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1. MacnopT mporpaMMmbl NPaAKTHKH

1.1. MecTto mNPOM3BOJCTBEHHONH NPAKTHKH B CTPYKType MPOrpaMmbl MNOATOTOBKH
crnennaancToB cpeaHero 3sena (nanee IIICC3)

1.2. TIpoussoactBenHas mpaktuka [111.02.01 npuramiexxut k npodeccnonamsHoMy Moaynoo [IM
02 OpraHuzanus TEKyIIero XpaHeHus IOKyMEHTOB U TIOJITOTOBKA JIeJT JIJIs TIepe/iaddl B apXUB, MPOBOJIUTCS B
2 cemecTpe.

1.3. Ilesu u 3a7a4M NPOU3BOJICTBEHHONH MPAKTHKH

Lenb: GopmupoBanue y oO0y4arOmUXCs YMEHHUH, MPHOOpETEHUE MEPBOHAYATHHOTO MPAKTHUECKOTO
OIIBITA B paMKaxX OCBOCHUS Mpodeccum.

3anaum:

- (popMHpOBaHUE y OOYYAIOMIMXCS MEPBOHAYAIBHBIX MPAKTUYCCKUX MPOPECCHOHATBHBIX YMEHUH B
pamkax nmpodeccrnoHaTBHBIX MOAYJICH IO OCHOBHBIM BUIaM MPOGECCHOHATBHON IEATETHHOCTH JJISI OCBOCHHUS
paboueii mpodeccun, oOyueHHE TPYAOBBIM IpHEMaM, OMEpalMsIM W CIOco0aM BBIIOJHEHUS TPYIOBBIX
MIPOIIECCOB, XapaKTEPHBIX JJII COOTBETCTBYIOMICH MTpodeccuu 1 HEOOXOAMMBIX IS TIOCIISIYIOIIETO OCBOCHUS
UMH O0IIMX ¥ MPO(HECCHOHATLHBIX KOMIIETECHITUH 110 M30paHHOM PO ecCcuu;

- BBIMIOJTHEHHUE pa0OT B 00J1aCTH OPTaHU3aIHs TEKYIIETO XPaHEHUS JOKYMEHTOB U IIOATOTOBKH JEJT JIJIs
nepefayd B apXWB U HEOOXOJMMBIX JIJIS MOCICAYIOIIEr0 OCBOCHUS MMH OOIMUX M MPOPECCHOHAIBHBIX
KOMIIETEHIIMH 110 u30paHHOM mpodeccuu;

- 3aKPEIJICHUE U COBEPILICHCTBOBAHKE IMEPBOHAYAIBHBIX MPAKTHYECKUX MPO(HECCHOHAIBHBIX YMEHHI
00yJaromuxcs;

- TpoOBepKa 3HAHUU, MONydeHHbIX Npu uszydeHuun [IM 02 Opranuzanus TEKYIIEro XpaHEHHs
JIOKYMEHTOB H ITOJITOTOBKA JISJ JIJIS Iepe/lavud B apXHB

Bun mnpodeccrmonanbHOl nestenbHOCTH: OpraHm3anusi TEKYIIero XpaHEHUs JOKYMEHTOB U
HIOJITOTOBKA JIeJ JUTsI Iepead B apXUB

B xo/1e pox 0k 1eHUs IPAKTHKU 00YJIArOIIHIACS TOJKEH HMETh MTPAKTHYCCKHUHA OTIBIT B:

- OpraHu3alliy TeKYIIEro XpaHeH!s IOKYMEHTOB U TIOJTOTOBKY JIeT JIJIs TIepeIay B apXuB

YMETh:

- Pa3pabaTpiBaTh HOMEHKIATYPY JI€] CTPYKTYPHOTO MOAPA3CIICHHUS.

- ®opMyIIHPOBATh 3ar0JIOBKH IS U OTIPEACIIATH CPOKH UX XPAHCHUS.

- Opranu3oBbIBaTh paboTy MO GOPMUPOBAHUIO JIENT B COOTBETCTBHUHU C YTBEPKAECHHOW HOMEHKIIATYPOid
JIeJT OpraHu3aIiu.

- ®opMUpPOBATh JOKYMEHTHI B JIela C YU€TOM UX CIECIIM(PHUKH.

- CucTeMaTu3upoBaTh JIOKYMEHTHI BHYTPH JIeia.

- OpraHu3oBbIBaTh XpaHEHHE [OKYMEHTOB B TPOIECCE WX HCIOIHEHUS W TEKyllee XpaHEHHE
UCTIOJTHEHHBIX JIOKYMECHTOB.

- OpranuzoBbIBaTh padOTy MO y4eTy, XPAaHEHHIO U Tepeliade B COOTBETCTBYIOIINE CTPYKTYpHBIE
moJIpa3jielieHus] JOKYMEHTOB TEKYIIIETO JISIOMPOU3BOICTRA.

- [IpumeHsaTH HHPOPMAITMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIIOTUU TIPH paboTe ¢ JOKYMEHTaMu

- OCyIIeCTBIATE IKCIEPTU3Y IICHHOCTH JIOKYMEHTOB.

- OpopmIIATh JOKYMEHTHI SKCTIEPTHONH KOMHUCCHH.

- ['oToBUTH ¥ MepenaBaTh JOKyMEHTAIbHBIC MAaTePUAITBI HA XPAHECHUE B apXUB.

- CocTaBisaTh ¥ 0(OPMIISTH OMUCH JIeT TIOCTOSTHHOTO U JIOJITOBPEMEHHOTO CPOKOB XPAHEHUS.

- Mcrionib30BaTh HOMEHKIIATYPY JI€T IIPU COCTABIICHUH OITUCEH JIeI.

3HATh:

- HopmatuBHBIC TIpaBOBBIE aKThl, HOPMATHBHO-METOIMYECKHE JOKYMEHTBI, TOCYIapCTBEHHBIC
CTaH/IAPTHI, OMPENCIAIONINE MOPSIOK JOKYMEHTAIIMOHHOTO O0eCTIeUeHUs YIIPaBICHUS

- Busl HoMeHKIaTyp, o0mue TpeOoBaHuS K HOMEHKIIATYPe, METO/IMKA €€ COCTABICHHS U 0 OPMIICHHUS

- IlpaBuma cornmacoBaHusi HOMEHKJIATYPhl /€l C BEIOMCTBEHHBIMH apXHBaMHU M DJKCIEPTHOM
KOMHCCHEN

- [lopspok GopmupoBanus U opopmieHus nei, crnenuduka GoOpMUPOBAHUS OTACTBHBIX KaTErOPHIA
Jedt.

- [IpaBuna xpaHeHus Jell, B TOM YHCIE C JOKYMEHTaMU OTPAaHHYEHHOTO JTOCTYTIA.

- [IpaBuna BbIIaYM ¥ UCTIOIB30BaHUS IOKYMEHTOB M3 CPOPMHUPOBAHHBIX JIEIT



- Ilopsimok BbIAUM JOKYMEHTOB ISl MCIIOJIb30BaHUS paOOTHUKAM OpraHU3allMy, MPEJIoCTaBIICHUE
JIOKYMEHTOB T10 3alIpOCaM BHEUTHUX OpraHHU3aI[Hil.

- Kpurtepun pasneneHusi TOKyMEHTOB Ha TPYIIBI B COOTBETCTBHM C IEHHOCTHIO HMH(OpMAINH,
coJieprKalieiicss B HUX

- Ilopanox McroONb30BaHUS TUIIOBBIX WM BEJIOMCTBEHHBIX IE€PEUHEH JTOKYMEHTOB, OIPEIEICHUS
CPOKOB XpaHEHUs B MPOLECCE IKCIEPTU3bI LIEHHOCTH JOKYMEHTOB.

- [lopsimok co3manusi, OpraHu3aluy U JOKYMEHTUPOBAHHS paOOThI SKCIIEPTHOM KOMHCCHH.

- [IpaBuna cocraBiieHus: U YTBEPKIEHUS MPOTOKOJIa pabOThI IKCIIEPTHON KOMUCCHH.

- [IpaBuiia cocTaBieHUsI U YTBEPKICHUS aKTa O BBIJICIIEHUH JOKYMEHTOB, HE MOAJIEKAIUX XPAaHEHUIO.

- HopmartuBHble mpaBOBbIE aKTbl, HOPMATHBHO-METOAMYECKHE JOKYMEHTBI, TOCYIapCTBEHHBIC
CTaHJAPTHI, ONPECIIAIONINE MOPSAOK OPOPMIICHUS U TIEpelaun e B ApXUB OPTaHU3AIIH.

- IlpaBuna TexHuyeckoil 0OpaOOTKH M MOJIHOrO OGOPMIICHHS J1€d MOCTOSIHHOIO U BPEMEHHOTO
XpaHEHUS.

- [IpaBuiia nmepenauu e B apXuB OpraHU3aluu.

- IlpaBuna cocraBiieHUsI ONUCH JEJl IMOCTOSHHOTO M BPEMEHHOIO0 XpPAaHEHHs B COOTBETCTBUU C
HOPMAaTHBHO-METOIUYECKUMU JOKYMEHTAMHU

1.4. TpyaoeMKOCTh 0CBOEHHUSsI MPOrPaMMbI MPOU3BOJACTBEHHOI MPAKTUKU:
TpynoemkocTh ocBoeHust npou3BoacTBeHHOM mpakTuku [111.02.01 cocraBnsier 4 Henenu (144 yvaca).



2.

Pe3ysbTaThl NPAKTHKH

Pe3ysbpTaToM MPOU3BOCTBEHHOMN MTPAKTUKH SIBIISICTCSL:
ocoeHue o0mux kommereHui (OK)

Kon Ymenus 3nanus

IIK, OK

OK 01 pacro3HaBarth 3a/1a4y U/WUiIH MpooIemMy AKTyaJIbHBIN npohecCHOHATbHBIN u
B Npo(ecCHOHAIBHOM  W/WIM  COLMAJIBHOM | COUMAIBHBIA  KOHTEKCT, B KOTOpOM
KOHTEKCTE MPUXOJUTCS PabOTATh U )KUTh
aHaJIM3UpOBaTh 3ajJady MW/MIM [poOJieMy U | OCHOBHbIE  HCTOYHMKM  UHGpOpMALMU U
BBIJIETIATH €€ COCTaBHBIC YaCTU pecypcsl A peuleHus 3ajad U npodieM B
OIpeNIeNIATh ATAIlbl PELICHUS 3a7jaui NpoQEeCCUOHATIBHOM  W/WIK  COLMAIbHOM
BBIABIIAATE U A(PQPEKTUBHO HCKAaTh WHPOPMALMIO, | KOHTEKCTE
HEOOXOAUMYIO Ul peIIeHUs 3aJauyd  W/WIN | alTOPUTMBI BBIIIOJIHEHHS padoT
po0sIEMbI B IPO()eCCHOHATBHON U CMEKHBIX 00JIACTAX
COCTaBJIATH IIaH JIeHCTBUSA MeTo/bl paboThl B HPO(pECCHOHATBHOW U
OIpeeATh He0OXO0JUMbIE PECYPCHI CMEXHBIX chepax
BJIAJICTh aKTyaJIbHBIMU METOJAMU PAOOTHI CTPYKTYpY IIJIaHa JJIsl peLIeHUs 3a1a4
B IPO()eCCHOHATBHOMN U CMEXKHBIX chepax HOPSZIOK OLIEHKU PE3yJbTaTOB PEIICHUs 3a/1a4
peaIn30BbIBaTh COCTABJICHHBIN IIaH npodeccuoHaIbHOMN e TeIbHOCTH
OLICHMBAaTh pe3yJbTaT U IOCIEACTBUS CBOMX
nercTBUM  (caMOCTOATENbHO MM C  ITOMOILBIO
HaCTaBHUKA)

OK 02 OIpeseNATh 3a7auul JUIsl MOMCKA HHPOPMALIUU HOMEHKJIaTypa MH(POPMALIMOHHBIX
OTpEEIATh HEOOXOTUMbIE WCTOYHHUKH | HCTOYHHUKOB, MIPUMEHSIEMBIX B
uHpopMaLnuu npodeccuoHaIbHOMN e TeIbHOCTH
IUTAHUPOBATh MPOLIECC TTOUCKA MIPUEMBI CTPYKTYPUPOBaHUS HH(pOpMaIim
CTPYKTYPHUPOBATh MOIYy4aeMyt0 HH(POPMAIIHIO ¢dopmar odopmiieHHs pe3yabTaToOB IOMCKA
BbIIETATh HauOoyiee 3HAYMMOE B IepeuHe | MHQOpMalluK, COBPEMEHHBIE CpelICTBAa MU
uHpOpMaLun yCTpOCTBa HH(pOpMATU3ALIUN
OILICHUBATh MPaKTUIECKYIO 3HAYMMOCTb | OPAJOK MX NPUMEHEHHS H TPOTPaMMHOE
pe3yabTaTOB MOMCKA obecrieyeHne B npodeccuoHaIbHON
oopMIATh pe3yNbTAThl TOWCKA, TPUMEHATH | ACATEIBHOCTH B TOM YHCIIE C UCTIOIH30BAHUEM
cpeAcTBa HMH(POPMALMOHHBIX TEXHOJOTMHM Ui | HU(PPOBBIX CPEJCTB
penieHus npodeccnoHalIbHbIX 3a1a4
UCMOJb30BaTh ~ COBPEMEHHOE  MpOorpaMMHOE
o0ecrnieueHue
UCIMOJIb30BaTh pa3iIMuHble IM(POBBIE CperCTBa
JUIsl pelieHus mpodeccnoHalIbHBIX 3a/1a4

OK 04 OpraHU30BBIBATh PAOOTY KOJUIEKTHBA MICUXOJIOTHYECKHE  OCHOBBI  JIEATEIbHOCTU
¥ KOMaH bl KOJUIEKTHBA, MICUXOJIOTHYECKHEe OCOOEHHOCTH
B3aMMO/ICHICTBOBATh C KOJUIETAaMH, PYKOBOJICTBOM, | JINYHOCTH
KIMEHTaMH B XoJle  NPO(EeCCHOHATbHON | OCHOBBI MPOEKTHOM JEeSTENTbHOCTH
JeSITeIbHOCTH

OK 05 rPaMOTHO n3J1araTh CBOM MBICIIH | OCOOEHHOCTH COIIMAIBHOTO U KYJIBTYpPHOTO
U 0(hOpMIIATH JOKYMEHTHI IO MPO(PECCHOHATBLHON | KOHTEKCTA,;

TEMaTHUKE Ha TOCYIapCTBEHHOM SI3BIKE, MTPOSBIIATH | MIPaBHUiIa OPOPMIICHHS TOKYMEHTOB
TOJIEPAHTHOCTh B pab0OYEM KOJJICKTUBE U TIOCTPOEHHUSI YCTHBIX COOOLICHUN
OK 09 MOHUMATh OOIIMI CMBICT YETKO MPOW3HECCHHBIX | MPaBWIa TIOCTPOCHUSI MPOCTHIX M CIIOKHBIX

BBICKA3bIBaHU Ha W3BECTHBIC TEMBI
(mpodeccuoHanbHble W OBITOBBIC), ITOHUMATH
TEKCTHI Ha 6a30BbIe MPO(HECCHOHAIBHBIE TEMbI
y4acTBOBAaTh B IMAJIOTaX HA 3HAKOMBIE O0IIHe

U po(ecCuoHaNbHBIE TEMbI

CTPOHTH MPOCTHIC BHICKAa3bIBaHUS O ce0e U O CBOCH
po(heCcCHOHALHOM e TEIbHOCTH

MpenIoKeHui Ha podeccroHalbHBIE TEMbI
OCHOBHBIC OOIIEYNOTPEOUTEIBHBIE TJIArOJIbI
(ObITOBast ¥ MpodeccnoHaIbHAs JTEKCUKA)
JEKCUYECKM MHUHUMYM, OTHOCSAIIMHCA K
OTIMCAHMIO TPEIMETOB, CPEACTB U MPOILIECCOB
npodeccroHalbHOM 1eATEeNbHOCTH
0COOEHHOCTH NMPOU3HOIICHHS




KpaTko OOOCHOBBIBaTh H  OOBSICHATH
JeicTBUSA (TEKYIIME U IUIAHUPYEMBIE)
nucath IMPOCThIE  CBA3HbIE COOOIIEHUS  Ha
3HAKOMBIE WIH HUHTEPECYIOLIHNE
1po¢eCCHOHAIIbHBIE TEMBI

CBOU

MpaBWJIa YT€HUS TEKCTOB MpodeccroHalIbHOI
HaIpaBJIEHHOCTH

npodeccHOoHANBbHBIX

komrnereHmii  (I1K):

IK 2.1.

Pa3pabaTbiBaTh HOMEHKIIATYPY JI€]1 CTPYKTYPHOI'O
IOApa3IeICHHUS.

@opMynMpoOBaTh 3arojIOBKU 1€ U ONPEIEIATh
CPOKH MX XPaHEHHS.

HopmartuBHbIE TpaBOBBIC aKTHI, HOPMATHBHO-
METOIMYECKHE TOKYMEHTHI,
rOCy/IapCTBEHHBIC CTAHIAPTHI,
OTIPEICTISIONINE TTOPSII0K
JOKYMEHTAI[MOHHOTO 00EeCTICUeHUs
YIPaBJICHHS

Bunber HoMeHKIaTYp, 001IMEe TPEOOBAHUS K
HOMEHKJIaType, METO/IMKA €€ COCTAaBIICHUS U
odopmITeHHS

[IpaBuna cornacoBaHusi HOMEHKIATYPHI A€l C
BEJOMCTBEHHBIMH apXWBaMH M 3KCIICPTHOM
KOMHCCHEH.

JIOKYMEHTOB.
OdopMIsATh JOKYMEHTBI IKCIIEPTHON KOMHCCHHU.

IIK 2.2. | Opranu3oBsiBaTh paboTy 1o popmupoBanuio Aen | HopMaTuBHBIE TPaBOBbIE aKThI, HOPMATUBHO-
B COOTBETCTBHUHM C YTBEP)KICHHOM HOMEHKJIATYpOi | METONYECKHE JOKYMEHTHI,
JIeJ1 OpraHu3aluy. roCy/1apCTBEHHbIE CTAHIaPThI,
®opMHUPOBATh TOKYMEHTHI B JI€/a C YU4ETOM UX OTIpeIeIIAOIe TOPSAIO0K
cnenuuKH. JOKYMEHTAIMOHHOTO 00eCTIeUeHHS
CucremMaTu3npoBaTh JOKYMEHTHI BHYTPU J€ja. yIIpaBJICHUS
[Topsimox (hopMupoBaHUs "
oopmienus aen, cnenudrka GopMUPOBAHUSL
OTAEJIbHBIX KaTerOpuil Jel.

I1IK 2.3. | Opranu3oBbIBaTh XpaHEHHE JJOKYMEHTOB B [IpaBuna xpaHeHus Jell, B TOM YHUCIE C
MPOLIECCE UX UCIIOIHEHUS U TEKYIllee XpaHEHUE JIOKYMEHTaMH OIpaHUYEHHOI0 JJOCTYTa
UCTIOJIHEHHBIX JOKYMEHTOB. IIpaBuma BbIIaYM U UCTIOJIb30BAHUS
OpranuzoBbIBaTh paboOTy M0 YUYETY, XPAaHEHUIO U | JJOKYMEHTOB U3 CPOPMUPOBAHHBIX A€
nepeadye B COOTBETCTBYIOIINE CTPYKTYPHBIE Ilopsmoxk  BBIAAYM ~ JOKYMEHTOB  JJIs
noJipa3/iesieHus: JOKYMEHTOB TEKYIIETO WCIIOJIb30BaHUs pabOTHUKAaM OpraHU3aluy,
JIEJIONPOU3BO/ICTBA. IIPEOCTABIEHUE JOKYMEHTOB IO 3alpocam
IIpumeHATH MH(OPMAIIMOHHO- | BHEIIHUX OpraHMU3aliii.

KOMMYHHKAIIMOHHBIE TEXHOJOTUU NpU padboTe ¢
JIOKyMEHTaMu
[IK 2.4. | OcymecTBasATh SKCIEPTU3Y LIEHHOCTH HopmartuBHbIE TpaBOBbIE aKThl, HOPMAaTHBHO-

METOJINYECKUE IOKYMEHTHI,
rOCy/IapCTBEHHBIE CTaHIAPTHI,
OTpeeNSIoNIe MOPSI0K
JOKYMEHTAIIHOHHOTO 00eCcTIeyeHHs
yIpaBICHUS

Kputepuu pa3aenenus J0KyMEHTOB Ha
TPYIIBI B COOTBETCTBUH C IICHHOCTHIO
nH(pOpMaIIUY, COAEpIKaIIecs B HUX
[Topsimok UCTIOb30BaHUS TUTTOBBIX WJTH
BEJIOMCTBEHHBIX MEPEUHEN JOKYMEHTOB,
oTpesieNIeHUs] CPOKOB XpaHEeHHUsI B Ipoliecce
9KCIIEPTU3bI HEHHOCTU JOKYMEHTOB
[Topsanox co3nanus, opraHu3aluy u
JOKYMEHTUPOBAHUS PabOTHI IKCIIEPTHOM
KOMHUCCUH




[IpaBuna coctaBneHus U yTBEPKICHUS
MIPOTOKOJIa PA0OTHI IKCIIEPTHON KOMHUCCUU
[IpaBuia cocTaBieHus U YTBEPKIACHUS aKTa O
BBIJICJICHUN JIOKYMEHTOB, HE MOJICKAIIUX
XpaHEHUIO

IIK 2.5.

I'oToBUTH

u

nepcaaBaTb
MaTCpHraJibl HAa XpaHCHUEC B apXUB.

JOKYMCHTAJIbHEBIC

HopMmatuBHBIE IpaBOBBIE aKTHI, HOPMATUBHO-
METOANYECKUE JOKYMEHTBI,
roCyapCTBEHHbIE CTAHIAPTHI,
OIIpEEIISIONINE TOPSIOK OopMIIeHHS U
nepeJady el B apXyuB OpraHu3aluu.
[IpaBuna TexHIUUECKOW 00paOOTKH U TOTHOTO
oopmieHHs [ies1 TOCTOSHHOIO U BPEMEHHOIO
xpa"enus. [IpaBwia nepemadm aen B apXuB
OpraHH3alMH.

IIK 2.6.

CoctaBnsaTh 1 0POPMIISTH OTHCH JIET
HOCTOSTHHOTO U JIOJITOBPEMEHHOT'O CPOKOB

HpaBI/IJIa COCTaBJICHUS OIINCH pI(SA) |
INIOCTOSAHHOTO KW BPCMCHHOI'O XpPAaHCHUA B

XpaHEHUS. COOTBETCTBUH C HOPMATUBHO-METOIMIECKUMHU
Hcnonp3oBath HOMEHKJIATypy nen IIpU | JOKYMEHTaMHU
COCTABJICHUH OIMCEN J1eN
2.1. Conep:xaHue NPaKTHKH
Bunst Bunel padot Copnepxanue HanmenoBanune Komunyecrt-
JEeATENbHOCTH OCBOEHHOT'0 JUCLUIUINH, BO 4acoOB
y4eOHOT0 MEKIUCIIUTIIIMHAPHBIX (Henenp)
Marepuana, KYPCOB C YKa3aHUEM TEM,
HE00XO0IUMOTO I o0ecreunBaroIXx
BBHITIOJTHEHUS BUIOB | BBITIOJTHEHUE BUIOB pabOT
pabot
N3yuenue Tema 1. OO0rume MJIK.02.01 CucremaTu3arys u 10
TEXHOJIOTUHU MMIPUHIAIILI OopraHu3anus OIepaTuBHOIO
OpraHu3aInu CHCTEeMaTH3alll1 JIe)l 1 [XpaHEHUsI JOKYMEHTOB H
TEKYIIEro XpaHeHus: [y4eT JOKyMEHTOB MOJrOTOBKA JIeJT JUTS TIepeadn B
JTOKYMCHTOB U OpraHu3anuu ApXUB
MOATOTOBKH JIEIT JUIst
repesadu B apXuB.
YuacTtue B Tema 2. CoctaBnenne u |M/IK.02.01 Cucrematuzanus u 20
paspaloTke 1 ohopmieHHe OpraHu3aLys ONEPaTUBHOIO
BEICHUHU HOMCHKIIATYpbl J1eN XpaHEHHUs IOKYMEHTOB 1
HOMEHKJIATYPBI €1 |[KOHKPETHOU [O/TOTOBKA JIEN JUTs [IEpEIAUH B
CTPYKTYpHOTO HOMEHKJIATYPBI J1eJT
Moapa3aeNeHHs. Mopa3aeCHHSL. ApxHB
Dopmuposanue aen g |1eMa 3. Onepatusnoe  MJIK.02.01 Cucremarnsaius u 20
COOTBETCTBUH C XPaHCHHUE NOKYMEHTOB Y opraHu3alys ONEpaTUBHOIO
HOMEHKIIATYpOii fen1 uHCTIOTTHATENEH XpaHEHUsI IOKYMEHTOB 1
HpaBuIaMu [MOJITOTOBKA JIEJ J1JIsl IEpeiaun B
Opranusams (hopMHUpOBaHUS JEIT. ApXHB
TEKYLIErO XpaHECHUs
[IOKYMEHTOB 1 OsaKoNICHIG ¢ Tewma 4. Iloaroroska MJK.02.01 CucremaTusanus u 18
HOATOTOBKA [e IS HOPAIKOM yHeTa i Ilj(iﬁ};lgflnesll;r(()); u Pf[en K OpTraHu3anys OICPATUBHOIO
[ICPCNIAtn B APXUB  lycronp30BaHms ACT 8 ¢ MPAHCHHA AOKYMCHTOB 1
[TOCTOAHHOMY XPAHCHHIO |, nrotoBka men ams nepeiavn B




(TOKyMEHTOB)
[TEKYIIIEr0 XpaHCHHUSI.

ApXHB

Ocy1ecTBieHue
0TOOpa TOKyMEHTOB H
eN Ha XpaHeHue 1
YHHYTOKEHUE, T10
[pe3yJbTaTam
PKCIIEPTHU3BI
[IEHHOCTH
ITOKYMEHTOB U
[PEIICHUHN, PUHATHIX
PKCIIEPTHOM
KOMHCCHEH.
CocTaBleHUE aKTOB
BBIIAYM, IIEpENAYH,
VHHYTOXKEHUS
ITOKYMEHTOB.

Tema 5. Onenka

SHAYUMOCTU JOKYMCHTOB

1 OTpesieTICHUEe CPOKOB
X XpaHEeHUs

MJIK.02.02 O6ecrieuenune
COXPAaHHOCTH JIOKYMEHTOB

20

IlonroroBka men k
ApXUBHOMY
XpaHEHUIO, B TOM
qHcie: U3yueHHe
TTOKYMEHTOB B LIEJISIX
OTIpeIeNICHHSI CPOKOB
WX XpaHCHUS,
HyMepawnus JHCTOB
ApXUBHOTO JIefa,
COCTaBIICHHE U
odopmiieHe
BHYTPEHHEH OITUCH H
ImrcTa-3aBepuTeIs
APXHUBHOTO JIeTa,
COCTaBJICHHE U

o opMIIeHHE KapThi-
3aMEeCTHTEIsS, JTIUCTA
MCIIOJIb30BAHHUS
ApXUBHOTO JIefIa,
COCTaBIICHHE U
odopmiieHe
[PEKBH3UTOB OOJIOKKU
APXHUBHOTO JIeTa,
MPOIINBKA aPXUBHOTO
nena.

Tema 6. Odopmienue
nea OCTOSIHHOTO 1
NTOJITOBPEMEHHOT O
CPOKOB XpaHCHUA IJIsA
neperady B apXuB
OpraHu3aluu.

MJIK.02.02 O6ecnieucHue
COXPAaHHOCTH JIOKYMEHTOB

20

CocraBneHue
APXUBHON OMUCH JEN
IMMOCTOSIHHOT'O
XpaHEHUsI.
OdopmiieHre ormcu
1eJT 110 JTUYHOMY
COCTaBy.
OdopmiieHre orcu
1eJT BpEMEHHOTO
(cBermre 10 jet) cpoka
XpaHCHUS

Tema 7. CocraBieHue

OITMCH ACJTI ITIOCTOAHHOT'O

1 JI0JITOBPEMEHHOTO
CPOKOB XpaHEHMS.

MJK.02.02 O6ecnieucHue
COXPAaHHOCTH JIOKyMEHTORB

20

3amoaHeHne
OTUECTHOH U
TCXHIYICCKOM
ITOKyMEHTAITHH.




Benenue THEBHUKA.
Hammcanne oTyera 1o
[IPOU3BOACTBEHHOM
MpaKkTUKE.




4. YcnoBusi OpraHu3aniy v NpoBeJeHns IPAKTUKH

4.1 TpeOGoBaHusi K JOKYMEHTAIIUH, HEOOX0IMMOMH /1JIs1 MPOBeeHUsT MPAKTHKH:
— nporpamMma pou3BOACTBEHHOMN MPAaKTUKU;

- JIOTOBOP 00 OpraHU3alMU MPAKTUKU;

- HaIpaBJIEHUE Ha MIPAKTUKY;

- WHAUBUAYaJIbHOE 33/1aHUE;

- JTHEBHUK MPAKTHUKY;

- aTTeCTallMOHHBIN JIUCT;

- XapaKTepUCTHKA pabOThl 00yYaroIIerocs;

- OTYET IO MPAKTUKE.

4.2 TpeO6oBanusi K yueOHO-MeTOANYECKOMY 00ecTieYeHHI0 MPAKTHKH
[IpakTka WMeEeT MLeNbl0 KOMIUIEKCHOE ocBoeHue cryaeHtamu [IM.02 OpraHuzanusi TEKyIIEro
XpaHEHUsT JOKYMEHTOB M TMOATOTOBKAa JeJ IJs TepeJadyd B apxXuB, (OpMUPOBaHHE OOMMX U
po¢eCCHOHATIBHBIX KOMIIETEHIINH, a TaKXKe TPpUoOpeTeHNne HEe0OXOAUMBIX YMEHHUN M MTPAKTHYECKOTO OIBITA.
VYyeOHasi ¥ MPOU3BOJCTBEHHAS MPAKTUKA MPOBOJUTCS B OpPraHU3aLUAX, HATIPABICHUE NEATEIbHOCTH
KOTOPBIX COOTBETCTBYET MPO(HITIO IOATOTOBKU 00YJAIOLITIXCSI.
Jlis HamucaHUs OTYeTa CTYyAEHTaM BbIJAOTCA MeTonudeckue YKa3aHUs 10 OpraHu3aluu |
NPOBEICHUIO TIPOU3BOICTBEHHOM MPAKTUKN ¥ MHANBHTyaIbHbIC 3aJaHHS.
NnnuBuayansubie 3aganus no [IM.02 Opranuzanus TeKyIero XpaHeHus JOKyMEHTOB U MOJAT0TOBKA
JIeJ1 JUId [Iepelayk B apXUB!
1. TloaroroBka u nepeAaya JOKYMEHTOB Ha apXUBHOE XpaHEHUE
2. HopMaTuBHO-TIPaBOBBIE IOKYMEHTHI, PETYINPYIOIINE TIOPSIIOK U CPOKU XPAHEHHUSI.
3. Tekyiee u apxuBHOE XpaHEHHUE TOKYMEHTOB
4. Opranu3zaiys TeKyIIero XpaHeHus JOKyMEHTOB
5. [IpobGieMbl TeKyIIero XpaHeHus! TOKyMEHTOB
6. Homenkatypa fen B TEeKyIIeM XpaHeHU! JIOKyMEHTOB
7.9KcrepTr3a HEHHOCTH T0KYMEHTOB.
8.IlogroroBka u oopmieHue nen
9. CocraBienue onucei aedn.
10. XpaHeHne JOKYMEHTOB B JIGKTPOHHOM BHUJIE
11. Yuer u XpaHeHue nevyarei, ITaMIIOB U OJIAHKOB.
12. YcnoBus 11t COXpaHHOCTH apXUBHBIX JOKYMEHTOB.

4.4 TpeGoBaHMsl K MaTepHAJIBHO-TEXHUYECKOMY 00ecredeHHI0

Peammzanus mporpammsel mpousBoacTBeHHON mpakTuku [1I1 02.01 mpoBomuTCst B OpraHu3anusx u
COOTBETCTBYIOT TPEOOBAHUSAM TEXHUKU OE€30MACHOCTH U MPOTHBOIOKAPHOW O€30MMaCHOCTH MPU MPOBEACHUU
yueOHOM mpakTuku, npexycMoTrpenHsix @I'OC CIIO.

MarepHuanbHO-TEXHHUECKOE 00eCIIeYeHne COOTBETCTBYET NMPO(heCcCHOHAIBHOM JesITeIbHOCTH U JIaeT
BO3MOJKHOCTb OBJIAJIETh YCTAHOBJIEHHBIMU KOMIIETEHIUSMH IO BCEM OCBAaWBAEMbIM BHJIaM JESATEIBHOCTH,
IPEAYCMOTPEHHBIM IPOIPaMMOM, C HCIIOIb30BAHMEM COBPEMEHHBIX TEXHOJIOTMM, MATepUagoB U
000pyT0BaHUS.

Bce mnomerieHuss COOTBETCTBYIOT TpeOOBaHMSAM TEXHUKH O€30MAaCHOCTH M IMPOTHUBOIOXKAPHOM
0€30MaCHOCTH MPU MPOBEIEHUH POU3BOACTBEHHON MPAKTUKU.



5. IlepeyeHb OCHOBHOM M JONMOJHHUTEJBHOH JUTEPATyPhbl, HHTEPHET-PECYypPCOB,HE00XO0AUMBbIX
AJ1l IPOBEAeHUs NPAKTUKH

OcHOBHbBIE IeYATHBIE H3J1aHusA

1. ApacnanoBa, B.A. JlokyMeHTalMOHHOE OOECTICUeHUE YIPABICHUS: YIeOHO-TIPAKTHUECKOE TOCOOHE
B cxeMax, Tabnunax, oopasuax : [12+] / B.A. ApacimanoBa. — 2-¢ u31., A0I. U nepepad. — Mocksa ; bepiun :
Hupexr-Menua, 2020. — 265 c. : ui., Ta0.

2. ApacnanoBa, B.A. CnyxeOHbie TOKYMEHTHI: (OpMYISIppl U TpuMepbl odopmieHus. AnbOoMm:
yueOHo-TIpakTHuecKoe nocoodue : [12+]/ B.A. Apacnanosa, E.C. BypmucrpoBa. — Mocksa ; bepnun : Jlupekt-
Menmna, 2020. — 108 c.

3. Hoponuna, JI. A. JIoOKyMEHTalMOHHOE OOECIIEYCHUE YIPABICHHS: YUYCOHUK U MPAKTUKYM JUIS
cpennero npodeccuoHanbHoro oopazosanus / JI. A. loponuna, B. C. UputukoBa. — 2-e u3a., nepepad. u
nor. — Mocksa: M3narensctBo HOpaiit, 2023. — 270 c. — (IIpodeccuonanpHoe obpazoBanue). — ISBN
978-5-534-16017-8. — Tekct: HEMOCPEACTBEHHBIH.

4. KopueeB, 1. K. JlokyMeHTaIlMOHHOE OOCCIICUCHHE YIMPABICHHS: YICOHUK M MPAKTUKYM JUIS
cpenuero npodeccruonaibHoro oopazosanus / M. K. Kopuees, A. B. ITmenko, B. A. Mamypues. — 3-e u3n.,
nepepad. u nor. — Mocksa: U3marensctBo Opaiit, 2023. — 438 ¢. — ([Ipodeccnonansnoe oOpa3oBanue).
— ISBN 978-5-534-16002-4. — TekcT: HermocpeACTBEHHBIM.

5. Kab6amog, C.IO. Jlenompon3BoACTBO U apXUBHOE JIEIO B TEPMUHAX M OMPEACICHUSAX : yueOHOE
noco6ue / C.1O. Kabamos, N.I'. AchanausipoBa. — 3-e u3f., crep. — Mocksa : @nunra, 2018. — 295 c.

OcHOBHbIE JIeKTPOHHbIE H3AHUS

1. beikoBa, T. A. JlokymMeHTallMOHHOE OOecIiedeHre yIpaBlieHUs (IeTOMPOU3BOJCTBO) : yueOHOE
noco6ue / T.A. beikoBa, T.B. Ky3nenosa, JI.B. Cankuna ; mon ool pea. T.B. Ky3nenosoit. — 2-e¢ u3j.,
nepepad. u gon. — MockBa: UHOPA-M, 2021. — 304 c. + Hdomn. martepuansl [DneKTpoHHBIN pecypc]. —
(Cpenuee mpodeccuonansaoe obpazoBanme). - ISBN 978-5-16-013913-5. - Tekcrt: snekrponnsiid. - URL:
https://znanium.com/catalog/product/1141796

2. Kopnees, 1. K. JlokymeHTalnoHHOE OO€cClieYeHHE YNpPABIEHUS : YYEOHUK U MPAKTUKYM IS
cpenHero npodeccruonanpHoro oopazosanus / M. K. Koprees, A. B. ITmenko, B. A. Mamrypues. — 3-¢ u3n.,
nepepad. u gon. — Mocksa : M3narensctBo HOpaiit, 2023. — 438 c. — (IIpodeccronansHoe o0pa3oBaHue).
— ISBN 978-5-534-16002-4. — Texkcr : anexTponHbIid // Obpa3zoBatenbHas miardgopma FOpait [caiT]. —
URL.: https://urait.ru/bcode/523611

3. CmupnoBa, E. I1. [lenonponsBoactBo s cekperaps. PazpaboTka, ydeT u XpaHeHUE CITyKeOHOM
JOKyMeHTaIuH : npakruyeckoe nocoodue / E. I[1. CmupHoBa. — 2-e u3n. — Capatos : Aii [Tu Op Menua, 20109.
— 210 c. — ISBN 978-5-4486-0465-2. — Tekcrt : 351eKTPOHHBIH // DIIeKTpOHHO-O0nOMoTeuHas cucrema [IPR
BOOKS: [caiit]. — URL: http://www.iprbookshop.ru/79622.html

JlonoTHUTeIbHbIE UCTOYHUKH

1. Kynses, H. H. JlokymentoBenenue: yueonuk / H. H. Kynses, 1. H. Ypanos, A. I'. ®abpuuHoii; moj
pen. mpod. H. H. Kynaesa. - 2-e u3n., crep. - Mocksa: Jloroc, 2020. - 352 c. - (HoBas yHuBepcuTeTCcKas
oubnmorteka). - ISBN 978-5-98704-329-5. - Texcrt: AJIEKTPOHHBIH. - URL:
https://znanium.com/catalog/product/1211628 1. Tenbuapos, A./l. ApxuBoBeaeHue : ydeOHOe mocodue :
[16+] / A /1. TenpuapoB. — 2-¢ u3a. — Mocksa : [lamkoB u K°, 2018. — 184 c. : wi. — (YueOHbIe U3TaHUS IS
OakanaBpoB). — Pexxum nocryna: no noanucke. — URL: http://biblioclub.ru/index.php?page=book&id=573440

2. YnupaBieHHe JOKYMEHTAIlMeH W apXuBaMU 3a pyOexoM : ydeOHoe mocobue : [16+] / coct. C.B.
Makapuyk, C.II. 3Barun ; KemepoBckuii rocynapctBeHHbl yHuBepcuteT. — KemepoBo : KemepoBckuit
rocyJIapcTBeHHBIN yHHBepcuteT, 2019. — 274 c¢. — Pexmm pocrynma: mo moxamucke. — URL:
http://biblioclub.ru/index.php?page=book&id=574229

3. Xavarpsn, I'. A. Opranu3anus u COpOBOXKACHHUE AIEKTPOHHOTO JOKYMEHTO000pOTa : YICOHHK JIJIst
CIIO /T. A. Xauarpsu, U. B. Ky3nenoa. — Capatos : IIpodo6pazoBanue, 2020. — 156 ¢. — ISBN 978-5-
4488-0877-7. — Tekct : a1eKTpOHHBIN // DnekTpoHHO-0nbmoreunas cucrema IPR BOOKS : [caiiT]. — URL:
http://www.iprbookshop.ru/97086.html

4, XauatpsiH, I'. A. Opranuzanuss ¥ TEXHOJOTHS pabOThl ¢ KOHPUICHIIUATHHBIMU JIOKYMEHTAMU '
yuebnuk 1 CIIO / T'. A. Xaugatpsn, U. B. Ky3nernoBa. — Caparos : [IpodoOpa3zoBanue, 2020. — 283 ¢. —



ISBN 978-5-4488-0742-8. — Tekcr : 31eKTpOHHBIN // DnekTpoHHO-Onbmuoreunas cucrema IPR BOOKS :
[caiit]. — URL.: http://www.iprbookshop.ru/97087.html

Meronunueckas qureparypa:
MeTtoauueckue yKa3aHus 10 OpraHu3aliy U MPOBEACHUIO y4eOHOM MPaKTUKH.

5.1 TpeGoBaHusi K pyKOBOAMTEJISIM NPAKTHKH OT 00Pa30BaTEJIbLHOI0 YUPeKIeHUN
PyKOBOl[I/ITeJIeM MPAKTUKH ABJIICTCA IIPEIoaaBaTeiib, OCyIJ_IeCTBHSIIOIJ_II/If/’I 06yquHe CTYACHTOB B

paMKax npoQeccuoHanbHOM MOATOTOBKH.
TpeboBanust Kk ypoBHIO KBanu(uKauu pykoBoautens npaktuku onpexaesstores @IOC CIIO mo

npodeccun 46.01.03 [lenonpon3BoauTesb.

6. KOHTPOJIb U OLIeHKA Pe3y/IbTATOB NPAKTHKH
[lo 3aBepuieHMM NIpPAaKTUKH BO 2 CEMECTpE CTYAEHT MMIIET OTYET MO MPAKTUKE U CHAeT

nuddepeHIMPOBaHHBIN 3a4eT (3alIiTa OTYETa MO0 MPAKTHKE).



