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1. HACIHIOPT PABOYEH NPOT'PAMMBI IPAKTUKH

IIpousBoacTBeHHAs NMPAKTHKA (NPeIUIJIOMHAs)

1.1. MecTo0 nNpOU3BOACTBEHHOH MNPAKTHUKHU (NMPeIIUNJIOMHAasA) B CTPYKType
o0pa3oBaTe/ibHOI MPOrPaMMBI.
PabGouass mporpamMma nOpeIAUIUIOMHONW MpPAaKTHUKU sBIseTcss 4acThio [Iporpammbl

noaroToBku crnenuanuctoB Ha ocHoBe GI'OC CIIO no cnenumansHocTH 46.02.01 /fokyMeHTaMOHHOE
o0ecrieueHre ynpaBieHHUsI U apXUBOBEACHHE, YTBepkaAeHHOTo [Ipukasom Munnpocsemenus Poccun
ot 26.08.2022 Ne 778 ¢ usmenenueM rnpukas ot 03.07.2024 Ne464.

1.2. Heau u 3a1a4u NPOU3BOACTBEHHON NMPAKTUKH (NPeIUNIOMHOM).

Buasl Koax u nanmeHnoBanue

IToka3zaTesyn 0CBO€HHMSI KOMIIETEHITUH
HECATECJIBbHOCTH KOMIIETCHIIUN

OcyuiecTBieHue IIK 1.1. HaBpikn

OpPraHU3allMOHHOIO OcCyIecTBIATh IPUEM- | TOTYYEHUS] HEOOXOAUMOM HH(POPMALMH U TIEpeIadun
u nepeaady CaHKIITMOHMPOBAHHON WH(MOPMAITUH C
JOKYMEHTAllMOHHOT'O | YIIPaBJIEHUYECKOMN UCTIOJIb30BaHUEM CPEJICTB MH()OPMAITIOHHBIX U
o0ecrnieyeHus uHpopManuu KOMMYHHKAITIOHHBIX TEXHOJIOTHI

JIeSITEILHOCTH C TIOMOIIBIO CPEJICTB YMenus:
OpraHu3aINH nH(pOpMaAITMOHHBIX

nu KOMMYHI/IKaLII/IOHHBIX
TEXHOJIOTHit

UCTIOJIB30BaTh CPEICTBA HH(DPOPMAITMOHHBIX U
KOMMYHHUKAIIHOHHBIX TEXHOJIOTHH JUIS IOTYUYCHUS U
nepeaayn nHHOpMaIHH;

BECTH U HCIIOJIb30BaTh B paboTe 0a3y KOHTaKTOB
OpraHu3aIii;

BECTHU YUETHBIC PETUCTPAIIMOHHBIE (POPMBI,
WCITIOJIH30BaTh WX I MH(POPMAITMOHHOMN pabOTHI U
paboThI IO KOHTPOJIIO UCTIOTHEHHSI TIOPYUCHHIA;
YCTaHABJIMBATH U MOJIJICP)KUBATH KOMMYHHKAIIMU B
npoIiecce JIeI0BOro OOIICHHUS C TIOMOIIBIO CPENICTB
UH(POPMAIMOHHBIX ¥ KOMMYHHUKAITMOHHBIX
TEXHOJIOTHiA;

CrIIaXXUBaTh KOH(IUKTHBIE U CJIOXKHBIC CUTYalIUN
MEXITMYHOCTHOTO B3aUMOJICHCTBUS;

COOIIIOIaTh CITYKEOHBIN TUKET;

obecrnieunBaTh HHGOPMAIIMOHHYIO 0€301MaCHOCTh
JEeSITETLHOCTH OPTaHU3aIUH.

3uanus:

HOpPMaTHUBHBIE MTPaBOBbIE aKThl Poccuiickoii
Oenepanun B chepe MHPOPMAITUOHHBIX U
KOMMYHHKAITMOHHBIX TEXHOJIOTHIA;

CTPYKTypa OpraHu3aiuu, e€ 3a1a9u U QyHKINH;
MpaBuJjia MPOBEJICHUS JIEJIOBBIX IEPETOBOPOB;
9THKa JAEOBOTO OOIIEHUS;

MpaBujIa peueBOro ITUKETA,

MpaBUJIa OIJICPKAHUS M PA3BUTUS MEXKITMIYHOCTHBIX
OTHOIIICHU;

TpeOOBaHUs OXpaHbl TPY/Ia.

K 1.2. HaBbikn
Koopaunuposars KOOPAUHALIMY paOO0THl TPUEMHOM PYKOBOIHUTEIIS M




paboTy mpueMHOI
PYKOBOAMTEIISA, 30H
IpHeMa pa3InyHbIX
KaTeropuu
ITOCETUTENIEH
OpraHu3aluu

30H NpUEMA PA3JIMYHBIX KATErOPU MOCETUTENEH
OpraHu3au

Ymenus:

BCTPEYATh TIOCETHTENCH, ITOTydaTh IIEPBUYHYIO
UH(GOPMAIIUIO O TIOCETUTENSAX, YCTAHABINBATh
HOPSIOK TpUEMa [T Pa3IMIHBIX KaTeTOPHid
MMOCETUTEIICH;

BECTHU YUYETHBIE PETUCTPALIMOHHBIE (OPMBI IO IPUEMY
noceTuTesne u 0ohopMIIATh IPOITYCKa;

BECTH MpUEM, Miepesiady 1 OTIPaBKYy JOKYMEHTOB;
OpraHU30BBIBATH H OPOHUPOBATH TIEPETOBOPHEIE
KOMHATBHI;

CepBUpPOBaTh YaitHbIe (KO(eiHbIE) CTOJBI B 0uce;
IPUMEHSTH B paboTe cpeacTBa HHPOPMAITMOHHBIX U
KOMMYHHKAI[MOHHBIX TEXHOJIOTHIA;

NPUHUMATH MEPHI 10 COXPAHEHUIO
KOH(UACHIMATBFHOU HH(OPMALIUY B X0Je puéma
ITOCETUTENIECH.

3uanus:

HOPMAaTHUBHBIE IPaBOBbIE aKThl Poccuiickon
®denepanun o 3amure nHGopmanuu u padbore ¢
oOpalleHus MU TpaXk/iaH;

CTPYKTypa OpraHM3aliK U pacnpeeneHue GyHKIHMI
MEXy CTPYKTYPHBIMHU TOJIPA3CICHUIMHU U
CHeIHAICTaMU;

MpaBujIa OpraHu3aluy NpuémMa moceTUTeINeH;
STUKET U OCHOBBI MEKyHAPOIHOTO MPOTOKOIIA;
JTHUKA JEJI0BOr0 OOIIEHNS;

MpaBujIa peueBOro STUKETA.

NpaBUiia CEPBUPOBKH YaHOTO (KO(EHHOro) cTona;
TpeOOBaHMS OXpaHbI TPY/Ia.

IIK 1.3. BaageTtb
HaBBIKAMH
TUTAHUPOBAHHUS
pabouero BpeMeHH
PYKOBOAUTENS U
cekperaps

HaBbiku
TUTAHUPOBAHMSI pad0YeTO BPEeMEHU PYKOBOJAUTENS U
pabouero qHS cekpeTaps

Ymenus:

BBIOMPATH (OPMBI INITAHUPOBAHUS M OPOPMIIATH
IUTAHUPOBILKK (OpraHai3ep) pyKOBOAUTENS U
CeKpeTaps;

YCTaHABIIMBATH LEJH, ONPEACNATH IPUOPUTETHOCTD U
04YepEIHOCTD BHITIOIHEHUS paboT U Y3PPEKTHBHO
pacnpenenats pabodee Bpems;

COTJIACOBBIBATh BCTPEYH M MEPOIIPHSTHS K BHOCUTH
nHGOPMAIIUIO B IIAHUPOBIIUK (OpraHaiizep);
WH()OPMUPOBATH PYKOBOIUTEIS O IPUOIMIKEHUN
BPEMEHH U PETIAMECHTE 3aIJIaHUPOBAHHBIX BCTPEY H
MEpONPUATHIA;

BBIOMPATH ONTUMAJILHBIE CIIOCOOBI BHEIIIHETO U
BHYTpPEHHETr0 HHPOPMUPOBAHUS O IIIAHUPYEMBIX
MEPOTPHUSITHSIX;

obecrneunBaTh HH(POPMAIIMOHHYIO 0€30MTACHOCTh
JeSITeTIbHOCTH OpTaHU3aIlnH,

IPUMEHSTH B paboTe cpeacTBa MHPOPMALMOHHBIX U
KOMMYHHKAITHOHHBIX TEXHOJIOTUH.




3HaHus:

HOPMATHUBHBIE IIPABOBbIE aKThl Poccuiickon
denepanun B chepe HHPOPMAITMOHHON
0€30I1aCHOCTH;

CTPYKTypa U crienu(rKa OCHOBHOM JeSTeIbHOCTH
OpraHu3aIlNH;

OCHOBBI YIIPaBJIEHUSI BPEMEHEM;

IIpaBuJia IPOBECHHUS JIETIOBBIX IEPETOBOPOB;
9THKa JIEJIOBOr'0 OOIIEHUS;

TpeOOBaHUS OXPaHbI TPY/IA.

[IK 1.4.
OcymecTBIsITh
MOJITOTOBKY JIETIOBBIX
MOE3JI0K
PYKOBOJUTENS

U IPYTUX COTPYAHHUKOB
OpraHH3aIiu

HaBbikn

OpraHU3aluy JEJIOBbIX [10€310K PYKOBOJAUTEIA
U IPYr'UX COTPYAHUKOB OpPraHU3alUU

Ymenus:

COCTaBIIATh U OQOPMIISATH JOKYMEHTBI IS JIEJIOBBIX
M0E3/10K;

OCYILECTBIIATh TPEBEI-MIOIIEPHKKY JIETOBBIX MOE3/I0K;
COTJIaCOBBIBATh C IPUHUMAIOIIEH CTOPOHOM MPOTOKOJI
IUTAHUPYEMbIX MEPONPUATHNA U POPMUPOBATH
IIporpamMmy J€JI0BOM MOE3KH;

UCIIOJIb30BaTh CPEICTBA HH(POPMAITMOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJIOTHH /U1 0OecrieyeH st
B3aMMOJEHCTBYSI C PYKOBOAUTEIEM BO BpEMS €TO
JIETIOBOM ITOC3/IKH;

0pOPMITSITh OTYETHBIC TJOKYMEHTHI O JISTIOBOU
MOE3/IKE.

3HaHuA:

HOPMATHUBHBIE NPABOBbIE aKThl Poccuiickon
Denepanun B chepe opraHu3alum JeI0BON MOE3/KY;
MOPSAJOK MOATOTOBKHU M JOKYMEHTUPOBAHUS IETIOBOI
MIOE3/1KH;

MHTEPHET-PECYPCHI VISl OCYIECTBICHUS TPEBEII-
MOJIEPKKHU JEIIOBBIX MOE3/10K;

9TUKET U OCHOBBI MEXyHApPOAHOIO IPOTOKOJIA;
9THKA JIEJIOBOr0 OOIIEHUS;

TpeOOBaHUs OXpaHbI TPYIa.

IIK 1.5. BnaneTb
crocodamu
opranuzanuu padbodero
MPOCTPAHCTBA
MPUEMHOM 1 KabuHeTa
PYKOBOJMTEIIS

HaBbikn

OpraHM3aluy U MoAAep)KaHus QYHKIIHOHATBLHOTO
pabodero nmpocTpaHcTBa

Ymenus:

OpraHU30BBIBATH pabouee MECTO B COOTBETCTBUU

¢ TpeOOBaHUAMU SPTOHOMUKH M KYJIBTYPBI TPYAA;
obecrneunBaTh paboyee MecTo U (HyHKIIMOHATEHOE
pabodee MPOCTPAHCTBO HEOOXOTUMBIMHU CPEIICTBAMU
OpTraHU3aI[MOHHON TEeXHUKHU, MeOETIhIO U
KaHOCIIPCKUMU ITPUHAAJICKHOCTAMU,
MNoAACPIKUBATL CPCACTBA OPT: aHH3aHHOHHOfI TEXHUKHN
B pab04YeM COCTOSIHHH.

3uanus:

TpeOOBaHUS OXPAHBI TPY/Ia, MPOU3BOJICTBEHHOM
CaHHUTAPHH, POTUBOIIOKAPHOH 3aIUTHI;

OCHOBBI MPABUJILHON OPTaHHU3AIMH TPYJIa K METOJIbI
MOBBIIICHHS €T0 3 (HEKTUBHOCTH;




BU/JIbI OPTaHU3AIMOHHON TEXHUKHU U TIOPSAIOK PabOThI
C Hell.

[IK 1.6.
OcyiecTBiATh paboTy
IO MOATOTOBKE

Y TIPOBEJICHHIO
KOH(EpEeHTHBIX
MEpOINPUATHH,
o0ecrneunBaTh
MHPOPMALIMOHHOE
B3alMO/IeIiCTBHE
PYKOBOJIUTES

C MOpa3IeICHUSIMU
U JTOJKHOCTHBIMH
JUIAMH OpraHu3aluu

HaBbikn

opraHmaum/I IIOATOTOBKU U HpOBC}IeHI/Ifl
KOH()EPEHTHBIX MEPOIPUITHIA, 00ecTieUeHUS
MH(GOPMALIMOHHOTO B3aUMOJEHCTBUS pyKOBOJUTENIS C
MOApPa3ACICHUSIMU U JOJPKHOCTHBIMU JTMLAMU
OpraHu3aIuu

Ymenus:

OpPraHU30BBIBATH MPOLIECC MOATOTOBKU U MIPOBEACHUE
KOH(EPEHTHOTO MEPONPUSATHUS HHIUBH Y AJTHHO

U B cOCTaBe paboyeil rpymnisl;

JOKYMEHTHPOBATh pa3Hble 3Tallbl IPOLETyphl
MOJTOTOBKU U TMPOBECHHUS KOH(PEPEHTHOTO
MEpONPUATHS;

COOJTIOJIATh STHUKET U OCHOBBI MEXKITyHAPOTHOTO
IPOTOKOJIA;

OCYLIECTBIIATH COOP, 00pabOTKy MHPOpMAIUH,
CHCTEMaTH3alMIO MTOJyYaeMbIX U MepelaBaeMbIX
JTAHHBIX;

OCYILECTBIISATH MPOBEPKY JOCTOBEPHOCTH, OTHOTHI
Y HEIIPOTUBOPEUUBOCTH JIaHHBIX, UCKITIOUEHHE
nyOsmpoBaHus HH(POPMAIINH;

IPUMEHATHh HHPOPMALIMOHHO-KOMMYHHUKAIMOHHBIE
TEXHOJIOTUH.

3Hanus:

HOPMAaTHBHBIC IMPABOBBIE aKThl Poccuiickoi
Oeneparun B chepe nHGOpMaIuy;

KOMIUIEKC OpPTaHU3allMOHHO-TEXHUYECKUX
MEPOTIPHUSITHHA IO MIOATOTOBKE M ITPOBEICHUIO
KOH()EPEHTHBIX MEPOIIPHUAITHIA,

npaBuia opopMIIeHUST JOKYMEHTOB, CO3/1aBaeMbIX
B IIPOIIECCE MOATOTOBKH U MPOBEICHUS
KOH()EpEHTHOT0 MEPOTIPUSITHS;

STHKET ¥ OCHOBBI MEXKTyHAPOIHOTO MPOTOKOJIA;
3THKa JCIIOBOr0 OOICHUS;

COCTaB BHYTPEHHUX U BHEITHUX WH(OOPMAITMOHHBIX
IIOTOKOB;

CTPYKTYypa OpraHU3AIMH U MOPSI0K B3aMMOICHCTBHS
MOApa3/ICIICHHI;

METOJIbI 00PaOOTKU U 3aITUTHI HHPOPMAIIH C
MIPUMEHEHHUEM CPEJICTB MHPOPMAITUOHHBIX U
KOMMYHHKAITMOHHBIX TEXHOJIOTHIA;

TpeOOBaHMS OXpaHbI TPY/Ia.

IIK 1.7. OdopmasaTs
OpraHMU3alOHHO-
pacnopsAuTEIbHbIE
JIOKYMEHTHI U
OpraHHU30BbIBATH
paboTy ¢ HUMH, B TOM
qucie ¢
HCII0JIb30BaHNUEM
aBTOMATHU3UPOBAHHBIX
CUCTEM

HaBbikn

0o OpMIICHHS OPTaHU3AIUOHHO-PACTIOPSIUTEILHBIX
JIOKYMEHTOB ¥ OpraHu3aIus paboThl C HUMH, B TOM
YUCJIE C UCTIOJIB30BAaHUEM aBTOMATU3UPOBAHHBIX
CHCTEM

Ymenus:

COCTAaBJIATH HpOeKTbI OpI‘aHI/IBaHI/IOHHBIX,
pactopsiIUTENbHBIX U HHPOPMAITMOHHO-CIIPABOYHBIX
I[OKYMCHTOB, B TOM 4YHCIJIC l[OKYMeHTOB, conepmamnx




KOH(UICHIMATBHYIO HHPOPMAIHIO;

0(pOpPMIIATH OpraHU3aLMOHHO-PACTIOPSAAUTEIbHbIC
JIOKYMEHTBI (OpUTHHAIIBI U KOIIHH);

CKaHUPOBATh, KOMIMPOBATh U KOHBEPTUPOBATH
JIOKYMEHTBHI B pa3In4yHble (pOpMaThl;

OCYILECTBIIATH TIPOBEPKY NMPOEKTOB TOKYMEHTOB Ha
COOTBETCTBUE MpaBHJIaM JIEJIONPOU3BO/ICTBA;
MPUHUMATh U POBOJIUTH NEPBUUHYIO 00pabOTKY
BXOISIIIUX JOKYMEHTOB;

HPOBOJUTH MIPEBAPUTEIILHOE PACCMOTPEHUE
BXOSIIIUX U BHYTPEHHUX JTOKYMEHTOB;
PErUCTpUPOBATh BXOJAIINE, UCXOASIIUE U
BHYTPEHHHUE JIOKYMEHTHI;

KOHTPOJIMPOBATH MapIIPyTU3ALIUIO
JOKYMEHTOTIOTOKOB B OpPTaHU3aINH (COTJIaCOBaHUE,
HOJMKMCAaHUE, YTBEP)KICHHE, PErUCTpaLus,
03HaKOMJICHHE W UCTIOJTHEHUE IOKYMEHTOB) ;
OCYILECTBIIATH CPOKOBBIM KOHTPOJIb UCTIOJHEHHS
JIOKYMEHTOB;

OCYILECTBIISATH TIOATOTOBKY U OTIPABKY UCXOISIINX
JIOKYMEHTOB;

COCTABJIATH OTYETHI U AHATTUTUICCKHIE CIPABKA

00 HCIIOJIHEHUH JOKYMEHTOB;

BECTH UH(POPMAIIMOHHO-CIIPABOYHYIO paboTy

10 JOKYMEHTaM;

OCYILECTBIIATh pabOTy C OpraHU3alMOHHO-
pacmopsaIuTeIbHBIMI JOKYMEHTaMHU

B aBTOMAaTH3MPOBAHHBIX CUCTEMAX.

3HaHuA:

HOPMATHUBHBIE IIPABOBbIE aKThl Poccuiickon
Denepanun B chepe AeT0NPOU3BOICTBA;

JIOKaJIbHbIE HOPMATHUBHBIE AKTHI, PETJIAMEHTUPYIOLIUE
NEeSITeIbHOCTD CITyKOBI JIeTONPON3BOACTBA U €€
pabOTHUKOB, OpPTraHU3AIMIO BEICHUS
JIEJIONIPOU3BO/ICTBA;

COBpPEMEHHbIE HHPOPMALIMOHHBIE U
KOMMYHHKAIIMOHHBIE TEXHOJIOTHH, IPUMEHSIEMbIE

B paboTe ¢ JOKyMEHTaMU;

CTPYKTypa OpraHM3aliu, PyKOBOJCTBO CTPYKTYPHBIX
noJpasiesieHuil, 00pasibl MOANUCEH JIUL, UMEIOIUX
IIPABO MOJAIMUCAHUS U YTBEP)KIEHUS TOKYMEHTOB,

U OrpaHUYECHMS 30H UX OTBETCTBEHHOCTH;

IIpaBHJIa PYCCKOT'O SI3bIKA;

TpeOOBaHUs OXpaHbI TPYIa.

1K 1.8. Odopmnate
JIOKYMEHTBHI 10
JMYHOMY COCTaBy U
OpraHU30BBIBAThH
paboTy ¢ HUMH,

B TOM YHCJIE C
UCIIOJIb30BaHUEM
ABTOMATU3UPOBAHHBIX
CHCTEM

HaBbikn

odopMIIEHUS TOKYMEHTOB TI0 INYHOMY COCTaBY M
OpraHu3alu padoThl C HUMHU, B TOM YHCIIE C
HCIIOJIb30BAaHUEM aBTOMATU3UPOBAHHBIX CUCTEM

Ymenus:

obecrneynBaTh COXPAaHHOCTh MEPCOHANTBHBIX JAaHHBIX
PabOTHHKOB;

OpPTraHU30BBIBATH JOKYMEHTOOOOPOT IO
NPEJICTAaBICHUIO JJOKYMEHTOB I10 TIEPCOHATY B
rOCyIapCTBEHHBIC OPTAHEI;




OpraHU30BBIBATH JJOKYMEHTOOOOPOT MO0 YUETY

U JIBUKEHUIO PAOOTHUKOB;

BECTU BOMHCKHM y4€T paOOTHHUKOB;

BECTH yu€T pabouero BpeMeH! pabOTHUKOB;
0(OpMIIATH OpraHU3aLMOHHO-PACTIOPAAUTEIbHbIC
JIOKYMEHTHI 10 JINYHOMY COCTaBY;

BECTHU PErUCTPALUIO, YUET, ONIEPATUBHOE XPAHEHNE
JIOKYMEHTOB 110 JIMYHOMY COCTaBY;

BECTH JIOKYMEHTALIMIO, TOATBEPHKAAIOILYIO CBEACHMUS
0 TPYAOBOM JEATENbHOCTH U TPYJOBOM CTaXe
pabOTHUKOB;

(bopMHpOBATH JIUYHBIE JIeJIa PAOOTHUKOB;
0(QOpMIISITH JieN1a MO JTUYHOMY COCTaBY JUIs Mepeiauu
B apXMB OpraHU3aLINY;

paboTaTh CO CrielUuaIn3UPOBAHHBIMU
UH(POPMALMOHHBIMU CUCTEMaMH U 6a3aMH JTaHHBIX 110
BEJICHUIO YUETa U IBUKEHUIO PAOOTHUKOB.

3HaHus:

HOPMATHUBHBIE IIPABOBbIE aKThl Poccuiickon
®denepanuu B chepe TPyAOBBIX OTHOIICHUH;
JIOKaJIbHbIE HOPMATUBHBIE aKThI, PETIIAMEHTUPYIOIINE
TPYZIOBbIE OTHOUICHUS;

COBpEeMEHHBIE HHPOPMAITMOHHO-KOMMYHHUKAIIHOHHBIE
TEXHOJIOTHH, IPUMEHsIEMbIE B pa0oTe C TOKyMEHTaAMH
0 JINYHOMY COCTaBY;

CTPYKTYpa OpraHU3alNH, PyKOBOACTBO CTPYKTYPHBIX
Mopa3/IeJICHHI;

IpaBuJia AEIONPOU3BOICTBA;

MpaBujIa pyCCKOIo S3bIKa;

JTHKA JEJI0BOr0 OOLIEHNS;

TpeOOBaHMs OXpaHbl TPY/Ia.

IK 1.9.
OpraHu30BbIBATh
TEKyIllee XPaHCHHUE
JIOKYMEHTOB,
00paboTKy Jen Jyist
OIEPaTHUBHOTO

U apXUBHOI'O
XpaHEHHsI, B TOM YHCIIC
C UCIIOJIb30BaHUEM
ABTOMATU3UPOBAHHBIX
CHCTEM

HaBbiku

OpraHu3alK TEKYILEro XpaHeH!Us! TOKYMEHTOB,
00paboTKH A€ AJIsl ONIePaTUBHOIO U apXUBHOTO
XpaHEeHHUs], B TOM YHUCJIE C UCIOIb30BAHUEM
ABTOMATH3UPOBAHHBIX CHCTEM

Ymenus:

pa3pabaTeiBaTh HOMEHKJIATYPY A€l OpraHU3allHH;
MPOBEPATH MPABUIBHOCTH OPOPMIICHUS JOKYMEHTOB
¥ OTMETKU 00 X UCIIOJIHEHUU TIepe]] UX
dbopMUpOBaHUEM B JI€JI0 [ TOCIEIYIOIIETo
XpaHeHus; GOpMUPOBATH JeNIa, KOHTPOJIUPOBATH
MPaBUJIbHOE U CBOEBPEMEHHOE pacipe/ieiieHue U
MOJIIIMBKY JIOKYMEHTOB B JieJla B COOTBETCTBHHU C
HOMEHKJIATy PO JIelT;

MPOBEPSITH CPOKU XPAHEHUS JOKYMEHTOB, COCTaBIISITh
MIPOTOKOJ pabOThI SKCIIEPTHOW KOMUCCHUH 10
MOATOTOBKE JJOKYMEHTOB K MIepe/iaue B apXUB;
COCTaBJIATh aKT O BBIIEJIEHUN K YHUUYTOKEHUIO
JIOKYMEHTOB, HE TOJJISKAIINX XPAHECHUIO;
COCTaBIISAITh aKT 00 YHUUYTOXKEHUH IOKyMEHTOB;
OCYIIECTBIISATH MOJHOE WM YaCTHUHOE O0(OpMIICHHUE
Jie] Bp€MEHHOT0, MOCTOSIHHOTO, JIOJTOBPEMEHHOTO




CPOKOB XpaHEHUS;

COCTAaBJIATh ONMCH JI€]l CTPYKTYPHBIX MTOAPA3ACICHUN
ITOCTOSIHHOT O, TOJITOBPEMEHHOTO CPOKOB XPaHEHUS
JUIS TIEpelayy JeJl B apXUB OpraHU3alllH;

IPUMEHATHh HHPOPMALIMOHHO-KOMMYHHUKAIMOHHBIE
TEXHOJIOTUH IpH paboTe C JOKYMEHTaMHU.

3Hanun:

HOpPMaTHUBHBIE TPaBOBbIE aKThl Poccuiickoi
Oeneparu B chepe AeTOMpOU3BOICTBA U APXUBHOTO
nena;

JIOKQJIbHBIC HOPMATHUBHBIE aKTHI, PETJIAMEHTHPYIOIIHE
BeJICHHE JISIOMPOU3BO/ICTBA U NIepeiady Jell B apXUB
OpTraHu3aInH;

BUJIbI HOMEHKJIATYD JeJ1, o01Ire TpeOboBaHus K
HOMEHKJIAType e, MOPSAA0K pabOThI C HEH;
nopsiI0K GOpMHUPOBaHUS U O(OPMIICHUS JIeIT,
crienidrika GoOpMUPOBAHKS OTIEITBHBIX KATETOPHIA
AL,

MpaBHJia XpaHEHUS JIe]I, B TOM YUCIe ¢ JOKYMEHTaMU
OTPAHHYEHHOTO JIOCTYTIA;

MpaBHJIa BbIIaYM U UCIIOJIb30BaHUS JJOKYMEHTOB H3
c(OpMUPOBAHHBIX JIEIT;

MOPSIIOK MCTIOJIH30BAHMSI TUTTOBBIX WU
BEJIOMCTBEHHBIX IEpeYHEH JOKYMEHTOB,
ONpeJIeTICHUsI CPOKOB XPAaHEHUS B MPOIIECCE
AKCTIEPTU3BI ICHHOCTH JJOKYMEHTOB;

BU/IBI OTIMICEH JICJT OPTaHU3AIH U MTOPSIOK pabOThI

C HUMHU;

TpeOOBaHUS OXpaHbl TPY/a.
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Opranuzanus
apXUBHOU pabOTHI
0 IOKyMEHTaM
OpraHu3aiui
pa3nuyHbIX HopMm
COOCTBEHHOCTH

IK 2.1.
Ocy1iecTBIsITh
KOMIUICKTOBAHHE
aApPXUBHBIMH JIEIAMU
(mTOKyMEHTaMM )
apXuBa OpraHHU3aINH

HaBbiku

ydacTusl B KOMIUIEKTOBAHUU apXUBHBIMU JI€IaMU
(ToKyMeHTaMH1) apX1Ba OpraHUu3aluu

Ymenus:

paboTaTh ¢ MoJIpa3ieleHUusIMI/OpraHU3asIMU
MCTOYHUKAMU KOMIUIEKTOBAaHUS apXUBa;
IIPUHUMATh apXUBHBIE JIeN1a (JOKYMEHTBI) Ha
MIOCTOSIHHOE WJIU JOJITOBPEMEHHOE XPAHEHHUE;
y4acTBOBAaTh B POBEACHUU IKCIIEPTU3bI IEHHOCTU
pPa3IMYHBIX TUIIOB U BUJOB TOKYMEHTOB B
COOTBETCTBUU C BHYTPEHHHUMH PETIAMEHTaMU
OpraHu3alNy;

MPUMEHATH B paboTe peKOMEHAALNUN IKCIIEPTHO-
IIPOBEPOYHON KOMUCCUU WM IKCIIEPTHON KOMHCCHUU
OpraHu3aIuy;

IIPUMEHATD [IEPEUHU C YKa3aHHEM CPOKOB XpaHEHUs
nen (TOKyMEHTOB);

coOIroaTh HOPMAaTHUBHBIE CPOKU XPaHEHMSI JIE
(TOKyMEHTOB);

BECTU YUYET UCTOUHHUKOB KOMILJIEKTOBAHMSI apXUBa;
HCIIOJIb30BaTh MEPEIOBOM OTEUECTBEHHBINA U
3apyOeKHBIN OTBIT 110 KOMIUIEKTOBAHHUIO apXHBa
JenaMy (JOKyMEHTaMH) IOCTOSIHHOTO U
JIOJITOBPEMEHHOT'O XPAaHEHNS;

HCIIOJIb30BaTh COBPEMEHHBIE aBTOMAaTU3UPOBAaHHbIE,
nH(GOPMaIIMOHHBIE U TEJIEKOMMYHHUKAIIMOHHBIE
TEXHOJIOTUH JOKYMEHTHPOBAaHHBIX chep
JeATETbHOCTH OPTaHU3aLUN.

3HaHuA:

HOPMATHUBHBIE NTPABOBbIE aKThl Poccuiickon
®eneparun B chepe AeTONPOU3BOACTBA U APXUBHOTO
Jena;

HAy4YHO-METOINYECKUE KPUTEPUH IKCIIEPTU3BI
LIEHHOCTHU PA3JINYHBIX TUIIOB U BUIOB JEI
(ITOKyMEHTOB);

TEOPETUYECKUE U METOINYECKUE ACTIEKTBI
KOMIUIEKTOBAHHUS U DKCIEPTU3BI LIEHHOCTH BCEX
BHJIOB IOKyMEHTOB;

BU/Ibl, PA3HOBUJIHOCTH U ()OpPMaThl BCEX BUIOB
JIOKYMEHTOB;

YHUPUIMPOBAHHYIO CUCTEMY OpPraHU3alMOHHO-
pacnopsAUTEIbHON JOKYMEHTALUY;

CTaHJApThl OPOPMIIEHHUS OPraHU3aALUOHHO-
pacnopsAUTEIbHON JOKYMEHTALUY;

CHOCOOBI U TEXHOJIOTUU IOKYMEHTHPOBAHUS
pa3IMYHBIX BUJOB MPOPECCHOHATBLHOMN IeATENIHOCTH;
OpraHU3al[MOHHbIE IPUHIIUIIBI KOMIUIEKTOBAHUS AEI
(IOKyMEHTOB) OrpaHUYEHHOIO JJOCTYTIA;
TpeOOBaHUS OXpaHbI TPYIa.
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[IK 2.2. Bectu yuér
aApPXUBHBIX eI
(TOKYMEHTOB), B TOM
qucie

C HCIIOJTb30BaHUEM
aBTOMATHU3HPOBAHHBIX
CHCTEM

HaBbikn

BEJICHUS yUETa ApXUBHBIX 1] (IOKYMEHTOB), B TOM
YHUCJIE ¢ UCTIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX
CUCTEM

Ymenus:

MOJIb30BaThCS YUETHBIMU JOKYMEHTAMHU B paMKax
JIEKTPOHHBIX HH()DOPMAIIMOHHBIX CHCTEM
JIOKYMEHTHPOBAHHBIX c(ep NesTeTbHOCTH
OpTraHu3aIni;

MOJIb30BaTHCS CEPTUDUIIMPOBAHHBIMU
ABTOMATH3UPOBAHHBIMUA CUCTCMAMH
JIOKYMEHTHPOBAHHBIX c(hep NesTeTbHOCTH
OpTaHM3AINH 110 YUETY, PETUCTPAIIUU, KOHTPOIIIO JCIT
(TOKyMEHTOB);

M10JIb30BaThCsl HH(POPMALIMOHHO-CIIPABOYHBIMU
CHUCTEeMaMH JOKYMEHTUPOBAHHBIX C(hep NesATeTbHOCTH
OpraHH3aInHy;

BECTH CIPABOYHO-TIOMCKOBEIE CPEACTBA K ApXUBHBIM
nenam (JIOKyMEHTaM);

BECTH YUET CTPaxoBOro (PoHIa apXUBHBIX JIET
(ITOKyMEHTOB);

MIPUMEHSTh HOPMATHBHBIC PAaBOBBIC AKTHI,
JIOKaJIbHbIE HOPMATHUBHBIE aKThl OPTaHU3AIH U
METOIMIECCKHUE IOKYMEHTHI B 00JIacTH yuéTa
ApXMUBHBIX el (JOKYMEHTOB);

BHOCHTD IIPEAJIOKEHUS IO COBEPIICHCTBOBAHUIO
METOJIMYECKOTO 0OecIeueHus Y4ETa pa3HbIX BUOB
JIOKYMEHTOB B JIOKYMEHTHPOBAHHBIX cepax
JESITEIIbHOCTH OpTraHU3aIliy.

3nanus:

HOPMAaTHBHBIE PABOBbIE aKThl Poccuiickon
Oeneparyu B chepe AeTOnpon3BOICTBA U APXUBHOTO
nena;

METOJAMYECKUE JOKYMEHTHI U HAIlMOHAIbHBIC
CTaHAapTHl B 007acTH yuéTa JOKYMEHTOB U
JIOKYMEHTHPOBAHHBIX C(hep NeSATEITbHOCTH
OpraHH3aIuy;

OTEUYECTBEHHbBIE U 3apyOeKHbIE CEPTUPUIIMPOBAHHBIE
CHUCTEMBbI aBTOMATU3HPOBAHHOTO yU&Ta apXUBHBIX JIETT
(TOKyMEHTOB);

TpeOOBaHUS K yUETY 0CO00 IIEHHBIX U YHUKATBHBIX
apXMUBHBIX €I (JOKYMEHTOB);

CPOKH BBITIOJTHEHUS PA0OT 10 YUETY apXUBHBIX JIE]
(TOKyMEHTOB);

001Ire MPUHITUTIBI YUETA M KOMIUICKTOBAHUS JIET
(ITOKyMEHTOB) OTPaHUYEHHOTO JJOCTYTIA;

TpeOOBaHMS OXpaHbI TPY/IA.

I1K 2.3.
Ocy1iecTBisITh
XpaHCHUE apXHBHBIX
Jien (JIOKYMEHTOB)

C TIOCTOSTHHBIM CPOKOM
XpaHeHUs U 10
JMYHOMY COCTaBY

HaBbixku

OCYIIECTBICHUA XPAaHEHUS apXUBHBIX JIEII
(TOKYMEHTOB) C TIOCTOSTHHBIM CPOKOM XpPaHEHHUS U 10
JII/I‘-IHOMy COCTaBy B apXI/IBe OpFaHI/ISaL[I/II/I

Ymenus:
CUCTEeMaTH3UPOBATh Jiefia (JOKYMEHTHI);
pa3MeIarh apXuBHBIE Jeiia (IOKYMEHTBI) Ha MecTax
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B APXHMBE OpraHU3aLUHN

XpaHEHUsS B COOTBETCTBUU C HOPMATUBHBIMU
TpeOOBaHUSIMU B 00JIACTH apXUBHOTO JIea U
yIpaBiIeHUsS JOKYMEHTAMH;

coOIr0AaTh HOPMATHUBHBIE PEKUMBI XPaHEHHS
ApPXMUBHBIX eI (JOKYMEHTOB) Ha JTIOOBIX HOCUTEISX;
IIPOBOAMTH IIPOBEPKY MOJIHOTHI COCTaBa APXUBHBIX
JIOKYMEHTOB B €IMHULIAX XPAHECHUS;

MIPOBOJIUTH ONTUCAHUE APXUBHBIX /eI (JOKYMEHTOB);
COCTaBJIATh CIIPABOYHO-TIONCKOBBIE CPEACTBA K
aApXMUBHBIM JIeJIaM (JIOKYMEHTaM);

BECTHU YUYET U KOHTPOJIb BBIJJAYX aPXUBHBIX JCIT
(TOKYMEHTOB) U3 apXHUBOXPaHUJIUIIA U UX BO3BPATA;
BECTHU YUYET U KOHTPOJIb Nepeaayu e (10OKyMEHTOB)
B TOCY/IapCTBEHHBIA/MYHHUIIUITATBLHBIA apXUB WJIH HA
MHOE BHEIIIHEE XPaHEHHE U IpUEMa JIeJI C BHEILIHETO
XpaHEHUSs;

IIPOBOAMTH MOJIUCTHYIO MPOBEPKY (PU3UUECKOTO
COCTOSIHUSA J1e71 (JJOKYMEHTOB);

pa3bICKUBATh HEOOHAPYKEHHBIE Jiea (IOKYMEHTHI);
3anUIaTh HH(HOPMAIIMOHHBIE PECYPCHI apXUBa OT
HECaHKIIMOHUPOBAHHOTO JOCTYTIA.

3Hanus:

HOPMATHUBHBIE NTPABOBbIE aKThl Poccuiickon
®eneparyu B chepe AeTONPOU3BOICTBA U APXUBHOTO
nena;

HOPMaTHUBHBIE IPaBOBbIE aKThl Poccuiickon
®denepannn B 001aCTH HHPOPMAIIHH,
UH(POPMALMOHHBIX TEXHOJIOTUH, 3aIUTHI
nH(GOpMallMU U MIEPCOHATIBHBIX TaHHBIX, ITUPPOBOIL
TpaHchopMaluu;

HOpPMaTHUBHBIE TPaBOBbIE aKThl Poccuiickon
®eneparun B 061acT KOH(PUICHINATBHOCTH
nHpopmanuu;

[IpaBUJIa XpaHEHUs /1€ (JOKYMEHTOB) B
COOTBETCTBUU C UX THIIAMH;

NOpsA0K (OPMUPOBAHUS JOKYMEHTOB B KOMILJIEKTHI,
TPYIIIbL, TUIIBL;

TpeboBaHuUs K 0()OPMIICHHIO JOTOBOPOB Ha
peaJIn3alMIo YCIyT BHEIIHETO XPAaHEHUS J1E]
(TOKYMEHTOB);

CPOKH BBITIOJTHEHHUS PadoOT;

TpeOOBaHUS K YCTAaHOBJICHHBIM HOPMaM BbIPAOOTKHY;
TpeOOBaHMS OXpaHbI TPY/Ia.

I1K 2.4.
Ocy1iecTBisITh
XpaHEHUeE,
KOMIUIEKTOBaHUE, YUET
Y MCIIOJIb30BaHHE eI
(IOKyMEHTOB)
BPEMEHHOT'O XpaHEHUS

HaBbiknu

obecrieueHns XpaHeHUs, KOMIUIEKTOBaHUS, YIETa U
WCIIOJIB30BaHUS JIeN (IOKYMEHTOB) BPEMEHHOTO
XpaHeHUs

Ymenus:

OpraHU30BBIBATH U 0OECIICUUBATH XPaHEHUE eI
(IOKYMEHTOB) BPEMEHHOT'O XpPaHEHHsI OPTaHU3aLUU
B TPAJUIIMOHHOM H B 3JICKTPOHHOM BH/IE;
KOHTPOJIUPOBATH Pa3pabOTKy CTPYKTYpPHBIMU
MoJIpa3ieIeHUsIMU OTMKCEH U aKTOB O BBIJCICHUU Ha
YHUYTOXKEHHUE 1N (IOKYMEHTOB) BPEMEHHOTO
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XpaHEHHS B TPAAUIIMOHHOM U B DJIEKTPOHHOM BHJIE;
(bopMHpOBATH €AUHULIBI XPAHEHUS IOKYMEHTOB IS
UX MOCJIEYIOIIErO pPa3MeIIeHUs B apX1Be
OpraHu3aIuy;

COCTaBJIATh CIPAaBOYHO-IIOMCKOBBIE CPE/ICTBA K
apXUBHBIM JieaM (JOKYMEHTaMm);

OCYILECTBIIATh MOUCK /1€ (JOKYMEHTOB) BPEMEHHOTO
XpaHEeHHS B TPOIIECCE X XPAHEHUS B CTPYKTYPHBIX
HOJpa3/IeIEHUsIX U apXUBE OpraHu3aliig;
OCYIIECTBIISATh METOJUYECKOE PYKOBOACTBO
opraHu3zaiuei xpaHeHus Aei (JOKYMEHTOB)

B CTPYKTYPHBIX TIOAPA3ICICHUSIX OPTraHU3aIHH;
OKa3bIBaTh CTPYKTYPHBIM MOIPA3ICICHUSIM
NPaKTUYECKYIO TIOMOIIb B OPraHU3ALUU XPAHEHUS
Jen (J0KyMEHTOB);

pa3pabaTbIBaTh CIIPaBOYHO-UH(POPMALIMOHHbIE
JOKYMEHTBHI 110 OpPTraHU3aIliy UCTIOJIb30BAHUS JIEIT
(TOKYMEHTOB) BPEMEHHOI'O XPaHEHUsI B CTPYKTYPHBIX
MOJIPa3ICICHUSIX U apXHUBE OPTaHU3aINH;
IPOBOJUTH FKCHEPTU3Y LEHHOCTH JieJl (JOKYMEHTOB)
BPEMEHHOT'O XpaHEHUSI, IEPEITaHHBIX B ApXHB;
ONPEAEIIATh CPOKU XpaHEHUS /1] (JOKyMEHTOB)
BPEMEHHOT'O XpaHEHHUS;

oOecrneunBaTh 3alUTy Jel1 (JOKYMEHTOB)
BPEMEHHOI'0 XpaHEeHUs B OpraHu3aluu ot
HECAHKIIMOHUPOBAHHOTO JOCTYIA UM YHHUYTOXKECHUS;
HPOBOJUTH (PU3UYECKOE YHUUTOKEHHE JeIT
(TOKYMEHTOB) BPEMEHHOTO XpaHEHHSI C UCTEKITUMH
CPOKaMH XpaHEHHs M0CTIe COTIaCOBaHUS CO
CTPYKTYPHBIMH TOJIpa3/ICIICHUSIMHI OpTraHU3allNH;
0OpPMIISTh YUETHBIE TOKYMEHTHI 00 YHUYTOXXCHUU
nen (TOKyMEHTOB) BPEMEHHOTO XpaHEHUS C
UCTEKIIUMH CPOKaMHU XPAHEHUS] COBMECTHO CO
CTPYKTYPHBIMH TIOIPA3/ICIICHUSIMI OpTaHU3aINH.

3HaHus:

HOPMATHUBHBIE IIPABOBbIE aKThl Poccuiickon
®denepanun B chepe IeTONpOru3BOICTBA K ApXUBHOTO
nena;

HOpPMaTHUBHBIE TPaBOBbIE aKThl Poccuiickoi
®Denepariyl B 00JIaCTH 3aIIUTHI IEPCOHATBLHBIX
JIaHHBIX

HOPMATHUBHBIE ITPABOBbIE aKThl Poccuiickon
®enepalu B 0071aCTH KOHPHUICHIIMATHHOCTH
uHpopMaIuy;

METOANYECKHUE JOKYMEHTbI U HAallMOHAJIbHbBIE
CTaHJApTHl B 00J1aCTH JEIONPON3BOICTBA U
apXMUBHOTO JIEJIa;

METOAMKa Pa3paboTKH GOpM YUETHBIX TOKYMEHTOB B
TPAAUIIMOHHOM U B 3JICKTPOHHOM BH/IE;

MpaBHJia CUCTEMATU3AINH U KJIACCU(PUKAIIUU
JIOKYMEHTOB;

O0COOCHHOCTH OpPTraHU3alluy XPAaHEHUS J1eT
(TOKYMEHTOB) Ha Pa3IMYHBIX HOCUTETIAX;

KPUTEPHUH OMPEICIICHHS IIEHHOCTH JIeJT (IOKYMEHTOB)
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JUTSL TAJTbHEUIIET0 XPaHEHUS WM YHUUYTOXKECHHUS;
TpeOOBaHUS K IpOIEcCcCaM YHUUTOXXEHUS WH(OpMAaLIUU
B TPAJAMIIMOHHOM U DJICKTPOHHOM BHJIE;

TpeOOBaHUs OXpaHbl TPY/a.

[IK 2.5.
OcyecTBIsITh
UCTIOJIb30BaHUE
apXUBHBIX A€
(IOKYMEHTOB), B TOM
qHcle C
HCIIOJIb30BaHUEM
aBTOMATHU3UPOBAHHBIX
CUCTEM

HaBbiku

OCYILECTBIICHUS UCTIOIb30BAHNS APXUBHBIX JIE]
(I0OKYMEHTOB), B TOM YHCJI€ C UCIIOJIb30BAaHUEM
ABTOMAaTU3UPOBAHHBIX CUCTEM

Ymenus:

CUCTEMATH3UPOBATh M 0000IIATH CBEJICHUS O COCTABE
U COJIEp>KaHUU apXHUBHBIX J1e] (JOKYMEHTOB);
HUCITIOJIB30BAThH I/IH(l)OpMaHI/IOHHI)IG TCXHOJIOTHUU B
o0yacTu co37aHusI CIPaBOYHO-TIOMCKOBBIX CPECTB
apXuBa U JIOKYMEHTHPOBAHHBIX cep ASITETbHOCTU
OpraHu3alNy;

(GhopMHPOBAaTH OCHOBHBIE M BCIOMOTATEIbHBIE BUIBI
APXUBHBIX CIIPABOYHHUKOB B 3JIEKTPOHHOU (hopme;
MOJrOTAaBIMBATh HHPOPMAIIMOHHBIE TOKYMEHTHI 110
3ampocaM MoJIb30BaTeN e pa3IMUHbIX KaTETOpUH.

3Hanun:

HOPMAaTHBHBIE IIPaBOBbIE aKThl Poccuiickon
Oeneparu B cepe TeT0npon3BOICTBA;
HOPMaTHUBHBIE IPaBOBbIE aKThl Poccuiickon
®denepanun B 0071aCTH 3aITUTHI TEPCOHATBHBIX
JTaHHBIX;

METOMYECKHUE JOKYMEHTHI B 00JIACTH HUCITOJIH30BaAHUS
U IyOJIMKalMKM apXUBHBIX 1€ (JOKYMEHTOB);
cepTUGHUIIPOBAHHBIC HHPOPMAIIMOHHO-TIOUCKOBBIC
CHUCTEMBI B 00J1aCTH pa3pabOTKU HAYyIHO-
CIPAaBOYHOIO amnmnapara J0KYMEHTHPOBAHHBIX cdep
JeSTeTLHOCTH OpraHu3alllu;

CPOKH BBITIOTTHEHHS pa0bOT MO OpraHU3aIul
HCIIOJIb30BaHUS apXUBHBIX /€] (JIOKyMEHTOB);
OpraHU3allMOHHbIEC TPUHIUIIBI UCTIOIb30BAHMS
JIOKYMEHTOB OTPaHUYEHHOTO JOCTYTIA;

TpeOOBaHMS K MOATOTOBKE apPXUBHBIX CIIPABOK U
BBINKMCOK W3 apXUBHBIX JIOKYMEHTOB;

TpeOOBaHMS OXpaHbI TPY/Ia.

OcBoenue BUJIOB
paboT 1Mo OJHON WiIn
HECKOJIbKUM
npodeccusam
paboumx,
JOJDKHOCTSIM
CITyKaIux

IIK 3.1
OpraHu3oBBIBaTh
paborty ¢
JIOKYMCHTaMH,
[IPUHUMATh Y4acCTHUE B
pa3paboTKe JOKAIbHBIX
HOpMaTI/IBHI)IX AKTOB
OpraHM3aluH 110
BOTIPOCAM
JIOKYMEHTAI[HOHHOTO
obOecrieueHus
yIpaBJICHUS

Hagbiku

OCYILECTBIIEHUE JOKYMEHTALMOHHOTO 00eCTIeUeHHS
YIPaBJICHUS C UCTIOIH30BAHUEM MPOTPAMMHBIX
CPEICTB yueTa, XpaHeHHUs, 00paOOTKH 1 MOUCKA
JOKYMEHTOB

YMmenust

OpPTraHU30BBIBATH BHEJPEHUE aBTOMATU3NPOBAHHON
cuctemsl B ciyx0e JIOY (TexHuyeckoe 3a/1aHue,
nousitue 0 CASE -texHosnorusx);

pa6OTaTB C DJICKTPOHHBIMH JOKYMCHTAMU,

3HanuA:

HOPMATHUBHBIE IIPABOBbIE aKThl Poccuiickon
®denepanun B chepe AeTONPOU3BOICTBA;
HOPMATHBHBIE ITPABOBBIE aKThl Poccuiickon
Peneparuy B 006JaCTH 3aIIUThI HEPCOHATBHBIX
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JTAHHBIX;

METOAMYECKHE JOKYMEHTHI B 001aCTH HCIIOJIb30BaHUS
U MyONMKaIK apXUBHBIX 1€ (JOKYMEHTOB);
3aKOHOJATENbHY0 0a3y, OCHOBHBIE YTPO3bI
nH(}OpMaAITMOHHOW 0€301MaCHOCTH;

KOPIOPATUBHbBIE HHPOPMAIIIOHHBIE CUCTEMBI,
ABTOMATHU3UPOBAHHBIE IO CUCTEMaM JOKYMEHTAIIUH,
B TOM YHCJIe KaJpoBOii, Oyxyuera;

MEPCIIeKTUBHBIC HANPaBICHUS HHPOPMATH3AIUU
JOY u apxuBHOTO N1€7a;

IIK 3.2
OpraHu3oBbIBaTh
paboty o
perucTpaiuu, yuery,
XpaHEHUIO ¥ IIepeiade
B

COOTBETCTBYIOIIINE
CTPYKTYpHbBIE
MOJpa3IeTICHHS
JIOKYMEHTOB TEKYIIIETO
JIeTTOTIPOU3BOJICTBA

HaBbikn

OCYIIECTBIIEHUE TOKYMEHTAIIMOHHOTO 00eCcTIeueHUs
YIIPABJICHUS C UCIIOJIB30BAHUEM TPOTrPAMMHBIX
CPEJICTB yueTa, XpaHeHHus, 00pabOTKH U MOUCKA
JIOKYMEHTOB

YMmenus

paboTtath ¢ npodecCHOHATHHO OPHUEHTHPOBAHHBIM
MPOrpaMMHBIM 0O€cTieYeHIEM B 00JIaCTH
JIOKYMEHTAITMOHHOTO 00ECTICUCHHUS yIIPABIICHHUS;

HaxO0JIUTh HEOOXOAUMYIO HH(OPMAITHIO,
MOJIb30BaTHCSI HHPOPMAITMOHHBIMU PECypCaMu CETH
HuTepHeTa B 001aCTH JOKYMEHTOBEICHUS U
ApPXUBHOTO JIeN1a;

HCIIOJIB30BATh CCTCBLIC ITPOrPAMMHBIC U TCXHUYCCKUC
CpeacTBa B HpO(beCCHOHaHBHOﬁ ACATCIIBHOCTH,

3Hanun:

HOPMATHBHBIE NTPABOBbIE aKThl Poccuiickon
®eneparun B chepe AeTONPOU3BOICTBA;
HOPMATHUBHBIE IPABOBbIE aKThl Poccuiickon
®deneparun B 0071aCTH 3aIUTH IEPCOHAIBHBIX
JTAHHBIX;

PBIHOK CTICIHATM3UPOBAHHOTO MPUKIIATHOTO
nporpaMMHoOro obecneuenus B oonactu JJOY u
ApXUBHOTO Jiea (aBTOMaTHYECKHE CUCTEMBI
yIpaBJIeHUs IOKyMEHTaMH);

coBpeMeHHoe cocTossHue JIOY rocyaapcTBEHHBIX U
HETrOCYAapCTBEHHBIX YUPEXKICHUN, TOCY1apCTBEHHBIX,
MYHUIUIIAJIBHBIX 1 HCTOCY IAPCTBCHHLIX apXUBOB B
00J1aCTH IPUMEHEHHs] HH(POPMAIIMOHHBIX TEXHOJIOT U
U UCIIOJIb30BaHHUA CIICHIUAIN3UPOBAHHOT'O
MIPOrpaMMHOTO 00€CTICUeHNS,

1.3. KosinyecTBO 4aCOB HA NMPOU3BOJACTBEHHYIO IPAKTUKY (MPeIIUIIIOMHYI0):
Bceero 4 nenenu, 144 qaca.
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2. PE3YJIbTATBI OCBOEHUS ITPAKTUKHA
Pe3ynbraToM mpou3BOACTBEHHOM MPAKTUKH (TTPEAIUTTIOMHON) SABIISICTCS
OCBOGHHE BUOB MPO(ecCHOHANBHOM eI TETbHOCTH

HaumenoBanue BUOOB ACATCIBHOCTHU

HaumenoBanue
poeCCHOHAIBHBIX MOJTYJICH

2

Bunel nesrensHOCTH

Ocy1iecTBieHHE OPTaHU3ALUOHHOTO U
JIOKyMEHTAITMOHHOTO 00eCIIeYeHUs ACATEIHHOCTH
OpraHu3aluu

I[IM.01 OcymecTtBnenue
OPraHU3aLHOHHOTO

U IOKyMEHTAIIMOHHOTO
o0ecrieueHHs AeATEITLHOCTH
OpraHu3aIH

Opranuzanys apxXuBHON pabOTHI 1O TOKYMEHTaM
OpraHu3aIMii pa3InYHbIX (OPM COOCTBEHHOCTH

[IM.02 Opranuzanus apXuBHOMN
paboThI

10 IOKyMEHTaM OpraHu3anui
pa3nuuHbIX (OpM COOCTBEHHOCTHU

OcBoeHue BUIOB pabOT O OJHOM HIIH HECKOJIBKHM
npodeccusM pabodnx, TOMKHOCTSIM CITYKaIUX

[IM. 03 OcBoenue BUAOB paboT
110 OJJHOM MIJIH HECKOJIbKHM
npodeccusm pabouux,
JIOJDKHOCTSIM CITY KAIuX

17



3. CTPYKTYPA U COJAEPKAHUE MPOU3BO/JICTBEHHOM MPAKTUKH
(IIPETATIJIOMHO¥)

3.1 TemaTn4yeckui mjian

O0bem
Koxapl BpeMeHH,
npodgeccuo HaumeHnoBanue OTBeleHHbIN
HAJIBHBIX npogeccuoHaNbHBIX Ha Cpoxn
KOMIIETeH LUl MOy e NMPAaKTHUKY (B NPOBEACHUA
HeJeJIsIX,
yacax)
[IM.01 Opranuzauus
ITOKYMEHTAIlMOHHOT'O 00eCeYeHus
MK 1.1. - IIK 1.9. ynpaBnenus u ¢pyHKIHOHUPOBAHUS
OpraHu3aluu
IIK 2.1. - IIK 2.5. [[IM.02 Opranu3anusi apXxuBHOM 4uenenmn B coorsercrum ¢
. y4eOHBIM TUTAHOM
pabOoThI 110 TOKYMEHTaM OpTraHu3aIii 144 yacos
pa3IMIHBIX (POpM COOCTBEHHOCTH
ITK 3.1. - TIK 3.2. [[IM.03. OcBoeHue BUI0B paboT 110
0JIHOI MM HECKOJIBKUM Tpodeccusim
paboumnX, JOIKHOCTSIM CITYXKaIuX
BCEI'O 4uenenn
144 yacoB

3.2 Coaepxanue NpaKTHKU

HaunmenoBanue

HaumeHnoBanue

Buasbl pador

npo¢ecCHOHATLHOI0

MOIYJIst

ITK

Oo0nLeMm
4acoB

[IM.01 Opranuzauus
JIOKYMEHTAITMOHHOTO
obecrnievueHus ynpaBIeHUs
1 QYHKIITMOHUPOBAHUS
OpraHu3alnu

IIK 1.1. - IIK. 1.6.

paboThI
(Ucropus,

Opranuzanus
VUpeKICHUS
33124, QYHKIIHH)

16

IIK. 1.7.
IIK 1. 9.

Pabora ¢ opranmzanuoHHO-
MPaBOBBIMU  JOKyMEHTaMu
OpraHu3aINH (Ycras,
Ilonoxenue, IITaTHOE
pacnucaHue, T0HKHOCTHON 1
YHCICHHBIN COCTaB
OpraHu3aIyM, JOKHOCTHBIC
UHCTPYKIIHMH)

16

IIK. 1.7.
I[IK 1. 9.

Pabota c
YHUDUITUPOBAHHBIMH

JOKYMEHTAaMH OpTraHH3aIluu
u ux Onankamu (oOmui
OJIaHK OpraHu3aIuu, OJIAHK
KOHKPETHOTO BHJIA
JOKYMEHTa, OJIaHK IMHChMA).

16

[K. 1.7.
IIK 1. 9.

Pabora ¢ pacnopsianTensHON
JIOKyMEHTaluen

OpraHu3aluu (mpukassl,
pachopsiKeHHsl,  pelIeHHs),
nu c MH(POPMALMOHHO-
CIIPAaBOYHOM JIOKYMEHTALMEH

16
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(axThl, IIPOTOKOJIBI,
CITyKeOHbIe 3aIHUCKH,
CIIPAaBKH).

IIK. 1.8.
[IK. 1.9.

Pabora c KaJIpOBOM
JOKYMEHTalUen
opraHuzanuu (JIM4YHbIE aena
COTPY/AHHUKOB, JMYHBIC
KapToukun  gopmbr  T-2,
TPYAOBBIC KHIKKH, TpaQUKH
OTIIyCKOM Ha TeKYILIUH rox u
T.J.).

16

[IM.02 Opranuzanus
apXUBHOI pabOTHI 11O
JIOKYMEHTaM OpTraHHU3aIHi
pa3nuuHbIX (opM
COOCTBEHHOCTH

IIK. 2.1. - IIK. 2.5.

N3yuenue
MH(OPMALIMOHHBIX CUCTEM U
MH(POPMALIMOHHBIX
TEXHOJIOTHI

16

IIK. 2.1. - IIK. 2.7.

PaGora c apXHUBOM
OpraHMu3allfu, 03HAKOMJICHUE
C HOMEHKJIaTypou Jed.

24

TIM.03. OcBoenue BUIOB
paboT Mo oTHOM UITn
HECKOJILKUM Tpodeccrusim
pabounx, TOKHOCTSIM
CITy’KaIIuX

IIK 3.1. - TIK 3.2.

OcyuiecTBieHue
MHPOPMALIMOHHON paboThHI C
JTOKYMEHTaMH, B TOM YHCJIE C
MCTIOJIb30BaHUEM
OPTTEXHUKH, TPOrPaMMHBIX
CPEACTB yueTa, XpaHEHUs U
MOWCKAa  JIOKYMEHTOB U
ApyTUX
CTCIMANIN3UPOBAHHBIX  0a3
JAHHBIX.

24

BCET'O

144
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4. YCJOBUSA PEAJIU3AIIMU IMTPOBEJEHUS MTPOU3BOJACTBEHHOMN NPAKTUKH

(ITPEJAMUTIJIOMHOMN)
4.1. TpeOoBanus K IOKYMCHTaUUM, He00X0IUMOM Uil TIpOBeIeHUs
NPAKTHKH:
1. JlHEeBHUK IPAaKTUKH
OdopMuUTh B THEBHUKE TPAKTHKH:
) LEJb U 3a7a41 IPaKTHKH
coAep>KaHue 3aJaHui
2. OTyeT 0 NpaKTUKe
) B CBOOOAHOM (hopMe U3TI0KUTH BBIIIOJIHEHUE 3aJaHHH
3. OT3bIB pyKOBOAUTENS (C OLIEHKON) HA BBICTYIIJICHHE CTYIEHTA
4. Beinucka u3 npotokoia 3acenanus [1LK ¢ onieHkoi o nponu3BoJICTBEHHON MTPAaKTUKE
5. OneHouyHble MaTepuaibl AJs MPOBEACHUS MPOMEKYTOUYHOH aTTecTalu OOYyYarOIIUXCS IO
y4eOHOM MTpaKTHUKE

4.2. TpeOoBaHMs K MATepPHAJIBbHO-TEXHHYECKOMY 00ecleYeHHIO:

[Tpu mogdope MecT NPaKTUKU BBIACIISIOTCS OpraHU3aliy, IMEIOIIIE BHICOKUN peHTHHT B chepe
JIEJIONPOU3BOCTBA U APXHUBOBEJICHHSI, COBPEMEHHYIO MaTepHUaIbHO-TEXHUYECKYIO 0a3y,
Ipo(eCCUOHAIN3M U 3aMHTEPECOBAHHOCTh PYKOBOAMTEINS OPraHU3aluU

4.3. TpeOoBaHusi K PyKOBOAMTEJIAM NPAKTUKHU OT 00Pa30BaTEJIbHOM
OpraHM3anuu (yYpekIeHus) ¥ OpraHu3aluu.
Ilepen BbIX0OIOM Ha IPAKTUKY CTYIEHT JOJKEH O3HAKOMMTHCS C:
) MOJIOKEHUEM O  TPOM3BOJACTBEHHOM  (NMPEANMIUIOMHOM) TMPaKTUKU  CTYIEHTOB
00pa3oBaTeNIbHBIX YUPEXKACHUH cpelHero npodheccHoHaIbHOT0 00pa30BaHus;
) IpOrpaMMoOil POU3BOACTBEHHOH (MPEAUIIIIOMHOM) TPAKTUKU;
NpaBUIAMU OXPaHBI TPYAA, TEXHUKU 0€30MaCHOCTH U MPOM3BOJICTBEHHOI CaHUTapUH Ha
paboueM MecTe;
) rpaKkoM  KOHCYJbTAIlMi, TPOBOJAUMBIX B MEPUOJ TNPOXOXKICHUS MPAKTHKH
PYKOBOJUTENIEM IPAKTUKHU OT KOJUIEIKA.
B nepuoo npoxoorcoenus npakmuxku cmyoenm 00a3am:
) BBITOJIHATH MpaBUjia BHYTPEHHETO pacHopsiKa OpraHu3allii U MPaBHI IPOXOXKACHUS
NPAKTUKY,
CTpoOro cobyogaTh  MpaBuia OXpaHBbI TpyZAa, TEXHUKU 0e30macHOCTH
U IPOM3BOJICTBEHHON CaHUTAPUHY;
) BBITNOJIHATh TPEOOBAHUS HACTOSIIEH IPOrpaMMBbl, POSIBISAS UHULIUATUBY U TBOPUYECKOE
OTHOILIEHHUE K JIEIly;
) BECTHU JTHEBHUK MPOXOKICHUS NMPAKTUKU, €KETHEBHO BHOCUTH 3alIMCH O BBIIIOJHEHHOU
paborte;
) CBOEBPEMEHHO U TOYHO BBIMOJIHATH BCE YKa3aHUS pPyKOBOJUTENEH IPAKTUKH;
COCTAaBUTb OTYET O MPOXOXKIECHUU IIPAKTUKH.
TpebGoBanus K  PYKOBOJHUTEISAM MPaKTUKHU oT o0Opa3oBaTeIbHOM
Opranu3zanuu (yupexaeHus):
HEeceT OTBETCTBEHHOCTb 3a:
) o0111ee pyKOBOACTBO B COOTBETCTBUHU C NMPOrpPaMMOM MPAKTHKHY;
KOHTPOJIb U Ha0JI0/IeHuE 3a PO EeCCHOHAIbHBIM CTAHOBJIEHUEM CTYACHTA Ha
IIPOTSKEHUH BCEW MTPAKTUKU;
MIpeI0CTaBJIEHNE HEOOXOAUMBIX YKa3aHUH, TPU HEOOXOIUMOCTH;
BBINIOJTHEHWE IIPOrpPaMMBbl IPAaKTUKA B ILEJIOM M 332 KOOPAMHALUIO IPOrPaMMBI



MIPOXOKACHUSI IPAKTUKU CTYIEHTOM;
) nocelieHue 6a3pl MPAKTUKU JJIS1 TPOBEJICHUSI KOHCYJIbTAlUI CTYI€HTaM IO MporpamMmme
MIPaKTUKH.
_obecreynBaer:
MOJTrOTOBKY 0a3 MPaKTUKU K MPUOBITHIO CTYACHTOB-IIPAKTUKAHTOB M MPEIBAPUTEIHHOE
TPOBE/IEHUE COOTBETCTBYIOIMX MEPOIPUATHH;
IIPOBEJICHUE BCEX OPraHM3allMOHHBIX MEPONPUATUN NEPE] OTIPABKON CTYJIEHTOB Ha
MPAKTUKy: HUHCTPYKTaX O TOpPSIKE TPOXOXKIEHUS TMPaKTUKU MU O TEXHHKe Oe30MacHOCTH,
MPEJOCTaBICHUE CTyAEHTaM-NPAaKTUKAaHTaM HEOOXOIMMBIX JOKYMEHTOB, I€peYeHb KOTOPBIX
omnpenensier T11K;
BBICOKOE Ka4deCTBO MPOXOXKAEHHUS MNPAKTUKH IO IMPOrpaMME B TECHOM KOHTAaKTE C
pyKOBOJUTENEM OT 0a3bl MPAKTUKH.
KOHTPOJINPYeT:
) o0OecriedyeHHe HOPMAJIbHBIX  YCIOBUM  paboOThl, TMpOBEAEHHE CO CTYIACHTaMHU
00s13aTENbHBIX MHCTPYKTAXKEN 10 OXPaHe TPy/a U TEXHUKE O€301acHOCTH;
BBIIIOJTHEHUE  CTYJEHTAMU-NPAKTUKAaHTAMU  OPaBWJI  BHYTPEHHETO  TPYJOBOIrO
pacnopsaka;
) MOCEILEHUE CTYACHTaMU 0a3bl MPAKTUKU.
_ CO00IIAET CTYJEHTAM O CHCTeMe OTYETHOCTH 110 IPAKTHKE, 2 MMEHHO:
[IpeJICTaBICHUE MMCbMEHHOTO OTYETA,
oOpa3zern opopmiieHUs] THEBHUKA,
MOJIFOTOBKY JI0KJIa/1a, COOOIEHUS, BBICTYIUICHUS U T.11.;
IIPUHUMAET OTUYETHI CTYJEHTOB 110 IPAKTUKE B COCTABE KOMUCCUU;
npencraniser 3apeayromemy [HIK oTueTHyto nHpopMaIuio o NpoBeIeHNN IPAKTHKH C
3aMEUYaHUAMU U NPEAJIOKEHUSIMU OTHOCUTENIBHO YIIYUIIEHUS IPAKTUKYU CTYICHTOB.

TpeboBanus K PYKOBOIUTEIAM IIPAKTUKU oT OpraHM3alH:
MPUHUMAET CTYJEHTOB Ha PAKTUKY B COOTBETCTBUU C KAJICHJAPHBIM IJIAHOM,;
HECET OTBETCTBEHHOCTb 3a OpraHM3AlMI0 BBINOJHEHUS IPOrpaMMbl IPAKTUYECKOU
HOJIrOTOBKH;
CO3J1aeT HEOOXOAUMBIE YCIIOBHUS JJIS BHIIOJHEHUS CTYACHTAMH [IPOrpaMMBbl IPAKTHKY;
o0ecrieunBaeT yd4eT BBIXOJOB Ha pabOTy CTYAEHTOB-IPAKTHKAaHTOB, COOOUIAaeT
opraHu3anuu 000 BCEX HAPYLIEHUAX UMH TIPABUII BHYTPEHHETO TPYI0BOIO Paclops/IKa;
CHOCOOCTBYET, Ha CKOJIBKO 3TO BO3MO>KHO, TOMY, YTOO MPAaKTUKAHT HCIIOIb30BAJ BpPEMS
npeObIBaHUS Ha 0a3e MPaKTHUKU C MAKCUMAJIbHOW MOJIb30M, C 11eJbI0 MPUOOPETEHHs ONbITa, a TAKXKE,
YTOOBI ATO BPEMSI COOTBETCTBOBAJIO LIEJISIM IIPOIPaMMBI IIPAKTUKH, TPO(ECCUOHATLHOMY CTAHOBJICHHUIO
CTYJ/ICHTA,;

OpPTraHHU30BBIBACT W KOHTPOJIHUPYCT BBIIIOJIHCHUC MNPOrpaMMbl MPAKTHKU CTYyACHTOM
COOTB?TCTBCHHO KOHKPETHOT'O 3Talla MMPAaKTUKH,

MMpOBEPACT OTUCTBI CTYACHTOB II0 IPAKTUKE, OJAaCT OT3bIB O HWX Ka4YCCTBE, OacT
XaPAKTCPUCTUKY Ha KAKAOTO CTYACHTA-IIPAKTUKAHTA.

4.4. TpeOoBaHuA K COOTIONCHUIO TEXHMKH 0€30MIACHOCTH M MOKAPHOH
0e3onacHocTH
CTyneHT-IpakTUKAaHT JIOJDKeH JIoMycKaTbes K paboTe TOJBKO TMOCie MPOXOXKACHUS
MHCTPYKTa)a 10 TEXHUKE 0€30MacHOCTH U MOKapHOW O€30MacHOCTH.
_CryneHT-pakTHKaHT 00s3aH:
cobmoiaTh TpeOOBaHHS TMOXKAapHOW  O€30MacHOCTH, a Takke coOmogaTh |
MOJICP)KUBATh MPOTHBOIOXKAPHBIA pPEXHUM; 3HATh MECTOPACIOJIOKEHHE TEPBUYHBIX CPEICTB
MOXApOTYIICHUA, TJIABHBIX M 3allaCHBIX BBIXOOAOB, IIJIAHBI (CXGMBI) 9BaKyaluun J'IIOI[GfI B Cliy4dac
noxapa,
BBINIOJIHATh MEphl IPEJIOCTOPOKHOCTH NPU TMOJIb30BAHWU Ta30BBIMU INpUOOpami,
npeaMeTaMu ObITOBOM XUMMHM, TNPOBEJEHUHM paboOT ¢ JIETKOBOCIJIAMEHSIOUIMMUCA M TOPIOYUMHU
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KHUIKOCTAMHU, JAPYI'MMHU OIIAaCHBIMM B IMOXApPHOM OTHOMICHUW BCHICCTBAMHU, MATCpUaJlaMU U
000pyI0BaHUEM;

B Cllydae 0OHapy>KeHHUs TMoXKapa COOOLTUTH O HEM B TOJpa3/ieTicHHE MOKAPHOH OXpaHBI
" IPUHATH BO3MOXXHBIC MEPBI K CITACCHUTIO J'I}O)ICI\/'I, HMYyHIECTBa U JIUKBHUAIIUHU I1OXKapa,

) 3HaThb MECTOPACIOJOKEHUE CPEACTB OKa3aHWs MEIUIIMHCKOM TMOMOIIH, YMETh

OKa3bIBaTh MEPBYIO MEIUIMHCKYIO OMOIIb ITOCTPaaBUIEMY ITPH HECYACTHOM CIIy4ae;

coOIOAaTh MpaBUIia TMYHOW TUTUEHBI,

MNPUHUMATh WY TOJBKO B CIICHUAIBHO OTBEACHHBIX IJId 3TOTO MECTAX;

npu  OOHApy)KEHHWH  HEUCHpPaBHOCTEM  0OOpydoBaHMs,  MPHUCHOCOOJIEHUN U
MHCTPYMEHTOB, a TakXe JAPYIMX HEJOCTaTKOB WJIM ONAacHOCTed Ha padouyeM MecTe HEeMEIJIEHHO
COOOIIUTH HEMOCPEICTBEHHOMY PYKOBOJIUTENIO U MPUOCTAHOBUTH BBINOIHEHHE paboThl. [IpucTynuth
K paboTe MOXHO C pa3pelIeHus: PyKOBOAUTENS MTOCIIE YCTPAHEHUsI BCEX HEIOCTATKOB U OMACHOCTEH.

5. KOHTPOJIb U OLIEHKA PE3YJBbBTATOB OCBOEHUA
ITPOU3BOJCTBEHHOM NPAKTUKH (ITPEUIUIIJIOMHO)

C uenbto noBbilIeHUs 3()PEKTUBHOCTH MPAKTUUECKOM MOJATOTOBKU CTYAEHTOB OpPraHU30BaHa
CUCTEMA KOHTPOJISI MPOXOKICHHS MPOU3BOJCTBEHHON (IPEIAUIIOMHON) MPAKTUKU: MOJATOTOBKA U
HayaJbHBIM TEPUOJ, XOJA MpPaKTUKH, MOABEACHUE WTOIOB, 3alllUTa OT4YETOB. Bce 3Tu Bompockl
00Cy’KJJaI0TCS Ha 3aCelaHUsAX MPEAMETHO-IIMKIOBOI KOMHUCCHHU.

PesynbTatel mpoBepok mpakTHKU ¢Gukcupyrorcs B umeroniemcs Ha MK xypuane «KypnHan
MpoBepKH 0a3 MpaKTUKW», 0000maTcs W 3aciaymuBaroTcss Ha 3acenanusx [ILK u coBerax
o0Opa3oBaTeNpHOrO  yupexxaeHus. IIpm  mocemieHMM  MpakTHKM — OpenojaBaTeib  JenaeT
COOTBETCTBYIOIIYIO 3alIUCh B JHEBHUKAX CTY/IEHTOB.

C 1enbl0 yCOBEPIICHCTBOBAHUS KOHTPOJNS MPAKTUKKM W TOBBINIEHUA €€ 3(h(eKTHBHOCTH
MEePUONYECKH MPOBOJATCS B3aWMHbIE KOHCYJIbTALMU NPENOAaBaTeseil ¢ pyKOBOJUTENSIMU MPAKTUKU
OT NPEAIPUATHH.

CryneHTbl 00s3aHBI €KEIHEBHO 3alKCHIBATh B JHEBHUK TPAKTHUKH OTYETHI O TPOJIEIaHHON
paboTe B COOTBETCTBUU C TpaMKOM MPOXOXKIEHUS MPAKTHKU. DTU MaTepuajbl CUCTEMATHUECKU
MIPOBEPSIOTCS PYKOBOJUTENEM MPAKTHKU OT y4eOHOro 3aBEICHMSI M JIENAal0TCSl COOTBETCTBYIOILIME
3aMeuyaHusi B JHEBHUKE CTyJeHTa. B cllydae HECKONbKUX 3aMeUaHUd WIM TpyObIX HapylIeHUH
TUCHUTUTUHBL  OTACNbHBIC CTYJACHTHI MOTYT OBITh OTCTPAHEHBI OT MPOXOXNKIACHUS TPAKTUKH C
MOCJENYIOIMM  yBEAOMJIGHHEM  3aB.  OTACJICHHUS  KYJIbTYypbl  KOJUJIEKa  JUIsl  NPUHATHUS
COOTBETCTBYIOILIUX MEP.

WToroBslii KOHTPOJIb MPOBOAUTCA MPH 3ALINATE CTYAEHTOM OTUETA O MPAKTUKE.

Kputepuu BoicTaB/ieHUs OLIEHKH 32 MPAKTHKY
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Onenka

Kpurepuu ouenkn crenenu ¢cGopMUpPOBAHHOCTH
KOMIIeTCeHLM I

O1inugo

CTyeHT-IPaKTUKAHT JIEMOHCTPUPYET XOpollee BiafieHHe Npo(ecCHOHANbHOM
TEPMUHOJIOTHEH, B IIOJHOW Mepe YCBOWJI TEOPETUYECKHE M METOJUYECKUE
CBE/ICHUS, J1aBaeMble PYKOBOJUTEISIMH INPAKTUKH BO BpeMs BBOAHBIX Oecef,
WHCTpYKTaXa, 3aHATHiA. JleMoHCTpHpyeT  mnpodecCHOHAIbHBIE  HABBIKK
NPAaKTUYeCKOH paboThl € JOKYMEHTaMU OpraHM3allid, yMEeT IPHUMEHATh
TEOPETUYECKHE 3HAHUS Ha TPAKTHKE, JEMOHCTPHUPYET TBOPYECKHU MOIXOA K
BBIIMIOJIHEHUIO 33/1aHUM, BIAJEET AHAJUTUYECKMMHU METOJAMU. HCIONIb3YeT B
IpakTU4eckoi pabore coBpeMeHnyto oprrexuuky, AUIC, CO/.
CTyneHT-IpakTUKaHT TPaBWIBHO W CBOEBPEMEHHO IOATOTOBHI, O(opMuII
MIOJTHBIN KOMITJIEKT OTUETHBIX JOKYMEHTOB 10 IpakTUKe. B cpok mpemocTaBui ux
Ha TpoBepKy. CTYACHT-NPAKTHKAHT PETYJSPHO IMOCEMAll MPAKTHKY, aKKypaTHO
BBIMOJIHSJ BCE 3aJ[aHMUs, 3aCITY>KUIT IOJIOKHUTEIBHYIO XapaKTePUCTUKY

Xopouio

CTyneHT-IpakTUKAHT JIEMOHCTPHUPYET XOpolliee BlajeHue MpodeccHoHanTbHON
TEPMHUHOJIOTHEH, B II€JIOM YCBOWUJ TEOPETHUECKHUE U METOJIMYECKHE CBEICHUS,
JTaBa€MbIe PYKOBOJMUTEIISIMHU MPAKTUKHA BO BPEeMs BBOIHBIX O€cCe/, MHCTPYKTaXa,
3aHATHI.

CTyleHT-IPaKTHKAHT B II€JIOM OBIAJe]l HaBBIKAM MPAKTUYECKOU pabOTHI ¢
JOKYMEHTaMH OpTaHU3al|H, UCTIONb3YeT B MPAKTUYECKON paboTe COBPEMEHHYIO
oprrexuuky, AUIIC, CO/. CtyaeHT-pakTUKAHT MOArOTOBHI, 0)hOPMHUIT
MOJIHBIM KOMILJIEKT OTYETHBIX IOKYMEHTOB I10 IPAKTUKE. B cpok npegocraBui ux
Ha IIPOBEPKY.

CTyneHT-TIPaKTUKAHT PETYJSIPHO MOCENIaN MPAKTHKY, aKKYpPaTHO BBITIOIHSIT BCE
3a/1aHMS 3aCITYKNJ TIOJIOKUTEIIBHYIO XapaKTEPUCTHUKY .

Y 1OBIETBOPUT
€JILHO

CTyneHT-pakTUKaHT UMEET MPECTaBIeHHE O PO(eCcCHOHATBHOMI
TEPMUHOJIOTMH, TIOCEIIad BBOJAHBIE Oecelbl, HWHCTPYKTaX, 3aHATUSA, HO
TEOpeTUYEeCKMe M METOAMYECKHE  CBEJCHMs,  JaBaeMble Ha  HHUX
PYKOBOJIUTENSAMHU MPAKTUKH, YCBOWUJI YaCTUYHO, HE MPUMEHSJ Ha IMPAKTHUKE, HE
OTpa3wI B OTYETHBIX JOKYMEHTAX.

CTyeHT-IPaKTUKAHT JEMOHCTPUPYET OTAEIbHBIE HAaBBIKM IMPAKTUYECKOM
paboThl ¢ TOKYMEHTaMU OpraHU3alK, UMEET MPe/ICTaBICHHE 00 UCIIOIb30BaHUH
B IIpaKTU4eckoi padbore coBpemeHnHoil oprrexuuku, AUIIC, CO/.
CTyneHT-IpakTUKAaHT TOATOTOBWI, O(OPMHII TOJHBIA KOMIUIEKT OTYETHBIX
JOKYMEHTOB 110 IIpakTHKe. [IpegocTaBui ux Ha MPOBEPKY.

CTyneHT-IpaKTUKaHT [1OCEIal NPAKTUKY, BBIOIHII 3aJaHUs, 3aCITy KUl
MI0JIO)KUTEIBHYIO XapaKTEPUCTHKY.

He
YAOBJIETBOPUT
€JILHO

CTyneHT-TIpaKTUKAHT HE MOCENIal IPAKTHUKY.

CTyneHT-pakTUKAHT HE BBINONHSUT  MpakTHueckue 3anaHusd. CTyIeHT-
INPAKTUKAaHT HE MOATOTOBWJI MOJHBIM KOMIUIEKT OTYETHBIX JIOKYMEHTOB IO
MPaKTHUKE.

CTyneHT-NpakTUKAHT HE MPEJOCTABUII UX HA ITPOBEPKY.
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