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1. TIlacnmopt padoueii nporpaMMbl NPOU3BOACTBEHHON NMPaAKTHKH

1.1. MecTo NpOU3BOACTBEHHOI MPAKTUKH B CTPYKTYpe NpodeccHoHATLHOT0 MOTYJIA

Pabouas nporpamma npou3BOACTBEHHOM MPAKTUKH SBIISETCS YaCThIO paboueit mporpaMMbl
B YaCTH OCBOCHHS OCHOBHBIX BUIOB MPO(PECCHOHATIBHON AEATENHPHOCTH MPOPECCHOHATBHOTO
moayist [IM.02 «JlokymeHTHpOBaHME U OpraHu3aIllMoHHas 00paboTKa JOKYMEHTOR)Y, UMEIOIIAs
OTIpe/IeNEHHYIO JIOTHYECKYIO 3aBEpIIEHHOCTh IO OTHOIICHHWIO K pe3ysbTaraM o0pa3oBaHMs,
3aganabiM OI'OC mo mpodeccun 46.01.03 «/lemonmpon3BoanTenby, U MpeaIHa3HAUYCHHAS IS
OCBOEHHUS TPO(HECCHOHANBHBIX M OOIIMX KOMITETEHI[UH, TPAKTUYECKOT0 OIBITA B pAMKaX Kax10T0
BUJIa TpodeccoHaNbHON AearenbHocTH. [Ipon3BoCcTBeHHAS TPaKTHKA SBJISETCS 0053aTeIbHBIM
paznenom IIIIKPC u mpexacraBisier co0oil BUJ MPAKTHUYECKUX 3aHATHM, 00€CIeurBarOIINX
MPaKTUKOOPUEHTHUPOBAHHYIO MOATOTOBKY 00YYarOIIXCSL.

1.2. IleJu NMpou3BOACTBEHHON NMPAKTHKH

dopMupoBaHue y O0OyYarOmUXCcs NPOGHECCHOHANBHBIX KOMIIETCHIIUNH B YCIOBHUSIX
peanbHOr0 MPOU3BOJICTBA.

CoBepIlIeHCTBOBaHUE y CTYJIEHTOB MPOPECCHOHATbHBIX YMEHUM U HAaBBIKOB,
3aKpEIUICHUE, PACIIUPEHUE U CUCTEMATU3ALMIO0 3HAHUN HAa OCHOBE M3YUYCHUS JAEATEIBHOCTH
KOHKPETHOT'O  TPEANPHUATHS,  NPUOOPETEeHHWE  MPAKTHYECKOTO  OMbITa,  Pa3BUTHE
Mpo(eCcCHOHANBHOTO0 MBIIUICHUS, IPUBUTHE YMEHUM OPraHU3aTOPCKOM JEeSITeIbHOCTH B

YCHOBHUSX TPYJAOBOr'O KOJUIEKTHBA.

1.3 TpeOoBaHus K pe3yJibTaTaM NPOM3BOJICTBEHHOH NPAKTHKH.

B pesynbrare mpoxoxaeHusI Mpou3BOACTBEHHOM MpakTUkH 1o [IM. 02 «J/lokymMeHTHupoBaHue 1
OpraHu3aloHHAas 00paboTKa TOKYMEHTOB» 00YYarOIIUICs JOMKEH

HMeTh NMPaKTUYeCKHii ONbIT:

- TOKyMEHTHPOBAHUS U JIOKYMEHTAIIMOHHOW 00pabOTKH JOKYMEHTOB KaHIIEJIIPUHU (apXHBa);
yMeTh:

- IPOBEPATH MPABUIBHOCTH O(DOPMIICHUS IOKYMEHTOB;

- CUCTEMaTU3UPOBATh U XPAHUTH JOKYMEHTHI TEKYIIET0 apX1Ba;

- (hopMupOBaTh CIIPABOYHBIN ammapar, 00eCcreYnBaOINi OBICTPBINM TOUCK JOKYMEHTOB;

- OCYIIECTBJISITh SKCIEPTU3Y JOKYMEHTOB, TOTOBUTH U MEPeAaBaTh JOKYMEHTAIBHBIC MaTEPUAIIbI
Ha XpaHEHUE B apXUB;

3HATh:

- OCHOBHBI€ NTOJI0KEeHUSI EAMHOM roCy 1apCTBEHHON CUCTEMBI JIETTONPOU3BOJICTBRA;

- BUIbI, QYHKIIUH JOKYMEHTOB, IPaBUJIa UX COCTABJICHUS U OPOPMIICHUS,

- IOPSIIOK TOKYMEHTUPOBAHU S WH(POPMAITMOHHO-CITPABOYHBIX MATEPHAJIOB.

DopMBbI IPOBEICHUs NPOU3BOACTBEHHON NPAKTUKU:
[IpakTrueckue 3aHITHS Ha TPEANPUATUN

1.3.  MecTto u Bpemsi IpoBeIeHUs] MPOU3BOICTBEHHON NMPAKTUKMH:
Ha npennpustusix ropoja, mo TpyJA0OBOMY PacHOpPSIKY MpEeArpusdTus, Ho He Oonee 36 yacoB B
HeJIeIo.

1.4. Kommnerenuuu oOyuawomerocs, ¢opmupyemble B pe3yjbTare MNPOXO0XKACHUS
npousBoacTBeHHol npaktuku [111.02.01
IIM. 02 «/loxymMeHTHpOBaHHE U OpraHu3alMOHHas 00paboTKa TOKYMEHTOBY



B pesynbprare npoxokaeHHsl TaHHOW IPOU3BOACTBEHHOH NPAKTUKHM OOydyaromuiics AOJKEH
npuOOpecTH ClIeAyIOIME NPAKTHUYECKWE HAaBBIKM, yYMEHHUs, oO0mue MU MpodeccruoHanbsHbe
KOMITIETEHLIUH |

B pesynbrate ocBOoeHUs ydeOHON TUCIUIIIIMHBI 00ydaroMics JOIKEH BIaIeTh 00MMHU

KOMIIEeTeHIHSIMH:
OK 1. [ToHuMath CyltHOCTh ¥ COLIMANIBHYIO 3HAYMMOCTh Oy ny1eii mpodeccuu, MposBJIATh K Hel
YCTONYMBBIA HHTEPEC.
OK 2. Opranu3oBbIBaTh COOCTBEHHYIO IESTENbHOCTb, HMCXOJS M3 LIETM MU CHocoOOB ee
JOCTUKEHUS, OTIPEIENIEHHBIX PYKOBOAUTENIEM.
OK 3. Ananu3upoBarh pabouyro CUTYaIMI0, OCYILECTBIIATh TEKYLUI 1 UTOIOBBIN KOHTPOJIb,
OLIEHKY U KOPPEKLNIO COOCTBEHHOM JESTEIbHOCTH, HECTU OTBETCTBEHHOCTh 3@ PE3YJIbTAThl CBOEH
paboTHI.
OK 4. OcymiecTBiATh MOMCK MH(popMaLu, HE00X0IUMOH U1t 3PPEKTUBHOTO BHITOIHEHUS
npodeccuoHaIbHBIX 3a/1a4.
OK 5. Ucnonb3oBaTh HHPOPMALIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUH B TPO(ecCHOHaIbHOM
JESTETBbHOCTH.
OK 6. Paborats B koMaHze, 3pHeKTHBHO 00IIaThCS € KOJUIETaMH, PyKOBOJICTBOM, KIIHEHTaMHU.
OK 7. UcnioaHATh BOUHCKYIO 00S3aHHOCTD, B TOM YK CJIE C TPUMEHEHHUEM MTOTyUYEeHHBIX
npogecCuOHaNBHBIX 3HAHUH (JUTS FOHOLIEH ).

B pesynbrare ocBoeHHst y4eOHOW AMCIUIUIMHBI OOYyYarOUIMCA JIOJDKEH BIAACTh
npodeccuoHaIbHBIMH KOMIICTCHIUSI MU

IIK 2.1. ®opmupoBars aena.

[1K 2.2. ObecnieunBath OBICTPBIN MOKUCK JOKYMEHTOB M0 HAYYHO-CIIPABOYHOMY armapary

(kapTOoTEeKaM) OpraHH3aIluH.

ITIK 2.3. CucremaTu3upoBaTh U XpaHUTh JOKYMEHTHI TEKYILETO apXUBa.

[TK 2.4. ObecnieunBaTh COXpaHHOCTD MPOXOAIICH CITyKEOHON TOKYMEHTAIIHH.

[IK 2.5. 'oToBUTH U mepeaBaTh JOKYMEHTHI HA apXUBHOE XpaHECHUE.

[1K 2.6. O6ecnieunBaTh COXpaHHOCTb APXUBHBIX JOKYMEHTOB B OPTraHU3aLUH.
1.6 ®opMBbI KOHTPOJISI
ITpou3BoacTBeHHas TpaKTUKA - U (pdepeHInpOBaHHBIN 3a4eT.

1.7 Kosin4ecTBO 4ac0B HA 0CBOEHHE MPOTPaMMBbI NMPOU3BOJACTBEHHON NMPAKTUKH.

Bcero B pamkax ocBoenust [IM.02 «JlokyMeHTHpOBaHHE M OpraHU3aIMOHHAsI 00paboTKa
JOKYMEHTOBY ITPOU3BOICTBeHHAs MpakTuka - 360 uacos (10 Hemensp).



2. TIlpomssoacrBennasi mpaktuka [II1.02.01 mo mpodeccuonaabHomMy moayaw ITM.02
«/lokymeHTHpOBaHHE ¥ OPraHU3ANMOHHASL 00pPa0OTKA T0KYMEHTOB»

2.1 Pe3yabTaThl 0CBOEHHS MPOTPaMMBbI MPOU3BOACTBEHHOI MPAKTUKH.
Pe3ynpTaToM 0CBOEHUS MPOTPaMMBI MPOU3BOJACTBEHHON MPAKTUKU SBISIIOTCS

copmupoBaHHbIE TPOGECCHOHANIBHBIC KOMIICTCHIINU:

Koppr HaumenoBanus pa3znenos [Mpoussoacr| Cpoku
npodeccuoHaNbHbIX POQPECCHOHATBHOTO MOLYJIS - BEHHast MPOBEJIEH
KOMIIETEHI U MPAKTHKA, ust

4acoB
OK1-7;11K2.1-2.6 | IIII. 02.01 360 6
CeMECTP.
HTtoro 360




2.2 TeMaTH4yecKHii IUIAH MPOU3BOJACTBEHHOI MPAKTHKH

Kon Koa n KosmuecTBo HaumeHoBaHue TeM NPOU3BOJACTBEHHON NMPAKTHKHU KounuyecTBo yacoB no
IIK HAaHMEHOBaHHe 4acoB I10 TeMaM
npogeccuonaasnoro | I
MOYJIst
MK 2.1 | [IM. 02 360 Pa3nen 1. Oco0eHHOCTH OpraHu3anUy apXUBHOIO JeJ1a Ha 18
-26 JIOKyMEHTHPOBAHHE H npeanpuATHH.
OpraHM3allMOHHAA Tema 1.1. MHCTpyKTaX [10 OXpaHe TPyJa U TEXHUKE
obpadoTKa Oe30macHOCTH Ha pabodyeM Mecte. M3ydeHne JTOKaIbHBIX aKTOB
AOKYMCHTOB OpraHM3alliu.
Tema 1.2. XpaHeHHE U y4YeT apXUBHBIX JIOKyMEHTOB 90
Tema 1.3. KommiekToBaHuE apXUBOB apXHUBHBIMHU JJIOKyMEHTaM 78
Tema 1.4. JlocTyn K apXMBHBIM JOKYMEHTAM M MX HUCIIOJIb30BaHue | 84
Tema 1.5. ApXMBBI JOKYMEHTOB I10 JINYHOMY COCTaBy 90

360




2.3 Coaepsxkanue nNpou3BOACTBEHHON NMPAaKTHKH

Cucremarusanus M XpaHEHHE JOKYMEHTOB TeKyllero apxuBa. Pabora c¢
KapToTekoi  mpeanpustus.  OpraHus3anus  COXPaHHOCTH  CITy:K€OHOH
JnokyMeHTanuu. Pabota ¢ perucrpannonasiMu popmamu. @opmupoBanue GoHa.

OmnpeneneHue XpOHOJIOTHUECKUX TpaHuIl TOKyMeHTOB. CucTemMaTu3auus el B

®opvmupyem | HaumeHoBanue Tem npaktuku | Buasl pador Oobem
ble 4yacoB
KOMIIeTeHIIMH
OK1-7. Tema 1.1. UHCTpYKTaX 11O Conep:xkanune 18
IIK 2.1-2.6 | oxpaHe Tpyla ¥ TEXHUKE O3HakoMyIeHHE C 000py10BaHUEM, pabounMu MecTaMu. THCTpyKTax Ha paboyeM
Oe3omacHOCTH Ha pabouem MecTe 1o 0e30MacHOCTH TpyJa B COOTBETCTBUHU C MPOTPAMMON HMHCTPYKTaXka,
MecTe. M3ydeHune ToKaIbHbIX JeicTBytomIel B opranu3anuu. JXypHan HHCTpyKTaxei Ha pabodyeM MecTe Mo
dKTOB OPTaHM3alNH. oxpane TpyJa. M3ydyeHue JIOKaabHbIX aKTOB OpTraHU3allUuM: YCTaB, KOJUICKTUBHBIN
JIOTOBOp,  TOJIO)KEHWEe 00  apXWBe OpraHu3alud, HWHCTPYKIHUS IO
JIEIIONPOU3BO/ICTBY, JIOJDKHOCTHBIE HWHCTPYKI[MU apXuBapuyca, CeKpeTaps,
neronpou3BoanuTens u mp. OnpeneneHue CTPyKTyphl B OpraHU3auy apXUBHOTO
(boH1a TpenpUATHS/OpraHNu3aAl N
OK1-7. Tema 1.2. XpaHeHue n yder Conep:xkanne 90
IIK 2.1-2.6 apXUBHBIX JOKYMEHTOB 3HakomcTBO ¢ cucteMoit CIIC opranuzanuu. Homenkmnarypa nen opranu3aium.




npezaenax apxupa. Opranu3aius XpaHeHHs JOKyMEHTOB TEKYIIIEr0 apXuBa.

OK1-7. Tema 1.3. KomiiekTtoBaHue Copepxanne 78
IIK 2.1-2.6 | apxBOB apXUBHBIMHU N3yyeHue yueTHbIX TOKYMEHTOB apXxuBa opranuszanuu. OpopmiieHue 3arojioBKOB
JIOKYMEHTaM Jlell U OIIpelelIeHUEe CpPOKOB UX XpaHeHus. @opmupoBanue zaen. [Iposepka
IPaBUIBHOCTH O(OPMIICHUS TOKYMEHTOB M OTMETKM 00 MX HCIOJHEHUHU s
dopmupoBanus B 1es0. OCyIIECTBICHHE SKCIIEPTU3bI LIEHHOCTH JTOKYMEHTOB I
nepegayd B apxuB opraHusauuu. lloaroroBka nen Kk Iepenadye B apXuB
opranuzanuu (opopmiieHHE JeT MOCTOSIHHOTO CpoKa XpaHeHus). Perucrparms
MOCTYMNAIIUX U BBIAHHBIX JI€]I B apXUBE.
OK1-7. Tema 1.4. loctyn k apxuBHbiM | Copaep:xxaHue 84
MK 2.1-2.6 NOKYMEHTaM 1 X W3yynuTe npaBuia J0CTyna K AapXMBHBIM JOKYMEHTaM Ha IPEANPUSTUH.
HUCIIOJIb30BAHUC Hcnonb30oBaHue apXMBHBIX JOKYMEHTOB. BbINoiHEHME yueTa W aHalIM3a
WCIOJIB30BAHMSI  APXUBHBIX  JOKYMEHTOB. AHaiu3 3(PQPEKTUBHOCTH U
MHTCHCUBHOCTH HCIIOJb30BAHUS apXUBHBIX JOKYMEHTOB. [3yyeHue pasinuHbIX
BUJIOB 3allpOCOB, MOPSAOK O(GOpMICHHS OTBETOB Ha 3ampocbl. CocTaBiieHHE
apXUBHBIX CIIPABOK, KOIIUH, BBIIIUCOK.
OK1-7. Tema 1.5. ApxuBsl fokyMeHTOB | Comep:kaHue 90
IIK 2.1 -2.6 | 10 TMYHOMY COCTaBYy 3HAaKOMCTBO C MPOLEAYpPOH apXMBaLMM JOKYMEHTOB IO JIMYHOMY COCTaBy B

OopraHu3anuu. HOpﬂI{OK nepeaayn KaaApoBbIX TOKYMEHTOB Ha XpaHCHUC B apXHUB
opraHu3anuu. HOI[FOTOBKaI/I nepcaada A€ Ha XpaHCHHEC B apXUB. Bbmaqa €71 BO

BpPEMCHHOC TIIOJIB30BAHUC, APXHUBHBIX KOHHﬁ, APXUBHBIX BBIITUCOK, ITOPAOOK




BbIJa4u APXUBHBIX CITpaBOK.

HH(bOpMaLII/IOHHBIMH KapTOTCKaMHU.

PabGora

C

KaJapOBbIMU

CIIPaBOYHO-

UTOro

360




3. YCJOBUS PEAJIM3AIIMUA PABOYEN ITPOTPAMMBI ITPOU3BOJICTBEHHOM
INPAKTUKHA

[IpakTika mo mpoduito npodeccun HarparieHa Ha (GOPMHUPOBAHHE Y OOYUAIOLIETOCS
o0mux U TOpodecCHOHATBHBIX KOMIIETEHIIMH, NPUOOpETeHHE MPaKTHYECKOTO ONbITa U
peanusyercss B pamkax mnpodeccrnonanbHbix Momyser OITOIT CITO mo kaxmaoMy W3 BHUIIOB
npodeccuoHanbHOW  JesitenbHOCTH, TnpeaycMoTpeHHbIx PI'OC  CIIO mno  mpodeccun.
[Ipou3BoacTBEHHAs paKTUKa IPOBOJUTCS B OPraHU3aLUsAX HA OCHOBE IOTOBO POB, 3aKIF0YAEMbIX
MEXy TEXHUKYMOM U OpraHU3alUSIMH.

Opranuzanuio 1 pyKOBOJCTBO IIPOU3BOACTBEHHOM MPAKTUKON OCYILIECTBIIAIOT MacTepa
IPOM3BOJICTBEHHOIO0 OOy4YeHHS TEXHUKyMa M PYKOBOJIUTENIM MPAKTUKA OT OpraHU3aIUH.
TexHukyM:

-pa3pabaTbIBaeT U COTJIACOBBIBAET C OPTaHU3AMSIMU IPOTPaMMBbI TPAKTUKH, COAECPKAHUE
U NIJITAHUPYEMBIE Pe3yJIbTaThl IPAKTHKH;

-KOHTPOJINPYET pEAIN3aLUI0 IPOrPaMMBbl IPAKTUKHU U YCJIIOBUS IPOBEIEHUS MPAKTUKU
OpraHu3alMsIMH, B TOM 4Kciie TpeOOBaHUs OXpaHbl Tpy/a, O€30MaCHOCTH KU3HEAEATEIbHOCTH U
M0’KapHOM 6€30I1aCHOCTH B COOTBETCTBUH C MPABUJIAMHU M HOPMaMU, B TOM UHCJIE OTPACIEBBIMU;

- ompenenser COBMECTHO C OpraHM3alMsIMU MPOLEAYpy OLEHKH OoOmux u
npoecCHOHANBHBIX KOMIIETEHIIMH 00yYaromerocs, OCBOCHHBIX MM B XOAE MPOXOXKIACHUS
MPaKTUKU;

- pa3pabaTbIBaeT U COTJIACOBBIBAET C OPTaHU3ALMIMU (POPMBI OTYETHOCTU U OLIEHOYHBIN
MaTepHal MPOXOKIACHUS TPAKTUKH.

HampaBnenue Ha npakTuky oopMiIsieTcsl MPUKa30M TUPEKTOpa TEXHUKYMa C YKa3aHUEM
3aKperuIeHUs KaXJ0ro 00yJaromerocst 3a OpraHu3almeil, a TakkKe ¢ YKa3aHHeM BUJA U CPOKOB
IIPOXOKICHUS IPAKTUKHU.



4. KOHTPOJIb 1 OLIEHKA PE3YJIbTATOB OCBOEHUA TPOU3BOJACTBEHHOM
INPAKTHUKH.

[IpakTrKka sSBISETCS 3aBEPIIAIOIIAM JTAllOM OCBOCHUS MPO(ECCHOHATLHOTO MOIYJIS
o BUAY NpodecCHOHALHOW JEeSTENIbHOCTH. B pesynbrare OCBOCHHS MPOU3BOJICTBEHHON
MPAKTUKU B paMKax MpoeCCHOHATBLHOTO MOIYJISI 00yJaOIIHECs MPOXOIST MPOMEKYTOTHYIO
artecTanuio B popme nuddepeHIrnpoBaHHOro 3auera. opMoit OTYETHOCTH 00YYaIOLIHXCS
10 HpOHSBOI{CTBeHHOﬁ IMPaKTUKE ABJIACTCA JHCBHHUK IIPAKTUKU U OTUET O IMPaKTUKE
(3amosiHsieTCS B THEBHUKE). B KaduecTBe MPHIIOKEHUS K JHEBHUKY IIPAKTUKHU 00yJaromuics
opopmisier rpaduueckue, ayauo-, ¢GoTo-, BHUJIEO-,

MaTCpuaibl IOATBCPKAAOIIHNEC

NPaKTUYECKUH ONBIT, IOJYy4YeHHBIM Ha mpaktuke. I[lo pesynpraTaMm  NpaKkTHKH
PYKOBOJUTEISIMU TPAKTUKH OT OO0pa3oBaTelbHONW OpraHu3allid W OT MPeanpusTHs
(yupexxaeHus WM OpraHu3anuu) (QOopMUpPYETCs aTTeCTAllMOHHBIA JIMCT, COJACpIKAILIUMA
CBEJICHHS 00 YPOBHE OCBOCHHS 00yJaromMMCsl PO(PEeCCHOHATBHBIX KOMIIETEHIIUM, a TaKkKe
XapaKTepUCTHKA-OT3bIB HA OOY4YaIOUIErocs MO OCBOCHUIO OOIIMX KOMIETCHLHH B MEpuoOJ

MPOXO’KJCHUS PAKTUKHU (3aI1OJTHSETCS B THEBHUKE).

Pe3yabTaThl (0CBOEHHBIE
npogeccuoHaIbHbIE

KOMIIETeHI1HN)

OcHoBHBIE IOKAa3aTeJIN

OIIEHKH pe3yJibTaTa

(I)OprI H METOAbI

KOHTPOJISI U ONCHKH

[IK 2.1. ®opmupoBars gena.

- hhopMHpOBATH JETIa;

- ohopMIIEHHE OOJIOKKH JIeTIa
- OCYIIECTBIICHUE PACKIIAIKU
nen

- BCACHUC IMYHOTI'O ACJIa
COTpYAHHKA

- IPOU3BEICHHE TPABOI U
1eBoii (hopM OpOLTIOPOBKU
JIOKYMEHTOB;

- PacIoJIOKEHHNE TOKYMEHTOB

B ACJIC

[IK 2.2. OOecrieunBaTh
OBICTPBIN MOKUCK JTOKYMEHTOB

10 Hay4HO-CIIPAaBOYHOMY

- (hopmupoBanue u

HCITIOJIb30BAHUEC KAPTOTCK

Texyuuii KOHTPOJIb B
(dbopmMe: - BBITOTHEHHUE
WHIABUTY aJTIbHBIX
3aJaHuM;

- cOop nHOopMaIMH IS
0(hOpPMIICHHS OTYLTA;

- COCTaBJICHHS OTYETA O
BBITIOJTHEHHOH paboTe.
DKcrniepTHas OLIEHKA
co/ieprKaHUs
JOKYMEHTAI[H Ha OCHOBE
CYIIECTBYIOIMX HOPM U
TpeOOBaHUIA.
JuddepenunpoBaHHbIit

3a4CT I10




anmnapary (kapToTeKam)

OpraHu3alui.

apXUBOB CTPYKTYPHBIX
MOJpa3eIeHUl OpraHu3alui;
- opMUpOBaHHE U
MCIIOJIb30BAHHE KaTaJIOr OB
apXUBHBIX (GOHIOB
OpTaHM3aINH;

- COCTaBJICHUE U
UCIIOIB30BaHNE
yTEBOAUTENIEH 110 apXUBY
OpraHu3aIiH

( PIEKTPOHHBIN BapUaHT)

IIK 2.3. Cucremaru3upoBatb
U XPaHUTb  JIOKYMEHTBI

TCKYLICTO apXKUBa.

- CUCTeMaTH3aIus
JOKYMCHTOB B 3aBUCHMOCTHU
OT UX HAUMEHOBAaHUS,
cucreMarusanusia
pacmopsAUTEIbHBIX
JIOKYMEHTOB;

- CUCTeMAaTH3aIUs TOPyUEHUH
BBIIECTOANIUX OPTaHOB;

- CUCTeMAaTH3aIs TUIAHOBBIX U
OTUCTHBIX JOKYMCHTOB,

- CUCTeMaTH3aIus
JOKYMEHTOB JIMYHBIX JIEJT;

- CUCTEMAaTU3aL M 3asIBJCHU I
1 Kano0 TpakaaH, MepEnrcKy;
- CUCTEMAaTHU3al s JUIEBBIX
CYETOB paOOTHUKOB;

- BeJICHUE KapTOTEKU

TCKYLICTO apXKUBa,

I[IK 2.4. O0ecrieunBaTh

COXpPaHHOCTb npoxonﬂmeﬁ

CITy>K€OHOH TOKyMEHTAIUH.

- o0ecrieueHre COXpaHHOCTH
JIOKYMEHTOB TEKYILET O

apxuBa;

HpOH3BOZ[CTBCHHOﬁ

MpPaKTHKE.




- OCYHICCTBJICHUC KOHTPOJIA 3a

HNCIIOJIHECHUEM JOKYMCHTOB.

[NIK 2.5, ToroBurb u |- mpoBeAeHue HKcrnepTusbl | OIeHKa BHIMOJIHEHUS
nepeaaBaTh JOKYMEHThl Ha | HEHHOCTH JOKYMEHTA; BHJOB paboT Ha
apXMBHOE XpaHEHUE. - omnpeneneHue cpoka | mpakTtuke; Benenue
XpaHEHUsI TOKYMEHTA; JTHEBHUKA
- opopmIIeHUE JeTa; MIPOU3BOACTBCHHOM
-COCTaBJICHUE OIHUCH JIEIIa; npaktuku; Ouenka coopa
- WCHOJIHEHWE TPOIEAYphl | MaTepuania Jijisi OTYETa Mo
nepeaayu Jiena B apXuB MIPaKTHUKE;

IIK 2.6. OO0ecuneunBars | - BLINIOJIHEHHE pexuMa | O1ieHKa BBIMOJIHEHUS
COXPaHHOCTh ApXUBHBIX | XpaHEHHS JOKYMEHTOB; BHJIOB paboT Ha
JIOKYMEHTOB B OpTaHU3allNU. | - perucrpanus BBIJIauM | MpakTuke; Benenue

apXMBHBIX  JIOKYMEHTOB B | THEBHHUKA

Kypnane apXvBa | MPOU3BOJCTBEHHON
OpraHu3aluu; npaktuku; Omnenka coopa
- perucrpanus npuemMa | Matepuana Jjisg OT4eTa 1o
apXHUBHBIX  JIOKYMEHTOB B | IIPAKTHKE;

Knure nocryriennit

Pe3yabTaThl (0CBOCHHBIE
001IHe KOMIEeTEeHI[UH)

OCHOBHBIE TIOKA3aTEeJIH OLICHKH

pe3yJbTara

D opMBbI U METOABI
KOHTPOJISI 1 OLEHKH

OK 1. ITonnmats
CYIIHOCTh M COIIHAIbHYIO
3HAYNMOCThH Oymymmein
npodeccuu, MPOsBIATh K

- IGMOHCTpAIIHsI HHTEpeca K
Oyaymuie nmpodeccuu

- DKCIIEPTHOE
HaOIIOAeHNE U OLIEHKA
Ha HpaKTI/I‘-ICCKI/IX
3aHATHUAX HpI/I

Hell yCTOMYMBEIN MHTEPEC. BBITIOTHEHHH PaboT 1o
IPOM3BOJICTBEHHOM
IPaKTUKE.
OK 2. Opranu3soBbiBars | — BBIOOp M IPUMEHEHHE METOJI0B | MOTHBHPOBaHHOE

COOCTBEHHYIO
NESTeTbHOCTh, MCXOJS U3
mearm W crocoboB  ee
JOCTHOKCHUS,
oTpeaeneHHbIX
PYKOBOJUTEIIEM.

1 CIIOCOOOB pEIICHUS
npodecCHOHATBHBIX 33/1a4 B
00JacTu pa3paboOTKH U
aJIMUHUCTPUPOBaHHUS 0a3 JaHHBIX;
— oueHka 3(pHeKTUBHOCTH U
Ka4yecTBa BHITIOTHEHUS

o0ocHOBaHUE BEIOOpA
MPUMEHEHHUS METOJIOB 1
Croco00B peleHust
npodeCCUOHATBHBIX
3a1a4 B 00J1aCTH
JICJIONIPOU3BO/ICTBA.
To4HOCTB,
PaBUILHOCTH U




MIOJIHOTA BBITTOJIHEHUS
npodeccuoHaNbHbIX
3agau

OK 3. AmnanusupoBarb
pabouyro CUTYAIIHIO,
OCYLIECTBJIATh TEKYLIUH U

— PCIICHHUEC CTAHJAPTHBIX U
HCCTaHAaPTHBIX
npodecCHOHATBHBIX 33/1a4 B

Cobmroaenne npuHIUIa
11e71€co00pa3HOCTH PU
IPUHSATHH PEIICHUS B

HTOTOBLIH KOHTPOIIb 00JIaCTH TOKYMEHTAIIHOHHOTO CTaHIIAPTHBIX U
b
ONCHKY W  KOPPEKIIHMIO obecrieyeHHst JeITeIbHOCTH HECTaHIapTHBIX
. OpraHu3alHuH UTYaIUsIX, HECCHUE 3a
COOCTBEHHOM P a CHTYallUsX, HCCCHHC 3
HUX OTBETCTBEHHOCTH.
JeSITEIbHOCTH, HECTH
OTBETCTBEHHOCTh 3a
pe3yIbTaThI CBOEH
paboTHI.

OK 4. | - o>pdexTUBHBINA MTOUCK D PEeKTUBHBIN TOUCK,
OCyIIECTBIIAT MOKCK | He00X0oAnMO nH(pOpMaLUH; - BBO/JI M HICTIOJIb30BaHUE
HH(pOpMAIUH, MCIIOJIB30BAHME PA3IMYHBIX uHdopmanu,
HEOOXOIIMOI Jurst | ACTOYHHKOB, BKIIFOYAst HEOO0XOUMOM JIIsI
bbeKTHBHOTO DNIEKTPOHHbIE; BBITIOJTHEHUS
BEITOHCHIIS -aHanu3 coOpaHHol nH(opmanu | mpodeccroHaIbHBIX

1 000CHOBAHHOE HCITONIb30BaHUE | 3amay. Mcnonp3oBanue
npodeccuoOHATBHBIX
sana JUTSL BBITIOJTHEHUS pa3IMYHBIX UCTOYHUKOB,
nad.

npodeCCHOHANTBHBIX 3a/1a4;

BKJIO4as 9JICKTPOHHBIC

OK 5. Ucmtonp30Bars

- ICMOHCTpAaI sl HaBbIKOB

IIposiBiieHUE nHTEpECa K

MH(OPMALIMOHHO- M CIOJIb30BaHMs MH(pOpMaMOHHO- | ucnonb3oBanuio MKT B

KOMMYHHKAIIHOHHbIE KOMMYHUKAIIMOHHBIE TEXHOJIOTHH | POQeccHoHaIbHON

TeXHOIOIHH B B mpodeccroHanbHON JIeATEeTLHOCTH.

MPOdeCCHOHATBHOI JIESITETbHOCTH. [IpaBuUIBLHOCTH aHATTN 3

JIEeSATEIIbHOCTH. H OICHUBAHHA
uHdopmanu c
ucnosbzoBanuem MKT.

OK 6. PabGorath B | - B3aMMOJEHCTBHE C [IposiBnenne nHTEpECa K

KOMaHIe, 3 (eKTHBHO 00yJaroIMMuCs, paboTe B KOMaHJE U

o0I@aTEC ¢ KoJjueramu, | IPENO/ABATENSIME M MACTEPaMy B | KOJUICKTHBE.

DYKOBOJZICTBOM, X0JIe 00y4YCHUSI. ColunroieHre STUKY U

KT EHTAMIL JIeII0BOT O 96L[I€HI/I$I npu
B3aUMOJICHCTBHH C
oOyyJaronmmucs,
Mperno/iaBaTeisIMH,
PYKOBOJUTEISIMH
MIPaKTUKH.

OK 7. HUcnonusars

BOUHCKYIO

00s3aHHOCTH*(2), B TOM

quclie C MpPUMEHEHUEM

MOJIYYeHHBIX

npodeccuoHATBHBIX

3HAHUU (U1 FOHOIIICH ).







