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1. OBIIIASI XAPAKTEPUCTHUKA PABOYEN ITPOTPAMMBI
MMPO®ECCHUOHAJIBHOI'O MOAYJIA
IIM.01 OCYIIECTBJIEHUE OPTAHU3AIIMOHHOI'O M IOKYMEHTAIIMOHHOI'O
OBECIIEYEHUA NEATEJIBbHOCTHU OPTTAHU3ZAIIUN

KO U HAUMEHOBAaHUE MOYJIA

1.1. Lean n MecTo MpodeccuoHATbHOT0 MOIYJIsI B CTPYKTYpe 00pa3oBaTeIbHOI
NpPOrpaMMBblI
Llenp Momyns: ocBoeHHE BHIA HEATEIBHOCTH «OCYIIECTBICHHE OPraHU3AHMOHHOTO H
JTOKYMEHTALOHHOTO 00ECIICUeHNUS IeITEIbHOCTH OPTraHu3aIuny.
[IpodeccronanbHblii  MOAYJdh BKIIOYEH B 00S3aTENbHYIO YacTb 00pa3oBaTeIbHOMN
HPOrPaMMBI.

1.2. IlnaHupyembie pe3ybTaThl OCBOEHHUSI MPO(eCcCHOHATIBLHOT0 MOXYJIS

Pe3ynbratel ocBoeHUsT TPO(HECCHOHATBLHOTO MOIYJS COOTHOCATCS C IUIAHUPYEMBIMU
pe3yjibTaTaMl OCBOCHHUs 00pa3oBaTENbHON MpOrpaMMbl, MPEJCTABICHHBIMH B  MaTpHIIC
KoMIieTeHIui Beimyckuuka (1. 4.3 OOOII-IT).

B pesynbrare ocBoeHuUs MpodeCcCHOHATBHOTO MOTYJISl 00 YYAFOIIUICS TOJDKEH:

Koa OK, YmMmeTh 3HaTh Biaaers HaBBIKAMH
MK
OK.01 pacrno3HaBaTh 3aja4y | aKTyaJbHbIN

W/un npobiemy B | mpodeccruoHaIbHbII u

po(heCCHOHATLHOM H/WIIN | COIMAIbHBIN KOHTEKCT, B

COLIMAJILHOM  KOHTEKCTE | KOTOPOM MPUXOJAUTCS

aHaJIN3UPOBATH 3amaqy | paboTarhb u KUTh

u/unm npobiemy U | OCHOBHBIE UCTOYHUKHU

BBICTISITE €€ COCTaBHBIC | HHQOPMAIMK H  PECypCHI
YaCTU OINpENEeNATh JTalbl | s pelIeHus 3a1ady |

pelieHus 3a1a4u | mpodaem B
BBIABIIAATE U 3(PQPEKTHUBHO | NPOPECCHOHATBHOM W/UITH
WCKaTh WHPOPMALIUIO, | COMAIIBHOM  KOHTEKCTE
HE00X0IUMYIO JUIS | aITOPUTMBI  BBIIOJHEHUS
pemieHus 3ajadd  u/uWiM | pabot B
po0IeMbI COCTaBJIATh | IPO(EeCCUOHATBHOM U
TUTaH JIEHCTBUS | CMEXKHBIX obmacTsix
OTpesieNiaTh HeOOXOIUMBbIE | METO/bI paboThI B
pecypceel BJIAJIETh | MpodecCHOHANBHOM u
aKTyaJlbHBIMM  METOJIaMH | CMEXHBIX chepax
paboThI B | CTPYKTYpY IUIaHa s
npodeccuoHaIbHON U | pelIeHusl 3a7ayd MOpsJIOK
CMEKHBIX cdepax | OICHKH pE3yIIbTaToB
peaan30BbIBATH pereHus 3aj1a4
COCTaBJICHHBIN IUTaH | TpogeCcCHOHaTbHON
OLICHUBATh PE3YNbTaT U | ACATEIbHOCTU
HIOCJICACTBHS CBOUX

JAEeNCTBUI

(caMOoCTOSITETHHO WU C
MOMOII[HIO0 HACTABHHKA)

OK.02 ONpeAeNsaTh 3aJaud JUis | HOMEHKJIATypa

noricka HQpopMaIuu MH()OPMATMOHHBIX
OTIpENIEeTISATh HEOOXOAUMBIE | HCTOYHUKOB,

UCTOYHUKU UHPOPMAIIUU | IPUMEHSIEMBIX B
TJIAaHUPOBATH npoiiecc | mpodeccuoHanTbHON




MOKMCKa CTPYKTYypUPOBATh

MOJTy4aeM Y0
UH(GOPMALIMIO  BBIJCIIATH
HanOojilee 3HAUUMOE B

nepeyHe HHPopMaIiu
OLICHMBATh IPAKTHYECKYIO
3HAYUMOCTb PE3YJIbTATOB

MIOMCKa oopmIIATH
pE3YIIBTaThI TIOUCKa,
MNPUMCHATH cpeacrBa
UH()OPMAIIMOHHBIX

TEXHOJIOTHI ISl peIICHUS
po(heCCHOHATIBHBIX 3a71a4
HCIIOJIb30BaTh
COBPEMEHHOE
IPOrpPaMMHOE
obecneyeHne
UCIIOJIb30BaTh PA3IMYHBIC
u(poBBIE CpeACTBA IS

JeSITeTbHOCTH IPUEMBI
CTPYKTYpUPOBAHHUS
uHdopmau dbopmar
oopmieHus pe3yabTaToB
TIOUCKa uHpOpMaIInH,
COBpPEMEHHBIE CpPEACTBAa U
yCTpOMCTBa
nHpOpMaTU3aLUU
HOPSIIOK WX TPUMECHEHUS
u MIpOrpaMMHOE
obecrieueHue B
npodeccrnoHabHOM
NESITeIPHOCTH B TOM
YHCcie C HCIOJIb30BAaHHEM
U(PPOBBIX CPEIICTB

perteHus
poecCHOHANBHBIX 3a7a4

OK.04 OpraHU30BBIBaTh  PAa0OTY | ICUXOJOTUYECKHE OCHOBBI
KOJUJIEKTUBA U KOMaH bl JeSITeNIbHOCTH
B3aMMO/ICHICTBOBATH C | KOJUIEKTHBA,
KOJUJIEraMu, MICUXOJIOTHYECKUE
PYKOBOJCTBOM, 0COOEHHOCTH JIMYHOCTH
KJIMEHTaMHU B XOZI€ | OCHOBBI MPOEKTHOM
npodecCuOHATIbHON e TeTbHOCTH
JeSITeIbHOCTH

OK.05 TPaMOTHO WU3JlaraTh CBOM | OCOOEHHOCTH
MBICIM U O(GOPMIIATH | COLUAIBHOTO U
JOKYMEHTBI MO | KYJIbTYpPHOTO KOHTEKCTa;
npodeccuoHaIbHON npaBuia oopmienus
TEMaTHKe Ha | JIOKyMEHTOB "
rOCYyJapCTBEHHOM  SI3BIKE, | TOCTPOCHMS YCTHBIX
NPOSIBIIATH TOJIEPAHTHOCTH | COOOIICHUIN
B pabo4yeM KOJIJICKTHBE

OK.09 MOHMMATh OOIIMK CMBICI | IpaBUiIa MTOCTPOEHHUS
4ETKO MPOM3HECEHHBIX | MPOCTBIX M CIOXKHBIX
BEICKA3bIBAaHUI Ha | IpEeIIOKEHU N Ha
U3BECTHBIC TEMBI | IPOPECCUOHATIBHBIE TEMBbI
(mpodeccroHambHbIE 1 | OCHOBHBIE
OBITOBEIE), NOHUMATh | 00LIEYNOTPeOUTENbHBIE
TEKCTBI Ha OazoBble | ryarojabl  (ObITOBas U
npodeccuoHaIbHbIE TEMBI | TPO(ecCHOHANbHAS
y4acTBOBaTh B JHAaJiorax | JEKCHKA) JIEKCHUYECKHH
Ha 3HAKOMble OOIIME U | MUHUMYM, OTHOCSIIHICS K
poeCCHOHATILHBIE TEMBI | ONTMCAHHIO NPEMETOB,
CTPOUTH IPOCTBIE | CPEICTB M IPOLIECCOB
BbICKa3bIBaHUS 0 ceOe U 0 | nmpodeccroHalIbHOMI
cBOel MpodecCHOHATBLHON | AEATENbHOCTH
NESATETLHOCTH KpPaTKoO | 0COOCHHOCTH




000CHOBBIBaTh U | IPOU3HOUICHHs]  IpaBuUIIa
OOBSACHATH CBOU JIEHUCTBUS | YTCHUS TEKCTOB
(Texymme U | mpodeccuoHaIbHON
IJIAHUPYEMBIE) [MCaTh | HAIPaBJIEHHOCTU
POCThIE CBSI3HbBIE

COOOIlIEHNsI HAa 3HAKOMbIE

WIH MHTEPECYIOIINE

po(heCCHOHATLHBIC TEMBI

K 1.1 WCIIOJIB30BaTh  CPEJICTBA | HOPMATUBHBIC TPABOBBIC | MOJYYEHUS HEOOXOIUMOI
UH(OPMAIIMOHHBIX U | aKTHI Poccwiickoii | uHpopManmu U Tmiepenadn
KOMMYHHKAI[MOHHBIX Qenepatiii = B cdepe | CAaHKIIMOHUPOBAHHOM
TEXHOJIOTHIl st | “’HPOPMALMOHHBIX u | uHpopMaIuu c
MOJIy4YeHUsT W Tepefadyd | KOMMYHUKaIlMOHHbBIX HCIIOJIb30BAaHUEM CPEJICTB
uHpOpMaInu; TEXHOJIOTH; UH(POPMALIMOHHBIX U
BECTH M HCHOJb30BaTh B | CTPYKTypa OpraHM3aliH, | KOMMYHUKAIMOHHBIX
pabore 0a3y KOHTaKkTOB | €€ 3a7a4M U QYHKINH; TEXHOJIOTHH
OpraHHu3aIy; npaBuiia MIPOBECHUS
BECTHU YUETHBIE | JI€JIOBBIX [1IEPETOBOPOB;
perucTpalnuoHHbIe 9THKa JAEOBOr0 OOIIEHUS;

(GopMBbI, UCHIOIB30BaTh UX | IpaBHJIA pedeBoro
TUIS UHGOPMAIMOHHON | ATHKETA;

paboTel U pabOTBl IO | MpaBUja HOJJEPKAHUSI U
KOHTPOJIIO  HCIIOJIHEHUS | pa3BUTHUSA

MOPYYEHUH; MEXKJIMYHOCTHBIX
yCTaHaBIIMBATh U | OTHOUICHHIA;
NOJJIEP’KUBATH TpeOOBaHUs OXpaHbI
KOMMYHHUKAIIHH B | TpyJa.

nporecce JIEJIOBOTO

o0mieHuss C  TOMOIUIbIO

CPEICTB

UH(pOPMaIIMOHHBIX u

KOMMYHHKAI[MOHHBIX

TEXHOJIOTHI;

CriIa)XUBaTh KOH(QIMKTHBIE

U CIOXKHBIE CUTYyallUu

MEXIJINYHOCTHOTO

B3aMMOJEICTBHS;

coOnoaarh  CIy>KeOHBIN

ITHUKET;

o0ecnieunBaTh

UH(POPMALIMOHHYIO

0€30MacHOCTb

JESATEIIBHOCTH

OpraHH3aIHH.

IIK 1.2 BCTpEYaTh IOCETUTENEH, | HOpDMATUBHBIE TMPABOBBIE | KOOPAUHALIUU PAOOTHI
I10J1y4aTh MIEPBUYHYIO | aKThI Pocculickol | npué€MHON PyKOBOJIHATENS
UH(POPMALINIO o | ®enepauuyu MO  3alIUTE | ¥ 30H NpUEMA PA3IUYHbIX
MTOCETUTEISIX, nHpopmanuy U pabore ¢ | KaTeropui mocerutesen
yCTAaHAaBJIMBaTh  MOPSAOK | OOpaIlIeHUAMHU TpaKIaH; OpraHu3aluu

npuéma Uil pa3iInYHbIX
KaTeropuii IOCETUTENEH;
BECTHU Y4ETHBIE

CTPYKTypa OpraHH3aluu U
pacripenienienue  (QyHKIUN
MEXIY CTPYKTYPHBIMU




pErHCTpallMOHHBIE (DOPMBI
10 IPUEMY IMOCETUTENEN U
0(OPMIIATH MPOITYCKa;
BECTU IpUEM, Iepenady H
OTIPABKY IOKYMEHTOB;

OpraHu30BBIBAThH u
OpOHUPOBATH
NePEeroBOpHbIC KOMHATHI;
CEpBHUPOBATh qaifHble
(kodeitHpIe)  CTONMBI B
oduce;

OpUMEHSITH B pabore
cpeacTna
UH(POPMALMOHHBIX u
KOMMYHHKAI[MOHHBIX
TEXHOJIOTHIA;

MPUHUMATH MEPHI 110
COXpPaHEHHIO
KOH(UICHIIMATBHOM

UHPOPMALIUHU B XOJI€
npuéMa IoCeTUTENeH.

MOJIpa3/IeIeHUAMU u
CHeUATNCTaMH;

npaBuia OpraHu3aluu
puéMa IIOCETUTEIICH;
ITUKET u OCHOBBI
MEXTyHapOIHOTO
IPOTOKOJIA;

9THKA JCIOBOI0 OOIICHNS;
npaBuia peueBoro
ITHKETA.
npaBuia
4aluHOTO
CTOJA;
TpeOOBaHUS OXpaHbI

TpyZza.

CEpBUPOBKHU
(xodeitHOTO)

IIK 1.3

BbIOMpATH bopmbl
TUTAHUPOBAHHUS u
0hOpMIIATh TUTAHUPOBIIUK
(opranaiizep)

PYKOBOJHATENS u
ceKpeTaps;
YCTaHAaBJIMBATb neiu,
OTIpEIETATh
MMPUOPUTETHOCTDH u
04YepETHOCTD BHIMOTHEHUS
pador u  3dPexTuBHO
pacnpenensirtb pabouee
BpeMS;

COIJIaCOBBIBaTh BCTPEUM U
MEpOTIPUATHS W BHOCHUTH
UH(POPMALINIO B
TUTAHUPOBIIUK
(opranaiizep);
UH(OPMUPOBATH
PYKOBOJIUTENS 0
npuOIMKEHUU BPEMEHU U
periamenTe
3alUTAaHUPOBAHHBIX BCTPEY
Y MEPOIIPUSATHH;

BBI6I/Ip aThb OIITUMAJIBHBIC
CIIOCOOBI  BHEIIHETO U
BHYTPEHHETO
UH(POPMHUPOBAHUS o
IJIAHUPYEMBIX
MEPOTIPUATHSIX

o0ecrieunBarhb

HOPMAaTHUBHBIC
aKThI
®enepauu B
uH(bOpMaITMOHHON
0€30I1aCHOCTH;
CTpYKTypa H croenuduka
OCHOBHOH  JeSITEIbHOCTH
OpraHH3aIy;
OCHOBBI
BpPEMEHEM;
MpaBUIIa MIPOBEICHUS
JIEJIOBBIX TIEPETOBOPOB;
JTHKA JIEJIOBOT0O OOIIEHHUS;
TpeOOBaHUS OXPAHbI
Tpyaa.

MIpaBOBbIE
Poccuiickoii

chepe

yIpaBJICHUS

IUTaHUPOBAHHS PaboUero
BPEMEHU PyKOBOJIUTENS U
paboyero J1Hs ceKkpeTaps




nH(pOpMaAITMOHHYIO
0€30MacHOCTb
JESITEIIbHOCTH
OpraHu3alluy;
PUMEHSTH B paboTe
CpeacTBa
MH(OPMALMOHHBIX U
KOMMYHHKAITHOHHBIX
TEXHOJIOTHIl.

[IK 1.4 COCTaBISITh U O(OPMIIATH | HOPMATUBHBIE TPABOBBIC | OPraHU3AINU JCIOBBIX
JOKYMEHTBI JJIsl JIEJOBBIX | aKThl Poccuiickoii | moe3qok pyKOBOIUTENS U
[10€3/10K; Oenepatiit = B cepe | APYTUX COTPYAHUKOB
OCYIIECTBIISATh TpEBeJI- | OpraHu3aluu JIEJIOBOM | OpraHu3aluu
MOAJIEPKKY JIETIOBBIX | MOE3/IKH;

MOE3/0K; HOPSAIOK TOJATOTOBKU U
COIJIACOBBIBATh C | JOKYMEHTUPOBAHUS
MPUHUMAIOIIEH CTOPOHOM | JIENOBOM MOE3IKH;
MPOTOKOJ  TUTAHUPYEMBIX | MHTEPHET-PECYpChl s
MEPOIPHUATHIA U | OCYIIECTBIICHUSI  TpEBeJ-
(GbopMUPOBATE MPOTPAMMY | TOIICPIKKH JICITIOBBIX
JIEJIOBOM MOE3/KH; MO€3/10K;

UCIIOJIb30BaTh  CPEJICTBA | STUKET u OCHOBBI
UH(GOPMaIMOHHBIX U | MEXIYHapOAHOTO
KOMMYHHKAITHOHHBIX IPOTOKOJIA;

TEXHOJIOTH IUIS | 9TUKA JIEJIOBOTO OOILEHUS;
obecrnieueHus TpeOOBaHUs OXpaHbI
B3aMMOJICHCTBUS c | Tpyna.

PYKOBOJUTENIEM BO BpEMs

€ro JIeI0BOM IIOE3/IKH;

0hopMIIATH OTUETHBIE

JOKYMEHTBl O  JIEJIOBOM

MOE3/IKE.

[IK 1.5 OpraHu30BBIBaTH pabouee | TpeOOBaHUS OXpaHbI | OpraHU3aINH u
MECTO B COOTBETCTBUHU | TPyJAa, MPOU3BOJCTBEHHOM | MOJICPIKAHUS
c TpeOOBaHUSIMU | CAHUTAPUH, (G yHKIIMOHATIBHOTO
OPrOHOMUKH W KYJIBTYPHI | IPOTUBOIOKAPHOU paboyero npocTpaHcTBa
TPyaa,; 3aIlUTHI;
o0ecnieunBaTh paboyee | OCHOBBI MIPaBUJIbHOMN
MeCTO U (YHKIIMOHAJIBHOE | OpraHU3allud  Tpyda H
pabouee MMPOCTPAHCTBO | METOJIbI TIOBBIMICHUSI €T0
HE00XO0AUMBIMU 3¢ EKTUBHOCTH;
cpencTBamMu BHJIBI  OPTaHU3AMMOHHON
OpTraHU3aIOHHOM TEXHUKH W TOPSA0K
TEXHUKH, MeOenbpl0o | | paboThI C HEM.

KaHIESIPCKUMHU
MIPUHA]JICKHOCTSIMH,
MOJJIEP)KUBATh  CPENICTBA
OpTraHU3aIMOHHON
TEXHUKH B  paboueM
COCTOSTHUHU.

[IK 1.6 OpPraHHW30BBIBATH MPOIIECC | HOPMATUBHBIE TPABOBBIC | OPraHU3ALNU TOATOTOBKH
MOJITOTOBKH Y TPOBEJICHUE | aKThI Poccuiickoii | u TIPOBEICHUS




KOH(EepEeHTHOTO Oenepanun = B cepe | KoHPEPEHTHBIX
MEPOTIPHUITHS nH(pOpMaLINY; MEPOTIPHSITHIA,
WHAUBUAYAIBHO U B | KOMIUIEKC obecrnieueHus
cocraBe paboueil rpynmsl; | OpraHU3alMoOHHO- UH(POPMALIMOHHOTO
JIOKYMEHTUPOBATh Pa3HbIC | TEXHUYECKUX B3aMMOJICICTBUS
ITAaIbl MPOIETypPBl | MEPOTIPUSATHIA 10 | PYKOBOJIUTEIS c
MOJATOTOBKU U MPOBEJICHUS | MOATOTOBKE U | oJipa3iesieHusIMU u
KOH(EpPEHTHOTO MIPOBEACHUIO JOJDKHOCTHBIMU — JTUIIAMHU
MEPOIPUITHS; KOH(EPEHTHBIX OpraHu3aIuu
coOnrofarb  3TUKET U | MEPOIPUATHUI;
OCHOBBI MEXJYHapOJHOIO | MpaBuiIa oopmIIeHHUS
IIPOTOKOJIA; JOKYMEHTOB,
OCYIIECTBIISAThH coop, | co3naBaeMbIX B IpoLecce
00paboTky uH(MOpMaNKH, | MOATOTOBKH U TPOBEACHHUS
CUCTEMAaTHU3AIIHIO KOH()EPEHTHOTO
MOJTy9aeMbIX U | MEpOIIPUSATHS;
nepeaBaeMbIX JaHHBIX; ITUKET u OCHOBBI
OCYIIECTBIISITh  IIPOBEPKY | MEKIYHAPOIHOTO
JIOCTOBEPHOCTH, TOJHOTHI | MPOTOKOJA,
U HENPOTHBOPEUYMBOCTH | ITHKA JCIOBOTO OOIICHHS;
JAHHBIX, UCKJIIIOYCHHE | COCTaB  BHYTPEHHHUX H
TyOnmupoBaHuUs BHEIITHUX
nHpopmanuu; uH(}OpPMaAITMOHHBIX
MPUMCHSITh IIOTOKOB;
UH(OPMaILMOHHO- CTPYKTypa OpraHu3alluu U
KOMMYHHKAITHOHHBIC HOPSIIOK  B3aUMOJICHCTBUS
TEXHOJIOTHH. HOJpa3/iesIeH i,
MeToAsl  00paboOTKH
3auUTel  UHQOpMAIMH ¢
MIPUMECHCHHEM CpenacTB
UH(GOPMaIMOHHBIX u
KOMMYHHKAITHOHHBIX
TEXHOJIOTHIA;
TpeOOoBaHUs OXpaHbI
TpyZa.

IIK 1.7 COCTaBIIATh MIPOEKTHI | HOPMAaTUBHBIE  IPaBOBbIE | OPOPMIICHHUS
OpTaHU3aI[MOHHBIX, aKTBI Poccuiickoii | opraHn3aluoHHO-
pacropsIuTeTbHBIX u | @enepanit = B cdepe | paciopIIUTETBHBIX
UH(POPMAaIMOHHO- JIeNTOTIPOU3BO/ICTBA; JIOKYMEHTOB
CTIPaBOYHBIX JTOKYMEHTOB, | JIOKAJIbHbIE HOPMAaTHBHBIE | OpraHu3alys padoOTBl  C
B TOM YHUCJI€ IOKYMEHTOB, | aKThl, HUMH, B TOM UYHCIE C
CoJIep KaITIX periIaMeHTHPYIOIIEe WCTIOJIh30BaHNEM
KOH(UICHIIMATBHYIO JeSTebHOCTD CIIy’KOBbI | aBTOMaTU3UPOBAHHBIX
UHPOPMAIIHIO; JIETIOTIPOM3BOACTBA M €€ | CHCTEM
0pOpMIISTH pabOTHUKOB,

OpraHu3aIOHHO- OpTaHU3aIII0 BEJICHUS
pacropsauTeIbHbIe JIeNIOTIPOU3BO/ICTBA;
JOKYMEHTHI (OpUTHHAIBI U | COBPEMEHHBIE

KOIHUH); nH(OpMAIIMOHHBIE u
CKaHMPOBATh, KOIMHPOBATH | KOMMYHHKAIIHOHHEIE

u KOHBEPTHPOBATh | TEXHOJIOTUH,

JOKYMCHTBI B pPa3JINYHBIC

MIpUMeHsieMble B paldoTe ¢
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dbopmarsr;

OCYILIECTBIISITh  TIPOBEPKY
IIPOEKTOB JOKYMEHTOB Ha
COOTBETCTBHE  IpaBHIIaM
JIEJIONPOU3BO/ICTBA;
NPUHUMATh W TIPOBOJUTH
MEePBUYHYID  00paboOTKy
BXOJISIIIUX JOKYMEHTOB;
MIPOBOUTH
npeBapuTeIbHOE
pPaccMOTPEHHE BXOJSAIINX
u BHYTPEHHUX
JIOKYMEHTOB;
PETUCTPUPOBATH
BXOJIAIINE, HUCXOIAIINE U
BHYTPEHHUE IOKYMEHTHI;
KOHTPOJIMPOBATH
MapIIpyTU3ALUIO
JTIOKYMEHTOTIOTOKOB B
OpraHu3aIH
(cormacoBanue,
MOJIIIMCaHue,
YTBEpPXKACHUE,
perucTpanus,
03HAKOMJICHUE u
UCIIOJIHEHUE IOKYMEHTOB);
OCYILECTBIISATh  CPOKOBBIN
KOHTPOITh WCTIOJTHEHUS
JIOKYMEHTOB;
OCYIIECTBIISITh
HOJArOTOBKY M OTHPaBKY
UCXOMAIINX IOKyMEHTOB;
COCTaBJIATh  OTYETHI U
AQHAJTUTHYECKUE  CIIPABKU
00 WCTIOJTHEHUH
JIOKYMEHTOB;

BECTHM  HMH(OPMAIMOHHO-
CIIPaBOYHYIO paboty
10 JJOKYMEHTaM;
OCYIIECTBIISITh paboTy ¢
OpraHu3aIOHHO-
pacropsaAUTEIbHBIMU
JOKYMEHTaMH B
ABTOMATHU3MPOBAHHBIX
CHCTEeMaXx.

JIOKYMEHTaMU;
CTPYKTypa OpraHH3alNH,
PYKOBOJICTBO
CTPYKTYPHBIX
Mo/Apa3IesieHud, 00pa3IbI
MOJMNUCEH JINI[, UMCIOIINX
MpaBO  MNOANUCAHUSI  H
YTBEPKIACHHUS
JIOKYMEHTOB, n
OTpaHUYECHUS  30H  HUX
OTBETCTBEHHOCTH;
IpaBuiia pyCCKOTO S3bIKA;
TpeOOBaHMS OXpaHbl

Tpyaa.

IIK 1.8

o0ecnieunBaTh
COXPaHHOCTh
NePCOHATBHBIX
pabOTHUKOB,;
OpraHU30BBIBATh
JIOKYMEHTO000POT o
PEJICTaBICHUIO

JTAaHHBIX

HOPMAaTHBHEIC
aKThI Poccuiickoit
Qenepatii B cdepe
TPYAOBBIX OTHOIIEHUII;
JIOKQJIbHBIE HOpPMaTHBHBIC
aKThI,
perIaMeHTHPYIOIINE

IIPaBOBBIE

odopMIIeHHS JTOKYMEHTOB
O JIMYHOMY COCTaBy U
opraHuzanuu  palboTsl ¢
HUMHM, B TOM 4HCIE C
HCIOJIb30BaHUEM
aBTOMAaTH3UPOBAHHBIX
CUCTEM
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JOKYMEHTOB o
HepCOHAILY B
roCyJapCTBEHHbIE OpraHbl;
OpraHu30BBIBAThH
JOKYMEHTO000POT o
yu€ty H JBUKCHUIO
PaOOTHHUKOB;

BECTH  BOMHCKUH  y4€T
PaOOTHHUKOB;

BecTn  yu€r  pabouero
BpEMEHU paOOTHUKOB;
0pOpMITSTH
OpraHU3alMOHHO-
pacropsauTeIbHbIe

JOKYMEHTBHI MO JHYHOMY
COCTaBY;

BECTH pErucTpaluio, yuér,
OlEpaTUBHOE  XpaHEHHUE
JOKYMEHTOB M0 JHYHOMY
COCTaBY;

BECTHU JOKYMEHTAIHIO,
MOJITBEP K IAIOLIYIO
CBEICHHSI O TPYIOBOHU
NEeSITETLHOCTH ¥ TPYIOBOM
CTa)ke paOOTHHKOB;
dbopMupoBaTH JTUYHbBIC
Jiena pabOTHHUKOB;
obopmiATh  Jiema 1O
JUYHOMY  COCTaBy  JUIf
nepegauu B apXuB
OpraHu3aIuy;

paboratb co
CHelHaTU3UPOBAHHBIMU
MH(}OPMallMOHHBIMU
cucreMamMu U 0Oazamu
JMaHHBIX 10  BEACHUIO
yuéra U JBHKEHUIO
pabOTHHKOB.

TPYIOBBIC OTHOLICHUS;
COBPEMEHHBIC
nHpOpMaIMOHHO-
KOMMYHHUKAI[HOHHBIC
TEXHOJIOTHH,
npuUMeHsieMble B paboTe ¢
JOKYMEHTaMH I10 JINYHOMY
COCTaBYy;
CTPYKTYpa
PYKOBOJICTBO
CTPYKTYPHBIX
MOJpa3IeJICHHM;

npaBuia
JIeTIOTIPOU3BOICTBA;
IpaBUiIa PYCCKOTO S3bIKA;
JTHKA JCJIOBOI0 OOIICHNS;
TpeOOBaHUs OXpaHbI
Tpyaa.

OopraHu3aluu,

IIK 1.9

pa3pabaTbIBaTh
HOMEHKJIATYypy
OpraHu3aIuy;
MPOBEPATh MPaBUIBLHOCTH
oopmieHus JOKYMEHTOB
U OTMETKH 00  wuX
UCIIOJIHEHUM Tepea  HX
dbopMHUpOBaHHEM B JEJO
ISt MOCIIEAYIOLIETO
XpaHeHus; (HoOpMUPOBATH
Jena, KOHTPOJIMPOBATh
MPaBUIIBHOE u
CBOEBPEMEHHOE

pacrnpezeneHue "

1Al

HOPMAaTHUBHBIE TPaBOBBIC
aKTHI Poccwuiickoit
OQenepatii = B cdepe
JICIIONIPOU3BOICTBA u
ApXUBHOTO JIeTIa;
JIOKQJIbHBIE HOpPMaTHBHBIC
aKThI,
perJIaMeHTHPYOIIIHE
BEICHUE
JICIIONIPOU3BOICTBA u
nepenady JAel B apXuB
OpTaHH3aINH;

BUJIBI HOMEHKJIATyp Je,
obmue  TpeboBaHHMS K

OpraHu3aIu
XpaHCHUA JOKYMCHTOB,
obpaboTku  gen  aus
OIIEPaTUBHOTO "
apXUBHOTO XpaHCHUs, B
TOM qucie c
UCIIOJIb30BaHUEM
ABTOMAaTU3UPOBAHHBIX
CHCTEM

TEKYIETO
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MOJIINBKY JOKYMEHTOB B
Jiela B COOTBETCTBUU C
HOMEHKJIATypOil 1e;

MIPOBEPATH CPOKH
XpaHEeHUs  JOKYMEHTOB,
COCTaBJIISATh IIPOTOKOJI
paboThI 9KCIIEPTHON

KOMHUCCHHU IIO IIOATIOTOBKEC
JOKYMCEHTOB K II€p€aaduc B

apXUB;
COCTaBIISITh aKT 0
BBIJICTICHUH K
YHUUYTOKEHHUIO
JIOKYMEHTOB, HE
MOJJIEXKAIUX XPAaHEHUIO;
COCTaBJISITh aKT 00
YHUUYTOKEHUU
JIOKYMEHTOB;
OCYIIECTBIISATh MOJIHOE
WA JaCTUYHOC
odopmiieHre T
BPEMCHHOTO,
MOCTOSTHHOTO,
JOJITOBPEMEHHOT'O CPOKOB
XpaHEHUS;

COCTaBIISITh  OMHCH Tl
CTPYKTYPHBIX
MoJpa3IeICHUI
MOCTOSTHHOTO,

JOJITOBPEMEHHOTO CPOKOB
XpaHeHMUs s Teperadyu
JIeNl B apXUB OpTraHU3aIliig;
IPUMEHSTh
MH(OPMaLIMOHHO-
KOMMYHHKAIIHOHHbIE
TEXHOJIOTHH TIpH padoTe ¢
JIOKYMEHTaMH.

HOMEHKJIaType nel,
MOPSAJIOK pabOTHI C HEW;
HOpsIoK (GOpMUPOBAHUS U

odopmiTeHUS Jet,
cnenuduka
(dbopmupoBaHus
OTIENbHBIX KaTeropui
ACI;

ImpaBujia XpaHCHUA JCII, B
TOM YHUCJIC C JOKYMCHTaAMHA
OIr'paHNUYCHHOI'O0 OOCTYIIA,

IpaBujia BblAa4u u
HCIIOJIB30BaHUA
AOKYMCHTOB us3

c(hOPMUPOBAHHBIX JIEIT;

MOPSIIOK ~ MCIIOJIb30BaHUS
TUTIOBBIX WK
BEJIOMCTBEHHBIX TIEpPEUHEH

JIOKYMEHTOB,
OTIpeIeTICHUS CPOKOB
XpaHEeHUsT B  Ipolecce
IKCIIEPTHU3BI [IEHHOCTH
JIOKYMEHTOB;

BUJIbI onucen Jen
OpraHM3ali W IOPSJIOK
paboTsl

C HUMU;

TpeOoBaHUs OXpaHbI
Tpyaa.

1.3. O6ocHoBanue yacoB BapuaTuBHoii yactu OOOII-I1

Ne | MomoJsiHuTe JdomoaHuTEIbHBbIE Ne, Oone Ob6ocHoBaHue

Ne bHBIE 3HaAHMS, YMEHMUS, HaNMEHOBaHHe M BKJIIOYEHHS B

n/n | npogeccuona HABBIKH TeMbI 4acoB pa6ouyio

JIbHbIE nporpamMmy
KOMIIETEHIIH
"
1 3HaTh: CTPYKTYpY U Tema 4.1. 10 | o 3ampocy

uepapxuto HopmarugHo- paboTtonarens u
HOPMAaTUBHBIX MIpaBOBOE 00yCIIOBJIEHO
MIPABOBBIX AKTOB, peryaupoBaHue HE00XO0AUMOCTBIO
PETyIUPYIOIINX TPYIOBBIX yrayOJIeHHOTO aHAJIN3a|
TPY/OBbIE€ OTHOILIEHHUS, | OTHOLICHUN COBPEMEHHBIX
HOPMATUBHBIC aKThbI TCHJIGHHI/Iﬁ u
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(dhenepabHBIX OpTraHOB
HCIIOJIHUTEILHOMN
BJIACTH, PETUOHAIBHBIC
M JIOKAJIbHBIC
HOPMaTHBHBIE aKTHI.
YMeTb: NpUMEHATh
HOPMBI TPYIOBOTO
MpaBa Ha IIPAKTHUKE,
aHAJIM3UPOBATH
KOHKPETHBIEC CUTYyaIlUU
Y IPUHUMATh
000CHOBaHHBIC
perieHus B
COOTBETCTBUH C
3aKOHO/IaTEJILCTBOM
Hapriku:

Pa3BUTHS COCTaBJICHUS
TPYJIOBBIX IOTOBOPOB,
JIOKAJIbHBIX
HOPMAaTHBHBIX aKTOB,
BEJICHUS KaJpOBOM
JTOKYMEHTAIUU 1
paspelieHus TPyAOBbIX
CIIOpPOB.

cnenuduKy JaHHOM
oOJactu.
BapuaTtuBHas yacth
y4eOHOTO IJIaHa
MO3BOJISIET PACIIUPHUTD
paMKH CTaHIapPTHOTO
W3YYCHHS, BKIIFOUMB B
porpamMmy
paccMOTpeHHE
HOBEHUIITNX
HOPMATUBHBIX aKTOB,
CyAeOHOW MPAaKTUKU U
aKTyaJIbHBIX TIPOOJIEM,
BO3HUKAIOIINX B cepe
TPYAOBBIX OTHOIICHUH.
D10 naer
BO3MOYKHOCTb
CTy/ICHTaM IOJyYHUTh
0oJiee MOJHOE U
COBPEMEHHOE
IIPEJICTaBICHHE O
MeXaHHu3Max
IIPaBOBOIO
peryIupoBaHUs TPY/Ia,
a TaK)Ke Pa3BUTh
HaBBIKM aHAJIN3a U
IPUMCHCHHS
3aKOHO/IaTEJILCTBA B
peabHBIX CUTYAIIHSIX.

3HaTh:

CIOCOOBI YCTAaHOBKU U
HaCTPOUKHN
IPOrpamMMmBl;
OCHOBHBIE ITYHKTHI
TJIABHOTO U
KOHTEKCTHOTO MEHIO
IIpOrpamMMbl; paBuiia
paboTHI ¢ )KypHaTIaMHU
JIOKYMEHTOB,
CTIPaBOYHHUKAMH,
OTYEeTaMH; METO]IbI
CO3JIaHMS,
pelaKTUPOBAHUS U
HaCTPOWKH KypHaia
JOKYMEHTOB; METO/IbI
CO3JIaHUSI CTPYKTYPHI
CIpaBOYHHKA,
n00aBJICHHS 3aITUCH B
CIPaBOYHHUK.

YMeTb: paboTath C
MH(POPMAIIMOHHBIMH
CUCTeMaMHU U 6a3amMu

Tema 4.6.

D yHKIIMOHAJIBHB]
€ BO3MOKHOCTH Y
nepBOHAYAIIbHAS
HaCTpoWKa
IPOrpamMMBbl
«1C:Kanper»

32

[To 3ampocy
paboTtonarens, T.K.
COBPEMEHHBIC
TpeOOoBaHUs PhIHKA
TpyAa AUKTYIOT
HE0OXOIUMOCTh
BJIQJICHUS
MPAaKTUYECKUMU
HaBbIKaMU padOTHI €
npOoUIBHBIM
MPOTPaMMHBIM
o0ecrieueHreM.
«1C:Kanps» aBnsercs
OJHUM U3 HauOoee
pactipoCcTpaHEeHHBIX
WHCTPYMEHTOB
aABTOMATH3AINH
KaJ[pOBOTO y4yeTa Ha
PEIIPUATHIX
pa3IMYHOTO MaciTaba,

Tema 4.7.
Benenue

KaJpoOBOro y4dcra

32

OO6ycnoBieHO

pacTyiuen
MOTPEOHOCTHIO PhIHKA
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JAHHBIX 110 BEACHUIO
ydeTa M JIBIKEHUIO
nepcoHana; paboTarb
¢ HH(POPMAITMOHHBIMHU
cUCTeMaMHU U 6a3zamMu
JTAHHBIX 110 BEACHHUIO
CTaTHUCTUYECKOU U
OTYETHOM
nH(popManuu 1o
nepcoHaty; paborars
CO CIIPaBOYHUKAMU
MIPOTPAMMBEI;
dhopmupoBaTh
IITATHOE PACITUCAHKE
B [IPOTPAMME;
oopMIIATh B
MporpaMMe OTITyCKa,
MIPOTYJIBI,
KOMaHIMPOBKH;
¢dbopmupoBaTh
pa3IUYHbIE OTYETHI,
BEITIOJTHSTh
permamMeHTHbIe
oTiepaIuy, rmoJry4arhb
pa3IYHYIO
AHATUTUYICCKYIO
UH(pOpMaIIHIO.
Hagpiku:
OpraHHU3aIu
JIOKyMEHTOO0O0pOTa
M0 Y4eTy U JBUKCHHUIO
KaJIpOB; OpraHU3aluu
JIOKyMEHT0000poTa
IO MPECTABIICHUIO
JIOKYMEHTOB T10
MepCcoHaTy B
rocy/1apCTBEHHbBIE
OpraHbl; TOCTAHOBKH
Ha y4eT OpraHu3aluu
B TOCY/IapCTBEHHBIX
OpraHax; moJIrOTOBKH
0 3ampocy
TOCYTapCTBEHHBIX
OpraHoB,
po¢eCCuOHATBHBIX
COI030B U JIPYTHX
MIPEICTaBUTETBHBIX
OpraHoB PaOOTHHUKOB
OpPHUTHHAJIOB,
BBIIIMCOK, KON
JIOKYMEHTOB;
MOATOTOBKH

B IIpOrpamMme
«1C:Kanper»

TpyJa B CIIELUATHICTAX,
o0Jaaromumx
MPAKTUYECKUMHU
HaBBIKAMHU PabOTHI C
JIAaHHOW MpOrpaMMOM.
«1C:Kanpe» sBisiercs
OJTHUM U3 CaMbIX
pacnpoCTpaHEHHBIX
MHCTPYMEHTOB
aBTOMAaTH3aLNU
KaJ[pOBOT'O y4eTa B
Poccuu, u Bragenue
UM 3HAYUTEIIbHO
MIOBBIILIAET
KOHKYPEHTOCTIOCOOHOC
Th BBIITYCKHHKOB Ha
pBIHKE Tpy/a.
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YBEIIOMJICHHH,
OTYCTHOM U
CTaTHCTHYECKOU
nH(pOpMAIMU TIO
repcoHainy.

2. CTPYKTYPA U COAEPKAHUE TPO®PECCUOHAJIBHOI'O MOAYJIA

2.1. TpynoeMKOCTb OCBOCHHUSI MOAYJISI

B 1.4. B popme

HaumeHoBaHHe COCTABHBIX YacTell MOIYJasl O0beM B yacax | MPaKTHYECKOI
NO/ITOTOBKH
Y4yeOHble 3aHATHS 444 298
KypcoBas pabora (IIpoeKT) 20 20
CamocrosiTenpHas padoTta 32 -
ITpakTHka, B T.4.: 252 252
yueOHas 108 108
MIPOM3BOJICTBCHHAS 144 144
[TpoMexxyTodHast aTTECTAIHS, B TOM YHUCIIC:
MJIK.01.01 6 popme sx3ameHa
MJIK 01.02 6 popme oug.3auéma 24 24
MJIK.01.03 6 hopme sx3ameHa
MJIK.01.04 6 popme 3x3ameHa
1IM.01 (3x3amen no mooyno)
Bcero 772 594
2.2. CTpyKTypa npodeccuoHaJILHOr0 MOAYJIst
% sl T2 g
> m xR ] Lg g <
S . = =¥ = & =¥
E s & = N=) E =
HaumeHoBaHUS 22| K i < 3 5 | 8
2 2 s < = == S =
pazzenos Beero| = 2 ° S e S =
npohecCuoHaIBHOro | , Yac. S E( 2 E 8 = 3 ‘é
MOJIsI ) = 2 © 5 8 3 .
.=y z 2 2 5 o o
2 & > S S > | &
o 2 =3 = =
. ) > )
E o o © =%
m =
1 2 3 4 5 6 7 8 9 10
OK 01, OK | Pazmen 1. 244 | 158 | 244 226 20 18
02, OK 03, | JlokyMEHTHpOBaHUE
OK 04, OK | n opranusanus
05, OK 09, | paGotsl ¢
IK 1.1, TIK | odpunmansHbIMU
15 JIOKyMEHTaMu
[IK 1.6, TIK
1.7TIK 1.9
OK 01, OK | Pa3nen 2. 36 24 36 32 - 4
02, OK 03, | Opranuzauus
OK 04, OK | paboTsI ¢
05, OK 09, | nokymeHTamu B
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IIK 1.1, IIK
1.6 IIK 1.7,
IIK 1.8 IIK
1.9

ABTOMAaTHU3UPOBAHHB]
X cucremMax

OK 01, OK
02, OK 03,
OK 04, OK
05, OK 09,
IIK 1.1, IIK
1.21TIK 1.3,
IIK 1.4 IIK
1.5,1IK 1.6

Paznen 3.
Opranu3zaluoHHOE
obecneyenne
JIeATEIIbHOCTH
OpraHu3aIu

72

44

72

70 - 2

OK 01, OK
02, OK 03,

OK 04, OK
05, OK 09,

IIK 1.1, IIK
1.21IK 1.4,
IIK 1.7 IIK
1.8, 11K 1.9

Paznen 4.
JlokymeHnTupoBanue
Y OpraHu3aius
paboThl ¢
KaJIpOBBIMU
JIOKyMEHTaMU

144

92

144

136 - 8

VYyeOHas mpakTHKa

108

108

108

[IpousBoacTBeHHAst
IPaKTHKa

144

144

144

[Ipomexyrounas
aTTecTanus

24

24

Bcero:

772

594

496

464 | 20 | 32

108

144
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2.3. Conep:xanue nmpohecCHOHAJILHOT0 MOTYJIsI

Oo0beMm, ak. 4. / Koabl
B TOM 4YHCJI€e KOMIIEeTEeHIIHIA,
B (popme (popmupoBanuio
HaumeHoBaHue Conep:kanue y4eOHOIr0o MaTepHuaia, NPAKTUYECKUX U JTa00PATOPHBIX 3aHATHS, .
pa3iesioB U TeM KypcoBasi padoTa (IpoeKT) TpaKTHHCCKOn KOTOPBIX
NOATOTOBKH, crnoco0cTByeT
aK. 4. 3J1eMeHT
NPOrpaMMBblI
Paspnen 1. /lokyMeHTHPOBaHNE H OPraHu3anus padoTsl ¢ 0GUIHAIBHBIMYI JOKYMEHTAMHU 250/164
MJIK 01.01 lokyMeHTALMOHHOE o0ecrieyeHue YIpaBJeHus
Tema 1.1. Conep:xanue 8/2
OcHoBHble nousATusA, | [lonarue o gucuuminuHe. Mcropuyeckoe pa3BUTHE M COBPEMEHHOE COCTOSIHHME 2
TePMHUHOJIOTHSA U JIEJIONPOU3BOICTBA.
onpeeJeHust B3aumocss3p nHdopmanuu u gokyMeHTa. OyHKIUU AETONPOU3BOAUTENS B ammapare
yTIpaBJICHUSL.
[Tonstue o pokymenre. PyHkuuum pokymeHTa. llpodeccuoHanbHble TEPMHUHBI U 2 OK 01-02,
OTIpeICTICHUSI. MK 1.1-1.3
VYuudukamms u  crangaptuzammg. Cucrembl JnokymeHtauuu. Cucrema OP/I.
["ocynapcTBeHHble cTanaapThl Ha cuctemy OP/JI.
Knaccugukarus nokymenToB. bymara nqokymenra, e€ ¢popmarsl. 2
Dopmysip-oopazer; OP /. opmynsap qokymeHTa.
B ToM unciie NPaKTHYECKHUX 3aHATHH 2
Dopmysip-oopazer. CxemMbl pacroyioKEHUsT PEKBU3UTOB JOKYMEHTOB M TPAHUIIBI 30H 2
Ha (opmate A4, MPOAOIBHOTO U YIIIOBOIO OJIAHKOB.
Tema 1.2. Conep:xaHue 42/30
IIpaBunia bnank, Buael OnmaHkoB. PexBu3uTHI oOmiero OnaHka M TpaBuia €ro ohopMIIEHUS. 2 OK 01-02. OK
oopmJIeHUs VYTI0BOM 1 TPOJIOJIBHBIA BAPUAHTHI. 0 4_05’
pexBusznToB OPJI. PexBu3uThl OnaHKa KOHKPETHOro BHJa JoKyMeHTa. IlpaBuia ero odopmiieHus. K 1.1 _’1 5
NudopmanuonHo- PexBuzur «Apgpecat». PekBU3UT «3arojoBOK K TEKCTy». 3almUCKU: BUIbI U ’ '
CIIPAaBOYHbIE pPa3HOBUAHOCTH.
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AOKYMCHTbBI

Buenrnue noknaaneie 3anucku. [lpaBuna odhopmienus pekBuznuta « TeKCT TOKyMEHTay.
Odopmrenue ad3aieB TekcTa, HyMepanus ad3ames. S3bIK U CTHIIb TOKYMEHTOB.
Buyrpennue poknanneie 3anuckd. [IpaBuia odopmiieHus: pekBusuta «OTMETKa 0O
puIokeHun», «lloanucey.

Crnyxxebnble 3anmucku. [IpaBuna odopmieHus «OTMeTKkd 00 UCTIOTHUTENE TOKYMEHTA.
[TpaBuina opopmIICHHS PYKOTIMCHBIX PEKBU3UTOB Ha JIOKYMEHTE.

PykonucHoe o¢opmieHHe OKYMEHTOB: OOBSCHHUTENbHAs, CIyXKeOHas 3aIKcKa,
3asiBJICHUE.

Crnpaska. O6s13aTenbHbIe peKBU3UTHL, TpaBuiia opopmienus. PexkBu3ut «lledatoy.

Hosepennocts. Pacnmcka. Tpadapernoie aokymeHTbl. (0s3aTelIbHBIE PEKBU3UTHI.
[TpaBuna odopmiieHus.

Tenedonorpamma. Tenmerpamma. ®akcorpamma. OOsi3arenbHBIC PEKBU3UTHL [IpaBuia
oopmieHus.

B ToMm uucae MPAKTUYICCKUX 3aHATHIL 1 MPAKTUHICCKUX paﬁoT

30

Coznmanue ofmiero OnaHKa OpraHu3alMM, OJlaHKa KOHKPETHOTO BHJA JOKYMEHTa,
CTPYKTYPHOTO TIOAPA3/ACIICHUs], IODKHOCTHOTO JIMIA, C YIJOBBIM M TPOJOJIHHBIM
pPacnoJIOKEHUEM PEKBU3UTOB.

Odopmienune pekBU3UTOB «AapecaT» U «3aroioBOK K TEKCTY.

Odopmnenne pekBusuTa « TeKCT TOKyMEHTa.

O(I)OpMJ'IeHI/Ie PCKBU3HUTA «OTMeTKH 0 MMPUITTOKCHUN .

Odopmnenue pexusuta «lloamucey.

Odopmnenne pekBusuta «OTMETKA 00 UCTIOTHUTETIE.

Odopmienne nOKIaTHBIX, 0OBSICHUTEIBHBIX 3aMTHUCOK.

2. OdopmieHHe CITy>)KEOHBIX 3aITUCOK.

O(I)OpMJIeHI/IC CJ'Iy>KC6HBIX " JIMYHBIX CIIPABOK.

Odopmiienue 10BEpEHHOCTEH, PACIIHCOK.

Odopmiienue tenedoHOrpamMm.

OdopmieHne pyKoNHUCHBIX PEKBU3UTOB Ha IOKYMEHTE.

NININERINIDNNPNDINDNDN

Odopmnenue TpadapeTHBIX TOKYMEHTOB.

o

Tema 1.3.
HNudpopmanuonHo-
CIIPABOYHbIE

Conep:xkanue

38/24

Bup! 1 pa3HOBHIHOCTH CITY)K€OHBIX MUceM. biaHk nucema.

Pabora ¢ rotoBeiMu Osankamu nucem. Ocdopmienue nucem Ha popmare AS.

OK 01-02, OK 9,
K 1.4-1.7
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AOKYMEHTBI. Bunet u pasHoBuIHOCTH chykeOHbIX mHceM. IlucbMmo-mpockba, MHCHMO-3aIpoc, 2
Cay:xe0Hble MUCbMA, | IHMCbMO-OTBET.
UX Pa3HOBHJAHOCTH Bunel u pazHOBUAHOCTH Cclly:keOHBIX nuceM. ConpoBouTeNIbHOE MUCbMO. ["apanTuiinoe 2
IIMCHMO.
Buel v pasHoBHaHOCTH Ci1yxeOHbIX nuceM. [IncbMo-TpeboBaHue, MUCEMO-0TKA3. 2
Bunst u pasHoBHgHOCTH Cciy)eOHbIX muceM. Ilucemo-npurnamenue. I[lucemo- 2
no3apasnenue. [lnceMo-01arogapHoCTb.
Bunet u  pazHoBUAHOCTH  ciykeOHbIX muceM. [lucemo-uzBemenue. Ilucpmo- 2
noaTBepxeHne. MapopMannoHHoe MUChbMO.
B ToM unciie npakTHYECKHX 3aHATHI M MPAKTHYECKUX PadoT 24
Co3ganue O0JaHKOB IIHCEM. 2
Pabota c roToBbIMH OJ1aHKAMU OpraHU3AIHH. 2
Odopmnenne nHPOPMAIIMOHHO-CITPABOYHBIX JTOKYMEHTOB. 20
Tema 1.4. Conep:xanue 42/26
PacnopsigutenbHbIe [Tpukas. Ilonarue o noxkymente. OOs3aTeNbHbIE PEKBU3UTHI, MPAaBUIA COCTaBIECHUS U 2
AOKYMEHTBI, o opMIIEHHS.
H3JaBaeMble Bu3bl cornacoBanus NpoeKTa JTOKYMEHTA. 2
Ha MpUHIOHMmax OTMeTKa 0 HATMYUU TIPUIIOKEHUS B PaCIOPSIUTENBbHBIX JOKYMEHTAaX. 2
€AMHOHAY AU Bu3sbl 03HaKOMIIEHHS C JOKYMEHTOM. 2
NPHHSATHS PelIeHHH Boinucka u3 npukasa. Konust nokymenta. OTMeTka o 3aBepeHUH KOMH JOKYMEHTA. 2
CoBMecTHBIN npuka3. [IpaBuna coctaBieHust 1 0pOpMIICHHS JOKYMEHTA. 2
Pacnopsoxkenue. Ilonsitue o npokymente. OOs3aTenbHble PEKBHU3MTHI, IpaBHIIA 2 OK 02, OK 04-
COCTaBJICHHS M OPOPMIICHUSI. 05,
Vkazanue. [lonsatue o nokymenre. O0s3aTenbHbIE PEKBU3UTHI, TIPABUJIa COCTABICHUS U 2 OK9TIK 1.1~
odopmITeHHUS. 19
B ToM unc/ie npaKTHYECKHUX 3aAHATHI U NPAKTHYECKUX PadoT 26
Odopmienne pacnopsSAUTEIbHBIX JOKYMEHTOB. 20
OdopmiieHre BBIMUCKH U3 PACTOPSAUTENBHOTO JOKYMEHTA. 2
OdopmieHne Konmuu JOKYMEHTA. 2
Ckperuienne (MpOIIMBKa) KOMTUU JOKYMEHTA 2
IIpomeskyTounas arrecrauus B gopme 1udepeHINPOBAHHOIO 3a4eTa 2
B ToM 4nciie camocTosiTeJibHAsi padoTa 00y4aOIIMXCs 4
Tema 1.5. lokymentbl | Conepxanue 22/18 OK 01-02, OK
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KOMMUCCHIA
M KOJLIErH AJbHBIX
OpPraHoB

[TocranoBnenue. Pemenue. Ilonstue o poxkymeHTtax. OOs3aTesnbHble PEKBU3HTHI,
IpaBUiIa COCTABICHUS H OPOPMIICHHS.

[Tpotokou. [lonstue o nokymenrte. O0s3aTenbHble PEKBU3UTHI, IIPABUIIA COCTABICHUS U
odopmuenus. Beimucka 3 nporokona. Konust mpoTokona.

Axt. Ilonste o nokymenre. Buabl aktoB. OOs3aTelibHblE PEKBU3HUTHI, IpaBUiIa
cocraBiieHuss U opopmiieHus. Ilognmuee mokymenta. I'pud yTBepkaeHUS TOKyMEHTa.
Bu3bl 03HaKOMIICHUS.

B ToMm yucae MPAKTUYICCKUX 3aHATHIL 1 MPAKTUHICCKUX paﬁoT

OdopmieHne nocTaHOBIEHUS.

Odopmienue penieHusl.

Odopmienune noJHOro MPOTOKOJA.

6. OdopmieHne KpaTKkoro NpoToKoa.

Od¢opmiieHne BBITUCKU U3 IPOTOKOJIA.

Odopmenue akTa.

ENTNINTEN FNIE N o

04-05,
OKI9IIK 1.1 -
1.6

Tema 1.6.

3anaun u pyHKUMHU
CJIYKOBI
AeJIONPOU3BOJACTBA.
OpranusanuoHHbIe
AOKYMEHTBI

Conep:xanue

28/24

Ponp 1 MecTo ciayxObl 1€710NpOM3BOJICTBA B padoTe ammapaTta yrnpaBieHHs. 3aadu U
¢GyHKIIMM ~ ciaykObl  JenonpousBoAcTBAa.  HoOpMaTHBHO-METOAMYECKHE  aKThl,
periiaMeHTHpYyIolIe paboTy ¢ JOKYMEHTaMH.

Hopwme! Bpemenu Ha pabotel o JIOY. Pacuer uncieHHOCTH Ci1y>»KObI 1€I0IPOU3BOJICTBA
YupenurenbHble JOKYMEHTBI. JIOKaabHble HOpMaTUBHBIE aKkThl. [IoHATHE O JOKYMEHTAaX.
OOs3aTenbHbIE  PEKBU3UTHI, OCHOBHbIE pa3aensl. IlpaBunma corjmacoBaHus U
yrBepxxaenust JIHA. IlpaBuna opopmieHrss MHOTOCTPaHUYHBIX TOKYMEHTOB.

WNuctpykuus no aenonpousBoAcTBy. [Tonarue o nokymente. O0s13aTeNbHbIE PEKBU3HTEI,
OCHOBHBIE pa3fenbl, MpaBuUja COCTaBJICHUS, OPOPMIICHHUS U BBEACHUS B JIEHCTBUE
U3JIaHUEM TNIpUKa3a.

Horosop. OOs3aTenbHble PEKBU3UTHI, OCHOBHBIE pa3fenbl, MpaBuia O(GOpMIICHUS.
Ocob6ennoctu oopmienus peksusura «lloamucey.

JloimkHOCTHAasE MHCTpyKuMs nenonpousBogutens. OcHoBHble pasaensl. [IpaBuina
COCTaBJIEHUs], OOPMIICHHS U BBEACHHUS B ICHCTBUE PYKOBOIUTEIIEM.

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

24

Odopmienne opraHu3allMOHHBIX JOKYMEHTOB.

20

OdopmieHne pacnopsaUTEeNbHBIX JOKYMEHTOB, BBOISIIMX B JCHCTBHE, W3MEHSIOIINX
WJIM OTMEHSIOINX OPTaHU3AalMOHHBIE JOKYMEHTHI.

OK 01-02, OK
04-05,
I[IK1.1-1.8
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CxkperuieHue (MpOoIIMBKa) OpUTHHAIA IOKYMEHTA. 2
B ToM 4nciie camocTosiTeJibHAasi padoTa 00y4aoImmMXxcs 4
Tema 1.7. Conep:xkaHue 22/16
Opranunszanus padorbl | CoBpeMeHHBIC TEXHOJIOTUU OpraHu3aluu JIEJIONPON3BOCTBA.
¢ JOKYMEHTAMH ®opmbl paboThl ¢ JoKyMeHTaMu. lloHATHE «10KYyMEHTOOOOpOT» M €ro OpraHu3aIusl.
[TonsiTue «1OKyMEHTONOTOKW». OneporpaMMbl JOKYMEHTONOTOKOB:  BXOJSILUE,
UCXOJSIIMEe U BHYTPEHHHE JOKYMEHThl. MapuipyTuszanus JOKyMEHTONOTOKOB: 1
BXOJISIIME, HCXOMSIINUE, OOpallieHus Tpak]aH, BHYTPEHHHUE (3allMCKH, IPUKA3bI).
Perucrpanus JIOKYMEHTOB — 3HauYEHUE u 3a/1a4H.
®opmbl peructpauu JOoKyMeHTOB. JKypHalibHas, KapTOuHas M aBTOMATHU3MpPOBaHHAas
(hOpPMBL.
Peructpanus BXonsuiero 10KyMEHTOIIOTOKA: MepBUYHAsE 00paboTKa, MpeaBapUTEIbHOE
paccMOTpeHHe, MPHUKPEIUIEHUE CKaH-KONMUH, OTIpaBKa Ha pPacCMOTPEHHUE ajpecarty,
¢bukcanys pe3oIoLuH.
Perucrpanus McXoIAlero ITOKyMEHTONOTOKA: CIPaBKH, MUCbMA, 3alMCKH, BBIIUCKH, 1
yOUKaTHI.
Perucrtpanuss BHYTpEHHEro JOKYMEHTOINOTOKA: 3alMCKH, 3asiBJI€HUsS paOOTHUKOB, OK 01-02, OK
MPUKAa3bl, AKTHI, TPOTOKOJIBI. 04-05,
KoHTtposb ncnonaenust JokyMeHToB. Buibl koHTposiss. Cpoku KOHTPOJIA. OK9IIK 1.1 -
Homenxkmarypa nen. Buasl HOMmeHknaTypel. IloHATHE O NOKyMEHTE, €ro 3Ha4€HHE. 1.9
[lpaBuna cocraBieHuss U OGOPMIIEHUS  HOMEHKJIATyphl JAel  CTPYKTYpHOTO
noapazaenenus. CocraBieHne u  0GOPMIICHHE CBOJHOM HOMEHKJIATYPHI  JEI 2
OpraHM3al U BBINHMCOK JJI CTPYKTYPHBIX MOJPA3AEICHUN. 3aKpbITHE HOMEHKIATYPbI
nen. Mtorosast 3anuch K HOMEHKIIATYype Je.
Omnpenenenne CpokoB XpaHEHHsI JOKYMEHTOB U el 1o Ilepeunto. @opMupoBanue aei.
XpaHeHue Jen.
OKcrepTuza IEeHHOCTH J0KyMeHToB. Odopmiuenue aen. Onumcu aen. Iloxroroska 5
JOKYMEHTOB K Tmepenaue B apxuB. [loAroToBka neia BpPEMEHHOTO, MOCTOSIHHOTO M
JOJITOBPEMEHHOTO CpoKa XpaHEHUs K nepenaye B apXuB.
CocTaBiieHHE OIUCH JET.
B ToM unciie npakTHYECKUX 3aHSITHI U MPAKTHYECKHUX PadoT 16
8. Peructpamus BXOIAIIMX JOKYMEHTOB B 3JEKTPOHHOM >XypHaje B TaOJIMYHOM 5
penakTope.
Peructpanuss ¥ KOHTPOJb HCHOJHEHMS] HCXOAAIIMX JOKYMEHTOB B 3JIEKTPOHHOM 2
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JKypHaJle B TaOJIMYHOM PEaKTOpe.

PGI‘I/ICTpaHI/IH U KOHTPOJIb HCIIOJIHCHHUA BHYTPCHHUX JOKYMCHTOB B 3JICKTPOHHOM

KypHaje B TaOJMYHOM peIaKkTope. 2
CocraBiieHne 3arojI0OBKOB JI€]1 OPraHU3alNH.
OdopmieHrne HOMEHKIATYPBI JE. 4
Odopmienne HTOroBoi 3anMcy K HOMEHKJIATYpPE JIeTI.
Odopmiienne 06a0xku ena nocie HJL (17151 onepaTUBHOrO nepuoja XpaHeHus). 2
9. OdopmieHue U NpoLIMBKA JIeN I Iepeladl Ha apXUBHOE XpaHEHHE. 2
Odopmiienue onuceil JOKyMEHTOB U JIEI. 2
IIpomeskyTouHasi aTTecTalus B opMe IK3aMeHa 6
Koncyabranumn 2
B TOM 4mHc/ie caMOCTOsITeIbHAsI padoTa 00y4YalIMXCs 10
Kypcosas padora o6si3atenbnas no MK 01.01
TemaTHka KypcoBBIX paboT
3HayeHWe  CHCTEMBl  OPTaHU3AIOHHO-PACHOPSAUTENBHON  JOKYMEHTAllMH Ui JOKYMEHTHPOBAHHS
YIIPaBJIEHYECKOM NeSTETbHOCTH.
PexBH3HUTHI 3arojlOBOYHON 4YacTW JOKYMEHTa, IpaBmia O(OPMIICHHS B COOTBETCTBMH C PEKOMEHIALUSMHU
CTaHJapTa.
OcobeHHocTr 0QOPMIIEHHS OCHOBHOM YacTH IOKYMEHTA B Pa3IMUHBIX BUIAX IHCEM.
OcobenHoctu 0(hOpMIIEHUSI OCHOBHOM YacTH IOKyMEHTa B PACIIOPSAUTENbHBIX JOKYMEHTAaX.
WNHupopmMalmoHHO-CIIpaBOYHbIE JJOKYMEHTBI B CHCTEME OpIraHH3alMOHHO-PACTIOPAIUTEIbHBIX JOKYMEHTOB, HX OK 01-02. OK
Ha3HAYEHUE U OCHOBHBIE BH/IBI. 0 4_05’
JloknaHas u ciry>keOHas 3alMCKU, OCOOEHHOCTH MCTIOJIb30BAaHUS JUIsI BHYTPEHHUX KOMMYHUKAIUH. 20 OK 9 TTK 1 1
CocraBinenne odopmisiomell 4YacTH JOKYMEHTa, OCOOEHHOCTH MPAKTHUECKOTO TPUMEHEHHUS PEKBU3UTOB 19 ’

odopmisroIel YacTi JOKYMEHTA B PA3TUYHBIX BHIaX OPraHU3alMOHHO-PACTIOPSIUTEIHHON JOKYMEHTAIIUH.
CocraBnenue u opopmieHue TpudoB YTBEPKICHUS U COIVIACOBAHUS, Ha3HAUYEHUE U OCOOCHHOCTH O(OpPMIICHHUS
PEKBU3UTOB.

OTMETKH Ha JOKYMEHTEC B COOTBETCTBUHU C pCKOMCHAAINAMU I'OCYAApCTBEHHOTO CTaHAapTa.

Pa3Butue NoHATHSA «TJOKYMEHT»: ONpe/iesieHHe U (GyHKLIUH.

Yuudukanus u cranpaptusanus. Ctanaaptel B JIOY Ha coBpeMEeHHOM dTare.

OdunmanbHBI TOKYMEHT U €T0 MECTO B CUCTEME yIpPaBJICHUS.

Cucrema TOKyMEHTOB, YHUGDHUIIMPOBAHHAS CHCTEMa JOKYMEHTOB M YHU(DHUIIMPOBAaHHAsS CHCTEMa OpraHU3alMOHHO-
pacnopsIAUTEILHON JOKYMEHTALMH.
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Knaccugukanus opraHiu3alMOHHO-pacOPsIMTENIbHON JOKYMEHTAUU U €€ IPAaKTUYEeCKOe IPUMEHEHHE.
TpeboBanust K KOHCTPYHPOBaHUIO OJaHKOB. Buibl G1aHKOB.

ITpaBuna nu ocoGeHHOCTH 0(OPMIIEHHS TPOTOKOJIOB.

Pounb pacniopsauTenbHbIX TOKYMEHTOB B yIIPaBICHUH OpraHU3alueil Ha COBPEMEHHOM 3Talle.

ITpaBuna opopmiieHHs paciopsUTEIbHBIX JOKYMEHTOB, N3/1aBa€MbIX Ha MPUHLMIAX KOJIJIETHAIBHOCTH.
[IpaBuia opopmiieHHS pacTiopsAAUTEIbHBIX JOKYMEHTOB, U3JaBACMbIX Ha MPUHIUIAX €IMHOHAYAIHS.
ITpaBuna cocraBieHus 1 0pOpMIICHHS NPHKa3a 10 OCHOBHOM JI€SITEIbHOCTH.

[IpaBuiia cocraBneHus 1 0(hOPMIICHHUS PaCOPSKEHUS U YKa3aHHUS.

JIOKYMEHT — KaK 3JIEMEHT JIeJIOBOI'0 OOIIEHUS.

[TpaBwiia opopmiieHUs OJIaHKa U PEKBU3UTOB ITUCHMA.

WNHudopmanroHHbII 00MeH ¢ TOMOILBIO NTepenucKu. Buapl nucem.

PykomnucHble peKBU3HUTHI HA OQUIHATBHBIX JJOKYMEHTaX.

IIpaBuna cocraBieHuss U 0(OPMIICHUS TOKIAHBIX, OOBSICHUTENBHBIX U CIIY’KEOHBIX 3aIIUCOK.

[IpaBuiia coctaBneHus: 1 ohopmieHUs OPUIIMATBHBIX U OMOTrpapUUecKuX CIpaBoOK.

ITpaBuna cocraBieHus 1 0pOpMIIEHHUS TOKYMEHTOB, 00€CIIEUUBAIOLINX ONEPATUBHOCTH Mepeiaud HHPOpMAaLIUU.
[IpaBuiia cocraBneHus 1 0(hOpMIICHUS TOBEPEHHOCTEN U PACTIHCOK.

Konuu noxymenToB. Buael konuii 1 ux ucropuueckoe pazsutue. Ilopsanok yaoctoBepeHns KOnui.
[Toanuck n neyaTh, Kak BaKHbIE PEKBU3UTHI IOKYMEHTA: STAIlbl COBEPILICHCTBOBAHMS.

DJeKTpOHHAs MOANHUCH: 00JIaCTh MPUMEHEHHUS.

SI3bIK ¥ CTUIIB CITY’)KEOHBIX TOKYMEHTOB B MH()OPMAallMOHHOM OOLIECTBE.

ITpaBuna cocraBieHus: 1 0OPMIICHHS aKTOB.

Kondunenmnuanptple TOKyMEHTHI: KiaccuuKalus 1o rpugy orpaHuueHus JOCTyIa.

Pa3ned 2. Opranusanus padoThl ¢ JOKYMEHTAMH B ABTOMaTH3HPOBAHHBIX CHCTEMAX

MJK 01.02 Opranu3anusi padoThl € 3JIEKTPOHHBIMH JOKYMEHTAMH 36/24
Tema 2.1. IlpaBuaa Conep:xanue 8/4
padoThI ¢ 3akoHOJATEeNbHbIE HOpPMAaTUBHBIE aKThl B cdepe pabOTbl €  3JIEKTPOHHBIMHU
AOKYMEHTaMH Ha nokyMeHTaMu. PaboTa B mouToBbIX cepBucax. [IpaBuiia 31eKTpOHHOM NMEPENUCKH. 2
3J1eKTPOHHBIX
HOCHTEISIX OnextpoHHas noanuce. Buasl, [Topsnok nonyuenus. [Ipasuna 3amursl.
TpeGoBanust k pekBuU3NUTy «OTMETKa 00 3JIEKTPOHHON NOANMCH» MPU BU3YyallU3alluU
NIEKTPOHHOI'O  JIOKYMEHTA, TOJIMCAHHOIO 3JEKTPOHHOM noxamnucero. IlpaBuia 2
oopmieHus «OTMETKH O MPUIIOKEHUI» HA HIEKTPOHHBIN HOCUTEIIb.
B ToM 4nc/ie IPaKTHYeCKUX 3aHATHI H MPAKTHYECKUX padoT 4
OTtnpaBka ¥ OJIy4eHHE NIEKTPOHHOI0 COOOUIEHNUS, 2TIEKTPOHHOTO TOKYMEHTA. 2

OK 01-02, OK
04-05,
K 1.3-1.7
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1. OdopmieHne TOKyMEeHTa, OMUCAHHOTO IEKTPOHHON MOMHUCKHIO.

Tema 2.2.
Opranusanus padéoTbl
¢ TOKyMEHTAMH B
aBTOMATH3UPOBAHHBIX
cucTemMax
3J1IEKTPOHHOI0
AOKYMEHT0000poTa

Conep:xanue

22/18

[Tonastue o cucremax 310 u ECM-cucremax.

[TpaBuiia MmapipyTHU3aluu JOKYMEHTONIOTOKOB B cuctemax 9/10 u ECM-cucremax.
[TpaBuia opranuzanuu J0KyMEeHTOO00pOTa BXOAALIEro JoKkyMeHTonoToka B CO/I.
[IpaBuna opraHu3anuu TOKYMEHTOOOOpPOTa MCXOISIIETO AOKyMeHTomoToka B CD/I.
OtnpaBka TOKyMEHTOB.

[IpaBuia opranuzanuu TOKyMEHTOOOOPOTa BHYTPEHHETO JOKyMeHTonoToka B CO/I.

Pacnopsimutensusie qokymenTsl B COJI. [IpaBuna opranuzanuu JOKyMEHTOOOOpPOTa C
MPUKA3aMHU.

Pabora ¢ obpamenusmu rpaxaan B COJI. [IpaBuna opranm3anuu JOKyMEHTOOOOpOTa
oOparlieHu# Tpaxk/iaH.

[TpaBwita MOTOTOBKY AJIEKTPOHHBIX JOKYMEHTOB K C/IaYe B apXUB.
WudopmainimonHo-cnpaBoynas pabota no gokymentam B COJJ

B ToMm uucae MPAKTUYICCKUX 3aHSATHH 1 NMPAKTUYICCKUX paﬁoT

PGFI/ICTpaHI/IH 1 KOHTPOJIb UCTTOJIHCHHU A BXOAANINX TOKYMCHTOB B C3I[

OpFaHI/BaHI/IH I[OKYMCHTOO60pOTa BXOAAIIECTO JOKYMCHTOIIOTOKA.

Peructpanus u KOHTPOJIb UCHIOTHEHUSI HCXOIAUIMX JOKYyMEHTOB B CO/JI.

OpFaHI/BaHI/IH I[OKYMCHTOO60pOTa HCXOAAIICTO NOKYMCHTOIIOTOKA.

2. Peructparyisi 1 KOHTPOJIb UCTIOJHEHUSI BHYTPEHHUX JOKyMeHToB B CO/I.

Opl" aHu3a1us I[OKYMCHTOO60pOTa BHYTPCHHCTO JOKYMCHTOIIOTOKA.

Perucrpamus u KOHTpoJb HcnoiHeHUs oOpamieHud rpaxnaan B COJl. Opranuzanus
JIOKYMEHTO000pOTa 00pallieH!i rpax/iaH.

NININININININ

HO}IFOTOBKa JOKYMCHTOB K IIEPCAA4YC B apXHB.

CO3,Z[3.HI/IG QJICKTPOHHOT'O apXnBa NOKYMCHTOB.

IIpome:kyTouyHas arrecranus B popMme n1uppepeHIHPOBAHHOIO 324€Ta

NININ

B Tom unciie camocTosiTeIbHAs padoTa 00y4aromuxcs

OK 01-02, OK
05,
OKO9IIK 1.3 -
1.7

Pa3nea 3. OpranusanuoHHoe odecnedeHue AesiTeJbHOCTH OpPraHu3anuu

MJIK 01.03 Opranu3anusi CeKpeTapcKoro 00cjay:;KuBaHus

78/50

Tema 3.1.

\ Conep:xaHue

4/2

OK 01-02, OK 9

IIK1.1-1.6
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Poab npodeccun

Cekperapb B COBPEMEHHOM CTPYKTYpE YIIPaBIICHUS.

ceKperaps B HopmaruBHO-MeToqMueckas 6a3a KBaau(pUKaIMOHHBIX TPEOOBaHUH K MPO(ECCHH. 2

CTPYKTYpe CIyKObI

[€JTOTPOH3BOICTBA B TOM 4nc/Ie IPAaKTHYECKUX 3aHATHI H IPAKTHYECKUX padoT 2
OYHKIUU U JOJDKHOCTHBIE OOS3aHHOCTH CEKpeTapsi B 3aBHCHUMOCTU OT KaTETOPHH
CEKPETapCKOT0 OOCITYKIBAHUSI. 2
JloJKHOCTHAs! MHCTPYKITHMS CEKpeTapsi, 0COOEHHOCTH pa3pabOTKHU.

Tema 3.2. Conep:xanue 14/10

Opranuszanus u OproHomuueckue TpeOOBaHUs K YCIOBUSAM TpyJa CEKpeTapsl. 2

yciioBusi Tpyaa OcHaienue Oq)Hca OpraHu3allMOHHO-TCXHUYCCKUMU CPEACTBAMU. 2

ceKperaps B ToM unciie npakTHYECKUX 3aHSITHI U MPAKTHYECKHUX pPadoT 10 OK 01-02. OK
Opranuzanusa pabodyero Mecra B COOTBETCTBUU C TpeOOBaHUSIMH JPrOHOMHMKU U 2 0 4_05’
KYJBTYpBI TPYJa. OK 9 TTK ’1.1 B
XapakTepucTUKa H  KIaCCU(PUKAIMS TEXHUYECKUX CpPEACTB, HCIIOIB3YEMbBIX B 5 16
JeSITETIbHOCTH CEKpeTapsl.
CpencTBa MOATOTOBKH, U3TOTOBJIEHUS] U 00paOOTKH JOKYMEHTOB. 2
CpencTBa KOMMPOBAHUS U PA3MHOKEHUS. 2
CpencTBa XpaHeHHs! ¥ TPAHCIIOPTUPOBKU MHPOPMALIUH. 2

Tema 3.3. Conepxxanue 18/12

AnamunucTtpatuBHble | Opranusanus padoTel IPUEMHON. 2

¢byHkumMmu cekperaps OcoOeHHoOCTH Ci1yke0HOTO TeneOHHOrO pa3roBopa. 2
CpencTBa aIMUHUCTPATUBHO-YIIPABICHUYECKOH CBSA3H.
Opranuzanusa npueMa nocetuteneil. Buabl npuéma, yuer mocerureneil, co3ganue 6a3 2
JTAHHBIX.
B TOoM 4nc/ie NPaKTHYECKUX 3aHATHI H PAKTHYECKUX padoT 12 OK 01-02, OK
[TpaBwiia BegeHUS TeIeHOHHOTO Pa3roBOpA. 5 04-05,
Oducnasg ATC. OcHoBHbIE (DYHKIIMH U NIPABUJIN HCIIOJIb30BAHMSL. K 1.1-1.7
CpenctBa ¢akcuMuUIbHOW Tepenaun cooOueHuil. PakCUMMUIBHBINA ammapar, MpaBuia 2
€ro NpUMEHEHHUs.
OcobeHHOCTH PpabOTHI CEKpPETapsi C Pa3IMYHBIMU KaTETOPHUSIMH MOCETUTEIICH. 2
Paborta cexperapsi ¢ 0OpaneHusIMHU TpakaaH. 2
CepBucHBIC (DYHKITUU CEKpeTapsl. 2
KonTtposbHas pabora 2

Tema 3.4. Conepixanue 22/12 OK 01-02, OK
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Opranu3anuoHHbIE U
HH(opMAOHHbIE
byHkumnm cexkperaps

OpFaHI/I?)aI_[I/IH H I10JIr0TOBKa ,Z[CJ'IOBOfI IIOEC3AKH.

[ToaroToBka u 00cIyXMBaHHE KOHPEPEHTHBIX MEPOIIPHUITHH.

COBCH_IaHI/IC KaK B[ ynpaBnqueCKOﬁ JCATCIIBHOCTH.

NN

B ToMm yuncie MPAKTUYIECCKUX 3aHATHI 1 NMPAKTUYICCKUX paﬁoT

[EEN
N

Cocrasienue 1 oopmIIeHHE TPOrpaMMbl KOMAaHIUPOBKH.

TpeBen-noep:kKa 1eI0BON MOE3AKU PYKOBOIUTEIS.

Opraau3anys ¥ POBEJCHUE MPOTOKOJIBHBIX MEPONPUSTHIA B ouce.

IToaroroska Pa3JIMIHBIX TUIIOB COBEIIAaHUMN U UX O6CJ'Iy>KI/IBaHI/Ie.

2NN

Paborta cexkperaps mo nHQOpMaAITMOHHOMY O0CITYKHBAHUIO PYKOBOJHTEIISL.

04-05,
OKI9IIK 1.1 -
1.9

Tema 3.5.

DYyHKUUH ceKpeTapst
10 IVIAHUPOBAHUIO
paGouero BpeMeHH

Conep:kanue

10/8

OO611re BONpoCH! INIAHUPOBAHUS U OpraHU3aIMi pabo4yero BpeMEHHU.
[TnanupoBaHue U opraHusanys padoyero JHs pyKOBOJUTEINS U CEKpeTapsl.

B ToM unciie NpaKkTHYeCKUX 3aHSTHI M PAKTHYECKUX padoT

CoBpeMeHHbIE METObl IUTAHUPOBAHUS pab0Yero BpeMEHHU.

[TnanupoBanue paboyero JHs ceKpeTapsl.

[InanupoBanue pabouero nHA pykoBoautens. CorjacoBaHue pexuma paOoOTHI.
IInanupoBaHue MEPONIPUATUIN, YTOYHEHUE TTOPYUYCHU.

IIpomexyTouHasi arTecTauus B popme IK3aMeHa

KoncyabTanun

N | & |IN|IN(

B ToM 4nciie camocTosiTeJIbHAs padoTa 00y4alOIMXCs

2

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

Pasznen 4. I_IOKyMeHTI’IpOBaHI/le H Opraumsanus paﬁoTbI C KA/IPOBBIMHU JOKYMCHTAMM

MJK 01.04. JlokymMeHTALMOHHOE 00ecrneYyeHne KapOBOi CJIYKObI

150/98

Tema 4.1.
HopMmatusHo-
NnpaBoBoe
peryjMpoBaHue
TPYAOBbIX OTHOLLCHU

Conep:xanue

14/4

HopmaruBHble mpaBoBble akThl Poccuiickoit @enepanuun B chepe TPyHOBBIX
OTHOILIEHHUH.

JlokanbpHbIE HOPMATHBHBIE aKThl IO IEpPCOHANy: o0s3aTelbHbIE U HEoOs3aTelbHbIC
(paxynpTaTHBHBIE).

HOp}IIIOK MPCACTABJICHUA NOKYMCHTOB I10 ICPCOHAIY B rOCYJapCTBCHHBIC OPraHbl.

[Topsimok cOopa, 0OpabOTKH, W3MEHEHUS M YHHUYTOXKCHUS TEPCOHAIBHBIX JaHHBIX
pPabOTHUKOB.

HOpSIIIOK BCACHUA BOMHCKOI'O YUCTa B OpraHu3aluu.

[Topsimok BepeHus yuera pabodyero BpeMeH!u pabOTHUKOB.

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

AN NN

OK 01-02, OK
04-05,
OK9IIK 1.1 -
1.9
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Odopmnenue cornacus Ha 00pabOTKY MEPCOHABHBIX TAHHBIX. 2
Odopmienne nmakera JOKyMEHTOB 110 BOMHCKOMY yYeTy. 1
Odopmrnenue Tabens yaera pabouero BpeMeHH. 1
Tema 4.2. Conepixanue 18/12
Kommuieke [Topsiiok nokymMeHTHpOoBaHUs Mpuema Ha padoTy. CocraBinenue otuetoB EDC-1. 2
AOKYMEHTOB I10 Y4eTHbIe TOKYMEHTHI 10 IEPCOHAILY. 2
YCTAaHOBJECHHUIO H3meHeHune nepcoHanbHbIX TaHHBIX pa6OTHI/IKOB. 2
TPYAOBBIX B ToM unciie NpakTHYeCKUX 3aHATHI M NPAKTHYECKUX PadoT 12 OK 01-02, OK
MPaBOOTHOIEHH I OdopmiieHrE TPYIOBOTO JIOTOBOPA. 2 04-05,
3anonHeHne yHUPUIMPOBAHHBIX (POPM MEPBUYHON YUETHON JOKYMEHTAIIMH. 2 OK9IIK 1.1 -
Odopmitenne TpyaoBoit KHIKKH. OdopMiIeHNE THIHON KaAPTOUKH. 2 1.9
DopmMupoBaHUE JIUYHOTO JENa. 2
1. CocraBnenue oruera EOC-1. 2
CocraBnenne u odopMmileHHE IpHKaza 00 W3MEHEHHM NEepCOHAIbHBIX JaHHBIX 5
paboTHHKA.
Tema 4.3. Conep:xaHue 20/10
Kommiexce ITopsiioK JOKYMEHTHPOBaHMS NIEPEeBO/Ia pabOTHHUKA HA IPYTYIO paboTy. 2
AOKYMEHTOB [TopsiIoK TOKYMEHTHPOBaHMSI KOMAaHIMPOBAaHUs PAOOTHHUKOB. 2
10 ABUKEHUIO KaAPOB | [Tops 10K TOKYMEHTUPOBAHUS MPEIOCTABICHUS OTITyCKa PaOOTHUKY. 2
[Topsi 10K TOKYMEHTHPOBAHUS MOOIIPEHHS] pAOOTHUKOB. 2 OK 01-02. OK
[Topsi1o0K JOKYMEHTHPOBAHMSI BEIHECEHUS! TUCIIMIIMHAPHBIX B3bICKAaHUH. 2 0 4_05’
B TOM 4Hc/ie IPAKTHYECKUX 3aHATHI U MPAKTHYEeCKUX padoT 10 OK 9 TIK 1 1
3anonHeHne YyHUPUIMPOBAHHBIX POPM NMEPBUYHON YUETHON JOKYMEHTAIIUH. 2 19 ’
2. OdopmiieHne nepeBoia pabOTHUKA HA APYTYIO padoTYy. 2
OdopmieHne KoOMaHIUPOBaHUSI PAOOTHHUKOB. 2
OdopmiieHne MpeocTaBIeHUs] OTIYCKa paOOTHHKY. 2
Odopmienue moomperust pabOTHUKOB. 9
OdopmiieHne BEIHECEHUS TUCIUIIIIMHAPHBIX B3bICKAaHH.
Tema 4.4. Conep:xaHue 8/6 OK 01-02. OK
Kommexce [Topsimok TOKyMEHTHpPOBAHUS YBOJIbHEHUS PAOOTHUKOB. 0 4_05’
AOKYMEHTOB I10 [Topsi 1ok TOATOTOBKY A€ 0 JIMYHOMY COCTaBY K IIEpejaue B apX1B OpraHU3aliy. 2 OK 9 TIK '1.1 _
PACTOPKEHUIO _ 1.9
B ToM 4ynciie NpaKTHYECKHUX 3AHATHI U PAKTHYECKHUX padoT 6
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TPYAOBBIX

3. 3anosHeHWe YHUDUIIUPOBAHHBIX (OPM TMEPBUYHONW YYETHOW JOKYMEHTAIUU.

NPaBOOTHOIIEHH i OdopmieHne yBoJIbHEHUsT PpAOOTHHKOB. 2
3anonHeHue pa3AenoB TPYJOBONW KHIKKH paOOTHHKA.
2
Cocrasnenue oruetoB EQC-1.
[TonroroBka TMYHOTO ea pabOTHUKA K Mepe/iadye B apXHB. 2
IIpomeskyTounas arrectauus B popme 1uddepeHINPOBAHHOIO 3a4eTa 2
B ToMm 4nciie camocTosiTeJibHAsE paboTa 00y4aImmMXcs 4
Tema 4.5. Conep:xanue 8/4
Opranusanus padorsl | Homenxiatypa ngen kaapoBod ciaykObl. Ilopsgok TOATOTOBKH, COCTaBICHUS W 5
¢ Ka/IpOBbIMH o opMIICHUS. OK 01-02. OK
AOKYMEHTaMH OpranuzanvoHHO-PACIIOPSIUTENbHbBIE IOKYMEHTHI B KQJAPOBOU CIIyk0e€: 0 4_05’
MIPUKA3bl 10 OCHOBHOM JEATEIBHOCTH; CIIPaBKU, TOKJIAAHbIE 3aIUCKU. DopMUpOBaHUE U 2 OK 9 TTK ’1 1
XpaHEHue JAell. 19
B TOM 4nc/Ie IPAaKTHYECKUX 3AHATHH M NPAKTHYECKHUX PadoT 4
4. CocraBienue U opopMIeHHE HOMEHKIIATYPHI 1€ KaJIPOBOM CITYKOBI. 2
OdopmiieHne opraHu3alliOHHO-PACTIOPSIUTEIbHBIX JOKYMEHTOB. 2
Tema 4.6. Conep:xaHue 32/16
DOyHKIHOHAJIbHbIE Crpykrypa npukinagHoro pemenus. Ilnarpopma u konpurypauuu. Bepcun nponykra. 2
BO3MOKHOCTH B OTtnnuns uHTEpQEicoB pa3HbIX BEPCHA.
nepBoHAYaIbHAsA OcHoBHble cBepeHus o nporpamme «l1C:Kaapsi»: BO3MOXHOCTH, CTPYKTypa, 3alycK 5
HACTPOMKA MPOrpaMMBl.
NnporpaMMsbl HauanpHas HacTpoiika nporpammbl. CBesleHust 00 opraHu3aiyy. Y 4eTHas NoJUTHKA. 2
«1C:Kanpbi» NuTepdeiic, OCHOBHbIE MAHENU POrPAMMBL. 2
Crpykrypa kommanuu. Hacrtpoiika cnucka mnosab3oBatened. llltatHoe pacnucanue, 2 OK 01-02, OK
M3MEHEHUE MITATHOTO PACIUCAHUS. 04-05,
[TapameTpsl ydera ¢ UCIIOIB30BAHUEM IIOMOIIHUKA. HacTpolika JTOIOIHUTENBHBIX IIPaB OK9IIK 1.1 -
M0JIb30BATENSI. 1.9
3anojHEeHNe CIPaBOYHUKOB. 2
3anosHeHne KJIacCU(PUKATOPOB. 2
B TOoM 4nc/ie IPaKTHYeCKUX 3aHATHI H PAKTHYECKUX padoT 16
Coznanne nHGOPMAIIMOHHON 0a3bl, HACTPOHKA MPOTPaMMBI. 5
HacTpoiika mpon3BOICTBEHHOTO KaJleHAAaps U TPaduKOB.
Hacrtpoiika mapaMeTpoB yueTra, HaCTpOWKa MOjab30BaTesl. BBOA KaIpoBBIX AaHHBIX U 5

YCJIOBHM OIJIATHI TPYJIA.
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CO3I[aHI/Ie perucrTpa CBGI[GHI/II‘/'IZ ITaTHOE pacCirucaHuce, CBGI[CHI/II\/'I O IITAaTHBIX €AMHHUIaX
OopraHu3alnu, mTaTHad paCcCTaHOBKaA.

3aroNHEeHUe CIPaBOYHMKA OPraHM3alUM; MOAPA3LCIICHUN NPEANPUATHS; NOJDKHOCTEH
OPEINPUSTHS;, CIPABOYHUKA Tpaduka paboThl MPEAPUITHSI.

3anonHeHne CIIPABOYHHUKOB! (bl/ISI/ILIeCKI/Ie Jina, COTpPYAHUKMU.

3anonHeHue  Kilaccu@uKaTopa  JIOKYMEHTOB,  YAOCTOBEPSAIOIIUX  JIMYHOCTH;
KJ1accu(UKaTOpa S3bIKOB HAPOJIOB MUPA; KIacCH(UKATOpa CTENCHN 3HAHUH SI3bIKA.

3anonHeHne Kiaccu(uKaropa CEMEWHOro TOJIOKEHUS; Kiaccu(puKaTtopa CTEIeHH
pOJICTBA; KIIacCH(UKATOPa BUIOB 00pa30BaHUsI.

KonTponbnas pabota

B ToMm 4nciie caMmocTOsITEJIbHAS paGOTa oﬁyqaloumxcs[

Tema 4.7.

Benenne kaapoBoro
yyera B mporpamMmme
«1C: Kaapbi»

Conep:kanue

[Tpuem Ha paboty. KagpoBoe nepemenienne. YBoJIbHEHHE.

KomanaupoBku: npukas, ciyxeOHOe 3aJaHue, KOMaHAMPOBOYHOE YAOCTOBEPEHHE.
Otnycka: npukas, rpauk OTIycKOB, BO3BpaT Ha paboTy.

dopmupoBaHue TUYHBIX KapToyek. Tabenp yuéra pabouero BpeMeHH.

BouHckult yuer. Buabl 0oT4€TOB.

N

B ToMm uucae MPAKTUYICCKUX 3aHATHIL 1 NMPAKTUHICCKUX paﬁoT

N
N

OdopmiieHne npreMa CoTpyIHUKOB.

Kanposoe nepemenienue.

Odopmnenne yBoJIbHEHUSI.

OdopmieHne KoMaHIUPOBKH.

Odopmienue oTmmycka: nmpukas, rpaduk OTIYCKOB, OTYETHI TTO OTITYCKaM.

OTCYTCTBI/IC Ha pa6oqu MCCTC: 3alIOJIHCHUC U TPOBCACHUC NOKYMCHTOB.

Bo3sBpar Ha paboTy B KOMITaHHUH. 3aMIOJTHEHHUE W POBEJICHUE JOKYMEHTOB.

(DOpMI/IpOBaHI/Ie JIMYHBIX KapTOYCK.

3anonHeHue Tabens yyera pabodyero BpeMeHHu.

Benenne BorHCKOTr0 y4c€Ta B IporpamMmme.

OdopmieHue oT4eToB.

Vnanenue o0bekTOB. YmpaBieHue uroramu. CoxpaHeHHE W BOCCTAHOBJICHUE JTAHHBIX.
Brirpyska JaHHbBIX B ApyTrHe KOHPHUTypaIHH.

IIpomeskyTouHnas arrectauus B popme IK3aMeHa

KouncyabTanumn

N N INNNINININNININININ

OK 01-02, OK
04-05,
OKO9IIK 1.1 -
1.9
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\ B Tom unciie camocTosiTeIbHAsA padoTa 00y4aronmuxcs 2
Y4yeOHas npakTuka 108 OK 01-02, OK
IIpousBoacTBeHHAs MPAKTHKA 144 04-05,
Buasbi pator: OK9IIK 1.1 —
W3ydyeHue CTPYKTypbl OpraHuM3alii — MecCTa MPOXOXKICHUS MPaKTHUKU (Jajgee — OpraHu3aluu) C Lelbio 1.9

COCTaBJICHUSI CXEMbI CTPYKTYpbl opranu3aiuu. O3HaKOMJICHHE C MPAaBOBBIMH (YUPEIUTEIbHBIMU), JTOKAILHBIMH
HOPMATHUBHBIMU aKTaMU M PACHOPSAUTENIbHBIMU JTOKYMEHTaMu opraHu3anuu. COCTaBiIeHHME CIHUCKAa MCTOYHHKOB
komruiekToBaHusi OP /] opranuzarnmmu.

N3yuenune MHCTpYKIUH 1O 1€TONPOU3BOJICTBY OpraHU3aluu. 3HaKOMCTBO C IIPABUJIAMH COCTABIICHHS IIPOEKTOB U
oopMIIeHNsT JOKYMEHTOB, TOPSAKOM COTJIACOBAHUS U MOIMUCAHUS/YTBEPKICHUS JJOKYMEHTOB B OpraHU3aIHH.
O3HakoMJIEHME C MPOrpaMMHBIMHM CpeICTBaMH Yy4éTa, XpaHeHMs, OOpaOOTKM M TIOHCKa JIOKyMEHTOB,
UCTOJB3yEeMBbIMH B OpraHu3anuu. l3ydeHne OCHOB W chenuuku pabOThl € JOKyMEHTAalWEH B CHCTEME
AMEKTPOHHOr0 A0KymMeHTooOopora (COJI) opranmzanuu. Vcrmonb3oBaHue B paboTe IIOOATBHBIX M JIOKAIBHBIX
ceTel Jyisl MOIy4YeHUs U XpaHeHUs! HHpopMmaliu, ooOMeHa nHpopMaruei.

3HAaKOMCTBO ¢ JIOKyMeHTo0oOopoToM opranuzaiuu. Mcnons3oBanne COJl B pabote ¢ mokymentamu. OOpaboTka
BHYTPEHHUX JIOKYMEHTOB, 00paboTKa M OTMIpaBKa HCXOASIIUX JIOKYMEHTOB, NMpHEM M IMepBUYHas oOpaboTKa
BXOJAIIMX JIOKYMEHTOB. Perucrpanuss MJOKYMEHTOB M MapHIpyTH3alus JOKYMEHTONOTOKOB. KoHTpois
UCIIOJIHEHUS! TOKyMeHTOB. MH(popMalimoHHO-clipaBOYHasi U MOMCKOBasi paboTa C UCMOJIb30BAaHUEM CHUCTEM yuéTa
JOKYMEHTOB B OPraHU3aLlNH.

OdopmieHre OpraHU3alMOHHBIX, BHYTPEHHHUX (MPUKAa3bl, PAacHOpSKEHHs, TOBEPEHHOCTH, 3alUCKH, CIPABKH,
aKThl, IPOTOKOJIBI U JIP.) U UCXOASIINX JOKYMEHTOB OPTaHU3aIMH C HCIIOJIb30BaHUEM COBPEMEHHBIX POTrPaMMHO-
TEXHUYECKUX cpeAcTB. KOHTponb MNpaBMIIBHOCTH COCTaBIIEHUS, OGOPMIIEHUS JIOKYMEHTOB (pPEKBHU3UTHI,
0COOEHHOCTH HaNMCaHUs TEKCTOB, MHOTOCTPAHWYHbIE JOKYMEHTHI), MOpSAKa U3JaHUs JTOKYMEHTOB (C y4&€ToM
CHelU(pUKNA CHUCTEMBI JEJIONPOU3BOACTBAa opranuzauuu). KoHcTpynpoBaHue OJaHKOB OpraHM3alllM, CO3JaHHE
11a0JIOHOB JJOKYMEHTOB.

Opranuzaiys TEKYLIEro XpaHEHUs JOKyMEHTOB. DOopMHUpOBaHUE /€ B COOTBETCTBHMM C HOMEHKJIATypoH el
OpraHM3alyy. Y4YacTHE B IIPOBEJIEHUM SKCIIEPTU3bl LIEHHOCTH NOKYMEHTOB CHCTeMaTu3alus JOKYMEHTOB IIO
CTPYKTYpPHO-XpOHOJIOTHYecKoMy puHLuIy. OdopmieHue y4ETHBIX TOKYMEHTOB OCTYIIEHUS U BBIOBITHS JIEJI.
O3HaKOMJIEHME C YCTAaHOBJIEHHBIMU B OpraHW3alMy IPaBWJIAMHU IOJArOTOBKH JOKYMEHTOB K I€peJadye B apXHB.
[ToaroroBka moxkymeHTOB K mepenade B apxuB. Odopmienne nen. CocTaBiieHHE ONMUCEH JOKYMEHTOB W JICII.
CocraBiieHHE aKTOB BbIJAa4H, IEPEJAUYH, YHUUTOKEHUS JOKYMEHTOB.

3HaKOMCTBO C KaTeropusMH U BHJAMH JIOKYMEHTOB, OOpa3yloIIMXCsl B OpraHU3alldd, COAEPIKAIIUX
KOH(HIEHIMaTbHYI0 nH(popMmarmio. Opranuzanusi padoTel Mo 00paboTKe TOKYMEHTOB OIpPaHHMYEHHOI'O JTOCTYIIA.
O3HakOMJICHHE C TPUMEHSEMbIMH B OPTraHU3AallMM CPEICTBAMM KpHUNTOrpaduu Juisl 3aIMThl 3JIEKTPOHHBIX
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JOKYMEHTOB C HCIOJb30BaHUEM CIIELHUAIBHOIO MpOorpaMMHOro oOecredeHus. BeimonHenue pabotr 1o
00ECTIEYECHHUIO 3aLIUTHI AIEKTPOHHBIX IOKYMEHTOB OT HECAHKLIMOHUPOBAHHOT'O JIOCTYIIA.

Opranuzainus paboThl NpUEMHON (30H mMpuéMa MOCETUTENEH): peryJupoBaHUE MOTOKA MOCETUTENeH, NMpuéM u
peructpanus noceruteneil. [InanupoBanue paboyero gHS pyKOBOIUTENs W cekperaps. IloAroroBka eIOBBIX
BCTpEY U NEPEeroBOpoB pykoBoauTens. Pabora mo oOcmyKMBaHUIO Pa3IUYHBIX TUIIOB COBELIAHHUM M COOII0AeHNE
MIPAaBUJI UX TTOATOTOBKHU U IPOBEICHUSI.

Benenue TtenedonHbix meperoBopoB. DuibTpanus U nepeagpecanus 3BOHKOB. [lpuém u  mepemaua
tenedoHorpamym, (akcorpamMm, COOOMIEHUH IO IJICKTpOHHOUW TouTe. MH(popMannoHHOe oOecreueHue
JesTeNbHOCTH pyKoBoauTens. O3HakoMIIeHHWE ¢ MpaBwiaMu paboThl ¢ KOHGUACHIUATbHOW uH(pOpMalmei
B OpraHu3aluu.

Pabota 1o 03HaAKOMIIEHHIO C COCTaBOM M OCOOEHHOCTSIMH JIOKYMEHTOB OpPTaHU3AIMH, PETYIUPYIOMIUX TPYAOBbIE
oTHOIICHHs (OpraHU3aIlMOHHO-PACHIOPSIUTEIBHBIC JOKYMEHTBI, JIOKYMEHTBI MO JIMYHOMY COCTaBy, TPYIOBOM
JIOTOBOP, JIOTOBOP O MAaT€pPUAIILHON OTBETCTBEHHOCTH U T.1.). OdopMieHHe TOKYMEHTOB IO JIMYHOMY COCTaBy U
X Komui (Mpu HEOOXOJMMOCTH). 3HAKOMCTBO C CUCTEMOM YHHU(UIMPOBaHHBIX (OPM MEPBUYHON YUETHOI
JOKYMEHTAIMM OpraHu3aluy. 3anojHeHne GopM NepBUYHON yu€THON nokyMmeHTanuu. PaboTa ¢ 3asgBIEHUSMH 110
JTUYHOMY COCTaBY, BeJieHHe U oopmieHue TpyaoBeiX kKHUkEK. Mcnonb3oBanue COJl mpu paboTe ¢ KaIpOBBIMHU
JOKYMEHTaMH.

IIpome:xxyTouHasi arTecTanus OK 01-02, OK
6 04-05,
OKO9IIK 1.1 -
1.9
Bcero 772

2.4. KypcoBoii npoexr (padora)

Kypcosoii mpoekt (pabota) o [IM.01 OcyiiecTBieHne OpraHu3aiuoOHHOTO U JOKYMEHTAIMOHHOTO 00ecriedeH sl JesITeIbHOCTH OPraHU3aIiu

SBJIAETCS 0053aTEIbHBIM K BBIIIOJHEHUIO.
TemaTuka KypcoBbIX IPOEKTOB (padoT)

OcoGenHoctr 0OPMIIEHHS OCHOBHOI YacTH IOKYMEHTa B PA3JIMYHBIX BUIAX MHUCEM.
Ocobennoctu 0(hopMIIEHUSI OCHOBHOM YacTH TOKyMEHTA B PACIIOPSAUTEIbHBIX JOKYMEHTAX.

ok wdE

JloknanHas v Ciry>keOHast 3aIMCKU, OCOOCHHOCTH MCTIOIb30BAHUS ISl BHRYTPEHHUX KOMMYHUKALIUH.

3HaUYCHNE CHCTEMBI OpFaHI/I3aHHOHHO-paCHOPHJII/ITeHBHOfI AOKYMCHTAaIUHU JJIsI JOKYMCHTUPOBaAHUA ynpaBnqueCKof/'I JCATCIIBHOCTH.
PexBU3UTHI 3ar0JI0BOYHON YacTU JOKYMCHTA, IIpaBUJia O(I)OpMJ'ICHI/Iﬂ B COOTBCTCTBUHU C pCKOMCHAAIWAMU CTaAHAApTA.

I/IH(bOpMaHI/IOHHO'CHpaBOIIHBIe JOKYMCHTEI B CUCTEMC OPraHU3aAlMOHHO-PACOPAOAUTCIIBHBIX JOKYMCHTOB, NX HA3HAUYCHHUC U OCHOBHBIC BHU/IBI.
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CocraBieHnue oopMIISIIOIIEH YacTH JOKYMEHTa, 0COOEHHOCTH MPaKTUYECKOr0 MPUMEHEHHS PEKBU3UTOB O(POPMIISIOIIEH YacTH JOKyMEHTa
B Pa3JIMUHBIX BUJAX OpraHU3allMOHHO-PACIOPSAAUTEIbHON TOKYMEHTALMY.

CocraBienue u opopmiieHre rpuoB YTBEPKIECHHS U COINIACOBAHUS, Ha3HaYEHNUE U OCOOCHHOCTH O(hOPMIIEHUS! PEKBU3HUTOB.
OTMeTKHM Ha TOKYyMEHTE B COOTBETCTBUH C PEKOMEHIALUSIMU ITOCYyJapCTBEHHOI'O CTaH1apTa.

Pa3Butue noHATHA «JOKYMEHT»: OIpeesieHHe U (yHKLUH.

Yuauduxanus u cranaapruzanus. Crangaptel B JJIOY Ha COBpEMEHHOM JTare.

OdunmanbHbI TOKYMEHT U €70 MECTO B CUCTEME yIpaBJICHUS.

Cucrema ADOKYMEHTOB, YHH(HIMpOBAaHHAs CHUCTEMa JOKYMEHTOB M YHH(DHUIMPOBAHHAS CHUCTEMa OPraHU3AIOHHO-PACIOPSAUTEIBHOMN
JOKYMEHTaLUH.

Knaccudukanus opraHu3aimoHHO-PaCIOPSIIUTEILHOW JOKYMEHTAIMH U €€ IPaKTUIECKOe IPUMEHEHHE.
TpeboBaHMs K KOHCTPYHPOBaHUIO OJaHKOB. Bubl G1aHKOB.

[IpaBuia u ocoGeHHOCTH OPOPMIICHHSI TPOTOKOJIOB.

Pounb pacniopsauTenbHbIX JOKYMEHTOB B yIIPaBICHUM OpraHU3alueil Ha COBPEMEHHOM 3Talle.

[IpaBuia opopmieHHs pacoOpsiANTEIbHBIX TOKYMEHTOB, N3/1aBa€MbIX Ha MPUHIUIAX KOJJIETHAbHOCTH.
[IpaBuna opopmiieHHs pacTiopsIUTEIbHBIX JOKYMEHTOB, 3/IaBa€MbIX Ha MPUHLIMNAX €AWHOHAYAIIHSL.

[IpaBuia cocraBneHus 1 0hopMIIEHHUS MpUKa3a 10 OCHOBHOM J€STEIbHOCTH.

ITpaBuna cocraBieHus: 1 0OPMIICHUS PaCcTIOPSHKEHUS U YKa3aHUS.

JIOKYMEHT — KaK 3JIEMEHT JIeJIOBOTO OOIIECHHUS.

ITpaBuna opopmieHus 61aHKa U peKBU3UTOB MUCHMA.

NupopmanionHsiit 00MeH ¢ MOMOIIBIO NTepenuck. Buipl nucem.

PykomnucHble peKBU3UTHI HAa OQUIIHMATIBHBIX JOKYMEHTaX.

[IpaBuna cocraBnenus 1 oPopMIICHUS JOKIATHBIX, OOBICHUTEIBHBIX U CITYKEOHBIX 3aIHCOK.

[IpaBuna cocraBieHus 1 opopmiieHUs OUIHATIBHBIX U OMOrpaduIecKux CIIpaBoK.

[IpaBuna cocraBneHus 1 0hopMIIEHUS JOKYMEHTOB, 00€CIeUNBAIOIINX ONEPaTUBHOCTh Nepeaun HHGOpMaLUH.
IIpaBuna cocraBieHus: 1 0(OPMIIEHUS TOBEPEHHOCTEN U PACIIUCOK.

Kommu noxymeHnToB. Buibl konuil U MX nctopudeckoe pa3BuTHe. [Iopsaok y1ocToBEpeHUS KOIUN.

[Toanuck n neyatk, Kak BaKHbIE PEKBU3UTHI IOKYMEHTA: STallbl COBEPIICHCTBOBAHHUS.

DJeKTpOHHAs MOAMHUCH: 00JIACTh TPUMEHEHHUSL.

SI3bIK ¥ CTUJIB CITY’)KEOHBIX TOKYMEHTOB B HH()OPMAallMOHHOM OOLIECTBE.

[IpaBuia cocraBieHus: 1 0(OPMIICHHUS AKTOB.

KondunennuanbHble TOKYMEHTHI: KJIacCU(pUKaLMs 10 rpudy OrpaHU4eHus J0CTYIIA.
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3. YCJIOBUSA PEAJIM3ALIUU TPO®ECCUOHAJIBHOI'O MO YJIA

3.1. MaTepuajbHO-TEXHHYECKOE 00ecreueHue

Kabunets! «IIpodeccnonanbHbIx MOAYINEH», OCHAILICHHBIE B COOTBETCTBUHU C MPUIIOKEHHEM
3 OOII-II.

Jlaboparopuu «MHDOpMALIMOHHBIX U KOMMYHUKAIIMOHHBIX TeXHOJOTUY, «KoMmbroTepHOit
00paboTKH JOKYMEHTOB», «OpraHuzanmuu paboThl C JOKyMEHTaMH, CHCTEM 3JIEKTPOHHOTO
JIOKyMEHT0000poTa», «YueOHasi KaHUEISIpUs», OCHAIICHHbIE B COOTBETCTBHH C MPHJIOKEHHEM 3
OOOII-II.

OcHamieHnbie  06a3bl TPAKTUKH (MAacCTEPCKUE/30HBI 110 BHJAaM paboOT), OCHAIEHHBIC B
cooTBeTcTBUU ¢ npuioxenueM 3 OOII-IT.

3.2. Y4eOHO-MeTOAMYECKOE O0ecnedeH e

3.2.1. OcHOBHBbIE NeYaTHbIE U/WJIN 3JIEKTPOHHbIE U3IAHUSA

1. AoGynamze /. I'. JlokymMmeHTannOHHOE 00ECIICUCHUE YIIPABICHUS MIEPCOHATIOM: YUECOHHUK
U TpaKTUKyM JJs cpenHero mnpodeccuonansHoro obpasosanus / JI. I'. AOymamze, U. b.
Beimpsokkuaa, B. M. MacnoBa. — 2-¢ u3j., nepepad. u gon. — Mocksa: U3natenberBo KOpaiiT,
2022. — 370 c. — (Ilpodeccronansuoe odpazoBanue). — ISBN 978-5-534-15076-6. — Texkcr:
anexktpouHbii / DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/487121.

2. AnryxoBa, H.®. Cucrtembl 3J1€KTPOHHOrO JIOKYMEHTOOOOpoTa: ydeOHoe mocobue /
AntyxoBa H.®., [I3t06enko A.JL., Jlocera B.B., UeunkoB FO.b. — Mocksa: KnoPyc, 2022. — 201
c. — ISBN 978-5-406-02705-9. — URL. https://book.ru/book/936560. — TeKCT: 371€KTPOHHBIIA.

3. Kopnees, U. K. JlokymeHTaIoHHOE 00ECTICUeHNE YIPABICHUS: YICOHUK U PAKTUKYM
I cpenHero mnpodeccuonanbHoro obpaszoanus / M. K. KopaeeB, A. B. Ilmenko, B. A.
Mamypues. — 2-e¢ uza., nepepad. u gon. — Mocksa: M3garensctBo FOpaiit, 2022. — 384 ¢. —
(ITpodeccronansuoe obpazoBanne). — ISBN 978-5-534-05022-6. — Texct: anextponHslii // DBC
IOpaiir [caiit]. — URL.: https://urait.ru/bcode/472550.

4. KacesuoBa, I'. 10. Jlemonpon3BoACTBO U Jpyrue acnekThl padboTsl cexpetaps / [.1O.
KacbsnoBa — 7-e u3z., nepepab. u gon. — Mocksa: U3narensctBo Abak, 2020. — 304 c.

3.2.2. JlonoJIHUTEIbHbI€ HCTOYHUKH

1. Anppeesa B.U. Jlenonpou3BoACTBO: OpraHM3alus M BelleHHE: y4eOHO-TIPaKTUYECKOe
nocooue / Auapeea B.MI. — Mocksa: KuoPyc, 2020. — 294 ¢. — ISBN 978-5-406-00580-4. —
URL: https://book.ru/book/934225. — TekcT : 31eKTpOHHBIIA.

2. Amnzoposa C.I1. Opranuzanus TpyJaa rocyIapCTBEHHBIX M MyHHIIUTIAIBHBIX CITYXKAIIUX :
yuebHoe nocobue / C.I1. AnzopoBa, C.I'. denopuykoBa. — Mocksa : UHOPA-M, 2022. — 160 c.
— (Beicmee oOpazoBanme: bakanaBpuart). - ISBN 978-5-16-016369-7. - TekcT : 31€KTPOHHBIA. -
URL.: https://znanium.com/catalog/product/1151473. — Pesxum 10CTyMa: IO TOAITUCKE.

3. bynmar P.E. JlokymMeHTalmoHHOE OOECIICUeHUE YIPABICHUS IIEPCOHATIOM: Yy4eOHOe
nocobue / P. E. bymat. — Mocksa: MUH®PA-M, 2019. — 234 c. + Jlon. marepuaisl
[[DnexTponnsIii pecypc]]. — (Bricmiee oopazoBanue: bakanaspuar). - ISBN 978-5-16-010318-1. -
Tekct: anexkrponnsiit. - URL: https://znanium.com/catalog/product/1007087. — Pexxum gocTymna: o
TIOJTITHICKE.

4. Tyryea T.A. KoHduneHnuambHoe IeIONPOU3BOACTBO: YyueOHoe mocobue / T.A.
['yryeBa. — 2-e u3n., mepepab. u gorn. — MockBa: UTHOPA-M, 2022. — 199 c. — (Cpennee
npodeccuonansHoe obpazoBanue). - ISBN 978-5-16-016585-1. - Tekcr: snextponHsbiii. - URL:
https://znanium.com/catalog/product/1191331. — Pexxum 10CTyma: MO MOAITUCKE.

5. Tycapoba M.H. OpraHuzanioHHO-UH()OPMAIMOHHOE U  JIOKYMEHTAllMOHHOE
obecrieueHne AeITEIHPHOCTH PYKOBOAUTENS: yueOHO-MeToanueckoe mocooue / M. H. I'ycaposa, C.
B. Topkym. — Mocksa: PTY MUPDA, 2022. — 106 c.— Tekcr : anekrponHslit // Jlanp :
SIIEKTPOHHO-OnOMmoreuynas cucrema. — URL: https://e.lanbook.com/book/176556. — Pexum
JIOCTYTIA: JIIsl aBTOPU3. TIOJIb30BATENEH.

6. HenompousBoactBo: yueOnuk / T.A. brikoBa, JI.M. Bsuosa, K0.M. Kykapuna, JI.B.
Cankuna; nox ooul. pea. nou. T.A. beikoBoil. — 4-e u3a., nepepad. u gon. — Mocksa : UTHOPA-
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M, 2022. — 393 c. + [on. marepuansl [[DnekTpoHHbii pecypc]]. — (Bwicmiee oOpa3zoBaHue:
bakanaspuar). — DOI 10.12737/1014190. - ISBN 978-5-16-014992-9. - Tekct: 3JIEKTPOHHBIM. -
URL.: https://znanium.com/catalog/product/1014190. — Pexxum g0oCTyIa: 1Mo MOAMUCKE.

7. Hoponuna JI.A. JlIokyMeHTaIIMOHHOE OOECIIEYCHNE YIIPABICHUS: yYEOHUK U IPAKTUKYM
JU1s cpeaHero npodeccuoHanbHoro oopazosanus / JI.A. Jloponuna, B. C. UpurukoBa. — Mockaa:
WznatensctBo FOpaiit, 2022. — 233 c¢. — (IIpodeccuonanbroe odpazoBanue). — ISBN 978-5-

534-05783-6. —  Tekcr: oamektponnbii // OBC  WOpaitr  [caiir]. —  URL:
https://urait.ru/bcode/473802.
8. KondunennumansHoe JIEITOTIPOU3BOJICTBO u 3alUIIECHHBIT AIIEKTPOHHBIN

nokymenroobopor: yueObnuk / H.H. KynseB, A.C. [démymkun, T.B. Kowngpamosa, A.l.
®abpuunos; oxa oom. pen. H.H. Kynsesa. - 2-e uzn., nepepad. u mon. - Mocksa : Jloroc, 2020. -
500 c. - (Homas ynmBepcurerckas OuOmmoreka). - ISBN 978-5-98704-711-8. - Tekcr
snekrpounsii. - URL: https://znanium.com/catalog/product/1212394. — Pexum mgocryma: 10
TIOJIITUCKE.

9. KopueeB N.K. Texuuueckue cpenctBa ynpasienusi: yueOnuk / UK. Kopnees, I'.H.
Kcannomnyno. — Mocksa : UHOPA-M, 2019. — 200 ¢. — (Bricmiee oOpa3zoBanue: bakanaBpuar). -
ISBN 978-5-16-003620-5. - Tekcr : AIICKTPOHHBIH. - URL:
https://znanium.com/catalog/product/991843. — Pexwum A0CTyma: 1O MOAMHUCKE.

10. Ky3uenoB M.H. JlokymeHTanmoHnHoe obecrieueHue ymnpapieHus. JJokyMeHTOO000pOT U
JIEJIONIPOU3BOJICTBO: YICOHUK M MPAKTUKYM JUISI CPEAHETo MpodecCHoHanbHOro oopasoBanus / 1.
H. Ky3nenoB. — 3-e u3n., nepepab. u gon. — Mocksa: U3znarensctBo IOpaiit, 2022. — 462 ¢. —
(ITpodeccuonansuoe odpazopanue). — ISBN 978-5-534-04604-5. — Texcr : anexrponnsiii // DbC
FOpaiir [caiit]. — URL.: https://urait.ru/bcode/470020.

11. KysueunoB U.H. JlokymeHTanmoHHOE obOecriedeHre ynpaBieHUsI IepCOHAIOM: YI4eOHUK

U TPaKTUKYM UL cpenHero npodeccuonanbHoro odpaszosanms / M. H. Ky3nemoB. — Mockaa:
UznatensctBo FOpaiit, 2019. — 521 c¢. — (Ilpodeccuonanbuoe obpazoBanue). — ISBN 978-5-
534-04451-5. — Texkcr : oanekrponHei //  OBC  IOpaiitr [caiit]. — URL:

https://urait.ru/bcode/444432.

12. Opramm3anms  cekperapckoro  oOcmyxuBanuu: JOYMK /  B.B.Tanaxos,
O. b. Hazapenko, [OnektponHoe yuebHoe uznanue]. — (Cpeanee nmpodeccruoHanbHoe 00pa3oBaHue
- Tekct: onektponnbiii. - URL: https://www.academia-moscow.ru/catalogue/5411/347093/
Aptuxyn nzganus: 601817641

13. IMTaBmorckass O.FO. IlpaBoBoe obOecreueHue KaapOBOTO JEIOMPOU3BOJICTBA: yIcOHOE
nocobue s By30B / O.1O. ITaBnoBckas. — Mocksa : UznatensctBo FOpaiit, 2022. — 213 ¢c. —
(Beicmee oOpazoBanme). — ISBN 978-5-534-11565-9. — Texkcer: anektponusiii / DBC IOpaiit
[caiiT]. — URL: https://urait.ru/bcode/476289.

14. CocHoBas A. AccucteHT pykoBoautens. Jlalipxaku npodeccuu: KHUTa-TpeHUHT / A.
CocHoBas. - Cankr-llerepOypr: Ilutep, 2022. - 208 c. - ISBN 978-5-4461-1489-4. - Tekcr:
anekTponHbii. - URL: https://znanium.com/catalog/product/1817493. — Pexum noctyna: mo
MOJIIIHCKE.

15. Mumor O.B. CoBpeMeHHBIE TEXHOJIOTHU U TEXHUYECKHE CPEACTBAa MH(POpMaTH3AIUU:
yuebnuk / O.B. Ilumos. — Mocksa : MHOPA-M, 2022. — 462 c. + Jlon. marepuaisl
[[DnexTponnslii pecypc]]. — (Cpeanee mpodeccroHanbHoe oOpazoBanue). - ISBN 978-5-16-
017112-8. - Texkcrt : anextponHbIit. - URL: https://znanium.com/catalog/product/1764799. — Pexxum
JOCTyTA: 1O TOJIUCKE.

16. Hlysanoa H.H. OcHOBBI Jenonpou3BOACTBA: YYEOHHK WU MPAKTHUKYM JUIsl CPEIHETO
npodeccuonanbHoro oopazosanus / H.H. IllyBamosa, A.1O. iBanoBa; mox o6mieit penaxiuein H.H.
[lyBanoBoit. — 2-e u3f., nepepad. u pon. — Mocksa: U3narensctBo FOpaiit, 2022. — 428 ¢. —
(ITpodeccronansroe obpazoBanne). — ISBN 978-5-534-11014-2. — Tekcrt: anextpoHHbIH // DBC
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/469548.
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4. KOHTPOJIb 1 OHEHKA PE3YJIBbTATOB OCBOEHMUSA

IMPOPECCHOHAJIBHOI'O MOJAYJIA

Kon IIK, OK Kpurepun oueHKHu pe3yiabrara ®opMbI KOHTPOJIA U
(mokasarte/jii 0CBOEHHOCTH KOMIIETEHI[M) MeETObI OLICHKH
[K 1.1 [Toryuenue HeoOXxoaMMON WMHGOPMAIIMK U TIepeaada

CaHKLMOHUPOBAHHOU uHbopMaIuu c
UCTIOJB30BAaHUEM  CPEACTB  HMH(POPMALMOHHBIX U
KOMMYHHKAI[MOHHBIX TEXHOJIOTH

I[IK 1.2

Koopaunanus paboTel IpUEMHON PYKOBOJUTENS U
30H IpUéMa pa3InYHbIX KaTETOPUN IIOCETUTENIEH
OpraHu3anuu

IIK 1.3

[TnanupoBanue pabouero BpeMeHH PyKOBOAUTENS U
pabouero qHs ceKpeTapsi

I1IK 1.4

Opranuzanys JejI0BbIX 0€310K PYKOBOAUTENSA
U JPYTUX COTPYAHUKOB OpPraHHU3aluU

IIK 1.5

Opranuzanys u nojaepxanue (pyHKIHOHAIBHOTO
pabouero nNpocTpaHCTBa

[IK 1.6

Opranu3zanys MoAroTOBKYU U IPOBEICHHUE
BHYTPEHHUX U BHEIIHUX KOH(EPEHTHBIX
MEpOTPHUATHIA, 0OecrieueHrne HHHOPMAITMOHHOTO
B3aUMOJICUCTBUSA PYKOBOIUTENA C IOAPA3AEICHUAMU
Y JOJDKHOCTHBIMH JIMIIAMU OpTraHU3aLUHY.

IIK 1.7

Odopmnenne opraHu3aliOHHO-PACTIOPSIUTENBHBIX
JIOKYMEHTOB M OpraHu3anusi padboThl C HUMH, B TOM
YHCJIE C UCIIOJIB30BAHUEM aBTOMATU3UPOBAHHBIX
CHUCTEM

IIK 1.8

O(I)OpMJIeHI/IC AOKYMCHTOB I10 JIMYHOMY COCTaBy U
opraHu3anmnsa pa6OTI>I C HUMH, B TOM YHCJIC C
HCIOJIb30BAHUEM aBTOMATU3HUPOBAHHBIX CUCTCM

IIK 1.9

OpFaHI/ISaHI/ISI TCKYHICTO XpaHCHUA JOKYMCHTOB,
06pa60TI<a ACJI I OTIEPATUBHOTO U apXUBHOT'O
XpaHCHUs, B TOM YUCJIE C UCITIOJIb30BaAHUCM
ABTOMATHU3UPOBAHHBIX CUCTCM

OK 01

Br160p crioco6a penienust 3a1a4 npopeccuoHanbHON
JeSITeTbHOCTH IPUMEHUTEIBHO K Pa3IMUHbIM
KOHTCKCTaM

OK 02

Hcnonb30BaHnEe COBPEMEHHBIX CPECTBA ITOUCKA,
aHaJIM3a U UHTEpIpeTauu nHGOpMaLIUU, U
UCTOJIb30BaHUE UH(OPMAIIMOHHBIX TEXHOJIOTHI JIIs
BBITMIOJTHEHUS 33/1a4 NPOo¢eCCHOHATbHON
JIESITEIBHOCTH.

OK 04

B3anMogeiicTBre u paboTa B KOJUIEKTUBE U KOMaH/Ie

OK 05

Ocy1iecTBieHNE YCTHON M TUCBMEHHON
KOMMYHUKAI[UU Ha TOCYIapCTBEHHOM $I3BbIKE
Poccutickoit deneparuu ¢ y4eToM 0COOCHHOCTEH
COIIMAILHOTO M KYJIbTYPHOTO KOHTEKCTa

OK 09

Hcnonp3oBanne npodecCuoHAIBHON JOKYMEHTAITU!
Ha rOCYJIapCTBEHHOM U MHOCTPAHHOM SI3BIKaX

KonTponb BBITIOJIHEHUS
IIPAKTHUYECKUX 3aaHUM.
VCTHBIE WM TECTOBBIM
KOHTPOJIb TEOPETUYECKUX
3HAHUH.

Ananuz Hu OIICHKA
peLIeHnit MPOOIEMHBIX
CUTYyalui.

[TpoBepounbie pabOTHI MO
KaXJ0# Teme.

ATTecranms no
MPOU3BOJACTBEHHOMN
MpPaKTHKE.




36



37
Mpuniaoxenne 1.2

k OOII-II mo cnenuaJ IbHOCTH
46.02.01 JoxymeHTAMOHHOE O0eclievyeHre YIIPaBJIeHUsI M apXUBOBeeHHe

Pabouas nporpamma npogeccHOHATBHOI0 MOIY IS

«IIM.02 OPTAHU3AIIAA APXUBHOM PABOTHI 110 JIOKYMEHTAM OPTAHU3AIIMIA
PA3JIMYHBIX ®OPM COBCTBEHHOCTHN»

2026 r.
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1. OBIIIASI XAPAKTEPUCTHUKA PABOYEN ITPOTPAMMBI
MMPO®ECCHUOHAJIBHOI'O MOAYJIA
IIM.02 OPT AHU3AIINA APXUBHOUW PABOTHI 1O JIOKYMEHTAM OPIAHU3AIIUN
PA3JIMYHBIX ®OPM COBCTBEHHOCTH

KO U HAUMEHOBAaHUE MOYJIA

1.1. Hesas u MecTO NPodecCHOHATBHOI0 MOYJISA B CTPYKTYpe 00pa3oBaTe/ibHOil
NMPOrpamMMblI

Llenp Momyns: OCBOGHHME BHAA JesATeNbHOCTH «OpraHu3anus apxXUBHOH pabOTHI IO
JOKYMEHTaM OpraHu3alii Pa3IMYHbIX OPM COOCTBEHHOCTH.

[IpodeccronanbHblii  MOIYJdh BKIIOYEH B O0s3aTENbHYIO 4acTb
HPOTPaMMBI.

o0OpazoBarenbHON

1.2 Ilnanupyemble pe3yJbTaThl 0CBOeHUS MPOdecCHOHATHHOT0 MOy

PesynbTaThl OCBOEGHHST TPOPECCHOHATBLHOTO MOIYIS COOTHOCATCS C IJIAHUPYEMBIMHU
pe3ylibTaTaMi  OCBOCHHS OOpa30BAaTENILHOM IPOrpaMMBl, TPEACTABICHHBIMH B  MaTpUIlE
KOMITETEeHIHI BbITyckHHKa (11. 4.3.2 OOII-IT).

B pe3ynbTare ocBoeHHUs MPO(HECCHOHATBHOTO MOAYJISl 00YUarOIIUICs JOJDKEH:

Kon Ymernb 3HaTh Baaners HaBbIKaMu
OK,
MK
OK.01 | pacniozHaBatb 3amauy W/WTY | aKTyallbHBIH
npobiemy npodecCHOHANIbHBIN U
B Npo(ecCHOHATbHOM  W/WJM | COLMAIbHBII KOHTEKCT,
COLIMAJIbHOM KOHTEKCTE B KOTOPOM MPHUXOJUTCS
aHaM3UpoBaTh  3agadyy  W/WiM | paboTaTh U KHUThb
npobieMy M BBIICNATH €€ | OCHOBHBIE  HCTOYHHKH
COCTaBHbIE YaCTU UHpOpMaLIUU U
OTIPENIeNIATh ATAIBI PEIICHUS 33]]a9l | PECYPCHI ISl PEIICHHS
BBIABIIATE M A(PQPEKTHUBHO HCKaTh | 3aJlad M MpodsieM B
uH(popMaIroo, HEOOXOaUMYI0 Mg | TpodecCHOHaTEHOM
pelLeHHs 3aJa4d W/UIU IPOOJIEMBl | M/UIIH COLUAIBHOM
COCTABIIATH TUIAH JICHCTBHSA KOHTEKCTE
OTpeNieNATh HE0OXO0IMMbIE PECYPCHI | aITOPUTMBbI
BJIAJICTh AKTyaJbHBIMH METOJAMH | BHIIOJHEHUS paboT
paboThI B Mpo¢heCcCHOHAILHON U
B Mpo(heCCHOHATBHON U CMEXHBIX | CMEXHBIX 00JACTAX
chepax MeToAbl  paboThl B
pean30BbIBATH COCTaBJICHHBIN | MpoecCHOHAIBHON U
IUIaH CMEXHBIX chepax
OIICHUBATh PE3yJIbTAT U CTPYKTypy IUIaHa JJist
MOCJIE/ICTBHSI CBOMX JACUCTBHI pereHus 3a1au
(caMOCTOATENBHO WM C TOMOIIBIO | MOPSAJIOK OLIEHKH
HACTaBHUKA) Pe3yabTaTOB pEIICHUS
3a/1a4y
npodeccroHanbHOI
JIeSITEIbHOCTH
OK.02 | onpenenaty 3agaud A TIOHMCKA | HOMEHKJIATypa
uH(popMalun MH(OPMALIMOHHBIX
ONIPEEIATh HEOOXO/IMMbIE | HCTOUHUKOB,
WCTOYHUKH MHPOPMALIUN MIPUMEHSEMBIX B
IUTAHUPOBATh MPOILECC TOUCKA npogeccuoHaTbHON
CTPYKTYPHUPOBATh MOJIy4aeMYI0 | JeSITeIbHOCTH
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nHpopmaruio

BBIJCIATH HauOoJIee 3HAYUMOE B
nepeyHe HHPpOpMariu

OIICHHUBATh MIPAKTUIECKYIO
3HAYUMOCTb PE3y/IbTaTOB MMOMCKA

opOpMIISITH  pe3yNIbTAThl  TIOHCKA,
PUMEHSTh cpencTBa
UH(POPMAIIMOHHBIX TEXHOJIOTUI IS
pelieHus npodeccHoHaIbHBIX
3a71a4

UCII0JIb30BATh COBPEMEHHOE

IPOrpaMMHO€E 0OecrieyeHNe
VICTIOJIb30BATh PA3JIMYHbIC
U(POBBIE CPEICTBA ISl pEIICHUS
po(heCcCHOHAIBHBIX 3a/1a4

MIPHEMBI
CTPYKTYPUPOBaHUS
uHdopmaru

dopmar  odopmieHHs
pe3yabTaTOB  IOHMCKA
uH(pOpMaIHH,
COBPEMECHHBIC CpE/CTBa
u YCTpOMCTBA
UH(pOpMATU3aAUU
MOPSIOK UX
NPUMEHEHHS U
POrpaMMHOE
oOecrieueHue B
npodeccrnoHabHOM

ACATCIIBHOCTH B TOM
qHuCJIC C

UCIIOJIb30BaHUEM
IU(POBBIX CPEJICTB

OK.04 | opranu3oBbIBaTh paboTy | MCUXOIOTUYECKUE
KOJJIEKTUBA OCHOBBI  JICATEIBHOCTH
Y KOMaH bl KOJUJICKTHBA,
B3alMOJICIICTBOBATh C KOJUIETaMHM, | IICUXOJOTUYECKUE
PYKOBOJCTBOM, KJIMEHTAaMHU B XOZ€ | 0COOCHHOCTH JTUYHOCTH
pohecCuOHANBHOM JESTENIbHOCTH | OCHOBBI MIPOEKTHOMN

JIeSITEIbHOCTH

OK.05 | rpaMOTHO U37araTh CBOM MbICIIU 0COOEHHOCTHU
U 0opOpMIIATH JOKYMEHTHI IO | COLIMAIBHOIO U
npoeCCHOHATBPHON TEMaTWKe Ha | KYJIbTYpHOTO
roCyJapCTBEHHOM A3bIKE, | KOHTEKCTa,

TPOSIBIISTD TOJIEPAHTHOCTb B | mpaBmwia  odopmIeHus
paboueM KOJJIEeKTUBE JIOKYMEHTOB
U TIOCTPOEHHS YCTHBIX
cooOIeHn i’

OK.09 | monumarh OOLIMI CMBICI YETKO | MpaBuUja  MOCTPOCHUS
MIPOM3HECEHHBIX BBICKA3bIBAHUN HA | MPOCTBIX M  CIOMXKHBIX
M3BECTHBIE TEMBI | IPEITOKEHHH Ha
(mpodeccuoHanbHble U OBITOBBIE), | MpodeccCHOoHATbHBIE
NOHMMAaTh TEKCTHl Ha 0a30BbIe | TEMBI
npodeccrOHATbHBIE TEMBI OCHOBHbIE
y4yacTBOBaTh B  JUalorax Ha | o0meynorpeOuTenbHbIe
3HaKOMbIE 0011Ine riaronsl  (ObITOBast
U ipo¢eCCUOHAIbHbIE TEMBI npodeccuoHanbHas
CTPOUTH MPOCTHIE BBICKA3BIBAHUS O | JEKCHKA)
cebe 1 0 cBoeH MPOeCCHOHATHHON | JISKCUUECKUN
JeSITeIbHOCTH MUHHUMYM,

KpaTKo 00OCHOBBIBATh M OOBSICHATH | OTHOCSIITUNCS K

CBOU  JICHUCTBUA
TUTAHUPYEMBIE)
nucaTh POCTHIE CBSI3HBIC
COOOIIEHUsI Ha 3HAKOMBIC WM
WHTEPECYIOIINE

PO eCCHOHATBHBIC TEMBI

(Texymue u

OINHCAHHUIO TIPEJMETOB,
CPEACTB M TPOIECCOB
npodeccroHanbHOI
JeSITeTbHOCTH
0COOCHHOCTHU
TIPOU3HOIIECHUS
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IIpaBUIIa YTCHHUS
TEKCTOB
npodeccuoHaTbHON
HaIlpaBJIEHHOCTH
IIK 2.1 | paboTaTh C | HOpMAaTUBHbIEC y4acTust B
NOpa3/ICICHUSIMI/OpPraHU3alusIMU | IPABOBBIC aKThl | KOMIUIEKTOBaHUU
MCTOYHUKAMU KOMIUIEKTOBaHHuA | Poccuiickon apXUBHBIMM  JI€JIaMU
apXuBa; Oenepaniit B cdepe | (IOKyMEHTaMH)
IIPUHUMATh apXUBHBIE Jiena | IelONponu3BOACTBA U | apXMBa OpraHU3aluU
(IOKYMEHTBI) Ha TMOCTOSIHHOE WJIM | apXUBHOTIO JIEIa;
JOJITOBPEMEHHOE XPAaHEHHUE; Hay4YHO-METOINYECKUE
y4acTBOBAaTh B IIPOBEJICHUH | KDUTEPUU  IKCIIEPTU3BI
JKCIIEPTU3bl LEHHOCTU PA3JIUYHBIX | IEHHOCTH  PA3JIMYHBIX
TUIIOB M BUJOB JIOKYMEHTOB B | TUIIOB M BHJIOB J€J
COOTBETCTBUM C  BHYTPEHHUMH | (JOKYMEHTOB);
periaMeHTaMH OpraHu3aluu; TEOPETUUECKUE u
IIPUMEHSTD B paboTe | MEeTOANYECKHE ACHEKThI
pEeKOMEHAALUU AKCIIEPTHO- | KOMIIEKTOBAHUS U
IIPOBEPOYHOM ~ KOMHCCUM WM | OKCIIEPTU3bl LICHHOCTH
AKCIEPTHOMN KOMUCCHUH | BCEX BUJIOB
OpraHu3aluy; JIOKYMEHTOB;
IPUMEHSTh NEPEYHH C YKa3aHWEM | BUJIbI, PA3HOBUIHOCTU U
CPOKOB XpaHEeHus nen | dopmaTtbl BCEX BHIOB
(TOKyMEHTOB); JIOKYMEHTOB;
coOuto/laTh HOPMATUBHBIE CPOKU | YHU(DUIIUPOBAHHYIO
XpaHEeHus Jell (T0KyMEHTOB); CUCTEMY
BECTHU yUéT VCTOYHUKOB | OPraHU3al[MOHHO-
KOMILUIEKTOBAHMSI apXUBa; pacnopsAUTENbHON
HCII0JIb30BaTh NIEPEIOBON | TOKYMEHTALUN;
OTEUECTBEHHBIH M  3apyOexHBbIH | CTaHIApTHI
OMBIT MO KOMIUIEKTOBAHUIO apXHBa | OPOPMIICHHS
Jienamu (ToKyMeHTaMHM) | OpraHNU3alMOHHO-
MIOCTOSIHHOTO M JIOJTOBPEMEHHOIO | paCHOPSAUTEIbHON
XpaHEHUs; JIOKYMEHTAI1H;
HCII0JIb30BaTh COBpPEMEHHBIE | CIOCOOBI M TEXHOJOTHH
aBTOMATU3UPOBAHHBIE, JIOKYMEHTUPOBaHUS
UH(POPMAaLMOHHbIE U | Pa3IMYHBIX BHJIOB
TEJIeKOMMYHUKALlMOHHbIE npodeccroHaibHON
TEXHOJOTMH JTOKYMEHTHPOBAHHBIX | IEATEIbHOCTH;
cdep nesTeIbHOCTH OPraHu3ali. | OpraHU3aluOHHbIE
MIPUHLIUIIBI
KOMIUIEKTOBaHHS  JIe
(TOKyMEHTOB)
OTPaHUYEHHOTO
JIOCTYTIA;
TpeOoBaHUs OXpaHbl
Tpyaa
IIK 2.2 | mosnp30BaThCsA YYETHBIMU | HOPMATUBHBIE BEJICHUSA yu€Ta
JIOKyMEHTaMU B paMKax | MpaBOBbIE aKThl | apXUBHBIX JI€]
JMEKTPOHHBIX  MH(pOpManMoHHbIX | Poccuiickoit (IIOKyMEHTOB), B TOM
CHCTEM JIOKYMEHTHUpPOBaHHbIX cdep | Penepaunn B  cdepe | uucie c

JACATCIIBHOCTH OPraHu3aiuu;

JACIJIOMPONU3BOJCTBA u

HUCITIOJIB30BaHHEM
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H0JIb30BaThCs apXUBHOTIO JI€N13; aBTOMaTU3HPOBAHHBIX
CepTU(HUIMPOBAHHBIMU METOJINYECKUE CUCTEM
aBTOMATU3UPOBAHHBIMU CUCTEMAMHU | JOKYMEHTHI u
JIOKYMEHTHUPOBAHHBIX cdep | HaMOHATILHBIE
NESITeIbHOCTH  OpraHu3allMd IO | CTaHAapThl B 001acTH
yU4€Ty, pETUCTPALIMU, KOHTPOJIIO JIeN | yuéTa JOKYMEHTOB U
(TOKYMEHTOB); JOKYMEHTHPOBAaHHbBIX
NOJIB30BAaThCS  MH(POPMALMOHHO- | cdep JEeSTEIbHOCTH
CIPaBOYHBIMHU cHUCTeMaMHM | OpraHu3aluu;
JIOKYMEHTHUPOBAHHBIX cdep | oredecTBEHHBIE u
JeSITeIbHOCTH OpraHu3aliig; 3apyOeKHbIe
BECTH CIPAaBOYHO-TIOUCKOBBIC | CEPTH(PHUINPOBAHHBIE
CpeAcTBa K AapXMBHBIM JIeJaM | CUCTEMBI
(mokyMeHTaMm); aBTOMAaTU3UPOBAHHOIO
BECTH Y4€T CTpaxoBoro (QoHaa | yuéra apxXUBHBIX JI€1
apXUBHBIX JIJ1 (JOKYMEHTOB); (1OKyMEHTOB);
IPUMEHSTh HOpMAaTUBHbIE | TpeOOBaHUS K  Y4€Ty
IIPABOBbIE aKThl, JIOKaJIbHBIE | 0C000 LEHHBIX U
HOPMATUBHBIEC aKThl OPraHU3allli U | YHUKAJIbHBIX apXUBHBIX
METOIUYECCKUE JIOKYMEHTBI B | A€l (AIOKyMEHTOB);
oOmactu y4éra apxuBHBIX JIe] | CPOKU BBINOJIHEHUS
(1OKYMEHTOB); pabot o yaéry
BHOCHUTbH MPEATIOKEHUS MO apXHUBHBIX nen
COBEPILICHCTBOBAHUIO (1O0KyMEHTOB);
METOAMYECKOro obecreueHus yuéra | oouue HPUHLUIIBI
Pa3HbIX BUJIOB IOKYMEHTOB B yuéra u
JOKYMEHTHPOBaHHBIX chepax KOMIUIEKTOBAaHUSA  J€ll
JEATEIbHOCTH OpraHU3alliH. (1OKyMEHTOB)
OTrPaHUYEHHOTO
JOCTyIa;
TpeOOBaHUs OXPaHBbI
TpyZa.
1K 2.3 | cuctemaTusupoBarhb JieJla | HOpPMaTUBHBIE OCYILIECTBIICHUS
(IOKyMEHTHI); IIpaBOBbIE aKThl | XpaHEHUS apXUBHBIX
pa3Meniarb apXUBHBIE nena | Poccuiickoit Jiel (IOKyMEHTOB) ¢
(TokyMeHTbI) Ha MecTax XpaHeHus | @exepauuu B cdepe | HOCTOSIHHBIM CPOKOM

B COOTBETCTBUU C HOPMATHBHBIMH
TpeOOBaHUSIMU B obnactu
ApXMBHOTO JieJla W YIpaBJICHUS
JIOKyMEHTaMHU;

coONIOAaTh HOPMATHUBHBIE PEKUMBI
XpaHEHUs ApPXUBHBIX T
(ITOKyMEHTOB) Ha JTHOOBIX
HOCHTEJISIX;

MPOBOAWTHL  MPOBEPKY  MOJTHOTHI
COCTaBa apXUBHBIX JOKYMEHTOB B
eIMHUIAX XPAHCHUS;
MPOBOJIMTH  OIHCAHUE
nen (I0KyMEHTOB);
COCTaBJISITh CIPABOYHO-TIONCKOBEIC
CpeICTBA K apXUBHBIM JeJaM
(ToKkymMeHTaMm);

APXUBHBIX

JICTIOTIPOU3BOJICTBA |
apXHMBHOTO JIEJa;

HOpPMaTHBHBIE
IIpaBOBbIE aKTBI
Poccutickoit
Oenepanuu B 00y1acTu
uH(pOpMaIHH,
WH(POPMaITMOHHBIX
TEXHOJOTHH,  3allUTHI
nHpopmanuu u

MEePCOHANIbHBIX JIAHHBIX,
nudpoBoi
Tpanchopmanmu;
HOpPMAaTHBHBIE
MpaBOBbIE
Poccuiickoit

AKThbI

XpaHCHUA U 110
JIMYHOMY COCTaBYy B
ApXUBEC OpraHrU3allun
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BECTH Y4YET U KOHTPOJIb BbIIAuU

Odenepanuu B 00s1acTu

ApPXUBHBIX JeNl (JOKYMEHTOB) U3 | KOH(PHICHIIMATBHOCTH
apXMBOXpaHWIUIIA U UX BO3BpaTa; | MHPOpMAIINH;
BECTH Y4YE€T M KOHTPOJIb TEpelaud | MpaBUja XpaHEHUS el
nen (TOKYMEHTOB) | (IOKYMEHTORB) B
B COOTBETCTBUM C  HX
roCy/1apCTBEHHBIN/MYHUIIUIABHBIA | TUTIAMU;
apxXyB WJIM Ha WHOE BHEUIHEE | MOPSIO0K
XpaHeHue u npuéma Jen ¢ | GopMUpOBaHUs
BHEIITHETO XPAHCHHUS, JIOKYMEHTOB B
MPOBOAUTH TOJUCTHYIO TPOBEPKY | KOMIUIEKThI,  TPYIIIIHI,
(GU3HYECKOTO  COCTOSIHUSL  JCJl | TUIIBI,
(TOKYMEHTOB); TpeOOBaHMS K
pa3bICKUBATh HEOOHapYXEeHHbIE | 0(OPMIICHUIO
nena (JOKyMEHTHI); JIOTOBOPOB Ha
3alIaTh HHHOPMAIHOHHBIE peain3anuo ycIayr
pecyp BHEIIHETO  XPaHEHUs
nen (TOKyMEHTOB);
CpOKHU BBITIOJTHEHUS
pabor;
TpeOOBaHMS K
YCTaHOBJICHHBIM
HOpMaM BBIPaOOTKHU
I1K 2.4 | opranu3oBeiBaTh U 00€cHeUMBATh | HOPMATUBHbBIE obecrieyeHus
XpaHeHue  naea  (JOKYMEHTOB) | MPaBOBBIC aKThl | XpaHEHHS],
BPEMEHHOTO xpaHeHus | Poccuiickoit KOMIUIEKTOBAHHS,
OpraHu3anyy B TpaaunuoHHOM u B | Denepanun B chepe | yu€ta u
AIIEKTPOHHOM BHUJIE; JIEJIONPOU3BOJICTBA M | UCIOIb30BAHUS J1€]T
KOHTPOJHMPOBATH pa3paboTKy | apXUBHOTO JENa; (ITOKyMEHTOB)

CTPYKTYPHBIMH  TIOZpa3IelICHUSIMH
ONucel U aKTOB O BBIJIEIECHUU Ha
YHUUYTOXXKEHUE Je1  (JOKYMEHTOB)
BPEMEHHOTO XpaHEeHUs B
TPAJUIIMOHHOM H B 3JEKTPOHHOM
BUJIE;

dbopMUpOBATh EIUHUIIBI XPaHEHUS
JIOKYMEHTOB JJISl UX IOCJIEYIOIIErO
pa3MeneHus B apxuBe
OpraHH3aIy;

COCTaBJISITh CIPAaBOYHO-TIOMCKOBBIE
CpeICcTBa K apXWUBHBIM JeJaM
(TokymMeHTaM);

OCYIIIECTBIIATh MIOMCK nen
(TOKYMEHTOB) BPEMEHHOTO

XpaHEHUs B IIPOLIECCE UX XPAHECHUS
B CTPYKTYPHBIX NOJPA3IACICHUIX H
apXMBE OpraHU3allly;

OCYILECTBIISATh METOJNUYECKOE
PYKOBOJCTBO OopraHusanuen
XpaHeHus:  Jel (ITOKyMEHTOB)

B CTPYKTYPHBIX MOJIpa3/eNeHusX
OpraHu3aIuy;

HOpPMAaTHBHEIC
IPaBOBbIE
Poccuiickoit
®deneparun B ob1actu
3alIUTHl TTEPCOHATBHBIX
JTAaHHBIX;
HOpPMAaTHBHEIC
IPaBOBbIE
Poccuiickoit
®denepaun B obactu
KOH(PHUACHITHATHHOCTH
uH(pOpMaIHH;
METOMYECKHUE
JTIOKYMEHTBI u
HaI[MOHAJILHBIC
CTaHIapThl B 00NacTH
JIeTIOTIPOM3BOACTBA |
ApXUBHOTO JIeTIa;
METOJIMKa  Ppa3paboTKH
bopMm YUETHBIX
JOKYMEHTOB B
TPaIUIIMOHHOM H B
AJIEKTPOHHOM BHUJIE;

AaKThbI

AaKThbI

BPEMCHHOI'O XpaHCHHUA
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OKa3bIBaTh CTPYKTYpPHBIM
NOAPA3ICICHUSIM  MPAKTUUYECKYIO
MOMOIIb B OPraHU3allUd XPaHEHUS

nen (IOKyMEHTOB);

pa3pabaThIBaTh CIPaBOYHO-
UH(POPMALIMOHHBIE JTOKYMEHTHI IO
OpraHM3alyl HUCIOJIb30BaHUS el
(1OKyMEHTOB) BPEMEHHOI0
XpaHeHus B CTPYKTYPHBIX
NOJIpa3IeJICHUsAX u apxuBe
OpraHu3aIuy;

IPOBOAMUTH 3KCIEPTU3Y LIEHHOCTH
nen  (IOKYMEHTOB)  BPEMEHHOTO
XpaHEHHUs, TIepeTaHHbIX B apPXUB;
OTpEENATh CPOKU XpaHEHUs el
(TOKyMEHTOB) BPEMEHHOI'0
XpaHEHUS;
obecrieunBaTh 3aIIUTy b1 ()
(TOKyMEHTOB) BPEMEHHOTO
XpaHeHHs B  OpraHW3alud  OT
HECAaHKIMOHUPOBAHHOTO  JIOCTYIIa
WIA YHUYTOXKEHUS;

MIPOBOAUTH duznyeckoe
YHUUYTOXXEHUE JeJ1 (JOKYMEHTOB)
BPEMEHHOTO XpaHeHus c
UCTEKIIUMH  CPOKaMHU  XpaHEHHS
nociue COIIACOBaHUS co
CTPYKTYPHBIMH  TIOZpa3IelICHUSIMH
OpraHu3aIuy;

opopMIATh yYETHBIE JTOKYMEHTHI
00 YHUYTOXXEHUU nen
(TOKyMEHTOB) BPEMEHHOTO
XpaHeHHUs C MCTEKUIMMU CpPOKaMH
XpaHEHHSI COBMECTHO co
CTPYKTYPHBIMU  TOJpa3JelIeHUSIMH
OpraHM3aIH.

MpaBuIia
CUCTEMAaTH3AINH u
KJaccupukanum
JIOKYMEHTOB;
0COOCHHOCTHU
OpraHHU3aIi XPAHCHUS
nen  (JOKyMEHTOB) Ha
Pa3TUYHBIX HOCHUTEISX;
KPUTEPUU OMpeesIeHuUs
LIEHHOCTH nen
(1OKyMEHTOB) TUTS
JAIbHENIIETO XPaHEHUS
WIM YHUUYTOKEHUS;
TpeOoBaHUS K
npoleccam
YHHUYTOKEHUS
uHdopmanuu B
TPAIUIIUOHHOM u
ANEKTPOHHOM BHU/IE;
TpeOOBaHUs OXpaHbI

Tpyza.

I1IK 2.5

CHUCTeMaTU3UpPOBaTh U 0000mIaTh
CBEJICHHSI O COCTaBE M COJICPKAHHUH
ApPXUBHBIX JIel (IOKYMEHTOB);
UCIIOJIb30BaTh  MH(OPMAIIMOHHBIC
TEXHOJIOTMH B OOJIACTH CO3JaHUS
CIIPABOYHO-TIOMCKOBBIX CPEICTB
apxMBa ¥  JIOKyMEHTHPOBAHHBIX
chep AeITEIBPHOCTA OpTraHUu3aIiH;
dbopMupoBath OCHOBHEIE i1
BCIIOMOTaTEJIbHBIC BHJIBI aPXHUBHBIX

CIIPaBOYHUKOB B  DJIEKTPOHHOM
dopwme;

MOJArOTaBIUBaTh HH(POPMAIIMOHHBIE
JOKYMEHTBIL 10 3arpocam
MOJIb30BaTeNeH pa3IMYHBIX

KAaTEerOpHi.

HOpPMaTHBHBIE
IIPaBOBBIE
Poccuiickoit
@Qenepauii B cdepe
JIeIIONPOU3BO/JICTBA;
HOpMaTI/IBHBIe
MIPaBOBBIE
Poccuiickoit
Oenepan B 00nacTu
3alIUTHI HepCOHaJ'II)HI)IX
IaHHBIX;

AKThbI

AKThbI

METOINYECKHUE
JOKYMEHTBI B 00JacTu
HCHOJIb30BaHUI nu

MyOJIMKAIUU apXUBHBIX
nen (TOKYMEHTOB);

OCYILIECTBIICHHS
WCIIOJIb30BAHUS
apPXUBHBIX bi ()
(TOKYMEHTOB), B TOM
qucie Y
HCIIOJIb30BaHUEM
aBTOMAaTU3HPOBAHHBIX
CUCTEM
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cepTudUIUPOBAHHBIE
nH(pOPMAIIMOHHO-
TIOUCKOBBIC CHUCTEMBI B
obmact  pa3paboTKu
HAY4YHO-CITPABOYHOTO
anmapara
JOKYMEHTHPOBaHHbBIX
chep JeSTEIIbHOCTH
OpraHu3aINH;

CPOKH BBITTOJTHCHUSI
paboT 1Mo OpraHu3anuu
WCTIOJIH30BAHUS
apXUBHBIX aen
(1oKyMEHTOB);
OpraHu3aIOHHbIE
PUHIUITBL
UCIIOJIb30BaHUS
JIOKYMEHTOB
OTPaHUYCHHOTO
JIOCTYTIA;

TpeOOBaHMS K
HOATOTOBKE apXHMBHBIX
CIIPAaBOK W BBIIIMCOK U3
ApXMBHBIX JOKYMCHTOB;

Tpyaa.

TpeOOBaHMS

OXpPaHbI

2. CTPYKTYPA U COAEPKAHUE TPO®PECCUOHAJIBHOI'O MOAYJIA

2.1. TpynoeMKoCTb OCBOEHUSI MOAYJISA

B 1.4. B popme

HaumeHoBaHHe COCTABHBIX YacTel MOIYJast O0beM B yacax | NMPaKTHYECKOM
NOJITOTOBKH

YueOHbIe 3aHATHS 190 84
KypcoBas pabota (mpoekr) - -
CamocrosiTenbHas pabora 20 -
ITpakTHka, B T.4.: 216 216
yueOHas 72 72
MIPOU3BOJACTBEHHAS 144 144
[TpoMexxyTodHast aTTECTAIHS, B TOM YHCIIC:
MJIK 02.01 6 popme ough.3auémos
MJIK 02.02 6 ¢hopme ough.3auémos 12 12
MJIK.02.03 6 ¢hopme sx3amena
MJIK 02.04 6 ¢popme ough.3auémos
1IM.02 (sx3amen no mooynio)
Bcero 438 312

2.2. CTpykTrypa npogecCHOHATBHOT0 MOAYJIs
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1 2 3 4 5 6 7 8 9 10
OK 01, OK | Pasnen 1. 36 6 36 36 - -
02, OK 04, | Opranuzauus u
OK 05, OK | obecrieueHre 0CHOB
09,1IK 2.1 | apxuBHOI
JIeITeIIbHOCTH
OK 01, OK | Paznmen 2. 36 10 36 32 - 4
02, OK 04, | Opranu3zanus
OK 05, OK | mesitenbHOCTH
09, IIK 2.1 | apxuBOB
OK 01, OK | Paznmen 3. 102 58 102 90 - 12
02, OK 04, | Opranu3zanus
OK 05, OK | apxuBHOTO 7A€na
09, IIK 2.1
IK 2.2, [IK
2.3,1IK 2.4,
IIK 2.5
OK 01, OK | Pasnen 4. 36 10 36 32 - 4
02, OK 04, | Opranuzanus
OK 05, OK | xpanenus
09,IIK 2.1 | mMOKyMEHTOB B
IIK 2.2, IIK | apxuBe
2.3,1IK 2.4,
I1K 2.5
VYuyebHas nmpaktuka | 72 72 72
ITIpousBoacTeennas | 144 144 144
MPAKTHKA
[TpomexyTouHas 12 12
aTTecTaIus
Bcezo: 438 | 312 | 210 | 194 | - 20 | 72 | 144
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2.3. Conep:xanue nmpohecCHOHAJILHOT0 MOTYJIsI

Oo0beMm, ak. 4. / Koasbl
B TOM 4HCJI€e KOMIIeTEeHIIHIA,
B (popme (popmupoBanuio
HaumeHoBaHue Conep:kanue y4eOHOro MaTepuaia, IPAKTUYECKUX U J1a00PATOPHBIX 3aHATHS, N
pa3aesioB U TeM KypcoBasi paboTa (IpoeKT) fipaicriraeckon KOTOpbIX
NOATOTOBKH, crnoco0cTByeT
aK. 4. 3JIeMEeHT
NPOrpaMMBblI
Paznen 1. Opranusanus u odecneyeHne OCHOB APXMBHOM J1eSITeJIbHOCTH 36/6
MJIK 02.01. Opranu3auusi ¥ HOpPMATHBHO-IIPABOBbIE OCHOBBI APXMBHOIO /1eJ1a
Tema 1.1. Conep:xanue 6/-
BBenenue B IIM n Brenenue B npeamer. OCHOBHBIE TEPMUHBI U OIIPEICIICHUS. 2 OK 01-02, OK
MIK. Uctopusi CBs13b ¢ IpyrumMu 061enpodeccuoHaAIbHBIMU U CIICUATBHBIMU TUCHUTIIMHAMU. 04- 05, OK 9
BO3HMKHOBEHHSI VcTopust BOBHUKHOBEHHsI apxuBOB B J[peBHeit Pycu. 4 IK2.1-25
apXMBHOM Hcropus apxuBHOro aena B Poccuiickoi ummnepum.
ACATCIBbHOCTH B HcTopust apxuBHOTO JIe/1a B COBETCKUM NIEPHOJI.
Poccun Pazsutne apxuBHoro aena B Poccuiickoit denepanun.
Tema 1.2. Conepxanue 12/2
HopMmatusHo- ApXMBHOE NPAaBO M APXUBHOE 3aKOHO/1aTENbCTBO. 4
npasosas 0a3a OTHYECKUI KOIEKC apXUBHUCTOB. 2
apXuBHOW IIpaBOBBIE OCHOBBI PETYJIMPOBAHUS APXUBHOM JCSATEIBHOCTH. 2 OK 01-02. OK
AEATEJbHOCTH B ®enepanbhblil 3akoH oT 22.10.2004 Ne 125-®D3 «O6 apxuBHOM Jene B Poccuiickoii 04- 05 O’K 9
Poccun denepanyuny. OK21_25
CucreMa yrnpaBiieHHs apXUBHBIM J1e710M B Poccun. @enepanbHOE apXMBHOE areHTCTBO. 2 ' '
B ToM unciie TpAKTHYECKHUX 3AHATHI U NPAKTHYECKUX padoT 2
1. PaboTta B mpaBoBoii 6a3e ¢ HOPMAaTUBHO-IIPAaBOBBIMHU JIOKyMEHTaMHU B cepe 2
apXMBHOTO JIefa.
Tema 1.3. Conepixanue 16/2
Opranusanus Opranuzanuu 10KyMeHToB ApxuBHoro ¢onaa Poccuiickoit denepannn. 4
ApxuBHOro onaa CoBpemenHbli coctaB ApxuBHoro ¢onna Poccuiickoit @enepanuu. 2 OK 01-02, OK
Poccuiickoi Kiaccudukaius g1okyMenToB ApxuBHOro ¢ounjga Poccuiickoii Menepaium. 2 04- 05, OK 9
Denepanun KommekroBanue ApxuBaoro (gonna Poccuiickoit @enepamnmm. 4 K 2.1-25
CHHCKM UCTOYHHUKOB KOMIIJIEKTOBAHMSL.
ApxuBHas 3apyOexxHas Poccust. 2
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B ToM unciie npakTHYeCKUX 3aHATHI M PAKTHYECKUX PadoT

Pa6ora c [Ipuka3zom Munuctepcrsa KynbTypsl PO ot 31 mapra 2015 1. Ne 526 «O06
YTBEPKACHUM IIPaBUJI OpraHU3aluy XpaHEHHsI, KOMIUIEKTOBAHMUS, y4€Ta U
UCTIOJIb30BaHUs TOKyMEHTOB ApxuBHOro Gonaa Poccuiickoit @enepanuu u Apyrux
apXUBHBIX JJOKYMEHTOB B OpraHax rocyAapCTBEHHOM BJIACTH, OPraHaX MECTHOT'O
CaMOYIIPABJICHUs U OPTaHU3aLUSAX).

2. OHpe,I[CJ'ICHI/Ie HCTOYHHUKOB KOMIIJICKTOBAHHUS apXHBa.

IIpome:xkyTouyHas arrecranus B popme 1udpepeHHPOBAHHOIO 3a49€Ta

Pa3nes 2. Opranusanus 1esiTeJIbHOCTH APXMBOB

MJK 02.02 I'ocynapcTBeHHbIe, MYHMIMIIAJbHbIE APXUBBI M APXMBbI OPraHU3anMU

36/10

Tema 2.1.

Buabl apxuBOB B

Poccum

Conep:xanue

14/2

Buzpl 1 pa3HOBUIHOCTH apXUBOB. I '0Cy1apCTBEHHBIE apXMBbI: BUbI, 33]a4H,
(GyHKLUU.

Certb (enepanbHbIX TOCYJAPCTBEHHBIX apXHBOB.
MyHHULIMNIaTbHBIE APXUBBI: BUABI, 331a4, QYHKIIUHU.
BenomcTBeHHbIE apXUBBL: BUBI, 3a/1aul, QyHKIUH. [leno3utapHoe XpaHEeHue.

N

ApXI/IBH OpFaHHSaHHﬁI BUBI, 3a1a4H, q)YHKI_II/II/I

[Tpumepnsbie nonoxxenus 06 apxuBax. CTpyKTypa apXuBa

Opranuzanys Tpysaa nepcoHaia.

B ToMm uucae MPAKTUYICCKUX 3aHSATHI 1 NMPAKTUYICCKUX paﬁoT

PaGora B cetn MHTepHeT, B TOM yucie Ha noptaie Apxusbl Poccuu:
MOUCK PA3JIMYHBIX MO paHry (YPOBHIO) M MPO(UITIO apXUBHBIX YUPEKIACHUH.

N ININININ

1. Odopmnenue pe3ynpTaToB noucka B Tabaune «lIpumepbl apxuBOBY.

OK 01-02, OK
04- 05, OK 9
K 2.1-25

Tema 2.2.
JKcnepTusa
LEHHOCTH
JOKYMEHTOB

Coaep:xanue

17/5

Opranu3zanys JOKYMEHTOB B apXHBe (JOKYMEHTaIbHbIN, apXUBHBIN, CTPAXOBOI (POHIBI
U (OHJI IOJIL30BAHUS).

OKCIepTU3a HEHHOCTH JOKYMEHTOB: 3aJ]a4M, IPUHIINIIBI, KPUTEPHH.

Buasl 5KClIepTHBIX KOMUCCHUH.

OdopmieHne pe3ynbTaToB SKCIEPTU3bI [IEHHOCTH IOKYMEHTOB.

Bunps! Ilepeuneil JOKYMEHTOB ¢ yKa3aHUEM CPOKOB XpPaHEHUS.

N3yuenne Tumnosoro Ilepeyns ¢ ykazaHrueM CpOKOB XpaHEHHUSI.

12

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

OK 01-02, OK
04- 05, OK 9
I[K2.1-25
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N3zyuenue [lepedyHst THIIOBBIX YIIPaBICHUECKUX aPXUBHBIX JOKYMEHTOB, 2

00pa3yroImuxcs B IPOLECCe AEATEIbHOCTH FOCYAApCTBEHHBIX OPIaHOB, OPraHOB

MECTHOI'0 CaMOYIIPaBJICHUs U OpraHU3alui, ¢ yKa3aHUEM CPOKOB UX XPaHEHHUS.

N3yuenue [lepeunss TAIOBBIX apXUBHBIX JOKYMEHTOB, 00pa3yIOLIMXCs B HAyYHO- 2

TEXHUYECKOH U IPOU3BOJICTBEHHOH IeATEIbHOCTH OpraHU3alui, ¢ YKa3aHUEM CPOKOB

XpaHEHUS.

2. YCTaHOBJIEHHE CPOKOB XPAaHEHHs 3aroJIOBKOB /€1 M JIOKYyMEHTOB 10 THIIOBBIM 1

NEPEYHSIM.

IIpomeskyTounas arrectaums B ¢popme Ju(pepeHIMPOBAHHOIO 3a4eTa 1

B ToMm 4nciie camocTosiTe/ibHAs paboTa 00y4aImmMXxcs 4
Paznen 3. Oprann3anusi apxXuBHOIO jeJia

108/64

MJIK 02.03 MeToanka U NPaKTHKA apXUBOBEIeHUs
Tema 3.1. Conep:xanue 8 OK 01-02. OK
JlokanbHbIE VYcraBbl apXuBHBIX yupexaeHud. [lonoxenus o6 apxuBax. MHCcTpykiuu no padote ¢ 4 04- 05 O’K 9
HOPMAaTHBHBIE JIOKYMEHTaMH. K 2'i Y
AOKYMeHTbI apxuBa | [lojoxeHne 00 SKCIepTHOM KOMHCCHUH. 2

[Tnanbl-rpaguku npuéma Aen OT CTPYKTYPHBIX MOApa3JeieHUd M mepenadd Jea Ha 5

rOCy/IapCTBEHHOE XPaHEHUE U MTPEICTABICHNS CBOJHBIX Pa3/I€]OB OIMCEN B ApXHUB.
Tema 3.2. Conep:xanue 14/10
Homenknarypa gen | Homenkiiatypa fien opraHu3aliy: Ha3HaueHue, GyHKIMUA. BUuabl 1 THIIbI 5

HOMEHKJIATYPHI JIe.

Knaccugukanuonnas cxemMa HOMEHKJIATyphI Jell.

[Topsimox paboThl ¢ HOMEHKJIATYpOH 1€l OpraHu3aluyd — UCTOYHUKA KOMIUIEKTOBAHUS 2

ApPXUBHOTO YUPEKICHHUS. OK 01-02, OK

B ToM unc/ie NpaKTHYECKHUX 3aAHATHI U NIPAKTHYECKUX padoT 10 04- 05, OK 9

BHyTpeHHee 1 BHEIIHEE COTIIACOBAHMUE, TIOPSIOK YTBEPIKIACHHS HOMEHKIIATYPHI eI IK2.1-25

OpraHU3al1 — UICTOYHNKA KOMIUIEKTOBAHUS apXUBHOT'O YUPEXKICHUS.

CocraBnenue u opopmiieHne HOMEHKJIATYphl Jell OpraHu3alii — UCTOYHHUKA 10

KOMIUIEKTOBAHUSI aDXUBHOTO YUPEKACHHUS.

3aKkpeITHE, COCTAaBJIEHHE M O(GOPMIIEHME MTOTOBOM 3alUCU K HOMEHKJIaType Jel

OpraHU3alMi — ICTOYHUKA KOMIIEKTOBAHUSI ApXUBHOI'O YUPEXKICHUS.
Tema 3.3. Conep:xkaHue 18/14 OK 01-02, OK
Odopmiaenue [loaroroBka Jien K apXMBHOMY XpPaHEHHUIO. 2 04- 05, OK 9
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apXUBHOIO J1eJia CocraB y4€THO-CIIPaBOYHBIX JOKYMEHTOB apXUBHOTO JIEJA. 2 K 2.1-2.5
B ToM unciie npakTHYECKHUX 3aHATHI M IPAKTHYECKUX PadoT 14
Hymepanus 11cTOB apXUBHOIO Jena.
CocraBnenue u opopmiieHue BHYTPEHHEH OMUCH U JIMCTa-3aBEPUTEIIS apXUBHOTO Jena.
CocraBnenue 1 opopmiIeHHE KapThI-3aMECTUTEs, IUCTA UCTIONb30BaHUS APXUBHOTO 12
nena.
Cocrasiienne u opopmiIeHHE PEeKBU3UTOB O0JIOKKH apXUBHOTO JIea.
[TpommBka apXMBHOTO Jeja.
KonrponbHas pabora 2
B Tom unciie camocTosiTeqbHAs pad0Ta 00y4arIHUXCs 2

Tema 3.4. Conep:xaHue 20/10

ITepenaua [Topsinok mepegaun JOKYMEHTOB Ha apXHMBHOE XPaHECHHUE. 2

AOKYMEHTOB ApXMBHAsI ONUCh: HA3HAUYEHUE, PYHKIIMH, BUJIBI. 2

HA apXUBHOE [Topsinox oopmiieHust U paboThl ¢ ApXUBHOM OMUCHIO. 2

Xpanenmue Onucu 1en CTpyKTYpHBIX MOAPA3AEICHUN.
Omnucu en opraHu3alyu: NOCTOSSHHOTO XPaHEHUs, 10 JIMYHOMY COCTaBYy, BPEMEHHOTO 5 OK 01-02. OK
CpoKa xpaHeHus cBelwe 10 ner. 04- 05 O’K 9
Onucu 3IeKTPOHHBIX el (TOKYMEHTOB) OpraHu3allu. K 2 ’1 Y
Briienenne TOKyMEHTOB K YHUUTOKEHUIO. 2 ' '
B ToM Ync/ie IpaKTHYeCKUX 3aHATHI M MPAKTHYECKUX padoT 10
CocraneHnue 1 0(opMIIEHUE ONMCHU 1€ CTPYKTYPHOTO HOJPa3IeIICHHSL. 2
Cocrapnenue 1 0OpMIICHUE OTTUCH JEJI OpTraHU3aIliH. 4
CocraBnenne u oQOpMJIEHHE aKTa O BBIACIEHUUM K YHUYTOXKCHHUIO apXUBHBIX 4
JIOKYMEHTOB, HE MOJJIEKAIUX XPAHEHUIO.

Tema 3.5. Conep:xaHue 8/4

Y4éT 10KYMEHTOB B | YUET JJOKYMEHTOB B apXUBE: PUHIIMIIbIL, €AUHUIBI YUETa, YUIETHBIE (POPMBI.

apxuBe Bupl OCHOBHBIX apXHBHBIX CIIPABOYHUKOB. ApXUBHAs 3BPUCTHUKA. 4 OK 01-02. OK
Cucrema HCA: Ha3HaueHMe, BUbI TIOMCKOBBIX CUCTEM. 04- 05 O’K 9
B ToM unciie NpakTHYeCKUX 3aHATHI M IPAKTHYECKUX padoT 4 IIK 2 ’1 _o5
W3ydenue cocraBa ¥ 3aroIHEHUs] OCHOBHBIX YUETHBIX (popM apxuBa (KHUTa yuéra ' '
MOCTYIIJICHUS U BBIOBITHS JI€T1 (JIOKYMEHTOB), JINCT (DOHJIA, pEeCTp OMHMCEH, CITMCOK 4
GOHIIOB).

Tema 3.6. Conep:kanue 20/12 OK 01-02, OK
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HUcnoan3zoBanue
AOKYMEHTOB apXHBa

OpFaHI/I3aHI/IH HCIIOJIB30BAHUA JOKYMCHTOB apXKWBa: HOPMATHBBI, HCJIU U (bOpMBI.

JlocTyn K apXMBHBIM JOKyMEHTaM. Bbeigaua JOKyMEHTOB BO BPEMEHHOE I10JIb30BAHHUE.

BI/II[BI 3aIpOCOB U CPOKU UX BBIITOJHCHH.

Hpe,I[OCTaBJ'IeHI/Ie OTBCTOB Ha 3alIPpOCHI: ApXUBHBIC CIIpaBKa, KOIIKA, BBIIIMCKA

YuéT 1 aHaJIu3 UCIOJIHb30BaAHUSI APXUBHBIX JOKYMCHTOB.

04- 05, OK 9
I[IK2.1-25

B ToMm uncae MPAKTUYICCKUX 3aHSATHI 1 NMPAKTUYICCKUX paﬁoT

Cocrasnenue u opopmiieHHne apXUBHOM CIIPaBKU Ha COIMAILHO-TIPABOBOI 3ampoc.

Cocrapnenne 1 0()opMIIEHUE OTPUIIATEIHHOTO OTBETA HA apXUBHBIN 3aIPOC.

Cocrasnenue u opopmiieHHE aKTa O Bblaye Jien (JOKYMEHTOB) BO BPEMEHHOE
110JIb30BaHUE.

IIpomexyTounas arrecTauus B popme 3K3aMeHa

KoncyabTanuu

B ToM 4nciie camocTosiTe/IbHAsE padoTa 00y4arOIIMXCH

Pa3nes 4. Opranusanusi XpaHeHHsl JOKYMEHTOB B apXHBe

MJIK 02.04. OGecnieuenue COXpaHHOCTH TOKYMEHTOB

Tema 4.1.
YcnoBust xpaHeHus
AOKYMEHTOB

Conep:xanue

[TpobiemMa cOXpaHHOCTH JOKYMEHTOB B apxuBax. OCHOBHBIC MOHATHUSI U TEPMUHBI.

TpeboBaHMs K 31aHUSIM U IOMeIIeHUsIM apxuBa. O00pyJOBaHUE ApXHUBOB.

[IonsATHE «pEKUM XpaHEHUS JOKYMEHTOB.
CymiecTByIONMe peXXUMbl XpaHEHUS IOKYMEHTOB.

Pa3mernienne 10KyMeHTOB B apxuBe. Tomorpaguieckne yKazaTelu.

[Ipobnema XHUIIECHUA JIOKYMEHTOB, MEpBbI 0€30I1aCHOCTH Hu
BiustHue nepemenieHust JTOKYMEHTOB Ha UX COXPAHHOCTb.

3aIUTEI.

OK 01-02, OK
04- 05, 0K 9
I[IK2.1-25

Tema 4.2.
IIpoBepka HaMuus
U COCTOSIHUSA
AOKYMEHTOB B
apxuBax

Conep:xanue

HpOBepKa HaJIM4YUA U COCTOSAHUSA JOKYMCHTOB B apXUBC.
PeSYJ'IBTaTI)I IMPOBEPKH HATTUYHNA U COCTOAHUA JOKYMCHTOB.
HOpHIIOK pa6OTBI 110 BBISABJICHHUIO HOBpe)K)IéHHBIX JOKYMCHTOB.

N

B ToM unciie npakTHYeCKUX 3aHATHI M PAKTHYECKUX PadoT

Cocraienue 1 opopMIICHHE aKTa IPOBEPKH HATMYHUS M COCTOSTHHSI TOKYMEHTOB.

CocraBienue 1 oopMIIeHHE akTa 00 yTpaTe apXUBHBIX JTOKYMEHTOB.

CocraBnenue u opopmiieHHE aKTa O HEMCIPABUMBIX MOBPEXKICHUIX JOKYMEHTOB.

NN

OK 01-02, OK
04- 05, 0K 9
I[IK2.1-25

Tema 4.3.

Conep:xaHue

8/2

OK 01-02, OK
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KoncepBauusi u [TpoBepka TeXHUYECKOTO U (PU3UKO-XUMUYECKOTO COCTOSIHUS APXUBHBIX JOKYMEHTOB. 2 04- 05, OK 9
pecraBpauus [IpobGnema cTapeHust JOKYMEHTOB, «yracaHUE TEKCTay. K 2.1-25
AOKYMEHTOB KoncepBanus 1 pectaBpaiiysi apxuBHBIX JTOKYMEHTOB. 2
Crioco0bl BOCITPOU3BEICHUS U BOCCTAHOBJICHHSI IOKYMEHTOB. 2
B ToM unciie npakTHYeCKUX 3aHATHI M PAKTHYECKUX PadoT 2
BoccraHoBiieHrE TOBPEAKIECHHBIX JOKYMEHTOB. 1
CocraBieHne pecTaBpalliOHHOIO aclopTa Ha JOKYMEHT. 1
Tema 4.4. Conep:xanue 4
CoxpaHHOCTB [Tpo6iieMa COXpaHHOCTH 3JEKTPOHHBIX JOKYMEHTOB. 2
AOKYMEHTOB Ha XpaHneHue u 00pabOTKa JOKYMEHTOB Ha CIIEIUAIbHBIX HOCHTEIISX. 2
crnenuaabLHbIX IIpomeskyTouyHas arrecTtauus B popme 1udpepeHuMpOBAHHOIO 3a4eTa 2
HOCHTEJISIX B Tom unciie camocTosiTesqibHAs Pad0Ta 00y4arIIHUXCs 4
Y4yeOHasi npaKkTHKA
Buasb1 pador:
PaccmoTpenue CTpyKTypbl YUpEKIECHUS/OpraHU3aluu/TPENPUsATUs (J1ajiee — OpraHu3alliM), COCTaBJICHUE
CXEMbl OPTraHU3alUOHHON CTPYKTYpPBI, OINpPEAEICHHE HCTOUYHHUKOB KOMILUIEKTOBAHMS apXHWBa OpraHU3allUH.
N3yuenune nomKHOCTHOM MHCTPYKIIMU apXUBHUCTA.
CocraBneHue crnucKa MUCTOYHUKOB KOMIUIEKTOBAHUS apXWBa OpPraHM3alldd, ONpPENeNICHUWE TPaHUl] apXHUBHOTO
dbonma.
CocraBiieHHe CXeMbl pa3MEIIEHUS CPelICTB XpaHeHHs. PaccMoTpeHue Tomorpaduueckux ykaszareiaed B
apxuBoXpaHwiuule opraHuzanuu. O3HaKOMIJIEHHME C TMpaBWIAMHU BEJCHHUS JKypHAJOB HaONIOJEHUS 3a
TEMIIEPaTyPHO-BIAKHOCTHBIM PEKUMOM B apXHWBOXPAHHIIUILIE. OK 01-02. OK
[ToaroroBka nen Kk apXMBHOMY XpaHEHHUIO, B TOM UYHWCJIE: U3YYCHHE TOKYMEHTOB B IEJISIX OMpPENeTIEHUs CPOKOB 79 04- 05 O’K 9
WX XpaHEeHUs, HyMepalus JIMCTOB apXUBHOTO Jiela, COCTaBlieHHne U oopmiieHuEe BHYTPEHHEW OMUCH U JIHCTa- K 2 i Y

3aBEpUTENS] apXWBHOTO J€Ja, COCTaBICHHE M O(GOPMIICHHE KapThI-3aMECTHUTEINs, JINCTAa HCIIOJIIB30BAHUS
apXMBHOT'O JieNla, COCTaBJIeHuEe U OQOpPMIICHHE PEKBU3UTOB OOJIOKKH apXHMBHOTO JeJia, MPOIIMBKA apXUBHOTO
aena.

CocraBieHre apXHWBHOW OMUCH e MOCTOSIHHOTo XpaHeHus. OdopmieHne onucu Jen MO JUYHOMY COCTaBy.
Odopmrenue onucH jien BpemeHHoro (cBeiie 10 jieT) cpoka XpaHeHHs.

OdopmiieHre TOKYMEHTOB MO pe3yjibTaTaM IPOBEPKM HAIUYMs U COCTOSHHUS JIOKYMEHTOB B apXuBe, O
BBIACJICHUU K YHUYTOKCHUIO aPXUBHBIX TOKYMCHTOB, HC MOAJICIKAIINUX XPAHCHHUIO.

O3HakOMJICHHE C WCTOYHHKAMH M TIOPAAKOM KOMILIEKTOBaHUS (oHAa mosb3oBarensd. O3HaKOMIICHHE C
MOPSAKOM  BBIIAYM ApXUBHBIX JOKYMEHTOB, oO(opMmieHHe [Ia0JIOHOB 3alpOCOB Ha BBIJAYy apXHBHBIX
noKyMeHTOB. [1oAroToBKa OTBETOB Ha 3aIPOCHI: ApXUBHBIE CITPAaBKa, KOMUSI, BHIIHCKA
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PabGoTa ¢ I/IH(l)OpMaLII/IOHHO'HOI/ICKOBHMI/I CUCTEMAMM U JJICKTPOHHBIMU KaTaJloraMH apXHBOB.

IIpou3BoaCTBEeHHAS MPAKTHKA

Buasbl pador:

M3yuenue npaBoBbIX (YyUpeIUTENbHBIX) U PACIOPSIUTENBHBIX JOKYMEHTOB OpraHU3alMi — MECTa MPOXOXKAECHUS
MPAaKTUKH (Jajiee — OpraHu3annm) ¢ Helbio coopa HHPOPMALIUH ISl HCTOPHYECKON CIIPAaBKH K apXUBHOMW OIIHCH,
OIpeJIeJIEHUs TPAHUL] APXUBHOTO (POH/Ia OpraHU3aLMH.

VYdacTre B KOMIUIEKTOBAHWU apXHBa OPTaHU3ALWU JIeTaMHU (IOKyMEHTaMHU) TIOCTOSTHHOTO U JIOJITOBPEMEHHOTO
XpaHEeHHUS.

W3yuenmne apXuMBHBIX JOKYMEHTOB OPTaHM3ALUU C IEIbI0 UCKIIOUEHHS TYOJIETHOCTH MH(OPMAINH, MTPOBEPKH
(Gu3M4eCcKOro cocTosiHUS A (MOJUCTHBIN npocMotp aein). Cucremaruszanus AOKYMEHTOB B COOTBETCTBUU C
BBIOPAHHOM OpraHU3alUe CXeMOi.

ITpuMeHeHHe cXeMbl pa3MeIleHHs] CPEJCTB XPaHEHUs apXMBHBIX JIOKYMEHTOB OpraHU3alM{ MpHU MpHEME el
(IOKyMEHTOB) Ha XpaHEHUE.

Odopmiienne Tonorpaduueckux ykaszareneid B apXMBOXpaHWIMILE opraHuzanuu. OdopmiieHHe SpIbIKOB Ha
MIEPBUYHBIE CPENICTBA XPAHEHHUS.

Pazmemenune OOllonHeHus apxuBHOTO (OHTA.

OdopmiieHre yu€THBIX JOKYMEHTOB MTOCTYIUICHHUS U BBIOBITHS JIEII.

Odopmienre AOKyMeHTalMM 1o Y4€ry ¢oHJa moib3oBareis, (oTo-, ayAHOBH3YalbHBIX JOKYMEHTOB,
AJIEKTPOHHBIX TOKYMEHTOB.

Odopmiienne yu€THbIX (POpM apXHBa OPraHU3ALHH.

VYdacTre B IpOBEIEHUH SKCIEPTU3bI IEHHOCTH JOKYMEHTOB OpTaHHM3alliy Ha OCHOBAaHWH HAYYHBIX KPHUTEPHEB
UX IIEHHOCTH M HOPMAaTHBHBIX JOKYMEHTOB: IepeuHell W HoMeHkIaTyp. OmpeneneHue CpOKOB XpaHEHHS
JOKYMeHTOB 1 Jien. OdopmMiieHne KapToueKk-3aMecTUTeNel ena.

IIpoBepka HamMuuMsi M COCTOSHHUS APXUBHBIX JOKYMEHTOB OpraHu3aliu. BbIABIeHHE JIOKYyMEHTOB C
MOBPEXICHUSIMA MaTePHAIbHBIX HOCUTEIICH.

Opranuzanus po3bicka HeOOHapYKEeHHBIX jed. OdopmileHHe JOKYMEHTAIUH 110 pe3yIbTaTaM POBEPKHU.

PaboTta mo co3gaHuio CIpaBOYHO-IIOMCKOBBIX CPEJCTB apXHWBa OpraHU3allMy, B TOM 4YHUCIE C NPUMEHEHUEM
MH(POPMAIIMOHHBIX TEXHOJOrMi. YuacTue B (OPMHUPOBAHMM OCHOBHBIX M BCIIOMOTATEIbHBIX APXUBHBIX
CIPaBOYHHUKOB, B TOM YHUCJIE C UCIOJIb30BAaHUEM aBTOMATU3MPOBAHHBIX CUCTEM.

CocraBieHne apXUBHOW OMUCH JAET MOCTOSIHHOTO XpaHeHus. OdopMieHHEe ONMUCH e 10 JUYHOMY COCTaBYy.
Odopmnenue onucu en BpeMeHHoro (cBbimie 10 JeT) cpoka XpaHeHHS.

[Touck nHbOpMAIUY TIO 3aPOCY MOJIH30BATENS, B TOM YHUCIIE C UCIOJIH30BAHUEM aBTOMATU3HUPOBAHHBIX CHCTEM.

144

OK 01-02, OK
04- 05, 0K 9
I[IK2.1-25
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VcnonHeHue 3anpocoB 10 MOUCKY apXUBHBIX /1€ (JOKYMEHTOB) OpraHU3ally, B TOM YHUCIIE C UCIIO0JIb30BaHUEM
MH(POPMAIMOHHBIX TEXHOJIOTHUH.

IIpome:kyTounas arrectauusi B Gopme IK3aMeHa 6

Bcero 438
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3. YCJIOBUS PEAJIMZALIUU TPO®ECCUOHAJIBHOI'O MOAYJIA

3.1. MaTepuajbHO-TEXHHYECKOE 00ecreueHue

Kabunets! mpodeccnoHambHBIX MOJYJIEH, OCHAIIEHHbIE B COOTBETCTBUU C MPHIOKEHUEM 3
OOII-II.

JlaGoparopun «ApXuUBHOrO Jnenay», «OpraHuzauud paboOThl € JOKYMEHTaMH, CHCTEM
AJIEKTPOHHOTO JOKYMEHTOO0OOPOTa» OCHAIIICHHAS B COOTBETCTBUU C npuinoxerrem 3 OOII-IL.

OcHamieHnble  0a3bl TPAKTUKH (MAacCTEPCKUE/30HBI 10 BHJAM paboOT), OCHAIEHHBIC B
cooTBeTcTBUM ¢ npuinoxenueM 3 OOII-IT.

3.2. Y4eOHO-MeTOAMYECKOE OOecneyeHHe

3.2.1. OcHOBHBbIE NeYaTHbIE U/WJIN 3JIEKTPOHHbIE U3IaHUS

1. Opranuzanus apXWBHOHW U CIPABOYHO-MH(POPMAIIMOHHON pabOThl MO JIOKYMEHTaM
opranuzanuu [TekcT]: y4eOHUK [UIsl MCIIOJNIB30BaHHUS B y4eOHOM IIpoliecce 00pa30BaTeIbHBIX
VUPESKIECHUHN, pPEaTu3yIONINX MPOrpaMMbl CPEIHETO MPOo(EecCHOHATBLHOTO O00pa3oBaHHs IO
cnenuanbHocTH "JloKyMeHTalMoHHOe oOecrieueHHne yIpaBieHHUs U apXuBOBeAeHHUe»: [B 2 4u.] /
[bypoBa E. M., Xopxopmuaa T. WU.]; mox pen. E. M. BypoBoit — 3-¢ m3a. crep. — Mocksa:
Axkanemus, 2019. (IlpodeccuonansHoe obpazoBanue. [Ipodeccuonansueiii Mmonyns). Y. 1. — 2019.
— 336 c. ISBN m3nanwus: 978-5-4468-5976-4. ISBN toma: 978-5-4468-5974-0.

2. OpraHuzanusi apXUBHOW U CIPABOYHO-MH(POPMAIIMOHHON paboOThl MO JIOKyMEHTaM
opraam3anuu [Tekct] : y4yeOHWK IS MCIIOJIB30BaHUS B Y4eOHOM TIpoIlecce 00pa3oBaTEIbHBIX
VUPEXKIIEHUHN, pEeaTu3yIoNINX MPOrpaMMbl CpPEIHEro MnpodeccuOHAIBHOrO 00pa3oBaHUS IO
cnenuaibHOCTH "JIOKyMEHTaIMOHHOE OOECICUYCHUEe YIPABJICHHUS W apXUBOBeacHUE»: [B 2 d.] /
[bypoBa E. M., Xopxopauna T. W.]; mox pen. E. M. BypoBoii. — 3-e usn. crep. — Mocksa:
Axkanemus, 2019. — (IlpodeccuonansHoe obpazoBanue. [Ipodeccruonanbubiit Moayns). U. 2/ [E. M.
byposa, A. Il. AdanaceeBa, E. B. Anekceea, A. E. Poguonosa]. — 2019. — 400 c. ISBN: 978-5-
4468-5975-7

3. Packun, JI. 1. Meroauka W TpakTUKa apXUBOBEIACHUS: YYEOHUK I CPEIAHETO
npodeccuonanbHoro oopaszoBanus / [I. . Packun, A.P.CokomoB. — Mockpa: M3naTenbcTBO
FOpaiit, 2022. — 339 ¢. — (IIpodeccronaibHOe 0Opa3zoBanue). — TEKCT: HEMMOCPEACTBEHHBIA. —
ISBN 978-5-534-02419-7.

4. Packun, JI. 1. Meroauka u TpakTUKa apXWBOBEICHHUS: YYEOHHK ISl CpPEIHETO

npodeccuonanbHoro oopaszoBanus / [I. . Packun, A.P.CokonoB. — Mockpa: M3naTenbcTBO
FOpaiit, 2022. — 339 ¢. — (IIpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-02419-7. —
Texkcr: JNEKTPOHHBIA  // O6pasoBarenbHas wiatpopma  IOpaiit [calT]. —

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

3.2.2. JlonoJTHUTEIbHbI€ HCTOYHUKH

1. bacakoB, M.U., [lokymeHTallmoHHOE oOOecreueHue ympaBieHus (C OCHOBaMHU
apxuBoBeJieHHs): yuebHoe nocoodue ans CIIO / M.M. bacakoB. — MockBa: U3natensctBo KHOPyc,
2022. — 216 c. — Tekcr : HenocpencTBeHHbIiA. — ISBN: 978-5-406-09983-4.

2. bypona, E. M., MypaBbseBa, H. A. CipaBoYHUK [0 apXUBHOMY JIeNy JJIsI paOOTHUKOB
opranmzaruii. — (Cepusi «YrpaBieHdeckas: 6e3omacHocThy / moj oomr. pea. A. b. besboponosa). —
M: Tepmuka, 2018. — 396 c. — Tekcr : HenocpeacTBennbiit. — ISBN: 978-5-6040204-4-9.

3. Beperexuna, C.B., HerocymapcTBeHHBIC CTPYKTYPBI M ayTCOPCUHT B apXHBHOM JCIIC :
monorpadus / C.B. Beperexuna. — Mocksa: UznarensctBo Pycaitne, 2022. — 128 c¢. — Tekcr :
HenocpeacTBeHHbIi. — ISBN: 978-5-4365-8006-7.

4. FEropo, B.II., CnunskoB, A.B. OOecriedeHre COXpaHHOCTH, pecTaBpalus Hu
KOHCepBaIus JOKyMeHTOB: ydeOHoe mocodue. — C.-I16.: Jlanp, 2022. — 220 c. — ISBN: 978-5-507-
45047-3.

5. Eropos B.II. CoBpemeHHass opraHuzanus TOCyAapCTBEHHBIX yupexaeHuil Poccuu:
yuebHoe nocodue anst CI1O / B. I1. Eropos, A. B. CnunbkoB. — Cankr-Ilerepoypr: Jlans, 2020. —
204 c. — Tekcr : HenocpencTBeHHbIH. — ISBN: 978-5-8114-6382-4.
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6. Koznos, B. II. ApxuBoBenenue: yueOHHK W TpakTukyMm 1jist By3oB / B. I1. KosmoB. —
Mocksa: U3narenscTBo FOpaiit, 2022. — 329 ¢. — (Bricmiee oopazopanue). — ISBN 978-5-534-
14066-8. — Texkcr: omektponHbii // OOpaszoBarenbHas 1utatrgopma IOpaiit [caiit]. —
URL: https://urait.ru/bcode/496661

7. Tlanoma, P. C. Jlenonpou3BoACTBO 1O OOpAlICHUSM TpaxJIaH: ydeOHOE IMOCOOHe ISt
CIIO / P. C. IlaBnoBa. — Cankr-IlerepOypr: Jlanb, 2022. — 324 c.: uin. — TekcT: HEMOCPEACTBEHHBIM.
— ISBN: 978-5-8114-9925-0.

8. OOIloB, A.B. ApxuBoBeneHue. 3apyOexHas Poccuka: ydeOHHK JUISI CPEJIHEro

npodeccuonaibHoro oopazosanusi / A. B. OOIloB. — Mocksa: WUznarensctBo Opaiit, 2022. —
168 c. — (Ilpodeccuonanproe obpazoBanue). — ISBN 978-5-534-10240-6. — Tekcr:
AJICKTPOHHBIN /l OO6pazoBaTenbpHas maTdopma FOpaiir [caiit]. —

URL: https://urait.ru/bcode/495214

9. Packun, 1. U. ApxuBoBeaenue: yueonuk ais By3oB / JI. W. Packun, A. P. CokonoB. —
2-¢ w3a., uchnp. u gomn. — MockBa: M3garenbctBo IOpaiit, 2022. — 468 c¢. — (Briciiee
obOpazoBanmue). — ISBN 978-5-534-15245-6. — Tekct: »nexktpoHHsiii // OOpa3oBaTenbHas
iatdopma Opaiit [caiir]. — URL: https://urait.ru/bcode/497656

10. Camapuyk, H.C., MapketuHroBas JAeSTE€IbHOCTh TOCYJAapPCTBEHHBIX aPXHUBOB:
monorpadus / H.C. Camapuyk. — MockBa: UsnmarenbctBo Pycaiine, 2023. — 312 c¢. — Tekcr:
HernocpenctBeHHsblin. — ISBN: 978-5-466-01550-8.

11. TenpuapoB A. JI. ApxuBoBeneHue: ydeOHOe mocobme mis OakamaBpoB / A. ]l
Tenpuapos. 5-e u3a. — MockBa: UTK «/lamkoB u K», 2022. — 184 c. — TeKCT: HEMOCPEACTBEHHBIMN.
— ISBN: 978-5-394-04946-0.

12. Xopxopnuna, T. . ApxuBHas sBpucTtuka: yueoOnuk / T. . Xopxopauna, A. B.

OOIloB; nox pex. E. Y. [Tuoapa. — 4-e u3a. - Mocksa: Poc. roc. rymanur, yH-T, 2019. - 296 c. —
ISBN 978-5-7281-2497-9. — TekcrT: 2JIEKTPOHHBIN. —
URL.: https://znanium.com/catalog/product/1087575

13. LlemenkoBa, C. M. ApxuBosenenue. Mcropus apxuBoB Poccun ¢ npeBHEHIINX BpeMeH

no Hadaima XX Beka: ydeOHoe mocoOue it cpeaHero mnpodeccnoHamsHOro oOpa3zoBaHHsS /

C. U. llemenkoBa; mojn HayuHou penakiueit JI. H. Ma3zyp. — Mocksa: U3parensctBo FHOpaiiT,
2022. — 153 c. — (IlpodeccuonanpHoe obOpazoBanue). — ISBN 978-5-534-10241-3. — Tekcr:
AJIEKTPOHHBIN /l OO6pazoBaTenbpHas maTdopma Opaiit [caiiT].—

URL.: https://urait.ru/bcode/495215
14. laxonmanosa, O.}0. Opranuzanusi TroCcyIapCTBEHHBIX yupexaeHuil Poccuu: yuebHOE

nocobue ansa cpeaHero mpodeccuonansHoro obpazoanus / O. 0. IllaxoganoBa. — 2-e wu3fm.,
nepepad. u mon. — MockBa: M3marensctBo HOpaiit, 2022. — 161 c. — (IIpodheccuonansHoe
obOpazoBanmue). — ISBN 978-5-534-12448-4. — Texkct: »nekTtpoHHbli // OOpa3oBaTenbHas

wiatdopma Opaiit [caiir]. — URL: https://urait.ru/bcode/496292

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUSA
IMPOPECCHUOHAJBHOI'O MOJAYJIA

Kon IIK, OK Kpurepun oueHku pesyiabrara ®opMbI KOHTPOJISA ¥
(moka3zarejM 0CBOCHHOCTH KOMIIETCHIIHII) MeTO0/bl OLlCHKH
IIK 2.1 Coznanue JoKaabHBIX HOPMAaTHBHBIX JOKYMEHTOB U | AHAJIU3 U OLIEHKA

IIPOTOKOJIOB  3aCeJaHhil  SKCHEepTHOM KOMMCCUU | pelIeHUN MpOoOIeMHBIX
opranuzaiuu. IIpoBeneHne SKCIEpPTU3Bl LIEHHOCTH | CUTYallUH, IpH
JIOKYMEHTOB OpTraHU3allHH. BBITIOJTHEHUH
MPAaKTUYECKUX padoT.
TectupoBanue.
3auétel mo MJIK,
aTTecTanus 1o
IIPOU3BOJICTBEHHOU
MIPAKTHKE; IK3aMEH
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KBTI (UKAIIMOHHBIN TI0
IIM 02

IIK 2.2 Y4ET apXuBHBIX JIe] (JIOKYMEHTOB) TIOCTOSIHHOTO U
BPEMEHHOT'O XpaHeHUs. YUET POHIOB U OMHCEH Tecruposarue,
.. Onenka o uroram
ApXUBHBIX JIeJl (IOKYMEHTOB). YUET BblIaun
ApPXMBHBIX JI€J] (JOKYMEHTOB) U3 apXHWBOXPAHIIUIIA U BPITOJTHCHI
N MPAaKTUYECKUX padoT.
UX BO3Bpara. YUE€T U KOHTPOJIb Mepeaadu apXUBHBIX B
nen (T0KyMEHTOB) B TOCY/IapCTBEHHBIN/ 3aucret o MIIK,
. aTTecTanus 1o
MYHUIIMIIAJIbHBIA apXUB WIM HA NHOE BHEIIHEE .
N MIPOU3BOJICTBEHHOM
XpaHeHue. Y4ET U po3bICK HEOOHAPYKEHHBIX JIET
(moxymenToB). Benenue nen Gponmon TpaKTHKE
K 2.3 Coznanue onucei en (JOKyMEHTOB) OpraHU3allun AHanu3 ¥ olleHKa
MOCTOSTHHOTO CPOKa XPaHEHHUS U 10 JTUYHOMY peleHuit mpoOIeMHBIX
cocraBy. PazmerieHne apXuBHbIX €)1 (JIOKYMEHTOB) B | CUTYyallUl, IpH
APXUBHBIX XPaHWIHILAX B COOTBETCTBUU C BBITIOJTHEHUH
BBIOpaHHOW CXeMOU KIacCH(PUKAIUU | MPAKTUIECKHUX Pa0oT.
cuctemaruzanuu fen (1okymeHToB). Co3ganue u TectupoBanue.
obecrieueHrne peKMMOB XPaHEHUSI ApXUBHBIX J1E]T 3auétel mo M/IK,
(moxymentoB). [IpoBepka HaMU4MsI U COCTOSHUS aTTecTaius mno
ApXMBHBIX JIe) (TOKYMEHTOB). BrisiBiieHne U y4eT MIPOU3BOJICTBEHHOM
APXUBHBIX JIeJl (IOKYMEHTOB), TPEOYIOLTNX MPAKTUKE; YK3aMEH
pecTaBpalmoOHHOM, KOHCEPBAIIMOHHO- KBJTM(DUKAIIMOHHBIH 110
MPOPUITAKTHYECKON U TEXHHUECKOM 00pabOTKH. IIM 02
[ToaroroBka ycioBwuii st o0ecreueHrs COXpaHHOCTH
ApXUBHBIX JIeJl (IOKYMEHTOB) B 0COOBII mepuo1 u
Ype3BbIYANHBIX
cutyanusax. OCymecTBI€HNE KOHTPOJIS JBUKEHUS
ApPXUBHBIX JIeJT (IOKYMEHTOB) U UX (PU3UUYECKOTO
coctosHus. [lonroroBka u nepenaya apXuBHbBIX €I
(TOKyMEHTOB)
B TOCY/IapCTBEHHBIN/ MyHHUIIUTIATBHBIA apXUB WX Ha
WHOE BHEITHEE XPaHEHUE
IIK 2.4 Yuér onuceit A€ BpeMEHHOTO XPaHEHUSI AHau3 1 oIeHKa
CTPYKTYPHBIX MOAPA3ACIICHUN OpTaHU3aIlu1 B perieHuit mpoOIeMHBIX
TPAAUIMOHHOM U B 3JIEKTPOHHOM BH/JIE. CUTYyaluH, npu
CucremaTtuzanus e (JIOKYMEHTOB) BBITTOJTHEHUH
BPEMEHHOI'0 XPAHEHUS, IPUHATHIX OT CTPYKTYPHBIX MPAKTUYECKHUX PadoT.
Mo/Ipa3ieNIieHUd OpraHu3aIiy, Js pa3MeIeHus B TectupoBanue.
XpaHuIHIe apxuBa opranuzanuu. Kontpouns Bergaun | 3auétel mo MJIK,
B OINIEPATHBHOE TOJB30BaHME /1T (JIOKYMEHTOB) aTTeCcTalus 1o
BPEMEHHOI'0 XpaHEeHUs U UX Bo3Bpara. [IpoBeaenue MIPOU3BOJCTBEHHOMN
AKCTIEPTU3BI IEHHOCTH eI (JOKYMEHTOB) MPaKTHUKE; YK3aMEeH
BPEMEHHOI'0 XPaHEHUs B apXUBE OPraHU3aIINH. KBaJTM(DUKAITMOHHBIH 10
[TonroroBka aein (I0KyMEHTOB) IIM 02
BPEMEHHOI'0 XPaHEHUSs!, MPUHSTBIX OT CTPYKTYPHBIX
noJpa3/ieJIieHni, Ha yHHu4TO)XkeHue. Co3aaHue akToB O
BBIJICTICHUH Ha YHUUYTOXKEHUE JIeT (IOKYMEHTOB)
BPEMEHHOTO
XPAaHEHMSI C UCTEKITUMHU CPOKaMH, MPUHSTHIX OT
CTPYKTYPHBIX MOJIpa3ICICHUN
K 2.5 [Tognepxka B aKTyaJIbHOM COCTOSIHUM JIEKTPOHHBIX | AHAJIM3 U OLIEHKA

1H(OPMalOHHO-TTOUCKOBBIX

peneHnit npoOJIEMHBIX
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CUCTEM apXMBa B JOKyMEHTUPOBAHHBIX chepax
JesTeNIbHOCTH opranu3anuu. CocraBiieHue
CIIPaBOYHO-TIOUCKOBBIX CPEJICTB

K apXUBHBIM JieJiaM (JOKYMEHTaM), YYTEHHBIM B
apXuBe U B JIOKYMEHTHUPOBAHHBIX cepax
JeATebHOCTH opranu3anuu. [loaroroBka 0TBETOB Ha
3arpochl apXUBHBIX €7 (qokyMeHToB). [lonroroBka
paboThI 110JIB30BATENIEN B YNTAJIBHOM 3aJI€ apXUBa

CUTYallUi, IpHu
BBITIIOJTHEHUH
IPAKTUYECKHUX padoT.
TectupoBanue.

3auéter mo MJIK,
aTTecTanus 1o
IIPOU3BOJCTBEHHOU
IIPAKTHKE,;

JK3aMEH
KBaJTM(UKAIIMOHHBIH 110

IIM 02

OK 01

Br10op criocoba pemieHust 3a1a4 npogeccuoHaIbHON
JeATeIbHOCTH IPUMEHUTEIBHO K Pa3INdHbIM
KOHTEKCTaM

OK 02

Hcnonp30BaHne COBPEMEHHBIX CPEICTBA MTOUCKA,
aHaJM3a ¥ UHTepIpeTaui HHPOpMaLuH, U
UCTIO0JIb30BaHUE HH()OPMAIIMOHHBIX TEXHOJIOTHH IS
BBITIOJTHEHHUS 33124 PO ECCHOHATBHON
JIESITEITILHOCTH.

OK 04

BiaumoneiicTBue u paboTa B KOJUICKTUBE M KOMaH/IE

OK 05

Ocy1iecTBieHUE YCTHON U TUCbMEHHOU
KOMMYHUKaIMHA Ha TOCYIapCTBEHHOM SI3bIKE
Poccuiickoii @eneparuu ¢ yueTroMm 0coOOEHHOCTEN
COLMAIIBHOTO U KYJIBTYPHOIO KOHTEKCTA

OK 09

Hcnonb3oBanue HpO(i)CCCHOHaHLHOI;'I AOKYMCHTAaIUU
Ha roCyaJapCTBCHHOM U MHOCTPAHHOM SA3bIKAX

KonTponb BBITTOJIHCHUS
[IPAKTUYECKUX 3aJaHUM.
VCTHBIH WM TECTOBBIM
KOHTPOJIb T€OPETUYECKUX
3HAHUM.

Anammz u OIIEHKA
pelieHui poOJIEMHBIX
CUTYyalUi.

[IpoBepouHbie pabOTHI IO
KaXXJ0# Teme.

ATTecTanus mo
MPOU3BOJACTBEHHOMN
MpPaKTHUKE.
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puiaoxenne 1.3

k OOII-II mo cnenuaJ IbHOCTH
46.02.01 JoxymeHTAMOHHOE O0eclievyeHre YIIPaBJIeHUsI M apXUBOBeeHHe

Pa6ouas nporpaMmma npogeccuoHaILHOT0 MOTYJIsI
«[IM.03 OCBOEHME BUA0OB PABOT 110 NIPO®ECCHUU KOHCYJIbTAHT B

OBJIACTHU PA3BUTHUS IIU®POBOM 'PAMOTHOCTH HACEJIEHUS (IU®POBOM
KYPATOP)»

2026 r.
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1. OBIIIASI XAPAKTEPUCTHUKA PABOYEN ITPOTPAMMBI
MMPO®ECCHUOHAJIBHOI'O MOAYJIA
IIM.03 OCBOEHUE BUJIOB PABOT I10 [TPOPECCHUN KOHCYJIbTAHT B OBJIACTHU
PA3BUTUA 1IUDPPOBOV TPAMOTHOCTHU HACEJIEHU S (LIMPPOBOU KYPATOP)

KO U HAUMEHOBAaHUE MOYJIA

1.1. Hear U MecTo mpPo(ecCHOHATBLHOTO MOAYJsI B CTPYKType 00pa3oBaTeIbHOI
NMpOrpaMMblI

Lenp Monynsi: ocBOEHHE BHA AeATeIbHOCTH «OCBOeHHE BUAOB paboT mo mpodeccuu
KoncynbranT B 001acTé pa3Buts nu(poBOi rpaMOTHOCTH HaceneHus (M(POBOH KypaTop)».

[IpodeccnonanbHblii  MOAYdh BKIOYEH B BapHATHBHYIO YacTh 0Opa30BaTEIbHOU
POTPaMMBI.

1.2.Ilnanupyemblie pe3yJibTAThI 0CBOEHUsI PO ecCHOHATBHOT0 MOIYJIs

PesynbTaThl OCBOCHHST TPOPECCHOHATHLHOTO MOJIYISI COOTHOCATCS C IUIAHUPYEMBIMHU
pe3ylbTaTaMl  OCBOCHHUS O0pa30BaTEIbHOW MPOTPaMMbl, MPEACTABICHHBIMH B  MAaTpPHIIC
KoMIeTeHIM BeimyckHuka (1. 4.3.2 OOII-II).

B pesynbrare ocBoeHus Mpo(ecCHOHATBHOTO MOYJIISl 00YYArOIIUICS TOJDKEH:

Kox OK, IIK YmMmerhb 3HaTh Baanernb
HABBIKAMH

OK.01 pacno3HaBaTh  3aJayy | aKTyaJbHBIN
u/unm npobiemy npoeCCUOHATBHBIN U
B NpoeCCHOHATHHOM | COIIMAIBbHBIN KOHTEKCT,
u/unm COLMAIIEHOM | B KOTOPOM TPHXOTUTCS
KOHTEKCTE paboTaTh U KUTh
aHAJTM3UPOBATh  33/1a4y | OCHOBHBIE HCTOYHUKHU
u/unn  npobiremy U | uHpopmanuu u
BBIJICNIATh €€ COCTaBHBIC | PECYpPCHl ISl PELICHUs
4acTU 3aJjady W mpobieM B
ONpEENATh aTansl | NpodeccuoHaITbHOM
peleHus 3a1a4n u/unn COLIMAJIBHOM
BEISIBIISITH U | KOHTEKCTE
s heKTUBHO UCKaTh | aITOPUTMBI
uH(pOopMalLIo, BBITNIOJTHEHUS paboT
HE00X0IUMYIO Ui | B IpOoeCCUOHATIBHON U
pellieHuss 3aJaud W/WIM | CMEKHBIX 00JacTIxX
po0IeMbl MeTObl  paboThl B
COCTaBJISITh IUIaH | IpOEeCCHOHATBPHON U
necTBus CMEXHBIX cepax
ONpEENATh CTPYKTYpy IUIaHa JUIst
HE0OXO/IMMBIE PECypChl | PELIeHUs 3a7a4
BJIAJIETh AKTYAJIbHBIMHU | TTOPSIOK OIIEHKH
METOaMHu paboTHI pe3yIbTaTOB PEeIICHHS
B npodeccuoHanbHOM U | 3a1a4
CMEXHBIX cepax npodeccuoHaIbHON
peasin30BbIBaTh JeSITeTTHHOCTH
COCTaBJIEHHBIN TJIaH
OIICHUBATh PE3yJIbTAT U
MOCJIEICTBHSI CBOMX
JIEUCTBUI
(caMOCTOSATENBHO UITH C
MTOMOIIIbIO0 HACTABHUKA)

OK.02 ONpEACIATh 3aJaud AJIs | HOMEHKJIATypa
norcKa MHQOpMaIiu MH(OPMaIMOHHBIX
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OTIpEeIeNIATh
HeoOXO0UMbIE
HUCTOYHUKU
uHpopMaun
IUIAHUPOBATh  IPOLIECC
IIOMCKA
CTPYKTYpUPOBAThH
[10JIy4aeM Y10
nHpopmaIuio

BBIJICTISITH Haubosee
3HAYUMOE B IIEepeyUHe
uHpopMaun
OLICHUBATD
MPAKTUIECKYIO
3HAYUMOCTh
pe3yJbTaTOB ITOUCKA
0pOpMIISITh PE3yabTaThI
MIOUCKa, MIPUMCHSITh
CpeacTBa
MH(OpPMaLMOHHBIX
TEXHOJIOTUU s
pereHus
npodeccuoHaNbHBIX
3aj1a4

UCIIOJIb30BaTh
COBPEMEHHOE
IPOrpaMMHOE
obecrnieueHue
UCIOJIb30BaTh
paszinuHble HudpoBbie
CpEeICTBA TSl PEeLICHUS
PO eCCHOHATBHBIX
3ajau

HUCTOYHUKOB,
MPUMEHSIEMBIX B
npo¢eCCHOHATBHON
JIESITEIIbHOCTH

MIPUEMBbI
CTPYKTYpHUPOBAHHUS
uHpopmaruu

dopmar  odopmiieHUS
pe3yNbTaTOB  IOUCKA
uHopManuy,
COBpPEMEHHBIE CPEJICTBA
u YCTpOMCTBA
uH(popMaTU3aLUU
MOPSIIOK MX
MPUMEHEHUS U
IPOrPaMMHOE
obecrnieueHue B
npoQeCCHOHAIBHON
JESTEIIbBHOCTH B TOM
qHCIIe C
MCIIOJIb30BaHUEM

U (pPOBBIX CPEACTB

OK.04

OpraHU30BBIBATH PadOTY
KOJUIEKTUBA U KOMAH/IbI
B3aMMOJEHCTBOBATh  C
KOJUIETaMHu,
PYKOBOJICTBOM,
KIIMEHTaMH B XOJIe
po¢eCCHOHATBHON
JESITEIIBHOCTH

IICUXOJIOTHYECKHUE
OCHOBBI JI€SITEJIbHOCTH
KOJUIEKTHUBA,
MICUXOJIOTHYECKHUE
0COOEHHOCTH TUYHOCTH
OCHOBBI MIPOEKTHOM
JESITENILHOCTH

OK.09

MMOHUMATh o0muii
CMBICIT Y4ETKO
IIPOM3HECEHHBIX
BBICKA3bIBAaHUI Ha
M3BECTHBIE TEMBI
(mpodeccuoHanbHbIE U
ObITOBBIE),  TOHUMAaTh
TEKCTBI Ha  0a30BbIC
poQeCCHOHAIIbHBIC
TEMBI

y4acTBOBAaTh B JAMAJIOrax

MpaBWJia  TOCTPOCHUS
MPOCTBIX M CIOXKHBIX
MIPEITIOKEHU I Ha
npodeccuoHanbHbIe
TEMBI

OCHOBHEBIE
001eynoTpeOuTeIbHbIC
rnaroisl  (ObITOBass U
npodeccCuoHaIbHAs
JIEKCHKA)
JIEKCUYECKU U
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Ha 3HAKOMBIE 00IIHe

U 1npodeccHoHaIbHBIC
TEMBI

CTPOUTH MIPOCTHIC
BBICKa3bIBaHUS O cebe u
0 CBOEH
npodeCCHOHAIBHON
JESITEIIBHOCTH

KpaTKO 00OCHOBBIBAThH U
OOBSCHSTH CBOU
JNerdcTBUs  (TEKylmue u
IJIAHUPYEMBIE)

nucaTh MIPOCTHIE
CBSI3HBIE COOOILIEHUS] HA
3HAKOMBIE W
WHTEPECYIOIIHE
npodeccuoHanbHbIe
TEMBI

MUHUMYM,
OTHOCSILHNCS K
OMHCAHUIO TIPEIMETOB,
CPEICTB M TMPOIECCOB
po¢eCCHOHAIBHON
JIESITEIIbHOCTH
0COOCHHOCTH
MIPOU3HOIICHHUS
npaBuIIa
TEKCTOB
npodeCCHOHAIBHON
HAINPaBIEHHOCTH

YTCHUA

I1K 3.1 BoinonHats
MOITOTOBUTEIIbHBIE
paboTHI IO
KOHCYJIbTUPOBAHUIO
rpaXkaaH B 00JacTH
IPUMCHCHUS
nH(pOpMaIMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTUI

YTOUYHSTH u
dbopmanin3oBaTh
npoOieMy TpakaaHUHA
B xoJe JAAJIOora;
oopmiATh 3asABKM Ha
KOHCYJIbTaI[HOHHBIE
yciyru;  o0pabaThiBaTh
NEPCOHATBHBIC JTAHHBIC;
cobupaTh,
aHATU3UPOBATh u
00001aTe HHPOPMALIHIO
o BOIIPOCAM
[IPUMEHEHUs UKT;
UCTIONIB30BATh CPEJICTBA
CEeTEeBbIX KOMMYHHMKaIIUH
Y COITMAIIbHBIX CEPBHCOB

TIPUHIAITBL u
MeXaHU3MbI paboThI
MTOMCKOBBIX CHUCTEM;
Kputepun otbopa u
METOBI
CTPYKTYPUPOBAHUS
uH(popMaLnu;
3aKOHOJATEIbCTBO O
MEePCOHAIBHBIX
JTAHHBIX; TpeOOBaHUA K
0hOopMIIEHUIO
JIOKYMEHTaI1H;
IpaBuia pi (N (0):10)
MEPETUCKU U
MMCbMEHHOTO dTHUKETa

dbopmanuzanun
poOIeMBI
rpaKIaHUHA;
odopmIIeHHS
3as1BOK u
JOKYMEHTAIHH;
cobopa u aHanmmza
uHbopMaluu I
KOHCYJbTUPOBAHUS

[1K 3.2 BoinonssaTh
OpraHU3alMOHHO-
TEXHUUYECKOE
o0ecnieueHue
IPOBECHUS
MH(OpPMaLMOHHO-
IIPOCBETUTENIBCKUX
MEPOIIPHUSTHH,
HaIpaBJICHHBIX HA
pa3BuTHE UPPOBOI
IPaMOTHOCTH
rpaxaaH

MOJITOTaBIUBATh
MPE3CHTAIINH;
0(OPMIISITh TUCTOBKH U
OYKJIETBI TIO TUIIOBBIM
madJIoHaM;
obecreunBaTh
MIPOJIBUIKCHHE
uH(pOpMaLINHU O
MEpPOTPHUITHH,
PETUCTPUPOBATH
YYaCTHUKOB;
KOHTPOJIHPOBATH
TOTOBHOCTH
TEXHHYECKOTO
oOecreueHus;
OTIpaIINBaTh
Y4aCTHUKOB; COCTABIISATh
1 00pabaThIBaTh AHKETHI

MOPSIIOK OpraHU3aLUU
Y TIPOBEICHUS
IPYIIOBBIX U
MAacCCOBBIX
MEpPOIIPUATHH;
MpOrpaMMHOE
obOecrieueHne s
CO3/IaHUS MTPE3EHTALIHI;
npaBuiia opopMIICHUS
MH(OPMaLIOHHO-
MPE3EHTALMOHHBIX
MaTepHasioB; MOPSIOK
paboThI C OPTTEXHUKOM
Y TIpaBUJIa TEXHUKHU
0C30IMacCHOCTH;
CITOCOOBI
UH(HOPMUPOBAHHUS
(coriceTu, pacChUIKH)

OpraHu3alyu U
TEXHUYECKOTO
COIIPOBOKICHMS
MEpPOIIPUATHH;
paboThI ¢
oprrexuukou u [10
JUIS TIPE3EHTALINM;
uH(pOpMalMOHHON
HOJJEPKKH U
HaBUTAlUH
YYaCTHUKOB;
AQHKETUPOBAHUS U
aHaJIn3a
pe3yJbTaToB
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I1K 3.3 ITpoBOoANTH
UH(POPMALMOHHO-
IPOCBETHTEIILCKUE
MEpOTIPHUATHS,
HarpaBJICHHBIC HA
pa3BUTHE TUPPOBOH
IrPaMOTHOCTH
rpaxaaH

IIPOBOAUTH OOBSICHEHUE
C II0Ka30M JeiCcTBUU
(ITK, unTepHeT, OHIaNH-
CEPBUCHI, MOOMIIbHbBIE
YCTpOHCTBA);
KOHCYJIbTUPOBATh
IpaXKJaH Mo/
PYKOBOJCTBOM
CIIELUATINCTA; BECTU
JTUAJIOT C yYETOM
BO3pacTa co0eceTHUKa;
OLICHUBATh
pPe3yIbTaTUBHOCTh
KOHCYJIbTAIlNH;
MCII0JIB30BaTh CPEICTBA
nH(pOpMaITMOHHOM
0€301acHOCTH

OCHOBHBIC byHKIIHN
OC wu  (aiinoBex
CHUCTEM,; METO/IbI
00pabOTKM TEKCTOBOM,
YUCIIOBOM u
rpaduuecKoit

nHpopManuu;

IIPUHIUIIBL paboThI

KOMITBIOTEPHBIX ~ CceTel
5 0a3 MaHHBIX;
IPOrpaMMbI-Opay3epsl
Y 3JIEKTPOHHOW MOYTHI;
OCHOBHBIE OHJIAMH-
CEPBHUCHI (B T.4.
rOCyCIyTH,
AJIEKTPOHHBIC
IJIaTeXKH); TpeOOBaHUS
MH(OPMaLOHHON
0e301MmacHOCTH

OKa3aHus
KOHCYJIbTATUBHOM
IIOMOIIH I10
OIIEPUPOBAHUIO
NIEPCOHATBHBIMU
JAHHBIMU U UX
3allHTE;
KOHCYJIbTUPOBAHUS
1o pabore ¢
UHTCPHET-
CEpBHCAMHU,
MOOHJIbHBIMH
YCTPOMCTBAMH,
IJIaTEKHBIMU
TEpMUHAJIAMH,
OLICHKH
Pe3yJIbTATUBHOCTH
KOHCYJIbTallH

2. CTPYKTYPA U COAEP/ KAHUE NTPOPECCHUOHAJIBHOI'O MOAYJIA
2.1. TpynoeMKoCTb OCBOEHUSI MOAYJISI

B T1.4. B popme
HaumeHoBaHue cOCTaABHBIX YacTeil MOAYJIst O0beM B yacax | NMpakTH4YecKOii
MOATOTOBKH

YueOHble 3aHATHSA 68 48
KypcoBas pabota (mpoekr) - -
CamocrosiTenbHas paborta 4 -
[lpakTuka, B T.4.: 216 216
yueOHas 72 72
IIPOU3BOJICTBEHHAs 144 144
[TpomexyTouHas arTecTanus, B TOM YHCIIE:
MJIK.03.01 6 popme sx3amena 9 9
1IM.03 (3x3amen no mooynio)
Bcero 297 273
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2.2. CTtpyKTypa npo¢ecCHOHAJIbHOT0 MOAYJIsI

Kon OK, = <
HK 2 g GO =
2 = 3 S =
T m = 2 Q S =
S . S 2, = g
e 5 £ = o) = =) =
HanmenoBauus 22| H = - 5 i =
e 8 S < = = . =
pas3nennos Beero| E 2 ° S e S =
npo(ecCHOHANBHOIO| , yac.| < E 2 E S v 3 é?
a & =
oy SELE| BB £ %3
() o) = =
s T 2] B g
=) s
=5 Z | S 2
m =
1 2 3 4 5 6 7 8 9 10
OK 01, 0K | Pa3gen 1. 72 48 72 68 - 4
02, OK 04, | BeimonaeHue paboT
OK 09, IIK | mo npodeccuun
3.1, 3.2, 3.3, | KoncynbTanr B
34,35 obnacTu pa3BUTHS
nudposoit
IPaMOTHOCTH
HaceJIeHus
(uupoBoit
Kyparop)
VYyeOHas mpakTuka | 72 72 72
ITponsBoncTeennas | 144 | 144 144
PaKTHKa
ITpomexyTouHas 9 9
aTTecTanus
Bcezo: 297 | 273 68 - 4 72 | 144
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2.3. Conep:xanue npohecCHOHAJILHOT0 MOTYJIsI

Oo0beMm, ak. 4. / Koabl
B TOM 4HCJIE KOMIIeTEeHIIHIA,
B (popme (opmupoBanuio
HaumenoBanue Conep:kanue y4eOHOIro MaTepuaia, IPAKTHYECKUX U J1a00PATOPHBIX 3aHATHS, .
pa3esioB U TeM KypcoBasi paboTa (IpoeKT) fipakcririeckon KOTOPBIX
NOATOTOBKH, crnocodcTByer
aK. 4. 3JIeMEeHT
NMPOrpamMMbl
Pasnen 1. BoinosiHenne pa6ot no npogeccun KoncyabTanT B 001acTH pasBuTus HM(PpoBoil rpaMOTHOCTH 78/54
HacesleHus1 (HU(PPOBOI KypaTop)
Tema 1.1. OcHOBBI Conep:kanue 7/3 OK 01, OK 02,
uuppoBoii 1. ®uznonoro-rurneHnueckre ocHoBbl TpyJa 3a I1K. IloxkapHas u anekTpo6e301macHOCTb. OK 04,
IPAMOTHOCTH M 2. OCHOBHBI€ IOJIOKEHUS 3aKOHOIATEIBCTBA 110 OXPaHe TPyAa. 3 OK 09,
padotsl ¢ IIK 3. Yerpoiictso IIK. Onepannonnas cucrema: ¢aiibl, Nanku, CTaHAapTHBIE TPUIIOKEHUS. MK 3.1-3.3
B ToM YHc/ie MPaKTHYECKUX 3aHATHI M MPAKTHYECKHUX PadoT 4
1. Bxmouenue/Boikmodyenne [1K. Pabora ¢ okHamu, MOMCK, CTaHTApTHBIE MIPHIIOKECHHUS. 2
2. CopTupoBKa, KOMMPOBaHUE, IEPEMEIICHHE, YAaICHHE (PailIOB U MaIoK. 2
Tema 1.2. O6padorka] Conepxanue 23/16
uHpopmanuu (Teker,| 1. CoznaHue U pelakTUPOBaHHE TEKCTOBBIX JOKYMEHTOB.
TabJaUIIbI, 2. ®opMaTupoBaHue, HIUTFOCTPUPOBAHHE, TAOTUIIBI B TEKCTE.
npe3eHTaln) 3. DnexTpoHHbIe TabuuLbl: UHTEpdeEiic, GopMynbl, PyHKIHH.
4. Pabora ¢ suelikamu, CTPOKaMH, CTOJIOIIAMHU, CITICKaMHU. 7
5. Co3nanue quarpamm. OCHOBBI pabOTHI ¢ 6a3aMu JTaHHBIX.
6. KomnsrotrepHble npe3eHTanuu. MIHTepakTHBHBIE 3JIEMEHTHI, aHUMAIH. OK 01, OK 02,
7. Co3nanue myOonuKkanuii (OyKJIE€THI, IUCTOBKH). OK 04,
B ToM Yunciie NpaKTHYeCKUX 3aHATHI M MPAKTHYECKHX PadoT 16 OK 09,
1. Coznanue u popmaTupoBaHe TEKCTOBOTO TOKyMeHTa (IIpHUKa3, O0ObSIBICHHUE). 2 K 3.1-3.3
2. BerauciaeHus B 3J€KTPOHHBIX TaOIuIax (Or0KET, BETOMOCTH). 2
3. IlocTpoeHue nuarpamm 1 pabota co cruckamu (uiIbTp, COPTHPOBKA). 2
4. Coznanue npe3entanuu «lIpaBuna nudpoBoi TpPaMOTHOCTH Y. 2
5. Co3nanue Oykiieta «be3omnacHblii HHTEPHETY. 2
6. Pabota c LibreOffice / poccutickum I10. 2
7. Co3gaHue MHTEPAKTUBHOMN Mpe3eHTaluU (TUIIEPCChUIKU, aHUMAIKs). 2
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8. KomruiekcHas paboTa: TeKcT + Tabnwuia + auarpamma.

Tema 1.3. Pecypcsl,
cepBUCHI HU(PPOBOI
IKOHOMHKH U
uHpopMaAMOHHASA
0e301acHOCTh

Conepxanue

26/20

1. Hudposas sxoHomuka. OdunranbHble HHTEPHET-pecypchl PO.

2. Iloptan rocycayr (EIII'Y): peructpanusi, THIHBIA KaOWHET.

3. DneKTpoHHAass KOMMEPLIHSI, UHTEPHET-OAHKUHT, 3JIEKTPOHHBIE ICHBIH.

4. UndopmannonHas 6e30macHOCTb. AHTUBUPYCHI, OOHOBIICHUSI.

5. 3ammra nepcoHabHBIX TaHHBIX. KHOEpMOIIIEHHUYECTBO, COIl. HHKECHEPHSI.

B Tom umncie MPAKTUHICCKUX 3aHATHIL 1 MPAKTHICCKUX paﬁoT

N
o

1. Peructpanus u pabora B tmaHoM KabuHere Ha «[ ocycmyraxy.

. Pabora ¢ caiitamu [1OP, ®HC, «IToura Poccumy.

. YcTaHoBKa U HacTpoiika aHTuBupyca. [IpoBepka cuctemsi.

. Coznanue HajexHoro naposst. Hactpoiika nByxdakTopHoii ayTeHTU(UKALNH.

. Ananu3 (1)I/IH_II/IH1"OBBIX IMMCEM M MOILIEHHHYECKUX CalTOB.

. PaboTa ¢ MOOMIIBLHBIM MpHIIOKEHHEM OaHKa (O3HAKOMJICHUE).

. OmiaTa ycnyr uepes HHTepHET (TPEHUPOBOYHBIN PEKUM).

0 |QA|N| N~ |(WiN

. Pa3pa60TI<a IMaMsATKH ((3aIJ_II/ITa TMEPCOHAJILHBIX TAHHBIX).

9. Pabota c o6naunbimMu cepBucamu (Google Huck, Anaexc duck).

NININININININININ

10. bezonacHoe oO0IIeHNe B COICETAX (HACTPOUKH MPUBATHOCTH).

N

Tema 1.4.
HcekyccTBeHHBbIN
HHTEJJIEKT JJIst
HACEJICHUS: OCHOBBI,
NpUMeHeHue,
0e30ImacHoOCTD

Conepxanue

10/6

1. Yro Takoe uckycctBeHHblil nutemiekt (MU). Ilpumeps: U B moBce1HEBHOM KU3HU
(rosiocoBbI€ MOMOIIIHUKH, PEKOMEH/IAlluH, paclioO3HaBaHHUE JIULT).

2. Heiipocern i texcta u kaptuHok: ChatGPT, GigaChat, Kandinsky, leneBpym. Kax
JIeNIaTh 3arpockl (ITPOMIITHI).

3. Kak M1 nomoraert B rocycnyrax, MeIUIMHE, 00y4eHUH, (prHAHCAX.

4. Pucku UW: nundeitku, moanenbHble HOBOCTH, TTOTEPS TaHHBIX, MOIIIEHHUYECTRBO.
OTHUYECKUE HOPMBI.

B ToM 4nciie NpaKTHYECKHUX 3aHATHI U MPAKTHYECKUX padoT

1. Peructpanus u pabdora ¢ GigaChat / fAlunexc Anuca (co3iaHue MpoCTOro TEKCTa).

2. Coznanue uzoopakenus uepes Heripoceth (Kandinsky / IlleneBpym) as Oykiera wim
MIpEe3EHTAIHH.

3. [Ipaktukym «Kak oTnmuauth numndeik oT peaabHOTo BUIe0? AHAIN3 TPUMEPOBY.

4. PazpaboTtka namsTku s HaceneHus «Kak 6e3omacHo nmonb3oBaThess UU: 5 mpaBuny.

Kouncyabranus

NININ| P |[kPO
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CamocrosiTesbHasi padora 4

IIpoMe:kyTouHasi aTTecTanus B opMe IK3aMeHa 6

Y4yeOHasi NpaKkTHKA

Buasb1 pador: ) OK 01. OK 02
1. KoncynerupoBanue 1o padote ¢ [IK 1 MoOOUIBHBIMU yCTpOMCTBAMHU (TPEHHUHT). OI& 04 ’
2. Perucrpanus Ha mopTaie rocyciyr MaKeTOB TPaKIaaH. 72 OK 09’
3. Co3pganue mpe3eHTalMii U OYKIETOB ¢ ucnois3oBanueM MU (uweiipoceTtn). K 3.1 - ’3 3
4. OrpaboTka AUaIoroB «Iu(pOBOM KypaTop — rpakaaHnun» Ha TeMy «Uto ymeer M u yem oH monie3en. ' '
5. Tpenunr «Kak o0bsCHUTH IEHCHUOHEPY, YTO TAKOE HEHPOCEThY.

IIpousBoacTBeHHAs MPAKTHKA

Buawbi pator:
1. TloaroToBka W TPOBEACHUE TPYNIIOBOTO 3aHATHA 1O UU(PPOBOM T'PaMOTHOCTH (BKItOYast OJIOK OK 01. OK 02

«VcKkycCTBEHHBIN MHTEIUIEKT 111 HAUMHAIOLIUX)). OIE 04 ’
2. VnauBumayanpHOE KOHCYJIBTHPOBAaHHE TPaXKIaH MO Hcmoib3oBanuio MM -cepBrcoB (4ar-00THI, TeHEpanus 144 OK 09’
n300pakeHui). MK 3.1 - ’3 3

3. OpraHuzanus TEXHUIECKOTO 00ecrieueHIsI MepOnpusaTHs (1MoKa3 paboThl HEUPOCETel Ha MMPOEKTOPE). ' '
4. AHketupoBaHHe yuyacTHUKOB: «boureck nmu Bol UM ?» — aHanmu3 oOpaTHOM CBSI3M.
5. Pa3pabotka u paznava mamstok «bezonacuerii MU: kak He momacThbCsi Ha YIIOBKH.

IIpome:xxyTOouyHas aTrecrauus B gopMe JK3aMeHa 3

Bcero 297
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3. YCJI0OBUSA PEAJIM3AIIUU TPO®ECCUOHAJIBHOI'O MOAYJISA

3.1. MaTepuajbHO-TEXHHYECKOE 00ecreueHue

Kabunets! mpodeccnoHambHBIX MOJYJIEH, OCHAIIEHHbIE B COOTBETCTBUU C MPHIOKEHUEM 3
OOII-II.

JlaGoparopun  «ApXHMBHOrO  Jena», «UH(MOPMAIIMOHHBIX ¥  KOMMYHHKAI[MOHHBIX
TEXHOJIOTHIT», «Opranuzanuu ~ paboThl  C¢  JIOKYMEHTaMH, CUCTEM  DBJIEKTPOHHOTO
JIOKYMEHTOO0OpOTa», OCHAIIIEHHAsI B COOTBETCTBUU ¢ TipriioxenueM 3 OOIT-I1.

OcHameHHbie 0a3bl TPAKTHKU (MACTEPCKHE/30HBI MO BUJAM padoT), OCHAIICHHBIC B
cooTBeTcTBUU ¢ npuiioxenruem 3 OOII-II.

3.2. YuyeOHo-MeToau4ecKoe odecredeHue

3.2.1. OcHOBHBIE NIeYaTHbIE U/WJIN IJIEKTPOHHbIE U31aHUSA

1. Opranuzanus apXWBHOW M CIPABOYHO-MH(POPMAIIMOHHON paboOThl MO JIOKyMEHTaM
opraam3anuu [TekcT]: y4eOHUK [UIsl HMCIOJNB30BaHHUS B y4eOHOM IIpolecce 00pa30BaTEIbHBIX
VUPEXKIIEHUHN, pEeaTu3yIoINX MPOrpaMMbl CpeIHero mpodeccuoHanbHOrO 00pa3oBaHUsl 110
cnenuaibHOCTH "J[OKyMEHTaIMOHHOE OOECIeUCHUEe YIIPABJICHUS W apXuBOBeacHUE»: [B 2 d.] /
[bypoBa E. M., Xopxopauna T. WU.]; mox pen. E. M. bypoBoit — 3-e u3a. crep. — Mocksa:
Axanemus, 2019. (ITpodeccuonansroe obpazosanue. [Ipodeccnonansusiii Mmoayns). U. 1. — 2019.
—336 c. ISBN uznanuns: 978-5-4468-5976-4. ISBN Ttoma: 978-5-4468-5974-0.

2. OpraHuzauusi apXUBHOM M CIPAaBOYHO-MH(POPMAILMOHHON padoOThl IO JIOKyMEHTaM
opranm3aiuu [Tekct]| : yuyeOHHMK Ji1 HCIIOJNIB30BaHUA B Y4eOHOM TMpolecce 00pa3oBaTeIbHBIX
VUPSKICHUHN, pPEaTU3yIONIMX MPOrPaMMBI CPEIHETO MPO(EeCCHOHAILHOTO O0pa3oBaHMs IO
cnenuanbHocTH "JloKyMeHTallMOHHOEe oOecreyeHue yIpaBjieHHs U apXuBOBeAeHHE»: [B 2 u.] /
[bypoBa E. M., Xopxopauna T. W.]; mox pen. E. M. BypoBoii. — 3-e usn. crep. — Mockaa:
Axanemus, 2019. — (ITpodeccuonansrHoe oopazoBanue. [Ipodeccrnonanbupiii Momyin). U. 2/ [E. M.
bypoBa, A. Il. AdanacbeBa, E. B. AnekceeBa, A. E. Poguonosa]. — 2019. — 400 c. ISBN: 978-5-
4468-5975-7

3. Packun, JI. 1. Meronuka W TpaKkTHKa apXWBOBEIEHUS: YYEOHUK [UIsI CPEIHEro
npodeccuonanibHoro odbpaszoBanust / [I. . Packun, A.P.CokonoB. — MockBa: M3naTenbcTBO
FOpaiit, 2022. — 339 c¢. — (IIpodeccuonanbHoe obpa3zoBanue). — TEKCT: HEMOCPEACTBEHHBINA. —
ISBN 978-5-534-02419-7.

4. Packun, JI. 1. Meroauka ¥ TpaKTHKa apXWBOBEIEHUS: YYEOHUK [UIsI CPEIHEro

npodeccuonanibHoro odbpaszoBanust / [I. . Packun, A.P.CokonoB. — MockBa: M3naTenbCcTBO
FOpaiit, 2022. — 339 c. — (IIpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-02419-7. —
Tekcr: AJIEKTPOHHBIN /l OG6pa3zoBareabHas matdopma Opaiit [caiit]. —

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

3.2.2. JlonoJIHUTEIbHbI€ HCTOYHUKH

15. bacakoB, M.U., JlokymeHTalluoHHOEe oOecneueHre ynpaBieHUs (C OCHOBaMHU
apxuBoBezieHus): yueoHoe nocodue ans CIIO / M.U. bacakos. — Mocksa: N3narensctBo KHoPyc,
2022. — 216 c. — Texkcer : HenocpencTBeHHbI. — ISBN: 978-5-406-09983-4.

16. Byposa, E. M., MypaBseBa, H. A. CipaBOYHHK 10 apXUBHOMY €Ty JJIsl paOOTHHKOB
opranuzaiuii. — (Cepust «YnpasineHueckas 6e3omacHocThy / moa ooul. pen. A. b. be3doponosa). —
M: Tepmuka, 2018. — 396 c. — Teker : HenocpencTBeHHbIH. — ISBN: 978-5-6040204-4-9.

17. Beperexuna, C.B., HerocynapcTBeHHbIE CTPYKTYPBl U ayTCOPCUHT B apXUBHOM €€ :
moHorpadus / C.B. Beperexuna. — Mocksa: U3narensctBo Pycaitne, 2022. — 128 c. — Tekcer :
HenocpeacTBeHHbIil. — ISBN: 978-5-4365-8006-7.

18. Eropos, B.Il., CamapkoB, A.B. OOecneueHne COXpaHHOCTH, peCTaBpalus H
KOHCepBalus JOKYMEHTOB: yueOHoe nmocobue. — C.-116.: Jlans, 2022. — 220 c. — ISBN: 978-5-507-
45047-3.

19. Eropos B.II. CoBpemeHHass opraHu3anusi T'OCYAapCTBEHHBIX yupexJaeHuil Poccuu:
yuebHoe nocodue ans CI1O / B. I1. Eropos, A. B. CnunbkoB. — Cankr-IlerepOypr: Jlans, 2020. —
204 c. — Texkcer : HenocpencTBeHHbIH. — ISBN: 978-5-8114-6382-4.
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20. Koznos, B. II. ApxuBoBenenue: yaeOHUK W TpakTukyMm 1jist By3oB / B. I1. KozmoB. —
Mocksa: U3narenscTBo FOpaiit, 2022. — 329 ¢. — (Bricmiee oopazopanue). — ISBN 978-5-534-
14066-8. — Texkcr: omektponHbii // OOpaszoBarenbHas 1utatrgopma IOpaiit [caiit]. —
URL: https://urait.ru/bcode/496661

21. IlaBnoma, P. C. [leqompou3BoACTBO MO OOpAIICHHUsIM TpaKIaH: yd4eOHOe mocooue s
CIIO / P. C. IlaBnoBa. — Cankr-IlerepOypr: Jlanb, 2022. — 324 c.: uin. — TekcT: HEMOCPEACTBEHHBIM.
— ISBN: 978-5-8114-9925-0.

22. OOlIloB, A.B. ApxuBoBenenue. 3apyOexknas Poccuka: ydeOHMK i CPEIHETO

npodeccuonaibHoro oopazosanusi / A. B. OOIloB. — Mocksa: WUznarensctBo Opaiit, 2022. —
168 c. — (Ilpodeccuonanproe obpazoBanue). — ISBN 978-5-534-10240-6. — Tekcr:
AJICKTPOHHBIN /l OO6pazoBaTenbpHas maTdopma FOpaiir [caiit]. —

URL: https://urait.ru/bcode/495214

23. Packun, J1. 1. ApxuBoBeaenue: yueonuk ais By3oB / JI. W. Packun, A. P. CokonoB. —
2-¢ w3a., uchnp. u gomn. — MockBa: M3garenbctBo IOpaiit, 2022. — 468 c¢. — (Briciiee
obOpazoBanmue). — ISBN 978-5-534-15245-6. — Tekct: »nexktpoHHsiii // OOpa3oBaTenbHas
iatdopma Opaiit [caiir]. — URL: https://urait.ru/bcode/497656

24. Camapuyk, H.C., MapkeruHroBas JAesTeNbHOCTh TOCYJAPCTBEHHBIX aAPXUBOB:
monorpadus / H.C. Camapuyk. — MockBa: UsnmarenbctBo Pycaiine, 2023. — 312 c¢. — Tekcr:
HernocpenctBeHHsblin. — ISBN: 978-5-466-01550-8.

25. TenpuapoB A. JI. ApxuBoBeneHue: ydeOHOe mocobme s OakamaBpoB / A. ]l
Tenpuapos. 5-e u3a. — MockBa: UTK «/lamkoB u K», 2022. — 184 c. — TeKCT: HEMOCPEACTBEHHBIMN.
— ISBN: 978-5-394-04946-0.

26. Xopxopauna, T. . ApxuBHas 3Bpuctuka: yueOnuk / T. 1. Xopxopauna, A. B.

OOIloB; nox pex. E. U. [TuBosapa. — 4-e u3a. - Mocksa: Poc. roc. rymanur, yH-T, 2019. - 296 c. —
ISBN 978-5-7281-2497-9. — TekcrT: 2JIEKTPOHHBIN. —
URL.: https://znanium.com/catalog/product/1087575

27. lemenkosa, C. U. ApxuBoBenenue. Mcropus apxuBoB Poccun ¢ npeBHEUIINX BpeMeH

no Hadaima XX Beka: ydeOHoe mocoOue it cpeaHero mnpodeccnoHamsHOro oOpa3zoBaHHsS /

C. U. llemenkoBa; mojn HayuHou penakiueit JI. H. Ma3zyp. — Mocksa: U3parensctBo FHOpaiiT,
2022. — 153 c. — (IlpodeccuonanpHoe obOpazoBanue). — ISBN 978-5-534-10241-3. — Tekcr:
AJIEKTPOHHBIN // OO6pazoBaTenbHas maTdopma Opaiit [caliT].—

URL.: https://urait.ru/bcode/495215
28. IllaxomanoBa, O.FO. OpraHuzamnusi TOCYIapCTBEHHBIX yupexaeHuil Poccuu: ydeOHOE

nocobue ansa cpeaHero mpodeccuonansHoro obpazoanus / O. 0. IllaxoganoBa. — 2-e wu3fm.,
nepepad. u mon. — MockBa: M3marensctBo HOpaiit, 2022. — 161 c. — (IIpodeccuonansHoe
obOpazoBanmue). — ISBN 978-5-534-12448-4. — Texkct: »nekTtpoHHbli // OOpa3oBaTenbHas

wiatdopma Opaiit [caiir]. — URL: https://urait.ru/bcode/496292

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUSA
IMPOPECCHUOHAJIBHOI'O MOJAYJIA

Kon IIK, OK Kpurtepun oueHku pesyibrara ®opMBbI KOHTPOJIA U METOABI
(moka3arte/im 0CBOCHHOCTH KOMIIETEHIIUI) OLICHKH
IIK 3.1 Pa3menienne apXuBHBIX 1€ (JJOKYMEHTOB) Ha | AHaIU3 U OLIEHKA

MEeCTaX  XpaHEHUs B  COOTBETCTBHHM  C | pEIICHUN MPOOJIEMHBIX
HOPMAaTUBHBIMH TPEeOOBaHWSIMH B 00JACTH | CUTYyallUid, TP BBHITIOTHEHUH
ApPXWBHOTO JieJia M YIIPABJICHUS JJOKYMCHTAMH. | MPAKTUYSCKUX PadoT.
OcyIiecTBIeHHe HCIMONB30BaHUSA apXUBHBIX | TecTupoBaHUe.

nen  (moxkymentoB), B ToM uucine ¢ | 3auérel mo MJIK, aTrrecramnus

UCIIOJIb30BaHUEM ABTOMATU3HPOBAHHBIX | TIO TPOU3BOJCTBEHHON
CHUCTEM TIpaKTUKe; dk3aMeH 1o [IM 03
[IK 3.2 [TpoBeneHNE MPOBEPKH MOTHOTHI COCTaBA TectupoBanue.

APXUBHBIX TOKYMCHTOB B CAMHUIAX XPAHCHU. OHeHKa 110 UTOram
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VYYET 371eKTPOHHBIX apXUBHBIX 1€
(IOKyMEHTOB) MTOCTOSSHHOTO ¥ BPEMEHHOT'O
xpaHeHus. YU€T POHII0B U omucei
AJIEKTPOHHBIX APXUBHBIX JI€] (JIOKYMEHTOB).
VY4YET 1 KOHTPOJIb NEePeIauM JIEKTPOHHBIX
ApPXMUBHBIX JeJ) (JJOKYMEHTOB) B
roCy/1IapCTBEHHbIN/ MyHULIUIIAJIbHBIA apXUB
WJIM Ha UHOE BHELIHEE XpaHEHHE. YUET U
PO3BICK HEOOHAPYKEHHBIX IJIEKTPOHHBIX el
(1IOKYMEHTOB)

BBITNIOJITHEHMSI TPAKTUYECKUX
pabort. 3auéter mo MJIK,
aTTecTanus o
IIPOU3BOJCTBEHHOM IIPAKTUKE

[IK 3.3 Benenue ydyera u KOHTPOJIS BbIJIa4l apXUBHBIX | AHQJIN3 U OLICHKA
Jel (TIOKYMEHTOB) U3 apXWBOXPAHWINIIA U MX | pEIICHUH MPOOIEMHBIX
BO3BpaTa CUTYaluH, PU BHIMOJTHEHUN
Coznanue onucei 3JeKTPOHHBIX A€l IPAKTUYECKUX padoT.
(IIOKyMEHTOB) OpraHU3aIMK TOCTOSHHOTO TectupoBanue.

CpOKa XpPaHECHHUS U IO JUYHOMY COCTaBY. 3auéter mo MJIK, aTrecramus
Pa3smerienue apXxuBHBIX /1€ (JOKYMEHTOB) B O MIPOU3BOJICTBEHHOM
ApPXMBHBIX XPaHWINILAX B COOTBETCTBUU C npaktuke; 3x3amex o [IM 03
BBIOpaHHON CXeMOH Kiaccu(PHUKAIUU U

cucreMaruzaiuu aein (nokymentoB). [IpoBepka

HAJIUYUS U COCTOSIHUS SJICKTPOHHBIX apXUBHBIX

Jen (IOKYMEHTOB)

[IK 3.4 Hcnonp3oBanre nHGOPMAIIMOHHBIX AHanu3 u OleHKa
TEXHOJIOTUI B 00JIaCTH CO3/1aHusl COPABOYHO- | PELICHHM MPOOIEeMHBIX
MOMCKOBBIX CPEJICTB apXUBa U CUTYaluH, PU BHIMOTHEHUN
JOKYMEHTHPOBAaHHBIX c(hep NesITeTbHOCTH IPAKTUYECKUX padoT.
OpraHu3alHy. TectupoBanue.

CocraBnieHue CripaBOYHO-TIOMCKOBBIX cpeacTB | 3auétel o MJIK, aTTecTarus
K apXMBHBIM JieJaM (JOKYMEHTaM), YYITEHHBIM | I10 IPOM3BOACTBEHHOMN

B apXUBE U B JJOKYMEHTHPOBaHHBIX cepax npakTuke; 3x3amex o [IM 03
JIESITEIBHOCTH OpraHu3aluu

[1K 3.5 OpranuzoBbIBaTh U 00ecreyMBaTh XpaHEHHE AHanu3 U OlLleHKa peleHui
Jiel1 (IOKYMEHTOB) BPEMEHHOTO XpaHEHHS npoOJEeMHBIX CUTyallui, IpU
OpraHu3aly B TPAJAUIIMOHHOM U B BBIMIOJTHEHUH MTPAKTUYECKUX
AIIEKTPOHHOM BHJIE 3HAHUS pabot. TectupoBanue.

3auétel mo M/IK, arrecramms
10 TPOU3BOJICTBEHHOU
IPAKTHKE;

sk3amed no [1IM 03

OK 01 Br16op criocoba perierus 3amaq
npodecCHOHaIbHOMN e TeTbHOCTH KonTpons BBITIOJTHEHUS
PUMEHHUTEIBHO K Pa3IMYHBIM KOHTEKCTaM MPaKTUYECKHUX 3aJJaHHi.

OK 02 Hcnonp30BaHnEe COBPEMEHHBIX CPEACTBA YcrHbIi 1581051 TECTOBBII
MOKCKA, aHaJIN3a U UHTEePIpEeTaluu KOHTPOJIb TEOPETUUECKHUX
uH(OpPMaIIKH, U UCTIOIb30BaHHUE 3HaHUH.

MH(OPMALIMOHHBIX TEXHOIOTHH JIIs AHanmu3 W OLEHKa peleHnuH
BBINOJIHEHUS 3a]1a4 PO eCCHOHATBLHON npoOJEeMHBIX CUTYalUH.
JIESITEJIbHOCTH. [IpoBepounbie  pabGoThl 1O
OK 04 B3aumoneiictBue u paboTa B KOJIJIEKTUBE U KaXKJI01 TEME.
KOMaH/€E ATTecTanus 1mo
OK 09 Hcnonp3oBanue npodeccuoHaIbHON IIPOU3BOJICTBEHHON IIPAKTHKE.

JOKYMCHTAIIMU HA T'OCYJapCTBCHHOM U
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‘ HHOCTPaHHOM A3bIKax
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1. OBIIIASI XAPAKTEPUCTHUKA PABOYEN ITPOTPAMMBI
MMPO®ECCHUOHAJIBHOI'O MOAYJIA
IIM.04 OCBOEHUE IMTPODPECCHUU AEJIOITPOU3BOANUTEJIb

KO U HAaUMEHOBAaHUE MOLYJISA

1.1. lHeab u MecTo Npo¢ecCHOHATBHOTO MOAYJISI B CTPYKTYpe 00pa3oBaTe/ibHOi
NMPOrpamMMbl

Lenb Moayssi: ocBoeHue BuA nesitenbHOCTH «OcBoeHue npodeccuu [1enonpon3BOaUTENbY.
o0OpazoBarenbHON

[TpodeccronanbHblii  MOAYIb

MIPOrPaMMBI.

pe3ylbTaTaMu

BKJIIIOYEH B BapHATUBHYIO

4acCTb

1.2.Ilnanupyemble pe3yJibTaThbl 0CBOEHHS NPO(eCcCHOHAIBLHOI0 MOIYJIS

Pesynbrathl OCBOEGHHS TPOPECCHOHATBHOIO MOJIYJISI COOTHOCATCS C IJIAHUPYEMBIMHU
00pa30BaTeNbHON  IIPOrpaMMBl,

OCBOCHU

KoMTeTeHI BeimyckauKa (1. 4.3.2 OOII-IT).
B pesynbrare ocBoeHUs MpodeCcCHOHATBHOTO MOTYJISl 00 YYAFOIIUICS TOJDKEH:

npeacCTaBJICHHBIMU B

Kon Ymers 3HaTh Baaners HaBbIKaMu

OK,

MK

OK.01 | pacniozHaBaTh 3ajady W/WIM | aKTyaJbHBIN
npoOiemy po(heCcCUOHATLHBIH u
B IPO(PECCHOHATBLHOM /WM | COUUAIBHBIA ~ KOHTEKCT, B
COLIMAJIbHOM KOHTEKCTE KOTOpPOM MIPUXOJIUTCS
aHaAJIM3UPOBATh 3a/1a4y U/WIK | paboTaTh U )KUTh
npobiieMy U BBIACNIATH €€ | OCHOBHbIE HUCTOYHUKU
COCTaBHbIC YaCTU UHPOPMALIMU U Ppecypchl Jis
OTIPEeNeNIATh JTAlbl PElICHUs | peHIeHus 33ja4 U mpobieM B
3a1a4u npogeccuoHaIbHOM u/unu
BBIIBISITH M 3(P(PEKTUBHO | COUAIBHOM KOHTEKCTE
UCKaTh UH(QOPMALIUIO, | AITOPUTMBI BBITOJIHEHUS
HEOOXOUMYIO JUIsl pelieHus | padboT
3aJa4u W/UIU IPpOOIIeMBI B npogeccuoHaIbHON "
COCTaBJIATh IUIaH JAEHCTBUS CMEXXHBIX 00J1aCTsIX
OnpeneNniaTh  HEOoOXOIUMBIE | METObI paboThI B
pecypchl npodecCuoHANTbHON u
BJIAJICTh aKTyaJlbHBIMU | CMEXHBIX cepax
MeTOJJaMH pabOThI CTPYKTYpY IJIaHa JIJIsl PeLICHUS
B npodeccHOoHaNbHOM U | 33134
CMEXHBIX chepax MOPSAJIOK OLIEHKH PE3yJIbTaTOB
pean30BbIBAaTh peleHus 3aaad
COCTABJICHHBIN IJIaH npodeccroHanbHOI
OLICHMBATh PE3YJbTAT U JESTEIBHOCTH
MOCIIEICTBUSI CBOUX
JIEUCTBUM (CaMOCTOSITEILHO
WIH C TIOMOIIbIO
HAaCTAaBHHKA)

OK.02 | onpenenars  3aga4d Il | HOMEHKIJIATypa
NOUCKa UHPOPMALIUU MH(POPMAIMOHHBIX
OnpeAensiTh  HeOoOXOIUMBbIE | HICTOUHUKOB, NMPUMEHSIEMBIX B
UCTOYHUKU HH(POPMALIUU npogeccuoHaTbHON
IUIAHUPOBATh MPOLIECC | ACSITETbHOCTH
MOMCKa IPUEMBl  CTPYKTYpUPOBAHHS
CTPYKTYpUPOBATh nHhopmanuu

MaTpuue
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MoJTy4aeMyro HH(OPMAITHIO

BBIJICIISATH Hanboee
3HAYUMOE B nepeyuHe
uHpopManun

OLICHUBATh  NPAKTUYECKYIO
3HAYUMOCTh pe3yJIbTaToB
HIOMCKa

opopMIATH pe3yabTATHI
TIOUCKa, HIPUMEHSTH

cpeacTBa MH(POPMALMOHHBIX
TEXHOJOTUH JUIS pELICHUs
npodecCHOHATBHBIX 3a1a4
UCIIONIb30BAaTh COBPEMEHHOE
IPOrpaMMHO€E 0OecrieyeHNe
UCIIOJIb30BATh Pa3InYHbIC
u(POBBIE CPEACTBA JIS
peuieHus
pohecCHOHATIBHBIX 3aa4

dhopmar odopMIICHHS
pe3yabTaToB MOUCKa
UHPOpPMALIUK, COBPEMCHHBIC
CpelcTBa 31 YCTpOMCTBA
UH(pOpMATHU3aAUU

MOPSIOK UX IPUMEHEHUS U
porpaMMHOE 00ecCTIeueHHE B
npodeccroHaIbHOM
JESITEIHHOCTH B TOM YHCIIE C
MCIOJIb30BaHNEM HU(POBBIX
CpencTB

OK.03 | onpenensiTe U BBICTPAaUBATh | COACPIKAHUE aKTyaJbHOMN
TPaeKTOPUH HOpPMaTHUBHO-TIPaBOBOM
npodeccuoHaIbHOTO JOKYMEHTAIlUU;  BO3MOXHBIC
pa3BUTHA U | TPAaeKTOPHUHU
camMo00pa3zoBaHus; po(hecCUOHATLHOTO PAa3BUTHS
IUIAHUPOBATh U | 1 camMoo0pa3oBaHUs; OCHOBBI
peain30BbIBATh (hMHaHCOBOW I'PaMOTHOCTH;
IpeIIPUHUMATEIBCKYIO OCHOBBI (buHaHCOBOM
JESATEIBHOCTD B | 6€30MIaCHOCTH, B TOM YHCJIE B
npodeccuoHaibHON  cdepe, | tuPpoBON  cpene;  OCHOBBI
WCIIOJIB30BaTh 3HAHUSA 110 | IPEANPUHUMATEIBCKON
npaBoBOM M (PUHAHCOBOM | 1EATENBHOCTH
IPaMOTHOCTH B Pa3INYHbIX
YKU3HEHHBIX CUTYaIUsIX

OK.04 | opranu3oBbIBaThH paloTy | MCHUXOJIOrHYeCcKHe OCHOBBI
KOJJIEKTHBA U KOMaH bl NeSITeNIbHOCTH KOJJIEKTHBA,
B3aMMOJIEIICTBOBATH C | ICUXOJIOTMYECKHE
KOJUIETaMH, PYKOBOJCTBOM, | OCOO€HHOCTHU JIMYHOCTHU
KIIMEHTaMH B XOJIE | OCHOBBI IIPOEKTHOMN
npodecCuOHATIbHON NEeATeTbHOCTH
JESITEIIBHOCTH

OK.05 | rpamMoTHO W3MaraTb CBOW | OCOOCHHOCTH COITHAIBHOTO |
MBICIIU " 0pOpPMIIATH | KYIBTYPHOTO KOHTEKCTA;
JTIOKYMEHTBI 1o | mpaBuiIa oopmiIeHUS
npodeccuoHaIbHON JOKYMEHTOB U  TIOCTPOEHUs
TEeMaTHKe Ha | YCTHBIX COOOIIEHUM
roCy/1apCTBEHHOM SI3BIKE,

MPOSBIISATH TOJIEPAHTHOCTH B
paboueM KOJJIEKTUBE
OK.09 | monumarb 0OLIMI CMBICH | MpaBUjIa MOCTPOCHUS MPOCTHIX

YEeTKO MIPOU3HECEHHBIX
BBICKA3bIBAaHUU Ha
U3BECTHEIE TEMBI

(mpodeccroHanbHbIE u

U CIOXHBIX TPEIIOKCHUNH Ha
npo¢eCcCuOHAITBHBIC TEMBI
OCHOBHBIE
001eynoTpeOnTeIbHBIC
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OBITOBBIC), TOHUMATh TEKCThI
Ha 0a3oBbIe
poeCCUOHATILHBIC TEMBI
y4acTBOBaTh B JUAIOTaxX Ha
3HAKOMBIE 00IIIHe

U Tpo(ecCHOHAIbHBIE TEMbI
CTPOHTH MIPOCTHIC
BBICKa3bIBaHUS O cebe U O
cBoell  mpodeccHuoHaTbHOM
JESITEIIbHOCTH

KpaTko  OOOCHOBBIBaTH U
OOBSCHATHL CBOM JICUCTBUSA
(TeKyIue U IIaHupyeMbIe)
MUCaTh TMPOCTHIE  CBSI3HBIC
COOOIICHUST Ha 3HAKOMbIE
WA UHTEPECYIOIINE
poeCCUOHATILHBIC TEMBI

TJIaroJibl (6p1TOBAS u
npodeccroHalbHAS TCKCUKA)
JIEKCHYECKHH MUHHMYM,
OTHOCSILUMKCS K  ONUCAHUIO
IPEMETOB, Cpe/CTB u
MIPOIIECCOB MPOPECCHOHATBHON
JeSITeIbHOCTH

0COOEHHOCTH MPOU3HOIICHHS
NpaBWiIa  YTCHUS  TEKCTOB
npodeccrnoHaIbHOM
HaIpaBJICHHOCTH

[IK 4.1

Opranuzanusg paboTel 1O
perHcTpaIyH, ydery,
XpaHEeHHI0O M Tiepeiadye B
COOTBETCTBYIOIIHE
CTPYKTYpPHBIE
Hojpa3AeieHus] JOKYMEHTOB
TEKYIETO
JIeTIONPOMU3BOCTBA

HOPMATUBHBIC ITPABOBBIC AKThI
¥ HOPMAaTUBHO-METOIMYECKUE
AOKYMCHTEI, OIPCACIIAIOIINC
HOPSJIOK JTOKYMEHTAallMOHHOTO
oOecrnieueHus yrnpaBIcHUs;
npaBHiIa paboTHI c
BXOAAIIMMHU, HUCXOAAIIMMHU U
BHYTPEHHUMH JJOKYMEHTAaMU;
npaBWiIa  OpraHu3alud |
(OpMBI KOHTPOJIS MCIIOTHEHUS
JAOKYMCHTOB B OpraHu3ainu,
TpeOOBaHus, MPEIbABIsIEMbIE K
JIOKYMEHTaM B COOTBETCTBHU C
HOPMAaTUBHBIMU  INIPaBOBBIMHU
aKTaMUu U TOoCyaapCTBCHHBIMU
CTaHJapTaMH

IpyueMa U IEepBUYHOMN
00paboOTKH BXOJSALINX

JOKYMEHTOB;
00paboTKHn u
OTIIPABKH HUCXOJSIINAX
JTOKYMCHTOB;

KOHTPOJISI UCIIOJTHEHUS
JOKYMEHTOB B
OpraHH3aIiH

2. CTPYKTYPA U COAEP) KAHUE NTPO®ECCUOHAJIBHOI'O MOAYJIA

2.1. TpynoeMKOCTb 0CBOCHHUSI MOAYJISAA

B 1.4. B popme
HanMeHoBaHMe COCTABHBIX YaCTEH MOLYJIA O0bem B yacax | NMPAKTHYECKOM
MOJATOTOBKH

YueOHble 3aHATHS 68 48
KypcoBast pabota (mpoekr) - -
CamocTosTenpHas paboTta 6 -
ITpakTHka, B T.4.: 216 216
yaeOHast 72 72
IIPOM3BOJICTBEHHAS 144 144
[TpomexyTouHas arTecTanusi, B TOM YHCIIE:
MJIK.04.01 6 ¢hopme sx3amena 9 9
1IM.04 (sx3amen no mooynio)
Bcero 299 273
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2.2. CTtpyKTypa npo¢ecCHoHAJIbHOT0 MOAYJIsI

Kon OK, = <
HK 2 g CHE: =
ot = 15) ) %)
T m = o Q S =
S . = =8 = & =¥
E = 4 = = = =
HaumenoBanus =2 F = = 5 = =
pasziesos Beero| 2 | = = é E & |
NpodeCcCHOHATBHOrO | , ¥ac.| < E 2 E 8 v 3 é?
o, =
oy EElel 55| £ |e|8
S 2 S 3 = | 8
| & 7| &) E| ™|
=y
= 8 < & =)
m =
1 2 3 4 5 6 7 8 9 10
OK 01, OK | Pa3gmen 1. 74 48 74 68 - 6
02, OK 03, | JlokyMeHTallMOHHOE
OK 04, o0ecrieueHne
OK 05, OK | mesarensHOCTH
09,11K 4.1 | opranuzanuu
VYyeOHas mpakTuka | 72 72 72
IIpousBoacTeBennas | 144 144 144
MPaKTHKA
[TpomexxyTounas 9 9
aTTecTanus
Bcezo: 297 | 262 68 - 6 72 | 144
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2.3. Conep:xanue npohecCHOHAJILHOT0 MOTYJIsI

Oo0bem, ak. 4. / Koawi
B TOM 4HCJIE KOMIIeTEeHIIHIA,
B (popme (opmupoBanuio
HaumeHoBaHue Conep:kanue y4eOHOro MaTepuaia, IPAaKTUYECKUX U JI1a00PATOPHBIX 3aHATHS, .
pa3aesioB U TeM KypcoBasi paboTa (IpoeKT) fipakcririecion KOTOPBIX
NOATOTOBKH, cnocodcTByer
aK. 4. 3J1eMeHT
NPOrpaMMBblI
Pazgen 1. JlokyMeHTallMOHHOe O0ecnieyeHHe 1esiTeIbHOCTH OPraHu3alum 80/54
MJIK 04.01. JlokymMeHTallHOHHOE 00ecTievYeHue IesiTeJIbHOCTH OPraHu3aluu
Tema 1.1. Conep:kanue 6/4
Poab Posb npodeccun Jlenonpon3Boauterns. 3Ha4eHUE TPOGECCHH ISl OPraHu3aIllun OK 01, OK 02,
JAeJIONPOU3BOAUTEIA B| YIIPABJICHUS HA IPEIIPUITUHA. 3HAKOMCTBO C KBATH(PUKAIIMOHHOMN XapaKTepUCTHUKON 2 OK 03,
AeATeTbHOCTH npodeccun Jlenonpon3BoInuTeNb. OK 04, OK 05,
anmapara B ToM yunciie MpaKTHYeCKUX 3aHATHH M MPAKTHYECKHUX PadoT 4 OK 09,
ynpasJcHUA N3yuenue npogeccuoHalIbHOTO CTaHaapTa, pa3padoTKa J0JKHOCTHON MHCTPYKIMH 4 IIK 4.1
JIEJIONPOU3BOUTEIIS.
Tema 2.1. Conepxanue 26/18
ABTOMaTU3UPOBAHHBIE | ABTOMATH3aLUs paOOTHI C TOKYMEHTaMHU KaK HEOThbeMJIeMasi YacTh aBTOMATHU3aluU
CHUCTEMBI YIIPaBIEHYECKUX IpoueccoB. McTopuueckoe pa3BUTHE U COBPEMEHHOE COCTOSIHHUE 2
JEJIONPOU3BOACTBA U | HHPOPMAIIMOHHBIX 1 KOMMYHUKAIIMOHHBIX TEXHOJIOTHH.
CUCTEMBbI ABTOMaTH3UPOBAHHBIE CUCTEMBI JEJIONIPOM3BOICTBA U CUCTEMBI aBTOMATHU3ALNH
aBTOMATH3AlNH JOKYMEHTOO00OpOTa: Ha3HaYeHHE. CTPYKTYpa, QYHKIUH, chephl NCIOIb30BaAHUS. 2
JTOKYMEHTO000poTa CpaBHHTEINIbHAS] XapAKTEPUCTHKA. OK 01, OK 02,
CrpaBouno-nipaBoBbie cuctemsl (CIIC). loctonHcTBa, OrpaHUYEHUs, COBPEMEHHBIE OK 03,
TEHJEHIIMU B pa3BUTUH, COBMecTHOE ucnoib3zoBanue CIIC s moucka v XxpaHeHus 2 OK 04, OK 05,
nHbopMaluu. OK 09,
O0630p u cpaBuuTenbHas xapakrepuctrka CIIC. OcHoBHBIE (DyHKIMU U ITpaBuiIa paboTHI. IIK 4.1
[Touckosbie Bo3moxkHOCTH. [Tpunnumnet Berdopa CIIC. OtedectBennsiil peiHok CIIC. 5
Hasznauenwue, coctaB u ctpykrypa CIIC «Koncynprant mmoc». OCHOBBI paboThI ¢
nokymeHTamu B CIIC «KoncynpranT [lmrocy.
B ToM ymncJie MPaKTHYECKHX 3aHSTHH M MPAKTHYECKUX padoT 18
Opranusanys oMcka HOPMAaTUBHBIX JOKYMEHTOB 110 pekBu3uTam nokymenTa B CIIC 4

«KoncynbranT [Imrocy. Opranu3zaims NOJHOTEKCTOBOTO MOMCKA.
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OpraHuzanys morcka 1mo HeCKOJIbKUM uHpopMarroHHbIM 6a3am. Pabdota B CIIC
«["apanty, UTIC «Koxekce» u 1pyrux.

1. Pa6ota co cniuckom B CIIC «Koncynbrant [Tmroc»y.

PaboTa co CIMCKOM 1 TEKCTOM HalJICHHBIX JIOKYMEHTOB.

Pa6ora ¢ popmamu. KonmnpoBanue nndopmaiyu B TeKCTOBbIIN peaaktop. CoxpaHeHue
HalJIEHHBIX JOKYMEHTOB.

2. OdopmieHne pe3roMe ¢ MOMOUIbI0 MacTepa pe3loMe.

3HaKOMCTBO ¢ HOBbIMH pa3paboTtkamu B obnactu ACJ] uepe3 urepHer.

KonTpospHas pabora

NININ| B PP DN

B Tom 4nciie camocrosiTtesibHAs pad0Ta 00y4ar0 M XCH

Tema 2.2.

Cucrema
3J1eKTPOHHOI0
AOKYMEHT0000poTa

Conepxanue

34/24

Knaccudukanus cucrem 3neKTpoHHOro AokyMeHToo0opoTa (CO/]). 3anaun, hyHKIMH
COJ1 Ha npennpusITUH.

CpaBHuTenpHas xapakTepuctuka coBpeMeHHbIx COJ1 B Poccun. I1poGnemsr
B3aUMOJICHCTBHSI OPTaHU3alMM, YIPEKICHUN, TPEANPUATUH, UCTIOIB3YIOIINX Pa3HbIE
Co/.

PaBHOBI/II[HOCTI/I OJICKTPOHHBIX JOKYMCHTOB U UX POJIb B COBPEMCHHOM
obmiecte. [Ipobnembl COXpaHHOCTH JOKYMEHTOB, co3naBaeMbix B CO/I.
O6ecrieuenne 6e3omacHocTH COJI.

ITporpamma «1C: JIokyMeHTO0O0POT»: BO3ZMOXKHOCTH, MHTEp(EliC, OCHOBBI pabOTBHI.

B Tom umncie MPAKTUHICCKUX 3aHATHIL 1 NMPAKTUHICCKUX paﬁoT

Padora B «1C: JlokyMeHTOO00OPOT»

OcHOBHBIE pa3/ienbl MaHe n HaBuTanuu. BBog nHGopManmu 06 opraHU3aInH.
Perucrpanus nons3oBarenei.

Pabounii cToi, MOH 3a7a4H.

JIOKyMeHTHI U (aiiibl, oToOpaXkeHne CTpyKTyphl. PegaktupoBanue ¢aiiios.

3anaun «llopyuenney, «KOHTpOIb MOpydECHUS.

33[[8.‘11/1 «I/ICHOJ'IHCHI/IC», ((KOHTpO.IIB HUCIIOJTHCHUS).

3amaun «O3HakomieHuey, «CorjiacoBaHue.

3agaum «PaccMoTpeHne», «Y TBEpKICHUEY.

[Tpuem u nepBudHas 06pabOTKa BXOIAIINX JOKYMEHTOB. Perucrparius BXOASIINX
JIOKYMEHTOB.

Pabota ¢ ucxonsmmmMu JOKyMEHTaMH.

B A |RRIRRNN N

OK 01, OK 02,
OK 03,
OK 04, OK 05,
OK 09,
IIK 4.1
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PaGota ¢ BHyTpeHHUMH TOKYMEHTaMHU.

ABTOMaTI/I?;aI_[I/ISI pa60TbI C OTACIIbHBIMU BUJAMH JTOKYMCHTOB.

DopMUpOBaHUE OTYETOB.

HpOMe)KyTO‘lHaﬂ arrecranuda B (bopMe IK3aMCHaA

Koncyabranuun

B Tom 4nciie camocrositesibHAst pad0Ta 00y4ar0IMXCH

AINO|IFRP R~

Y4yeOHasi npakTUKA

Buabl pador:

N3yuenne mpuHIUIIOB CO3/IaHUsI CUCTEM VIIPABJICHHS JOKYMEHTOOOOPOTOM.

3HAKOMCTBO ¢ OCHOBHBEIMU nojacuctemMamu COJI.

H3yuenne 0CHOBHEBIX IPO0JIEM BHEADPEHUS IIAT(HOPMEI aBTOMAaTU3ALMU JTOKYMEHTOO00DOTA.

H3yuenne nporpaMm, KOTOpbIle MOT'YT padbotaTh coBMecTHO ¢ «1C: JIOKyMEeHTOO00DPOT».

Hcnonp3oBaHue OPrreXHUKH U IIPOIPAMMHOTO 00€CIIEUEHHS B 3aBUCUMOCTH OT Truiia APM.
OcvIlecTBIEHHE TOKYMEHTOO0O0ODOTA B JOKAJIBHON CETH, COBMECTHOE UCIIOJIB30BAHUE CETEBBIX YCTPOMCTB.
Opranuzanus noucka HOpMaTUBHBIX IOKYMEHTOB 10 pekBu3uTam nokyMeHTa B CIIC «KoncynbranT-Ilmtocy.
Opranm3zaiys MoJIHOTEKCTOBOTO ITOKUCKA.

CoxpaHeHHe ¥ BOCCTAHOBJICHHUE JaHHBIX. BhIrpy3Ka JaHHBIX B APYrUe KOH(MOUTYpAIIUH.

72

OK 01, OK 02,
OK 03,
OK 04, OK 05,
OK 09,
1K 4.1

IIpousBoaCTBeHHAS MPAKTHKA

Bunsi pador:

N3yuenne 0CHOBHBIX ATANOB JOKYMEHTOOOOPOTA B OPTaHU3AIINH.

[IpoBenenune ananmsza CTPYKTYPBI JOKYMEHTOOOOPOTA B OPTraHU3AIINH.

BBenenue noaroToBiIeHHON HOMEHKIATYPHI Aen B iporpammy «1C: JIokyMeHTO000pOT.
dopmuposanue nen B mporpamme «1C:JlokyMeHT0060pOT» (B COOTBETCTBUU C BBEAEHHOMN
HOMEHKJIATYPOH JIeJT TIPEAITPHUSITHS ).

Brenenue nokymentoB B mporpamMmy «1C:JlokymeHTO000pOoTY. OMipeiesienre MapuipyTa JOKyMeHTa 1
peain3anus MapupyTa J0KyMEHTa.

dopmupoBaHue 0TYETOB MO JOKyMeHTaM npeanpuatus B «1C:JJokyMeHTo000p0oT».

Pabota ¢ BXoasmmmMu, UCXOIAIUMHI, BHYTPEHHUMH JokyMeHTaMu B «1C:JlokyMeHTO000pOTY.
ABTOMAaTH3AIMs TOTOBOPHON PaOOTHI.

ABTOMaTH3aLUs PACTIOPSIUTEIBHOMN €SI TEIbHOCTH.

ABTOMAaTH3aIUS TPOXOKACHUS CITYKEOHBIX 3aIMHCOK.

MOHUTOPUHT PAOOTHI C ANMEKTPOHHBIMU JOKYMEHTAMH.

KoHTpOoIb HCTIONHEHNUS AIEKTPOHHBIX IOKYMEHTOB.

144

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

IIpoMe:xxyTOo4YHasi aTTecTanusa B GopMe JK3aMeHa

Bcero

299
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3. YCJIOBUS PEAJIMZALIUU TPO®ECCUOHAJIBHOI'O MOAYJIA

3.1. MaTepuajbHO-TEXHHYECKOE 00ecreueHue

Kabunets! mpodeccnoHambHBIX MOJYJIEH, OCHAIIEHHbIE B COOTBETCTBUU C MPHIOKEHUEM 3
OOII-II.

JlaGoparopuu «uH(GOPMALMOHHBIX U KOMMYHHKAIIMOHHBIX TEXHOJIOTUN), «KOMIIbIOTEPHOI
00paboTKH JOKYMEHTOB», «OpraHuzanuu paboThl C JOKyMEHTaMH, CHCTEM 3JIEKTPOHHOTO
JIOKYMEHTO000poTa», «YueOHas KaHIENApUsS», OCHAIIEHHAs B COOTBETCTBHM C MPUIIOKEHUEM 3
OOII-II.

OcHamieHnbie  06a3bl TPAKTUKH (MAacCTEPCKUE/30HBI 110 BHJAaM paboOT), OCHAIEHHBIC B
cooTBeTcTBUH ¢ npuioxenueM 3 OOII-IT.

3.2. Y4eOHO-MeTOAMYECKOE O0ecnedeH e

3.2.1. OcHOBHBbIE NeYaTHbIE U/WJIN 3JIEKTPOHHbIE U3IAHUSA

1. AoGynamze /. I'. JlokymMmeHTannOHHOE 00ECIICUCHUE YIIPABICHUS MIEPCOHATIOM: YUECOHHUK
U TpaKTUKyM JJs cpenHero mnpodeccuonansHoro obpasosanus / JI. I'. AOymamze, U. b.
Beimpsokkuaa, B. M. MacnoBa. — 2-¢ u3j., nepepad. u gon. — Mocksa: U3natenberBo KOpaiiT,
2022. — 370 c. — (Ilpodeccronansuoe odpazoBanue). — ISBN 978-5-534-15076-6. — Texkcr:
anexktpouHbii / DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/487121.

2. AnryxoBa, H.®. Cucrtembl 3J1€KTPOHHOrO JIOKYMEHTOOOOpoTa: ydeOHoe mocobue /
AntyxoBa H.®., [I3t06enko A.JL., Jlocera B.B., UeunkoB FO.b. — Mocksa: KnoPyc, 2022. — 201
c. — ISBN 978-5-406-02705-9. — URL. https://book.ru/book/936560. — TeKCT: 371€KTPOHHBIIA.

3. Kopnees, U. K. JlokymMeHTanimoHHOE 00ECTICYCHNE YIIPABICHUS: YUCOHUK U TPAKTUKYM
I cpenHero mnpodeccuonanbHoro obpaszoanus / M. K. KopaeeB, A. B. Ilmenko, B. A.
Mamypues. — 2-e¢ uza., nepepad. u gon. — Mocksa: M3garensctBo FOpaiit, 2022. — 384 ¢. —
(ITpodeccronansuoe obpazoBanne). — ISBN 978-5-534-05022-6. — Texct: anextponHslii // DBC
IOpaiir [caiit]. — URL.: https://urait.ru/bcode/472550.

4. KacesuoBa, I'. 10. Jlemonpon3BoACTBO U Jpyrue acnekThl padboTsl cexpetaps / [.1O.
KacbsnoBa — 7-e u3z., nepepad. u non. — Mocksa: U3narensctBo Abak, 2020. — 304 c.

3.2.2. JlonoJIHUTEIbHbI€ HCTOYHUKH

1. Anppeesa B.U. Jlenonpou3BoACTBO: OpraHM3alus M BelleHHE: y4eOHO-TIPaKTUYECKOe
nocooue / Auapeea B.MI. — Mocksa: KuoPyc, 2020. — 294 ¢. — ISBN 978-5-406-00580-4. —
URL: https://book.ru/book/934225. — TekcT : 31eKTpOHHBIIA.

2. Amnzoposa C.I1. Opranuzanus TpyJaa rocyIapCTBEHHBIX M MyHHIIUTIAIBHBIX CITYXKAIIUX :
yuebHoe nocobue / C.I1. AnzopoBa, C.I'. denopuykoBa. — Mocksa : UHOPA-M, 2022. — 160 c.
— (Beicmee oOpazoBanme: bakanaBpuart). - ISBN 978-5-16-016369-7. - TekcT : 31€KTPOHHBIA. -
URL.: https://znanium.com/catalog/product/1151473. — Pesxum 10CTyMa: IO TOAITUCKE.

3. bynmar P.E. JlokymMeHTalmoHHOE OOECIICUeHUE YIPABICHUS IIEPCOHATIOM: Yy4eOHOe
nocobue / P. E. bymat. — Mocksa: MUH®PA-M, 2019. — 234 c. + Jlon. marepuaisl
[[Dnexrponnsrii pecypc]]. — (Boiciiee obpa3oBanue: bakanaspuar). - ISBN 978-5-16-010318-1. -
Tekct: anexkrponnsiit. - URL: https://znanium.com/catalog/product/1007087. — Pexxum gocTymna: o
TIOJTITHICKE.

4. Tyryea T.A. KoHduneHnuambHOe IeJIONPOU3BOACTBO: YyueOHoe mocobue / T.A.
['yryeBa. — 2-e u3n., mepepad. u gon. — MockBa: UTHOPA-M, 2022. — 199 c. — (Cpennee
npodeccuonansHoe obpazoBanue). - ISBN 978-5-16-016585-1. - Tekcr: snextponHsbiii. - URL:
https://znanium.com/catalog/product/1191331. — Pexxum 10CTyma: MO MOAITUCKE.

5. Tycapoba M.H. OpranuzaniioHHO-UH()OPMAIIMOHHOE W  JIOKYMEHTallMOHHOE
obecrieueHne AeITEIHPHOCTH PYKOBOAUTENS: yueOHO-MeToanueckoe mocooue / M. H. I'ycaposa, C.
B. Topkym. — Mocksa: PTY MUPDA, 2022. — 106 c.— Tekcr : anekrponHslit // Jlanp :
SIIEKTPOHHO-OnOMmoreuynas cucrema. — URL: https://e.lanbook.com/book/176556. — Pexum
JIOCTYTIA: JIIsl aBTOPU3. TIOJIb30BATENEH.

6. HenompousBoactBo: yueOnuk / T.A. brikoBa, JI.M. Bsuosa, K0.M. Kykapuna, JI.B.
Cankuna; nox ooul. pea. nou. T.A. beikoBoil. — 4-e u3a., nepepad. u gon. — Mocksa : UTHOPA-


https://urait.ru/bcode/487121
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M, 2022. — 393 c. + [on. marepuansl [[DnekTpoHHbIl pecypc]]. — (Bwicmiee oOpa3zoBaHue:
bakanaspuar). — DOI 10.12737/1014190. - ISBN 978-5-16-014992-9. - Tekct: 3JIEKTPOHHBIM. -
URL.: https://znanium.com/catalog/product/1014190. — Pexxum g0oCTyIa: 1Mo MOAMUCKE.

7. Hoponuna JI.A. JlIokyMEeHTaIIMOHHOE OOECIIEYCHHE YIIPABIICHUS: YICOHUK U PAKTUKYM
JU1s cpeaHero npodeccuoHanbHoro oopazosanus / JI.A. Jloponuna, B. C. UpurukoBa. — Mockaa:
WznatensctBo FOpaiit, 2022. — 233 c¢. — (IIpodeccuonanbroe odpazoBanue). — ISBN 978-5-

534-05783-6. —  Tekcr: oamektponnbii //  OBC  WOpair  [caiir]. —  URL:
https://urait.ru/bcode/473802.
8. KondunennumansHoe JIEITOTIPOU3BOJICTBO u 3alUIIECHHBIT AIIEKTPOHHBIN

nokymenroobopor: yueObnuk / H.H. KynseB, A.C. [démymkun, T.B. Kowngpamosa, A.l.
®abpuunos; oxa oom. pen. H.H. Kynsesa. - 2-e uzn., nepepad. u momn. - Mocksa : Jloroc, 2020. -
500 c. - (Homas ynmBepcurerckas OuOmmoreka). - ISBN 978-5-98704-711-8. - Tekcr
snekrpounsii. - URL: https://znanium.com/catalog/product/1212394. — Pexum mgocryma: 10
TIOJIITUCKE.

9. KopueeB N.K. Texuuueckue cpencrsa ymnpasienusi: yueOnuk / M.K. Kopuees, I'.H.
Kcannomnyno. — Mocksa : UHOPA-M, 2019. — 200 ¢. — (Bricmiee oOpa3zoBanue: bakanaBpuar). -
ISBN 978-5-16-003620-5. - Tekcr : AIICKTPOHHBIH. - URL:
https://znanium.com/catalog/product/991843. — Pexwum A0CTyma: 1O MOAMHUCKE.

10. Ky3uenoB M.H. JlokymeHTanmoHnHoe obecrieyeHue ymnpaieHus. JJoOKyMeHTOO00OpOT U
JIEJIONIPOU3BOJICTBO: YICOHUK M MPAKTUKYM JUISI CPEAHETo MpodecCHoHanbHOro oopasoBanus / 1.
H. Ky3nenoB. — 3-e u3n., nepepab. u gon. — Mocksa: U3znarensctBo IOpaiit, 2022. — 462 ¢. —
(ITpodeccronansuoe odpazosanue). — ISBN 978-5-534-04604-5. — Texcr : anekrponnsiii / DbC
FOpaiir [caiit]. — URL.: https://urait.ru/bcode/470020.

11. KysueunoB U.H. JlokymeHTanmoHHOE obOecriedeHre ynpaBieHUsI IepCOHAIOM: YI4eOHUK

U TPaKTUKYM UL cpenHero npodeccuonanbHoro oodpaszoBanms / M. H. KysnemoB. — Mockaa:
UznatensctBo FOpaiit, 2019. — 521 c¢. — (Ilpodeccuonanbuoe obpazoBanue). — ISBN 978-5-
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUSA

MMPO®ECCHUOHAJBHOI'O MOAYJIA

Kon IIK, OK Kpurepum oueHku pe3yjbrara DopMbI KOHTPOJISI
(moxka3aTejim 0CBOEHHOCTH KOMIIEeTEHIIH) METOAbI OLlEHKH
[IK 4.1 Ucnonb3oBanue ABTOMATU3UPOBAHHBIX cucTeM | AHaJU3 U OIlEHKA

ydeTa, perucTpalfy, KOHTPOJs U MH(POPMALHUOHHO-
CIIPaBOYHBIX CHUCTEM IIpH paboTe ¢ IAOKyMEHTaMH
OpraHHu3aLuy.

[lpumenenne  COBpeMEHHBIX  MH(OpPMAMOHHO-
KOMMYHHUKAIIMOHHBIX TEXHOJIOTHUH UIsi paboThl C
JOKYMEHTaMH, B TOM YHCJE JUIS €€ ONTUMHU3AIUU U
noBbIeHus 3 hekTuBHOCTH

peleHnii TpoOIEMHBIX
CUTYallUH, Ipu
BBITIOJIHCHUH
MPAKTUYECKHUX PadoT.
TectupoBanue.
3auétel no MJIK,
aTTecTaIus 1o
MIPOU3BOJICTBEHHOU
MPaKTHKE,

sk3amed 1o [IM 04

OK 01

Br10op criocoba pemenust 3a1a4 IpogeccuoHaIbHON
JeATeIBHOCTH PUMEHUTEIBHO K Pa3IHuHbIM
KOHTCKCTaM

OK 02

Hcnonp30BaHne COBPEMEHHBIX CPEICTBA MTOKUCKA,
aHaJM3a ¥ UHTEepIpeTali HHPOPMALUH, U
UCTIOJIb30BaHUE HH()OPMAIIMOHHBIX TEXHOJIOTHH TSt
BBITIOJTHEHHUS 3a/1a4 TPOPECCHOHATBHON
JIESITEIbHOCTH.

OK 03

[TnanupoBaHue U peanuzanns coOOCTBEHHOTO
po(hecCHOHANBEHOTO M TMYHOCTHOTO Pa3BUTHS,
MPEANPUHUMATENBCKYIO AEATEIBHOCTD B
npodeccnoHansHOM chepe, UCIOIb30BaHNE 3HAHUN
0 MPaBOBOM U (PUHAHCOBOW IPAMOTHOCTH B
Pa3JIMYHBIX KU3HEHHBIX CUTyalUsX.

OK 04

B3zaumMozeiicTBre u paboTa B KOJUIEKTUBE U KOMaH/Ie

OK 05

Ocy1iecTBieHNEe YCTHON U MMCbMEHHOM
KOMMYHHKAIMH HA TOCY1apCTBEHHOM SI3bIKE
Poccuiickoii @enepanuu ¢ yueroMm ocoOeHHOCTEN
COLIMAIILHOTO U KYJIbTYPHOTO KOHTEKCTA.

OK 09

Hcnonp3oBanue npodecCuoHaIbHON JOKYMEHTAIU!
Ha rOCYJIapCTBEHHOM U MHOCTPAHHOM SI3BIKaxX

KonTpons BBINIOJTHEHUS
MPAKTUYECKUX 3aJJaHUM.
VCTHBEIN WM TECTOBBIU
KOHTPOJIb TEOPETUUYECKUX
3HAHUIA.

AHamnz u OIICHKA
pereHuin MPOOJIEMHBIX
CUTYyalUH.

IIpoBepounble pabOTHl 1O
KaXJ0# Teme.

ATtTtecranus mo
MIPOU3BOJCTBEHHOMN
MPaKTHKE.
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MMPUJIO)KEHMUE 1.1.1
K OOOII-II no cnenuaJbHOCTH
46.02.01 JoxymeHTAMOHHOE o0eclieYeHre YIIPABJeHUs U apXHUBOBeIeHUe

ITACITIOPT PABQ‘IEFI ITPOI'PAMMbI IPAKTUKH
(YYEBHOM 1 ITPOU3BOJCTBEHHON)

HNunexc
YII/IIII

M
(MHACKC, HAMMEHOBAHNE)

Bua npaktuku
(yueOHnas/
NPOU3BOACTBECHHA
1

Tun (3Tam)
NPaKTHKHU
(pu
HAJTUYHH)

Cemectp

Oo0Lem

qacax

VIL.O1

IIM 01 OcymecrBiienue
OpPraHU3alIOHHOIO U
JOKYMEHTALIMOHHOTO
obecreyeHus AeATelNbHOCTH
OpraHu3aluu

YueOHas mpakTUka

1-3

108

VIL.O2

[IM 02 Opranuszanus
apXUBHOI paboTHI 110
JOKYMEHTaM OpraHU3alui
pa3nuyHbIX HopM
COOCTBEHHOCTH

VYyeOHasi mpakTHKa

34

72

VII.03

IIM 03 OcBoenne BUIOB
pabot no podeccuun
KoncynpsTanT B o6iactu
pa3BuTHs LUPPOBOIA
IrPaMOTHOCTH HaceJIeHUS

(Lludposoii kypaTop)

VYyeOHasi mpakTHKa

5-6

72

VIIL.04

I[IM 04 OcBoenue
npodeccuun
JlenonpousBoauresn

VY4yeOHas mpakTUKa

5-6

72

Bcero YII

324

I1I1.01

I[IM 01 OcymiecTBnenue
OpPraHU3alMOHHOTO U
)IOKYMGHTaIII/IOHHOFO
obecrieyeHus AeATENbLHOCTH
OpraHu3aIu

[IpounsBoacTBeHHAs
IpaKkTUKa

34

144

I1I1.02

[IM 02 Opranu3zamus
apXUBHOI paboTHI 110
JOKYMEHTaM OpTaHU3aIHii
pa3nuuHbIX HopM
COOCTBEHHOCTH

[IpounsBoacTBeHHAs
MpaKTUKa

3-4

144

I1IM.03

IIM 03 OcBoeHnue BUAOB
pabot no mpodeccuun
KoncynpranT B 06s1actu
pa3BuTHsI IUGPOBOIA
TPaMOTHOCTH HACEJICHUS

(Iludposoii kyparop)

[IpounsBoacTBeHHAsK
MpaKTHKa

5-6

144

I111.04

IIM 04 OcBoenmne
npodeccun
Jlenonpon3BoIUTEINb

[IpounsBoacTBeHHAsK
MpaKTHKa

5-6

144
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Bcero IIIT X X 576

Hroro npakTtuku X X 1476
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MNPUJIOKEHHUE 1.1.1.1
K OOOII-II no cnenuaJbHOCTH
46.02.01 JoxymeHTAMOHHOE o0eclieYeHre YIIPABJeHUs U apXHUBOBeIeHUe

PABOYAS ITIPOTPAMMA YUYEBHOM MIPAKTUKHA

VII.O1 IIM.01 OcymecTBieHne OpraHu3allMOHHOTO W JOKYMEHTAallMOHHOTO
oOecrieyeHus AesITENbHOCTH OpTraHU3alNH

VII1.02 IIM.02 Opranuzauust apXuBHOW paOOThI MO JOKYMEHTAM OpTaHU3ALMMA
pa3uuHbIX (OPM COOCTBEHHOCTH

VI1.03 [IM.03 OcBoenune Bu10B paboT no npodeccuu KoHCynbTaHT B 00JIaCTH
pasBuTHs U poBoit rpamotHocTH Hacenenus (Lludposoit kypatop)

VI1.04 1IM.04 OcBoenue npodeccuun Jlenonpou3BoauTeNb
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1. OBIIAA XAPAKTEPUCTHUKA PABOYEM

YUYEBHOU MPAKTUKHA

ITPOI'PAMMBbI

1.1. Heap u MecTO Yy4YeOHOH MNPAKTHKH B CTPYKTYpe 00pa3oBaTelbHOI
IPOrpaMMbl:

PabGouass mporpamMma yueOHOW TMpPAKTUKUA SBISETCS YaCThIO MPOTPaMMBbI
MOJATOTOBKM CHEUUAINCTOB cpeaHero 3BeHa B coorBercTtBuu ¢ DI'OC CIIO
YTBEPXKACHHBIM MpHKa3oM Munuctepcrsa npocsemienusi PO ot 26.08.2022 Ne 778
«O0 yTBepx)aeHNH (eaepaTbHOrO roCyAapCTBEHHOT0 00pa30BaTEeNbHOTO CTaHIapTa
cpeadero  mnpodeccMoHabHOTO  oOpa3zoBaHus 1o  crnenuanbHocTH  46.02.01
JloKyMeHTaImoHHOe oOecrieueHne YIpaBICHUs U apXUBOBEACHUEY» U Pean3yeTcs B
npo(eCCHOHATIBHOM LMKIJIE I0CJIE MPOXOXKIACHUS MEXIUCUUIUIMHAPHBIX KypCOB
(MJK) B pamkax npo¢ecCHOHaIbHBIX MOJYJIEH B COOTBETCTBUU C YYEOHBIM IJIAHOM

(1. 5.1. OOOTI-TI):

VI1.01 OcymectBnenue
OpraHU3aIOHHOTO U
JOKYMEHTaIIOHHOTO
oOecrnieueHus JesITeIbHOCTH
OpraHHU3aLuH

I[IM.01 OcymectBienue
OpPTraHHU3AIOHHOTO H
JOKYMEHTAI[HOHHOTO
oOecIieueHus
JIEATEIBHOCTH
OpTraHu3aIu’

MJIK.01.01 JlokymeHTalmOHHOE
obecrieueHre yrpaBiIeHUs
MJIK.01.02 Opranusamust paboTbl
C DJIEKTPOHHBIMH JIOKYMEHTAMU
M/IK.01.03 Opranuzarus
CEKPETapCKOT0o 00CTy>KHBaAHUS
MJIK.01.04 JloxymeHTalmOHHOE
o0ecrieyeHne KaapoBOi CITyKObI

VI1.02 Opranuzanms
apXUBHOM paboTHI MO
JIOKYMEHTaM OpraHu3aIui
pa3nIn4HbIX (HopM
COOCTBEHHOCTH

[1IM.02 Opranuzanus
apXUBHOH paboTHI 1O
JTOKyMEHTaM
OpraHu3alMi pa3IuYHbIX
(dhopm coOCTBEHHOCTH

MJIK.02.01 Opranusarus u
HOPMATHUBHO-TIPABOBBIE OCHOBBI
apXUBHOTO JieJia

MJIK.02.02 T'ocynapcTBeHHBIE,
MYHHIIMITAIEHBIC aPXUBBI M APXHUBBI
OpraHu3aun

MJIK.02.03 Meroauka u mpakTHKa
aApXUBOBEICHUS

MJIK.02.04 O6ecnieueHue
COXPAHHOCTH JIOKYMCHTOB

VII.03 ¢

T[IM.03 OcBoenune BUIOB
pabot no mpodeccun
KoHncynpTanT B 06s1actu
pa3BHUTHS HUPPOBOI

MJIK.03.01 Bemmoaerne padoT mo
npodeccun KoHcynbTanT B
o0racTu pa3BUTHUS HUPPOBOI
I'PaMOTHOCTH HaCeJIEHUS

IpaMOTHOCTH HaceneHus: | (uupoBOi KypaTop)
(LIudposoit kypaTop)
VI1.04 OcBoenune poeccuu | [IM.04 OcBoeHue MJIK.04.01 JIokyMeHTaIHOHHOE
JlenorpousBoauTENb npodeccun o0ecreyeHre e TeIbHOCTH

Jlenonpon3BoIUTEIb

OpraHu3aIn
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YuebHas mpakThka HampaBieHa Ha pasButue obmux  (OK)
npodeccruoHanbHbIx KommneTeHui (11K):

)51

Kox OK / IIK

Hanmenosanue OK / IIK

OK.01

PacriosnaBath 3amady wu/uiam  mpobiemy B HpodeccHOHaTbHOM  W/WIK
COIIMAJIbHOM KOHTEKCTE aHAJIM3UPOBATh 3a7a4y u/Uiu npo0ieMy U BBIICIATh e
COCTaBHBIE YaCTH OTPEIEIATh TAIbI PEIICHHS 33]]a41 BBISBIATH U d3PPEKTHBHO
UCKaTh MH(GOPMAIIMIO, HEOOXOIUMYIO JIJIsl PEIICHUS 3a1a4yd U/HId MPOOJIEeMbI
COCTABIISATh TUIAH JICUCTBUSL OIPENENATh HEOOXOIUMBIE PECypChl BIAJIETh
aKTyaJIbHBIMH METOJAaMHU Pa0bOThI B MPO(ECCHOHATBLHON M CMEXHBIX chepax
pean30BbIBaTh COCTABJICHHBIM IUTAH OLICHUBATh PE3YJIbTAaT M TOCIEICTBHS
CBOMX JICUCTBUH (CAMOCTOSITEIILHO WJIU C TIOMOIIIBIO HACTABHUKA)

OK.02

OmpenensaTe 3amaud I MOMCKAa HMH(MOPMALUHM ONPEAEIATh HEOOXOAMMBIC
WUCTOYHMKH HMH()OPMALUHN IUIAHUPOBATH MPOIECC IOUCKA CTPYKTYPHPOBATH
nojaydaemMyro HMH(OpMALMIO BBIACIATH Haubonee 3HAYMMOE B IEpedHe
nHpOpMAIMK OLEHUBATh TPAKTUYECKYI0 3HAYMMOCTHh pPE3YyJIbTaTOB IOHCKA
oopMIIATH pe3yibTAaThl TOUCKA, HPUMEHATh CPEICTBA WH(POPMAIIMOHHBIX
TEXHOJIOTUH NIl  pemieHus TPOQPEeCcCHOHANBHBIX 3aJad  HCIOJIb30BATh
COBPEMEHHOE  IPOTPaMMHOE  OOECII€YCHHE  HCIOJIb30BaTh  pa3lInYHBIC
1 pOBBIEC CPEACTBA /IS pelIeHus Mpo(eCcCHOHANBHBIX 3a7a4

OK.04

OpraHH3OBLIBaTb pa60Ty KOJUNICKTHBA MW KOMaHJbI BSaHMOHCﬁCTBOBaTB C
KOJIJICraMH, PYKOBOJACTBOM, KIMCHTaMU B X0J€ HpO(i)CCCPIOH&JII:HOfI
ACATCIIbHOCTH

OK.05

I'pamoTHO  wm3narath CcBOM MbICAM U OQOPMIISATH  JOKYMEHTBHI IO
npodeCCUOHAIbHON TEeMaTUKEe Ha TOCYyJapCTBEHHOM S3bIKE, IPOSBIATH
TOJIEPAHTHOCTH B pabOyYeM KOJIJIEKTUBE

OK.09

IToHnMaTh OOIIMI CMBICH YETKO IMPOM3HECEHHBIX BbICKa3bIBAHUI Ha U3BECTHBIC
TeMbl (mpodecCHOHaIbHbIE M OBITOBBIC), MMOHUMATh TEKCThI Ha 0a30BbIC
npodeccuoHalbHble TEMbl y4acTBOBaTh B JMAlOrax Ha 3HaKOMble oOIIue U
npodeccuoHalbHbIE TEMBI CTPOUTH MPOCTHIE BbICKA3bIBaHUS O cebe U O cBOEH
poeCCUOHATIbHON JeSITEIbHOCTH KPAaTKO OOOCHOBBIBaTh M OOBACHATH CBOU
nercTBus (TEKyIUe W IJIAHUPYEMbIe) MHCATh MPOCThIC CBA3HBIC COOOIICHHS Ha
3HAKOMbIE MJIM MHTEPECYIONIUe NPo(hecCHOHAIbHBIE TEMbI

K 1.1

HagpIkn:

noJiydeHus: HeoOxonumoi wuHQOpMaMU W TEepenayd CaHKIIMOHUPOBAaHHOM
uHpopmaiuu C  UCMOJb30BaHWEM  CPEACTB  HUHPOPMAIMOHHBIX |
KOMMYHUKAMOHHBIX TEXHOJIOTUH

YMenus:

WCIIONIb30BaTh  CpelcTBa  MH(DOPMAIMOHHBIX M KOMMYHUKAIIMOHHBIX
TEXHOJIOTHH JIJIsl TOJIy9eHHS U Tiepeiadu uH(opMaIuu;

BECTH U HCIOI30BaTh B paboTe 6a3y KOHTAKTOB OPTaHU3AIINH;

BECTH Y4YE€THBIE PETUCTpPAIMOHHBICE  (OPMBI, HCHOJIB30BaTh WX  JJIA
nH(OPMAIIMOHHON PaOOTHI M paOOTHI 110 KOHTPOIO UCTIOTHEHUS TIOPYUCHHUH;
YCTaHABIMBATh M MOJJEPKUBATh KOMMYHHMKAIIMM B TIPOILIECCE JIEIIOBOTO
OOIIeHHs] C TIOMOIIBIO CPEICTB HMH(DOPMAIMOHHBIX W KOMMYHHKAI[MOHHBIX
TEXHOJIOTHI;

CTIaXWBaTh KOH(MIUKTHBIE W  CIOXKHBIE CHUTYyallud MEXIUYHOCTHOTO
B3aNMOJCHCTBHS,

COOIOAATH CYKEOHBII ITHUKET;

obecrieunBaTh HHGOPMAITMOHHYIO 0€30MTaCHOCTh JAEATEILHOCTH OPTaHU3aIUH.

K 1.2

Hasbiku:
KOOpJAUHAIMKU paboThl NMPUEMHON PYKOBOAMUTENS W 30H MpHEMA Pa3IMUHBIX
KaTeropuil OCETUTEIIEH OpraHu3auu
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Ymenus:

BCTpEYaTh MMOCETUTENEH, MOoIydaTh NEPBUYHYI0 HH(OPMAIHIO O MOCETUTENSX,
YCTaHAaBJIMBAaTh NOPSAJOK MPUEMA IS PA3JINYHBIX KATETOPUN ITOCETUTENEH;
BECTH YYETHBIE PETUCTPAMOHHBIE (OPMBI TO MpHUEMY TOCETUTENEH U
oopMIIATH IIpoNycKa,;

BECTH IPUEM, IIepeIady U OTIPABKY JOKYMEHTOB,;

OpraHu30BBIBaTh U OPOHUPOBATH MEPETOBOPHBIE KOMHATHI,

CepBHPOBaTh YaliHble (KOEWHbIE) CTOJIBI B OUCE;

IPUMEHATh B paboTe cpeiacTBa MH(OPMAIMOHHBIX M KOMMYHHMKAIlMOHHBIX
TEXHOJIOTHH;

IIPUHUMATh MEpbI 110 COXPAHEHUIO KOH(UIEHIMANbHON MH(OpMALMU B X0
IIpUEMA ITOCETUTEIICH.

K 1.3 Hagpixu:
IUIAHUPOBAHUS padOYero BpeMeH! PYKOBOAUTENS U pabovero Hs CeKpeTaps
YmMenus:
BbIOMPATh (HOPMBI TUIAHUPOBAHUS W OGOPMIIATH IUIAHUPOBINUK (OpraHaisep)
PYKOBOJUTEIS U CEKpeTaps,
yCTaHaBIWBATh €M, ONPENETSATh MNPHOPUTETHOCTH U  OUYEPEAHOCTH
BBITIOJTHEHUS Pa0OT ¥ 3P PEKTHUBHO paclpeaesiaTh pabouee Bpems;
COTJIaCOBBIBATh BCTPEUM W MEPONPHUATUS U BHOCUTH HWH(OOpPMAIUIO B
IUTAHUPOBIIMK (OpraHaiizep);
WHOOPMHUPOBATh PYKOBOAUTEISI O TPUOIVIKCHHH BPEMEHH W PETrJIAMEHTE
3aIIaHUPOBAHHBIX BCTPEY M MEPOTIPUSTHIH,
BbIOMpATH ONTUMAJIbHBIE CIOCOOBI BHEIIHETO U BHYTPEHHETO HH(POPMHUPOBAHUS
0 IJIAHUPYEMBIX MEPOTIPUSATHUSX;
obecrieunBaTh HHGOPMAIIMOHHYIO 0€30MaCHOCTh JEATEIbHOCTH OpraHU3alllu;
MPUMEHITh B paboTe cpencTtBa MHPOPMAIMOHHBIX M KOMMYHUKAIIMOHHBIX
TEXHOJIOTHIA.
K 1.4 Hagpiku:
OpraHu3ally JIeJIOBBIX MOE3J0K PYKOBOAMTENS W JPYTUX COTPYAHHKOB
OpraHu3aIu
YMenus:
COCTaBJIATh M ODOPMIISATH JOKYMEHTHI IS JIIOBBIX MOE3/10K;
OCYIIECTBIISITh TPEBEI-TIOITIEPIKKY JIETOBBIX TTOE3/I0K;
COrJacoBbIBaTh C TPUHHUMAIOUIEH CTOPOHOW MPOTOKOJ  IUIAHUPYEMBIX
MEpPOIPUATHI U (hOpMHUPOBATH POTrPaMMYy JI€TTOBON MOE3/KH;
WCIIONIb30BaTh  CpelcTBa  MH(DOPMAIMOHHBIX M KOMMYHHUKAIIMOHHBIX
TEXHOJIOTHI isi 00ecrieueHus: B3aMMOJICUCTBHS C PYKOBOJMTEIIEM BO BpeMs
€ro JIEJ0BOM MOE3JKH;
0hOpMITATH OTYETHBIC JOKYMEHTBI O JIEJTIOBOM TOE3/IKE.
[IK' 1.5 Hagpiku:
OpraHMU3aIiy U MoAAepKaHus (YHKIIMOHATHLHOTO pabodero mpoCcTpaHCcTBa
YmMenus:
OpraHU30BBIBATH pabouee MECTO B COOTBETCTBUU
¢ TpeOOBaHUSIMH YPTOHOMUKH U KYJIBTYPBI TPYIA;
obecnieunBath pabouee MecTO M (YHKIMOHATbHOE padodyee MPOCTPAHCTBO
HEOOXOJUMBIMH  CPEJCTBAMH  OPTaHMU3AIMOHHOM TEXHHUKH, MeEOeIpl0 |
KaHIIETSPCKUMU MPUHAIIICKHOCTSIMHU,
TOJIJICPKUBATH CPEJICTBA OPTraHU3AIMOHHON TEXHUKH B paboueM COCTOSTHHUH.
[IK 1.6 Haspixu:

OpraHM3ali MOATOTOBKM W TPOBEACHHUS] KOH(MEPEHTHBIX MEPOIPHUSITHIH,
obecriedyeHrss  MH(GOPMAIIMOHHOTO  B3aUMOJCHCTBUS ~ PYKOBOJUTENS  C
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MOJIPA3ICIICHUSIMU U JOJDKHOCTHBIMU JIUIIAMHA OPTaHU3aIIH

YMenus:

OpPraHU30BBIBaTH MPOIECC IOATOTOBKHM W  MPOBEACHUE KOH(PEPEHTHOTO
MEPOIPUSATHSI MHANBUIYaIBHO U B COCTaBE pabOvei rPyIIIIbI;
JOKYMEHTUPOBATh pa3HbIe 3Talbl MPOIEIYypPhl MOATOTOBKH W IPOBEICHHS
KOH(EPEHTHOTO MEPOIPUATHS,

COOJIFOJIATh ATUKET U OCHOBBI MEXTYHAPOTHOTO IPOTOKOJIA,

OCYIIECTBISTH COOp, 00pabOTKy MH(OpPMAIHH, CHCTEMATH3AIUIO TTOTYYaeMbIX
U TIepe/IaBaeMbIX JIAaHHBIX

OCYIIECTBIISATH MPOBEPKY JOCTOBEPHOCTH, TIOJHOTHI

Y HETIPOTUBOPEUNBOCTH JIAaHHBIX, UCKJIFOUEHHE TyOIMpOBaHus HH(DOPMAITHH;
MPUMEHSTh HH)OPMAIIMOHHO-KOMMYHUKAIIMOHHBIC TEXHOJIOTHH.

T1IK 1.7 HaBpIkn:
oopmIIeHUs OpraHU3aIMOHHO-PACTIOPSIUTEIBHBIX JIOKYMEHTOB u
opram3anusi paboOTBI C HHUMH, B TOM 4YHCIIE C HCIOJb30BaHUEM
ABTOMATHU3UPOBAHHBIX CHCTEM
YMeHus:
COCTaBIIATh MIPOCKTHI OpTraHU3aIMOHHBIX, pacnopsAUTeIbHBIX u
MH(OPMALIMOHHO-CIIPABOYHBIX  TOKYMEHTOB, B TOM 4YHCJIE€ JOKYMEHTOB,
coJiepKaux KOH(UICHINATHLHYI0 HH()OPMAIIHIO;
0(hopMITATH OpPraHU3ALMOHHO-PACTIOPSIUTEIbHBIC TOKYMEHTHI (OpUTHHAIBI U
KOIIHH);
CKaHUPOBaTh, KOMUPOBAaTh W KOHBEPTHPOBATh JOKYMEHTHI B pa3jH4YHBIC
bopmarsr;
OCYILIECTBISITH MPOBEPKY MPOEKTOB JOKYMEHTOB Ha COOTBETCTBUE IpaBUIIaM
JIEJIOTIPON3BO/ICTBA;
MPUHUMATH U TPOBOJAUTH NMEPBUUHYIO 00PaOOTKY BXOASIINUX TOKYMEHTOB,;
MPOBOJNTH TPEABAPUTEIIBHOE PACCMOTPEHUE BXOSIMIMX ¥ BHYTPEHHUX
JTIOKYMEHTOB,
PETHCTPUPOBATH BXOISIINE, UCXOISIINE U BHYTPCHHHUE JOKYMEHTHI;
KOHTPOJHPOBATh MapHIPYTU3AIMI0 JOKYMEHTOIIOTOKOB B  OpraHHU3aIlluu
(cormacoBanue, MOANMUCAHWE, YTBEP)KICHHE, PETUCTPAIMS, O3HAKOMIICHHE M
HCIIOJIHEHUE TOKYMEHTOB);
OCYIIECTBIISITH CPOKOBBIA KOHTPOJIb HCIIOJTHEHUS JOKYMEHTOB;
OCYIIECTBISATH OJATOTOBKY M OTHPABKY UCXOJSIINX JOKYMEHTOB;
COCTaBJISITh OTYETHI M AHATTUTHYCCKHE CITPABKU
00 UCTIOTHEHUH IOKYMEHTOB,
BeCTH MH(POPMAITMOHHO-CIIPABOYHYIO PadOTy
0 IOKYMEHTaM;
OCYIIECTBIIATH PabOTy C OpraHU3aIMOHHO-PACTIOPSAIUTCILHBIME JIOKYMEHTAMHA
B aBTOMATH3UPOBAHHBIX CHCTEMAaX.

IIK 1.8 HaBpiku:

oopMIIeHHS JTOKYMEHTOB IO JHYHOMY COCTaBy M OpraHu3aiuu paboThl ¢
HUMH, B TOM YHCJIE€ C UCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

YMeHus:

obecreunBaTh COXPAaHHOCTh MEPCOHATBHBIX JaHHBIX PAOOTHUKOB,
OpPraHHU30BBIBATH JOKYMEHTOOOOPOT MO MPEACTABIECHUIO JOKYMEHTOB TIO
TePCOHAITY B TOCYAapCTBEHHBIE OPTaHBI,

OpPraHU30BBIBATH JOKYMEHTOOOOPOT MO YUETY U IBUKEHUIO PAOOTHUKOB;

BECTH BOMHCKUH yUET paOOTHHUKOB,

BeCTH y4€T pabodyero BpeMeH!u pabOTHHUKOB,

0OpMIIATH OPraHU3AIMOHHO-PACTIOPSAUTENBHBIC JTOKYMEHTBI IO JUYHOMY
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COCTaBy;

BECTH PETHCTpaIio, YUET, ONEPaTUBHOE XPAaHEHHE JOKYMEHTOB IO JIUYHOMY
COCTaBy;

BECTH  JOKYMEHTAIMIO, TMOJATBEPKIAIONIYyI0  CBEACHUS O  TPYAOBOH
NESITeIbHOCTH U TPYJOBOM CTa)Ke PaOOTHUKOB,

(hopMUpOBATh TUYHEIE JIeTa PAaOOTHUKOB,

oopMIIATH feNa 1Mo JIMYHOMY COCTaBY JIJIS IEpe/lavyi B apXUB OpraHU3aIlky,
paboTaTh €O CHENHATU3UPOBAHHBIMU HWH(POPMAIIMOHHBIMH CHCTEMaMu |
0a3aMu JaHHBIX 110 BEJICHUIO YUETa U JIBU)KCHUIO pAOOTHHKOB.

IIK 1.9 HaBwiku:
OpraHM3ali TEKYIIEr0 XpaHEHUs JIOKYMEHTOB, O0Opa0OTKH el s
OTIEPAaTUBHOTO M APXMBHOTO XpaHEHHUs, B TOM YHCIIE C HCIOJb30BaHUEM
ABTOMATU3UPOBAHHBIX CHCTEM
VMmenust:
pa3pabaThiBaTh HOMEHKJIATYPY A€l OpraHu3aluy;
MPOBEPSTh TMPABWIBHOCTh O(GOPMIICHUS JIOKYMEHTOB W OTMETKH 00 Hux
WCIIOJIHEHUU Tiepel uX (POPMUPOBAHHUEM B JIENIO I MOCIEIYIOIIET0 XpaHSHUS,
dbopMupoBaTh Jiena, KOHTPOJHMPOBATH MPABHIBHOE U  CBOCBPEMEHHOE
pacmpesneneHne W TOMIIMBKY JOKYMEHTOB B Jiela B COOTBETCTBUU C
HOMEHKJIaTYpOM JIeJT;
MIPOBEPSATh CPOKU XPAHEHUS JOKYMEHTOB, COCTaBJSTH IPOTOKOJN PabOTHI
AKCMEPTHON KOMUCCHUH T10 TIOJITOTOBKE JOKYMEHTOB K TIepe/iaue B apXuB,
COCTaBJIATh KT O BBIICTICHUH K YHHUTOKEHHUIO JOKYMEHTOB, HE IMOAJEKAIIUX
XPaHEHUIO;
COCTaBJISITh KT 00 YHUYTOXKEHUH IOKYMEHTOB,;
OCYIICCTBIISITh TOJIHOE WJIM YacTHYHOE O(OPMIICHHE [ BPEMEHHOTO,
MIOCTOSIHHOTO, IOJITOBPEMEHHOTO CPOKOB XPAHEHUS;
COCTAaBJISITh ~ ONMHCH  JIe  CTPYKTYPHBIX  TOJpa3feleHUul  TMOCTOSHHOTO,
JIOJITOBPEMEHHOT'O CPOKOB XpaHEHUs ISl Iepejaur JIe] B apXUB OPraHU3alnu;
MPUMEHATh UHPOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJOTUU TIPU padoTe C
JIOKYMEHTaMH.

IIK 2.1 HaBwiku:
y4acTusi B KOMIUIEKTOBAHUU apXUBHBIMH JieJaMH (JOKYMEHTaMH) apXuBa
OpraHu3aIu
YMeHus:
paboTtarh ¢ mojpa3eIeHUIMU/OPTaHU3AIUSIMA UCTOUHUKAMU KOMIIJIEKTOBAHUS
apxuBa;
MIPUHUMATh apXUBHBIE Jieia (JOKYMEHTHI) Ha TTOCTOSIHHOE WJTH JIOJITOBPEMEHHOE
XpaHEHHUE;

Y4acTBOBATh B MPOBEACHUN SKCIIEPTU3HI IEHHOCTH PA3JIMYHBIX THIIOB U BUJIOB
JOKYMEHTOB B COOTBETCTBUU C BHYTPEHHUMHU PETJIaMEHTaMU OpraHU3aliHy;
MPUMEHSTh B paboTe PEKOMEHIAIMH SKCIIEPTHO-IIPOBEPOYHON KOMHCCHHU WA
HKCHEPTHONH KOMHUCCUH OpraHU3allny;

MIPUMEHSITH [IEPEUHH C YKa3aHHEM CPOKOB XpaHEHUs el (JIOKYMEHTOB);
co0JIr01aTh HOPMATUBHbIE CPOKU XPaHEHUs /1€ (JOKYMEHTOB);

BECTH YUET HCTOYHMKOB KOMIUICKTOBAHHUS apXHBa;

UCIOJb30BATh  IEPEOBOM  OTEUYECTBEHHBIH U  3apyOeXHBIH ONBIT IO
KOMIUIEKTOBAaHHIO ~ apX#WBa  JelaMH  (JOKyMEHTaMH) TIOCTOSHHOTO U
JI0JTOBPEMEHHOTO XPaHEHHUS;

WCTIOJh30BAaTh COBPEMEHHBIC aBTOMATH3MUPOBAHHbBIC, WH(POPMAIMOHHBIE U
TEJIEKOMMYHHKAIIHOHHBIE TEXHOJIOTUU JTOKYMEHTHUPOBAHHBIX chep
JeSITeIIbHOCTH OPTaHU3aINH.
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IK 2.2 Haspiku:
BEJICHUS y4ETa apXMBHBIX €N (JOKYMEHTOB), B TOM UYHUCIIE C UCIIOJIb30BAHUEM
aBTOMAaTU3MPOBAHHBIX CUCTEM
YMenus:
[I0JIb30BaTbCs  Y4YETHBIMM ~ JOKYMEHTAaMM B PaMKax  3JEKTPOHHBIX
WHPOPMAIIMOHHBIX ~ CHUCTEM  JOKYMEHTHPOBAaHHBIX cep  JIeATeNbHOCTH
OpraHu3aluy;
MOJIb30BAThCs  CEPTHU(PHUIMPOBAHHBIMU ~ aBTOMATHU3UPOBAHHBIMU  CHCTEMaMHU
JOKYMEHTUPOBAaHHBIX  Ccep  JIeATeNbHOCTH  OpraHM3alud 10  yuéTy,
perucTpanyu, KOHTPOJIIO [l (JIOKyMEHTOB);
10JIb30BaThCs UH(POPMALIMOHHO-CIIPABOYHBIMU cucTeMamMu
JOKYMEHTUPOBAaHHBIX c(hep AeITEeTHHOCTH OpraHu3aIluig;
BECTH CIIPABOYHO-IIOMCKOBBIE CPEACTBA K aPXMBHBIM JIeJIaM (JOKYMEHTaM);
BECTH YU&€T CTPaxoBOTO (POHAA APXUBHBIX JeJ (JJOKYMEHTOB);
IPUMEHATh HOPMAaTHBHBIC NPABOBBIC aKThl, JIOKAIbHbIE HOPMATHBHbBIC AKTbI
OpraHu3aliil ¥ METOAWYECKHE JTOKYMEHTHI B OOJIACTH Y4€Ta apXUBHBIX €T
(IOKyMEHTOB);
BHOCHTH TPEJIOKEHHS IO COBEPIIEHCTBOBAHUIO METOUYECKOT0 oOecnedeHus
yuéTa pa3HbIX BHJIOB JIOKYMEHTOB B JOKYMEHTHUPOBaHHBIX cdepax
JeSITeTbHOCTH OPTaHU3aIUH.

K 2.3 HaBebiku:
OCYIIECTBIICHHUSI XPAaHEHHS AapXUBHBIX JeN (IJOKYMEHTOB) C IOCTOSHHBIM
CPOKOM XpaHEHHUs U 110 IMYHOMY COCTaBY B apXHBE OPraHU3aIL1H
YMeHnus:
CHCTEMaTU3UPOBATh Jeja (JOKyMEHTHI);
pa3MenaTh apXuBHBIE Jieia (JOKYMEHTbI) Ha MECTaxX XpaHEHHs B COOTBETCTBHH
C HOPMATUBHBIMU TpeOOBaHUSAMM B OOJIACTM apXMBHOTO JieJla U YIpaBJICHUS
JOKYMEHTaMH,
co0JIr01aTh HOPMATUBHBIE PEXKUMBI XpaHEHUsI ApXUBHBIX JIe]1 (JOKYMEHTOB) Ha
JIFOOBIX HOCUTEIISX;
MIPOBOJIUTH MPOBEPKY IMOJHOTHI COCTaBa ApXMBHBIX JOKYMEHTOB B €IMHHUIIAX
XpaHEeHHUS;
MIPOBOJIUTH OMMCAHUE APXUBHBIX JIe (JIOKYMEHTOB);
COCTABIIAITh ~ CIIPABOYHO-TIOMCKOBBIE ~ CPEICTBA K  ApXHMBHBIM  JIellaM
(moxymeHTam);
BeCTH YY€T W KOHTPOJIb BBIAYM apXUBHBIX Je7 (JOKYMEHTOB) W3
apXMBOXPAHWIHUINA U UX BO3BPATa;
BECTH YUYET U KOHTPOJIb Mepeaayu e (JOKyMEHTOB)
B I'OCYJapCTBEHHbII/MYHUIMIIATbHBIM apXUB WM HAa MHOE BHEIIHEE XpaHEHUE
1 puéMa el C BHEIITHETO XPaHEHUS;
MIPOBOJIUTH MOJIMCTHYIO MPOBEPKY (PU3MUECKOTO COCTOSHUSA /1€ (JOKYMEHTOB);
pa3bICKUBaTh HEOOHAPYKEHHBIE JieNa (JOKYMEHTHI);
3anMmaTh WH(GOPMAIMOHHBIE PECYpChl apXuMBa OT HECAHKIIMOHHUPOBAHHOIO
JIOCTyTA.

K 2.4 Hagbiku:

obOecrieueHrsT XpaHEHHWs, KOMIUICKTOBaHHS, y4€Ta W WCIOJIb30BAHUS JIET
(IOKYyMEHTOB) BPEMEHHOTO XpaHEHHS

YMeHus:

OpPraHHM30BBIBATH U OOECIIEUMBATH XpaHEHHE el (JIOKYMEHTOB) BPEMEHHOTO
XpaHEHHS OpraHU3alNH B TPATUIITMOHHOM H B DJIEKTPOHHOM BU/JIC;
KOHTPOJIHPOBATh Pa3paboTKy CTPYKTYPHBIMU TIOJApA3ACNEHUSIMU OIUCEH W
AKTOB O BBIJICJICHUM HA YHUYTOXKEHUE JieN (JIOKYMEHTOB) BPEMEHHOTO
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XpaHEHHUs B TPAJAULIMOHHOM U B 3JIEKTPOHHOM BH/IE;

(dbopMHUpOBATh EOUHMIBI XPAHEHUS JOKYMEHTOB ISl WX IOCIEAYIOIETro
pa3MelleHNs B apXUBe OpraHu3aluy;

COCTaBJIATh  CIPABOYHO-IIOMCKOBBIE  CPEACTBA K  ApXMBHBIM  JI€JIaM
(moKyMeHTaMm);,

OCYILIECTBIIATH ITOUCK JIeN (JIOKYMEHTOB) BPEMEHHOI'O XPAaHEHUs B MPOLIECCE UX
XpaHEHUs B CTPYKTYPHBIX MOAPA3AEICHUIX U apXUBE OpraHu3allu;
OCYILIECTBIISATh METOAMYECKOE PYKOBOJCTBO OpraHU3alMell XpaHEHUs Jel
(TOKyMEHTOB)

B CTPYKTYPHBIX I1O/IpA3/ICIIEHUSAX OPTaHU3alNN;

OKa3blBaTh CTPYKTYPHBIM IOAPA3JENCHUSIM IPAKTUYECKYI0 IIOMOILIb B
OpraHu3alyu XpaHeHus Je (JOKYMEHTOB);

pa3pabarbiBaTh CIPaBOYHO-MH(DOPMALMOHHBIE JOKYMEHTBHl 110 OpraHU3allu
HCIIOJIb30BAaHUs [l (JOKYMEHTOB) BPEMEHHOIO XpaHEHHUS B CTPYKTYPHBIX
MOJIPa3/IeICHUSAX U apXUBE OpraHu3aluy;

IIPOBOAUTH 3KCHEPTU3Y LEHHOCTU JeNl (JOKYMEHTOB) BPEMEHHOIO0 XpaHEHMs,
NePEaHHBIX B ApXUB;

OIIpeAEIATh CPOKU XpaHEHUS /1€ (JOKYMEHTOB) BPEMEHHOI'O XpaHEHHUS;
obecrnieynBaTh 3aIIUTy Je1  (JIOKyMEHTOB) BpPEMEHHOIO XpaHEHUs B
OpraHM3alK OT HECAHKIIMOHUPOBAHHOTO JIOCTYIA UJIM YHUUYTOXKECHHUS;
IPOBOJUTh (PU3MUECKOE YHUUYTOXKEHHE M€l (JOKYMEHTOB) BpPEMEHHOI'O
XpaHEHUsI C WCTEKIIMMHU CPOKAMU XpaHEHUs II0CJIE€ COIJIACOBaHMS CO
CTPYKTYPHBIMHU HOJpa3/ICIEHUSIMHU OpraHU3aLUY;

opopmisATh yU€THBIE JOKYMEHTHI OO0 YHUYTOXKEHHH Jell (JOKyMEHTOB)
BPEMEHHOI'O0 XPAaHEHHMs C HCTEKIIUMH CpPOKaMHM XpPaHEHHs COBMECTHO CO
CTPYKTYPHBIMHU MO/IpA3JICIEHUIMU OpraHU3aluu

IIK 2.5

Hasbiku:

OCYIIIECTBIICHUS UCIIOJIB30BAaHUSI APXUBHBIX JIeT (JOKYMEHTOB), B TOM YHCIIE C
WCIOJIb30BaHNEM aBTOMATHU3HPOBAHHBIX CHCTEM

YmMenus:

CUCTeMAaTHU3UPOBATh U 0000IIATh CBEJICHHS O COCTABE U COJAECPKAHUU apXUBHBIX
nen (TOKyMEHTOB);

HCIOJIb30BaTh NH()OPMAIIMOHHBIE TEXHOJIOTHH B 00JIACTH CO3AaHUSI CIIPABOYHO-
MMOMCKOBBIX CPEJCTB apXWBa M JIOKYMEHTUPOBAHHBIX cdep IesATSIBHOCTH
OpraHH3aIiiy;

(hopMHPOBAaTh OCHOBHBIC W BCIIOMOTATEIIbHBIC BUIBI APXUBHBIX CIIPABOYHHUKOB
B DJIGKTPOHHOH (hopMe;

MOJITOTABIIMBATh WH(POPMAITMOHHBIE JIOKYMEHTHI IO 3alpocaM TOJIb30BaTeNeh
Pa3IMYHBIX KaTerOpHil.

IIK 3.1

HagbIiku:

(dopmanuzaum npodsieMsl TpakKaaHNHA;

odopMIIeHHUS 3asBOK U IOKYMEHTAIUH;

cOopa 1 aHan3a HHPOPMALIUU TSI KOHCYJIbTUPOBAHUS.

YMeHnus:

YTOUHATH U (hOpMaNIN30BaTh MPOOJIEMy TpaskJaHUHA B XOJI€ IUAJIOTa;
o(opMIATH 3asIBKM Ha KOHCYJBTAIIHOHHBIE YCITYTH;

00pabaTbIBaTh NEPCOHATIBHbBIC JaHHBIC,

coOuparb, aHajdM3upoBaTh U 0000mare wWHOpMaLMIO 1O BOIpOCaM
npumenenus KT,

WCTIOJIh30BATh CPEJICTBA CETEBBIX KOMMYHHKAIIMN M COITMAIBHBIX CEPBHCOB.

[IK 3.2

HaBbiku:
pa3MeIIeHns] apXUBHBIX Jed (JOKYMEHTOB) B apXMBHBIX XPaHWUJIUIIAX B




96

COOTBETCTBUHU C BBIOpAaHHON CXEeMOW KiacCU(DHKAIMA W CUCTEMATHU3AIMH J1ETT
(10KYMEHTOB).

YmMenus:

MOATOTaBIUBATH MPE3CHTALINH;

0o OpMIIATH JTUCTOBKH U OYKJIETHI IO TUIIOBBIM I1A0JI0OHAM;

obecrneunBaTh MPOBMKEHUE HH(DOPMAIIMHA O MEPOTIPUSITHH;

PErucTpUpOBaTh YUaCTHUKOB;

KOHTPOJIHPOBATH TOTOBHOCTh TEXHHUYECKOTO 00ECIICUCHUSI;

ONpAIIMBATh YYACTHUKOB;

COCTaBIISITh M 00padaThIBATh AHKETHI.

[IK 3.3 Hagbiku:

OKa3aHUs KOHCYJIbTAaTMBHOW IIOMOIIM II0 OIEPUPOBAHHIO IEPCOHAIBHBIMU
JAHHBIMU U UX 3aIlUTE;

KOHCYJIbTUPOBaHMsI 10 paboTe ¢ MHTEpHET-CepBUCAMHU, MOOWIBHBIMU
YCTPONCTBAMM, IJIATEKHBIMU TEPMUHAIIAMU;

OLICHKH PE3YJIbTATUBHOCTU KOHCYJIbTALIAH.

YMeHnus:

pPOBOAUTH 00bscHeHHue c¢ nokazoM jaedctBuil (IIK, wuHTepHer, oHalH-
CEpBUCHI, MOOUJIbHBIE YCTPOHUCTBA);

KOHCYJIbTUPOBATh IPak/1aH 0] PYKOBOACTBOM CIIELUATIUCTA;

BECTH JJUAJIOT C yYETOM BO3pacTa coOeCeTHUKA;

OLICHUBATb PE3YJIbTATUBHOCTh KOHCYJIBTALINM;

UCIOJIb30BATh CPEeICTBA MH(POPMAIIMOHHON 6€301aCHOCTH

IIK 4.1 HaBwiku:

npuemMa 1 epBUYHON 00pabOTKH BXOMASIINUX JOKYMEHTOB;

00pabOTKHU M OTIPABKU UCXOAIIUX TOKYMEHTOB;

KOHTPOJISI UCTIOJTHEHUS IOKYMEHTOB B OPTaHU3aIIUH.

YMeHus:

MOJIH30BAaThCS  ABTOMATH3UPOBAHHBIMH CHUCTEMaMH y4eTa, PErHCTpalllH,
KOHTPOJII W HMH(POPMAIIMOHHO-CIIPABOYHBIMU CHCTEMaMH TIpu padore ¢
JIOKYMEHTaMU OpraHu3aIliu;

NPUMEHSATH COBPEMEHHBIE WH()OPMAIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHUU
JUIst pabOTHI ¢ IOKYMEHTaMM, B TOM YHCIIE JIJISl €€ ONTUMHU3AIMU U TIOBBIIICHUS
3 PEeKTUBHOCTH.

[Henbs yueOHOM mpakTHKU: (POPMHUpPOBAHHE TMEPBOHAYATBHBIX MPAKTHUECKUX
npo(ecCUOHANBHBIX YMEHUH B paMKax NOpo(ecCHOHaIbHBIX MOAYJEH JaHHOU
OOOII-IT nmo Bumam gedaTenbHOCTH: «OCYIIECTBICHUE OPraHU3alMOHHOTO W
JIOKYMEHTAITMOHHOTO O0ecrnedYeHus: NEATEeIbHOCTU OpraHu3anumny, «OpraHuzarus
apXUBHOM pabOTHI MO JOKYMEHTAM OpraHU3alui pa3IuYHbIX GOpM COOCTBEHHOCTHY,
«OcBoeHue BuAO0B pabor mno mnpodeccurn KoHCynbTaHT B 00JacTH pa3BUTHUSA
udposoit rpamotHocTr HaceneHus (L{udposoit kyparop)», «OcBoenue npodeccun
J1enonpou3BOIUTEI.

1.2. Ilnanupyemblie pe3yJibTaThl 0CBOCHHUS YUeOHOI NMPAKTUKH

B pesynbrare mpoxoxxaeHUs y4eOHOW MPaKTUKU IO BHJAM JESITEIBHOCTH,
npenycmoTperabiM PI'OC CIIO wu 3ampocam paboropaTeneld, 0O0ydYarOIIHIACS
JTOJDKEH TIOJIYYUTh MPAKTUIECKUH ONbIT (CHOPMHUPOBATH YMEHUS):

HaunmeHnoBanue Buga IIpakTuyeckuii onbIT / yMeHUst
JAeATeN1bHOCTH
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OcyuiecTBiieHUE
OpraHU3aIMOHHOTO U
JIOKYMEHTAIMOHHOTO
oOecrieyeHus
eITEIbHOCTH
OpraHu3aIu

I[IK 1.1.  OcymecTBiasiTh
uHbOpMAIMK  C  TIOMOIIBIO
KOMMYHHUKAIIMOHHBIX TEXHOJOTHH.

IIK 1.2. KoopaunupoBaTh pabOTy NPHUEMHOH pPYKOBOIUTENS, 30H
IpUeMa pa3IMyHbIX KaTeropuil HoceTuTeneld opraHu3aluH.

I[IK 1.3. Bnagerp HaBbIKaMH ILJIAHUPOBaHUS paboOyero BpeMEHU
PYKOBOJUTENS U CEKpETaps..

IIK 1.4. OcymiecTBisTh NOATOTOBKY JIE€IOBBIX MOE3/10K PYKOBOIUTENS
U IPYTUX COTPYIHUKOB OpraHU3aluu.

IIK 1.5. Bragers cnocobamu OpraHU3aliyd paboyero MpOoCTPaHCTBA
IIPUEMHON U KaOMHEeTa PyKOBOIAUTEIIS.

I[NIK 1.6. OcymecTBusaTe paboTy IO MOJATOTOBKE U IPOBEICHUIO
KOH(QEpPEeHTHbIX  MEpoIpuATui, olecneynBaTb HHPOPMALUOHHOE
B3aUMOJICHCTBHE PYKOBOIUTENS C MOIPA3ACICHUSIMH U JOHDKHOCTHBIMU
JIMIIAMU OpPTaHU3aLHH.

[IK 1.7. OdopmiiaATh OpraHu3aliMOHHO-PACHIOPSAUTEIbHBIE JOKYMEHTBI
U OpPraHu30BbIBaTh pabOTy ¢ HUMH, B TOM YHCIIE C MCIIOJb30BaHHEM
ABTOMATH3UPOBAHHBIX CHCTEM.

INIK 1.8. Odopmniare IOKyMEHTHl IO JIMYHOMY COCTaBy U
OpPTraHU30BBIBaTh PAa0OTy C HUMH, B TOM YHCJIE C HCIOJIb30BAHUEM
aBTOMAaTU3UPOBAHHBIX CHCTEM.

[IK 1.9. Opranu3oBbIBaTh TEKYIIEE XpaHEHUE TOKYMEHTOB, 00pabOTKyY
JeN JUIs ONEpaTUBHOIO M apXMBHOTO XpaHEHHs, B TOM 4YHCIE C
WCTIOJIH30BAHNEM aBTOMATU3UPOBAHHBIX CHCTEM.

npueM-nepeady  yrnpaBJIeHYECKOH
CpeACTB  MH(POPMALMOHHBIX U

Opranuzanus
apXMBHOM paboOTHl 110
JIOKyMEHTaM
OpraHu3aun
pa3IMYHBIX
COOCTBEHHOCTH

bopm

IIK 2.1. OcynecTBiaTh KOMIUIEKTOBAaHUE
(IOKyMeHTaMM) apX1Ba OpraHU3aIiH.

IIK 2.2. Bectu y4er apxXuBHBIX A€l (IOKYMEHTOB), B TOM 4YHCJE C
HCIIOJIb30BAHNEM aBTOMATHU3HPOBAHHBIX CHCTEM.

IIK 2.3. OcymecTBiiTh XpaHEHHWE ApXUBHBIX el (JIOKyMEHTOB) ¢
MOCTOSIHHBIM CPOKOM XpaHEeHMsI U 1O JINYHOMY COCTaBy B apXuBe
OpraHH3alIHH.

I[IK 2.4. OcymecTBisaTh XpaHEHUE, KOMIUIEKTOBaHUE,
UCIOJIb30BaHUE JIeJ (JIOKYMEHTOB) BPEMEHHOT'O XPaHEHHUS.
[IK 2.5. OcyiecTBisTh UCIIOJIB30BAHUE APXUBHBIX J€] (JOKYMEHTOB),
B TOM YHCJIE C UCNOJIb30BAHUEM ABTOMAaTU3UPOBAHHBIX CUCTEM.

ApXHBHBIMU  JCJIaMHU

y4eT |

OcBoenue BUI0B paboT
o npodeccun
KoHcynbTanT B
o0mnactu pa3BUTHS
nudposoit
IPaMOTHOCTH
Hacenenus (Lludposoit

Kyparop)

IIK 3.1 BrimosHTh MOATrOTOBUTEBHBIE paboThl o
KOHCYJIbTUPOBAaHUIO rpaxaaH B obacTu IIPUMEHEHUS
MH(}OPMALIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTUI

I[IK 3.2 BpInonHATh OpraHU3allMOHHO-TEXHHUYECKOE OOecreueHue
MPOBEJEHUS  MHPOPMAIIMOHHO-TIPOCBETUTEIBCKUX  MEPOIPHUATHH,
HaNpaBJICHHBIX Ha Pa3BUTHE U(PPOBOI rPaMOTHOCTH TpaKAaH

[IK 33 [TpoBoauTH WH(POPMAITMOHHO-TIPOCBETUTEITHCKHE
MEpONpPUATHs, HANpaBieHHblE Ha pa3BUTHE NU(POBOM TPpaMOTHOCTH
rpaxaaH

OcBoenne mnpodeccun
Jenonpon3BoauTeIb

IIK 4.1. Opranuzamusi pabOThI 10 PETUCTPAIUH, YUETy, XPAaHCHHUIO U
reperadye B COOTBETCTBYIOLME  CTPYKTYPHBIE  MOJAPA3IAECICHUSA
JIOKYMEHTOB TEKYIIIETO JIEeJIONPOU3BOCTBA
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1.3. O0ocHOBaHHE YaCOB Y4eOHOM NPAKTHUKHN B pamMKax BapuatuBHoil yactu OOOII-T1

Kon ITK/ Obnem O0ocHoBaHuUe
Yl JOIOTHHTEIbLHBI IIpakTHYecKkuii ONBIT HaunmMeHoOBaHHE TeMbl IPAKTHKHA YBEeJIHYCHHUSA
e (IIK*, ITKu) HACOB | Gnema NMPaKTHKH
YILO1 K 1.1 Brnagets HaBbIKaMU TIOTyYeHUS Tewma 4.1. HopmaTuBHO- IpaBOBOE 36 ITo 3anpocy
I[K 1.2 HE0O0X0MMOM MH(POPMAIIMH | TEpeaYll | PETryJIUPOBAHUE TPYAOBBIX OTHOIICHHUHA paboTtonaTens
I[IK 1.4 CaHKIIMOHMPOBAHHOW MH(POPMALIUH C Tema 4.2. KomIuiekc TOKyMEHTOB 110
IIK 1.7 UCIOJIb30BaHUEM CPEJICTB YCTaHOBJICHHUIO TPYOBBIX IPABOOTHOIICHUN
K 1.8 MH(POPMAIMOHHBIX Tema 4.3. Komruiekc TOKyMEHTOB IO JBUKEHHIO
IIK 1.9 KOMMYHUKAIIUOHHBIX TEXHOJIOTHUH, KaJpoB
KOOPJAMHALIMK padOThl TPUEMHOM Tema 4.4. Kommieke JOKyMEHTOB 110
PYKOBOJUTENS U 30H MPUEMA PA3IUYHBIX | PACTOPKEHHUIO TPYJOBBIX MPABOOTHOIICHUN
KaTerOpHUil OCETUTENIEN OpraHU3alNH, Tema 4.5. Opranuzanus paboThI C KapOBBIMU
OpraHM3alliH JIETOBbIX MOE3/10K JIOKyMEHTaMu
PYKOBOJUTENS U APYTUX COTPYAHUKOB Tema 4.6. ®yHKIIMOHAIbHBIE BO3MOKHOCTH U
OpraHu3alvy, IIepBOHAvaJIbHasl HACTPOIKa IPOrpaMMBl
oopMIIeHUs OpTraHU3aIMOHHO- «1C:Kampsi»
pacopsAUTEIbHBIX TOKYMEHTOB U Tema 4.7. Benenue kanpoBoro yuera B
opraHu3aiys padoThl C HUMU, B TOM nporpamme «1C:Kanpsi»
YHCJIE C UCIIOJI30BAHUEM
aBTOMATHU3HPOBAHHBIX CHCTEM
VII1.03 IIK 3.1 Brnaners HaBbIKamMu (popManuzanuu Tema 1.1. OcHOBBI 1IU(POBOI IPAMOTHOCTH U 72 ITo 3anpocy
K 3.2 po0GIeMbl rpaskJaHIHA, 0)OPMIICHHUS pabotsi ¢ [1K paboTonaTens
IIK 3.3 3asBOK U JIOKyMEHTaluu, coopa u Tema 1.2. O6paboTtka nHpopmanuu (TEKCT,

aHayn3a uHpopmanuu s
KOHCYJIbTUPOBAHMS,

OpraHu3alMu U TEXHUYECKOTO
COIIPOBOXKACHUS MEPOIIPUATHH, pabOThI C
oprrexuukou u [1O mig npe3enTanui,

TaOIUIIbI, TPE3CHTALINN )

Tema 1.3. Pecypcsl, cepBuch U(POBOiA
HSKOHOMHKH W HHPOPMAIIMOHHAsI 0€30IaCHOCTh
Tema 1.4. ckycCTBEHHBIN UHTEIIEKT 7151
HACEJICHHsI: OCHOBBI, IPUMEHEHNE, 0€301MacCHOCTh
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UH(OPMALIMOHHON MOIEPKKU U
HaBUTAllMM YYaCTHUKOB, aHKETUPOBaHUs
Y aHaJIu3a pe3yNbTaToB,;

OKa3aHUsl KOHCYJIbTaTUBHON TOMOUIH 10
ONEPUPOBAHUIO NIEPCOHATBHBIMU
JAHHBIMU U UX 3alllUTE,
KOHCYJIbTUPOBaHUS 110 padoTe ¢
WHTEPHET-CEePBUCAMH, MOOMIIEHBIMU
YCTPONCTBAMM, IJIATEKHBIMU
TepMHUHAJIaMH, OLIEHKH
PEe3yAbTaTUBHOCTU KOHCYJIbTALIUU

VII1.04

IIK 4.1

BrINonHATE IpUEM U HEPBUYHYIO
00paboTKy BXOJISIINX TOKYMEHTOB;
OO0pabaTbeIBaTh U OTHPABJIATH HCXOISAIINE
JIOKYMEHTHI,

KontponupoBats ucnonHenue
JIOKYMEHTOB B OpraHU3aINHI

Tema 1.1. ABTOMaTU3UpOBAHHBIE CUCTEMBbI
JIEJIONIPON3BO/ICTBA U CUCTEMBI aBTOMAaTU3AIINH
JIOKYMEHT0000poTa

Tema 1.2. Cucrema 31€KTpOHHOTO
JIOKYMEHTOO00O0pOTa

72

1o 3anpocy
paboTomarens

Bcero akanemuuecknx yacoB yueOHOM MPakTUKU B pamMKax BapuatuBHoi yactu OOOII-IT - 180
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2. CTPYKTYPA U COJAEPKAHUE YUEBHOUN NPAKTUKH

2.1. TpynoeMKOCTHh 0CBOCHUSA YUeOHOM MPAKTUKH

Kox YII | O6bem, ak.u. | ®opma nposeeHHs Y4eOHOI NPAKTUKH Kype / DopMa NPOMeKYTOUHOMI
(KOHLIGHTPUPOBAHHO/ paccpeIOTOUEHO) ceMecTp arrecTaumu
VII. 01 108 paccpenoToueHo 1/1 1/2 2/3 | AuddbepeHurpoBaHHbIN 3a4eT
VII. 02 72 paccpenoToueHo 213 2/4 JuddepeHmpoBaHHbINA 3a4eT
VII. 03 72 paccpenoToYeHO 3/5 3/6 HuddepennpoBanHblii 3a4eT
VII. 04 72 paccpe1oToueHO 3/5 3/6 JuddepeHpoBaHHbINA 3a4eT
Bcero YII 324 X X X
2.2. Ctpykrypa y4eOHOIl NPAKTHKH
Kon IIK HaumenoBanue pazaesion Buasi pador HanmeHoBaHMe TeM y4eOHOM NPAKTHKH Oo0bem
npoxbeccuonaﬂbnoro MOayJist 4yacoB
YII1.01 OcymecTBiIeHHe OPraHU3alMOHHOI0 ¥ JOKYMEHTAIIMOHHOI0 00ecnedeHus AeITeIbHOCTH OPraHu3aluu 108
[K1.1 Paznen 1. W3ydyeHue  cTpykTypbl opraHumzauuu — Mecta | Tema 1.1. IIpaBuna opopmiieHns peKBU3UTOB 6
IIK 1.5 JIOKyMEHTHUPOBAaHUE U HNpoXoxkaeHus npaktuku (manee — opranmsaipn) ¢ | OPl. MHdopMaimoHHO- cripaBOYHbIe
K 1.6 opraHusaius paboTsl ¢ LEJIbI0 COCTABJIEHMSI CXEMbI CTPYKTYpPbl OPraHU3alluU. | JOKYMEHTBI
IIK 1.7 ouLMaNbHEIMU OsnakomieHue ¢ mpaBoBbIMU (yupenurtenbHbiMu), | Tema 1.2, MH(GOPMAIMOHHO- CIIPABOYHEIE 6
K 1.9 JIOKyMEHTaMU JIOKaJIbHBIMU HOPMAaTUBHBIMHU aKTaMu U | TOKYMEHTHI.
pacrnopsaUTENbHBIME  JTOKyMEHTaMH opraHus3aunuu. | CinyxeOHble MMChMa, UX Pa3HOBUIHOCTH
CocraBiieHHe CITHCKa HCTOYHHKOB KOMILIEKTOBaHUS | Tema 1.3. PaCHOpf{)II/ITeJIBHLIe JOKYMECHTBI, 6
OP/] opranuzamuu. H3J1aBacMble
Mzyyenne  WHCTpyKnMM 1O  JIENONPOM3BOJCTBY | HA NPHHIMIIAX SIHHOHAYAIS TPHHSITHUSI
OpraHu3anuy. 3HaKOMCTBO C IIPAaBUIAMU COCTABJICHHS | peleHHi
IPOEKTOB W O(GOPMIICHHS JIOKYMEHTOB, MNOPAIKOM | Tema 1.4. JJOKyMEHTBI KOMUCCHIA 6
corjiaCoBaHUA )51 HOIIHI/ICH.HI/ISI/ YTBCPIKACHUA | ¥ KOJJIETHAJIbHBIX OpraHoB
AOKYMCHTOB B OpraHU3alllH. Tema 1.5. 3amaun u pyHKINHN 6
O(I)OPMJICHI/IG OpraHHU3allMOHHBIX, BHYTPCHHUX CJIy)KGI:I JIEIIOIIPOU3BOJICTBA.
(HpI/IKaSBI, pacnopsAKEHUsA, AOBEPCHHOCTH, 3aIllMCKH, OpFaHI/I3aHI/IOHHBIe JTOKYMEHTBI
CIIpaBKH, AaKTbl, ITPOTOKOJIbI U )lp) U HCXOOAIIHUX | Tema 1.6. OpFaHI/I:’)aHI/IH pa60TLI 6

HUCIIOJIBb30BaHUCM

JOKYMEHTOB  OpPraHM3alud ¢

C JTOKYMCHTaMH
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COBPEMEHHBIX MPOTPAMMHO-TEXHUYECKUX CPEJICTB.
KoHTponb MpaBUIBHOCTH COCTaBICHHS, O(OPMIICHUS
JOKYMEHTOB (PEKBH3HUThI, OCOOCHHOCTH HAITUCAHUSI
TEKCTOB, MHOTOCTPAaHUYHbBIC JIOKYMEHTBI), MOpPsIKa
U3aHus JOKYMEHTOB (C y4€TOM Crielu(UKU CUCTEMBI
JIeTIONPOM3BOICTBA Opranu3aiuu). KoHcTpynpoBanue
OJlaHKOB ~ OpraHu3aliy,  co3fgaHue  a0JOHOB
JIOKYMEHTOB.

BCEI'O ITO PA3JIEJIY 1

36

IK 1.1
[IK 1.6
IIK 1.7
K 1.8
IIK 1.9

Paznen 2. Opranuszanus
paboThl ¢ JOKYMEHTaMH B
ABTOMAaTHU3UPOBAHHBIX
CHCTEMax

O3HaKoOMJIEHHE C TPOTPAMMHBIMH CPEICTBAMHU YUETa,
XpaHeHus, 00pabOTKH U MOUCKa TOKYMEHTOB,
UCIOJIb3YEMBIMU B OpraHu3aiuu. 3yueHre ocHOB U
cnennuku paboThI ¢ JOKyMEHTAIMEH B CHCTEME
ANIEKTPOHHOTO JTIoKyMeHToo0opoTa (CO/I)
opranusanuu. Mcnonb3oBanue B paboTe rinodaibHbIX
U JIOKAJIBHBIX CETeH JUIs MOJyYeHUs U XpaHEHUs
uH(popmanu, ooMeHa HHpopMale.

3HaKOMCTBO C JOKYMEHTOOOOPOTOM OpraHU3aLUH.
HcnonwszoBanue COJI B paboTe ¢ JOKyMEHTaMH.
O0paboTka BHYTPEHHUX TIOKYMEHTOB, 00paboTKa 1
OTITpaBKa UCXOSIINX JOKYMEHTOB, TPUEM H
nepBUYHas 00pabOTKa BXOASIIUX JOKYMEHTOB.
Peructpanus JOKyMEHTOB U MaplIpyTU3aLIUs
JIOKYMEHTONOTOKOB. KOHTPOJIb NCTIOHEHUS
JTOKYMEHTOB. IHpopMaloOHHO-CcTIpaBOYHas U
MIOMCKOBAas paboTa ¢ MCIIOJIb30BAaHUEM CHCTEM YUETa
JIOKYMEHTOB B OPTaHU3alllH.

Tema 2.1. IIpaBuna paGoThl C TOKyMEHTaMHU
Ha JIEKTPOHHBIX HOCHTEIISIX

Tema 2.2. Opranuzanus paboTs ¢
JIOKyMEHTaMH B
ABTOMATH3HPOBAHHBIX CHCTEMax
AIIEKTPOHHOTO JIOKYyMEHTO000pOoTa

BCEI'O ITO PA3JIEJLY 2

12
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K 1.1 Paznen 3. Opranuzanus paboTsl mpuéMHOH (30H Ipuéma Tema 3.1. Opranuzanus u yCJIOBHsI Tpyaa 6
K 1.2 Opranu3aluoHHOE MOCETHUTEJICH): peryJupoBaHKe MOTOKA MMOCETUTEINICH, | ceKperaps
K 1.3 obecrieueHre NeATEILHOCTH | MPUEM U perucTpanus rnocetuteneit. [lnanuporanue AJIMUHHCTpaTUBHBIC (DYHKIIUU CEKpeTaps
K 1.4 OpraHu3aIuu pabouero JHs PYKOBOJUTENS U CEKpeTapsl.
K 1.5 IToaroroBka J1€1I0BBIX BCTPEY U MEPETOBOPOB
K 1.6 pykoBoauTens. Pabora mo o0CcmyXKMBaHUIO Pa3IMIHBIX
TUIIOB COBELIAHUI U COOII0ICHIE MTPABUI UX
MOATOTOBKHU U MPOBEACHHUS. Tewma 3.2. 6
Benenue tenedonnbix neperoBopoB. OunbTpanus u Opranu3zainoHable ¥ HHOOPMAIIMOHHBIC
nepeaapecanus 3BoHKOB. [Tpuém n nepenaua byHKIIYN cekperaps
tenedoHorpamm, pakcorpamm, COOOIIEHUN TTO DYHKIMU CeKpeTapsi MO MIAHUPOBAHUIO
anekTpoHHo# nourte. MadopmannonHoe obecnieueHne | pabodero BpeMeHH
JeATEeIbHOCTH pyKoBoauTeNsl. O3HaKOMIIEHHUE C
IpaBujiaMu pabOThI C KOH(PUIEHIMAIBHOMN
uH(popMaliel B OpraHu3aiuu
BCEI'O T10 PA3IEJIY 3 12
[IK 1.1 | Paznen 4. PaboTta mo 03HaKOMJICHHIO C COCTaBOM U Tema 4.1. HopmaTuBHO- TPaBOBOE 6
I[IK 1.2 | JlokyMeHTHpOBaHUE U 0COOEHHOCTSIMU JJOKYMEHTOB OpraHU3aINH, pEryJIMPOBAHUE TPYIOBBIX OTHONIEHUM
[1IK 1.4 | opranuzarus paboTHI ¢ PETYJINPYIOINX TPYIOBbIE OTHOLICHHUS Tema 4.2. 6
I[IK 1.7 | xanpoBBIMH TOKYMEHTaMU (opraHu3aIMOHHO-PACTIOPSAAUTEIBHBIE JOKYMEHTHI, Komruiekc 10KyMEHTOB 110 yCTaHOBJIEHHUIO
IIK 1.8 JOKYMEHTHI 110 IMYHOMY COCTaBY, TPYAOBOU JOTOBOD, | TPYIOBBIX
K 1.9 JIOTOBOP O MaTepHAILHONW OTBETCTBEHHOCTH H T.]I.). MPAaBOOTHOIIECHHI
OdopmieHne TOKyMEHTOB MO TUYHOMY COCTaBY M X | Tewma 4.3. 6
Konui (mpu He0OXOIUMOCTH). 3HAKOMCTBO C Komrmieke 10KyMeHTOB
cucTeMoi yHU(pUIIMPOBAHHBIX POPM MEPBUIHON 10 JIBKEHHUIO KaJIpOB
Y4ETHON JOKYMEHTAIMN OpraHU3aluu. 3ar0IHEHUE Tema 4.4. 6
dbopM nepBUUHON Yy4E€THOM noKymMeHTanuu. Pabora ¢ Komruiekc 10KyMEHTOB 0 pacTOPKEHHUIO
3asBJICHUSIMU 10 TUYHOMY COCTaBY, BEICHUE U TPYIOBBIX
oQopMIIeHHE TPYAOBBIX KHIDKEK. Mcmonb30Banme IPaBOOTHOIIEHHUH
CO/1 mpu paboTe ¢ KaJpOBEIMU JJOKyMEHTAMH. Tema 4.5. Opranusanus paGoTsl ¢ 6
KaJIpPOBBIMH IOKYMEHTaMHU
Tema 4.6. 6

(DYHKI_[I/IOHEUIBHBIG BO3MOXHOCTH U
NIepBOHAYANIbHAS HACTPOIKA MPOTrPaMMBbI
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«1C:Kanpwi»

Tema 4.7. 6
Benenue kaapoBoro yuera B mporpaMme
«1C:Kanpsi»
BCEI'OI1O PA3JIEJIY 4 | 42
[TpomexxyTounas arrecramnus B popme auddepeHIInpoBaHHOTO 3a4eTa 6
VI1.02 Opranu3zanus apXuBHOM padoThI 110 JOKYMEHTAM OPraHU3alHil Pa3JIu4YHbIX (POPM COOCTBEHHOCTH 72
[IK 2.1 Pasnen 1. Opranuszanus u | Paccmorpenue ctpyktypsl | Tema 1.1. HopmaTtuBHO-TipaBoBast 60a3a 6
obecrieueHne OCHOB | yupexaeHus/opranuzanuu/upeanpustus  (majsee — | apXMBHO# aesiTeabHOCTH B Poccnn
ApPXUBHOM J1eATEIbHOCTH OpraHu3allnK), COCTABJICHUE CXEMbI OpraHu3aloHHol | Tema 1.2. Opranusanus ApxusHoro Gonaa 6
CTPYKTYPHI, OIIpEICIICHUE HCTOYHUKOB | Pocculickoit @enepanuu
KOMIUIEKTOBaHUS apXuBa oOpraHuzauuu. I3yuenue
JOJKHOCTHOM MHCTPYKIIUU apXUBHUCTA.
BCEI'O I1O PA3JIEJTY 1 12
TIK 2.1 Pazmen 2. Opranuszamnus | CocTaBlIeHHE CITUCKA HCTOYHUKOB KOMIUIEKTOBAHUS Tema 2.1. DkcriepTH3a IEHHOCTH JOKYMEHTOB 18
NESITEIIbHOCTH apXHBOB apXuBa OpraHHU3aIiH, ONpPe/IeIeHNEe TPAHUI]
apXUBHOTO (QOHJA.
CocraBieHre CXeMbl pa3MEIIeHUs CPEJICTB XPaHEHUS.
Paccmotpenne  Tomorpaduueckux — ykaszaTeled B
apxXuBOXpaHWIuile opranuzanuu. O3HaAKOMIIEHUE C
MpaBUJIaMd  BEJEHUS JKYpHAllOB HAaOMIOJeHUS 3a
TEMIIEPATYPHO-BIIAKHOCTHBIM PSKUMOM B
ApXUBOXPaHWIHUIIIE.
BCEI'OI1O PA3JIEJTY 2 | 18
[K 2.1 Paznen 3. Opranuzamus CocraBieHne CiiCcKa NCTOYHUKOB KomruiekToBanusi | Tema 3.1. JlokamsHBIE HOpMAaTHBHBIC 6
K 2.2 ApXUBHOTO Jefa apXvBa OpraHU3aIiy, ONpe/IeIeHNEe TPAHUI] JIOKYMEHTBI apXHUBa
1K 2.3 apXuBHOTO (OH/A. Howmenknarypa nen
K 2.4 Tema 3.2. OdopmiieHue apXUBHOTO e 6
I[IK 2.5 [Tepenava moKymMeHTOB
Ha ApXUBHOE XpaHEHUE
Tema 3.3. YUér TOKyMEHTOB B apXHBe 6
Tema 3.4. cnons3oBanue 6
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JOKYMCHTOB apXuBa

BCEI'OI1O PA3JIEJIY 3| 24
K 2.1 Pa3znen 4. Opranuzanus CocraBiieHHE CXEMBI pa3MEILEHUs CPEICTB Tema 4.1. YcinoBust XxpaHEHUS TOKYMEHTOB. 6
[IK 2.2 XpaHEHUsl JOKYMEHTOB B xpaHeHus. Paccmorpenue Tonorpadguueckux [TpoBepka HAMUYUS U COCTOSIHUSI TOKYMEHTOB
K 2.3 apXxuBe yKas3aTesed B apXUBOXPAHWINILE OpraHU3aLu. B apXUBax
IIK 2.4 O3HakOMJIEHHUE C MPaBUJIaMU BEICHUS KypPHAIOB
K 2.5 HaOJIIOJICHUS 32 TEMIIEPATYPHO-BIAKHOCTHBIM Tema 4.2. Koxcepsauus 1 pectaBparust 6
PEKHUMOM B apXUBOXPaHUIIUIIE JoxkymeHTOB.
IToaroToBka Jien K apXUBHOMY XPaHEHHIO, B TOM CoXpaHHOCTH IOKYMEHTOB Ha CIICIHAIBHBIX
YUCJIEe: U3yYCHUE JOKYMEHTOB B LIEJAX onpenerncHus | HOCHTCIAX
CPOKOB UX XpaHEHUs, HyMepalysl JIUCTOB
apXUBHOTO JIeJia, COCTaBJIeHUE U oopmiieHne
BHYTpPEHHEH OIKCHU U JINCTA-3aBEPUTENIST ApXUBHOTO
JieNa, COCTaBIeHHe U 0(OPMIICHHE KapThI-
3aMECTUTES, JIUCTA UCIIOJIb30BAHUS apPXUBHOTO
Jiena, CocTaBjIeHne U 0popMIIeHHE PEKBU3UTOB
00JI0’KKM apXHUBHOTO JIeJIa, IPOIIMBKAa ApXUBHOTO
Jena.
BCEI'O IO PA3JIEJIY 4 | 12
[TpomesxyTounas arrectanus B popme U pepeHIMpOBaHHOTO 3a4eTa 6
VII1.03 OcBoenne Bua0B pa6ot no npogeccun KoncyabTant B 006;1acTu pa3sutus ungposoii rpamorHocTu HacejeHus (L{udposoii 72
Kypartop)
K 3.1, | Pa3nmen 1. Bemonuenue pador | KoncynsrupoBanue o padore ¢ [IK u mo6unsubiMu | Tema 1.1. OcHOBBI IM()pOBOI IpaMOTHOCTH U 12
[1K 3.2, | mo mpodeccnn KoHCynmbTaHT | yCTpOCTBaMU (TPEHHUHT). pabotsl ¢ [1K
K 3.3 B 007acTH pa3BUTHUSA Perucrpanus Ha nmoprasne rocyciiyr MakeToB Tema 1.2. O6paboTka nnpopmanuu (TEKCT, 24
1M (pOBOH TPAaMOTHOCTH IPAKJIaH. Ta0JINILIBI, TPE3EHTAIIH )
HacesneHus (udpoBoit Co3nanue npe3eHTanuii 1 OYKIETOB C Tema 1.3. Pecypcsl, cepBHCHI IUPPOBOIt 18
Kyparop) ucnonbs3oBanueM NU (Helipocetn). HKOHOMHKH U UHPOPMALMOHHAS
OTtpaboTka 1uanoros «uQpoBoit KypaTop — 0€3011aCHOCTh
rpaxaaHuH» Ha TeMy «Uro ymeer MU u yem on Tema 1.4. ickycCTBEHHBIN MHTEIUIEKT JIS 12

MIOJIE3EHY.
Tpenunr «Kak 00BSCHUTH IEHCHOHEPY, YTO TAKOE
HEUPOCETHY.

HACEJICHHS: OCHOBBI, IPUMEHEHHE,
0€301aCHOCTh
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BCEI'O 10 PA3JIEJY 1

66

[TpomexyTrounas aTrectauus B popme nuddepeHIpoBaHHOTO 3aueTa

VI1.04 OcBoenne npodeccun le10onpon3BoauTeib

72

IIK 4.1 | Pa3znen 1. H3ydeHue NpuHIMIIOB CO3/aHUs CUCTEM Tema 1.1. ABTOMaTU3MPOBAHHBIE CUCTEMBI

Tlmrocy.

Opranuzanys MoJIHOTEKCTOBOIO IIOMCKA.
CoxpaHeHne 1 BOCCTaHOBJIEHHE JITaHHBIX. BrIrpy3ka
JAHHBIX B Ipyrue KOHQUrypaluu.

JIOKyMEeHTaI[HOHHOE YIIPaBJIECHUS TOKYMEHTOOOOPOTOM. JIeTIONIPOU3BO/ICTBA M CHCTEMBI
o0ecrnieyeHue AesITEIbHOCTH 3HaKOMCTBO C OCHOBHBIMHU oacucremamu CO/I. aBTOMAaTU3allMKU JOKYMEHTO000pOoTa
OpraHHU3aLuH W3yyeHne oCHOBHBIX IPOOJIEM BHEIPEHUS
1aThOpMbI aBTOMATH3AIMH JOKYMEHTO000pOTA.
W3yyeHnune nporpamMm, KOTOpbIe MOTYT paboTaTh
coBMecTHO ¢ «1C:/lokyMeHTO000pOT.

36

Hcnonb30BaHue OPrreXHUKU U IPOrpaMMHOTO Tema 1.2. Cuctema 31€KTpOHHOTO
o0ecreyeHus B 3aBUCUMOCTH OT Tuna APM. JIOKYMEHTO0000poTa
Ocy1iecTBieHne T0KyMEHTO000pOTa B JIOKAIBHOM
CETH, COBMECTHOE UCIIOIb30BAHUE CETEBBIX
YCTPOMCTB.

Opranu3anys NoucKka HOPMAaTUBHBIX JOKYMEHTOB I10
pexBusutam nqokymeHrta B CIIC «KoHcynpTaHT-

30

BCEI'O I1O PA3JIEJIY 1

66

[TpomexyTrouHas aTTectanus B popme nuddepeHInpoBaHHOTO 3aueTa

2.3. Conep:xxanue yueOHOH NPAKTUHKH

HaumeHoBaHue pa3aesioB npogecCHOHAIBHOIO MOIYJISI U TEM

y4eOHO#l NPAKTHKH

Coaepxanue pador

Oo0bem,
aK.4.

IIM.01 OcymecTB/IeHHEe OPraHU3AIMOHHOTO H IOKYMEHTAIIMOHHOT0 00ecneYeHus 1esiTeJIbHOCTH OPraHu3alumn

108

Paznen 1. JlokyMeHTHpOBaHNUE M OpraHU3anus padoThl ¢ OQUIIHATEHBIMU TIOKYMEHTAMU

36

Tema 1.1. [IpaBuna opopminenus pexsuzutos OP/I.

Conepxanue

1.CocraBienue u opopmienue OP/]
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Tema 1.2. UadopmarimoHHO- CIIpaBOYHBIC JOKYMEHTHI.

Conep:xkanue

CiyxeOHble MCbMa, UX Pa3HOBHIHOCTH 1.CocraBnenue u 0OpMIICHHE PA3IMYHBIX BUJIOB CITYKEOHBIX 6
UCceM

Tema 1.3. PacnopsiauTensHble JOKYMEHTHI, N3/1aBaeMble Coaep:xanue

Ha NPUHIMIAX ¢MHOHAYAINS NPUHATHS PEIICHUH 1.CocraBnenue u 0pOpMIICHHE PACTIOPSAUTEIBHBIX JOKYMEHTOB 6

Tema 1.4. JlIokyMeHTBbI KOMUCCUI U KOJUIETUAJIBHBIX OPraHOB Coaepixanue
1.Cocrasnenue u ohopmieHrue HHPOPMAIIMOHHO-CIIPABOYHBIX 6
JJOKYMEHTOB (aKT, IPOTOKOJI, IOCTAHOBJICHUE)

Tema 1.5. 3agaun u GyHKIKU CIIYyKOBI IEITOMPOU3BOJICTBA. Conepxanue

OpraHu3anuOHHbIC TOKYMCHTHI 1.CocraBnenue u opopmiieHUE JTIOKATbHBIX HOPMATUBHBIX aKTOB 6
(YupenurenbHbie TOKYMEHTBI. IHCTPYKIUS 110 JETIONPOU3BOICTRY.
JlomKHOCTHAsI HHCTPYKIMS ieonpousBoauTens. JloroBop)

Tema 1.6. Opranu3zanus paboThI C TOKyMEHTaMU Conepxanue
1.Peructpanus BXOASIINX, UCXOIAIIMX U BHYTPEHHUX JOKYMEHTOB 6
B PA3JIMYHBIX PETHCTPAMOHHBIX popMax (KypHaJIbHAs, KapTOUHAsS
Y aBTOMATH3HPOBAHHAS).

Paznen 2. Opranu3anust paboThI C TOKYMEHTAMH B aBTOMATU3HPOBAHHBIX CHCTEMAX 12

Tema 2.1. IIpaBuia paboThI ¢ JOKYMEHTaMH Ha 3JIEKTPOHHBIX HocuTensix | Comep:kaHue
1.0t1mpaBka 1 mosy4eHue 3JeKTPOHHOT0 COOOIIEeHNS, 6
AJIEKTPOHHOTO JIoKyMeHTa. OdopmiieHre SIEKTPOHHOM MOITUCH.

Tema 2.2. Opranuzanus paboThl ¢ TOKyMEHTaMHU B Coaepixanue

ABTOMATHU3UPOBAHHBIX CHCTEMaX 3JIEKTPOHHOTO JIOKYMEHTOO000pOTa 1.PaGoTa ¢ JOKyMEHTaMH B aBTOMATH3UPOBAHHOI CHCTEME 6
ANEKTPOHHOTO JJOKYMEHTO000pOTa.

Paznen 3. Opranu3zaimonHoe o0ecrieueHue NeATeIbHOCTH OpraHU3aIiH 12

Tema 3.1. Opranu3zanus u yCiaoBHS TPyJa CEKpeTaps Conep:xkanue

AZIMUHHCTpPATHBHBIC (YHKIUU CEKpETapsi 1.CocraBnenue u 0opMIICHHE TOJKHOCTHON HHCTPYKIIUH 6
cekpeTaps

Tema 3.2. Opranu3anoHHbIe 1 MHPOPMAITMOHHBIE (YHKIIUU CEKpeTaps Conepxanue

OyHKIHH CeKpeTaps 110 TIIAHNPOBAHHIO Pabouero BpeMeHH 1.IToaroroBKa JTOKyMEHTOB JIsi OOCITyKUBaHHE KOH(PEPEHTHBIX 6
MEPOIPUATHH, TPOTOKOIBHBIX MEPONPUATUN, PA3TUIHBIX TUIIOB
COBEIIaHNH, KoOMaHAMpoBOK. [I1aHnpoBanue paboyero THs.

Paznen 4. JlokymeHTHpOBaHUE U OpraHU3aIMs pabOThI ¢ KaIPOBBIMH IOKYMEHTAMH 42
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Tema 4.1. HopmaTuBHO- IPaBOBOE PErYIMPOBAHUE TPYJOBBIX Coaep:xanue 6
OTHOLLICHHH 1.0¢dopmiieHre TOKYMEHTOB OpraHu3aIliy, PETyIUPYIOIIIX
TPYJIOBbIC OTHOIICHHS (OpraHU3alOHHO-PACTIOPSIIUTEIIbHbIC
JOKYMEHTBI, JOKYMEHTHI 110 IMYHOMY COCTaBY, TPYA0BOH JOrOBOP,
JIOTOBOP O MaT€pUAIIbLHOW OTBETCTBEHHOCTH U T.1.). OdopmiieHue
JOKYMEHTOB I10 JINYHOMY COCTaBY U MX Komuii (npu
HEOOXOUMOCTH).
Tema 4.2. Kommiekc TOKyMEHTOB 10 YCTaHOBJIEHHUIO TPYAOBBIX Copep:xanue 6
NPaBOOTHOIICHUH 1.3anonHenne GopM nepBUYHON YUETHOM JOKYMEHTAIUH.
Tewma 4.3. KoMIuIeKC TOKyMEHTOB 110 IBUKCHHIO KaJpOB Conepxanue 6
1.CocraBnenue pa3zinuuHblXx BUI0B 3asBineHuii (IIpuem, nepesoy,
YBOJILHEHUE)
Tema 4.4. Kommiekc 10KyMEHTOB IO PACTOPXKEHUIO TPYIOBBIX Copep:xanue 6
TNIPaBOOTHOIICHUH 1.CocraBnenue u opopmiieHUE TOKYMEHTOB IIPHU YBOJIbHEHUU
Tema 4.5. Opranu3zanus paOoThl C KaJApOBBIMU JOKYMEHTaMU Coaepixanue 6
1.Wcnons3zoBanue COJ] npu paboTe ¢ KaApOBBIMH TOKYMEHTAMHU.
Tema 4.6. @yHKIMOHATbHBIE BO3MOKHOCTH M NIEPBOHAYAJIbHAS Copep:xanue 6
HacTpoiika nporpammsl «1C:Kaxpsi» 1.HauvanbHas HacTpoiika nporpammbl. CBeZieHHs] 00 OpraHu3aluu.
CrpykTypa komnanuu. Hactpoiika criicka nosiabs3oBarenei.
[taTHOE pacnvcaHue, U3MEHEHHE ITATHOIO PaclUCaHus.
Tema 4.7. Benenue kaznpooro yuera B nporpamme «1C:Kanpsi» Coaepixanue 6
1.0dopmieHne KaapoBbIX ONepanuii COrlaCHO CUTYallMOHHBIM
3a/1a4am
[IpomesxyTounas arrecranus B popme qudpepeHIIMpOBaHHOTO 3a4eTa 6
IIM.02 Opranu3anusi apXuBHOii padoThI N0 JOKYMEHTAM OPraHu3aluil pa3IM4HbIX (OPM cOOCTBEHHOCTH 72
Paznen 1. Opranuzanus u obecrieueHre OCHOB apXMBHOM 1€ TETbHOCTH 12
Tema 1.1. HopmaTuBHO-TIpaBoBasi 0a3a apXUBHOM J€ATEIbHOCTU B Conepxanue 6
Poccrn 1.Pabota B mpaBoBOM 0a3ze C  HOPMAaTHBHO-NPABOBHIMU
JOKYMEHTaMH B c(hepe apXUBHOTO Jesia
Tewma 1.2. Opranuzamus ApxuBHoro ¢hoHaa Poccuiickoit denepanyn Conepxanue 6

1.CocraBnenue crucka ICTOYHUKOB KOMIUJIEKTOBAHUS apXUBa
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OpraHu3alliy, ONpeiesieHne TpaHull apXUBHOTO (HOH/A.

Paznen 2. Opranusanys AeATEIbHOCTH apXHBOB 18
Tema 2.1. DkcriepTH3a IEHHOCTH TOKYMEHTOB Conepxanue 18
1. TlogroroBka Jen K apXMBHOMY XpaHEHUIO, B TOM YHCIE! 6
U3y4eHHUe JOKYMEHTOB B LIEJISIX ONpPE/IEIECHUs] CPOKOB UX XPaHEHMSI
2. OdopmiieHuE TOKYMEHTOB 110 Pe3y/IbTaTaM MPOBEPKU HAIUYHS U 6
COCTOSIHUS IOKYMEHTOB B apXUBE,
3.0opmiieHe JTOKYMEHTOB O BBIACICHUM K YHUYTOXKCHHIO 6
apXMBHBIX JOKYMEHTOB, HE MOAJISKAIIUX XPAHEHHIO.
Paznen 3. Opranuszanus apxuBHOIO Jiena 24
Tema 3.1. JlokanbHble HOpMaTHBHbBIE JOKYMEHTHI apxuBa. Homenkiarypa | Comep:kanue 6
Acn 1. N3yuenue u opopMiIeHHE TUIIOBBIX M IMPUMEPHBIX JTOKYMEHTOB
10 OpraHu3auuu paboTsl ApxuBa.
CocraBieHue u oopmieHHEe HOMEHKJIATyphl J€J1 OpraHU3aluu —
VCTOYHHUKA KOMIUIEKTOBAHHUS aQPXHBHOTO YUPEIKICHHS.
Tema 3.2. Odopmiienune apxuBHoro jena. [lepegaua 10KkyMeHTOB Coaepixanue 6
Ha apXUBHOC XpaHCHNC 1. ToaroroBka M odopmieHHe el K apXUBHOMY XpaHEHHIO.
OdopmiieHre OKYMEHTOB TIpH TMepefadyd e Ha apXUBHOE
XpaHEeHHe
Tema 3.3. YUéT TOKYMEHTOB B apXHBE Conepxanue 6
1.CocraBrieHne M 3aroJIHEHHWE OCHOBHBIX YYETHBIX (OpM apxuBa
(kHuTa yu€Ta MOCTYIUIEHHSI M BBIOBITUS €1 (JOKYMEHTOB), JHCT
doHa, peecTp onucei, CIUCOK (HOHJIOB).
Tema 3.4. icnonp3oBaHue JOKYMEHTOB apXHUBa Conepxanue 6
1.CocraBiieHnue OTBETOB Ha 3alpOCHI. apXHWBHBIE CIIPaBKa, KOIHS,
BBINKCKA
Paznen 4. Opranu3zanust XxpaHeHHs JOKYMEHTOB B apXUBe 12
Tewma 4.1. YcioBust XpaHeHUs TOKYMEHTOB Conep:xkanue 6

HpOBepKa HaJIM4YUA U COCTOSAHUSA JOKYMCHTOB B apXHUBax

1.M3yuenne TpeOOBaHUN K 3MaHUSIM M TIOMEIICHUSM apXuBa.
OOopynoBaHWe apXHWBOB,. pa3MEIICHHE TOKYMEHTOB B apXWUBE.
Odopmenne TornorpaguaecKkux ykaszaresiei.
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Tema 4.2. KoncepBanus u pecraBpauus aokymeHToB. CoxpanHHocTh | Comep:kaHue 6
AOKYMCHTOB Ha CIICLIHAIIbHBIX HOCUTCIAX 1.BoccTaHoBJIEHNE TOBPEKACHHBIX JTOKYMEHTOB.
[Ipomexyrounas arrectanus B popme 1udhepeHIIMPOBAHHOTO 3a4eTa 6
IIM.03 OcBoenue Bua0B pador no npodeccun KoncyabTant B o0jacTu pa3Butusi uudpoBoii rpamorHocTu HacesdeHust (Llndposoii 72
Kypartop)
Paznen 1. Bemonnenue padot mo npodeccuu KoHcynbTaHT B 001acTH pa3BUTHS IIUPPOBOI IPaMOTHOCTH HaceleHus (IU(PPOBOM KypaTop) 66
Tema 1.1. Conepxanue 12
OcroBst unposo#t rpamotHOCTH M padoTs ¢ TIK 1. PaboTa c omeparuoHHOM, (ailoBOil cHCTEMOIl; cTaHmapTHEIE 6
npunoxenus OC.
2. OcHoBbl paboTel B cetu MHTepHeT; nudposas 0e30macHOCTh U 6
JTHKET.
Tema 1.2. Conep:xkanue 24
O06paboTtka nHGOpMaHH (TEKCT, TAOJIUIIBI, TPE3CHTAITHIH ) 1. PaboTa B TeKcTOBOM penaktope MS Word. 6
2. Pabota B TabmuuHoM nporieccope MS Excel. 6
3. Pabora B nporpamme PowerPoint. 6
4. Coznanue mybnukanuii B mporpammax MS Word, MS Publisher. 6
Tema 1.3. Conep:xanue 18
g €CYPCBl,  CEPBHCHl  LM(POBOH  OKOHOMUKM 1 MH(OPMAUMOHHAA [ “paGora ma moprane «locyclyriy, caiiravn [IOP, ®HC, «lloura 6
€30I1aCHOCTh POCCHID.
2. Pabora ¢ o0yauHBIMH CcepBUCAMU: 3arpy3ka (aiyioB, co3laHue 6
NarnoK, NpeAoCTaBIeHHe JOCTyNa K (paidaaM 1o CChUIKE.
3. Pabora ¢ OaHKOBCKMMH TIPWIOKEHUSIMH, HACTpPOWKa 6
KOH(HIEHIIMATIbHOCTH, CO3/1aHUE HAJICKHBIX MapoJieH.
Tema 1.4. Coaep:xanue 12
VCKyCCTBEHHBIN HMHTEIUICKT JUIsl HACENICHHS: OCHOBBI, MPUMCHEHHC, | | IleHonb30BaHMC HEeHPOCETEBBIX  A3BIKOBBIX  MOJENeH v 6
GesomacrocTs TeHepalluu U pelakTUPOBaHNUs WH(POPMAIIMOHHBIX TEKCTOB.
2. Co3pnanne wu300paKeHUH, ayauo- W BUIEOMATEpPHAJIOB C 6
nomo1usro M.
6

[TpomexxyTounast arrectamnus B hpopme nudhepeHIIuPOBaHHOTO 3a4eTa
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IIM 04 OcBoenne npodeccuu dejionpon3BoauTe/Ib 72

Paznen 1. JlokymMeHTalIMOHHOE OOecIieueHne e TeIbHOCTH OpraHu3aun 66

Tema 1.1. ABTOMaTH3MPOBAaHHBIE CUCTEMBI JIETIONPOU3BOACTBA U cUcTeMbI | Coaep:kaHue 36

ABTOMATH3ALIN JIOKYMEHT0060pOTa 1.PabGota ¢ aBTOMaTH3UPOBAHHBIMH CHCTEMaMH JEJIONPOU3BOICTBA 6
U CUCTEMaM{ aBTOMaTH3allMK JOKYMEHT0000poTa
2.Pabora co cnpaBouyHo-npaBoBbiMu cuctemamu (CIIC) 6
3. Pabota ¢ CIIC «KoncynbranT [lmrocy. 6
4. Pab6ota ¢ CIIC «I"apanT» 6
5. Pa6ora ¢ UTIC «Koxekc» 6
6. 3HaKOMCTBO ¢ HOBBIMHU paspaboTkamu B obOmactu ACJ] depe3 6
HuTepner.

Tewma 2.2. Cucrema 3JeKTPOHHOTO JIOKYMEHTO000poTa Conepxanue 36
1. Pabora ¢ nporpammoii «1C:JlokyMeHTOOOOPOT»: BO3ZMOXKHOCTH, 6
uHTepQeiic, OCHOBBI PabOTHI.

2. Pabora ¢ BXOmAMMMH, WCXOIIIMIUMH ¥ BHYTPEHHUMH 6

JAOKYMCHTAMH.

3. Pabota ¢ noxymenTamu u daitnamu. PeraktupoBanue (aitinos.

4. Pabota ¢ mporpaMMamH, KOTOpble pabOTalOT COBMECTHO C
«1C:JlokyMeHTO000pOT».

5. ®opMUpOBaHUE OTUETOB.

[TpomexyTounas aTrrectanus B popme nuddepeHInpoBaHHOTO 3a4eTa
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3. YCJIOBUSA PEAJIU3AIIAU TIPOTPAMMBI YUYEBHOUM ITPAKTUKH

3.1. MaTepuaJIbHO-TEXHUYECKOE o0ecnevyeHne Y41eOHO MPAKTHKHU

Jlaboparopun «HGOPMAIIMOHHBIX M KOMMYHUKALIMOHHBIX TexXHoJorui», «KommnpioTepHon
00pabOTKH  JOKYMEHTOB», «OpraHuzanuu paboTbl C JOKYMEHTaMH, CHCTEM JJIEKTPOHHOIO
JIOKYMEHTO000pOTa», «YyeOHass KaHIEIPHs», OCHAIIICHHAs B COOTBETCTBUU ¢ npwiiokeHuem 3 OOII-I1.

OcHaieHHble 6a3bl IPAKTUKU (MAacTEPCKUE/30HbBI [0 BUAM padoT), OCHAILIEHHbIE B COOTBETCTBUU
¢ npuioxenuem 3 OOII-I1.

3.2. YuyeOHO-MeTOAHYECKOE O0ecreyeHue

3.2.1. OcHOBHBIE IeYaTHbIE U/UJIM YJIEKTPOHHbIEC U3IAHUS
1. Opranu3zanys apXuBHOH U CIIPaBOYHO-UH(POPMALIIOHHOM pabOTHI [0 TOKYMEHTaM OpraHU3aluu

[Texct]: y4eOHWUK Ui HWCHOJB30BaHUS B y4eOHOM Tmpolecce 00pa3oBaTENbHBIX —YUPEKICHUMH,
peaIM3yIoNMX MpPOrpaMMbl  CpelHero mnpodeccuoHalbHOTO 00pa3oBaHUsl 1O  CIEUUATbHOCTH
"JlokyMeHTallMOHHOEe oO0ecreueHue yrpaBieHus U apxuBoBeneHue»: [B 2 u.] / [bypoa E. M.,
Xopxopauna T. W.]; mox pen. E. M. bypooit — 3-e u3a. crep. — MockBa: Akanemusi, 2019.
(ITpodeccuonanbuoe obpazoBanue. Ilpodeccuonanpubiii momyns). Y. 1. — 2019. — 336 c. ISBN
n3nanus: 978-5-4468-5976-4. ISBN toma: 978-5-4468-5974-0.

2. Opranu3zanus apXvBHOHM U CIIPaBOYHO-UH(POPMAIIMOHHOM pabOTHI [0 TOKYMEHTAaM OpraHU3aluu
[Texct] : y4eOHMK sl WCIIOJNB30BaHHMS B Yy4eOHOM TMpolecce 00pa30BaTENbHBIX —YUYPEHKICHHM,
peamM3ylommx MpOrpaMMbl  CpeIHEro Mpo(ecCHOHANBHOTO 00pa3oBaHHs 1O  CHEIHAIbHOCTH
"JlokyMeHTaIllMOHHOE oOO0ecrieueHue yrpaBieHus u apxuBoBeneHue»: [B 2 u.] / [bypoa E. M.,
Xopxopauna T. W.]; moxg pen. E. M. Byposoit. — 3-e m3a. crep. — MockBa: Akanemus, 2019. —
(ITpoeccronansnoe obpazoBanue. IIpodeccuonanpubiit Monyns). Y. 2 / [E. M. Bbyposa, A. II
AdanaceeBa, E. B. AnekceeBa, A. E. Poguonosa]. — 2019. — 400 c. ISBN: 978-5-4468-5975-7

3. Packun, JI.U. Meroguka © TpakTHUKa apXUBOBEJIEHHs: YYEOHHUK M CPEHEro
npodeccuonanbHoro odpazoanus / JI. U. Packun, A. P. CokonoB. — Mocka: WU3narensctBo FHOpaiiT,
2022. — 339 c. — (IlpodeccuonanpHoe obpazoBanue). — Tekct: HenocpenacTBeHHbrd. — ISBN 978-5-
534-02419-7.

4. Packun, J[.W. Mertonuka ¥ TpaKTUKA apXUBOBEJCHUS: YYEOHHK JUIsI CpPEIHEro
npodeccuonansHoro odpazosanus / J. . Packun, A. P. CoxonoB. — MockBa: M3ngarensctBo HOpaiiT,
2022. — 339c. — (IIpodeccuonanbHoe obOpazoBanue). — ISBN 978-5-534-02419-7. — Tekcr:
aneKkTpoHHbIH // OOpa3oBarenbHas mardopma KOpaiit [caiit]. — URL: https://urait.ru/bcode/492546

3.2.2. JlonoJHUTEIbHbIE HCTOYHUKH
1. bacakoB, M.U., JlokyMeHTanMOHHOE oOOecTleuYeHne yhpaBleHus (C  OCHOBaMH

apxuBoBeieHus): yueOHnoe mocobue s CIIO / M.U. bacakos. — MockBa: M3garensctBo KHoPyc, 2022.
— 216 c. — Tekct : HentocpencteeHHbId. — ISBN: 978-5-406-09983-4.

2. bypoma, E. M., MypasseBa, H. A. CrnpaBoYHUK 1O apXWBHOMY eIy Ui PaOOTHUKOB
opranuzaiuii. — (Cepus «YmnpasineHnueckas OezomacHocTh» / mon obul. pea. A. b. besdoponosa). — M:
Tepmuxka, 2018. — 396 c. — Tekct : HenocpeacrBennslid. — ISBN: 978-5-6040204-4-9.

3. Beperexuna, C.B., HerocynapcTBeHHblE CTPYKTYpbl W AyTCOPCHHI B apXWBHOM Jelie :
moHorpadus / C.B. Beperexuna. — Mocksa: M3garensctBo Pycaiinc, 2022. — 128 c. — Tekcr :
HenocpeacTBeHHbId. — ISBN: 978-5-4365-8006-7.
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4. Eropos, B.II., CnunpkoB, A.B. ObecnieueHne COXpaHHOCTH, pecTaBpalisi U KOHCEpBAIHs
JTOKYMEHTOB: yueOHoe mocooue. — C.-I16.: Jlans, 2022. — 220 c. — ISBN: 978-5-507-45047-3.

5. Eropos B.II. CoBpemenHasi opranu3anus rocyAapCTBEHHBIX yupexaeHuil Poccuu: yueOHOe
nocobue nis CITO / B. I1. Eropos, A. B. CaunbkoB. — Cankr-IlerepOypr: Jlans, 2020. — 204 ¢. — Tekcr :
HernocpenctBeHHbI. — ISBN: 978-5-8114-6382-4.

6. Kozmos, B. II. ApxuBoBenenue: y4eOHHMK M mpakTukyMm s By3oB / B. Il. KozmoB. —
Mocksa: M3natensctBo FOpaiit, 2022. — 329 ¢. — (Bsiciiee oopasosanue). — ISBN 978-5-534-14066-
8. —  Tekcr: oanektponHsli //  OOpasoBarenpHass  miatdopma  FOpaiit  [caift]. —
URL: https://urait.ru/bcode/496661

7. TlaBmoga, P. C. [lenonpon3BoCTBO MO oOpamieHusM rpaxaan: yaeonoe mocodue mist CI1O /
P. C. [TaBnoBa. — Cankrt-IlerepOypr: Jlans, 2022. — 324 c.: un. — Tekcr: HenocpeacTBenubiiti. — ISBN:
978-5-8114-9925-0.

8. OOIloB, A.B. ApxuBoBenenue. 3apyOexxknHas Poccuka: y4eOHHMK [UJII  CpEIHEro
npodeccuonansHoro oopazosanus / A. B. OOIloB. — MockBa: HU3natensctBo FOpaiit, 2022. — 168 c.
— (IIpodeccuonansHoe obpazoBanmue). — ISBN 978-5-534-10240-6. — TekcT: 31MeKTpOHHBIH //
OopasosarenbHas wiathopma HOpaiit [caiit]. — URL: https://urait.ru/bcode/495214

9. Packun, JI. U. ApxuBoBenenue: yueOnuk st By3oB / JI. . Packun, A. P. CokonoB. — 2-¢
u3a., uctp. u non. — Mocksa: MU3natensctBo FOpaiit, 2022. — 468 c. — (Briciiee obpazoBanue). —
ISBN 978-5-534-15245-6. — Texkcrt: anextponnslii // OOpa3oBatensHas minatdopma FOpaidt [caiiT]. —
URL.: https://urait.ru/bcode/497656

10. Camapuyk, H.C., MapkeTuHroBas nesTeIbHOCTh FOCYIapCTBEHHBIX apXHUBOB: MOHOTpadus /
H.C. Camapuyk. — Mocksa: UznarensctBo Pycaiinc, 2023. — 312 c¢. — TekcT: HEMOCPEICTBEHHBIA. —
ISBN: 978-5-466-01550-8.

11. Tenvuapo A. JI. ApxuBoBeaenue: yaeOHoe nmocobue ais 6akanaspos / A. JI. Tenpuapos. 5-¢
3. — MockBa: UTK «/lamkoB u K», 2022. — 184 ¢. — Tekct: Henocpenctenubiid. — ISBN: 978-5-394-
04946-0.

12. Xopxopauna, T. Y. ApxuBHas sBpuctuka: yueonuk / T. . Xopxopauna, A. B. OOIlos; nox
pen. E. U. IluoBapa. — 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. ApxuBoBeaenue. Mcropus apxuBoB Poccuu ¢ apeBHEHIINX BpeMeH 10
Havana XX Beka: yueOHoe nocobue /i cpeHero npogdeccruonansHoro oopasosanus / C. 1. Llemenkosa;
mox HayyHou pemakmmer JI. H. Masyp. — Mocksa: WzmatensctBo IOpaiit, 2022. — 153 c¢. —
(ITpodeccronansnoe obpazoBanme). — ISBN 978-5-534-10241-3. — TekcT: dIEKTpOHHBIA //
OopasoBarenbHas miathopma FOpaiit [caiit].— URL: https://urait.ru/bcode/495215

14. laxonmanosa, O.}O. Opranuzamnus rocy1apcTBEHHBIX yupexaeHuit Poccun: yaebHoe mocoodue
s cpenHero npogeccuonansHoro oopaszoBanus / O. FO. [llaxoganoBa. — 2-e u3a., nepepad. U 1om. —
Mocksa: M3narensctBo FOpaiit, 2022. — 161 c. — (IIpodeccuonansHoe obpazosanue). — ISBN 978-5-
534-12448-4. — Texct: osnekTpoHHbIH // OOpa3oBarenbHas 1uiatdpopma HOpaift [caiiT]. —
URL.: https://urait.ru/bcode/496292

3.3. O0mme TpeOOBAHMS K OPraHU3ANNM Y4eOHOH MPAKTUKHU

VYyebHas mpakTUKa TPOBOJUTCS B y4eOHO-TIPOM3BOJICTBEHHBIX MAaCTEPCKUX,
7a00paTOpUAX W WHBIX CTPYKTYPHBIX TOJpa3/IeJeHUSX 00pa30BaTEILHOTO YUPEKICHHUS,
7100 B OpraHU3ANMIX B CIIEIUATBFHO 000PY0BAaHHBIX MTOMEIIEHUSX HA OCHOBE JJOTOBOPOB
MEXy OpraHu3aluel, OCYIIECTBISIIONIEH NeATeTbHOCTh 10 00pa30BaTeIbHON MpoTpaMMe
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cooTBeTcTBYIOMIEro npoduist (nanee — [IpodunbHas opranuszaius), 1 00pa3oBaTeIbHBIM
YUPEIKICHUEM.

Cpoku mipoBelieHUsI y4eOHOW TPAKTHKUA YyCTaHABIMBAIOTCS 0O0pa30oBaTelbHOM
opranmzammeir B cootBerctBHM ¢ OOOII-Il mo cmemmanmsHocTn  46.02.01
JIokyMeHTaIMoOHHOe 00ecTIeueHre YIPABICHUS U apXHUBOBEICHHE.

Y4eOHast mpakTUKa peaau3yroTcs B (opMe MPaKTHISCKON MOATOTOBKU U MPOBOISATCS
KaK HETMPEPBHIBHO, TaK U IyTEM YEpPEIOBAHUS C TCOPETUUECKUMH 3aHATHUSIMU TI0 JHSIM MPHU
YCIIOBHHM OOCCICUYCHHS CBS3M MEXKIYy TEOPETHYECKUM OOY4YCHHEM | COJEp)KaHHEM
NPaKTHKH.

3.4 KagpoBoe odecnevyeHnne npouecca yueOHoOH NpakTUKH

VueOHas IMpaKTUKa IIPOBOAUTCA MaACTCpaMH IIPOU3BOACTBCHHOI'O 06y‘-ICHI/IH 151
IIperogaBaTC/IIMHU AUCIHUIIINH HpO(i)GCCI/IOHaJIBHOI‘O OUKIIA.



4. KOHTPOJIb
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n OIEHKA PE3YJbBTATOB OCBOEHUA

YYEBHOU NPAKTUKH
Nupexc Kox IK, OK OcHOBHBIC ITOKA3ATEJIH OLIEHKH DopMbI U METOBI
Yl ’ pe3yabTara KOHTPOJISI M OLIEHKHU
VIIL.O1 OK 01. - pacrmo3HaeT 3ajady W/Wiau mpodiieMy B | - HaOMIOZIcHUE 32
VIL.02 npoecCHOHATLHOM ~ W/WIIM  COIMATBLHOM | JESTEIbHOCTHIO
VII.03 KOHTEKCTE, aHAJU3UPOBATh M BBIACIATH €€ | 00y4aromuxcs Ha
VII.04 COCTaBHBIE YaCTH yueOHOIl paKTHKe;
- OmpeneNseT JTambl pelleHus 3aJayd, | - OIICHKA
COCTaBIISIET TUTaH NEHCTBUS, | BBINIOJHEHHBIX y4eOHO-
pEaIM30BbIBACT  COCTaBIICHHBIM  IUIAaH, | MPOU3BOJCTBEHHBIX
oTpeieNIieT HEOOXOIMMBIE PECYPCHI pabor;
- BeIBISIET W d(dexktuBHO  umeT | - auddepeHIUpOBaHHBII
nH(pOpMAIHIO, HEO0OXO0TUMYIO JUIsL | 3auer.

pelIeHUs 3a/1a4u U/WUId TpOoOJIeMbl

- BJajeer aKTyaJIbHBIMH METOAAMHU
paboTel B mpodeccuoOHATbHON U CMEXHBIX
chepax

- OIICHMBACT pe3ylbTaT M TOCIEICTBUSA
CBOMX JCHCTBHI (CaMOCTOSITEIBHO WIH C
MTOMOIIHI0 HACTABHHUKA)

OK 02. - ompeaenser  3ajayd  JUid  TIOUCKa
uH(bOpMalMH, IUTAHUPYET HPOLIECC TOUCKA,
BBHIOMpAeT  HEOOXOJUMBbIE  HCTOYHUKH
nHpopmauu
- BblIeNseT Haubosiee  3HAUMMOE B
nepeyHe MHPOpPMALUHU, CTPYKTYpUPYET
MoJly4yaeMyro H“H(popManum, ohopmIIseT
pe3yabTaThl MOUCKA
- OIEHHWBAET IMPAKTHYECKYI0 3HAYUMOCTh
pe3yabTaTOB MOMCKA
- TIPUMEHSIET CPeNICTBA MHPOPMAIMOHHBIX
TEXHOJIOTH ISt pelLeHus
npodeccnoHaNbHbIX 3a7a4
- HCIIOJIb3YEeT COBPEMEHHOE MPOrpaMMHOE
oOecrnieueHue B npodeccuoHaIbHOM
JeSITebHOCTH
- UCHOJB3YyeT  pa3iuyHble LU(]pOBBIE
cpeacTsa IS pereHus
npoeccrnoHabHBIX 3a]1a4

OK 03. - OMNpedenseT aKTyaJbHOCTh HOPMAaTHBHO-

MIPaBOBOM JNOKYMEHTaUN B
poeCCUOHATBHOMN 1eATENbHOCTH

- TpPUMEHSET COBPEMEHHYI0  Hay4YHYIO
poheCCHOHATTBHYIO TEPMUHOJIOTHIO

- OmpelensieT W BBICTPAMBAET TPACKTOPHUH
po¢eCCHOHATBLHOTO pa3BUTHS u
caMm000pa3oBaHUs

- BBIIBJIIET JIOCTOMHCTBA M HENOCTaTKU
KOMMEPYECKOU HIeU

- ompenensier MHBECTULIMOHHYIO
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MPHUBJIIEKATEIIFHOCTh KOMMEPYECKUX UACH B
pamkax npoeCCUOHATBHON NIEATEIBHOCTH,
BBISIBJISICT HCTOYHUKU (PMHAHCHPOBAHUS

- IpEe3eHTyeT ujieu OTKPBITHS
COOCTBEHHOTr0 Jeia B TPOdecCHOHATBHOM
JeATSIILHOCTH

- OmpelensieT WCTOYHUKU JIOCTOBEPHOM
MIPaBOBO MH(pOpMALUU

- COCTaBIsieT  pPa3JIMYHbIE  IPaBOBBIC

JIOKYMEHTBI

- HaxOJWT MHTEPECHBIC MPOEKTHBIC HICH,
rpaMOTHO ux dbopmynupoBath U
JOKYMEHTHPOBATh

- OLIEHHBAET JKM3HECIIOCOOHOCTH

HpOCKTHOfI HACH, COCTABJIACT IIJIaH ITPOCKTA

OK 04.

- OpraHM30BBIBACT PabOTy KOJIJIEKTHBA H
KOMaH/IbI

- B3aUMOJICHCTBYET C KOJUIEraMH,
PYKOBOJACTBOM,  KIHEHTAaMH B  XO€
poecCHOHABHOMN IeATEITBHOCTH

OK 05.

- TI'paMOTHO H3Jlara€tT CBOM MBICIIM H
odopmitsieT JOKYMEHTBI o
npodeccrnoHaIbHOM TEMaTHKE Ha
rOCY/IapCTBCHHOM SI3bIKE

- MPOSIBISET TOJEPAHTHOCTH B pabodyeM
KOJUUIGKTHBE

OK 06.

- TPOSBISET TpakTaHCKO-
MaTPUOTHUYECKYIO MO3UIIUIO

- JIEMOHCTPHUPYET OCO3HAHHOE TTOBEICHUE

- OINHCHIBAeT 3HAYUMOCTh CBOEH
npodeccun

- TpUMEHsSEeT CTaH/apTHI
AHTUKOPPYIIUOHHOIO OBEACHUS

OK 07.

- CcOOJIIOJJTaeT  HOPMBI  HKOJIOTHYECKOM
0€30MacHOCTH

- ONpenenser HaIpaBJICHUS
pecypcocOepekeHust B paMKax
npopeCcCUOHATIBHON  JEATENbHOCTH IO
npodeccun

- OpraHU30BBIBACT npogecCuoHaIbHYIO
JeSTeNIbHOCTh C COOJIIOIGHUEM MPHUHIIUIIOB
Oepe’KIIMBOro MPOU3BO/ICTBA

- OpraHu30BBIBACT po¢heCCUOHATILHYIO
NeSITeNbHOCTh C  y4eTOM 3HaHMi 00
W3MEHEHUH  KJIMMaTHYeCKUX  YCJIOBUM
peruona

- 3¢ deKTHUBHO NENCTBYET B Upe3BbIUaHBIX
CUTYaLUAX

OK 08.

- HCIOJB3YET (bU3KYIBTYPHO-
O370POBUTEIBHYIO  JAEATEIBHOCTH  JUIA
YKpeIUIeHus 3/10pOBbS, JIOCTHXKEHUS
KU3HEHHBIX M MPO(ECCHOHABHBIX LIeTen
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- NPHUMEHSET  pAlMOHAIBHBIE  IPHEMBI
JIBUTATCIbHBIX byHKIUH B
npoheCcCUOHATIBHOMN eI TeTbHOCTH

- TIOJIB3YETCSl CPEACTBAMH MPOPHIAKTUKA
HEePCHANPSDKCHUSI,  XapaKTepPHbIMH  JUIS
JTaHHOM mpodeccun

OK 09.

- moHUMaeT  OOMmMH  CMBICI  YETKO
MIPOU3HECEHHBIX BBICKA3bIBAHUI Ha
U3BECTHBIC TeMbl (TPOQECcCHOHATBHBIC |
OBITOBBIC), TTOHUMAET TEKCTHI Ha Oa30BBIC
npodeccrnoHaTbHBIC TEMBI

- y4acTByeT B JHaJOraXx Ha 3HAKOMBIC
obmrue u mpodecCHOHATBEHBIC TEMBI

- CTPOMT MPOCTHIC BHICKA3bIBAHUS O ceOe U
0 cBOEi NMpodecCHOHANTBHOM IEATETEHOCTH

- KpaTKo 0OOCHOBBIBAET M OOBSCHIET CBOU
JCUCTBUS (TEKYIUE U TUIAHUPYEMBIC)

- MHIIET MPOCThIC CBS3HBIC COOOIICHUS Ha
3HAKOMBbIC WIn HUHTEPECYIOIINE
podecCHOHATLHBIC TEMBI

VII 01

K 1.1

- MICTIOJIB3YET CpeICTBA MH(POPMAIIMOHHBIX U
KOMMYHHUKAI[UOHHBIX ~ TEXHOJOIMH U1
MOJTyYeHHS U TIepeiaun HHPOpMAaInu;

- BeIeT W WHCIoib3yeT B pabore 0Oazy
KOHTAKTOB OpraHU3aIHH;

- BeJleT yuETHbIE PErucTpaliioHHbIE (HOPMBI,
UCTIOJNB3yeT WX JI WHPOPMAIUOHHOM
pabotbl M pabOTBl MO  KOHTPOJIO
HCIIOJTHEHUS TOPYYEHMUI;

- YCTaHaBIIUBAeT U HOJICP>)KUBACT
KOMMYHHUKAI[M B  TIPOILIECCE  JICIIOBOTO
o01IeHus c MIOMOILBIO CpeAcTB
MH(POPMAIIMOHHBIX M KOMMYHHKAIIHOHHBIX
TEXHOJIOTHIA;

- CIJTAKUBAeT KOH(MJIMKTHBIE U CJIOXKHBIE
CUTYyaluu MEKITMIHOCTHOTO
B3aUMOJICHCTBHS;

- co0JII0/1aeT CITYKEOHBIN YTHKET;

- obecrieunBaeT UH(POPMALIMOHHYIO
0€30MaCHOCTh JIeSITEIIbHOCTH OPTaHU3aIIH.

[IK' 1.2

- BCTpEYaeT  IOCETUTEJEH, HoJTy4yaeT
NEPBUYHYI0 HH(OPMAIMIO O TOCETUTEISX,
YCTaHABIMBAET MOPSAOK mOpuéma  ams
Pa3IMYHBIX KaTeropuil MOCETUTENEN;

- BeZIeT yUYETHBIE PErUCTPallMOHHBIE (POPMBI
no mnpuéMmy mnoceruteneid u odopmIsier
MIPOIYCK;

- BeAeT MpuéM, Inepenadyy U OTIPABKY
JIOKYMEHTOB;

- OpPraHHU30BBIBAET U OpoHHpYeT
[IEPETOBOPHBIE KOMHATBHI;

- cepBUpYeT 4yailHble (KOoQeilHble) CTONbI B

- HaOo/IeHue  3a
NeSATEIIHOCTHIO

00 yJaromuXxcst Ha
y4eOHOM MPaKTHKE;

- OLICHKa
BBINIOJITHEHHBIX ~ y4eOHO-
MPOM3BOICTBECHHBIX
pa0or;

- nuddepeHupoOBaHHBIN
3ayer.
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oduce;

- TPUMEHSET B pabote CpencTBa
WHQPOPMAIIMOHHBIX ¥ KOMMYHHKAIIHOHHBIX
TEXHOJIOTHIA;

- MPUHUMAET MeEpbl 10  COXPAHEHUIO
KOH(HUIECHIIMATbHOH HH(pOpMAMU B XOJe
npuéMa IMoCeTUTEIICH.

IIK 1.3

- BoIOMpaeT (GOpMBI  I[UIAHUPOBAHUS H
opopmiIsieT TUTAHUPOBINUK  (Opranaiizep)
PYKOBOJUTEIIS U CEKpeTapsi;

- YCTaHaBJIHMBAET eIy, orpenenser
MIPUOPUTETHOCTh u 0uepEHOCTD
BBINIONTHEHUST  pabor u  3¢hdEeKTHBHO
pacnpenenser padbodee Bpems;

- COIJIACOBBIBACT BCTPEUYH U MEPOIPHITHS U
BHOCUT WH(POpPMAIMI0 B IUIAHUPOBIIUK
(opranaiizep);

- UHPOpPMUPYET PYKOBOIUTEIS 0
NpUOMMKEHUH BPEMEHU U perjiaMeHTe
3aITAaHUPOBAHHBIX BCTPEY M MEPOIIPUSTHH;

- BeIOMpaeT ONTUMAJIbHBIC CHoCcoObI
BHEITHETO ¥ BHYTPEHHETO MH(POPMUPOBAHUS
0 IJIAHUPYEMbBIX MEPOTIPUSITHUSIX;

- obecrnieunBaer MH(POPMAITMOHHYIO
0€30MaCHOCTb JIeATEIHbHOCTH OPraHU3alluY;

- TPUMEHSET B pabote CpencTBa
MH()OPMALIMOHHBIX U KOMMYHUKAIIHOHHBIX
TEXHOJIOTHIA.

I[IK 1.4

- cocTaBiisieT U 0OPMIISIET TOKYMEHTHI JIJIst
JIEJIOBBIX MOE3/0K;

- OCYIIECTBIISIET TPEBEN-TIOIJIEPKKY
JIETIOBBIX MOE3/10K;

- COTJIaCOBBIBAET c MIPUHUMAIOIIEH
CTOPOHOM IIPOTOKOJ IJIaHUPYEMBIX
MEpOTpUATH U (GOPMUPYET TpPOrpammy
JICIIOBOM ITOC3/IKH;

- UCTIOJIb3YeT CpeACcTBa WH(GOPMAIMOHHBIX
U KOMMYHHUKAIIMOHHBIX TEXHOJOTHMA IS
obecrieueHus B3aMMOJICHCTBHS c
PYKOBOAMTEIIEM BO BpEMS €ro JIeJI0BOM
O3 /KU,

- opopmisier OTU€THBIE JOKYMEHTBI O
JIEJIOBOH ITOE3KE.

I[IK 1.5

- OpraHM30BBIBa€T  pabouee MecTo B
COOTBETCTBUH C TPEOOBAHUSIMHU IPTOHOMHUKHU
U KYJIBTYpPBI TPY/a;

- obecrieynBaeT  pabodee  MeCTo U
¢yHKIMOHATBHOE paboyee MPOCTPAHCTBO
HEOOXOMMBIMU CpeacTBaMu
OpPTaHU3aIIOHHOW TEXHUKH, MeOenpio |
KaHUEJIAPCKUMH MPUHAIICKHOCTSIMHU;

- TIOJIJICP)KUBACT cpeacTBa
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OpraHM3allIOHHON TEXHUKH B pabodyem
COCTOSTHUM.

IIK 1.6

- OpPraHU30BBIBACT IPOLECC MOATOTOBKH U
NPOBEJCHNE KOH(PEPEHTHOIO MEpPONIPHSATHS
WHAMBUIYAIbHO W B cocTaBe paboueit
TpYIIIBL;

- JOKYMEHTHUpYET pasHbIe ATaIbI
NpOLEAYphl TOATOTOBKA M TPOBEACHUS
KOH(EPEHTHOTO MEPOIIPUATHUS;

- cobmrozaer ITHUKET " OCHOBBI
MEXTyHApPOAHOTO MPOTOKOJIA;

- OCYIIECTBIISIECT coop, 00paboTKy
uHpOpManuy, CUCTEMATU3aLNIO0
MOJTY4aeMbIX U IepeaBacMbIX JTaHHbIX;

- OCYIIECTBISIET MPOBEPKY JOCTOBEPHOCTH,
MOJHOTBI ¥ HENPOTHBOPEUMBOCTH JIAHHBIX,
UCKJIIOYEHUE TyOIMpOBaHMs HHPOPMAIIHY;

- TPUMEHSET UH(POPMAIIMOHHO-
KOMMYHUKAIIHOHHBIE TEXHOJIOTHH.

IIK 1.7

- COCTaBII€T IIPOEKTbl OPraHU3aLUOHHBIX,
pachopsAMTENbHBIX M HMH(QOPMAILMOHHO-
CIIPABOYHBIX JOKYMEHTOB, B TOM YHCIE

JIOKYMEHTOB, COJIEpIKaIIIX
KOH(DUIEHIIMATBbHYIO HHPOPMAIHIO;

- oopmitsieT OpraHU3aIMOHHO-
pachopsAUTeIbHbIC JIOKYMEHTBI

(OpUTHHAJIBI U KOIHH);

- CKaHUpPYyeT, KOMHpPYeT U KOHBEPTHPYET
JTOKYMEHTHI B pa3JInYHbIe (popMaThI;

- OCYUIECTBIISIET IPOBEPKY  IPOEKTOB
JOKYMEHTOB Ha COOTBETCTBHE IPaBHUIIAM
JIeNIOTIPOU3BOICTBA;

- IPUHUMAaeT M MPOBOJUT MEPBUYHYIO
00paboOTKy BXOJSIINX IOKYMEHTOB;

- OpOBOAUT MpeaABAPUTCIIbHOC
PaCCMOTPCHUEC BXOAAIIUMX W BHYTPCHHHX
JOKYMCHTOB,

- PETUCTPHPYET BXOJIINAE, HCXOIAIINE H
BHYTPEHHHUE IOKYMEHTHI;

- KOHTPOJHPYET MapIIpyTH3ALUIO
JOKYMEHTOIIOTOKOB B OpraHu3aIH
(cornmacoBaHme, MOANMCAHHUE, YTBEPXKICHHE,
perucTparysi, 03HaKOMJICHHE U UCIOJHEHHUE
JIOKYMEHTOB);

- OCYILECTBIIIET  CPOKOBBI  KOHTpOJIb
WCTIOJTHEHUS IOKyMEHTOB;

- OCYILECTBJIIET MOJATOTOBKY M OTIIPABKY
MCXOSIINX JTJOKYMEHTOB;

- COCTaBIAET OTYETHl W AHAIUTUYECKHE
CTpaBKU 00 WCIIOTHEHUH JIOKYMEHTOB;

- BeJIeT MH(POPMAIMOHHO-CITPABOYHYIO
paboTy 1o TOKYMEHTaM;
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- OCYILIECTBIISIET pabOTy C OpraHU3alUOHHO-
pacnnopAauTCIbHBIMHA AOKYMCHTaMH B
ABTOMATH3HPOBAHHBIX CHCTEMaX.

IIK 1.8

- obecrieunBaeT COXPaHHOCTb
NIEPCOHAIBHBIX JAHHBIX pAOOTHHUKOB;

- OpPraHU30BbIBACT JIOKyMEHTOOOOpPOT IO
IIPE/ICTABICHHUIO TJOKYMEHTOB 110 IIEPCOHATY
B I'OCYJJapCTBEHHBIE OPIaHblI;

- OpPraHHU30BBIBAET JIOKYMEHTOOOOPOT 11O
yUY€TY M JBUXKEHUIO PaOOTHHUKOB;

- BeJlleT BOMHCKUH yu€T paOOTHHUKOB;

- BeleT yuér pabouero BpPEMEHU
pabOTHUKOB;

- oopmiser OpraHU3alMOHHO-
pacnopsaAuTeNbHbIE JTIOKYMEHTBI o
JUYHOMY COCTaBY;

- BeJeT PEerucTpainuio, ydér, onepaTUBHOE
XpaHEHUEe  JOKYMEHTOB [0  JINYHOMY
COCTaBYy;

- BeZET JOKYMEHTAIUIO, IOATBEPKIAIOIIYIO
CBEICHUSI O TPYIOBOH JIEATENBHOCTH U
TPYZIOBOM CTa)ke paOOTHHKOB;

- (GopmupyeT JTuuHbIe Aena pabOTHUKOB;

- odopmisieT nena Mo JIMYHOMY COCTaBy
JUIs TIepe/iayy B apXUB OpraHu3aluu;

- paboraeT cO  cCHEUUATU3UPOBAHHBIMU
MHGOPMAIIMOHHBIMM CHUCTEMaMu U 0a3aMu
JAHHBIX TI0 BEJIEHUIO y4€Ta U JABMXKEHHUIO
pabOTHUKOB.

IIK 1.9

- pa3zpabaThiBa€T  HOMEHKIATypy  Je’
OpTraHH3aIIH;

- MpPOBEpsieT MPaBUIBHOCTh O(OPMIICHUS
JIOKYMEHTOB U OTMETKH 00 MX HCIOJTHEHUU
nepen ux (OPMHUPOBAHHEM B JIEJIO JUIS
MOCIEAYIOWEro  XpaHeHus;  (GopMupyer
7ena,  KOHTPOIMPYET  MpaBHIbHOE |
CBOEBPEMEHHOE pacnpeneneHue u
IMOAIINBKY AOKYMCHTOB B aciia B
COOTBETCTBUH C HOMEHKJIATYpPOH J1e;

- TIPOBEpSIET CPOKU XPAHEHUs TOKYMEHTOB,
COCTaBJISIET MPOTOKON PAabOTHI IKCIEPTHOMN
KOMHUCCHUH II0 IOATOTOBKE IOKYMCHTOB K
nepenavye B apxus,

- COCTaBJIIET aKT (6] BBIICJICHUN K
YHUUYTOKEHUIO JIOKYMEHTOB, HE
TOJIJISKAIUX XPAHCHUIO,

- COCTaBIsieT akT 00  yHHYTOXKEHUU
JIOKYMEHTOB;

- OCYIIECTBIISIET TMOJIHOE WJIM YaCTUYHOE
opopmiieHre Jen BPEMEHHOTO,
MOCTOSIHHOTO,  JIOJITOBPEMEHHOTO  CPOKOB
XpaHEHUs;
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- COCTaBJIAET ONMCH J€1 CTPYKTYPHBIX
MIOAPA3ACIICHUN IIOCTOSIHHOTO,
JOJITOBPEMEHHOTO CPOKOB XPAaHEHUsS Ul
nepeiadyu J1el B apXUB OpraHu3aluu;

- IpUMEHSET UH(pOpPMAaLMOHHO-
KOMMYHHKAIITMOHHBIC TCXHOJIOIUHU npu
paloTe ¢ TOKYMEHTaMHU.

VII102.01

IIK 2.1

- pabotaet c
M0JIpa3/IeIeHUIMHU/OpPTaHU3AIHSIMU
UCTOYHHUKAMHU KOMITJIEKTOBAHHS apXUBa,;

- IPUHUMAET apXHUBHbBIE JieNa (JOKYMEHTHI)
Ha IIOCTOSIHHOE WM  JIOJIFOBPEMEHHOE
XpaHEHHUE;

- y4acTByeT B IIPOBEJIEHUM HKCHEPTHU3bI
LIEHHOCTH pa3JIUYHbIX THUIIOB U BHUJOB
JIOKYMEHTOB B COOTBETCTBHUHU c
BHYTPEHHUMHU periiaMeHTaMH OpraHu3aluu;
- IpUMEHAEeT B paboTe pEeKOMEHJaluu
9KCHEPTHO-IIPOBEPOYHOM  KOMHUCCHU  MJIH
9KCIIEPTHON KOMHUCCHM OpraHU3aluy;

- IPUMEHSIET TePeUHU C yYKa3aHUEM CPOKOB
XpaHeHus Ael (JIOKYMEHTOB);

- cO0JII0JJaeT HOPMATHUBHBIE CPOKU XPAaHEHUS
nen (TOKyMEHTOB);

- BeleT y4€T UCTOYHMKOB KOMIUIEKTOBaHMS
apxuBa;

- ACHOJIb3YET IEPEIOBOM OTEUYECTBEHHBIN U
3apyOeXHBIH OMNBIT MO KOMIUIEKTOBAHUIO
apxuBa JienamMu (tokyMeHTaMn)
IIOCTOSIHHOTO U JIOJITOBPEMEHHOTO
XpaHEeHHUs;

- UCIIOJIb3YET COBpEMEHHBIE
aBTOMaTH3UPOBaHHbIE, MH()OPMAIIMOHHBIE U
TEJIEKOMMYHHUKAIIHOHHbIE TE€XHOJIOTUU
JOKYMEHTUPOBAaHHBIX chep JesTeTbHOCTH
OpraHM3aIHH.

IIK 2.2

- IIOJIB3YCTCA y‘léTHBIMH JOKYMCHTaAMH B
paMKax OJCKTPOHHBIX I/IH(l)OpMaIII/IOHHI)IX

CUCTEM JIOKYMEHTHUPOBaHHBIX chep
NEeSATeTLHOCTH OpraHU3allnu;
- TIOJB3YyeTCH cepTuUIMPOBaHHBIMU

aBTOMATU3HPOBAHHBIMU CHUCTEMaMHU
JOKYMEHTHUPOBAHHBIX cdep IesATeTbHOCTH
OpraHu3anuu 1Mo y4€Ty, pEeTruCTpaluu,
KOHTPOJIIO J1eT (IOKYMEHTOB);

- TOJIB3YETCs MH(OpPMaLMOHHO-
CIIPaBOYHBIMU CUCTEMAaMHU
JIOKYMEHTUPOBAHHBIX c]ep NeATeIbHOCTH
OpraHM3aluy;

- BEIET CIPAaBOYHO-TIOMCKOBBIE CPEACTBA K
apXHUBHBIM JIeaM (JIOKYMEHTaM);
- BENET Y4ET CTPaxOoBOTO (POH/Ia apXWUBHBIX

- HaOJIFOZeHNE  3a
JESITeTbHOCTHIO
oOy4Jaronmxcs Ha
yueOHOI1 paKTHKe;

- OIICHKa
BBITIOJTHEHHBIX ~ y4eOHO-
MIPOU3BOJICTBEHHBIX
pabor;

- nuddepeHTupOBaHHbIH
3ayer.
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nen (TOKyMEHTOB);

- IIPUMCHIACT HOPMATHUBHBLIC IIpaBOBELIC
aKThl, JIOKaJbHBIE HOPMATHUBHBIC AaKThHI
opranu3anuu U MCETOAUYCCKUC JOKYMCHTBI
B oOmactm  yuyéra  apxXuBHBIX  Jel
(1OKYMEHTOB);

- BHOCHT NIPEUIOKEHUS o
COBEPIICHCTBOBAHHIO METOIUIECKOTO
obOecrieyeHuss  yuéra  pasHbIX  BHUJIOB
JOKYMCHTOB B JOKYMCHTHPOBAHHBIX cq)epax
JeSITeIbHOCTH OPTaHU3aIUH.

IIK 2.3

- CHCTEMaTHU3HUpYeT jaela (JOKyMEHTHI);

- pa3MelaeT apXuBHbIC JeNia (JIOKYMEHTHI)
Ha MecTaX XpaHEHUS B COOTBETCTBUH C
HOPMATUBHBEIMH TpeOOBaHUSMU B 001acTH
ApPXUBHOTO nena " yIIpaBICHUS
JOKYMECHTaMH,

- cobmonaer HOPMAaTUBHBIE  PEKUMBI
XpaHCHUs apXUBHBIX Jied (JOKYMEHTOB) Ha
JIFOOBIX HOCUTEIIAX;

- MPOBOJMT TIPOBEPKY TIOJHOTHI COCTaBa
ApPXUBHBIX  JIOKYMEHTOB B  CIHHHIIAX
XPaHCHUS;

- IPOBOJUT  ONMHCAHHWE APXHBHBIX  JICT
(IOKyMEHTOB);

- COCTaBIISIET CIIPaBOYHO-TIOMCKOBBIE
CpEICTBa K apXUBHBIM JIelaM (IOKyMEHTaMm);
- BeIeT YUYET M KOHTPOJIb BBIJAYH apXUBHBIX
nen (DIOKYMEHTOB) W3 apXHBOXPAHUIHUINA U
WX BO3BpATA;

- BeAeT y4€T U KOHTPOJIb Tepenadd Jaem
(1OKyMEHTOB) B
rOCy/IapCTBEHHBIA/MYHUIIUTATBHBI ~ apXUB
WM Ha WHOE BHEIIHEE XPaHCHWE W MpuémMa
JIeJT C BHEIIHETO XPAHEHUS;

- TIPOBOJIHUT MTOJINCTHYIO MIPOBEPKY
(U3MYECKOTO COCTOSIHUS JIeN (JOKYMEHTOB);
- pa3BICKMBAcT  HEOOHApPY)KEHHBIC  Jiela
(IOKyMEHTHI);

- 3amyInaeT HWHQOPMAIMOHHBIE PECYpPChI
apxuBa oT HECAHKIMOHUPOBAHHOTO
JOCTyTA.

IIK 2.4

- OpraHU30BBIBACT u obecrieunBaeT
XpaHeHue J1en (AOKYMEHTOB) BPEMEHHOIO
XpaHEHUsl OpPraHu3allid B TPAJULMOHHOM U
B JIEKTPOHHOM BU/IE;

- KOHTPOJHUPYET pa3paboTKy
CTPYKTYpPHBIMU TIOJpa3ACICHUSIMU ONUCEH U
aKTOB O BBIJCJIICHUM Ha YHMUYTOKEHHUE JIEN
(IOKyMEHTOB) BpPEMEHHOI'O0 XpaHEHUsS B
TPAJIULUOHHOM H B 2JIEKTPOHHOM BHJIE;

- (opmupyer €IMHUIIBI XpaHeHUs
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JOKYMEHTOB  JJII  MX  IOCIEAYIOLIEro
pa3MelICHHs B ApXUBE OPraHU3aIINY;

- COCTaBIIsieT CIPaBOYHO-TIOMCKOBBIE
CpelICTBa K apXUBHBIM JIe]aM (JIOKYMEHTaM);
- OCYIIECTBIIET IOUCK Jel (JOKYMEHTOB)
BPEMEHHOIO0 XpaHEHUss B IMpolecce WX
XpaHEHUs B CTPYKTYPHBIX IMOAPA3/ICICHUSIIX
Y apXUBE OpPraHU3AIINH;

- OCYIIECTBIISICT METOIUYECKOe
PYKOBOJICTBO OpTraHHM3aIlueil XpaHCHUS el
(TOKyMEHTOB) B CTPYKTYPHBIX
MO/IPA3ICIICHUSX OPTaHU3AIINN;

- OKa3bIBaeT CTPYKTYpPHBIM
MOJIPA3ICIICHUSM TPAKTHYECKYIO ITOMOIIb B
OpraHM3alK XpaHEeHUs Jell (IOKYMEHTOB);

- pazpabaTbIBaeT CITPaBOYHO-
HH(OPMAIIMOHHBIC JIOKYMEHTBI 1o
OpraHu3aIu UCTIOJTb30BaHUS Jel

(IOKyMEHTOB) BpPEMEHHOI'O XpaHEHUS B
CTPYKTYPHBIX TIOJPA3ACICHUSIX W apXUBE
OpraHH3aIi;

- TIPOBOJUT OKCHEPTH3y ILIEHHOCTH Jell
(IOKyMEHTOB)  BPEMEHHOTO  XpaHEHWUs,
MepeIaHHbIX B apXUB;

- ompenenseT  CPOKM  XpaHEHHs el
(TOKyMEHTOB) BPEMEHHOTO XpaHCHWS;

- obecrieynBaeT 3amuTy Jed (JOKYMEHTOB)
BPEMEHHOT'O XpaHEHUS B OpraHU3aldd OT
HECaHKIMOHUPOBAHHOTO  JOCTyHa WU
YVHUYTOXKCHHS,

- IPOBOJIUT (PU3NYECKOE YHUUTOXKEHUE el
(IOKYMEHTOB) BPEMEHHOTO XpaHEHHUS C
HCTEKIIUMH CpPOKaMH XpaHEHHUsS IOcIe
COTJIACOBaHUS co CTPYKTYPHBIMH
MO/Ipa3IeICHUSIMU OpTaHU3aIUH;

- opopmisieT yuy€THBIE JOKYMEHTBHl 00
YHUUTOXEHUHU Jen (1OKyMEHTOB)
BPEMEHHOTO  XpaHEHUS ¢  HMCTEKIIUMU
CpOKaMHM  XpaHEHUs  COBMECTHO  CO
CTPYKTYPHBIMH IOJIpa3 IeIICHUSIMHU
OpraHu3aIu

[IK 2.5

- CHCTEMaTHU3upyeT U 0000IIaeT CBEACHUS O
COCTaBe U COJACPKAHMHM AaApXHUBHBIX Jel
(1OKyMEHTOB);

- UCTIONB3YET uH(pOpPMaIMOHHBIE
TEXHOJIOTHH B o0acTu CO3IaHUs
CIIPAaBOYHO-TIOUCKOBBIX CPEICTB apXuBa U
JOKYMEHTHPOBAHHBIX chep AeITeTbHOCTH
OpTraHH3aIi;

- hopmupyer OCHOBHBIE "
BCIIOMOTaTeNbHbIE BU/IBI apXHUBHBIX
CIIPaBOYHHMKOB B JICKTPOHHOU hopme;
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- IOJITOTaBJINBACT nH(pOpMalOHHbIE
JOKYMEHTBI 0 3ampocaM IMOoJIb30BaTeei
Pa3IMYHbIX KaTErOpHil.

VII103.01 IIK 3.1 - yrouHser u ¢dopMalIu3yer MnpodieMy | - HaOMoZIcHUE 32
rpaX<JIaHWHA B XOJI¢ TNAJIOTa; JIESITEIIBHOCTBIO
- oopmiisieT 3a8BKM Ha KOHCYJIbTALIMOHHBIE | 00Y4AIOIIUXCS Ha
yCIIyTH; yueOHOI1 paKTHKe;
- o0OpalaThIBaeT NEPCOHAIBHBIC IaHHBIE; - OIICHKA
- cobupaer, aHaNU3UPyeT U  00O0OIIAET | BHIMOJHEHHBIX  y4eOHO-
nH(pOpPMALIMIO 10 BOMPOCaM MPUMEHEHHUS | MPOU3BOACTBEHHBIX
UKT; pabor;
- UCMOJb3YeT cpencTBa CeTeBbIX | - nudPepeHupOBaHHBIH
KOMMYHHKAITUHI ¥ COITMAIbHBIX CEPBHCOB. 3ayer.

11K 3.2 - MOJrOTaBJIMBACT MPE3CHTAIUY;
- opopmiisier JUCTOBKHM W OYKJIETHI TIO
TUTIOBBIM I1a0JIOHAM;
- o0ecrieunBaeT MpOJBMKEHUE MH(OpMAIHH
0 MEPOIPUATHH;
- perucTpupyeT yYaCTHHKOB,
- KOHTPOJIUPYET TOTOBHOCTh TEXHHYECKOIO
o0ecIIeUeHNUS;
- OIpallUBaeT yYaCTHUKOB;
- COCTaBJISIET M 00pabaTHIBAET AHKETHI.
IIK 3.3 - MPOBOJUT o0BsiIcCHEHHE C IOKa30M

nevictuii (IIK, mHTEpHET, OHIANH-CEPBUCHI,
MOOUITEHBIE YCTPOWCTBRA);
- KOHCYJIBTHPYET rpaxIaH o1
PYKOBOJICTBOM CIEIIUAIIHCTA;
- BEACT JHAJOT C YYeTOM  BO3pacra
coOeCeHUKA;
- OIICHUBAaET Pe3yJIbTaATUBHOCTH
KOHCYJBTAIUH;
- UCTIOJB3YeT CpeicTBa HWH()OPMAIMOHHON
0€30MacHOCTH.

VII 04.01 IIK 4.1 - TMOJB3YyeTCs aBTOMAaTU3UPOBAHHBIMH | - HaOJIIOZeHNE  3a

CHUCTEMAaMH y4ye€Ta, PETUCTPALMK, KOHTPOJI U
MH(OPMALIMOHHO-CIIPABOYHBIMU ~ CHCTEMaMU
pu paboTe ¢ JOKYMEHTaMHU OpraHu3aluu;

- IpUMEHSET COBpPEMEHHbIE
MH(POPMAIIMOHHO-KOMMYHUKAIMOHHBIE
TE€XHOJOTHH N7l paboThl C IOKYMEHTaMHU, B
TOM 4HCIE€ M €€ ONTUMHU3aluu U
MOBBIIEHUS 3PPEKTUBHOCTH.

JeSITEIIEHOCTHIO
00yJaronmxcst Ha
yueOHOI1 paKkTHKe;

- OIICHKa
BBITIOJTHEHHBIX ~ y4eOHO-
MPOM3BOICTBECHHBIX
pabor;

- nuddepeHupOBaHHBIH
3ayer.
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MNPUJIO)KEHHUE 1.1.1.2
K OOOII-II no cnenuaJbHOCTH
46.02.01 JoxymeHTAUMOHHOE 00eclieYeHre YIIPaBJeHUs U ApXUBOBeleHHe

PABOYAS ITIPOT'PAMMA ITPOU3BOJCTBEHHOM NPAKTUKH

[II1.01 TIIM.01 OcymecTBieHHE OpPraHU3alMOHHOIO M JOKYMEHTAlMOHHOTO
oOecrieyeHus AesITENbHOCTH OpTraHU3alNH

[II1.02 TIM.02 Opranuzanusi apXMBHOM paOOThl MO JOKYMEHTaM OpraHu3alui
pa3uuHbIX (OpM COOCTBEHHOCTH

[1I1.03 TIM.03 OcBoenue BumoB padoT mo mpodeccun KoHcynbrant B o06sactu
pa3BuTus U poBoit rpamoTHOcTH Hacenenus (Lludposoit kypatop)

[1I1.04 [TM.04 OcBoenue npodeccuu Jlenonpou3BoauTeNb
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1. OBLIASA XAPAKTEPUCTHUKA PABOYEN IMPOI'PAMMBI
MPOU3BOJACTBEHHOU NPAKTUKH
1.1. Ileaxp ®W MecTO NPOU3BOACTBEHHOM MNPAKTHKH B  CTPYKType

o0pa3oBaTeJIbHOM MPOrPaMMBbI:

Pabouass mnporpaMma NpPOM3BOJCTBEHHOW MPAKTHKU SBJIAETCS  YaCThIO
pOrpamMMbl MOATOTOBKH CIIELIMAIIMCTOB CPeIHEro 3BeHa B cooTBercTBUH ¢ DPI'OC
CIIO ytBepx)eHHbIM NpuKazoM MuHuctepcTBa npocsemeHus PO ot 26.08.2022 Ne
778 «O06 yTBepkaeHUH (eaepaTbHOTO TOCYJapPCTBEHHOTO 00pa30BaTEIbLHOTO
CTaHJapTa CpeHero nMpodeccCuoHaIbHOTO 00pa3oBaHus 1o crenuaibHocTH 46.02.01
JlokyMeHTaIlMOHHOE O00eCIieYeHUE YIIPABICHUS U apXUBOBEJCHUE» U PEaU3yeTcs B
npo(ecCHOHANBHOM 1HUKJIE TOCHe MPOXOXKACHHUS MEXIUCIUIUIMHAPHBIX KYpCOB
(MJK) B pamkax mpodeccCHOHaNbHBIX MOJIYJIEH B COOTBETCTBUH C YYCOHBIM TUIAHOM

(1. 5.1. OOOTI-TI):

[1I1.01 OcymectBienue
OPraHU3alMOHHOTO U
JIOKYMEHTALlUOHHOI'O
o0ecrieueHHs AeATEITLHOCTU
OpraHu3aIH

IIM.01 OcymectBnenue
OPraHU3alMOHHOTO U
JOKYMEHTALlMOHHOTO
o0ecrieueHus ACATEILHOCTU
OpraHu3aIH

M/IK.01.01
JIOKyMEeHTaIlHOHHOE
obecriedeHre yrpaBIeHHs
MJIK.01.02 Opranuzamus
paboThI € AIIEKTPOHHBIMH
JTOKyMEHTaMH
MJIK.01.03 Opranu3zamus
CEKpPETapCcKOro 00CITyKUBaHUS
M/IK.01.04
JIOKyMEeHTaIlHOHHOE
o0ecrnieueHre KaapoBoil
CITY>KObI

[1I1.02 Opranmu3anus
apXUBHOM paboTHI MO
JIOKYMEHTaM OpraHu3aIui
pa3nn4HbIX (HopM
COOCTBEHHOCTH

[1M.02 Opranuzanus
apXUBHOI paboTHI 1O
JIOKYMEHTaM OpraHU3aIuil
pa3nuuHbIX HopMm
COOCTBEHHOCTH

MJIK.02.01 Opranu3anmus u
HOPMaTHUBHO-TIPABOBbIE
OCHOBBI apXHUBHOTO JIeJia
MJIK.02.02
I'ocynapcrBennsie,
MYHHIIUIIATbHBIE APXUBHI U
apXWBbI OpraHU3alMil
MJIK.02.03 MeToauka u
MpaKTUKa apXHUBOBEICHUS
MJIK.02.04 O6ecnieueHue
COXPaHHOCTH JIOKYMEHTOB

[1I1.03 OcBoenue BUIOB padboT
o npodeccun KoHCynpTaHT B
o0acT pa3BUTHS HUGPOBOI
TPaMOTHOCTH HACEICHUS

IIM.03 OcBoenue BUI0B
pabort o mpodeccun
KoncynbsTanT B 00sactu
pa3Butus uudpoBoi

M/IK.03.01 BeimmonHnenue
pabort o npodeccun
KoncynpTanT B 065actu
pa3Butus nuppoBoi

(Iudposoii kyparop) IPaMOTHOCTH HaCeJIECHUS IPaMOTHOCTH HaCeJICHUS
(Lludposoii kypaTop) (undpoBoii Kyparop)

I1I1.04 OcBoenue npodeccun | [IM.04 Ocoenue npodeccun | MJIK.04.01

Jlenonpon3BoiuTEINb Jlenonpon3BOIUTEIb JlokyMeHTalmoHHOe

oOecrieueHue IeITeIbHOCTH
OpraHu3aIiH
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[Ipou3BoacTBEHHAs TpakTHKa HampaBieHa Ha pa3sutue obmmx (OK) u
npodeccruoHanbHbIx KommneTeHun (I11K):

Kox OK / IIK Hanmenosanue OK / IIK

OK.01 PacniosnaBath 3amady wu/wim  npobiemMy B IpodECCHOHAIBHOM — W/Win
COIIMAJIbHOM KOHTEKCTE aHAJIM3UPOBATh 3a7a4y u/Uiu npo0ieMy U BBIICIATh e
COCTaBHbIC YaCTH OMPEEIATh 3TAllbl PEIICHUS 33a/Ia4H BBISBIATH U 3P PEKTUBHO
UCKaTh MH(GOPMAIIMIO, HEOOXOIUMYIO JIJIsl PEIICHUS 3a1a4yd U/HId MPOOJIEeMbI
COCTaBJATh IUIAH JIEUCTBUSA OMpPENesITh HEOOXOIUMbIE PECypChl BIAICTh
aKTyaJIbHBIMH METOJAaMHU Pa0bOThI B MPO(ECCHOHATBLHON M CMEXHBIX chepax
pea30BbIBaTh COCTABJICHHBIA IUIAH OLIGHWBATH PE3yJAbTaT M IOCIEICTBHUS
CBOMX JICUCTBUH (CAMOCTOSITEIILHO WJIU C TIOMOIIIBIO HACTABHUKA)

OK.02 Onpenenarp 3amadd Jisd TOWCKAa HHGOPMAIMKM ONPEAesaTh HE0OXOJIUMbIC
WMCTOYHUKHA WHGPOPMAIMU IUIAHUPOBATH TMPOIECC TOWCKA CTPYKTYPHPOBATH
nojiyuaeMyro MH(OpMalMIO BBLIETATh HaumOojee 3HAYMMOE B IIEpeyHe
nH(OpPMALIMY OIICHWBATh MPAKTHYECKYI0 3HAYMMOCTh PE3YyJIbTaTOB TIOHMCKA
oQOopMIIATH pe3yibTaThl MMOMCKA, MPUMEHATH CpeAcTBa HHGOPMAIMOHHBIX
TEXHOJIOTMM Uil  pemieHus npodecCHOHANBHBIX  3a]ad  HCIOIb30BaTh
COBPEMEHHOE  IpOTrpaMMHOE  oOeclieueHHe  HMCIIOJIb30BaTh  Pa3IUvHbIC
1 pOBBIEC CPEACTBA /IS pelIeHus Mpo(eCcCHOHANBHBIX 3a7a4

OK.04 OpranuzoBbiBaTh pabOTy KOJJIEKTHBA M KOMaHJIbl B3aWMOJEWCTBOBATH C
KOJUIETaMH, PYKOBOJCTBOM, KIHMEHTAMH B XoAe¢ MNpodeccHoHATbHON
IEeSITEIbHOCTH

OK.05 I'pamoTHO  wm3narath CcBOM MbICAM U OQOPMIISATH  JOKYMEHTBHI IO

npoeCCHOHAILHON ~TEMaTUKE Ha TOCYJapCTBEHHOM SI3bIKE, IPOSBISTH
TOJICPAHTHOCTH B pab04YeM KOJUICKTUBE

OK.09 IToHnMaTh OOIIMI CMBICH YETKO IMPOM3HECEHHBIX BbICKa3bIBAHUI Ha U3BECTHBIC
TeMbl (mpodecCHOHaIbHbIE M OBITOBBIC), MMOHUMATh TEKCThI Ha 0a30BbIC
npodeccuoHalbHble TEMbl y4acTBOBaTh B JMAlOrax Ha 3HaKOMble oOIIue U
npodeccuoHalbHbIE TEMBI CTPOUTH MPOCTHIE BbICKA3bIBaHUS O cebe U O cBOEH
poeCCUOHATIbHON JeSITEIbHOCTH KPAaTKO OOOCHOBBIBaTh M OOBACHATH CBOU
nercTBus (TEKyIUe W IJIAHUPYEMbIe) MHCATh MPOCThIC CBA3HBIC COOOIICHHS Ha
3HAKOMbIE MJIM MHTEPECYIONIUe NPo(hecCHOHAIbHBIE TEMbI

K 1.1 HCIIOJIb30BAaTh  CpeAcTBa  HMH(OPMALIMOHHBIX M KOMMYHHUKAIIMOHHBIX
TEXHOJIOTUH [l NOJy4YeHHUs U 1epeiaud HHPOpMaluy,

BECTH U HCIOJIb30BaTh B paboTe 0a3y KOHTAKTOB OPTaHU3allNH;

BECTH Yy4YETHbIE pEruCTpallMOHHbIE (OPMBI, HCIOAB30BaThb WX  JJIS
nH(}OpMaLMOHHON PabOTHI M paObOTHI 110 KOHTPOJIIO NCIIOJHEHUS TIOPYUEHUH;
yCTaHaBIMBaTh M TOJJEPKUBaTh KOMMYHHKAIlMM B IIpOLIECCE JEIOBOTO
OOIIeHHs] C TMOMOUIbIO CPEICTB HMH(DPOPMALMOHHBIX W KOMMYHHKAIIMOHHBIX

TEXHOJIOTUH,
CrJIAXWBAaTh KOH(IMKTHBIE W CIOXKHBIE CHUTYyalldd  MEXKJIMYHOCTHOTO
B3aNMOJICUCTBUS,

coOro1aTh CITy>KeOHBIN YTHKET;
obecrnieunBaTh MH(HOPMAIMOHHYIO 0€30MaCHOCTh ACSITEIFHOCTH OpTaHU3aIIH.

MK 1.2 BCTpeUaTh MMOCETHTENEH, MMOy4aTh NEPBUYHYI0 WHPOPMAIMIO O MOCETUTENX,
YCTaHABJIMBATH MOPSIOK MPHEMA TS PA3IMYHBIX KATETOPHUil MOCETUTEICH;
BECTH YYETHBIC PErHCTPAllMOHHBIE (OPMBI TO TPUEMY TIOCETUTEIECH U
0 OpMIISITH MPOITYCKa,

BECTHU MPHUEM, Iepeaady 1 OTIPAaBKY JOKYMEHTOB,;

OpraHU30BBIBAaTh U OPOHUPOBATH IEPETOBOPHBIE KOMHATHI,

CepBHPOBaTh YaliHble (KOQelHbIe) CTOJBI B 0ODUCE;
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NPUMEHATh B pabore cpencTtBa MHMOPMAIMOHHBIX M KOMMYHUKAIIMOHHBIX
TEXHOJIOTHH;
MPUHUMATh MEphl MO0 COXpPAHEHHIO KOH(PUACHUIHATbHOU HMH(GOpMAaLUU B XOJe
IIpUEMA ITOCETUTEIICH.

K 1.3 BbIOMPATh (HOPMBI IUIAHUPOBAHUSA W OGOPMIIATH IUIAHHUPOBINUK (OpraHaiisep)
PYKOBOJUTENS U CEKpETaps,
yCTaHABIMBATh  LI€TH, OMNPEACNsATh MPUOPUTETHOCTH U OYEPEAHOCTH
BBITIOJIHEHUS paboT U A3PPEKTUBHO pacnpeaesaTh padouee Bpems;
COIJIACOBBIBAaTh BCTPEUM M MEPOINPHUATHS W BHOCUTh HH(pOpMaLMiO B
IUTAHUPOBIIMK (OpraHaiisep);
nH()OPMHUPOBATh PYKOBOAUTENS O MNPUOIMIKEHHUH BPEMEHM M PpEriiaMeHTe
3aIJIAaHUPOBAHHBIX BCTPEY U MEPOIIPUATHH,
BBIOMpATH ONTHUMAIbHBIE CIOCOOBI BHEIIHETO U BHYTPEHHETO HH(POPMUPOBAHUS
0 IJIAaHUPYEMBIX MEPONIPUATHUSX;
oOecrnieunBaTh HH(POPMALIMOHHYIO 0€30MACHOCTh ACSTENFHOCTH OpraHU3aIiHy;
MPUMEHATh B paboTe cpencTBa MHMOPMAIMOHHBIX M KOMMYHUKAIIMOHHBIX
TEXHOJIOTHH.

IIK 1.4 COCTaBJISITH M OPOPMIISATH JOKYMEHTBI JUIsI IETIOBBIX MOE3/I0K;
OCYILIECTBIISTh TPEBEI-TOICPKKY JEIOBBIX MOE3/I0K;
COIJIaCOBBIBaTh C IPUHHUMAKOLIEH CTOPOHOW IPOTOKOJ  IUIAHHPYEMBIX
MEPOIPUATHI U (HOPMHUPOBATH MPOTPAMMY JETOBOM MOE3/KH;
WCIOJNB30BAaTh  CpeACTBA  HMH(DOPMAIIMOHHBIX W KOMMYHHKAIIMOHHBIX
TEXHOJOTHI Al obecriedeHus] B3aMMOJCHCTBHS C PYKOBOAMUTEIEM BO BpeMs
€ro JICIIOBOM MMOC3JIKH,
0QOpMIIATH OTUETHBIE JOKYMEHTBI O JIEJIOBOM MOE3/IKE.

K 1.5 OpraHU30BBIBATH pabouee MECTO B COOTBETCTBUU
¢ TpeOOBaHUSAMU SPrOHOMUKH U KYJIbTYpBI TPY/a,
oOecnieunBarh pabouee MecTO M (YHKIMOHAIbHOE pabodyee MpPOCTPAHCTBO
HEOOXOAMMBIMU ~ CPEACTBAMH  OPraHU3alMOHHON TEXHMKH, MeOenbio H
KaHLIEJSIPCKUMU MPUHAAIIEKHOCTIMH,
N0JIIEP>)KUBATh CPEICTBA OPraHU3AIMOHHON TEXHUKH B pa00YeM COCTOSIHHH.

[K 1.6 OpraHU30BBIBATH MPOIECC TOJATOTOBKM M MpPOBEIEHHE KOH(EPEHTHOTO
MEpPONPUATHS HHAUBUIYaTbHO U B cOCTaBe paboueit rpymisl,
JIOKYMEHTUPOBATh pa3Hble ATamnbl MPOLEAYpPbl MOATOTOBKM W IPOBEICHUS
KOH(EPEHTHOTO MEPOIPUATHS,
coOJII0AATh STUKET U OCHOBBI MEXJIYHAPOIHOTO IPOTOKOJIA,;
OCYILIECTBIATH cOOp, 00pabOTKy MH(OPMAINH, CUCTEMATU3ALUIO OIYy4aeMbIX
U NIEpEeIaBaEMbIX JAHHBIX;
OCYILIECTBIIATH IPOBEPKY TOCTOBEPHOCTH, MOJTHOTHI
1 HEMPOTHUBOPEUMBOCTH JIAHHBIX, UCKIIIOYEHHE TyOIrpoBaHUs HHPOPMAIIH;
IPUMEHATh HH(OPMAIIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHH.

[IK 1.7 COCTAaBJISITh ITPOEKTHI OpraHU3alMOHHBIX, PacIopsIANTENIBHBIX "

MH(POPMAIIMOHHO-CIIPABOYHBIX JIOKYMEHTOB, B TOM YHCIIE JIOKYMEHTOB,
coJiepKalmx KOHPUACHINATbHYI0 HH(POPMAIIHIO;

oopMIISTh OpraHU3aMOHHO-PACTIOPSIUTEIBHBIC TOKYMEHTHI (OpUTHHAIBI U
KOTIHH);

CKaHMpPOBATh, KOMUPOBATb M KOHBEPTUPOBATh JOKYMEHTBHl B pPa3jIUYHbIC
(dbopmars;

OCYILIECTBIATh NPOBEPKY INPOEKTOB JOKYMEHTOB Ha COOTBETCTBUE IIpaBUIIAM
JIeJIONPOU3BO/ICTBA,;

MIPUHUMATH U TPOBOJANTH MEPBUYHYIO 00PaOOTKY BXOISIINUX TOKYMEHTOB,;
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HNPOBOJUTH MPEIBAPUTEIILHOE PACCMOTPEHUE BXOAAMIMX W BHYTPCHHUX
JOKYMEHTOB,;

PETHCTPUPOBAThH BXOSIINE, UCXOASAIINE U BHYTPEHHUE TOKYMEHTBI;
KOHTPOJIMPOBATh ~ MapUIPYTH3ALHUI0 JOKYMEHTOIIOTOKOB B  OpraHU3allld
(cornmacoBaHue, MOIIKMCAHUE, YTBEPIKICHUE, PETUCTPALMs, O3HAKOMIICHHE U
UCIIOJIHCHUE JIOKYMEHTOB);

OCYILIECTBIISATh CPOKOBBIA KOHTPOJIb UCIIOJIHEHHUS IOKYMEHTOB;

OCYULIECTBIISITH MOJITOTOBKY U OTIIPABKY UCXOISIIUX TOKYMEHTOB,;

COCTaBIISITh OTYETHI M AHATIUTHYCCKUE CIIPABKU

00 MCIIOJIHEHUH JIOKYMEHTOB,;

BECTH HH(POPMALMOHHO-CIIPABOYHYIO PabOTy

0 JIOKyMEHTaM;

OCYILECTBIISITh PadOTy C OpPraHU3alMOHHO-PACHIOPSAUTEIBHBIME JJOKYMEHTAMH
B @BTOMATH3UPOBAHHBIX CHCTEMaX.

K 1.8

obecreurnBaTh COXPAHHOCTD MEPCOHANBHBIX JaHHBIX PAOOTHUKOB,
OpraHU30BBIBATH JIOKYMEHTOOOOPOT TIO TMPEACTABJICHHUIO JOKYMEHTOB II0
[IEpCOHAILY B TOCYAapCTBEHHBIE OPTaHBI,

OpPTraHU30BBIBATH JOKYMEHTOOOOPOT 10 YUETY U IBMKCHUIO PAOOTHHUKOB;

BECTU BOMHCKUI Y4ET paOOTHHUKOB,

BeCTH YUET pabouero BpeMeHU pabOTHUKOB;

oQOpMIITh OpPraHU3alMOHHO-PACTIOPSIAUTEIbHBIE JOKYMEHTHl MO JUYHOMY
COCTaBYy;

BECTU PErMCTPALUIO, YUET, ONEPATUBHOE XPAHEHUE JOKYMEHTOB IO JINYHOMY
COCTaBYy;

BECTH  JOKYMEHTALMIO, [OATBEPKAAIOIIYO  CBEIEHHUI O  TPYIAOBOU
JESATETLHOCTH M TPYJIOBOM CTa)e pabOTHUKOB;

(hopMupoOBaTh TUYHBIE JIe7a PaOOTHUKOB,

0opOpMJIIATH JIeJ1a Mo JUYHOMY COCTaBY JIJIsl TIEpe/Iaun B apXUB OpraHU3aIlNH;
paboTaTh €O CHENHATU3UPOBAHHBIMU HH(POPMAIIMOHHBIMH CHCTEMaMu |
0a3zaMu JJAHHBIX 110 BEJICHUIO YUETA U IBIXKCHHIO PAOOTHUKOB.

IIK' 1.9

paspabaTbiBaTh HOMEHKJIATYPY €]l OpraHu3aIuH;

MIPOBEPATh MPaBUWIBHOCTh O(OPMIIEHHS JIOKYMEHTOB U OTMETKH 00 HuX
WCIIOJIHEHUU Tiepe X (JOpMUPOBAHHUEM B JENIO IS MOCIEIYIOIIET0 XpaHEHUS,
dbopmupoBath jena, KOHTPOJMPOBATh TMPABUIBHOE U  CBOEBPEMEHHOE
pacmpeiesieHue M MOJAIIMBKY JOKYMEHTOB B Jiella B COOTBETCTBHM C
HOMEHKJIaTypOH JIeIT;

MPOBEPSATh CPOKU XPAHEHUS JOKYMEHTOB, COCTaBJISATH MPOTOKON PabOTHI
3KCHepTHOI\/JI KOMHCCHUU 110 IMOATOTOBKEC TOKYMCHTOB K IICPCaAav€C B apXI/IB;
COCTaBJISITh AKT O BBIIECJIEHUU K YHUUTOXKEHUIO JOKYMEHTOB, HE MOJJIEKAIINX
XpaHEHUIO;

COCTaBIISITh KT 00 YHUYTOKEHUH IOKYMEHTOB,;

OCYIIECTBIISITh IMOJIHOE WJIM YacTHYHOE OQOpPMIIEHHE [el1 BpPEMEHHOTO,
MIOCTOSIHHOTO, IOJITOBPEMEHHOTO CPOKOB XPAHEHUS;

COCTaBJIATH OIMnucu pI(SA | CTPYKTYPHBIX noglpa3)1eneHI/n71 IIOCTOSTHHOT' O,
JIOJICOBPEMEHHOTO CPOKOB XpaHEHUs ISl epeauu JIeJ B apXUB OpraHU3allnu;
MPUMEHTh WH()OPMAIIMOHHO-KOMMYHHMKAIIMOHHbIE TEXHOJOTUU TpU paboTe ¢
JIOKYMEHTaMHU.

K 2.1

Hasrixn:

y4acTusi B KOMIUIEKTOBAHUM apPXUBHBIMHM JieJaMH (JOKYMEHTaMH) apXuBa
OpraHu3aIu

YMeHus:
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paboTath ¢ noapasaeaeHUIMN/OPraHn3alUsIMH UCTOUHUKAMU KOMIUIEKTOBAHUS
apXuBa;
IIPUHUMATh apXUBHBIE JIe1a (JOKYMEHThI) Ha TOCTOSIHHOE UJIM JJOJITOBPEMEHHOE
XpaHEHHUE;
y4acTBOBaTh B IIPOBEAECHUU SKCIIEPTU3bI LIEHHOCTH PA3JIMYHBIX TUIIOB U BUJIOB
JIOKYMEHTOB B COOTBETCTBMM C BHYTPEHHUMU pErilaMEHTaMHi OpraHu3alllu;
IIPUMEHATh B paboTe pPeKOMEHJALMU KCIIEPTHO-IIPOBEPOYHON KOMMCCUU WU
9KCIIEPTHON KOMUCCUM OpraHU3aluy;
IIPUMEHSATH IEPEYHH C YKa3aHUEM CPOKOB XpaHEHUs el (JOKYMEHTOB);
co0JII0IaTh HOPMATHBHBIE CPOKU XPAHEHUs /1 (JOKYMEHTOB);
BECTH Y4€T UCTOUYHMKOB KOMIUIEKTOBAHUS apXHBa;
HCIIOJIb30BaTh IMEPEAOBOM  OTEUECTBEHHBIM U 3apyOeXHBIH ONBIT IO
KOMIUIEKTOBAHUIO ~ apxuBa  JeJaMu  (DIOKyMEHTaMH) IIOCTOSHHOIO U
JIOJITOBPEMEHHOI'O XPaHEHUS;
WCIIOJB30BAaTh COBPEMEHHBIE aBTOMATH3UPOBAHHbBIC, WH(POPMALMOHHBIE U
TEJIEKOMMYHHUKAI[IOHHbIE TEXHOJIOTHH JOKYMEHTHUPOBAaHHBIX chep
JIESITEJIbHOCTH OpraHu3aluy.

K 2.2 HaBbiku:
BEJICHUs y4€Ta apXMBHBIX €] (JOKYMEHTOB), B TOM YHUCIIE C UCIOJIb30BAHUEM
aBTOMATHU3UPOBAHHBIX CUCTEM
YMeHnus:
[I0JIb30BATbCA ~ YYETHBIMM  JIOKYMEHTaMH B paMKax  3JIEKTPOHHBIX
UHPOPMALIMOHHBIX ~ CHUCTEM  JIOKYMEHTUPOBaHHBIX cep  JeATeIbHOCTH
OpraHu3aluy;
[I0JIb30BaThCs  CEPTU(PHUUMPOBAHHBIMU ~ ABTOMATU3UPOBAHHBIMU CHUCTEMaMHU
JOKYMEHTUPOBAHHBIX  cep  JeATEJbHOCTH  OpraHu3alud 1o  y4éry,
perucTpanyu, KOHTPOJIO Jel (JIOKyMEHTOB);
10JIb30BaThCs MH(}OPMaLIMOHHO-CIIPABOYHBIMU CUCTEMaMHU
JOKYMEHTHUPOBAHHBIX c(ep AeITeTbHOCTH OpraHnu3alui;
BECTH CIPABOYHO-TIOUCKOBBIE CPEACTBA K APXUBHBIM Je€JIaM (JIOKYMEHTaM);
BECTH YUET CTPAXOBOT0 (POHAA apXUBHBIX €] (JOKYMEHTOB);
IIPUMEHITh HOPMAaTHBHBIE IIPABOBBIE AKTHI, JIOKAJIbHbIE HOPMATHUBHBIE AKTHI
OpraHM3ali U METOJNYECKHE JOKYMEHThl B 00JIacTH yuéTa apXMBHBIX el
(1OKyMEHTOB);
BHOCHUTb MPEAJIOKEHUS [0 COBEPILIEHCTBOBAHUIO METOAMYECKOI0 00ecreueHUs
yuéTa pa3HbIX BHJIOB JIOKYMEHTOB B JOKYMEHTHUPOBaHHBIX c(epax
JIeSITEJIbHOCTH OpraHu3aluy.

K 2.3 HaBbiku:

OCYILLIECTBIICHHUS] XPAaHEHHsS AapXUBHBIX M€l (JOKYMEHTOB) C IOCTOSHHBIM
CPOKOM XpaHEHHS U IO JIMYHOMY COCTaBYy B apXHBE OpraHU3aluu

YMeHnus:

CUCTEMAaTHU3HPOBATh Jieja (JOKYMEHTHI);

pa3MmenaTh apXUBHbIE JIea (JOKYMEHThI) HA MECTax XpaHEHUsI B COOTBETCTBUU
C HOPMATHUBHBIMHU TPEOOBaHUSMU B OOJACTH apXMBHOIO Jiela M YIPaBJICHUS
JOKYMEHTaMU;

co0II0AaTh HOPMATUBHBIE PEKUMBI XpPaHEHUS! ApXUBHBIX €T (JIOKYMEHTOB) Ha
JTOOBIX HOCUTENSX;

MPOBOANUTH MPOBEPKY IMOJTHOTHI COCTaBa apXMBHBIX JIOKYMEHTOB B €IMHHULIAX
XpaHEeHus;

MIPOBOJIUTH OMMCAHUE APXUBHBIX JIeN (JIOKyMEHTOB);

COCTaBJSITh ~ CHPABOYHO-TIOMCKOBBIE  CPEJACTBA K  apXMBHBIM  JeJlaM
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(moKyMeHTaMm);
BECTH Y4€T M KOHTPOJIb BBIJAYM AapXUBHBIX [l (JIOKYMEHTOB) U3
apXMBOXpaHWINIIA U UX BO3BPATa;
BECTU YUET U KOHTPOJIb Mepeauu Jies (JIOKYMEHTOB)
B FOCYAapCTBEHHBI/MYHUIIMTIAIIBHBIN apXUB WM Ha UHOE BHEIIHEE XpaHEHUE
1 npuéma el ¢ BHEIIHETO XPaHEHUs;
MIPOBOUTD MOJIUCTHYIO MPOBEPKY (PHU3HUECKOT0 COCTOSIHUS /1€ (IOKYMEHTOB);
Pa3bICKUBATh HEOOHAPY)KEHHBIE JieTa (JOKYMEHTHI);
3amuniaTh UHQOpPMALMOHHBIE PEeCcypchbl apXuBa OT HECAHKLUHOHHUPOBAHHOTO
JIOCTyTA.

[IK 2.4 HaBbiku:
oOecrieyeHrsT XpaHEHHWs, KOMIUIEKTOBaHMSA, Yy4€Ta M HCIOJIb30BAHUS JIEN
(IOKYyMEHTOB) BPEMEHHOI'O XpaHEHUS
YMenus:
OpPraHM30BBIBATH M OOECIEUMBATH XpaHEHHE el (JOKYMEHTOB) BPEMEHHOIO
XpaHEHUsl OpraHu3aliy B TPAJIULUOHHOM U B 3JIEKTPOHHOM BH/IE;
KOHTPOJIMPOBATh Pa3pabOTKy CTPYKTYPHBIMU TOJpa3ACICHUSIMU OIUCEH H
AaKTOB O BBIJCJIICHUM Ha YHUYTOXKEHHE Jell (JOKYMEHTOB) BPEMEHHOIO
XpaHEHUs B TPATUIIMOHHOM U B JIEKTPOHHOM BHUJIE;
(dbopMHpOBATh EOUHMIBI XPAHEHUS JOKYMEHTOB JUIsI HMX MOCIEIYIOIIETro
pa3MelIeHus B apXUBE OPraHu3allnu;
COCTaBJIATh  CIPABOYHO-TIOMCKOBBIE  CPEACTBA K  apXMBHBIM  JeJIaM
(moxymeHTam);
OCYILIECTBIIATH IMOUCK JIeN (JIOKYMEHTOB) BPEMEHHOI'O XpaHEHHs B MPOIECCE UX
XpaHEHUs B CTPYKTYPHBIX MOPA3ACNEHUSIX U apXUBE OPraHU3allHH;
OCYILIECTBIISITh METOAMYECKOE PYKOBOJCTBO OpraHU3aluell XpaHEeHUs el
(moxymMeHTOB)
B CTPYKTYPHBIX [TO/IpA3/ICIIEHUSAX OPTaHU3alluN;
OKa3bIBaTh CTPYKTYPHBIM TMOJAPA3JCICHUSAM TMPAKTUYECKYI0 TIOMOIIb B
OpraHM3alK XpaHEeHUs Jell (JOKyMEHTOB);
pa3pabarbhiBaTh CHpPaBOYHO-UH(POPMAIIMOHHBIE JAOKYMEHTBHI IO OpraHU3aIuu
WCIIONIb30BaHUs JIeN (ITOKYMEHTOB) BPEMEHHOTO XPAaHEHHUS B CTPYKTYPHBIX
MO/Ipa3JIeNIEHUsX U apXUBE OpraHu3aluy;
IIPOBOAUTH 3KCIEPTU3Y LEHHOCTU JEN (JOKYMEHTOB) BPEMEHHOIO XpaHEHMS,
NepeaHHbIX B aPXUB,;
OTIpeJIeNIATh CPOKHU XPaHEHHs JIelT (IOKYMEHTOB) BPEMEHHOT'O XpaHEHMS;
o0ecrieunBaTh 3alUTy JAel  (JOKYMEHTOB) BpPEMEHHOTO XpaHEHUS B
OpraHu3aly OT HECAHKIIMOHMPOBAHHOIO JOCTYIA UM YHUUYTOKEHHUS;
MPOBOAUTh  (U3MYECKOE YHHYTOXKEHUE Jie71 (JOKYMEHTOB) BPEMEHHOTO
XpaHEHUs] C MCTEKIIMMU CpPOKAMHM XPAaHEHMsI IIOCJIE€ COTrJacoBaHUSl CO
CTPYKTYPHBIMHU MO/Ipa3JICICHUSIMU OpraHU3aIuy;
oQopMIIATh YYETHBIE JOKYMEHTHI 00 VYHHUYTOXKEHUU Jell (JOKYMEHTOB)
BPEMEHHOI'O0 XpaHEHHUsS C MCTEKIIMMU CPOKAMH XpaHEHHs] COBMECTHO CO
CTPYKTYPHBIMH MOIPA3ICICHUSIMHA OpTaHU3aIUH.

K 2.5 Hagbiku:

OCYIIIECTBIICHUS UCIOJB30BAaHUS aPXUBHBIX JIe] (JOKYMEHTORB), B TOM YHCIIE C
WCIOJIb30BaHUEM aBTOMATU3HPOBAHHBIX CHCTEM

Ymenus:

CHUCTEMAaTH3MPOBATh U 0000IIATH CBEJICHHS O COCTABE U COJICPIKAHUN apXUBHBIX
nen (TOKyMEHTOB);

WCII0JIb30BaTh NH()OPMAIIMOHHBIC TEXHOJIOTHH B 00JIACTH CO3IaHHSI CIIPABOYHO-
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IIOMCKOBBIX CpEJACTB apxuBa M JIOKYMEHTHPOBAaHHBIX c(ep AeATeIbHOCTU
OpraHu3aluy;

(opMHpPOBaTh OCHOBHBIE U BCIIOMOTaTeNIbHbIE BUbI aPXUBHBIX CIIPABOYHUKOB
B AJICKTPOHHOU (hopMme;

[IOJIrOTaBJIMBaTh MH(OPMALIMOHHBIE JTOKYMEHTHI 110 3alpocaM I0JIb30BaTesel
pa3JIMYHBIX KATETOPHA.

IIK 3.1

Hagbiku:

(opmanuzaum npoodsieMsl TpaKIaHNHA,;

o(opMIIeHUS 3asIBOK U IOKyMEHTAIUU;

cbopa u aHanm3a uHGOpPMAIUH TSI KOHCYJIbTUPOBAHUS.

YMeHnus:

YTOUHSATH U (hopMann30BaTh MPodIIeMy TpakJaHUHA B XO/I€ AUAJIOTa;

0 OpMIIATH 3asIBKU HA KOHCYJIbTALlMOHHBIE YCIYTH;

00pabaTbIBaTh NMEPCOHATBHBIC TAaHHEIC,

cobupaTh, aHAIM3UPOBATh MW 0000maTh HMHPOPMAIMIO IO  BOMIpOCaM
npumenenus UKT;

WCIIOJIb30BATh CPEJICTBA CETEBBIX KOMMYHUKAIIUN M COIUAIBHBIX CEPBUCOB.

[IK 3.2

Hagpiku:

pa3MelIeHus apXUBHBIX Jed (JOKYMEHTOB) B apXMBHBIX XpaHWIHILAX B
COOTBETCTBUM C BBIOpAHHOW CXEMOW KiIacCH(HUKAIIMM W CUCTEMATH3AIMH eI
(TOKYMEHTOB).

YMenus:

MOATOTABIMBAThH IPE3CHTALINN;

o OpMIISTH TUCTOBKH M OYKIICTHI ITO THITIOBBIM MIA0JIOHAM;

o0ecrneunBaTh MPOABMKEHNE HH(DOPMALIUKA O MEPOTIPUSTHH;

PETHCTPUPOBATH YIACTHHUKOB;

KOHTPOJIMPOBATh TOTOBHOCTHh TEXHHUYECKOTO 00ECIICUCHUS;

OTIpAIINBATh YIaCTHUKOB;

COCTaBIISITh M 00pabaThIBaTh AHKETHI.

[IK 3.3

Hagpixu:

OKa3aHUsl KOHCYJIBTATUBHOM MOMOIIM [0 ONEPUPOBAHUIO NEPCOHAIBHBIMU
JTAHHBIMU U UX 3aIHTE;

KOHCYIbTUPOBaHUS 1O paboTe ¢ UHTEPHET-CEpPBHCAMU, MOOMIBHBIMU
YCTPOWCTBAMHU, TUIATEKHBIMU TEPMHUHAIAMH;

OLICHKU PEe3yJIbTATUBHOCTH KOHCYJbTALIUH.

YmMenus:

MpPOBOANTh O0OBsAcHeHHne c¢ mokazoMm jnedctBuit (IIK, wuHTepHer, onnaiiH-
CEpBHCHI, MOOUIIbHBIE YCTPOICTBA);

KOHCYJIBTUPOBATH TPaK/IaH MOJ PyKOBOACTBOM CIEIUATUCTA;

BECTH JMAJIOT C YYETOM BO3pacTa coOOeCeHHKA;

OLICHUBATh PE3YIbTATUBHOCTh KOHCYJIbTAILINH;

WCIIOIh30BaTh CPEeACTBA MH(MOPMAITMOHHONW 0€30MacCHOCTH

[IK 4.1

Hasbiku:

MpreMa U NepBUYHON 00pabOTKH BXOAAIIUX JOKYMEHTOB;

00pabOTKU M OTIPABKU UCXOIAIINX TOKYMEHTOB,;

KOHTPOJISI UCTIOJIHEHHUS IOKYMEHTOB B OpraHU3alllu.

YMeHnus:

M0JIb30BAaThCA  ABTOMATU3MPOBAHHBIMU CUCTEMAaMM y4yeTa, perucTparui,
KOHTPOJSE M HMH(POPMALMOHHO-CIPABOYHBIMU CHCTEMaMH TIpu paboTe ¢
JOKYMEHTaMU OpTraHu3allly;

IPUMEHSITh COBPEMEHHbIE MH()OPMAIIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUU
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Kox OK / IIK Haumenosanue OK / IIK

Uit paboTHI ¢ TOKYMEHTaMH, B TOM YHCJIC JIUIS €€ ONTHMHU3ALNU U TTOBBIIICHUS
3¢ (HEeKTHBHOCTH.

[{enb mpOM3BOACTBEHHOW NPAKTUKHU: NMPUOOPETEHHE MPAKTUYECKOTO OIbITAa B
pamkax npodeccruoHanbHbIXx Moayne nanHor OOOII-IT nmo Bugam esTENnbHOCTH:
«OcCyIlIecTBICHUE  OPraHU3allMOHHOIO W JOKYMEHTAllMOHHOTO  OOecCredeHus
JESATEIbHOCTH OpraHu3auumn», «OpraHuszanus apXuBHOM palbOTHI MO JOKyMEHTam
OpraHu3ainuii pa3nuyHbeix (QopMm coOcTBeHHOCTH», «OCBOGHHME BHUAOB pPadOT IO
npodeccuun KoHncynbranT B 007acTH pa3BuUTUSl U(PPOBOM TPAMOTHOCTH HACEJICHUS
(ndposoii kypatop)», «OcBoeHue npodeccun [1enonpon3BOAUTEIb.

1.2. [lnanupyemMbie pe3yJibTaThl 0CBOEHH S IPOU3BOACTBEHHOMH MPAKTUKHI

B pesynbrare mNpOXOXKIEHUS TMPOU3BOJACTBEHHOW TMPAKTHKKA 1O BHUAAM
nearenbHocT, TpeaycMmorpeHHsiM PI'OC CIIO wu 3anmpocam paboTojartene,
oOyyJaromuiicst JOJKEH MOTYyUYUTh TPAKTUUECKUN OTBIT:

HaumenoBanue Buga IIpakTH4ecknii ONbIT / yMeHHUS

JAeATeJbHOCTH
OcyiecTBienue IIK  1.1.  OcymectBiATh  npueMm-nepenady  ylnpabICHUYECKON
OpPraHW3allMOHHOTO ¥ | MHPOPMAMM €  TOMOINBIO  CPEACTB  HMH()OPMAIMOHHBIX U
JOKYMEHTAllMOHHOI'O KOMMYHMKAIIUOHHBIX TEXHOJIOTHH.
oOecrnieueHus I[IK 1.2. KoopaunupoBaTb pabOTy NPUEMHOM pPYKOBOJUTENS, 30H
JEATEIIBHOCTH IIpYeMa pa3INYHbIX KaTerOpUil IOCETUTENEH OPraHNU3allHH.
OpraHu3arnuu I[IK 1.3. Bnaners HaBbIKaMu IIJJaHUPOBAaHUS paboOYero BpEMEHU

PYKOBOJUTEIS U CEKpETapsl.
ITIK 1.4. OcymiecTBasTh MOATOTOBKY JEIOBBIX MOE3I0K PYKOBOJIUTEIS
U IPYTUX COTPYIHUKOB OpraHU3altu.

IIK 1.5. Bnagetp cnocobamu opraHu3aiuu pabodyero mpocTpaHCTBA
NIPUEMHON U KaOMHEeTa PyKOBOIAUTEIS.

I[NIK 1.6. OcymectBiasiTh pabOTy MO MOArOTOBKE M IPOBEIECHUIO
KOH(EpPEeHTHbIX  MEpOIpHUATUH, olecneynBaTh HHPOPMALUOHHOE
B3alMO/JICIICTBIE PYKOBOJIUTEIS C MOAPA3EIECHUIMU U JOHKHOCTHBIMU
JUIIAMU OpPTaHU3ALHH.

[IK 1.7. OdopmiaATh opraHu3aliMOHHO-PACHIOPSAUTEIbHBIE JOKYMEHTBI
U OpPraHu30BbIBaTh pabOTy ¢ HUMH, B TOM YHCIE C MCIOJb30BaHHEM
aBTOMATHU3HPOBAHHBIX CUCTEM.

INIK 1.8. OdopmnsaTe IOKyMEHTHl IO JHUYHOMY COCTaBy U
OpraHHU30BBIBaTH pabOTy C HUMH, B TOM YHCJIE C HCHOJIb30BAaHUEM
aBTOMAaTH3UPOBAHHBIX CHCTEM.

[IK 1.9. Opranu3oBbIBaTh TEKYIE€ XpaHEHUE IOKYMEHTOB, 00pabOTKyY
Jen JUIs ONEpaTUBHOIO M apXMBHOTO XpaHEHHs, B TOM 4YHCIE C
WCIIOJIb30BAHNEM aBTOMATHU3HPOBAHHBIX CHCTEM.

Opranuzanus I[IK 2.1. OcyuecTtBiarh KOMIUIEKTOBAHUE apXHWBHBIMHU J€JIaMU
apXMBHOM paboThl MO | (IOKYMEHTaMHU) apXuBa OPraHU3alUHU.

JIOKyMEHTaM IIK 2.2. Bectu y4yer apxXuBHBIX A€l (IOKYMEHTOB), B TOM YHCJE C
OpraHu3anuit WCIOJIb30BAaHNEM aBTOMATHU3HPOBAHHBIX CHCTEM.

pa3IUYHBIX dopm | [IK 2.3. OcymiecTBiasaTh XpaHEHHE AapXMUBHBIX Jiel (JIOKyMEHTOB) ¢

COOCTBEHHOCTHU IIOCTOSIHHBIM CPOKOM XpaHEHWs W N0 JMYHOMY COCTAaBYy B apXHUBe
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HaumenoBanue Buaa
IeATeJILHOCTH

IIpakTuyeckunii onbIT / yMEeHUs

OpraHH3alHH.
I[IK 2.4, OcyumectBisTh XpaHEHHUE, KOMIUIEKTOBaHUE,
KCIIOIb30BaHUE JIe] (IOKYMEHTOB) BPEMEHHOTO XPaHEHHUS.
IIK 2.5. OcymiecTBIATh UCHOJIb30BaHUE aPXUBHBIX ACN (JOKYMEHTOB),
B TOM YHCJIE C UCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CHCTEM.

yuyeT u

OcBoenue BUI0OB paboOT
1o npodeccun
Koncynprant B
obnactu pa3BUTHS
nudposoit
rPaMOTHOCTH
Hacenenust (Lludposoit

KypaTop)

TIK 3.1 BrimongaTte IMOATOTOBUTEIILHEIE paboThI o
KOHCYJIbTUPOBAHHIO rpakJiaH B obnactu MIPUMEHEHUS
MH(OPMALIMOHHO-KOMMYHHUKAIIHOHHBIX TEXHOJIOTUN

[IK 3.2 BpINmonHATH OpraHU3allMOHHO-TEXHUYECKOE o0ecredyeHne
MpOBEECHUSI  MH(POPMAIIMOHHO-TIPOCBETUTEIBCKUX  MEPOIPHUSITHIH,
HaIpaBJICHHBIX Ha pa3BUTHE TU(PPOBON TPAMOTHOCTH IPAXKIAH

[IK 33 [IpoBOaUTH HH()OPMAITMOHHO-TIPOCBETUTEIHCKHE
MEpPOIPUATHS, HAMPABICHHBIE Ha pa3BUTHE MHU(PPOBOW TPaMOTHOCTH
rpaxaaH

OcBoenne mnpodeccuun
Jlenonpon3BoANTENb

[IK 4.1. Opranuzamusi pabOThl 10 PETUCTPAIUHU, YUYETy, XPAHCHUIO U
mneperaye B COOTBETCTBYIOIIME  CTPYKTYpHBbIE  MOJApa3esieHus
JJOKYMEHTOB TEKYIIETO J1€J0NPOU3BOICTBA
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1.3. O0ocHOBaHUE 4YaCOB NMPOM3BOJACTBEHHON NMPAKTUKH B paMKkax BapuatuBHoi yactu OOOII-1I1

I

Kon TIK/
JAOIMOJHUTEC/IbHBI
e (ITK*, K1)

IMpakTHyeckunii ONbIT

HaunMeHoBaHHe TeMbI NMPaKTHKH

Oo0Lem
4acoB

Oo6ocHoBaHue
yBeJIHYeHHs
o0beMa MPaKTHKHA

I1I1.03

IIK 3.1
[IK 3.2
IIK 3.3

Brnanets HaBbiKaMu
dbopManm3anuu mpoodIEeMBbI
rpaxaaHuHa, opopmIiIeHus
3asiBOK M JOKyMEHTaluu, coopa u
aHanu3a uHopMaluu Jyis
KOHCYJIbTUPOBAHUS;
OpraHu3aliK U TEXHUYECKOTO
CONPOBOXKJACHUS MEPOIIPUATHH,
paboTsl ¢ oprrexuukoit u [10 ans
npe3eHTalui, nHHOpManOHHON
MOJICP>)KKH U HaBUT AU
Y4aCTHUKOB, aHKETUPOBAHUS U
aHaJM3a pe3yJbTaToB,;

OKa3aHUusl KOHCYJIbTaTUBHON
IIOMOIIH 110 OTIEPUPOBAHUIO
MIEPCOHATHHBIMH JJTAHHBIMH U MX
3aIUTE, KOHCYJIbTUPOBAHUS 10
paboTe ¢ MHTEepHET-CEPBUCAMHU,
MOOMIJIBHBIMU YCTPOMCTBaMH,
IJIaTeKHBIMU TEPMHUHATIAMH,
OLIEHKH pe3yJIbTaTUBHOCTH
KOHCYJIbTaIllu1

Tema 1.1. OcHoBBI ITUGPOBOI TPAMOTHOCTH U PAOOTHI C
IK

Tema 1.2. O6paboTtka naDOpMauu (TSKCT, TAOIHIIEI,
MIPE3CHTALINHN )

Tema 1.3. Pecypchl, cepBUCH IUPPOBON SIKOHOMUKH U
uHpOpMaLMOHHAs: 6€30aCHOCTh

Tema 1.4. ckycCTBEHHBIN MHTEIUIEKT JUIsl HACETICHMUS:
OCHOBBI, TPUMEHEHNE, 0€30TTaCHOCTh

144

[o 3anpocy
paboroaaTens

I1I1.04

IIK 4.1

BreimonHsATs pueM u
MePBUYHYIO 00pabOTKY
BXOOAIIHUX JOKYMCHTOB;

Tema 1.1. ABTOMaTU3MpOBaHHBIE CUCTEMBI
JIEJIONPOU3BO/ICTBA U CUCTEMBI AaBTOMATU3ALIUU
JOKYMEHTO0000poTa

144

ITo 3anpocy
pabotomaTens




136

OO6pabatbIBaTh U OTIPABISITH
UCXOJISIIHNE JOKYMEHTBI;
KonTponupoBarh HCHIOJIHEHUE
JIOKYMEHTOB B OpPTaHU3aINH

Tema 1.2. Cucrema 3JIeKTPOHHOTO JOKYMEHTO000pOTa

Bcero akajemMuueckux yacoB MPOU3BOJICTBEHHOM MPAKTHKK B paMkax BapuatuBHoi yactu OOOII-IT - 288

2 CTPYKTYPA U COJAEPKAHUE IMTPOU3BOJICTBEHHOM NPAKTUKU

2.1. Tpy10oeMKOCTb OCBOCHHS IPOU3BOACTBEHHOH NMPAKTHKHU

Kopn IIIT O0beM, ak.u. ®opma npoBeAeHHs NPOU3BOJACTBEHHON IPAKTUKHU Kypc / cemectp
(KOHIIEHTPUPOBAHHO/ paccpeIOTOYECHO)
I1I1. 01 144 Paccpenoroueno 2/3-4
I1I1. 02 144 Paccpenoroueno 2/3-4
II1. 03 144 Paccpenoroueno 3/5-6
III1. 04 144 Paccpenoroueno 3/5-6
Bcero I1IT 576 X X

2.2. CTpyKTYypa NpOU3BOJACTBEHHON MPAKTUKH

Koxa ITIK HaumenoBanue Buas1 pador HaumeHoBaHHne TEM Oo0neM
pa3zeiioB NPOU3BOJACTBEHHOI NPAKTUKHU | YacOB
npo¢eccHOHATBLHOI0
MOyJIsl
IIII 01. OcymecTB/1eHHE OPraHU3ALHOHHOIO H JOKYMEHTAIIHOHHOT0 o0ecneyeH s JesiTe IbHOCTH OPraHu3aluu 144
IIK 1.1 | Paznmen 1. VYyacTHe B COCTaBICHUH MPOEKTOB, 0(OPMIIEHUH JJOKYMEHTOB, Tema 1.1. [IpaBuna opopmieHus 12
I[IK 1.5 | JlIokyMeHTHpPOBaHHE U aHAJIU3 COTJIACOBAHMSI U MOJNMCAHUS/YTBEPKACHUS TOKYMEHTOB PEKBU3UTOB OP/I.
IIK 1.6 | opranuzanusi paboThl C Ha NPEANpPUATHH. WNHpopMallmoHHO- CpaBOYHBIE
I[IK 1.7 | opunmanbHbIMU VYyactue B opranu3anuy J0KyMeHTO000pOTa NpeAnpUsTUs. JIOKYMEHTBI
I[IK 1.9 | nokymeHnTamu OcymecTBienne nHHOPMAITMOHHO-CIIPABOYHON U TIOMCKOBOM Tema 1.2. UadopmaiimonHo- 12

paboThI C UCTIOIB30BAHUEM CUCTEM yUYETa TOKYMEHTOB Ha
NPEANPUITUH.

CIPaBOYHBIC JIOKYMEHTHI.
CnyxeOHble MHChbMa, UX
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OdopmileHne opraHu3alMOHHbIX, BHYTPEHHHUX, HCXOASIINX Pa3sHOBUHOCTH
JIOKYMEHTOB NPEAIPUATHUS C UCIIOIb30BAaHUEM COBPEMEHHBIX Tema 1.3. PacriopsuTebibie 12
IPOrPaMMHO-TEXHUYECKUX CPEJICTB. JIOKYMEHTBI, H31aBACMBIE
Ha NPUHLIUIAX €JUHOHAYAIUS
HPUHATHS peIICHUM
Tema 1.4. JlokymMeHTBI 6
KOMHCCUH M KOJIJIETHAJIBHBIX
OpraHoB
Tema 1.5. 3agauu u pyHKIUN 6
CITY>OBI 1€JIOTPOU3BOJICTBA.
OpraHu3anuoHHbIe JOKYMEHTBI
Tema 1.6. Opranuzanus padoTbl 6
C IOKyMEHTaMu
BCEI'O ITO PA3JIEJIY 1 o4
IIK 1.1 | Pa3nmen 2. Opranusanus Hcnonb3oBanue CO/[ B paboTe ¢ JOKYMEHTaMH. Tema 2.1. [IpaBuna paGoTsl ¢ 6
I[IK 1.6 | paGoTsl ¢ nokymeHTamu B | OcyiecTBieHre HH()OPMALIMOHHO-CITPAaBOYHONM U TIOUCKOBOM JTOKYMEHTaMH Ha AJIEKTPOHHBIX
IIK 1.7 | aBTOMaTu3MpOBaHHBIX paboThI C UCTIOIB30BAHUEM CUCTEM yUETa JOKYMEHTOB Ha HOCHTEIISX
IIK 1.8 | cuctemax MPEATNPUATHH. Tema 2.2. Opranuzanuus padoTsl 12
IIK 1.9 C TOKYMEHTaMH B
aBTOMATHU3MPOBAaHHBIX CHCTEMAX
AIIEKTPOHHOTO
JIOKyMEHT0000poTa
BCETI'O I10 PA3JIEJTY 2 18
I[IK 1.1 | Pazgen 3. | O3HakomIIeHHE C TIpaBUIaMHu PabOTHI ¢ KOHPUACHITHATHHOM Tema 3.1. Opranuzanus u 6
IIK 1.2 | OpranuzannoHHoe uHpopManreil Ha IPeANPUITHH. YCIIOBUS TPYAA CEKpeTapsl
I[IK 1.3 | obecnieuenue 3HAaKOMCTBO C KaTeropusMH U BUAaMHU JOKYMEHTOB, AJMUHUCTpATUBHbIE (PYHKIIUU
IIK 1.4 | nestenbHOCTH 00pa3yIOIIMXCS Ha IPEANPUATHH, COACPIKAIINX cekpeTaps
[IK 1.5 | opranuzamuu KOH(PHICHIINATbHYIO0 HHPOPMAIIHIO. Tema 3.2. OpranuszanoOHHbIE U 6
IIK 1.6 Pabora ¢ JoKkyMeHTaMH NPepUATHS, PETYIUPYIOIIUMHU uH(pOpMAaLMOHHbIE (DYHKIIMU

TPYJOBbIE OTHOIIEHUS (OPTaHU3alIMOHHO-PACTIOPSAUTEIbHBIE
JIOKYMEHTBI, JOKYMEHTBI 10 INYHOMY COCTaBY, TPYAOBOI
JIOTOBOP, IOTOBOP O MaTE€pPHaIbHON OTBETCTBEHHOCTH U T.11.).

cekpeTaps
@yHKIUU ceKpeTaps 110
TJIAHUPOBAHUIO paboUero
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KoHTposb npaBuibHOCTH COCTaBIIEHUS, OPOPMIICHHUS JOKYMEHTOB
MOPSIIKA U3AHUS JIOKYMEHTOB (C YYETOM CTICIIM(PHKU CHCTEMBI
JIEJIONPOU3BOJICTBA MPEANPUATHUSA).

BpPEMEHHU

BCEI'O I1O PA3JIEJLY 3

12

IIK 1.1
I[IK 1.2
IIK 1.4
K 1.7
IIK 1.8
K 1.9

Paznen
JloxkymenTupoBanue
opraHuzanusi paboThl
KaJIpOBBIMU
JIOKyMEHTaMU

4.
u
c

O3HaKOMJICHHE C XapaKTEePUCTHKOM mpeanpuatus. O3HaKoOMIICHHE
C paboYuM MECTOM.

W3y4eHne HHCTPYKIMIA IO OXpaHe TPyAa, TEXHUKE 0€301acHOCTH
¥ T10XKap00e30MacHOCTH; IPABHJI BHYTPEHHETO

pacnopsaka.

3. O3HaKOMJIEHHE C IPABOBBIMU (YUpEAUTEIbHBIMHU), JIOKATbHBIMU
HOPMAaTHBHBIMHU aKTaMH U PacropsANTEIbHBIMU JTOKYMEHTaMU
TPEIIPUSATHSL.

Tema 4.1. HopmaTuBHoO-
MpaBOBOE

peryjaupoBaHUe TPYAOBBIX
OTHOUIEHUI

Tema 4.2. Komiiekc
JIOKYMEHTOB TI0 YCTaHOBJICHHUIO
TPYIOBBIX

MPAaBOOTHOIIECHHI

Tema 4.3. Kommiekc
JIOKYMEHTOB
110 IBUOKEHUIO KaJIPpOB

Tema 4.4. Kommiekc
JIOKYMEHTOB 110 PACTOPKEHUIO
TPYAOBBIX

MPaBOOTHOLIEHUH

Tema 4.5. Opranu3zanus paboTbl
C KaJpOBbIMH JOKYMEHTaMU

Tema 4.6. ®yHKIIMOHATBHBIE
BO3MO>XHOCTH U
IIEpBOHAYAJIbHASI HACTPOMKA
nporpaMmMmsl «1C:Kagpsi»

12

Tema 4.7. Benenue kaapoBoro
ydeTa B IporpaMme
«1C:Kagpsi»

12

BCEI'O I1O PA3JIEJLY 4

54

[TpomexxyTounast arrecramus B popme nudhepeHIIupoBaHHOTO 3a4eTa
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IIIT1 02. Opranu3anusi ApXUBHOM PadoOTHI M0 JOKYMEHTAM OPraHU3auui pa3jiudHbIX ()OPM COOCTBEHHOCTH 144
IIK 2.1 | Pa3pen 1. Opranusauus u | Opranu3anus TEKyIIEro XpaHeHUs: JOKYMEHTOB. Tema 1.1. HopmaTusHo- 12
obecrieueHue ocHOB | ®opMHpOBaHUE JEII B COOTBETCTBUU C HOMEHKJIATYPOH A€l npaBoBas 0a3za apXMBHOMN
ApXUBHOM EATENbHOCTH | IPEIIIPUITHSL. nesitesibHoCcTH B Poccun
Tema 1.2. Opranuzanus 18
ApxusHoro ¢onna Poccuiickoit
Odeneparuu
BCEI'O ITO PA3JIEJIY 1 30
[IK 2.1 | Pa3men 2. Opranuzanus | Yyactue B IPOBEJCHUH SKCIEPTU3bI LIEHHOCTH JOKYMEHTOB. Tema 2.1. DkcniepTu3a HEHHOCTU 18
JESATEIIBHOCTH ApXUBOB CucremaTuzanus J0OKyMEHTOB 10 CTPYKTYPHO- JIOKyMEHTOB
XPOHOJIOTUYECKOMY MPUHIUITY.
BCEI'O I1O PA3JIEJLY 2 18
K 2.1 | Pasmen 3. Opranmzanus | OpopmiieHHE yIETHBIX JOKYMEHTOB MTOCTYIUICHHUS U BBIOBITHS Tema 3.1. JIokanbpHbIE 12
[IK 2.2, | apxuBHOrO aena JedL. HOPMAaTHUBHBIE JOKYMEHTHI
K 2.3, ITonroroBka TOKyMEHTOB K NIEpeaye B apXUB. apxuBa. HomeHnkiarypa aen
I1IK 2.4, Odopmiienue nein. Tema 3.2. OdopmiieHue 18
IIK 2.5 apxuBHoOro nena. [lepenaya
JIOKyMEHTOB
Ha apXMBHOE XpaHEHUE
Tema 3.3. Yuér 1OKYMEHTOB B 12
apXxuBe
Tema 3.4. Micnonp3oBaHne 18
JIOKYMEHTOB apXH1Ba
BCEI'O I10 PA3JIEJTY 3 60
IIK 2.1 | Pa3nen 4. Opranuszanus CocrasieHue onucel JOKYMEHTOB U A€l Tema 4.1. 18
[IK 2.2, | xpaHneHus 10KyMeHTOB B | CoCTaBJIeHHE aKTOB BbLAAYHN, IEPENAYN, YHUUTOKEHUS YcnoBust XxpaHeHHs!
IIK 2.3, | apxuBe JIOKYMEHTOB. JIOKYMEHTOB.
[IK 2.4, [IpoBepka HaTUYMUs U COCTOSHUS
IIK 2.5 JIOKYMEHTOB B apXHUBax
Tema 4.2. 12
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KoncepBanus u pecraBpanus
JlokymeHTOB.

CoxpaHHOCTb JOKYMEHTOB Ha
CIIEHUAJIbHBIX HOCUTESIX

BCEI'O 10 PA3AEJLY 4 36
[TpomexyTouHas aTTectanus B popme nuddepeHIrnpoBaHHOTO 3aueTa 6
IIII 03. OcBoenue Bu10B padot no npoeccun KoncyabTanr B o0/1acTu pazsutus HugpoBoii rpamoTrHocTH HacejeHus (Llngposoii 144
KypaTop)
IIK 3.1, | Pa3gen 1. Bemmonnenue [ToaroToBka u mpoBeeHUE TPYIIIIOBOTO 3aHITHS IO TUPPOBOU Tema 1.1. OcHoBbI TG POBOI 12
[1K 3.2, | pabot no npodeccun IpPaMOTHOCTH (BKJIrOUast 0JI0K «/CKyCCTBEHHBINM MHTEIUIEKT JIJISI rpaMoTHOCTH U padotsl ¢ [TK
IIK 3.3 | KoHCynbTaHT B 00JIaCTH | HAUMHAFOIIIUXY). Tema 1.2. O6paboTka 66
pa3BuTHS HUPPOBOIL WNHuBHTyaibHOE KOHCYIBTUPOBAHUE TPaKAaH 110 uH(popManuu (TEKCT, TaOIHIIBI,
IpPaMOTHOCTH HacelleHus: | ucnoib3oBanuto NH-cepBucoB (4aT-00ThI, reHeparus MIPE3CHTAINHN)
(udpoBoii Kyparop) U300paKeHHIA). Tema 1.3. Pecypcsl, cepBHCHI 30
Opraau3anus TEXHUIECKOro 00ecTieueHrst MEpOTpusTHS (IToKa3 1HdPOBOit SKOHOMUKH 1
paboThl HelipoceTelt Ha MPOEKTOPE). MH(OPMALOHHAS GE30MaCHOCTE
AHketupoBaHue yuacTHUKOB: «boureck nu Bo1 MU ?» — ananu3 -
0BpATHOI CBS3M. Tema 1.4. MickyccTBEeHHBIH 30
Pa3paboTka u pa3naua namaTok «besonacusiii UU: kak He MHTCIUICKT UL HACCJICHHA.
TIOMACThCS Ha YITOBKH. OCHOBBI, TPUMCHCHHC,
0e301acHOCTb
BCEI'O 1O PA3AEJTY 1 144
[TpomesxyTouHas arrectanus B popme qudpepeHInpOBaHHOTO 3a4eTa 6
IIIT 04. OcBoenue npodeccun lesionpou3BoauTeb 144
I[IK 4.1 | Pazmen 1. VYuacTtue B paboTe Ciry OBl TOKYMEHTAITMOHHOTO 00eCTIeUeHUs Tema 1.1. 72
JIOKyMEHTaI[MOHHOE yIpaBJIEHUS MPEATIPHUITHUS. ABTOMAaTU3UPOBAHHBIE CUCTEMBbI
o0ecrnieueHue VYyactue B o0ecriedeHUH JOKyMEHTO000pOTa Ha PEIPUSITHH. JIEIIONPOU3BOJICTBA U CUCTEMBI
JeATeIbHOCTH ObecneueHne cuCTeMaTH3aIMH €], OpPraHU3aluy ONEPaTUBHOIO | aBTOMAaTH3alluU
OpraHu3aIH XpaHeHHs JOKYMEHTOB Ha TPEANPHUSITHH. JIOKYMEHT0000pOTa
Hcnonp3oBanue CHJI B paboTe ¢ JOKYMEHTAMH MTPEPUSTHS. Tema 1.2. 66

HOIIFOTOBKB. ,Z[OKYMCHTOB K c1a4€ B apXI/IB.
CocraBneHue ONKcel Je, C1aBa€MbIX B ApXUB.

CucremMa 3J€KTPOHHOTO
JOKYMEHT0000poTa
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BCEI'O I10 PA3JIEJIY 4 | 144
ITpomexxyTounast arrectamnus B popme nudhepeHIImpOBaHHOTO 3a4eTa 6
2.3. Conep:xkanue NpON3BOACTBEHHO MPAKTHKH
HaumeHoBaHue pa3/iejoB NpodheccuoHAIBLHOr0 MOAYJIsSl U TeM Conep:xanue padot Oonbem,
MPON3BOICTBEHHON NPAKTHKH aK.4.
IIM 01 OcymecTB/IeHHEe OPraHU3AIMOHHOT0 M JIOKYMEHTAMOHHOT0 o0ecreyeHusl 1eATeJIbHOCTH OPraHu3alnu 144
Paznen 1. JlokyMeHTHpOBaHKE M OpraHu3anus paboThl C OUIHATBLHBIMU JOKYMEHTaMHU 54
Tema 1.1. IlpaBuna opopmnenus pexkBuzuto OP/I. Copaepxanue 12
HHbopMalMoHHO- CIIPaBOYHBIC JJOKYMCHTHI 1.CocraBnenne u opopmienue OP/] 6
2.CocraBnenue u opopmienue OPJ] 6
Tema 1.2. Conep:xanue 12
WHbopMaloHHO- CIIPABOYHBIC TOKYMEHTSI. 1.CocraBnenue U 0popMIIEHUE Pa3IMYHBIX BUJOB CIIY>KEOHBIX ITHCEM 6
CrysxebHbIe MHCEMA, HX PaSHOBUAHOCTH 2.CocraBneHue U 0(hopMIIEHUE pa3IMYHBIX BUJIOB CIIYy>KEOHBIX ITHCEM 6
Tema 1.3. Conep:xanue 12
PacmopsauTenbHbIe JOKYMEHTHI, H3/1aBacMbIe 5 1.CocraBienue 1 opOpMIIEHHE PACTIOPSIUTENBHBIX TOKYMEHTOB 6
Ha HpUHIHIAX CIMHOHAYAINA PUHATHA pCILCHIN 2.CoctaBneHue U 0(hOpMIIEHUE PaCTIOPSIUTENbHBIX JOKYMEHTOB 6
Tema 1.4. JIokyMEHTBI KOMUCCHIA Conep:xanue 6
1 KOJUICTHAJIbHBIX OPTraHOB 1.Cocrasnenne u opopmieHre HHGHOPMAITMOHHO-CITPABOYHBIX 6
JJOKYMEHTOB (2KT, IPOTOKOJI, TOCTAaHOBJICHHE)
Tema 1.5. Conep:xanue 6
3anaun u GyHKIMH 1.CocraBnenue u opopMIIeHUE JTOKATbHBIX HOPMATUBHBIX aKTOB 6
CIy>KOBI fieonpon3BoCcTBa. OpraHN3alMOHHBIC TOKYMEHTHI (YupenutenbHble TOKyMEHTbI. IHCTPYKIIHS MO AETONPOU3BOICTBY.
JloyKHOCTHAs! MHCTPYKIHSL Jestonpou3BoauTes. JloroBop)
Tema 1.6. Conep:xanue 6
Opranmzanst paboTsI l.Perucrpanus BXOAAMMX, UCXOIAIIMX U BHYTPEHHUX JOKYMEHTOB B 6
C JOKyMCHTaMH Pa3IMYHBIX PETUCTPALIMOHHBIX (popMax (KypHaJbHast, KapTOUHAs U
aBTOMAaTHU3UPOBAHHA).
Paznen 2. Opranuzanust paboTsl C JOKYMEHTaMU B aBTOMAaTU3UPOBAHHBIX CUCTEMaX 18
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Tema 2.1. [IpaBuiia paGoThI C TOKYMEHTaMHU Ha 3JIEKTPOHHBIX Conep:xkanue 6
HOCHUTEJIAX 1.0tnpaBKa ¥ MOJIy4eHHE 3JICKTPOHHOTO COOOIIEHUS, DIIEKTPOHHOTO 6
nokymenTa. OdopmieHne 31eKTpPOHHON MOATNCH.
Tema 2.2. Opranuzanus paboThl C TOKyMEHTaMU B Conep:xkanue 12
aBTOMATH3MPOBAHHBIX CHCTEMAX JICKTPOHHOTO JOKYMCHTOO00POTA | | PaGoTa ¢ JOKyMEHTAMH B aBTOMATH3HPOBAHHOI CHCTEME 6
AIIEKTPOHHOT'O JOKYMEHTO000pOTA.
2.PaboTa ¢ JoOKyMeHTaMHi B aBTOMaTU3UPOBAHHOMN CHCTEME 6
AJIEKTPOHHOI'0 JOKYMEHTO000pOTA.
Pa3nen 3. OpranuzanuonHoe ooecrneueHue 1esaTeIbHOCTH OPraHu3aluu 12
Tewma 3.1. Opranuzanus u ycioBus TpyJla CeKpeTaps Conep:xanue 6
AZIMHHHCTPaTHBHBIC QYHKIMH CEKpETaps 1.CocraBnenne u oopMIIeHUE TOIHKHOCTHOW HHCTPYKIIUU 6
ceKpeTaps
Tewma 3.2. Conepixanue 6
OpraHu3aluoOHHbIC U HHYOPMALHOHHBIE QYHKIMU CeKpeTapst 1.ITonroToBKa JOKYMEHTOB JUIsl 0OCITY)KMBaHUS KOH(EPEHTHBIX 6
OyHKIMA CEKPETaps 110 MIIAHKPOBAHHIO PadOYero BpeMeHH MEPOIIPHUATHM, IPOTOKOJIBHBIX MEPOIPUATHHI, Pa3JINYHBIX TUIIOB
COBelIaHni, KoMaHAupoBOK. [InaHupoBanue pabouero JHs.
Paznen 4. JlokymeHTHpOBaHNE U OpraHU3aIs paboThl ¢ KaIPOBBIMH IOKYMEHTAMHU
Tewma 4.1. HopMaTuBHO- ITpaBOBOE Conepixanue 6
PEryIupOBaHHUE TPYJOBEIX OTHONICHUH 1.0¢dopmiieHne TOKyMEHTOB OPraHU3aIMH, PETYIUPYIOLINX 6
TPYJOBbIE OTHOIIEHUS (OPTraHU3allMOHHO-PACIOPSAUTEIbHBIE
JIOKYMEHTBI, JOKYMEHTBI 10 INYHOMY COCTaBY, TPYA0BOI 10T0OBOP,
JIOTOBOP O MaTepUaIbHOW OTBETCTBEHHOCTH U T.A.). OopmiieHne
JIOKYMEHTOB I10 JINYHOMY COCTaBY M UX KOuil (mpu
HEOOXOMMOCTH).
Tema 4.2. Conep:xanue 6
Kommiexe AOKYMCHTOB 1O yCTAHOBJICHHUIO TPYNOBBIX 1.3anonuenue GopM NepBUUHON YUETHOMN TOKYMEHTALINH. 6
IPaBOOTHOIICHUN
Tema 4.3. Conep:xanue 6
Kommieke 1oxymeHToB 1.CocraBnenue pa3nuuHbix Bua0B 3asBienuit (I1lpuem, mepesos, 6
0 IBUYKEHUIO KaJpOB YBOJILHEHHE)
Tema 4.4. Conep:xanue 6
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Kommiekc 10KyMEeHTOB IO PACTOP>KEHUIO TPYIOBbBIX 1.CocraBnenue u opopMiIeHHE TOKYMEHTOB IIPU YBOJILHEHUU 6
MPaBOOTHOILLICHHI
Tema 4.5. Opranuszanus paboThl ¢ KaJJpOBbIMHU TIOKYMEHTAMU Conep:xanue 6
1.Mcnons3oBanue COJI mpu paboTe ¢ KaapOBBIMU JOKYMEHTaMHU. 6
Tema 4.6. Conep:xanue 12
OyHKIMOHATbHBIC BO3MOXHOCTH M IEPBOHAYA/IbHAA HACTPOHKA | | HauampHas HacTpolika mporpamMmbl. CBeJIeHHs 06 OpraHM3aIiH. 6
nporpammsl «1C:Kaaps» CTpyKTypa KOMITAHHH.
1. Hactpoiika cnucka noabs3oBateneid. llItaTHoe pacniucanue, 6
M3MEHEHHE IITATHOTO paclHUCaHMsl.
Tewma 4.7. Benenue kanpoBoro yuyeta B mporpamme «1C:Kanpbi» Conep:xanue 12
1.0dopmiteHre KaIpOBBIX ONEpaIHii 6
2.0dopmiieHne KaapoBbIX Omepaluii 6
[Ipomexyrounas atTectanus B popme 1udepeHImpoBaHHOrO 3aueTa 6
IIM 02 Opranun3anus apXuBHOi padoThI 110 JOKYMEHTAM OPraHHU3alUi pa3Iu4YHbIX (OopM COOCTBEHHOCTH 144
Paznen 1. Opranuzanus u odbecrieueHre OCHOB apXMBHOM €S TETbHOCTH 30
Tema 1.1. Conep:xanue 12
Hopmarusro-npasosast 6a3a apxusHoii AeaTenbHOCTH B Poccnn 1.PaGota B npaBoBoil 6a3ze ¢ HOPMAaTUBHO-TIPABOBBIMU JTOKYMEHTAMH 6
B chepe apXMBHOTO Jiena
2.PaboTta B npaBoBoil 0a3ze ¢ HOPMAaTUBHO-TIPABOBBIMU JTOKYMEHTAMH 6
B chepe apXMBHOTO Jiena
Tema 1.2. Conep:xkanue
Oprannsauns ApxusHoro gorna Poccniickol ®enepanmn 1.CocraBineHne CHUCKa MCTOYHMKOB KOMIUIEKTOBAHMSI —apXuBa
OpraHH3aIy, ONpe/esIeHne TpaHul] apXUBHOTO (OHA.
Pa3nen 2. Opranuszanus 1eATeIbHOCTH apXUBOB 18
Tema 2.1. Conep:xanue 18
OKcnepTu3a HEHHOCTH JOKYMEHTOB 1. ITogroToBka Aen K apXUBHOMY XpPaHEHHIO, B TOM YHCJIE: U3YYEHUE 6

JOKYMCHTOB B LCJIIX ONPCACIICHNUA CPOKOB UX XPAHCHUSA

2. OdopmiieHne TOKYMEHTOB I10 Pe3yJibTaTaM MPOBEPKH HAJIUYUS U
COCTOSIHHS TOKYMEHTOB B apXHMBE,
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3.0dopmiieHue OKYMEHTOB O BBIICICHHM K YHUYTOXKEHUIO
ApPXMBHBIX JOKYMEHTOB, HE MOJICKAITUX XPAaHEHUIO.

Paznen 3. Opranunzanust apXuBHOTO Jera 60

Tewma 3.1. JlokanbHble HOPMAaTUBHBIE JOKYMEHThI apX1Ba Conep:xanue 12

Howmerkiarypa aen 1. Usydenue u opopmieHre TUIIOBBIX U MPHUMEPHBIX TOKYMEHTOB 10 6
OpraHu3anuy padoTel ApXuBa.
2.CocraBnenue U OpOpMICHHE HOMEHKIATYpHI JIeJ OpraHu3alud — 6
MCTOYHHKA KOMIUIEKTOBAHUS apXUBHOTO YUPEIKICHHS

Tema 3.2. Odopmienne apxuBHOTO Aena. [lepeaada JOKyMEHTOB Conep:xanue 18

Ha apXMBHOC XpaHCHHC 1. [TonroroBka u opopmiieHHE A€ K ApXUBHOMY XPaHEHHUIO.
2. OdopmiieHne AOKYMEHTOB IpU INepefauyd Jejl Ha apXUBHOE
XpaHeHue
3. OdopmneHre AOKYMEHTOB MpH IepeJauyd el Ha apXHUBHOE 6
XpaHEHHe

Tewma 3.3. Yuér OKyMEHTOB B apXUBE Conep:xanue 12
1.CocraBneHre M 3alOJHEHHE OCHOBHBIX YUYETHBIX (OPM apxuBa 6
(kHUTa y4€Tra MOCTYMJEHUS U BBIOBITUS N1 (JIOKYMEHTOB), JIMCT
¢doHa, peecTp onuceil, CHUCOK (HOHJIOB).
2.CocraBieHHe W 3alOJHEHUE OCHOBHBIX YUYETHBIX (OpM apxuBa 6
(kHura y4é€ra TMOCTYIUICHHS M BBIOBITHS JA€N (JIOKyMEHTOB), JIUCT
dboHga, peecTp onucen, CIucoK (HOHOB).

Tewma 3.4. Vcnonb30oBaHue JOKYMEHTOB apX1Ba Conep:xanue 18
1.CocraBneHre OTBETOB Ha 3allpOChl: apXWBHBIE CIIPaBKa, KOMUS, 6
BBINHCKA
2.CocTaBieHHEe OTBETOB Ha 3alpOChl: apXUBHBIE CIIpaBKa, KOIHWS, 6
BBINHCKA
3.CocraBieHre OTBETOB Ha 3alpoChl: apXUBHBIE CIIpaBKa, KOIMS, 6
BBINKCKA

Paznen 4. Opranuzanus XxpaHeHus TOKYMEHTOB B apXHUBE 36
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Tema 4.1. YcnoBus xpanenus 1okymeHToB. [IpoBepka Hanmnuus u Conep:xkanue 18

COCTOAHNA TOKYMCHTOB B apXHBaX 1.U3yyenne TtpeboBaHMIM K 3JaHUSM M IIOMELICHUSM apXuBa. 6
O6opynoBaHue apxXWBOB, pa3MEIIEHHE JOKYMEHTOB B apXHBE.
Odopmienne Tonorpaguueckux ykasaTenen.
2. Opopmienue Tornorpa@uvecKkux ykazaTeiae.
3. Odopmrnenue Tonorpaduueckux ykasarenei.

Tema 4.2. KoncepBalus u pectaBpanus Conep:xanue 12

JlokymeHTOB. COXpaHHOCTb JOKYMEHTOB Ha CIIELUaIbHBIX 1.BOCCTAaHOBIICHNE TOBPEHK/ICHHBIX 10KYMCHTOB.

HOCHUTEISIX
2.BoccraHoBiieHrE TOBPEKICHHBIX JOKYMEHTOB.

[TpomesxyTounas arrecranus B popme audpepeHInpoBaHHOTO 3a4eTa

IIM 03 OcBoenne Bua0B padot no npogeccun Koncyjabrant B 001acTu pa3Butus uudponoii rpamoTrHoctu HacejeHnus (Llndposoii 144

Kyparop)

Pa3nen 1. Bemmonnenue padot no npogeccun KoncynbTaHT B 00s1acTH pa3BUTHS LIMPPOBOM rpaMOTHOCTH HaceneHus (Lu(poBoii KypaTop) 144

Tema 1.1. OcnoBbl i poBoiIt rpamMoTHOCTH U paboThI ¢ [TK Conep:xanue 12
1. PabGora c¢ omepanmoHHOM, (ailloBOW CHCTEMOMW; CTaHJApTHHIE 6
npuiokenus OC.
2. OcHoBHI paboTel B cetu WHTepHeT; mudpoBas 0e30mMacHOCTh H 6
JTHKET.

Tema 1.2. OOpaborka wuHpopmammu (TekcT, Tabnwbl, | Coaepikanue 66

Npe3eHTaLHN) 1. PaboTa B TekcToBoM pemnakrope MS Word. 6
2. Pabora B TekctoBoM penakrope MS Word. 6
3. Pabora B TekcroBom penaktope MS Word. 6
4. Pabora B TabnmunoM nipouieccope MS Excel. 6
5. Pabora B TabnmunoM nporieccope MS Excel. 6
6. Pabora c TabnumamMu, CuCKaMu, TuarpaMMaMu. 6
7. Pabora B mporpamme PowerPoint. 6
8. Pabora B mporpamme PowerPoint. 6
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9. Pabora B mporpamme PowerPoint.

10. Co3nanue nyoaukarwmii B nporpammax MS Word, MS Publisher.

11. Co3nanue nmyonukanumii B mporpammax MS Word, MS Publisher.

Tema 1.3. Pecypcel, cepBucel muppoBoii skoHomuku U | ComepkaHue 30
uH(opmainoHHas Oe301acHOCTh 1. Pabora Ha noprane «l'ocyciayrm».
2. Pab6ora c caiitamu [1OP, ®HC, «ITouyra Poccumy.
3. CoBmecTHass paboTra ¢ JOKYMEHTaMH W XpaHeHHE (paiijioB B
00JIaYHbIX CEpBUCAX.
4. Co3naHue HaIeXHBIX Mapojeil, HacTpoiika ABYX(aKTOpHOI 6
ayTeHTH(UKAINU ¥ 3a11UTa OT (QUIIKHTA.
5. IlpakTuka HCIOJIB30BaHMS IJIATPOPM s BUAECOKOH(EpeHuuH, 6
OHJIAH-KYPCOB.
Tema 1.4. McKyCCTBEHHBIM MHTEIIEKT IJs HaceleHus: OocHOBBI, | Copep:kaHue 30
NpUMEHEHNE, Ge301acHOCTh 1. Hcnonp3oBaHMEe HEWPOCETEBBIX SA3BIKOBBIX MOAENEH A 6
TeHepalny 1 peIakKTHPOBaHHS HH(POPMAIIMOHHBIX TEKCTOB.
2. Ilpumenenue NU-HHCTpYMEHTOB Al MPOBEPKH, KOPPEKTYpPHI U 6
YIYYIICHUS] CTUIIS] OUIMATBHBIX JOKYMEHTOB.
3. OOecnieuenne WHGPOPMALMOHHOM O€30MacHOCTH MpU pabore C 6
nokymentamu B M-cepBucax.
4. Co3nmanue, pelakTUpOBaHHE H300paXEHUIl, JIOTOTUIOB C 6
ucrnonb3zoBannem M.
5. Co3nanue ayiuo- U BUeomMaTepuanoB ¢ moMmouso M. 6
ITpomexyTrouHas atTectanus B popme nuddepeHImpoBaHHOro 3aueTa 6
IIM 04 OcBoenne npogeccuu desionpon3Boaureib 144
Pazpnen 1. lokyMeHTalIMOHHOE 00ecriedeHNe IeATeJIbHOCTH OPTraHU3auU 144
Tema 1.1. ABTOMaTH3MpOBaHHBIE CUCTEMBI I€TIOIIPOU3BOICTBA U Copnepxanue 72
CHCTEMbI ABTOMATH3ALIH JJOKyMEHT0000pOTa 1.PaboTa ¢ aBTOMaTH3UPOBAHHBIMU CUCTEMAaMU JICIIONPOU3BOJICTBA U 6
cHUCTeMaMM aBTOMATU3alluHi JOKYMEHTo000poTa
2.Pabora co cipaBouHO-1ipaBoBbIMU cucTeMamu (CIIC) 6
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. Pa6ota c CIIC «KoncynbsTanT [Tarocy.

. Pabora ¢ CIIC «KoncynbTant [1mtocy.

. Pabora ¢ CIIC «KoncynbTant [1mtocy.

. Pabora ¢ CIIC «I"apanT»

. Pabora ¢ CIIC «I"apanT»

3
4
5
6. Padora c CIIC «I"apant»
7
8
9

. Pabora ¢ UIIC «Komekc»

10. Padora ¢ UIIC «Koneke»

11. Padora ¢ UIIC «Koneke»

12. 3HakoMcTBO ¢ HOBbIMH pa3paboTkamu B obmactu ACJ[ udepes
WNurepner.

DD O OO OO O] OO O] OO OO O

Tema 1.2. Cuctema 31€KTPOHHOTO TOKYMEHTO000pOTa

Conep:xanue

66

1. Pabora ¢ mporpammoit «1C: JIokyMeHTOOOOPOT»: BO3ZMOKHOCTH,
nHTepdeiic, OCHOBBI pabOTHI.

2. Pabora ¢ BXOAAIIUMH, UCXOMSIIMIMMH U BHYTPCHHUMH
JIOKYMEHTaMHU.

3. PaGora ¢ BXOIAIMMH, HCXOAAIIMMU U BHYTPEHHUMU
JJOKYMEHTaMH.

4. Pabora ¢ BXOAAIIMMH, HUCXOOAIIMMH UM  BHYTPEHHUMHU
JIOKYMEHTaMH.

5. PabGora ¢ BXOmAIIMMH, WCXOIANIMMH H BHYTPCHHUMH
JIOKYMEHTaMHU.

6. PabGora ¢ BXOOAMMH, HCXOAAIIUMU U  BHYTPEHHUMU
JIOKYMEHTaMH.

7. PabGota ¢ BXOOANIMMH, WCXOIAIIMMH H BHYTPCHHUMH
JIOKYMEHTaMHU.

8. Pabota ¢ noxymentamu u (aitnamu. PenaktupoBanue aitsios.

9. Pabota ¢ noxymentamu u (paitnamu. PenaktupoBanue aitsios.
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10. Pabora ¢ mporpammamu, KoTopsie paboTaroT coBMecTHO ¢ «1C:
JI0OKyMeHTO000pOT.

11. ®opmupoBaHe OTUETOB.

[TpomesxyTounas arrecranus B popme qudGepeHInpoBaHHOTO 3a4eTa
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3. YCJOBUS PEAJIM3ALIMMA TNPOT'PAMMBI ITPOU3BOJACTBEHHON
ITPAKTUKH

3.1. MaTrepuajJibHO-TEXHUYECKOE o0ecneuyeHHe MPON3BOICTBEHHOM NMPAKTUKH

[Ipon3BOACTBEHHAs NPAKTUKA IPOBOJUTCS B OPraHU3alUsAX, HaIlpaBJICHUE
JeSITEIbHOCTH KOTOPBIX COOTBETCTBYET NMPO(UII0 NOArOTOBKU 00ydaronuxcs (aaee
— IIpodunbHble OpraHu3alum).

baza  mpoxoxaeHWs  NPOU3BOJACTBEHHOM  MPAKTHKUM  JOJDKHA  OBITh
YKOMILIEKTOBaHa 00OpYy/I0BAaHUEM, TEXHHUECKUMHU CPEJICTBAaMU OOy4YeHUsI B 00beMeE,
MO3BOJIAIOIIEM BBINOJHATH OIpPEAEIICHHbIE BUIBI pabOT, CBSA3aHHbIE C Oyayien
npo(heCCHOHANIBHON  JEATENBHOCThI0 OOywaronuxcsa. ba3a mnpakTuku J0ODKHA
o0ecnieunBaTh OE30MACHBIE YCIOBUS Tpya ISl 00y4YaroIIXCs.

[Ipu ompeneneHu MeECT MPOU3BOJACTBEHHOW MpPaKTUKU (MO Mpoduiko
CHELMAIBHOCTH) JJI  JIMIl C OTPaHUYEHHBIMH BO3MOXKHOCTSMH  3/10pPOBbS
YUHUTBIBAIOTCS PEKOMEHJALMHU MEIUKO-COLMAIBbHON JKCIEPTU3bl, OTPAKCHHBIE B
UMHAMBUAYAJIBHON MporpaMMe peaOuIuTalMi, OTHOCHTEIBHO PEKOMEHIOBAHHBIX
YCJIIOBUM Y BUJIOB TPYyZa.

3.2. Y4eOHO-MeTOAHYECKOE O0ecneyeHue

3.2.1. OcHOBHbIC NTEYATHbIC U/WJIN YJIEKTPOHHbIC U3AAHUSA

1. Opranuzanus apXvUBHOM M CIPaBOYHO-UH(POPMALMOHHON pabdOThl 110
JNOKyMEHTaM opraHuzauuu [Tekcr|: y4eOHMK [ HCIOJIb30BaHHUS B YYEOHOM
npouecce 00pa30BaTENIbHBIX YUPEKACHUN, peaTu3yolUX MPOrpaMMbl CPEIHEro
npoecCHOHaNBbHOTO  00pa3oBaHus IO  crneuuasbHocTH  "J[OKyMEeHTalMOHHOE
oOecrieueHue ynpasieHus U apxuBoBeneHue»: [B 2 4.] / [byposa E. M., Xopxopauna
T. W.]; mox pen. E. M. bypoBoit — 3-¢ m3a. crep. — MockBa: Axkamemus, 2019.
(ITpodheccnonansHoe oOpazoBanue. IIpodeccnonanpubnii Moayns). Y. 1. — 2019, —
336 c. ISBN uznanus: 978-5-4468-5976-4. ISBN toma: 978-5-4468-5974-0.

2. Opranuzanus apxXuBHOM U CHPABOYHO-UH(OPMAIIMOHHONW pPabOThl IO
JOKyMEHTaM opraHu3aiuu [Tekcr] : y4yeOHUK /i1 WCHOJB30BaHHS B Y4eOHOM
npouecce 00pa30BaTENIbHBIX YUPEKACHUN, peaTu3yIoUX MPOrpaMMbl CPEIHEro
npodecCHOHaNBbHOTO  00pa3oBaHMsA IO cHeuuanbHOCTH  "JlOKyMEeHTalHOHHOE
oOecrieueHue ynpasieHus U apxuBoBeneHue»: [B 2 4.] / [byposa E. M., Xopxopauna
T. WU.]; mon pen. E. M. bypoBoii. — 3-e uzn. crep. — MockBa: Akaaemus, 2019. —
(ITpodeccuonansHoe obpazoBanue. IIpodeccuonanbupiii Moayns). Y. 2 / [E. M.
byposa, A. II. AdanacbeBa, E. B. AnekceeBa, A. E. Ponuonona]. — 2019. — 400 c.
ISBN: 978-5-4468-5975-7

3. Packun, JI. 1. Metoguka u TpakTUKa apXWUBOBEACHUS: YYEOHUK IS
cpendero mpodeccuonaabHoro obpaszoanus / JI. . Packun, A. P.CokomoB. —
MockBa: MWzmarensctBo FOpaiit, 2022. — 339c¢. — (IIpodeccuonanpHoe
obOpazoBanue). — Tekct: HenocpeacTBeHHbil. — ISBN 978-5-534-02419-7.
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4. Packun, JI. 1. Metonuka W TpakTHKa apXWUBOBEICHHS: YYEOHUK ISt
cpennero npodeccuonansHoro obpaszoBanms / [I. W. Packun, A. P.CoxonoB. —
MockBa: WzmatensctBo FOpaiit, 2022. — 339c. — (IIpodeccuonanshoe
obopazoBanne). — ISBN 978-5-534-02419-7. — Tekct: DJIEKTpOHHBIN  //
Oo6pazoBarenbHas miardgopma FOpaiit [caiit]. — URL.: https://urait.ru/bcode/492546

3.2.2. JIonoJIHUTEJIbHbI€ HCTOYHUKH
1. bacakoB, M.W., JlokymMeHTallMOHHOE oOOecIieueHue yrpaBieHus (¢

OCHOBaMHM apXxuBoBesieHus): yueoHoe nocooue st CI1O / M. bacakos. — Mocksa:
N3natensctBo KHOPYyC, 2022. — 216 ¢. — TekcT : HenocpeacTBeHHbIN. — ISBN: 978-5-
406-09983-4.

2. Bbyposa, E. M., MypaBbeBa, H. A. CripaBoYHUK MO apXUBHOMY €Ty IS
paboTHukoB opranuzanuid. — (Cepust «YmpaieHueckass 0€30MacHOCTb» / 1o OOIil.
pen. A. b. besbopomoBa). — M: Tepmmka, 2018. — 396 c. — Texkcr
HernocpeacTBeHHbI. — ISBN: 978-5-6040204-4-9.

3. Beperexuna, C.B., HerocymapcTBeHHbIE CTPYKTYypbl M ayTCOPCHUHI B
apxuBHoM gnene : moHorpadusi / C.B. Beperexuna. — Mocksa: M3gaTenbcTBo
Pycaiiuc, 2022. — 128 ¢. — Tekct : HenocpeactBeHnusiin. — ISBN: 978-5-4365-8006-7.

4. Eropos, B.II., CaunbpkoB, A.B. O0ecrieueHne COXpaHHOCTH, pecTaBpanus u
KOHCEpBalusg JOKYMEHTOB: ydyeOHoe mocooue. — C.-I16.: Jlanwp, 2022. — 220 c. —
ISBN: 978-5-507-45047-3.

5. Eropor B.II. CoBpemenHasi opranuzaliisi roCy/1apCTBEHHBIX yUpEeKICHHIM
Poccuu: yuebnoe mocodbue nns CITO / B. II. Eropos, A. B. CaunbkoB. — CaHKT-
[TerepOypr: Jlanp, 2020. — 204 c¢. — Tekct : HemocpeacTBenHbid. — ISBN: 978-5-
8114-6382-4.

6. Kosnos, B. II. ApxuBoBenenue: ydeOHUK U TTPaKTUKyM 1S By30B / B. IL.
KosznoB. — MockBa: WMzparensctBo HOpaiit, 2022. — 329 c¢. — (Beicuiee
obopaszoBanne). — ISBN 978-5-534-14066-8. — TekcT: 2JIEKTpOHHBIN  //
OopasoBarenbHas iatdopma FOpaiit [caitr]. — URL: https://urait.ru/bcode/496661

7. IlaBnoma, P. C. JlenonpousBoacTBO IO OOpalIeHUsIM TpakJaaH: ydeOHOe
nocobue st CITO / P. C. IlaBnoBa. — Cankt-Ilerepoypr: Jlans, 2022. — 324 c.: w1 —
Tekcr: HenocpenctBeHHsbld. — ISBN: 978-5-8114-9925-0.

8. OOIlos, A.B. ApxuBoBenenue. 3apyOexnas Poccuka: y4eOHHMK IS
cpeadero mnpodeccuoHanbHOro obpazoanus / A. B. OOIloB. — Mockaa:
N3natensctBo FOpaiit, 2022. — 168 c. — (Ilpodeccuonanpnoe oOpazoBaHue). —
ISBN 978-5-534-10240-6. — Texkct: snexktponHsiii / ObpazoBarenbHas miaTdhopma
FOpaiit [caiiT]. — URL.: https://urait.ru/bcode/495214

9. Packun, /1. M. ApxuBoBegenue: yueOHMK ansi By3oB / JI. U. Packun,
A. P. CokonoB. — 2-e usf., ucnp. u aon. — Mocksa: UznatensctBo FOpaiit, 2022.
— 468 c. — (Bwicmiee o6pazoBanue). — ISBN 978-5-534-15245-6. — Texkcr:
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anexkTpoHHbli  //  OOpa3zoBarenpHas  minatpopma  FOpaitt  [caiit]. —
URL.: https://urait.ru/bcode/497656

10. Camapuyk, H.C., MapkertunroBasi JesSTEIHHOCTh TOCYIaPCTBEHHBIX
apxuBoB: MmoHorpagus / H.C. Camapuyk. — Mocksa: M3narensctBo Pycaitnc, 2023. —
312 c. — Tekcrt: HenocpencTBennsiit. — ISBN: 978-5-466-01550-8.

11. Tenpuapor A. JI. ApxuBoBeacHue: yueOHOe mocodue st 0akanaBpoB / A.
. Tenpuapos. 5-¢ u3a. — MockBa: UTK «/lamkoB u K», 2022. — 184 c. — Tekcr:
HernocpeacTBeHHbIN. — ISBN: 978-5-394-04946-0.

12. Xopxopauna, T. Y. ApxuBHas sBpuctuka: yueOnuk / T. 1. Xopxopauna,
A. B. OOIlos; nox pea. E. U. IlusoBapa. — 4-e uza. - Mocksa: Poc. roc. rymanur,
yH-T, 2019. - 296 c. — ISBN 978-5-7281-2497-9. — TekcT: S1EKTPOHHBIA. —
URL.: https://znanium.com/catalog/product/1087575

13. llemenkoBa, C. WM. ApxwuBoBemenue. IMcropus apxuBoB Poccunm ¢
JIpeBHEHIIMX BpeMeH g0 Hadama XX Beka: ydeOHOe mocoOue [isi CPEIHEro
npodeccuonanbHoro obpazoBanust / C. W. LlemeHnkoBa; moa HaydyHOH peaaKIMel

JI. H. Ma3yp. — MockBa: MW3parensctBo HOpaiit, 2022. — 153c¢c. —
(ITpodeccuonanpaoe obpazoBanue). — ISBN 978-5-534-10241-3. — Tekcr:
AIEKTPOHHBIN // OGpazoBaTenbHas matdopma Opaiit [caliT].—

URL.: https://urait.ru/bcode/495215

14. lllaxomanoBa, O.FO. Oprasm3anys TOCYyJIapCTBEHHBIX  YUPEKICHUN
Poccun: yuebHOe mocobue s cpennero npodeccuonanbHoro odpaszopanus / O. 1O.
[[TaxomanoBa. — 2-e u3n., nepepad. u gomn. — Mocksa: U3parensctBo FOpaiit, 2022.
— 161 ¢. — (Ilpodeccuonanvuoe odpazoBanue). — ISBN 978-5-534-12448-4. —
Tekct: onekTponHbld // OOpazoBarenbHas Mmiatrpopma FOpailt [calit]. —
URL.: https://urait.ru/bcode/496292

3.3. O0mue Tpe0OBaHUA K OPraHU3ALMH IPOU3BOACTBCHHON NMPAKTUKH

[Ipou3BoACTBEHHAs MpaKTUKa MPOBOAUTCS B MPO(HIBHBIX OpPraHU3alusax Ha
OCHOBE JIOTOBOPOB, 3aKJIFOUAEMBIX MKy oOpas3oBarenbHbiM opranuzanueii CI1O u
npo(UIBHBIMU OPraHU3ALUSIMH.

B nepuoa npoxoxkaeHusi Mpou3BOJACTBEHHON MPAKTUKU 00yYaroImuecs MOTrYT
3aYUCNIATHCA Ha BAKAHTHBIE JOJDKHOCTH, €CIM paboTa COOTBETCTBYET TPEOOBAaHUSAM
IIPOTPaMMBbI IIPOU3BOJACTBEHHOU ITPAKTUKH.

Cpokr  mpoBeleHUs  NPOU3BOJICTBEHHOW  NPAKTUKH  YCTAaHABIIMBAKOTCS
oOpazoBaTtenbHOM opranuzanuei B cootBercTBUU ¢ OOOII-II mo crneunaibHOCTH
46.02.01 JoxymeHTallMOHHOE 0OEeCIeYeHHE YIIPABICHUS U ApXUBOBECHUE.

[Ipou3BoACTBEHHAsT TMpakTUKa peanu3ylorcs B (popMe IpakTUYECKOH
MOATOTOBKM M TMPOBOAUTCA KaK HENPEPBIBHO, TAK W IyTEM YEPENOBAaHUS C
TEOPETUYECKUMH 3aHATUSMU 10 HENENSIM MPU YCIOBUU OOECIEUYEHHS CBSI3U MEXIY
TEOPETUYECKUM O0YyUYEHHUEM U COACPKAHUEM MTPAKTUKH.
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3.4 KaapoBoe o0ecneuyeHune npoiecca nNnponu3BoJACTBEHHON NPAKTUKH

OpraHu3anuio U pyKOBOACTBO IIPOU3BOJACTBEHHOW MPAKTUKON OCYILIECTBISIOT
PYKOBOAMTENN MPAKTHUKKA OT 0Opa3oBaTeNbHOM OpraHM3allid U OT MPO(HUIBLHON
OpraHU3alHN.

4. KOHTPOJIb 3
MMPOU3BOJACTBEHHOU NTPAKTUKH

OIIEHKA

PE3YJbTATOB

HNnaexc Kon K, OK OcHOBHBIC ITOKA3ATEJIH OLIEHKH @®opMbI U METOABI
111 ’ pe3yJbTara KOHTPOJISI M OLCHKH
[1I1.01 OK 01. - pacmo3Haer 3aaqy u/uma | - HaOIoIeHue 3a
I111.02 npobseMy B MpodeCCHOHATBLHOM | JEATEIbHOCTHIO
I111.03 W/WIA  COUMAIBHOM  KOHTEKCTe, | OOydJarommxcs Ha
[1I1.04 aHAJIM3UPOBaTh U BBIACHATH €€ | MPOU3BOJICTBEHHOM
COCTaBHBIE YaCTH MIPAKTUKE;
- ompeneNnseT  JTambl  pEHIeHUs | - OIIeHKa
3a/la4yM, COCTABIISIET TJIaH JCHCTBUS, | BBINOJHEHHBIX Y4eOHO-
peann30BBIBACT COCTaBJICHHBIA | MPOU3BOJICTBEHHBIX
IJIaH, OMNpelesieT HeoO0XOoAUMbIE | padoT;
pecypchl - OTYETHI 10 TPAKTHKE;
- BeBIIET U 3dekTuBHO wuieTr | auddepeHIMpoBaHHBIN
nHpOpMALNIO, HEOOXOMUMYIO ISl | 3a4er.
pelIeHus 3a/1a4u U/UId TIpoOJIeMbl
- BIIAJCET aKTyaJbHBIMA METOJAMH
paboTtel B MpodeCCHOHATBHOU U
CMEXHBIX chepax
- OLIEHUBAeT pe3ynbTaT u
MIOCNENCTBUSL  CBOMX  JIEWCTBUH
(caMOCTOATENBHO WM C TOMOIIBIO
HaCTaBHHKA)
OK 02. - ompenemnsieT 3amavyM IS MOMCKa

nH(popMaluY, TMIAHUPYET MPOIECC
MOUCKa, BBIOMpAET HEOOXOIUMBIE
WCTOYHUKHU MH(OpMaIuu

- BbIAENSET Hambosee 3HAYNMOE B

IepeyHe nH(popMaluu,
CTPYKTYpUpPYET MOJTy4aeMyo
nHpopmanuio, odopmiiser
pe3yabTaThl MOUCKA

- OLEHHUBAET MPAKTUIECKYIO

3HAYMMOCTb PE3YyIbTAaTOB MIOUCKA
- TpHUMEHSET cpencTBa
MH()OPMAIIMOHHBIX TEXHOJOTHH s

peueHus npodeccuoHaIbHBIX
3a1a4

- HCIOJIB3YET COBPEMEHHOE
nporpaMMHOe  oOeclieyeHue B

npo¢eCCHOHATBHON IEATETLHOCTH

- UCHOIB3YET pa3InyYHbIe
nuQpoBbIe CPEACTBA IS PEIICHUS
npoeccHoHANBHBIX 3324

OCBOEHUA
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OK 03.

- OmpenenseT aKTyaJIbHOCTb
HOPMAaTUBHO-IIPABOBOU
JTOKYMEHTAITUU B
npodeccnoHaABHOM e TEIBHOCTH

- NPUMEHSET COBPEMEHHYIO
Hay4YHYIO npodeccrnoHaIbHYIO
TEPMUHOJIOTHIO

- ompeienseT W BBICTPaMBaeT
TPAaeKTOpUU  MPO(ECCHOHATBHOTO
pa3BUTHS U caMO0Opa30BaHuUs

- BBISBIISICT JIOCTOWHCTBA u
HE/IOCTaTKA KOMMEPUYECKOW uaeu

- ompeiensieT  WHBECTHIIMOHHYIO
MPUBIICKATEIFHOCTh KOMMEPUYECKUX
uaerd B pamMkax MnpogecCHOHATbHOM
NESATSIIbHOCTH, BBISBIISICT HCTOYHUKH
(buHAHCHPOBAHMUSI

- TPE3CHTYeT  WJACU  OTKPBITHUSA
COOCTBEHHOTO nena B
npodeccnoHATEHOM TeATeTbHOCTH

- ompenenseT HUCTOYHHUKH
JIOCTOBEPHOM IIPaBOBOM
nHpopmauu

- COCTaBJISIeT Pa3IUYHbIC PABOBBIC
JOKYMCHTBI

-  HAXOAWT WHTEPECHBIC MPOCKTHHIC
UJeH, TPaMOTHO UX (OPMYIHUPOBATH
Y JTOKYMEHTHPOBATh

- OIEHMBAET  >KU3HECHOCOOHOCTh
MPOEKTHOM HJIEH, COCTABISET IUIaH
MIPOEKTa

OK 04.

- OpPraHHU30BbIBAET paboty
KOJIJICKTHBA U KOMaH/Ibl

- B3aMMOJCUCTBYET C KOJUIETaMH,
PYKOBOJICTBOM, KJIHMEHTaMH B XOj€
poheCCUOHAITBHON IEATETbHOCTH

OK 05.

- TPaMOTHO H3JIaraeT CBOM MBICIHU
u  odopwisIeT  JTOKYMEHTHI  TIO
npodeccHoHabHOM  TEeMaTHKE Ha
TOCY/IapCTBECHHOM SI3BIKE

- TpOSBISET  TOJEPAHTHOCTH B
paboueM KOJUICKTHBE

OK 06.

- MPOSIBIIAET IPaXKIaHCKO-
MaTPUOTUIECKYIO TIO3UITUIO

- JIEMOHCTpPHUPYET OCO3HaHHOE
MOBEJICHHE

- OIHUCHEIBAaCT 3HAYHUMOCTL CBOEU
npodeccun

- IPUMEHSET CTaH1apThl
AHTUKOPPYINIIMOHHOTO MMOBEJECHHUS

OK 07.

- coOmomaer HOPMBI
JKOJIOTHYECKOI 0€30IIaCHOCTH




154

- ompenenser HaTpaBJICHUS
pecypcocOepekeHrsi B paMKax
npoeCCHOHATILHON  JeSITeITbHOCTH
o npodeccuu

- OpraHu30BBIBACT
po(eCCHOHATIBHYIO IEATEIBHOCTD C
coOJIr0ICHHEM NPUHITUIIOB
Oepe’KIIMBOTO MPOU3BO/ICTBA

- OpraHu30BBIBACT
po(heCCUOHATIBHYIO IEATEIBHOCTD C
y4eTOM 3HaHWH 00 W3MEHEHHH
KJIMMAaTHYECKUX YCIIOBUI PerHoHa

- addexTrBHO NEHCTBYET B
YpE3BBIYANHBIX CHUTYAIUSIX

OK 08.

- HCIOJB3YET (U3KYITBTYPHO-
O3IIOPOBUTEIIBHYIO  JICATCIBHOCTD
L YKpEIUICHUS 3II0POBBSI,
JOCTUKCHUSA JKNU3HCHHBIX u
npodeCCHOHAIILHBIX 1IENIeH

- HOPUMCHICT palnuoOHaJIbHBIC
MPUEMBbI JIBUTATEIbHBIX (YHKIUH B
npodeccCnOHATEHOM IeATEIIBHOCTH

- TIOJIB3YeTCs CpeIcTBaMu
npoWIAKTUKA  TIepEHAIPSKEHUS,
XapaKTePHBIMU ISt JTAaHHOHN
npodeccun

OK 09.

- TIOHUMaeT OOIIMA CMBICT YETKO
NIPOM3HECCHHBIX BBICKA3bIBAHUH Ha
W3BECTHBIE TEMBI
(mpoeccroHanbHble U OBITOBBIE),
MOHMMAeT TEeKCThl Ha 0a30BbIE
npo¢eccuOHAbHbIE TEMBI

- ydacTByeT B  Juajorax Ha
3HaKOMBIE o0miue "
npo¢eccuoOHaAIbHbIE TEMBI

- CTPOHMT MPOCTHIC BBICKA3BIBAHUS O
cebe 1 0 cBoel mpodeccHOHATBLHON
JEeSITeTbHOCTH

- KpaTko 00OCHOBBIBAET "
OOBSCHSIET CBOM JICHCTBUS (TEKyIIne
U IJIAaHUPYEMBIE)

- MUIIEeT POCThIE CBSI3HBIC
COOOIEHHsST Ha 3HAKOMBIE WU
WHTepecylomue MpodheccHoHaTbHBIC
TEMBI

ITIT 01

K 1.1

- UCTIOJIb3YEeT CpeicTBa
MH(OPMALIMOHHBIX "
KOMMYHHUKAIIMOHHBIX ~ TEXHOJOTHH
JUIE  TIONydeHHWsT W [epeladn
nH(popMannu;

- BEJIET U UCIIOJIb3yeT B paboTe Oazy
KOHTAKTOB OpTraHU3aIlHH;

- Ha0mojeHue 3a
JIESITEIIBHOCTBIO
o0y4aromuxcst Ha
IIPOU3BOJCTBEHHOMN
MIPAKTUKE;

- OIIEHKa
BBITIOJITHCHHBIX ~ y4eOHO-
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- BEIET YYETHBIC PETHUCTPAIMOHHBIC
dbopMBI,  UCTHONB3YyeT  UX  JUIA
MH(POPMAITMOHHON pabOTHl U PAOOTHI

1o KOHTPOJTIO HCITOTHEHUS
MOPYYCHUH;

- YCTAHABIWBACT W IOAJICPKHBACT
KOMMYHHKAITUH B mporecce
JICJIOBOTO  OOIIEHHSI C ITOMOIILIO
CPEJICTB UH(OPMAITMOHHBIX u

KOMMYHHKAITUOHHBIX TEXHOJIOTHA;,

- CITAKUBAeT  KOH(DIUKTHBIE U
CIIOKHBIE CUTyalluu
MEXKIMYHOCTHOTO B3aUMOJICHCTBHS;

- cOoOMIOAaeT CITyKEeOHBIN ATHKET;

- obecnieunBaeT MHGPOPMAIUOHHYIO
0€301acHOCTb JeSATeTbHOCTH
OpraHu3aIH.

K 1.2

- BCTPEYAeT MOCETUTENIEH, OIyYaeT
IIEPBUYHYIO UHPOPMALIUIO 0
IIOCETUTEISX, yCTaHABIIUBAET
HMOpANOK IpuéMa I Ppa3IudHbIX
KaTerOpuil OCETUTENEN;

- BEACT YYETHBIE PErMCTPALMOHHBIE
¢dbopMBI TIO TIPHEMY TOCETHUTENEH U
oopmIsieT mponyck;

- BeleT  npu€M, mepegadyy U
OTIIPaBKY IOKYMEHTOB;

- OPraHHU30BBIBAET U  OpOHUPYET
IIEPETOBOPHBIE KOMHATBHI;

- cepBUpyeT uyaiiHble (KO(QeilHbIe)
CTOJIBI B OHCE;

- IpUMeHsAeT B paboTe cpeacTBa
MH(pOPMAaIMOHHBIX U
KOMMYHHMKAIIMOHHBIX TEXHOJIOTHH;

- IPUHHAMAET MEPHI 110 COXPAHEHUIO
KOH(pUIeHIMaTbHON HHOpMaLUKu B
X0J1€ IpUEMa NOCETUTEIICH.

K 1.3

- BpIOMpaeT GpopMbl IITAHUPOBAHUS U

odopmiser TUTAHUPOBIIUK
(opranaiizep)  pPyKOBOOUTENS  H
CeKpeTapsi;

- YCTaHaBJHMBAET IIETH, OIPENEeNsIeT
IPUOPUTETHOCTh U OYEpPEIHOCTD
BBITIOJTHEHUST paboT U d(PPeKkTuBHO
pacripenienser pabouee BpeMms;

- COTJIAaCOBBIBAET BCTPEUH "
MEpPONPUATHS U BHOCUT
nHbOpMAIMIO B TUTAHWPOBIIUK
(opranaiizep);

- UHPOPMUPYET PYKOBOAMUTENS O
NpUOITHKEHUN BpEMEHU U

PErIIaMCHTC 3aIlJTAaHUPOBAHHBIX

HPOU3BOJICTBEHHBIX
pabor;

- OTYETHI [0 PAKTHKE;
G depeHIIMPOBAHHBIN
3ayer.
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BCTpEY U MEPOTIPUSITUI;

- BBIOMpaeT ONTUMAJbHBIE CIIOCOOBI
BHEIITHETO u BHYTPEHHETO
MHGOPMHUPOBAHUS O IUIAHUPYEMBIX
MEPOIPUITHSIX;

- obecrieunBaeT HWH(POPMALUOHHYIO

0€3011aCHOCTb JeATeNbHOCTH
OpraHu3aINH;

- mpuUMeHseT B paboTe cpencTa
MH(POPMALIMOHHBIX u
KOMMYHHUKAIIMOHHBIX TEXHOJOTHH.

I[IK 1.4 - COCTaBJIsI€T u odopmiseT
JOKYMEHTBI JUIs A€TIOBBIX MOE3/I0K;

- OCYILECTBJIIET TPEBEI-MOAJIEPKKY
JIEJIOBBIX MOE3/10K;

- COIVIACOBBIBAECT C IPUHHUMAOLIEH
CTOPOHOH MPOTOKOJ IJIAHUPYEMBIX
MEpPOIPUITHI U dopmupyet
IIpOrpamMMy J1eJI0BOH MOE3IKHU;

- HUCIIOJIb3YET CpeacTBa
HMH(pOPMAaLMOHHBIX u
KOMMYHHUKAIIHOHHBIX ~ TEXHOJIOTUI
Ui oOecreyeHus! B3aMMOAECHCTBUS €
PYKOBOIUTENEM BO BpeMsl  €ro
JIeJIOBOM MOE3/IKH;

- oopmIISieT OTUYETHBIE JOKYMEHTHI
0 JICJIOBOM MOE3JKE.

IIK 1.5 - OpPraHM30BBIBAET pabouee MECTO B
COOTBETCTBUM C  TpeOOBaHUSIMHU
SPrOHOMHUKH U KYJIBTYpPbI TPYAQ;

- obecrieunBaeT pabouee MECTO U
(GyHKIMOHAIIBHOE pabouee
MIPOCTPAHCTBO HE00XO0IMMBIMU
cpeacTBamMu OpraHU3alOHHON
TEXHUKHU, MeOenbio u
KaHIEJIAPCKUMH
MIPUHAATICKHOCTSAMU;

- TOJICP)KUBACT CpeacTBa
OpPraHU3alMOHHOW  TEXHUKHU B
paboueM COCTOSTHHH.

IIK 1.6 - OpraHU30BBIBAECT rporece
MOJITOTOBKH U IIpOBE/ICHUE
KOH(EpPEeHTHOT O MEpPOIPHUATHS

WHAMBUIYaIbHO W B COCTaBe
paboyeii rpynimsl;
- JOKYMEHTUPYET pa3Hble dTalbl

MIPOLIEAYPBI MTOATOTOBKH u
[IPOBEACHUS KOH(EPEHTHOTO
MEpOIPUATHS;

- CcOOJIOMaeT OTHUKET W OCHOBEI
MEXyHAapOAHOTO MPOTOKOJIA;
- OCYHIECTBIIsIET cOOp, 00paboTKy
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uHpOpManuy, CHCTEeMaTH3aIUI0
MONy4yaeMbIX M TepelIaBaeMbIX
TaHHBIX;

- OCYIIECTBISIET MIPOBEPKY
JOCTOBEPHOCTH, HIOJTHOTBI U
HEIPOTUBOPEYHBOCTH JTAHHBIX,
UCKJIIOYEHUE TyOIMpPOBaHUS
uH(pOpMaIHH;

- TIpUMEHSET nH(pOpPMAIMOHHO-
KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH.

K 1.7

- COCTaBJISIET MIPOEKTHI
OpraHU3aIMOHHBIX,
paciopsANTEIbHBIX u
HH(POPMAIIMOHHO-CIIPABOYHBIX
JIOKYMEHTOB, B TOM qucie
JIOKYMEHTOB, COJIepIKaIIIIX
KOH(DUIEHIINATBbHYIO HHPOPMAIHIO;

- oopmitsieT OpraHU3aIlMOHHO-
pacropsiIuTEIIbHBIC JTIOKYMEHTBI
(OpUrHMHaJIBI U KOHH);

- CKaHHpYET, KOMUPYET H
KOHBEPTHPYET JOKYMEHTBI B
pasznuyHbie GOpPMATHI;

- OCYHIECTBIIICT MTPOBEPKY MPOEKTOB
JIOKYMEHTOB Ha COOTBETCTBUE
MIpaBWJIaM JICIIOTIPOU3BOICTBA;

- MPUHUMAET u MPOBOJIAT
MEePBUYHYI0 00pabOTKy BXOJSIIUX
JIOKYMEHTOB;

- MPOBOAUT MpeBapUTEIILHOE
paccMoTpeHue BXOJISIIIINAX u
BHYTPEHHUX JIOKYMEHTOB;

- perucTpupyer BXOJSIINE,
HCXOJISIINE " BHYTPEHHHUE
JIOKYMEHTBHI,

- KOHTPOJHMPYET  MapHIpyTHU3AIHIO
JOKYMEHTOIIOTOKOB B OpIaHU3alMH

(cornmacoBanue, MOIHACAHUE,
yYTBEPXKACHHE, perucrparus,
O03HAKOMJICHHE u HCIIOJTHCHHUE
JIOKYMEHTOB);

- OCYIIECTBJISIET CPOKOBBIA KOHTPOJIb
HCIOJIHEHUS JOKYMEHTOB;

- OCYHIECTBJISIET  MOJATOTOBKY U
OTHPaBKy UCXOIAIINX TOKYMEHTOB;

- COCTaBJIsIET OTYETHI u
aHAJIUTHYECKHUE CIIpaBKU 00
HCIIOJIHCHUHN JJOKYMCHTOB;

- BeJIeT nH(pOPMaIMOHHO-
CIPaBOYHYIO pabory o
JOKYMEHTaM;

- OCYUIIECTBIISIET paboty c
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OpraHru3allMOHHO-
pPacnnopAIUTCIIbHBIMU ~ JOKYMCHTaAMU
B aBTOMATHU3HUPOBAHHBIX CUCTEMAx.

IIK 1.8

- o0ecrne4nBaer COXPaHHOCTh
MePCOHANBHBIX JTAHHBIX PAOOTHUKOB;
- OpPraHHU30BbBIBACT
JOKYMEHTO000POT o
MPE/ICTABJICHUIO  JTOKYMEHTOB IO
NEpCOHaTy B  TOCYIapCTBEHHBIE
OpraHbl;

- OpPraHHU30BHIBACT
JOKYMEHTOOO0OpOT Mo y4éry U
JBUKEHUIO pa0OTHUKOB;

- BT BOMHCKUHN y4ET paOOTHUKOB;
- BeAeT y4€r paboduero BpEeMEHH
PabOTHHKOB;

- oopmiser OpraHU3aI[MOHHO-
paclopsANTENbHBIC JOKYMEHTBI TIO
JTUYHOMY COCTaBY;

- BEIET perucTpanuio, YUET,
OlepaTUBHOE XPaHEHUE JOKYMEHTOB
0 TMYHOMY COCTaBY;

- BeJeT JOKYMEHTAIHUIO,
MOJTBEPKAIONIYI0  CBEICHUS O
TPYAOBOH AESITETLHOCTU U TPYAOBOM
CTake pabOTHHUKOB;

- dopmupyer JTUYHbBIE nena
PabOTHHKOB;

- opopmiiser nena MO JIMYHOMY
COCTaBy [UIsl TEepeladyd B aApXHB
OpraHH3aI;

- paboraer co
CHeIHATN3UPOBAHHBIMU
WH()OPMAIMOHHBIMUA CUCTEMaMH |
0a3amMM TaHHBIX IO BEJICHUIO yuéTa U
JIBIKEHUIO paOOTHHUKOB.

IIK 1.9

- pa3pabaThIBaeT HOMEHKJIATYPY JeT
OpTraHH3aIIH;

- TMpoBepsieT MPAaBUIBHOCTD
odopMIIeHUS TOKYMEHTOB U OTMETKH
00 WX WCHOJHEHHH Tepel HX
dbopmupoBaHreM B JeN0 A
MOCIIEAYIOLIETO XpaHEHUS;
dbopmupyer gena, KOHTPOJIUPYET
MpaBWJIBHOE U CBOEBPEMEHHOE
pacnpezeneHue " TTO/IITUBKY
JIOKYMEHTOB B Jlella B COOTBETCTBUU
C HOMEHKJIATypOu JIeT;

- TIpOBEpSiIET  CPOKHU  XpaHEHUs
JIOKYMEHTOB, COCTaBISIE€T MPOTOKOJI
paboThl IKCMEPTHOH KOMHCCHU TIO
MOJITOTOBKE JJOKYMEHTOB K TIepejave
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B apXUB;

- COCTaBJSIET aKT O BBIJCICHUU K
YHUUYTOKEHUIO  JIOKYMEHTOB,  HE
MOJIeKAITUX XPAHEHUIO;

- COCTaBIsieT akT 00 YHHMUYTOKEHUU

JOKYMEHTOB;
- OCYIIECTBIISIET MOJIHOE WIH
YaCTUYHOE oopmienue nen
BPEMEHHOTO, MOCTOSTHHOTO,
JI0JTOBPEMEHHOTO CPOKOB XPaHEHUS;
- COCTaBIIsieT omnucH nen
CTPYKTYPHBIX MoApa3IeICHUI
MIOCTOSIHHOTO, JOJITOBPEMEHHOTO

CPOKOB XpaHEHHUsl JJIA Mepeadu el
B apXHUB OpraHU3AIINH;

- MPUMCHSET UH(POPMAITMOHHO-
KOMMYHHKAIIUOHHBIE  TEXHOJIOTHH
IpH1 paboTe C TOKYMEHTaMHU.

I1IT1 02. [IK 2.1 - paboraet ¢ | - HaOIroaeHue 3a
MOIpa3 IeIICHUSIMUA/ OPTaHU3AIUSIMU JIeATEeITbHOCTHIO
HMCTOYHUKAMHU KOMIUIEKTOBAHUSA | OOYyYaroIuxcs Ha
apXxuBa; IIPOU3BOJCTBEHHON
- IPUHUMAET apXUBHBIE Jena | MpaKTUKE;

(IOKYMEHTBI) Ha TIIOCTOSIHHOE WM | - OIleHKa
JOJITOBPEMEHHOE XPaHEHHE, BBITIOJTHEHHBIX ~ Y4eOHO-
- y4acTByeT B MPOBEJCHUHN | TIPOU3BOACTBEHHBIX
OKCIEPTH3bl IIEHHOCTH pa3IUYHBIX | paboT;

TUTIOB W BHUJOB JIOKYMEHTOB B | - OTYETHI IO MPAKTUKE;
COOTBETCTBUM  C  BHYTpPEHHUMH | nuddepeHupoBaHHbIHI
periiaMeHTaMH OpTraHu3allnuu; 3ayer.

- IPUMEHSIET B pabote
PEKOMEHAaIN OKCIICPTHO-
MIPOBEPOYHON KOMHUCCHHU WITN

9KCIIEPTHON KOMHUCCHM OpraHU3aluy;
- IPUMEHSAET MEPEUHU C yKa3aHUEM
CPOKOB XpaHEeHUs /€] (JIOKyMEHTOB);
- cOOMI0JJaeT HOPMATUBHBIE CPOKHU
XpaHeHus Ael (JIOKyMEHTOB);

- BEJIET yu€T HMCTOYHHKOB
KOMITIJICKTOBAHUA apXHrBa,
- UCHOJIb3YET IepeI0BOU

OTEUYECTBEHHBIN U 3apyOe HBIA ONBIT
10 KOMIUIEKTOBAHUIO apXUBa JI€aMH
(IoKyMeHTaMH)  MOCTOSIHHOTO U
JOJICOBPEMEHHOI'O XPaHEHU,

- UCIIOJIB3YET COBPEMEHHBIE
aBTOMATHU3UPOBAHHBIE,
nH(pOpMaLIOHHbIE u
TEJEKOMMYHHUKAIMOHHbBIE
TEXHOJIOTMM  JIOKYMEHTHPOBAaHHBIX
cdep AeATeNbHOCTH OPraHU3aIHH.
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IIK 2.2

- TIOJIB3yeTCs YUETHBIMH
JOKyMEHTaMHU B pamKax
AJIEKTPOHHBIX MH(POPMALIMOHHBIX
CUCTEM JIOKYMEHTHPOBAHHBIX cdep
JeSITeIbHOCTH OpTaHU3aIlHH;

- TIOJB3yeTCs
CepTUPHUIMPOBAHHBIMU
ABTOMATHU3MPOBAHHBIMUA CUCTEMAMH
JOKYMEHTUPOBaHHBIX chep
NEATEIbHOCTH ~ OPTaHM3allMd 110
yu€Ty, pEerucTpanuu, KOHTPOIIO eI
(1OKYMEHTOB);

- TOJIB3yeTCs WH(POPMAIIMOHHO-
CIIPaBOYHBIMU CUCTEMaMH
JOKYMEHTHPOBaHHbBIX chep
NeSATSIILHOCTH OpraHU3aIuy;

- BeIeT CIPAaBOYHO-TIOUCKOBBIC
CpeICcTBa K  aApXUBHBIM  JIejaM
(TOKyMeHTaMm);

- Bemer yuér crpaxoBoro ¢oHma
ApXHUBHBIX e (JOKYMEHTOB);

- TIPUMEHSET HOPMAaTHUBHBIC
MIPaBOBBIC aKTBHI, JIOKaJIbHbIE
HOPMATUBHBIC aKThl OpPraHU3alUd U
METOMYECKHUEC JIOKYMCHTBI B
obmacth  yu€ra apXUBHBIX JIel
(IOKyMEHTOB);

- BHOCHT TIPEITIOKEHUS o
COBEpIIIEHCTBOBAHUIO
METOAMYECKOTO OOecreyeHus: yuéra
pa3HBIX BUJOB  JOKYMEHTOB B
JIOKYMEHTHUPOBAHHBIX cdepax
JIeSITEeIbHOCTH OpraHu3aIuu.

K 2.3

- CHCTEMaTHU3HUPYET nena
(IOKyMEHTHI);

- pa3mMermiaer apXMBHBIE nena
(IOKyMEHTHI) Ha MeCTax XpaHEHHs B
COOTBETCTBUM C  HOPMATHBHBIMHU
TpeOOBaHUSMU B 00J1aCTU apXUBHOTO
JieTia ¥ yIIpaBIICHUS IOKyMEHTAMU;

- cOOJII0/1aeT HOPMATUBHBIE PEKUMBI
XpaHEHUs APXUBHBIX Jie
(IOKYyMEHTOB) Ha TOOBIX HOCUTEISIX;
- IPOBOJIUT  TIPOBEPKY  ITOJTHOTHI
COCTaBa AapXUBHBIX JIOKYMEHTOB B
eIMHHIIAX XPAHCHHUS,

- TIPOBOJIUT OMHMCAHHUE APXUBHBIX €T
(1OKyMEHTOB);

- COCTaBJISET CIPABOYHO-MTOMCKOBBIC
CpelICTBa K  apXUBHBIM JeliaM
(moxymeHTam);

- BefIeT y4€T W KOHTPOJb BBIIAYU




161

apXMBHBIX Jen (IOKYMEHTOB) W3
apXUBOXPaHWIUIIA U UX BO3BPATa;

- BeeT Y4€T M KOHTPOJIb INepeaayu
nen (1OKYMEHTOB) B
roCcyIapCTBEHHBIN/MYHHUITUTIATBHBIHA
apXMB WJIM HA WHOE BHEIIHEE
XpaHeHue U npuéma Jiel ¢ BHEIIHETro

XpaHEHUS;
- MPOBOAMT TIOJHMCTHYIO TPOBEPKY
(u3rueckoro COCTOSIHUS nen
(TOKyMEHTOB);

- Pa3bICKMBAET HEOOHApYKEHHBIE
nena (TOKyMEHTHI);

- 3alUIIaeT UH(POPMALIMOHHBIE
pecypcbl apxuBa OT
HECAHKIIMOHHPOBAHHOTO JIOCTYTIA.

I1IK 2.4

- OpPraHu30BBIBaCT M OO0CCIICYHBACT
XpaHEHHE Jen (IOKYyMEHTOB)
BPEMEHHOT'O XPAHCHUsSI OpraHH3aluu
B TPaIUIIMOHHOM U B J3JICKTPOHHOM
BUJIC;,

- KOHTPOJHPYET pa3paboTKy
CTPYKTYPHBIMH  TOJIpa3ACICHUSIMU
ONMmHcel W aKTOB O BBIJICICHHH Ha
YHUYTOXKEHHUE Jie  (JOKYMEHTOB)
BPEMEHHOTO XpaHeHUs B
TPaJIULIMOHHOM U B JJIEKTPOHHOM
BUJIC;

- (opMHpyeT eIUHHUIIBI XpaHEHUs
JOKYMEHTOB JUISI UX TIOCIIEIYIOIIErO
pa3MelieHus B apXUBE OPraHu3allnu;
- COCTaBJISIET CIPABOYHO-TIOMCKOBBIC
CpeICcTBa K  apXUBHBIM JelaMm
(moxymeHTam);

- OCYILIECTBIISIET TTOHCK nen
(TOKYMEHTOB) BPEMEHHOT'O XpaHEHUS
B IIpollecceé MX  XpaHEHUs B
CTPYKTYPHBIX  TIOJPA3JICICHUSIX U
apXuBe OpraHU3AIlNH;

- OCYILIECTBIISIET METOANUYECKOE
PYKOBOZCTBO OpraHusanuen
XpaHeHusi Jen  (JIOKyMEHTOB) B
CTPYKTYPHBIX NOJIpa3AeIIEHUAX
OpraHH3aIuiy;

- OKa3bIBaeT CTPYKTYPHBIM
MOJIPa3/IeNeHUsAM MPAKTHYECKYIO

MOMOIIlb B OpPraHM3allid XpaHEHUs
nen (TOKyMEHTOB);

- pa3pabarsIBaeT CIIPaBOYHO-
MH(OPMALIMOHHBIE JOKYMEHTBI I10
OpraHM3ali HCIOJIb30BaHUS €I
(IOKyMEHTOB) BPEMEHHOT'0 XpaHEHUs
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B CTPYKTYPHBIX TOApa3ACICHUAX W
apXWBE OPraHMU3AIINH;

- TPOBOJUT SKCIEPTU3Y IICHHOCTH
nen  (DIOKyMEHTOB)  BPEMEHHOIO
XpaHEeHHUs, TIEPEIaHHbIX B apPXUB;

- ompenenseT CPOKM XpaHEHHUs el
(TOKyMEHTOB) BPEMEHHOT'O
XpaHEHUS;

- o0ecrieyrBaeT 3alUTY piSh) |
(IOKYyMEHTOB) BPEMEHHOT'O XpaHCHUS
B OpraHu3aIuu oT
HECaHKIIMOHUPOBAHHOTO J0CTyTIa
WA YHUYTOXCHUS;

- MPOBOJUT buznyeckoe
YHUYTOXKEHHUE Jied  (JOKYMEHTOB)
BPEMEHHOT'O XPaHEHUS ¢ UCTCKIIMMH
CpOKaMu XpaHCHHS nocie
COTJIACOBAaHUSI CO  CTPYKTYPHBIMHU
MOJIPa3/ICIICHUSMU OpraHU3aIuu;

- opopMisIeT YYETHBIC JTOKYMCHTHI
00 YHUYTOXEHUHU AeN (JIOKYMEHTOB)
BPEMEHHOT'O XPaHEHUS ¢ UCTCKIIMMH
CpPOKaMH XpaHEHHUsI COBMECTHO CO
CTPYKTYPHBIMH  TIOJIpa3CIICHUSIMHU
OpraHu3aIuu

K 2.5

- cUCTeMaTu3upyer u  00o0Iaer
CBEJIEHUSI O COCTaBE€ M COJEp)KAHUU
apXUBHBIX JeJl (IOKyMEHTOB);

- UCTIOJIb3YeT nH(pOpMaIMOHHbBIE
TEXHOJOTMM B 00JacTH CO3/aHUSA
CIPAaBOYHO-TIOUCKOBBIX Cpe/CTB
apxuBa M JOKYMEHTHPOBAHHBIX cdep
NeSITeIbHOCTH OpraHU3aIiy;

- hopmupyer OCHOBHBIE u
BCIIOMOTATeNIbHbIE BHJIBI APXUBHBIX
CIPaBOYHUKOB B DJIGKTPOHHOU
opme;

- TIOATOTaBIMBAET HH(POPMAITMOHHBIC
JOKYMEHTBI o 3arpocam
MI0JIb30BaTENEN pa3IMYHBIX
KaTEropuil.

I1IT 03.

IIK 3.1

- YTOYHSET )51 dopmanuzyer
npobieMy TpakJIaHMHa B XOJe
JIMajora;

- odopmiser 3asBKH Ha
KOHCYJIbTAI[HOHHBIC YCITYTH;

- oOpabarsiBaeT IIEpCOHAIbHBIE
JTaHHEIC,

- cobupaer, aHaJIM3UPYET U
o0o0maer uH(pOpMaLHIO o
Bonpocam npumenenus UKT;

- WCIIONIB3YeT  CPEACTBA  CETEBBIX

- Ha0IoIeHue 3a
JIESITENbHOCTHIO
00yJaroIIXCst Ha
MIPOU3BOJICTBEHHOU
MIPAKTUKE;

- OIIEHKa
BBITIOJITHCHHBIX ~ y4eOHO-
MIPOU3BOJICTBEHHBIX
pabor;

- OTYETHI [0 MPAKTHKE;
nuddepeHpoBaHHBIN
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KOMMYHUKaIUM u
CEPBUCOB.

COoHaJIbHbBIX

[IK 3.2

- TIOJITOTaBJIMBACT MPE3CHTAINH;
- 0OpMIISET JTUCTOBKH M OYKJIETHI TIO
THIIOBBIM I1a0JI0HAM;

- o0ecrneunBaeT MIPOJBUKCHHE
nH(pOpPMALIUU O MEPOTIPUSTHH;

- PEruCTpUpyeT YYaCTHHUKOB;

- KOHTPOJIUPYET TOTOBHOCTh
TEXHUYECKOTO 00eCTIeueHus;

- OIpAalIUBACT yYACTHUKOB;

- COCTaBJISIET u obOpabaThIBaeT
AHKETHI.

I1K 3.3

- IPOBOAUT OOBSACHEHUE C IOKA30M
neiicreuit (IIK, wuHTepHer, onnaiin-
CEPBHCHI, MOOHMIIbHBIE YCTPOICTBA);

- KOHCYIbTHPYET  TPaXIaH IO
PYKOBOJICTBOM CIEIIUAIINCTA;

- BEIeT IUAJIOT C Y4Y4eTOM BO3pacTa
cobecenHUKa;
- OLICHHUBAET
KOHCYJbTaIUH;
- HCIIOJIb3YeT CpeacTBa
nH(pOpPMaIMOHHOM 0€30MMacCHOCTH.

pe3yIbTaTUBHOCTH

3a4CT.

[1IT 04.

[IK 4.1

- TOJIB3YETCSI aBTOMAaTU3UPOBAHHBIMU
CUCTEeMaMH  y4YeTa, perucTpaluy,
KOHTPOJIS u MH(pOPMaIMOHHO-
CIPAaBOYHBIMHU CHUCTEMaMH IIpH padoTe
C IOKyMEHTaMH OpraHU3aluu;

- IPUMEHSET COBPEMEHHBIE
MH(}OPMALIMOHHO-
KOMMYHHMKAIIMOHHBIE TEXHOJIOTHH IS
paboThl C TOKYMEHTaMH, B TOM 4YHUCIE
JUI €€ ONTHMHU3ALMKM U TIOBBIIICHUS
3 PEeKTUBHOCTH.

- HabmroneHue 3a
JIESITENIbHOCTHIO
00yJaronImxcst Ha
MIPOU3BOJICTBEHHOU
MIPAKTUKE;

- OIIEHKa
BBITIOJIHEHHBIX ~ y4eOHO-
MIPOU3BOJICTBEHHBIX
pabor;

- OTYETHI M0 MPAKTHKE;
- 1muddepeHIpOBaHH
bIN 3a4eT.




