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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 0OYYAIOIITUXCS.

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.

VYyeOHasi mpakTHKa MO3BOJISIET OCBOUTH BUIBI MpodeccronHanbHo aestensHocTr (BITI):
OCYIIECTBJIEHUE OPTraHU3alMOHHOTIO U JOKYMEHTAlMOHHOTO 00ecTeueHus 1eATENbHOCTH
OpraHM3aIiH.

1.3.11esin 1 3a1a4M y4eOHOM NPAKTHKH:

[IpakTuka mnpeacTaBiasieT cOO0OW BUJ Y4YeOHOW NEATEILHOCTH, HaIpaBIECHHBIN Ha
(hopMupoBaHue, 3aKpeIUieHrne, pa3BUTHE MPAKTHUECKUX HABBIKOB M KOMIIETEHIMH B Ipoliecce
BBITIOJTHEHHSI OTACTBHBIX BHUAOB pPa0OT, CBA3aHHBIX ¢ Oyaymed npodeccruoHanbHON
JeSATETbHOCTBIO.

[TpakTika oOecmedMBaeT: MOCIEIOBATEILHOE paCIIUpeHHe Kpyra (HOpMHUPYEMBIX Y
00yJaromerocss yMEHui, HaBbIKOB, TPAKTHYECKOTO OMBITA M UX YCIOKHEHHUE M0 MEpe TMepexoa
OT OJTHOTO ATamna MPaKTUKHU K JIPYromy, eTOCTHOCTh MOJATOTOBKH CIEIUATMUCTOB K BHIMOJTHEHHUIO
OCHOBHBIX TPYJOBBIX (DYHKIIH, CBSI3b MPAKTHKU C TEOPETUYECKUM O0yUCHUEM.

B pe3ynbrare mpoxoxaeHus yueOHOW MPAKTHUKH, Pealu3yeMOl B paMKax MpPOTpaMMBbl
MOJIFOTOBKU CIELUATNCTOB CPEAHETO0 3BEHA M0 KAXKIOMY U3 BHUAOB MNPOQPECCHOHATHHON
nestenbHocTH, TnpeaycMoTpeHHeix @OI'OC  CIIO, oOydaromuiics TOIDKEH MpHoOpecTH
CIEAYIOLIUNA PAKTUYECKUIN OIIBIT:

Tabmua 1.
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Bun Kon u HammeHoBaHue IIpuoGperaemblii NpaKTHYECKUH
npogeccuoHaAILHOM npodeccuoHaJIBLHOT0 ONbIT
AeATeTbHOCTH MOJYJIs

Ocy1ecTBIIeHNE I[IM 01 OcymecTBieHue | - MOIy4eHUs HEOOX0AMMON MH(OPMALUK U
OpraHU3allMOHHOTO OpraHu3anuoOHHOI0 U | epeaayun CaHKINOHUPOBAHHOM
u JIOKYMEHTAllHOHHOTO I/IH(i)OpMaHI/II/I C UCIIOJIb30BAHUEM CPCACTB
JIOKYMEHTALIMOHHOTO | 0GecIedeHns AesTenbHocTy | WHPOPMALHOHHBIX 1 KOMMYHHUKAIMOHHEIX
oGecrieuenus OpraHM3alNN TCXHOJIOTHH. L

- KOOpJUHAIIMK PA0OThI IPUEMHOM
JACATCIIbHOCTHU I

PYKOBOAUTECIIA U 30H TIPpUCMa pa3JINYHBIX
OpraHu3aluu

KaTeropui MmoceTuTesed OpraHu3almm.

- TUTAHUPOBaHUS pabodero BpeMeH!
PYKOBOIUTENSI U paboyero THs ceKperapsl.
- OpraHU3aIMH JCTOBBIX MOE3I0K
PYKOBOIUTENS U APYTUX COTPYAHUKOB
OpraHu3alry.

- OpraHu3aIy U NOoIep KaHus
(hyHKIIMOHATHHOTO pabodero
NPOCTPAHCTBA.

- OpraHu3aIiy MOJArOTOBKU U MPOBEICHUS
KOH(EPEHTHBIX MEPOTTPUSTHIA,
obecnieueHust HHPOPMATOHHOTO
B3aUMOJICHCTBUS PYKOBOJIUTEINS C
NOJPA3JICTICHUSIMH U JIOJKHOCTHBIMHU
JIUIaMH OPTaHU3AIHH.

- o(hopMIICHUS OPTaHU3AIIMOHHO-
PacIopsIIUTENLHBIX JIOKYMEHTOB H
opraHusaiuy paboThl ¢ HUMH, B TOM YHCIIE
C MCTOJb30BaHNUEM aBTOMATH3HPOBAHHBIX
CHCTEM.

- 0(OpMIICHHUS TOKYMEHTOB 10 THYHOMY
COCTaBy U OpraHU3aIUH PabOTHI ¢ HUMU, B
TOM YHCJIE C UCTIOIBb30BaHHEM
ABTOMATH3UPOBAHHBIX CHCTEM.

- OpraHU3aIMH TEKYIIEro XpaHeHUs
JIOKYMEHTOB, 00pabOTKH 1T JJIst
OIIEPaTHBHOTO M apXUBHOTO XPAHCHUS, B
TOM YHCJIE C UCTIOb30BaHHEM
ABTOMATHU3HMPOBAHHBIX CHCTCM.

1.4.Kotu4ecTBO 4acoB Ha OCBOECHME IPOrPAMMBI Y4eOHOM NPAKTHKH:

Bcero yacoB Ha yueOHYI0 U IPOU3BOJCTBEHHYIO NMPAKTUKY: 36 4acoB, B TOM YHCJIE:

VYueOHas mpakTrka 36 4acos;




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:
OCYIIECTBIIEHNE OPTaHU3AIIMOHHOTO U JJOKYMEHTAIIMOHHOTO 00eCTIeYeHUs ACATEIIbHOCTH

OpraHu3aIfH.
B ToM ymcie obmmmu (OK) u npodeccuonansasimMu (I1K) kommereHusaMu:

Tabmumna 2

Kon

HauMeHoBaHHe 00IIUX KOMIIETEHIINIA

OK 1.

BI:I6I/IpaTI> CIIOCOOBI peuicHus: 3aaa4 HpO(i)eCCHOHaIIBHOfI ACATCIIBHOCTH ITPUMCHUTCIIBHO K
Pa3JIMYHBIM KOHTCKCTAaM,

OK 2.

Hcnonb3oBaTh COBpEeMEHHBIE CPEICTBA MTOMCKA, aHAIH3a U HHTEPIPETAUN HHPOPMALTUH
1 MH(OPMALMOHHBIE TEXHOJIOTHH JJIs1 BBIIOJTHEHUS 3324 MPO(eCCHOHAIBHOM
JeSITENbHOCTH;

OK 3.

[TnaHupOBaTh U peaar30BbIBATH COOCTBEHHOE MPO(ECCHOHATBHOE 1 JIMIHOCTHOE
pasBUTHE, IPEANPUHUMATEILCKYIO IESTEILHOCTD B podeccroHanbHoil chepe,
UCIIOJIb30BaTh 3HAHUS IO (UHAHCOBOW I'PaMOTHOCTH B Pa3IMYHBIX )KU3HEHHBIX
CHUTYalUsIX;

OK 4.

DddexTHBHO B3aUMOICHCTBOBATh U pa00TaTh B KOJUISKTUBE M KOMAaH/IE,

OK 5.

OCyIIEeCTBIATh YCTHYIO U MUCHbMEHHYI0 KOMMYHHUKAIUIO Ha FOCY1apCTBEHHOM S3BIKE
Poccuiickoit deneparnun ¢ yueToM 0COOEHHOCTEH COIUAILHOTO U KYJIBTYPHOTO
KOHTEKCTa;

OK 6.

[IposBAATH rpa’kAaHCKO-TTIATPHOTHYECKYIO TO3HUIINIO, JEMOHCTPUPOBATH OCO3HAHHOE
MOBEJICHUE Ha OCHOBE TPAIUIIMOHHBIX 00IeUeIOBEYECKHX IEHHOCTEH, B TOM YHCIIE C
Y4eTOM rapMOHHU3ALNH MEKHAMOHATIBHBIX U MEKPEIUTHO3HBIX OTHOLLICHNUH, IPUMEHSTh
CTaH/IapPThl AHTUKOPPYIIIHOHHOTO MTOBEICHUS;

OK 7.

CopeiicTBOBaTh COXPaHEHUIO OKPY KAIOIIEH CpeIbl, pecypcocOepekeHUI0, IPUMEHSTh
3HaHMS 00 U3MEHEHUH KIMMAaTa, IPUHLIUIIB OEPEKITUBOTO IPOU3BOACTBA, 3PPEKTUBHO
JICMICTBOBATh B YPE3BHIYAMHBIX CUTYAIUsX;

OK 8.

Hcnonps3oBaTh cpeacTBa GU3MUECKON KYIBTYPHI IJII COXPAHEHUS U YKPEIUICHHUS 3I0POBBS
B Tporecce MpopecCHOHANBHON AEATENFHOCTH W TOAJEpKaHUS HeOOXOAUMOIO YPOBHS
(U3MUECKON TOATOTOBICHHOCTH;

OK 9.

[Tome30BaThCs podeccnoHanbHON JOKyMEHTAIMEH Ha TOCYJapCTBEHHOM U HHOCTPAaHHOM
SI3bIKaX.

BI 1

OCyIIIeCTBJIeHI/Ie OPraHvu3alMOHHOI0 U TOKYMEHTAIUOHHOT0 o0ecneyeHHus
ACATCJIBbHOCTH OPraHu3ainum.

IK 1.1.

Ocy1ecTBIsITh IpUeM-Tiepeiady yIpaBieHYecKoi HH(OPMAaLUU C ITOMOIIBIO
cpencTB HHGOPMAIIMOHHBIX U KOMMYHHMKAIIMOHHBIX TEXHOJIOTHH.

IK 1.2.

Koopauanposats paboTy IpHEeMHOM PYKOBOJAMTENIS, 30H ITPUEMa PA3TUIHBIX
KaTEeropyuu MOCETUTEICH OpraHu3aIliu.

IIK 1.3.

BJ'Ia,Z[eTI) HaBbIKaAMH INIAHUPOBAHUS pa60qero BPCMCHHU PYKOBOIUTCIIA U
CCKpfCTaps.

IIK 1.4.

OCYHICCTBHﬂTL MMOATOTOBKY ACJIOBBIX IMMOC30K PYKOBOAUTCIIA U APYTHUX
COTPYAHUKOB OpraHu3alu.

IIK 1.5.

Brnanets cioco6amu opranuzaiuy paboyero mpocTpaHCTBAa MPUEMHON U KaOuHeTa
PYKOBOJUTEJIS.

IK.1.6

OcyiecTBisTh paboTy MO MOATOTOBKE U MPOBEICHUIO KOH(EPEHTHBIX
MEpONPUITHI, 0OecTieurBaTh HHHOPMAITMOHHOE B3aUMOICHCTBUE PYKOBOJIUTEIS C

6



noapasaCICHUAMU U JOJZKHOCTHBIMMU JIMIIaAMU OpTraHHU3alliu.

O(bOpMJ'IHTI) OpraHnu3alluOHHO-PpaCIIOPAAUTEIIBHBIC JOKYMCHTBI U OPTaHU30BEIBATH

IK.1.7
pa60Ty C HUMH, B TOM YHUCJIC C UCIIOJIB30BaHHCM aBTOMATU3UPOBAHHBIX CUCTCM.

O(bOpMJ'I?ITB AOKYMCHTEI 110 IMYHOMY COCTAaBYy U OPraHHU30BbIBATH pa60Ty C HUMH,
B TOM YHMCJIC C MCIIOJIb30BAHUMEM ABTOMATH3HPOBAHHBIX CUCTCM.

IK.1.8

OpraHu3oBbIBaTh TEKYIEEe XpaHEHHUE TOKYMEHTOB, 00pabOTKy Je s
IIK.1.9 | onepaTUBHOIO U apXUBHOI'0 XPAaHEHUSA, B TOM YHUCIIE C UCIIOJIb30BAHUEM
aBTOMATU3MPOBAHHBIX CUCTEM.




3. CTPYKTYPA U COJEP)KAHUE ITPOT'PAMMbBI YYEBHOM IMPAKTUKHA

3.1. O0beM yueOHOI NPAKTHKHA

W BHJ KOHTPOJHA.

Buj yueoHoii paGoThI Oo0bem Buja koHTpoOJIs
4acoB
IM.01 OcymecTBjieHde OpPraHU3alMOHHOIO0 M JOKYMEHTAMOHHOIO olecne4eHus:
JACATEJIbHOCTH OPraHu3aluu.
YI1.01.01 YyeOHas mpakTHKa 36 3ayeT ¢ OIeHKOU




3.2. TemaTn4yeckuii IUVIaH U COACPKAHUE YIeOHOH

NMPAKTUKHI
HanMeHoBaHue npogeccHOHAIBHBIX Conep:xaHue BbINOJHAEMbIX padoT Obnem Kon
MojyJieil, MPaKTHK, pa3ejoB, TeM “ACOB npogecCHOHANBHBIX U
00IIUX KOMIIeTEeHIINIA
1 2 3 4
IIM.01 Opranuzauus OK 01 - OK 09
JOKYMEHTALIMOHHOI0 00ecneyeHust IIK1.1-1.9
ynpasJieHusi 4 QyHKIHOHUPOBAHUS
OPraHu3aluM
VI1.01.01 YyeOHasi npaKTHKA 36
Tema 1 M3yuenue cTpyKTypsl Buabl pador:
OpraHu3aIuu O3HaKOMJIEHHE C TPABOBBIMHU (YUPEIUTEIbHBIMHU ), TOKAIbHBIMH HOPMaTUBHBIMU 4
aKTaMH U paclopsIUTEIbHBIMU IOKYMEHTaMu opranu3anuu. CocTaBiieHUE CIIUCKA
HCTOYHUKOB KomiiekroBauusi OPJI opranmsaium.
Tema 2 M3yuenue MHCTpyKIIMH 1O Buas1 pador:
JIETTONTPOU3BOJICTBY OpPraHU3AIUN 3HAKOMCTBO C MTPaBUJIaMU COCTABJICHUS MTPOEKTOB M 0(OPMIICHHUS TOKYMEHTOB, 4
MOPSIIKOM COTJIACOBAHUS U TOAMNKMCAHUS/YTBEPKACHUS JOKYMEHTOB B OpraHU3aIiu
Tema 3 OcoberrOCTH Buasbi padort:
JOKYMEHTUPOBaHHs JEATCIbHOCTH O3HakoOMJIEHUE C MPOrPAaMMHBIMU CPEJCTBAMHU yU€Ta, XpaHEHHUs, 00pPAOOTKH U
YIpeKKACHUA IIOMCKAa JOKYMEHTOB, HCIIOJIb3YEMBIMY B OpTaHu3aluu. M3ydueHne 0CHOB U ]
cneunuky paboThl ¢ JOKyMEHTAIMEH B CUCTEME DJIEKTPOHHOTO JJOKYMEHT0000poTa
(CO ) opranmzanuu. Vicnionp3oBanue B paboTe r100aNbHBIX U JOKaJIbHBIX CETEH
JUISI TOJIYYEHUs M XpaHeHus uHpopMaluu, oOMeHa
Tema 5 OdopmiteHHE TOKYyMEHTOB Buasbl padort:
OdopmiieHre opraHu3allMOHHbBIX, BHYTPEHHHUX (IIPUKAa3bl, PACTIOPSHKEHUS,
JIOBEPEHHOCTH, 3aIIMCKH, CIIPaBKHU, aKThl, IPOTOKOJIBI U JIP.) U UCXOAIINX
JIOKYMEHTOB OpPraHU3aLUU C UCIOJIb30BaHUEM COBPEMEHHBIX POTPAMMHO-
TEXHUYECKUX cpencTB. KOHTPOIb MpaBUILHOCTH COCTaBICHUS, OOopMICHUS 10
JIOKYMEHTOB (PEKBU3UTHI, 0OCOOCHHOCTH HAIMCaHMsI TEKCTOB, MHOTOCTPaHUYHbIE
JIOKYMEHTHI), TIOPSIIKA U3/IaHUS TOKYMEHTOB (C y4€TOM crieu(UKA CUCTEMBI
JIEIOTIPON3BOICTBA opranm3anun). KoHcTpynpoBaHue 6J1aHKOB OpTaHU3aIINH,
CO3/IaHHE II1a0JIOHOB JIOKYMEHTOB.
Tema 6 Opranu3anusi TEKYLIEro Bunsi pador: 8




XpaHCHUA JOKYMCHTOB.

DopMUPOBaHKE JI€]I B COOTBETCTBUM C HOMEHKIATYPOU JI€]1 OpraHU3altH.
VYyactre B IpOBEACHUN YKCIIEPTU3HI IICHHOCTH JOKYMEHTOB CHCTeMaTH3anus
JOKYMEHTOB I10 CTPYKTYPHO-XPOHOJIOTHYecKOMY NpuHIUIy. OdopmiieHne y4ETHBIX
JIOKYMEHTOB ITOCTYTIJICHUS ¥ BHIOBITHS €.

IIpoMekyTOUHAsI aTTECTALMS

3adeT ¢ OICHKON
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4. YCJIOBUS PEAJIM3AIINU PABOYEN ITIPOTPAMMBI YUEBHOM ITPAKTUKHA

4.1. TpeGoBaHUsI K MUHUMAJBLHOMY MaTepUaIbHO-TeXHUYECKOMY 00ecriedeHUI0
Peamuzamust  mporpamMmbl  yueOHOM MpakTHKKW TpeOyeT Hamudus J1abopaTopHit
«Opranuzanuu paboThl ¢ JOKYMEHTaMu», «YueOHas kaHuensapus» u «CucteM 3JIeKTPOHHOTO
JIOKYMEHTO000pOTax:
Oobopynosanue Jadoparopun Opranuszanuu padoTbl ¢ JOKYMEHTAMM:
O6opynoBanue yueOHOT0O KabUHeTa!
" CTOUBI M CTYJIbs — pabodie MecTa 00y qaromHXCs;

JIOCKa MEJIOBas;
) mKadsl 151 XpaHEHUS YYCOHBIX MAaTEPHUAIOB 110 MPEIMETY;
Texaudeckue cpencTpa 00ydeHHUs:
) MEPCOHANILHBIN KOMMBIOTEP C JIMIIEH3UOHHBIM IIPOIrPAMMHBIM 00€CIIEUeHUEM U BBIXOJIOM
B HHTEPHET — pabouyee MECTO MperoaBaTess
MEPCOHAITBHBIE KOMIBIOTEPHI C JIMIIEH3MOHHBIM IPOTPAMMHBIM 00ECTICUEHHUEM U BBIXOJIOM
B MHTEPHET — pabodee MECTO CTY/ICHTa;
MyJspTUMeana rnpoekrop Epson EB-685W;
BbIXOJ1 B ce€Th IHTEpHET;

9KpaH

OobOopynoBanue Ja0oparopuu ydeOHasi KaHueJgsapusi (cayx0a JOKYMEHTAIIMOHHOIO
o0ecreyeHus ynpaBJieHus1):
Ob6opynoBanue yueOHOro KabuHeTa:

" CTOIBI M CTYJIBS — PabOUHe MeCTa 00YJAIOIUXCS;

JI0CKa MeJloBas;

" mKkadsl A1 XpAaHEHHS yUeOHBIX MATEPHANIOB 110 PEAMETY;

TexHnueckue cpencTra 00ydeHuUs:

" IepCOHAIBHBIH KOMITBIOTEp C JINIEH3UOHHBIM IIPOIPAMMHBIM 00ECIICUEHHEM ¥ BHIXOJIOM
B MHTEPHET — paboyee MECTO NMPEenoAaBaTes
IIepCOHAIbHbIE KOMITBIOTEPHI C JTMIIEH3MOHHBIM IPOrPAMMHBIM 00€CIIEYEHHUEM U BBIXOJIOM
B MHTEpHET — paboyee MECTO CTY/IeHTa;
MyJbTUMeana npoekrop Epson EB-685W;
BbIXOJ B ceThb IHTEpHET;

9KpaH

Oo6opynoBanue J1agoparopun CucreM 3J1eKTPOHHOI0 IOKYMEHT0000pOTA:
O6opynoBaHue yueOHOTO KaOuHETa:
CTOJIBI M CTYJIbsl — paboune MecTa 00yJaroIuxcs;

JOCKa MCJI0Basi,
I_HKa(I)BI AJIL XpaHCHU A y‘-Ie6HI:>IX MaTCpHraJIOB 110 MMPEAMCTY;

TexHuueckue cpencTBa 00ydeHuUs:
" HepCOHANBHEIA KOMIIBIOTEp C JIHIEH3HOHHBIM IPOrPAMMHBIM 00CCIICUCHHEM H BBHIXOIOM
B MHTEPHET — pabouee MECTO MpernoaBaTelis
NEPCOHAIbHbBIE KOMIIBIOTEPHI C JINLIEH3MOHHBIM IPOTPaMMHBIM 00ECIIEUEHUEM U BBIXOJIOM

B MHTEPHET — paboyee MECTO CTY/IEHTa;
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MyJpTUMeana rnpoekrop Epson EB-685W;
BBIXOJ B ceThb IHTEpHET;
JKpaH

4.2. MupopmannonHoe odecnevyenne 00y4eHust

Ilepeyens pexoMeHaAyeMBbIX y4eOHBIX H31aHuil, UHTepHeT-pecypcoB, NONOJIHUTEIbHON
JUTEepPaTyphl:

HopmaTuBHoO-ipaBoBasi JOKYMeHTAIHS:

1. 3akoH P® ot 25.10.1991 Ne 1807-1 «O s3sikax Hapoaos Poccuiickoit denepauun» (B pea. Ot
11.12.2002)// Benomoctu CH/] u BC PC®CP. 1991. Ne 50. Cr. 1740; C3 P®. 2002. Ne 50. Cr.
4926

2. 3akoH P® o1 23.09.1992 Ne3520-1 «O TOBapHBIX 3HaKaX, 3HAKAX OOCTYKUBAHUS U
HAaMEHOBAaHMSIX MECT MpoucxoxacHus ToBapos» // Beqomoctn CHJIl u BC P®. 1992. Ne 42. Cr.
2322; C3 P®. 2002. Ne52 (u.2). Ct. 5132

3. denepanbHbIil KOHCTUTYIIMOHHBIHN 3aK0H OT 25.12.2000 Ne 2-@K3 «O I'ocynapcTBeHHOM repoe
Poccuiickoit ®@eneparum» (¢ u3m. ot 09.07.2002; ot 30.06.2003)//C3 P®. 2000. Ne 52. Y. 1.
Cr1.5021; C3 P®. 2002. Ne 28. Cr. 2780; C3 P®. 2003. Ne 27. Ct. 2696

4. ®enepanpubiii 3akoH oT 10.01.2002 Ne 1-D3 «O06 snexTponHOM moamuckny// Codbpanue
3akonogarenscrea PD", 11.04.2011, N 15, ct. 2036.

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

6. @enepanpublii 3akoH oT 22.10.2004 Nel25-®3 «OO6 apxuBHOM jnene B Poccuiickoi
Oeneparumy// C3 PD.2004.Ne43. C1.4169

7. ®enepanbublil 3ak0H PO ot 01.06.2005 Ne53-D3 «O rocynapctBeHHOM si3blke Poccuiickoit
Oeneparuny// C3 PO. 2005. Ne23. Cr. 2199

8. denepanbubiii 3ak0H oT 27.07.2006 Ne 149-D3 “O6 nndpopmannu, nHGOPMAITHOHHBIX
TEXHOJIOTHSX U 0 3amute nHpopmarwm» // C3 PD. 2006. Ne31 (u.1). Ct.3448

9. Iloctanosnenue [IpaBurensctBa PO 01 27.12.1995 Ne 1268 «O0 ynopss04eHrH U3rOTOBIICHUS,
UCIIONb30BAHUS, XpAaHEHUS W YHUYTOXKEHUM Tieyarel U OJIaHKOB C BOCIIPOU3BEICHUEM
I'ocynapctBenHoro repba Poccutickoit @enepanum» (¢ u3Mm. u gom. ot 08.06.2001)// C3 PD.1996.
Ne 2. Ct1.123; C3 P® 2001. Ne 24. Ct.2461

10. IToctanosnenue IlpaButensctBa PO ot 19.06.2002 Ned38 «O eanHOM rocyJIapCTBEHHOM
peectpe opuanueckux iy (B pex. Ot 26.02.2004)// C3 P®. 2002. Ne26. C1.2585; 2004. Nel0.
Cr.864.

11. Ilocranosnenue IlpaBurensctBa ot 15 utons 2009 r. Ne 477 "O6 yrBepxkaenuu pasun
JIETIOTPON3BOICTBA B (PeiepabHBIX OpraHax UCIOJHUTEILHOM BiIacTH"

12. TOCT P 7.0.97-2016. Hauumonanensiii ctangapt Poccuiickoit ®enepaunuu. Cucrema
CTaHAapTOB 1Mo HuHpOpMaluu, OUOIMOTEYHOMY M H3AATeNbCKOMY Jneny. OpraHuzalroHHO-
pacnopsiauTeabHas JoKyMeHTarus. TpeGoBanus k odopmiieHuto 10KyMeHTOB (yTB. [Ipukazom
Poccranmapra ot 08.12.2016 N 2004-cT)

13.TOCT P 7.0.8-2013. Jlenionpou3BOACTBO U apXUBHOE /1€710. TepMuUHbI U onpeeneHus. M.:
lNoccranpapt Poceun, 2013.

14. TOCT P UCO 15489-1-2007. Cuctema cTaHIapToB 10 HH(OpMAIHH, ONOIMOTEYHOMY U
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U3/aTeIbCKOMY Jey. YmpaBieHue JokyMeHTamu. OOmmue tpeboBanus. M.:CtangapTuadopm,
2007

15. TOCT 17914-72. OO6Gnoxku [ea1 JUIMTEIbHBIX CPOKOB XpaHEHMs. TuMbl, pa3Mepsl,
TexHuueckue ycnosus. M.: U3n-Bo ctanmaptos, 1984

16.TOCT P 51511-2001. ITeuatu ¢ BoctipousBenenueM ['ocynapctBenHoro repba Poccuiickoit
®denepannn. Dopma, pazMepsl 1 TexHUUeckue TpedoBanust. M.: 'occtangapt Poccun, 2001

17. Tlpuka3 Muntpyzaa Poccun ot 06.05.2015 N 2761 "O0 yTBepkaeHuH NMpodhecCuoHaITBHOTO
crangapta "CoenuaiaucT MO OpraHU3allMOHHOMY M JOKYMEHTAlMOHHOMY 00€CHedeHUIo
ynpasienus opranuzanueit” (3aperucrpuponano B Muntocte Poccun 02.06.2015 N 37509)

18. IIpaBuna opranu3anuy XpaHeHUs, KOMIUIEKTOBaHMSA, Y4ETa U UCIIOIb30BaHUS JOKYMEHTOB
ApxusHoro ¢ponna Poccuiickoit depepanuu u Ipyrux apXuBHBIX TOKYMEHTOB B OpraHax
roCy/apCTBEHHOW BJIACTH, OpPraHax MECTHOTO caMOyTNpaBieHUs U opranuzanusax. M.: Pocapxus,
2015.

19. Metonuueckre peKOMEHJAUK M0 MPUMEHEHHIO TTPABUII OPraHU3alliy XpaHEHHUs,
KOMIUICKTOBAHUS, yde€Ta M UCIOJIb30BaHUS JOKYMEHTOB apxuBHOro (onna Poccuiickoit
denepanuy U Ipyrux apXMBHBIX JOKYMEHTOB B OCYJapCTBEHHBIX OpraHax, OpraHax MeCTHOI'O
caMOyIIpaBJIeHUs U opranuzauusax. M., 2017.

20. ITepeueHb TUMIOBBIX YNPaBIEHYECKUX aPXUBHBIX IOKYMEHTOB, 00pa3yIoIuXcs B poliecce
JESATENIbHOCTH I'OCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CAMOYIIPaBJIEHMSI U OPraHU3alHM,
C YKa3aHHeM CpOKoB xpaHeHus. M., 2010.

21. IlonoxxeHue o MOpsAIKE U CPOKAX XpPaHEHUs JOKYMEHTOB aKIIMOHEPHBIX 00I1eCTB (YTB.
noctaHoByiieHneM @DenepanbHON KOMHCCHM TIO PBIHKY II€HHBIX Oymar ot 16.07.2003)//
Poccuiickas razera. 26.08.2003. Ne 168

22. O6mepoccuiickuii kmaccudukarop ympasieHdeckoit gokymentamuu: OK 011-93 (OKY ).
M.: I'occrannapt Poccun, 1994.

23. IlpumepHass MHCTPYKIUS IO JAEJIONPOU3BOJICTBY B I'OCYJApCTBEHHBIX OpraHu3amusx. M.,
2018.

OcHOBHbIE HCTOYHHUKMH:

1. Ao6ynanze /. I'. JlokyMeHTaIlMOHHOE OOECTICUCHHE YIIpaBJICHUS TMEPCOHAIIOM: yYYeOHUK H
MpaKTUKYM I cpeaHero mnpodeccuonambHoro ooOpaszoanus / J[. I'. AGymamze, U. b.
Breimpsokkuna, B. M. MacnoBa. — 2-e usn., nepepab. u non. — MockBa: M3naTenbcTBo
IOpaiir, 2022. — 370 c. — (IlpodeccuonanbHoe obpazoBanue). — ISBN 978-5-534-15076-6.
— Texcrt: anekrponnsiii // DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/487121.

2. AunrtyxoBa, H.®. Cuctemsl 31eKTPOHHOTO JOKYMEHTO00O0pOTa: ydeOHoe mocodue / AnTyxoBa
H.®., 306enko A.JL., Jlocera B.B., Yeunkos FO.b. — Mocksa: KnoPyc, 2022. — 201 c. —
ISBN 978-5-406-02705-9. — URL.: https://book.ru/book/936560. — TekcT: 371€eKTpOHHBII.

3. Kopnees, U. K. JlokymeHTanimoHHOe oOecrieueHrne yrnpaBieHUs: YICOHUK W MPAKTUKYM IS
cpennero mpodeccuonansHoro ob6pazoanus / M. K. KopneeB, A. B. Ilmenko, B. A.
MarmrypueB. — 2-e uzl., nepepad. u gon. — Mocksa: M3garensctBo FOpaiit, 2022. — 384 c.
— (ITIpoeccnonanbroe o6pazoBanue). — ISBN 978-5-534-05022-6. — TeKcCT: 351eKTPOHHBIN
// OBC KOpait [caiiT]. — URL: https://urait.ru/bcode/472550.

4. Packun, J[.M. Mertoaguka U TpakTUKa apXUBOBEACHUSA: YUYEOHMK JJIsi CpPEIOHEro
npodeccuonansHoro oopazosanus / JI. W. Packun, A. P. CokomnoB. — MockBa: M3naTenbcTBo
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KOpaiir, 2022. — 339c. — (IlpodeccuonanbHoe obpa3oBanue). — Tekcr:
HernocpencTBeHHbln. — [ISBN 978-5-534-02419-7.

I[OHOJIHHTCJILHbIe HCTOYHUKMH:

1.

Amnzopoa C.II. Opranuszanusi TpyJaa TOCYAApCTBEHHBIX W MYHHUIUITAIBHBIX CIYXKAIUX :
yuebHoe nocodue / C.I1. Auzoposa, C.I'. ®enopuykoBa. — Mocksa : UHOPA-M, 2022. —
160 ¢. — (Bricmiee obpazoBanue: bakamaBpmar). - ISBN 978-5-16-016369-7. - Tekcr :
anektporHbid. - URL: https://znanium.com/catalog/product/1151473. — Pexxum moctyma: mo
HOAIHUCKE.

I'yryeBa T.A. KondunenmaibHoe 1eI0NIpon3BOACTBO: yueOHoe mocooue / T.A. I'yryeBa. —
2-e wu3g., mepepad. u gomn. — MockBa: UHOPA-M, 2022. — 199 c. — (Cpennee
npodeccuonanbHoe oopazoBanue). - ISBN 978-5-16-016585-1. - Tekcr: anekTponnsIit. - URL:
https://znanium.com/catalog/product/1191331. — Pexxum mocTyma: 1o momnucke.

I'ycapoBa M.H. Opranu3animoHHO-UH(POPMALIMOHHOE W JTOKYMEHTAIIMOHHOE OOeCTcueHHe
NeSITeIbHOCTH PYKOBOAUTENSA: yueOHO-MeToauueckoe nocodbue / M. H. I'ycaposa, C. B.
lopkym. — Mocksa: PTY MUPDA, 2022. — 106 c. — Tekcr : 3nekTpoHHbI // Jlanb :
ANIeKTpOHHO-O0uOMoTeunas cuctema. — URL: https://e.lanbook.com/book/176556. — Pexum
JOCTYTIA: JIIsl aBTOPU3. TIOJIH30BATENICH.

HenonpounsBoacteo: yueOnuk / T.A. beikosa, JI.M. Bsanosa, F0.M. Kykapuna, JI.B. Cankuna;
noa obmr. pexn. mom. T.A. BeikoBoit. — 4-e u3a., nepepad. u gon. — Mocksa : UHOPA-M,
2022. — 393 c. + Jlon. marepuansl [[DnexkTponHslid pecypc]]. — (Brwicmee obpazoBanme:
bakanaspuat). — DOI 10.12737/1014190. - ISBN 978-5-16-014992-9. - TekcT: 2JI€KTPOHHBIN.
- URL: https://znanium.com/catalog/product/1014190. — Pesxum octyna: mo mojmucke.

Hoponuna JI.A. JIokyMeHTaIlMOHHOE OOeCTieueHue YIpaBiICHHs: YICOHUK U MPAKTUKYM st
cpenHero npodeccuonanpHoro obpazosanus / JI.A. Jloponuna, B. C. UputukoBa. — Mocksa:
W3narensctBo KOpaiit, 2022. — 233 ¢. — (IIpodeccuonansHoe obpazoBanue). — ISBN 978-
5-534-05783-6. — Tekct: oanektponusid //  OBC IOpait [caiit]. — URL:
https://urait.ru/bcode/473802.

Kysneno W.H. JloxymeHTammoHHoe oOecredeHue ynpaBieHus. J[OKyMEHTOOOOpOT u
JEIIONPOU3BOICTBO: YUEOHHUK U MPAKTUKYM JJISl CpEAHEro mpodeccnoHalIbHOro 00pa3oBaHus
/ Y. H. Ky3unenoB. — 3-e u3a., nepepad. u gon. — Mocksa: U3natensctBo HOpaiit, 2022, —
462 c. — (IlpodeccuonanbHoe obOpasoBanue). — ISBN 978-5-534-04604-5. — TekcT :
anextpoHHbIi / DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/470020.

[TaBnosckas O.}O. IIpaBoBoe obecnieueHre KaJpoBOTO JAEIOMPON3BOJICTBA: yueOHOE mocodue
s By30oB / O.1O. IlaBnoBckas. — MockBa : MU3marensctBo FOpaiit, 2022. — 213 ¢. —
(Bricmiee oopazoBanme). — ISBN 978-5-534-11565-9. — Tekcrt: anexrponnsiii // DbC IOpaiit
[caiiT]. — URL: https://urait.ru/bcode/476289.

CocHoBas A. Accucrent pykoBoaurtens. Jlahdxakum mnpodeccun: KHHra-TpeHWHr / A.
CocHoas. - Cankr-IlerepOypr: Ilutep, 2022. - 208 c. - ISBN 978-5-4461-1489-4. - Tekcrt:
anekTpoHHbId. - URL: https://znanium.com/catalog/product/1817493. — Pexxum goctymna: no
HIOJIITUCKE.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

[MumoB O.B. CoBpeMeHHbIE TEXHOJOTUU M TEXHHYECKHE CpeACTBAa HH(POpMATH3AINH:
yueOHuk / O.B. IlumoB. — Mocksa : UHOPA-M, 2022. — 462 c. + Jlon. maTepuaisl
[[D@nexTponnbIi pecypc]]. — (Cpennee npodeccronanbHoe odpazoBanue). - ISBN 978-5-16-
017112-8. - Texkcr : anexktponHsbIil. - URL: https://znanium.com/catalog/product/1764799. —
Pexxum noctyna: 1mo moAmumcke.

[lIyBamoBa H.H. OcHOBBI aenmonmpou3BOACTBA: YYEOHWK M TIPAKTUKYM JUIsI CPEIHETO
npodeccuonanbHoro oopazosanus / H.H. [llysanosa, A.}O. BaHoBa; o o01iel penakmueit
H.H. IllyBanoBoii. — 2-e u3n., nepepad. u nomn. — Mocka: U3garensctBo FOpaiit, 2022. —
428 c. — (IIpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-11014-2. — Texkcr:
anextpoHHbIi / DBC FOpaidt [caiit]. — URL: https://urait.ru/bcode/469548.

bacakos, M.U., JlokyMeHTaIlMOHHOE 00ECIIeUCHHE YIIPaBICHUS (C OCHOBAMHU apXHBOBEICHUS ):
yuebnoe nocobue mis CIIO / M.U. bacakoB. — Mocksa: M3narensctBo KHOPyc, 2022. — 216
c. — Tekct : HenmocpeacTBenHblit. — ISBN: 978-5-406-09983-4.

Beperexuna, C.B., HerocynapcTBeHHBbIE CTPYKTYphl M ayTCOPCHUHI B apXMBHOM JEl€ :
moHorpadus / C.B. Beperexuna. — Mocksa: M3natensctBo Pycaitnc, 2022. — 128 c¢. — Tekcr :
HenocpenctBeHHbId. — [ISBN: 978-5-4365-8006-7.

Eropos, B.I1., CiunbkoB, A.B. OGecrieueHne COXpaHHOCTH, pECTaBpallis U KOHCEpBALUs
JOKyMeHTOB: yueOHoe nocobue. — C.-I16.: Jlans, 2022. — 220 c. — ISBN: 978-5-507-45047-3.

Koznos, B. [1. ApxuBoBenenue: yueOHUK U pakTUKyM ais By30B / B. I1. Ko3noB. — Mocksa:
WznarensctBo Opaiit, 2022. — 329 c. — (Bricmee obpa3oBanue). — ISBN 978-5-534-14066-
8. — Tekcr: oanextponHsiid // OOpaszoBarenvHas 1aatdopma IOpait [caitt]. —
URL: https://urait.ru/bcode/496661

[TaBnoBa, P. C. Jlenonpou3BoACTBO MO OO0paIiieHusiM rpaxkaan: yaeonoe mocoowue misi CI1O /
P. C. [TaBnoBa. — Cankr-IlerepOypr: Jlanp, 2022. — 324 c.: un. — TekcT: HEMOCPEACTBEHHBIN.
— ISBN: 978-5-8114-9925-0.

[TomoB, A.B. ApxuBoBencnue. 3apyOexHas Poccuka: y4eOHWUK Ui CPEIHETro
npodeccuonansHoro obpazosanusi / A. B. [TonoB. — Mocksa: U3narensctBo FOpaiit, 2022.
— 168 c. — (IIpodeccuonanbroe obpazoBanue). — ISBN 978-5-534-10240-6. — Tekcr:
DJIEKTPOHHBIN // OO0pazoBatenpHas miatdopma FOpaiit [cafiT]. —
URL: https://urait.ru/bcode/495214

Packun, JI. 1. ApxuBoBenenune: yueOnuk st By3oB / [I. W. Packun, A. P. CokonoB. — 2-¢
u3n., wcenp. u gon. — MockBa: MzmarensctBo [Opaiit, 2022. — 468 c. — (Bricmiee
obpa3zoBanue). — ISBN 978-5-534-15245-6. — Texkcr: anexktpoHHbIN // OOpa3oBarenbHas
iatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/497656

Camapuyk, H.C., MapkeTunroBasi AesTeIbHOCTh FOCYIapCTBEHHBIX apXWBOB: MOHOTrpadus /
H.C. Camapuyk. — MockBa: WznarensctBo Pycaitne, 2023. — 312 c. — Tekcr:
HenocpeacTBeHHbI. — ISBN: 978-5-466-01550-8.

TenpuapoB A. [I. ApxuBoBeaeHue: yaeOHoe mocodue s 6akanaBpoB / A. JI. Tenpuapos. 5-¢
m3a. — MockBa: UTK «/lamkoB u K», 2022. — 184 c¢. — Tekcr: HenocpenctBeHubiii. — ISBN:
978-5-394-04946-0.
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20. TaxomganoBa, O.}O. Opranusanus rocy1apcTBEHHbIX yupexaeHuit Poccun: yueOHoe mocobue
JUIs cpeaHero npodeccuonanbHoro oopazosanust / O. 0. IllaxonanoBa. — 2-e u3., nepepao.
u gmon. — MockBa: M3marensctBo FOpaiir, 2022. — 161 c. — (IIpodeccuonansuoe
oOpazoBanue). — ISBN 978-5-534-12448-4. — TexkcT: anektpoHHbIil // OOpa3oBarenbHast
matdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/496292

HNHTepHET-pecypcehl:

1. ExxemecsiunbIii npogeccuOHATbHBIN KypHaI «Cexperapckoe hi (S ()%
http://www.sekretarskoedelo. ru/

2. OpunuanbHBIN callT Becepoccuiickoro HayYHO-HCCIIEI0BATENbCKOTO HHCTUTYTA
JOKYMEHTOBEJICHUS M apXUBHOTO jena http://vniidad.ru/

3. OdurnmanbHeIi caiiT komnanuu ['apanT http://www.garant.ru/

4. Odunmansuelii cait komnanuu Koncynerantllntoc http://www.consultant.ru/

5. Odunmanpupiii cadT DeaepanbHOr0 apxXuBHOTO areHTcTBa http://archives.ru/

6. IlpodeccrnonanbHblil )ypHan «JleI0nponu3BOACTBO U JOKYMEHTOOOOPOT Ha MPEANIPUITUI
http://delo-press.ru/archives/rubrics.php

7. lpodeccnonanbublii )xypHan «Cekpetapb-pedepent» http://www.profiz.ru/st/

8. IIpodeccuonanbhslii xypHan «CripaBOUHUK CEKpeTaps U 0(huc- MEHeHKepay
http://www.sekretariat.ru/magazine-ssom

9. IIpodeccronanbHBIN KypHAT «JeT0nPOU3BOACTBO U JOKYMEHTOOOOPOT Ha MPEANIPUSTAN
http://delo-press.ru/archives/rubrics.php

10. ITpodeccrnonanbhplii )KypHaI «Jle10npon3BoacTBOY

11. TIpodeccronanbHbli xkypHAN «Jlenonpon3BoacTBo»
http://www.top-personal.ru/officeworks.html

12. IIpodeccronanbHblii xypHan «CpaBOUYHUK ceKpeTaps U opHuc- MEHEeHKepa»
http://www.sekretariat.ru/magazine-ssom

13. LleHTp KOMIETEHIIUK IO BOIIPOCAM JOKYMEHTAIIMOHHOTO 00eCTIeueHus YIIpaBlIeHNs U
apxuBHOTO Jena http://edou.ru/

14. lleHTp KOMIETEHIMH IO BONPOCaM JOKYMEHTAIIMOHHOTO OOEcCreueHusi ymnpaBiIeHUS U
apXMBHOT'O

nena http://edou.ru/

15. OduunanbHbIi WHTepHer-noprai IIPaBOBOM uHpopmanuu//
http://www.pravo.gov.ru/Poccuiickuii

HOPTaJ OTKPHITOro oopazoBanus http://www.edu.ru/

16. Dnexrponnsiii pecype: DbC «3Hannym» http://znanium.com

4.3. O6mue Tpe6OBaHNS K OPraHU3alui 00pa3oBaTeILHOI0 IMpolecca

ConepkaHue BceX JTANOB MPAKTHKU ONpeAenseTcs TpeOOBaHUSAMH K YMEHHUAM U
IPaKTUYECKOMY OIBITY NpodeccuoHanbHbIXx Moxayined B coorserctBuu ¢ PI'OC CIIO mo
cneuuanbHocT 46.02.01 «lokymMeHTallMOHHOE OOecrieueHue yNpaBICHUS U apXUBOBEICHUE,
YTBEPKACHHOI0 Ipuka3zoM MuHmpocsemenus Poccun ot 26 aBrycra 2022 roga Ne 778.

ConeprkaHue U pe3yJsibTaT MPAKTHK MPOBOJAUMBIX B paMKaX MpopeCcCHOHATBHBIX MOTyJICH
COIIACOBaH C OPraHU3alUAMHU, IPEIOCTABISAIOIIMMU MECTA MTPAKTUK 00YUarOIUMCS.

ATTecTanus o uToraM NpakTUK MPOBOAUTCS C YUETOM (MJIM Ha OCHOBAaHUH) PE3YJIbTATOB,
HOJITBEPKJICHHBIX JOKYMEHTAMHU COOTBETCTBYIOIIMX OpraHU3aluil (aTTeCTallMOHHBIN JIMCT IO
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NPaKTUKE, OTYET O MPOXOXKIECHUHM MPAKTUKHU, JHEBHUK I10 MPAKTHUKE, XapaKTEPUCTHKA C MeCTa
IPOXOXACHUS ITPAKTUKN).

[Tpu dopmupoBannu (HOHIOB OLEHOYHBIX CPEICTB MPOXOXKACHUS MPAKTUK MpoIexypa
OLIEHKHU OOIIHMX U PO eCCHOHATHHBIX KOMIIETEHITUH OMPEIENISIETCSI COBMECTHO C OPTaHU3AIMSIMH,
MIPEIOCTABIIAIOIIMMY MECTa MPAKTUK 00yHaArOIIUMCS.

@®opMbI OTYETHOCTH M OLICHOYHBIM MaTepuan NpoX0oXkKIEeHHUs MPAaKTUK pa3padaThIBaeTCs U
COIJIACOBBIBAETCA C OpraHU3alMsAMHU, IPEIOCTABIISAIOIINMYU MECTa MPAKTHK 00YYarOIUMCSL.

PabGouas mporpamma  yuyeOHOM  MpaKTHKM  MpeIycMaTpUBaeT  OCYIIECTBJICHUE
00pa3oBaTeNbHON AEATEIbHOCTH Ha TOCYIapCTBEHHOM si3bike Poccuiickoii deneparui.

Bce u3MeHeHus, BHECEHHbIE B pabouylo mporpaMMmy y4eOHOW MPaKTUKH, (GUKCUPYIOT B
HOSICHUTEIbHON 3aMKCcKe (JIMCT U3MEHEHUH U I0IIOJTHEHUH).

VYTBepxkneHHast pabouasi mporpaMmMa XpaHUTCS B y4€OHO-METOIUIECKOM OT/IEIE.

4.4. KagpoBoe o0ecnieueHue 00pa3oBaTebLHOIO Mpoiecca.

Peanuzamuss mporpamMmbl  y4eOHOM MpaKkTUKU O00ECIEYMBACTCS —IEJAarorHueCKUMHU
KaJpaMH, HMMCIOIIMMHU BhICIIee O0Opa3oBaHUE, COOTBETCTBYIOIIEE MNPOGUIIO MPOBOANMOMN
MPAKTUKH, C OIMBITOM JIEATEIHHOCTH B OPraHHU3AIUSAX COOTBETCTBYIOIIEH MPOQECCHOHATHHON
chepnl. [lpernogaBaTenn MOMydYarOT AOMOJHHUTENIBbHOE MpodeccuoHaribHOe 00pa3oBaHHE IO
porpaMMaM IOBBIIIEHUS! KBATU(PUKAUK, B TOM 4Hcie B (OpMe CTaXUPOBKHU B MPO(PHUIBLHBIX
opranu3anusax He pexe | paza B 3 roza.
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5. KOHTPOJIb ¥ OIEHKA PE3YJBTATOB OCBOEHHUA YYEBHOH

INPAKTUKH

Bun KOHTpOJIS ¥ OLIEHKH pe3yIbTaTOB OCBOEHUS Y4eOHOM MPaKTUKU: KOMIUIEKCHBIHN 3a4eT

C OHeHKOﬁ. OI_IeHKa PE3YJIbTATOB OCBOCHUA yqe6H017I MPAKTUKHU OCYHICCTBIIACTCA PYKOBOAUTCIIEM

IIPpaKTUKH.

Pe3yabTaThl 00yyeHus
(ocBOEHHBIE YMEHHs, YCBOCHHBIE
3HAHMS)

Kon
npogeccHOHAJIBLHOI0
MOJYJIsI

@DopMBbI 1 METOAbI KOHTPOJISA U OLIEHKHU
pe3yabTaToOB 00yUeHH s

OK 01. Beibupats crmocoObI perneHus
3aga4y npodeccHoHANEHON
JCATEIbHOCTH  MPUMEHUTENBHO K
Pa3INYHBIM KOHTEKCTAM;

IIM 01

HabGnronenue 3a
obyuarorerocs.

JCATCIIbHOCTBIO

OK 02. Hcmonb30BaTh COBpEMEHHEIE
cpeAcTBa  NOWCKAa,  aHalW3a |
WHTEpIpeTaun  uHOpMauu U
WHPOPMAIHOHHBIE TEXHOJOTHU  JJIs
BBIITOJTHCHU S 3aga4
POo(heCCHOHAIBHON JIEATEIIEHOCTH;

IIM 01

HabGnronenue 3a
obyyarorierocs.

JCATCIbHOCTBIO

OK 03. [InannpoBaTh U peanu30BbIBaTh
COOCTBeHHOE TMPOQPECCHOHATBLHOE |
JMYHOCTHOE pa3BuUTHE,
NPEANPUHAMATENBCKYIO JEeITENbHOCTh
B po¢eCCHOHATTLHOM chepe,
WCIIOJIb30BaTh 3HAHUS 110 (PUHAHCOBOM
IrpPaMOTHOCTH B Pa3NIUYHBIX
KU3HEHHBIX CUTYaIUsX;

IIM 01

HaOnronenue 3a
obOyyarorerocs.

ACATCIBHOCTBIO

OK 04. D¢ dexTnBHO
B3aMMOJICHCTBOBaTh W paboTaTh B
KOJUIEKTUBE ¥ KOMaH/IE;

IIM 01

Hab6mronenue 3a
obyyarorerocs.

JCATCIbHOCTBIO

OK 05. OcyuiectBusiTb yCTHYHO U
MACEMEHHYI0O ~ KOMMYHUKAIIMIO  Ha
roCyJ1IapCTBEHHOM si3blke Poccuiickoi
denepanu ¢ y4eToM OCOOCHHOCTEH
COLIMAJIBHOTO u KYJBTYPHOT'O
KOHTEKCTA;

IIM 01

HaOnroneunue 3a
obOyyarorerocs.

JCATCIbHOCTBIO

OK 06. IlposBinaTe TIpaxaaHCKO-
HaTPUOTHYECKYTO TIO3HIIHIO,
JIEMOHCTPHPOBATh OCO3HaHHOE
MOBEJICHUE HA OCHOBE TPaJULIMOHHBIX
00IIIeYeNIOBEYECKUX [IEHHOCTEH, B TOM
qHuclie € YY4eTOM TapMOHHU3aLUH
MEKHAIIMOHATBHBIX u
MEKPETUTHO3HBIX OTHOUICHU,
IPUMEHSTh CTaH/IapTHI
AHTHKOPPYIIIMOHHOTO MOBEJICHUS;

IIM 01

HaGmaronenue 3a
oOyyJarorerocs.

ACATCIBHOCTBIO

OK.07 CopelicTBOBaTh COXPAaHEHUIO

IIM 01

Brinonnenue

00y4aroMcst

OKpY>Karolen cpenpl, npodeccHoHaIbHBIX 337a9 Ha MPaKTHKE;
pecypcocOepexeHuIo, MPUMEHSTh

3HaHUs 00 M3MCHCHMH KJIMMAaTa,

MPUHIUIIBI OepeKITUBOTO

MIPOM3BOJICTBA, s pexTuBHO

elCTBOBATh B Ype3BbIUAHBIX

CHUTYyalusIX;
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OK 08 MHcmonws3oBaTh  cpencTBa 1M 01 Habmonenue 3a JIeSTeTFHOCTHIO
¢buznueckon KYJBTYpBI JUIs o0yyaromerocs;
COXpAHEHUS U YKPEIUICHUS 340POBbsI B
mpolecce npogeccHoHANEHON
JIeSITENHOCTU u NoJAepKaHUs
HEOOXOAMMOTO YpOBHS (U3NIECKON
MTOITOTOBJIEHHOCTH;
OK 09. Ilons3oBatbes M 01 Brimmonnenue o0yyJarommmest
npodecCHOHAIEHON TOKYMEHTaen npodecCHOHANBHBIX 3a]ad Ha IPaKTHKE;
Ha roCyJapCTBEHHOM U HHOCTPAaHHOM
SI3BIKAX.
I[NIK 1.1. OcymecTBasTh NpUEM- IIM 01 Beimmonnenne  pabor mo  y4eOHOI
nepenady yIpaBJIEHYECKON NPaKTUKE, NPEAyCMOTPEHHBIX palboueit
uHpOpPMAIMM C IOMOIIBIO CPEICTB IPOrpaMMON;
WHPOPMAITMOHHBIX u Beimonnenne  ordyera 1o y4eOHOM
KOMMYHHMKALIMOHHBIX TEXHOJOTHH. NPaKTHKE;
3ader ¢ OIEHKOW 10 y4eOHOH MpaKTHKe
VIIL.01.01.
I[IK 1.2. KoopauaupoBaTs paboTy IIM 01 Bemonnenne  pabor mo  y4ueOHOU
IIPUEMHOI PyKOBOAUTENS, 30H IIpHEMa IIPAaKTUKE, IPEeAyCMOTPEHHBIX paldouei
pPa3IMYHBIX KaTEropuil IMOCETUTENEH IPOrpamMMOoN;
OpraHH3alHH. Bommonnenne oryera mo  y4eOHOI
IIPaKTHKE;
3aueT ¢ OLEHKOH Mo y4eOHON MpakTUKe
VII.01.01.
K 1.3. Bnanets HaBBbIKaMHU 1M 01 Boimonmnenne  pabor mo  yueOHOU
IUIAHUPOBaHUsI  pabouyero BpEeMEHHU NPaKTUKE, NPEeAyCMOTPEHHBIX palboueit
PYKOBOAMTENS U CEKpeTapsl. MIPOrpaMMON;
BremmonHenne  oTueTta 1O y4eOHOU
NIPaKTHKE;
3ader ¢ OIEHKOW 10 y4eOHOH MpaKTHKE
VIIL.01.01.
I[IK 1.4. OcyecTBiasiATh MOATOTOBKY IIM 01 Bremonnenne  pabor mo  y4eOHOU
JICTIOBBIX TIOE3[I0K PYKOBOAHTEIS H MpaKTHKe, MPEeIyCMOTPEHHBIX pabodeit
JIPYTHX COTPYAHUKOB OpraHU3alINH. MIPOrpaMMON;
Bomonnenne oryera mo  yueOHOM
IIPaKTHUKE;
3ayer c OLEHKOW MO y4eOHOW TpaKTHKe
VII.01.01.
IK 1.5. Bmagerp  cmocobammu IIM 01 Bremonnenne  pabor mo  y4yeOHOU
OpraHM3anyd paboyero MpPOCTPaHCTBA MpaKTHKe, MPEeIyCMOTPEHHBIX pabodeit
MPUEMHOI 1 KabnuHeTa pyKOBOIUTETIS. IPOrpamMMOoN;
BrimonHenne  ordera 1o y4eOHOU
IIPAKTHUKE;
3a4er ¢ OLEHKOW MO y4eOHOW TpaKTHKe
VII.01.01..
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K 1.6 OcymecTBisaTh paboTy 110 M 01 Beimonnenne  pabor mo  y4eOHOM
MOTOTOBKE u MIPOBEICHHIO NPaKTUKE, NPEAyCMOTPEHHBIX paloueit
KOH(epEeHTHBIX MEPOIPUATHIH, MPOTPaMMOii;
obecrneunBaTh MHGOPMAIMOHHOE BeinonHenne  oTueTta 1O y4eOHOU
B3aMMOJACHCTBUE  PYKOBOAMTENS  C MPaKTHUKE;
MOAPA3EIACHUSIMU U JOJKHOCTHBIMU 3adeT ¢ OLEHKOH Mo y4eOHOW MpaKTHKe
JTUTIAMA OpraHU3aIlNH. VII1.01.01.
IIK 1.7 OdopmisiTh OpraHu3alluOHHO- M 01 Beimonnenne  pabor  mo  y4eOHOI
pacropsauTeNnbHbBle  JOKYMEHTBI U NpaKkTUKEe, NPEeAyCMOTPEHHBIX paboueit
OpPraHU30BbIBATh PA0OTY C HUMH, B TOM POrpaMMoN;
4yucie c HCIIOJIb30BaHUEM Beimonnenne  ordera mo  y4eOHOI
ABTOMAaTH3UPOBAHHBIX CHCTEM. MPaKTHUKE;
3adeT ¢ OLEHKOH Mo y4eOHOW MpaKTHKe
VII.01.01.
I[IK 1.8 Odopmnars AOKYMEHTHI IO M 01 Beimonnenne  pabor  mo  y4eOHOI
JUYHOMY COCTaBY M OPraHH30BBIBATh NpaKkTUKe, NPEeAyCMOTPEHHBIX paboueit
paboTy ¢ HHMH, B TOM 4HCIE C pOrpaMMoN;
HCIIOJIb30BaHUEM BrimonHerne  otdeta 1o y4eOHOU
aBTOMATHU3UPOBAHHBIX CHCTEM. MIPAKTHKE;
3a4yer ¢ OLEHKOW MO yueOHOW MpaKTHKe
VIL.01.01.
I[IK 1.9 Opranu3oBbiBaTh TeKyllee M 01 Beimonnenne  pabor mo  y4eOHOM

XpaHEeHHE JOKYMEHTOB, 00paboTKy aen
Ul ONEpPaTUBHOIO M  apXUBHOI'O
XpaHeHus, B  TOM  4YHCIE C
HCIOJIb30BaHUEM
ABTOMAaTHU3UPOBAHHBIX CHCTEM.

MPaKTHKe, MPEeIyCMOTPEHHBIX paboueit
MPOTrpaMMOoii;

BeinonHenne  oTueta 1O y4ueOHOU
MIPAKTHKE;

3adeT ¢ OLEHKOH Mo y4eOHOW MpakTHKe
VIL.01.01.
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