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1. TACITIOPT ITPOI'PAMMBI ITPAKTUKHA

IAI1.00 IIpou3BoacTBeHHAS] MPAKTHKA (MPeIAUIIJIOMHASA)

1.1. O6a1acTh NpuMeHeHUs1 padoyeil MPOrpaMmbl

[Iporpamma MOpPOU3BOJACTBEHHOM MPAKTUKU (MPEIIUILIIOMHAS) SIBJISIETCS
gacTei0 00mmeoOpazoBarensHOll mporpamMMbl B cootBerctBHM ¢ DPI'OC 1o
npodeccun CIIO 46.02.01 JlokyMeHTallMOHHOE OOECIeYeHHe YIpaBiIeHUs U
apxuBoBejieHue. [IpoxoauT HEMpPEepHIBHO B KOHIIE 6-0T0 ceMecTpa o0ydeHus, mocie
OCBOCHMSI BCEl OCHOBHOM MpPOQPECCHOHAILHON 00pa30BaTEIbHOM MPOTrpaMMBI
cpeaHero npodeccHoHabHOrO oOpa3oBanus 10 crenuanbHocTn  46.02.01
JlokyMeHTaIlmoHHOE 00ecTieueHUE yIpaBICHUs U apXUBOBEICHHE.

1.2. IleJib MPOM3BOACTBEHHOM NMPAKTUKH (MPeITUNJIOMHAs)

1. 3akperuieHne © peanu3alMs TEOPETUUYECKUX 3HAHUW CTYAEHTOB,
CHEIUATU3UPYIOIMUXCA B 0071aCTH IOKYMEHTAIMOHHOTO 00eCIIeUeHUsl YIIPABJICHUS U
apXWBOBEJICHUS.

2. YriyOneHue MpakTUYeCKHX HaBBIKOB CAMOCTOSITENIHOW padOTHl B 00JacTu
UCCJICIOBAHMUSI  CHUCTEM JIOKYMEHTAIIMOHHOTO  OOECMEYeHUs  YIpaBJCHUs W
apXHUBOBEJICHUS.

3. PazButne o6mux u mpoecCuoHaTbHBIX KOMITIETEHIINH.

4. TIpoBepka TOTOBHOCTH K CaMOCTOSATEIBHON TPYIOBOW AESITEIBHOCTH, a
TaKKe TOATOTOBKAa K BBIMOJHEHUIO BBIMYCKHOM KBadu(UKAIMOHHOW paldOThl B
OpraHu3aIusIX.

1.3. 3aayu NPOU3BOACTBEHHOI MPAKTHKHU (MPeTUTIOMHAS):

- K3y4Y€HUE OCOOEHHOCTEW OPraHU3alMOHHOW CTPYKTYpbhl MNPEINpPHUSATUS U
BUJIOB JICSITENBHOCTH,

- u3y4yeHue CTPYKTypbl ciayxkOwel IOV, dopm paboThl ¢ JOKyMEHTamH,
IITATHOTO COCTaBa U €€ (yHKIIHIA;

- U3y4YeHNe HOPMATHUBHO-TIPAaBOBOM 0a3bl ciryx0b1 JIOVY;

- MPOBEACHUE aHaiM3a OpPraHU3allUd U TEXHOJOTHH JIOKYMEHTAlMOHHOTO

obecrieueHus yrpapieHus (M3ydeHHE TOKYMEHTOOOOPOTAa, TEXHOJOTHH 0OpabOTKH
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JOKYMEHTOB B TPaJMLMOHHBIX U aBTOMATU3HPOBAHHBIX CHUCTEMax, MPHUOOpETeHHE
HABBIKOB pabOThI ¢ HH(OPMALIMOHHO-TTIOUCKOBBIMU CUCTEMAaMU,;

- COop u aHanM3 MaTepuagoB, HHPOPMALIUU, HEOOXOJUMBIX I BBIIIOJIHEHUS
KBaJTM(PUKAIIMOHHON PabOTHI.

1.4. Komnerenuuu, QopMupyembie y oOyuyawinerocss B Ipoiiecce
MPOXO0KACHUSA NMPEeIIUIVIOMHONA NPAKTHKH

a) o0mmx komnerenuuii (OK)

OK 1. [loHuMaTh CyIIHOCTh U COLMAJIBHYI0 3HAYUMOCTH CBOEH Oymylieit
npodeccuu, MposIBIATh K HEW YCTOMUYMBBIA UHTEPEC.

OK 2. Opranu3oBblBaTh COOCTBEHHYIO AESATEIbHOCTb, BBIOMpPATh THIIOBHIE
METOJIbl W CIOCOOBI BBINOJHEHHUS MNPO(PECCHOHAIBHBIX 3ajad, OLIEHUBAaTh MX
3 PEKTUBHOCTD U KA4E€CTBO.

OK 3. IIlpyHuMaTh peleHns B CTAHIAPTHBIX U HECTAaHAAPTHBIX CUTyalUsAX U
HECTH 33 HUX OTBETCTBEHHOCTb.

OK 4. OcyuecTBasTh MOUCK U KCIOJIb30BaHUE UH(POPMALMH, HEOOXOIUMOM
11t 3 PEKTUBHOTO BBIMOIHEHUS MPOPECCUOHANBHBIX 33/1a4, TPO(ECCUOHATBHOTO U
JUYHOCTHOTO PA3BUTHUSL.

OK 5. Hcnonb3oBaTh MHPOPMAIUOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJOTUU B
npohecCHOHATBHOM NesTENbHOCTH.

OK 6. PaboTtaTh B KOJUIEKTMBE M KoMaHjAe, 3(PQPEeKTHBHO oOHIaThCS C
KOJJIEraMH, PYKOBOJICTBOM, TOTPEOUTENSIMH.

OK 7. bpatp Ha ce0s OTBETCTBEHHOCTh 3a padOTy 4YJIEHOB KOMAaHJbI
(MOYMHEHHBIX ), pE3yIbTaT BHIMOJHEHUS 3a/IaHUN.

OK 8. CamocrtosaTensHO ONpeAeNsITh 3a7ayul  NpodhecCHOHATBLHOTO U
JUYHOCTHOTO Pa3BUTHS, 3aHUMATHCA CaMOOOpa30BaHUEM, OCO3HAHHO IUIAHUPOBATh
MOBBILIICHUE KBATU(PUKAIIH.

OK 9. OpueHTupoBaTbCs B YCIOBUSIX YacTOW CMEHBl TEXHOJOTHA B
po¢eCCUOHATILHON JIEATEIIBHOCTH.

0) npodeccuonaabubix komnerennui (ITK)



[1IK 1.1. KoopaunupoBath paboTy opraHu3anuu (IpUEeMHON PYKOBOAMUTES),
BECTH IIPUEM ITOCETUTENEH.

IIK 1.2. OcymecTBisaTs paboTy MO MOATOTOBKE U MPOBEJACHUIO COBEIIaHUH,
JIETIOBBIX BCTPEY, MPUEMOB U MPE3CHTALIUIA.

IIK 1.3. OcymecTBisTh HOATOTOBKY JEJIOBBIX MOE3MI0K PYKOBOAUTENS M
JIPYTUX COTPYJHUKOB OpraHu3aIiu.

[1IK 1.4. Opranu3oBsIiBaTh pabouee MECTO CEKpETapsi U PYKOBOAUTES.

[IK 1.5. OdopMIIsATh U PErUCTPUPOBATH OPTraHU3AIMOHHO-PACTIOPSIUTEIbHBIC
JIOKYMEHTBI, KOHTPOJIUPOBATh CPOKU UX UCIIOJTHEHUS.

I[IK 1.6. OOpabGarbiBaTh  BXOASIIME U  HUCXOIAIIME  JOKYMEHTHI,
CUCTEMATU3UPOBATh UX, COCTABIISATh HOMEHKIIATYPY Aes U (GOPMUPOBATH IOKYMEHTHI
B JIea.

I[IK 1.7. CamocrostenbHO paboTaTh € JOKYMEHTaMH, COJACpKaIIUMU
KOH(UICHIINATBbHYI0 WUH(POPMAILIUIO, B TOM YHCIE C JIOKYMEHTaMU MO JINYHOMY
COCTaBY.

I[IK 1.8. OcymectBisate TenedoHHOE 0O0CIyXKMBaHWE, TPUHUMATH U
nepenaBaTh (PaKchl.

ITIK 1.9. OcymiecTBiATh NOATOTOBKY A€M K Mepeaye Ha apXUBHOE XPAHECHUE.

ITK 1.10. CocTaBasiTb ONKCH A€, OCYIIECTBISATh MOJATOTOBKY JI€] K Mepeaade
B apXUB OpPTraHU3alNU, TOCYAapPCTBEHHbBIE U MYHUIIUITAILHBIC APXUBBHI.

IIK 2.1. OcymecTBaATh SKCOEPTH3Y LEHHOCTH JOKYMEHTOB B COOTBETCTBUH C
JEeUCTBYIOIUMHU 3aKOHOJIATEIbHBIMU aKTaMU U HOPMaTHUBaMHU.

IIK 2.2. Bectu paboTy B cucTemMax 3JIEKTPOHHOTO TOKYMEHTOOOOpOTA.

I[IK 2.3. Pa3pabarbiBaTh u BecTH KilacCU(UKATOPHI, Tabenu W Jp.
CIIPAaBOYHUKHM 110 IOKYMEHTaM OpTraHU3alllH.

[IK 2.4. OGecnieunBaTh MpUEM U pallMOHATIHLHOE pa3MeEIIeHUE JOKYMEHTOB B
apxuBe (B T.4. IOKYMEHTOB 10 JINYHOMY COCTaBY).

[1IK 2.5. O0ecrnieunBath y4€T U COXPAHHOCTh JOKYMEHTOB B apXHBE.

IIK 2.6. Opranu3oBbIBaTh UCIIOIb30BAHNE APXUBHBIX JOKYMEHTOB B HAYYHBIX,

CIIPpaBOYHLIX U MPAKTHUYCCKUX LCIIAX.



[IK 2.7. OcyuecTBisATh OpraHU3allMOHHO-METOJNYECKOE PYKOBOJCTBO U
KOHTPOJIb 3a pabOTOl apxXxyBa OpraHU3allid M 3a OpPraHu3aluued JOKYMEHTOB B
JIETIOTPOU3BOJICTBE

IIK 3.1. [IlpyHMMAaTh U PETUCTPUPOBATH MMOCTYIAIOIIYIO KOPPECTIOHICHIIUIO,
HaIIPaBJISATh €€ B CTPYKTYPHBIE MOIPA3ICIICHHS OpraHU3aluu.

I[IK 3.2. OdgopMisiTe perucTpalMoOHHbIE KApTOYKH U CO3/aBaTh OaHK
JTAHHBIX.

[IK 3.3. OcymiecTBIATh KOHTPOJIb 32 TPOXOKAECHUEM TOKYMEHTOB.

I[IK 3.4. OrnpaBnsiTh MCHOJHEHHYKO JIOKYMEHTAlMIO —ajpecaraMm ¢
IPUMEHEHUEM COBPEMEHHBIX BUJOB OPraHU3alMOHHON TEXHUKH.

IIK 3.5. CocraBasate U 0popMIIATh Clly’)KEOHBIE JOKYMEHTBI, MaT€pHAaJIbl C
UCITI0JIb30BaHUEM (DOPMYIISIPOB TOKYMEHTOB KOHKPETHBIX BUJIOB.

IIK 3.6. ®opmupoBaTh aena.

IIK 3.7. CucteMaTu3upoOBaTh U XPAaHUTh JOKYMEHTBI TEKYIIETO apXHBa.

I[IK 3.8. OOecneunBarh COXPAaHHOCTb  MPOXOASIIEH  CIyX eOHOM
JOKyMEHTALUH.

IIK 3.9. 'oToBUTH M IEPEAABATH TOKYMEHTBI HA APXUBHOE XPAaHEHHUE.

I[IK 3.10. OGecneynBaTh COXPAaHHOCTb AapPXMBHBIX JOKYMEHTOB B
OpraHU3alnH.

1.4.1. Pe3yabTartsl 005132TEJILHOT0 YPOBHS MPOXO0KACHUS
NPOU3BOJACTBEHHOW MPAKTUKH (NMPeITUTIJIOMHAS)

B pe3ynbTaTe npoxoKaeHusi MPOU3BOACTBEHHON MPAKTUKU CTYJIEHT JOJIKEH:

- 3aKpEnuTh TEOPETUYECKUE 3HAHMSI, MOJTYUYEHHbIE B Mpouecce 00ydyeHus,;

- o0OpecTH HaBBIKM KOHKPETHBIX BHUJOB MPO(ecCHOHATBHON AesTeIbHOCTU
(mpueM TpaxkmaH, cocTaBieHHS U O(OPMIICHHE JIOKYMEHTOB, MOATrOTOBKA
JIOKyMEHTOB B apXUB H T.II.)

- 3aKpenuTh U Pa3BUTh OOpeTeHHBbIE Mpo(deccHOHANbHbIE HAaBBIKU
CaMOCTOSITEJIbHOW IPAKTUYECKON IEATEIBbHOCTBIO, KOHTPOIUPYEMOM HACTaBHUKOM

(pykoBOIMTEIEM MPAKTUKU B MPUHUMAIOIICH OpraHU3aIlim).



- pa3BUTh HABBIKM IO CcOOpy, OOOOIICHWIO W aHAIW3y MAaTePHUaloB s
pEILICHUS MOCTAaBIICHHOW MPAKTUYECKOMN 3a1aUM.

Crnenpaiiuct MO0  JOKYMEHTAIIMOHHOMY  OOECIIEYEHHUIO0  YIpaBJIeHUS,
apXMBUCT JOJDKEH HMMETh 3HAHUS, MPAKTUYECKUM OMbIT W BIAJIETh METOJAMU
aHanu3a, NPOCKTHUPOBAHUS M OPTraHMU3alMU JOKYMEHTAIMOHHOTO OOCITYXKUBaHUS
yupexacHus (WM CTPYKTYPHOTO IOJpa3/eiCHHs) Jr00T0 YPOBHS YIpPaBICHHS,
1100011 oTpaciu u 0001 GopMbI COOCTBEHHOCTH.

1.5, CBsi3am nNpoM3BOJACTBEHHOI NPaKTUKU (NPeIIUIIOMHAs]) C
NpeaecTBYIOIHMHA H MOCJeTYIOIMMHA THCITATUTHHAMHA (MOXYJISIMH)

[IpousBoacTBeHHAs] TmpakTuka  (MpeaauIlioMHas) Oa3upyeTcs Ha BceH
OCHOBHOM  Tpo(decCHOHaIbHOM  00pa3oBaTENbHOW  MPOrpaMMbl  CPEIHETO
po¢heCCUOHAIBHOTO 00pa3oBaHuUs o CIEUAIBHOCTH 46.02.01
JlokymeHTaIlmoHHOe obecrieueHre ynpaBlieHus U apxuBosenenue. [Ipepumnnomuas
MpaKTUKa SIBJISETCA 3aBEepIIAIONIEH CTYNEHbIO B OBJIAJICHUHU NPO(ECCHOHATBLHBIMU
HaBBIKAMHU, ATO Ba)KHas YacTh B IOJTOTOBKE BBIMYCKHON KBaJIM(UKAIIMOHHON
paboTHI.

KoHeuHbIil pe3ynabTaT NpPOU3BOJCTBEHHOM NPAKTUKH (MIPEAJUIIIOMHAs) —
pacHIMpuTh TpEeACTaBICHHE O cucreMe JIOKyMEHTAIlMOHHOTO OOeCTIeUeHHUS
YIpaBJICHHUS] KOHKPETHOW OpraHu3alliy, yriayOuTh HaBBIKM pabOThl C JOKyMEHTaAMU
Ha BCEX CTAJIUSIX UX JBUKCHUS.

1.6. ®opMbl NpoBeIeHUA MPETUNTIOMHON NMPAKTHKH

OcHoBHOI (QopMol TIpOBeJEHUS MNPEITUINIIIOMHON MPAKTUKU  SBIISETCS
caMOCTOsITeNIbHAsI padoTa CTYJICHTOB Ha padOUYMX MECTaX Pa3IMUHbIX OpTraHU3aIUN.

1.7. CTpykTypa u conepkaHue NpeJIuIIOMHON MPAKTUKH

O0BeM
BbIACIAIEMOTI'O
HanmMenoBanwue u copepkanue pa3iesioB (3TarmoB)

BPEMCHU

(gacsr)
BBoOAHBII HHCTPYKTAK.
HNHcTpyKTax Mo MPOXOKACHUIO TPAKTUKH, 11€JH, 33JJa4H, CTPYKTypa OTYETA. 4
Brinaua 3aganuii npakTUKu 2
Paszgen 1. U3yuyeHue wuCTOPUM Y4UYpeKIAeHHs], €ro COBPeMEHHbIX 3ajaady,
(pyHKUMH, CTPYKTYPbI




HaumenoBanue u coaepkanue pa3ienon (3TarnoB)

O6beM
BBIJICIISIEMOTO
BpPEMEHHU
(dacer)

Tema 1.3nakomcmeo ¢ pykogsooumenem npaxmuku om yupedicoenus. becema c
PYKOBOASIIUMHU paboTHUKAaMU yupexkaeHus. CocTaBIeHNEe HCTOPHUECKOM CIPaBKH
o ¢onmoobpazoBarere.

Tema 2. Opeanuzayuonuvie OOKYMEHMbl 8 OesMelbHOCMU  YUPeHCOeHUs.
[Tonoxenue (ycTaB) Kak yIpeAUTENbHBIA JOKYMEHT. [10JI0KEHUS O CTPYKTYPHBIX
noapasaeneHusax. llltatHoe pacniucanue.

Tema 3. Opeanusayuonuas cmpykmypa yupexcoenusi. CoctaBieHue rpaduueckon
CTPYKTYPHOM CXEMBI YUPEKICHUSI. [Moguunenwue, II0/I0TYETHOCTb,
B3aMMOJICIICTBHE CTPYKTYPHBIX noJipa3aeNeHui: HaIpaBJICHUS u
OpraHu3aIMOHHBIE (POPMBI.

Pa3znen 2. DyHKIMHU M CTPYKTYPA 1€JIONPOU3BOICTBEHHOM CJIYKObI

Tema 1. Hopmamuguvlie Ookymenmsl 8 OeameirvHocmu ciayxcovr OV
['ocynapcTBeHHast cucreMa JOKYMEHTAllMOHHOTO OOECHEYEeHUs YIpPaBICHHS.
[Tonoxenuem o ciayx0e JAOKYMEHTAllMOHHOIO OOECIEUYEeHUsl YUpeKACHus,
JOJUKHOCTHBIMM ~ MHCTPYKLUMSIMM €€ paOOTHUKOB,  HHCTPYKLUUH  IIO
JIEJIONPOU3BOJCTBY, HOMEHKJIATYPBhI JEI.

Tema 2. Opeanuszayus cayocovr JJOY. Mecro cnyx6er JIOY B cTpyKType
YUPEKICHUS, €€ JTOJKHOCTHON M YMCIICHHBIA COCTaBa, (YHKIUU U JOJDKHOCTHBIE
00s3aHHOCTH  cOTpyAHHKOB. CocTaBieHHE TPaQUUECKON CXEMBI CTPYKTYPBI
CIIY>KOBI JIOKYMEHTAIIMOHHOTO 00CCIICYCHUSI.

Tema 3. Opeanuzayus pabouux mecm compyoHuxkos ciayxcovr [JJOY. N3yuenue
CTEMEHH  aBTOMATU3AllMM  JIEJIOTIPOM3BOJCTBEHHBIX  IPOLIECCOB:  HAJIM4YUA
BBIUMCIIUTEIILHOM  TEXHHWKH,  JIOKAIBHOH  CETH,  CICIUAITH3UPOBAHHOTO
IpPOrpaMMHOTO  OobOecriedeHusl JUIsl aBTOMATH3allMH  JeIONPOU3BOACTBEHHBIX
oTiepanuii, BBISIBJICHUE CTEIICHU OCHAMEHHOCTH Pab0YMX MECT BBHIYUCIUTCIHLHON H
OPraHu3alMOHHON TEXHUKOM.

Pa3nes 3. Oco0eHHOCTH IOKYMEHTHPOBAHNS /1eSITeIbHOCTH YUpesKIeHUs

Tema 1. Cucmemvr OoKymeHmayuu, ucnonvbsyemvix 6 yupescoeHuu. OCHOBHBIE
BU/JIbl JOKYMEHTOB, KOTOPHIMH 0()OPMIISIIOTCS pa3ivuHble PYHKINUN YUPEKICHHUS.

Tema 2. Ogopmrenue Ookymenmog. AHANINW3 COOTBETCTBUS O(POPMIICHHS
JOKYMEHTOB OpTaHH3allMd HOPMATUBHBIM METOAWYECKHM JAOKyMeHTaM.Dukcanus
pe3ysbTaTOB HaONIOJCHUNM B JHEBHHMKE NMpakTUkH. CocTaBieHHe U odopmieHne
JIOKYMEHTOB I10 YKa3aHHIO PyKOBOJICTBA.

Pa3znen 4. AHaIU3 OpraHu3anu J0OKYMEHT0000poTa

Tema 1. [lokymenmoobopom 6 opeanusayuu. AHAIW3 JBUKEHUS BXOMSIIIETO,
UCXOJIALIETO M BHYTPEHHETO JOKYMEHTOIIOTOKOB, ONPE/IEICHNE MyTel MOITyYeHHs
N OTIIPAaBKU JOKYMCHTOB, IOpAAKa nepeaadynu JOKYMCHTOB BHYTPU YUPCIKIACHUS.
BrrsicHeHue nopsiika ydera JOKYMEHTOB, MOJCYET MPOLEHTa KOPPECTIOHIEHIINH,
MOJIyueHHOM 1o Qakcy U 2yeKTpoHHOW moute. OrmnpeneneHne o6bema
JOKYMEHTOO000pOTa 3a MpeIIecTBYIomui Mecsl. Dukcarus moydeHHbIX JaHHbBIX
B THCBHUKC IIPAKTUKH.

Tema 2. Omanet pabomwvl ¢ Ooxymenmamu. V3ydeHue mopsaka TMEPBUYHOMN
00pabOTKM TOCTYNUBIIEH KOPPECHOHJCHLIUU, IMpPAaBUJI IPHEMA, COPTHUPOBKU H
OTNPaBKU JIOKYMEHTOB. BpimonHeHne paboTel mo o0paboTke BXonsduled u
UCXOJSIIEH KOPPECTIOHIEHIINH.

Paszgea S. [loctpoenue MHPOPMALTMOHHO-TIOMCKOBOI CHCTEMBbI

Tema 1. Pecucmpayus Ookymenmog 6 opeanuszayuu. OTpenereHue CUCTEMBI




HaumenoBanue u coaepkanue pa3ienon (3TarnoB)

O6beM
BBIJICIISIEMOTO
BpPEMEHHU
(dacer)

perucTpallud  JIOKYMEHTOB B Yy4YpeXJeHMM  (LIEHTpaJlu30BaHHAs  WJIH
JELIEHTPAIN30BaHHAsl, KAKUE JIOKYMEHTHI B KaKMX CTPYKTYPHBIX HOJpa3ieseHUsIX
PETUCTPUPYIOTCS, TOAPA3ACNSAIOTCA JIM JIOKYMEHTBHI Ha perucTpupyembie H
HEperucTpupyemMble, B KaKOM JOKYMEHTE 3TO 3akperuieHo). M3ydenue ¢dopm
perucTpaluu M Mopsjka ux 3anoyiHeHus. OrmnpeneieHHe COCTaBa PEKBU3HUTOB,
BHOCHMBIX B aBTOMAaTUYECKOM U I10JIyaBTOMATUYECKOM peXHMaXx MPU HAJIUYHUU B
YUPEXKJICHUU aBTOMATU3UPOBAHHON (DOPMBI pErHCTPaIUH.

Tema 2. Cnpasouno-ungopmayuonusie cucmemsvl Ookymenmayuu. VIzyueHue
CO3MaHHBIX 0a3 JaHHBIX. 3aMOJHEHUE PErHCTPAlMOHHBIX (DOPM, pErucTpanus
JOKYMEHTOB. 3yueHue cuctemMbl HWHGPOPMALMOHHO-CIIPABOYHOH  PabOTHI,
ompezieNieHue TOro, Ha KaKMX HOCHUTENSAX CO3/aH CIPAaBOYHO-UHGOPMAIMOHHBII
(GOoHI, KTO MMEET MPaBO IMOJIb30BATHCS MH(POPMAIMOHHO-TIOMCKOBOW CHCTEMOM.
Dukcanus pe3yiIbTaToB HAOIIOICHUI B THEBHUKE MPAKTUKU.

Pa3nes 6. KoHTposib cnosiHeHUsI JOKYMEHTOB

Tema 1. Opeanuzayusi KOHMPONS UCHOAHEHUs OOKymMeHmos. V3yueHue
OpraHM3aluy M TEXHOJIOTMU KOHTPOJS HCIOJIHEHHs OKYMEHTOB. BbIICHEHHE
HQJIM4YMSg ~ OTBETCTBEHHOIO 32  3TOT  YYacTOK  palboThl, JTOKYMEHTOB,
PENIAMEHTUPYIOIUX 3TOT BUJ ACSTENbHOCTH.

Tema 2. ﬂeﬂonpou3eodcmeeHHble onepayuu 6 npoyecce KOHMPOJsL UCNOJIHEHUA
OOKYMeHmo6. ~AHanu3 IepedHeld JIOKyMEHTOB, MOAJEKAIIUX  KOHTPOIIIO,
ONpEACICHNE  KOJIMYECTBA  JIOKYMEHTOB, HaxXOJAIIMXCA HA  KOHTpOIIE,
YCTAHOBJICHHE CPOKOB HCIONHEHHS. (DHKcanus pe3ylbTaToB HAOIIOACHUN B
JTHEBHUKE ITPAKTHUKHU.

Paznen 7. Knaccndukanusa U cucreMaTu3anus A0KYMEHTOB, (popMupoBanue
aena

Tema 1. Homenxnamypa opeanusayuu u cxemvl KIACCUDUKAYUU OOKYMEHMOS.
W3ydyenne  KkiacCU(UKALMOHHBIX  CHPAaBOYHHUKOB  (IepeuHed  JOKYMEHTOB,
HOMEHKJIATyphl JIel U JIp.) U CXeMbl KIacCU(UKALMU JOKYMEHTOB, ONpeesieHIe
TUIOB KJIACCU(PUKATOPOB. AHaNM3 U OIpeJeleHHe KadecTBa OQOpPMIICHUS
HOMEHKJIATyphl Aei. M3ydyeHue u aHau3 nopsiika opopmIIeHHs Jell.

Tema 2. [pynnupoexka ucnonnenHvlXx O00KyMeHmos 6 Oena. CamocTosTenbHas
paboTa Mo TPYNMHUPOBKE HMCIOITHEHHBIX JOKYMEHTOB B Jiella B COOTBETCTBUU C
HOMEHKJIAaTypoil gen. Dukcamusi B  JHEBHHKE MPAKTUKA  HEJIOCTATKOB
HOMEHKJIATYPHI JIeN, OIKUO0K B POPMUPOBAHUU U ODOPMIICHUU JIETI.

Paspnea 8. Iloaroroska e K caaye B apXMB.

Tema 1. Hopmamueno-memoouueckue 0OKyMeHMbl N0 N0O20Mo8Ke el K coaue 8
apxug. VI3ydeHue TOJOXKEHUS 00 OKCIEPTHOW KOMHUCCHU  YYPESIKICHUS.
[ToMMCTHBIM TPOCMOTP M, ONpECIeHHEe CPOKOB XPAHEHHUS JOKYMEHTOB IIO
JICHCTBYIOIINM THUITOBBIM M BEJJOMCTBCHHBIM MTEPEUYHIM JOKYMEHTOB

12

Tema 2. Opeanuzayusi omoopa OOKYMEHMO8 HA NOCMOAHHOE U 001208DEMEHHOe
xpanenue. OTOOp €1 MOCTOSIHHOTO U JOJITOBPEMEHHOI'O XpaHEHUSs, BBIJIEICHUE
Jel C HUCTEeKIMMH cpokamu xpaHeHus. CocTaBlieHHE aKTa O BbIJCIICHUU
JIOKYMEHTOB, HE MOJJICKANINX PAHCHHUIO, K YHUYTOXEHUIO.

12

Tema 3. Ogopmnenue 0okymenmos 011 coauu 6 apxus. lIpoBepka MpaBUILHOCTH
dopMupoBaHUs JeJ, CHUCTEMaTH3allMs JOKYMEHTOB B Jejax, MOJIIINBKA e,
HyMepalusi JIMCTOB, COCTAaBJICHHWE 3aBEPUTEIbHBIX HAINHCEH W BHYTPEHHHUX
onuceld B jaenax, opopMieHHE OOJIOKEK JAel; COocTaBleHHE (YTOYHEHHUE) CXEMBI

12
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ObBem
BBIACIISIEMOTO
HaumenoBanue u coaepkanue pa3ienon (3TarnoB)
BPEMEHH
(dacer)
cucreMaTu3auuu Aen (oHIa; CUCTEMaTU3alus €1 B COOTBETCTBHM CO CXEMOM;
cocraBiieHue U odopmienue omuceil nen. Ilepenavya gen B apXuB yupekaeHUS.
CocraBieHue akTa O BbIICJIEHUU JOKYMEHTOB K YHUUTOXKEHHIO. 3alIUCh CBEJICHHM
00 00BemMe mpoieTaHHON pabOTHI B IHEBHUKE.
JAnddepeHuMpoBaHHBIN 3a4eT 6
Bceero: 144

1.8. TpedoBanus K 0TUYETY

OTder BBHIMIONHSAETCS HAa KOMIIBIOTEpe Ha Juctax Qopmara A-4 u
BKJIQJIBIBACTCSA B MANKy-CKOPOCIIUBATENb. TeKCT 0(OpMIISeTCS B COOTBETCTBHH C
TpeOoBaHUAMU JienonpousBojcTBa. [leyaraercsa uepes 1,5 unrepsana. Ha crpanune
pacnionaraetcs 28 — 30 ctpok. B ctpoke 58 — 62 3naka, Brirodast mpooensl. CBepxy
ctpanuibl aenaercs orctyn 20 mM, cieBa — 30 — 35 mwm, cripaBa 10 Mm, cauzy — 20
MM. AG3alHble OTCTYIBI JOJKHBI ObITh paBHBI 5 3HaKaMm. Hymeparus crpanHwuil
cruiomHas. TUTYynBHBIM JIMCT HE HyMmepyercs. Ha cnepyromem 3a HUM JHCTOM
CTaBUTCSI HOMEP «2».

[IpumepHsbiii 06beM oTueTa 5-7 nuctoB. OObEM OTYETa YMEHBIIEH ObITh HE
MOJKET, @ MOKET OBITh TOJBKO YBEITUYCH.

Ha mnocnegnem nucre oTyeTa CTYAEHT CTAaBUT CBOK MOANKMCH WM JIaTy
OKOHYaHMS pabOThI HAJl OTYETOM.

[locneguuii  JMCT ~ OCHOBHOTO  TEKCTA  CKPEIUIAETCS  IMOAIMUCHIO
HEMOCPEICTBEHHOTO PYKOBOJUTENS MPAKTUKOM € 0053aTelbHBIM MHChMEHHBIM
yKa3zaHueM 00 03HAaKOMJICHHH C COJEPKAaHNUEM OTYETa, TaThl O3HAKOMJIICHHSI.

CryneHT oTBedaeT 3a I'PaMOTHOCTh M aKKypaTHOCTb O(OpMIIeHHUs OTyeTa.
OTuer, CTpaHUIBI KOTOPOTO HEHAAEKHO CKPEIJIEHBI, B KOTOPOM OTCYTCTBYIOT
MOJIITUCH CTYACHTA U PYKOBOJUTENS MPAKTUKH OT OpraHa MPOXOXKIEHUS TMPAKTHKH,
K PACCMOTPEHHUIO HE JOIyCKaeTCsl.

1.9. Mlpouenypa arrecTanMd M CHCTEMAa OLIEHHWBAHUS YCIEBAE€MOCTH M

AOCTHKEHMI 00y4AK0IIHNXCS
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ITo oxoHYaHWUM TPOU3BOJICTBEHHON NPAKTUKU (TPEAJAUIIOMHAS) CTYIEHT
CIaeT PYKOBOJIUTENIO MPAKTHKHA OTYET IO YCTAHOBJICHHOW (opMme, HaIJIeKAIIero
o0beMa U CTPYKTYpHI, a TaKKe JTHEBHUK, MOJIMUCAHHBIN PYKOBOAUTENIEM MPAKTUKH.
B ngHEBHHMK 3aHOCUTCS 3aKIIIOUEHHUE, JAHHOE PYKOBOJUTENEM NPAKTUKU O paboTe
NpaKkTUKaHTa (ITOIMUCHIBACTCS, JaTUPYETCS).

1.9.1. [Ipoueaypa arrecTanmuu

[To okOHYaHMM MPAKTHKU CTYACHT 3alUIIAET OTYET ¢ nuddhepeHITMPOBAHHON
OLICHKOUW pYKOBOAMUTENS MPAKTUKH.

K 3amure pomyckaroTcsi OT4Y€THl, COOTBETCTBYIOIIME TPEOOBAHUSIM K
opOpPMIICHUIO U COACPKAHUIO, YCTAHOBJICHHBIE JaHHOM mporpammoi. Ilocne
3alIUTHl OTYETA, PYKOBOJMTENb MPAKTUKU COCTABISIET MHCHBMEHHOE 3aKIIFOUCHUE,
CTaBUT J1aTy, OLICHKY U CBOIO MOJAMUCH B IHEBHUKE.

He BbIllOHEHME OTYETAa B YCTAHOBJICHHBIE CPOKH PAcCMATpPUBAETCSA KaK
HapylieHue y4yeOHOM NUCHIMIUIMHBI M HEBBIMOJHEHUE Y4eOHOTO IUIaHA U BIICYET
MIPUMEHEHHUE Mep B3bICKAHMUS.

Pe3ynbTaThl 3allUThl MPAKTUKHU MPOCTABIAIOTCA B BEIOMOCTU M 3a4ETHOMN
KHWXKE CTYJICHTA.

1.10. KpuTepuu BbICTABJIEHHS OLEHKH 32 Y4eOHYIO IPAKTHKY

Onenka KpnTepml OICHKHU CTCIICHU C(l)OpMHpOBaHHOCTH KOMIIeTEeH Uil

OtnuyHO TouHOe BrafieHNe MOHATUHHBIM anlapaToM, PAKTUKAHT B ITOJIHOW Mepe
BIIQJCCT IPAKTUUYECKUMHU 3HAHHUAMHM, YMEHUSMH U  HaBBIKAMHU,
JEMOHCTPHUPYET TBOPUYECKHUH IMOAXOJ K BBIITOJIHEHUIO 33JaHUH, BlIaJeeT
QHAINTUYECKUMHU METOJaMH. AKTHBHO HCIIOJIB3YIOTCS CIIPaBOYHO-
ITOMCKOBBIE CUCTEMBI «KOHCYNbTaHT +», «l'apanT».

Xoporio Bnanenne  TNOHATHMHBIM ~ ammapaTtoM, — NpPaKkTUKAHT  BiajJeeT
MPAKTUYECKUMH 3HAHUSIMH, YMEHUSIMHM M HaBbIKaMH, JAEMOHCTPUPYET
TBOPUYECKUI MOAXO0]] K BBIIIOJHEHUIO 3aJaHUH, BJIAJIEET aHATUTHUECKUMHU
MeTOJlaMU. AKTHUBHO HCHOJB3YIOTCS CIPAaBOYHO-TIOUCKOBBIE CHCTEMBI
«KoHncynbTanT +», «["apanr».

VYnosnerBopurensHo | Bmanenue MMOHSATHIHHEBIM amnmaparom, MIPAKTUKAHT BJIaJCET
MPaKTUYECKUMHU 3HAHUSIMU, YMEHUSMHU U HaBbIKAMU, HO IEMOHCTPUPYET
PENPOAYKTUBHBIN MOJAXOA K BBINOJHEHUIO 3aJaHWid, HEIOCTaTOYHOE
rIyOOKHii aHamuTHYecKuid oTBeT. CHpaBOYHO-TIOMCKOBBIE CHUCTEMBI
«KoHcynpTaHT +», «["apaHT» HE UCTIOIB3YIOTCS.

He Cnaboe BlaJicHHE TNOHATUNHBIM arraparoM, IMPAKTUKAHT JOITYCKACT
YAOBJICTBOPHUTCIBHO HETOYHOCTH, ciabo BJIAICCT MNMPAKTHUYCCKUMH 3HAHHUAMH, YMCHUAMU U
HAaBbIKAMH, TBOPYCCKUMU U AHAJIUTUYCCKUMHU MCETOAAMU pa6OTBI.
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CnpaBouHO-TIOMCKOBBIE cucteMmbl «KoHcynbTaHT +», «l'apaHT» He
HCIIOJIB3YIOTCHI.

3. YCJIOBHSA PEAJIN3AIIMA YUYEBHOM TUCIIUTLIVHBI.
3.1. TpeOoBaHMsA K MMHUMAJIBHOMY MaTEepPHAJbHO-TEXHHYECKOMY 00ecnedyeHHI0

[IpakTuka IOJKHA NPOBOJUTHCS B OPraHU3ALUsAX, HAIIPABICHUE JEATEIbHOCTH KOTOPBIX
COOTBETCTBYET MNPOQHII0 TMOArOTOBKM oOydaromuxcsi. bazamMu mnpakTUKM MOTryT OBITh
rOCYJapCTBEHHBIC OpraHU3alMU M YUYPEKJCHUsS, TMO3BOJISIIOUIME BBIMOJHUTH OINPEICICHHBIN
IIepEYCHb 3aJaHUM.
ba3bl mpakTUKH JOKHBI UMETh TEXHUYECKOEe 000pymoBaHUE: KOMIbIOTephl. KabuHeT nomkeH
OBITH 000pPYIOBAH PabOYUMU CTOJAMHU U CTYJIbSIMHU.

3.2. UudopmanuonHoe odecriedenne 00yueHus
Ilepeuenb pexoMeHaAyeMbIX Yy4eOHbIX H31aHuii, UHTepHeT-pecypcoB, I0NMOJHHUTEIbHOMN
JINTEPaTyphbl

OcCHOBHBIEC HCTOYHUKHU:

1. bacakos, M.1. [lenonmpousBoactBo. [[lokymMeHTallmoHHOE OOecreueHue yInpaBleHus |
[Texcr] : yue6.: [CIIO]: [rpud MO] / M. U. bacakos, O. U. 3amsiiikoBa. - 14-¢ uzn,
nepepad. - PocroB w/J] : ®enukc, 2014. - 375 c. - (Cpennee mpodeccHoHAITBHOE
oOpazoBanue). - ISBN 978-5-222-23063-3 : 220.00.

2. Tloxuukoma, H.M. [Ipaktukym no mnpeamery "JIOKyMEHTBI, KOPPECHOHIEHIMS H
nenonpou3BoicTBo" [Tekcr] : yue6. mocobue / H. M. Iloxuukosa. - M. : Akanemus,
2015. - 188 c. - ISBN 978-5-4468-2398-7

3. Ckortt, A. OuncTtka u pectaBpanus My3eiHbIx skcrioHaToB [Teker] / A. CkotT. - M.:
Kuura no Tpe6oBanuto, 2014. - 72 ¢. - ISBN 978-5-458-51040-0.

DJIEeKTPOHHBIE pecypchl:
1.  Poroxun, M.}O. JlenonpousBocTBO: Kypc JeKiuii : yueoHoe nocodbue / M.FO. Poroxum.
- M. ; bepnun : upexr-Menwua, 2014. - 229 c. : un. - bubmmorp.: c. 222-223. - ISBN 978-5-
4458-6528-5 ; To xe [DmexTpoHHbIH pecype]. - URL:
http://biblioclub.ru/index.php?page=book&id=253702 (04.07.2017).
2. Poroxwun, M.IO. Opranuzanus nei10npou3BocTBa npeanpusatus: (Ha ocHoBe 'OCT
P6.30-2003) : yaueObno-nipaktuueckoe nocodue / M.YO. Poroxun. - M. ; bepnun : lupext-
Menwma, 2014. - 209 c. : un. - bubmmorp. B kH. - ISBN 978-5-4458-6535-3 ; To xe
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[DnexTponnsiit pecypce]. - URL: http://biblioclub.ru/index.php?page=book&id=253709
(04.07.2017)

3. Pribakos, A.E. OcHOBBI nenonpou3BojcTBa : yueOHuk / A.E. Pei0akos. - 3-¢ u3j., ucmp. -
Mumnck : PUIIO, 2016. - 320 c. - bubauorp. B kH. - ISBN 978-985-503-606-8 ; To xe
[DnexTponnsiii pecypce]. - URL: http://biblioclub.ru/index.php?page=book&id=463666
(17.08.2017).

4.  Hewmwun, FO.M. Jlenonpon3BoactBo. JJokymeHTaninoHHbid MeHeKMEHT / FO.M. JlemuH. -
M. ; bepnun : lupekr-Menua, 2014. - 205 c. : Ta6:1., cxem. - bubmmorp. B kH. - ISBN 978-5-
4475-1572-0 ; To ke [DnekTpoHHbIit pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=253657 (10.03.2016).

5. CononeBuy, A.B. DnexrpoHHsIi oduc : yaedHoe mocobue / A.B. ComoneBud. - MUHCK :
PUIIO, 2014. - 428 c. : cxem., Tab1., ui. - bubnuorp. B kH. - ISBN 978-985-503-376-0 ; To xe
[Anexrponnsiii pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=463710
(17.08.2017).

HopmaTuBHO-IpaBOBbIE AKTHI:
1. O6 apxuBHOM fene B Poccuiickuii @enepanuu [31eKTpOHHBINA pecypc]: deaepanbHblil 3aKOH
ot 22.10.2004 N 125-@3 (neiicTByromas peaakuus) // pexuM IOCTyHa: CIPaBOYHO-TIPABOBAs
cucrema Koncynperantlntoc.
2. OO0 37eKTPOHHOM MOJIHUCH [31EKTPOHHBIN pecypc]: denepanbHblil 3akoH oT 06 anpens 2011
r. Ne 63-®3 (nmeiicTByromast pegakiusi) // peXUM JOCTyNa: CIPaBOYHO-IIPABOBAs CHUCTEMA
KoncynbrantlIroc
3. O6 undopmaruu, HHGOPMAIIMOHHBIX TEXHOJOTHSAX M O 3allUTe WH(OpMAIUU [3IIEKTPOHHBII
pecypc]: denepanbhbiii 3akoH oT 27 wuronst 2006 r. Ne 149-03 (neiicTByromas penaxius) //
PEKUM JI0CTyTa: CripaBouHO-MpaBoBas cuctema Koncymnbrantlimroc
4. O rocynapcTBeHHOM si3blke Poccuiickoit @enepaiuul [31eKTpOHHBIN pecypce]: denepanbHbIi
3akoH OoT | utoHsa 2005 r. Ne 53-@3 (meiicTByrouas peakius) // pexxum A0CTyma: CIpaBOYHO-
npaBoBas cuctema Koncynsrantllimoc
5. O6 yTBEpXXIEHHHM MEKOTPACIEBBIX YKPYITHEHHBIX HOPMAaTHBOB BpPEMEHHM Ha pPabOThl IO
JIOKYMEHTAIlMOHHOMY OO€CTIE€YEHHUIO YIPaBJICHMs [JJEKTPOHHBIH pecypc]: MOCTaHOBIICHUE
Muntpyna Poccun ot 25 Hosi0ps 1994 r. Ne 72 (neiicTByromast peaakius) / pekuM JOCTyMa:
cnpaBo4yHO-nipaBoBas cuctema Koncynsrantlnroc.
6. O0 yTBEpX JEHUU NPUMEPHOTO TIOJIOKEHUS O TOCTOSHHO JeHCTBYIOIIEH AKCHEepTHOM

KOMHCCHH YUPEKIEHHUS, OpTaHU3AINH, PEINPHUATHS [JIEKTPOHHBIN pecypc]: mpuka3 PocapxuBa
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http://biblioclub.ru/index.php?page=book&id=463666
http://biblioclub.ru/index.php?page=book&id=463710

ot 19 suBapst 1995 r. Ne 2 (meiicTByromas penakius) // pexuM A0CTyIa: CIIPaBOYHO-TIPaBOBas
cucrema Koncynperantllnroc
7. OcHoBHBIE mTpaBuia pabOThl apXHWBOB OPTaHHM3AIMI [INEKTPOHHBIA pecypc|: pelicHHe
Konnerun PocapxuBa ot 06.02.2002 (neiicTByromas peaakius) // pekuM JOCTyIa: CIIPaBOYHO-
[IPaBOBas.
8. OcHoBHbIE IIpaBWia pabOThl BEAOMCTBEHHBIX AapXHWBOB [IEKTPOHHBIM pecypc]: INpukas
I'maBapxuBa CCCP ot 05.09.85 N 263 (neiicTByroimas peakius) // peKuM JOCTyIa: CpaBOYHO-
npasoBas cuctema KoncynbrantlIinroc
9. O npuHATHU U BBEICHUHU B JCHCTBHE rOCyJAapCTBEHHOro cTanjapta Poccuiickoit @enepanuu
(Bmecte ¢ T'OCT P.6.30-2003). T'ocymapctBenusiii cranmapt Poccuiickoit ®enepanuu.
YHUGHUIUPOBaHHBIE CUCTEMBI TOKyMEHTAUWW. YHHU(DUIIMPOBAHHAS CHUCTEMa OpPTaHMU3alMOHHO-
pacrlopsiANTEIbHONW JTOKyMEHTaluu. TpeGoBaHus K O(QOPMICHUIO TOKYMEHTOB [3IEKTPOHHBIN
pecypc]: mocranoBienue ['occranmapta ot 03.03.2003 Ne 65-cT. (melicTByromiasi penakius) //
PeXuM J0cTyna: CrpaBo4HO-1IpaBoBas cucremMa Koncynprantllnroc
10. OK 011-93. OoOmepoccuiickuii  KiaccCHPpUKATOp  yINPaBIEHYECKOH JTOKYMEHTALUU
[>nexTponuslii pecypc]: IlocranoBnenue Ioccranmapra Poccum ot 30.12.1993 N 299
(me¥icTByIOIIAsA pelaKiysl) // pexkuM JOCTyIa: ClipaBouHO-TpaBoBas cucrema Koncynsrantllitoc
11. TOCT P 7.0.8.-2013 Hauuonaneubiii cranmapt Poccuiickoit ®enepannu. Cucrema
CTaHJapTOB 1Mo WHMOpMaIuu, OMOIUOTEYHOMY M M3JaTEIhCKOMY Neny. [lenonpou3BocTBO U
apxuBHoe jeno. TepMHHBI U ompesaeneHus [3MeKTpOHHbIM pecypc]: mpuka3z ['occranmgapra ot
17.10.2013 Ne 1185-ct (meiicTByromiasi pemakius) // peXuM JOCTYyNa: CIPABOYHO-TPaBOBas
cucrema Koncynerantllmoc 12. TOCT P. UCO 15489-1-2007. HaumoHaibHbIM cTaHOapT
Poccuiickoit  ®enepanuun. Cucrema crasgaproB 1o uHpopmauuu, OHOIMOTEYHOMY U
U3JaTeIbCKOMY JIeNy. YTpaBieHue joKkyMeHTamu. O01mue TpeOoBaHus. [IeKTpOHHBIN pecypc]:
npuka3 dexepasbHOrO0 areHTCTBa MO TEXHUYECKOMY PETYJIHMPOBAHHIO M METPOJIOTMH OT 12
mapta 2007 © Ne 28-ct (meiicTByromas penakius) // peXuM J0CTymla: CIpPaBOYHO-TIpaBOBAs
cucrema Koncynperantlnroc

HNHuTepHer-pecypcsl:
http://www.garant.ru/ - Uapopmanmonao-npasoBoii mopran «['APAHT»
http://www.consultant.ru/ - Komnauus «KoucynprantI IJTHOC»
http://portal.tolgas.ru/edt/ef_eo/edt4399/8.htm/ - Dnexkrponnsiii yueOHsIi Kypc: JJOY
http://www.edou.ru/enc/vvedenie.php/ - DHiuKIONIE U 1ETOTPOU3BOICTBA
http://www.termika.ru/dou/ - TEPMUKA. Jlenonpon3BoACTBO U IIEKTPOHHBIN

JIOKyMEHTO000pOT
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http://www.rusarchives.ru/ - mopran ApxuBsl Poccum http://archives.ru/about.shtml - o

®epnepanbHoM apxuBHOM areHTcTBE (Pocapxuse).

JleMOHCTpallMOHHbIE ¥ Pa3JaTOYHbIE MATePUAJIbI

1.  Bunpl 6mankoB OPJI. Ux xapakrepucTrka, COCTaB PpEKBU3UTOB U BapUAHThI
UX PACIOJIOKECHHUS.

2.  Tpeb6oBanus k oopmieHUIO OaHKa MUChMa, 001Iero 6yianka, 6JaHka
KOHKPETHOTO BUJIa IOKyMEHTA.

3. Buasl 1okyMeHTOB B aenonpousBoacTBe. Kinaccudukaius 10KyMEeHTOB 10
BUJIaM JICATEIHHOCTH.

4. OCHOBHBIE PEKBU3UTHI JOKYMEHTA. XapaKTEPUCTHKA.

5. TpeboBanus K OPOPMIICHUIO JaThl 1 HOMEpPA JOKYMEHTa. 3HAUCHUE ATUX
PEKBU3UTOB.

6. TpeboBanue k 0(OpMIIEHHIO PEKBU3UTOB 110 COCTaBY YAOCTOBEPEHUS
JTOKyMEHTOB (I1e4aTh, MOJIKCh). 3HAYCHUE ITHX PCKBU3UTOB.

7. TpebGoBanus k opopmieHUIo rpudOB COTIACOBAHUS U YTBEPKICHUS
JIOKYMEHTOB.

8. OO6muue TpeboBaHMs K TEKCTY JOKYMEHTa, K 0(pOPMIICHUIO PEKBU3UTOB
3aroJIOBOK, MPUJIOKEHHUE K TEKCTY.

Q. TpeOGoBanus K 0POPMIEHUIO OTMETOK Ha TOKYMEHTaxX. 3HAUYEHUE ITUX
OTMETOK.

10. XapakTepucTHKa M COCTaB OPTaHU3AIMOHHBIX TOKYMEHTOB. TpeboBaHus K
ux o(hopmIIeHHIO.

11. XapakTepuCTHKA U COCTaB PACHOPSAIUTENbHBIX JOKYMEHTOB. TpeOoBaHUs K
ux o(hopmIIeHHIO.

12. XapakTepuCTHKa U COCTaB CIIPABOYHO-UH(GOPMAIIMOHHBIX JIOKYMEHTOB.
TpebGoBanus kK X 0OPMIICHHUIO.

13.  OcobeHHOCTH COCTaBICHUS JOKYMEHTOB ¢ TTomotibio [I9BM,

14.  TlopnuuuuK, Korus. Bunbl konuid. TpeboBaHus K UX 0(OPMIICHHIO.

15. TlpaBuna BbIJa4M KOMUN TOKYMEHTOB.

16. TpebGoBanus k opopmieHUIO TeaehOHOTPaAMM.

17.  Bunbel HomeHknaTypsl aei. [lopsaok cocraBienus, ohopmiieHus,
yIOCTOBEpPEHUS, MPUMEHEHHUS .

18. DxcnepTH3a HEHHOCTH TOKYMEHTOB.

19. Cpoxu xpaHeHHs JOKYMEHTOB.

20. IIpaBuia mOATOTOBKH A€ K Caue B BEJJOMCTBEHHBIN apXHB.

21. Opranuzamnus Ae710MpOU3BOACTBA M0 JOKYMEHTaM, COJAepKaIIuM
KOMMEPUYECKYIO TaliHY.
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22. TpeOoBaHus K 0POPMIICHHIO TPUKA30B 10 JIUIHOMY COCTaBY (TIpHEM,
YBOJIbHEHHUE, IEPEBO/).

23. TpeboBanus Kk opopMIICHHIO TUIHBIX KapTouek ¢opmbl T-2.

24. TpeboBaHus K 0POPMIICHHUIO TUIHBIX JEJI.

25. TpeboBaHus kK 0POPMIICHHUIO TPYIOBBIX KHIKEK.

26. TpeOoBanus K 0HOPMIICHUIO JOKYMEHTOB JUYHOI'O XapakTepa (aHKeTa,
aBTOOHOrpadus, pe3rome).

27. llpuka3 - mpaBuiIa COCTaBJICHUS U O(hOpMIICHUSI.

28. IIpoTokon - mpaBuiIa COCTaBICHUS U O(DOPMIICHUSI.

29. AKXT - mpaBuia COCTaBJICHUS U O(hOpMIIEHUSI.

30. JlomxHOCTHAst MHCTPYKLIUS - TIPaBHJIa COCTABICHUS U OOPMIICHHUS.
31. JlokmaaHas 3amuckKa - IpaBHia COCTABICHUS U 0(OPMIICHHUS.

32. CmpaBka - mpaBujia COCTaBICHUS U OPOPMIICHHUS.

33. JloBepeHHOCTh. BHibl JOBEpEeHHOCTEH.

34. PexBuU3UTHI - ’MOJIeMa OpraHU3aIlii WIK TOBAPHBIN 3HAK, MOJAMKCH, TEKCT,
3aroJjI0OBOK.

35. [lucebma - npaBuiia coctaBieHus U 0HOPMIICHHUS.

36. PexBU3UTHI - CIpaBOYHBIE JaHHBIC 00 OpraHu3aiuu, rpud orpaHudeHUs
JI0CTyMa K IOKyMEHTY, 1e4YaTh.

37. PexBU3UTHI: CChUIKA HA PETUCTPAIMOHHBIA HOMED U JIaTy IOKYMEHTa,
HAaUMEHOBAaHHE BUJA TOKYMEHTa, Tpr( COTIacoBaHUs.

38.  PexBu3uTHI - agpecar, pe30IrOIus, OTMETKA 00 UCITOJTHATETIE.

MeTtoaunueckoe odecneyeHre MPOMU3BOACTBEHHOMN MPAKTUKH

1. Bunsl 6nankoB OPJl. x xapakTtepucTuka, coCTaB peKBU3UTOB M BapUaHThI
UX PacMOJIOXKECHHUS.

2. TpebGoBanus k odopmiieHHIO OJlaHKa TUCbMa, O0mIero OyiaHka, OiaHka
KOHKPETHOT'O BUJa IOKyMEHTA.

3. Buasl 10KyMEHTOB B Jel0onpou3BoAcTBe. Knaccudukanus 10KyMEHTOB MO
BUJIaM JI€ATEIbHOCTH.

4. OCHOBHBIE PEKBU3UTHI JOKYMEHTA. XapaKTePUCTHKA.

5. TpebGoBanus xk ohOpMIICHHIO JaThl U HOMEpa JOKYMEHTa. 3HAYCHUE ITUX
PEKBU3HTOB.

6. TpeboBanue k OQGOPMICHHIO PEKBU3UTOB IO COCTABY YAOCTOBEPECHUS
JOKYMEHTOB (T1e4aTh, MOAMKCH). 3HAUCHHE ITHX PEKBU3HUTOB.

7. TpeGoBanus Kk oQopMIeHUI0O TpU(POB COTJIACOBAHUS M YTBEPXKICHUS
JTIOKYMEHTOB.

8. OO6mue TpeboBaHUS K TEKCTYy JOKyMEHTa, K O(OPMIICHHIO pPEKBU3UTOB
3aroJIOBOK, MPUIJIOKEHHUE K TEKCTY.

9. TpeboBanus Kk OQGOPMIICHHIO OTMETOK Ha JIOKYMEHTax. 3HaueHUEe JTHUX
OTMETOK.

10. XapakTepuCTHKa U COCTAaB OPTraHU3AIMOHHBIX JOKYMEHTOB. TpeOoBaHMs K
ux ohopmieHHIO.
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11. XapakTepuCTHKa U COCTaB PACTIOPSAUTEIBHBIX JTOKYMEHTOB. TpeOoBaHUs K
X 0(pOPMIICHHUIO.

12. XapakTepucCTUKa U COCTaB CIPABOYHO-MH(POPMAIMOHHBIX JOKYMEHTOB.
TpeboBanus kK X 0oPopMIICHHUIO.

13. OcobeHHOCTH COCTaBICHUS JOKYMEHTOB ¢ omotibio [IDBM,

14.  TlopnuuuuK, Korus. Bumel konuii. TpeGoBaHUs K UX 0(OPMIICHHUIO.

15. IlpaBuna BblIauu KOMUN JOKYMEHTOB.

16. TpebGoBanus k opopmieHUIO TeaehOHOTPAMM.

17. Buabsl HomeHkiatypsl gen. [lopsmok — coctaBienus, odopmieHus,
yIOCTOBEPEHUS, TIPUMCHCHHUS .

18. DxkcmepTu3a HEHHOCTH JOKYMEHTOB.

19.  Cpoku xpaHeHus: JOKYMEHTOB.

20. IIpaBuia mOATOTOBKH A€ K cjaue B BEJOMCTBEHHBIN apXHB.

21. Opranuzanus  JeJONPOU3BOACTBA IO  JIOKYMEHTaM,  COJEpKalluM
KOMMEPYECKYIO TalHy.

22. TpeOoBanus K OGOPMIICHHIO TPHUKA30B IO JHMYHOMY cocTaBy (mpuem,
YBOJIbHEHHE, TIEPEBOI).

23. TpeboBanus Kk 0hOPMIICHUIO JIMYHBIX KapTouek ¢hopmbl T-2.

24. TpeboBanus K 0pOPMIICHUIO JTUYHBIX JCII.

25. TpeboBanus Kk 0OPMIICHUIO TPYIOBBIX KHUKEK.

26. TpeOoBaHus K OQGOPMIICHHIO JOKYMEHTOB JIMYHOTO Xapakrepa (aHKeTa,
aBTOOMOTrpadus, pe3rome).

27. llpuka3 - mpaBuiIa COCTaBICHUS U O(hOpMIICHUSI.

28. IIpoTokodn - mpaBuiIa COCTaBICHUS U O(DOPMIICHUSI.

29. AKXT - mpaBuiIa COCTaBIICHUS U O(hopMITeHUSI.

30. JlomKHOCTHAst MHCTPYKIIUS - TIPaBHJIa COCTABJICHUS U OOPMIICHHS.

31. [loknaaHas 3amucka - paBUjia COCTABJICHUS U O()OPMIICHHUS.

32. CnpaBka - mpaBujia COCTaBIEHUS U 0OPMIICHUS.

33. JloBepeHHOCTh. BHibl qOBEpeHHOCTEM.

34. PexBu3uTH - 3MOJIeMa OpraHU3alliy WM TOBAPHBIM 3HAK, MOJAIMKCH, TEKCT,
3aroJjI0OBOK.

35. Ilucema - nmpaBuiia coctaBieHHs U 0HOPMIICHHUS.

36. PexBu3uTH - crpaBOYHBIC JaHHbIE 00 OpraHu3alu, Tpud OrpaHUYEHUs
JI0CTyTa K IOKyMEHTY, TeYaTh.

37. PexBH3UTHI. CCBUIKA Ha PETUCTPAIMOHHBIH HOMEp W JaTy JOKYMCHTA,
HAaMMEHOBAaHHE BUJA TOKYMEHTa, Tpr( COTIacoBaHU.

38.  PexkBU3UTHI - ajipecar, pe3orolus, OTMETKA 00 UCIIOTHUTETIE.

Oo0s13aHHOCTH 00y4amrOUIerocss BO BpeMsl NMPOXOXKACHUS NMPOU3BOACTBEHHOM
NPAKTUKHU

. N3yunth porpaMMy  OPOXOXKJIECHUS  IPAKTUKH,  MOATOTOBUTH

COOTBCTCTBYIOIIHEC MTPOIPAMMHBIC MAaTCPHAJIbI.
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. CBoeBpeMeHHO TpuUOBIBaTH Ha 0a3y MpakTUKU, UMes NOpu cede Bce
HEOOXOMMbIE JOKYMEHTBI: MPOTPaMMy MPAKTUKH, THEBHUK MTPAKTUKU.

. CTporo BBINONHATH JACHCTBYIOIIME B OpPraHU3allMM IpaBUjia BHYTPEHHETO
pacmopsiika, He JOIMycKaTh HapyIICHHs TPYAOBON MUCHHUILTUHBL. J[0OpocoBecTHO
BBIMOJIHATh BCE YyKa3aHHWsS PYKOBOAMTENS TMPAKTHUKH, Kacarolluecs MopsaKa
OPOXOXKICHUS W COJACP)KAaHUS  TPAKTHKH, WHAWBUIYAIbHbIE IOPYYCHHUS
PYKOBOAMTENS, aKTUBHO Y4aCTBOBATh BO BCEX MEPOMPUITUSIX, K KOTOPBIM CTYACHT
IPUBJIEKACTCS.

. [ToAroTOBUTH OTYET TO MPAKTUKE B COOTBETCTBHHM C YCTaHOBJICHHBIMU
JaHHOW MpPOrpaMMoOil TpeOOBaHMSIMH, TOAMMCATH €ro, a TaKXe 3aBepUTh Y

PYKOBOJUTEIIS PAKTUKK (HA MOCIIEIHEM JIUCTE OTUYETA).
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