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1. MACHOPT PABOYEM MPOT'PAMMBbI YYEBHOU NPAKTUKH

1.1. Ob6aacTh NpMMeHeHHs] TPAKTHUKH

PaGouast mporpamMma y4eOHON MPAKTUKHU SBJISIETCS YaCThbIO MPOTPAMMBI TOJTOTOBKH
crienuanucToB cpeaHero 3BeHa B cooTBercTBuH ¢ PI'OC mo cmenmansHoctu CIIO 46.02.01
«JlokymeHTalmoHHOE oOecrieueHue yIpaBieHUsI U apXUBOBEACHUE», YTBEPKICHHOTO MMPUKA30M
MunuctepctBa npocenienust Poccuiickoit @enepanuu ot 26.08.2022 1. No 778.

Ocy1ecTBieHre peanu3anuu padoyeil mporpaMMbl MPeayCMOTPEHO Ha TOCYIapPCTBEHHOM
SI3BIKE.

Pabouass mporpamma MOXeT OBITh peaqu30BaHA B COOTBETCTBUU C HWHIWBUIYaTbHBIM
y4eOHBIM IUTAHOM 00YYaIOIeToCs.

[Ipu peanuzanuu padboyeit mporpaMMbl HE MOTYT OBITh HCTIOJIb30BaHbl METOJIBI M CPEICTBA
o0ydeHus, 00pa3oBaTeNbHBIE TEXHOJOTHH, HAHOCAIINE Bpell (GU3NIECKOMY WIIH TICUXHUECKOMY
3I0POBBIO 00YUAIOIIHUXCSI.

OcBoenne paboueil mnporpaMMbl Y4eOHON MPAKTHUKU COMPOBOXKIACTCS TEKYIIUM
KOHTPOJIEM yCIIE€BAEMOCTH M MPOMEKYTOYHON aTTecTalueil 00yyaromuxcs.

PaGouas mporpamma MOXET ObITh UCIIOJIb30BaHA B JOIMOIHUTEIHHOM MPOGECCHOHATEHOM
obpaszoBanun no crneuuanbHoctu 46.02.01 «/lokymeHTanmoHHOE obOecrieueHue yNpaBieHUS U
apXUBOBE/ICHHE.

1.2. Mecto y4eOHOH NPAKTHKH B CTPYKType NPOrpamMMbl NOATOTOBKH CIEHHAJIHUCTOB
Cpe/lHero 3BeHa: mporpamMMa y4eOHOM NMPaKTUKU OTHOCUTCS K MPO(ecCHOHAIBHON OrOTOBKE
U BXoauT B LUK [IpodeccruonanbHubie MOTYIIH.
VY4yeOHas NpakTUKa TMO3BOJISIET OCBOMTH BHBI MPO(MECCHOHATBHON JeATEIbHOCTH
(BITL):
) Brinmonnenue pa60T 10 OZ[HOI\/’I NN HCCKOJIBKUM HpO(bGCCI/IHM pa60q1/1x, JOJDKHOCTAM
CIIy’KAIlHX.

1.3.lles1n u 3aga4n y4eOHOMH NPAKTUKHU:

[TpakTuka mnpencraBiasieT co0Oil BUA Y4YeOHON MAESITENbHOCTH, HAIPABJICHHBIM Ha
(¢hopMupoBaHHe, 3aKpeIUIeHHEe, pa3BUTHE NMPAKTHUECKUX HABBIKOB M KOMIIETEHIMH B Ipoliecce
BBIMIOJIHEHUSI  OTAETBHBIX BUAOB pPa0OT, CBA3aHHBIX ¢ Oyaymed npodeccruoHanbHON
JeSATEIbHOCTBIO.

[IpakTuka oOecrneynBaeT: MOCIEIOBATENBHOE pAaCHIMpEeHHE Kpyra (HOpMUPYEMBIX Y
00yyaromerocsi yMeHui, HaBbIKOB, IPAKTUYECKOTO ONbITa U UX YCIOKHEHHE IO Mepe Iepexoa
OT OJIHOT'O ATarna MPaKTUKU K APYromy, HEJIOCTHOCTh OJATOTOBKU CHENUAINCTOB K BBHIIIOJTHEHUIO
OCHOBHBIX TPYAOBbIX (DYHKLUH, CBSI3b IPAKTUKU C TEOPETUYECKUM O0yUEHUEM.

B pesynbrare npoxokaeHus yueOHOW MPaKTUKH, pealu3yeMoil B paMKax MpPOrpaMMbl
MOJIFOTOBKU CIIELUATINCTOB CPEAHET0 3BEHA 10 KAXKIOMY U3 BHUAOB MNPOQPECcCCHOHATbHON
nestenbHoCcTH, TpeaycMmoTpeHHeix @DI'OC  CIIO, oOywaronuiics AOMKEH MPUOOpecTH
CJEeAYIOIINNA MPAKTUYECKHUH OIBIT:



Tabauua 1.

Bun Kon u HaumeHoBaHue IIpuoGperaemblii NpaKTHYECKUH

npogeccuoHaILHOM npodeccuoHAIBLHOT0 ONBIT

AeSiITeJIbHOCTH MOIYJIsl
Brmmonnenue pador | [IM 03 BeimonHeHue padoT | - JOKYMEHTAIITMOHHOTO 00SCTICUCHUS
110 OJAHOM WJIN M0 OJHOM WJIM HECKOJBKHUM | JIESTEIbHOCTH OPraHU3aIUK;
HECKOJIbKUM npocdeccusim pabouux, | - TOKyMEHTUPOBAHUS U
npodeccusim JOJKHOCTSIM CITy Kalllux JIOKYMEHTAI[MOHHON 00paboTKN
pabouux, JIOKYMEHTOB KaHIICJIApUH (apXuBa);
JTIOJKHOCTSIM
CITyKalluX.

1.4.Kosin4ecTBO 4aCOB HA OCBOEHME NIPOIPAMMBbI Y4eOHOM NMPaKTHKH:
Bcero yacoB Ha yueOHyI0 npakTuKy: 144 4aca, B TOM 4HCIIE:
VYueOHas npakTuka 144 gaca;



2. PE3YJIbTATHI OCBOEHUS PABOYEN TPOTPAMMbBI YUEBHOM MMPAKTUKHA

2.1. O0mme u npodeccHoHaJIbHbIe KOMIeTeHIHH, ¢GopmupyeMble B pe3yJabTare
NPoxoxkAeHUs YueOHoii npakTuKH B cooTBeTcTBUH ¢ ®I'OC 1o cnennajabHOCTH.

PesynbratroM mpoxoxaceHUs y4eOHOW MPAKTHKU SIBISETCS OCBOCHHE OOYYarOIIMMUCS

BUJIOB TPO(PECCHOHATIBHOMN ACATEIHHOCTH:

Brmonnenue pa60T oo OI[HOﬁ 1IN HCCKOJIBKUM HpO(I)CCCI/ISIM pa60‘lI/IX, JOJDKHOCTAM
CITYKaIIHX.
B ToM ymciie obmmmu (OK) u npodeccuonansapimMu (I1K) kommereHusamu:

Tabmuna 2
Konx HaumeHnoBaHMe 001X KOMIIETEHIUIH
OK 1. Bri6upats crioco0bl perieHus 3a/1a4 npo(ecCHOHANBHON eITeIbHOCTH IPUMEHUTENBHO K
Pa3JIMYHBIM KOHTCKCTaM,
HMcnonp30BaTh COBPEMEHHBIE CPE/ICTBA MIOMCKA, aHAIM3a U HHTEPIIPETalny HHHOpMALUK
OK 2. | u uHpOpPMaIMOHHBIE TEXHOJIOTHH JUIS BBHITTOJHEHUS 33124 IPo(heCcCHOHaTbHON
JeATENbHOCTH;
OK 4. | DddhekTnBHO B3aHMMOJICHCTBOBATh M padOTaTh B KOJJICKTHBE U KOMaHJIE,
OC}’HICCTBHHTI) YCTHYIO U IMCbMCHHYIO KOMMYHHKAIWIO HAa ITOCYAapCTBCHHOM A3bIKE
OK 5. | Poccuiickoit depepanun ¢ y4eToM 0COOEHHOCTEH COLMANTBHOTO U KYJIBTYpHOTO
KOHTEKCTA,;
OK 9. I[Tonp30BaThCs MPOQECCHOHANBHOM TOKyMEHTAIMEl Ha TOCYAapCTBEHHOM U HHOCTPAaHHOM
A3bIKaX.
B/13 | BeimosiHenne pa0doT 110 0HOM MM HECKOJBKUM Npodeccusam padounx,
AOJKHOCTAM
K 1.1 Ocy1iecTBIATh NpUeM-Tiepeiady yupaBieHuYecKol HHPOPMALIMU ¢ TOMOILBIO
" | cpenctB MH(OPMALIMOHHBIX 1 KOMMYHHUKAITMOHHBIX TEXHOJIOTHH.
K 1.2. KOOp,Z[PIHI:IpOBaTB pa6on MIPUEMHOUN PYKOBOJMTEINS, 30H IPUEMa PA3JIUYHBIX
KAaTerOpHil MOCETUTENIEH OpraHU3alNH.
K 1.3, Brnagets HaBbIKaMU TUTAHUPOBAHUS PAb0YET0 BpEMEHU PyKOBOIUTEINS U
cekperapsi.
K 1.4. OcCy1IecTBIATh IOATOTOBKY AEJIOBBIX MOE3/10K PYKOBOAUTENS U APYTHX
COTPYAHUKOB OpPraHU3alu.
K 1.5. Brnanets cioco6aMu opranuzanuy padboyero mpocTpaHCTBA MPUEMHON 1 KaOuHeTa
PYKOBOAMTEIIA.
Ocy1ecTBisTh paboTy MO MOATOTOBKE U MTPOBEIEHUIO KOH(PEPEHTHBIX
[IK.1.6 | MmeponpusiTHii, o6ecrneynBaTh HHPOPMAIIIOHHOE B3aUMOJICHCTBUE PYKOBOIUTEINS C
IIOAPA3IEICHUAMU U TOJDKHOCTHBIMM JIMIIAMY OPTaHHU3ALUN.
K 1.7 OdopMIATH OPraHU3alMOHHO-PACTIOPSIUTENBHBIE TIOKYMEHTHI 1 OPraHU30BbIBATh
paboTy ¢ HUMH, B TOM YHCIIE C HCIIOJIH30BAaHUEM aBTOMATH3HPOBAHHBIX CHCTEM.
MK 1.8 OdopMIATH TOKYMEHTHI IO JIMYHOMY COCTaBY M OPTaHU30BBIBATh PaOOTy C HUMH,
B TOM YHCJIE C UCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM.
OpraHu3oBBIBaTh TEKyIIEe XpaHEHHUE TOKYMEHTOB, 00pa0OTKY Je st
IIK.1.9 | onepaTUBHOIO M apXUBHOI'O XPAHEHUS, B TOM YHUCIIE C UCIIOJIb30BAHUEM
ABTOMATU3UPOBAHHBIX CUCTEM.




3. CTPYKTYPA U COJEP)KAHUE ITPOT'PAMMbBI YYEBHOM IMPAKTUKHA
3.1. O0beM yueOHOI NPAKTHKHA U BUJ KOHTPOJIS.

Buj yueoHoii paGoThI Oo0bem Buja koHTpoOJIs
4acoB

IIM 03. BeinmosineHue padoT 1O OJHOW MM HECKOJbLKHM ImpogdeccusiM padoumx, AOJKHOCTIAM
CJIyKalIuX

VI1.03.01 YueOHas mpakTHKa 144 3adeT ¢ OLCHKOH




3.2. TemaTnuyeckuii IVIaH U coiep:KaHue Y4eOHOM NPAKTUKH

HaunmenoBaHue npogecCHOHAIBHBIX Coaep:xanue BBINOJHSAEMBIX padoT O6nem Kon
MOaYyJieil, MPaKTUK, Pa31ej0B, TeM 4ACOB npo¢ecCHOHAIBHBIX U
001X KOMIIeTeH M
1 2 3 4
IIM.03 BrinosiHeHue padoT mo OK 01 -OK 09
OJIHOI WJIM HECKOJIbKUM K 1.1-1.9
npodeccusiM padbounx, 10JKHOCTAM
CJIyKaImx
VI1.03.01 YyeOHas npaKkTHKa HNMeTh npakTHYecKHii ONBIT 144
- TOKYMEHTAIIMOHHOT'0 00ECIICUEeHUs IeSTEIbHOCTH OpraHu3aluig;
- IOKYMCHTHUPOBaHUA U }IOKYMCHTaHHOHHOfI O6pa6OTKI/I JOKYMCHTOB KaHIICIISAPUN
(apxuBa);
Tema 1 Bunsbi padort: 30
Cocrasnenue u ohopmiieHHE OpraHu3aioHHbIe JOKYMEHTHI IPEANPUATHH U OpraHn3aliii: ycTaB, MOJ0XKEHHUE,
OpraHM3alMOHHBIX JOKYMEHTOB UHCTPYKIWS U T.7. [Topsinok ux opopMieHus, 0COOEHHOCTH COICPIKaHMs.
OpraHu3alyu
Tema 2 Buasbl pador: 30
Cocranenue u ohopMIICHHE PacniopsaguTenbHBIE TOKYMEHTHI: TIPHUKAa3, paclopssKeHre, ykazanue U T.1. OcoOeHHOCTH
pacrnopaanuTEeIbHBIX TOKYMCHTOB HUX COCTaBJICHUS.
OpraHu3alyu
Tema 3 Buasbl pador: 20
Cocrasienue u ohopmiieHHE WHudopmaiimoHHO-CITPaBOYHBIE TOKYMEHTHI: aKT, CIIPaBKa, JOKIaIHas U
WHPOPMAOHHO-CIIPABOYHBIX U 00BsSICHUTETIbHAS 3aIMCKa, CITY)eOHOe MUChbMO | T.JI. CoBpeMeHHbIe TpeOOBaHUS K UX
KOJUIETHAJIbHBIX TOKYMEHTOB COCTaBJICHHIO U cozepkaHnio. OcCOOCHHOCTH TOKYMEHTUPOBAHUS ACATEILHOCTH
KOJUIErHaJIbHbIX OpraHoB. [IpoToKoJIb M UX 0COOEHHOCTH.
Tema 4 Bunsi padot: 20
CocTaBiieHuE KOMMEPUECKUX JlokyMeHTHpoBaHUE JOTOBOPHBIX oTHOLIEHUH. CoBpeMeHHBIE TPeOOBaHUS K
JIOTOBOPOB CoJiep)KaHUI0 KOMMEPYECKUX JOTOBOPOB.
Tema 5 Buasbi padort: 40
OcBoeHue TUTIOBOY TEXHOJIOTUHU 3arnoyHeHNue KOHTPOJIBHO-PETHCTPAIIMOHHON KapTouku. COCTaBlieHHEe U 0POPMIICHHUE
JOKyMEHT0000poTa HOMeHKJIATypbl fes. CocTaBieHre u opopMiIeHHE ONKCEH AT BpEeMEHHOTO 1
IIOCTOSIHHOT'O CPOKOB XPaHEHHUS
IIpoMe:xyTOUHas aTTecTalUs 3adeT ¢ oeHKOMI 4




4. YCJIOBUS PEAJIM3AIINU PABOYEN ITIPOTPAMMbBI YUEBHOM ITPAKTUKHA

4.1. TpeGoBaHUsI K MUHUMAJBLHOMY MaTepUaIbHO-TeXHUYECKOMY 00ecriedeHUI0
Peamuzamust  mporpamMmbl  yueOHOW MpakTHKKW TpeOyeT Hamudus J1abopaTopuit
«Opranuzanuu paboTel ¢ JOKYMEHTaMu», «YueOHas kaHuensapus» u «CucteM 3JIeKTPOHHOTO
JIOKYMEHTO000pOTax:
Oobopynosanue Jadoparopun Opranuszanuu padoThbl ¢ JOKYMEHTAMM:
O6opynoBanue yueOHOT0O KabUHeTa!
" CTOJBI M CTYJIbs — paboUie MecTa 00y qaromHXCs;

JIOCKa MEJIOBas;
) mKadbl 151 XpaHEHUS YICOHBIX MAaTEPHUAIOB 110 MPEIMETY;
Texaudeckue cpencTpa 00ydeHHs:
) MEPCOHAJILHBIN KOMMBIOTEP C JIMIICH3UOHHBIM IIPOTrPAMMHBIM 00€CTICUCHUEM U BBIXOJIOM
B HHTEPHET — pabouyee MECTO MperoaaBaTess
MEPCOHAIBHBIE KOMIBIOTEPHI C JIMIIEH3UOHHBIM IPOTPAMMHBIM 00ECTICUEHHUEM U BBIXOJIOM
B MHTEPHET — pabodee MeCTO CTY/ICHTa;
MyJpTUMeana rnpoekrop Epson EB-685W;
BbIXOJ1 B ce€Th IHTEpHET;

9KpaH

OobOopynoBanue Ja0oparopun ydeOHasi KaHueJgsapusi (cayx0a JOKYMEHTAIIMOHHOIO
o0ecreyeHus ynpaBJieHus1):
O6opynoBanue yueOHOro KabuHeTa:

" CTOIBI M CTYJIBS — PabOUHe MeCTa 00YJAIOIUXCS;

JI0CKa MeJloBas;

" mKkadsl A1 XpaHEHHS yIeOHBIX MATEPHANIOB 110 PEAMETY;

TexHuueckue cpencTra 00y4IeHuUs:

" IepCOHABHBIH KOMITBIOTEp C IMIEH3UOHHBIM IIPOIPAMMHBIM 00ECTICUEHHEM U BHIXOJIOM
B MHTEPHET — paboyee MECTO NMPEernoAaBaTes
IIepCOHAIbHbIE KOMITBIOTEPHI C JTMIIEH3MOHHBIM IPOrPAMMHBIM 00€CIIEYEHUEM U BBIXOJIOM
B MHTEpHET — paboyee MECTO CTY/IeHTa;
MyJpTUMeana npoekrop Epson EB-685W;
BbIXOJ B ceThb IHTEPHET;

9KpaH

Oo6opynoBanue J1agoparopun CucrteM 3J1eKTPOHHOI0 IOKYMEHT0000pOTA:
O6opynoBaHue yueOHOTO KaOnHeTa:
CTOJIBI M CTYJIbsl — paboune MecTa 00yJarouxcs;

JOCKa MCJI0OBasi,
I_HKa(I)BI AJI XpaHCHU A y‘-Ie6HI:>IX MaTCpHraJIOB 110 MMPEAMCTY;

TexHuueckue cpencTBa 00y4eHuUs:
" HepCOHANBHEIA KOMIIBIOTEp C JIHIEH3HOHHBIM IPOrPAMMHBIM 00CCIICUCHHEM H BBHIXOIOM
B MHTEPHET — pabouee MeCTO MpernogaBaTelis
NEPCOHAIbHBIE KOMIIBIOTEPHI C JINLIEH3MOHHBIM IIPOTPaMMHBIM 00ECIIEUEHUEM U BBIXOJIOM

B MHTEPHET — paboyee MECTO CTY/IEHTa;
9



MyJpTUMeana rnpoekrop Epson EB-685W;
BBIXOJ B ceThb IHTEpHET;
JKpaH

4.2. MupopmannonHoe odecnevyenne 00y4eHust

Ilepeyennb pexoMeHAyeMbIX y4eOHBIX H31aHuil, UHTepHeT-pecypcoB, JONOJHUTEIbHOM
JIUTEPaTypbl:

HopmaTtuBHoO-npaBoBasi JOKYMeHTALMA:

1. 3akon P® ot 25.10.1991 Ne 1807-1 «O s3b1xkax HapomoB Poccutickoit deneparum» (B pexa. Ot
11.12.2002)// Bemomoctu CHJ] u BC PC®CP. 1991. Ne 50. Ct. 1740; C3 P®. 2002. Ne 50. Cr.
4926

2. 3axoH P® ot 23.09.1992 Ne3520-1 «O ToBapHBIX 3HaKaX, 3HaKax 0OCIyKHUBaHUS U
HAaMMEHOBAaHMSIX MECT MpoucxoxacHus Torapos» // Beqomoctn CHJI u BC P®. 1992. Ne 42. Cr.
2322; C3 P®. 2002. Ne52 (u.2). Cr. 5132

3. ®enepanbHbIil KOHCTUTYIIMOHHBIHN 3aKoH OT 25.12.2000 Ne 2-DK3 «O I'ocynapcrBeHHOM repbe
Poccuiickoit @enepamun» (¢ u3m. ot 09.07.2002; ot 30.06.2003)//C3 PD. 2000. Ne 52. Y. 1.
Ct1.5021; C3 P®. 2002. Ne 28. Ct. 2780; C3 P®. 2003. Ne 27. Ct. 2696

4. ®enepanbubiit 3akoH oT 10.01.2002 Ne 1-D3 «O06 snexTponHOM noanucky// CobpaHue
3akoHogarenscTBa PD", 11.04.2011, N 15, ct. 2036.

5. ®enepanbubiit 3akoH OT 27.12.2002 Ne 184-®D3 «O texuuyeckoMm perynupoBanun»// C3 PO.
2002. No52. Ct. 5140; 2005. Ne19. Cr. 1752

6. DenepanpHbiii 3aKk0H oT 22.10.2004 Nel25-®3 «OO6 apxuBHOM nene B Poccuiickoit
Oeneparun»// C3 PD.2004.Ned43. C1.4169

7. ®enepanbublii 3ak0H PO ot 01.06.2005 Ne53-D3 «O rocynapcTBeHHOM si3blke Poccuiickoit
Oenepanumy// C3 PD. 2005. No23. Ct. 2199

8. denepanbhblii 3akoH 0T 27.07.2006 Ne 149-D3 “O06 nnpopmannu, UHGOPMAIIHOHHBIX
TEXHOJOTUAX U 0 3amute uapopmarmmy» // C3 PO. 2006. Ne31 (u.1). Ct.3448

9. locranosnenwue [IpaBurensctBa PO o1 27.12.1995 Ne 1268 «O6 ynopsa04eHUN U3TOTOBICHHS,
UCIIOJIb30BAHUS, XpPAaHEHUS U YHUYTOXKEHUM Tiedyarel U OJIAaHKOB C BOCIIPOM3BEIECHUEM
lNocynapctBennoro rep6a Poccuiickoit denepanun» (¢ u3m. u goi. ot 08.06.2001)// C3 PD.1996.
Ne 2. Ct.123; C3 P® 2001. Ne 24. Ct.2461

10. ITocranoBnenue IlpaButensctBa PO ot 19.06.2002 Ned38 «O eauHOM rocCylapCTBEHHOM
peectpe ropuaudeckux Juiy (B pea. Ot 26.02.2004)// C3 P®. 2002. Ne26. C1.2585; 2004. Nel0.
Cr.864.

11. ITocranosnenue [IpaBurensctBa ot 15 ntons 2009 r. Ne 477 "O6 yrepxxaenuu [1paBun
10



JEJIIONPOU3BOICTBA B (pe/IepalIbHBIX OpraHaX UCTIOTHUTEILHOUN BIAacTH"

12. TOCT P 7.0.97-2016. HauuonansHbiii ctanmapt Poccuiickoit ®enepanun. Cucrema
CTaHIapTOB TO HWHPOpMANHNK, OHOTUOTEYHOMY W H3AATEIbCKOMY naeny. OpraHu3armoHHO-
pacniopsiauTenabHas JOoKyMeHTaus. TpeGoBaHus k odopmiieHuto 10KyMeHTOB (yTB. [Ipukazom
Poccranpapra ot 08.12.2016 N 2004-cT)

13.TOCT P 7.0.8-2013. Jleqionpou3BOACTBO U apXUBHOE /1€710. TepMUHBI U onpeesieHus. M.:
I'occranpapt Poccun, 2013.

14. TOCT P UCO 15489-1-2007. Cucrema ctaHaapTOB 110 HH(MOpMaIuu, OMOIHOTEUHOMY 1
U3aTelbCcKOMy Jey. YmnpaieHue JokyMeHTamu. O6mue tpeboBanus. M.:CtangapTuHPOpM,
2007

15. TOCT 17914-72. OO6Gnoxku 1€ JUIMTEIbHBIX CPOKOB XpaHEeHUs. THMbl, pa3Mepsl,
TeXHU4YecKkue yciaoBus. M.: 3n-Bo crangaptos, 1984

16. TOCT P 51511-2001. [Tewatu ¢ BocnpousseneHuem [ ocyaapctsennoro repba Poccuiickoit
Oeneparn. Dopma, pazMepsl U TexHudeckue TpedoBanus. M.: ['occranaapt Poccun, 2001

17. Ilpuka3z Muntpyna Poccuu ot 06.05.2015 N 2761 "O06 yTBepx’aeHIN MpOodhecCHOHATHEHOTO
craggapta "CreuuanucT MO OpPraHU3allMOHHOMY M JOKYMEHTAallMOHHOMY 00€CleyeHHI0
ynpasieHus opranuzanueit” (3aperucrpuponano B Muntocte Poccun 02.06.2015 N 37509)

18. IlpaBuna opranu3anuy XpaHeHus, KOMIUIEKTOBAHUS, Y4€Ta U UCIOIb30BaHUS IOKYMEHTOB
ApxuHoro ¢onna Poccuiickoit @enepaiyiv ¥ Apyrux apXUBHBIX TOKYMEHTOB B OpraHax
rOCyIapCTBEHHOM BJIACTH, OpraHax MECTHOTO caMOyIpaBJiieHHs U opraHu3zanusx. M.: Pocapxus,
2015.

19. Meroanueckne peKOMEHJAIUH 110 IPUMEHEHUIO IPABUII OpraHU3alMi XPAHEHNUS,
KOMIUIEKTOBAHHSA, y4ye€Ta M MHCIIOJIIb30BaHMs JIOKYMEHTOB apXxuBHOro ¢onga Poccuiickoit
@Denepalii U APYrux apXUBHBIX JOKYMEHTOB B FOCYAApCTBEHHBIX OpraHax, OpraHax MECTHOTO
caMOyIpaBJieHUs U opranuzanusax. M., 2017.

20. ITepeueHb TUMIOBBIX YNPaBIEHYECKUX APXUBHBIX IOKYMEHTOB, 00pa3yIoIuXcs B poIiecce
JESTENIbHOCTH I'OCYJapCTBEHHBIX OPTraHOB, OPraHOB MECTHOI'O CaMOYTIPaBJIEHMSI M OpraHU3alHM,
C yKa3aHHeM CpPOKOB xpaHeHus. M., 2010.

21. IlonoxeHue 0 MOPSAKE U CPOKAX XpaHEHUSI JOKYMEHTOB aKIIHOHEPHBIX 001IeCTB (YTB.
nocraHoBieHneM @eaepanbHO KOMHUCCHMM MO PBIHKY LeHHBbIX Oymar ot 16.07.2003)//
Poccuiickas razera. 26.08.2003. No 168

22. Obmepoccuiickuii kinaccudukarop ynpasienueckon gokymentamuu: OK 011-93 (OKV D).
M.: T'occranmapt Poccun, 1994.

23. IlpumepHasi MHCTPYKLHUS IO JAEJIONPOU3BOJACTBY B IOCYJAapCTBEHHBIX OpraHu3auusax. M.,

2018.
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OcHOBHbIE HICTOYHHMKH:

1. Hoponuna JI. A. JIokymMeHTallmOHHOE 00ecrieueHre yrpaBieHus: Y4eOHUK U IPAKTUKYM JUIS
cpennero npodeccuonanbHoro oopaszosanus / JI. A. Jloponuna, B. C. Uputukosa. - M: KOpaiir,
2018. - 233 c. // URL: https://urait.ru/bcode/438586

2. lysanosa H. H. JlokymeHTanmmoHHOe obecrieueHue ypaBieHus: y4eOHUK U IPAKTHKYM JIJIs
cpennero npodeccuonanprHoro oopaszosanus / H. H. llyBanora. - M: FOpaiit, 2018. - 221 c. //
URL:

https://urait.ru/bcode/433679

JlonoJiHuTeIbHbIE HCTOYHHUKH:

1. JlokyMeHTaIlmOHHOE 0OeCTIeYeHHE YIIpaBieHus (IeI0POU3BOACTBO): yueb. mocodue / T.A.
brikoBa, T.B. Ky3nenona, JI.B. Cankuna; nox o6u. pea. T.B. Ky3nenosoit. - 2-e uzn., nepepad.
u non.- M: UTHOPA-M, 2018. - 304 c. / URL: https://new.znanium.com/catalog/product/960127
2. Kopnees U. K. JlokymeHnTanmonnoe obecrneuenue yrpanieHus + tectbl B ObC: yueOHUK u
MPaKTUKYM JUIs cpentHero npodeccuoHanbHoro oopasoanus / U. K. Kopuees, A. B. [Tmenko, B.
A. Mamypues. — 2-e u3fl., nepepad. u jpomn. - M: FOpaiit, 2018. - 384 c. // URL:
https://urait.ru/bcode/438491

3. Ky3uenos U. H. JlokyMeHTanimoHHOE 0OecTieueHre yIpaBIeHUs IEPCOHAIOM: YUEOHUK U
MPaKTUKYM IS cpenHero npodeccuonanbHoro odpaszosanms / M. H. Kysnenos. - M: FOpaiir,
2018. - 521 c. // URL: https://urait.ru/bcode/444432

4. Kysneno 1. H. JlokymeHTanimonnoe odecneueHue ynpasieHus. JJokyMeHTOO00pOT
nenonpousBoacTBo: yaeoruk At CITO / U. H. Kysuenos. - M: FOpaiit, 2017. - 476 c.

5. Haropusix P. B. 'ocynapctBennas ciyx6a Poccuiickoit deneparuu B mpaBOOXpaHUTEIHHOM
chepe: mpoONeMbl TEOpUM U TMPAKTUKU aAJAMHUHHUCTPATHBHO-TIPABOBOTO  PETryJIMPOBAHUS:
monorpadus / P.B. Haropusix. - M: UHOPA-M, 2018. - 190 c. // URL:
https://new.znanium.com/catalog/product/966743

6. IIpaBoBoe obecnieueHne npodecCuoOHATBHON NeaTenbHOCTH: yueOHuk / M. A. I'ypeesa. - M:

na «DOPYMp»: NHOPA-M, 2017. - 240 C. // URL:
https://new.znanium.com/catalog/product/773473

HNHTEepHET-pecypcebl:
1. EsxemecsunbIit npodeccruoHaIbHBIN KypHaI «Cekperapckoe TIETI0»
http://www.sekretarskoedelo. ru/

2. OpunmanbHBIN callT Becepoccuiickoro HayYHO-HCCIIeI0BATENBCKOTO HHCTUTYTA
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https://new.znanium.com/catalog/product/773473

JIOKYMEHTOBE/ICHUS U apXuBHOTrO jena http://vniidad.ru/

3. OdunmanpHbIi caiiT koMmnanuu [apant http://www.garant.ru/

4. Odunmanesuerii cat komnanuu Koucyneraatllntoc http://www.consultant.ru/

5. Odunmanpupiii cadT DeaepanbHOrO apXuBHOTO areHTcTBa http://archives.ru/

6. IlpodeccrnonanbHbli )KypHa «JleT0mponu3BOACTBO U TOKYMEHTOOO0POT Ha MPEAIPUIATUN
http://delo-press.ru/archives/rubrics.php

7. IlpodeccronanpHbi )xypHaAI «Cekperapb-pedepeHt» http:// www.profiz.ru/sr/

8. IlpodeccuonanpHslii kypHan «CrpaBOYHUK CEKpeTaps U ouc- MEHEIKEPa»
http://www.sekretariat.ru/magazine-ssom

9. IlpodeccrnonanbHbIi KypHal «JleT0MpOU3BOACTBO U TIOKYMEHTOOO0OPOT Ha MPEATIPUATHN
http://delo-press.ru/archives/rubrics.php

10. ITpodeccrnonanbhplii )xypHaI «J{e10mpon3BoacTBOY

11. IIpodeccronanbHbli xypHaI «/lenonpon3BoacTBO»
http://www.top-personal.ru/officeworks.html

12. Ilpodeccuonanbubiii xkypHal «COpaBOYHUK CEKpeTaps U 0uc- MEHEKepay
http://www.sekretariat.ru/magazine-ssom

13. LleHTp KOMIIETEHIIMHU IO BOIIPOCaM JIOKYMEHTALIMOHHOT0 00ecrieueHus yIpaBIeHUs U
apxuBHOTO nena http://edou.ru/

14. LleHTp KOMIIETEHIIMM IO BOIpPOCaM JOKYMEHTAI[MOHHOTO OOECHEYeHHs YIpaBJICHUS U
aApXUBHOTO

nena http://edou.ru/

15. OdunmanbHbIi WHuTepHer-noprain IIPaBOBOM uHpopmanun//
http://www.pravo.gov.ru/Poccutickuii

mopTajl OTKPBITOTO 0OpazoBanwus http:// www.edu.ru/

16. DnextponHslii pecype: ObC «3nannmym» http://znanium.com

4.3. O0mue Tpe6OBaHNS K OPraHu3alnun o0pa3oBaTeIbHOI0 IMpouecca

Copmep:xaHMe BCEX OJTaloOB MPAKTHUKU OINpeAensercss TpeOOBaHMSIMH K YMEHUSM U
MPaKTUYECKOMY OMBITY TpodeccuoHanbHbIX Moayieit B coorBercTtBuu ¢ PI'OC CIIO mo
cneuuanbHocT 46.02.01 «JlokymMeHTallMOHHOE OOecrieueHUe yNpaBIeHUS U apXUBOBEICHUE,
YTBEPKACHHOIO IprKazoM MunucrepcTBa oOpasoBanus U Hayku PD ot «11» aBrycra 2014 r Ne
975.

Copep:xanue U pe3yJbTaT MPAKTUK MPOBOJUMBIX B paMKax MpohecCHOHaNbHBIX MOTyJIeH

COIJIaCOBaH € OpraHu3anuiaMu, IMPeaOCTaBIAIOIIUMHA MECTA ITPAKTUK 06yqa}oumMc;1.
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ATTecTanys 1o UToraM NpakTUK MPOBOAMUTCS C yUETOM (WJIM Ha OCHOBAHUU) PE3YJIbTATOB,
MNOATBCPKACHHBIX JOKYMCHTAMU COOTBCTCTBYIOIIUX OpFaHH3aHHﬁ (aTTGCTaIIPIOHHI)IfI JIUCT IIO
MIPaKTUKE, OTYCT O MPOXOKIACHUHN IMPAKTUKH, THEBHUK IIO IMPAKTHUKE, XapaKTECPHUCTHUKA C MECTa
MPOXOXKJACHUS MTPAKTUKH).

[Ipu dopmupoBannu (HOHAOB OIEHOYHBIX CPEIACTB MPOXOXKACHUS MPAKTUK MPOIEeIypa
OLICHKU 06H_[I/IX u HpO(bGCCI/IOHaJIBHBIX KOMHGTGHHI/Iﬁ OMnpeacrsICTCA COBMECTHO C OPraHu3alusiMu,
OpeaOCTaBIAIOIUMHA MECTA IIPAKTUK 06y’—IaIOIHI/IMC${.

@DopMBI OTYETHOCTH U OLEHOYHBINM MaTepHall MPOXOXKICHUsSI MPAKTUK pa3pabaTbiBaeTcs U
COTJIACOBBIBACTCS C OpraHU3AIUSIMU, MPEAOCTABISIONIMMHI MECTa MPAKTHK 00y4YaOLTIMCS.

PaGouass mporpamMma  y4eOHOW  MPAKTUKH  MPEAYCMATPUBACT  OCYIIECTBICHHE
00pa3oBaTenbHON AEATEIHPHOCTH Ha TOCYIaPCTBEHHOM si3bike Poccuiickoit denepanuu.

Bce u3menenusi, BHeCeHHbIE B pabouyio MporpamMmy y4eOHOW MpakTUKH, (PUKCUPYIOT B
MOSICHUTETILHOU 3anucKe (JIUCT U3MEHEHUN U IOTIOJTHEHHH ).

VYTBepxkneHHas pabouasi mporpaMma XpaHUTCs B y4eOHO-METOIUUYECKOM OT/IEIIE.

4.4. KagpoBoe o0ecnieueHue 00pa3oBaTeILHOIO Mpoiecca.

Peanuzamuss mporpamMmbel  y4eOHOW MpakTUKU O0OECleYMBAECTCS —IEJaroruHuecKUMHU
KaJgpaMH, HMEIOIIMMHU BBHICIIEE O0Opa30BaHUE, COOTBETCTBYIONIEE NPOGUIIO MPOBOANMOMN
MPAKTUKH, C OIMBITOM JIEATEILHOCTH B OPTaHM3AIMAX COOTBETCTBYIOMIECH MpodecCHOoHATbHON
ctheprl. [IpernogaBaTeny MOMydYarOT JOIMOJHHUTEIbHOE MpodeccuoHalibHOe 00pa3oBaHHE IO
nporpaMMaM MOBBIIIEHUSI KBATH(PHUKAIIUN, B TOM YHcle B (GOpMe CTAXUPOBKH B MPO(HUIBLHBIX

opraHmsanusax He pexe 1 pasza B 3 roza.
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5. KOHTPOJIb U OIIEHKA PE3YJbLTATOB OCBOEHHS YYEFHOU NPAKTUKH

By KOHTpOJIS ¥ OLIEHKH pe3yIbTaTOB OCBOEHUS YUEOHOM MPaKTUKN: KOMIUIEKCHBIN 3a4eT

¢ oueHkoi. OleHKa pe3yJbTaTOB OCBOCHUS yUeOHOW MPAKTUKHU OCYIIECTBISAETCS PyKOBOJUTEIEM

MPAKTUKH.
PesynbTatel 00yyeHus Kon
(ocBOEHHBIE YMEHHS, YCBOCHHBIE npogdeccHoHATHHOT0 POPMEI H METOILI KOHTPOJIS! H OUCHKH
pe3yJabTaTOB 00y4UeHH s
3HAHMSI) MOIYJIsI
OK 01. BeiOupars crocoOs! perieHus 1M 03 Habnronenue 3a JIESTeNbHOCTBIO
3a1a4 npodeccuoHaANbHON o0yyaromerocs.
NIESTEIbHOCTH ~ TPUMEHHUTENBHO K
pa3IIHBIM KOHTEKCTaM;
OK 02. Hcnonb3oBaTh COBPEMEHHEIE 1M 03 Habmonenue 3a NI TETHFHOCTHIO
cpeIcTBa  TOMCKA,  aHaiaW3a U o0yyaromerocs.
WHTEpIpeTaul  UHpOpMaluHd, U
WHQOPMAIMOHHBIE TEXHOJOTHU IS
BBITIOJTHEHHUS 3a1a4
po(heCcCHOHAITBHON JIeATEIIbHOCTH;
OK 04. D¢ dexTuBHO 1M 03 Hab6monenune 3a TS TEeTHFHOCTHIO
B3aMMOJICHCTBOBaTh W padOTaTh B o0yJaromerocs.
KOJJIEKTUBE M KOMaHJIE;
OK 05. OcyuiectBisiTb yCTHYIHO U IIM 03 HaGnroneuue 3a NEITEIHLHOCTBIO
MUCPMEHHYI0O  KOMMYHHKAI[MIO  Ha o0yJaromerocs.
roCyJ1IapCTBEHHOM si3bIke Poccuiickoi
denepanu ¢ y4eToM OCOOCHHOCTEH
COIMAIHFHOTO " KyJIBTYPHOTO
KOHTEKCTa;
OK 09. ITons3oBathes TIM 03 Brinonnenue 00y4aronMcst
pohecCHOHANBHON TOKyMEHTaIHeH poheCCHOHANBHBIX 3aj]ad Ha MPaKTHKE;
Ha TOCYJapCTBEHHOM M HHOCTPAaHHOM
SI3BIKAX.
INIK 1.1. OcymecTBasaTh NpUEM- 1M 03 Beimmonnenne  pabor mo  y4eOHOM
nepenaqay YIpaBIeHIECKON MPaKTHKe, MPEeIyCMOTPEHHBIX pabodeit
HHPOpPMA C TIOMOIIBIO CPEJICTB MIPOrpaMMON;
MH(GOPMAITMOHHBIX u Breimonnenne  otduera 1m0 y4eOHOI
KOMMYHHKAIIMOHHBIX TEXHOIIOTHH. MIPAKTHKE;
3adeT ¢ OLEHKOH Mo y4eOHOW MpakTHKe
VI1.03.01.
I[IK 1.2. KoopauaupoBaTb padoTy 1M 03 Beimmonnenne  pabor mo  y4eOHOM
MPUEMHON PYKOBOJUTENS, 30H IIpHEeMa MPaKTHKe, MPEeIyCMOTPEHHBIX paboueit
pPa3IMYHBIX KaTEropuil IOCETUTENEH IIPOrpamMMOoi;
OpraHM3alty. Beimmonnenne  otdyera mo  y4eOHOI
MIPAKTHKE;
3adeT ¢ OLEHKOH Mo y4eOHOW mpakTHKe
VII1.03.01.
K 1.3. Bnanets HaBBbIKaMHU 1M 03 Boimonnenne  pabor mo  yueOHOU
IUTAaHUPOBaHUsl  paboduero BpeMeHHU MPaKTHKe, MPEeIyCMOTPEHHBIX pabodeit
PYKOBOAMTENS M CEKPETapsl.. MIPOrpaMMON;
BremmonHenne  oTueta 1O y4yeOHOU
MPAKTHKE;
3ader ¢ OIEHKOW 0 y4eOHOH MpaKTHKe
YII1.03.01.
IIK 1.4. OcyuiecTBasTh HOATOTOBKY 1M 03 Bomonnenne  pabor mo  yueOHOI

JCJIOBBIX ITOC3OO0K PYKOBOIUTCIIA M

MIPaKTHKE, TPETYCMOTPEHHBIX paboduecit
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JIPYTUX COTPYAHUKOB OpPraHU3aLUH.

IIPOrpamMMON;

Bomonnenne oryera mo  yueOHOI

IIPaKTHUKE;
3a4yer ¢ OLEHKOW MO y4eOHOW TpaKTHKe
VI11.03.01.
IK 1.5. Bmagerp  cmocobamu IIM 03 Bremonnenne  pabor mo  y4yeOHOU
OpraHM3anuyd paboyero MpOCTPaHCTBA MpaKTHKe, MPEeIyCMOTPEHHBIX pabodeit
MPUEMHOI 1 KabnuHeTa pyKOBOIUTEIIS. IPOrpamMMOoN;
BrimonHenne  ordera 1o y4eOHOU
IIPaKTHUKE;
3a4yer ¢ OLEHKOW MO y4eOHOW TpaKTHKe
VI1.03.01.
I[IK 1.6 OcymectBuars paboTy 10 IIM 03 Brmonneane  pabor mo  y4ueOHOU
MOJITOTOBKE u MIPOBEICHUIO NpaKkTUKe, NPEeAyCMOTPEHHBIX paboueit
KOH(EPEHTHBIX MEpONPHITHI, POrpaMMON;
obecreunBaTh nH(pOpMaITMOHHOE BrmmotHeHne  otueta 1Mo y4ueOHO#
B3aMMOJEWUCTBUE  PYKOBOAMTENS  C MIPAKTHKE;
MOJPa3ACICHUSIMA U JIOJDKHOCTHBIMU 3ayer ¢ OLEHKOW MO y4eOHOW NMpaKTHKeE
JIMIIaMH OpraHu3aIuy. VII1.03.01.
IIK 1.7 OdopmisATs OpraHu3alluOHHO- 1M 03 Beimmonnenne  pabor mo  y4eOHOM
pacropsanTenbHble  JOKYMEHTB U NPaKTUKE, NPEAyCMOTPEHHBIX paboueit
OpPraHU30BbIBATH PA0OTY C HUMH, B TOM IPOrpaMMOoN;
qucie c HCIIOJIb30BaHUEM Beimonnenne  ordyera mo  y4eOHOM
ABTOMAaTHU3UPOBAHHBIX CHCTEM. NIPaKTHKE;
3adeT ¢ OLEHKOH Mo y4eOHOW MpaKTHKe
VIL.03.01.
I[IK 1.8 Odopmnars AOKYMEHTH IO 1M 03 Bomonnenne  pabor mo  y4eOHOI
JIMYHOMY COCTaBy W OpIaHU30BBIBAaTh MpaKkTUKe, NPEeAyCMOTPEHHBIX paboueit
paboTy ¢ HHMH, B TOM 4HCIE C pOrpaMMoN;
HCIIOJIb30BaHUEM Brmmonnenne  ortdera mo  y4ueOHOU
aBTOMATHU3UPOBAHHBIX CHCTEM. MPaKTHUKE;
3a4yer ¢ OLEHKOW MO yueOHOW MpaKTHKe
VIL.03.01.
I[IK 1.9 Opranu3oBbsiBaTh TeEKyllee 1M 03 Brimonnenne pabot no yueOHOH

XpaHEHUe ITOKYMEHTOB, 00pabOTKy e
JJIs OIIEPATUBHOI'O u APXHUBHOT'O
XpaHeHus, B  TOM  4YHCIE  C
UCIIOJIb30BaHUEM
ABTOMATH3UPOBAHHBIX CHCTEM.

MPaKTHKe, TPEeyCMOTPEHHBIX padoueit
IIPOrpamMMOoi;

Brimonnenne otueTa no yueOHOH
MIPAKTHKE;

3ader ¢ OIEHKOM 110 YueOHOU
npaktukeY11.03.01.
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