[loKyMeHT NoAnucaH NpoCToil 3NeKTPOHHOM NOANMUCHI0
NHbopmaums o Bnagenbue:

o Kﬂ‘ﬁ‘ﬁﬂ%"’éiﬂ%ﬁﬂbe Oro1:keTHOE podeccHoHaTbHOE 00Pa30BaTEIbHOE YUPeKIeHHEe

JlomkHOCTb: o . M
Nara RECHYOINK A ABITes «ANBITEHCKUI NeJarorn4ecKuii KoJuieak nM. X. AHApPyXaeBa»
YHUKanbHbI MPOrpaMMHbIA KIKOY:

8aab558b0450899ed3fb246dddcbdc7029efca24

YTBEPXKX/IAIO:

Hupexrtop

M.H.Karazexes

«_» 20 1.

PABOYAS ITIPOTPAMMA IPOU3BOJCTBEHHOM INPAKTUKH
10 CIENHUAIBHOCTH

46.02.01 JoxymeHTanmoHHOe 0oOecrneueHne yIpaBIeHHs U apXUBOBEACHUE

r. Maiikorm,

2024 r.



Pabouas mporpamma MpoU3BOJICTBEHHOM NMPaKTHKH pa3zpaboTaHa pa3paboTaH Ha OCHOBE
(benepaabHOro ToCyJapCTBEHHOTO 00pa30BaTeIbHOIO CTaHIAPTa CPEIHETO MPOodeccrnoHaIbHOTO
oOpazoBanus mno crneuuanbHocTd 46.02.01 JlokymeHTanmoHHOE oOecreueHue YIpaBiICHUS U
apxuBopejgeHue (mamee — CIIO), yTBEepKIEHHOTrO mNpUKa3zoM MMUHHCTEPCTBO MPOCBEIICHUS
Poccuiickoit ®denepaunn ot 25 aBrycra 2022r. Ne778, 3aperucTpupoBaHHOr0O MUHUCTEPCTBOM
rocturu Poccuiickoit @enepanuu (Ne 70318 ot 30 centsaops 2022 1.), a Takke B COOTBETCTBUHU
C HOPMATHBHO-TIPABOBBIMH aKTAMH:

1) ®denepanbubiii 3akoH oT 29 npexabps 2012 r. Ne273-®3 «OO6 oOpa3oBaHuu B
Poccuiickoit denepanuny;

2) ITpuka3 MunuctepctBa npocBemenus Poccuiickoit @eaepamuu ot 24.08.2022 No 762
"O0 yTBepKIeHUU MOPSIIKA OPTAHU3AIMH U OCYIIECTBICHHS 00pa30BaTeIbHON ASSITEILHOCTH IO
00pa3oBaTeIbHBIM ITpOrpaMMaM CPEIHETO MpoheCCHOHATFHOTO 00pa3oBaHus";

3) Ilpuxa3z Munnpocsemenusi Poccuu ot 8 Hos6ps 2021 1. Ne 800 «O0 yTBepkIeHUH
[Topsinka TpoBeneHHMs] TOCYAApPCTBEHHOM WMTOTOBOM aTTeCTallMd TI0 00pa30BaTENIbHBIM
porpamMmam CpeHero mpopecCuOHATBFHOIO 00pa30BaHUAY;

4) Tlpuxa3z MunnctepcTBa npocBemenus Poccuiickoit @eneparuu ot 14 oktsa6ps 2022 r.
N 906 "OO6 yTBepkIEeHUU TMOPSAKA 3alOJHEHHUS, Y4€Ta M BBIJaYU JUIUIOMOB O CpPEIHEM
npodeccuoHaIbHOM 00pa30BaHUU U X AyOJIHUKAaTOB";

5) Ilpuka3z MunoopHayku P® Ne 885, Munnpocsemienuss PO Ne 390 ot 05.08.2020 "O
MPAKTHYECKOM MOATOTOBKE O0yJaromuxcs';

6) Ilpukaz MunoOpuayku Poccum ot 17 mas 2012 r. Ne 413 «OO0 yTBepKIeHUU
(denepanbHOrO  TrOCYAapCTBEHHOTO  00pa30BaTENbHOTO  CTaHAapTa  CpeaHero  olmiero
o0pa30oBaHUs» C U3MEHEHUSIMU U TONOJIHEHUSIMH OT: 29 nekadps 2014 r., 31 nexadps 2015 r., 29
utoHs 2017 r., 24 centsaops, 11 nekabps 2020 r., 12 aBrycra 2022 r.;

7) IMucemo Munnpocsemenuss Poccuun ot 01.03.2023 Ne 05-592 «O nanpaBieHUn
pexoMeHaanui» (BMecTe ¢ PekoMeHaanusMu Mo peajau3aliu CpeaHero ooiero oopasoBanus B
mpeaenax  OCBOCHHs — 00pa3oBaTeIbHOM  MPOTpaMMBI  CPEeJHET0  MPO(ecCHOHATBHOTO
o0pa3oBaHus);

8) Ilpuka3 Munnpocsemenus P® ot 14 urons 2023r. Ne 534 «O0 yTBep:KIeHUH NEPEUHS
npodeccuii  pabouymx,  IODKHOCTEH  CHyXKAaIllMX, MO  KOTOPHIM  OCYIIECTBISETCS
npodeCCHOHATEHOE 00YIECHHUEY

9) VYcraB rocymapCTBEHHOTO OFOMKETHOrO TPOo(heCcCHOHAIBHOTO 00pa30BaTEIbHOTO
yapexaeHuss PecnyOnuku  Agpires «AIBITEHCKANA —MENarorudecKuid  KOwemK uM. X
Angpyxacsay;

10) VYueOHBI IUIAH TPOrpPaMMbl TIOATOTOBKH CICIMAIUCTOB CpPEJIHEr0 3BEHA 10
CHELMATbHOCTH CpeiHero mpodeccuoHambHoro odbpazoBanus 46.02.01 JlokyMeHTaIlMOHHOE
oOecrieyeHue yrpaBiIeHNUs U apXUBOBEACHHE.

Pa3zpaborunk: OpraHU3aIMOHHO-METONIECKas KOMUCCHSA [NocymapctBeHHOTO
OIOKETHOTO TMPOQecCHOHANBHOTO 00pa3oBaTeIbHOrO yupexkaeHus PecmyOmuku Apbires
«AIBITEUCKHI MIeJarornuecKrue KOJuIeK uM. X. AHApyXaeBay.

CocraBurenu: Kamapumenko C.A., Jlo6anoBa E.B., npenogaBarenu ['ocynapcTBeHHOTO
OIOMKETHOTO MPO(ECCHOHANBHOTO 00pa3oBaTeIbHOrO yupexkaeHus PecrmyOmuku Anpires
«AIBITeVCKHUI MeAarornuecKuii KOJUIeK UM. X. AHIpyXaeBay.

Penenszent: Cuxamkok 3.A., HaYaIbHUK JOKYMEHTOOOOpPOTa W JCJIONPOM3BOACTBA
DI'BOY BO «AI'Y».

Paccmorpeno u onoOpeno Ha 3acemanuun [I(I[)K mnpenonaBareneil rymaHuUTapHbIX U
COLMAJIbHO-?)KOHOMMYECKUX AUCHUILINH
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1.MMACIHOPT IMMPOTPAMMBI ITPOU3BOICTBEHHOM MPAKTUKH

1.1. MecTro nNpOU3BOACTBEHHOH MNPAKTHUKH B CTPYKType o00pa3oBaTebHOM
NPOrpamMMsl cpeaHero npogeccnonajbHoro oopasosanus (nauaee - CI10)

[lpakTuka CTYICHTOB SIBJISIETCS COCTaBHOM YacThIO OCHOBHOH mpodeccnoHanbHOM
00pa3oBaTeIbHON MPOTPaMMBbl CpeaHero npodeccroHanbHoro obpaszopanus (mamee — OITOII
CIIO), obecnieunBaromieil peanu3anuio GeIepaibHOTO TOCYIapCTBEHHOTO0 00pa30BaTEIIEHOTO
CTaHjaapTa cpeaHero mpodeccruoHanbHoro obpazoanus (nanee — OPIOC CIIO). Bupom
NPaKTUKU cTyAeHTOB, ocBauBatomux OIIOII CIIO, aBnAroTCS: NpOU3BOACTBEHHAs MPAKTUKA.
[IpousBoacTBEHHAs MPAKTHKA BKJIIOYAET B ceOs CIEMyIOIIME STambl: MPAaKTUKA MO MPOGUITIO
CHEIHAJIIbHOCTH U IPEUIUIOMHAs! PAKTUKA.

1.2. Iles ¥ IUIAHUPYeMBbIe Pe3yJIbTAaThl OCBOCHHS MPAKTHKH:

1.2.1. Hean npakTHKH:

[IpakTika uUMeeT 1eJIbl0 KOMIUIEKCHOE OCBOCHHE CTYJE€HTaMU BCEX BHJIOB
npodeccuoHaNbHON  fesTenbHOCTH 1o  cnenuanbHocTH  46.02.01  JlokymeHTannoHHOE
oOecrieyeHUe yNpaBiICHUS U apXUBOBEACHHE, (OpMHUpOBaHHE OOHIMX U MPO(ecCHOHATBHBIX
KOMIIETEHIIUH, a TakKe NMpHoOpeTeHne HeOOXOAUMBIX YMEHUH U OIbITa MPAaKTUYEeCKON paboThI
CTYJEHTaMH I10 CIEIUAIBbHOCTH.

[TpakTuka mo npouiro CrenualbHOCTH HalpaBieHa Ha (OPMHUPOBAHUE y CTYIACHTOB
o0UMX U npodeccHoHaIbHbIX KOMIIETEHIINM U peanusyerca B pamkax moxaynei OITOIT CITIO
[0 Ka)KA0MY U3 BUOB PO eCCHOHANBHON AedaTenbHocTH, peaycMoTpenHbix @I'OC CIIO no
CHEIHAJIbHOCTH.

[lpousBoacTBeHHAss  MpakTHKa  HampaBlieHa  Ha  YIJIyOJieHHEe  CTYIEHTOM
MEPBOHAYAIBHOTO MPO(ECCHOHANIBHOTO OIbITa, pPa3BUTHE OOMIMX U MpodhecCHOHATBHBIX
KOMIIETEHIMM, a TaKKe Ha IOATOTOBKY K BBIMOJHEHHUIO BBITYCKHOW KBalIH()UKAIMOHHOM
paboTHI.

[lpousBoACTBEHHAss NpPaKTUKAa MO MNPOQWII0 CHEIHUATBHOCTH MPOBOJIUTCA Kak
HEMpPEephIBHO, TaK M IyTeM YEepelOBaHUs C TEOpeTHUYEeCKHUMHM 3aHsATusIMH. [Ipengurnmomnas
MPAaKTUKa IPOBOJUTCS HENPEPHIBHO IOCIE OCBOCHHS YU4E€OHOH NPAKTUKU M TMPAKTHKH I10
POUITIO CIIEIUATTEHOCTH.

1.2.2. llnanupyemblie pe3yabTaThl OCBOEHHUSI MPOrPaMMbl MPAKTHKH:

Pe3ynbraToM OCBOEHUs MpPOrpamMMbl MPOU3BOJICTBEHHOM, B TOM YHUCIE MPEAUILIOMHOMN
MIPaKTUKHU, SBISETCS TMOATOTOBKAa K OCYIIECTBICHHIO BHJA JIEATEIHHOCTH: OCYIIECTBICHUE
OpPTaHHW3AIMOHHOTO U JOKYMEHTAIIMOHHOTO OOECHEeYeHHUs JEeSATEIBHOCTH OpraHu3aIlnu,
OpraHu3anusi apXuBHOM paboOThl MO JOKYMEHTaM OpraHu3alil  pasiudHbiX  QopMm
coOcTBeHHOCTH Pe3ynbTaToM OCBOEHHS MPOrpaMMbl TPAKTUKH  SIBJISETCS  OBJIAJEHUE
oOydarolMMHUCS BCEMHU BHJIAaMU Mpo(ecCHOHAIBbHON  JAEATeNbHOCTH, B TOM  YHCIE
npodeccuonanbubivu (ITK) u 06mumu (OK) koMrmeTeHITusIMU:

IIM.01 OcymecTBjieHHe OPraHU3AMUOHHOIO M JOKYMEHTAIMOHHOIO o0ecleYeHus
AeSITeJIbHOCTH OPraHu3alum



I1IK 1.1. OcymecTBiaTh npHeM-niepesady ynpaBiIeHUeCKO MH(OpMAIMK C HOMOIIBIO
CpeJICTB MHPOPMAIIMOHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJIOTUH.

I1IK 1.2. KoopaunupoBath paboTy MPUEMHON PYKOBOAMTENS, 30H HMpHUEMa Pa3IUYHBIX
KaTeropHii MOCETUTENCH OpraHu3aIuy.

IIK 1.3. Brnanmers HaBbIKaMH IUJJAHUPOBAHUS pabOYero BPEMEHU PYKOBOIUTENS U
cekpeTaps.

I[IK 1.4. OcyumecTBiasiTh MOATOTOBKY JEJIOBBIX MOE30K PYKOBOAMUTENS U JPYrux
COTPYIHUKOB OpPTaHU3AIIH.

I[IK 1.5. Brmagets cmoco0aMu OpraHu3anuyd padouero MpPOCTPAHCTBA MPUEMHOW U
KaOWHETa pyKOBOIMUTEIIS.

IIK 1.6. OcymecTBiare paboTy MO NOATOTOBKE U TPOBEACHHUIO KOH(PEPEHTHBIX
MEpOIpUATHH, obecneunBaTb HHPOPMAIMOHHOE  B3aUMOJECHCTBHE  PYKOBOIMUTENS  C
MO/IPa3JEICHUSAMH U JOJKHOCTHBIMU JINLIAMU OPTaHU3al|H.

IIK  1.7. OdopMisate  OpraHM3allMOHHO-PACHIOPSIUTEILHBIE  JOKYMEHTHl |
OpraHu30BBIBaTH PAabOTy C HMMM, B TOM UHCJIE C HCIIOJIB30BAaHHEM aBTOMATHU3MPOBAHHBIX
CUCTEM.

IIK 1.8. OdopmiaTh TOKYMEHTHI MO JMYHOMY COCTaBy M OpPTraHU30BBIBATH PadOTy C
HUMHU, B TOM YHCJIE C UCIIOJIb30BAHUEM aBTOMATU3HUPOBAHHBIX CHCTEM.

I[IK 1.9. Opranu3oBbIBaTh TEKyIlIE€ XpaHEHUE JOKYMEHTOB, 0O0pabOTKy maen Juist
OTIEPaTUBHOTO U aPXUBHOTO XpaHEHUS, B TOM YHCIIE C UCIOJIH30BAHUEM aBTOMATHU3HPOBAHHBIX
CUCTEM.

IIM.02 Opranu3anusi apXuBHO# padoThI MO JOKYMEHTaM OPraHu3aluii pa3jJInyHbIX
(¢opm cobcTBeHHOCTH

IIK 2.1. OcymecTBasTh KOMIUIEKTOBAaHUE apXUBHBIMU JIeJIaMU (JIOKYMEHTaMH) apXHuBa
OpraHu3aIuu.

[IK 2.2. Bectn y4er apXuBHBIX Jen (AZOKYMEHTOB), B TOM YHCII€ C HCIOJIh30BaHUEM
aBTOMATHU3HPOBAHHBIX CHCTEM.

[1K 2.3. OcymiecTBasATh XpaHEHUE apXUBHBIX A€l (JOKYMEHTOB) C MMOCTOSIHHBIM CPOKOM
XpaHEHUs U 10 JIMYHOMY COCTaBY B apXUBE OpPraHU3alINU.

[IK 2.4. OcymiecTBnaTh XpaHEHHE, KOMIUIEKTOBAHUE, Y4YE€T W HCIOJIb30BAaHUE el
(1OKYyMEHTOB) BPEMEHHOT'O XpaHEHHUSI.

[IK 2.5. OcymiecTBasATh UCHOIB30BAHUE APXUBHBIX JEN (JOKYMEHTOB), B TOM YHCIIE C
WCIIOJIb30BAHUEM aBTOMATU3HPOBAHHBIX CHCTEM.

IIM.03 OcBoenue BHAOB pa0dOT 1O OJHOM WJIH HECKOJIbKHAM mpodeccusM padodmx,
JOJIKHOCTSIM CJTY’KALIMX

I1IK 1.1. OcymecTBiiTh npHeM-niepesady ynpaBieHUeCKOW MH(OpMAIMK C HOMOIIBIO
CpeJICTB MHPOPMAIIMOHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJOTUH.

I1IK 1.2. KoopaunupoBaTh paboTy MPUEMHON PYKOBOAMTEINS, 30H MpHUEMa pPa3IUUHBIX
KaTerOpui MOCETUTENIEW OpraHu3aliu.

I[IK 1.3. Bnagerp HaBbIKAaMU IUTAHMPOBAHHS pabOuero BPEeMEHH PYKOBOAMUTENS U
cekpeTaps.

I[IK 1.4. OcyuecTBiasiTh MOATOTOBKY JEJIOBBIX IOE3/I0K PYKOBOAMUTENS U JPYrux
COTPYIHUKOB OpPTaHU3AIUH.

IIK 1.5. Brmagerp cmocobamu oOpraHu3anu paboyero MpOCTpaHCTBA MPUEMHON U
KaOWHETa PyKOBOJIMUTEIIA.

I[IK 1.6. OcymecTtBiare paboTy MO NOATOTOBKE U TPOBEACHHUIO KOH(PEPEHTHBIX
MEpOIpUATHH, obecneunBaTh HMHPOPMAIMOHHOE  B3aUMOJEHCTBHE  PYKOBOAMTENS  C
MOAPA3ACICHUSIMU U T0JXKHOCTHBIMU JIMIIAMHU OpraHU3alliH.

IIK 1.7.  OdopMisate  OpraHM3allMOHHO-PACHIOPSIUTEILHBIE  JOKYMEHTBHl |
OpraHu30BbIBaTH PAabOTy C HMMM, B TOM UHUCJIE C HCIIOJb30BAaHHEM aBTOMATHU3HPOBAHHBIX
CUCTEM.



IIK 1.8. OdopmiaTh TOKYMEHTHI 10 JUYHOMY COCTaBYy M OPraHU30BBIBAaTH PabOTy C
HUMHU, B TOM YHCJI€ C UCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CHCTEM.

IIK 1.9. Opranu3oBbIBaTh TEKyllee XpaHEHUE JIOKYMEHTOB, OOpabOTKy naen s
OIEpaTUBHOTO U aPXHUBHOI'O XpaHEHUS, B TOM YHCIIE€ C UCIOJIH30BAHUEM aBTOMATU3UPOBAHHBIX
CUCTEM

OK O0I. BeiOuparh crnocoObl pemieHuss 3anad MpodeccHOoHATbHOM eITeTbHOCTH
IIPUMEHUTEIBHO K Pa3IMYHbIM KOHTEKCTaM;

OK 02. Hcnonb3oBaTh COBPEMEHHBIE CpEIICTBA IIOMCKA, aHAIM3a W HWHTEPIpETaluu
uHpopManMi ¥ WHGPOPMAIMOHHbIE TEXHOJOTHUH Ul BBINOJHEHHS 3a7ad MpoQecCHOHATbHOM
NeSITENbHOCTH;

OK 03. [TnanupoBath U peayn3oBbIBATH COOCTBEHHOE NMPOPECCHOHATHHOE U JIUYHOCTHOE
pasBUTHE, MPEINPUHUMATEILCKYIO AESITEIbHOCTh B IMpodeccruoHanbHOM cdepe, UCIONb30BaTh
3HaHUS M0 (UHAHCOBON 'PAMOTHOCTHU B PA3IMUHBIX KU3HEHHBIX CUTYAlIUAX;

OK 04. DddexTnBHO B3aMMOIEHCTBOBATh M pa0OTaTh B KOJUICKTHBE U KOMaH/IE;

OK 05. OcymiecTBasTh YCTHYIO U NMHUCBMEHHYI0 KOMMYHUKAIIMIO Ha TOCYIapCTBEHHOM
s3pike  Poccuiickoit ®eneparuu ¢ y4eTOM OCOOEHHOCTEH CONMAIBLHOTO W KYJIBTYPHOTO
KOHTEKCTA;

OK 06. [IlposBIsITE TpakAaHCKO-MATPUOTUYECKYIO TMO3UIMI0, JAEMOHCTPUPOBATH
0CO3HAHHOE TIOBEJICHNE Ha OCHOBE TPAIMIIMOHHBIX OOIIEYEIOBEUECKUX IEHHOCTEH, B TOM YHUCIIe
C Y4EeTOM TapMOHHU3ALUMA MEXHAIUOHAIBHBIX M MEXPETUTHO3HBIX OTHOIICHUH, NMPUMEHSTh
CTaH/apThl aHTUKOPPYNILIMOHHOTO TIOBE/ICHUS;

OK 07. CopeiicTBOBaTh COXPAaHCHHIO OKPYKAIOIICH Cpelbl, pPecypcocOepexreHuto,
NPUMEHATh 3HaHUS OO0 W3MEHEHWM KIMMaTa, MPUHLUIB OEpe’kIMBOrO IPOU3BOJACTBA,
3¢ (HeKTUBHO AEMCTBOBATH B UPE3BHIYAMHBIX CUTYALIUAX;

OK 08. Ucnonb30BaTh cpeacTBa PU3NIECKON KyIbTYpbl U1 COXPAHEHUS U YKPEIUICHUS
3I0pOBbsl B Tpollecce MPOQPECCHOHANBHON MEATENbHOCTH M MOANEPKaHUS HEOOXOAMMOro
yYPOBHSA (PU3NIECKON TTOATOTOBICHHOCTH;

OK 09. Ilonb3oBaTbcsi mpodecCHOHANbHON TOKYMEHTallMeld Ha TOCYyIapCTBEHHOM U
MHOCTPAHHOM fI3bIKaXx.

1.2.3. Koin4ecTBO YacoB HA OCBOEHHE NnmporpaMmasl MpaKTUKU:

[TpousBoacTBeHHAs TpakTHKA (IO MPOGUII0 CHENUAILHOCTH) — 6 Hexenb (216 yacoB).
[IpousBoacTBeHHas: pakTUKa (npeaaumioMHas) — 4 Henenu (1444qaca).



2. CTPYKTYPA U COJAEPKAHUE ITPOW3BOJICTBEHHOM MPAKTUKH

2.1. TemaTn4eckuii NJIaH NPOU3BOICTBEHHOH NMPAKTHKH

Kype IIpumepnas
HaumeHoBanus YciaoBus peajusaunu
. Bun npakTuku (cemecTp) | AIMTEJILHOCTH
npogecCHOHAIBHBIX MOYJIEi NPAKTHKH
U3yUYeHust NPaKTHKH
1 2 3 4 5
I[IM.01 3kype, 5
OcymiecTB/IeHHe OPraHU3aHOHHOTO H | TIPOU3BOJICTBEHHAS paccpenoTo4€eHo, ceme | 72 (2 Hen.)
JIOKYMEHTALHOHHOT0 00€ecIeYeHust KOHIIEHTPUPOBAHHO CTp
NeSITeIbHOCTH OPraHU3aUN
6ceco 72
IIM.02
Opranusauusi apxXuBHoii padoThl Mo paccpeoToueHo 3xype, 6 | 72(2nen)
" TIPOM3BOJICTBCHHAS ceMecT
JIOKYMEHTAM OpraHu3amuii pa3InuHbIX KOHIICHTPUPOBAHHO p
(opM coOOCTBEHHOCTH 6ceco 72
IIM.03 2 kype, 4 | 72 (2uen.)
OcBoenne BHI0B PadoT M0 OHOI WJIH paccpeioToYeHo CcemMeCTp
MIPOU3BOJICTBEHHAS
HEeCKOJbKHM nmpogeccusim padoynx, KOHLIEHTPUPOBAHHO
AOJIKHOCTSAM CJIYKALMX 6ce2o 72
3 xype, 6 144
IIIII1.00 Ipou3BoacTBeHHAS paccpenoToYeHo
(MpenaMMIIOMHAsST) MPAKTHKA HPOMSBOACTBEHTAA KOHIICHTPUPOBAHHO celechp
6ceco 144
2 Kypc, 4 72
Bcero 4yacoB o cemecrpam cemecTp
3 kype, 5 72




cemecTp

3 kypc, 6
cemMecTp

216

uToro

MIPOU3BOACTBCHHAA

216

MMpCAaUIITIOMHAas

144

360




2.2. Conep:kaHue NPON3BOACTBEHHOI MPAKTUKHI

Buabl npakTukn Conep:xxaHue NpaKTHKH O0bem ®opmMupyemble
4yacos KOMIeTeHIHH
1 2 3 4
IIM. 01 OcymecTBjieHHe OPraHU3ALUOHHOTO W TOKYMEHTAIIMOHHOTO 00ecnevyeHus 1eATeJIbHOCTH OPraHu3auuu 72
I1I1.01 ITpousBoacTBeHHAS MPAKTHKA 72
III1. 011 pousBoacTBennas npaktuka no | OpopmiieHHEe OpraHU3alMOHHBIX, BHYTPEHHHUX (ITPUKA3bl, PACTIOPSKEHHUS, 72 K 1.1-1.9

OpraHM3aliH JOKYMEHTAIHOHHOTO
obecreyeHus ynpasJeHus 1
(GYHKUMOHUPOBAHMSA OPTaHU3ALMU

JIOBEPEHHOCTH, 3aITUCKH, CIIPABKH, aKThI, IPOTOKOJIBI U JIP.) U UCXOASIINX
JOKYMEHTOB  OpraHu3allid  C  HCIOJIb30BAHMEM  COBPEMEHHBIX
MPOrpaMMHO-TEXHUYECKHUX CpEACTB. Kontpoib MPaBUIILHOCTH
cocTaBieHus, OQGOPMIICHHS JOKYMEHTOB (PEKBH3UTHI, OCOOEHHOCTH
HANMCaHMUs TEKCTOB, MHOTOCTPAaHUYHBIE JOKYMEHTHI), MOPAIKA U3JAHUSI
JOKYMEHTOB (¢ yu€ToM creuu(puKd CHCTEMbI JIJIONPOU3BOJCTBA
opranuzauuu). KoHcTpyupoBaHue OJaHKOB OpraHM3alMd, CO3/1aHUE
mabJIOHOB TOKYMEHTOB.

Opranuzanys TEKyLIEro XpaHEHUs NOKyMeHTOB. dopmupoBaHHE [€1 B
COOTBETCTBUM C  HOMEHKJIATypOWd i€l  OpraHu3alud.  YdacThe
B IIPOBEJICHUM DJKCIEPTU3bl IIEHHOCTH JOKyMEHTOB (CucreMaru3anus
JIOKyMEHTOB 1o CTPYKTYPHO-XPOHOJIOTHYECKOMY MPUHIINITY.
Odopmiienne yu€THBIX JOKYMEHTOB ITOCTYIUICHHS U BBIOBITHS JEI.
O3HakOMJIEHME C  YCTAaHOBJIEHHBIMM B OpPraHU3allud  IpaBUIAMU
NOJMOTOBKH TOKYMEHTOB K Iepeaaude B apxuB. [loAroroBka TOKyMEHTOB K
nepenave B apxuB. Odopmiienne nen. CocTaBieHHE ONMUCEH TOKYMEHTOB U
nen. CoctaBieHHME aKTOB BbIJAUH, IEPEIAUN, YHUUTOKEHHSI JOKYMEHTOB.
3HAKOMCTBO C KaTerOpUsMHU W BUJAAMH JOKYMEHTOB, OOpa3yIOUIMXCS B
OpraHu3allu¥,  COJEepXKaluX  KOH(PHUIACHIMAJIbHYI0  HH(popMaIuio.
Opranuzanus paboTel 1O 00pabOTKE MOKYMEHTOB OTPaHMYEHHOTO
noctyna.O3HaKOMJIEHUE C TNPUMEHSEMbIMM B OpraHU3allud CpeICTBaMU
Kpuntorpaguu  Ayg 3alUTBl  DJEKTPOHHBIX  JIOKYMEHTOB  C
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HCII0JIb30BaHUEM CIEIIMAJIBHOTO IIPOrPaMMHOTO o0ecreyeHusl.
BrimonaeHne paboT 1Mo 00eCIeYeHn 0 3alUThI AIEKTPOHHBIX TOKYMEHTOB
OT HECAaHKIIMOHUPOBAHHOTO JIOCTYTIA.

Opranuzanus  paboTbl  NpUEMHON(30H  mpuéMa  moceTuTenei):
pEryJIMpOBaHME  NOTOKA  IOCETUTENEeH, TMNpUEM U pEerucTpanus
nocerureneil. [lnanupoBanue paboyero 1HsS PyKOBOIUTENS M CEKpeTaps.
[loaroToBka AENOBBIX BCTPEY M MEPErOoBOPOB pykoBojauTens. PaGora mo
00CITy’)KUBAaHHUIO PA3IMYHBIX TUIIOB COBEIAHUH M COOIIOIEHUE MTPABUI UX
MOJTOTOBKU U TIPOBEACHMUS.

Benenne tenedoHHbIX mneperoBopoB. PuiubTpanus U IMepeajpecanus
3BOHKOB. [Ipuém u mepenaua tenedgoHorpamm, (pakcorpamMm, COOOIICHUN
10 3JEKTPOHHOM moure. VHpopMannoHHOe olOecnieueHue IesATeIbHOCTH
PYKOBOIUTEIS. O3HakoMJIEHHE c IIpaBUJIaMU paboThI
¢ KOH(uAeHIaNbHOW HHpOpMaLuel B OpraHu3alyH.

Pabora 1Mo 03HAKOMJICHHIO C COCTaBOM M OCOOEHHOCTSIMH JOKYMEHTOB
OpraHu3allyy, PEryIUPYIOLUINX TPYAOBbIE OTHOMICHUs (OpraHU3alMOHHO-
pacnopsAUTENbHbIE JOKYMEHTBI, JOKYMEHTHl [0 JINYHOMY COCTaBY,
TPYZIOBOH JIOrOBOp, JAOTOBOP O MaTe€pUANbHOM OTBETCTBEHHOCTH M T.A.).
OdopmiieHne TOKYMEHTOB 10 JUYHOMY COCTaBy M WX KOMHU (TpH
HEOOXOIUMOCTH). 3HAKOMCTBO C CHCTEMOW YHH(UIIMPOBAHHBIX (OpM
NEePBUYHON YYETHOW MOKYMEHTAI[MH OpTraHHW3alid. 3amoiHeHue (opm
NEePBUYHON yu€THOU nokyMeHTanuu. PaboTa ¢ 3asBIEHUSMU 10 JIUYHOMY
COCTaBy, BeleHHE U odopmileHHe TPYyIOBBIX KHIXEK.Mcnonb3oBanue
CD/]] npu paboTe ¢ KaAPOBBIMH JOKYMEHTAMHU.

IIM. 02 Opranusauusi apXuBHOii PadoTHI M0 IOKYMEHTAM OPTraHU3ALMI Pa3IHYHBIX (JOPM COOCTBEHHOCTH 72

III1.02 ITpou3BoaCcTBEHHAA 72

NPaKTHKA

I1I1. 02ITpousBoacTBenHasi NpakTHKa B | 3ydeHne  mpaBoBBIX  (YUPEOUTENBHBIX) U PACIOPSIUTEIbHBIX 72 K 2.1.- 2.5

apxXuBax NpeanpHsTHiH, YUYpeKACHUH,
OpraHu3auui

JIOKyMEHTOB OpraHM3alMl — MECTa IPOXOXKICHUS NpPAKTUKHU (nanee —
OpraHu3aIum) ¢ 1eablo coopa HHPOPMAIMH JIJIs1 ICTOPHUUECKON CIIPABKH K
ApXMBHOM ONKCH, ONIPEICIICHNUS TPAHUI] ApXUBHOTO (DOH]IA OPTraHU3AIHH.
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Ydyactie B KOMIUIGKTOBAHMM  apXWMBa  OpraHu3ald JejlaMH
(TOKyMEeHTaMH1) MOCTOSIHHOTO M JOJITOBPEMEHHOr0 XpaHeHus. M3yueHue
ApPXUBHBIX JOKYyMEHTOB OPTaHU3alMHU C LEIbI0 UCKIIOUEHHS JTyOIeTHOCTH
uHboOpMalluy, NPOBEPKU (PU3UUECKOrO0 COCTOSIHUS JAeN  (MOJUCTHBIN
MPOCMOTP JIeT).

Cuctemaruzanusi JIOKyMEHTOB B  COOTBETCTBUM C  BbIOpaHHOM
opraHuszanuer cxemoul. I[IpuMeHeHHMEe CXeMBbl pPa3MEIIEHUsI CpPEICTB
XpaHEHMUs. apXUBHBIX JOKYMEHTOB OpraHu3alMd Ipu Hpuéme e
(moxymeHnToB) Ha xpaneHnue. OdopmiieHue Tonorpapuueckux ykazarenei
B apXMBOXPAHWIHUILE OPraHU3aLUH.

OdopmiieHne sIpIBIKOB Ha MEPBUYHBIE CPEACTBAa XpaHeHUs. Pa3memnienue
HOMOJIHEHU apXuBHOro (oHma. OdopmiieHne y4€THBIX JOKYMEHTOB
MOCTYIJICHUS U BBIOBITUS JEJI.

Odopmienne AOKyMeHTalMM Mo y4€ry (oHIa mosb3oBaTens, (HoTo-,
ayJIn0-BU3yaJbHBIXJOKYMEHTOB, AIEKTPOHHBIX TOKYMEHTOB.
Odopmiienne y4é€tHeIx (OpM apxuBa OpraHu3aluM. YdacTue B
IPOBEJECHUN SKCIEPTU3bl LEHHOCTU JIOKYMEHTOB OpraHM3alMd Ha
OCHOBAaHMU HAy4YHBIX KpUTEpUEB UX I[IEHHOCTHU U HOPMATHUBHBIX
JIOKYMEHTOB: MepeyHe u HoMeHKaTyp. OnpeneneHne CpoKkoB XpaHEHUs
JOKYMeHTOB U aenl. OdopmieHne kapTouek-3aMecTUTeNe! aena.
[IpoBepka HamuuMsi U COCTOSIHUSI apXUBHBIX JOKYMEHTOB OpIraHM3alUHU.
BblsiBIIeHHE TOKYMEHTOB € MOBPEXICHUSAMH MaTEpUAbHBIX HOCUTENCH.
Opranuzanus  po3bicka  HeoOHapyXeHHbIX  nen.  Odopmienue
JOKYMEHTALUH 110 Pe3yabTaTaM IPOBEPKH.

PaGora mno co3maHu0  CIPaBOYHO-TIOMCKOBBIX  CPEACTB  apXHBa
OpraHu3alui, B TOM 4YHCIE€ C [PUMEHEHHEM HH(POPMAIMOHHBIX
TEXHOJOruil. Yuyactie B (OPMHUPOBAHUU OCHOBHBIX M BCIIOMOTaTENIbHBIX
ApXMBHBIX  CIIPaBOYHUKOB, B TOM 4YHCJIE€ C  HCIOJb30BaHUEM
aBTOMAaTH3UPOBaHHBIX cucteM. CocTaBleHHE apXUBHOW ONUCH Jell
MOCTOSIHHOTO XpaHeHHs. OpopMIICHHE ONUCH JIE] [0 JTUYHOMY COCTaBY.
Odopmienue onucu nen BpemeHHoro (cBeime 10 jeT) cpoka XpaHEHUS.
Ilouck wuHbopMamuu MmO 3ampocy IOJIb30BaTeNs, B TOM YHUCIE C
UCIIOJIb30BAaHUEM aBTOMAaTH3MPOBAaHHBIX cucTeM. McnosHeHune 3ampocoB
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[0 MOMCKY apXHUBHBIX JeJI (JJOKYMEHTOB) OpraHM3allMd, B TOM YHCIE C
HCIOJIb30BaHNEM MH(POPMAITMOHHBIX TEXHOJIOTH.

IIM.03 OcBoenne BHA0B padoT 10 0AHON HJIH HECKOJIBLKUM NMpodeccusM padounx, JOIKHOCTAM CIYKAIUX

II11.03 Ilpon3BoacTBeHHASI IPAKTHKA 110
COBEePIIEHCTBOBAHHIO
npodecCHOHATBHBIX HABBIKOB MO
npodeccun 21299 Jlenonponssoautens

CocraBnenue rpaduueckoin CXEMBbI CTPYKTYpBI CILYKOBbI
JIOKYMEHTAIMOHHOT'O 00eCeueHHs.

W3ydeHue cTerneHn aBTOMAaTU3allUU JI€JIONPOU3BOICTBEHHBIX MPOIIECCOB:
HaJIN4Us BBIYMCITUTEIHHON TEXHUKH, JIOKaJIbHOM CeTH,
CHEUAIN3UPOBAHHOTO MPOTrPAMMHOI0 00ecreyeHHsl 11l aBTOMATHU3aluN
JIeJIOTNIPOU3BOJICTBEHHBIX OIEpaIfii, BBISIBICHHE CTEINEHU OCHAIEHHOCTH
pabouynx MeCT BBIYUCIUTEIBHON U OPraHU3allMOHHON TEXHUKOMN

AHanu3  JOBMKEHUS  BXOJSINErO, HCXOAALIET0 M BHYTPEHHETro
JOKYMEHTOIIOTOKOB, OIpEJENIeHue MyTed INOJIYy4eHUs U OTIpPaBKU
JIOKYMEHTOB, MOpSAKa Mepelaui JOKYMEHTOB BHYTPH YUPEIKICHUS
Nzydyenue TopsiAKa MePBUYHOM 00paboTKu MTOCTYIHBIIICH
KOPPECIIOHJICHIIMM, [paBUJI IpUEMa, COPTUPOBKM U  OTIPABKHU
JIOKYMEHTOB. BrinonHeHne paboThl M0 00paboTKe BXOMSIICH, HCXOIAIICH
U BHYTPEHHEH KOPPECTIOH ICHIIHH.

N3yueHus co3qaHHbIX 0a3 naHHbIX. M3yueHue cuctemMbl HHPOPMALMOHHO-
CIPAaBOYHON paboOThI, ONPEIEIIEHUE TOro, KAaKUX HOCHUTEISIX CO3/aH
CIPaBOYHOMH(OPMALMOHHBIN (HOHZ, KTO HMMEeT NpaBO MOJIb30BATHCA
UH(POPMALIMOHHO-TIOUCKOBOW CUCTEMOM.

N3yueHuss opraHum3zalud W TEXHOJIOTMM  KOHTPOJSl ~ HCIOJHEHUS
JIOKYMEHTOB. BBIICHEHHE HalU4usi OTBETCTBEHHOTO 3a OSTOT Y4YacTOK
palboThbl, JTOKYMEHTOB, PErVIAMEHTUPYIOUIMX 3TOT BHUJ JESATEIBbHOCTH.
AHanu3 nepeuHel OKYMEHTOB, IOJUIEKAIUX KOHTPOJIIO, OINpEAETICHUE
KOJINYECTBA JTOKYMEHTOB, HaXOJSALIMXCS Ha KOHTpOJIE, YCTaHOBJIEHUE
CPOKOB HCIIOJTHEHUS

Pabota ¢ 6maHKamMM OpraHNU3allMOHHO-PACTIOPAIUTEIBHON TOKYMEHTAIUH.
Odopmiienue cirykeOHBIX TTHUCEM PA3TUIHBIX BHIOB

Odopmiienue nucem, nepeaaBaeMbIX 3JIEKTPOHHOM MOYTOH.

Pabota ¢ xagpoBoil qokymeHTanueil. [lepuunas yueTHasi 1OKyMEHTaLUs
0 JINYHOMY COCTaBY

Odopmienne nOpuUKa3oB 1O YHUPUIMPOBAHHOW Qopme: mpueMm,

72

MK1.1-1.9
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nepeMenieHue, yBOJIbHEHUE
Odopmnenne  yHHUGUIIMPOBAHHBIX (GOpM TO  Kaapam: OTIYCK,
KOMaHJIUPOBKH
Odopmnenue TpynoBoi KHKKH. OPopMIIeHHE 3aMKCei MO0 MOOIIPEHHUIO,
MIPEMUPOBAHUIO

IIIII1.00 [Ipon3BoacTBeHHAS
(mpexauNIOMHASA) NPAKTHKA

IIM.01 OcymecTB/IeHHe OPraHU3ALHOHHOI0 H I0KYMEHTAIIMOHHOTO
obecrnevyeHus esiTeTbHOCTH OPraHU3aAMH

O3HaKOMJICHUE CO CTPYKTYpPOI OpraHu3aIiK

CocTaBieHHe UCTOPUIECKON CITpaBKu 0 (hOHI000pa3oBaTeIe
Onpexaenenre oobemMa JOKYMEHTOO0OPOTa 3a IMPEAMISCTBYIOITUH MECHII.
Breimonnerne pabotel Mo 00paboTKE BXOIAIIEH U HCXOASIICH
KOPPECTIOH ICHIINH

WN3yyenune opraHu3anuu W TEXHOJOTUHM  KOHTPOJISI  MCIOJHEHHUS
JIOKyMEHTOB

. U3yuenue u ananus nopsiaka ohopmieHus e

['pynnupoBKa UCIIOHEHHBIX JOKYMEHTOB B JieJia

OdopmieHue 10KyMEHTOB AJIs CJa4d B apXUB.

IIM.02 Opraau3anusi apxuBHOH Ppa0oTbI MO JOKYMEHTaM OpraHM3anui
pa3iu4HbIX GOpM COOCTBEHHOCTH

CocraBnenue akta 00 yHUYTOKEHUH JOKYMeHTOB CocTaBieHne
KJ1accu(UKaTOpOB yKazaTesen

CocraBieHue 3arojl0BKOB J1€]

[Tpuém u pa3melieHrne JOKYMEHTOB B apXHBe

Odopmiienne yu€THBIX JOKYMEHTOB

IIM. 03 OcBoenue BHI0B padOT MO OJHOIH WM HECKOJILKHUM Npodeccusim
padounx, JOKHOCTSAM CIY:KAUIAX

Pabota B mporpaMmmax 31€KTPOHHOTO JOKYMEHTOOOO0POTa, UCIIOIb3yEeMbIX
Ha 0a3e MmpakThKe.

CocraBnenue U opOpMIICHHE JTOKYMEHTOB IO YKa3aHUIO PYKOBOJIUTENS
MPaKTUKH

NuauBuayaibHoe 3a1aHue

BoinonHeHne MHAMBUYaJbHOTO 3aJlaHUSl B COOTBETCTBUM C TEMATHUKOMN
BBIMTYCKHON KBaTHU(UKAIMOHHON pabOThI

144

IK .1.-1.9,
I[IK2.1-25
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3. YCJOBUS PEAJIMBAIIAU ITPOU3BOJACTBEHHOM NPAKTUKH

3.1. Tpe6oBaHUsA K MUHUMAJIBHOMY MAaTEPHATIbHO-TEXHUYECKOMY 00ecIieYeHHI0

Jns  peanuzanuu  OporpaMMbl  POM3BOJICTBEHHOM MPAKTUKU HMMEETCs HaJu4us
NpoUIBHBIX OpraHW3alii pa3HBIX THIIOB, KOTOPBIE COOTBETCTBYIOT TpEeOOBaHUSAM MJIst
MpoBeACHUSI TpakTUKH 10 crenuanbHoctd  46.02.01 JlokymeHTaIlmoHHOe oOecredeHue
YIOPABICHUS U ApXUBOBEICHUE

[IpakTka opraHu3yeTcs Ha OCHOBAaHHMM JIOTOBOpa, 3akitouaemoro mexnay I'BIIOY PA
«AIIK um. X.AunpyxaeBa» 1 IpoQHUILHONW OpraHu3aluei.

[lpu opranuzanuu NOpPakTUKH OpO(UIBHBIE OpraHMW3alMd CO3Jal0T YCJIOBUSA IS
peanu3any KOMIOHEHTOB 00pa30BaTEeNLHOW MPOTPaAMMBI, MPEAOCTABISIIOT 000pyIOBaHUE U
TEXHUYECKHUE CPENCTBA OOy4eHHs] B 0ObeMe, MO3BOJISIIOIIEM BBHIMOJIHATH ONpeesIeHHbIE BUIIBI
paboT, cBs3aHHBIE ¢ OyayIIeH MpodecCHOHANIBHON NeATeTbHOCTRI0 00YUaIOIUXCSL.

[IpakTrika MOXET OBITH OpPraHU30BaHAa HEMOCPEACTBEHHO B MAacCTEPCKUX, ayIUTOPHUIX
KOJUIEKA.

3.2. Nudopmanmonnoe odecnevyenne o0ydeHust

IIM.01 OcymecTBi/ieHHe OPraHU3AMUOHHOIO U JOKYMEHTALMOHHOI0 olecrevYeHust
JAesITeJIbHOCTH OPraHu3alumn

OcHOBHbIE HCTOYHHKH:

1. Kopuee, M. K. JlokymeHTanmoHHOE oOOecHeueHHE YIpPaBICHHUA: YYEOHMK H
MPaKTUKYM JUIsl cpeaHero npodeccuonanbHoro oopazosanus / . K. Kopuees, A. B. Ilmenko,
B. A. Mamypues. — 2-e u3j., nepepad. u non. — Mocksa: M3narensctBo FOpaiit, 2022. — 384
c. — (IIpodeccronanbroe ob6pazopanme). — ISBN 978-5-534-05022-6. — TekcT: 31eKTPpOHHBIN
// OBC HKOpaiit [caiit]. — URL: https://urait.ru/bcode/472550. KacesnoBa, [. IO.
Jlenonpou3BOACTBO W JApyrue acrnekTsl padotel cekperaps / [.}0. KacesnoBa — 7-e u3n.,
nepepab. u non. — MockBa: M3mgarensctBo Abak, 2020. — 304 c. Anryxosa, H.®. Cuctemsl
3JIEKTPOHHOTO JOKyMEHTOoOOpoTa: ydeOHoe mocodoue / AntyxoBa H.®D., JI3t06enko A.JI.,
Jlocea B.B., Yeunkos F0.b. — Mocksa: KunoPyc, 2022. — 201 ¢. — ISBN 978-5-406-02705-9.
— URL.: https://book.ru/book/936560. — TeKcT: 31eKTPOHHBII.

JlonoJIHUTeIbHAS JTUTEpaTypa:
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Poccun. [Dnextponnsiii pecypc]. URL: http://constitution.kremlin.ru/

2. Tpynosoit Kopexc Poccuiickoit Penepamun. CIIC «KoHCyIbTaHT —ILTHOCY.
[DnexTponnsiii pecypc]. URL: http://www.consultant.ru/document/cons

3. ®enepanphbiii 3ak0H Ne 5485-1 «O rocymapctBeHHoM TaitHe» ot 21.06.1993 CIIC
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4. ®enepanbubiil 3akoH Ne 98-D3 «O xommepueckoit TaiiHe» ot 29.07.2004. Cucrema
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pecypc]. URL:http://www.consultant.ru/document/cons

6. ®enepanpHbld  3ak0oH OoT 27.07.2006 Ne 149-®3 «0O06 wuHpopmanuu,
MH()OPMAMOHHBIX TeXHOJOrusX W o 3amute wHGopmarumy. CIIC «KoHCYIBTaHT TUTFOCH.
[Dnexrponusiii pecypc]. URL:http://www.consultant.ru/document/cons

{. ®enepanbhblif 3akoH oT 27.07.2006 Ne 152-®3 «O nepconanbHbix gaHHbIX». CIIC
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NIPaBOBOW W HOPMATUBHOTEXHHWYECKOW HUHPopMmauuu. [DnexTponHslii pecypc]. URL:
https://docs.cntd.ru/document/ 902304770?marker

20. Iocranosnernne Muntpyna Poccun ot 26.03.2002 Ne 23 «O6 yrBepxkaenun Hopm
BpeMEeHH Ha paboThl MO JOKYMEHTAllHOHHOMY OOECIEYEHHUIO YIPABICHUECKUX CTPYKTYP
(benepanbHBIX OpPraHOB HCIOMHHUTENbHON BiacThy. Koncopumym «Konekc». DieKTpOHHBIH
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(¢oHI TpaBOBOW M HOPMATHBHO-TEXHMYECKOM HHpopMmaiuu. [DnexTpoHHslii pecypc]. URL:
https://docs.cntd.ru/document/901816605

21. TIlpukaz3 Muntpyna Poccum ot 19.04.2018 Ne 266 «O0 yTBepkaeHUH
npodeccuoHanpbHoro crangapra "Crenuamuct mo (GOPMHUPOBAHHMIO SJIEKTPOHHOTO apxuBa'y.
CIIC «KoHcynbrant TLTEOCY. [DneKTpOHHbIN pecypc].

URL:http://www.consultant.ru/document/cos_doc

22. Ilpukaz3 Muntpyna Poccum ot 15.06.2020 Ne 333n «OO0 yTBepxkaeHUH
npodeccuonanbHoro crangapra «CrnenuanucT N0 OpraHU3allMOHHOMY U JIOKYMEHTAllHOHHOMY
obecrieuennto ymnpapneHusi opranmszanuein»y. CIIC «KoHcynbTaHT 1mTtocy. [DIIEKTPOHHBIN
pecypc]. URL: http://www.consultant.ru/document/ cons doc LAW 357714/

23. Ilpukaz Muntpyna Poccun ot 19.05.2021 Ne 320H «O6 yrBepkaeHUU (HOPMBI,
nopsiJika BeieHus U XpaHeHus TpyaoBbix KHUKEK». CIIC «KoHCYIbTaHT IIIIOCY. [DIEKTPOHHBIM
pecypc]. URL:http://www.consultant.ru/document/cons

24. Tlpuka3 Munzapascomnpas3sutus Poccun ot 14.08.2008 Ne 424H «OO6 yTBEepKIAeHUU
peKOMEHJAMKA TO 3aKIIYEHUIO TPYIOBOrO JIOTOBOopa ¢ pPaOOTHUKOM  (heaepalibHOro
Oro/KeTHOTO yupexaeHus u ero mnpumepHodr ¢opme». CIIC «KoHcymbTaHT IUIIOCH.
[DnexTponnslit pecypce]. URL:http://www.consultant.ru/document/cons

25. Tlpukaz Munkynbetypsl Poccun ot 31.03.2015 Ne 526 «O6 yrtBepxkaenuu [IpaBuin
OpraHM3alMi XpaHEHUs, KOMIUIEKTOBAaHUS, Y4€Ta W HCIIOJIb30BAHUS JTIOKYMEHTOB ApPXUBHOTO
¢donna Poccuiickoii @enepanyiv U IpYyrux apXvMBHBIX JOKYMEHTOB B OpraHax rocyJapCTBEHHOI
BJIACTH, OpraHax MECTHOIO CaMOYIpAaBJIEHUS U opraHuzauusax». PenepanbHOe apXHUBHOE
areHTcTBO. [DnekTponHbiii pecypc]. URL: http: http://archives.ru/documents/ministry-orders/
prik_526_2015.shtml

26. Ilpuka3z PocapxuBa ot 11.04.2018 Ne 44 «O6 yrBepxknaenun [IpumepHoit
MHCTPYKLMHU IO JIEJIONPOU3BOJICTBY B rocynapctBeHHbIX opranumzanusx». CIIC «KoncynbTanT
wirocy. [Dnekrponnslit pecype]. URL:http://www.consultant.ru/document/cos_doc

27. Tlpuka3z PocapxuBa ot 22.05.2019 Ne 71 «O06 yrBepxaenun IIpaBun
JIEJIONPOU3BOJICTBA B TOCYJApCTBEHHBIX OpraHax, OpraHaXx MECTHOTO CaMOYIpPaBIICHUS.
®denepasnbHOE apXHUBHOE areHTCTBO. [DnexTponHbIit pecypc]. URL:

http://archives.ru/documents/rules/office-work-rulesgos.shtml

28. Tlpuka3 PocapxuBa ot 20.12.2019 Ne 236 «O06 yrBepkaenun llepednsi THIIOBBIX
yIpaBICHUYECKUX AaPXUBHBIX JOKYMEHTOB, OOpasyrolMXcs B TMpolecce AeSITeIbHOCTU
roCy/lapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIPAaBJIEHUS U OpPraHMU3allli, ¢ yKa3aHUuEeM
CPOKOB MX XpaHeHMs». DenepanbHOE apXMBHOE areHTCTBO. [DnekTpoHHbId pecypc]. URL:

http://archives.ru/documents/perechen_typdocs.shtml

29. Ilpuxa3 PocapxuBa ot 20.12.2019 Ne 237 «O6 ytBepxnaeHuu MHCTpyKIMH 1O
npuMeHeHuto [lepeuHsi THMOBBIX YIpaBICHUECKUX APXHMBHBIX JOKYMEHTOB OOpa3yroIIMXCs B
IpoLecce AEATEIbHOCTH T'OCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIPABICHUS U
OpraHu3ainuii, ¢ yKa3aHHEM CpPOKOB HX XpaHeHus». DenepanbHOE apXUBHOE areHTCTBO.
[Onexrponnslii pecypc]. URL: http://archives.ru/documents

30. INpuka3 Pocapxupa ot 09.12.2020 No 155 «O6 yrBepxkaeHuu [IpaBun opranuzanuu
XpaHEHUs, KOMIUIEKTOBaHHUsA, y4€Ta M MCIIOJIb30BAHUSA HAYYHO-TEXHUYECKOW TOKYMEHTallUU B
OpraHax rOCyJapCTBEHHOW BJIACTH, OpPraHax MECTHOTO CaMOYIIPaBJIE€HUs, TOCYAAPCTBEHHBIX U
MYHHMLMNAIBHBIX OpraHu3anusix». denepaabHoe apXUBHOE areHTCTBO. [DIEKTPOHHBIN pecypc].
URL: http://archives.ru/documents

31. Ipuka3 PocapxuBa ot 24.12.2020 Ne 199 «OO0 yrBepxkaeHUH MeTOINYECKHX
pexkoMeHaanuii 1o pa3paboTKe HMHCTPYKIMH IO JEJIOMPOU3BOJCTBY B TOCYAapCTBEHHBIX
opraHax, opraHax MECTHOIO camoynpasieHus». DenepanbHOe apXMBHOE areHTCTBO.
[DneKTpOoHHBIIH pecypc]. URL: https://archives.gov.ru/documents/methodics/2020-
recommendations-deloproizvodstvo.shtml

32. TlocranoBnenue I'ockomcrara Poccum ot 05.01.2004 Ne 1 «OO yTBepkaeHUU
YHU(UIUPOBAHHBIX (OPM MEPBUYHON YUETHOW JOKYMEHTAIMU 1O YUYETY TPyZAa M €ro OIjIaTbD»
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CIIC «KoHcynbTant TLTEOCY. [DnexTpOoHHbIN pecypc].

URL:http://www.consultant.ru/document/cons

33. TOCT 9327-60 bymara u wm3zpenuss u3 Oymaru. Ilotpeburennbckue (Gopmatsl
Koncopruym «Komekc». DneKTpoHHBI (QOHI TIPaBOBOM W  HOPMATHUBHO-TEXHUYECKOM
uHdopmarmu. [Inekrponnsiid pecypc]. URL: http://docs.cntd.ru/document/1200004908

34. TOCT P UCO 23081-1-2008 HarmonaneHsrid ctanmapT Poccuiickoir denepariu.
Cuctema ctangapToB mo uH(popMaiyy, OUOIMOTEeYHOMY M HM3AaTelbckoMmy neny. [Iporecchb
yIpaBieHHs JoKyMeHTaMu. MeTtanannubie 1t JokyMeHToB. Hacth 1 [Ipunnunel. Koncopuuym
«Kogmexcy». DnexTpoHHbIM (OHJ TPaBOBOM M HOPMATUBHO-TEXHHYECKOW HH(pOpMAIUH.
[DnexTponnsiii pecypc]. URL: https://docs.cntd.ru/document/1200067603

35. T'OCT P 54471-2011/ISO/TR 15801:2009 «Cucrtembl 3JEKTPOHHOTO
JTIOKYMEHTOO0OpOoTa. YTpaBieHue JokyMeHTanuen. Madopmanus, coxpansemas B JJIEKTPOHHOM
Buze. PexomeHgammuu 1O OOECIEYEHHIO JOCTOBEPHOCTH M HaaEkHOCTH» KoHcoprumym
«Komekc». DnekTpoHHBIH (GOHA TNPaBOBOW W HOPMATHBHO-TEXHHYECKOW HMH(POPMAIIHH.
[DnexTponnsiii pecypc]. URL: http://docs.cntd.ru/document/gost-r-54471-2011

36. TOCT P 7.0.8-2013. Cucrema ctangapTtoB 1mo uH(popManuu, OUOIMOTCUHOMY H
n3/aTenbCcKoMy Jeny. Jlenonpou3BOACTBO M apXWBHOE Jel0. TepMUHBI U ONPEIEIICHUS.
Koncopriuym  «Komekc». DneKTpoHHBIH (QOHI TIPaBOBOM W  HOPMATHUBHO-TEXHHUYECKOM
uHdopmarmu. [Inekrpornsii pecypc]. URL: http://docs.cntd.ru/document/1200108447

37.TOCT P 53898-2013. Hannonanensiii ctangapt Poccuiickoit @enepanuu. Cructembl
AJIEKTPOHHOI'O JOKyMeHTooOOpoTa. B3aummopneicTBue cucTteM ynpaBieHHs JOKYMEHTaMHU.
Texuuuyeckue TpeOoBaHUS K  dIeKTpoHHOMY cooOmieHuto. Koncopumym  «Komekey.
DOneKTpoHHBIA (HOHI MPaBOBOM M HOPMATHBHO-TEXHHUYECKOW HHGOpMAIMU. [DIEKTPOHHBIN
pecypc]. URL: https://docs.cntd.ru/document/1200108037

38. T'OCT P MCO 30300-2015 Haumonanbenbiii ctanmapt Poccuiickoit ®eneparuu.
Cucrema cTanapToB o uHhopManuu, OUOTHOTEYHOMY U U3JaTeNIbcKoMy neny. Madopmarus u
nokyMmeHTanusi. Cuctemsl ynpaBieHHUs JOKyMeHTaMU. OCHOBHBIE TOJOXKEHUS M CIOBapb.
Koncopunym «Kogekc». DOnekTpoHHBIM (OHIA MPaBOBOM U  HOPMATUBHO-TEXHUYECKOM
nHpopmarmu. [DnektpoHsbiid pecype]. URL: https://docs.cntd.ru/document/1200128331 'OCT
P 7.0.95-2015.

39. Haumumonaneublii cranpapt Poccuiickoit ®denepanmu. Cuctema CTaHAApTOB IO
nH(popManuy, GUOINOTEYHOMY U U3JIATEIbCKOMY JeNy. DJIEKTPOHHbIE TOKYMEHThl. OCHOBHBIE
BUJIbI, BBIXOJHBIE CBEICHHs, TEeXHoJormueckue xapakrepuctuku. Koucopuuym «Komekcy.
DNeKTpOHHBIA (POHI MPaBOBOM M HOPMATHUBHO-TEXHHUYECKOW HMH(pOpMAIMH. [DIEKTPOHHBIN
pecypc]. URL: https://docs.cntd.ru/document/1200128317

40. TOCT P 7.0.97-2016. Cucrema ctaHaapToB 1o uHpopManuu, OMOIUOTEUHHOMY U
u3narenbckoMy aeny. OpraHu3allMOHHO-pAacloOpsiAMTENbHAS JOKyMeHTauus. TpeOoBaHUS K
opopmienuto gokymeHToB. CIIC «KoncymbranT mmtoc». [DnektponHsiii pecypc]. URL:
http://www.consultant.ru/document/cons_doc_LAW_ 44595/

41. TOCT P UCO 15489-1-2019. HatmonaneHslit cTangapt Poccuiickoit ®eneparui.
Cucrema cTanmapToB 10 HHPOPMAIIMH, OMOJIMOTEYHOMY U U3/IaTelbckoMy aeny. Muadopmarus u
JNOKyMeHTauus. YmnpasieHue JgokymeHTamu. Yacte 1. Ilomstus wu  npunmunsr  CIIC
«KoncynpranT mirocy. [Dnekrpornsii pecype]. URL:http://www.consultant.ru/about/

42. Obuepoccuiickuii knaccupukaTop npodeccuit pabounx, JOHKHOCTEH CIyXKalux U
TapuHBIX pa3psanoB. [DnektpoHHbiil pecypce]. Koncopumym «Komekc». DmeKTpoHHBIN (GoHIT
[IPpaBOBOM u HOPMAaTUBHO-TEXHUYECKOU uHpOpMaLIUH. URL:
https://docs.cntd.ru/document/9029638

43. KpanmpuKaoHHBIH CIIPaBOYHUK JOJDKHOCTEH PYKOBOJIUTENEH, CHEIHATUCTOB U
Ipyrux ciyxkamux. [DnektpoHHblii pecypc]. Koncopmuym «Komekc». DaeKkTpoHHBIN (GOHI
IIPaBOBOM u HOPMAaTUBHO-TEXHUYECKOU UHpOpMaLINH. URL:
https://docs.cntd.ru/document/58839553? marker656010
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44. Enunelii TapuQHO-KBANU(UKALMOHHBIA CIpaBOYHHUK padoT U nmpodeccuii pabouux,

oTpacieBble  KBaNU(UKALMOHHBIE  CHpPaBOYHMKM  [DnektponHbli  pecypc].  URL:
https://docs.cntd.ru/document/901927009
45. OO6mepoccuiickuit KJIaCCU(PUKATOP 00BEKTOB aIMUHHACTPATUBHO-

tepputropuanbHoro jgeneHuss (OKATO) [DOnextponnbiii pecypce]. Koncopuumym «Koaekcey.
OnexTpoHHBIM  (GOHJI TNPaBOBOM W HOpMaTUBHO-TexHHUYeckod  uHpopmarmu. URL:
https://rosstat.gov.ru/opendata

46. Oo6mepoccuiickuii kinaccupuxkatop uHpopmanuu o Hacenenun (OKMH) CIIC
«KoncynbranT mmocy [Dnektponnsiit pecype]. URL: http://www.consultant.ru/document/cons

47. O6mepoccuiickuii kaccudukatop ynpasieHueckoit nokymenrtanuu (OKY /) CIIC
«KoncynbranT mmocy [Dnexktponnsiit pecype]. URL: http://www.consultant.ru/document/cons

48. Oo6mepoccuiickuii kinaccudukarop npeanpustuii u opranusanuii (OKITO) CIIC
«KoncynpranT mirocy [Dnekrponusiit pecype]. URL: http://www.consultant.ru/document/cons

49. OOmepoccHiickuii  KitacCH(pHUKATOp creruansHocTeii mo oopasoanuio (OKCO)
CIIC «KoHcynpTaHT TLITFOCH [DJ1eKTpOHHBII pecypc]. URL:
http://www.consultant.ru/document/cons

50. Obmepoccuiickuii knaccuduratop npodeccuit padbounx, TOHKHOCTEH CITyKaIINX U
tapudusix pazpanoB (OKIIATP) CIIC «Koncynerant mmtoc» [DnextponHslid pecypc]. URL:
http://www.consultant.ru/document/cons

51. CrnpaBouHo-tipaBoBasi cuctema «l'apant» [DnexkrpoHHblii pecypc]. URL:garant.ru
CrnpaBouHno-nipaBoBas cucrteMa «Koncopuuym Konekcy [Dnexkrponnsiii pecype] . URL: Konekc
- Ilpodeccuonanbubie crpaBounble cuctembl - Komekc (kodeks.ru) OdwunmanbHbiii calT
MoitOduc. [Dnekrponnsiii pecypc] URL: https://myoffice.ru

52. OdunmanbHbIi calT mporpaMmbl i pacno3HaBanust Tekcta ABBY'Y FineReader.
OdunmanbHbIHI caiT KOpIopanuu Adobe. [DneKTpOHHBIH pecypc]
URL:https://www.abbyy.com/ruru/Finereader/ Odunmansnsiii caiit Microsoft Office. CnpaBka.
Odunmansuelil caiiT Microsoft [Dnexkrponnsiii pecypc] . URL: https://support.office.com/

53. Kypnan «CrpaBOYHHK KaJIpOBUKA» [DneKkTpoHHBII pecypc].
URL:http://e.spravkadrovika.ru/

54. Kypnan «CrnpaBouHUK cekperaps U oduc-MeHeIkepa» [DIeKTpoHHBIH pecypc].
URL: http://www.sekretariat.ru/

55.  XKypuan  «Cexkperapp  pedepent»  [Onekrponnsiii  pecypc].  URL:
http://www.profiz.ru/ Xypuan: JlemonpousBoacTBO ¥ JOKYMEHTOOOOPOT HA TPEANPHUATHH.
[Dnextponnsiii pecype]|. URL: https://delo-press.ru/journals/documents ECM-Journal — noptan
0 uudpoBU3aIUHU, 3JIECKTPOHHOM JOKYMEHTOOOOpOTE M OW3Hecmporeccax. [DICKTPOHHBIN
pecypc]. URL: https://ecm-journal.ru/

56. MunnctepctBo mnpocsemenus Poccuiickoit deneparuu. [DIeKTpoHHBIN pecypc].
URL: https://edu.gov.ru/ ®enepanbubiii moptran "Poccuiickoe oOpazoBanue". [DIeKTpOHHBIN
pecypc]. URL: http://www.edu.ru/

57. denepalbHbII LEHTP UH(POPMALIMOHHO-00pa30BaTEIbHbIX pecypcoB.
[OnexTponnsiit  pecypc]. URL: http://fcior.edu.ru/ denepanbHblii IIEHTP 3JIEKTPOHHBIX
00pa3oBaTelIbHBIX pecypcoB. [Dnekrponnsiid pecypc]. URL: http://fcior.edu.ru/

58. EnnHOe OKHO 1oCTyna K 00pa3oBaTebHBIM pecypcam. [DIeKTpOHHBIM pecypc].
URL: http://window.edu.ru/

ITIM.02 Opranun3anus apXuBHOM PadOTHI 110 JIOKYMEHTaM OPraHU3aluil pa3In4HbIX
(¢opm cobcTBeHHOCTH

OcHOBHBIEC HICTOYHUKHU:

1. A6ymamze JI. I'. JlokymeHTanmoHHOE OO€CIIEUeHHE YIPABICHHUS TIEPCOHATIOM:
y4eOHUK M MPAKTUKYM JJIsl CpeHero npodeccronanbHoro oopasosanus / 1. I'. Abynanse, U.
b. Bempspkkuna, B. M. MacnoBa. — 2-e¢ u3n., nepepad. u mon. — MockBa: M3aaTenbcTBO
IOpaiiT, 2022. — 370 c¢. — (IIpodeccuonansuoe odpazosanue). — ISBN 978-5-534-15076-6.
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— Texct: anexrponnsiit / DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/487121.

JlonoJIHUTeIbHAS JTUTEpaTypa:

1. AngpeeBa B.U. Jlemompou3BoACTBO: oOpraHuM3aiuss W BEICHHE: y4eOHO-
npaktudeckoe rnocooue / Anapeesa B.M. — Mocksa: KnoPyc, 2020. — 294 ¢. — ISBN 978-5-
406-00580-4. — URL.: https://book.ru/book/934225. — TekcT : 37eKTPOHHBIA.

2. AnzopoBa C.II. Opranuzanuss TpyAa TOCYJapCTBEHHBIX M MYHHUIUIAIbHBIX
ciayxanux : yueonoe nmocooue / C.I1. Anzopona, C.I'. denopuykoBa. — Mocksa : UHOPA-M,
2022. — 160 c. — (Beicuiee obpa3oBanue: bakanaspuar). - ISBN 978-5-16-016369-7. - Teker :
anektponnsii. - URL: https://znanium.com/catalog/product/1151473. — Pexum gocTyma: 1o
TIOJIITHCKE.

3. bynar P.E. JlokymeHTaIimOHHOE 0OECIIeueHNE YIpaBIICHHs IEPCOHAIOM: Y4eOHOe
nmocobue / P. E. Bbymar. — MockBa: UHOPA-M, 2019. — 234 c¢. + Jlon. maTepuais
[[DnexTponnsIil pecype]]. — (Bricmiee obpazoanue: bakamaspuar). - ISBN 978-5-16-010318-
1. - Tekct: snexktponnbiit. - URL: https://znanium.com/catalog/product/1007087. — Pexum
JIOCTYTIA: 10 TOIHCKE.

4. I'yryeBa T.A. Kon¢puaenumansHoe Ienonponu3BoAcTBO: yueOHoe mocodue / T.A.
I'yryeBa. — 2-e¢ usn., nepepad. u qon. — Mocksa: UHOPA-M, 2022. — 199 c¢. — (Cpennee
npodeccuonansHoe odopazoBanue). - ISBN 978-5-16-016585-1. - Tekcr: anekrpornsiid. - URL:
https://znanium.com/catalog/product/1191331. — Peskum mocTyma: 1o moIIHCKe.

5. I'ycapoa M.H. OprasuzaiiioHHO-MH()OPMAlMOHHOE U JOKYMEHTAIlHOHHOE
o0ecreyeHne AesITeNbHOCTH PYKOBOIUTENS: yueOHO-MeToanueckoe nocodue / M. H. I'ycapona,
C. B. T'opkym. — Mocksa: PTY MUPDA, 2022. — 106 ¢. — TekcT : anekTpoHHbIH // JlaHs :
anekTponHOOHOaKOoTeuHas cucrema. — URL: https://e.lanbook.com/book/176556. — Pexum
JOCTyMA: JUUIsl aBTOPHU3. TIOJIb30BaTEIICH.

6. Henonpoussoactso: yueOHuk / T.A. beikoBa, JL.M. Bsnosa, FO.M. Kykapuna,
JI.B. Cankuna; nox oOmr. pen. moim. T.A. beikoBoit. — 4-e u3a., nepepad. u gon. — Mocksa :
NHOPA-M, 2022. — 393 c. + Jomn. martepuansl [[DnexkTpoHHBI pecypc]]. — (Bricuiee
obpazoBanue: bakanaspuar). — DOI 10.12737/1014190. - ISBN 978-5-16-014992-9. - Tekcr:
anextponnbid. - URL: https://znanium.com/catalog/product/1014190. — Pexwum moctyma: 1o
TIOJTITHICKE.

7. Hoponuna JILA. JlokyMeHTallMOHHOE oOOecleYeHue yIpaBleHUs: Y4eOHMK U
MPaKTUKyM [JIs cpenHero mnpodeccuoHanbHoro obpaszoBanus / JILA. Jloponwna, B. C.
WputukoBa. — Mocksa: UznatensctBo lOpaiit, 2022. — 233 c. — (IIpodeccuonansuoe

obpazoBanue). — ISBN 978-5-534- 05783-6. — Texkct: anekrponnsiii // OBC KOpaiit [caiiT]. —
URL: https://urait.ru/bcode/473802.

8. KonduaenmumanpsHoe  IEJOMPOU3BOJACTBO W 3alUIICHHBIM  AJIEKTPOHHBINA
nokymenroobopot: yuebnuk / H.H. Kynses, A.C. [JIémymxun, T.B. Kongpamosa, A.I.
®abpuunoB; mox oomr. pea. H.H. Kynsesa. - 2-e uzj., nmepepad. u gorm. - Mocksa : Jloroc, 2020.
- 500 c. - (HoBas ynuBepcurerckas Oubnmnoteka). - ISBN 978-5-98704-711-8. - Tekcr :
anektpounsii. - URL: https://znanium.com/catalog/product/1212394. — Pexum goctyma: 1o
IIOAIIUCKE.

9. KopneeB U.K. Texnuueckue cpencra ynpasienus: yueOnuk / M.K. Kopnees,
I''H. Kcannonyno. — Mocksa : UHOPA-M, 2019. — 200 c. — (Boicuiee obpazoBaHue:
bakamaBpuar). - ISBN 978-5-16-003620-5. - Tekcer : omekrponbii. - URL:
https://znanium.com/catalog/product/991843. — Pexxum qocTyma: 1mo moimmucKe.

10. Kysneron N.H. JlokyMeHTalnoOHHOE obecrieueHue yIIpaBJICHUS.
JIOKyMEHTOOOOPOT Y JACNONPOM3BOACTBO: Y4EOHMK M MHPAKTUKYM JJIsI  CPEIHEro
npodeccuonanpHoro oopazoanus / M. H. Ky3nemnos. — 3-e uza., nepepad. u gom. — Mocksa:
WznatensctBo FOpaiit, 2022. — 462 ¢. — (I[Ipodeccuonansuoe obpazoBanue). — ISBN 978-5-
534-04604-5. — Tekcr : osnektponnsid // DObC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/470020.
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https://urait.ru/bcode/473802
https://urait.ru/bcode/470020

11.  Ky3ueuoB M.H. JlokymeHTanmoHHOE oOecredyeHue YIpPaBICHUS IEPCOHAIOM:
y4eOHHUK U MPAaKTUKYM JUIsl cpefiHero npodeccuoHaibHoro odpaszosanus / M. H. Ky3nenon. —
Mocksa: MsnarensctBo FOpaiit, 2019. — 521 c. — (IIpodeccuonansHoe oOpa3oBaHHE). —
ISBN 978-5-534- 04451-5. — Tekcr : anmektponubii / OBC HOpaiit [caiit]. — URL:
https://urait.ru/bcode/444432.

12. Oprasmsamusi  cekperapckoro ooOcmyxmBannu: OYMK / B.B.Tamaxos,
O. b. Hazapenko, [DOnektponHoe yuebHoe wusnanue]. — (Cpemnee mnpodeccuoHaIbHOe
obOpa3oBaHue - Tekcr: SJIEKTPOHHBIN. - URL: https://www.academia-
moscow.ru/catalogue/5411/347093/ Aptuxyn u3ganus: 601817641

13. [TaBmoBckass O.}O. IIpaBoBoe obecredeHue KaapoBOTO JACIONPOU3BOCTBA!
yueOHoe mocobue 11 By3oB / O.1O. TaBnoBckas. — Mocksa : MU3natensctBo HOpaiit, 2022, —
213 c. — (Bricmee oo6pazoBanue). — ISBN 978-5-534-11565-9. — Tekct: anekrponusiii / 3bC
IOpaiir [caiit]. — URL: https://urait.ru/bcode/476289.

14. CocHoBas A. AccucteHT pykoBoauTens. Jlaidxaku npodeccuu: KHUTa-TPEHUHT /
A. CocnoBas. - Cankr-IlerepOypr: ITutep, 2022. - 208 c. - ISBN 978-5-4461-1489-4. - Tekcr:
anektponnsii. - URL: https://znanium.com/catalog/product/1817493. — Pexum goctyma: 1o
TIOJTITHICKE.

15. [[IumoB O.B. CoBpeMeHHbIE TEXHOJIOTMM W TEXHUYECKHE CpEeJCTBA
uHpopmaruzanum: yaeouuk / O.B. IlIumoB. — Mocksa : UTHOPA-M, 2022. — 462 c. + Jlom.
Matepuansl [[DnexkTpoHHbid pecypc]]. — (Cpennee npodeccuonanpHoe oopazoBanue). - ISBN
978-5-16- 017112-8. - Texct : AIIEKTPOHHBIH. - URL:
https://znanium.com/catalog/product/1764799. — Pesxum mocTyma: 1o MOIITHCKE.

16.11lyBasioBa H.H. OCHOBBI J1eJ0NPOU3BOICTBA: YUYCOHUK M MPAKTHKYM JUISI CPEIHETO
npodeccuonanpHoro odpazopsanus / H.H. IllyBanosa, A.}FO. NBaHoBa; moa oOmiei pemakiuei
H.H. UlyBayoBoii. — 2-e¢ m3., nepepad. u gom. — Mocksa: M3natenscto HOpaiit, 2022, —
428 c. — (IIpodeccuonanvuoe obOpazoBanue). — ISBN 978-5-534-11014-2. — Tekcr:
anexkrpounbiit // DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/469548.

IIM.03 OcBoeHue BUI0B padoT MO OJHOH MJIM HECKOJILKHM Npodeccussm padounx,
HOJIZKHOCTAM CJIYKALIHX

OcHOBHBIC HCTOYHHKHU:

1. [Tmenko A.B. JlokymMeHTanmoHHOE oOecreueHue yrpaBieHus: y4el. Uil CTy..
yupexxaeHuil cpena.mpod.oopazosanus / A.B.ITmenko, JI.A./loponnna. — U13a. 17 e, crep. —
M.: U3narensckuii neHTp «Akanemusi», 2019.- 224 c.

2. . Opranuzanuss apXMBHOM U CHPaBOYHO-MHPOPMAIMOHHON paboThl MO
JIOKYMEHTaM OpraHM3aluu: y4eOHUK Ul CTYI. yUpexaeHuil cpes. npod. odpazoBaHus: B 2 4. —
Y. 2/ EMM. bypora, E.B. Anekceesa, JI.Il. AdanacreBa, A.E. PoamonoBa; nox pea. E.M.
Bbyposoii. — M.: M3narensckuii neHTp «Akaagemus», 2016-400 c.

3. Jenonpoussoactso. HpopmanmoHHO-IpaKTUYECKUH KypHAT

4. Poccuiickuii  MCTOpPUKO-apXMBOBEAUECKHM JKypHal «BecTHMK ApXuBHUCTa»
(www.vestarhive.ru)

JlonmoJIHUTeIbHAS JTUTEPaTypa:

1. CnpaBounas mpaBoBas cucreMa Koncynprant [Lmtoc [DnekTponHsIil pecypce] //
URL:http://www.consultant.ru. UutepHeT-pecypchbl
2. NudopmanmonHo — mpaBoBoe obecnedyenne [Dnextponnsiii pecypc] // URL:

http://www.garant.ru
3. Komekcet wm  3akonmst P®  [DOmektponnsnii  pecypc] //  URL:
https://www.zakonrf.info

4, [Topran PRO — JlemompousBoactBo. s pykoBomauteneit cimyx0br JJOY u
cekpeTapeit Bcex ypoBHeit [Dnekrponnsiii pecypc]| / URL:https://www.sekretariat.ru
5. [Topran ApxuBsl Poccun: http://rusarchives.ru/
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https://urait.ru/bcode/476289

6. Caiit 'KY PX «Hanumonansnelii apxus»: http://arhivch19.ru/ 27. Caiir
Munuctepctsa KynbTypbl PXhttps://culture19.ru/
7. OdunnanbHbIHI canT KOMIIaHUU «Koncynprantllroc»
http://www.consultant.ru/
3.3. O6uue Tpe6oBaHMS K OPraHU3aIUM 00pa30BaTEeJIbHOI0 NMpouecca

[TpakTuka Kak BUJ MPAKTUYECKON MOJTOTOBKHM OPraHU3YyeTCs IyTeM HEMOCPEICTBEHHOTO
BBITIOJTHEHUSI OOYYalOIIMMUCS  OMNpEAENEHHBIX BHAOB paloT, CBS3aHHBIX C Oymaymieit
poeCCHOHAIBHON AEATENbHOCTHIO.

Conepkanne  mMpakTHKH  obOecrmieunBaeT  OOOCHOBAaHHYIO  IOCJEIOBATEIHHOCTH
¢dopmupoBaHHUS Yy OOy4YalOIIMXCSl CHUCTEMBl YMEHMH, LEJIOCTHON mpodeccrnoHaIbHON
NEeSATENBHOCTH M TMPAKTUYECKOro ombITa B cooTBeTcTBUM c TpeboBanusmu PI'OC CIIO mno
cneunanbHocTd 46.02.01 JlokyMeHTallMOHHOE 0OecrieueHue yIpaBlIeHUs] U apXUBOBEICHHE.

ConepxaHue NMPAKTUKH €KErOJHO KOPPEKTUPYETCS B COOTBETCTBHHM C COJEP:KaHUEM
npoeCCHOHAILHOTO MOAYJS € YYEeTOM 3alpocoB MOTpeduTeneld oOpa3oBaTeNbHBIX YCIyT
(oOpa3oBaTenbHBIX OpraHu3alnid, paboToaaTENCH ), a TAK)KE Ha OCHOBE aHan3a 3((HEKTUBHOCTH
MIPOBEICHUS PAKTUKHU B MPEIbITYLIHIA TEPUOI.

[IpousBoacTBEeHHAsT MpaKTUKa MOXET MPOBOAMTHCS KaK KOHIEHTPUPOBAHHO, TaK H
paccpenoTo4YeHO, YepeaysCh ¢ TEOPETUUECKUMH 3aHATUSMH,B COOTBETCTBHHM C KaJCHIAPHBIM
y4eOHbIM TpadukoM W ydeOHbIM TutaHoM. [IpakThka TPOBOAUTCS HAa OCHOBE JOTOBOpa O
MPAKTUYECKON TOATOTOBKE 00YJAIOIUXCs, 3aKI0YaeMOro MeX Iy KOJIJIe[KEM U OpraHu3anuei,
OCYIIECTBISIONMICH  NIEATEIbHOCT, 10  MPO(UII0  COOTBETCTBYIOIIEH  00pa3oBaTeIbHON
IPOTPaMMBl.

[lpakTika OCYIIECTBISIETCS IOJA  PYKOBOJACTBOM  IIpernojaBaTesied  JUCIUILINH
po¢heCCHOHATFHOTO IIUKJIA ¥ HACTABHUKOB OT MPO(UIBLHON OpraHU3aIHy.

[IpakTrika 00y4arOIIKUXCS C OTPAaHUYECHHBIMH BO3MOXKHOCTSMHU 3J0POBbsI M1 MHBAIHJIOB
OpPTraHu3yeTcsi C YYEeTOM OCOOCHHOCTEH NCHXO(U3MUYECKOTo pa3BUTHSA, HWHIWBUAYAIbHBIX
BO3MOXKHOCTEH U COCTOSHUS 37]0POBbSI.

Ilpu HeoOXoguMoOCTH OOydarolIecs TMPeIOCTABISAIOT CBEIEHUS B MPOQUIBHYIO
OpraHu3auio 00 OTCYTCTBUU y HUX OIPaHUYCHHI Ha 3aHATHE TPYIOBOU NEATEIbHOCTBIO.

B mepuox mpoxoxkIeHus MPaKTUKU OOy4arolMMCsl BEAETCS THEBHHUK MNpakTHKH. [lo
pe3yinbTaTaM MpPaKTUKH OOYYarolIMMCS COCTaBIIETCS OTYET, KOTOPBIA yTBEpKAaeTcs
npodupHOM opranm3amnueii. ®opMbl OTYETHOCTH MO UTOTAM MPAKTUKU: aTTECTAIIMOHHBINA JIHCT,
XapaKTepUCTHKA, JTHEBHUK TNPAKTHKH C MaTepHalaMu, MOATBEPKAAIOIIMMU MPAKTHYECKUN
OTIBIT, TIOJTY9E€HHBIN Ha IPAKTHKE.

OOyuaromuecs, coBMemarone oOydyeHHe ¢ TPYIOBOM JAESTENbHOCTBbIO, BIIPaBe
MIPOXOANUTh TIPOM3BOJCTBEHHYIO TMPAKTHKy B OpPraHM3alMd IO MecTy paboThl, eciH
ocyliecTBIsieMas MU NpodecCHOHaIbHAs IeATEIbHOCTh COOTBETCTBYET LIEJISIM MPAKTUKH.

3.4.KanpoBoe odecnieueHue 00pa3oBaTejILHOIO NMpoiecca
TpebGoBaHus K KBATH(PHUKAIIUHN TIEIarOTHIECKUX KaJIPOB, OCYIIECTBISIOMINX PYKOBOJICTBO

MPaKTUKOW: BhICIIEe 00pa3oBaHHE, COOTBETCTBYIOMIEE MPOGUITI0 MPOhEeCCHOHATEHOTO MOYJIS,
Y OTIBIT IEATEIHHOCTH B OPTaHU3AIMSIX COOTBETCTBYIOMIEH MpodeccHoHaTbHON Chepshl.
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4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHUS
MPOU3BOJICTBEHHOM MPAKTUKH

Pe3yabTaThl DopMbI U
(ocBOeHHBIC OcHoBHBIE IOKa3aTeH OLEHKHU MeTObI
npogeccuoHAIbHbIE pe3yabTara KOHTPOJISl U
KOMIIETEHIIUH) OLlEHKH
K 1.1. OcymectBnsate npuem- | [IpaBunbHOCTD 3aIl0JIHEHUS | -aHaAIU3
rnepenavy YIPABJICHYECKON | )KypHana  perucTpauuy IpuemMa | HOpMaTUBHOU
nH(pOpMalIUY ¢ TOMOUIBIO CPEJCTB | MOCETUTENEH, yMEHUE COCTaBJIATh | TOKYMEHTAIUU;
MH(POPMALIMOHHBIX U [ rpagux  paboThl  PYKOBOIMTEJNS, | -BBIIOJHEHHE
KOMMYHUKAI[MOHHBIX TEXHOJIOTUM. | yMEHUE COCTABIATh KpaTKuil | MHOAMBHTyaJIbHBIX
pedepaT KypHaJIbHONH CTaThU MO | 3a7aHUM;
TEME, WHTEPECYIONIEH | -co3/1aHue
PYKOBOIUTEISA YIPABJIEHYECKOT O
JOKYMEHTA;
[IK 1.2. KoopaunupoBatb paboTy | ymeHue OpraHu30BaTh | -HabMONCHUE  3a
IIPUEMHON  PYKOBOJUTENSA, 30H | pErUCTPALUIO YYaCTHHMKOB | xomoM
IIpUeMa pPa3IuYHbIX KAaTErOpui | KPyIHOTO  COBELIAHUWSA,  3HAHUE | BRITOIHEHMS
IIOCETUTENIEN OpraHU3aLUu. OpaBUIl COCTAaBICHHUS U MOPSAOK | paboT;
o(opMiIeHHs] KpaTKHX IPOTOKOJIOB | -Gecesa 1o
I[IK 1.3. Biagers HaBbIKaMH | COCTaBJICHUE IJlaHa  JEJIOBOM | pe3yabTaram
IUTAHUPOBaHMsI paboydero BpEMEHHU | MOE3IKH PYKOBOJIHUTENSA | BBIIOJIHEHHOMN
PYKOBOAMTEIS U CEKPETapsl. KOHKPETHOW OpraHu3aluu paboTshI;
TIK 1.4. OcymectBisats | [IpaBunbHOCTD odopmiieHus | -3allUTa OTYETA 110
NOArOTOBKY  JICJIOBBIX IIOC3JI0K | U 3alOJIHCHUS PCKBHU3UTOB B | BBIIIOJIHEHHOM
PYKOBOIUTEIISA Hu JAPYrux | opraHM3alMOHHO - | pabote

COTPY/HUKOB OpTaHU3AIIH.

pactopAAUTECIIbHBIX JOKYMCHTAX;

1.5. Bnagers criocodamu
OpraHu3aIuu pabouero
MPOCTPAHCTBA MPUEMHOMN 51

KaOMHeTa PYKOBOIOUTCIIA.

CooTBeTcTBUE CTPYKTYpe U (popme
JOKyMEHTa
CobnroieHue CpOKOB HCITOJIHEHUS
JOKYMEHTOB

IIK 1.6. OcymiecTBnsTs paboTy 1mo
MOJITOTOBKE WM TPOBEACHUIO
KOH()EePEHTHBIX MEPOTPUSITHIA,
obecrieunBaTh MH(POPMAIIMOHHOE
B3aUMO/JICHCTBUE PYKOBOAUTENS C

[lpaBunbHOCTE  OhOpMIICHUS U
CHCTeMaTH3anus TOKYMEHTOB,;
[IpaBuIBHOCTD odopmieHus
HOMEHKJIATYPHI /1€,
IlocnenoBarenbHOCT

NOJIpa3/IeICHUAMU U | pacnosyioxeHus JOKYMEHTOB B JI€JI0,
JOJIKHOCTHBIMU JHMLAMHU | IPaBUIbHOE 0(OPMIICHHE JIET
OpraHu3alum.

IK 1.7. Odopmisats | IlpaBuibHOCTB oopmienus
OpraHU3alMOHHO- JIOKYMEHTOB I10 JINYHOMY COCTaBy,

pacnopsiANTENIbHbIE JOKYMEHTBl U
OpraHH30BBIBaTH pabOTy C HUMH,
B TOM YHCIE C HMCIOJb30BaHUEM
ABTOMATHU3UPOBAHHBIX CHCTEM.

3HAHHME 3aKOHOJIATEIHHBIX aKTOB IO
pabote c JIOKyMEHTaMH,
coJiepKaluMu
KOH(HUICHITHATBHYIO
uHpOPMAIIHIO;

[lpaBuina paboThl C JOKYMEHTaMH,
COZePKAITUMH
KOH(pHUACHITHATBHYIO HHPOPMAIIHIO
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I[IK 1.8. OdopmMisiTh NTOKYMEHTHI | 3HAHME  HA3HAYEHHUS,  MOPAIOK
o JTUIHOMY COCTaBy U | COCTaBIICHUs, TMpUEMa-Tiepenadn |
OpPraHu30BBIBaTH PabOTy ¢ HHUMH, | ydera Tese(hOHOrpamm;

B TOM YHCJIE€ C HCIOJb30BAaHUEM | MPABUIBLHOCTH COCTaBJICHU,
ABTOMATHU3HPOBAHHBIX CHCTEM. nepenayn u OPUHSTHS

TeseOHOrpaMMbl

TIK 1.9. OpranuzoBeiBath | CuctemaTu3anus JIOKYMEHTOB
TEKylIee XpaHEHUE OKYMEHTOB, | BHYTPH zena, MIPaBUILHOCTH

00paboTKy A€ I OTIEPAaTHBHOTO
U apXUBHOTO XpaHCHUS, B TOM
qucie c UCTIOJIb30BaHUEM
ABTOMATH3HPOBAHHBIX CHCTEM.

dbopMupoBaHHsS [lena K Iepenaye
€ro Ha apXMBHOE XpaHEHUE

TIK 2.1. OcymiecTBISITh
KOMIUIEKTOBaHHE aApPXUBHBIMH
nenamMu  (IOKyMEHTaMH) apXuBa

3HaTh JNOKYMEHTBI, 3aKpEIUISoNue
pe3ynbTaThl 3KCHNEPTU3bl LIEHHOCTU
JIOKYMEHTOB, YMETb I0JIb30BAThCS

OpraHu3aluu. MIEPEUHsIMU  JIOKYMEHTOB  JUIs
IIPOBE/ICHUS SKCIEPTU3bl LIEHHOCTH
B rocy/1lapCTBEHHOM U
BEJJIOMCTBEHHOM apXHBax

[IK 2.2. Bectu yuer apxuBHbIX | [IpaBUIBHOCTH  3alOJHEHUS U

nen (IOKYMEHTOB), B TOM YHCIIE C
WCIIOJIb30BAaHUEM
ABTOMAaTHU3UPOBAHHBIX CUCTCM.

opopmiienus rpad B mporpamme
«DONEKTPOHHBIM JTOKYMEHT», YMETb
paboTaTh B Ka4eCTBE MOJIb30BATEII
C IOporpaMMoil 1O OCHOBHBIM
HaIpaBJICHUSIM apXHBOB

1K 2.3. OcyuiecTBasTh XpaHEHHE
apXUBHBIX /€] (IOKYMEHTOB) C
TIOCTOSTHHBIM CPOKOM XpaHEHUS U
10 JTMYHOMY COCTaBY B apXHBE
OpraHHU3aluy.

[lpaBunbHOCTE  OQoOpMIIEHUS U
3aI0JIHEHUS KJIacCU(UKATOPOB,
Tabenen,

crpaBOYHUKOB. COOTBETCTBHE
CTpyKType H (QopMe JOKyMEHTa.
3HaTh YHU(PUIMPOBAHHYIO CUCTEMY
JOKYMEHTAIH

I1K 2.4. OcyuiecTBisTh XpaHEHHUE,
KOMILIEKTOBaHHE, YUET U
WCIIOB30BaHUE JIeT (JJIOKYMEHTOB)

[TpuHLIMTIBL CHUCTEMaTU3aLHUN
JIOKYMEHTOB BHYTPH donna,
MPABWIBHOCTh (DOPMHUPOBAHUS JIET

BPEMEHHOT'O XpaHEHHUSI. K TIepeiadye UX Ha apXHUBHOE
XpaHEeHUe
[IK 2.5. OcymiecTBisTh OcymecTBiieHHe KOHTPOJIS

HCIIOJIb30BAaHNE aPXUBHBIX /€]
(1OKyMEHTOB), B TOM YHUCJIE C
HCII0JIb30BaHUEM
aBTOMAaTU3MPOBAHHBIX CUCTEM.

YCIIOBUM XPaHEHUS JOKYMEHTOB M
OLIEHKa (DPU3MUYECKOrO COCTOSHUS
JNOKYMEHTOB. IIpaBriIbHOCTD
COCTAaBJICHUS YYETHBIX JTOKYMECHTOB
B roCyapCTBEHHOM u
BEJIOMCTBEHHOM apXUBaxX
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@®opMbl M METOAbI KOHTPOJS M OLUEHKH pPe3yJbTATOB NPAKTHKH JOJKHBI IO3BOJIATH
NpoBepATh y o0y4yammmxcsli He TOJbKO CcGOPMHPOBAHHOCTH NPOdecCHOHATIBHBIX
KOMIIETeHIIHi, HO U Pa3BHTHE 00N X KOMIIETEHINI H 00eCIIeYHBAIOIINX UX YMEHH 1.

PesyabTarsl
OcHOBHbBIE NOKA3aTeJIU OLlEHKH ®opMBbI 1 METObI
(ocBOeHHBIE 00IIUX
pe3yJabTaTa KOHTPOJISA M OLEHKHU
KOMIIETCHIIHH)

OK 01. BsiOupats- qeMoOHCTpanys HHTEpeca K OyayIei KoHTponb BeIOTHEHUS
CHOCOOBI peneHus npoQeccruu; -yCIenTHOe BHITIOTHEHNE HPaKTUYECKUX 3a1aHUi.
3a/1a4y 3aJJaHUs IPOTPaMMBbl MPO(PEeCCHOHANBHOTO | Y CTHBINM WIIM TECTOBBIN
po¢ecCHOHaIBHON MOJTYJISt KOHTPOJIb TEOPETUYECKHX
JNEATEIIbHOCTU 3HaHUM.
MIPUMEHUTETBHO K AnHanus 1 o1ieHKa
pa3IMYHBIM peteHui mpoOIEeMHBIX
KOHTEKCTaM; CUTYyaluH.

[IpoBepounbie pabOTHI IO
KaXKJ101 Teme.
ArTTecTanus 1o
MPOU3BOCTBEHHOM
MpaKTHKE.

OK 02. HUcnons3oBath
COBPEMEHHBIC CpEJICTBA

MOUCKa, aHalmu3a M
WHTEPIpETAIHN
uHpopMaIu u
nH(pOpMaLIMOHHbIE
TEXHOJIOTHH IS
BBINOJIHEHUS 3aj1a4
npodeccruoHanbHON
JeSITeTbHOCTH

- 000CHOBaHME BHIOOPA ¥ MPUMEHECHHE
METOOB U CIIOCOOOB peIIeHUs
podeCCHOHANBHBIX 3a7]a4 B OPTaHU3aIIUN
JIOKYMEHTAI[MOHHOTO 00eCTIeYeHHUS
yIpaBiIeHUS U QYHKIIMOHUPOBAHUS
OpraHu3aluy; - 1eMOHCTpaIUs

3¢ (PEKTUBHOCTH M KaueCTBa BBITOTHEHUS
npoecCHOHABHBIX 33a4.

KoHTpoJib BhIMOTHEHUS
MPaKTUYECKUX 3a/IaHUM.
VY CTHBIN WITH TECTOBBIN
KOHTPOJIb TEOPETUUYECKHUX
3HAHHH.

AHanms U olieHKa
perieHnii MpoOIEeMHBIX
CUTYaLlUH.

[IpoBepounbie paboOTHI 1O
KaXkJ101 Teme.
ATTecTanus 1mo
IIPOU3BOJICTBEHHOM
MpaKTHKE.

OK 03. ImanupoBats u
peann30BhIBATH
coOCTBEHHOE
npodeccuoHaIbHOE U
JMYHOCTHOE Pa3BHUTHE,
MIPEeANPUHUMATEIECKYIO
JeSITENBHOCTD B
npogeccroHaIbHOM
cdepe, UCTIONIB30BAThH
3HAHMA 110 PUHAHCOBOM
IPaMOTHOCTH B
Pa3TUYHBIX KU3HEHHBIX
CUTYaIHUAX

B3aumopeiictBue 1 paboTta B KOJUICKTUBE U
KOMaHJIE

KonTpoJib BeIMOTHEHUS
MPAKTUYECKUX 3aJaHUM.
Y CTHBIN WM TECTOBBIHN
KOHTPOJIb TEOPETUYECKHUX
3HAHHH.

Amnanu3 1 oLeHKa
pelieHnit mpoOIeMHBIX
CUTYyallUM.

[IpoBepounbie pabOTHI 1O
KaXkJI0i TeMe.
ATTecTanus 1o
MPOU3BOACTBEHHOMN
MpaKTHUKe.

OK 04. 3¢dpexrruBHO

- HAaXO0XJACHHUE U UCIIOJIb30BAHUC

KOHTpOJ'IL BBITIOJTHCHUA
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B3aUMOJIENICTBOBAThL U
paboTaTh B KOJUICKTHBE
U KOMaHe

uHpopmanuu 171 3hHeKTHBHOTO
BBITIOJTHEHUSI PO ECCHOHANIBHBIX 33/1a4,
po(heCcCHOHAILHOTO ¥ TUYHOCTHOTO
pa3BHUTHS

IIPAKTUYECKUX 3aJaHUM.
Y CTHBIN WM TECTOBBIN
KOHTPOJIb TEOPETUYECKHUX
3HAHHH.

Amnanu3 U oLeHkKa
penieHnuit mpoOIEMHBIX
CUTYyallUM.

[IpoBepounbie pabOTHI 1O
KaXKJI0M TeMe.
ATTecTanus 1mo
MIPOU3BOJICTBEHHOM
MpaKTHKE.

OK 05. OcyiecTBasTh
YCTHYIO ¥ IICBMEHHYIO
KOMMYHHKAIIUIO Ha
rocyaapCTBEHHOM
s13bIKe Poccuiickom
denepanyu ¢ yueToMm
0coOeHHOCTEH
COIIMAJILHOTO U
KYJIbTYPHOT'O KOHTEKCTa

- IEMOHCTpAaIys HaBBIKOB B UCIIOJIb30BAHUU
MH(POPMAIMOHHO-KOMMYHUKAITMOHHBIX
TEXHOJIOTUI B MpoQecCHOHaTBHON
JesATEIbHOCTU

KonTpoJib BeIMOTHEHUS
IIPAKTUYECKUX 3a/IaHUM.
Y CTHBIN WIM TECTOBBIN
KOHTPOJIb TEOPETUUYECKUX
3HAHUM.

Ananmms u oleHKa
pelieHnit MpoOIeMHBIX
CUTYallUM.

[IpoBepounbie pabOTHI 1O
KaXKJI0M TeMe.
ATTecTanus 1o
MIPOU3BOICTBEHHOM
MpaKTHUKe.

OK 06.
rpaXKaaHCKO-
IIATPHOTUYECKYIO
MO3UIHIO,
JEMOHCTPHUPOBATH
OCO3HAHHOE TIOBEJICHHE
Ha OCHOBE
TpaIULNOHHBIX
00111eYeTI0BEUYECKUX
LIEHHOCTEMN, B TOM YHCIIE
c y4eToM
rapMOHU3AIUN
MCXKHAITMOHAJIBHBIX
MEKPETUTUO3HBIX
OTHOILICHUH, TPUMEHSITh
CTaHIapThl
AHTUKOPPYIIIMOHHOTO
IIOBCACHU A

[IposiBiaTh

u

- B3aUMOJIEWCTBHUE C O0OY4YarOIUMUCH.
MPETNoIaBaTeNIIMHU B X0 00yUeHUs

OK 07. CopneiicTBOBaTh
COXPAHCHHIO
OKpYKaroIlel cpebl,
pecypcocOepekeHHIo,
MIPUMEHSITh 3HAHHS 00
W3MCHECHHUHU KIIUMaTa,
TIPUHITUITBI

- IJIAHUPOBAHUE TOBBILIECHUE TUYHOCTHOTO
Y KBaJU(UKALMOHHOTO YPOBHS

KoHTpoib BBITIOIHEHUS
MPAKTUYECKUX 3aJaHUM.
YCTHBIM UITH TECTOBBIN
KOHTPOJIb TEOPETUUECKUX
3HAHUH.

Anamms u oleHKa
peIIeHnid TPOOIEMHBIX
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OepexITMBOTO
MIPOU3BOJICTBA,
¢ dexTUBHO
JIEICTBOBATH B
Ype3BhIYAITHBIX
CUTYaITUSIX

CUTYyaLUi.

[IpoBepounbie pabOTHI IO
Ka)XII0N TEME.
ATTecTanus 1no
IIPOU3BOCTBEHHON
NPaKTHKE.

OK 08. Hcnoonwn3oBath

cpenctBa  (PUINICCKOM
KYJIbTYPBI TUIs
COXpaHEHHUS "
YKPEIUICHUS 3JI0POBbS B
nporecce
poeCCHOHAIBEHOM
JeSITETbHOCTH u
MoJIIepKAHUSA
HEO0OXOJIUMOr0  YpPOBHS
(buznueckoit
MOJITOTOBJICHHOCTH

-[IPOSIBJICHHE MHTEPECa K HHHOBALIUSM B
00nacTi mpodecCHOHANTBHON IeATeILHOCTH

KonTpoJib BeIMOTHEHUS
IIPAKTUYECKUX 3a1aHUM.
Y CTHBIN WIM TECTOBBIN
KOHTPOJIb TEOPETUUYECKUX
3HAHHH.

AHanu3 U oLeHKa
perIeHui IpoOIeMHBIX
CUTYyallUM.

[IpoBepounbie pabOTHI 1O
KaXkJI0i TeMe.
ATTecTanus 1o
MIPOU3BOICTBEHHOM
MpaKTUKe.

OK 09. TIloxp3oBaTtbes

npodeccruoHaNbHON
JOKyMEHTAIHEH Ha
roCy1apCTBEHHOM 51

HHOCTPAHHOM A3bIKaX

-ACMOHCTpalUA CIIOCOOHOCTH K aJaliTanu
B USMCHAIOIHNXCA YCIIOBUAX
HpO(i)CCCHOHaHLHOI}’I ACATCIIbHOCTH

KoHTpoib BbINIOIIHEHUS
MPAKTUYECKUX 3aJaHUM.
YCTHBIM UITH TECTOBBLIN
KOHTPOJIb TEOPETUUECKUX
3HAHUM.

AHanu3 U olieHKa
pelieHnit mpoOIeMHBIX
CUTYallUM.

[TpoBepounbie pabOTHI 1O
KaXgol TeMe.
ATTecTanus 1o
MIPOU3BOICTBEHHOM
MpaKTUKe.
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