MUHHCTEPCTBO HAVKH 1 BBICIIEI'O OBPA30BAHIS
? POCCHUMCKOU ®EIEPALIN
MITY

arTy DenepanbHOE TOCYIaPCTBEHHOE GIOKETHOR 00pa3oBaTebHOE yupeKIeHHe
5 BBICIIIEr0 00pa30BaHUS
«MarHHTOrOpCKHii rOCyapCTBEHHEIN TEXHHYECKHI yHuBepcutet uM. .M. Hocopay

3 HHCTHTYT
2 | TYMAHUTAPHON
0BPA30BARIA

PABOYAA ITPOTPAMMA NPAKTUKH/HUP

ITPOU3BOJICTBEHHAA - TIPAKTHKA ITO ITOJTYYEHHIO
TIPO®ECCHOHAIbHBIX YMEHHH 1 OITBITA ITIPO®ECCHOHATBH. ou
HAEATEJIbHOCTH

Hanpasnenue noarororxu (cmenmansHOCTE)
46.03.02 JOKYMEHTOBEJEHUE U APXVMBOBEIEHUE

HampasiensocTs (npodune/cnenuanuzanus) nporpaMme!
JoKyMEHTOBeIeHHE H IOKYMEHTALHOHHOE 00eCIeUeH e YIIpaBIEHUI

VpPOBEHb BEICIIETO 06PA30BAHMS - HakanaBpuar

ITporpamMma HOATOTOBKH - aKaAeMUYECKHUiIT 6akanaBpuar

Dopma 00yueHus
33a04Hast

Uncruryr/ pakynsrer  WHcTHTYT I'YMaHUTAPHOT'O 00pa30BaHHs!

Kadenpa TMenarorugeckoro o6pazopanus u JIOKYMEHTOBEIeHUS
Kype 3,4

Marnuroropcek
2019 rox



IMporpamma mpaktuku/HUP cocrasnena ma ocHope ®@I'OC BO mo HanpasieHHIO
mogrotoBku  46.03.02 JOKYMEHTOBEJEHME W APXVBOBEJEHUE (ypoBeHB
Gakanaspuara) (npuxas Muno6prayki Pocenn ot 06.03.2015 . Ne 176)
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[Nenarorungeckoro 06pa3oBaHus H JJOKYMEHTOBEICHHUA ey,
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JIner akTyaan3anun paboueii nporpaMMbl

Pa6ouas nporpamMma nepecMoTpena, obcyxkiena u ono6pena Juts peanmsanmn B 2020 - 2021
yueGHOM rojy Ha 3aceanuu kadeaps: Ilegarornueckoro 00pazoBaHus ¥ JJOKYMEHTOBEICHHS

ITporokon ot 03 cg ol Ne 1
3asB. kadenpoit ( //

)4

C.C. BennkaHosa

[
Pa6ouasi mporpaMMa nepecMOoTpeHa, o6cyxkaena i ofoopena Juist peanmsanuu B 2021 - 2022
yueGHOM To/1y Ha 3acenanuy kadenpsr Ilenaroruyeckoro o6pasoBaHus U JOKYMEHTOBEICHHSA

[Tporokom o __ 20 r. Ne
3aB. kadeapoit C.C. Benmkanosa

2 2

PaGouas mporpamMma IepecMoTpena, o6eykiena i ogobpena Juist peammsanuy B 2022 - 2023
yueGHOM rojty Ha 3acezanuy kadenpsr Ilenarorudyeckoro o6pasoBaHus U JOKYMEHTOBEICHHUSA

IIpotokom oT 20 r. Ne __
3as. kadeznpoit C.C. Benukanosa

Pa6ouast nporpamMma nepecMoTpeHa, 06cyk/eHa i oxobpena juis peanusamuu B 2023 - 2024
yue6HOM rojty Ha 3aceanuy kadenps: ITenaroruyeckoro o6pa3oBaHus M JJOKYMEHTOBEICHHS

[Tporokom o ___ 20 r. Ne
3as. kadenpoit C.C. Benmkanosa

PaGouas nmporpamMma rnepecMoTpeHa, 06cyskieHa i onobpena juis peanusaiuu B 2024 - 2025
yueGHOM rojty Ha 3acenanuu Kapenpst Ilerarormyeckoro o6pasoBanus U JOKYMEHTOBEICHHUS

ITporokom or 20 r. Ne
3as. xadenpoit C.C. Benmkanona




1 Iesan npaktuxku/HAP

LenssMu MPOU3BOJCTBEHHONW NPAKTUKU IO MOJYYEHHIO NMPO(ECCHOHAIBHBIX YMEHUN H
ombITa  TPO(PECCHOHATILHONW  JNEATEIbHOCTH  MpakTUKU 1o  HampaBieHuto  46.03.02
JIoKyMeHTOBEIEHNE U apXUBOBE/ICHUE SBISIOTCS

- U3y4eHHe ombITa paboThl B chepe AeITeTHHOCTH, COOTBETCTBYIOLICH HAIIPABICHUIO
46.03.02 «/IloxyMeHTOBEICHHE U apXUBOBEIICHHUEY,;

- M3y4YyeHHE OpraHM3allMd BCEX ATArnoB paboThl ¢ JOKYMEHTaMH OT MOJIy4EHHUS IO
ApXMBHOT'O XpaHEHUsI B KOHKPETHOM YUPEXKJICHUU,;

- 3aKpelyieHue M YriayOJeHHe TEOpPEeTUYECKOHM MOJITOTOBKH, INPHOOpEeTEeHHE
MPAKTUYECKUX HAaBBIKOB U KOMIIETEHI[UII, a TAK)KE OIbITa CAMOCTOATEIbHOU MpodeccnoHalbHOM
NEeSITeIbHOCTH B OOJIACTM OpPraHM3allid M TEXHOJOTMH JOKYMEHTAIMOHHOTO O0ecredeHus
yIpaBICHUS U apXUBOBEICHUSI.

2 3apauymn npaktuxku/HAP
3agagaMu IPOM3BOJICTBEHHOHN MPAKTUKY T10 MOJTYYEHUIO MPO(PECCHOHAIBHBIX YMEHUN
OIbITa MPOPECCUOHATBLHOMN JISSITEITbHOCTH MTPAKTUKY SBIISTFOTCS:

1. CdhopmupoBaTh 1EIOCTHOE TMPEACTABICHUE O CTPYKTYpE MPEANPHSTHS,
OCHOBHBIX Q)YHKHI/UIX HpOI/I3BOI[CTBeHHI)IX, OKOHOMHUYCCKUX U ynpaBJIeH‘-IeCKI/IX HOI[pa?»I{eJIeHI/If/'I.
2. YMerh aHAJIN3UPOBAThH JTIOKYMEHTBI, COCTABJIAIOLINE OCHOBY
yIPaBJIEHYECKOT0 MPoIecca.

3. YMeTh  aHaIW3UpOBaTh ~ MYTH  MPOXOXKICHUS  JOKYMEHTAIMH B
yIpaBJIEHIECKOM MPOIIECCe.

4. Hcnonp30BaTh pe3yabTaThl MPAKTUKH B CBOCH Yy4YeOHOW IESTENBHOCTH B
BVY3e.

5. BocruteiBath PO eCCUOHATIBHYIO KYJIBTYpYy CIIEIUAaInuCTa o
JIOKYMEHTOBEICHHIO.

cDOpMI/IpOBa.TI: YMCHHUEC QaHAJIMU3UPOBATL PC3YJIbTATHI COOCTBEHHOM ACATCIIbHOCTH,
CBOCBPEMCHHO U KAYCCTBCHHO OTUUTBLIBATHCA O PE3YyJIbTaTaX MPAKTHKH.

3 Mecto npaktuku/HUP B cTpykType 00pa3oBaTe/ibHOI POrpaMMbl
Hns npoxoxnaenus mnpaktuku/HUP HeoOxomuMbl 3HaHUsA (YyMEHHS, BIaJCHUSA),
c(hopMuUpOBaHHBIC B pe3yIbTaTe U3yUEHUS JUCITUTUTHH/ TPAKTHK:
VYrpaBneHue ueg0Be4eCKUMU pecypcamu
TexHonorus koMmaH1000pa30BaHMS U CAMOPA3BUTHS
OCHOBBI JOKYMEHTOBEAEHUS
JlokyMeHTaImoHHOE 00ecIedeHne ToCy1apCTBEHHOTO YCTpoiicTBa B PO
OCHOBBI apXMBOBECHUS
MareMatuueckre MeTOIbI B IOKYMEHTAIIMOHHOM O0CCTICUCHHUH YIIPABJICHHS
WNudopmaruka
Brenenue B mpodeccuto
JIMHTBUCTUYECKHE OCHOBBI JIETIOBOTO MHUChMa
CoBpeMeHHast opraHu3allis rocyJapcTBEHHbIX yupexaenuit Poccun
JlokymeHTaIrmoHHoe obecreueHrne apXuBHOTO Jesia U nHpopmarnoHHou cheprl B PO
DNEeKTUBHBIE KypChI IO (U3HUYECKOM KYJIBTYpE U CIIOPTY
JlokymMeHTaImoHHOE 0OecTeueHrne aIMUHUCTPATUBHBIX OTHOIICHUH B PD
JlokymeHTaIrmoHHoe obecreueHre rpak IaHCKUX OTHOIICHH B PO



JIOKyMEHTAIlHOHHOE 00ecTieueHUe TPYIOBBIX OTHOLICHU B PO

KagpoBas noimtuka

MoznenpoBaHue CUCTEM JOKYMEHTAIUU OpraHu3aluu

OCHOBBI CEKpETapCKOro OOCITY)KHBAHHS

JlenoBasi puTOpHKa

JIOKyMeHTHas TMHTBUCTHKA

JlokyMeHTOBEICHHE

OCHOBBI Hay4YHO-HUCCIIEN0BATENBCKON ACSATEIbHOCTH

IIpaBoBeneHue

VYuebHasg - MpakTUKa IO MOJYYECHUIO TEPBUYHBIX MPO(ECCHOHATBHBIX YMEHUH U
HaBBIKOB, B TOM UYHCJIE€ IEPBUYHBIX YMEHMM M HaBBIKOB HAy4YHO-MCCIEA0BATEIbCKON
JESTEIIbBHOCTH

3HaHus (yMEHUs, BIAJIEHUs), NOJIY4YEeHHbIE B Ipoliecce mpoxoxaeHus npakruxku/HUP
OyayT HEOOXOIUMBI TSl U3yYCHHS TUCIUTLTIH/TIPAKTHK:

JlenoBast nepenucka

ApXUBOBEJICHUE

HNudopmannonnoe odecrieyeHue ynpaBieHus

WudopmanroHHbIe TEXHOIOTHH B JOKYMEHTOBEICHUH 1 apXUBHOM JIeJIe

Kanposoe nenonponsBoacTBo

HopmaruBHhas 6a3a nenoBoro nucbma

Opranu3zanus 1 TEXHOJIOTUS IOKYMEHTALMOHHOTO 00ECIIeUeHuUs YIIPaBIICHUS

IIpoexkTupoBaHue yrpaBlIeHUECKON JOKYMEHTAlUU OpraHu3aluu

[IpoekTHas AeATENLHOCTD

DJeKTUBHBIE KypChI 110 (U3NYECKOH KyJIbTYpe U CIIOPTY

ApPXHUBBI 10 TUTYHOMY COCTaBY

BobruncnuTenbHas TEXHUKAa U MPOTPaMMHUPOBAHUE B JIOKYMEHTALIMOHHOM OOECTeueHUU
YIPaBIEHUS U apXUBax

Jlenonpon3BoACTBO KOMMEPYECKUX NPEAIPUATHN

NHupopmaiinoHHbIe pecypchl KaApOBOU CITyKObI

KondunennuaabHoe 1eI10npon3BOJCTBO

OO6paboTkH U 3a1uTa JOKYMEHTUPOBAHHOW HH(POpMAIUN

[lepconanbHble JaHHBIE U UX IOKYMEHTHUPOBAHHE

[TpakTHKyM IO COCTaBICHHIO U OPOPMIICHHIO CITY>KEOHBIX TOKYMEHTOB

CrieunanbHasi CUCTEMA YYETHON IOKYMEHTaluN

TexHuueckue cpeacTBa yrnpaBieHHs B JOKyMEHTAlMOHHOM O0€CIIeUeHUH YIIPaBICHUS U
apXuBax

I'ocynapcTBeHHbIE, MyHUIIMITATIbHBIE U BEJOMCTBEHHBIE apXUBBI

Jlenonpon3BOACTBO MyHUIIMIIAIBHBIX YUPEXKACHUN

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

JIOKyMEHTUPOBaHUE EATEIBHOCTH HETOCYJapCTBEHHBIX OpraHU3alui

JIOKYMEHTBI ¥ IOKYMEHTO000POT B OyXTalITepCKOM yueTe

Me:x1yHapOoAHbIE CTaHAAPTHI YIIPABIEHUS TOKYMEHTaAMU

Opranuzanus paboThl ¢ 00paleHUSIMHU TPaXxIaH

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

ITonroroBka k cade u cjada rocyapCTBEHHOTO HK3aMEHa

IIpon3BocTBEHHAs — IPEIIUIUIOMHAs [TPaKTUKa



4 Mecto npoBeaennst npakruxku/ HAP

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

IIpakTHKa MOXET IPOBOAUTHCA B CTPYKTYPHBIX MOAPA3AEICHUIX OPTaHU3aALNH.

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

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

5 Komnerenunu odyuyawierocs, GopmMupyembie B pe3yJibTaTe NPOX0KIeHUs
npaktuku/HUP n niianupyemsblie pe3yabTaThbl 00y4eHHs

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

CrpyKTypHBII [Inanupyemble pe3yabTaTbl 00y4eHUs
JJIEMEHT
KOMIIETEHIINH
OK-9  roToBHOCTBIO MOJIB30BATHCSI OCHOBHBIMU METOJAMH 3aILUTHI IPOU3BOJACTBEHHOTO
IepCOHAJIa U HaceJIeHUs! OT BO3MOKHBIX MTOCIEACTBUM aBapuil, KatacTpod, CTUXUHHBIX
OencTBUl

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

KaTacTpodax, CTUXUMHBIX O€ICTBHIX

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

OK-10  cnocoOHOCTBIO K UCIIOJIB30BAHNIO OCHOBHBIX METOJIOB, CIIOCOOOB U CPE/ICTB
MOJIyYEHUsl, XpaHEeHHUsl, TepepadboTKU nHpopManun

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

Ymers MOJIb30BaThCS 3aKOHOAATEIHHOM 0a30i JJIsl OpraHu3aluy MoTydeHus,
XpaHeHus1, TepepadoTKu HH(OPMAIUHU B YCIOBUAX apXHUBa B COOTBETCTBUH
C HOpMaMHU

Buianers TEXHUKaMHU 0()OPMIIEHUS COMPOBOAUTEIBHON TOKYMEHTAIIUH TTOJTy4EHHS,
XpaHeHus, nepepaboTKu apXUBHOW MH(OPMALIUU B YCIOBUSIX apXUBHOTO
yUpexKIACHUSA

OIIK-1  cmocoOHOCTHIO UCTIOIB30BATH TEOPETUUECKUE 3HAHUS U METO/IbI MCCIICIOBAaHHS Ha
IIPaKTHUKE

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

YmMmeth pacrio3HaBaTh 3¢ (HeKTUBHOE pelieHue oT Hea((HEeKTUBHOTO TpU
MPUMEHEHUH TEOPETUIECKUX 3HAHUH B c(hepe apXUBHOTO Jera Ha
MPAKTHKE

Bnanets crocob6aMu OIIeHUBAHMS 3HAUUMOCTH U MTPAKTHYECKON MPUTOTHOCTH
MOJIyYEHHBIX PE3YJIbTATOB;

OCHOBHBIMM METOJIaMH PEeIlIeHUs 3a7a4u B IpodhecCuoHaIbHOM 00J1acTH pU
MIPUMEHEHUH TEOPETUYECKHUX 3HAaHUH B cepe apXUBHOTO Jieia Ha
MIPaKTHUKE




OIIK-4  BiajgeHHEM HaBBIKAMU UCIIOJIb30BaHUS KOMIILIOTEPHON TEXHUKU U
MH(OPMALIMOHHBIX TEXHOJIOTHH B OMCKE UCTOYHUKOB U JIUTEPATyphl, UCIIOJIb30BAaHUU
MPABOBBIX 0a3 JaHHBIX, COCTABICHUH OMOIMOTpaduvIecKiX U apXUBHBIX 0030pOB

3HaTh HOPMAaTHUBHYIO 0a3y UCHOJIb30BaHUS KOMITBIOTEPHOIN TEXHUKH U
UH(POPMAIIMOHHBIX TEXHOJIOTUH B MOMCKE UCTOYHUKOB U JIATEPATYPHI B
pabote apxuBa

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

Brnaners HaBbIKAMHU PabOThI C KOMITBIOTEPHOM TEXHUKOM MPU MOUCKE UCTOUHUKOB U
JUTEPATYPHI, IPU COCTABICHUH OMOIHMOTpadUUecKiX U apXUBHBIX 0030pOB
IIPU pEeLIeHUN IPOoQecCHOHANbHBIX 3ajlay apXUBapHyca

OIIK-6  crmocoOHOCTBIO pelaTh CTaHIapTHBIE 3a1a4y MPO(eCCHOHAIBHON AEeATENbHOCTH Ha
OCHOBe WH(OPMAIIMOHHON 1 OMOIHOTrpadguIecKoil KyabTyphl ¢ IPUMEHEHHEM HH(POPMAITMOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJIOTHH U C YYETOM OCHOBHBIX TpeOOBaHMI MH(YOPMAaLMOHHON
0€e30I1aCHOCTH

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

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

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

[TK-1 crmocoOHOCTHIO MPUMEHATH HAYYHBIE METOBI IIPU UCCIIEIOBAaHIUH 0OBEKTOB
MpoeCCHOHAIBHON e TENHHOCTH

3HaTh coJiep>kaHue ¥ crennuKy METOI0B UCCIEAOBAHUS U PeaTu3allii UX B
po¢eCCUOHATBHON IeATETLHOCTH

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

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

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

3HaThb OCHOBHBIE ITOJIOKEHUS UH()OPMAITMOHHO-aHATTUTUYECKOH 1€ TeIbHOCTH

YMers MPUMEHSTh OCHOBBI MH(POPMAIIMOHHO-aHAJTUTHYECKOH 1eATeIbHOCTH

Branets HaBbIKOM NPUMEHEHHS] OCHOB MH(POPMAIIMIOHHO-aHATUTHYECKOI
NEeATEIbHOCTH

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

3HaThb aKTyalbHbIe TPOOJIEMBI B 00JIACTH JOKYMEHTOBEIEHUS U apXUBOBEICHUS

YMerb HaXO/UTh pelIeHus NMpoOieM B 00J1aCTH JOKYMEHTOBEICHHS U
apXHUBOBEICHUS

Bunaners HABBIKOM TTOMCKA pEIIeHUs MPoOsieM B 00JIaCTH JOKYMEHTOBEICHHS U
apXHUBOBEICHUS

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




3HaTh 3aKOHOAATEIBHYI0 0a3y MpaBUJI MOMCKA HH(OPMAIIUU U €€ UCIIOJIb30BAHUS
B IIpo(heccroHalbHOM 1eATebHOCTH

YmeTh CaMOCTOSITEIILHO HCIIOJIB30BATh NCTOUYHUKY WH(POPMAITUHU B
npodeccuoHaNbHOM EATENILHOCTH 10 paboTe ¢ TOKyMEHTaMu

Bnaners HaBbIKAMU OLICHUBAHUS 3HAUUMOCTHU U MPAKTUYECKON MPUTOTHOCTH

IIOJIYUYCHHBIX PE3YJIbTAaTOB IIOMCKA 110 JOKYMCHTaM

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

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

YmMmets aHAJIM3UPOBATh OCHOBHBIEC TEHACHLIUU PA3BUTHUS HHPOPMAIIMOHHO-
JOKYMEHTAIMOHHOTO 00ECIIEYSHUS! YIPABIICHUSI ApXUBHOTO Jiejia

Bnanets CIOCOOHOCTBIO TPUMEHSATH B JCSITEILHOCTH OCHOBHBIE TEHICHIINH

pa3BuTHS WHOOPMAIMOHHO-IOKYMEHTAITMOHHOTO 00eCTICUeHUS
YIPaBJICHUS apXUBHOIO JIeJIa

[TK-6 criocoOHOCThIO aHATTU3UPOBATH CUTYAIMIO HA PhIHKE WH(GOPMAIIMOHHBIX MTPOTYKTOB U
YCIIYT, AaBaTh 3KCIIEPTHYIO OLEHKY COBPEMEHHBIM CHCTEMaM IEKTPOHHOIO JJOKYMEHTO000pOoTa
U BEJICHUS SJIEKTPOHHOTO apX1Ba

3HaTh

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

VYmMmern

aHAJIM3UPOBATh OCHOBHBIE UEPTHI CUTYAllMH Ha PhIHKE HHPOPMAIIMOHHBIX
IIPOAYKTOB U YCIIYT, 1aBaTh KCIEPTHYIO OLIEHKY COBPEMEHHBIM CUCTEMaM
JIEKTPOHHOTO JOKYMEHTO000POTA U BEIEHUS 2JIEKTPOHHOIO apXuBa

Bnanets

HAaBBIKOM HCIIOJIb30BAHMS B ACATCIIBHOCTUA CUTYyal[UU Ha PBIHKE
MH(}OPMALIMOHHBIX MPOTYKTOB U YCIIYT, 1aBaTh SKCIIEPTHYIO OLIEHKY
COBPEMEHHBIM CHCTEMaM 3JIEKTPOHHOTO JOKYMEHTOO00pOTa U BEACHUS
JJIEKTPOHHOTO ApXHUBa

[TK-7 ciocoGHOCTBIO OLIEHUBATH UCTOPUIO U COBPEMEHHOE COCTOSTHHE 3apYyOeKHOTO OTbITA
YIIPaBJICHUS JOKYMEHTAMHU M OPTaHU3alUN UX XPAHEHUs

3HaTh

OCHOBBI HCTOPUH U COBPEMCHHOI'O COCTOSAHHUA 3aPY6e)KHOFO OIbITa
yIpaBJICHUS TOKyMEHTaMU U OpPTraHU3allii UX XPaHEHUS B OT/ICIbHBIX
CTpaHax

YmMmern

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

Bnanets

HAaBBIKOM HCIIOJIb30BAHMS B IEATEIBHOCTH OCHOB HCTOPUU U COBPEMEHHOIO
COCTOSIHUS 3apYO€KHOTO OIbITA YIIPABICHUS TOKyMEHTAMH U OpraHU3al[ul
UX XpaHEHUs B OTAENIBbHBIX CTPAHAX

ITK-8 cnocoOHOCTBIO AHAJIU3UPOBATH HCHHOCTb JOKYMCHTOB C LICJIbIO UX XPAHCHUSA

3HaTh 3aKOHO/IATEIbHYIO 0a3y M OCHOBHBIE TTPaBUJIa SKCIEPTU3BI IICHHOCTH
JIOKYMEHTOB YUPEXKICHUS
Ymeth OpraHu30BaTh MPOLEAYPY IKCIEPTU3bI U MPUMEHATh 3HaHUs 1o DL/,

KPUTEPHUH LIEHHOCTH IIPU 0TOOpE JOKYMEHTOB Ha XpaHEHUE




Bnanets

MpUEeMaMHU COCTaBJICHUSI COMPOBOIUTEIHHOU TOKYMEHTAIIMU, HABBIKAMH U
meTomukamu D1;
croco6aMu OIICHUBAHWS 3HAYUMOCTH JJOKYMEHTA - IIPOTOKOJIMPOBAHHE

Sl

[1K-9 BrageHrieM HaBBIKAMU COCTaBIIeHUsI OMOIHOrpadUUEcCKUX U apXUBHBIX 0030pOB

3HaTh MIpaBUJIa COCTABJICHUsI OUOIMOTrpadUUecKiX U apXUBHBIX 0030pPOB

YMeTb aHAIM3UPOBATh NPABHIJIA COCTABICHUS ONOIMOrpapUIECKUX U apXUBHBIX
0030poB

Brnaners HaBBIKOM HCITOJIb30BAHMS B ICSTEIBHOCTH MIPABIII COCTABIICHUS

oubnuorpaduyecKix 1 apXuBHBIX 0030pPOB

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

K JOKYMCHTaM

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

YMeTh AHAJIM3UPOBATH OCHOBHBIC IMMPHUHIMXIIBI 1 METO/JAbI CO3AaHMA CIIPaBOYHO-
I/IH(l)OpMaI_[I/IOHHBIX CpeACTB K JOKYMCHTaM

BJIaIleTI) HaBbBIKOM HCITIOJIb30BaHHA B ACATCIIBHOCTH OCHOBHBIX ITPUHIIUIIOB U

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

[1K-11 BnaneHneM HaBbIKaMu peeprUpOBaHUS U AHHOTUPOBAHUS HAyYHOU JIUTEPaATYpBHI,
HaBBIKAMU PEAAKTOPCKON pabOThI

3HaTh npaBwia peeprupoBaHys 1 aHHOTUPOBAHUS HAYYHOU JIUTEPaTypHl,
HaBBIKAMHU PEJAKTOPCKON pabOThI

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

Buaners HaBbIKOM HCIIOJIb30BaHMS B JEATEIILHOCTH NPaBUII peepupoBaHUs U

aHHOTHPOBAHUS HAYYHOM JUTEPATyphl, HABBIKAMHU PEIAKTOPCKOM pabOThI

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

myOIuKanui

3HaTL KpuTepur 0TO0pa JOKYMEHTOB ISl Pa3HBIX THUIIOB M BHJIOB TTyOJIMKAIIHIA
VMmers aHAJIM3UPOBATH TOKYMEHTHI JIJISl pa3HBIX TUIIOB M BUJIOB MyOJIMKAIIHIA
Bnaners CIOCOOHOCTBIO BBISIBIISITH U OTOMPATh JOKYMEHTHI JUIsl Pa3HBIX THUIIOB U

BHJIOB ITyOJTUKAITUH

[TK-13 crocoOHOCTBIO BECTH HAyYHO-METOANYECKYIO PabOTy B TOCYapCTBEHHBIX,
MYHUIUTTATBHBIX apXUBaX M apXUBaX OpraHU3aIIi

3HaThb IpaBHJIia BEACHUA Hay‘{HO-MCTOHI/I‘{eCKOﬁ pa6OTBI B TOCYJapCTBCHHBIX,
MYHUIUIIAJIBHBIX apXHUBaX U apXHWBaX OpraHru3aluiu

YMern AHAJIM3UPOBATDH IPaBUJIda BEICHUSA HaquO-MeTOﬂquCKOﬁ pa6OTLI B
TOCYyAdapCTBEHHBIX, MYHUIUIIAJIBHBIX apXHUBAX U apXUBaX OpraHU3allvun

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

MYHUIUIIAJIBHBIX ApXUBAX U ApXUBaX OpraHU3alnn

[1K-14 BnasenueM HaBbIKaMH UCTIOJIb30BAHUS KOMITBIOTEPHOM TEXHUKU M WH(POPMAIIMOHHBIX
TEXHOJIOTUH B JOKYMEHTAIMOHHOM O0ECIIEUYeHUH YIIPABICHUS U apXUBHOM JIeNIe




3HaTh HOPMATHUBHYIO 0a3y UCHOJIb30BaHUS KOMITBIOTEPHOI TEXHUKH U
MH(GOPMALIMOHHBIX TEXHOJIOIMH B JOKYMEHTALIMOHHOM 00ecIIe4eHun
YIPABJICHUS U ADXUBHOM JI€JIE

YMers BECTH HAyYHO-METOANYECKYIO pPadOTy B apXHBE UCIOIH30BAHHUS
KOMIIBIOTEPHON TEXHUKH U NHPOPMALIMOHHBIX TEXHOJIOTUI

Bnagers croco0amMM COBEPILIEHCTBOBAHUS NMPO(EeCCHOHAIBHBIX 3HAHUN 1 YMEHUH

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

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

3HaThL TCXHOJIOTMU JOKYMCHTAIUOHHOI'O obecrieucHUs YHOpaBJICHUA U apXHUBHOT'O
AcJIa Ha 0a3e UCHOIL30BAHUS CpCaCTB aBTOMATHU3allun

YMeTh AHAJIM3UPOBATH TCXHOJIOI'MU JOKYMCHTAIMOHHOI'O obecrneueHus
YIIpaBJICHUA U apXHUBHOT'O [€JIa Ha 0a3e UCHOoIb30BaHU CpCacTB
aBTOMaTu3aluu

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

oOecrieyeHns yrpaBieHUs] U apXUBHOTO Jiea Ha 0a3e MCIOIb30BaHMs

CpCACTB aBTOMAaTU3allun

I1K-16 BJIAAICHUCM IIPpaBUJIAMH JKCIUTyaTalluu TCXHUYCCKUX CPEACTB U CIIOCOOHOCTBIO
HCII0JIB30BATh TEXHUYCCKUC CPCACTBA B JOKYMCHTAIMOHHOM o0ecreyeHnu YIIPpaBJIICHUA U

APXHUBHOM ICJIC

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

YmeTb BECTH HAyYHO-METOJANYECKYIO PA0OTY € 3KCILTyaTallMeld TeXHUUECKUX
CpPEICTB

Brnanets croco0amMu COBEPIIICHCTBOBAHUS MPO(ECCHOHAIBHBIX 3HAHUN U YMEHUH

apXHBapHyca IIyTeM C dKCIUTyaTallued TEXHUYECKUX CPENICTB

[1K-17 BnageHreM MeTOJaMU 3aIUTHl HHPOPMAITTU

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

MIpY IPUMEHEHUH METO/I0B 3alUThl THPOpMAIIUU

[1K-18 Bmageumem c

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

oOecrnieyeHns JOKYMEHTAIlMOHHOTO 00eCIieueHN s yIIpaBIeHHsI U YIIPaBICHUS apXHUBaMHU

3HaTh

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

YmMmern

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

Bnaners

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

YIPABJICHUS apXUBAMU

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

3HaTh

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




YmeTh aHAJTM3UPOBATh MIPABUIIA OPTAHU3ALIMHU BCEX ITANIOB PAOOTHI C
JOKYMEHTaMH, B TOM YHCJIE apXUBHBIMHU JIOKYMEHTAMU
Bnaners CIOCOOHOCTBIO MCIIONB30BaTh B ACATEIBHOCTA OCHOBHBIX IPAaBUII

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

[1K-21 BnasgeHremM HaBbIKAMU COCTaBJICHUS OMUCEH eI, TOATOTOBKHU JIEN K Mepe/iaye B apXUB
OpraHu3alvu, TOCYAAPCTBEHHBIN WM MyHUIIUITAIBHBIN apXUB

3HaTh MpaBujia COCTABJIEHUSI OMMUCEN 1€, HOATOTOBKH AEI K NIEpeaye B apXuB
OpraHu3alyu, rOCYyJapCTBEHHbIN WX MyHULIUIIAJIbHBIN apXUB

Ymerp AQHAJIM3UPOBATH MPABUJIA COCTABICHHS OMUCEN JIEJl, TOATOTOBKHU 1€ K
repeaayde B apXuB OpraHu3aliu, roCyJapCTBEHHbIN WIM MYHULIUITAIbHBIN
apXuB

Bnaners HaBBIKAMH COCTABJICHHS OMIUCEN JIEJI, TOATOTOBKH J€M1 K Iepe/laye B ApXUB

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

[TK-22 criocoOHOCTHIO0 MPUHUMATh YYacTHE B pabOTE MO MPOBEACHUIO SKCIIEPTH3bI IEHHOCTH

3HaTh IIpaBUJIA IKCIIEPTU3BI HEHHOCTH JTOKYMEHTOB

YMmetb UCIOJb30BaTh 3HaHMs 1o DLJI, KpuTepuu HEHHOCTH IIpU 0TOOpE
JIOKYMEHTOB Ha XpaHEHHE

Buaners TEXHUKaMH, HaBbIKaMu U MeToaukamu JLJ[ no oy apxuBHOrO

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

[1K-23 BnaseHreM HaBbIKaMU y4eTa U 00ecreYeHUsI COXPAaHHOCTHU JTOKYMEHTOB B apXHBe

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

YMerb 0TOMpaTh HEOOXOAUMYIO HH(OPMALIHIO [T YYETHBIX JOKYMEHTOB

Bunaners HaBbIKaMU O(OPMIIEHHUS YUETHBIX TOKYMEHTOB K apXUBHOMY (DOHIY

[1K-24 BnaneHrneM HaBbIKaMU OpPTraHU3alUK CIPABOYHO-TIOMCKOBBIX CPEACTB U UCIOJIB30BaHUS
apXMUBHBIX JOKYMEHTOB

3HaTh HOpMaTuBHYIO 0a3y, npuHuuiel noctpoeHuss HCA k 1okymeHTam apxuBa,
HCIIOJIb30BaHUs JJOKYMEHTOB KOHKPETHOT'O apXHUBa

Ymetp OpraHu30BaTh MOUCK HeoOxoaumon nudopmaruu ais HCA, 3anpoca mo
(OHy KOHKPETHOTO apXHBa

Bmanets METOJIMKaMH, TEXHUKaMH U HaBbIKaMu odopmiieHus u oprannzauuu HCA,

HCIIOJIb30BAHUA JOKYMCHTOB - COCTABJICHUC JOKYMCHTOB C HCKOTOPBIMU
3aMCUYaHUsIMHU

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

3HaTh IIpaBUJIa OATOTOBKH YIPABIEHYECKUX JOKYMEHTOB U BEJCHUS JEI0BOU
MIEPENUCKHU

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

Bnaners HAaBBIKaMU IIOJrOTOBKHU YIIPABICHYECKHUX JOKYMEHTOB U BEICHMS 1€J0BON

MepEenucKu




[1K-26 BnasenueM HaBbIKaMHu 00pabOTKH JJOKYMEHTOB Ha BCEX ATanax JOKYMEHTO000poTa,
cUCcTeMaTHU3alluy, COCTABICHHUSI HOMEHKIIATYphI el

3HaTh npaBuwiia 00pabOTKU TOKYMEHTOB Ha BCEX 3Talax JOKyMEHTOO00pOTa,
CHCTeMaTH3alluH, COCTABJICHNS! HOMEHKIIATYPBI JIeJT

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

Brnaners HaBBIKAMU 00PaOOTKH JOKYMEHTOB Ha BCEX 3Talax JOKyMEeHT0000poTa,

CucTeMaTus3anuu, COCTaBJICHNUA HOMCHKIIATYPbI A€

[TK-27 crnocoOHOCTBIO MPUHUMATH Y4acTHE B paboTe MO MPOBEACHUIO IKCIEPTU3BI IEHHOCTH

JIOKYMEHTOB

3HaTh MpaBUJIa HKCIEPTU3bI HEHHOCTH TOKYMEHTOB

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

Bnaners TeXHUKaMH, HaBbIKaMu 1 MeTtoaukamu D11 /I;

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

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

3HaThb HOpPMAaTHUBHYIO 0a3y U OCHOBHBIE NTPaBHJIa COCTABICHHSI ADXUBHBIX YUETHBIX
JIOKYMEHTOB - IIPUHLIMIIBI IOCTPOEHUS CUCTEMBI yueTa K JOKyMEHTaM

YMmetb 0TOMpaTh HEOOXOAUMYIO HH(OPMALUIO JUISl YUETHBIX JJOKYMEHTOB

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

COCTaBJICHHUC JOKYMCHTOB C HCKOTOPBIMU 3aMCUAHUAMU

JITK-2 crnocoOHOCTBI0 OPUEHTUPOBATHCS B 3aKOHOAATEIILHOM U HOPMATHBHO-METOIUUECKON
0a3e HHPOPMAITMOHHO-TOKYMEHTALIMOHHOTO 00eCTIeYeH sl YIIPaBIECHUS U apXUBHOTO JIeNa U

CMEXHBIX 00J1acTen

3HaTh

MIPaBOBbIE€ OCHOBBI HH()OPMALIMOHHO-JOKYMEHTAIHOHHOTO 00eCTieueHus
YIPABJICHHS U ApXUBHOIO J€N1a IS HY’KJ KOHKPETHOI'O apXUBHOT'O
YUpEeKIACHUS

VYmMmern

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

Bnanets

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




6. CTpykTypa u conep:xxanue npakruku/HAP

O6mas tpynoemkocth npaktuku/HUP cocraBnser 6 3averHpix enunmi] 216 aka.
4acoB, B TOM YHCJIC:

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

— caMmocrosTenbHas pabora — 207,8 akaz. 4acos;

- B popMe PpaKTUYECKO MOATOTOBKU — 216 akaj. 4acoB

Ne | Pa3nensl (3Tamsl) u comepxaHme é Buzpl paboT Ha pakTHKE, Ko/ KOMIIeTeHiH
/1 MIPAKTUKU % |BKIIIOYas caMOCTOSITENbHYIO paboTy
IloaroToBUTEILHBII JTarl.
3HaKOMCTBO c OpraHmu3anuen
apXMBHOTO XpaHEHHs IOKYMEHTOB
0a3bl PAKTHKH:
-HopMaTuBHas 0Gaza (monoxkenus,| OK-9, OK-10, OIIK-1, OIIK-4,
HHCTPYKIIUH u T.J1.) no| OIIK-6, TTK-1, ITK-4, I1K-8, T1K-
opraHuzanuu apxuBHoro xpanenws| 14, ITK-16, TTK-17, TIK-18, TIK-
1 Opranu3zanus apPXHUBHOTO 3 JTOKYMEHTOB 0a3bl PAKTHKH, 22, T1IK-23, T1K-24, T1IK-27, T1IK-
' XpaHEHUs TOKYMEHTOB - pacnopsaaurensHeie  qokymentsl| 28, ATIK-2, TTK-2, TIK-3, T1K-6,

mo mo opranuzanuu apxusHoro|[MK-7, TTK-9, TIK-10, ITIK-11, ITK-
XpaHeHus JIOKyMEHTOB 6asel| 12, I1IK-13, IIK-15, ITK-20, ITK-

MPaKTHKH; 21, TIK-26
- JIOJDKHOCTHBIE  HMHCTPYKIIUH
paOOTHUKOB,  OTBEYAIONIMX 34

OpraHu3alrio apxXmuBHOI'O0 XpaHCHUS
JOKYMCHTOB 6asel IMPAKTUKH.




OpraHu3zanus
XpaHEHHS JOKYMCHTOB

APXUBHOI'O

[IponsBoaCTBEHHBII JTaIl.
Odopmiienne aen Ui apXUBHOTO
XpaHeHHS

OdopmiieHne BHYTPEHHHUX omnuceit
Y JINCTOB-3aBEPUTEICH JEI

Ilepenaya nmen Ha  apXuBHOE
XpaHeHHe

Brimonnenune onepanui 1o
OCYIIECTBIICHUIO paboTsI
3JIEKTPOHHOTO apxuBa
opranm3anuu, B ToM gucie B CO/JI.
Ocy1uiecTBiieHIE XpaHEeHU,
KOMIUIEKTOBaHUS, ydera u
UCTIOJIb30BaHUS apXUBHBIX
JIOKyMEHTOB:

1)opopmieHHe  JTOKYMEHTOB IO
UTOTaM  OKCHEPTH3bl  LIEHHOCTH
(porokosibl 3acenanus DK, akTel 0
BBIJICJICHUH JIOKYMEHTOB K

YHUYTOXKEHUIO U T.1.);

2)BelleHUEe Y4YeTHBIX JIOKYMEHTOB
apxuBa  (KHMUTa  TOCTYIUICHHH,
cnucok  (Qoumos, smct (QoHAa,
apXMBHBIX omuced, neno ¢oHxa,
[acnopT apxuBa, nacmopt
ApXHUBOXPaHWIHUIIA U T.J.);
3)cocTaBiieHHE aKTOB  INPOBEPKH
HaJIMYIHs M COCTOSTHUS JIelT;
4)cosnanue, MOTIOTHEHUE u
coepmencTBoBanne CHCA apxuBa
(omucaHue JTOKYMEHTOB U Jel,
KaTaJoroB, MyTEBOIUTEINEH,
0030poB, yKaszarejel, HepeuHeil u
0a3 JaHHBIX);

OK-9, OK-10, OIIK-1, OIIK-4,
OIIK-6, IIK-1, ITK-4, TIK-8, TIK-
14, TIK-16, I1IK-17, I1K-18, TIK-
22, TIK-23, T1K-24, TIK-27, TIK-
28, JIIK-2, T1K-2, I1K-3, TTK-6,
IK-7, I1K-9, I1K-10, ITK-11, TIK-
12, TIK-13, TIK-15, I1K-20, TIK-
21, TIK-26




5)ConeiictBue HCIIOJIB30BAaHUIO
JIOKYMEHTOB apXuBa:

a) HCTIOJIHCHHUE 3arpocoB
(oopmiteHHEe apXHMBHBIX CIPAaBOK,
ApXMBHBIX  KONHH,  apXUBHBIX
BBIITHCOK, UH()OPMAITMOHHBIX
MHCEM);

0) BbIJaYa MOUIMHHBIX TOKYMEHTOB
U JIem,

B) myOnuKanus
JIOKyMEHTOB;

T) OpraHu3anysl BHICTABOK;

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

APXUBHBIX

Opranuzanus
XpaHEHUs IOKyMEHTOB

apXHBHOTO

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

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

Opranmzamust  u
JIOKYMEHTAI[HOHHOTO
obecrieyeHus! yrpaBIeHuUs

TEXHOJIOI'UA

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

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

- HOpMaTHBHas 0a3a OpraHu3aluu
JOVY 6a3bl npakTukwy,

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

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

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

Opranmzaiust  u
JOKYMEHTaIlHOHHOTO
obecrieyeHus! ypaBIeHUs

TEXHOJIOTUA

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

MECTa

pacnopsAUTEIbHON cUCTeMOH
JIOKyMEHTalUU OpraHH3aIuy,
YUPEXICHUS, GUPMBL.

IMoxroroBka IIPOEKTOB
OpTaHM3aIIMOHHO-

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

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

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

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

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

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

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

TK-20, TIK-21, TIK-26




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

XpaHeHus

MPAaKTUKU u CTPYKTYPHBIX

MOJpa3IeICHUN.

Opranuzanus OTIepaTUBHOTO

XpaHeHHUS JIOKyMEHTOB 6assl

MPAKTUKU

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

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

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

JOKyMEHTAllUOHHOTO
o0ecrieyeHus! yIpaBIeHUs

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

28, [IIIK-2, T1K-2, I1K-3, TIK-5,

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

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




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

8 YueOHo-MeTOAUYecKOe M MHPOPMaIHOHHOe 00ecnieyeHue npakTuxku/HUP

a) OcHoBHas1 IUTEpPaTYypa:

JlokymeHTaIrmoHHoe obecrieueHue ynpasiaeHus : yueonuk / A. C. I'punbepr u np. - M. :
IOHUTU-TAHA, 2011. - 1 snekrpon. ont. guck (CD-ROM). - 3arn. ¢ TuTyn. 3KpaHa. -
(Yuebnass  nurepaTypa I BbIcm. W cped.  1pod. obpas.). - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/10794
40/427 .pdf&view=true (mata oOpamenus: 25.08.2020). - Makpooobekr. - Tekcr
AIIEKTPOHHBIN. - CBeenus noctynusl Takxke Ha CD- ROM.

JIOKyMEHTaIlMOHHOE ~ O0ecreueHUue YIpaBICHUS Ha MPEANPHUATHSIX  Pa3IHuHBIX
OpraHu3alMOHHO-TIPAaBOBBIX (opm : ydeOHOe mocobme [mns By3oB] / cocraButenu: C. C.
BenukanoBa, M. B. Kamry6a ; Marautoropckuii roc. Texunyeckuit yH-T uM. . 1. HocoBa. -
Marnutoropck : MI'TY um. I'. U. Hocoga, 2020. - 1 CD-ROM. - ISBN 978-5-9967-1816-0. -
3aru. c TUTYIL. JKpaHa. - URL :
https://magtu.informsystema.ru/uploader/fileUpload?name=4125.pdf&show=dcatalogues/1/1535
269/4125.pdf&view=true = (mara o6pamienus: 25.08.2020). - MakpooObekr. - Tekcr
AIIEKTPOHHBIN. - CBeenus noctymnusl Takke Ha CD- ROM.

Anoxuna, C. A. KypcoBas pabora 0O JAOKYMEHTOBEICHUIO, AapXUBOBEICHUIO,
OpraHMW3allil ¥ TEXHOJIOTHMH JIOKYMECHTAllMOHHOTO OOCCIICUYCHHS YIpaBICHHUS : Y4eOHO-
Meroandeckoe mocooue / C. A. Anoxuna, A. K. Makaposa, 1. B. CamapokoBa ; MI'TY. -
Maruutoropck : MI'TY, 2016. - 1 anekrpon. ont. auck (CD-ROM). - 3ari. ¢ Tty 3kpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1130
337/2535.pdf&view=true (mata oOpamenus: 24.08.2019). - MakpooObekT. - Tekcr :
AIIEKTPOHHBIN. - CBeieHus noctymnHsl Takke Ha CD- ROM.

0) /lonmoJiHUTEIbHAS JINTEpATYypa:

Benukanosa, C. C. KagpoBoe 1enonpou3BOACTBO U apXUBBI JOKYMEHTOB IO JIMYHOMY
COCTaBy: MNpakTHUKyM : npaktukym [mis By3oB] / C. C. Benukanosa, M. B. Kamyb6a ;
Marnuroropckuii roc. rexunueckuii yH-T uM. ['. 1. Hocosa. - Marnuroropck : MI'TY um. I'. H.
Hocoa, 2020. - 1 CD-ROM. - 3Barn. ¢ TurymakpaHa. - URL
https://magtu.informsystema.ru/uploader/fileUpload?name=4126.pdf&show=dcatalogues/1/1535
271/4126.pdf&view=true  (mara oOpamenus: 25.08.2020). - Makpooobekr. - Tekcr
JIEKTPOHHBIN. - CBeleHns nocTymHbI Takke Ha CD- ROM.

MecTHOe camMoyIpaBleHHe U MyHULMNAIILHOE yIpaBiieHHe : yuyeOHuk / mox pexd. A. C.
[MpyaaukoBa, M. C. Tpodumosa. - 2-¢ uzn., nepepad. u gom. - M. : KOHUTU-JJAHA, 2011. - 1
anekTpoH. onT. quck (CD-ROM). - 3arn. ¢ tutyn. skpana. - (Y4eOHas nuteparypa Ajsl BHICII. H
cpen. pod. o0pas.). - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=389.pdf&show=dcatalogues/1/10793
27/389.pdf&view=true (mata obparmenus: 25.08.2020). - MakpooObeKT. - TEKCT : 3JCKTPOHHBIH.
- Cenenus noctymnHbl Takke Ha CD- ROM.

B) MeToanueckue yKazaHus:
[Ipunoxenue 2

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



https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/1079440/427.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/1079440/427.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=4125.pdf&show=dcatalogues/1/1535269/4125.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=4125.pdf&show=dcatalogues/1/1535269/4125.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1130337/2535.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1130337/2535.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=4126.pdf&show=dcatalogues/1/1535271/4126.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=4126.pdf&show=dcatalogues/1/1535271/4126.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=389.pdf&show=dcatalogues/1/1079327/389.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=389.pdf&show=dcatalogues/1/1079327/389.pdf&view=true
http://archives.ru/

IIporpammHoe obecnieueHue

HanmenoBanmne .
o Ne norosopa CpoK JIeHCTBUS JTIHIICH3UH
MS Windows 7 |1-1227-18 ot 08.10.2018 11.10.2021
MS Windows 7 |]1-757-17 ot 27.06.2017 27.07.2018
MS Office 2007 |Ne 135 ot 17.09.2007 OeccpoUHO
7Zip cBOOOTHO 0eCcCpoOYHO
Adobe Reader |cBoGoaHO 0ECCPOYHO
FAR Manager |cBo6OaHO 0OeCCPOUHO

IIpodeccnonanbHbie 6a3bl JAHHBIX U HHPOPMALMOHHbIE CIIPABOYHbIE CHCTEMbI

HasBanue Kypca CchllIKa

OnekTpoHHass ~ 0a3a  MEPHOAMYECKUX
u3panmii East View Information Services, [https://dlib.eastview.com/
000 «MBUC»

Wudopmanmonnas cuctema - EnuHoe
okHO Jnoctyna Kk wuH(popmammonasiM|URL: http://window.edu.ru/
pecypcam

HanuonaneHas UH(POPMAIIMOHHO-
aHanuTH4eckas cucremMa — Poccuiickuit|URL: https:/elibrary.ru/project_risc.asp
UHJEeKC HaydHoro rutupoBanus (PYHII)

ITouckoBas cucrema Axamemusi Google

(Google Scholar) URL: https://scholar.google.ru/

DNEeKTPOHHBIE  pecypchl  OMOIMOTEKH

MTTY siv. T 1. Hocosa http://magtu.ru:8085/marcweb 2/Default.asp

Poccuiickas l'ocynapcrBennas

SuGoTeKa. Karatoru https://www.rsl.ru/ru/4readers /catalogues/

®denepalbHbIil 00pa30BaTENIbHBIN MOpPTa

— DKOHOMHKA. Coumomnorus. |http://ecsocman.hse.ru/

MeHneKMeHT

VYHuBepcurerckas nH(popMalMoOHHas . .
https://uisrussia.msu.ru

cucrema POCCUS] B

MexnyHapoanas HayKOMeTpHUYecKas

pedepaTrBHas W TOJHOTEKCTOBas 0Oa3a
JaHHBIX HayuHblXx wu3manuii «Web of
science»

http://webofscience.com

MexnyHaponHas pedepatuBHas 51
MOJTHOTEKCTOBAs CIpaBOYHas 0azalhttp://scopus.com
JAHHBIX HAYYHBIX U3IaHuN «SCOpUS»

MC)K,Z[YHapO,Z[HaSI 0aza MOJIHOTEKCTOBBIX

sxypHanos Springer Journals http://link.springer.com/

MC)K,Z[YHapO,Z[HaSI KOJUICKOUA HAYYHBIX
MPOTOKOJIOB TI0 pa3jM4HbIM oTpaciyisaM [http://www.springerprotocols.com/
3Hanuit Springer Protocols

MexnyHapoHas pedepaTuBHas u
MIOJTHOTEKCTOBas CIpaBOYHAast 6a3a

N . https://www.nature.com/siteindex
JAHHBIX HAy4YHBIX W3JaHUU «Sprlnger

Nature
Apxus Hay4HBIX KYpHaJIOB
«HanmoHanbHbIH anekTpoHHO-|https://archive.neicon.ru/xmlu i/

nHbopMalMOHHbIM  KoHIoprym» (HIIT



http://window.edu.ru/
https://elibrary.ru/project_risc.asp
https://scholar.google.ru/
http://magtu.ru:8085/marcweb%202/Default.asp
https://www.rsl.ru/ru/4readers%20/catalogues/
http://ecsocman.hse.ru/
https://uisrussia.msu.ru/
http://webofscience.com/
http://scopus.com/
http://link.springer.com/
http://www.springerprotocols.com/
https://www.nature.com/siteindex
https://archive.neicon.ru/xmlu%20i/

HDUKOH)

WNudopmannonnas cucrema -

HOpMaTI/IBHBIe ITPaBOBBIC aKThI,

OpraHnu3alluOHHO-PACIIOPAAUTCIIBHBIC

JOKYMEHTBI, HOPMAaTHBHBIE u|https://fstec.ru/normotvorcheskaya/tekhnicheskaya-
METOAMYECKHUE JIOKYMEHTBI u|zashchita-informatsii

IIOJArOTOBJIEHHBIE IPOEKThl JOKYMEHTOB
M0 TEXHUYECKOW 3ammre WHGOpMAIUu

OCTOK Poccun
Wudopmanmonnas cucrema - bank
JTAHHBIX yrpo3 6e3onmacuoctu|https://bdu.fstec.ru/

nHpopmannu @CTOK Poccun
9 MartepuajbHO-TeXHHYECKOe o0ecniedenune npakTuku/HAP
MarepuaibHO-TEXHUYECKOE O0eCleUeHrnEe OpraHU3alMil Pa3IMUHBIX OPraHU3aIlMOHHO-
MpaBOBBIX (OPM TO3BOJISET B IOJHOM OOBEME peaau30BaTh ILEJIW W 33Ja4d TPAKTUKH H
c(hopMUpPOBATH COOTBETCTBYIOIINE KOMITIETCHITUH.



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

IIpunao:xenue 1

OueHouHble  cpeacTBa Ui NpPOBeJeHHsl  NPOMEKYTOYHOH  aTTecTalUM 1O
NMPOU3BOJACTBEHHOH NPAKTHKH IO TMOJYYEeHUI0 NPO(PecCHOHATBHBIX YMEHHH M ONbITA
npo¢ecCHOHATBHOM 1eSITeJIbHOCTH

Bu arrecranuu 1mo uToraM mpakTUKH — 3a4€T C OIIEHKOW, KOTOPBIN MPOBOAUTCS B (hopme
3amuThl oTtyera. Ilo WMTOraM MpPaKTHUKH TMPOBOAMTCS HWTOTOBas KOH(EPEHIUs, Ha KOTOPOH
CTYAEHT 03BYyYHMBAET OCHOBHBIE UTOTH, ITOJYYCHHbBIE HA IPAKTHKE.

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

- MUCbMEHHBIN OTYET

- THEBHUK MPAKTUKH;

- UHIMBUAYaJIbHOE 33JJaHUE;

- XapaKTEepUCTUKA PYKOBOAUTEIIS PAKTUKU OT OPraHU3alUU C OLICHKO.

IIpumepHoOe MHAUBHUAYAJIbHOE 3alaHHE HA IPOU3BOACTBEHHYI0 IPAKTHKY
«Opranu3anusi apXuBHOI0 XpaHEeHHUs JOKYMEHTOB) .
Llenv npoxorcoenus npakmuxu:
1. 3akpensieHue u yriyOieHHE NOJYyYEHHBIX TEOPETUUYECKUX 3HAHUN IO CIETYIOLUIUM
HaIpPaBJICHUSAM:
a) IPUHLIMIIBI U METOJAbl OTOOpa W OpraHu3alud JOKYMEHTOB, MOJJIEKAIINX
apXUBHOMY XPaHEHUIO;
0) crocoObl XpaHeHus1, 00ecreunBaloIINe OJIHYI COXPAaHHOCTh MAaTepUAJIOB;
B) CO3JIaHHE CUCTEMbI HH(OPMAIIMU O COJIEPKAHUU JOKYMEHTOB;
I') OpraHu3alusi BCECTOPOHHErO UCIOJIb30BaHUs JOKYMEHTHOW HH(pOpMaIny;
1) opraHu3anusi paboThl apXUBHBIX YUPEXKICHUN U T.1.
2. TlpuobGperenne mepBUYHBIX MPOPECCHOHATBHBIX YMEHHH W HAaBBIKOB B OOJIACTH
OpraHM3ali ApXUBHOI'O XPaHEHUS TOKYMEHTOB.
3. IlpuoOpereHne  mNEepBUYHBIX  MPO(PECCHOHATBHBIX  YMEHMH U HaBBIKOB
MCIIOJIb30BaHUsI KOMIIBIOTEPHBIX TEXHOJIOTHI B apXHUBaXx.
3aoauu npakmuku:
— obecrieueHue 1 mpoBepka MpohecCuOHaTbHON TOTOBHOCTH CTYIEHTOB K
CaMOCTOSITENILHOM TPYIOBON J€SATENbHOCTH U BHIMOJTHEHUIO OCHOBHBIX
poeCCHOHATBHBIX ()YHKITUN B COOTBETCTBUHU C KBAITM(PUKAIIMOHHBIMU TPEOOBaHUSIMHU;
— 3aKpeIUieHne, yrilyojieHue U paciiupeHne 3HaHUi B 00J1aCTH apXUBHOIO Jena,
MOJIYYEHHBIX CTYJACHTAMH B IIPOIIECCE TEOPETUUYECKOTO O0yUeHus,
— U3yYEHUE OPTaHU3alMH JEATEIBHOCTH U CTPYKTYPbI apXUBHOTO MTOAPA3CIICHUS B
cucTeMe CIyXObl TOKYMEHTAllMOHHOTO 00eCreueH sl YIpaBIeHuUS;
— MpUOOpPETEHNE U 3aKPETUICHNE MTPAKTHUECKUX YMEHUI U HaBBIKOB BBIITOJTHEHHS
OCHOBHBIX BHJIOB Pa0OT B 00JIaCTH XpaHEHHUs, KOMILIEKTOBAHUSI, YUETa U HCIIOJIb30BAHUS
apXUBHBIX JOKYMEHTOB;
— U3y4eHUe OpraHu3allK XPaHEeH!s JOKYMEHTAIMHN B CUCTEME 3JIEKTPOHHOTO
JIOKYMEHTO000POTa;
— ¢uKcUpOBaHNE B JTHEBHUKE MOMYYEHHBIX CBEICHUN U PE3y/IbTaTOB BHIMOIHEHHBIX
pabor;
— IIOJrOTOBKA OTYETA 10 PE3YJIbTaTaM MPAaKTUKH.



Bonpocwl, noonexcawgue uzyuenuio:

W3ydyeHne  JOKaJbHBIX  HOPMATUBHBIX  AKTOB  PETYJIUPYIOLIUX  JEATEIbHOCTh
NPEINPUSATHS, OPTaHU3AINH, YIPEKICHUS, (PUPMBI.

AHanM3 HOMEHKJIATYPhI e

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

Odopmanenue nen 1uist apXUBHOTO XpaHEHUSI.

OdopmieHne BHYyTPEHHHUX OTKCEH M JINCTOB-3aBEPHUTEIICH JEIT.

[lepenava e Ha apXUBHOE XpaHEHUE.

BrimonHenue oneparuii Mo oCymecTBICHUIO paboThl JIEKTPOHHOTO apXHBa
opraHuzaiuu, B Tom uucie B CO/I.

Ocy1ecTBIeHNE XPaHEHUs!, KOMIUIEKTOBAaHUS, YU€Ta U UCIOJIb30BaHUS apXUBHBIX
JIOKYMEHTOB:

1) opopmiieHre JOKYMEHTOB 110 UTOTaM SKCIEPTU3bI LIEHHOCTH (TIPOTOKOJIBI 3aCeAaHUs
OK, aKTbl 0 BbIIETICHUH JOKYMEHTOB K YHUUTOKEHHUIO U T.JI.);

2) BeZieHHE YYETHBIX JOKYMEHTOB apXuBa (KHHUTa MOCTYIJICHHUH, CIUCOK (POHIOB, TUCT
doHa, apXUBHBIX OMuUCeH, neno GoHaa, TacmopT apXyBa, NACHOPT APXUBOXPAHUITUIIA U
T.1.);

3) cocraBieHHE aKTOB IPOBEPKU HAIMUUS U COCTOSIHUS JIETT;

4) co3nanue, nonoiaHenue u copepiieHcrsoBanue CHCA apxuBa (onucanue J0KyMEHTOB
U JIeJI, KaTaJloToB, MyTEBOAUTEICH, 0030pOB, yKazarele, nepeunei u 0a3 JaHHbIX);

5) CopeiicTBrE HCIIONIB30BAaHUIO JOKYMEHTOB apXHBa:

a) UCTIOJHEHUE 3anpocoB (0pOopMIICHHE apXUBHBIX CIIPABOK, APXUBHBIX KOIH,
apXUBHBIX BBIMHUCOK, UHPOPMALIMOHHBIX TUCEM);

0) BbIJaua MOJIMHHBIX JOKYMEHTOB U JIE;

B) MyOJIMKAIMsI apXUBHBIX TOKYMEHTOB;

') OpraHu3alus BbICTaBOK;

1) UCII0JIb30BaHUE JOKyMeHTOoB apxuBa B CMU (mepuoauyeckas neyarts,
paauonepeayu, TeIeBUICHNE) U T. 1.

IIpumepHOe MHAUBHAYAJIBHOE 3aJaHNE HA TPOU3BOACTBCHHYIO IPAKTHKY

«Opraﬂmaunﬂ N TEXHOJOIusl IOKYMECHTAIIUOHHOI'O o0ecrneyeHus YHIpaBJICHUD) .

ILens npoxoxcoenun npakmuxu:

1. 3akpemeHue u yriyOieHHe MOMYyYEHHBIX TEOPETHUECKUX 3HAHHM O CIEAYIONIIM
HaITpaBJICHUAM:
a) TPUHLHUIBI OpraHU3aluu T0KYMEHTO000pOTa;
0) IPUHILIMITBEI OPTaHU3ALUN PETUCTPALIUU JOKYMEHTOB;
B) MOPAIOK  OOpaOOTKM  JTOKYMEHTOB  OpraHM3alMd B  3aBUCUMOCTH  OT
MPUHAIJICKHOCTH K IOKYMEHTOTIOTOKY U BUIY JJOKYMEHTA;
I) OpraHu3anusi BCECTOPOHHEr0 HCMOJb30BAaHUS JOKYMEHTOB B  TEKYIIEM
JIeTIOTIPOU3BOICTBE;
1) opraHu3aius padoThl IETOMPOU3BOICTBEHHBIX CITYKO U T.1I.
2. ITlpuoOpereHue MEpBUYHBIX MPOGECCHOHATBHBIX YMEHHH W HABBHIKOB B 00JacTH
OpraHu3aluy JOKYMEHTAIIMOHHOTO 00ecieueHMsI.
3. IlpmobOperenne  TEpBUYHBIX  MPOGECCHOHATBHBIX  yYMEHHMH HW  HABBIKOB
UCTIOJIB30BaHUSI KOMITBIOTEPHBIX TEXHOJOTHH B IOKYMEHTAIIMOHHOM O00€CIeUeHUH
yIIpaBIICHUS.



3adauu npaKmuxu:

— o0ecniedeHure U mpoBepKa MPoPecCHOHATBHON TOTOBHOCTH CTYICHTOB K
CaMOCTOSITEIILHON TPYOBOM JAESATEILHOCTH U BHIMIOJTHECHUIO OCHOBHBIX
npodecCHOHANBHBIX (YHKIHI B COOTBETCTBUHU C KBATU(UKAIMOHHBIMU TPEOOBAHUSIMH,
— 3aKperIeHne, YIiayOJieHue U paclIupeHne 3HaHUi B 00JIaCTH OpraHU3aluu |
texHosiorud JIOY, moay4eHHBIX CTYyIEHTAMHU B TPOIIECCE TEOPETHUECKOTO O0yUCHHS,

— U3y4YCHUE OPTraHU3aIMH JACSITEIPHOCTH U CTPYKTYPHI JIONPOU3BOACTBEHHOTO
MIOJIPA3JICIICHUS] B CUCTEME CIIY>KOBI JIOKYMEHTAIIHOHHOT'O OOECIICUCHUS YITPABIICHHSI
OpraHu3aluei;

— IpUOOPETEHNE U 3aKPETJICHUE MMPAKTUICCKIX YMEHUW U HABBIKOB BHITIOJTHEHUS
OCHOBHBIX BHJIOB pabOT B 00J1aCTH TIOTy4eHUs, 00paOOTKH, OTIPABKH U OTICPATUBHOTO
XpaHEHUs JOKYMEHTOB B TEKYIIIEM JIEIONPOU3BOJICTRBE;

— U3y4eHHUE OPTaHU3AIMH [TOJIYICHHUs, 00paOOTKH M XPAaHCHUS JOKYMEHTAIIUU B CHCTEME
AJIEKTPOHHOTO JIOKYyMEHTO000pOTa;

— (UKCHpOBaHUE B IHEBHUKE MOJyYCHHBIX CBEJICHUN U PE3YJIbTATOB BHIMIOJIHEHHBIX
pabor;

— IMOATOTOBKA OTYETA 110 PE3yJIbTaTaM MPAKTHKH.

Bonpocwi, noonescawue uzyyenuio:

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

N3ydeHue IOKanbHBIX HOPMATUBHBIX AaKTOB PETYJIUPYIOLIUX JEJIONPOU3BOACTBO Ha
NpEANpUATHH, B OPraHU3alMH, YIPEXKICHUH, HUpME.

Ananu3 paboyero MecTa KaHLENSIPCKOro pabOTHHUKA.

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

[TonroroBka MpOEKTOB OPraHU3aLMOHHO-PACTIOPSANTEILHON JOKYMEHTAIUH.
Opranuzanus JOKyMEHTOOOOpOTa B OpraHu3aluu, ydpexnaeHuu, ¢upme. IIpaBuna
npuemMa, OTIPaBKH, PErHCTpali KOPPECTIOHACHIIMY B OpraHM3alui. AHaIM3 Ipolecca
OpraHM3ali KOHTPOJIS UCIIOJHEHHS IOKYMEHTOB, OpraHu3als padoThl UCIIONIHUTEIEH
C IOKYMEHTaMH.

[TpaBuna ¢opmupoBaHus Jed, TOPSAOK OpraHU3allMd ONEPaTUBHOIO XpPaHEHHs
JIOKYMEHTOB.

[IpaBuiia M TOPSINOK CO3MaHHMS W BEACHHUS HOMEHKJIATYpPHl JI€]1 OpraHu3aluu |
CTPYKTYPHBIX IIOJIpa3AcICHUN.

CocraBneHre HOMEHKIATYPBI A€.

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

ITnanupyemoie pe3ynromamot nPAKMUKU

- IIOATrOTOBKa pCKOMCHI[aI_II/Iﬁ o YCTpAaHCHHUIO WM MUHHMU3AIHNU BbISIBJICHHBIX HpO6J'IeM
(pCKOMeH,Z[aI_II/II/I JOJIKHBI OBITh O6OCHOBaHHLIMI/I, T.C. COIPOBOXIAATHCA CCBUJIKAMH Ha

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

- IOATOTOBKA BBIBOJIOB O JIEATEIbHOCTH MPEANPUITUN WM OpraHu3auil, B cepe mpakTUYECKUX
pPEKOMEHIalluii IO COBEPIIEHCTBOBAHUIO OPraHU3AIMOHHBIX U JIOKYMEHTAIIMOHHBIX aCMEeKTOB HX

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



- OIIEHKa Ka4eCTBa yMPaBICHUYECKUX PEIICHUH B cepe opranu3anuu u Texrojgoruu 10V,
apXUBOBECHUS;
- myOIMYHAs 3alIUTa CBOUX BBIBOJIOB U OTYETA IO MPAKTHUKE;
- cucTteMaTH3anus U 0000IIeHne Marepuana Jjis HalmuCaHUs KypCOBBIX paOOT U BBITYCKHOMN
KBAJTM(PHKAIMOHHOMN paboTHhI.
Pykoeooumensv npaxmuku om opzanuzayuu/npeonpuamusn opGOpMIISET XapaKTEPUCTUKY U
BbICTaBIET IU(PGEPEHIIMPOBAHHYIO OLIEHKY CTYAEHTY B JOKYMEHTaX, IpeACTaBIIEMbIX
CTyAEeHTOM Ha Kadenpy. IIpu BeIcTaBIEHUN OLIEHKH PYKOBOJIUTEIb NPAKTUKU OT OpraHU3aluu
IPECTaBIsIET OT3bIB O PA0OTE CTYJIEHTA O CIEAYIOLIEMY IIaHYy:
- CPOKHM IPOXOKICHUSI IPAKTUKH;
- IIOJIHOTA U3Y4YEHHUSI BCEX BOIPOCOB, IPETYCMOTPEHHBIX ITPOrPaMMOIl IPAKTUKH;
- IPOSIBJICHUS CTYJEHTOM CAaMOCTOATEIbHOCTH, aKTUBHOCTH, TBOPUYECKOTO MOAX0/a
K paboTe, TUCIUIIMHUPOBAHHOCTH;
- y4yacTHe CTyAEHTa B TeKylled pabore mpennpuarus (OpraHU3aLuH), peLIeHUs
3ajad4;
- TPYAHOCTH, BO3HHUKIINE B XOJI€ MPOXOXKICHUS NMPAKTHKH (MpodeccCHOHANIbHBIE,
JUYHOCTHBIE, TUCIUIUIMHAPHBIE).
- 3aMevaHus ¥ MOXKETaHUs BRITYCKAIOIIEH Kadeape 1Mo opraHu3aini, COAepKaHuIo
Y YPOBHIO MOJTOTOBKH CTY/CHTA.
- PykoBoauTenp mpakTHKOW OT opraHu3anvu. J{OMKHOCTH, (haMuuns, TOAIIHCH,
1eYaTh.
Ilo uToram NMpakTUKH CTYyIEHTY B 3a4E€THYIO KHWKKY PYKO60oOumenem npakmuku om Kageopui
BbIcTaBisgeTcs AU depeHnrpoBaHHas OTMETKA 3a MPOU3BOACTBEHHYIO MPAKTUKY MO 5 GalibHOU
CUCTEME: «HEYJOBJIETBOPUTEIBHOY, «yIOBIETBOPUTEIBLHOY, «XOPOIIO», «OTINIHO».
OrneHka pyKOBOJMTENS MPAKTUKH OT Kadeapbl MOXKET OTJIMYATHCSA OT OLEHKH, BBICTaBICHHOMN
PYKOBOAMTEIEM NMPAKTUKHU OT OPTaHU3ALINN.
PykoBonuTenu TOpakTHUKU — BBICTaBJISIIOT OLIGHKM B COOTBETCTBUM C  KPUTEPUSIMH,
npeactaBieHHbMHA B Tabmumax 1, 2.

Taonuua 1
Kputepuu onieHK#, BLICTABJISIEMOIl PYKOBOIUTEIEM MPAKTUKH OT OPraHU3aIUuH
Ouyenka Kpumepuu ouyenxu
OTiiaHO CTyIeHT CBOEBPEMEHHO M Ha BHICOKOM YPOBHE BBIITOJHHII BECh

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

Xopouio CTyeHT CBOEBPEMEHHO M Ha JIOCTATOYHOM YPOBHE BBITIOJIHHII
BECh HAMEUEHHBIM MporpaMMoil MNpakTUKU OO0OBEM pabOTHI
(oOs3aTeNnbHYI0 M JIOTIOTHUTENBHYIO YacTH); HO He Bcerjaa
MPOSABIISTT CAMOCTOSTEIBHOCTh M MHUIMATUBHOCTh B PELICHUH
IIPOU3BOJICTBEHHBIX BOIIPOCOB.

Y 10BIETBOPUTEILHO CTyneHT CBOEBPEMEHHO M Ha JOCTATOYHOM YPOBHE BBIITOJIHUII
BECh HaMEUEHHBIH MPOrpaMMON MPaKTUKH O00BEM pabOTHI
(00s13aTENBbHYIO U JIOTIOJIHUTENFHYIO YacTH); HO HE TMPOSBIISII
CaMOCTOSATENIFHOCTh M HMHUIMATHBHOCTH WM  JIOMYCKall
OT/ETbHBIC OMIMOKH B PEIICHUH IPON3BOICTBEHHBIX BOIIPOCOB.

HeynosnerBopurensHo CtyneHT  He  BBIIOJHWI  NporpaMmMy U TPOSIBUI




0C30TBETCTBEHHOE OTHOILICHHE K IIPaKTUKC.

Tabnuuya 2
KpuTtepun oneHKH, BbICTABISIEMOIl PYKOBOIMTEIeM NIPAKTUKH OT YHHBEPCUTETA
Ouenka Kpumepuu ouenxu
OTnuyHO CTyneHT B CPOK U B MOJHOM 00BEME BBHIOJIHWI MPOTrpamMmy
MIPAKTHKH, CBOEBPEMEHHO MPeI0CTaBHII OTUYETHYIO
JOKYMEHTaluo,  OQOPMJIIEHHYIO B  COOTBETCTBUU  C

TpeOOBaHUSAMH HACTOAIIMX METOJIUYECKUX PEKOMEHAALNH.
OtuérHass [OKyMEHTAalMsl OTpakaeT BBICOKUH  YpPOBEHb
TEOPETUYECKOU U NIPAKTUYECKOU MTOATOTOBKH CTYZACHTA.
OTmeTka  pyKOBOAMTENSI MPAKTUKM OT  OpraHu3aluu —
«OTJIMYHO» WIH «XOPOLIO».

Xopoio CTyneHT B CPOK M B MOJHOM OOBEME BBINOJHUI MPOrpaMMy
IIPAKTHUKH, CBOEBPEMEHHO IIPEIOCTABUII OTUYETHYIO
JOKYMEHTall,  O(QOpPMIIEHHYIO B  COOTBETCTBHUM  C
TpeOOBaHUSAMH HACTOALIMX METOJUYECKUX PEKOMEHAALNH.
OtuérHass NOKyMEHTalUs OTpakaeT JOCTAaTOYHBIM YpPOBEHb
TEOPETHUYECKOU U NMPAKTHYECKON MTOATOTOBKH CTYACHTA.
OTmeTKa pyKOBOOUTENS OT OpPraHU3alud — «OTJIIMYHOY,
«XOPOLIO» UM «YAOBIETBOPUTEIBHOM.

Y 10BIIETBOPUTENBHO CTyIeHT B CPOK U B MOJHOM O0BEME BBIIOIHUI MPOTPaAMMy
MPaKTHKH, CBOEBPEMEHHO MIPEIOCTaBUII OTYETHYIO
JOKYMEHTAaIuo,  OQOPMJIICHHYIO B  COOTBETCTBUU  C
TpeOOBaHUSMU HACTOSIIMX METOJUYECKIX PEKOMEH AU,
OtuéTHas MOKyMEHTallUs OTpaKaeT JOCTAaTOYHBIH YPOBEHBb
TEOPETUYECKON M TMPAKTUYECKOW MOJATOTOBKH CTYAEHTa, HO
COJIEPKUT  PSII  HEAOYETOB IO  COACPKAHUIO  W/WIH
0(pOpMIIEHHUIO.

OTMeTKa pYKOBOAMTENS OT OpPraHU3AIMU — «XOPOIIO» WU
«YIIOBJIETBOPUTEIBHO.

HeynosnerBopurensHo CryneHT He B CPOK W/WIM HE B TOJHOM OOBEME BBITOIHUII
porpaMMy MNpPaKTUKH;, W/MIM HECBOEBPEMEHHO IPel0CTaBUII
OTYETHYIO JOKYMEHTAIMIO; W/WIN JONYCTUI IpyOble OMIMOKH B
oopmIIeHNH OTYETHON JOKYMEHTAIIUH.

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

Ecnn  oueHkH, BBICTaBIEHHBIE PYKOBOAMUTEIEM NPAKTHUKM OT OpraHMU3allMM MU
PYKOBOJUTEIEM MPAKTHKH OT YHUBEPCUTETA, HE COBIIAAAI0T, TO TOCIETHUIA 000CHOBBIBAET CBOIO
OIICHKY Ha TUTYJBHOM JINCTE OTYETA.

OneHka Mo HpakTHKE MPHUPABHUBAETCA K OIEHKaM (3a4€raM) MO TEOPETHUYECKOMY
00yUYEHHUIO U YYUTHIBACTCA MPH MOABEICHUN UTOTOB 00IIEH YCIIEeBaEMOCTH CTY IEHTA.

[Ipy HEBBIMOMHEHUH MPOTrpamMMbl Y4eOHOH MpakTHUKU Oe3 YBaKUTEIbHON MPUYUHBI,
HapyLIeHUs TPYJOBOM JMCUMIUIMHBI CTYACHT OTCTpAHSETCs OT TNPAKTUKU; ero pabota
NPU3HAETCS HEYJOBJICTBOPUTEIBHOM; CaM CTYJIEHT CYMTACTCS HE BHIOTHUBILUM YUE€OHBIH IJIaH.



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

CryneHTaM, UMEIOIIUM CTaXX MPAKTHYECKOW paboOThl MO MPOQMII0 MOATOTOBKH, MO
pemieHHI0O Kadeapbl Ha OCHOBE MPOMEXKYTOYHOM aTTeCTallud MOXXET ObITh 3auyTeHa
IIPOM3BOJICTBEHHAs] NPAKTHUKA IPU YCIOBUM INPEJOCTABICHUS PYKOBOAMTEIIO IPAKTUKU OT
YHHUBEPCUTETA 3aBEPEHHOMN CIPaBKHU C MecTa pabOThI CTY/IEHTA M XapaKTEPUCTUKHU, TIOANUCAHHOM
PYKOBOJIUTENIEM OpraHU3allui U 3aBEPEHHOM NIE€YATHIO.



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

O06s13aTenbHOM GOPMOI OTUETHOCTHU CTYJEHTA-NIPAKTUKAHTA SIBISIETCS MMCbMEHHBIN
OTYerT.

Otuér odopmisgercs B MeYaTHOM BHUJE B COOTBETCTBUU C TpeOOBaHUSIMU
I'OCT P 7.0.97-2016. HanuonaneHbiii ctanmapt Poccuiickoit ®enepamuu. Cucrema
CTaHJIapTOB MO WHPOPMAINUU, OUOTUOTEYHOMY M U3JATEIbCKOMY neny. OpraHu3amuoHHO -
pacriopsiguTenbHas JOKyYMEHTanus. TpebOoBanus K oO(QOpMIEHUIO JTOKYMEHTOB (YTB.
[Ipuxazom Poccrannapra ot 08.12.2016 Ne 2004-ct) (pen. ot 14.05.2018).

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

20 MM — JIeBOE;

10 MM — npaBoe;

20 MM — BepxHee;

20 MM — HUXKHEE.

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

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

CO,[[ep)KaHI/IC OTUCTa I CTYACHTOB TPETHEI'O KYypPCa NOJIKHO BKIIKOYATH CICAYIOMINUEC PA31CIIbI:

1. TUTYyNbHBIN JIUCT IO YCTAHOBJIEHHOU (opMme

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

3. BBenenue  (XapakTepuCTHKa  JIEATENIBHOCTH  NPEINpPUATHsS,  OpraHu3aluu,
yupexaeHus, (pupMbl — 0a3pl NPaKTUKW; MOAPA3AEICHUsS, T€ NPOXOAUIU

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

4. AHanu3 JIOKaJbHBIX HOPMAaTHBHBIX AaKTOB PErYJIUPYIOLIMX ApXUBHOE XpaHEHUE
JIOKYMEHTOB Ha MPEeANPUSATHH, B OpraHU3alUH, YUpEXKIeHUU, Gupme
5. [IpencraBuTh nepeyeHb BBINOJIHAEMBIX CTYACHTOM (QyHKUMK ((hopMupoBaHue e,

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

a) obopmiieHHEe JOKYMEHTOB II0 WTOTaM JKCHEPTH3bl IEHHOCTH (MPOTOKOJIBI
3aceqanuss DK (9KCHEpTHOW KOMHCCHM), aKThl O BBIJCIEHUH JOKYMEHTOB K
YHUUYTOKEHHUIO U T.J.)

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

B) COCTaBJICHHE aKTOB MTPOBEPKU HATMUUS U COCTOSIHUS JIEI

r) co3naHue, mnomnonHeHue U cosepuieHcTBoBaHMe CHCA - cucreMbl Hay4dHO-
CIPAaBOYHOIO ammapara apxuBa (ONUCaHHE JOKYMEHTOB W JieJl, KaTaJloros,
yTeBOIUTENEH, 0030pOB, yKa3zaTeneH, nepeyHei u 06a3 JaHHbIX)

1) OCYILECTBJICHHE HCIIOJIB30BaHUS JOKYMEHTOB apXuBa: HCIOJIHEHUE 3allpOCOB
(odopmiieHHE apXUBHBIX CHPABOK, APXUBHBIX KOMWW, apXUBHBIX BBIMHCOK,
MH(POPMALMOHHBIX MUCEM); BblJa4ya MOJJIMHHBIX JOKYMEHTOB U JA€J; MyOJuKaIus
ApXUBHBIX JIOKYMEHTOB; OpIaHM3allMsl BBICTABOK; HCIIOJIb30BaHHE JOKYMEHTOB



apxuBa B CMU (nepuoandeckas rnedath, paauornepeaadu, TeJIeBUICHUE) U T. 1.
BBIIIOJITHEHUE OIEpalii 10 OCYIIECTBICHHUIO PAOOTHl 3JIEKTPOHHOTO apXHBa
opranusaunuu, B Tom uncie B CO/I.

3akiroueHue (BBIBOJ O MPOJETaHHONW paboTe, yClexu M Hey/laud, KakKue 3HaHUS U
YMEHUSl MPUTOJWINCH, YTO CIEIOBAJI0 HM3YYHTh CAaMOCTOSITEIBHO, MOTPEOHOCTH
OpraHM3allMil B CICHHAINCTaX MO JOKYMEHTOBEACHUIO W apXHBOBEICHHIO,
caMOaHaliM3 BalIMX MPO(ECCHOHAIBHBIX Ka4yecTB, JHYHOCTHBIA pPOCT, pOIb
IPOJICIAHHOW BaMH PabOTHI B AEATEILHOCTH OPTaHU3ALIUH).

[Tpunoxenus (KONUM JOKYMEHTOB OpraHM3allMU: yCTaB, IMOJIOKEHHUS O
CTPYKTYPHBIX ITO/Ipa3/iesIeHusX, nojoxenue no JJOY, 06 apxuse u T.1.)

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

1. TuTynpHBIN JIMCT 1O YCTAaHOBICHHOU (opme

2. CopnepxaHue 0oT4€Ta ¢ yKazaHHEM CTPAHHI] BCEX Pa3/ieoB IO yCTaHOBJIEHHOH (popme

3. BBemeHue (XapakTepuCTHKa IESTEIBHOCTH NPEANPHATHS, OpPraHU3alH{, YUPEKICHHUS,
(bupMbl — 0a3bl IPAKTUKU; OMMCAHUE CTPYKTYpPbI 0a3bl MPAKTHKH; NOAPA3IeIICHUs, T e
IPOXOJWJINA TPAKTUKY; ONMCAHHWE JOJDKHOCTH W (YHKUMH JMLQ, SBISBIIETOCS
HACTaBHUKOM B IIpOILecce MPOXOKACHUS PAKTUKH )

4.  Ananu3 JOKaJbHBIX HOPMATHBHBIX aKTOB PETYIHPYIOIUX NIEATEIBHOCTH CIy:k0b1 J1OY
0a3bl MPaKTUKH, OPraHU3alMI0 JOKYMEHTAllMOHHOIO 00eCHedeHUs! yIpaBlieHUs Ha
HOPEIIPUSITHH, B OpraHU3aI1H, YUPEXKIECHUHU, PUPME.

5. PackpbITh OCHOBHOE COZI€p)KaHUE NESTEIbHOCTH Ha MPaKTHUKE:

OTHCaHHE CTPYKTYPHI 0a3bl MPAKTHKH;

onucanue GpyHkuui ciyx6s1 JJOY 0a3bl MpakTHKH;

onucaHue (YHKIUOHAJIBHBIX OOS3aHHOCTEH JOMDKHOCTH  (JIOKyMEHTOBE[a,
JIeTTOTIPOU3BOMTEINS, CEKpEeTapsi, MEHe/PKepa MO IMepCcoHally, apXHMBHUCTa U Ap.),
KOTOPYIO 3aHMMaJ CTYJEHT BO BPEMsI IPAKTHKH;

aHaJu3 OCOOCHHOCTEW OpraHu3alMy JeJTONpPOM3BOJCTBEHHBIX IMPOLECCOB 0a3bl
NPaKTHKH;

PEKOMEHJANNN IO COBEPIICHCTBOBAHHIO TEXHOJOTHH JIEIONPON3BOJICTBEHHBIX
nporeccoB 0a3bl MPAKTHUKH;

JIOKYMEHTHI (OpUTHHAJIbI UJIM KOIUH), COCTABJIEHHBIE U OPOPMIICHHBIE CTYIEHTOM
BO BpPEMS IIPOXOKICHHS PAKTUKH.

6. 3axmoueHne (BBIBOJ O TPOJENaHHOW padoTe, ycreXw W Heyaadyw, Kakue 3HaHUS U
YMEHUSl TPUTOAMIUCH, YTO CIIEAOBAIO M3YyYUTh CaMOCTOATENbHO, IMOTPEOHOCTD
OpraHu3aIliH B CIICIIUAINCTAX 10 JOKYMEHTOBE/ICHUIO U apXHBOBEIACHUIO, CAMOAHAIIHN3
BaIllUX MPO(ECCHOHANBHBIX Ka4yeCTB, JIMYHOCTHBIM pOCT, pOJIb NPOJETAHHOM BaMu
paboThI B ASITEILHOCTH OPraHU3aIUN ).

7. Tlpunoxenus (makeT JOKYMEHTOB, pa3pabOTaHHBIX CTYIEHTOM Ha MPAKTUKE, KOIUU
JOKYMEHTOB OpTaHM3alliU: YCTaB, TOJOXEHHUS O CTPYKTYPHBIX IIO/pa3/ICICHHUSX,
nonoxkenue o 10V, 06 apxuse u T.11.)



