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1. OBILIASI XAPAKTEPUCTHUKA ATAIITUPOBAHHOM PABOYEM ITPOT' PAMMBI
IMPO®ECCHUOHAJIBHOI'O MOAYJIA
IIM.01 OCYIIECTBJIEHUE OPTAHU3AIIMOHHOI'O M IOKYMEHTAIIMOHHOI'O
OBECIIEYEHUA NEATEJBHOCTU OPTTAHU3AIIUN

KO U HAUMEHOBAaHUE MOYJIAA

1.1. leab u MecTO NpoGecCHOHATBHOI0 MOAYJIA B CTPYKTYpe a1aNTHPOBAHHOM
OCHOBHOM 00pa30BaTeIbHOI MPOrpaMMbl
Ilens Monynsa: oOcBOEHHE BUAA AEIATENbHOCTH «OCYILECTBICHUE OPraHU3allMOHHOTO U
JOKYMEHTAI[MOHHOTO O0ECTIeUeHUsl ACSITeIbHOCTH OpTaHU3aI[II».
[TpodeccrnonanbHbIi MOAYTH BKIIOYCH B 00S3aTENBHYIO YacTh aJalTHPOBAHHOW OCHOBHOM
00pa3oBaTesbHOI MPOTrpaMMBl.

1.2. Ilnanupyemble pe3y/JbTaThl 0CBOCHHUS NPO(PecCHOHATIBLHOI0 MOAYJIS

PesynbTaThl OCBOEGHHST TPOPECCHOHATBLHOTO MOIYIS COOTHOCATCS C IJIAHUPYEMBIMHU
pesyiabTaTaMH  OCBOEHHS  aJalTUPOBAHHOM  OCHOBHOH  0Opa3oBaTelbHOM  IPOTrpaMMbl,
IIPEJICTABICHHBIMU B MATpHUIE KOMIETEHLIMH BBINyCKHUKA (1. 4.3 alanTUpOBaHHOM OCHOBHOM
00pa3oBaresbHOIl IPOrpaMMBbl).

B pesynbrare ocBoeHus Mpo(ecCHOHATBHOTO MOYJISl 00YYArOIIUICS TOJDKEH:

Kox OK, YMeThb 3HATD Baanerb HaBbIKAMH

MK

OK.01 pacrno3HaBaTh 3a/1auy | aKTyaJbHBbII
u/nnm npobiiemy B | IpodeccroHaIbHbBIN u
poeCCHOHATILHOM W/WIN | COLMAIbHBIM KOHTEKCT, B
COLIMAJIBHOM  KOHTEKCTE | KOTOPOM MIPUXOAUTCS
aHAJIM3UPOBATh 3ajjauy | paboTarh u KHUTb
u/nnm npobiemy U | OCHOBHBIE HUCTOYHUKHU
BBLIENATE €€ CcocTaBHbIC | MHPOPMALIUU U PECypChl
4acTU ONPENENATh JSTamlbl | JUIsl pelIeHus 3a1ad U
peleH s 3a]Jauy BBISBIATH | PpoOsieM B
n  S(PQPEeKTUBHO HUCKATh | MIPOPECCHOHAIBHOM W/WIH
uHpOpMaIHIO, COLIMAIBHOM  KOHTEKCTE
HE00X0IUMYIO JUISL | QJITOPUTMBI  BBITIOJTHEHUS
pemieHust 3ajaud  W/uiM | pabot B
po0IEMbI COCTaBJIATH | MpodeccnoHanbHOM U
U1aH JEUCTBUSL | CMEKHBIX obnacTsax
OTIpeIEIIsATh HEOOXOAUMBIE | METOIbI paboThI B
pecypcsl BJIAJIeTh | MPO(ecCHOHANTBHOM U
aKTyaJJbHBIMM ~ METOJaMH | CMEXKHBIX cdepax
paboThI B | CTPYKTYpY IJIaHa  JJis
npodeccnoHanbHOMN U | pelieHus 3ajad MopsSAoK
CMEKHBIX cdepax | OLIEHKH pE3yJIBTaTOB
pealin30BbIBaTh pelieHus 3a1a4y
COCTaBJICHHBIN IUaH | npogeccuoHaIbHON
OLICHMBATh pE3YyJbTaT U | AESTENbHOCTH
MIOCJIEACTBUS CBOMX
NENUCTBUAN
(caMOCTOATENBHO WM C
TTOMOIIIHIO0 HACTABHHKA)

OK.02 ONpEAENATh 3aJadud JJs | HOMEHKJIATypa
MoKMcKa HHPpOpMaIUN MH(OPMaLIMOHHBIX
OIpeieNIATh HeOOXOIUMbIE | HICTOYHUKOB,
WCTOYHHUKH WHPOPMAIIUK | IPUMEHSIEMBIX B
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IUTAaHUPOBATh nporecc
MOUCKA CTPYKTYPHPOBATH
MOJTy4aeMyIo
UHGOpPMALMIO  BBIIENIATH
Haubosee 3HAYMMOE B
nepevyHe NHPoOpMauu
OLICHUBATh MPAKTHYECKYIO
3HaYMMOCTb Pe3yJbTaTOB

MIOMCKa ohopMIIATH
pE3yJIbTaThI MIOUCKaA,
PUMEHATh cpencTaa
MH(POPMALMOHHBIX

TEXHOJIOTUH UIS PEIICHHUS
npo¢ecCHOHANBHBIX 3a/1a4
UCIIOJIb30BATh
COBPEMECHHOE
MPOrpaMMHOE
obecrieyeHne
UCIOJIB30BATh Pa3IMYHBIC
uppoBbIE CPEACTBA IS
pereHusI
poeCCHOHATTBHBIX 3a]1a4

npo¢eCCHOHAIBHON
JeSITeTbHOCTH MIPUEMBI
CTPYKTYpUPOBAHHUS
uHpopMauu ¢dopmar
opopMIIeHHST PE3YIHTATOB
MIOMCKA UH(pOpMaLIUH,
COBpEMEHHBIE Cpe/ICTBa U
YCTpOMCTBA
nH(pOpMaTU3ALINY TOPSIIO0K
ux MIPUMCHCHUS "
MPOrpaMMHOE
obecrieueHue B
npo¢eCCHOHAIBHON
JeSITEILHOCTH B TOM YHCIIE
c HCIIOJIb30BaHUEM
U (ppPOBBIX CPEACTB

OK.04

OpraHu30BBIBaTh  paboTy
KOJIJICKTHUBA 1 KOMaH/IbI
B3aUMOJICHCTBOBATh C
KOJUIETaMH,
PYKOBOJICTBOM,
KIINCHTAMHU B
npodeccnoHanbHOM
TSI TEIIbHOCTH

X0I¢€

IICUXOJIOTMYECKHE OCHOBBI
JIEATEIbHOCTH
KOJUJIEKTHBA,
IICUXO0JIOTUYECKHUE
0COOEHHOCTH JIMYHOCTHU
OCHOBBI MIPOEKTHOMN
JeATEIbHOCTH

OK.05

IrpaMOTHO H3JaraTh CBOU
MBICIH U OGOPMIIATH
JTIOKYMEHTBI o
npogecCuoHAIBHON
TeMaTHKe Ha
TOCY/IapCTBEHHOM  SI3BIKE,
MPOSIBIIATH TOJEPAHTHOCTD
B paboyeM KOJUICKTHBE

0COOEHHOCTH
COLIMAJILHOTO "
KYJIBTYPHOTO KOHTEKCTA;
IIpaBuia odopmieHus
JIOKyMEHTOB U IOCTPOEHHUS
YCTHBIX COOOIIEHUHN

OK.09

MOHUMATh OOIIMKA CMBICI
9EeTKO MTPON3HECEHHBIX
BBICKa3bIBaHU I Ha
W3BECTHBIC TEMBI
(mpodeccroHanbHbIE u
OBITOBBIE), ITOHUMATh
TeKCTBI  Ha  0a3oBbIC
po¢eCCuOHATBHBIC TEMBI
y4acTBOBaTh B JHajiorax
Ha 3HAKOMEIe OOIMe u
npodeccuoHaNbHBIE TEMBI
CTPOHTH MIPOCTHIC
BbICKa3bIBaHUS O cebe U O
CBOEH TpodecCHOHATHHOU

npaBuIIa MOCTPOCHUS
MPOCTBIX W CIOXKHBIX
MPEJI0KEHU I Ha
MpOoECCHOHAIBHBIE TEMBI
OCHOBHBIE
001eynoTpeOuTeIbHbIC
rnarojsl  (ObITOBas W
npodeccCuoHaIbHAs
JIEKCUKA) JEKCUYECKUI
MUHUMYM, OTHOCSTITHICS K
OTIHCAHUIO MPEeIMETOB,
CpPeACTB W  MPOIECCOB
npodeccHoHaNBHOMI
JIESITCIIBHOCTH




JeSTeNbHOCTH KpaTKoO | 0COOEHHOCTH
00OCHOBBIBATh U | IPOU3HOLIEHUs]  IIpaBWJIa
OOBSICHATh CBOM JCUCTBUS | UTCHHUS TEKCTOB
(Texyuue U | IpodecCHOHANTBHOM
IUTAHUPYEMBIE) IUcaTh | HAIPaBJIEHHOCTU
IIPOCTHIE CBSI3HBIE

COOOLIEHNsI Ha 3HAKOMBbIE

I MHTEPECYIOIINE

1po¢eCCUOHAIIbHBIE TEMBI

K 1.1 UCIOJIb30BAaTh  CPEACTBA | HOPMATHUBHBIE  IIPABOBBIE | MOJIYYEHHUs] HEOOXOAUMOI
MH(GOPMaLIMOHHBIX U | aKThl Poccuiickoii | nHpopmanuu M nepenadu
KOMMYHUKAIIUOHHBIX @enepanii B cdepe | CAHKIMOHUPOBAHHON
TEXHOJIOTUI Ui | ”HOPMAaLIMOHHBIX u | “”HpopMaLuu c
MIOJIyYEHUSI U Tepefadd | KOMMYHHKAIlMOHHBIX HCIIOJIb30BAHUEM CPEJICTB
uH(bOpMaINH; TEXHOJIOT Ui, MH(POPMaLIMOHHBIX u
BECTM M HCIOJB30BaTh B | CTPYKTypa OpraHU3aluy, | KOMMYHUKAIIMOHHBIX
pabore 0a3y KOHTAakTOB | €€ 3aa4M U QYHKINU; TEXHOJIOTUH
OpraHu3aluy; IpaBuIIa [IPOBEJICHUS
BECTH yUYETHBIE | JI€IOBBIX IEPETOBOPOB;
perucTpanroHHbIe POPMEI, | 3TUKA JICIIOBOTO OOIICHUS;

UCNOJNb30BaTh  MX  JJIA | IpaBuia peueBoro
MH(POPMAIIMOHHON pabOTHI | ATUKETA;

U paboThl IO KOHTPOJIO | IpaBUiIa MOAJCPKAHUA U
WCIIOJIHEHUS TIOPYUYEHUM; | pa3BUTUS MEKIMUYHOCTHBIX
yCTaHaBJIMBATh U | OTHOLICHHUH;
MO/IIEPKUBATH TpeOoBaHUS OXpaHbl
KOMMYHHUKAIH B | TpyAa.

mporecce J€JI0BOTO

OOIIEHUsI C  TOMOUIBIO

CPEICTB

MH(POPMALMOHHBIX u

KOMMYHHKAIIMOHHBIX

TEXHOJIOTHI;

CriaXuBaTh KOH(QIMKTHBIE

U CIOXHBIE CUTyallUu

MEXJINYHOCTHOTO

B3alMOJIEICTBYS;

coOmoaarh  CIy>KeOHBIN

ITHKET;

obecreunBaThb

MH(POPMALIMOHHYIO

0€3011aCHOCTb

JESTEIBHOCTH

OpraHu3aIyH.

IIK 1.2 BCTpEYaTh IOCETHTENEH, | HOpDMATUBHBIE MPAaBOBBIE | KOOPJIMHALIUU PaOOTHI
[10J1y4aTh IIEPBUYHYIO | AKThI Poccniickoil | npuéMHON pyKOBOAUTEIS
uH(pOpMaIHIO o | ®enepauny 1O  3alUTE | M 30H IpUEMA Pa3IMUHBIX
ITOCETUTENSX, uH(popManuu U paboTe ¢ | KaTeropuil moceTuTenei
yCTaHABJIMBaTh  HOPSAOK | OOPAIICHUSIMU TPaXKAAH; OpraHu3alyu

npuéma Uil pa3iInYHbIX
KaTeropuil IIOCETUTEIIEN;

CTPYKTYpa OpraHH3alud U
pacripenenenue  GyHKIUN
MEXIY CTPYKTYPHBIMHU




BECTH YUYETHBIE
perucTpanoHHbie (HOpMBbI
10 MpUEMY MTOCETHTENEH U
oopMIATH ITpoIycKa;
BECTU NpHEM, Iepenady u
OTIPABKY IOKYMEHTOB;

OpPraHU30BBIBATH u
OpOHUPOBATH
MeperoBOpHbIE KOMHATHI;
CEpBUPOBATH YaliHbIC
(kodelinple)  CTOIBI B
oduce;

IpUMEHSIThH B pabote
cpexacTsa
MH(OPMALIMOHHBIX u
KOMMYHHKAITHOHHBIX
TEXHOJIOTHI;
MIPUHUMATH MEPHI TI0
COXPaHEHHUIO
KOH(UICHITHATEHOM

uHpoOpMalLUU B X0J1e
IIpUEMA TOCETUTEIICH.

HOJpa3/IeeHUsIMHI u
CHeLHaTNCTaMH;

IpaBuia OpraHu3aluu
IIpuéMa IIOCETUTEIICH;
THUKET u OCHOBBI
MEXTyHAPOIHOTO
IIPOTOKOJIA;

ATHKA JCIOBOr0 OOIIECHUS;
IpaBuiIa peueBoro
ATHKETA.
IpaBuiIa
4alHOTO
CTOJa;
TpeOOBaHUS OXpaHBbI

Tpyaa.

CEpPBUPOBKH
(xoeitHOTO)

IIK 1.3

BBIOMPATh hopmbl
TUTAHUPOBAHHMS u
oQOpMIIATH TIAHUPOBIIUK
(opranaiizep)
PYKOBOIUTENS u
CeKpeTaps;
yCTaHaBIUBATh eNH,
OTIpeNIeNATh
MIPUOPUTETHOCTh u
OYEPENHOCTD BBITIOJTHEHUS
pabor U  3¢¢dexkTuBHO
pacrnpenensrThb pabouee
BpeEMS;

COTJIaCOBBIBATh BCTPCUYH U
MCPOIIPUATHA U BHOCHUTH

nH(popMaInIo B
TUTAHUPOBIIUK
(opranaiizep);
UH(POPMHUPOBATH
PYKOBOJIUTEIIS 0

NpUONMKEHUN BPEMEHU U
perimameHTe
3aIUIAHUPOBAHHBIX BCTpEY
Y MEPONPHUSITHI;

BbIOMpPATh  ONTHUMAaJIbHBIE
CHOCOOBI ~ BHEIIHEr0 U
BHYTPEHHETO
MH(OPMHUPOBAHUS 0
TUTAHUPYEMBIX

MEpONPHUATHSIX;

HOPMAaTUBHBIE TPABOBBIC
aKThI Poccuiickoit
Oenepauun = B cepe
MH(OPMaLOHHON
0€301aCHOCTH;

CTPYKTypa H crneuudpuka
OCHOBHOM  J€SATEIBHOCTH
OpraHu3aIuy;
OCHOBBI
BpEMEHEM;
npaBuIIa MIPOBEACHUS
JIETIOBBIX TIEPETOBOPOB;
ATHKA JETOBOTO OOIIECHUS;
TpeOOBaHUS OXPAHbI

Tpyaa.

yIIpaBlIeHUS

TUTAHUPOBAHUS paboyero
BPEMEHH PYKOBOJUTENS U
pabouero Hs ceKkpeTaps




obecreunBaTh
MH(POPMAIIMOHHYIO
0€3011aCHOCTb
JeSATeIbHOCTH
OpraHM3aLH;
MPUMEHSTH B padoTte
cpencTaa
MH(POPMALMOHHBIX

KOMMYHHKAIIUOHHBIX
TEXHOJIOTHH.

IIK 1.4 COCTABJIATh U OQOPMIIATH | HOPMATUBHBIE IPABOBbLIC | OPraHU3alUU AEJIOBBIX
JOKYMEHTBI JUISl JEIOBBIX | aKThI Poccuiickoil | moe3nok pyKOBOIUTENS U
MIOE310K; Qenepanun B cdepe | IpYrUX COTPYIHUKOB
OCYILIECTBIISATh TpEBEJI- | OpraHu3aluu JIEJIOBOM | OpraHu3anuu
MOJIEPIKKY JICJIOBBIX | ITOE3JKU;

MOE3/0K; MOPSAJOK TOJATOTOBKU U
COIJIaCOBBIBATH C | JOKYMEHTHUPOBaHUs
MIPUHUMAIOIIEH CTOPOHOM | JI€TOBOM MOE3/KH;
IIPOTOKOJI  IUIAHUPYEMBIX | HHTEPHET-PECYPCHl  JUIA
MEpPOIPUITHI U | OCYIIECTBJICHUSI  TpEBEI-
¢dbopMHpOBaTh HPOrpamMMy | HOAJAEPKKU JIEJIOBBIX
JICIIOBOM ITOC3/IKU, IMOC310K;

UCIIOJIb30BAaTh  CPENCTBA | OTUKET u OCHOBBI
MH(POPMAIMOHHBIX U | MEXAYHapOIHOIO
KOMMYHHKAIIMOHHBIX IIPOTOKOJIA;

TEXHOJIOTUI JUId | 3TUKA JEJI0BOT0 OOIIEHNUS;
obecneyeHus TpeGoBaHUs OXpaHbl
B3aUMOJICVCTBUS c | TpyHa.

PYKOBOJUTEIEM BO BpEMs

€ro JICIIOBOM ITOC3/IKH;

oopMIIATH OTYETHBIE

JOKYMEHTBI O  JEJOBOM

MIOE3KE.

I[IK 1.5 OpraHM30BBIBaTH pabouee | TpeOOBaHUS OXpaHbl | OpraHUu3aAlLNN
MECTO B COOTBETCTBHHU | TPYyJa, MPOU3BOJACTBEHHOU | MOAAEP KAHUS
c TpeOOBaHUSMU | CAHUTApPUH, (YHKIIMOHAJILHOTO
OPrOHOMUKH M KYJIbTYpPBI | IPOTUBOIOKAPHON pabouero npocTpaHcTBa
Tpyaa; 3aIUTHI;
obecrieunBaTh pabouee | OCHOBBI IIPaBHJIBHOMN
MECTO U (YHKIIMOHAJIbHOE | OpraHu3aluu Tpyaa H
pabouee IIPOCTPAHCTBO | METOJbI TOBBIIMIEHUS €0
HE00XOIMMBIMH 3¢ (HEeKTUBHOCTH;

CpeacTBaMH BUJbl  OpPraHU3ALMOHHOMN
OpraHHU3alOHHOM TEXHUKH W TOPSAOK
TEXHUKH, MeOenplo U | paboThI ¢ HEWl.
KaHLIETSIPCKUMU

MIPUHAJIEKHOCTIMU;

MOJJEPKUBAaTh  CPE/ICTBA

OpraHMU3alMOHHON

TeXHUKH B  pabouem

COCTOSAHHH.
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I[IK 1.6 OpraHu30BbIBaTh MPOLIECC | HOPMATUBHBIE  IPABOBBIE | OPraHU3allMd MOATOTOBKHU
MOATOTOBKH Y IIPOBEIECHUE | aKThI Poccuiickoii | u MPOBEACHUS
KOH(EPEHTHOTO Oenepanun = B cepe | KOHGEPEHTHBIX
MEpPOIIPUATHS uH(pOopMaInK; MEPOTIPHUATHH,
UHIUBUAYAIBHO U B | KOMILJIEKC o0ecrnieueHus
cocTaBe padoueil rpymnbl; | OpraHU3aluOHHO- UH(OPMAITMOHHOTO
JIOKYMEHTUPOBATh pa3HbIe | TEXHUYECKHUX B3aMMO/JICICTBUS
JTarbl MPOLIEYPHl | MEPOIIPUSITHI 10 | pyKOBOJIUTEIS c
MOATOTOBKU U MPOBEJICHUS | IOATOTOBKE U | ojpa3esieHusIMU u
KOH(EPEHTHOTO IIPOBEJCHUIO JOJKHOCTHBIMHM ~ JIMLIAMU
MEpPOIPUATHS; KOH()EpPEeHTHBIX OpraHu3aluu
coOmogaTh  ATHKET ¥ | MEPOIPHITHUH;

OCHOBBI MEXJIYHAPOJHOTO | MpaBuiia odopmieHus
IIPOTOKOJIA; JIOKYMEHTOB,
OCYIIECTBIISTh cbop, | cozmaBaeMbIX B IIpOIECCEe
00paboTKy WH(MOPMAINH, | TOATOTOBKH M TIPOBEIACHUS
CUCTEMAaTHU3aIHI0 KOH(EPEHTHOTO
10JIy4aeMBbIX U | MEPOIIPHSATHS;
nepeaBaeMbIX JaHHBIX; STUKET u OCHOBBI
OCYILECTBIATh MPOBEPKY | MEXKAYHAPOIHOIO
JIOCTOBEPHOCTH, TOJHOTHI | MPOTOKOJA;
U HEINPOTUBOPEUYMBOCTHU | 3TUKA JICJIOBOTO OOIIECHNUS;
JAHHBIX, UCKITIOYCHHE | COCTaB  BHYTPEHHHUX U
TyOTHpOBAHUS BHEITHUX
nH(popManuu; UH(pOPMAITMOHHBIX
MIPUMCHSIT [IOTOKOB;
nH(OPMALIMOHHO- CTPYKTypa OpraHu3alud U
KOMMYHUKAITMOHHBIE MOPSIZIOK  B3aUMOJICHCTBUSA
TEXHOJIOTHH. MoApa3iesICHUN;
MeToJbl  00paloTKHM U
3amuThl  “HpOpMaMHU ¢
MIpUMEHEHUEM CPEICTB
MH(OPMAIIMOHHBIX u
KOMMYHHKAITHOHHBIX
TEXHOJIOTHIi;
TpeOoBaHuUs OXpaHbl
TpyJa.

K 1.7 COCTaBIIATh IPOEKThl | HOpMATUBHBIE  IPaBOBbIE | OPOPMIICHHUS
OpraHU3aIMOHHBIX, aKThI Poccuiickoii | opraHu3aluoHHO-
pacnopsAUTENbHBIX u | Genepartun B cdepe | pacnopsAUTETbHBIX
nH(OPMAIIMOHHO- JIeJIOTIPOU3BO/ICTBA; JIOKYMEHTOB u

CIIPABOYHBIX JIOKYMEHTOB,
B TOM 4YHCJIE€ JOKYMEHTOB,
COJepIKATITIX
KOH(UICHIINATHHYIO
nH(pOpMaILHIO;

oopmiIATH
OpTaHU3aIMOHHO-
pacnopsiIuTeIbHbIC
JOKYMEHTBI (OPUTHHAIBI U
KOIIUN);

JIOKAJIbHBIEC HOPMATHBHBIC
AKTbI, pECTIIAMCHTUPYIOIIIUC

NEITEILHOCTD CITYXKOBI
JIETIONPOU3BOJICTBA U €€
PabOTHHKOB,
OpraHu3aIIo BEJICHUS
JIeJIONPOU3BO/ICTBA;
COBPEMEHHBIE
MH(pOpMaLMOHHbIE "
KOMMYHHUKAIIMOHHBIE

TEXHOJIOTHH,

opraHuzanusi paboOTel ¢
HUMH, B TOM 4HCIE C
HCIIOJIL30BAHUEM
aBTOMAaTU3HPOBAHHBIX
CHCTEM
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CKaHUPOBATh, KOIMUPOBATh

MpUMEHsIEMbIE B padboTe C

u KOHBEPTHPOBATh | JOKYMEHTAMHY;
JOKYMEHTbl B pa3jMyHble | CTPYKTypa OpraHu3aluy,
¢bopmarsr;, PYKOBOJICTBO
OCYLIECTBIISATh MPOBEPKY | CTPYKTYPHBIX
IIPOEKTOB JOKYMEHTOB Ha | MOApAa3/eiIeHUH, 00pa3Lbl
COOTBETCTBUE  IpaBWJIaM | HMOAMMUCEH JIUL, UMEIOIIHUX
JIEJIONPOU3BO/ICTBA; [IpaBO  MOANMCAHUA U
IPUHUMATh M TPOBOAUTH | YTBEPKACHUSA
NEpBUYHYI0  00pabOTKY | JOKYMEHTOB, u
BXOJISIIUX JOKYMEHTOB; OFpaHUYEHUs  30H  MX
IIPOBOJUTD OTBETCTBEHHOCTH;
IIPEBAPUTEIIBHOE IIPaBUJIA PYCCKOTO S3bIKA;
paccMOTpeHHe BXOSIIUX | TpeOOBaHUS OXpaHbl
u BHYTPEHHUX | TpyAa.

JIOKYMEHTOB;
PErucTpupoBaTh
BXOJAIIME, UCXOJAIINE U
BHYTPEHHHUE IOKYMEHTBHI;
KOHTpPOJIMPOBATh
MapuIpyTHU3aLHUI0
JIOKYMEHTOIIOTOKOB B
OpraHu3aIluu
(cormacoBanmue,
HOJIIMCaHUeE,
YTBEPKACHUE,
perucrpanus,
03HaKOMJIEHUE u
UCTIOJHEHUE IOKYMEHTOB);
OCYIIECTBJISATh CPOKOBBIM
KOHTPOJIb VCIIOJIHEHUS
JIOKYMEHTOB;
OCYILIECTBIIATH NOATOTOBKY
U OTIpPaBKy HCXOISAIINX
JOKYMEHTOB;

COCTaBIIATbL  OTYETBI U
aHAJIMTUYECKHE  CIIPaBKU
00 UCIIOJTHEHUH
JOKYMEHTOB;

BECTH  HMH(POPMAIMOHHO-
CIPaBOYHYIO pabory
10 TOKyMEHTaM;
OCYILECTBIATH paboTy
OpraHHU3alMOHHO-
pacnopsAUTEIbHBIMU
JOKYMEHTaMu B
aBTOMATHU3UPOBAHHBIX
CHCTEMAX.

IIK 1.8 obecrieunBaTh HOpPMATHBHBIE TPaBOBBIE | OQOPMIIEHUSI JTOKYMEHTOB
COXPaHHOCTb aKThI Poccuiickoil | 0 JWYHOMY COCTaBy M
NEepCOHANbHBIX  JaHHBIX | Penepau B cdepe | opraHuzanuu  paboThl ¢
pabOTHUKOB; TPYJOBBIX OTHOILIEHUH; HUMH, B TOM HYHCIE C
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OpraHU30BBIBATh JIOKaJIbHBbIE HOPMATUBHBIE | UCIOJIb30BaHUEM
JTOKYMEHTO000POT 10 | aKTBhl, PEIVIAMEHTUPYIOLIUE | aBTOMAaTU3HPOBAHHBIX
IIPEJCTABICHUIO TPYAOBBIE OTHOLIECHHUS; cUCTEM
JIOKYMEHTOB I10 IIEPCOHAIY | COBPEMEHHBIE

B rocyJapCTBEHHbIE | HHPOPMALMOHHO-
OpraHbl; KOMMYHUKAIIMOHHBIE
OpraHU30BBIBATh TEXHOJIOTUH,
JTOKYMEHTO000POT 10 | IpUMEHsieMble B paboTe C
yuéTy M JBHXKCHHUIO | JOKYMEHTaMHU I10 JINYHOMY
pabOTHUKOB,; COCTaBY;

BECTM  BOMHCKMH  Y4&€T | CTpYKTypa OpraHu3aluu,
pabOTHUKOB,; PYKOBOJICTBO

BeCTM  yu€T  pabouero | CTpyKTYPHBIX

BPEMEHU paOOTHUKOB; N0/Ipa3IeJICHU;
oopmiIATH paBuia
OpraHU3alOHHO- JIeJIONPOU3BO/ICTBA;
pacropsuTeabHbIe IIPaBUJIa PYCCKOTO S3bIKA;
JOKYMEHTBl 110 JIMYHOMY | 3THUKA JIEJIOBOTO OOIIEHHUS;
COCTaBYy; TpeGoBaHUs OXpaHbl
BECTH PETUCTPALHNIO, YUET, | TPyAA.

ONEPaTUBHOE  XpaHEHUe

JOKYMEHTOB IO JIMYHOMY

COCTaBYy;

BECTHU JIOKYMEHTAIHIO,

MIOJITBEPKIAIOLIYIO

CBEIEHUs O TPYAOBOU

NesITeIbHOCTH U TPYJI0BOM

CTake pabOOTHHUKOB;

¢dbopmupoBaTh JIMYHBIE

niena pabOTHUKOB;

opopmusaTe  nmena 1o

JUYHOMY  COCTaBy  JJId

neperayu B apxuB

OpraHu3aluiy;

paboTtath co

CHelHaTN3UPOBAHHBIMU

MH(OPMaIMOHHBIMU

cucteMaMu u  0Oazamu

JAaHHBIX 10 BEJCHUIO Y4€Ta

Y JIBWKEHUIO paOOTHHUKOB.

IIK 1.9 pa3pabarbIBaTh HOPMAaTUBHBIE IIPaBOBBIC | OPraHU3alUU  TEKYILErO
HOMEHKJIATypy JIeJl | aKThl Poccuiickoil | XpaHeHHsT ~ JTOKYMEHTOB,
OpraHM3aluy; @enepanunt B cdepe | oOpaboTku  gen  JuIA
MPOBEPATh MPABUIBHOCTH | JEIONPOU3BOJCTBA U | OTIEpaTUBHOTO u
oopmieHHsT JOKYMEHTOB | apXMBHOTO JIeNa; apXUBHOTO XpaHEHUs, B
U OTMETKM 00  HX | JJOKaJIbHbIE HOPMATHUBHBIE | TOM qucie c
UCIOJIHEHUU TEpel, MX | aKThl, pErJIAMEHTUPYIOIIHNE | UCIIOIb30BAaHUEM
dbopMUpOBaHUEM B [€JIO | BEJCHHE aBTOMATHU3UPOBAHHBIX
TUISL MOCJIEAYIOLIETO | JEIONPOU3BOJACTBA U | CUCTEM
XpaHeHus; (GOpMHUpOBATh | epefavyy Jel B apXuB
nena, KOHTPOJIMPOBAaTh | OpraHU3alvy;

IPaBHUJILHOC n
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CBOEBPEMEHHOE
pacrpe/esicHue u
MOJIIIMBKY JOKYMEHTOB B
Jela B COOTBETCTBUH C
HOMEHKJIATYpOU JeT;

MIPOBEPSITH CPOKH
XpaHeHusi  JOKYMEHTOB,
COCTaBJIATh IIPOTOKOJI
paboTsI AKCIIEPTHOM

KOMHUCCHH IIO ITOATOTOBKEC
JOKYMCHTOB K II€p€aadc B

apXuB;
COCTAaBIISITh aKT 0
BbIJICJICHUN K
YHUYTOXKCHUIO
AOKYMCHTOB, HC
MOJUISKAINIUX XPAHCHUIO;
COCTaBJISITh aKT 00
YHUYTOXKCHUHU
JIOKYMEHTOB;
OCYIIECTBIISTH MOJTHOE WU
gacTuyHOe  oopmieHHe
aen BPEMEHHOTO,
MOCTOSIHHOT O,
JI0JITOBPEMEHHOTO CPOKOB
XpaHEHHUS;

COCTABIISATh ~ OMUCH  JET
CTPYKTYPHBIX
MOJpa3IeICHUI
MOCTOSIHHOT O,

JI0JTOBPEMEHHOTO CPOKOB
XpaHeHHs IS Tepenadn
Jie71 B apXUB OpraHU3aIiH;
MIPUMEHSTh
MH(pOPMAaIMOHHO-
KOMMYHHUKAI[HOHHBIE
TEXHOJIOTUU Tpu padoTe ¢
JOKYMEHTaMH.

BU/IBI HOMEHKJIATYyp [iell,
obmme  TpeboBaHUS K
HOMEHKJIaType e,
HOPSI0K PaOOTHI C HEH;

HOPSIIOK (POPMUPOBAHUS U

odopmieHus e,
crienuduka
dbopmupoBaHus
OTAETBHBIX KaTeropuit
ACT

[paBujia XpaHCHUA ICJI, B
TOM YUCJIC C JOKYMCHTaMU
OIrpaHUYCHHOI'0 JOCTYIIA,

npaBuia BBITAYU "
MCIIOJIb30BaHUS
JIOKYMEHTOB u3
c(hOpMUPOBAHHBIX JIET;
MOPSIIOK ~ MCIIOJIb30BaHUS
TUIIOBBIX WIH

BCAOMCTBCHHBIX HGpG‘-IHGfI
JOKYMCHTOB, OIIPCACIICHUSA

CPOKOB  XpaHCHUS B
nporiecce OKCIIEPTH3BI
[IEHHOCTHU JIOKYMEHTOB;
BUJIBI OIUCeH pi(Sh}
OpraHW3aliil U TOPSIOK
paboThI

C HUMH,

TpeOoBaHUS OXpaHbl
Tpyaa.

1.3. OGocHOBaHHME YaCOB BAPHATHBHON YaCTH aJaNTHPOBAHHOWH OCHOBHOM
o0pa3oBaTeIbHON NPOTrPAMMBI

Ne | JMomosnuTe JlonmoiHUTE/IbHbIE Ne, Oone ObocHoBanue

Ne bHbIE 3HAHUS, YMEHHS, HANMEHOBaHHe BKJIIOYCHHS B

n/n | npodgeccuona HABBIKHU TeMBbI 4acoB pabouyro

JIbHBIE Nporpammy
KOMIIETEHIIH
"
1 3HaTh: CTPYKTYpY U Tema 4.1. [To 3anmpocy

UEPAPXHIO HopmaTtusHo- paboToxarens u
HOPMaTUBHBIX IIpaBOBOE 00yCIIOBIIEHO
IIPABOBBIX AKTOB, HE00XO0IMMOCTBIO

PErYIUPYIOMIMX

yriayOIeHHOT 0 aHaAIN3a)|
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TPYJOBbIE OTHOILIEHUS, | PETyJIUPOBAHUE COBPEMEHHBIX
HOPMATUBHBIC aKThI TPYIOBBIX TEHACHIINNA 1
denepanbHBIX OPraHOB | OTHOLICHHIA cnenupuKy JaHHON
UCTIOJTHUTEIILHON obracrwu.
BJIACTH, PETUOHAIILHBIC BapuaTtuBHnas yacth
Y JIOKAJIbHBIC y4eOHOro IaHa
HOPMAaTUBHBIE aKTHI. MO3BOJIET PACUIUPUTH
YMeTb: MpUMEHSTh PaMKH CTaHAapPTHOTO
HOPMBI TPYJOBOTO U3Y4Y€HUs, BKIIIOUUB B
npaBa Ha MPAKTUKE, nporpaMmy
aHAJIM3UPOBATH paccMoTpeHue
KOHKPETHBIE CUTYalluu HOBEHIIINX
U IPUHUMATh HOPMAaTUBHBIX aKTOB,
000CHOBaHHbIE CyneOHO PAaKTUKU U
pelieHus B aKTyaJlbHBIX ITPOOIIEM,
COOTBETCTBHUH C BO3HHKAIOIIUX B cepe
3aKOHOAATEIHCTBOM TPYAOBBIX OTHOILICHHH.
Hagbixu: JT10 naer
pa3BUTHUS COCTABIICHUS BO3MO>XHOCTh
TPYAOBBIX IOTOBOPOB, CTY/ICHTaM IOJIyYUTh
JIOKAJIbHBIX 0oJiee MoJHOE U
HOPMAaTUBHBIX aKTOB, COBPEMEHHOE
BEJICHUS KaJpOBOM MPEJICTaBICHUE O
JOKYMEHTAIUH 1 MeXaHU3Max
pa3pelieHus TpyA0BbIX IPaBOBOTO
CIIOpOB. perynupoBaHus TPY/a,
a TaKKe pa3BUTh
HaBBIKH aHAITN3a U
MPUMEHEHUS
3aKOHOJIATEILCTBA B
peasbHbIX CUTYaIUsX.
3HATh: Tema 4.6. 32 | o 3ampocy
CHocoObl yCTaHOBKH U | DYyHKIIMOHAJIBHB] paboronarens, T.K.
HACTPOUKH € BO3MOKHOCTH ¥ COBpPEMEHHBIE
MIPOrPaMMBlI; nepBOHaYalbHas TpeOOBaHUS pbIHKA
OCHOBHBIE ITYHKTHI HACTpOHKa TpyJa TUKTYIOT
TJIABHOTO U IPOTrpamMMBbI HE00X0/IMMOCTh
KoHTekcTHOro MeHo | «1C:Kanpsi» BIIAJICHUS
MPOrpaMMBbI; IpaBUIa MPAKTUIECKUMHU
paboTHI C )KypHAIAMU HaBBIKAMH pabOTHI C
JIOKYMEHTOB, npoUIHLHBIM
CIPaBOYHUKAMH, MPOTrPaMMHBIM
OTYETaMH; METO/IbI o0ecrieyeHueM.

CO3/IaHus,
pPENaKTHUPOBAHUS U
HaCTPOWKH XKypHasa
JIOKYMEHTOB; METOIbI
CO3aHHS CTPYKTYPHI
CIIPaBOYHUKA,
J00aBJICHHS 3aIIHCH B
CIIPABOYHHK.

«1C:Kanpw» sBnsiercs
OJIHUM U3 HauOoJee
pacrnpocTpaHeHHBIX
UHCTPYMEHTOB
aBTOMAaTU3alUH
KaJ[pOBOI0 y4yeTa Ha
MPEIIPUATHIX
pa3IMYHOro Macmirada,
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YMeTh: paboTath ¢
UH(POPMALOHHBIMH
cucTeMamu U 6azamu
JAHHBIX 110 BEJCHUIO
yueTa U JABWKECHHUIO
nepcoHana; paboTarb
¢ nHGOPMAITMOHHBIMU
cUCTEMaMHU U Oa3zaMu
JTAHHBIX TI0 BEICHUIO
CTaTUCTUYECKOU U
OTYETHOU
uHpOpMAaLUU IO
nepcoHaiy; paboTarb
CO CIPaBOYHUKAMHU
IPOTPaMMBI;
dbopmMupoBaThH
HITATHOE PACIHCaHUE
B IIPOTpaMMe;
0hOpMIIATH B
nporpaMMe OTITyCKa,
HPOTYJIBI,
KOMaHIUPOBKH;
dhopMHUpOBaTH
pa3IMYHBIC OTYCTHI,
BBINOJIHATh
periiaMeHTHbIE
olepaluu, rmojryyarhb
Pa3TNIHYIO
AHATUTUYECKYIO
MH(pOpMAaIHIO.
Haspiku:
OpraHu3aIu
JIOKYMEHTO0000poTa
10 YYeTY U JBUKCHHIO
KaJ[pOB; OpraHu3aIluu
JIOKyMEHTO000poTa
0 MPEACTABIECHUIO
JIOKYMEHTOB T10
MepCcoHaIy B
rOCyJapCTBEHHBIE
OpTaHbl; TOCTAHOBKH
Ha y4eT OpraHu3aluu
B TOCY/IapCTBEHHBIX
OpraHax; moJIrOTOBKU
T0 3aIpPOCy
rOCyIapCTBEHHBIX
OpraHoB,
npodeccHoHaTbHBIX
COI030B U JIPYTHX
MPEICTaBUTENbHBIX
OpraHoB paOOTHUKOB
OpPUTHHAJIOB,

Tema 4.7.
Benenue
KaJpOBOIro yyeTa
B [IpOorpamMme
«1C:Kangps»

32

O06ycnoBieHO
pacryiueu
MOTPEOHOCTHIO PhIHKA
TpyJla B CIIELIUATIUCTAX,
00JIaIaronInx
MPAKTUICCKIUMHI
HaBBIKAMH pabOTHI C
JIAHHOM IIPOrPAMMOM.
«1C:Kanpsi» aBisiercs
OJIHHM U3 CaMbIX
pacrpocTpaHEeHHBIX
WHCTPYMEHTOB
aBTOMAaTH3alNU
KaJIpOBOTO y4eTa B
Poccun, u Biagenue
YM 3HAYUTEIIFHO
MOBBIIIAET
KOHKYPEHTOCIIOCOOHOC
Th BBIITYCKHUKOB Ha
pBIHKE Tpy/a.
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BBIITHICOK, KOITHiA
JIOKYMEHTOB;
ITOJATOTOBKH
YBEIOMJICHH,
OTYETHOM U
CTaTUCTHUYCCKOM
nHpopmaIuu mo
MepCOHAIY.

2. CTPYKTYPA U COAEPKAHUE TPO®PECCHUOHAJIBHOI'O MOAYJIA

2.1. Tpy10eMKOCTb OCBOEHHSI MOTYJISI

B 1.4. B popme
HaumeHoBaHMe COCTABHBIX YacTell MOIYJIsA O0bem B yacax | mMpaKkTHYeCKOM
NMOJTOTOBKH
Y4yeOHbIe 3aHATHS 444 298
KypcoBas pabdora (mpoekr) 20 20
CamocTosTenpHas pabora 32 -
IIpakTuka, B T.4.: 252 252
yueOHast 108 108
MIPOU3BOJACTBCHHAS 144 144
[TpomexxyTouHas aTTecTalus, B TOM YHUCIIE:
MJIK.01.01 B popme 3kx3ameHa
MJIK 01.02 B dopme nud.3auéra 24 24
MJIK.01.03 B dpopme 3k3ameHa
MJIK.01.04 B dhopme sk3amMeHa
I[IM.01 (’x3ameH 110 MOJTYJIIO)
Bcero 772 594
2.2. CtpykTypa npoecCHOHAIBLHOI0 MORYJIsI
Konx OK, = <
[TIK S o = =
5 m = o ] S =
2 . = e, a,
Esl| ¥ = ) = = | 8
HawnmenoBauus 52| H 2 = 5 2 | =
a f 2 S = as) o, g
paszenos Beero| E 8 “ S e = =
npo(ecCHOHANBHOTO| , yac.| < g{ 2 E s 3] 3| 8
MOTYJISI 5 = 2 © 5 g 3 o
a=) = 2 @ 8 2 o
=] g > 8 o > g
; > e = =
s O > < o)
E S = © =3
m =
1 2 3 4 5 6 7 8 9 10
OK 01, OK | Paznen 1. 244 | 158 | 244 | 226 20 18
02, OK 03, | JlokyMeHTHpOBaHUE
OK 04, OK | u opranuzanus
05, OK 09, | pabGoTsi ¢
[IK 1.1, TIK | odpunmansHBIMU
1.5 JIOKYMEHTaMu
[IK 1.6, TIK
1.7TIK 1.9
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OK 01, OK
02, OK 03,
OK 04, OK
05, OK 09,
IIK 1.1, IIK
1.6 IIK 1.7,
IIK 1.8 IIK
1.9

Paznen 2.
Opranuzanus
paboTHI C
JIOKyMEHTaMH B
aBTOMAaTHU3UPOBAHH
BIX CHCTEMax

36

24

36

32 - 4

OK 01, OK
02, OK 03,
OK 04, OK
05, OK 09,
IIK 1.1, IIK
1.21IK 1.3,
IIK 1.4 IIK
1.5, 11K 1.6

Pa3nen 3.
Opranu3zaluoHHOE
obecneyeHne
JIeATEIIbHOCTH
OpraHu3aIu

72

44

72

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, IIK 1.9

Paznen 4.
JloxymenTupoBanue
Y OpraHu3aLys
paboThl ¢
KaJpOBBIMHU
JIOKyMEHTaMU

144

92

144

136 - 8

VYyeOHas mpakTHKa

108

108

108

IIpousBoacTBEHHA
s IPaKTHKA

144

144

144

IIpomesxxyTouHas
aTrecTanus

24

24

Bcero:

772

594

496

464 | 20 | 32

108

144
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2.3. Conep:xanue npohecCHOHAJILHOT0 MOTYJIsI

O0beMm, ak. 4. / Koabl
B TOM 4HCJIE KOMIIeTEeHIIHIA,
B (popme (opmupoBanuio
HaumeHoBaHue Conep:kanue y4eOHOIro MaTepuasia, IPAKTHYECKUX U JTa00PATOPHBIX 3aHATHS, N
pa3aesioB U TeM KypcoBasi paboTa (IpoeKT) fipaicriraeckon KOTOPLIX
NOJATOTOBKH, cnocodcTByer
aK. 4. 3J1eMeHT
NPOrpamMMbl
Pasnen 1. /lokyMeHTHpPOBaHNE H OPraHu3anus padoTsl ¢ 0PMIMATbHBIMUA JOKYMEHTAMH 250/164
MJIK 01.01 lokyMeHTALMOHHOE o0ecrieyeHue YIpaBJeHus
Tema 1.1. Conep:kanue 8/2
OcHoBHble mousATHdA, | [lonsatue o pgucuuniauHe. Mcropudeckoe pa3BUTHE UM COBPEMEHHOE COCTOSIHHE 2
TePMHUHOJIOTHSA U JIeIIONPOU3BOICTBA.
onpeeJeHust B3aumocss3p nHpopmanuu u gokymeHTa. OyHKIUU JAETONPOU3BOAUTENS B ammapare
yIIpaBJICHHUSL.
Ilonatue o nokymenre. dyHkuuu pokymeHTa. IIpodeccroHanmbHbBle TEPMHUHBI U 2 OK 01-02,
OTpeIeTICHUSI. K 1.1-1.3
VYaudukauus u  crapgaptuzanua. Cucrembl jgokymeHtauuu. Cucrema OP/L
I'ocynapcTBeHHble cranaapThl Ha cuctemy OP/l.
Knaccudukanus nokymenTos. bymara nokymenra, e€ oopmatsl. 2
Dopmyrsip-o6pazer; OPJ]. dopmynsap qokymeHTa.
B ToM 4nciie NPAKTHYECKUX 3aHATHI 2
dopmyisip-o6pazer]. CXeMbl pacioyIOKEHUsI PEKBU3UTOB JOKYMEHTOB U TPAaHUIILI 30H HA 2
¢dopmare A4, IpoIOIBHOTO U YTIOBOr0 OJIAHKOB.
Tema 1.2. ConepxaHue 42/30
IIpaBunia bnank, Bubl 0;1aHKOB. PekBU3UTHI 00111eT0 OJ1aHKa U ITpaBuiia €ro opopmieHHs. YTII0BOM 2
odopmiieHust Y IPOAOJIbHBIA BapUAHTHI.
pexBusznToB OPJI. PexBU3UTHI OJ1aHKA KOHKPETHOTO BUAA JoKyMeHTa. [IpaBuna ero opopmienus. PexkBuzut
HNudpopmanuonHo- «Anpecar». PeKBU3UT «3arojloBOK K TEKCTY». 3alIMCKHA: BUJBI U PA3HOBUIHOCTH. OK 01-02, OK
CIIpaBOYHbIE 04-05,
OKYMEHTDI Buemnue noxmanueie 3anucku. [IpaBuna odopmieHus pekBu3nTa « T€KCT JOKYMEHTa. 2 IIK1.1-15

Odopmienne ab3areB TekcTa, Hymeparus ad3anes. S3bIK U CTUIIb JOKYMEHTOB.
BuyTtpennue noxmanubeie 3anucku. [lpaBuma odopmieHuss pexBuzutra «OTMETKa O
npunoxeHuny, «[loamucey.
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Cnyxebnble 3anucku. [IpaBuna odpopmienus «OTMeTkd 00 UCTIOTHUTENE TOKYMEHTA.
[TpaBuna opopmieHHsI pYKOIHCHBIX PEKBU3UTOB HA JTOKYMEHTE.

Pykonucnoe odopmieHne [TOKYMEHTOB: OOBSCHUTENbHAs, CIyKeOHas 3alucka,
3asIBJICHUE.

Crnpaska. O6s13aTesbHbIE peKBU3UTHI, TpaBuiia opopmiienus. PexkBu3ut «lledatoby.

HoBepenHocts. Pacmmcka. Tpadapernsie gokymeHTBL. OOsi3aTeNIbHBIE PEKBH3UTHI.
[IpaBuna opopmiieHus.

Teneponorpamma. Tenerpamma. ®akcorpamma. OOsi3aTenbHble peKkBU3UTHI. [IpaBuia
oopMIICHHUS.

B Tom umncie MPAKTUHICCKUX 3aHSATHI 1 NMPAKTHICCKUX paﬁoT

30

Coznanue oOmero OnaHka oOpraHu3anuy, OJIaHKa KOHKPETHOIO BHJIA JOKYMEHTAa,
CTPYKTYPHOTO TOJpa3AeieHus, MAOJDKHOCTHOTO JIMIA, C YIJOBBIM M IPOAOJIHHBIM
PacnoI0KeHHEM PEKBU3UTOB.

O(I)OpMJ'IeHI/IC PCKBU3UTOB «A,upecaT» " «3arojoBOK K TCKCTY».

Odopmnenne pekBu3nTa « T€KCT TOKyMEHTay.

O(I)OpMJ'IeHI/Ie PCKBU3UTA «OTMeTKH O IMPUIIOKCHUN ).

Odopmnenue pexusuta «lloanuce.

Odopmienne pekBusnta «OT™METKa 00 UCTIOTHUTEIIEY.

OdopmiieHne NOKIATHBIX, 0OBSICHUTEIBHBIX 3aIHUCOK.

2. OpopmieHne ciryKeOHBIX 3aIUCOK.

O(pOpMJ'ICHI/IC CJ'Iy)KC6HBIX U JIMYHBIX CIIPABOK.

Odopmitenre TOBEpPEHHOCTEH, PACITHCOK.

Odopmrnenue TeaepoHOrpamm.

OdopmiieHre pyKONTMCHBIX PEKBU3UTOB HA JJOKYMEHTE.

NINIDNEINDNDNINDNDNIDND

Odopmienne TpadapeTHbIX TOKYMEHTOB.

N

Tema 1.3.
HNudpopmanuonHo-
CIpaBOYHbIE
AOKYMEHTBI.
CayxeOHble IMCbMa,
UX Pa3HOBUJAHOCTH

Conepxanue

38/24

Buibl ¥ pa3HOBUIHOCTH CIyXEOHBIX NHceM. biaHk nucbpma.

Pabota ¢ rotoBeiMu Osankamu nuceMm. OdopmiieHne nucem Ha Gpopmare AS.

Bunet u pazHoBugHOCTH Ci1y*)eOHbIX TuceM. [Tucemo-npock0a, muceMo-3anpoc, TMChbMO-
OTBET.

Bupl 1 pa3HOBHIHOCTH CITy)eOHBIX muceM. ConmpoBOAUTENbHOE MUChMO. ["apanTHiiHOE
IINCHMO.

OK 01-02, OK 9,
I[K14-1.7
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Bupsl 1 pa3HOBUIHOCTH Ci1y)KeOHbIX nuceM. Il1ucbMo-TpeboBaHMe, MMCbMO-0TKa3. 2
Bunel u  pasHoBUAHOCTH cCiykeOHbIX mnuceM. [lucbmo-npurnamenue. Ilucemo- 2
no3apasienue. Ilucbmo-01aro1apHOCTb.
Bunsl u  pasHOBUAHOCTH  cioyxeOHbIX mHceM. Ilucemo-m3Bemenue. Ilucemo- 2
nojreepxaeHue. MHpopmMalnnoHHoe NuchbMo.
B ToM yunciie MPpaKTHYeCKUX 3aHATHH M NPAKTHYECKUX padoT 24
Co3pnaHue 0J1aHKOB IHCEM. 2
PaGora c roToBbIMEU OJTaHKAMU OpPTaHU3AIMH. 2
Odopmiienre nHGOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB. 20
Tema 1.4. Conep:kanue 42/26
PacnopsigutenbHble ITpuka3. [loustue o moxymente. OOs3aTeNnbHbIE PEKBU3MTHI, MIPABUIA COCTABICHUS U 2
AOKYMEHTBI, oopmienus.
u3JaBaemble Bu3bl cornacoBaHust IpOeKTa JOKYMEHTA. 2
Ha NIPUHIMXIIAX OTMeTKa 0 HAIMYUU NPUIOKEHHS B pAaCIOPSIUTENbHBIX JOKYMEHTAX. 2
CIUHOHAYAJIUSA Bu3bl 03HaKOMIIEHUS ¢ JOKYMEHTOM. 2
NPHHATHS PelIeHHH Brinucka u3 npukasa. Konust tokymenta. OTMeTKa 0 3aBepeHHH KOMUU JOKYMEHTA. 2
CoBmecTHbIN npukas. [IpaBuia cocraBienus: 1 0opopMIIEHHs JOKYMEHTA. 2
Pacnopsoxenue. Ilonstue o gokymente. OOs3aTenbHblE PEKBU3UTHI, IPaBUIIA 2 OK 02, OK 04-
COCTaBJIEHHs U 0)OPMIIEHHS. 05,
Vkazanue. [Tonsatue o nokymenrte. O0s3aTeNIbHbIe PEKBU3UTHI, MIPAaBUJIa COCTABICHUS U 2 OK 9K 1.1~
oopMIICHHUS. 1.9
B ToM 4unciie MPAKTHYECKUX 3aAHATHH M NPAKTHYECKHUX PadoT 26
OdopmieHne pacopsiANTEIbHBIX TOKYMEHTOB. 20
OdopmiieHre BBIMUCKU U3 PACIOPSAUTENBHOTO JOKYMEHTA. 2
OdopmiieHre KON TOKYMEHTA. 2
CkpernieHue (pOLIMBKA) KOIUH JJOKYMEHTa 2
IIpome:xxyTouyHas arrecranus B popMe 1udpepeHIIHPOBAHHOIO 3a4eTa 2
B ToMm 4nciie camocTosiTeJIbHasi padoTa 00y4alUINXCH 4
Tema 1.5. Jlokymentnr | Coaepskanue 22/18 OK 01-02. OK
KOMHCCHI [Tocranosnenue. Pemenue. [Tonsitue o nokymenTtax. O0si3aTeIbHbIE PEKBU3HUTHI, IPaBUIIa 0 4_05’
U KOJLIETHAJIbHBIX COCTaBJICHHS ¥ OPOPMIICHUSI. 9 OK 9 TIK ’1 1
OpraHos [Tpotokomn. ITonstue o nokymenrte. O0s3aTeIbHBIE PEKBU3UTHI, IPAaBUJIa COCTABICHUS U 16 '

odpopmiienus. Beimucka u3 nmporokosua. Komust mpoTokona.
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Akt. ITlonstue o mokymeHnte. Buapl akToB. OOsi3aTenbHbIE PEKBHU3UTHI, IpPaBHIIA
cocraBnenuss u odopmienus. [loamucek mokymenTa. I'pud yTBEp>KIACHHS JOKYMEHTA.
Bu3sel 03nakomiieHus.

B Tom uncie MPAKTUICCKUX 3aHSATHI 1 NMPAKTUYIECCKUX paﬁoT

Odopmienne nocTaHOBICHHUS.

OdopMieHHE peIICHUS.

OdopMIieHHE TOJHOTO POTOKOJIA.

6. OdopmieHmne KpaTkoro NpoTOKoJa.

OdopmiieHre BBIMUCKH U3 TPOTOKOJIA.

Odopmienue akTa.

[
EINTNIINIFNENT N~

Tema 1.6.

3anaun u pyHKUMHU
CIIYKOBI
AeJIONPOU3BOJACTBA.
OpranusanuoHHbIe
AOKYMEHTBI

Conepxanue

28/24

Ponb u MecTo ciayxObl A€710IPOU3BOACTBA B paboTe ammapara yrnpaBlieHUs. 3ajaud U
¢byHKIMKM  coyxObl  Jenomnpou3BOACTBA.  HopMaTHBHO-METONMYECKHE  aKTHhl,
perinaMeHTHpyolye padboTy ¢ JOKYMEHTaMH.

Hopwmel Bpemenu Ha pabotsl o JIOY. PacueT unciaeHHOCTH CllyKObl 1€I0IPOU3BOICTBA
YupenurenbHble JOKYMEHTBI. JIOKanbHble HOpMAaTUBHBIE aKkThl. [IOHATHE O JOKyMEHTAaX.
O0s13aTenbHbIE PEKBU3UTHI, OCHOBHBIE pa3zeisbl. [IpaBuiia cornacoBaHus U yTBEPKICHUS
JIHA. IlpaBuia ohopMiIeHHsI MHOTOCTPAHHUYHBIX JOKYMEHTOB.

WHctpykuus no aenonpousBoAcTBy. [Tonarue o nokymente. O0s3aTeNbHbIE PEKBU3UTHI,
OCHOBHBIE pa3/iesibl, MpaBUja COCTaBJICHUs, OPOPMIIEHMS M BBEIEHUSA B JEHCTBUE
W3JIaHUEM TpUKa3a.

HoroBop. OOs3aTrenbHble PEKBU3UTHI, OCHOBHBIE pa3felbl, MpaBuia o(opmIIeHus.
Ocob6ennoctu oopmienus peksuzuta «lloanucey.

Jlo;KHOCTHasT MHCTpyKuus JenonpousBogutens. OcHoBHble paszgensl. IIpaBuia
COCTaBIJICHUsI, 0POPMIICHHS U BBEICHUS B IEHCTBHE PYKOBOIUTEIIEM.

B ToM uHciie IPAaKTUYeCKUX 3aHATHI U NPAKTHYECKUX padoT

24

OdopmiieHre Oprain3aliOHHbBIX TOKYMEHTOB.

20

O(pOpMJ'IeHI/IC pacnnopsAauTCIIbHBIX JOKYMCHTOB, BBOJAIINX B HeﬁCTBHC, HU3MCHSATOIINX
HJIN OTMCHAIOMUX OPraHUu3allMOHHBIC JTOKYMCHTHI.

Ckpenenue (IpolMBKa) OpUrMHaNIa JOKYMEHTA.

B ToM unciie camocTosiTesibHAas padoTa 00y4aronuxcs

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

Tema 1.7.

Conepxanue

22/16
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Opranusanus padéoTbl
¢ IOKYMEHTaAMU

CoBpemeHHbIE TEXHOJIOTUU OpraHu3aluu JIeJIONPOU3BOCTBA.
@®opmbl paboThl ¢ TOKyMeHTaMu. IIoHATHE «I0KyMEHTOOOOPOT» M €ro OpraHu3alusl.
[lonsaTe  «1OKyMEHTONOTOKM». OmneporpaMMbl JTOKYMEHTOIOTOKOB:  BXOZSIIHE,
UCXOJAIIME W BHYTPEHHHE JIOKYMEHThl. MapupyTu3anus JOKyMEHTOIOTOKOB:

BXOJAIME, HCXOAAILIME, OOpalleHus TIpa)<aaH, BHYTPEHHHME (3aIMCKH, IPUKA3bI). .
Perucrpanus JIOKYMEHTOB — 3HAYECHHE u 3a/1a4H.

@opmbl peructpanuu JOKyMeHTOB. JKypHallbHas, KapTO4Has M aBTOMATU3MPOBaHHAs

(hopMBL.

Perucrpanus BXOASIIEro JTOKyMEHTOIIOTOKA: MEepBUYHAs 00paboTKa, MpeaABaApUTEIbHOE
paccMOTpeHHe, MPUKPEIIEHUE CKAaH-KOIUHM, OTIpPaBKa Ha pPACCMOTPEHHUE ajpecaTty,

(bukcarys pe3ooLuH.

Perucrpanus ucxondiero JI0KyMEHTONOTOKA: CIPABKH, MMHUCbMa, 3aIUCKH, BBIITUCKH, 1
TyOIUKaTHI.

Perucrpanusi BHYTpPEHHEro JOKYMEHTOIOTOKA: 3alMCKH, 3asBJIEHUS pPaOOTHUKOB,

IIPUKA3bl, AKTHI, IPOTOKOJIBI.

KoHnTpons ucnonnenus qokyMmeHToB. Bunbl koHTpossi. CpoKH KOHTPOJISL.

Homenknarypa nen. Bunbl HomeHknarypbl. IloHsATHE O OOKYMEHTE, €ro 3Had€HHE.

[IpaBuna cocrtaBieHus U O(QOpPMIIEHHUS HOMEHKJIATYpbl JIel  CTPYKTYpHOTO
nojpasnenenus. CocraBieHue u opopmiIeHHE CBOAHOM HOMEHKIIATYPBI Jie]l OpraHu3aluu 2
1 BBIMMCOK U1l CTPYKTYPHBIX MO/Ipa3/iesieHnii. 3akpbITHEe HOMEHKIIATyphl fen. Mtoroas

3alMCh K HOMEHKJIATYpE JEll.

OmnpeneneHne CPOKOB XpaHEHUs JOKYMEHTOB U e 1o [lepeunto. @opMupoBaHue aell.

XpaHeHue nen.

DKcnepTu3a IEeHHOCTH AokyMeHTOB. Odopmienue nen. Ommcu npen. Iloarotoeka 2
JOKYMEHTOB K Inepenadye B apxuB. [loaroroBka nen BpEMEHHOro, INOCTOSHHOTO M
JIOJITOBPEMEHHOTO Cpoka XpaHEHUs K nepegaye B apXuB.
CocTraBiieHHE ONMCH JEII.

B ToM 4nciie NPAKTHYECKHUX 3AHATHI U MPAKTHYECKUX padoT 16
8. Peructpamus BXOISIIMX JOKYMEHTOB B DJEKTPOHHOM J>KypHajle B TaOJIUYHOM 9
pEemaKTope.

Perucrpanus u KOHTPOJIb UCTIOTHEHHS HCXOAAIIUX TOKYMEHTOB B 2JIEKTPOHHOM >KypHAJIE 2
B TaOJIMYHOM PEJIAKTOPE.

Perucrpanuss ¥ KOHTPOJb MCIIOIHEHHS BHYTPEHHHX JIOKYMEHTOB B DIJIEKTPOHHOM 2

KypHasie B TaOJMYHOM PEIaKTOpE.

OK 01-02, OK
04-05,
OKI9IIK 1.1 -
1.9
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CocraBiieHre 3aroj0BKOB JieJ OpraHu3alluu.
OdopmiieHre HOMEHKIIATYPHI Jedl.
OdopmieHre UTOrOBOM 3amKicH K HOMEHKJIATYpe Jell.

Odopmnenne 06:10xku nena nocie HJ (1 onepaTuBHOTO MEpHOAA XPaHEHHUS).

9. OdopmieHre u MPOLIMBKA JIEN Ul IEpeAayl Ha apXUBHOE XpaHEHHE.

OdopmiieHne onuceit TOKyMEHTOB U JIEI.

ITpomeskyToYHas arTecTaums B popMe IK3aMeHa

Koncyabranuu

NIDOININ| DN

B Tom 4nciie camocrositesibHAs pad0Ta 00y4ar0 M XCH

Kypcosas padora o6s13ateabnas no MK 01.01

TemaTHka KypcoBBIX paboT

3HaYeHNE CUCTEMbI OPTaHU3AIMOHHO-PACTIOPSAUTEIBHON JOKYMEHTAIIMHN JUTIS JOKYMEHTHPOBAHHS YIIPABICHYECKON
JesITeIbHOCTH.

PexBH3HTHI 3aT0JIOBOYHOM YaCcTH JOKYMEHTA, TIpaBuiIa 0()OPMIICHHUS B COOTBETCTBUHU C PEKOMEHIAIMSIMHU CTaHIapTa.
Ocob6enHoctu 0(hopMIIEHUSI OCHOBHOI YacTH JOKYMEHTA B Pa3JINYHbIX BUAAX IHCEM.

OcobenHocty 0pOpMIIEHNSI OCHOBHOM YacTH JIOKYMEHTa B PACIIOPSIUTENbHBIX IOKYMEHTaX.
HHpopMalMoOHHO-CIIpaBOYHbIE JOKYMEHTBI B CHUCTEME OpIaHM3alMOHHO-PACTIOPAIUTEIbHBIX JOKYMEHTOB, HX
Ha3HAYEHUE U OCHOBHBIE BH/IBI.

JloknaHas U ciry>keOHasl 3alUCKU, OCOOEHHOCTH MCTIOJIb30BAaHUS JUIsl BHYTPEHHUX KOMMYHUKAIUH.

CocraBieHne oQOpMIISIIONIEH YacTH JOKYMEHTa, OCOOEHHOCTH MPAKTUYECKOTO TMPHUMEHEHHUs PEKBHU3UTOB
oopmIIsroIIeit YacTH JJOKYMEHTa B pa3IMYHbIX BUJIaX OPraHU3alMOHHO-PACTIOPAANTENbHON TOKYMEHTALH.
CocraBienne u oopmieHne rpuoB YTBEPKICHHS M COTJIACOBAHWS, Ha3HAaYCHWE W OCOOCHHOCTH O(opMIICHHUS
PEKBU3UTOB.

OTMeTKH Ha TOKYMEHTE B COOTBETCTBHH C PEKOMEHIAIMSIMHA TOCYJapPCTBEHHOTO CTaHAaPTA.

Pa3Butue NoHATHS «TOKYMEHT»: OllpeesieHre U GyHKINH.

VYuudukanus u crannapruzanus. Crannaptsl B JJOY Ha coBpeMEHHOM 3Tare.

OdunmanbHBI TOKYMEHT U €T0 MECTO B CUCTEME yIpaBJICHUS.

Cucrtema TOKyMEHTOB, YHH(PHUIIMPOBAHHAS CHCTEMa JOKYMEHTOB M YHH()HIIMPOBAaHHAS CHCTEMa OpPTraHU3aIlMOHHO-
pacropsuTeIbHON TOKYMEHTALUH.

Knaccugukanus opraHu3alMOHHO-paCcOPsIINTENbHON JOKYMEHTAUU U €€ PAaKTUYeCKOe IPUMEHEHHE.
TpeboBanust K KOHCTPYHPOBaHUIO OJaHKOB. Buibl G1aHKOB.

[TpaBuna u ocobeHHOCTH 0(DOPMIICHHS TPOTOKOJIOB.

Postb pacniopsiiuTeNIbHBIX JOKYMEHTOB B YIPABJICHHH OpraHU3allieil Ha COBPEMEHHOM 3Tare.

20

OK 01-02, OK
04-05,
OKO9IIK 1.1 -
1.9
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ITpaBuna opopmiieHHs paciopsIUTEIbHBIX JOKYMEHTOB, N3/1aBa€MbIX Ha MIPUHLMIAX KOJIJIETHAIBHOCTH.
[TpaBuia opopmiIeHHs pacopsIUTEIbHBIX JOKYMEHTOB, U3/IaBaeMbIX Ha MPUHLIUNAX €AWHOHAYAIIHSL.
ITpaBuna cocraBieHus 1 0popMIICHHS NPHKa3a 10 OCHOBHOM JEATEIbHOCTH.

[IpaBuna cocraBieHus: U 0(OPMIICHUS PACTIOPSDKEHHS U YKa3aHUS.

JIOKYMEHT — KaK 3JIEMEHT J€JI0BOr0 OOIIEHUS.

[TpaBuna opopmieHust 61aHKa M PEKBU3UTOB MUCHMA.

WHudopmanroHHbII 00MeH ¢ OMOIbIO Iepenucky. Busl nucem.

PykomnucHble peKBU3UTHI Ha O(UIHATBHBIX JOKYMEHTaX.

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

[IpaBuia cocraBieHus 1 opopmiIeHUS OUIHATBHBIX U OMOTrpadUIecKUX CIIPaBOK.

ITpaBuna cocraBieHus 1 0pOpMIIEHUS TOKYMEHTOB, 00€CIIeUHBAOLINX ONEPATUBHOCTH Mepeiauk HH(POPMALHH.
[IpaBuiia cocraBneHust 1 0(pOpMIICHUS TOBEPEHHOCTEN U PACIIUCOK.

Konuu nokymenToB. Buasl konuii U ux ucropuueckoe pa3Burue. [1opsaok ynocroBepeHus Konui.
[Toanuck n neyaTh, Kak BaXKHbIE PEKBU3UTHI IOKYMEHTA: Talbl COBEPILIEHCTBOBAHNUS.

DNeKTPOHHAs MOANUCH: 00JIaCTh MPUMEHEHHUS.

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

[TpaBuna cocraBieHus: U 0OPMIICHHS aKTOB.

KonunenmnuanpHple JOKyMEHTHI: Kiaccu(uKalys o rpugy orpaHuueHus A0CTyIa.

Pa3nea 2. Opranusanus padoThl ¢ JOKYMEHTAMH B ABTOMAaTH3HPOBAHHBIX CHCTEMAX

MJIK 01.02 Opranu3anus padoThl ¢ 3J1eKTPOHHBIMHU IOKYMEHTAMH 36/24
Tema 2.1. IlpaBuia Conepxanue 8/4
padoThI ¢ 3akoHOJaTeNbHbIE HOPMAaTUBHBIE aKThI B chepe pabOThI € JIEKTPOHHBIMHU TOKYMEHTaMHU.
AOKYMEHTaMH Ha Pabota B mouToBbIX cepBucax. [IpaBuiia 3JeKTPOHHO MepenucKy. 2
3JIEKTPOHHBIX OK 01-02, OK
HOCHTEISIX OnextpoHHas noanuck. Bunel, [lopsinok nomyuenus. [IpaBuna 3ammrs!. 04-05,
TpeboBanust k pexkBu3UTy «OTMETKa 00 AJIEKTPOHHOW MOANMUCH» IPU BU3YyaTH3ALUU NK13-17
NEKTPOHHOTO JOKYMEHTA, IOJNUCAHHOIO D3JIEKTPOHHON mnoanuchlo. llpaBuna 2
odopmiiennss «OTMETKH O MPUIIOKEHUI Ha 3JIEKTPOHHBIN HOCUTEITb.
B ToM 4unciie MPAKTHYECKUX 3aAHATHH M NPAKTHYECKHUX PadoT 4
OTnpaBka 1 MOJIy4YEHHE JIEKTPOHHOI'0 COOOIIECHUS, JIEKTPOHHOTO TOKYMEHTA. 2
1. Opopmienne JOKyMEeHTa, MMOIMUCAHHOTO AJIEKTPOHHON TTOIKCHIO. 2
Coaep:kaHue 22/18
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Tema 2.2.
Opranunsanus padoTsl
€ JOKYMEHTAMH B
aBTOMATH3HPOBAHHBIX
cucreMax
3J1IeKTPOHHOI0
AOKYMEHT0000poTa

Ilonsatue o cucremax 310 u ECM-cucremax.

[IpaBuiia MmapLIpyTu3aluy JOKyMEHTONOToKoB B cucreMax /10 u ECM-cucremax.
IIpaBuina opranu3anuu 10KyMeHTOO00OpOTa BXOAALIEro JoKyMeHTonoToka B CO/I.
[IpaBuna opraHu3anyy JOKyMEHTOOOOpOTa HCXOASIIET0 AOKyMmMeHTornoToka B CDO/I.
OtnpaBka 10KyMEHTOB.

[IpaBuiia opranu3zanuu 10KyMEHTOO00pOTa BHYTPEHHErO JOKyMeHTonoToka B CO/I.

Pacnopsimutensasie qokymentsl B COJI. I[lpaBuna opranuszanuu JOKyMEHTOOOOpOTa ¢
MPUKA3aMHU.

Pabora ¢ obpamenusmu rpaxnan B COJI. [IpaBuiia opraHusanuu JOKYMEHTOOOOpOTa
oOpallieHu# rpakaaH.

HpaBI/ma IMOATOTOBKH 3JICKTPOHHBIX JOKYMCHTOB K CJ1a4€ B apXHB.
WNudopmannonHo-cnpaBoynas pabota no gokymentam B COJ]

B Tom umncie MPAKTHICCKUX 3aHATHIL 1 NMPAKTUHICCKUX paﬁoT

PGFI/ICTpaI_II/ISI 1 KOHTPOJIb UCTTOJIHCHHU A BXOAANIUX TOKYMCHTOB B CQI[

Opranu3anus 10KyMEHT0000pOTa BXOISAIIETO JOKYMEHTOIIOTOKA.

PGFI/ICTpaI_II/ISI 1 KOHTPOJIb UCITOJIHCHHU S UCXOAAINNX JOKYMCHTOB B C3Z[

Opranu3anus J0KyMEHT0000pOTa UCXOAALIET0 JOKYMEHTOIOTOKA.

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

OpraHI/ISaHI/IH JIOKYMGHTOO60pOTa BHYTPCHHCET'O JOKYMCHTOIIOTOKA.

Perucrpanuss u KoHTposib HcronHeHus oOpamieHuil rpaxaadn B COJI. Opranuzanus
JOKYMEHTO0000pOTa 00palleHHi rpaxkJIaH.

NINININININIDN

HO)IFOTOBKa JOKYMCHTOB K II€PCIA4YC B apXHB.

COSI[aHI/IC OJICKTPOHHOT'O apXHBa NOKYMCHTOB.

IIpome:xxyTouyHasi arrecranusi B gopMe 1udppepeHIHPOBAHHOIO 3a4eTa

NIN|IN

B ToMm 4nciie camocTosiTeJIbHasi padoTa 00y4aKLINXCH

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

Pa3nes 3. OpranusanuonHoe odecnedeHue AesiTeJJbHOCTH OPraHu3anuu

MJIK 01.03 Opranu3anusi CeKpeTapcKkoro 00c/jay:;KnBaHus

78/50

Tema 3.1.
Poab npodeccun
cekperaps B

Conepxanue

4/2

Cexkperapb B COBPEMEHHOM CTPYKTYpE yIIPaBJICHHUS.
HopmartuBHo-MeToquueckas 6a3a KBaau(pUKAIMOHHBIX TPeOOBaHUH K PO EcCHH.

B TOM 4ynciie NPAKTHYECKUX 3AHATHI M PAKTHYECKUX padoT

OK 01-02, OK 9

I[K1.1-1.6
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CTPYKTYpe CIyKObI

(DYHKI_II/II/I 1 JOJKHOCTHBIC 00513aHHOCTH CEKpETapd B 3aBHUCHUMOCTH OT KaTCropmuu

JAeJI0TPOU3BOACTBA CEKpETapCKOro 00CIyKHBAHUS. 2
JIOIPKHOCTHAsI HHCTPYKIMS CeKpeTapsi, 0cCOOEHHOCTH pa3padOTKH.
Tema 3.2. Copep:xxanue 14/10
Opranuszanus u DproHomMuyeckre TpeboBaHUsI K YCIOBUSIM TPYAa CeKpeTapsl. 2
yciioBusi Tpyaa OcHalexnue oq)Hca OpPraHu3alMOHHO-TCXHUYCCKUMU CPEICTBAMMU. 2
CeKpeTaps B ToM 4unciie MPaKTHYeCKUX 3aHATHH M MPAKTHYECKHUX PadoT 10 OK 01-02. OK
Opranuzanus paboyero Mecta B COOTBETCTBUU C TPEOOBAaHUSMHU SPTOHOMUKH U KYJIbTYPBI 9 0 4_05:
P7e. OK9TIK 1.1 —
XapakTepucTUKa M KJIACCU(PHUKAIMS TEXHUYECKUX CPEACTB, HCIHOJIb3YEMBIX B 9 16
JEeSITETbHOCTH CEKpeTaps.
CpencTBa OArOTOBKH, H3rOTOBJIEHHS U 00pPaOOTKU TIOKYMEHTOB. 2
CpencTBa KONUPOBAHUS U PA3MHOKECHUSL. 2
CpencTBa XpaHEHMsI U TPAHCTIOPTUPOBKU MH(OpMAIUH. 2
Tema 3.3. Conep:kanue 18/12
AamunHucTpaTuBHble | OpraHu3anus paboThl TPUEMHOM. 2
¢byuxkuun cekperapsi | OcoOCHHOCTH CITY)KeOHOTO Tele()OHHOTO Pa3roBopa. 9
CpencTBa aMMHUCTPATHBHO-YITPABICHUYECKOM CBSI3H.
Opranuzanus npuema noceruteneil. Buasl npuéma, yuer mocetutenei, coznanue 06a3 9
JTAHHBIX.
B ToM 4unciIe MPAKTHYECKHUX 3AHATHH M NPAKTHYECKHUX PadoT 12 OK 01-02, OK
[TpaBwita BeneHus Tene)OHHOTO pa3roBopa. 5 04-05,
Oducnas ATC. OcHoBHbIE (DYHKIIMH U IIPABUJIN HCIIOJIb30BAHMSL. MK 1.1-1.7
CpenctBa dhakcUMUIBLHOM TIepeaadn cooOmeHnit. DakCUMUIIBHBIN armapar, MpaBuiia ero 5
PUMEHEHHUS.
OcobeHHOCTH pabOThI CEKpeTaps C pa3IMYHBIMU KAaTETOPUSIMUA OCETUTEICH. 2
Pabota cexpeTapst ¢ 0OpameHusIMu TpaxKaaH. 2
CepBucHBIE ()YHKIIMU CEKpeTaps. 2
KontponbHas padota 2
Tema 3.4. Conep:xxanue 22/12 OK 01-02, OK
Opranmszanuonnbie 1 | Opranu3anus ¥ MOATrOTOBKA JCIOBON MOC3TKH. 2 04-05,
HH(pOPMALIOHHBbIE [TonroroBka u 00CITyKUBaHHE KOH(PEPEHTHBIX MEPONIPUSITHH. 2 OKO9IIK 1.1 -
(yHKuuM cekperaps CoBellanue Kak BHJ yIIPaBJICHYECKOU JIEITENLHOCTH. 2 1.9
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B TOM 4ynciie NPAKTHYECKUX 3AHATHI M PAKTHYECKUX padoT

CocraBienue 1 0opMIIEHHE TPOrpaMMbl KOMaHIUPOBKH.

TpeBen-noaaepx kKa IeI0BOU MOE3IKH PYKOBOIUTEIS.

Opranu3anys ¥ MpoBeJCHNE MPOTOKOJIBHBIX MEPONPUSITHIA B ouce.

HOI[I‘OTOBKa PAa3JIMYHBIX TUIIOB COBGH_[aHI/IfI u Ux O6CJIy)KI/IBaHI/IC.

PaGora cexperaps no nHGOPMALMOHHOMY OOCITY)KHBaHHIO PYKOBOIUTEIS.

-
-b-bN-bl\)N

Tema 3.5.

DYyHKUUH ceKpeTaps
N0 IJIAHUPOBAHUIO
padouero BpeMeHu

Conepxanue

10/8

OO01re BOmpoCH! INIAaHUPOBAHUS U OpraHU3aIiK pabovyero BpeMeHH .
[InanupoBanue u opranu3anus pabouero JHs PyKOBOJIUTEIS U CEKpeTapsl.

B TOM uynciie NpaKTHYeCKUX 3aHSITHI M PAKTHYECKUX padoT

CoBpeMeHHbIE METO/1bl TUIAHUPOBAHUSI pab04Yero BpeMEHHU.

[TnanupoBanue paboyero Hs CEKpeTaps.

[InanupoBanue pabodero nmHs pykoBoautens. CoriiacoBaHue pexuma paboThl.
[InannpoBaHue MEPONIPUATUH, YTOUYHEHUE TOPYUECHMIA.

IIpome:xxyTOouyHas aTTecTanus B GopMe JK3aMeHa

Koncyabranumn

N & |IN|IN|

B ToMm ynciie camocTosiTeJIbHasi padoTa 00y4alUINXCH

2

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

Pasznen 4. I_IOKyMeHTHpOBaHI/le H Opraumsanus paﬁoTbI C Ka/IPOBBIMHU JOKYMCHTAMM

MJIK 01.04. JlokymMeHTaAaHMOHHOE 00ecreYyeHne KapOoBoi CIy:KObI

150/98

Tema 4.1.
HopMmatusHo-
npaBoBoe
peryJiMpoBaHue
TPYAOBbIX OTHOLLECHUI

Conepxanue

14/4

HopmatusHubie npaBoBbie akThl Poccuiickoit deneparuu B cepe Tpya0BbIX OTHOIICHHIM.
JlokanbHble HOPMATHUBHBIE aKThl MO TEPCOHANY: OOs3aTENbHBIE W HEOOsI3aTeNbHbBIE
(paxynbTaTUBHBIE).

[Topsaok npencraBieHns TOKYMEHTOB IO MIEPCOHANTY B TOCYJAPCTBEHHBIE OPTAHBI.

[Topsimox cOopa, 00pabOTKM, M3MEHEHHsS] U YHHYTOXKEHUS MEPCOHANBHBIX JAHHBIX
pabOTHHKOB.

HOpHI[OI( BCACHUS BOMHCKOI'O YUCTa B OpraHu3anuu.

[Topsimok BegeHust yuera pabodyero BpeMeHru pabOTHHUKOB.

B TOM umHciie IPAKTHYeCKUX 3aHATHI U NPAKTHYECKUX padoT

Odopmnenune coracusi Ha 00pabOTKY EPCOHATBHBIX JIAHHBIX.

OdopmiieHne nakera JOKYMEHTOB 110 BOUHCKOMY YYETy.

Odopmiienne tabenst yuera pabodero BpeMeHH.

RIERINDEINDN NN

OK 01-02, OK
04-05,
OK9IIK 1.1 -
1.9
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Tema 4.2. Conep:xkanue 18/12
Kommuieke [Topsimok nokymMeHTUpoBaHus pueMa Ha padoty. CocraBienue oruero EDQC-1. 2
JAOKYMEHTOB IO Y4eTHbIe TOKYMEHTHI 110 IEPCOHAITY. 2
YCTAHOBJIEHH 10 V3MeHeHne nepcoHaIbHBIX JaHHBIX pAOOTHUKOB. 2
TPYAOBBbIX B ToMm unciie NPpaKTHYECKHX 3aHATHH H NPAKTHYECKHX PadoT 12 OK 01-02, OK
. P P paue 04-05
NpaBOOTHOLICHHH OdopmieHne TpyI0BOro J0roBopa. 2 OK 9 TIK ’1 1
3anosHeHne YHU(UITUPOBAHHBIX ()OPM NMEPBUYHON YIETHOM JOKYMEHTAIUH. 2 19 '
Odopmiienne Tpy10Boi KHIKKH. OdopmiieHHe TUYHONW KapTOUKH. 2 '
dopmMupoBaHuE JIMYHOTO JEJIa. 2
1. CocraBnenue otyera EOC-1. 2
CocraBienue u opopmIIeHHE TPUKa3a 00 N3MEHEHUH TEPCOHATBHBIX JAaHHBIX PA0OTHHUKA. 2
Tema 4.3. Conepxanue 20/10
Kommiexce [Topsii0K JOKYMEHTUPOBaHMsI [IEPEBO/Ia pAOOTHHUKA Ha APYTYIO paboTy. 2
AOKYMEHTOB [Tops 10K TOKYMEHTHPOBAaHUS KOMaH/IMPOBaHUs PaOOTHHUKOB. 2
10 ABUKEHUIO KaAPOB | [TopsiJOK JOKYMEHTHPOBAHUS NPEIOCTABICHUS OTITYCKA PAOOTHUKY. 2
[Tops 10K TOKYMEHTHPOBAHUS MOOIIPEHHS] pAOOTHUKOB. 2 OK 01-02. OK
ITopsiioK JOKYMEHTUPOBAHMsI BHIHECEHUS! TUCIIMIUITMHAPHBIX B3bICKAHUH. 2 0 4_05’
B TOM uHciie IPAKTHYeCKUX 3aHATHI U NPAKTHYECKUX padoT 10 OK 9 TIK ’1 1
3anoiaHeHre YHUQUIIMPOBAHHBIX (JOPM NEPBUYHON YUETHON JOKYMEHTAIMH. 2 19 ’
2. OdopmiieHne nepeBoia pabOTHUKA HA APYTYIO padoTy. 2
OdopmneHre KOMaHIUPOBaHUsl PAOOTHHUKOB. 2
OdopmiieHre MpeJoCTaBIeHUs! OTIYCKa PAOOTHHKY. 2
Odopmierne moonpeHust pabOTHUKOB. 5
OdopmiieHre BEIHECEHHS! TUCIIMIITMHAPHBIX B3bICKAHUH.
Tema 4.4. Coaep:xanue 8/6
Kommuexc [Topsox TOKYMEHTHPOBAHUS YBOJIbHEHUSI pAOOTHUKOB.
AOKYMEHTOB I10 ITops10k MOArOTOBKY A€M MO JIMYHOMY COCTaBy K Iepeaade B apXuB OpraHU3aliH. 2
PaCTOp:KeHH IO OK 01-02, OK
TPYAOBBIX B ToM 4nciie NpaKTHYECKHUX 3aHATHI U PAKTHYECKHUX padoT 6 04-05,
NPaBOOTHOLIEHUI 3. 3anonHeHuWe YHU(PHUIMPOBAHHBIX (OpPM TEPBUUYHON YUETHOH JTOKYMEHTALUH. 9 OKO9ITIK 1.1 -
Odopmienne yBoabHEHUST paOOTHUKOB. 1.9
3arnoyiHeHe pa3/ieioB TPYJOBOM KHIKKHA PaOOTHHUKA. 9
CocraBnenue otuetoB EQC-1.
IToaroroBka muyHOTrO Aeya pabOTHUKA K TIEpeiaye B apXUB. 2
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IIpome:kyTounas arrecrauusi B popme nudpdepeHnupoBaHHOrO 3a4eTa 2
B ToMm 4nciie camocTosiTeJibHasi padboTa 00y4arUINXCS 4
Tema 4.5. Conep:xkanue 8/4
Opranmn3zanus padorbl | Homenknatypa nenm kaapoBoil ciykObl. [lopsgok MOATOTOBKH, COCTaBICHUS H 2
¢ Ka/IpOBBIMH odopmiieHusl. OK 01-02. OK
AOKYMEHTaAMM OpraHI/IBaI_II/IOHHO-paCHOPSIL[I/ITeJ'IBHBIe JOKYMEHTHI B Kaz[pOBoﬁ CJIy>I<6e: 0 4_05’
IIPUKA3bl 10 OCHOBHOM JIEATEIBbHOCTH; CIIPABKH, TOKJIAJHbIE 3alIUCKU. POPMUPOBAHUE U 2 OK 9 TIK ’1 1
XpaHEeHHe Jedl. 19
B ToM 4unciie MPaKTHYeCKUX 3aHATHH M MPAKTHYECKHUX PadoT 4
4. CocraBieHnue 1 0opMIIeHHE HOMEHKJIATYPHhI JIeT KaJPOBOU CITYKOBI. 2
OdopMieHe OpraHu3aliOHHO-PACTIOPSIUTEIBHBIX TOKYMEHTOB. 2
Tema 4.6. Conep:kanue 32/16
DOyHKIHOHAJIBHbIE Crpykrypa npukiagHoro pemenus. [lnargpopma u xkonpurypaunu. Bepcun nponykra. 2
BO3MOKHOCTH B Otnuuus uHTEpQEcoB pa3HBIX BEPCHil.
nepBoHAYaIbHAsA OcHoBHble cBeneHus o nporpamme «lC:Kampbi»: BO3MOXKHOCTH, CTPYKTypa, 3amycK 2
HACTPOMKA MPOrpaMMBl.
NporpaMmmMal HauanbHas HacTpoiika nporpamMMel. CBeieHHs 00 opraHu3aiiy. Y4eTHasl MOJUTHKA. 2
«1C:Kanpb» NnTrepdeiic, OCHOBHBIE MAHENIN NPOTPAMMBIL. 2
Crpykrypa xomnanuu. Hacrtpoiika cnucka mnons3oBatenedl. llltatHoe pacnucanue, 5
M3MEHEHHE MITATHOTO pacIUCaHMsl.
[TapameTpsl yuera ¢ MCIOJB30BAHUEM NOMOIIHMKA. HacTpoiika JOMONHUTENBHBIX NIpaB
T10J1b30BaTeIs. 2 OK 8}{8;’ OK
3anojaHeHNe CIPaBOYHUKOB. 2 OK 9 TIK ELl B
3anosiHeHne KI1acCH(pUKATOPOB. 2 19
B ToM 4nciie NpaKTHYECKHUX 3aHATHI U PAKTHYECKHUX padoT 16 '
Co3nanne nHpopMaoHHON 6a3bl, HACTPOWKA MPOTPAMMBI. 9
Hacrpoiika mpon3BOACTBEHHOTO KajleHaaps ¥ TpadruKoB.
Hactpoiika napaMeTpoB ydera, HacTpolKa I0Jb30BaTelsd. BBoA KalpoBBIX NaHHBIX U 2
YCJIOBHH OILIATHI TPY/Ia.
Cozanue perucrpa CBEACHUMN: IITATHOE paclUCaHUE, CBEAEHUI O IITaTHBIX €AVMHMUIAX 2
OpraHu3al}y, IITAaTHAs PACCTAHOBKA.
3anojHeHUe CIpaBOYHMKA OpraHM3alMM; MOAPA3JECIICHUN NPEANpUATHS; IOJIKHOCTEN 9
MIpeNPHUATHS; CIPAaBOYHUKA rpaduka paboThl MPEANPUSTHS.
3arnoyiHeHHe CIPAaBOYHUKOB: (PU3HUECKHUE JIUIA, COTPYIHUKH. 2
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3anonHeHWe  KiIaccHpHUKAaTopa  JOKYMEHTOB,  YAOCTOBEPSIOIIMX  JIMYHOCTH; 5
KJaccu(uKaTopa si3bIKOB HAPOJ0B MUPA; KiacCu(UKATOpa CTENEHHN 3HAHUH S3bIKA.
3anonHeHUe KiaccH(pHUKAaTopa CEMEWHOro MOJO0KEHHs; KiacCU(pHUKaTopa CTEIEeHU 5
pOJICTBA; KIaccu(rKaTopa BUAOB 00pa3oBaHUSI.
KontponbHas padora 2
B ToM uymHciie caMocTosITeIbHAsL padoTa 00y4alIMXCs 2
Tema 4.7. Coaep:kanue 32/24
Benenue kagposoro ITpuem Ha paboty. KagpoBoe nepemenienue. YBOJIbHEHHE. 2
ydeTa B mporpamMmme KomanmupoBku: mpukas, ciykeOHOe 3aaHue, KOMaHIMPOBOYHOE YIOCTOBEPEHHE. 9
«1C: Kagpbi» Otnycka: npukas, rpauk OTIIyCKOB, BO3BpAT Ha paloTy.
dopmupoBaHue JNYHBIX KapTouek. Tabenpb yuéra pabodyero BpeMeHHu. 2
BouHnckuii yuer. Bunbl orueTos. 2
B ToM 4Hciie IPaAaKTHYeCKUX 3aHATHI U NPAKTHYECKUX padoT 24
OdopmiieHne mpueMa CoTpyIHUKOB. 2
KaapoBoe nepemeriieHue. 2
OdopmiieHne yBOJIbHEHHUS. 2
OdopmiieHre KOMaHIUPOBKHU. 2 OK gi_gé’ OK
Odopmienue oTnycka: Npukas, rpauk OTIYCKOB, OTYETHI IO OTIYCKAM. 2 OK 9 l:IK ’1 1
OtcytcTBUE HAa paboyeM MecTe: 3al0JIHEHHE U MPOBEJICHHE JOKYMEHTOB. 2 19 '
Bo3sBpart Ha paboTy B KOMIaHWu. 3aroIHEHUE U MPOBEJIEHNE TOKYMEHTOB. 2 '
@dopMUpOBaHHNE JTUYHBIX KAPTOUEK. 2
3anosnHeHue Tabenst yuera pabouero BpeMeHH. 2
Benenne BOMHCKOTO yueTa B TporpamMmme. 2
OdopMieHre 0TYETOB. 2
VYnanenne o0beKTOB. YmpaBnenue uroramu. CoxpaHeHHE W BOCCTAHOBJICHUE TAHHBIX. 5
BeIrpy3ka JaHHbIX B Ipyrue KOHQHUTypaluu.
IIpomMe:kyTouHasi aTTecTanus B popme IK3aMeHa 6
KoncyabTanumn 2
B ToMm 4nciie camocTosiTeJIbHasi padoTa 00y4alUINXCs 2
Y4yeOHasi npaKkTHKA 108 OK 01-02, OK
IIpou3BoacTBeHHAs] MPAKTHKA 144 04-05,
Bunasbi pator: OKO9IIK 1.1 —

1.9
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M3yueHue CTpyKTypbl OpraHU3alui — MECTa MPOXOXKAECHUS MTPAKTUKH (Jlajiee — OPraHU3aluu) C LENIbI0 COCTABICHMUS
CXEMBI CTPYKTYpbI opranu3anuu. O3HaKOMJICHUE C NPABOBBIMH (YUPEAUTEILHBIMHE), JIOKATbHBIMH HOPMATUBHBIMH
aKTaMU ¥ pacHopsAUTEIbHBIMA JOKYMEHTaMu opranu3anuy. CocTaBlleHHE CIIMCKa UCTOYHUKOB KOMIUIEKTOBAHHUS
OP/] opranu3zaruu.

N3ydyenne MHCTpyKIIMK IO AEIONPOU3BOACTBY OpraHU3alui. 3HAKOMCTBO € IPAaBUJIAMH COCTaBJIEHUS IIPOEKTOB U
o(opmiIeHHsT JOKYMEHTOB, OPSAKOM COTJIACOBAHUS M MOMUCAHUSA/YTBEPKICHHUS JOKYMEHTOB B OpraHU3alllu.
O3HakoMJIeHME C MPOrpaMMHBIMHM CpeJICTBaMHM Yy4éTa, XpaHeHHs, OOpaOOTKM M TIOHCKa JIOKyMEHTOB,
UCTOJB3yeMbIMH B OpraHu3anuu. l3ydenne ocHOB M crnenudukd pabOThI C JOKYMEHTAalWMEH B CHCTEME
3NEKTPOHHOIO A0KyMeHTooOopoTa (CO/1) opranuzanuu. crnons3oBanue B paboTe rio0aibHbIX U JOKAIbHBIX CETeH
IUTSL TIOJYYEHUS ¥ XpaHeHHus nHpopManuu, ooMeHa nH(opMaIien.

3HAaKOMCTBO € JIOKyMeHTooOopoToM opranuzaiuu. Mcnons3oBanne COJl B pabote ¢ mokymentamu. OOpaboTka
BHYTPCHHUX JIOKyMEHTOB, 00pabOTKa M OTHpaBKa HCXOMSIIMX JTOKYMEHTOB, NMPUEM W TEpBUYHAsS 00paboTKa
BXOJAILIMX JOKYMEHTOB. Perucrtpanus J0KyMEHTOB U MaplIpyTU3aLus JOKYMEHTONIOTOKOB. KOHTpOIb HCIIOIHEHUS
JNOKyMeHTOB. MIHpopManimoHHO-CipaBoO4Has ¥ OUCKOBas paboTa ¢ MCIONIb30BAaHUEM CHCTEM YUETa TOKYMEHTOB B
OpraHM3alMH.

Odopmienne opraHM3alluOHHbBIX, BHYTPEHHUX (MPUKAa3bl, pacOPsKEHUS, TOBEPEHHOCTH, 3alIUCKHU, CIIPABKH, aKThI,
IPOTOKOJBI U Jp.) U HUCXOJAIIMX JTOKYMEHTOB OpraHU3allMM C HCIOJIb30BAHUEM COBPEMEHHBIX MPOrPaMMHO-
TEXHUYECKUX cpeAcTB. KOHTponb MNpaBUIBHOCTH COCTaBIIEHUS, O(OPMIIEHUS JIOKYMEHTOB (pPEKBHU3UTHI,
0COOEHHOCTH HaNMCaHUs TEKCTOB, MHOTOCTPAHWYHBIE JOKYMEHTHI), MOpSAKA U3JaHUs JTIOKYMEHTOB (C y4€ToM
CHelU(pUKNA CHUCTEMBI JEJIONPOU3BOACTBAa opraHuzauuu). KoHcTpynpoBaHue OIaHKOB OpraHu3alllM, CO3JaHHE
111a0JIOHOB JJOKYMEHTOB.

Opranuzaiys TEKYLIEro XpaHeHUs JAOKyMEeHTOB. DopMHUpOBaHHE /€ B COOTBETCTBHMM C HOMEHKJIATypoH el
OpraHM3alyy. Y4acTHe B INPOBEAECHHUM SKCIEPTH3bl LIEHHOCTH IOKyMEHTOB (CucTeMaTu3anus JOKYMEHTOB IIO
CTPYKTYpPHO-XpOHOJIOTHYeckoMy puHLuIy. OdopmieHue y4ETHBIX TOKYMEHTOB OCTYIIEHUS U BBIOBITHS JIEJI.
O3HaKOMJIEHME C YCTAHOBJICHHBIMHM B OpPraHM3allMM IPAaBWJIAMHU MOJATOTOBKM JOKYMEHTOB K IE€peladye B apXHB.
[lonroroBka AoKyMeHTOB K mepenade B apxuB. Odopmienue aen. CocraBieHHE ONMHMCEW JOKYMEHTOB U JIE.
CocraBiieHHE aKTOB BbIJAa4H, IEPEJA4YH, YHUUTOKEHUS JOKYMEHTOB.

3HAKOMCTBO C KAaTeropusiMd M BHUAAMH JIOKYMEHTOB, OOpa3yIOIIMUXCS B OpraHu3allud, COJEpKaIiux
KOH(HIEeHIIMaTbHYI0 HHpopMmarmio. Opranuzanus padoTel Mo 00paboTKe TOKYMEHTOB OIpaHHMYEHHOI'O JIOCTYIIA.
O3HakoMJICHHE C NPUMEHSIEMbIMH B OpIraHU3alMM CPEACTBAMM KpHUNTOrpaduu JUisl 3aIIMUThl SJIEKTPOHHBIX
JTOKYMEHTOB C HCIIOJIb30BAHUEM CIIEIIHATILHOTO IPOrpaMMHOT0 obecrieueHusl. BrimonHenune padboT 1o o6ecredeHno
3aIUTHI IEKTPOHHBIX JOKYMEHTOB OT HECAHKIIMOHUPOBAHHOIO JOCTYIIA.

Opranuzanus paboTel MpUEMHON (30H MpHEMa MOCETHTENEH): PperyJupoBaHUE MOTOKA MOCETHTENEH, MpUéM U
peructpanus noceruresei. IlnanupoBanue pabouero 1Hs pykoBoauTeNs U cekperapst. [JonroroBka AeI0BbIX BCTpeY
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U [1IEPEroBOpOB pyKoBouTels. PaboTa 1o o0CiyKuBaHUIO Pa3JIMYHbIX TUIIOB COBEIIAHUHI U COOJII0JEHUE MTPaBHII UX
IMOATOTOBKHU U ITPOBCACHUA.

Benenue tenedonHbIx eperoBopos. OuibTpanys U nepeaapecanus 3B0HKOB. [Ipuém u nepenayda renegoHorpamm,
daxcorpamm, cooOLIEHHUI O 3MeKTPOHHON nouTe. MHpopMannonHoe obecrieueHne IesITeNbHOCTH PYKOBOIUTEIS.
O3HakoMJIeHHE C NTpaBWiIaMH pabOThl ¢ KOHPHUAECHIIMAIBHON HH(OpMaIel B OpraHu3aluHm.

PaboTa mo 03HaKOMJICHHIO C COCTAaBOM U OCOOEHHOCTSIMHU JOKYMEHTOB OPTaHU3aIMH, PETYIHPYIOMUX TPYAOBbIC
OTHOWICHUS (OpraHU3alMOHHO-PACIIOPSIUTEIbHBIC JOKYMEHTBI, JHOKYMEHTBI MO JHYHOMY COCTaBy, TPYHOBOIl
JIOTOBOP, IOTOBOP O MaTepUaibHONW OTBETCTBEHHOCTH U T.1.). OopmiieHHEe TOKYyMEHTOB 10 JUYHOMY COCTaBY M UX
Konui (mpu HeoO0XOoAMMOCTH). 3HAKOMCTBO C CHCTEMOM YHH(QHUUHUPOBAHHBIX (HOpPM MEPBUYHONU YUETHOU
JOKYMEHTAIIM! OpraHu3alyu. 3anojHeHne (HopM NMEepPBUYHON yUIETHOW NOoKyMeHTauu. PaboTa ¢ 3asBICHUSAME 10
JMYHOMY COCTaBY, BelleHHEe U opopMIIeHHE TPYAOBbIX KHMXkeK. McrnonpzoBanue COJl npu pabote ¢ KaapOBBIMU

[[OKYMGHTEIMI/I.
IIpomekyTouHas arrecTanms OK 01-02, OK
5 04-05,
OK9IIK 1.1 —
1.9
Bcero 772

2.4. KypcoBoii npoexT (padora)

Kypcogoii mpoekT (padota) o [IM.01 OcyiiecTBiaeHne Oprauu3aioOHHOr0 U JOKYMEHTAIIMOHHOTO 00eCIIeUeHus eI TeIIbHOCTA OpraHu3aluu
SBIIETCS 00513aTEILHBIM K BBITIOTHEHUIO.

Temartuka KypcoBBIX IPOEKTOB (paboT)
3Ha4YeHHe CUCTEMBbl OPTaHU3aI[MOHHO-PACIOPSAUTEIIHOM JJOKYMEHTAIMH U1l JOKYMEHTHPOBAHMS YIIPaBIEHUYECKOM NesTeTbHOCTH.
PexBH3HTHI 3aroJI0BOYHOM YacTH TOKYMEHTA, IpaBriIa OQPOPMIICHHS B COOTBETCTBUH C PEKOMEHIAIMSIMH CTaHIapTa.
Ocob6ennoctu 0hopMIIeHUsI OCHOBHOM YacTH JOKYMEHTA B Pa3IMYHBIX BUJAX MHCEM.
Ocob6enHoctr 0(hOpMIICHHUST OCHOBHOM YacTH JIOKyMEHTA B PACIIOPSAUTEIBHBIX JOKYMEHTAX.
WHpopmannoHHO-CIIpaBOYHbIE JOKYMEHTBI B CUCTEME OpPTraHU3al[HOHHO-PACIOPSAUTENbHBIX TOKYMEHTOB, UX Ha3HAUYE€HHE U OCHOBHBIE BUJIBI.
JloknamHas v Cry>)keOHast 3aIMCKH, OCOOCHHOCTH MCTIOIB30BaHUS JIJIsl BHRYTPEHHHX KOMMYHUKAIIUH.
CocraBienue ohopMIIsIOIIe YacTH JOKYMEHTa, 0COOEHHOCTH MPaKTHYECKOTO MPUMEHEHHS PEKBU3UTOB O(POPMIISIOIIEH YacTH TOKyMEHTa
B Pa3IMYHBIX BUJAaX OPraHU3aIOHHO-PACTIOPSAUTEILHON TOKYMEHTAIUH.
8. CocraBnenue u opopmicHue rpudoB yTBepKACHUS U COTIIACOBAHUS, HA3HAYCHNE U OCOOCHHOCTH 0(OPMIICHHS PEKBH3UTOB.
9. OrMeTkH Ha JOKYMEHTE B COOTBETCTBUU C PEKOMEHIAIUSIMU IOCYAapCTBEHHOTO CTaHapTa.
10. Pa3BuTHE MOHATHUS «IOKYMEHT»: ONpeAeIeHuEe U (PYHKIIH.
11. Vaudukamus u cranaaptuzamnus. Ctangaptsl B JIOY Ha coBpeMeHHOM 3Tare.

NoabkowhE



12.
13.

14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.
217.
28.
29.
30.
31.
32.
33.
34.
35.
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OdunuanbHbIi JOKYMEHT U €r0 MECTO B CUCTEME YIPABICHHUS.

Cuctema JOKyMEHTOB, YHH(HUIMPOBAHHAs CUCTEMa JOKYMEHTOB M YHH(DHUIMpPOBAHHAS CHUCTEMa OPraHU3ALOHHO-PACIOPSAUTEIHHOMN

JOKYMEHTaLUH.
Knaccudukanus opraHu3aiiMOHHO-PaCIOPSIIUTEIbHONW JOKYMEHTAIMH U €€ IPaKTUYECKOe IPUMEHEHHE.
TpeboBaHMsI K KOHCTPYHPOBaHUIO OJaHKOB. Bubl G1aHKOB.

[IpaBuina u ocoGeHHOCTH OPOPMIICHHSI TPOTOKOJIOB.

Pounb pacniopsauTenbHbIX JOKYMEHTOB B yIIPaBICHUH OpraHU3aluell Ha COBPEMEHHOM 3Talle.

[IpaBuia opopmiieHHs pacTiopsANTEIbHBIX JOKYMEHTOB, N3/IaBAEMbIX Ha MPUHIUINAX KOJUIETHATEHOCTH.
IIpaBuna opopmiieHHs paciopsUTEIbHBIX JOKYMEHTOB, 3/1aBa€éMbIX Ha MPUHLMNAX €ANHOHAYAIIMSL.
[IpaBuia cocraBieHus U 0(OPMIICHHS MPHKa3a 0 OCHOBHOM JIESITEIbHOCTH.

IIpaBuna cocraBieHuss 1 0OPMIICHUS PACIIOPSIKEHUS U YKa3aHUS.

JIOKYMEHT — KaK 3JIEMEHT JIJIOBOTO OOIICHUSI.

IIpaBuna opopmieHus 6i1aHKa U PpEKBU3UTOB MTUChMA.

WNudopmannoHHbIi 00MEH ¢ TOMOIIBIO TIepenucKy. Bupl micem.

PykomnucHble peKBU3UTHI HAa OQUIIHATBHBIX JJOKYMEHTaX.

[IpaBuna cocraBnenuss 1 oPopMIIECHUS JOKIATHBIX, OOBICHUTEIBHBIX U CIY>KEOHBIX 3aIHCOK.

[IpaBuna cocraBieHus 1 opopmiieHUs OQUIHATBHBIX U OMOrpaduYecKux CIpaBoK.

[IpaBuiia cocraBneHus 1 0hopMIIEHUS JOKYMEHTOB, 00€CIIeUNBAIOIINX ONEPAaTUBHOCTh Nepeaun HH(GOpMaLUH.
IIpaBuna cocraBieHus 1 0OPMIIEHUS TOBEPEHHOCTEN U PACIIHCOK.

Konmu noxymeHnToB. Buibl Konuil 1 MX HCTOpUYECKOe pa3BUTHE. [IopsAI0K y1OCTOBEPEHUS KOIU.
[Tonnuck n nevaTe, Kak BaXXHbIE PEKBU3UTHI IOKYMEHTA: 3Tallbl COBEPLUICHCTBOBAHHUS.

DneKTpOHHAas NOJNUCH: 00JIaCTh TPUMEHEHUS.

SI3BIK U CTUIIb CIYKEOHBIX JOKYMEHTOB B MH(OPMAITMOHHOM OOIIIECTBE.

[IpaBuna cocraBnenus u oPopMIICHUS aKTOB.

KondunennuanbHble TOKYMEHTHI: KJIacCH(pUKAIMA 10 Ipudy OrpaHudeHus T0CTYIIA.
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3. YCJIOBUSA PEAJIM3ALIUU TPO®ECCUOHAJIBHOI'O MO YJIA

3.1. MaTepuaJbHO-TEXHHYECKOE O0ecreyeHne

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

Jlaboparopuu «MHDOpMALIMOHHBIX U KOMMYHUKAIIMOHHBIX TeXHOJOTUY, «KoMmbroTepHOit
00paboTKM TOKyMEHTOB», «Opranuzanuu paboOThl € JOKYMEHTaMH, CHCTEM 3JEKTPOHHOTO
JIOKyMEHT0000poTa», «YueOHasi KaHUEISIpUs», OCHAIICHHbIE B COOTBETCTBHH C MPHJIOKEHHEM 3
AOIIOII-IT.

OcHamieHnbie  06a3bl TPAKTUKH (MAacCTEPCKUE/30HBI 110 BHJAaM paboOT), OCHAIEHHBIC B
cootBeTcTBUU ¢ npuiioxkenuem 3 AOOII-I1.

3.2. Y4eOHO-MeTOAMYECKOE O0ecnedeH e

3.2.1. OcHOBHBbIE NeYaTHbIE U/WJIN 3JIEKTPOHHbIE U3IAHUSA

1. Aoynamze [I. I'. JlokymeHTarmonnoe odecreueHre yrpaBieHus IEPCOHAIOM: YICOHUK U
MPAKTUKYM [Tl cpeiHero npodeccuoHanbHoro oopasosanust / 1. I'. AGynanze, U. b. Bempsokkuna,
B. M. MacnoBa. — 2-e u3., nepepad. u gorm. — Mocksa: M3marensctBo KOpaiit, 2022. — 370 ¢. —
(ITpodeccuonanbuoe obpazoBanue). — ISBN 978-5-534-15076-6. — Tekct: anexktponHsiit / IbC
FOpaiir [caiit]. — URL: https://urait.ru/bcode/487121.

2. AnryxoBa, H.®. Cucrtembl 3J1€KTPOHHOrO JIOKYMEHTOOOOpoTa: ydeOHoe mocobue /
AntyxoBa H.®., [I3t06enko A.JI., Jlocera B.B., Heunkos l0.b. — Mocksa: KnoPyc, 2022. — 201 c.
— ISBN 978-5-406-02705-9. — URL.: https://book.ru/book/936560. — TekcT: 31eKTPOHHBIIA.

3. Kopnees, U. K. JlokymeHTaIoHHOE 00ECTICUeHNE YIPABICHUS: YICOHUK U PAKTUKYM
ISt cpenHero npodeccuonanbHoro oopasosanus / M. K. Kopuees, A. B. [Tmenko, B. A. Mamypuies.
— 2-¢ wm3a., mepepab. m gom. — MockBa: MsmarensctBo [Opaiit, 2022. — 384 c. —
(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 gon. — Mocksa: U3narensctBo Abak, 2020. — 304 c.

3.2.2. JlonoJIHUTEIbHbI€ HCTOYHUKH

1. AmnapeeBa B.U. [lenonmpou3BOJACTBO: OpraHM3alvs U BelEHUE: y4eOHO-TIPAKTUUYECKOe
nocooue / Auapeea B.MI. — Mocksa: KuoPyc, 2020. — 294 ¢. — ISBN 978-5-406-00580-4. —
URL: https://book.ru/book/934225. — TexkcT : 31eKTpOHHBIIA.

2. Amzopoga C.I1. Oprarm3anus Tpyia roCyIapCTBEHHBIX ¥ MYHUITUTIAIBHBIX CITYXKAIIUX :
yuebHoe nocobue / C.I1. AnzopoBa, C.I'. denopuykoBa. — Mocksa : UHOPA-M, 2022. — 160 c.
— (Beicmee obpazoBanme: 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
nocob6ue / P. E. bynat. — MockBa: UH®OPA-M, 2019. — 234 c. + Jlon. matepuais! [[ DIeKTPOHHBIN

pecypc]]. — (Bricmee oOpa3oBanme: bakamaspumar). - ISBN 978-5-16-010318-1. - Tekcr:
anekTponnbii. - URL: https://znanium.com/catalog/product/1007087. — Pexum moctyma: o
HOIIHCKE.

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. — Pesxum gocTyma: mo moImucKe.

5. T'ycapoa M.H. OpranuzaiiMmoHHO-MH(QOPMAITMOHHOE M  JOKYMEHTAIlMOHHOE
obecrieueHne AeITEIHPHOCTH PYKOBOAUTENS: yueOHO-MeToanueckoe mocooue / M. H. I'ycaposa, C.
B. Topkym. — Mocksa: PTY MUPDA, 2022. — 106 c¢. — Tekct : snekTpoHHBbIA // JlaHb :
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 o6mt. pen. pou. T.A. beikoBoil. — 4-e u3., nepepad. u gon. — Mocksa : UHOPA-M,
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2022. — 393 c¢. + Jlom. wmarepuansl [[DaexktponHsid pecypc]]. — (Bwicmiee oGpa3oBanue:
bakanaspuat). — DOI 10.12737/1014190. - ISBN 978-5-16-014992-9. - TekcT: 3JIEKTPOHHBIH. -
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:
WznatenbctBo FOpaiit, 2022. — 233 ¢. — (IIpodeccuonanbroe oopazoBanue). — ISBN 978-5-534-
05783-6. — Texkcrt: anexrponnsiii / DBC IOpaiir [caiit]. — URL.: https://urait.ru/bcode/473802.

8. Koudunennuanpaoe JIEIOTTPOU3BOJICTBO u 3aIUIICHHBII ANIEKTPOHHBIN
nokymeHToo0opot: yueonuk / H.H. Kynses, A.C. émymkun, T.B. Konapamona, A.I'. ®adpu4HOB;
nox obmr. pea. H.H. Kynsesa. - 2-e uz., nepepad. u nom. - Mocksa : Jloroc, 2020. - 500 c. - (HoBas
yHUBepcuTeTckas Ooubnuoreka). - ISBN 978-5-98704-711-8. - Tekct : snexrponnsid. - URL:
https://znanium.com/catalog/product/1212394. — Pexxum ocTyma: mo moJImucKe.

9. KopueeB U.K. Texuuueckue cpencra ynpasinenus: yueOnuk / M.K. 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 10CTyma: 1O MOAMHUCKE.

10. Ky3uenoB M.H. JlokymeHTanmoHHoe obecrieueHue ymnpapieHus. JJokyMeHTOo00poT U
JIEJIONIPOU3BOJICTBO: YUCOHUK M MTPAKTUKYM JUTSI CpeTHETro podeccuonanpHoro oopasosanus / M. H.
KysnenoB. — 3-e usn., nepepab. u non. — Mocksa: M3garensctBo FOpaiit, 2022. — 462 ¢. —
(ITpodeccronansuoe odpazobanue). — ISBN 978-5-534-04604-5. — Texcr : anekrponnsiii / DbC
FOpaiir [caiit]. — URL.: https://urait.ru/bcode/470020.

11. Kysnenos 1.H. JlokymMeHTarmmoHHOE 0OECIIeYeHUE YIIPABICHUS IEPCOHATIOM: YICOHUK H
MPaKTUKYyM Al cpenHero mpodeccronanbHoro obpazosanus / WM. H. KysnenoB. — Mocksa:
MznarensctBo FOpaiit, 2019. — 521 c. — (IIpodeccuonanpHoe oopazoanue). — ISBN 978-5-534-
04451-5. — Texcrt : anexkrponnsiii // DBC KOpaiir [caiit]. — URL: https://urait.ru/bcode/444432.

12. Opranuzanus cekpetapckoro oocnyxuanun: DYMK / B. B. 'anaxos, O. b. Hazapenko,
[OnextponHoe ydeOHoe wu3manme]. — (Cpemnee npodeccuonanbHOoe oOpazoBaHue - TekcT:
snektponubii. - URL: https://www.academia-moscow.ru/catalogue/5411/347093/  Aptukyn
u3nanus: 601817641

13. ITaBnoBckas O.FO. IlpaBoBoe obecrmeueHue KaapOBOTO IEIOMPOU3BOJCTBA: ydeOHOE
nocobue st By30B / O.1O. I1aBnoBckas. — Mocksa : UznatensctBo FOpaiit, 2022. — 213 ¢. —
(Boiciee oOpazoBanue). — ISBN 978-5-534-11565-9. — Tekct: anextponHssiit / DBC FOpaiit
[caitT]. — URL.: https://urait.ru/bcode/476289.

14. CocHoBast A. AccucteHT pykoBoautensd. Jlaiipxaku npodeccun: KHUra-TpeHUHT / A.
CocHoBas. - Cankrt-IlerepOypr: IMurep, 2022. - 208 c. - ISBN 978-5-4461-1489-4. - Tekcr:
anekTponnbii. - URL: https://znanium.com/catalog/product/1817493. — Pexum mpoctyma: o
TIOJTTIHICKE.

15. MIumor O.B. CoBpeMeHHbIE TEXHOJIOTUU U TEXHUYECKHE CpeCcTBa MHGOPMATH3ALINU:
yaeOnuk / O.B. IlumoB. — MockBa : UHOPA-M, 2022. — 462 c. + [on. marepuabl
[[Onekrponnslii pecypc]]. — (Cpeanee mpodeccuonanbHoe obOpazoBanue). - ISBN 978-5-16-
017112-8. - Tekcr : anektponnsiid. - URL: https://znanium.com/catalog/product/1764799. — Pexxum
JIOCTYTIA: 110 TOATHCKE.

16. IllysanoBa H.H. OcCHOBBI JeIONPOM3BOJICTBA: YU4ECOHHK M TPAKTHKYM IS CPEIHETO
npodeccuonansHoro oopazosanus / H.H. IllyBanosa, A.}O. lBanoBa; noa obmieit penakuueir H.H.
[lyBanoBoit. — 2-e u3m., nmepepad. u morn. — MockBa: M3aarenscTBo KOpaiit, 2022, — 428 ¢. —
(ITpoeccuonansroe obpazoBanue). — ISBN 978-5-534-11014-2. — Tekct: anexTpoHHbIH // DBC
FOpaiir [caiit]. — URL: https://urait.ru/bcode/469548.
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUSA

IMPOPECCHUOHAJIBHOI'O MOAYJIA

Kon IIK, OK

Kpurepum oueHku pe3yjbrara
(moka3arte/im 0CBOCEHHOCTH KOMIIETEHIIUI)

D®opMbI KOHTPOJISI
METO/IbI OLIEHKH

IIK 1.1

[Tonyuenue HeoOxoaumol nH(pOpMaLIMK U TIeperada
CaHKLIMOHUPOBAHHOMN uHpopMauu c
UCIIOJIb30BAHUEM CpPEACTB HMH(DOPMALMOHHBIX H
KOMMYHUKAI[MOHHBIX TEXHOJIOTUHI

IIK 1.2

Koopaunanus paboTel IpuEMHON PYKOBOIUTENS U
30H NpHEMa Pa3IMUHbIX KATETOPUH ITOCETUTEIICH
OpraHu3alu

K 1.3

[TnanupoBaHue pabo4yero BpeMeHU PyKOBOJUTENS U
pabouero 1Hs cekpeTapsi

I[IK 1.4

Opranu3zanys Je0BbIX 0€3/10K PYKOBOJUTENS
U JIPYTUX COTPYJHUKOB OPraHU3aLUU

IIK 1.5

Opranuzanus u nojaepxanue pyHKIHOHAILHOTO
pabouero MpocTpaHcTBa

IIK 1.6

Opranu3zanus NOArOTOBKH U MPOBEACHUE
BHYTPEHHUX U BHEITHUX KOH(EPEHTHBIX
MEpONpUITHIA, oOecrieueHre nHHOPMaMOHHOTO
B3aMMOJICHCTBUS PyKOBOJUTEIS C
MOAPa3AeICHUSIMU U IOJDKHOCTHBIMU JIMLIAMU
OpraHu3alIuu.

IIK 1.7

Odopmnenne opraHu3aliOHHO-PACTIOPSIUTENBHBIX
JIOKYMEHTOB ¥ OpraHu3anusi padboThl C HUMH, B TOM
YHCIIe C UCIIOJIb30BAaHUEM aBTOMATH3UPOBAHHBIX
CHUCTEM

IIK 1.8

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

K 1.9

OpFaHI/ISaHI/ISI TCKYHICTO XpaHCHUA JTOKYMCHTOB,
06pa60TI<a ACJI I OTIEPATUBHOTO U apXUBHOT'O
XpaHCHUs, B TOM YUCJIE C UCITIO0JIb30BaAHUCM
ABTOMATHU3UPOBAHHBIX CUCTCM

OK 01

Br16op criocoba perenus 3aaaq
npohecCHOHANBEHOM NeSTENbHOCTH IPUMEHUTEIHHO
K PA3JIMYHBIM KOHTCKCTaM

OK 02

Hcnonb30BaHnEe COBPEMEHHBIX CPEICTBA ITOUCKA,
aHaJIM3a U UHTEpIpeTalu HHGOpMaLIUU, U
UCTOJIb30BaHUE UH(OPMAIIMOHHBIX TEXHOJIOTHH IS
BBITNIOJTHEHUS 33/1a4 PO eCCHOHATbHON
JIESITEIBHOCTH.

OK 04

B3aumogeiicTBre u paboTa B KOJUIEKTUBE U
KOMaHJ1e

OK 05

Ocy1ecTBi€eHHE YCTHON U MHCbMEHHOM
KOMMYHUKAIIUN HA TOCYAAPCTBCHHOM A3BIKE
Poccuiickoii @enepanuu ¢ yueToM 0COOCHHOCTEN
CONHAJIBHOI'O U KYJIbTYPHOT'O KOHTCKCTA

OK 09

Hcnons3oBaHue HpO(I)eCCI/IOHaHLHOI\/'I AOKYMCHTAaIIUN
Ha TrOCy1apCTBCHHOM U MHOCTPAHHOM SA3BIKaAX

KonTposib  BbINIOTHEHUS
IIPAKTHUYECKUX 3a1aHUM.
VYCTHBIM WM TECTOBBIM
KOHTPOJIb TE€OPETUUYECKUX
3HAHUM.

Amnanus u OIICHKA
pemieHuit  TmPOOJIIEMHBIX
CUTYyalui.

[TpoBepounbie pabOTHI MO
KaXJ0# Teme.
ATTecranms no
MPOU3BOJACTBEHHOMN
MpPaKTHKE.
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Mpuniaoxenne 1.2

K AOOII-II no cnennaabHOCTH
46.02.01 JoxymeHTAMOHHOE O0eclievyeHre YIIPaBJIeHUsI M apXUBOBeeHHe

AnanTupoBaHHasi padouyasi nporpaMmMa npogeccioHaJIbHOr0 MOAYJIA

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

2025 r.
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1. OBILIASI XAPAKTEPUCTHUKA ATAIITUPOBAHHOM PABOYEM ITPOT' PAMMBI
IMPO®ECCHUOHAJIBHOI'O MOAYJIA
IIM.02 OPT AHU3AIINA APXUBHOUW PABOTHI 1O JIOKYMEHTAM OPIAHU3AIIUN
PA3JIMYHBIX ®OPM COBCTBEHHOCTH

KO U HAUMEHOBAaHUE MOYJIAA

1.1. eab n MecTo nMpodecCHOHATBHOI0 MOAYJISA B CTPYKTYpPe aanTHPOBAHHOM
OCHOBHOM 00pa30BaTeIbHOI MPOrpaMMbl

Llenp Momyns: OCBOGHHE BHUAA JeATeNbHOCTH «OpraHuzanus apxXUBHOH pabOTHI IO
JIOKYMEHTaM OpTraHU3alMi pa3aindHbIX (OpM COOCTBEHHOCTU.

[TpodeccrnonanbHbIil MOAYTH BKIIOYCH B 00SI3aTEIIEHYIO YacTh aJalTHPOBAHHOW OCHOBHOM
00pa3oBaTesbHOI MPOTrpaMMBl.

1.2.Ilnanupyemsle pe3ybTaThl 0CBOCHHS NMPO(eccCHOHATBLHOT0 MOAYJIsI

Pe3ynbratel ocBoeHUs NPO(ECCHOHATBLHOTO MOJYJS COOTHOCATCA C IUIAHUPYEMBIMU
pe3yibTaTaMH  OCBOCHHUS  aJalTUPOBAHHOH  OCHOBHOH  OOpa3oBaTelbHOHM  IPOTPaMMBI,
MPEJICTABJICHHBIMU B MAaTpHUIlE KOMIETEHIUH BBIMycKHUKA (1. 4.3.2 ananTupOBaHHON OCHOBHOM

00pa3oBaTeNIbHON MPOrPaMMBI).
B pesynbrare ocBoeHHs IPOGEeCCHOHATBHOIO MOAYJIsSl 00yJaIOIIUIACsS TOJDKEH:

Kon Ymers 3HaTh Baaners HaBbIKAMU
OK,
MK
OK.01 | pacnio3HaBaTh 3a1auy W/WJH | aKTyallbHBIH
npobaemy npoQecCHOHANIbHBIN U
B NpOo(QecCHOHATbHOM  W/WJM | COLMAIbHBIN KOHTEKCT,
COIIMAIbHOM KOHTEKCTE B KOTOPOM MPHUXOJUTCS
aHaIM3UpoOBaTh  3ajadyy  W/WiK | paboTaTh U KUTh
npobieMy W BBIIENATH €€ | OCHOBHBIE  HMCTOYHUKHU
COCTaBHbIE YaCTH UH(pOPMALIUU U PeCYpChI
OTIPEIENIATH ITAIBI PEUICHUS 3a7aul | Ul PEUICHUs 3a7ad |
BBIIBIIATh M A(PQPEKTHUBHO HCKaTh | MpodiieM B
nH(pOpMaIui0, HEOOXOAUMYIO It | TPOo(ecCHOHATEHOM
peleHus 3a1a4n U/WIU IPoOJIeMbl | M/UIH COLIMAIBHOM
COCTABIISATH TUIAH JEHCTBUS KOHTEKCTe
OIIpeIeNIATh HEOOXOIUMBIE PECYPCHI | aITOPUTMBbI
BJIAJIETh AaKTyaJbHBIMH METOJAaMH | BBITIOJHEHUS paboOT
paboThI B Mpo¢heCcCUOHAILHON U
B Mpo(decCHOHATBFHON MW CMEXHBIX | CMEXHBIX 00JIacTAX
chepax METOAbl  paboThl B
peannu30BbIBATh COCTaBJICHHBIN | MPOPECCUOHANBHON U
U1aH CMEXHBIX chepax
OLIEHUBATh PE3yNIbTAT U CTPYKTYpY IUIaHa ISt
MOCTIEJICTBHS CBOMX JECUCTBHM peleHus 3a1au
(caMOCTOSITETHHO WITH C TIOMOIIBIO | TTOPSIZIOK OIIEHKH
HACTaBHUKA) Pe3yabTaTOB pEIICHUS
3a/1a4y
npodeccroHanbHOM
JeSITeITbHOCTH
OK.02 | ompenenaTe 3amaud s TOUCKA | HOMEHKJIATypa
nHpopManuu MH(OPMALIMOHHBIX
OTIpeNeNATh HEOOXO/IMMbIE | HCTOYHUKOB,
WCTOYHUKH UHPOPMALIUU MIPUMEHSEMBIX B
IUTAHUPOBAThH MPOLECC TOUCKA npogeccuoHaTbHON
JeSITeTbHOCTH
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CTPYKTYPHUPOBATh
uH(pOpMaIIHIO
BBIJICIATh Hamboliee 3HAYMMOE B
nepevyHe HHPOpMauu

OLICHUBATh HPaKTHYECKYIO
3HaYMMOCTb PE3yJIbTaTOB MMOMCKA
ohopMIISITH  PE3yNIBTAThl  IOWCKA,
NPUMECHSTh cpencTBa
MH(QOPMAIIMOHHBIX TEXHOJIOTHH IS
peuieHus npoQecCHOHaIbHBIX 331a4
UCTIOJIB30BATh COBPEMEHHOE
porpaMMHOe oOecrieueHue
UCTIOJIB30BATh Pa3InYHbIC

UG POBBIEC CPEACTBA /TS PEIICHUS
npodecCHOHATIBHBIX 3a1a4

MOJIy4aeMyIo

MIPHEMBI
CTPYKTYPUPOBaHUS
uHdopmau

¢dopmar  odopmieHus
pe3yabTaTOB  IOHMCKA
uH(pOpMaIHH,
COBPEMCHHBIC CpE/CTBa
u YCTpOMCTBA
UH(pOpMATU3aAUU
MOPSIOK UX
NPUMEHEHHS U
POrpaMMHOE
o0ecrieueHue B
npodeccrnoHaIbHOM

ACATCIIBHOCTH B TOM
qHuCJIC C

UCIIOJIb30BaHUEM
U(POBBIX CPEJICTB

OK.04 | opranu3oBbIBaTh paboTy | MCUXOIOTUYECKUE
KOJIJICKTHBA OCHOBBI  JICATEIBHOCTH
Y KOMaH bl KOJUJICKTHBA,
B3aMMOJICHCTBOBATh C KOJIJIETAMH, | IICUXOJIOTUYECKHE
PYKOBOJICTBOM, KJIMEHTaMU B XOJ€ | OCOOCHHOCTH JIMYHOCTH
poeCCHOHATLHOMN IEATEILHOCTH | OCHOBBI MIPOEKTHON

JIESITEIbHOCTH

OK.05 | rpaMOTHO H31araTb CBOU MBICIU 0COOEHHOCTHU
u  oopmIATh JOKYMEHTHl IO | COMAIBHOTO u
npoeCCHOHATFHON TEMAaTWKEe Ha | KYJIbTYpPHOTO
roCyJJapCTBEHHOM A3bIKE, | KOHTEKCTA;

TIPOSIBIIATH TOJIEPAHTHOCTb B | IpaBHiIa  OQOPMIICHHS
paboueM KOJJIEKTUBE JIOKYMEHTOB
U TIOCTPOEHHS YCTHBIX
cooOIeHn i’

OK.09 | nonumarp oOOLIMII CMBICT YETKO | MpaBUja  MOCTPOCHUS
MIPOM3HECEHHBIX BBICKAa3bIBAHUM Ha | MPOCTBIX M CJIOXKHBIX
M3BECTHBIE TEMBI | TIPETOKEHIH Ha
(mpodeccronanbHble U OBITOBBIE), | MPOQEecCHOHANBHbBIE
MOHMMAaTh TEKCTHl Ha 0a30BbIE | TEMBI
npo¢eccuOHaAIbHbIE TEMBI OCHOBHbIE
ydyacTBOBaTh B  Juajorax Ha | oOuieynorpeouTeabHbie
3HaKOMBbIE 001IMe rnarosnsl  (ObITOBasg
1 Ipo(heCCUOHATIbHBIE TEMBI npodeccroHanbHas
CTPOUTH NPOCTHIE BBICKA3BIBAHUA O | JIEKCHKA)
cebe 1 0 cBoel MPOoPECCHOHAIBHON | IGKCUYECKUH MUHUMYM,
JeSATeIbHOCTH OTHOCALINICS K

KpaTKO 0OOCHOBBIBATH U OOBSICHSTH
CBOM  JeWcTBUsA  (TeKyliue U
IJTAaHUPYEMBIE)

M1caTh MPOCTHIC CBSI3HBIE
COOOIllEHN Ha 3HAKOMBIE WIIH
MHTEpECYIOoIIne
poheCCUOHATHHBIC TEMBI

OIMCAHUIO TIPEIMETOB,
CPEICTB U TPOIECCOB
npodecCuoHaATbHON
JEeSTebHOCTH
0COOEHHOCTH
MIPOU3HOIICHUS
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IIpaBUiIa YTEHUS
TEKCTOB
npodeccuoHaTbHON
HaIlpaBJIEHHOCTH
IIK 2.1 | paboTaTth C | HOpMaTUBHBIE y4acTus B
MOJIpa3/IeIeHUSIMI/OPTaHU3allusIMU | TIPABOBBIC aKThl | KOMIIEKTOBAHUHU
UCTOYHUKAMHU KoMIuiekToBaHus | Poccuiickoi apXMBHBIMH  JIeJIaMU
apXuBa; Oeneparit B cdepe | (HOKyMEHTaMM )
IPUHUMATD apXVBHBbIE Jena | AeJIONpPOU3BOACTBA M | apXUBa OpraHu3aluu
(1IOKyMEHTBI) Ha TOCTOSIHHOE WM | apXUBHOTO JEJA;
JI0JITOBPEMEHHOE XPaHEHHUE; Hay4YHO-METOJUYECKUE
y4acTBOBAaTh B MIPOBE/ICHUU | KPUTEPUU IKCIEPTH3BI
HKCHEPTU3bl IIEHHOCTU pa3JIMYHbIX | IEHHOCTH  Pa3JIMYHBIX
TUMOB W BHUJAOB JOKYMEHTOB B | TUIIOB W BHJOB €T
COOTBETCTBUM C  BHYTPEHHHMH | (JOKYMEHTOB);
periaaMeHTaMH OpraHu3aluu; TEOPETUYECKHE u
IPUMEHSATH B pab0Te PEKOMEHIALMK | METOJUYECKNE ACIIEKThI
HKCHEPTHO-TIPOBEPOYHON KOMUCCHH | KOMIUIEKTOBAHHS u
WIN HKCIEPTHON KOMMCCUH | SKCIIEPTU3bl IIEHHOCTHU
OpraHu3aluy; BCEX BUJIOB
IPUMEHATh TEPEUYHU C yKa3aHHEM | JOKYMEHTOB;
CPOKOB XpaHEHUd JielT | BUJBI, PA3HOBHIHOCTH H
(IOKyMEHTOB); (dbopmaTel BCEX BHJIOB
coONoIaTh HOPMATUBHBIE CPOKU | TOKYMEHTOB;
XpaHeHus Jel (JIOKyMEHTOB); YHUPUIHIPOBAHHYIO
BECTH yuér WCTOYHUKOB | CUCTEMY
KOMILIEKTOBAHUS apXMBa; OpraHU3alMOHHO-
HCIIOJIb30BATh MIEPEAOBON | PACTIOPAIUTENBHON
OTEYECTBEHHbII W  3apyOeKHBIN | JOKYMEHTALUH;
OTIBIT TI0 KOMIUIEKTOBAHUIO apXHMBa | CTAHIAPTHI
JeJaMu (toxkymeHTaMu) | ohopMiIeHUs
MIOCTOSIHHOTO U JIOJIFTOBPEMEHHOIO | OPraHU3allMOHHO-
XpaHEeHHUs; pacropsauTeabHON
HCII0JIb30BATh COBpPEMEHHBIE | JOKYMEHTAIIHH;
aBTOMAaTU3MPOBAHHBIE, CIOCOOBI M TEXHOJOTHU
WH(POPMAIOHHBIE U | JOKYMEHTHUPOBAHHUSI
TEJIEKOMMYHHUKAI[IOHHbIE Pa3INYHbIX BUJIOB
TEXHOJIOTUH JTOKYMEHTHPOBAaHHBIX | MPO(ecCHOHANTBHOM
cdep AeATeIbHOCTU OPraHU3allU. | JeSTeIbHOCTH;
OpTraHu3aIOHHBIE
MPUHIUIIBI
KOMIUIEKTOBaHHS  JIe
(TOKyMEHTOB)
OTPaHUYEHHOTO
JIOCTYTIA;
TpeOoBaHUs OXpaHbl
Tpyna
[IK 2.2 | monb30BaThcs Y4YETHBIMU | HOPMATUBHBIE BEJICHUA yu€Ta
JOKYMEHTaMHU B paMKax | mpaBoOBbIE aKThl | QpXUBHBIX JEJT
ANEKTPOHHBIX  MHpOpMaMOHHBIX | Poccuiickoit (10KyMEHTOB), B TOM
CHCTEM JIOKyMEHTHpOBaHHBIX cdep | Penepauuun B  chepe | uucine ¢

ACATCIIBHOCTH OpraHru3alumn,

HUCITIOJIB30BaAHNEM
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0JIb30BaThCA JEJIONPOU3BOJCTBA M | aBTOMaTU3UPOBAHHBIX
cepTu(UIMPOBAHHBIMU ApXUBHOTO JIeTIa; CUCTEM
aBTOMATHU3HPOBAaHHBIMU CHCTEMaMU | METOJIUYECKUE
JTOKYMEHTUPOBAHHBIX cdep | AOKYMEHTBI u
NEeSTeIbHOCTH ~ OpraHu3allid 10 | HallMOHAJIbHbBIE
y4€Ty, pEeTUCTPALIUU, KOHTPOIIIO JIeN | CTAaHJApThl B  00JIACTH
(TOKYMEHTOB); yudéTra JIOKYMEHTOB H
MOJIb30BAaThC  MH(POPMAIIMOHHO- | TOKYMEHTHPOBAHHBIX
CIPaBOYHBIMU cucremMamu | cdep JeSITeNIbHOCTH
JTOKYMEHTUPOBAHHBIX cdep | opraHuzanuu;
NEesITeIbHOCTH OpraHu3aluy; OTEYECTBEHHbIE u
BECTH CIIPaBOYHO-TIOMCKOBBIE | 3apyOeKHbBIE
CpeICcTBa K AapXUBHBIM JeliaM | cepTU(QHUIMpPOBaHHbIE
(mokymMeHTam); CHUCTEMBI
BecTH Yy4€T cCTpaxoBoro (oHaa | aBTOMaTU3MPOBAHHOIO
ApPXUBHBIX eI (IOKYMEHTOB); yuéTa apXHWBHBIX JIEI
MIPUMEHSITh HOpMaTHBHBIC | (JOKYMEHTOB);
MIPaBOBBIC aKTHI, JIOKQJIBbHBIE | TpeOOBaHMUS K  y4ETY
HOpPMAaTUBHBIE aKThl OpPraHU3alluu U | 0c000 LEHHBIX u
METOJIMYCCKUE  JOKYMEHThl B | YHUKAJIbHBIX ApXUBHBIX
obOnmactu y4€ra apXWBHBIX Jei | J1ed (JOKYMEHTOB);
(TOKyMEHTOB); CpOKH BBITIOJTHEHUS
BHOCHTb MPEATIOKEHUS O paboT o yu€Ty
COBEPIICHCTBOBAHUIO APXUBHBIX Jel
METOJIMYECKOro obecreyeHus yuéra | (I0KyMEHTOB);
Pa3HBIX BUJOB IOKYMCHTOB B o0mue TIPUHIIHAIIBI
JOKYMEHTHUPOBAaHHBIX chepax yuéta u
JEeSATEIILHOCTH OpTraHU3aIiy. KOMIUICKTOBAHHS  JIEI
(1OKyMEHTOB)
OTPAHHYEHHOTO
JIOCTYTIa;
TpeOOBaHUS OXPAHbI
TpyZa.

[IK 2.3 | cuctemaTu3upoBarth JeNia | HOpMaTHBHBIS OCYIIECTBIICHUS
(IOKyMEHTHI); IPaBOBbIE aKThl | XpaHEHHsI aPXUBHBIX
pa3Meniarhb apXUBHbIE nena | Poccuiickoit neln (J0KyMEHTOB) €
(moxymeHThI) Ha MecTax xpaHeHus B | Denepanun B cepe | HOCTOSTHHBIM CPOKOM
COOTBETCTBUM C HOPMATHBHBIMHU | JISJIONMPOU3BOJICTBA M | XPAHCHHSI U TIO
TpeOOBaHUSIMU B 0o0nacTu | apXUBHOTO JIeNIa; JUYHOMY COCTaBY B
ApXWUBHOTO JIella W YIPABIICHUS | HOPMATHBHBIC apXWBE OpraHHU3AINH
JOKYMEHTaMU; MIPaBOBBIE aKTBI
co0roaTh HOPMAaTHUBHBIE pexuMbl | Poccuiickoit
XpaHeHUs ApPXUBHBIX nen | Gexgepanuu B 00JIaCTH
(1OKyMEHTOB) Ha Mo0BIX | HH(pOPMALINH,

HOCHTETISX; MH()OPMAITMOHHBIX
MPOBOJANTh  TPOBEPKY  ITOJHOTHI | TEXHOJIOTHUH,  3aIIWTHI
COCTaBa apXUBHBIX JOKYMEHTOB B | MH(pOpMAIUH u
SIMHUIIAX XPAHCHHUS, MIePCOHANTBHBIX JTaHHBIX,
MIPOBOJIUTH ONMKCAHUE APXUBHBIX JIeN | TUPPOBOit
(1OKyMEHTOB); TpaHchopmanuu;
HOpPMAaTHBHEIE
TIPaBOBBIC AKTBI
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COCTaBIISITh  CIIPABOYHO-TIOMCKOBEIC
CpeICTBa K AapXUBHBIM  JeliaM
(moKyMeHTaMm);

BeCTH Yy4Y€T M KOHTPOJIb BBIJAYH
apXMUBHBIX JeJ (ITOKYMEHTOB) W3
apXUBOXPAHWIUIIA U UX BO3BPATa;

Poccuiickoit
Oenepan B 00nacTu
KOH(HICHIIMATHbHOCTH
uH(pOpMaIHH;

NpaBuiIa XpaHEHUs el
(1OKyMEHTOB) B

BECTU YYET W KOHTPOJIb NEpeauyd | COOTBETCTBUM C  UX
nen (IOKYMEHTOB) | TUIIAMU;
B HOPSTIOK
rOCyJapCTBEHHbIN/MYHUIIUIIATBHBINA | popMUpOBaHUS
apXuB WIM Ha HHOE BHEIIHEEe | JOKYMEHTOB B
XpaHEHUE U Mpuéma JIeJl C BHEIIHETO | KOMIUIEKTBI,  TPYIIIIbI,
XpaHeHus; TUIIBL;
MPOBOJUTH TOJHUCTHYIO TPOBEPKY | TpeOOBaHUs K
¢buznueckoro - coctossHUS  Aen | 0hOPMIICHHUIO
(1OKyMEHTOB); JIOTOBOPOB Ha
Pa3bICKUBATh HEOOHAPY)KCHHBIE | PeaTu3allnio ycIyr
nena (JOKyMEHTbI); BHEIIHETO  XpaHCHHUs
3aIMIIaTh HHPOPMaIMOHHBIE nen (I0KyMEHTOB);
pecyp CPOKHU BBITTOJTHEHHS
pabor;
TpeOOBaHUs K
YCTaHOBJICHHBIM
HOpMaM BbIpabOTKHU
IIK 2.4 | oprann3oBeiBaTh U 0Oecre4YMBaTh | HOPMATHUBHBIC obecrnieueHus
XpaHeHue  Jen (1OKyMEHTOB) | IIpaBOBbBIE aKThbl | XpaHEHUH,
BPEMEHHOT'O xpanenus | Poccuiickoii KOMIUIEKTOBAHUS,
OpraHusaiyu B TpaaulMoHHOM M B | Penepanuun B cdepe | yu€rau
JJIEKTPOHHOM BH/IE; JIEJIONPOU3BOACTBA U | MCIIOJIB30BAHMS JIEN
KOHTPOJIUPOBATH pa3paboTKy | apXHBHOTO JIEJIa; (IOKyMEHTOB)

CTPYKTYpPHBIMH  TIOJIpa3/IeJICHUsIMU
OlHceld W aKTOB O BBIICICHUM Ha
YHUUYTOKEHUE JeNl (JOKYMEHTOB)
BPEMEHHOTO XpaHeHUS B
TPAJAUIIMOHHOM U B DJIEKTPOHHOM
BHJIE;

(dbopMUpOBATh EIUHUIBI XPAHEHUS
JOKYMEHTOB JUTSl UX TIOCIIEAYIOIIETO
pa3MenieHus B apxuBe
OpraHH3aIIH;

COCTaBJISITh CIPABOYHO-TIOMCKOBBIE
CpeICTBa K apXUBHBIM JellaM

(mokyMeHTam);
OCYIIECTBIISTh TTOHCK piSh)
(IOKyMEHTOB) BPEMEHHOTO

XpaHEHUsl B MPOIECCE UX XPaHEHUS
B CTPYKTYPHBIX MOAPA3JICNCHUIX U
apXuBe OpraHU3allNY;

OCYILIECTBJIATH METOJIMYECKOE
PYKOBOJICTBO Opra"u3aluen
XpaHEHUsT  Jen (IOKyMEHTOB)

HOpPMaTHBHBIE
MIPaBOBBIC
Poccuiickoit
Oenepanuu B 00y1actu
3alUThl TIEPCOHATBHBIX
AHHBIX;
HOpPMaTHBHBIE
MIPaBOBBIC
Poccuiickoit
Oenepanuu B 00y1actu
KOH(UIEHITNATEHOCTH
nHpopmanuu;
METOIUYECKHUE
JTIOKYMEHTBI 51
HaIlMOHAJIbHBIE
CTaHIApThl B 00JIacTH
NENIONPOU3BOJCTBA |
apXUBHOTO JIeIa;

AKThI

AKThbI

METOJIMKAa  pa3pabOoTKH
dhopm YIETHBIX
JTIOKYMEHTOB B

BPEMCHHOI'O XpaHCHUA
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B CTPYKTYPHBIX MOJpa3AeieHUsIX

OpraHH3aIii;
OKa3bIBaTh CTPYKTYpPHBIM
MOJIPA3JCIICHUsAM  [PaKTHYECKYIO

MTOMOIIb B OPraHU3alMH XPaHCHHS
nen (TOKyMEHTOB);

pa3palaTbIBaTh CIPaBOYHO-
UH(POPMAIIMOHHBIE JIOKYMEHTHI 10
OpraHM3ali MCIOJIb30BAHUS eI

TPaJIUIIMOHHOM ¥ B
JNIEKTPOHHOM BHJIE;
paBHIIa
CHUCTEeMaTU3aI[UH 51
Kiaccuukanum
JIOKYMEHTOB;
0COOEHHOCTH
OpraHHU3aIi XPAHCHUS
nen  (JOKyMEHTOB) Ha

(1OKyMEHTOB) BPEMEHHOI'O | Pa3JIMYHbIX HOCUTEIAX;
XpaHeHus B CTPYKTYPHBIX | KPUTEPUH OIpPE/ICICHUS
II0/Ipa3ACIICHUSAX u apXuBe | LIEHHOCTH pi(Sh)
OpraHu3aIlNH; (TOKyMEHTOB) TUTS
IIPOBOAUTH JKCHEPTU3Y LIEHHOCTH | JaJlbHEMIIEro XpaHEeHUs
nen  (DIOKyMEHTOB) BPEMEHHOIO | MM YHUYTOXKCHHUS;
XpaHEeHus, epeaHHbIX B apXUB; TpeOOBaHUs K
OTpEAENATh CPOKH XpaHEHHUs el | mpoieccam
(1OKyMEHTOB) BPEMEHHOI'O | YHUUTOXKEHHUS
XpaHeHUs; uHbOopMaIuu B
obecrieunBaTh 3aLUTY JieNl | TpaAULIMOHHOM U
(IOKyMEHTOB) BPEMEHHOI'O | 3JIEKTPOHHOM BHJIE;
XpaHEHUusT B  OpraHM3aluu  OT | TpeOOBaHUS OXpaHbl
HECaHKIMOHUPOBAHHOTO  JOCTyIa | Tpy/a.

WM YHUYTOXKEHUS;

MIPOBOANTD buznueckoe

YHUYTOXKEHUE JIeNT (JIOKYMEHTOB)

BPEMEHHOT'O XpaHEHUs c

UCTEKUIUMH CpPOKaMHU  XpaHEHUs

nociie COIJIACOBaHUs co

CTPYKTYPHBIMHU  IOJIpa3/ieJIEHUsIMU

OpraHu3alIlH;

0(pOopMIIATH YUETHBIE JOKYMEHTHI 00

YHUYTOXKEHUU JieNl  (JOKYMEHTOB)

BPEMEHHOI'O XpaHEHHUs C

UCTEKIIMMH  CPOKaMH  XpaHECHMs

COBMECTHO  CO  CTPYKTYPHBIMHU

MIO/Ipa3JICJICHUSIMU OpraHU3aliH.

IIK 2.5 | cuctemarusupoBath MU 00001IaTh | HOpMATUBHbBIE OCYILIECTBJICHUS
CBEICHHS O COCTaBE U COJEP)KaHUU | IPaBOBBIE aKThl | UCTIOJIb30BaHUS
ApXUBHBIX eI (JOKyMEHTOB); Poccuiickoit ApXUBHBIX Ji(Sh) |
UCNOib30BaTh  uHpopMannoHHble | Penepauun B cdepe | (JIOKYMEHTOB), B TOM
TEXHOJIOTUM B O0OJIACTH CO3JaHUs | ACTONPOU3BOJCTBA; qucie C
CIPaBOYHO-TIOUCKOBBIX CPEICTB | HOPMaTHUBHbIE MCIIOJIb30BaHUEM
apxuBa M JOKYMEHTHUPOBAaHHBIX | IPAaBOBBIE aKThl | aBTOMaTU3UPOBAHHBIX
cdep nesTenpHOCTH Oopranuzanuy; | Poccuiickoit CUCTEM
¢dbopMupoBath OCHOBHBIE u | ®enepanuun B objactu

BCIIOMOTATEIIbHBIC BHJIbI apXHBHBIX
CIIPaBOYHHUKOB B BHCKTPOHHOI\/'I
dopwme;

IIOAroTaBJINBATH I/IH(l)OpMaHI/IOHHBIe
JIOKYMCHTBI o 3arpocam

3alIUThl NIEPCOHAIBHBIX
JIaHHBIX

METOJMYECKHUE
JIOKYMEHTBl B o0jacTu
WCIOJIb30BAHUS u
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M0JIb30BaTese Pa3IMYHbIX
KaTEropHil.

MyOJIMKAlUU  apXUBHBIX
nen (TOKyMEHTOB);
CepTU(HUIIMPOBAHHBIC
nH(pOPMAIMOHHO-
IIOUCKOBBIC CHUCTEMBI B
obmactu  pa3paboTKu
HAY4YHO-CITPABOYHOTO
amnmapara
JOKYMEHTHPOBaHHbBIX
chep JeSTEIIbHOCTH
OpraHu3aINH;

CPOKH BBITTOJIHEHHS
paboT 1Mo OpraHu3anuu
WCIOJIH30BAHUS
apXUBHBIX aen
(1OKyMEHTOB);
OpraHu3aIOHHbIE
PUHIUITBI
UCIIOJIb30BaHUS
JOKYMEHTOB
OTPaHUYCHHOTO
JIOCTYTIA;

TpeOOBaHMS K
MOJTOTOBKE apXHBHBIX
CIPAaBOK W BBIIIMCOK U3
apXUBHBIX JOKYMEHTOB;
TpeOOBaHUs OXPaHBI
Tpyza.

2. CTPYKTYPA U COAEPKAHUE TPO®PECCUOHAJIBHOI'O MOAYJIA

2.1. TpynoeMKoCTb OCBOEHUSI MOAYJISA

B 1.4. B popme

HaumeHoBaHue cOCTaABHBIX YacTeil MOAYJIst O0BeM B yacax | NpaKTHYeCKOi
NMOATOTOBKH

YueOHbIe 3aHATHS 190 84
KypcoBas pabota (mpoekr) - -
CamocrosiTenbpHas pabora 20 -
[lpakTuka, B T.4.: 216 216
yueOHas 72 72
MIPOU3BOJACTBEHHAS 144 144
[TpomexyTouHas aTTecTanus, B TOM YHCIIE:
MJIK 02.01 B popme aud.3auéron
MJIK 02.02 B dopme nud.3auéToB 12 12
MJIK.02.03 B popme rK3ameHa
MJIK 02.04 B dopme nud.3auéToB
ITM.02 (sK3amMeH 1Mo MOJTYITIO0)
Bcero 438 312
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2.2. CTtpyKTypa npo¢ecCHOHAIBHOT0 MOAYJIsI

Kox OK, = <
@) °9 ~ i
T m = o < S <
Eo| & = E 8, = | B
HaumeHnoBanus =R = = = 5 2 =
o 2 ) = = < s
paszieson Beero| = 2| = > 8 £ E | E
npodeccHoHaNIbHOTO| , Yac.| 2 E = = 8, s 3 2
MOLYJIs 53 ° 2 ‘95 = 3 “ QE(
=2 = = 2 5 o o
M ) b ) CED > 8
2 %y S & 3
2] e < @) Q.
aa) =
1 2 3 4 5 6 7 8 9 10
OK 01, OK | Pazpgen 1. 36 6 36 36 - -
02, OK 04, | Opranuzanus u
OK 05, OK | obecnieueHne oCHOB
09, IIK 2.1 | apxuBHOM
JIeATEIIbHOCTH
OK 01, OK | Pazmen 2. 36 10 36 32 - 4
02, OK 04, | Opranuzarus
OK 05, OK | neareapHOCTH
09, IIK 2.1 | apxuBoB
OK 01, OK | Paznen 3. 102 58 102 90 - 12
02, OK 04, | Opranuzarus
OK 05, OK | apxuBHOro jaena
09, IIK 2.1
K 2.2, I[IK
2.3,1IK 2.4,
I[IK 2.5
OK 01, OK | Pazpnen 4. 36 10 36 32 - 4
02, OK 04, | Opranuzamus
OK 05, OK | xpaHeHus
09,IIK 2.1 | 1OKyMEHTOB B
IIK 2.2, TIK | apxuBe
2.3,1IK 2.4,
IIK 2.5
VYyeOHnas npakTuka | 72 72 72
ITponsBoncTeenna | 144 | 144 144
ST IPAKTUKA
ITpomexyTouHas 12 12
aTTecTamus
Bcezo: 438 | 312 | 210 194 \ - 20 72 | 144
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2.3. Conep:xanue npohecCHOHAJILHOT0 MOTYJIsI

Oo0bewMm, ak. 4. / Koabl
B TOM 4HCJIE KOMIIeTEeHIIHIA,
B (popme (popmupoBanuio
HaumeHoBaHue Conep:kanue y4eOHOro MaTepuasia, IPaKTUYECKUX U JIa00PATOPHBIX 3aHATHS, N
pa3iesioB U TeM KypcoBasi paboTa (IpoeKT) fipaicriraeckon KOTOPBIX
NOATOTOBKH, crnocodcTByer
aK. 4. 3JIEMEHT
NPOrpamMMbl
Paznen 1. Opranu3anus u odecneyeHne OCHOB APXMBHOM J1eSITeJIbHOCTH 36/6
MJIK 02.01. Opranu3anusi ¥ HOpPMATHBHO-IIPABOBbIE OCHOBBI APXMBHOIO /1eJ1a
Tema 1.1. Conep:xanue 6/-
BBenenue B IIM n Brenenue B peamer. OCHOBHBIE TEPMUHBI U OIIPEICIICHUS. 2 OK 01-02, OK
MIK. Uctopusi CBs13b ¢ IpyrumMu o01enpodeccuoHaAIbHBIMU U CIICUATBHBIMU TUCHUTIIMHAMU. 04- 05, OK 9
BO3HHKHOBEHHSI Hcropust BO3HUKHOBEHHUS apxuBOB B JIpeBHeit Pycu. 4 IK2.1-25
apXMBHOM Hcropus apxuBHOro aena B Poccuiickoi ummnepum.
ACATCIBLHOCTH B HcTopust apXuBHOTO JIe/1a B COBETCKUI NIEPHOI.
Poccun Pazsutne apxuBHoro aena B Poccuniickoit denepanun.
Tema 1.2. Conepxanue 12/2
HopMmatusHo- ApXMBHOE NPAaBO M APXUBHOE 3aKOHO/1aTENbCTBO. 4
npasosas 0a3a OTHYECKUH KOJIEKC apXUBHUCTOB. 2
apXuBHOW IIpaBOBBIE OCHOBBI PETYJIMPOBAHUS APXUBHOM JESATEIBHOCTH. 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 denepanyun». K 2125
CucreMa ynpaBiieHHs apXUBHBIM J1e710M B Poccun. PenepanbHOe apXMBHOE areHTCTBO. 2 ' '
B ToM 4ynciie NPAaKTHYECKHUX 3AHATHI U NPAKTHYECKUX padoT 2
1. PaboTta B mpaBoBoOii 6a3e ¢ HOPMAaTUBHO-IIPAaBOBBIMHU IOKyMEHTaMHU B cepe 2
apXMBHOTO JIeJa.
Tema 1.3. Conepixanue 16/2
Opranusanus Opranuzanuu 10KyMeHToB ApxuBHoro ¢onja Poccuiickoit denepanuu. 4
ApxuBHOro onaa CoBpemenHblit coctaB ApxuBHoro donna Poccuiickoit @enepanuu. 2 OK 01-02, OK
Poccuiickoit Kiaccudukaius 1oKkyMeHToB ApxuBHOro ¢ounjga Poccuiickoii Menepaium. 2 04- 05, OK 9
Denepanun KommekroBanue ApxuBaoro (gonna Poccuiickoit @enepammm. 4 [K2.1-25
CnHCKM UCTOYHHUKOB KOMILJIEKTOBAHMSL.
ApxuBHas 3apyOexxHas Poccusi. 2
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B ToM unciie npakTHYeCKUX 3aHATHI M PAKTHYECKUX PadoT

Pabora c [Ipuka3zom Munuctepcrsa KynbTypsl PO ot 31 mapra 2015 1. Ne 526 «O06
YTBEPKACHUM ITPaBUJI OpraHU3aluy XpaHEHHsI, KOMIUIEKTOBAHMS, y4€Ta U
UCTIOJIb30BaHUs TIOKyMEHTOB ApxuBHOro ¢onaa Poccuiickoit @enepanuu u Apyrux
apXUBHBIX JOKYMEHTOB B OpraHax rocyapCTBEHHOM BJIACTH, OPraHaX MECTHOT'O
CaMOYIIPABJICHUs U OPTaHU3aIUSAX.

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

IIpome:xkyTouyHas arrecranus B popme 1uppepeHHPOBAHHOIO 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, 337a4H,
(GyHKLUU.

Certb (enepanbHbIX TOCYIAPCTBEHHBIX apXHBOB.
MyHHULIMTIaTbHBIE APXUBBI: BUABI, 331a4, QYHKIIUH.
BenomcTBeHHbIE apXUBBI: BUBI, 3a/1aul, QyHKIUH. [leno3utapHoe XpaHEeHue.

N

ApXI/IBH OpFaHHSaHHﬁI BUbI, 3aJa4U, q)YHKI_II/II/I

[Tpumepnsbie nonoxxenus 06 apxuBax. CTpyKTypa apxuBa

Opranuzanys Tpysaa nepcoHaia.

B ToMm uucae MPAKTUYICCKUX 3aHSATHI U NMPAKTUYICCKUX paﬁoT

PaGora B cetn MHTepHeT, B ToM yucie Ha noptaie Apxusbl Poccuu:
MOWCK PA3JIMYHBIX M0 paHry (YPOBHIO) M MPO(UITIO apXUBHBIX YUPEKIACHUH.

N ININININ

1. Odopmnenue pe3ynbpTaToB noucka B Tabaune «lIpumepsl apxuBOBY.

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

Tema 2.2.
JKcnepTusa
LEHHOCTH
JOKYMEHTOB

Coaep:xanue

17/5

Opranuzanys JOKYMEHTOB B apXHBe (JOKYMEHTaIbHbIN, apXUBHBIN, CTPAXOBOI (POHIBI
1 (OH]I TIOJIL30BAHUS).

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

Buasl 5KClIepTHBIX KOMUCCHUH.

OdopmieHne pe3ynbTaToB SKCIEPTU3bI [IEHHOCTH IOKYMEHTOB.

Bunps! Ilepedneil JOKYMEHTOB ¢ yKa3aHUEM CPOKOB XpPaHEHUS.

N3yuenne Tunosoro Ilepeuyns ¢ ykazaHrueM CpOKOB XpaHEHHUS.

12

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

OK 01-02, OK
04- 05, OK 9
[K2.1-25
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N3zyuenue [lepeynst THIIOBBIX yIIPaBICHUECKUX aPXUBHBIX JJOKYMEHTOB, 2
00pa3yroImuxcs B IPOLECCe AEATEIbHOCTH F'OCYAAPCTBEHHBIX 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 JIOKYMEHTOB 10 THIIOBBIM 1
NEPEYHSIM.
IIpomeskyTounas arrectauus B ¢popme Ju(PpepeHIMpPOBAHHOIO 3a4eTa 1
B ToMm 4nciie camocTosiTe/ibHAs padoTa 00y4aImmMXxcs 4
Paznen 3. Oprann3zanusi apxXuBHOIO jeJia
108/64
MJIK 02.03 MeToanka U NPaKTHKA apXUBOBE/IeHUs
Tema 3.1. Conep:kanue 8 OK 01-02. OK
JlokanbHbIE VYcraBbl apXuBHBIX yupexaeHul. [lonoxenus o6 apxuBax. MHCcTpyKiuu no padote ¢ 4 04- 05 O’K 9
HOPMAaTHBHBIE JIOKYMEHTaMH. K Z.i o5
AOKYMeHTbI apxuBa | [lojoxeHue 00 SKCIepTHOW KOMHCCHUHU. 2
[Tnanbl-rpaguky npuéma Aen OT CTPYKTYPHBIX MOApa3JeieHu M mepenadd Jeia Ha 5
rOCy/IapCTBEHHOE XPaHEHUE U MTPEICTABICHNS CBOJHBIX Pa3/I€]IOB OIMCEH B ApXHUB.
Tema 3.2. Conep:xanue 14/10
Homenknarypa gen | HomenkiaTypa fien opraHu3aiiy: Ha3HaueHue, GyHKIMUA. Buabl 1 THIbI 5
HOMEHKJIATYPHbI JIe.
Knaccugukanmonnas cxemMa HOMEHKJIATYphI Jell.
[Topsimox paboThl ¢ HOMEHKJIATYpOM 1€l OpraHu3aluyd — UCTOYHUKA KOMIUIEKTOBAHUS 2
ApPXUBHOT'O YUPEKICHHUS. OK 01-02, OK
B ToM unc/ie NpaKTHYECKHUX 3AHATHI U NPAKTHYECKUX padoT 10 04- 05, OK 9
BHyTpeHHee 1 BHEIIHEE COTIIACOBAHMUE, TIOPSIOK YTBEPIKIACHHSI HOMEHKIIATYPHI eI IK2.1-25
OpraHU3al1 — ICTOYHUKA KOMIUIEKTOBAHUS apXUBHOT'O YUPEXKICHUS.
CocraBnenue u opopmiieHne HOMEHKJIATYpPhl Jell OpraHu3alii — UCTOYHHUKA 10
KOMIUIEKTOBAHUSI apXUBHOTO YUPEKACHHUS.
3aKkpeITHE, COCTAaBJIEHHWE M O(GOPMIIEHME MTOTOBOM 3alUCU K HOMEHKJIAType Jell
OpraHU3alMi — ICTOYHUKA KOMIJIEKTOBAHUSI ApXUBHOT'O YUPEXKICHUS.
Tema 3.3. Conep:xkaHue 18/14 OK 01-02, OK
[loaroroBka Jien K apXMBHOMY XpaHEHHUIO. 2 04- 05, OK 9
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Odopmienue CocraB y4€THO-CIIPaBOYHBIX JOKYMEHTOB apXUBHOTO JIEJA. 2 [K2.1-25
ApPXMBHOIO aeJ1a B ToM unciie npakTHYECKHUX 3aHATHI M IPAKTHYECKUX PadoT 14
Hymepanus 1ucTOB apXUBHOIO J€ena.
Cocranenue 1 opopMiIeHHE BHYTPEHHEN OIUCH U JINCTa-3aBEPUTENS ApXUBHOTO JIeIa.
CocraBnenue 1 opopmiIeHHE KapThI-3aMECTUTEIs, JIUCTA UCTIONb30BaHUS APXUBHOTO 12
nena.
Cocrasienne u opopmiIeHHE PEeKBU3UTOB O0JIOKKH apXUBHOTO JIea.
ITpomnBKa apXMBHOI'O JI€A.
KonrponbHas pabora 2
B Tom unciie camocTosiTeqbHAs pad0Ta 00y4ar0IHUXCs 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 paboOThI ¢ ApXUBHOM ONUCHIO. 2
Xpanenmue Onucu en CTpyKTYpHBIX MOAPA3AEICHUN.
Omnucu en opraHu3alyu: NOCTOSSHHOTO XPaHEHUs, 10 JIMYHOMY COCTaBY, BPEMEHHOTO 5 OK 01-02. OK
CpoKa xpaHeHus cBele 10 ner. 04- 05 O’K 9
Onucu 31eKTPOHHBIX el (TOKYMEHTOB) OpraHu3alllu. K 2 ’1 Y
Briienenne TOKyMEHTOB K YHUUTOKEHUIO. 2 ' '
B ToM Ync/ie IpaKTHYeCKUX 3aHATHI M MPAKTHYECKUX padoT 10
CocraBneHue 1 0(opMIIEHUE ONMCHU 1€ CTPYKTYPHOTO MOJpa3IeIICHHSL. 2
Cocrapnenue 1 0OpMIICHUE ONTUCH JCJI OpTraHu3aIiH. 4
CocraBnenne u o¢QOpMJIEHHE aKTa O BbBIJACIEHUUM K YHUYTOXKCHHUIO apXUBHBIX 4
JIOKYMEHTOB, HE MOJJIEKAIUX XPAHEHUIO.
Tema 3.5. Conep:xaHue 8/4
Y4éT N0KYMEHTOB B | YUET JJOKYMEHTOB B apXUBE: PUHIIMIIbI, AUHUIBI YUETa, YIETHBIE (POPMBI.
apxuBe Bupl OCHOBHBIX apXUBHBIX CIIPABOYHUKOB. ApXUBHAs 3BPUCTHUKA. 4 OK 01-02. OK
Cucrema HCA: Ha3HaueHMe, BUbI TIOMCKOBBIX CHCTEM. 04- 05 O’K 9
B ToM 4ynciie NpaKTHYECKHUX 3AHATHI U NPAKTHYECKUX padoT 4 K 2 ’1 _ 95
N3yueHne cocraBa 1 3ar0JHEHHUSI OCHOBHBIX YUETHBIX (hopM apxuBa (KHUTra yuéra ' '
MOCTYIIJICHUS U BBIOBITHS JI€T1 (JIOKYMEHTOB), JIUCT (DOHJIA, pEeCTp OMMCEH, CITMCOK 4
GOHIIOB).
Tema 3.6. Conep:xkaHue 20/12
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HUcnoan3zoBanue
AOKYMEHTOB apXHBa

OpFaHI/I3aHI/IH HCII0JIB30BAHUA JOKYMCHTOB apXKWBa: HOPMATHBBI, HCJIU U (bOpMBI.

JlocTyn K apXMBHBIM JOKyMEHTaM. Beigaua JOKyMEHTOB BO BPEMEHHOE I10JIb30BAHHUE.

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

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

YuéT 1 aHaJIU3 UCIOJIHb30BaAHUS APXUBHBIX JOKYMCHTOB.

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

B ToMm uncae MPAKTUYICCKUX 3aHSATHI 1 MPAKTUYICCKHUX paﬁoT

CocraBnenue u opopmiieHHne apXUBHOM CITPaBKU Ha COIMAILHO-TIPABOBOI 3ampoc.

Cocranenne 1 0(opMIICHHE 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 camocrosiTeJbHAast padoTa 00y4arOIIMXCs

Pa3nes 4. Opranusanusi XxpaHeHHsl JOKYMEHTOB B apXHBe

MJIK 02.04. OGecnieuenue COXpaHHOCTH TOKYMEHTOB

Tema 4.1.
YcnoBust xpaHeHus
NOKYMEHTOB

Conep:xanue

[TpobGnema coXpaHHOCTH JOKYMEHTOB B apxuBax. OCHOBHBIC IMOHATUSI U TEPMUHBI.

TpeboBaHMs K 31aHUSIM U IOMeIIeHUsIM apxuBa. O00pyJOBaHUE ApXHUBOB.

[TonsiTHE «pEXKUM XPAHEHUS JOKYMEHTOB).
CymiecTByrone pexxXuMbl XpaHEHHUS IOKYMEHTOB.

Pa3mernienne 10KyMeHTOB B apxuBe. Tomorpaguieckne yKazaTelu.

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

3aIUTEI.

OK 01-02, OK
04- 05, 0K 9
K 2.1-25

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.
HOp}IIIOK pa6OTBI 110 BBISABJICHHUIO HOBpe)K)IéHHBIX JOKYMCHTOB.

N

B ToM unciie npakTHYeCKUX 3aHATHI M PAKTHYECKUX PadoT

CocraBieHue 1 opopMIICHHE aKTa IPOBEPKH HATMYHUS M COCTOSTHHSI TOKYMEHTOB.

CocraBienue 1 oopMIIeHHE akTa 00 yTpaTe apXUBHBIX TOKYMEHTOB.

CocraBnenue u opopmiieHHE aKTa O HEMCIPABUMBIX MOBPEXKICHHUSIX JOKYMEHTOB.

NIN|IN|IOD

OK 01-02, OK
04- 05, 0K 9
[K2.1-25

Tema 4.3.

Conep:xanue

8/2
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KoncepBauus n [TpoBepka TeXHUYECKOTO U (PU3UKO-XUMUYECKOTO COCTOSIHUS APXUBHBIX JOKYMEHTOB. 5

pecTaBpaunus [Tpobnema cTapeHHst JOKYMEHTOB, «yTracaHUe TEKCTay.

JAOKYMEHTOB KoncepBanus 1 pectaBpaiiysi apxXuBHBIX JTOKYMEHTOB. 2 OK 01-02, OK
Crioco0bI BOCIPOM3BEACHHUS M BOCCTAHOBIICHUS IOKYMEHTOB. 2 04- 05, OK 9
B ToM unciie npakTHYECKHUX 3aHATHI M IPAKTHYECKUX PadoT 2 I[K2.1-25
BoccranoBiieHne OBPEXICHHBIX JTOKYMEHTOB. 1
CocraBieHne pecTaBpalliOHHOIO aclopTa Ha JOKYMEHT. 1

Tema 4.4. Conep:xanue 4

CoxpaHHOCTH [Tpo6iieMa COXpaHHOCTH 3JEKTPOHHBIX JOKYMEHTOB. 2

AOKYMEHTOB Ha XpaneHue u 00pabOTKa JOKYMEHTOB Ha CIEIIMAIbHBIX HOCUTEIISIX. 2

crnenuaabLHbIX IIpomeskyTouyHas arrecTtauus B popme 1udpepeHupOBAHHOIO 3a4eTa 2

HOCHTEJISIX B Tom unciie camocTosiTeqbHAs pad0Ta 00y4arIHUXCs 4

Y4yeOHasi npaKkTHKA

Buasb1 pador:

PaccmoTpenue CTpyKTyphl YUpEKIECHUS/OpraHU3aluu/TPENPpUsITUs (J1ajlee — OpraHu3alliM), COCTaBIICHUE

CXEMbl OpPraHMU3aIlMOHHOW CTPYKTYpPHI, OMpeelieHHe HCTOYHUKOB KOMIUIEKTOBAHMSI apXHBa OpTraHHU3AIlHH.

W3yuenne NOKHOCTHOW MHCTPYKIIMU apXUBHUCTA.

CocraBiieHre CIMUCKAa MCTOYHHUKOB KOMILIEKTOBAHHS apXWBa OpraHHU3aIluH, OINpeIeJieHHe TPaHHIl apXHUBHOTO

dbonma.

CocraBiieHne CcXeMbl pa3MEIIeHUs CPeICTB XpaHeHHs. PaccMoTpeHune Tomorpaguyeckux ykaszareneil B

apXWBOXpaHWIUIIEe opranm3anmuid. O3HAKOMJIGHHE C TpaBWIAMH BEJCHHS JKypHAJIOB HaONIONEHUS 3a

TEMIIEPATYPHO-BIAKHOCTHBIM PEKHUMOM B apXHUBOXPAHUIIHIIIE. OK 01-02. OK

[TonroToBka aen K apXUBHOMY XpaHEHHUIO, B TOM YHCIIE: H3yYeHHUE TOKYMEHTOB B IIEJISIX OMpPEeNICHHSI CPOKOB UX 79 04- 05 OK 9

XpaHeHUsl, HyMepalusl JUCTOB apXMBHOTO JelNia, COCTaBleHHe UM OGOpMIICHHE BHYTPEHHEW OMUCH U JIHCTa- K 2 i Y

3aBEpUTENs] apXWBHOTO J€Ja, COCTaBICHHE W OQGOPMIICHHE KapThI-3aMECTHTEINs, JINCTAa HCIIOJIB30BAHUS
apXMBHOT'O JieNla, COCTaBJIeHuEe U O(QOpMIICHHE PEKBU3UTOB OOJIOKKH apXHMBHOTO Jefia, MPOIIMBKA apXUBHOTO
aena.

CocraBieHrne apXWBHOW OMUCH €N MOCTOSIHHOTo XpaHeHus. OdopmieHre onucu Jen MO JUYHOMY COCTaBy.
Odopmrenue onucH jien BpemeHHoro (cBeiie 10 jieT) cpoka XpaHeHHs.

O(I)OpMHCHI/Ie JAOKYMCHTOB I10 pC3YyJibTaTaM IIPOBCPKU HAJIUYIUSA U COCTOSAHUA JOKYMCHTOB B apXUBC, O BBIACIICHUU
K YHUYTOXKCHHUIO apXHUBHBIX JOKYMCHTOB, HC NOAJICIKAIIIUX XPAHCHUIO.

O3HaKOMIICHHE C NICTOYHUKAMU U MOPSIIKOM KOMITUIEKTOBaHUs (oHa mosp30Batels. O3HaKOMIICHHE C TOPSIIKOM
BbLIAYM apXUBHBIX HOOKYMCHTOB, O(bOpMJIeHI/Ie 1a0JIOHOB 3alpoCoOB Ha BbIAaYy AapXUBHBIX JOKYMCHTOB.
[ToaroroBka OTBETOB HA 3aIPOCHI: ApXUBHBIE CITPAaBKa, KON, BBIMICKA
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Pa6oTa ¢ I/IH(l)OpMaLII/IOHHO'HOI/ICKOBHMI/I CUCTEMAMM U JJICKTPOHHBIMU KaTaJloraMH apXHBOB.

IIpou3BoaCTBEHHAS MPAKTHKA

Buasbi pador:

M3yuenue npaBoBbIX (YUpeIUTENbHBIX) U PACHIOPSIUTENBHBIX TOKYMEHTOB OpraHU3alMyi — MECTa MPOXOXKAECHUS
MPaKTUKH (ajiee — OpraHu3anrm) ¢ 1elbio coopa HHPOPMALIUH ISl HCTOPHYECKOW CIIPABKH K apXUBHOMW OIIHCH,
OIpeJIeJIEHUs TPAHUL] APXUBHOTO (POH/IA OpraHU3aLMH.

VYdacTre B KOMIUIEKTOBAHUU apXHBa OPTaHU3ALWU JIeTaMHU (IOKyMEHTaMHU) TOCTOSTHHOTO U JIOJITOBPEMEHHOTO
XpaHEeHHUS.

W3yuenmne apXuMBHBIX JOKYMEHTOB OPTaHM3ALMU C IEIbI0 UCKIIOUEHHS TYOJIETHOCTH MH(OPMAINH, TPOBEPKH
(GuU3M4eCcKOro cocTosiHUS Jen (MOJUCTHBIN npocMotp aein). Cucremaruszanus AOKYMEHTOB B COOTBETCTBUU C
BBIOPAHHOM OpraHU3alUe CXeMOii.

ITpuMeHeHHe cXeMbl pa3MeIleHHs] CPEJCTB XpAaHEHUs apXMBHBIX JIOKYMEHTOB OpraHHU3alMy MpHU MpHEME el
(IOKyMEHTOB) Ha XpaHEHUE.

Odopmiienre Tonorpaduueckux ykaszareneid B apXMBOXpaHWIMILE opraHuzanuu. OdopmiieHHe SpIbIKOB Ha
MIEPBUYHBIE CPENICTBA XPAHEHHS.

Pa3mMerienue nonojaHeHus: apxuBHOTO (poHAA.

OdopmieHne yu€THBIX JOKYMEHTOB IOCTYIIJICHUS U BHIOBITUS €]

Odopmiienre AoKyMeHTalMM 1o Y4€ry ¢oHIa moib3oBarens, (oTo-, ayAHOBH3YalbHBIX JOKYMEHTOB,
AJIEKTPOHHBIX TOKYMEHTOB.

Odopmiienne yu€THbIX (JOpM apXHBa OPraHU3ALHH.

VYdacTre B MPOBEACHNUH SKCIIEPTU3bI IICHHOCTH IOKYMEHTOB OpPTraHU3aIiy Ha OCHOBAaHUH HAYYIHBIX KPUTEPUEB UX
IIEHHOCTH M HOPMATUBHBIX JIOKYMEHTOB: MepedHed M HoMeHknatyp. OmpenereHne CpPOKOB XpaHEHHS
JTOKYMeHTOB 1 fien. OdopmMiieHne KapToueKk-3aMecTUTeNel ena.

IIpoBepka HamMuuMsi M COCTOSHHUS APXUBHBIX JOKYMEHTOB OpraHu3aliu. BbIBIeHHE JIOKYyMEHTOB C
MOBPEXICHUSIMA MaTePHAIIbHBIX HOCUTEIICH.

Opranu3zanus po3picka HeOOHapYKEeHHBIX jei. OdopmiieHHe JOKYMEHTAIUH 110 pe3yIbTaTaM POBEPKHU.

PaboTta 1o co3maHWIO CIPAaBOYHO-TIOMCKOBBIX CPEJCTB apXHWBa OPraHW3allMH, B TOM YHCIE C NMPUMEHEHHEM
MH(POPMAIIMOHHBIX TEXHOJOrHi. YuacTue B (OPMHUPOBAHMM OCHOBHBIX M BCIIOMOTATEIbHBIX aPXUBHBIX
CIIPaBOYHHUKOB, B TOM YHUCJIE C UCIOJIb30BaHUEM aBTOMATU3MPOBAHHBIX CUCTEM.

CocraBieHne apXUBHOW OMUCH €T MOCTOSIHHOTO XpaHeHus. OdopMieHHEe OMUCH T 10 JTUYHOMY COCTaBy.
Odopmnenne onucu e BpeMeHHoro (cBbiie 10 JeT) cpoka XpaHeHHS.

144

OK 01-02, OK
04- 05, 0K 9
K 2.1-25
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[Touck nHpopMauu Mo 3arpocy Mnoiab30BaTels, B TOM YHCIIE C UCIOIb30BAaHUEM aBTOMATU3UPOBAHHBIX CUCTEM.
Hcnonnenue 3anpocoB 1Mo MOUCKY apXUBHBIX JIe] (JOKYMEHTOB) OpraHU3alii, B TOM YHUCIIE C UCTIOIb30BAHUEM
MH(OPMALIMOHHBIX TEXHOJIOTHI.

IIpomexyTouHas aTrecTanus B gopme IK3aMeHa 6

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

3.1. MaTepuaJbHO-TEXHHYECKOE O0ecreyeHne

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

JlaGoparopun «ApXuUBHOro nenay, «OpraHuzauud paboOThl € JOKYMEHTaMH, CHCTEM
AJIEKTPOHHOTO JOKYMEHTOO0OOPOTa» OCHAIIICHHAs B COOTBETCTBUU ¢ npuinoxernem 3 AOOII-II.

OcHamieHnble  0a3bl TPAKTUKH (MAacCTEPCKUE/30HBI 10 BHJAM paboOT), OCHAIEHHBIC B
cootBeTcTBUU ¢ npuiioxkenuem 3 AOOII-I1.

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
YUPEKACHUHN, peaNu3yIolUX MPOrpaMMbl CPEJHEro Mpo(ecCHOHAILHOTrO 00pa3oBaHUs MO
cnenuanbHoCcTH "JloOKyMeHTallMOHHOEe OOecreyeHune yIpaBieHHs U apXuBOBeAeHHE»: [B 2 u.] /
[Byposa E. M., Xopxopauna T. .]; mox pexn. E. M. BypoBoii — 3-e uzn. crep. — MockBa: Akanemus,
2019. (ITpodeccuonansuoe oopazopanue. [Ipodeccronanbusiit Moayns). Y. 1. —2019. —336 c. ISBN
m3nanus: 978-5-4468-5976-4. ISBN toma: 978-5-4468-5974-0.

2. OpraHuzanusi apXUBHOW U CIPABOYHO-MH(POPMAIIMOHHON paboOThl MO JIOKyMEHTaM
opranuzaiun [TekcT] : y4eOHUK Ui MCIONB30BaHUS B Y4eOHOM Iporiecce 00pa30BaTENbHBIX
YVUPEXKJIEHUHN, pEeaTu3yIoNNX MPOrpaMMbl CpeIHero mpodeccnoHanibHOrO 00pa3oBaHUs 110
cnenuaibHOCTH "JIOKyMEHTaIMOHHOE OOECICUYCHUEe YIPABJICHHUS W apXUBOBeacHUE»: [B 2 d.] /
[BypoBa E. M., Xopxopauna T. W.]; mox pen. E. M. BypoBoii. — 3-e uza. crep. — MockBa: Akaaemus,
2019. — (ITlpodeccuonansHoe obpazoBanue. [Ipodeccuonansusiit Monyns). U. 2 / [E. M. Byposa, A.
I1. AdpanaceeBa, E. B. Anekceea, A. E. Pomnonosa]. — 2019. — 400 c. ISBN: 978-5-4468-5975-7

3. Packun, JI. W. Meroauka u mOpakTHUKa apXWBOBEICHHS: Y4EOHUK M CPEIHEro
npodeccuonansHoro odopazosanus / J[. M. Packun, A. P. CokonoB. — Mocksa: M3marenscTBo
FOpaiit, 2022. — 339 c. — (IIpodeccuonanbHoe oOpa3oBanue). — TeKCT: HEMOCPEICTBEHHBIA. —
ISBN 978-5-534-02419-7.

4. Packun, JI. U. MeTtoauka W TpakTUKa apXWUBOBEICHHS: Yy4EOHHMK M CPEIHEro

npodeccuonanbHoro odpazoBanus / JI. U. Packun, A. P. CokonoB. — MockBa: M3naTenbcTBO
FOpaiit, 2022. — 339 c. — (IIpodeccuonansrnoe 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

1. bacakoB, M.U., JlokymeHTalmoHHOEe oOecneueHre YyOpaBieHUs (C OCHOBAMHU
apxuBoBezieHus): yueoHoe nocodue ans CIIO / M.U. bacakos. — Mocksa: M3narensctBo KHoPyc,
2022. — 216 c. — Texkcer : HenocpencTBeHHbId. — ISBN: 978-5-406-09983-4.

2. bypona, E. M., MypaBbseBa, H. A. CipaBo4YHHK 110 apXWBHOMY JI€Ty JJIsi paOOTHUKOB
opranuzaiuii. — (Cepust «YnpasineHueckas 6e3omnacHocTh» / moa ooul. pen. A. b. be3doponosa). —
M: Tepmuka, 2018. — 396 c. — Tekcr : HenocpencTBeHHbIi. — ISBN: 978-5-6040204-4-9.

3. Beperexuna, C.B., HerocynapcTBeHHble CTPYKTYphl U ayTCOPCHHT B apXHWBHOM JIElie :
moHorpadus / C.B. Beperexuna. — Mocksa: U3narensctBo Pycaitne, 2022. — 128 c. — Tekcr :
HenocpeacTBeHHbIil. — ISBN: 978-5-4365-8006-7.

4. FEropos, B.II., CnunpkoB, A.B. OOecrieyeHne CcOXpaHHOCTH, pecTaBpalus H
KOHCEpBalus JOKYMeHTOB: yueOHoe mocobue. — C.-I16.: Jlans, 2022. — 220 c. — ISBN: 978-5-507-
45047-3.

5. Eropos B.II. CoBpemeHHass opraHu3alnus TOCYJapCTBEHHBIX yupexaeHuil Poccum:
yuebHoe nocodue ans CI1IO / B. I1. Eropos, A. B. CinuabkoB. — Cankr-IlerepOypr: Jlans, 2020. —
204 c. — Texkcer : HenocpencTBeHHbIin. — ISBN: 978-5-8114-6382-4.

6. Ko3snos, B. 1. ApxuBoBenenue: yaeOHUK U MpakTukyM it By30B / B. I1. Ko3moB. —
Mocksa: UznarenbctBo HOpaiit, 2022. — 329 ¢. — (Bricmiee o6pazoBanue). — ISBN 978-5-534-
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14066-8. — Texkcr: omektponHbii // OOpaszoBarenbHas 1utatrgopma IOpaiit [caiit]. —
URL: https://urait.ru/bcode/496661

7. TIlaBnoma, P. C. JlenonpousBoacTBO MO OOpallleHUsIM IpaxaaH: ydyeOHoe mocobue ams
CIIO / P. C. IlaBnoBa. — Cankr-IlerepOypr: Jlanb, 2022. — 324 c.: uin. — TekcT: HEMOCPEACTBEHHBIM.
— ISBN: 978-5-8114-9925-0.

8. TlomoB, A. B. ApxuBoBeneHue. 3apyOexkHas Poccuka: ydeOHHK I CPEIHEro
npodeccuonanbHoro oopazoanusi / A. B. [TomoB. — Mocksa: M3narensctBo FOpaiit, 2022. — 168
c. — (ITpodeccuonansuoe oopazosanne). — ISBN 978-5-534-10240-6. — TekcT: 35eKTpOHHBIH //
O6pasoBarenbHas iathopma HOpaiir [caiit]. — URL: https://urait.ru/bcode/495214

9. Packun, JI. 1. ApxuBoBenenue: yueOnuk st By3os / JI. W. Packun, A. P. CokonoB. —
2-¢ w3a., uchnp. u gorn. — MockBa: M3marenbctBo IOpaiit, 2022. — 468 c. — (Bsicmiee
obpazoBanue). — ISBN 978-5-534-15245-6. — Tekcr: anekrponnsiii // OOpa3oBarenbHas
mwiatdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/497656

10. Camapuyk, H.C., MapkeTtuHroBas AeSITEIbHOCTh TOCYJAPCTBEHHBIX aPXUBOB:
monorpadus / H.C. Camapuyk. — MockBa: UznatenbctBo Pycaiine, 2023. — 312 c. — Tekcr:
HeriocpeacTBeHHbd. — ISBN: 978-5-466-01550-8.

11. TenbuapoB A. JI. ApxuBoBeneHue: yuedHoe nocodue st 6akanaspos/ A. JI. Tenbuapos.
5-e m31. — MockBa: UTK «/lamkoB u K», 2022. — 184 c. — Tekcr: HenocpeacrBennbiit. — ISBN: 978-
5-394-04946-0.

12. Xopxopauna, T. . ApxuBnas sBpuctuka: yaeonuk / T. 1. Xopxopauna, A. B. TTomnos;
nox pen. E. U. IluBosapa. — 4-e uzna. - Mocksa: Poc. roc. rymanur, yH-T, 2019. - 296 c¢. — ISBN
978-5-7281-2497-9. — TekcCT: 3NMEeKTPOHHBIN. —

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

13. Uemenkosa, C. 1. ApxuBoBenenue. Mctopus apxuBoB Poccuu ¢ qpeBHENINX BpeMeH
J0 Hayaja XX Beka: ydeOHOe IMOcoOMe JUIsi CpPeaHero mnpodecCHOHAIbHOro o0pa3oBaHus /
C. U. llemenkoBa; noa HayyHo# peaakuueit JI. H. Masyp. — Mocksa: U3narensctBo FOpaiit, 2022.
— 153 c¢. — (IIpodeccuonansuoe obpazoBanme). — ISBN 978-5-534-10241-3. — Tekcrt:
3NeKTPOHHBIH // OOpa3zoBaTenbHas miathopma FOpaiit [caiit].— URL: https://urait.ru/bcode/495215

14. laxonmanosa, O.}O. Opranuzanusi ToCyIapCTBEHHBIX yupexaeHuil Poccuu: yuebHOE

nocobue misa cpemHero npodeccuoHanbHoro oodpazopanus / O. FO. IllaxomaHoBa. — 2-e¢ u3.,
nepepab. u gon. — Mocksa: M3parenscTBo Opaiit, 2022. — 161 c. — (IIpodeccronansHoe
obOpazoBanue). — ISBN 978-5-534-12448-4. — Tekct: anektpoHHbll // OOpa3oBarenbHas

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

4. KOHTPOJIb 1 OHEHKA PE3YJBTATOB OCBOEHMUSA
IMPOPECCHUOHAJIBHOI'O MOAYJIA

Kon IIK, OK Kpurepun onenkn pesyabrara ®opMbI KOHTPOJIA H
(moxa3aTeJiM OCBOCHHOCTH KOMIIETCHIIN) MeTOo/bl OLlEeHKH
IIK 2.1 Cozianue JOKaJIbHBIX HOPMATHBHBIX TOKYMEHTOB M | AHAJIN3 U OLICHKA

IIPOTOKOJIOB  3ace€JaHuil 3KCHEPTHONM KOMHCCHHM | pelIeHHH MpoOIeMHbIX
opranusanuu. IIpoBeneHue sKCIEpTU3BI LIEHHOCTH | CUTyalUi, IPU
JIOKYMEHTOB OpraHU3aINH. BBIITOJIHCHUH
MPAaKTUYECKUX padoT.
TectupoBanue.
3auétel mo MJIK,
aTTecTalus 1o
IIPOU3BOJACTBEHHOMN
MIPAKTHUKE; HK3aMEH
KBaJTM(DUKAITMOHHBIH 10
IIM 02

K 2.2 VY4€r apXuBHBIX JIeN (HIOKYMEHTOB) IOCTOSSTHHOTO U | TecTupoBanue.
BPEMEHHOI'0 XpaHeHus. YU€T QOH0B U onuce OrneHka o uroram
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ApPXHMBHBIX JeN (JOKYMEHTOB). YUET BbIIaUN
APXUBHBIX JIeJT (IOKYMEHTOB) U3 apXUBOXPaHIIUIIA
U UX BO3BpaTa. YUET U KOHTPOJIb NepeIayu
APXUBHBIX el (IOKYMEHTOB) B TOCYIapCTBEHHBIN/
MYHUIIMIIATIBHBIA apXUB WM Ha HHOE BHEITHEE
XpaHeHue. Y4ET U po3bICK HEOOHAPYKEHHBIX JIET
(moxymenToB). Benenue nen Gponmon

BBITTOJTHEHUS
MPAKTUYECKHUX padoT.
3auéter mo MJIK,
arTecTalus 1no
POMU3BOACTBECHHON
NPaKTHKE

K 2.3 Cozpnanue onucei en (IOKYMEHTOB) OpraHM3allud | AHAJIM3 U OlLIEHKa
MOCTOSTHHOTO CPOKa XPaHEHHUS U 110 JTUYHOMY pelieHnit mpoOIeMHBIX
coctaBy. PazMenienre apXuBHBIX 1€ (JOKYMEHTOB) | CUTyalluid, IpU
B APXMBHBIX XPaHWIHILAX B COOTBETCTBUU C BBITIOJTHEHUH
BBIOpAHHOW CXeMOH KiIacCH(PUKAIIUU 1 MPAKTUIECKHUX PadoT.
cuctemaruzanuu nen (1okymeHToB). Co3ganue u TectupoBanue.
obecrieueHrne peKMMOB XPaHEHUSI APXUBHBIX JIE] 3auétel no M/IK,
(moxymentoB). [IpoBepka HaMU4MsI U COCTOSHUS aTTecTaius 1o
apXMBHBIX Je) (TOKYMEHTOB). BrisiBiieHNE U yUET MIPOU3BOICTBEHHOM
ApPXUBHBIX JIeJl (IOKYMEHTOB), TPEOYIOLTUX MIPAKTUKE; YK3aMEH
pecTaBpalMOHHOM, KOHCEPBAI[MOHHO- KBTI (UKAIIMOHHBIN IO
MPOPUIAKTHYECKON U TEXHHYECKOM 00pabOTKH. IIM 02
[ToaroroBka ycaoBuii i 0OeCIICUCHUS
COXPAHHOCTH apXMBHBIX JIeN (JOKYMEHTOB) B
0COOBII MepUOJ] U Upe3BhIYANHBIX
cutyanusax. OcyliecTBIeHHE KOHTPOJIS ABIKEHUS
APXUBHBIX JIeJT (IOKYMEHTOB) M HX (PU3HUYECKOTO
cocrosiHus. [loaroToBka u nepeiaya apXUBHBIX €T
(1OKYMEHTOB)

B TOCY/IapCTBEHHBIN/ MyHUILIUTIATbHBIA apXUB WIN
Ha WHOE BHEITHEE XPaHCHUE

IIK 2.4 Yuér onuceit A€ BpEMEHHOTO XPaHEHUSI AHamu3 U oIeHKa
CTPYKTYPHBIX MOAPA3ACIICHU OpTaHU3aIlu1 B perieHuit mpoOIeMHBIX
TPAAUIMOHHOM U B 3JIEKTPOHHOM BH/JIE. CUTYalUi, npu
CucremaTtuzanus e (JIOKYMEHTOB) BBITTOJTHEHUH
BPEMEHHOT'O XpaHEHUs, MPUHATHIX OT CTPYKTYPHBIX | MPAKTHUECKUX padoT.
Mo/Ipa3ieNIeHUd OpraHu3aIiy, Js pa3MeIeHus B TectupoBanue.
XpaHWIKILE apXrBa opranu3anuu. KoHTposb 3auétel no M/IK,
BBIJIa4M B OTNIEPATUBHOE T0JIb30BAHUE JIETT aTTecTanus 1o
(IIOKYMEHTOB) BPEMEHHOTO XpaHEHHSI U UX MIPOU3BOJCTBEHHOMN
Bo3Bpara. [IpoBenenue MPaKTHUKE; YK3aMEH
HKCIIEPTU3BI IEHHOCTH JIeT (JOKYMEHTOB) KBaJTU(DUKAIIMOHHBIH 1O
BPEMEHHOI'0 XPAHEHUS B apXHUBE OPraHU3aLlAH. 1M 02
[ToaroroBka e (IOKYMEHTORB)

BPEMEHHOTO XPaHEHUS, PUHSATHIX OT CTPYKTYPHBIX
nojApaszesieHuid, Ha yaunutoxeHnue. Co3iaHue akToB
O BBIJICJIEHUU Ha YHUUTOXKEHUE el (JIOKYMEHTOB)
BPEMEHHOTI'0
XpaHEHUs C UCTEKITUMU CPOKAMH, IPUHATHIX OT
CTPYKTYPHBIX MOAPA3ACICHUN
[IK 2.5 ITognepxka B aKTyaJIbHOM COCTOSIHUM JIEKTPOHHBIX | AHAJIN3 U OLIEHKa

UH(GOPMALIMOHHO-TIOMCKOBBIX

CHCTEM apXMBa B TJOKYMEHTUPOBAHHBIX chepax
JesTeNIbHOCTH opranu3anuu. CocraBieHue
CIIPaBOYHO-TTOMCKOBBIX CPEJICTB

peleHuii mpoOIeMHBIX
CUTyalUi, IpH
BBITIOJTHEHUH
MPAKTUYECKHUX padoT.
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K apXUBHBIM JieJIaM (JOKyMEHTaM), YYTEHHBIM B
apXMBE U B JOKYMEHTHPOBAHHBIX cepax
JIeATeTLHOCTH opraHu3anuu. [1oaroroBka oTBETOB
Ha 3aIpOChI APXUBHBIX JIeJT (JOKYMEHTOB).
[ToaroroBka paboOTHI OJIB30BATENICH B YNTATLHOM
3aJie apxXuBa

TectupoBanue.

3auétel mo MJIK,
aTTecTanus 1o
MPOU3BOJACTBEHHOMN
MIPAKTHKE,;

3K3aMEH
KBaJIM(DUKAIIMOHHBIH 11O
1M 02

OK 01

Br160op criocoba perienus 3aaaq
po(eCcCHOHANTLHOM IS TEIbHOCTH MPUMEHUTEIHLHO
K Pa3JIMYHBIM KOHTEKCTaM

OK 02

Hcnonp30BaHne COBPEMEHHBIX CPECTBA ITOMCKA,
aHaJM3a U UHTEpIpeTaluu nHGopMaLuu, 1
UCTIOJIb30BaHUE HH(OPMAITMOHHBIX TEXHOJIOTHH IS
BBITIOJTHEHUS 33/1a4 PO eCCHOHATBHON
JIESITEJIbHOCTH.

OK 04

B3aHMOﬂeﬁCTBHe n pa60Ta B KOJIJICKTHBE U
KOMaH/C

OK 05

Ocy1iecTBiIeHUE YCTHOM U TUCbMEHHOU
KOMMYHUKaIMHA Ha TOCYIapCTBEHHOM SI3bIKE
Poccuiickoii @eneparuu ¢ yueTroMm 0coOeHHOCTEH
COLMAIIBHOTO M KYJIbTYPHOIO KOHTEKCTA

OK 09

Hcnons3oBanue npodecCHOHATBHON JOKYMEHTAIHH
Ha rOCYIApCTBEHHOM M MHOCTPAHHOM SI3bIKAX

KonTposib  BbITOTHEHHUS
MPAKTUYECKUX 3aJJaHUI.
VCTHBI WIW  TECTOBBIM
KOHTPOJIb TEOPETUUYECKUX
3HAHUIA.

Ananus u OLICHKA
pelieHuit  mpoOJIEMHBIX
CUTYaLUil.

IIpoBepouHble paboOTHI 1O
KaXIOU TEME.
ATtTecTanus 1mo
MIPOM3BOICTBEHHOM
MPaKTUKE.
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puiaoxenne 1.3

K AOOII-II no cnennaabHOCTH
46.02.01 JoxymeHTAMOHHOE O0eclievyeHre YIIPaBJIeHUsI M apXUBOBeeHHe

AnanTupoBaHHasi padouyasi nporpaMMa npogeccioHaJIbHOr0 MOAYJIA

«IIM.03 OCBOEHHUE ITPO®ECCHUU APXUBAPUYC»

2025 r.
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1. OBILIASI XAPAKTEPUCTHUKA ATAIITUPOBAHHOM PABOYEM ITPOT' PAMMBI
IMPO®ECCHUOHAJIBHOI'O MOAYJIA
IIM.03 OCBOEHMUE ITPOPECCHUN APXUBAPUYC

KO U HAaUMEHOBAaHUE MOLYJIS

1.1. eap u MecTO NPOo(decCHOHAIBLHOTO MOAYJSI B CTPYKType aJaanTHPOBAHHOI
OCHOBHOI1 00pa30BaTeJIbHOI MPOrpaMMBbl

Ienb Moaysst: ocBoeHue BUJA JiesiTenbHOCTH «OcBoeHue npodeccun ApXuBapuyc».

[TpodeccronanbHblii MOIYIh BKIIOYEH B BapUATHBHYIO YacTh aJalTHPOBAHHOW OCHOBHOM
00pa3oBaTeNbHON IPOTrPAMMBI.

1.2.Ilnanupyemsie pe3ybTAaThl 0CBOCHHS NPO(ecCHOHATBHOT0 MOAYJISI

PesynbraThl OCBOEGHHST TPOPECCHOHATHLHOTO MOIYIS COOTHOCATCS C IJIAHUPYEMBIMHU
pe3yibTaTaMl OCBOEHHs 00pa3oBaTENbHOM MporpaMMmbl, NPEACTABICHHBIMM B  MaTpHLE
KOMITETCHIIMI BBIMTYCKHUKA (1. 4.3.2 alanTUPOBAaHHOW OCHOBHOW 00pa30BaTeIbHOM MPOTrPaMMBl).

B PE3YJIbTATC OCBOCHUS HpOCl)eCCI/IOHaJ'ILHOl"O MOIYJIA O6y‘l&IOH.IPII>iCH JOJIDKCH:

Kon Ymernb 3HaTh Baaners HaBbIKaMu

OK,

MK

OK.01 | pacrio3HaBaTh 3amady W/WIH | aKTyaJlbHBIN
npobaemy npoQecCHOHATBHBIN U
B Npo(hecCHOHAIBHOM W/WIU | COUUAIbHBIA KOHTEKCT,
COLIMAJIbHOM KOHTEKCTE B KOTOPOM MPHUXOAUTCS
aHAJIM3UpPOBaTh 3a7ayy W/ MU | paboTaTh U )KUTh
npobieMy ¥ BBIICNATH €€ | OCHOBHBIE  HCTOYHUKHU
COCTaBHbIE YaCTH UH(OPMALIUU U PECYPChI
ONpEAEATh dTalbl pelIeHUd | U1 pelleHus 3aaad U
3aJjauu npodiaem B
BBISBJIATH U 3P(EKTUBHO UCKaTh | IPO(EeCCHOHATILHOM
uHpopMalHIlO, HEOOXOAUMYIO | W/WIN COLIMATIBHOM
JUIS  pelIeHHs 3aJauyd  W/WIM | KOHTEKCTe
poOIeMbI AJITOPUTMBI
COCTaBJIATH IJIaH AEUCTBUS BBINIOJTHEHUS paboT
OIIpEACIIATh HEo0XouMbIe | B TPO(heCCHOHAIBHON U
pecypcsl CMEXHBIX 00J1acTAX
BJIAJIETh aKTyaJbHBIMH | METOBl  pabOThl B
METOJIaMU pabOoThI npodeccuoHabHON U
B npodeccuoHaIbHON U | CMEeXHBIX chepax
CMEXHBIX chepax CTPYKTypy IUIaHa s
peann30BbIBaTh COCTABJICHHBIN | pelIeHHs 3ajau
I1aH MOPSAJIOK OLIEHKH
OLIEHUBATh Pe3yNbTaT U pe3yabTaTOB pEIICHUS
TIOCJIEICTBUS CBOMX JIEHCTBUH 3a7a4
(caMOCTOATENBHO WU C npogeccuoHaTbHON
MTOMOUIbIO0 HACTABHHUKA) JIeSITEIbHOCTH

OK.02 | ompenenate 3ama4yu A MOUCKA | HOMEHKJIATypa
nHpopManuu MH(OPMALIMOHHBIX
OIIpEACIIATh HEOOXO/IMMbIE | HICTOYHUKOB,
WCTOYHHUKH MHPOPMALIUU TIPUMEHSEMBIX B
TUTAHUPOBATh MPOIECC TOUCKA | TPOdecCHOHATBHOM
CTPYKTYpUPOBATh MOIYYaeMYIO | 1€ATEIbHOCTH
nH(pOpMaINIO
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BBIJICTIATH HanOoJee 3HauuMOoe B
nepevyHe NHPopMauu

OLIEHUBATh IIPAKTUYECKYIO
3HAYUMOCTD pE3yJIbTaTOB
IIOHCKA

oopMIIATH pe3yabTaThl TOUCKA,
MIPUMEHSATH cpencTaa
MH()OPMAIIMOHHBIX TEXHOJIOTHIt

TSI perieHHs
npoecCHOHANBHBIX 3a/1a4
UCIIOJIb30BaTh COBPEMEHHOE

porpaMMHoOe obecrieueHue
WCIIOJIb30BATh Pa3IIUYHbIC

1 (poBBIE CPEACTBA IS
peteHust TpohecCHOHATBHBIX
3amad

MIPHEMBI
CTPYKTYPUPOBaHUS
uHdopmau

dopmar  odopmieHHs
pe3yabTaTOB  IOHMCKA
uH(pOpMaIHH,
COBPEMCHHBIC CpE/CTBa
u YCTpOMCTBA
UH(pOpMATU3AUU
MOPSIOK UX
NPUMEHEHHS U
POrpaMMHOE
o0ecrieueHue B
npodeccrnoHaIbHOM

ACATCIIBHOCTH B TOM
qHuCJIC C

UCIIO0JIb30BaHUEM
IU(POBBIX CPEJICTB
OK.04 | opranu3oBbIBaThH paboTy | MCUXOIOTUYECKUE
KOJIJICKTHBA U KOMaH/IbI OCHOBBI  JICATEIBHOCTH
B3aUMO/IEHICTBOBATh C | KOJUIEKTHBA,
KOJUIEraMH, PYKOBOJICTBOM, | TICHXOJIOTHUECKUE
KJIMEHTaMU B X0Zie | 0COOEHHOCTH JINYHOCTH
npodeccnoHaTBEHOM OCHOBBI MIPOEKTHOMN
JesITeIbHOCTH JeSITeIbHOCTH
OK.09 | nonumarp OOWIMI CMBICT YETKO | MpaBUja  MOCTPOCHUS
IIPOM3HECEHHBIX BBICKA3bIBAHUM | IPOCTBIX U  CIOXHBIX
Ha M3BECTHBIE TEMBI | IPETOKEHHIH Ha
(mpodeccroHabHBIE U | IpodeccuoHanbHbIe
OBITOBBIE), MTOHUMATh TEKCTHI HA | TEMBI
06a30Bble  IpPOGEeCCHOHATIBHBIE | OCHOBHBIE
TEMBI o0uieynoTpeouTenbHbIe
y4acTBOBaTh B JMaJorax Ha | rjmaroisl (ObITOBas U
3HAKOMbIE 0011I1e npodeccroHanbHas
U Ipo(ecCUOHATBHBIE TEMbI JIeKCHKa)
CTPOUTH NPOCTHIE | TIEKCHUECKUI MUHUMYM,
BbICKa3bIBaHUs O ce0e M 0 CBOeH | oTHOCALIHICS K
npodeccnoHanbHOM OIMCAaHHIO TIPEJIMETOB,
JeSTeNbHOCTH CPEICTB M TPOILECCOB
KpaTKo 000CHOBBIBaTh u | npodeccroHalIbHOMI
OOBSICHATH  CBOM  JICUCTBUS | I€ATEILHOCTH
(Texymme u MmIaHupyeMbIe) 0COOEHHOCTH
nucatb  MPOCTHIE  CBSI3HBIC | IPOM3HOLICHUS
COOOIICHNsT HAa 3HAKOMBIC WIIM | TIpaBHIIA YTEHUS
UHTEPECYIOLINE TEKCTOB
npodeccnoHanbHbIe TEMBI npodeccroHanbHOI
HaNpaBIeHHOCTH
I1IK 3.1 | pa3memaTh ~ apXWBHBIE JieNla | HOPMATHBHEIC OCYIIECTBIICHHUSI
(TOKyMEHTBHI) Ha MecTax | MpaBOBbBIE aKThl | UCTIOJIb30BAHUS APXUBHBIX
XpaHeHUs1 B COOTBETCTBUM C | Poccuiickon nen (JOKYMEHTOB), B TOM

HOPMAaTUBHBIMU TpCGOBaHI/IHMI/I

Oenepan B 00nacTH
apXMBHOTO Jlela U

quCJI€ C HCIIOJb30BaHHEM
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B 00JaCTH apXWBHOTO Jefla U | YIpaBJICHUS ABTOMATHU3UPOBAHHBIX
yIPaBICHUS TOKYMEHTAMH JOKYMEHTaMHU CHCTEM

I1IK 3.2 | mpoBOIUTH MPOBEPKY MOJHOTH | HOPMATHUBHBIC pa3MelIeHus apXUBHBIX
COCTaBa apXMBHBIX JOKYMEHTOB | IIPABOBHIC AKTHI 7en (TOKYMEHTOB) B
B €MHUIIAX XPAHEHUS Poccuiickoii ApXUBHBIX XpaHWINIIAX B

denepanyn B 0071aCTH | COOTBETCTBUH C
ApXMBHOIO Jeya 1 BBIOPAHHOW CXEMO
yIpaBICHUS KJIaccu(puKaum 1
JIOKyMEHTaMu CUCTeMAaTU3aI1H JIe]T
(1OKyMEHTOB)

IIK 3.3 | BecTu y4yeT u KOHTPOJIb BbIJAUU | JIOKAJbHbIE yueTa apXUBHBIX /€T
apXUBHBIX J€J1 (IOKyMEHTOB) U3 | HOpMaTUBHbIE aKThl | (IOKyMEHTOB)
apXUBOXPaHWIUIIA U UX OpraHu3alyy B 00JacTU | MOCTOSHHOTO U
BO3BpaTa obecrieyeHus BPEMEHHOT'O XpaHEHHUS

COXPaHHOCTH nen
(IOKyMEHTOB)

[IK 3.4 | ucrionb3oBath METOUYECKHE COCTaBJICHHS CIIPABOYHO-
MH(POPMAIIMOHHBIE TEXHOJIOTUHU | JOKYMEHTBI B O0OJIACTH | MOMCKOBBIX CPENICTB K
B 00JIaCTH CO3/IaHUs CIIPABOYHO- | UCIIOIb30BAHUS U | apXUBHBIM JIe1aM
MOMCKOBBIX CPEJCTB apXuBa U | MyOJMKAIlMM ApXHUBHBIX | (IOKyMEHTaM), yYTEeHHBIM
JTOKYMEHTHUPOBAaHHBIX cdep | Aen (I0KyMEHTOB) B apXUBE U B
JEeSTEIbHOCTH OpraHu3aluu JOKYMEHTHPOBAaHHBIX

cdepax AeaTeIbHOCTH
OpraHu3aIH

IIK 3.5 | opranu3oBbIBaThH U | METOJIUYECKHUE MPOBEJCHUS DKCHEPTU3HI
o0ecrieynBaTh XpaHEHHWE JIEN | TOKYMEHTHI U | LEHHOCTH nen
(IOKyMEHTOB) BPEMEHHOI'O | HAI[MOHAJIbHBIC (1OKyMEHTOB)

XpaHeHHsT  OpraHM3allid B | CTAaHZApTHl B 0OJAcTH | BpDEMEHHOTO XpaHEHUs B
TPaIUIIMOHHOM U B | ACJONpPOM3BOACTBA M | apXUBE OpraHu3aluu

QJICKTPOHHOM BHJC 3HAHUA

apXUBHOTIO JIea

2. CTPYKTYPA U COAEPKAHUE ITPO®PECCHUOHAJIBHOI'O MOAYJIA
2.1. TpynoeMKoCTb OCBOEHUSI MOAYJISA

B 1.4. B popme
HanMeHoBaHMe COCTABHBIX YaCTEH MOLYJIA O0bem B yacax | MPaAKTHYECKOH
NMOJATOTOBKH

YueOHbIe 3aHATHS 68 48
KypcoBas pabota (poekr) -
CamocrosiTenbpHas pabora -
ITpakTHka, B T.4.: 216 216
yaeOHast 72 72
MIPOU3BOJICTBEHHAS 144 144
[TpomexyTouHas aTTecTanus, B TOM YHCIE:
MJIK.03.01 B popme sKx3ameHa 9
ITM.03 (sK3aMeH 110 MOJTYJTIO)
Bcero 297 273
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2.2. CTtpyKTypa npo¢ecCHoOHAJIbHOT0 MOIYJIsI

Kox OK, = <
o e ~ B
TK 2 2 2 g =
o = ) ) >
T m = 9 Q< S <
= . < o, g & o,
B 5 4 = = = =
HaumenoBanus =g = = = 5 & =
o A < = s = =
pasziesos Beero| = 2| = & 8 £ E | E
po¢)eCCHOHAIBHOTO| , Yac. % E 8 E 8 g 3 g
MOLYJIs 53 o 2 © = 3 & o
SELE| 2| B | 5| 8¢
m o > 3 2 > &
2 & & | 3 =
= o N o e,
m =
1 2 3 4 5 6 7 8 9 10
OK 01, OK | Pazgen 1. 72 48 72 68 - 4
02, OK 04, | Xpanenue,
OK 09, IIK | KOMIUIEKTOBaHHE,
3.1,3.2,3.3,| yuetr u
3.4,35 HCIIOJIL30BaHUE AeT
(TOKyMEHTOB)
apxuBa
VYyeOHas mpakTuka | 72 72 72
IIpousBoacTBEHHA 144 144 144
s IPaKTHKA
[TpomexxyTounas 9 9
aTTecTanus
Bcezo: 297 | 273 68 - 4 72 | 144




65

2.3. Conep:xanue npohecCHOHAJILHOT0 MOTYJIsI

Oo0bem, ak. 4. / Koabi
B TOM YMHCJIe KOMIIEeTEeHIIHIA,
B (popme (popmupoBanuio
HaumenoBanue Conep:kaHue y4eOHOIr0o MaTepHuaia, NPAKTUYECKUX U JTa00PATOPHBIX 3aHATHS, N
pa3aesoB U TeM KypcoBasi pa6oTa (IpoeKT) fipaicriraeckon KOTOpbIX
NOJATOTOBKH, crnoco0cTByeT
aK. 4. 3J1eMeHT
NPOrpamMMbl
Pa3pnen 1. XpaHneHune, KOMILUIEKTOBAHNE, YYeT M HCI0JIb30BaHHe 1 (JOKYMEHTOB) apXuBa 28/54
MJIK 03.01. XpaHneHHe, KOMILIEKTOBAHME, YUeT M MCII0JIb30BaHue JieJl (JOKYMEHTOB) apXuBa
Tema 1.1. Conep:xaHue 6/4 OK 01. OK 02
ApxuBapuyc B HopmaruBHo-meToanueckas 6a3za opranuszalnuu Tpyaa apxuBapuyca. Hopmuposanue OI& 04 ’
CTPYKTYype TpyJa MpH BBINOJIHEHUN apXUBHBIX padoT. KBanudukarmonnsie TpeboBaHus, 2 OK 09’
yupexKIeHus peIbsBIsIEMbIE K CHEIHAINCTY B 00JJACTH apXUBHOTO JIEJa. MK 3.1 - ’3 5
B ToM 4nc/ie IpaKTHYeCKUX 3aHATHH M MPAKTHYECKHUX PadoT 4 ' '
N3yueHne npopeccuoHaIbHOrO CTaHapTa, pa3padoTKa JOJKHOCTHONH MHCTPYKIMH 4
apxuBapHyca.
Tema 2.1. Conepxanue 26/18
ABTOMaTH3auus Otansl pa3BUTHA CPEICTB aBTOMATU3UPOBAHHOTO XPAHEHUS U MOUCKA TEKCTOBBIX
XpaHeHHs JIOKYMEHTOB. XapaKT€pUCTUKA CUCTEM YIIPABJICHUS SJIEKTPOHHBIMU JOKYMEHTaMH. 2
3JIeKTPOHHBIX
TOKYMEHTOB [TpuknaaHoe mporpaMMHoOe oOecrieueHue i aBTOMaTU3MPOBAHHBIX apXHUBHBIX
texHosoruit (AAT). OcHoBHbIE OOBEKTHI U MPUHIIUIIBI aBTOMATU3ALMK apXUBHOTO Jieja. 2
NupopManimoHHO-TTOUCKOBBIE CUCTEMBI M TEMAaTHYECKHE KaTaloTn ApXHUBHOTO (oHIa 5 OK 01, OK 02,
Poccuiickoit denepanun. OK 04,
DopMHUPOBAHKE FITEKTPOHHOTO JIETA. 2 OK 09,
B TOoM 4nc/ie NPaKTHYECKUX 3aHATHI H MPAKTHYECKUX padoT 18 K 3.1-35
[Torick TOKyMEHTOB B HH(OPMAIIMOHHO-TIOMCKOBBIX cucTeMax ApxuBHoro ¢onaa PO. 4
1. PaboTa co CIMCKOM M TEKCTOM HaiJIeHHBIX JOKYMEHTOB. 1
®dopmatel apXUBHBIX (HANUIOB JJII XpaHEHUS ITU(POBBIX JOKYMEHTOB. 1
CocraBiieHH€ BHYTPEHHEHN OIUCH, JIMCTa-3aBEPUTE AIEKTPOHHOIO AEJA. 2
OdopmieHue 37eKTPOHHOTO JIena. 4
2. OdopmiieHrE OMHUCHU SIEKTPOHHBIX JOKYMEHTOB CTPYKTYPHOTO MOAPa3ACICHHUS. 2
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CocraBieHue OIMMCcH OJICKTPOHHBIX JOKYMCHTOB OpraHu3aliiu.

KonrponbHas pabora

Tema 2.2.
Paodora ¢
AOKYMEHTaMHU

apxuBa B Iporpamme

«1C: ApxuB»

Conep:kanue

3HakoMcTBO ¢ miporpammoit «1C:Apxusy. Bo3amoxkHoctu cucteMsl. [Ipenmyniectsa
paboThI C NPOrPaMMON.

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

Pabota B mporpamme «1C:Apxusy.

dopmMupoBaHue YYETHBIX TJOKYMEHTOB apxuBa B «1C:ApxuBy.

B ToMm uncae MPAKTUYICCKUX 3aHSATHI 1 NMPAKTUHYICCKHUX paﬁoT

Unrepdeiic mporpammel «1C: ApXusy.

3anonHeHue cupaBoyHuka «COTpYJHUKHU U nopaseneHus» B nporpamme «1C:Apxusy.

Co3panne HOMEHKIATyphl Jaen B nporpamme «1C:Apxusy.

3. BHecenue u3MeHeHH B HOMEHKJIATYpy Aen ajs nporpammel «1C:ApxuBy.

dopmupoBanue U 0OPMIICHUE AIEKTPOHHBIX 1], epeBo] uX B Pdf-daiin.

3aroaHeHNE CITPpAaBOYHHKA ((KOHTpaFeHTH».

CocraBnenue 1 0pOopMIICHUE MTPETUCIOBHS U 3aKIFOUEHUS JUIsl OIIMCH, TIOUCK CTAaTeH Mo
ITepeunto, no6aBnenue onucu B nporpammy «1C: Apxusy.

CocraBieHue u O(i)OpMJ'IeHI/Ie aKTa O BBIACIICHUU K YHUYTOXCHHIO ACJI, HC ITOAJIC)KAIIUX
XPAaHCHUIO.

4. 3anonHenue cupaBouHuka «I'puds qocTymay.

CDOpMI/IpOBaHI/Ie KapTbI-3aMCCTUTCJIA, JINCTA-3aBCPUTCIIA, 00JI0KKH JAcJia B ((ICZApXI/IB».

CocraBnenue oT4eToB B «1C: ApxuBy.

IIpomexyTouHasi aTTecTauus B popMe IK3aMeHa

KoncyabTanumu

B ToM 4uciie camocTosiTe/ibHast paboTa 00y4alOUIMXCs

YuyeOHas npaKTHKa

Buasbi pador:

Pabota B nH(pOpMaIIMOHHO-TIOMCKOBBIX crcTeMax ApxuBHOro Gouaa Poccuiickoit @enepanuu.
IIpoBepka HanMuUsA JOKYMEHTOB B JJIEKTPOHHOM apXHUBE.

CocraBienue 1 opopMIIEHHE aKTa IPOBEPKU HATTMUUS JTOKYMEHTOB.

Omnpenenenue poHTOBOM MPUHAICKHOCTH TOKYMEHTOB.

@opMHUpOBaHUE IIEKTPOHHBIX JEIL.

CocrapiieHre BHYTPEHHEN OMKCH Jiefia

72

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

IIK3.1-3.5
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CocraBiieHHE JTUCTa-3aBEPUTEIIS JICIIa.

Odopmienre 00JI0KKH Jiena.

[epenada uHMOPMAIIUK HA PACCTOSHHU.

Vcnonp30BaHue TEXHOIOTUU OLU(PPOBBIBAHUS JTOKYMEHTOB.

IIpou3BoaCTBEeHHAS MPAKTHKA

Buasbl pador:

Opranuzaiids 4 OCYIIECTBICHHE CIPAaBOYHO-WUH(OPMALIMOHHONW pabOThl: MPOBEACHUE SKCIEPTH3bI LIEHHOCTH
JIOKYMEHTOB, paboTa B CHCTEMax 3JIEKTPOHHOIO JOKYMEHTOOOOpOTa, BEJIEHUE CIIPAaBOYHUKOB IO JIOKYMEHTAM
MIPEANPUSATHSL.

Opranuzaius U OCYIIECTBIEHUE apXUBHOM padOThI: MpUEM, PalMOHAIBHOE pa3MEILIEHUE, YYeT U OOecreUeHHe
COXPAHHOCTH JOKyMEHTOB, OPraHU3allHs UCIIOJIb30BaHUs JOKYMEHTOB B HAYUHBIX U MIPAKTHUECKUX LIETISX.
Ocy1iecTBiIeHNE OPraHU3AIMOHHO-METOIMIECKOTO PYKOBOJICTBA M KOHTPOJIS 32 pabOTOM apXuBa OpraHU3aluy 1 32
OpraHuzalyei JOKyMEeHTOB B JI€JIONPOU3BOJICTBE.

OdopmiieHne JOKyMEHTAIMH 10 YYETY HOHAA TTOJIb30BaATENS, (DOTO-, Ay TMOBU3YATbHBIX JOKYMEHTOB, DJIEKTPOHHBIX OK 01, OK 02,
JIOKYMEHTOB. 144 OK 04,
[IpoBepka HanUYUS U COCTOSIHUSI apXUBHBIX JOKYMEHTOB MPEAIPUATHUS. OK 09,
BrlsiBIIeHHE TOKYMEHTOB C MOBPEXKIEHUSIMH MaTepUAIbHBIX HOCUTEIEH. IIK3.1-3.5
Opranu3zanus po3bicka HEOOHAPYKEHHBIX JIEI.

OdopmiieHre JOKyMEHTAIUH 110 pe3yabTaTaM POBEPKHU.

PabGora mo co3naHui0 CHpaBOYHO-TIOMCKOBBIX CPEJICTB apXHBa OpraHU3alMd, B TOM YHCIE C NPUMEHEHUEM

MH(POPMAIMOHHBIX TEXHOJIOTUH.

VYyactue B (QOPMUPOBAHHH OCHOBHBIX M BCIIOMOTATEJIbHBIX APXUBHBIX CIPABOYHHKOB, B TOM YHCIE C

UCIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

[Touck nHpOpMaIUK 1O 3aMPOCy MOJIH30BATENS, B TOM YHUCJIE C UCMOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CHCTEM.

VcnonHeHue 3ampocoB MO MOMCKY apXUBHBIX A€M (JIOKYMEHTOB) OPraHM3alMU, B TOM YHCJE C HCIOJIb30BaHHEM

WHGOPMAIIMOHHBIX TEXHOJIOTHH.

IIpome:xxyTouyHas aTTecranus B GopMe JK3aMeHa 3

Bcero 297
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3. YCJIOBUSA PEAJIM3ALIUU TPO®ECCUOHAJIBHOI'O MO YJIA

3.1. MaTepuaabHO-TEXHUYECKOE oOecneyeHme

Kabunets! mpodeccnoHambHBIX MOJYJIEH, OCHAIIEHHbIE B COOTBETCTBUU C MPHIOKEHUEM 3
AOOII-IT.

JlaGoparopun  «ApXHMBHOrO  Jena», «UH(MOPMAIIMOHHBIX ¥  KOMMYHHKAI[MOHHBIX
TEXHOJOTHIY, «Opranusanuu padoThl ¢ JOKYMEHTaMH, CUCTEM JIEKTPOHHOTO JJOKYMEHTOO00POTaY,
OCHAaIllEHHAas B COOTBETCTBUH ¢ npuiioxkennem 3 AOOII-II.

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

3.2. YuyeOHo-MeToau4ecKoe odecredeHue

3.2.1. OcHOBHBIE NIeYaTHbIE U/WJIN JIEKTPOHHbIE U3IaHUA

1. Opranuzanus apXWBHOW M CIPABOYHO-MH(POPMAIIMOHHON paboOThl MO JIOKyMEHTaM
opraam3anuu [TekcT]: y4eOHUK [UIsl HMCIOJNB30BaHHUS B y4eOHOM IIpolecce 00pa30BaTEIbHBIX
YVUPEXKJIEHUHN, PpEeaTu3yIoIINX MPOrpaMMbl CpPEIHEro MpodecCHOHANBFHOTO O0pa3oBaHHs IO
cnenuabHOCTH "JIOKyMEHTaIMOHHOE OOECICUYeHHEe YIIPABJICHHUS W apXUBOBeacHUE»: [B 2 d.] /
[BypoBa E. M., Xopxopauna T. 1.]; mozg pea. E. M. bBypoBoii — 3-e uza. crep. — MockBa: Akanemus,
2019. (ITpodeccuonansuoe oopazopanue. [Ipodeccrnonanpupiii Moayib). Y. 1. —2019. — 336 c. ISBN
n3nanust: 978-5-4468-5976-4. ISBN toma: 978-5-4468-5974-0.

2. OpraHuzauusi apXUBHOM M CIPAaBOYHO-MH(POPMAILMOHHON padoOThl IO JIOKyMEHTaM
opranm3aiuu [Tekct]| : yuyeOHHMK Ji1 HCIIOJNIB30BaHUA B Y4eOHOM TMpolecce 00pa3oBaTeIbHBIX
VUPEKIACHUHN, pEATM3YIOUUMX MPOrpaMMbl CPEAHEr0 MpodEeCcCHOHAIBHOTO O00pa30BaHUS IO
cnenuanbHoCcTH "J{oOKyMeHTallMOHHOE OOecIeueHue YIpaBIeHUS W apxXuBoBeneHue»: [B 2 .| /
[BypoBa E. M., Xopxopauna T. W.]; mox pen. E. M. BypoBoii. — 3-e uza. crep. — MockBa: Akaaemus,
2019. — (ITlpodeccuonansHOe obpazoBanue. [Ipodeccrnonanbupiit Moayns). U. 2 / [E. M. Byposa, A.
I1. AdanaceeBa, E. B. Anekceesa, A. E. Pomquonona]. — 2019. — 400 c. ISBN: 978-5-4468-5975-7

3. Packwn, /. W. Merogumka W TpaKTHKa apXWBOBEIACHHS: YYCOHHK /IS CPEIHErO
npodeccuonanbHoro obpasosanus / JI. U. Packun, A. P. CokomoB. — MockBa: M3naTenbCcTBO
FOpaiit, 2022. — 339 ¢. — (IIpodeccronanbroe odpazoBanue). — TEKCT: HEMOCPEACTBCHHBIN. —
ISBN 978-5-534-02419-7.

4. Packun, JI. WM. Meronuka W TpakTHKa apXWUBOBEICHUA: YYEOHUK I CPETHEro

npodeccuonansHoro odpazosanust / J[. M. Packun, A. P. CokonoB. — MockBa: M3narenbcTBo
FOpaiit, 2022. — 339 c. — (IIpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-02419-7. —
Texkcrt: aneKkTpoHHbId  //  OOpa3oBarenbHas wiargpopma  FOpaiit [caiT]. —

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

3.2.2. JlonoJTHUTEIbHbI€ HCTOYHUKH

15. bacakoB, M.U., [lokymeHTallmoHHOE oOOecreueHue ympaBieHus (C OCHOBaMHU
apxuBoBeJieHns): yuebHoe nocodue mis CIIO / M.M. bacakoB. — Mocksa: U3narensctBo KuoPye,
2022. — 216 c. — Tekcr : HenocpencTBeHHbIid. — ISBN: 978-5-406-09983-4.

16. byposa, E. M., MypaBseBa, H. A. CipaBouHUK 1O apXUBHOMY €]y JUIsl paOOTHUKOB
opranmzaruii. — (Cepusi «YrpaBieHdeckas: 6e3omacHocThy / moj oomr. pea. A. b. besdopomaosa). —
M: Tepmuka, 2018. — 396 c. — Tekcr : HenocpeactBennsiit. — ISBN: 978-5-6040204-4-9.

17. Beperexuna, C.B., HerocynapcTBeHHBIE CTPYKTYPBI U ayTCOPCHUHT B apXUBHOM JEJIC :
monorpadus / C.B. Beperexuna. — Mocksa: UsnarensctBo Pycaiine, 2022. — 128 c. — Tekcer :
HenocpeacTBeHHbIi. — ISBN: 978-5-4365-8006-7.

18. Eropos, B.Il., CnunskoB, A.B. OOecnedeHue COXpPaHHOCTH, pecTaBpalus U
KOHCepBaIus JOKyMeHTOB: ydeOHoe mocodue. — C.-I16.: Jlanp, 2022. — 220 c. — ISBN: 978-5-507-
45047-3.

19. Eropos B.II. CoBpemeHHass opraHW3anus TOCYIapCTBEHHBIX yUpexaeHuit Poccum:
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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20. Koznos, B. II. ApxuBoBenenue: yaeOHUK U TIpakTUKyM i By30B / B. I1. Ko3moB. —
Mocksa: UznatenscTBo FOpaiit, 2022. — 329 ¢. — (Bricmiee o6pa3oBanue). — ISBN 978-5-534-
14066-8. Texkct: oanektpoHnbli // OOpa3zoBatenbHas 1wiaTdopma FOpalT [caiiT].
URL: https://urait.ru/bcode/496661

21. IlaBnoma, P. C. [Jleqompou3BoicTBO MO OOpAIICHUsIM TpaKIaH: ydeOHOe TmocoOue s
CIIO / P. C. IlaBnoBa. — Cankr-IlerepOypr: Jlanb, 2022. — 324 c.: uin. — TekcT: HEMOCPEACTBEHHBIM.
— ISBN: 978-5-8114-9925-0.

22. TlomoB, A. B. ApxuBoBenenue. 3apyOexkHas Poccuka: y4eOHUK Ui CpPEIHETO
npodeccuonanbHOro oopazoanusi / A. B. [TomoB. — Mocksa: M3narensctBo FOpaiit, 2022. — 168
c. — (ITpodeccuonansuoe oopazosanne). — ISBN 978-5-534-10240-6. — TekcT: 35eKTpOHHBIH //
O6pasoBarenbHas iathopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/495214

23. Packun, JI. . ApxuBoBenenue: yueOnuk st By3os / JI. W. Packun, A. P. CokomnoB. —

2-¢ w3a., uchnp. u gomn. — MockBa: M3marenbctBo IOpaiit, 2022. — 468 c. — (Bsicmiee
obpazoBanue). — ISBN 978-5-534-15245-6. — Tekcr: anekrponnsiii // OOpa3oBarenbHas
wiatdopma HOpaiit [caiir]. — URL.: https://urait.ru/bcode/497656

24. Camapuyk, H.C., MapkeruHroBas JACSITEILHOCTh TOCYJAPCTBCHHBIX apPXHBOB:
monorpadus / H.C. Camapuyk. — MockBa: UznatenbctBo Pycaiine, 2023. — 312 c. — Tekcr:
HernocpeacTBeHHbd. — ISBN: 978-5-466-01550-8.

25. Tenwbuapos A. JI. ApxuBoBeneHue: yueOHoe nmocodue s 6akanaspoB/ A. . Tenbuapos.
5-e m31. — MockBa: UTK «/lamkoB u K», 2022. — 184 c. — Tekct: HenocpeacTBennbiid. — ISBN: 978-
5-394-04946-0.

26. Xopxopauna, T. . ApxuBnas 3Bpuctrka: yaeonuk / T. . Xopxopauna, A. B. Tlomos;
nox pen. E. U. IluBosapa. — 4-e uzna. - Mocksa: Poc. roc. rymanur, yH-T, 2019. - 296 c¢. — ISBN
978-5-7281-2497-9. — TekcT: 2NEKTPOHHBIN. —

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

27. llemenkoBa, C. . ApxuBoBenenue. Vcropus apxuBoB Poccuu ¢ npeBHEHIINX BpeMeH
J0 Hayajma XX Beka: ydeOHOe MocoOue Juisi cpeaHero mnpod)ecCHOHAIbHOro oOpa3oBaHus /
C. U. LlemenkoBa; noxa HayuHou peaakuueit JI. H. Ma3yp. — Mocksa: U3natensctBo IOpaiit, 2022.
— 153 c¢. — (IIpodeccuonanbroe obOpazoBanme). — ISBN 978-5-534-10241-3. — Tekcr:
3NeKTPOHHBIH // OOpa3oBaTenbHas miathopma FOpaiit [caiit].— URL: https://urait.ru/bcode/495215

28. IllaxomanoBa, O.FO. Opranuzamnusi TOCyJapCTBEHHBIX yupexaeHuid Poccuu: ydeOHOE

nocobue miisa cpemHero npodeccuoHanbHoro oodpazopanus / O. FO. IllaxomaHoBa. — 2-¢ u3.,
nepepab. u gon. — Mocksa: M3marensctBo Opaiit, 2022. — 161 c. — (IIpodeccronansHoe
oOpazoBanue). — ISBN 978-5-534-12448-4. — Tekct: anektpoHHbll // OOpa3oBarenbHas

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

4. KOHTPOJIb 1 OHEHKA PE3YJBTATOB OCBOEHMUSA
IMPOPECCHUOHAJIBHOI'O MOJAYJIA

MeCTax XpaHCHUA B COOTBETCTBUU C
HOPMAaTUBHBIMHA Tpe6OBaHI/I}IMI/I B o0mactu
APXHUBHOI'O JI€JIa U YIIPABJICHUA TOKYMCHTAMU.
OCYIJ_ICCTBJ'ICHI/IC HCIIOJIb30BAHUA APXHUBHBIX

Kon IIK, OK Kpurepun onenkn pesyiabrara ®opMbI KOHTPOJIA U METOABI
(moxka3are/im 0CBOEHHOCTH KOMIIETEHIIM) OLICHKH
IIK 3.1 Pa3zmerienue apXuBHBIX JieN (JOKYMEHTOB) Ha | AHAJIM3 U OLIEHKa

pelieHnid mpoOIeMHBIX
CUTYallUH, IpU BBINOJIHEHUN
MPaKTUYECKUX padoT.
TectupoBanue.

nen  (moxkymenTtoB), B ToM uucie ¢ | 3auérel mo MJIK, aTTecranus
UCIIOJIb30BaHUEM aBTOMATU3HPOBAHHBIX | TIO TPOU3BOJCTBEHHON
CHUCTEM MpaKTUKe; dk3aMeH 1mo [IM 03

1K 3.2

HpOBC,I[eHI/IC IPOBEPKU NMOJHOTHI COCTaBa
APXUBHBIX TOKYMCHTOB B €IJMHUIIAX
XpaHCHU.

TectupoBanue.

Or1ieHKa 110 uToram
BBITIOJIHEHMS] TPAKTUYECKUX
pabort. 3auéte mo MJIK,
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VY4ET 3IeKTPOHHBIX APXUBHBIX JIE]T
(TIOKYyMEHTOB) MOCTOSSHHOTO ¥ BPEMEHHOT'O
xpaHeHus. YUET POHIIOB U omucei
AJIEKTPOHHBIX APXUBHBIX 1] (JIOKYMEHTOB).
VY4€T U KOHTPOJIb Mepeladn SJIEKTPOHHBIX
ApPXMUBHBIX JeJT (JJOKYMEHTOB) B
roCy/1IapCTBEeHHbIN/ MyHUILIUIIAJIbHBIA apXUB
WJIM Ha UHOE BHELIHEE XpaHEHHE. YUET U
PO3BICK HEOOHAPYKEHHBIX IJIEKTPOHHBIX el
(1IOKYMEHTOB)

aTTecTanus 1o
IIPOU3BOJCTBEHHOM IIPAKTUKE

TIK 3.3 Benenue ydyera u KOHTPOJIS BblJIaun AHanus U olleHKa
ApPXMBHBIX Je] (JOKYMEHTOB) U3 pelIeHni TPOOIEMHBIX
apXMBOXPaHWINIIA U UX BO3BpaTa CUTYaluH, PU BHIMOJTHEHUN
Coznianue onuceil 3JeKTPOHHBIX A€l IPAKTUYECKUX padoT.
(IIOKyMEHTOB) OpraHU3aIMK TOCTOSHHOTO TectupoBanue.
CpOKa XpPaHECHHUS U IO JUYHOMY COCTaBY. 3auéter mo MJIK, aTrecramus
Pa3menienue apXuBHBIX /11 (JOKYMEHTOB) B | [0 MPOM3BOJACTBEHHOI
ApPXMBHBIX XPaHWINILAX B COOTBETCTBUU C npaktuke; 3x3amex o [IM 03
BBIOpaHHON CXeMOH KiIacCUu(PHUKAIUU U
cucTeMaTu3auu Jen (JOKyMEHTOB).
[TpoBepka HAIUYUS U COCTOSHUS
AJIEKTPOHHBIX APXMUBHBIX JI€] (JOKYMEHTOB)
I[IK 3.4 Hcnonp3oBanne nHGOPMAIIMOHHBIX AHanu3 u OleHKa
TEXHOJIOTHI B 00JIaCTH CO3/1aHUs CIIPABOYHO- | PEIICHUN MPOOIEMHBIX
MOMCKOBBIX CPEJICTB apXUBa U CUTYalluH, PU BBIMOTHEHUN
JOKYMEHTHPOBAaHHBIX c(hep NesITeTbHOCTH IPAKTUYECKUX padoT.
OpraHu3aIiH. TectupoBanue.
CocraBiieHue CIpaBOYHO-TIOMCKOBBIX cpenicTB | 3auéTsl mo MJIK, aTTecTarus
K apXMBHBIM JieJaM (JOKYMEHTaM), YYTEHHBIM | I10 IPOM3BOACTBEHHOMN
B apXUBE U B JJOKYMEHTHUPOBaHHBIX cepax npakTuke; sx3amex o [IM 03
JESITEIBHOCTH OpraHu3aluu
I1IK 3.5 OpranuzoBbIBaTh U 00ecrieunMBaTh XpaHEHHE | AHaJIU3 U OLEHKA peleHui
Jiel1 (IOKYMEHTOB) BPEMEHHOTO XPaHEHHS npoOJIEeMHBIX CUTyallui, IpU
OpraHu3aly B TPAJAUIIMOHHOM U B BBIMOJTHEHUH MTPAKTUYECKUX
AJIEKTPOHHOM BHJIE 3HAHUS pabot. TectupoBanue.
3auétel mo M/IK, arrecramms
10 TPOU3BOJICTBEHHOU
IPAKTHKE;
sk3amed no [1IM 03
OK 01 Br16op criocoba perenus 3amaq KoHuTpons BBITIOJTHCHHSI
npodecCHOHATBHOM 1 TeTbHOCTH IPAKTUYECKUX 3aaHUi.
PUMEHNUTEIHHO K Pa3IMYHBIM KOHTEKCTaM YcTHBIN Wi TECTOBBII
OK 02 Hcnonp30BaHne COBPEMEHHBIX CPEACTBA KOHTPOJIb TEOPETUUECKHUX
MOKCKA, aHaJIN3a U UHTEPIpEeTaluu 3HAHUH.
uH(OpMaLINH, U UCTIOIb30BaHUE AHanu3 ¥ OIEHKA pelIeHUH
MH(OPMALIMOHHBIX TEXHOIOTHH JIIs MPOOJIEMHBIX CUTYallUH.
BBINOJIHEHUS 3a]1a4 PO eCCHOHATBLHON [IpoBepounsie  paboTHl MO
NEITEILHOCTH. Ka)XIOU TEME.
OK 04 B3aumoneiictBue u paboTa B KOJIJIEKTUBE U ATtTecTanus 1o

KOMaH/ 1€

MPOU3BOJCTBEHHOMN MPAKTHUKE.
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OK 09

Hcnonb3oBanue npodeccuoHaIbHON
JOKYMCHTAIIMU HAa TOCYJapCTBCHHOM U
WHOCTPAHHOM SI3bIKaxX
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K AOOII-II no cnennaabHOCTH
46.02.01 JoxymeHTAUMOHHOE 00eclieYeHre YIIPABJIEHHsI M ApPXUBOBeleHHe

AnanTupoBaHHasi padouyasi nporpaMmma npogeccuoHaIbLHOr0 MOAYJIf

«IIM.04 OCBOEHHME ITPO®ECCHUMU AEJOINPOU3BOAUTE/b»

2025 r.
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1. OBILIASI XAPAKTEPUCTHUKA ATAIITUPOBAHHOM PABOYEM ITPOT' PAMMBI
IMPO®ECCHUOHAJIBHOI'O MOAYJIA
IIM.04 OCBOEHHUE IMTPODPECCHUU AEJIOITPOU3BOANUTEJIb

KO U HAaUMEHOBAaHUE MOLYJIS

1.1. leab u MecTo Npo¢ecCHOHATBHOI0 MOAYJISl B CTPYKTYpe a1anTHPOBAHHOM
OCHOBHOI1 00pa30BaTeJIbHOI MPOrpaMMBbl
Lenb Mmomyss: ocBoeHue Buaa aestenbHoctu «OcBoenue npodeccuun Jlenonpon3BOAUTEIb.
[TpodeccronanbHblii MOIYIh BKIIOYEH B BApHATHBHYIO YacTh aJalTHPOBAHHOW OCHOBHOMU
00pa3oBaTebHOI MPOrpaMMBl.
1.2.Ilnanupyemsle pe3yJbTaThl 0CBOCHHS NMPO(eccHOHATBLHOT0 MOAYJIsI
Pe3ynbratel ocBoeHUs NPO(ECCHOHATBHOTO MOJYJS COOTHOCATCA C IUIAHUPYEMBIMU
pe3yJibTaTaMH OCBOCHUS aJalTHPOBAHHOM 00pa3oBaTeIbHON MPOTrpaMMBbl, MPEACTABICHHBIMU B
MaTpHIle KOMIIETEHIIMH BBIMYCKHUKA (1. 4.3.2 amanTUpOBaHHON OCHOBHOH 00pa3oBaTEIbHOU
IpOrpamMMmBl).
B pesynbrare ocBoeHus npodecCHOoHaIbHOT0 MOAYIISA 00YYarOIIUNACS JOIHKEH:

Kon Ymers 3Hathb Baaaers HaBbIKAMU
OK,
MK
OK.01 | pacnio3HaBaTh 3a1auy W/WJH | aKTyallbHBIH
npobaemy npoQecCHOHANIbHBIN U
B npoheccuoHaTbHOM W/WJH | COUMANTbHBIA KOHTEKCT,
COIIMAIbHOM KOHTEKCTE B KOTOPOM MPHUXOJUTCS
aHAM3UpPOBaTh  3a7adyy  W/uiu | paboTaTh U KUTh
npobieMy W BBIIENATH €€ | OCHOBHBIE  HMCTOYHUKH
COCTaBHbIE YaCTH uH(bOpPMaIIUU U PECypChI
OTIPEJICNIATH ATAIBI PEUICHUS 3a7auil | Ul PEUICHUs 3a7ad |
BBIBIIATh W 3(PPEKTHBHO HCKATh | IPoOIEM B
nH(popMaIuio, HEOOXOAUMYIO i | TPo(ecCHOHATEHOM
peleHus 3a1a4u U/WIM IPoOJIeMbl | M/UIH COLIMAJIBHOM
COCTABIISATH TUIAH JEHCTBUS KOHTEKCTE
OTIpeIeNIATh HEOOXOIUMBIE PECYPCHI | AITOPUTMBbI
BJIAJIETh AaKTyaJbHBIMH METOJAaMH | BBITIOJHEHUS paboOT
paboThI B Mpo¢heCCUOHAILHON U
B Mpo(decCHOHATBFHON M CMEXHBIX | CMEXHBIX 00JIacTAX
cepax MeToAbl  paboThl B
peannu30BbIBATh COCTaBJIEHHBIN | MPOPECCUOHANBHON U
T1aH CMEXHBIX chepax
OLIEHUBATh PE3yNIbTaT U CTPYKTypy IUIaHa JJis
MOCTIEJICTBHS CBOMX JAEUCTBHM peleHus 3agau
(caMOCTOSATEIBHO WUJIH C TOMOUIBIO | TOPSIIOK OILIEHKU
HACTaBHUKA) pe3yabTaTOB pEIICHUS
3a/1a4y
npodeccroHanbHOM
JeSITeITbHOCTH
OK.02 | ompenensaTe 3amauM I TOMCKA | HOMEHKIATypa
nHpopManuu MH(OPMALIMOHHBIX
OTIpeNeNATh HEOOXO/IMMbIE | HCTOYHUKOB,
WCTOYHHUKH MHPOPMALIUU TIPUMEHSIEMBIX B
IUTAHUPOBAThH MPOIECC TOUCKA npogeccuoHaTbHON
CTPYKTYpUPOBATh MOJTy4aeMyIo | ACSITEITbHOCTH
nH(pOpMaINIO
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BBIJICNATh Hamboliee 3HAYMMOE B
nepevyHe NHPopMauu

OLICHUBATh HPaKTHYECKYIO
3HAYUMOCTbh PE3yJIbTATOB MOUCKA
ohopMIISITH  PE3yNIBTAThl  IOWCKA,
NPUMECHSATh cpencTBa
MH(QOPMAIIMOHHBIX TEXHOJIOTHH IS
peuieHus npoQecCHOHaIbHBIX 3a1a4
UCTIOJIB30BATh COBPEMEHHOE
porpaMMHOe oOecrieueHue
UCTIOJIB30BATh Pa3InYHbIC

UG POBBIE CPEACTBA /TS PEIICHUS
npodeccCHOHAIBHBIX 3a1a4

MIPHEMBI
CTPYKTYPUPOBaHUS
uHdopmau

¢dopmar  odopmieHus
pe3yabTaTOB  IOHMCKA
uH(pOpMaIHH,
COBPEMCHHBIC CpE/CTBa
u YCTpOMCTBA
UH(pOpMATU3aAUU
MOPSIOK UX
NPUMEHEHHS U
POrpaMMHOE
o0ecrieueHue B
npodeccrnoHaIbHOM

ACATCIIBHOCTH B TOM
qHuCJIC C

UCIIOJIb30BaHUEM
U(POBBIX CPEJICTB
OK.03 | onpenendars u BBICTpauBaTh | COJICpKaHHE
TPAeKTOpUU  TPOPECCHOHATBHOTO | AKTYAIbHOM
pPa3BUTUS U CaMOOOpPA30BaAHUS; HOPMAaTHUBHO-TIPAaBOBOU
IUIAaHUPOBaTb U PEAJIU30BBIBATH | JOKYMEHTALIMU;
MpeANPUHUMATEIHCKYIO BO3MO>KHBIE
JeSITeTbHOCTD B IPO(PECCHOHATBHON | TPACKTOPHUU
chepe, HCMONB30BaTh 3HAHUA TO | MPO(PECCHOHATBHOTO
IIPaBOBOM u (UHAHCOBOH | Pa3BUTHUSA u
IrPaMOTHOCTHU B pa3IMYHBbIX | caMOOOpPa30BaHMUS;
KU3HEHHBIX CUTYaIHsIX OCHOBbI  (PMHAHCOBOM
IPaMOTHOCTH;
OCHOBbI  (PMHAHCOBOM
0C30IMaCHOCTH, B TOM
yycie B LUQPPOBOH
cpene; OCHOBBI
MPENPUHUMATETbCKON
JESTEIIBHOCTH
OK.04 | opranu3oBBIBaThH paboTy | MCUXOJIOTUYECKUE
KOJUIEKTHBA U KOMaHbl OCHOBBI  JICATEILHOCTU
B3aMMO/JICIICTBOBATh C KOJUIETaMHM, | KOJIJIEKTHUBA,
PYKOBOJCTBOM, KJIMEHTaMH B XOJE | IICUXOJIOTMYECKHE
poeCCUOHAIBHON NEATETPHOCTH | OCOOEHHOCTH JIMYHOCTH
OCHOBBI IIPOEKTHOMN
JIeSITeNIbHOCTH
OK.05 | rpaMOTHO W3Narath CBOM MBICIH U | OCOOCHHOCTHU
opopMIIATH JTIOKYMEHTBI 0 | COLMAIbHOIO u
npoeCcCHOHATbHON TEMaTUKe Ha | KYJIbTYpHOTO
roCy/1apCTBEHHOM A3bIKE, | KOHTEKCTA;
IIPOSBIIATH TOJIEPAHTHOCTD B | paBUja  OQOPMIICHHS
paboyeM KOJUIEKTHBE JIOKYMEHTOB u
IIOCTPOEHHUS YCTHBIX
COOOIIIEHNI
OK.09 | moHuMaTh OOLIMI CMBICT YETKO | MpaBWJia  MOCTPOEHUS

IMMPON3HCCCHHBIX BBICKQ3BIBAaHUM Ha

IPOCTBIX MW  CIOXHBIX
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W3BECTHBIE TEMBI
(mpoceccronanbHble U OBITOBBIE),
MOHUMAaTh TEKCThl Ha 0a30BbIC
npodeccCHOHATEHBIC TEMBI
y4acTBOBAaTh B  JIMAJOrax
3HaKOMBIE 001IMe

1 IpoeCCUOHATBHBIC TEMbI
CTPOUTH MPOCTHIC BHICKA3BIBAHUS O
cebe 1 0 cBoel mpodecCuoHAIbHON
JeSATeIbHOCTH

KpaTKo 0OOCHOBBIBATh U OOBSCHSTH

Ha

NPEeTIOKEHU I Ha
npogeccuoHaIbHbIE
TEMBI

OCHOBHBIC
001eynoTpeOnTeIbHBIC
riaroiasl  (ObITOBast W
npodeccuoHaIbHast
JIEKCUKA)
JICKCHYECKUI MUHUMYM,
OTHOCSILLIUNCS K

OIMMCAHHIO IIPCIMCTOB,

CBOM  JelcTBUsA  (TEKyIIMEe U | CPEACTB M MPOIECCOB
IJIAHUPYEMBIE) npodeccuoHaTbHON
MUCaTh MPOCTHIC CBSI3HBIC | NESATEILHOCTH
COOOIIIEHUSI Ha 3HAKOMBIE WM | OCOOEHHOCTHU
WHTEPECYIOIIHE IPOU3HOIICHHUS
npodeccuoHanbHbIE TEMBI npaBuiia YTEHUS

TEKCTOB

npodecCuoHaIbHOM

HaIPaBICHHOCTH

[IK 4.1 | monb3oBaTbes HOpPMaTHBHBIE npueMa U TMEepBUYHON

ABTOMATHU3MPOBAHHBIMUA CHCTEMaMH | PABOBBIE  aKThl W | OOpaOOTKU BXOJSIIUX
y4eTa, PETrUCTpallid, KOHTPOJIS U | HOPMATUBHO- JIOKYMEHTOB;
WH()OPMAITMOHHO-CITPABOYHBIMU METOTUICCKHEC 00pabOTKH U OTIPABKU
cucteMamMu  mpu  paboTe  C | JOKYMEHTHI, UCXOSIINX
JOKYMEHTaMH OpTaHU3aIlNu; OTIpEICIISIOINE JIOKYMEHTOB;
MIPUMEHSITh COBpPEMEHHBIE | MOPSIIOK KOHTPOJISI UCIIOTHEHUS
WH()OPMAITMOHHO- JOKYMEHTAIMOHHOTO JIOKyMEHTOB B
KOMMYHHKAITUOHHBIE  TEXHOJIOTUU | OOecTeueHus OpTraHu3aI’
ISt pabOTHI C JIOKYMEHTAMH, B TOM | YIIPABIICHUS;
gyucle JUisi ee ONTUMHU3AMM | | MpaBuia  paboThl €
MOBBIICHUS 2((HEKTUBHOCTH BXOJISIIITAMU,

UCXOSAIIUMU u

BHYTPEHHUMU

JOKYMEHTaMU;

TIpaBWJIa OPTaHU3AIUH H

(hopMbI KOHTPOJIS

WCTIOJTHEHUS

JTIOKYMEHTOB B

OpTraHH3aINH;

TpeGoBaHus,

MIPEIbSABIISIEMbIC K

JOKyMEHTaM B

COOTBETCTBUH c

HOPMAaTHUBHBIMHU

MPABOBBIMU aKTaMH H

roCyIapCTBEHHBIMU

CTaHJapTaMu
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2. CTPYKTYPA U COAEP KAHUE TPO®PECCUOHAJIBHOTI'O MO YJIS
2.1. TpynoeMKoOCTb OCBOCHHUSI MOAYJISI

B 1.4. B popme
HaumeHoBaHHe COCTABHBIX YacTell MOIY.Jasl O0beM B yacax | MPaKTUYECKO
MOATOTOBKH

YueOHble 3aHATHS 68 48
KypcoBas pabota (mpoekr) - -
CamocrosiTenpHas padoTta 6 -
ITpakTHka, B T.4.: 216 216
yaeOHast 72 72
MIPOU3BOJACTBEHHAS 144 144
[TpomMexxyTouHast aTTeCTAINS, B TOM YHUCIIE:
MJIK.04.01 B dpopme dk3aMeHa 9 9
[1M.04 (pk3amMeH 110 MOJTYJIIO)
Bcero 299 273

2.2. CtpykTypa npohecCHOHAJIBLHOI0 MOYJIsI

Kox OK, = <
He : | T | g :
9] = ) Q ¥
g m ® Q < S =
S . = =% g = Q.
) ~ M g 5 = =
HanmenoBanus g2 H = = 3 > =
o 2 S = s S =
pasziesnos Beero| £ S| = & 8 £ E | E
npodeccHoHaNBHOTO| , Yac.| 2 g{ 2 E s 3] 3| 8
o = i
I8 IR EEAR AN 0
= 2 | 5 3 s | 5 | &
o 2 e = =
- g |3 :
m =
1 2 3 4 5 6 7 8 9 10
OK 01, OK | Pazmen 1. 74 48 74 68 - 6
02, OK 03, | IoKyMEHTaI[IOHHO
OK 04, e obecrieueHne
OK 05, OK | nesareapHOCTH
09,11IK 4.1 | opranuzauuu
VYyeOHast mpakTuka | 72 72 72
ITpousBoncTeenna | 144 | 144 144
s TIPAKTHKA
ITpomexyTouHas 9 9
aTTeCTalus
Bcezo: 297 | 262 68 | - | 6 72 | 144




78

2.3. Conep:xanue npohecCHOHAJILHOT0 MOTYJIsI

Oo0bem, ak. 4. / Koanl
B TOM 4HCJIE KOMIIeTEeHIIHIA,
B (popme (opmupoBanuio
HaumeHoBaHue Conep:kanue y4eOHOTr0o MaTepHuaJia, NPAKTUYECKUX U JIa00PaTOPHBIX 3aHATHS, N
pa3esioB U TeM KypcoBasi padoTa (IpoeKT) MpaKTHACCKOU KOTOPBIX
NOATOTOBKH, cnocodcTByer
aK. 4. JJIeMEHT
NPOrpaMMBblI
Pa3pea 1. JlokyMeHTalMOHHOE 00ecneYeHHe IesiTeIbHOCTH OPraHU3 Al 80/54
MK 04.01. lokymMeHTallMOHHOE 00ecnieyeHHe 1esiTeJIbHOCTH OPraHu3aluu
Tema 1.1. Conep:xanue 6/4
Poab Pons mpodeccun lenonponsBoaurens. 3HaueHne npodeccuu st OpraHu3auu OK 01, OK 02,
JAeJIONPOU3BOAUTE/ISA B| YIPaBICHUS Ha NIPEANPUATHH. 3HAKOMCTBO C KBAIN(UKALMOHHONW XapaKTEepUCTUKON 2 OK 03,
AeATeTbHOCTH npodeccun Jeaonpon3BoIuTeNb. OK 04, OK 05,
anmapara B ToM Yuc/ie NpaKTHYeCKUX 3aHATHI H MPAKTHYECKUX padoT 4 OK 09,
ynpasJcHUA N3yuenue npopeccuoHaIbHOrO CTaHapTa, pa3padoTKa JOKHOCTHON MHCTPYKIMH 4 IIK 4.1
JIEJIONPOU3BOIUTEIS.
Tema 2.1. Conepxanue 26/18
ABTOMAaTU3UPOBAHHBIE | ABTOMATH3AIUS paOOTHI C TOKYMEHTaMHU KaK HEOThbeMJIeMasi YaCTh aBTOMATHU3alluN
CHUCTEMBI YIPaBIEHUYECKHUX IpoLeccoB. McTopuueckoe pa3BUTHE U COBPEMEHHOE COCTOSIHHUE 2
JEJIONPOU3BOACTBA U | MHPOPMAIIMOHHBIX 1 KOMMYHUKAIIMOHHBIX TEXHOJIOTHIl.
CUCTEMBbI ABTOMaTU3UPOBAHHBIE CUCTEMBI JEJIONPON3BOCTBA U CUCTEMBI aBTOMATU3ALMH
aBTOMATH3AlNH JIOKyMEHTO00O0pOTa: Ha3HAYEHHE. CTPYKTYpa, GYHKIUHU, CPephbl UCIIOJIb30BAHNUS. 2
JOKYMEHTO000poTa CpaBHUTENIbHAS XapAKTEPUCTHKA. OK 01, OK 02,
Crnpasouno-nipaBoBble cuctemsl (CIIC). [locTouncTBa, OrpaHUYeHus, COBPEMEHHBIE OK 03,
TEHJICHIIUU B Pa3BUTUH, COBMeCTHOE ucnoib3zoBanue CIIC nns moucka u xpaneHust 2 OK 04, OK 05,
nHpopMalnu. OK 09,
00630p u cpaBuuTenpHas xapakrepuctika CIIC. OcHoBHbIE (pyHKIMN U TpaBUiia pabOTHI. IIK 4.1
[Touckossie Bo3moxkHocTH. [Ipunnunet Beroopa CIIC. OteuectBennslit peinok CIIC. 5
Haznauenwue, cocraB u ctpykrypa CIIC «KoHcynbTaHT 1uiroc». OCHOBBI paboTHI C
nokymeHTaMu B CIIC «KoncynbranT [1mrocy.
B TOoM Ymc/ie MPaKTHYECKUX 3aHATHI H MPAKTHYECKHX padoT 18
Opranu3zanus Noucka HOpMaTUBHBIX JOKYMEHTOB 10 pekBu3nuTaM nokymeHnrta B CIIC 4

«KoncynbranT [lmtocy. Opranuzanust HOJIHOTEKCTOBOTO MTOUCKA.
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Opranuzariys IoucKa 1mo HeCKOJIbKUM HHpopmaroHHbM 6a3am. Pabota B CIIC
«apanty, UTIC «Kogeke» u 1pyrux.

1. Pa6ota co cnmckom B CIIC «Koncymnbrant [Lmrocy».

PaboTa co CiiCKOM U TEKCTOM HalJIEHHBIX JOKYMEHTOB.

Pabora ¢ popmamu. Konuposanue nnpopmanmu B TEKCTOBBIN penaktop. CoxpaHeHue
HaWJICHHBIX JTOKYMEHTOB.

2. OdopmiieHHE pe3rOMe C IOMOIIHI0 MacTepa pe3roMe.

3HAKOMCTBO ¢ HOBBIMU pa3zpaboTkamu B obnactu ACJ] yepe3 MuTepHer.

Konrponbnas pabora

NINN D (RPN

B Tom unciie camocTosiTeqbHAs pad0Ta 00y4ar0IHUXCs

Tema 2.2.

Cucrema
3J1eKTPOHHOI0
AOKYMEHT0000poTa

Conep:xanue

34/24

Knaccuduxarus cucrem 31eKTpoHHOTO AokymMeHToo0opoTta (CO/I). 3anaun, hyHKIMM
COJ1 Ha npeAnpUsSTHH.

CpaBHuTtenpHast xapakTepuctuka coBpeMeHHbx COJ1 B Poccun. ITpobiemsr
B3aUMOJICHICTBHSI OPTaHU3ALMN, YIPEKICHUN, TPEANIPUATHH, UCIIOIb3YIOINX Pa3HbIC
Co/.

PaSHOBI/IZ[HOCTI/I BHGKTPOHHI)IX I[OKyMCHTOB n Ux pOJ'II) B COBpCMGHHOM
obmiecte. [IpobremMbl COXpaHHOCTH JOKYMEHTOB, co3iaBaeMbix B CO/I.
Oo6ecrieuenne 6e3omacaoctu CHJI.

ITporpamma «1C: JIokyMeHTO0O0pOT»: BO3MOKHOCTH, HHTEp(EHC, OCHOBBI pabOTBHI.

B ToMm uucae MPAKTUYICCKUX 3aHSATHH U MPAKTUYICCKUX paﬁoT

Pabora B «1C: JlokymMeHTOO00OPOT»

OcHOBHBIE pa3/elbl TaHeIH HaBuTanuu. BBoa nHGpopManu 00 opraHu3aiui.
Perucrpanus nosp3oBarenei.

Paboumnii cros, Mmou 3a1aun.

JlokyMeHTBI U daiinbl, oToOpaXkeHne CTpyKTypbl. PegaktupoBanue ¢aiiaos.

3agaun «Ilopyuenuey, «KOHTpOIb TOpYyUECHUS».

33.2[2[‘11/1 ((I/ICHOJIHGHI/IC)), «KOHTpOJ'Ha HUCIIOJTHCHU S .

3amaun «O3HaKoMiIeHHE)», «COoraacoBaHue.

3agaun «PaccMoTpeHne», «Y TBEPKICHHUE.

[Tpuem u nepBuvHas 06pabOTKa BXOIAIINX JOKYMEHTOB. Peructparnus BXOIsSImx
JIOKYMEHTOB.

Pabora ¢ ucxomsimuMu JOKyMEHTaMH.

B DA PR RERPRERINDN DN

OK 01, OK 02,
OK 03,
OK 04, OK 05,
OK 09,
IIK 4.1
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Pabora ¢ BHyTpeHHUMH JOKYMEHTaMHU.

ABTOMaTI/I3aL[I/IH pa6OTLI C OTACIIbHBIMU BUJAMU NOKYMCHTOB.

DopMupOBaHUE OTYETOB.

HpOMe?KyTO‘lHaH aTrecranus B (])opMe IK3aMCHa

Koncyabranumu

B Tom unciie camocrosiTeqbHAs padoTa 00y4arIMXCs

AN P>

Y4yeOHasi npaKkTUKA

Buabl pador:

N3yuenne mpuHIUIIOB CO3/IaHUsI CUCTEM VIIPABJICHHS JOKYMEHTOOOOPOTOM.

3HAKOMCTBO ¢ OCHOBHBEIMU nojcuctemMamu COJI.

H3yuenne 0CHOBHBIX IIPOOJIEM BHEAPEHUS I11aT(HOPMBI aBTOMATU3AlMH JJOKYMEHTOO00DOTA.

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

Hcnonp30BaHue OPIrTEXHUKU U IIPOIPAMMHOT0 00€CIIEYEHUS B 3aBUCUMOCTH OT Trra APM.
OcvIlecTBIEHHE TOKYMEHTOOO0ODOTA B JTOKAJIBLHOM CETH, COBMECTHOE UCIOIb30BAHUE CETEBLIX YCTPOICTB.
Opranuzanus noucka HOpMaTUBHBIX IOKYMEHTOB 10 pekBu3uTam nokyMeHTa B CIIC «KoncynbranT-ITmtocy.
Opranu3zaiys MoJIHOTEKCTOBOTO ITOKUCKA.

CoxpaHeHHe ¥ BOCCTAHOBJIEHHE JaHHBIX. BBITpy3Ka JaHHBIX B ApYrue KOHGUTYpAIIUH.

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.

[IpoBeneHune ananmusza CTPYKTYPBI JOKYMEHTOOOOPOTA B OpPTraHU3aIUH.

BBenenne noAroToBIeHHON HOMEHKIATYPHI e B mporpammy «1C: JJokyMeHTO000pOT».
dopmuposanue nen B mporpamme «1C:J[okyMeHT0060pOT» (B COOTBETCTBUU C BBEAEHHOMN
HOMEHKJIATYPOH JIeNT TIPEAITPHUSITHS ).

Brenenue nokymentoB B mporpamMmy «1C:JlokymeHTO000pOoTY. OMipeieneHne Mapuipyra J0KyMeHTa U
peain3anus MapupyTa J0KyMEHTA.

dopmupoBaHue 0TYETOB IO JOKyMeHTaM npeanpudtus B «1C:JJokyMeHTo000poT».

Pabota ¢ BXoasmmMu, UCXOIAIUMHI, BHYTPEHHUMH JokyMeHTaMmu B «1C:JlokyMeHTO000pOTY.
ABTOMAaTH3AIMs TOTOBOPHON PaOOTHI.

ABTOMAaTH3aLUs PACTIOPSIIUTEIBHOMN €SI TEIbHOCTH.

ABTOMAaTH3aIMs TPOXOKIACHUS CITYKEOHBIX 3aMMHUCOK.

MoHuTOPUHT PAOOTHI C ATEKTPOHHBIMH IOKYMEHTAMHU.

KoHTpoIb HCTIONHEHNUS AIEKTPOHHBIX IOKYMEHTOB.

144

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

IIpoMe:xxyTOo4yHas aTTecTanus B GopMe JK3aMeHa

Bcero

299




81

3. YCJIOBUSA PEAJIM3ALIUU TPO®ECCUOHAJIBHOI'O MO YJIA

3.1. MaTepuaJbHO-TEXHHYECKOE O0ecreyeHne

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

JlaGoparopuu «uH(GOPMALMOHHBIX U KOMMYHHKAIIMOHHBIX TEXHOJIOTUNY, «KOMIIbIOTEPHOI
00paboTKM TOKyMEHTOB», «Opranuzanuu paboOTBl € JOKYMEHTaMH, CHUCTEM 3JEKTPOHHOTO
JIOKYMEHTO000poTa», «YueOHas KaHIENApUsS», OCHAIIEHHAs B COOTBETCTBHM C MPUIIOKEHUEM 3
AOOII-II.

OcHamieHnbie  06a3bl TPAKTUKH (MAacCTEPCKUE/30HBI 110 BHJAaM paboOT), OCHAIEHHBIC B
cootBeTcTBUU ¢ npuiioxkenuem 3 AOOII-I1.

3.2. Y4eOHO-MeTOAMYECKOE O0ecnedeH e

3.2.1. OcHOBHBbIE NeYaTHbIE U/WJIN 3JIEKTPOHHbIE U3IAHUSA

1. Aoynamze [I. I'. JlokymeHTarmonnoe odecreueHre yrpaBieHus IEPCOHAIOM: YICOHUK U
MPAKTUKYM [Tl cpeiHero npodeccuoHanbHoro oopasosanust / 1. I'. AGynanze, U. b. Bempsokkuna,
B. M. MacnoBa. — 2-e u3., nepepad. u gorm. — Mocksa: M3marensctBo KOpaiit, 2022. — 370 ¢. —
(ITpodeccuonanbuoe obpazoBanue). — ISBN 978-5-534-15076-6. — Tekct: anexktponHsiit / IbC
FOpaiir [caiit]. — URL: https://urait.ru/bcode/487121.

2. AnryxoBa, H.®. Cucrtembl 3J1€KTPOHHOrO JIOKYMEHTOOOOpoTa: ydeOHoe mocobue /
AntyxoBa H.®., [I3t06enko A.JI., Jlocera B.B., Heunkos l0.b. — Mocksa: KnoPyc, 2022. — 201 c.
— ISBN 978-5-406-02705-9. — URL.: https://book.ru/book/936560. — TekcT: 31eKTPOHHBIIA.

3. Kopnees, U. K. JlokymMeHTanimoHHOE 00ECTICYCHNE YIIPABICHUS: YUCOHUK U TPAKTUKYM
TSt cpenHero npodeccuonanbHoro oopasosanus / M. K. Kopuees, A. B. [Tmenko, B. A. Mamypiies.
— 2-¢ wm3a., mepepab. m gom. — MockBa: MsmarensctBo [Opaiit, 2022. — 384 c. —
(ITpodeccronansuoe obpazoBanne). — ISBN 978-5-534-05022-6. — Texct: anextponHslii // DBC
FOpaiir [caiit]. — URL.: https://urait.ru/bcode/472550.

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

3.2.2. JlonoJIHUTEIbHbI€ HCTOYHUKH

1. AmnapeeBa B.U. [lenonmpou3BOACTBO: OpraHM3alMs U BelEHHUE: yU4eOHO-TIPAKTUUYECKOe
nocooue / Auapeea B.MI. — Mocksa: KuoPyc, 2020. — 294 ¢. — ISBN 978-5-406-00580-4. —
URL: https://book.ru/book/934225. — TekcT : 21eKTPOHHBIA.

2. Amzopoga C.I1. Opraamu3anus Tpyia rocyIapCTBEHHBIX ¥ MYHUITUTIAIBHBIX CITY)KAIIUX :
yuebHoe nocobue / C.I1. AnzopoBa, C.I'. denopuykoBa. — Mocksa : UHOPA-M, 2022. — 160 c.
— (Beicmee obpazoBanme: bakanaBpuart). - ISBN 978-5-16-016369-7. - TekcT : 31€KTPOHHBIA. -
URL.: https://znanium.com/catalog/product/1151473. — Pexxum 10CTyMa: 1O MOAMUCKE.

3. bynmar P.E. JlokymMeHTalmoHHOE OOECIICUeHUE YIPABICHUS IIEPCOHATIOM: Yy4eOHOe
nocob6ue / P. E. bynat. — MockBa: UH®OPA-M, 2019. — 234 c. + Jlon. matepuais! [[ DIeKTPOHHBIN

pecypc]]. — (Bricmiee oOpa3oBanme: bakamaspumar). - ISBN 978-5-16-010318-1. - Tekcr:
anekTponnbii. - URL: https://znanium.com/catalog/product/1007087. — Pexum mocTtyma: o
HOIIHCKE.

4. Tyryea T.A. KoHduneHnuambHoe IeIONPOU3BOACTBO: 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: snextponHsbii. - URL:
https://znanium.com/catalog/product/1191331. — Pesxum gocTyma: mo moImucKe.

5. T'ycapoa M.H. OpranuzalluoHHO-MH(QOPMAIMOHHOE M  JOKYMEHTAIlMOHHOE
obecrieueHne AeITEIHPHOCTH PYKOBOAUTENS: yueOHO-MeToanueckoe mocooue / M. H. I'ycaposa, C.
B. Topkym. — Mocksa: PTY MUPDA, 2022. — 106 c¢. — Tekct : snekTpoHHBbIA // JlaHb :
SIIEKTPOHHO-OnOMmoreuynas cucrema. — URL: https://e.lanbook.com/book/176556. — Pexum
JIOCTYTIA: JIIsl aBTOPU3. TIOJIb30BATENEH.

6. JlemompownsBojctBo: yueOnuk / T.A. beikosa, JI.M. Bsuoa, FO.M. Kykapuna, JI.B.
Cankuna; nox o6mt. pen. pou. T.A. beikoBoil. — 4-e u3., nepepad. u gon. — Mocksa : UHOPA-M,


https://urait.ru/bcode/487121
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2022. — 393 c¢. + Jlom. wmarepuansl [[OnektponHbli pecypc]]. — (Bwicmiee oOpa3oBanue:
bakanaspuat). — DOI 10.12737/1014190. - ISBN 978-5-16-014992-9. - TekcT: 3JIEKTPOHHBIN. -
URL.: https://znanium.com/catalog/product/1014190. — Pexxum g0oCTyIa: 1Mo MOAMUCKE.

7. Hoponuna JI.A. JlokyMeHTalIMOHHOE OOECTICYCHUE YIIPABICHH: YICOHUK U MPAKTUKYM
JU1s cpeaHero npodeccuoHanbHoro oopazosanus / JILA. Jloponuna, B. C. UputnkoBa. — Mockaa:
WznatenbctBo FOpaiit, 2022. — 233 ¢. — (IIpodeccuonanbroe oopazoBanue). — ISBN 978-5-534-
05783-6. — Texkcrt: anexrponnsiii / DBC IOpaiir [caiit]. — URL.: https://urait.ru/bcode/473802.

8. Koudunennuanpaoe JIEIOTTPOU3BOJICTBO u 3aIUIICHHBII AIIEKTPOHHBIN
nokymeHToo0opot: yueonuk / H.H. Kynses, A.C. émymkun, T.B. Konapamona, A.I'. ®adpu4HOB;
nox obmr. pea. H.H. Kynsesa. - 2-e uz., nepepad. u nom. - Mocksa : Jloroc, 2020. - 500 c. - (HoBas
yHUBepcuTeTckas Ooubnuoreka). - ISBN 978-5-98704-711-8. - Tekct : snexrponnsid. - URL:
https://znanium.com/catalog/product/1212394. — Pexxum ocTyma: mo moJImucKe.

9. KopueeB U.K. Texuuueckue cpencrBa ynpasienus: yueonuk / M.K. 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 10CTyma: 1O MOAMHUCKE.

10. Ky3uenoB M.H. JlokymeHnTanmonHoe obecriedeHue ympasieHus. JJoOkyMeHTOOOOpOT U
JIEJIONIPOU3BOJICTBO: YUCOHHUK M IMTPAKTUKYM JUISl CpeTHero podeccuonansHoro oopazosanus / M. H.
KysnenoB. — 3-e usn., nepepab. u non. — Mocksa: M3garensctBo FOpaiit, 2022. — 462 ¢. —
(ITpodeccronansuoe odpazobanue). — ISBN 978-5-534-04604-5. — Texcr : anekrponnsiii / DbC
FOpaiir [caiit]. — URL.: https://urait.ru/bcode/470020.

11. Kysnenos 1.H. JlokymMeHTarmmoHHOE 0OECIIeYeHUE YIIPABICHUS IEPCOHATIOM: YICOHUK H
MPaKTUKYyM Al cpenHero mpodeccronanbHoro obpazosanus / WM. H. KysnenoB. — Mocksa:
UznatensctBo FOpaiit, 2019. — 521 ¢. — (IIpodeccuonanbuoe obpazopanue). — ISBN 978-5-534-
04451-5. — Texcrt : anexkrponnsiii // DBC KOpaiir [caiit]. — URL: https://urait.ru/bcode/444432.

12. Opranuzanus cekpetapckoro oocnyxuanun: DYMK / B. B. 'anaxos, O. b. Hazapenko,
[Onexrponnoe yueOHoe w3manme]. — (Cpemnee mnpodeccuoHanbHOe oOpazoBaHue - TeKcCT:
snektponubii. - URL: https://www.academia-moscow.ru/catalogue/5411/347093/  Aptukyn
u3nanus: 601817641

13. ITaBnoBckas O.FO. IlpaBoBoe obecrmeueHue KaapOBOTO IEIOMPOU3BOJCTBA: ydeOHOE
nocobue st By30B / O.1O. INaBnoBckas. — Mocksa : UznatensctBo FOpaiit, 2022. — 213 ¢. —
(Boiciee oOpazoBanue). — ISBN 978-5-534-11565-9. — Tekct: anextponHssiit / DBC FOpaiit
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUSA

IMPOPECCHOHAJIBHOI'O MOJAYJIA

Kon IIK, OK Kpurepun oueHKHu pe3yiabrara ®opMbI KOHTPOJIA U
(moka3arTe/jii 0CBOEHHOCTH KOMIIETEHI[Mi) METOAbI OLIEHKH
[IK 4.1 Hcnonp3oBaHne  aBTOMAaTU3MPOBAHHBIX  CUCTEM | AHAJIM3 U OLICHKA
yuera, perucTpaiiu, KOHTpois U HHGOPMALMOHHO- | pelIeHUI MPoOIeMHBIX
CHPAaBOYHBIX CHUCTEM IpH paboTe C TOKYMEHTAMHU | CUTYAIHi, Ipu
OpraHu3aluu. BBIITOJIHCHUH
[IpumeHeHne  COBPEMEHHBIX  WH(POPMAIMOHHO- | MPAKTUYECKHUX PadoT.
KOMMYHHKAIIMOHHBIX TeXHOJIIOTUH ans pabotel ¢ | TectupoBanue.
JIOKYMEHTaMH, B TOM 4ucie s ee ontuMu3auuu u | 3a4€tsl mo MK,
NOBBILICHUS 3P PEKTUBHOCTU aTTecTalus 1o
MPOU3BOJACTBEHHOMN
MIPaKTHKE,
sk3amed 1o [IM 04
OK 01 Br16op criocoba perienus 3aaa4d
po(hecCuOHANIBHON e TENIbHOCTH IPUMEHUTEIBHO
K pa3JINYHbIM KOHTEKCTaM
OK 02 Hcnonp30BaHne COBPEMEHHBIX CPEJICTBA IOUCKA,
aHaJM3a U UHTEpIpeTanuu nHGopMaLuu, 1
. KoHTponib  BbINOIHEHUS
UCTIOJIb30BaHUE HH()OPMAIIMOHHBIX TEXHOJIOTHH ISt .
. MIPAKTUYECKUX 3aaHUM.
BBITMIOJTHEHUS 33/1a4 PO eCCHOHATbHON . .
VYCTHBII WM TECTOBBIN
JIESITEJIbHOCTH.
KOHTpPOJIb TEOPETHYECKHUX
OK 03 [TnanupoBanue U peanuzaius cOOCTBEHHOTO 3Ha§§ﬁ p
po(hecCHOHATBHOTO U IMYHOCTHOI'O Pa3BUTHS, '
AHanu3 51 OLICHKA
MpEANPUHUMATENIBCKYIO AESITENbHOCTD B .
o . | pemieHni  MPOOIEMHBIX
npodeccuoHanbHOM chepe, UCIoIb30BaHNE 3HAHUN CHTVALLI
10 IPaBOBOW U (PMHAHCOBOI rPaMOTHOCTH B YA
ITpoBepouHble paboOTHI 1O
Pa3IMYHbIX KU3HEHHBIX CUTYaIUsX. -
- KaXKI01 TeMe.
OK 04 B3aumoneiictBue u paboTa B KOJIJIEKTUBE U
Arrtectanus no
KOMaHie .
= = IIPOU3BOJICTBEHHOU
OK 05 Ocy1iecTBieHNEe YCTHON U MMCbMEHHOMN IpaKTHKE
KOMMYHHMKAIUU HAa FOCY1apCTBEHHOM SI3bIKE '
Poccutickoit denepanuu ¢ y4eToM 0COOCHHOCTEM
COLIMAIILHOTO U KYJIbTYPHOTO KOHTEKCTA.
OK 09 Hcnonp3oBanne npodhecCHOHaIbHONU JOKYMEHTAIU!

Ha roCcyJapCTBCHHOM U MHOCTPAHHOM S3BbIKaX
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MMPUJIO)KEHMUE 1.1.1
Kk AOOII-II no cneunanbHOCTH
46.02.01 JoxymeHTAMOHHOE o0eclieYeHre YIIPABJeHUs U apXHUBOBeIeHUe

MMACIIOPT AJAITUPOBAHHOM PABOYEN ITPOI'PAMMBI IPAKTUKH (YUEBHOI

U ITPON3BOJCTBEHHOM)
Huaekc IIM Bua npaktuku Tun (3ram) | Cemectp | O0bem
YII/IIII| (uHaekc, HAMMEHOBAHME) (yueOnasi/ NMPAKTHKHA B
NPOU3BO/ICTBEHHA (mpu yacax
s HaJTUYIHH)
VII.O1 | [IM 01 OcymecTBienue VYyeOHas npakTuka - 1-3 108
OpraHU3aIMOHHOTO U
JIOKYMEHTAIlMOHHOT'O
o0ecrnieueHus JesTeIbHOCTH
OpraHu3aIu
VII.02 | [IM 02 Opranu3zanus VYyeOHas mpakTUKa - 3-4 72
apXUBHOI paboTHI 1O
JIOKyYMEHTaM OpraHu3aIui
pa3iauuHbIX HopM
COOCTBEHHOCTHU
VIL.O3 | IIM 03 OcBoenue YueOHast mpaKTHKa - 5-6 72
npodeccuun
JlenonpousBoaurens
VII.04 | [IM 04 OcBoenue VYyeOHas mpakTHKa - 5-6 72
npodeccun ApxuBapuyc
Bcero YII X X 324
[II1.01 | [IM 01 OcymecTBnenue [TpousBoacTBEHHAS - 3-4 144
OpPTaHHU3AI[IOHHOTO U MPaKTHKA
JOKYMEHTAI[HOHHOTO
o0ecrieueHus AeITeNbHOCTH
OpraHu3aIu
[II1.02 | [IM 02 Opranuszanus ITponsBoacTBeHHas - 3-4 144
aApXUBHOU pabOTHI 11O MIPAKTHKA
JIOKyMEHTaM OpTaHU3aIHi
pa3nu4HbIX (hopm
COOCTBEHHOCTH
[IM.03 | IIM 03 OcBoenue [TpousBoacTBEHHAS - 5-6 144
npodeccuu ApxuBapuyc MPaKTHKA
I111.04 | [IM 04 OcBoenue ITponsBoacTBeHHas - 5-6 144
npodeccun MpPaKTHKA
JenonponsBoaureib
Bcero IIIT X X 576
HToro npaktuku X X 1476
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MNPUJIOKEHHUE 1.1.1.1
Kk AOOII-II no cneunanbHOCTH
46.02.01 JoxymeHTAMOHHOE o0eclieYeHre YIIPABJeHUs U apXHUBOBeIeHUe

AJTAITUPOBAHHASI PABOYAS IPOTPAMMA YUEBHOM ITPAKTUKH

VIL.OI TIM.01 OcymecTBieHrue OpraHU3alMOHHOTO U JIOKYMEHTAllMOHHOTO OOeCcTeueHUs
JIEeATETbHOCTH OpraHUu3aluu

VII1.02 TIM.02 Opranuzanusi apXxuBHOW pabOThI MO JTOKYMEHTaM OpraHU3alUi Pa3IHMYHBIX
¢$hopM cCOOCTBEHHOCTH

VYII1.03 TIM.03 OcBoenue npodeccun ApXxuBapuyc

VI1.04 IIM.04 OcBoenue npodeccun [lenonpon3BoauTens
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1. OBIIASI XAPAKTEPUCTUKA AJIAIITUPOBAHHON PABOYEW ITPOI'PAMMBI
YUYEBHOM MIPAKTUKH

1.1. Hear u ™MecTo0 Y4eOHOH MNPAKTUKH B CTPYKTYpe aJanTHPOBAHHOH OCHOBHOM
o0pa3oBaTe/ibHOI NPOrPaMMBI:

AnantupoBaHHas pabouasi mporpamMma yuyeOHOW MPaKTUKU SBISETCS YacThbIO MPOTpamMMbl
MOJArOTOBKU CIIEHUANINUCTOB cpefaHero 3BeHa B cooTBercTBUU ¢ PI'OC CIIO yTBep)KIeHHBIM
npuka3zom Munucrepctsa npocsemierus PO ot 26.08.2022 Ne 778 «O0 yrBepxkaeHnu dhenepaibHOTo
rOCyJapCTBEHHOTO 00pa30BaTENILHOTO CTaHAAPTA CPEIHEro MpogecCHOHATHLHOIO 00pa3oBaHus IO
crenuanbHocTH 46.02.01 JlokymeHTaIlmoHHOE oOecIieueHre YIpaBICHUS M apXHUBOBEICHHE» H
peanu3yercsi B MPO(PECCHOHATIBHOM IMKJIE TOCIE MPOXOXKICHUS MEXIAUCIUIUIMHAPHBIX KYpPCOB
(MJIK) B pamkax npodeccruoHaIbHbIX MOIYJICH B COOTBETCTBUU C yueOHBIM m1anoM (1. 5.1. AOOII-

I1):

VI1.01 OcymiectBienue
OpPraHU3aIOHHOTO H
JOKYMEHTAI[HOHHOT'O
obecrneueHUs NeATEILHOCTH
OpraHu3aliu

[IM.01 OcymectBienue
OpPTaHU3AIMOHHOTO U
JIOKYMEHTAITMOHHOTO
obecreucHus
JIEATENHLHOCTH
OpraHu3aIuu

MJIK.01.01 JlokymeHTalnoHHOE
oOecrieueHue yrnpaBiaeHUs
MJIK.01.02 Opranuzarus paboTsI
C 2JIEKTPOHHBIMU JIOKYMCHTAMH
MJIK.01.03 Opranuzarmus
CEKPETApCKOTO OOCITYKUBAHUS
MJIK.01.04 JlokymeHTalnOHHOE
o0ecreyeHne KaJIJpoBOM CI1yKOBbI

VI1.02 Opranu3zanust
apXWBHOH paboTHI 11O
JOKYMEHTaM OpraHu3aluii
pa3nmuyHbIX HopMm
COOCTBEHHOCTH

IIM.02 Opranuzanus
apXUBHOI pabOTHI 110
JIOKyMEHTaM
OpraHu3alui pa3IMIHbIX
($hopM COOCTBEHHOCTH

MJIK.02.01 Opranu3zarus u
HOPMAaTUBHO-TIPABOBBIC OCHOBBI
apXUBHOTO Jiejia

MJIK.02.02 T'ocynapcTBeHHBIE,
MYHUIUTIAILHBIC ADXHUBBI H aPXUBBI
Opra"u3aiun

MJIK.02.03 Meroauka u rmpakTUKa
aApXUBOBEICHHUS

MJIK.02.04 Ob6ecnieuenue
COXPAHHOCTH JIOKYMCHTOB

VI1.03 OcBoenue npodeccun
ApxuBapuyc

IIM.03 OcBoenue no
npodeccun ApxuBapuyc

MJIK.03.01 Xpanenwue,
KOMIUIEKTOBAaHUE, YUET U
UCIIOJIb30BaHUE e (IOKYMEHTOB)
apxuBa

VI1.04 OcBoenue npodeccun
Jlenonpon3BoauTesnb

ITM.04 OcBoenue
npodeccun
Jlenonpon3BoIuTEIb

MJIK.04.01 JIokymMeHTaIUOHHOE
o0ecrieueHne IesITEILHOCTH
OpraHu3aIiu
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VYuyebnas mpakThka HampaBieHa Ha pa3Butue obmmx (OK) um mpodeccrnoHambHBIX
kommereHmuii (I1K):

Kox OK / IIK Haumenosanune OK / IIK

OK.01 Pacnio3naBath 3amauy u/uid  mpobieMy B IpodecCHOHAIbHOM — W/WIn
COIIMAJIbHOM KOHTEKCTE aHAJIM3UPOBaTh 33aa4y u/uiu npo0ieMy U BBIICISATh €€
COCTaBHBIE YaCTH OIPEIEIIATh ATAIbl PEHICHUS 3a/1a4H BBIABIATH U 3PPEKTUBHO
UcKaTh MH(OPMALIUIO, HEOOXOAMMYIO JUISl PELICHUs 3a7adu W/uiu mpoOsieMbl
COCTaBIISITh IJIAH JICUCTBUSA OIpeNesTh HEOOXOJUMbIE PECYpChbl BIAICTh
aKTyaJbHBIMH METOJaMu palboThl B MpOo(eCcCHOHATBHOW M CMEXHBIX cpepax
pealn30BbIBATh COCTABJICHHBIN IUIaH OLIGHWBATH PE3yJIbTaT U MOCIEACTBUS
CBOMX JCUCTBHH (CAaMOCTOSITEIIHO WJIM C TOMOIIBbIO HACTABHHUKA)

OK.02 Onpenenarh 3amaud I TOMCKAa WHGOPMAIMU OINPEACIiATh HEOOXOIUMBbIC
UCTOYHUKMA WH(POpPMAIUHN IUIAHUPOBATH MPOIECC TOHUCKA CTPYKTYPHUPOBATH
noiydyaeMyr0 HMH(GOPMAIMIO BBIICIATH HauOoOJee 3HAYMMOE B TIEpeyHe
uH(pOpMaNMK OIEHUBATH MPAKTUYECKYIO 3HAYUMOCTh PE3yJbTAaTOB IOHMCKA
opopMIISITh PE3ybTaThl IOUCKA, MPUMEHITh CpPeACTBa HH(OPMALUOHHBIX
TEXHOJIOTUH IS pemieHuss TpoPEeCCHOHATBHBIX  3a/lad  UCIOJIb30BaTh
COBPEMEHHOE MPOrPaMMHOE 00CCIICUCHHE HCIIOIB30BaTh Pa3IMUHbIC ITU(POBBIC
Cpe/ICTBa JIJIsl PEIICHHs TPO(EeCCHOHANIBHBIX 3aa4

OK.04 OpranuzoBbiBaTh pabOTy KOJIJIEKTMBA M KOMaHJIbl B3aUMOJEHCTBOBATH C
KOJUIETaMH, PYKOBOACTBOM, KIHUEHTaMH B Xojae MpodeccrnoHaIbHON
NIeITEIbHOCTH

OK.05 ['paMOTHO W3maratb CBOM MBICIM M OQOPMIIATH  JTOKYMEHTBI  TI0

npodeccHOHaNbHOM TEeMaTWKe Ha TOCYAAPCTBEHHOM  SI3bIKE, NPOSBIATH
TOJIEPAHTHOCTh B pabouyeM KOJIJIEKTUBE

OK.09 [ToHnmaTh OOLIMI CMBICI YETKO IPOM3HECEHHBIX BBICKA3bIBAHUI HA U3BECTHBIE
Tembl (IpodeccHOHaNbHBIE W OBITOBBIC), MOHMMAaTh TEKCTHI Ha Oa30BbIC
npodeccuoHaIbHbIE TEMbl Y4acTBOBaTh B JUANOrax Ha 3HAKOMBIE OOIIME U
npodeccuoHanbHble TEMbI CTPOUTH MPOCTHIE BhICKa3bIBaHUS O cede U O CBOEH
npoeCCUOHATIBHON JEATENbHOCTH KPAaTKO OOOCHOBBIBaTH U OOBSACHSATH CBOU
neiicTBrs (TEKYIIUE U IUIAHUPYEMbIe) TIHCATh MPOCTHIC CBS3HBIC COOOIICHUS Ha
3HAKOMbIE MJIM HHTEpECYIole Mpo(hecCHOHAIbHbIE TEMBI

IIK 1.1 HaBpIkn:

MoJyuyeHus: HeoOXoauMmol uHGOpMAalUKM W TepeJadyd CaHKIHOHHUPOBAHHOU
uHpopmanui  C  HWCHONB30BAaHHEM  CPEACTB  WH(MOPMAIMOHHBIX U
KOMMYHUKAI[MOHHBIX TEXHOJIOTUI

YMeHus:

HCIIOJIb30BATh CPEJCTBA MHPOPMAITMOHHBIX M KOMMYHUKAIIMOHHBIX TEXHOJIOTUI
TSl TIOJTYYEHUSI M Tepeiaul HHGOpMaIIHH,

BECTH U HCIIOJIH30BaTh B paboTe 0a3y KOHTAKTOB OpraHU3allny,;

BECTH YYETHBIE PETUCTPAIlMOHHBICE  (OPMBI, HCHOIB30BaTh WX  JJIA
UH(OPMAIIMOHHON PaOOTHI M PaOOTHI IO KOHTPOJIIO UCTIOTHEHHSI TIOPYICHHIA;
yCTaHaBIWBATh W TMOJACPKMBATh KOMMYHHUKAIMA B TMPOIECCE JEIOBOTO
OOIIeHUs] C TOMOIIBIO CPEeNCTB HMH(POPMAIMOHHBIX U KOMMYHHUKAIIMOHHBIX

TEXHOJIOTHIA;
CrIIQXHMBaTh KOH(DIUKTHBIE W  CIOXKHBIE CUTyallUd  MEXIUYHOCTHOTO
B3aNMOJICHCTBHA,

coOr0aTh CITy)KEOHBIN ITHKET;
obecrieunBaTh HHGHOPMAITMOHHYIO 0€30MMACHOCTD JIEATEILHOCTH OPraHU3aIlUH.

IIK 1.2 HaBrbiku:
KOOPJUHAIIMK PAaOOThl MPUEMHONW PYKOBOJMTENS M 30H MpUEMA Pa3TUIHBIX
KaTeropuii moceTuTeael opraHu3alnm
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Ymenus:

BCTPEYATh MOCETUTENEH, MoydyaTh NEPBUUYHYI0 HWH(POPMALMIO O MOCETUTENX,
YCTaHABJIMBATh MOPSAJOK MPUEMA IS PA3IIMYHBIX KATETOPUNA ITOCETUTENEH;
BECTH YYETHBIE pETUCTPAllMOHHBIE (OPMBI 1O TpUEMY TOCETUTENEH U
0(OPMIIATH TPOITYCKA,;

BECTH IIPUEM, IIepeiady U OTIIPABKY JOKYMEHTOB,;

OpPraHU30BBIBATh U OPOHUPOBATH MEPETOBOPHBIE KOMHATHI,

CepBUPOBATH YaiiHble (KO(eiHbIe) CTONbI B oduce;

OpUMEHATh B paboTe cpeicTBa HMHMOPMAILMOHHBIX M KOMMYHMKAllMOHHBIX
TEXHOJIOTHH;

IPUHUMATh MEpbI 110 COXPAHEHUIO KOH(UIEHLIMAIBbHOM HH(pOpMaLMUU B XOA€
IpUEMa NOCETUTEIICH.

K 1.3 Haspiku:
IUTAHUPOBAHUS pab0OYero BpeMeHU PyKOBOIUTEINS U pabodero JHS cekperaps
Ymenust:
BbIOUPATh (HOPMBI IUIAHUPOBAHUSA W OGOPMIIATH IUIAHUPOBINKK (OpraHaisep)
PYKOBOIMTENS U CEKpeTaps;
YCTaHABIUBATH IEJIH, OTPEIEIISITh IPUOPUTETHOCTH U OUEPETHOCTD BHITIOJIHEHUS
pabot u 3¢ PeKTUBHO pacupenesaTe padboyee Bpems;
COTJIACOBBIBATh BCTPEYM MW MEPOIPHUATHS W BHOCHUTh HMH(POPMAIHWIO B
IUTAHUPOBIIKK (OpraHaiisep);
WH()OPMHUPOBATh PYKOBOJIUTENSI O MPUOIMKCHHH BPEMEHU W PETJIaMEHTE
3aMJIaHUPOBAHHBIX BCTPEY U MEPOIIPHUATHIA,
BBIOMpATh ONTUMAIBHBIE CIIOCOOBI BHEITHETO W BHYTPEHHET0 HH(DOPMHUPOBAHUS
0 MJIAHUPYEMbBIX MEPOTIPUSATHUSX;
obecrnieunBaTh HHPOPMAITMOHHYIO 0€30MACHOCTh JACATSILHOCTH OpraHU3aIuy,
NPUMEHSTh B paboTe cpenctBa HH(MOPMAIMOHHBIX U KOMMYHUKAIIMOHHBIX
TEXHOJIOTHIA.

K 1.4 Haspiku:
OpTaHM3aIlMN JIEJIOBBIX TMOE3[J0K PYKOBOAMUTENS M JAPYTUX COTPYIHUKOB
OpraHu3aIu
YMeHus:
COCTaBIATh M OPOPMIIATH JOKYMEHTBI JUIS IEIOBBIX MOE3/I0K;
OCYIIECTBIISATh TPEBEI-TIOIJIEPIKKY JIETTOBBIX MOE3/I0K;
COTJIAaCOBBIBATh C TPUHUMAIONIEH CTOPOHOW TPOTOKON  TIJIAHUPYEMBIX
MEPONpUITHI U (OPMUPOBATH MTPOTrPAMMY JI€TIOBON MOE3AKH;
MCIIOJIb30BATh CPEJCTBA MHPOPMAIIMOHHBIX M KOMMYHUKAIIMOHHBIX TEXHOJIOTHI
JUIsi 00ecrieyeHus B3auMOJICUCTBUSL C PYKOBOJUTEIEM BO BPEMs €ro JIeTTOBOM
MOE3/IKH;
0hOpMITATH OTYETHBIE TOKYMEHTHI O JICTIOBOM TTOE3/IKE.

I[IK' 1.5 Hagpiku:

OpTraHMU3aINy U MOAEpKaHus (YHKIIMOHATIHHOTO pabodero mpoCcTpaHCcTBa
YMeHus:

OpraHU30BBIBATH pabouee MECTO B COOTBETCTBUU

¢ TpeOOBaHMUSIMHU IPTOHOMHKH U KYJIBTYPHI TPY/A;

obecrieunBaTh pabouee MecTo W (YHKIMOHAIbHOE padbodyee MPOCTPAHCTBO
HEOOXOAUMBIMH  CPEJICTBAMH  OpPTraHU3AIMOHHOW TEXHUKH, MEOENbl0 W
KaAHIIEJISIPCKUMU TPUHAIIEKHOCTSIMU;

MOJIJICPKUBATH CPEACTBA OPTaHU3AIMOHHON TEXHUKH B pab0ueM COCTOSIHHH.

IIK 1.6

HaBrbiku:
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OpraHM3aly TOATOTOBKM M TIPOBEACHHUS KOH(MEPEHTHBIX MEPONpPUATHH,
oOecrieueHHss ~ MH(POPMAIIMOHHOTO  B3aUMOJCHCTBUS  PYKOBOIMTENS  C
HOJpa3AeIeHUSIMU U JJOJDKHOCTHBIMH JIMIIAMH OPTaHU3aLUH

YMenust:

OpPraHM30BBIBaTh IIPOLECC MOJATOTOBKM M TPOBEACHHE KOH(PEPEHTHOTO
MEpOIPUSATHS MHIUBHUIYyaJIbHO U B COCTaBe paboyei rPyIIIibl;
JOKYMEHTHPOBATh pa3HbIE 3Tambl MPOLEAYPhl MOATOTOBKH M IPOBEICHHS
KOH(EPEHTHOTO MEPONPHUSATHS,

COOJTIOIaTh STHKET M OCHOBBI MEX/IYHAPOJHOTO ITPOTOKOJIA;

OCYLIECTBIISATH COOp, 00pabOTKY MH(POPMAIIHH, CUCTEMATU3AIHIO TTOJTy4aeMbIX U
nepeiaBacMbIX JJaHHBIX;

OCYILIECTBIISATH MIPOBEPKY TOCTOBEPHOCTH, TIOJHOTHI

Y HEMPOTUBOPEYMBOCTHU JTAHHBIX, HCKITIOYCHUE TyOIUpOBaHUS HH(POPMAIHH;
NPUMEHSTh HHPOPMAIIMOHHO-KOMMYHUKAIIHOHHBIC TEXHOJIOTHH.

K 1.7 Haspiku:
0 OpMIICHHSI OPTaHU3AIIMOHHO-PACTIOPSAUTEIBHBIX IOKYMEHTOB M OPTaHHU3AIHS
paboThl C HUMH, B TOM YHUCJIE C UCTIOJIb30BAaHUEM aBTOMAaTU3UPOBAHHBIX CUCTEM
Ymenus:
COCTaBIISITh MIPOEKTHI OpTraHU3aI[MOHHBIX, paciopsAUTEIbHBIX u
WH(OPMAIIMOHHO-CIIPABOYHBIX  TOKYMEHTOB, B TOM YHCJI€ JOKYMEHTOB,
coJiepKalnX KOH(UISHIINATBbHYI0 HHPOPMAIIHIO,
ohOpMIISTh OpraHU3aIMOHHO-PACTIOPSIUTEIbHBIC JTOKYMEHTHI (OpPUTHHAIBI U
KOIIHH);
CKaHHUPOBATh, KOMUPOBAaTh W KOHBEPTHPOBATh JIOKYMEHTHI B pa3IHMYHBIC
dbopmarsl;
OCYIIECTBIISATh MPOBEPKY IPOCKTOB JOKYMEHTOB Ha COOTBETCTBHEC IPABUIIAM
JIEJIONPOU3BO/ICTBA,;
MPUHUMATH U TIPOBOJIUTH IEPBUYHYIO 00Pa0OTKY BXOJISIINX TOKYMEHTOB,;
MPOBOANTH TMPEABAPUTEIILHOE PACCMOTPEHUE BXOMSIIUX M BHYTPEHHUX
JIOKyMEHTOB,
PETUCTPUPOBATH BXOSIINE, UCXOASIINE U BHYTPEHHUE TOKYMEHTHI;
KOHTPOJIMPOBATh ~ MAPHIPYTHU3AINMIO JIOKYMCHTOIIOTOKOB B OpTaHH3AIUH
(cormacoBanue, TOAMUCAHUE, YTBEP)KICHHE, PETUCTPAIUs, O3HAKOMIICHHE H
UCIIOJTHCHUE JOKYMEHTOB);
OCYIIECTBIISITH CPOKOBBIM KOHTPOJIb UCTIOTHEHUS JOKYMEHTOB,
OCYIIECTBIISATH TIOJITOTOBKY M OTIPABKY UCXOJSIINX JOKYMEHTOB;
COCTaBIISITh OTYETHI M AHATTUTHYECKHUE CITPABKU
00 MCIIOJTHEHUH JIOKYMEHTOB,;
BECTH MH(POPMAIIMOHHO-CIIPABOUHYIO paboTy
0 IOKyMEHTaM,
OCYIIECTBIISATh paOOTy C OPTaHU3AIMOHHO-PACTIOPSIAUTEIHHBIMU TOKYMEHTAMH B
ABTOMATH3UPOBAHHBIX CHCTEMaX.

K 1.8 Haspiku:

o(opMIIeHHS JOKYMEHTOB IO JUYHOMY COCTaBY U OpraHU3aluy paboThl ¢ HUMH,
B TOM YKCJIE C UCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

YMenus:

o0ecreynBaTh COXPaHHOCTh MEPCOHAIBHBIX TaHHBIX PAOOTHUKOB,
OpPraHU30BBIBATH JOKYMEHTOOOOPOT MO MPEACTABIECHUIO JOKYMEHTOB IIO
[IEPCOHAILY B TOCYAAPCTBEHHBIE OPIaHbl,

OpPraHU30BBIBATH JJOKYMEHTOOOOPOT MO YUETY U JBUKEHHUIO paOOTHUKOB;

BECTH BOMHCKHH y4€T paOOTHHKOB,

BECTH YUET paboyero BpeMeH! paOdOTHHKOB,
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oopMIIATE OPraHM3aIMOHHO-PACHIOPSIUTEIBHBIC JTOKYMEHTHl MO JIMYHOMY
COCTaBy;

BECTU PETHCTPALNIO, YUET, ONEPAaTHBHOE XPAHEHHE JTOKYMEHTOB I10 JTHUYHOMY
COCTaBy;

BECTHU JIOKYMEHTAIINIO, TIOATBEPIKJAIOIIYI0 CBEJICHUS O TPYAOBOM JIESATEIBHOCTH
U TPYZOBOM CTake pPaOOTHUKOB,

(dbopMupoBaTh JIMYHBIE /ies1a pAOOTHUKOB;

0oOpMIIATH JIel1a 0 JINYHOMY COCTaBY JJIS TIepeiadr B apXUB OpraHU3allHy,;
paboTaTh Co CrenHuaNIn3uPOBAHHBIMU HH(POPMAIMOHHBIMUA CUCTEMaMH U 0a3aMu
JTAHHBIX 110 BEJICHUIO yUETA U IBUKECHUIO PAOOTHUKOB.

IIK 1.9 Hagrikn:
OpraHu3aIliy TEeKYIIer0 XpaHEHUs JOKYMEHTOB, 0O0paOOTKH 1en s
ONEPATUBHOTO M APXMBHOTO XpaHEHUs, B TOM YHCII€ C HCHOJIb30BaHUEM
ABTOMAaTHU3UPOBAHHBIX CUCTEM
YMenus:
pa3zpabaThiBaTh HOMEHKJIATYPY /1€ OpraHu3allui,
MPOBEPATh MPABWIBHOCTh O(OpPMIIEHUST [JOKYMEHTOB M OTMETKH 00 UuX
UCIIOJTHEHUH TIepea uX (POPMHUPOBAHUEM B JIETIO IS TTOCIIEYIOIIETO XPaHEHUS;
dbopMupoBaTh JieNla, KOHTPOJUPOBATh IPaBUILHOE UM  CBOEBPEMEHHOE
pacmpeneneHie M TMOJIIMBKY JOKYMEHTOB B Jiela B COOTBETCTBUHM C
HOMEHKJIATypOH Jien;
MIPOBEPSITH CPOKU XPAHEHHS] JIOKYMEHTOB, COCTaBIATH IPOTOKOJ PabOThI
HKCIIEPTHON KOMHUCCHH IO MOATOTOBKE IOKYMEHTOB K IIepe/iaye B apXUB,;
COCTABJISITh AKT O BBIICJICHUU K YHUYTOXEHHUIO JOKYMEHTOB, HE TOJJIEKAIINX
XPaHCHUIO;
COCTaBJISITh aKT 00 YHUUYTOKEHUU JIOKYMEHTOB,
OCYIIECTBIISITh IOJIHOE WJIM YacTUYHOE OQOpMIIEHHE [Ie1 BPEMEHHOTO,
MOCTOSIHHOTO, JIOJITOBPEMEHHOTO CPOKOB XPaHEHUS;
COCTaBISITh  ONUCH JIeN CTPYKTYPHBIX TOJpa3fAeNieHud  IMOCTOSHHOTO,
JTIOJITOBPEMEHHOTO CPOKOB XpaHEHUs JUIsl IepeIaduu Ie7T B apXUB OpraHU3allnu;
MPUMEHSITh WH()OPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJOTHH MPHU padoTe C
JIOKYMEHTaMHU.

[IK 2.1 Haspiku:
y4acTuss B KOMIUICKTOBAHWM apXWBHBIMH JieJlaMH (JOKYMEHTaMH) apXuBa
OpraHu3aIuu
YMeHus:

paboTaTh ¢ Mojapa3AeIeHUIMU/OpraHu3aUsIMI UICTOUHUKAMHU KOMILJIEKTOBAHUS
apXuBa;

IIPUHUMATH apXUBHBIE Jiea (JOKYMEHThI) HAa IOCTOSIHHOE MJIM JI0JITOBPEMEHHOE
XpaHEHHUE;

y4acTBOBAaTh B MPOBEAECHNUN DKCIEPTU3BI LIEHHOCTH Pa3jIMYHbIX TUIIOB U BUIOB
JIOKYMEHTOB B COOTBETCTBHH C BHYTPEHHUMHU periiaMEHTaMH OpraHu3alllu;
IPUMEHATh B paboTe pEeKOMEHAlUU SKCIEPTHO-IIPOBEPOUYHON KOMHMCCUH WIIN
SKCIIEPTHOM KOMUCCHH OpPTraHN3aluu;

NPUMEHSATH EPEYHH C YKa3aHUEM CPOKOB XpaHEHUs /1N (JOKYMEHTOB);
coOroaaTh HOPMATHUBHBIE CPOKU XPaHEHUSI JIeNl (JOKYMEHTOB);

BECTH YUYET HCTOUHHUKOB KOMIUJIEKTOBAHMSI ApXUBa;

UCIIOJIb30BaTh  IEpPEAOBOM  OTEUECTBEHHBIM U 3apyOeXHBIH OMBIT IO
KOMIUJIEKTOBAHUIO ~ apXWBa  JeflaMH  (JIOKyMEHTaMH) TIOCTOSHHOTO U
JIOJITOBPEMEHHOT'O XPaHEHNS,
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HCIIOJIB30BaTh COBPCMCHHBIC ABTOMATHU3UPOBAHHBIC, I/IH(i)OpMaI_II/IOHHI)IG n

TEJIEKOMMYHHUKAIIHOHHBIE TEXHOJIOTUU JTOKYMEHTHUPOBAHHBIX chep
JIeSITEIbHOCTH OpraHU3aLUu.

[IK 2.2 HaBbiku:
BeICHUS y4ETa apXMBHBIX J€J (JOKYMEHTOB), B TOM YHCIIE C UCIOIb30BAHUEM
aBTOMAaTH3UPOBAHHBIX CHCTEM
YMenust:
[OJb30BaTbCs  YYETHBIMM  JOKYMEHTAaMM B PaMKax  3JEKTPOHHBIX
MHPOPMALIMOHHBIX  CHUCTEM JOKYMEHTHUPOBAaHHBIX chep  JesTeNbHOCTH
OpraHu3aluy;
MOJIb30BATbCS  CEPTH(PHUUIMPOBAHHBIMU ~ aBTOMATHU3WPOBAHHBIMH  CHCTEMaMHU
JOKYMEHTHPOBAaHHBIX  chep  AEATeIbHOCTM  OpraHM3alud 1o yuéry,
perucTpanum, KOHTPOIIO e (JOKYMEHTOB);
10JIb30BaThCSA HMH(pOPMAaLIMOHHO-CIIPABOYHBIMU cucTeMaMu
JOKYMEHTHPOBAaHHBIX c(hep AeITEeTbHOCTH OpTraHu3aIiHg;
BECTH CIPAaBOYHO-TIOMCKOBBIE CPEACTBA K apXUBHBIM JI€JIaM (JOKyMEHTaM);
BECTH YU€T CTPaxoBOro (pOHAA apXUBHBIX el (JOKYMEHTOB);
NPUMEHSATh HOPMATHBHBIE TPABOBBIE aKTHI, JIOKAIbHBIE HOPMATHBHBIC AKTHI
OpraHu3alMil U METOAMYECKHE JIOKYMEHTbl B O0JIACTM Y4€Ta apXUBHBIX €I
(1OKyMEHTOB);
BHOCHUTH MPEAJIOKEHHS IO COBEPILIEHCTBOBAHUIO METOMYECKOr0 obecredeHus
yuéTa pa3HbIX BUJIOB IOKYMEHTOB B JIOKYMEHTHPOBAHHBIX c(hepax AeITeTbHOCTH
OpraHu3alum.

K 2.3 HaBbiku:
OCYILIECTBIICHHS XpaHEHHS apXUBHBIX 1] (JOKYMEHTOB) C IIOCTOSTHHBIM CPOKOM
XpaHEeHHUs U 110 IMYHOMY COCTaBY B apXMBE OpraHU3aLUH
YMenust:
CHCTEMaTH3UPOBATh Jeja (JOKYMEHTHI);
pa3Meniath apXuUBHBIE Jiea (JIOKYMEHTHhI) Ha MECTaX XpPaHEHHUs B COOTBETCTBUU
C HOPMATUBHBIMU TPEOOBAaHUSMH B OOJIACTM apXMBHOTO Jiea U YIpaBJICHUS
JIOKyMEHTaMU;
co0JII0/1aTh HOPMATHUBHBIE PEXKUMbI XPAaHEHHs apXUBHBIX /1€ (JIOKyMEHTOB) Ha
JHOOBIX HOCUTEIISIX;
MIPOBOJIUTH TPOBEPKY IOJHOTHI COCTaBa apXWBHBIX JOKYMEHTOB B €IUHUIIAX
XpaHEeHHUS;
MIPOBOJIUTH OTMCAaHUE aPXUBHBIX JIEI (JIOKyMEHTOB);
COCTaBJIATh CIIPABOYHO-ITOMCKOBBIE CPEJICTBA K ADXUBHBIM JIeJIaM (JOKYMEHTaM);
BECTH YY€T W KOHTPOJb BBIJIAYM apXUBHBIX JeT (JIOKyMEHTOB) W3
apXMBOXPAaHWIUINA U UX BO3BPATa;
BECTH YUYET U KOHTPOJIb Nepeiayu J1e1 (JOKYMEHTOB)
B TOCYapCTBEHHBIH/MyHUIIMNIAIILHBIA apXHUB WM HA HHOE BHEIIIHEE XpaHEHHE U
npuéma Jiell ¢ BHEIIHETO XPaHEHUs;
MIPOBOJIUTH MOJUCTHYIO MPOBEPKY (PU3MUECKOTO COCTOSHUSA /1€ (JOKYMEHTOB);
pa3bICKUBaTh HEOOHAPYKEHHBbIE JieNa (JOKYMEHTHI);
3aMIaTh WHGOPMAIMOHHBIE PEecypChl apXuMBa OT HECAHKIMOHHPOBAHHOTO
JIOCTYTIA.

I1IK 2.4 Hagwpiku:

obOecrieueHHsT XPaHEHUs, KOMIUICEKTOBaHHWsS, y4€Ta W HUCIOJB30BaHUS el
(TOKYMEHTOB) BPEMEHHOTO XPAHCHHS

YMeHus:

OpPraHW30BBIBATh W OOECTEUMBATH XpaHEHHE el (JOKYMEHTOB) BPEMEHHOIO
XpaHEHUs! OpTraHU3AINH B TPATUIIMOHHOM H B DJIGKTPOHHOM BHJIE;




93

KOHTPOJIMPOBATh pa3padOTKy CTPYKTYPHBIMU [IOJIPA3/1€TIC€HUSIMH ONUCEH U aKTOB
O BBIJICNICHMM HAa YHHUYTOXKEHHE Jiel (JOKYMEHTOB) BPEMEHHOI'O XpaHEHHs B
TPAaJULIMOHHOM U B 3JIEKTPOHHOM BUJIE;

dbopMHpOBaTh EIMHUIBI XPAaHEHHsS JOKYMEHTOB JUIS HMX MOCJIEIYIOLIETO
pasMelleHMs] B apXUBE OpraHu3allu;

COCTaBJIATH CIIPABOYHO-TIOMCKOBBIE CPEJICTBA K APXUBHBIM JIeJIaM (JJOKYMEHTaM);
OCYILECTBIIATh MOUCK /1€ (JIOKYMEHTOB) BPEMEHHOI'O XPAHEHUsI B IIPOLIECCE UX
XpaHEeHHUs B CTPYKTYPHBIX MOAPA3ACICHUIX U apXUBE OpraHU3alllu;
OCYILECTBIIATh METOJUYECKOE PYKOBOJCTBO OpraHM3alMed XpaHeHHUs el
(10KYMEHTOB)

B CTPYKTYPHBIX MOAPA3IEICHUIX OPraHU3alu1;

OKa3bIBaTh CTPYKTYPHBIM TOJPA3JCICHUSAM IPAKTHUECKYI0 TOMOINb B
OpraHu3aluy XpaHeHUs Jell (JOKYMEHTOB);

pa3pabarbiBaTh CIPABOYHO-MH(DOPMAIIMOHHBIE JOKYMEHTBHI 10 OpraHU3aluu
UCIOJIb30BaHUS /€7 (JOKYMEHTOB) BPEMEHHOIO XPAaHEHHUs B CTPYKTYPHBIX
MOJIPA3/IeICHUSIX U apXHUBE OPTaHU3AIIH;

IPOBOJUTH 3KCIEPTU3Y LIEHHOCTU JeN (JIOKyMEHTOB) BPEMEHHOI'O XpaHEHHS,
NEepeaHHBIX B APXUB;

OIpeNieNATh CPOKU XPAHEHHs JIeJT (JIOKyMEHTOB) BPEMEHHOTO XPaHEHMS;
o0ecreunBaTh 3aIUTY J1e] (JOKYMEHTOB) BPEMEHHOTO XpaHEHHSI B OpTaHU3aluU
OT HECAHKLIMOHUPOBAHHOI'O JIOCTYIA WIM YHUUTOXKECHUS;

MPOBOJIUTH  (PU3MYECKOE YHHUTOXKEHUE JIe71 (JOKYMEHTOB) BPEMEHHOIO
XpaHEHHsT € MCTEKIIUMHM CpPOKAMU XpAHEHMs II0CIEe COIJIaCOBAaHHUS CO
CTPYKTYPHBIMH TIOJIPA3/ICIICHUSIMHI OpTraHU3allNH;

opopMIISITh YYETHBIE JOKYMEHTHl 00 YHHUYTOXKEHHUU Jel (JOKYMEHTOB)
BPEMEHHOTO XpaHEHHsS C HCTEKIIMMH CpPOKaMH XpPaHEHHUS COBMECTHO CO
CTPYKTYPHBIMU OJPA3/IeIEHUSIMI OpraHU3aLuu

IIK 2.5 Hagbiku:
OCYIIECTBIIEHUS MCIOJb30BaHUSI apXUBHBIX JIe] (IOKYMEHTOB), B TOM YHCIE C
WCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM
YMeHus:
CHUCTEMaTHU3UPOBATh U 0000IIATh CBEJIEHUS O COCTaBE U COJICPIKAHUU aPXUBHBIX
nen (I0KyMEHTOB);
MCIIOJIH30BaTh MH(POPMAIIMOHHBIE TEXHOJIOTHUU B 00JIaCTH CO3JaHUs CIIPAaBOYHO-
MOWCKOBBIX CPEICTB apXuWBa W JOKYMEHTHUPOBAHHBIX cdep AesITenbHOCTH
OpraHu3aIuy;
(dbopMUPOBATH OCHOBHBIE U BCTIOMOTATENbHBIE BH/IbI aDXUBHBIX CIIPABOYHUKOB B
AIIEKTPOHHOHU (hopMme;
MOJArOTaBIUBaTh MH(POPMAIIMOHHBIE JOKYMEHTHI MO 3ampocaM MoJb30BaTenei
pa3JIMYHBIX KATETOPH.

K 3.1 Haspiku:
OCYIIECTBIICHUS WCTIOJIb30BaHMUS apXUBHBIX JIe7 (JOKYMEHTOB), B TOM YHCIIE C
MCIOJIb30BAaHUEM aBTOMATU3UPOBAHHBIX CUCTEM.
Ymenust:
pa3Melarb apXvMBHbBIE Jiena (JOKYMEHThI) Ha MECTaX XpaHEHUsI B COOTBETCTBUU
C HOPMATHUBHBIMU TPEOOBaHUSMU B O0OJIACTH APXWUBHOTO JieJia W YIpaBJICHUS
JIOKYMEHTaMHU.

K 3.2 Haspiku:

pa3MeIeHnus] apXWBHBIX Jed (JOKYMEHTOB) B apXWBHBIX XPaHWIUIIAX B
COOTBETCTBUHU C BBIOPAHHON CXEeMOW KJacCH(PUKAIMM U CHCTEMAaTH3aIluu JIel
(1OKYMEHTOB).

Ymenust:




94

MPOBOAMTH MPOBEPKY IMOJHOTHI COCTaBa apXUBHBIX JOKYMEHTOB B €IUHHUIIAX
XpaHEHUsl.

IIK 3.3 Haspiku:

yueTa apXUBHBIX el (JIOKYMEHTOB) IOCTOSIHHOTO M BPEMEHHOTO XPaHEeHHUS.
YMeHnust:

BECTH Yy4Ye€T M KOHTPOJIb BBIJAYM AapXUBHBIX Jeid (JIOKYMEHTOB) U3
apXUBOXpaHWINIIA U UX BO3BpaTa

[IK 3.4 Hagbiku:

COCTaBJICHUSl  CIIPAaBOYHO-NIOMCKOBBIX  CPEACTB K  apXWMBHBIM  JIEJaM
(ToKyMeHTaM), y4YTE€HHbIM B apxXuBe U B JOKYMEHTHPOBaHHBIX cdepax
JeSITEIBHOCTH OpraHu3aluu

YMeHus:

UCTIOJIb30BaTh MH(POPMALIMOHHBIE TEXHOJIOTHH B 00JIACTH CO3AaHUS CIIPABOYHO-
MOMCKOBBIX CpEICTB apXuBa U JOKYMEHTHUPOBAHHBIX cdep AesaTeNbHOCTH
OpraHu3aluu

I[IK 3.5 HaBbiku:

IIPOBEJCHUS IKCIEPTU3bI IEHHOCTH /el (JOKYMEHTOB) BpEMEHHOI'O XpPaHEHUS B
apXHBE OPraHU3aALUU.

YMenus:

OpraHU30BBIBATh W OOECIEeUMBATh XpaHEHHE el (JOKYMEHTOB) BPEMEHHOTO
XpaHEHUs! OpraHu3aliy B TPAJUIMOHHOM U B 3JIEKTPOHHOM BHJI€ 3HAHUS.

[IK 4.1 Hagbiku:

IpUeMa U NEPBUYHON 00pabOTKH BXOAAIIUX JOKYMEHTOB;

00pabOTKU U OTIPABKU UCXOASIIUX TOKYMEHTOB;

KOHTPOJISI UCIIOJIHEHUS JOKYMEHTOB B OpraHU3al1u.

YMeHus:

[I0JIb30BAThCA  ABTOMATU3UPOBAHHBIMU CUCTEMAMM y4Ye€Ta, perucrpaui,
KOHTpOJIsI U WHGOPMAIMOHHO-CIIPABOYHBIMU CHCTeMaMd Tipu paboTe ¢
JIOKyMEHTaMU OpTraHU3allly;

MPUMEHSITh COBPEMEHHbIE MH(POPMAIIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH
JUIst pabOTHI ¢ JOKYMEHTaMM, B TOM YHCJIE /ISl €€ ONTUMHU3AIMU U MTOBBILLIECHUS
3¢ pEeKTUBHOCTH.

Henp  yuyeOHOM  mpakTUKU:  (OPMHUPOBAHUE  MEPBOHAYAJIBHBIX  MPAKTUYECKUX
npodeccHOHATIBHBIX YMEHHUH B pamMkax npodeccuoHanbHbix Moayneit nanHoi AOOII-IT mo Bugam
nesTeNbHOCTH:  «OCyIIeCTBIIEHHE OPTraHM3allMOHHOTO W JIOKYMEHTAlIMOHHOTO 00eCredYeHUs
JeSTeIbHOCTH OpraHu3aluny, «OpraHu3anus apXUBHOW pabOTHI MO JOKYMEHTaM OpraHU3aluii
paznuuHbIX GopM coOCcTBEHHOCTHY, «OcBoeHue npodeccuu ApxuBapuycy, «OcBoeHHe podeccuu
Jlenonpon3BoauTensy.

1.2. Ilnanupyemblie pe3yJbTaThl OCBOEHUSI YUeOHOH MPAKTHKH

B pesynprate npoxokAeHUs ~ Y4eOHOM MpPAaKTUKM 1O  BHJAAM  JEATEIbHOCTH,
npexycmotperHsiM GI'OC CITIO u 3ampocam paboTomaTeneit, 00yJaromuics AOMKEH TOJYYUTh
NPAaKTUYECKUH OTBIT (CPOPMUPOBATH YMEHHUS):

HanmeHnoBanue Buga IIpakTuyeckuii onbIT / yMeHUs!

AeATEeJbHOCTH
OcyiecTBieHue I[IK  1.1. OcymectBisaTe  nOpueM-liepeady  yIpaBICHYECKOU
OpPraHU3allMOHHOTO ¥ | MHPOPMAallMK €  TOMOINBIO  CPEACTB  HMH(DOPMAIMOHHBIX U
JOKYMEHTAIlMOHHOTO KOMMYHHMKAI[UOHHBIX TEXHOJIOTHH.
obecrieyeHus IIK 1.2. KoopaunupoBarb pabOTy NPHUEMHOW pPYKOBOJUTENS, 30H
JeSITeNIbHOCTH IpreMa pa3InyHbIX KaTeropuil moceTuTeneil opranu3alum.
OpraHM3aLu I[IK 1.3. Bmagerp HaBbIKaMM IIJJAHUPOBAaHUS paboOvyero BpEeMEHHU

PYKOBOJIUTENS M CEKpeTapsl.
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[IK 1.4. OcyiecTBasiTh MOATOTOBKY JEIOBBIX MOE30K PYKOBOJIUTEIIS U
JOPYTUX COTPYAHUKOB OPraHU3ALNH.

IIK 1.5. Bragetp cnocobamu opraHu3anuu pabodyero mpocTpaHCTBA
MpUEMHON 1 KaOWHETa PyKOBOIUTEIS.

I[IK 1.6. OcymectBiasaTh padbOTy MO TOATOTOBKE W IMPOBEACHHUIO
KOH(EPEHTHBIX  MEpOIpHUATUH, o0ecmeynBaTb HHPOPMALUOHHOE
B3aMMO/JICHICTBUE PYKOBOJIUTEIS C MOAPA3ACICHUIMU U JOHKHOCTHBIMU
JULAMH OpraHU3aluy.

IIK 1.7. OpopMasTe opraHU3aIIMOHHO-PACTIOPATUTEBHBIC JTOKYMEHTHI
U OpPraHu30BBIBAaTH pabOTy ¢ HUMH, B TOM YHCIE C HMCIIOJb30BAaHHEM
aBTOMATHU3HPOBAHHBIX CHCTEM.

INK 1.8. Odopmnsate IOKyMEHTHl IO JHUYHOMY COCTaBy U
OpraHU30BBIBaTH PabOTy C HUMH, B TOM YHCJIE C HCIOJIb30BAHUEM
aBTOMATHU3UPOBAHHBIX CUCTEM.

I1K 1.9. Opranu3oBbiBaTh TEKYIEE XpaHEHUE TOKYMEHTOB, 00paboTKy
JieJl s ONEpaTMBHOIO M apXHMBHOIO XpaHEHMs, B TOM YHCIE C
WCIIOJIb30BAHUEM aBTOMATHU3HPOBAHHBIX CHCTEM.

Opranuzanus
apXUBHOM pabOTHI IO
JIOKyMEHTaM
opraHu3anun
Pa3IUYHBIX
COOCTBEHHOCTH

dopm

I[IK 2.1. OcyuiecTtBidTh KOMIUIEKTOBaHUE
(moxyMeHTaMU) apXuBa OpraHU3aIHH.

[IK 2.2. Bectu yder apXuBHBIX A€l (JOKYMEHTOB), B TOM YHUCIJIE C
WCIOJIb30BAaHUEM aBTOMATHU3HPOBAHHBIX CHCTEM.

I[IK 2.3. OcymecTBisiTh XpaHEHUE apXUBHBIX J€N (JOKYMEHTOB) C
MOCTOSIHHBIM CPOKOM XpaHEeHHs W 1O JIMYHOMY COCTaBy B apXuBe
OpraHu3alHH.

I[IK 2.4. OcymectBiiTh XpaHEHUE, KOMIUIEKTOBaHUE,
HCII0JIb30BaHUE JIe] (JIOKYMEHTOB) BPEMEHHOT'O XpaHEHMUSI.
[IK 2.5. OcymiecTBasATh UCIIONB30BAHUE APXUBHBIX J1€7 (JOKYMEHTOB), B
TOM YHCJIE C UCNOJIb30BAHUEM aBTOMAaTU3UPOBAHHBIX CHCTEM.

APXUBHBIMM  JICJIaMU

yyer H

OcBoenue
ApxuBapuyc

npodeccun

I[IK 3.1 OGecneunBaTh COXPaHHOCTb JOKYMEHTOB, 3aKOHYEHHBIX
JIeTIOTIPOU3BOACTBOM

[IK.3.2 VYyacTtBoBaTh B pa3pabOTKE HOMEHKJIATYpbl IeJ, MPOBEPSATH
MPAaBUIBHOCTh (popMuUpOBaHMsS U O(GOPMIICHUS Jied MpHU NpuéMe HUX B
apxuB

[1K.3.3 BeImoaHATh paboThl IO CUCTEMATH3AIIMU, PA3MEIIEHUIO U YUETY
pi(Sh)

[IK.3.4 Bectu mnouck wuHbOpMAIMU TO CIPABOYHOMY ammapary
(kapTOoTEKaM) opraHu3alnuu

IIK.3.5 OcymecTBisarh NpuEM, PETUCTpAINio, YUYET TOCTYMAIOIINUX
JOKYMEHTOB, MPOBEPATh NMPABMWIBHOCTh O(GOPMIICHHS JOKYMEHTOB C
yI€TOM TPEIBSBISIEMBIX TPEOOBaHMIA; TOTOBHTH CBOJTHBIC OIUCH JIEI
MIOCTOSIHHOTO Y BPEMEHHOT'O CPOKOB XpaHEHUS

OcBoenne mnpodeccuu
Jlenonpon3BOIUTEINb

IIK 4.1. Opranuzanus pabOThl MO PErHCTPALUH, YYETY, XPaHEHHIO U
nepefadye B COOTBETCTBYIOUIME  CTPYKTYpHBIE — IOApa3AeiICHUS
JJOKYMEHTOB TEKYLIETO JI€JIONPOU3BOICTBA
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1.3. O6ocHOBaHMeE YaCcOB Y4eOHOM NPAKTUKU B paMKax BapuatuBHoii yactu AOOII-II

Kon ITK/ Obnem Oo6ocHoBaHue
YiI JAOTOJHHUTETbHBI IMpakTHyeckunii oNbIT HaumeHoBaHMe TeMbl NPAKTUKHA YBeJIMYeHUs
e (ITK*, IKu) HACOB | onema NPAKTHUKH
VIIL.01 K 1.1 Bianets HaBbIKaMU MOJTYy4YECHUS Tema 4.1. HopmaTuBHO- MpaBoBOE 36 ITo 3ampocy
I[IK 1.2 HE00X0IMMOW UH(POPMALIUK U TIEpeaddl | peryJupOBaHHUE TPYIOBBIX OTHOIICHUI paboronaresns
[IK14 CaHKIITMOHMPOBAHHON MH(POPMAIINH C Tewma 4.2. KoMIiekc JOKyMEHTOB 110
IIK 1.7 HCIIOJIB30BAaHNUEM CPEJCTB YCTaHOBJICHUIO TPYJAOBBIX IPABOOTHOLIEHUHN
[IK 1.8 WH(pOPMAIMOHHBIX U Tema 4.3. KoMIIeKkCc JOKYMEHTOB IO IBUKEHUIO
IIK 1.9 KOMMYHUKAI[MOHHBIX TEXHOJIOTUH, KaJpoB
KOOpAUHAIMU paboThl MPUEMHOI Tema 4.4. KoMIiekc JOKyMEHTOB 110
PYKOBOAMTEIIS U 30H NMPUEMA PA3IUYHBIX | PACTOPKEHUIO TPYIOBBIX MPABOOTHOIICHUIA
KaTeropuil moceTuTesneil opraHu3alui, Tema 4.5. Opranu3zanus paboTbhl C KaAPOBBIMU
OpraHU3aINH JIEITOBBIX MOE3/I0K JTIOKyMEHTaMH
PYKOBOJMTENS U APYTUX COTPYIHUKOB Tema 4.6. ®yHKIIMOHAIbHBIE BO3MOKHOCTH U
OpraHu3aIuy, NepBOHAYANIbHASI HACTPOIMKA MPOTPaAMMBI
o(opMIIeHHS OpTraHU3AIMOHHO- «1C:Kanpei»
pacnopsAIUTENbHBIX IOKYMEHTOB U Tema 4.7. Benenue kaapoBOTo yuera B
OopraHu3aiys padoThl ¢ HUMH, B TOM nporpamme «1C:Kaapsn»
YUCJIE C UCTIOIh30BAHUEM
ABTOMATU3UPOBAHHBIX CUCTEM
VII1.03 IK 3.1 Bnagers HaBbIKaMu OpraHu3aliu Tema 1.1. ABromaTu3anust XpaHeHUs 72 [To 3anpocy
[IK 3.2 TEKYIIEro XpaHeHus! JOKYMEHTOB, AIIEKTPOHHBIX JIOKYMEHTOB paboTtonatens
IIK 3.3 00paboTKH JeI JJIs1 OTIEPATUBHOTO U
I1K 3.4 apXMBHOI'O XpaHEHUs, B TOM YHCIIE C

IIK 3.5
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HCIOJIb30BaHNEM aBTOMATHU3UPOBAHHBIX
cucteM (porpamma «1C:ApxuBy)
0(OpMIICHUS JOKYMEHTOB 110 JIMYHOMY
COCTaBY M OpraHu3anuu paboThl C HUMH,
B TOM YHCJIE C UCITIOJIb30BaHHEM
ABTOMATHU3MPOBAHHBIX CHCTEM
OpraHHu3aIy TeKYIIEro XpaHeHUs
JIOKYMEHTOB, 00paOOTKH Jel st
OTIEpaTUBHOTO U aPXHUBHOTO XPaHEHHUSI, B
TOM YHCJIE C UCIIOJIb30BaHUEM
ABTOMATHU3MPOBAHHBIX CHCTEM

Tema 1.2. PabGoTta ¢ 1OKyMeHTaMu apXHBa B
nporpamme «1C: ApxuB»

VII.04

IIK 4.1

BbINIONHATE IPUEM U IEPBUYHYIO
00paboTKy BXOISIINX JTOKYMCHTOB;
OO6pabaTbIBaTh U OTIPABIISTH UCXOIAIITNE
JIOKYMEHTHI;

KoHTponupoBaTh uCnoiHeHHE
JIOKYMEHTOB B OpraHU3aIliu

Tema 1.1. ABTOMaTU3UPOBAHHBIE CUCTEMBI
JIEJIOTIPOU3BOJICTBA U CHCTEMBI aBTOMAaTH3alIUU
JIOKyMEHT0000poTa

Tema 1.2. Cucrema 31€KTPOHHOTO
JIOKyMEHTO000poTa

72

o 3anpocy
pabotoaaTens

Bceero akanemuueckux yacoB yueOHOU MpakTUKU B pamkax BapuatuBHoi yactu AOIIOII-IT - 180
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2. CTPYKTYPA U COJAEP)KAHUE YUEBHOM ITPAKTUKH

2.1. TpynoeMkocTh 0CBOCHHS y4eOHOMH NPAKTHKHU

Kox YII | O0bem, ak.u. | ®opma npoBeeHus1 y4eOHOH NMPAKTUKHU Kypc/ ®opMa NPOMEKYTOUYHOM
(KOHIIGHTPUPOBAHHO/ PacCPeIOTOUCHO) cemMecTp aTTecTaAllNU
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 HuddepennupoBanHblii 3a4eT
VII. 04 72 paccpe0ToueHO 3/5 3/6 JuddepeHpoBaHHbINA 3a4eT
Bcero YII 324 X X X

2.2. CTpyKTypa y4eOHOH NPAKTUKHA

(HpI/IKa3LI, pacnopsAKCHusl, AOBCPCHHOCTH, 3aIlMCKH, OpFaHI/ISaHI/IOHHIﬂe JOKYMEHTEI

Kon IIK | HaumeHoBaHue pa3jie/ioB Buasi pador HaumeHnoBaHue TeM y4eOHOM NPAKTHKH Oo0be
npo¢ecCHOHATBLHOI0 M
MOAYJIs 4acoB
YII1.01 OcymecTBiIeHHe OPraHU3aliMOHHOI0 M JOKYMEHTAIIHOHHOI0 o0ecneYyeHHs AesiTeIbHOCTH OPraHu3aluu 108
IIK 1.1 Paznen 1. N3yueHnne CTpyKTypbl opraHuzaumu — Mecta | Tema 1.1. [IpaBuna opopmiieHus: peKBU3UTOB 6
I[IK' 1.5 JIOKyMEHTHUPOBAHKE U npoxoxaeHus npaktuku (manee — opranuzanuu) c | OP/l. MHpopmaimoHHo- cripaBoYHbIE
IIK 1.6 opraHu3zaius paboTsl ¢ LIEJIbI0 COCTABJIEHUSI CXEMBI CTPYKTYpPbl OPraHU3alld. | JOKYMEHTBI
IIK 1.7 opuIMaTEHBIMU OsHakomieHHe ¢ TpaBoBbIMU (yupenurenbHbIMH), | Tema 1.2. MHPOPMAIMOHHO- CIIPABOYHbIE 6
IIK 1.9 JOKYMEHTaMu JIOKaJIbHBIMU HOPMAaTUBHBIMHU aKTaMHu U | JOKYMEHTHI.
pacIopsAAMTENbHBIMA  JIOKyMEHTaMH  opraHu3anuu. | Ciry:xkeOHbIe MMChMa, UX PA3HOBUIHOCTH
CocraBnenue Crnucka WCTOYHUKOB KOMILIEKTOBaHHMA | Tema 1.3. PacnopsauTenbHble JOKYMEHTHI, 6
OP/l opranuzanuu. HU3JaBaeMble
Wsydyenne  WHCTpYKIMHM 1O  JIEJONPOU3BOJICTBY | HA MPUHIIUIIAX €IAHOHAYAINS TPUHSITHSI
opraHusanuy. 3HaKOMCTBO C MPABUJIAMHU COCTABICHUS | perieHui
IPOEKTOB ¥ O(OpMIIEHHS [JOKYMEHTOB, HOPSIKOM | Tema 1.4. JIoKyMEeHTBI KOMHCCUI 6
CcorjiaCoBaHUA u HO}IHI/IC&HI/IS[/YTBep)K)IeHI/IH U KOJIJIETHAIBHBIX OPTaHOB
JTOKYMEHTOB B OpPraHH3aIUH. Tema 1.5. 3agaun u GpyHKIHHU 6
O(l)OpMJ'ICHI/Ie OpraHru3allMOHHBIX, BHYTPCHHUX CHY)K6BI JIEIOIIPOU3BOJICTBA.
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CIIPaBKH, AaKThl, MPOTOKOJBI W Jp.) W HUCXOMISIIUX
JOKYMEHTOB  OpraHM3alMd €  HCIIOJIb30BAHUEM
COBPEMEHHBIX IMPOTPaMMHO-TEXHUYECKUX CPEICTB.
KoHTponb NpaBUIBHOCTH COCTaBICHHS, O(GOPMIICHUS
JIOKYMEHTOB (PEKBU3UTBI, OCOOCHHOCTH HAIUCAHHS
TEKCTOB, MHOTOCTPAaHHYHBIC JIOKYMEHTBI), IOpSIKa
U3/IaHMsT JOKYMEHTOB (C y4ETOM Crelu)UKU CHCTEMbI
JICTIONPOM3BOICTBA Opranu3aiuu). KoHcTpynupoBanue
OJIaHKOB ~ OpraHu3alM,  Cco3JaHue  [abJOHOB
JIOKYMEHTOB.

Tewma 1.6. Opranuzanus padoThI
C TOKyMEHTaMH

BCEI'O 11O PA3/IEJIY 1

36

IIK 1.1
IIK 1.6
IIK 1.7
I[IK 1.8
IIK 1.9

Paznen 2. Opranuzanus
paboThI ¢ JOKYMEHTaMH B
ABTOMAaTU3HPOBAHHBIX
cucTemMax

O3HakoMJIEHHE C IPOTPAMMHBIMU CPEICTBAMH Yu&Ta,
XpaHeHus, 00pabOTKH U MOUCKa TOKYMEHTOB,
UCIOJIb3yEeMbIMU B OpraHu3anuu. M3ydeHne ocHOB U
cnenuuku paboTHI C JOKyMEHTAIMEH B CHCTEME
3IEKTPOHHOTO ToKyMeHTooOopoTa (CO/I)
opranusainuu. Mcnonb3oBanue B paboTe rinodaibHbIX
U JIOKAJIBHBIX CETEH JUIs MOJyYeHUs U XpaHEHUS
uH(popmannu, ooMeHa HHpopMaIe.

3HAaKOMCTBO C JOKYMEHTOOOOPOTOM OpraHU3aLUH.
HcnonwszoBanue COJI B paboTe ¢ JOKyMEHTaMH.
O0paboTka BHYTPEHHUX TOKYMEHTOB, 00paboTKa 1
OTITPaBKa UCXOSIINX JOKYMEHTOB, TPUEM H
nepBUYHas 00pabOTKa BXOASIIUX JOKYMEHTOB.
Perucrparust TOKyMEHTOB ¥ MapIIpyTH3AIHS
JIOKYMEHTONOTOKOB. KOHTPOJIb NCTIOHEHUS
TOKyMeHTOB. H(opMaImoHHO-CTIpaBOYHAs 1
MIOUCKOBAas paboTa ¢ MCIIOJIb30BAaHUEM CHCTEM Y4ETa
JIOKYMEHTOB B OpTraHH3aIlHH.

Tema 2.1. IIpaBuna paboThl ¢ JOKyMEHTaMU
Ha DJICKTPOHHBIX HOCHTEJISX

Tema 2.2. Opranu3aius paboThl C
JIOKyMEHTaMH B
ABTOMATHU3MPOBAHHBIX CUCTEMAaX
AJIEKTPOHHOTO JIOKYMEHT0000pOTa

BCEI'O 11O PA3/IEJIY 2

12
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I[K 1.1 Paznen 3. Opranuzanus paboTel mpuéMHOH (30H npuéma Tewma 3.1. Opranuzanus u yClIOBUs Tpyaa 6
K 1.2 Opranu3zanuoHHOE MOCETHUTEJICH): pEeryJupoBaHKe MOTOKA MMOCETUTEINICH, | ceKperaps
I[IK 1.3 obecrieueHre AeATENPHOCTH | MPUEM U PErHcTpanus rnocetuteneit. [lnanuporanue AJIMUHHCTpPATUBHBIC (DYHKIIMH CEKpETapsi
I[IK 1.4 OpraHu3aluu pabouero JHs PYKOBOJUTENS U CEKpeTaps.
IIK 1.5 [ToaroroBka J1€JI0BBIX BCTPEY U MEPETOBOPOB
IIK 1.6 pykoBoauTens. Pabora mo o0CcmyXKUBaHUIO Pa3InIHBIX
TUIIOB COBELIAHUI U COOIIOICHIE TPABUIT UX
MOATOTOBKHU U MPOBEACHHUS. Tewma 3.2. 6
Benenue tenedonnbix neperoBopoB. OunbTpanus u OpranuzanroHHble ¥ HHPOPMAIIMOHHBIC
nepeaapecanus 3BoHKoB. [Tpuém n nepenaua (byHKIIUU cexperaps
tenedoHorpamm, pakcorpamm, COOOIIEHUN 1O OYHKIUU CEKpeTaps M0 TUIAHUPOBAHUIO
anekTpoHHo# noute. MudopmannonHoe obecnieueHne | pabouero BpeMeHu
JeATEeIbHOCTH pyKoBoauTesi. O3HaKOMIICHHUE C
paBujiaMu pabOThI C KOH(PUIEHIIUAIBHOMN
uH(popMaliel B OpraHu3aiuu
BCEI'O I1O PA3JIEJIY 3 12
I[IK 1.1 | Paznen 4. PaboTta mo 03HaKOMJICHHIO C COCTaBOM U Tewma 4.1. HopmaTuBHO- IpaBOBOE 6
I[IK 1.2 | JlokyMeHTUpOBaHUE U O0COOEHHOCTSIMU JJOKYMEHTOB OpraHU3aINH, pETyJIMPOBaHUE TPYAOBBIX OTHOIIECHUIA
IIK 1.4 | opranuzarus paboThI ¢ PETYIUPYIOMIUX TPYAOBBIE OTHOIICHUS Tema 4.2. 6
[IK 1.7 | xkanpoBBIMH IOKYyMEHTAMH (opraHu3aIMOHHO-PACTIOPSAAUTEIBHBIE JOKYMEHTHI, Komrnekc 10KyMEHTOB 1O YCTaHOBJICHHUIO
K 1.8 JOKYMEHTHI 110 IMYHOMY COCTaBY, TPYAOBOU JOTOBOD, | TPYAOBBIX
K 1.9 JIOTOBOP O MaTepHAILHONW OTBETCTBEHHOCTH H T.JI.). MPaBOOTHOIICHUI
OdopmieHne TOKyMEHTOB MO TUYHOMY COCTaBY U X | Tema 4.3. 6
Konu# (mpu He0OXOIUMOCTH). 3HAKOMCTBO C Kommuieke 10KyMeHTOB
cucTeMoi yHU(pUIIMPOBAHHBIX (POPM MEPBUIHON 110 JIBIYKCHHUIO KaJIpOB
Y4ETHON JOKYMEHTALMN OpraHU3aluu. 3aroIHEHUE Tema 4.4. 6
dbopM nepBUUHON Yy4E€THOH noKyMeHTanuu. Pabora ¢ Kommiekc 10KyMEHTOB 10 pacTOPKEHUIO
3asBJICHUSIMU 10 TUYHOMY COCTaBY, BEICHUE U TPYIOBBIX
oQopMIIeHHE TPYAOBBIX KHIDKEK. Mcmonb30Banue IPaBOOTHOMIECHUH
CO/1 mpu paboTe ¢ KaJpOBEIMU JJOKyMEHTAMH. Tema 4.5. Opraauzanus paboTsI ¢ 6
KaJIpOBBIMH JJOKYMEHTAMH
Tema 4.6. 6
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OYHKIMOHAIBHBIC BO3MOKHOCTH U
MepBOHAYAIIbHAS HACTPONKA MIPOTPAMMBI
«1C:Kanpbi»

Tema 4.7. 6
Benenue kaapoBoro y4yera B mporpaMmme
«1C:Kanpsi»
BCEI'O 1O PA3JAEJIY 4 | 42
[Tpomexyrounas arrectanus B popme nuddepeHImpoBaHHOro 3a4eTa 6
VI1.02 Opranu3anus apXuBHO padoThI 10 JOKYMEHTaM OPraHM3aluil pa3Ju4HbIX GopM cOOCTBEHHOCTH 72
K 2.1 Pasnen 1. Opranuzauus u | Paccmorpenue ctpyktypsl | Tema 1.1. HopmaTuBHO-TIpaBoBast 6a3a 6
obecrieyeHue OCHOB | yupexxaeHus/opranusaiuu/npeanpusitus  (nanee — | apXUBHOI aesiTenbHOCTH B Poccun
ApPXHUBHOMU JIE€ATEIbHOCTH OpraHu3alnM), COCTABICHUE CXEMbI OpraHu3aoHHoN | Tema 1.2. Opranusanus ApxuBHoro Gponza 6
CTPYKTYpBHI, olpeieneHue UCTOYHUKOB | Poccuiickoii deneparyu
KOMIUICKTOBAHUSI apXuWBa OpraHu3anuu. M3yueHue
JOJDKHOCTHOM MHCTPYKIIMU apXHMBHCTA.
BCEI'O 10O PA3JIEJTY 1 12
[IK 2.1 Pazmen 2. Opranmzanus | CocTaBieHHue CIIUCKAa HCTOYHUKOB KOMIUIEKTOBAHUS Tema 2.1. DkcniepTH3a IIEHHOCTH TOKYMEHTOB 18
JeSITeTbHOCTH apXHBOB apx¥Ba OpPraHU3alllH, ONpeIeTICHIE TPAHHI
apxXUBHOTO (OHJA.
CocraBneHue cxeMbl pa3MeleHHs CPEeJICTB XPaHEHUsI.
Paccmorpenne  Tomorpaduueckux — ykaszaTeled B
apXUBOXpaHWIUIIEe opranu3zanuu. O3HAKOMIIEHHE C
NpaBWIaM{ BEACHUS JKypHAJIOB HAONIONEHUS 3a
TeMIIepaTypHO-BIKHOCTHBIM PEeKUMOM B
ApXMBOXPaHIITHUIIE.
BCEI'O IO PA3JIEJIY 2 | 18
K 2.1 Paznen 3. Opranuzanus CocraBieHue cucka UCTOYHUKOB KomIiekToBanus | Tema 3.1. JlokanbHbIe HOpMaTHUBHBIE 6
IK 2.2 apXUBHOTO JIeja apX¥Ba OPTaHMU3aINH, OTIpE/ICIICHNE TPAHHUIT JOKYMEHTHI apX1Ba
I1K 2.3 apXUBHOTO (oH/A. Homenknarypa gen
IIK 2.4 Tewma 3.2. OdopmiieHre apXUBHOTO Jena 6
[IK 2.5 [lepenaua 1oKkyMeHTOB

Ha apXHMBHOE XpaHEHHE
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Tema 3.3. YUér 1OKyMEHTOB B apXHUBE 6
Tema 3.4. cnons3oBanue 6
JIOKYMEHTOB apXHBa
BCEI'O I1O PA3JIEJIY 3| 24
K 2.1 Paznen 4. Opranuzanus CocraBiieHue CXeMbl pa3MEIIeHHs CPEJICTB Tewma 4.1. YciioBust XpaHeHUsT JOKYMEHTOB. 6
I1IK 2.2 XpaHEHUs JOKYMEHTOB B XxpaHeHus. PaccMoTpenue Tonorpaduyeckux IIpoBepka HaIMYMSL U COCTOSHUS TOKYMEHTOB
IK 2.3 apxuBe yKa3areJied B apXUBOXPAHUIMIIE OPraHU3aLH. B apXuBax
IIK 2.4 O3HakoMJIEHHE C NTpaBUJIaMH BEJICHUS KYPHAIOB
IIK 2.5 HAOJIOACHNUS 32 TEMITEPATyPHO-BIAXKHOCTHBIM Tema 4.2. KoHcepBalus 1 pecraBparius 6
PEKUMOM B apXUBOXPAHUIIUIIE JloKyMeHTOB.
[ToaroroBka J1en K apXMBHOMY XPAaHEHHIO, B TOM CoXpaHHOCTH JIOKYMEHTOB Ha CICHHATBHBIX
YyyCIIe: U3y4eHUe JOKYMEHTOB B LIEeJIX onpenencHus | HOCHUTCIAX
CPOKOB MX XpaHEHHsI, HyMepalus JIMCTOB
apXMBHOTO JIeJa, COCTaBlIeHHE U 0(hopMIIeHUE
BHYTPEHHEH OIMCH U JINCTA-3aBEPUTEISI ApXUBHOTO
Jienia, CocTaBjeHne U oopMIIeHHE KapThl-
3aMECTUTES], JIUCTA NCIOJIb30BaHNS APXUBHOTO
Jienia, CocTaBJlIeHne U 0(pOopMIIeHHE PEKBU3UTOB
00JI0KKH apXUBHOTO JieJia, IPOIIMBKAa apXUBHOIO
Jena.
BCEI'O 1O PA3JAEJIY 3| 12
IIpomesxyTounas arrectauus B popme qudpepeHIMpoBaHHOTO 3a4eTa 6
VI1.03 OcBoenne npodeccun ApxuBapuyc 72
K 3.1, | Pa3nmen 1. Xpanenwue, Pabota B uH(GOpMaIIMOHHO-TIONCKOBBIX CUCTEMAX Tema 1.1. ABTOMaTH3anMsI XpaHEHUS 36
I1IK 3.2, | KOMIUIEKTOBaHHE, YUET U ApxusHoro ¢onna Poccuiickoit deneparyu. JJIEKTPOHHBIX IOKYMEHTOB
IIK 3.3, | ucrosib30BaHUE AL [TpoBepka HaIMYUS JOKYMEHTOB B 3JICKTPOHHOM
[1IK 3.4, | (moxyMeHTOB) apXuBa apxuBe.
I1K 3.5 CocraBnenue u opopmiieHHE aKkTa MPOBEPKHU
HaJIM4Yus JOKYMEHTOB. Tema 1.2. PaboTa ¢ 10KyMEHTaMH apXuBa B 30

Onpenenenne GOHTIOBON MPUHAIIECHKHOCTH
JIOKYMEHTOB.

dopMupOBaHUE AIEKTPOHHBIX JIE]T.
CocraBiieHHE BHYTPEHHEHN ONUCHU Aela

nporpamme «1C:ApxuB»
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CocraBiieHHE JINCTA-3aBEPHUTEIIS JIEa.
OdopmieHne 00JI0KKY Jena.

[epenaya uHbOPMAIIUK HA PACCTOSHHU.
Hcnonp30BaHue TEXHOIOTUU OLU(BPOBBIBAHUS
JIOKYMEHTOB.

BCEI'O 110 PA3JIEJTY 3

66

[IpomesxyTounas arrecranus B popme qudepeHInpoBaHHOTO 3a4eTa

VI11.04 OcBoenue npodeccun le1onpou3Boauresb

72

K 4.1

Pazgen 1.
JIOKyMEHTaI[MOHHOE
obeclieyeHne OeATENLHOCTH
OpraHu3alIiu

V3y4eHne MPUHIIMIIOB CO3IAHMS CHCTEM
yIpaBlIeHUs JOKYMEHTOOOOPOTOM.

3HaKOMCTBO ¢ OCHOBHBIMHU nojcuctemamu CO/1.
M3y4eHre OCHOBHBIX MPO0OJieM BHEAPEHUs
1aTGOpMBl aBTOMATH3AINH JOKYMEHTO000POTA.
W3ydeHnue mporpaMm, KOTOpbIe MOTYT paboTaTh
coBMmecTHO ¢ «1C:JlokyMeHTO0O0pOT».
Hcnonp30BaHre OPTTEXHUKU U TIPOTPAMMHOTO
obecrieueHus B 3aBUCUMOCTH OT Tuna APM.
Ocy1ecTBiIeHne JOKYMEHTO000pOTa B JTOKAIBHOM
CETH, COBMECTHOE UCIIOJIb30BAHNE CETEBBIX
YCTPOMCTB.

Opranu3zaius Moucka HOpMaTUBHBIX TOKYMEHTOB IO
pekBusutam nokymenta B CIIC «Kouncynbrant-
[Tmroc».

Opranu3anus MoJIHOTEKCTOBOTO TIOHCKA.
CoxpaHeHue ¥ BOCCTAaHOBIIEHUE IaHHBIX. BhIrpy3ka
JAHHBIX B JIPyTrUe KOHPUTYpaIiu.

Tema 1.1. ABTOMaTU3UPOBAHHBIE CUCTEMBI
JIeJIOTIPOU3BOICTBA U CUCTEMBbI
ABTOMATH3AINH JOKYMEHTOO00pOTa

36

Tema 1.2. Cucrema 31eKTPOHHOTO
JIOKYMEHTOO0O0pOTa

30

BCETI'O I1O PA3JIEJTY 4

66

IIpomesxyTounas arrectanus B popme qudepeHInpoBaHHOTO 3a4eTa
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2.3. Conep:xanue y4eOHOI MPAKTHUKH

3JIEKTPOHHOI'0 IOKYMEHTO00O0POTA.

HaumenoBanue pa3jiesioB npogeccuoHAJIbHOT0 MOIYJIS U TeM Oo0bem,
y4eOHOI MPpaKTHKH Conepranne pador aK.4.
IIM.01 OcymecTB/IeHHE OPTAHU3AIMOHHOI0 ¥ TOKYMEHTALIHOHHOI0 o0ecnevyeHus /1esiTeJIbHOCTH OPraHu3aliuu 108
Pazgen 1. JlokyMeHTHpOBaHWE U OpraHU3aIKs paboThl ¢ OPUITHATLHBIMU TOKYMEHTAMH 36
Tema 1.1. IlpaBuna opopmiienus pexBuzuros OPJI. Copaepxanue
1.CocraBnenue u opopmienue OPJ] 6
Tema 1.2. UadopManimoHHO- CIIpaBOYHBIE JTOKYMEHTHI. Copaepxanue
City)xeOHBIC MUCbMa, UX Pa3HOBUIHOCTH 1.CocraBienue u opopmIIeHHE Pa3INYHBIX BUAOB CITYKEOHBIX 6
MUCEM
Tema 1.3. PacniopsiauTensHbIe JOKYMEHTBI, N3/1aBaeMbIC Conep:xanue
Ha MPUHIMIAX JUHOHAYAIINS IPUHATHS PCIICHUH 1.CocraBnenue u oopmiieHHuE pacnopsIUTENbHBIX JOKYMEHTOB 6
Tema 1.4. JlokyMeHTBI KOMUCCHI U KOJUIETHAIBHBIX OPraHOB Conepxanue
1.CocraBnenue u opopmiieHne HHPOPMAIMOHHO-CIIPABOYHBIX 6
JJOKYMEHTOB (2KT, IPOTOKOJI, TOCTAHOBJICHHE)
Tema 1.5. 3amaun u GyHKIMHU CITyKObI 1€70MPOU3BOJICTBA. Coaepxanue
OpraHu3anOHHbIC JIOKYMEHTEI 1.CocraBnenue u opopmiieHuE JIOKaIbHBIX HOPMATUBHBIX aKTOB 6
(VupenurtenbHbie JOKYMEeHTBI. MHCTPYKIHS IO ETOIPOU3BOJCTBY.
JloysKHOCTHAS] MHCTPYKITHS Iesonpon3BoauTens. JloroBop)
Tema 1.6. Opranu3aius paboThl C TOKyMEHTaMU Conep:xanue
1.Peructparnus BXOASIINX, HCXOIANINX U BHYTPECHHUX JOKYMEHTOB 6
B PA3IMYHBIX PETUCTPAIMOHHBIX (popMax (3KypHaJIbHas, KApTOUHAS
¥ aBTOMAaTH3MPOBAHHAS).
Pa3znen 2. Opranusanus paboThl ¢ JOKyMEHTaMH B aBTOMAaTU3UPOBAHHBIX CHCTEMaX 12
Tema 2.1. IlpaBuia paboThl ¢ JOKyMEHTaMU Ha 3JEKTPOHHBIX HocuTensx | Comep:kaHue
1.0tmpaBka u mosrydeHne EKTPOHHOTO COOOIICHUS, 6
AJIEKTPOHHOT0 TI0KyMeHTa. O opMiIeHHE 3IEKTPOHHOM MOJITHCH.
Tema 2.2. Opranuzanus paboThl C TOKYMEHTaMHU B Conep:xanue
aBTOMATH3MPOBAHHBIX CHCTEMAaxX 3JIEKTPOHHOTO TOKyMEHTO000poTa 1.Pa6oTa ¢ JOKYMEHTAMH B aBTOMATH3UPOBAHHOI CHCTEME 6
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Pazgen 3. OpranuzanuonHoe o0ecrieueHne IeATeIbHOCTH OpraHUu3aiu 12

Tema 3.1. Opranuzanus u ycaoBHs TpyJia CeKpeTaps Conep:xkanue

AJIMUHHCTPATHBHBIC (YHKLUN CEKpETapsl 1.Cocranenue u ohopmiieHUE TOJDKHOCTHON HHCTPYKIIMH 6
cekperaps

Tema 3.2. Opranu3zannonsbie U HHPOPMAITMOHHBIC (GYHKIIUU CEKpeTaps Copaepxanue

OyHKIMH CeKPETaps 110 IIIAHHPOBAHHIO PaOOYCro BPEMEHH 1.IToaroroBka JOKyMEHTOB JUisl OOCITy>)KUBAaHHE KOH(PEPEHTHBIX 6
MEpONPUATHHA, TPOTOKOJIbHBIX MEPOIPUATHH, PA3IUUYHBIX TUIIOB
COBelllaHuH, KoMaHIMpoBoK. I lnanupoBanue pabouero qHs.

Paznen 4. JlokyMeHTHpOBaHKE M OpraHu3alus paboThl C KaJPOBBIMU JOKYMEHTAMHU 42

Tewma 4.1. HopMaTuBHO- TpaBOBOE PETyJIUPOBAHUE TPYIOBBIX Conep:xanue 6

OTHOLICHHH 1.0dopmieHre JOKYMEHTOB OpraHU3aIMH, PErYIUPYIOIIHX
TPYJOBBIC OTHOIICHHUS (OPraHU3alMOHHO-PACIOPSAUTEIBHBIC
JIOKYMEHTBbI, JOKYMEHTBI 110 JINYHOMY COCTaBy, TPYAOBOI JOIOBOD,
JIOTOBOP O MaTepUAbHOM OTBETCTBEHHOCTH M T.11.). OdopmiicHne
JIOKYMEHTOB T10 INYHOMY COCTaBY U MX KOMHii (mpu
HEOOXOIMMOCTH).

Tema 4.2. Komruiekc TOKyMEHTOB MO YCTaHOBIICHHIO TPYAOBBIX Copep:xanue 6

TIPaBOOTHOIICHUH 1.3anonHenue Gpopm nepBUYHON YUETHON JOKYMEHTAIUH.

Tema 4.3. Kommiekc TOKyMEHTOB IO ABHKEHHIO KaJIpOB Copepxanue 6
1.CocraBnenue paznuyHbIX BU0B 3assBieHuil (IIpuem, nepero,
YBOJIBHEHUE)

Tema 4.4. KoMmmuieKkc TOKyMEHTOB IO PaCTOPKEHUIO TPYJOBBIX Coaepxanue 6

TIPaBOOTHOIICHUH 1.CocraBnenue u opopmiieHHE TOKYMEHTOB IIPH YBOJIbHEHUHU

Tema 4.5. Opranuzanus paboThI ¢ KaIPOBBIMU JOKYMEHTaMHU Copepxanue 6
1.Mcnons3oBanue CO/] npu paboTe ¢ KaApOBBIMH JOKYMEHTAMHU.

Tewma 4.6. @yHKIIMOHATBHBIE BO3MOKHOCTH ¥ ITEpPBOHAYATBHAS Coaepxanue 6

HacTpoiika nporpammer «1C:Kanper» 1.HavaneHas HacTpoiika nporpammbl. CBeieHUs 00 OpraHu3aluu.
CtpykTypa koMianuu. Hactpolika criicka moiab30BaTeei.
IITaTHoe pacnucaHue, I3MEHEHUE ITaTHOTO PACIUCAHUS.

Tema 4.7. Benenue kagposoro yuera B nporpamme «1C:Kagpbi» Conep:xanue 6

1.0dopmienue kaapoBbIX OMEpaLUil COTIIACHO CUTYAI[MOHHBIM
3aauam
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[TpomesxyTounas arrecranus B popme qudQepeHIpoBaHHOTO 3a4eTa 6
IIM.02 Opranu3zauusi apXuBHOI padoThI M0 JOKYMEHTaM OPraHu3aluii pa3jIuYHbIX GopM COOCTBEHHOCTH 72
Pazgen 1. Opranuzanus u obecriedeHue OCHOB apXUBHOM JEATEIHBHOCTH 12
Tema 1.1. HopmaTtuBHO-IIpaBoBasi 0a3a apXUBHOM J€ATEIbHOCTHU B Copaepxanue 6
Poccnu 1.Pa6ora B mpaBoBo#i 0a3e ¢ HOPMAaTUBHO-TIPABOBBIMU JTOKYMEHTAMHU
B chepe apXHBHOTO JieNIa
Tema 1.2. Opranuzamnus ApxuBHoro ¢onaa Poccuiickoit deneparnuu Conep:xanue 6
1.CocraBrneHnne cnucka UICTOYHHUKOB KOMIIEKTOBAHUS apXUBa
OpraHu3aIiy, ONpeIeIICHNE TPAHUI] ApXUBHOTO (hoHa.
Paznen 2. Opranuzanus AesITEIbHOCTH apXHUBOB 18
Tema 2.1. DkcniepTH3a IEHHOCTH TOKYMEHTOB Conep:xanue 18
1. TToaroToBka fien K apXUBHOMY XPaHEHHIO, B TOM YUCTIE: U3yUCHHE 6
JJOKYMEHTOB B LIEJISIX OTIPEJICIICHUS] CPOKOB UX XPAaHECHUs
2. OopmiieHne JOKYMEHTOB MO pe3y/ibTaTaM MPOBEPKH HATUYHS U 6
COCTOSIHUS IOKYMEHTOB B apXHBE,
3.0dbopmiieHue JOKYMEHTOB O BBUICICHUM K YHUYTOXCHHIO 6
APXUBHBIX JOKYMEHTOB, HE MOJIJICKAITNX XPAHEHHUIO.
Paznen 3. Opranuzanust apxuBHOTO Jieia 24
Tema 3.1. JlokanbpHbIE HOpMaTHUBHBIE JOKYMEHTHI apxuBa. Homenknarypa | Coaep:kanue 6
Act 1. M3y4enue u opOopMIEHHE THIOBBIX U IIPUMEPHBIX JJOKYMEHTOB T10
OpraHu3aIy padoThl ApXHBa.
CocraBnenne U oQoOpMIICHHE HOMEHKJIATYPHI NI OpTaHH3alud —
HMCTOYHUKA KOMIUIEKTOBAHHS aDXUBHOTO YUPEKICHUSI.
Tema 3.2. Odopmitenue apxuBHoro aena. [lepenaua 10KyMeHTOB Coaepxanue 6
Ha apXMBHOC XpaHCHHC 1. TlogroroBka u odopmieHHEe €1 K apXUBHOMY XpaHEHHIO.
OdopmneHne NTOKYMEHTOB TMpH TMepeladyd Jeln Ha apXHUBHOE
XpaHeHHe
Tema 3.3. Y4ér JOKYMEHTOB B apXHBE Conep:xanue 6

1.CocraBneHue | 3aIllOJHEHHWE OCHOBHBIX YYETHBIX (OpPM apXxuBa
(kHuTa y4yéra MOCTYIUICHHS M BBIOBITUS €1 (IOKYMEHTOB), JIUCT
boHa, peecTp onuceil, CuucoK (OH/IOB).
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Tema 3.4. Vicnonp3oBaHue 10KyMEHTOB apXuUBa Conep:xkanue 6
1.CocraBieHrne OTBETOB Ha 3alpOCHI. ApXMBHBIE CIPAaBKa, KOIUS,
BBINHCKA
Pa3nen 4. Opranuszanus XpaHeHHs JOKYMEHTOB B apXUBE 12
Tewma 4.1. YciioBust XpaHeHUsI TOKYMEHTOB Conep:xanue 6
IIpoBepka HaMHIKA M COCTOAHHA JOKYMEHTOB B apXHBaX 1.13yyenne tpeOOBaHMK K 3JaHUAM M TIOMEIIEHHUSAM apXHBa.
OO6opynoBaHHe apXUBOB,. pa3MELICHHWE JOKYMEHTOB B apXHUBE.
Odopmienue TonorpapuuecKkux ykazaresie.
Tema 4.2. KoncepBanus u pecraBpauus aokymeHToB. CoxpanHHocTh | Comep:kaHue 6
AOKYMCHTOB Ha CIICIIHATIBHBIX HOCHTCIIIX 1.BoccTaHoBIEHUE TOBPEXKAEHHBIX JOKYMEHTOB.
[TpomesxyTounas arrecranus B popme qudPepeHIIMPOBAHHOTO 3a4eTa 6
IIM.03 OcBoenue npodeccun ApXuBapuyc 72
Pa3nen 1. XpaHeHue, KOMIUIGKTOBaHHE, YUET U UCIIOIB30BAHUE JIeN (IOKYMEHTOB) apXHBa 66
Tema 1.1. Conepixanue 36
ABTOMATH3ALIA XPaHEHH DIIEKTPOHHBIX IOKYMEHTOB 1. H3yueHwe TPUKIATHOTO TPOTPAMMHOTO OOECreUeHus s 6
ABTOMATHU3UPOBAHHBIX apXMBHBIX TexHosoruii (AAT).
2. Pabora c¢ wHPOPMAIIMOHHO-TIONCKOBBIMH CHUCTEMaMH U 6
TeMaTUYeCcKMMU KaTajmoramMu ApxuBHOro ¢onma Poccuiickoit
denepanyu.
3. PaGora ¢ wH()OPMANMOHHO-TIONCKOBBIMH CHCTEMaMH | 6
TeMaTUYeCcKMMU KaTajmoramMu ApxuBHOro ¢onma Poccuiickoit
denepanuu.
4. Pabota C TeMaTHMYeCKMMM KaTajoramMu ApXuBHOro (oHIa 6
Poccuiickoit deneparum.
5. Ilouck MOKYMEHTOB B HH(OPMAIMOHHO-TIOMCKOBBIX CHCTEMax 6
ApxusHoro ¢onga PO
6. PaboTa c popmaTramu apXUBHBIX (PaKIOB I XpaHEHHs IIUPPOBBIX 6
JIOKYMEHTOB.
Tema 2.2. Conepixanue 30
Pabota ¢ nokymeHnTamu apxuBa B nmporpamme «1C:ApXxuBy» 1. Pabora B porpamme «1C:Apxup». 6
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2. @opMHUpOBaHUE YYETHBIX TIOKYMEHTOB apxuBa B «1C:ApxuBy.

3. Co3nanue HOMEHKIIATYphI Jien B mporpamme «1C:ApXuBy.

4. ®opmupoBaHue U 0(hOpMIICHUE AIIEKTPOHHBIX JIEN, IEPEBOJ UX B 6
pdf-daiin.
5. Cocrasnenue otueToB B «1C:ApxuB».

[TpomesxyTounas arrecranus B popme audepeHIrpoBaHHOTO 3a4eTa

IIM 04 OcBoenue npogeccuu desionpon3Boauresib 72

Pasznmen 1. JlokymeHTaIMOHHOE 00ECIIeYeHHE ACITSIILHOCTH OpraHN3aIliuu 66

Tema 1.1. ABTOMaTH3UpPOBAHHBIC CUCTEMBI JICIONPOU3BOICTBA U cucTeMbl | CoaepkaHue 36

aBTOMATH3ALMHU JIOKYMEHTO060pOTa 1.PaboTa ¢ aBTOMaTU3MPOBAHHBIMU CHCTEMaMH JEJIONPOM3BO/ICTBA 6
Y CHCTEMaMH{ aBTOMAaTH3aIlMU JOKYMEHT0000poTa
2.Pabora co crpaBoyHO-11paBoBbiME crctemamu (CIIC) 6
3. Pabota ¢ CIIC «KoncynbranT Ilmrocy. 6
4. Pa6ora ¢ CIIC «I"apanT» 6
5. Pabora ¢ UTIC «Koxekc» 6
6. 3HaKOMCTBO C HOBbIMM pa3zpaboTkamu B obmactu AC]] uepes 6
WHTepHerT.

Tema 2.2. Cuctema 31eKTPOHHOTO TIOKYMEHTO000pOTa Conep:xanue 36
1. Pabota ¢ nporpammoii «1C:J[okyMeHTOOG0POT»: BO3MOXKHOCTH, 6
uHTepdeiic, 0OCHOBBI pabOTHI.

2. PabGota ¢ BXOOSMIMMH, WCXOIAIIMMH ¥ BHYTPEHHUMHU 6

JIOKYMEHTaMH.

3. Pabota ¢ nokymenTamu u daitnamu. PenaktupoBanue aitnos.

4. Pabota ¢ mporpamMmamH, KOTOpble pabOTalOT COBMECTHO C
«1C:JIokyMeHTO000pOTY.

5. ®opMHUpPOBaHHUE OTYETOB.

[TpomesxyTounas arrectanus B popme TudPepeHIMPOBAHHOTO 3a4eTa
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3. YCJIOBUS PEAJIN3AIINU AJATITUPOBAHHOM ITPOT' PAMMBI YYEBHOM ITPAKTUKHA

3.1. MarepuajibHO-TeXHHYeCKOe o0ecniedeHne y4eOHO NPaAaKTUKHU

Jlaboparopun «HGOPMAIIMOHHBIX W KOMMYHHUKAIMOHHBIX TEXHOJOTHI», «KoMmbroTepHOI
00paboOTKH  JOKYMEHTOB», «OpraHuzanuu paboTbl C JOKYMEHTaMH, CHCTEM JJIEKTPOHHOIO
JTOKYMEHTO000pOTaY, «YueOHast KaHILIESIPHUs», OCHAIIICHHAs B COOTBETCTBUU C npuiokenuem 3 AOOIT-IT.

OcHaieHHble 6a3bl MPAKTUKU (MAaCTEPCKHE/30HBI [0 BUJaM padoT), OCHAILLICHHbIE B COOTBETCTBUHU
¢ npuinoxkenuem 3 AOOII-II.

3.2. Y4eOHO-MeTOAMYECKOE OOecnieyeHHe

3.2.1. OcHOBHbBIE MeYaTHbIE U/WJIH 3JIeKTPOHHbIE H3IaHUS

1. Opranuzanus apXuBHOM U CIIPaBOYHO-UH(POPMALIMOHHOM PabOThI MO TOKYMEHTaM OpraHU3aluu
[Texcr]: y4ueOHMK Ui HCIOJIB30BaHMS B Yy4yeOHOM Ipolecce 00pa30oBaTENIbHBIX YUPEXKIECHUH,
peamM3ylommx MpOrpaMMbl  CpelHEro Npo(ecCHOHANBHOTO 00pa3oBaHHs 1O  CHEIHAIbHOCTH
"JloKyMEHTAIMOHHOE 00eCIIeUCHHE yIIpaBICHHs U apxuBoBeaeHue»: [B 2 4.] / [byposa E. M., XopxopauHa
T. N.]; nox pen. E. M. BypoBoii — 3-e¢ u3n. crep. — MockBa: Axanemusi, 2019. (IIpodeccnonansnoe
obpazoanue. [Ipodeccuonansupiii Monyns). Y. 1. — 2019. — 336 c. ISBN uznanus: 978-5-4468-5976-4.
ISBN Toma: 978-5-4468-5974-0.

2. Opranu3zanus apXvBHOHM U CIIPABOYHO-UHPOPMAIIIOHHOMN pabOTHI IO TOKYMEHTaM OpraHU3alluu
[Texcr] : y4yeOHMK [A7s UCHONB30BaHUS B yuyeOHOM Tmpoiecce 00pa3oBaTeNbHBIX YUPEKJICHUH,
peamu3ylommx MpOrpaMMbl  CpeIHEro Mpo(ecCHOHANBHOTO 00pa3oBaHWs 1O  CHEIHMAIbHOCTH
"JlokyMeHTaI[HOHHOE oOecrieueHue yrpaBieHus u apxuBoseneHue»: [B 2 4.] / [byposa E. M., XopxopanHa
T. W.]; mox pen. E. M. BypoBoii. — 3-e u3n. crep. — MockBa: Akanemus, 2019. — (Ilpodeccronaibaoe
oOpazoBanue. [Ipodeccrnonansuniit Mmoayns). Y. 2 / [E. M. Byposa, A. I1. AdanaceeBa, E. B. Anekceena,
A. E. Ponmnonona]. — 2019. — 400 c. ISBN: 978-5-4468-5975-7

3. Packun, J[. W. Meroauka u TmpakTUKa apXUBOBEICHHS: Y4YEOHUK [UISI CpPEIHETrO
npodeccuonansuoro oopazosanus / J{. . Packun, A. P. CokonoB. — Mocksa: U3znarensctBo FOpaiir,
2022. — 339 c. — (IlpodeccuonanbHoe odpazoBanue). — TekcT: HenmocpencTBeHHbIH. — ISBN 978-5-
534-02419-7.

4. Packun, JI. W. Meroauka u TmpakTHKa apXUBOBEACHHS: YUYEOHUK JJII CpPEIHETO
npodeccuonanbHoro oopazoBanus / JI. Y. Packun, A. P. CokonoB. — MockBa: U3gatensctBo FOpaiiT,
2022. — 339 c. — (IIpodeccuonanbnoe obpazoBanue). — ISBN 978-5-534-02419-7. — Tekcr:
anekTpoHHbIH // O6pazoBatenbHast miardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/492546

3.2.2. IonoJTHUTEIbHbIE HCTOYHUKHU
1. bBacakos, M.U., JlokymMmeHTanImOHHOE 0OeCTieYeHNE YIIPaBIeHUs (C OCHOBAMH apXHUBOBEICHHS ):

yuebnoe nocobue mis CIIO / M.U. bacakos. — Mocksa: U3natensctBo KnoPyc, 2022. — 216 ¢. — Teker :
HenocpeacTBennbiit. — ISBN: 978-5-406-09983-4.

2. bypoma, E. M., MypasbeBa, H. A. CrnpaBouHUK MO apXUBHOMY Jedy Ui pPaOOTHUKOB
opranuzanuii. — (Cepus «YmpapieHdeckass 0e3omacHOCTh» / moa obml. pen. A. b. besbopomgosa). — M:
Tepmuka, 2018. — 396 c. — Tekcr : HenocpeacTBennbiit. — ISBN: 978-5-6040204-4-9.

3. Beperexuna, C.B., HerocynapcTBeHHBIE CTPYKTYyphl W AyTCOPCHHI B apXHBHOM [Ielie :
moHorpadust / C.B. Beperexuna. — MockBa: UznatensctBo Pycaiinc, 2022. — 128 c¢. — Teker :
HenocpeacTBennbiit. — ISBN: 978-5-4365-8006-7.
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4. Eropos, B.II., CnunpkoB, A.B. ObecnieueHne COXpaHHOCTH, pecTaBpalisi U KOHCEpBAIHs
JTOKYMEHTOB: yueOHoe nmocooue. — C.-I16.: Jlans, 2022. — 220 c. — ISBN: 978-5-507-45047-3.

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

6. Koznos, B. I1. ApxuBoBenenue: yaeOHUK U TpakTukyMm 11 By30B / B. I1. Ko3noB. — Mockaa:
NznarensctBo FOpaiit, 2022. — 329 ¢. — (Bricmiee oopazoBanue). — ISBN 978-5-534-14066-8. — Tekcr:
asieKTpoHHbIHN // O6pazoBaTenbHast miardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/496661

7. TlaBnoga, P. C. [Ilenonpou3BoCTBO M0 oOpalieHusM rpaxiad: yaeonoe mocobdue mist CI10 / P.
C. ITaBnoBa. — Cankr-IlerepOypr: Jlanp, 2022. — 324 c.: un. — Teker: HenocpencTBeHHbI. — ISBN: 978-5-
8114-9925-0.

8. ITlomoB, A. B. ApxuBoBeaenue. 3apyOexknas Poccuka: yd4eOHMK [UIsi  CpEeIHETO
npodeccuonansuoro oopasosanusi / A. B. [TomoB. — Mocksa: M3aarensctBo FOpaiit, 2022. — 168 ¢. —
(ITpodeccuonanpsuoe obpazoBanme). — ISBN 978-5-534-10240-6. — TekcT: dICKTPOHHBIA //
OopasoBarenbHas wiathopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/495214

9. Packun, J. . ApxuBoBenenue: yaeOnuk ais By3os / 1. W. Packun, A. P. CokonoB. — 2-e u3z.,
ucnp. u gon. — Mocksa: U3natenbcrBo FOpaiit, 2022. — 468 ¢. — (Bricmiee oopa3osanue). — ISBN 978-
5-534-15245-6. — Texkct: oamekrponnbii // OOpasoBarenpHass T1wiargopma HOpaidt [cait]. —
URL.: https://urait.ru/bcode/497656

10. Camapuyk, H.C., MapkeTuHroBasi AedTeIbHOCTh FOCYAapCTBEHHBIX apXUBOB: MOHOTpadus /
H.C. Camapuyk. — Mocksa: M3garensctBo Pycaiinc, 2023. — 312 c. — Tekcet: HenocpeacTBeHHbIi. — ISBN:
978-5-466-01550-8.

11. TempuapoB A. J/I. ApxuBoBeseHue: yueOHOe mocodue s 6akanaBpos / A. JI. Tenpuapos. 5-¢
3. — MockBa: UTK «/lamkoB u K», 2022. — 184 ¢. — Tekct: Henocpenctenubiid. — ISBN: 978-5-394-
04946-0.

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

13. IlemenkoBa, C. U. ApxuBoBenenue. Mcropus apxuBoB Poccuu ¢ apeBHEHIIMX BpeMeH 10
Havana XX Beka: yueOHoe rmocobue i cpefHero npogeccuonanbHoro oopazosanus / C. . Llemenkosa;
noj HayyHoW penmakumedt JI. H. Masyp. — MockBa: UznarensctBo 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. laxonmanoBa, O.FO. Opranuzamnus rocy1apcTBEHHBIX yupexaeHuit Poccun: yaebHoe nmocobue
I cpeHero npodeccroHanbHoro oopazosanus / O. 0. IllaxomanoBa. — 2-¢ u3., mepepad. u JIom. —
Mocksa: M3narensctBo FOpaiit, 2022. — 161 c. — (IIpodeccuonansHoe obpazoBanue). — ISBN 978-5-
534-12448-4. — Texct: oanekTpoHHbIH // OOpa3oBarenbHas 1uiatdpopma HOpaift [caiiT]. —
URL.: https://urait.ru/bcode/496292

3.3. O0mue TpeGoOBaHUsI K OPraHU3aluH YU4eOHOIl NPAKTUKH

VY4yeOHast pakTHKa MPOBOAMUTCS B y4€OHO-ITPOM3BOICTBEHHBIX MAaCTEPCKHX, 1a00paTOPUAX U MHBIX
CTPYKTYPHBIX TIOAPA3EICHISIX KOJUISDKA.
Cpoku mpoBefeHUs Y4eOHOH NPAKTUKU YCTaHABIMBAIOTCS 00pa30BaTENbHOM OpraHuzanueil B
coorBercTBUM ¢ AOOII-IT mo cienmansrocTH 46.02.01 JIokyMeHTaIMOHHOE OOECTICYeHNE YIIPABICHUS U
apXH1BOBEJICHUE.


https://urait.ru/bcode/496292
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VYyeOHasi mpakTUKa peanusyrorcs B GopMe MpaKTUIeCKON MOATOTOBKH U IPOBOIATCS KaK HETIPEPHIBHO,
Tak U MyTeM YepeOBAHMS C TCOPETHUCCKUMH 3aHSITHSIMH IO JHSM TPH YCIOBUU OOECICUCHHUsS CBSI3U
MEX1y TEOPETUYECKUM OOyUEeHUEM U COJepKAaHUEM MPAKTUKH.

3.4 KagpoBoe o0ecnieueHue npouecca yueOHoN NPaKTUKH

VYuyebHasg MpakTHKa MPOBOAUTCS MacTepaMy IPOU3BOACTBEHHOIO OOy4YeHHsI M IPEroAaBaTesIsIMU
JUCLUIUIAH TPO(ECCHOHATBHOTO UKJIA.
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4. KOHTPOJIb U OLIEHKA PE3YJbTATOB OCBOEHUS YUEBHOM ITPAKTUKH

HNnaexc
yii

Koz IIK, OK

OcHOBHBIE TOKA3ATEJIH OLEHKU
pe3yJabTara

®opMbI U METOABI
KOHTPOJISAA M OLIEHKH

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

OK 01.

- pacmo3HaeT 3ajady HW/Wium mpoodiemMy B
npodecCHOHATbHOM W/HIM  COLHAIBHOM
KOHTEKCTE, aHAJM3UPOBATh M BBLICIATH €€
COCTaBHBIC YaCTH

- ONpeAeNsieT JTambl PEUICHUS 3aJaud,
COCTAaBJISIET IUIaH JEHCTBHSI, PEaIH30BbIBACT
COCTaBJICHHBIN IUIaH, ompeaessier
HEOOXOMMBIE PECYpPCHI

- BIsBISIET M 3(pdexTuBHO  HIIeT
UH()OpPMAIIHIO, HEOOXOJUMYIO /TSI PEIICHHS
3a71auu W/ UITH TIPOOJIEMBI

- BIJIAJICCT aKTYaJIbHBIMH METOJJaMHU PaOOTHI
B IPO(heCCHOHANBHON M CMEXHBIX chepax

- OLCHMBACT pE3YJIbTaT M IOCIEICTBUS
CBOMX JEUCTBHH (CaMOCTOSITENBHO WIIU C
MIOMOUIbIO0 HACTABHUKA)

OK 02.

- ompenenser  3agadd  JUIi  [IOMCKa
UH(pOPMaIINH, TUIAHUPYET TPOLIECC TOUCKA,
BBIOUpAET  HEOOXOJUMBIC  HMCTOYHHKHU
uHpopmarun

- BBIIESICT Hawboyiee  3HAYMMOE B
nepeyHe MHPOPMAILUHU, CTPYKTYPUPYET
nojrydaeMyro  mHpopMaiuo, ohopMIIseT
pe3yJIbTaThl TOUCKA

- OICHMBAET MPAKTUYECCKYIO 3HAYUMOCTh
pe3yJIbTaTOB MMOKCKA

- TMPHUMEHSET CPeACTBa HHPOPMAITHOHHBIX
TEXHOJIOTUI TUTst pelieHus
npodeccuoHaNbHBIX 3aa4

- HCIOJIb3YET COBPEMEHHOE MPOrPaMMHOE
oOecrieueHne B npodeCCHOHATTLHOU
JCSITeTbHOCTH

- HCIOJIB3YeT  pas3iuuHbie  IH(POBBIC
cpescTBa JUTS peleHus
poeCCHOHATILHBIX 3a]1a4

OK 03.

- OmpeneinseT aKTyalbHOCTb HOPMAaTUBHO-
IIPaBOBOM JIOKYMEHTALUU B
npodeCCHOHATIBHOM 1eATeNbHOCTH

- TIPUMEHSET COBPEMEHHYI0O  HAy4YHYIO

HpO(I)eCCI/IOHaJ'ILHYIO TCPMHUHOJIOTUIO

- OmpenensieT W BBICTPAUBAET TPACKTOPUU

npogeccuoHaIbHOTO pa3BUTHUSA u
caMo00pa3oBaHMs

-  BBIABJIICT AOCTOMHCTBA MW HCEAOCTATKH

KOMMEPYECKOU UJIEH

- Omnpencirsict HWHBCCTUIIMOHHYTO

MPHUBJICKATEILHOCTh KOMMEPUYECKUX UICH B
pamMKax mpodecCHOHATBLHON JesTENHHOCTH,
BBISIBJISIET HCTOYHUKH (DMHAHCHPOBAHUS

- HabmoneHue 3a
JeSITeTbHOCTHIO
o0yJarmuxcs Ha
y4eOHOM MTPaKTHKE;

- OIICHKA BBIMIOJTHEHHBIX
y4eOHo-
IPOU3BOJICTBEHHBIX
pabor;

- nuddepeHupOBaHHBIHI
3ay4er.
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- TpPEe3eHTYyeT uaeu OTKPBITHS
COOCTBEHHOr0 Jena B MpOo(ecCHOHATbHOM
JESITEIbHOCTH

- OIpenensieT HCTOYHUKHU JOCTOBEPHOMI
paBoBOi MHGOpMaATUU

- COCTaBJSIET  pa3jIUYHbIE  IIPAaBOBBIE
JTIOKYMEHTBI

- HaXxOJWUT UHTEPECHbIE INPOEKTHBIE WJIEH,

rpaMOTHO ux dbopMynupoBaTh u
JIOKYMEHTHUPOBATh
- OLIEHUBaeT KHU3HECIIOCOOHOCTh

HpOGKTHOfI HUACHU, COCTABJIACT IJIaH IIPOCKTA

OK 04.

- OpPraHM30BBIBAaET pabOTy KOJIJIEKTHBA U
KOMaH/1bl

- B3aUMOJIEHCTBYET c KOJIJIETaMU,
PYKOBOJCTBOM,  KJIHMEHTaMH B  XOJe
poecCHOHANBHOM e TeNIbHOCTH

OK 05.

- TIPaMOTHO W3JlaraeT CBOM MBICIH U
odopmiiser JIOKYMEHTBI o
npoeCCUOHATLHON TEMaTHKE Ha
rOCyJIapCTBCHHOM SI3bIKE

- MPOSBISIET TOJICPAHTHOCTh B padoveM
KOJIJICKTHBE

OK 06.

- TIPOSIBISET IPaKJIaHCKO-
MATPUOTHIECKYIO TTO3UITUIO

- JIEMOHCTPHUPYET OCO3HAHHOE MOBEACHUE

- ONHCHIBacT 3HAYNMOCThH CBOCH
npodeccun

- TIpUMEHSET CTaHIaPTHI
AHTUKOPPYMIMOHHOTO MOBEICHUS

OK 07.

- COONOJJaeT  HOPMBI  DKOJIOTHYECKOU
0e3omacHOCTH

- OIpenenseT HaIpaBJICHUS
pecypcocOepexeHus B pamkax
MpOPECCHOHAIBHOW ~ JCSATENBHOCTH  TI0
npodeccun

- OpTraHU30BBIBAET podeCCHOHATILHYIO
JESTENIbHOCTh C COOJIOICHUEM MPHUHIIUIIOB
OepeXITMBOTO TPOU3BOCTBA

- OpraHu30BBIBAET pohecCHOHATBEHYIO
JIEeSATeNIbHOCTh C  y4eToM 3HaHuil 00
W3MEHEHUU  KJIMMATHYECKUX  YCJIOBUH
peruoHa

- 3¢ (deKTUBHO NEHCTBYET B UYpe3BbIUAHHBIX
CUTyallusIX

OK 08.

- HUCIOJIB3YET (GU3KYIBTYpHO-
O37I0POBUTEIBHYIO  JAESITENbHOCTh IS
YKpETUICHUs 3J10pOBBA, JOCTUKEHUS
KU3HEHHBIX U MPO(PECCUOHANBHBIX LieTeH

- IPUMEHSET  PALUOHAIBHBIE  MPUEMBI
JIBUTATEIIbHBIX byHKIMI B
npodecCHOHATIBLHOMN 1 TETbHOCTH
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- TIOJB3YeTCSl CPEeNCTBAMH TNPO(QHUIAKTHKH
MEPEHANPSHKCHUSI,  XapaKTepHBIMU IS
JaHHOM mpodeccun

OK 09.

- TIOHMMaeT  OOWMH  CMBICT  YETKO
MIPOU3HECEHHBIX BBICKA3bIBAHU I Ha
U3BECTHBIE TEMbl (MPOQeccCUOHANbHBIE U
OBITOBBIC), TTOHMMAET TEKCThI Ha 0a30BbIC
npodeccuoHanbHbIE TEMBI

- y4acTByeT B JHalliorax Ha 3HAKOMBIE
obmure 1 mpo¢eCCHOHAIBHBIE TEMBI

- CTPOWT IPOCTHIC BHICKA3BIBAHUS O cebe U
0 cBOel nmpodeccuoHaNbHON AeSITENFHOCTH

- KpaTKo 0OOCHOBBIBAET U OOBSICHSICT CBOU
JecTBHS (TEKYyIIMe U TIaHUPYEMBIE)

- TMIIET MPOCTHIC CBS3HBIC COOOIICHMS Ha
3HAKOMEBIE WA UHTEpECYIOIIne
npoecCHOoHaNbHBIE TEMBI

YII01

IIK 1.1

- HCIIOJIb3YET Cpe/icTBAa MH(POPMALIMOHHBIX U
KOMMYHHUKAIIHOHHBIX ~ TEXHOJOTMHA  JUIA
HOJIy4EeHHUs U Nepejaun HHPOpMaLny;

- BEACT W HCIOJNB3yeT B pabore 0Oa3y
KOHTAKTOB OpraHU3aluH;

- BelleT YUETHBIC PETUCTPAIIMOHHBIE (DOPMBI,
UCMONb3yeT UX Uil  MHPOPMALMOHHOM
paboThI 1 pabOTHI 11O KOHTPOJIIIO UCTIOTHEHHS
IIOPYYEHU;

- YCTaHaBJIMBAET " HIOJICPKUBACT
KOMMYHHMKAllMM B  TIpOLEcce  JeI0OBOTO
oO1IeHns C MIOMOIIIbIO CPEICTB
UHPOPMALIMOHHBIX M KOMMYHHMKAIIMOHHBIX
TEXHOJIOTHI;

- CIJIaXHMBAeT KOH(JIMKTHBIE M CIIOKHBIE
CUTYaIH MEXITMYHOCTHOTO
B3aMOJCHCTBUS;

- cOOMIOaeT CIy>KEOHBIN ITUKET;

- obecnieunBaer MH(OPMALMOHHYIO
0€301aCHOCTD JESTEIbHOCTH OPTaHU3aINH.

IIK 1.2

- BCTpEYaer IIOCETUTEIIEH, II0JIy4aeT
NEPBUYHYI0 HH(OpPMALMIO O MOCETUTEINSIX,
YCTaHABIMBAET MOPSAOK HpuéMa A
Pa3IMYHBIX KATETOPHUN ITOCETUTENEH;

- BeJIeT yYETHbIE PEruCTPaLlMOHHBIE (POPMBI
no mnpuéMmy mnocerutesned u  odopmiser

IIPOITYCK;
- BeeT TMpuéM, Mepenadyy M OTHPaBKY
JIOKYMEHTOB;

- OpraHU30BBIBAET u OpoHHUpYeT

NIEPETOBOPHBIE KOMHATBHI;
- cepBUpYeT 4YailHble (KOQeiiHble) CTOJIbI B
oduce;

- HaOJIroeHue 3a
JESATSIIEHOCTHIO
o0yJaromuxcs Ha
yueOHOI MPaKTUKE;

- OILICHKA BBITMIOJIHEHHBIX
yueOHO-
IIPOM3BOJICTBEHHBIX
pabor;

- nuddepeHIIPOBaHHBIN
3auer.
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- TpPUMEHSET B pabote cpencTBa
WH(OPMALIMOHHBIX M KOMMYHUKAIIHOHHBIX
TEXHOJIOTHI;

- IPUHUMAaeT MeEpbl MO0  COXPAHEHUIO
KOH(pUIEHIMANbHOM HHpOpMalUu B X0l
IpUEMa NOCETUTEIICH.

K 1.3

- BeIOMpaeT (OpMBI  IUIAHUPOBAHHUS U
obopMmIIeT IJIAHUPOBIIMK (OpraHaiizep)
PYKOBOJUTENS M CEKpETaps;

- YCTaHaBJIMBAeT LeH, orpezenser
MPHOPUTETHOCTH " 04epE&NHOCTh
BBITIOJIHEHHST ~ paboT u  3PPEeKTHBHO
pacmnpenensier paboyee Bpemsi;

- COIJIAaCOBBIBAET BCTPEUYH M MEPOIPUSITUS U
BHOCUT WH(OpPMAIMI0 B IUIAHUPOBIIUK
(opranaiizep);

- uHpOpMUpYET PYKOBOJUTENS 0
NpuOMKEHUM BPEMEHHW H  PErJIAMEHTE
3aMJIaHUPOBAHHBIX BCTPEY U MEPOIIPUSATHI;

- BBIOMpaeT ONTHUMAJIbHBIC CTIOCOOBI
BHEIIHET0 ¥ BHYTPEHHETO HHPOPMHUPOBAHUS
0 IJIAHUPYEMBIX MEPOTIPUSATHUSX;

- obecrieunBaer UH(OPMALIMOHHYIO
0€301acHOCTb JeSITeIbHOCTH OPTaHU3aIiH;

- TMpUMEHsEeT B pabote CpencTBa
WH()OPMAMOHHBIX W KOMMYHUKAIIHOHHBIX
TEXHOJIOTHM.

IIK 1.4

- cocTaBisieT U opopmiIgeT JOKYMEHTHI IS
JIEJIOBBIX TTOE3/0K;

- OCYILECTBIISIET TPEBEN-TIOIIEPKKY
JIEJIOBBIX TTOE3/0K;

- COIIaCOBBIBAET c MPUHUMAIOIIEH
CTOPOHOM MIPOTOKOJ TTAHUPYEMBIX
MEPONpUIATH U  (QOPMUPYET HpOrpammy
JIETTOBOM IIO€3/IKH;

- HCIIOJIb3YET CpeACTBa NH(OPMALIMOHHBIX U
KOMMYHHUKAIIUOHHBIX  TEXHOJOTHH IS
obecrieucHus B3aMMOJICHCTBHUS c
PYKOBOJMTEIIEM BO BpEMs €ro JeJI0BOU
MOE3IKH;

- obopMIIsIeT  OTYETHBIE JIOKYMEHTHI O
JICIIOBOM IIOE3/IKE.

IIK 1.5

- OpraHM30BBIBaE€T paboyee MeCTO B
COOTBETCTBUU C TPEOOBAHUSIMHU SPTOHOMUKHU
U KYJIBTYpPBI TPYIA;

- o0ecIieynBaeT pabouee MECTO 5
byHKIIMOHATBHOE pabouee MPOCTPAHCTBO
HEOOXOIMMBIMU cpeicTBaMu
OpTraHW3aIlMOHHOW TEXHHUKH, MeEOeNnpl0 u
KaHI_[eJ'ISIpCKI/IMI/I HpI/IHa)I.]'Ie)KHOCTHMI/I;
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- HOJJIEP’KUBAET CcpeacTBa
OpPTaHHW3aIMOHHON TEXHUKH B padoyem
COCTOSIHHUH.

IIK 1.6

- OPraHM30BBIBACT INPOLECC TOATOTOBKU H
poBe/IeHUE KOH(EPEHTHOTO MEpOIPHSITUS
WHIUBHIyaIbHO M B cocTaBe paboueit
TpYIIIbI;

- JIOKYMEHTHUPYET pasHble 3TaIbl
nporenypsl TOATOTOBKA M IPOBEACHUS
KOH(EpEeHTHOTO0 MEpPOIIPUSATHS;

- cobmogaer TUKET U OCHOBBI
MEKTYHApOAHOTO IPOTOKOIIA;

- OCYILIECTBIISIET coop, 00paboTKy
uH(pOpMAaIHH, CHCTEeMaTH3aINI0
MOJTy4aeMbIX U IepeJaBacMbIX JaHHBIX;

- OCYIIECTBISIET MPOBEPKY IOCTOBEPHOCTH,
HOJHOTHI ¥ HEMPOTUBOPEYMBOCTH JIAHHBIX,
UCKJIIOUEHHE TyOnrpoBaHUs MHPOPMALUY;

- TIpUMEHSET MH()OPMAIIMOHHO-
KOMMYHHKAITHOHHBIE TEXHOJIOTHH.

K 1.7

- COCTaBJISIET TPOEKTHl OpPraHU3AIMOHHBIX,
paclopsiAMTENbHBIX W HUH()OPMAIIMOHHO-
CIIPaBOYHBIX JOKYMEHTOB, B TOM YHCIIE

JOKYMEHTOB, COZIEepIKaIIUX
KOH(HICHIIMATBHYIO HH()OPMAIHIO;
- oopmisieT OpraHU3alMOHHO-

pacropsAaUTEIbHBIC JOKYMCHTBI (OPUTHHAIIBI
U KOTIHH);

- CKaHHpYyeT, KOMHPYEeT U KOHBEPTHPYET
JIOKYMEHTBI B pa3JInyHble POPMATHI;

- OCYWIECTBIISIET  TIPOBEPKY  IPOEKTOB
JIOKYMEHTOB Ha COOTBETCTBHE IpPaBHJIaM
JIeTIONIPOU3BO/ICTRA;

- IpUHUMAET ¥ MOPOBOJUT MEPBUYHYIO
00paboTKy BXOASIINUX TOKYMEHTOB;

- TIPOBOJIUT npeBapUTEIILHOE
paccMOTpeHHE BXOJSIIUX W BHYTPEHHUX
JIOKYMEHTOB;

- PErHCTPHUPYET BXOJSIINE, HCXOIAIINE WU
BHYTPEHHHUE IOKYMEHTHI;

- KOHTPOJIHPYET MapIIpyTU3ALUIO
JIOKYMEHTOTIOTOKOB B OpraHu3aIHH
(coriacoBaHue, MOJANUCAHKUE, YTBEPKICHHE,
perucTpaIysi, 03HaKOMJICHUE ¥ HCIIOJHEHHE
JIOKYMEHTOB);

- OCYIIECTBIISIET CPOKOBBIN KOHTPOJTb
UCTIOJTHEHUS IOKYMEHTOB;

- OCYUIECTBIISICT MOJITOTOBKY U OTIPABKY
UCXOJIAIINX JIOKYMEHTOB;

- COCTaBJsIeT OTYETHI W AHATMTUYECKHUE
CrpaBku 00 MCIIOJIHEHUH JOKYMEHTOB;
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- BeIeT MH()OPMAIIMOHHO-CIIPABOYHYIO
paboTy 1Mo TOKyMEHTaM;

- OCYILECTBIISICT pabOTy C OPraHU3alMOHHO-
pacHoOpSIIUTEIbHBIMU  JIOKYMCHTaMU B
ABTOMATHU3UPOBAHHBIX CHCTEMAX.

IIK 1.8

- obecrieunBaeT COXPaHHOCTh
NEPCOHATBHBIX JAHHBIX PAOOTHHUKOB;

- OpPraHM30BbIBAE€T JIOKyMEHTOOOOpOT IO
IIPEJICTaBICHUIO JOKYMEHTOB 110 IIEPCOHATY
B T'OCYJIAPCTBEHHBIE OPIaHbl;

- OpraHM30BBIBACT JIOKyMEHTOOOOpOT 10
yu4€Ty ¥ IBUKEHUIO PAOOTHHUKOB;

- BeJIET BOMHCKHI yu&€T pabOTHHUKOB;

- BeleT yuér pabouero BpPEMEHU
PabOTHHUKOB;

- odopmIsieT OpraHU3aIMOHHO-
pacropsauTeIbHbIE JOKYMEHTHI 110 JINYHOMY
COCTaBY;

- BEJIeT pEerucTpanuio, y4éT, onepaTUBHOE
XpaHEHHUE JOKYMEHTOB 110 INYHOMY COCTaBY;
- BeJIeT JOKYMEHTALHUIO, TIOATBEPKIAIOILYIO
CBEICHHUS O TPYIOBOW JAESITEIBHOCTH U
TPYAOBOM CTa)ke€ paOOTHHUKOB;

- (GopmupyeT TUYHBIE AeTa pabOTHUKOB;

- oopMIISET JieNa Mo JINYHOMY COCTaBY JJIs
nepejauy B apXyUB OpraHu3aluu;

- paboTaer CcO  CIEUUAIU3UPOBAHHBIMU
MH(OPMALIMOHHBIMU CUCTEMaMH UM 0Oazamu
JAHHBIX TI0 BEIEHUIO Y4€Ta U JBUKCHUIO
PabOTHHKOB.

K 1.9

- pa3pabaTbIBaeT HOMEHKJIATypy  Jel
OpraHu3aluy;

- IpoBepsieT NPaBUIBHOCTb O(OpMIIECHHUS
JOKYMCHTOB U OTMCTKHU 00 UX MCIOJHEHHH
nepea uX (GOPMHPOBAHUEM B €O JUIs
MOCIEAYIOLIET0 XpaHeHus; popMupyer aena,
KOHTPOJIUPYET IIPaBUJIBHOE u
CBOEBPEMEHHOE pacIpe/iesIeHUE U MOAIIUBKY
JIOKyMEHTOB B Jiela B COOTBETCTBUU C
HOMEHKJIATypOU JIET;

- IIPOBEPSIET CPOKU XPaHEHMs TOKYMEHTOB,
COCTaBJISieT MPOTOKOJ PabOThl SKCIEPTHOU
KOMHUCCHUHM 10 MOJAIOTOBKE JIOKYMEHTOB K
nepesave B apXus;

- COCTaBIs€T AaKT O  BBUICIEHUM K
YHUYTOKCHUIO AOKYMCHTOB, HE
MOJJIEKALUX XPAHEHUIO;

- COCTaBisieT akT 00  YHUYTOXEHUH
JIOKYMEHTOB;

- OCYIIECTBIISIET TMOJIHOE WJIM YacTHYHOE
odopmiieHHe J1es1 BpeMEHHOT0, TOCTOSIHHOTO,
JIOJITOBPEMEHHOT'O CPOKOB XPaHEHUS;
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- COCTaBJISIET ONHWCU €1 CTPYKTYPHBIX
MoApa3IeICHUI HOCTOSIHHOTO,
JIOJITOBPEMEHHOT'O CPOKOB XpaHEHMS ISl
repesayu Aei B apXuB OpraHu3aluu;

- MPUMEHSET nH(pOpMaIMOHHO-
KOMMYHUKAUMOHHBIE  TE€XHOJOTHH  MPHU
paboTe ¢ JOKyMEHTaMH.

VII102.01

IIK 2.1

- paboraer c
MOIpa3/IeICHUSIMHU/OpTraHU3aIMU
UCTOYHHUKAMHU KOMIUIEKTOBAHMSI apXHUBa;

- IPUHUMAET apXMUBHbIE JieNa (JIOKYMEHTBHI)
Ha [IOCTOSIHHOE WM  JIOJIFOBPEMEHHOE
XpaHEHHUE;

- y4acTByeT B IPOBEICHUM HKCIEPTH3bI
[HEHHOCTH pa3JIMYHBIX TUIOB W BHJOB
JIOKYMEHTOB B COOTBETCTBUH C BHYTPEHHUMU
periiaMeHTaMy OpraHu3aluiy;

- IpUMEHseT B pabdoTe pEeKOMEHJAINU
HKCIEPTHO-TIPOBEPOYHONH  KOMHUCCUU  WJIH
AKCIIEPTHON KOMHCCUU OpraHU3aliy;

- IPUMEHSIET MEePEeYHU C YKa3aHHEM CPOKOB
XpaHeHus Ael (I0OKyMEHTOB);

- cO0JII0Z]aeT HOPMATHUBHBIE CPOKU XPAaHEHHUS
Jel (J0KyMEHTOB);

- BeleT Y4€T MCTOYHMKOB KOMIUIEKTOBAHHUS
apXuBa;

- HCIIOJIb3YET IePeOBOIl OTEUECTBEHHBIN U
3apyOeXHBI ONBIT MO KOMILJIEKTOBAaHUIO
apxuBa nenamu (ToxyMeHTaMn)
MIOCTOSTHHOTO U JIOJITOBPEMEHHOT0 XpaHEHMUS;
- UCTIOJIB3YET COBPEMEHHBIE
aBTOMATU3UPOBAaHHbIE, NHPOPMAI[MOHHbIE U
TEJIEKOMMYHUKALIMOHHBIE TEXHOJIOTUU
JIOKYMEHTUPOBAHHBIX c(hep AeqaTeIbHOCTU
OpraHM3aluH.

[IK 2.2

- MOJb3yeTcsd YYETHBIMH JIOKYMEHTAMU B
paMKax 3JIEKTPOHHBIX HHGOPMAIMOHHBIX
CUCTEM JIOKYMEHTHPOBAHHBIX coep
JESATEIIBHOCTH OpraHu3aluy;

- TIOJIB3YETCs cepTu(UINPOBAHHBIMU
ABTOMATH3UPOBAHHBIMU crUcTeMaMH
JIOKYMEHTUPOBAHHBIX cdep esATeIbHOCTH
OpraHM3alMy Mo Y4€Ty, perucTpaiui,
KOHTPOJIIO J1e7T (JIOKYMEHTOB);

- MOJb3yeTcs MHGOPMAIMOHHO-
CIIPaBOYHBIMU CUCTEMaMHU
JOKYMEHTHUPOBAaHHBIX cep AeaTenbHOCTH
OpraHu3aluy;

- BEIET CIIPaBOYHO-IIOMCKOBBIE CPENCTBA K
apXUBHBIM JieJaM (JOKYMEHTaM);

- BeJeT Y4ET CTpaxoBOro (poHJIa apXMBHBIX
nien (TOKYMEHTOB);

- HaOJIroeHue 3a
JEATENLHOCTBIO
oOydJaronmxcs Ha

y4eOHOIl paKTHKe;

- OLICHKA BBINOJHECHHBIX
yuebHo-
IPOU3BO/ICTBEHHBIX
pabor;

- mudepeHITPOBaHHBIN
3ayer.
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- HOPUMCHACT HOPMATUBHBIC IIPABOBBIC aKTHI,

JIOKAJIbHBIE HOPMaTHBHBIC AKThI
OpraHW3aIui U METOINICCKHE TOKYMEHTHI B
oOnactu yuéTa aApPXUBHBIX nen
(TOKYMEHTOB);

- BHOCHT MIPEIIOKCHUS o
COBEPIIICHCTBOBAHHUIO METOAUYECKOTO

obecrieueHust  y4éra  pa3HbIX  BHJIOB
JIOKYMEHTOB B JIOKyMEHTHPOBAHHBIX chepax
ACATCIIBHOCTH OPraHu3aluu.

K 2.3

- CUCTEMaTHU3HPYET Jiela (JOKYMEHTHI);

- pa3MelnaeT apxuBHbIE Jena (JOKYMEHTHI)
Ha MeCTax XpaHEHHUs B COOTBETCTBUHU C
HOPMAaTUBHBIMU TpPEOOBaHUSMHU B 0O0JIACTH
apXUBHOT'O nena U yIpaBICHUS
JIOKyMEHTaMU;

- cobmonaer HOpMAaTHBHbIE PEKUMBI
XpaHEHUsl apXMUBHBIX /€] (JIOKYMEHTOB) Ha
JHOOBIX HOCUTEIISX;

- IPOBOJUT TPOBEPKY IIOJHOTHI COCTaBa
apXUBHBIX  JIOKYMEHTOB B  €IMHMLAX
XpaHEHUs;

- IPOBOAMUT  OINHCAaHME AaPXUBHBIX [l
(IOKyMEHTOB);

- COCTaBJIsIeT CIPaBOYHO-TIOUCKOBBIE
CPEJICTBA K apXUBHBIM JielaM (JOKYMEHTaMm);
- BeJleT Y4ET U KOHTPOJIb BbIIaYM apXHUBHBIX
Jen (IOKYMEHTOB) U3 apXWBOXPAHWIWIA U
UX BO3BpATa;

- BEJET YY€T W KOHTPOJIb TE€peladd Aen
(ITOKyMEHTOB) B
roCy/1apCTBEHHBI/MYHUIIUNIAIIBHBIN ~ apXuB
WIM Ha MHOE BHEILIHEE XPAHEHUE U Npuéma
JIeJ1 C BHEIIHETO XPaHEHUs;

- TIPOBOJUT MOJINCTHYIO IIPOBEPKY
(PUBUYECKOTO COCTOSIHUS J1eTT (JIOKYMEHTOB);
- pa3biCKMBaeT  HEOOHapyKEHHble  Jena
(TOKyMEHTHI);

- 3aIMIIaeT WHGOPMALMOHHBIE PECypCh
apXuBa OT HECAaHKIIMOHUPOBAHHOI'O JOCTYIIA.

[IK 2.4

- OPraHU30BBIBAECT u obecrnieunBaeT
XpaHeHHe Jnen (JIOKYMEHTOB) BPEMEHHOTO
XpaHEHMs OPraHU3aluu B TPAAUIIMOHHOM U B
AIIEKTPOHHOM BH/IE;

- KOHTPOJHMPYET pa3pabOTKy CTPYKTYPHBIMH
MOApAa3ICCHUSIMA  ONMHUCEH H aKTOB O
BBIJICIICHUH Ha  YHUYTOXEHUE  JIeN
(TOKYMEHTOB) BpPEMEHHOTO XpaHCHHS B
TPAAUIMOHHOM U B 3JIEKTPOHHOM BUJE;

- (opmupyer €TUHUIIBI XpaHEeHUs
JOKYMEHTOB Uil ~MX  HOCIEIYIOIIEro
pa3MeIeHUsI B apXHUBE OPraHU3aIlnu;




120

- COCTaBIISIET CIPaBOYHO-TIOUCKOBBIE
Cpe/ICTBa K apXUBHBIM JIeaM (JIOKYMEHTaM);
- OCYIIECTBIISIET TMOUCK JAeN (IOKYMEHTOB)
BPEMEHHOI'O XpaHEHHS B MpoLecce UuX
XPaHEHUs B CTPYKTYPHBIX MOAPA3JICICHUSX U
apXHBE OpraHU3allNy;

- OCYIIECTBISIET METOAMYECKOE
PYKOBOJICTBO OpTraHHM3aIlMei XpaHCHUs el
(TOKYMEHTOB) B CTPYKTYPHBIX

MOJPa3ICIEHUSIX OPraHU3aIIH;
- OKa3bIBaeT CTPYKTYPHBIM ITO/Ipa3ACICHUIM
MPAKTUYECKYI0 TOMOINb B OpraHU3alud
XpaHeHus Ael (I0KyMEHTOB);

- paspabaTbIBacT CIIPaBOYHO-
UH(GOPMALIMOHHBIE JIOKYMEHTBI 1o
OpraHu3aIuu HCIIOJIb30BaHUS nen

(IOKyMEHTOB) BPEMEHHOI'O XPAaHEHUS B
CTPYKTYPHBIX TIOJPA3ICICHUSAX W apXUBE
OpraHu3aIy;

- TPOBOAMT OJKCIEPTH3Y IICHHOCTH JIeN
(IOKyMEHTOB) ~ BPEMEHHOTO  XpaHEHUS,
MePEIaHHBIX B apXUB;

- ompefenseT  CPOKH  XpaHEHHs]  Jen
(IOKYMEHTOB) BPEMEHHOTO XPaHCHHS;

- o0OecrieunBaeT 3alUTy Jel (JOKYMEHTOB)
BPEMCHHOT'O XpaHEHUS B OpraHU3aldd OT
HECAaHKIMOHUPOBAHHOTO  JOCTyNa WU
VHHUYTOKCHUS;

- TPOBOAMT (PU3MUYECKOE YHUUTOKEHUE e
(IOKYMEHTOB) BPEMEHHOTO XpaHEHUs C
UCTEKIIMMH CPOKAaMHM XpaHEHHsS IOclie
COTJIACOBAHUS co CTPYKTYPHBIMH
MOIpa3/IeIeHUsIMUA OpTaHU3aIIH;

- odpopmiisieT  y4E€THBIE JOKYMEHTBI 00
YHUYTOXKEHUU aen (TOKyMEHTOB)
BPEMCHHOTO  XpaHEHWS C  HMCTEKIIUMHU
CpOKaMH  XpaHEHHS  COBMECTHO  CO
CTPYKTYPHBIMH 0Ipa3/IeIICHUSIMU
OpraHu3aIuu

K 2.5

- CUCTEMaTU3HUpPYeT U 0000IIaeT CBEACHUS O
COCTaBe U COACPNKAHWHM AapPXUBHBIX el

(TOKyMEHTOB);
- HCTIOJIb3YEeT MHGOPMAaIMOHHbIE
TEXHOJIOTUH B 00JIACTH CO3/IaHMS CIIPABOYHO-
MOUCKOBBIX CpeACTB apxuBa u
JOKYMEHTHPOBAaHHBIX c(hep IesITeTbHOCTH
OpraHu3aIuy;

- (hopMHUpPYET OCHOBHBIE U BCIIOMOTATEIHHBIC
BU/IBI apXMUBHBIX CIOPaBOYHUKOB B
ANIEKTPOHHOU (hopMmeE;
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- IOJIrOTaBJINBAET nH(OPMaLIMOHHBIE
JOKYMEHTBI IO 3ampocaMm IMOoJib30BaTesei
Pa3IMYHbIX KaTErOpHii.

VI103.01 IK 3.1 - pa3MeniaeT apXuBHBIE JeNa (JIOKYMEHTHI) Ha | - HaOJI0ICHHE 3a
MeCTaX XpaHEHUS B  COOTBETCTBUU C | JESATEIILHOCTBIO
HOPMAaTUBHBIMU TpeOOBaHUSAMHU B O0JIACTH | OOyUYaAIOLIUXCS Ha
ApXMBHOTO JI€J1a U YIPABJICHUS IOKYMEHTAMHU. | yueOHOU MPaKTUKE;

IIK 3.2 - MPOBOAMUT MPOBEPKY IOJHOTHl COCTaBa | - OLEHKA BBIIOJHEHHBIX
ApXMBHBIX  JIOKYMEHTOB B  CIMHHUIAX | y4e€OHO-
XpaHEeHUsI. IPOM3BOJICTBEHHBIX
[IK 3.3 - BEJET y4eT W KOHTPOJIb BbIIaYH apXMBHBIX | padoT;
nei (IOKYMEHTOB) U3 apXMBOXPAHUIMINA M UX | - AM(p(EpeHInpOBaHHbIHA
BO3BpaTa 3ayer.
[IK 3.4 - HCIOJIB3YeT MHPOPMALIMOHHBIC TEXHOIOTHU
B 00JIaCTH CO3/JaHUsl CIPABOYHO- TOMCKOBBIX
CPEZCTB apXUBa U JOKYMEHTHPOBAaHHBIX cep
JIeSITeIbHOCTH OPraHU3alIH
K 3.5 - OpraHM30BbIBAET U 00ECIIEUNBACT XPAHEHUE
Jen  (IOKYMEHTOB) BpPEMEHHOI'O XpaHEHUs
OpraHu3alMd B  TPaJULIUOHHOM U B
JIEKTPOHHOM BHJIE 3HAHMUSI.

VII104.01 K 4.1 - TIOJIB3YETCs aBTOMATHU3UPOBAaHHBIMU | - HAONIOACHHE 3a
CHUCTEMAMHM y4Y€Ta, PETHCTPALH, KOHTPOJIS U | JESATEIBHOCTBIO
MH(OPMALIMOHHO-CIIPABOYHBIMU ~ CHCTEMaMH | 00yJaromuxcs Ha

npu paboTe ¢ JOKYMEHTaMHU OpraHu3aluy;

- IpUMEHSET COBpEMEHHBIE
UH(POPMALMOHHO-KOMMYHUKALIMOHHBIE
TEXHOJIOTUH JJIs1 pabOThl C JTIOKYMEHTaMH, B
TOM 4YMCIE€ Ui €€ ONTUMHU3ALHUUA U
NOBBIICHUS 3(PPEKTUBHOCTH.

yueOHOIl paKkTHKe;

- OLICHKA BBIMOJHEHHBIX
y4eOHo-
TPOU3BOICTBEHHBIX
pabor;

- muddepeHIIMPOBaHHBIMN
3a4er.
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MNPUJIO)K