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1. TACITIOPT ITPOI'PAMMBI ITPAKTUKHA

IAI1.00 ITpou3BoaCTBEeHHAS] MPAKTUKA (MPeAAUILIIOMHANA)

1.1. O6sn1acTb npuMeHeHus1 padoyeil MPOrpaMmbl

[Iporpamma TPOU3BOJCTBEHHON NPAKTUKU (TIPEAAUIUIOMHAS) SIBJISETCS
gacTei0 00mmeoOpazoBarensHOll mporpamMMbl B cootBerctBHM ¢ DPI'OC 1o
npodeccun CIIO 46.02.01 JlokyMeHTallMOHHOE OOECIeUYeHHe YIpaBieHUS U
apxuBoBeneHue. [I[poxoauT HeMpephIBHO B KOHIE 6-0T0 cemecTpa 0O0y4eHHs, MOCe
OCBOCHMSI BCEl OCHOBHOM MNpPOQECCHOHAILHON 00pa30oBaTeIbHOM MPOTrpaMMBI
cpeaHero npodeccHoHabHOrO oOpa3oBanus 10 crenuanbHocTn  46.02.01
JlokyMeHTaIluoHHOE 00ecTieueHUE yIpaBICHUS U apXUBOBEICHHE.

1.2. Ileab MpOM3BOACTBEHHOH NMPAKTUKH (NMPeIIHIITIOMHAs)

[{enstMuA MpOU3BOICTBEHHOM MTPAKTUKU SIBJISTFOTCS

1. 3akpemyieHne U peadu3alusg TEOPETUUYECKUX 3HAHUU CTY/ICHTOB,
CHEIUATN3UPYIOIIMUXCA B 0071aCTH IOKYMEHTAIMOHHOTO 00eCIIeUeHUsl YIIPABJICHUS U
apXUBOBEJICHUS.

2. YraoyOneHue NpakTUUYeCKUX HABBIKOB CAMOCTOSATEIBLHON paboThl B 0071aCTH
UCCIICIOBAHUSI CUCTEM  JOKYMEHTAIIMOHHOTO  OOECIEUEeHHsS  YNpaBJICHUS U
apXHUBOBEJICHUS.

3. PazpuTne o0mmx u npohecCHOHAIBHBIX KOMIIETSHITUM.

4. TIpoBepka TOTOBHOCTH K CaMOCTOSITEJIbHOM TPYAOBOM JEATENbHOCTH, a
TaK)X€ IMOJrOTOBKA K BBIIIOJHEHUIO BBITYCKHON KBaTH(UKAIMOHHON pabOThl B
OpraHu3aIusIX.

1.3. 3agaum Npou3BOACTBEHHON NMPAKTUKH (MPeIIUIJIOMHAsT):

- M3y4YeHUWE OCOOEHHOCTEW OPTraHM3aIMOHHOW CTPYKTYPHI MPEANPHUITHS U
BUJIOB JICSITEILHOCTH,

- u3ydeHue CTpykTypsl ciayxk0bl JOVY, dopm paboThl ¢ n0KyMeHTaMmu,
IITATHOTO COCTaBa U €€ (yHKIIHIA;

- U3y4€HHEe HOPMATUBHO-TIPABOBOM 0a3bl ciy:x0b1 IOV



- MPOBEIECHUE aHAIW3a OpPraHU3alUd WU TEXHOJOTUH JOKYMEHTALMOHHOIO
obecrnieueHus yrpasjicHus (M3ydeHHe JOKYMEHTOOOOpOTa, TEXHOJIOTHH 00pabOTKH
JIOKYMEHTOB B TPAJUIIMOHHBIX U aBTOMATH3WPOBAHHBIX CHUCTEMAaX, MPUOOpETEeHUE
HABBIKOB pabOThI ¢ HH(OPMALIMOHHO-TTIOUCKOBBIMU CUCTEMAaMU;

- COop u aHanu3 MaTepuanoB, HHMOOPMAIUU, HEOOXOAUMBIX JIJISI BHITTOJHEHHUS
KBaJIU(UKAITMOHHON PaOOTHI.

1.4. Komnerenuuu, ¢opmupyembie y o0y4amomerocsi B Iporecce
MPOXO0:KIEHUS NPeJIUIIOMHON NMPAKTHKH

a) o0mux komnerenuui (OK)

OK 1. IloHumars CYIIHOCTh U COLUMAIBHYIO 3HAYUMOCTh CBOEH Oymyiieit
npodeccun, MposIBIATH K HE YCTOMYMBBINA HHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JESITEIBHOCTh, BHIOUPATh TUIIOBBIE METOBI U
CHIO0COOBI BBIIOJHEHUS MTPO(PEeCCHOHANIBHBIX 33a4, OLEHUBATh UX 3P(HEKTUBHOCTh U
Ka4eCTBO.

OK 3. IIpyuHuMars penieHus B CTAaHAAPTHBIX M HECTAHJIAPTHBIX CUTYalHsIX U HECTH
32 HUX OTBETCTBEHHOCTb.

OK 4. OcyuiecTBiasTh MOUCK M UCHOJIb30BaHUE WMH(MOpMANUU, HEOOXOAUMOU st
7(h()EKTUBHOTO BBIMOTHEHUS TPO(ECCHOHANBHBIX 3a7a4, MPodeCcCUOHAIBHOTO H
JMYHOCTHOTO PA3BUTHSI.

OK 5. MHcnonws3zoBath HHPOPMALMOHHO-KOMMYHUKALIMOHHBIE TEXHOJIOTUU B
npohecCHOHANBHOM NesSTENbHOCTH.

OK 6. PaboraTh B KOJUIEKTMBE W KOMaHJE, dPPEKTUBHO OOIIATHCS C KOJUIETaMH,
PYKOBOJICTBOM, TOTPEOUTENSIMHU.

OK 7. Bpatb Ha ce0st OTBETCTBEHHOCTD 3a padOTy WIEHOB KOMaH/IbI (MMOJYUHEHHBIX ),
pe3yabTaT BBIMOJHEHUS 3a/IaHUH.

OK 8. CaMocTosITeNIbHO OmpeneNsaTh 3a1a4i MpodheCcCUOHATBHOTO W JTUYHOCTHOTO
pa3BUTHUS, 3aHHUMAThCA CaMOOOpa30BaHUEM, OCO3HAHHO IJIAHMPOBATh MOBBILICHHE
KBaJTU(DUKALIAH.

OK 9. OpueHtupoBaTbCcsi B YCIOBUAX YacTOM CMEHBI TEXHOJOTW B

po¢heCCUOHATIBHON JIEATEIbHOCTH.



0) npodeccuonanbubix komnerenuni (1K)
[1IK 1.1. KoopaunupoBaTh paboTy opraHuzanuu (IpUeMHON pyKOBOAUTEIS), BECTH
IIPUEM TTIOCETUTEIIEH.
[IK 1.2. OcymectBiasTe pabOTy MO TOATOTOBKE U IPOBEICHHUIO COBEIIAHHM,
JIEJIOBBIX BCTPEY, IPUEMOB U MPE3CHTALIHI.
[IK 1.3. OcyiiecTBiasiTh MOATOTOBKY JETOBBIX IMOE3J0K PYKOBOJIUTENS U APYTUX
COTPYJHUKOB OpTraHHU3allHiH.
[1IK 1.4. Opranu3oBsiBaTh pabouee MECTO CEKpETapsi U PYKOBOAUTES.
[IK 1.5. Odopmisdth M perucTpupoBaTh OPraHU3ALUOHHO-PACIOPSIUTEIbHBIE
JIOKYMEHTBI, KOHTPOJIMPOBATh CPOKU UX HUCIIOTHEHUS.
[IK 1.6. O6pabaThiBaTh BXOMSIINE U UCXOJSAIINE JOKYMEHTHI, CHCTEMaTU3UPOBATh
WX, COCTaBJISITh HOMEHKJIATYPY J1e7 U (POPMUPOBATH JOKYMEHTHI B JIea.
[IK 1.7. CamocroarenbHo paboTaTb €  JOKYMEHTaMH, COJEpKaIIUMHU
KOH(PUIECHIIUATIBHYIO HH(POpMAIUI0, B TOM YHUCIE C JOKYMEHTAMH IO JIUYHOMY
COCTaBY.
[IK 1.8. OcymectBiars TenepoHHoe oOCTyXMBaHHUE, NMPUHUMAThL U TepeaBaTh
(akchl.
[1IK 1.9. OcymiecTBasATh NOATOTOBKY A€M K Nepeadye Ha apXUBHOE XPaHEHHUE.
[IK 1.10. CoctaBnsiTb ONMUCH €], OCYLIECTBIATh MOATOTOBKY JIeJI K Tepe/iade B
apXWB OpraHU3alMU, TOCYJapPCTBEHHBIE U MYHHIIUIIAJIbHBIC APXUBBI.
[IK 2.1. OcymecTBiATh IKCNEPTU3Y LEHHOCTH JOKYMEHTOB B COOTBETCTBUHM C
JEeUCTBYIOIIUMHU 3aKOHOJIATEIbHBIMUA aKTaMU U HOPMaTUBaMHU.
[1K 2.2. Bectu paboTy B cucTeMax 3JIEKTPOHHOTO JJOKYMEHTO000pOTa.
[1IK 2.3. Pa3pabatrbiBaTh U BeCTH KJIaCCU(UKATOPHI, TaOETU U JIp. CIIPABOYHUKH T10
JIOKYMEHTaM OpraHU3alliu.
[1K 2.4. OGecnieunBaTh MpreM U PAIIMOHATLHOE pa3MeIeHNne TOKYMEHTOB B apXHBE
(B T.4. JOKYMEHTOB 10 JINYHOMY COCTaBY).

1K 2.5. ObecneunBaTh y4eT U COXPAHHOCTb IOKYMEHTOB B apXHUBE.



[IK 2.6. OpraHu3oBbIBaTh HCIOJIb30BAHUE APXUBHBIX JTOKYMEHTOB B HAy4YHBIX,
CIPABOYHBIX U MPAKTUYECKHUX LEIIX.

[IK 2.7. OcymecTBiIATh OpraHu3allHOHHO-METOINYECKOE PYKOBOJICTBO U KOHTPOJIb
3a paboTOl apxWBa OpraHuM3allid W 3a OpraHu3alnued JOKYMEHTOB B
JIEJI0NIPOU3BOICTBE

I[IK 3.1. IlppuHMMare W pPETUCTPUPOBATH NOCTYIANIIYI0 KOPPECIOHACHIMIO,
HaIIPaBJIATh €€ B CTPYKTYPHBIE MTOAPA3IEICHUS OpTraHU3aLHH.

1K 3.2. OpopMasTh perucTpallMOHHbIE KAPTOUKU U CO3/1aBaTh OaHK JAHHBIX.

[1K 3.3. OcymiecTBaATh KOHTPOJIb 3a TPOXOKIACHUEM IOKYMEHTOB.

[IK 3.4. OTnpaBiATh HCHOJHEHHYIO AOKYMEHTALMIO ajpecaTaM ¢ IPUMEHEHUEM
COBPEMEHHBIX BUJIOB OPIraHU3aLMOHHON TEXHUKH.

[IK 3.5. CocraBisate U O(QOpPMIISATH CIyXKEOHBIE JTOKYMEHTBI, MaTEpHaJIbl C
UCIIOJIb30BaHUEM (POPMYJISIPOB TOKYMEHTOB KOHKPETHBIX BUJIOB.

[IK 3.6. ®opmupoBaTth Aena.

[IK 3.7. CucrteMaTtn3upoBaTh U XpaHUTh JOKYMEHTHI TEKYILETO apXHUBa.

1K 3.8. OGecrnieunBaTh COXpaHHOCTh MPOXOISAIIEH CITyKEOHOU JOKYMEHTAIUH.

[IK 3.9. 'oToBHUTH M IEPEAABATH TOKYMEHTBI HA APXUBHOE XPAHEHHE.

[1K 3.10. O6ecnieunBaTh COXpaHHOCTh APXUBHBIX JOKYMEHTOB B OPTaHHU3AIIUH.

1.4.1. Pe3yabTaThl 005132TEJILHOTO0 YPOBHS NMPOXOKICHUSA
NMPOU3BOACTBEHHOI MPAKTUKH (MPeITUNIOMHAs)

B pe3ynbTaTte npoXoKAeHUs IPOU3BOACTBEHHON MPAKTUKN CTYJIEHT JOJDKEH:

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

- 00pecTH HaBbIKMU KOHKPETHBIX BUIOB MPOPECCHOHAIBHON AESITEIbHOCTH
(mpuem rpaxkngaH, cocTaBiICHUS H O(OpMIICHHE JTOKYMEHTOB, ITOATOTOBKA
JOKYMECHTOB B apXHB U T.II.)

- 3aKpenuTh W Pa3BUTh OOpeTeHHbIE Mpo(decCHOHANbHbIE HAaBBIKU
CaMOCTOSITEJIbHOW MPAKTUYECKON JEATEIbHOCTBIO, KOHTPOIUPYEMOM HACTABHUKOM
(pykoBOIUTENIEM MPAKTUKU B IPUHUMAIOIICH OpTaHU3AIINN).

- pa3BUTh HaBBIKM MO cOOpy, OOOOIICHHWIO M aHaM3y MaTepHaJoB MJIs

pELIEHUS MOCTABIEHHOMN MTPAKTUYECKOHN 3a/1a4H.



Crenuanuct 1O JOKYMEHTAlMOHHOMY OOECIEUEHHUIO  yNpaBICHHUS,
apXMBUCT JOJDKEH HMMETh 3HAHUSA, MPAKTUYECKUM OMBIT U BIAJIETh METOJAMU
aHanKM3a, NPOCKTHUPOBAHUS M OPTraHU3alMU JOKYMEHTAIMOHHOTO OOCITYXKUBaHMUS
yupexacHus (WM CTPYKTYpHOTO IOJIpa3/ieiieHHs) JTI000TO YPOBHS YIpPaBICHHS,
0001 OTpacyu U JIF000i GopMbl COOCTBEHHOCTH.

1.5, CBsi3m nNpoM3BOJACTBEHHO NPaKTUKU (NpPeIIUIIOMHAs]) C
NpeaecTBYIOIHMHA H MOCJeTYIOIMMHA THCITAIUTHHAMHA (MOXYJISIMH)

[IpousBoACcTBEeHHAss MpakTUKa  (MpeaauIuioMHas) Oasupyercs Ha Bce
OCHOBHOM  mpodecCHOHaIbHOW  00pa3oBaTeIbHOW  MPOTPaMMBl  CPEAHETO
po¢heCCUOHAIBHOTO 00pa3oBaHuUs o CIEHUAIBHOCTH 46.02.01
JlokymeHTaIlmoHHoe obecrieueHre ynpaBlieHus U apxuBosenenue. [Ipepiumnnomuas
IpaKTUKa SBJISETCA 3aBEpPIIAIONIEH CTYNEHbIO B OBJIAJIEHUU NPO(HECCHOHATBLHBIMU
HABBIKAMH, OTO Ba)KHAsl YacTh B TMOJTOTOBKE BBIMYCKHONW KBAIU(PUKAIIMOHHOM
paboTHI.

Koneunslif pe3ynbTar MNpOW3BOACTBEHHOM MPAKTUKHU (MPEAIUILUIOMHAS) —
pacuIMpuTh TpEACTaBICHUE O cucreme JIOKyMeHTallMOHHOTO oOecrnedeHus
yIpaBieHUs] KOHKPETHOW OpraHu3alluu, yriyOuTh HaBBIKA Pa0OTHI C IOKYMEHTaMU
Ha BCEX CTA/IUSIX UX JIBYKCHHUS.

1.6. ®opMbl NpoBeieHUA MPETUNTIOMHON NMPAKTHKH

OcHoBHOI (QopMol TpoBeJEHUS MNPEIIUIIIIOMHON MPAKTUKU  SBISETCS

camocCTosATeNbHAs paboTa CTYIEHTOB Ha pab0YMX MECTaX Pa3IMYHbIX OPTaHU3AIUH.

1.7. CTpyKTypa M coiep:kaHHe NPeAIUIIIOMHOI NPAKTUKH

O6Bvem
BBIICIISIEMOTO
HaumeHoBanue u coaepskanue paszieioB (3TamnoB)
BPEMEHHU
(uacsr)

BBoaHBII HHCTPYKTAXK.
WHCTpyKTaX 1O TPOXO0XKICHUIO MTPAKTUKH, IIEJTH, 3a/1a49H, CTPYKTypa OTYETA. 4
Brinaua 3agaHuii npakTUKu 2
Paznen 1. H3yueHue HCTOpPHH YYpe:kKIeHUs, €ro COBPEMEHHBIX 3ajady,
(yHKIMIA, CTPYKTYPbI
Tema 1.3nakomcmeo ¢ pykogooumenem npakmuku om yupedxcoeHus. becena c
PYKOBOISAIIUMHA pabOTHUKAMU yapexaeHus. CocTaBIeHHUE HCTOPHUYECKOM CIIPaBKH 6
o (ongoobpazoBarene.
Tema 2. OpeanuszayuoHuvle OOKYMEHMbl 6 OesmMeNbHOCMU  YUPeHCOCeHUS. 6




HaumenoBanue u coaepkanue pa3ienon (3TarnoB)

O6beM
BBIJICIISIEMOTO
BpPEMEHHU
(dacer)

[Tonoxenue (ycraB) Kak ydpeAUTENbHbIM JOKYMEHT. [1010)keHUs O CTPYKTYpHBIX
noapasaeneHusx. llltatHoe pacriucanue.

Tema 3. Opeanuzayuonnas cmpykmypa yupexcoenusi. CoctaBieHue rpaduueckon
CTPYKTYPHOM CXEMBI YUpEeKIACHHUS. [Toguunenue, [I0JI0TYETHOCTb,
B3aMMOJICIICTBHE CTPYKTYPHBIX noJipa3aeNeHuil: HaIpaBJICHUS u
OpraHu3aIMOHHBIE (POPMBI.

Paznen 2. DyHKIUU ¥ CTPYKTYPA /1€JI0NPOU3BOJACTBEHHOM CJIYKOBbI

Tema 1. Hopmamuguvie Ookymenmsl 8 OesamenrvHocmu cayxucovr JJOY.
['ocynapcTBeHHas cucTeMa JOKYMEHTAlMOHHOTO OO€CleYeHHsl yIpaBJiICHHUS.
[TonoxkxenneM o0 ciyx0e JOKYMEHTAallMOHHOTO OOECIECYCHHS YUPEIKICHHUS,
JOJKHOCTHBIMM ~ MHCTPYKIMSIMH €€ pa0OTHHUKOB,  WHCTPYKLUHUH IO
JIEJIONPOU3BOJCTBY, HOMEHKJIATYPhI JIEI.

Tema 2. Opeanuszayus cayocovr JJOY. Mecro cinyx0sr IOV B cTpyKType
YUPEKIACHUS, €€ JIOJPKHOCTHON M YMCIICHHBIA COCTaBa, (YHKIUU U JOJDKHOCTHBIE
00s13aHHOCTH  COTpyAHHKOB. CocCTaBieHHE TPaQUUSCKON CXEMBI CTPYKTYPBI
CIIY>KOBI JIOKYMEHTAIIMOHHOTO 00CCIICYCHUSI.

Tema 3. Opeanuzayus pabouux mecm compyoHuxkos ciayxcovr [JJOY. N3yuenue
CTCIICHW  aBTOMATH3AllMM  JICJIOTNIPOU3BOJCTBEHHBIX  IPOILIECCOB:  HAJIHYUS
BBIUMCIIUTEIILHOM  TEXHHWKH,  JIOKAIBHOH  CETH,  CICIUAITH3UPOBAHHOTO
NPOTPAMMHOTO  OOCCIICYCHHs ISl aBTOMATH3AllMU  JIEJIOTPOU3BOJICTBEHHBIX
oriepanuii, BBISIBJICHUE CTEIICHU OCHAIEHHOCTH Pab0YMX MECT BBHIYUCIUTCIHLHON H
OpraHu3alMOHHON TEXHUKOU.

Pa3nes 3. Oco0eHHOCTH IOKYMEHTHPOBAHNS /1eSITeIbHOCTH YUpesKIeHUs

Tema 1. Cucmembr OoKymMeHmayuu, ucnoabsyemvix 6 yupesicoenuu. OCHOBHBIC
BU/JIbl JOKYMEHTOB, KOTOPHIMH 0()OPMIISIOTCS pa3ivuHble PYHKINN YUPEKICHHUSI.

Tema 2. Ogopmrenue O0okymenmog. AHAINW3 COOTBETCTBUS O(QOPMIICHHS
JOKYMEHTOB OpTaHH3allMd HOPMATUBHBIM METOAWYECKHM AOKyMeHTaM.Dukcanus
pe3ysabTaTOB HaONIOJEHUM B THEBHHMKE NpakTHkH. CocTaBieHHEe U OQOopMIIeHHE
JIOKYMEHTOB I10 YKa3aHUIO PyKOBOJICTBA.

Pa3znen 4. AHaIu3 opraHu3anu J0KYMEHT0000poTa

Tema 1. [oxymenmoobopom 6 opeanuzayuu. AHaIU3 JBWKEHHUS BXOJAIIETO,
UCXOJIALIETO U BHYTPEHHETO JOKYMEHTOIOTOKOB, ONpeAeICHHE MMyTeH MOTydeHUs
U OTIPABKU JIOKYMEHTOB, MOPSIKA Tepelayd JOKYMEHTOB BHYTPH YUPEKICHUSI.
BeisicHeHne nopsaka ydera JOKYMEHTOB, MOJCUET NMPOLEHTa KOPPECIOHICHIINH,
MOJIyYUeHHOM 1o Qakcy U 2yeKTpoHHOW moute. OrmnpeneneHue obbeMa
JIOKYMEHTOO000pOTa 3a MpeanecTByomuil Mecan. Oukcanus Noxy4eHHbIX JaHHBIX
B JIHEBHUKE TIPAKTUKH.

Tema 2. Omanet pabomwi ¢ Ookymenmamu. V3yueHue nopsaka HEepBUYHON
00paboOTKM MOCTYNHBIIEH KOPPECHOHJIEHIIMH, IMpaBWJI IpHEMa, COPTUPOBKH H
OTIIPaBKH JIOKYMEHTOB. BpimonHeHnne paboTel 1o o00paboTke BXonsmled U
UCXOIANICH KOPPECTIOH ICHITHH.

Pasznea S. [loctpoenue MHPOPMALTMOHHO-TIOUCKOBOI CHCTEMbI

Tema 1. Pecucmpayus Ookymenmog 6 opeanusayuu. OIpeneneHHe CUCTEMbI
pEerucTpalluid  JIOKYMEHTOB B YUYpeXIEHMM  (LIEHTpajiu30BaHHAs  WJIH
JELEHTPAIN30BaHHAs, KAKUE JTOKYMEHTHI B KaKMX CTPYKTYPHBIX HOJpa3feieHUsIX
PETUCTPUPYIOTCS, TOAPA3AENAIOTCA JIM JIOKYMEHTBHI Ha perucTpupyembie H
HEperucTpUpyemMble, B KaKOM JOKYMEHTE 3TO 3akperuieHo). M3ydenue dopm




HaumenoBanue u coaepkanue pa3ienon (3TarnoB)

O6beM
BBIJICIISIEMOTO
BpPEMEHHU
(dacer)

perucTpaluu M mopsjka ux 3anoyiHeHus. OrmnpenereHHe COCTaBa PEKBU3HTOB,
BHOCHUMBIX B aBTOMAaTHYECKOM U IMOJIyaBTOMAaTUYECKOM pPEXUMax MpU HAIUYUU B
YUPEXKJICHUU aBTOMATU3UPOBAHHON (DOPMBI pErHCTpaliH.

Tema 2. Cnpasouno-ungopmayuonusie cucmemsvl Ookymenmayuu. VI3yueHue
CO3MaHHBIX 0a3 JaHHBIX. 3aMOJHEHUE PErHCTPAlMOHHBIX (DOPM, pEerucTpanus
JOKYMEHTOB. M3yueHue cuctemMbl HWHPOPMALMOHHO-CIIPABOYHOH  PabOTHI,
ornpeziefieHue TOro, Ha KaKMX HOCHUTENSAX CO3/[aH CIPAaBOYHO-MH(GOPMAIMOHHBII
(GoHI, KTO MMEET MpaBO IMOJIb30BATHCS MH(POPMALMOHHO-TIOUCKOBOM CHCTEMOM.
Dukcanus pe3yabTaToB HAOIIOICHUI B IHEBHUKE MPAKTUKU.

Pa3nes 6. KoHTpos1b HcIIOTHEHUsI JOKYMEHTOB

Tema 1. Opeanusayus KOHMpPOAS UCNOJHeHUs OoKymenmosg. W3ydeHue
OpraHu3aIMl M TEXHOJOTMU KOHTPOJS HUCIOJHEHUS JTOKYMEHTOB. BrIsicHeHHE
HAIUYUS ~ OTBETCTBEHHOIO 32  3TOT  y4yacTOK  paboThl, JOKYMEHTOB,
pPErIAMEHTHPYIOIIUX 3TOT BUJI ACSITEIHHOCTH.

Tema 2. Jlenonpouzsoocmeennvie onepayuu 6 npoyecce KOHMPOIA UCNOJHEHUs
O0OKYyMeHmo8. ~AHanu3 TMepeyHed JIOKyMEHTOB, MOAJEXKAIIUX  KOHTPOJIIO,
ONpENEIeHUEe  KOJMYECTBA  JOKYMEHTOB, HAaxOJSIIUXCA HA  KOHTPOIE,
YCTAHOBJICHHE CPOKOB HCIONHEHHS. (DHKcanus pe3ylbTaToB HAOIIOACHUN B
JTHEBHUKE ITPAKTHUKHU.

Paszpnen 7. Kinaccupukanusi u cucremMaTu3anusi J0KyMeHTOB, ()OpPMUPOBaHHUE
e

Tema 1. Homenxknamypa opeanusayuu u cxemwvl Kiaccugurxayuu OOKYMeHmOs.
N3yuenne KkimacCH()UKANMOHHBIX  CIIPABOYHHKOB  (TIEpeUHEl  TOKYMEHTOB,
HOMEHKJIATYphl JIel U JIp.) U CXEMbl KIacCU(UKALUU JOKYMEHTOB, OIpee/IeHUEe
TUINOB KJIaccU(UKATOPOB. AHaIW3 U ONpeesieHue KadyecTBa OQOpPMIICHHUS
HOMEHKJIATyphl Aei. M3ydyeHue u aHaiu3 nopsiika opopMIIeHHs el

Tema 2. [pynnupoexka ucnoniHenHvlx O00KyMeHmos 6 Oena. CamMocCTOATeTbHas
paboTa Mo TPyNMHUPOBKE HMCIOITHEHHBIX JOKYMEHTOB B Jlella B COOTBETCTBUU C
HOMEHKJIAaTypoit gen. @Dukcamusi B JHEBHHKE MPAKTUKA  HEJIOCTATKOB
HOMEHKJIATYPHI JIe], OIKUO0K B OpMUPOBAHUU U O(DOPMIICHUU JIETI.

Paspnea 8. Iloaroroska e K caaye B apXMB.

Tema 1. Hopmamueno-memoouueckue 0OKyMeHMbl N0 N0O20Moe8Ke dell K coaue 8
apxug. V3ydeHue TONMOXKEHUS 00 OKCHEPTHOW KOMHCCHH  YYPEKICHUS.
[TonuCTHBIA TPOCMOTP 1€, OmpeleNieHHe CPOKOB XpaHEHUs JOKYMEHTOB II0
JICVCTBYIOIIMM THUIIOBBIM M BEJIOMCTBEHHBIM MEPEYHSIM JJOKYMEHTOB
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Tema 2. Opeanuzayusi omoopa OOKYMEHMO8 HA NOCMOAHHOE U 001208PEMEHHOe
xpanenue. OTOOp A€N MOCTOSHHOIO U JOJTOBPEMEHHOI'O XPAaHEHUs, BBIICICHHE
Jel C MHCTEKIIMMHU CpoKaMH XpaHeHusa. COCTaBI€HHE aKTa O BBIICICHUU
JIOKYMEHTOB, HE MOJUIEKAINX PAHEHHUIO, K YHUYTOXEHUIO.

12

Tema 3. Ogopmnenue 0okymenmos 011 coauu 6 apxus. IIpoBepka MpaBUILHOCTH
dbopMHUpOBaHUS [N, CHUCTEMAaTH3alus TOKYMEHTOB B JieNax, IOJAIINBKA e,
HyMepalusi JIMCTOB, COCTAaBJIEHHE 3aBEPUTENBHBIX HAANUCEH W BHYTPEHHUX
onucel B jaenax, opopMiIeHHE OOJIOKEK Jel; COCTaBleHHE (YTOUYHEHHUE) CXEMBI
cucteMaTH3anuu Aen (oHIa; CUCTeMaTH3aIMs JIell B COOTBETCTBUU CO CXEMO;
cocraBieHue u opopmieHue onuceil nen. Ilepenaya nen B apXuB yUpeKICHHS.
CocraBieHue akTa O BbIJICJICHUU JOKYMEHTOB K YHUUTOXKEHHIO. 3alICh CBEJICHHM
00 0ObeMe MpoieTaHHON PabOThI B THEBHUKE.

12
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O0beM

BBIACIISIEMOTO
HaumenoBanue u coaepkanue pa3ienon (3TarnoB)

BpEMEHN
(dacer)
JAnddepeHuMpoBaHHBIN 3a4eT 6
Bcero: 144

1.8. TpeGoBanusi K 0TUETY

Otyer BBIMOJHSETCS HAa KOMIbIOTEpe Ha Juctax ¢opmara A-4 wu
BKJIQJIbIBAECTCSA B MAIKy-CKOPOCIIUBATENb. TeKCT 0(QOpMIIseTCsS B COOTBETCTBHH C
TpeOOBaHUSIMU Jienonpou3BojicTBa. [lewataercs uepes 1,5 unreppana. Ha crpanune
pacnonaraetcs 28 — 30 ctpok. B ctpoke 58 — 62 3naka, Brirodast mpodensl. CBepxy
cTpanuibl aenaercs orctyn 20 mM, cieBa — 30 — 35 mwm, cripaBa 10 Mm, cauzy — 20
MM. AG3amHble OTCTYIBI JOJKHBI ObITh paBHBI 5 3HaKaMm. Hymeparus crpanHwuil
cruiomHas. TUTYynIBHBIM JIMCT HE HyMmepyercs. Ha cnepyromem 3a HUM JMCTOM
CTaBHUTCSI HOMEP «2».

[IpumepHbiii 00beM oTueTa 9-7/ AUCTOB. OOBEM OTUETa YMEHBIIIEH ObITh HE
MOKET, & MOKET OBbITh TOJBKO YBEJIHYEH.

Ha nocnemnem mnucre oTdera CTYAEHT CTaBUT CBOKO MOJINUCH U ATy
OKOHYaHHUsSI padOThI HaJl OTYETOM.

Ilocienuuii  AUCT  OCHOBHOIO  TEKCTAa  CKPEIUISETCS  MHOANMCHIO
HETMOCPEJICTBEHHOTO PYKOBOJUTENS MPAKTUKOM C 00S3aTeNbHBIM MHCHhbMEHHBIM
yKazaHueM 00 03HaKOMJICHUHU C COJIEPKAHUEM OTUETA, AaThl O3HAKOMIICHUS.

CtyaeHT oTBeYaeT 3a TPaMOTHOCTh M aKKypaTHOCTh O(QOpPMIICHUS OTYETA.
OTt4er, CTpaHMIBI KOTOPOTO HEHAIEKHO CKPEIUIEHbI, B KOTOPOM OTCYTCTBYIOT
MOJANKUCH CTYACHTa U PYKOBOJMTENS MPAKTUKU OT OpraHa MPOXOXKJIEHUS MPAKTUKH,
K PAaCCMOTPEHHIO HE JI0ITyCKAETCH.

1.9. Ilpouenypa arrecTanMu W CHCTEMA OIEHMBAHHUA YCIEBAEeMOCTH H
AOCTHKEHMI 00y4aK0IHMXCS

ITo oxoHYaHWUM TPOU3BOJICTBEHHON NPAKTUKU (TPEAJAUILIOMHAS) CTYIEHT
CIAaeT PYKOBOJUTENIO MPAKTHUKUA OTYET MO YCTAHOBJICHHOM (opMme, HaIJIeXKallero

o0beMa U CTPYKTYPHI, a TaKK€ THEBHUK, IMOJIMUCAHHBIN PYKOBOJAUTEIIEM MPAKTHUKH.
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B nHEBHUK 3aHOCHUTCS 3aKJIIOYCHHE, JAHHOE PYKOBOJUTENIEM MPAKTUKU O padoTe
NpaKTUKaHTa (ITOIMUCHIBACTCS, JATUPYETCS).

1.9.1. lIpoueaypa arrecTanmuu

[1o okOHYaHMM TMPAKTUKU CTYIEHT 3alUINAET OTYeT C AU PepeHIupOBaHHOMI
OLICHKOUW pYKOBOAMUTENS MPAKTUKH.

K 3amure pomyckaroTcsi OTYETbl, COOTBETCTBYIOIIME TpPEOOBaHUSIM K
OoOPMJICHUIO H COJEPKaHWIO, YCTAHOBIICHHBIE JaHHOW mporpammoii. Ilocre
3alllUThl OTYETa, PYKOBOJMUTENb IMPAKTUKU COCTaBISECT MUCHMEHHOE 3aKIIOYECHHE,
CTaBUT JAaTy, OLIEHKY U CBOIO MOJIUCH B THEBHHUKE.

He BpImonHEHWE OTYETa B YCTAHOBJICHHBIE CPOKHM pPACCMATPUBAETCS Kak
HapylIeHHe y4yeOHOW AMCLUMIIMHBI UM HEBBIIOJHEHHWE YYEOHOIOo IUIaHa U BIIEYET
IPUMEHEHHE MEpP B3BICKAHHSI.

Pe3ynbTarhl 3aliUThl MPAKTUKU MPOCTABISIOTCS B BEJOMOCTH U 3a4€THOM
KHUKKE CTYJICHTA.

1.10. KpuTepuu BbICTABJIE€HHS OLIEHKH 32 YUeOHYI0 IPAKTUKY

Ouenka Kpurepun oueHku creneHu c()OpMUPOBAHHOCTH KOMIIeTEHIIHI

OtnuyHO TouHOe BiIafieHNe MOHATUMHBIM alllapaToM, IPAKTUKAHT B IOJIHOW Mepe
BIIQJCCT IPAKTUUYECKUMHU 3HAHHUAMHM, YMEHUSMH U  HaBBIKAMHU,
JEMOHCTPHUPYET TBOPUYECKUH MOAXOJ K BBIITOJIHEHUIO 33JaHUH, BlaJeeT
QHAINTUYECKUMHU METOJaMH. AKTHBHO HCIOJIB3YIOTCS CIPABOYHO-
ITOMCKOBBIE CUCTEMBI «KOHCYNBTaHT +», «l'apanT».

Xoporo Brnanenue  NOHATHMHBIM ~ ammapaTtoM, — NpPaKkTUKAHT  BiajeeT
MIPAKTUYECKUMH 3HAHUSIMH, YMEHHUSIMM M HaBbIKAMH, JAEMOHCTPUPYET
TBOPYECKUH MOJIXO/ K BBITIOJIHEHUIO 33JJaHUH, BIIaIeeT aHATMTUYECKUMHU
MeTOJaMU. AKTHUBHO HCHOJB3YIOTCSI CIIPAaBOYHO-TIOUCKOBBIE CHCTEMBI
«KoHcynpTanT +», «["apanT».

VYnosnerBoputenbHo | Bragenne — MOHATHITHBIM anmnapaToM, NPAKTUKAHT  BJIAJEET
IIPAKTUYECKUMH 3HAHUSAMU, YMEHHUSAMH M HAaBBIKAMH, HO JEMOHCTPUPYET
PENPONYKTUBHBIA TOAXOJX K BBIINOJHEHUIO 3aJaHMM, HEJOCTATOYHOE
riyOokuil aHanuTuyeckuil orBeT. CHpaBOYHO-TIOMCKOBBIE CHCTEMBI
«KoHcynpTaHT +», «["apaHT» HE UCTIOIB3YIOTCS.

He Cnaboe BnajieHHE TOHATHIHBIM ammaparoM, MPAKTUKAHT JIOMYCKaeT
YIOBIIETBOPUTENHHO | HETOYHOCTH, CIa00 BJIAJIEET MPAKTUUCCKUMH 3HAHUSMHU, YMEHUSIMH U
HABBIKAMHU, TBOPUYECKMMH U AQHAIUTUYECKUMH METOAaMHU pPaOOTHI.
CnpaBouHo-nIoMCKOBBIE cucTteMmbl «KoHcymbTaHT +», «l'apaHT» He
HCIIOJIb3YIOTCH.
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3. YCJIOBHUSA PEAJIN3AIIMA YUYEBHOM TUCIIUTLIVHBI.

3.1. Tp660BaHI/Iﬂ K MUHUMAJIBHOMY MaTC€PHAJIBbHO-TEXHUYECCKOMY odecnevYeHn1o

HpaKTI/IKa JOJIDKHa IMPOBOAWUTHECA B OpraHU3alugaX, HAIIPABJICHUEC ACATCIBHOCTH KOTOPBIX

COOTBETCTBYET MNPOQUII0 TOArOTOBKM oOydaromuxcs. bazamMu mnpakTuku MOryT OBITh

TOCYHApCTBCHHBIC OpraHU3allui W YUYPCIKACHUA, IMMO3BOJIAIOMIMC BBIIIOJIHUTH OHpe,ZleJIeHHBIfI

IIepeYCHb 3aJaHUN.

baznr IMPAKTUKHU OOJIKHBI UMCTh TCXHHUYCCKOC O60py,I[OBaHI/ICZ KOMIIBIOTCPEI. KaOuner JOJIDKEH

OBITH 00OPYIOBaH PAOOYNMHU CTOJIAMH M CTYJIBSIMU.

3.2. UudopmanuonHoe odecriedeHrne 00y4eHust

Hepeqeﬂb PE€KOMEHAYEMBIX yqeﬁﬂmx I/I3)]aHI/Ii71, I/IHTepHeT-pecprOB, JIOMOJIHUTEIbLHOM

JMTEepaTypbl

1.

OcHOBHBIC HCTOYHUKH:

1. bacakos, M.M. [lenonpousBoAcTBo. [[loKyMEeHTallMOHHOE OOECreueHue yIpaBlIeHus |

[Texcr] : yue6.: [CIIO]: [rpud MO] / M. U. bacakos, O. U. 3amsiikoBa. - 14-e uznm,
nepepad. - PocroB w/J] : ®enmkc, 2014. - 375 c. - (CpennHee mpodeccHoHAITBHOE
obpazoBanmue). - ISBN 978-5-222-23063-3 : 220.00.

[Toxxnukora, H.M. [Ipaktukym no npeamety "JlOKyMEHTBI, KOPpPECIOHIAEHUUS U
nenonpou3BoictBo" [Tekcr] : yue6. mocobue / H. M. Iloxuukosa. - M. : Akanemus,
2015. - 188 c. - ISBN 978-5-4468-2398-7

CkotTt, A. OuncTka U pectaBpanus My3edHbIX 3kcrioHaToB [Tekct] / A. CKOTT. - M.
Knura no Tpe6oBanuto, 2014. - 72 c. - ISBN 978-5-458-51040-0.

DJIEeKTPOHHBIE pecypchl:

Poroxwun, M.IO. JlenonpousBoacTBO: Kypc Jeknuii : yuedHoe nocobue / M.FO. PoroxuH.

- M. ; bepnun : Iupexr-Menwua, 2014. - 229 c. : un. - bubnmorp.: c. 222-223. - ISBN 978-5-
4458-6528-5 ; To xe [DnexTponHsIi pecype]. - URL:
http://biblioclub.ru/index.php?page=book&id=253702 (04.07.2017).

2.

Poroxwun, M.IO. Opranuszanus aenonpousBoactsa npeanpustus: (Ha ocHose 'OCT

P6.30-2003) : yueObno-nipaktuueckoe nmocodue / M.YO. Poroxun. - M. ; bepnun : {upext-
Menwma, 2014. - 209 c. : un. - bubmmorp. B kH. - ISBN 978-5-4458-6535-3 ; To xe
[DnexTponnslii pecypce]. - URL: http://biblioclub.ru/index.php?page=book&id=253709
(04.07.2017)
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3. Pri6akoB, A.E. OcHoBBI nenonpounsBojicTsa : yaeOuuk / A.E. Pribakos. - 3-e uz., ucrnp. -
Munuck : PUTIO, 2016. - 320 c. - bubauorp. B kH. - ISBN 978-985-503-606-8 ; To »xe
[DnexTponnsiit pecypce]. - URL: http://biblioclub.ru/index.php?page=book&id=463666
(17.08.2017).

4.  Jlemun, FO.M. JlemonpousBoactBo. JlokymeHTarmoHHbiid MeHeKMeHT / FO.M. [lemuH. -
M. ; bepnun : Qupekr-Meaua, 2014. - 205 c. : Tadi., cxem. - bubnuorp. B k. - ISBN 978-5-
4475-1572-0 ; To xe [DnexTponHslii pecypce]. - URL:
http://biblioclub.ru/index.php?page=book&id=253657 (10.03.2016).

5. Cononeuu, A.B. DnekTpoHHbI# oduc : yueoHoe mocodue / A.B. CononeBud. - MUHCK :
PUIIO, 2014. - 428 c. : cxem., Tab., ui. - bubmumorp. B kH. - ISBN 978-985-503-376-0 ; To xe
[DnexTponnsiit pecypce]. - URL: http://biblioclub.ru/index.php?page=book&id=463710
(17.08.2017).

HopmaTtuBHO-IpaBOBbIE AKTHI:
1. O6 apxuBHOM nene B Poccuiickuii @enepanun [37eKTpOHHBIN pecypc]: penepanbHblil 3aK0H
ot 22.10.2004 N 125-®3 (nmelicTByromas penakius) // pexuMm JOCTyIa: CIpPaBOYHO-TIPaBOBas
cucrema Koncynsrantllntoc.
2. OO0 2JIeKTPOHHOM MOJIUCHU [3JIEKTPOHHBIN pecypc]: dbenepanbubiii 3akoH oT 06 ampens 2011
r. Ne 63-®03 (meiicTByromas penakiivs) // pekHM IOCTyMa: CIPABOYHO-TIPABOBAas CHCTEMa
Koncynprantlmtoc
3. O0 undpopmauu, HHGOPMALMOHHBIX TEXHOJIOTUAX U O 3alIUTe MHPOPMAILIUH [FIIEKTPOHHBIN
pecypc]: denepanbubiii 3akoH oT 27 urons 2006 r. No 149-®3 (nmelictByromas penaxius) //
PEXHUM I0CTYyIA: cupaBOYHO-TIpaBoBas cucrema Koncynprantlntoc
4. O rocynapctBeHHOM si3bike Poccuiickoit denepanmu [35eKTpoHHBIN pecypc]: denepanbHblii
3akoH OT 1 utong 2005 r. Ne 53-@3 (meiicTByromas pefakius) // pexum J0CTyMa: CIpaBOYHO-
npaBoBas cucreMa Koncynwsrantl Iimtoc
5. OO0 yTBepKIIEHHU MEXKOTPACIEBBIX YKPYINHEHHBIX HOPMAaTHBOB BpPEMEHH Ha paboOThl IO
JIOKYMEHTAIlMOHHOMY OO0€CIIEUEeHUI0 YIpPAaBICHUs [3JEKTPOHHBIN pecypc]: MOCTaHOBIIEHHE
Muntpyna Poccuu ot 25 Hos0ps 1994 1. Ne 72 (meiicTByromias pefakius) // pexXuM JIOCTyma:
crpaBo4HO-TIpaBoBas cucreMa KoncynbranTl Iintoc.
6. OO0 yTBEpXKIEHUH TPUMEPHOTO TIOJIOKEHUS O TIOCTOSHHO JEWCTBYIOMIEH JKCIIEPTHON
KOMUCCHH YUPEXKIACHUS, OpraHU3al1H, IPEANPUATHS [3IEKTPOHHBIN pecypc]: mpuka3 Pocapxusa
oT 19 suBaps 1995 r. Ne 2 (meiicTByromas peaakiys) // pexkuM J0CTyMa: CIpaBOYHO-TIPABOBAS

cucrema KoncynperanTtlnroc
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http://biblioclub.ru/index.php?page=book&id=463666
http://biblioclub.ru/index.php?page=book&id=463710

7. OcHOBHBIE TIpaBWja pPaOOThI apXMBOB OpTaHU3AIM [JIEKTPOHHBI pecypc|: pelieHue
Komnerun Pocapxusa ot 06.02.2002 (meiicTByromasi peaxius) / pexkuM AOCTYIa: CIPaBOYHO-
IIPaBOBA.
8. OcHoBHbIE MpaBWiIa pabOThl BEJIOMCTBEHHBIX apXWMBOB [AIIEKTPOHHBIN pecypc]: MpHUKa3
I'maBapxuBa CCCP ot 05.09.85 N 263 (nericTByromasi peakius) / pexxum J0CTyIa: CIpaBOYHO-
npaBoBas cucreMa Koncynpsrantlntoc
9. O mpuHATHM U BBEACHUHU B JIEHCTBUE rOCYAapCTBEHHOro cTanaapTa Poccuiickoin denepauun
(Bmecte ¢ T'OCT P.6.30-2003). T'ocymapctBenubii cranmapt Poccuiickoit deneparumu.
YHubuIupoBaHHbIE CUCTEMbI JOKYMEHTAIMH. YHHU(PUIMPOBAHHAS CUCTEMa OpPTraHU3allMOHHO-
pacmopsAUTEeILHOW JTOKyMEHTaluu. TpeboBaHus K O(QOPMIICHUIO TOKYMEHTOB [3IEKTPOHHBIN
pecypc]: mocranoBnenue ['occranmapra ot 03.03.2003 Ne 65-ct. (meiicTByromias pemaxius) //
PEXUM JIOCTYMA: ClipaBoYHO-TpaBoBas cucrema Koncynprantllnoc
10. OK 011-93. Oo6mepoccuiickuii  KiacCU(PUKATOp YIPABICHUYECKOW JOKYMEHTAIUU
[anextponnsiii pecypc]: IlocranoBnenme [occrammapra Poccum ot 30.12.1993 N 299
(meficTByIOIIAs pelaKiys) // peKuM JOCTYIIA: ClipaBoYHO-TIpaBoBas cucrema KoncynsrantlLiroc
I11. TOCT P 7.0.8.-2013 Hanuonansusii crtangapt Poccuiickoii ®enepanuu. Cucrema
CTaHAapTOB Mo MH(OpMaKK, OMOTMOTEYHOMY M W3JaTelNbCKOMY neiy. Jlemonpou3BoacTBO H
apxuBHOE Je70. TepMHUHBI U ONpEACNICHUs [3JEKTPOHHBIN pecypc]: mpuka3 ['occranaapra oT
17.10.2013 Ne 1185-ct (meiicTByromasi pemaxius) // peXuM JOCTyMa: CIPABOYHO-TIPABOBAsS
cucrema Koncynerantllmoc 12. TOCT P. UCO 15489-1-2007. HaumoHanbHBIM cTaHIapT
Poccuiickoit ®@eneparun. Cuctema craHgapToB 1o HHPOpManuu, OHOIMOTEYHOMY U
W3/1aTeNbCKOMY JIey. YTpaBiieHne JokyMeHTamu. O0mre TpeOoBaHus. [IEKTPOHHBIN pecypc]:
npuka3 PenepanbHOro0 areHTCTBAa MO TEXHUYECKOMY DPETYJIHMPOBAHHUIO M METpPOJIorMu OT 12
mapta 2007 r Ne 28-ct (nmeiicTBylomas pefakius) / pekKuMm JOCTyHa: CIPaBOYHO-TPaBOBas
cucrema Koncynerantllntoc

HNuTepHeTr-pecypcesl:
http://www.garant.ru/ - Uudopmanronuo-npaBoBoii mopran «['’APAHT»
http://www.consultant.ru/ - Komnaunus «KorcynsrantIIJTEFOC»
http://portal.tolgas.ru/edt/ef_eo/edt4399/8.htm/ - DnekrponHslii yueOHbIN Kypc: JJOY
http://www.edou.ru/enc/vvedenie.php/ - DuIEKIONE NS 1ETONPOU3BOICTBA
http://www.termika.ru/dou/ - TEPMUKA. Jlenonpon3BoACTBO U JIEKTPOHHBIN
JIOKYMEHTO000pOT
http://www.rusarchives.ru/ - mopran ApxuBel Poccuum http://archives.ru/about.shtml - o

®enepanbHOM apxuBHOM areHTcTBe (Pocapxuge)
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I[CMOHCTpaIIHOHHLle 1 pa3aaToOvYHbIC MaTCPHUAJIbI

1. Bunpt 6;1ankoB OPJI. Mx xapakTepucTuKa, COCTaB PEKBU3UTOB U BAPUAHTHI
WX PaCIOIOKEHUS.

2. TpeboBanus k opopmileHHIO O1aHKa MUChMa, 00IIIero O1aHka, OJaHKa
KOHKPETHOTO BHJIa JJOKYMEHTA.

3. Bunbl nokyMeHTOB B Jienonpou3BojicTee. Kiaccudukanys 10KyMeHTOB 1O
BUJIaM JCSTEITHHOCTH.

4. OCHOBHBIE PEKBU3HUTHI JOKYMEHTA. XapaKTEPUCTHKA.

5. TpebGoBanus k opopMICHHUIO JaThI 1 HOMEPA TOKYMEHTA. 3HAUYEHUE ITUX
PEKBU3UTOB.

6. TpebGoBanue kK 0HOPMIICHHIO PEKBU3UTOB 10 COCTABY YAOCTOBEPEHUS
JOKYMEHTOB (I1e4aTh, IMOAINHKCH). 3HAYCHHE ITUX PCKBU3HUTOB.

7. TpebGoBanus k opopmieHUIo rpudOB COrIACOBAHUS U YTBEPKICHUS
JIOKYMEHTOB.

8. OO6mue TpeboBaHMs K TEKCTY JOKYMEHTa, K 0(DOPMIICHHIO PEKBU3UTOB
3aroJIOBOK, MPUJIOKEHUE K TEKCTY.

Q. TpebGoBanus k 0pOpMICHUIO OTMETOK Ha JIOKYMEHTaxX. 3HaUYE€HUE ATUX
OTMETOK.

10. XapakTepucTHKa M COCTaB OPraHU3aLMOHHBIX TOKYyMEHTOB. TpeboBaHus K
uX 0(hopMIIEHHIO.

11. XapakTepuCTHKA U COCTaB PACHOPSAIUTENbHBIX JOKYMEHTOB. TpeOoBaHUs K
uX 0(hopMIIEHHIO.

12. XapakTepHCTHKa M COCTaB CIIPABOYHO-MH(POPMAIIOHHBIX JOKYMEHTOB.
TpebGoBanus kK X 0OPMIICHHUIO.

13. OcobGeHHOCTH COCTaBICHHSI TOKYMEHTOB ¢ moMolnbio [I9BM.

14.  TlopnuuuuK, Korus. Bunbl konumii. TpeboBaHUs K UX 0(OPMIICHHIO.

15. TlpaBuna BbIJaYM KOMUM TOKYMEHTOB.

16. TpebGoBanus k opopmieHUIO TeaehOHOTPaMM.

17. Bunasl HoMeHKIATYpHI el [Topsaok cocTaBineHus, opopmMiieHus,
yIIOCTOBEPEHUS, IPUMEHEHUS .

18. DxcmepTH3a 1EHHOCTH TOKYMEHTOB.

19. Cpoxu xpaHeHHs TOKYMEHTOB.

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

21. Opranuzanus AeIOTPON3BOACTBA MO JOKYMEHTaM, COIEPKAIUM
KOMMEPUYECKYIO TaliHY.

22. TpeboBaHus K 0POPMIICHHIO TPUKA30B 10 JIUIHOMY COCTaBY (TIPHEM,
YBOJIbHCHHUE, TIEPEBO/).

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

24. TpeboBanus K 0pOPMIICHUIO TUIHBIX JCII.

25. TpeboBanus Kk 0OPMIICHUIO TPYIOBBIX KHUKEK.

26. TpeboBanus K 0POPMIICHHIO JOKYMEHTOB JIMYHOTO XapakTepa (aHKeTa,
aBTOOMOTpadus, pe3rome).

27. Ilpuka3 - mpaBuiia coCTaBiICHUS U OPOPMIICHUS.

16



28. IIpoTokon - mpaBuiIa COCTaBIECHUS U O(hOPMIICHUSI.

29. AKT - npaBuiIa COCTaBJICHUSA U 0DOPMIICHUS.

30. JlomKHOCTHAsi MHCTPYKIIMS - PABUJIA COCTABJICHUS U O(POPMIICHHUSI.

31. [loxknaaHas 3amucKa - paBUjia COCTABJICHUS U O(DOPMIICHHUS.

32. Crnpagka - mpaBuia COCTaBJICHUS U 0OPMIICHUS.

33. JloBepeHHOCTh. Buibl JoBEpeHHOCTEH.

34. PexBU3UTHI - ’MOJIeMa OpraHu3allii WIK TOBAPHBIN 3HAK, MTOAMKCH, TEKCT,
3aroJIOBOK.

35. Ilucema - mpaBmiia cocTaBaeHUsS U 0(OPMIICHHUS.

36. PexBU3UTHI - CIpaBOYHbIC JaHHBIE 00 OpraHu3aIiy, rpud orpaHUYECHUs
JI0CTyTa K IOKyMEHTY, eYaTh.

37. PexBU3UTHI: CCHUIKA HA PETUCTPAIMOHHBIN HOMEP U JaTy JOKYMEHTA,
HAaUMEHOBAaHUE BUJA TOKYMEHTa, Tpu( COriIacoBaHus.

38.  PexBU3UTHI - aJipecar, pe30JtoLusl, OTMETKa 00 UCIIOJHUTEIIE.

MeTtoauyeckoe odecrniedeHue MPON3BOICTBEHHOH MPAKTHKH

1. Bunpr 6nankoB OPJl. Ux xapaktepucTuka, cOCTaB peKBU3UTOB M BapUAHTHI
WX PACIIOIOKEHUS.

2. TpeboBanus k odopmieHuro OjaHKa IHChbMa, OOIIero OjaHka, OJlaHKa
KOHKPETHOTO BHJIa JOKYMEHTA.

3. Bunabl mokymeHTOB B aenonpoun3BoAcTBe. Kimaccudukamms JOKyMEHTOB 10
BUJIaM JESTEITHHOCTH.

4. OCHOBHBIE PEKBU3UTHI JOKYMEHTA. XapaKTEPUCTHKA.

5. TpeboBanus Kk opopMiIEHUIO JaThl U HOMEpa JIOKYMEHTAa. 3HAYEHUE JTHUX
PEKBU3UTOB.

6. TpeGoBanrve K OQOPMICHUIO PEKBU3UTOB IO COCTABY YIOCTOBEPEHUS
JOKYMEHTOB (11e4ath, MOAMKCH). 3HAUYCHHE ITHX PEKBU3HUTOB.

7. TpebGoBanus k odopmieHUt0 TpU(OB COTITACOBAHUS U YTBEPKICHUS
JIOKyMEHTOB.

8. OO6mume TpeboBaHUS K TEKCTy JOKyMEHTa, K O(OPMIICHHIO PEKBU3UTOB
3aroJIOBOK, MPUJIOKEHUE K TEKCTY.

Q. TpeGoBanus Kk OGOPMIICHHIO OTMETOK Ha JIOKYMEHTax. 3Hauy€HUEe JTHUX
OTMETOK.

10. XapakTepucTHKa W COCTaB OPraHM3alMOHHBIX JOKYMEHTOB. TpeOoBaHUS K
ux o(hopmIIeHHIO.

11. XapakTepUCTHKa U COCTaB PACHOPSAUTENbHBIX TOKYMEHTOB. TpeOoBaHus K
ux o(hopmIiIeHHIO.

12. XapakTepuCTHKa U COCTaB CHPABOYHO-MH(POPMALMOHHBIX JOKYMEHTOB.
TpeboBanus kK X 0OPMIICHHUIO.

13. OcobGeHHOCTH COCTaBICHMSI JOKyMEHTOB ¢ moMolnbio [I9BM.

14. TlopnuuHMK, Korus. Bumabl konmii. TpeboBaHus K UX 0(OPMIICHHIO.

15. TlpaBuna BbIJa4M KOMUN TOKYMEHTOB.

16. TpeGoBanus k opopmieHuUIo TeaehOHOTPaAMM.
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17. Buabsl HomeHkiatypsl gen. llopsmoxk — coctaBiaenus, odopmieHus,
yIIOCTOBEPEHUS, TPUMEHEHHUS .

18. DxkcmepTrsa MEHHOCTH JOKYMEHTOB.

19. Cpoxku xpaHeHHUS JOKYMEHTOB.

20. IIpaBuia mOATOTOBKH JEI K Caue B BEJJOMCTBEHHBIN apXHB.

21. Opranuzanus  JelIONPOM3BOJACTBA IO  JOKYMEHTaM,  COJACpKalluM
KOMMEPUYECKYIO TaiHYy.

22. TpeOoBanus K OGOPMIICHHIO TPHUKA30B IO JHYHOMY coOcCTaBy (mpuem,
YBOJIbHEHUE, TIEPEBOI).

23. TpeboBanus Kk 0(hOPMIECHUIO JIUYHBIX KapToUdek ¢popMmbl T-2.

24. Tpeb6oBanus K 0HOPMICHUIO JIUYHBIX JEII.

25. TpeboBanus kK 0HOPMIECHUIO TPYAOBBIX KHIKEK.

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

27. Ilpuka3 - mpaBuiia cOCTaBICHUS U OPOPMIICHUS.

28. IIpoTokod - mpaBuiia COCTaBICHUS U OPOPMIICHUS.

29.  AKT - mpaBujia COCTaBJICHUS U O(DOPMIICHHUS.

30. JlomkHOCTHAst MHCTPYKLHMS - IPaBUJIa COCTABICHUS U OOPMIICHHUS.

31. JloknaaHas 3amuckKa - IpaBuia COCTABICHUS U 0(OPMIICHHUS.

32. CnpaBka - mpaBujia COCTaBIEHUS U 0OPMIICHUS.

33. JloBepeHHOCTH. Bubl 10BepeHHOCTE.

34. PexBU3UTHI - SMOJieMa OpraHU3alliy WM TOBAPHBIA 3HAK, MOAIUCH, TEKCT,
3aroJI0OBOK.

35. Ilucema - mpaBmiia cOCTaBIEHUS U 0(OPMIICHHUS.

36. PexBU3UTHI - CHpaBOYHBIE JAaHHbIE 00 OpraHu3anuu, rpud orpaHUYCHUs
JI0CTyTa K IOKyMEHTY, TeYaTh.

37. PexBU3UTHL. CChUIKA Ha PETUCTPALIMOHHBIH HOMEpP M JaTy JOKYMEHTa,
HAaUMEHOBAHUE BUJA IOKYMEHTa, Ipr( coriacoBaHus.

38.  PexBu3uTHI - agpecar, pe30IroIusl, OTMETKa 00 UCIIOJIHUTETIE.

OO0si3aHHOCTH 00y4YaoUIerocss BO BpeMs NPOXOXAEHHUS NPOU3BOJACTBECHHOM
NPAKTUKHA

. N3yunthb OporpaMMy  TMPOXOXKIACHHUS  MPAKTUKH,  TOJATOTOBHUTH
COOTBETCTBYIOIIME IPOrPAaMMHBIE MaTEPHUAJIBL.

. CBoeBpeMEeHHO TMpuObIBaTH Ha 0a3y MpaKkTUKH, HMess npu cede Bce
HEOOXOMMbIE JOKYMEHTBI: IPOTrPaMMy MPAKTUKH, THEBHUK MTPAKTUKU.

. Ctporo BBINOJHATH ACUCTBYIOUIME B OpPraHM3allMM MpaBUiia BHYTPEHHEIrO
pacrnopsiika, He JOMyCKaTh HapYyHICHUS TPYIAOBOW MUCHUIUIMHBI. J[0OpocoBecTHO
BBIMIOJIHATh BCE YKa3aHWs PYKOBOAWUTENSI NPAKTHKH, Kacalolluecs MopsIKa

IMPOXOKACHUA 151 COACPIKaHHUA IMPaKTHKH, HHIWBUAYaJIbHBIC Mopy4dcHUA
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PYKOBOJMTES, AKTHBHO Y4aCTBOBATh BO BCEX MEPONPUATHSAX, K KOTOPBIM CTYJIEHT
MIPUBJIEKAETCS.

. [ToaroroBUTh OTYET IO MPAKTUKE B COOTBETCTBUM C YCTaHOBJICHHBIMU
JaHHOW mporpamMMol TpeOOBaHMSIMHU, MOJNKUCATh €ro, a TaKXKEe 3aBEpUTHh Y

PYKOBOJUTEIIS IPAKTUKH (HA MOCIIEIHEM JIUCTE OTUYETA).
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