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1. llenp npeaIUIUIOMHON NPAKTUKH

[{enssMu TPOM3BOACTBEHHOH (TIPEITUTIIIOMHON ) TIPAKTUKH SIBJISIOTCSI:

1. 3akpemyieHHe W peanu3alus TEOPETUYECKUX 3HAHUU CTYACHTOB, CHEUUATUZUPYIOLUIUXCS B
00JacTi JOKYMEHTAIlMOHHOTO 00ecrieYeH s YIPaBICHUS U apXUBOBEICHUSI.

2. YrnyOneHne MPaKTUYECKHX HABBIKOB CAMOCTOSTENIbHOW paboThl B 00JacTH HCCIEIOBAHUS
CUCTEM JOKYMEHTALMOHHOTO 00eCreYeHHsl YIPaBIeHUs U apXHUBOBEICHUSI.

3. Pa3BuTHe 00mMX U TPOPECCHOHATBHBIX KOMIIETEHITHA.

4. TIpoBepka TOTOBHOCTH OOYYaroIIErocs K CaMOCTOSITEILHON TPYIOBOM ACATENHHOCTH, a TaKKe
MOJITOTOBKA K BBHITIOJHEHUIO BHITYCKHOHN KBaTU(PUKAIIMOHHON pabOTHI B OPraHU3aIUsIX.

2. 3a1a4u npeIINIIOMHOI MIPAKTHKH:
- U3y4eHNEe 0COOEHHOCTEH OPraHN3aIlMOHHON CTPYKTYPHI IPEANPHUITHS i BUAOB JICSTEIbHOCTH;
- u3ydeHue cTpykrypsl ciayxObl JIOY, dopm paboThl ¢ JOKyMEHTaMH, IITATHOTO COCTaBa U €€

byHKIINIA;

- U3y4eHHe HOPMATUBHO-TIPaBOBO 6a3bl ciry:x0b1 IOV

- TpPOBEICHHE aHaNM3a OPraHW3allMd W TEXHOJOTMH JIOKYMEHTAIlHOHHOTO O0eCHeueHUs
yIpaBiieHUs (M3y4eHUE TOKyMEHTO000pOTa, TEXHOIOTUH 00pa0OTKU JOKYMEHTOB B TPaIUIIMOHHBIX
¥ aBTOMAaTH3MPOBAaHHBIX CHCTEMax, HPUOOpPETEHHE HABBIKOB paboThl ¢ HHGPOPMAIIOHHO-
MIOWCKOBBIMU CHUCTEMAaMU;

- COoop n aHanM3 MarepuanoB, HHGOPMAITHH, HEOOXOAUMBIX IS BHITIOJHEHUS KBATU(DUKAITMOHHON
paboTHI.

3. Komnerenuun, ¢gopmMupyemble y 00y4ar0NIerocss B MpoIecce MpPOXoKIeHns MpeaIuII0OMHON
NMPaKTUKH

O6mmue: (OK)

OK 1. [ToHHMAaTh CYIIHOCTh M COLMATIBHYIO 3HAUMMOCTh CBOEH Oynymieit npodeccun,
IIPOSIBJIATH K HEW YCTOWUYMBBIA UHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO J€SITEIbHOCTD, BEBIOMPATH TUIIOBBIE METO/IBI U CIIOCOOBI
BBINOJIHEHUS NMTPO(EeCCHOHANBHBIX 33/1a4, OLIEHUBATh UX 3()(HEKTUBHOCTH M KaYeCTBO.

OK 3. IlpuHuMarth peuieHus B CTaHIapTHBIX U HECTAHIAPTHBIX CUTYallUsAX U HECTH 32 HUX
OTBETCTBEHHOCTb.

OK 4. OcymiecTBIATh MOUCK ¥ UCIOJIb30BaHUE MH(GOPMAITUH, HEOOXOIUMOMN TSt
3(PEKTUBHOTO BBIMOJTHEHUS TPOPECCHOHAIBHBIX 3a7a4, MPOPECCUOHATHPHOTO W TMYHOCTHOTO
pa3BUTHSA.

OK 5. Ucnionp3oBath nH)OPMAITMOHHO-KOMMYHHKAITMOHHBIE TEXHOJIOTHH B
npodeccnoHaNbHOM e TEIbHOCTH.

OK 6. PaGoTath B KOJUIEKTHBE U KOMaH/Ie, 2P(HEKTUBHO O0IIATHCS C KOJUIETaMH,
PYKOBOJICTBOM, IOTPEOUTEISIMHU.

OK 7. bpaTp Ha ce0s1 OTBETCTBEHHOCTh 32 PabOTy YJIEHOB KOMaH/IbI (TOAYMHEHHBIX ),
pE3yNbTaT BHIOJIHEHUS 3a/laHUH.

OK 8. CamocTosiTeIbHO ONPEACNATh 3aa4u MPOGECCHOHATHHOTO M JIMYHOCTHOTO Pa3BUTHS,
3aHMMAaTbCA CaMO0Opa30BaHKEM, OCO3HAHHO MJIAHUPOBATh MOBHIIICHNE KBATU(UKALIUH.

OK 9. OpueHTHpOBATHCS B YCIOBHSIX YaCTONH CMEHBI TEXHOJIOTHI B TPO(hecCHOHATbHON
NESTENBHOCTH.

[Tpodeccunonansusbie: (I1K)
IIK 1.1. KoopaunupoBaTh paboTy opraHuzanuu (IPUEMHON PYKOBOAWTEINS), BECTU MPUEM
IIOCETUTEIICH.



I1K 1.2. OcymiectBasaTh paboTy MO MOATOTOBKE M MPOBEACHUIO COBEIIAHUH, JIEIIOBBIX BCTPEY,
MIPUEMOB U TIPE3CHTAIUM.

[IK 1.3. OcymecTBisiTh TOATOTOBKY JI€JIOBBIX MOE3/I0K PYKOBOJIMUTENSI U APYTUX COTPYAHUKOB
OpraHH3aIiH.

I1IK 1.4. Opranu3oBsiBaTh pabouee MEeCTO CEKpeTaps U pyKOBOIUTEIS.

IIK 1.5. OdopmisaTh B perucTpupoBaTh OPraHU3AMMOHHO- PACIOPSAUTEIBHBIE JTIOKYMEHTHI,
KOHTPOJIMPOBATh CPOKU MX UCTIOTHEHUS.

I[IK 1.6. OGpabGarpiBaTh BXOAAIINE M MCXOIAIINE JOKYMEHTBI, CHCTEMATH3UPOBATh WX,
COCTaBJISITh HOMEHKJIATYpy 1l U (POpMUPOBATH JOKYMEHTHI B JIeJa.

IIK 1.7. CamocrtosaTenbHO paboTaTh C JOKYMEHTaMH, COJEPKAIMMH KOH(PHUIACHIIMAIbHYIO
uH(pOpMaIIKIO, B TOM YHCIIE C TOKYMEHTAMH IO JINYHOMY COCTaBY.

ITK 1.8. OcymiecTBasaTh TenehoHHOE 0OCTYKUBAaHKE, IPUHUMATH U IepeaaBaTh (HaKCHI.

IIK 1.9. OcymiecTBiATh NOATOTOBKY JI€1 K IIEpeaade Ha apXUBHOE XpPaHEHHUE.

I[IK 1.10. CocraBndth ONUCH €1, OCYIIECTBIATH IMOJATOTOBKY M€l K Mepelade B apXuB
OpraHu3aIiy, TOCyJapCTBEHHbIE U MYHHUIIUTIATbHBIE APXUBBI.

[IK 2.1. OcyiecTBasTh 3KCIEPTU3Y LIEHHOCTU JOKYMEHTOB B COOTBETCTBUHU C JIEUCTBYIOIIUMHU
3aKOHO/IATENbHBIMU aKTaMH U HOPMATHUBAMH.

[1K 2.2. Bectu paboTy B cucTeMax 3JIeKTPOHHOTO IOKYMEHTO000pOoTa.

1K 2.3. Pa3pabateiBaTh ¥ BecTH KiIacCU(UKATOPHI, TAOCIH U JIp. CIPABOUYHUKHU MO JOKYMEHTaM
OpraHu3aIiu.

I1IK 2.4. ObecneunBaTh NpUEM U PALMOHAIBHOE pa3MEIICHHE JOKYMEHTOB B apxXuBe (B T.U.
JIOKYMEHTOB 10 JIMYHOMY COCTaBY).

1K 2.5. ObecneunBaTh y4eT U COXPAaHHOCTb JOKYMEHTOB B apXUBE.

IIK 2.6. Oprann3oBbIBaTh UCIIOJIB30BAHUE APXUBHBIX JOKYMEHTOB B HAaYYHbIX, CIIPABOYHBIX U
MPAKTUYECKUX IIEIISX.

IIK 2.7. OcymiecTBasTh OPraHN3alMOHHO-METOINYECKOE PYKOBOJACTBO U KOHTPOJIb 32 pabOTOM
apXuBa OpraHM3aliy U 3a OpraHu3anueil JOKyMeHTOB B JIEJIONPOU3BOICTBE.

4. Pe3yabTaThbl 00513aTeJILHOTO (IIOPOTOBOr0) YPOBHS NPOXO0:KIeHHS MPEITUIIOMHON NPAKTUKH

B pesysbTrare mpoxoxkaeHus MPEAIUTIIOMHON MPAKTUKH CTYICHT JTOJDKEH:

- 3aKpeNHTh TEOPETHUECKUE 3HAHMUS, MOITYUYEHHBIE B Ipoliecce 00yUeHMS;

- 00pecTH HaBBIKM KOHKPETHBIX BUIOB MPO(ECCHOHANBHOM NesITeTbHOCTH (TIPUEM TpaXiaH,
COCTaBJIEHUS U OPOPMIICHHE JOKYMEHTOB, MOJATrOTOBKA JOKYMEHTOB B apXUB H T.II.)

- 3aKPENUTh U Pa3BUTh OOPETEHHBIE IPOPECCUOHATILHBIE HABBIKH CAMOCTOSTEIILHON MPaKTHYECKON
JeSITeIbHOCThIO, KOHTPOJIMPYEMOW HACTaBHUKOM (PYKOBOAMTENIEM MPAKTHKH B MPUHUMAIOLICH
OpraHu3aIiH).

- Pa3BUTH HABBIKH 110 cOOPY, 000OIICHNIO U aHATTU3Y MAaTEPHAJIOB JUIS PELICHHS TOCTABICHHOM
MPaKTUYECKOM 3a7a4Hu.

Crienanuct mo JOKYMEHTAlMOHHOMY OOECIEeUEHHIO YIpaBJICHUS, apXUBHCT JOJDKEH UMEThb
3HAHWS, MPAKTHYECKHH OMBIT W BIAJACTh METOJAAMH aHajIu3a, MPOCKTHUPOBAHUS W OpraHH3aINN
JOKYMEHTAITMOHHOTO OOCIYXHBAHHUS YUYPEXKICHHUsS (MM CTPYKTYPHOTO MOJpPA3JEeNeHus) J000ro
YPOBHsI yIIpaBJeHUs, 0001 oTpaciu u J1to00# hopMbl COOCTBEHHOCTH.

5. CBsi3mn HpeI[I[HIIJIOMHOﬁ NPAaKTUKH € MNPEeAIIeCTBYIOIIMMH M INOCJICAYIOIIUMMH AUCHUILIMHAMHA
(Moayasamm)

[IpennuniaomMHas npakThka Oa3upyeTcsl Ha Bceil OCHOBHOW MpodeccHoHaNbHON 00pa3oBaTenbHOM
IPOTPaMMBbI CPEIHEro NpoQecCHOHATHLHOr0 00pa30BaHMs MO CHENHUATbHOCTH JIOKyMEeHTaImoOHHOE
o0ecrieueHue yrpaBiieHUs U apxuBoBeleHue. [Ipeanumniomnas nmpakTuka sBseTcs 3aBepllarolien



CTYIICHBIO B OBJIaACHUHN HpO(i)GCCHOHEUIBHBIMH HaBbIKaMH, 3TO BaXXHas 4YaCTb B IIOAT'OTOBKC
BBITTYCKHOM PaOOTHI.

Bausinne npeqIuIIOMHOI MPAKTHKH HA MOCJIEIYIOIIYI0 00pa30BATEJbHYI0 TPACKTOPHIO
odyuarouierocs
KoHeuHblll pe3ynapTaT NPAaKTUKU — PACHIMPUTH NpeacraBieHue o cucreMe J1OY koHKpeTHOMH
OpraHu3alyy, yri1yOuTh HaBBIKK PaOOTHI C JOKYMEHTaMH Ha BCEX CTAUSAX UX JIBH)KEHUS.

6. ®@opMbI IPOBEIEHUA NPEUTUILIOMHON MPAKTHKHA
OcHoBHOH (HhOpMOI MPOBEACHUS TPEIIUIUIOMHONM MPAKTUKHU SBJISETCS CaMOCTOSITENIbHAs paboTa
CTYZICHTOB Ha pab04YMX MECTaX Pa3IUYHbIX OPraHU3AIHA.

7. MecTo npoBeieHUs NPeINIIOMHON TPAKTUKH

@denepanbHOE  rOCYyIapCTBEHHOE  OIOJKETHOE  00pa3oBaTENbHOE  YUPEKICHHUE  BBICIIETO
oOpazoBanusi «bypsSTCKHMii TOCYIapCTBEHHBIH YHHMBEPCHTET», OpraHbl TOCYJapCTBEHHOH U
MYHUILIMTIAJIHOW BJIACTH.

8. CTpykTypa u coaep:kaHue NPeUIUNJIIOMHOI MPAKTHKH

HanmenoBanwme u conepkaHue pa3aesioB (3TaIoB)

BBoIHBII HHCTPYKTAK.

WHcTpyKTax N0 NpOXOKACHHUIO IPAKTUKH, LIENH, 3aJa4l, CTPYKTypa OTUETA.

Briniaua 3aganuii npakTUKu

Paznen 1. U3yyeHme HCTOpHM Y4Ype:KIeHHs, ero COBPEMEHHBIX 3aaa4, (yHKIHUIi,
CTPYKTYPHI

Tema 1. 3unaxomcmeo ¢ pykogooumenem npakmuxu om yupedicoeHus. becema c
PYKOBOASIIMMH pabOTHUKaMK yupexaeHus. COCTaBICHHE HMCTOPHYECKON CIPaBKUA O
dbonmoobOpazoBarene.

Tema 2. Opeanuzayuonuvle 0OKyMeHmbl 8 desmenbHocmu yupedcoenus. [lonoxenue (ycraB)
KAaK YYPECIUTEIbHbIA NOKYMEHT. llomoxkeHuss o CTpyKTypHBIX noxapaszaeneHusx. llltatHoe
pacnucaHue.

Tema 3. Opeanusayuonnas cmpykmypa yupescOenus. CocTaBieHHe rpapuaecKoi
CTPYKTYPHOH cXeMbl ydpexnaeHus. [lomgunHeHWe, TOAOTYETHOCTh, B3aWMOJICHCTBHE
CTPYKTYPHBIX MOJIpa3IeICHUI: HaNPaBIECHUSI U OPraHU3alMOHHBIC ()OPMBI.

Pa3nes 2. @DyHKIMH M CTPYKTYPA 1eJONPOU3BOACTBEHHOM CIY:KObI

Tema 1. HopmamusHnvie 0oxymenmvi 6 OesmenvHocmu cayxcovr JJOY. T'ocymapcTBeHHas
CUCTeMa JIOKYMEHTAIIMOHHOTO o0ecreueHust ympaieHus. [lojmoxkeHueM o ciayxoe
JOKYMEHTAIMOHHOTO O0ECTeUeHUs] YUpEeXKICHHUS, JOJDKHOCTHBIMH HWHCTPYKLUHUSMU €€
pabOTHUKOB, HHCTPYKITUH 10 JAETONMPOU3BOICTBY, HOMEHKIIATYPHI JIETI.

Tema 2. Opeanuzayus cayscovr /JJOY. Mecto cinyx0s1 IOY B CTpyKType YUpeKICHHUs, €€
JOJKHOCTHOM M YUCIIEHHBIN cOCTaBa, PYHKIIMH U TOMKHOCTHBIE 00sI3aHHOCTH COTPYTHUKOB.
CocraBnenue rpaduyeckoil CXeMbl CTPYKTYPbI CITY>KObI JOKYMEHTAIIMOHHOTO 00eCIeUeHusI.

Tema 3. Opeanuszayus pabouux mecm compyoHuxog ciyxcovt JOV. V3yueHue creneHu
aBTOMAaTHU3alluU JEJIONPOU3BOACTBEHHBIX MPOLECCOB: HAIWYMUSA BBIYUCIMTEIBHOW TEXHUKH,
JIOKaJIbHOM CEeTH, CHEIHATU3UPOBAHHOTIO MPOrPAaMMHOTO OOECTIeUeHHS sl aBTOMAaTH3alUU
JIEIIONPOU3BOJCTBEHHBIX OIEpalyii, BBISIBICHUE CTEIEHW OCHAIIEHHOCTH pabodyux MeCT
BBIYMCIIUTEIIBHON U OPraHU3allMOHHON TEXHUKOM.

Pa3znea 3. OcoO0eHHOCTH TOKYMEHTHPOBAHMS AeSATEJIbHOCTH YUPeKIACHUs

Tema 1. Cucmemvbi OoKyMeHmMayuu, ucnonvb3yemvix 6 yupexcoenuu. OCHOBHBIC BHJIBI
JIOKYMEHTOB, KOTOPBIMU 0(DOPMIISIOTCS pa3inyuHble PYHKINN YIPEKICHUS.

Tema 2. Ogpopmnenue Ooxymenmos. AHaIU3 COOTBETCTBHS O(GOPMIICHHS IOKYMEHTOB
OpraHM3alliil HOPMATHUBHBIM METOAWYECKHM JOKYMEHTaM, IPAaBUIBHOCTH O(GOPMIICHUS




HawnmenoBanwme u comepkaHue pa3iesioB (3TaIoB)

NOKyMeHTOB. Dukcanusi pe3ynbTaToB HAONIOICHUH B AHEBHUKE NMpakTuku. CocTaBieHUEe U
oopMIIeHHE JOKYMEHTOB 10 YKa3aHUIO PYKOBOJICTBA.

Pa3znen 4. AHaIu3 opraHu3anuu J0KYMeHT0000poTa

Tema 1. Jloxymenmoobopom 6 opeanusayuu. AHAIU3 IBWKEHUS BXOMSIIETO, UCXOJSIIETO U
BHYTPEHHETO JJOKYMEHTOIIOTOKOB, OINPEACIICHUE MMyTeH MOTYyYEHUs U OTIIPABKU JOKYMEHTOB,
MopsiIka Tepefadyd JOKYMEHTOB BHYTPH YUPEXKICHHUsA. BbIsICHEHWME Tmopsiaka ydera
JIOKYMEHTOB, TMOJICYET MPOILIEHTa KOPPECTIOHACHIINN, TIOTYICHHON 0 (aKCy U dIEKTPOHHON
noure. Onpenenenrne odobeMa TOKYMEHTOOOOpOTa 3a MpeamecTByomuid Mecsi. dukcanus
MOJIYYCHHBIX JAHHBIX B THEBHUKE MIPAKTUKH.

Tema 2. Omanvt pabomwr ¢ ookymenmamu. V3ydeHue mopsaka MEepBUYHON 00pabOTKH
MOCTYNHBIICH KOPPECIOHICHIIMHU, MPAaBUJ MpPHUEMa, COPTUPOBKU U OTIPABKU JOKYMEHTOB.
BrimoraeHne paboThl 110 00paboTKe BXOAIIEH M HCXOAIICH KOPPECTTOHACHITHH.

Paszgea S. IlocTpoenune MHPOPMALIMOHHO-TTIOUCKOBOM CHCTEMbI

Tema 1. Pecucmpayus ooxymenmos 6 opzanuzayuu. ONpeneneHne CUCTEMbl PErucTpaIiu
JOKYMEHTOB B YyUYPEeKIEHUU (LIEHTpaJM30BaHHAs WIM JIEHEHTpaIN30BaHHas, KaKue
JOKYMEHTBI B KaKUX CTPYKTYPHBIX MOJPA3JeNICHUsX PErUCTPUPYIOTCS, NOIPAa3AEIAoTCs U
JOKYMEHTbl Ha pErucTpupyemMble U HEPEeTUCTpUpYEMble, B KaKOM JOKYMEHTE 3TO
3akperuieHo). M3yuenue ¢opm peructpanu M mopsjaka uX 3anoiHeHus. OnpenencHue
COCTaBa PEKBU3UTOB, BHOCUMBIX B aBTOMAaTUYECKOM U I1OJIyaBTOMAaTUYECKOM pEXHMAX IpPU
HAJIMYUU B YUPEKJACHUH aBTOMATU3UPOBAHHOM (OPMBI perucTpauu.

Tema 2. Cnpasouno-unpopmayuonusie cucmemsvl 0okymenmayuu. I3ydenne co3TaHHbIX 0a3
JAHHBIX. 3allOTHEHHE pPETUCTPAlMOHHBIX (OpM, perucrpauus TOKYMEHTOB. I3yueHue
cucTeMbl MH(OPMAITMOHHO-CITPABOYHOM pabOTHI, OMpEeiIeHHE TOT0, Ha KaKMX HOCHUTEISIX
CO3MaH  CHPaBOYHO-UHPOPMAIMOHHBIH  (QOHZ, KTO HKMEET TMpaBO  IOJIB30BATHCA
WH()OPMAITMOHHO-TIONCKOBOW cucTeMoit. dDuKcanus pe3ybTaTtoB HaOIIOJCHUN B JHCBHUKE
MPaKTUKHU.

Pa3znesn 6. KoHTpoJIb MCIOTHEHNSI JOKYMEHTOB

Tema 1. Opeanuszayusi KOHMpPOAs UCNOIHEHUs OOKyMenmos. VI3yueHue opraHuszalvu u
TEXHOJIOTMM KOHTPOJII UCIOJIHEHHSI JOKYMEHTOB. BBIACHEHHE HaauuMsi OTBETCTBEHHOIO 3a
ATOT Y4aCTOK pabOThl, JOKYMEHTOB, PETIIAMEHTHPYIOIIUX STOT BHJI ICATEILHOCTH.

Tema 2. Jlenonpouszsoocmeentsvie onepayuu 6 npoyecce KOHMpos UCNOJIHEHUsT OOKYMEHMO8.
AHanu3 TmepeyHed JIOKYMEHTOB, NOJJEXKAlMX KOHTPOJIIO, ONpEIeNeHUE KOJIMYeCTBa
JIOKYMEHTOB, HAXOJAIIUXCS HAa KOHTPOJIE, YCTAHOBJIECHHE CPOKOB HUCIOIHEHUs. DUKcanus
pe3yNbTaToOB HAOIIOCHUH B THEBHUKE MMPAKTUKU.

Pasznea 7. Knaccudukanus u cucremaTusanusi 10KyMeHTOB, GopMHUpOBaHuUeE el

Tema 1. Homenxnamypa opeanuzayuu u cxemvl Kiaccugpukayuu O0oxymenmog. N3ydenue
KJTacCU(HUKAMOHHBIX CIPABOYHHUKOB (IIEPEYHEH JOKYMEHTOB, HOMEHKIIATYPBI el U Jp.) U
CXeMBbl Kiaccu(UKauuyd JOKYMEHTOB, ONpEAETICHHE THUIOB KIacCU(PUKATOpOB. AHAIU3 U
ompeielieHne KadecTBa O(OpPMIICHHS HOMEHKJIATYphl Jell. M3yueHue W aHamu3 Iopsaka
odopm-eHus aen.

Tema 2. I'pynnuposxa ucnonHennvix 0okymenmos 6 oena. CamocTosiTeabHas padoTa 1o
CPYIIUPOBKE UCIOJHEHHBIX JOKYMEHTOB B JieJla B COOTBETCTBHHM C HOMEHKJIATYpOW Jedl.
@ukcanuss B JHEBHHKE TMPAKTUKH HEJIOCTAaTKOB HOMEHKIATyphl Jied, OHIMOOK B
¢dbopmMHupoBaHUU B OOPMIICHUHU JIe]l.

Pa3nea 8. lloaroroBka e K caade B apxXmB.

Tema 1. HopmamusHno-memoouueckue OOKYMEHmMbl N0 NO020MOBKe 0ell K coaue 8 apxus.
Nzydenue nonoxxeHust 00 SKCIEPTHOW KOMHUCCUH yupekaeHus. [1omucTHBI TpocMOTp Jie,
orpezieNieHue CPOKOB XpaHEHUS! JOKYMEHTOB 10 ACHCTBYIOLIUM THUIIOBBIM U BEJOMCTBEHHBIM
NEepeYHsIM JTOKYMEHTOB




HawnmenoBanwme u comepkaHue pa3iesioB (3TaIoB)

Tema 2. Opeanuzayus ombopa 0OKYMeHmMO8 HA NOCMOSHHOE U O0J208PeMEHHOe XPaHeHue.
OT60p [en MOCTOSHHOTO U JOJTOBPEMEHHOI'O XpaHEHHs, BbIACIEHHUE el C HCTEKIIMMHU
cpokamu xpaHeHusi. CocTaBlieHHE aKTa O BBIIEJICHUU JOKYMEHTOB, HE MOJIECkKAIINX
paHEHUIO, K YHUYTOXEHHUIO.

Tema 3. Ogopmnenue Ooxymenmog O0as coauyu 6 apxus. lIpoBepka NPaBUIBLHOCTU
dbopMupoBaHUs /e, CUCTEMaTH3alus IOKYMEHTOB B JellaX, MOAIIUBKA JIed, HyMeparus
JUCTOB, COCTaBIICHHUE 3aBEPUTEILHBIX HAINNCe W BHYTPEHHHX ONHUCEH B JeNax,
odopmiteHre 00JIOKEK JIeN; COCTaBlIeHHE (YTOUHEHHE) CXeMbl CUCTeMaTH3auu Jen GoH/a;
CUCTeMAaTH3aIHs JIe B COOTBETCTBUH CO CXEMOU; COCTaBleHNE U opopMIIeHHEe ONUCeH Jie.
[lepenaua nen B apxuB yupexnaeHus. CocTaBIeHHE aKTa O BBIACICHHH JIOKYMEHTOB K
YHHUTOXKEHHUI0. 3alKCh CBEICHUI 00 00heMe MPOJIeIaHHOM pabOThl B THEBHUKE.

9. TpeboBaHus K OTYETY

Otyer BBHINONHSAETCS HAa KOMIIBIOTEpEe Ha JHcTax ¢opmara A-4 u BKIAJbIBaeTCS B IAIKYy-
cKkopocmmBatenb. TekcT odopMiseTcss B COOTBETCTBUU ¢ TpeOOBaHMSAMH Aenonpou3BozacTBa. [leuataercs
yepe3 1,5 unrepBana. Ha ctpanune pacnonaraerca 28 — 30 ctpok. B crpoke 58 — 62 3Haka, BKIOYas
mpobensl. CBepxy cTpaHullsl aenaercs orctym 20 MM, ciaeBa — 30 — 35 MM, crpaBa 10 MM, cHu3y — 20 MM.
AG3ariHpIe OTCTYIIBI JOJDKHBI OBITH paBHBI 5 3HaKaMm. Hymepanms ctpanul] croiomHas. TUTYIbHBIA JTHCT He
HyMmepyercs. Ha cnenyromeM 3a HUIM JIMCTOM CTaBUTCSI HOMED «2».

[MpumepHsbiii 00beM oTueTa 5-7 muctoB. O0beM oT4YeTa yMEHbIIEH ObITh HE MOXKET, & MOXET ObITh
TOJIBKO YBeJNWYeH. TUTYIBHBIHN JIMCT OT4eTa 0hOpMIIIETCS B COOTBETCTBUM C TPEOOBAHHUAMH, YKa3aHHBIMHU B
[Ipunoxennu 1 k ganHOW paboueil mporpamme. Ha mocnemyromux JIMCTax pacnojaraeTcs OCHOBHON TEKCT
OTYETA.

Ha mocnennem nmucte oT4eTa CTYACHT CTABUT CBOIO MOAIUCH M ATy OKOHYAHUS pabOThl HAJl OTYETOM.

Ilocneguuii AMCT OCHOBHOTO TEKCTa CKPEIUIAETCS IMOANUCHI0 HEMOCPENCTBEHHOIO PYKOBOIUTEINSA
MIPAKTUKOH C 00s3aTeNbHBIM NMUCHMEHHBIM yKa3aHHEM 00 O3HAKOMJIGHHHM C COJIEPKaHHEM OTYeTa, JAThl
O3HaKOMJICHUSI.

CTyJeHT oTBEYaeT 3a rPaMOTHOCTh M aKKYpaTHOCTh odopmiieHHs otdeta. OTYET, CTpaHUIBI KOTOPOTO
HEHA/IeKHO CKPEIJIEHBI, B KOTOPOM OTCYTCTBYIOT HMOJIHUCH CTYAECHTAa U PYKOBOAUTENS MPAKTHKH OT OpraHa
MIPOXOXKIEHUS IPAKTUKH, K PACCMOTPEHHIO HE JOMyCKaeTCs.

10. ITIpouenypa aTrecTaluy U CUCTEMA OLIEHMBAHUS YCIIEBAEMOCTH U JOCTUKEHUH 00y4arommuxcs

ITo oxoHuyaHHH y4eOHOW MPAKTUKU CTYACHT CIACT PYKOBOIUTEIIO MPAKTHKH OTYET MO YCTAHOBJICHHON
(dhopMe, HaIeKAIIETO 00bEMa U CTPYKTYPHI, a TAK)KE THEBHUK, TOIHCAHHBIA PYKOBOAUTEIEM MPAKTUKU. B
JHEBHUK 3aHOCUTCS 3aKIIOYCHWE, JaHHOE pPYKOBOAMTEIIEM TPAKTHKH O paboTe MpaKkTUKaHTa
(ToanuMCEIBaeTCS, TATHPYETCS).

11. IIpouenypa aTrecTanuu

[To OKOHYaHWMHM TPAKTHKH CTYJCHT 3allMIIaeT OT4YET ¢ AU PEpEeHIIMPOBAHHON OIEHKOH PYKOBOAUTENS
MIPAaKTUKH. 3aluTa Mpou3BOUTCS B momenieHnn Koumemxa.

K 3ammre momyckaroTcs OTYEThHI, COOTBETCTBYIOIIME TPEOOBAaHMAM K O(QOPMIICHUIO M COIEPXKAaHMIO,
YCTaHOBJIEHHBIE JAaHHOM mnporpammoi. [locrme 3amuTel OT4eTa, PYKOBOAWTENb NPAKTUKH KOJUIEIKA
COCTaBJISIET MMCbMEHHOE 3aKJII0YeHNE, CTABUT JIaTy, OLIEHKY U CBOIO MOJINCH B THEBHHUKE.

He BbImonHeHme oTueTa B YCTAaHOBJIGHHBIE CPOKM paccMaTpHBaeTcs Kak HapylieHue y4deOHOU
JUCLUIUIMHBI ¥ HEBBIIIOJIHEHHE y4eOHOT0 IUIaHa U BJIeYeT IPUMEHEHNE MEpP B3bICKaHMS.

Pe3ynbrarhl 3amUTE MPaKTUKH MIPOCTABIIAIOTCS B BEAOMOCTH U 3a4€THOW KHIKKE CTY/IEHTA.



12. KpuTepuu BbICTABJIEHHS OLEHKH 32 YUYEeOHYI0 MPAKTUKY

Ounenka Kpurepum oueHk# creneHu c(pOpMUPOBAHHOCTH KOMIIETEHIIUI

OTnuaHO TouyHOe BIaJieHHE TOHATUWHBIM alllapaToM, MNPAKTUKAHT B IOJIHON Mepe
BIIQJICET MPAKTUUCCKUMHU 3HAHUSIMHU, YMEHUSIMU U HaBBIKAMH, JEMOHCTPUPYET
TBOPYECKUH MOAXOA K BBINOJIHEHUIO 3aJaHUil, BIafeeT aHATUTHYECKUMHU
MeTogaMH. AKTHBHO  HCIONB3YIOTCS  CIPABOYHO-TIOMCKOBBIE  CHCTEMBI
«KoHcynpTaHT +», «["apanT.

XOpOIHO BJ'IaI[eHI/Ie MMOHSATUHHBIM afrapaTroM, IIPAKTUKAHT BJIAACCT MNPAKTUYCCKUMU
SHaHUAMH, YMCHUAMHU W HaBbIKaMH, JEMOHCTPHUPYET TBOp‘IeCKHI;'I moaxonm K
BBITIOJTHCHHUIO 3a,I[aHPII>i, BJIaJACCT AHAJIUTUYCCKUMH MCTOIaMMU. AKTHBHO
HCIIOJIB3YIOTCA CIIPABOYHO-TIOMCKOBLIC CUCTCMbI ((KOHCYJ'II:TEIHT +», «FapaHT».

Y 10BAETBOPUTEIBHO Brnanenve NOHATUHHBIM ammapaToM, MPAKTUKAHT BIAACET IPAKTUYCCKUMU
3HAHUSAMH, YMCHHSIMH W HaBBIKAMH, HO JEMOHCTPHUPYET PENpPOTyKTHBHEIN
MOJXOA K BBITOJIHCHHUIO 33JIaHUN, HEIOCTATOYHOE TITYOOKHH aHaTUTHICCKUI
otBeT. CrnpaBouyHO-TIOMCKOBBIE cucTeMmbl «Koncymbrant +», «[apant» He
HCITOJIB3YIOTCSI.

He ynosnerBoputensno | Cnaboe BiageHWe MOHATHUAHBIM — alllapaToM, MPAaKTHKAHT  JOIMYCKAaeT
HETOYHOCTH, CJIa00 BIIAJICCT TMPAKTUYCCKUMU 3HAHHUSIMH, YMCHHSIMH H
HABBIKAMH, TBOPUYCCKUMH U aHATUTUYCCKUMH MeToJaMu padboThl. CripaBoYHO-
MONCKOBEIe cucTeMbl «KoHCYnmbTaHT +», «'apaHT» HEe UCTOIB3YIOTCS.

13. leMOHCTpanMOHHBIE H Pa3AaTOYHbIe MATEPHAJIbI

1. Bunst 61ankoB OP/I. X xapakTepuCTHKA, COCTAB PEKBU3UTOB U BAPUAHTHI X PACTIOIOKEHHUS.

2. TpeboBanus k opopMIIeHHUIO OJlaHKa MEChMa, 00IIero OjaHKa, OJaHKa KOHKPETHOIO BUIa JOKYMCHTA.
3. Bupl 1oKkyMeHTOB B Jenonpou3BoicTBe. Kimaccudukaius TOKyMEHTOB MO BUIaM JICATSILHOCTH.
4, OCHOBHBIE PEKBU3UTHI TOKYMEHTA. XapaKTePHUCTHKA.

5. TpeboBanus kK 0HOPMIICHHIO aThl K HOMEpa JOKYMEHTA. 3HAUeHUE dTHX PEKBU3UTOB.

6. TpeGoBanue K 0POPMIICHUIO PEKBU3UTOB 10 COCTABY YAOCTOBEPEHHS JOKYMEHTOB (II€4aTh,
MTOJIHKCH). 3HAYCHUE dTUX PEKBU3UTOB.

7. TpeboBanus kK 0HOPMIICHHIO IPUGOB COTTIACOBAHKS U YTBEPIKICHHS JOKYMEHTOB.

8. Oo11re TpeOOBaHUS K TEKCTY JOKYMEHTa, K OOPMIICHHIO PEKBU3UTOR 3ar0JIOBOK, MPUIOKECHUE K
TEKCTY.

9. TpeboBanus K 0HOPMIICHHIO OTMETOK Ha JOKYMEHTaX. 3HAUCHHUE 3THX OTMETOK.

10. XapaxTepucTHKa M COCTaB OPraHU3alMOHHBIX TOKYMEHTOB. TpeboBaHus K UX 0(hOPMIICHHIO.
11. XapakTepHcCTHKa U COCTaB PacIOPSAUTENBLHBIX JOKYMEHTOB. TpeGoBaHus K uX 0popMIIeHHIO.
12. XapakTepucTHKa ¥ COCTaB CIPaBOYHO-MH(OPMAIMOHHBIX IOKYMEHTOB. TpeOoBaHuUs K HX
0(OpPMIICHHIO.

13.  OcoOEHHOCTH COCTaBIICHHUS IOKYMEHTOB ¢ momoIibio [I9BM.

14.  TlopnuuHMK, Komus. Buabl konuii. TpeOGoBaHus K MX 0(hOPMIICHHIO.

15. IlpaBuia BeIIaYM KOTHH TOKYMEHTOB.

16. TpebGoBauwus Kk 0HOpMIICHHIO TEIE(HOHOTPAMM.

17.  Buapl HoMeHKIaTypsl aei. Ilopsaok cocraBnenus, ohopMIIeHHs, yIOCTOBEPEHUS, IPUMEHEHUS .
18. DkcnepTH3a IEHHOCTH JOKYMEHTOB.

19.  Cpoku xpaHeHHs] JOKYMEHTOB.

20.  IIpaBumia MOArOTOBKHM JIeJ K cja4ye B BEJJOMCTBEHHBIN apXHB.

21.  OpraHuzanys JeIONPON3BOICTBA MO JOKYMEHTaM, COAEPKAIIMM KOMMEPUYECKYIO TalfHy.

22.  TpeboBaHus K 0pOPMIICHUIO IPUKA30B 10 TMYHOMY COCTaBY (TIpHUEM, YBOJILHEHHE, TIEPEBO).
23.  TpeGoanus K 0OPMIICHUIO TUYHBIX KapTOUeK POpMbI T-2.

24,  TpeGoBaHUs K OQOPMIICHUIO TUYHBIX JEIl.

25.  TpeGoBaHUs K OPOPMIICHUIO TPYJIOBBIX KHIKEK.

26. TpeOGoBaHMs K OQOPMIICHUIO JOKYMEHTORB JIMYHOTO XapaKkTepa (aHKeTa, aBToOnorpadus, pe3rome).
27. Ilpuka3s - mpaBuiIa cocTaBIeHUS U OQOPMIICHHS.

28.  IIpotokon - mpaBuiia COCTaBICHUS H OPOPMITCHUS.

29.  AXT - mpaBmiia COCTaBJICHUS M 0()OPMIICHUS.



30.
31.
32.
33.
34.
35.
36.

JOmKHOCTHAS MHCTPYKIHS - IPaBUIa COCTaBICHUS U O(OPMIICHHSI.

JoknanHast 3amucka - mpaBujia COCTaBJICHHUS U 0(QOPMIICHHS.

CrpaBka - paBuiIa COCTaBICHUA U 0(OPMIICHHUSI.

JloBepeHHoCTh. Bunbl 1oBepeHHOCTEH.

PexBu3uTHI - 3MOIEeMa OpraHu3aluy WK TOBAPHBINA 3HAK, TOJMHICH, TEKCT, 3ar0JOBOK.
[Mucema - mpaBuiia COCTaBICHUS U OPOPMIICHUSI.

PekBHU3HTHI - CTIpaBOYHBIE JaHHBIE 00 OpraHu3aluy, Tprd orpaHUYeHs JOCTYIA K JOKYMEHTY,

Me4aTh.
PexBU3UTHI: CCBIJIKA Ha peFI/ICTpaHI/IOHHIJﬁ HOMEpP U 1aTy JOKYMCHTA, HAMMCHOBAHUE BU A
JIOKyMEHTa, rpu( COrIacoOBaHMsI.

PekBH3HTHI - ajipecart, pe30JroIHs, OTMETKa 00 HCTIOIHUTEIIE.

37.

38.

14. MeToauueckoe odecneyeHue MPON3BOACTBEHHOM (MpeIIuNJI0MHOI) NPaAKTUKHU
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15.
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19.
20.
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22.

23.
24.
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Bunpr 6mankoB OPJI. MIx xapakTepucTHKa, COCTaB PEKBU3UTOB U BAPUAHTHI UX
PacoNIOKEHUSI.

TpeboBanwus k opopmiieHH O OiIaHKa MMChMa, 00IIero OiaHka, OJI1aHKa KOHKPETHOTO BHJIA
JIOKYMEHTA.

Bunbr nokymeHTOB B AenonpousBoacTse. Kinaccudukamnus JOKyMEHTOB 110 BUIaM
JESITEIIbHOCTH.

OcHOBHBIE PEKBU3UTHI IOKyMEHTa. XapaKTePUCTHKA.

TpeboBanus k opopmIIEHUIO JaThl 1 HOMEPA JOKYMEHTA. 3HAaUeHHUE ITUX PEKBU3HUTOB.
TpeboBanue k 0HOpPMIICHUIO PEKBU3UTOB IO COCTABY YOCTOBEPEHUS JOKYMEHTOB
(medartp, MOAMKUCH). 3HAYCHUE ITUX PEKBU3UTOB.

TpeboBanus Kk oopMIIEHUIO TPU(GOB COTITACOBAHUS U YTBEPIKICHUS TOKYMEHTOB.
OO6mue TpeGoBaHUS K TEKCTY IOKYMEHTa, K 0(hOPMIICHHIO PEKBU3UTOB 3ar0JIOBOK,
MPUIIOKEHUE K TEKCTY.

TpeboBanwust K 0pOPMIICHUIO OTMETOK Ha TOKYMEHTaX. 3HAYCHHE ITUX OTMETOK.

. XapakTepucTHKa U COCTaB OPraHU3allMOHHBIX JOKyMEHTOB. TpeOoBaHMs K UX
0(OpPMIICHHUIO.
XapakTepuCTUKA M COCTAB PACHIOPSAUTEIBHBIX T0KyMEHTOB. TpeOoBaHus K UX
0 OPMIICHHUIO.
XapakTepuCTUKa M COCTAB CIPAaBOYHO-MH(POPMALMOHHBIX JTOKyMEHTOB. TpeOoBaHus K UX
0 OpMIICHHUIO.

Oco0eHHOCTH COCTaBIEHUS TOKYMEHTOB C oMotsio [I9BM.

[Tonnuuanuk, konust. Bunel konuit. TpeboBaHus K uX 0hOPMIICHHUIO.

[IpaBuiia BeIIa4M KON IOKYMEHTOB.

. TpeboBanust kK 0opMIIEHUIO TeTe(HOHOTpaMM.

Bunet nHomenkmarypel gen. Ilopsaok cocraBneHusi, odopMmieHHUs, YIOCTOBEpEHUS,
IMPUMCHCHUA.

9KCHepTI/ISa NCHHOCTHU NOKYMCHTOB.

Cpoku XpaHEHHsI TOKYMEHTOB.

HpaBI/IJIa IIOATOTOBKH €I K CAa4Y€ B BGI[OMCTBGHHBIﬁ ApXUB.

Opranuzanus Jelonponu3BOICTBA MO TOKYMEHTaM, COJIEPKAIIIM KOMMEPYECKYIO TalHY.
TpeboBanusi kK OQOPMIICHHUIO TPUKA30B 10 JUYHOMY COCTaBy (IIpUEM, YBOJIbHEHHE,
MIepPeBOI).

TpeboBanus K 0OPMIICHUIO JIMYHBIX KapTO4YeK hopmbl T-2.

TpebGoBanus kK 0OPMIICHUIO JIMYHBIX JEI.

TpeboBanust K 0OPMIICHUIO TPYIOBBIX KHUKEK.

TpeboBanusi kK 0OPMIICHHIO TOKYMEHTOB JIMYHOTO XapakTepa (aHkera, aBToOMOTrpadus,
pe3tome).

[Ipuka3s - npaBuiIa cocTaBICHUS U OPOPMIICHHS.

[IpoTokoun - mpaBuiia cCOCTaBICHUS U O)OPMIICHUSI.

AKT - IpaBHJIa COCTaBJICHUS U O()OPMIICHUSI.

JIOJKHOCTHAST MHCTPYKIIHS - TIPABHIIA COCTABICHUS U 0POPMIICHHUS.

JlokitagHas 3amucKa - mpaBuiia COCTABJICHUS U 0POPMIICHUSI.

CrnpaBka - mpaBujia COCTaBJICHUS U 0POPMIICHHUS.

. JloBepeHHOCTh. BUibl JOBEpEHHOCTE.



34. PekBU3UTHI - 3MOI€eMa OpraHU3alK WIK TOBAPHBIN 3HAK, TOIMUCH, TEKCT, 3aT0JIOBOK.

35. [IuceMma - mpaBmIIa COCTaBICHUS U OPOPMIICHHS.

36. PekBU3UTHI - CIpPaBOYHbBIC JaHHbIE 00 OpraHU3alUH, TPU(] OrpaHUYEHHUs JOCTyNa K
JOKYMEHTY, [1€4aTh.

37. PeKBU3UTHI: CCHIJIKA HAa PETUCTPALIMOHHBIA HOMEP U JaTy JOKyMEHTa, HAMMEHOBAHUE BHJIA
JIOKYMEHTa, TpU( COrracoBaHUA.

38. PexBU3UTHI - agpecat, pe30JIIoIHsl, OTMETKA 00 WCITOTHHUTEIIE.

15. MaTtepuajibHO-TeXHHYeCKOe o0ecniedeHHe MPOU3BOACTBEHHOMN (NMPeAIMIIJIOMHONH) MPAKTHKH

Jns mpoxoxaeHusT MpOM3BOJCTBEHHOM MPAKTHKU B YYPEKIACHUAX CTYACHTY MHPEAOCTaBIIAECTCS
3aKperieHHoe pabodee MeCTO, OCHAIEHHOE Ha0OpOM HEOOXOAWMOTO CTaHIAPTHOTO WIIH
CHEHAIM3UPOBAHHOTO 00OPYIOBaHMS, B COOTBETCTBUU C MPO(UIEM IEATEIBHOCTH YUPEKACHHM.
JIJis yCTIeHOTO yCBOEHUSI MPOTPaMMBbI MPOW3BOJACTBEHHON MPAKTHKH HEOOXOJMMBI CICIHAIBLHO
000py/ZIOBaHHbIE ayIUTOPUU M KOMIBIOTEPHBbIE Kiacchl. JlJis TpoBeAeHHs KOHTPOJS 3HAHWM
CTYAEHTOB IO MPOU3BOJCTBEHHOM IPAKTUKE HCIIOJIB3YIOTCA CIEAYIOUIME 3JIEKTPOHHBIE CPEICTBA
00yJeHUS:

1. MynpTUMEIHIHBIN KOMILIEKC (3KpaH, TPOEKTOp, HOYTOYK).

2. ABTOMaTH3UpOBAHHBIC paboure MecTa sl CTYJEHTOB

16. O0s3aHHOCTH O00y4awulerocsi BO BpeMsl NMPOXO:KAeHHS] NMPOU3BOIACTBEHHOI (IpeAIUIIOMHOM)
NPAKTHKH

- MByunth  mporpamMmy MNPOXOXKJCHHS TPAKTHKH, IOJATOTOBUTh COOTBETCTBYIOIIME IPOTPaMMHBIC
MaTepHabl.

- CBoeBpeMeHHO MPUOKIBATh Ha 0a3y MPaKTUKH, UMesl IPU ceOe Bce HEOOXOAMMEBIE IOKYMEHTBI: IPOTPaMMy
MIPAKTUKY, THEBHUK TPAKTUKH.

- CTporo BBIMIONHATH NIEHCTBYIONINE B OpPraHM3allMK TpaBUja BHYTPEHHETO pacrlopsika, HE JOMyCKaTh
HAPYIICHUS TPYJOBOW NUCIUILIUHBL. J|OOPOCOBECTHO BBINIOJMHATH BCE YKA3aHHS PYKOBOJIUTEINS MPAKTHUKH,
Kacaroluecss TOpsAJKa TPOXOXKACHUS ¥ COACPKAHWS TPAKTHKH, WHAWBUAYaIbHBIE TOPYYCHHS
PYKOBOJHUTEISI, AKTHBHO YUaCTBOBATh BO BCEX MEPOIPHATHUIX, K KOTOPBIM CTYJICHT TIPHUBIICKACTCS.

- IlogroToBuTh OTYET TO TMPAKTUKE B COOTBETCTBHH C YCTAaHOBICHHBIMU JAHHOW TMPOTrpamMMoi
TpeOOBaHUIMH, TIOJIITUCATH €T0, 4 TAKXKE 3aBEPUTh Y PYKOBOIUTEIS IPAKTUKY (Ha ITOCICIHEM JIMCTE OTYETA).



