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1. MACIIOPT MPOT'PAMMBbI YYEBHOM NPAKTUKH

1.1. Ob6aacTh NpUMeHeHUs NPOrPaMMbl
[TpakTiueckass TOATOTOBKa - (hopMa OpraHW3alUH OOpa30BATENBHON JESTENIFHOCTH NPH OCBOCHHHU
o0pazoBaTenbHOH MPOTpPaMMBl B YCIOBHSIX BBINOJTHEHHUS OOYYAIOIIMMHUCS OIPEICNICHHBIX BHIOB padorT,
CBSI3aHHBIX ¢ OyayIel npodeccuoHanbHON e TeIbHOCTBIO U HAMPAaBJICHHBIX Ha ()OPMUPOBAHUE, 3aKPEILICHHE,
pa3BUTHE MPAaKTUYECKNX HABBIKOB W KOMIIETCHIHH MO NPO(MII0 COOTBETCTBYIOMIEH 00pa3oBaTeIbHON
MIPOTPaMMEI.
O6pa3oBaTenbHas JeSITENbHOCTh B (popMe MPaKTHUECKOI MOATOTOBKY peau30BaHa KaK KOMIUIEKC y4eOHOH 1
IPOU3BOACTBEHHOM npakTHku B coctase OITOII CIIO.
[Iporpamma yueOHO# npakTuku sisercs dacteio IIIIKPC B cootBerctBHM ¢ ®I'OC CIIO mo mpodeccuu
46.01.03 /leonpon3BOANTENb B YaCTH OCBOSHHSI OCHOBHOT'O BHIA NpodeccroHanbHol nesrenbHoctr (BITJT):
OpraHu3zanys TeKyIEero XpaHeHus! JOKYMEHTOB ¥ MOATOTOBKA A€l JUIS IepeJaul B apXUB U COOTBETCTBYIOLIUX
npodeccronanbHbIX KoMreTeHnui (I1K):

Kox HanmeHnoBaHue BUIOB AEATEIBHOCTH U MPOGECCHOHANBHBIX KOMIETEHIMN

BA?2 Oprasun3zanyst TEKyLUIero XpaHeHus1 JOKYMEHTOB U IIOATOTOBKA A€ [Vl IIepellaud B apXuB

IK 2.1. Ocy1iecTBIATh pa3pabOTKy U BEJCHHE HOMEHKIIATYPHI AT CTPYKTYPHOTO
HoJpa3ielICHHUs.

[K 2.2. dopmupoBarh Aena B COOTBETCTBUM C HOMEHKIIATYPOH JIes ¥ IpaBHiIaMu (OPMUPOBAHHUS
Jel.

IIK 2.3. OcCyIecTBIATh TEKyIllee XpaHeHHe, yUeT ¥ UCTIOIb30BaHNe Jel (JIOKYyMEHTOB).

[IK 2.4. Ocy1ecTBIATh 3KCIEPTU3Y LIEHHOCTH TOKYMEHTOB, BECTH OTOOp TOKYMEHTOB Ha
XpaHCHUE W YHUYTOXKEHHE, TOKYMEHTHPOBATh pabOTy SKCIIEPTHONH KOMUCCHHU.

[IK 2.5. OdopmisaTh Aena MOCTOSHHOTO M JOITOBPEMEHHOTO CPOKOB XPAaHEHHMS AJIS Iepeadul B
apX¥B OPraHU3aLHH.

1K 2.6. CocTaBATh OMUCH €] MMOCTOSIHHOTO ¥ JIOJITOBPEMEHHOTO CPOKOB XPaHCHHSI.

1.2. llesm u 3a7a4M Y4eOHOM NMPAKTUKH - TPEOOBAHUS K Pe3yJIbTATAM OCBOECHHSA

C nenpio GopMHUpOBaHUS Y 00yUJArOIINXCST yMEHHUH 1 IPHOOPETEHUS IEPBOHAYATEHOTO IPAKTUIECKOTO
OTIBITA B XOJI€ MTPOXOXKIEHUS YIeOHON MPaKTUKK O0YUArOIIUNACS TOJIKEH:

Baagers HaBBIKAMMU:

— CocraBneHre 1 BeIcHIEe HOMCHKIIATYPHI Ie]I CTPYKTYPHOTO MTOpa3IeICHNUS.

— IlpoBepka TpaBUIBHOCTH OQOPMIIEHUS JTOKYMEHTOB M OTMETKM 00 WX WCIOJHEHUH Tepell HuX
(hopMupoOBaHUEM B JIENIO JUIA MOCTIEIYIOIIEro XPaHEeHHUSI.

—  @opMHUpOBaHUE AEIA.

—  KoHTponb MpaBUIIEHOTO ¥ CBOEBPEMEHHOTO PACIIPEICIICHIS U MOAIINBKA JOKYMEHTOB B JIea.

— Ilepenada mOKyMEHTOB BO BPEMEHHOE MOJIb30BaHHE.

— IlpoBepka cpokoB XpaHEHUS JOKYMEHTOB, COCTaBJIECHHUE MTPOTOKOJA PAOOTHI IKCIIEPTHONH KOMUCCHH 10
MOJATOTOBKE ITOKYMEHTOB K XpaHEHHWIO, aKTa O I[iepeladye Ha YHHUYTOXKEHHE IOKYMEHTOB, HE
MOJIJISKAIINUX XPaHEHHIO.

—  Odopmienne ge MoCTOSHHOTO, JOJITOBPEMEHHOTO CPOKOB XPaHEHHS.

—  OdopmiieHre 00I0KKH JIEN IIOCTOSIHHOTO, TOJITOBPEMEHHOTO CPOKOB XPAHEHHUSL.

— Ilepenada nen B apXuB opraHu3aIum.

—  @®opmHpoBaHKE CIIPABOYHOTO ammapaTa, 00eCIeunBarOIIero OBICTPBINA MOUCK JOKYMEHTOB.

Ymersn:

— PaspabatreiBaTh HOMEHKJIATYPY JIENI CTPYKTYPHOTO MOAPA3/ICICHUSI.

—  @DopMynHupOBaTh 3ar0JOBKH Je]l U ONPEACISATh CPOKH UX XPAHEHHS.

—  Opranu3oBbeBaTh paboTy 1O (OPMHUPOBAHHIO A€ B COOTBETCTBUH C YTBEP)KICHHOW HOMEHKIATYPOH
JIeJT OpraHu3alny.

—  ®opMHUpOBaTh JOKYMEHTHI B JIella C YYETOM UX CHEIHM(PUKH.

— CucremMaTu3upoBaTh JOKYMEHTHI BHYTPH J€Ja.

— OpraHu3oBbIBaTh XpaHEHHE JIOKYyMEHTOB B MPOLECCE HUX MCIOJHEHUS W TEKyILlee XpaHEHHE
WCTIOJTHEHHBIX JIOKYMEHTOB.

— Opranm3oBeiBaTh paboTy 1O Y4YeTy, XPaHCHHIO M Tepelade B COOTBETCTBYIOIIHE CTPYKTYpPHBIC
MoJipa3/ieleHus JOKYMEHTOB TEKYILEro AeJI0NPOU3BOICTBA.

—  IpumensaTs nHGOPMAITMOHHO-KOMMYHHUKAITMOHHBIC TEXHOJIOTHH MTPH PabOTe C TOKYMEHTAMHU.

—  OcCylIecTBIAThH 3KCIIEPTH3Y IICHHOCTH JJOKYMEHTOB.

—  OdopMIATE TOKYMEHTHI 3KCIICPTHOH KOMHCCHUH.

— ToToBuTh U MepenaBaTh TOKYMEHTAIbLHBIC MAaTEPHAIIBI HA XPAHEHUE B apXUB.

—  CocTaBnsATh ¥ OPOPMIIATH OMUCH JIE] TIOCTOSTHHOTO U JIOJITOBPEMEHHOTO CPOKOB XPaHEHUSI.



Hcnonp30BaTh HOMEHKIIATYPY €M IPU COCTABICHUH OITUCEH JIe.

3HaTh:

HopmaruBHBIE TpaBOBBIE AaKTHl, HOPMATHBHO-METOAWYECKHE IOKYMEHTHI, TOCYIapCTBCHHBIC
CTaHIAPTBHI, ONPEAEILIONINE TOPSIIOK JOKYMEHTAIIIOHHOTO 00eCTIeYeH s YIIPABICHNS.

Buasl HoMeHKIaTyp, 00IIMe TpeOOBaHHS K HOMEHKIIATYPE, METOIUKY €€ COCTaBICHUS U 0(hOpMITCHHS.
[IpaBuna coracoBaHUs HOMEHKIATYPHI €T C BEIOMCTBEHHBIMU apXUBAMU H YKCIIEPTHONH KOMHUCCHUEH.
[Mopsinok hopmupoBanus u oopMIIeHUS e, crienpuKy GopMHUPOBaHUS OTACIHHBIX KATETOPHIA JeTI.
IIpaBuna xpaHeHHs A€, B TOM YHCIIE C JOKYMEHTAMHU OIPaHUYEHHOTO JOCTYIIA.

IIpaBuia BeIIaYM U UCIOIB30BAHUS JOKYMEHTOB M3 C(OOPMUPOBAHHBIX JEIT.

[Topsimox BBIDAYM IOOKYMEHTOB [UIS HCIOJB30BAHHS PAOOTHHKAM OpPTraHU3alWH, IPEIOCTABICHHE
JIOKYMEHTOB TIO 3alpocaM BHEITHUX OpraHU3aIn.

Kputepun paszneneHus DOKYMEHTOB Ha TPYIIBl B COOTBETCTBUH C IIEHHOCTBIO HH(opManuy,
cojiepKarencs B HUX.

Iops ok HCIOTB30BaHKS TUIIOBBIX MIJTH BEIOMCTBEHHBIX TIEPEUHEH JOKYMEHTOB, ONPEICICHUS CPOKOB
XPaHEHUS B MIPOIIECCE IKCIEPTUIBI IICHHOCTH JOKYMEHTOB.

[Topsimok co3maHus, OpraHu3aliy ¥ JOKYMEHTHPOBAHUS PaOOTHI SKCIIEPTHON KOMHCCHH.

[TpaBuia cocTaBieHUsSI M YTBEPKICHUS MIPOTOKOJIA PA0OTHI KCIIEPTHON KOMHCCHH.

IIpaBuia COCTaBICHUS U YTBEPIKICHUS aKTa O BBIJCICHUH JOKYMEHTOB, HE MOUICKAIINX XPAHCHUIO.
HopmatuBHBIE TMpaBOBBIE aKTHl, HOPMAaTUBHO-METOAMYECCKHAE OKYMEHTH, TOCYZAapCTBEHHEIE
CTaHIAPTEHI, ONPEHEILIONINE TOPSIIOK OPOPMIICHIS U TIepeaadn AT B apXHUB OPTaHU3aIIUH.

IpaBuna TexHUYECKOH 00PAOOTKH U MTOTHOTO 0(YOPMIICHHS JIET MOCTOSHHOTO M BPEMEHHOTI'O XPaHEHHUS.
IpaBua nepenayuu eyl B apXUB OpraHU3allHu.

[IpaBmina cocTaBieHHS ONMWCH A€ MOCTOSHHOTO M BPEMEHHOTO XPAHEHHS B COOTBETCTBHH C
HOPMATHUBHO-METOANICCKUMH JOKYMEHTAMH.

2. INTAHUPYEMBIE PE3YJbTATHI YYEBHOMN MPAKTUKH

PesynmpTaroM y4eOHOW MPaKTHKH SIBISCTCS OBJAJCHHE OOYYAIONIMMHUCS BHIOM NPOdecCHOHATbHON
nesitenbHOCTH «OpraHu3aiys TeKYIIEro XpaHeHus JOKYMEHTOB U IOATOTOBKA JIeN JJIsl epeiadd B apXuB» , B
toMm guciie npodeccronanbHbME (I1K) u obnvu (OK) koMnieTeHIUAMU:

Kon HauMenoBanue o0IINX KOMIIETEHIIUI

OK 01. | Beibupats criocoOBI pemeHus 3a1a4 Mpo(eccHnoHaIbHON AeITeIbHOCTH IPUMEHUTENBHO K
Pa3IMYHBIM KOHTEKCTaM

OK 02. | Ucnonp30BaTh COBPEMEHHBIE CPEJICTBA [TOUCKA, aHAIN3a U MHTEPIPETAUH HHPOPMAIIH, 1
WHQOPMaIMOHHBIE TEXHOJIOTHH JIJIsl BBEIIOJIHEHHS 33124 PO ECCUOHANBHON AeSTeIbHOCTH

OK 03. | [ImanupoBath 1 peasn30BbIBATH COOCTBEHHOE MPO(eccnoHabHOE U IMYHOCTHOE PAa3BUTHE,
NpeANPUHAMATEIBCKYIO IeITETLHOCTh B TIpodecCoHaNbHOM chepe, HCIoIb30BaTh 3HAHUS
10 IPaBOBOH M (PMHAHCOBOW IPaMOTHOCTH B Pa3IMYHBIX )KU3HEHHBIX CHTYaITUIX

OK 04. | DddexTrBHO B3aMMOJCHCTBOBATh U Pa0bOTAaTh B KOJUICKTHBE U KOMaHJIE

OK 05. | OcymecTBiiTh YCTHYIO M THCHbMEHHYIO KOMMYHHUKAIINIO HA TOCYAapPCTBEHHOM SI3bIKE
Poccuiickoit Depepaninu ¢ yaetoM 0cOOEHHOCTEH COIMAIBHOTO U KYJIHTYPHOTO KOHTEKCTa

OK 09. | [Nonp3oBatkces mpodeccHOHANBHOM JOKYMEHTAIMEH Ha TOCyTapCTBEHHOM U HHOCTPaHHOM
SI3BIKAX

Kon HanmeHoBaHMe BUJIOB AEATEIBHOCTH U IPO(EeCCHOHATBHBIX KOMITETSHIMI

BA?2 OpraHu3anysi TEKyIIero XpaHeHus: TOKYMEHTOB U IOJI'OTOBKA JIeJ ISl Iepe/iauyl B apXUB

K 2.1. | OcyuiecTBisaTh pa3pabOTKy U BeICHUE HOMEHKJIATYPHI JIEJI CTPYKTYPHOTO MOIPa3ACACHMSI.

[IK 2.2. | ®opmupoBarth Jiena B COOTBETCTBUH C HOMEHKIIATYPOU e M TIpaBUiiaMu (hOpMHUPOBaAHUSI
Jed.

[1K 2.3. | OcymecTBisITh TeKylIee XpaHeHHe, YUET H UCIIOJIb30BaHueE J1eN (JIOKYMEHTOB).

IIK 2.4. | OcymecTBIIsITh IKCIIEPTHU3Y IEHHOCTH JJOKYMEHTOB, BECTH OTOOP IOKYMEHTOB Ha XpaHEHUE U
YHHYTOXKEHHE, JJOKYMEHTHPOBATh PabOTy DKCIIEPTHOM KOMHCCHH.

[IK 2.5. | OdopmusaTs fena HOCTOSHHOTO U IOJTOBPEMEHHOTO CPOKOB XpaHEHUs I Iiepeiaur B
apX¥B OpraHU3aLHH.

IK 2.6. | CocTaBisiTh OMKCH JIEJI IOCTOSTHHOTO M JIOJITOBPEMEHHOTO CPOKOB XPaHECHUSI.




3. CTPYKTYPA U COJIEP)KAHUE YUYEBHOM IMMPAKTUKH
3.1. TemaTnyecknii NJ1aH y4e0HOH NPaAKTHKH

Kogsr hopmupyempix HanmenoBanwme O0BeM BpeMeHH, Cpoxku
KOMITCTCHITUN po(ecCHOHATBHOTO MOy IS OTBOIMMBIH Ha MTPOBEICHUSI
MpaKTUKy (Jac. /
HEI.)
OK 01, OK 02, OK 03, OK ITM.02 Opranu3anusi TeKyIero 7212 2 ceMecTp

04, OK 05, OK 09, IIK 2.1, XpaHEHUs IOKyMECHTOB H
K 2.2, TIK 2.3, 1K 2.4, [IK | moaroroBka e s Iepeiadu B

2.5, 1IK 2.6 apXuB

3.2. Conep:kaHue y4eOHOI MPAKTHKH
HaumenoBanue Bugs! pabot Konnuectso
pasnernoB (TeM) JacoB
OmnepaTuBHOE 1. V3yuenHwne cTpyKTypHI OpraHU3aIiH — MECTa IPOXOKICHHS 72
XpaHEeHUe MPaKTUKH (Jajiee — OpraHu3aliy) ¢ UEeJbI0 COCTABICHHUS CXEMBbI
JIOKYMEHTOB B CTPYKTYpPBI OpraHU3aIuu.
OpraHM3alnu 1 2. O3HaKOMJICHHE C TIPABOBBIMH (yUPEIUTENLHBIMHA),
MOJTrOTOBKA €N A | JIOKATbHBIMA HOPMATHBHBIMU aKTaMHU H PACTIOPSITUTEIBHBIMHA
nepeaayn B apXuB JIOKYMEHTaMH OpTaHU3allHH.

3. N3y4yenne MHCTpYKIMU 1O 1EIONPOU3BOICTBY OPraHU3aLInH.
O3HaKOMIIEHHE C OpraHu3alyed TEKYIIEero XpaHeHus
JokyMeHTOB. OIIleHKa YCIOBHH TEKYIIETO XpaHEHHsI
JIOKYMEHTOB.

4. O3HaKOMJIEHHUE C TIOPAIKOM YU€eTa U UCIIOJIb30BaHHUS e
(ITOKyMEHTOB) TEKYIIETO XPaHECHMS.

5. M3y4yenne crienuduKe TEKYIIETO XpaHEHUs JOKYMEHTOB B
CUCTEME AJIEKTPOHHOTO TIOKyMeHToo0opoTa (CO/)
OpraHu3alyH.

6. M3yuenue nopsaka pa3pabOoTKH U BEACHHUS HOMEHKIIATYPHI
JIeJ1 CTPYKTYPHOT'O IOAPa3AeIeHuUsL.

7. VI3ydueHue JOKYMEHTOB PaOOThI SKCIIEPTHOW KOMHUCCHH TIO
OCYILECTBIICHHIO KCIIEPTU3bI IEHHOCTU IOKYMEHTOB.

8. 3yuyeHune kputepueB 0TOOpa JOKYMEHTOB Ha XpaHEHHUE U
YHHYTOXKEHHE.

9. OdopmIieHue aen MOCTOSIHHOTO U BPEMEHHOTO CPOKOB
XpaHEeHHUs A7l IEPeAadnl B apXHUB OpraHU3aIHH.

10. O3HaKOMJIEHHE C ONUCAMHU JIe] U UX 0(OpPMIICHHUE.

HUtoro: 72

4. YCJIOBUSI OPTAHU3AILIMHU U ITIPOBEJIEHUS YYEBHOM IMPAKTHKHA

4.1. Tpe6oBaHHsI K MUHUMAJILHOMY MATEPHAILHO-TEXHUYECKOMY 00ecIieYeHHI0
Peanuzanus nporpaMMbl y4eOHOM MPAKTUKH MPEIIONATAeT HANUYME KAOMHETAa JAJIs CAMOCTOSITeJILHOW padoThI Ne
501
Mebenb: 7 cTomnoB, 7 CTyIbEB
OOGopynoBaHue W TeXHUUYECKHe cpeacTBa oOydeHus: MoHOONOK IRU office ¢ goctymom k uH(pOpMaImoHHO-
TEJIEKOMMYHUKAIMOHHOM cetu "MHTepHeT" — 7 1T., MapkepHas gocka — 1 mr.
IIporpammMHuoe obecrieueHue:
- omepanuonHas cucrema AnbpT OOpazoBanue 10 (cBobomHo pacnpoctpansemoe IIO oreuecTBEHHOro
MIPOM3BO/ICTBA) HA YCIOBUAX MPOCTOM (HEUCKITFOUUTEIBHON) JIUIICH3UH;
- opucHOe porpammuoe obecrieuerue LibreOffice (cBobomuo pacnpoctpansemoe [10) mon mumensueit MPL 2.0;
- 7-Zip (cBobomHO pactpoctpansiemoe 110) mox munensueit GNU LGPL.
JlaGopatopun «JlaGopaTopust «Opranusanusi TeKyliero XxpaHeHus JOKYMEHTOB 1 MOATOTOBKA JeJI 1JIs
nepenayu B apxuB» Ne 505
Meobens: 10 ctonos, 10 crynses,l cron npenogasarens, 1 cTyn npenopaBaTessi, TyMOOUKa JJIsl XpaHEHHS
YMK.
O6opymoBaHne U TEXHUYECKHE cpecTBa 00yuenus: monob1ok IRU office ¢ mocTynom k nabopmanmonto-



TeJIeKOMMYHHKaIMOHHON cet MuTepHer — 10 mT., nocka mapkepHas — 1 wmt., mpoektop 1 IIT, SKpaH,
MyAbTHMEIUIHBIE KOJIOHKH, KJIaBHaTypa, MbIb, MDY 1 mT

[IporpaMmMHOe  obOecrieueHune: omepauuoHHass cuctemMa Ansr  OOpasoBanume 10  (cBoOomHO
pacmpoctpansemoe 110 oTeuecTBEHHOIO NMPOW3BOJACTBA) HA YCIOBHUSX MPOCTON (HEHCKIIOUUTETHHON)
nunensun; opucHoe mporpammuoe obecrnedenne LibreOffice (cBo6omuo pacmpocrpansiemoe I10) mon
munensueit MPL 2.0; 7-Zip (cBo6oxmo pacnpocrpansemoe 110) mox munensueit GNU LGPL.
HauMeHOBaHUE JUIIGH3UOHHOTO M CBOOOIHO PaclpOCTPaHIEMOro MPOrpaMMHOTO OOECIeUeHHUs, B TOM
YHUCIIE OTCYECTBEHHOr0 Ipou3BoiacTBa: omepanuonHas cucrema (PEI OC 8.0 mnm amaior), 1O mis
npocMmoTpa 1okyMmeHtoB B popmare PDF (Atril wiun ananor), IO mis apxusanuu (Engrampa wiu anasor),
IO odwucueiii maker (IIporpammusii naketr P7-Oduc. IlpodeccroHanbHbIl (IECKTOMHAS BeEpCus),
IMporpammusrit maker LibreOffice wim ananorn), [TO Be6-Opaysep (SIuaexc Bpaysep, Chromium, Google
Chrome unm aHamorn).

4.2. UndopmannoHHoe odecrieyeHne 00ydeHust
[lepedyens pekoMeHTyeMbIX YUeOHBIX U3MaHuU, IHTEepHET-pECYpCOB, HOMOIHUTEIBHON JINTEPATyPhI
OCHOBHBIC UCTOYHHKH:

1. Xawarpss, [. A. Opranuszanysi ¥ CONMPOBOXKIACHUE DICKTPOHHOTO JOKYMEHTOO0OpOTa: YUeOHHK
st CITO / T'. A. Xagarpsu, U. B. Kysuemnosa. - Caparos: IIpodobpasosanue, 2024. - 164 c. - ISBN 978-5-
4488-1025-1. - TekcT: 3JIeKTPOHHBIH // DnekTpoHHBI pecypc umdppoBoit obpazoBatensHoit cpemst CITO
PROFob6pazosanue. - URL.: https://profspo.ru/books/132578

2. JlokymMeHTanmoHHOe oOecrnieueHue ympapieHus. CocraBieHHe W OQOpPMIICHHE JIEJIOBBIX
JOOKyMeHTOB. yuebHoe mocobue st CIIO / cocraButenu E. WM. BammakoBa. - CaparoB, Mocksa:
IIpodobpazoBanue, Aii [Tu Ap Menna, 2021. - 144 c. - ISBN 978-5-4488-1080-0, 978-5-4497-0964-1. - Tekcr:
3IIEKTPOHHBIH // DiteKTpoHHBIN pecypc 1udpoBoit obpasosarensHoit cpeapl CITIO PROFo6pasosanue. - URL:
https://profspo.ru/books/103343

3. Kysuenosa, U. B. Benenue koH(uaEHIHATBHOTO Aeonpon3BoacTBa; yueouuk mis CITO / 1. B.
KysHuernosa, I'. A. XauatpsH. - 2-¢ uzg. - Caparos: [IpodobpasoBanue, 2024. - 168 c. - ISBN 978-5-4488-1024-
4. - Tekct: 37eKkTpoHHBIM /I DiexkTpoHHbI pecypc 1mppoBoit obpazoBarensHOl cpeast  CITO
PROFo6pazoBanwue. - URL: https://profspo.ru/books/137662

4. Kysuenosa, 1. B. JlokymeHTanmonHoe obecreuenue yupasieHus. yaeonoe mocooue ms CI10 /
. B. Ky3nernosa, I'. A. XauatpsH. - 3-¢ u3j. - Capatos: [Ipodobpazosanue, 2024. - 168 c. - ISBN 978-5-4488-
1051-0. - Tekct: »meKTpoHHBIA [/ DIeKTpOHHBIA pecypc nudpoBoii obpasoBatenbHOi cpeapl CITO
PROFo6pazosanwue. - URL: https://profspo.ru/books/135470

5. 3abineBa, E. B. [leqonpou3BoACTBO W JTOKYMEHTOOOOPOT B CHCTEME T'OCYJapCTBEHHOTO H
MYHHUIIMIIATBHOTO yripaBieHus: yaebnoe nocobue mist CIIO / E. B. 3aiiieBa, H. B. Tonuaposa. - 3-¢ u3j. -
Capartos: [IpodobpazoBanue, 2024. - 176 c. - ISBN 978-5-4488-1122-7. - Tekcr: 37eKTpOHHbI# // DIeKTPOHHBIIM
pecypc undposoii obpaszosarenbhoii cpeast CITO PROFo6pasosanue. - URL: https://profspo.ru/books/139528

JononHuTeNnbHast IuTEpaTypa:

6. XauarpsiH, . A. OpraHuszanust ¥ TeXHOJOTHs PadOThl ¢ KOH(PHUACHIMAIHHBIMU JOKYMEHTAMHU:
yuebnuk s CITIO / T. A. Xauatpsin, U. B. Ky3uenosa. - 2-¢ u3a. - Capatos: [Ipodobpasosanue, 2024. - 238 c.
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4.3. O6mue TpeOOBAHNS K OPraHU3AINU YIe0HOH MPAKTHKH

OO0s13aTeNnbHBIM YCIIOBHEM JOMyCKa K y4eOHOH NpakTHKe B paMkax mnpodeccuoHambHoro momxyns I1IM.02
«Opra"u3anys TeKyIero XxpaHeHus JOKYMEHTOB | IIOATOTOBKA JeJ IS [IEPEIady B apXUB) SIBIISICTCS OCBOCHHE
TEOPETHYECKHX W MPAaKTHUECKUX 3HAHWH Mo MexaucruuimHapHomy kypcy MJIK 02.01 «Cucremaruzanus u
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OpraHU3anus ONEePaTUBHOTO XPAaHEHHUS TOKYMEHTOB, M ITOJATOTOBKA JET IS IIepeIad B apXHUBY.
VueOHast mpakTHKa MPOBOJUTCS BO 2 ceMecTpe B 00beMe 72 yacoB (2 Henelnn) .

4.4, KappoBoe oGecnieyeHne 00pa3oBaTeI-HOrO Npouecca
TpeboBaHue K KBATU(PUKALUK NEIArOTHIECKUX KAIPOB, 00SCIICUNBAIOIINX PEATU3ALIIO MPOrPaMMBbI YIeOHOM
NPAaKTUKA - HAJIWYUe BEICIIEr0 00pa30BaHMUS, COOTBETCTBYIOLIEr0 NPOQMII0 NPodhecCHOHANTFHOTO MOMYIIsS
«OpraHu3anys TEKyIIero XpaHEeHHs JOKYMEHTOB M IIOATrOTOBKA HEN MU INepefadyd B apXuB» M OIBITA
NPaKTHYECKO# ASSITENHOCTH MO COOTBETCTBYIOLICH Mpodeccu.
PykoBOJCTBO MPaKTHUKOH OCYLICCTBISIOT MPENOJABATEH MK IUCUUIUTHHAPHBIX KypPCOB.

5. OUEHOYHBIN MATEPUAJI TIPOXOXKJIEHUS MPAKTUKA

@DopMOil OTYETHOCTH CTYACHTA MO Y4eOHOU MPAKTHKE SBISCTCS MUCHMEHHBIH OTYET O BBIMTOIHEHHU
paboT M MPHIOKEHHH K OTYETY, CBHACTENBCTBYIOLIMX O 3aKPEIUICHWH 3HAHWH, YMEHHMH, MPUOOpETCHUH
IPAaKTHYECKOTO  OmbITa, (GOPMUpPOBaHMM OOIMX ¥ HPOGECCHOHANBHBIX  KOMIICTCHIHMH, OCBOCHHUH
po(ecCHOHATBHOTO MOTYJIS.

ITo pe3ynpTaTaM 3alUTBl CTYACHTAMH OTYETOB BBICTAaBIsACTCS MU((HEPEHUIMPOBAHHBIA 3aYeT MO
y4eOHOU TpaKTHKE.

5.1. KOHTpO.JIb U OLleHKa NPodeccHOHATbHBIX KOMIIETEH IMii

PesynpTathl (OcCBOCHHBIE OCHOBHBIE ITOKa3aTEIN ®DopMbI ¥ METOIBI KOHTPOJISL M OLICHKH
npodeccuoHanbHbIe OLIGHKH pe3yJibTaTa
KOMIIETEHIINH )
[IK 2.1. OcymiecTBasTh [IpaBunbHOCTE pa3pabotku u | OnieHKa npakTHIeckoi padoTel. OTieHKa
pa3paboTKy U BeICHHE BEZICHUSI HOMECHKJIATYPHI e7T | yuyeOHOW NpaKkTHUKU. AHAIN3
HOMEHKJIATYPHI e CTPYKTYpHOTO XapaKTePUCTUKHU Ha CTYIEHTa C MECTa
CTPYKTYpPHOT'O MOpa3aeICHHUS. MPOXOKACHUS IPAKTHUKH.
opa3aeNCHHUS.
[1K 2.2. ®opmupoBath [IpaBunpHOCTH Onenka npakTuaeckoi padoTel. OneHka
JieJ1a B COOTBETCTBUU C (dbopmMupoBaHUs IeT B yueOHOM MPaKTUKU. AHAIIN3
HOMEHKJIaTypOH J1es U COOTBETCTBHU C XapaKTepUCTUKU Ha CTYAEHTa C MECTa
npaBuiIaMu GOPMUPOBAHUS | HOMEHKJIATYPOH el u MPOXOKACHUS IPAKTHUKH.
JeJI. MpaBUIaMu (OPMHUPOBAHUS

Jell.
[IK 2.3. OcymiecTBasiTh [IpaBuneHOCTH OneHka npakTuueckoi padoTsl. OneHka
TEKyIllee XpaHCHUE, YUET U | OCYIIECTBICHHUS TEKYIIETO yueOHOM MPaKTUKU. AHAIIN3
WCTIOJIb30BaHUE JIEN XpaHeHUs, yueTa u XapaKTePUCTUKHU Ha CTY/IEHTa C MECTa
(1OKYMEHTOB). HCIOJb30BaHUA JCT MIPOXO’KACHUS IPAKTHUKH.

(TOKYMEHTOB).
[IK 2.4. Ocy1iecTBiIsTh [IpaBunBHOCTH Ornenka npakTrueckoi padboTsl. OrieHKa
9KCIIEPTU3Y IIEHHOCTH OCYIIECTBIICHHUS SKCIIEPTU3bl | YIeOHOH MpakTHKH. AHAIH3
JOKYMEHTOB, BECTH OTOOp | LIEHHOCTH JIOKYMEHTOB, XapaKTepUCTUKU Ha CTY/IEHTa C MECTa
JOKYMEHTOB Ha XpaHEHUE U | 0TOOpa JOKYMEHTOB Ha MIPOXOKIACHUS MPAKTHKH.
YHAYTOXKEHHE, XpaHEHUE W YHUYTOXKEHHE,
JOKYMEHTHPOBATh paboTy | JOKYMEHTHPOBaHUS pabOThI
9KCHEPTHON KOMHCCHH. 9KCHEPTHON KOMHCCHH.
[K 2.5. Odpopmasts nena [paBunbHOCTH OopMiteHrss | OneHKa MpakTuaecKoi padoTel. OneHKa
MOCTOSIHHOTO U JIeJT TIOCTOSIHHOTO U y4eOHOM MPaKTUKU. AHAIIN3
JOJITOBPEMEHHOTO CPOKOB | JOJIFOBPEMEHHOTO CPOKOB XapaKTePUCTUKHU Ha CTYIEHTa C MECTa
XpaHEHUs JUIsI Iepeiad B | XpaHEHUs JUIs Tiepe/iavd B MPOXOKICHUS PAKTHKH.
apX¥B OpTaHU3AIHH. apX¥B OPTaHU3AINH.
IIK 2.6. CocraBnsats onucu | [IpaBunbHoCTh cocTaBnenust | OueHka npakTuueckoi padotel. OneHka
JIeJ1 TIOCTOSTHHOTO U OTMCEM JeJ MOCTOSIHHOTO M | y4eOHOH NpakTUKH. AHAIN3
JOJITOBPEMEHHOTO CPOKOB | JIOJITOBPEMEHHOT'O CPOKOB XapaKTEepPUCTUKH Ha CTY/ICHTa C MECTa
XpaHCHHsI. XpaHCHHUsI. MIPOXOKICHUS PAKTHKH.

5.2. KoHTpOJIb ¥ OLIeHKa 001IHX KOMIIeTeH Ui

®DopMBl U METOJBI KOHTPOJS W OICHKH PE3YJIbTaTOB OOYYCHHS JIOJDKHBI TO3BOJIATH MPOBEPATH Y
00yJarONIMXCS HE TOJBKO C(HOPMHUPOBAHHOCTH MPOPECCHOHATBHBIX KOMIECTECHIIUH, HO W pa3BUTHE OOIIMX
KOMIIETCHIIUH 1 00ECTICUNBAIOIINX UX YMEHHUIA.



Pesynbrarer (0cBOCHHBIE
001IT1e KOMIIETEHITHH)

OCHOBHBIE MTOKa3aTeNN
OIICHKH pe3yJibTaTa

qDOpMLI 1 MCTOJblI KOHTPOJIA 1 OLCHKHN

OK 01. Bri6upats crioco0sr
peleHus 3a1a4

PO eCCHOHATTEHOM
JeSITEITBHOCTH
MPUMEHHUTETBHO K
Pa3INYHBIM KOHTEKCTAM.

JleMoHCTpaIus BEIOOpa
croco0OB pelIeHus 3a1a4
PO eCCHOHATTEHOM
JeSITEITBHOCTH
MIPUMEHUTENBHO K
Pa3TUYHBIM KOHTEKCTaM.

OneHka npakTrdeckoir padboTsl. OrieHKa
y4eOHOW PAaKTUKK. AHAIN3
XapaKTepUCTUKU Ha CTY/ICHTA C MECTa
MPOXOXKICHUS MPAKTHKH.

OK 02. Ucnonp3oBaTh
COBpPEMEHHEIE CPEICTBA
[IOMCKa, aHaJIN3a U

JemoHcTpanus
HCTIONTE30BAHUS
COBPEMEHHBIX CPEJICTB

OneHka npakTrdeckoir padboTsl. OrieHKa
y4eOHOU IPaKTHKH. AHAIIN3
XapaKTePUCTUKU Ha CTYIEHTa C MECTa

MHTEpIpETAIN MIOWCKa, aHAJIN3a U HPOXOXKICHUS PAKTHKH.

uHpopmanum, u UHTEpIpETAN

WHPOPMALIUOHHBIE nHPOPMALIUH.

TEXHOJIOTUH ISt

BBITIOJTHEHHMS 33124

npoeccnoHaIbHON

JEATeIbHOCTH.

OK 03. I1nanupoBats u JemoHcTparus Onenka npakTuaeckoi padoTel. OneHka
peann3oBBIBATh TUTAHUPOBAHUS U peaH3aliy | y9eOHOH MPaKTHUKH. AHAIIN3
COOCTBEHHOE COOCTBEHHOTO XapaKTePUCTUKU Ha CTYIEHTa C MECTa

npodeccnoHanbHOe U
JMYHOCTHOE Pa3BUTHE,
HpeATPUHIMATEIBCKYIO
JACATCIBbHOCTD B
npoeccuoHaIbHOH cdepe,
UCTIONH30BaTh 3HAHUS 11O
MpaBOBOH U (PUHAHCOBOI
T'paMOTHOCTHU B Pa3JIMUYHBIX
KM3HCHHBIX CUTYaITHSIX.

poecCHOoHaIBHOTO U
JMYHOCTHOTO Pa3BUTHSI.

MIPOXOXKIEHUS TIPAKTUKH.

OK 04. D¢ dextuBHO
B3aUMO/IEHCTBOBAThL U
paboTaTh B KOJIEKTHBE U
KOMaHJIe.

HeMoHCTpauus

3 PEKTUBHOTO
B3aMMOJEHCTBUS U PabOTHI B
KOJIJIEKTHBE M KOMaH/IE.

OrneHka npakTrndeckoi paboTel. O1ieHKa
yueOHOM MPaKTUKU. AHAIIN3
XapaKTepUCTUKU Ha CTY/IEHTa C MECTa
POXO’KACHUS IPAKTHUKH.

OK 05. Ocy1ecTBisTh
YCTHYIO U IUCEMEHHYIO
KOMMYHHKAIIHIO Ha
TOCY/IapCTBEHHOM SI3bIKE
Poccuiickoit @enepannu ¢
Y4eTOM OCOOEHHOCTEH
COLUAIBHOTO U
KYJIBTYPHOTO KOHTEKCTA.

JemMoHcTpanus
OCYLECTBJIEHUS YCTHOH U
MACbMEHHON KOMMYHHUKALIH
Ha TOCYJJapCTBEHHOM SI3bIKE
Poccuiickoit ®enepannu.

Ornenka npakTudeckoi pabotel. OreHka
yueOHOM MPaKTUKU. AHAIIN3
XapaKTEePUCTUKH Ha CTY/ICHTA C MECTa
NPOXOXKICHUS PAKTHKH.

OK 09. ITons30Barbcd
npodeccuoHaTbHOM
JOKyMEHTAIIUeH Ha
TOCYJapCTBEHHOM U
HHOCTPAHHOM SI3bIKaX.

[emMoHcTpanus
HCHOJIb30BaHUS
npodeccuoHanbHON
JIOKyYMEHTAlluU Ha
roCylapCTBEHHOM H
WHOCTPaHHOM SI3bIKaX.

Ornenka npakTudeckoi pabotel. OrieHKa
y4eOHOW IPAaKTHKH. AHAIN3
XapaKTepUCTUKU Ha CTY/IEHTa C MECTa
MPOXOKICHUS PAKTHKH.




