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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

Lesstmu pOU3BOACTBEHHOM — MPEAJUIIOMHOM MPAKTUKU 0 HAMPABJIEHUIO MOATOTOBKH
46.03.02 JIokyMEHTOBEICHHE U apXUBOBEICHUE SBJISIOTCS

— cOop HEOOXOIUMOro MarepHaja JUIsl BBIIIOJHEHUS BBITYCKHOW KBaJU(PHKAIIMOHHON
paboTHI;

— pa3paboTKa peI0KESHHH 1O COBEPIICHCTBOBAHUIO COCTOSIHUS BELIOPAHHOHW B KQ4eCTBE
00beKTa uccaeaoBaHus chepbl TOKYMEHTAIIMOHHOTO 00ECTICYCHUS YITPaBICHUS.

[IpenmuruioMHass MpakTUKa MPOBOTUTCS B (GopMe TPAKTHKUA 1O TOTYyYCHHUIO
MpoeCCHOHAIBHBIX ~YMEHHUH W  OmbITa MNPOGECCHOHANBHOM  JESITEIbHOCTH, HAy4HO-
UccreI0BaTeNbeKas paboTa, TBOpUECKasi MPaKTHUKA.

2 3agaum npakTuxku/HUP

3ajauaMu TPOU3BOACTBEHHOM — MPEIAUILIIOMHOM MPAKTUKY SIBIISIOTCS

— ydyacThe B TEOPETHUYECKHUX pa3paboTkax B 0OJACTH JTOKYMEHTOBEACHUS U
ApXUBOBEACHUS;

— aHajgu3 HMHQPOPMAIMOHHBIX IOTOKOB W HMH(POPMAIIMOHHOTO B3aWMOJICHCTBUSA B
OpraHu3aIluy;

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

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

— ydactue B pa3paboTKe aBTOMAaTU3UPOBAHHBIX CHCTEM JOKYMEHTAIMOHHOTO
oOecrieueHns YIpaBlIEHUsS W apXMBHOTO Jiela Ha CTaAUsAX MOCTAHOBKH 3aJauyd U OIEHKU UX
MIPUMEHEHHUS B YCIOBUSX KOHKPETHOU OpraHU3allnu;

— ydactue B pa3paboTke HOPMATHBHO-METOJIMYECKHX JOKYMEHTOB, aKTOB (IIpaBHII,
nepeyHeil TOKYMEHTOB, MOJIOKEHUH, UHCTPYKIMM, KIacCUPUKATOPOB, Tabenaeil MpUMeHSIeMbIX
dbopM TOKYMEHTOB U JAp.) MO JTOKYMEHTAIMOHHOMY OOECIEUEHHUIO YMPABICHHUS U apXUBHOMY
Ay,

— ydacTue B MyOJIUKAIIMOHHOM AeSITENFHOCTH M BEICTABOYHOM paboTe;

— MOJTOTOBKA CIIPABOYHO-TIOMCKOBBIX CPEJICTB;

— cocTaBieHue pedepaToB u co3gaHue OubIMOrpaduu MO TEMaTHKE MPOBOJIUMBIX
HCCIICIOBAHNIA;

— y4acTH€ B COCTaBJIIEHHMM OTYETOB IO HAYyYHO-HCCIIEIOBATEIbCKOW M METOJAMYECKOU
pabore.

3 Mecto npaktuku/HUP B cTpykType 06pa3oBaTe/ibHOI MPOrpaMMbl
Hns  mpoxoxnenust npakTuku/HUP HeoOxomumbl 3HaHus (YMEHHs, BIIAJCHUSA),
c(OpMUPOBAHHBIE B pe3yJIbTaTe U3yUEHUS TUCIUIUINH/ TPAKTUK:
VYnpasiieHue 4yelnoBe4eCKUMU pecypcamu
TexHonorus koMana000pa30BaHUS U CAMOPA3BUTHS
OCHOBBI JOKYMEHTOBEAEHUS
JlokyMeHTaIoHHoe 00ecredeHrne rocyJapCTBEHHOT 0 ycTpoiicTBa B PO
OCHOBBI apXUBOBECHUS
MaTtemaTuueckre METO/Ibl B JOKYMEHTAIIMOHHOM 00€CIIeYeHUH YIIPaBICHUS
WNudopmaruka
Beenenue B mpodeccuto
JIMHrBUCTHYECKHE OCHOBBI 1€JI0BOTO TMChbMa
CoBpeMeHHas opraHu3alys rocy1apcTBEHHbIX yupekaeHui Poccun
JlokymeHTaIrmoHHoe obecreueHrne apxXuBHOTO Jesia U nHpopmannonHou cheprl B PO
ApXUBOBEJICHUE



ApXUBBI [10 TUYHOMY COCTaBY

BrruucnurensHas TEXHUKA W MPOrPaMMUPOBAHUE B JOKYMEHTAIMOHHOM 00eCHeueHUH
yIpaBJIEHUS U apXUBax

Jlenonpon3BoACTBO KOMMEPUECKUX IPEAIPUATUN

WudopmanroHHbie pecypchl KapoBOM CITyKObI

KondunennuanbHoe 1e10npon3BoCTBO

OO6paboTkH ¥ 3a1MTa JOKYMEHTUPOBAHHON HH(pOpMaLIUn

Opranu3anus 1 TEXHOJIOT U TOKYMEHTAMOHHOT0 00eCTIeYeHUs YIIPaBICHUs

IlepcoHanbHbIe JaHHBIE U UX JOKYMEHTHPOBAaHHUE

[IpakTHKyM 11O COCTaBICHHIO U OPOPMIICHHIO CITY>KEOHBIX TOKYMEHTOB

IIpoekTHast 1eATEIBHOCTD

CriennanbHasi CUCTEMA YYETHON IOKYMEHTaLUN

TexHunueckue cpeacTBa yrnpaBieHUs B JOKYMEHTALIMOHHOM OOECIIEUEeHUH YIIPaBICHUS U
apxuBax

JlenoBas nepenucka

NudopmannonHoe obecrieueHue yrpaBaecHUsS

WHdpopmanroHHbIe TEXHOIOIMH B JOKYMEHTOBEICHUN U apXUBHOM JIeJie

KanpoBoe nenonpousBoacTBo

HopmarugHas 6a3a 1e10BOro nucbma

[IpoekTrpoBaHue ynpaBlIeHYECKON JOKYMEHTAIUN OpraHU3aIlH

JloKkyMeHTalMoHHOE 00€ecledeHne aIMUHUCTPATUBHBIX OTHOILIEHUH B PO

JIOKyMeHTallMOHHOE obecrieueHne IrpakJaHCKUX OTHOIEHU B PO

JIoKyMeHTallMOHHOE 00€ecIIedeHHEe TPYIOBbIX OTHOILIEHUI B PO

Kagposas nonutuka

MonenpoBaHu€e CUCTEM JOKYMEHTAIMU OpraHu3aluu

OCHOBBI CEKpETApCKOTro 00CTyKUBaAHUS

JlenoBasi puTOpHKa

JIOKyMeHTHas TMHTBUCTHKA

JlokyMeHTOBEICHHE

OCHOBBI Hay4YHO-HCCIIEN0BATENBCKON AESITEIBHOCTH

[IpaBoBeneHue

VYyeOHast - MOpakTUKa IO MOJIYYEHHUIO MNEPBUYHBIX NPOPECCHOHATBHBIX YMEHMH U
HaBBIKOB, B TOM UHCJIE I[EPBUYHBIX YMEHMM M HaABBIKOB HAay4YHO-MCCIEA0BATEIbCKON
JeSITEIIbBHOCTH

I'ocynapcTBeHHbIE, MyHUIIMITAJIbHBIE U BEJJOMCTBEHHBIE apXUBBI

Jlenonpon3BoACTBO MyHUIIMIIAIBHBIX YUPEXKACHUN

JIOKyMEHTallMOHHOE ~ O0ecliedeHHe YINpaBieHHs] Ha MNPEANPUATHUAX  PA3ITUUYHBIX
OpraHU3aIMOHHO-TIPABOBBIX (hOpM

JIOKyMEHTUPOBaHUE IEATEIBHOCTH HETOCYIapCTBEHHBIX OpraHU3alui

JIOKYMEHTBI ¥ JOKYMEHTOOOOPOT B OyXTaJITepCKOM yueTe

Me:x1yHapoHbIE CTaHAapPThI YIIPABIICHUS TOKYMEHTAMH

Opranu3anys padoThl ¢ 00palleHusIMU TPak]IaH

[Ipou3BocTBEHHAs - MpaKTHKa MO MOJYyYEHUIO MPOPECCHOHATbHBIX YMEHHM U OIbITa
npodecCHOHATIBLHOM AesITeTbHOCTH

[IponBmxeHne Hay4YHOU IPOYKIUN

3Hanus (yMeHMs, BJIQJCHHS), MOJTyYEHHBIE B Tpoliecce MpoxokaeHus npaktuku/HAP
OyAyT HEOOXOUMBI TSl U3yUCHUS TUCIUILTINH/TIPAKTHK:

ITonroToBka K cjaue u caaya rocyapCcTBEHHOT0 IK3aMeHa

[ToaroToBka k 3amuTe U 3alUTa BBITYCKHONW KBAIM(DUKAIIMOHHON pabOTHI



4 Mecto npoBeaennst npakruxku/ HAP

[IpakTuka mnpoBoauTcs Ha 0aze oOpraHu3anuid JIOOOH OpraHU3alMOHHO-TIPABOBOM
¢dopmbl. CTyeHThl 3a04HON (hOpMBI O0YyUEHHS MPOXOAST MPAKTUKY B OpPraHU3aLUAX 110 MECTY
TPYOBOH J€ATEIbHOCTH.

IIpakTHkKa MOXET IPOBOAUTHCA B CTPYKTYPHBIX MOAPA3AEICHUIX OPTaHU3ALNH.

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

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

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

B pesynprare mnpoxoxaenus mnpaktuku/HUP oOywaromuiics pomkeH o06nagath
CIEAYIOIIMMH KOMIIETCHIIUSMM:

CrpyKTypHBII [Inanupyemble pe3yabTaTbl 00y4eHUs
JJIEMEHT
KOMIIETEHIINH
OK-9  roToBHOCTBIO MOJIB30BATHCSI OCHOBHBIMU METOJAMH 3aILUTHI IPOU3BOJACTBEHHOTO
NepCOHANIa U HACEJICHUS OT BO3MOXKHBIX TOCIIECTBHIA aBapuid, KaTacTpod, CTUXUHHBIX
OencTBUl

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

KaTacTpodax, CTUXUMHBIX O€ICTBHIX

Bnaners IpUEeMaMU 3alIUThl apXUBHOTO IIEPCOHAJIA, IOCETUTENIEN U
JTOKYMEHTAIBHOTO (POH/Ia OT BO3MOKHBIX MTOCIIEICTBUM aBapuid

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

3HaThb HOpMAaTHUBHbIE TPEOOBAHUS MPABWJI OPraHU3ALMH [TOJTyUYSHHSI, XpaHEHUS U
nepepadboTKH HH(OPMALIUU B ApXUBHOM YUPEXKICHUU

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

Buianers TEXHUKaMHU 0()OPMIIEHUS COMPOBOAUTEIHHOM TOKYMEHTALIUH TTOTy4EHUS,
XpaHeHus, nepepaboTKu apXUBHOW MH(OPMALIUU B YCIOBUSIX apXUBHOTO
yUpexKIACHUSA

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

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

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

Bnanets croco6aMu OIIeHUBAHUS 3HAUUMOCTH U MPAKTUYECKOU MPUTOTHOCTH
MOJIyYEHHBIX PE3YJIbTATOB;

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




OIIK-4  BiajgeHHEM HaBBIKAMU UCIIOJIb30BaHUS KOMIILIOTEPHON TEXHUKU U
MH(OPMALIMOHHBIX TEXHOJIOTHI B IOMCKE UCTOYHUKOB U JIUTEPATYPhl, UCIIOIb30BAHUU
MPABOBBIX 0a3 JaHHBIX, COCTABICHUHU OUOIHOTrpadUIecKuX U apXUBHBIX 0030pPOB

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, IPU COCTABICHUH OMOIMOTpagUUecKiX U apXUBHBIX 0030pOB
B paboTe apXuBa

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

OIIK-6  crocoOHOCTHIO pelaTh CTaHIapTHhIE 3aa4l PO(ecCHOHAIIBHON e TeIbHOCTH Ha
OCHOBe WH(OPMAIIMOHHON 1 OMOIHOTrpadguIecKoil KyabTyphl ¢ IPUMEHEHHEM HH(POPMAITMOHHO-
KOMMYHUKAIIHOHHBIX TEXHOJIOTHH M C YYETOM OCHOBHBIX TpeOOBaHMI MH(POpMAaMOHHON
0€e30I1aCHOCTH

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

YMmerb pelaTh cTaHapTHBIE 3a7jauu NPO(PECCUOHANBHOM eI TeIbHOCTH
apXHMBHCTa HA OCHOBE HH(OPMAIIMOHHON 1 OMOIHOTpaduecKoi KyIbTyphl
C IPUMEHEHNEM HH(POPMALIMOHHBIX TEXHOJIOT I

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

[TK-1 cmocoOHOCTHIO MPUMEHSITH HAYYHBIE METOBI TP UCCIIEIOBAHUU OOHEKTOB
MpoeCCHOHAIBHON e TENHHOCTH

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

Ymeth OLIEHUBATh U 00CYXJIaTh ClIOCOObI 3()(hEKTUBHOTO PELICHUs TPAKTUYECKUX
npodeccnoHaNbHBIX 33]a4 B Ipo(eccnoHalIbHOM e TeNbHOCTH

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

3HaTb OCHOBHBIC ITOJIOKCHUA I/IH(bOpMaHHOHHO-aHaHI/ITH‘{CCKOﬁ ACATCIIBHOCTHU

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

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

[1K-3 BrageHreM 3HaHUSIMH OCHOBHBIX NMPOOJIEM B 00JIaCTH TOKYMEHTOBEICHUS U

3HaThb aKTyalbHbIe TPOOJIEMBI B 00JIACTH JOKYMEHTOBEIEHUS U apXUBOBEICHUS

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

Bunaners HABBIKOM TTOMCKA pEIIeHUs MPoOsieM B 00JIaCTH JOKYMEHTOBEICHHS U
apXHUBOBEICHUS

[TK-4 criocoOHOCTBIO CaMOCTOSTENHHO PAd0TATh C PA3TUYHBIMA UCTOYHUKAMU HH(POPMAITUH




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

YmeTh CaMOCTOSITEIILHO HCIIOJIB30BATh NCTOUYHUKY WH(POPMAITUHU B
npodeccnoHaNbHOM IeATENBHOCTH MO padoTe ¢ JOKYMEHTaMU

Bnaners HaBbIKAMU OLICHUBAHUS 3HAUUMOCTHU U MPAKTUYECKON MPUTOTHOCTH

IIOJIYUYCHHBIX PE3YJIbTAaTOB IIOMCKA I10 JOKYMEHTaAM

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

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

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

Bnanets CIOCOOHOCTBIO TPUMEHSATH B JESITEILHOCTH OCHOBHBIE TEHICHINH

pa3BuTHS WHOOPMAIMOHHO-IOKYMEHTAITMOHHOTO 00eCTICUeHUS
YIPaBJICHUS apXUBHOIO JIeJIa

[TK-6 criocoOHOCTHIO aHATTM3UPOBATH CUTYAIUIO HA PhIHKE NH(GOPMAIMOHHBIX MTPOYKTOB U
YCIIYyT, JaBaTh SKCIEPTHYIO OLIEHKY COBPEMEHHBIM CHCTEMaM JIEKTPOHHOTO IOKyMEHTO000poTa
U BEJICHUS SJIEKTPOHHOTO apX1Ba

3HaTh

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

VYmMmern

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

Bnanets

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

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

3HaTh

OCHOBBI HCTOPUH U COBPEMCHHOT'O COCTOSAHHA Sap}I6€)KHOFO OIIbITa
yIpaBJICHUS TOKyMEHTaMU U OpPTraHU3allii UX XPaHEHUS B OT/ICIbHBIX
CTpaHax

YmMmern

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

Bnanets

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

ITK-8 cnocoOHOCTBIO AHAJIU3UPOBATH HCHHOCTb JOKYMCHTOB C LICJIbIO UX XPAHCHUSA

3HaTh 3aKOHO/IATENbHYIO 0a3y U OCHOBHBIE ITPaBUJIa YKCIEPTU3HI IICHHOCTH
JIOKYMEHTOB YUPEXKICHUS
Ymeth OpPraHu30BaTh MPOLEAYPY IKCIEPTU3bI U TPUMEHATh 3HaHUA 1o DII/],

KPUTEPHUH LIEHHOCTH IIPU 0TOOpE JOKYMEHTOB Ha XpaHEHUE




Bnanets

MpUeMaMU COCTaBJICHUS COMPOBOAUTEIHHON TOKYMEHTAIlMN, HABBIKAMH U
meTomukamu D1;
croco6aMu OIICHUBAHWS 3HAYUMOCTH JJOKYMEHTA - IIPOTOKOJIMPOBAHHE

Sl

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

3HaTh MIpaBUJIa COCTABJICHUsI OUOIMOTrpadUUecKiX U apXUBHBIX 0030pPOB

YMeTb aHAIM3UPOBATh MPABUJIA COCTABIICHHUS ONOIMOTpapUIECKUX U apXUBHBIX
0030poB

Brnaners HaBBIKOM HCIIOJIb30BAHUS B ICATEILHOCTH TPABHUI COCTABICHHUS

oubnuorpaduyecKix 1 apXuBHBIX 0030pPOB

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

K JOKYMCHTaM

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

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

BJIaIleTI) HaBBIKOM HCIIOJIb30BaHHA B ACATCIIBHOCTU OCHOBHBIX ITPUHIIUIIOB U

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

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

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

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

Buaners HaBbIKOM HCIIOJIb30BaHMS B JEATEIILHOCTH NPaBUII peepupoBaHUs U

aHHOTHPOBAHUS HAYYHOM JUTEPATyphl, HABBIKAMHU PEIAKTOPCKOM pabOThI

[TK-12 crtocoOHOCTBIO BEISBIATH M OTOMPATH JOKYMEHTHI JIJIsl pa3HBIX THUIIOB U BUIOB

myOIuKanui

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

BHJIOB ITyOJTUKAITUH

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

3HaThb IpaBHJIia BEACHUA Hay‘{HO-MCTOHI/I‘{eCKOﬁ pa6OTBI B TOCYJapCTBCHHBIX,
MYHUIUIIAJIBHBIX apXHUBaX U apXWBaxX OpraHHU3aln

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

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

MYHULUIIAJIBHBIX ApXUBAX U ApXUBAaX OpraHU3aALMN

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




3HaTh

HOPMATHUBHYIO 0a3y UCHOJIb30BaHUS KOMITBIOTEPHOI TEXHUKH U
MH(OPMALIMOHHBIX TEXHOJIOTHI B TOKYMEHTAIIUOHHOM 00€CIIeYeHUH
YIPABJICHUS U ADXUBHOM JI€JIE

YMers BECTH HAyYHO-METOANYECKYIO pPadOTy B apXHBE UCIOIH30BAHHUS
KOMIIBIOTEPHON TEXHUKH U MH(MOPMALIMOHHBIX TEXHOJIOTUI
Bnagers croco0amMM COBEPILIEHCTBOBAHUS NMPO(EeCCHOHAIBHBIX 3HAHUN 1 YMEHUH

IIyTEM HCII0JIb30BAHHA I/IHq)OpMaLII/IOHHBIX TEXHOJIOTHH - COCTaBJICHHUE
AOKYMCHTOB C HCKOTOPBIMHU 3aMCYaHHUAMU

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

3HaThL TCXHOJIOTMU JOKYMCHTAIUOHHOI'O obecneueHuUs YHIpaBJICHUA U apXHUBHOI'O
AcJIa Ha 0a3e UCHOIL30BAHUS CpCaCTB aBTOMATHU3allun

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

BJ'Ia,I[eTL CIIOCOOHOCTBIO COBCPHICHCTBOBATH TEXHOJOTUU NOKYMCHTALIMOHHOT'O

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

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

APXHUBHOM ICJIC

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

YmeTb BECTH HAyYHO-METOJANYECKYIO PA0OTY € 3KCILTyaTallMeld TeXHUUECKUX
CpPEICTB

Brnanets croco0amMu COBEPIIIEHCTBOBAaHUS MPO(ECCUOHANBHBIX 3HAHUIA U YMCHUI

apXHBapHyca IIyTeM C dKCIUTyaTallued TEXHUYECKUX CPENICTB

[1K-17 BnageHrneM METOaMH 3aIIUTH HHPOpMAIHH

3HaThb HOpPMAaTHUBHYIO 0a3y 3amuThl HHGOpMaIUu
YmeTh MPUMEHSTh METO/IbI 3aIlIUTHI UH(pOpMaLIUK
Brnaners croco0amMM COBEPILIEHCTBOBAHUS NMPO(EeCCHOHANBHBIX 3HAHUN U YMEHUN

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

Bnaners

HaBBIKAMHU pabOThI B cCHCTeMaX HHPOPMALMOHHOTO U TEXHHUYECKOTO
o0ecrniedyeHns JOKYMEHTAIIMOHHOTO 00ecieueHus yIpaBiIeHus 1
YIPaBIECHUS apXUBaMHU

ITK-19 ciocoOHOCTHIO UCITOIB30BATh MTPaBUJIa MOJATOTOBKH YIPABIECHYECKUX JOKYMEHTOB H
BEJICHUs JIEJI0BOU IIEPEIUCKU

3HaTh

MpaBUjia MOJATOTOBKHU YIPABIEHYECKUX JOKYMEHTOB U BEACHUS JEI0BOM
MIepPEeTnCKU




VYmMmern

AHAJIIM3UPOBATD ITPpaBUJjida HIOATOTOBKHU YIIPABJICHYCCKUX NJOKYMCHTOB 1
BCIACHUA HGHOBOﬁ MECPCIINCKU

Bnanets

CIIOCOOHOCTBIO UCIIOJIH30BATh ImpaBHJia MOATOTOBKU YITPABJIICHYCCKUX
JOKYMEHTOB U BEICHUA HGHOBOﬁ MEPCIINCKU

ITK-20 criocoOHOCTRIO UCTIONB30BATh MIPABHIIA OPTAHU3AIMH BCEX ITAMOB PabOTHI C
JIOKYMEHTaMH, B TOM YHCJIe apXUBHBIMHU JOKYMEHTaMHU

3HaTb IIpaBHJia OpraHnu3anru BCCX 3TAllOB pa6OTLI C JOKyMCHTaMH, B TOM 4YHUCJIC
APXHUBHBIMU JJOKYMCHTAMHA

Ymern AHAJIM3UPOBATH IIpaBUJIa OpraHru3alu BCEX O3TAIIOB pa6OTBI C
AOKYMCHTaMH, B TOM YHCJIC apXHUBHBIMU NOKYMCHTAMH

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

OopraHn3alnri BCCX OTAIIOB pa60TI)I C IOKyYMCHTaMu, B TOM 4YHCJIC
APXUBHBIMHU JOKYMCHTaMU

[1K-21 BnajmeHremM HaBbIKAMU COCTABJICHUS OMHUCEH /1€, TOATOTOBKHU JE K TIepeiaue B apXUB
OpraHu3aly, roCyJapCTBEHHbIN WM MYHULIUIIAJIbHBIN apXUB

3HaThb IIpaBUJIa COCTABJICHUS OIKUCEH J1e]1, IIOArOTOBKH JIE] K [Iepeaade B apXus
OpraHu3alyu, rOCyJapCTBEHHbIN WIA MYHULIUIIAJIbHBIN apXUB

YMmetb aHaJIM3UPOBATh IIPABUJIA COCTABIIECHUS OIUCEN JEll, TOATOTOBKH €1 K
repeaayde B apXuB OpraHu3aluu, roCy1apCTBEHHbBIN WIM MYHULIUITAIBHBIN
apXuB

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

OopraHu3anuvu, FOC}’)I&pCTBGHHLIﬁ 500048 MYHI/II_II/IHaJ'IBHHﬁ apXuB

ITK-22 cnocoOHOCThIO IIPUHHUMATDH Yy4aCTUC B pa60Te 110 MPOBCACHUTIO SKCIICPTHU3BI HCHHOCTHU

3HaThb IIpaBUJIa YKCIIEPTU3BI HEHHOCTH JTOKYMEHTOB

Ymetp WCIIO0B30BaTh 3HaHUs 1o DI/, kpuTepun 1IeHHOCTH TIpH 0TOOpE
JIOKYMEHTOB Ha XpaHEHUE

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

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

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

3HaTh HOPMAaTUBHYIO 0a3y U OCHOBHBIE ITpaBHJIa COCTABIIECHUS apXUBHBIX YUETHBIX
JOKYMEHTOB - IPUHIIMIIBI [IOCTPOEHUS CUCTEMBI Y4eTa K JOKyMEHTaM
apxuBa

YMers 0TOMpaTh HEOOXOIUMYIO HH(POPMALIHIO ISl YIETHBIX TOKYMEHTOB

Bnagers HaBbIKAMU O()OPMIICHHUS YUETHBIX JOKYMEHTOB K apXUBHOMY (DOHTY

I1K-24 BnaneHneM HaBbIKAMU OPraHU3alMy CIIPABOYHO-TIOMCKOBBIX CPEACTB U UCIOJIb30BaHUS
apXMUBHBIX JOKYMEHTOB

3HaTh HOpMaTUBHYIO 6a3y, mpuHLuIbel moctpoeHust HCA x jokymeHTam apxuBa,
HCIIOJIB30BaHUA JOKYMCHTOB KOHKPETHOT'O apXHUBa

YMmeTh OpraHU30BaTh MOUCK HeoOxoaumon nHpopMmaruu st HCA, 3ampoca no
(hoHTy KOHKPETHOTO apXHBa

Bnanets METOJIMKaMH, TEXHUKAMH U HaBbIKaMu odopmiieHus u oprannszamuu HCA,

HCIIOJIB30BAaHUA JOKYMCHTOB - COCTABJICHUEC JOKYMCHTOB C HCKOTOPBIMU
3aMCYaHUsIMHU




I1K-25 BnaseHrneM HaBbIKaMU MOJATOTOBKH YIIPABJIEHYECKUX TOKYMEHTOB U BEICHUS JEJI0BOU

3HaTh IIpaBUJIa IOATOTOBKH YIIPABICEHYECKUX JOKYMEHTOB U BEJCHUS JEI0BOU
MEPENUCKU

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

Buaners HAaBBIKAMU IIOJATOTOBKH YIPABICHYECKUX JOKYMEHTOB U BEIACHUS JEIOBOU
MEPENUCKU

[1K-26 BnaseHrneM HaBbIKaMU 00paOOTKH TOKYMEHTOB Ha BCEX dTamax JOKYMEHTO0000poTa,
CHUCTEMaTHU3alliH, COCTABIICHUSI HOMEHKJIATYPbI JeJ

3HaTh npaBmiia 00paboOTKK JOKYMEHTOB Ha BCEX dTamax JOKYMEHT0000poTa,
CHUCTEMaTHU3aIlMH, COCTABIICHNUS HOMEHKJIATYPHI JeJ

YMeTh AHAJIM3UPOBATH IIpaBUJIa O6pa6OTKI/I JAOKYMCHTOB Ha BCCX JTallax
I[OK}’MGHTOO60pOTa, cucreéMarusanuu, COCTaBJICHUA HOMCHKIIATYPbI ACJT

Bnanets HaBBIKaMH O6pa6OTKI/I JAOKYMCHTOB Ha BCEX 3TallaXx I[OKYMCHTOO60pOTa,
CUCTCMATHU3allUN, COCTABJICHUA HOMCHKIIATYPbI ACTI

[TK-27 crnocoOHOCTBIO MPUHUMATH Y4aCTHE B paboTe MO MPOBEACHUIO HKCIIEPTHU3BI IEHHOCTU
JIOKYMEHTOB

3HaThb IIpaBHJjIa SKCIIEPTU3BI ICHHOCTH JOKYMCHTOB

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

Braanets TEeXHUKaMHM, HaBbIKaMU U MeToaukamu D11JT;
croco0aMu OIIEHUBAHMS 3HAYMMOCTH JIOKYMEHTA - TPOTOKOIMPOBAHNE
O/, ee ananu3

IIK-28 BJIAAICHUCM HABBIKAMHU Y4€Ta U obecnieucHUs COXPAaHHOCTH JOKYMCHTOB B apXUBC

3HaThL HOPMAaTUBHYIO 6213}/ M OCHOBHBIC IIpaBuJjia COCTABJICHUA apXUBHBIX YYCTHBIX
AOKYMCHTOB - IPUHIHUIIBI ITIOCTPOCHUA CUCTEMBI YUCTA K JOKYMCHTAM

Ymeth 0TOMpaTh HEOOXOAUMYIO HH(OPMALIHIO [T YYETHBIX JOKYMEHTOB

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

I[HK-I CIIOCOOHOCTBIO pa3p8.68.TBIBaTB MaKCThI JIOKAJIbHBIX HOPMATUBHBIX dKTOB U HOPMAaTUBHO-
MCTOANYCCKUX NTOKYMCHTOB I10 I/IH(i)OpMaI_II/IOHHO-)IOKyMeHTaI_H/IOHHOMy 00ecIeYeHn o
YHpaBJICHUA U apXUBHOMY XPaHCHHUIO JOKYMCHTOB

3HaTh

Ymers aHAJIM3UPOBATh MPaBUJIa COCTABIICHUS TAKETOB JIOKATbHBIX HOPMATHUBHBIX
aKTOB U HOPMAaTUBHO-METOAMYECKHUX JOKYMEHTOB MO0 HH(POPMAIIMOHHO-
JIOKYMEHTAIlMOHHOMY 00€CIIEUeHHIO YIIPABICHUS U ApXUBHOMY XPaHEHHUIO
JIOKYMEHTOB

Bnagets HaBBIKOM COCTAaBJIEHUSI OCHOBHBIX MTPaBUJI COCTABIICHUS TAKETOB
JIOKaJTbHBIX HOPMATUBHBIX aKTOB M HOPMATUBHO-METOIMYECKUX
JOKYMEHTOB 10 HH(POPMAITMOHHO-T0KYMEHTAIIUOHHOMY 00ECTIeUeHHUIO0
yIpaBJICHUS U apXUBHOMY XPaHEHHUIO JOKYMEHTOB

JIIK-2 criocoOHOCTBIO OPUEHTHPOBATHCS B 3aKOHOIATENIFHONW M HOPMAaTHBHO-METOANYECKON
6a3e nH(pOpPMALIMOHHO-T0KYMEHTALIUOHHOTO 00eCIIeYeHUs YIPaBICHUs U apXUBHOTO JeJ1a U
CMEXHBIX obnacTeit




3HaTh

MIPABOBBIE OCHOBBI HH(POPMAITMOHHO-JOKYMEHTAI[HOHHOTO 00ECTICYeHHS
YIPaBICHUS U apXUBHOIO JI€J1a I HY XK/ KOHKPETHOTO apXUBHOI'O
YUPEKICHUS

YmMmern

MPUMEHSITHh Ha IPAKTHKE B MPOPECCHOHATBHON ACITEILHOCTH 3HAHUS
npaBoBbIX 0ocHOB MJIOVY u apxuBHOro Aena B KOHKPETHOM apXMBHOM
YUpEKICHUU

Bnanets

MCTOJUKaMU O(bOpMJ'IeHI/IH N XpaHCHUA JOKYMEHTOB C YUCTOM HOPM

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

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

YMmerb aHAJIM3UPOBATH OCHOBBI TPYJOBOTO 3aKOHOIATEIHCTBA, OCHOBHBIE ITPaBUIa
Y HOPMBI OXpaHbl TpyAa

Bnaners HaBBIKOM HCIIOJIB30BAHMS B ACSITEIIBHOCTA OCHOB TPYAOBOTO

3dKOHOAATECJIbCTBA, OCHOBHBIX IIPABUJI U HOPM OXpPaHbI Tpyda




6. CTpykTypa u conep:xxanue npakruku/HAP

O6mas tpynoemkocth npakTuku/HUP cocraBmsier 3 3adyetHbix eamauil 108 akan.
YacoB, B TOM YHCIIE:

— KOHTakTHas padora — 0,2 akaj. 4acos:

— caMmocrosTenbHas pabora — 103,9 akan. 4acos;
- B popme nmpakTuyeckoit moarotoBku — 108 akaza. qacos

Ne
n/n

Paznensl (3Tanbl) U coAepKaHue
HPaKTHKA

Kypc

Bujpl paboT Ha paKTHKeE,
BKJIFOYAs CAMOCTOSITEIbHYIO paboTy

Ko xomneTeHyu

IToaroToBUTENBHEIN 3TAIl

[IpocnymmuBaHue MHCTPYKTaxka IO
TeXHUKE O€30I1aCHOCTH, BBOJHOIO
HHCTPYKTaXa II0 OXpaHe TpyAa U

MOJTy4eHUE WH/IMBUYaIIbHOTO
3aJjaHusA Ha TPAaKTHKY B paMmKax
TEMBI BBIITYCKHOI

KBaJIU(pUKaIIMOHHOH paboTsl (BKP)

OK-9, OK-10, OIIK-1, OIIK-4,
OIIK-6, IIK-1, TIK-8, TIK-14, TIK-
16, TIK-17, TIK-18, I1K-22, TIK-
27, I1IK-28, ATIK-2, T1K-2, T1K-3,
IK-5, TIK-6, T1IK-7, ITK-9, TIK-
11, TIK-12, T1K-13, I1K-15, I1K-
20, IIK-21, TIK-26, JIIK-3

COop MpaKTHYECKOrO Marepuana
g Hanucanus BKP

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

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

DopMyIUpoBKa
TpeIBApUTEIBHBIX PEKOMEH AN
0 UcclielyeMoii npodieme

IIpoBesieHre aHanM3a JTOKYMEHTOB
06a3pl NpakTUKM M pa3paboTka
HPOCKTOB JOKYMEHTOB B paMKax
TEMBI HCCIICAOBAHMS.

OK-9, OK-10, OITK-1, OITK-4,
OIIK-6, TTK-1, TTK-8, TTK-14, TTK-
16, TIK-17, TIK-18, T1K-22, TIK-
27, TIK-28, JIMK-2, TIK-2, TTK-3,
TIK-5, TTK-6, [TK-7, TTK-9, TTK-
11, TIK-12, TIK-13, TIK-15, TTK-
20, TIK-21, TTK-26, JI[TK-3

IIpemzamura BKP

Ioaroroska k mnpenzamure BKP.
Odopmierne oTuéTa o
MPEeIUINIOMHON PAKTHKE.

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




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

8 YueOHo-MeTOAUYecKOe M MHPOPMaIHOHHOe 00ecniedeHue npakTuxku/HUP

a) OcHoBHas1 IUTEpPaTYypa:

JlokymeHTaIrmoHHoe obOecrieueHue ynpasiaeHus : yueonuk / A. C. I'punbepr u ap. - M. :
IOHUTU-TAHA, 2011. - 1 snekrpon. ont. guck (CD-ROM). - 3arn. ¢ TuTyn. 3KpaHa. -
(Yuebnass  nurepaTypa a8 BbICI. W cped.  mpod.  obpas.). - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/10794
40/427 .pdf&view=true (mata oOpamenus: 25.08.2020). - Makpooobekr. - Tekcr
AIIEKTPOHHBIN. - CBeenus noctynusl Takxke Ha CD- ROM.

JIOKyMEHTallMOHHOEe ~ O0eCrieueHue yIpaBiCHHs Ha MPEANPUATHSAX  Pa3IMUHBIX
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'. W. Hocoga, 2020. - 1 CD-ROM. - ISBN 978-5-9967-1816-0. -
3aru. c TUTYIL. JKpaHa. - URL :
https://magtu.informsystema.ru/uploader/fileUpload?name=4125.pdf&show=dcatalogues/1/1535
269/4125.pdf&view=true = (mara o6pamienus: 25.08.2020). - MakpooObekr. - Tekcr
AIIEKTPOHHBIN. - CBerenus noctymnusl Takke Ha CD- ROM.

Anoxuna, C. A. KypcoBas pabora 0O JAOKYMEHTOBEICHUIO, AapXUBOBEICHUIO,
OpraHMW3allil ¥ TEXHOJIOTHMH JIOKYMCHTAIIMOHHOTO OO0CCIICUeHUsI YIpaBlIeHUS : y4eOHO-
Meroandeckoe mocooue / C. A. Anoxuna, A. K. Makaposa, 1. B. CamapokoBa ; MI'TY. -
Maruutoropck : MI'TY, 2016. - 1 anekrpon. ont. auck (CD-ROM). - 3ari. ¢ Tty 3kpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1130
337/2535.pdf&view=true  (mara o6pamenus: 24.08.2019). - Makpooosekt. - Tekcr
AIIEKTPOHHBIN. - CBeieHus noctymnHsl Takke Ha CD- ROM.

0) /lonmoJiHUTEIbHAS JINTEpATYypa:

Benukanosa, C. C. KagpoBoe 1enonpou3BOJICTBO U apXUBbI JOKYMEHTOB IO JMYHOMY
COCTaBy: MpakTHKyM : mpaktukym [mis By3oB] / C. C. BenukanoBa, M. B. Kamy0a ;
MarnuTtoropckuii roc. Texuudeckuid yH-T uM. I'. 1. HocoBa. - Maraurtoropck : MI'TY um. I'. K.
HocoBa, 2020. - 1 CD-ROM. - 3arn. ¢ turynokpana. - URL
https://magtu.informsystema.ru/uploader/fileUpload?name=4126.pdf&show=dcatalogues/1/1535
271/4126.pdf&view=true (mara ooOpamenus: 25.08.2020). - MakpooObekr. - TekcT
ANIEKTPOHHBIN. - CBeieHus noctynHsl Takxke Ha CD- ROM.

MecTtHOE camoOyIpaBiieHHe U MYHUIIUIIAILHOE yIpaBieHue : yueOHuk / mox pea. A. C.
[TpynuukoBa, M. C. Tpodumosna. - 2-e uza., nepepad. u gon. - M. : KOHUTU-JAAHA, 2011. - 1
a5ekTpoH. onT. nuck (CD-ROM). - 3arn. ¢ tutysn. skpaHa. - (YueOHas TuTepaTypa Jisl BBICIL U
cpen. pod. o0pa3.). - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=389.pdf&show=dcatalogues/1/10793
27/389.pdf&view=true (mata oOpamenus: 25.08.2020). - Makpooobekt. - Tekcr
JIEKTPOHHBIN. - CBeleHns nocTymHbI Takke Ha CD- ROM.

B) MeToanueckue yKazaHus:
Metoanueckre peKoMeHAauu K 0(OPMIICHUIO OTYETA 110 MPAKTHKE


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

OO6s3arenbHOll (OPMOI OTYETHOCTH CTYJACHTA-NIPAKTUKAHTA SBISETCA MHCbMEHHBIN
OTYerT.

Otuét odopmisieTcs B me4aTHoM Buze B coorBeTcTBUM ¢ TpeboBanusmu [OCT P 7.0.97-
2016. Hamuwonansubiii crangapt Poccuiickoii ®enepanuu. Cucrema CTaHAApTOB IO
uH(popMaIuy, OUOIMOTEUHOMY M M3JaTelnbCcKOMY Jaeny. OpraHu3alMOHHO- PaCHOpsIUTElIbHAS
nokymeHTanus. TpeboBanus kK odopmiieHuro gokymeHToB" (yTB. IIpmka3zom Poccranmapra ot
08.12.2016 Ne 2004-cT) (pexn. ot 14.05.2018).

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

20 MM — JI€BOE;

10 mm — npaBoe;

20 MM — BepxHee;

20 MM — HUXKHEE.

TexcroBeiii pemakrop Microsoft Word, mpudpr Times New Roman, xerms 14,
MEXCTPOUYHBIN nHTEpBa — 1,5.

Bropyto u Bce mnocnenymomme cTpaHHibl OTuéTa HyMepyroT. Homepa crpaHuil
IIPOCTABJISIIOT MOCEPEMHE BEpXHEro mojs jucrta. Ao3amubiii orcryn (1,25 cMm) u nepeHocs
YCTaHABIMBAIOTCA ABTOMATHUYECKHU.

CopepxaHue oT4eTa JI0JKHO BKJIKOYATh CIIEIYIOIINE pa3elibl:

1. TUTYBHBIN JIUCT 1O YCTaHOBIIEHHOU (opme

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

3. Xapakrepuctuka BKP (Tema, HayyHBIi PYKOBOOUTENb, LEIb, OOBEKT, MPEAMET
UCCIIeIOBaHMsI, 3a/1a4M, 0a3a MPOBEIACHHI UCCIIEI0OBAHUS, CTPYKTYpa paboThI).

4. Kpatkoe conepkanue Teopetudeckoit uactu BKP.

5. Onucanue NpaKTU4YECKON YaCTU UCCIIEJOBAHMS.

6. PekoMenaanuu mo uccienyemMoin npooieme.

CTYHGHTaM'HpaKTI/IKaHTaM PECKOMCHAYCTCA Ha IMPOTANKCHUUN BCCTO nepuoaa
MPOXOKACHUA IMTPAKTUKH BECTU THCBHUK ITPAKTHUKHU.

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

IIporpammuoe obecnieueHue

HammenoBanmne o
0o Ne noroBopa Cpok JIeiCTBUS JIUIICH3UH
MS Windows 7 [J1-1227-18 ot 08.10.2018 11.10.2021
MS Windows 7 [J1-757-17 ot 27.06.2017 27.07.2018
MS Office 2007 |Ne 135 ot 17.09.2007 0eccpoyHO
7Zip CBOOOHO 0OECCPOUHO
Adobe Reader  |cBoGomHO 0EeCCPOYHO
FAR Manager |cBoOoaHO OCECCPOUHO

IIpodeccuonanbubie 6a3bl JAHHBIX U HH(POPMaLIMOHHbIE CIIPABOYHbIE CHCTEMbI
HazBanue kypca Ccpuika

OnekTpoHHass ~ 0a3a  NEPUOIUYECKUX
m3nanuit East View Information Services, [https://dlib.eastview.com/
000 «MIBUC»
Wudopmannonnas cuctema - EnuHoe
okHO Jgoctyma Kk uHpopmanmonaeM|URL: http://window.edu.ru/
pecypcam



https://dlib.eastview.com/
http://window.edu.ru/

denepanpHOE roCyAapCTBEHHOE
OropkeTHOE yupexacHue «DenaepanbHbIN

URL: http://www..fips.ru/

Harmmonansaas nH()OPMAIIMOHHO-
aHajuTHYeCcKasd cucremMa — Poccuiickuit
uHJEeKC HayyHoro nutuposanus (PYTHII)

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

ITouckoBas cucrema Axkamemus Google
(Google Scholar)

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

Poccuiickas I'ocynapcrBennas
oubanoreka. Karamoru

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

DNEeKTPOHHBIE  pecypchl  OMOIMOTEKH
MI'TY um. I'"1. Hocosa

http://magtu.ru:8085/marcweb 2/Default.asp

@denepanbHbIil 00pa3oBaTeNbHbIN TOpTAal

http://ecsocman.hse.ru/

- OKOHOMHUKA. Conuomorus.
MeHneKMEHT

YHuBEpcHUTETCKas nHpopMaImoHHas
cucrema POCCHUS

https://uisrussia.msu.ru

MesxayHapoHas HAYKOMETpHUYECKast
pedepaTuBHas W IIOJIHOTEKCTOBas 0Oas3a
JaHHBIX HayuyHbIX wu3ganuii «Web of
science»

http://webofscience.com

MexnynapoaHas pe(bepaTI/IBHas{ u
IMOJJHOTEKCTOBAA CIIpaBOYHas 0aza
JAHHBIX HAYYHBIX U3JIaHuN «Scopus»

http://scopus.com

MC)K,Z[YHapO,[[HaSI 0a3a ITOJHOTEKCTOBBIX
xypHasoB Springer Journals

http://link.springer.com/

MexnyHapoaHasi KOJUIEKUIHS Hay4YHBIX
IMPOTOKOJIOB TI0 PA3JIMYHBIM OTpaCiIIM
3Hanmii Springer Protocols

http://www.springerprotocols.com/

MexayHaponHas — 6a3a  CIIPaBOYHBIX
W3JaHUM TI0 BCEM OTpacisiM  3HaHUHU
SpringerReference

http://www.springer.com/references

MexnyHaponnas pedepartuBHas 51
IIOJIHOTEKCTOBAS CIpaBOYHAs 6aza
JaHHBIX HAYYHBIX W3MaHUN  «Springer
Nature»

https://www.nature.com/siteindex

ApxuB Hay4YHBIX KypHaJIOB
«HamonansHBIN 3JIEKTPOHHO-
nHpopManuoHHbI  KoHnopruym» (HIT
HBUKOH)

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

Nudopmannonnas cucremMa -
HopmatuBHbie MIPaBOBbIE aKTHI,
OpraHU3alMOHHO-PACTIOPSAIUTENbHBIC

JTIOKYMEHTHI, HOPMAaTHBHBIE u
METOANYECKUE JTIOKYMEHTBI u

IIOATOTOBJICHHBIC npoeKTm }IOKYMeHTOB
[0 TEXHWYECKOM 3ammre WHPOpMaLuu
OCTOK Poccun

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

Wudopmanmonnas cucrema - bank
JTAHHBIX yIrpo3 0€301acHOCTH
uHpopmannu GCTOK Poccun

https://bdu.fstec.ru/



http://www1.fips.ru/
https://elibrary.ru/project_risc.asp
https://scholar.google.ru/
https://www.rsl.ru/ru/4readers%20/catalogues/
http://magtu.ru:8085/marcweb%202/Default.asp
http://ecsocman.hse.ru/
https://uisrussia.msu.ru/
http://webofscience.com/
http://scopus.com/
http://link.springer.com/
http://www.springerprotocols.com/
http://www.springer.com/references
https://www.nature.com/siteindex
https://archive.neicon.ru/xmlu%20i/
https://fstec.ru/normotvorcheskaya/tekhnicheskaya-zashchita-informatsii
https://fstec.ru/normotvorcheskaya/tekhnicheskaya-zashchita-informatsii
https://bdu.fstec.ru/

9 MartepuajbHO-TeXHHYECKOe o0ecnieyenne npakTukun/HUP

MatepuaabHO-TEXHHUYECKOEe OOECIeUeHrnEe OpraHU3alluil pa3IMyHbIX OpraHU3alMOHHO-
paBoOBbIX (HOpPM MO3BOJIAET B IMOJHOM OOBEME peaqu30BaTh ILeNW M 3aJayd MPaKTUKA U
c(hOopMHUPOBATH COOTBETCTBYIOINE KOMITCTSHITHH.



IIpunao:xenue 1

OueHouyHble  cpeacTBa IS NpoBe/IeHusI NMPOMEKYTOYHO# aTTrecTalnuu no
MPOU3BOACTBEHHOH — NMPEeJAMIUIOMHOM NMPaAKTUKeE

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

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

- IUCbMEHHBIN OTYET

- THEBHUK IIPaKTUKU;

- HHAMBUyalIbHOE 3a/laHUE;

- XapaKTepUCTHKa PYKOBOJIUTEIIS IPAKTUKN OT OPraHU3aLMU C OLEHKOM;

-TIOJIHBIN (uepHOBOM) TekcT BKP;

-nokiian Ha npenzamury BKP.

IIpumepHOe MHAUBHUAYAIbHOE 3aJaHHE HA IPOU3BOJACTBEHHYIO IPAKTUKY
Lenv npoxooicoenus npaxmuxu:

- U3y4eHHE olbITa paboThl B cepe IeATeNbHOCTH, COOTBETCTBYIOIIEH HAIpPaBIICHUIO
46.03.02 «/lokyMeHTOBEICHUE U apXUBOBEICHUEY;

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

- 3aKpeIUIeHUe U YriyOlIeHne TeOpeTHIECKOM MOArOTOBKH, MPHOOpETeHNEe MPAKTHIECKUX
HaBBIKOB M KOMIIETEHLIMH, a TaK)Ke OIbITAa CAMOCTOATEIbHON MPO(EeCcCHOHANBHOM AeATEIbHOCTH
B O0JIaCTM OpraHM3allid M TEXHOJOTUH JTOKYMEHTAllMOHHOTO O0€CHedeHUs YNpaBiIeHUS H
apXUBOBEICHMUS.
3aoauu npakmuku:

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

a s wn

apXHMBOBE/ICHMUIO.

6. ®opmupoBaTH YMEHHE aHATU3UPOBATh PE3YJIbTAaThl COOCTBEHHOW JIEATEILHOCTH,
CBOEBPEMEHHO M KaYeCTBEHHO OTUUTHIBATHCS O PE3yJbTaTax MPAKTUKH.
Bonpocul, noonescawue uzyuenuio:.

- H3ydeHue  JOKaJbHBIX HOPMATHUBHBIX  aKTOB  PETYIUPYIOIIHUX  JEATEIbHOCTh
MPEIPUATHSI, OpTaHU3AIUH, YIPEXKICHUS, PUPMBI.

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

- Ananu3 pabodero MecTa KaHIEIIPCKOTO paOOTHHUKA.

- O3HakoOMJIEHWE€ C OpPraHU3alMOHHO-PACTIOPAIUTEIIBHON CHUCTEMON JOKYMEHTAIUU
OpraHu3aluy, yUpexaeHus, Gupmeol.

- TloaroToBka MpoEeKTOB OPraHU3AUOHHO-PACTIOPSAUTEIHPHON TOKYMEHTAIUH.

- Opra#mzanus JOKYMEHTOOOOpOTa B OpraHu3anuu, yupexiaeHuu, ¢upme. IIpaBuia
npueMa, OTIPABKU, PETHCTPAIMA KOPPECTIOHACHIIMN B OpTaHMU3aIlui. AHAIU3 mpolecca
OpF aHU3alnn KOHTpOJ’I}I HUCITIOJIHCHU S I[OKyMeHTOB, OpF aHU3al A pa60T1>1 I/ICHOJIHHTGJIeﬁ
C JOKYMEHTaMH.



- IlpaBuna ¢opmupoBaHus JAed, NOPSAOK OpraHU3alMyd ONEPAaTUBHOIO XPaHEHUS
JIOKYMEHTOB.

- llpaBuna ¥ MNOPAAOK CO3JAHUS W BEICHUS HOMEHKIATYpbl JEJI OpraHu3aluu Hu
CTPYKTYPHBIX IIOIPa3ACICHUMN.

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

- CocraBieHue HOMEHKJIATYPbI A€l

- Odopmienue nen At apXUBHOTO XPaHEHHUS.

- OdopmiieHre BHYTPEHHUX OMKCEH U JIMCTOB-3aBEPUTEIICH JIeT.

- Ilepenaua nen Ha apXUBHOE XpaHEHHUE.

- BrimonHeHue oneparuii Mo oCymecTBICHUIO padOThI JIEKTPOHHOTO apXHBa
opranu3zaimuu, B ToM yucie B COJI.

- OcymiecTBIeHHE XpaHEHUsI, KOMIUIEKTOBAHHUS, y4eTa U UCIOJIb30BaHUS apXHUBHBIX
JIOKYMEHTOB:
1) opopmiieHre JOKYMEHTOB 110 UTOTaM SKCIEPTU3bI LIEHHOCTH (TIPOTOKOJIBI 3aCEAaHUS
DK, aKThI O BBIJICIICHUH IOKYMEHTOB K YHUUYTOXKCHHIO U T.J1.);
2) BeJIcCHHE YYETHBIX JOKYMEHTOB apXuBa (KHHUTa MMOCTYIJICHHUH, CTUCOK (POHJIOB, JTUCT
dboHga, apXUBHBIX ONUCEH, Aeno GoHAa, MACIOPT apXUBa, NACIOPT APXUBOXPAHUIIUIIA U
T.1.);
3) cocTaBieHHE aKTOB MTPOBEPKU HATHYMUS U COCTOSIHUSI JIEIT;
4) co3nanue, nonoiHenue u copepuiencrsoBanue CHCA apxuBa (omucanue J0KyMEHTOB
U JIeTI, KaTaJloToB, IIyTeBOAUTENEH, 0030pOB, yKa3aTese, nepedHeil u 0a3 JaHHbIX);
5) CopeiicTBHE UCTIONB30BAHUIO JOKYMEHTOB apXHBa:
a) UCTIOJTHEHUE 3anpocoB (0popMiIeHHE apXUBHBIX CIPABOK, APXUBHBIX KOMHH,
APXUBHBIX BBIMIMCOK, MH)OPMAITMOHHBIX ITHCEM);
0) BBIJIa4a MOIJTHHHBIX JOKYMEHTOB U JIETT;
B) MyOJIMKalLMs apXUBHBIX JOKYMEHTOB;
') OpraHu3aIvs BHICTABOK;

) UCHOJb30BaHME JOKyMeHTOB apxuBa B CMMU (mepuoauueckas 1eyars,
panuornepenayuu, TeJIeBUICHUE) U T.J.
IInanupyemvle pesynbmamsl NPAKmMuKu:
- TMOATOTOBKAa PEKOMEHJAIMI MO YCTPaHEHUIO0 WIM MMHUMH3AIMM BBIABICHHBIX MpoOieM
(pexkoMeHJalUKU  JOJDKHBI  OBbITh OOOCHOBAaHHBIMM, T.€. COINPOBOXKJATHCS CChUIKAMHM Ha
COOTBETCTBYIOILIME HOPMATUBHO-IIPABOBBIE aKTHI U T.I1.);
- IOITOTOBKA BBIBOJIOB O JIEATENBHOCTH MPEANPUATUN WIN OpraHu3aluii, B chepe npakTUIeCKux
PEKOMEH 1Al IO COBEPIIEHCTBOBAHUIO OPTraHU3allMOHHBIX U IOKYMEHTALlMOHHBIX aCIIEKTOB UX
JeSITEIIbHOCTH;
- olleHKa 3()()eKTUBHOCTH MPOEKTOB U MPOrPaMM IO COBEPIIEHCTBOBAHUIO JOKYMEHTAIIMOHHBIX
MIPOLIECCOB U MPOLIECCOB APXUBHOTO XPaHEHUS JOKYMEHTOB, BHEAPSEMBIX Ha MPEAIPUITHAX;
- OIIEHKA Ka4yecTBa YIPaBICHUECKUX pelieHui B cepe opranuzanuu u trexnonaorun 10V,
apXMBOBEICHUS,
- myOJIMYHas 3alIUTa CBOUX BBIBOJIOB U OTYETA MO MPAKTHUKE;
- cucTeMaru3anus M 0000LIeHMe MaTepuaia A HaluCaHus KYpCOBBIX paboT H

BBIIMTYCKHON KBaTH(PUKALMOHHON pabOThI

Pykogooumenv npakmuku om opzanusayuu/npeonpusmus oQOpMISIET XapaKTEPUCTUKY U
BBICTABIISIET TU(PGEPEHIIMPOBAHHYIO OILICHKY CTYACHTY B JOKYMEHTaX, IPEACTaBIIEMBIX
cryneHToM Ha kKadenpy. [Ipu BeICTaBICHUHM OLIEHKH PYKOBOIMTENh MPAKTUKU OT OpTaHHU3aluU
NPEJICTaBIISIET OT3BIB O PA0OTE CTYIEHTA O CIIEAYIONIEMY IUIaHY:



- CPOKH ITPOXOKICHMSI IPAKTUKH;

- IIOJIHOTA U3YYEHUS BCEX BOIIPOCOB, IIPEAYCMOTPEHHBIX IIPOrPaMMON PAKTUKY;

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

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

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

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

- PykoBoauTenb MpakTHKOW OT opraHu3aunuu. J{OMKHOCTH, (haMuins, TOAIMKCH,
11e4aTh.

Ilo nroram NpakTHKHU CTyAECHTY B 3a4ETHYIO KHWKKY PYKOGoOumenem npaKkmuKku om
Kaghedpur BicTaBisAeTCs AU PepeHIpoBaHHAsE OTMETKA 33 MPOU3BOJCTBEHHYIO MPAKTUKY IO 5
0aIbHOM cHCTEME: «HEYIOBIETBOPUTEIBHOY, «yI0BIETBOPUTEILHOY, «XOPOLIO», KOTINYHO.

OneHka pyKOBOIUTENS MPaKTHUKK OT KadeApbl MOXKET OTIMYaTbCs OT OLEHKH,
BBICTABJICHHOW PYKOBOJUTENIEM IIPAKTUKU OT OPraHU3aLUH.

PykoBoauTenu NpakTUKK BBICTABIISIOT OLIEHKU B COOTBETCTBUU C KPUTEPUIMU,
npeacraBieHHbiMUA B Tabmunax 1, 2.



