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1. OBIIASI XAPAKTEPUCTHUKA PABOYEN ITPOT'PAMMBI

IMPOPECCHUOHAJIBHOI'O MOAYJIA

I[IM.01 OCYIMECTBJIEHUE OPTAHU3ATIMOHHOI'O 1 JOKYMEHTAIIMOHHOI'O

OBECIIEYEHUWA JEATEJIBHOCTHU OPT"TAHU3AIINN

KO 1 HAUMEHOBaHUE MOLYJIA

1.1. e 1 MecTO MpodecCHOHATBHOr0 MOIYJIA B CTPYKTYpe 00pa3oBaTe/ibHOM

NMPOrpamMMbl
Lenp ™Momyns:

[IpodeccuonanbHbIi  MOIYIH

IIPOrpaMMBI.

OCBOCHHE BHAA JCATCIIBHOCTH
AOKYMCHTAITUOHHOT' O obecneueHuUs ACATCIIbHOCTU OpraHUu3alum).

BKIIIOYEH B 003 aTCJIbHYKO YaCTb

«OCYH.[@CTBJ'ICHI/IC OpraHU3allMOHHOI'O M

1.2. Ilnanupyemble pe3yJbTaTbl 0CBOEHHUS NPO(ecCHOHATBLHOT0 MOIYJIsI

PGSyJ'IBTaTbI OCBOCHUA HpO(beCCI/IOHaJ'IBHOI‘O MOoAyJid COOTHOCATCA C IUIaHUPYCEMbIMU

pe3yabTaTaMu o0pa30BaTeNbHON  IPOrpaMMBbl,

OCBOCHU

KoMMeTeHIHi BoimyckHuKa (1. 4.3 OITOII-IT).
B pesysbrare ocBoeHuUs MpodecCHOHAITBHOTO MOJTYJIsi 00YYArOIIUICS TOJHKEH:

npeaACTaBJICHHBIMU B

Kox OK, YMeThb 3HATD Baaners HaBbIKAMH

MK

OK.01 pacrno3HaBaTh 3a/1a4y | aKTyaJbHbIN
u/nnm npobiemy B | IpodecCHOHATBHBIN "
npodeccnoHabHOM W/WIIN | COIUAIBHBI KOHTEKCT, B
COIMAIGHOM  KOHTEKCTE | KOTOPOM MIPUXOTUTCS
aHAJIM3UPOBATh 3ajjauy | paboTarth u KHUTb
u/unu npobnemy U | OCHOBHBIE HUCTOYHUKHU
BBIIENATE €€ CcocCTaBHbIC | MHPOPMALIUU U PECYPCh
YacTH ONpPENeNsATh OJTambl | A peIIeHus 3amad |
peleH s 3a]Jauu BBISBIIATH | PoOieM B
n  S(PPEeKTUBHO HUCKATh | MIPOPECCHOHAIBHOM W/WIH
uHpOpMaIHIO, COLIMAIIBHOM  KOHTEKCTE
HE00X0IUMYIO JUISL | QITOPUTMBI  BBITIOJTHEHUS
pemieHust 3ajaud  W/uinu | pabot B
po0IEMbI COCTaBJIATH | MpodeccnoHanbHOM "
TUTaH JEUCTBUS | CMEXHBIX o0macTsx
OTIPEIEATh HEOOXOANUMBIC | METOJIBI paboThI B
pecypcsl BJIAJIETh | MPO(eCcCHOHANTBHOM U
aKTyaJbHBIMH  METOJaMH | CMEKHBIX cdepax
paboThI B | CTPYKTYpy IUIaHa  JUIA
npodeccroHanbHOM U | pelIeHusT 3a7ad TOpPSIIOK
CMEKHBIX cdepax | OLIEHKH pe3yIbTaToB
peann30BHIBATH pelieHus 3a1a4y
COCTaBJICHHBIN IUaH | npogeccuoHaIbHON
OLICHUBATh PE3YJIbTAaT U | JACATEIBHOCTH
MOCTIeICTBUS CBOUX
JEUCTBUI
(caMOCTOSITENTBHO WJIU  C
TTOMOIIIbIO0 HACTABHUKA)

OK.02 ONpEeAENATh 3aJadd JAJs | HOMEHKJIAaTypa
noucka uadopmanuu MH(pOPMaAITMOHHBIX
OIpeNeNIATh HeOOXOIUMbIE | HICTOYHUKOB,
HUCTOYHUKU MH(POPMALIUU | IPUMEHSIEMBIX B

podecCHOHATLHOM

o0OpasoBarenbHON

MaTpuLe




IUTAHUPOBATh nporiecc
[IOMCKAa CTPYKTYPHPOBATh
MOJIy4aeMy o
uHGOPMAIIMIO  BBIIEIATH
Hambosee 3HAYNMOE B
nepevyHe HHPOpMaIuu
OLICHUBATb IIPAKTUYECKYIO
3HaYMMOCTh PE3yJILTAaTOB

IIOKCKa oopmiATh
pE3yNbTaThI TIOUCKa,
IMPHUMCHATH cpeacrsa
UH()OPMAIIMOHHBIX

TEXHOJIOTUH IS pelICHHUS
mpodecCHOHAIbHBIX 3a1a4
HCIIOJIE30BATh
COBPEMEHHOE
MIPOrPaMMHOE
obecrieueHue
HCIOJIb30BaTh PA3INYHBIC
1udpoBbIE CpEACTBA IS
pelIeHus
podecCHOHANIBHBIX 3a1a4

JeSITeTbHOCTH IpUEMBI
CTPYKTYPHUPOBAHUS
uHpopMauu dopmar
oopmiIeHHs pe3yJIbTaToOB
MIOMCKA UH(pOpMaLIUH,
COBpPEMEHHBIE CPEJCTBA U
YCTpOHCTBa
UH(pOpMAaTU3aLUH TOPSI0K
ux MIPUMEHEHHS "
IPOrpaMMHOE
obecrieueHue B
npodeccuoHaTbHON
JeSITETHHOCTH B TOM YHCIIE
c UCIOJIb30BAHUEM
U (ppPOBBIX CPEACTB

OK.04

OpraHM30BBIBaTH  paboOTy
KOJIJIEKTHBA U KOMaH bl
B3aWMO/ICVICTBOBATh c
KOJIJIETaMH,
PYKOBOJICTBOM,
KIIMEHTaMH B
npogecCuoHAITbHON
JEeSATEIbHOCTH

xone

TIICUXOJIOTHUYCCKHNEC OCHOBBI
eI TEILHOCTH
KOJUIEKTHUBA,
MICUXOJIOTHYECKHUE
0COOEHHOCTH TUYHOCTH
OCHOBBI MIPOEKTHOI
eI TENILHOCTH

OK.05

rpaMOTHO wuU3JIaraTb CBOH
MBICTH B O(OPMIIATH
AOKYMCHTBI 10
npodeccnoHanbHOMI
TEMATUKE Ha
TOCYJJapCTBCHHOM  SI3BIKE,
IMPOABJIATE TOJCPAHTHOCTH
B pa00YeM KOJIJICKTHBE

0COOEHHOCTH
COILIMAJIBHOTO H
KYJIBTYPHOI'O KOHTEKCTa;
npaBUIIa odopmieHus
}IOKYMGHTOB nu HOCTpOGHI/ISI
YCTHBIX COOOIICHHIA

OK.09

IOHUMAaTh OOIIMI CMBICIT
YETKO MIPOU3HECEHHBIX
BBICKA3bIBaHUU Ha
HU3BECTHBIC TEMBI
(mpodeccronanbHbIE u
OBITOBBIE), MMOHUMATh
TEKCTHI Ha 0a3oBbIC
npodeccroHabHBIC TEMBI
y4acTBOBaTh B JHajorax
Ha 3HAKOMbIE OOIIME U
poeCCHOHAIBHBIC TEMBI
CTPOUTH MPOCTHIC
BBICKa3bIBaHUS O ceOe U O
CBOCH MpodeccHoHaAThHON

npaBuia MIOCTPOCHHS
OPOCTBIX U CJIOHBIX
MIPEMIOKEHU N Ha
npodecCHOHATIbHBIE TEMbI
OCHOBHBIE
o011eynoTpeOuTenbHbIe
rmaroyibl - (ObITOBast
npodeccuoHanpHas
JIEKCHKA) JICKCUYECKHI
MUHHMYM, OTHOCSIIIIANCS K
OTMCAHUIO MPEIMETOB,
CpPeIACTB U  MPOILECCOB
npo¢eCCHOHAIBHON
JeSITeTIbHOCTH
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NeSTEIbHOCTH KpaTKO | 0COOCHHOCTH
000CHOBBIBATh U | IPOM3HOIICHUS]  IpaBUiia
OOBSICHATH CBOM JCHCTBUS | YTCHUS TEKCTOB
(Texymme U | mpodecCHOHATBHOM
IUIAaHUPYEMBIE) [MCaTh | HaPaBJIEHHOCTU
MIPOCTHIE CBSI3HBIE

COOOIICHNSI HA 3HAKOMBIE

Wi UHTEPECYIOIIHe

poecCHOHATLHBIC TEMBI

IK 1.1 WCIIOIb30BaTh  CPEJICTBA | HOPMATUBHBIC IPABOBBIC | MOJYUYEHUS HEOOXOIUMOI
MH()OPMAITMOHHBIX U | aKTBI Poccwiickoii | uHpopManmu U Tmiepesadn
KOMMYHHKAIIUOHHBIX Qenepau = B cepe | CAHKIIMOHHUPOBAHHOU
TEXHOJIOTUI Ui | “”HPOPMALIMOHHBIX U | ”HPOpMALUU c
MOJIy4eHUsT W Tepeladyd | KOMMYHUKaIlMOHHBIX UCIIOJIb30BAHUEM CPEJICTB
nH(pOpMAIHH; TEXHOJIOT MH(POPMAIMOHHBIX u
BECTH U UCIOIB30BaTh B | CTPYKTypa OpraHHU3aliH, | KOMMYHUKAIMOHHBIX
pabore ©0a3y KOHTaKkTOB | €€ 3a1a4u U (PYHKIINU; TEXHOJIOTUI
OpraHu3aIiiy; npaBuIIa MIPOBEICHUS
BECTHU YUETHBIE | I€JIOBBIX [1EPETOBOPOB;
peructpairoHHbie GOPMBI, | 3THKA JIEIOBOTO OOIICHHUS;

UCIOJIb30BAaTh WX Ui | IpaBuia pedeBoro
nH(OPMALIMOHHON PabOThI | ITUKETA;

U paboThl MO KOHTPOJIO | MpaBWiIa TMOJAEPKAHUS U
UCTIOJHEHUS MOPYYEHUH; | pa3BUTUS MEXIMYHOCTHBIX
yCTaHaBJIMBATh U | OTHOIICHU;
MIO/IEP/KNUBATH TpeGoBaHUs OXpaHBbI
KOMMYHUKAIIH B | TpyJa.

rporuecce JIEJI0BOTO

OoOlIEHNST C  IIOMOIIBIO

CPEICTB

MH(OPMALIMOHHBIX u

KOMMYHUKAIIMOHHBIX

TEXHOJIOTHIL;

CTJIaKUBaTh KOH(PIUKTHBIE

U CIOXHBIE  CHUTyaluu

MEXJINYHOCTHOTO

B3aHMOJCHCTBUS;

cobmogaTh  CIIy)KeOHBIH

ITHUKET;

obecrieunBaTh

MH(OPMALIOHHYIO

0€301acHOCTb

NeSITeIbHOCTH

OpraHM3alMH.

[IK 1.2 BCTpeuaTh IOCETUTENEH, | HOpMATUBHbIE TIPABOBbIE | KOOPAUHALIMU PaOOTHI
[10J1y4aTh [IEPBUYHYIO | AKThI Poccuiickoii | npu€MHON pyKOBOAUTEIISA
uH(popMaLNIo o | ®enepauvy WO  3alUTe | ¥ 30H MpUEMA Pa3IMUHBIX
MIOCETUTENSX, uHpopManuu U paboTe C | KaTeropHil moceTutenei
YCTaHABIMBATh  MOPSAOK | OOpalICHUSIMU IPaskIaH; OpraHu3aluu

nmpuéma Uil pasIMYHBIX
KaTeropuii MOCEeTUTENEH;

CTPYKTypa OpraHu3anuu 1
pacnipenenenue  (QyHKIHI
MEXIY CTPYKTYPHBIMHU




BECTHU YYETHBIE
perucTpanoHHbie (GOPMBI
10 IPUEMY MOCETUTENEN U
o OpMIIATH MPOITYCKa;
BECTH IIpUEM, Iepenavyy U
OTIPABKY IOKYMEHTOB;

OpPraHU30BBIBATH u
OpOHUPOBATh
MEePEeroBOpHbIC KOMHATHI;
CEepBUPOBAThH YaiiHble
(xodeiinpie)  crompl B
oduce;

IpUMEHATL B pabote
cpeacTBa
MH(POPMAIMOHHBIX u
KOMMYHUKAIIMOHHBIX
TEXHOJIOTHI;

IIPUHUMATh MEPBI 110
COXpaHEHHIO
KOH(UIEHIIMATbHON

nHpOpMAIKHU B X0J1€
MPUEMA NOCETUTENEH.

MoApa3aeICHUsIMHU u
CIIELUATIMCTAMU;

npaBuia OpraHu3aIu
npuéma noCeTUTENEH;
ATUKET u OCHOBBI
MEXIYHAPOAHOTO
MPOTOKOJIA;

ATHKA JIEJI0OBOr0 OOILICHHUS;
npaBuia pedeBoro
ATUKETA.
npaBuia
YaHHOIO
CTOJIA;
TpeOOBaHUS OXPAHbI
Tpya.

CEPBHUPOBKH
(kodeiinoro)

K 1.3

BbIOMpATh (bopMbI
TUTAHUPOBAHMS "
0(pOpMJIISATh TUIAHUPOBIIUK
(opranaiizep)
PYKOBOJIUTEIIS "
cekperaps;
yCTaHABJIMBATh TeIH,
OIpeNieNATh
MIPUOPUTETHOCTH "
OYEepENHOCTb BBIMOIHEHUS
pador u  3hdexTUBHO
pacnpenenstsb pabouee
BpeMsi;

COIJIACOBBIBaTh BCTPEUU U
MEpOTIPUSITHSI W BHOCHTH
uH(pOpMaIHIO B
TUTAHUPOBIIHK
(opranaiizep);
nH(OPMUPOBATH
PYKOBOJUTEIS 0
NpUONMKEHUN BPEMEHU WU
periaMeHTe
3aIIaHUPOBAaHHBIX BCTped
U MEPOIPHUSITHIL;

BBIOMpATh  ONTHMAJIbHBIC
CIOCOOBl  BHEIIHET0 U
BHYTPEHHETO
MH(GOPMHUPOBAHUS 0
TUTAaHUPYEMBIX

MEpONPHUATHSIX;

HOPMATUBHBIC  IPABOBBIC
aKTBI Poccuiickoii
Oenepaniun = B cepe
MH(POPMALIMOHHOM
0e301IacHOCTH;
CTpyKTypa H crnenuduka
OCHOBHOM  JCATCIbHOCTH
OpraHu3aIuy;
OCHOBEI
BpPEMEHEM;
paBUIIa MIPOBEICHUS
JIEIOBBIX TIEPETOBOPOB;
STHKA JIEJIOBOI0 OOIIEHNUS;
TpeOOBaHUS OXPAHBI

Tpyaa.

yIIpaBJiIeHUs

IUIAaHUPOBAHUS paboyero
BPEMEHU PYKOBOAMUTENS U
pabouero Hs ceKpeTaps




obecrieunBaTh
MH(GOPMALIMOHHYIO
0€301acHOCTb
JesTeNbHOCTH
OpraHu3aINH;
IIPUMEHSATH B padoTe
cpexacTsa
MH(GOPMALIMOHHBIX U
KOMMYHUKAITHOHHBIX
TEXHOJIOTUH.

I[IK 1.4 | coctaBisith ¥ O(GOPMISATH | HOPMAaTHBHBIE IPABOBBIEC | OPraHU3ALMH JICTOBBIX
JOKYMEHTBI /ISl JI€JIOBBIX | QKThI Poccuiickoii | moe3nok pyKOBOAUTENS U
MOE3/10K; @enepanut = B cdepe | APYTHX COTPYIHUKOB
OCYILIECTBIIATh TpeBeJ- | OpraHu3aLuu JIeJIOBOM | OpraHu3anuu
MOJIICPIKKY JETIOBBIX | TTOE3JIKH;

MI0€3/10K; HOPSA0K  HOJATOTOBKM U
COTJIACOBHIBATh C | IOKyMEHTHPOBAHUS
[IPUHUMAIOIIEH CTOPOHOM | JAEJIOBOH MOE3AKH;
MPOTOKOJI ~ TUIAHUPYEMBIX | HHTEPHET-PECYpChl  JIJIs
MEpONPUATHHA U | OCYLIECTBICHUS  TpeBell-
dbopMHpOBATE TPOTPAMMY | TOAAEPKKH JIeTTOBBIX
JIeJIOBOM MOE3/IKY; MI0€3/10K;

UCTIOJNB30BAaTh  CPEJACTBA | ATHKET " OCHOBBI
MH(pOPMALMOHHBIX U | MEXJIYHApOJHOTO
KOMMYHUKAITHOHHBIX MPOTOKOJIA;

TEXHOJIOTUH JUISL | ATHKA JIeIOBOTO OOILEHUS;
o0ecrnieueHus TpeOoBaHUs OXpaHbl
B3aUMOJIeHCTBUSA c | Tpyna.

PYKOBOJIUTENIEM BO BpEeMSs

€ro JIeJIOBOM ITOE3/IKH;

opopMIISATH OTUETHBIE

JOKYMEHTBl O JIeJIOBOU

MOE3JIKE.

IIK 1.5 OpraHu30BBIBaTh pabouee | TpeOOBaHUS OXpaHBbl | OpraHU3aLUU
MECTO B COOTBETCTBUU | TPYyJa, MPOU3BOJICTBEHHOH | TIOAIEPIKAHHS
C TpeOOBaHUSAMH | CAHUTAPHH, (YHKIIMOHAIBLHOTO
OPTrOHOMHUKH W KYJIBTYPHI | IPOTHBOMOXAPHOU pabouero mpocTpaHcTBa
TPyAa; 3alIUTHI,
o0ecrneunBaTh pabouee | OCHOBBI MIPaBUJIbHOM
MecTO U (YHKIMOHAJIBHOE | OpraHu3alu  Tpyaa |
pabouee  MPOCTPAHCTBO | METOABI TIOBBIMICHHUS €ro
HEOO0XOAUMBIMU 3P HEKTUBHOCTH;
cpeacTBaMu BUIBl  OpPTaHU3AIMOHHOU
OpraHU3aIMOHHON TEXHUKA U  TOPSAOK
TeXHUKH, MeOenpl0 | | paboThI C HEM.

KaHUEJIAPCKUMHU
IIPUHAAJICKHOCTSAMU;
MOJICP)KUBATh  CPE/ICTBA
OpraHu3alMOHHOMN
TEXHUKH B  paboueMm

COCTOsIHHH.




K 1.6 OpPraHU30BBIBATh IIPOLIECC | HOPMATUBHBIE TPABOBHIC | OPraHU3AIUU IOJTOTOBKH
MOJIrOTOBKH U NPOBEJICHUE | AKThI Poccuiickoii | n IIPOBE/ICHUS
KOH(EpPEHTHOTO Qenepanin = B cdepe | KOHPEPEHTHBIX
MEpPONPUATHS uHpOpMaLnH; MEpONPUATHH,
WHAWBUIYaTbHO M B | KOMIUIEKC obecrieyeHus
cocTtaBe paboueil rpynmnsl; | OpraHu3alMOHHO- MH(POPMALIMOHHOTO
JOKYMEHTHPOBATh pa3HbIC | TEXHUYECKUX B3aUMOJICHCTBUA
3TaIlbl IPOLETYPBl | MEPONPUATHHA 110 | PYKOBOAUTEIS C
MOJITOTOBKH U MPOBEACHUS | IOJrOTOBKE U | TOApa3aesiCHUSIMH u
KOH(EpEHTHOTO IIPOBE/ICHUIO JOJDKHOCTHBIMU  JIULIAMU
MEpOTPUSTHS, KOH(EpPEHTHBIX OpraHu3aINH
coOyogaTh  3TUKET U | MEpPOIPUSTUH;

OCHOBBI MEXIYHapOIAHOTO | TpaBUIIa oopmienus
IIPOTOKOJIA; JIOKYMEHTOB,
OCYIIECTBIISTh cOop, | co3maBaeMbIX B TIpoIEcCe
00paboTKy uH(pOpMaLKHU, | TOATOTOBKH U MPOBEACHUS
CHCTEMaTHU3aLNI0 KOH(EpPEHTHOTO
MOJTy4aeMbIX U | MEpOIIPUSTHUS;
nepeaBaeMbIX JTaHHBIX; ITHKET u OCHOBBI
OCYILIECTBIATh MPOBEPKY | MEKAYHAPOIHOTO
JIOCTOBEPHOCTH, TOJHOTHI | TPOTOKOJIA;
U HENpOTUBOPEUMBOCTHU | ITHKA JIEIOBOTO OOILEHUS;
JaHHBIX, UCKJTIOUEHHE | COCTaB  BHYTPEHHUX H
TyOIupOBaHUS BHEIIIHUX
nH(popMaLnu; MH(OPMALIMOHHBIX
IPUMEHSATh IIOTOKOB;
MH(POPMAIIMOHHO- CTPYKTYypa OpraHHW3alud 1
KOMMYHUKAI[IOHHbIE MOPSI0K B3aUMOJEHCTBUS
TEXHOJIOTHH. MOpa3/IeICHUI;
MeToABl  00paboTKH U
3alUTHl  MUHQOpPMALUU C
pPUMEHEHUEM CpeACTB
MH(OPMALIMOHHBIX u
KOMMYHHUKAI[HOHHBIX
TEXHOJIOTHH;
TpeGoBaHuUs OXpPaHBI
TpyAa.

IK 1.7 COCTaBIISITh IPOEKTHl | HOPMATUBHBIE  TPABOBBIE | OHOPMIICHUS
OPTraHU3alMOHHBIX, aKThI Poccuiickoii | oprann3aioHHO-
pacropsIuTeIbHbIX u | @enepaut B cdepe | pacHOpsAUTENbHBIX
WH(POPMAIIMOHHO- JIeITOTIPOU3BO/ICTBA; TOKYMEHTOB u
CIPaBOYHBIX JOKYMEHTOB, | JIOKQJIbHbIE HOPMAaTHBHBIE | OpraHM3anus padboThl ¢
B TOM YHCJI€ IOKYMEHTOB, | aKThI, pETJIAMEHTHUPYIOIINE | HAIMH, B TOM YHCIE C
COJIepIKaLINX JeSITETbHOCTD CIIy>KOBI | UCTIOJIb30BaHUEM
KOH(HICHIHATHHYIO JIENTOTIPOU3BOJICTBA M €€ | aBTOMaTH3MPOBAHHBIX
UH(pOpMaIIHIO; pabOTHHUKOB, CUCTEM
oopmiIsATH OpraHu3alIo BEJICHUS
OpraHU3aIMOHHO- JIeNIOTIPOU3BO/ICTBA;
pacnopsuTeIbHbIe COBpPEMEHHBIE
JTOKYMEHTbI (OpUTUHAIIBI U | HMH(POPMALIMOHHbIE u
KOIIHMH); KOMMYHHUKAI[IOHHbIE

TCXHOJIOI'H,
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CKaHUPOBATh, KOMUPOBATH
" KOHBEPTHUPOBATh
JOKYMEHTHI B pa3lInYHbIC
dhopmarsr;

OCYIIECTBISITH  MTPOBEPKY
MPOEKTOB JOKYMEHTOB Ha
COOTBETCTBUE  IPaBHIIaM
JeTIOTIPOU3BOICTBA;
MPUHUMATh ¥ TPOBOAWTH
MIEPBUYHYIO 00paboTKy
BXOJISAIINX JOKYMEHTOB;
MIPOBOJTUTH

IIpUMEHsIEMbIE B paboTe ¢
JIOKYMEHTaMU;

CTPYKTypa OpraHu3aIlui,
PYKOBOJICTBO
CTPYKTYPHBIX
MoApa3ACICHUd, 00pPa3IbI
MOJITHUCEH JINUII, UMCIOIINX

[IpaBO  IOAIMUCAHUA W
YTBEPXKICHUS
JIOKYMEHTOB, u
OrpaHMYEeHUs 30H  HX
OTBETCTBEHHOCTH;

IIpeIBAPUTEIILHOE IIpaBUJIa PYCCKOT'O SI3bIKA;
paccMOTpeHHe BXOSIIUX | TpeOOBaHUS OXpaHbl
" BHYTPEHHUX | TpyJa.

JOKYMEHTOB;
pEerucTpupoBaTh
BXOJSILIIME, HUCXOJAIIME U
BHYTpPEHHUE JIOKYMEHTBI;
KOHTPOJIMPOBaTh
MapIIpyTU3aLHIO0
JOKYMEHTOIIOTOKOB B
OpraHu3au
(cormacoBanwue,
MO/NKCAHUE,
YTBEPKICHHUE,
perucrparus,
03HaKOMJIEHHE U
HCIIOJIHEHUE JIOKYMEHTOB);
OCYIIECTBIATH CPOKOBBIN
KOHTPOJIb UCIIOJTHEHUS
JOKYMEHTOB;
OCYIIECTBIISThH MOATOTOBKY
U OTIHpaBKy MCXOIALIMX
JIOKYMEHTOB;

COCTaBIATh  OTYETBI U
aHAJIUTUYECKUE  CIIPABKU
00 UCTIOTHEHUH
JIOKYMEHTOB;

BECTH  HMH(POPMAIMOHHO-
CIIPaBOYHYIO paboty
0 IOKyMEHTaM;
OCYLIECTBIATh PabOTy C
OpraHHU3aIlOHHO-
pacnopsAUTEIbHBIMU
JOKYMEHTaMU B
aBTOMATU3HPOBAaHHBIX
CUCTEMaX.

I[IK 1.8 obecrieunBaTh HOpPMATHBHBIC TIPABOBBIC | OPOPMIICHUST TOKYMEHTOB
COXPaHHOCTh aKTBI Pocculickoii | 0 JMYHOMY COCTaBy U
NEepCOHANbHBIX  JaHHbIX | Penepanun B cdepe | opraHuzanuu  paboTel €
pabOTHUKOB,; TPYJOBBIX OTHOLLIEHUM; HUMH, B TOM UHCIE C
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OpraHU30BBIBATH JIOKQJIbHBIE HOPMATUBHBIE | HCIIOJIb30BAHUEM
JOKYMEHTO000pOT IO | aKTBI, PEIVIAMEHTUPYIOIUE | aBTOMAaTU3UPOBAHHBIX
IIPEICTAaBICHUIO TPYJOBBIE OTHOIIECHHUS; CUCTEM
JOKYMEHTOB I10 IIEPCOHAILY | COBPEMEHHBIE
B rocyJapCcTBEHHbIE | HHPOPMALMOHHO-

OpraHbl; KOMMYHHKAI[MOHHBIE
OpraHU30BBIBATH TEXHOJIOTHH,
JOKYMEHTO000pOT 10 | IpUMeHsieMble B palboTe ¢
yu€Ty M JIBWJKEHUIO | JOKYMEHTaMU 10 JTUYHOMY
pabOTHUKOB,; COCTaBy;

BECTH  BOMHCKUH  y4€T | CTpyKTypa OpraHU3aluH,
pabOTHUKOB,; PYKOBOJICTBO

BeCTH  Yy4€T  pabouero | CTpyKTYPHBIX

BpEMEHU paOOTHHUKOB; NIOIpa3IeJICHUN;
oopmisTH IpaBuIIa
OpPraHU3alOHHO- JIeJIONPOU3BO/ICTBA;
pacnopsAUTENbHbIE IIpaBUJIa PYCCKOT'O SI3bIKA;
JOKYMEHTBI 110 JIMYHOMY | 3THKa JIeIOBOrO OOILEHUS;
COCTaBYy; TpeOoBaHUS OXpaHbI
BECTU PEruCTpalylo, YU€T, | TpyJa.

ONEpaTUBHOE  XPAaHEHHUE

JOKYMEHTOB II0 JIMYHOMY

COCTaBY;

BECTHU JIOKYMEHTALHIO,

ITOATBEPKIAIOIILY IO

CBEIEHUs1 O TPYyAOBOU

NEeSITEIbHOCTH U TPYJOBOM

cTake pabOTHUKOB;

dhopmupoBaTh JTUYHBIC

nena pabOTHUKOB;

opopMIIATh  nea 1O

JUYHOMY  COCTaBy  JUId

neperayu B apxuB

OpraHM3aluy;

paboTtatb co

CIELMATIN3UPOBAHHBIMU

MH(OPMALMOHHBIMU

cucreMaMu U 0a3zamu

JTAaHHBIX M0 BEJCHUIO YUETA

U ABMXKEHHIO paOOTHHUKOB.

I[IK' 1.9 pa3pabaThiBaTh HOPMAaTHUBHBIE IIPABOBBLIC | OPTAHU3ALMU  TEKYILETOo
HOMEHKJIATypy JIEN | aKThl Poccuiickoil | XpaHeHHs ~ JOKYMEHTOB,
OpraHu3aIlNH; Qenepatiun B chepe | 0OpaboTkH aen A
IIPOBEPATh MPAaBUIBHOCTD | IEIONPOU3BOJCTBA U | OIEpaTUBHOIO u
oopmIIeHHsS JOKYMEHTOB | apXHWBHOTIO JENa; apXUBHOTO XpaHEHHUs, B
U OTMETKH 00  HX | JIOKaJdbHble HOPMAaTHUBHBIC | TOM qucie c
UCIOJIHEHUU TI€pel, MX | aKThbl, pErIIAMEHTUPYIOLIME | UCIIOIb30BAHUEM
(dbopMHpOBaHHEM B JIENO | BEICHUE aBTOMATU3HPOBAHHBIX
JUIS MOCJIEAYIOLIETO | AEIONPOU3BOJACTBA U | CUCTEM
XpaHeHus; (OPMHPOBATH | epefady Jel B  apXuB
nena, KOHTPOJIMPOBAaTh | OPraHU3alMY;

IIPaBHUJILHOC n
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CBOEBPEMEHHOE
pacnpezeneHue u
MNOAIIMBKY JOKYMCHTOB B
Jena B COOTBETCTBUU C
HOMEHKJIATy PO JIelT;

HPOBEPATH CPOKH
XpaHEHHs]  JIOKYMCHTOB,
COCTaBIISITh HPOTOKOI
paboThI HKCIEPTHON

KOMHUCCHHU IIO IIOAT'OTOBKC
AOKYMCHTOB K IIE€pcaaduc B

apXuB;
COCTaBJIITh aKT 0
BbIJICIICHUHT K
YHHUYTOXKCHHUIO
JIOKYMEHTOB, HE
MOJJIEKAIIUX XPAHCHUIO;
COCTAaBIISITh aKT 00
YHUYTOXCHUHN
JIOKYMEHTOB;
OCYILECTBIIATH IIOJIHOE WIH
gacTuyHOe  oQopMIIeHHE
Jen BPEMEHHOTO,
IIOCTOSIHHOT O,
JOJITOBPEMEHHOTO CPOKOB
XpaHEHHUS;

COCTABJIITH  ONHUCU [l
CTPYKTYPHBIX
MOJIpa3IeICHUI
IOCTOSIHHOT O,

JI0JTOBPEMEHHOTO CPOKOB
XpaHeHHus s Tepesadu
JIeTl B apXUB OpTaHU3aINH;
IPUMEHSATh
MH(OPMAaLIOHHO-
KOMMYHUKAI[IOHHBIE
TEXHOJIOTHH TIPH padboTe C
JOKYMEHTaMH.

BUJBI HOMEHKIATYp e,
obmue  TpeObOBaHHSA K
HOMEHKJIAType zed,
MOPSIJTIOK paOOTHI C HEl;

NopsAA0K GOPMUPOBAHUS U

odopmIIeHUS nen,
cnenuduka
dhopMupoBaHHS
OTACIBHBIX KaTeropuu
e,

IIpaBUJIa XPaHEHUS JECII, B
TOM YHCJIE C JOKYyMEHTaMHU
OTPaHUYEHHOTO J0CTYyNa;

IIpaBujia BbIAa4u n
HCIIOJIBb30BaHUA
JAOKYMCHTOB u3

c(OpMUPOBAHHBIX JEII;

HOPSIIOK  HCIIOJIb30BAHUS
THUIIOBBIX 170071
BE/IOMCTBEHHBIX NEPEeYHEH
JIOKYMEHTOB, OTIPE/ICICHUS

CPOKOB XpaHEeHUs B
mporecce OKCIIEPTHU3BI
[IEHHOCTHU JTOKYMEHTOB;
BHUJIbI onucein Jen
OpraHu3alil U TOPSIIOK
paboThI

C HUMU;

TpeOoBaHUs OXpaHbl
Tpyaa.

1.3. O6ocHoBanue yacoB BapuaTuBHoii yactu OITOII-II

Ne | JMomosnuTe JlonmoiHUTE/IbHbIE Ne, Oone ObocHoBanue

Ne bHbIE 3HAHMS, YMEHHS, HAHUMEHOBaHUe BKJIIOYEHHS B

n/n | npogeccuona HABBIKHU TeMBbI 4acoB pabouyro

JbHbIE nporpamMmmy
KOMIIETEHIIH
"
1 3HaTh: CTPYKTYpYy U Tema 4.1. ITo 3anpocy

UEPAPXHUIO HopmaTtusHo- paboToxarens u
HOpPMAaTUBHBIX MIpaBOBOE 00yCIIOBJIIEHO
MPaBOBBIX AKTOB, peryIMpoBaHue HE00XO0IMMOCTBIO
USRI 1)% 10111704 TPYJIOBBIX yTIyOJIeHHOTO aHAIN3A|
TPYAOBbIE OTHOUICHUS, | OTHOLLECHUN COBPEMEHHBIX
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HOPMAaTHBHBIC AKTHI
(dbenepabHBIX OPTaHOB
HWCIIOTHUTEIbHOMN
BJIACTH, PETUOHAJIbHbBIC
U JIOKAJIbHbBIC
HOPMAaTHUBHBIEC aKThl.
YMeTh: NpUMEHSATh
HOPMBI TPYJIOBOT'O
npaBa Ha MPAKTUKE,
aHAJIU3UPOBATH
KOHKPETHbBIE CUTYyaIluu
Y IPUHUMATh
000CHOBaHHbBIC
penieHus B
COOTBETCTBUH C
3aKOHOJATEILCTBOM
HaBpIkn:

pPa3BUTHS COCTABIICHUS
TPYIOBBIX JIOTOBOPOB,
JIOKQJIBHBIX
HOPMAaTHBHBIX aKTOB,
BEJICHUS KaJpOBOi
JIOKYMEHTAIUU U
pa3peuieHus Tpy10BbIX
CIIOPOB.

TECHACHIIMN U
crienupuKy JaHHOMN
o0JracTu.
BapuaTtuBHas yactb
y4eOHOT0 IJIaHa
MI03BOJIIET PACIITUPUTH
paMKU CTaHAapTHOTO
U3yYCHHS, BKIIIOUUB B
porpaMmy
paccMOTpeHHE
HOBEHIITHNX
HOPMATUBHBIX aKTOB,
CyneOHOI PAaKTUKU U
aKTyaJbHBIX IPOOJIEM,
BO3HUKAIOIINX B cepe
TPYAOBBIX OTHOIICHUH.
910 Aaer
BO3MOYKHOCTb
CTYJICHTaM ITOJYIHTh
Oosee MOJIHOE U
COBPEMEHHOE
IIPEJICTABJICHHUE O
MeXaHH3Max
IPaBOBOTO
peTyIHpOBaHUS TPY/IA,
a TaKkKe pa3BUTh
HaBBIKU aHAJIN3a U
MPUMEHEHUS
3aKOHO/IaTEJILCTBA B
pEeaTbHBIX CUTYaIIUSX.

3HaTh:

CHOCOOBI YCTAaHOBKH U
HAaCTPOMKHU
IPOTPaMMBbl;
OCHOBHBIE ITYHKTBI
[JIABHOTO U
KOHTEKCTHOTO MEHIO
IPOTpaMMBbl; IIpaBHiIa
paboThI ¢ )KypHaIaMU
JTIOKYMEHTOB,
CIPaBOYHUKAMH,
OTYETaMH; METO/IbI
CO3JIaHMs,
pelaKTUPOBAHUS U
HAaCTPOMKHU KypHaJla
JIOKYMEHTOB; METO/IbI
CO3JIaHUSI CTPYKTYPHI
CIPaBOYHUKA,
n00aBIIEHNS 3aIIUCU B
CIPaBOYHHUK.

YMeTh: paboTath ¢
UH(POPMALOHHBIMH

Tema 4.6.
O yHKIIMOHAIBHBI
€ BO3MOXKHOCTH ¥
nepBOHavYalIbHAs
HacTpoOWKa
MpOrpaMMbl
«1C:Kagpsp»

32

ITo 3ampocy
paboronarens, T.K.
COBpPEMEHHBIC
TpeOOBaHUS phIHKA
TPpyAa AUKTYIOT
HE00X0IMMOCTh
BJIAJICHHS
NPaKTUYECKUMHU
HaBbIKaMU pabOTHI C
PO HIEHBIM
MPOrpaMMHBIM
o0ecrieyeHueM.
«1C:Kanpe» sBusercs
OJIHUM U3 HauOoJee
pacrpocTpaHeHHBIX
UHCTPYMEHTOB
aBTOMATH3AIUU
KaJpOBOI0 y4yeTa Ha
NPEANPUATHIX
pa3nMyHoOro mMacuirada,

Tema 4.7.

32

OO06ycnoBieHO
pacTyiuen
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cUCTEMaMHU U Oa3zaMu
JAHHBIX 110 BEJCHUIO
ydera U JIBIKESHUIO
nepcoHana; paboTarb
¢ THPOPMAIMOHHBIMU
cUcTeMaMHu U 6a3zaMu
JAHHBIX TI0 BEJCHUIO
CTaTHUCTUYECKOH U
OTYETHOMN
nHpopmanuu mo
nepcoHay; paborars
CO CIIPaBOYHUKAMU
MIPOTPaMMBEI;
dhopMHUpOBaTH
IITATHOE pPAaCIUCAHKE
B IIPOrpaMMe;
0hOopMIIATE B
porpaMMme OTITyCKa,
MIPOTYJIBI,
KOMaHAUPOBKU;
¢dbopMupoBaTh
pa3IM4YHbIC OTYETHI,
BBITIOJTHSATH
perJamMeHTHbIE
oTiepaIuy, moJry4arhb
pa3INuHyIO0
AHATUTUYCCKYFO
UH(OPMAILIHIO.
Haspiku:
OpraHu3aIuu
JIOKYMEHTO000pOTa
M0 Y4ETy U JTBUKCHHIO
KaJIpOB; OpraHU3aI[uu
JIOKYMEHTO0000poTa
0 TIPEJICTABIICHHUIO
JIOKYMEHTOB TIO
NIEPCOHATY B
roCy/IapCTBEHHBIC
OpTaHbl; TOCTAHOBKH
Ha y4eT OpraHu3aiuu
B TOCYIapCTBEHHBIX
OpraHax; IoJIrOTOBKH
10 3aIpoCy
TOCYTapCTBECHHBIX
OpraHoB,
po¢eCCHOHATBHBIX
CO030B U JIPYTHX
MPEICTaBUTEIbHBIX
OpraHoB paOOTHHUKOB
OpHUTHHAJIOB,
BBIIIMCOK, KOIIHiA
JIOKYMEHTOB;

Benenue
KaJpoOBOIro ydeta
B [IpOrpamMme
«1C:Kagpsn»

NOTPeOHOCTHIO PhIHKA
TpyJa B CIIELIUATUCTAX,
o0agaromux
MPAKTUYECKUMHU
HaBBIKaMU pabOTHI C
JTAHHOM MPOrpamMMOoH.
«1C:Kanpe» sBnsercs
OJIHUM U3 CaMbIX
pacnpoCTpaHEHHBIX
UHCTPYMEHTOB
aBTOMAaTH3aLUH
KaJpOBOT'O y4eTa B
Poccuu, u Bnagenue
UM 3HAYUTEIEHO
HOBBILIAET
KOHKYPEHTOCTIOCOOHOC
Th BBIITYCKHUKOB Ha
pBIHKE TPY/a.
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MMOATOTOBKH
YBEJIOMJICHHI,
OTYETHOM U
CTATHUCTHYCCKOM
uHpOpMAaIUU IO
MIepCOHAIY.

2. CTPYKTYPA U COAEP KAHUE TPOPECCUOHAJIBHOI'O MOAYJIsA
2.1. TpynoeMKOCTb OCBOCHHUSI MOAYJISI

B 1.4. B popme

HaumeHoBaHHe COCTABHBIX YacTel MOTYJasl O0beM B yacax | MPaKTHYECKOI
NMOATOTOBKH

Y4yeOHble 3aHATHSA 444 298
KypcoBas pabora (ITpoeKT) 20 20
CamocTosTenbHas paboTta 32 -

ITpakTHka, B T.4.: 252 252
y4yeOHast 108 108
MIPOM3BOJICTBCHHAS 144 144

[IpomexxyTouHast arTecTaiysi, B TOM YUCIIE:
MJIK.01.01 6 popme sx3ameHa
MJIK 01.02 6 popme oug.3auéma

MJIK.01.03 6 hopme sx3ameHa 24 24
MJIK.01.04 6 popme sx3ameHa

1IM.01 (sx3amen no mooynio)

Bcero 772 594

2.2. CTpykKTypa npohecCHOHAJIBLHOT0 MOIYJIsI

Kog OK, 5 - _ 3
HK Z = c | E :
o & (9] Q %
T m w Q 9 S s
= . = e = o
g = = = =) & = =
HanmenoBanus 22 H = S 5 > =
5| = 3 5 = & | E
pas3zenos Bceero| E 2 g 3 c E =
npodecCHoHaNBHOTO| , Yac. g g[ 2 E 8 o 3 é
MOy ISt g o 2 © 5 3 = .
SEVE | 2| 2§88
S e T e B m g
oy
2 8 Z S 2
m =
1 2 3 4 5 6 7 8 9 10
OK 01, OK | Pazgen 1. 244 | 158 | 244 226 20 18
02, OK 03, | loxymMeHTHpOBaHHE
OK 04, OK | u opranusanus
05, OK 09, | paboTsi ¢
IIK 1.1, TIK | odpurmaasHEIMI
1.5 JIOKYMEHTaMHU
IIK 1.6, TIK
1.71IK 1.9
OK 01, OK | Pazgen 2. 36 24 36 32 - 4
02, OK 03, | Opranuzarus
paboTHI C
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OK 04, OK
05, OK 09,
TK 1.1, IK
1.6 TIK 1.7,
K 1.8 TIK
1.9

JOKYMCHTaMU B
ABTOMATHU3HPOBAHH
bIX CUCTCEMAax

OK 01, OK
02, OK 03,
OK 04, OK
05, OK 09,
TK 1.1, IK
1.2 TIK 1.3,
TK 1.4 TIK
1.5, TIK 1.6

Paznen 3.
Opranu3anuoHHOe
o0OecrieueHue
JIEATEILHOCTH
OpTraHu3aIuu

72

44

72

70 - 2

OK 01, OK
02, OK 03,
OK 04, OK
05, OK 09,
TK 1.1, IK
1.2 TIK 1.4,
K 1.7 TIK
1.8, TIK 1.9

Paznen 4.
JIOKyMEHTHPOBaHHE
Y OpTaHH3AIIHS
paboTHI C
KaJI[POBBIMH
JIOKYMEHTaMHU

144

92

144

136 - 8

VYyeOHas mpakTHKa

108

108

108

IIpousBoacTBeHHA
s IPAKTHKA

144

144

144

IIpomexxyTouHas
arrecTanus

24

24

Bcero:

772

594

496

464 | 20 | 32

108

144
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2.3. Copep:xanue npoeccuoHaJIBLHOI0 MOIYJIs

Oo0bem, ak. 4. / Konanl
B TOM 4HcCJIe KOMIIeTeHII Ui,
B popme ¢dopmupoBanmnio
HaumenoBanue Coaeprxanue yueOHOro MaTeprasia, NPAKTHYECKUX U J1a00PaTOPHBIX 3aHATHS, .
pa3aesioB M TeM KypcoBasi padoTa (IpoeKT) fpaKTiraeckon KOTOPBIX
MOATrOTOBKH, crnocoocTByeT
aK. 4. 3JIeMeHT
NPOrpaMMBblI
Pasnea 1. /lokyMeHTHPOBaHHE M OPraHU3alUs padoThl ¢ 0PUINATbHBIMH JOKYMEHTAMH 250/164
MJK 01.01 lokymMeHTallHOHHOE 00ecniedeHue yIpaBJIeHus
Tema 1.1. Conepxanue 8/2
OcHoBHble OHATHA, | [loHsTne o pguciumuinHe. lcropudeckoe pa3BUTHE W COBPEMEHHOE COCTOSIHHE 2
TePMHHOJIOTHS 1 JIeJIONPOU3BOICTBA.
onpeeeHust B3aumocBs3p uHpopManuu 1 JokyMeHTa. DyHKIUHN JIEIONPOU3BOJUTENS B armapare
yYIpaBJIEHUSI.
[lonstue o nokymenre. @®yHkuuu gokymeHta. I[IpodeccroHanbHblE TEPMHUHBI U 2 OK 01-02,
ONpeIEICHUS. K 1.1-1.3
VYuudpukauus u crangaptuzauusa. Cuctemsl jgokymeHtauuu. Cucrema OP/I.
I'ocynapcTBeHHbIE cTaHaapThl Ha cuctemy OP/I.
Knaccudukanusa nokymentos. bymara nokymenra, e€ gpopmarsl. 2
Dopmyisip-obpazerr OPJI. Popmyisip TOKyMEHTa.
B ToM unciie NIPAKTHYECKUX 3aAHATHI 2
®opmysip-obpazen. CxeMbl pacroNoKeHUs] PEKBU3UTOB TJOKYMEHTOB M IPaHUIIbI 30H Ha 2
dhopmate A4, TpoIOTHHOTO W YTJIOBOTO OJIAHKOB.
Tema 1.2. Coaep:xanue 42/30
IMpasuia brank, Bup1 6;1aHKOB. PeKBU3HUTHI 00111€TO OJIaHKa 1 IpaBmiia €ro 0popMIIeHUS. Y TIIOBOM 2
opopMJIeHUHA U IIPOJIOJIbHBINA BAPUAHTEI.
pexBusuToB OP/I. PexBu3nThl 611aHKa KOHKPETHOTO BUAA AoKkyMeHTa. [IpaBuia ero odpopmienus. Peksuzur
HNudopmaunonno- «Anpecat». PekBU3UT «3arojioBOK K TEKCTY». 3alIUCKH: BUABI U PA3HOBUTHOCTH. OK 01-02, OK
CIpaBOYHbIE 04-05,
OKYMEHTDI Buemane noxnamnasie 3anucku. [IpaBuna opopmieHus pekBusuTa « TEKCT JOKYMEHTA. 2 I[IK1.1-15

Odopmiienne ab3aleB TeKcTa, Hymepanus ad3anes. SI3bIK U CTHIIb JOKYMEHTOB.
Buaytpennue noknamubeie 3amucku. [IpaBmia odopmieHuss pekBuszuta «OTMETKa O
npuinoxeHun», «llogmucey.
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Cnysxebnble 3anmucku. [IpaBuna opopmieHus «OTMETKH 00 UCTIOTHHUTENE TOKYMECHTaY.
[IpaBuiia oopmiieHHs PYKOIIUCHBIX PEKBU3UTOB Ha JOKYMEHTE.

PykonucHoe o¢opmiIeHHE JIOKYMEHTOB: OOBSCHHUTENIbHAs, CIyxKeOHas 3aIucKa,
3asBJICHHE.

CrpaBka. O0si3aTenbHbIC PEKBU3UTHI, IpaBuia opopmienus. PexBusut «lleuatsy.

JoBepennocts. Pacrucka. Tpacdapernbie mokyMeHThl. OOsi3aTeNbHBIE PEKBH3HTHL
[TpaBuna opopmieHwHs.

Tenedonorpamma. Tenerpamma. Dakcorpamma. OOs3arenbHble peKBU3UTHI. [lpaBuia
odopmiteHusl.

B TOM unciie NpaKTHYeCKUX 3aAHATHI M MPAKTHYECKUX padoT

30

Coznanue o6mero OmaHka oOpraHu3anuy, OJlaHKa KOHKPETHOTO BHJAa JOKYMEHTA,
CTPYKTYPHOTO MOJAPA3ACICHUSA, [IOKHOCTHOIO JIMIA, C YIVIOBBIM W MPOJOJIbHBIM
pacCIIOI0KEHUEM PEKBU3UTOB.

OdopmiieHne pekBU3UTOB «Apecar» U «3arojioBOK K TEKCTY».

Odopmnenue pekBusuTa « TEKCT TOKyMEHTa».

Odopmrnenne pekBu3uTa «OTMETKH O MIPUIIOKEHUNY.

Odopmnenne pexBuzuta «lloamucey.

Odopmnenne pekBu3uTa «OTMETKA 00 UCTIOTHHUTETIEY.

O(I)OpMJ'IeHI/Ie JOKJIaAHBIX, OOBSICHUTEIIBHBIX 3aITUCOK.

2. OpopmiieHHe CITy’)KeOHBIX 3aITUCOK.

Odopmienne ciayKeOHbIX U JTUYHBIX CIIPABOK.

Odopmiierne 10BepEeHHOCTEH, PACITUCOK.

Odopmiienne TesnehoHOTpamMM.

O(bOpMJ'ICHI/Ie PYKOIMUCHBIX PCKBU3UTOB Ha JOKYMCHTC.

NINIPNIBEINDNDINDNDININIDN

Odopmiienne TpadapeTHBIX TOKYMEHTOB.

i

Tema 1.3.
HNudopmannonHo-
CIIPaBOYHbIE
AOKYMEHTBI.
Cuay:keOHbIEe MUCHMA,
UX Pa3HOBHJAHOCTH

Conep:xkanue

38/24

Bungs u PA3HOBHUAHOCTHU CJ'IY)KC6HLIX nuceM. biaaHk nucema.

Pabota c rotoBeiMu O1ankamu nricem. OdopmiieHne nuceM Ha opmate AS.

Buns! v pazHOBUAHOCTH Ci1ykeOHBIX TTHceM. [IncpmMo-tipoch0a, MUChbMO-3apoc, MUCEMO-
OTBET.

Buas! u pasHOBUIHOCTH CTy>keOHBIX nTuceM. ComnpoBoAUTENbHOE MUCHMO. ['apanTuiinoe
ITUCBMO.

OK 01-02, OK 9,
K 1.4-1.7
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Bupl 1 pa3HOBHIHOCTH CiTyKeOHBIX nuceM. [lucpmMo-TpeboBanme, MUCbMO-0TKa3. 2
Bugsl u  pasHoBUOHOCTH cioyxkeOHbIX nmceM. Ilucemo-npurnamenue. Ilucemo- 2
no3apasiieHue. [Tucpmo-01aro1apHOCTb.
Bunelt u  pasHoBHAHOCTH  cioykeOHbIX nuceM. Ilucemo-usBemenue. Ilucemo- 2
noaTBepxaeHue. MupopmannoHHoe muchbMo.
B ToM unciie npakTHYeCKHX 3aHITHII U MPAKTHYECKHX padoT 24
Cozanue 0JIaHKOB ITHCEM. 2
Pabota ¢ ToTOBBIMU OJTaHKAMH OpTaHU3ALUH. 2
Odopmnenne HHYOPMALIMOHHO-CITPABOYHBIX JIOKYMEHTOB. 20
Tema 1.4. Copep:xanue 42/26
PacnopsiaiurenbHbie [Ipuxas. Ilonstue o noxkymenre. O0s3aTeNbHbIE PEKBU3UTHI, MIpaBUila COCTABICHUS U 2
JAOKYMEHTBI, odopmiieHusl.
u3JaaBaemMble Bu3ssbl cornacoBaHus MpoeKTa JOKYMEHTA. 2
Ha NPpUHIMAIIAX OTMeTKa 0 HAIMYUU NPUIOKEHHS B PACTIOPSIUTENBHBIX JOKYMEHTAX. 2
€IMHOHAYATHS Bu3bl 03HaKOMIJIEHHUS C JOKYMEHTOM. 2
NPUHATHS PelieHui Beinucka u3 npukasa. Konust tokymenra. OTMeTKa 0 3aBE€pEHUM KOIIMH JOKYMEHTA. 2
CoBmecTHbIl mpuka3. [lpaBuina coctaBiaeHust 1 0hOpMIICHUSI JOKYMEHTA. 2
Pacnopsixenue. Ilonstue o gokymenTte. OOs3aTenbHble PEKBU3UTHI, IMpaBHUiIa 2 OK 02, OK 04-
COCTAaBJICHHS 1 O(OpMIICHHUSI. 05,
Vkazanue. [lonsarue o nokymente. O0s3arenbHble pEKBU3UTHI, IPAaBUJIa COCTABIICHUS U 2 OK9TIK 1.1 -
oopmieHus. 19
B ToM Yuc/ie IpaKTHYeCKUX 3aHATHH M MPAKTHYECKUX PadoT 26
OdopmiieHre pacnopsAUTENbHbBIX JOKYMEHTOB. 20
OdopmieHne BHITUCKU U3 PACTIOPSIAUTEIBHOIO JOKYMEHTA. 2
OdopmieHne Komuu JOKYMEHTA. 2
Ckpernienue (IpoIMBKa) KOMUK JOKYMEHTa 2
ITpome:kyTounas arrecrauusi B popme n1uddepeHupoBaHHOIO 3a4eTa 2
B TOoM unciie camocTosiTeIbHAs padoTa 00y4alouuXCcs 4
Tema 1.5. lokymentsl | Coaepxxanue 22/18 OK 01-02. OK
KOMHUCCHI [Toctanosnenue. Pemenue. [Tonstue o mokymenTtax. O0s13aTenbHbIe PEKBU3UTHI, IPABUIIA 0 4_05’
1 KOJUIETHAJIBHBIX COCTaBJICHUS U OPOPMIICHHUS. 2 OK 9 TIK 1 1
OpraHoB ITpotokomn. Ilonsatue o nokymenrte. O0s13aTeNbHBIE PEKBU3UTHI, IPABUIIA COCTABICHUS U 16 ’

oopmienus. Beimucka u3 nporokosua. Konus npotokoua.
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Axt. Tlonsitue o mokymeHTte. Buaesl aktoB. OOsi3aTeNbHBIE PEKBU3UTHI, IPaBUIIA
coctraBienuss u opopmiieHus. [loanmuce noxkymenrta. I'pud yTBep)KaeHUs JTOKYMEHTA.
Bu3sbl o03HakoMIIEHU.

B TOM unc/ie NPAKTHYECKUX 3AHATHI M IPAKTHYECKUX padoT

OdopmieHne MOCTAaHOBIICHUS.

OdopmieHne pemeHusl.

OdopmieHne MoJIHOro NPOTOKOJIA.

6. OdopmiieHrEe KPATKOTO IPOTOKOJIA.

Odopmienre BHITUCKU U3 TPOTOKOJIA.

NN BN

OdopmieHne akTa.

Tema 1.6.

3agauu u GyHKIUH
CIYKOBI
JAeJI0NPOU3BOACTBA.
Opranun3annoHHbIe
AOKYMEHTbI

Conep:kanue

28/24

Ponp m MecTO City:kObI A€TONPON3BOACTBA B paboTe ammapara yIpaBieHUs. 3ajadd U
¢byHKuMH  cmyxkObl  JenonpousBoicTBa.  HopMaTMBHO-METOIMYECKHE  aKThI,
pernaMeHTupyomue padoTy ¢ JOKyMEHTaMU.

Hopwmsl Bpemenn Ha pabotsl o JIOY. Pacyer uncieHHOCTH Ciy>KObI 1€I0NPOU3BOJICTBA
VYupeaurenbHble TOKyMEHTHI. JIokanbHble HOpMAaTUBHBIE aKThI. [IoHATHE O TOKyMEHTaX.
O0s3arenbHbIe PEKBU3UTHI, OCHOBHBIE pa3jiensl. [IpaBuia cornacoBaHus U yTBEpKICHUS
JIHA. IlpaBuna opopMiIeHHs] MHOTOCTPAHUYHBIX IOKYMEHTOB.

Nuctpykuus mo aenonpou3BoAcTBy. [lonstre o nokymente. O0s13aTenbHbIE pEeKBU3UTHI,
OCHOBHBIE pa3JieNbl, MpaBUjia COCTaBICHUS, OPOPMIICHHMS M BBEACHUSA B JEHCTBHE
W3JIaHuEM TIpHKa3a.

HoroBop. OOs3aTenbHbIE PEKBU3UTHI, OCHOBHBIC pa3felbl, MpaBuia O(POPMIICHUS.
Ocob6ennoctu ohopmiieHus pekBusnuTa «lloamucey.

JIomKHOCTHas HMHCTpYKIMsl AenonpousBoautens. OcHOBHbIe paszaensl. [IlpaBuna
coCTaBJIeHHS, ODOPMIICHUS U BBEJICHUS B ICUCTBUE PYKOBOIUTEIICM.

B ToM 4nc/ie NIPAaKTHYECKHUX 3AHATHI U MPAKTHYECKHUX padoT

24

O(bOpMJ'ICHI/Ie OpTraHHU3allMOHHBIX JOKYMCHTOB.

20

Odopmiierne pacropsSAUTENbHBIX JOKYMEHTOB, BBOJSIIUX B JIEHCTBHE, MU3MEHSIOIINX
WJIA OTMEHSIOIIMX OPraHU3alMOHHBIE JOKYMEHTBHL.

CkperuieHne (MPOIMBKa) OPUTHHAIA TOKYMEHTA.

B ToMm unciie camocTosiTeJibHAsi padoTa 00y4aKIIUXCH

OK 01-02, OK
04-05,
K 1.1-1.8

Tema 1.7.

Conep:kanue

22/16
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Opranusanus padoTsl
€ JOKYMEHTaMHu

CoBpeMeHHbIe TEXHOJIOTUHU OpraHu3aluu JIEJIONPOU3BO/ICTBA.
®opmbl paboThl ¢ AokyMeHTaMu. lloHATHE «IOKyMEHTOOOOpOT» W €ro OpraHu3alus.
[lonsiTie «IOKYMEHTONOTOKW». OmneporpaMMmbl  JOKYMEHTOIIOTOKOB:  BXOJSIIHE,
UCXOJSIIMEe W BHYTPEHHHE JIOKYMEHTHl. MapupyTtuszanus JTOKyMEHTOIOTOKOB:

BXOJISIIIME, HWCXOMAALINE, OOpalleHus Tpa<aaH, BHYTPEHHHE (3aIMCKU, TPHUKA3bI). .
Perucrpanus JIOKYMEHTOB - 3Ha4YeHue u 3aJauu.

®opmbl peructpaiui JOKyMeHTOB. JKypHasbHas, KapTOuHas M aBTOMATHU3MpPOBaHHAas

(hopMBI.

Perucrpanus BXoJs1Iero 10KyMEHTOIIOTOKA: MEPBUYHAs 00paboTKa, MpeIBaApUTEIILHOE
paccMOTpeHHe, NPUKpEIUIeHHE CKaH-KONMHM, OTIpPaBKa Ha pPACCMOTPEHHE ajapecary,

(buKcarys pe30oJOIHH.

Perucrpanus McXoAsmero JOKYMEHTONOTOKA: CHpPABKM, MHUCbMa, 3alUCKH, BBINUCKHU, 1
yONUKAaTHI.

Perucrpanusi BHYTpEHHEro JOKYMEHTOIOTOKA: 3alUCKH, 3asBJICHUs paOOTHUKOB,

MIPUKa3bl, AKThI, IPOTOKOJIBI.

KoHTponp ucnonseHns Jo0KyMeHTOB. Buibl koHTpossi. CpoKM KOHTPOJISL.

Homenkmarypa nen. Buasl HOMeHknaTypel. IloHsTHE O JOKyMEHTE, €ro 3HA4Y€HHE.

IIpaBuna cocraBiaeHus W O(OpPMIEHHS HOMEHKJIATyphl 1€l  CTPYKTYPHOIO
nozpaszaenenus. CoctaBieHne 1 0pOpMIIEHHE CBOAHON HOMEHKIATYPbI JIeJl OpraHu3aluu 2
U BBINKMCOK Ul CTPYKTYPHBIX MTOApa3eJIeHNI. 3aKpbITHE HOMEHKIATYphI Aei. Mitorosas

3anuch K HOMEHKJIAType Jell.

Onpenenenne CpokoB XpaHEHUsI JOKYMEHTOB U el 1o Ilepeunto. @opMupoBanue aei.

XpaHeHue aen.

OkcrnepTusa IeHHOCTH JOoKyMeHToB. Odopmienue aen. Omnucu gen. [loxroroska 9
JOKYMEHTOB K mepenade B apxuB. [loAroroBka nen BpeMEHHOro, MOCTOSHHOTO U
JOJITOBPEMEHHOIO CpoKa XpaHEHUs K nepegaye B apXuB.
CocTaBieHue OUCH Jel.

B ToM 4nc/ie IPaKTHYECKUX 3AHATHH M IPAKTHYECKHUX PadoT 16
8. Peructpamus BXOIMIMIMX TOKYMEHTOB B DJJEKTPOHHOM J>KypHaJle B TaOJIWIHOM 2
penaKkTope.

Perucrpanus u KOHTPOJIb UCTIOTHEHHS UCXOAAIIUX IOKYMEHTOB B 3JIEKTPOHHOM JKypHaJIe 2
B Ta0JIMYHOM PEIAKTOPE.

Perucrpanuss ¥ KOHTPOJb MCIOJNHEHHS BHYTPEHHUX JOKYMEHTOB B 3JEKTPOHHOM 2

KypHaJie B TAaOJIMYHOM pEeIaKTope.

OK 01-02, OK
04-05,
OKO9IIK 1.1 -
1.9
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CocraBiieHne 3aroj0BKOB /1€ OpraHu3aluu.
OdopmieHre HOMEHKIATYPbI A€l
OdopMieHre UTOTOBOM 3aMCH K HOMEHKJIATYPE JIEL.

Odopmnenne o6moxku nena nocie HJL (1 onepatuBHOTO neproia XpaHeHus ).

9. Odopmrnenue u MpoOLIMBKA A€l AJIs epeaui Ha apXUBHOE XpaHEHUE.

Odopmuenne onuceil TOKyMEHTOB U JIe]l.

IIpomexyTouHas arrecTauus B gopMe IK3aMeHa

Koncyabranumn

NIOININIDN

B ToMm unciie camocTOosITEIbHAS paﬁoTa oﬁyqamnmxca

KypcoBas pabora o6si3areabnas no M/IK 01.01

Temartuka KypcoBbIX padboT

3HaueHue CUCTEMbI OPTaHU3AIMOHHO-PACTIOPSAUTEIHHON TOKYMEHTALIUHU 111 TOKYMEHTHPOBAHUS YIIPABICHYECKOM
NeSITEIbHOCTH.

PexBHU3UTHI 3aT0JIOBOYHOM YaCTH JOKYMEHTA, IpaBuia 0()OpMIIEHHUS B COOTBETCTBUHU C PEKOMEHAALMAMH CTaHJapTa.
OcoGeHHocTr 0QOPMIIEHNS OCHOBHOM YacTH IOKYMEHTA B Pa3IMUHBIX BUIAX ITHCEM.

OcobenHoctu 0(hOpMIIEHUSI OCHOBHOM YacTH IOKyMEHTa B PACIOPSAUTENbHBIX JOKYMEHTAaX.
WubopMannoHHO-CIIPaBOYHBIE JJOKYMEHTHI B CHCTEME OPraHMU3alMOHHO-PACTIOPSIUTEIBHBIX JOKYMEHTOB, HX
Ha3HA4YE€HUE U OCHOBHBIE BU/IBI.

JloknamHas u ciry>keOHast 3aIMCKH, OCOOCHHOCTH MCTIOIb30BaHUS TSI BHYTPEHHUX KOMMYHUKAITHH.

CocraBieHue odopMIsIOLIe YacTH JOKYMEHTa, OCOOEHHOCTH MPAKTUYECKOro IPUMEHEHHUs pPEKBU3UTOB
oopmIIsIFOIIIelt YacTH JOKYMEHTa B pa3IMYHBIX BHIAX OPTaHU3aIlHOHHO-PACTIOPSANTEIHHON TOKYMEHTAIIH.
CocraBienue u oopmieHue rpudoB yTBEpKJIEHHUS U COIIACOBAHMS, Ha3HaYeHHWE U OCOOEHHOCTH O(opMIIeHHUS
PEKBU3HTOB.

OTMeTKH Ha JOKYMEHTE B COOTBETCTBHH C PEKOMEHIAIMSIMH FOCYIapCTBEHHOTO CTaHapTa.

PasBuTue MOHATHS «TOKYMEHT»: OIpe/ielieHNe U (PYHKIINH.

Yuaudukanus u cragaapruzanus. Ctangaptsl B JJOY Ha COBpeMEHHOM JTare.

OdunmanbHpI JOKYMEHT B €70 MECTO B CUCTEME YITPaBJICHUSI.

Cucrtema TOKyMEHTOB, YHU(PUIMPOBAHHAS CHCTEMa JOKYMEHTOB M YHH(PUIMPOBAHHAS CHCTEMa OpraHU3allMOHHO-
pacnopsAUTEIbHON JOKYMEHTAIUH.

Knaccugukarus opraHu3alMOHHO-PACIOPSIIMTEIbHON JOKYMEHTAIMU U €€ PAaKTUYeCKOoe IPUMEHEHHE.
TpeboBanus K KOHCTPYHPOBAHUIO OJ1aHKOB. Bupl O1aHKOB.

[TpaBuia u 0coGeHHOCTH OPOPMIICHHSI TPOTOKOJIOB.

Pounb pacniopsiAuTENbHBIX TOKYMEHTOB B YIIPaBJICHUH OpraHu3alueil Ha COBpeMEHHOM 3Tarle.

20

OK 01-02, OK
04-05,
OKO9IIK 1.1 -
1.9
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[TpaBuia opopmieHHs paciopsAAUTEIbHBIX JOKYMEHTOB, U3JaBAEMbIX Ha MPUHLIUIIAX KOJUIETHAIBHOCTH.
ITpaBuna opopmieHHs pacriopsaUTEIbHbIX JOKYMEHTOB, H31aBa€MbIX Ha IPUHLUIAX €IMHOHAYAIIMSL.
[TpaBuia cocraBieHus U 0OPMIICHHS MPHKa3a 10 OCHOBHOM JIESITEIbHOCTH.

ITpaBuna cocraBieHus U 0(OPMIICHUS PACIOPSKEHHS U YKa3aHHUS.

JIOKyMEHT — KaK 3JIEMEHT JIEJIOBOTO OOIIECHUSI.

ITpaBuna opopmieHus 6i1aHKa U PEKBU3UTOB MUCHMA.

WNudopmannoHHbII 00MEH ¢ TOMOIIBIO IEpenucKy. Buasl mucem.

PyxonucHble peKBU3UTHI Ha OUIHMATIBHBIX JOKYMEHTaX.

[IpaBuna cocraBienust 1 oPopMIICHUS JOKIATHBIX, OObICHUTEIBHBIX U CITYKEOHBIX 3aIHCOK.

IIpaBuna cocraBienus U opopmiieHUs OQUIHATBHBIX U OUOrpadUuecKUX CIpaBoK.

[TpaBuia cocraBieHus: 1 0OPMIICHHUS TOKYMEHTOB, 00€CIICUNBAIOLINX OMEPATUBHOCTH Mepeaud HHPOPMALIUH.
IIpaBuna cocraBieHuss 1 0OpMIIEHUS TOBEPEHHOCTEN U PACIIUCOK.

Konmu noxkyMeHTOB. BHjibl KONUI ¥ UX HCTOpUYECKOE pa3BUTHE. [IopsAI0K yIOCTOBEPEHUS KOIINN.
[Tonnuck n nevaTp, Kak BaXHbIE PEKBU3UTHI IOKYMEHTA: Talbl COBEPIICHCTBOBAHNS.

DneKTpOHHAas MOJNUCH: 00J1aCTh TPUMEHEHUS.

SI3BIK U CTUIIb CITYXKEOHBIX TOKYMEHTOB B HH(POPMAITMOHHOM OOIIIECTBE.

[IpaBuna cocraBnenus 1 oPopMIICHUS aKTOB.

KoHduneHnmaapHble JOKYMEHTBI: KIacCU(PHKAIMS 10 rpudy OrpaHUYeHus AOCTyIa.

Pasznen 2. Opraﬂmauuﬂ paﬁoTu C JOKYMCHTAMH B ABTOMATUZUPOBAHHBLIX CHCTEMAX

MJIK 01.02 Opraau3anus padoThl ¢ 3JIeKTPOHHBIMHU J0OKYMEHTAMHU 36/24
Tema 2.1. IIpaBuia Coaepxanue 8/4
padoThI ¢ 3aKkoHOIaTeNbHbIE HOPMAaTHBHBIE aKThI B chepe paboThl ¢ HIEKTPOHHBIMH JJOKYMEHTaMHU.
AOKYMEHTAMHM Ha Pa6ota B mouToBbIX cepBucax. [IpaBuiia 31eKTpOHHON NEPENUCKH. 2
3JIEKTPOHHBIX OK 01-02, OK
HOCHTEJISIX OnektponHas noanuck. Bunel, [lopsaok nomydenuns. [IpaBuiia 3amuTsel. 04-05,
TpeboBanust k pexBu3uTy «OTMETKa 00 3JIEKTPOHHOM MOAMUCHY NPH BU3yaTU3AINH MK13-17
ANEKTPOHHOTO JOKyMEHTa, TOJMUCAHHOIO D3JIEKTPOHHON moanucklo. IlpaBuna 2
oopmienus «OTMETKH O MPUIIOKEHUI» Ha HJIEKTPOHHBIA HOCUTEIb.
B TOM unc/ie NPAKTHYECKUX 3AHATHIH M IPAKTHYECKUX padoT 4
OTnpaBka ¥ MOJyuyeHHE JIEKTPOHHOT'O COOOIIEHUS], 3JIEKTPOHHOTO JJOKYMEHTA. 2
1. OdopmiieHre TOKYMEHTA, MOANMCAHHOTO 3JICKTPOHHOM MOJIIHUCHIO. 2
Copep:xkaHue 22/18
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Tema 2.2.
Opranusanus padéoTbl
¢ IOKYMEHTAMHU B
aBTOMATHU3UPOBAHHBIX
cucremMax
3J1IEKTPOHHOI0
AOKYMEHT0000poTa

[Tonsitue o cucremax /10 u ECM-cucremax.

[IpaBuna mapmpyTu3anuu J0KyMEeHTONOTOKOB B cuctemax /10 u ECM-cucremax.
[IpaBuia opraHn3anuu J0KyMEHTO000pOTa BXOAAIIETO JoKyMeHTonoToka B CO/I.
[IpaBuna opranuzanuu JOKYMEHTOOOOpOTa HCXOJSIIEro AoKyMeHTomnoToka B CD/I.
OTtnpaBka 10KyMEHTOB.

[IpaBuiia opranu3zauu 10KyMEeHTO000pOTa BHYTPEHHETro JokyMeHTomnoToka B CO/I.

Pacniopsiaurensubie gokymentsl B CO/I. IlpaBuna opranuzanuu JOKYMEHTOOOOpOTa C
MPUKA3aMH.

Pabora ¢ obpamenusmu rpaxnan B CO/I. IlpaBuna oprausanuu JOKyMEHTO00OpOTa
oOpareHu# rpaxkaH.

[TpaBuia MOArOTOBKY 3JI€KTPOHHBIX IOKYMEHTOB K ClIaue B apXHB.
WNHudopmanmonHo-cupaBoyHast padora no gokyMmentam B COJI

B TOM umHciie IPAKTHYECKUX 3aHATHI U NPAKTHYECKHX padoT

Perucrparusi 1 KOHTPOJIb UCTIOJIHEHHS BXOIAIUX TOKYMEeHTOB B CO/I.

OpraHI/ISaHI/IH I[OKYMCHTOO60p0Ta BXOAAIICTO JOKYMCHTOIIOTOKA.

Perucrpanusi 1 KOHTPOJIb UCIIOJTHEHUSI HCXOSIIMX JOKyMeHToB B CO/I.

OpraHI/ISaHI/IH JIOKYMCHTOO60p0Ta HCXOAAIICTO JOKYMCHTOIIOTOKA.

2. PerucTpanysi ¥ KOHTPOJIb UCIOJHEHUs] BHYTPEHHUX JOKyMeHTOB B CO/I.

Opranu3zanys J0KYMEHTO000pOTa BHYTPEHHETO TOKYMEHTOMOTOKA.

Peructparuss u KOHTpOJIb HCHONHEHUs oOpamieHuid rpaxaan B COJ[. Opranuszarus
JIOKYMEHTOO000pOTa OOpaIIeHHUI TPaXKIaH.

NININININININ

IlogroroBka JOKYMCHTOB K IIEpCAavC B apXUB.

Co3aaHue 3JIeKTPOHHOIO apXuBa JJOKYMEHTOB.

IIpome:xxyTouyHas arrecranus B gopMe 1udpepeHIHPOBAHHOIO 3a4eTa

NININ

B Tom umnciie camocTosiTeIbHAS Pa60Ta 00y4aIOIMXCH

OK 01-02, OK
05,
OK9IIK 1.3 -
1.7

Pasnea 3. OpranusannoHHoe odecrnedeHue AesiTeJbHOCTH OPraHnu3auuu

MJIK 01.03 Opraausanusi CEeKpeTapcKoro 00Cay;KMBaHust

78/50

Tema 3.1.
Poab npodeccun
ceKperaps B

Conep:kanue

4/2

CekpeTapb B COBPEMEHHOUH CTPYKTYpE YIIPABJICHUS.
HopmaTtuBHO-MeTomMueckas 6a3a KBaTn(PUKaIMOHHBIX TPeOOBaHUH K TTpodeccuu.

B ToM 4mHc/ie IPAKTHYeCKUX 3aHATHI U MPAKTHYECKUX padoT

OK 01-02, OK 9

K 1.1-1.6
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CTPYKTYpe CJIYy:KObI

@OyHKIUN W JOJDKHOCTHBIE OOS3aHHOCTH CEKpeTapsi B 3aBHCHMOCTH OT KaTETOPHH

JeJI0TPOU3BO/ACTBA CEKpEeTapCKOro 00CIyKUBaHHUS. 2
JIOIDKHOCTHASI MHCTPYKIHS CEKpeTapsi, 0cCOOEHHOCTH pa3padOTKH.
Tema 3.2. Conep:xkanue 14/10
Opranusanus u OproHomuueckue TpeOOBAHUS K YCIOBUSM TPYJa CEKpeTapsl. 2
yciaoBus Tpyaa OcHarnienue oguca opraHu3alMOHHO-TEXHHYECKUMHU CPEJICTBAMM. 2
ceKperaps B ToM unciie npakTHYeCKHX 3aHITHII U MPAKTHYECKHX padoT 10 OK 01-02. OK
Opranuzanus paboyero Mecta B COOTBETCTBUH C TPEOOBAHUSIMH SPTOHOMHKH M KYJIbTYPBI 2 0 4_05:
pyAa. OK9TIK 1.1 —
XapakTepucTUKa W KIACCH(HUKAIMS TEXHHUYECKUX CPEACTB, HCIOJIb3yEMbBIX B 9 16
JeSITeIbHOCTH CeKpeTapsl.
CpencTBa moAroTOBKU, U3TOTOBJICHHS M 00pabOTKH IOKYMEHTOB. 2
CpencTBa KONUPOBAHMSL M Pa3MHOKEHHUSL. 2
CpenctBa XpaHeHUsl U TPAHCHOPTUPOBKU HH(OPMALIHH. 2
Tema 3.3. Conep:xxanne 18/12
AnMuHHCTpaTHBHBIe | Opranusaiys paboThl IPUEMHOM. 2
¢byHnkuun cekperaps OcobeHHocTH cityke0HOro TeneOHHOIO pa3roBopa. 2
CpencTBa aAMMHUCTPATUBHO-YIIPABJICHUECKON CBS3H.
Opranuzanus npuema nocerureneil. Bunpl nmpuéma, yyet nmocerurenei, co3manue 0a3 5
JAHHBIX.
B ToM umnciie npakTHYeCKUX 3aHITHI U MPAKTHYECKHX padoT 12 OK 01-02, OK
[IpaBuna BeneHus Tene()OHHOTO pa3roBopa. 9 04-05,
Oducnas ATC. OcHOBHbIE PYHKIIMH U IPABHJIU MCIIOIb30BAHUSI. K 1.1-1.7
CpenctBa (hakcuMIIIbHON Miepeaun cooOmieHnit. @akCUMUIIBHBIN anmnapat, IpaBuiia ero 9
MIPUMEHCHHSI.
OcobeHHOCTH pabOThI CeKpeTaps C pa3IMYHbIMU KAaTETOPUSIMU OCETHTEICH. 2
Pabota cekperapsi ¢ o0palieHUsIMHU TPaKIAaH. 2
CepBucHbIC (YHKIIHMH CEKPETaps. 2
KonTtposnbHast pabota 2
Tema 3.4. Copep:xkaHue 22/12 OK 01-02, OK
Opranusannonnsie 1 | Opranu3aiiysi ¥ IOJrOTOBKA JICJIOBOM MOC3/IKH. 2 04-05,
HH(pOpMaHOHHbIE [ToaroroBka u o0cayKUBaHUE KOHPEPEHTHBIX MEPOIPUITUH. 2 OK9IIK 1.1 -
(yHKIMH cexperaps CoBenjanve Kak BUJ yIPaBICHYECKOU ESITEIbHOCTH. 2 1.9
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B ToMm yncie MPAKTUYICCKUX 3aHATHI 1 MPAKTUICCKUX paﬁoT

Cocrasiienue u opopmiieHUE MPOrpaMMbl KOMaHAUPOBKH.

Tpesen-nnogaepka 1e10BOU MOE3AKU PYKOBOIUTENS.

Opranu3zaiiys ¥ IpoBeACHHUE MPOTOKOJIbHBIX MEPOIPUITUN B OdHcCe.

HOI[FOTOBKa PAa3JINYHBIX TUIIOB COBeH_[aHI/Iﬁ n UXx O6CJ'Iy>KI/IBaHI/Ie.

BN AN

Pabota cekperapst o nHGOPMAIIMOHHOMY OOCTY)KMBAHUIO PYKOBOIUTEIISL.

Tema 3.5.

DYyHKUUH ceKpeTapst
10 IVIAHUPOBAHUIO
paGouero BpeMeHH

Conep:kanue

10/8

OO01m1re BOMpOCHI IIIAHUPOBAHUS U OPTaHU3aIUH Pa00UYero BPEMEHH.
[1nanupoBaHue U opraHu3aius padbouero JHs pyKOBOJIUTEIS U CEKpeTapsl.

B ToMm yucie NMPAKTHYICCKHUX 3aHATHIL 1 MPAKTUICCKUX paﬁoT

COBpeMeHHHe MCTO/JbI IIJIAHUPOBAHUA pa6oqer0 BpCMCHHU.

[TnarupoBanue pabovero JHs CEKpeTaps.

[InanupoBanue pabGouero naHsg pykoBoautens. CorimacoBaHue pexuma paOOThI.
[InanupoBaHue MEPONPUSITHIA, YTOUHEHHE TOPYUYEHUH.

IIpomexyTouHas aTTecTauus B gopmMe IK3aMeHa

KoucyabTanuun

N & NN

B Tom unciie camocTOosITEIbHAS paﬁoTa oﬁyqalonmxcn

2

OK 01-02, OK
04-05,
OKO9IIK 1.1 -
1.9

Pasnea 4. JlokyMeHTHPOBaHHE M OPraHHU3alUs Pad0Thl ¢ KAAPOBbIMH JOKYMEHTAMHU

MJIK 01.04. JlTokymeHTaLlMOHHOE o0ecneyeHne KaapoBoil CJayKObl

150/98

Tema 4.1.
HopMmatusHo-
NnpaBoBoe
peryjMpoBaHue
TPYAOBbIX OTHOLLICHH

Coaep:xanue

14/4

HopmatusHsbie mpaBoBbie akThl Poccuiickoit denepanyu B chepe TPyAOBBIX OTHOIICHUH.
JlokanbHble HOPMATHMBHBIE aKThl IO TEPCOHANy: OO0s3aTelbHblE U HeoOsA3aTeabHbIE
(paxynbTaTUBHBIE).

HOpHZ[OI( MMPEACTABJIICHHA JOKYMCHTOB I10 IICPCOHATY B TOCYHAPCTBCHHBLIC OpTaHbI.

[Topsimok cOGopa, 00pabOTKH, W3MEHEHWUS W YHUUYTOXKCHHS TEPCOHAIBHBIX JTAaHHBIX
pabOTHHKOB.

HOpr}IOK BCACHWS BOMHCKOI'O yU€Ta B OpraHu3aiuu.

[Topsimok BeeHus yyera pabodyero BpeMeHH pabOTHHKOB.

B TOM uMc/ie NPAKTHYECKUX 3AHATHI M PAKTHYECKUX padoT

Odopmiienne cornacust Ha 00pabOTKY MEPCOHATBHBIX TaHHBIX.

Odopmrenue nakera JOKYMEHTOB 110 BOMHCKOMY YYETY.

Odopmienne Tabens yuera pabodero BpeMeHHU.

RPIRINIERNDN DN N

OK 01-02, OK
04-05,
OKI9IIK 1.1 -
1.9
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Tema 4.2. Conep:xanue 18/12
Kommnuiexke [Topsinok nokymMeHTHpoBaHus npuemMa Ha padoty. CocraBnenue ordyetop EOC-1. 2
AOKYMCHTOB 110 YueTHble JOKYMEHTBI 10 IEPCOHAIY. 2
YCTAaHOBJICHHUIO M3mMeHeHne nepcoHaANbHBIX TAHHBIX pAOOTHHUKOB. 2
TPYAOBBIX B ToM unciie NPAKTHYECKHUX 3aHATHII M IPAKTHYECKHX PadoT 12 OK 01-02, OK
" P P B 04-05
NPpaBOOTHOICHUH OdopmieHre TPYI0BOTO JOTOBOPA. 2 OK 9 TIK ’1 1
3anonHeHue yHUPUIUPOBAHHBIX (POPM MepBUYHON YUETHOM JOKYMEHTAIUH. 2 19 '
Odopmiienne TpyaoBoi KHWKKH. OdhopMiieHHe TUIHOM KAPTOUKH. 2 '
dopmMupoBaHUE JIMYHOTO Jea. 2
1. CocraBnenue otuera EOC-1. 2
Cocrasnenue u ohopmiieHHE TpHUKa3a 00 H3MEHEHNH EPCOHANIbHBIX TAHHBIX PA0OTHHKA. 2
Tema 4.3. Conep:kanue 20/10
Kommiexce [opsiioK JOKYMEHTHPOBAHHSI IIEPEBOIa pAOOTHHUKA HA APYTYIO padoTy. 2
AOKYMCHTOB [Topsiio0K JOKYMEHTUPOBaHMsI KOMaH/IMPOBaHMsI pAOOTHUKOB. 2
10 IBM:KEHHI0 KAAPOB | Tlopsi0K JOKYMEHTUPOBAHHUS [IPEIOCTABICHUS OTIYCKA PAOOTHHKY. 2
[Topsii0K JOKYMEHTUPOBAHMsI MOOHIPEHHs pAOOTHUKOB. 2 OK 01-02. OK
[Tops 10K TOKYMEHTHUPOBAaHHS BBIHECEHUS AUCUUIIIIMHAPHBIX B3bICKAHUH. 2 04- 05’
B ToM Yunc/ie IpaKTHYeCKUX 3aHATHI M MPAKTHYECKHX PadoT 10 OK 9 TIK ’1 1
3anosiHeHne YHU(DUIIMPOBaHHBIX ()OPM NMEPBUUHON YUETHOM TOKYMEHTALIUH. 2 19 '
2. Odopmiienue nepeBoia pabOTHHUKA Ha JAPYTYIO padoTy. 2
OdopmiieHre KOMaHIMPOBaHMs paOOTHUKOB. 2
OdopmiieHne npeaocTaBIeHUs OTITYCKa paOOTHHKY. 2
OdopmiieHre moompeHns padOTHUKOB. 9
OdopmieHne BbIHECEHHS] TUCHUIUIMHAPHBIX B3bICKAHUM.
Tema 4.4. Conep:xkaHue 8/6
Kommuexc [Topsmok TOKYMEHTHPOBAHUS YBOJIbHEHHS pAOOTHUKOB.
AOKYMEHTOB I10 [Topsiok MOATOTOBKY /€T 10 JIUYHOMY COCTaBYy K Ilepeaue B apXuB OpraHU3aliu. 2
PacTop:KeHn 10 OK 01-02, OK
TPYAOBBIX B ToM unciie npakTHYeCKUX 3aHATHI U MPAKTHYECKHX padoT 6 04-05,
NpaBOOTHOLIEHUI 3. 3amosHeHWE YHHPUIIMPOBAHHBIX (HOPM TEPBUYHOM YUIETHOM JTOKYMEHTAIIUH. 2 OK9ITIK 1.1 -
OdopmiieHne yBoJIbHEHHUsI pAOOTHUKOB. 1.9
3anoJiHeHHE pa3iesIoB TPYAOBOM KHUKKHA PaOOTHHUKA. 2
Cocranenue otuetoB EOC-1.
[TonroToBKa JMYHOTO Aena pabOTHUKA K Iepeaye B apXuB. 2
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IIpome:xxyTo4yHas arrecTanus B gopMe 1uddepeHIHPOBAHHOIO 3a4eTa 2
B ToM unciie camocTosiTeIbHAs padoTa 00y4alomuxcs 4
Tema 4.5. Conepxanue 8/4
Opranusanus padorel | Homenknatypa ngen kaapoBod ciykObl. [lopsook TOATOTOBKH, COCTaBJICHUS U 2
€ KaJpOBbIMH oopmieHus. OK 01-02. OK
AOKYMEHTaAMH Opranu3alnOHHO-PACIIOPAIUTENbHBIE IOKYMEHTHI B KaJIpOBOU CITykO0e€: 0 4_05’
IIPUKA3bl 10 OCHOBHOM JESTEIbHOCTH; CIIPABKH, TOKJIAHbIE 3alIUCKU. POpMUpPOBaHUE U 2 OK 9 TIK ’1.1 B
XpaHeHue Jiedl. 19
B TOM uync/ie NPaKTHYECKUX 3aHATHI M PAKTHYECKUX padoT 4
4. CocraBieHre 1 0)OpMIICHHE HOMEHKJIATYPHI JIe KaJIPOBOU CITYKOBI. 2
OdopmiieHre OpraHu3aluOHHO-PACIOPAIUTEIbHbBIX JOKYMEHTOB. 2
Tema 4.6. Conepxanue 32/16
POyHKIHOHAIBLHBIE CrpykTtypa npukiagsoro pemenus. [lnardpopma u koHpurypauuu. Bepcuu npoaykra. 2
BO3MO’KHOCTH U Otnnuus nHTEpENcOoB pa3HbIX BEPCHil.
NepBOHAYATIbHASA OcHoBHble cBeneHusa o nporpamme «lC:Kagps»: BO3MOXHOCTH, CTPYKTypa, 3aIlyCK 2
HACTPONKAa IPOrPaMMBlI.
nporpaMmMbI HauanpHas HacTpoiika nporpammbl. CBesieHus: 00 opraHu3aliu. Y YeTHas MOJUTUKA. 2
«1C:Kanpbi» WuTepdeiic, 0CHOBHbIE NMAHEIU MPOTrPAMMBI. 2
Crpyktypa kommanuu. Hacrtpoiika cmucka monb3oBateneil. IlltatHoe pacnucanue, 2
V3MEHEHHE ITATHOTO pacIIMCaHMsl.
[TapameTps! yuera ¢ UCIOJIB30BaHUEM MOMOIIHMKA. HacTpoiika JOMoNMHUTENbHBIX MTPaB 9 OK 01-02. OK
110JIL30BaTEIISL. 0 4_05:
3anojHeHue CpaBOYHUKOB. 2 OK 9 TIK 1.1 —
3anoyiHeHHe KJIacCU(UKATOPOB. 2 19
B ToM 4nc/ie IPaKTHYECKHUX 3aAHATHH M NPAKTHYECKHX PadoT 16 '
Coznanue nHGOpMaIMOHHOM 0a3bl, HACTPOHKA MPOrPAMMBI. 9
Hactpolika mpon3BOICTBEHHOTO KaJleH1apsi U TpadUKoB.
Hacrtpolika mapameTpoB yuera, HaCTpOWKa IMoJb30BaTenss. BBOA KaapoOBBIX JaHHBIX U 2
YCJIOBUH OIJIAaThI TPYAA.
Co3gaHue peructpa CBEACHUMN: IITATHOE PACIUMCAHKUE, CBEICHUIN O IITATHBIX €IMHUIAX 2
OpraHM3alMy, IITaTHAs PACCTaHOBKA.
3anojHEeHUe CINPAaBOYHHMKA OPTraHU3alNM; MOAPA3ACICHUN MNPEANPUATHS; HOJIKHOCTEH 2
IPENPUATHS; CIPABOYHUKA Tpaduka paboThl MPEIPUITHSI.
3anoyiHeHHe CIPAaBOYHUKOB: (PU3MUECKHUE JIUIA, COTPYAHUKH. 2
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3amonHeHne  KJIAacCH(PHUKATOpa  JOKYMEHTOB,  YJOCTOBEPSIOMIMX  JIMYHOCTD;, 5
KJaccuuKaTopa s36IK0OB HAPOJAOB MUPA; KiIaccuUKaTopa CTeNeHU 3HAHU SI3bIKA.
3amonHeHHe KJIAcCH(PHUKATOpa CEMEHHOTo TOJOXKEHUs; Kiaccu(ukaropa CTErneHH 5
POJICTBA; KiIaccu(uKaTopa BUIOB 00pa3oBaHusl.
KonrposnsHas pabora 2
B ToM unciie camocTosiTeIbHAsE padoTa 00y4alonuXcs 2
Tema 4.7. Cojaep:kanue 32/24
Benenue xkagpoBoro [Tpuem Ha padoty. KagpoBoe nepemenierne. Y BOJIbHEHHE. 2
yuyeTa B mporpamme KomanaupoBku: mpukas, ciaykeOHOe 3a/laHue, KOMaHAMPOBOYHOE YAOCTOBEpPEHUE. 9
«1C: Kagpoi» Ornycka: mpuKas, rpaduk OTIYCKOB, BO3BPAT Ha padoTy.
dopmupoBaHue JUYHBIX KapTouek. Tabens yuéra paboyero BpeMeHHu. 2
Bounckuii yuer. Busbl 0T4€TOB. 2
B ToM Yuc/ie IpaKTHYECKUX 3aHATHI M MPAKTHYECKHUX PadoT 24
OdopmiieHne npuema COTPYIHUKOB. 2
KapoBoe nepemerieHue. 2
OdopmieHne yBOJIbHEHUS. 2
OdopmieHHE KOMAHUPOBKH. 2 OK 8}1:8? OK
OdopmiieHne oTnycka: NpuKa3s, rpauk OTIYCKOB, OTYETHI IO OTITYCKaM. 2 OK 9 TTK 1 |-
OtcyTcTBUE HA pabovyeM MeCTe: 3al0JTHEHUE U MPOBEJICHNE JOKYMEHTOB. 2 19 '
BosBpar Ha paboTy B KOMIIaHUH. 3aMI0JIHEHUE U POBEJICHUE TOKYMEHTOB. 2 '
dopmMupoBaHHe JUYHBIX KAPTOUEK. 2
3anosHeHHe Tabens yuyera pabodyero BpeMeHH . 2
Benenne BOMHCKOTO yueTa B IPOrpamMmme. 2
OdopmiieHre OTYETOB. 2
VYnanenue o0bekToB. YmpasineHue uroramu. CoxpaHeHHE U BOCCTAHOBIICHUE JTAHHBIX. 9
BrIrpy3ka JaHHBIX B IPYTHE KOHQHUTYpAITHH.
IIpoMe:xxyTOYHAs aTTecTalus B GopMe IK3aMeHa 6
KoncyabTanumn 2
B TOoM unciie camocTosiTeIbHAs padoTa 00y4alouuXCcs 2
Y4yebHas npakTuka 108 OK 01-02, OK
IIpousBoacTBeHHAs MPAKTHKA 144 04-05,
Buasb1 pator: OK9IIK 1.1 -

1.9
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W3ydenue CTpyKTYpbl OpraHu3alui — MECTa MPOXOXKACHUS IIPAKTHUKH (Jlajiee — OPraHnu3aluH) C LENbI0 COCTABICHHS
CXEMBbI CTPYKTYpbI opranu3anui. O3HaKOMJICHHE C MPABOBBIMH (yUPEAUTEIIbHBIMHE), JIOKATbHBIMA HOPMATUBHBIMH
aKTaMH U PacTOpSIUTEIbHBIMU TOKYMEHTaMU opranu3anuu. CocTaBlIeHUE CIIMCKA HCTOYHMKOB KOMIICKTOBAHUS
OPJl opranuzanuu.

Nzydenne MHCTpYKIMU 1O IETONPOU3BOJICTBY OpraHU3aluy. 3HAKOMCTBO C MPABUJIAMHU COCTABJICHUS ITPOEKTOB U
odopMmIIeHHs JOKYMEHTOB, MOPSIKOM COTJIACOBAHUS U MONUCAHUS/YTBEPKICHUS TOKYMEHTOB B OpraHU3alnu.
O3HakoMJIEHHE C TMPOrPaMMHBIMH CpEICTBAMH Yy4€Ta, XpaHeHHs, OOpaOOTKM | TOMCKa JIOKyMEHTOB,
UCIONIb3YEMBIMU B Oopranusanuu. l3ydenue ocHOB u creuupuku paboThl € JIOKyMEHTAalUed B CHUCTEME
3JIEKTPOHHOTO ToKyMeHTooOopoTa (CD/I) opranusaruu. Mcmnons3oBanue B paboTe ri100aTbHBIX U IOKAJTBHBIX CETEH
JUIS TIOJIy4EeHUS U XpaHeHHUs nHpopMaliu, ooMeHa nHpopMaiuei.

3HAKOMCTBO € JIOKyMeHTO0OOopoToM opranu3aiuu. Mcmons3oBanne COJl B pabote ¢ mokymentamu. OOpaboTka
BHYTPEHHUX JIOKYMEHTOB, 00paboTKa W OTMIpaBKa HCXOMAAIIUX TOKYMEHTOB, MPHEM M IMEepBUYHAs 0OpaboTKa
BXOJISIIUX JOKYMEHTOB. Perucrpanus JOKyMEHTOB U MapIIPyTH3AIMs JOKYMEHTONOTOKOB. KOHTpOIb NCTIOTHEHUS
JIOKyMeHTOB. MIH(pOpMaIlmoHHO-CIIpaBOYHas U MOUCKOBAs paboTa ¢ MCIOJIb30BAHUEM CUCTEM Y4€Ta JOKYMEHTOB B
OpTaHU3aIH.

OdopmiieHre opraHu3alMOHHBIX, BHYTPEHHUX (TIPUKA3bl, PACIOPSHKEHUS, TOBEPEHHOCTH, 3alUCKHU, CIIPABKH, aKTHI,
MPOTOKOJBI W JP.) W UCXOJISIIMX JTOKYMEHTOB OpPTraHW3allMU C HCIOJIh30BAHHEM COBPEMEHHBIX IMPOrPaMMHO-
TEXHUYECKUX CcpelAcTB. KOHTpOnb NpaBUIIBHOCTU COCTaBICHHSA, OQOPMIIEHUS JOKYMEHTOB (PEKBH3HTHI,
0COOEHHOCTH HANMCaHUsI TEKCTOB, MHOTOCTPAHWYHBIE JOKYMEHTHI), TIOpS/AKa M3IAaHUS OKYMEHTOB (C y4&€TOM
cnielu(UKU CUCTEMbI JEJIONpPOU3BOJACTBA opranuzanuu). KoHcTpynpoBaHue OJaHKOB OpraHM3allid, CO3JIaHHe
m1abJIOHOB JJOKYMEHTOB.

OpraHu3anusi TEKyIIEro XpaHEeHUs J0KyMeHToB. dDopMupoBaHHE el B COOTBETCTBUM C HOMEHKJIATYpOH Jel
OpraHu3ali. YdYacTue B IMPOBEICHUHM JKCIEPTH3Bl IEHHOCTH MOKyMEHTOB CHCTeMaTH3aIus JOKyMEHTOB IO
CTPYKTYPHO-XpOHOJOrnYeckoMy npuHuuny. OgopmieHne y4ETHbBIX JOKyMEHTOB MOCTYIICHHUS U BBIOBITHS JIEII.
O3HaKOMJICHHE C YCTAaHOBJICHHBIMH B OPTaHW3AIlMH TNPABHJIAMH ITOJATOTOBKH JIOKYMEHTOB K Iepelade B apXHB.
[TonroroBka AOKyMEHTOB K mepenade B apxuB. Odopmienue nen. CocraBieHue omnMuced JOKYMEHTOB M €.
CocraBieHrE aKTOB BBIJIa4H, IEPEIaud, YHUUTOKEHHS TOKYMEHTOB.

3HaKOMCTBO C KaTeropusMH U BHJAMH JIOKYMEHTOB, OOpa3ylOIIMXCS B OpraHM3allid, COJAEpIKaIIUX
KoH(puaeHManpHyo nHpopManuto. Opranuzanus padboTel Mo 00pabOTKe TOKYMEHTOB OTPaHUYEHHOTO JOCTYIIA.
O3HakoMJICHHE C TPUMEHSIEMbIMH B OPTraHU3ALUU CPEACTBAMU KpPUNTOrpaduu Ui 3aIIUTHl SJIEKTPOHHBIX
JIOKYMEHTOB C HCIIOJIb30BaHUEM CIEIMATILHOTO IPOrpaMMHOT0 obecriedeHus. Boimonunenue paboT mo odecrneyeHno
3aIIUTHI 3JIEKTPOHHBIX TOKYMEHTOB OT HECAHKIIMOHUPOBAHHOTO JOCTYIIA.

Opranmsanus padoTsl MPUEMHON (30H TIpUEMA TMOCETUTENCH): PpEryJMpOBaHUE IMOTOKA MOCETUTENCH, MPUEM U
peructpans nocerurteneil. Ilnanupoanue paboyero 1Hs pyKoBoauTeNs U cekperapst. [JonroToBka AeI0BbIX BCTPEY
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U IIEPErOBOPOB pyKoBoauTeNsl. PaboTa 1o 00CIyKUBaHHUIO PA3IMYHBIX TUTIOB COBEIIAHUI U COOIIOACHUE MTPABIIT UX
MOJIrOTOBKH U IIPOBEICHMUS.

Benenue teneonHbIX ieperoBopos. OuibTpaiys U nepeaapecarus 380HK0B. [Ipuém u nepenayda renegoHorpamm,
(bakcorpamm, cooOLIeHUH O 3IEKTPOHHOM noure. MHpopMannoHHoe obecrieueHue AeaTeNbHOCTH PyKOBOANUTEIS.
O3HakoMJIeHHE C TpaBUIIaMH paboThl ¢ KOH(PHUICHIIMATBLHON HH(pOpMaIiel B OpraHu3aIum.

PaboTa Mo 03HaKOMJIEHHIO C COCTABOM U OCOOEHHOCTSMH JOKYMEHTOB OpPTraHU3alMH, PETYJIUPYIOIIUX TPYJIOBbIE
oTHOIIeHHs (OpraHU3alMOHHO-PACHIOPSIUTEIBHBIC JOKYMEHTBI, JOKYMEHTBI IO JINYHOMY COCTaBYy, TPYIOBOIi
JI0rOBOP, IOTOBOP O MaTepUaJIbHOW OTBETCTBEHHOCTH U T.A.). OdopMileHHe TOKYMEHTOB 10 JINYHOMY COCTaBY M UX
Konuii (Mpu HEOOXOAWMOCTH). 3HAKOMCTBO C CHCTEMOM YHU(PHUIMPOBAHHBIX (OPM TEpPBUYHOU YUETHOU
JOKYMEHTAIlUM OpraHu3aluy. 3anojHeHue GopM NepBUYHON yuéTHOM TokyMeHTauuu. Pabora ¢ 3asBiIeHUsAMH 110
JMYHOMY COCTaBY, BelleHHE M odopMIIeHHE TPYIOBbIX KHMXkeK. Mcrmons3oBanne COJl mpu pabore ¢ KaapOBBIMHU

JOKYMEHTaMH.
IIpome:xxyTouyHast aTTecTAalUsA OK 01-02, OK
6 04-05,
OKO9IIK 1.1 -
1.9
Bcero 772

2.4. KypcosBoii npoexTt (padora)

Kypcosoit mpoexT (pabota) no [IM.01 OcyiecTBieHne opraHu3aliioOHHOrO U IOKyMEHTAIlMOHHOTO 00eCTIeueHMs IeATEIbHOCTH OpraHu3aluu
SBIISIETCS 00513aTENBHBIM K BBITIOJIHEHHIO.

TemaTuka KypcoBbIX POEKTOB (paboT)
3Ha4YeHNEe CHCTEMBI OPTaHU3AI[IOHHO-PACTIOPSIUTEIIEHOW JOKYMEHTAINH ISl JOKYMEHTUPOBAHHS YIIPABICHYECKOH e TeTbHOCTH.
PexBM3UTHI 3aroJI0BOYHOM YacTH TOKYMEHTA, paBuiIa OQPOPMIICHHS B COOTBETCTBUH C PEKOMEHIAIIUSIMH CTaH1apTa.
Ocob6enHoctr 0hopMIICHNST OCHOBHOM YacTH JOKYMEHTA B Pa3IMYHBIX BUJIAX ITHCEM.
Ocobennoctu 0(hopMIIEHUSI OCHOBHOM YacTH TOKyMEHTA B PACIIOPSAUTENbHBIX JOKYMEHTaX.
WNudopmanmoHHO-CIIpaBOYHbIE JOKYMEHTHI B CHCTEME OPTraHU3aI[HOHHO-PACTIOPSAUTENBHBIX TOKYMEHTOB, X Ha3HAUEHHE U OCHOBHBIC BUJIBI.
JloknaznHas v ciry>keOHast 3a1ucKy, OCOOCHHOCTH UCTIOIb30BaHUS JIIsl BHYTPEHHUX KOMMYHHUKALUH.
CocrasieHne ohopMIISIFOIIEH YacTH JOKYMEHTa, OCOOCHHOCTH MPAKTHYECKOTO IPUMEHEHHST PEKBH3UTOB 0(DOPMIISIOIIEH YacTH TOKYMEHTa
B PA3JIMYHBIX BUIaX OPraHU3alMOHHO-PACTIOPAIUTEIBHON TOKYMEHTAIINH.
8. CocraBnenue u opopmiieHre rpuQoB YTBEPIKIACHUS U COTIIACOBAHUS, HA3HAUYCHUE U OCOOCHHOCTH OOPMIICHHUS PEKBU3UTOB.
9. OTMeTKH Ha IOKyMEHTE B COOTBETCTBUH C PEKOMEHIALIUSMH rOCYIapCTBEHHOI'O CTaHIapTa.
10. Pa3BuTHE MOHATHS «JIOKYMEHT»: ONpeeIcHUE U (PYHKITUH.
11. Vuudukanus u crannapruzanus. Crangaptsl B JJOY Ha COBpeMEHHOM JTarie.

NoakowhE
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OdunmanbHBI TOKYMEHT U €T0 MECTO B CUCTEME YIPaBJICHUSI.

Cucrema JOKYMEHTOB, YHU(MUIMPOBAHHAS CUCTEMa JOKYMEHTOB W YHH(HUIMPOBAHHAs CHCTEMa OPraHH3aIMOHHO-PACIOPIUTEIbHON

JOKYMEHTaL1H.
Knaccugukanus opraHu3alMOHHO-paCOPsIIMTENIbHON JOKYMEHTAMU U €€ IPAaKTUYEeCKOe IPUMEHEHHE.
TpeboBanust K KOHCTPYHPOBAaHUIO OJaHKOB. Buabl O1aHKOB.

IIpaBuna u ocoGeHHOCTH O(POPMIIEHHSI TPOTOKOJIOB.

Ponb pacniopsauTenbHbIX TOKYMEHTOB B YIIPABICHUHM OpraHU3aluell Ha COBPEMEHHOM 3Talle.

[IpaBuna opopmiieHHs paciopsIUTEIbHBIX JOKYMEHTOB, U3/1aBa€MbIX Ha MPUHLUIAX KOJIETHATBHOCTH.
[IpaBuia opopmiieHHs pacTioOpsAAUTEIbHBIX JOKYMEHTOB, U3/JaBAEMbIX Ha MIPUHLIUIIAX €IMHOHAYAIIHS.
[IpaBuna cocraBieHus 1 0popMIIEHHS NPHKa3a 10 OCHOBHOM J€SIT€IbHOCTH.

[IpaBuma cocraBieHus: 1 0OPMIICHUS PACTIOPSDKEHUS U yKa3aHHUS.

JIOKyMEHT — KaK 3JIEMEHT JIeJIOBOr0 OOIIEHUS.

[TpaBwia opopmiieHus OJIaHKa U PEKBU3UTOB ITUCHMA.

WNHudopmanroHHbI 00MeH ¢ MOMOIIbIO Iepenuck. Buasl nucem.

PykonucHble peKBU3NUTHI HA OPUIMATBHBIX JOKYMEHTAaX.

IIpaBuna cocraBieHuss 1 0OPMIICHUS TOKIATHBIX, OOBSCHUTENBHBIX U CITy>KEOHBIX 3aIIHCOK.

[IpaBuia coctaBneHust 1 ohopmieHUs OPUIIMATBHBIX U OMOrpapUUecKuX CIpPaBOK.

IIpaBuna cocraBieHus 1 0pOpMIIEHHUS TOKYMEHTOB, 00€CIIEUHBAIOLINX ONEPATUBHOCTH Mepelaud HHPOpPMAaLIUH.
[IpaBuiia cocraBneHus 1 0(hOpMIICHUS TOBEPEHHOCTEN U PACTIMCOK.

Konuu noxymenToB. Buael konuii 1 Ux uctopuueckoe pazsutue. Ilopsaaok ynoctoBepeHns KOMUi.
[Toanuck n neyath, Kak BaXKHbIE PEKBU3UTHI IOKYMEHTA: STAllbl COBEPIICHCTBOBAHHUS.

DJeKTpOHHAs MOAMHUCH: 00JIACTh TPUMEHEHHUSL.

SI3bIK ¥ CTUIIB CITY>K€OHBIX TOKYMEHTOB B HH()OPMALIMOHHOM OOIIEeCTBeE.

[IpaBuna cocraBieHus: 1 0(OPMIICHHUS AKTOB.

KondunennuansHpie JOKYMEHTHI: Ki1accu(UKalys 1Mo rpu@y orpaHuYeHus JOCTyIIa.
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3. YCJI0OBUS PEAJIM3AIIMU TPOPECCHUOHAJIBHOI'O MOAYJIA

3.1. MaTepuajJbHO-TeXHHYECKOE 00ecneuyeHue

Kabunets! «IIpodeccnonanbHbIX MOIYyIIEi», OCHAIIEHHBIE B COOTBETCTBUU C MPUIIOKECHUEM
3 OOII-IL.

JIa6oparopun «MHPOPMALMOHHBIX U KOMMYHHKAIIMOHHBIX TEXHOJIOTUIY, «KoMIbroTepHOH
00pabOTKH JOKYMEHTOB», «OpraHuzanuu paboTbl C JIOKYMEHTaMM, CHUCTEM 3JIEKTPOHHOIO
JOKYMEHTO000pOTay, «YueOHas KaHUENISpHs», OCHAICHHBIE B COOTBETCTBUU C IMPHIOKEHHEM 3
OIIOII-II.

OcHaieHHbie 0a3bl TPAKTHKU (MACTEPCKHE/30HBI IO BUJAM padoT), OCHAIICHHBIC B
cooTBeTcTBUU ¢ npuitoxenruem 3 OOII-II.

3.2. YueOHO-MeTOAHMYECKOe o0ecneuyeHune

3.2.1. OcHOBHBIE NIeYaTHbIE U/WJIN IJIEKTPOHHbIE U3IaHUSA

1. AGynanze [I. I'. JlokymenTarmonHnoe odecreyeHre yrnpaBieHHus IEPCOHAIOM: YUEOHUK U
NPaKTUKYM JUTS cpeHero mpodeccuonanbHoro oopazosanus / 1. I'. AGynanze, U. b. Bempsokkuna,
B. M. MacnoBa. — 2-¢ u3z., nepepad. u non. — Mocksa: U3narensctBo KOpaiit, 2022. — 370 ¢. —
(ITpoeccronansuoe obpazoBanue). — ISBN 978-5-534-15076-6. — Texct: anextponuslii // DBC
IOpaiir [caiit]. — URL.: https://urait.ru/bcode/487121.

2. Anrtyxoa, H.®. CucreMbl 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa: y4deOHOe mocobue /
AntyxoBa H.®., JI3t06enko A.JL., JloceBa B.B., Ueunkos F0.b. — Mocksa: KnoPyc, 2022. — 201 c.
— ISBN 978-5-406-02705-9. — URL.: https://book.ru/book/936560. — TekcT: 371eKTpOHHBIIA.

3. Kopmuees, U. K. JlokymeHTaninoHHOE 0OecreueHNE ypaBIeHHs: yUeOHUK U MPAKTUKYM
IUtst cpenHero npodeccuonanbHoro oopasosanusi / M. K. Kopuees, A. B. [Tmenko, B. A. Mamypiies.
— 2-e w3d., mepepab. m gon. — MockBa: M3pmatensctBo Opaiit, 2022. — 384 c. —
(ITpoeccronansHoe obpazoBanue). — ISBN 978-5-534-05022-6. — Texct: anexTpoHHbIi // DBC
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/472550.

4. KacpsHoBa, I'. 0. Jlenonpons3BoAcTBO U Apyrue acmekTel paboTsl cekperapst / I.1O.
KacpsHoBa — 7-e u3z., nepepad. u gon. — Mocksa: U3narensctBo Abak, 2020. — 304 c.

3.2.2. JlonoJTHUTEIbHbIe HCTOYHUKH

1. Amnapeea B.M. [lenonpon3BoJCTBO: OpraHM3alys U BeJ€HUE: yueOHO-IIPaKTUUYECKOe
nocobue / Auapeesa B.MI. — Mocksa: KnoPyc, 2020. — 294 c¢. — ISBN 978-5-406-00580-4. —
URL: https://book.ru/book/934225. — TekcT : 3JIeKTPOHHBIH.

2. Amnzoposa C.I1. Opranuzaius Tpyaa rocy1apCTBEHHBIX U MYHHUIIUIIATbHBIX CITY>KaIIHX :
yuebHoe nocodue / C.I1. Anzoposa, C.I'. ®egopuykoBa. — Mocksa : UTH®PA-M, 2022. — 160 c.
— (Bsicmiee o6pazoBanue: bakanaBpuar). - ISBN 978-5-16-016369-7. - TekcT : AIeKTpOHHBIHU. -
URL.: https://znanium.com/catalog/product/1151473. — Pexxum qocTyna: mo mojmnucke.

3. bynmar P.E. JlokymeHTannoHHOe oOOecreueHue YIpaBlIeHUs TMEePCOHAIOM: ydeOHoe
nocobue / P. E. bynar. — MockBa: UHOPA-M, 2019. — 234 c. + Jlomn. maTepuais! [[ DIeKTpOHHBIN
pecypc]]. — (Bwicmiee oOpa3oBanme: bakanaBpumar). - ISBN 978-5-16-010318-1. - Tekcr:
sanektponHbii. - URL: https://znanium.com/catalog/product/1007087. — Pexum mgoctyma: 1o
MOJIIIHCKE.

4. T'yryea T.A. KonduaeHuuambHOe HeNONpPOM3BOACTBO: yueOHOoe mocodue / T.A.
I'yryeBa. — 2-e u3n., nepepad. u gomn. — MockBa: UHOPA-M, 2022. — 199 c. — (Cpennee
npodeccuonampHoe obopazoBanue). - ISBN 978-5-16-016585-1. - Tekcr: snekrponnsbii. - URL:
https://znanium.com/catalog/product/1191331. — Pexxum gocTyma: mo moamucKe.

5. T'ycapopa M.H. OpranuzaimoHHO-UH(POPMAIIUOHHOE W  JOKYMEHTAIIMOHHOE
obecrnievueHne AeITeIbHOCTH PyKOBOAUTENS: ydeOHO-MeToanueckoe mocodue / M. H. I'ycaposa, C.
B. Topkym. — Mocka: PTY MUPDA, 2022. — 106 c¢.— Texkct : snexktpoHHslii / Jlanp :
AIIEKTPOHHO-OMOmoreunas cucrema. — URL: https://e.lanbook.com/book/176556. — Pexum
JOCTyNa: ISl aBTOPH3. MOJIb30BaTeNeH.

6. JlenompousBonctBo: yueOnuk / T.A. breikoa, J.M. Bsmosa, FO.M. Kykapuna, JI.B.
CanxkuHa; o o6mr. pen. moi. T.A. beikoBoit. — 4-e u3f., mepepad. u gor. — Mocksa : UHOPA-M,


https://urait.ru/bcode/487121

34

2022. — 393 c. + Jlom. marepuansl [[OnekTpoHHBI pecypc]]. — (Bricmee obpa3zoBanue:
bakanaspuar). — DOI 10.12737/1014190. - ISBN 978-5-16-014992-9. - TeKcT: 3JI€KTPOHHBIN. -
URL: https://znanium.com/catalog/product/1014190. — Pesxum focTyna: 1o moAucKe.

7. Joponuna JI.A. JlokymeHTallMOHHOE 0OecTieyeHe YIPaBIeHUs: Y4eOHUK U MPAKTUKYM
Ui cpenHero npodeccuonanbHoro oopasosanus / JILA. Jloponuna, B. C. UputukoBa. — Mocksa:
NznarensctBo FOpaiit, 2022. — 233 c. — (IIpodeccuonanpHoe oopazoanue). — ISBN 978-5-534-
05783-6. — Texkcrt: anexrponnsiii // IBC IOpaiit [caiit]. — URL: https://urait.ru/bcode/473802.

8. Kondunenuumanbuoe JIEJIONPOU3BOJICTBO u 3alUIICHHBII AIIEKTPOHHBIIN
nokymeHtoobopot: yueonuk / H.H. Kynses, A.C. Iémymkun, T.B. Kornpamosa, A.I'. ®abpu4HOB;
nox oour. pea. H.H. Kynsesa. - 2-e u3z., nepepab. u gor. - Mocksa : Jloroc, 2020. - 500 c. - (HoBas
yHHBepcHuTeTcKas Oubimoreka). - ISBN 978-5-98704-711-8. - Tekct : snexkrponnsii. - URL:
https://znanium.com/catalog/product/1212394. — Pesxum 10CTyTa: 1O TMOAIUCKE.

9. Kopuees N.K. Texuuueckue cpeactsa ynpasienus: yueOHuk / M.K. Kopuees, I'.H.
Kcangonyno. — Mocksa : UHOPA-M, 2019. — 200 c. — (Briciee o6pa3zoBanue: bakanaspuar). -
ISBN 978-5-16-003620-5. - Tekcr : AIIEKTPOHHBIH. - URL:
https://znanium.com/catalog/product/991843. — Pexwum g0cTyma: 1Mo Mo ImucKe.

10. Ky3nenoB M.H. JlokymeHTarmoHHOEe obOecrieueHue yrpasieHus. JJOKyMeHTOO00pOT U
JIEJIIONPOU3BOJICTBO: YUEOHUK U MPAKTUKYM IS cpeiHero npodeccuonansHoro oopaszoBanus / U. H.
KysnenoB. — 3-e¢ usn., nepepad. u mon. — Mocksa: M3garenscTBo FOpaiit, 2022. — 462 ¢. —
(ITpodeccuonanbuoe odpazoanue). — ISBN 978-5-534-04604-5. — Tekct : anexkrponnsiii // IbC
FOpaiir [caiit]. — URL: https://urait.ru/bcode/470020.

11. Kysnenos W.H. JlokyMeHTanronHoe odbecreyeHne yrnpaBieHus IEPCOHANIOM: Y4eOHUK U
MPAaKTUKYyM A cpeaHero mpodeccuonanbHoro odpazosanus / WM. H. KysnenoB. — Mocksa:
WznatenberBo FOpaiit, 2019. — 521 ¢. — (IIpodeccuonanbroe oopazoBanue). — ISBN 978-5-534-
04451-5. — Texcr : anexkrpounsiii / DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/444432.

12. Opranmsanus cekpetapckoro oociyxxuanun: DYMK / B. B. T'anaxos, O. b. Hazapenko,
[OnekTpoHHoe yueOHoe wuznanue]. — (CpenHee mnpodeccruoHanbHOEe oOpa3oBaHue - TekcT:
sanektponHbii. - URL: https://www.academia-moscow.ru/catalogue/5411/347093/ Aptukyn
n3nanus: 601817641

13. IMTaBmorckass O.FO. IlpaBoBoe obOecreueHUe KaapOBOTO JEIOMPOU3BOJICTBA: yuecOHOE
nocobue s By30B / O.1O. I1aBnoBckas. — Mocksa : UznatensctBo FOpaiit, 2022. — 213 ¢c. —
(Beicmee oOpaszoBanme). — ISBN 978-5-534-11565-9. — Texkcer: anekrponusiii / DbC FOpaiit
[caiiT]. — URL: https://urait.ru/bcode/476289.

14. CocHoBas A. AccucteHT pykoBomuTens. Jlalidxaku npodeccuu: KHUTa-TpeHUHT / A.
CocnoBas. - Cankr-llerepOypr: Ilutep, 2022. - 208 c. - ISBN 978-5-4461-1489-4. - Tekcr:
anekTponnbii. - URL: https://znanium.com/catalog/product/1817493. — Pexum moctyma: 1o
HOJIIIHCKE.

15. Hlumor O.B. CoBpeMeHHBIE TEXHOJIOTHH U TEXHUYECKUE CpeacTBa MH(OpPMATH3AIINH:
yuebnuk / O.B. Hlumos. — Mocksa : MHOPA-M, 2022. — 462 c. + Jlon. marepuaibl
[[DnekTponnsli pecypc]]. — (Cpemnee mpodeccroHanbHoe oOpazoBanue). - ISBN 978-5-16-
017112-8. - Texkcrt : anextponHbIit. - URL: https://znanium.com/catalog/product/1764799. — Pexxum
JIOCTYTIA: TIO TIOJIITHCKE.

16. Hlysanoa H.H. OcHOBBI 1enonpou3BOACTBA: YUEOHUK M MPAKTHUKYM JUIsl CPEIHErO
npodeccuonanbHoro oopazosanus / H.H. IllyBanosa, A.lIO. iBanoBa; mox o6mieit pemaxiuein H.H.
[lyBanoBoit. — 2-e u3f., nepepad. u pon. — Mocksa: U3narensctBo IOpaiir, 2022. — 428 ¢. —
(ITpodeccuonansuoe odbpazoranue). — ISBN 978-5-534-11014-2. — Texkcr: anextponnbiit // DBC
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/469548.
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4. KOHTPOJIb 1 OHEHKA PE3YJIBTATOB OCBOEHMUSA

IMPOPECCHUOHAJIBHOI'O MOJAYJIA

Koa IIK, OK

Kpurepun ouenku pe3yjbTara
(mokasarejii 0CBOEHHOCTH KOMIIETEHI[M)

(I)OpMLI KOHTPOJIA U
METOAbI OLICHKHA

K 1.1

[Tomrydenue HeoOxoauMoii nHpOpMaHK U TIeperada
CaHKITMOHUPOBAHHOM uHpOpMaIUU c
UCIIOJIb30BAaHUEM CPEACTB HMH(DOPMAIMOHHBIX H
KOMMYHUKAIIMOHHBIX TEXHOJIOTHIA

I[IK 1.2

Koopaunanus paboTel IpUEMHON PYKOBOAUTENS U
30H IprUéMa pa3JInYHbIX KaTETOPUN IIOCETUTENEH
OpraHu3anuu

IIK 1.3

[TnanupoBanue pabouero BpeMeHH PyKOBOAUTENS U
pabouero JHs cekpeTapsi

IIK 1.4

Opranuzanys JeN0BBIX M0€310K PYKOBOAUTENSA
U APYTUX COTPYJHUKOB OpPraHHU3aLUU

K 1.5

Opranuzanys u nojaepxanue (pyHKIHOHAIBHOTO
pabouero nNpocTpaHCTBa

IIK 1.6

Opranu3zanys MoAroTOBKYU U IPOBEICHHE
BHYTPEHHUX U BHEIIHUX KOH()EPEHTHBIX
MEpOTIPUATHIA, 00ecTiedeHrne HHPOPMAITHOHHOTO
B3aUMOJICUCTBUA PYKOBOIUTENSA C
MOAPA3ACICHUSIMU U TIOJDKHOCTHBIMU JIMIIAMU
OpraHu3aluu.

K 1.7

OdopmieHue opraHu3alMOHHO-PACTIOPSTUTETHHBIX
JIOKYMEHTOB M OpraHu3aius paboThl C HUMHU, B TOM
YHCJIE C UCIIOTH30BAaHUEM aBTOMATH3UPOBAHHBIX
CUCTEM

K 1.8

OdopmieHne T0KyMEHTOB I10 JIMYHOMY COCTaBY U
opraHu3aiys padoThl ¢ HUMH, B TOM YHUCJIE C
WCIOJIb30BAaHNEM aBTOMATH3HPOBAHHBIX CHCTEM

IIK 1.9

Opranu3anus TeKyIero XxpaHeH!us JOKyMEHTOB,
00paboTKa aen AJ1sl OTepaTUBHOTO U ApXUBHOTO
XpaHEHHs1, B TOM YHCJIE C UCTIOIb30BaHUEM
ABTOMATHU3WPOBAHHBIX CUCTEM

OK 01

Br16op criocoba penienus 3agay
npodeccuoHanbHOM NeATEIbHOCTH TPUMEHUTENHHO
K pa3jIM4HbIM KOHTEKCTaM

OK 02

Hcnonb30BaHre COBPEMEHHBIX CPEJICTBA MOUCKA,
aHaJu3a ¥ UHTepIpeTaluy HHPOpMaLuu, u
HCIOJIb30BaHNE MHPOPMAIIMOHHBIX TEXHOJIOTHH JIs
BBINOJIHEHUS 3a]1a4 PO eCCHOHATBLHON
JIeSITEJIbHOCTH.

OK 04

BzaumopeiictBue u paboTa B KOJUIEKTUBE H
KOMaH/Ie

OK 05

Ocy1ecTBiI€HNE YCTHOM U MUCbMEHHOM
KOMMYHI/IKaLII/II/I Ha I‘OCyI[apCTBCHHOM A3BIKE
Poccutickoit deneparuu ¢ y4eToM 0COOCHHOCTEH
COLMAJIBHOIO U KYJIBTYPHOI'O KOHTEKCTa

OK 09

Hcnonb3oBanue npodecCuoHaAIbHONU JOKYMEHTAITUN
Ha roCyaAapCTBCHHOM U MHOCTPAHHOM S3bIKaX

KonTposie  BbITOTHEHUS
MPAKTUYECKUX 3aJJaHUM.
VCTHBIN WM TECTOBBIM
KOHTPOJIb TEOPETUUYECKUX
3HAHUIA.

Ananuz u OIICHKAa
pelieHnit  mpoOJIEMHBIX
CUTYyaLUM.

[IpoBepouHbie paboOTHI 1O
KaXJ0# Teme.
ATtTecranus mo
MIPOU3BOJCTBEHHOMN
MPaKTHKE.
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IIpuiaoxenne 1.2

K OOII-II no cnenuaJLHOCTH
46.02.01 JoxyMeHTALMOHHOE O0eclieyeHHue YIPABJIeHHs U apXUBOBe/ICHUe

Pabouas nporpamma npogeccCHoOHAJIBLHOTO MOYJISI

«IIM.02 OPTAHHU3ALIUSI APXUBHOM PABOTHI I1O IOKYMEHTAM OPTAHU3AIIA
PA3JIMYHBIX ®OPM COBCTBEHHOCTN»

2025 r.
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1. OBIIASI XAPAKTEPUCTHUKA PABOYEN ITPOT'PAMMBI
IPOPECCHOHAJBHOI'O MOAYJIA .
ITM.02 OPTAHU3AIINA APXUBHOU PABOTEI 110 JIOKYMEHTAM OPI"AHU3ATIIMN

PA3JIMYHBLIX ®OPM COBCTBEHHOCTH

KO 1 HAaUMEHOBaHUE MOLYIIA

1.1. Heab u MecTo npodecCHOHATBHOI0 MOAYJISI B CTPYKTYpe 00pa3oBaTeibHOI
NMPOrpamMmbl
Lenp Momynsa: ocBoeHHE BHJA JesATeNbHOCTH «OpraHuzanus apXxuBHOW pabOTHI IO
JIOKYMEHTaM OpTaHHU3aIfid pa3IudHbIX (HOpM COOCTBEHHOCTH.

[IpodeccuonanbHbIi  MOIYIH

IIPOrpaMMBI.

BKIIIOUCH B

00s3aTeNbHYI0 YacTb 00pa30BaTeIbHOM

1.2 Ilnanupyembie pe3yJbTaThl 0CBOEHHS MPO(ecCHOHATBLHOT0 MOIYJIs
Pe3ynbraThl OCBOEHHS NPOPECCHOHATBHOIO MOJIYJIS COOTHOCATCS C IJIAHUPYEMBIMHU

pe3ynbTataMu

OCBOCHU

KOMIMeTeHIHH BbimyckHuKa (11. 4.3.2 OOII-II).
B pesysprare ocBoeHuUs MpodecCHOHAITBHOTO MOJTYJISl 00YYArOIIUICS TOIDKEH:

o0pa30BaTeNbHON  IPOrpaMMBbl,

npeaACTaBJICHHBIMU B

Kon YmMmerhb 3HATD Biaagerp HaBbIKAMH
OK,
IIK
OK.01 | pacriozHaBathb 3a1aqy W/WIIN | aKTyaJIbHBIN
npobiemy npoECCHOHAIBHBIA |
B npo(ecCHOHATLHOM ~ W/WIN | COL[MAJIbHBIN KOHTEKCT,
COLIMAJIbHOM KOHTEKCTE B KOTOPOM IPHUXOAUTCA
aHaJIM3UpOBaTh  3a7adyy  W/win | paboTaTh U KUTh
npobieMy M BbIIENATH €€ | OCHOBHBIE  MCTOYHUKHU
COCTaBHbIE YaCTH MH(}OpPMAaLIUU U peCypCHI
OTIpEeJIeNIATh ATAIbl PELUICHUS 3a7lauil | JUI1 peUIeHus 3a7ad |
BBISBIATHL M 3(Q(EKTHUBHO HCKaTh | MpodIemM B
uHpopMaInoo, HEOOXOAUMYIO Ul | MPOo(ecCHOHAIBHOM
pelieHus 3a/1a4u U/uiau IpooieMbl | W/ WK COLMAITBHOM
COCTABJIATH IJIaH JeHCTBUS KOHTEKCTE
OTIpeIEIIsATh HEOOXOAUMBIE PECYPCHI | aITOPUTMBbI
BJaJIeTh AaKTyaJbHBIMH METOJaMHM | BBIIIOJIHEHUS paboT
paboThI B NpodecCHOHATbHON U
B MPO(PECCHOHATBHON M CMEXHBIX | CMEXKHBIX 00JIACTSIX
chepax MeToAsl  paboThl B
peann30BHIBATH COCTaBJIEHHBIN | IpO(ecCHOHATBHOM
IJ1aH CMEXHBIX chepax
OLIEHUBATh Pe3yJbTaT U CTPYKTypy TUIaHa MJis
MOCTIEJCTBUS CBOUX JEHCTBUI peueHus 3aaa4
(caMOCTOATENBHO WJIM C TOMOLIBIO | MOPSIIOK OLIEHKU
HaCTaBHUKA) PE3yNbTaTOB PELIeHUS
3a1a4
npodecCuoHaATBHON
JESITENIBHOCTH
OK.02 | onpenenars 3amadyd [Jis [OWUCKA | HOMEHKIATypa
uHpOopMaIu MH(POPMAIMOHHBIX
OTIpeeIsATh HEOOXOJMMbIE | HCTOUHUKOB,
WCTOYHUKH UH(POPMALIUU MIPUMEHSEMBIX B
IJTAaHUPOBATH MPOIIECC TOUCKA npodeccroHanbHOI
JESITEIBHOCTH

MaTpulie
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CTPYKTYPHUPOBATH
nHpopMaInIo
BBICTISITh HaWOoJiee 3HAUYMMOE B
nepevyHe HHPOpMaIuu

OLICHUBATh MPAKTUYECCKYIO
3HaYMMOCTb PE3YJIbTaTOB IMOMCKA
oQopMIIATE  pe3yNbTAaThl TIOWCKA,
MPUMEHSTh cpexncrsa
UHGOPMAIIMOHHBIX TEXHOJIOTUN JIJIsI
pereHus popeCcCHOHATBHBIX 33124
HCIIOJIb30BaTh COBPEMEHHOE
pOrpaMMHOE 00ecTicueHHE
HCIIOJIb30BATh Pa3IUYHbIC

UG POBBIC CPEICTBA JIJIS PEIICHUS
npoeCCHOHATTLHBIX 3314

HOJIy4aeMYyIo

MIPUEMBI
CTPYKTYypUPOBAHUS
uH(pOopMaIU

dbopmar  odopmiieHUS
pe3yabTaToB  TOHMCKA
uHdopmanuu,
COBpPEMEHHBIE CpPEICTBA
u yCTpoiicTBa
nH(pOpMaTU3aLUU
HOPSAZOK UX
MIPUMECHCHHUS U
IpOrpaMMHOE
oOecrnieueHue B
npodeccuoHanbHOM

JACATCIIBHOCTH B TOM
qucCJiec C

UCIIOJIb30BaHUEM
IU(PPOBBIX CPEJICTB
OK.04 | opranu3oBbIBaThH paboTy | ICHXOJOTHYECKUE
KOJIJIEKTHBA OCHOBBI  JICATEIbHOCTU
1 KOMaHAbl KOJUJIEKTUBA,
B3aUMOJICHICTBOBaTh C KOJIJIETaMHM, | ICUXOJIOTHYECKHE
PYKOBOJCTBOM, KJIMEHTaMU B XOJ€ | OCOOCHHOCTH JIMYHOCTHU
po¢eCcCHOHATLHOMN IEATEILHOCTH | OCHOBBI IIPOEKTHON
JeSITENIbHOCTH
OK.05 | rpaMOTHO M31araTe CBOM MBICIU 0COOEHHOCTH
u  opopmMIATh JOKYMEHTHl IO | COIUAIBHOIO U
npodecCHOHATbHON TeMaTUKe Ha | KYJIbTYPHOIO
rocy/1apCTBEHHOM A3bIKE, | KOHTEKCTA;
IPOSABIIATE  TOJIEPAHTHOCTh B | IpaBUja  OQOpPMIICHHS
paboyeM KOJUIEKTHBE JIOKYMEHTOB
U TIOCTPOCHMSI YCTHBIX
cooOuIeHni
OK.09 | moHuMaTh OOLIMI CMBICT YETKO | MpaBWJa  MOCTPOEHUS
MIPOM3HECEHHBIX BBICKA3bIBAHUN HA | MPOCTBIX U  CJIOXKHBIX
U3BECTHBIE TEMBI | IPEUI0KEHUN Ha
(mpodeccroHanbHble U OBITOBBIE), | MPOPECCHOHANbHbBIE
MOHMMAaTh TEKCThl Ha 0a30BbIe | TEMBI
npodeccnoHanbHbIe TEMBI OCHOBHBIE

y4acTBOBaTh B
3HAKOMBIE 00IIHE
U TIpOoeCCUOHATBHBIC TEMbI
CTPOUTH MPOCTHIE BBHICKA3BIBAHUS O
ce0e 1 0 cBoeill mpoeccHoHaIbHON
JeSTeTbHOCTH

KpaTKO 0OOCHOBBIBATH U OOBSICHSTH
CBOM  JCUCTBUS  (TEKymue W
IJIAHUPYEMBIE)

nucartb MPOCTHIE CBSI3HBIC
COOOIIEHUsI HA 3HAKOMBIC WIIU
WHTEpECYIONINe
podecCHOHATLHBIC TEMBI

Juajiorax Ha

00IIeyTOTpEeOUTENHHBIC

riaroiasl  (ObITOBast M
npodeccroHanbHas
JIEKCUKA)
JEKCUYECKHI MUHUMYM,
OTHOCSIINICSA K

OIMMUCAHUIO TMPEAMCTOB,
CPEICTB M MPOIECCOB
npodeccroHabHOM
JeSATEILHOCTH
0COOCHHOCTH
MIPOM3HOIICHHUS




40

IpaBuia
TEKCTOB
npodeccrnoHaIbHOM
HaNpaBJICHHOCTH

YTCHUA

K 2.1

paboTaTh c
H0JIpa3/1eIeHUAMU/OpTraHU3aUsIMU
HUCTOYHUKAMHU KOMILIEKTOBAHMUSI
apXxuBa;

NPUHUMATD apXUBHbBIE nena
(TOKYMEHTBI) Ha IOCTOSHHOE WIIN
JIOJITOBPEMEHHOE XPAHEHMUE;
y4acTBOBaTh B IIPOBEICHUU
9KCIEPTU3bl LIEHHOCTU Pa3IU4HbIX
TUIOB U BUJOB JOKYMEHTOB B
COOTBETCTBUM C  BHYTPEHHHUMU
periaMeHTaMy OpraHu3aluy;
MPUMEHSTH B pab0Te PEKOMEHIAIIH
9KCHEPTHO-IIPOBEPOYHON KOMUCCUU
WU JKCIIEPTHOMN KOMUCCUH
OpraHu3aIuy;

MPUMEHSTh NEPEYHU C YKa3aHHEM
CPOKOB XpaHEHMS nen
(1OKyMEHTOB);

coOnoaTh HOPMATUBHBIE CPOKHU
XpaHeHus el (JIOKyMEHTOB);

BECTHU y4€T HCTOYHUKOB
KOMILJIEKTOBaHMsI apXHBa;
HCII0JIb30BATh nepesoBon
OTEYECTBEHHBIH M  3apyOeKHBIN
OIBIT 10 KOMIUIEKTOBAaHUIO apXuBa
JenamMu (TokymMeHTaMn)
IIOCTOSIHHOTO W JIOJIFOBPEMEHHOTO
XpaHEeHus;

HCII0JIb30BATh COBPEMEHHBIE
aBTOMATHU3UPOBAHHBIE,
MH(pOPMAaILOHHbIE "
TEJIeKOMMYHUKAIIUOHHBIE
TEXHOJIOTUU  JIOKYMEHTHPOBAHHBIX
cdep nesTeNbHOCTH OpraHUu3aluy.

HOpPMAaTHBHEIE
IIPaBOBbIE
Poccuiickoit
Oenepannn B cdepe
JIeTIOTIPOU3BOACTBA |
apXUBHOTO JIeNa;
HAy4YHO-METOINYECKHE
KPUTEPUU  IKCIEPTU3BI
IIEHHOCTH  Pa3JIMYHBIX
TUTIOB U BUJOB JIe]
(1OKyMEHTOB);
TEOPETUUECKHE u
METOJNYECKHE ACHEKTHI
KOMIUIEKTOBAHUS u
9KCHEPTU3bl [EHHOCTH
BCEX BUJIOB
JIOKYMEHTOB;

BU/IbI, PA3HOBUIHOCTU U
dbopmaTel BCEX BHJIOB
JTIOKYMEHTOB;
YHUPUIMPOBAHHYIO
cucTeMY
OpTaHU3aIMOHHO-
pacropsiAuTeIbHON
JIOKYMEHTAITUH;
CTaHapThHI
odopmIteHUs
OpraHU3aIOHHO-
pacnopsaIuTeIbHON
JIOKYMEHTAIUH;
CHOCOOBI U TEXHOJIOTUU
JTIOKYMEHTHPOBAHHUS
pa3IMYHBIX BHJIOB
npodeccroHanbHOI
TeSITeTbHOCTH;
OpTraHU3aIOHHBIC
TIPUHITUITHI
KOMIIJICKTOBaHHS
(1OKyMEHTOB)
OTPAHHYEHHOTO
JIOCTYyTIA;
TpeOoBaHUS
Tpyna

AKTbI

ACII

OXpaHbI

y4acTus B
KOMILICKTOBAaHUHT
ApPXUBHBIMH  JIeTIaMU
(TOKyMEHTaMM )
apXuBa OpPraHU3AINH

[IK 2.2

10JIb30BaThCSA
JNOKyMEHTaMH B paMKax
AJIEKTPOHHBIX  MH(OPMAIIMOHHBIX
CUCTEM JIOKyMEHTUPOBAHHBIX cdep
JEeSITEIBHOCTH OpraHu3alluy;

Y4ETHBIMU

HOpMaTI/IBHLIC
MIpaBOBbIC
Poccuiickoit
®denepanun B

AKTbI

chepe

BEJICHUs y4€Ta
ApXUBHBIX JIel
(TOKyMEHTOB), B TOM
YHCIIe C
MICIIOJIb30BaHUEM
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I10JIb30BaThCsA JEJIONPOU3BOJCTBA U | aBTOMAaTU3UPOBAHHbBIX
CepTHU(PULIUPOBAHHBIMU apXHMBHOTO JIeN1a; cucTeM
aBTOMATHU3UPOBAaHHBIMU CHUCTEMaMH | METOJUYECKUE
JOKYMEHTHPOBAaHHBIX cdep | JOKYMEHTbI u
NESTEIbHOCTH ~ OpraHu3allid 10 | HAllMOHAJIbHbIE
y4€Ty, perucTpaluu, KOHTPOJIO A€l | CTaHAapThl B 00JacTu
(10KyMEHTOB); y4€Ta JIOKYMEHTOB H
[I0JIb30BaTbcs  HMH(POPMALIMOHHO- | TOKYMEHTHPOBAHHBIX
CIPaBOYHBIMU cucremamu | chep JESTEIbHOCTH
JOKYMEHTHPOBAaHHBIX cdep | opraHuzanuy;
NESITEIbBHOCTH OpraHu3aluy; OTEUYECTBEHHbIE u
BECTH CIPaBOYHO-TIOUCKOBBIE | 3apyOexHbIC
CpeAcTBa K AapXWBHBIM JielaM | cepTU(UIIMPOBAHHEIC
(moxymeHTam); CHUCTEMBI
BECTH YYET CTpaxoBoro (oHJa | aBTOMATU3UPOBAHHOTO
apXMBHBIX €] (JOKYMEHTOB); yuéTa apXMBHBIX JIeJl
MPUMEHSTH HOPMATHUBHBIC | (IOKYMEHTOB);
IIPaBOBbIE aKTBhl, JIOKaJbHBIE | TpEOOBaHUA K  yu€Ty
HOpPMAaTUBHBIE aKThl OPraHU3aluu U | 0c000 LEHHBIX u
METOAMYECKUE  JIOKYMEHThl B | YHUKAJIbHBIX apXHUBHBIX
obmacti yd4éra apxXWBHBIX JIeJ | el (JIOKyMEHTOB);
(1OKyMEHTOB); CPOKH BBINOJIHEHUS
BHOCHTb NPEJIOKEHNUS 10 pabor 1o yuéry
COBEPLICHCTBOBAHUIO apXUBHBIX nen
METOJINYECKOro obecreueHus yuéra | (JOKyMEHTOB);
Pa3HBIX BUJOB IOKYMEHTOB B o0mue IIPUHIINATIBI
JIOKYMEHTHPOBAHHBIX chepax yuéra u
JESATEIbHOCTH OpraHU3aluy. KOMIUIEKTOBAaHUSA  J€ll
(1OKyMEHTOB)
OTrPaHUYEHHOTO
JI0CTyTa;
TpeOOBaHUs OXpaHbI
TpyJa.

IIK 2.3 | cuctemaTu3upoBarhb 7ieNla | HOpMaTHUBHbIE OCYIIECTBICHUS
(TOKyMEHTBHI); MIpaBOBbIE aKThl | XpaHEHHs APXUBHBIX
pa3Meniarhb apXUBHBIE nena | Poccuiickoi 7en (IOKYMEHTOB) ©
(moxymeHTBI) Ha MecTax xpaHeHus B | denepauun B cdepe | HOCTOSTHHBIM CPOKOM

COOTBETCTBUM C HOPMATHBHBIMU
TpeOOBaHUSIMH B obmactu
apXUBHOTO JleNa W YIpaBIICHUs
JOKYMEHTaMHU;

COOJIOIaTh HOPMATHUBHBIE PEKHMBI

XpaHECHUS apXUBHBIX Jien
(1OKYMEHTOB) Ha JFOOBIX
HOCHTEIISX,

MPOBOJUTH  MPOBEPKY  MOJIHOTHI

COCTaBa apXHMBHBIX JIOKYMECHTOB B
€IMHUIIAX XPAHCHHUS,

MIPOBOJIUTH OITUCAHUE APXUBHBIX JIEIT
(1OKYMEHTOB);

JICTIOTIPOU3BOJICTBA |
apXUBHOTO JIeJa;

HOpPMAaTHBHEIE
TIpaBOBbIE aKThI
Poccuiickoit
Oenepanu B 00y1actu
uH(pOpMaIHH,
MH(POPMAITMOHHBIX
TEXHOJIOTHH,  3alUThI
nHpopmaluu u

MEPCOHAIBHBIX JaHHBIX,
nudpoBoi
TpaHchopMaluu;
HOPMAaTHBHEIC

IIPaBOBELIC AKThI

XPaHEHUS U 110
JUYHOMY COCTAaBY B
apXHUBE OPraHU3aLUU
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COCTaBJISITh CIIPaBOYHO-TIOMCKOBBIE
CpeAcTBa K AapXWUBHBIM  JieJaM
(mokymeHTam);

BECTM Y4Y€T M KOHTPOJb BbIIAYU
apXUBHBIX Jel (JOKyMEHTOB) U3
apXMBOXPAHWIMUILA U UX BO3BPATa;

Poccuiickoit
deneparun B 00sacTu
KOH(UIEHITMATEHOCTH
uHdopmanuu;

MpaBWJIa XpaHCHUS eI
(TOKYMEHTOB) B

BECTU YYET U KOHTPOJIb IEPENaud | COOTBETCTBUM C  HUX
Jen (TIOKYMEHTOB) | THIIAMH;
B MOPSAI0K
roCy/1apCTBEHHBIH/MYHUIIUIATBHBIN | (POPMUPOBAHUS
apXxuB WIM Ha MWHOE BHEIIHEE | JOKYMEHTOB B
XpaHeHue U nmpuéma Jiell ¢ BHEIIHETO | KOMIUIEKTBI,  TPYIIIBL,
XpaHCHUS; THUIIBI;
MPOBOANTH TOJUCTHYIO TPOBEPKY | TpeOOBaHUS K
(GU3NIECKOTO  COCTOSHUS  J1eN | 0(OPMIICHUIO
(IOKyMEHTOB); JIOTOBOPOB Ha
pa3bICKUBaTh HEOOHapyKEHHbIE | PeATU3aLUI0 yCIIyT
nena (I0KyMEeHTHI); BHEIITHETO XpaHeHUs
3amuUmaTh nHHOPMAMOHHBIC nen (TOKyMEHTOB);
pecyp CpOKHU BBITIOJTHEHUS
pabor;
TpeOOBaHMS K
YCTaHOBJICHHBIM
HOpMaM BBIPAOOTKHU
IIK 2.4 | oprann3oBeiBaTh U 00€CHEYMBATH | HOPMATUBHbBIE o0ecnieuyeHus
XpaHeHue el (JOKYMEHTOB) | MPaBOBBIC aKThl | XpaHEeHHs,
BPEMEHHOTO xpaHenus | Poccuiickoit KOMIUIEKTOBAHMUS,
OopraHu3anuu B TpaAunMoHHOM u B | Denepanuu B chepe | yu€ta u
AJIEKTPOHHOM BU/IE; JIEJIONPOU3BOJICTBA U | MCIIOJIb30BAHMSI JIEI
KOHTPOJIUPOBATh pa3paboTKy | apXUBHOTO JIeNa; (1OKyMEHTOB)

CTPYKTYPHBIMH  OApa3JEICHUIMU
ONMCEH W aKTOB O BBIIEICHUM Ha
YHUUTOXKEHHE Jiel  (JIOKYMEHTOB)
BPEMEHHOI'O XpaHEeHus B
TPaJULIMOHHOM U B D3JEKTPOHHOM
BU/IE;

(dbopMUpOBaTh €IUHUIBI XPAHEHUS
JOKYMEHTOB JIJISl UX MOCJIEYIOIIErO
pasMeleHus B apxuBe
OpraHM3aluy;

COCTaBJISITh CIPaBOYHO-TIOMCKOBBIE
CpEACTBA K AapXUBHBIM JellaM

(moxymeHTaMm);
OCYIIECTBIIATh MTOMCK Jen
(TOKYMEHTOB) BPEMEHHOTO

XpaHEHUs B IPOLECCE UX XPAHEHUS
B CTPYKTYPHBIX IOAPA3JCIICHUAX U
apXuBE OpraHu3allly;

HOpPMAaTHBHEIC
IPaBOBbIE
Poccuiickoit
®enepanuu B 0biactu
3alIUTHl TTEPCOHATBHBIX
JTAHHBIX;
HOpPMAaTHBHEIC
MIPaBOBBIE
Poccuiickoit
®enepanuu B obiactu
KOH(PHUACHITHATHHOCTH
uH(pOpMaIHH;
METOMYECKHUE
JOKYMEHTBI u
HaI[MOHAJILHBIC
CTaHJapThl B 00JacTu
JIeJIONIPOU3BOACTBA U
apXHUBHOTO JIeN1a;

AaKThbI

AaKThI

OCYIIECTBIISTh METOJMYECKOE | METOAMKA Pa3pabOTKU
PYKOBOJCTBO opranuszanueii | popm Y4ETHBIX
XpaHEHHUs  Jel (IOKYMEHTOB) | TOKYMEHTOB B

BPECMCHHOI'O XpaHCHUA
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B CTPYKTYPHBIX IOJpa3JeiIeHUAX

OpraHu3aluy;
OKa3bIBATh CTPYKTYPHBIM
MOAPA3ACICHUAM  IPAKTUYECKYIO

[OMOIIlb B OpraHW3allMi XPaHCHHUSI
nen (TOKyMEHTOB);

pa3pabaTsiBaTh CIIPaBOYHO-
WH(POPMAIIMOHHBIE JIOKYMEHTBHI 10
OpraHu3ali HCIIOJIB30BAHUS eIl

TPAIUIIMOHHOM W B
3JICKTPOHHOM BHJIE;
paBuIa
CHCTEMATHU3AIUH u
KJIacCU(UKALIUN
JIOKYMEHTOB;
0COOEHHOCTHU
OpraHM3alii XPAHCHUs
nen  (JOKyMEHTOB) Ha

(1OKyMEHTOB) BPEMEHHOTO | pa3IMYHbIX HOCUTEIISX;
XpaHEHHS B CTPYKTYPHBIX | KDUTEPHU ONpEACICHHUS
HOJIpa3/IeIeHUsX U apXMBe | LIEHHOCTH nen
OpraHu3aluy; (1OKyMEHTOB) JUTS
IPOBOJIUTH 3KCIEPTU3Y LEHHOCTH | JAJbHEHIIEro XpaHeHus
nen  (DOKyMEHTOB) BPEMEHHOIO | MJIM YHUUYTOXCHUS;
XpaHEeHHUs, IIepe/IaHHbIX B apPXUB; TpeOoBaHUs K
OINpEeAEATh CPOKM XpaHEHHUs el | IpoleccaM
(1OKyMEHTOB) BPEMEHHOI0 | YHUUYTOXEHHUS
XpaHEeHus; UHpOpMaLIUU B
obecreynBaThb 3alIUTy Jel | TPaAULIMOHHOM U
(1OKyMEHTOB) BPEMEHHOTI'O | 3JIEKTPOHHOM BHUJIE;
XpaHeHHs B  OpraHM3alud  OT | TpeOoBaHUs OXPaHBbI
HECaHKLMOHUPOBAHHOTO  JOCTyMNa | Tpy/a.

WIA YHUYTOXKEHUS;

MIPOBOJIUTH ¢buznueckoe

YHUUTOXKEHUE JeNl (JOKYMEHTOB)

BPEMEHHOI'O XpaHeHUs c

UCTEKIIUMHU CPOKaMH  XpaHEHHs

nocie COTJIACOBaHUs co

CTPYKTYPHBIMHM  TOApa3eNeHUSIMU

OpraHu3aluiy;

ohopMIIATH yUETHBIE TOKYMEHTHI 00

YHUUTO)KEHUHU JeNl  (JOKYMEHTOB)

BPEMEHHOI'O XpaHEeHUs c

UCTEKIIUMH  CPOKaMHU  XpaHCHHS

COBMECTHO CO  CTPYKTYpPHBIMHU

M0/Ipa3IeJICHUsIMU OpraHU3aIH.

IIK 2.5 | cuctematuzupoBaTh ¥ 0000IIATh | HOPMATUBHBIE OCYIIECTBIICHHS
CBEJICHHSI O COCTaBE U COJIEpP’KaHUU | IPABOBBIE aKTBI | UCTIOTB30BaHUS
apXMBHBIX €] (JJOKYMEHTOB); Poccuiickoii apXHUBHBIX nen
ucnonp3oBath  MHQopMmanuoHHele | Genepaunn B cdepe | (TIOKyMEHTOB), B TOM
TEXHOJIOTUM B OOJIACTH CO3/IaHUs | IEIONPOU3BOJICTBA; qucie C
CIPaBOYHO-TIOUCKOBBIX CPEICTB | HOpPMaTHUBHbIE HCIOJIb30BaHUEM
apxuBa M JIOKYMEHTHUPOBAHHBIX | IPABOBBIE aKThl | aBTOMaTHU3UPOBAHHBIX
cdep aesTenbHOCTH Oopranu3anuu; | Poccuiickoi CHCTEM
dbopmMupoBarth OCHOBHBIE u | Geneparuun B obnactu

BCIIOMOTATEIIBHBIE BHUJIbI apXHUBHBIX
CIPaBOYHUKOB B  JJIEKTPOHHOU
(opme;

MOJIrOTaBIIMBaTh WH(POPMALMOHHbIE
JOKYMEHTBI 1o 3ampocam

3alATHl TTEPCOHAIBHBIX
JTAHHBIX;

METOIMYECKHUE
JOKYMEHTHI B oOjactu
WCIIOJIh30BAHUS u
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MOJIb30BaTENCH Pa3MUYHBIX | MyOJIMKAIIMA apXUBHBIX

KaTeTrOpHil. nen (IOKyMEHTOB);
CepTU(HUIMPOBAHHBIC
uH(pOpMaIMOHHO-

MOUCKOBBIE CHUCTEMBI B
obrmacth  pa3paboTKH
HAy4YHO-CIIPAaBOYHOT'O
amrmapara
JIOKYMEHTHPOBAHHBIX
chep NEeATeTLHOCTH
OpraHu3aINH;

CpOKH BBITTOJTHCHHSI
paboT Mo opraHu3aIuu
UCIIOJIb30BaHUS
APXUBHBIX nen
(mOKyMEHTOB);
OpTraHU3aIOHHBIE
TPUHIUITBI
UCTIOJIb30BaHUS
JIOKYMEHTOB
OTPaHUYECHHOTO
JIOCTYTIa;

TpeOoBaHUs K
MOJITOTOBKE apXHBHBIX
CTPaBOK W BBIMIHCOK W3
ApPXUBHBIX JOKYMEHTOB;
TpeOoBaHUs OXpaHbl
Tpyja.

2. CTPYKTYPA U COAEP KAHUE NTPO®ECCHUOHAJIBHOI'O MOAYJIAA
2.1. TpynoeMKOCTb OCBOCHHUSI MOAYJISA

B 1.4. B popme

HanMeHOBaHMe COCTABHBIX YaCcTeH MOLYJIA O0bem B yacax | NPaKTHYECKOH
MOJATrOTOBKH

YueOHble 3aHATHS 190 84
KypcoBas pabdota (mpoekt) - -

CamMocTosTeapHas padoTa 20 -

ITpakTHka, B T.4.: 216 216
y4yeOHast 72 72
IIPOU3BO/ICTBEHHAs 144 144

[TpomexyTouHas aTTeCTalus, B TOM YHCIIE:
MJIK 02.01 6 ¢popme ough.3auémos

MJIK 02.02 6 popme ough.3auémos
MJIK.02.03 6 hopme sx3ameHna

MJIK 02.04 6 popme ough.3auémos

1IM.02 (3x3amen no mooyno)

12 12

Bcero 438 312
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2.2. CtpykTypa npoecCHOHAJIBLHOI0 MOIYJISI

Kopg OK, = <
5 - = g © s | 3
=l w | E E| & | E| &

HaumenoBanus 52| H = = g i =
a 8 < = = < s
pas3fennos Beero| = S| = & S = g | E
npodeccHOHANTBHOTO| , Yac.| < a 2 2 g o 5 | R
MOy JIs g S 2 @ & § 3 E’(
am 5 M © i ®)
& 7| & 2 |” |8
= |8 z | O 2
aa) =
1 2 3 4 5 6 7 8 9 10
OK 01, OK | Pa3nen 1. 36 6 36 36 - -
02, OK 04, | Opranuzarus u
OK 05, OK | obecnieueHne 0CHOB
09, IIK 2.1 | apxuBHOM
JIeSITEIIbHOCTH
OK 01, OK | Pazpgen 2. 36 10 36 32 - 4
02, OK 04, | Opranuzanus
OK 05, OK | nesareabHOoCTH
09, 11K 2.1 | apxuBoB
OK 01, OK | Pazpgen 3. 102 58 102 90 - 12
02, OK 04, | Opranuzamus
OK 05, OK | apxuBHOTO 1emna
09, IIK 2.1
K 2.2, IIK
2.3,1IK 2.4,
I1K 2.5
OK 01, OK | Pa3nen 4. 36 10 36 32 - 4
02, OK 04, | Opranuzarus
OK 05, OK | xpaHeHus
09,IIK 2.1 | 1OKyMEHTOB B
IIK 2.2, IIK | apxuBe
2.3,1IK 2.4,
I1K 2.5
VYuyeOHas mpaktuka | 72 72 72
[IpowsBoncTBenna | 144 144 144
s IPaKTHKA
[TpomexxyTouHas 12 12
aTTecTaIus
Bcezo: 438 | 312 | 210 | 194 | - 20 | 72 | 144
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2.3. Coep:xanue npogeccuoHaJIBLHOI0 MOIYJIs

Oo0neM, ak. 4. / Koabl
B TOM 4HcCJIe KOMIIeTeHII Ui,
B popme ¢dopmupoBanmnio
HaumenoBanue Coaeprxanue yueOHOIro MaTepuaJia, NPAKTHYECKUX U J1a00paTOPHBIX 3aHATHS, N
pa3aesioB M TeM KypcoBasi padoTa (IpoeKT) MPAaRTHHICCROU KOTOPDIX
NOATOTOBKH, crocoocTByeT
aK. 4. 3JIeMeHT
NPOrpaMMBblI
Paznea 1. Opranusanus v odecniedeHre OCHOB aAPXHBHOM 1eSITeJIbHOCTH 36/6
MK 02.01. Opranu3anus 4 HOPMATHBHO-NIPABOBbIE OCHOBbI APXMBHOI0 J1eJ1a
Tema 1.1. Conep:xaHue 6/-
Beenenue B IIM u Beenenue B npenmer. OCHOBHbBIE TEPMHUHBI U OIIPEIECICHUSI. 2 OK 01-02, OK
MJK. Uctopus CBs3b C IpyruMu o0nienpodeccHOHATBHBIMU ¥ CIICITUATBHBIMU JTUCIUTIIHHAMH. 04- 05, 0K 9
BO3HMKHOBEHUSI VcTopust BOBHUKHOBEHUS apxuBOB B J[peBHeii Pycu. 4 MK 2.1 -2.5
apXUBHOI Hcropus apxuBHOro aena B Poccuiickon ummnepum.
AeATEJLHOCTH B HcTopust apxuBHOTO J1€1a B COBETCKUH IIEPUO.
Poccun Passutue apxuHOro nena B Pocculickon denepanuu.
Tema 1.2. Conep:xanue 12/2
HopmaTtusHo- ApXHBHOE IPaBO M APXUBHOE 3aKOHOIATENBCTBO. 4
npasosasi 6a3za OTHYeCKUM KOJIEKC apXUBHCTOB. 2
apXHBHOI IIpaBOBBIE OCHOBBI PETYJIMPOBAHUS APXUBHOM ACATEIBHOCTH. 2 OK 01-02. OK
AeATEeJTbHOCTH B ®denepanbubiit 3akoH oT 22.10.2004 Ne 125-®3 «O06 apxuBHOM nene B Poccuiickoit 04- 05 O’K 9
Poccun Denepanuny. OK21-25
Cucrema yrnpaBieHus: apXuBHbIM z1e110M B Poccun. denepanbHoe apXUBHOE areHTCTBO. 2 ’ '
B TOM 4nc/ie NPAKTHYECKUX 3aHATHI H PAKTHYECKHUX padoT 2
1. Pabora B mpaBoBoii 0a3e ¢ HOpMaTUBHO-TIPAaBOBBIMU JJOKYMEHTaMU B cdepe 2
ApPXUBHOTO JIETa.
Tema 1.3. Conep:xkanue 16/2
Opranunzanus Opraan3anuu 1o0KyMeHTOB ApxuBHoro ¢onaa Poccuiickoit deneparumn. 4
ApxusHoro ¢ponna | Cospemennbiii coctaB ApxuBHoro Gonaa Poccuiickoii demeparuu. 2 OK 01-02, OK
Poccuiickoii Knaccuduxanus 1okymenToB ApxusHoro ¢onga Poceuiickoit ®enepanyn. 2 04- 05, 0K 9
Denepaunn KommiekroBanue ApxuBHoro ¢onna Poccuiickoit denepammm. 4 TIK2.1-25
CnHCcKM HCTOYHUKOB KOMIUIEKTOBAHHS.
ApxuBHas 3apyOexxHast Poccusi. 2
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B TOM 4Hc/ie IPAKTHYECKUX 3aHATHI U NPAKTHYECKUX padoT 2

Pa6ota ¢ [Ipukazom Munucrepcta KyiabTypbl PO ot 31 mapta 2015 1. Ne 526 «O06 1
YTBEPKICHUH MPABUI OpraHU3allii XpaHEHUs, KOMIUIEKTOBAHUS, yUeTa U
HCITOJIB30BaHUs IOKYMEHTOB ApxuBHOTo doHaa Poccuiickoit deneparnuu u Apyrux
ApPXUBHBIX JOKYMEHTOB B OpraHax rocyJJapCTBEHHOH BJIacTH, OPraHaX MECTHOTO
CaMOYIPABIICHUS. M OPTaHU3ALUIXY.

2. OnpenieneHle HCTOYHUKOB KOMIUIEKTOBAHHUS apXUBa. 1

IIpomexyrouHasi arrectanus B popme 1udGepeHIUPOBAHHOIO 3a9€TA 2

Paznea 2. Opranusanus 1esiTeJIbHOCTH apXHBOB 36/10
MJIK 02.02 I'ocyrapcTBeHHbIE, MYHHIIUNIAJIbHbIE ADXMBBI M APXUBbI OPraHU3aALMil

Tema 2.1. Conepxanue 14/2
Buabl apxuBoB B Buasl 1 pa3HOBUIHOCTH apXUBOB. | 0Cy1apCTBEHHBIE apXUBBI: BUBIL, 33/1a4H, 5
Poccun GyHKIHH.

Certb (enepanbHbIX rOCYJapCTBEHHBIX apXUBOB.
MyHununaabHbIe apXUBBL: BUBI, 3a/1a41, (GYHKLUH. 2 OK 01-02, OK
BenomcTBeHHbBIE apXUBBI: BUIbI, 3a1a4H, pyHKIMHU. Jlerno3uTtapHoe XpaHeHHE. 04- 05, 0K 9
ApXUBBI OpraHU3alMi: BUJIbL, 3a]1a4H, QYHKIUH. [K2.1-25
[TpumepHble nonoxenus o0 apxuBax. CTpykTypa apxuBa

Opranu3anus Tpy/ia nepcoHaia.

B TOM 4nc/ie NPAKTHYECKUX 3aHATHI H PAKTHYECKHUX padoT

Pabora B cetn HTepHeT, B TOM uncie Ha nopraie Apxusbl Poccun:

MOMCK PA3JIMYHbIX [0 paHTy (YPOBHIO) U IPOGUIIO apXUBHBIX YUPEKACHUMN.
1. OdopmiieHne pe3yabTaToB oucka B Tadnuue «IIpuMepsl apXuBOBY. 2

N ININININ

Tema 2.2. Conep:xanue 17/5
JKcnepTU3a Opranuzanus JOKyMEHTOB B apXHUBeE (JOKyMEHTaIbHbIH, apXUBHBIH, CTPaXx0BOM (HOH/IBI
HEeHHOCTH 1 (HOH/I TOJTL30BAHMS).

AOKYMEHTOB OKcnepTu3a HEHHOCTU JOKYMEHTOB: 3a/1a4H, IPUHIUIIBI, KPUTEPUH. OK 01-02, OK
BuJbI SKCTIEPTHBIX KOMHUCCHH. 12 04- 05, OK 9

OdopmieHne pe3ynbTaToB SKCIEPTU3BI IICHHOCTH TOKYMEHTOB. K2.1-25

Bungl [lepeuneit JOKyMEHTOB C YKa3aHUEM CPOKOB XPAHEHUS.
N3yuenue Tunosoro Ilepeunst ¢ ykazaHUEM CPOKOB XPaHEHHsS.
B ToM umciie NTpaKTHYeCKUX 3aHATHI M MPAKTHYECKUX PadoT 5
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N3yuenue [lepeunst TUIIOBBIX yNPaBIE€HYECKUX apXUBHBIX JOKYMEHTOB, 2
00pa3yronmxcs B IpoIecce AesTeIbHOCTH FOCyAapCTBEHHBIX OPTaHOB, OPraHOB
MECTHOI'O CaMOYIIPABJIEHUS U OpraHU3alM, C YKa3aHUEM CPOKOB MX XpaHEHHUS.
Nzyuenue [lepeunsi THIIOBBIX apXUBHBIX TJOKYMEHTOB, 00Pa3yIOIIMUXCS B HAYYHO- 2
TEXHUUYECKOHN U IPOU3BOJICTBEHHOM EATEIBHOCTH OpraHu3alui, C yKa3aHHEM CPOKOB
XpaHEHUS.
2. YCTaHOBJICHHE CPOKOB XPAHEHHS 3arojOBKOB JIeT U JOKYMEHTOB 1O THIOBBIM 1
MEPEeYHSIM.
IIpomeskyTounas arrectauus B popme n1udpPepeHuupoBaHHOIO 3aUeTa 1
B ToM umciie camocTosiTeIbHASA padoTa 00y4aloNmUXCs 4
Paznea 3. Opranusanusi apXuBHOIO JeJia
108/64
MK 02.03 MeToauka u NPAKTHKA AaPXUBOBEIEHUS
Tema 3.1. Conepxxanue 8 OK 01-02. OK
JlokanbHbIE VYcraBel apxuBHbIX yupexaeHui. [lonoxenus o6 apxusax. MHcTpykuu no padore ¢ 4 04- 05 O’K 9
HOpMAaTHBHBbIE JIOKYMEHTaMHU. K 2'1 _25
AOKYMEHTBI apxuBa | [TonoxeHue 00 SKCIEPTHON KOMUCCHH. 2
[Tnanbl-rpaduku nmpuéma Aen OT CTPYKTYPHBIX MOJpa3JIelieHH U Tepenadyd Aen Ha 5
rOCY/IapCTBEHHOE XpaHEHUE U MPE/ICTABICHMs CBOJHBIX Pa3/IelOB OMKCEN B apXUB.
Tema 3.2. Conep:xanue 14/10
Homenkanarypa aen | Homenkiatypa Jen opraHu3aiin: Ha3HaueHue, QyHKIMA. BUapl 1 THITBI 2
HOMEHKJIATyPBbI JIE.
Knaccudukannonnasi cxema HOMEHKIATypbI 1€
[Topsimox paGoThl ¢ HOMEHKJIATYPOH JIeJl OpraHu3alul — UCTOYHUKA KOMIUIEKTOBAHUS 2
APXMBHOTO YUPEKIECHUS. OK 01-02, OK
B TOM 4nc/ie NPAaKTHYECKUX 3aHATHI M NPAKTHYECKHX PadoT 10 04- 05, OK 9
BHyTpeHHee u BHEIIHEE COTIIACOBAHUE, MOPSIIOK YTBEPKACHNUS HOMEHKIATYPHI 1€]1 MK 2.1-25
OpraHu3ali — UCTOYHUKA KOMIUIEKTOBAHUS apXUBHOTO YUPEKACHHUS.
Cocranenue 1 oopMIIeHHE HOMEHKIIATYPBI J1eJ1 OpraHnu3allui — HICTOUHUKA 10
KOMIUIEKTOBAHUSI apXUBHOTO YUPEKIACHHUS.
3akpeITHE, COCTaBleHHE M O(GOPMIICHME MTOTOBOM 3aluCH K HOMEHKIAType el
OpraHHU3aIMi — ICTOYHMKA KOMIUIEKTOBAaHHUS apXUBHOTO YUPEKACHHUS.
Tema 3.3. Conep:xaHue 18/14 OK 01-02, OK
[ToaroToBka 1€ K apXUBHOMY XPaHEHHIO. 2 04- 05, OK 9
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Od¢opmiienue CocraB y4€THO-CIIPaBOYHBIX JOKYMEHTOB apXUBHOTO JeIa. 2 K2.1-25
APXMBHOIO 1€j1a B TOM 4nc/ie NPAKTHYECKUX 3aHATHI H PAKTHYECKUX padoT 14
Hywmeparus 11cToB apXUBHOTO Jena.
Cocranenue 1 oopmiIeHHUE BHYTPEHHEN OMUCH U JINCTAa-3aBEPUTENST apXUBHOTO JIENIa.
CocraBnenue u opopmiieHHuEe KapThl-3aMECTHTEIs, JINCTA UCTIOIb30BaHHUS apXUBHOTO 12
Jena.
CocraBnenue u opopmiieHne PEeKBU3UTOB OOJI0KKH apXUBHOTO JIeNa.
[IpomrBKa apXUBHOIO JIEJa.
KoHTposibHas pabota 2
B ToM unciie camocTosiTe/ibHAA padoTa 00y4aOIINXCS 2
Tema 3.4. Conepxanue 20/10
Ilepenaua ITopsimok mepesayu JOKYMEHTOB Ha apXMBHOE XpaHEHUE. 2
AOKYMCHTOB ApxuBHas ONMCh: Ha3HauUeHUe, QYHKIMH, BUJIBI. 2
HA apXUBHOE [Topsinok opopmiieHus U paboThl C APXUBHOU OIHUCHIO. 2
XpaHeHue Ornucu fien CTPYKTYPHBIX MOIpa3IeIeHH.
Omnwucu aen opraHu3alyu: MOCTOSHHOTO XpaHEeHUs, 110 IMYHOMY COCTaBY, BPEMEHHOTO 2 OK 01-02. OK
Cpoka xpaHeHus cBbiie 10 ner. 04- 05 O’K 9
Onwucu 3IIeKTPOHHBIX JeJ1 (JOKYMEHTOB) OpraHU3aluu. K 2 ’1 Y
Bolienenue JOKYMEHTOB K YHUUTOXKEHHUIO. 2 ’ '
B TOM 4Hc/ie IPAKTHYECKUX 3aHSATHI U MPAKTHYECKUX padoT 10
CocraBnenue u opopmIIeHUE OMUCH JI€T CTPYKTYPHOTO MOAPA3IETICHHUS. 2
Cocrasnenue u opopmIIeHHE OMUCH JIeT OPTaHU3alIHH. 4
CocraBnenne u oQopMiIeHHE aKTa O BBIJCIEHUM K YHHUYTOXXEHHIO apXMBHBIX 4
JTOKYMEHTOB, HE MOJIKAIUX XPAHEHUIO.
Tema 3.5. Conepixanue 8/4
Yuér 10KYMEHTOB B | YUET JOKYMEHTOB B apXWBE: IPUHIIHIIBI, EAMHUIBI YUETa, YIETHBIC (DOPMBI.
apxuBe Buibl OCHOBHBIX apXHBHBIX CIIPABOUYHUKOB. APXUBHAsI DBPUCTHKA. 4 OK 01-02. OK
Cucrema HCA: Ha3HadeHNE, BUAHI IIOMCKOBBIX CHCTEM. 04- 05 O’K 9
B ToM 4Hc/ie IPAKTHYECKUX 3aHATHI U NPAKTHYECKUX padoT 4 K 2 ’1 Y
H3ydeHnue cocTtaBa 1 3all0JIHEHUS OCHOBHBIX YUETHBIX (JOpM apxuBa (KHUTa yuéTta ' '
MOCTYIUICHUS U BBIOBITHS JIeNT (IOKYMEHTOB), JIUCT (DOH/IA, PEECTp OMHCEH, CTUCOK 4
GboHIOB).
Tema 3.6. Conepixxanue 20/12
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Hcnoanp3oBanue
JOKYMEHTOB apXHBa

Opranu3anys UCTIONIb30BaHMs JOKYMEHTOB apXHBa: HOPMATHUBBI, 1SN U (POPMBL.

I[OCTYH K apXHBHBIM JOKYMCHTAaM. Bbmaqa JOKYMCHTOB BO BPEMCHHOC ITO0JIb30OBAHHE.

BI/I[[BI 3aIIpOCOB M CPOKHU MX BbIITOJIHCHH.

HpeI[OCTaBJIeHI/Ie OTBCTOB Ha 3alIPOCHI: APXUBHBIC CIIPpABKA, KOIIKWSA, BBIITMCKA

YuéT ¥ aHaJIM3 UCII0JIB30BAHUS APXUBHBIX JOKYMEHTOB.

OK 01-02, OK
04- 05, OK 9
[K2.1-25

B ToM uMciie NpaKkTHYeCKUX 3aHATHI M NMPAKTHYECKUX PadoT

CocrasiieHue 1 0pOpMIICHHE apXUBHOW CIIPaBKH Ha COIMAIbHO-IIPABOBOM 3aI1pocC.

CocraBieHHe U OQ)OpMHeHI/IC OTPHULATCIBHOI'O OTBCTA HA apXI/IBHHﬁ 3aIIpoc.

Cocrasnenue u opopMIIeHHE aKTa O BblJaue Jel (JOKyMEHTOB) BO BpEMEHHOE
10JIb30BaHHUE.

IIpomeskyTouHas arrecTanus B popme IK3aMeHa

KoncyabTanun

B ToM 4unciie camocTOosITEIbHAS paﬁoTa oﬁyqaloumxca

Paznea 4. Opranusanusi XxpaHeHHsl JIOKYMEHTOB B apXHBe

MK 02.04. O6ecnieueHrne COXpPAHHOCTH JOKYMEHTOB

Tema 4.1.
YcioBus XxpaHeHus
AOKYMEHTOB

Conep:xanue

Hp06neMa COXPAHHOCTH JOKYMCHTOB B dpXHUBaX. OCHOBHBIC TTIOHATHS U TCPMUHBI.

TpeboBanusl K 37aHUSIM U TOMeleHusIM apxuBa. O0opyaOBaHUE apXUBOB.

IToHsATHE «PEKUM XpAHEHUS TOKYMEHTOBY.
CylleCTBYIOIINE PEKUMBbI XPAaHEHUS] TOKYMEHTOB.

Pazmenienue JOKYMCHTOB B apXHUBC. Tonorpa(bnqecxne YKa3aTeJiu.

Hp06HeMa XHUIOCHUA JAOKYMCHTOB, MCPbI 0e30IMacHOCTH )51
Bansane NEPEMECIICHUA JOKYMCHTOB HAa UX COXPAHHOCTD.

3alllUThI.

OK 01-02, OK
04- 05, OK 9
[K2.1-25

Tema 4.2.
IIpoBepka HaMums
U COCTOSIHUS
AOKYMEHTOB B
apxmBax

Conep:xanue

[TpoBepka HaIUYHUS U COCTOSIHUSI TOKYMEHTOB B apXHBE.
PesynbpTaTsl IpOBEpPKU HAIMYMS U COCTOSIHUS JJOKYMEHTOB.
[Topsimok paboOThI MO BBISIBICHUIO MOBPEKAEHHBIX IOKYMEHTOB.

N

B ToM 4Hc/ie NPAKTHYECKUX 3aHATHI U MPAKTHYECKUX padoT

CocraBnenue u opopmiieHHE aKTa MPOBEPKH HAJTUYUUS U COCTOSTHUS JOKYMEHTOB.

CocraBnenue u opopmiieHHE aKTa 00 yTpaTre apXUBHBIX JOKYMEHTOB.

CocraBnenue 1 oopMIIeHHE aKTa O HEHCIIPABUMBIX MOBPEKACHUAX JOKYMEHTOB.

NN N[O

OK 01-02, OK
04- 05, OK 9
[K2.1-25

Tema 4.3.

Conep:kanue

8/2
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KouncepBauus u [TpoBepka TEXHUYECKOTO U (PUZUKO-XUMHUECKOTO COCTOSIHUSL AQPXUBHBIX JOKYMEHTOB. 2

pecraBpanus [Tpobnema cTapeHHst JOKYMEHTOB, «yracaHUE TEKCTay.

AOKYMEHTOB KoHcepBanust u pecraBpals apXUBHbIX JOKYMEHTOB. 2 OK 01-02, OK
Crioco0ObI BOCIIPOM3BEIEHUS U BOCCTAHOBJICHHSI JOKYMEHTOB. 2 04- 05, 0K 9
B TOM 4nc/ie IPAKTHYECKUX 3aHATHI H PAKTHYECKUX padoT 2 [K2.1-25
BoccTranoBineHne NOBPEKAEHHBIX TOKYMEHTOB. 1
CocrasieHne pecTaBpallMOHHOIO MAcIopTa Ha JTIOKyMEHT. 1

Tema 4.4. Conep:xkanue 4

CoxpaHHOCTB [TpoGsieMa COXpPaHHOCTH JEKTPOHHBIX JOKYMEHTOB. 2

AOKYMECHTOB Ha Xpanenue u 00paboTKa JOKYMEHTOB Ha CHEIHMAIbHBIX HOCUTEISIX. 2

CrenraabHbIX IIpome:kyTouyHas arrecTanus B popMe 1udpepeHHPOBAHHOIO 3a4€Ta 2

HOCUTEJISX B Tom unciie camocTosiTeIbHAS PaboTa 00y4aloIMXCs 4

YuyeOHas NpaKTHKa

Buasbi pador:

PaccMoTpenune CTpYKTypbl YUpexXJeHHs/OpraHu3aluu/IpeJupusaTis (Jlajlee — OpraHu3allM), COCTaBIICHUE

CXEMBl OPTaHU3aLlMOHHOM CTPYKTYpBI, ONPEICICHUE HCTOYHMKOB KOMIUIEKTOBAHHUS apXWBa OpraHU3aLHH.

N3ydeHne nOKHOCTHOW MHCTPYKIUU apXHUBUCTA.

CocraBiieHne CIUCKAa MCTOYHHMKOB KOMILJIEKTOBAHMS apXWBa OpraHM3alllM, OINpE/elIeHHE TPaHUIl apXHUBHOIO

donna.

CocraBiieHne cXeMbl pa3MELIEHUs CpelICTB XpaHeHMs. PaccMmoTpeHue Ttomnorpa@uueckux ykaszareiael B

apXuBOXpaHWIuIle opraHuzanuu. O3HAKOMJIGHHE C TpaBWIAMH BEJICHMS IKYpPHAJIOB HAONIOJEHHUS 32

TEMIIEPAaTyPHO-BIAXKHOCTHBIM PEXUMOM B apXHUBOXPAHWIHILE. OK 01-02. OK

IToaroroBka nen kK apXUBHOMY XPaHEHUIO, B TOM YKCJIE: U3YUYEHUE JOKYMEHTOB B LEJISX OIPEAEICHUS CPOKOB UX 72 04- 05 O’K 9

XpaHeHus, Hymepalusl JUCTOB apXUBHOTO JeNla, cocTaBlieHue U ohOopMIIeHHE BHYTPEHHEH OmHMcH M JIHMCTa- K 2_i o5

3aBepUTENSl ApPXUBHOTO Jiella, COCTaBlieHHEe U O(OpMIIEHHE KapThI-3aMECTUTENS, JHCTa HCIOIb30BAHUS
apXUBHOTO Jeja, COCTABJICHUE U OPOPMIICHHE PEKBU3UTOB OOJIOKKH apXWBHOTO NI, TPOIIUBKA apXUBHOTO
Jena.

CocraBiieHrne apXMBHOW OMUCH JIeJ MOCTOSHHOro XpaHeHus. OdopmiieHue onucH Jenl Mo JIMYHOMY COCTaBy.
Odopmnenne onucu nen BpemeHHoro (cBeiiie 10 JieT) cpoka XpaHeHHUS.

OdopMeHne TOKyMEHTOB 10 pe3yJIbTaTaM MPOBEPKU HATTUYHS i COCTOSIHHSI IOKYMEHTOB B aQpXUBE, O BBIJICTICHUHT
K YHUYTO)KCHUIO apXUBHBIX TOKYMEHTOB, HE MOJIEKAIIUX XPAHEHUIO.

O3HaKOMJICHHE C UCTOYHUKAMU U MOPSIKOM KOMILUIEKTOBaHUS (poHaa monb3oBaTeliss. O3HAKOMIICHHUE C TIOPSIAKOM
BBIIaYU ApPXUBHBIX JIOKyMEHTOB, OGOpMJEHHME IIAa0JIOHOB 3allpOCOB Ha BbIAYy AapXHUBHBIX JOKYMEHTOB.
[ToaroroBka OTBETOB Ha 3aMPOCHI: APXUBHBIE CIPABKA, KOMUS, BHIITHCKA
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Pabora ¢ I/IH(i)OpMaI_II/IOHHO-HOI/ICKOBBIMI/I CUCTCMAaMU U JJICKTPOHHBIMU KaTaJIOFaMU apXUBOB.

IIpousBoacTBeHHAS MPAKTHKA

Bunawbi pator:

N3yyenue npaBoBbIX (YUpEAUTEIbHBIX) U PACTIOPSIAUTEIbHBIX IOKYMEHTOB OPraHU3alMM — MECTA IIPOXOKIACHUS
MIPAKTUKU (ajee — OpraHu3aliy) ¢ 1esbio cOopa nHGOpMaIUK AJIsl UCTOPUUECKON CIPAaBKU K apXUBHOM OMUCH,
OIpeziesIeHUs TPaHULl apXUBHOTO (POH/Ia OpraHU3aI|H.

VYyacTtrue B KOMIUICKTOBAaHUM apXHUBa OpraHU3alliu JelaMH (IOKyMEHTaMU) MOCTOSTHHOTO U JOJITOBPEMEHHOTO
XpaHEHUsl.

N3ydyeHne apXuBHBIX JTOKYMEHTOB OPraHU3allMU C IENIbI0 UCKIIOUYEHUs TyOJIeTHOCTH MH(OPMAIUH, POBEPKU
(U3HYECKOTO COCTOSTHHSI JIeN (MOJUCTHBIA TpocMoTp jaen). CucreMaru3anusi TOKyMEHTOB B COOTBETCTBHH C
BbIOpaHHOM OpraHu3anueil cxemoil.

[IpumeHeHne cxeMbl pa3MeEIIeHUs] CPEJICTB XPaHEHHs] apXUBHBIX JOKYMEHTOB OpraHU3alluu MpHU NMpUEME Jel
(IOKYMEHTOB) Ha XpaHEHHUE.

Odopmienne TonorpaduyecKux ykazarejeil B apXuBoxpaHwiuine opranusanuud. OdopmiieHue sSpibIKOB Ha
MEPBUYHBIE CPEJCTBA XPAHECHHUS.

Pa3menienue nomnosHeHUs: apXuBHOro oHJA.

Odopmrnenne y4€THBIX JOKYMEHTOB MOCTYTIIICHUS U BHIOBITHUS €T

Odopmienre JOKyMEHTaUuu 1o Y4€ry ¢oHAa Moib3oBaTens, (OTo-, ayJIMOBU3YAIbHBIX JOKYMEHTOB,
AJIEKTPOHHBIX I0KyMEHTOB.

Odopminenne yu€THbIX (OpM apXrBa OpraHU3aIUH.

VYyacTue B IpOBEACHUH SKCIEPTU3bI HEHHOCTH JOKYMEHTOB OPraHU3allMi HA OCHOBAaHUYU HAYYHBIX KPUTEPHUEB UX
LIEHHOCTH M HOPMAaTUBHBIX JIOKYMEHTOB: NepeyHell U HoMeHKIaTyp. OmnpeneneHue CpOKOB XpaHEHUs
TOKyMeHTOB U 1ienl. OopMiieHne kapToueK-3aMecTUTeNeH ena.

[IpoBepka HalIW4YMs U COCTOSIHUS AapXMBHBIX JOKYMEHTOB OpraHu3aluu. BbigBieHue TOKYMEHTOB C
MOBPEXKICHUSIMU MaTEPUAIbHBIX HOCUTEIIEH.

Opranu3zanus po3bicka HeoOHapyKeHHbIX Jen. OdopMieHre TOKyMEHTAlUU 10 pe3yJibTaTaM MPOBEPKH.

PaboTta mo co3mgaHuIo0 CIPaBOYHO-TIOMCKOBBIX CPEJACTB apXHWBa OpraHU3allMM, B TOM YHCIE C NMPUMEHEHUEM
MH(OPMALIMOHHBIX TEXHOJOTWH. YuacTue B (OPMHUPOBAHMM OCHOBHBIX U BCIIOMOTATENIbHBIX apXHUBHBIX
CIIPaBOYHUKOB, B TOM YHUCJIE C UCTIOIB30BAaHMEM aBTOMATU3UPOBAHHBIX CUCTEM.

CocraBrieHrne apXUBHOW OMUCHU JI€J MOCTOSHHOrO XpaHeHus. OdopmiieHue OmucH Jenl MO JIMYHOMY COCTaBy.
Odopmrnenne onucH nen BpeMeHHoro (cBeimie 10 JieT) cpoka XpaHEeHHSL.

144

OK 01-02, OK
04- 05, OK 9
K 2.1-25
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[Touck nHpOpMaIMK TIO 3aIIPOCY MOIH3OBATEINS, B TOM YUCIIE C UCIOIB30BAaHUEM aBTOMATU3UPOBAHHBIX CUCTEM.
VcnionHeHue 3anpocoB 10 MOUCKY apXUBHBIX /1€ (JOKYMEHTOB) OpraHU3ally, B TOM YUCIIE C UCIIOJIb30BaHUEM
MH(OPMALMOHHBIX TEXHOJIOTHH.

IIpome:kyTouHasi arrectauus B popme IK3amMeHa 6

Bcero 438
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3. YCJIOBUSA PEAJIMBALIMUA TPO®ECCUOHAJIBHOI'O MOAYJIA

3.1. MaTepuajibHO-TeXHUYECKOE o0ecneyeHne

KabuneTsl mpodeccnoHaTbHBIX MOJYJICH, OCHAIIEHHBIE B COOTBETCTBUU C MPWIOKCHUEM 3
OOII-II.

Jlaboparopun «ApxuBHOTO Jnena», «OpraHuzanud pabOTHl € JOKYMEHTAMH, CHCTEM
3JIEKTPOHHOTO JIOKYMEHTO000POTa» OCHAIIIEHHAsI B COOTBETCTBHH ¢ npuiiokennem 3 OOIT-I1.

OcHameHHbie 0a3bl TPAKTHKU (MACTEPCKUE/30HBI IO BUJAM padoT), OCHAIICHHBIC B
cooTBeTcTBUU ¢ npuitoxenruem 3 OOII-II.

3.2. YueOHO-MeTOAMYECKOE o0ecnedeHne

3.2.1. OcHOBHBI€ TIeYaTHbIE H/WJIN JIEKTPOHHbIE U31aHUSA

1. Opranuzanus apXuMBHOM M CIPaBOYHO-UH(POPMAIMOHHOW pabOTHl MO JOKYMEHTaM
opranmzaiun [Tekcr]: y4eOHMK sl WMCHOJB30BaHUS B Yy4eOHOM Iporecce 00pa30BaTENbHBIX
YUPEXKJIEHUHN, peaTu3yIolMX MPOrpaMMbl CpeaHEro mnpodecCHOHAaNBFHOrO O0pa3oBaHUS IO
cnenuaibHOCTH "JlOKyMEHTaIMOHHOE OOECICUYCHHEe YIPaBJICHHUS W apXUBOBeaeHUE»: [B 2 d.] /
[bypoBa E. M., Xopxopauna T. 1.]; mox pexa. E. M. bByposoii — 3-e uzn. crep. — MockBa: Akanemus,
2019. (Ilpodeccronansroe odbpazosanue. I[lpodpeccrnonanbusiit Moxyns). Y. 1. —2019. —336 c. ISBN
n3nanust: 978-5-4468-5976-4. ISBN Ttoma: 978-5-4468-5974-0.

2. OpranHuzanusi apXUBHOM M CIPAaBOYHO-MH(POPMAILMOHHON padOThl IO JIOKyMEHTaM
opranmzaiuu [Tekct]| : y4eOHMK JUIs MCIONB30BaHMS B Y4eOHOM mpolecce o0pa3oBaTeIbHBIX
YUPEKACHUH, PpeaTM3yIOMNUX TMPOTrPaMMBl CPEeTHEro Mpo(ecCHOHAILHOTO 00pa3oBaHUs IO
cnenuanbHocTH "J{OKyMEeHTallMOHHOE OOecCIeueHue YIMpaBiCHUs W apXuBoBeneHue»: [B 2 .| /
[bypoBa E. M., Xopxopauna T. 1.]; moxg pen. E. M. BypoBoii. — 3-e uza. crep. — MockBa: Akagemus,
2019. — (ITlpodeccuonansHOe obpazoBanue. [Ipodeccrnonanbubrii Moayis). U. 2 / [E. M. Byposa, A.
I1. ApanacbeBa, E. B. Anekceesa, A. E. Ponunonosa]. — 2019. — 400 c. ISBN: 978-5-4468-5975-7

3. Packun, /.. Meronuka © NpakTHKa apXWBOBEAEHUS: YYEOHUK [UIsl CPEIHEro
npodeccuonansHoro obpazoanus / JI. U. Packun, A.P.CoxomoB. — Mocksa: W3natenbcTBo
FOpaiit, 2022. — 339 ¢. — (IIpodeccronaibHOe 0Opa3zoBanue). — TEKCT: HEMMOCPEACTBEHHBIA. —
ISBN 978-5-534-02419-7.

4. Packun, JI. 1. Meroauka M npakTHKa AapXUBOBEAEHUS: YYEOHUK [UIsl CPEIHEro

npodeccuonansHoro obpazoanus / JI. U. Packun, A.P.CoxomoB. — Mocksa: W3natenbcTBo
FOpaiit, 2022. — 339 ¢. — (IIpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-02419-7. —
Texkcrt: neKkTpoHHBI  //  OOpa3oBarenbHas mwiargpopma  FOpaiit [cauT]. —

URL.: https://urait.ru/bcode/492546

3.2.2. JlonoJTHUTEIbHbI€ HCTOYHUKH

1. bacakoB, M.U., [lokymeHTallmoHHOE oOOecTleueHne ympaBieHus (C OCHOBaMHU
apxuBoBezieHus1): yaeoHoe nocoodue mist CIIO / M.M. bacakoB. — Mocksa: U3narensctBo KuoPye,
2022. — 216 c. — Tekcer : HenocpencTBeHHbIA. — ISBN: 978-5-406-09983-4.

2. bypona, E. M., MypasbseBa, H. A. CnipaBO4HUK [0 apXUBHOMY J€Iy AJIsi paOOTHHKOB
opranmzaruii. — (Cepusi «YmpaBiaeHueckass 6e3omacHocTh» / moa ooml. pea. A. b. bezdopogona). —
M: Tepmuxka, 2018. — 396 c. — Tekcr : HenocpeacTBeHHbIN. — ISBN: 978-5-6040204-4-9.

3. Beperexuna, C.B., HerocynapcTBeHHbIE CTPYKTYPBI U ayTCOPCHHT B apXUBHOM JIETIE :
monorpadus / C.B. Beperexuna. — Mocksa: UznarensctBo Pycaitnc, 2022, — 128 c. — Tekcr :
HenocpeacTBeHHbIi. — ISBN: 978-5-4365-8006-7.

4. Eropos, B.II, CiuunbkoB, A.B. OO0ecrnedeHune COXpaHHOCTH, pecTaBpauus U
KOHCEpBalusl JOKyMEHTOB: yueObHoe mocobue. — C.-116.: Jlans, 2022. — 220 c. — ISBN: 978-5-507-
45047-3.

5. Eropor B.II. CoBpemeHHas opraHm3aiys TOCYIapCTBEHHBIX YyupexaeHui Poccumu:
yaeoHoe nocodue mnst CI1O / B. I1. Eropos, A. B. CiuabkoB. — Cankr-Ilerepoypr: Jlans, 2020. —
204 c. — Tekcr : HenocpeacTBeHHbIN. — ISBN: 978-5-8114-6382-4.

6. Koznos, B. II. ApxuBoBenenue: yueOHUK U mpakTUKyM Ui By3os / B. I1. KoznoB. —
Mocksa: UzgarensctBo HOpaiir, 2022. — 329 ¢. — (Beiciiee obpasosanue). — ISBN 978-5-534-
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14066-8. — Tekcr: onektponHbli // OOpa3zoBatenbHas mnatrdopma FOpaiit [caiT]. —
URL.: https://urait.ru/bcode/496661

7. TlaBnoma, P. C. Jlenonpou3BoACTBO MO OOpAIEHUSM Tpa)KIaH: yuyeOHOe mocooue s
CIIO / P. C. I1aBnoBa. — Cankt-IlerepOypr: Jlans, 2022. — 324 c.: ui. — TekcT: HEMOCPEACTBEHHBIH.
— ISBN: 978-5-8114-9925-0.

8. [IlomoB, A.B. ApxuBoBeneHue. 3apyOexxHas Poccuka: y4eOHHMK I CpEIHEro
npodeccuonansHoro oopazosanus / A. B. IlormoB. — Mocksa: M3garensctBo FOpaiit, 2022. — 168
c. — (ITpodeccuonanbuoe oobpazoanue). — ISBN 978-5-534-10240-6. — TekcT: 31eKTpOHHBIN //
OopasoBarenbHas wiathopma HOpaiit [caiit]. — URL: https://urait.ru/bcode/495214

9. Packun, 1. U. ApxuBoBeaeHue: yueonuk ans By3oB / JI. Y. Packun, A. P. CokonoB. —
2-¢ w3n., uchp. u gomn. — MockBa: MzmarensctBo FOpaiit, 2022. — 468 c. — (Bricmee
obOpazoBanmue). — ISBN 978-5-534-15245-6. — Tekct: »nexktpoHHbli // OOpa3oBaTenbHas
iatdopma IOpaiit [caiit]. — URL: https://urait.ru/bcode/497656

10. Camapuyk, H.C., MapketunroBas JAeSITE€IbHOCTh TOCYJApPCTBEHHBIX apPXUBOB:
monorpadus / H.C. Camapuyk. — Mocksa: UznmarensctBo Pycaitac, 2023. — 312 c¢. — Tekcr:
HernocpenctBeHHsblin. — ISBN: 978-5-466-01550-8.

11. TenpuapoB A. JI. ApxuBoBezaeHue: yuebnoe mocodue ais 6akanaspos / A. /1. Texpuapos.
5-e u31. — Mocksa: UTK «JlamkoB u K», 2022. — 184 c. — Tekct: HenocpencTBenHbiid. — ISBN: 978-
5-394-04946-0.

12. Xopxopauna, T. . ApxuBHas sBpuctuka: yueonuk / T. V. Xopxopauna, A. B. ITonos;
nop pex. E. W. [luBoBapa. — 4-e uzna. - Mocksa: Poc. roc. rymanut, yH-T, 2019. - 296 c. — ISBN
978-5-7281-2497-9. — TekcT: 2INEKTPOHHBIN. —

URL.: https://znanium.com/catalog/product/1087575

13. ILlemenkoBa, C. M. ApxuBoBenenue. Mcropusi apxuBoB Poccun ¢ n1peBHEHIINX BpeMeH
no Hayama XX Beka: ydyeOHoe mocoOue sl CpeAaHero npodecCHOHalIbHOro 0o0pa3oBaHUs /
C. U. llemenkoBa; mox HayuHou peaakiueit JI. H. Mazyp. — Mocksa: U3gatensctBo IOpaiit, 2022.
— 153 c. — (IIpodeccuonansHoe obOpazoBanue). — ISBN 978-5-534-10241-3. — TekcrT:
aneKTpoHHbIH // O6pa3zoBaTensHast atdopma FOpaiit [caiit].— URL: https://urait.ru/bcode/495215

14. IlaxonanoBa, O.FO. Opranuzanus rocyJapCcTBEHHBIX yupexaeHuil Poccun: yuebHoe

nocodue s cpeaHero npodeccuonansHoro obpasosanus / O. 0. IllaxomanoBa. — 2-¢ wu3m.,
nepepab. u jon. — Mocksa: U3zgarensctBo HOpaiit, 2022. — 161 c. — (IIpodeccuonansHoe
obpazoBanme). — ISBN 978-5-534-12448-4. — Texkct: snexTpoHHbI // OOpa3oBarenbHas

mnardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/496292

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUSA
MMPO®ECCHUOHAJIBHOI'O MOAYJIA

Kon IIK, OK Kpurepun oueHku pesyibrara ®opMbI KOHTPOJISA ¥
(moka3areu 0CBOCHHOCTH KOMIIECTCHIHI) METOJbI OLEHKH
K 2.1 Co3nanue JOKaIbHBIX HOPMAaTHUBHBIX JIOKYMEHTOB U | AHAJIN3 U OLIEHKa

MPOTOKOJIOB  3aceJaHWil JIKCIEPTHOH KOMUCCHH | peUIeHHH MPOOIeMHBIX
opranuzaruu. [IpoBeneHNEe HKCIEPTU3BI IEHHOCTH | CUTYaIlUl, TPH
JIOKYMEHTOB OpraHU3allNH. BBITTOJIHEHUH
MPAKTUYECKHUX PadoT.
TectupoBanue.

3auétel no MJIK,
aTTecTalus mno
MPOU3BOJCTBEHHOM
MPaKTHUKE; HK3aMEH
KBTI (UKAITMOHHBIN TI0
1M 02

K 2.2 VY4ET apXuBHBIX JIe7 (JIOKYMEHTOB) TIOCTOSIHHOTO U | TecTupoBaHue.
BPEMEHHOT'0 XpaHeHus. YU€T OHI0B U onucei OreHka o uroram
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ApPXUBHBIX JIeJ1 (JOKYMEHTOB). YUET BbIIaUU
ApXUBHBIX JeJl (IOKYMEHTOB) U3 apXUBOXPaHWINIIA
Y UX BO3Bpara. YUYET U KOHTPOJIb Iepeadu
ApPXMUBHBIX eI (JOKYMEHTOB) B TOCY/IapCTBEHHBI/
MYHHIIUITATILHBIA apXUB WIK HA NHOE BHEITHEE
XpaHeHue. YU€T U po3bICK HEOOHAPYKEHHBIX eI
(moxymenTtoB). Benenue nen ¢honmoB

BBITIOJIHEHUS
MPAKTUYECKUX PadoT.
3auétel mo M/IK,
aTTecTanus 1o
MIPOU3BOACTBEHHOMN
MIPaKTUKE

IIK 2.3 Co3znanue onucel Jen (TOKyMEHTOB) OpTaHU3allun AHanus 1 oreHKa
MIOCTOSIHHOTO CPOKA XPaHEHUS U 110 TUYHOMY perieHui mpoOIeMHBIX
coctaBy. Pazmernienue apXuBHbIX 7€)1 (JOKYMEHTOB) | CUTyaluii, pu
B apXMBHBIX XPAHWIUIIAX B COOTBETCTBUHU C BBITIOJIHCHUH
BBIOpaHHOM CXeMOH Kiaccu(PHUKauu 1 MPAKTUYECKUX PadoT.
cucremarusanuu jen (nokymeHnTos). Coznanue u TectupoBanue.
o0ecreueHrne PeKMMOB XPaHEHHsI apXUBHBIX JIEJT 3auétel no M/IK,
(moxymentoB). [IpoBepka HaIMUUS U COCTOSTHUS aTTecTaIus 1o
ApXUBHBIX JIel (I0KyMEHTOB). BoisiBieHue u yuét MIPOU3BOJCTBEHHOMN
APXUBHBIX JIeJT (IOKYMEHTOB), TPEOYIOIINX MPaKTHUKE; YK3aMEH
pecTaBpalilMOHHOM, KOHCEPBALIMOHHO- KBaJIM(DUKAIIMOHHBIH 1O
MPOPUIAKTUYECKON U TEXHUUECKOM 00padOTKHU. 1M 02
[ToaroroBka ycnoBuii as odecreueHus
COXPaHHOCTH apXUBHBIX JIe]T (IOKYMEHTOB) B
0COOBII TIEPHUOJ] ¥ UPE3BBIYANHBIX
cutyarusax. OCyiecTBICHNE KOHTPOJIS JTBUKEHUS
APXUBHBIX el (IOKYMEHTOB) U X (PU3UUECKOTO
coctosiaus. [lonroroBka u nepenaya apXuBHbBIX J1€IT
(ITOKyMEHTOB)

B FOCYJJapCTBEHHBII/ MyHUITUTIATHHBIA apXHUB W
Ha MHOE BHEUIHEE XPAHECHUE

IIK 2.4 Yuér onuceit Aen BpEMEHHOTO XpAHEHUS AHann3 U olleHKa
CTPYKTYPHBIX MOJPA3ACICHUI OpraHu3alny B pelieHnui mpoOIeMHBIX
TPAAUITMOHHOM U B DJIEKTPOHHOM BHJIE. CUTYyaIuH, mpu
Cucrematuzanus aein (J0KyMEHTOB) BBITTOJIHEHUH
BPEMEHHOT'0 XpPaHEHHUS, MPUHSTHIX OT CTPYKTYPHBIX | MPAKTHUYECKUX PadoT.
Mo/pa3/iesIieHuid OpraHu3aliy, ajs pa3MeleHus B TectupoBanue.
XpaHWJIMILE apXuBa opranusanuu. KoHTposias 3auétel no MJIK,
BbIJIa4M B ONEPATUBHOE MOJIb30BAHUE JIEIT aTTecTanus mno
(TOKYMEHTOB) BPEMEHHOT'O XPaHESHHS U UX MIPOU3BOICTBEHHOM
Bo3Bpara. [IpoBenenue MPaKTHUKE; HK3aMEH
AKCTIEPTU3BI IEHHOCTH eI (JOKYMEHTOB) KBTI (UKAIIMOHHBIN IO
BPEMEHHOI'0 XpAHEHUS B apXUBE OPraHU3ALINH. 1M 02
[ToaroToBka nen (TOKyMEHTOB)

BPEMEHHOT'0 XpPaHEHHUsI, PUHSATHIX OT CTPYKTYPHBIX
Moapa3/ieNIiecHni, Ha yHU4TOXKeHne. Co3aaHue akToB
O BBIJICJIEHUU HA YHUUTOXKEHUE J1eJT (JOKYMEHTOB)
BPEMEHHOTO
XPaHEHHS C UCTEKITUMU CPOKAMU, IPUHSTHIX OT
CTPYKTYPHBIX OAPA3ACIICHUN
IIK 2.5 [Tognepxka B aKTyaJIbHOM COCTOSIHUM JIEKTPOHHBIX | AHAJIM3 U OLIEHKA

MH(POPMALMOHHO-TTOMCKOBBIX

CHCTEM apXHBa B JIOKYMEHTUPOBAHHBIX cepax
JesTeNIbHOCTH opranu3anuu. CocraBiieHne
CIIPaBOYHO-TIOMCKOBBIX CPEJCTB

perieHui mpoOIeMHBIX
CUTyaLuH, IIpU
BBINOJIHEHUH
MPAKTUYECKHUX padoT.
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K apXUBHBIM Ji€J1aM (JOKYMEHTaM), YYTEHHBIM B
apxuBe U B JIOKYMEHTHPOBAHHBIX cepax
JeSTeNIbHOCTH opranu3auuu. Iloaroroska oreeToB
Ha 3aMpochl apXUBHBIX J€J1 (IOKYMEHTOB).
[ToaroroBka paGoTHI MOJIB30BATENCH B YUTATHHOM
3ajie apxuBa

TectupoBanue.

3auéter mo MJIK,
aTTecTanus 1o
IIPOU3BO/ICTBEHHOM
IIPAKTHKE,;

9K3aMeH
KBaJTM(UKAIIMOHHBIH 110

IIM 02

OK 01

Br16op criocoba penienus 3aaaq
npodeccHOHATBHON AEATEIPHOCTH IPUMEHHUTEIIEHO
K Pa3JIMYHBIM KOHTCKCTaM

OK 02

Hcnonp30BaHne COBPEMEHHBIX CPEIICTBA MTOUCKA,
aHaJIM3a U UHTEpIpeTaluu HHGOpMALIUU, U
UCTIOJIb30BaHUE HH()OPMAIIMOHHBIX TEXHOJIOTHH IS
BBITIOJTHEHUS 33124 TPOPECCHOHATBHON
JCSITEIIbHOCTH.

OK 04

B3aumogeiictBue u paboTa B KOJUIEKTUBE U
KOMaHIe

OK 05

Ocy1ecTBieHHE YCTHON U MUCbMEHHOM
KOMMYHHKAIIMU Ha TOCYIapCTBEHHOM SI3bIKE
Poccutickoit denepanuu ¢ y4eToM 0COOCHHOCTEM
COLIMAJILHOTO U KYJIBTYPHOTO KOHTEKCTA

OK 09

Hcnonp3oBanue npodecCuoHaIbHON JOKYMEHTAITUN
Ha rOCYJJapCTBEHHOM U MHOCTPAHHOM $SI3BIKax

KonTposib  BbITIOTHEHUS
IIPAKTUYECKUX 3aaHUM.
VCTHBIE WM TECTOBBIM
KOHTPOJIb TE€OPETUYECKUX
3HAHUM.

Anammz u OIlcHKa
peleHui poOJIEMHBIX
CUTYyalH.

[TpoBepounbie pabOTHI MO
KaXXJ0# Teme.
ATTecTanus mo
MPOU3BOJACTBEHHOMN
MpPaKTHUKE.
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IIpuiaoxenne 1.3

K OOII-II no cnenuaJLHOCTH
46.02.01 JoxyMeHTALMOHHOE O0eclieyeHHue YIPABJIeHHs U apXUBOBe/ICHUe

Pabouas nporpamma npogeccCHOHAJIBLHOTO MOYJIsI

«IIM.03 OCBOEHHUE ITPO®PECCHUU APXUBAPHNYC»

2025 r.
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1. OBIIASI XAPAKTEPUCTHUKA PABOYEN ITPOT'PAMMBI

IMPOPECCHUOHAJIBHOI'O MOAYJIA

IIM.03 OCBOEHMUE ITPOPECCUN APXMBAPUYC

KO U HAUMEHOBAHUE MOYJIA

1.1. leap m MecTO NPO(PECCHOHAIBLHOIO MOIYJISI B CTPYKType o00pa3oBaTe/IbHOI
NPOrpaMmblI
Lenp Moaynsi: ocBoeHue BHUA esiTebHOCTH «OcBoeHue npodeccun ApXuBapuycy.

[IpodeccrnonanbHblil MOIYJb BKIIOYEH B BAPUATUBHYIO 4aCTh 00pa30BaTEIbHON IPOTrPAMMBI.

1.2.Ilnanupyembie pe3yJbTAaThl 0CBOCHHS NPO(eCcCHOHATBHOT0 MOAYJISI
PesynbraTel OCBOGHHS TPOPECCHOHATBHOTO MOIYJISl COOTHOCATCS C IUIAHUPYEMBIMHU

pe3yjibTaTaMu

OCBOCHHA

00pa3oBaTeNbHON  MPOrpaMMBL,

KOMITETEeHIIMI BbITycKHUKA (11. 4.3.2 OOII-IT).
B pesynbpTare ocBOeHHMs MPO(HECCHOHAIBHOTO MOJTYJISl 00yUarOIIUiiCs TOJDKEH:

npeacTaBJICHHBIMHA B

MaTpune

Kon Ymers 3HaTh Baaners HaBbIKaMu

OK,

MK

OK.01 | pacrio3HaBath 3amady W/WIH | aKTyaJlbHBIH
npobiemy npodecCHOHATIbHBI U
B Npo(hecCHOHAIBHOM W/WJIM | COUUAIbHBIA KOHTEKCT,
COLIMAJIbHOM KOHTEKCTE B KOTOPOM MPHUXOTUTCS
aHAJIM3UpPOBaTh 3a7ayy W/WIU | paboTaTh U )KUTh
npobieMy W BBIACNATH €€ | OCHOBHBIE  MCTOYHUKHU
COCTaBHbIE YaCTH UH(POPMALIUH U PECYPCHI
ONpeAeNATh dJTalbl pelIeHUd | I peuleHus 3aiad u
3aJjauu npodiem B
BBISBJIATH U 3P(EKTUBHO UCKaTh | TPO(ECCHOHATLHOM
uHpoOpMalHl0, HEOOXOAUMYIO | W/WIIK COLIMAIIBHOM
JUIS  pelIeHUs 3aJauyd  W/WIM | KOHTEKCTe
poOIeMbI AJITOPUTMBI
COCTaBJIATH IJIaH AEUCTBUS BBITIOJTHEHUS paboT
OIIpEACIIATh HEo0XouMbIe | B TPO(heCCHOHAIBHON U
pecypceel CMEXHBIX 00J1aCTAX
BJIAJIETh aKTyaJbHBIMH | METOIBl  pabOThl B
METOJIaMHu pabOoThI npodeccuoHabHON U
B npodeccuoHaIbHON U | CMEeXHBIX chepax
CMEXHBIX chepax CTPYKTypy TIUIaHa MJis
peann30BBIBaTh COCTABJICHHBIN | pelIeHHs 3aja4
IU1aH MOPSIIOK OIIEHKH
OLIEHUBATh Pe3yJbTaT U pe3yIbTaTOB pEIICHUS
TIOCJIEZICTBUS CBOMX JEHCTBUH 3a7a4
(caMOCTOATENBHO WU C npogeccuoHaTbHON
MTOMOUIbIO0 HACTABHHUKA) JeSITeNIbHOCTH

OK.02 | ompenenaTs 3ama4uu A MOUCKA | HOMEHKJIATypa
nHpopManuu MH(OPMALIMOHHBIX
OIIpEACIIATh HEOO0XOIMMBbIE | HCTOYHUKOB,
UCTOYHUKH MH(POPMALIUU MIPUMEHSEMBIX B
TUTAHUPOBATh MPOIECC TOUCKA | PO eCcCHOHATBHOM
CTPYKTYPHUPOBATh MOIYYAEMYIO | I€ATEIbHOCTU
nH(OPMAIIHIO MPUEMBI
BBIJIENIATh Han0oJiee 3HAYMMOE B | CTPYKTYPHUPOBaHUS
nepeyHe HHPOpMaLuu uHpOopMaIMU
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OLICHUBATh IIPAKTHYECKYIO
3HAYUMOCTD pe3ybTaToB
IIOKCKa

oQOpMIIATH pe3yNIbTaThl TOKUCKA,
MIPUMEHSATD CpeacTBa
MH(OPMALIMOHHBIX TEXHOJIOTHUI
TUISL penieHus
npodeccnoHanbHbIX 3a7a4
HCII0JIb30BATh COBPEMEHHOE

porpaMMHOE OOecTieueHHe
MCIOJIb30BATh PA3IMYHBIC

U POBBIC CPEACTBA JIJIS
penreHus mpodecCHOHATLHBIX

dopmar  odopmieHHs
pe3yabTaToOB  IOMCKA
uH(pOpMaIHH,
COBPEMECHHBIC CpE/CTBa
U yCTpOMCTBa
UH(pOpMATU3aUU
MOPSIOK UX
NPUMEHEHHS U
POTrpaMMHOE
obecrieueHue B
npodeccrnoHaIbHOM
JeSITEIIbBHOCTH B TOM
qrcie ¢

3a1a4 UCIIOJIb30BaHUEM
1IU(POBBIX CPEJICTB
OK.04 | opranu3oBbIBaThH paboTy | MCUXOIOTUYECKUE
KOJIJICKTHBA U KOMaH/IbI OCHOBBI  JICATEIBHOCTH
B3aUMO/IEHICTBOBATh C | KOJUIEKTHBA,
KOJIJIETaMH, PYKOBOJICTBOM, | TICHXOJIOTHYECKUE
KJIMEHTaMU B X0/1€ | 0COOEHHOCTH JINYHOCTH
npodeccnoHaTBEHOM OCHOBBI MIPOEKTHOMN
JeSITeNbHOCTH JeSITebHOCTH
OK.09 | noHumatp OOWIMI CMBICT YETKO | MpaBUja  MOCTPOCHUS
MIPOM3HECEHHBIX BBICKA3bIBAHUHM | IPOCTBIX U  CIOXHBIX
Ha M3BECTHBIE TEMBI | IPETOKEHIH Ha
(mpodeccroHabHBIE U | npodeccuoHanbHbIe
OBITOBBIE), TOHUMATh TEKCTHI HA | TEMBI
6a30Bble  IpOdEeCCHOHATbHBIE | OCHOBHBIE
TEMBI o01IeynoTpeOUTENbHbIE
yyacTBOBaTh B JHajlorax Ha | rjmaroisl (ObITOBas U
3HAKOMbIE 0011I1e npodeccroHanbHas
U Ipo(ecCHOHATBHBIE TEMbI JIeKCHKa)
CTPOUTH NPOCTHIE | IEKCHUECKUH MUHUMYM,
BBICKa3bIBaHUS O ce0e M 0 CBOEH | OTHOCAILINICS K
npodeccroHanbHOM OIMCAaHWIO TIPEAMETOB,
JeSATeIbHOCTH CPEICTB M TPOILECCOB
KpaTKo 00OCHOBBIBaTh u | npodeccroHalbHOMI
OOBSICHATH  CBOM  JCUCTBHS | IE€ATEILHOCTH
(Texkylue U niIaHupyemble) 0COOEHHOCTH
nucatb  MPOCTHIE  CBSI3HBIC | IPOM3HOLICHUS
COOOIICHNsT HAa 3HAKOMBIC WIIU | TIpaBHIIA YTECHUS
MHTEpeCyIoIIne TEKCTOB
npodeccnoHanbHbIe TEMBI npodeccroHanbHOMI
HaNpaBICHHOCTH
IIK 3.1 | pa3memiaTh ~ apXMBHbBIE  JieJla | HOpDMATHUBHBIE OCYILIECTBIICHUSI
(TOKyMEHTBHI) Ha MeCTax | MpaBOBbBIE aKThl | UCTIOJIB30BAHUS APXUBHBIX
XpaHEHUsT B COOTBETCTBUU ¢ | Poccuiickoi nen (IOKYMEHTOB), B TOM

HOPMATHUBHBIMH TpPEOOBaHUAMU
B 00JIaCTM apXWBHOTO Jelia W
yIpaBJICHUS JOKYMEHTaMU

Oenepani B 00iacTH
apXWBHOTO  Jella W
yIpaBIeHUS
JOKYMEHTaMHU

YHUCJIC C HCIIOJBb30BaHHEM
ABTOMAaTU3UPOBAHHBIX
CHUCTEM
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1K 3.2 | npoBOANUTH MPOBEPKY MOJHOTHl | HOPMATHUBHBIC pa3MeLIeHHs ApXUBHBIX
COCTaBa apXUBHBIX JOKYMEHTOB | MPABOBBIC AKThI neln (I0KyMEHTOB) B
B €IMHULIAX XPAHECHUS Poccuiickoit apXUBHBIX XpPAHUINIIAX B
®enepanyu B 00J1aCTH | COOTBETCTBUU C
apXUBHOIO JI€J1a U BBIOpPAHHON CXeMOM
yIpaBiIeHUS KJIacCU(UKALUU U
JIOKyMEHTaMu CUCTEMATU3ALNH JIEN
(IOKYMEHTOB)
1K 3.3 | BecTu y4eT ¥ KOHTPOJIb BBIJJa4U | JIOKAJbHBIE ydeTa apXUBHBIX /1]
apXUBHBIX eI (JOKYMEHTOB) U3 | HOPMaTUBHbIC aKThl | (TOKyMEHTOB)
apXUBOXpaHWINLIA U UX OpraHu3aly B 00JIACTH | MOCTOSIHHOTO U
BO3BpaTa obecrnieueHus BPEMEHHOT'O XpaHEHUS
COXPAHHOCTH nen
(JIOKYMEHTOB)
[1K 3.4 | ucrosib30Bath METOANYECKHE COCTAaBJICHUS CIIPABOYHO-
MH(OPMALIMOHHBIE TEXHOJOTHH | JOKYMEHTHl B OOJIACTH | TOMCKOBBIX CPEJICTB K
B 00J1aCTH CO3/1aHUs CIIPABOYHO- | UCIIOIb30BaHUS U | apXUBHBIM JIeaM
MOMCKOBBIX CPEJICTB apXuBa W | MyOJMKAIlMM apXUBHBIX | (IOKyMEHTaM), yYTEHHBIM
JOKYMEHTHUPOBaHHBIX cdep | nen (10KyMEHTOB) B ApXMBE U B
JeSITeIbHOCTH OpraHu3aluu JTIOKYMEHTHPOBAHHBIX
cdepax AeaTeTbHOCTH
OpraHu3aIu
I1K 3.5 | oprann3oBbIBaTh U | METOJINYECKHUE IPOBEJCHUS IKCHEPTU3bI
obecrieynBaTh XpaHEHHE Jieid | JTIOKYMEHTHI U | HIEHHOCTHU Jen
(TOKYMEHTOB) BPEMEHHOTO | HAllMOHAJIbHBIE (IOKYMEHTOB)
XpaHeHHsT  OpraHM3alUMd B | CTaHZApThl B 00JAcCTU | BpEMEHHOI'O XpaHEHUs B
TpaJuLIIOHHOM u B | IEJIONPOU3BOJICTBA U | apXUBE OpraHU3alNU

QJICKTPOHHOM BUJC 3HAHUS

APXUBHOI'O ACJ1a

2. CTPYKTYPA U COAEPKAHUE NIPO®ECCHUOHAJIBHOI'O MOAYJIAA
2.1. TpynoeMKOCTb OCBOCHHUSI MOAYJISA

B 1.4. B popme
HanMeHoBaHMe COCTABHBIX YacTeH MOLYJIA O0bem B yacax | NPaKTHYECKOH
MOJATrOTOBKH

YueOHbIe 3aHATHS 68 48
KypcoBast pabota (mpoekT) - -
CamocrosiTenpHas padoTta 4 -
ITpakTHka, B T.4.: 216 216
yuebHas 72 72
IIPOU3BOJCTBEHHAs 144 144
[TpomexyTouHas arTecTanus, B TOM YHCIIE:
MJIK.03.01 6 ¢hopme sx3amena 9 9
1IM.03 (sx3amen no mooynio)
Bcero 297 2173

2.2. CtpykTypa npo¢ecCHOHAIBHOT0 MOAYJIsI
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OK 01, OK | Paznmen 1. 72 48 72 68 - 4
02, OK 04, | Xpanenue,
OK 09, IIK | KOMIUIEKTOBaHHE,
3.1,3.2,3.3,| yuer u
34,35 HCIIOJIL30BaHUE Ae
(ITOKyMEHTOB)
apxuBa
VYuebHas npakTuka | 72 72 72
[IpousBoncTBenna | 144 144 144
s IPaKTUKa
[TpomexxyTouHas 9 9
aTTecTanus
Bcezo: 297 | 273 68 - 4 72 | 144
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2.3. Copep:xanue npogeccnoHaJIBLHOI0 MOIYJIs

Oo0bem, ak. 4. / Koanl
B TOM YHCJIe KOMIIeTeHIIH i,
B popme ¢dopmupoBanmnio
HanmenoBanue Coaep:xxanue yueOHOIro MaTepHaJia, MPAKTHYECKHUX U JIA00PATOPHBIX 3aHATHS, .
pa3esioB U TeM KypcoBasi pabora (IIpoeKT) fpaKTwicckon KOTOpBIX
MOATrOTOBKH, crocoocTByer
aK. 4. 3JIeMEeHT
NPOrpamMMbl
Paznea 1. XpaneHue, KOMILIEKTOBAHME, YUeT M MCII0Jb30BaHue JieJ (JOKYMEHTOB) apXuBa 28/54
MJK 03.01. XpaHeHue, KOMILIEKTOBAHME, YYeT H HCNO0JIb30BaHMe J1eJ1 (JIOKYMEHTOB) apXHuBa
Tema 1.1. Conep:xanue 6/4 OK 01. OK 02
ApxuBapuyc B HopmaTtuBHo-MeTonnueckas 6a3a opraHusanuu TpyAa apxuBapuyca. HopmupoBanue OI& 04 ’
CTPYKTYype TPy/a IpU BHIIIOJIHEHUH apXUBHBIX padoT. KBanudurkannonHneie TpeboBaHMs, 2 OK 09’
YUpeKIeHUus peIbsBIsIEMbIe K CIIEIHAINCTY B 00JIACTH apXUBHOTO JIENa. MK 3.1 - ’3 5
B Tom unc/ie MpaKTHYECKUX 3aHATHI U NPAKTHYECKUX PadoT 4 ' '
N3yuenne nmpodecCuoHaIbHOTO CTaHIapTa, pa3padoTKa JOJKHOCTHOW HHCTPYKIIUH 4
apxuBapuyca.
Tema 2.1. Conep:xaHue 26/18
ABTOMAaTH3AIUA OTanbl pa3BUTHS CPEJCTB AaBTOMATU3UPOBAHHOTO XPAHEHUS U TIOMCKA TEKCTOBBIX
XpaHeHus JIOKYMEHTOB. XapaKTEePUCTHUKA CUCTEM YIIPABJICHHS JIEKTPOHHBIMU JOKYMEHTaMHU. 2
3JIEKTPOHHBIX
TOKYMEHTOB [TpuxnanHoe mporpaMMHOE oOecreueHue sl aBTOMAaTU3UPOBAHHBIX APXUBHBIX
texHoioruit (AAT). OcHOBHBIE OOBEKTHI U TPUHIIUIIBEI ABTOMATU3AIUU ApXUBHOTO JIENa. 2
WubopMalinoHHO-TTOUCKOBBIE CUCTEMBI U TEMAaTHYECKHE KaTaaoru ApXuBHOTO GoHIa 2 OK 01, OK 02,
Poccuiickoit @enepanmu. OK 04,
PopMupoBaHUE JIEKTPOHHOTO JIETa. 2 OK 09,
B Tom uKc/ie MPAKTHYECKHUX 3AHATHI U NPAKTHYECKUX padoT 18 MK 3.1-35
[Torck TOKYMEHTOB B MH()OPMAIIMOHHO-TIOMCKOBBIX cucTeMax ApxuBHOro (onma PO. 4
1. PaGoTa co CTMCKOM M TEKCTOM HAMJICHHBIX JOKYMEHTOB. 1
@Dopmatsl apXUBHBIX (HANIIOB 17151 XpaHEeHHs HU(POBBIX TOKYMEHTOB. 1
CocraBiieHHE BHYTPEHHEH OMMCH, JINCTA-3aBEPUTE IJIEKTPOHHOTO JIENA. 2
OdopmiieHne MEKTPOHHOTO Aea. 4
2. OdopmiieHHE OMUCH SJIEKTPOHHBIX JOKYMEHTOB CTPYKTYPHOTO MOAPA3IEIICHUS. 2
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CocraBiicHHE OIIUCHU OJICKTPOHHBIX JOKYMCHTOB OpraHu3alluu.

KonTponbnas pabota

Tema 2.2.
Pabora c
AOKYMEHTaMHU

apxmBa B porpaMmme

«1C: ApxuB»

Conep:xanue

3HakoMcTBO ¢ nporpammoint «1C:Apxus». BozmoxHocTu cucremsl. [Ipenmyiiectsa
paboThI ¢ IPOrPaMMOii.

AKTyanbHOCTB 3J1eKTpoHHOM noanucu B «1C:Apxusy. Hactpoiika mporpaMMsl.

Pa6ora B nporpamme «1C: ApxuBy.

PopMupoBaHUE YUETHBIX TIOKYMEHTOB apxuBa B «1C:Apxusy.

B ToM umciie NpakTHYeCKUX 3aHSITHI M PAKTHYECKUX padoT

WnTepdeiic mporpammel «1C: ApXuBy.

3anonnenue cnpaBoyHnka « COTpYTHUKY U NoapaszaenaeHus» B mporpamMmme «1C:ApxuBy.

Coznianue HOMEHKJIaTyphl Ael B nporpamme «1C:ApxuBy.

3. BHeceHue u3MeHeHil B HOMEHKJIATypy Ael s nporpaMmsbl « 1 C: ApxuBy.

dopmupoBanue U 0hOPMIICHHE HIEKTPOHHBIX Je], epeBo] ux B pdf-daii.

3anosHeHHe cipaBouHNKa «KoHTpareHTs».

Cocranenue 1 oopMIIEHUE MTPETUCIOBHS U 3aKIFOUEHUS JIJIs1 OIIMCH, TIOUCK CTaTeH 1o
[Tepeunto, nobasienue onucu B mporpamMmmy «1C:Apxusy.

Cocranenue 1 0opMIIEHUE aKTa O BBIJICIIEHUHN K YHUUTOXEHHUIO JIeJl, He O JIeKAIINX
XPaHEHUIO.

4. 3anonnenue cupaBouHuka «['pudsl goctynay.

dopmMupoBaHue KapThl-3aMECTUTEJIS, JINCTa-3aBEpUTENsl, 0010KKH jena B « 1 C: ApXuBy.

Cocrasnenue otueToB B « 1 C:ApxuBy.

IIpome:kyTouyHas arTecTanus B GopMe JK3aMeHa

KoncyabTanumn

B ToM 4nciie camocrosiTesbHAs padoTa 00y4alOIIUXCs

Y4yeOHasi npaKkTHKA

Buasi pador:

Pa6ota B nH(popMallnOHHO-TIOUCKOBBIX cucTeMax ApxuBHoro ¢ponna Poccuiickoit @enepanuu.
[TpoBepka HAIMYMS JOKYMEHTOB B 3JIEKTPOHHOM apXHBeE.

CocraBieHune 1 opopMIIeHHE aKTa IPOBEPKU HATMUUS JOKYMEHTOB.

Onpenenenne GOHIOBOI MPUHAICHKHOCTH JOKYMEHTOB.

®opMUpOBaHHUE FNEKTPOHHBIX JIEII.

CocraBiieHHE BHYTPEHHEHN ONUCH Jiea

72

OK 01, OK 02,
OK 04,
OK 09,

MK 3.1-35
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CocraBieHue JIMCTa-3aBEPUTENS JIENa.

Odopmierne 00I0KKH J1ena.

[lepenaua nndopMaIi Ha paCCTOSTHHH.

Vcnionp30BaHuE TEXHOJIOTUU OLU(BPOBBIBAHUS JIOKYMEHTOB.

IIpousBoacTBeHHAS MPAKTHKA

Buawbi pator:

Opranuzaiids ¥ OCYIIECTBICHHUE CIPABOYHO-WUH(DOPMAIIMOHHONW pabOThI: MPOBEJACHUE SKCIEPTH3bI IIEHHOCTH
JOKYMEHTOB, pa0oTa B CHCTEMax 3JEKTPOHHOTO JAOKYMEHTOOOOpOTa, BElIEHHE CIIPABOYHUKOB MO JIOKyMEHTaM
NPEAIPUATHA.

Opranu3zaiidsg U OCYIIECTBICHUE apXUBHOW pabOThHI: MpPUEM, PALMOHAIBHOE pa3MeIleHUE, Y4eT U oOecreyeHue
COXpaHHOCTI/I I[OKYMGHTOB, opraHmaum[ HCIIOJIB30BAHUS IIOKYMGHTOB B Hay‘-IHBIX nu HpaKTI/IT-IGCKI/IX aeirsax.
Ocyl1ecTBiIeHHE OPraHU3aIIIOHHO-METOAMYECKOTO PYKOBOJICTBA M KOHTPOJIS 32 paboTO apXuBa OpraHU3aluu 1 3a
OpraHu3aIyeil JTOKYMEHTOB B JICJIOMPOU3BOJICTBE.

OdopmiieHne T0KyMeHTalMH 1o yuéTy (hoHaa mosap3oBares, GoTo-, ayAIMOBU3YyalIbHbBIX JOKYMEHTOB, JJIEKTPOHHBIX OK 01, OK 02,
JIOKYMEHTOB. 144 OK 04,
[TpoBepka HAIMYMSL U COCTOSIHUS ApXUBHBIX JTOKYMEHTOB MPEIIPUSATHS. OK 09,
BrlsiBeHNE TOKyMEHTOB C MOBPEXKIEHUSIMU MaTepUalbHbIX HOCUTEIIEH. K 3.1-35
Opranuzanus po3bicka HEOOHAPYKEHHBIX JAeI.

OdopmieHre TOKyMEHTalluU 10 pe3yJibTaTaM MPOBEPKH.

Pabota mo co3gaHMI0 CIPaBOYHO-TIOMCKOBBIX CPEACTB apXHMBa OpraHU3allMM, B TOM YHCIE C NPUMEHEHUEM

MH(OPMALIMOHHBIX TEXHOJIOTHI.

VYdyacte B (QOPMHUPOBAHMM OCHOBHBIX M BCIIOMOTATElIbHBIX AapXMBHBIX CIPAaBOYHHUKOB, B TOM YHUCIE C

MCIOJIb30BaHNEM aBTOMATHU3HPOBAHHBIX CHCTEM.

ITouck nHpOpMaLKK MO 3aIPOCy MOIB30BATENs, B TOM YHCIIE C UCIIOIb30BaHUEM aBTOMAaTU3UPOBAHHBIX CHCTEM.

VcnonHenue 3ampocoB MO MOMCKY apXHUBHBIX A€ (JOKYMEHTOB) OpraHM3allid, B TOM YHCJE C MCIOJIb30BaHUEM

MH(POPMALMOHHBIX TEXHOJIOTHH.

IIpomexyTouHas atTecTauus B popMe IK3aMeHa 3

Bcero 297
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3. YCJOBUSA PEAJIM3ALUA TPOPECCUOHAJIBHOI'O MOAYJIA

3.1. MaTepuajJbHO-TeXHHYECKOE 00ecneuyeHue

KabuneTtsl nmpodeccnoHaIbHBIX MOYJICH, OCHAIIEHHBIE B COOTBETCTBUU C NMPUIIOKECHUEM 3
OOII-II.

Jlaboparopun  «ApXMBHOrO  Jena», «UHPOPMAIMOHHBIX W  KOMMYHUKAIIMOHHBIX
TEXHOJOT Uiy, «Oprannzanuu paboThl ¢ JOKYMEHTaMH, CUCTEM 3JIEKTPOHHOTO JJOKYMEHTOO00pOTay,
OCHAILIEHHAasl B COOTBETCTBUH ¢ IpuiioxkeHueM 3 OOII-I1.

OcHamieHnble  06a3bl TPAKTUKH (MacCTEPCKUE/30HBI 10 BHJaM paboT), OCHAIEHHBIC B
cooTBeTcTBUU ¢ npuioxenueM 3 OOII-IT.

3.2. Y4eOHO-MeTOAMYECKOE OOecneyeH e

3.2.1. OcHOBHBbIE NeYATHBbIE U/WJIU JIEKTPOHHbIE U3IaHUS

1. Opranuzauus apXMBHOM M CIIPAaBOYHO-MH(POPMAIIMOHHON paboOThl IO JIOKyMEHTaM
opranm3aiuu [TekcT]: y4eOHUK IS HMCIONB30BaHHMS B y4eOHOM Ipoliecce 00pa3oBaTENbHBIX
YUPEKACHUH, peaTM3yIOMUX TMPOTrPaMMBbl CPEeIHEro Mpo(ecCHOHAILHOTO 00pa3oBaHUs IO
cnenuanbHocTH "JloKyMeHTallMOHHOEe OOecreyeHne yMpaBiIeHUs U apXUBOBeACHHE»: [B 2 4.] /
[Byposa E. M., Xopxopauna T. I.]; mox pexn. E. M. Byposoii — 3-e uzn. crep. — MockBa: Akanemus,
2019. (ITpodeccuonansroe obpazoBanue. [Ipodeccuonanbusiit Moaynb). Y. 1. —2019. —336 c. ISBN
m3nanus: 978-5-4468-5976-4. ISBN toma: 978-5-4468-5974-0.

2. OpraHuzanusi apXUBHOW M CIPABOYHO-MH(POPMAIIMOHHON paboThl MO JIOKyMEHTaM
opranuzaiun [Tekct]| : yuyeOHUK Ui MCHONB30BaHUS B Y4eOHOM Iporiecce 00pa30BaTENbHBIX
YUpPEXKIIEHUHN, pPEeaTu3yIolX MPOrpaMMbl CpeIHero mMpodeccnoHalibHOrO 00pa3oBaHUs 110
cnenuanbHoCcTH "J{OKyMEeHTallMOHHOE OOecleueHue YIMpaBieHHUs W apXuBoBeneHue»: [B 2 .| /
[Byposa E. M., Xopxopauna T. 1.]; mox pen. E. M. BypoBoii. — 3-e u3j. crep. — MockBa: Akagemusl,
2019. — (ITpodeccuonanbHoe obpazoBanue. [Ipodeccuonansusrit Mmoayns). Y. 2 / [E. M. Bypoga, A.
I1. ApanaceeBa, E. B. Anekceea, A. E. Pomnonosa]. — 2019. — 400 c. ISBN: 978-5-4468-5975-7

3. Packun, JI. 1. Meronuka W TpaKkTHKa apXWBOBENEHHS: YYEOHUK [UIsI CPEIHEro
npodeccuonanibHoro odbpaszoBanust / [I. . Packun, A.P.CokonoB. — MockBa: M3naTenbcTBO
FOpaiit, 2022. — 339 c¢. — (IIpodeccruonanbuoe obpazoBanue). — TEKCT: HEMOCPEACTBEHHBINA. —
ISBN 978-5-534-02419-7.

4. Packun, JI. 1. Meroauka M TpaKTHKa apXUBOBEAEHUS: YYEOHUK ISl CpEIHEro

npodeccuonanibHoro odbpaszoBanust / [I. . Packun, A.P.CokonoB. — MockBa: M3naTenbCcTBO
FOpaiir, 2022. — 339 c. — (IIpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-02419-7. —
Tekcr: AJIEKTPOHHBIN /l OGpa3zoBareabHas matdopma Opaiit [caiT]. —

URL.: https://urait.ru/bcode/492546

3.2.2. JlonoJTHUTEIbHbIE HCTOYHHKH

15. bacakoB, M.U., JlokymMeHTalmoHHOE oOecreueHre ynpaBieHHUs (C OCHOBAMHU
apxuBoBezieHus): yueoHoe nocodue ans CI1O / M.U. bacako. — Mocksa: M3narensctBo KHoPyc,
2022. — 216 c. — Texkcer : HenocpencTBeHHbIn. — ISBN: 978-5-406-09983-4.
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUSA
MMPO®ECCHUOHAJIBHOI'O MOAYJIA

MEeCTax XpaHEHUs B  COOTBETCTBUH C
HOPMAaTUBHBIMH TpeOOBaHUSIMU B o00JIacTu
ApXHUBHOIO JI€JIa U YIPABIICHUS TOKYMEHTAMH.
Ocy1iecTBI€HNE HCIOIb30BAHUS APXUBHBIX

Kon IIK, OK Kpurepun oueHku pesyjbrara @DopMBbI KOHTPOJIS U METOABI
(moxka3aresim 0CBOEHHOCTH KOMIIETEHIIM ) OLICHKH
K 3.1 Pa3mernienne apXxuBHBIX €7 (TOKyMEHTOB) Ha | AHAJIU3 U OLIEHKA

pelieHuit mpobIeMHBIX
CUTyaIlui, IPH BBIITOJIHEHUHN
PaKTUYECKUX paboT.
TectupoBanue.

nen  (mokymentoB), B ToM uucie ¢ | 3auérel no MJIK, aTtrecranus
HCTIOJIb30BAaHUEM ABTOMATU3HPOBAHHBIX | 11O TPOU3BOICTBEHHOU
CUCTEM npakTuke; 3x3amed no [IM 03

I1K 3.2

[TpoBeneHue MPOBEPKH MOIHOTHI COCTaBa
ApXUBHBIX JOKYMCHTOB B CIUHHIIAX
XpaHCHHS.

TectupoBanue.

OueHka 1o uroram
BBITTOJTHEHHSI TPAKTHYECKIX
pabort. 3auétel mo MJIK,
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VY€t 3JIEKTPOHHBIX APXUBHBIX J1€]
(TOKYMEHTOB) ITOCTOSIHHOT'O 1 BDEMEHHOT'0
XpaHeHus. YUET (hOHIOB U ONHUCEH
3JIEKTPOHHBIX APXUBHBIX JI€J1 (JIOKYMEHTOB).
VY4éT ¥ KOHTPOJIb NIEPENAYN HIEKTPOHHBIX
ApPXMUBHBIX e (JOKyMEHTOB) B
roCyIapCTBEHHBIN/ MyHHUIIMIIATbHBIA apXUB
WIM Ha MHOE BHEIIHEE XPAHECHUE. YUET U
PO3BICK HEOOHAPYKEHHBIX 3JEKTPOHHBIX /1€
(TOKYMEHTOB)

arrecrangus 1o
HpOHSBOI{CTBCHHOﬁ IIPAaKTUKE

I1K 3.3 Benenue yuyera u KOHTpOJIs BblAAUU AHanus 1 OlLeHKa
ApXUBHBIX Jel (IOKyMEHTOB) U3 peleHuit TpoOIeMHBIX
apXMBOXpAHWINILA U UX BO3BpaTa CUTYalUi, IpU BBINOJIHEHUN
Coznanue onuceit 3MeKTPOHHBIX el MPAKTHYECKUX PadoT.
(IOKYMEHTOB) OpraHU3aIMH MTOCTOSHHOTO TectupoBanue.
CpOKa XpaHEHUs U M0 JUYHOMY COCTaBY. 3auétel no MJIK, arrecranus
Pa3menienue apxuBHbBIX /11 (JOKYMEHTOB) B | 10 IPOU3BOACTBEHHOMN
APXUBHBIX XPAaHWIHIIAX B COOTBETCTBUU C npakTHKe; 3k3ameH 1o [IM 03
BBIOpPAHHOM CXeMOM Kiaccu(UKauu U
CUCTeMaTH3aIHH JIeNd (JOKYMEHTOB).
[TpoBepka HAJIMYUSA U COCTOSHUSA
AIIEKTPOHHBIX APXUBHBIX Je] (JOKYMEHTOB)
I1K 3.4 Hcnonb3oBanne nHPOPMAIIMOHHBIX AHanu3 1 OlleHKa
TEXHOJIOTUI B 00J1aCTH CO3JJaHMs CIIPABOYHO- | pEIIEHUH MPOOIEeMHBIX
MOMCKOBBIX CPEJICTB apXHBa U CUTYalUi, IpY BHIIOIHEHUN
JIOKYMEHTUPOBAaHHBIX chep NesITeTbHOCTH NPaKTUYECKUX paboT.
OpraHu3aluu. TectupoBanue.
CocraBieHne cipaBOYHO-IIOMCKOBBIX cpencTB | 3auétel o M/IK, aTtrecranus
K apXMBHBIM JieJiaM (JJOKYMEHTaM), YITEHHBIM | [0 MPOU3BOACTBEHHOM
B apXMB€ U B JIOKyMEHTHPOBAHHBIX cepax npakTuke; 3x3amex o [IM 03
JIeSITeJIbHOCTH OpraHu3aluu
IIK 3.5 OpraHu30BbIBaTh U 00ECIIEUNBATh XpPaHEHUE | AHAJIN3 U OLEHKA peIIeHHH
Jien (A0KyMEHTOB) BpEMEHHOTO XpaHEHUs pOOJIEMHBIX CUTYalUH, IpU
OpraHu3aliy B TPAJUIIMOHHOM U B BBITIOJTHEHUH MTPAKTUIECKUX
AIIEKTPOHHOM BHUJIE 3HAHUS pabot. TectupoBanue.
3auétel mo MJIK, atrecTanms
10 MPOU3BOACTBEHHOMN
MPAKTHKE,
sk3ameH 1o [IM 03
OK 01 Br160op crioco0a perienust 3a1a4 KonTpons BBITIOJIHEHUSI
npoeccuoHaNbHOM e TeNIbHOCTH MPaKTUYECKUX 3aJJaHHi.
IPUMEHHUTEIBHO K Pa3IMYHBIM KOHTEKCTAM YcTHBIN W TECTOBBII
OK 02 Hcnons30BaHNEe COBPEMEHHBIX CPEICTBA KOHTpPOJIb TEOPETHYECKUX
MIOMCKA, aHaJIN3a U UHTEPIpEeTaluu 3HAHUH.
nH(popMaIru, ¥ UCIIOJIb30BaHUE AHanu3 M OLEHKa pEeuIeHUi
UH(POPMALMOHHBIX TEXHOJIOTUHN IS pOOJIEeMHBIX CUTYaIUH.
BBITIOJTHEHHS 3a71a4 PO ECCHOHATHHOM [IpoBepounsie  pabOTHI  TIO
IesITCIbHOCTH. KaXJI0U TeEME.
OK 04 B3anmopeiicTBre 1 paboTa B KOJUIEKTUBE U Artrtecranus no

KOMaHC

IIPOU3BOJCTBEHHOM IPAKTHUKE.
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OK 09

Hcnons3oBanue npodecCuoHaIbHON
JIOKYMEHTallMU Ha TOCYJapCTBEHHOM U
HHOCTPAHHOM A3bIKax
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K OOII-II no cnenuaJLHOCTH
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1. OBIIASI XAPAKTEPUCTHUKA PABOYEN ITPOT'PAMMBI
IMPOPECCHUOHAJIBHOI'O MOAYJIA
[IM.04 OCBOEHMUE IMTPOPECCHUUN AEJIONTPOMU3BOANTEJID

KO U HAUMEHOBAHUE MOYJIA

1.1. Heab n MecTo npogeccHoHaTbHOr0 MOAYJISA B CTPYKTYpe 00pa3oBaTe/IbHOM
NPOrpaMmblI
Lenp Moaynsi: ocBoeHuUE BHA esiTebHOCTH «OcBoeHue npodeccun [1enonpon3BoauTennby.
[IpodeccrnonanbHbIil MOTYJb BKIIOUYEH B BAPUATUBHYIO YaCTh 00pa30BaTEIbHON TPOrPaMMBI.

1.2.Ilnanupyemble pe3yJibTaThbl 0CBOEHHS NMPO(PecCHOHAIBLHOI0 MOIYJIs
PesynbraTel OCBOGHHS TPOPECCHOHATBLHOTO MOJIYJSl COOTHOCATCS C IJIAHUPYEMBIMHU

pe3yjibTaTaMu

OCBOCHHA

KOMITETEeHIIHi BbITycKHUKA (11. 4.3.2 OOII-IT).
B pesynbTare ocBOeHHMs MPO(HECCHOHAIEHOTO MOJTYJISl 00yUaIOIIUiiCs TOJDKEH:

00pa3oBaTeNbHON  MPOrpaMMBL,

npeacTaBJICHHBIMHA B

MaTpune

Kon Ymern 3HaTh Baaners HaBbIKAMU
OK,
MK
OK.01 | pacnio3HaBaTh 3a1auy W/WIH | aKTyaJbHBIN
npobiemy npoQecCHOHATBHBII U
B NpOoQecCHOHATbHOM  W/WJM | COLMAIbHBIN KOHTEKCT,
COIIMAIbHOM KOHTEKCTE B KOTOPOM IPHUXOJIUTCS
aHaJIM3UpoOBaTh  3ajadyy  W/WiM | paboTaTh U KHUThb
npobieMy W BBIENATH €€ | OCHOBHBIE  HMCTOYHUKH
COCTaBHbIE YaCTH UH(POPMALIUH U PECYPCHI
OTIPEIENIATH ITAIBI PEUICHUS 3a7aul | Ul PEUICHUs 3a7ad |
BBISIBIIATh M A(PQPEKTHUBHO HCKaTh | MpodiieM B
nH(popMaIuio, HEOOXOAUMYIO I | TPOo(ecCHOHATEHOM
peleHus 3a1a4u U/WIM IPoOJIeMbl | M/UIH COLIMAJIBHOM
COCTABIISATH TUIAH JEHCTBUS KOHTEKCTe
OIIpeIeNIATh HEOOXOIUMBIE PECYPCHI | aITOPUTMBbI
BJIAJIETh AaKTyaJlbHBIMH METOJAaMH | BBITIOJHEHHUS padoT
paboThI B Mpo¢heCcCHOHAILHON U
B Mpo(decCHOHATBFHON W CMEXHBIX | CMEXHBIX 00J1aCTAX
cdepax MeTOoABl  paboThl B
peann30BbIBATh COCTaBJIEHHBIN | MPOPECCUOHANBHON U
TUTaH CMEXHBIX chepax
OILIEHUBATh PE3yJIbTAT U CTPYKTYpy TUIaHa JUIs
MOCTIEJICTBHS CBOMX JICHCTBHIM peleHus 3a1au
(caMOCTOSITETHHO WITH C TIOMOIIBIO | TTOPSZIOK OIIEHKH
HACTaBHUKA) pe3yIbTaTOB pEIICHUS
3ajga4
npodeccroHanbHOM
JeSITeTbHOCTH
OK.02 | ompenenaTe 3agaud s IIOMCKa | HOMEHKJIATypa
nHpopManuu MH(OPMALIMOHHBIX
OTIpeNeNATh HEOOXOJIMMBbIE | HCTOYHUKOB,
UCTOYHUKH MH(POPMALIUU MIPUMEHSEMBIX B
IUTAHUPOBATh MPOIECC TOUCKA npogeccuoHaTbHON
CTPYKTYPHUPOBATh HOJIY4YaeMYI0 | IEATEIIbHOCTH
nH(OPMAIIHIO MIPUEMBI
BBIJIENIATE HaumbOollee 3HAYUMOE B | CTPYKTYypUpPOBAHMS
nepeyHe HHPOpMaLuu uHpOopMaIMU
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OLICHUBATh NPaKTHYECKYIO
3HAYUMOCTbh PE3YJIbTATOB MTOUCKA
oopMIIATE  pe3yNbTaThl TOUCKA,
PUMEHSTh cpencTaa
UH(QOPMAIIMOHHBIX TEXHOJIOTUH ISt
petieHus mpodecCHOHATbHBIX 3324
UCII0JIb30BATh COBPEMEHHOE
porpaMMHoOe o0ecreueHue
UCIIOJIb30BATh PA3JINYHBIC
UQPOBBIC CPEICTBA IS PEIICHUS
npodecCHOHATBHBIX 3a/1a4

dopmar  odopmieHHs
pe3yabTaToOB  IOHMCKA
uH(pOpMaIHH,
COBPEMCHHBIC CpE/CTBA
U yCTpOMCTBA
UHpOpMATHU3aAUU
MOPSIOK UX
NPUMEHEHHS U
POrpaMMHOE
obecrieueHue B
npodeccrnoHaIbHOI
JeSITEIIBHOCTH B TOM
qHcie ¢

UCIIOJIb30BaHUEM
I (POBBIX CPEJICTB
OK.03 | onpenensts u BBICTpauBaTh | COJIEpKaHHUE
TPAGKTOpUU  TPOPECCHOHATHHOTO | AKTYaJIbHOM
Pa3BUTUS U CaMOOOpPA30BaAHUS; HOpPMAaTHUBHO-TIPABOBOU
IUIAaHUPOBaTb U PEAJU30BBIBATH | JJOKyMEHTALUH;
MpeNPUHIMATEIBCKY IO BO3MO>KHBIE
JESITeIbHOCTD B TPO(PECCHOHATBHON | TPACKTOPHUU
chepe, HCMONB30BaTh 3HAHUSA TO | MPO(PECCHOHAIBHOTO
IIPaBOBOM u (uHaHCOBOH | pa3BUTHUSA u
IPAMOTHOCTH B pa3IMYHbBIX | caMO0Opa30BaHUs;
KU3HEHHBIX CUTYAIHIX OCHOBbI  (PMHAHCOBOM
IPaMOTHOCTH;
OCHOBbI  (PMHAHCOBOM
0C30IMaCHOCTH, B TOM
yycie B LUQPPOBOMH
cpene; OCHOBBI
MPENPUHUMATETbCKON
JESTEIBHOCTH
OK.04 | opranu3oBBIBaThH paboTy | MCUXOJIOTUYECKUE
KOJUJIEKTUBA U KOMaH bl OCHOBBI  JI€ATEIBbHOCTU
B3aMMO/JICIICTBOBATh C KOJUIETaMHM, | KOJUJIEKTHUBA,
PYKOBOJCTBOM, KJIMEHTaMHU B XOJE | IICUXOJIOTMUECKHE
poeCCUOHATBHON IEATETPHOCTH | OCOOEHHOCTH JIMYHOCTH
OCHOBBI IIPOEKTHON
JeSITeNIbHOCTH
OK.05 | rpaMOTHO M3naraTh CBOM MBICIH U | OCOOCHHOCTHU
opopMIIATH JIOKYMEHTBI 10 | COUMAIBHOIO u
npodeCCHOHATbHON TeMaTUKe Ha | KyJIbTYPHOTO
roCy/1apCTBEHHOM A3bIKE, | KOHTEKCTA;
MPOSIBIISATH TOJIEPAHTHOCTh B | mpaBuia ohopMICHUS
paboyeM KOJUIEKTHBE JIOKYMEHTOB u
IIOCTPOEHHUS YCTHBIX
COOOIIIEHNI
OK.09 | moHuMaTh OOLIMIA CMBICI YETKO | MpaBWJIia  MOCTPOCHUS
MIPOM3HECEHHBIX BBICKA3bIBAHUN HA | MPOCTBHIX U  CJIOXKHBIX
U3BECTHBIE TEMBI | MPEIOKEHUN Ha
(mpodeccronanbHble U OBITOBBIC), | MPODECCHOHATBLHBIE

TCMBbI
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IOHUMAThb TEKCTbBI Ha 0a30BbIe
poeCCHOHAILHBIE TEMBI
yyacTBOBaTh B  JHajiorax Ha

3HAKOMBIE 00IIHe

1 Ipo(heCCUOHATTBHBIC TEMBI
CTPOUTH TPOCTHIC BBHICKA3BIBAHUS O
ce0Oe 1 0 cBoeil mpoeccHoHabHON
JeSTeTbHOCTH

KpaTKo 00OCHOBBIBATh U OOBSICHSITH

OCHOBHBIC
o01eynoTpeOuTeIbHbIC

riaronasl  (ObITOBast W
npodeccruoHanbHas
JIEKCUKA)
JIEKCUYECKUI MUHUMYM,
OTHOCSILLIUNCS K

OIHCAaHHIO TIPEJIMETOB,
CPEICTB M MPOIECCOB

cBoum  JnedctBHs  (Tekymue U | mpodecCHOHaIbHON
IJIAHUPYEMBbIE) JIeSITeILHOCTHU
MMCaTh MIPOCTHIC CBSI3HBIE | OCOOEHHOCTH
COOOIIEHUSI HA 3HAKOMBIC WIIM | POU3HOIICHUS
UHTEPECYIOIINE npaBuia YTEHUS
npodecCHnOHATLHBIC TEMBI TEKCTOB

npodeccuoHabHON

HaIPaBJICHHOCTH

[IK 4.1 | mons30BaThCs HOPMATHBHBIC npueMa W TEepPBUYHOMN

ABTOMATHU3MPOBAHHBIMUA CHCTEMaMH | PABOBBIC  aKThl M | OOPabOTKU BXOJSIINAX
y4eTa, PEerucTpalyy, KOHTPOJIS U | HOPMATUBHO- JIOKYMEHTOB;
WH()OPMAITMOHHO-CITPABOYHBIMU METOJHUYCCKHUE 00pabOTKH U OTIPABKU
CHCTEMaMU npu pabore C | JOKYMEHTHI, HCXOISIINX
JIOKyMEHTaMHU OpTaHu3aIliH; OTIpEIETISIONINE JIOKYMEHTOB;
MIPUMEHSATH COBPEMEHHBIE | TTOPSAIOK KOHTPOJIS UCIIOJIHEHUS
MH(POPMaIIMOHHO- JIOKYMEHTAIIMOHHOTO JIOKYMEHTOB B
KOMMYHHKAIIMOHHBIE  TEXHOJIOTUH | OOecTeueHUs OpraHu3aIu
JUTIsl pabOTHI ¢ JOKYMEHTaMH, B TOM | YIIPaBJICHUS,
gyucle JUisi €€ ONTHMHU3AlMM U | MpaBuia  padoThl €
MOBBIICHUS 2((HEKTUBHOCTH BXOJISTIINMHU,

UCXOAAIINMHI 51

BHYTPEHHUMU

JIOKyMEHTaMHU;

TpaBUJia OpraHU3aAINH U

(hopMbI KOHTpPOJIA

HCIIOTHEHUSA

JTOKYMEHTOB B

OpraHU3aINH;

TpeGoBaHus,

TIpeabsIBIsIEMbIE K

JIOKyMEHTaM B

COOTBETCTBUHU c

HOPMaTUBHBIMU

MPaBOBBIMU aKTaMH U

rocyJapCTBEHHBIMU

CTaHJapTaMH

2. CTPYKTYPA U COAEPKAHUE ITPO®PECCHOHAJIBHOI'O MOAYJIA

2.1. Tpya1oeMKOCTb OCBOEHHS MOAYJISA
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B 1.4. B popme
HaumeHOBaHUE COCTABHBIX YacTell MOXYJISA O0bem B yacax | mMpaKTH4YeCKOH
MOATOTOBKH
YueOHble 3aHATHS 68 48
KypcoBast pabota (mpoekT) - -
CamocTosTenpHas paboTta 6 -
IIpakTuka, B T.4.: 216 216
yueOHast 72 72
MIPOM3BOJICTBEHHAS 144 144
[TpomexyTouHas aTTeCTanus, B TOM YHCIIE:
MJIK.04.01 6 hopme sx3amena 9 9
1IM.04 (5x3amen no mooyno)
Bcero 299 273
2.2. CTpykTypa npohecCHOHAIBLHOT0 MOYJIsI
Kox OK, = -
[IK S = = s =
2 a 3 o ®
= m = 2 Q e s
Es| W = E & = | B
HaumenoBanus 5 = = < 3 5 3
paszienoB Beero| & S| = 8 é E £ | E
npogeccHoHanbHOrO| , Yac.| £ E = qé 8 e S E
MOy JIst gc| 2 S 2 § é | &
S & 2| 5] ¢8| &8
: 2, g2 | 2 | ™ |2
g 8 z | O 2
m =
1 2 3 4 5 6 7 8 9 10
OK 01, OK | Pa3nen 1. 74 48 74 68 - 6
02, OK 03, | IokyMEHTaIlMOHHO
OK 04, e obecrnieueHue
OK 05, OK | mesreanpbHOCTH
09,11IK 4.1 | opranuzanuu
VYyeOHast mpakTuka | 72 72 72
[IpowsBoncTBenna | 144 144 144
s IPaKTUKa
[TpomexxyTouHas 9 9
aTTecTanus
Bcezo: 297 | 262 68 | - | 6 72 | 144
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2.3. Coep:xanue npoeccuoHaJILHOr0 MOIYJIs

Oo0bem, ak. 4. / Konanl
B TOM 4HcCJIe KOMIIeTeHII Ui,
B popme ¢dopmupoBanmnio
HaumenoBanue Copepxxanue yueOHOro MaTepuaJia, IPAKTHYECKUX M J1a00paTOPHBIX 3aHATHS, .
pa3aesioB M TeM KypcoBas padora (IIpOeKT) MPAaRTHICCROU KOTOPBIX
MOATOTOBKH, CrocoocTByeT
aK. 4. 3JIeMeHT
NPOrpaMMbl
Pasnea 1. JlokyMeHTanMOHHOE o0ecnieyeHHe 1eATeJIbHOCTH OPraHU3aHI 80/54
MJIK 04.01. JlokymMeHTAaIMOHHOE O0ecneueHue AesiTeIbHOCTH OPraHnu3alun
Tema 1.1. Conep:xanue 6/4
Poab Pounb npodeccun JlenonpousBoaurens. 3HaueHre Npodeccuul sl OpraHu3aluu OK 01, OK 02,
JeJIONPOU3BOAMTE/IA B| YIIPAaBICHHUS HA MPEANPUATHN. 3HAKOMCTBO C KBAIM(UKAITMOHHON XapaKTePUCTUKON 2 OK 03,
AeATEeJHbHOCTH npodeccuu J1enonpon3BoIUTENb. OK 04, OK 05,
anmapara B TOM 4nc/ie NPAKTHYECKUX 3aHATHI H PAKTHYECKHUX padoT 4 OK 09,
yupaBJicHus N3yuenne mpodecCuoHaIbHOTO CTaHIapTa, pa3padoTKa JOKHOCTHOM HHCTPYKIIUU 4 IIK 4.1
JEJIONPOU3BOIUTEIS.
Tema 2.1. Conep:xaHue 26/18
ABTOMaTU3UPOBAHHBIE | ABTOMATH3aLUs PabOTHI C JOKYMEHTaMH KaK HEOThbeMIIeMast YacTh aBTOMATH3aIHH
CUCTEMbI yIpaBleH4YeCKUX IpoleccoB. McTopuueckoe pa3BUTHE U COBPEMEHHOE COCTOSTHUE 2
JETIONPOU3BOACTBA M | HHQOPMAIIMOHHBIX U KOMMYHHMKAIIMOHHBIX TEXHOJIOTHH.
CHCTEMBI ABTOMaTH3UPOBAHHBIE CUCTEMBI JIEIONPOU3BOICTBA U CUCTEMBI aBTOMATHU3ALIMH
aBTOMATHU3alNH JIOKYMEHTO00O0pOTa: Ha3HaYeHHUE. CTPYKTYypa, QyHKIMH, Chepbl HCTIOTb30BAHUS. 2
JIOKyMEHTO000poTa CpaBHUTEIbHAS XapaKTePUCTHKA. OK 01, OK 02,
Cnpasouno-nipaBoBble cuctemsl (CIIC). locTronHcTBa, OrpaHUYEHUs, COBPEMEHHBIE OK 03,
TEHJICHIINU B Pa3BUTHH, COBMECTHOE Hcronb3zoBanue CIIC miis morcka u XpaHeHus 2 OK 04, OK 05,
uH(popManum. OK 09,
00630p u cpaBHuTeNbHAS XapakTepucTika CIIC. OcHOBHBIE (DyHKIIMH U ITpaBUIia pabOTHI. [IK 4.1
[TouckoBbie Bo3moxkHOCTH. [IpuHnumne! Beioopa CIIC. OreuectBennslit peiHok CIIC. 2
Hasnauenwue, coctaB u ctpykrypa CIIC «Koncynbrant mitoc». OCHOBBI pabOTHI €
nokymeHTaMu B CIIC «KoncynpranT [lmrocy.
B ToM 4Hc/ie IPAKTHYECKUX 3aHATHI U NPAKTHYECKUX padoT 18
Opranu3zaius moucka HOpMaTUBHBIX TOKYMEHTOB MO pekBu3uTaM AokymeHTta B CI1C 4

«Koncynprant [Imocy. Opranusaiysi IOJIHOTEKCTOBOIO IOMCKA.
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Opranu3zanys moucka no HeCKoJIbKUM HH(popManoHHbIM 6a3aM. Pabora B CIIC
«I"apanty, UTIC «Koneke» u apyrux.

1. Pabota co ciuckoM B CIIC «KoncynpranT [lmocy».

PaboTa co CITHCKOM M TEKCTOM HaﬁﬂeHHBIX JOKYMCEHTOB.

Pa6ora ¢ popmamu. KonmpoBanue nHpopmaiuu B TEKCTOBBIN pegakTop. CoxpaHeHue
HallICHHBIX IOKYMEHTOB.

2. OdopmiieHHEe pe3roMe C MOMOIIBI0 MacTepa pe3roMe.

3HaKOMCTBO ¢ HOBbIMH pa3pabotkamu B obnactu ACJ] uepe3 UnTepHer.

KonTtponpHas pabota

NININ| D (RPN

B ToM 4ucIe caMocTOsITEIbHAS paﬁoTa oﬁyqaloumxca

Tema 2.2.

Cucrema
3JIEKTPOHHOI0
AOKYMEHT0000poTa

Conep:xkanue

34124

Knaccugukamnus cucreM 31eKTpoHHOTO JoKyMeHToooopoTa (COM). 3anaun, pyHKIHH
CO/1 Ha mpeAnpUATHH.

CpaBuurenbsHas xapaktepuctuka copeMeHHbIX COJ B Poccun. [TpoGiemsl
B3aMMOJIEUCTBUS OPTraHU3aALNN, YUPEKACHUNA, TPEANPUATUH, UCTIOIb3YIOLIUX Pa3HbIE
COJL.

Pa3HOBHUIHOCTH 3JIEKTPOHHBIX IOKYMEHTOB U UX POJIb B COBPEMEHHOM
obmectse. [Ipo6iemMbl COXpaHHOCTH JOKYMEHTOB, co3aaBaeMbix B CO/I.
O6ecneuenne O6e3onacaoctu COJI.

[Iporpamma «1C: JIokyMeHTOO00pOT»: BO3MOYKHOCTH, UHTEP(PENCc, OCHOBBI pAOOTHI.

B TOM 4Hc/ie IPAKTHYECKUX 3aHATHI U MPAKTHYECKUX padoT

Padora B «1C: JlokymeHTOO00POT?

OcHOBHBIE pa3Jielibl aHeIu HaBUrauu. BBox uHdopmaruu 06 opraHuzanuy.
Perucrparus nosip30BaTeNe.

PaGouwnii cToj, Mo 3a1auu.

JlokyMeHTHI U (aiisbl, oToOpakeHue CTpyKTypbl. PenaktupoBanue (aiinos.

3anaun «Ilopyuenuey, «KoHTposIb HOpyUEHUSIY.

3agaun «McnonHenuey», « KOHTPOIb UCTIOTHEHUS.

3amaun «O3HaKoMmieHHE», «COorjlacoBaHHE.

3anaun «PaccmoTpenue», «Y TBEpKICHUEY.

[Tpuem u nepBudHas 00pabOTKa BXOIANIUX TOKYMEHTOB. Peructpamus BXoasuumx
JIOKYMEHTOB.

PaboTa ¢ ucxoasimmmMu TOKyMEHTaMH.

Al D (PR IRPIRERINDIND DN

OK 01, OK 02,
OK 03,
OK 04, OK 05,
OK 09,
K 4.1
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Pabota ¢ BHyTpeHHUMU TOKYMEHTAMH.

ABTOMaTI/I3aHI/I$I pa6OTBI C OTACJIIbHBIMH BUJaMH JOKYMCHTOB.

PopMHUPOBAHHUE OTYETOB.

IIpomeskyTounas arrectanus B Gopme IK3aMeHa

KoncyabTanumn

B ToM 4uncie caMmocTOosITEIbHAS paﬁoTa oﬁyqaloumxca

AN ORI

Y4yeOHasi npaKkTHKA

Buabl pador:

W3ydenune NpUHIMIIOB CO3/IaHUSI CHCTEM YIIPABJICHUS JOKYMEHTOOOOPOTOM.

3HaKOMCTBO ¢ OCHOBHBIMH TtoacucTeMamu CO/I.

N3ydeHre 0CHOBHBIX MTPO0JIeM BHEAPEHUS T1aT(HOPMBI aBTOMATHU3AIMHA JJOKYMEHTO000pOTA.

N3yuenue mporpamm, KOTOpbIE MOTYT pabotath cOBMeCTHO ¢ «1C: JIoOKyMEHTOO00pOT».

Hcnonb30BaHre OPITEXHUKU U IIPOIPAMMHOT0 00€CIIeYeHHsI B 3aBUCUMOCTH OT Tuia APM.
Ocy1ecTBiIeHHE JOKYMEHTOO00POTA B JIOKAJTLHOW CETH, COBMECTHOE MCTIOJIB30BAHUE CETEBBIX YCTPOMCTB.

Opranu3zanys noMcka HOpMaTUBHBIX JOKYMEHTOB 10 pekBuzutaM gokyMmeHTa B CIIC «Koncynbsrant-Ilmocy.

OpraHI/ISaHI/IH IOJTHOTCKCTOBOI'O ITOUCKA.
COXpaHeHI/Ie W BOCCTAHOBJICHHUC JAaHHBIX. BHrpy3I<a JAaHHBIX B APYTHUC KOHd)I/IpraLII/II/I.

72

OK 01, OK 02,
OK 03,
OK 04, OK 05,
OK 09,
IIK 4.1

IIpousBoacTBeHHAS MPAKTHKA

Buawbi pa6or:

W3ydeHre OCHOBHBIX ATAlOB JOKYMEHTOO0OpOTa B OpraHU3aI1u.

[TpoBenenue ananuza CTPYKTYpbl TOKyMEHTO000pOTa B OpraHU3alIUu.

BBenenue noaroToBieHHON HOMEHKIIATYPHI el B iporpammy «1C: JJokyMeHT0000pOT.
®dopmuposanue aen B mporpamme «1C:JJokymeHTo000pOT» (B COOTBETCTBHH C BBEAEHHOM
HOMEHKJIATYpOU JIed MPEAIpUsITHS).

Benenune nokymenToB B nporpammy «1C:J/lokymentoo6opoT». Onpenenenre MapuipyTa T0KyMeHTa U
peannzanus MapipyTa JOKYMEHTa.

dopMupoBaHre OTUYETOB 10 JOKYMEeHTaM npeanpusaTus B «1C:JlokyMeHTO000pOT».

Pabora ¢ BXoAsSImMUMU, UCXOASIIMMHU, BHYTPEHHUMH TOKyMeHTaMu B «1C:JJokyMeHTO000pOT».
ABTOMaTH3aIUs JOTOBOPHON paOOTEHI.

ABTOMAaTH3aIUS PACTIOPSIIUTEIBHON AEATETbHOCTH.

ABTOMAaTH3AIUS TPOXOKICHHS CITYKEOHBIX 3aMHUCOK.

MOHHTOPHUHT pabOTHI C ANMEKTPOHHBIMU JOKYMEHTAMH.

KoHTpoJ1b HCTIOTHEHUS AIEKTPOHHBIX IOKYMEHTOB.

144

OK 01, OK 02,
OK 03,
OK 04, OK 05,
OK 09,
TK 4.1

IIpomeskyTouHas arTtectauus B gopme IK3aMeHa

Bcero

299
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3. YCJI0OBUS PEAJIM3AIIMU TPOPECCHUOHAJIBHOI'O MOAYJIA

3.1. MaTepuajibHO-TeXHUYECKOE o0ecneyeHne

KabuneTtsl nmpodeccnoHaIbHBIX MOYJICH, OCHAIIEHHBIE B COOTBETCTBUU C NMPUIIOKECHUEM 3
OOII-II.

JIaGoparopun «MH(GOPMALMOHHBIX U KOMMYHHUKAIIHOHHBIX TEXHOJIOTHI», KOMIBIOTEPHOU
00paboTKH TOKYMEHTOBY», «OpraHuzauud paboThl € JOKYMEHTAaMH, CHUCTEM D3JIEKTPOHHOTO
JOKYMEHTO000pOoTay, «Y4eOHas KaHIENspUs», OCHALICHHAs B COOTBETCTBUU C MPUIIOKECHHUEM 3
OOII-II.

OcHaieHHbie 0a3bl TPAKTHKU (MACTEPCKHE/30HBI IO BUJAM padoT), OCHAIICHHBIC B
cooTBeTcTBUU ¢ npuitoxenruem 3 OOII-II.

3.2. YyeOHO-MeTOONYECKOE O0ecIedueHHne

3.2.1. OcHOBHBIE NIeYaTHbIE U/WJIN JIEKTPOHHbIE U3IaAHUSA

1. AGynanze [I. I'. JlokymenTarmonHnoe odecreyeHre yrnpaBieHHus IEPCOHAIOM: YUEOHUK U
NPaKTUKYM JUTS cpeHero mpodeccuonanbHoro oopazosanus / 1. I'. AGynanze, U. b. Bempsokkuna,
B. M. MacnoBa. — 2-¢ u3z., nepepad. u non. — Mocksa: U3narensctBo KOpaiit, 2022. — 370 ¢. —
(ITpoeccronansuoe obpazoBanue). — ISBN 978-5-534-15076-6. — Texct: anextponuslii // DBC
IOpaiir [caiit]. — URL.: https://urait.ru/bcode/487121.

2. Antyxoa, H.®. CucreMbl 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa: ydeOHOe mocodue /
AntyxoBa H.®., JI3t06enko A.JL., JloceBa B.B., Ueunkos F0.b. — Mocksa: KnoPyc, 2022. — 201 c.
— ISBN 978-5-406-02705-9. — URL.: https://book.ru/book/936560. — TekcT: 371eKTpOHHBIIA.

3. Kopmuees, U. K. JlokymeHTaniMoHHOE 0OecrieueHUe ynpaBiIeHHs: yUeOHUK U MPAKTUKYM
IUtst cpenHero npodeccuonanbHoro oopasosanus / M. K. Kopuees, A. B. [Tmenko, B. A. Mamypiies.
— 2-e w3d., mepepab. m gon. — MockBa: M3pmatensctBo Opaiit, 2022. — 384 c. —
(ITpoeccronansHoe obpazoBanue). — ISBN 978-5-534-05022-6. — Texct: anexTpoHHbIi // DBC
FOpaiir [caiit]. — URL: https://urait.ru/bcode/472550.

4. KacpsHoBa, I'. 0. Jlenonpons3BoAcTBO U Apyrue acmekTel paboTsl cekperapst / I.1O.
KacpsHoBa — 7-e u3z., nepepad. u gon. — Mocksa: U3narensctBo Abak, 2020. — 304 c.

3.2.2. JlonoJTHUTEIbHbIe HCTOYHUKH

1. Amnapeea B.M. [lenonpou3BoACTBO: OpraHu3alys U BelE€HUE: y4eOHO-IIPaKTUUYECKOe
nocobue / Auapeesa B.MI. — Mocksa: KnoPyc, 2020. — 294 c¢. — ISBN 978-5-406-00580-4. —
URL: https://book.ru/book/934225. — TekcT : 3JIeKTPOHHBIH.

2. Amnzoposa C.I1. Opranuzaius Tpyaa rocy1apCTBEHHBIX M MYHUIIUTIATBHBIX CITYKaIHX :
yuebHoe nocodue / C.I1. Anzoposa, C.I'. ®egopuykoBa. — Mocksa : UTH®PA-M, 2022. — 160 c.
— (Bsicmiee o6pazoBanue: bakanaBpuar). - ISBN 978-5-16-016369-7. - TekcT : AIeKTpOHHBIHU. -
URL.: https://znanium.com/catalog/product/1151473. — Pexxum qocTyna: mo mojmnucke.

3. bynmar P.E. JlokymeHTannoHHOe oOOecreueHue YIpaBlIeHUs TMEePCOHAIOM: ydeOHoe
nocobue / P. E. bynar. — MockBa: UHOPA-M, 2019. — 234 c. + Jlomn. maTepuais! [[ DIeKTpOHHBIN
pecypc]]. — (Bwicmiee oOpa3oBanme: bakanaBpumar). - ISBN 978-5-16-010318-1. - Tekcr:
sanektponHbii. - URL: https://znanium.com/catalog/product/1007087. — Pexum mgoctyma: 1o
MOJIIIHCKE.

4. T'yryea T.A. KonduaeHuuambHOe HeNONpPOM3BOACTBO: yueOHOoe mocodue / T.A.
I'yryeBa. — 2-e u3n., nepepad. u gomn. — MockBa: UHOPA-M, 2022. — 199 c. — (Cpennee
npodeccuonampHoe obpazopanme). - ISBN 978-5-16-016585-1. - Tekcr: snekrponnsbii. - URL:
https://znanium.com/catalog/product/1191331. — Pexxum gocTyma: mo moamucKe.

5. T'ycapopa M.H. OpranuzaimoHHO-UH(POPMAIIUOHHOE W  JOKYMEHTAIIMOHHOE
obecrnievueHne AeITeIbHOCTH PYKOBOAUTENS: yueOHO-MeToanueckoe nmocodue / M. H. I'ycaposa, C.
B. Topkym. — Mocka: PTY MUPDA, 2022. — 106 c¢.— Texkct : snexktpoHHslii / Jlanp :
AIIEKTPOHHO-OMOmoreunas cucrema. — URL: https://e.lanbook.com/book/176556. — Pexum
JOCTyNa: ISl aBTOPH3. MOJIb30BaTeNeH.

6. JlenompousBonctBo: yueOnuk / T.A. beikoa, J.LM. Bsosa, FO.M. Kykapuna, JI.B.
CanxkuHa; o o6mr. pen. moi. T.A. beikoBoit. — 4-e u3f., mepepad. u gor. — Mocksa : UHOPA-M,


https://urait.ru/bcode/487121

81

2022. — 393 c. + Jlom. marepuansl [[OnekTpoHHBI pecypc]]. — (Bricmee obpa3zoBanue:
bakanaspuar). — DOI 10.12737/1014190. - ISBN 978-5-16-014992-9. - TeKcT: 3JI€KTPOHHBIN. -
URL: https://znanium.com/catalog/product/1014190. — Pesxum focTyna: 1o moAucKe.

7. Joponuna JI.A. JlokymeHTallMOHHOE 0OecTieyeHe YIPaBIeHUs: Y4eOHUK U MPAKTUKYM
Ui cpenHero npodeccuonanbHoro oopasosanus / JILA. Jloponuna, B. C. UputukoBa. — Mocksa:
NznarensctBo FOpaiit, 2022. — 233 c. — (IIpodeccuonanpHoe oopazoanue). — ISBN 978-5-534-
05783-6. — Texkcrt: anexrponnsiii // IBC IOpaiit [caiit]. — URL: https://urait.ru/bcode/473802.

8. Kondunenuumanbuoe JIEJIONPOU3BOJICTBO u 3aIUIICHHBII AIIEKTPOHHBIN
nokymeHtoobopot: yueonuk / H.H. Kynses, A.C. Iémymkun, T.B. Kornpamosa, A.I'. ®abpu4HOB;
nox oour. pea. H.H. Kynsesa. - 2-e u3z., nepepab. u gor. - Mocksa : Jloroc, 2020. - 500 c. - (HoBas
yHHBepcHuTeTckas Oubimoreka). - ISBN 978-5-98704-711-8. - Tekct : snexkrponnsii. - URL:
https://znanium.com/catalog/product/1212394. — Pesxum 10CTyTa: 1O TMOAIUCKE.

9. Kopuees N.K. Texuuueckue cpeactsa ynpasienus: yueOHuk / M.K. Kopuees, I'.H.
Kcangonyno. — Mocksa : UHOPA-M, 2019. — 200 c. — (Bricmiee o6pa3zoBanue: bakanaspuar). -
ISBN 978-5-16-003620-5. - Tekcr : AIIEKTPOHHBIH. - URL:
https://znanium.com/catalog/product/991843. — Pexwum g0cTyma: 1Mo Mo ImucKe.

10. Ky3nenoB M.H. JlokymeHTarmoHHOEe obOecrieueHue yrpasieHus. JJOKyMeHTOO00pOT U
JIEJIIONPOU3BOJICTBO: YUEOHUK U IMIPAKTUKYM JIJIsl cpeiHero mpodeccuonansHoro oopazosanus / M. H.
KysnenoB. — 3-e¢ usn., nepepad. u mon. — Mocksa: M3garenscTBo FOpaiit, 2022. — 462 ¢. —
(ITpodeccuonanbuoe odpazoanue). — ISBN 978-5-534-04604-5. — Tekct : anexkrponnsiii // IbC
FOpaiir [caiit]. — URL: https://urait.ru/bcode/470020.

11. Kysnenos W.H. JlokyMeHTanronHoe odbecreyeHne yrnpaBieHus IEPCOHANIOM: Y4eOHUK U
MPAaKTUKYyM A cpeaHero mpodeccuonanbHoro odpazosanus / WM. H. KysnenoB. — Mocksa:
WznatenbcrBo FOpaiit, 2019. — 521 ¢. — (IIpodeccuonanbroe oopazoBanue). — ISBN 978-5-534-
04451-5. — Texcr : anexkrpounsiii / DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/444432.

12. Opranmsanus cekpetapckoro oociyxxuanun: DYMK / B. B. T'anaxos, O. b. Hazapenko,
[OnekTpoHHoe yueOHOoe wu3nanue]. — (Cpennee mnpodeccroHanbHOEe oOpa3oBaHue - TeKCT:
sanektponHbii. - URL: https://www.academia-moscow.ru/catalogue/5411/347093/ Aptukyn
n3nanus: 601817641

13. IMTaBmorckass O.FO. IlpaBoBoe obOecreueHUe KaapOBOTO JEIOMPOU3BOJICTBA: yuecOHOE
nocobue s By30B / O.1O. I1aBnoBckas. — Mocksa : UznatensctBo FOpaiit, 2022. — 213 c. —
(Beicmee oOpaszoBanme). — ISBN 978-5-534-11565-9. — Texkcer: anekrponusiii / DbC FOpaiit
[caiiT]. — URL: https://urait.ru/bcode/476289.

14. CocHoBas A. AccucteHT pykoBomuTens. Jlalidxaku npodeccuu: KHUTa-TpeHUHT / A.
CocnoBas. - Cankr-llerepOypr: Ilutep, 2022. - 208 c. - ISBN 978-5-4461-1489-4. - Tekcr:
anekTponnbii. - URL: https://znanium.com/catalog/product/1817493. — Pexum moctyma: 1o
HOJIIIHCKE.

15. Hlumor O.B. CoBpeMeHHBIE TEXHOJIOTHH U TEXHUYECKUE CpeacTBa MH(OpPMATH3AIINH:
yuebnuk / O.B. Hlumos. — Mocksa : MHOPA-M, 2022. — 462 c. + Jlon. marepuaibl
[[DnekTponnsli pecypc]]. — (Cpemnee mpodeccroHanbHoe oOpazoBanue). - ISBN 978-5-16-
017112-8. - Texkcrt : anextponHbIit. - URL: https://znanium.com/catalog/product/1764799. — Pexxum
JIOCTYTIA: TIO TIOJIITHCKE.

16. Hlysanoa H.H. OcHOBBI 1enonpou3BOACTBA: YYEOHUK U MPAKTHUKYM ISl CPEIHETrO
npodeccuonanbHoro oopazosanus / H.H. IllyBanosa, A.lIO. iBanoBa; mox o6mieit pemaxiuein H.H.
[lyBanoBoit. — 2-e u3f., nepepad. u pon. — Mocksa: U3narensctBo IOpaiir, 2022. — 428 ¢. —
(ITpodeccuonansuoe odpazoanue). — ISBN 978-5-534-11014-2. — Texkcr: anextponnsiit // DbC
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUSA

IMPOPECCHUOHAJIBHOI'O MOAYJIA

Kon IIK, OK Kpurepun oneHKHu pe3yJbTaTra DopMbI KOHTPOJISI
(moka3areu 0CBOCHHOCTH KOMIIETEHIHII) MeTO/1bl OLleHKH
[IK 4.1 Hcnonb3oBaHue  aBTOMATHU3UPOBAHHBIX  CUCTEM | AHAJIM3 U OLEHKA
yudeTa, perucTpannu, KOHTPOJIs U WHPOPMALMOHHO- | peIIEHHH MPOOIEMHBIX
CIPAaBOYHBIX CHCTEM MpH paboTe C JOKyMEHTaMH | CUTyaluil, Mpu
OpraHH3aIiHu. BBITIIOJTHEHUH
[Ipumenenue  coBpeMEHHBIX  MHGOPMAIMOHHO- | MPAKTHYECKUX padoT.
KOMMYHMKAIIMOHHBIX TEeXHOJIOTUH ais pabotsl ¢ | TectupoBanue.
JIOKYMEHTaMH, B TOM 4HUCIE Ui ee onTtumMuzauuu u | 3aué€tsl o MUK,
noBbIeHus 3 hekTnBHOCTH aTTecTanus 1o
MIPOU3BOJICTBEHHOU
IIPAKTHKE,;
sk3amed 1o [IM 04
OK 01 Bri6op criocoba pemienus 3aaay
npohecCuOHANBHOM NeSTeNIbHOCTH IPUMEHUTEIHHO
K pa3JIMyYHbIM KOHTEKCTaM
OK 02 Hcnonb3oBaHne COBPEMEHHBIX CPEJCTBA MOKUCKA,
aHaJIM3a U UHTEpIpeTaluu HHGOpMALIUU, U
. KonTposie  BbITOTHEHHUS
MCIOJIb30BaHNE MH(POPMAIIMOHHBIX TEXHOIOTHH JIsI .
. MPAKTUYECKUX 3aaHHH.
BBITIOJIHEHHS 3a71a4 PO ECCHOHATHHOM N .
YCTHBIH WM TECTOBBIN
JESITEIIBHOCTH.
KOHTPOJIb TEOPETHYECKHUX
OK 03 [TnanupoBaHue U peanuzaius cOOCTBEHHOTO 3HaH11/31 o p
npo¢eCCHOHATBHOTO ¥ IMYHOCTHOTO Pa3BUTHA, '
AHamuz u OILlcHKa
IpeIIPUHUMATEIBCKYIO 1€ATEIbHOCTD B .
. . | pemieHU  MPOOJIEMHBIX
npodeccruoHaIbHOM cepe, UCIOIb30BAHNE 3HAHUN CHTVAL
0 TPaBOBOM U (PUHAHCOBOW IPAMOTHOCTH B yaru.
[IpoBepouHbie paboOTHI 1O
pa3IMYHBIX KU3HEHHBIX CUTYAIUSX. -
S KaKIOU TEME.
OK 04 B3aumopeiictBue u padboTa B KOJUIEKTUBE U
ArtTectanus no
KOMaHzIe .
" = IIPOU3BOJICTBEHHOU
OK 05 OcyuecTBieHHE YCTHON U MMCBMEHHON MpaKTHKE
KOMMYHHKAIIMU HAa TOCYAapCTBEHHOM SI3bIKE '
Poccuiickoii @enepaniuu ¢ yueToM 0COOCHHOCTEN
COLIMAJILHOTO U KYJBTYPHOIO KOHTEKCTA.
OK 09 Hcnonb3oBanue npodeccuoHanbHONU JOKYMEHTAIIMH

Ha ToCy1apCTBCHHOM U MHOCTPAHHOM SA3bIKax
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MNPUJIOKEHME 1.1.1
Kk OITIOII-II mo cnenuaabLHOCTH
46.02.01 JoxyMeHTALMOHHOE O0ecrieyeHHe YIIPABJICHHUS U apXUBOBe/leHUe

ITACIIOPT PABQ‘IEﬁ ITPOT'PAMMBI ITPAKTUKH
(YYEBHOM U TPOU3BOJICTBEHHO)

Huaekc IIM Bua npaktuku Tun (3ram) | Cemectp | O0bem
VII/IIII | (uHaekc, HAMMEHOBAHME) (yueonasi/ NMPAKTUKHU B
NMPOU3BOJCTBEHHA (mpu yacax
s HaJTUIHH)
VII.O1 | [IM 01 OcymecTBienue VYyeOHas mpakTUKa - 1-3 108
OpPraHU3aI[IOHHOTO U
JIOKYMEHTAIMOHHOTO
obecrnieueHus qesITeIbHOCTH
OpraHu3aIuu
VI1.02 | [IM 02 Opranuzanus YueOHast mpaKTHKa - 3-4 72
apXUBHOI paboThI 110
JIOKYMEHTaM OpraHH3aIlHii
pa3nu4HbIX popm
COOCTBEHHOCTHU
VII.03 | [IM 03 OcBoenue VYyeOHas mpakTUKa - 5-6 72
npodeccun
Jenonpon3BoiuTEIb
VII.04 | [IM 04 OcBoenue VYyeOHas mpakTHKa - 5-6 72
npodeccuu ApXuBapuyc
Bcero YII X X 324
[II1.01 | [IM 01 OcymecTBnenue [TpousBoacTBEHHAS - 3-4 144
OpPTaHHU3AI[IOHHOTO U MPaKTHKA
JIOKYMEHTAIMOHHOTO
obecrnieueHus qesITeIbHOCTH
OpTraHu3aIuu
[II1.02 | IIM 02 Opranu3zanus [Ipou3sBoacTBEHHAS - 3-4 144
ApPXUBHOM pabOTHI 11O MIPaKTHKA
JIOKYMEHTaM OpTraHH3aIlHii
pa3anuHbIX (HopM
COOCTBEHHOCTH
[IM.03 | [IM 03 OcBoeHnue [TpousBoacTBEeHHAS - 5-6 144
npodeccuu ApxuBapuyc MPAKTHKA
[111.04 | [IM 04 OcBoenue [IpousBoacTBeHHas - 5-6 144
npodeccuun MPaKTHKA
Jenonpon3BouTeib
Bcero IIIT X X 576
HToro npakTuku X X 1476
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HNPUJIOKEHME 1.1.1.1
Kk OITIOII-II mo cnenuaabLHOCTH
46.02.01 JoxyMeHTALMOHHOE O0ecrieyeHHe YIIPABJICHHUS U apXUBOBe/leHUe

PABOYAS IPOI'PAMMA YUEBHOM MIPAKTUKH

VII.O1 TIM.01 OcymecTBieHHe OpPraHU3allMOHHOTO W JOKYMEHTAIIMOHHOTO
oOecrieyeHus AeSITEIbHOCTH OpTraHu3aIiu

VI1.02 TIM.02 Opranuzanusi apXuBHOW paOOThl IO JOKYMEHTAM OpraHU3AIMA
pa3nuYHbIX (OPM COOCTBEHHOCTH

VI1.03 I[IM.03 OcBoenue npodeccun ApxuBapuyc

VI1.04 TIM.04 OcBoenue npodeccun Jenonpon3BoUTENb
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1. OBIIIASA XAPAKTEPUCTHUKA PABOYEW

YYEBHOM MPAKTUKH

NNPOI'PAMMBI

1.1. Hear M mecTO0 Y4YeOHOH NPAKTHKH B CTPYKType 00pa3oBaTeIbLHOM
NpOrpaMMBbl:

PabGouass mporpamma y4yeOHOM TPAKTUKU SIBISETCS YaCThIO IMPOTPaAMMBbI
MOJTOTOBKU CIIEIIMAIMCTOB CpeaHero 3BeHa B coorBerctBuU ¢ PI'OC CIIO
YTBEPKJIEHHBIM TpuKa3zoM MunHucrepctsa npocsemienus PO ot 26.08.2022 Ne 778
«O0 yTBepxkaeHUH (elepaibHOr0 TOCYAapCTBEHHOIO 00pa30BaTEIbLHOTO CTaHIapTa
cpemHero MpogecCHOHANBHOTO oOpa3zoBanms 1o crneruanbHocTH  46.02.01
JlokyMeHTaIluoHHOEe 00ecTieYeHUEe YIIpaBICHUSI U apXUBOBEJCHUE» U pealu3yeTcs B
npoeCCUOHAIBHOM IIMKJIE TIOCJE MPOXOXKIEHUS MEXKIUCIUIUIMHAPHBIX KYpPCOB
(MJK) B pamkax mpodecCHOHAIBHBIX MOJIYJE€ B COOTBETCTBUH C YUYEOHBIM ITUIAHOM

(m. 5.1. OIIOII-II):

VI1.01 OcymiectBiienue
OpraHU3aIUOHHOTO U
AOKYMCHTAIITUOHHOT' O
obecrieueHUs AeATETbHOCTH
OpraHu3aIuH

[1M.01 OcymectBienue
OpPraHU3aIMOHHOIO U
JIOKYMEHTAIMOHHOTO
obecneyeHus
JIEATEIbHOCTH
OpraHu3aIuu

MJIK.01.01 JTokymeHTallMOHHOE
o0ecrieueHne yrpaBieHHsI
MJIK.01.02 Opranu3zamust paboTsl
C DJICKTPOHHBIMHU JIOKYMEHTaMH
MJIK.01.03 Opranu3anms
CEKPETapCKOT0 0OCITY KUBAHH
MJIK.01.04 JIokymMeHTaIMOHHOE
obecreyeHne KaipoBoi ciy»KObl

VI1.02 Opranuzanus
apXUBHOI pabOTHI 1O
JOKYMEHTaM OpTaHu3aIui
pa3auuHbIX HopM
COOCTBEHHOCTH

[IM.02 Opranuzanus
apXUBHOI pabOTHI 110
JOKYMEHTaM
OpraHu3alui pa3InIHbIX
dbopM coOCTBEHHOCTH

MJIK.02.01 Opranuzanus u
HOPMATUBHO-TIPABOBBIC OCHOBBI
apXUBHOTO Jiea

MJIK.02.02 T'ocynapcTBeHHBIE,
MYHHIIUIIATbHbIE APXUBBI U aPXUBbI
OpraHMu3aluil

MJIK.02.03 Meroauka u mpakTUKa
aApXUBOBE/ICHUS

MJIK.02.04 OGecneuenue
COXPAaHHOCTH JJOKYMEHTOB

VYI1.03 OcBoenue npodeccun
ApxuBapuyc

I1M.03 OcBoenue 1o
npodeccun ApxuBapuyc

MJIK.03.01 Xpanenue,
KOMIUICKTOBaHHE, YUET
UCTIOJIb30BaHue Jie (JIOKyMEHTOB)
apxuBa

VI1.04 OcBoenue npodeccuu
Jlenonpon3BOIUTEIb

[IM.04 OcBoenue
npodeccuun
Jenonpon3BoauTeb

MJIK.04.01 lokyMeHTaIlMOHHOE
obecrieueHre IeITCIbHOCTH
OpraHH3aIH




YuebOuasg

87

MpakTUKa HampaBieHa Ha  pasutue ob6mmx (OK) wu

npodeccuonanpubix Komnerenuui (I1K):

Kox OK/IIK

Haumenosanune OK / IIK

OK.01

PacriosnaBath 3amauy wu/uiam  npobiemy B mpodeccHOHaNIbHOM  W/WiK
COIMAILHOM KOHTEKCTE aHAIM3UPOBATh 33/1a4y U/HiIH IPOOJIEeMy U BBIACIATH €&
COCTAaBHBIC YaCTH OIPCACIIATE 3Tallbl pCHICHUSA 3a/1a4X BBISBJIATH U 3(1)(1)CKTI/IBHO
UCKaTh MH(OPMAIIHIO, HEOOXOIUMYIO JUIS PELICHUs 3aJaudl W/HIM MpoOIIeMbl
COCTaBJIATh IUIAH JCWCTBUS OIpPENeNiATh HEOOXOAWMBIE PECYpPChl BIAJIETh
aKTyaJbHBIMH METOJAMU PabOThl B MPO(ECCHOHATBHOW U CMEXHBIX chepax
PCaIM30BbIBATH COCTaBJICHHBIN IIJIaH OLICHUBATL PE3YyJIbTAT W IOCJICACTBUSA
CBOMX JICUCTBUI1 (CAMOCTOSITENIHO MIIU C TIOMOIIbIO HACTABHHKA)

OK.02

OnpenensaTh 3agaydl A MOWCKAa HWH(OPMAIMK OINpPEIENATh HEOOXOAUMBIC
UCTOYHHKH HMH(OpMALUKM IUIAHUPOBATh IIPOLECC IOHCKA CTPYKTYpUPOBATH
MOJy4yaeMyr0 HMH(QOPMALHUIO BBICIATH Hauboliee 3HAYMMOE B TIepeuHe
UH(pOpMAIMK OIIEHUBATh IPAKTUYECKYI0 3HAYMMOCTH pPE3YJIbTAaTOB IOUCKA
oopMIATh pe3yNbTaThl TMOWCKA, MPUMEHSATH CpEACTBA WH(POPMALMOHHBIX
TEXHOJOTUH JUIS  pemIeHHs NpOoQEecCHOHAIBHBIX 33/a4  HCIIOJIb30BATh
COBPEMEHHOE MTPOrpaMMHOE 00eCIieueHIe UCIIOIb30BATh PA3JINYHbIE U(DPOBBIC
Cpe/CTBa ISl pelieHHs NPo(eCcCHOHATIBHBIX 3a/1a4

OK.04

Oprann3oBbiBaTh pabOTy KOJJICKTHBA M KOMAHJIBI B3aMMOJICHCTBOBATH C
KOJJIETaMH, PYKOBOJICTBOM, KIHEHTaMH B XoAe MpodeccnoHalbHOI
JIEATEIIbHOCTH

OK.05

I'paMOTHO  M3maraTb CBOM MBICIM M OQOPMIIATH  JIOKYMEHTBI  I10
npodeccuoHalbHOM TEeMaTHKe Ha TOCYJapCTBEHHOM  SI3bIKE, MPOSBIATH
TOJIEPAaHTHOCTh B paboueM KOJJIEKTUBE

OK.09

ITonnmars O6HII/II>1 CMBICJI YETKO MMPONU3HCCCHHBIX BBICKA3bIBAHUY Ha U3BECTHLIE
TeMbl (TpodecCHOHANbHBIC ¥ OBITOBBIE), TMOHUMAaTh TEKCTHI Ha Oa30BbIe
HpO(beCCI/IOHaJ'IBHBIG TEMbl Yy4aCTBOBATb B AHAJIOTaxX Ha 3HAKOMBIC 06HII/I€ n
npodeccuoHanbHbIe TEMbI CTPOUTH MPOCTHIE BhICKA3bIBaHHUS O ceOe M O CBOEH
MPOPECCHOHAIBHON JIEITEIbHOCTH KPaTKO OOOCHOBBIBATH M OOBSICHITH CBOU
neiicTBrs (TEKyIIUe U TUIAHUPYEMbIe) TIHCATh MPOCThIE CBS3HbBIE COOOIIECHUS Ha
3HAKOMbIE MJIM MHTEpeCYIolre NpodhecCHOHATIbHbIE TEMBI

IIK 1.1

Hagrbiku:

MOJIydeHUsT HeoOXoaumMor HWHGOpMAIMK W Tepelayd CaHKITHOHHUPOBAHHON
uHdpopManui  C  WCIONB30BAHHEM  CPEACTB  HMH(DOPMALMOHHBIX U
KOMMYHUKAITMOHHBIX TEXHOJIOTUI

VYMeHus:

HCIIOJIH30BaTh CpeIcTBA HHGOPMAIIMOHHBIX 1 KOMMYHHKAITMOHHBIX TEXHOJIOTUMA
JUTSI TIOTYYeHHsI U Tiepeiaun uHpopMarmu;

BECTH U HCIIOJIb30BaTh B paboTe 0a3y KOHTAKTOB OpraHU3alny;

BECTH YYETHBIE PETUCTPAllMOHHBIE (OPMBI, HCIONIB30BaTh WX  JUISA
nH(pOpPMAITMOHHON pabOTHI U PAOOTHI IO KOHTPOJIIO UCTIOTHEHUS TOPYUEHUH;
YCTaHABIMBATh W MOJAEPKUBATh KOMMYHHMKAIlMM B TMPOIECCE JEIOBOTO
OOIIeHHsT C TOMOIIBIO CPEJACTB HMH(POPMAIMOHHBIX W KOMMYHHKaIIMOHHBIX
TEXHOJIOTHUH,

CIUIAKMBAaTh  KOH(MJIUKTHBIE W  CIOXKHBIE CHTYallud  MEKJIMYHOCTHOTO
B3auUMOJICUCTBUS,

coOJI01aTh CITy>KEOHBIN ATHKET;

obecrnieunBaTh HHPOPMAIMOHHYIO 0€30MACHOCTh JACSITEILHOCTH OpraHU3aIiu.

IIK 1.2

Hagbixu:
KOOpJAMHAIMKA PabOThl MPUEMHOM PYKOBOAUTENS M 30H MpHEMA Pa3ITHUHBIX
KaTeropuil MOCETUTENEH OpraHn3aln
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Ymenust:

BCTpeuaTh MOCETUTENEH, MOodyyaTh NEPBUUHYIO0 MH(DOPMALIMIO O MOCETUTENX,
YCTaHABJIUBATh NOPSAOK MPUEMA JIJI PA3IMUYHBIX KATETOPUM OCETUTENEH;
BECTH Y4YETHbIE PETUCTPALMOHHBIE (QOPMBI MO NpPUEMY TMOCETUTENEeH U
0OpPMIIATH MPOITYCKa;

BECTHU MPUEM, IIEpeiavy U OTIPABKY JTOKYMEHTOB,;

OpraHU30BBIBATH U1 OPOHUPOBATH MEPETOBOPHBIE KOMHATHI;

CepBUPOBATH yaiiHbie (KodeiHbie) CTONbI B oduce;

NPUMEHSTh B paboTe cpeacTtBa HMH(DOPMANMOHHBIX W KOMMYHHUKAIMOHHBIX
TEXHOJIOTUH,

MPUHUMATH MEPhl TI0 COXPAHEHWIO KOH(PUACHIIHATHHOW WH(OpPMAIUKA B XOJe
puémMa NOCETUTEIICH.

IK 1.3 Hagpiku:
MJIAaHUPOBaHUS pPab0OYero BPeMEHU PYKOBOIUTENS U pabOvero Hs CEKpeTaps
Ymenust:
BeIOMpaTh (HOPMBI TUIAHUPOBAHHS U OPOPMIIATH IUIAHUPOBINUK (OpraHaisep)
PYKOBOJMTEIIS U CEKpeTaps;
YCTaHABIIMBATh LEJH, ONPEJAEISATh IPUOPUTETHOCTh U OUEPEAHOCTD BBIIIOJIHEHUS
pabot u 3 pexTBHO pacpenenaTs padbodee Bpems;
COrJIaCOBBIBAaTh BCTPEYM M MEPOIPHUATHS W BHOCUTH HMH(POpPMAIHMIO B
IUTAHUPOBIIKK (OpraHaiisep);
UH(OPMUPOBATh PYKOBOJIUTENSI O MNPUOIMKEHUM BPEMEHU U periiaMeHTe
3aIIaHUPOBAHHBIX BCTPEY U MEPOIIPUSATHH;
BBIOMpATh ONTUMANIbHBIE CIIOCOOBI BHEIIHETO U BHYTPEHHETO UH()OPMHUPOBAHUS
0 TUITAHUPYEMBIX MEPOTIPUSITHSIX;
obecrieunBaTh HHPOPMAIIMOHHYIO 6€30MACHOCTD AESITEIbHOCTH OpraHU3aluy,;
MPUMEHATh B palboTe cpeacTBa HHPOPMAIMOHHBIX W KOMMYHHUKAIIMOHHBIX
TEXHOJIOTHM.

[IK 1.4 Hagbiku:
OpraHu3aIliy JIEJIOBBIX TOE3J0K PYKOBOAUTENIS W JAPYTHUX COTPYIAHUKOB
OpraHu3aIu
YMeHus:
COCTaBJISITH U OPOPMIISITH JOKYMEHTHI JIJIS ICJIOBBIX MOE3]10K;
OCYILECTBISATh TPEBEI-TIOIJEPHKKY JI€TTOBBIX MOE3/I0K;
COTJIaCOBBIBAaTh C MPHUHMMAIOLIEH CTOPOHOW MPOTOKOJ  IUIAHMPYEMBIX
MEPONPHUITHIA U (HOPMUPOBATH MIPOTPAMMY JIE€TOBON MOE3AKH;
HCIIOJIH30BaTh CpeIcTBA HHGOPMAIIMOHHBIX 1 KOMMYHHKAITMOHHBIX TEXHOJIOTHUMA
JUTsl oOecTiedeHrsI B3aUMOJICHCTBUSL C PYKOBOJUTENIEM BO BpPEMS €r0 JIEIOBOM
MTOE3/IKH;
0OpPMIISITh OTYETHBIE JOKYMEHTHI O ISTIOBOY MOE3/KE.

K 1.5 Haspiku:

OpraHu3aIy 1 MOoJAepKaHusl PYHKIIMOHATHHOTO paboyvero mpoCcTpaHCTBa
Ymenus:

OpPTaHW30BBIBATH pabovee MECTO B COOTBETCTBUHU

¢ TpeOOBaHUSIMH SPTOHOMUKH U KYJIBTYPBI TPYAQ;

obecrieunBath pabouee MecTo W (YyHKIHMOHAIBLHOE pabouee MPOCTPAHCTBO
HEOOXOMUMBIMH  CPEICTBAMU  OPTraHU3AlMOHHONW TEXHUKH, MEOeNbl0 U
KaHLEISIPCKUMU MPUHAATIC)KHOCTIMH,

MOJJIEP’KUBATh CPEJCTBA OPTaHU3ALMOHHON TEXHUKH B pad0YeM COCTOSIHUH.

IIK 1.6

Hasrixu:
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OpraHW3alliyl TOATOTOBKM W TIPOBEACHHS KOH(DEPEHTHBIX MEPOIPUSLTHH,
obecrieueHuss  MH(POPMAIMOHHOTO  B3aMMOJICHCTBHS  PYKOBOIHUTEISI  C
MOAPa3ACICHUSIMU U IOJDKHOCTHBIMU JIMIIAMHU OPraHU3aluu

VYmenus:

OpPTaHW30BBIBATH MPOIECC TMOATOTOBKH U TPOBEACHHE KOH(PEPEHTHOTO
MEPOTPUITHS HHANBUIYAJTBLHO U B COCTaBE pabOYeH TpyMIIbl;
JIOKYMEHTHUPOBATh pPa3HbIe 3Tambl MPOIEAYPhl MOJATOTOBKM U IPOBEACHUS
KOH(EPEHTHOT'0 MEPOTIPHSITHS,

CO0JIF0/1aTh 3TUKET U OCHOBBI MEXIYHAPOIHOTO ITPOTOKOJIA,;

OCYIIECTBIISATH COOP, 00padOTKy HH(POPMAIIMH, CUCTEMATU3AINIO TIOJTyIaeMbIX U
nepeaBaeMbIX JaHHBIX;

OCYIIECTBIISATH TPOBEPKY IOCTOBEPHOCTH, OTHOTHI

¥ HETIPOTHBOPEYUBOCTH JIAHHBIX, UCKITFOUCHUE AyOMpoBaHus HHPOpMAIIHH;
IPUMEHATh HHPOPMAITMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH.

IIK 1.7 HaBbIkn:
o opMIIEHHS OPTaHU3AIIHOHHO-PACTIOPSAUTEIBHBIX TOKYMEHTOB M OpTaHU3aIlHs
paboThHI C HUIMH, B TOM YHUCJIE C UCTIOJIB30BAaHUEM aBTOMATU3UPOBAHHBIX CUCTEM
VYMeHus:
COCTaBJIATh MIPOEKTHI OpraHU3aIlMOHHBIX, pactopsiANTEINbHBIX u
WH(OPMALIMOHHO-CIIPABOYHBIX TOKYMEHTOB, B TOM YHCJIE€ JOKYMEHTOB,
coJIepKanInX KOH(MUISHIINATEHYI0 HHPOPMAITHIO,
ohopMIIATh OpraHU3aIMOHHO-PACTIOPSIUTEIbHBIC JTOKYMEHTHI (OpPUTHHAIBI U
KOIIHH);
CKaHMPOBATh, KOMUPOBATb M KOHBEPTUPOBATh JOKYMEHTHl B pa3IUYHbIC
dbopMmarThl;
OCYILECTBIISATh MPOBEPKY MPOEKTOB JOKYMEHTOB HAa COOTBETCTBUE IpPABHIIAM
JIeTIOTIPOU3BO/ICTBA;
MPUHUMATH U TIPOBOIUTH MEPBUUHYIO 00paOOTKY BXOASIINX TOKYMEHTOB,;
MPOBOJIUTH  MPEIBAPUTEIHHOE PACCMOTPEHHE BXOIAIIMX W BHYTPEHHHX
JIOKYMEHTOB,
PETUCTPUPOBATH BXOJSIINE, UCXOSAIINE U BHYTPEHHUE JOKYMEHTHI;
KOHTPOJIMPOBaTh ~ MapHIPyTU3ALMIO JOKYMEHTOIIOTOKOB B  OpraHU3aluu
(cormacoBanue, MOANMUCAHWE, YTBEP)KICHHE, PETUCTPAIlHs, O3HAKOMIICHHE M
UCTIOJTHEHUE TOKYMEHTOR);
OCYIIECTBIISATh CPOKOBBIN KOHTPOJIb UCTIOJIHEHHSI IOKYMEHTOB;
OCYILECTBIISATh MOATOTOBKY U OTIPABKY UCXOISAIINX JTOKYMEHTOB,;
COCTABJISITH OTUETHI M AHATMTUYECKHE CTIPABKU
00 UCTIOTHEHUH IOKYMEHTOB,;
BECTH UH(POPMAIIMOHHO-CIIPABOYHYIO PaboTy
0 IOKYMEHTaM,;
OCYIIECTBIISATH pabOTy C OpPraHU3aAIMOHHO-PACTIOPSAUTEIHHBIMHA JOKYMEHTAMH B
ABTOMATU3UPOBAHHBIX CUCTEMAX.

IIK 1.8 HaBbikn:

o(opmIIeHHs JOKYMEHTOB IO JINYHOMY COCTaBY U OpraHU3aIMU pabOThl C HUMH,
B TOM YHUCJIE C UCIOJIb30BAaHUEM aBTOMATU3MPOBAHHBIX CUCTEM

YMenus:

o0ecrneunBaTh COXPaHHOCTb MEPCOHAIBHBIX 1aHHBIX PAOOTHUKOB,;
OpPraHU30BBIBATH JOKYMEHTOOOOPOT M0 NPEACTABICHUIO JIOKYMEHTOB II0
HEPCOHATY B FOCY/1apCTBEHHBIE OPTaHbl;

OpPraHU30BBIBATH JIOKYMEHTOOOOPOT MO YUETY M IBMXKEHUIO PAOOTHHUKOB;

BECTH BOMHCKHH y4€T paOOTHUKOB,;

BECTH yu€T pabouero BpeMeH! pabOTHHKOB,




90

opOpMIIATH OpraHU3aIMOHHO-PACTIOPSIUTEIbHBIE JOKYMEHTHl 10 JUYHOMY
COCTaBy;

BECTH PETHCTPALUIO, YUET, ONEpaTUBHOE XpAaHEHHE JOKYMEHTOB IO JINYHOMY
COCTaBy;

BECTH JJOKYMEHTAIUIO, IOATBEPKAAIOIIYIO0 CBEACHUS O TPYA0BOW ACATEIBHOCTH
U TPYZI0BOM CTake paOOTHHUKOB;

(dbopMUPOBATH JTUYHEIC JIeNIa PAOOTHHKOB,

oopmIIATh fena 1Mo IMYHOMY COCTaBY /IS IIEpEIady B apXUB OpraHn3alHH;
paboTaTh co CrieraTu3upPOBAaHHBIMU HH()OPMAIIHOHHBIMU CHUCTEMaMH 1 Oa3amMu
JTAHHBIX 10 BEJICHUIO YUETa M ABMKCHUIO pAOOTHHUKOB.

IIK 1.9 HaBwiku:
OpraHW3alMil  TEKYIIero XpaHEHUs JIOKyMEHTOB, OO0OpaOOTKH Jen IS
OTNEPAaTUBHOTO M AapPXMBHOTO XpaHEHHUs, B TOM YHCJIE C HCIOJb30BaHUEM
ABTOMATU3UPOBAHHBIX CUCTEM
YMenus:
pa3pabaTheiBaTh HOMEHKJIATYPY €]l OpraHu3alIiH;
MPOBEPSITh TPABUIBHOCTH O(GOPMIICHHSI JOKYMEHTOB U OTMETKHM 00 uX
UCIIOJTHEHUH Tiepe]] X (JOPMUPOBAHUEM B J€NIO AJIs MOCIEIYIOIET0 XpaHeHHS,
dbopmupoBaTh JeNa, KOHTPOJUPOBATh IMPaBUIBHOE U  CBOEBPEMEHHOE
pacrnpezeneHue W TOMIIMBKY JIOKYMEHTOB B Jiella B COOTBETCTBUU C
HOMEHKJIATy PO JIelI;
MPOBEPATh CPOKH XPaHEHHUs JOKYMEHTOB, COCTAaBJISITh MPOTOKONI PabOThI
AKCIIEPTHON KOMHUCCHH TIO TIOJITOTOBKE JOKYMEHTOB K TIepe/iaue B apXuB,
COCTaBJISITh AKT O BBIICJIECHUU K YHUUTOKEHUIO JOKYMEHTOB, HE MOJIEKAIINX
XPaHEHHUIO;
COCTaBIISITh KT 00 YHUUYTOXKEHUH IOKYMEHTOB,;
OCYIIECTBIISAITh TIOJIHOE WJIM YacTUYHOE OQOpMIIEHHE JIeT BPEMEHHOTO,
MIOCTOSIHHOTO, JIOJITOBPEMEHHOTO CPOKOB XPaHEHUS;
COCTABJISITH OMHCH JIeT CTPYKTYPHBIX TOJpa3/eeHUNH  MOCTOSHHOTO,
JIOJITOBPEMEHHOT'O CPOKOB XpaHEHUs JUIsl epeladuu Ie]l B apXUB OPraHU3allnH;
MPUMEHATh WHPOPMAIIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUU TIPH paboTe ¢
JTOKYMEHTaMHU.

[IK 2.1 HaBbiku:
y4JacThsi B KOMIUIEKTOBAaHUM apXWBHBIMU JieJlaMU (JOKYMEHTaMH) apXuBa
OpraHu3aIu
YMeHus:
paboTath ¢ Moapa3aeIeHUIMU/OpPTaHu3aIUsIMA UCTOYHUKAMHU KOMIUICKTOBAHUS
apXuBa;
MIPUHUMATh apXHUBHBIC Jie1a (IOKYMEHTHI) Ha TIOCTOSIHHOE WJIH JIOJITOBPEMEHHOE
XpaHEHHUE;

y4acTBOBAaTh B IIPOBENECHHUM SKCIEPTHU3bI LICHHOCTU PA3JIMYHBIX TUIIOB U BHUJIOB
JIOKYMEHTOB B COOTBETCTBUU C BHYTPEHHUMH PEINIAMEHTAMHU OpraHU3allNY;
MPUMEHSTh B paboTe PEKOMEHAALNN 3KCIEPTHO-TIPOBEPOUYHON KOMUCCUU WITH
DKCIIEPTHON KOMUCCHUH OpPraHU3aluu;

IPUMEHSATH NIEPEYHU C YKa3aHUEM CPOKOB XpaHEHUs /i€ (JOKyMEHTOB);
co0III01aTh HOPMATHBHBIE CPOKU XPAHEHUS J1eN (JOKYMEHTOB);

BECTH YUYET HCTOYHUKOB KOMIIJICKTOBAHMSI ApXHBA;

UCTOJB30BaTh MEPEJOBOM  OTEUYECTBEHHBI W  3apyOEKHBIH ONBIT IO
KOMIUICKTOBAHUIO ~ apXWBa  JelaMM  (JIOKyMEHTaMHM) IIOCTOSHHOIO U
JIOJITOBPEMEHHOI'0 XpaHEHUs,
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HCIIOJIB30BaTh COBPCMCHHBIC ABTOMATHU3UPOBAHHLIC, I/IH(i)OpMaI_II/IOHHbIe n

TEJIEKOMMYHHUKAI[HIOHHBIE TEXHOJIOTUU JOKYMEHTHUPOBAaHHbBIX chep
JIeSITEJIbHOCTH OpPraHu3aluu.

K 2.2 HaBbixu:
BE/ICHUS YUY€Ta apXMBHBIX € (JOKYMEHTOB), B TOM UYHUCIIE C UCIOJIb30BAHUEM
ABTOMATHU3UPOBAHHBIX CUCTEM
YMeHnust:
[I0JIb30BATbCA ~ YYETHBIMM ~ JIOKYMEHTaMH B paMKax  3JIEKTPOHHBIX
MHPOPMALIMOHHBIX  CUCTEM  JOKYMEHTUPOBaHHbIX chep  JeATelbHOCTH
OpraHu3aluy;
[0JIb30BAaThCA  CEPTHU(PULUUPOBAHHBIMU aBTOMATU3UPOBAHHBIMU CHUCTEMaMHU
JOKYMEHTHPOBAaHHBIX  Cep  JAEATEIIPHOCTH  OpraHM3alud 1Mo  Y4€Ty,
perucTpanuu, KOHTPOJIIO Jel (JIOKYMEHTOB);
10JIb30BATHCS MH(POPMAIIMOHHO-CIIPABOYHBIMH CUCTEMaMHU
JOKYMEHTHPOBAaHHBIX c(hep AeITEeTbHOCTH OpraHu3aIiHg;
BECTH CIIPAaBOYHO-IIOMCKOBBIE CPECTBA K APXUBHBIM JIeJIaM (JIOKYMEHTaM);
BECTH yUY€T CTPaxoBOTO (POH/IA apXUBHBIX A€ (JJOKYMEHTOB);
IPUMEHSATh HOPMATHBHbBIE NPABOBBIC aKThl, JIOKAIbHbIE HOPMATHBHBIC AKTbI
OpraHM3alMy U METOJWYECKHE JOKYMEHThl B 00JIacTH ydéTa apXHMBHBIX M€l
(IIOKyMEHTOB);
BHOCHUTb INPEJIOKEHUS 110 COBEPIICHCTBOBAHUIO METOJAMUYECKOT0 00eCeueHus
yuéTa pa3HbIX BUJIOB JIOKYMEHTOB B JIOKYMEHTHUPOBAHHBIX c(hepax AeATeIbHOCTH
OpraHM3alIHH.

IK 2.3 HaBbixu:
OCYILIECTBIICHUS XPAaHEHUSI apXUBHBIX A€ (JOKYMEHTOB) C IIOCTOSTHHBIM CPOKOM
XpaHEHUs U 10 JIMYHOMY COCTaBYy B apXHBE OpraHU3aluu
YMeHnus:
CUCTEMAaTHU3UPOBATh Jieja (JOKYMEHTBI);
pasMmelaTh apXMUBHBIE JieNa (JOKYMEHThI) Ha MECTax XPaHEHUsI B COOTBETCTBUU
C HOPMAaTUBHBIMM TpPEOOBAHUAMU B OOJACTH apXMBHOIO J€Jla U YIpaBJICHUS
JIOKYMEHTaMH;
co0JII0/1aTh HOPMATHUBHBIE PEXKUMbI XpaHEHUS apXMBHBIX /1€ (JIOKYMEHTOB) Ha
JIFOOBIX HOCHUTEIIAX;
IPOBOJUTH MPOBEPKY IOJHOTHI COCTaBa aPXMBHBIX JOKYMEHTOB B €IMHUIIAX
XpaHEHUs;
MIPOBOJIUTH OMHMCAHUE APXUBHBIX JIeJ (JIOKyMEHTOB);
COCTaBJIISITh CITPABOYHO-TIOMCKOBBIE CPE/ICTBA K APXUBHBIM JieflaM (JOKyMEHTaMm);
BECTM YY€T W KOHTPOJb BBbIJAUM apXUBHBIX Je€d (JOKYMEHTOB) U3
apXMBOXPAHWINIIA U UX BO3BPATA;
BECTH YU€T U KOHTPOJIb Nepeayuu e (J0KyMEHTOB)
B IOCY/IapCTBEHHBIN/MYHHUIUITATLHBIA apXUB WM HA NHOE BHEIIHEE XpaHEHUE U
puémMa JeJl ¢ BHEIIHETO XPaHEHUs;
MIPOBOAMTH MOJIUCTHYIO MPOBEPKY (PHU3HUUECKOTr0 COCTOSIHUS /1€ (JOKYMEHTOB);
pa3bICKUBATh HEOOHAPYKEHHBIE /1eN1a (JIOKyMEHTHI);
3alMIaTh MHGOPMALMOHHBIE PECYpChl apXuBa OT HECAHKIMOHUPOBAHHOIO
Jl0cTyna.

K 2.4 Hagbiku:

o0OecrieueHHsT XpaHEHUs, KOMIUIEKTOBaHHUS, Y4€Ta M HCIOJIb30BAaHUS el
(TOKYMEHTOB) BPEMEHHOTO XpPaHCHHS

Ymenust:

OpraHW30BBIBaTh M OOECIEYMBATh XPAaHEHHE €7 (JIOKYMEHTOB) BPEMEHHOTO
XpaHCHUS OpraHu3ali B TPAAUIIMOHHOM U B BJICKTPOHHOM BH/JIC,
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KOHTPOJIMPOBATh pa3padOTKy CTPYKTYPHBIMH IIOJIpa3ACIECHUSIMU ONUCEN U aKTOB
O BBIJEJICHMM HA YHUUYTOXKEHHE el (JOKYMEHTOB) BPEMEHHOI'O XpaHEHHs B
TPaJIMLIOHHOM U B 3JIEKTPOHHOM BU/JIE;

dbopMHpOBaTh EIMHUIBI XPAaHEHUs JOKYMEHTOB JUIsl MX HOCJIEIYIOLIEro
pa3MelIeHUs] B apXUBE OpraHu3aluu;

COCTaBJIATh CIIPABOYHO-IIOMCKOBBIE CPEJICTBA K ADXUBHBIM JieJIaM (JJOKYMEHTaM);
OCYLIECTBJIATh IMOUCK /1€ (JOKYMEHTOB) BPEMEHHOI'O XpaHEHUs B IIPOLIECCE UX
XPaHEHUs B CTPYKTYPHBIX MOAPA3eICHUSIX U apXUBE OpraHu3allu;
OCYLIECTBJISITh METOAMYECKOE PYKOBOJCTBO OpraHu3aldedl XpaHEHMs [ell
(TOKYMEHTOB)

B CTPYKTYPHBIX IIO/Ipa3/JI€JIEHUsX OPraHUu3alllu;

OKa3blBaTh CTPYKTYPHBIM HOJPA3JEIECHUSM IPAKTHUUECKYI0 IOMOIb B
OpraHu3aly XpaHEeHUs Jell (JOKyMEHTOB);

pa3pabaTbiBaTh CIPABOYHO-UH(OPMAIIMOHHBIE JOKYMEHTBHI 110 OpraHU3aluu
UCIIOJIb30BaHUsl eyl (JOKYMEHTOB) BPEMEHHOIO XpAaHEHHUS B CTPYKTYpPHBIX
MOJPa3/IeIEHUsIX U apXUBE OpraHU3aIH;

IPOBOAMTH 3KCHEPTU3Y LEHHOCTU el (AOKYMEHTOB) BPEMEHHOI'O0 XpaHEHMs,
HEePEAHHBIX B APXUB;

ONPEAEIATh CPOKU XpaHEHUs el (JIOKYMEHTOB) BPEMEHHOT'O XpaHEHMUS,;
o0ecreunBarh 3aIUTy J1e1 (JOKYMEHTOB) BPEMEHHOI'O XpaHEHHsI B OpraHU3aluu
OT HECAaHKLIMOHUPOBAHHOIO JJOCTYIA UJIM YHUUYTOXKECHHUS;

OPOBOJIUTh (PU3MUECKOE YHUUYTOXKEHHE M€l (JOKYMEHTOB) BpPEMEHHOI'O
XpaHEHUsT C MHCTEKIIMMHU CpPOKaMHM XpaHEHMsI II0CJ€ COIVIACOBaHUS CO
CTPYKTYPHBIMH NOJPAa3IeICHUSIMU OPraHU3alluu;

oQopMIISITH  YYETHBIE JIOKYMEHTHl 00 YHUYTOXKEHHUU Jeil (JOKYMEHTOB)
BPEMEHHOI'O XPAHEHHs C MCTEKIIMMU CPOKAMHM XpaHEHHMsI COBMECTHO CO
CTPYKTYPHBIMH NOAPA3/IEICHUSIMA OpraHU3alluu

I[IK 2.5 Haspiku:
OCYIIECTBIICHUSI UCIOJIb30BAHUST APXUBHBIX JIeT (IOKYMEHTOB), B TOM YHCIIE C
MCIOJIb30BaHNEM aBTOMATHU3HPOBAHHBIX CHCTEM
YMenus:
CUCTeMaTHU3UPOBATh U 0000MIATH CBEJICHHUS O COCTABE U COMEPIKAHUU aPXUBHBIX
nen (TOKyMEHTOB);
UCIIOJIb30BaTh WH(OPMAIMOHHBIE TEXHOJIOTHH B 00JIACTU CO3/IaHUS CIIPABOYHO-
MOWCKOBBIX CPEJCTB apXWBa W JOKYMCHTHPOBAHHBIX c(ep IesATeIBHOCTH
OpraHu3aIny;
(GbopMHUPOBATH OCHOBHBIE M BCIIOMOTATEIIbHBIC BHJIBI ADXUBHBIX CIIPABOYHUKOB B
AIIEKTPOHHOM opme;
MOJIFOTABIIMBAThL MH(POPMAITMOHHBIC JTOKYMEHTHI IO 3ampocaM IOJIb30BaTeIeh
pa3JIMYHBIX KaTErOpPHiA.

IIK 3.1 HaBbiku:
OCYIIIECTBIICHUSI UCIOJIb30BAaHUSI aPXUBHBIX JIe (IOKYMEHTOB), B TOM YHUCIIE C
HCIIOJIb30BaHNEM aBTOMATH3HPOBAHHBIX CHCTEM.
VYMeHus:
pa3Melarb apXuBHbBIC Jiea (JOKYMEHTBI) Ha MECTaX XpaHEHUS B COOTBETCTBUU
C HOPMAaTUBHBIMH TPEOOBAHUSMU B OOJACTH apXHWBHOTO J€JIa U YIPaBIICHUS
JIOKYMEHTaMH.

IIK 3.2 HaBwiku:

pa3MelIeHHs] apXUBHBIX Jel (JOKYMEHTOB) B apXHUBHBIX XpaHUJIUIIAX B
COOTBETCTBUU C BHIOpAHHOW CXeMOH Kiaccu(pUKAIMM U CUCTEMATHU3AIHUH eI
(TOKYMEHTOB).

Ymenust:
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MIPOBOJIUTH MPOBEPKY IMOJTHOTHI COCTaBAa APXUBHBIX JOKYMEHTOB B €IMHHIIAX
XpaHeHusl.

I[IK 3.3 Hagbiku:

y4eTa apXUBHBIX JIe] (JIOKYMEHTOB) TOCTOSSHHOTO U BPEMEHHOI'0 XpaHEHUSI.
YMeHus:

BECTHU Yy4e€T M KOHTPOJb BBIJAYM APXUBHBIX Jei (JIOKYMEHTOB) U3
apXMBOXPAHWIUIIA U UX BO3BpaTa

[IK 3.4 Haspiku:

COCTaBJICHUSl  CIIPAaBOYHO-TIOMCKOBBIX  CPEACTB K  apXWMBHBIM  JIeJaM
(ToKyMeHTaM), yYTEHHBIM B apxXuBeé MU B JOKYMEHTHPOBaHHBIX c(epax
JESITEIbHOCTH OpraHu3aluu

Ymenust:

UCIOJIb30BaTh MH(OPMAILIMOHHBIE TEXHOJIOTHU B 00JIACTU CO3/IaHUS CIIPABOYHO-
MMOMCKOBBIX CPEJICTB apXWBa W JOKYMEHTHPOBAHHBIX c(ep AeaTebHOCTH
OpraHu3aluu

IIK 3.5 Haspiku:

MPOBEJICHUS IKCIEPTU3BI IEHHOCTH Jiel (AOKYMEHTOB) BPEMEHHOT'O XPAHEHHUS B
apXvBE OpPraHU3aIUU.

YMeHus:

OpraHU30BBIBATH U OOECIEUMBATh XpAaHEHHUE JeNl (JOKYMEHTOB) BPEMEHHOIO
XpaHEHUsl OPraHU3alMK B TPAJIUIIMOHHOM U B DJIEKTPOHHOM BH/JI€ 3HAHUS.

K 4.1 Haspiku:

npreMa U IEPBUYHON 00pabOTKH BXOASIINX JOKYMEHTOB;

00pabOTKHU U OTIPABKU UCXOIAINX JTOKYMEHTOB;

KOHTPOJISI UCTIOJIHEHUSI JOKYMEHTOB B OpraHU3alliu.

Ymenust:

MOJIb30BAaThCsS  ABTOMATU3MPOBAHHBIMU CHUCTEMaMH y4YeTa, perucTpaiui,
KOHTPOJII U HMH(POPMAIIMOHHO-CIIPABOYHBIMU CHUCTEMaMH Tpu padoTe ¢
JIOKYMEHTaMHU OpraHU3allNH;

MIPUMEHATH COBPEMEHHbIE WH()OPMAIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHUU
JUTst pabOTHI ¢ TIOKYMEHTaMH, B TOM YHCIIE JIJIsl €€ ONTUMHU3AINN U TTOBBIIICHUS
b peKTUBHOCTH.

enp yueOHOU mNpakTUKU: (HOPMHUPOBAHHME TEPBOHAYAIBHBIX MPAKTUYECKUX
poecCHOHANTBHBIX YMEHHM B paMKax MpoQecCuoHaIbHBIX MoayJeit nannoit OITOTII-
I[I no Bumam  gesarenbHOCTH:  «OCYyIIECTBIIEHHE  OPraHW3allUOHHOTO U
JIOKyMEHTAITMOHHOTO 00eCTeueHUs JeATeILHOCTH OpraHu3anuny, «OpraHuzamus
apXUBHOM pabOTHI MO JTOKYMEHTaM OpraHU3aluil pa3IudHbIX POpM COOCTBEHHOCTHY,
«OcBoenue npodeccuu Apxuapuyc», «OcBoenue npodeccuu [lenonpon3BoauTesnny.

1.2. Ilnanupyembie pe3yJibTAaThl OCBOCHHS Y4e€0OHO! NMPAKTUKH

B pesynprare mpoxokaeHUS ydeOHOW MPaKkTUKHA IO BHUIAM ACSTEIbHOCTH,
npeaycMmoTpernabiM @I'OC CIIO u 3anpocam paboroaareneit, 00ydaronuuiics 10HKeH
HOJYYHUTh NPAKTUYECKHUH ONBIT (CHOPMHUPOBATH YMEHUS):

HanmeHoBaHMe BUA IIpakTyeckuii onbIT / yMeHUs!
AeATEJbHOCTH
OcyiiecTBieHue INIK  1.1. OcymectBiars  npueMm-nepenady  ynpablIeHUYECKON
OpPraHU3alMOHHOIO ¥ | MHPOPMAaLMM €  IOMOIIBIO  CPEACTB  MH()OPMALMOHHBIX U
JOKYMEHTAILlMOHHOI'O KOMMYHHUKAIIUOHHBIX TEXHOIOTHH.
obecrieueHus I[IK 1.2. KoopauampoBaTh pabOTy MNPUEMHON PYKOBOJMTENS, 30H
IIpUeMa Pa3Iu4HbIX KATETOPUN TOCETUTENICH OPraHU3alUu.
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JACATCIIBHOCTH
OpraHu3anuu

I[IK 1.3. Brnagerb HaBbIKaMH ILJIAHUPOBaHUS paboOyero BpeMEHU
PYKOBOJUTEIS U CEKpPeTapsl.

[IK 1.4. Ocy1iecTBasTh MOATOTOBKY JEIOBBIX MOE3/10K PYKOBOIUTEINS U
JPYTUX COTPYJHUKOB OpraHU3alUH.

IIK 1.5. Bnagers cnocobamu opraHU3aliu paboyero MpOCTPAHCTBA
IIPUEMHON U KaOMHEeTa PyKOBOJUTEIIS.

I[NIK 1.6. OcymecTBusaTe paboTy IO MOATOTOBKE U IPOBEICHUIO
KOH(QEpPEeHTHbIX  MEpOIpHUATUH, o0ecneyuBaTb HHPOPMALUOHHOE
B3aUMOJIEICTBUE PYKOBOJIUTEINS C ITOAPA3AEIECHUIMHU U JOHKHOCTHBIMU
JMIIAMU OpTaHU3aLHH.

IIK 1.7. OpopMisTh OpraHu3aluOHHO-PACTIOPAIUTEIbHBIE JOKYMEHTHI
U OpPraHu30BbIBaTh pabOTy C HUMH, B TOM UYHCIE C HMCIIOJIb30BaHHEM
aBTOMATHU3HPOBAHHBIX CUCTEM.

INIK 1.8. Odopmnsiate [IOKYMEHTbl 10 JIMYHOMY COCTaBy U
OpPraHU30BBIBaTh PAa0OTy C HHUMH, B TOM YHCJIE C HCIOJb30BAaHHEM
aBTOMAaTU3UPOBAHHBIX CHCTEM.

I1K 1.9. Opranu3oBsiBaTh TEKyIlee XpaHEHHUE IOKYMEHTOB, 00pabOTKy
Jeql JUIs ONEpaTUBHOIO M apXMBHOTO XpAHEHHs, B TOM 4YHCIE C
WCI0JIb30BAHUEM aBTOMATHU3HPOBAHHBIX CHUCTEM.

Opranuzanus

apXUBHOM paboOThHl IO
JOKYMEHTaM
OpraHu3auin
Pa3IUYHBIX
COOCTBEHHOCTHU

hopm

I[IK 2.1. OcymecTBiiTh KOMIUIEKTOBaHUE
(1oKyMEHTaMM) apXUBa OpraHU3alHH.

IIK 2.2. Bectu yuer apxuBHBIX A€l (IOKYMEHTOB), B TOM 4YHCIE C
HCII0JIb30BAHUEM aBTOMATHU3HPOBAHHBIX CHCTEM.

IIK 2.3. OcymiecTBiiATh XpaHEHHE APXMUBHBIX Jiel (JIOKyMEHTOB) C
MOCTOSIHHBIM CPOKOM XpaHEeHMsI U 1O JINYHOMY COCTaBy B apXuBe
OpraHH3alIHH.

I[IK 2.4. OcymecTBiiaTh XpaHEHHE, KOMIUIEKTOBaHUE,
HCIOJIb30BaHNUE JIe (JIOKyMEHTOB) BPEMEHHOI'O XpaHEHUS.
[IK 2.5. Ocy1iecTBasTh UCTIONIb30BaHUE APXUBHBIX JI€T (IOKYMEHTOB), B
TOM YHCJIE C UCNOIb30BAHUEM ABTOMATU3UPOBAHHBIX CUCTEM.

ApXHBHBIMU  JICJIaMHU

y4eT H

OcBoeHue
ApxuBapuyc

npodeccun

IIK 3.1 OG6ecneunBaTth COXPaHHOCTb JOKYMEHTOB, 3aKOHUEHHBIX
J€JI0NIPOU3BOACTBOM

[IK.3.2 YuyacTtBoBaTh B pa3pabOTKE HOMEHKJIATypbl e, MPOBEPATH
MPaBUIBHOCTh (pOpMUpPOBaHMS U O(QOPMIICHHUS JIeN NpU Npuéme ux B
apXuB

I1K.3.3 BoInoaHsaTh paboThl IO CUCTEMATH3AIMH, PA3MEIICHUIO U YUETY
nen

IIK.3.4 Bectu mnouck wuH(OpManmuu MO CIPABOYHOMY arlmapary
(kapToTeKaMm) opraHu3aluuu

[IK.3.5 OcymiectBiaATh NpHUEM, PErMCTPALUIO, YYET IOCTYMAIOIIUX
JIOKYMEHTOB, IpPOBEPSATh MPABHIBHOCTb O(DOPMIIEHUS TOKYMEHTOB C
yu€TOM TpeAbsABISEeMbIX TPeOOBAHUIN; TOTOBUTH CBOIHBICE OMHCH el
MTOCTOSIHHOTO ¥ BPEMEHHOT'O0 CPOKOB XpaHEHUs

OcBoenne mnpodeccuun
Jlenonpou3BoaUTEIb

[IK 4.1. Opranu3zanusi paboThl MO PETUCTPALUU, YUETy, XPAHEHUIO U
mnepefgade B COOTBETCTBYIOIIME  CTPYKTYpPHBIE — IOJApa3JeIcHUs
JOKYMEHTOB TEKYILETO JAEJIONPOU3BOICTBA
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1.3. O6ocHOBaHMe YacoB y4eOHOI NPAKTHUKH B pamKax BapuaTuBHoi yactu OIIOII-TI

Kon ITK/ Obnem OobocHoBaHue
yiI JAOIOIHHUTEIbHBI IIpakTHYecKuii ONBIT HanMeHoBaHHE TeMbl IPAKTHUKHU YBeJIHYEHUSA
e (IIK*, IIKu) HACOB | nema NMPaKTHKH
VIIL.01 MK 1.1 Brnaners HaBbIKaMU MOJTYy4YECHUS Tema 4.1. HopmaTuBHO- mpaBoBOE 36 ITo 3ampocy
[IK 1.2 HE00X0IMMOW MH(POPMALIUH | TIEPeaudl | PEryJIUPOBAHHIE TPYAOBBIX OTHOIICHUH paboTonarens
[IK14 CaHKIITMOHMPOBAHHON MH(POPMAIINH C Tema 4.2. KoMIiekc JOKyMEHTOB 110
IIK 1.7 HCIIOJIb30BAaHNUEM CPEJICTB YCTaHOBJICHUIO TPYIOBBIX TPABOOTHOLIEHUHN
[IK 1.8 WH(pOPMAIMOHHBIX U Tema 4.3. KoMIuiekc JOKYMEHTOB IO IBMXKEHUIO
IIK 1.9 KOMMYHHKAIIMOHHBIX TEXHOJIOTHH, KaJpoB
KOOpAMHAIMU paboThl MPUEMHOI Tema 4.4. KoMIiekc JOKyMEHTOB 110
PYKOBOIUTEISI ¥ 30H NMPUEMA PA3IUYHBIX | PACTOPKEHUIO TPYAOBBIX MPABOOTHOIICHHMA
KaTeropuil moceTuTesneil opraHu3alui, Tema 4.5. Opranuzanus paboThl C KaAPOBBIMU
OpraHMU3aI1H JIEJIOBbIX MMOE310K JIOKyMEHTaMHU
PYKOBOJAMTENSA U APYTUX COTPYIHUKOB Tema 4.6. ®yHKIIMOHAIbHBIE BO3MOKHOCTH U
OpraHu3aiui, MepBOHAYAJIbHASI HACTPOMKA MPOTPAMMBI
o(opMIIeHHS OpTraHU3AIMOHHO- «1C:Kanpei»
pacnopsIUTENBHBIX IOKYMEHTOB U Tema 4.7. Benenue kaapoBOro y4era B
opraHu3aiys padoThl ¢ HUMH, B TOM nporpamme «1C:Kaapen»
YHCJIE C UCTIOIb30BaHUEM
ABTOMATU3UPOBAHHBIX CUCTEM
VII1.03 IK 3.1 Brnanets HaBbIKaMu OpraHHU3aIiu Tema 1.1. ABromatu3anust XpaHeHUs 72 [To 3anpocy
[IK 3.2 TEKYILEro XpaHeHus! JOKYMEHTOB, ANIEKTPOHHBIX JIOKYMEHTOB paboTonarens
IIK 3.3 00paboTKH JeI JJIs1 OTIEPATUBHOTO U
I1IK 3.4 apXUBHOI'O XpaHEHUs, B TOM YHCIIE C

IIK 3.5
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MCIIOJIb30BaHUEM aBTOMATHU3HPOBAHHBIX
cucteM (porpamma «1C:ApxuB»)
0(OpMIICHUS JOKYMEHTOB T10 JINYHOMY
COCTaBY M OpPraHu3anuu pabOThl C HUMH,
B TOM YHCJIE C HCIIOJb30BAHUEM
ABTOMATHU3UPOBAHHBIX CHCTEM
OpTraHMU3aINH TEKYIIETO XPAHCHHUS
JIOKYMEHTOB, 00paOOTKH Je JUIs
OTIEPATUBHOTO M APXUBHOTO XPaHCHWSI, B
TOM YHCJIE C UCIIOJIb30BaAHUEM
ABTOMATHU3UPOBAHHBIX CHCTEM

Tema 1.2. PaboTa ¢ JOKyMEHTaMH apXuBa B
nporpamme «1C: ApxuB»

VII1.04

[IK 4.1

BrITIONHATE TpHEM U IEPBHYHYO
00paboTKy BXOASIIUX IOKYMEHTOB;
OO0OpabaThIBaTh U OTIIPABIISATH UCXOISIIIHEC
JIOKYMEHTHI,

KonTtponuposats ncnoinHeHue
JIOKYMEHTOB B OpTaHU3AIHH

Tema 1.1. ABTOMaTu3upOBaHHBIE CUCTEMBI
JIeJIONPOU3BO/ICTBA U CUCTEMbI AaBTOMATU3aLUU
JIOKYMEHTO000pOTa

Tema 1.2. Cucrema 31€KTPOHHOTO
JIOKYMEHT0000opoTa

72

ITo 3ampocy
paboronaTens

Bcero akanemudeckux 4acoB y4eOHOW MPaKTUKU B pamkax BapuatuBHoOH yactu OITOII-IT - 180
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2. CTPYKTYPA U COJAEP)KAHUE YUEBHOH NPAKTUKH

2.1. TpynoeMkocTb OCBOCHHUS Y4eOHON NMPAKTHKHA

Kox YII | O0bem, ak.u. | ®opma npoBeaeHus1 y4eOHOH MPAKTUKH Kypc/ ®opMa NPOMEKYTOUHOM
(KOHIIEHTPUPOBAHHO/ pacCPEIOTOUEHO) cemMecTp aTTecTalnu
VII. 01 108 paccperoToueHO 1/11/2 2/3 | JuddepeHimpoBaHHbIii 3a4eT
VII. 02 72 paccpenoToYeHO 213 2/4 JuddepeHnnpoBaHHbIi 3a4eT
VII. 03 72 paccpe1oToueHO 3/5 3/6 JuddepeHnrpoBaHHbIi 3aUeT
VII. 04 72 paccpenoTo4YeHO 3/5 3/6 JuddepeHnnpoBaHHbIi 3a4eT
Bcero YII 324 X X X

2.2. CTpyKkTrypa y4yeOHO# NPAKTUHKH

Kon IIK

HaumeHnoBaHnue pa3aeioB
npo¢eccCHOHATBHOI0 MOAYJISI

Buasi pador

HaunmeHoBaHMe TeM y4eOHOM NPAKTHUKHU

0Oo0bem
4acoB

VYII1.01 Oc

YHICCTBJICHHUE OPraHu3aluoH

HOT'0 1 JOKYMECHTAIIMOHHOI'O odecneyeHus ACATCJIBHOCTH OPranu3alnumn

108

IIK 1.1
I[IK' 1.5
IIK 1.6
K 1.7
IIK 1.9

Paznen 1.
JIOKyMEHTUPOBAHUE U
opraHu3aius paboTsl ¢
opUIMaTBEHBIMU
JOKYMEHTaMU

W3yyeHne CTPYKTypsl  OpraHu3allid —  MecCTa
NPOXOXJICHHUS TPAKTHKH (nanee — OpraHu3alyu) C
IETTBI0 COCTABIICHHUS CXEMBI CTPYKTYpPbI OpraHH3aIlnH.
O3HakOMJIEHHE C TIPaBOBBIMHU (YUpEIUTEIBHBIMH),
JOKaIbHBIMU HOPMAaTHBHBIMU aKTaMu "
pacHoOpSIUTEIbHBIMU  JIOKYMCHTAMH ~ OpTraHH3aIlnu.
CocraBlieHHE CIHCKAa HCTOYHUKOB KOMIUICKTOBAHHS
OP/l opranuzanuu.

N3yyenne UWHCTpyKMM 1O  JEIONPOHM3BOACTBY
opraHu3anyi. 3HaKOMCTBO C TPaBHJIAMHU COCTABJICHHS
NPOEKTOB M O(OpMIICHHS JTOKYMEHTOB, MOPSIKOM
COTJIaCOBAHUS " HOINUCAHN/yTBEPKICHUS
JOKYMEHTOB B OpTaHU3aIINH.

Odopmrenue OpraHM3aLOHHBIX, BHYTPEHHHUX
(mpuKasbl, pacmoOpsHKCHUS, JTOBEPEHHOCTH, 3alHMCKH,
CIPaBKH, AaKTbl, MPOTOKOJBI M JAp.) U HCXOMISIINX
JOKYMEHTOB ~ OpraHM3allil C  HCIOJIb30BAaHUEM

Tema 1.1. TIpaBuna opopMiieHUs: PEKBU3UTOB
OP/I. UudopmarimoHHO- CIIpaBOYHbBIE
JIOKYMEHTBI

Tema 1.2. UHpOpMaIMOHHO- CTIPAaBOYHEIC
JIOKYMEHTBHI.
CrnyxeOHbIC TMChMA, UX Pa3HOBUIHOCTH

Tewma 1.3. PacniopsiauTensHbIe TOKYMEHTHI,
W3/1aBacMble

Ha MPUHIUIAX €IUHOHAYAIUS IPUHATUS
peLIeHH I

Tema 1.4. JlIokyMeHTBI KOMHCCUI
Y KOJUIETHAIILHBIX OPTaHOB

Tema 1.5. 3agaun u QyHKIUH
CITyKOBI IETIONPOU3BOACTBA.
Opranu3anvoHHbIe JOKYMEHTHI

Tewma 1.6. Opranuzanus padoTbI
C JIOKYMEHTaMu
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COBPEMEHHBIX MPOrpaMMHO-TEXHUYECKUX CPEJCTB.
KoHTponb mpaBUIBHOCTH COCTaBiI€HUS, O(QOpMIICHUS
JOKYMEHTOB (PEKBHM3HTBhI, OCOOCHHOCTH HAIMCAHUS
TEKCTOB, MHOTOCTPAaHHYHbIC TOKYMEHTHI), IMOPsIKA
U3JIaHNS JIOKYMEHTOB (C y4ETOM CIICHU(PUKU CHCTEMBI
JIeTIONPOM3BOICTBA Opranu3aiuu). KoHCTpyupoBaHue
OaHKOB ~ OpraHu3alyy,  CO3JAaHue  [al0JIOHOB
JJOKYMEHTOB.

BCEI'O ITO PA3JIEJLY 1

36

I[IK1.1
IIK 1.6
K 1.7
IIK 1.8
K 1.9

Paznen 2. Opranuzanus
paboThI ¢ JOKYMEHTaMH B
ABTOMAaTU3WPOBAHHBIX
crcTemMax

O3HaKOMJIEHHE C TIPOTPAMMHBIMHU CPEICTBAMH YUETa,
XpaHeHus, 00pabOTKU U MOUCKA JOKYMEHTOB,
UCTIOJIb3YEMBIMHU B OpraHu3anuu. M3yuenne ocHOB 1
cneunduku paboThl ¢ JOKyMEHTAIMEN B CCTEME
3JIEKTPOHHOTO JI0KyMeHToobopota (CD/1)
opranu3zaiuu. Vcnosabs3oBanue B paboTe rio0anbHbIX
Y JIOKQJIBHBIX CETEH IS OJyYeHHS U XPaHESHUS
uHpopManuu, ooMeHa HH(OpMaIHeH.

3HAKOMCTBO C IOKyMEHTOOOOPOTOM OpraHU3aI1H.
Hcnonb3oBanue COJ B paboTe ¢ JOKyMEHTaMHU.
O06paboTka BHYTPEHHUX JOKYMEHTOB, 00padoTKa 1
OTIIpaBKa UCXOAMUX JOKYMEHTOB, IPUEM U
nepBUYHasi 00pabOTKa BXOAIIUX JOKYMEHTOB.
Perucrparus 10KyMEHTOB U MapILIpyTH3ALHS
JOKYMEHTOTIOTOKOB. KOHTPOJIb NCTIOTHEHUS
JOKyMeHTOB. MH(opMaIimoHHO-ClipaBOYHast U
MIOUCKOBAs paboTa ¢ MCIIOJIb30BAaHUEM CHCTEM YUETa
JJOKYMEHTOB B OpraHH3alHH.

Tema 2.1. IlpaBuna paboThI ¢ JOKyMEHTaAMH
Ha AJICKTPOHHBIX HOCUTEISIX

Tema 2.2. Opraauzanus paboThI ¢
JOKyMEHTaMH B
ABTOMATH3UPOBAHHBIX CHCTEMax
3JIEKTPOHHOTO 1I0KYMEHT0000pOTa

BCEI'O 110 PA3AEJLY 2

12
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K 1.1 Pazgen 3. Opranuzanus paboTsl mpuéMHoi (30H npuéma Tema 3.1. Opranu3zanus u ycIoBus Tpyia 6
I[IK 1.2 OpranuzanuoHHOE MIOCETHUTENICH): pEeryIupoBaHKe MOTOKA IIOCETUTENICH, | ceKpeTaps
IIK 1.3 obecrieueHre AeITeIbHOCTH | IPUEM U perucTpaius noceruteneil. [inannpoBanue AIMUHUCTpATUBHBIC (DYHKIIUU CEKpeTaps
[IK 1.4 OpraHu3alu pabouero JHS PYKOBOJIUTENIS U CEKpeTaps.
K 1.5 [ToaroroBka J1€JI0BBIX BCTPEY U MIEPETOBOPOB
I[IK 1.6 pykoBoauTels. PaboTta mo o0CiTyKUBaHUIO pa3TMYHBIX
TUIIOB COBEUIAHWI U COOIOICHIE MPABUIT UX
MOATOTOBKH U MPOBEACHHUS. Tema 3.2. 6
Benenue renedoHHBIX TeperoBopoB. OuibTparus u OpranuzanvoHHble ¥ HTHPOPMAIIOHHBIE
nepeaapecanus 3BoHKOB. [Ipuém u nepenaua (GYHKIIUH ceKpeTapst
tenedoHorpammM, (pakcorpamm, COOOIICHUH O OYHKIMH ceKpeTaps M0 IMITaHUPOBAHUIO
aneKTpoHHOM noute. MHdopmannonHoe obecrieueHue | pabouero BpeMeHH
JIeATeTLHOCTH pyKoBoauTesi. O3HaKOMIICHUE C
mpaBuJIaMu pabOTHI C KOH(PUIEHITUATBHOMN
uH(popMaluel B OpraHu3almu
BCEI'O 110 PA3ZIEJIY 3 12
I[IK 1.1 | Paznen 4. PaboTa mo 03HaKOMIIEHHIO C COCTaBOM U Tewma 4.1. HopmatuBHO- ITpaBOBOE 6
I[IK 1.2 | JlokymMeHTHpOBaHUE U 0COOCHHOCTSIMU JIOKYMEHTOB OpraHU3aIuH, peryJupoBaHue TPYJAOBBIX OTHOLIEHUMN
IIK 1.4 | opranmuzamusi paboThI ¢ PETYJIHPYIOMINX TPYIOBbIE OTHOIICHUS Tema 4.2. 6
I[IK 1.7 | xagpoBBIMH TOKYMEHTaMHU (opraHu3annOHHO-PACTIOPSAAUTEIBHBIC JOKYMEHTH, Kommiekc 10KYMEHTOB 110 yCTAHOBIIEHUIO
K 1.8 JOKYMEHTHI 110 JINYHOMY COCTaBy, TPYJAOBOU JOTOBOP, | TPYIOBBIX
K 1.9 JIOTOBOP O MaT€pPHAaIbHONW OTBETCTBEHHOCTH U T.]I.). IIPABOOTHOLIEHUM
OdopmieHue TOKYMEHTOB I10 JJMYHOMY COCTaBy U UX | Tewma 4.3. 6
Konwuii (pu HEOOXOMMOCTH). 3HAKOMCTBO C Kowmrneke 1okymeHTOB
CUCTEMON YHU(PHUIMPOBAHHBIX (POPM MEPBUYHON 110 ABUIKEHUIO KaJIpOB
Y4ETHOU TOKYMEHTALlMU OpTraHu3aliui. 3arnoIHeHUe Tema 4.4. 6
¢dbopm nepBUUHON y4€THOM AOKyMeHTarmu. Pabora ¢ KoMILIEKC JOKYMEHTOB 110 PACTOPIKEHUIO
3asIBJICHUSIMU 110 JIMYHOMY COCTaBY, BEJIECHUE U TPYIOBBIX
odopmIleHHE TPYIOBBIX KHUXEK. M crmoap30Banme HPaBOOTHOMIEHUH
CO/1 mpu paboTe ¢ KaIPpOBBIMU JOKYMEHTaMH. Tema 4.5. Opranusanus paGoThI ¢ 6

KaapOBBIMH JOKYMCHTAMU

Tema 4.6.




100

OYHKIMOHATBHBIE BO3MOKHOCTH U
IepBOHAYaJIbHAS HACTPOIKA ITPOrPaMMBI
«1C:Kaapen»

Tema 4.7. 6
Benenue kaapoBoro ydera B mporpaMmme
«1C:Kanpen»
BCEI'O 1O PA3JIEJIY 4 | 42
[IpomexyTtounas arrectanus B popme nuddepeHIInpoBaHHOTO 3aueTa 6
VI1.02 Opranu3anusi apXuBHOM padoThI N0 JOKYMEHTAM OPraHu3aluil pa3Jin4HbIX ()OPM COOCTBEHHOCTH 72
K 2.1 Pasmen 1. Opranuzauus u | Paccmorpenue ctpyktypsl | Tema 1.1. HopmatuBHO-ipaBoBas 6a3a 6
obecrieyeHne OCHOB | yupexJeHus/opranuzamuu/npeanpusitas  (nanee — | apXMBHOU JiesTeabHOCTH B Poccun
apXUBHOM JIEATEILHOCTH OpraHu3allnK), COCTABJICHUE CXEMbI OpraHu3aloHHol | Tema 1.2. Opranusauus ApxusHoro GpoHzaa 6
CTPYKTYPBHI, ompeeiIcHue HCTOYHUKOB | Pocculickoit @enepanuu
KOMIUICKTOBaHUsI apXWBa oOpraHu3anuu. V3yueHue
JIOJKHOCTHOW MHCTPYKIIMU apXUBHCTA.
BCEI'O I1O PA3JIEJTY 1 12
K 2.1 Pazmen 2. Opranumszamnus | CocTaBieHHE CTUCKA UCTOYHIUKOB KOMIUICKTOBAHUS Tema 2.1. DkcriepTr3a IIEHHOCTH JJOKYMEHTOB 18
NeSITEeNIbHOCTH apXUBOB apXuBa OpraHMU3aIiH, ONPEe/IeIeHNEe TPAHUI]
apXUBHOTO (QOH[A.
CocraBneHne CXeMbI pa3MeIIeHHs CPEJICTB XPAHEHUSI.
PaccmoTpenne  Ttomorpaduueckux — ykazaTtened B
apXUBOXpaHWINIIE oOpraHu3anuu. O3HAKOMIIGHHE C
MpaBWJIaMHd BEJEHUS IKypHAJIOB HAOMIOJEHUS 3a
TEMIIEPATYPHO-BIIAKHOCTHBIM PEKUMOM B
ApPXUBOXPaHWIUIIE.
BCEI'OI1O PA3JIEJTY 2 | 18
[IK 2.1 Paznmen 3. Opranuszanus CocTaBiieHHe CITUCKA UCTOYHUKOB KoMmIutekToBanuss | Tema 3.1. JlokambHBIC HOpPMATUBHEIC 6
[IK 2.2 aApXUBHOTO JieJa apXuBa OpraHU3aIlNH, OTIpeIelIeHne TPaHUI] JIOKYMEHTBI apXHUBa
I1K 2.3 apXUBHOTO (OHJIA. Howmenknarypa gen
IK 2.4 Tema 3.2. OdopmiieHre apXuBHOTO Jiena 6
[IK 2.5 [Tepenada qOKyMEHTOB

Ha apXMBHOE XpaHEHHE




101

Tema 3.3. YUéT TOKYMEHTOB B apXUBE 6
Tema 3.4. Mcionb3oBanue 6
JTOKYMEHTOB apXuBa
BCEI'O I1O PA3JIEJTY 3| 24
IIK 2.1 Paznen 4. Opranuzanus CocraBiieHue CXEMbI pa3MEIICHHS CPEIICTB Tema 4.1. YciioBust XpaHeHUs TOKYMEHTOB. 6
I1IK 2.2 XpaHEeHHUs JJOKYMEHTOB B XxpaHeHus1. PaccMorpenue Tonorpaduyeckux [IpoBepka HaIM4Ks U COCTOSIHUS TOKYMEHTOB
IIK 2.3 apxuBe yKazaresei B apXUBOXPAaHUJIHUILE OPTraHU3aIHIH. B apXUBax
[IK 2.4 O3HakoMJICHUE C MPABHJIAMU BEICHHS )KYPHAJIOB
IIK 2.5 HaOJI0/IEHUS 32 TEMIIEPATYPHO-BIAKHOCTHBIM Tema 4.2. Koxcepsarus 1 pecTaBparus 6
PEXKUMOM B apXHUBOXPAHWIHILE JloKyMeHTOB.
[ToaroroBka eyt K apXUBHOMY XPAaHEHUIO, B TOM CoXpaHHOCTb IOKYMEHTOB Ha CIICLUAIbHBIX
YHUCIIe: U3y4eHUE JOKYMEHTOB B LIEJIAX onpeaeseHus | HOCUTEIAX
CPOKOB UX XpaHEHUs, HyMepallus JIMCTOB
aApXUBHOTO JIeJIa, COCTaBIICHUE U 0(hopMIIeHUE
BHYTpPEHHEH OIMHCHU U JINCTA-3aBEPUTENST ApXUBHOTO
JIeJ1a, COCTaBJICHHE U OPOPMIICHHE KaPThI-
3aMEeCTHUTES, JTUCTA UCTIOIb30BaHUS APXUBHOTO
JIeJ1a, COCTaBJICHHE U OOPMIICHUE PEKBU3HTOB
00JI0’KKH apXHUBHOTO Jiefia, MPOIIUBKA apXUBHOTO
Jena.
BCEI'O I1O PA3JIEJTY 3 | 12
[IpomexyTtounas aTttectanus B popme nuddepeHIpoBaHHOrO 3aueTa 6
VI1.03 OcBoenne npodeccun ApxuBapuyc 72
[IK 3.1, Paznen 1. Xpanenue, Pabora B nH(MOPMAIMOHHO-TIOUCKOBBIX CUCTEMAX Tema 1.1. ABTOMaTH3aNHsI XpaHEHUS 36
IIK 3.2, KOMIUIEKTOBAaHHE, YUET U ApxusHoro ¢onaa Poccuiickoit @enepannu. 3IIEKTPOHHBIX IOKYMEHTOB
IIK 3.3, | ucmonb3oBaHue Aein [TpoBepka HATUYUS JOKYMEHTOB B DJIEKTPOHHOM
IMK 3.4, | (moxyMeHTOB) apXuBa apxuBe.
I1IK 3.5 CocraBnenue 1 opopMIIeHHE aKTa POBEPKU
HAJINYHS JOKYMEHTOB. Tema 1.2. PaboTa ¢ TOKyMEHTaMH apXuBa B 30

Omnpenenenne HOHAOBOIN MPUHAIICHKHOCTH
JIOKYMEHTOB.

dopMUpOBaHUE ANEKTPOHHBIX JIETT.
CocTaBjeHHe BHYTPEHHEW ONKCH Jesia

nporpamme «1C:ApxuB»
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CocraBieHue JIMcTa-3aBepUTENIs JIea.
Odopmienue 0010KKH J1ena.

[lepenaya naopmamnmu Ha PaCCTOSTHUH.
Vcrionp30BaHue TEXHOJIOTUU OIU(PPOBBIBAHUS
JIOKYMEHTOB.

BCETI'O ITIO PA3JIEJIY 3

66

[IpomexyTtounas arrectanus B popme nuddepeHIInpoBaHHOTO 3aueTa

VI1.04 OcBoenne npodeccuu desonpon3BoauTeib

72

[IK 4.1

Pasnen 1.
JIOKyMEHTaMOHHOE
obecreyeHue 1esTeIbHOCTU
OpraHu3alNu

W3ydeHue NpUHIMIIOB CO3aHMsI CUCTEM
yIpaBieHUs! JOKyMEHTOOOOPOTOM.

3HaKOMCTBO C OCHOBHbIMHU noacuctemMamu CO/1.
V3y4yeHre OCHOBHBIX MTPOOJIEM BHEIPEHUS
mw1aTGopMbl aBTOMATU3AIMH JOKYMEHTOO00pOTA.
N3yuenue mporpamm, KOTOpbIE MOTYT paboTaTh
coBMecTHO ¢ «1C:JJokyMeHTO000pOT».
Hcnonbp3oBaHne OPTTEXHUKHU M IPOTPAMMHOTO
obecrneyeHus B 3aBUCUMOCTH OT Tuna APM.
Ocy1iecTBiIeHne JOKYMEHTO000pOTa B JTOKAIBHOM
CETH, COBMECTHOE HCTIOJIb30BaHUE CETEBBIX
YCTPOMCTB.

Opranu3anus MoucKka HOPMATHBHBIX JIOKYMEHTOB T10
pexBusutam JokymeHra B CIIC «KoncynpranT-
[Tmroc».

Opranu3zanus MoJIHOTEKCTOBOTO TIOUCKA.
CoxpaHeHHe 1 BOCCTAHOBJICHHE JTaHHBIX. BrIrpy3ka
JTAHHBIX B IPYTUE KOHPUTYPALIUH.

Tema 1.1. ABTOMaTU3UPOBAHHBIE CUCTEMBI
JIEJIONPOU3BOJICTBA U CUCTEMBI
aBTOMATU3AINH IOKyMEHTOO000pOTa

36

Tema 1.2. Cucrema 3JeKTPOHHOTO
JOKYMEHTO000poTa

30

BCEI'O 10 PA3IEJLY 4

66

[IpomexyTtounas aTrrectanus B popme nuddepeHnpoBaHHOro 3a4eTa
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2.3. Conep:xxanue yueOHOM NPAKTUHKH

3JIEKTPOHHOI'0 JIOKYMEHTO000POTA.

HaumenoBanue pa3jaesioB npogeccuoHAJILHOT0 MOIYJIS U TeM Oo0nbem,
y4eOHOil MPpaKTHKH Conepaanue pador aK.4.
IIM.01 OcyuiecTB/ieHHE OPTAHU3AIMOHHOI0 ¥ JOKYMEHTALIMOHHOI0 o0ecnevyeHus 1esITeJIbHOCTH OPraHU3aliuu 108
Pazgen 1. JlokyMeHTHpOBaHWE W OpraHU3amysa padboThl ¢ OPUIINATLHBIMU JOKYMEHTaAMH 36
Tema 1.1. IlpaBuna odpopmiienus pexuzuros OPJI. Coaepxxanue
1.CocraBnenue u opopmienue OPJ] 6
Tema 1.2. UndopManimoHHO- CTIPaBOYHBIE JOKYMEHTHI. Copep:xanue
Cityxe0OHble TMCbMA, X Pa3HOBHIHOCTH 1.Cocranenue u opopmileHHE Pa3INIHBIX BHIOB CIIYKEOHBIX 6
MUCEM
Tema 1.3. PaciopsimuTenbHble TOKYMEHTHI, H3/1aBaeMble Coaepxxanue
Ha NPUHINIAX ¢IMHOHAYANINS NPUHATHS PCIICHUM 1.CocraBnenue u 0popMIICHHE PACTIOPSAUTENBHBIX JIOKYMEHTOB 6
Tema 1.4. JIokyMeHTBI KOMHCCUI M KOJJIETHAIBHBIX OPraHOB Copep:xanue
1.CocraBnenue u opopmiieHne HHPOPMaAITMOHHO-CIIPABOYHBIX 6
JIOKYMEHTOB (aKT, IPOTOKOJI, IOCTaHOBJICHHE)
Tema 1.5. 3amaun u GyHKIMU CITyKObI 1€J0MPOU3BOJICTBA. Coaepxxanue
OpraHH3allMOHHBIC J1OKYMCHTEI 1.CocraBnenue u oopmIICHHE JTOKATbHBIX HOPMATHBHBIX aKTOB 6
(VupenutenbHbie JOKYMEHTBI. IHCTPYKIIHUS MO JACIOMPOU3BOJICTBY.
JlomKHOCTHAs] MHHCTPYKITHSL IENONpon3BoauTeNs. JloroBop)
Tema 1.6. Opranuzanust paboThl C TOKYMEHTaMU Coaepxanue
1.PerucTparusi BXOJISIINX, UCXOAAIINX M BHYTPEHHHUX JIOKYMEHTOB 6
B Pa3JIUYHBIX PErUCTPALMOHHBIX (popMax (KypHalbHas, KapTOUHas
U aBTOMATH3HPOBAHHAs).
Paznen 2. Opranuzanust paboTsl C JOKYMEHTaMHU B aBTOMAaTU3UPOBAHHBIX CUCTEMAX 12
Tema 2.1. IlpaBuia paboThl ¢ JOKyMEHTaMH Ha 3JeKTPOHHBIX HocuTensx | Comep:kaHue
1.0tmpaBka u mosTydeHHe dJIEKTPOHHOTO COOOIICHUS, 6
AJIEKTPOHHOI0 I0KyMeHTa. OdopmiieHue 37IEKTPOHHOM MOJIIHCH.
Tema 2.2. Opranuzanus paboThI ¢ TOKYMEHTaMH B Conep:xanue
aBTOMAaTH3MPOBAHHBIX CHCTEMAaX JIEKTPOHHOTO IOKyMEHTO000poTa 1.PaGoTa ¢ JOKyMEHTaMH B aBTOMATH3HPOBAHHO} CHCTEME 6
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Paznen 3. Opranu3zaimonHoe o0ecreueHne IeATeIbHOCTH OPTaHU3aIiH 12

Tema 3.1. Opranu3aius u yCiaoBHs TpyJa CEKpeTaps Conep:xanue

AJIMUHHUCTPATHBHBIC (YHKIHMH CEKpPETapst 1.CocraBnenue u 0opMIICHHE TOJDKHOCTHOW HHCTPYKIIUH 6
cekperaps

Tema 3.2. Opranu3zanioHHbie 1 HHPOPMAIMOHHBIE GYHKIIUU CEKpeTaps Conep:xanue

OyHKLUU CEKpETapst 10 [IAHUPOBAHHUIO pabOYero BpeMEHH 1.IToaroTroBKa TOKYMEHTOB ISl OOCITYKUBaHHE KOH(PEPEHTHBIX 6
MEPOTIPHUATHIA, TPOTOKOJIBHBIX MEPOIPUSATHH, PA3TUIHBIX THIIOB
coBelllaHui, KoMaHIupoBoK. [ lnanupoBanue pabouero JaHsl.

Pa3nen 4. JlokymMmeHTHpOBaHKE U OpraHU3aIis padoThl C KaIpOBBIMHU JIOKYMEHTAMU 42

Tema 4.1. HopmaTuBHO- IPaBOBOE PEryJIMPOBAHUE TPYIOBBIX Coaepixxanue 6

OTHOLICHHIT 1.0dopmneHne TOKyMEHTOB OpraHU3aIH, PETYIUPYIOIIHNX
TPYIOBBIC OTHOLICHUS (OpraHU3alUOHHO-PACTIOPSIUTEIIBHBIC
JIOKYMEHTBI, TOKYMEHTBI 110 JINYHOMY COCTaBy, TPYJOBOM JOTOBOD,
JIOTOBOP O MaTepPHaIbHOW OTBETCTBEHHOCTH U T.1.). OdopmiieHue
JOKYMEHTOB T10 JINYHOMY COCTaBY M MX Komuii (mpu
HEOOXOMMOCTH).

Tema 4.2. Komriekc TOKYMEHTOB IO YCTaHOBJIEHUIO TPYAOBBIX Copep:xanue 6

TIPaBOOTHOIICHHH 1.3anonnenue ¢popM nepBUYHON YUETHOMN TOKYMEHTALINH.

Tema 4.3. Komruiekc TOKyMEHTOB IO TBHKEHHUIO KaJpOB Coaepxanue 6
1.CocraBnenue pa3anuHbIX BUJOB 3asBieHuil (IIpuem, nepesof,
YBOJIbHEHUE)

Tema 4.4. KoMIiekc TOKyMEHTOB MO PaCTOPKEHUIO TPYIOBBIX Copep:xanue 6

IPaBOOTHOMICHHUH 1.CocraBnenue u opopmiieHHE JOKYMEHTOB IPH YBOJIbHEHUN

Tema 4.5. Opranuzanus paboThl ¢ KaAPOBBIMU JOKYMEHTaMU Conepxanue 6
1.Ucnons3zoBanue COJ] nmpu paboTe ¢ KaJpOBBIMH IOKYMEHTAMHU.

Tema 4.6. @yHKIIMOHATBHBIE BO3MOXKHOCTH U IEpPBOHAYAIIbHAS Copep:xanue 6

HacTpoiika nporpammbl «1C:Kanpsi» 1.HauanbHas HacTpoiika nporpammbl. CBeieHUS 00 OpraHu3aluy.
Crpykrypa koMnanuu. Hactpoiika criicka moib3oBarenen.
[IItaTHOE pacnucaHre, I3MEHEHHE IITATHOTO PACIIHCAHUS.

Tema 4.7. Benenue kaapoBoro ydera B nmporpamme «1C:Kaapoi» Conep:xanue 6

1.0dopmMneHme KapOBBIX OMEPAIHiA COTIACHO CUTYAIMOHHBIM
3ajJauam
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[TpomesxxyTounas atrectanus B popme nuddepeHmpoBaHHOTO 3a4eTa 6
IIM.02 Opranu3anusi apXuBHO#i padoThI 0 JOKYMEHTAM OPraHu3aluii pa3InyHbIX (JOPM COOCTBEHHOCTH 72
Pazgen 1. Opranuzanus u o0ecriedeHue OCHOB apXUBHOM JESATEIBHOCTU 12
Tema 1.1. HopmatuBHO-TIpaBoBast 0a3a apXuUBHOM JESITCIBHOCTH B Conep:xanue 6
Poccnn 1.Pabota B mpaBoBoii 6a3e C HOPMATUBHO-TIPABOBBIMHU JIOKYMEHTaMHU
B chepe apXxuBHOTIO Jiena
Tema 1.2. Opranusanus ApxusHoro ¢ponaa Poccuiickoit denepannun Coaepxanue 6
1.CocraBienune cnucka HCTOYHUKOB KOMITJICKTOBAHUS apXHBa
OpraHH3aluy, ONpeeJICHUE TPAaHHIl apXUBHOTO (GoH/A.
Paznen 2. Opranu3anus 1eATEIbHOCTH apXHBOB 18
Tema 2.1. DkcniepTr3a EHHOCTH JOKYMEHTOB Coaepxanue 18
1. [oaroToBka Aen K apXUBHOMY XpaHEHHUIO, B TOM YHUCIIE. H3yUCHHE 6
JJOKYMEHTOB B ILI€JISIX OIPEJICJIEHUs] CPOKOB UX XPaHEHHUs
2. OdopmiteHHE TOKYMEHTOB 10 PE3yJIbTaTaM IPOBEPKH HATUYHS H 6
COCTOSIHUSI IOKYMEHTOB B apXUBE,
3.0¢dopmiieHHEe JTOKYMEHTOB O BBIIEIEHUH K YHHUYTOXKECHHUIO 6
ApXMBHBIX JJOKYMEHTOB, HE MOJISKAIINX XPAHEHHIO.
Paznen 3. Opranuzaius apXuBHOTO Jiena 24
Tema 3.1. JIokanbHble HOpMaTHBHBIE JOKyMEHTHI apxuBa. Homenknarypa | Conep:kanue 6
e 1. Uzyuenue u oopmiieHHE TUIIOBBIX U IPUMEPHBIX TOKYMEHTOB IO
OpraHu3anuu paboTel ApXuBa.
CocraBieHue U o(opMmieHHEe HOMEHKJIATYphl JIel OpraHHu3alud —
MCTOYHHKA KOMIUIEKTOBAHUS aQDXHBHOTO YUPEIKICHHUS.
Tema 3.2. Odopmienne apxuBHoro aena. [lepegaua 10KkyMeHTOB Coaepxanue 6
Ha apXUBHOC XpaHCHHC 1. TloaroroBka u odopmieHHEe el K apXUBHOMY XpaHEHHIO.
OdopmiieHre TOKYMEHTOB TIpH Tiepefadd Jell Ha apXUBHOE
XpaHeHue
Tema 3.3. YuéT 10OKyMEHTOB B apXUBe Coaepxanue 6

1.CocraBieHne W 3alOJHEHHE OCHOBHBIX YUYETHBIX (OPM apXuBa
(kHura y4yéra MOCTYIUICHHS W BBIOBITHS 1€l (TOKYMEHTOB), JHCT
¢doHa, peecTp onucel, CIMCOK GOHIOB).
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Tema 3.4. Mcrionb30BaHue JOKYMEHTOB apXHBa Coaepxanue 6
1.CocraBneHue OTBETOB Ha 3alpOChl. apXMBHbIE CIIPaBKa, KOMM,
BBINHKCKA
Paznen 4. Opranu3anus XpaHeHUs TOKyMEHTOB B apXHBe 12
Tema 4.1. YcnoBusi XpaHeHUS TOKYMEHTOB Conep:xanue 6
11poBepka HANMTKA ¥ COCTOSHHA JOKYMEHTOB B 2pXHBaX 1.13yuenue tpeOOBaHMH K 30aHUSIM M TOMEILEHHUSAM apXHBa.
OOopynoBaHHe apXHWBOB,. pa3MEIICHUE JIOKYMEHTOB B apXUBE.
Odopmiienne Tonorpaguyeckux ykasareiaew.
Tema 4.2. KoncepBamusi u pecraBpauus JoKymeHToB. CoxpanHocTh | Comep:kaHue 6
AOKYMCHTOB Ha CICLHATBHBIX HOCUTCIIIX 1.BoccraHoBiIeHNE TTOBPEKACHHBIX JIOKYMEHTOB.
[TpomexyTrounas atTectauus B popme nuddepeHmpoBaHHOTO 3aueTa 6
IIM.03 OcBoenue npogeccun ApxuBapuyc 72
Paznen 1. XpaHeHne, KOMIUIEKTOBaHHUE, YU€T U HCIIOJIB30BaHKE JIe (IOKYMEHTOB) apX1Ba 66
Tema 1.1. Coaepxanue 36
ABTOMATH3aLHs XPAHEHKA JIEKTPOHHBIX IOKYMEHTOB 1. W3yyeHue MNPUKIATHOIO MPOrpaMMHOIO oOOecledeHus JJis 6
ABTOMATH3UPOBAHHBIX apXUBHBIX TexHOOTHil (AAT).
2. Pabota ¢ UWHPOPMALMOHHO-TIONCKOBBIMH CHCTEMAMU H 6
TeMaTHYEeCKMMM Kartajoramu ApxuBHoro ¢onaa Poccuiickoit
QPenepanuu.
3. Pabora ¢ UWHPOPMALMOHHO-TIONCKOBBIMH CHCTEMAMU H 6
TeMaTUYECKUMHU Karajoramu ApxuBHOro ¢onma Poccuiickoi
Penepanuu.
4. Pabora C TeMaTWM4YeCKUMHU KartajoramMu ApxuBHOro (oHma 6
Poccuiickoit ®eneparuu.
5. Tlonck 1OKyMEHTOB B WH(pOPMAIIMOHHO-TIOUCKOBBIX CHCTEMax 6
ApxusHoro ¢onga PO
6. PaGora c popmaramu apxXuBHBIX (QaifyIoB ISt XpaHEHHs IIM(PPOBBIX 6
JIOKYMEHTOB.
Tewma 2.2. Conepixanue 30
Pabota ¢ nokymeHTamu apxuBa B riporpamme «1C:ApXuB» 1. PaGora B nporpamme «1C:Apxup». 6
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2. ®OopMHPOBAHUE YUETHBIX IOKYMEHTOB apxuBa B «1C:ApXuBy.

3. Co3nanue HOMEHKJIATYphI J1end B nporpamme «1C:ApxuBy.

4. ®opmupoBanue U ohopmIIEHUE ANEKTPOHHBIX e, IEPEBOJ UX B

pdf-daiis.

5. CocraBienue otuetoB B «1C:ApXuB».

[IpomexyTtounas arrectanus B popme nuddepeHImpoBaHHOrO 3aueTa

IIM 04 OcBoenne npogeccuu desionpon3Boaureib 72

Pa3nen 1. JlokymMeHTaIimoHHOE 0OecIIeueHHe A TEILHOCTH OpraHn3aiu 66

Tema 1.1. ABTOMaTH3MPOBAHHBIE CUCTEMBI JETIONPOU3BOACTBA U cucTeMbl | Coep:kanue 36

ABTOMATH3ALIHU JIOKYMEHTO060pOTa 1.PaboTta ¢ aBTOMAaTU3MPOBAHHBIMU CHCTEMaMH JIEJIONPOM3BO/ICTBA 6
U CUCTEMaMHU aBTOMAaTH3allHU IOKYMEHT0000poTa
2.Pabora co cnpaBouyHo-1ipaBoBbiME crictemamu (CIIC) 6
3. Pabora ¢ CIIC «KoncynpranT I[lmocy. 6
4. Pabota ¢ CIIC «I"apanT» 6
5. Pabora ¢ UTIC «Koaekcy 6
6. 3HaKOMCTBO ¢ HOBBIMHU paszpaboTkamu B obmactu AC]] uepe3 6
WHTepHer.

Tema 2.2. Crucrema 3JIeKTPOHHOTO JJOKYMEHTO000pOTa Conep:kanue 36
1. Pabora ¢ nporpammoii «1C:/JokyMEeHTOOO0POT»: BO3MOKHOCTH, 6
uHTEepdeiic, OCHOBBI pabOTHI.

2. Pabora ¢ BXOAANIMMH, HUCXONAIIUMH ¥ BHYTPEHHHMH 6

JOKYMCHTaMHU.

3. Pabora ¢ nokymeHntamu u (aitnamu. PenaktrpoBanue ¢aiiinos.

4. Pabora c mporpaMMaMu, KOTOpble paOOTarOT COBMECTHO C
«1C: IoKyMEHTO060POTY.

5. ®opMHpOBAaHUE OTYETOB.

[TpomexxyTounas arrecramus B popme auddhepeHIInpoBaHHOTO 3a4eTa
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3. YCJIOBUS PEAJIN3AIIAN TPOTPAMMBI YYEBHOM IMPAKTUKH

3.1. MaTepuajibHO-TeXHUYECKOe o0ecnedeHne y4eOHOM MPaKTHKH

Jlaboparopun «MHPOPMAIIMOHHBIX M KOMMYHHUKALIMOHHBIX TeXHOJIOTUl», «KoMibrorepHoit
00pabOTKHM  JOKYMEHTOB», «OpraHuzanuu paboTbl C JOKYMEHTaMH, CHCTEM 3JIEKTPOHHOIO
JIOKyMEHTO000pOTa», « YueOHas KaHIEIPHs», OCHAIIICHHAs! B COOTBETCTBUU ¢ nipmiiokeHuem 3 OOII-I1.

OcHateHnHble 6a3bl IPAKTUKU (MAaCTEPCKHE/30HbBI [0 BUJaM padoT), OCHAIIEHHBIE B COOTBETCTBUU
¢ npuioxenuem 3 OOII-I1.

3.2. YyeOHO-MeTOANUECKOE 00ecIeueHue

3.2.1. OcHOBHBIE NIEYATHbIC U/UJIM JJIEKTPOHHbIC U3IaHUS
1. Opranu3zanys apXuBHOH U CIIPaBOYHO-UH(POPMALIMIOHHOM pabOTHI [0 TOKyMEHTaM OpraHU3aluu

[Texcr]: yueOHMK [UIs HCIONB30BaHMS B y4eOHOM Mpolecce O0Opa30BaTENbHBIX YUPEKIACHUIH,
peaIM3yIOIMX MPOTpaMMbl  CpelHero mnpodeccuoHalbHOTO  00pa3oBaHUsl 1O  CIEUUATbHOCTH
"JlokyMeHTaIlMOHHOE 0OecTieueHre yrpaBieHus u apxuBoseneHue»: [B 2 u.] / [byposa E. M., Xopxopauna
T. N.]; mon pen. E. M. BypoBoii — 3-e u3a. crep. — MockBa: Akagemus, 2019. (IIpodeccuonansuoe
obpazoanue. [Ipodeccuonansueiii Moayns). U. 1. — 2019. — 336 c. ISBN uznanus: 978-5-4468-5976-4.
ISBN toma: 978-5-4468-5974-0.

2. Opranu3zanus apXvBHOHM U CIIPaBOYHO-UHPOPMAIIMOHHOM pabOTHI [0 TOKYMEHTaM OpraHU3aluu
[Texcr] : y4yeOHMK [ UCHOJB30BaHUS B y4eOHOM TMpoliecce 0O0pa30oBaTENIbHBIX YUPEXKJIECHUH,
peayin3yIolMX MpOrpaMMbl  CpPEeIHEro Mpo(eccHOHAIbHOTO 00pa3oBaHUsl IO  CIEUUATbHOCTH
"JlokyMeHTaIlMOHHOE 0OecIiedeHre yrpaBieHus U apxuBoBenaeHue»: [B 2 4.] / [byposa E. M., Xopxopauna
T. N.]; mox pen. E. M. BypoBoil. — 3-e u3za. crep. — MockBa: Akanemus, 2019. — (IlpodeccuonansHoe
obpazoanue. [Ipodpeccuonanpusiit Moayns). U. 2 / [E. M. byposa, A. I1. AdanackeBa, E. B. Anekceena,
A. E. Ponmnonona]. — 2019. — 400 c. ISBN: 978-5-4468-5975-7

3. Packun, JI.U. Meroguka © TNpakTHUKa apXUBOBEACHMs: YYEOHHUK IS CPEIHEro
npodeccuonanbHoro odpazoanusi / JI. U. Packun, A.P. CokonoB. — Mocka: WUznarenscTtBo FHOpaiiT,
2022. — 339 c. — (IlpodeccuonanpHoe obpazoBanue). — Tekct: HenocpenacTBeHHbrd. — ISBN 978-5-
534-02419-7.

4. Packun, J.UW. Meroauka U TMpakTUKa apXUBOBEACHUSA: YYEOHUK JJIA CpPEIHEro
npodeccuonansuoro odpazosanus / J. . Packun, A. P. CoxonoB. — MockBa: M3narensctBo FOpaiir,
2022. — 339c. — (IIpodeccuonanbHoe obOpazoBanue). — ISBN 978-5-534-02419-7. — Tekcr:
aneKTpoHHBIH // OOpa3oBarenbHas miardopma FOpaiit [caiiT]. — URL: https://urait.ru/bcode/492546

3.2.2. /lonojiHUTENbHBbIE HCTOYHUKH
1. bacakos, M.W., J[lokyMeHTallMOHHOE OOECTIEYCHHE YITpaBICHUs (C OCHOBAaMHU apXHWBOBEICHMUS ):

yuebnoe nocodue s CI1O / M.U. bacakoB. — Mocksa: U3narensctBo KnoPyc, 2022. — 216 ¢. — Tekcr :
HenocpeacTBeHHbId. — ISBN: 978-5-406-09983-4.

2. bypoBa, E. M., MypaBseBa, H. A. CnpaBoyHUK IO apXUBHOMY Jely JUIsi PaOOTHHUKOB
opranuzammii. — (Cepus «Ynpasnendeckas OezomacHocTh» / mon ool pea. A. b. besdoponosa). — M:
Tepmuxka, 2018. — 396 c. — Tekct : HenocpencrBennslid. — ISBN: 978-5-6040204-4-9.

3. Beperexuna, C.B., HerocymapcTBeHHbIE CTPYKTypbl W AyTCOPCHHI B apXWBHOM [elie :
moHorpadus / C.B. Beperexuna. — MockBa: M3marensctBo Pycaiinc, 2022. — 128 c. — Tekcr :
HernocpenctBeHHbin. — ISBN: 978-5-4365-8006-7.
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4. Eropos, B.Il., CiunbkoB, A.B. ObecnieueHue COXpaHHOCTH, pECTaBpallus U KOHCEpBaLMs
TOKyMEHTOB: yueOHoe nocooue. — C.-I16.: Jlans, 2022. — 220 c. — ISBN: 978-5-507-45047-3.

5. Eropos B.II. CoBpemenHasi opraHu3aiusi rocyJapcTBEHHBIX yupexaeHuii Poccuu: ydeOHoe
nocobue mis CITO / B. I1. Eropos, A. B. CiunbkoB. — Cankrt-IlerepOypr: Jlans, 2020. — 204 ¢. — Tekcr :
HernocpenctBeHHbin. — ISBN: 978-5-8114-6382-4.

6. Koznos, B. I1. ApxuBoBenenue: yueOHUK U TpakTukyMm 1ij1st By30B / B. I1. Ko3noB. — Mockaa:
WznarensctBo HOpaiit, 2022. — 329 ¢. — (Beiciee oopaszosanue). — ISBN 978-5-534-14066-8. — Tekcr:
asieKTpoHHbIH // O6pazoBaTenbHast miardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/496661

7. TlaBnoga, P. C. [lenonpou3BoacTBO 1o oOpalieHusM rpaxaad: yaeonoe nmocooue mist CI1O / P.
C. ITaBnoBa. — Cankr-IlerepOypr: Jlanp, 2022. — 324 c.: un. — Teker: HenocpencTBeHHbIi. — ISBN: 978-5-
8114-9925-0.

8. IlomoB, A.B. ApxuBoBenenue. 3apyOexxnas Poccuka: y4yeOHUK Al CpPEIHETro

npodeccuonansuoro oopasosanusi / A. B. [TonoB. — Mocksa: M3aarensctBo FOpaiit, 2022. — 168 ¢. —
(ITpodeccnonanpuoe obpazoBanme). — ISBN 978-5-534-10240-6. — TekcT: dICKTpOHHBIA //
OopasoBarenbHas wiathopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/495214

9. Packun, JI. U. ApxuBoBenenue: yueOnuk st By3os / JI. . Packun, A. P. CokonoB. — 2-¢
u3a., uctp. u pon. — Mocksa: M3natensctBo FOpaiit, 2022. — 468 c. — (Briciiee obpazoBanue). —

ISBN 978-5-534-15245-6. — Texkcr: anexrponnsiii // ObOpa3oBarensHas miatdopma FOpaidt [caiiT]. —
URL.: https://urait.ru/bcode/497656

10. Camapuyk, H.C., MapkeTuHronas JIesSTeIbHOCTh TOCYAAPCTBEHHBIX apXUBOB: MOHOrpadus /
H.C. Camapuyk. — Mocksa: U3natensctBo Pycaiinc, 2023. — 312 c¢. — Teker: HenocpeacTBeHHbIN. — ISBN:
978-5-466-01550-8.

11. TenbuapoB A. JI. ApxuBoBenenue: yuebHoe nocobue aus 6akanaspoB / A. /. Tenpuapos. 5-e
3. — MockBa: UTK «/lamkoB u K», 2022. — 184 ¢. — Tekct: Henocpenctenubiid. — ISBN: 978-5-394-
04946-0.

12. Xopxopauna, T. . ApxuBHas 3Bpuctuka: yueonuk / T. . Xopxopauna, A. B. [lomoB; mox
pen. E. U. ITuoBapa. — 4-e uzn. - Mocksa: Poc. roc. rymanut, yH-1, 2019. - 296 c. — ISBN 978-5-7281-
2497-9. — Texkcrt: anextponnsiii. — URL: https://znanium.com/catalog/product/1087575

13. IlemenkoBa, C. U. ApxuBoBenenue. Mcropus apxuBoB Poccuu ¢ JIpeBHEHIIMX BpeMeH 10
Havana XX Beka: yueOHoe rnocobue /i cpegHero npogdeccruonansHoro oopasosanus / C. U. Llemenkosa;
non HayuHoW pemakumeit JI. H. Masyp. — MockBa: WznarensctBo IOpaiit, 2022. — 153 c. —
(ITpodeccronansnoe obpazoBanme). — ISBN 978-5-534-10241-3. — TekcT: dJEKTpOHHBIA //
O6pasoBarenbHas miathopma FOpaiit [caiit].— URL.: https://urait.ru/bcode/495215

14. Mlaxomanosa, O.}FO. Opranuzamnus rocy1apCTBEHHBIX yupexkaeHnit Poccun: yuebHOE mocoome
I cpeHero npodeccronanbHoro oopazosanus / O. 0. IllaxomanoBa. — 2-¢ 3., mepepad. u JIom. —
Mocksa: M3narensctBo FOpaiit, 2022. — 161 c. — (IIpodeccuonansHoe obpazosanue). — ISBN 978-5-
534-12448-4. — Texkct: osnekTpoHHbI // OOpa3oBarenbHas 1uiatdpopma HOpaift [caiiT]. —
URL.: https://urait.ru/bcode/496292

3.3. O0mue TpeOOBaAHMS K OPraHU3ALMH Y4eOHOM NPAKTUKHU

VYyebHas mnpakTUKa MPOBOJUTCS B yue€OHO-MPOU3BOJICTBEHHBIX MACTEPCKHX,
71a00paTOpUAX U HMHBIX CTPYKTYPHBIX MOJpa3/ieJeHUsIX 00pa30BaTEIbLHOTO YUpEKICHHUS,
7100 B OpraHU3alMIX B CIIEHUATBbHO 000PYIOBAaHHBIX MMOMEUIEHUAX HA OCHOBE JJOTOBOPOB
MEXIy OpraHu3aluei, OCyIIEeCTBISIONIEH AeATeIbHOCTh M0 00pa30BaTeIbHON MporpaMme
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cooTBeTcTBYIONIETr0 podmiisa (manee — [Ipodrbaas opranuzanus), U 00pa3o0BaTEITHHBIM
YUIPEIKICHUEM.

Cpoku TmipoBeJieHHUs] y4YeOHOM TIPaKTHMKHW YCTaHABIMBAIOTCSI 00pa3oBaTelIbHOU
opranmzaniuer B coorBeTrcTBUM C¢  OIIOII-II mo cmemmansHOCTH  46.02.01
JIOKyMEHTaIIMOHHOE 00eCIIeUeHNe YIIPABJICHUS H apXHUBOBEICHHE.

VYyeOHas mpakTUKa peaau3yroTcs B (hopMe IMPAKTHYCCKON MOATOTOBKU U MPOBOJISATCS
KaK HEMPEPBIBHO, TAK M ITyTEM YEPEAOBAHMS C TCOPETUUCCKUMHU 3aHITHAMU I10 JTHIM IIPU
YCIIOBUM OOCCIICUCHHS CBSI3M MEXKIY TCOPETHUCCKUM OOYYCHHEM M COJCp)KaHHEM
MIPaKTUKH.

3.4 Kagposoe odecnieyeHue nmpouecca yueOHou NpaKTuKH

VY4yeOHass npakTUKa MPOBOAUTCS MacTepaMu IPOU3BOACTBEHHOTO OOy4YeHUs U
MPENoIaBaTeNIMUA JUCHUIUINH Npo(eCCUOHATBHOTO LIUKIIA.
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n OILLEHKA PE3YJBbBTATOB OCBOEHUA
YYEBHOM MPAKTUKHA

HNunexc
Y

Kona IIK, OK

OcHOBHbBIE OKA3aTeJIN OIEHKH
pe3yJabTara

(I)OpMLI H METO/bI
KOHTPOJIA U OHCHKH

VIL.O1
VII.02
VIL.O3
VII.04

OK 01.

- pacmo3HaeT 3ajady W/WIM MpodiieMy B
npopECCHOHATIBHOM ~ W/MIM  COLIMATIbHOM
KOHTEKCTE, aHAIN3UPOBATh U BBIJCIATH €€
COCTaBHbIC YaCTU

- ONpeNeNsgeT JTalbl pEIIeHUs 3aJ1adH,
COCTaBJISAET IUIAH JIEHCTBUSI, peaIn30BbIBACT
COCTaBJICHHBIN IUIaH, orpeaenser
HE00XO0IUMBIE PECYPChI

- BesiBISIET W 3(dexTuBHO  HImeT
UHpOpMaLKIO, HEOOXOAUMYIO IS pEIIeHUs
3a71a9u W/UITH TIPOOJIEMBI

- BJaJICeT aKTyaJlbHbIMU METO/1aMH pabOThI
B IIpO(hecCHOHANIbHOM U CMEXHBIX chepax

- OLIGHUBACT pe3yJlbTaT U MOCIEICTBUS
CBOUX JCUCTBUU (CaMOCTOSITEIbHO WU C
OMOIIBIO HACTABHUKA)

OK 02.

- ompelenser  3ajayd  JUIS  [OMCKa
uH(pOpMalLKY, IUIAHUPYET MPOLIECC MOUCKA,
BHIOMpAET  HEOOXOAMMBIE  UCTOUYHHUKH
uHpopMaun

- BblIeNseT HauOosiee  3HAUMMOE B
nepeyHe MHQOpPMALUHU, CTPYKTYpHUPYET
noJly4yaemMyro HUHQpopMainum, opopmiIser
pe3yJbTaThl IOUCKA

- OIEHHMBACT MPAKTUYECKYIO 3HAYUMOCTb
pe3yJIbTaTOB MOKCKA

- TIPUMEHSET CPEeACTBa HH(POPMAITMOHHBIX
TEXHOJIOTUI Ui peleHus
npodeccuoHaNbHBIX 3a7a4

- HCIIOJIb3YEeT COBPEMEHHOE MPOrpaMMHOE
obecrnieueHue B npodeccroHanbHON
JeSITeIbHOCTH

- WUCHOJBb3yeT  pa3iuuHble  LUdpOBBIE
CpeicTBa JUIst peleHus
npodeccCuOoHANBHBIX 3aj1au

OK 03.

- OmpeneiseT aKTyallbHOCTh HOPMAaTUBHO-
IIPaBOBOM JIOKYMEHTALUU B
npodecCHOHaIBHOM e TeTbHOCTH

- TPUMEHSET COBPEMEHHYIO  HAyYHYIO

npoeCCHOHATIBHYIO TEPMUHOIOTHIO

- OmpenensieT W BBICTPAUBAET TPACKTOPUU

podeccCHoHATEHOTO pa3BUTHUSA u
caMmoo0pa3oBaHHs

- BBIABIACT JOCTOHMHCTBA H HCAOCTATKH

KOMMEPYECKOU UJIeU

- Omnpeacirsict HWHBCCTUIIMOHHYIO

IMPUBJICKATCIIBPHOCTE KOMMCEPUYCCKHUX I/I,I[eﬁ B

- HabmroneHue 3a
JeSITeTbHOCTBIO
00y4JaroImuxCcst Ha
y4eOHOM MTPaKTHUKE;

- OIICHKA BBITIOJHEHHBIX
y4eOHO-
IPOU3BOICTBEHHBIX
pabor;

- nuddepeHupOBaHHBIHI
3ay4er.
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pamkax mpoeCCHOHATBHON NESTEIBHOCTH,
BBISIBIISICT HCTOYHUKY (PMHAHCHPOBAHUS

- TpEe3eHTYyeT ujien OTKPBITHUS
COOCTBEHHOT0 Jeja B TMPOo(ecCHOHATBHOM
JeSTEIIbHOCTH

- ONpeAensieT WCTOYHUKU JIOCTOBEPHOU
paBoOBOW MH(POPMALIUU

- COCTaBJsIET  pa3lIM4HbIe  TPaBOBbBIC

JIOKYMEHTBI

- HaxOIUT UHTEPECHBIC IPOEKTHBIE HUICH,
IrPaMOTHO ux dbopmynupoBaTh u
JIOKyMEHTUPOBATh

- OLICHUBAET KHU3HECITOCOOHOCTh

HpOCKTHOﬁ HUACH, COCTABJIACT IIJIAH ITPOCKTA

OK 04.

- OpPraHM30BBIBaET pabOTy KOJUIEKTHBA U
KOMaH/IbI

- B3aMMOJCUCTBYET c KOJIJIETaMH,
PYKOBOJICTBOM,  KJIMEHTAaMH B  XOJe
poeCCHOHAIBHON e TEIHHOCTH

OK 05.

- TPaMOTHO W3JIaraeT CBOU MBICTH U
odopmsier JIOKYMEHTBI o
npoQeCCHOHAIBHON TeMAaTHUKe Ha
rOCy/IapCTBEHHOM SI3bIKE

- TPOSBISET TOJEPAHTHOCTH B pabodyem
KOJIJIEKTHBE

OK 06.

- TIPOSIBISET IpaXkIaHCKO-
MaTPUOTHYECKYIO MO3UIUIO

- JIEMOHCTPHUPYET OCO3HAHHOE ITOBEICHUE

- OIKCHIBAET 3HAUYUMOCTh cBOEH
npodeccuun

- TpUMEHSET CTaHapThHI
AHTUKOPPYHLMOHHOTO NOBEACHUS

OK 07.

- coOirogaer  HOPMBI  JKOJOTHYECKOU
0€30macHOCTH

- ompezenser HaIpaBJICHUS
pecypcocOepexeHus B pamMKax
npoecCHOHANBHON ~ AESITeNbHOCTH  TIO0
npodeccuun

- OpraHu30BBIBAET npoecCHOHATBEHY IO
JIESITEIIBHOCTh C COOJIFOJICHUEM TPHHIIUIIOB
OepeXIIMBOTO MPOU3BOJICTBA

- OpPTraHW30BBIBACT po(hecCHOHATTLHY IO
JIEeSTENIbHOCTh C Y4eToM 3HaHuil 00
N3MCHCHHUU KIIMMAaTHUYCCKUX yc.]'IOBI/Iﬁ
peruoHa

- 3(hdexTUBHO ACHCTBYET B Upe3BhIYANHBIX
CUTyaluAax

OK 08.

- HCIIOJIb3YET (bU3KyIBTYpHO-
O370POBUTEIBHYIO  AESATENBHOCTh  JAJIA
YKpEIJICHUs 310pPOBBS, JOCTH)KEHHS
YKU3HEHHBIX U MPO(ECCHOHAIBHBIX IIeTIeH
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- IPUMEHSET  palMOHAJIbHBIC  MPHEMBI
JIBUTATEIILHBIX byHKIUH B
po(ecCHOHATTLHOM IS TEIbHOCTH

- TIOJB3YETCSl CPEACTBAMH TMPO(QHUIAKTHKH
NEPEHANPSHKCHUSA,  XapaKTEPHBIMH IS
JlaHHOM mpodeccun

OK 09.

- TIOHMMaeT  OOWMH  CMBICT  YETKO
POU3HECEHHBIX BBICKA3bIBAaHUI Ha
U3BECTHBIE TEeMBbl (MPOQecCUOHANbHBIE U
OBITOBBIC), TTOHMMAET TEKCThI Ha 0a30BbIC
npodeccuoHanbHbIE TEMBI

- y4acTByeT B [JHAJOraXx Ha 3HAKOMBIC
obmue 1 mpo¢eCCHOHAIBHBIE TEMBI

- CTPOUT IPOCTHIE BBHICKA3bIBAHUS O ceOe U
0 CBOEH MpodeCCHOHATBHON NeATEIIEHOCTH

- KpaTKo 0OOCHOBBIBAET U OOBSICHSIET CBOU
JeicTBUSA (TEKYLIUE U IUIAHUPYEMBIE)

- TUIIET MPOCTHIE CBA3HBIC COOOIICHMS Ha
3HAaKOMBbIE WIH UHTEPECYIOIINe
npodeccCuOHANIbHBIE TEMBI

VII 01

IIK 1.1

- UCTIOJIB3YET CpeaCcTBa MH(OPMALMOHHBIX U
KOMMYHUKAIITMOHHBIX ~ TEXHOJOTUM  JIJIS
MOJTy4eHUs U mepeaadu nHGopMaIuy;

- BeIeT W HCHoJb3yeT B pabore 0azy
KOHTaKTOB OpPraHM3all1u;

- BEJIeT YUETHBIC PETUCTPALIMOHHBIE (POPMBI,
UCIIONB3YeT WX Uil  WHGOPMalMOHHON
paboThl M pabOTHI IO KOHTPOJIIO UCIIOJIHEHUS
MIOPYYECHUH;

- YCTaHaBJIMBAET u NOJIEP’KUBAET
KOMMYHHMKAallMd B TIpollecce  JEIOBOTO
oO0rmieHus c MIOMOIIIBIO CPEICTB
WH(POPMAIMOHHBIX W KOMMYHUKAIIMOHHBIX
TEXHOJIOTHIi;

- CTJIa)KUBAeT KOHQIMKTHBIE U CIIOKHbBIE
CUTyaluu MEXIMYHOCTHOTO
B3aMMO/ICHCTBHS,

- COOMIOIaeT CITy>KEOHBIN ITHKET;

- obecnieunBaer MH(OPMALIMOHHYIO
0€301acCHOCTD JESTEIbHOCTH OPraHU3aIIH.

IIK 1.2

- BCTpEYaer IIOCETUTEIIEH, MIOJIy4aeT
NEPBUUHYI0 HMH(DOpPMALMIO O TOCETUTEINSX,
yCTaHaBIMBACT IMOPSAOK mpuéma Ui
Pa3IMYHBIX KATETOPHUI ITOCETUTENEH;

- BeJeT YYETHbIE PEeruCTPallMOHHBIE (POPMBI
no npuéMmy mnoceruresned U odopmiser

IIPOITYCK;
- BeleT MpuéM, Inepejadyy M OTIPABKY
JIOKYMEHTOB;

- OpraHU30BbIBAECT u OpoHupyeT

NIEepPErOBOPHBIE KOMHATHI;

- HaOJIrOeHue 3a
JESATSIIEHOCTHIO
o0ydaromuxcs Ha
y4eOHOU MPaKTUKE;

- OIICHKA BBITIOJHEHHBIX
y4eOHO-
MIPOU3BOJICTBEHHBIX
pabor;

- nuddepeHIupoBaHHBIHI
3a4er.
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- cepBUpYeT 4YaitHble (KOQEHHBIE) CTONBI B
oduce;

- TPUMEHSET B pabote CpencTBa
MH(OPMALIMOHHBIX U KOMMYHHUKAIIHOHHBIX
TEXHOJIOTHi;

- IPUHUMAET MeEpbl MO0  COXPaHEHUIO
KOH(HIECHIIMATBHONH HHPOpMAUA B XOe
npruéma NOCETUTETIEH.

IIK 1.3

- BeIOMpaeT (GOpMBI  IJIAHUPOBAHUS W
opopMIsIeT  TUIAHHPOBIIMK  (OpraHaii3ep)
PYKOBOJUTEIIS U CEKpeTaps;

- YCTaHaBJIHMBAET eIy, oTpenenser
MPUOPUTETHOCTD u 0uepEIHOCTD
BBITIOJTHEHUST  pabor W 3¢ (HEeKTUBHO
pacmnpenensiet padbouee Bpemsi;

- COTJIACOBBIBAET BCTPEUYH M MEPOIPUSITUS U
BHOCUT WH(OpPMAIMI0 B IUIAHUPOBIIUK
(opramnaiizep);

- uHopMupyeT PYKOBOJUTENS 0
npuOIIKEHUH BPEMEHH M pPeryiaMeHTe
3aIJIAaHUPOBAHHBIX BCTPEY M MEPOIIPHUSITHIA;

- BBIOMpaeT ONTUMAJIbHbIC CH0COObI
BHEITHETO ¥ BHYTPEHHETO HHPOPMHUPOBAHUS
0 MJIAHUPYEMBIX MEPOTIPUSATHUSAX;

- obecnieunBaeT MH(OPMaLIMOHHYO
0€30MMacHOCTh JIEATEIBHOCTH OPraHU3alINY;

- TIPUMEHSIET B pabote cpencTaa
MH(OPMALIMOHHBIX U KOMMYHUKAIIHOHHBIX
TEXHOJIOTHIA.

K 1.4

- cocTaBisieT U 0hOPMIIIET TOKYMEHTHI JIJIst
JIETIOBBIX TOE3/0K;

- OCYILECTBIISIET TPEBEN-TIOIIEPIKKY
JIETIOBBIX TIO€3/I0K;

- COIJIaCOBBIBAET c MPUHUMAIOIIIEH
CTOPOHOMN MIPOTOKOJI IIJIAHUPYEMBIX
MEPOTNPHUATHA u  (OPMUPYET MPOrpaMMy
JICJIOBOH TTOE3/IKH;

- HCIIOJIb3YeT CpeACcTBa NH(DOPMAIIMOHHBIX U
KOMMYHUKAITMOHHBIX ~ TEXHOJIOTHH  JJIA
obecrnieueHus B3aUMOJICUCTBUS c
PYKOBOJMTEIIEM BO BpEMsS €ro JeJ0BOU
MOE3/IKH;

- obopmiisieT  OTUETHBIE JOKYMEHTHI O
JIEIIOBOM IIOE3IKE.

K 1.5

- OpraHu3oBBIBaCT pabouee MeCTO B
COOTBETCTBUU C TPEOOBAHUSIMHU IPTOHOMUKHU
U KyJIBTYpPBI TPYAA;

- obecneynBaeT  pabodee  MeCTO U
(GyHKIIMOHATBLHOE pabodee MPOCTPAHCTBO
HGO6XO[[I/IMBIMI/I cpeacrBaMmu
OpPTraHW3allMOHHOW TEXHUKH, MeEOeTbl0 U
KaHIOCIAPCKUMHU IMPUHAIJICIKHOCTSAMU,
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- DOAACPKUBACT CpcacTBa
OpFaHHSaHHOHHOﬁ TCXHUKU B pa6oqu
COCTOSIHHH.

I[IK 1.6

- OpraHU30BBIBACT IPOLECC MOJITOTOBKH MU
IPOBEJCHNE KOH(PEPEHTHOTO MEPOIPUSATHS
WHIWBUIYaTbHO W B COCTaBe paboueit
TPYIIIBL;

- JIOKyMEHTHUpYET pasHble STaIbI
HpOLEAYphl TOATOTOBKA W IIPOBEACHHS
KOH(EPEHTHOTO MEPOIPHUSATHS;

- coOmronaer STHKET " OCHOBBI
MEKTyHApOAHOTO IIPOTOKOIA,;

- OCYUIECTBIISICT coop, 00paboTKy
uH(popMaluuy, CHUCTEMAaTU3ALUIO
MOJTy4aeMbIX U MepeJaBacMbIX JaHHBIX;

- OCYIIECTBISIET IMPOBEPKY JOCTOBEPHOCTH,
HOJIHOTBI ¥ HEMPOTUBOPCUYMBOCTH JIAHHBIX,
UCKIIIOYEHUE TyOIMpOBaHHs HH(POPMAIINY;

- TpPUMEHSET MH(POPMAIIMOHHO-
KOMMYHHUKAIIHOHHBIE TEXHOJIOTHH.

IIK 1.7

- COCTaBJAET IIPOEKTHI OPraHU3ALMOHHBIX,
pacnopsiAMTENbHBIX UM HMH(QOPMAIMOHHO-
CIIPaBOYHBIX JOKYMEHTOB, B TOM YHCIIE

JIOKYMEHTOB, COJIepIKAIIUX
KOH(pHIEHIIMATBHYI0O HH()OpMAIHIO;
- odopmitsieT OpraHU3aIMOHHO-

pacnopsiAuTeIbHbIe JOKYMEHTHI (OpUTUHATIBI
U KOTHH);

- CKaHHUPYeT, KOMUPYEeT U KOHBEPTUPYET
JIOKYMEHTHI B pa3JIUIHbIC (JOPMATHL;

- OCYIIECTBISIET MIPOBEPKY MIPOEKTOB
JOKYMEHTOB Ha COOTBETCTBHE IMpaBHIIaM
JIEJIONTPOU3BO/ICTRA;

- IPUHAMAeT U TPOBOJUT TEPBUYHYIO
00paboTKy BXOJAIINX IOKYMEHTOB;

- OIpOBOAUT MMpEaABapUTCIILHOC
pacCMOTPCHUE BXOOAINIUX W BHYTPCHHHX
JOKYMCHTOB;

- PETUCTPUPYET BXOIAILIME, WUCXONAIINE U
BHYTpPEHHUE TOKYMEHTHI;

- KOHTPOJIUPYET MapIIpyTH3ALUIO
JIOKYMEHTOTIOTOKOB B OpTraHu3aIuu
(cormacoBanme, MOANMCAHNE, YTBEPKICHHE,
perucTpaius, 03HaKOMJICHHE W HCIIOJTHCHUE
JIOKYMEHTOB);

- OCYUIICCTBIIIET  CPOKOBBIH  KOHTPOJb
WCTIOTHEHUS IOKYMEHTOB;

- OCYUIIECTBIIIET MOATOTOBKY M OTIPaBKY
UCXOISIINX JIOKyMEHTOB;

- COCTaBJIIET OTYETHI U AaHAJIUTHUYCCKUE
CrpaBku 00 MCIIOJIHEHUH JOKYMEHTOB;
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- BEIET UH(POPMALIMOHHO-CIIPABOYHYIO
paboTy Mo TOKyMEHTaM;

- OCYULIECTBJIIET pabOTy C OpraHU3alUOHHO-
paclopsiAMTEIbHBIMU ~ JIOKYMEHTaMH B
ABTOMATHU3MPOBAHHBIX CHCTEMAX.

IIK 1.8

- obecrnieunBaer COXPAHHOCTh
NEPCOHAIbHBIX JAHHBIX pA0OTHUKOB;

- OpraHM30BBIBACT JIOKYMEHTOOOOpOT IO
IPEJCTABICHNUIO JOKYMEHTOB 10 NEPCOHATY
B I'OCY/IapCTBEHHbBIE OPTaHbI;

- OpraHM30BbIBa€T JIOKYMEHTOOOOpOT IO
yU€Ty M IBUKECHUIO PAOOTHUKOB;

- Be/leT BOMHCKUH YU€T paOOTHUKOB;

- BeleT yaér  pabouero BpEMEHHU
PabOTHHUKOB;

- oopmiser OpraHu3alMOHHO-
pacnopsiAUTEIbHbIE JOKYMEHTHI 110 JINYHOMY
COCTaBYy;

- BEJET PErucTpaluio, y4yé€r, OonepaTUBHOE
XpaHEeHHe JOKYMEHTOB 110 JTMYHOMY COCTaBY;
- BeJET JOKYMEHTAIUIO, IOATBEPKIAIOILY IO
CBEJIGHUS O TPYAOBOW JIE€ATEIILHOCTH U
TPYJOBOM CTa)ke paOOTHHUKOB;

- (GopmupyeT ITu4HbIE Jena pabOTHUKOB;

- oopmiisier fena 1no JMYHOMY COCTaBY IS
nepeauy B apXyuB OpraHu3aluu;

- pabotaeT co  cCHeUUAIM3UPOBAHHBIMU
MH(POPMALIMOHHBIMU CUCTEMaMHu M 0azaMu
JAHHBIX TI0 BEJEHUIO y4€Ta U JBUKECHHIO
pabOTHHUKOB.

IIK 1.9

- pa3pabaTbIBaeT HOMEHKJIATypy el
OpraHu3aluy;

- IpOBEpSieT MPaBUWIBHOCTh OGOPMIICHUS
JIOKYMEHTOB U OTMETKU 00 MX UCIIOJHEHUH
nepen uX (GOPMUPOBAHHEM B JI€N0O IS
MOCJEIYIONIEro XpaHeH!s; (opMUpYeT jena,
KOHTPOJIUPYET MPaBUIILHOE u
CBOEBPEMEHHOE PACIIPENEIECHUE U TOALINBKY
JOKYMEHTOB B JieJJa B COOTBETCTBUU C
HOMEHKJIATypOH JI€;

- IPOBEPSIET CPOKU XPaHEHUsI TOKYMEHTOB,
COCTaBJIIET MPOTOKOJI PabOThI 3KCIEPTHOM
KOMHUCCHUH IO TOJTOTOBKE JIOKYMEHTOB K
nepeiadye B apXus;

- COCTaBIsieT AaKT O  BBIACICHUM K
YHUUYTOKEHHIO JOKYMEHTOB, HE
MOJICKAUX XPAHEHUIO;

- COCTaBIsIET aKT 00  YHHUYTOXCHUHU
JIOKYMEHTOB;

- OCYUIECTBJISIET IIOJIHOE WJIM YacTUYHOE
o(opmMIIeHHE J1e]T BpEMEHHOTO, TIOCTOSIHHOTO,
JIOJITOBPEMEHHOI'O CPOKOB XpaHEHUS;
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- COCTaBJIIET OIIUCU J€]I CTPYKTYPHBIX
HoJpa3AeIeHu HOCTOSTHHOTO,
JOJITOBPEMEHHOTO CPOKOB XPAaHEHUS JUIs
nepesiauy J1esl B apXUB OpraHu3alHu;

- IPUMEHSET UH(OPMAIIMOHHO-
KOMMYHUKAI[HOHHBIE ~ TEXHOJIOTHH  HpPH
paboTe ¢ JOKYMEHTaMH.

VI102.01

IK 2.1

- paboraer c
MoIpa3/iesieHUs MU/ OpraHu3ausIMu
HMCTOYHUKAMU KOMIUICKTOBAHUS apXUBA;

- IPUHUMAET apXWUBHbIE JieNa (JIOKyMEHTHI)
Ha T[IOCTOSIHHOE WM  JIOJITOBPEMEHHOE
XpaHEeHUe;

- y4aCTBYyeT B TIPOBEJCHUU DKCIEPTU3HI
[IEHHOCTH pAa3JMYHBIX THUIIOB W BHJIOB
JIOKYMEHTOB B COOTBETCTBHH C BHYTPEHHUMU
perJaMeHTaMu OpraHu3aIuy;

- IpUMEHsAeT B paboTe pPEeKOMEHIAIUU
OKCIIEPTHO-TIPOBEPOYHON  KOMHCCHU WU
HKCIIEPTHON KOMHCCHU OPTaHHU3aIIH;

- IPUMEHSCT TIEPEYHH C YKa3aHUEM CPOKOB
XpaHeHus el (TOKyMEHTOB);

- COOJTFO/TaeT HOPMATUBHBIC CPOKU XPAaHEHUS
nen (I0KyMEHTOB);

- BeJIeT Y4€T MCTOYHHUKOB KOMILJICKTOBAHUS
apXuBa;

- UCTIOJIb3YET TMEPEOBOM OTEYECTBEHHBIN U
3apyOeXHBIH OMBIT TO KOMILJIEKTOBAHHUIO
apxuBa Jienamu (TokyMeHTaMn)
MOCTOSTHHOTO ¥ JIOJITOBPEMEHHOTO XpaHEHHUS;
- FICTIOJIB3YEeT COBPEMECHHEIC
ABTOMATU3UPOBAHHBIC, HHPOPMAI[MOHHBIE U
TEJICKOMMYHHUKAIIHOHHBIC TEXHOJIOTHUHU
JIOKYMEHTUPOBAHHBIX c(hep AeaTeTbHOCTH
OpraHu3aIIH.

IIK 2.2

- HOJIB3YCTCA y‘-IéTHBIMI/I JOKYMCHTaMH B
paMKax SJICKTPOHHBIX I/IH(i)OpMaHI/IOHHI)IX

CUCTEM JIOKYMEHTHPOBAHHBIX chep
JeSITeIbHOCTH OpraHu3aluy;
- TOJIb3yeTCs CepTHU(PHUIMPOBAHHBIMU

ABTOMATH3UPOBAHHBIMH cCHCTEMaMHU
JOKYMEHTUPOBAaHHBIX cep AeATeNbHOCTH
OpraHu3aliii 10 Y4€Ty, pETUCTpaIlHH,
KOHTPOJIIO J1e1 (JOKYMEHTOB);

- TOJb3yeTCs nH(OPMALIMOHHO-
CIIPaBOYHBIMHU CHUCTEMaMHU
JIOKYMEHTHPOBAHHBIX cdep NeATeIbHOCTH
OpraHu3aIny;

- BEIET CIPaBOYHO-TIOMCKOBBIE CPEICTBA K
apXUBHBIM JIeaM (JIOKYMEHTaM);

- BeJeT y4€T CTpaxoBOTO (POHIIa apXWUBHBIX
Jen (TOKYMEHTOB);

- HabmroeHue 3a
JeSITeIIbHOCTBIO
00y4JaroImuxCcst Ha
y4eOHOM MTPaKTHKE;

- OIICHKA BBITIOJHEHHBIX
y4eOHO-
IIPOU3BOJICTBEHHBIX
pabor;

- nuddepeHIInPOBaHHBIN
3ay4er.
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- HPUMCHACT HOPMATUBHBIC IIPABOBBIC AKTHI,

JIOKaJIbHBIC HOPMaTHBHBIE aKTBHI
OpraHu3aluy U METOANYECKHE JTOKYMEHTHI B
obnactu yuéra APXMBHBIX aen
(1oKyMEHTOB);

- BHOCHUT IPEATI0KEHUS o
COBEPIICHCTBOBAHUIO METOAMYECKOTO

obOecrieueHuss  yuéra  pa3HbBIX  BHUJIOB
JIOKYMEHTOB B JIOKyMEHTHPOBAHHBIX cepax
JIeATEIbHOCTH OpraHU3alUH.

IIK 2.3

- CHCTEMAaTU3UPYET JieNia (IOKYMEHTHI);

- pa3MemniaeT apxuBHBIE JieNia (JIOKYMEHTHI)
Ha MecTaXx XpaHEHHsl B COOTBETCTBUH C
HOPMAaTUBHBIMH TPeOOBaHUSMHU B 00JIACTH
ApPXUBHOTO nena u YIIpaBICHUS
JIOKYMEHTaMHU;

- cobuonaer HOpPMaTUBHbIE PEXKUMBI
XpaHCHUsI apXUBHBIX NI (JJOKYMEHTOB) Ha
JIFOOBIX HOCUTEIIAX;

- MPOBOAMT TPOBEPKY TOJTHOTHI COCTaBa
APXUBHBIX  JIOKYMEHTOB B  EIMHHIIAX
XpaHCHUS;

- TIPOBOJIUT  OMKCAHHWE APXWUBHBIX  JIEJ
(TOKyMEHTOB);

- COCTaBJISICT CIPaBOYHO-TIOMCKOBBIE
CpEeIICTBAa K apXUBHBIM Jie1aM (JOKyMEHTaMm);
- BeJIeT YUET M KOHTPOJIb BBIJIAYX apXHBHBIX
nen (IOKYMEHTOB) M3 apXHBOXPAHUIHUINA U
WX BO3BPATA;

- BelleT Y4Y€T W KOHTpOIb Tepefaud Jaem
(TOKyMEHTOB) B
roCy/1apCTBEeHHBI/MyHHUIIUIATBHBI ~ apXUB
WM Ha WHOE BHEIIHEE XpaHCHWE W mpuéma
JIEJT C BHEIIHETO XPaHEHUS;

- TIPOBOJIAT MOJIUCTHYIO MIPOBEPKY
(U3UYECKOTO COCTOSHUS NN (IOKYMEHTOB);
- pa3bICKMBAaeT  HEOOHApPYKEHHBIC  Jiejia
(TOKyMEeHTHI);

- 3amMIaeT WH(QOPMAIIMOHHBIE PECypCHI
apXuBa OT HECAHKIIMOHUPOBAHHOTO JIOCTYIIA.

I[IK 2.4

- OpPraHu30BBIBAET " obecrieunBaeT
XpaHeHue J1en (JIOKyMEHTOB) BPEMEHHOTO
XpaHEHUs! OPraHU3allUU B TPATUITMOHHOM U B
ANEKTPOHHOM BUJE;

- KOHTPOJIMPYET pa3paboTKy CTPYKTYPHBIMU
MOApa3JICICHUsIMA  ONKCEM H  aKTOB O
BBIJICIICHUH Ha  YHUYTOXEHUE Jen
(IOKYMEHTOB) BpPEMEHHOTO XpaHEHHUS B
TPaAULIMOHHOM U B 3JIEKTPOHHOM BUJE;

- (dopmupyer €AMHUIIBI XpaHEeHUS
JOKYMEHTOB  JUIsl MX  MOCIEAYIOIIET0o
pa3MellleHts] B apXUBE OpPraHu3alluu;
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- COCTaBIIIET CIPaBOYHO-TIOUCKOBbIE
CpEeZCTBA K apXUBHBIM JIeJIaM (JJOKYMEHTaM);
- OCYUIECTBIISIET MOUCK JAeN (JIOKYMEHTOB)
BPEMEHHOI'O XpaHEHUs B Ipolecce uX
XpaHEHUs B CTPYKTYPHBIX ITOAPa3aeICHUAX U
apxuBe OpraHU3alNY;

- OCYILLIECTBIISET METOAUYECKOE
PYKOBOJICTBO OpraHU3alleld XpaHEeHUs el
(1OKyMEHTOB) B CTPYKTYPHBIX

MoApa3AeICHUsIX OpraHUu3aIlNH;

- OKa3bIBaCT CTPYKTYPHBIM MOPA3/ICICHUIM
MPAaKTUYECKYIO IIOMOIIb B OpraHU3aINH
XpaHeHus Ael (I0OKyMEHTOB);

- pazpabaTbiBaeT CIIPaBOYHO-
MH(pOpMaLMOHHbIE JIOKYMEHTBI 1o
OpraHu3alu MCII0JIb30BAHUSA nen

(IOKyMEHTOB) BPEMEHHOI'O XPAaHEHHUS B
CTPYKTYPHBIX TOJpA3JENCHUsIX M apXHBe
OpraHu3aluy;

- IPOBOJUT HKCIEPTU3Y LIEHHOCTH Jel
(IOKYMEHTOB)  BPEMEHHOTO  XpaHCHHS,
NEePEAHHBIX B APXUB;

- ompefenseT  CPOKM  XpaHEHHs]  JIeN
(TOKYMEHTOB) BPEMEHHOTO XpaHEHMUS;

- oOecrieynBaeT 3alIUTy /el (JOKYMEHTOB)
BPEMEHHOI'O XpAaHEHUs B OpraHu3aluu OT
HECaHKIMOHUPOBAHHOTO  JOCTyHa WU
YHUUYTOXKEHHUS;

- IPOBOAMUT (PU3MYECKOE YHUUTOKEHUE JIET
(TOKYMEHTOB) BPEMEHHOTO XpaHEHUs C
UCTEKIIMMH CpPOKaMHM XpaHEHHs Ioclie
COIIaCOBaHUs co CTPYKTYPHBIMH
MO/Ipa3/IeJIeHUs MU OpraHU3aliH;

- opopmisier y4€THbIE JOKYMEHTHI 00
YHUYTOXECHUH Jen (IOKyMEHTOB)
BPEMEHHOI'O  XpaHEHMsI €  MCTEKIIUMU
CPOKaMH  XpaHEHHs]  COBMECTHO  CO
CTPYKTYpPHBIMHU [0/Ipa3IeJICHUsIMU
OpraHu3aluu

[IK 2.5

- CUCTeMAaTU3HpyeT U 0000IIaeT CBEACHUS O
COCTaBC W COACpKAHHMU AapXHMBHBIX €I

(TOKyMEHTOB);

- UCTOJIb3YET nH(pOpMaITMOHHBIE
TEXHOJIOTHH B 00JIACTH CO3/IaHUs CIIPABOYHO-
MTOMCKOBBIX CpEIICTB apxuBa u

JOKYMCHTHPOBAHHBIX C(bep JACATCIIbPHOCTHU
OpraHH3anuy;

- hhopMHUpPYET OCHOBHBIC U BCTIOMOTATEJIbHBIE
BU/IBl  ApPXUBHBIX  CIPaBOYHUKOB B
AIIEKTPOHHOH (opMme;
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- IIOATOTaBJIMBACT nH(pOPMAIMOHHbIE
JOKYMEHTBI 10 3alpocaM I10Jb30BaTeyIeh
Pa3IMYHBIX KATETOPHH.

VIT103.01 K 3.1 - pa3MelaeT apXuBHBIE Jieiia (IOKYMEHThI) Ha | - HAOI0IeHHne 3a
MecTax XpaHEHHss B  COOTBETCTBUM  C | IESATEIbHOCTBIO
HOPMAaTUBHBIMHA TPEOOBAHUSIMH B OO0JIACTH | OOYYAIOIIMXCS Ha
ApXMBHOTO JieJla ¥ YIIPaBJICHUs JOKYMEHTaMH. | yueOHOH NpaKTHKe;

[IK 3.2 - IPOBOJUT IIPOBEPKY IIOJHOTHI COCTaBa | - OLICHKA BBITOJIHEHHBIX
apXMBHBIX  JIOKYMEHTOB B  CIMHHUIIAX | y4eOHO-
XpaHEHHUsl. IIPOU3BOJCTBEHHBIX
IIK 3.3 - BEJET y4YeT M KOHTPOJIb BbIIAYM apXMBHBIX | PadoT;
1€ (TOKyMEHTOB) U3 apXMBOXPAaHMIIUIA M uX | - JU(depeHnpoBaHHbIH
BO3Bpara 3ayer.
I1K 3.4 - HCIOJIb3yeT HHPOPMALMOHHBIE TEXHOJIOT U
B 00J1aCTH CO3J]aHUS CIPABOYHO- MOMCKOBBIX
CPE/CTB apXuBa U JOKYMEHTUPOBAHHBIX cep
JIeSITeJIbHOCTH OpraHu3aluu
I1IK 3.5 - OpraHM30BbIBaET U 00ECIICUNBACT XpPAaHEHHE
Jen  (IOKYMEHTOB) BpPEMEHHOrO0 XpaHEHHUs
OpraHu3alii B  TPAaJUIMOHHOM M B
AJIEKTPOHHOM BHJIE 3HAHMUSI.

VII04.01 IIK 4.1 - TOJIB3YETCs aBTOMAaTU3MPOBAHHBIMU | - HAOIIOACHUE 3a
CUCTEMaMHM y4eTa, perucTpaiiu, KOHTPOJIS U | JeSTeIbHOCTbIO
MH(POPMALIMOHHO-CIIPABOYHBIMUA  CHCTEMaMHU | 00yYarOINXCs Ha

npu paboTe ¢ JOKYMEHTaMHU OpraHU3allHH;

- NPUMEHSET COBpPEMEHHBIE
WH(POPMAIIMOHHO-KOMMYHHKAIIMOHHBIE
TEXHOJIOTUH JUIsl paboThl ¢ JOKyYMEHTaMH, B
TOM 4YHCIe IS €€ ONTHMH3Aaluu |
noBbIeHUs () (PEeKTUBHOCTH.

y4eOHO MPaKTUKE;

- OIIGHKA BBITIOJHEHHBIX
y4eOHO-
IPOU3BOICTBEHHBIX
pabor;

- nuddepeHIupOBaHHBIHI
3a4er.
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MNPUJIOKEHHUE 1.1.1.2
Kk OIHOII-II o cenuabLHOCTH
46.02.01 TokyMeHTAalMOHHOE O0ecTieueHUe YIIPaBJIeHUs U apXUBOBe/IEHUEe

PABOYAS ITIPOT'PAMMA IMTPOU3BOJCTBEHHOM ITPAKTUKH

[II1.01 TIIM.01 OcymecTBieHHEe OPraHU3alMOHHOIO W JOKYMEHTAallMOHHOIO
oOecrieyeHus AeSITENbHOCTH OpTraHU3alNH

[111.02 TIM.02 Opranuzanusi apXMBHOM paOOThl MO JOKYMEHTaM OpraHU3alMii
pa3uuHbIX (OpPM COOCTBEHHOCTH

[111.03 TIM.03 OcBoenue npodeccun ApxuBapuyc

[111.04 TIM.04 OcBoenue npodeccuu JIemonpon3BoaUTENb
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1. OBIIIASA XAPAKTEPUCTHUKA PABOYEN NNPOI'PAMMBI
MMPOU3BOJACTBEHHOU INTPAKTUKH

1.1. Iesb 1 MeCTO MPOU3BOJACTBEHHOM NMPAKTHUKHU B CTPYKTYpe 00pa3oBaTebHOMI
NpOrpaMMBbl:

PabGouass mporpamma y4yeOHOM NPAKTUKHU SIBJISETCS 4YaCThIO IMPOTPAMMBbI
MOJTOTOBKU CIIEIIMAIMCTOB CpeaHero 3BeHa B coorBerctBuU ¢ PI'OC CIIO
YTBEPKIAECHHBIM NpHuKa3oM Munuctepctsa npocsenieHus PO or 26.08.2022 Ne 778
«O0 yTBepxkaeHUH (eepalbHOIO TOCYIapCTBEHHOIO 00pa30BaTEIbHOTO CTaHAapTa
cpemHero mpodeccuoHaIbHOTO  oOpaszoBanmsi 1o  crueruanbHOocTH  46.02.01
JlokyMeHTaIlMOHHOE 0OECIIeUeHUE YIPABICHUS U ApXUBOBEACHUE» U PEalu3yeTcs B
npoeCCUOHAIBHOM IIMKJIE TIOCJE MPOXOXKIEHUS MEXKIUCHUIUIMHAPHBIX KYpPCOB

(MJK) B pamkax mpo@ecCHOHAIBHBIX MOIYJE B COOTBETCTBUH C YYEOHBIM IIJIAHOM
(m. 5.1. OITOII-II):

[1I1.01 OcymectBinenue IIM.01 OcymiectBienue M/IK.01.01
OpPTaHU3aIMOHHOTO U OpraHU3aIMOHHOTO U JloKyMeHTaImoHHOE
JTOKYyMEHTaIIOHHOTO JIOKyMEHTALHOHHOTO o0ecrieueHre ypaBIeHHs
o0ecrieYeHus AeATebHOCTH o0ecrnieyeHust e TeINbHOCTH M/IK.01.02 Opranu3zamnus
OpraHHu3aLuu OpraHHU3aLuH pabOTHI C ANEKTPOHHBIMH
JIOKYMEHTaMHU

MJIK.01.03 Opranuzarmus
CEKPETapCKOTo 00CTy KHBAHUS

MJIK.01.04
JlokymMeHTalmoHHOe
o0ecrieyeHne KaapoBoi
CITYKOBI
[I1.02 Opranu3anus [IM.02 Opranuzanus MJIK.02.01 Opranusamus u
apXWBHOI paboTHI 110 apXUBHOHN pabOTHI TIO HOPMAaTHUBHO-TIPABOBBIC
JTOKyMEHTaM OpraHu3aIi JIOKyMEHTaM OpraHu3aIfi OCHOBBI APXHMBHOTO JIeja
paznuuHbIX Gopm paznIuyHbIX popm MJIK.02.02
COOCTBEHHOCTH COOCTBEHHOCTH I'ocynapcTBeHHsle,

MYHHIIHITATLHBIC APXUBHI H
apXUBBI OpraHu3alun
M/IK.02.03 MeToauka u
MPAKTUKA apXUBOBEICHUS
MJIK.02.04 ObecnieueHue
COXPAHHOCTH JIOKYMEHTOB
II1.03 OcBoenue npodeccun | [IM.03 Ocroenne mpodeccun | MJIK.03.01 Xpanenue,
ApxuBapuyc ApxuBapuyc KOMIUIEKTOBAaHUE, YUET U
UCTIOIb30BaHUE eI
(moKyMeHTOB) apxuBa
I111.04 OcBoenue npodeccun | [IM.04 Ocoenne npodeccun | MJIK.04.01
JlenonpousBoaurenns [enonpoussoaurens JloKyMeHTalnoOHHOE
o0ecrieueHne NeaTeIbHOCTH
OpraHu3aIu

[Ipou3BoacTBEHHAs TpakTHKa HampaBieHa Ha pa3sutue obmmx (OK) u
npodeccuoHanbHbIx kKomneTeHu (I1K):
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Kox OK/IIK

HaumenoBanue OK / IIK

OK.01

PacriosnaBath 3amauy wu/uiam  npobiemy B TpodeccHoHaNIbHOM  W/WiK
COIMAIILHOM KOHTEKCTE aHAIM3UPOBATh 33/1a4y U/HiIH IPOOJIEeMY U BBIACIATH €&
COCTAaBHBIC YaCTH OIPCACIIATE 3Tallbl pCHICHUSA 3a/1a4X BbISBJIATH U 3(1)(1)CKTI/IBHO
UCKaTh MH(OPMAIIHIO, HEOOXOIUMYIO JUIS PELICHUs 3aJaudl W/HIM MpoOIeMbl
COCTaBJIATh IIJIaH I[eﬁCTBHSI OIIPCACIIATH HeO6XOI[I/IMLIe PECYpChbl BJIAACTH
aKTyaJbHBIMH METOJAMU PabOThl B MPO(ECCHOHATBHOW U CMEXHBIX chepax
pPCaIM30BbIBATH COCTaBJICHHBIN IIJIaH OLICHUBATL PE3YyJIbTAT W IOCJICACTBUSA
CBOMX JICUCTBUI1 (CAMOCTOSITENILHO MIIU C TIOMOIIbIO HACTABHHKA)

OK.02

OnpenensaTh 3agaydl AJs MOMCKa HMH(OPMAIMHM OMpPEENATh HEO0OXOAUMBIE
UCTOYHHKH HMH(OpPMALUHM IUIAHUPOBATh IIPOLECC IOMCKA CTPYKTYpUPOBATH
MOJy4yaeMyro HMH(POPMALHWIO BBICIATH Hauboliee 3HAYMMOE B TIepeuHe
UH(pOpMAIMK OIIEHUBATh IPAKTUYECKYI0 3HAYMMOCTH PE3YJIbTAaTOB IOUCKA
opopMIISITh PE3yJIbTaThl IOMCKA, MPUMEHSTHh CpPEACTBA HH(OPMALMOHHBIX
TEXHOJOTUH JUIS  pemIeHHss NpOoQEecCHOHATBHBIX 33/a4  HCIIOJIb30BATh
COBPEMEHHOE MTPOrpaMMHOE 00ecIieueHIe UCIIOIb30BaTh Pa3InYHbIC HU(POBBIC
Cpe/CTBa ISl pelieHHs NPo(eCcCHOHATIBHBIX 3a/1a4

OK.04

Oprann3oBbiBaTh pabOTy KOJJIEKTHBA M KOMAHJIBI B3aMMOJIEHCTBOBATH C
KOJJIETaMH, PYKOBOJICTBOM, KIHMEHTaMH B XojAe MpodeccrnoHalbHOI
JIEATEIIbHOCTH

OK.05

I'paMOTHO  M37maraTb CBOM MbBICIM M OQOPMIIATH  JTOKYMEHTBI  I10
npodeccCHOHANbHOM TEMaTUKE Ha TIOCYJapCTBEHHOM  SI3bIKE, IPOSBIATH
TOJIEPAHTHOCTh B paboueM KOJJIEKTUBE

OK.09

ITonnmars O6HII/II>1 CMBICJI YETKO MMPONU3HCCCHHBIX BBICKA3bIBAaHUY Ha U3BECTHLIE
TeMbl (TpodecCHOHANbHBIC ¥ OBITOBBIE), TMOHMMAaTh TEKCTHI Ha 0a30BbIe
HpO(l)eCCI/IOHaJ'IBHBIG TEMbl Y4aCTBOBATb B JHAJIOTraxX Ha 3HAKOMBIC 06HII/I€ n
npodeccuoHanbHbIe TEMbI CTPOUTH MPOCTHIE BhICKA3bIBaHUS O ceOe M O CBOEH
MPOPECCHOHAIBHON JIEITEIbHOCTH KPAaTKO OOOCHOBBIBATH M OOBSICHITH CBOU
neiicTBrs (TEKyIIUe U TUIAHUPYEMbIe) TIHCATh MPOCThIE CBS3HbBIE COOOIIECHUS Ha
3HAKOMbIE MJIM MHTEpECYIolne NpodhecCHOHATIbHbIE TEMBI

IIK 1.1

MCIIOJIb30BATh CPEJCTBA MHPOPMAITMOHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJIOTUI
TSl TIOJTYYEHHMS M iepeiau HHGOpMaIHH,

BECTH U HCIIONB30BaTh B paboTe 0a3y KOHTAKTOB OpraHU3alny;

BECTH YYETHBIE PETUCTpAIlMOHHBICE (OPMBI, HCHOIB30BaTh WX A
UH(OPMAIIMOHHON PaOOTHI M PaOOTHI IO KOHTPOJIIO UCTIOTHEHHUSI TIOPYUYCHHIA;
YCTaHABIUBATHL M MOJJAEPKUBATH KOMMYHHKALIMM B TMPOLECCE JIETOBOrO
OOIIeHUsI C TMOMOIIBI0 CPEACTB HH(POPMAIIMOHHBIX U KOMMYHHUKAIIMOHHBIX
TEXHOJIOTHIA;

CrIaXMBaTh KOH(DIUKTHBIE W  CIOXKHBIE CUTyallMd  MEXIUYHOCTHOTO
B3aNMOJICHCTBHA,

coOr0aaTh CIy>KeOHBIN ITHKET;

obecrieunBaTh HHGOOPMAITMOHHYIO 0€30MaCHOCTh JIEATEILHOCTH OpraHU3alliH.

I[IK 1.2

BCTpEYATh MOCETUTENEH, MoJyuyaTh NEePBUUYHYI0 MHPOPMALIUIO O MOCETUTENX,
YCTaHABIIMBAThH MOPSAIOK MpUEMA JJIsl PA3IMYHBIX KaTETOPUd TOCETUTENEH;
BECTH YYETHBIE pETUCTPAllMOHHBIE (OPMBI MO TpUEMY TOCETUTENEH U
0hOpMIIATH MPOMYCKa,

BECTH NPUEM, TIepesiady U OTIPABKY TOKYMEHTOB,

OpPraHU30BBIBATh U OPOHUPOBATH MEPETOBOPHBIE KOMHATHI,

CepBUPOBATH YaiiHbIe (KO(eiHbIe) CTONBI B oduce;

IpPUMEHATh B paboTe cpeicTBa MHMOPMAIMOHHBIX M KOMMYHHMKAIlMOHHBIX
TEXHOJIOTHUH,
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Kox OK/IIK HaumenoBanue OK / IIK
IPUHUMATh MEPBI M0 COXPAHEHUI0 KOH(UICHIHANbHOW HH(pOpMAIMK B XOJ€
npruéma NOCETUTETIEH.

IIK 1.3 BbIOMpaTh (HOpMBI TUIAHUPOBAHHS U OPOPMIIATH IUIAHMPOBIIMK (OpraHaisep)
PYKOBOJUTENS U CEKpeTaps;
YCTAHABJIMBATH LIE€JIH, ONIPEAEIATH IPUOPUTETHOCTD U OUEPETHOCTD BBINIOIHEHUS
pabot u 3¢ PexTUBHO pacupenesaTe padbodyee Bpems;
COIJIACOBBIBAaTh BCTPEYM M MEPOINPHUATUS W BHOCHTH HH(POpMAIHMIO B
IUTAHUPOBIIKK (OpraHaiisep);
UHPOPMHUPOBATH PYKOBOIUTENS O MPHOIMKEHUH BPEMEHH U PpeEriiaMeHTe
3arJIaHUPOBAHHBIX BCTPEY U MEPOIIPHUATHIH;
BBIOMPATH ONTHUMAJILHBIE CIIOCOOBI BHEITHETO M BHYTPEHHETO WH(POPMHUPOBAHUS
0 MJIAHUPYEMBIX MEPOTIPUSATHUSX;
oOecrieunBaTh HHPOPMAIIMOHHYIO O€30MaCHOCTD JACSITEIHHOCTH OPraHU3aIIH;
NPUMEHSTh B paboTe cpeactBa HMHOOPMAIMOHHBIX U KOMMYHHUKAIIMOHHBIX
TEXHOJIOTH.

IIK 14 COCTaBIATh U ODOPMIIATH JOKYMEHTBI JUIsl IETIOBBIX MOE3/10K;
OCYIIECTBJISATh TPEBEI-TIOJACPAKKY JI€TOBBIX MTOE3/0K;
COrJIacOBBIBAaTh C TMPUHUMAIOLIEH CTOPOHOW TPOTOKON  IJIAHUPYEMBIX
MEPONPUITHIA U (POPMUPOBATH IIPOrPAMMY JIETIOBON MOE3AKH;
UCIOJIb30BaTh CPEJCTBA MHPOPMAIIMOHHBIX 1 KOMMYHUKAIIMOHHBIX TEXHOJIOTUI
JUIsl 0OecriedeHHsI B3aUMOJICHCTBUSL C PYKOBOJUTENEM BO BpEMS €ro JeI0BOM
MOE3 1KY,
0hOpMIIATHh OTYETHBIC TOKYMEHTHI O JICJIOBOM MOE3/IKE.

I[IK 1.5 OpraHU30BBIBAaTH paboyee MECTO B COOTBETCTBUU
¢ TpeOOBAHUSIMU SPTOHOMUKH U KYJIbTYPBI TPYAQ;
oOecrieunBaTh pabouee MecTo M (YHKUHMOHAIbHOE pabodee MPOCTPAHCTBO
HEOOXOJUMBIMU  CpPEICTBAMU  OPraHU3allMOHHOM TEXHUKH, MeOenbio U
KaHIETSIPCKUMU MPUHAATIC)KHOCTIMH,
NOJI/IEP’KUBATh CPEJICTBA OPTaHU3AIIMOHHOW TEXHUKH B pad0yeM COCTOSIHUH.

IIK 1.6 OpPraHU30BBIBaTh IpOLECC MOATOTOBKM U TPOBEJEHHE KOH(EPEHTHOIro
MEPONPUITHS UHIUBUIYaIbHO U B COCTaBe paboueil rpymnibl;
JIOKYMEHTUPOBATh pPa3Hble 3Tamlbl MPOLEAYPhl MOATOTOBKM U IPOBEACHHS
KOH(EPEHTHOTO MEPONPUSITHS;
COOJIIOJIaTh STUKET U OCHOBBI MEXKIYHAPOIHOTO MPOTOKOIA;
OCYIIECTBIISATH COOP, 00padOTKy HH(POPMAIIHH, CUCTEMATU3AINIO TIOTyIaeMbIX U
nepeaBaeMbIX JaHHBIX;
OCYIIECTBIISATH POBEPKY 1IOCTOBEPHOCTH, OTHOTHI
¥ HEMPOTHBOPEUYUBOCTH JIaHHBIX, UCKITIOUCHUE AyOnupoBaHus HHPOpMAIIHH;
MPUMEHATh HHPOPMAITMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH.

IIK 1.7 COCTaBIIATh MIPOEKTHI OpraHU3allMOHHBIX, pacopsANTENbHBIX u

UH()OPMAIIMOHHO-CIIPABOYHBIX  JIOKYMEHTOB, B TOM YHCIIE JOKYMEHTOB,
CoZIeprKaIIuX KOH(UACHIIHATbHYI0 HHPOPMAIIHIO,

ohopMIIATh OpraHU3aIMOHHO-PACTIOPSIUTEIbHBIC JTOKYMEHTHI (OpUTHHAIIBI U
KOITHK);

CKaHUPOBaTh, KOIMHPOBATH W KOHBEPTHPOBATH JOKYMEHTHl B pPa3INYHbIC
dbopmarsr;

OCYIIECTBIIATh TPOBEPKY IMPOCKTOB IOKYMEHTOB Ha COOTBETCTBHE IpPaBHIAM
JIeTIONPOM3BO/ICTBA;

HPUHUMATH U IPOBOAUTH TIEPBUYHYIO 00PaOOTKY BXOASAIINX JTOKYMEHTOB;
NPOBOJUTH NPEABAPUTEIBHOE PACCMOTPEHUE BXOASIIMX W BHYTPEHHHX
JIOKYMEHTOB,;
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Kox OK/IIK HaumenoBanue OK / IIK
PETUCTPUPOBATH BXOJAIINE, UCXOASIINE U BHYTPEHHUE IOKYMEHTHI,
KOHTPOJMPOBATh  MapIIPYTHU3aLMI0 JOKYMEHTOIOTOKOB B  OpraHM3aluu
(cormacoBaHue, TOANMCAHUE, YTBEPXKICHUE, PETUCTPALIUS, O3HAKOMIICHUE H
UCIIOJIHEHHE JOKYMEHTOB);

OCYILECTBIISATH CPOKOBBIM KOHTPOJIb UCIIOJIHEHHS IOKYMEHTOB,

OCYILECTBIISATh MOATOTOBKY U OTIIPABKY UCXOJAALIMX TIOKYMEHTOB;

COCTaBJIATh OTYETHI M AHAJTTMTUUECKUE CIIPABKU

00 MCIIOJIHEHUH JOKYMEHTOB,;

BECTH WH(POPMAIIMOHHO-CIIPABOYHYIO pabOTy

10 IOKYMEHTaM,;

OCYLIECTBIISATh pabOTy C OPraHU3allMOHHO-PACIIOPSIAUTEIbHBIMU IOKYMEHTAMU B
ABTOMATH3UPOBAHHBIX CHCTEMaX.

K 1.8 o0ecnieunBaTh COXpPaHHOCTb IEPCOHAIBHBIX JAaHHBIX pAOOTHUKOB,;
OpPraHU30BBIBaTh JOKYMEHTOOOOPOT 110 NPEACTABICHUIO JIOKYMEHTOB I10
[IEPCOHAILY B TOCYJJapCTBEHHBIE OPraHbl;

OpPraHU30BBIBATH IOKYMEHTOOOOPOT IO YUETY M IBHXKEHUIO PAOOTHHUKOB;

BECTH BOMHCKHI Y4ET paOOTHHKOB,

BECTH yu€T pabouero BpeMeH! pabOTHUKOB,

0(QOpMIISITH  OpPraHU3allMOHHO-PACIIOPSIAUTEIbHBIE JOKYMEHTHl IO JIMYHOMY
COCTaBy;

BECTH pEerucTpanuio, y4é€r, OolnepaTuBHOE XpaHEHHE JOKYMEHTOB I10 JIMYHOMY
COCTaBy;

BECTH JIOKYMEHTAIIMIO, TOATBEPHKAAIOILYIO CBEACHUSI O TPYI0BO 1€ATEIbHOCTH
U TPYJIOBOM CTake paOOTHUKOB,

($hopMHUpPOBATH TUYHBIE JIeIa PAOOTHUKOB,;

o(OopMIIATH JIe1a M0 JINYHOMY COCTaBY JAJIS MIepe/iadM B apXUB OpraHU3alty,;
paboTaTh co crienuaIu3upOBaHHBIMU HH()OPMAIIMOHHBIMU CUCTEMAMU U Oa3aMu
JTAHHBIX 10 BEICHUIO YU€Ta U IBUKECHUIO PAOOTHUKOB.

K 1.9 pa3palaTbeIBaTh HOMEHKJIATYpY el OpraHu3aliHy;

IPOBEPATh MNPAaBUIBHOCTb OQGOPMIICHHUS JIOKYMEHTOB U OTMETKHM 00 uX
MCIIOJIHEHUH Nepe] X (JOPMUPOBAHUEM B JEJIO AJIs MOCIEIYIOIIET0 XPaHEeHMS,
dopmupoBaTh jAena, KOHTPOJIMPOBATH TPABHWIBHOE U CBOEBPEMEHHOE
pacrpezeneHue W TOJIIMBKY JIOKYMEHTOB B Jiela B COOTBETCTBUU C
HOMEHKJIATypOil Jiel;

MPOBEPATh CPOKH XPAaHEHHUS JOKYMEHTOB, COCTaBJISITh MPOTOKOJI pabOThI
HKCIEPTHON KOMHMCCHH IO IOATOTOBKE IOKYMEHTOB K II€pElaye B ApXUB,;
COCTaBJISITh aKT O BBLACJICHUH K YHHYTOKCHUIO JOKYMEHTOB, HE MOJIEKAIINX
XpaHEHHUIO;

COCTaBJISITh aKT 00 YHUUYTOXEHUH IOKYMEHTOB,;

OCYILECTBIISATh TOJHOE MJIM YaCTHYHOE OQOpPMIIEHHE el BPEMEHHOTO,
MOCTOSTHHOTO, TOJITOBPEMEHHOT'O CPOKOB XpaHEHUS,

COCTaBJIATh  OMHMCHU  JIeJI CTPYKTYpHBIX MOJpA3JEIeHUl  MOCTOSHHOTO,
JOJITOBPEMEHHOT'O CPOKOB XpaHEHUs JJIs Iepejaun Je)l B apXUB OpraHU3aliiy;
NPUMEHATh WH(POPMAIMOHHO-KOMMYHUKALIMOHHBIE TEXHOJIOTMH IpU padboTe ¢
JIOKYMEHTaMHU.

K 2.1 Hasbixu:
y4acTHss B KOMIUIEKTOBAHUM ApXMBHBIMU JeJaMH (JOKyMEHTaMM) apXxHuBa
OpraHu3aIu
Ymenus:

pa6OTaTB C HO,Z[paSHeHeHI/ISIMI/I/OpFaHI/IBaL[I/IHMI/I HNCTOYHHUKaAMHN KOMIIJICKTOBaHUA
apxuBa,
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Kox OK / IIK HanmenoBanue OK / IIK
IIPUHUMATDH APXUBHBIE Jieja (JOKYMEHThI) HAa IOCTOSIHHOE MJIM JIOJITOBPEMEHHOE
XpaHEHUE;
y4acTBOBAaTh B MPOBEACHUU DKCIEPTU3bI LIEHHOCTH PA3JIUYHbIX TUIIOB U BUJIOB
JJOKYMEHTOB B COOTBETCTBHHM C BHYTPEHHUMHM PETJIaMEHTaMU OpraHU3alii;
NPUMEHATH B paboTe pPEeKOMEHIAIUU SKCIEPTHO-IIPOBEPOUYHON KOMHCCUH WU
HKCIEPTHON KOMUCCUM OpraHU3aLUY;
IIPUMEHSITD [IEPEUHH C YKa3aHHEM CPOKOB XpaHEHUs A€l (JIOKyMEHTOB);
co0uIr0/1aTh HOPMATUBHBIE CPOKU XPAHEHUS /1€ (JOKYMEHTOB);
BECTH YUYET UCTOUHHUKOB KOMILJIEKTOBAHMSI apXUBa;
UCMOJb30BaTh IEPEJOBOM  OTEYECTBEHHbI M  3apyOeXHBIH ONBIT 10
KOMIUIEKTOBAHMIO ~ apXuBa  JejJamMu  (JJOKyMEHTaMH) MOCTOSHHOIO U
JIOJITOBPEMEHHOTO XPaHEHMS;
UCTIOJIB30BAaTh COBPEMEHHBIE aBTOMATH3UPOBAHHbBIC, WH(POPMAIMOHHBIE U
TEJIEeKOMMYHUKAIIUOHHbBIE TEXHOJIOTUHU JIOKYMEHTUPOBAaHHBIX cdep
JIeSITeIbHOCTH OpraHu3aLUu.

[IK 2.2 HaBbiku:
BEJICHUS Y4E€Ta apXUBHBIX JI€J1 (JOKYMEHTOB), B TOM YHCJIE C UCIIOJIb30BAHUEM
ABTOMATH3UPOBAHHbIX CHCTEM
YMenus:
[OJb30BaThCs  YYETHBIMU ~ JIOKYMEHTAaMM B paMKax  3JIEKTPOHHBIX
WHPOPMALIMOHHBIX  CHUCTEM  JOKYMEHTHPOBAaHHBIX chep  JesATeTbHOCTH
OpraHu3aIui;
M0JIb30BAThCA  CEPTU(PUIMPOBAHHBIMU ~ aBTOMATU3UPOBAHHBIMU  CHUCTEMaMU
JOKYMEHTUPOBAaHHBIX  cep  JAeATeNIbHOCTH  OpraHM3alud 1o yuéTy,
perucTpanuu, KOHTPOIIO JieN (JOKYMEHTOB);
I10JIB30BATHCS MH(pOPMAIIMOHHO-CIIPAaBOYHBIMU cucTeMaMH
JIOKYMEHTHPOBAHHBIX c(ep NesATEIbHOCTH OpraHu3allnu;
BECTH CIIPABOYHO-TIOMCKOBBIE CPECTBA K APXUBHBIM JIeJIaM (JIOKYMEHTaM);
BECTH YUET CTPaxoBOro (poHIa apXUBHBIX JIeNd (JOKYMEHTOB);
NPUMEHSATh HOPMATHBHBIE TPABOBBIE aKThl, JIOKAIbHbIE HOPMATHBHBIC aKThI
OpraHu3aliil U METOAMYECKHE JOKYMEHTBl B O0JIACTH Y4€Ta apXMBHBIX A€
(ToKyMEHTOB);
BHOCHUTH MPEAJIOKEHHS MO COBEPIIEHCTBOBAHUIO METOIMUYECKOT0 0OecredeHus
yuéTa pa3HbIX BUJIOB JOKYMEHTOB B JIOKYMEHTHPOBAHHBIX chepax AesTeIbHOCTH
OpraHH3alMH.

I1K 2.3 Hasbixu:

OCYIIIECTBIICHUS XPaHSHHSI aDXUBHBIX JIEJT (JIOKYMEHTOB) C IIOCTOSTHHBIM CPOKOM
XpaHEHUs U 10 JINYHOMY COCTaBYy B apXHMBE OpraHU3alnun

YMeHns:

CUCTEeMAaTHU3UPOBAThH Jiea (JOKYMEHTHI);

pa3MerniaTh apXuBHBIC Jiea (JIOKYMEHTHI) Ha MECTaX XpPaHEHUS B COOTBETCTBUU
C HOPMAaTUBHBIMH TPEOOBAHUSMU B OOJACTH apXWBHOTO Jea U YIpPaBICHUS
JIOKyMEHTaMU;

coOIr0aTh HOPMATUBHBIC PEKUMBI XpaHEHUSI ApXUBHBIX JIeN (JOKYMEHTOB) Ha
JIFOOBIX HOCHUTEIAX;

MPOBOANTH MPOBEPKY IMOJHOTHI COCTaBa APXUBHBIX JOKYMEHTOB B €IUHHUIIAX
XpaHCHUS;

MIPOBOJIUTH OMMCAHNE APXUBHBIX I (JOKyMEHTOB);

COCTaBIISITh CITPABOYHO-TIOMCKOBBIC CPE/ICTBA K APXUBHBIM JiefiaM (JOKyMEHTaMm);
BeCTH Yy4€T W KOHTPOJb BBIJAYM apXMBHBIX Jed (JIOKYMEHTOB) U3
ApPXUBOXPAHWINIIA U UX BO3BPATA;
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Kox OK / IIK HaumenoBanue OK / IIK
BECTH YUYET U KOHTPOJIb Nepeiayuu 1€ (JOKYMEHTOB)
B I'OCYapCTBEHHBIH/MyHULIMIIAIIHBIA apXUB WM HA HUHOE BHEIIIHEE XpaHEeHHE U
npuéma Jell ¢ BHEIIHETO XPaHEHUs;
IIPOBOJIUTH ITOJUCTHYIO MPOBEPKY (PU3MUECKOIO COCTOSHUSA /1€ (JOKYMEHTOB);
pa3bICKUBaTh HEOOHAPYKEHHBIE Jiea (JOKYMEHTHI);
3alMIaTh MHGOPMALMOHHBIE PECypChl apXuBa OT HECAHKIMOHUPOBAHHOIO
JIOCTyIa.

IIK 2.4 HaBbiku:
o0OecrieueHHsT XpaHEHUs, KOMIUIEKTOBaHUS, Y4Y€Ta M HCIOJIb30BAaHUS M€l
(IOKYMEHTOB) BPEMEHHOT'O XpaHEHMUSI
YMenust:
OpraHu30BBIBaTh M OOecleuyrBaTh XpaHEHHE el (JIOKyMEHTOB) BPEMEHHOI'O
XpaHEHUsl OpraHu3aly B TPAJAULIHOHHOM U B 3JIEKTPOHHOM BH/JIE;
KOHTPOJIMPOBATh pa3pabOTKy CTPYKTYPHBIMHU [TOIPA3/IE€TICHUAMH ONUCEH U aKTOB
O BBIIEJICHUM HA YHUUYTOKEHHUE JeN (JIOKyMEHTOB) BPEMEHHOTO0 XpaHEHHs B
TPaJULIMOHHOM U B 3JIEKTPOHHOM BUJIE;
dopMUpOBaTh €IMHUIBl XpPaHEHHs] JAOKYMEHTOB Uil MX IOCIEIYIOIIEro
pasMelleHMs] B apXUBE OpraHu3allu;
COCTaBJISITh CIIPABOYHO-IIOMCKOBBIE CPE/ICTBA K APXUBHBIM JieJIaM (JOKyMEHTaMm);
OCYILECTBIIATh MOUCK /1€ (JIOKYMEHTOB) BPEMEHHOT'O XPaHEHUs B MPOLECCE UX
XpaHEHUs B CTPYKTYPHBIX [OJIpa3/ICJIEHUsX U apXHUBE OpraHU3alluu;
OCYLIECTBIIAITh METOAMYECKOE PYKOBOJCTBO OpraHU3alMed XpaHEHWs el
(TOKyMEHTOB)
B CTPYKTYPHBIX MOPA3eNCHUSIX OpraHU3aliu;
OKa3bIBaTh CTPYKTYPHBIM MOJAPA3JENCHUSIM MPAKTUYECKYI0 IOMOIIb B
OpraHu3aluK XpaHeHUs Jell (JOKYMEHTOB);
pa3palaThiBaTh CHPaBOYHO-UH(GOPMALIMOHHBIE JOKYMEHTBHl MO OpraHU3aluu
UCMOJIb30BaHUS /€7 (JOKYMEHTOB) BPEMEHHOIO XPaHEHHUs B CTPYKTYpPHBIX
MOJIpa3/IeJICHUsIX U apX1UBE OpraHU3aluy;
MPOBOJUTH SKCIEPTU3Y IIEHHOCTU JeN (JIOKYMEHTOB) BPEMEHHOI'O XpaHEeHHS,
NEepEeaHHbIX B APXUB;
OTPEENATh CPOKU XpPaHEHUs A€l (JIOKYMEHTOB) BPEMEHHOI'O XpaHEeHHUS;
o0ecreunBaTh 3aIuTy J1e]1 (JOKYMEHTOB) BpEMEHHOI'O XpaHEHHsI B OpraHU3aluu
OT HECAaHKIIMOHUPOBAHHOTO JOCTYTA UM YHUUYTOXKECHHUS;
OPOBOJIUTH (PU3MUECKOE YHUUYTOXKEHHE Jel (JOKYMEHTOB) BpPEMEHHOTO
XpaHEHUsT C MHCTEKIIMMHU CpPOKaMHM XpaHEeHHsl TIociieé COTrJacoBaHUS CO
CTPYKTYPHBIMH IOJIpA3/ICIICHUSIMI OpraHU3allly;
oQopMIISITh  YYETHBIE JOKYMEHTHl 00 YHUYTOXKEHHUU Jel (JOKYMEHTOB)
BPEMEHHOI'O XPAHEHHS C MCTEKIIMMU CPOKAMHM XpaHEHHsI COBMECTHO CO
CTPYKTYPHBIMU MOAPA3/IEICHUSIMA OpraHU3aluu

IIK 2.5 HaBwpiku:

OCYIIIECTBIICHUSI UCIOJIb30BAaHUSI aPXUBHBIX JIe (JOKYMEHTOB), B TOM YHUCIIE C
MCIOJIb30BaHNEM aBTOMATHU3UPOBAHHBIX CUCTEM

Ymenust:

CUCTEMAaTHU3UPOBaTh U 0000IIATH CBEJICHUS O COCTABE U COMNEPKAHUU aPXUBHBIX
nien (TOKYMEHTOB);

UCIIOJIb30BaTh WH(OPMAIMOHHBIE TEXHOJIOTHH B 00JIACTU CO3JaHMSI CIIPABOYHO-
MOMCKOBBIX CPEICTB apXuMBa W JOKYMEHTHPOBAHHBIX c(ep AesTeNbHOCTH
OpraHu3aIiy;
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Kog OK / IIK HaunmenoBanue OK / IIK
(GhopMHUPOBATH OCHOBHBIE M BCTIOMOTATEIILHBIC BHJIBI APXUBHBIX CIIPABOYHUKOB B
ANIEKTPOHHOU (hopMme;
MOJIrOTABIUBATh MH(POPMAIIMOHHBIE JTOKYMEHTHI 10 3ampocaM TMOJIb30BaTeeh
Pa3IMYHBIX KATETOPHA.

IIK 3.1 Hagpikn:
OCYIIIECTBJICHUS MCIIOJb30BaHUS apXMBHBIX JIe7 (IOKYMEHTOB), B TOM YHCIIE C
UCII0JIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM.
VYmenus:
pa3Meliarb apXuBHbIE Jieha (JOKYMEHThI) Ha MECTaX XpaHEHHUS B COOTBETCTBUU
C HOPMaTHUBHBIMH TPEOOBAHUSMHU B OOJIACTH apXWUBHOIO Jiejia W YIIpaBJICHUS
JIOKYMEHTaMH.

IIK 3.2 HaBwiku:
pa3MeIleHUs] apXUBHBIX Jei (JOKYMEHTOB) B apXMBHBIX XpaHWIUIIAX B
COOTBETCTBUHU C BBIOpAHHON CXEeMOW KJacCHU(PUKAIMM U CHCTEMAaTH3aIluu JIel
(IOKyMEHTOB).
VYMeHus:
MPOBOJIUTH MPOBEPKY IMOJHOTHI COCTaBAa APXUBHBIX JOKYMEHTOB B €IMHHIIAX
XpaHCHHSI.

IIK 3.3 HaBrbiku:
y4eTa apXUBHBIX JIeT (JOKyMEHTOB) MOCTOSIHHOTO ¥ BPEMEHHOTO XPaHEeHHS.
YMenus:
BECTH YyYeT M KOHTPOIb BBIJAYM AapXHUBHBIX Jel (JOKYMEHTOB) U3
apXMBOXPaHWIHINA U UX BO3BpaTa

IIK 3.4 Hagrbiku:
COCTaBJICHUS  CIPABOYHO-TIOMCKOBBIX  CPEACTB K  apXWBHBIM  JieJlaM
(ToKyMeHTaM), YyUYTE€HHbIM B apXxuBeé U B JOKYMEHTHPOBAaHHBIX cdepax
JIeATeTLHOCTH OpraHU3aINH
VYMeHus:
HCIIOJIH30BaTh MH(POPMAIIMOHHBIE TEXHOJIOTUU B 00JIaCTH CO3JaHUs CIIPAaBOYHO-
MOWCKOBBIX CPEICTB apXWBa U JOKYMEHTHUPOBAHHBIX cdep IesATeNbHOCTH
OpraHu3aIu

I[IK 3.5 Haspiku:
MIPOBEICHUS YKCIIEPTU3BI IEGHHOCTH JeN (IOKYMEHTOB) BPEMEHHOTO XPAHCHHS B
apXMBE OPraHU3aLINH.
YMeHus:
OpPraHW30BBIBATh M OOECTEUMBATh XpaHEHHE el (JOKYMEHTOB) BPEMEHHOIO
XpaHEHUs] OpTaHU3AIMH B TPATUIIMOHHOM M B DJIGKTPOHHOM BHUJIE 3HAHMSI.

IIK 4.1 Hagpiku:

IpreMa U IEPBUYHON 00paOOTKH BXOJSAIIUX JOKYMEHTOB;

00pabOTKH U OTIPABKU UCXOMASIINX TOKYMEHTOB;

KOHTPOJISI HCTTOJTHEHUS JOKYMEHTOB B OpraHU3aIliH.

Ymenus:

MOJIE30BAThCS  ABTOMATH3MUPOBAHHBIMA CHUCTEMAaMH ydYeTa, pErHCTpalluH,
KOHTpOJIsI U WH(MOPMAIMOHHO-CIIPABOYHBIMU CHCTeMaMd Tipu paboTe ¢
JIOKYMEHTaMU OpraHHU3alllH;

MPUMEHSTh COBPEMEHHbBIE MH(POPMAIIMOHHO-KOMMYHHUKAIIMOHHBIC TEXHOJIOTHH
JUTst pabOTHI ¢ TIOKYMEHTaMM, B TOM YHCIIE JIJIsl €€ ONTUMHU3ALNU U TTOBBIIICHUS
3¢ (HEeKTHBHOCTH.
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[lenb MPOU3BOJICTBEHHON MPAKTUKU: MPUOOPETEHUE MPAKTUYECKOTO OIbITa B
pamkax mpodeccuonansubix Moxyieid ganHor OIIOII-IT mo Bumam nesATeTsHOCTH:

«OCYHICCTBJICHI/IC

OpraHmu3aliluOHHOI'O 151

JOKYMCHTAITMOHHOI'O oOecreueHus

ACATCIIBHOCTH OpPIraHHU3allluN), ((OpFaHI/IBaHH}I apXI/IBHOﬁ pa6OTI>I Mo JOKYMCHTaM

OpraHu3alun

Pa3INYIHbIX

dbopm cobctBeHHOCTH», «OCBOCHHE MpOQeccCuu

ApxuBapuycy, «OcBoenue rnpodeccuu Jlenonpon3BoaUTENb.

1.2. IlnaHupyembie pe3yJibTAThl OCBOCHHSI Y4e€0OHO MPAKTUKH

B pesynbrare

IMPOXOXKACHUA HpOH3BOI[CTB€HHOﬁ IIPAKTUKHW II0 BHAaAM

nearenbHocTH, TpeaycmorpenHsiM DPI'OC CIIO wu 3ampocam paboTojartene,
OOyJarOIIUICS TOHKECH MOTYYNUTh MPAKTUIECKUMA OTIBIT:

HaumeHnoBaHue BUIA
AEeATECJIbHOCTH

IIpakTnyeckuii onbIT / yMeHUst

OcymiecTBiieHHE
OpPraHM3al[MOHHOTO U
JOKYMEHTAIMOHHOTO
obecreyeHus
JIEATEIBHOCTH
OpraHu3alIiu

IIK 1.1. OcyiecTBISITh
uHbopMallMKd €  TOMOLIbIO
KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH.

I[IK 1.2. KoopauHupoBaTh pabOTy HPUEMHON PYKOBOIUTENS, 30H
IIpyueMa Pa3IN4HbIX KATErOpUN MOCETUTENIEH OPraHU3alUN.

I[IK 1.3. Bnagerp HaBblKaMM IIJJAHUPOBAaHUS pabodyero BpeMEHHU
PYKOBOJUTENS U CEKpeTapsl.

[IK 1.4. OcyiiecTBasATh NOATOTOBKY JAENOBBIX MOE3/0K PYKOBOIUTEINS U
JOPYTUX COTPYJHUKOB OPraHU3alINH.

IIK 1.5. Bnanets cmocob6aMu opraHuzaliu paboyero MmpocTpaHCTBA
MPUEMHOHN U KaOMHETa PyKOBOAUTEIIS.

IIK 1.6. OcymecTBiaTe paboTy MO MOATOTOBKE U IPOBEICHUIO
KOH(EPEHTHBIX  MEpONpHsATHH, o0ecneuynBaTh HHGOPMALMOHHOE
B3aUMOJEHCTBUE PYKOBOIUTEINS C NMOAPA3AEICHUAMHU U JOKHOCTHBIMU
JUIAMHU OpPTaHU3alINH.

IIK 1.7. OpopMasTh OpraHu3alMOHHO-PACIOPSAAUTEIbHbBIE JOKYMEHTHI
U OpraHu30BBIBATH PabOTy C HUMH, B TOM YHCJE C HCIOJIb30BAHHEM
aBTOMATHU3HPOBAHHBIX CUCTEM.

K 1.8. Odopmiath AOKYMEHTHl 1O JHMYHOMY COCTaBy U
OpPraHU30BBIBaTh PAa0OTy C HUMH, B TOM YHCJIE C HCIOJIb30BAHHUEM
aBTOMATHU3HPOBAHHBIX CHCTEM.

I1K 1.9. Opranu3oBbIBaTh TEKYIlee XpaHEHHUE IOKYMEHTOB, 00paboTKy
JeNl A ONEpaTHMBHOIO M apXWBHOTO XpaHEHWs, B TOM YHCIE C
HCII0JIb30BAHUEM aBTOMATHU3HPOBAHHBIX CHCTEM.

IpueM-repeayy  yInpaBiIeHUECKOMN
cpeacTB  MHGOPMAIMOHHBIX U

Opranuzanus
apXUBHOW paboOTHI 1O
JIOKyMEHTaM
OpraHu3aui
Pa3IMYHBIX
COOCTBEHHOCTH

bopm

I[IK 2.1. OcymecTBiATh KOMIUIEKTOBAaHWE APXUBHBIMHU JI€JIaMU
(ToOKyMeHTaMH1) apXrBa OpraHU3aIIH.

[IK 2.2. Bectu yder apXuBHBIX A€l (JJOKyMEHTOB), B TOM YHUCIJE C
HCII0JIb30BAHNEM aBTOMATU3UPOBAHHBIX CHCTEM.

IIK 2.3. OcymiecTBisaTh XpaHEHUE apXWUBHBIX JeN (JOKYMEHTOB) C
IIOCTOSIHHBIM CPOKOM XpaHEHMsI U 10 JIMYHOMY COCTaBy B apXuBE
OpraHH3alMH.

IIK 2.4. OcymecTtBiarh XpaHEHHE, KOMIUIEKTOBAaHUE,
UCIOJIb30BaHUE JIeT (JOKyMEHTOB) BPEMEHHOI'O XPAHEHUSI.
[IK 2.5. OcyuiecTBisITh HCIOIb30BaHUE APXUBHBIX 1€ (JOKYMEHTOB), B
TOM YHCJIE C UCNOIb30BAHUEM ABTOMAaTU3HPOBAHHBIX CUCTEM.

y4eT Hu
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HaumeHnoBaHue BUIA

IIpakTuyeckuii onbIT / yMeHUst

AeATeJIbHOCTH
OcBoenne mpodeccun | [IK 3.1 OOGecneynmBaTh COXPAaHHOCTh JIOKYMEHTOB, 3aKOHYEHHBIX
ApxuBapuyc JIETIONIPOU3BOICTBOM

IIK.3.2 YuacTBOBaTh B pa3pabOTKE HOMEHKJIATYPHI JEI, MPOBEPSTH
MPaBUIBHOCTh (pOpMUpOBaHHUS U O(GOPMIICHUS NIeJI IpU NpUEMe UX B
apxuB

[1K.3.3 BoInoaHsATh paboThl IO CUCTEMATH3AIMH, PA3MEIICHUIO U YUETY
nen

IIK.3.4 Bectu mnouck wHPOpPMAIMK IO CIOPABOYHOMY allapary
(kapToTE€KaM) OpraHu3aluu

[IK.3.5 OcymecTBiaath NpUEM, PETUCTPAIUIO, YUYET MOCTYIAIOIINX
JOKYMEHTOB, TPOBEPATh MPABHIBHOCTh O(DOPMIICHUS TOKYMEHTOB C
y4€TOM MPEIbSBISIEMbIX TPEOOBAHUI; TOTOBUTH CBOJHBIE OIUCH JEI
IIOCTOSIHHOTO YU BPEMEHHOI'0 CPOKOB XpaHEHUs

OcBoenne mnpodeccuu
J1enonpon3BoIUTEIb

[IK 4.1. Opranuzamusi pabOThl 10 PETUCTPAIUMHU, YUETy, XPAaHCHUIO U
mneperadye B COOTBETCTBYIOIIME  CTPYKTYypHBbIE  MOJpa3felieHus
JJOKYMEHTOB TEKYILET0 JIeJ0NPOU3BOICTBA
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1.3. O6ocHoBaHMe YacoB y4eOHOIl NPAKTUKH B pamMKax BapuaTuBHoi yactu OIIOII-II

yil

Kon TIK/
OOIMOJITHUTECJIbHBI
e (IIK*, TTKu)

IIpakTHYecKuii ONMBIT

HaumeHnoBaHne TeMbl NMPAKTHKHA

Oo0neMm
4acoB

OobocHoBaHue
yBeJIMYeHHs
0o0beMa MPaKTHKHA

I1I1.03

IIK 3.1
[IK 3.2
I1K 3.3
I1K 3.4
I1IK 3.5

Brnaners HaBbIKamMu
OpraHu3aly TEKYIETro
XpaHEeHMsI JOKYMEHTOB,
00paboTKu Aemn st
OIEPATUBHOT'O U apXUBHOTO
XpaHEeHHs, B TOM YHUCIIE C
UCIIO0JIb30BaHUEM
ABTOMATH3UPOBAHHBIX CHCTEM
(mporpamma «1C:ApxuBy)
odopmIIeHUS TOKYMEHTOB TIO
JUYHOMY COCTaBy U
OpraHu3aiuu padoThl ¢ HUIMH, B
TOM YHCJI€ C UCTIOJIb30BaHUEM
ABTOMATH3UPOBAHHBIX CHCTEM
OpraHu3alK TEKYILEro
XpaHEeHHs JOKYMEHTOB,
00paboTKu aen amns
OTIEPaTUBHOTO U apXHBHOTO
XpaHEeHHUs, B TOM YHUCIIE C
UCTIOJIb30BaHUEM
ABTOMATH3UPOBAHHBIX CHCTEM

Tema 1.1. ABToMaTu3anMs XpaHEHUS FIEKTPOHHBIX
JIOKYMEHTOB

144

Tema 1.2. PaboTa ¢ TOKyMEHTaMH apXvBa B IPOrpaMMe
«1C: Apxu»

ITo 3anpocy
pabotoaarens

[111.04

IIK 4.1

BeInonHATE IpHEM U
HNEPBUYHYIO 00pabOTKy
BXOSIIUX JJOKYMEHTOB;
OO6pabaTbIBaTh U OTIIPABIISATH
UCXOJAIINE JOKYMEHTHI;

Tema 1.1. ABTOMaTU3MpOBAHHBIE CUCTEMBI
JIEJIONIPOU3BO/ICTBA U CUCTEMBI aBTOMATH3ALINH
JIOKYMEHTO0000pOTa

144

ITo 3ampocy
paboTonatens
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KoHTponupoBaTh UCIIOJIHEHHE Tema 1.2. Cucrema 31eKTPOHHOTO JTOKYMEHTO000poTa
JOKYMEHTOB B OpraHH3aIiu

Bcero akagemudeckux yacoB y4eOHOM MPaKTUKK B pamMKkax BapuatuBHou yactu OITOII-IT - 180

2 CTPYKTYPA U COJAEPKAHUE MPOU3BOJCTBEHHOM MMPAKTUKHA

2.1. Tpy1oeMKOCTb OCBOCHHS IPOU3BOACTBEHHOH NMPAKTHKHU

Kon IIIT Oo0beM, ak.u. ®opma npoBeieHUs MPON3BOICTBEHHON NMPAKTHKH Kypc / cemectp
(KOHIIEHTPUPOBAHHO/ paccpeJOTOUYECHO)
[II1. 01 144 Paccpenoroueno 2/3-4
IIT. 02 144 Paccpenoroueno 2/3-4
[II1. 03 144 Paccpenoroueno 3/5-6
II1. 04 144 Paccpenoroueno 3/5-6
Bcero I1I1T 576 X X

2.2. CTpyKkTypa NpOU3BOACTBEHHON MPAKTUKH

Kon IIK HaumeHoBaHue Buas1 pator HanMeHoBaHHe TEM O0Lem

NPOM3BOJCTBEHHON NPAKTHKH | 4YacoB
npo¢ecCHOHATBLHOI0

IIII 01. OcymecTBiIeHHEe OPraHU3ALMOHHOIO M JOKYMEHTAIIHOHHOT0 00ecreYeH s 1esiTeIbHOCTH OPraHU3aluu 144

IIK 1.1 | Paznen 1. VY4acTre B COCTaBIEHUH NMPOEKTOB, OPOPMIICHHH JOKYMEHTOB, Tema 1.1. IIpaBuna opopmiieHus 12

[IK 1.5 | JlokyMEeHTUpOBaHUE U aHaJIM3 COTJIACOBAHUS U MOANMMCAHUS/YTBEPKACHHS TOKYMEHTOB PEKBHU3UTOB OP/I.

opraHu3aus paboThl ¢ Ha MPEANPHUITHH. WNudpopmanimoHHO- CHpaBOYHBIC

JIOKYMEHTBI
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IIK 1.6
IIK 1.7
IIK 1.9

ounmanbHEIMU
JTOKYMEHTaMHU

VYyactue B opraHu3anu JOKyMEHTO000poTa MPEATIPUATHS.
OcymecTBienne HHGOPMaMOHHO-CIIPAaBOYHON M TOMCKOBOM
paboThI ¢ UCTIOIB30BAHUEM CUCTEM yUuéTa JOKYMEHTOB Ha
HIPEIIPUATHH.

OdopmiieHre OpraHU3alMOHHBIX, BHYTPEHHHUX, HCXOISIINX
JOKYMEHTOB MPEANPUITUS C UCIIOIb30BAHUEM COBPEMEHHBIX
IIPOrpaMMHO-TEXHUYECKHUX CPEJCTB.

Tema 1.2. Uadopmanmonso-
CIPaBOYHBIC JIOKYMEHTHI.
Crny>xeOHbIe TUChMa, UX
Pa3HOBHIHOCTH

12

Tema 1.3. PacniopsinurenbHbie
JIOKYMEHTBI, U3/1aBacMbI€

Ha MPUHIUIIAX €JUHOHAYATUS
IPUHATHUS PELICHUI

12

Tewma 1.4. JlokyMeHTBI
KOMUCCHI U KOJJIETHaJIbHBIX
OpraHoB

Tema 1.5. 3agaun u QyHKIUH
CITyKOBI JIeTIONPOU3BOACTBA.
Opraau3anyroHHbIE JOKYMEHTEI

Tema 1.6. Opranuzanus paboTsl
C IOKYMEHTaMH

BCEI'O I1O PA3JIEJTY 1

54

K 1.1
IIK 1.6
K 1.7
IIK 1.8
I[IK'1.9

Paznen 2. Opranuzanus
paboThI ¢ JOKYMEHTaMH B
ABTOMAaTU3WPOBAHHBIX
cUCTeMax

Hcnons3oBanne CO/I B paboTe ¢ JOKYMEHTaMHU.
OcymecTBienne HHGOPMaIIMOHHO-CIIPAaBOYHON M TOMCKOBOM
paboTHI ¢ UCTIOF30BAHUEM CUCTEM yUE€Ta JOKYMEHTOB Ha
MPEIIPUATHH.

Tema 2.1. IIpaBuina paboTsl C
JIOKYMEHTaMH Ha 3JIEKTPOHHBIX
HOCHUTCECIIAX

Tema 2.2. Opranuzanus paboTsl
C IOKyMEHTaMH B
ABTOMATHU3UPOBAHHBIX CUCTEMAaX
JIEKTPOHHOTO
JOKYMEHTOO00pOTa

12

BCEI'O I1O PA3JIEJLY 2

18

IIK 1.1
K 1.2
IIK 1.3
IIK 1.4

Paznen 3.

OpranuzanuoHHOE
oOecrieueHue

O3HakoMJIeHHE C TTpaBUJIaMH paboThl ¢ KOH(PHICHIIMATBHOM
nH(popmalyen Ha NpeANPUATHH.

Tema 3.1. Opranuszanus u
YCIIOBHS TpyJa ceKpeTaps
AJIMHUHUCTpAaTHBHBIE (DYHKITH
cekperaps
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I[IK 1.5 | nesarenpHOCTH 3HAKOMCTBO C KaTErOpUsSMHU U BUJAMU JOKyMEHTOB, Tema 3.2. Opranu3aluoHHbIE U 6
IIK 1.6 | opranuzanuu 00pa3yIoUIMXCs Ha NPEANPUATHH, COACPIKALLINX UH(POPMALMOHHBIE (PYHKIIUU
KOH(UISHIMATEHYIO HHPOPMAIIHIO. cekperaps
Pabota ¢ joKkyMeHTaMM NpeIpUATHUS, PETYIUPYIOIIUMU DyHKIUHN cekpeTapst 110
TPYZOBBIE OTHOILIEHUS (OpraHNU3allMOHHO-PACTIOPSIAUTEIbHBIE IUTaHUPOBAHMIO paboyero
JOKYMEHTbI, JOKYMEHTBI 10 JUYHOMY COCTaBY, TPYA0BOH BpPEMEHU
JIOTOBOP, IOTOBOP O MaTEPUAILHON OTBETCTBEHHOCTH U T.1.).
KoHTposb npaBMIIbHOCTH COCTaBICHUS, O)OPMIICHUS JOKYMEHTOB
MOPAJIKA U3JIaHUS JOKYMEHTOB (C YYETOM CHELM(PUKU CUCTEMbI
JIeJIOTIPOU3BOCTBA PEAIIPHUSTHUSA).
BCEI'O I10 PA3JIEJLY 3 12
IIK 1.1 | Paznen 4. | O3HaKOMJIEHHE C XapakTepucTukon npeanpuarud. Oznakomiuenue | Tema 4.1. HopmaTusHo- 6
I[IK 1.2 | JlokyMeHTHpOBaHUE U | ¢ paboYyuM MECTOM. IIPaBOBOE
I[IK 1.4 | opranuzanus paboTsl ¢ | M3yueHne HHCTpYKUMI MO OXpaHe TPyAad, TEXHUKE O€30MaCHOCTH | PeryJMpOBaHUE TPYHAOBBIX
IIK 1.7 | xkagpoBbIMH JOKYMEHTaMU | U TI0’KapoOe30MacHOCTH; IPaBUJI BHYTPEHHETO OTHOILIEHUN
K 1.8 pacnopska. Tewma 4.2. Kommieke 6
K 1.9 3. O3HaKOMJIEHHE C NTPABOBBIMHU (YUPEAUTEIBHBIMHU), TOKAIBHBIMU | JIOKYMEHTOB [0 YCTaHOBJICHHIO
HOPMAaTUBHBIMH aKTaMH U PACTIOPSIUTEIBHBIMU JOKYMEHTAMU TPYAOBBIX
MIPEANPUATHS. IPaBOOTHOLICHUH
Tema 4.3. Komruiekc 6
JIOKYMEHTOB
10 IBHKEHUIO KaJpOB
Tema 4.4. Komriekc 6
JIOKYMEHTOB T10 PaCTOPKEHUIO
TPYIOBBIX
IIPABOOTHOLIEHUM
Tewma 4.5. Opranuzanus padoTh 6
C KaJpOBBIMU JJOKYMEHTaMH
Tewma 4.6. DyHKITMOHAIBHBIC 12

BO3MOXHOCTHU U
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IIEpBOHAYAJIbHAsI HACTPOMKA
nporpammsl «1C:Kaapb»

Tewma 4.7. Benenue kaipoBoro 12
ydera B Iporpamme
«1C:Kanpbi»
BCEI'O I10 PA3JIEJLY 4 o4
[TpomesxyTounas arrectanus B popme audpepeHnrpoBaHHOTO 3a4eTa 6
IIII 02. Opranu3anus apXuBHOI padoTHI 110 JOKYMEHTAM OPraHU3alUil pa3Iu4YHbIX opM cOOCTBEHHOCTH 144
I[IK 2.1 | Paznen 1. Opranuzauus u | Opranuzanus TEKyIIEro XpaHeHus JOKYMEHTOB. Tema 1.1. HopmaTtuBHO- 12
obecrieyeHue ocHOB | dopMupoBaHUeE AET B COOTBETCTBUU C HOMEHKIIATYPOH Jie npaBoBast 0a3a apXUBHOM
ApPXUBHOM JIEATENBHOCTH | IPEIIPUSITHSL. nesitesibHOCTH B Poccun
Tema 1.2. Opranuzanus 18
ApxuHoro ¢onaa Poccuiickoit
Denepaunu
BCEI'O I10 PA3JIEJIY 1 30
IIK 2.1 Pazgen 2. Opranuzanus | Ydactue B IPOBEAECHUHN HKCIIEPTU3BI HEHHOCTH JOKYMEHTOB. Tewma 2.1. DkcnepTrsa IEHHOCTH 18
NeSITEIbBHOCTH apXHUBOB CucremaTu3zanus JOKYMEHTOB 10 CTPYKTYPHO- JIOKYMEHTOB
XPOHOJIOTUYECKOMY MPUHIUITY.
BCEI'O I1O PA3JIEJLY 2 18
IIK 2.1 | Pazgen 3. Opranuzanus | OpopmieHre yUETHBIX JOKYMEHTOB MTOCTYIICHHS U BBIOBITHS Tema 3.1. JlokanbHbIE 12
[IK 2.2, | apxuBHOTrO zena JEl. HOPMAaTHUBHBIE JTOKYMEHTHI
IIK 2.3, IlonroroBka TOKyMEHTOB K IIEpEave B apXUB. apxuBa. HoMeHkaTypa nen
IK 2.4, Odopmiienue aer. Tema 3.2. OpopmieHue 18
IIK 2.5 apxuBHOro nena. Ilepenaua
JIOKYMEHTOB
Ha apXMBHOE XpaHEHUE
Tewma 3.3. Vuér 1OKyMEHTOB B 12
apxuBe
Tema 3.4. Mcnonb3oBanue 18

JOKYMCHTOB dpXHBa
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BCEI'O I1O PA3JIEJLY 3 60
IIK 2.1 | Paznen 4. Opranusanus CocraBiieHue onucell JOKYMEHTOB U JEJl. Tema 4.1. 18
[IK 2.2, | xpaHeHust 1okyMeHTOB B | CoCTaBJIeHHE AKTOB BbIIAYU, IEPENAYN, YHUUTOKEHUS VYcnoBust XxpaHeHUs
IIK 2.3, | apxuBe JIOKYMEHTOB. JIOKYMEHTOB.
[IK 2.4, [IpoBepka HaTUYUs U COCTOSAHUS
K 2.5 JIOKYMEHTOB B apXMBax
Tema 4.2. 12
KoncepBanus u pecraBpanus
JloxyMeHTOB.
CoxpaHHOCTb JOKYMEHTOB Ha
CHEIMAIbHBIX HOCUTEISIX
BCEI'O I10 PA3JIEJLY 4 36
[TpomexyTtouHas atrectanus B popme nuddepeHImpoBaHHOrO 3aueTa 6
IIII 03. OcBoenne npogeccun ApxuBapmuyc 144
IIK 3.1, | Pa3men 1. Xpanenue, Opranu3zanys 1 oCyIecTBICHHE CIIPaBOYHO-UH()OPMALIMOHHON Tema 1.1. ABToMaTu3anus 72
I1K 3.2, | KOMIUIEKTOBaHME, Y4eT U | pabOThl: IPOBEIEHUE SKCIIEPTU3bI LIEHHOCTH JJOKYMEHTOB, padoTa | XpaHEHUS 3JIEKTPOHHBIX
IIK 3.3, | ucrosp3oBaHue Aein B CHUCTEMax 3JIEKTPOHHOI'O JOKYMEHTO000pOTa, BEACHNE JIOKYMEHTOB
IIK 3.4, | (1OKyMEHTOB) apXuBa CIIPAaBOYHHUKOB I10 JOKYMEHTaM IPEAIPUATHS. Tema 1.2. Pabora c 66
I1K 3.5 Opranu3zanys 1 oCyIIeCTBICHHE apXUBHOM pabOThI: pUEM,

paloHanbHOE pa3MelleHne, yueT U 00ecriedeHre COXPaHHOCTH
JIOKYMCHTOB, opraHmaum[ HUCITIOJIB30BAHUS )IOKYMGHTOB B
Hay4HBIX U MPAKTUYECKUX LIEIIAX.

Ocy1iecTBIIeHHE OPTaHU3AIMOHHO-METOIMYECKOTO PYKOBOJICTBA H
KOHTPOJIS 32 pab0OTOM apXuBa OpraHU3aIliy U 32 OpraHu3aiuei
JTIOKYMEHTOB B JICJIONTPOU3BOJICTRBE.

OdopmneHne TOKyMEeHTallMU 1o y4&Ty (poHIa monp3oBarens,
($hoT0-, ay TMOBH3yATBHBIX JIOKYMEHTOB, DJIEKTPOHHBIX
JIOKYMEHTOB.

[TpoBepka HaTUMYHS M COCTOSTHUS apXUBHBIX TOKYMEHTOB
PEATPUSITHS.

BBISIBJIGHI/Ie ,Z[OKYMGHTOB C HOBpe)KI[eHI/ISIMI/I MaTepI/IaJIBHbIX
HOCHUTEJICH.

JIOKyMEHTaMU apXuBa B
nporpamme «1C:Apxus»
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TEXHOJIOTUH.

Opranuzanus po3pIcKa HEOOHAPYKEHHBIX JIE.

Odopmitenre JOKyMEHTAIMH 10 pe3yIbTaTaM HPOBEPKH.
Pabota o co3aHu0 CIIpaBOYHO-IIOUCKOBBIX CPEJICTB apXHUBa
OpraHM3aLHH, B TOM YHCIIC C IPUMEHECHHEM HH(POPMaIlHOHHBIX

VYyacTue B GOpMUPOBAaHUM OCHOBHBIX U BCIIOMOTaTeIbHbBIX
apXUBHBIX CIIPABOYHHUKOB, B TOM YHUCIIE C UCIOIb30BAHUEM
aBTOMAaTU3UPOBAHHBIX CHCTEM.

ITouck nH(popMaLuK MO 3aIPOCy MOIH30BATENS, B TOM YHCIIE C
HCIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

HcnonHenue 3anpocoB 10 MOUCKY apXUBHBIX A€ (IOKyMEHTOB)
OpraHu3al|K, B TOM YUCIIE C UCIOIb30BAHNEM MH()OPMAIIMOHHBIX

TE€XHOJIOTH.
BCET'O 10 PA3JIEJTY 1 144
[TpomexyTouHas atTectanus B popme nuddepeHImpoBaHHOTO 3aueTa 6
IIIT 04. OcBoenue npodeccuu desonpon3BoauTeib 144
IIK 4.1 | Pasgmen 1. VYyacTue B paboTre ciyObl TOKyMEHTAIIMOHHOTO 00ecrieueHus Tema 1.1. 72
JIoKyMeHTaIlMOHHOE YIPaBIICHUS TIPETPUSTHS. ABTOMaTH3UPOBAHHBIC CHUCTEMBI
o0ecrieueHue VYyactue B o0ecnieueHnn JOKYMEHTO000pOoTa Ha MPEANPUITHH. JIEIIONPOU3BOJICTBA U CUCTEMBI
JESTSIILHOCTH OO6ecrieueHre cUCTEMATH3AIUH JIeTT, OPraHU3aluY OTIEPATHBHOTO | aBTOMAaTH3aIlUN
OpTraHu3aIuu XpaHeHUs! JOKYMEHTOB Ha PEIIPUSITUH. JIOKYMEHT0000poTa
UcnonszoBanne COJ] B paboTe ¢ HOKYMEHTaMH MPETPHUSITHS. Tema 1.2. 66
[ToaroToBka MTOKYMEHTOB K C/1aye B apXHB. Cucrema >1eKTPOHHOTO
CocraBiieHHE onMcel Aell, CIaBAEMBIX B apXUB. JOKYMEHTO0000poTa
BCET'O I10 PA3JIEJLY 4 144
[TpomexyTtouHas atrectanus B popme nuddepeHImpoBaHHOTO 3aueTa 6
2.3. ConeprkaHue NpPOU3BOACTBEHHOM NMPAKTUKHU
HaumenoBanue pa3aesioB npogeccHOHAILHOT0O MOIYJIS U TeM Conep:xxanue pador Oo0nbem,
NMPOU3BOJCTBEHHOI MPAKTHKHU aK.4.
IIM 01 OcymecTB/ieHMe OPraHU3ANMOHHOI0 U JOKYMEHTAIIMOHHOT0 00ecredeHus 1eATeJIbHOCTH OPraHu3auuu 144




139

Paznen 1. JlokyMeHTHpOBaHKE M OpraHU3aLus padOThI ¢ OUIHMATBHBIMU JOKYMEHTAMU 54
Tewma 1.1. IlpaBuna odpopmiienus pexsuzutoB OPJI. Conep:xanue 12
NHpopMamOHHO- CIPaBOYHBIC JIOKYMEHTBI 1.CocraBnenne u opopmierre OPJ] 6
2.Cocrasnenue u opopmiuenue OPJ] 6
Tema 1.2. Conep:xanue 12
WHpopMalHOHHO- CIIPABOYHBIC JOKYMCHTBI. 1.CocraBnenue u oopMIICHHE PA3IUYHBIX BUAOB CIIYKEOHBIX TUCEM
CrysebHble nicbMa, HX PasHOBUAHOCTH 2.CocrapneHue U 0pOpMIIEHHE Pa3IMUHbIX BUJOB CIYKEOHBIX THCEM
Tema 1.3. Conepxanue 12
PacriopsurenbHbIe JOKYMEHTBI, H3/1aBaeMbIe 5 1.CocraBienue u oQopMIICHHE PACTIOPATUTENBHBIX JOKYMEHTOB 6
Ha HpUHIHIAX CIMHOHAYAIISA PHHATHA pCILCHIN 2.CoctaBnenue u ohopMIIEHUE pacIOPSIUTENbHBIX JOKYMEHTOB 6
Tema 1.4. JIokyMEHTBI KOMHUCCHIA Conep:xanue 6
1 KOJICTHAJIbHBIX OPTaHOB 1.CocraBnenue u opopmiieHue HHHOPMAIIIOHHO-CIIPAaBOYHBIX 6
JIOKYMEHTOB (aKT, TPOTOKOJI, TOCTaHOBJIEHHUE)
Tema 1.5. Coaepxanue 6
3afauu 1 QyHKIMHK 1.CocraBnenue u opopMiIeHUE JOKAIbHBIX HOPMATUBHBIX aKTOB 6
CITy>KOBI 1€70MPOH3BOACTBA. OpraHH3aOHHBIC OKYMCHTHI (YupenurenbHble TOKyMeHTbI. THCTpyKIUS 1O J€TONpPOU3BOACTBY.
JIoJKHOCTHAsT MHCTPYKIMSL iestonpousBoauTest. JloroBop)
Tema 1.6. Conep:xanue 6
Opranuzanus paboThl 1.Perucrpanus BXOASAMIMX, UCXOIALIUX U BHYyTPEHHUX JTOKYMEHTOB B 6
C JOKyMEHTaMH1 Pa3IMYHBIX PETUCTPALMOHHBIX opMax (KypHalibHas, KapTO4YHAs U
aBTOMAaTH3HPOBAHHAs).
Paznen 2. Opranuzanust paboTsl C JOKYMEHTaMHU B aBTOMAaTU3UPOBAHHBIX CUCTEMAX 18
Tema 2.1. [IpaBuiia paboThl C TOKyMEHTaMU Ha 3JIEKTPOHHBIX Conepxanue 6
HOCHTCIIAX 1.0TnpaBka u MOIy4eHUE FIMEKTPOHHOTO COOOIIEHMS, HIEKTPOHHOTO 6
nokymeHTa. OgopmiieHre 3JIeKTPOHHOM MOIHUCH.
Tema 2.2. Opranuzanus paboThl C JOKYMEHTaMHU B Coaepxanue 12
aBTOMATH3HPOBAHHBIX CHCTEMAX JJICKTPOHHOTO JOKYMEHTO000POTA | | PaGoTa ¢ JOKyMEHTAMH B aBTOMATH3UPOBAHHO CHCTEME 6
IEKTPOHHOIO TIOKYMEHTO000pOTA.
2.Pabora ¢ JOKyMeHTaMHu B aBTOMAaTU3UPOBAHHON CHCTEME 6

JIEKTPOHHOTO JIOKYMEHT0000pOTA.
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Pazgen 3. Opranuzanonnoe odecreueHue AesTeIbHOCTH OpraHu3aluu 12
Tewma 3.1. Opranuzanus u yclioBus Tpyaa CeKpeTaps Conep:xanue 6
AJIMUHHUCTPATHBHBIC (YHKIHH CEKpeTapst 1.Cocrapienne u 0hOpMIICHHE TOJDKHOCTHON MHCTPYKITMH 6
ceKperaps
Tema 3.2. Conep:xanue 6
Opranu3anoHHble ¥ HHPOPMAMOHHBIE QYHKIMH CEKpETapst 1.IToaroroBKa OKYMEHTOB /JIsl OOCTYKUBAHUS KOH(PEPEHTHBIX 6
OyHKIHH CeKPeTaps 110 MIIAHUPOBAHHIO PabOYEro BPeMEHH MEPOIIPUATHM, TPOTOKOJIBHBIX MEPOIIPUATHH, PAa3JINYHBIX TUIIOB
COBelllaHu#, KoMaHIupoBoK. [inanupoBanue padbouero JaHsl.
Pa3nen 4. JlokymeHTHpOBaHNE U OpraHU3alus padoThl ¢ KaIPOBBIMH IOKYMEHTAMU
Tewma 4.1. HopmatuBHO- IpaBoBOE Conepxanue 6
perynupoBaHue TPyIOBbIX OTHOUICHHH 1.0dopmiieHue 10KyMEHTOB OpraHU3aIUH, PETYIUPYIOIINUX 6
TPYZOBbIE OTHOILIEHUS (OPraHU3allMOHHO-PacTIOPSIAUTEIbHBIE
JOKYMEHTBI, JOKYMEHTBI 10 INYHOMY COCTaBYy, TPyAOBOH 10rOBOD,
JIOTOBOP O MaTepuaibHONU OTBETCTBEHHOCTH U T.1.). OopmiieHue
JIOKYMEHTOB I10 JINYHOMY COCTaBY M UX Komui (mpu
HEOOXOIUMOCTH).
Tema 4.2. Conepxanue 6
Kowmrexe AOKYMEHTOB 110 yCTaHOBJICHUIO TPy 10BBIX 1.3anmonHenne GopM NMepBUYHON YUETHOM TOKYMEHTAIIUH. 6
IIPaBOOTHOLIECHUH
Tewma 4.3. Conep:xanue 6
Komriieke 10KyMeHTOB 1.CocraBnenue pa3nu4HbIX BUI0B 3asBienuil (IIpuem, nepeson, 6
0 JIBUYKEHUIO KaJpOB YBOJIbHEHHE)
Tema 4.4. Conep:xanue 6
Kommzexe AOKYMCHTOB IO paCTOPKCHHIO TPYNOBBIX 1.CocraBnenue u ohopMiIeHUE TOKYMEHTOB IIPU YBOJIbHEHUH 6
IPaBOOTHOLICHHUH
Tema 4.5. Opranuzanus paboThl C KaJIpOBBIMU JOKYMEHTaMHU Copep:xanue 6
1.Mcnons3oBanue COJI nmpu paboTe ¢ KaapOBBIMU JOKYMEHTaAMHU. 6
Tema 4.6. Conep:xanue 12
OyHKIMOHANBHBIE BO3MOXHOCTH M IIEPBOHAYAIbHAS HACTPOHKA | | HauanmpHas HACTpOiika mporpamMMbl. CBeleHNs 06 OpraHH3aIHy. 6

nporpammel «1C:Kagpsny

CTpyKTypa KOMITAaHUH.
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1. Hactpoiika cnucka noaws3oBareneid. llltaTHoe pacniucanue, 6
U3MEHEHHUE IITaTHOTO PACIHCAHHUS.
Tema 4.7. Benenue kagpoBoro yuyera B nporpamme « 1 C:Kaapbi» Conep:xxanue 12
1.0¢dopmitenne KapoBbIX Onepanuit 6
2.0¢dopmiieHne KaapoBBIX ONeparuii 6
[TpomexyTtounas attectauus B popme nuddepeHImpoBaHHOrO 3aueTa 6
IIM 02 Opranusauusi apXuBHOM padoThI 10 JOKYMEHTAM OPraHU3auMil pa3Iu4YHbIX (POPM COOCTBEHHOCTH 144
Pa3znen 1. Opranuzamnus u obecriedyeHrie OCHOB apXUBHOM JESITEIbHOCTH 30
Tema 1.1. Coaepxanue 12
Hopmatupro-npasosas 6asa apxuBHOii AesTenbHOCTH B Poccnn 1.PaGota B mpaBoBoii 6a3ze ¢ HOPMATUBHO-TIPABOBBIMU JTOKYMEHTaAMH 6
B chepe apXUBHOTO Jeria
2.Pabora B npaBoBOii 0aze ¢ HOPMATUBHO-IIPABOBBIMU JIOKYMEHTaMHU 6
B chepe apXMBHOIO Jieia
Tema 1.2. Conepxanue
Opranusanus ApxusHoro pomna Poccuiickoit ®enepainu 1.CocraBneHue CIUCKAa WCTOYHMKOB KOMILJIEKTOBAHHUS —apXHBa
OpraHM3aliK, ONpeiesieHue TPaHuL] apXUBHOTO (OHIA.
Paznen 2. Opranuzanus 1esTeIbHOCTH apXUBOB 18
Tema 2.1. Coaepxanue 18
OKcnepTu3a NEHHOCTH TOKyMEHTOB 1. ITonroToBka 1€ K apXUBHOMY XPaHEHUIO, B TOM YHUCJE: U3yUYECHHE 6
JIOKYMEHTOB B LI€JISIX OIIPEJIEICHUs] CPOKOB UX XPAHEHHUS
2. OdopmieHre TOKYMEHTOB IO pe3yjbTaTaM MPOBEPKH HAIWYHUS U
COCTOSIHUSI IOKYMEHTOB B apXUBE,
3.0dopmiieHre JOKYMEHTOB O BBIICICHMH K YHHUYTOXXCHHIO
apXMBHBIX JOKYMEHTOB, HE MOAISKAIINX XPAHEHUIO.
Paznen 3. Opranu3aius apXuBHOTO Jelia 60
Tema 3.1. JIokanpHbIE HOPMATUBHBIE JOKYMEHTBI apXUBa Conep:xxanue 12
Homenknatypa nen 1. U3ydenue u oOopMIEHHE THIIOBBIX M TIPHMEPHEIX JOKYMEHTOB TI0 6

opranu3zanuu paboTsl ApxuBa.
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2.CocraBnenue u oGOpMIICHHE HOMEHKJIATYPHI JET OpTaHu3alud — 6
UCTOYHUKA KOMIIJIEKTOBAHUS ApXUBHOT'O YUPEKACHUS
Tema 3.2. Odopmiienne apxuBHoro aena. [lepegavya 10kyMeHTOB Conep:xxanue 18
Ha apXUBHOE XpaHCHUE 1. IToaroToBka u ohopMIIeHUE JIE]T K apXUBHOMY XPaHEHHIO.
2. OdopmiieHue TOKYMEHTOB TpU Tepeiadd Jell Ha apXUBHOE
XpaHeHue
3. OdopmieHue JOKYMEHTOB IpH Tepefadd el Ha apXUBHOE 6
XpaHeHHe
Tewma 3.3. Yuér 10OKyMEHTOB B apX1BE Conep:xanue 12
1.CocTaBneHre M 3allOJHEHHE OCHOBHBIX YYETHBIX ()OpM apxuBa 6
(kHura yuéTa TOCTYIUIEHUS WU BBIOBITUA €T (IOKYMEHTOB), JHCT
(dona, peecTp onucei, Ciucok GOHJIOB).
2.CocTaBieHle M 3allOJJHEHHE OCHOBHBIX YYETHBIX (hOpM apxuBa 6
(kHUTra yuyéTa TOCTYIUIEHUS WU BBIOBITHSA €N (JOKYMEHTOB), JIUCT
¢doHa, peecTp onuceil, CHUCOK (HOHJIOB).
Tema 3.4. Mcionp30BaHuE TOKyMEHTOB apX1Ba Coaepxanue 18
1.CocraBieHre OTBETOB Ha 3alpOChl: apXUBHbIE CIpPaBKa, KOMUS, 6
BBINHCKA
2.CocTaBieHle OTBETOB Ha 3alpoChl: apXWBHBIE CIIpaBKa, KOIW, 6
BBINHCKA
3.CocTaBneHre OTBETOB Ha 3allpOChl: apXWUBHBIE CIIpaBKa, KOIW, 6
BBINHCKA
Paznen 4. Oprannzanust XpaHeHus TOKYMEHTOB B apX1Be 36
Tema 4.1. YcnoBus xpaneHus JoKyMeHTOB. [IpoBepka Hanuuus u Copep:xanue 18
COCTOSHIA TOKYMCHTOB B apXHBax 1.M3yuenne TpeOoBaHUII K 3JaHUSM M MOMELIEHUSM apXuBa. 6
OOopynoBaHHe apXWBOB,. pa3MENICHHE TOKYMEHTOB B apXHUBE.
Odopmiienne TonorpaguuecKix yKasaTeseu.
2. OdpopmiieHue TonorpapuuecKux yKa3aTemnei. 6
3. Odpopmienue Tornorpaguyeckux ykasareieu. 6
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Tema 4.2. KoHcepaius 1 pectaBpaius Conep:xanue 12
JlokymeHnToB. COXpaHHOCTh JOKYMEHTOB Ha CIIeUATbHBIX 1 BOCCTAHOBJICHHE TOBPEKICHHBIX IOKYMEHTOB.
HOCHUTEIISAX
2.BoccraHoBiieHue NOBPEXIEHHBIX JOKYMEHTOB.
[IpomexyTtouHas attectanus B popme nuddepeHupoBaHHOro 3a4era
IIM 03 OcBoenue npogeccnu ApxuBapmuyc 144
Pasznen 1. Xpanenue, KOMIIJIEKTOBaHHE, y4eT U HCIOIb30BaHUE JIeN (JOKYMEHTOB) apX1Ba 144
Tewma 1.1. ABTOmMaTH3aLMsl XpaHEHU 3JIEKTPOHHBIX JTOKYMEHTOB Conep:xxanue 72
1. H3yuyeHwe UPUKIAIHOTO MPOTPAMMHOTO OOECIICYCHHS ISt 6
ABTOMATHU3MPOBAHHBIX apXUBHBIX TexHoyoruil (AAT).
2. Pabora ¢ WHPOPMANMOHHO-TIONCKOBBIMH CHCTEMaMu | 6
TeMaTHYeCKUMH KaTtanoramu ApxuBHoro ¢onna Poccuiickoii
denepanuu.
3. Pabota ¢ nH(}OPMAIMOHHO-IOUCKOBBIMU CHUCTEMaMU APXHBHOTO 6
¢donna Poccuiickoit @eneparuu.
4. Pabota c TeMaTMYECKUMM KarajoramMu ApXuBHOro (hoH1a 6
Poccuiickoit @enepanuu.
5. Ilouck IOKYMEHTOB B HMH()OPMALMOHHO-TIOMCKOBBIX CHCTEMax 6
ApxuHoro ¢ponya PO
6. Pabota ¢ popmaTamu apXuBHBIX (QailyioB U1 XpaHEeHHUs LU(POBBIX 6
JIOKYMEHTOB.
7. Pabota ¢ popmaTamu apxXuBHBIX (PaiiIoB /Ui XpaHEHUS HUPPOBBIX 6
JIOKYMEHTOB.
8. Pabora ¢ hopmaTramu apXuBHBIX (HaliIoB JIJIsl XpaHEHHs IUPPOBBIX 6
JIOKYMEHTOB.
9. Pabora ¢ popmaramu apXuBHBIX (ailiioB i XpaHEeHUs HU(POBBIX 6
JIOKYMEHTOB.
10. Pabota ¢ hopmaramu apXuBHBIX (PaitioB A1 XpaHEHUS ITU(POBBIX 6
JIOKYMEHTOB.
11. Pabota ¢ hopmaramu apXuBHBIX (PaitioB A1 XpaHEHUS ITU(POBBIX 6

JIOKYMEHTOB.
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12. PaboTa c popmaTramu apxXUBHBIX (ailyioB A1 XpaHEHUs HU(POBBIX
JOKYMEHTOB.

(o]

Tema 1.2. PaboTta ¢ qoKyMeHTaMHU apXuBa B POrpaMMe Conep:xxanue

(o2}
[op}

«1C:Apxus» 1. Pa6ota B mporpamme «1C:Apxusy.

. Pabota B mporpamme «1C:Apxus».

. Pabora B mporpamme «1C:ApxuBy.

. @opMuUpOBaHUE YUETHBIX TIOKyMEHTOB apxuBa B «1C:ApxuBy.

. @opMupoOBaHUE YUETHBIX IOKyMEHTOB apxuBa B «1C:ApXuBy.

. @opMUpOBaHUE YUETHBIX IOKYMEHTOB apxuBa B «1C:Apxusy.

N N | B W

. Coznianue HoMeHKJIaTypsl Aen B mporpamme « 1 C: ApxuBy.

8. ®opmupoBanrue U 0OPMIICHHE IJICKTPOHHBIX JIEN, MEPEBOJ UX B

pdf-daii.

| O O O OO O O O

9. ®opmupoBanue U 0HOPMIICHHE DIEKTPOHHBIX JIEJ, TIEPEBO X B

pdf-daii.

(ep]

10. CocraBnenue ot4eToB B «1C:ApxuBy.

11. CocraBnenue ot4eToB B «1C:ApxuBy.

[TpomeskyTouHas arrectauus B Gpopme audQepeHIpoBaHHOIO 3a4eTa

IIM 04 OcBoenue npodeccuu desionpon3Boauresib

144

Paspnen 1. JlokymMeHTallMOHHOE o0ecnedeHHe IeATEJIbHOCTH OPraHU3auuu

144

Tema 1.1. ABTOMaTU3UpPOBAHHBIE CUCTEMBI JIETOMPOU3BOJICTBA U Copnep:xxanue

72

CHCTEMbI aBTOMATH3AIIMH JIOKYMEHTO000pOTa 1.PaboTta ¢ aBTOMaTH3UPOBAHHBIMUA CUCTEMaMH JIETOTIPOMU3BOJICTBA U

CHUCTCMAaMM aBTOMAaTUu3allnun ILOKYMCHTOO60p0Ta

2.Pabota co cipaBouHo-nipaBoBbIMU cucTteMamu (CIIC)

3. Pa6ota c CIIC «KoncynpsranT [Tmrocy.

4. Pab6ota ¢ CIIC «Koncynbrant ILmrocy.

5. Pa6ora c CIIC «Koncynbrant [1rocy.

6. Pabota c CIIC «I"apant»

| O O O O
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7. Pabota ¢ CIIC «["apant» 6
8. Padota ¢ CIIC «I"apanT» 6
9. Pa6ora ¢ UIIC «Konekc» 6
10. Pa6ota ¢ UIIC «Konekcy» 6
11. Pa6ora ¢ UTIC «Komekc» 6
12. 3nakoMcTBO ¢ HOBBIMU pazpaboTkamu B oOmactu AC/] uepes 6
HuTepHer.

Tema 1.2. Cucrema 31eKTPOHHOTO TOKYMEHTO000pOTa Conepxanue 66
1. Pabora ¢ mporpammoii «1C:JlokyMeHTOOOOPOT»: BO3MOKHOCTH, 6
uHTepdenc, OCHOBBI PaOOTHI.

2. PaGora ¢ BXOMSIIMMH, HUCXOIIIIMMH ¥ BHYTPEHHUMHU 6
JIOKYMEHTaMH.
3. PabGora ¢ BXomAmIMMH, UCXOJAIIUMH ¥  BHYTPEHHUMHU 6
JIOKYMEHTaMH.
4. Pabora ¢ BXONSIUMH, UCXOISINIMMH ¥ BHYTPSHHUMH 6
JIOKYMEHTaMH.
5. Pabora ¢ BXOOANIMMH, HWCXOIANIUMH U  BHYTPCHHUMH 6
JIOKYMEHTaMH.
6. PaGora ¢ BXomAUMMH, MCXOASIIMMU U BHYTPEHHUMH 6
JIOKYMEHTaMH.
7. PaGora ¢ BXOmANMMH, HCXOASIMIUMH W  BHYTPCHHHMH 6
JIOKYMEHTaMH.

8. Pabora c nokymenTamu u aiinamu. PenaktupoBanue ¢aiinos.

9. Pabota ¢ nokymenTamu u Qaitnamu. PenaktupoBanue (haitnos.

10. Pabota c
«1C:1oKyMEeHTOO00pOTY.

porpaMMaMH, KOTOpbIe pPabOTAIOT COBMECTHO C

11. ®opmupoBaHUE OTUETOB.

[TpomesxyTounas arrecrauust B popme auddepeHunpoBaHHOTO 3a4eTa
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3. YCJIIOBUSI PEAJIM3AIIMU NPOIPAMMBI MPOU3BOJACTBEHHOM
HPAKTUKH

3.1. MaTepuaJibHO-TeXHUYECKOe o0ecnedyeHne NPOM3BOJACTBEHHON NMPAKTUKH

[Ipon3BoaCTBEHHAs TPaKTUKa MPOBOJIUTCS B OpraHM3AIMsIX, HaIPaBJICHUE
JESITEIIBHOCTH KOTOPBIX COOTBETCTBYET MPO]HITIO MOATOTOBKH 00ydJaromuxcs (J1anee
— [IpodunbHbIe OpraHU3aliHm ).

baza  mpoxoxmeHus ~ MPOW3BOJCTBEHHOW  TPAKTHKH  JIOJDKHA  OBITH
YKOMIUIEKTOBaHa 000pYyIOBAaHUEM, TEXHHUESCKUMH CPEICTBAMU OOyUYeHUsI B 00BheMeE,
MO3BOJIAIONIEM BBITIONHATH OINpEAeNiCHHbIE BUIBI pabOT, CBSI3aHHbIE C Oymymien
npoeCCUOHAIBHONW  JIeSITEIbHOCTRIO  OOydJaromuxcsa. baza mpakTHKK —JTOJKHA
oOecrieuynBaTh 0€30MACHBIE YCIOBUS TPyJa AJIs1 00yUaroIuXcsl.

[Ipu ompeneneHUM MECT TPOU3BOJACTBEHHOW MPaAKTUKH (MO Mpoduitio
CHCIMATBFHOCTA) ISl JIMIl C OTPAaHHMYEHHBIMH  BO3MOXXHOCTSIMH  37IOPOBBS
YUUTHIBAIOTCS PEKOMEHAAIMA MEAMKO-COIMAIbHON SKCIEePTH3bl, OTPaKCHHBIE B
WHANBUAYAIbHON MporpaMMe peadHIuTaIllii, OTHOCHTEIHHO PEKOMEHIOBAHHBIX
YCIIOBUH U BUJIOB TPY/a.

3.2. YueOHO-MeTOANYECKOE 00ecriedeHne

3.2.1. OcHOBHBbIE eYATHbIE W/UJIH YJIEKTPOHHbIE U3IaHMS

1. Opranuzanys apxXuBHOM | CIPaBOYHO-UH(POPMAIIMOHHON pabOTHl IO
JOKyMEHTaM opranu3anuu [TekcT]: y4yeOHWK nJii HCIOJb30BaHHUS B Y4eOHOM
nporiecce 00pa3oBaTEIbHBIX YUPEKICHUHN, peaM3yIONUX MPOrpaMMbl CPEIHETO
npodeCCUOHAIBHOTO  00pa3oBaHMsl MO  crnenuaibHOCTH  "J[OKyMEHTaIlmOHHOE
obOecrieueHue ynpasiieHUs U apxuBoBeneHue»: [B 2 4.] / [bypora E. M., XopxopauHa
T. WN.]; mon pea. E. M. bypoBoit — 3-e uza. crep. — MockBa: Akanemus, 2019.
(ITpodbeccuonansuoe obpazoBanue. [Ipodheccrnonansupiii Moaysns). Y. 1. —2019. — 336
c. ISBN uznanus: 978-5-4468-5976-4. ISBN toma: 978-5-4468-5974-0.

2. Opranuzanusi apxXuBHOW U CHPaBOYHO-UH(MOPMAIIMOHHOW pPabOTHI 10
JOKyMEHTaM opraHuzanuu [TekcT] : y4eOHMK HJid HUCIOJb30BaHUS B Y4e€OHOM
npoiiecce 0Opa3oBaTEIbHBIX YUPESKICHUHN, peaTM3yIONUX MPOrpaMMbl CPEIHETO
npodeCCUOHAIBHOTO ~ 00pa3oBaHMsl MO  crenuaabHOCTH  "J[OKyMeHTaIllMOHHOE
obOecrieueHue ynpasiieHUus U apxuBoBeneHue»: [B 2 4.] / [bypora E. M., XopxopauHa
T. N.]; mon pen. E. M. BypoBoii. — 3-e u3a. crep. — MockBa: Akanemusi, 2019. —
(ITpodeccuonansuoe obpazoBanue. [Ipodeccuonanbupiii Momyns). Y. 2 / [E. M.
byposa, A. Il. AdpanacneBa, E. B. AnekceeBa, A. E. Poguonosa]. — 2019. — 400 c.
ISBN: 978-5-4468-5975-7

3. Packun, JI. 1. Meroauka u mpakTHKa apXHUBOBEACHUS: YUSOHUK ISl CPEIHETO
npodeccuonanbHoro obpaszoBanusi / JI. . Packun, A.P.CoxonoB. — Mocksa:
N3natensctBo HOpaiit, 2022. — 339 c. — (IIpodeccronanbHoe 0o0pa3oBaHuUE). —
Tekct: HenocpenctBeHHsbiin. — ISBN 978-5-534-02419-7.
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4. Packun, J{. 1. MeToanka u mpakTHKa apXUBOBEACHHUS: YUEOHUK JJIs1 CPETHETO
npodeccuonansuoro oodpazoBanus / JI. W. Packun, A.P.CoxonoB. — Mockasa:
N3natensctBo HOpaiit, 2022. — 339 c. — (IIpodeccronanbHoe 0Opa3oBaHuUE). —
ISBN 978-5-534-02419-7. — Texkcrt: snextpoHHsiid // OOpa3zoBarenbHas miaaTdopma

FOpaiir [caiiT]. — URL.: https://urait.ru/bcode/492546

3.2.2. /lonoJHUTEIbHBIE HCTOYHUKH
1. bacakoB, M.U., JlokyMmMeHTaIllMOHHOE oOOecCIeUeHue yIpaBieHus (c

OCHOBaMU apxuBoBeeHus): yueonoe nocooue ans CIIO / M.U. bacakoB. — Mockaa:
NznatensctBo KnoPyc, 2022. — 216 c. — Teker : HenocpencTBenusnid. — ISBN: 978-5-
406-09983-4.

2. byposa, E. M., MypaBbeBa, H. A. CripaBO4YHHK 10 apXHUBHOMY JENy IS
pabotHukoB opranuzanuii. — (Cepusi «YnpasieHueckass 0€30MacHOCThY / 1o oO1l.
pen. A. b. be3boponora). — M: Tepmuka, 2018. — 396 c. — TekcT : HEMOCPEACTBEHHBIH.
— ISBN: 978-5-6040204-4-9.

3. Beperexuna, C.B., HerocynmapcTBeHHbIE CTPYKTypbl U ayTCOPCHUHT B
apxuBHOM Jeiie : MoHorpadus / C.B. Beperexuna. — Mocksa: U3narensctBo PycaitHc,
2022. — 128 ¢. — Tekcr : HenocpenctBenubiid. — ISBN: 978-5-4365-8006-7.

4. Eropos, B.I1., CaunbskoB, A.B. OGecrnieueHue COXpaHHOCTH, pecTaBpaius u
KOHCEpBaIus JOKyMEHTOB: yueOHoe mocooue. — C.-116.: Jlanp, 2022. — 220 c. — ISBN:
978-5-507-45047-3.

5. Eropos B.II. CoBpemeHnHast opranusaiusi rocy/1apCTBEHHBIX YUpEeKICHHM
Poccun: yuebnoe nocodue mns CIIO / B. II. EropoB, A. B. CiaunbkoB. — CaHKT-
[TerepOypr: Jlans, 2020. — 204 c. — Tekcr : HenocpeacTBenubIit. — ISBN: 978-5-8114-
6382-4.

6. Koznos, B. I1. ApxuBoBenenue: yueOHUK U MPaKTUKyM s By30B / B. II.
Ko3noB. — MockBa: WM3parensctBo FOpaiit, 2022. — 329 c¢. — (Beicuiee
obpazoBanue). — ISBN 978-5-534-14066-8. — Texkcr: daeKTpoHHBIH  //
Oo0pa3zoBatenbHas miardopma FOpaiit [caiit]. — URL.: https://urait.ru/bcode/496661

7. IlaBnoma, P. C. Jlenonpou3BoACTBO MO OOpaIlICHUSIM TpaxKaaH: ydueOHOe
noco6ue ayist CIIO / P. C. [TaBnoBa. — Cankrt-IletepOypr: Jlans, 2022. — 324 c.: ui. —
Tekcr: HenocpenctBeHHsblin. — ISBN: 978-5-8114-9925-0.

8. IlomoB, A.B. ApxuBoBenenue. 3apyOexnass Poccuka: yueOHHK st
cpendero mnpodeccuonanpHoro obpaszoBanus / A. B. IlomoB. — Mocksa:
NznarensctBO FOpaiit, 2022. — 168 c¢. — (IIpodeccuonanbuoe oOpazoBaHue). —
ISBN 978-5-534-10240-6. — TekcT: anexkrpoHHbI // OOpa3oBaTenbHas miatdopma
FOpaiit [caiiT]. — URL.: https://urait.ru/bcode/495214

9. Packun, /. . ApxuBoBenenue: yueOHuK st By3zoB / JI. U. Packun,
A. P. CokomnoB. — 2-e uzn., ucnp. u gon. — Mocksa: U3natensctBo FOpaiit, 2022, —
468 c. — (Bwicmiee oOpazoBanme). — ISBN 978-5-534-15245-6. — Tekcr:
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anekTpoHHbn  //  OOpasoBarenbHas  1uiargopma  FOpaitt  [caiiTt]. @ —
URL.: https://urait.ru/bcode/497656

10. Camapuyk, H.C., MapkerunroBasi JesTEIbHOCTh TI'OCY/1apCTBEHHBIX
apxuBoB: MmoHorpadus / H.C. Camapuyk. — MockBa: U3aatenbctBo Pycaiine, 2023. —
312 c. — Tekcr: HenocpencTBeHHsil. — ISBN: 978-5-466-01550-8.

11. TenpuapoB A. JI. ApxuBoBeaeHue: yueOHOe mocodue st 6akanaBpoB / A.
. TenbuapoB. 5-¢ uzn. — MockBa: UTK «JlamkoB u K», 2022. — 184 c. — Tekcr:
HernocpenacTBeHnbiid. — ISBN: 978-5-394-04946-0.

12. Xopxopauna, T. . ApxuBHas sBpuctuka: yueOnuk / T. 1. XopxopauHa, A.
B. Ilonos; nox pex. E. U. IluBoBapa. — 4-e uzn. - Mocksa: Poc. roc. rymaHuT, yH-T,
2019. - 296 c. — ISBN 978-5-7281-2497-9. — TekcT: »IEKTPOHHBIMA. —
URL.: https://znanium.com/catalog/product/1087575

13. IlemenkoBa, C. W. ApxuBoBenmenue. Wcropms apxuBoB Poccum ¢
JIpeBHEUIMX BpeMeH A0 Havyaiga XX Beka: ydyeOHOe MocoOue i CpPEeIHEro
npodeccuoHanbHoro obpazoBanusi / C. U. llemeHnkoBa; moj HaydyHOW peaakiueit

JI. H. Ma3yp. — MockBa: WsnmarensctBo IOpaiit, 2022. — 153c. —
(ITpodeccuonanpHoe o6pazoBanue). — ISBN 978-5-534-10241-3. — Tekcr:
AIEKTPOHHBIN // Oo6pazoBaTenbHas matgopma Opaiit [caliT].—

URL.: https://urait.ru/bcode/495215

14. lTaxonanosa, O.FO. Opranuzaius rocy1apCTBEHHBIX yupexaeHuit Poccuu:
ydyeObHOe Tmocobue s cpeaHero mnpodeccuoHanbHoro obpazoBanust / O. IO.
[[TaxomanoBa. — 2-¢ u3., mepepad. u gorn. — Mocksa: U3narensctBo IOpaiit, 2022.
— 161 ¢. — (Ilpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-12448-4. —

Texkcr: onektponubli // OOpaszoBarenvHas miarpopma HOpaiit [caitt]. —
URL.: https://urait.ru/bcode/496292

3.3. O0mmne TpeOGOBAHUA K OPraHU3ALUMHU MPONU3BOACTBEHHOI MPAKTHKH

[Ipon3BoacTBEHHAs MpPaKTUKa MPOBOJUTCS B MPOQHIBHBIX OpraHU3alUsaX Ha
OCHOBE JIOTOBOPOB, 3aKJII0UaeMbIX MEX]y oOpa3zoBarenbHbiM opranuzaunuein CI1O u
po(UIHLHBIMUA OPTaHU3AIUSIMHU.

B mepuon nmpoxokaeHusl MpOU3BOJACTBEHHON MPAKTUKU O0YyYaIOUTUECs MOTYT
3aUUCIATHCA HAa BaKaHTHBIE JOJDKHOCTH, €CIM paboTa COOTBETCTBYET TPeOOBaHUSM
IPOrpaMMBbI POU3BOICTBEHHON MPAKTHUKH.

Cpokn  TpoBeleHHWsI  TPOM3BOACTBEHHONM  TPAKTHUKH  yCTaHABIUBAIOTCS
oOpazoBarensHOl opranm3aiueir B coorBercTBuM ¢ OIIOII-II mo cnermuansHOCTH
46.02.01 JoxymeHTanoHHOE OOecriedeHne ypaBIeHUs U apXUBOBEICHHE.

[IpousBoacTBeHHAass TMpakTUKAa peanu3yloTcss B (QopMme MpaKTUYECKOU
NOJTOTOBKA W TPOBOJUTCSA KakK HEMPEephIBHO, TaK M IyTeM 4YEepeaoBaHHUS C
TEOPETUUYECKUMH 3aHATUSMU IO HEAENSAM IMPHU yCIOBUU O0ECTICUCHUS CBSI3U MEXKITY
TEOPETUYECKUM OOYUYEHHEM U COJIEP’KaHUEM MPAKTHUKH.
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3.4 KagpoBoe obecnieyeHne nmpouecca Npou3BoACTBEHHOH NPAKTUKH

Opranuzanuio 1 pyKOBOACTBO MPOU3BOJCTBEHHON MPAKTUKOU OCYILECTBIISIIOT
PYKOBOJMTENM MPAKTHUKKA OT O0pa3oBaTENIbHOW OpraHu3aludd U OT NpoduiIbHON
OpraHU3aluu.

4. KOHTPOJIb 5
IMTPOU3BOJACTBEHHOU ITPAKTUKH

n

OLIEHKA

PE3YJIBTATOB

OCBOEHUA

uH(popMaIY, TUIAHUPYET MPOIECC
MOUCKA, BBIOMpAET HEOOXOIUMBIE
HUCTOYHUKU WH(POpMAIIUN

- BBIAEIAET HanOoOJEee 3HAYMMOE B

nepevHe uHopManuy,
CTPYKTYpHpYET HOJTy9aeMyto
UH(OpMaILIHIO, odopmisier
pe3yIbTaThI TOUCKA

- OLICHHMBAET PaKTUYECKYIO
3HAYMMOCTb PE3YJIhTaTOB MTOUCKA

- TNpUMEHSET cpeacTsa

WH(POPMAITMOHHBIX TEXHOJIOTUH TSI
pelieHus TpopeCCUOHATBHBIX 33724
- HCIOJB3yeT COBPEMEHHOE
nporpaMMHOE  OOCClieYeHHUE B
podecCHOHATIBHON AEATETBHOCTH

- HCIOJIB3YCT Pa3INYHBIC
QpOBbIC CPEICTBA Ui PELICHUS
podecCHOHANBHBIX 33724

HNupexc Kox K, OK OcHoBHbIE NOKa3aTeJIN OLleHKH ®opMBbI U METOABI
VIl ’ pe3yJbTara KOHTPOJISA M OLlEHKH
TIT1.01 OK 01. - pacmno3HaeT 3ajauy W/ | - HaOJOIEHHE 3a
[111.02 npobieMy B TPO(PECCHOHATBHOM | JESTEIBHOCTHIO
I1I1.03 W/WIN  COLUMAJIBHOM  KOHTEKCTE, | OOydaroUIuxcs Ha
[111.04 AQHAJIM3UPOBAaTh M  BBIICHATH €€ | IPOU3BOACTBEHHOMU
COCTaBHbIC YaCTU IPaKTUKE;
- ompenenseT  dTambl  peleHHs | - OIeHKa
3aJ1a4uM, COCTABJIAET IUIaH JCHCTBUS, | BBIIOJIHEHHBIX Yy4eOHO-
peaIn30BbIBAET COCTaBJICHHBIH | NPOU3BOJCTBEHHBIX
IUIaH, ONpEeNeNseT HeoOXonuMble | padoT;
pecypcesl - OTYETHI 10 MPAKTHKE;
- BeIABISICT W d¢dexkTuBHO wHmer | auddepeHnnpoBaHHBIN
UHPOpPMaLIMIO, HEOOXOIUMYIO U | 3a4eT.
pelIeHus 3a1a4y U/ Ui npoOIeMbl
- BJaJeeT aKTyaJbHbIMU METOJaMHU
paboTel B mpodeccHoHaTbHOM U
CMEXHBIX chepax
- OIICHUBAeT pe3ynbTar U
MOCJIEACTBUS.  CBOMX  JIEMCTBUHI
(caMOCTOATENBHO WJIM C MOMOIIBIO
HACTaBHHKA)
OK 02. - oIpeaenseT 3aJadyu Il IOHUCKa
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OK 03.

- ompenenser aKTyaJbHOCTh
HOPMAaTUBHO-TIPAaBOBOM
JIOKYMEHTaIU! B
podecCuoHaNBHOM e TeIbHOCTH

- TpUMEHSET COBPEMEHHYIO
HAy4YHYIO npodeccuoHalbHYy 0
TEPMUHOJIOTHIO

- ompenensieT U BbICTpAauUBaeT
TPacKTOpUU  TPO(HECCHOHATHLHOTO
pa3BUTHA U caMO00pa30BaHUs

- BBISIBJISICT JIOCTOMHCTBA u
HEJOCTaTKU KOMMEPUYECKOH Hien

- ompenensieT  MHBECTULHUOHHYIO
MPUBJIEKATEIFHOCTh KOMMEPYECKHX
uac B pamMkax NpoeCCUOHATLHOM
JESITEIIbHOCTH, BBISBIISIET HCTOYHUKH
(uHaHCUpPOBaHUS

- TpEe3eHTyeT  HJAeU  OTKPBITUS
COOCTBEHHOT0 nena B
npoecCuOHANBEHOM e TeNIbHOCTH

- ompenensieT HUCTOYHUKH
JIOCTOBEpPHOM MPaBOBO
uH(popManun

- COCTaBJISIET pPa3IMYHBIE MTPABOBHIE
JIOKYMEHTBI

- HaXOJUT MHTEPECHBIE MPOCKTHHIE
UJIeU, TPaMOTHO UX (OPMYJIHPOBATH
U TOKYMEHTHPOBATh

- OIICHMBaeT  >KM3HECIIOCOOHOCTh
MIPOEKTHON HJEH, COCTABIISIET IUIAH
MIPOEKTA

OK 04.

- OpraHU30BbIBAET paboty
KOJUIEKTHUBA U KOMAaH/IbI

- B3aUMOJICMCTBYET C KOJUIETaMHU,
PYKOBOJCTBOM, KJIHWEHTAaMHU B XOJI€
poecCHOHANTLHOM e TENIbHOCTH

OK 05.

- TPaMOTHO W3JIaraeT CBOHM MBICITH U
odopmitsieT JIOKYMEHTBI o
Mpo)eCCHOHAIBHOW ~ TEeMaTUKE Ha
TOCYIapCTBEHHOM SI3BIKE

- IMPOABJIACT TOJICPAHTHOCTD B
paboueM KOJIEKTHBE

OK 06.

- TPOSBISET rpaXkKIaHCKO-
MATPUOTHIECKYIO MTO3UITUIO

- JIEMOHCTpPHUpPYET OCO3HAHHOE
MIOBEJICHHE

- OIIMCHIBACT 3HAYUMOCTHL CBOEH
npodeccuun

- NPUMEHSET CTaHIAPTHI
AHTUKOPPYILIMOHHOI'O ITOBEIACHUS

OK 07.

- cobmogaer HOPMBI
HKOJIOTHYECKOW 0€30MacHOCTH
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- OIpenenseT HaTPaBIICHUS
pecypcocOepekeHuss B paMKax
npo(ecCHOHAILHON  JeSTEIIbHOCTH
o npodeccun

- OpraHU30BBIBACT

PO ECCHOHATIBHYIO JICATEIIEHOCTD C
coOIroieHNEM IIPUHLIUIIOB
OepeKITMBOTO MPOU3BO/ICTBA

- OpraHU30BBIBACT

PO ECCHOHATIBHYIO JICATEIIEHOCTD C
y4eTOM 3HaHWi 00 W3MEHEHHH
KJIMMAaTUYECKUX YCIIOBUI PETHOHA

- 3¢ deKTUBHO JIEHCTBYET B
YpE3BbIYANHBIX CUTYAIHSIX

OK 08.

- HCHOJIb3YET (UBKYIBTYpHO-
O37IOPOBUTENBHYIO  JESITENBLHOCTD
JUIs YKpEIJICHUs 3710POBB,
TOCTHKEHUS KUZHEHHBIX u
npodeccuoHaNbHbIX Lenel

- TpHUMEHSET paroHaibHbIe
IPUEMBI JIBUTATEIbHBIX (YHKIUH B
poecCuOHANBEHOM e TeNIbHOCTH

- TIOJB3yeTCs cpeacTBaMu
npoQUIAKTUKA  TEpPEHANPSIKCHHS,
XapaKTCPHBIMHA JJIA I[aHHOI\/’I
npodeccuun

OK 09.

- TOHMMaeT OOUMHA CMBICT YETKO
MPOM3HECEHHBIX BBICKA3bIBAaHWH Ha
U3BECTHBIE TEMBI
(mpodeccuoHanbHble U OBITOBBIE),
NOHUMAaeT TEeKCThl Ha 0a3oBbIE
npodeccuoHaIbHbIE TEMBI

- yd4acTByeT B JMajorax Ha
3HAKOMBbIE oOmue u
poQeCCHOHAIBHBIC TEMBI

- CTPOMT NPOCThIE BBICKA3BIBAHUS O
cebe U o cBoeil mpodeccruoHanbHON
JeSITeTbHOCTH

- KpaTrko 000CHOBBIBAET "
0O0BsSICHAET CBOU JeMCTBUS (TEKyIline
U TUTaHUPYEMBIE)

- MHIIeT pOCThIE CBSI3HBIE
COOOIllEHHST Ha 3HAKOMbIE WU
UHTEpecylolue MnpodeccuoHalbHbIe
TEMBbI

II101

IIK 1.1

- HCHOJIB3YeT cpencTsa
UH(POPMALMOHHBIX "
KOMMYHUKAIIHOHHBIX  TEXHOJIOTHH
UL TIONyYeHHs W Tepefadu
uHpOpMaInu;

- BEJIET U UCIIONB3YEeT B padboTre 0azy
KOHTAKTOB OpraHU3alHH;

-  Ha0IomeHue 3a
NCATCIIBHOCTBIO
o0ydJaronmxcst Ha
MPOU3BOACTBEHHOMN
MPAKTHKE;

- OLIEHKa
BBITIOJTHCHHBIX yqe6H0-
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- BeleT Y4YETHBIE PETrUCTpPAllOHHBIC
dopmbl,  HCNONB3YeT  HUX A
MH(POPMALIMOHHON pabOTHl U pabOTHI
o KOHTPOJIIO UCTIOJIHEHUS
MIOPYYECHUH;

- YCTaHaBIMBAaeT U IOAJEPKUBAET
KOMMYHHKAIMH B IPOIIECCE JIETOBOTO
oOIIeHNs C TOMOULIbIO  CPENICTB
UH(POPMALIMOHHBIX "
KOMMYHHUKAI[MOHHBIX TEXHOJIOTHIA;

- CTIAXHMBACT  KOH(MDIMKTHBIE U
CJIOXKHBIE CUTYyallH
MEKITMYHOCTHOTO B3aUMO/ICHCTBHUS;

- co0II0/1aeT CITy)KEOHBIN STUKET;

- obecrieunBaeT  MHGPOPMALMOHHYIO
0e301acHOCTb JeATeIbHOCTH
OpraHu3aInH.

IIK 1.2

- BCTpeuaeT MOCEeTUTEIIeH, MoIydaeT
IIEPBUYHYIO UHPOPMALINIO 0
MOCETUTENISX, yCTaHaBJIMBAET
HOPSIOK  TpuéMa It Pa3IMIHbIX
KaTeropuil moceTuTenei;

- BeleT YYETHBIC PETHCTPAIMOHHBIC
dopmbl IO MpUEMY TMOCETUTENIEH U
0 OpMIISIET MTPOITYCK;

- BeleT  mpuéM, TIeperadyy MU
OTIIPAaBKY JOKYMEHTOB;

- OpPraHW30BbIBa€T M  OpPOHHUpPYET
NIePEeroBOpHbIE KOMHATHI;

- cepBUpyeT uaifHble (ko(elHbIe)
CTOJIBI B 0huce;

- MpUMEHsAeT B paboTe cpelacTBa
MH(OPMaLIOHHBIX "
KOMMYHHUKAIIHOHHBIX TEXHOJIOTHIA;

- TMPUHUMAET MEPHI 10 COXPAHCHHIO
KOH(MUICHIHATBEHOW HWH(MOpMalUU B
X0J1€ MPUEMA ITOCETUTENIEH.

IIK 1.3

- BbIOMpaeT (HOpMBbI MIIAHUPOBAHUS U
odopmiiseT TJTAHUPOBIIHK
(opranaiizep)  pyKOBOAMTENS U
ceKpeTaps;

- YCTaHaBJIMBAET LENH, ONPEAEIAET
IIPUOPUTETHOCT U OYEPEIHOCTH
BBHITIOJTHEHHST paboT U 3¢ (HEeKTUBHO
pacnpezenser padbouee Bpems;

- COIJIaCOBBIBAET BCTpEUH U
MEPOTPUITHS u BHOCHUT
uHpOpMALIMI0O B IUIAHUPOBIIUK
(opramnaiizep);

- UHQOPMUPYET PYKOBOAUTENS O
npUOIMKEHUN BpEMEHHU u

IPOU3BOICTBEHHBIX
pabor;

- OTYETHI 10 MPAKTHUKE,
nuddepeHIpOBaHHBIN
3ayer.




153

periaMenTe 3aIIaHUPOBAHHBIX
BCTPEY ¥ MEPOIPHSITHIA;

- BBIOMpAET ONTUMAJbHBIE CIIOCOOBI
BHELIHETO u BHYTPECHHETO
UHPOPMHUPOBAHUS O TUIAHUPYEMBIX
MEPOIPHATHSIX;

- obecrieunBaeT UHQPOPMALUOHHYIO

0e301acHOCTb JeATelbHOCTH
OpraHu3aIuy;

- IpUMEHseT B paboTe cpencTa
UH(POPMALIMOHHBIX "
KOMMYHHUKAIIHOHHBIX TEXHOJIOTHI.

[IK 1.4 - COCTaBJIsICT u odopmiiser
JOKYMEHTBHI JUIS JIeTIOBBIX MOE3]I0K;

- OCYILIECTBIISIET TPEBEN-TIOAJIEPIKKY
JIEJIOBBIX MOE3/10K;

- COIVIACOBBIBAECT C IPUHHUMAIOLICH
CTOPOHOH MPOTOKOJ IJIAHUPYEMBIX
MEPOIPUITHH u bopmupyer
IpOorpamMMy JIeJI0BON MOE3IKH;

- UCTIOJB3yET CpeacTBa
MH(POPMALIMOHHBIX U
KOMMYHUKAIIHOHHBIX ~ TEXHOJIOTUI
JUls oOecrieueHus! B3aUMOAECHCTBHS C
PYKOBOJIUTENIEM BO BpeMsl  €ro
JIETTOBOM IIO€3/IKH;

- oopMIIsieT OTUYETHBIE JOKYMEHTHI
0 JICIIOBOM MOE3/IKE.

IIK 1.5 - OpraHu30BBIBaeT pabouee MECTO B
COOTBETCTBUU €  TpeOOBaHUSIMU
SPrOHOMUKH U KYJBTYpPbI TPYZQ;

- obecrieynBaeT pabouee MeECTO H
(GyHKIIMOHATIBHOE pabouee
IPOCTPAHCTBO HEOO0XOAUMBIMU
CcpelicTBaMH OpraHu3aIlMOHHON
TEXHUKH, MeOebio u
KaHIEISIPCKIMH
MPUHAAIIEKHOCTAMU;

- TIOJIICP)KUBACT CpeacTBa
OpPraHM3allMOHHOW  TEXHUKH B
paboyeM COCTOSIHHUH.

IIK 1.6 - OpPraHU30BBIBACT MpoIEeCC
MOJrOTOBKH u IpoBe/IeHHUE
KOH(EpPEeHTHOTO MEPOIPUITHS

WHINBUIYAITBHO U B COCTaBe paboueit

TPYIIIBL;
- JIOKYMEHTHUPYET pa3HbIe OTalbl

IPOIIEe Ty PBI MOJITOTOBKH "
MIPOBEICHUS KOH(epeHTHOTO
MEpOIPUATHSL;

- cOOMIOMaeT DOTHUKET Y OCHOBEI
MEXKTYHAPOTHOTO TPOTOKOJIA;
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- ocymecTBisier cOop, 00paboTKy
uH(pOpMaIHy, CHCTeMaTH3aLUI0
NOJy4aeMbIX M TEepeaaBaeMbIX
JTAHHBIX;

- OCYIIECTBIISICT MIPOBEPKY
JIOCTOBEPHOCTH, HOJTHOTEI "
HEMPOTUBOPEUUBOCTH JaHHBIX,
UCKIIIOYCHUE IyOITMpPOBaHUS
uHpOpMaINK;

- TIpUMEHSET nH(pOpMaMOHHO-
KOMMYHHUKAIIHOHHBIE TEXHOJIOTHH.

IIK 1.7

- COCTaBJIsIET MIPOCKTHI
OpraHU3aIMOHHBIX,
pacToOpsANTEITLHBIX u
WH(OPMAITMOHHO-CITPABOYHBIX
JIOKYMEHTOB, B TOM YHCIIe
JIOKYMEHTOB, COJIepIKaIIIX
KOH(UICHIMATBHYI0 HHPOPMAIIHIO;

- opopmisieT OpTraHU3aIMOHHO-
pacropsIUTeIbHbBIC JTIOKYMEHTBI
(opUrruHaibl U KOMHHU);

- CKaHHUpYET, KOMUPYET u
KOHBEPTHPYET JIOKYMEHTBI B
pa3iuuHble popmartsr;

- OCYIIECCTBIISIET MIPOBEPKY MPOCKTOB
JIOKYMEHTOB Ha COOTBETCTBUE
IIpaBHJIaM JICJIOTPON3BOJICTBA;

- IPUHUMAET U IIPOBOAUT
NEPBUYHYI0 O00pabOTKy BXOISIINX
JIOKYMEHTOB;

- MIPOBOJUT MIpeIBapUTENIbHOE
paccMOTpeHHe BXOJISALINX u
BHYTPEHHUX JOKYMEHTOB;

- PETUCTPUPYET BXOJISLINE,
UCXOsIINe u BHYTpEHHUE
JIOKYMEHTHI,

- KOHTPOJIMPYET  MAapUIPYTHU3ALHIO
JIOKYMEHTOIIOTOKOB B OpraHU3alluu

(cormacoBanme, MOIIHCaHKE,
YTBEPKACHHE, perucrpanus,
03HAaKOMJICHHE u HCITOJTHCHUE
JIOKyMEHTOB);

- OCYLIECTBIISIET CPOKOBBIA KOHTPOJIb
WCIIOJIHEHHS JJOKYMEHTOB;

- OCYWIECTBJISIET  MOJATOTOBKY  H
OTHPABKY UCXOAAIHNX JOKYMCHTOB;

- COCTaBIISIET OTYETHI u
AHATUTUYCCKUE CIIPaBKHU 00
UCIIOJTHEHUH JIOKYMCHTOB;

- BEIET nH(OPMAaIIMOHHO-

CIIPABOYHYIO padOTY MO JOKYMEHTaM;
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- OCYILECTBIISIET paboty c
OpraHu3aIMOHHO-
pacnopsaaguTCIbHBIMA  JOKYMCHTAMU
B aBTOMAaTH3HPOBAHHBIX CHCTEMaX.

IIK 1.8

- obecrnieunBaer COXPaHHOCTh
NEPCOHATBHBIX JAHHBIX paOOTHHUKOB;
- OpPraHU30BHIBACT
JOKYMEHTOO0O0POT o
MPEJICTABICHUIO  JOKYMEHTOB IO
NepCOHATYy B  TOCYIapCTBEHHBIE
OpraHbl;

- OpraHU30BHIBACT
JOKYMEHTOOOOpOT 1o Yy4€ry U
JIBUKCHHUIO pA0OTHUKOB;

- BEJIET BOMHCKHI y4&T paOOTHHUKOB;
- BeeT yd€T pabouero BpeMEHH
PabOTHHUKOB;

- oopmiser OpraHU3aIMOHHO-
pacropsAUTeNbHbIE JOKYMEHTHI TI0
JUYHOMY COCTaBY;

- Beler perucrpanuio, YUY€T,
OTepaTUBHOE XPaHEHHE JOKYMEHTOB
10 JTMYHOMY COCTaBY;

- BeleT JIOKYMEHTALHIO,
MOJATBEPXKIAIONIYI0  CBEIEHUS O
TPYAOBOH JESATEIBHOCTH U TPYIOBOM
cTaxe pabOTHUKOB;

- Gopmupyer JMYHBIE nena
PabOTHUKOB;

- opopmiseT Jnena MO JIMYHOMY
COCTaBy /Js TIepeladyd B apXuB
OpraHu3aluy;

- pabGotaet co
CHelHaTU3UPOBAHHBIMU
WHPOPMAIIMOHHBIMH CUCTEMaMH |
0a3aMu JaHHBIX 110 BEICHUIO YUETa U
JIBUKEHHIO paOOTHUKOB.

IIK 1.9

- pazpabaThiBaeT HOMEHKIJIATYpy e
OpraHu3aIuy;

- MpOBEPSIET MPaBUIBHOCTh
odopMIIeHUS] JOKYMEHTOB U OTMETKH
00 WX UCHOTHEHHH Tepel HX
dbopMupoBaHHEM B JeN0 A
MOCIIEAYIOLIETO XpaHEHUS;
dbopMupyer nena, KOHTPOJIUPYET
MpaBUJIBHOE W CBOEBPEMEHHOE
pacnpezeneHue u MOJLINUBKY
JIOKYMEHTOB B JieJia B COOTBETCTBHUH C
HOMEHKJIaTypOu /eI,

- IIpOBEpSIET CPOKM  XpaHEHUs
JIOKYMEHTOB, COCTaBJISIET IMPOTOKOJI
paboThl IKCHEPTHONH KOMHCCHHU TIO
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MOATOTOBKE JTJOKYMEHTOB K Iepeaye
B apXUB;

- COCTaBJSIET aKT O BBIJCICHUU K
YHUYTOXKEHHUIO  JOKYMEHTOB,  HE
MOJIekKAIINX XPAHEHUIO;

- COCTaBJSieT aKT 00 YHHMUYTOXKEHUU

JIOKYMEHTOB;
- OCYILIECTBIISICT HOJIHOE W
YaCTHYHOE oopmrenue Jen
BPEMEHHOTO, HOCTOSIHHOTO,
JIOJITOBPEMEHHOT'0 CPOKOB XPAaHEHHS;
- COCTaBJIsIeT OIHCH aen
CTPYKTYPHBIX MOApPA3ACTICHUM
HOCTOSIHHOT O, JIOJITOBPEMEHHOTO

CPOKOB XpaHCHUA IJId I€pcaadn ACII B
aApXuB OpraHU3alluu;

- TPUMCHSICT nH(GOPMAITMOHHO-
KOMMYHHKAIIMOHHBIE ~ TEXHOJIOTUU
npu pabdoTe ¢ JOKYMEHTaMH.

I1I1 02. I[IK 2.1 - paboraer ¢ | - HaOmOneHue 3a
M0Ipa3/IeIICHUSIMU/OpTraHU3aIUIMHU JESATSIIEHOCTHIO
MCTOYHUKAMU KOMIUIEKTOBAaHUS | OOyYaroImuxcs Ha
apXxuBa; IIPOU3BOJCTBEHHOMN
- IPUHUMAET apXUBHBIE Jena | MpaKTHKE;

(IOKyMEHTBI) Ha TIOCTOSIHHOE WM | - OIIEHKA
JONITOBPEMEHHOE XPaHEHHUE; BBIMIOJTHEHHBIX ~ Y4eOHO-
- y4acTByeT B MIPOBEJICHUU | TIPOM3BOACTBCHHBIX
AKCIEPTHU3Bl IIEHHOCTH pa3iUYHbIX | paboT;

TUTIOB W BHUJOB JOKYMEHTOB B | - OTYETHI IO MPAKTHUKE;
COOTBETCTBUU  C  BHYTPEHHUMH | AU PEepeHInpPOBAHHBII
periJaMeHTaMH OpraHU3aIiy; 3auer.

- IPUMEHSIET B paboTe peKOMEHAALUN
AKCHEPTHO-TTPOBEPOUYHON KOMHUCCHH
WIH DKCIEPTHOMN KOMHUCCUU
OpraHu3aluy;

- IPUMEHSAET MEPEUYHU C yKa3aHUEM
CPOKOB XpaHEeHUs el (JIOKyMEHTOB);
- cOOMI0ZIaeT HOPMATUBHBIE CPOKHU
XpaHeHus Jel (J0KyMEHTOB);

- BeZIeT y4éT HCTOYHUKOB
KOMITIJICKTOBaHUA apXuBa,
- UCIIOJIB3YET nepenoBon

OTEUYECTBEHHBIN U 3apyOE)KHBIN OMBIT
M0 KOMILUIEKTOBAHUIO apXMBa JeJIaMU
(TOKyMEeHTaMH)  TIOCTOSSHHOTO U
JIOJITOBPEMEHHOTO XPaHEHUS;

- UCTIOJIb3YET COBpEMEHHbIE
ABTOMAaTU3UPOBAHHBIE,
nH(pOpMaIMOHHBIE "
TEJIEKOMMYHUKAIIUOHHBIE
TEXHOJOTHUH  JTOKYMEHTHPOBAHHBIX
cdep IesTeNbHOCTH OpraHnu3allku.
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[IK 2.2

- IOJIBb3YyEeTCs Y4ETHBIMU
JIOKYMEHTaMHU B paMkax
AIIEKTPOHHBIX UH(POPMALIMOHHBIX
CHCTEM JOKYMEHTHPOBAaHHBIX cdep
JeSITeIbHOCTH OpraHu3aInHg;

- T0JIb3yeTCs
cepTuuIMpOBaHHBIMU
aBTOMAaTU3UPOBAHHBIMU CHUCTEMaMHU
JOKYMEHTHPOBAHHBIX cdep
JESITEeIbHOCTH  OpraHu3aluu 110
y4€TY, PEruCTpalK, KOHTPOIIO el
(TOKYMEHTOB);

- TIOJIB3yETCs UH(POPMAITMOHHO-
CIPAaBOYHBIMU cucTeMaMu
JOKYMEHTHPOBAaHHBIX chep
JeSITeIbHOCTH OpraHu3aluiy;

- BeJeT CIPaBOYHO-TTOMCKOBBIC
CpeAcTBa K  apXMBHBIM  JejlaM
(TokymeHTaMm);

- BegeT yd€r crTpaxoBoro (hoHua
ApXUBHBIX J€J1 (IOKyMEHTOB);

- NPUMEHSET HOPMAaTUBHBIE
IIPaBOBBIE aKTHl, JIOKaJIbHBIE
HOPMATHBHBIE aKThl OpraHU3alld U
METOMYECKHE TOKYMEHTBI B
oOmactu ydéra apXUBHBIX J€J
(IoKyMEHTOB);

- BHOCHT IPEUIOKEHUS o
COBEPILIEHCTBOBAHUIO
METOAMYECKOro obecredyeHus: ydéra
pasHBIX  BUAOB  JIOKyMEHTOB B
JIOKYMEHTHPOBAaHHBIX chepax
JIeSITETIbHOCTH OpTaHU3alllH.

IIK 2.3

- CUCTEMAaTU3HUPYET nena
(TOKyMEeHTBI);

- pazMenaer apXUBHbBIE nerna
(TOKyMEHTBI) Ha MeCTax XpaHCHHS B
COOTBETCTBUM C  HOPMAaTHUBHBIMU
TpeOoBaHUSMU B 00JaCTH apXUBHOTO
JIeNia U yIpaBJiIeHHs TOKyMEHTaMU;

- coOr0/1aeT HOPMATUBHBIE PEKUMBI
XpaHeHUs ApPXUBHBIX bi ()
(TOKYMEHTOB) Ha JIFOOBIX HOCHUTEIISX;
- IPOBOJUT  MPOBEPKY  MOJHOTHI
COCTaBa AapXMBHBIX JIOKYMEHTOB B
SIMHULIAX XPAHCHNUS,

- TIPOBOJIUT OMKCAHUE aPXUBHBIX JIE]
(IOKYMEHTOB);

- COCTaBJISIET CIPABOYHO-TIOMCKOBBIE
CpeICcTBA K  ApXUBHBIM  JeliaM
(ToKyMeHTaMm);
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- BeleT Y4€T W KOHTPOJb BBIIAYU
ApXMBHBIX Jel (IOKYMEHTOB) U3
ApPXUBOXPAHWINIIA U UX BO3BPATA;

- BelleT Y4YET W KOHTPOJIb Nepeaayu
Jen (10KYMEHTOB) B
rOCYJapCTBEHHBIN/MYHHUIIUITIATbHBIH
apXuB WJIM HA WHOE BHEIIHEE
XpaHeHHEe u Tpuéma JieJ ¢ BHEUTHETO

XpaHEHUS;
- MPOBOAMT TIOJHMCTHYIO TPOBEPKY
buznuecKoro COCTOSIHUS Jen
(ITOKyMEHTOB);

- Pa3bICKUBAET HeoOHapy KEHHbIE
nena (TOKyMEHTHI);

- 3aIUIIAEeT nH(pOpMallMOHHbIE
pecypcesl apxuBa oT
HECaHKLMOHUPOBAHHOIO JOCTYIA.

IIK 2.4

- OpPraHU30BBIBACT M O00ECIeYHUBACT
XpaHeHue nen (1OKyMEHTOB)
BPEMEHHOI'0 XPaHEHUsl OpraHu3aluu
B TPAJUIIMOHHOM H B JIJIEKTPOHHOM
BUJIC;

- KOHTpPOJIUPYET pa3palboTKy
CTPYKTYPHBIMH  TOApa3eNeHUSIMU
ONMHMCel W aKTOB O BBIACIICHUH Ha
YHUYTOXKEHHE Jel  (JOKYMEHTOB)
BPEMEHHOTO XpaHEHHUS B
TPaJUILIMOHHOM M B 3JIEKTPOHHOM
BUJIC;

- dopMHpyeT €IUHMILBI XpaHEHUS
JIOKYMEHTOB JJI1 UX TOCJIEIYIOIIEro
pasMelleHHs B apX1Be OpraHU3alllu;
- COCTaBJISieT CIPaBOYHO-IIOMCKOBBIE
CpeAcTBa K  AapXWMBHBIM  JieJlaM
(TokymMeHTaMm);

- OCYUIECTBIISET TIOUCK nen
(TOKyMEHTOB) BPEMEHHOI'O XpaHEHUS
B TIpollecce€ HUX  XpaHeHHs B
CTPYKTYPHBIX  TIOApA3ICICHUSX U
apxuBe OpraHU3allnY;

- OCYILIECTBIISET METOJNUYECKOE
PYKOBOJCTBO OpraHusanuen
XpaHeHus Jien  (JIOKyMEHTOB) B
CTPYKTYPHBIX MO/Ipa3AeNIEHUAX
OpraHu3aluy;

- OKa3bIBAET CTPYKTYPHBIM
HOJpa3/IeIeHUsIM IIPAaKTUYECKYIO

noMoInb B OpraHu3aluu XpaHCHUA
nen (TOKyMEHTOB);

- pazpabaThiBaeT CIPaBOYHO-
WHQPOPMAIIMOHHBIE JTOKYMEHTHI TI0
OopraHu3al  HMCIIOJIb30BaHUA  JCII
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(10KYMEHTOB) BPEMEHHOI'O XpaHEHUs
B CTPYKTYpPHBIX MOJpa3felieHUusIX u
apXuBe OpraHMU3AIINH;

- IPOBOAMT OKCIEPTU3Y IIEHHOCTU
nen  (JOKYMEHTOB)  BPEMEHHOIO
XpaHEeHUs1, IepeJaHHbIX B apXUB;

- OIpeNeNseT CPOKH XpaHEHUs Iel
(TOKYMEHTOB) BPEMEHHOTO
XpaHEHUS;

- oOecrnieunBaet 3aLIUTY nen
(10KYMEHTOB) BPEMEHHOI'0 XpaHEHUSs
B OpraHu3alu oT
HECaHKIIMOHUPOBAHHOTO JOCTyTIa
WJIH YHUYTOXKEHUS;

- TPOBOJUT ¢busnveckoe
VHUYTOXKEHHE JieNl  (JOKYMEHTOB)
BPEMECHHOT'O XPaHCHUS ¢ UCTCKIIIUMU
CpOKaMu XpaHeHus nocine
COTJIACOBAaHUS CO CTPYKTYPHBIMHU
MOJIpa3/IeNIeHUs MU OpTaHU3aIIH;

- opopmisieT YYETHBIC JTIOKYMCHTHI
00 yHUYTOXXEHUHU AeN (JOKYMEHTOB)
BPEMECHHOT'O XPaHEHHS C UCTEKIIIUMU
CpPOKaMH XpaHEHHs] COBMECTHO CO
CTPYKTYPHBIMH  TTOJIpa3JIeIICHUSIMA
OpraHu3aIuu

K 2.5

- CUCTEeMaTu3upyer u  00oOmaer
CBEJIEHUSI O COCTaBe M COJECpXKaHUU
ApXUBHBIX JIeJT (JIOKYMEHTOB);

- HCIIOJIb3YeT UH(POPMALIMOHHBIE
TEXHOJOTMM B 00JacTu CO3/JaHud
CHPaBOYHO-TTOUCKOBBIX CpeACTB
apxuBa ¥ JOKYMEHTHPOBAaHHBIX cdep
JeSITeTIbHOCTH OpraHu3aIluig;

- hopmupyer OCHOBHBIC "
BCIIOMOTATENbHbIE BUJBI APXUBHBIX
CIPaBOYHUKOB B DJIGKTPOHHOU
dopme;

- TIOATOTaBIMBAET HH(POPMAITMOHHBIC
JIOKYMEHTBI o 3arpocam
MI0JIb30BaTENEN Ppa3INYHBIX
KaTErOpHUid.

[I1T 03.

IIK 3.1

- pasmeniaer apXWBHBIE nena
(TOKYMEHTBI) Ha MECTax XpaHEHHUs B
COOTBETCTBUM C  HOPMATHBHBIMHU
TpeOOBaHUSAMHU B 00JACTH apXHUBHOTO
Jie7ia U YOpaBJICHHsI JOKYMEHTAMHU.

IIK 3.2

- IPOBOJUT  MPOBEPKY  MOJHOTHI
COCTaBa AapXMBHBIX JOKYMEHTOB B
eAMHUIIAX XpaHEHUSI.

- HaOmroaeHue 3a
JIeSITEIIbHOCTHIO
o0ydJaronmxcst Ha
MIPOU3BOACTBEHHOMN
MIPaKTHUKE;

- OIICHKa
BBITIOJITHEHHBIX ~ y4eOHO-
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IIK 3.3 - BEeT Y4YeT M KOHTPOJIb BbIJAuU | MPOU3BOACTBEHHBIX
apXMBHBIX JIe71  (JOKyYMEHTOB) U3 | padoT;
apXMBOXPAHWINILA U UX BO3BpaTa - OTYETHI 10 MPAKTHUKE;

I1IK 3.4 - HCIIOJIb3YEeT uHpOpMaMOHHbIe | IUDHEPEHIUPOBAHHBIN
TEXHOJIOTUM B 00JaCTH CO3JaHMs | 3a4e€T.

CIPAaBOYHO-  IIOMCKOBBIX  CPEJICTB
apxuBa U JOKYMEHTHUPOBaHHBIX cdep
JIeSITEJIbHOCTH OpraHu3aluu

K 3.5 - OpraHu30BBIBaCT U oOecreunBaeT

XpaHECHHE nen (1OKyMEHTOB)
BPEMEHHOI'0 XpaHEHUs1 OPraHU3ally B
TPaJMLIHOHHOM U B 3JIEKTPOHHOM BUJIE
3HAHMSL.

111 04. [IK 4.1 - TOJb3YETCSl aBTOMATU3UPOBAaHHBIMU | - HaAOII0JEHUE 3a
CUCTEeMaMH  y4yeTa, pEerucTpanuu, | JesTeIbHOCThIO
KOHTPOJIA 51 MH(OPMALMOHHO- | 00YYarOIIUXCS Ha
CIPaBOYHBIMHU CHCTEMaMH IIpH paboTe | MPOU3BOACTBEHHON
C JIOKyMEHTaMH OpraHu3aluu; NPaKTUKE;

- NPUMEHSET COBpPEMEHHbIE | - OIIeHKa
MH(OpPMaLIMOHHO- BBIMIOJIHEHHBIX  y4eOHO-
KOMMYHHUKAIIHOHHBIE TEXHOJIOTUH ISl | IIPOU3BOACTBEHHBIX
paboThl C TOKyMEHTaMH, B TOM uucie | pabor;

JUIs €e ONTHMHU3ALUN U TIOBBIIIEHUS | - OTYETHI [0 MPAKTHKE;
3¢ (HEeKTUBHOCTH. - 1muddepeHIpOBaHH

BIH 3a4erT.
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