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1. IIacmopT mporpaMMbl NIPaAKTHKHU

1.1. Mecto mNpOU3BOJACTBEHHON TNPAKTUKM B CTPYKType MNPOrpaMmbl MNOATOTOBKH
crnenuaancToB cpeaHero 3sena (nanee INIICC3)
1.2. TIpousBoncrBennas mpaktuka [111.02.01 mpuHAIEKUT K MPOPECCHOHATHBHOMY MOIYIIIO
[1IM 02 Opranu3zanus TEKyIIero XxpaHeHus JOKYMEHTOB M IMOJATrOTOBKA /e AJisl Iepejaul B apXHUB,
IIPOBOAMTCS BO 2 CEMECTPE.
1.3. Hean u 3a1a4u NPOU3BOJACTBEHHON NMPAKTHKHU
Llenp:  dopmupoBanue y oOydJarommxcs yMEHUH, NpUOOpPETeHHE  MEPBOHAYAILHOTO
MPAKTHUYECKOT0 OIbITa B paMKaxX OCBOCHHS MPOQPECCUU.
3anauu:
- (hopmupoBaHHe y 00yJarONIMXCs NEPBOHAYAIBHBIX MPAKTUYECKUX MPO(ecCHOHATBHBIX YMEHUN
B paMKaX Mpo(ecCHOHATBHBIX MOJIYJICH 10 OCHOBHBIM BUAAM MPO(EeCcCHOHATLHON NesSTEIIbHOCTH
IUIsl OCBOEHMsI paboueil mpodeccun, oOydeHHE TPYOOBBIM IMpHEMaM, OMepanusiM U crocodam
BBITIOJTHEHUSI TPYJOBBIX IPOILIECCOB, XapaKTePHBIX [UII COOTBETCTBYIOIICH Tmpodeccun
HEOOXOIUMBIX ISl TTOCIAEAYIOIIET0 OCBOCHHS MMHU OOIIUX U MPOdEeCCHOHATBHBIX KOMIETEHIIHIA
1o u3bpaHHoM npodeccui;
- BBINIOJTHEHUE paboOT B 00JIACTH OpraHu3alvs TEKYLIEro XpaHEeHHs] JOKYMEHTOB M IMOATOTOBKH
Jen JUisl Tiepeiaud B apXWB M HEOOXOAMMBIX ISl TMOCJEAYIOIIEr0 OCBOCHHUS MMM OOIIUX U
npodecCHOHaNBHBIX KOMIIETSHIIUN 10 n30paHHOM npodeccuu;
- 3aKpeIUICHHE W COBEPIICHCTBOBAHWE IEPBOHAYAIBHBIX MPAKTHYCCKUX MPOPECCHOHATBHBIX
YMEHHH 00y4aroIuxcs;
- MpoBepKa 3HaHWM, MmomydyeHHBIX Hpu uzydeHun [IM 02 OpraHuzanusi TEKYIIETO XpaHEHUS
JIOKYMEHTOB M TIOJIFOTOBKA JIJI JUIsI Iepejayl B apXUB
Bun npodeccronanbHoi nesarenbHocTU: Opranu3anus TeKYIEero XpaHeHus IOKyMEHTOB U
MOATOTOBKA JIEJN JIJISl IEpe/lavu B apXUB
B xo1e mpoxok1eHust MpakTUKK 00yJarouiics JOMKEeH UMETh TPAKTHUECKU OTBIT B:
- OpraHM3alliy TEKYIIETO XPAaHEHHS IOKYMEHTOB U TTOATOTOBKH JIEN JIJISl TIEpe/lavil B apXUB
YMETh:

- Pa3zpabatpiBaTh HOMEHKIIATYPY JIE CTPYKTYPHOTO TOPA3ICICHHUS.

- ®opmynupoBaTh 3aroJIOBKH /1€l U ONPEEIATh CPOKH UX XPAHEHHUS.

- OpranuzoBbiBaTh paboTy 1Mo (OPMHUPOBAHUIO JI€T B COOTBETCTBHHM C YTBEPKIECHHOM
HOMEHKJIaTypOH el OpraHu3aluu.

- ®opMUpPOBATH TIOKYMEHTHI B JI€JIa C YU€TOM UX CHEIU(UKH.

- CucreMaTu3upoBaTh TOKYMEHTHI BHYTPH JIeNa.

- Opranu3oBbIBaTh XpaHEHUE JOKYMEHTOB B IIPOLIECCE WX UCIIOJIHEHUSI M TEKYIIIee XPaHCHUE
WCIIOJIHEHHBIX JOKYMEHTOB.

- Opranu3oBbIBaTh paboOTy MO YYeTy, XPaHCHHUIO U Tepenade B COOTBETCTBYIOIINE
CTPYKTYpHBIE MOJIpa3IeieHus] JOKYMEHTOB TEKYIIETO JIeJIOMPOU3BOICTBA.

- Ilpumenarp uHPOPMAITMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTMH TIpU  paboTe C
JIOKyMEHTaMu

- OCyIIECTBIATH IKCIEPTU3Y IIEHHOCTH JOKYMEHTOB.

- ObopmItATh JOKYMEHTBI PKCIIEPTHON KOMHCCHHU.

- l'oToBUTH U IepeaBaTh JOKYMEHTAIbHBIC MaTEpUAIIBI HA XPAaHEHUE B apPXUB.

- CocTaBisaTh 1 0OPMIISTH OMUCH I IIOCTOSTHHOTO M IOJITOBPEMEHHOTO CPOKOB XPaHEHHUSI.

- Ucnonp30BaTh HOMEHKIATYPY JI€] MPU COCTABIECHUU OMUCEH /eIl

3HATh:
- HopmatuBHBIE TTpaBOBBIE aKThl, HOPMATHBHO-METOJUICCKHIE JIOKYMEHTHI, TOCYIapCTBCHHBIE
CTaHAaPTHI, ONPEACTSIONTNE MOPSIIOK JOKYMEHTAIIMOHHOTO O0ECTIeUeHHs YIIPaBICHUS
- Buger HOMeHKaTyp, oOmiue TpeOoBaHMsS K HOMEHKIIAType, METOJMKA €€ COCTaBJICHUS U
odopMITeHHS
- IlpaBuna cormacoBaHUs HOMEHKJIATYPHI €] C BEJOMCTBEHHBIMU apXHBaMU M IKCIIEPTHOU
KOMHCCHEH



- Tlopsimox ¢opmupoBanust 1 odopmieHus nen, cnenuduka (GOpMHUPOBAHUS OTIEIBHBIX
KaTeropui Jiel.

- [IpaBuna xpaneHus Jel, B TOM YHCIE C JOKYMEHTaMH OTPAaHUYSHHOTO JOCTYIIA.

- [IpaBuina BbIIa4M M UCTIONB30BAHUS JOKYMEHTOB U3 C(HOPMHUPOBAHHBIX JIEIT

- Tlopsmok BbBIJAYM JTOKYMEHTOB [UIS HCIIOJIB30BaHMsS paOOTHHKAM OpraHHU3allvy,
IpeoCTaBICHHE JOKYMEHTOB 110 3aIIpOCaM BHEIIHUX OpPTraHU3aIHi.

- Kputepun pasaeneHus JOKYMEHTOB Ha TPYIIIBI B COOTBETCTBHH € IIEHHOCTHIO HH(pOpMAIINY,
cozieprKaleiics B HuX

- Tlopsnok HCMONB30BaHMS THUIOBBIX WM BEIOMCTBEHHBIX II€pEUHEH JIOKyMEHTOB,
OIIpEeJIeTICHUS] CPOKOB XPAHEHUS B IIPOIIECCE IKCIIEPTU3BI IEHHOCTH JJOKYMEHTOB.

- [lopsimok co3anusi, OpraHu3aluy U JOKYMEHTUPOBAHUS PaOOThI SKCIEPTHOW KOMUCCHUH.

- [IpaBuina coctaBieHHs ¥ YTBEPKACHHS IPOTOKOIA PaOOTHI SKCIEPTHON KOMUCCHH.

- IlpaBuia cocTaBieHUs U YTBEPXKACHUS aKTa O BBIICICHUH JOKYMEHTOB, HE IOJICKAIINX
XpaHEHHUIO.

- HopmaTuBHBIE IpaBOBBIE aKThl, HOPMATUBHO-METOAMYECKHIE IOKYMEHTHI, TOCY/IapCTBEHHBIC
CTaH/IapThl, ONPEACIAIONINE TTOPAI0K 0hOPMIICHHS U NIEpeIavH /eI B apXUB OpraHu3aliH.

- IlpaBunma TexHWYECKOW 0OpabOTKM ¥ TOJHOTO OGOPMIIEHUS J€l TOCTOSHHOTO |

BPEMEHHOI'0 XpaHEeHHUS.
- [IpaBuna nepenauu 1e1 B apXUB OPraHU3aLNN.

- HpaBI/IHa COCTaBJICHUSA OIMMCH ACJ ITOCTOSAHHOI'O U BPEMCHHOI'O XpaHCHHA B COOTBECTCTBHUH C

HOPMAaTUBHO-MCTOAUYCCKUMU JOKYMCHTAMU

1.4. TpynoeMKoOCTh OCBOEHHMS NPOrPaMMbl Y4eOHOH NMPAKTHKH:
TpynoemkocTs ocBoeHus yueOHoil npaktuku [111.02.01 cocraBnser 4 nenenu (144 vaca).

2.  Pe3yabTaThbl NPAKTHKH
Pe3ynbpTaToM npon3BOACTBEHHON MPAKTUKU SBIISIETCS:
ocBoeHue oomux komnereHui (OK)

Kon Ymenus 3Hanus
MK, OK
OK 01 pacrno3HaBaTh 3a/1a4y W/WUIH poOIemMy aKTyaJIbHBIN
B Npo(ecCHOHANbHOM  W/WIM  COLMAIBHOM | IpOodeCCHOHATLHBIN u
KOHTEKCTE COLIMANBHBIA  KOHTEKCT, B
aHaM3UpOBaTh 3aJadyy MW/MIM MpodiieMy U | KOTOPOM IIPUXOANUTCS
BBIJICJIAT €€ COCTaBHbIE YAaCTH paboTaTh U KHUTb
OTIpPEAEIATh ATAIbI PELICHUS 3a/1a41 OCHOBHbIE WCTOYHHUKH
BBIABIIATE U A(PPEKTUBHO HMCKAaTh MHPOPMALMIO, | HHPOPMALIMU U PECYPCHI JUIS
HEOOXOAMMYIO ISl pelIeHUs 3aJadyd  W/WIK | pelIeHus 3a1a4 U mpo0jeM B
poOIeMbI npoeCCHOHATBHOM  W/MITH
COCTaBJISTh TUIaH JEHCTBUS COLIMAJILHOM KOHTEKCTE
OTIpeNieNATh He0OX0IMMbIE PECYPChI aJITOPUTMBI BBITIOJTHEHUS
BJIQ/IETh aKTyaJIbHBIMH METO/IaMU pabOThI pabot
B IPOeCCHOHATBHOMN U CMEXHBIX chepax B npodeccHoHanbHOH U
pean30BbIBaTh COCTaBJICHHBIH IJIaH CMEXHBIX 00J1aCTsIX
OLICHUBATh pE3yJabTaT U TOCIEJCTBUS CBOMX | METOMbI paboThI B
JNeHCTBUI  (CaMOCTOSITENBbHO WJIM C TOMOIIBIO | MPOPEeCCUOHAIBHON "
HACTABHHKA) CMEXHBIX cepax
CTPYKTYpY T1aHa IS
peleHus 3aaa4
MOPSAIOK OLICHKH
pe3yabTaTOB pELICHUs 3aaady
npo¢eCCHOHAIBHON
JESTEIIbHOCTH
OK 02 OTIPENIETIATh 3a/1a4u JJIsI TOMCKa HHPOPMAITHH HOMEHKJIATypa




OTIpEeIeIIATh HeoOX0IUMbIe MCTOYHUKHU | HH(POPMALIMOHHBIX
uHpopMauu HCTOYHUKOB, IPUMEHSIEMBIX B
IUTAHUPOBATH MPOLIECC TOUCKA npodeccuoHanbHOM
CTPYKTYPHUPOBATH MOIY4aeMyt0 HH(POPMAIIHIO JIeSITEIIbHOCTH
BbIICTATH Hauboyiee 3HAYMMOE B  IE€pPEYHE | IPUEMbl CTPYKTYpUPOBAHUS
uHpopMaun uHpopMaun
OLICHUBATD MPAKTHYECKYIO 3HAYUMOCTh | popmaT odopmiIeHUS
pE3yJIbTaTOB ITOMCKA pE3yJIbTaTOB IOMCKa
oQOopMIISITH ~ pe3yNbTaThl IOUCKA, MPUMEHATH | UHQOpPMALMKU, COBPEMEHHBIE
cpeactBa WH(POPMALMOHHBIX TEXHOJOTHH [UIsf | CPEACTBA U YCTPOWCTBA
pelieHus npoecCuoHaIbHBIX 3a7a4 uH(popMaTU3aLUU
UCII0JIb30BaTh COBPEMEHHOE  IPOTrPaMMHOE | IOPAJOK HMX IPUMEHEHUS U
obecrnieueHue porpaMMHoe ofOecriedeHre B
UCTIOJIb30BaTh Pa3MyYHbIe IH(PPOBBIE CPEACTBA | MPOPECCHOHATHLHON
IUTSI pelIeHus MpodeccnoHalbHBIX 33a1a4 JESITEIbBHOCTH B TOM YHUCIIE C
UCTIOJIb30BaHUEM [U(PPOBBIX
CPEICTB
OK 04 OpPTraHU30BBIBATH PAOOTY KOJIJICKTHBA IICUXOJOTUYECKHE  OCHOBBI
Y KOMaHJIbl NESTENIbHOCTH  KOJUIEKTHBA,
B3aMMOJIEICTBOBATh C KOJIJIETaMHU, PYKOBOJCTBOM, | IICUXOJOTHYECKHE
KIMEHTaMH B XoJe  NpoQeCCHOHATBHON | 0COOEHHOCTH JIMYHOCTH
JeSITEIbBHOCTH OCHOBBI IIPOEKTHOMI
JIESITEIIbHOCTH
OK 05 rPaMOTHO u3JjaraTh CBOU MBICJIH | OCOOEHHOCTH COIMAJIBLHOTO U
U 0oOpMIIATH JOKYMEHTHI 10 MPOGECCHOHATBHON | KYJIbTYPHOTO KOHTEKCTA;
TEMaTHKE Ha IOCYAapCTBEHHOM S3bIKE, POSIBIISITH | IpaBUia oopmienus
TOJIEPAaHTHOCTh B pab0UYeM KOJJICKTUBE JIOKyMEHTOB
U TIOCTPOEHHUS  YCTHBIX
CO00LIeHUH
OK 09 MOHMMATh OOLIMI CMBICT YETKO IMPOM3HECEHHBIX | MpaBUIIa IIOCTPOEHUS
BBICKa3bIBaHUI Ha U3BECTHBIE TEMBI | IPOCTHIX u CJIO’KHBIX
(mpodeccuoHanbHble U OBITOBBIE), TOHUMATh | MPEATIOKEHUMN Ha
TEKCThl Ha 6a30BbIe MPO(HECCHOHAIBHBIE TEMbI npodeccuoHaIbHbIE TEMBI
y4acTBOBATh B IMAJOrax Ha 3HaKOMbIE 001IHe OCHOBHbIE
U npoeccuoHaNbHbIE TEMbI o01nieynoTpeOouTeNbHbIe
CTPOUTH TMPOCTHIC BBICKA3BIBAHUS O ce0€ M O | TJIAroJsl (6bITOBAsS "
cBoel NpodecCcuoHaIbHOMN eI TeNbHOCTH npodeccuoHaIbHast JEKCHKa)
KpaTKO OOOCHOBBIBaTh U  OOBACHATH CBOU | JIEKCUYECKUI MUHHMYM,
JeicTBuUs (TEKyIUe U IUTaHUPyeMbIe) OTHOCSIIIMICS K OIHCAHUIO
nucaThb IMPOCTblE  CBA3HBIE COOOILIEHUS Ha | MPEAMETOB, CPEICTB u
3HAKOMBIE WIH HMHTEPECYIOIINE | POLIECCOB
npodeccuoHaNbHbIE TEMBI npodeccuoHanbHOM
JIESATEIIBHOCTH
0COOEHHOCTH MPOU3HOLLIECHUS
IpaBuUja YTEHUS  TEKCTOB
po¢eCCHOHATBHON
HalpaBJIeHHOCTH
npo¢eCCHOHATBHBIX komnerenimii  (I1K):
IIK 2.1. | Pa3zpabarpiBaTh HOMEHKJIATYPY J€J CTPYKTypHOTO | HOpMaTtnBHBIE MpaBOBHIS

NOJIpa3IeJICHNU.
@opMyIUpPOBaTh 3arojIOBKU i€ U OINpPEAeNsiTh
CPOKH UX XpaHEHUSI.

aKTbl, HOPMaTHUBHO-
METOJINYECKUE TOKYMEHTHI,
rocyJapCTBEHHBIE
CTaHJIAPTHI, ONPEACIISIONINE
MOPSIIOK




JOKYMEHTAI[MIOHHOTO
o0ecrieyeHus yrpaBlieHUs
Bunbl HomMeHkaTyp, odmme
TpeOOBaHUs K HOMEHKIIATYpeE,
METOJIMKA €€ COCTaBICHHS U

odopmIIeHUS
[MpaBuia COIJIaCOBaHUS
HOMEHKJIATYPBI Jen c

BEJOMCTBEHHBIMU apXHUBaMU
U DKCIIEPTHON KOMHUCCHUEH.

IIK 2.2. | OpranuzoBbsiBaTh padoTy 1o popMupoBanuto nei1 | HopmaruBHbIE mpaBoBbIS
B COOTBETCTBUU C YTBEPKICHHOW HOMEHKJIATYpOU | aKTbl, HOPMATUBHO-

JieJ1 OpraHU3alHH. METOAMYECKUE TOKYMEHTBI,

®opMupoBaTh JOKYMEHTHI B J€]Ia C YIETOM MX roCyJ1apCTBEHHbIE

creunuuKy. CTaHJAPThl, ONPEEIISAIONINe

CucreMaTu3upoBaTh JOKYMEHThI BHYTPHU JI€la. HOPSAIOK
JIOKYMEHTAIUOHHOTO
oOecreyeHust yrpaBieHus

ITopsinox

(dbopMupoBaHUs u
odopmIteHUs e, crenudpuka
(GopMUpOBaHUS  OTAEIBHBIX
KaTeropuii Jeil.

I1K 2.3. | Opranu3oBbIBaTh XpaHEHUE JJOKYMEHTOB B IIpaBuna xpaHeHus ze, B
npolecce UX UCIOJIHEHHs U TeKyIllee XpaHeHue TOM YHCJIE C TIOKyMEHTaMH
VCIIOJTHEHHBIX JIOKYMEHTOB. OTPaHUYEHHOTO0 J10CTyIa
OpraHu3oBbIBaTh paboTy MO yueTy, XpaHeHuto 1 | IIpaBuna Beigaun u
nepeaiye B COOTBETCTBYIOIINE CTPYKTYPHbIE MCIIOJIb30BaHUs JOKYMEHTOB
NOJpa3ielIeHUs] JOKYMEHTOB TEKYIIETO U3 c(OPMHUPOBAHHBIX JIEJT
JIEIIOIIPOU3BOJICTBA. ITopsimox BbIJIaYU
[TpumensTH UH(POPMALIMOHHO- | TOKYMEHTOB JUIS
KOMMYHHKAIIIOHHbIE TEXHOJOTHMH MpU pabOTe C | UCMOJIb30BaHUA PaOOTHUKAM
JIOKyMEHTaMU OpraHu3aiuy,

MIPEIOCTABIIEHUE JIOKYMEHTOB
[0  3ampocaM  BHEIIHHUX
OpraHu3aIui.

IIK 2.4. | OcymecTBasATh 3KCIEPTU3Y LIECHHOCTH HopmaruBHBIE paBoBbIE

JIOKYMEHTOB.
OdopMIsATh JOKYMEHTBI IKCIIEPTHON KOMHCCHHU.

aKTbl, HOpPMaTHUBHO-
METOANYECKUE TOKYMEHTHI,
rocy/apCTBEHHbBIE
CTaHJAPThl, OMPEEISIONINE
MOPSAIOK
JIOKYMEHTAIlMOHHOTO
oOecrieyeHust yrpaBieHus
Kpurepuu paznenenus
JIOKYMEHTOB Ha TPYTIIIHI B
COOTBETCTBUU C LIEHHOCTHIO
uH(popMaluuy,
CoEpKAaIIENCs B HUX
[Topsimok ucnonb30BaHUs
TUTIOBBIX WA
BEJIOMCTBEHHBIX NepeyHeit
JIOKyMEHTOB, OIIPEIEICHUS
CPOKOB XpaHEHHs B IIpolecce
AKCIEPTU3BI IEHHOCTU




JIOKYMEHTOB
[Topsimok co3nanus,
OpraHu3aluu 1
JOKYMEHTHPOBaHUS pabOThI
HKCIIEPTHON KOMHUCCHH
[IpaBuna cocraBieHus U
YTBEPKACHUS POTOKOJIA
paboThI SKCIIEPTHOM

KOMHUCCUU
[IpaBuna cocraBieHus U
YTBEPKIACHUS aKTa 0

BBIACJIICHUU OJOKYMCHTOB, HC
moUIC)KaAIUX XPaHCHUIO

IIK 2.5.

I'oToBUTH nu nepcaaBaTb JAOKYMCHTAJIbHBIC

MaTCpHraJibl HAa XpaHCHUEC B apXUB.

HopMmaTtuBHbIe npaBoBbIe
aKTbl, HOpPMaTHUBHO-
METOJIUYECKHE IOKYMEHTHI,
rocyJ1apCTBEHHbIE
CTaHAaPThI, ONPEACTSIONINE
nopsiioK opopmieHus U
nepenavu e B apXuB
OpraHu3auy.

[IpaBuna TEXHUYECKOU
00paboTku u MIOJIHOTO
odopMIIeHHUS Jen
[IOCTOSSHHOTO U BPEMEHHOI'0
XpaHeHHUsl. [TpaBuna
nepejaud  Jiel B apXuB
OpraHu3aIuu.

1K 2.6.

CocTaBnsTh ¥ 0POPMIISITH OITUCH [

MOCTOSAHHOI'O U JOJITOBPEMCHHOI'O CPOKOB

XpaHEeHUs.
HUcnionb3oBarth HOMEHKJIaTypy
COCTaBJIEHUHM ONUCEN NeN

I (S

npu

[IpaBuna cocTaBieHHs] ONUCH
Jen MTOCTOSIHHOTO u
BPEMCHHOI'O XpaHCHUA B
COOTBETCTBUHU C HOPMATUBHO-
METOANYCCKUMU
JIOKYMEHTaMu




3.

CTpyKTypa u coiep:kaHue NPOrpaMMbl NPAKTHKHU

3.1. CTpyKTypa NpaKTHKH
Kongr Haumenosanue O0BeM [Tepuon
(hopMUpyeMBIX npodeccrnoHaIbHOTO BpEMEHHU, MPOBEACHU
KOMIIETCHIUH MOJYJIS OTBEJICHHBII SITPAKTUKA
Ha
MPAKTUKY
(B HEHEIIAX,
Jacax)
OK 01 IIM.02 «Opranusanus Tekymiero xpanenust | 4 genenu, 144 2 cemecmp
0K 02 JIOKYMEHTOB U TIOATOTOBKA J€JT TSI Y4acoB.
OK 04 nepeayd B apXUB»
OK 05
OK 09
IIK 2.1
[IK 2.2
IIK 2.3
I[IK 2.4
IIK 2.5
[IK 2.6
2.2. Conep:xaHue NPAKTUKHU
Bubt Bunpl pabot Coneprxanue HaumenoBanue Konnuect
JIeATeIIbHOCTH OCBOEHHOI'0 JIACIIUIINH, -BO 4acoOB
yueOHOTO MEKIUCLUIIIIMHAPHBIX (Henenp)
Marepuana, KYpPCOB C YKa3aHUEM
HE00X0IUMOT0 TeM, 00CCTICUMBAIOIITUX
JIJTSI BBITIOJTHEHUSI BBITIOJTHEHUE BUIOB
BUJIOB palboT pabot
MN3yuenue Tema 1. OOmue MJIK.02.01 CucremaTu3anms 10
TEXHOJIOTHUH MPUHIHITBI M OpraHu3anus
OpraHu3alu CHCTEMaTH3aIUK JIeJT ¥ |0TIEPaTHBHOTO XPAHEHSI
TEKYIIEr0 XpaHCHUyUeT TOKYMEHTOB IMOKYMEHTOB U MOJITOTOBKA
ITOKYMEHTOB U OpraHu3alu et TSt epeiayul B apXuB
MOJATOTOBKH JIEJT
IS TIepeiavu B
APXVB.
YuacTtue B Tema 2. CocraBnenne MJIK.02.01 Cucremarnzamms 20
pa3zpaboTKe u u opopmiieHHE 1 OpraHu3aIus
BEJICHUU HOMEHKIATYPBI €T e paTHBHOTO XpaHEHHS
HOMEHKJIATYPBI €1 [KOHKPETHON [1OKYMEHTOB H IOATOTOBKA
CTPYKTYPHOT'O HOMEHKJIATyPBbI JEJI
MOJpa3/ICNiCHNs.  [IOJPa3/ICICHHUSL. JLCIT JULSL LICPC/Iati B apXHB
Oprasaus  Porememe 1T Ovepmnoe NIICO201 Cocromnmaios 20
TeKyIIero HOMEHKJIaTypOH ypI/ICHOJIHHTeHZﬁ I;In(lir;ip;?:iﬂxpa}[e}mﬂ
XPaHCHHA Nel v paBuIaMu
OKyMEHTOB 1 P —— IMOKYMEHTOB U MOJATOTOBKA
MOArOTOBKA T |rey. et TSt Iepeiadn B apXUB
IJIs1 TIepelavu B
apXuB Osznakomiieane ¢ (Tema 4. [TonroroBka |[MJIK.02.01 CuctemaTuzanus 18
MOPSIKOM y4eTa U |TOKYMEHTOB U JIeN K




MCIIONTb30BAHUS JIET
(TOKYMEHTOB)
TeKYIIETO
XpaHeHUsI.

TN TENTEHOMY U
[IOCTOSIHHOMY
XpaHEHUIO

1 OpraHU3aIUs
OTICPAaTHBHOT'O XPAHCHIS

IMOKYMEHTOB U MOATOTOBKA
mes IS TIepeiadl B apXUB

Ocy1iecTBieHuE
0TOOpa TOKyMEHTOB
Y e Ha XpaHeHHe
M YHUYTOXXCHHUE, 110
pe3yabTaTam
PKCIIEPTHU3HI
LIEHHOCTH
ITOKYMEHTOB U
[pEILICHUH,
MPUHSITHIX
PKCIIEPTHOMN
KOMHUCCHEM.
CocTaBieHUE aKTOB
BBIIAYU, IIEpENAYH,
YHUUYTOXCHUA
TOKYMEHTOB.

Tema 5. Onenka
BHAYNMOCTH
ITOKYMEHTOB 1
oTpeie/icHHEe CPOKOB
WX XpaHEHUS

MJIK.02.02 O6ecnieucHue
COXPaHHOCTH TOKYMEHTOB

20

IToaroroBka aen k
ApXHUBHOMY
XPaHEHHIO, B TOM
qrcie: U3yueHHe
TTOKyMEHTOB B
LEeISIX ONpeeIICHUS
CPOKOB HX
XpaHEHHUS,
HyMepauus JUCTOB
ApXUBHOTO JIefa,
COCTaBIICHHE U
odopmiieHre
BHYTPEHHEH OIicH
W JINCTa-3aBePUTEIS
APXHBHOTO JIeTa,
COCTaBJICHHE H
odopmiieHne
KapThi-
3aMECTHTEIs, JTUCTa
MCIIOJIb30BAHMS
QPXHBHOTO JIeTa,
COCTaBIICHHE U
odopmienue
[PEKBH3UTOB
00JT0KKH
ApXUBHOTO JIejIa,
MpPOLIMBKA
APXHBHOTO JIeTia.

Tema 6. Odopmienue
I1es1a IOCTOSIHHOTO
ITOJITOBPEMEHHOTO
CPOKOB XpaHCHUA IJIsA
repeaayu B apXus
OpraHU3aIHH.

MJK.02.02 O6ecnieucHue
COXPaHHOCTH JOKYMEHTOB

20




CocraBieHue Tema 7. CoctaBnenne MJIK.02.02 ObecnieueHue 20

APXUBHOM OMUCH  |OTIMCH €I COXPAHHOCTH JOKYMEHTOB
I1CJT IOCTOSIHHOI'O  [TOCTOSTHHOTO U

XpaHeHUsI. ITOJITOBPEMEHHOTO

Odopmitenne CPOKOB XpaHEHHUSI.

OITHICH JIETI T10
ITMYHOMY COCTaBY.
Odopmnenue
OIIHCH JIeTT
BPEMEHHOTO
(cBorme 10 ser)
CpOKa XpaHEeHUS

3anoJiHEHNE 8
OTYCTHOM U
TeXHUYECKOMN
TOKyMEHTAI1H.

BeneHue m1HEBHUKA. 8
Hanucanue otdera
o
[IPOU3BOACTBEHHOU
MpaKTUKE.

HToro 144

4.  YcJoBHUSI OPraHU3alUH U POBeJeHUs MPAKTUKH

001X

4.1. TpeGoBaHnus K JIOKyMEHTALMH, HEOOXOUMON /1J1sl IPOBEeHUsSI MPAKTUKH:
nporpaMma Mpou3BOJACTBEHHON MPAKTHUKH;

JIOTOBOP 00 OpTraHU3aIMU TPAKTUKU;

HaIpaBJeHUE Ha TIPAKTUKY;

WHIUBUTyaJIbHOE 33/I1aHIUE;

JTHEBHUK TTPAKTHKHY;

aTTeCTAallMOHHLIMN JIHNCT;

XapaKTEePUCTUKA PaOOTHI 00YyJarOIIETOCs;

OTYET IO TIPAKTHUKE.

4.2. TpeOoBaHuA K Y4eOHO-MeTOAMYECKOMY O00eclieYeHU IO NPAKTUKHU

HpaKTI/IKa HMECT MNCJIIbIO KOMINICKCHOC OCBOCHUC CTYIACHTAMU [IM.02 OpFaHI/I3aI_[I/IH
TCKYHIETO XPAaHCHUSA AOKYMCHTOB M IOATOTOBKa ACI AJIA HIe€p€aadyud B apXHB, (bOpMI/IpOBaHI/Ie
)51 HpO(I)eCCI/IOHaHBHBIX KOMHCTGHHHﬁ, a TaKXe HpI/IO6pCTCHI/IC HCOGXOI[I/IMLIX YMCHI/Iﬁ n

MMPAKTUYCCKOI'0 OIbITA.

CKoYy

[TpousBocTBeHHas npaktuka mpoxoaut B Komnemke [lsturopeckoro uHetutyTta (humman)
, yi1. Epmouiosa 46.
Jlns HanucaHusl OTYETa CTY/ACHTaM BbIIalOTCsl MeToanueckue yka3aHusl o0 OpraHu3aiui 1

IMPOBEACHUIO HpOHSBOHCTBeHHOﬁ IMPAaKTUKHU 1 UHIUBUAYAJIbHBIC 3a1aHUA.

I/IH,Z[I/IBI/I,[[yaHBHBIC 3aJaHus I10 [IM.02 OpFaHI/IBaI_II/IH TCKYLICTO XpaHCHUA JOKYMCHTOB U

MoATrOoTOBKA ACIT IJId MEPEaAaAYn B apXUB:

1
2
3
4
5
6
7

8
9

. IlogroToBka u nepenavya JOKYMEHTOB Ha apXMBHOE XpaHEHUE

. HopmatuBHO-TIpaBOBBIE JOKYMEHTBI, PETYITHPYIONIHE MOPSAOK U CPOKH XPaHCHHSI.
. Texymiee u apXMBHOE XpaHEHHE JOKYMEHTOB

. Opra"m3anus TeKyIero XpaHeHus JOKYMEHTOB

. [IpobnembI TeKyIIero XxpaHeHus JOKyMEHTOB

. Homenknarypa nien B TeKyIeM XpaHeHUH JOKYMEHTOB

JKcIepTH3a HEHHOCTH JOKYMEHTOB.

JloaroroBka u opopmieHue aen

. CocTaBieHue omnmuceu nei.




10. XpaHeHue 10KyMEHTOB B JIEKTPOHHOM BUJIE
11. Yder u xpaHeHue niedaTeid, MTaMIoB 1 OJJaHKOB.
12. YcnoBus 115 COXpaHHOCTH apXUBHBIX JOKYMEHTOB.

4.3. TpeGoBaHus K MAaTePHAIbHO-TEXHMYECKOMY O0ecrie4eHUI0
Peanuzanus mporpammsel npousBojcTBeHHOM npakTuku [1I1 02.01 ocymiecTBisercs B yu4eOHBIX
nomemenusix Komnemxa Ilaruropckoro wuncturyra (¢mman) CKDY u  coOTBETCTBYIOT
TpeOOBaHUSIM TEXHUKH O€30MaCHOCTH M MPOTHBOIIOXKAPHOW O€30MacHOCTH MpPHU IMPOBEICHUU
yueOHOM mpakTuku, npexycMorpeHHsix @I'OC CIIO.
MatepuanbHO-TEXHUYECKOE OOecreyeHre COOTBETCTBYET NPO(ECCHOHATBHOM NEATENIbHOCTH U
JTA€T BO3MO>KHOCTb OBJIAJI€Th YCTAaHOBJIEHHBIMU KOMIIETEHLUSMHU IO BCEM OCBaMBAaEMbIM BUAAM
JEeSTEIbHOCTH, MPEAYCMOTPEHHBIM MPOTPAMMOM, C HCIOIb30BAHUEM COBPEMEHHBIX TEXHOJIOTHUH,
MaTepHaioB U 000PYI0BAHMUS.
Bce momernieHus COOTBETCTBYIOT TPEOOBAHUSM TEXHUKH O€30MAaCHOCTH M IPOTHUBOIMOKAPHOM
0€30MacHOCTH NPHU MPOBEACHNUN ITPOU3BOJICTBEHHON MTPAKTHKU.

4.4. Ilepeyenb OCHOBHON M /JONOJIHUTEIbHON JINTEPATYPbl, HHTEPHET-PeCypcoB,
He00XO0IMMBIX /LISl IPOBeeHHs IPAKTHKH

OcHoBHbIE NTeYaTHBIE U3JaHUs

1. ApacnanoBa, B.A. JlokymMeHTanoHHOE OOECIICYCHHE YIpaBJICHUSA: y4eOHO-
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norr. u iepepad. — Mockga ; bepnun : [lupekr-Memua, 2020. — 265 c. : un., Ta0u.
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At IIu Op Menua, 2019. — 210 c¢. — ISBN 978-5-4486-0465-2. — TeKCT : 3JIeKTPOHHBIH //
DIIeKTPOHHO-OMOINOTEUHAS cucrema IPR BOOKS: [caiiT]. — URL:
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Mertonnueckas qureparypa:

MeTtoauueckre yKa3aHus 10 OpraHu3alliy U MPOBEACHUIO Y4eOHOU MPaKTHKU.

IIporpammHoe obecnieuenue
AnbT Pabouas cranmus 10
Aser Pabouas cranmug K
AnbT «CepBep»
[Taket opucHbx mporpamm - P7-Ocuc
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4.5. TpeGoBanusi K pyKOBOJUTEJISIM NPAKTHKHU OT 00pa30BaATEJIHLHOI0 YUpeKIeHUs
PykoBoauTeneM MpakTUKU SIBIISETCS MpenojaBareib, OCYIIECTBISIOMUN 00ydyeHHe CTY/IEHTOB B
paMkax npogecCHOHaTBHON MTOATOTOBKH.

TpeboBaHMs K yPOBHIO KBaTU(pHUKAMKU pyKoBoauTens npaktuku omnpenenstorcs GIOC CIIO no
npodeccun 46.01.03 Jlenonpons3BoauTeNb.

5. KoHTpoJIb M OLIeHKA Pe3yJIbTATOB NPAKTUKHU
[To 3aBepmieHMM NPAKTHUKH BO 2 CEMECTpPE CTYINEHT MHUIIET OTYET IO NPAKTUKE U CHIAET
muddepeHIIMpOBaHHBIN 3a4eT (3al[uTa OT4eTa MO0 MPaKTUKE).



