPYKTYPOH M IEATEIHbHOCTHIO
CTPYKTYPHBIX  TOApA3ACICHUH  OpraHu3allii, BEICHHEM  IpueMa
IIOCETUTENECH 10 MECTy MTPOXOKICHHUS MPAKTUKU

B Teuennn MIPAKTUKHN

[Mpoananu3upoBaTh  CTPYKTYpy, GYHKUUM, 3aJadyd  OpraHU3aluH,
yupexnaeHus, npenmpuatus. Oco0oe BHUMaHME CTOMT  YAETHTh
CTPYKTYPHOMY TOJApa3/eNIieHHI0, B KOTOPOM HEMOCPEACTBEHHO Oyner
paborats cryneHT (otmen HOY, xaHuenspus, cekperapuar, ynpaBlieHUE
JIeJIaMH, OTIEJ KaJpOB U T.J.) B COOTBETCTBUU C IEISIMHU MPAKTHKH

B TeueHun npaktuku

OnpenenuTs CyLIECTBYIOIIYI0 B YUYPEXKIEHHM, OpraHM3allMd WIM Ha
NPEANPUSTHA  OpraHU3alMOHHYI0 (OpMy paboThl C JOKYMEHTaMHU
(meHTpanM30BaHHAs, JCLCHTPAIN30BAHHAS, CMCUIAHHASA). YCTaHOBHUTh
00BEM  TOKYMEHTOOOOpOTa (JUIi 3TOrO0 MOXXHO  BOCHOJIB30BATHCA
PETHCTPAIMOHHBIME (POPMaMH, NPUMEHSIONMMHUCS B OpPTraHMW3alM) W Ha
OCHOBaHHH 3THX JAaHHBIX OIPENENINTb, K Kakoi u3 4 kareropui (1mo oobemy
JOKyMEHTO000pOTa) OTHOCHTHCS JaHHAs OpraHM3alMs, INPEIIpHITHE,
YUpEKACHHUE.

B TeueHun npaktuku

CamocToATeNnbHO MPHOOpPECTH HABBIKM IIOATOTOBKH, O(QOPMIICHHA U
Pa3MHOXEHHUS CIyKeOHBIX JOKyMEHTOB, MaTepHaJIOB JJIS MOATOTOBKH H
MIPOBEACHUS COBEIaHUM. 711 3TOro He0OX0AUMO U3YUIHUTh HHCTPYKIHIO TI0
JOY  (nemompou3BOACTBY) MPOAHATU3UPOBATh €€, HACKOJBKO OHa
COOTBETCTBYeT HOpMaM M  TpeOOBaHMAM  HOPMAaTHUBHO-TIPABOBBIX
JIOKYMEHTOB.

B teuenun npaktuku

[IpoaHanu3upoBaTe OCHOBHBIE BHUJABI JOKYMEHTOB, IPHUMEHSIEMBIX B
YUPEXICHWH, OpraHu3allid WIM Ha TPENpPUATHH ¥  OIPEACIHTb,
HACKOJIKO  TPWHSTas CHUCTeMa JIOKYMEHTHPOBAHUS  COOTBETCTBYET
TpeOoBaHUSIM K 0(DOPMIICHUIO IOKYMEHTOB.

B teuenun npaktuku

OOpatuTh BHHMaHHWE Ha OpTraHU3AIMIO TpUeMa U  paCIpeIeICHUI
MOCTYTAIOMIEH KOPPECIIOHICHIINN, CIIOCOOBI PErHCTPAald JOKYMEHTOB U
MOPSAAOK JOCTaBKM B CTPYKTYpPHBIE MOJPA3NECICHUS WA OTBETCTBEHHBIM
ucnonauTessiM. Ocoboe BHUMaHHE CIEAyeT OOpaTHTh Ha OpPTaHU3AIUI0
KOHTPOJISI 32 CPOKaMHW HCIIOJIHEHUs JIOKYMEHTOB W TIOPSAIOK PabOTHI ¢
TIPEATIOKEHUSIMU, 3asBICHISIME 1 KAJI00aMU TpakIaH.

B Teuennn MPAKTUKHN

W3yunts M DpoaHaIM3UPOBATh MOPSIOK TIPYNIHUPOBKU HCIIOIHEHHBIX
JOKYMEHTOB B JieJia, oOpainasi BHUMaHHe, HACKOJIFKO TOYHO COOJIIOAAI0TCS
MIPU3HAKY 3aBEACHUS /I, 00BEMBI JIeJl, 3ar0JIOBKH eIl

B teuenun npaktuku

O3HAaKOMHTHECS ¢ HOMEHKJIATYPOH 1N TaHHOM OpraHW3aIfy, YIpSKICHUS,
NPEANPUATHS, IOPSAKOM €€ COCTaBJIEHMs, IIONBbITAThCS YCTAHOBUTH
HACKOJIBKO pealbHble Jella COOTBETCTBYIOT HOMEHKiaType. Crnexyer
o0paTUTh BHMMaHWE Ha IOPSIOK IMOJATOTOBKHM €N K Clade B apXuB H
YCIOBHSL XpaHEHHs JOKYMEHTOB B apxHBe. 3AeCh cIeIyeT YCTaHOBHUTHb
CUCTEMY Yy4YeTa M OIMCaHUA JEJ, XPAHALIUXCS B apXuBe, MOPSINOK
NIPOBEJIEHUS  JKCIIEPTU3bl  LIECHHOCTH  JOKYMEHTOB,  OPIaHU3aLHUIO
HCIO0JIb30BaHUs JOKYMEHTOB

B teuenun npaktuku

[To3HaKOMUTBCS C CHCTEMOH 3JCKTPOHHOTO JOKYMEHTOOOOPOTa JaHHOTO
MIPEAIPUAITHS, MHTETPUPOBAHHOMN MH(HOPMAITMOHHOM CHUCTEMOM

B Teuennn MPaKTUKHU
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yIpaBJICHUS HA MPEIIPUATHH, JIOKATBHBIMA CHUCTEMaMHU 3JICKTPOHHOTO
IoKyMeHTooOopota  (ecom  ecTh).  OmmcaTh  TEXHOJOTHIO WX
GYHKIMOHUPOBAHUS, KIAaCCU(HUIUPOBATh MPOTPAMMbBI C TOYKU 3PEHUS
OCHOBHBIX MPU3HAKOB Kiaccupukanuu (0 MPU3HAKY CTPYKTYpHPOBAHHS
3a7a4; Mo (pyHKIMOHAIBLHOMY TMPH3HAKY; MO YPOBHSM YIPABICHHS; IO
XapakTepy HCMOJIb30BaHusl HHpOpMaIMu; 1Mo cdepe NPUMEHEHUs, MO
CTETIeH! aBTOMATH3AlUH JEATebHOCTH (DUPMBI, [0 BUAY HCIOJb3yeMOU
WH(POPMAIMOHHOW TEXHOJOTMH) U O0OCHOBaTh CBOe pemicHue. Omucarth
JOCTOMHCTBA W HEJOCTAaTKH HCIOJBb3yeMbIX cucTeM. HasBaTh npyrue
MIPOrPAaMMHBIC TIPOAYKTHI, UCIIOJIB3yEMBIC B ICATCILHOCTH MPEIIPUITHS.

10

OOpatuTh BHUMaHHE Ha OpraHM3alMI0 [pUeMa [OCETHTENeH W
opraHuzanio pabodyero Mmecra NpuUeMHOW W pykoBoautens. [ljns aroro
HEOOXOJMMO  O3HAaKOMHUTHCS IIPaBUJIAMU BHYTPEHHETO TPYIOBOTO
pacrnopsaaka HpeANpUsTHS, CIPABOYHBIMU CBEJCHUAMU O KOHTHUHIEHTE
MOCeTUTENCH M OCHOBHBIX MOTHBAaX, NOOYOWBIIMX WX BCTPETHTHCH.
IIpnobpectn HaBBIKM TOATOTOBKH , OQOPMICHHS W Pa3MHOXKEHHS
CITy’KeOHBIX TOKYMEHTOB /I BEICHHS IIPHeMa MOCETUTEIEH.

B teueHun MMPaKTUKU

11

W3yunte © mpoaHaNMM3WUpOBATH MOPSNOK  BEACHUS  Tele(OHHOTO
oOciyxuBaHusA, NpuemMa W mepenadn Qaxcos. s 3Toro Heobxoammo
O03HAKOMHUTBCSA C MPaBWIAMH BEICHUS TeIe()OHHOTO OOCIYXKHBAaHHUA H
IpruoOpecTH HaBBIKH ITpHEMa U nepenadn Gakcos U TeneoHOTpaMm

B Teuennn MIPAKTUKHN

12

N3yuuts cpencrBa MeXaHU3alMM JACJIONPOU3BOACTBA, IIPUMEHSEMBIE B
OpraHu3alusiX, YUpEKICHUSIX, IPEIIPUITHIX.

B TeueHun npaktuku

13

OGhopMUTH JOKYMEHTBI JJIs1 OTYETA M0 MIPAKTHUKE

B TeueHun npakTuku

14

HOZ[FOTOBI/ITI) 1 CAaTh OTYCT O NPAKTUKE

B TeueHun npakTuku

IIpuMmepHBIii IepeueHb JOKYMEHTOB, IPUJIAraeMbIX B KAUECTBE IIPUIIOKEHUH K OTYETY I10 IIPAKTUKE:

1. O1aHKM JOKYMEHTOB, YIOTPEOISIEMBIX B YUPEIKICHHH;

PYKOBOJAUTEA U COTPYAHUKOB.

BEZIETCS MIPHEM Telle()OHOTPaMM, Y4eT 3BOHKOB, (DaKkCOB.

JIOKyMEHTOB HE COCTABJISIET KOMMEPUECKYIO WIIH TOCYIapCTBEHHYIO TalHY).

PyxoBonurens npaktuku oT MnK

U.0. Damunus (noonucs)

«
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00pa3ibl (HOpM JTOKYMEHTOB, C TOMOIIbI0 KOTOPHIX B YUPEKICHHH OCYIICCTBIISICTCS KOMAaHIMPOBAHUC
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MuHHCTEPCTBO HAYKH U BhIcIIero obpa3oBanus Poccuiickoit ®enepannu
denepanpHOE TOCYIApCTBEHHOE OFOJDKETHOE 00pa3oBaTeIbHOE YUPEKICHHE
BBICIIEro 00pa3oBaHus
«MAarHuTOropCcKuii rocy1apcTBeHHbI TeXHUYECKUIl YHUBEPCUTET
um. I'.U. HocoBa»

(®I'BOY BO «MI'TY mm. I'.1. HocoBay)
MHoronpopIBEHBIN KOJUTEIK

3AIAHUE
Ha MPOU3BOACTBCHHYIO IPAKTURY (HpeI[I[I/II[J'IOMHyIO)

OOyuatomerocs (-meincs) Ip.

(U.0. ©amunus)

46.02.01.[JokyMeHTaIIMOHHOE 0OeCIIeueHIE YIPaBICHUS U apXHUBOBEICHNE

[IM.02 Opranun3zanus apXuBHOI padOTHI 110 JOKYMEHTaM OpPTraHHU3alMi pa3In4HbIX (OPM COOCTBEHHOCTH
Ienu npakTHkM:

1. YriyOneHue npakTH4ecKoro OIbITa:

1.1 TIK 2.1, TIK 2.2, T1K 2.3, [1K 2.4, [1K 2.5;

1.20K1.,0K2,0K4.,0KS5., OKO9.

IIpakTieckuit OMEBIT, yMeHHs Bus paGoT, BHIMOTHSAEMBIX B HEPHOJ IPAKTHKH B PAMKAX

(hopMUpyEeMBIX KOMIETEHIUI

IO 2 Oprasmsamus apxuBHOW paboTel 1O | OCYIIECTBIATH JKCIEPTH3Y IICHHOCTH OKYMEHTOB B
JOKyMEHTaM  OpraHM3alliii  pPa3IW4HBIX (OPM | COOTBETCTBHM C  ACHCTBYIONIMMH  3aKOHOJATEIbHBIMHU

COOCTBEHHOCTH aKTaMH ¥ HOpMaTHBaMHU
V1-Y44 Bectu paboty B CUCTEMAaX 3JIEKTPOHHOTO
Y0 01.01- Yo 01.09, Yo 02.01 - Yo 02.08, Yo JTOKyMEHT0000pOoTa

04.01, Yo 04.02, Yo 05.01, Vo 09.01 - Yo 09.05, PazpabareiBaTh M BecTH KiaccU]UKaTOpbl, Tabenu U Aap.
cupaBouHukd I OOecrnednBaTh NpHEM H palMOHAIbHOE

pa3MelieHe JOKyMEHTOB B apXuBe (B T.4. JJOKYMEHTOB MO
JUYHOMY COCTaBY).0 JOKyMEHTaM OpraHH3allHH.
ObecnieunBaTh yUeT U COXPAHHOCTH JOKYMEHTOB B apXUBE
OpraHu30BBIBaTh UCIOJIB30BAHUE APXUBHBIX TOKYMEHTOB B
HayYHBIX, CIIPABOYHBIX M MPAKTHYSCKUX LEISIX
OcyniecTBIsATh OpraHU3alHOHHO-METOTHYECKOEe
PYKOBOJICTBO M KOHTPOJIb 32 pabOTOH apXvBa OpraHU3aLllu
W 33 OpraHHU3alMel JOKYMEHTOB B JEIONPONU3BOJICTBE

MecTo npakTuku

3agaHue Ha PAKTHKY

Ne i/ IIpumepHbIe CPOKHU
Coaep:xkanue padoT Ha MPaAKTHKeE BbINIOJTHEHHUS
1. [IpoananusupoBaTh  CTPYKTYpy, GYHKIMM, 33Ja4d  OpraHHW3alyM, | B TeueHwWe nmpakTuku

yupexaeHusi, npennpusatus. O3HAKOMHTBCS C OpraHu3anueld paboThl,
JACATCIBHOCTBIO CTPYKTYPHBIX nozlpamenem/lﬁ OpraHu3anuu 10 MECTY
IIPOXOXKIACHUA TIPAKTUKH. Ocoboe BHHUMAHUC CTOUT YACIUTh
CTPYKTYPHOMY IIOJpA3/eJICHUI0, B KOTOPOM HENOCPEACTBEHHO Oyner
paborats cryzmeHT (otmen OV, xaHUIemIpus, ceKpeTapuaT, yIpaBIeHHE
JIeIIaMH, OTJEN KaJIpOB, apXUB), B COOTBETCTBHH C ICJISIMUA MTPAKTHKH.

2. M3yanTe HOpPMAaTHBHO-METOIWYECKHE JIOKYMEHTHI paboTel apxuBa | B TeueHme mpakTHKH
OpraHM3alMM: TOJIOKEHHE 00 apxuBe (MOJO0XKEHHE O CTPYKTYpHOM
MOZIpa3/IeJICHUN ) OpraHU3alK U JOJHDKHOCTHBIE HHCTPYKIIMU COTPYAHUKOB
apx#Ba, COMNOCTAaBUTb HMX C TUIOBBIMU JOJDKHOCTHBIMH HMHCTPYKIHSMHU.
[IpoananusupoBaTh pacnpeneneHus GYHKIMA MeXIy paOOTHUKaMH,
IPUMEHEHUE CYLIECTBYIOIIMX HOPM U HOpMaTUBOB. I[lo3HakoMHUTBCA C
TUIAHOM PabOTHI apXKBa HA TOJ1 M OTYETAMH O IIPOJICJIAHHON padoTe.

3. W3yunte yciioBHsi XpaHEHUs JOKyMEHTOB B apxuBe. JlaThb oueHky | B redyeHme npaxkTtuku
MaTepualbHO-TeXHMYECKOH  0a3pl  apxXuBa:  BBIOOp  ITOMEILCHHS,
000pyZIOBaHUs, HAINYNE  KOHTPOJIHHO-M3MEPUTEIBHBIX  IPHOOPOB,
TEXHHYECKHX CPEACTB  paboThl €  JIOKYMEHTAMH, HCIIOIb30BaHHE
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MH()OPMALMOHHBIX TEXHOJIOTHH B COXPAaHHOCTH JOKyMEHTOB. OIEHUTH
Mephl 10 TMOKapHOW O€30IacHOCTH XpaHEHWs MOKYMEHTOB. M3yunTh
WHCTPYKIHUIO TI0 TI0KAapHOH 0€301IacHOCTH apXuBa

4. W3yunts oOpraHM3anyio XpaHEHHs NOKyMEHTOB B apXHBE: pa3MelleHWe | B TedeHme mpaxkTuku
JOKyMEHTOB B apXWBOXPaHWIHNILE, HATMIHE TOMOTpadUpOBAHUSI, BEICHNC
yuéra JOKYMEHTOB, KOHTPOIb 3a JBIDKCHHEM JOKYMEHTOB H HX
¢usmueckoil coxpaHHOCTBIO. M3yunTh yd4€THBIE NOKYMEHTHI apXuBa:
MacHnopT apXWBa, KHUTU TOCTYIUICHUWH M BBIOBITHA DOKYMEHTOB, CIIMCKH
¢onnoB, nmUCTHl (DOHIOB, apXWUBHBIE OMNKCH, Jena (OHIOB, >KypHAIBI
peructpanuu, [IproOpecTr HaBBIKH 10 3arOJHEHHUIO TaHHBIX JOKYMEHTOB.
CocraBuTh IUTaH pa3MelieHus (POHIOB B apXUBE.

5. OnucaTh pexXHMBl XpaHEHHs JOKYMEHTOB B apxHuBe: CBeTOBOI, | B TeueHue npaxkTuxu
TeMIIepaTypHO-BIaXKHOCTHBIN, CAaHUTApHO-TUTMEHUUYECKUI, OXpaHHBIH,
[Ipoananu3upoBaTh KOMILIEKC Mep 10 COONIOJCHUIO M CO3JaHUI0
HOpPMAaTHBHBIE PEXKUMOB XpaHEHUs NOKyMeHTOB. IIpuoOpecTu HaBBIKH IO
CO3JJAHUIO M COOJIOJICHUIO PSKUMOB XPaHEHUsSI B apXUBE.

6. W3yunths 0COOCHHOCTH MOKYMEHTOB NAaHHOTO apxWBa, Kiaccupukanuio | B TedeHme nmpakTuku
JIOKyMEHTOB apxuBa II0 OCHOBHBIM IIpU3HAKaM, IPYIIaM, BUAaM, BUAY
HocuTens. V3y4nTs OpraHu3annio UCMONb30BaHNs JOKYMEHTOB B apXHUBE:
HampaBlIeHUsT W (QOPMBI  HCIIOIB30BAHMS, HCIIOJIHEHHE  3aIllPOCOB
nonp3oBaresief. [IpmoOpecTH HaBBIKM 110 HCIIOJHEHHIO 3alpOCOB
MOJIb30BATENICH, COCTaBJICHHIO M O(OPMIICHUIO apXHMBHBIX CIIPABOK,
BBINMUCOK, Komui. IIpnoOpecTH HaBBIKM MO BEICHHIO >KypHaja BBLIAYH
JIOKyMEHTOB W3 apXHBa, KapThI-3aMECTUTEIS, JIUCTA UCIOIb30BAHUS €.
Jnst 9TOro HEOOXOAMMO M3YYHUTh WHCTPYKIHMIO II0 JIEJIONPOHU3BOJCTBY
OpraHM3aliy, IpaBuwia pabOThl apXuBa, YHU(PHUIUPOBAHHBIE (HOPMEI
JokyMeHTOB. COCTaBJIATh Hay4YHO-CIIPABOYHBINM ammapaT apXuBa: OIKCH,
KaTaJIoTH, KJIacCH(PHUKATOPEI

7. OBnasieTb METOIMKOM ITPOBEICHMS SKCIEPTU3bl IIEHHOCTH IOKYMEHTOB, | B TeueHme mpakTHKH
HaXOASALINXCS B apXHBE. YMETh ONPEAENIATh CPOKU XPAHCHHS JJOKYMEHTOB
no mepeuHsM. IIpuHuUMaTe ydactHe B pabOTE HKCIEPTHOH KOMHCCHH,
BECTH NPOTOKOJIBI 3aCeITaHUH SKCIEPTHOH KOMHICCHH.

8. W3yunts, aHaIM3 NIPUMEHSIEMBIX B apXiBe OJaHKOB JIOKYMEHTOB, BUIOB U | B TeueHme npakTuku
Pa3sHOBHIHOCTEH OPraHU3aIOHHBIX JOKYMEHTOB (TI0JIOXKe-
9 W3yunte cpencTBa MeXaHM3AIMU JICJIONIPOM3BOACTBA, NpPUMEHseMble B | B TedueHue npakTuku
OpTaHM3aIMAX, YIPSKACHHUIX, TPEATPUITHAX
10. OQopMHUTD TOKYMEHTHI JUIS OTYETa N0 MPAKTHKE B Teuenue npakTuku
11. [1oaroTOBUTH M CAATH OTYET 110 MPAKTHKE TIOCJIC/IHSISL HeNleIIst

[Mpumepnsiii [IpuMepHBIil TepedeHb JOKyMEHTOB, IIPHIIaraeéMbIX B KaueCTBE MPHUIOKEHUH K OTYETY MO

MPaKTHKE!

1. Opranu3anuoHHBIE TOKYMEHTHI apX1Ba (MI0JIOKEHHUS 00 apXHBe; JODKHOCTHAS HHCTPYKIINSA)

2. [Tonoxenne 06 YKCIIEPTU3E; OMTUCH JIET,;

3. AKT 0 BBIZICTICHUU TOKyMEHTOB Ha YHHUYTOXXEHUE,

4.061n0Ka Jiena, BHyTPEHHSIS OIUCH JIeNa; JIUCT 3aBEPUTENTh JIeNa;

5. ®dparMeHT HOMEHKIIATYPbI JeJI, OITUCH JIeIT;

6. OTBeTHI apXMBa Ha 3alPOCHI M10JIb30BaTENEH B BUIE apXUBHBIX CIIPABOK, apXUBHBIX BBIIMCOK, KOITHH,
nIceM

PykoBogurens npaktuku ot MnK H.0. ©amunua

noonucs

« » 20 1.

28



[Tpunoxenue 4

MuHHCTEPCTBO HAyKH U BhIcIIero oopazoBanus Poccuiickoit deneparu
denepanpHOE TOCYIapCTBEHHOE OFOJDKETHOE 00pa30BaTeIbHOE YUPEKICHHE
BBICIIEro 00pazoBaHus
«MarauToropcKHuii rocyiapcTBeHHbIN TeXHUYECKHIl YHUBEPCUTET
um. I''"1. HocoBa»

(®I'BOY BO «MI'TY um. I''"1. HocoBay)

MHoronpouIbHbIH KOJIIEIK

ATTECTAIIMOHHBIN JINCT
IO IMMPOU3BOJICTBEHHOM NMPAKTHUKE (ITPEJJIUITIJIOMHOI)

(U.0.Damunus)

oOyuaromuiics (-1masics) Ha
1 apxuBOBeneHMs (6a30Bast IIOATOTOBKA)
YCIICITHO TIpomIes(Jia)

B OpraHusanuun

Kypce criermmanbHOcTH 46.02.01.JlokyMeHTaIIMOHHOE 00ecIieueHIe YIpaBIeHIs

MPOU3BOJICTBEHHYIO NMPAKTHUKY (IIPEATUIIIOMHYIO) IO CIIEIMAIBHOCTH
B 00BeMe 4acoB € «__ » 20 r.mo «__ »

20 T.

(HaumeHoBaHUE Op2aHU3ayUL, IOPUOULECKUll aopec)

Henu npakTuku:
1. VryOseHue npakTHUECKOTO OTBITa

1.1 TIK1.1, TIK 1.2, [IK 1.3, TIK 1.4, TIK 1.5, TIK 1.6; I1K 1.7;IIK 1.8.1IK.1.9;

1.20K1.,0K2.,,0K4.,0KS5., OK 9.

IIpakTuueckuii OneIT, yMEHUS

Bunpst paboT, BBITIONHACMBIX B IEPUO]T IPAKTUKU B paMKax
(hopMHPYEMBIX KOMIIETCHIIUI

o1 Opranuzanus JOKYMEHTAIMOHHOI'O
obecrieueHnst yImpaBieHUS W (YHKIHOHHPOBAHUS
OpraHH3aIiu.

V1-VY57

Y0 01.01 - Yo 01.03, Yo 01.05, Yo 01.07, Yo 01.08,
Yo 01.10 - Yo 01.12, Yo 02.01 - Yo 02.08, Yo
04.01, Yo 04.02, Yo 05.01, Yo 05.02 Yo 09.01 - Yo
09.05

KoopauHaimm 10KyMeHTO000pOTa OpraHUu3amum.

VYuacrue B padote otmena JOVY, kaHIEIApHH, CEKpeTapuaTe
1 OpraHu3anuy padovero Mecra

[ToaroroBka TOKYMEHTOB K COBELIAHUSM M MX aHAIU3
OO6pabarsIBaTh MaTepHabl XapaKTepu3yolye
JOKyMEHTOOOOpOT OpraHm3allid M HPOBOIUTH AHAJIM3
JOKyMEHT0000pOTa.

OcyuecTBieHre NOATOTOBKU, O(OPMIICHHS U Pa3MHOXKEHHS
JIOKYMEHTOB.

OO6pabaTsiBaTh BXOJMAIIYI0, HCXOMAIIYI0 M BHYTPEHHIOIO
KOPPECIIOH/ICHIIMIO, PETHCTPUPOBAaTh M IEpeAaBaThb JUis
UCIIOJHEHHSI, KOHTPOJIMPOBATH CPOKU MCIIOJIHEHUSI.

VYuactne B paboTe C MpPEIIOKEHHSIMH, 3asiBICHUSAMH H
Kajo0aMu rpak/iaH.

Hcnonb3oBaTh B MPaKTUYECKOW AEATEIBHOCTH TNPHUMEHEHHUE
JIEKTPOHHOTO JIOKYMEHTOOOOpOTa M TPOBEICHMS aHAIH3a
JTAHHBIX

OcymecTBieHre NOATOTOBKU, O(OPMIIEHHS U Pa3MHOKEHHS
JIOKYMEHTOB.

OO6pabaTeiBaTh BXOASINIYI0, HCXOAANIYI0O WM BHYTPEHHIOIO
KOPPECHOH/ICHIIUI0, PETHCTPUPOBAaTh M IepelaBaTh JUIs
HCIIOJTHEHUSI, KOHTPOJIMPOBATh CPOKH MCIIOJTHEHHS.

VYuactue B paboTe C MNPEUIOKECHUSIMHU, 3asBICHUSIMU U
KamoOoaMu rpakaaH

OcymecTBieHre NOATOTOBKU, O(OPMIIEHHS U Pa3MHOKEHHS
JIOKyMEHTOB.

VYuactnue B paboTe C MpPEIOKEHHSIMH, 3asiBICHUSIMH H
KajobaMu rpakiaH

@dopmupoBaHHE WCIIOJHEHHBIX JOKYMEHTOB B Jella H
y4acTue B IPOBE/ICHHE SKCIEPTH3bI IEHHOCTH JOKYMEHTOB.
VYuacTHe B COCTAaBJICHHHM HOMEHKJIATYphl JIeNl M aHaJH3
MaTepHaJioOB /sl MOJATOTOBKM JieI K CAade B apXHB
OpTaHM3aINA

VYdacTue B COCTaBJICHHM ONHCh JEN W TOATOTOBKH IEN K
nepesiaue B TOCYIapCTBEHHbBIE M MYHUIIMIIAIbHbIC apPXHBBL.
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o1 Opranuzanus JOKYMEHTAIMOHHOI'O
obecrieueHus ympaBieHHS W (QYHKIHOHUPOBAHUS
OpraHHU3aIiu.

V1-VY57

Y0 01.01 - Yo 01.03, Yo 01.05, Yo 01.07, Yo 01.08,
Yo 01.10 - Yo 01.12, Yo 02.01 - Yo 02.08, Yo
04.01, Yo 04.02, Yo 05.01, Yo 05.02 Yo 09.01 - Yo
09.05

KoopauHaimm 10KyMeHTO000poTa OpraHu3annm.

VYuyactue B pabore otaena JIOY, kaHIENsIpHH, ceKpeTapuare
W OpraHm3anuu pabovero Mecra.

VYyactie B TOATOTOBKE , IMPOBEACHHH AEJOBBIX BCTpEY ,
NIPUEMOB .M NIPE3eHTaLUI

[ToaroToBKa JOKYMEHTOB K COBEIIAHMAM U WX aHAIIN3
[loxroTtoBka  MOKYMEHTOB  JUIi  JENOBBIX  TIOE3/I0K
PYKOBOAMTENSI U KOMaHIMPOBAHUH COTPYTHHUKOB
Ocy1ecTBieHE IPHEMa U OTIIPABKU TeIe()OHOTPaMM.
OcyuecTBieHre npreMa BXOISIINX 3BOHKOB M COBEpIICHHE
HCXOISIMX BBI30BOB

[IpuHUMATE U OTHPABISTH (haKe

PykoBogurens npaktuku oT MnK

(HU.0. Damunus)

PyKOBO)II/ITeJ'IL MPaKTUKU OT OpTraHU3alun

«_» 20 L.

(1.0. damunus, DOIHKHOCTD)
« » 20 r.
MII
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MunncTepcTBO HAyKH U BEICIIETO 00pa3zoBanus Poccuiickoit deneparmn
denepanabHOE TOCYJAPCTBEHHOE OFODKETHOE 00pa30BaTEIbHOE YIPEKACHIE
BEICIIIETO 00pa30BaHUsL
«MAarHMTOropcKuii rocyJapcTBeHHbI TeXHUYECKUI YHMBEPCUTeT
um. I''"1. HocoBa»

(®I'BOY BO «MI'TY um. I'.'"1. HocoBay)

MHoromnpohHIbHBIN KOJUIEIK

ATTECTAIIMOHHBIN JIUCT
IO IMMPOU3BOICTBEHHOM NMPAKTHUKE (ITPEJJIUITIJIOMHOI)

(H.0.Pamunusn)

oOyuaromuiics (-1mascs) Ha Kypce crneranbHocTH 46.02.01.JlokyMEeHTaIlMOHHOE 00eCIICUCHIE YIIPaBICHUS
Y apXHBOBEJICHUS
YCIICIITHO TIPOMIeN(J1a) MPON3BOICTBCHHYIO MMPAKTHUKY (MIPEIAUIUIOMHYIO) IO CIIEIHAaIbHOCTH
Ileau npaKkTHKH:
1. VryOneHne npakTHIECKOTO OTIBITA:

1.11K2.1,1IK 2.2, 11K 2.3, TIK 2.4, TIK 2.5;

120K 1.,0K2.,0K4,0KS5., OK9.

HpaKTquCKHH OTIBIT, yMCHUA BI/IZ[I)I pa60T, BBIIIOJIHACMBIX B IIEPUO/ IIPAKTUKU B paMKax

(hopMHpYEMBIX KOMIIETCHIIUI

10 2 Opranuzarys apXuBHOH pabOTHI IO OcCymecTBIATE  3KCNEPTH3Y ILIEHHOCTH JOKYMEHTOB B
JOKyMEHTaM OpTraHH3aLUi Pa3sIHIHBIX GopM COOTBETCTBHM C  JCHCTBYIOIIUMH  3aKOHOJATEIbHBIMU
COOCTBEHHOCTH aKTaMM U HOpMaTUBaMU

V1-Y44 Bectu pabory B cucremax 3JIEKTPOHHOIO
VY0 01.01- Y0 01.09, Y0 02.01 - Y0 02.08, Yo JIOKYMEHTO0000pOTa

04.01, Yo 04.02, Yo 05.01, Y0 09.01 - Yo 09.05, PaspabaTeiBaTh U BECTH KJIACCHU(PHKATOPHI, TaOCIud U p.

cnpaBounnku 1 OOecreyuBaTh MPUEM M PAIMOHAIBLHOE
pasMelieHre JOKyMEHTOB B apXuBe (B T.4. JIOKYMEHTOB MO
JMYHOMY COCTaBY).0 JIOKYMEHTaM OpraHu3allHu.
O0ecrieunBaTh y4eT U COXPAHHOCTh JIOKYMEHTOB B apXHBE
OpraHu30BbIBATh HCIOIB30BAHNE APXUBHBIX JJOKYMEHTOB B
HAYYHBIX, CIIPABOYHBIX M NPAKTHYECKUX IETISX
Ocy1iecTBIsATh OpTaHU3aHOHHO-METOTHYECKOE
PYKOBOJICTBO M KOHTPOJIb 3a paboOTOi apXvWBa OpraHU3aI[HH
Y 32 OpraHM3annell TOKyMEHTOB B ICIONPOU3BOICTBE

PyxoBoauTens npakTuku oT MoK

(1.0. Damunus)

«_» 20 r.
PykoBoauTens NpakTUKKU OT OpraHu3aLuu
(1.0. ®amunus, JOIHKHOCTB)
« » 20 T.
MII
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