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1. TTACIIOPT PABOYEM NPOT'PAMMBbI YUEBHOM ITPAKTUKHA

1.1. Ob6aacTh NpUMeHEeHUS TPAKTHKH

Pabouas mporpamMma y4eOHOH MPAaKTHKH SBJISIETCS YacThIO MPOTPAMMBI HOJATOTOBKU
CHenuanrucToB cpenHero 3BeHa B coorBerctBuu ¢ ®I'OC mo cmemmansHOocTH CIIO 46.02.01
«/loxymeHTalmoHHOE OOecrieueHre ynpaBieHUs U apXUBOBEICHUEY», YTBEPKACHHOTO MPUKA30M
MunuctepctBa npocenieHust Poccuiickoit @enepanuu ot 26.08.2022 1. Ne 778.

Ocy1ecTBiieHHE peaan3anuu padoyeil mporpaMMbl MPEeayCMOTPEHO Ha TOCYJapCTBEHHOM
A3BIKE.

Pabouas mporpamMma MOXeT OBITH peann30BaHa B COOTBETCTBUH C HHIUBUAYaJTbHBIM
y4eOHBIM IIAHOM 00Y4aIOLIerocsl.

[Tpu peanuzanuu paboyeit mporpaMMbl HE MOTYT OBITh HCITOJIb30BaHbI METOIBI U CPE/ICTBA
o0yuyeHust, 00pa3oBaTeIbHbIE TEXHOJIOTHH, HAHOCAIINE Bpel (PU3NIECKOMY HIIM IICHXUYECKOMY
3I0POBBIO0 00YYAIOIINXCSL.

OcBoenue paboyeil mporpamMmbl y4eOHON TPAKTHUKU COMPOBOKIACTCS TEKYLIUM
KOHTPOJIEM YCIIEBAEMOCTH M MPOMEKYTOUHON aTTecTalueil 00yJaronmxcs.

PaGouas mporpamma MOXET ObITh UCIIOJIB30BaHA B JOMOJIHUTEIHLHOM POGECCHOHATFHOM
oOpazoBanuu 1o crenuanbHocTH 46.02.01 «/lokymeHTanmoHHoe oOecrieueHre yNpaBiIeHUS U
ApPXMBOBEICHHUE.

1.2. MecTto y4yeOHOW NPAKTHKH B CTPYKType NPOrpaMMbl MOATOTOBKHM CIIEIHAJHMCTOB
Cpe/lHero 3BeHa: nporpamMma yueOHoi IPaKTHKU OTHOCUTCS K MPOPECCUOHANTBHOMN MOATOTOBKE U
BxouT B 1K [Ipodeccronanbubie MOAYIH.

VYyeOHasi mpakTHUKa MO3BOJISIET OCBOUTH BUJ IpodeccuonanbHoi aesrensHocty (BIL):
BBINOJIHEHHE PabOT MO OJHOM MJIM HECKOJIIBKUM NpodeccusiM paboumx, JOHKHOCTAM CITyKalluxX
(BeinonHeHue paboT MO OHO# UITH HECKOIBKHM MPOdecchsimM pabouux, T0HKHOCTSIM CITYKaIHX
«CekpeTapb-aIMUHUCTPATOP», BhINonHeHne paboT Mo OJHOW WM HECKOJbKHM Mpodeccusm
pabounx, TODKHOCTAM ciyx)ammux «[lacmoptrcty).

1.3.leu 1 327291 y4eOHOIH MPAKTHKH:

[IpakTuka mnpeacraBisieT coOOMl BuA y4eOHON JEsITENLHOCTH, HAIPaBJICHHBIN Ha
dbopMupoBaHUe, 3aKpeIUieHne, pa3BUTHE MPAKTUYECKUX HABBIKOB M KOMIIETEHIIMI B IpoOIEcce
BBITIOJTHEHHUSI OTAENBHBIX BHUAOB paldOT, CBS3aHHBIX ¢ Oyaymed mpodeccrHoHanbHON
JIeSITeIbHOCTBIO.

[IpakTuka oOecreunBaeT: MOCHEAOBATEIIBHOE paCIIMPEHUE Kpyra (OPMHPYEMBIX Y
o0ydJaromerocss yMeHui, HaBbIKOB, TPAKTUYECKOTO OIBITA M UX YCIOXKHEHHUE TI0 MEpe Tepexoia
OT OJTHOTO dTamna MPaKTUKH K IPYTroMY, IEJTOCTHOCTD IMOATOTOBKH CIEIUATUCTOB K BHITOTHEHUIO
OCHOBHBIX TPYIOBBIX (DYHKITHH, CBSI3b MPAKTHUKU C TEOPETUUECKUM O0yUCHHUEM.

B pesynbrare npoxoxkaeHusi yueOHOW MPaKTHKH, peaTn3yeMoil B paMKax MPOrpaMMBbI
MOJATOTOBKU CIIEUHUATMCTOB CPEIHEr0 3BEHA M0 KAXKIOMY U3 BHAOB MpodeccroHAIbHON
nestenbHOCTH, TpenycMoTpeHHbix @OI'OC  CIIO, obydaromuiics AODKEH MNpUoOpecTH
CIEAYIOLIUN PAKTUYECKUI OIIBIT:



Tabmnma 1.

Bun Kon n HaumeHnoBanue IIpuoGperaemblii NpaKTHYECKUH ONBIT
npodeccHoHAIbLHONH | NPOdecCHOHATIBLHOIO
AeATeIbHOCTH MOAYJIs

Brimonaenue padot
10 OJTHON WX
HECKOJIbKUM
npodeccusam
pabouux,
JOJHKHOCTSIM
CITYI)KaIIIUX.

IIM 03 BemosiHeHue
paboT MO OIHOM WU
HECKOJIbKUM
npodeccusiM  pabouux,
JOJDKHOCTSM ~ CITY KaIlMX
(BoimontHeHue paboT 1Mo
OJHOM WM HECKOJBbKHM
npodeccussM  pabouux,
JOJDKHOCTSM ~ CITY KaIUX
«Cexpertapb-
aJIMUHHCTPATOP,
Brimonaenne pabotr 1o
OJTHOM WM HECKOJBbKHM
npodeccusiMm  pabouux,
JOJDKHOCTSM ~ CITY KaIlMX
«[TactiopTucT»)

BoinoJsiHeHue padoT 1Mo 0OHON WK
HECKO0JIbKMM npogdeccusiv padounx,
AOJIKHOCTAM ciay:kamux «Cekperapb-

aIMUHHCTPATOP»:

nepeHanpaBieHue Telle()OHHBIX 3BOHKOB
PYKOBOJCTBY 51 COTPpYAHHUKAM
OpraHu3aluy;

perucTpanys MoCTyMalIMNX Telne()oHHBIX
3BOHKOB;
[oJlyueHUue HeoOXoauMol MH(pOopMaluK U

nepenada CaHKIIMOHUPOBAHHON
uH(popMaLuu 1o Tenedony.
BCTpeua MIOCETUTENEH, HOJTy4eHHE

NEPBUYHON HH(OPMAIHH O TOCETUTEISX U
IIOMOUIb B OpraHu3allid UX IpHEMa
PYKOBOJMTEIIEM U COTPYIHUKAMU;
BEJICHUE KypHaJIa 3alIMCH [TOCETUTENIEH;

yder moceTturener uw  odopmiieHue
MPOITYCKOB;
cozelcTBUE OIEPATUBHOMY

PACCMOTPEHHIO TPOCHO M TMPEII0KCHUM
MMOCETHUTEIICH;

npueM M Iepejada  JIOKyYMEHTOB
MIOCETUTENEH PYyKOBOJCTBY M COTPYIHUKAM
OpraHu3aluy;

OpraHu3anus 51 OpoHHpOBaHUE

MEPErOBOPHBIX KOMHAT;

CEpBHUPOBKA YaifHOTO (KOQeitHoro) crona B
oduce;

MPUTOTOBIICHUE HAMUTKOB (Yaii,
MPOXJIAUTEIIbHBIC HATTUTKH).
BeJICHHE JKypHalla pa3be30B paOOTHUKOB
OpraHu3aIuy;
KoopAauHamus  paboThl
BOJIUTEJICH OpraHu3aluy;
BEJICHUE >KypHaJa pa3be3/IoB KypbepoB
OpraHu3aIly ¥ MapIIpyTOB BOJIUTENICH;
COCTaBJI€HME CHOpaBKM O  paszbe3gax
pabOTHHUKOB, KYpPhEpPOB U MapuipyTax
BOJUTENEH OpraHU3alUu.

MIpUEM U TIepBUYHAsT 00pabOTKa BXOISIINX

Kode,

KypbepoB H

JIOKYMEHTOB;
Npe/IBAPUTEIILHOE  PAaCCMOTPEHHE |
COpPTHPOBKA JIOKYMEHTOB Ha

PETUCTPUPYEMBIE U HEPETUCTPUPYEMBIE;
MIOATOTOBKA BXOMAIIMX JOKYMEHTOB JUIS
PacCMOTPEHHS pYKOBOAMUTEIIEM;
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perucTpanus BXOIAIUX TOKYMEHTOB;
OopraHu3amysi  JIOCTaBKH  JIOKYMEHTOB
HCITOJIHUTEIISIM;

BelleHHe 0a3bl JIaHHBIX JIOKYMEHTOB

OpraHu3aIuy;
BEJCHUEC  HWH(POPMAIMOHHO-CIIPABOYHOMN
paboTsI;

00paboTKa ®  OTHpaBKa  HMCXOISIINX
JIOKYMEHTOB;

opranuzaiusi pabOThl IO PETUCTPAIHH,
yueTy, XpaHEHHI0O U  [epefade B
COOTBETCTBYIOIIHEC CTPYKTYpPHBIC
MOJPA3/IeNIeHUs] JTOKYMEHTOB TEKYILEro
JIEITOTIPOU3BO/ICTBA;

KOHTpPOJIb HUCIHOJHCHUA HOOKYMCHTOB B
OpraHu3aluy.

pa3zpaboTka HOMEHKJIATYPbI Jen
OpraHu3aIum,

NPOBEpKa MPAaBHILHOCTH  O(OpMIICHHUS
JOKYMCHTOB U OTMCTKHU 06 HUX UCIIOJTHCHUH
nepea ux (HOPMUPOBAHHUEM B JEIO IS
MOCJIETYIOMIETO XPaHEHHS,;
(dbopMynHpOBaHHUE 3aroJIOBKOB Je U
OTIpeieIeHNEe CPOKOB UX XPAaHECHHUS;
dbopmupoBaHue e,

KOHTPOJIb IPAaBUIIBHOTO H CBOEBPEMEHHOTO
pacrpesielieHus] ¥ MOJIIMBKH JIOKYMEHTOB
B JIeTa.

IPOBEPKA CPOKOB XPaHEHHUsS TIOKYMEHTOB,
COCTaBJICHHE IPOTOKOJIA paboThI
HKCHEPTHOH KOMMCCHUHM 10 TOATOTOBKE
JIOKYMEHTOB K XpaHEHHIO, aKTa O Iepeaade
Ha  YHUYTOXEHHME  JOKYMEHTOB, HeE
MOJIeXKAIINX XPAHEHUIO;

COCTaBJICHUE BHYTPEHHEH ONMCH JIeN AJs
0Cc000 LIEHHBIX JIOKYMEHTOB;

odopmieHue nen MIOCTOSIHHOTO,
JOJITOBPEMEHHOTO CPOKOB XPaHECHHS;
odopmiieHre 00JIOKKH 11 TIOCTOSIHHOTO,
JOJITOBPEMEHHOTO CPOKOB XPaHECHHUS;
COCTaBJIGHUE ONHUCH JeNl TOCTOSIHHOTO,
JOJITOBPEMEHHOTO CPOKOB XpaHECHHS;
nepeaaya Jiesl B apXuB OpraHu3aluu.

BoinoJsiHenue padoT 1Mo 0OJHOM HJIH
HECKOJbLKUM npodgeccusiv padovux,
AOJKHOCTAM cayskamux «IlacmopTucr»
MIpUEM U TIepBUYHAsT 00pabOTKa BXOISIIINX

JAOKYMCHTOB;
MpeaABapUTCIIbHOC pacCcMOTpPECHUEC n
COPTHUPOBKA AOKYMCHTOB Ha

PETUCTPUPYEMBIE U HEPETUCTPUPYEMBIE;




MOJATOTOBKA BXOJSIIUX JOKYMEHTOB IS
PacCMOTPEHHS PYKOBOJAUTEIIEM;
perucTpanusi BXOASIIUX JOKYMEHTOB;
opraHu3amysi  JIOCTaBKH  JIOKYMEHTOB
HCIIOJIHUTEIISIM;

BelleHHe 0a3bl JIaHHBIX JIOKYMEHTOB

OpraHu3aluy;
MIPUEM U MepBUYHAA 00pabOTKa BXOASAIIUX
JIOKYMEHTOB;

MpeIBApUTEIIbHOE  PAaCCMOTPEHHE u
COPTUPOBKA JTOKYMEHTOB Ha

PETUCTPUPYEMBIC U HEPETUCTPUPYEMEIE,
MoATrOTOBKAa BXOAAINIUX JOKYMCHTOB IJIA
pPacCMOTPEHHS PYKOBOIUTEIICM;
peructpanuda BXoaAIUX JOKYMCHTOB,
OpraHu3aiusi  JIOCTaBKH  JIOKYMEHTOB
HUCIIOJIHUTCIISIM,

BCIACHUC 63,3]:1 JaHHBIX JOKYMCHTOB
OpraHu3aIum,

pa3paboTka HOMEHKJIATypbl nen
OpraHu3aIum,

MPOBEpPKa MPABUIBHOCTH  O(OPMIICHHS
JIOKYMEHTOB U OTMETKH 00 UX HCIIOJIHEHUH
nepea ux (HOpPMHUPOBAHHWEM B JENO IS
MOCJICTYIOIIETO XPaHSHHST,
dbopMynHpOBaHUE 3aroJIOBKOB JEN U
OIpEICIICHNE CPOKOB UX XPAHCHUS;
dbopmupoBaHue J1eT;

KOHTPOJIb IPAaBUIILHOTO U CBOEBPEMEHHOTO
pacnpeaci€Hud U MmoJIMNBKA JOKYMCHTOB
B JIeTa.

MPOBEPKAa CPOKOB XPAHEHHUS TOKYMEHTOB,
COCTaBJICHUE POTOKOJIA paboThI
BKCHepTHOﬁ KOMHUCCHHU II0 IIOAT'OTOBKEC
JIOKYMEHTOB K XpaHEHHIO, aKTa O Iepeaaye
Ha YHUYTOKCHHC JOKYMCHTOB, HE
HOJUIeKALUX XPAaHEHUIO;

COCTaBJICHUE BHYTPEHHEH ONWCH JIEN ISt
0c000 LIEHHBIX JOKYyMEHTOB;

odopmiieHre b1 () MTOCTOSIHHOTO,
JIOJITOBPEMEHHOT'O CPOKOB XpaHEHHUS;
odopmiieHre 00JIOKKH JIeTT TIOCTOSIHHOTO,
JIOJITOBPEMEHHOT'O CPOKOB XpaHEHHUS;
COCTAaBJICHUE ONHCH JeJl TIOCTOSIHHOTO,
JIOJITOBPEMEHHOT'O CPOKOB XpaHEHHUS;
nepeaaya JeN B apXuB OpraHU3aIny.

1.4 Kosim4ecTBO YacOB Ha OCBOEHHE MPOrPaMMBbl Y4eOHOM MPAKTHKM:

Bcero gacoB Ha yueOHYI0 MPAaKTUKY: 72 yaca




2. PE3YJBTATBI OCBOEHUS PABOUYEN ITPOT' PAMMBbI YYEBHOM ITPAKTUKHA

2.1. O0mme u mnpodeccHoHA/IbHbIE KOMIleTeHUHMH, (opmupyembie B pe3yJbTarTe
NpoxokaeHus1 yueOHoii npakTukHu B cooTBeTcTBHU ¢ PI'OC 1o cnenuajbLHOCTH.

PesynpTaTtoM mpoXOoKIeHHS Y4€OHOM MPAKTUKU SBISETCS OCBOCHUE OOYYAIOIIUMHCS
BUJIOB ITPO(ECCHOHATBHOM NeSITebHOCTH:

—  BBINIOJIHEHUE PabOT MO OAHOM UM HECKOJIBKUM MpodeccusiM pabouux, JOIKHOCTIM
cinyxamux (BeimonHeHune paboT MO OXHOW MM HECKOJBKHM IpodeccusM pabouux,
JOJDKHOCTSAM ciayXamux «CeKkperapb-aIMUHHUCTPATOp», BrinoiHeHne paboT Mo OJHOM
WIIN HECKOJBKUM TpodeccusMm paboumx, TOIDKHOCTIM ciryxamux «[lacnopTucTy).

B ToM unciie oomumu (OK) u npodeccnonanpasivu (I1K) komneTeHmsaMu:
Tabnuua 2

Kon HanmeHoBaHue 00IIMX KOMIIETEHIINI

OK 1. Br10upats criocoOsl pereHus 3a1a4 NpoQecCHoOHaTbHOM NesITeIbHOCTH IPUMEHUTEIBHO K
Pa3JIMYHBIM KOHTCKCTAM;

Hcnonb30BaTh cOBpeMEHHBIE CPEICTBA TTOMCKA, aHATN3a U UHTEpIIpeTaliy HHpOopMaIuu
OK 2. | u ua(OpMaIIMOHHBIE TEXHOJIOTHUH /ISl BRIITOIHEHUS 3a/1a4 MpodecCHnoHaIbHON
JIeSITeNIbHOCTH;

OK 4. | DddexTnBHO B3aMMOIEHCTBOBATH M pabOTaTh B KOJUIGKTUBE U KOMaH/IE;

Ocy1ecTBIATh YCTHYIO U MHCbMEHHYI0 KOMMYHHMKALIUIO Ha TOCYAIaPCTBEHHOM SI3bIKE

OK 5. | Poccuiickoit @enepanyu ¢ y4eTOM 0COOEHHOCTEHN COIMATFHOTO U KyJIBTYPHOTO
KOHTEKCTa,

[IposBAATh rpa’kJaHCKO-MAaTPUOTHUECKYIO MO3UIIHIO, IEMOHCTPUPOBATh OCO3HAHHOE

OK 6. | MOBE/ICHNE Ha OCHOBE TPaJMLHOHHBIX 00I11e4€eTI0BEYEeCKUX LIECHHOCTEH, B TOM HHCIIE ©
Y4ETOM rapMOHHM3ALNH MEKHAIIMOHATIBHBIX 1 MEXXPEIUTHO3HBIX OTHOILICHUH, TPUMEHSTh
CTaHAapPThbl AHTUKOPPYINIMOHHOT'O NOBECACHM

OK 9. [Nonp3oBaThCs MpodecCHOHANBHON JJOKYMEHTAIIUEH Ha TOCYJApCTBEHHOM U HHOCTPAaHHOM
SI3BIKAX.

BbinosiHeHune padoT M0 0JHOM MM HECKOJIBKUM Npodeccusiv padovux,

BJ 3

HAOJIKHOCTAM CJYKALIMX
BbinosiHenne padoT M0 0HOM MM HECKOJIBLKUM Npodeccusiv padovux,
HOJIKHOCTAM ciykamux «Cekperapb-aIMHUHUCTPATOP»

K 1.1, OcymiecTBIATh pUeM-Tiepeiady yIpaBieHuYecKol HHPOPMALIMHU C TOMOILBIO
CpCACTB I/IH(bOpMaHI/IOHHBIX N KOMMYHUKAIITMOHHBIX TEXHOJOTHH.

K 1.2, KOOp,I[I/IHI:IpOBaTB pa6ozy IIPUEMHOMN PYKOBOIUTES, 30H IIPUEMA Pa3INYHBIX
KaTerOpuil MOCETUTEIIEH OpraHU3aliy.

K 1.3. BrnaneTs HaBbIKaMM IJTAHUPOBAHUS pabovero BpeMeHH PyKOBOJIUTENS U
CEKpeTapsl.

K 1.4. OcyIecTBIATh NOATOTOBKY AEIOBBIX MOE3/10K PYKOBOAUTENS U IPYTHX
COTPYJHUKOB OpraHU3aluu.

K 1.5. Brnanets criocobamu opranuzanuy paboyero npocTpaHCTBAa IPUEMHON U KaOuHeTa

PYKOBOJUTEIIS.

OcymecTBiaTh paboTy MO MOATOTOBKE U MTPOBEAECHUIO KOH(PEPEHTHBIX

IIK.1.6 | meponpusATuii, obecrieunBaTh HH(HOPMAIIMOHHOE B3aUMOACHCTBUE PYKOBOIUTENS C
M0/Ipa3JIeJIEHUIMU U TOJDKHOCTHBIMU JIMIIAMU OpPTaHU3alINH.

OdopMIIATh OpraHU3allMOHHO-PACTIOPSIUTENBHBIE TOKYMEHTHI M OpPTaHU30BBIBATh
paboTy ¢ HUMH, B TOM YHUCJI€ C UCIIOJIb30BaHUEM aBTOMATU3HPOBAHHBIX CHCTEM.

IK.1.7




IIK.1.8

OdopMIIATh TOKYMEHTHI 10 JINYHOMY COCTaBY M OpPTraHM30BbIBaTh padoTy ¢ HUMH,
B TOM YHCJIE C UCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

I1K.1.9

Opranu3oBbIBaTh TEKYIIEEe XpaHEHNE TOKYMEHTOB, 00pabOTKy Jel s
OIEPaTUBHOTO M apXUBHOTO XPAHEHHUsI, B TOM YHCIIE C HCIOIb30BaHUEM
ABTOMATU3HWPOBAHHBIX CUCTCM.

BbinosiHeHne padoT 1Mo 0HOI WM HECKOJLKUM npodeccusiM padoumx,
AoJkHOCTAM cayxkamux «IlacmopTucm»

K 1.1.

OcyiecTBIATh pUeM-Tiepeiady yIpaBieHYeCcKoi HH(OPMAaLUU C TTOMOIIIBIO
CpeaCcTB MHPOPMAITMOHHBIX 1 KOMMYHUKAIIMOHHBIX TEXHOJIOTHH.

IK.1.7

O(bOpMJ'IﬂTB OpraHHU3allMOHHO-PACTIOPAANTCIIbHBIC JOKYMCHTBI U OPIraHU30BEIBATH
pa60Ty C HUMH, B TOM YUCJIC C UCITIOJIb30BAHUCM dBTOMATHU3UPOBAHHBIX CUCTCM.

I1K.1.8

OdopMIATh TOKYMEHTHI 0 JUYHOMY COCTAaBY U OPraHU30BbIBaTh pabOTy ¢ HUMH,
B TOM YHCJIE C UCIMOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CHCTEM.

IIK.1.9

OpraHu3oBbIBaTh TEKYIIEEe XpaHEHNE TOKYMEHTOB, 00pabOTKy Jel s
ONEPAaTUBHOTO M APXUBHOTO XPAHCHHUSI, B TOM YHCIIE C HCIOIb30BAHHEM
ABTOMATU3HWPOBAHHBIX CUCTCM.




3. CTPYKTYPA U COAEPKAHMUE ITPOIr'PAMMbBI YUEBHOM INPAKTUKH
3.1. O6beM yueOHOI NPAKTUKH U BUJI KOHTPOJIS.

Bun yyeOHoi padoTnl O0Bem Bupa xoHTpOIS
4acoB
IIM 03. BpinojiHeHHe padoT MO OXHOW MM HECKOJLKHUM MpodeccusiMm padounx, MOJKHOCTAM
CITYKAIMUX
Bcero 4acos, B TOM 4ncIIe 72
VYI1.03.01 YyeOHas npakTuka 72 KommekcHslit 3a4eT ¢ O1eHKoH

3.2. TemaTu4ecKHii IJIAH U coJep:kaHue Y4eOHOH MPAKTHKHU

HaumenoBanue npogeccHoOHAIBHBIX Coaeprxanue BBINOJHAEMBIX padoT Obnem Kon
MOAYyJiei, IPaKTUK, pa3Jea0B, TeM 4ACOB npodgeccUOHAIBHBIX U
001X KoMIIeTeH UMl
1 2 3 4
IIM.03 Beinosinenue padoT no OK 01 - OK 06, OK 09
OTHO¥ WJIM HECKOJIBKUM K 1.1, I1IK 1.7 - TIK 1.9
npodeccusim padounx, T10/LKHOCTIM
CIAYKAIMX
VI1.03.01 YueOnasi npakTuKa 72
Brinonnenue padéoT mo oaHOM MU Buawbi padort:
HECKOJIbKHM npodeccusiv padounx,
AOJKHOCTAM CJIYKALIUX
«IlacmopTHCT»
Tema 1 Opranuzanust paboTsI ¢ npueM M TepBuYHas o00paboTKa BXOAAMIMX JOKYMEHTOB; IIpPEIBapUTENBEHOE 30
JOKYMEHTaMH paccMOTpEeHHE U COPTHUPOBKA JOKYMEHTOB Ha PErHCTPUPYEMbIE M HEPETUCTPUPYEMBIE;
MOJITOTOBKA BXOJAILINX JTOKYMEHTOB JUISI PACCMOTPEHHS PYKOBOJIUTENIEM; PETUCTPAIIHS
BXOJSIINX JTOKYMEHTOB; OpraHU3alMs JOCTaBKU TOKYMEHTOB UCIIOJIHHUTENSIM; BEeJICHUE
0a3bl TaHHBIX JOKYMEHTOB OpraHH3aluHy;
BeJIeHHEe MH()OPMAIMOHHO-CIIPAaBOYHOW pabOThI; 00pabOTKa M OTMpaBKa HCXOASIINX
JIOKYMEHTOB; OpTaHu3aIusl paboThl IO PETUCTPALMH, YUETy, XPAaHCHUIO H Tiepenade B
COOTBETCTBYIOLIIUE  CTPYKTYpHblE  TOJpPA3NEiE€HUS  JOKYMEHTOB  TEKYIIEro
JISIIONPOU3BOICTBA; KOHTPOJIb HCIIOJIHEHUS IOKYMEHTOB B OpraHU3al1H.
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Tema 2 Opranuzanus TEKyIIero
XpaHCHUS TOKYMEHTOB

pa3paboTka HOMEHKJIATYpPHI JeJI OpraHu3aliy; IPOBepKa MPaBUILHOCTH OQOPMIICHUS
JMIOKYMEHTOB M OTMETKH 00 WX WCIIONHEHWH Tepex hx (GOpMHUpPOBAHHEM B JEIO IS
MOCIIEAYIOUIET0 XpaHEeHus ; OPMYJIMPOBAHHE 3arOJIOBKOB JIEN U OTIPEIeICHHE CPOKOB MX
XpaHeHus1; OpMUPOBAHHE JIEIT;

KOHTPOJIb IPAaBHIIFHOTO ¥ CBOEBPEMEHHOTO pacpeAeNIeHIs U MOIIINBKH TOKyMEHTOB B
Jiena.

20

Tema 3 Opranuzanust 06pabOTKH et
IJISL IOCTIEAYIOLIETO XPaHEHHUS

MPOBEpPKa CPOKOB XPaHEHHS JJOKYMEHTOB, COCTAaBJICHHE MPOTOKOJIA pabOTHI 3KCIIEPTHON
KOMMCCHH I10 TOArOTOBKE JOKYMEHTOB K XPaHEHHIO, aKTa O IepeJade Ha yHUUTOKCHHUE
JOKYMEHTOB, HE IMOJUICKAIINX XPAaHEHHIO; COCTABJICHHWE BHYTPEHHEH ONMCH IeN IS
0c000 LIEHHBIX TOKYMEHTOB;

odopmIIeHne [ieNl TOCTOSHHOTO, OJTOBPEMEHHOTO CPOKOB XPaHEHHUS;

odopmieHne 00JI0XKKH JeJT TOCTOSIHHOTO, T0JTOBPEMEHHOTO CPOKOB XPaHEHUS,
COCTaBJICHHE ONKCH €T MOCTOSHHOTO, JOJITOBPEMEHHOI'0 CPOKOB XPaHEHUS;

nepeaya Jesl B apXUB OpraHu3alyy.

20

IIpoMe:KyTOUHAsI aTTecTalusl

KoMmmekcHBIN 3a4€eT ¢ OLIEHKOMN
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4. YCJOBUS PEAJIN3AIIMU PABOYEHN IMPOT'PAMMBI YYUEBHOM ITPAKTUKH

4.1. TpeGoBaHUSI K MUHUMAJIBLHOMY MaTePUATIbHO-TEXHUYECKOMY 00ecredeHuI0
Peaymzanuss mporpamMmbl  ydeOHOWM MpakTHKH TpeOyer Haiauuus JgabopaTopuid
«Opranuzanuu paboThl ¢ JOKYMEHTaMu», «Y4eOHas KaHuemsapus» U «CHCTEM 3JIEKTPOHHOTO
JIOKYMEHTO000pOTa:
Oobopynosanue jadoparopuu Opranu3auuu padoTbl ¢ JOKyMEHTAMMU
O6opynoBaHue yaeOHOT0O KaOWHEeTA:
—  CTOIIBI U CTYJIbsI — paboune MecTa 00yJaroIIuXCs;
— JIOCKa MeJoBas;
— mKadbl U1 XpaHeHUs1 y4eOHBIX MaTEPUAIOB 10 IPEAMETY;
TexHuueckue cpeicTBa 00y4eHus:
— MEepPCOHAILHBIA KOMIBIOTEP C JIMIIEH3UOHHBIM IPOTPaMMHBIM 00ECTICUEHHEM U BBIXOJI0M
B MHTEPHET — paboyee MECTO MpernoaBaTes
— TMEepPCOHALHBIC KOMITBIOTEPHI C JINIIEH3UOHHBIM IPOTPAMMHBIM 00ECIICUEHHUEM M BBIXOIOM
B MHTEPHET — pabouee MECTO CTY/ICHTA,
— MynsTUMeana mpoekrop Epson EB-685W,
— BBIXOJ B ceThb IHTEpHET;

— DKpaH

O6opynoBanue JadopaTopuu Yy4deOHass KaHueasspus (cjayx0a JTOKYMEHTALMOHHOIO
olecrieyeHus! yNpaBJIeHH):
Ob6opynoBanue yueOHOro kabuHera:
— CTOJIBI U CTYJIbs — pabovre MecTa 00yUJaroIInXCs;
— JIOCKa MeJoBasi;
— wmKadbl U1 XpaHeHUs1 y4eOHBIX MaTEpPUaIOB IO IPEAMETY;
TexHuueckue cpeicTBa 00y4eHus:
— TIePCOHAIBHBIA KOMIBIOTEP C JMIIEH3MOHHBIM IMPOTPaMMHBIM 00ECTICUEHHEM U BBIXOI0M
B MHTEPHET — paboyee MeCTO NMpenoaBaTes
— TIepCOHAIbHBIC KOMITBIOTEPHI C JINIIEH3NOHHBIM IMPOTPAaMMHBIM 00€CTICUeHIEM H BBIXOIOM
B MHTEPHET — paboyee MECTO CTY/ICHTA,
— MynbTUMenua npoekrop Epson EB-685W,
— BBIXOJ B ceThb VIHTepHeT;
— 9JKpaH

Oo0opynoBanue nadoparopun Cucrem 3J1eKTPOHHOI0 JOKYMEHT0000pOTA:
O6opynoBanue yueOHOTo KabUHeTa!
— CTOJIBI U CTYJIbsl — paboyue MecTa 00y4JaroLIuXCs;
— JI0CKa MeJoBas;
— mkadsbl Uil XpaHEHUs y4eOHBIX MaTEpPHAIOB MO MPEIMETY;
TexHuueckue cpeacTBa 00ydeHHUs:
— TepPCOHAJIBHBIA KOMIBIOTEP C JMIIEH3UOHHBIM MPOTPaMMHBIM 00€CIIeYeHHEM U BBIXO0M
B MHTEPHET — pabouee MeCTo MmpernogaBaTesns
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— TIEpCOHANIbHBIE KOMIBIOTEPHI C TUIIEH3MOHHBIM MPOTPAMMHBIM 00ECTIEUEHUEM U BHIXOJIOM
B HHTEpHET — paboyee MeCTO CTY/ICHTa;

— MyzbTUMenua npoekrop Epson EB-685W,

— BBIXOJ B ceThb IHTEpHET;

— DJKpaH

4.2. UudopmanuonHoe odecniedeHne o0ydeHust

ITepeyennb pexoMeHyeMbIX yueOHbIX U31aHuil, IHTepHeT-pecypcoB, 10NOJIHUTEIbHOM
JIMTEepaTypbl:

HopMaTHBHO-TIpaBOBasi IOKYMeHTALMA:

1. 3akon P® ot 25.10.1991 Ne 1807-1 «O s3p1xkax HapooB Poccutickoii deneparun» (B pea. Ot
11.12.2002)// Beaomoctu CH/l u BC PCOCP. 1991. Ne 50. Ct. 1740; C3 P®. 2002. Ne 50. Cr.
4926

2. 3akoH P® ot 23.09.1992 Ne3520-1 «O TOBapHBIX 3HaKaX, 3HaKaX 0OCITYy>KHBaHUS U
HaMMEHOBAHUAX MECT MpoucxoxaeHus Toaposy» // Bexomoct CHJ] u BC P®. 1992. Ne 42. Cr.
2322; C3 P®. 2002. Ne52 (u.2). Crt. 5132

3. ®denepanbHBIA KOHCTUTYIIHOHHBIN 3aK0H OT 25.12.2000 Ne 2-DK3 «O 'ocynapcTBeHHOM repoe
Poccwuiickoit @eneparum» (¢ u3M. ot 09.07.2002; ot 30.06.2003)/C3 P®. 2000. Ne 52. Y. 1.
Cr.5021; C3 P®. 2002. Ne 28. Ct. 2780; C3 P®. 2003. Ne 27. Crt. 2696

4. ®epepanbubiit 3akoH 0T 10.01.2002 Ne 1-d3 «O06 snextpoHHoi moanucuy»// Codpanue
3akoHogarenbcTBa PD", 11.04.2011, N 15, ct. 2036.

5. ®enepanbHblif 3akoH 0T 27.12.2002 Ne 184-D3 «O texHuueckoM perynupoBanuny// C3 PO.
2002. Ne52. Crt. 5140; 2005. Ne19. Cr. 1752

6. ®enepanbHbli 3akoH oT 22.10.2004 Nel25-®3 «O6 apxuBHoM jxene B Poccuiickoit
®enepanuny// C3 PD.2004.Ne43. C1.4169

7. ®enepanbhblil 3aKk0oH PO ot 01.06.2005 Ne53-D3 «O rocynapctBeHHOM si3bike Poccuiickoit
Oenepanuny// C3 PO. 2005. Ne23. Ct. 2199

8. denepanbHbiil 3aK0H 0T 27.07.2006 Ne 149-03 “O0 undopmanuu, nHPOPMaLMOHHBIX
TEXHOJIOTUSAX U 0 3amute uHpopmarm» // C3 PD. 2006. Ne31 (u.1). C1.3448

9. ITocranosnenue [IpaBurenscta PO o1 27.12.1995 Ne 1268 «O06 ynopsiioueHUN U3rOTOBJICHNU,
UCTOJIb30BAaHUS, XPAaHEHHs M YHUYTO)KEHUH TIedareid M OJaHKOB C BOCIPOU3BEICHHUEM
I'ocynapctBennoro repb6a Poccuiickoit denepauun» (¢ u3m. u goi. ot 08.06.2001)// C3 PD.1996.
Ne 2. Ct.123; C3 P® 2001. Ne 24. Ct.2461

10. Ilocranosnenue IlpaBurensctBa PO ot 19.06.2002 Ne438 «O ennHOM rocyqapCTBEHHOM
peectpe ropuaudeckux Juiy (B pea. Ot 26.02.2004)// C3 P®. 2002. No26. Ct1.2585; 2004. Nel0.
Cr.864.

11. ITocranosnenue IIpaButenscta ot 15 urons 2009 r. Ne 477 "O6 yrBepxkaenuu [Ipasun
JIeNIOTIPOU3BOICTBA B (he/iepabHBIX OpraHaX UCIOJIHUTENbHOM BiIacTu"

12. TOCT P 7.0.97-2016. HanumonaneHelii crangapT Poccuiickoir ®epepanuu. Cucrema
CTaHJapTOB MO HWHGOPMAIMKH, OHMOITUOTEYHOMY W H3AATENbCKOMY neny. OpraHu3armoHHO-
pacnopsiauTenbHas JoKyMeHTanus. TpeOoBaHHUs K oQopmileHHI0 JOKyMeHTOB (yTB. [Ipukazom
Poccrangapra ot 08.12.2016 N 2004-cT)

13.TOCT P 7.0.8-2013. Jlenonpou3BOACTBO U ApXUBHOE J1e710. TepMuHbl U onpeaeneHus. M.:
I'occranpapt Pocenn, 2013.

14. TOCT P UCO 15489-1-2007. Cuctema cTanaapTOB 10 HH(pOpMAIUU, ONOITHOTEUHOMY U
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W3/1aTeNbCKOMY Jieny. YmpaBiaeHue nokyMeHtamu. O6mmue tpeboBanus. M.:Ctangaptuadopm,
2007

15. TOCT 17914-72. OOn0oXKH Je1 JUIMTEIbHBIX CPOKOB XpaHEHUs. Tumbl, pa3Mepsl,
TexHuueckue ycaosus. M.: U3n-Bo crangapros, 1984

16. TOCT P 51511-2001. ITewatu ¢ BocpousBeneHuem [ ocymapcrsennoro repba Poccuiickoit
Oenepannn. Popma, pazMepsl U TexHHUeckre TpedoBanus. M.: 'occtangapt Poccuu, 2001

17. ITlpuka3z Muntpyzaa Poccuu ot 06.05.2015 N 276H "O06 yTBepkaeHn# npodhecCuoHaATBLHOTO
cragaapta "Crenuanuct 1O OpPraHU3allMOHHOMY U JOKYMEHTAI[MOHHOMY OOeCHEeUYeHUIO
ynpapieHus opranuzanueit” (3apeructpupoBano B Muntocte Poccun 02.06.2015 N 37509)

18. IlpaBuna opranuzanuy XpaHeHUs, KOMIJIEKTOBaHUS, Y4€Ta U UCIOIb30BaHUS TOKYMEHTOB
ApxusHoro ¢onna Poccuiickoit deaepannu u Ipyrux apXuBHBIX TOKyMEHTOB B OpraHax
roCy/1apCTBEHHON BJIACTH, OPraHaX MECTHOT'O caMOyIpaBieHMs U opranuzanusx. M.: Pocapxus,
2015.

19. Meroanueckrue peKOMEHIAINH 110 MPUMEHEHUIO IPAaBHIII OpraHU3aIi XPAHECHHUS,
KOMIUIEKTOBAHHS, y4e€Ta M HCIIOJIb30BaHUS JOKYMEHTOB apxuBHOro ¢ouga Poccuiickoit
®Oenepaliil U APYrUX apXUBHBIX JOKYMEHTOB B TOCY/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO
caMoyIpaBJieHUs U opranuzanusax. M., 2017.

20. IlepeyeHb TUIIOBBIX YNPaBICHYECKUX apXUBHBIX JOKYMEHTOB, 00Opa3yrOIIUXCS B IPOLECCE
JESTEIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPTaHOB MECTHOI'O CaMOYIIPaBJIEHMsI U OpraHU3alUi,
C yKa3aHHeM CpOKOB xpaHeHus. M., 2010.

21. IlonoxxeHue o NOpsAAKE U CPOKAX XpPaHEHUS JOKYMEHTOB aKIIMOHEPHBIX 00IECTB (YTB.
nocraHoBieHneMm ®denepanbHOW KOMUCCHMM TIO PBIHKY IeHHBIX Oymar ot 16.07.2003)//
Poccuiickas razera. 26.08.2003. Ne 168

22. O6uiepoccuiickuil knaccudukatop ynpasiendeckoir gokymentanuu: OK 011-93 (OKY ).
M.: T'occrangapt Poccun, 1994.

23. [IpumepHas HHCTPYKLHUSA 110 AEIOIPOU3BOACTBY B rOCYAApCTBEHHBIX opranu3anusax. M., 2018.

OcHOBHbIE HCTOYHHKH:

1. Aoyname /I. I'. JlokyMeHTanMOHHOE OO€cCIlieueHrEe YIPaBICHUs TEPCOHAIOM: YYEOHHK W
OPakTUKyM [UIs cpefgHero mnpodeccuoHambHoro obpaszoBanus / JI. I'. AOynamze, U. b.
Bempsokkuna, B. M. MacnoBa. — 2-e u3a., nepepad. u jgon. — Mocka: M3naTenscTBo
FOpaiir, 2022. — 370 c¢. — (IlpodeccuonanbHoe odpazosanue). — ISBN 978-5-534-15076-6.
— Texkcr: anexrponnsiii // DBC Opaiir [caiit]. — URL: https://urait.ru/bcode/487121.

2. AntyxoBa, H.®. CucTeMbl 3JI€KTPOHHOTO JOKYMEHTO000pOTa: yaeOHOe mocodue / AnTyxoBa
H.®., JI3to6enko A.JL., JloceBa B.B., Ueunkos }0.b. — Mockga: KnoPyc, 2022. — 201 c. —
ISBN 978-5-406-02705-9. — URL: https://book.ru/book/936560. — Tekct: 31eKTPOHHBII.

3. Kopsees, U. K. [lokymeHTanmmonHoe oOecrieueHre yIpaBieHus: y4eOHUK U PAKTUKYM IS

cpennero mpocdeccuonansHoro obpazoanus / U. K. KopueeB, A. B. Ilmenko, B. A.
MamrypreB. — 2-e u3j., nepepad. u gon. — Mocksa: U3natenscto HOpaiit, 2022. — 384 c.
— (ITpodeccronansnoe o6pazoBanue). — ISBN 978-5-534-05022-6. — TeKcT: 21eKTpOHHBIN
// OBC Opaiit [caiit]. — URL.: https://urait.ru/bcode/472550.

4. Packwn, JI.W. Mertonuka ¥ TpakTHKa apXUBOBEACHUS: YyUYEOHWUK [T CPEIIHETO

npodeccuonanbHoro oopazosanus / J[. U. Packun, A. P. CokonoB. — Mocksa: M3naTenscTBO
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https://urait.ru/bcode/472550

KOpaiir, 2022. — 339c. — (IIpodeccuonanpHoe oOpa3oBanue). —  Tekcr:
HenocpeactBeHublil. — ISBN 978-5-534-02419-7.

I[OHOJIHI/ITeJ'[LHbIe HCTOYHHUKHU:

1.

AmnzopoBa C.II. Opranuzanusi TpyJda TrOCYAapCTBEHHBIX W MYHUIUIAIBHBIX CIYXKAIUX :
yaeonoe nocobue / C.I1. Auzopona, C.I'. degopuykoBa. — Mocksa : UHOPA-M, 2022. —
160 c. — (Bwicmee obpaszoBanue: bakamaBpmar). - ISBN 978-5-16-016369-7. - Tekct :
anekTponHbIi. - URL: https://znanium.com/catalog/product/1151473. — Pexum poctyma: 1o
TIOJIIIHCKE.

I'yryeBa T.A. KonpuaeHnuansHoe AeI0MpOou3BOACTBO: yueOHoe nmocodue / T.A. I'yryeBa. —
2-e u3n., mepepadb. m gon. — MockBa: MH®OPA-M, 2022. — 199 c. — (Cpennee
npodeccuonaibHoe oopazoBanue). - ISBN 978-5-16-016585-1. - Tekcr: anekrponnsiid. - URL.:
https://znanium.com/catalog/product/1191331. — Pesxum 10CTyma: MO MOAIUCKE.

I'ycapoBa M.H. Opranu3annoHHO-HH(GOPMALMOHHOE U JIOKYMEHTALMOHHOE OOecIleueHue
JIeATEIbHOCTH PYKOBOAUTENS: yueOHO-MeToanueckoe mocobue / M. H. I'ycaposa, C. B.
lopkym. — Mocksa: PTY MUPDA, 2022. — 106 c.— Tekcr : anexrponHsiii // Jlanp :
3JIeKTPOHHO-OnOmoreunas cucrema. — URL: https://e.lanbook.com/book/176556. — Pexum
JIOCTYIIA: JIJIsl aBTOPHU3. TI0JIb30BATEIICH.

HenonpousBoacteo: yaeOnuk / T.A. beikoa, JI.M. Bsutoa, FO.M. Kykapuna, JI.B. Cankuna;
noxa obm. pex. mou. T.A. BeikoBoit. — 4-e u3a., nepepad. u qon. — Mocksa : UHOPA-M,
2022. — 393 c. + Jlomn. marepuainsl [[DnekTpoHHbIl pecypc]]. — (Boiciiee oOpa3oBanue:
bakanaspuar). — DOI 10.12737/1014190. - ISBN 978-5-16-014992-9. - TeKcT: 31€KTPOHHBIHA.
- URL: https://znanium.com/catalog/product/1014190. — Pexwum gocTyma: 1o mo/nrcKe.

Joponuna JI.A. JIokyMEHTaIIMOHHOE OOECIICUeHUE YIPABJICHUS: YYCOHUK U TPAKTUKYM JUIs
cpennero npodeccuonaibHoro oopaszosanus / JI.A. loponuna, B. C. UputukoBa. — Mocksa:
WznatenberBo KOpaiit, 2022. — 233 ¢. — (IlpodeccronansHoe odbpazoBanue). — ISBN 978-
5-534-05783-6. — Tekct: oanekrponneni //  OBC  IOpaiir [caiit]. — URL:
https://urait.ru/bcode/473802.

KysnenoB W.H. JlokymeHTannoHHoe oOecriedeHue ympapieHus. J[okyMeHTOoo00poT u
JIEIONPOU3BOICTBO: YUSOHUK U MPAKTUKYM ISl CPEAHET0 MpodeccnoHalIbHOTO 00pa3oBaHus /
U. H. Ky3nenoB. — 3-e u3j., nepepabd. u gomn. — MockBa: U3aarenscto FOpaiit, 2022. — 462
c. — (IIpodeccuonansHoe obpasoBanue). — ISBN 978-5-534-04604-5. — Tekcr :
sanextpouHbiit / DBC FOpaiit [caiit]. — URL.: https://urait.ru/bcode/470020.

[TaBmoBckas O.1O. IIpaBoBoe obecrnieueHne KaapoBOro ASIONPOU3BOACTBA: yueOHOE mocodne
st By3oB / O.1O. TlaBnoBckas. — Mocksa : MzmatensctBo FOpaiit, 2022. — 213 ¢. —
(Beicmee oopazoBanue). — ISBN 978-5-534-11565-9. — Texkcer: anexkrponnsiii // DbC FOpaiit
[caiit]. — URL.: https://urait.ru/bcode/4762809.

CocHoBast A. AccucreHt pykoBoautens. Jlaiipxaku mnpodeccuu: KHUTA-TpEeHUHT / A.
CocnoBas. - Cankr-IlerepOypr: Ilurep, 2022. - 208 c. - ISBN 978-5-4461-1489-4. - Tekcr:
anektponHbId. - URL: https://znanium.com/catalog/product/1817493. — Pexxum moctyma: mo
TIOJTITHICKE.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

[[Iumos O.B. CoBpeMeHHBIE TEXHOJOTMM M TEXHUYECKHE CpeacTBa HHGOPMaTH3AINU:
yuebHuk / O.B. llumoB. — MockBa : UHOPA-M, 2022. — 462 c. + Jlon. maTepuaisl
[[@nexTponnbIii pecypc]]. — (Cpennee npodeccruonanbHoe odpazoBanue). - ISBN 978-5-16-
017112-8. - Texkct : anexkrponnbiid. - URL: https://znanium.com/catalog/product/1764799. —
Pexxum nocrtymna: mo noamnucke.

[yBanoBa H.H. OcHOBBI [e10MPOU3BOJCTBA: YYEOHMK M TPAKTUKYM JJSI CpPETHEro
npodeccuonanbHoro oopasosanus / H.H. [llyBanosa, A.}O. MiBaHoBa; o o01miel peaakiuuei
H.H. lllyBanoBoii. — 2-¢ u3a., nepepad. u pon. — Mocksa: MznarensctBo IOpaiit, 2022. —
428 c. — (ITlpodeccuonanbroe obpaszoBanue). — ISBN 978-5-534-11014-2. — Tekcr:
anextpouHbii / DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/469548.

bacakos, M.1., JlokymMeHTaninoHHOE 0OecrieueHHEe YIpaBIeHUs (C OCHOBAMH apXHUBOBECHHUSA):
yuebnoe nocobue ans CIIO / M.U. bacakoB. — Mocksa: M3narensctBo KnoPyc, 2022. — 216
c. — Tekct : Henmocpeacreennsiid. — ISBN: 978-5-406-09983-4.

Beperexuna, C.B., HerocymapcTBeHHBIE CTPYKTYpbl M ayTCOPCHHI B ApXWBHOM JeJie :
monorpadus / C.B. Beperexuna. — Mocksa: M3gatensctBo Pycaiinc, 2022. — 128 c. — Tekcr :
HernocpenctBeHHbiin. — ISBN: 978-5-4365-8006-7.

Eropos, B.II., CnunabkoB, A.B. OGecnieyeHre COXpaHHOCTH, PECTaBpallds M KOHCEPBALUSI
JOKYMEHTOB: yueOHoe nocobue. — C.-I16.: Jlans, 2022. — 220 c. — ISBN: 978-5-507-45047-3.

Kosnos, B. I1. ApxuBoBenenue: yaeOHUK 1 ipakTuKyM 11t By30B / B. I1. Ko3znos. — Mockaa:
WznatenberBo KOpaiit, 2022. — 329 c. — (Bricmiee oopazosanmne). — ISBN 978-5-534-14066-
8. — Tekcr: oamekrponsbli // OOpa3oBarenpHas 1miatdopma FOpaidt [caidt]. —
URL.: https://urait.ru/bcode/496661

[TaBnoBa, P. C. [lenonpou3BoAcTBO M0 oOpamieHusaM rpaxaad: yaeoHoe nocoodue mis CIIO /
P. C. I1aBnoBa. — Cankr-IlerepOypr: Jlanp, 2022. — 324 c.: ui. — TekcT: Hemocpe1CTBEHHbIH. —
ISBN: 978-5-8114-9925-0.

[ToroB, A.B. ApxuBoBeaenue. 3apyOexnas Poccuka: y4yeOHMK s  CpeIHEro
npodeccuonaibHOro obpazoBanus / A. B. [TonoB. — Mocksa: UznarensctBo IOpaiit, 2022.
— 168 ¢. — (Ilpodeccuonansroe obpazoBanme). — ISBN 978-5-534-10240-6. — Texkcr:
AJIEKTPOHHBIN // OO6pazoBaTenbpHas maTdopma Opaiit [caiit]. —
URL.: https://urait.ru/bcode/495214

Packun, [[. 1. ApxuBoBenenue: yueOHuk it By3oB / JI. . Packun, A. P. CokonoB. — 2-¢
u3a., ucnp. U pon. — Mocksa: M3narensctBo IOpaiit, 2022. — 468 c. — (Beicuiee
obpaszoBanue). — ISBN 978-5-534-15245-6. — Tekcr: anektpoHHbIl // OOpa3oBarenbHas
iatdopma IOpaiit [caiir]. — URL: https://urait.ru/bcode/497656

Camapuyk, H.C., MapkeTuHroBas AesiTeIbHOCTh FOCYAapCTBEHHBIX apXHWBOB: MOHOrpadust /
H.C. Camapuyk. — MockBa: HW3narensctBo Pycaitne, 2023. — 312 c. — Tekcr:
HerocpeacTBeHHbINA. — ISBN: 978-5-466-01550-8.

TenpuapoB A. [I. ApxuBoBeaeHue: yaeOHoe mocodue myis 6akanaBpoB / A. JI. Teapuapos. 5-¢
u3ll. — MockBa: UTK «/lamkoB u K», 2022. — 184 c. — Tekct: HenocpeactBeHHbiit. — ISBN:
978-5-394-04946-0.
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20. Ilaxomanosa, O.}O. Opraau3zanus rocyIapcTBEHHBIX yupexaeHui Poccun: yuebHoe mocodune
utst cperaero npodeccuonanbHoro oopazosanus / O. 0. llaxonanoBa. — 2-¢ u3j., mepepad.
u jpon. — MockBa: MsmarensctBo FOpaiir, 2022. — 161c. — (IIpodeccuonanbuoe
obpazoBanue). — ISBN 978-5-534-12448-4. — Texkcr: anektponHbii // Obpa3oBarenbHas
iatdopma Opaiit [caiir]. — URL: https://urait.ru/bcode/496292

NuTepHeT-pecypcenl:

1. ExxemecsunbIit npodeCCHOHATBHBIN JKypHasI «Cekperapckoe JIETI0»
http://www.sekretarskoedelo. ru/

2. OpunmanbHbIi caliT BecepoccHiickoro Hay4HO-HCCIIEI0BATEIBCKOTO HHCTUTYTA
JOKYMEHTOBE/IEHUS U apXuBHOro Aena http://vniidad.ru/

3. Ouumanbublii caiit komnanuu ['apanT http://www.garant.ru/

4. Opunmanpusiii caiit komnanuu Koncynprantllntoc http://www.consultant.ru/

5. Odunmanbubiii caiit @enepalibHOTO apXUBHOTO areHTcTBa http://archives.ru/

6. [IpodheccuonanpHblii xKypHal «/[e10mporu3BOICTBO U JOKYMEHTOOOOPOT HA MPEIIPUITUN
http://delo-press.ru/archives/rubrics.php

7. lpodheccuonanphbiii xkypHaI «Cexkperapb-pedepent» http://www.profiz.ru/st/

8. Ilpodeccronanbhbiii xxypHan «CpaBOYHUK CEKpeTaps U opuc- MEHEKEpa»
http://www.sekretariat.ru/magazine-ssom

9. [IpodeccuonanbHbii KypHam «/{e10npon3BoCTBO U JOKYMEHTOOOOPOT HA MPEAITPUITHI
http://delo-press.ru/archives/rubrics.php

10. TIpodeccronanbHbli xkypHam «Jlenonpon3BoACTBO»

11. TIpodeccronanbHbli )xypHam «Jlenonpon3BoACTBO»
http://www.top-personal.ru/officeworks.html

12. IIpodeccronanbHbii xypHas «CrpaBOYHHUK CeKpeTapsi U opuc- MEHeKepay
http://www.sekretariat.ru/magazine-ssom

13. LleHTp KOMITETEHIIMU TI0 BOTIPOCAM JIOKYMEHTAIIMOHHOTO 00eCTIeueHus YIPaBICHUS U
apxuBHOTO jena http://edou.ru/

14. LeHTp KOMIETEHIMH IO BOMPOCAM JOKYMEHTAIIMOHHOTO OOECTeUeHHs YIpaBICHUS U
apXMBHOTO

nena http://edou.ru/

15. OdunmanbHbII WuTepHeT-noprain IIpaBOBOM uHpopmanuu//
http://www.pravo.gov.ru/Poccuiickuit

HOpTaJ OTKPBITOro odpazoBanus http://www.edu.ru/

16. DnektponHuslit pecype: IbC «3nanumym» http://znanium.com

4.3. O0mme TpeOOBaAHUS K OPraHU3alMu 00pa3oBaTeIbHOI0 Ipolecca

ConepxaHue BceX OTalOB MPAKTHKH OMNpeAessiercs TpeOOBaHMSAMH K YMEHUSM H
IPaKTUYECKOMY OIBITY mpodeccuoHanbHbIXx Moayneid B coorBerctBuu ¢ PI'OC CIIO mo
cneunanbHocT 46.02.01 «JlokymeHTaniMoHHOE oOecrieueHne yrpaBlIeHUs] U apXUBOBEACHUEY,
YTBEPKJIEHHOT 0 Iprka3zoM Munmpocsemenns Poccun ot 26 asrycra 2022 roma Ne 778.

Copep:xaHue U pe3yabTaT MPAKTUK MPOBOJUMBIX B paMKax Mpo(heCcCHOHATbHBIX MOy
COIVIACOBAH C OPraHMU3aLUsAMU, IPETOCTABIISIFOIMMHI MECTA MIPAKTUK 00YyJarOIMCS.

ATTecTanus o UToraM MpPakTHUK MPOBOIAUTCS C YIETOM (MM Ha OCHOBAaHUH) PE3YJIbTaTOB,

MNOATBCPKIACHHBIX JOKYMCHTAMU COOTBETCTBYHOIIUX opraHmauHﬁ (aTTeCTaHHOHHBIﬁ JIUCT IIO
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MPaKTHKE, OTYET O MPOXOXACHUU MPAKTUKH, JHEBHUK MO MPAKTHKE, XapaKTEpPUCTHKA C MecTa
IIPOXOXKACHUS TPAKTUKN).

[Ipu dopmupoBanun (HOHIAOB OIEHOUYHBIX CPEICTB MPOXOKACHHS MPAKTUK MPOIEAypa
OIICHKH O0IHX U MPOQeCcCHOHATBHBIX KOMITETEHINI OMPEAeIseTCs COBMECTHO C OpraHU3aIUsIMHU,
MPEAOCTABIISIONIMMHI MECTA MPAKTUK 00y4aroIuMCS.

@DopMBbI OTYETHOCTH U OLEHOYHBIA MaTepHall MPOXOXKACHUS MPAKTUK pa3padbaTbIBacTCs U
COTJIACOBBIBACTCS C OpraHU3alUsIMU, MPEJOCTABISIOUIMIMHI MECTa IPAKTHK 00yYarOLIIMCS.

PabGouass mporpamMMa  y4eOHOW  MpaKTUKU  MPEAyCMATpUBAECT  OCYLIECTBIICHUE
00pa3oBaTeNbHON JeATEIFHOCTH Ha TOCYJapCTBEHHOM si3blIke Poccuiickoit deneparumn.

Bce u3MeHenus, BHECEHHbIE B pabouyro mporpaMMy y4eOHOW MpakTHKH, (PUKCHPYIOT B
MOSICHUTEIBLHOM 3anucKe (JTUCT U3MEHEHHUM U JIONOJTHEHU ).

YTBepxkaeHHas paboyas mporpaMma XpaHUTCS B y4eOHO-METOIMIECKOM OT/IeTIE.

4.4. KagpoBoe o0ecnieueHne 00pa3oBaTeIbHOIO Mpolecca.

Peanuzamusi mporpamMmbl  y4eOHOM MPaKTUKU OOECIEYMBACTCS IEIarorH4eCKUMHU
KaJpaMM, HMEIOIIMMHU BbIcliee 0Opa3oBaHUE, COOTBETCTBYIOLIEE NPOQUI0 HPOBOAUMON
NPAaKTUKHA, C ONBITOM JESTEIPHOCTH B OPraHM3alMsAX COOTBETCTBYIONICH NpodeccHOHATHHON
cheprl. IlpenogaBarenyu mMOTY4arOT JOMOJHHUTEIBHOE MPO(EcCHOHATFHOE 00pa3oBaHHE IO
porpaMMaM MOBBIIICHUS! KBAJTU(HUKAIMHA, B TOM YUCIE B (OPME CTAKHPOBKH B MPODUIBHBIX
opraHuzanusax He pexe 1 pa3a B 3 roza.
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5. KOHTPOJIb M OIIEHKA PE3VJBTATOB OCBOEHUSA YUYEBHOM

IHPAKTUKH

Bu KOHTpOJIS M OLIEHKU pE3yabTaTOB OCBOCHUS YU€OHOH MPAKTHUKH: KOMIUIEKCHBIN 3a4eT

¢ onjeHKoM. OLEeHKa pe3yIbTaTOB OCBOCHUS Y4eOHO! MPAKTUKU OCYIIECTBIISIETCS PyKOBOAUTEIEM

MPAKTUKH.
Pe3yabTaThl 00yueHus Kon
(ocBOEHHbIE YMEHUS, YCBOEHHbIE npo¢ecCHOHATBLHOTO POPMEI H METOLI KOHTPOUIS H OUCHKH
pe3yJbTaToB 00y4eHus
3HAHHUSA) MOJYJIsl

OK 01. Beibupats crmocoObI permeHus IIM 03 Hab6monenune 3a JESATETHHOCTHIO

3amaq npodeccHoHaTbEHOM oOyuJatorerocs.

JeSITeNbHOCTH  TNPUMEHUTEIBHO K

pa3NUYHBIM KOHTEKCTAM;

OK 02. HMcmoms30BaTh COBPEMEHHBIC IIM 03 Hab6monenune 3a TESATETHHOCTHIO

CpeacTBa  TOMCKA,  aHaiu3a U o0yyaromerocs.

WHTEpHIpeTanun  uHQOpManmuu U

UHGOPMALMOHHBIE TEXHOJOTHH IS

BBITOJIHECHUS 3a1a4

po(eCcCUOHATIBHON IEATEIILHOCTH;

OK 04. Db dexTBHO M 03 Habnronenue 3a JeSTENbHOCTHIO

B3aMIMOJICCTBOBaTh W paboTaTh B oOyuJatorerocs.

KOJIJICKTHBE ¥ KOMaHJIE,

OK 05. OcymectBiiarh YCTHYIO H IIM 03 HaGmonenue 3a JESITETHHOCTHIO

MUCBbMEHHYI0O ~ KOMMYHHUKAalHIO  Ha oOyyaromerocs.

rocyJapCcTBEHHOM si3blke Poccuiickoit

denepanui ¢ y4eTOM OCOOCHHOCTEH

COLIMAIBHOTO u KYJIbTYPHOTO

KOHTEKCTa,

OK 06. [IIposBusTe TpakIaHCKO- 1M 03 Habmonenue 3a JEeSITENNFHOCTHIO

MaTPUOTHUECKYIO MO3UIINIO, o0yyJaromerocs.

JeMOHCTPHPOBAThH OCO3HAHHOE

MOBEJICHNE HA OCHOBE TPaIMLMOHHBIX

00IIIeYeIIOBEYECKUX IIEHHOCTEH, B TOM

yycie C€ y4eTOM TapMOHM3AIHUU

MeEKHAIIMOHAJIBHBIX U

MEXPETUTHO3HbBIX OTHOIIICHHUH,

MPUMEHSTh CTaHIAPTHI

AHTUKOPPYNLIHMOHHOTO NOBEACHUS;

OK 09. ITones3oBaThCs IIM 03 Brmmonnenune oOyJaromumcs

npodecCHOHANBEHON JTOKYMEHTAITUEH npodecCHOHANBHBIX 33/1a4 Ha TPAKTHKE;

Ha roCyJIapCTBEHHOM W HHOCTPaHHOM

SI3BIKAX.

INIK 1.1. OcymecTBnsaTe NpUEM- IIM 03 Bemonnerne  pabor 1o y4eOHOH

rnepenagy YIpaBIEHUYECKOU MpaKTHKEe TPEIYCMOTPEHHBIX paboueit

WHPOPMAILIMK C TOMOIIBIO CPEICTB MPOTPAMMOIA;

WHPOPMALMOHHBIX u Beimonnenne  otyera 1o yueOHOM

KOMMYHHKAIIMOHHBIX TEXHOJIOTHIA. MPaKTHKE;
KoMIuiekCHBIM 3a4eT ¢ OILEHKOM IIo
yueOHoU mpaktuke YI1.03.01

I[IK 1.2. KoopaunupoBaTb padoTy IIM 03 Beimmonnenne  pabor  mo  yueOHOM

MPUEMHON PYKOBOAMTEIIS, 30H IpUEMa NpakTUKe TIPEIyCMOTPEHHBIX paboueit

pPa3JINYHBIX KATETOpPUHA IIOCETUTENIEH IPOrpamMMOoi;

OpTaHu3alny. Beimonnenne  otyera 1o yueOHOM
MPaKTHKE;

KoMIuiekCHBIM 3a4eT ¢ OILEHKOM IIO
yueOHoU npaktuke YI1.03.01
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IK 1.3. Bnaners HaBBIKaMU IIM 03 Bemonnenne  pabor 1o  y4eOHOU
IUIAaHUPOBAaHUS  pabodero BpeMEHHU IIPAaKTUKE IPELyCMOTPEHHBIX paboueit
PYKOBOAMTENS U CEKpETapsL.. MIPOrpaMMOoii;
Beimonnenne  otyeta 1o yueOHOM
IIPAKTHUKE;
KoMIulekcHbI 3a4eT ¢ OLEHKOM IO
yuebHoii mpaktuke YI1.03.01
[IK 1.4. OcymecTBiaTh NOATOTOBKY 1M 03 Beimmonnenne  pabor  mo  yueOHOM
JENIOBBIX TI0€30K PYKOBOIOUTEIS U IPaKTUKE TPEAyCMOTPEHHBIX paboueit
JIPYTUX COTPYIHUKOB OPraHU3aLNH. IIPOTrPaMMOI;
Beimonnenne  otyeta 1o yueOHOM
IIPAKTHUKE;
KoMIulekcHbI 3a4eT ¢ OLEHKOM IO
yuebHoii mpaktuke YI1.03.01
IK L.5. Brnagerp  cmocobamu IIM 03 BemonHenne  pabor 1o ydeOHOU
opraHuzanuu paboyero MpPOCTPAHCTBA NPaKTUKE TPEAyCMOTPEHHBIX paboueit
MIPUEMHOI 1 KaOMHETa PYKOBOIUTEIS. MIPOrpamMMOoii;
BremmonHenne  oTdeta 1O ydeOHOU
MIPaKTHUKE;
KoMmmuiekcHbIl 3a4eT ¢ OLEHKOM IO
yuebHoit npaktuke YI1.03.01
I[IK 1.6 OcymecTBisaTs paboOTy M0 M 03 Beimonnenne  pabor  mo  yueOHOM
MIOATOTOBKE u MIPOBEJICHUIO NpakTUKE TPEIyCMOTPEHHBIX paboueit
KOH(DEepPEHTHBIX MEPOIIPUATHUH, MIPOrpamMMOoit;
obecrneunBaTh MH(GOPMAITIOHHOE BemonHerne oTtdeta To  y4eOHOH
B3aMMOJCHCTBUE  PYKOBOAMUTENS  C MIPaKTHKE;
MOZpa3feNeHUs MU U JOJDKHOCTHBIMH KoMmmuiekcHbIl 3a4eT ¢ OLIEHKOM IO
JULAMH OpTaHU3alHH. yuebnoil npaktuke YI1.03.01
IIK 1.7 OdopmusaTs opranuzaliioHHO- 1M 03 Beimonnenne  pabor  mo  yueOHOM
pachopsiAUTENbHbIE  JOKYMEHTHI | NpakTUKE TPEIyCMOTPEHHBIX paboueit
OPTaHU30BbIBATH PadOTy C HUMH, B TOM IPOTrPaMMOii;
4YuCIe c HCIIOJIb30BaHUEM Beimonnenne  otdyera 1o y4eOHOM
ABTOMAaTHU3UPOBAHHBIX CUCTEM. MIPaKTHKE;
KoMIuieEKCHBIA 3a4eT € OLEHKOH II0
yuebHoil mpaktuke YI1.03.01
I[K 1.8 OdopMmnsate AOKYMEHTHI IO 1M 03 Beimonnenne  pabor  mo  yueOHOM
JUYHOMY COCTaBy W OPIraHHU30BBHIBAThH NpakTUKE TPEIyCMOTPEHHBIX paboueit
pabory ¢ HHMMH, B TOM 4HCIE C IPOTrPaMMOii;
HCIIOJIb30BAaHUEM Beimonnenne  otdyera 1o y4eOHOM
ABTOMAaTHU3UPOBAHHBIX CUCTEM. MIPaKTHKE;
KoMIuieKCHBIA 3a4eT € OLEHKOH II0
yuebnoil mpaktuke YI1.03.01
K 1.9 Opranu3oBeiBaTh TeKyllee M 03 Beimonnenne  pabor  mo  yueOHOM

XpaHEHHE JIOKyMEHTOB, 00pabOoTKy e
JUIS  ONEpPaTUBHOTO UM  ApXUBHOIO
XpaHeHus, B  TOM  4YHCIE C
HCTIOJIb30BaHHEM
aBTOMATHU3HPOBAHHBIX CUCTEM.

MpaKTHKEe TPEIYCMOTPEHHBIX paboueit
MIPOrpaMMOoii;

Brmmonaerne otuera 1o y4ueOHOH
MPaKTHKE;

KommuiekcHbIil 3aueT ¢ OLEHKOM 1O
yuebnoil mpaktuke YI1.03.01
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