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OCBOeHHSI MNPOGecCHOHAIBHOTO MOY.JIs,

TpedyembiMu pe3yiabratamu ocBoenusi OIl CITIO
[Ipodeccuonanbuplii MOAYJdb COOTBETCTBYET BHJIY JEATEIbHOCTH / OCHOBHOMY BHIY
JESTEIIbHOCTH — JIOKYMEHTHPOBAHHUE YIPABICHUECKON IEATEILHOCTH M OpraHm3anus paboTsl ¢

COOTHECCHHbIC C

JOKYMCHTAMMU.
Konbr Hagbiku
KOMITeTeH 3HaHusn Ymenus (MTPaKTHYECKHI OIIBIT)
MJIK.01.01. Opranuzanust JOKyMEeHTO000pOTa U TOKYMEHTHPOBAHUE YIIPABICHYECKON IESATEINEHOCTH
OK 01; 3-1 HOpMaTHBHEIE TIPABOBHIE V-1 npuHuMaTh, perucTpupoBats, | H-1 moxymeHTannmoHHOTO
OK 02; aKTbl 1 HOPMAaTUBHO- VUUTHIBATH MTOCTYITAIOIINE oOecrieucHHs ACSITeIBHOCTH
OK 04; METOJUYECKUE TOKYMEHTHI, JIOKYMEHTHI; OpraHu3aluy;
OK 05; OTIpeIeIIONe TOPSI0K V-2 1poBepsTH MPABHILHOCTD H-2 npuema u nepBuuHON
OK 06; JIOKYMEHTaIIMOHHOTO 0(OPMIIEHNS JOKYMEHTOB; 00pabOTKU BXOSIIIX
HE }é, 062ecr1equm[ yIpaBlIEeHUS; V-3 BecTH KapTOTeKy yuera JIOKyMEHTOB;
IK 1.2; 3- OCHOBHEIE TIOJIOKEHUS NPOXOKICHHA TOKYMEHTATBHBIX H-3 npenBaputenbHOTO
IIK 1.3; Enunoit rocynapcTBeHHOM MaTepUaIos; PaccMOTPEHUS 1
gﬁ }451, CUCTEMBI JeNONIPON3BOICTBA; V-4 IPOBEPATH PABHITBHOCTS COPTUPOBKH JIOKYMEHTOB Ha
e 1.6, 3-3 BB, QYHKIIUU JIOCTABKH KOPPECTIOH/ICHIIHH, pETUCTPUpPYEMEIE U

JOKYMEHTOB, TIPaBUIa UX
COCTaBJICHUS U 0POPMIICHUS;
3-4 nopsaok
JOKyMEHTUPOBaHHS
nH(pOpMaMOHHO-CIIPaBOYHBIX
MaTepHaoB;

3-5 mpaBuiia eI0BOTO ITHKETA
U JICJIOBOTO OOIICHUS;

3-6 TpeboBaHus,
MIPEIbSBISEMBIC K TOKYMEHTaM
B COOTBETCTBHUH C
HOPMATHBHBIMHU TIPAaBOBBIMH
aKTaMH U TOCYIapCTBEHHBIMH
CTaHJapTaMH;

3-7 cTpyKTypa OpraHHU3aIlvH,
PYKOBOJICTBO CTPYKTYPHBIX
MOApa3AeIICHUH;

3-8 coBpeMeHHbBIE
nH(pOpPMAIMOHHBIE TEXHOJIOTHH
paboTHI ¢ JOKYMEHTaMH;

3-9 mopsoK paboThI ¢
MOCTYMAIOIIUMH JOKyMEHTaMH;
3-10 mopsiiok paboThI ¢
JOKyMEHTaMH IIpH Tlepeiaue ux
Ha UCIIOJIHEHHUE B
MIOJIpa3IeIeHus;

3-11 npaBuia opraHu3ayy 1
(hOpMBI KOHTPOJIS UCTIOTHEHHS
JOKYMEHTOB B OpTaHH3AIUH;
3-12 THIIOBBIE CPOKH
UCTIOJTHEHUS JOKyMEHTOB;

3-13 npuHIMIB pabOTHI CO
CPOKOBOH KapTOTEKOM;

3-14 Ha3HaueHUE U TEXHOJIOTUS
TEKYILEro U
IpesynpeauTeIbHOrO
KOHTPOJIS;

3-15 mpaBwita cocTaBieHUs
AHATTUTHYICCKHUX CIIPABOK TI0
OpraHu3aIuu padoThI C

MIPaBUIBHOCTD U IEJIOCTHOCTD
BIIOJKCHHS;

V-5 oueHuBath coaepKaHue
MOCTYMHBIINX JOKYMEHTOB C
LETbI0 UX PaCIIpeeIICHNS;

V-6 nonp3oBatbes
ABTOMATHU3MPOBAHHBIMU
CHCTEMaMH y4yeTa, PerHCTpaluu
pu paboTe ¢ JOKyMEHTaMH
OpraHu3aIiH;

V-7 onpenenars MapupyT
JIBIDKEHUS] KOHKPETHOTO
JIOKyMEHTa 1 JIOBOJHUTh
JIOKyMEHTBHI JI0 UCTIOJIHUTEINEH B
oTIpeZieTIeHHbIE CPOKH;

Y-8 paboTatb co Bcei
COBOKYITHOCTBIO
HHPOPMAMOHHO-
JIOKYMEHTAIIHOHHBIX PECYPCOB
OpraHu3aIiH;

MTOCTAaHOBKH JOKyMEHTa Ha
KOHTPOJIb;

V-9 ocymecTBiATh
MPOMEXXYTOYHBIH KOHTPOJIb U

KOHTPOJIb IIPHU HACTYIUICHUHN AAaThl

WCTIOJTHEHHUS;
VY-10 uapopmMupoBath
pyKoBoauTeNst 00 HCIIOIHEHNH;

V-11 cHATH JOKYMEHT C KOHTPOJIS

Y HaTPaBUTh UCTIOTHEHHBIN
JIOKYMEHT B JIeJIO;

V-12 0600m1aTe 1 aHAIN3UPOBATH

Ppe3yJbTaThl KOHTPOJIS 32
UCIIOJTHEHUEM JJOKYMEHTOB;
VY-13 nonb3oBarbes 6azamu
JIAaHHBIX, B TOM YHUCJIE yJIAJICHHO;
V-14 ocymecTBIsATh CIPABOYHO-
nHpopMannoHHyo paboTy ¢
UCIIOJIb30BaHUEM 0a3 JTaHHBIX
JIOKYMEHTOB;

HEPETHCTPUPYEMEIE;
H-4 noaroToBK# BXOASAIINAX
JIOKYMEHTOB JIJIs
paccMoTpeHust
PYKOBOIIUTEIIEM;

H-5 perucrpanuu Bxoasmux
JIOKYMEHTOB,

H-6 opranusaius 10cTaBKU
JTOKYMEHTOB HCITOTHUTEIISIM;
H-7 xoHTpOst HcnioIHEHUs
JTOKYMEHTOB B OpTaHH3aIINH;
H-8 Benenns 6a3bl JaHHBIX
JIOKYMEHTOB OpTaHH3aIlNH;
H-9 Benenus
nHpopmMannoHHo-
CHpaBOYHON paboThI;

H-10 o6paboTkw,
PETUCTpAIMK U OTIPABKU
HUCXOIAINX TOKYMEHTOB;
H-11 cocraBnenus u
0OpPMIICHHS CITYKEOHBIX
JIOKYMEHTOB;

H-12 6eodenus koncnekmos 6
PA3TUYHBIX MEXHUKAX,

H-13 onpeodenenust memoi u
OCHOBHOU Udeu asmopa,
H-14 obnapyoicenus u
PEKOHCMPYKYUU
onpeoenenutl;

H-15 obnapyoicenus
me3ucos u
NnO00ePIAHCUBAIOUWUX UX
apeymenmayuu,

H-16 obnapysicenus
NPUHUHHO-CTIEOCBEHHBIX
cesasell 8 mekcme;

H-17 obuapyacenus
CKpbImMbIX NPeOnOChLIOK,
BAUAIOWUX HA MeE3UCHL U




JOKYMEHTaMH U KOHTPOJTIO
UCTIOJTHCHUS TOKYMCHTOB;
3-16 npaBuna co3maHus U
BelleHUs 0a3 JaHHBIX
CITy’kKeOHBIX JOKYMEHTOB B
OpTraHH3aIH;

3-17 cucteMsl IEKTPOHHOTO
JIOKYMEHTO0000POTa;

3-18 npaBuina u cpoku
OTIPABKHU UCXOISIIIX
JIOKYMCHTOB;

3-19 npaBuna cocraBieHus: U
odopmiteHHs1 HHPOPMAITOHHO-
CIIPaBOYHBIX,
OpTraHN3aIMOHHBIX,
YIPaBICHICCKUX TOKYMEHTOB;
3-20 munos
HeXY00CceCmEeHHbIX MeKCMO8;
3-21 munuunsix 31emMeHmos 8
HeXy00cecmEeHHbIX MeKCMax.

V-15 npumeHsTh npaBuIa
PYCCKOTO sI3bIKa IIPH ITPOBEPKE
JIOKyMEHTOB TI€pe]] OTIIPABKOIL;
VY-16 poBepATH MPaBUIEHOCTH
odopmiteHHsT 1 KOMIUIEKTHOCTh
UCXOMSIINX JOKYMEHTOB;

V-17 copTrpoBaTh JOKyMEHTHI 10
croco0aM 10CTaBKH, IPU
HE0OX0/IMMOCTH, YIIaKOBHIBATh
JIOKyMEHTHI U OTIPaBIIATH;

V-18 npuMeHSTh yCTaHOBJIECHHBIN
COCTaB PEKBU3UTOB B
3aBUCHMOCTH OT BHJIa JOKYMEHTa;
V-19 npaBuiIbHO pacmonaratb u
oopMIIATE PEKBU3UTHI HA JIHCTE
IIPU COCTAaBJICHNH JOKYMEHTA;
Y-20 pegpnexcuu yenet
cobcmeennozo umenus
(obpawenus Kk ungopmayuu);
V-21 onpedenenuss onmumanoroti
cmpamezuu pabombl c
UCIMOYHUKAMU UHPOpMayUU.

apeymeHmayuio 6
mexcme/ax.

MJIK.01.02. MudopManoHHO-KOMMYHHKAIIMOHHbIE TEXHOJIOTHH B JIJIONTPOU3BOICTBE

OK 02;
OK 03;
OK 04;
OK 05;
OK 09;
K 1.1;
IIK 1.2;
IIK 1.3;
IIK 1.4,
K 1.5;
IIK 1.6.

3-1 Bunbl, pyHKIUU
JOKyMEHTOB, TIpaBHjIa UX
COCTaBJICHUS U 0(OPMIICHHS;
3-2 nopsaok
JOKYMECHTHUPOBAHHS
HHPOPMAINOHHO-CITPABOYHBIX
MaTepHaoB;

3-3 npaBuiia 1€JI0BOI0 ITUKETA
U JICJIOBOTO OOIICHUS;

3-4 TpebGoBanwsl,
NpeABSBIIsIEMbIE K JIOKYMEHTaM
B COOTBETCTBHH C
HOPMaTHBHBIMH MPAaBOBBIMHU
aKTaMH U roCyJapCTBEHHBIMHU
CTaHJapTaMH;

3-5 coBpeMeHHbIE
HHPOPMAMOHHBIC TEXHOJIOTHH
paboTHI ¢ JOKYMEHTaMH;

3-6 nopsa0K paboTkI C
MOCTYMAIOMIMMH JJOKyMEHTaMH;
3-7 mpaBuiia COCTaBICHHUS
AQHAIIMTHYECKUX CIIPABOK I10
OpraHu3aIuu padoThI C
JOKyMEHTaMH U KOHTPOJTIO
HCIIOJTHEHUSI IOKYMEHTOB;

3-8 npaBuna co3faHus u
BeieHHs 0a3 JaHHbBIX
CITy>KeOHBIX JTOKYMEHTOB B
OpraHH3aINH;

3-9 cuCTEMBI ANEKTPOHHOTO
JOKyMEHT0000pOTa;

3-10 mpaBwta cocTaBieHUs U
odpopMmieHHus HHOOPMAITHOHHO-
CIPaBOYHBIX,
OpTraHU3aIOHHBIX,
YIpaBIEHYSCKAX JOKYMEHTOB.

Y-1 npuHUMaTh, pETUCTPUPOBATH,
YUHUTBIBATH MOCTYIAIOLINE
JIOKYMEHTBI;

V-2 npoBepATh NPaBUIBHOCTb
odopmIteHHs TOKYMEHTOB;

V-3 BecTu KapTOTEKY yUeTa
MPOXO0XKJIECHUS IOKYMEHTAIbHBIX
MaTepualios;

Y-4 nonp30BaThCs
aBTOMAaTHU3MPOBAaHHBIMHU
CHCTEMaMH y4eTa, PerHCTPaLuu
pu paboTe ¢ JOKyMEHTaMH
OpraHu3aIiH;

V-5 onpenenars Mapupyr
JIBIDKEHUS] KOHKPETHOTO
JIOKyMEHTa 1 JIOBOJHUTh
JIOKYMEHTBHI JI0 UCTIOJIHUTEINEH B
oTIpeZieTIeHHbIE CPOKH;

V-6 paboTarh co Bcei
COBOKYITHOCTBIO
MHPOPMALTMOHHO-
JIOKYMEHTAIIHOHHBIX PECYPCOB
OpraHU3aINH;

¥-7 nonb3oBarscs 6azamu
JTAaHHBIX, B TOM YHCJIE YIAICHHO;
VY-8 ocymiecTBaITh CIPaBOYHO-
nH(popManoHHyI0 paboTy C
UCIIONIb30BaHUEM 0a3 TaHHBIX
JIOKYMEHTOB.

H-110xymMeHTaIIIOHHOTO
obecrieyeHus AeATEeTBHOCTH
OpraHu3aIuiy;

H-2 npuema u nepBudHOI
00pabOTKH BXOISIITIX
JTOKYMEHTOB;

H-3 perucrpauun BXoasmmx
JIOKYMEHTOB;

H-4 Benenns 6a3bl JaHHBIX
JIOKyMEHTOB OpraHH3aIVH;
H-5 Benenus
nHpopmMannoHHo-
CHpaBOYHON paboThI;

H-6 o6paboTku,
PETUCTpAINH U OTIPaBKU
HCXOIAIINX TOKYMEHTOB;
H-7 cocraBienus u
0OpPMIICHHS CITYKESOHBIX
JIOKyMEHTOB.

ACATCIBHOCTH U OpraHu3anus paGOTBI C I[OKyMeHTaMI/I)

VII1.01. YuebHas npaktuka (O3HaKOMUTENbHAS IO TPO(hEeCCHOHATEHOMY MOIYIIIO: TOKYMEHTHPOBAHHE YIPABICHIECKOM
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MK 1.1;
MK 1.2;
TK 1.3;
TK 1.4;
TK 1.5;
TK 1.6.

3-1 HOpMaTUBHBIE TPABOBHIE
aKThl 1 HOPMATUBHO-
METOIMYECKIE JOKYMEHTHI,
OTIPENICIIAIONINE TTOPSIOK
JOKYMEHTAITMOHHOTO
obecrieueHns yIpaBICHIS,

3-2 OCHOBHBIE TIOJIOKEHUS
Enunoit rocynapcTBeHHOU
CUCTEMBI JIeJIONIPOU3BO/ICTRA;
3-3 Bunbl, pyHKINU
JIOKYMEHTOB, MpaBUia UX
COCTaBJICHUS U 0(OPMIICHHS;
3-4 nopsaok
JOKYMECHTHPOBaHHS
HHPOPMANOHHO-CIIPABOYHBIX
MaTepHaloB;

3-5 npaBuiia I€I0BOr0 ATUKETA
1 JICJIOBOTO OOIICHHUS;

3-6 TpeboBanusl,
IIpeabIBIsSeMbIe K TOKYMEHTaM
B COOTBETCTBHUH C
HOPMAaTHUBHBIMH NMPaBOBBIMU
aKTaMHM U roCy1apCTBEHHBIMU
CTaHJapTaMy;

3-7 CTpyKTypa OpraHHu3aluH,
PYKOBOJICTBO CTPYKTYPHBIX
TOIpa3IeIICHUI;

3-8 cOBpeMEHHBIE
HHPOPMAMOHHBIC TEXHOJIOTHH
paboTHI ¢ JOKYMEHTaMH;

3-9 nopsaok paboTs ¢
MIOCTYTAIOMIUMHU TOKyMEHTAMU;
3-10 mopsimok paboThI ¢
JOKyYMEHTaMH IIpH Hepeaade ux
Ha UCIIOJTHEHHE B
TTOIpa3IeIICHUS;

3-11 npaBuia opraHu3aluu U
(hOpMBI KOHTPOJIS UCTIOTHEHUS
JOKYMEHTOB B OpTaHU3aIUH;
3-12 Tunossie CPOKHU
HCTIOTHEHUS TOKYMEHTOB;
3-13 npuHIMIEL paboTHI O
CPOKOBOH KapTOTEKOI;

3-14 Ha3HaueHWe ¥ TEXHOJIOTHUS
TEKYILETO U
MIPeayIPEeaUTEIHHOTO
KOHTpPOJIS;

3-15 npaBuia cocTaBieHUs
AQHAJIUTUYECKUX CIIPABOK IO
OpraHu3anuy paboThl ¢
JIOKyMEHTaMHU ¥ KOHTPOJIIO
HCTIOIHEHUS JOKYMEHTOB;
3-16 mpaBuia co3gaHus U
BeJeHUs 0a3 JaHHBIX
CITy’kKeOHBIX JOKYMEHTOB B
OpTraHH3aIH;

3-17 cucTeMBbI AIEKTPOHHOTO
JOKyMEHT0000pOTa;

3-18 npaBuia u cpoku
OTHPaBKHU UCXOISIINX
JIOKYMEHTOB;

¥-1 npuHUMAaTh, pETUCTPUPOBATH,
YUHUTBIBATh MOCTYIAIOLINE
JIOKYMEHTHI,

V-2 npoBepsTh NPaBUILHOCTD
oopmIteHHs TOKYMEHTOB;

V-3 BecTu KapTOTEKy yueTa
MPOXO0XKICHUS TOKYMEHTAIBHBIX
MaTepualioB;

Y-4 ipoBepsITh NPaBUIBHOCTD
JIOCTaBKH KOPPECIIOHACHIINY;
MPaBHIBHOCTH M IIETTOCTHOCTD
BIIOJKCHHS;

VY-5 ouieHUBATH CONEPKAHUE
MOCTYNHUBIINX TJOKYMEHTOB C
LENIBI0 UX PacIpeesCHNs;

V-6 none3oBaThCA
aBTOMaTU3UPOBaHHBIMU
CHCTEMaMH y4eTa, PETHCTPauu
pu paboTe ¢ TOKyMEHTaMHU
OpTaHM3aINH;

V-7 onpenensats MapupyT
JIBIDKCHUS] KOHKPETHOTO
JIOKyMEHTa 1 JOBOJHUTh
JIOKYMEHTBI /1O UCTIOJIHUTENICH B
OTIpeieNIeHHBIE CPOKH;

VY-8 paboTath co Bceit
COBOKYITHOCTBIO
HHPOPMALMOHHO-
JIOKyMEHTAI[HOHHBIX PECYPCOB
OpTaHM3aIH;

MIOCTaHOBKH JIOKYMEHTa Ha
KOHTPOJIb;

V-9 ocymecTBuaTh
MPOMEXXYTOYHBIH KOHTPOJIb U
KOHTPOJIb NPH HACTYIUICHUH JAThI
HCTIOJTHEHHUS,

¥-10 unpopmupoBats
PYKOBOJIUTENSA 00 HCIIOTHEHNUY;
VY-11 cHATH TOKYMEHT C KOHTPOJIS
Y HalpaBHUTh MCIIOJIHEHHBIN
JIOKYMEHT B JI€]10;

V-12 06001maTh 1 aHATM3UPOBATH
Ppe3yJbTaThl KOHTPOJIS 32
UCIIOJIHEHUEM JOKYMEHTOB;
VY-13 nonb3oBarbes 6azamMu
JTAaHHBIX, B TOM YHCJIE YIAICHHO;
V-14 ocymiecTBIsATh CIIPABOYHO-
nHPOPMAMOHHYIO PaboTy C
HCIIOJIb30BaHUEM 0a3 JaHHBIX
JIOKYMEHTOB,

V-15 npumeHaTh npaBuia
PYCCKOTO sI3bIKa IIPH ITPOBEPKE
JIOKYMEHTOB IIepe]l OTIPaBKOL;
V-16 npoBepsATh NPaBUIBLHOCTD
odopmIIeHHsT 1 KOMIUIEKTHOCTh
UCXOJAIIUX JOKYMEHTOB;

V-17 copTupoBaTh TOKYMEHTHI IO
croco0am JTIOCTaBKH, IIPH
HEOOXONMOCTH, YIIaKOBBIBATH
JOKYMEHTBHI U OTIPABIITh;

H-1 noxyMeHTallmoHHOTO
obecreyeHus AeATEIBHOCTH
OpTaHH3aINH;

H-2 npuema u nepBu4HOMR
00pabOTKH BXOSIIIX
JIOKYMEHTOB;

H-3 npenBapurensHOro
paccMoTpeHHUs U
COPTUPOBKH TOKYMEHTOB Ha
perucTpupyembie u
HEPETUCTPUPYEMEIE;

H-4 moAroToBKH BXOASIINX
JIOKYMEHTOB JJIs1
paccMOTpeHHs
PYKOBOIIUTEIIEM;

H-5 perucrpauun Bxoasmmx
JTOKYMEHTOB;

H-6 opranuzanus noctaBku
JIOKYMEHTOB UCTIOJTHHUTEISIM;
H-7 xonTpOss ucnonHeHus
JIOKYMEHTOB B OpraHM3AIINH;
H-8 Bemenus 0a3pl JaHHBIX
JIOKYMEHTOB OpraHU3aIIHH;
H-9 Benenus
HHPOPMALNOHHO-
CIPaBOYHOU PabOTHI;

H-10 obpabotku,
PETUCTpAINH U OTIIPaBKU
HCXOIAIINX TOKYMEHTOB;
H-11 cocraBnenus u
oopMIICHHS CITYKEOHBIX
JIOKYyMEHTOB.




3-19 mpaBuuna coctaBieHus: 1
odopmiternst HHPOPMAIIMOHHO-
CIIPaBOYHBIX,
OpraHU3alOHHbIX,
YIPaBJICHYECKUX JOKYMEHTOB.

V-18 npuMeHSTh yCTaHOBJIECHHBIN
COCTaB PEKBU3UTOB B
3aBUCHMOCTH OT BHJa JOKYMCHTa,;
V-19 mpaBuibHO pacronaraTb U
ohopMIIATE PEKBU3HUTHI Ha JIHUCTE
TIIPU COCTaBJICHUH JOKYMEHTA.

[II1.01. ITpousBoncTBeHHas npakTHKa (TexHOoIOTHYeCcKas o MpogeCcCHOHATEHOMY MOAYIIO: JOKYMEHTHPOBAHHE

YIPaBICHIECKON ESITETBHOC

TH ¥ OpraHu3aIus paboThl ¢ JOKYMEHTaMH)

K 1.1;
TIK 1.2;
TIK 1.3;
TIK 1.4,
TIK 1.5;
IIK 1.6;
IK 2.1;
IIK 2.2;
IIK 2.3;
IIK 2.4,
IIK 2.5;
IIK 2.6.

3-1 HOpMaTHBHEIE TIPABOBBIE
aKThl 1 HOPMATHBHO-
METOJUYECKHE JOKYMEHTHI,
OTpeAeIoNe MOPSI0K
JIOKYMEHTallMOHHOTO
obecrieueHHs ypaBJIeHHs;

3-2 OCHOBHBIE TTOJIOKEHUS
Enunoit rocynapcTBeHHOM
CHCTEMBI JeTIONIPON3BOJICTBA;
3-3 BB, QYHKIIUU
JOKYMEHTOB, TIPaBUIa UX
COCTaBJICHUS B OPOPMIICHHUS;
3-4 nopsaok
JIOKyMEHTHUPOBaHUS
nH(pOpPMaMOHHO-CIIPaBOYHBIX
MaTepHaoB;

3-5 npaBuiia eJI0BOIO 3THKETA
U JIETIOBOTO OOIICHHS;

3-6 TpeboBaHus,
MIPEIbSBISEMBIC K TOKYMEHTaM
B COOTBETCTBHUH C
HOPMATHBHBIMHU TIPAaBOBBIMH
aKTaMH U TOCYIapCTBEHHBIMH
CTaHJapTaMH;

3-7 cTpyKTypa OpraHHU3aIlvH,
PYKOBOJICTBO CTPYKTYPHBIX
MOApa3AeIICHUH;

3-8 coBpeMeHHbBIE
nH(pOpPMaIMOHHBIE TEXHOJIOTHH
paboTHI ¢ JOKYMEHTaMH;

3-9 mopsiIoK paboThI ¢
MTOCTYTAIOMIAMU JTOKyMEHTAMU;
3-10 mopsimox paboTEI ¢
JOKYMEHTaMH IIPH Tiepeaade ux
HA HCITOJTHCHHE B
TIOJIpa3IeIeHus;

3-11 npaBuia opranu3anyuy 1
(OpMBI KOHTPOJIS UCTIOTHEHHS
JOKYMEHTOB B OpTaHH3AIUH;
3-12 THIIOBBIE CPOKH
HCIIOJIHEHUS IOKYMEHTOB;

3-13 npuHIMIB pabOTHI CO
CPOKOBOH KapTOTEKOM;

3-14 Ha3HaueHUE U TEXHOJIOTUS
TEKYILEro U
IpesynpeauTeIbHOrO
KOHTPOJIS;

3-15 mpaBua cocTaBieHUs
AHATTUTHICCKHUX CIIPABOK TI0
OpraHu3aIuu padoThI C
JOKYMEHTaMH U KOHTPOIIO
HCTIOJIHEHUS IOKYMEHTOB;

V-1 npuHUMaTh, pETUCTPUPOBATH,
YUYHUTBIBATH MOCTYIAIOIINE
JIOKyMEHTBI;

Y-2 npoBepsTh NPaBUIBHOCTD
oopMIICHHS TOKYMEHTOB;

V-3 BecTu KapTOTEKy yueTa
MPOX0XKJICHUS TOKYMEHTAIbHBIX
MaTepHaoB;

V-4 npoBepsTh NPaBUILHOCTD
JIOCTaBKH KOPPECIIOHACHIINY;
MPaBHIBHOCTH M 1IEJIOCTHOCTD
BIIOJKCHHS;

V-5 oueHuBarh coaepKaHue
MOCTYMHBIINX JOKYMEHTOB C
LETbI0 UX PaCIIpeeIICHNS;

V-6 nonp3oBatbes
ABTOMATHU3MPOBAHHBIMU
cHCTEMaMH y4eTa, perHCTpaluu
pu paboTe ¢ JOKyMEHTaMH
OpraHH3aIiy;

V-7 onpenenars MapupyT
JIBIDKEHUS] KOHKPETHOTO
JIOKyMEHTa 1 JIOBOJHUTh
JIOKyMEHTBHI JI0 UCTIOJIHUTEINEH B
oTIpeZieTIeHHbIE CPOKH;

Y-8 paboTatb co Bcei
COBOKYITHOCTBIO
HHPOPMATMOHHO-
JIOKYMEHTAI[HOHHBIX PECYPCOB
OpraHH3aly;

MOCTaHOBKH JIOKYMEHTa Ha
KOHTPOJIb;

V-9 ocymecTBIATh
MPOMEXXYTOYHBIH KOHTPOJIb U
KOHTPOJIb ITPY HACTYIJICHUH JaThl
WCTIOJTHEHHUS;

VY-10 uapopmMupoBaTh
pyKoBoauTeNst 00 HCIOIHEHNH;
V-11 cHATH JOKYMEHT C KOHTPOJIS
Y HaIPaBHUTh UCIIOJIHEHHBIN
JIOKYMEHT B JIeJI0;

V-12 0600mm1aTe 1 aHAIN3UPOBATH
pe3yIbTaThl KOHTPOJIIS 3a
UCIIOJTHEHHEM JIOKYMEHTOB;
VY-13 nonb3oBarbes 6azamMu
JIaHHBIX, B TOM YHUCJIE yJIAJICHHO;
V-14 ocymecTBIsATh CIPABOYHO-
nHdopmManmoHHyo paboTy ¢
UCIIOJIb30BaHUEM 0a3 JaHHBIX
JIOKyMEHTOB;

V-15 npuMeHsATh IpaBuIIa
PYCCKOTO S3bIKa IIPH ITPOBEPKE

H-1 noxyMeHTanmoHHOTO
oOecrieucHHs ACSITCIBHOCTA
OpraHu3aIuiy;

H-2 npuema u nepsuuHOH
00pabOTKU BXOISIIIX
JIOKyMEHTOB;

H-3 npeasapurensHoro
paccMOTpeHHs U
COPTHPOBKH JOKYMECHTOB Ha
pETUCTPUpPYEMEIE U
HEPETHCTPUPYEMEIE;

H-4 noaroToBK# BXOASAIINAX
JIOKYMEHTOB JJIs1
paccMoTpeHust
PYKOBOJUTENIEM;

H-5 perucrpanuu Bxoasmux
JIOKyMEHTOB;

H-6 opranusaius 10cTaBKU
JTOKYMEHTOB HCITOTHUTEIISIM;
H-7 xoHTpOIst HcTioNHEHUS
JTOKYMEHTOB B OpTaHH3aIINH;
H-8 Benenns 6a3bl JaHHBIX
JIOKYMEHTOB OpTaHH3all1H;
H-9 Benenns
nHpopmMannoHHo-
CHpaBOYHOU paboThI;

H-10 o6paboTkw,
pEeTHCTpaIiK U OTIIPaBKU
HCXOJSIINX IOKYMEHTOB;
H-11 cocraBnenus u
0pOpPMIICHHS CITYKEOHBIX
JTOKYMEHTOB.
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3-16 mpaBuia co3gaHus u
BeieHHs 0a3 JaHHbBIX
CITyKEOHBIX TOKYyMCHTOB B
OpraHU3aLyy;

3-17 cucteMsl IEKTPOHHOTO
JOKYMEHTO0000POTa;

3-18 mpaBuia u cpoku
OTIPABKU UCXOJISIIUX
JIOKyMEHTOB;

3-19 npaBuna cocraBieHus: U
odopmiteHHs1 HHPOPMAITOHHO-
CIPaBOYHBIX,
OpraHU3aIMOHHBIX,
YIIPaBICHYECKHX JOKYMEHTOB.

JIOKYMEHTOB IIepe]l OTIPaBKOli;
VY-16 npoBepsATh NPaBUILHOCTH
odopmteHHsT 1 KOMIUIEKTHOCTh
UCXOZSIINX JOKYMEHTOB;

V-17 copTipoBaTh JOKyMEHTHI 10
crioco0aM TOCTaBKH, IIPH
HEOOXONMOCTH, YIIaKOBBIBATH
JIOKyMEHTHI U OTIPaBIIATh;

V-18 npuMeHSTh yCTaHOBJIECHHBIN
COCTaB PEKBU3UTOB B
3aBUCHUMOCTH OT BUJA JOKYMEHTAa;
V-19 mpaBuibHO pacnojaraT U
oopMIIITE PEKBH3UTHI Ha JIUCTE
TIPU COCTaBJICHUH JOKYMEHTA.

2. CTpyKTypa u coaep:kaHue nNpodeccHoHAIBLHOT0 MOYJIsI

2.1. CTpykTypa npo¢eccuoHaIbLHOI0 MOAYJIsI
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A & E 22 5& | 27 g
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1 2 3 4 5 6 7 8
M/K.01.01 Opranuszarms 2 144 126 13 - Ok3aMeH
JOKYMEHT0000poTa 1
JOKYMEHTHPOBaHHE YIIPAaBICHUECKON
JeATeIbHOCTH
M/IK.01.02 MudopmanmoHHO- 2 69 56 8 - OK3aMeH
KOMMYHUKAIMOHHbIE TEXHOJIOTUH B
JIeJIONIPOU3BOICTBE
VYuebnas npakruka YI1.01 2 72 72 Jud. 3auer
(O3nakomuTeNbHAS IO
podecCHOHANBEHOMY MOAYJIIO:
JOKYMEHTUPOBAHHE YIIPABICHUECKON
JeSITeIbHOCTH M OpTaHMU3aLUs paObOTHI
C TOKyMEHTaMHN)
[IpousBoncteenHas npakruka [111.01 2 180 180 Hud. 3ager
(Texnomoruaeckas mo
PO eCCHOHATHEHOMY MOIYIIO:
JOKYMEHTHPOBaHHE YIIPAaBICHUECKON
JEATEIbHOCTH U OpraHu3anus paboTsl
C IOKyMEHTaMN)
Koncynpranuu 2
Ox3ameH no moaymo [IM.01 2 3
Hroro mo IIM: 2 468 252 182 21




2.3. TemaTuyeckuii VIaH U coJiep:KaHue NMPOeCcCHOHATBHOT0 MOIYJIsI

Bun yuyeOHOiIi nesiTeTbHOCTH (AK.4.)

Coaep:xkanue yueOHOr0 MaTepuasa

Ypox
Jlexnus
MpakTuyeckoe 3ausaTue (Cemunap)
JlaGopaTopHoe / IIpakTHyeckoe 3aHsATHE
1o MoArpynmnam
BoinosiHeHHEe KYPCOBOI0 MPOEKTA
(padoThI)

CamocTrosiTesibHast padoTa

MJK.01.01 Opeanuszayusa 0okymenmoobopoma u OOKyMeHmupo8aHue YnpasieH4ecKoll 0esimeabHOCu

Cemectp (smopoti)

Paspen 1. Opranuzanms 10KyMeHT0000poOTA U
JOKYMEHTHPOBaHHE YIIPABJEHYECKOH 1esITeTbHOCTH

Tema 1.1. Hopmamueno-npasogoe pezyauposanue 4 2
OOKYMEHMUPOBAHUA U OP2AHU3AUUU PAOOMBL C OPUUUATLHOIMU

QOKyMeHmamu

Coaep:xkanue

1 HopmatuBHO-IpaBOBbIE AKTHl U HOPMATUBHO- 4

METOJMYECKHUE JOKYMEHTBI, ONPEEIAIOINEe TOPSIOK
JOKYMEHTAI[HOHHOTO 00eCIIeUeHHs YIIPaBICHHUS.
3aKoHOIaTeIbHbIE U HOPMATHUBHBIE AKTHI,
yCTaHaBJIMBAIOIUE NpaBia 0popMIIeHHs TOKYMEHTOB

2 B TOM YHCJIe NIPAKTHYECKUX 3aHATHIA:

Nel PaboTa ¢ HOpMaTHBHO-TIPABOBBIMH aKTaMH U 2
HOpPMATHBHO-METOAMYECKIMH JOKYMEHTaMH. AHAIN3
OCHOBHBIX 10JI0’KeHUN ENMHOM rocyaapcTBeHHOM
CHCTEMBI JeTIONIPOU3BOJICTRA.

Tema 1.2. /lokymenm 6 cucmeme ynpagienus 6 2
Coaep:xkanue
1 CBs13b OHATHH «MHPOPMALUI» U «TOKYMEHT». 6

CBoiicTBa ¥ Ha3HaUY€HUE JOKYMEHTOB. DYHKIIMHU
JOKyMeHTa. BBl JOKYMEHTOB, UX KIacCU(UKAIMSL.
IOpuandeckast cuna TOKyMeHTa.

2 B TOM YMCJi€¢ MPAKTUYCCKUX 3aHSATHIA:

Ne2. Onpenenenue BUJI0B U GYHKIUH TOKYMEHTa 2

Tema 1.3. /lokymenmuposanue ynpagienueckoi 6 4
deamenvHocmu

Coaep:xkanue

1 ®opMyJIsIP COBPEMEHHOI'0 YIIPABJEHYECKOIo 4
JOKYMEHTA M ero cocTaBHble YacTH. Dopmyirsip
JOKyMeHTa. THIOBOM M MHAUBUIYAJIBHBIN GOPMYIISIp
nokymenTta. ®opmyisip-obpaszen. Haznauenune u
HCIONB30BaHUE B JIENONPOU3BOACTBE. PekBu3uT
JnokymeHTa. Buasl pekBu3uToB. CoCTaB peKBU3UTOB
JIokyMeHToB. [IpaBuia ohopmileHNs! pEKBU3UTOB
JOKYMEHTOB

2 baank nokymeHra 2
[Nonstue u Buabl OnankoB. OOIIUil OJTaHK OpraHU3AIHH.
BraHkK KOHKPETHOTO BUA JOKYMEHTa. biiaHk nmucema.




bnank crpykrypHoro noxapasnenenus. biank
JIOJDKHOCTHOTO JIMLA. BiaHKu 111 BHYTPEHHHX U
BHEIIHUX JOKYMEHTOB. TpeOoBaHus, IpeabIBIsIEMBbIE K
odopMIIeHHIO OJIAHKOB TOKYMEHTOB. TpeOoBaHuUs K
W3TOTOBJICHUIO TOKYMEHTOB

B TOM YMCJI€ MPAKTUYCCKUX 3aHATHI:

Ne3 TMoctpoenne Gopmysipa-odpasiia JOKYMEHTa

Ned OdopmiieHre peKBU3UTOB TOKYMEHTOB!
3aroJIOBOYHOM 4aCTH JOKYMEHTA; COLIEPKaTENbHON
JaCTH JOKYMEHTa; O(OPMIISIOIIEH YacTH JOKyMEHTa

Ne5 KoncrpyupoBanne 071aHKOB KOHKPETHOM
OpraHHU3aliK B 3aBUCUMOCTH OT UX Ha3HAYCHHUS: OOLINI
OnaHK, OTaHK KOHKPETHOTO BUJIa TOKYMEHTa, OJaHK
ncbMa, OJJaHK CTPYKTYPHOTO TOIpa3/ielieHus], OJlaHK
JOJKHOCTHOT'O JIMIA

Tema 1.4. Cocmasnenue u ogpopmienue omoenbHovix
0OKYMEHmM 08

10

20

Coaep:xkanue

OpraHu3anMoHHbIE H PacOPSAUTEeNbHbIE
JOKYMEHTHI

[NonsTre, BUABI M HA3HAYCHNE OPTaHU3AMOHHBIX
JIOKyMeHTOB. [IpaBuia cocTaBieHUs U 0OPMIICHHS
OpraHU3aIMOHHBIX JOKyMEHTOB. TekcT
OPraHU3aIIOHHOTO JOKYMEHTA C YIE€TOM BHAA
nokymenTa. CoriacoBaHue, MONMCAHUE U YTBEPKACHHE
OpraHHM3aIMOHHBIX JOKYMEHTOB. BHeceHne n3MeHeHui n
Z[OHOJ'IHeHI/II‘/II B OpraHn3alfuOHHBIC JOKYMCHTEI.
PaCHOpﬂI[I/ITeJ'H)HLIe JTOKYMEHTBI, U3/JaBaCMbI€ Ha OCHOBC
CANHOJIMYHOTO U KOJUIETHAJIBHOT'O IMIPUHATUA PCIICHUA.
CTa}II/II/I IMOJATOTOBKH pacopsAaAUTECIILHOTO JOKYMEHTA.
IIpaBuia cocraBieHUs U 0POPMIICHHS
OpraHU3aIMOHHBIX JOKYyMEHTOB. TekcT
PacIopsIIUTEILHOTO JOKYMEHTa C y4ETOM BHJIa
nokyMmenTa. CoriacoBaHue W MOANNCAHUE
PacIopsINTEIFHOTO JOKYMEHTa

CnpaBo4yHo-nH(GOPMALMOHHbIE U CIIPABOYH
CocrasieHue u 0(popm/ieHHEe PeKBU3UTOB-
aHATNTHYECKHe JOKYMEHTBI

[TonaTtue 1 BUABI CIIPaBOYHO-NHPOPMALMOHHBIX U
CIIPaBOYHO-aHAJIUTHYECKHUX TOKyMEHTOB. TpeboBaHus K
HX COCTABJICHUIO ¥ O(OPMIICHHIO

JIOKyMeHTBI 110 JIHYHOMY COCTaBY

[MonsiTre, BU/IbI M HA3HAYCHUE JIOKYMEHTOB IO JINYHOMY
cocraBy. Opranu3aluoHHO-UH(POPMAaIIMOHHAS,
pacropsiiuTeNbHas ¥ yueTHas JOKyMEHTAIHs KaJpOBOH
ciryx0b1. OcHOBHBIE TpeOOBaHUs K 0pOpMIICHHIO

B TOM YHCJI¢ MPAKTHYCCKHUX 3aHATHIA:

Ne6 Cocranenue u opopmiierne Gopmyrnsipa ycrasa,
YUpEAUTETBHOTO IOT0BOPA, OJIOKEHNUs] 00 OpraHu3aluu

Ne7 Cocranenue u opopMiICHHE CTPYKTYPHI M IITATHON
YHUCJIEHHOCTH OpTraHU3alliH, IITATHOTO paciicaHus
OpraHu3aIyu

Ne8 Cocrasnenue n opopmiieHHE TOKHOCTHON
HMHCTPYKIMU €IONPOU3BOIUTENS

Ne9 Cocrasienue 1 opopmiieHHE periiaMmenTa padoTh
PYKOBOJCTBA OpraHU3alUH

Nel0 Cocrasnenne u ohopmileHHE TIOCTAHOBIICHUH
PYKOBOJMUTEJIS OPraHU3allH, YKa3aHUsl PYKOBOAMUTEIS
OpraHu3aliy; JI0KJIa/1a PYKOBOHUTES

Nell Cocrasiienne u ohopmileHHE TIPUKA30B 110

OCHOBHOI1 HesTebHOCTH. COCTaBICHNE KON 1
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BBIITUCOK M3 IPUKA30B. CocraBieHue u O(bOpMJ'IeHI/Ie
paCHOpSI)KeHI/Iﬁ 110 NMPCAJIOKCHHBIM CUTYallUsAM

Nel2 CocraBnenue n opopmiIeHHe HHCTPYKIIUH 10
OpraHU3aIIOHHBIM HAIPaBJICHHUAM JIESITENbHOCTH
OpTaHM3aIIH, TTOJIOKEHHUSI O CTPYKTYPHBIX
TIOJIPa3IeICHHUSAX

Nel3 Cocrasnenue n 0()OpMIICHUE CIIPABKH.
OcoOeHHOCTH COCTaBICHUS M O(OPMIICHHSI CIIPABKH IO
3aIpOCy PYKOBOACTBA, BHELIHUX OpTaHU3aLUH

Nel4 Cocrasnenue u oopMIIeHHE JOKIIATHON 3aITHUCKH;
MPOTOKOJIA, TCKCTOB CITY’KEOHBIX MHCEM C YUCTOM
Ha3HaueHUs, HOpMyJsipa ICIOBOTO MUCHMa

Nel5 JlokyMeHTHpOBaHME NIpHeMa Ha paboTy, IEpeBO0B
U MepeMeleHui paOOTHUKOB Ha NIPEINPHUSTUH,
MPE0CTABIICHHS OTITYCKa PAa0OTHUKY, HANIPaBJICHHS
pabOTHHKA B CITy’)KEOHYI0 KOMaHIUPOBKY, NOOLIPEHUH,
HaJIOKCHUA JUCHUIIMHAPHOTO B3bICKAHMS, YBOJIbHCHU
paboTHHKA

Nel6 OdopmireHne TUYHBIX KapTOYeK PaOOTHUKOB.
3anonHeHUe OIaHKOB TPYNOBBIX KHIDKEK. VicpaBneHue
omnbok. KommexkroBanue TUIHBIX J€7 paOOTHUKOB.
Odopmierne o6moxkn. OpopmileHre 1 BbIav4a KOTHN
JOKYMEHTOB

Tema 1.

5 Opzanuzayus pabomut c 0oKymenmamu

10

Conepxxanue

JokymMeHT0000pOT, ero KoJIM4ecTBeHHbIE U
KaYyecTBeHHbIE XapaKTePUCTHKH

[Tonstue nokymentoobopota. CTpykTypa u o01mas
XapaKTEPUCTUKU JJOKYMEHTOIIOTOKOB. MapmpyTsl
JIBUKEHUSI TOKYMeHTOB. [lepuoaudHocts u
HaMpPaBJICHHOCTh JBUXEHUsI TIOKYMEHTOB. O0beM
JIOKYMEHT0000pOTa

Opranusanus paéoThl ¢ NOCTYNAIIUMHU
JOKYMEHTAMH

TunoBeie TEXHOJIOTHH 00PaOOTKHU ITOCTYIAFOIINX
JOKYMEHTOB: TIPHEM, IIPEIBAPUTEIEHOE PACCMOTPEHHE,
ITOCTAaHOBKA OTMETKH O IMOCTYIUICHUH JOKYMEHTA B
OpTaHU3aIUIo, PETUCTPAIINS, TIepeIada UCTIOTHUTEIISIM,
KOHTPOJIb HCIIOJTHEHUS, HCIIOTHEHUE TIOKYMEHTA,
MIO/IIITUBKA JOKYMEHTA B JEJIO0

Perncrpanusi 1 HHAeKCHPOBaHHNeE T0KYMEHTOB
Perucrparus u nHAEKcaIys JoKyMeHTOB. Lenn
peructpanuu. Hepeructpupyemsie 10KyMeHTbI. MHIEKC
JOKYMEHTa, €r0 COCTaB. Pernctpupyemsle cBegeHUS U3
nokymeHTta. @opMBl perucTpariy JOKYMEHTOB:
KypHaJIbHas, KApTOYHASL, aBTOMaTH3UPOBAHHAS.
Coznanue u BeJieHne 0a3 TaHHBIX CITY>KEOHBIX
JJOKYMEHTOB B OpraHU3aILUH

KoHTpoab HCIIOTHEHHsI JOKYMEHTOB

[onsATue ¥ 1eTb KOHTPOJIS UCIIOJIHEHHS JOKYMEHTOB.
HaznaueHue 1 TeXHONOTUs TEKYIIErO U
NIPEAYIPEIUTEIILHOIO KOHTPOJLAIO CPOKH UCIIOJIHEHUS
J0yMeHTOB. POpMBI BeJIeHUS] KOHTPOJIbHBIX OllEepaLyil:
py4Has u aBTOMaruzupoBaHHas. Kaproreku, uxs
co3JaHue 1 npuMeHeHue. CHATHE JOKYMEHTOB C
KOHTPOJISl. YUeT KOJMYECTBA JOKYMEHTOB

Opranu3anus padoTbl ¢ BHYyTPeHHUMU U
HCXOISIIMMHU I0KYMEHTAMH

[Nopsmox mIpOX0XKAEHUS CO30aBaEMBIX TOKYMEHTOB
(BHYTpPEHHHMX, BHEILIIHUX): COCTAaBJICHUE NIPOEKTa
JIOKyMEHTA, IPOBEPKa MPaBUILHOCTH 0(OPMIICHUS,




10

COIIaCOBAaHHUE MPOEKTA, MOJMUCAHUE TOKYMEHTA,
perucTpanus, HHAeKcalys, OTIpaBKa JOKyMEHTa
azpecary, IIOAIMMBKA BTOPOTO SK3EMILIsIpa B €TI0

B TOM YMCJI€ MPAKTUYCCKUX 3aHATHI:

Nel7 O6paboTka BXOIAMIUX JOKYMEHTOB: TIPHEM,
nepBUYIHAs 00pabOTKa, IPEeIBaPUTEIEHOE PACCMOTPEHUE
U COPTHPOBKA NOCTYNAIOIINX JOKyMEHTOB, IIOATOTOBKA
BXOJSIIMX JOKYMEHTOB JUISl pPACCMOTPEHHUS
pyKkoBoamTeneM. PerucTpanus BXOAAIMNX TOKyMEHTOB B
KypHaJIe PErHCTPAIHH, C TOMOIIBIO
ABTOMAaTH3UPOBAHHBIX CUCTEM U PETHCTPALIMOHHO-
KOHTPOJIbHBIX KapTOUEeK

Nel8 KoHTposb UCIIOTHEHUS JOKYMEHTOB.
dopMUpOBaHHE U UCIIOIB30BAHUE KOHTPOJIBHO-
CpOKOBO# KapToTeKku. Mcronb3oBanue
aBTOMAaTU3UPOBAHHON CUCTEMBI KOHTPOJIS UCTIOJHEHUS
JOKYMEHTOB

Nel9 OtnpaBka TOKyMEHTOB afpecaTy: SJEMEHThI
odopMIIeHHs C y4eTOM TpeOOBaHHIA TOYTOBBIX ITPABHII.
Oprasuzanus JOCTaBKU ¢ IPUMEHEHNEM COBPEMEHHBIX
BUJIOB OPTaHM3ALMOHHON TexHHKH. OOpaboTka
UCTIOTHEHHBIX M OTHPABIISIEMBIX JTOKYMEHTOB: IPHEM
UCXOJSIINX JOKYMEHTOB, IPOBEPKA IPaBHIBHOCTH UX
odopMIIeHH S, peTHCTPALHS, MHACKCAINS

Ne20 Opranuszanus y4yeTa MojlydaeMoi U OTHpaBiIseMoi
KOppecroHIeHIH. Benenne kaproreku yuera
MPOXO0XK/JICHUS TIOKYMEHTAIBHBIX MaTepPUaJIOB

Tema 1.

6. Opzanuzayusn padbomesl ¢ 0OpAULEHUAMU 2PAIHCOAH

Coaep:xkanue

Ionsarue «obpammenus rpaxnany. HopmaTusHbIe
JOKYMEHTBI, PerfIaMeHTUPYIOIINE OPraHU3alnio PaboTHI
¢ oOpalieHusIMU rpaxkaH. Buasl oOpatieHuii rpaxiiaH.
[Tpuem u nepBuyuHast 00pabOTKAa MUCHMEHHBIX
oOpamernii. AHanM3 oOpanieHui TpaKaaH

B TOM YHCJI€ MPAKTHYECKHUX 3aHATHI:

Ne21 Tlpuem u epBuyHast 00pab0OTKa MTUCHEMEHHBIX
oOpameHnii rpakaaH. Peructpanus oOparieHuit.
Oco0OeHHOCTH perucTpanyy MOBTOPHBIX 0OpaIIEHHH.
Hamnpasnenue oOparieHnii Ha paccMOTpEHHE.
OpraHuzanust KOHTPOJIS 38 UCTIOTHEHUEM IIPEUIOKEHNUH,
3agBIICHUH U kano0 rpaxkaad. opmupoBaHue
KapTOTEKH 1o oOpamieHnsM rpaxkaas. [Ipuvmenenue
aBTOMATH3MPOBAHHON CHCTEMBI KOHTpOIL. OpraHu3aris
nHGOPMAIMOHHO-CIIPABOYHON PabOTHI IO OOPAIIEHUSIM
rpaxaad. CocTaBleHNE aHAJTUTHIECKUX 0030POB,
CITPABOK IO paboTe ¢ OOPANMEHUSIMH TPKIAH

Tema 1.

7. Paboma c 0oKymenmamu, cooepicaugumu

KOH@Quoenyuanvuyio ungdopmayuio

Coaep:xanue

B TOM YHCJI€ MPAKTHYECCKHUX 3aHATHI:

Ne22 Pabora ¢ 1IOKyMEHTaMH, COIEpKalMU
KOH(puIeHIMaIbHYI0 HHQopMaImo. OcoOble OTMETKH Ha
JOKYMEHTaX, B COACPIKaHUM TEKCTA. Y CIIOBHS NICUYaTaHUS
Y KOTIUPOBAHUS KOH(PUICHIIHATBHBIX JJOKYMEHTOB.
[paBuna peructpanuu. CructeMa KOHTPOJIS HCIIOTHEHUS
KOH(UISHITHABHBIX JOKyMeHTOB. OTpaboTka
MTOCTYTIMBIINX U OTIPABIIIEMBIX JOKYMEHTOB,
coepkamux KOHGUICHITMATLHYIO HHPOPMAIHIO. YUeT
KOH(UISHITHABHBIX JOKYMEHTOB B (DOPMHUpPOBAHHE

CITPaBOYHO-NH(HOPMAIIMOHHOTO OaHKa TaHHBIX

Pazoen 2. Ananumuueckoe umenue
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Tema 1.1 Pono umenus 6 npogpeccuonanvHoil u
00pazoseamenvHoll 0esameabHOCHmU

18

Coaep:xkanue

Ponbs umenus 6 npogeccuonanvhoii u
0bpazosamenvHoll 0esmenrbHOCU

Tunor ymenus. Tunsi mexcmog 8 nPogeccuoHanrbHoU
OdeamenvrHocmu. Cmpykmypa mekcma

Texcmul nonesnvle u y68()um€]lebl€ — U Hem

6 mom uuciie npaKkmu4iecKux 3auaAmuilL:

Nel Oyenka nonesnocmu u Kauecmea mexkcmd.
Knrouesvie cnosa 6 mexcme u ux onpedenenue. Tema u
OCHOBHAS UOest meKcma

No2 Cxpuimule npeonoculiku 6 mexcme u ux
BRUAHUE HA APZYMEHMAYUIO

Ne3 Tpeyeonbnuk nucoma 00bIYHO20 YenoseKa

N4 TIpuuunno-credcmesetHvle ce53u

\9)

Ne Kpye umenus obviunoeo uenogexa. Ymenue ons
Y008016CMEUsL U OISt pabOmbl

Tema 1.2 Koncnexkmuposanue

12

Coaep:xkanue

Tunwvl KOHCNEKMOB: TUHEUHBII KOHCNEeKM
u Kapnol MolCcau

Tunst KOHCNEKMOB: ma6ﬂuz4bz u 6a3vl 3HAHUL

[\

KOcheKmupoeaHue. Ces13b umenus u
KOHCNEeKmMupoeaHusi. Umenue u
KOHCneKmupoeaHue ananocosesvle u

yupposoie

6 mom Hucijie npaKkmu4ecKux 3aHAmMUIL:

Ne5 Koncnexmupoganue: TuHeliHblil
KOHCNEKN U Kapnibl MbICIU

Ne6 Koncnexmupogarnue: mabauysl u 6aza
SHAHUU

Ne7 Tezuc u cmpykmypa noodepaicusaroujeti
€20 apeymenmayuu

Koncynabranumn

2 ax.uac.

IIpomeskyTouHas aTTeCTALMA

3 ax.uac. Dx3amen

Bcero

56

70

13

MJK.01.02 Hughopmayuonno-KOMMYHUKAYUOHHBIE MEXHOLO2UU 8 OeIONPOU3BO0CEE

Cemectp (smopoti)

Tema 1.1. Hngpopmayuonno-KoMMyHUKAYUOHHDBIE MEXHON0ZUL
6 npogheccuonanvHoll desmeapbHoCmu 0enonpou3so0umens

14

42

Coaep:xanue

1

OnpeneneHye BO3MOXKHOCTH IPUMEHEHUS
WH(GOPMAIMOHHBIX TEXHOJIOTHH B PO ECCHOHATHFHOMN
JIeSITeTbHOCTH

CripaBOYHO-TIPABOBBIE CUCTEMBI

[\

CHCTEeMBI AIEKTPOHHOTO TOKYMEHT0000poTa

RN

[\

ba3er JaHHBIX B CITy)KO€ JIEJTONPOU3BOJICTBA

DR (W

B TOM YMCJi¢ MPAKTUYCCKUX 3aHSATHIA:

Nel CTIC «I"apaHT»: opraHu3anys MONCKa HOPMATUBHBIX
JIOKYMEHTOB

No2 CTIC «Koncynprant ITJTFOCy: opraHn3anus movcka
HOPMAaTHBHBIX JOKYMEHTOB

No3 CucTeMbl 3JIEKTPOHHOTO IOKYMEHTO000pOTa: 3aImyCcK
MIPOrpaMMBbl, HACTpOWKa HHTEpdeiica, BBoA HHPOpMaiu
00 OpraHu3alyy U PErucTpaLys MoJIb30BaTeei,
HACTPOWKa HOPMATUBHO-CIPABOYHON HHDOpMAIIH
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Ne6 CucTeMbl 2JIEKTPOHHOTO JOKYMEHT0000pOTa: padboTta 4
¢ mabIoHaMH TOKYMEHTOB (MMIIOPT IOKYMEHTOB,
pa3paboTka mabIOHOB OPTaHU3AMOHHBIX JOKYMECHTOB:
yCTaB OpraHU3alNy, INTATHOE PAcIHCaHNE ,ITOJIOKEHHE,
JOJDKHOCTHAsL HHCTPYKIIHSI)

Ne7 CucteMsl 31eKTpOHHOTO TIOKyMeHToo0opoTa: paboTa 2
¢ mabIoHAMH JOKYMEHTOB (pa3padoTKa madIoHOB
PacHOpsIUTENbHBIX JOKYMEHTOB (IIOCTAaHOBJICHHS,
yKa3aHusl, IpUKa3a, peleHUs, pacCIOpsKESHUsI)

Ne8 CucTeMBI 3IEKTPOHHOTO TOKyMEHTO000pOoTa: padoTa 2
¢ mabIoHaMH TOKYMEHTOB (pa3paboTka mabioHOB
nH(pOpMaMOHHO-CIIPAaBOYHOH JOKYMEHTALUH (TIHCEM,
ciry>keOHOH OKJIaIHOM, CIIy)KeOHOW 1 00BSICHUTENBHOM
3aIUCOK, aKTa, IPOTOKOJIA)

Ne9 CucTeMsbl 31€eKTPOHHOTO TOKyMEHTO00O0pOoTa: paboTa 2
C UCXOOAIIMMHU TOKYMEHTaMU; pa60Ta C BXOAAIIIUMH
JIOKyMEHTaMH; IOUCK JJOKYMEHTOB

Nel0 Cucremsl 3IEKTPOHHOTO JOKYMEHTO000pOTa: 2
3a7a4d (perucTparys, MapuIpyTH3anus, pacCCMOTPEHHE,
03HAaKOMJICHHUE, TIOPyUYCHHUE, UCIIOIHEHHE, YTBEPKICHHE,
COTJIAaCOBAHHME)

Nell Cucremsl yripaBineHus 6a3aMy JaHHBIX: IEPBUYHOE 4
3HakoMcTBO ¢ CYBJ] MS Access; co3manue
pemsioHHoM Mozaenu B/, mpoektupoBanue Mmoaenu bJ1

Nel2 Cucremsl yripaBieHHs 6a3aMy JaHHBIX: CO3/IaHUC 2
tabmuipl BJl, pasmerka Tabmuiel BJ1, 3anonHeHue
Tabnuibl bJ]

Nel3 Cucremsl ynpapieHus 6a3aMy JaHHBIX: 2
HWHJIEKCUPOBaHUE TaOHII, MOUCK JAHHBIX 10 TabiuIle,
YCTAHOBJICHHE B3aUMOCBS3U MEKIY TaOJIUIIAMK

Nel4 Cucrems! ynpaBieHus 6a3aMu JaHHBIX: paboTa ¢ 2
3arpocamu

Nel5 Cucremsbl ynpapneHus: 6a3amMu JaHHBIX: CO3JITaHUE U 2
reyaTb OTYETOB; OpraHU3aLMs MeYaTh TaHHBIX MS

Access

Nel6 Cucremsl yrpaBieHHs 0a3aMy JaHHBIX: U3YUCHUE 2

MS Excel anst coznanus 6a3pl TaHHBIX JOKYMEHTOB
OpraHW3aIliN; HACTPOHKa paboYero OKHa IS CO3JaHUS

bl

Nel7 Cucremsl yripaBieHus 0a3aMy JaHHBIX: CO3/IaHUC 4
BJ] noxymenTtoB MS Excel. Pabora ¢ b1 mokymeHTOoB
MS Excel

Nel8 Cucremsl yrpaBineHHs 6a3aMy JaHHBIX: HU3y4YCHHE 2
pabotsl [1IK ¢ momMonipio yIaJIeHHOro MOMOIIIHUKA

Nel9 Cucremsl ynpaBieHus 6a3aMy JaHHBIX: 2
uHTEerpupoBanHas pabdora B MS Office

Koncyabramuu | 2 ax.uac.

[Ipome:xxyTouHasi aTTecTanmus | 3 ax.uac. Ik3ameH

Bcero 14 42 8

Kouncyabrauuu | 4 ax. uac.

IIpomexxyTounas arrecrauus | 6 ax.uac.

Bcero no moayaro (MAK) | 213 ax.uac.

2.4. Ctpykrypa u TpynoeMkocTh npaktuku: YII.01 Yyeonas npakruka (O3HakoMuTeIbHASA MO
npoecCHOHAILHOMY MOAYJI0: [OKYMEHTHPOBAHHME YNPABJEHYECKOH [1esiTeIbHOCTH H
opraHusanus paéoTbl ¢ JOKYMEHTAMM)
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Cemectp dopma npoBeneHHS Crioco6 mpoBeneHus [IpomomxuTeTEHOCTH
(paccpedomouennas, (cmayuonapHasi, évie30HAs) (ax.u.)
KOHYEHMPUpPOSannas)

2 KonnentprupoBanHas CramroHapHast 72

2.5. Copepxanne mnpaxktuxku: YII.01 VYyeonas npakrtuka (O3HakoMuTeJbHAsE 10
NnpoecCHOHATBHOMY MOAYJIO: JOKYMEHTHPOBAaHHME YIPABJEHYECKON JAeATeIbHOCTH M
opraHusanus paéorTbl ¢ JOKYMEHTAMM)

[IpakTrka B HOJTHOM 00BEME peanu3yercs B popMe MPaKTUIECKON MOATOTOBKH.

Ne Paznensr (3Tamsl) NpakTHKA Bunast paboTsl, B TOM 4rcie B hopme [IponomKkuTeIFHOCTD
n/n [IPAKTUYECKOHN IOJrOTOBKU (ax.u.)
1 IToaroroBuTENbHBIN 3TAI 1.1. Ha nepBom 3ansiTun 2

00y4JaromuMcs pazbICHAIOTCA: 1IETb
U 3a]1a4¥, COAEpKaHNe IIPOTrPaMMBI,
BUABI PabOT, INTAHUPYEMBbIE
Pe3yNBTaThl HPOXOXKICHUS yueOHOMH
MIPaKTHKH, BPEMS U MECTO
MIPOBECHUS IPAKTUKH, TIOPSIAOK
IIPOBEJICHUS IIPOMEKYTOUHOM
aTTeCTalllu.

1.2. BBOAHBIN HHCTPYKTaX I10
TEeXHHUKE 0E30MacHOCTH.

1.3. TpeGoBaHHs K OpraHU3AIIH
pabodero mMecra B repuox yueOHoU
TIPAKTHKH.

1.4. TpeGoBaHus K TPYyHAOBOH
JUCIUTUIMHE B TIEPHOJT YIeOHON
HPaKTHKH.

1.5. O3HakoMIIeHHE C TIpaBHIIaMU
BHYTPEHHETO pacropsaka 1
JIOKaJIbHOH IOKyMEHTALMEH
Yuusepcurera, U Koxnemxa
OTHOCHTEIFHO IPOXOXKACHUS
y4eOHOI IPAaKTUKH B opMe
MIPAaKTHYECKOH MOATOTOBKA

2 OCHOBHOM dTam 2.1 BrimomHeHWE BUIOB paboT B 66
COOTBETCTBHH C YIeOHOM
IIPOrpaMMON:

[lepBUYHBIIT THCTPYKTAX MO TEXHUKE
0e30macHOCTH Ha pabodeM MecTe.
Opranuzanys pabovero Mmecra
JIETIONIPON3BOTUTEIIS.

OdopmiieHre peKBU3UTOB
JOKYMEHTOB.

[IpoexTupoBanue O61aHKOB
JOKYMEHTOB.

OdopmiieHre TOKyMEHTAIIUN C
COOJIIOICHHEM €ANHBIX TpeOOBaHUH U
npasui B coorBerctBuu ¢ FOCT P
7.0.97-2016.

Brmmonrenune padbot 1o npuemy u
00paboTKe BXOMAIICH, HCXOISIIECH,
BHYTPEHHEH TOKyMEHTAIHH.
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BrimonHeHne paboT Mo perucTpanun
U MHJEKCAllUU JTOKYMEHTOB.
BrinonHeHue ynpaxHeHU ¢
TIOMOIIBIO PUKJIAJHON IPOTPaMMBI
«TexcToBbrit pemaktop» (MS Office).
Wurerpuposannas pabora ¢ MS
Office.

BrinonHenue ynpaxHeHui ¢
TIOMOIIBIO TIPUKJIAJHON TIPOTPaMMBI
«TeKCTOBBII peAAKTOP»: OCTPOCHUE
TaOIUIIBI, BBOJ JAHHBIX B TaOIHUILY,
TpaHULBl U 3aJTUBKA,
(dopmaTupoBaHue.

BrinonHenue ynpaxxHeHUu# 1o
CO3JJAHUIO U 0(OPMIICHHIO
TaOJIMYHOTO MaTepuana ¢
HCTIONIb30BAHMEM CHCTEMBI
aneKTpoHHBIX Tabmwi Excel
(cTonO1BI, CTPOKH, CO3/IaHUE TYEEK,
JIUCTBI U KHUTH, ()OPMaTHPOBAHUE U
pelaKTHPOBAHUE).

BrinonHenue ynpaxHeHUu 1o
CO3JJaHUIO arpaMM H rpadukoB ¢
HCTIONB30BaHMEM IporpaMmbl Excel
(ocwm, psiABL, IMHAU CETKH, BBOJ
JAHHBIX TUarpaMM IOCPEICTBOM
uH(pOPMAIIUH U BCTaBKH U3 Oydhepa
oOMeHa).

BrinosiHeHue ynpaxHeHui 1o
CO3JIaHMIO 0a3bl JAHHBIX C
MIPUMEHEHNEM aBTOMAaTU3UPOBAHHOM
nH(pOpPMaMOHHO-TIONCKOBOM
cucreMbl Access (IPOeKTHPOBaHUE,
TaOMNUIBI, OIS, 3aIUCh
nHpOopManuu, GopMaTHPOBAHUE H
U3MEHEHHUE JTaHHBIX, TIOUCK
uH(popMaLH, OTYeT 10 Oasze
JTAHHBIX ).

BrinonHenne ynpaxHeHUH ¢
COBMECTHBIM HCIOJIH30BAHUEM
IIPOrpamMM KOMIUIEKTa
MicrosoftOffice (cmocoOb1 0OMeHa
JAHHBIMH, TIEpEMeEIICHHE,
KOIMPOBAHHUE H T.JI.)

Pabota B cipaBOYHO-IIPaBOBBIX
cucTeMax.

3aKIIFOYHATENBHBIN JTAI:

3.1

KoHncynpranus

KoHcynbTupoBanue o0ydaromuxcst
T10 IOPSAKY NPOXOKIECHUS
TIPOMEXYTOYHOM aTTecTalluu B
dhopme mud. 3adera (BHITOJHEHUE
KOMIUIEKCHOW MPaKTUUECKON
paboThI): BO3MOXHBIC TUIIOBBIC
omuOKH, TpeOOBaHUS K OPraHU3aIUU
pabodero mecra, coOIO/ICHHE
TallMHUHTa, COOJIIOICHUE TCXHUKH
0€3011acCHOCTH, KPUTEPUH
OIICHWBAaHMS PabOTHI U JIp.




15

3.2 | IlpomexxyTouHas aTTecTanus B opme BrinonHeHne KOMIIIEKCHOM 1
1 hepeHIMPOBaHHOTO 3a4eTa MIPaKTHYECKOH pabOThI

2.6. Ctpykrypa wu Ttpyaoemkocts mnpaktuku: [III1.01 IIpou3BoacTBeHHasi NpPaKTHKA
(Texnosioruveckasi mo npogecCHOHATBLHOMY MOAYJK: JOKYMEHTHPOBAHHE YINPABJIECHYECKOM
AeATeJIbHOCTH U OPraHu3anus padoTsl ¢ JIOKYMEHTAMM)

Cemectp ®dopma mpoBeICHUS Croco6 poBeieHHS [IpomomxuTeTEHOCTH
(paccpedomouennas, (cmayuonapHas, evle30Has) (ax.u.)
KOHYEeHMPUPOBaAHHas)

2 KonuentpupoBannas CrammonapHas 180

2.5. Copnepxanue npaxktukm: III1.01 Ilpom3BoacrBenHas mnpakTuka (TexHosormuyeckas mno
npogeccHOHAIBHOMY MOIYJIK: JOKYMEHTHPOBaHHE YNPABJIEHYECKOH /AeATEeJBLHOCTH U
opranmu3anusi padoThl ¢ JOKYMEHTAMH)

[TpakTika B momHOM 00BEME peanu3yercs B opMe MPaKTUYECKON MOATOTOBKH.

Ne Paznensl (3Tansl) NpakTUKH Buapt paboTsl, B ToM 4ncie B popme IIponoikuTeNbHOCTD
n/n IIPAKTUYECKOHN IIOJrOTOBKU (ax.u.)
1 IToaroroBuTeNbHBIN TAI 1.1. Ha opranu3aninoHHOM COOpaHUH 2

00ydJaromuMcs pa3bsCHAIOTCS: LeIb U
3a/1a4, COIep’KaHie MPOTPaMMBI, BUABI
paboT, IIaHUPYEMbIC PE3YJILTAThI
MIPOXO’KICHUS IPOU3BOICTBEHHON
MPaKTHKH, BPEMsi K MECTO TIPOBE/ICHHS
MPAKTHKH, MTOPSIOK MTOTY4EHHS
HE00XOIMMOH OTYETHOH TOKYMEHTAaINH,
TpeOOBaHUs K OTYETHBIM JOKYMEHTaM 110
MPOM3BOJICTBEHHOH MIPAKTHKE, TOPSI/IOK,
(hopma M CPOKH UX MpEeCTaBICHHS,
MOPSIIOK IPOBE/ICHHS TIPOMEKYTOUHOH
aTTeCTaIN1, PYKOBOJICTBO NMPAKTUKOH.

1.2. BBOAHBIN HHCTPYKTAXK IO TEXHUKE
6e30IMacHOCTH.

1.3. TpeboBanus k opraHu3aIui pabovyero
MeCTa B IEPHOJ IPON3BOICTBEHHOMH
MPaKTHKH.

1.4. TpeboBaHHA K TPYIOBOH AUCIUIIIIHE
B IIEpHO/] IPOU3BOACTBEHHON IPAKTHKH.
1.5. O3HaKkoMIIEHHE C TIPaBUIIAMU
BHYTPEHHETO PACHOPSIKA U JIOKAIEHON
JIOKyMEHTaIlel OTHOCUTEIIHHO
MPOXO0XKJIEHUS TPOM3BOACTBEHHON
MPaKTHKH B popMe MpaKTHYECKOH
MOJITOTOBKH TI0 MECTY MPOXOKICHHS
MPaKTHKH.

2 OcHoBHOM 3Tan 2.1 OdopmIieHne Ha TPOU3BOACTBEHHYIO 174
MPaKTHKY IT0 MECTE €€ MPOXOKICHHS,;
2.2 TlepBUYHBIA HHCTPYKTAX TI0 TEXHUKE
0€30IaCHOCTH;

2.3 3HaKOMCTBO C MECTOM IPOXOKICHHS
MPOM3BOJICTBEHHOH MPAKTHKH,
KOPHOPaTUBHOHU KYJIBTYPOH, peXKUMOM
paboThl, JOJDKHOCTHBIMH 005I3aHHOCTSIMU
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JIETIONPOU3BOUTENS, pAOOYMM MECTOM,
PYKOBOJUTEJIEM IIPAKTUKH OT
TPEIIPUATHS U JIP.

2.4 BrinmongHEeHUE BUIOB paboT B
COOTBETCTBHH C yueOHOH MpOrpaMMon:
Opranuzanus pabodero Mecra
JIETIONPOU3BOIUTEIS.

Cocrasnenue 1 0popMIICHUE
HHPOPMAINOHHO-CIIPABOYHBIX,
OpTaHU3AIIMOHHBIX U YIIPaBICHYECKIX
JIOKYMEHTOB OpTaHH3aIHH.

AHanu3 IBMKEHUS JTOKYMEHTAITHOHHBIX
MTOTOKOB BHYTPH OPTaHU3AIIH.

[Tpuem u nepBrdHas 00paboTKa
BXOJAIIUX TOKYMEHTOB.
[TpenBapuTenpHOE paCCMOTPEHHE
COPTUPOBKA JIOKYMEHTOB Ha
PETUCTPUPYEMBIE U HE PETUCTPUPYEMBIE.
HO}IFOTOBKa BOIAINUX JOKYMCHTOB JIJIA
pPaccMOTpEHHUS! PYKOBOAUTEIIEM.
Perucrpanus BXOAAMHX TOKYMEHTOB.
Oprasn3anus T0CTaBKA JOKYMEHTOB
HCTIONTHUTEISM C IPUMEHCHUEM
COBpPEMCHHBIX BHIOB OPTaHU3AIIHOHHON
TEXHUKH.

Benenne 6a3p1 TaHHBIX BHEITHUX U
BHYTPEHHUX NOKYMEHTOB OPTaHU3aLUU.
Beznenue kapToTekH y4era MmpoxXoxKIeHHs
JOKYMCHTAJIbHBIX MaTECpHUaJIOB.
Opranuzanus paboThl 110 PETHCTPALHH,
YYETy, XPAHEHUIO U IIepefave B
COOTBETCTBYIOIIUE CTPYKTYPHEIC
MOIpa3IeIIeHIs JOKYMEHTOB TEKYILIETO
JIEITOTIPON3BOICTBA.

KoHTpoJb HCTIOTHEHUS TOKYMEHTOB B
OpTaHU3AIHH.

Pabora ¢ mporpamMMamu [uist
aBTOMATH3alUH JEJIO0NPOU3BOJICTBA.
Benenue 35neKTpoHHOTO
JIOKyMEHTO000pOTa OpraHu3aluu

2.5. Coop uHbDOpMAIHMH IS OTYCTHON
JOKYMEHTaU

2.6. Onpenenenue mpodIeM u

2.7. CocTaBieHUE OTYETHBIX JOKYMEHTOB
1o HpOH3BO}1CTBeHHOﬁ MPaKTUKE 1
MOATOTOBKA K 3aluTe/iud.3a4ery.

3aKIFOYHUTENBHBIN dTaN:

3.1

Koncynpranus

KoHcyneTupoBanue 00y4aromuxcs 1mo
MOPSIKY TIPOXOXKACHUS IPOMEKYTOTHOM
aTtectanuy B popme aud.3adera (3amura
OTYCTHOW JOKYMEHTAIINH): BO3MOXHEIC
THIIOBBIE OIIMOKH, COOJIIOACHKE
TaliMHUHTa, KPUTEPUX OLIEHHUBAHUS PaOOTHI
U Jp.

32

IMpoMexyTOoUYHast aTTECTALUS B
¢dbopme muddepeHIPOBAHHOTO
3aueTa

3ammra OT4YETHON JOKYMEHTAIUU 110
npou3BoJCcTBeHHOM mpakTuke I111.01

Koncyabramuu | 2 ax. uac.
IMpomeskyTouHas aTTecTanus | 5 ax.uac.
Bcero mo moayaio (Ilpakruka) | 252 ax.uac.
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KoncyabTamum | 6 ax. uac.

IIpome:xyrounas arrecrauus | /[ ak.uac.

Bcero mo moxymio IIM.01 | 468 ax.uac.

3. KoHTpo.1b M OlleHKA Pe3yJIbTATOB OCBOEHHS NPO(eccHOHATBLHOr0 MOAYJIsSt

Texymuii KOHTPOJIb YCIIEBAEMOCTH U MPOMEXYTOUYHAsI aTTeCTalusd 00y4yaromuxcs B paMKax KaxI0ro
MJIK oCymIeCTBISIFOTCS ¢ MPUMEHEHHEM OIICHOYHBIX MATEPUAIOB IO MPOPECCHOHATHBHOMY MOIYIIIO
(mpunoxkenne Ne 1 - Ne 2 k paboueil mporpamme NpoeCCHOHATBLHOTO MOJYJS), BKIFOYAIOIIMX
OTKPBITYIO (JOCTYIHYIO K OIyOJMKOBAaHUIO) U 3aKPHITYIO (HE pa3MenlaeMyro B CBOOOTHOM JOCTYIIE)
YacTH.

4. YcJioBuS peaju3alui NporpaMmMsl npogeccuoHaIbHOro MOy Is

4.1. YueOHO-MeTOAMYECKOEe U HH(POPMALMOHHOE o0ecleYeHne peaTu3anuu npogecCHOHAIbHOI0
MOYJIAA

4.1.1. OcHoBHAas JIUTEpPaTypAa:

MJAK.01.01  Opeanuszayus  O0okymeHmoobopoma U  OOKYMEHMUPOBAHUE  YNPAGIEeHYeCKOU
OesimenbHOCIU.

1. Hoponuna, JI. A. JlokyMeHTallMOHHOE OOECIIEYeHHE YIPaBICHUS: Y4YEOHUK M MPAKTUKYM JUIS
cpenHero npodeccuonanbHoro oopazosanus / JI. A. Jloponuna, B. C. UputukoBa. — 2-e u3z., nepepaod.
u jgon. — Mocksa: UznatensctBo KOpaiit, 2025. — 270 ¢. — (IIpodeccuonanbnoe obpazoBaHue). —
ISBN 978-5-534-16017-8. — Tekcrt: anekTponHbIii / O6pa3oBarenpHas miatdhopma KOpaiT [caiiT]. —
URL: https://urait.ru/bcode/563264 (nara obpamenus: 10.02.2025).

2. Kopnees, . K. JlokyMeHTanMoHHOE OO€CHEYEHUE YNpaBICHUS: Y4YEOHUK U MPaKTUKyM IS
cpennero npodeccronansuoro oopazosanus / M. K. Koprees, A. B. [Tmenko, B. A. Mamypres. — 3-
e u3M., nepepad. u gomn. — Mocksa: M3natensctBo IOpaiit, 2025. — 438 ¢. — (Ilpodeccronansruoe
oOpa3zoBanue). — ISBN 978-5-534-16002-4. — Texkcr: anexTpoHHbIN // O6pa3oBarenbHas miardopma
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/563193 (nara obpamenus: 10.02.2025).

3. Kyzumeunos, M. H.  JlokymeHTalMoHHOEe o0ecrieueHue ympaBieHus. JoKyMeHTooOOpoT u
JIETOTPOU3BOJICTBO: YUEOHUK M MPAKTUKYM JUIsl cpeHero npodeccuonansHoro oopasosanus / M. H.
Ky3nenoB. — 4-e u3a., nepepad. u non. — MockBa: U3narensctBo IOpaiit, 2023. — 545 ¢c. —
(ITpoceccuonansHoe oOpasoBanue). — ISBN 978-5-534-16004-8. — Tekcr: 351eKTpOHHBIN //
O6pazoBarenbHast iatdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/523613 (nata oOparieHus:
14.08.2023).

4. IlysanmoBa, H. H.  OcHOBBl A€NONPOM3BOJACTBA: YYEOHHUK U TPAKTUKYM Ui CPEIHEro
npodeccuonansHoro obpazosanus / H. H. lllysanosa, A. FO. MBanoBa; mon ob6mieit pexakiueiit H. H.
[lyBanoBoit. — 3-e u3a., nepepad. u non. — Mocksa: M3narensctBo FOpaiit, 2023. — 384 ¢. —
(ITpoceccuonansHoe oOpasoBanue). — ISBN 978-5-534-15488-7. — Tekcr: a5eKTpOHHBIN //
O6pazoBarenpHas atdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/511684 (nata oOparenus:
14.08.2023).

MJK.01.02 HHnghopmayuonHo-KOMMYHUKAYUOHHBLE MEXHOIO02UU 8 OeTONPOU3B00CEeE.

1. HoponuHa, JI. A. JlokyMeHTauHOHHOE OOecCHeueHHEe YIpaBiICHMs: YUEOHUK W MPAKTUKYM JJist
cpennero nmpodeccuonanbHoro oopazosanus / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢ u3., nepepad.
u non. — Mocksa: UznatenscTBo FOpaiit, 2025. — 270 ¢. — (IlpodeccrnonansHoe oOpa3oBaHue). —
ISBN 978-5-534-16017-8. — Tekcrt: anektponHsbIi // O6pa3oBatenbHas miargopma KOpaiit [caiiT]. —
URL: https://urait.ru/bcode/563264 (nata o6pamenus: 11.02.2025).

2. Kpusoxopa, E. U. [enoBsie kommyHukaiuu: yueonoe mocoomue / E.JM. KpuBokopa. — Mockaa:
NH®PA-M, 2025. — 190 c. — (Cpennee npodeccuonanpHoe oopazopanue). - ISBN 978-5-16-020321-
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8. - Tekct: anekrponnbidi. - URL: https://znanium.ru/catalog/product/2169572 (nata oOpareHus:
11.02.2025).
3. AntyxoBa, H. @., Cuctemsl 3J1IeKTpOHHOTO IOKyMeHTooO0poTa: yueOHoe nmocodue / H. @. AntyxoBa,
A. JI. ]I3r06enko, B. B. Jlocera, }O. b. YeunkoB. — Mocksa: KnoPyc, 2021. — 201 ¢. — ISBN 978-5-
406-02705-9. — Tekct: anekrponnbii // URL: ttps://book.ru/book/936560 (mara oOparieHus:
10.08.2023).

VII.01 Vueonasn npakmuxa (O3naxomumenvrasn no npopheccuoHarbHOMy MOOYI0. OOKYMEHMUPOSAHUE
VIPABIEHYECKOU 0esiMelbHOCIU U OP2AHU3AYUSL pAOOMbL ¢ OOKYMEHMAaMU,).

l. I'po3oBa, O. C. Jlenompou3BoACTBO: YIEOHUK ISl CPETHEr0 PO EeCCHOHATHFHOTO 00pa30BaHUs
/ O. C.T'po3oBa. — 2-e u3n. — Mocksa: U3natensctBo KOpaiit, 2025. — 131 ¢. — (IIpodeccuonansuoe
obpazoBanue). — ISBN 978-5-534-15986-8. — Tekct: anexTponHslii / O6pazoBarenbHas miardopma
FOpaiit [caiiT]. — URL: https://urait.ru/bcode/563440 (nara o6pamenus: 11.02.2025).

2. Hoponuna, JI. A. JlokyMeHTaImMOHHOE 0OeCIeYeHNE yIpaBIeHUs: YUeOHUK U IPAKTUKYM IS
cpenuero npodeccrnonabHOro oopazosanus / JI. A. loponnna, B. C. UputukoBa. — 2-¢ u3., mepepao.
u jgor. — Mocksa: U3natenscrBo HOpaiit, 2025. — 270 ¢. — (IIpodeccronanbroe odbpazoBaHue). —
ISBN 978-5-534-16017-8. — Tekcrt: anekTpoHHbIii / O0pa3oBarenbHas miatdopma FOpaiit [caldT]. —
URL: https://urait.ru/bcode/563264 (nara obpamenus: 11.02.2025).

3. [lyBanoBa, H. H. OcHOBBI 1enonpon3BOJCTBA: YIEOHHUK JJISi CPEAHEr0 MpOoQecCHOHATHLHOTO
obpazoBanus / H. H. lllysanosa, A. FO. NBanoBa; non obmeit penakuueir H. H. IllyBanoBoii. — 3-e
u3M., nepepad. u gon. — Mocksa: UznatensctBo HOpaiit, 2025. — 355 c. — (IlpodeccuonansHoe
oOpazoBanue). — ISBN 978-5-534-20344-8. — TekcT: anekTpoHHbIH // O6pazoBaTenbHas niaardopma
FOpaiit [caiiT]. — URL: https://urait.ru/bcode/560787 (nara o6pamenus: 10.02.2025).

IIL.01 [7lpouszsoocmeennas npaxkmuxa (TexnHonocuueckas no npogeccUoOHAIbHOMY MOOYIIO:
O0OKYMEeHmUpoB8aHue ynpasieHuecKol 0esameibHOCmuy U Op2aHu3ayus pabomol ¢ 0OKyMeHmamul).

1. I'po3oga, O. C. [lenonpou3BoJACTBO: YUEOHHK JUIsl CPEAHETO MPOPeCcCHOHATBHOI0 00pa3oBaHus
/ O. C.T'po3oBa. — 2-e u3z1. — Mocksa: M3narensctBo FOpaiit, 2025. — 131 ¢. — (IIpodeccronansHoe
oOpazoBanue). — ISBN 978-5-534-15986-8. — TekcT: anekTpoHHsbIi / Ob6pa3zoBaTenbHas niaardopma
FOpaiit [caiiT]. — URL: https://urait.ru/bcode/563440 (nata o6pamenus: 11.02.2025).

2. Hoponuna, JI. A. JIokyMeHTallMOHHOE 00ecreYeHNEe YIPABIECHUS: YYEOHUK U MPAKTUKYM JUIS
cpennero npodeccuonabHoro oopazosanus / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢ u3n., nepepad.
u non. — MockBa: UznatensctBo HOpaiit, 2025. — 270 ¢. — (Ilpodeccnonansuoe oOpa3oBanue). —
ISBN 978-5-534-16017-8. — Texkcrt: anexktponHsIil // Obpa3oBatenbHas argopma KOpaiit [caifT]. —
URL: https://urait.ru/bcode/563264 (nata o6pamenus: 11.02.2025).

3. [lyBanmosa, H. H. OcHOBBI nenmonpon3BoACTBa: yUeOHUK I CpeaHero mpoheccruoHaIbHOTO
obpazosanus / H. H. IllyBanosa, A. 10. MBanosa; mox o6meit pegakuueir H. H. [llyBanoBoit. — 3-e
u3., nepepad. m gon. — Mocksa: M3narensctBo FOpaiit, 2025. — 355 ¢. — (Ilpodeccronanbroe
oOpa3zoBanue). — ISBN 978-5-534-20344-8. — Texkcr: anexTpoHHbIl // O6pa3oBarenbHas miardopma
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/560787 (nara obpamenus: 10.02.2025).

4.1.2. JlonoJHATEJIbHAS JIUTEPATYpa:

MJIK.01.01  Opeanuszayus  0okymenmoobopoma U  OOKYMEHMUPOBAHUE  YNPABIEeHYeCKOU
0esmenbHOCu.

1. [yBanoBa, H. H. OcCHOBBI [enONpOW3BOJACTBA: YYEOHUK I CPETHEro MpodecCHOHAITBHOTO
obpazoBanus / H. H. Illysanosa, A. FO. BanoBa; nox obmeit penakuueir H. H. [llyBanoBoii. — 3-e
u3., nepepad. u mon. — Mocksa: UznatensctBo HOpaiit, 2025. — 355 c. — (IlpodeccuonanvHoe
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obpazoBanue). — ISBN 978-5-534-20344-8. — TekcT: anekTpoHHbii / OOpa3zoBarenbHas miatdopma
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/560787 (nara obpamenus: 10.02.2025).

2. Abymamge, /1. I'. JlokymeHTaImoHHOE 00ecriedeHUE yIpaBICHHsI IEPCOHATIOM: YU€OHUK U TPAKTHKYM
IU1s cpeHero mpodeccruonanbHoro oopaszosanus / 1. I'. AGynanze, U. b. Bempsokkuna, B. M. Macnoga.

— 3-e wm3g., mepepadb. m gom. — MockBa: M3marensctBo IOpaiit, 2023. — 374 c¢. —
(ITpodeccuonanvuoe obpazoBanue). — ISBN 978-5-534-16657-6. — TekcT: »aeKTpoHHBIA //
O6pazoBarenpHas miardopma FOpaiit [caiiT]. — URL: https://urait.ru/bcode/531449 (nara oGpameHus:
10.08.2023).

3. I'yryera, T. A. KondunenuuaibHoe nemonpon3BoacTBo: yueoHoe mocoodue / T. A. I'yryeBa. — 2-¢
u3., nepepad. u gom. — MockBa: UHOPA-M, 2023. — 199 c. — (Cpennee npodeccuoHambHOe
oOpazoBanue). - ISBN  978-5-16-016585-1. -  Teker:  snextpoHHbii. -  URL:
https://znanium.com/catalog/product/1986679 (mara obpamenus: 10.08.2023).

MIK.01.02 Hnghopmayuonno-KOMMYHUKAYUOHHBLE MEXHOI02UU 8 OeTONPOU3B0OCEE.

1. PacconoB, . M. HudopmanmonHoe mnpaBo: y4eOHUK JUIsi CpPeAHEro MpodecCHOHATBHOTO
obpa3zoBanus / . M. PacconoB. — 7-¢ u3n., mepepad. u gorn. — Mocksa: M3garensctBo KOpaiit, 2025.
— 427 ¢. — (Ilpoeccuonansuoe oopazoanue). — ISBN 978-5-534-18147-0. — TekcT: 25€KTpOHHBIM
/" ObpazoBarenbHas T1wiarpopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/568808 (mara
obpamenus: 11.02.2025).

2. Hlumos, O. B. CoBpeMeHHbIC TEXHOJOTHH U TEXHUYECKHUE CPEICTBA MH(OpMATH3AINU: YICOHUK /
O.B. llIumoB. — MockBa: UH®PA-M, 2022. — 462 c. + Jlon. marepuansl [ DJIEKTPOHHBIHI pecypc]. —
(Cpennee mpodeccuonanbHoe odpazoBanue). - ISBN 978-5-16-017112-8. - Tekcrt: 31eKTpOHHBIN. -
URL: https://znanium.com/catalog/product/1764799 (nata obpamenus: 10.08.2023).

YI1.01 Vuebnas npaxmuxa (O3nakomumenvHas no npogheccuoHarbHOMy MOOYIIO!
OOKYMEHMUPOBAHUE YNPABIEHUECKOU OesiMmelbHOCMU U OP2AHU3AYUsL PAOOMbL ¢ OOKYMEHMAMU,).

1. Kysnenos, 1. H. JlokymeHTalioHHOE oOecrieueHne ypaBieHns: IepCOHANIOM: YUeOHHUK U
NPaKTUKYM Ul cpefHero npogeccuoHanbHoro oopazosanus / U. H. Ky3nenos. — 3-e u3., nepepad.
u pon. — Mocksa: U3znarenbctBo FOpaiit, 2025. — 397 ¢. — (IIpodeccuonanbuoe o6pa3oBanue). —
ISBN 978-5-534-09155-7. — Tekct: anexkrponHslii // OOpa3oBarenbHas miaardopma FOpaiit [caiit]. —
URL: https://urait.ru/bcode/562296 (nata o6pamenus: 11.02.2025).

2. bsant, B. C. JlokymeHTanuoHHoe obecrnieueHue ynpasienus. FOpuanueckas TeXHUKa: y4eOHUK
IUtst cpenHero npodeccuonansHoro oopasosanus / B. C. bant. — 3-e u3na., ucnp. u ngon. — Mockaa:
NznarensctBo HOpaiit, 2025. — 89 c. — (IIpodeccrnonansHoe o6pazoBanue). — ISBN 978-5-534-
16132-8. — TekcT: anexTponHsbIii // Ob6pa3oBaTtenpHas iargopma FOpaiir [caiiT]. — URL:
https://urait.ru/bcode/564505 (nara obpamenus: 11.02.2025).

MI1.01 /lpouzeoocmeennas npaxmuxa (Texnonocuveckas no npogheccuoHaIbHOMy MOOYII0.
O0OKYMEeHmUpoB8aHue ynpasieHuecKoli 0esameibHoCmuy U op2aHu3ayus pabomoel ¢ 0OKyMeHmamul).

l. Kysnenos, 1. H. JlokymeHTalimoHHOe o0ecrieueHre yrpaBieHNs IePCOHAIOM: YUeOHUK U
NPaKTUKYM Ul cpeqHero npogeccuoHanbHoro oopazosanus / Y. H. Ky3nenos. — 3-e u3z., nepepad.
u gon. — Mocksa: U3narenbctBo FOpaiit, 2025. — 397 ¢. — (IIpodeccuonanbHoe 06pa3oBanue). —
ISBN 978-5-534-09155-7. — Tekcrt: snextponHbIii / O0pa3oBarenpHas muatdopma FOpaiir [caiit]. —
URL: https://urait.ru/bcode/562296 (nara obpamenus: 11.02.2025).

2. Bsant, B. C. JlokymeHTanmonHoe obecrnieuenue ynpasineHus. KOpunndeckas TeXHUKA: YIeOHUK
JUIs CpeAHero npodeccuonanbHoro oopazoBanus / B. C. bant. — 3-e uzn., ucnp. u non. — MockBa:
WznatenbctBo FOpaiit, 2025. — 89 ¢. — (IIpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-
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16132-8. — TekcT: anmekTponHsbIi // O6pa3oBaTenbHas iargopma FOpaiir [caiiT]. — URL:
https://urait.ru/bcode/564505 (nara obpamenus: 11.02.2025).

3. [lemenkoBa, C. 1. ApxuBoBenenue. Mctopust apxuBoB Poccuu ¢ ApeBHENUIIINX BpEMEH 110
Havyayia XX BeKa: y4eOHHK 1)1 cpeaHero nmpodeccruonaibroro oopazoanusi / C. U. IlemenkoRa; o
HayyHo# peaakuuent JI. H. Ma3zyp. — Mocksa: U3znatensctBo Opaiit, 2025. — 128 ¢c. —
(ITpodeccuonansuoe oopazoBanue). — ISBN 978-5-534-12086-8. — Tekct: 3neKTpOHHBIH //
O6pazoBarenpHas mwiaTdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/565795 (nara
obpamenus: 11.02.2025).

4.1.3. CoBpeMeHHble TNpodecCHOHANIBHBIE 0a3bl JAAaHHBIX M HH(OPMANHOHHbIE CHPABOYHbIE
CHCTEMBI:
1. CrpaBounas mpaBoBas cucrema Koncymnprantllimtoc http://www.consultant.ru/

2. MesxBy30Bckas aiekTponHas 6ubnnoreka (MOBb) https://icdlib.nspu.ru/

3. Haunonanehas snextponnas oubnuoreka https://rusneb.ru/

4. 000 «MBUC» https://dlib.eastview.com/browse

5. 000 «(3HAHUYM» https://lib.utmn.ru/tpost/mlxo816vgl-znaniumcom

6. Poccuiickas rocynapctBennas Oubnuoteka (PI'B) https://lib.utmn.ru/tpost/13jcthot61-
rossiiskaya-gosudarstvennaya-biblioteka

7. IPR BOOKS — URL: https://www.iprbookshop.ru/. Pexum pocTtyma: mo mnoamucke
TromI'V.

8. bubmuoteka TromI'Y — URL: https:/lib.utmn.ru/ru

9. DNEeKTPOHHO-OUOIMOTEeYHAsE CUCTEMA u3aarenscTBa «Jlanby — URL:

https://e.lanbook.com/. Pexwum nocryna: mo noamnucke Trom[ Y.
10. PecypcHblif y4yeOHO-METOAWYECKUM IIEHTP MO OOYYEHHI0 WHBAIHIAOB U JIUI[ C
OTPaHUYEHHBIMU BO3MOXXHOCTAMU 3710poBbs TromI Y -https://rtmc.utmn.ru/
11. Odunmaneuelii caiit MHKII03UBHOE BhIcIee oOpa3oBanue B Poccun. MHdopmanus Beeit
ceTu PYMII B Poccun - https://xn--80aabdcpejeebhgqo2afglbd3b9w.xn--plai/
WHKJIIO3UBHOE00Opa3oBaHue.pd

4.2. JInneH3MoHHOe U CBOOOJHO paclpocTpaHsieMoe NPOrpaMMHOe o0ecneyeHue, B TOM 4YHcjIe
0TEe4eCTBEHHOI0 MPOU3BO/ICTBA
LibreOffice, mnatdopmsr: Anaexc. Meccenmxkep, Aunexc.Tenemoct, antuBupycuoe [10 Kaspersky.

4.3. MaTtepuajibHO-TEXHHYECKOe o0ecreueHrue peaau3anun npogeccuoHaJIbLHOT0 MOIYJIA:
MJIK.01.01  Opeanuzayus  O0okymeHmoobopoma U  OOKYMEHMUPOBAHUE  YNPABIEeHYeCKOU
oesmenbHOCIU.

Kabuner opranuzanuu paboThl C TOKyMEHTaMHU.

OcHoBHOE 000pyIOBaHME: CTOJIBI, CTYJIbs, pabouyee MECTO MPernoaaBaTelis, J0CKa ayAuTOpHasl.
TexHuueckue cpeacTBa OOYyYEHHs: MEPCOHANBbHBIA KOMIIBIOTEpP, MPOEKTOP, 3BYKOBOM YCHIIMTEID,
KOJIOHKH, DKPaH.

[Tporpammuoe obecrnieuenue: miatpopma Auaexc 360 (TeremMoct, MECCEHIKED), OTIEpAIIHOHHAS
cucreMa AnsT O6pazoBanue, opucHbi naket Libre Office (Writer, Impress, Draw, Base, Calc, Math),
cereBble Opaysepbl Chromium, fumekc bpayzep. OOGecneueno mnpoBogHoe monkmoueHne [IK
nokanbHON cetn u cetu Unrepner, OBC, anekTpoHHO-00pa3oBaTeNbHON cpefie, K COBPEMEHHBIM
npodeccuoHanbHbIM 0a3aM JaHHBIX U HHGOPMAIIMOHHO-CIPABOYHBIM CHCTEMaM.

Jlabopatopuss ~ opraHuM3aiuu  pabOThl  C¢  JOKYMEHTaMH, CHCTEM  DJIEKTPOHHOTO
JIOKyMEHTO000pOoTA.

OcHOBHOE 000pYy/I0BaHKE: CTOJIbBI, CTYJIbsI, paboyee MECTO MpernoaaBaTess, 10CKa ayIUTOPHas.
TexHudeckue cpencTBa OOYUCHHS: MEPCOHATBHBIC KOMITBIOTEPBI, MPOCKTOP, 3BYKOBOW YCHIIUTEIb,


http://www.consultant.ru/
https://rusneb.ru/
https://dlib.eastview.com/browse
https://lib.utmn.ru/tpost/mlxo8l6vg1-znaniumcom
https://lib.utmn.ru/tpost/13jcthot61-rossiiskaya-gosudarstvennaya-biblioteka
https://lib.utmn.ru/tpost/13jcthot61-rossiiskaya-gosudarstvennaya-biblioteka
https://www.iprbookshop.ru/
https://lib.utmn.ru/ru
https://e.lanbook.com/
https://rtmc.utmn.ru/
https://инклюзивноеобразование.рф/
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KOJIOHKH, DKpaH.

[TporpamMmmHuoe obecrieuenue: miatpopma Auaexc 360 (TeaemMocT, MECCeHKEp), ONepalnoHHAas
cucreMa AnsT O6pazoBanue, opucHbii naket Libre Office (Writer, Impress, Draw, Base, Calc, Math),
ceteBbie Opaysepsl Chromium, Sunexc bpaysep. Obecnedeno mpoBomnoe mnonkimtoueHue I[IK x
nokanpHOM cetH U cetn MuTepHer, DBbC, 351eKTpOHHO-00pa30BaTebHON cpefie, K COBPEMEHHBIM
npodeccuoHaIbHBIM 0a3aM TaHHBIX U HHPOPMALMOHHO-CIIPABOYHBIM CUCTEMaM.

Kabuner a5 npoBeieHHs TPYIIIOBBIX U MHANBUIYaIbHBIX KOHCYJIbTAIUH.

OcHoBHOE 000pyZIOBaHUE: CTOJIBI, CTYJIbs, pabodyee MECTO MPENoAaBaTelis, 10CKa ayIuTOpHasL.

TexHuueckue cpeacrBa OOyueHHs: IE€PCOHAIBHBIM KOMIIBIOTEP, IPOEKTOp, 3BYKOBOM
YCHJIUTEINb, KOJIOHKH, DKPaH.

IIporpammHOe obecriedeHre: YCTAaHOBJICHO JIMIIEH3MOHHOE M CBOOOIHO pPaCHpOCTpaHsIeMoe
nporpaMMHOe OOecledeHHe, B TOM 4YHCJe OTEYEeCTBEHHOIO IpOou3BOAcTBa: SHIexc.MecceHkep,
Aunnexkc. Tenemoct u SAnnexc./luck, antuBupycnoe 110 Kaspersky; FAR manager, opuchsiili nmaker
LibreOffice. Obecrnieueno npopoanoe noaknrodeHue I1K k mokansHO# cetn u cetu MaTepHeT, DBC,
AIIEKTPOHHO-00Pa30BaTEIbHON Cpele, K COBPEMEHHBIM TNPO(ECCHOHATBHBIM 0a3aM JaHHBIX |
MH(}OPMaLIOHHO-CIIPABOYHBIM CHCTEMAM.

KaOuner 15 npoBeeHNs IPOMEXYTOUHON U UTOTOBOM aTTECTALUH.

OcHoBHOE 000pYyIOBaHKE: CTOJIBI, CTYJIbsI, pabodyee MECTO MpernofgaBaTesi, J0CKa ayIUTOpHAs.
TexHuueckue cpencTBa OOydEHHUs: TEPCOHATBHBIE KOMIIBIOTEPHI, MPOEKTOP, 3BYKOBON YCHUIIUTEINb,
KOJIOHKH, KpaH.

[IporpamMmMHoOe oOecredueHue: YCTAaHOBJIEHO JIMIIEH3MOHHOE M CBOOOJHO paclpoCTpaHsIeMoe
nporpaMMHoOe oOecredeHre, B TOM 4YHCIIE€ OTE€YECTBEHHOTo Ipou3BojacTBa: SHaexc.MecceHnmxep,
Sunexc. Tenemoct u SAunekc./luck, antuBupycnoe 1O Kaspersky; FAR manager, oducusiii maker
LibreOffice. Obecrnieueno nmposoanoe noaximrodeHue [MK k mokansHoit cetu u cetu Mnatepuer, 9bC,
AIIEKTPOHHO-00pa30BaTENbHON cpeie, K COBPEMEHHBIM MpoQecCHOHAIbHBIM 0a3aM JaHHBIX U
MH(OPMALIMOHHO-CIIPABOYHBIM CHCTEMaM.

Kabuner a5 opranusalnuy caMOCTOSTENbHON M BOCIIUTATENBbHOM paboThI.

OcHoBHOE 000py/I0OBaHME: CTOJIBI, CTYJIbs, pabouyee MECTO MPernoAaBaTels, 10CKa ayAuTOpHasl.
TexHuueckue cpeincTBa OOyueHHS: MEPCOHATBHBIE KOMIIBIOTEPBI, MPOEKTOP, 3BYKOBOH YCHIIUTEID,
KOJIOHKH, DKpaH.

[IporpammHOe obecriedeHre: YCTAaHOBJICHO JIMIEH3MOHHOE M CBOOOJHO paclpoCTpaHsIeMoe
IporpaMMHOE OOecledeHrne, B TOM 4YHCJe OTEYeCTBEHHOTO IMpOM3BOACTBa: SHIekc.MecceHkep,
SAunexc. Tenemoct u SAnnexc./luck, antuBupycnoe 10 Kaspersky; FAR manager, opucHbiii maker
LibreOffice. O6ecnieueno mposoanoe noakimrodeHue [1K k mokanbno# cetn u cetun Uutepner, 3bC,
ANIEKTPOHHO-00pa30BaTENIbHON Cpeie, K COBPEMEHHBIM TNpodecCHOHATbHBIM 0a3aM JaHHBIX |
MH(OPMaLMOHHO-CIPABOYHBIM CHCTEMaM.

MJK.01.02 nghopmayuoHHo-KOMMYHUKAYUOHHBLE MEXHOI02UU 8 OeTONPOU3B00CHEeE.

KaOuneTr nHpopMaIMOHHBIX TEXHOJIOTUNA, IPOrpaMMHUPOBaHUs U 0a3 TaHHBIX.

OcHOBHOE 000pyIOBaHHE: CTOJIBI, CTYJIbs, pabodyee MECTO MPEToAaBaTells, T0CKa ayAuTOPHAsL.
TexHuueckue cpeacTBa OOy4YEHHs: MEPCOHAIBHBIM KOMIBIOTEP, MPOEKTOP, 3BYKOBOH YCHUIIHUTEIb,
KOJIOHKH, DKpaH.

[TporpamMmHuoe obecnieuenue: matdopma Auaexc 360 (TeaemMocT, MeCCeHKEp ), OTIepalliOHHAS
cucrema AnsT ObpazoBanue, oducHeIi maker Libre Office (Writer, Impress, Draw, Base, Calc, Math),
ceteBble Opaysepsl Chromium, Snnexc bpaysep. Obecnedeno mpoBoanoe mnonkimtoueHue I[IK k
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nokanpHOM cetw W cetu MuTepHer, DBC, ameKTpoHHO-00pa3oBaTebHON cpele, K COBPEMEHHBIM
npodeccuoHanbHbIM 0a3aM JaHHBIX U UHGOPMAITMOHHO-CIPABOYHBIM CHCTEMaM.

Jlaboparopus nH(OOPMALMOHHBIX 1 KOMMYHUKAIITMOHHBIX TEXHOJIOTH.

OcHOBHOE 000pyIOBaHHE: CTOJIBI, CTYJIbs, pabodyee MEeCTO MpenoaBaTes, 10CKa ayAuTOpHasl.
TexHuueckue cpeicTBa OOy4YeHHs: MEPCOHATIbHBbIE KOMIBIOTEPHI, MPOEKTOP, 3BYKOBOW YCHUIIUTEb,
KOJIOHKH, YKpaH.

[Iporpammuoe obecnieuenue: mwiatdopma Auaexc 360 (TeaemMoct, MECCeHKED), OTIepallMOHHAS
cuctema AnsT ObpazoBanue, oducHbni maket Libre Office (Writer, Impress, Draw, Base, Calc, Math),
cereBble Opaysepbl Chromium, SHmekc bpaysep. OGecrieueno mnpoBogHoe monkiwouenue [IK k
nokanpHOM cetn U cetu HutepHer, DBC, 31eKTpoHHO-00pa30BaTENbHON Cpelie, K COBPEMEHHBIM
npodeccuoHanbHbIM 0a3aM JaHHBIX U UH(OPMALIMOHHO-CIIPABOYHBIM CHCTEMaM.

Kabunet nnst mpoBeneHust TpyNmoBbIX U MHAUBUAYATbHBIX KOHCYIbTAIIUH.

OcHOBHOE 000PYZOBAaHUE: CTOJIBI, CTYIIbs, pabodee MECTO MPEToAaBaTels, T0CKa ayIUTOPHASL.

Texnuueckue cpeacrBa OOYYEHHS: TEPCOHAIBHBIA KOMIIBIOTEp, MPOEKTOP, 3BYKOBOMU
YCUJIMTEIIb, KOJIOHKH, DKPaH.

[IporpamMMHOe oOecrieueHue: YCTAaHOBJIEHO JIMIIEH3MOHHOE M CBOOOJHO paclpoCTpaHsIeMoOe
IporpaMMHOe oOecliedeHHe, B TOM 4YHCIIE€ OTE€YECTBEHHOIo Ipou3BojacTBa: SHaexc.Meccenmxep,
Aunnexc.Tenemoct u SAnnexc./luck, antuBupycnoe I10 Kaspersky; FAR manager, opuchslii nmaker
LibreOffice. Obecrnieueno npopoanoe noaknrodeHue I1K k mokansHO# cetn u cetu MaTepHeT, DBC,
3IEKTPOHHO-00pa30BaTeNbHON cpefie, K COBPEMEHHBIM NpodecCHOHaIbHBIM 0a3aM JaHHBIX U
MH(OPMAIIMOHHO-CIIPABOYHBIM CHCTEMaM.

Kabuner nms mpoBeieHHs TPOMEKYTOUHON M UTOTOBOM aTTECTAIIHH.

OcHoBHOE 000PYZIOBaHKE: CTOJBI, CTYIbs, pabodyee MECTO MPENoIaBaTeNs, J0CKa ayAUTOPHAS.
TexHuueckue cpeicTBa OOYYEHHs: MEPCOHATbHBbIE KOMIBIOTEPHI, MPOEKTOP, 3BYKOBOW YCHUIHUTENb,
KOJIOHKH, DKpaH.

[IporpamMmMHOe oOecrieueHne: YCTAaHOBICHO JIMIIEH3MOHHOE U CBOOOIHO paclpOCTpaHsSeMOe
MporpaMMHOE OOECIeYeHHEe, B TOM YHCIE OTEYECTBEHHOTO NpPOU3BOACTBA: SHmexkc.Meccenmxkep,
Sunexc. Tenemoct u SAnunekc./luck, antuBupycnoe 1O Kaspersky; FAR manager, opucHsiii maker
LibreOffice. Obecnieueno nmposonnoe noaxiarodenue [1K k nokaneHo# cetn u cetu Uurtepner, SbC,
AJIEKTPOHHO-00pA30BaTENIbHOM Cpeie, K COBPEMEHHBIM MpodecCHOHAIbHBIM 0a3aM JaHHBIX H
WH(OPMAITMOHHO-CIIPABOYHBIM CHCTEMaM.

KabuneT nst opraHu3ammu caMoCTOSTETFHON W BOCTIMTATEIEHON PabOTHI.

OcHoBHOE 000pYyIOBaHKE: CTOJIBI, CTYJNbs, paboyee MEeCTO MpernoaBaTes, JOCKa ayJUTOPHAs.
TexHuveckne cpeacTBa OOydeHHs: TIEPCOHATBHBIE KOMITBIOTEPHI, MPOEKTOP, 3BYKOBOH YCHUIIUTEINb,
KOJIOHKH, KpaH.

[IporpamMHOe obOecrnieueHHe: YCTAaHOBJICHO JIMIIEH3MOHHOE W CBOOOJHO PaCIpOCTPaHIEMOE
nporpaMMHOe oOecriedeHre, B TOM YHCJIe OTE€YECTBEHHOTO Mpom3BoAcTBa: SHmekc.MecceHmxep,
SAunexc. Tenemoct u SAnnexc./luck, antuBupycnoe 10 Kaspersky; FAR manager, opucHbiii maker
LibreOffice. O6ecnieueno npoBoanoe noaxiatodenue 1K k mokanbHo#t cetn u cetu Untepuer, ObC,
AIIEKTPOHHO-00Pa30BaTENLHON Ccpe/ie, K COBPEMEHHBIM MPOPECCHOHANBHBIM 0a3aM JaHHBIX U
WH(OPMAIMOHHO-CIIPABOYHBIM CHCTEMaM.

VII.01 Vueonasn npakmuxa (O3naxomumenvrasn no npogheccuoHarbHOMy MOOYI0: OOKYMEHMUPOSAHUE
VAPABIeH4ecKol 0essmeNbHOCIU U OP2AHU3AYUSL pAOOMbl ¢ OOKYMEHMAMU,).
JlaGoparopus  opraHuzauuu  paboTbl €  JOKYMEHTaMH, CHUCTEM  3JIEKTPOHHOTO
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JIOKyMEHTO000pOoTA.

OcHoBHOE 000pyIOBaHME: CTOJIBI, CTYJIbs, pabodyee MECTO MPEroAaBaTels, J0CKa ayAuTOpHAsL.
TexHuueckue cpeicTBa OOy4YeHHs: MEPCOHATIbHBbIE KOMIBIOTEPHI, MPOEKTOP, 3BYKOBOW YCHUIIUTENb,
KOJIOHKH, YKpaH.

[Iporpammuoe obecrnieuenue: mwiatdopma Auaexc 360 (TeaemMoct, MECCeHKED), OTIepallMOHHAS
cucrema AnsT ObpazoBanue, oducHseli maker Libre Office (Writer, Impress, Draw, Base, Calc, Math),
cereBble Opaysepbl Chromium, SHmekc bpayzep. ObGecneueno mnpoBogHoe mnoakiaroueHue IIK k
nokanpHOM cetn U cetu HutepHer, DBC, 31eKTpoHHO-00pa30BaTENbHON Cpelie, K COBPEMEHHBIM
npodeccuoHanbHbIM 0a3aM JaHHBIX U HHGOPMAIIMOHHO-CIPABOYHBIM CHCTEMaM.

Kabunet nnst mpoBeieHust TpyNInoBbIX U MHAUBUAYATbHBIX KOHCYIbTAI[UH.

OcHOBHOE 000pYyTIOBaHUE: CTOJBI, CTYJIbsI, pabodee MECTO MperoiaBaTelis, JOCKa ayIuTOPHAasI.

Texnuueckue cpeacrBa OOYYCHHS: TEPCOHAIBHBIA KOMIBIOTEP, MPOEKTOP, 3BYKOBOM
YCWJIHTEIIb, KOJIOHKU, SKPaH.

[IporpammHoOe obOecrnieueHHE: YCTAaHOBJICHO JIMIIEH3MOHHOE W CBOOOJHO PaCIpPOCTPAHIEMOE
porpaMMHOE OOECIEYeHHEe, B TOM YHCIE OTEYECTBEHHOTO MpOU3BOACTBA: SHaekc.Meccenmxep,
SAnpexc.Tenemoct u SAunekc./luck, antuBupycuoe 110 Kaspersky; FAR manager, oducHblii maker
LibreOffice. O6ecnieueno npoBoanoe noakiarodcane [1K x mokaneHo# cetn u cetn UnTeprer, ObC,
JJIEKTPOHHO-00Pa30BaTEILHON Ccpejie, K COBPEMEHHBIM TNPOQECCHOHAIBHBIM 0a3aM JaHHBIX U
MH(OPMALIMOHHO-CIIPABOYHBIM CHCTEMaM.

KaOuner nns npoBeeHNs TPOMEXKYTOUHOM U UTOTOBOM aTTECTAIIMH.

OcHOBHOE 000py/IOBaHME: CTOJIBI, CTYJIbsI, paboyee MeCTO MpernoaaBarens, 10cKa ayAuTOpHasl.
TexHuueckue cpeincTBa OOyueHHS: NMEPCOHAIBHBIE KOMIIBIOTEPBI, MPOEKTOP, 3BYKOBOH YCHIIUTED,
KOJIOHKH, YKPaH.

IIporpammHOe obecriedeHre: YCTAaHOBJICHO JMIIEH3MOHHOE M CBOOOJHO pPaCHpOCTpaHsIeMoe
IporpaMMHOe oOOecledeHrne, B TOM 4YHCJe OTEYEeCTBEHHOIro IMpou3BojcTBa: SHnexkc.Meccenmxkep,
Aunexc.Tenemoct u SAnnexc./{uck, antuBupycnoe 10 Kaspersky; FAR manager, opucHblii maker
LibreOffice. O6ecnieueno npoBoanoe noakiatodenue 1K k mokanbHoit cetn u cetu Unrtepuer, IbC,
AJIEKTPOHHO-00pa30BaTENIbHON Cpeie, K COBPEMEHHBIM TNpodeccCHOHaNbHBIM 0a3aM JaHHBIX U
MH(OPMaLOHHO-CIIPABOYHBIM CHCTEMAM.

KaOuner 15 opranuzanuy caMoCTOSTENIbHON U BOCIUTATENbHON pabOThl.

OcHoBHOE 000pYZOBaHME: CTOJBI, CTYJIbs, pabodyee MECTO MpenoiaBaTes, J0CKa ayAUTOPHAs.
Texaudeckne cpeacTBa OOyUeHHs: TIEPCOHATBHBIE KOMIIBIOTEPHI, MPOEKTOP, 3BYKOBOW YCHIIUTENb,
KOJIOHKH, DKpaH.

[IporpamMmMHoOe oOecriedyeHue: YCTAaHOBJIEHO JIMIIEH3MOHHOE M CBOOOJHO paclpocTpaHsIeMoOe
mporpaMMHOe oOecriedeHre, B TOM 4YHCIIe OTE€YECTBEHHOTO Mpom3BojacTBa: SHaekc.MecceHmxep,
Sunnexc. Tenemoct u SAnnekc./luck, antuBupycnoe 1O Kaspersky; FAR manager, opucHsii maker
LibreOffice. O6ecnieueno npoBoanoe noaxiarodenue 1K k mokanbHo#t cetn u cetu Untepuer, IbC,
ANIEKTPOHHO-00pa30BaTEIbHON Cpeie, K COBPEMEHHBIM TNpodecCHOHaTbHBIM 0a3aM JaHHBIX |
WH(OPMAIMOHHO-CIIPABOYHBIM CHCTEMaM.

II1.01 7Ipoussoocmeennan npaxkmuxa (TexnHonoeuueckas no npogeccUuoOHarIbHOMY MOOYIIO!
OOKYMEHMUPOBAHUE YNPABIEHUECKOU OesiMebHOCMU U OP2AHU3AYUL pAOOMbL ¢ OOKYMEHMAMU,).
Jlaboparopuss ~ opraHuzanmuu  pabOTBl € JOKYMEHTaMH, CHUCTEM  JJIEKTPOHHOTO
JTIOKYMEHTOO000POTA.
OcHoBHOE 000PYIOBAHKE: CTOJBI, CTYIbs, pabodyee MECTO MPENoAaBaTesl, JOCKa ayUTOPHAsL.
TexHudeckue cpencTBa OOyUEHUS: MEPCOHAIBHBIE KOMITBIOTEPHI, MPOEKTOP, 3BYKOBOH YCHIIUTEID,
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KOJIOHKH, DKpaH.

[IporpamMmHuoe obecrieuenue: miatdopma Auaexc 360 (TeaemMocT, MecCceHKEp ), OTeparliOHHAS
cucreMa AnsT O6pa3oBanue, opucHbiil naker Libre Office (Writer, Impress, Draw, Base, Calc, Math),
ceteBbie Opaysepsl Chromium, Sunexc bpaysep. Obecnedeno mpoBomnoe mnonkimtoueHue I[IK x
nokanpHOM cetH U cetn MuTepHer, DBC, 35eKTpOHHO-00pa30BaTebHON Ccpele, K COBPEMEHHBIM
npodeccuoHaIbHBIM 0a3aM TaHHBIX U HHPOPMALMOHHO-CIIPABOYHBIM CUCTEMaM.

Kabuner a5 npoBeieHHs TPYIIIOBBIX U MHANBUIYaIbHBIX KOHCYJIbTAIUH.

OcHoBHOE 000pyZIOBaHUE: CTOJIBI, CTYJIbs, pabodyee MECTO MPENoAaBaTelis, 10CKa ayIuTOpHasL.

Texnuueckue cpencrBa oOydyeHMs: IE€PCOHATIBHBIA KOMIIBIOTEP, IPOEKTOP, 3BYKOBOIi
YCHJIUTEINb, KOJIOHKH, DKPaH.

IIporpammHOe obecriedeHre: YCTAaHOBJICHO JIMIIEH3MOHHOE M CBOOOIHO pPaCHpOCTpaHsIeMoe
nporpaMMHOe OOecledeHHe, B TOM 4YHCJe OTEYEeCTBEHHOIO IpOou3BOAcTBa: SHIexc.MecceHkep,
Anpexc.Tenemoct u SAnnexc.luck, antusupycuoe I10 Kaspersky; FAR manager, oducHblii maket
LibreOffice. Obecrnieueno npopoanoe noaknrodeHue I1K k mokansHO# cetn u cetu MaTepHeT, DBC,
AIIEKTPOHHO-00Pa30BaTEIbHON Cpele, K COBPEMEHHBIM TNPO(ECCHOHATBHBIM 0a3aM JaHHBIX |
MH(}OPMaLIOHHO-CIIPABOYHBIM CHCTEMAM.

KaOuner nis npoBeeHNs IPOMEXYTOUHON U UTOTOBOM aTTECTAlUH.

OcHoBHOE 000pYyIOBaHKE: CTOJIBI, CTYJIbsI, pabodyee MECTO MpernofgaBaTesi, J0CKa ayIUTOpHAs.
TexHuueckue cpencTBa OOydEHHUs: TEPCOHATBHBIE KOMIIBIOTEPHI, MPOEKTOP, 3BYKOBON YCHUIIUTEINb,
KOJIOHKH, KpaH.

[IporpamMmMHoe oOecreueHue: YCTAaHOBJIEHO JIMIIEH3MOHHOE M CBOOOJHO paclpoCTpaHsSeMOe
nporpaMMHoOe oOecredeHre, B TOM 4YHCIIE€ OTE€YECTBEHHOTo Ipou3BojacTBa: SHaexc.MecceHnmxep,
Sunexc. Tenemoct u SAnunekc./luck, antuBupycnoe 1O Kaspersky; FAR manager, opucHsiii maker
LibreOffice. Obecrnieueno nmposonnoe noakiarodeHue [MK k mokansHo#t cetu u cetu Mnatepuer, ObC,
AIIEKTPOHHO-00pa30BaTENbHON cpeie, K COBPEMEHHBIM MpoQecCHOHAIbHBIM 0a3aM JaHHBIX U
MH(OPMALIMOHHO-CIIPABOYHBIM CHCTEMaM.

Kabuner a5 opranus3anuy caMoCTOSTEIbHON M BOCIIMUTATENIbHOW PaOOTHI.

OcHoBHOE 000py/I0OBaHME: CTOJIBI, CTYJIbs, pabouyee MEeCTO MPernoaaBarTels, J10CKa ayAuTOpHasl.
TexHuueckue cpeincTBa OOyueHHS: MEPCOHATBHBIE KOMIIBIOTEPBI, MPOEKTOP, 3BYKOBOH YCHIIUTEID,
KOJIOHKH, DKpaH.

[IporpammHOe obecriedeHre: YCTAaHOBJICHO JIMIIEH3MOHHOE M CBOOOJHO pPACHpOCTpaHseMOe
nporpaMMHoe oOecredeHre, B TOM 4YHCIIe OTE€YECTBEHHOTO IMpou3BojacTBa: SHaexc.MecceHmxep,
SAunexc. Tenemoct u SAnnexc./luck, antuBupycnoe 10 Kaspersky; FAR manager, opucHblii maker
LibreOffice. O6ecnieueno mposoanoe noakmrodeHue [1K k mokansno#t cetn u cetu Unrteprner, ObC,
AIIEKTPOHHO-00pa30BaTEIbHON Cpefie, K COBPEMEHHBIM IpodecCHOHANbHBIM 0a3aM JaHHBIX |
MH(OPMaLMOHHO-CIPABOYHBIM CHCTEMaM.
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[Tpunoxenune Ne 1
K paboueii mporpamMme
npodeccuoHaNTbHOTO MOIYJIS

OLHEHOYHBIE MATEPHUAJIBI 110 NPO®PECCUOHAJIBHOMY MOAYJIO
IIM.01 /lokymenmupoeanue ynpaeieHu4ecKoil 0esameabHOCmu U OP2aHu3ayus padomasl ¢
00OKymenmamu
OTkppbITas 4acTh
1. Cucrema oleHUBAHUA

KonTponb u oleHka pe3yabTaTOB OCBOCHHSI — 3TO BBISIBICHHE, U3MEPEHHE U OLIEHUBAaHUE
3HAHWI, YMEHUW, HAaBBIKOB U YPOBHS OBIAJACHHS (OPMHUPYEMBIX OOIIMX KOMIIETCHIIMH B paMKax
OCBOEGHUS MEXIUCIUIUTHHAPHBIX KYPCOB MPOPECCHOHATBHOTO MOJTYIISA.

[Ipu mnpoBeneHUU TEKYIIETO KOHTPOJS YCIEBAEMOCTH U TMPOMEXKYTOYHOM aTTecTaluu
NPUMEHSIETCA CIIEAYIoMiasi CHCTeMa OLEHOK: «OTIUYHO», «XOPOIIO», «YyIOBICTBOPUTEIHHOY,
«HEYJIOBJIETBOPUTEIHLHO.

[IpomexxyTouHnast arrecrtauus o MexaucuurmauHapHeiM kKypcam MJIK.01.01; MZIK.01.02 B
COOTBETCTBUU C Y4YCOHBIM IUIAHOM IMPEAYCMOTpPeHa B (OpME IK3aMEHOB COOTBETCTBEHHO, KOTOPHIC
OPOBOAATCS B TpajAuLIMOHHOW Qopme, mo Ouneram. B Ounere — 3 Bompoca, OAMH M3 KOTOPBIX
IIPaKTUYECKOW HAIIPaBJIECHHOCTH.

[TpomexyTounas arrecrainus no yueOHoit nmpaktuke YI1.01 B cooTBeTcTBUU C YU€OHBIM IIAHOM
nperycMoTpeHa B dopme  auEepeHIUPOBAHHOTO  3adeTa, KOTOPBI  TPOBOJWUTCA B
MPAKTUKOOPUEHTUPOBAHHOM (opMaTe M 3aKJIIOYaeTCsl B BBINOJHEHUU CTYIEHTOM KOMIUIEKCHON
PAKTUYECKON pabOTHI.

[IpomexxyTounast arrectanusi mo mnpou3BojcTBeHHON mpaktuke I[II1.01 B coorBercTBUM C
y4eOHBIM TIJITAHOM TIPEyCMOTpeHa B GopMe TudPpepeHIIpPOBAHHOTO 3a4€Ta, KOTOPBIA MPOBOJAUTCS B
dbopMaTe 3aIUTHl OTYETHOW AOKYMEHTAIMH, TPEICTABICHHON CTYJEHTOM IO UTOTaM MPOXOXKICHHUS
MIPOU3BOJICTBEHHOMN MPAKTUKH.

2. ITacnopT OLIEHOYHBIX MATEPUATIOB

Tembr MAK OueHoyHble Kox u popmymnuposka Kpurepuu onieHrBanust
MaTepHalIbl KOHTPOJIUPYEMOH
(810b1 U KOIUUECTBO) KOMITETEHITNH

MUK.01.01 Opeanuszayus doxymenmoobopoma u 00KyMeHMUpOBanue YynpagieHyeckoll 0esmenbHoCmu

Texyuuii KOHTPOJIb YCIIEBAEMOCTH

Tewma 1.1. HopmatusHo- CobecenoBanue OK 01. Beibupats ciocoObl | DKcmepTHast OlleHKa
IIPaBOBOE PETYIHPOBAHHE [IpaxTrueckoe pemeHus 3aga4d OCBOEHHS TEOPETUIECKUX
JIOKYMEHTHPOBAHUS U 3aHsATHE Nel npodeccHoHaIbHOM 3HAHUM, IPAKTUYECKUX
OpraHu3aIy padoTHI C CamocrosTenpHas JIESITETTHHOCTH YMEHHH, HaBBIKOB.
oduIMaIbHBIMU pabora MPUMEHHUTENBHO K HaGmonenue u skcnepTHast
JOKyMEHTaMU Pa3NUYHBIM KOHTEKCTaM; OLIEHKAa Ha MPAKTUYECKUX
OK 02. Ucnonb3oBaTth 3aHATUSAX.
COBpPEMEHHBIE CPEACTBA OKcnepTHas OLeHKa
MOUCKA, aHAIN3a U BBINOJIHEHUS] TPAKTUYECKON
HUHTEPIIPETALUN pabotsl Nel, 3amuThl 10 HEit
nHPOPMALINHU U 0TYeTa, BHIIOTHEHUS
nHPOPMALNMOHHBIE CaMOCTOSATENIFHON PabOTHI
Tema 1.2. JIokyMeHT B CobecenoBanne TE€XHOJIOTUHU JJIS DKcmepTHas OlleHKa
CHUCTEMEC yIPaBJICHUSA IIpakTuueckoe BBINOJIHCHU 3a1a4 OCBOCHMS TCOPETUICCKUX

3ausTre No2 npodeccrnoHaTbHOM 3HaHUH, IPAKTUYECKUX
TS TEIIBHOCTH, YMEHH, HaBBIKOB.
OK 03. [InanupoBats u HaGumronenue u dxcriepTHas
peau30BBIBAT OIICHKA Ha MPAKTUYCCKUX
COOCTBEHHOE 3aHIATHSX.

npoeCCHOHATIBHOE U

JIMYHOCTHOC pa3BUTHUC,

SKCHCPTHaH OLICHKa
BBITNTOJIHCHU npaKanecxoﬁ
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Tema 1.3. CobecenoBanue
JlokyMeHTUpOBaHuE [IpakTuueckue
YHIpaBICHIECKOH 3aaaTus Ne3-5
JeSITeTbHOCTH CamocrosTensHas
pabota
Tema 1.4. CoctaBieHue u CobecenoBanue
odopMIIeHHE OTACTHHBIX [paxTrdeckue
JIOKYMEHTOB 3aHaTus Ne6-16
CamocrosTensHas
pabota
Tema 1.5 Opranuszanus CobecenoBanue
paboTHI ¢ JOKYMEHTaMH [pakTrdeckue
3anstus Nel7-20
CamocrosTensHas
pabota
Tewma 1.6. Opranuszanus CobecenoBanue
paboTel ¢ oOpaleHus MU IIpakTudeckoe
rpaxaaH 3anarue Ne21
CamocrosTenpHas
pabora
Tema 1.7. Pabora ¢ CobecenoBanne
JIOKYMEHTaMH, IIpakTuueckoe
coaepKaluMu 3aHsTHE Ne22
KOH(HICHIIHATBHYIO CamocrosTenpHas
nHpopmanuio pabora

MPEANPUHUMATEIHCKYIO
JIESITETIbHOCTD B
npodeccrnoHanbHOH chepe,
WCIIONB30BaTh 3HAHUS 110
TIPaBOBOU M (PHHAHCOBOM
TPaMOTHOCTH B PAa3IMIHBIX
JKU3HEHHBIX CUTYalUsX;
OK 04. DddexTrBHO
B3aUMOJIEIICTBOBATh U
padoTaTh B KOJUICKTUBE U
KOMaHJIE;

OK 05. OcyiecTBisTh
YCTHYIO M TUCEMCHHYIO
KOMMYHHKAIIHIO Ha
TOCYJapCTBCHHOM SI3BIKE
Poccuiickoit @enepanuu ¢
ydeToM ocoOeHHOCTEH
COLMAIEHOTO U
KYJIBTYpHOTO KOHTEKCTA;
OK 06. [IposBiiTh
IpaXkIaHCKO-
MaTPUOTUUCCKYFO MO3HUIIHIO,
JIEMOHCTPHPOBATH
OCO3HAHHOE MOBEJICHUE Ha
OCHOBE TPaTUIIMOHHBIX
POCCHIICKHX TyXOBHO-
HPaBCTBEHHBIX IICHHOCTEH, B
TOM YHCJIE C YIeTOM
TrapMOHU3AIUH
ME)KHAITHOHATBHBIX H
MEKPEITUTHO3HBIX
OTHOUICHUH, IPUMEHSATh
CTaHIaPTHI
AHTHKOPPYIIIUHOHHOTO
MTOBE/ICHHS,

IIK 1.1. OcymecTBaaTh
TpHeM, IEPBUIHYIO
00paboTKy B PErHCTPALIUIO
nocrynarouiei
KOPPECTIOHICHIINU B TOM
YUCIIe C UCTIOIE30BaHHEM
aBTOMATH3HPOBAHHBIX
CHCTEM.

IIK 1.2. TlepenaBaTth
JIOKYMEHTBI Ha MCITOJHEHUE
B MOJIpa3JIeNICHUs C YIETOM
PE30JIIOLIMK PYKOBOIUTENEH
OpraHu3aIHH.

[IK 1.3. OcyuecTBaaTb
KOHTPOJIb HUCIIOTHECHUS
JIOKYMEHTOB B OpTaHH3aIlUH,
B TOM YHCJIC C
HCTIOJIE30BaHUEM
aBTOMAaTH3UPOBAHHBIX
CHCTEM.

I1K 1.4. Bectu 6a36l TaHHBIX
JIOKYMEHTOB OpTaHU3ALNHU H
CIPaBOYHO-
“HGOPMAMOHHYIO PaboTy
O HUM.

[IK 1.5. OcymecTBaatb
00paboTKy, perucTpanuio u

paGoThI Ne2, 3aIUTHI IO HEH
oryera

DKcrnepTHas OLIeHKa
OCBOCHHSA TEOPETUICCKHIX
3HAHUH, IPAKTUYECKUX
YMEHUH, HaBBIKOB.
Habnronenue u sxcriepTHas
OIIEHKa Ha MPaKTHIECKUX
3aHATHUIX.

DKcnepTHas OLIeHKa
BBITTOJTHEHUSI TPAKTHYCCKIX
paboT Ne3-5, 3amuThI 10 HUM
OTYETOB, BBHITIOJTHEHUS
CaMOCTOSTENILHOM pabOTHI

DKcrnepTHas OlleHKa
OCBOCHHUSI TEOPETHICCKUX
3HAHMH, MPAKTHYECKUX
YMEHWUIi, HABBIKOB.
Habmioenue u sKcrepTHast
OIICHKA Ha MPAKTHIECKUX
3aHSTUSAX.

DKcrnepTHas OlleHKa
BBITIOJTHECHUSA NPAKTUYCCKUX
paboT Ne6-16, 3armuThl IO
HHUM OTYCTOB, BBIIIOJIHCHUA
CaMOCTOSTENILHOM padoThI

DKcrnepTHas OlIeHKa
OCBOCHUSI TEOPETHIECKUX
3HAHHH, MPAKTHYECKUX
YMEHWUIi, HABBIKOB.
Habmioienue u sKcrepTHast
OIIEHKA Ha MPaKTHIECKUX
3aHSTUSAX.

DKcrnepTHas OlleHKa
BBITIOJTHEHHUSA NPAKTUYCCKUX
pabot Nel7-20, 3amuThl Mo
HHM OTYCTOB, BBIIIOJTHCHUA
CaMOCTOSITENILHOM paboThI

DKcrepTHas OlleHKa
OCBOCHUSI TEOPETHIECKUX
3HAHHH, MPAKTHYECKUX
YMCHHH, HaBBIKOB.
HaGmonenue u skcnepTHast
OIICHKA Ha MPAKTHICCKUX
3aHATHIX.

DKcnepTHast OLleHKa
BBITIOJTHEHHS PAKTHYECKOM
paboTer Ne2 1, 3amMTHI 11O HEWH
0T4eTa, BHIIOJHEHUS
CaMOCTOSATENIFHON PabOTHI

DKcmepTHas OlleHKa
OCBOCHHS TCOPETHUECKUX
3HAHU, TPAKTUICCKUX
YMCHHH, HaBBIKOB.
Habnronenue u 3xcriepTHas
OIICHKA Ha MPAKTUYCCKUX
3aHATHUIX.

DKCIepTHas OI[CHKA
BBITIOJTHEHHSI PAKTHIECKOM
paboTer Ne22, 3aMIUTHI 11O HEH
0T4eTa, BHIIOJHEHUS
CaMOCTOSITEIbHON pabOThI
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OTIPaBKy UCXOASIIEH
JIOKyMEHTaINH1 aJpecaram, B
TOM 4HCIIE C
HCIIOJIb30BaHUEM
aBTOMATH3HMPOBAHHBIX
CHCTEM.

[IK 1.6. OcymecTBiATh
COCTaBJIEHUE U O(OpMIICHHE
CITy’)KeOHBIX JOKYMEHTOB Ha
OCHOBE TpeOOBaHUit
COBPEMEHHBIX
HOPMATHBHBIX MPABOBBIX
aKTOB.

HpOMe)KyTO‘IHaﬂ aTTeCTanusa O

OyJaroIIxcst

DK3aMeH, 2 ceMECTp

Bompocs! k 9k3amMeRy -
32 Bompoca

OK 01. Berbupats croco0b1
pemIeHus 3ana4y
npodeccrnoHaIBEHOI
JIESITEIIEHOCTH
MPUMEHHUTENBHO K
Pa3IMYHBIM KOHTEKCTaM;
OK 02. Vcnomnp3oBaTh
COBpPEMEHHBIE CPECTBA
MIOUCKa, aHAJIN3a U
MHTEPIPETALNH
nndopmanuu u
nH(OopMaLMOHHbIE
TEXHOJIOTHH AJISt
BBITIOJTHEHMS 3a/1a4
npodeccrnoHaIbHOM
JIeSITEIIbHOCTH;

OK 03. [InanupoBatsb u
pean3oBbIBaTh
COOCTBEHHOE
npodeccuoHansHOE U
JUYHOCTHOE pa3BHUTHE,
NpeANPUHUMATENBCKYIO
JIeSITENIbHOCTD B
npodeccroHanbHOM chepe,
WCTIONIb30BATh 3HAHUS 110
MIPaBOBOU M (PHHAHCOBOM
IPaMOTHOCTH B Pa3JINUHbBIX
JKM3HEHHBIX CUTYaIUsIX;
OK 04. DddexTrBHO
B3aMMOJIEUCTBOBATH U
paboTaTh B KOJJIEKTHBE H
KOMaHJI€;

OK 05. OcymecTBisTh
YCTHYIO M TTHCbMEHHYIO
KOMMYHUKAIHIO Ha
rOCY/IapCTBEHHOM SI3bIKE
Poccuiickoit ®eneparuu ¢
y4eToM 0coOeHHOCTEN
COLMAIBHOTO U
KyJIBTYPHOTO KOHTEKCTA;
OK 06. ITposBrsaTh
rpaskAaHCKO-
MaTPHOTHUYECKYIO TIO3UIINIO,
JIEMOHCTPHPOBATH
OCO3HAaHHOE MOBEICHNE Ha
OCHOBE TPAJULIHOHHBIX
POCCUIICKHX TyXOBHO-

O1eHKa «OMAUYHOY -
BBICTABJISIETCS B CIICIYFOIINX
CITydasiK: CTYJICHT JOJDKCH
BBIIIOJIHUTE BCE
mpaKkTrIeckue 3aHsATus (22),
CaMOCTOATENFHYIO padoTy U
OTBETUTH Ha J[Ba
TEOPETUYECKUX BOMpOCca
OMIICTa U BBIIOJIHUTE TPETHH
BOTIPOC - MPAKTUIECKOE
3aganne. OTBET Ha
TEOPETHYCCKHIE BOMPOCHI
IIOJDKEH OBITH TOAPOOHBIM, B
MIOJTHON Mepe pacKphIBaTh
TEMY U HE COIep KaTh rPyObIX
WIH CYIIECTBESHHBIX OMIHOOK.
Kaxxapiii Bonpoc noimkeH
COMPOBOXKIATHCS TIPUMEPAMHU
W PpOoeCCUOHATBHOM
nesaTenbHOCTH. Takke
CTYJICHT JIOJDKCH JaBaTh
MOJTHBIC, UCYEPIIBIBAIOIINE
OTBETHI HA YTOYHSIOIIUEC
BOTIPOCHI IIPETIo1aBaTels B
pamkax Omnera. [Ipu 3TOM,
00yJaIOIIHIACS PaCKPBLT
CoJlep)KaHUEe MaTepHaia B
o0BeMe, IPETYCMOTPECHHOM
MIPOTPaAMMOI1, U3ITOKHIT
MaTepHua TPaMOTHBIM
poecCHOHATBLHBIM SI3BIKOM
B OIPEJEIICHHON JIOTHYECKOU
MOCJIEI0BATEILHOCTH, TOYHO
HCIIOJB3YS TEPMHUHOJIOTHIO
nannoro MJIK; orpeuan
CaMOCTOSATEILHO 0e3
HABOJIIUX U YTOYHSFOIIIUX
BOIIPOCOB IIPEIIOIaBaTEIs.
[Ipu BBITOTHEHUU TPETHETO
BOTIPOCAa — MPAKTUIECKOTO
3aJ1aHusl CTYJCHT IOJTHOCTHIO
BBITIOJIHHII 33JaHHE,
YIIOXKHUBIIIKCH B OTBEACHHOE
BpeMsi, B COOTBETCTBHH C
TpeOOBaHUAMH HOPMATHUBHO-
TEXHUYECKOH JIOKYMEHTAIIWH,
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HPaBCTBCHHBIX I[CHHOCTEH, B
TOM YHCJIE C YIETOM
TapMOHU3AINH
ME)KHAITHOHAIBHBIX U
MEXXPEIUTHO3ZHBIX
OTHOLIEHUH, IPUMEHSATh
CTaHIAPTHI
AHTHKOPPYIIIUOHHOTO
MOBE/ICHHS,

[IK 1.1. OcymmecTBaatb
MpUEM, IEPBUIHYIO
00pabOoTKy M PETHCTPALIUIO
MOoCTynarouen
KOPPECTIOH/ICHIINU B TOM
YHCIIe C UCTIOIE30BaHUEM
aBTOMATH3MPOBAHHBIX
CHCTEM.

IIK 1.2. IlepenaBaTth
JIOKYMEHTHI Ha HCIIOTHCHUE
B MOJIPA3/ICIICHUS C YICTOM
PE30JIFOLIMY pYKOBOIUTENEH
OpraHU3aI[HH.

IIK 1.3. OcymecTBiaTh
KOHTPOJIb UCIIOTHCHHUS
JIOKYMCHTOB B OpraHH3allny,
B TOM YHCIIE C
HCTIOJIE30BaHUEM
aBTOMATH3MPOBAHHBIX
CHCTEM.

[IK 1.4. Bectn 6a3sl JaHHBIX
JIOKYMEHTOB OpraHH3aluu 1
CIPaBOYHO-
“HGOPMALMOHHYIO PaboTy
O HUM.

IIK 1.5. OcymmecTBiaTh
00paboTKy, pETUCTPAIIHIO U
OTIIPAaBKY UCXOJISAIICH
JIOKYMEHTAIIH aJpecaraMm, B
TOM YHCIIE C
HCTIOJIb30BaHUEM
aBTOMATH3MPOBAHHBIX
CHUCTEM.

IIK 1.6. OcymiecTBiaTh
cocTraBieHue 1 ohopMIIeHHE
CITy>keOHBIX JOKYMEHTOB Ha
OCHOBE TpeOOBaHMIt
COBPEMEHHBIX
HOPMATHBHBIX ITPABOBBIX
aKTOB.

npodeccHoHaNbEHOTO
CTaHJapTa.

OrneHka «xopouoy -
BBICTABJISIETCS B CIICTYFOIINX
CITydasix: CTYJICHT JOJDKCH
BBIIOJTHUTE 90%
mpakTHIeckux 3auaruii (20),
CaMOCTOSATENIbHYIO paboTy U
OTBETHUTH HA JIBa
TEOPETHYCCKHUX BOIPOCA
OuIICTa U BBIIOJIHUTH TPETHI
BOTIPOC - MPAKTUIECKOE
3amanue. OTBET Ha
TEOPETHYECKIE BOTIPOCHI
IIOJDKEH PACKPHIBATh TEMY H
HE CO/IepKaTh rpyOBIX
omubOok. OTBET CTyJeHTa
ITOJDKEH TTOKA3bIBATh, YTO OH
3HaeT ¥ IOHUMAET CMBICT H
CyThb OITUCHIBAEMOM TEMBI U €€
B3aUMOCBSI3b C APYTHMU
pasgenamu MJIK u ¢ apyrumu
nuciuuinaaMu, MJIK
0CBaMBaeMoi
00pazoBaTenbHOM NPOrpaMMBI
o podeccuu. MoxeT
MIPUBECTH MIPUMED TIO
onuceiBaeMoit Teme. OTBeT
oOyuJarorerocs
YIOBJIETBOPSIET, B OCHOBHOM,
TpeOOBAaHUSAM HA OTMETKY
«OTJIMYHOY, HO MPH ITOM
HMEET MECTO OJIMH M3
HEIOCTATKOB: TOMYIIEHBI
OJIHA - JIBE HETOYHOCTHU TIPU
OCBEII[CHUU OCHOBHOTO
COJlepKaHUs OTBETA,
HCTIpaBJICHHBIE T10
3aMEYaHUIO TIPETIOaBaTeIs;
JIOITYTIEHBI OMIMOKA FITH
0oJiee AByX HETOYHOCTEH MpH
OCBEIICHAN BTOPOCTEIICHHBIX
BOTIPOCOB;

[Ipu BBIOJHCHUN TPETHETO
BOIIPOCA — MPAKTHIECKOTO
3a[aHMs CTYACHT IOJIHOCTHIO
BBIMOJIHIIT 33[aHKE, HO HE
VIIOKUJICS B OTBEACHHOE
BpeMsi, B COOTBETCTBHH C
TpeOOBaHUIMHI HOPMATHBHO-
TEXHUYECKOH TOKYMCHTAIUH,
poeCCHOHATBHOTO
CTaHJapTa.

Ornenka
«Y00871eMEOPUNENLHOY -
BBICTABJIIETCS B CIICTYIOIINX
CITydasix: CTYJACHT JOJDKCH
BBIIOJTHUTH 80%
MIPaKTUIECKuX 3aHsATuH (18),
CaMOCTOSTENILHYIO paboTy,
TPETUi BOIPOC OHMIICT -
MPAKTUYECKOC 3aJJaHHE U
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MOJTrOTOBUTH OTBET Ha |
BOIpoOC U3 Owiiera, B 001eM
PAaCKpBIBAIOIINN TEMY U HE
conepKanuii rpyosIx
omubok. OTBET CTyJeHTa
JIOJDKEH TI0Ka3bIBaTh, YTO OH
3HAET ¥ MOHUMAET CMbICT U
CYTh OIMCHIBAEMOH TEMBI H €
B3aUMOCBSI3b C IPYTUMHU
pasgenamu MJIK u ¢ apyrumu
nucuumnaamu, MJIK
0CBauBacMoOu
00pazoBaTenbHOM IPOrpaMMBI
1o TIpodeccru, HO TIPH ITOM
HETIONHO WIIN
HET0CJIeJ0BaTeIbHO
PacKpBITO COJIep KaHue
Marepuasna, IMEIOTCS OLIHOKH
IIPU OTBETaX HA BOIPOCHI, HO
MoKa3aHo obllee MOHUMaHNUe
BOIpOCa U
MPOJIEMOHCTPUPOBAHBI
YMEHUS, HaBBIKY,
JOCTAaTOYHBIC OJIA
JlalbHEHUIIEr0 YCBOCHUS
Marepuana, OlpeAeIeHHOTO
yaeOHoit mporpammoit MIK.
[Tpu BBITOTHEHUH TPETHETO
BOIPOCA — IPAKTUIECKOTO
3a7laHusl CTY/IEHT YaCTUYHO
BBITNIOJIHWII 3aJIaHUC, HC
YIIOXKHJIICS B OTBEJICHHOE
BpEMs, B COOTBETCTBUU C
Tpe6OBaHI/I$IMI/I HOpMAaTHUBHO-
TEXHUYECKOU JOKyMEHTaluu,
po¢eCCHOHATIBHOTO
CTaHzapTa.

OneHka
«HEYO00BIeMEOPUMENLHOY -
BBICTABISIETCS B CITyJasX,
€CITH TIPAKTHYECKHE 3aHATHSA
BBINOJIHEHBI MeHee, ueM 80%
(17 n MmeHee), He BBITIOJIHEHA
B IIOJTHOM 00BeMe
camocTosTeNnpHas pabora, He
PacKpbITO OCHOBHOE

cojiep kaHre yueOHOTO
Marepuana; oOHapyXKeHO
HE3HaHHE WU HETI0JTHOe
MOHMMaHHUE 00y4aroIuMes
OosbInieit nim Hanboee
Ba)KHOH YacTH yueOHOTo
Marepuana; JoMmyIeHb
rpyOBIe OIMOKH TIPH OTBETAX
Ha BOIPOCHI,
JIOTIOTHUTENBHBIC
YTOUHSIOIIHNE MM HABOAAIINE
BOIIPOCHI ITPENOAABATEIA
OCTaBJIEHEI O€3 OTBETA,
MPaKTHYECKOE 3a1aHKe
TPEThEro BONpoca He
BBITIOJHEHO.
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MJK.01.02 Hnghopmayuonno-kOMMYHUKAYUOHHBIE MEXHOLO2UU 8 OeJIONPOUIBO00CIBE

Tekylmuii KOHTPOJIb YCIIEBAEMOCTHU

Tema 1.1. UndopmanmoHusie
TEXHOJIOTUH B
po¢eCCHOHATBHOM
JEATETbHOCTH
JeTIOTIPON3BOIUTEIS

CobecenoBanue
IIpakTuueckue
3aHaTHS Nel-19
CamocrosTenpHas
pabota

OK 02. Ucnonp3oBaTh
COBPEMEHHBIE CPEJICTBA
TIOWCKa, aHAIN3a U
HHTEpIpEeTaun
HHPOPMALINHT H
WHPOPMALMOHHBIC
TEXHOJIOTUH IS
BBIMOJTHEHUS 337124
npodeCCUOHATBHOM
JIESTeIIbHOCTH;

OK 03. [TnaHupoBatsh u
peau30BBIBATh
COOCTBEHHOE
npo¢eCCHOHATBHOE H
JUYHOCTHOE Pa3BHUTHE,
MIPEIIPUHIMATEIBCKYIO
JIESITETTHHOCTD B
npodeccrnoHanbHOM cdepe,
WCIIONB30BaTh 3HAHUS 110
NPaBOBOH M (PMHAHCOBOM
TPaMOTHOCTH B Pa3JIMYHBIX
JKU3HCHHBIX CUTYaIUsX;
OK 04. DddextrBHO
B3aUMOJEICTBOBATh U
paboTaTh B KOJUICKTHUBE U
KOMaHJIe;

OK 05. OcyuecTBusTh
YCTHYIO H TUCEMEHHYIO
KOMMYHHKAIIHIO Ha
TOCYJapCTBECHHOM SI3BIKE
Poccuiickoit denepannu ¢
yueToM 0coOeHHOCTE!
COLIMAJIBHOTO U
KYJIbTYPHOT'O KOHTEKCTa;
OK 09. ITons30BatbCcs
npodeccrnoHanbHOM
JIOKYMEHTAITeH Ha
TOCYJapCTBCHHOM U
HHOCTPAHHOM SI3BIKaX.

[IK 1.1. OcymecTBusarhb
MpHEM, IEPBUIHYIO
00paboTKy M pEerucTpaIuio
MocTynaroniei
KOPPECIIOHICHIIMU B TOM
YHCIIE C UCIIOJIb30BAaHUEM
aBTOMAaTH3UPOBAHHBIX
CHCTEM.

IIK 1.2. TlepenaBaTth
JIOKYMEHTHI Ha HCIIOJTHCHUE
B TI0/IPA3JIENICHUS C yIETOM
PE30IOIUH PYKOBOJUTENEH
OpTaHU3aIHH.

[IK 1.3. OcyuecTBusarhb
KOHTPOJIb UCIIOTHEHHUS
JIOKYMEHTOB B OpTaHHU3aLlNH,
B TOM HYHCIIE C
HCTIONBE30BaHUEM
ABTOMAaTH3MPOBAHHBIX
CHCTEM.

DKcrnepTHas OLIeHKa
OCBOCHUSI TEOPETHYECKUX
3HAHUH, IPAKTUYECKUX
YMEHUH, HABBIKOB.
Habnronenue u sxcriepTHas
OIIEHKa Ha MPAaKTHIECKUX
3aHATHIX.

DKcrnepTHas OLIeHKa
BBITTOJTHEHUSI TPAKTHICCKIX
pabot Nel-19, 3ammTs! o
HUM OTYCTOB, BHITIOJTHCHUS
CaMOCTOSTENILHOU pabOTHI




31

IIK 1.4. BecTtu 6a3bl JaHHBIX
JIOKYMCHTOB OpTaHHU3aluu 1
CIpaBOYHO-
nHPOPMAIHOHHYIO padoTy
10 HHUM.

IIK 1.5. OcymecTBiATh
00paboTKy, perHCTPALIUIO 1
OTIIPAaBKY UCXOAIICH
JIOKYMCHTAIUH ajjpecaram, B
TOM YHCIIE C
HCIIOIb30BaAHHUEM
aBTOMATH3HUPOBAHHBIX
CHCTEM.

IIK 1.6. OcymecTBiATh
cocraBieHUe 1 ohopMIIeHHE
CITy>keOHBIX JOKYMEHTOB Ha
OCHOBE TpeOOBaHMit
COBpPEMEHHBIX
HOPMATHBHBIX IIPABOBBIX
aKTOB.

IIpomexxyTouHas aTTecTalus O

Oy4JarOIIIXCS

OK3aMeH, 2 ceMecTp

Bompocsl k 3x3aMeny
— 21 Bompoc

OK 02. Vcnomnp3oBaTh
COBpPEMEHHBIE CPECTBA
MIOUCKa, aHAJIN3a U
MHTEPIPETALNH
nndopmanuu u
nH(OopMaLMOHHbIE
TEXHOJIOTHH AJISt
BBITIOJTHEHMS 3a/1a4
npodeccrnoHaIbHOM
JIeSITEIIbHOCTH;

OK 03. [InanupoBatsb u
peanu30BHIBATH
COOCTBEHHOE
npodeccronansHOE U
JMYHOCTHOE Pa3BUTHE,
NpeANPUHUMATENBCKYIO
JIeSITENIbHOCTD B
npodeccroHanbHOM chepe,
WCTIONIb30BATh 3HAHUS 110
MIPaBOBOU M (PHHAHCOBOM
IPaMOTHOCTH B Pa3JINUHbBIX
JKU3HEHHBIX CUTYalUsIX;
OK 04. DddexTrBHO
B3aMMOJIEUCTBOBATH U
paboTaTh B KOJJIEKTHBE H
KOMaHJI€;

OK 05. OcymecTBisTh
YCTHYIO M TTHCbMEHHYIO
KOMMYHUKAIHIO Ha
rOCY/IapCTBEHHOM SI3bIKE
Poccuiickoit ®eneparuu ¢
y4eToM 0coOeHHOCTEN
COLMAIBHOTO U
KyJIBTYPHOTO KOHTEKCTA;
OK 09. ITonmp30BaThCS
npodeccrnoHaTEHOM
JIOKYMEHTaIIMe Ha
TOCYIapPCTBEHHOM H
WHOCTPAHHOM S3bIKaX.
IIK 1.1. OcymecTBiaTh
IIpUEM, IEPBUYHYIO

OreHKa «OmMau4Ho» -
BBICTABISIETCS B CJIETYFOLIHX
Clly4asx: CTYACHT AOJIKEeH
BBIIIOJIHUTH BCEC
npaktudeckue 3anatus (19),
CaMOCTOATENIbHYIO padoTy U
OTBETHUTH HA JIBa
TEOPETHIECKHUX BOIPOCa
OmeTa ¥ BRIIOJTHUTE TPETHH
BOTIPOC - MTPAKTUIECKOE
3aganne. OTBET HA
TEOPETHYECKHE BOIIPOCHI
JIOJDKEH OBITh MOJPOOHBIM, B
TMIOJIHOM Mepe PacKpbIBaTh
TEMY U He COIepkKaTh rpyObIX
W CYIIECTBEHHBIX OHII/I6OK.
Kaxxpiii Bompoc 1omKeH
COTIPOBOXKIATHCS TIPUMEPAMHU
W PO eCCHOHATBHOM
IesTebHOCTH. Takke
CTY/ICHT JOJKEH J1aBaTh
TIOJTHBIE, HCUEPIIBIBAIOIIIE
OTBETHI Ha YTOUHSIOIIHE
BOIIPOCHI IIPETIOIABATEIS B
pamkax oniera. [Ipu aToMm,
00yJaromuiics pacKpbUI
coJiep)KaHne MaTepuala B
o0BeMe, IPeTyCMOTPEHHOM
MIPOrpaMMOii, U3JI0KHIT
MaTepuall IpaMOTHBIM
podeCcCHOHANBHBIM SI3bIKOM
B ONPEJECIICHHON JIOTHYECKOM
MIOCJIE/I0BATEILHOCTH, TOYHO
UCTIONb3Ysl TEPMUHOJIOTHIO
nmaaaoro MJIK; orBedan
CaMOCTOSTENBHO 0e3
HaBOISIINX U YTOUHSFOIINX
BOTIPOCOB TIPETIOIaBaTEIIs.
[Ipu BEITOTHEHUN TPETHETO
BOTIpOCA — MPAKTHIECKOTO
3aJaHusl CTY/ICHT HOJHOCTBIO
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00paboTKy M PErHCTPALIUIO
MOCTyHnarouen
KOPPECIIOH/ICHIIUH B TOM
YHCIIE C UCTIONh30BAHHEM
aBTOMATH3HMPOBAHHBIX
CHCTEM.

[IK 1.2. ITepenaBath
JIOKYMCHTHI Ha HCIIOJTHCHUE
B MIOJIPA3/ICIICHUS C YIETOM
PE30JIIOLIMY pYKOBOIUTENEH
OpTaHU3aIHH.

[IK 1.3. OcymecTBuaTb
KOHTPOJIb UCIIOTHCHUS
JIOKYMEHTOB B OpTraHHU3aI[HH,
B TOM YHCIIE C
HCIIOIb30BaHUEM
aBTOMATH3UPOBAHHBIX
CHCTEM.

[IK 1.4. Bectn 6a3sl JaHHBIX
JIOKYMCHTOB OpTaHH3alluu 1
CIPaBOYHO-
HHPOPMALMOHHYIO padoTy
O HUM.

IIK 1.5. OcymecTBuaTh
00paboOTKy, PErHCTPALIUIO U
OTIPABKY UCXOASIICH
JIOKYMEHTAIMH aJ[pecatam, B
TOM YHCTIE C
HCIIOJIb30BAaHUEM
aBTOMATH3UPOBAHHBIX
CHUCTEM.

[IK 1.6. OcymiecTBaaTh
COCTaBJICHUE U 0(OpMIICHHE
CITy>keOHBIX JOKYMEHTOB Ha
OCHOBE TPeOOBaHUit
COBPEMEHHBIX
HOPMATHBHBIX PABOBBIX
aKTOB.

BBIMOJTHWI 33/1aHUE,
YJIOXKHBIINCH B OTBEICHHOE
BpeMsi, B COOTBETCTBHH C
TpeOOBaHUIMI HOPMaTHBHO-
TEXHUYECKOH TOKYMEHTAINH,
po¢eCCHOHATHHOTO
CTaHJapTa.

OueHka «xopouioy -
BBICTABJISICTCS B CJICTYFOIIIUX
Clly4asx: CTYACHT JOJIKEH
BBIOJTHUTH 90%
npakTHdeckux 3austuit (17),
CaMOCTOSTENLHYIO PaboTy U
OTBETHUTH HA JIBa
TEOPETHYECCKUX BOIPOCa
OmeTa ¥ BRIIOJTHUTE TPETHH
BOTIPOC - MIPAKTUIECKOE
3amanne. OTBET Ha
TEOPETHYECCKIE BOTIPOCHI
JIOJDKEH PaCKpPBIBAaTh TEMY U
HE COJepKaTh IpyObIX
omu6ok. OTBET CTyIeHTa
JIOJDKEH TI0Ka3bIBaTh, YTO OH
3HaeT U NOHUMAET CMBICI U
CYTh ONKCHIBAEMOH TEMBI H €€
B3aHMOCBS3b C APYTHMHA
paznenamu MJIK u ¢ npyrumu
nucturuimaamMu, MJIK
OCBauBaeMoi
00pa30BaTENFHON IPOTPAMMEBI
o npodeccun. Moxket
MIPUBECTH MIPUMED 10
onucbiBaeMoit Teme. OTBET
oOyuaromerocs
YIOBIETBOPSIET, B OCHOBHOM,
TpeOOBAaHUSAM HA OTMETKY
«OTJIMIHOY, HO TIPH ITOM
HMEeT MECTO OJIMH W3
HEIOCTATKOB: TOTYIIECHBI
OJIHA - IB€ HETOYHOCTH TIPU
OCBEIICHUH OCHOBHOTO
COJIepXKaHUs OTBETA,
HCTIpaBJICHHBIE 110
3aMEYaHHUIO IPETIOAaBaTEINs;
JIOTYIIEHBI OIIUOKA HIIH
OoJiee ByX HETOUHOCTEH MPH
OCBEIICHNH BTOPOCTEIICHHBIX
BOTIPOCOB;

[Ipu BBITOTHEHUU TPETHETO
BOIPOCA — IPAKTUIECKOTO
3aJaHusI CTY/ICHT HOJHOCTBIO
BBIITOJTHWIT 33J]aHUE, HO HE
YIIOKUJICS B OTBEACHHOE
BpEMsi, B COOTBETCTBHH C
TpeOOBaHUSIMH HOPMATHBHO-
TEXHUYECKOH TOKYMEHTAINH,
npodeccnoHaTLHOTO
CTaHJapTa.

Orenka
«V00BIEMBOPUMENLHOY -
BBICTABJISICTCS B CJICTYFOIIIUX
clly4asx: CTYAEHT JOJDKEH
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BBIONTHUTH 80%
MpaKkTUYeCKuX 3aHatuii (18),
CaMOCTOATENFHYIO PaboTy,
TPETHil BOIPOC OMIIET -
MIPaKTUIECKOe 3aJaHne U
MHOATCOTOBUTH OTBET Ha 1
BOTIpOC U3 Omiera, B o0mmeM
PACKpBIBAIOIIUI TEMY U HE
COJIepIKaILUi ITPYObIX
omu6ok. OTBET CTyIeHTa
JTOJDKEH TTOKAa3bIBaTh, YTO OH
3HACT U IOHUMAET CMBICI U
CyThb OITUCHIBAEMOM TEMBI U €€
B3aHMOCBS3b C APYTHMHA
paznenamu MZIK u ¢ npyrumu
nuctmruimaamMu, MJIK
0CBaMBaeMOi
00pa30BaTeNFHON IPOTPAMMEBI
o TIPoeCCru, HO TIPH ITOM
HETIOJTHO WJIH
HETOCJIeJ0BaTeIbHO
PACKPBITO CO/CPIKAHKE
Marepuana, UMeIOTCs OMIMOKH
IIpyu OTBETAX Ha BOIIPOCHI, HO
MOKa3aHo o0Iee MOHUMAaHNe
BOTIpOCa 1
MIPOAEMOHCTPUPOBAHBI
YMCEHUs, HABBIKH,
JIOCTATOYHBIC JJIS
JATBHEHINETO YCBOCHUS
Marepuana, OnpeeIeHHOTO
yaebHoit mporpammoit MIK.
IIpu BBINIOJIHEHUU TPETHETO
BOIIPOCA — MPAKTHYECKOTO
3aJaHusd CTYJCHT YaCTUYHO
BBITNTOJIHWII 3aJIaHUC, HC
VIIOKUIJICS B OTBEACHHOE
BpeMsi, B COOTBETCTBHH C
TpeOOBaHUIMHI HOPMATHBHO-
TEXHUYECKOH TOKYMEHTAINH,
poeCCHOHATHHOTO
CTaHJapTa.

Ornenka
«Hey0081emE8oPUMENbHOY -
BBICTABJIICTCA B ClIy4dasXx,
€CJIN MPAKTUICCKHUEC 3aHATUA
BBINOJIHEHEI MeHee, ueM 80%
(17 1 MmeHee), He BBITIOJIHEHA
B IIOJTHOM 00BEMe
caMoCTOsATeNbHas padoTa, He
PAaCKpPBITO OCHOBHOE
coJllepKaHue y4eOHOTrO
MaTepuala; 0OHapyKEeHO
HE3HAHHE WIIH HEMOJIHOE
MTOHNMAaHHE 00YJIarONIUMCS
Ooxpmiei nnn Hanbomee
BOKHOW YacTH y4eOHOTO
MaTepHaia; JOMyICHBI
rpyOble ONTMOKH MPH OTBETAX
Ha BOTPOCHI,
JIOTIOJTHUTEIBHEIC
YTOYHSIONINE WIN HABOJSIIHEC
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BOIIPOCHI MPEIOIaBaTEIsI
OCTaBIICHBI €3 OTBETA,
MPaKTUYECKOE 3aJaHue
TPETBEro BOIPOCa HE
BBIIIOJIHEHO.

VIL.01 Vuebnas npaxmuxa (O3nakxomumenvHas no npogeccuoHaIbHOMY MOOYII0: OOKYMEHMUPO8AHUe YNpaeieH4ecKol

OesmenbHOCMU U OP2aHU3aYUsi pabomsl ¢ OOKyMeHmamu)

HuddeperunpoBaHHbIH

3a4eT, 2 CEMECTP

Kommnnekcnas
MpaKTH9Ieckas padora

IIK 1.1. OcymecTBiATh
TIpHeM, IEPBUIHYIO
00pabOoTKy M PETHCTPALIUIO
noctynarouiei
KOPPECIIOHICHIINU B TOM
YHUCJIE C UCIOIL30BAHHEM
aBTOMATH3HUPOBAHHBIX
CHCTEM.

[IK 1.2. IlepenaBaTth
JIOKYMEHTHI Ha HCIIOTHCHUE
B TIOJIPA3ICTICHHS C YIETOM
PE30ITIOIIH PYKOBOIAUTEICH
OpTaHU3aIIHH.

IIK 1.3. OcymecTBuarh
KOHTPOJIb UCIIOTHCHHUS
JIOKYMCHTOB B OpraHHU3allnH,
B TOM YHCJIE C
HCIOJIE30BaHUEM
aBTOMATH3HUPOBAHHBIX
CHCTEM.

IIK 1.4. BecTu 6a3bI JaHHBIX
JIOKYMEHTOB OpTaHH3aLUH H
CIPaBOYHO-
HHPOPMALMOHHYIO padoTy
10 HUM.

IIK 1.5. OcymiecTBiaTh
00paboOTKy, pETUCTPAIIHIO U
OTIPABKY UCXOJAILEH
JIOKYMEHTAI[HUH ajpecaram, B
TOM YHCIIE C
HCIIOJIE30BaHUEM
aBTOMATH3MPOBAHHBIX
CHCTEM.

[IK 1.6. OcymiecTBiaTh
cocraBiieHue 1 opopMIIeHHE
CITy’)keOHBIX JOKYMEHTOB Ha
OCHOBE TpeOOBaHMI
COBPEMEHHBIX
HOPMATHBHBIX ITPABOBBIX
aKTOB.

[lepeuens kputepuen
OLICHUBAHMS BBIIOTHEHHUS
MIPAKTUYECKOTO 3aJaHus C
yKa3aHueM 0aIoB:

1. Ucnonb30BaHue
COBPEMEHHBIX CPENICTB
MIOUCKa, aHaIN3a U
HHTEPIPETALUH
nHPOpPMALIUH, U
nH(pOpPMaMOHHBIX
TEXHOJIOTHH AJIS1 BBITTOJITHEHUS
3a7a4 mpodeccHoHATLHOM
nesarensHOCTH - 2,00;

2. Ocy1ecTBiIeHUE IpUEMA,
NepBUYHOI 00pabOTKH U
pEerucTpaly NoCTyNaIeH
KOPPECTIOHICHIIUH, B TOM
YHCcIe ¢ UCTOJIb30BaHUEM
aBTOMAaTH3UPOBAHHBIX CUCTEM
- 8,00;

3. OcyiuecTBieHHE
00pabOoTKH, pETUCTPAINH U
OTIPABKH UCXOJSIIECH
JIOKyMEHTaINH aJjpecaram, B
TOM YHUCIIE C UCIIOIb30BaHUEM
aBTOMAaTH3UPOBAHHBIX CUCTEM
3,00

4. OcymecTBieHne
COCTaBJICHUS U 0POPMIICHUS
CITy’keOHBIX JOKYMEHTOB Ha
OCHOBE TpeOOBaHUIt
COBPEMEHHBIX HOPMATHBHBIX
paBoBbIX akTOB - 13,00.
HUTOI'O - 26,00

CxeMa OLIeHHBaHMUS:

max KOJIN4ECTBO OaJIoB
JieiicTBre (oreparys)
BBITIOJTHEHO B MOJIHOM Mepe
COTJIACHO YCTaHOBJIEHHBIM
TpeOOBaHUSAM;

0 6anoB

neiicTBue (omepanus) He
BBITIOJTHEHO, PE3YNIbTAT
OTCYTCTBYET.

O1eHKa «OTJINIHOY
BBICTABIISIETCS, €CIIH CTYAEHT
HabOpain 22-26,00 6ayios;
Onenka «xopomoy - 16-22,00
Oaia;

«Y noBieTBopuTeILHOY - 10-
15,00 Gamios;
«HEYIOBJIETBOPUTEIHHOY -
menee 14,00 6amnos

MI1.01 Ipoussodcmeennas npakmura (Texnorocuueckas no npo@peccuoHaIbHOMY MOOYIIO: OOKYMEHMUPOSAHUe
YNPABLEHUeCKOU 0essmeibHOCMU U OP2AHU3ayuUsi pabomvl ¢ OOKYMeHmamu,)
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JuddepeHnnpoBaHHbIi
3aueT, 2 ceMecTp

3amura OTYETHON
JOKYMEHTAIIH [0
MIPOU3BOJCTBEHHOU
npaktuke I1I11.01

[IK 1.1. OcymmecTBaaTb
MpUEM, IEPBUIHYIO
00paboTKy U PETHCTPALINIO
[ocTynarouei
KOPPECTIOH/ICHIINU B TOM
YHCIIe C UCTIOIE30BaHUEM
aBTOMAaTH3MPOBAHHBIX
CHUCTEM.

IIK 1.2. TlepenaBaTth
JIOKYMCHTHI Ha HCIIOJTHCHUE
B TIOJIPA3/ICIICHUS C YIETOM
PE30JIIOLIMY pYKOBOIUTENEH
OpTaHU3aIHH.

IIK 1.3. OcymecTBiATh
KOHTPOJIb UCIIOTHECHHUS
JIOKYMEHTOB B OpTaHHU3ALINH,
B TOM YHCIIE C
HCTIOJIE30BaHUEM
aBTOMATH3MPOBAHHBIX
CHUCTEM.

IIK 1.4. Bectn 0a3pl JaHHBIX
JIOKYMCHTOB OpTraHH3alluu 1
CIPaBOYHO-
HHPOPMALMOHHYO padoTy
O HUM.

IIK 1.5. OcymecTBuats
00paboTKy, peTHCTPALIUIO 1
OTIIPaBKY UCXOJSIICH
JIOKYMEHTAIUH aJpecaraMm, B
TOM YHCIIE C
HCIIOJIb30BaHHUEM
aBTOMATH3HPOBAHHBIX
CHUCTEM.

[IK 1.6. OcymmecTBiaTh
COCTaBJICHUE U 0(OpMIICHHE
CITy>keOHBIX JOKYMEHTOB Ha
OCHOBE TpeOOBaHUIt
COBPEMEHHBIX
HOPMATHBHBIX IPABOBBIX
aKTOB.

[IK 2.1. OcymecTBnarb
pa3paboTKy U BeICHUE
HOMEHKJIATYPBI A€
CTPYKTYPHOTO
MOIPa3ICIICHHUS

[IK 2.2. ®opmupoBarts jaena
B COOTBETCTBHH C
HOMEHKJIATYpOH e U
MpaBUIaMHU (POPMHPOBAHUS
Jen

[IK 2.3. OcyuiecTBisiTh
TEKyIllee XpaHCHHE, YIeT U
HCTIOJIB30BaHUE JEIT
(mOKyMeHTOB)

I1K 2.4. OcymecTBiATh
SKCHEPTH3Y EHHOCTH
JIOKyMEHTOB, BECTH OTOOD
JIOKYMEHTOB Ha XpaHEHUE U
YHHYTOXXEHUE,
JIOKYMEHTHUPOBaTh paboTy
9KCHEPTHON KOMUCCHU

ConepKaTelbHOCTh U
Ka4yecTBO MPEICTABICHHOI
OTYETHOW JOKYMEHTAIIH IO
MI1.01;

[TonHOTa OTBETOB HAa BOIPOCHI
PYKOBOIUTEIS
MIPOU3BOJICTBEHHOM
MPAKTUKH;

OTtcyTCcTBHE 3aMeUaHui Co
CTOPOHBI PyKOBOAUTENEH
MIPAKTUKH;
OTCcyTCTBHE/HAINYHE
MIPOIYCKOB
MIPOU3BOJICTBEHHOH MTPAKTHKH
0e3 YBaXKHUTEIEHOW MPUIHHBL,
OcBoeHue BHA NEATEITHHOCTH
PO ECCHOHATHHOTO MOIYIIS
[IM.01
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I1K 2.5. Odopmiars nena
MOCTOSIHHOTO U
JIOJITOBPEMEHHOTO CPOKOB
XpaHeHUs I epeaadu B
apXUB OpPraHU3aLUH

1K 2.6. CocraBnsTs onucu
JeJI HOCTOSTHHOTO H
JIOJITOBPEMEHHOT'O CPOKOB
XpaHeHHs

3. TunoBble OLlEHOYHbIE MATEPHUAJIbI
MJK.01.01 Opeanuzayus 0oxymenmoobopoma u 00OKyMeHMUposanue ynpasieHuecKol 0esimeibHOCmu

Ouenounoe cpenctso 1.

Bua: CobecenoBanue

KparTkas xapakrepucTuka: crienuaibHas Oeceia mpernojaBaTesis ¢ 00y4yaroluMcst Ha TEMBI,
CBSI3aHHBIC C N3y9aeMOU TUCITUTUIMHOM, M PACCYMTAHHAS HA BBIICHEHHUE 00'beMa 3HAHHUH 00yJaronierocs
10 OMpPEJICTICHHOMY pa3fielny, TeMe, mpobneme u 1.1. CobeceqoBanNe MPOBOAUTCS 110 BOIPOCAM B BHJIE
TUTaHA 3aHATHH, ITO3BOJISET OIEHUTH MOJTyUYSHHBIC 3HAHKS 110 TEME, CAMOCTOSTEIIBHYIO pabOTy CTY/ICHTA,
TOTOBHOCTD K PEIICHHUIO 33]1a4.

Kputepun ouennBanus:

- BBICTYIUICHHE, COJIEpiKallee IOJHBINA TMpaBUIbHBIA OTBET, OLIEHUBACTCS MAaKCHMAaJIbHBIM
KOJIMYSCTBOM 0aJIjIoB;

- BBICTYIUICHHE, COJIeprKalllee HETIOIHbIN WM HePaBUIbHBIA OTBET, OLIEHUBAETCS OTMETKOM B
COOTBETCTBUU C KPUTEPHUSIMHU OIICHUBAHUS.

OuenovHoe cpeacrso 2.

Bun: [Ipaktuueckas pabota

KpaTkasi xapakTepucTHKA: TTpaKTHYeCKast padoTa MPOBOAUTCS MO JEKIIMOHHOMY MaTepHany;
MO3BOJISIET OIEHUTH MOJTYYEHHBIE 3HAHUSI TI0 TEME, CAMOCTOSTEIbHYIO PadOTy CTYAEHTa, TOTOBHOCTH
K PEIIEHHUIO MMOCTABIEHHBIX 3a7ay.

Kputepun ouennBanus:

- pelieHue, MmpeacTaBisioniee co00i KOPPEKTHBIM MPOEKT, HE COAepKalluil rpyObIX OMIMO0K
Y HETOYHOCTEH TP UCTIOTHEHNH, OIICHUBAETCSI MAKCUMAIBHBIM KOJIMYECTBOM OAJLIOB;

- pelieHne, TPEeACTaBIAIIIee COO0OM MPOEKT, CcoAepKalluii HETOYHOCTH, OLIMOKH,
B 3aBUCHMOCTH OT X KOJIMYECTBA OIICHUBAETCS OTMETKON B COOTBETCTBUU C KPUTEPHUSIMU OLICHUBAHUSI.

OuenovHoe cpeacrso 3.

Bupa: TlpesenTamus pe3yibTaToB CaMOCTOSTEIHHOM pabOThHI

KpaTkasi xapakTepHCTHKA: TMPE3EHTAIMS MO3BOJISET CTYAEHTY THIaTelIbHEe O3HAKOMHUTHCS
C OTIpEeICTICHHOW TEMOM TUCHUILIIMHBI, TOJAPOOHEEe M3YYUTh JIETAaTd BOIMPOCA, a TAKKe O3HAKOMHTH
OJIHOTPYIIITHUKOB B (popmarte Mpe3eHTalluu ¢ pe3yibTaTaMu cBoed paboThl. [Ipu moaroToBke mokiana
MIPEANOIAraeTcsl HCTIOJIb30BaHUE MYJIbTUMEIUUHBIX CPEJICTB.

Kpurepun onenuBanus:

- Ipe3eHTalMs, MPEACTaBIAoMAas coO0M IMONHBIA M TIIATENbHBII 0030p BHIOPAHHOW TEMBI
C HCTOJB30BAHUEM HECKOJBKUX  JIMTEPATYPHBIX HCTOYHUKOB OILIEHHUBAETCS MaKCHMATbHBIM
KOJIMYECTBOM OaIlIIOB;

- Ipe3eHTAalMs, TIPeICTaBIsIoNIas co00i KpaTkuii 0030p BEIOPAHHOW TEMBI ¢ UCTIOJIb30BAHUEM
OJTHOTO JIUTEPATYPHOTO WCTOYHWUKA OIIEHWBAETCS OTMETKOW B COOTBETCTBHU C KPHUTCPUIMHU
OIICHUBAHMSI.

OueHouyHoe cpeacTso 4.

Bua: Bonpocs! k 3x3ameny

Kparkasi xapakTepucTHKa: TIpU TMPOBEACHUM TEKYIIEr0 KOHTPOJS  YyCIIEBAEMOCTH
Y IPOMEKYTOUHON aTTeCTallMM MPUMEHSIETCS CIAEAYIOIIasi CUCTEMA OLEHOK: «OTIMYHO», «XOPOILIOY,
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«YAOBIIETBOPUTEIBHOY, «HEYAOBICTBOPUTEIbHO». JK3aMEH MPOXOJIUT B YCTHOU (hopme, Mo OuieTam.
B Gunere — 3 Bompoca.

Kpurepun oueHuBanmusi:

OneHKa «OTJIMYHO» - BBICTABIISIETCS B CIEAYIOIUX CIydasiX: CTYJAEHT JOJKEH BBIIOJIHUTH BCE
MpakTH4ecKue 3aHATHS (22), caMOCTOSATENbHYI0 padOTy M OTBETUTH Ha J[Ba TEOPETHYECKHX BOIpOCa
OwiieTa U BBINOJIHUTH TPETUH BONPOC - MpaKTUUYecKoe 3agaHue. OTBET HA TEOPETHUUECKHUE BOIPOCHI
JOJKeH ObITh MOAPOOHBIM, B TMOJIHOM Mepe pacKphlBaThb TeMy U HE COJEp)KaTh TIPYyObIX WIH
CyIIeCTBEHHBIX  OomHuOOK. Kaxaplii Bompoc  OMKEH  CONPOBOXAATHCS  MpPUMEpPaMud W
poecCuOHANBHOM NesTeIbHOCTH. TakXKe CTYIeHT AOKEH JaBaTh IOJIHbIC, HCYEPIBIBAIOIINE OTBETHI
Ha YTOUHSIOUIME BOIPOCHI MpemnojaBareis B pamkax oOwiera. IIpu 3ToM, oO0ydaromuiicss pacKpbLl
coJlep)kaHue MaTepuana B 00beMe, MPeayCMOTPEHHOM MPOTrPaMMOM, U3JI0KUI MaTepuan rpaMOTHBIM
npoeCCUOHATILHBIM S3BIKOM B OINpPEICICHHON JIOTHYECKOW MOCIEeOBATEIBHOCTH, TOYHO HCIIOJIB3YS
TepMuHOIOTHIO AanHoro MJIK; oTBeuan camocTositensHO 0€3 HaBOASIIUX M YTOUHSIOUIMX BOIPOCOB
npenogasaress. [Ipu BHIIOJHEHUU TPETHETO BOIPOCA — MPAKTUUYECKOTO 3aJaHUs CTYIEHT MOJHOCTBIO
BBITIOJTHII 33/1aHKE, YIIOKHUBIIKUCH B OTBEICHHOE BPEMsi, B COOTBETCTBUHU C TPEOOBAHUSIMU HOPMATHBHO-
TEXHUUYECKOH TOKyMEHTallUU, IpO(pECCUOHAIBHOIO CTaHAApTA.

OreHKa «XOpOIIO» - BBICTABIISETCS B CIEAYIONIUX CIIydasx: CTYyJIEHT JOHKEeH BBIMONMHUTE 90%
IpaKTHYeCKUX 3aHATUH (20), caMOCTOATENbHYIO pabdOTy U OTBETUTh Ha JIBa TEOPETHYECKUX BOIpOCa
OusieTa U BBIMOJIHUTH TPETUN BOMPOC - MpakThyeckoe 3amaHue. OTBET HAa TEOPETHUYECKHUE BOMPOCHI
JIOJDKEH PacKphIBaTh TEMY U HE CO/IepKaTh rpyObix ommoOok. OTBET CTyIeHTa JOKEH MOKa3bIBaTh, YTO
OH 3HAeT U IOHUMAET CMBICT U CYTh OMIMCHIBAEMOI TEMBI U €€ B3aUMOCBS3b ¢ Ipyrumu pazaenamu MK
u ¢ npyrumu gucruiummHamu, MJIK ocBamBaeMoil 00pa3oBaTebHONW MPOrPaMMBI IO TPOQECCHH.
MoskeT npuBecTH mpuMep Mo onuchiBaeMoit TeMe. OTBeT 00ydaroerocs: y10BJIe€TBOPSIET, B OCHOBHOM,
TpeOOBaHUSAM HAa OTMETKY «OTJIIMYHO», HO MPU ITOM MMEET MECTO OJIMH M3 HEJOCTaTKOB: JOMYLICHBI
OJIHA - JIB€ HETOYHOCTH IIPU OCBELIEHUH OCHOBHOTO COJIEP>KaHUs OTBETA, UCIIPABIIEHHBIE 10 3aMEYaHUI0
npernojiaBaTess; JOMyLIIeHbl OINOKa K 0osiee IByX HETOYHOCTEN NP OCBEUIEHUH BTOPOCTENEHHbIX
BONpocoB. lIpy BBIMOJIHEHWH TPETHETO BONpPOCAa — MPAKTHUECKOIO 3a/aHus CTYAEHT IMOJIHOCTHIO
BBIMOJIHWJI 33JJaHWe, HO HE YJIOXKWJICS B OTBEJIEHHOE BpEMs, B COOTBETCTBUU C TPEeOOBAHUAMHU
HOPMAaTHUBHO-TEXHUYECKOH JTOKYMEHTAIUH, TPO(EeCCHOHAIBLHOTO CTaHAApTA.

OneHka «yJOBJIETBOPUTEIBHO» - BBICTABISAETCS B CIEAYIOLIUX CIydasX: CTYIAEHT JIOJIKEH
BBIMOJIHUTHh 80% mpakTudeckux 3ansatuil (18), camocrosiTebHyr0 paboTy, TPETHl BOMpPOC OWUIIET -
NPaKTUYECKOE 3a/laHKe U MOJATOTOBUTH OTBET Ha | Bompoc u3 Ouiera, B 0011eM pacKphIBalOIIUN TeMy U
HE cojepKanuil rpyOsix ommOok. OTBET CTyJEHTa JOJDKEH MOKa3bIBaTh, YTO OH 3HAET U MOHUMAET
CMBICII U CyTh OIMCBIBAEMOM TEMBI M €€ B3aUMOCBA3b ¢ JIpyrumu pasznenamu MK u ¢ npyrumu
nucturmuaamMu, MJIK ocBamBaemoii 00pa3oBaTebHOM MPOTpaMMBI MO MPOGEecCHur, HO TMPU ITOM
HETOJIHO WJIM HETIOC/Ie0BAaTEeNIbHO PACKPBITO COAEpKaHUE MaTepHasa, UMEIOTCs OIIMOKU P OTBETax
Ha BOIMPOCHI, HO MOKa3aHO 00Illee MOHMMaHWE BOMpPOCa U MPOJIEMOHCTPUPOBAHBI YMEHUS, HABBIKH,
JIOCTaTOYHbIE Ui AaJbHEHUIIero yCBOGHUS MaTepuaia, orpeeneHHoro yueoHoil nporpammoint M/IK.
[Tpu BBINOTHEHUH TPETHETO BOMPOCA — MPAKTUUECKOTO 3aJJaHUsl CTYIEHT YaCTHYHO BBITIOJHUII 3a/JaHHeE,
HE YJIOXWICA B OTBEJIEHHOE BPEMs, B COOTBETCTBMM C TPEOOBAaHMSIMU HOPMATHBHO-TEXHUYECKOMH
JTOKYMEHTaIH, MPOPECCUOHANIBHOTO CTaH1apTa.

OneHka «HEyIOBJIETBOPUTEIBHO» - BBICTABIISIETCS B CIIydasiX, €CJIM IPAKTHUUECKUE 3aHATHS
BbINOJIHEHBI MeHee, yeM 80% (17 u MeHee), He BBIIIOJIHEHA B [TOJIHOM 00beMe caMOCTOsITENbHAS padoTa,
HE PacKpBITO OCHOBHOE COJIep)KaHHe Y4eOHOro MaTepuasa; oOHapy)KeHO HEe3HaHHWE WM HEMOJHOe
MOHMMaHKe o0yJarouiumMcst 0oJplel win Hanbosee BaXXKHON YacTH yueOHOro MaTepuana; JOMyIIeHbI
rpyOble OMMOKHM MPU OTBETAX Ha BOIPOCHI, JONOJHUTEIbHbIE YTOUHSIOIINE WM HAaBOJSIINE BOIPOCHI
IpernoaaBaTessi OCTaBJIeHbI 0€3 0TBETa, MPAKTHUUECKOE 3a/1aHre TPETHEro BOMPOCa HE BHITIOJIHEHO.

Bomnpocsl Kk 3xk3aMeny

1. HOpMaTI/IBHO-HpaBOBBIC AKTbl © HOPMATUBHO-MCTOAUYCCKUC NJOKYMCHTDBI, OIPCACIIAIONINEC ITOPAA0K
JIOKYMEHTAIlMOHHOTO 00eCrieueHu s yIpaBIeHUS.

2. 3aKkoHOJaTeIbHbIC U HOPMATUBHBIE aKThl, YCTAHABIUBAIOIINE TpaBuiIa 0popMIIeHNS JOKYMEHTOB



38

3. PaboTra ¢ HOpMAaTUBHO-IIPABOBBIMH aKTaAMH U HOPMAaTUBHO-METOJAMYECKUMU JOKYMEHTAMH.

4. AHann3 OCHOBHBIX NOJIOKEHUIN EMHON rocy1apcTBEHHON CUCTEMBI AE€JIONPOU3BO/ICTBA.

5. CBsI3b MOHATHHA «HHGOPMAIUA» U «ITOKYMEeHT». CBOWCTBAa M Ha3HA4YCHHE NOKyMEHTOB. DyHKIMN
JIOKYMEHTA.

6. Bunsl nokymenToB, ux kinaccuduxanus. FOpuanueckas cuia TOKyMeHTa.

7. @opMysip COBPEMEHHOI'O YIIPaBIEHYECKOT0 IOKYMEHTA U €r0 COCTaBHBIE YaCTH.

8. PexBu3ut nokymenta. Buasl pekBuszutoB. CoctaB peKBU3UTOB JOKyMeHTOB. [IpaBuna odhopmiaeHus
PEKBU3UTOB JJOKYMEHTOB.

9. bnank nmoxymenTta. [lonstre u Buasl OankoB. OOmui OJaHK opraHu3anuu. billaHK KOHKPETHOTO
BUJA OKyMeHTa. binank nuceMma. biiaHk cTpyKTypHOro nojpasjesieHus. biaHk JT0JKHOCTHOIO JIMLIA.
bnanku a1 BHyTpEHHUX U BHEUTHUX JOKYMEHTOB.

10. TpeboBanus, nmpeabsBisieMbie K 0pOpMIICHUIO OJIAHKOB TIOKYMEHTOB. TpeOoBaHUS K U3TOTOBICHUIO
JIOKYMEHTOB.

11. TToctpoenue Gopmymsipa-oopasia JOKyMEHTa

12. OdopmieHne peKBU3UTOB JOKYMEHTa

13. KonctpyrnpoBaHue 01aHKOB KOHKPETHOM OpraHM3alluy B 3aBUCHUMOCTH OT MX Ha3HAuYeHUs: OJaHK
MUChbMa, OJaHK CTPYKTYPHOTO MOApa3IeleHus, OJIaHK JOHKHOCTHOTO JIUIIA.

14. Opranu3alMOHHbIE W pacHOpsSAUTENbHbIE JOKyMEeHTHl. lloHATHe, BUABI U Ha3HAUYEHUE
OpPraHM3aIlMOHHBIX JOKyMEeHTOB. llpaBunma coctaBieHuss u O(QOpPMIICHHS OPraHU3AIMOHHBIX
JIOKYMEHTOB.

15. TekcT opraHu3allMOHHOTO JOKYMEHTa C y4yeToM BHaa JokyMmeHTa. CorimacoBaHue, MOJANUCAHUE U
YTBEPKACHUE OPraHU3alMOHHbBIX TOKYMEHTOB.

16. BHecenne u3MeHEHUI U JOMOJHEHUI B OPraHu3allMOHHbIE JOKYMEHTHI.

17. PaciopsiiutenbHble TOKYMEHTBI, W3/1aBAEMbIE Ha OCHOBE €IMHOJIMYHOTO M KOJUIETHAIBHOIO
npuHsITUs pemieHns. CTaauy MOAroTOBKU PaclopsiANTEILHOTO JOKYMEHTA.

18. IIpaBuna coctaBiaeHus U 0HOPMIIEHUS! OPraHU3alMOHHBIX JOKYMEHTOB. TeKCT pacnopsAUTEIbHOrO
JIOKYMEHTa C Y4eTOM Buja JokyMeHTa. CoraacoBaHMe U MOJIUCAHUE PACIOPSAUTENbHOTO TOKYMEHTa
19. TlonTie W BUABI CIPABOYHO-MH(POPMAIIMOHHBIX U CIPABOYHO-AHATUTUYECKHX JOKYMEHTOB.
TpebGoBaHMs K MX COCTABICHUIO U O)OPMIIEHUIO.

20. JIokyMeHTBl 1O JTUYHOMY cocTaBy. [loHsTHe, BUIObI M Ha3HAu€HHE JOKYMEHTOB IO JIMYHOMY
COCTaBy.

21. Opranu3aiuoHHO-UH(POPMAIIMOHHAS, PACIOPSAUTENIbHAS W YydeTHas JOKyMEHTalus KaJpoBOU
cityk0b1. OcHOBHBIE TpeOOBaHUS K O(POPMIIEHUIO.

22. JIoKyMEeHTOO0O0POT, €ro KOJIMYECTBEHHbIE U KaUeCTBEHHBIE XapaKTEPUCTUKH.

23. Ilonartue pokymeHtoobopora. CTpykTypa u 00Ias XapaKTepUCTHKU JOKYMEHTOIOTOKOB.
24. MapuipyTsl ABUXKEHUSA JOKYMEHTOB. [lepnoAMYHOCTh U HAPaBIEHHOCTh JBUKEHUS TOKYMEHTOB.
O06beM JOKYMEHTO000poTa.

25. Opranusanus paboThl ¢ HOCTYMAIOMIMMHU JOKYMEHTaMH

26. TunoBble TexHOJOTUM OOPaOOTKM TOCTYMAIOIIUX JOKYMEHTOB: TIpUEM, MpeABapUTEIbHOE
paccMOTpEHHE, MOCTAHOBKA OTMETKM O IOCTYIJIEHMM JOKYMEHTa B OpraHU3allMI0, perucrparus,
nepegavya UCIOIHUTENSAM, KOHTPOJIb UCIOJIHEHHS, UCTIONHEHNE IOKYMEHTa, MOJAIIMBKA JTOKYMEHTa B
JEII0.

27. Peructpanus M MHAEKcanus AOKyMeHTOB. Llenm perucrpanuu. Heperucrpupyemble TOKYMEHTHI.
WNuaexc nokyMeHTa, ero cocraB. Perucrpupyemelie cBeneHus U3 AokymeHTa. Dopmbl perucrpanun
JIOKYMEHTOB: ’)KypHaJibHasl, KapTO4YHasl, aBTOMAaTU3UPOBaHHASI.

28. Co3nanue 1 BefieHHe 0a3 JaHHBIX CIYKEOHBIX TOKYMEHTOB B OPTaHU3AIIHH.

29. KoHTpoJIb HWCMNOJHEHHS NOKYMEHTOB. [loHSTHME W 1edb KOHTPOJA HMCIHOJIHEHHUS JTOKYMEHTOB.
Ha3nauenue M TEXHOJIOTHMA TEKYLIETO M MNPEAYINPEAUTENbHOr0 KOHTpOJis. CpOKM HUCHOJHEHUS
JIOKYMEHTOB.

30. ®opMbl BeleHUSI KOHTPOJIBHBIX ONEpalMii: pyyHas M aBTOMaru3upoBaHHass. KapTtoreku, ux
CO3/I1aHHE U TIPUMEHEHHUE.

31. CHATHE TOKYMEHTOB C KOHTPOJISA. YUET KOJIMYECTBA IOKYMEHTOB.
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32. Opranuzanus paboTbl ¢ BHYTPEHHUMH U HCXOIAIIUMHU JOKyMeHTaMu. [lopsaok mpoxoxaeHus
CO3/1aBa€MbIX JOKYMEHTOB (BHYTPEHHUX, BHEIIHUX): COCTaBJICHUE IMPOEKTa JOKYMEHTa, MpPOBEpPKa
MPaBWIBHOCTH O(OPMIICHUS, COIJIACOBAaHUE TPOEKTa, IOJMUCAHUE JIOKYMEHTa, pEerucTparms,
WHJIEKCAllMs, OTIpaBKa JIOKyMEHTa aJpecary, MOoJIIIMBKa BTOPOTO HK3EMIUISIpa B JIETIO.

M/K.01.02 HnghopmayuonHo-KOMMYHUKAYUOHHBLE MEXHOI02UU 8 OeTONPOU3B00CMEE

Ouenounoe cpenacrso 1.

Bua: CobecenoBanue

Kparkasi xapakrepucTHKa: crenyaibHas Oecena npenojgaBaress ¢ 00y4yaroluMcs Ha TEMBI,
CBSI3aHHBIE C U3y4aeMON TUCIMIUIMHOM, M paCCUUTaHHAs Ha BhIACHEHHE 00beMa 3HaHUI 00yJaromerocs
0 OIpE/IETICHHOMY pa3zieny, TeMme, podieme u T.11. CobecejoBaHUE MPOBOAUTCS 110 BOIIPOCaM B BUJIE
IUTaHA 3aHSATHHA, TO3BOJISIET OLICHUTH MTOJyYCHHbIE 3HAHUS 10 TEME, CAMOCTOSTENIbHYIO paboTy CTY/eHTa,
TFOTOBHOCTb K PELLICHHIO 3a/1au.

Kpurepun onenuBanus:

- BBICTYIIJICHHME, COJEpIKalllee IOJIHbIM NpaBUIbHBIM OTBET, OLICHUBAETCS MaKCHUMAaJIbHBIM
KOJIMYSCTBOM 0aJIjIoB;

- BBICTYILICHHE, COJIeprKalllee HeMOIHbIN MM HEeMPaBUIIbHBIA OTBET, OLIEHUBAETCSI OTMETKON B
COOTBETCTBUU C KPUTEPHUSIMH OLICHUBAHUSI.

OueHo4yHoe cpeacTBo 2.

Bun: IIpaktrueckas pabota

Kpartkasi xapakTepucTHKAa: IpakTHUecKas paboTa IpOBOJUTCA 110 JIEKLUOHHOMY MaTepHaty;
MO3BOJISIET OIICHUTH TOJTYYEHHBIC 3HAHUS 10 TeMe, CAMOCTOSTENIbHYI0 paboTy CTyAeHTa, TOTOBHOCTb
K PELICHUIO [TOCTABJICHHBIX 3a/1a4.

Kpurepun onenuBanus:

- peleHue, MnpeacTapisioniee co00il KOPPEKTHBIM MPOEKT, HE COJEpKalUil rpyObIX OIIMOOK
¥ HETOYHOCTEH MPH UCTIOITHEHUH, OLIEHUBACTCS MAaKCUMAJIbHBIM KOJIMYECTBOM OaJUIOB;

- pelieHue, TpeACTaBisIoniee COOOM  MPOEKT, COAEpXAIIMii HETOYHOCTH, OIIMOKH,
B 3aBHCHUMOCTH OT MX KOJMYECTBA OLICHUBAECTCA OTMETKOW B COOTBETCTBUH C KPUTEPUSMHU OLICHUBAHMSL.

OuenouHoe cpeacrso 3.

Bua: IIpesenTtanus pe3ynbTaToOB CaMOCTOSTETbHON pabOThI

Kparkasi xapakrepucTHKa: MpPE3E€HTAMS MO3BOJIET CTYIEHTY THIATelIbHEE O3HAKOMUTHCS
C OIpeJIeNICHHONM TeMOM AMCUUIUIMHBI, MOJPOOHEE M3YYUTh JETald BOIPOCa, a TAKKe O3HAKOMUTh
OJIHOTPYIIITHUKOB B (pOopMarTe Mpe3eHTaluu ¢ pe3yibTaTaMu cBoel padothl. Ilpu moaroroske noxmnana
IIPEIII0JIaracTCs NCIOJIb30BaHNE MYJIbTUMEIUUHBIX CPEJICTB.

Kpurepun ouennBanus:

- IPe3eHTAIMs, MPEJCTaBIAIoMas COOON TOJMHBIM M TIIATENBbHBIA 0030p BBIOPAHHOW TEMBbI
C HCMOJb30BAaHUEM HECKOJBKHUX JIMTEPATYPHBIX HCTOYHUKOB OILICHUBAETCA MaKCHMaJIbHBIM
KOJINYECTBOM 0aJlioB;

- Ipe3eHTalMs, peICcTaBistonas co0oil KpaTkuil 0030p BEIOpaHHON TEMBI C HCIIOIb30BaHUEM
OJIHOTO JIMTEPAaTypHOIO HCTOYHUKA OLIEHUBAETCS OTMETKON B COOTBETCTBUM C KPUTEPUAMU
OLICHUBAHMS.

Oueno4vHoe cpeacTso 4.

Bua: Bonpocsl k 3x3ameHy

Kparkasi XxapakTepucTHKa: I@IpU [POBEACHUM TEKYIIET0 KOHTPOJS  YCIIEBAEMOCTH
U TIPOMEXKYTOYHOW aTTeCTAallMU MPUMEHSETCS CIeaylollasl CUCTEMa OIEHOK: «OTIMYHOY», «XOPOLIO»,
«yJIOBJIETBOPUTEIBHOY, «HEYIOBIECTBOPUTEIbHOY». DK3aMEH MPOXOJUT B YCTHOH (opme, 1Mo OuimeTam.
B Gunere — 2 Bompoca.

Kpurepun onenuBanus:

OrneHka «OTJIMYHOY - BBICTABIACTCS B CIEIYIOIUX CIy4yasX: CTyJEHT JAOJKEH BBINOJHUThH BCE
NpakTU4YecKue 3aHATUS (22), caMOCTOSTENbHYIO paboTy M OTBETHTH Ha J[Ba TEOPETHUECKUX BOIpOCa
OuiieTa M BBINOJHUTH TPETUH BONPOC - MpakTHyecKkoe 3ajnaHue. OTBET Ha TEOPETHUECKUE BOIPOCHI
JOJDKEH OBITh TOJAPOOHBIM, B IOJHOW MEpe pacKpblBaTb TeMy M HE COJAEpKaThb TIPYOBIX MU
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CyllecTBEHHbIX  omMOoK. Kaxaplii Bompoc  JOMKEH  CONPOBOXAATHCS  HMPUMEpPAMU M
npodeCCHOHATIBHOM eATeNbHOCTH. Takke CTYACHT J0JDKeH JJaBaTh MOJIHbBIC, HCUEPIIBIBAIOIINE OTBETHI
Ha YTOUHSAIOUIME BOIPOCHl MpenojaBareis B pamkax oOuiera. IIpu sTom, oOywaromuiicss pacKpblil
coJiepKaHue Marepuana B o0beMe, MPeTyCMOTPEHHOM HPOTrPaMMOM, M3JI0KUI MaTepuall TPaMOTHBIM
npoeCCHOHATIBHBIM A3BIKOM B OIPEJECIIEHHON JIOTUYECKOM MOCIEeI0BATENbHOCTH, TOYHO HCIIOJIb3Ys
TepMuHOJorHIo faHHoro MJIK; oTBedan caMoCTOATENbHO 0€3 HAaBOSAIIMX W YTOYHSIOIIUX BOIPOCOB
npenozgasareis. [Ipy BBIIOJHEHUN TPETHETO BONPOCA — MPAKTUYECKOrO 3aJaHUsl CTYIEHT IOJHOCTBIO
BBITTOJIHWII 33/1aHUE, YIOKUBIIUCH B OTBEIEHHOE BPeMsi, B COOTBETCTBHH C TPEOOBAHUSIMH HOPMATHUBHO-
TEXHUYECKOH TOKyMEHTaluu, IPO(eCCUOHAIBHOIO CTaHapTa.

OLieHKa «XOPOIIO0Y - BBICTABJISETCS B CICAYIOIIUX CIy4Yasx: CTYIAEHT JOJDKEH BHIMOIHUTE 90%
npakTU4yeckux 3aHATui (20), caMocTosTeNnbHY0 paboTy M OTBETHTh Ha JBAa TEOPETUUYECKHX BOINpOCa
Owiieta U BBINOJIHUTH TPETUH BONPOC - MpaKTUUYecKoe 3agaHue. OTBET Ha TEOPETHUUECKHUE BOIPOCHI
JIOJDKEH pacKpbIBaTh TEMY U HE COZIep)KaTh rpyObIX ommbok. OTBET CTyeHTa JOJKEH MOKa3bIBaTh, YTO
OH 3HAET U [IOHUMAET CMBICII U CYTh OIIMCBIBAEMOM TEMBI U €€ B3aUMOCBS3b C Apyrumu pasaenamu MJIK
u ¢ apyrumu aucuuiuiiHamu, MJIK ocBanBaemoili o0Opa3oBaTenbHON MporpaMmsl IO Hpodeccuu.
MoskeT mpHUBECTH MPUMEP O ONUChIBaeMoid TeMe. OTBET 00YJaroIIeTrocs yIOBIETBOPSIET, B OCHOBHOM,
TpeOOBaHUAM HA OTMETKY «OTJIIMYHO», HO IPH 3TOM MMEET MECTO OJMH U3 HEeOCTATKOB: JIOMYIEHbI
OJIHA - IBE€ HETOYHOCTH IIPY OCBELLICHUU OCHOBHOT'O COZEPKaHUsI OTBETA, UCIIPABICHHBIE 110 3AMEYaHUIO
IpernoJiaBaTess; JOMyLIIeHbl OINOKa M 0ojiee IByX HETOYHOCTEN MPH OCBEUIEHUH BTOPOCTENEHHbIX
BOIIPOCOB. lIpv BBINOJIHEHMM TPETBErO BONPOCA — IMPAKTUYECKOTO 3aJaHUS CTYACHT ITOJIHOCTHIO
BBIMOJIHWII 33JJaHWe, HO HE YJIOXKHICS B OTBEIEHHOE BpEMs, B COOTBETCTBUU C TPEOOBAHUAMHU
HOPMAaTHUBHO-TEXHUUYECKOH JTOKYMEHTALUU, TIPO(ECCHOHAIBLHOTO CTaHAApTA.

OneHka «yJOBJIETBOPUTEIBHO» - BBICTABISETCS B CIEAYIOLUIMX CIydasX: CTYACHT IOJDKEH
BBIMOJIHUTE 80% mnpakTrueckux 3aHatuil (18), camocrodTenbHyr0 paboTy, TpeTHil Bompoc Ouier -
IIPAKTHUYECKOE 3aaHHE U MTOATOTOBUTH OTBET Ha 1 Bompoc u3 Ousera, B 00IIeM pacKpbIBAIOLINI TeMy U
HE coepkalmid rpyObix omuoOok. OTBET CTyJeHTa JOJDKEH MOKa3blBaTh, YTO OH 3HACT U MOHMMAET
CMBICII U CyTh ONMCBIBAEMOM TEMBI M €€ B3aUMOCBA3b C Apyrumu pasaenamu MJIK u ¢ apyrumm
mucuuruinHamu, MJIK ocBanBaemoill 0o0pa3oBaTenbHONW MpOrpaMMbl MO Hpodeccuu, HO MPH TOM
HEMOJIHO WJIM HENOCIIEI0BaTENbHO PACKPBITO COAEpkKaHUE MaTepuaia, UMEIOTCsS OUIMOKH IpU OTBETax
Ha BOIPOCHI, HO MOKa3aHO oOIllee MOHMMaHHWE BOINPOCa M MPOAEMOHCTPUPOBAHBI YMEHUS, HABBIKH,
JIOCTATOYHBIE ISl lajdbHEHMILIEro yCBOGHUS MaTepuana, onpeeleHHoro yueoHon mporpammoit MJIK.
IIpu BBINIOTHEHUU TPETHETO BOIIPOCA — PAKTUYECKOT0 3aJaHUs CTYEHT YaCTUYHO BBIIIOJIHWII 3a/IaHUE,
HE YJOXWICS B OTBEJEHHOE BpEMs, B COOTBETCTBUH C TPEOOBAHUSMU HOPMATHUBHO-TEXHUYECKOU
JOKYMEHTaIUH, MPpo(eCCHOHATBHOTO CTaHAapTa.

OneHKa «HEyIOBIETBOPUTENIBHO» - BBICTABISETCA B CIy4asX, €CIM INMPAKTUYECKHE 3aHATHUS
BBINOJIHEHBI MeHee, ueM 80% (17 u MeHee), He BBIIOJIHEHA B ITOJTHOM 00beMe CaMOCTOsATeNbHAs padoTa,
HE PAacKpHITO OCHOBHOE COJEpXaHHe y4yeOHOro marepuaina; OOHApy>KEHO HEe3HaHUEe WM HEMOJIHOe
NOHUMaHHe 00yJaroummMces Oonblel win Hanboiee BaKHON YyacTh y4eOHOro Marepuaia; JOMYIIeHb
rpyOble OIMOKY MPU OTBETAX Ha BOIPOCHI, TOMOJHUTENIbHbIE YTOUHSIOIINE U HABOJASIINE BOIIPOCHI
IpernoJiaBaTess OCTaBIEHBI 0€3 0TBETa, MPAKTHUECKOE 3aaHNe TPETHETO BONPOCA HE BBIMOIHEHO.

Bonpocsl Kk 3k3ameny

1. UndopMallnOHHO-KOMMYHUKAIIIOHHBIE ~ TEXHOJIOTMM B MPO(ECCHOHANBHOM  JesTebHOCTH
JEJI0ONPOU3BOUTENS

2. CripaBOYHO-TIPAaBOBBIE CUCTEMBI, IPUMEHSAEMbIE B IPOPECCUOHANBHOMN JEATEIbHOCTH.

3. CucteMsl AIEKTPOHHOIO JOKYMEHTO000pOTA.

4. baspl JaHHBIX B CTYKOE ACIONPOU3BOICTBRA.

5. CIIC «I"apaHT»: opranu3anus NoMcka HOPMaTUBHBIX JOKYMEHTOB.

6. CIIC «Koncynprant [IJIKOC»: opranu3zaius momcka HOpMaTUBHBIX TOKYMEHTOB.

7. CucteMbl 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa: 3alyCK MpOrpamMMbl, HAacCTpoiika uHTepdeiica, BBOA
nH(popmanuu 00 OpraHu3aIii U PEerUCTPAIys MOJIb30BaTECH, HACTPOWKA HOPMATHBHO-CITPABOYHON
uHpOpMaLIUH.
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8. CucTteMbl 3JEKTPOHHOIO JIOKyMEHTOoOOpoTa: paloTra ¢ mabloHaMHM JIOKYMEHTOB (MMIIOPT
JOKYMEHTOB, pa3paboTka MIa0JIOHOB OpPraHU3alMOHHBIX JOKYMEHTOB: yCTaB OpPraHM3alldH, IITaTHOE
pacrucaHue, MoJI0KEeHUE, JOKHOCTHAST HHCTPYKIIHS).

9. CucreMbl 3JEKTPOHHOTO JOKYMEHTOOOOpOTa: pabora ¢ IIa0ioHAMU JOKYMEHTOB (pa3paboTka
1a0JIOHOB  pacloOpsAIUTEIbHBIX JIOKYMEHTOB (IIOCTAHOBJEHHMS, YyKa3aHMs, [pHKa3a, pELICHus,
pacnopsLKEHUs).

10. Cucrembl 3JIEKTPOHHOIO JOKYMEHTO0OOpoTa: paboTa ¢ malbloHamMHM JIOKYMEHTOB (pa3zpaboTka
11a0J10HOB MH(POPMAITMOHHO-CIIPABOYHON TOKyMEHTAIMU (TICEM, CITYKeOHOM JTOKIaHOH, CITyKeOHOH
U 00BACHUTEIBHOM 3aMCOK, aKTa, IPOTOKOJIA).

11. Cucrembl 3JEKTPOHHOTO IOKYMEHTOOOOpOTa: paboTa ¢ MCXOAALIMMH JOKYMEHTaMH, pabora c
BXOJISIILUMH JOKYMEHTaMH; TIOUCK TOKYMEHTOB.

12. CucremMbl  BJIEKTPOHHOTO  JOKYMEHTOOOOpOTa: 3aha4yu  (perucTpanus, MapuipyTU3anus,
paccMOTpeHHe, 03HaKOMIIEHHE, IOPYUYEeHUE, UCIIOJTHEHNE, YTBEPKJICHHE, COITIACOBAHUE).

13. Cuctemsl ynpasieHusi 0azaMu JaHHbIX: nepBudyHoe 3HaKkoMcTBO ¢ CYBJ] MS Access; coznanue
pensiiinonHoi Mosienu b/I, mpoektuporanune mojenu b/I.

14. Cucremsl ynipaBieHus 6a3aMu JaHHBIX: co3aanue Tadmunbl b1, pasmerka tadbmunst b/, 3anonnenue
tabmune! b1

15. Cucremsl ympaBiieHus: 06a3aMu JaHHBIX: WHIEKCHPOBAHHE TAOJMI], MOWCK JAaHHBIX 1O TaliwmIe,
YCTAHOBJICHHE B3aUMOCBSI3M MEX1y TaOJIUIIaMU.

16. Cuctemsl ynpaBieHust 0a3aMu JaHHBIX: padoTa C 3alpOCaMH.

17. Cucremsl ynpasieHus 6a3aMM JaHHBIX: CO3/IaHHUE U IeYaTh OTYETOB; OPraHU3aLMs [1€4aTH TaHHbIX
MS Access.

18. Cucremsl ympaBieHus 6a3amu JaHHbIX: u3ydeHne MS Excel mist coznanus 0a3bl JTaHHBIX
JIOKYMEHTOB OpraHu3aliy; HacTpoika pabodero okHa /yid co3nanus b1

19. Cuctemsl ynpaBineHus 6a3zamu gaHHbIX: cozgaHue bJl nokymentoB MS Excel. Pabora ¢ B/
nokymeHToB MS Excel.

20. Cuctembl ympaBieHus O0a3amu JaHHbIX: H3ydeHue pabotel [IK ¢ momoinpio ynaneHHoro
MOMOII[HUKA.

21. Cuctemsl ynpaBiieHus: 6a3aMu JaHHBIX: HHTETpUpoBaHHas pabora B MS Office.

VI1.01 Vuebnasa npakmuxa (O3naxomumenvras no npogeccuoHarbHOMy MOOYII0: OOKYMEHMUPOBAHUE
VAPABIeHYecKoU 0esimebHOCIU U OP2AHU3AYUsL pabomvl ¢ OOKYMeHmMAamu)

Ouenounoe cpeacrso 1.

Bua: KommuiekcHas npaktudeckas padora (KIIP)

Kparkaa xapakrepucruka: KIIP HanpaBieHa Ha omnpeneneHue YpOBHS OCBOCHHS BBITYCKHHKOM
MmartepHaia, IpeaycMOTpeHHOro oopazoBaTenbHoi nmporpammoit mo MJIK 01.01/MK.01.02, u crenenu
chopMuUpOBaHHOCTH TNPOGECCHOHATBHBIX YMEHWW M HABBIKOB, OCBOCHHUS MPOGeCcCHOHATBHBIX
KOMIIETEHIIMI MyTeM MpPOBEAECHUS HKCHEPTHON OLIEHKU BBINOJHEHHOTO O0yYaroIMUMCs KOMILIEKCHON
MPAKTUYECKON paboThl B YCIOBUSX peajbHBIX WM CMOJEIMPOBAHHBIX IPOU3BOJCTBEHHBIX IPOIIECCOB
3a YCTaHOBJIEHHOE BpEMSI.

Kpurepun onenuBanus: [lepeuens kputepuen oneHnBanus BoinonHenus KIIP ¢ ykazanuem 6amioBs:
1. HMcnonb30BaHNE COBPEMEHHBIX CpPEACTB IOWCKA, aHAIM3a W HMHTEpIpeTalud HH(pOpMalMU, U
WH()OPMAITMOHHBIX TEXHOJOTHUN VISl BBITIOITHEHUS 3a/1a4 Tpo(ecCHOoHabHOM AesTenpHOCTH - 2,00;

2. OcymiecTBiIeHUE TpUeMa, NEPBUYHON 00paOOTKU M PETUCTPALMK MOCTYTAIOLIEH KOPPECTIOHICHIINH,
B TOM YHCJIE C UCIIOJIB30BAHNEM aBTOMATU3UPOBAHHBIX cUcTeEM - 8,00;

3. OcymiectBieHne 00paboOTKH, PErUCTPALMH U OTIIPABKH UCXOAIIECH JOKYMEHTALIMH aJpecaTtam, B TOM
YHCJIE C UCTIOIb30BAaHUEM aBTOMAaTU3UPOBAaHHBIX cucTeM 3,00

4. OcymiecTBIeHHE COCTaBICHHUS M O(QOPMIICHHUSI CIY)KEOHBIX JOKYMEHTOB Ha OCHOBE TpeOOBaHUI
COBPEMEHHBIX HOPMATUBHBIX MPaBOBBIX akTOB - 13,00.

HUTOI'O - 26,00

Cxema olleHMBaHMsI: OLICHUBAHHUE MPOBOJIUTCS PAH)KUPOBAHO OT MaKCUMAJIbHOIO 3HaU€HUsl 0aioB 10
0:
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max KOJIMYECTBO OaJUIOB - IelicTBHE (ONEepalirs) BHITOJIHEHO B MOJIHON Mepe COTJIaCHO YCTaHOBJIEHHBIM
TpeOOBaHUAM;

0 GamsoB - AeiicTBHe (omepalysi) He BBIMOJIHEHO, PE3YJIbTaT OTCYTCTBYET.

OrneHka «OTJIMYHO» BBICTABIISIETCS, €CIM CTYAeHT HaOpan 22-26,00 6amos;

Onenka «xoporioy» - 16-22,00 6ana;

«Y nosierBoputenabHoy» - 10-15,00 6amios;

«HEYJIOBJIETBOPUTEIBbHO» - MeHee 14,00 6aios.

Conep:xanue KIIP:

OOpaboTaTe M 3aperuCTpUPOBATH MPEJCTABICHHbIE HA OyMa)XHOM HOCHUTEJE JIOKYMEHTHI,
NOCTYIUBIINE U3 CTPYKTYPHOT'O MOAPA3EJICHNs WM IPYrOd OpraHu3aluy U OTIIPaBJICHHbIE CETOIHS.
B cooTtBercTBUHM ¢ pe3oiiouuel pyKOBOIUTENS COCTaBUTh M O(OPMUTH MPOEKT OPraHU3alUuOHHO-
pacnopsIUTeNbHOTrO JOKyMeHTa (1 JOKYMEHT B COOTBETCTBHH C PE30JIIOLIUEH).

[TpoekT opraHu3alMOHHO-PACTIOPSAUTEILHOTO JOKYMEHTAa COXPAaHUTh B IalKe Ha paboueM
ctoje. CUCTEeMAaTU3UpOBaTh IOKYMEHTHI B OyMa>KHOM U 3JIEKTPOHHOM BH/JIE.

Aunroput™m BbinosaHenus: KIIP:

1. 3yuuTs npencraBieHHbIE HA OyMaXHOM HOCHUTEJIE JOKYMEHTbI U CUCTEMAaTU3UPOBATh UX IO
JIOKYMEHTOTIOTOKaM.

2. IlpoBecTu mnpeaBapUTEIbHOE PACCMOTPEHUE M COPTUPOBKY BXOJALIMX JOKYMEHTOB Ha
PETUCTPUPYEMBIE  HEPETUCTPUPYEMBIE.

3. ObpaboTtaTh BXOMSIIHNE JMOKYMEHTHL. B COOTBETCTBUM C TEXHOJOTHYECKHM IPOIECCOM
00paboTKH BXOISAIINX JOKYMEHTOB, CAMOCTOSITEIbHO MPOCTABUTH BCE HEOOXOIMMBIE PEKBU3HTHI.

4. 3aperucTpupoBaTh BXOSIINE TOKYMEHTHI B MPEIIOKESHHOW AJIEKTPOHHON (Gopme KypHaia
perucTpanuu, BbIOpaB COOTBETCTBYIOIIYIO BKJIAJIKY.

5. OOpaboTtaTh HMCXOIAIIME JTOKYMEHTHl. B COOTBETCTBHM C TEXHOJOIMUYECKHM IPOLECCOM
00paboTKN UCXOASIINX TOKYMEHTOB, CAMOCTOATEIBHO MPOCTABUTh BCE HEOOXOAUMbIE PEKBU3UTHI.

6. 3aperucTpupoBaTh UCXOASIINE TOKYMEHTHI B IPEAJIOKEHHOM 3JIEKTPOHHON opme KypHasa
perucTparuu, BbIOpaB COOTBETCTBYIOIIYIO BKIIAJKY.

7. B cooTBeTcTBUU ¢ 0OPMIIEHHOI B IIporiecce 00pabOTKU Pe30ItoLiel, Ha OCHOBE TpeOOBaHU M
I'OCT P 7.0.97-2016, coctaButh U OQOPMUTH MPOEKT HEOOXOAWMOTO OpraHU3alMOHHO-
pacropsauTeNbHOro ToKyMeHTa (1 TOKyMEHT B COOTBETCTBUH C PE30JIIOLIMEl, KOTOPYIO HEOOXOIUMO
0OPMHTH CAMOCTOSITEIILHO B TIpoliecce 00pabOTKH MO COJEPKaHII0 00padaThIBAEMOTro TOKYMEHTA).

8. IIpoeKT opraHu3alMOHHO-PACTIOPAAUTEIBHOTO JOKYMEHTAa COXPAaHUTh B IManke Ha pabouem
croiie (co3aaThk Ha padbouem croe nanky "Homep sx3amenyemoro Mosayins 1").

9. CucreMaTH3MpOBaTh JOKYMEHTHl Ha OyMakHOM Hocutene (00paboTaHHbIE JOKYMEHTHI) B
(alin-BKIIabIlI, B 3JIEKTPOHHOM BHE (KypHanbl peructpauuu, npoekt OPJ]) B manky Ha paGouem
croie ("Homep sx3amenyemoro Moayns 1"). 35

10. CoxpanuTh BbIONHEHHOE 3aaaHue Ha USB-¢rnem-nHakonuTens U nepeaarb Ha MPOBEPKY
IKCIEPTAM.

Heobxoaumble mpumoxKeHus:

[Tpunoxxenne Al. KapTouka opranusanuu B 3JIEKTPOHHOM BH/JIE.

ITpunoxenne A2. CTpyKTypa OpraHu3aiiu B JIEKTPOHHOM BH/IE.

ITpunoxxenne A3. Homenkiarypa aen Ha 2025 1. B 2JIEKTPOHHOM BHJIE.

[Tpunoxenne A4. )KypHansl perucTpanuy B 3JEKTPOHHOM BHUJIE.

[Tpunoxenne AS. KoMIUIeKT JOKYMEHTOB Ha OyMa)kKHOM HOCUTeNe JIIsl 00pabOTKH U PErHCTpalliy.

II1.01 7Ipoussoocmeennan npaxkmuxa (Texnonoeuueckas no npogeccUuoOHArIbHOMY MOOYIIO!
O0OKYMEeHmMUpoB8aHue ynpasieHuecKol 0eameibHoCmuy U op2aHu3ayus pabomel ¢ 0OKyMeHmami)
OuenouHoe cpeacrso 1.

Buna: lneBHuk npoxoxkaeHus npaktuku (Ilpuioxkenue 1)

Kparkas xapakrtepuctuka: J[HeBHUK odopMIsIeTcS Ha PYCCKOM SI3BIKE COTJIACHO oO0pasity,
MPEJCTABICHHOMY B MPHJIOKEHUH 1. YTBEpKIaeTCsl pyKOBOJIUTEIEM TPOU3BOJACTBEHHON MpakTHKU. B
JAHCBHHUKC MPAKTUKAHT BCIACT 3allUCU O BHAAX pa60Tax B Mepruoa NpOXOXKACHUA NPAKTUKHU COrIaCHO
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nporpamme npousBoictBeHHON npakTuku [1I1.01. 3anucu yaocToBepstoTCss pyKOBOAUTEIEM MPAKTUKH.
3anucu O BBIMOJIHEHHBIX paboOTaX, JMOJDKHBI COOTHOCHUTHCS C BUAAMH Pa0OT, YKa3aHHBIX MPOTPaMMe
[TI1.01. City>kHT CpeicTBOM TEKYLIET0 TOKYMEHTHUPOBAHUS XO/a BHIIOJHEHUS 331aHUS HA TIPAKTUKY.

OueHo4yHoe cpeacTBo 2.

Buja: XapakrepucTuka pyKoBOAUTE/ISI NPAKTHKH OT NPOPUILHON OPraHu3anu — MecTa
npoxo:xaenuss npakTuku (Ipuiioxenne 2)

KpaTtkas xapakTepucTuka: XapakTepucTuka oQopMIISIeTCS Ha PYCCKOM SI3BIKE COTJIACHO O0pasily,
MPEJICTABICHHOMY B MPUJIOKEHUN 2. XapaKTepUCTUKA COJACPXKUT JIaHHBIE O MPAKTUKAHTE, KPaTKo
OMMUCBIBACT OCBOCHHLIC KOMIICTCHIHWHK 3a MNCPUOJ IPOXOKACHUA HPAKTUKH. YTBep)KI[aeTCSI
PYKOBOIMTENEM MPAKTUKH OT NPOPUIbHON OpraHu3aIiH.

OuenouyHoe cpeacrso 3.

Bua: OT3bIB pyKoBOAUTE/IS NPAKTHKH OT 00pa3oBareibHOM opranusanuu (Ilpunoxenne 3)
Kparkas xapakrepucruka: OT3bIB odopmisieTcss Ha pycCKOM sI3bIKE COIVIAaCHO 00pasiy,
IPEJICTaBICHHOMY B IpUiIoKeHUU 3. OT3bIB COJEPKUT JIaHHBIE O MPAKTUKAHTE, KPATKO ONMUCHIBAET
OCBOCHHbIE KOMIIETEHIMH 3a MEepUOJ MPOXOXKACHUS NPAKTUKU. YTBEPXKAAeTCsl PYKOBOJIUTENIEM
IIPAKTUKU OT 00pa30BaTENIbHON OpraHu3alllu.

OuenouHoe cpeactso 4.

Bua: Otyer o npoxoxaeHuu npaktuku (IIpunoxenue 4)

Kparkas xapakrepucruka: Otuer odopmisercss Ha pPYCCKOM S3BIKE€ COTJIACHO —0O0pasiy,
yrBepxkaeHHOMY B YHuBepcutere/MMKomiemke. B oTdere yka3blBaloTCs KpaTKOE ONHCAaHUE MecCTa
NpPaKTUKH, OOLIME CBEACHHs O MpoJeNaHHON paboTe B paMKax MPAaKTUKU, OCHOBHBIE PE3YJIbTAThl
MPAKTUKH, aHAJIU3 PE3yJIbTAaTOB IMPAKTHKHU, CIMCOK UCTOYHUKOB U JUTeparyphl. Ecinu npaktuka Obuia
IpYyNIOBOH, HEOOXOIMMO yKa3aTh O BHIMOJIHEHUH KaK MHIUBHYyaIbHOI'O, TAK M TPYIIIOBOTO 3a/1aHUs.
Otuer yTBepkKAaeTcsl PyKOBOAUTEIEM MPAKTHUKH.

TpeGoBanus K 0TYETY 0 NPOXOKIACHUH NPAKTHKH

1. Otuer O MNPOXOXKIEHUU MPAKTUKU MOANUCHIBAETCS PYKOBOJIUTEIEM IMPAKTUKH OT MecTa ee
IIPOXOKACHUS U 3aBEPSAETCS COOTBETCTBYIOLIEH MEYAThIO.

2. OTueT 0 MPOXOXKICHUM MPAKTHKU COCTABIISETCS WHIMBUIYATbHO KaXIbIM CTYIEHTOM M JOJIKEH
OTpakaTb NPOJETAHHYI0 UM pPabOTy, MOJy4yeHHbIE 3HAHUS, NPUOOpPETEHHBbIE HABBIKM M yMEHWUS,
OCBOEHHBIE TNpPOQECcCCHOHANbHbIE KOMIETEHIIMU. B KauecTBe NMPUIOKEHWH K HEMY JIOJDKHBI OBITH
NpEeCTaBICHbl KOMMM, 00pa3lbl JOKYMEHTOB, KOTOPHIE COCTABJIA] JMOO B COCTaBJIEHUH KOTOPBIX
MPUHUMAJ Y4acTHEe CTYJEHT BO BpEMs MPOXOXKICHUS TPAKTHKHU.

3. O6beM oTyeTa 3aBUCHT OT 00BbEMa BBIMIOJIHEHHOW BO BpEMsl NMPOXOXKICHUS NMPAKTHKH PaOOTHI.
OntuManbHBIM 10 00beMy cuuTaercs otdeT Ha 10-15 cTpaHuiax MammHOMUCHOTO TekcTa (0e3
IIPUJIOKEHNUI ).

4. OTYeT COCTOUT U3 CIEIYIOIINX Pa3/IeioB: BBEACHUS, OCHOBHOM YaCTH U 3aKJIIOUEHUS.

BBenenne NOMKHO pacKpbIBaTh LEIW U 337a4d NPAKTHKU MPUMEHUTENIBHO K MECTY IPOXOXKACHHUS
MPAKTHKU.

B OCHOBHOM 4YacTH [OJDKHBI PAacKpbIBaThCS OPraHMU3AllMOHHO-IIPAaBOBBIE OCHOBBI ~ CTaTyca
OpraHU3aLUN/IPEIpUITUsI U ee TPOodUIbHON AeSITeTbHOCTU. B 3TON CBA3M maeTcss XapaKTepUCTHUKA
HOPMaTUBHO-IIPaBOBBIX aKTOB, pErIaMeHTUPYIOIINX cTaTyc u HOpSIOK  paboThI
OpraHU3alUH/TIPEIPUITUS; pacCCMaTPUBAIOTCS CTPYKTYpa, QYHKUIMU U OOIIMe HampaBiIeHUs padoThl,
a TaKk)Ke aHAIU3UPYIOTCS OCHOBHBIE MTPOOJIEMBI B JI€ATEIIEHOCTH.

B OCHOBHOWM YacTM ONUCHIBAIOTCS BUIBI Pa0OT, BBHIMNOJHSBIIUECS MPAKTUKAHTOM, IOJIY4YEHHBIE
pe3yibTaThl, MPHOOPETCHHbIE 3HAHMSA, HABBIKK UM yMEHHUS, OCBOCHHBIE NPOQecCHOHATbHbIC
KOMIICTCHIIUH.

B 3akirouenun popmMynupyroTcst 001Me BBIBOIBI O IEATEIILHOCTH OPTaHU3aluU/TPEANPHUATHS, a TAKKE
JAIOTCSL NPAKTUYECKHE PEKOMEHJAIUU II0 COBEPLUICHCTBOBAHMIO IPABOBBIX, OPraHU3ALMOHHBIX,
PKOHOMUYECKHUX, COLIMATIBHBIX aCIIEKTOB JESATEIbHOCTH.



44

5. Odopmienue oTueTa: TEKCT OTYETa CIIEAyeT IedaraTh, cOOJo/Iasi CIEAYyIOIIUe pa3Mephl MOJICH:
npaBoe — 10 MM, BepxHee — 20 MM, JieBoe U HIkHee — 20 mm. Tekct oTuera nevaraercs yepes 1,5
WHTEpBaja, BRIpaBHUBaHUE TEKCTA M0 IMUPHHE, a03a1HbIl oTcTyn 1,25 cM, ab3arHbiii uHTepBa — 0 1IT.
HIpudt — OObrunbni, Times New Roman, pasmep mpudrta — 14. Crpanunsl paboThl ciemyer
HyMmepoBaTh apabckumu uudpamu. Ha tutynbHOM nucre mudpa 1 He craBUTCA, Ha CleayHOIIeH
CTpaHHIe mpocTaBisgercs udpa 2. Homep cTpaHuIbpl mevaraercs B MPAaBOM BEPXHEM YLy MOJIS
CTpaHHIIBI 0€3 KaKUX-THO0O0 JOMOTHUTEIBHBIX 3HAKOB (TOYKH, THPE).

OueHo4yHoOe cpeacTBo 5.
Bua: 3amura oT4eTHOM JOKYMEHTAIIMH, TOATOTOBJIEHHON 00yYaloIMMCS B IIEPUOJ] TPOU3BOACTBEHHOM
npaktuku [1I1.01.
Kparkas xapakrepucruka: 3amura OTYETHOM JOKYMEHTAIMHM HallpaBJIeHA Ha ONPEIEIIEHUE YPOBHS
OCBOEHHS BBITYCKHUKOM MaTepHalia, MpeaycCMOTpeHHOro oOpa3oBaTenbHOM mporpamMmoil mo MK
01.01/MK.01.02, yuebnoit nmpaktuku YIL.Ol u cremenun chopMuUpOBaHHOCTH MPO(ECCHOHATBHBIX
YMEHH M HaBBIKOB, OCBOCHHS MPO(EeCCHOHANBHBIX KOMIIETEHIMI MyTeM MPOBEACHUS IKCIEPTHOM
OLICHKH [TOATOTOBJICHHON 00y4YaoUIMMCs OTYETHOM JTOKYMEHTAIUH, €€ 3allUThl U OTBETOB Ha BOIIPOCHI.
Kpurepun oueHuBanmsi:

e (CopxepxaTreabHOCTh U KAYECTBO MPEICTABIEHHON 0TUeTHOM AoKyMeHTauuu no [111.01;
[TonHOTa OTBETOB HA BOIPOCHI PYKOBOAUTEISI IPOU3BOICTBEHHOM NMPAKTHKY;
OTcyTCTBUE 3aMEYaHUI CO CTOPOHBI PYKOBOAMTEINIEH MPAKTUKY;
OTtcyTcTBUE/HANMYKE TPOMYCKOB MIPOU3BOICTBEHHOM MPAKTUKU 0€3 YBAXKUTEIBHON MPUUYHHBL;
OcBoenue BuJIa AedaTeabHOCTH MTpodeccuonansHoro moayis [IM.O1.
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[Tpunoxenue 1
Obpasey ogopmnenuss u cmpykmypol
OHeBHUKA NPOXONCOCHUSL NPAKMUKU

MUHHCTEPCTBO HAVKU U BBICILLIET'O OBPA3OBAHIS
POCCUNCKOU ®EJEPALINU
denepanbHOE TOCYAAPCTBEHHOE aBTOHOMHOE 00pa30BaTeIbHOE YUPEIKICHUE
BBICIICTO O6pa30BaHI/I$I
TIOMEHCKUI T'OCYJAPCTBEHHBII YHUBEPCUTET
KOJ‘IJ‘ICI[)K HCKYCCTBECHHOI'O MHTCIJICKTA, KPECATUBHOI'O MBIINIJICHUSA U MaCTEPCTBA

JHEBHUK
npoxoxaenusi npoussoacreennoi npakruku II1.01 Ilpouszeoocmeennaa npakmuxa
(Texnonozuueckas no npogheccuonanbHOMy M0OYII0: OOKYMEHMUPOBAHUE YRPACIEHYECKOIL
0eamenbHOCHmU U OP2AHU3AUUA PAOOMbL ¢ 0OKYMEHMAMU)

1. ®.1.0. oOyuaromerocs

2. Ilpodeccus , Kypc __, rpynna

3. Mecto npoxoxaenus npousBojactBeHHoi npaktuku I1I1.01 IIpouzsoocmeennas npakmuxa
(Texnonoeuveckas no nPoGeccuoHarbHOMy MOOYII0: OOKYMEHMUPOBanue ynpasieH4ecKou
OessmenbHOCU U OP2anHU3ayUs pabomol ¢ OOKYMeHMaMU):

(HauMeHOBaHUe, aJpec, KOHTaKTHbIE Tese(OHBI)

4. PykoBoauTenb MPaKTUKH OT 00pa30BaTeIbHON OpraHU3aIiu:

(®.1.0., KOHTaKTHBIH TeraeoH)
5. PykoBoauTenb mpakTUKH OT MPO(OHUILHON OpraHU3aIllKi — MECTa MPOX0XKICHHSI TIPOU3BOICTBEHHOM
npaktuku [1I1.01 IIpouzeoocmeennas npaxmuxa (Texnonoeuveckas no npogheccuoHarbHoOMy MOOYIIO:
O0OKYMeHmUpoB8aHue ynpasieHuecKol 0esameibHoCmuy U op2aHu3ayus pabomel ¢ 00OKYMEeHmMamu):

(®.N.0., koHTaKTHBIH TenedoH)
6. Cpoku npoxosxJieHus: Npou3BoAcTBeHHON npakTuky [111.01:

c«_ » 20 r.mo« _ » 20 1.
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Cooeporcanue OnesHUKA

1. KanenmapHblii 1j1aH NPOXOXKICHUS TPon3BoAcTBeHHON npakTuku [111.01:

Bun nestenbHOCTH, BBINOIHAEMbIE paOOTHI
pa3ies1 IporpaMMbl IPAKTUKU

CpoxH BBITIOTHEHUS

2. ConepxaHue MPaKTUKU:

CopeprkaHue BBITOTHEHHOM

OTMeTKa O BBITIOJIHEHUH
PYKOBOIMTENS OT MPOPUIBHOM

JlaTa paboThl B TeUeHHUE pabovero
s OpTraHu3aIK — MECTa
POX0XKJICHHUS IPAKTUKU
PykoBoauTens npakTUKu
OT IPOPUILHON OpPTaHU3AIH —
MecTa POXOKICHUS IPAKTUKU: / /
(moamuck) (pactmpoBKa MOIIUCH)

Ileuatn

ara
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[Tpunoxenue 2

Obpasey ogopmnenuss u cmpykmypol

Xapaxkmepucmuku pyKogsooumesi NPAKMuKyu om npo@uibHoU OpeaHu3ayuu
- Mecma npoxoXHcOeHus NPaxKmuKu

XapakTrepucTuka
pyxoBoauTeisi npou3BoacTBeHHoi npakTuku III1.01 IIpouzeoocmeennasn npaxmuxa
(Texnonozuueckan no npogheccuonHaIbHOMyY MOOYII0: OOKYMEHMUPOGAHUE YRPAGIEHUECKOU
0esamenvHOCImU U OP2AHU3ayus padoomsl ¢ 00OKyMeHmamu)
oT

(HauMeHOBaHUE MPOPUIBHON OPTaHU3AlUY - MECTa TPOXOXKICHUSI IPAKTUKHU)

Ha 00yyYaronierocs Kypca, mpodeccuu

(®.1.0 obyuarormierocs)

1. OneHka CTeNeHU BBIIOJHEHHUS MpOrpaMMbl  Mpou3BOACTBeHHOM mpaktuku [II1.0O1.
Ilpouszsoocmeennas npakmuxa (TexHonoeuveckas no npPogheccUoOHaNbHOMY — MOOYIIO:
O0OKYMEeHmMUpoB8aHue ynpasieHuecKol 0esmeibHoCmuy U oOpeanu3ayus pabomol ¢ 00KyMeHmamu)

2. Oyenka ypoeHs n0020mMosKuU CMyOoeHma K npakmuieckou pabome.

OrieHKa JIMTYHOCTHBIX KaueCTB MPAaKTHKAHTA, €0 YMEHUH U HABBIKOB, TPO(ecCHOHaTbHON

KOMIIETEHTHOCTH

(O8]

PykoBonurens npousBoacTBeHHol npaktuku [111.01:

(momxuoCcTh, ©.N.0., moanuce)
IIeuats

JlaTa
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[Tpunoxenue 3
Obpaszey ogopmnenus omsvlea
PYKOBOOUmesi NPAKMUKU OM 00pa308amenbHOU Opeanu3ayuu

MUHHUCTEPCTBO HAYKU U BBICILIEI'O OBPA3OBAHUS
POCCHUMCKOI ®EJIEPALITUN
CDez[epanLHoe TOCyJapCTBEHHOEC aBTOHOMHOC 06pa30BaTeJ'IBHOG YUpPEKACHUC
BBICIIET0 00pa30BaHUs
TIOMEHCKUII TOCYJJAPCTBEHHbBI YHUBEPCUTET

KOJIJICI[)K HCKYCCTBCHHOI'O MHTCJJICKTA, KPCATUBHOI'O MBIIIJICHUS U MAaCTCPCTBA

OT3bIB
pykoBoaures npoussoacrsenHoil npakruxku II1.01 IIpouseoocmeennas npakmuka
(Texnonozuueckasn no npogheccuoHaIbHOMY MOOYII0: OOKYMEHMUPOGAHUE YRPABIEHUECKOU
0esamenvbHOCImU U OP2AHU3AUUA padomovl ¢ 0OKyMEeHmMamu)

0 MPOXOKJIECHUH MPAKTUKHA 00YyHaAIOIIUMCS Kypca, npodeccuu

(®.N.0 crynenra)
1. O1ieHKa CTEneH! BBIOJIHEHUS IPOrpaMMbl Tpou3BoAcTBeHHON npakTuku [111.01
IIpouszeoocmeennas npaxmuxa (Texunonocuveckas no npogheccuoHarbHOMy MOOYIIO:
OOKYMEeHmMUpoBaHue ynpasieH4ecKkol 0esameibHOCmuy U Op2aHu3ayus pabomel ¢

OOKYMeHmamu).

2. OueHka oT4eTa 0 IPOXOXKACHUH ITPOU3BoACcTBeHHOU npakTuku I1I1.01.

PykoBonuTens npousBoacTBenHol npaktuku [111.01:

(momxuoCcTh, ©.N.0., moanuce)

JlaTa
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[Tpunoxenue 4
Obpaszey mumyibHo20 aucma omyema
0 NPOXOAHCOeHUU NPOU3B0OCMBEHHOU NPAKMUKU

MUHHUCTEPCTBO HAYKU U BBICILIEI'O OBPA3OBAHUS
POCCHUMCKOI ®EJIEPALITUN
denepanbHOE TOCYIAPCTBEHHOE aBTOHOMHOE 00pa30BaTEIbHOE YUPEIKICHUE
BBICIIET0 00pa30BaHUs
TIOMEHCKUII TOCYJJAPCTBEHHbBI YHUBEPCUTET

KOJIJICI[)K HCKYCCTBCHHOI'O MHTCJJICKTA, KPCATUBHOI'O MBIIIJICHUS U MAaCTCPCTBA

OTYET
0 npoxoxkaeHun npousBoacTtBeHHoi npaktuku II1.01 Ilpouszsoocmeennas npakmuxa
(Texnonozuueckasn no npogheccuonHaIbHOMY MOOYII0: OOKYMEHMUPOGAHUE YRPAGIEHUECKOU
0eaAmenIbHOCIU U OP2AHU3AUUA PADOMbL C OOKYMEHMaAMU)

oOy4aromumces TpyMIIbI Kypca, mpodeccun

dbopMbI 00yueHUS

(®.11.0.)

PexoMenayemas oreHka
OT OpraHa (opraHu3aIum) —
MecTa MPOXOKIEHUS Mpon3BoAcTBeHHOM npakTuku [111.01

PykoBonuTens npakTuku PykoBonuTenb npakTuKu
OT IpOUILHON OpraHU3aINH — 0T 00pa30BaTeNIbHONW OpraHu3aIIH
MecCTa MPOXO0KIEHUS IPOU3BOICTBEHHON
npaktuku ITI1.01
(®.1.0) (®.1.0)
(moamuce) (moamuce)
neyarb

Tromens, 20



OI'AOY BO «TromeHCcKHil rocy1apCTBEHHBII YHUBEPCUTET
Komnnemk nekyCCTBEHHOTO MHTEIIEKTA, KPEATUBHOI'O MBIIIJIEHUS U MAaCTEPCTBA

YTBEPXJIEHO
3amecTuTeNieM TUPEKTopa
KOJUIEKa

Hy6posunoii T.JI.
PA3PABOTUYUMK(N)
bepaun E.H.

Hy6posuna T.JI.

IIM.02 OPTAHU3ALIUA TEKYHIETI'O XPAHEHUSA JOKYMEHTOB U
IMNOJATI'OTOBKA JAEJI JIJISA IIEPEJIAYA B APXHB
PaGouas nmporpamma nmpodeccuoHanTbHOTO MOy,
BKJIFOYAsi MEXIUCLMIUIMHAPHBIE Kypchl (nanee — M/IK),
y4eOHYIO U TPOU3BOICTBEHHYIO IpakTuKy (manee — YII, I1I1):
M/K.02.01 CucremaTu3auus 1 OpraHu3anus ONePpaTMBHOIO XpPaHEHUS
JTOKYMEHTOB, U MOAr0TOBKA JieJ VISl NepeJay B apXUB
Y4yeOnas npakTuka (O3HakoMHUTeIbHASA 10 NPOQeCCHOHAIBHOMY MOAYJIIO:
OpPraHu3anMs TeKylero XxpaHeHus J0KyMEHTOB
U MOJATOTOBKA JeJI JIfl Nepeiayu B apXHB)
IIpousBoacTBenHas npakTuka (TexHosornveckas mo npogecCuoHaJIbLHOMY
MO/YJII0: OPraHU3aNMs TeKYylero XpaHeHus JOKYMEeHTOB
U MOJATOTOBKA JIeJI [JIfl Mepelayi B ApXHB)
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dbopma 00yueHus ouHas
A3BIK pEATU3ALMU: PYCCKUL
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1.Ilnanupyemble pe3yJbTAThI
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OCBOeHHSI MNPOGecCHOHAIBHOTO MOY.JIs,

TpedyeMbIiMH pe3yibTatamu ocsoenus OII CITIO
IIpodeccroHanbHbll  MOAYJIB COOTBETCTBYET BHUAY JEATEIBHOCTH / OCHOBHOMY BHUAY

COOTHECCHHbIC C

NCATCIIBHOCTU — I[OKYMQHTI/IpOBaHI/Ie YHpaBHeH‘ICCKOﬁ ACATCIIBHOCTU U OpI‘aHI/I3aL[I/I$I pa6OTBI C
JOKYMCHTAMMU.
Konpr S N HaBLIKI/Iv
KOMIIETCHITHI (TIpaKTHYECKUIA OTIBIT)

MZK.02.01 CucremaTtuszanus 1 opraHu3alus onepaTUBHOIO XpaHEHUs! JOKYMEHTOB U MOJITOTOBKA JIEN JUIs [Iepeiadu B

apxuB

OK 01;
OK 02;
OK 04;
OK 05;
OK 06;
OK 09;
IIK 2.1;
IIK 2.2;
IIK 2.3;
IIK 2.4;
IIK 2.5;
IIK 2.6.

3-1 OCHOBHBIE MONOXKEHUS
Enunoii rocynapcTBeHHOM
CHCTEMBI JEJIONPOU3BOJICTBA;
3-2 Bubl, QyHKIUH
JIOKYMEHTOB, TIpaBHiIa UX
COCTaBJICHUS U 0POPMIICHHS;
3-3 nopsaok
JIOKYMEHTHPOBAHHUS
MHPOPMAIMOHHO -CIIPABOYHBIX
MaTepHajoB;

3-4 HOpMaTHBHBIE IIPABOBBIE
aKThl, HOPMaTHBHO-
METOAUYECKHE JOKYMEHTHI,
rocy/lapCTBEHHbIE CTaHIaPTHI,
OTIpeIeNAONIHe MOPSA0K
JIOKYMEHTaIIHOHHOTO
oOecrieueHHs yTIPaBIICHIS,

3-5 BHIBI HOMCHKIIATYD, oOIIHe
TpeOOBaHUS K HOMCHKIIATYPE,
METOJHKA €€ COCTABICHUSA U
oopMIICHHS;

3-6 paBuiIa COTIACOBAHUS
HOMEHKJIATypHI A€ C
BEZIOMCTBEHHBIMHU apXUBaMU U
SKCHEPTHON KOMUCCHEH;

3-7 nopsiiok GOpMUPOBAHHUS U
odopmiieHHs g€, cnenudrka
(hopMupOBaHUS OTACITHHBIX
KaTeropui nen;

3-7 npaBuia XpaHeHHs Jel, B
TOM 4HCJ€E C JOKYMEHTaMU
OTPaHUYEHHOI0 AOCTYIIA;

3-8 paBuia BeIIAYH U
HCIIOJIB30BaHMS JOKYMEHTOB M3
c(hOpMHUPOBAHHBIX JEIT;

3-9 mopsAA0K BBIAAUN
JIOKYMEHTOB IS
WCIIOJIb30BaHMUS paOOTHHUKAM
OpraHu3alyy, IPeAOCTaBICHHUE
JIOKYMEHTOB TI0 3a1pocam
BHEIITHUX OPTaHHU3aLIH;

3-10 xpurepuu pazaeneHus
JIOKyMEHTOB Ha I'PYIIIHI B
COOTBETCTBHUH C LIECHHOCTBIO
nHPOPMAIIH, CoAepKAIIEHCS B
HUX;

3-11 mopstoK UCTIOIB30BAHUS
THUTIOBBIX FJTH BEIOMCTBEHHBIX
repevyHeil JOKyMEHTOB,
OTIpeNIeNIeHNs] CPOKOB XPAHEHHS

V-1 npoBepsATh NPaBUIBHOCTD
oopmIleHHs TOKYMEHTOB;

V-2 cucremMatu3upoBaTh U
XPaHUTh JOKYMEHTHI TEKYIIETO
apXxuBa;

VY-3 ¢popmMupoBaTEH CIIPaBOYHEII
ammapat, o0ecreynBaomuit
OBICTpPBIN TTOMCK JOKYMEHTOB;
V-4 ocymiecTBIATh SKCIIEPTU3Y
JIOKYMEHTOB, TOTOBUTH U
nepeaaBaTh JOKyMEHTAJIbHbIE
MaTepHajbl Ha XpaHEHHE B
apxWuB;

VY-5 pa3zpabaTbiBaTh
HOMEHKJIATypy Ael
CTPYKTYPHOTO TO/IPA3ECICHNUSI.
VY-6 popMyIHpOBaTh 3arOJIOBKH
JIeTI 1 OIIPE/IeNIATh CPOKH UX
XpaHEHHUS;

VY-7 opranu3oBEIBaTh PadoOTy MO
(hOpMHPOBaHUIO JIET B
COOTBETCTBUM C YTBEPKIACHHOU
HOMEHKJIaTypou Jien
OpraHU3aIlNH;

V-8 hpopmupoBaTh TOKyMEHTHI B
JieJia ¢ YU4eTOM uX crenuduky;
V-9 cucremarn3npoBaTh
JOKYMEHTHI BHYTpH JI€J1a;

V-10 opranu3oBbIBaTh XpaHEHHE
JIOKyMEHTOB B TIpOLiecCe UX
HCIIOJHEHUS U TEKyIIee
XpaHEHHE UCTIOJHEHHBIX
JIOKYMEHTOB;

V-11 oprann3oBsIBaTh paboTy MO
y4eTy, XpaHeHHIO U Iiepeade B
COOTBETCTBYIOIINE CTPYKTYPHBIC
MOIpa3IeIeHus TOKYMEHTOB
TEKYIIETO JeONPON3BO/ICTRA,;
V¥-12 npumeHsTH
nH(pOpMaMOHHO-
KOMMYHUKAI[IOHHBIE
TEXHOJIOTHH IIpH paboTe ¢
JOKyMEHTaMH;

V-13 ocymecTBIATh 3KCIEPTUY
LICHHOCTH JOKYMEHTOB;

V-14 opopMiATh JOKYMEHTBI
SKCIEPTHONW KOMHUCCHH;

V-15 roToBUTH U NiepeiaBaTh
JOKyMEHTAJIbHBIC MaTEPHaJIbl Ha
XpaHEHHE B apPXUB;

H-1 noxymeHTHpoBaHus 1
JIOKYMEHTaIlUOHHOU
00paboTKM JTOKYMEHTOB
KaHIENApUU (apXuBa);

H-2 cocraBnenus u BeneHus
HOMECHKJIATYpPBI J1eJT
CTPYKTYPHOTO
MIOJIpa3/IeIICHHS;

H-3 nposepku
MPaBUIILHOCTH O(OPMIICHHS
JIOKyMEHTOB ¥ OTMETKU 00
UX UCIIOJHEHUH Mepes UX
(hopMHpOBaHUEM B JIENO IS
MOCTETYIONIET0 XPaHeHHUS;
H-4 dopmupoBanus nena;
H-5 KoHTpOIIs1 IpaBUIIBLHOTO
U CBOEBPEMEHHOTO
pacrpeneneHus u
TOJIIMBKH JTOKYMEHTOB B
Jiena;

H-6 nepenauu 1oxymMeHTOB
BO BPEMEHHOE
MIOJIb30BAHUE;

H-7 nposepku cpokoB
XpaHEeHUs TOKyMEHTOB,
COCTaBJIEHHE NTPOTOKOJIA
paboThI SKCIIEpTHON
KOMHCCHH TI0 TIOATOTOBKE
JIOKYMEHTOB K XpaHEHHIO,
aKTa o mepejade Ha
YHUUYTOXKEHUE TOKYMEHTOB,
HE MOAJNEkKAIUX XPAaHEHHUIO;
H-8 oopmrenus nen
MTOCTOSTHHOTO,
JIOJITOBPEMEHHOTO CPOKOB
XpaHEeHNUS;

H-9 odopmnenust 067105KKH1
JIeJT IOCTOSIHHOTO,
JIOITOBPEMEHHOTO CPOKOB
XpaHeHHUs. ;

H-10 nepenaua aen B apxuB
OpraHM3aIH;

H-11 ¢popmupoBanus
CIPaBOYHOTO arlapara,
00€eCIIeUnBarOIIETO
OBICTPBHIN TIOUCK
JIOKYMEHTOB.




B IIPOLIECCE IKCIEPTU3BI
LEHHOCTH JTOKYMEHTOB;

3-12 mopsimok co3gaHus,
OpTraHU3aINH U
JIOKYMEHTHPOBAHHS PaOOTHI
9KCIIEPTHON KOMHUCCHH;

3-13 mpaBuna cocTaBIeHAS U
YTBEPKICHHUS IIPOTOKOIIA
paboTHI SKCHEPTHON KOMHUCCHUH;
3-14 npaBuuna coctaBieHus: 1
YTBEPXKICHHUS aKTa O
BBIJICJICHUH JOKYMEHTOB, HE
MOJISKALNX XPAaHEHHIO;

3-15 mpaBuiia TEXHAYECKOH
00pabOTKHU ¥ MOITHOTO

o OpMIICHHS 1T TOCTOSTHHOTO
1 BPEMCHHOTO XpaHCHHS,

3-16 npaBwiia nepenauu Ien B
apX¥B OpTaHU3ALNY;

3-17 npaBuia cocTaBlieHUs
OTIHCH JIeJI IOCTOSHHOTO U
BPEMEHHOT'O XpaHEHUs B
COOTBETCTBHH C HOPMATHBHO-
METOJIMYECKUMH JOKYMEHTaAMH.

VY-16 cocTaBisiTh U 0POPMIIATH
OIIHCH JIEJI IIOCTOSIHHOI'O B
JOIATOBPEMEHHOTO CPOKOB
XpaHCHHUS;

V-17 ucnonp30BaTh
HOMEHKJIATYPY IeI IIPU
COCTAaBJIEHUHU OIHUCEN JE.

VI1.02 Yuebnas npakrrka (O3HaKOMUTENbHAs 10 TPO(ECCHOHATTLHOMY MOJYJIIO: OpTaH

JIOKYMEHTOB M MOJTOTOBKA €T JUIsi Nepefady B apXUB)

n3anus TEKylero XpaHeHus

MK 2.1;
TK 2.2;
TK 2.3;
MK 2.4;
TK 2.5;
TIK 2.6.

3-1 ocHOBHBIE TIOJIOKEHUS
Enunoit rocynapcTBeHHOM
CUCTEMBI JEJIOMPON3BOJICTBA;
3-2 Buzbl, QyHKIIUH
JIOKYMEHTOB, TIpaBHJIa UX
COCTaBJICHUS B 0POPMIICHUS;
3-3 mopsaok
JIOKYMEHTHAPOBAHHUSI
MHPOPMALIMOHHO -CTIPABOYHBIX
MaTepHajoB;

3-4 HOpMaTHBHBIE TIPABOBHIE
AKThI, HOPMaTHBHO-
METOAMYCCKHE JOKYMEHTHI,
TOCyJIapCTBCHHBIC CTAHIAPTHI,
OTIPENIEIISAFOIIIE TTOPSIOK
JIOKyMEHTaLMOHHOT'O
oOecrieueHHs yIpaBIICHS,

3-5 BUJIBI HOMEHKJIATYP, 001IHe
TpeOoBaHUs K HOMEHKJIATYpE,
METOJMKA €€ COCTABICHUS U
odopmIeHHNs;

3-6 paBuiIa COTIACOBAHUS
HOMEHKJIATypPHI JeT C
BEJOMCTBCHHBIMHU apXHUBaMU H
9KCIEPTHONH KOMHUCCHEHH;

3-7 nopsinok GopMUPOBAHHS U
odopmieHHS €N, cnenuduka
(hopMupOBaHHS OTACITHHBIX
KaTeropuit nen;

3-7 npaBua XpaHeHHS JeI, B
TOM YHCJIE C JOKyMEHTaMHU
OTPAaHNYEHHOT'O JOCTYIIA;

3-8 mpaBuia BeIIAYN U
HCIIOJIB30BaHMS JOKYMEHTOB W3
c(hopMHPOBAHHBIX JIET;

V-1 npoBepsATh MPaBUIBHOCTD
oopmIIeHNS TOKYMEHTOB;

V-2 cucremarusupoBaTh U
XPaHUTh JOKYMEHTHI TEKYILETO
apxuBa;

VY-3 ¢popmMupoBaTEH CIPaBOYHEII
amnmapar, o0ecrieunBatonui
OBICTPBII TTOMCK TOKYMEHTOB;
V-4 ocymiecTBIATh IKCIEPTH3Y
JIOKYMEHTOB, TOTOBUTH U
nepeaaBaTh JOKyMEHTAJIbHbIE
MaTepHajbl Ha XpaHEHHE B
apXuB;

VY-5 pazpabaTrIBaTh
HOMEHKJIATYypY JeJT
CTPYKTYPHOTO MOJpa3/IeJICHUsI.
VY-6 popmMynupoBaTh 3aro0BKH
JIeI1 ¥ OTIPEAEHTh CPOKU UX
XpaHEeHHUS;

VY-7 opranu3oBbIBaTh paboOTy MO
(hopMHpOBaHHIO JIENT B
COOTBETCTBUM C YTBEPKIACHHON
HOMEHKJIATYpOM Jien
OpraHu3ally;

VY-8 dpopMupoBaTh TOKYMEHTHI B
JieJia ¢ yU4eTOM uX crenuduky;
V-9 cucremaruzupoBaTh
JOKYMEHTHI BHYTPH JI€Na;

V-10 opraHu3oBbIBaTh XpaHEHHE
JOKYMEHTOB B IIPOLIECCE UX
HCTIOTHEHUS U TEKyIIee
XpaHEHHE MCIOTHEHHBIX
JOKyMEHTOB;

V-11 opranu3oBeIBaTH paboTy 1O
ydeTy, XpaHCHHUIO U Nepeiade B
COOTBETCTBYIOILINE CTPYKTYPHBIE

H-1 noxymeHTHpOBaHUA U
JIOKyMEHTaI[IOHHON
00pabOoTKH JOKYMEHTOB
KaHIEISIpUU (apXUBa);

H-2 coctaBnenus u BeneHust
HOMEHKJIATYpPBI J1eJT
CTPYKTYPHOTO
MOJIpa3/IeNeHus;

H-3 nposepku
MPaBUIILHOCTH O(OPMIICHHS
JIOKyMEHTOB ¥ OTMETKHU 00
UX WCTIOJHEHUH Mepes X
(hopMHpPOBAaHUEM B JIETI0 JUIS
TIOCJIEIYFOIIETO XPAHEHNS;
H-4 popmupoBanus nena;
H-5 xoHTpoONsA NpaBUIBHOrO
U CBOEBPEMEHHOI'0
pacrpeneneHus u
MOIIINBKA JOKYMEHTOB B
Jiena;

H-6 nepenaun 1OKyMEeHTOB
BO BPEMEHHOE
MIOJIb30BAHUE;

H-7 nposepku cpokoB
XpaHEeHUs TOKyMEHTOB,
COCTaBJIEHUE NPOTOKONA
paboTHI 3KCIIEPTHOM
KOMHCCHUU 110 TOATOTOBKE
JIOKYMEHTOB K XPaHEHHIO,
aKTa O mepejgayc Ha
YHHYTOXKCHUE JOKyMEHTOB,
HE MOJJICKAIINX XPaHEHHIO;
H-8 odopmnenust men
MOCTOSIHHOTO,
JIOJTOBPEMEHHOTO CPOKOB

XpaHCHUS
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3-9 mopsAOK BhIAAUU
JIOKyMEHTOB JIJIs
WCIIONIB30BaHMS pabOTHHKAM
OpTaHU3aINH, TIPEAOCTABIICHHE
JIOKYMEHTOB TIO 3a1pocam
BHEIIHUX OpraHu3aLuii;

3-10 xpuTepun pa3aencHAs
JIOKyMEHTOB Ha I'PYIIIHI B
COOTBETCTBHUH C IIEHHOCTBIO
nHpopManuy, copepxariencs B
HUX;

3-11 nopsiiox UCHOJIB30BAHUS
THUIIOBBIX MJIM BEJOMCTBEHHBIX
NepeyHell T0KyMEHTOB,
OTIpeNIeNIeHUs] CPOKOB XPAaHCHHUS
B IIPOIIECCE IKCIEPTUIBI
[EHHOCTU JTOKYMEHTOB;

3-12 nopsinok co3panus,
OpTaHU3aAINH U
JOKyMEHTHUPOBaHUs pabOTHI
3KCHEPTHOU KOMHCCHH;

3-13 mpaBuiia cocTaBieHus: 1
YTBEpKICHUS IPOTOKOJIa
paboTHI IKCHEPTHON KOMHUCCHUH;
3-14 mpaBuia coctaBieHus: 1
YTBEpIKICHHUA aKTa O
BBIJICIICHUH JJOKYMEHTOB, HE
TIOJTEKATITIX XPAHECHUIO;

3-15 npaBuiia TEXHUYECKOM
00pabOTKHU U MOITHOTO

o opMIIeHHS JIe]T TOCTOSTHHOTO
Y BPEMEHHOTO XpaHEeHHS;

3-16 npaBuiia mepenayy el B
apXMB OpraHu3allky;

3-17 npaBua cocTaBlieHUs
OTIHCH JIeJT TOCTOSHHOTO U
BPEMEHHOTO XpaHEHHUS B
COOTBETCTBUH C HOPMAaTHUBHO-
METOAMYCCKIMH JTOKYMEHTAMH.

MOJ{pa3/ieIeHus TOKYMEHTOB
TEKYILETo JeONpPOU3BOICTRA,;
V-12 npumeHsATH
WHPOPMAINOHHO-
KOMMYHUKAIIHOHHBIC
TEXHOJIOTHH TIpH paboTe ¢
JOKyMEHTaMH;

V-13 ocymiecTBIATh 3KCIEPTUY
LIEHHOCTH JOKYMEHTOB;

VY-14 opopMIIsATh JOKYMEHTBI
SKCIEPTHON KOMUCCHH;

V¥-15 roToBUTH U NEpeaBaTh
JOKyMEHTaJIbHbIE MaTepHaJIbl Ha
XpaHEHHE B apXWB;

VY-16 cocTaBiATs 1 0POPMIIATH
OITHCH JIeJI TIOCTOSIHHOTO 1
JONTOBPEMEHHOTO CPOKOB
XpaHEHHUS;

V-17 ucnonb3oBaTh
HOMEHKJIATypy Ael NpU
COCTAaBJICHUU OIIUCEH L.

H-9 odopmienus 06m10KKH
JIeIT TOCTOSTHHOTO,
JIOJITOBPEMEHHOTO CPOKOB
XpaHEHHUSL. ;

H-10 nepenaua nen B apxus
OpraHH3aIi;

H-11 dopmupoBanms
CIPaBOYHOTIO arlapara,
o0ecreunBaroIero
OBICTpBIN TIOMCK
JIOKYMEHTOB.

[1I1.02 IIpousBoacTBeHHast npakTuka (TexHomormyeckas mo npodecCHOHATbHOMY MOIYJIIO: OpPraHU3anus TEKYIIEero
XpaHeHHs JOKYMEHTOB M ITOJrOTOBKA A€ JJIsl IIepeiaur B apXHB)

TIK 1.1;
TIK 1.2;
TIK 1.3;
TIK 1.4;
TIK 1.5;
TIK 1.6;
TIK 2.1;
TIK 2.2;
TIK 2.3;
TIK 2.4,
TIK 2.5;
IIK 2.6.

3-1 OCHOBHBIE TIOJIOKEHUS
Enunoit rocynapctBeHHOM
CHCTEMBI JIeJI0NPON3BO/ICTBA;
3-2 Buzsl, pyHKIHH
JIOKyMEHTOB, TpaBHJIa UX
COCTaBJICHUS U 0POPMIICHHS;
3-3 mopsaok
JIOKyMEHTHPOBaHHUSI
UH(POPMALMOHHO -CIIPABOYHBIX
MaTepHaJoB;

3-4 HOpMaTHUBHBIE IPABOBbLIE
AKTBI, HOPMaTHBHO-
METOJINYECKHE JIOKYMEHTEHI,
TOCYAapCTBEHHBIE CTAaHAPTEHI,
OTIPEIEIISIONIIE TTOPSIOK
JIOKYMEHTAIIHOHHOTO
obecrieueHns yIpaBIcHUS;
3-5 BUIBI HOMEHKIIATYp, 00IIHe
TpeOOBaHUSI K HOMEHKIIATYpE,
METOJMKA €€ COCTABICHUS 1
odopmienus;

V-1 npoBepsTh NPaBUIBHOCTD
oopmIleHHS TOKYMEHTOB;

V-2 cucremarusupoBaTh U
XPaHUTh JOKYMEHTBI TEKYILETO
apXxuBa;

V-3 bopmupoBaTh CIpaBOYHBIH
amnmapar, o0ecTrieunBaomui
OBICTpBIN TIOMCK JOKYMEHTOB;
V¥-4 ocymecTBasATh HIKCIEPTU3Y
JIOKyMEHTOB, TOTOBHUTH 1
repeiaBaTh JJIOKyMEHTalIbHbIE
MaTepHallbl Ha XpaHEHHE B
apXuB;

V-5 pa3pabartbiBaTh
HOMEHKJIATYpY JIel
CTPYKTYPHOTO TOAPA3ACICHNUS.
V-6 hopmynupoBaTh 3aroJIOBKH
JIeTI 1 OIPENIENISATh CPOKH X
XpaHCHHUS;

V-7 oprann3oBsIBaTh paboTy 1O
(OpMHPOBAHUIO JIET B

H-1 noxymenTHpoBaHus u
JIOKYMEHTallUOHHOU
00paboTKM JTOKYMEHTOB
KaHIEeNsIpHUN (apXuBa);

H-2 cocraBienus u BeaeHUsS
HOMEHKJIATYpHI AeT
CTPYKTYPHOTO
MIOJIpa3/IeNeHus;

H-3 nposepku
MPaBHIILHOCTH O(OPMIIEHHS
JIOKYMEHTOB 1 OTMETKH 00
UX MCIIOJHEHHUH TEePes uX
(opMHpOBaHUEM B JIEIIO JIIS
MOCIETYIOET0 XPaHEHHUS;
H-4 dopmuposanus nena;
H-5 xonTpOss mpaBUIBEHOTO
U CBOEBPEMEHHOTO
pacnpeneneHus u
MTOIIINBKA JOKYMEHTOB B
Jiena;

H-6 nepenaun 1OKyMeHTOB




3-6 npaBuiIa COTJIaCOBaHUS COOTBETCTBHH C yTBEPKICHHOU BO BPEMEHHOE
HOMEHKJIATypPhI JIeJ C HOMEHKJIATypOH Jel MI0JIb30BaHUE;
BEIOMCTBEHHBIMH apXUBaMHU H OpTaHM3aINN; H-7 npoBepku cpokoB
SKCIIEPTHON KOMHUCCHEH; VY-8 dpopMupoBaTH TOKYMEHTHI B XpaHEHUs! JOKYMEHTOB,
3-7 mopsAnok (GOpMHUPOBAHUS H JieNia ¢ y4eTOM HX CIICI(HKH; COCTaBJICHUE ITPOTOKOJIA
odopmieHHS A€, cnenuduka V¥-9 cucrematnznpoBaTh paboTHI SKCIIepTHOU
(hopMHpOBaHUS OTIACIBHBIX JOKYMEHTHI BHYTPH J€Ta; KOMHCCHH TI0 IOATOTOBKE
KaTeropui nei; V-10 opraHu30BBIBaTh XpaHEHHE | JOKYMEHTOB K XPaHEHHIO,
3-7 npaBuia XpaHeHHs Jiel, B JOKYMEHTOB B TIpOLIECCE UX aKTa o mepejaye Ha

TOM YHCJIE C IOKYMEHTaMH WCIIOJTHEHUS U TeKyIIee YHUUTOXXEHHUE JTOKYMEHTOB,
OTPaHUYEHHOTO JIOCTYTIa; XpaHeHHEe MCIIOJTHEHHBIX HE MOJJIeKAIUX XPaHEHHIO;
3-8 npaBuia BBIAAYH U JOKyMEHTOB; H-8 odopmmenus nen
UCIIOJIb30BaHMsI IOKYMEHTOB U3 | Y-11 opraHu3oBbIBaTh paboTy 10 | IMOCTOSHHOIO,
c(OpPMUPOBAHHBIX JIEIT; ydeTy, XpaHCHHUIO U Iepeadc B JIOJTOBPEMEHHOTO CPOKOB
3-9 nopsAnoK BeLIAYN COOTBETCTBYIOIIME CTPYKTYPHBIE | XpaHECHHS;

JOKYMEHTOB IS MOJpa3AeIeHHs JOKYMCHTOB H-9 odopmnenns 0610KKkH
HCTIONIb30BaHMS paOOTHHKAM TEKYIIETo JEeI0NPOU3BOJICTBA; JIeTT TIOCTOSTHHOTO,
OpTaHM3alNH, IPEIOoCTaBIeHne | Y-12 MpUMEHATH JIOJTOBPEMEHHOTO CPOKOB
JOKYMEHTOB 10 3aIIpocam nH(pOpPMaNNOHHO- XpaHeHHUS. ;

BHEUIHUX OpraHu3aluii; KOMMYHHKAIIUOHHBIE H-10 nepenaua nen B apxus
3-10 xpurepun pazaencHus TEXHOJIOTHH TIpHU paboTe ¢ opraHu3anuy;
JIOKYMEHTOB Ha I'PYIIIEI B JIOKyMEHTaMHU; H-11 ¢popmupoBanus
COOTBETCTBHUH C IIEHHOCTBIO V-13 ocymiecTBIATE 3KCIIEPTU3Y | CIPaBOYHOTO ammapara,
uH(opManum, copepKalleics B | IEHHOCTH TIOKYMEHTOB; o0ecreunBaroIero

HUX; VY-14 ohopMIsTh TOKYMEHTHI OBICTpBII TIOMCK

3-11 nopsiiox UCHIOIB30BAHUS SKCIIEPTHON KOMHUCCHH; JIOKyMEHTOB.

THUITOBBIX HJIM BEJOMCTBEHHBIX VY-15 rotoBuThH U NepeaBaTh

nepeyHelt TOKyMEHTOB, JOKyMEHTAJIbHBIC MaTEepHaJIbl Ha

OTIpEeZIeTICHHUs CPOKOB XPAaHEHUSI | XPaHEHHE B APXMB;

B TIPOIIECCE HKCTIEPTU3BI VY-16 coctaBisATh U 0POPMIIATH

HCHHOCTU JOKYMEHTOB; OIIMCH ACJ NOCTOAHHOTO 1

3-12 nopsi ok co3gaHus, JIOJIFOBPEMEHHOIO CPOKOB

OpraHu3alnuu u XpaHCHUA;

JIOKyMEHTHUPOBaHUS PabOTHI VY-17 ucnonp3oBaTh

9KCIEPTHON KOMUCCHUU; HOMEHKJIATYpPY Jel U

3-13 mpaBuisia COCTaBICHUS U COCTaBJICHUH OIHCEH JIeII.

YTBEPKICHHS IIPOTOKOIIA

paboTHI SKCHEPTHONH KOMHUCCHUH;

3-14 npaBuia coctaBieHus: U

YTBEPXKJICHHUS aKTa O

BBIJICTICHUH JOKYMEHTOB, HE

MOJISKAINX XPAaHEHHIO;

3-15 mpaBwiia TEXHHYECKOM

00paboTKH U TIOJTHOTO

o OopMIICHHS JIeJT TOCTOSTHHOTO

Y BPEMEHHOI'0 XPaHEHUS,

3-16 mpaBwita niepenavn e B

apXWB OpraHU3alNu;

3-17 npaBuia cocTaBieHUs

OIIMCH JI€JT IOCTOSIHHOTO U

BPEMEHHOI'O XpaHEHUS B

COOTBETCTBUH C HOPMAaTHUBHO-

METOIMYECKHMH JJOKYMEHTaAMH.

2. CTpykTrypa u coaepxanue npogeccuoHAILHOT0 MOTYJIS

2.1. CTpykTrypa npo¢ecCHoHAIBLHOr0 MOMYJIs
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MJIK.02.01 Cucrematuzanus u 2 105 84 16 - DK3aMeH
OpraHu3alysi OTEPaTHBHOTO XPaHECHUS
JIOKYMEHTOB 1 TTOATOTOBKA I LIS
nepesiauy B apXuB
VII.02 Y4eOnas npakTuka 2 72 70 Jud. 3ager
(O3HakomuTENBHAS IO
PO ECCHOHATHHOMY MOIYIIIO:
OpraHMu3aIsl TEKYIIETO0 XPaHEeHHS
JIOKYMEHTOB U TTOJATOTOBKA I JUIsl
repesiauy B apXUB)
[1I1.02 IIpon3BoaCTBEHHAs paKTHKa 2 144 142 Jud. 3auer
(TexHonoruueckas 1o
podecCHOHANBEHOMY MOAYIIIO:
OopraHu3anusa TEKyEero XxpaHeHus
JIOKYMEHTOB U TTOJITOTOBKA JeJ JUIst
Triepesiauy B apXMB)
KoHncynpranuu 2
Ox3amed no Moy 1TM.02 2 3
Hroro no [IM.02: 2 324 212 84 16




2.3. TemaTuyeckuii VIaH U coJiep:KaHue NMPOeCcCHOHATBHOT0 MOIYJIsI

Bun yuyeOHOiIi nesiTeTbHOCTH (AK.4.)

Coaep:xkanue yueOHOr0 MaTepuasa

Ypox
Jlexnus
MpakTuyeckoe 3ausaTue (Cemunap)
JlaGopaTopHoe / IIpakTHyeckoe 3aHsATHE
Mo MOATPyNIam
BoinmostHeHHEe KypcOBOTO MPoOEKTa
(padoThI)
CamocTrosiTesibHast padoTa

MJK.02.01 Cucmemamuzayus u opeanuzayusi ONepaAmusHO20 XpaneHusi 00OKYMeHmMo8 U no020moeKa oei 0Jis nepeoayu 8
apxue

Cemectp (8mopoii)

Pa3znen 1. Opra}m3aunﬂ N HOPpMATUBHO-IIPABOBLIC OCHOBbI
APXUBHOI'0 aeJ1a

Tema 1.1. Apxue opeanuzayuu 4 5 3
Coaep:xanue
1 ApXHB OpraHM3amnuu. 1 1

ApXMB Kak 1oJipaszieJIeHHe B CTPYKTYpPE OpraHU3annH.
ApXMB OpraHu3alyy, ero 3aJadu: IpueM, yueT u
XpaHEeHHE TOKyMEHTOB, 3aKOHYEHHBIX
JIeTIOIPON3BOJICTBOM; HH()OPMALIMOHHO-CIIPABOYHAS
paboTa o apXMBHBIM JJOKYMEHTaM, OpPTraHU3aI[IOHHO-
METOIMUECKasl IOMOIIIb 110 BEJICHUIO JIEJIONPOU3BOJICTBA

2 KomniiekToBaHHe apXHBa OPraHu3aluu 2 1
MeToarka KOMIIJIEKTOBAaHUS apXUBa, OpPraHU3aI[IH
NCTOYHHMKH KOMIUICKTOBaHHUS apXHBa COCTAB
JIOKyMEHTOB, TIO/IIeXKAIINX [Iepe/iaue B apXHUB.

3 HopMaTuBHO-IpaBOBBIE 0CHOBBI Pa0OTHI apXHBA 1 1
®OenepanbHblii 3akoH 0T 22.10.2004 Ne 125-03 «O06
apxuBHOM Jiene B Poccuiickoit denepanumy: TOIKOBaHNE
Y IpUMEHEHUE, aIMUHUCTPATUBHASL OTBETCTBEHHOCTD 32
HECOOITIOJICHHE TIPABIII APXUBHOTO XPaHCHHS
JIOKYMEHTOB TIEPEYHH. Y TIPABIEHIECKUX JOKYMEHTOB C
yKa3aHHeM CPOKOB xpaHeHus. [lomoxxeHue 00 apxuBe
OpraHu3aIui OCHOBHBIE 337]a91, HAPaBICHUS
JESITEILHOCTH U (YHKITUU apXHuBa, TPEOOBAHUS OXPaHbI
TpyJla eIMHAs TOCYIapCTBEHHAS CHCTEMA
JIEJIONIPOU3BOICTBA.

4 B TOM YMCJi¢ MPAKTUYCCKUX 3aHATHII:

Nel. IMpoBenenue ananm3a 3aKOHOAATEIBLHBIX OCHOB 1
OpraHu3aly apXuBHOro aena B PO. U3yuenue crareit
®denepanbHoro 3akoHa ot 22.10.2004 Ne 125-03 «O6
apxuBHOM Jene B Poccuiickoit @enepanmny. Padora c
ITpuxasom Munucrepcrsa KynpTypsl P® ot 31 mapTta
2015 r. Ne 526 «O0 yTBep»IeHUHU MTPaBUJI OpraHu3alun
XpaHEHHs1, KOMITICKTOBAHUSI, YIETa U HCIIOJIb30BAHUS
ToKyMeHTOB ApxuBHoro (Gonna Poccuiickoit denepannu
U IPYTUX apXUBHBIX JOKYMEHTOB B OpPTaHax




rocy,uapCTBeHHoﬁ BJIaCTH, OpraHax MECTHOI'O
CaMOYIIpaBJICHUA U OpraHnu3aluix»

Ne2. Pabota ¢ moyioxxeHreM 00 apXuBE OpraHU3aIny.
CocraBieHne OTACIBHBIX Pa3IeNiOB MOJIOKEHHE 00
apXx¥Be OpPraHU3AINH, BKIIOYAIONINX TpeOOBaHUS 00
oxpaHe Tpy/a. Pabota ¢ HOpMATHBHBIMHU JOKYMEHTaMH
110 APXUBHOMY JIENTy

Ne3. Ompenenenue HCTOYHUKOB KOMITICKTOBAHHS
apXxwuBa.

Ned. Dxckypcusi B apXUB OpraHH3alydn

Ne5. Pabota ¢ MOIKHOCTHBIMU HHCTPYKITUSMH
COTPYIHUKOB apXHBa, 3aBEAYIOILEr0 ApXUBOM.
CocraBieHue NpoeKTa J0KHOCTHOM HHCTPYKILIUHY,
3aBefiyronero apxusoM. CocTaBlIeHUE IIPOEKTa

HOH)KHOCTHOﬁ HWHCTPYKIMHU COCIUATINCTA apXUBa

Tema 1.
Poccuu

2. Coepemennasn opzanuzayus apxueHozo oea

Coaep:xkanue

1

OpraHbl ynpasJjieHHs1 apXUBHBIM JesioM B Pocenn.
Cuctema apxuBoB Poccun. I'ocynapcTBeHHBIC apXUBBI.
MyHunMnanbHbIE apXUBBI, BEIOMCTBEHHBIE apXUBHBIE
ciy>x0b1. HerocyapcTBeHHbIE apXHBBIL.

B TOM YMCJIC¢ MPAKTUHYCCKUX 3aHATHI:

Ne6. CocraBneHue cXeMbl apXUBHBIX YUPEKICHUI
Poccun. PaboTa ¢ HOpMaTHBHO MPAaBOBBIMHU aKTaMH,
PETYIHPYIOINMH JESTEIbHOCTh APXUBHBIX YIPEKACHUN

Poccun

Tema 1.
apxmuBa

3. Cucremarusanusi 10KYMEeHTOB B [1eJIONIPOU3BOACTBE

Coaep:xkanue

1

Homenkaarypa nen. Homenknatypa nien, opranu3anuu
1 HOMEHKJIATYPBI JIeJ1, CTPYKTYPHBIX MOApa3ieIeHUN
OpraHu3aIuy, MOPSIOK Pa3pabOTKH, YTBEPKIACHUS
BBEJIEHHS UM BHECEHHUS n3MeHeHnil. Muaekcanus aeil u
cpoku ux xpaHeHus. [IpaBuia coryiacoBanus
HOMEHKJIATYPHI JIe] C BEJJOMCTBEHHbIMU apXUBaMu U
JKCIIEPTHONU KOMHUCCHEH

®opmupoBanmne aeu. [lopsgok popMupoBaHUs U
odopmiteHns e B opranusanui. CucremMatusanus
OTJETBbHBIX KaTerOpHi TOKyMeHTOB. Criennguka
¢dopmupoBanust. OTAETBHBIX KaTETOPHUI JIEIT TTOPSII0K
COCTaBJICHUS 3ar0JIOBKOB, TOKYMEHTOB U JI€J1, BUJIbI
3aroJ0BKOB

B TOM YHCJI¢ MPAKTHYECKHX 3aHATHI:

Ne7. PaboTa ¢ mepeyHsIMU THUIIOBBIX YIIPABICHUECKHX,
ApXWBHBIX JTOKYMEHTOB C YKa3aHHEM CPOKOB HX
XpaHeHUs

Ne8. Cocrasienne u oopMIICHHE OTIENBHBIX Pa3aciioB
HOMEHKJIATYPBI JeJ

No9. ®dopmupoBanue aei, OpOUTIOPOBKA TOKYMEHTOB B
nena. CocraBieHHe 3arojiOBKOB, JOKYMEHTOB H e,
COCTaBJICHUE BHYTPEHHEH onucH jiena

Tema 1.

4. Iloozomoexa denl K cinedyouiemy XpaHeHuio

Coaep:xkanue

3Kcnean3a HEHHOCTH TO0KYMEHTOB

O6IIII/I€ IMOJIOKCHU A, TPUHIUIIBI U KPUTCPUUN LICHHOCTHU
JOKYMCHTOB. OpFaHI/BaHI/I}I IMMPOBCACHUA IKCIICPTU3BI
HEHHOCTU JOKYMCHTOB, MMOPAAOK MCIIOJIb30BaHUA
THUIIOBBIX U BECAOMCTBCHHBIX nepequﬁ JAOKYMCHTOB,
OIIPEACICHUE CPOKOB XpaHCHHUA JOKYMCHTOB B IIPOLIECCE

MPOBCACHUS SKCIICPTU3BI HIEHHOCTU JOKYMCHTOB




IloaroroBka IOKYMEHTOB K Ilepefaye B ApXHB
OdopmiteHne e, HyMeparys JIMCTOB, COCTaBICHHE
3aBEPUTENIBHON HAANMCU BHYTPEHHEN ONTUCH
JOKyMEHTOB, JIeNIa, NMePETIET, MOJINBKA e,
odopmIteHHE OOJIOKKH e IIOCTOSTHHOTO U BPEMEHHOTO
cBpimie 10 et XpaHeHHsI, COCTaBICHU U 0(popMIICHHUS
OIIMCH AE€J CTPYKTYPHBIX MOAPA3ACTICHHUMH.

Ilepenaua ey B apxuB

[Topsinok mepenauu Jes Ha XpaHEHHE B apXUB
OpraHu3aluy, COCTABJICHNE aKTOB O BbIICICHUH
JIOKYMEHTOB K YHHYTOXKEHHUIO.

B TOM YMCJI€ MPAKTUYCCKHUX 3aHATHIA:

Nel0. Pabota ¢ monoxeHHeM 00 dKCIIEPTHOH KOMUCCHH.
CocraBneHne poeKTa MoJIoKeHHst 00 SKCIEePTHON
komuccuu. OpopmiIeHHe JOKYMEHTOB IKCIIEPTHOI
KOMHCCHU: COCTaBIICHHE U YTBEP)KICHUE aKTa O
BBIZICIICHUH JOKYMEHTOB K YHHYTO)KCHHUIO, COCTABIICHHE
aKkTa 00 0OHapy>KCHHUH apXUBHBIX JTOKYMCHTOB,
COCTaBJICHHE aKTa 00 U3BATHHU ITOJJIMHHBIX CJAUHUIL]
XpaHECHUs apXUBHBIX JJOKYMCHTOB

Nell. IlpoBenenue skcnepTU3bl HEHHOCTU JOKYMEHTOB C
ncnosbp3oBanueM Ilepedns

Nel2. OdopmiteHue nem: XpOHOJIOTHYECKH CTPYKTYpHAs
cucTeMaTH3anus 1ei, opopmiieHne 00I0XKKH e,
IIOCTOSIHHOTO U BPEMEHHOTO XpaHEHUS

Nel3. Onmcanue TOKYMEHTOB IIOCTOSHHOTO U
BPEMEHHOI'0 CPOKOB XpaHeHHs. XpaHEeHHUEe JeT B
TEKYIIEeM JIeJIONPOM3BOICTBE, Bbl1aua JOKYMEHTOB U JeJ
¢ oopMIIEHHEM KapTOYKU-3aMECTUTENS, COCTABIICHUE
aKTa O BBLICJICHHH JJOKYMEHTOB K YHHYTOXKEHHUIO

Tema 1.

5. Opzanuzayusn paéomel apxuea opzanusayuu

Coaep:xkanue

DoHIUpPOBAHUE TOKYMEHTOB, CUCTEMATH3AIUs j1e]1 B
npegeiax gponaa

Omnpenenenne GOHAOBON NPHUHAIICKHOCTH JOKYMEHTOB,
(dopmupoBaHus QOHAA, OMPECIICHIS XPOHOIOTHIECKUX
TpaHMUIL, JOKyMEHTOB ()OHIa opraHu3anuu u KpaHux
JaT, JOKyMEHTOB (POHJA, CHCTEMAaTH3aLUs I B
mpejesax apXuBa

Cocrasienue u oopmiieHne ONKMCHU ae,
MOCTOSIHHOTO XPAHEHHUsI ¥ ONUCH eI 110 JIMIHOMY
COCTaBy

Cocrasnenue u opopmiteHrE TOI0BOTO pa3ieia CBOIHON
OIIMCH JIeJ1, TIOCTOSIHHOT'O XpaHEHHsl, COCTaBJICHHS
odopMIIeHHs 3aKOHUEHHOW OIHCH JIell, TOCTOSHHOTO
XpaHeHus1, cocTaBieHne u opopmiienue onucu. Cuaen 1o
JIMYHOMY COCTaBy

YuéTHble JOKYMEHThl H HAYYHO-CIIPABOYHBIN
annapar apxuBa, OpraHu3anuu

VY4érHble TOKYMEHTHI apXUBa, HAYYHO-CIPAaBOYHBII
annapar K JOKyMEHTaM apXuBa, OIUCH eI,
HOMEHKJIATYpBL, €], KAPTOTEKH, HICTOPUUECKUE CIIPABKU

B TOM YHCJI€ MPAKTHYECCKHUX 3aHATHI:

Nel4. Onpenenennie GOHIOBOM NPUHAIEKHOCTH
JOKYMEHTOB U JIEJl, COCTABIICHUE, TIPETUCIOBUE K OITUCH
anmapara CpaBoOYHOTO anapara K OIUCH

Nel5. CocraBnienue u ohopMIIeHHE TOIOBOTO pa3feria
CBO/IHO¥ OITUCH JIeJI TIOCTOSIHHOTO XPaHEHHS,
COCTaBJICHUE U O(OPMIICHHE OIKCEHl /e BpeMEHHOTO
XpaHeHHs1, cocTaBlieHne 1 0hOPMIICHHE OMHUCEH /eI 10

JUYHOMY COCTaBy




10

Nel6. CocraBneHue y4€THBIX TOKYMEHTOB apXUBa,
oIpe/ieJICHUE XPOHOIOTHUECKUX IPaHUI] apXHUBHBIX

JOKYMEHTOB
Tema 1.6. Hcnonvzosanue apxusnvix 00KyMeHm 08
Coaep:xkanue
1 Hcnonb3oBaHue 3apocoOB IPaskaaH U OPraHu3aumii

Bunsl 3anpocoB, MOCTYNAOIINX B APXUB OPTaHU3AINH,
TIOPSIIOK MCTIOTHEHHS 3aIIPOCOB

2 Opranuszanust HCIOJb30BAHUS JOKYMEHTOB B
apxXMBax OpraHu3anui

Bbriaua nen Bo BpeMEHHOE TIOJIb30BAHUE,
HCIOJb30BaHUE JOKYMEHTOB apXUBa MPH MOJTOTOBKE
nH(pOPMALMOHHBIX MEPOIIPUATHH B CPEJICTBAX MacCOBOM
nHpopManuy 1 myOIMKAIMOHHON NESITENbHOCTH, YIET
HCHOJIB30BaHUA ACT U JOKYMCHTOB apXuBa.

3 B TOM YMCJI€ MPAKTUHYCCKUX 3aHSITHIA:

Nel7. Pabota ¢ MeTonuueckuMH peKOMEHAAIMIMH 110
HCTIOJTHEHHIO 3aIIPOCOB COIMAJIBHO MPABOBOTO
xapakTepa. Pabora ¢ denepanbHbIM 3aKOHOM OT
02.05.2006 Ne 59 «O nopsake paccCMOTpPEHHUS
oOpamennii rpaxkaaH Poccuiickoit @emepannm,
3aIlOJTHCHHE JKYpHAJIA PErUCTPAIIH 3aIIPOCOB,
MTOCTYTAIOMINX B apXUB

Nel8. CocTaBieHue OTBETOB Ha TEMAaTHUECKHE 3alPOCHI
rpaxnad. CocTaBJICHAE OTBETOB COLMUAIBHO-IIPaBOBOTO

XapakTepa.
Tema 1.7. Tema 1.7 Kamanozuzayusn apxusHvlx 00KyMeHM 08
Coaep:xkanue
1 [ToHsTHE KaTaNOTHU3alUK APXUBHBIX JOKYMEHTOB, BUIBI

KaTaJIoroB, MOPSAI0K ONUCAHUS TOKYMEHTHOM
HH(POPMAIIUU HA KATAJIOKHBIX KAPTOUKAX

2 B TOM YMCJI€ MPAKTUYCCKUX 3aHSITHIA:

Nel9. Onmcanue TOKyMEHTHOW HH(GOPMAaLIMU Ha
KaTaJIOXKHBIX KapTOYKax

Pasznen 2. Obecneuenue coxXpanHocmu 00KyMeHn0G.

Tema 2.1.
Co3zdanue onmumanbHbIX YC106UlL XPAHEHUS 0OKYMEHM 06

Coaep:xkanue

1 O0ecneyeHue COXPAHHOCTH JOKYMEHTOB apXUBHOI0
(donga Poccuiickoit @enepanuu

HcrounnkoBas 6a3za oOecriedeHus] COXPaHHOCTH
JoKyMeHTOB. [ToHsATHE 0 HOpPMATUBHBIX pEXKUMaX U
YCIIOBHSIX COXPaHHOCTH IOKyMeHTOB. TpeGoBaHMs K
31aHMSIM U IOMELEHUSM T'OCYJapCTBEHHBIX apXUBOB U
apXxuBOB opranuzanuii. TpeboBaHus, NIpeIbsBIsSEMbIE K
apXMBOXPaHWINILY 000PYAOBaHUS aBUa
apXUBOXPaHWINIIA, CPEICTBAMU XpaHEHUS, 00eCTIeUeHUS
COXpPaHHOCTH apXHUBHBIX TOKYMECHTOB ITPU
qpe3BanﬁHHx CUTyaluiaXx

2 IIpoTHBOMOKAPHBII PEKUM XPAHEHUsI APXHUBHBIX
JOKYMEHTOB

TpeboBanus moxapHO# 6€30MaCHOCTH K COJIEPIKAHUIO
TEPPUTOPHH 3TaHUH U IOMEIICHUH apxuBa. TpeOoBaHuUs
MOXKapHOW OE30MaCHOCTH K COICPIKAHUIO
9BAKyalMOHHBIX ITyTEH U BEIXOJIOB, TPCOOBAHHUS
MOXKapHOW OE30MACHOCTH JIJIS APXUBOXPAHUIIHIII
71a00PaTOPHO-TIPOU3BOICTBEHHBIX U CKIIAJICKHAX
MTOMEIICHUH, XpAaHCHUE XUMHUKATOB,
JIETKOBOCIUIAMEHSIFOIINXCS U TOPIOYMX JKUIKOCTEH
2JIEKTPOYCTAaHOBKH B apxuBe. CpelcTBO obecreueHus
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mokapHo 6e3omacHoCcTH apxuBa. OOIIHIA TOPSIIOK
JICHCTBUI IIpU MOXKAPE B apXUBE

OXpaHHBIH U TEMIIEPATYPHO BJIA)KHOCTHBIE PEKUMBI
COXPAHHOCTH JOKYMEHTOB

CobnroieHre OXpaHHOTO PEXIMa, COXPAaHHOCTH
JTOKYMEHTOB TEMIIEPATyPHO BIAKHOCTHBIA PEKUM
XpaHEeHHUs JOKYMEHTOB Ha Pa3IMYHBIX HOCHTEISX

CBeTOBOIi M1 CAHUTAPHO TMTHEHUYECKHUIl PesKUM
OpraHuzaiys CBETOBOTO PEXMMa XpaHEHHSI JOKYMEHTOB,
CaHUTAapPHO TUTHEHUYECKUE MEPONPUSTHS B apXUBe

6 mom Hucijie npaKkmu4ecKux 3auamuil:

Ne20. AHanu3 NpakTUUECKUX CUTyallui U BBISIBICHUE
HapylIeHUH B OpraHu3aliiy NOMEIIEeHUH apXuBa,
000py/IOBaHUH U PACIOIOKEHUN apXHUBOXPAHUITHIIA,
pacnpesielleHud Harpy3KH Ha OCHOBHBIE U
JIONIOJTHUTENIbHBIE IOMEIICHHUS apXUBa

Ne21. AHanu3 NpaKkTHUECKUX CUTYalMi MO BBIIBICHUIO
HapyIICHUH B OPraHU3aluU U COOIIOICHUH
MIPOTUBOIIOKAPHOTO PEXNMa, TEMIIEPaTypHO-
BIQXHOCTHOTO PEKHMMa B APXHUBE M €TO NOMEIICHUX,
COXPaHHOCTH JOKYMEHTOB apXuBa

Ne22. Ananu3 npakTU4ECKUX CUTYalUM, TOSBIECHUIO
HapyIICHNH B OPraHU3alNH U COOIIOJCHUH CBETOBOTO
PEeKHMa, CaHUTAPHO-THTHEHUYECKOTO PeXXnMa
COXPaHHOCTH JOKYMEHTOB

Ne23. PazpaboTka mojoxeHus: 00 OpraHu3au u
COOIOICHIH PEXUMOB COXPAaHHOCTU TOKYMEHTOB B
apxuBax.

Ne24. Ananu3 npakTHUECKUX CUTYallMH 1O BBIIBICHUIO
HapyIIEeHUH B OPraHU3aM1 OCHAIEHHUS U 000PYIOBaHHS
apXUBOXPaHMJIHIIA CIIEIIHATIFHBIMH CPEICTBAMU
XpaHEeHHUs

Tema 2.

2. Pazmewienue 00OKyMeHmo68 6 XpaHuaiuuiax,

monozpaguposanue

Coaep:xkanue

Pa3melneHnue 10KyMeHTOB B apXuBe, HyMepanus u
TonorpagupoBaHue B apxuse

OOmwue TpebGoBaHUs K Pa3MEIICHNIO apXUBHBIX
JOKYMEHTOB, Pa3MEIEHNE aPXUBHBIX JOKYMEHTOB
000COONICHHOTO XpaHeHUs, pa3MelieHue GoHIa
TIOJIb30BaHMS, Pa3MEIICHNE YIETHBIX JOKYMEHTOB.
ITopsinox Hymepalu NOMEIIEHUN apXuBa, CTEJUIaKen,
mkagoB, TOJIOK, BBEIEHHE TOMOTPahUIecKux
yKazaTenei mopOHAOBIN U MMOCTEIUIaKHBIE
TomorpaduIecKie yKka3aTeln B apxuBe, opopmieHne
SPIIBIKOB Ha MEPBUYHBIX CPEACTBAX XPAHEHUS apXUBHBIX
JIOKYMEHTOB

6 mom uuciie npaKkmu4ieckKkux 3aHAMUIL:

Ne25. OrpaboTka METOUKH PUEMA U TIepeaadn
JOKYMEHTOB B apXUB, COCTABJIECHUE aKTa Ipuéma
nepeaavu J0KyMeHTOB B apxuB. CocTaBleHUE JOroBoOpa
0 mepejaue J0KyMEHTOB B apXUB U BKJIIIOYEHUN
OpraHU3alUy B CIHCOK UCTOUHMKOB KOMILIEKTOBAHUS
apxuBa, COCTABIICHNUE MOJOKEHUS O NOpsAKe Npuéma u
nepeiauu JOKYMEHTOB B apXHBE

No26. Odopmnenwne u 3amoJiHeHUe OJaHKOB TTO(OHTOBIX
1 MOCTEIUIAXKHBIX TONOrpaduuecKux ykasaresie,
COCTaBJICHUE CXEMBI PACIIOI0KEHHS TIOMEIICHHH,
n3nanuit apxusa. OpopmireHne SpIbIKOB, KOPOOOK H
JPYrUX COELUAIBHBIX CPEJCTB XPAHEHHUS JOKYMEHTOB B
apxuBe
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Tema 2.3. Codaiodenue nopsaoka evloauu 0en u3 XpaHuauua

Coaep:xkanue

Oco0eHHOCTH BbIIa4YM APXHBHBIX JOKYMEHTOB U3
apXUBOXPAHHIAINA

Oourme TpeOOBaHMS K BbIIa4e apXHBHBIX JOKYMEHTOB U3
apxuBoxpanmiuina. Llenu Beigaun aemn u3
apXUBOXPaHUIININA, MOJATOTOBKA JIE] K BbIAYE.
[MosnucTHAs MpoBepKa JOKYMEHTOB U JIeJl, CPOKH BbIJa4uH
JeT, y4ET IBHKSHHS IOKYMEHTOB | TIOPSIOK BbLAAYH JIEJT
B UHMTAJIbHBIN 341, pa00YYI0 KOMHATY COTPYIHUKAM
apXuB, BO BPEMECHHOE TI0JIb30BaHUEC, HA BHICTABKE
BPEMEHHOI'O BBIBO3a 3a pyOeiK, Beaya GoHma
IOJIb30BAHUS, BBIJIa4Ya OIHKCH JIe] JJOKYMCHTOB

KOHTpOJIB 34 COXPAaHHOCTBHI0 BBI/IAHHBIX APXHUBHBIX
AOKYMEHTOB

MOHI/ITOpI/IHI‘ COCTOSAAHHA COXPAaHHOCTHU BbIJIAHHBIX
JAOKYMCHTOB, BO3BpAaIllCHUC APXUBHbIX TOKYMCHTOB B
APXUBOXPAHUIINIIC, TDAHCIOPTUPOBKA U MICPEMCIICHUC
APXUBHBIX TOKYMCHTOB

6 mom uuciie npaKkmu4ecKux 3aHaAmuilL:

No27. PazpernieHre NpakTHYECKUX CUTYaLHH 1o
KBaM(UKAINI HAPYIIEHUS] CPOKOB BBIAAYN
JOKyMEHTOB, COCTABJICHHE aKTa O HE OOHApY>KeHUU
JOKYMEHTOB, ITyTH PO3BICKa KOTOPBIX HCUEPIIAHBI.
OdopmIieHre JOKYMEHTAIUU O PO3bICKE BBIIAHHBIX
JIOKYMEHTOB U €] apXuBa

Ne28 Pasperienue NpakTHIECKUX CUTYAIHH 1O
BBISIBJICHUIO HAPYUICHUH B METOZMKE 1 0hOPMIICHUU
BbIJJAYM JOKYMEHTOB U3 apXUBa

Ne29. OtpaboTka METOUKH MPOBEICHUS
IIOATOTOBUTCIBbHBIX MepOHpI/IHTI/Iﬁ K BbIga4€ €71,
0TpaboTKa METOAUKY MOJMCTHOM IPOBEPKE TOKYMEHTOB
U Jen

Ne30. OdopmiteHre JOKYMEHTOB IT0 BBIIa4e JOKYMEHTOB
JUISL OTIPENENEHHBIX HYXK/I: 3aKa3-TpeOOBaHUE U aKT O
BbIJJaue JJOKyMEHTOB BO BPEMEHHOE I10JIb30BAHHE.
OdopmiteHne y4ETHBIX TOKYMEHTOB O BBIaue JIeI U3
XpaHWINILA BO BpEMEHHOE MOJIb30BAHUE

Tema 2.

4. Ilposepka nanuuus u cocmosanus oe

Coaep:xkanue

O0wee moJioxkeHHe 0 NPOBEPKe HATUYHUS U
COCTOSIHUSI IOKYMEHTOB M e

TepMuHONOTHYECKas 6a3a MPOBEPKH, HATUYNS 1
COCTOSIHUS /1€, LIeNN U 3a7a9H, IPOBEPKH, HATTUIHUS U
COCTOSIHHUS JIEJ, IEPHOJNYHOCTH €€ IPOBEICHHS

MeToauka npoBeeHUsi NPOBEPKHU, HAJIUYHUS H
COCTOSIHUSI ieJ1

ITopsinox mpoBeneHus POBEPKH, HATUYHUS U COCTOSIHUS
JIeJ1, IOSTAITHBIA OJIX0/] K IPOBEPKE HAIUUUS U
COCTOSIHUSA JieN, (hopMa aKTa IMPOBEPKHU, HATHIHS U
COCTOSIHUS JIeJ, PEKBU3HUTHI aKTa, MOPSAI0K 0POpMIICHUS
aKTa POBEPKH, HAIMYUS U COCTOSIHUS eI

MeponpusiTusi 10 pe3yJbTaTaM NPOBEPKU HAJIMYUSA U
COCTOSIHUSI /1eJT

3aBepIeHNe MPOBEPKH, HATIMYUSA U COCTOSHUS JIEIT,
CHSTHE ApXUBHBIX JIOKYMEHTOB C y4€Ta. AKT O HE
0oOHapyKeHNH JOKYMEHTOB, ITyTH PO3BICKA KOTOPBIX
HCYEPIIaHBI

6 mom uuciie npaKkmu4eckKux 3aHAMUIL:

Ne31. AHamm3 MpakTUIECKUX CUTYalluid ¥ BBISBICHUS

HapyIIECHUHA B OPraHU3aIM{ TOATOTOBUTEIHHOTO H
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OCHOBHOT'O 3TaIlOB MPOBCACHUS MPOBECPKU, HAJTUIHNA U
COCTOAHNA JOKYMCHTOB U JCJI

Ne32. Ocopminenne n1ucTa NPOBEPKU HATUYHS U
COCTOSIHUS IOKyMEHTOB U Jien B apxuBe. OgopmiieHne
JIMCTa-3aMECTHUTEIIS I JOKYMEHTOB, BDEMEHHO
OTCYTCTBYIOIIUX B OHIE, 0POopMIICHHE aKTa IPOBEPKU
HaJIMYHsI ¥ COCTOSHUSI JOKYMEHTOB U JIET,
JOKyMEHTHPOBAHHE MPOLETYPHI CHATHS TOKYMEHTOB C
yuéra

Tema 2.

5. Co30anue cmpaxoeozo ¢ponoa 0cobo yennvix

00KyMeHmo8 u honoa nonv3oeanus

Coaep:xkanue

CrtpaxoBoii ¢pona u GpoHI HCMOIL30BAHUS
XapaKkTepuCTHKa YHUKAJIBHBIX U 0CO00 IEHHBIX
JoKyMeHTOB. Llenb coznanus ctpaxoBoro GoHAa U
¢donna monp3oBanus. OTOOP TOKYMEHTOB ISl CO3JaHUS
ctpaxoBoro (oHaa U HOH/A MOIB30BaHUA. MeToIuKa
co3manus ctpaxoBoro (ouma. Opranusaiys padboT 1Mo
MUKPO(UIEMUPOBAHHIO U OLU(PPOBAHUIO JOKYMEHTOB,
HeoOxoanMoe obopyaoBanue. THIOBOM
TEXHOJIOTUYECKHH PErIaMeHT CO3AaHMsT MUKPOKOTH
JOKyMeHTOB. [TopsIoK mepeaadn Aei Ha CTPaxoBoe
KOMUPOBAHHUE, YUET U XPAHCHUE CTPAXOBBIX KOMHU U
¢onya nmonp3oBaHus. Brinaua MUKpO(GHIHLMOB B
YHUTAJIBHBIN 3aJ1, TPOBEpPKa HAINYUS U COCTOSIHUSL.
TexHuueckuii KOHTPOJIL CTpaxoBoro Gouaa u GoHma
nosp3oBanus. [lepenaua ctpaxoBoro ¢oHaa Ha
cneuuanbHoe xpaneHue. OpopmieHHe BPEMEHHOTO
BBIBO3a 32 JOKyMEHTOB ApxuBHOTO (oHma Poccuiickoit
Denepanun 3a pyoex

6 mom Hucijie npaKkmu4ecKux 3aHaAmuIlL:

Ne33. Kpanudukanus JOKyMEHTOB Kak 0CO00 IIEHHBIE
WIH YHUKAaJbHEIE. PelieHre mpakTHIecKuX CUTYAIHiA 1o
BEISBIICHUIO HApPYIICHUH B KBAM(PHUKAIAN TOKYMEHTOB.
MonenmupoBaHHe TPaKTHYSCKUX CUTYAIHUH 110 TIepenayde
JIeTl Ha CTPaXxoBOEe KOMHUpoBaHue. JJOKyMEeHTallMOHHOE
obecrieueHne nepenadyu Jiej Ha CTPaxoBoe KOMMPOBaHUE.

Ne34. Pemenne npakTHYECKUX CUTYAIUH 110 BBISBICHUIO
HapyLIEeHUH B IpoLecce CO31aHuUs CTPAX0BOro GoHIa U
¢donya nonb3oBaHus. [IpoBeieHre MpakTHIECKUX padoT
II0 CO3JJaHUIO AJIEMEHTOB CTPAaxoBoro GpoHaa 1 GpoHIa
nons30BaHusA. OdopMireHne TOKyMEHTOB s
BPEMEHHOT'0 BBIBO3a IOKYyMEHTOB ApXHBHOTO (hoHIA
Poccun u3 crpansl

Tema 2.

6. Obecneuenue husuKo-xumuuecKkoil cCOXpannocmu

0OKYMEHm 08

Coaep:xkanue

IIpoBepka TeXHHYECKOro U (PU3UKO XUMHYIECKOT0
COCTOSIHUSI ADXHUBHBIX JOKYMEHTOB

OueHka (hU3NUECKOTO COCTOSHHS JTOKYMEHTOB,
CIUIONIHAS U BBIOOPOYHAs NPOBEPKa (PU3NIECKOTO
COCTOSTHHSL IOKYMEHTOB, opopmIleHHE €€ pe3yIbTaToB.
BrraBnenue nokymMeHToB ApxuBHOTO (oHIa Poccuiickon
Deneparyy, HAXOJAMNXCS B HEYAOBIETBOPUTEIHLHOM
(PU3NIECKOM COCTOSIHUH, U HEUCIIPABUMO
MOBPEXIEHHBIX APXUBHBIX JOKYMCHTOB

Tunosasi HOMeHKJIaTypa AedeKToB

Pa3paboTka HOMEHKIATYPHI 1ePEKTOB MOBPEKICHUI
TEKCTa M HOCUTENCH nHPpopManuu, OYKBEeHHO-IU(PpOBast
uHaekcanus nepextoB. OCHOBHBIC OMOJIOTMYCCKHE

BpCAUTCIIN apXUBHBIX JOKYMCHTOB. BI/IOHOBpe)KL[eHI/IH
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JTO0KyMeHTOB. OcOOEHHOCTH MUKPOKJIMMaTa apXUBOB,
CHOCOOCTBYIOIINX TTOPAXKEHHIO JTOKYMEHTOB
OMOIIOTHIECKUMH BpeauTeIsIMU. JleeKTsl Oymaru,
JeeKThl TEKCTa

Obecneyenue Gpu3nKO-XMMHYECKOH COXPAHHOCTH
JAOKYMEHTOB

Om3uKO-XUMHUYECKas ¥ TeXHUIecKas o0paboTka
apXuBHBIX TOKYMeHTOB. [Ipodunakrnieckue
MEpOIPHUATHS, CIOCOOCTBYIOIINE (PU3NKO-XUMHYECKOH
COXPaHHOCTH JOKYMeHTOB. OpraHuzanus Ae3nH(peKIun
U JIC3UHCEKIIMU TOKYMEHTOB

6 mom Hucjie npaKkmu4ecKux 3auamuil:

Ne35. TIpoBenenne oneHKH (HU3NIECKOTO COCTOSHUS
Pa3IMuHBIX 00pa310B JOKYMEHTOB CIUIOIIHBIM U
BBIOOPOYHBIM criocoOoM. KBamudukaiys 10KyMEHTOB,
HaXOJISIUXCS B HEYJOBJIETBOPUTEIHLHOM (PU3UUECKOM
COCTOSIHHH, U HEHCITPABUMO MOBPEIKAEHHBIX

Ne36. PazpaboTka mpoeKTOB HOMEHKIATYP NSPEKTOB U
TIOBPEXICHUH TEKCTa MM HOCUTEINS HH(POPMALIHH.
3arnoaHeHHEe KapTOUKY MOBPEXKICHUS TEKCTA ApXHUBHOTO
JOKYMEHTA, 3aMI0OTHCHHE KapTOUKHU ITOBPEKACHHS
HocuTensd HHpopMaIH, ohOopMIICHHE TOKYMEHTOB,
(UKCHPYIONINX MOBPEKACHUE TEKCTA WIIM HOCUTEIS
AJIEKTPOHHBIX aynuo, Buaeodona, Gporo u npyrux
apXMBHBIX JOKYMEHTOB

Ne37. KBanudukanus neekroB Oymaru u TeKcra,
COTJIaCHO pa3paboTaHHOI HOMEHKJIATYpE, PEIICHUE
MPaKTHYECKUX CUTYaIMi 110 KBaJU(DUKaUU
OMOJIOrMYECKUX BPEIUTENEH, ApXUBHBIX JJOKYMEHTOB,
OMONIOBPEIKICHNUIT, TOKYMEHTOB, HApYLICHHI
MHKPOKJIMUMATa apXHBOB

Tema 2.

7. Ocnogvl Koncepsayuu u pecmaspayu 0OKyMenmog

Coaep:xkanue

OCHOBBI METOIUKH KOHCEPBALMH U CTAOMIU3ALUMN
ApPXMBHBIX IOKYMEHTOB

OCHOBBI KOHCEpPBALIMK JOKYMEHTOB, PEXXKUM XpaHEHUS
cTaOMIIH3anuy, pecTaBpaus, CTaOMIH3anus TOKYMEHTOB
Ha TPaJUILMOHHBIX U TEXHOTPOHHBIX HOCUTENSIX IO
OTHOILICHUIO K (I)PBI/IKO-XI/IMI/I‘IeCKI/IM, 6I/IOHOFI/I‘~IeCKI/IM u
MeXaHH4eCKUM (GaxkTopaM. Y CIOBUS XUMHUYECKON
CTaOMIIM3aIINH, PECTABPALIUH TEKCTOB. TexXHOIOTHs
peCTaBpaum/I u KOHCGpBaHI/II/I HOKyMeHTOB Ha
Tpa;munom-mx nu TeXHOTpOHHHX HOCUTECIISAX

B TOM YMCJi€¢ MPAKTUYCCKUX 3aHSATHIA:

No38. IIpoBeneHwue mpoueayp KoHCepBaIluu
NOBPEKIAEHHBIX apXUBHBIX JOKYMEHTOB. [IpoBeneHue
MIPOIETyp CTAOMIN3AIMY TOBPEKIEHHBIX apXUBHBIX
JIOKYMCHTOB.

Ne39. TIpoBenenne pecraBpalOHHBIX paboT ¢
JOKyMEHTaMH, UIMEIOIMMHU (pU3NYEeCKOe HapyIICHHE
TEKCTa Wik Hocuresst uHpopmaru. [IpoBenenne
IIPOLEeTyp BOCCTAHOBIIEHHSI JOKYMEHTOB C IIPU3HAKAMU
HCCYIICHUSI.

Ne40. ITpoBenenwue mporeayp BOCCTAHOBJICHUS
JOKYMEHTOB C HAPYIICHUEM BJIAYKHOCTHOTO PEIKHAMA
xpadenus. [IpoBeeHre MPOLEayp BOCCTAHOBICHHUS
3anbUICHHBIX JTOKYMEHTOB

Koncyabrannu

2 ak.uac.

HpOMe)KyTO'—lHaﬂ aTTreCcTanus

3 ak.uac. Dxzamen
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Bcero 42 42 16
Koncyabrauuu | 2 ax. uac.
IIpomesxkyTouHasi aTTecTanus | 6 ax.uac.
Bcero mo moxysmio (MAK) | 96 ax.uac.

2.4. CTpykrypa u TpyaoeMKocTs npaktuku: YI1.02 YueOnas npaktuka (O3HakoMuTeJIbHAS MO
npo¢ecCHOHATBLHOMY MOAYJII0: OPraHU3AIUA TEKYIIero XpaHeHusi JOKYMEHTOB U OAT0TOBKA J1eJl
JJI1 TIepeIavyu B AapXUB)

Cemectp dopma npoBeneHAS Crioco6 mpoBeneHus [IpomomxuTeTbEHOCTH
(paccpedomouennas, (cmayuonapHasi, évie30HAs) (ax.u.)
KOHYEHMPUPOBAHHAS)
2 KonuentpupoBannas CraunoHapHas 72
2.5. Copnepxanue mnpaktuku: YII.02 VYyeOnas mnpakrtuka (O3HAKOMHUTEJBHAsA 1O

npogeccHoHATbHOMY MOAYJIIO: OPraHU3ALMS TEKYIIero XpaHeHHus JOKYMEHTOB U MOAr0TOBKA J1eJ1
JJIA Tiepeadu B APXHUB)

[TpakTika B moaHOM 00BEME peanu3yercs B (hopMe MPaKTUIECKON MOATOTOBKH.

Ne

Pasznensr (3Tambn)
MPAKTUKH

Buzp! paboTsl, B TOM 4ncie B GopMe NpaKTHIECKOH
HOJTOTOBKU

[IpoOKUTENBEHOCTD
(ak.4.)

ITonroroBuTeNBLHBIN dTAI

1.1. Ha mepBOM 3aHATHH O00YJArOIIIMCS
Pa3BACHAIOTCS: TIeTb U 3a7a4l, COJCPKAHNE
MIPOTPaMMEI, BUIBI paOOT, TUIAHUPYEMBIE PE3YIIbTATHI
MIPOXOKICHUS yIeOHOW PAKTUKH, BPEMsI U MECTO
NPOBEIEHUS TPAKTUKH, TIOPAJOK IIPOBEACHUS
IIPOMEXKYTOUHOM aTTECTALMHU.

1.2. BBOJHBIN HHCTPYKTaX 1O TEXHUKE
6e30macHOCTH.

1.3. TpeGoBaHus K OpraHU3aIMU pabOYEro MeCTa B
nepuoJ yaeOHOH MPaKTHKH.

1.4. TpeGoBaHHS K TPYIOBOH AUCIHUILINHE B TIEPHOL
y4eOHOI MPaKTUKH.

1.5. O3HakoMIIeHHE C TpaBUIIaMHU BHYTPEHHETO
pacnopska 1 J0KalnbHOM JOKyMeHTaluen
VYuusepcurera, M1 Kosnienxa oTHOCHTENBHO
MIPOXOXKICHUS yueOHON PAaKTHKH B (hopme
MIPAKTUIECKOH MOATOTOBKH

OCHOBHOH 3TaIn

2.1 BeimomHeHHE BUIIOB pabOT B COOTBETCTBHH C
y4eOHO ITporpamMmoii:

[lepBUYHBII HHCTPYKTAX IO TEXHUKE OE30MaCHOCTH
Ha pabodeM MecTe.

OdopmiteHre TOKYMEHTAILUH C COOIII0AEHIEM
€/IMHBIX TPEOOBAaHMUH M NPaBHI B COOTBETCTBHH C
I'OCT P 7.0.97-2016.

HanuonansHslil cranaapt Poccuiickoit denepanuu.
Cucrema cTaHiapToB M0 HH(POPMAIHH,
OMOTMOTEYHOMY M M3JIATEIbCKOMY JIETY.
OpraHu3anuoHHO-PACIOPIIUTENIbHAS
JokyMmeHTtaius. TpeGoBaHus K 0(OPMIICHHIO
JOKyMEHTOB

PaboThI ¢ mooxkeHneM 00 apXruBe OpraHU3AIHH.

66
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OdopmiteHIE PEKBU3UTOB TOKYMEHTOB.
[poekTupoBaHue GIAHKOB TOKYMEHTOB.
Cocrasnenne U 0hopMIICHHE OTACTBHBIX Pa3/IeoB
HOMEHKJIATypPBI Je.

®dopmupoBaHue aei, OpOIIIOPOBKa JOKYMEHTOB B
Jena.

CocraBiieHHE 3ar0JI0BKOB, JOKYMEHTOB H JIElI.
[TpoBeneHne 3KCHEPTU3BI LEHHOCTH JOKYMEHTOB C
HCTIONB30BaHUEM TICPEYHSL.

OdopmiteHre TOKYMEHTOB 3KCIIEPTHOH KOMUCCHH.
PaboTHI 0 ONHMCaHUIO JOKYMEHTOB H JIElI.
CocraBneHue u o(popMIIEHHE OIHCH JIelT
MOCTOSIHHOTO M BPEMEHHOT'O XPaHCHHSI.
CocraBlieHHE CIIPaBOYHOTO aIlIapara OIICH.
CocraBiieHHE YYETHBIX JOKYMEHTOB apXUBa.
Pabota 1o cocTaBineHUIO JOKYMEHTOB IIpU IPHEME U
nepeaavye JOKyMEHTOB B apXUB.
JloKyMEeHTHUpOBaHHUE IPOLEAYPHI TPOBEACHHUS
MPOBEPKH HAJIMYUS U COCTOSIHHUSI JOKYMEHTOB U JIea.
Pabotsl o obecnieyeHnto GPU3NKO-XUMHYECKOH
COXPaHHOCTH JOKYMEHTOB.

CocTraBlieHHE OTBETOB HA 3aIPOCHI FPaK/IaH.
PaboThl 10 BBISBICHHIO HAPYIICHHS PEXKUMA
XpaHEeHUs JOKYMEHTOB.

PaboTbI 10 BBISBICHHIO HAPYIICHUI B METOIUKE U
O(bOpMJ'IeHI/II/I BbIa41 JOKYMCHTOB apXuBa.

3 3aKIIOYATENLHBIN TAl: 2

3.1 | KoncynpTanus KoncynbTupoBanue 00y4aromuxcs Mo HOPSIKY 1
HPOXOXKJICHUS TPOMEKYTOUHOM aTTecTaluu B popme
. 3a4era (BBIOIHEHHE KOMIUIEKCHON
MIPAaKTHYECKOH PabOThI): BO3MOKHbIE THITOBEIE
omunOKH, TpeOOBaHUS K OpraHU3aINU pabovero
MecTa, COOJI0JIeHNe TaliMUHTa, COOII0ICHNE
TEXHHUKH 0€30MaCHOCTH, KPUTEPUH OLICHUBAHMS
paboTHI 1 Jp.

3.2 | IlpomexxyTouHas BrInoHeHne KOMIUIEKCHON TPaKTHYECKOH paboThI 1
arrecranys B popme
muddepeHINPOBAHHOTO
3ayeTa

2.6. Crpykrypa u Tpyaoemkocts mnpaktuku: [III1.02 IIpousBoacTBeHHasi NPaKTHKA
(Texnonoruyeckass mo mnpodeccHOHAJIBLHOMY MOIYJIIO: OPraHM3alMs TeKYyIlero XpaHeHus
JOKYMEHTOB M MOJATOTOBKA J1eJ1 /ISl llepelauy B apXHUB)

Cemectp dopma poBeACHUS Crioco6 mpoBeeHus [Tpo1omKUTENEHOCTD
(paccpedomouennas, (cmayuonapmas, evie30nas) (axk.u.)
KOHYEeHMpUpOBaHHAsl)

2 KonuenTpupoBanHnas CranuoHapHas 144

2.5. Conepxanue npaxktuku: III1.02 IlpomsBoacrBenHas npaxkTuka (TexHosiormueckass mo
npogeccCHOHATBHOMY MOAYJIIO: OPraHU3ALMA TEKYILIero XpaHeHUsI JOKYMEHTOB U IIOAr0TOBKA JeJI
JJIs1 IepeIavyu B ApXUB)

[TpakTrka B OJHOM 00BEME peanu3yercs B popMe MPaKTUIECKON MOATOTOBKH.
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Pasznensr (3Tambn)
MPAKTHKH

Buer paboTsl, B TOM umcie B hopMe IPaKTHYECKON
MIOJITOTOBKH

IIponomKUTENBHOCTD
(ak.u.)

IToaroToBUTENBHEIN dTAIT

1.1. Ha opraan3aiiuoOHHOM COOpaHHH 00yYaroIInMCs
Pa3bACHSIIOTCS: LENb U 33/1a9H, COJCP)KaHNE
MIPOTPaMMBI, BUIBI paboT, IITAHUPYEMBIE PE3YJIbTATHI
MIPOXOX/ICHUS TIPOU3BOJCTBCHHON IIPAKTHKH, BPEMS
1 MECTO NPOBEACHUS MPAKTUKH, TIOPSATOK ITOTYICHUS
HEOOXOIUMON OTYETHON TOKyMEHTAIUH, TPEOOBAaHHUS
K OTYETHBIM JOKyMEHTaM I10 IPOU3BOACTBEHHOM
MIPaKTHKE, ITOPSI0K, (POpMa M CPOKH UX
MIPECTaBICHHUS, IOPSIOK IPOBEACHUS
MIPOMEKYTOUHOM aTTEeCTallUU, PYKOBOJCTBO
IIPaKTUKOM.

1.2. BBOJHBIN HHCTPYKTAX 10 TEXHUKE
0€30MacHOCTH.

1.3. TpeboBaHus K OpraHU3aINH PadOYETO MECTa B
TIepHOA PON3BOJICTBEHHOH MPAKTHKH.

1.4. TpeboBaHHS K TPYIXOBOH AUCIMIUINHE B TIEPHOL
TIPOU3BO/ICTBEHHOH NMPAKTHKH.

1.5. O3HakoMmIIeHHE C TIpaBHJIaMU BHYTPEHHET O
pacnopsika u JOKaJlbHOW TOKyMEHTaluen
OTHOCHUTENIFHO POXOKACHUS IIPOU3BOJCTBEHHON
MIPaKTHKH B popMe MPaKTHYECKOH MOATOTOBKHU 110
MECTY MPOXOXKACHUS MPAKTUKH.

OCHOBHOM 3TaIt

2.1 OdopmIieHre Ha TPONU3BOJICTBEHHYIO ITPAKTHKY
10 MecTe ee MPOXOKIACHNUS;

2.2 IlepBUYHBIN HHCTPYKTAXK IO TEXHUKE
0e30I1aCHOCTH;

2.3 3HaKOMCTBO C MECTOM MPOXOXKIEHUS
TIPOM3BO/ICTBEHHOH MTPAKTHKH, KOPIIOPATUBHOM
KYJIBTYPOH, PEKUMOM PabOThI, JOJDKHOCTHBIMU
00SI3aHHOCTSIMH JICJIONPOU3BOIUTEINS, pAO0UNM
MECTOM, PYKOBOJHTEIEM IPAKTUKHU OT MPEIIPUATHL
U JIp.

2.4 BeImToTHEHNE BUIOB Pa0OT B COOTBETCTBHH C
y4eOHOI1 TporpamMMOoii:

AHanu3 IeHCTBYONIETO 3aKOHOJaTeNILCTBA B
00J1acTH apXHBHOTO JIeJa.

AHanu3 ccTeMbl XpaHEeHHS JIOKYMEHTOB U JIeT B
MIEPHOJT NCTIOTHEHNS B KOHKPETHOI OpraHu3aIiiy.
AHanu3 UCNOIb30BaHUS IEPEUHEN ITPU COCTABJICHUU
KJIacCU()UKAaTOPOB M HOMEHKIIATYP JET KOHKPETHOH
OpTaHU3aIHH.

CocraBieHne HOMEHKIIATYPHI JIET.

[Ipuém u pasmeleHre JOKYMEHTOB B apXUBE.
HcnonHenue conuanbHO-NIPABOBBIX 3aIPOCOB
TpakaaH.

OOciry)KMBaHNE TIOCETUTENEH B YUTAILHOM 3aJ1e
apxuBa.

IIpuém u BbIIa4Ya JOKYMEHTOB 10 TEXHOJIOTHUECKON
LIETI0YKE «apXMBOXPAHMIINIIE- YUTAIBHBIN 3aJ1-
HCCIICIOBATEIIbY.

VY4acTie B KOHCEpPBALUU U PECTABPALUU aPXUBHBIX
JOKYMEHTOB.

VYdacTue B IPOBEAECHUH 3KCIEPTH3bI LICHHOCTH
JOKYMEHTOB C UCIIOJIb30BaHHEM NEPEUHS.

Ot16op MarepuanoB Ha NOCTOSIHHOE XpaHEHHE.
CocraBneHune nepeyHs Aeil, HOAJIEKAIINX Mepeiade
Ha MTOCTOSTHHOE XPaHCHHE.

138
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CocraBieHne MpoekTa akTa 0TO00pa JOKYMEHTOB U
JIeTl K YHUYTOXKEHHUIO.

VYuactue B pa3pabOTKe U BBEJCHUH
KIaccu(ukaTopoB Tabenel 1 IpyTrux CIpaBOYHIKOB
0 TOKYMEHTaM OpTaHHU3aIliH.

CocraBneHue y4€THBIX JOKYMEHTOB B apXUBE.
VYyacTie B IpoBepKe HATMYUS H COCTOSHUS
JOKYMEHTOB H J€7I.

OdopmiieHre 3aBepUTENLHOM HAIMCH, BHYTPEHHEH
OITHCH, 00JIOKEK, JIET TOCTOSTHHOTO U BPEMEHHOTO
XpaHCHUSI.

CocraBneHne akTa NPOBEPKH HAJIMYHSI JOKYMEHTOB.
2.5. Coop nH(pOpMAIIH AT OTICTHON
JOKYMCHTallun

2.6. OmnpeneneHue npodIeM u

2.7. CocTaBiieHUE OTYETHBIX JOKYMEHTOB 110
MIPOU3BOJICTBEHHOM MPAKTHUKE U MIOATOTOBKA K
samure/nud.3aqery.

3 3aKITIOUUTENBHBIN dTAI: 2

3.1 | KoncynpTranus KoHncynbTupoBanue 00yJaromuxcs Mo IOPsIKY 1
MIPOXOXK/ICHUS TPOMEKYTOUHOU aTTecTanuu B hopme
mud.3auera (3amuTa OTYSTHON JOKYMEHTAIIHHN):
BO3MO)KHBIC THITOBBIE OIITMOKH, COOIOCHNUE
TaliMUHTa, KPUTEPHUHU OLICHUBAHUS pabOTHI U JIp.

3.2 | IlpomexxyTouHas 3amura OTYETHON JOKYMEHTAIUH 110 1
arrecranus B popme Ipou3BoACTBeHHOM nmpaxtuke I1I1.01
nuddepeHINPOBAHHOTO
3ayera

Kouncyabranum | -
Ipome:xxkyTouHnasi | 2 ax.uac.
aTTecTalusa
Bcero mo moxymwo | 216 ax.uac.
(ITpakTuKa)

KoncyabTamuu | 4 ax. uac.

[pome:xxyrounasi | 8§ ax.uac.
aTTecTalus
Bcero mo moxymio [IM.02 | 324 ax.uac.

3. KoHTpO/Ib M OLIeHKA Pe3y/1bTATOB 0CBOCHHUS NMPO(eCCHOHATBHOI0 MOAYJIA

Texymmii KOHTPOJIb YCIIEBAEMOCTH U MPOMEXYTOUYHAs aTTecTalus OOydYaloIIMXCsl B PaMKax KaXKI0Tro
MJIK ocymecTBasIOTCS ¢ MPUMEHEHHEM OIIEHOYHBIX MaTepHalIOB MO MPO(ECCHOHATBHOMY MOJYIIO
(mpunoxkenne Ne 1 - Ne 2 k paboueil mporpamme HpodeCCHOHATBLHOTO MOJYJS), BKIFOUYAIOIIMX
OTKPBITYIO (JJOCTYIHYIO K OIyOJIMKOBAaHHUIO) U 3aKPBHITYIO (HE pa3MellaeMyio B CBOOOJHOM JIOCTYIIE)
YacTH.

4. YcJioBuUS peaju3anuu NporpaMmMsel npogeccuoHaIbHOro MOYJIf

4.1. YueOHO-MeTOANYEeCKOEe U HH(POPMALMOHHOE o0ecneYeHue peajan3annu npogeccuoHaJIbLHOIro
MOy

4.1.1. OcHoBHas1 UTEpaTYypAa:

M/K.02.01 Cucmemamuzayus u opeanuszayus OnepamueHo20 XPaneHus 00OKYMeHmMo8 U N0020moeKa
oell 011 nepeoadu 8 apxue

1. lllyBamoBa, H. H. OcHOBBI nen0NMpOM3BOJCTBA: YUYEOHUK JJIsi CpEIHEro MpodecCHOHATHHOTO
obpazosanus / H. H. Illysanosa, A. 10. BanoBa; mox o6meit pegakuueir H. H. [llyBanoBoii. — 3-e
u3., nepepad. m gon. — Mocksa: MznarensctBo FOpaiit, 2025. — 355 ¢. — (Ilpodeccronanbroe
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obpazoBanue). — ISBN 978-5-534-20344-8. — TekcT: anekTpoHHbii / OOpa3zoBarenbHas miatdopma
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/560787 (nara obpamenus: 10.02.2025).

2. I'pozosa, O. C. [lenonpon3BoIcTBO: yUeOHUK VISl CpEIHEr0 MPOPECCHOHAIBHOTO 00pa3oBaHuUs
/0. C.T'po3oBa. — 2-e u3a. — Mocksa: U3narensctBo FOpaiit, 2025. — 131 c. — (IIpodeccuonanbroe
obpazoBanue). — ISBN 978-5-534-15986-8. — Tekct: anekTponHblii / OOpa3zoBarenbHas miatdopma
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/563440 (nara obpamenus: 11.02.2025).

3. Hoponuna, JI. A. JlokyMeHTallMOHHOE OOECIEeYCHUE YIPABICHUS: YYCOHHK M MPAKTHKYM IS
cpennero nmpodeccuonabHoro oopazopanus / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢ 3., nepepad.
u non. — Mocksa: UznatenscTBo HOpaiit, 2025. — 270 ¢. — (IlpodeccrnonansHoe oOpa3oBaHue). —
ISBN 978-5-534-16017-8. — Tekcrt: anexTponHsIii / O0pa3oBarenpHas miatdopma FOpaiiT [caliT]. —
URL: https://urait.ru/bcode/563264 (nara obpamenus: 11.02.2025).

VII.02 Vuebnas npaxmuka (O3nakomumenvuas no npoghecCuoHarbHOMY MOOYIIO: OpPeaHU3ayusl
meKywe2o XpaneHus 00OKYMeHmo8 u no020mosKa 0ell 0l nepedadu 8 apxus)

1. 'po3oBa, O. C. Jlenomnpou3BOACTBO: YUCOHUK IJIs CpeIHEero nmpodeccuoHansHoro oopasosanus / O.
C. I'pozoBa. — 2-¢ u3n. — Mocksa: M3marensctBo FOpaiit, 2025. — 131 ¢. — (IlpodeccuonansHoe
obpazoBanue). — ISBN 978-5-534-15986-8. — Tekct: anexTponHslii / O0pazoBarenbHas miatdopma
FOpaiit [caiiT]. — URL: https://urait.ru/bcode/563440 (nara o6pamenus: 11.02.2025).

2. loponnna, JI. A. JloKkyMeHTalMOHHOE OOECIeUYEeHUE YNPaBICHUS: YYCOHHK M TPAKTHUKYM JJIst
cpenHero npodeccuonanbHoro oopazosanus / JI. A. Jloponuna, B. C. UputukoBa. — 2-e u3z., nepepaod.
u jgon. — Mocksa: UznatensctBo KOpaiit, 2025. — 270 ¢. — (IIpodeccronanbnoe obpazoBaHue). —
ISBN 978-5-534-16017-8. — TekcT: anexkrponHslii // OOpa3oBarenbHas miuatgopma FOpaiit [calfT]. —
URL: https://urait.ru/bcode/563264 (nara obpamenus: 11.02.2025).

3. lllyBanoBa, H. H. OcHOBBI [e10NpOMU3BOJACTBA: YYEOHUK ISl CPEIHEro MpO(ecCHOHATBHOTO
obpaszoBanus / H. H. lllyBanosa, A. 0. lBanoBa; nox oOmeit pegakuueir H. H. llyBanoBoit. — 3-e
u3[., nepepad. u gon. — Mocka: NU3garensctBo FOpaiit, 2025. — 355 ¢. — (IIpodeccuonansHoe
oOpazoBanue). — ISBN 978-5-534-20344-8. — TekcT: anekTpoHHbIH // O6pazoBaTenbHas niaardopma
FOpaiit [caiiT]. — URL: https://urait.ru/bcode/560787 (nata o6pamenus: 10.02.2025).

IIL.02 [lpouszsoocmeennas npaxkmuxa (TexHonocuueckas no npogeccUoOHAIbHOMY MOOYIIO:
opeanu3ayus mexyuwje2o Xpanenuss OOKyMeHmos U n0020mosKa 0ejl 0 nepeoadu 8 apxue)

1. I'po3oBa, O. C. Jlenonpou3BoACTBO: YIEOHHK JyIsl CpeaHero npodeccunoHanbHoro oopazosanus / O.
C. I'po3oBa. — 2-e uzn. — Mocksa: U3narensctBo FOpaiit, 2025. — 131 ¢. — (IlpodeccuonansHoe
oOpazoBanue). — ISBN 978-5-534-15986-8. — Tekcr: anexTpoHHbli // O6pa3oBarenbHas miardopma
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/563440 (nata obpamenus: 11.02.2025).

2. NoponuHa, JI. A. JlokymMeHTanMOHHOE oOecredyeHue YINpaBieHUs: YUeOHUK U MPAKTUKYM IS
cpennero nmpodeccuonanbHoro oopazosanus / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢ u3., nepepad.
u non. — Mocksa: UznatenscTBo HOpaiit, 2025. — 270 ¢. — (IlpodeccrnonansHoe oOpa3oBaHue). —
ISBN 978-5-534-16017-8. — Texkcrt: anexktponHsiil // Obpa3oBatenbHas argopma KOpaiit [caifT]. —
URL: https://urait.ru/bcode/563264 (nata o6pamenns: 11.02.2025).

3. llyBanoBa, H. H. OcHOBBI [eN0ONpOM3BOJCTBA: YYEOHUK AN CPEeTHEro MpogecCHOHATHLHOTO
obpazoBanus / H. H. IllyBanosa, A. FO. NBanoBa; nox obmeit penakuueir H. H. [llyBanoBoii. — 3-e
u3., nepepad. u mon. — Mocksa: UznatensctBo HOpaiit, 2025. — 355 ¢. — (IlpodeccuonanvHoe
obpazoBanue). — ISBN 978-5-534-20344-8. — TekcT: anexTpoHHbIH / O6pazoBarenbHas miaardopma
FOpaiit [caiiT]. — URL: https://urait.ru/bcode/560787 (nara o6pamenus: 10.02.2025).

4.1.2. JlonoJHATEJIbHAS JIUTEPATYypa:
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MIK.02.01 Cucmemamuzayus u opeanuszayus OnepamudHo20 XpaneHuss 00OKYMeHmo8 U no020moseKa
oell 011 nepeoadu 8 apxue

1. Ky3nenos, 1. H. JlokymeHTarimoHHOE 0OCECIICUCHHE YITPABICHUS MTEPCOHAIOM: YUSOHUK U
MPAKTUKYM JUIsl cpeiHero npodeccronanbHoro oopasosanus / M. H. Ky3znenos. — 3-e u3., nepepad.
u gom. — Mocksa: M3narensctBo FOpaiit, 2025. — 397 ¢. — (IlpodeccrnonansHoe oOpazoBaHue). —
ISBN 978-5-534-09155-7. — Tekcrt: anekrponHsiii // ObpazoBatenbHas miardopma FOpait [caiiT]. —
URL: https://urait.ru/bcode/562296 (nata ob6pamenus: 11.02.2025).

2. bant, B. C. JlokxymeHTanmonHoe odecriedeHue ynpasieHus. KOpunnueckas TeXHUKA: y4eOHUK IS
cpennero npodeccuonaabHoro oopazosanus / B. C. bsuir. — 3-e u3z., ucnp. u gon. — Mocksa:
NznatenbcrBo FOpaiit, 2025. — 89 ¢. — (IIpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-
16132-8. — Tekcr: anekTpoHHbIi // Obpa3zoBatenbHas miardopma FOpaiir [caiit]. — URL:
https://urait.ru/bcode/564505 (nara obpamenus: 11.02.2025).

3. LlemenkoBa, C. . ApxuoBenenue. Mctopus apxuBos Poccun ¢ gpeBHEHMIINX BpEMEH /10 Hayaia
XX Beka: yueOHHK 17151 cpeHero npodeccruonansHoro oopasosanus / C. U. LlemenkoBa; mox HayqHOH
penakmueii JI. H. Masyp. — Mocksa: U3narensctBo FOpaiit, 2025. — 128 ¢. — (IIpodeccrnonansHoe
obpazoBanue). — ISBN 978-5-534-12086-8. — TekcT: anexTponHslii // Obpa3oBarenbHas miaTgopma
FOpaiit [caiiT]. — URL: https://urait.ru/bcode/565795 (nara obpamenus: 11.02.2025).

4. O0 apxuBHOM gene B Poccuiickoit @enepannn: @enepanbubiil 3akoH oT 22.10.2004 Ne N 125-D3 (¢
W3MCHCHUSMHU M JIOMOJHEHUSAMH). — TEKCT: 2JIeKTpOHHBIN // ['apaHT: CIpaBOYHO-TIPABOBas CHCTEMA:
caiit. “URL: https://base.garant.ru/12137300/ (nara obpamenus: 11.08.2023).

5. O6 undopmaruu, HHGOPMAITMOHHBIX TEXHOJOTHAX U 0 3amuTe uHpopmanun: dOenepanbHblil 3aKOH
ot 27.07.2006 N 149-®3» (c M3MEHEHUSIMHU M JOMOJHEHUAMH). — TeKcT: 31eKTpoHHbIH // ["apaHT:
cnpaBouHo-nipaBoBast cucrtema: caiT. —URL: https://base.garant.ru/12148555/ (nara oOpareHus:
11.08.2023).

6. O0 yTBepKJIeHHM TNpaBWJI OpraHU3allMM XPAaHEHHs, KOMIUIEKTOBAHHUS, y4eTa M HCIIOJIb30BaHMS
JOKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit @enepanuu 1 Apyrux apxXUBHBIX TOKYMEHTOB B OpraHax
rOoCyJapCTBEHHOM BIAcTH, OpraHax MECTHOTO CaMOYINpaBJIEHUS M OpraHu3alusIx: IpHKa3
MunkynsTypsl Poccun ot 31.03.2015 N 526. — Tekct: 21eKTpoHHBIN. // ['apaHT: cripaBOYHO-IIPaBOBast
cuctema: caidT. — URL: https://base.garant.ru/71183090/ (nata obpamenwus: 11.08.2023).

4. O6 yrtBepxkaeHun llpaBuil opraHuzany XpaHEHHs, KOMIUIEKTOBaHMSA, Y4€Ta M HCIIOJIb30BAHUS
HAYYHO-TEXHMYECKOW JOKYMEHTAllM B OpraHax TOCyJapCTBEHHOW BJIACTH, OpraHax MECTHOTO
CaMOYTIpaBIICHUs, TOCYNAPCTBEHHBIX W MYHUIUNAIBHBIX OpraHM3alusAX: Mpuka3z PocapxuBa OT
09.12.2020 Ne 155 — Texkcrt: anexTpoHHBIA. // denepanbHOoe apXuBHOE areHTCTBO: cailT. - URL:
https://archives.gov.ru/documents/prik155_2020.shtml (maTa o6pamenwns: 11.08.2023).

5. O6 yrBepxaenuu [lepedns TUMIOBBIX YIPaBICHYECKHX apXUBHBIX JOKYMEHTOB, 00Opa3ylOIUXCs B
nporecce JEATETbHOCTH TOCYJapCTBEHHBIX OpraHOB, OPraHOB MECTHOTO CaMOYIpPABICHHS U
OpraHu3alui, C YKa3aHHEM CpOKOB HX XpaHeHWs: npuka3 PocapxuBa ot 20.12.2019 N 236
(3apeructpupoBano B Muntocte Poccun 06.02.2020 N 57449) — Tekct: snextporHbiid. // KoHcynpTaHT-
[Tmroc: CnpaBo4HO-IIpaBoBas cucrema. - URL:
https://www.consultant.ru/document/cons_doc LAW 345020/(nara obpamenus: 11.08.2023).

6. TOCT 7.0.97 — 2016. Haunonansuslii cranaapt Poccuiickoit @enepannn. Cucrtema cTaHIapTOB 1O
uHpopManuy, OHOIMOTEYHOMY U M3JAaTelbckoMy Jneny. OpraHu3alOHHO-PAacopsSAUTEIbHAS
nokyMmeHrtanusi. TpeGoBaHus K odopmiieHHIO JOKyMeHTOB: yTB. Ilpukazom Poccranmapra PO or
08.12.2016 Ne 2004-ct — Tekcr: anexTponHsbIii. // Koncynasrant-Ilmoc: CripaBouHO-IIpaBOBasi CUCTEMA.
— https://www.consultant.ru/document/cons_doc LAW 216461/ (nata oopamenus: 11.08.2023).

7. @enepalibHOE apXWBHOE areHTCTBO: caT. — MockBa, 2009. — URL: http://www.archives.ru (mara
obpamenus: 11.08.2023).
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8. [Topran ApxuBbl Poccum: caiit. — Mocksa, 2001. —  URL: http://www.rusarchives.ru/ (mara
obpamenus: 11.08.2023).

VII.02 Vueonas npaxmuxa (O3nakomumenvHas no npopheccuoHarbHoMy MOOYII0. OpPeaHU3AyuUs
meKywe2o XpaneHus 00KYMeHmMo8 U n0020mosKa 0ell 0Jis nepeoadu 8 apxue)

1. Ky3nenos, 1. H. JlokymeHTaIimoHHOE 0OCCIICUCHHE YITPABICHUS ITEPCOHAIOM: YUSOHUK U
MPAKTUKYM JUIsl cpeiHero npodeccronanbHoro oopasosanus / U. H. Ky3nenoB. — 3-e u3z., nepepad.
u gom. — Mocksa: M3narensctBo FOpaiit, 2025. — 397 ¢. — (IlpodeccrnonansHoe oOpazoBaHue). —
ISBN 978-5-534-09155-7. — Tekcrt: anexkrponHsiii // ObpazoBatenbHas miardopma FOpait [caiiT]. —
URL: https://urait.ru/bcode/562296 (nara obpamenus: 11.02.2025).

2. banr, B. C. JlokyMeHTalmoHHOE obecnieueHue ynpasieHus. FOpuanueckas TeXHUKA: y4EOHUK JUIs
cpenHero npodeccuonanpHoro oopazosanus / B. C. bsnr. — 3-e usn., ucrnp. u gomn. — Mocksa:
NznatenberBo FOpaiit, 2025. — 89 ¢. — (IIpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-
16132-8. — Tekcr: anekrpoHHbIi // Obpa3zoBatenbHas miardopma FOpaiir [caiir]. — URL:
https://urait.ru/bcode/564505 (nara obpamenus: 11.02.2025).

3. LlemenkoBa, C. . ApxuoBenenue. Mctopus apxuBos Poccun ¢ gpeBHEHMIINX BpEMEH /10 Hayaia
XX Beka: yueOHHK 17151 cpeHero npodeccruonansHoro oopasosanus / C. U. LlemenkoBa; o HayqHOMH
penakmueii JI. H. Masyp. — Mocksa: U3narensctBo FOpaiit, 2025. — 128 ¢. — (IIpodeccrnonansroe
obpazoBanue). — ISBN 978-5-534-12086-8. — Texkc : anexTponHslii // Obpa3oBarenbHas miaTdopma
FOpaiit [caiiT]. — URL: https://urait.ru/bcode/565795 (nara obpamenus: 11.02.2025).

II1.02 7lpoussoocmeennan npakmuxa (Texnonoeuueckas no npogeccuoHarbHOMY MOOYIIO!
OpeaHu3ayus MeKyule2o XpaneHus OOKyMeHmos u no020mosKa 0eil 011 nepedaiu 8 apxus)

1. Ky3nenos, U. H. JlokymMeHTannnoHHOE 0OecrieueHue ypaBiIeHus IEPCOHANIOM: YUeOHHUK U
NPaKTUKYM Ul cpeHero npogeccuoHansHoro oopazosanus / V. H. Ky3nenos. — 3-e u3z., nepepad.
u pon. — Mocksa: U3znarensctBo FOpaiit, 2025. — 397 ¢. — (IIpodeccuonansHoe o6pa3oBanue). —
ISBN 978-5-534-09155-7. — Texct: anexkrponHslii // OOpa3oBarenbHas miaardopma FOpaiit [caiit]. —
URL: https://urait.ru/bcode/562296 (nata obpamenus: 11.02.2025).

2. banr, B. C. JlokymMeHTallMoOHHOE obecrieueHue ynpasienus. FOpuanueckas TeXHUKA: y4eOHUK IS
cpenHero npodeccuonanbHoro oopazosanus / B. C. bsanr. — 3-e uzn., ucnp. u gomn. — Mocksa:
N3narensctBo HOpaiit, 2025. — 89 c. — (IIpodeccrnonansHoe oopazoanue). — ISBN 978-5-534-
16132-8. — Texkct: anexkTponHsbIi // ObpazoBaTtenbHas argopma FOpaiir [caiiT]. — URL:
https://urait.ru/bcode/564505 (nara obpamenus: 11.02.2025).

3. llemenkoBa, C. 1. ApxuBoBenenue. Mcropus apxuos Poccnn ¢ qpeBHENIINX BpEMEH 10 Hadaja
XX Beka: yueOHUK Juisl cpeiHero npodeccuonansHoro oopasosanus / C. U. LlemeHkoBa; moa Hay4yHOM
penakuueit JI. H. Ma3yp. — Mocksa: U3narensctBo FOpaiit, 2025. — 128 c. — (IlpodeccuonansHoe
oOpa3zoBanue). — ISBN 978-5-534-12086-8. — Tekcrt: anexktpoHHbIN // Obpa3zoBaTenbHas miargopma
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/565795 (nara obpamenus: 11.02.2025).

4.1.3. CoBpemeHHble npogeccuoHaJbHbIe 0a3bl JAHHBIX M HHG(pOPMALMOHHBIE CIPAaBOYHbIE
CHUCTEMBI:

CrpaBouHnas npaBoBas cucreMa Koncynbrantllitoc http://www.consultant.ru/
MexBy30BcKas d5iekTpoHHas Oubnumoreka (MOB) https://icdlib.nspu.ru/

HanmonanwsHast anekTponHas ounbnaroreka https://rusneb.ru/

000 «MBUC» https://dlib.eastview.com/browse

000 «3HAHUYM» https://lib.utmn.ru/tpost/mlxo816vg1 -znaniumcom

Poccuiickas rocynmapctBennas OuOmnmoreka (PI'B) https:/lib.utmn.ru/tpost/13jcthot61-
rossuskaya gosudarstvennaya-biblioteka

oUW —
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7. IPR BOOKS — URL: https://www.iprbookshop.ru/. Pexxum noctyma: mo noanucke TromI['V.
8. bubnmoreka Trom['Y — URL: https:/lib.utmn.ru/ru
9. DIIeKTPOHHO-OMOINOTEUHAS cucTreMa n3narenbersa «JIaHpy — URL:
https://e.lanbook.com/. Pexwum mocryna: mo noamnucke Trom[ Y.
10. PecypcHblii  y4eOHO-METOAMYECKUN IIEHTP 10 OOYYECHHIO WHBAIMIOB W JIMI[ C
OTpaHUYEHHBIMU BO3MOXXHOCTSAMU 370poBbsi TromI Y -https://rtmc.utmn.ru/
11. Odunmanpusiii caiit MHKIII03MBHOE BhIcHIee oOpazoBanue B Poccuu. MHpopmanms Bceit
ceTH PYMI] B Poccun - https://xn--80aabdcpejeebhqo2afglbd3b9w.xn--plai/

WHKJIIO3UBHOE00Opa3oBaHue.pd

4.2. JIuneH3M0HHOe U CBOOOJHO pacnpocTpaHsieMoe NMPOrpaMMHOe oOecriedyeHue, B TOM 4ucJIe
0TeYeCTBEHHOI0 MPOU3BO/ICTBA
LibreOffice, mnardopmsr: SAnnexc. Meccenmkep, Annexc.Tenemoct, antusupycuoe [10 Kaspersky.

4.3. MaTtepnajJibHO-TEXHHYECKOe o0ecreueHne peaju3annun npogeccuHoHaJIbLHOT0 MOIYJIA:
MIK.02.01 Cucmemamuszayus u opeanuzayusi OnepamueHo20 XpaHeHus 00OKYMeHmo8 u no020mosKa
Oell 011 nepeoadu 8 apxue

KaGuHneT apxuBHOTO Jea.

OcHoBHOE O00OpyIOBaHHE: CTOJBI, CTYJbs, pabouee MeCcTO IpernojaBaTelis, IOCKa ayJaUTOpPHAs.
Texuuueckue cpencTBa OOydYEHHs: MEPCOHAIBHBIN KOMIIBIOTEP, MPOCKTOP, 3BYKOBOH YCHIIHMTEIb,
KOJIOHKH, DKPaH.

[Tporpammuoe obOecrieuenue: tiardpopma Suaekc 360 (TETEeMOCT, MECCEHIKEp), ONeparoHHas
cucreMa AnsT O6pazoBanue, opucHbii naket Libre Office (Writer, Impress, Draw, Base, Calc, Math),
ceteBble Opay3epsl Chromium, funexc bpaysep. Obecneueno mpoBoaHoe mnoakmoueHue I1K k
nokanbHOM cetn u cetu UuTepHer, OBC, anekTpoHHO-00pa3oBaTeNbHON cpefie, K COBPEMEHHBIM
npodeccuoHanbHBIM 0a3aM JaHHBIX U HHGOPMAIMOHHO-CIIPABOYHBIM CHCTEMaM.

Jlaboparopust apXUBHOTO Jena.

OcHOBHOE O00OpyAOBaHHUE: CTOJBI, CTYyJbs, pabodyee MECTO MpernojaBaress, I0CKa ayJuTOpHas.
TexHuueckue cpeicTBa OOYYEHHs: MEPCOHATbHBbIE KOMIBIOTEPHI, MPOEKTOP, 3BYKOBOW YCHUIIHUTEINb,
KOJIOHKH, DKpaH.

[Tporpammuoe obecrieuenue: miardpopma Snaekc 360 (TeneMOCT, MeCCeHXKep), OneparoHHas
cucreMa AnsT OOpazoBanue, opucHbiil naket Libre Office (Writer, Impress, Draw, Base, Calc, Math),
cereBble Opay3epbl Chromium, fnnexc bpayszep. OGecnedeno mnpoBoaHoe mnoxakimodeHune IIK
nokanbHOM cetn u cetu Wurepner, OBC, anekTpoHHO-00pa3oBaTeNbHON cpefie, K COBPEMEHHBIM
npodeccHoHaNbHBIM 0a3aM JaHHBIX U UH(OPMAIIMOHHO-CIIPABOYHBIM CHCTEMaM.

KaGuner 151 nmpoBeieHrs TPYNIOBBIX U MHANBUIYAJIbHBIX KOHCYIbTAIIHM.

OcHoBHOE 000py/I0BaHUE: CTOJBI, CTYJbs, pabodyee MeCcTo MpernoaBaTelis, J0CKa ayIUTOPHasl.
TexHuveckne cpencTBa OOyUYEHHUS: MEPCOHATBHBIM KOMIBIOTEP, MPOEKTOP, 3BYKOBOH YCHIIUTENb,
KOJIOHKH, DKPaH.

[TporpamMHOe oOecrieyeHHe: YCTAaHOBJIEHO JIMIIEH3MOHHOE U CBOOOJHO paclpocTpaHsieMoe
IporpaMMHOE OOecledeHrne, B TOM 4YHCJe OTEYeCTBEHHOTO MpOM3BOACTBa: SHIexc.MecceHkep,
SAunexc.Tenemoct u SAnnexc./luck, antuBupycnoe I10 Kaspersky; FAR manager, opucHslii maker
LibreOffice. O6ecnieueno npoBoanoe noakiatodenue 1K k mokanbHo#t cetn u cetu Untepuer, ObC,
AIIEKTPOHHO-00pa30BaTEIbHON Cpefie, K COBPEMEHHBIM IpodeccHOHANbHBIM 0a3aM JaHHBIX |
UH(POPMALIMOHHO-CITPABOYHBIM CHCTEMaM.

Kabuner a1 npoBeieHNs: IPOMEKYTOUYHONW U UTOTOBOM aTTECTALIUU.


https://www.iprbookshop.ru/
https://lib.utmn.ru/ru
https://e.lanbook.com/
https://rtmc.utmn.ru/
https://инклюзивноеобразование.рф/
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OcHoBHOE 00OpyIOBaHHME: CTOJBI, CTYNbs, pabouee MeCcTO IMpernojaBaTelis, I0CKa ayAUTOpHasil.
TexHuueckue cpeicTBa OOy4YEeHHs: MEPCOHATIbHBbIE KOMIBIOTEPHI, MPOEKTOP, 3BYKOBOW YCHUIIUTEb,
KOJIOHKH, DKpaH.

[IporpamMmmHoe obecrieyeHHe: YCTAaHOBJIEHO JIMIICH3UOHHOE M CBOOOJHO paclpocTpaHsiemMoe
nporpaMMHoe oOecrieyeHre, B TOM YHCIIE OTEYECTBEHHOTO Mpou3BojacTBa: SHaekc.Meccenmxep,
Snnexc. Tenemoct u Snnekc./luck, antuBupycnoe I1O Kaspersky; FAR manager, oducHsiii nmaker
LibreOffice. O6ecnieueno npoonnoe noakinrodeHue I1K k ynokanbHo#t cetn u cetn UuTtepner, SbC,
3IEKTPOHHO-00pa30BaTeNIbHON cpefie, K COBPEMEHHBIM NpodecCHOHaIbHBIM 0a3aM JaHHBIX U
MH(OPMAaLIMOHHO-CIIPABOYHBIM CHCTEMaM.

Kabuner a5 opranu3anyy caMOCTOSTEIbHON M BOCIIUTATEIbHONW PaOOTHI.

OcHOBHOE O00OpyZOBaHHUE: CTOJBI, CTyJdbsi, pabodyee MECTO MpernojaBaTess, I0CKa ayIuTOpHas.
Texnuueckue cpencTBa OOydeHHUs: TEPCOHATBHBIE KOMIIBIOTEPHI, MPOEKTOP, 3BYKOBOHN YCHUIIUTEINb,
KOJIOHKH, YKpaH.

[IporpamMmMHOe oOOecrieueHHe: YCTAaHOBJICHO JIMIICH3MOHHOE H CBOOOJHO pPaclIpoCTpaHsIeMOe
nporpaMMHoe oOecrieyeHre, B TOM YHCJE€ OTEYECTBEHHOIO MNpOM3BOACTBA: SHIexc.MecceHmxep,
SAnpexc.Tenemoct u SAunekc./luck, antuBupycHoe 110 Kaspersky; FAR manager, oducHblii maker
LibreOffice. Obecrnieueno npopoanoe noaknrodeHue I1K k mokansHo#t cetn u cetu MaTepHeT, DBC,
AJIEKTPOHHO-00Pa30BaTEILHON Ccpe/ie, K COBPEMEHHBIM MPOQPECCHOHATBHBIM 0a3aM JIaHHBIX U
MH(OPMaILMOHHO-CIPABOYHBIM CHCTEMaM.

VII.02 Vuebnasa npaxmuxa (O3nHakomumenvuas no NpoQpecCUoHaANbHOMY MOOYIIO: OpSAHU3AYUSL
meKywe2o XpaneHus 00KYMeHmo8 U N0020MosKa 0ell 0 nepeoayiu 8 apxus).

Jlaboparopust apXUBHOTO Jena.

OcHOBHOE O00OpyAOBaHHUE: CTOJBI, CTYyJbs, pabodyee MeCTO MpernojaBaress, I0CKa ayIuTOpHas.
TexHuueckue cpeacTBa OOYYEHHs: MEPCOHATbHBbIE KOMIBIOTEPHI, MPOEKTOP, 3BYKOBOW YCHUIIHUTEINb,
KOJIOHKH, 9KPaH.

[Tporpammuoe oGecneuenue: miathopma SAugexc 360 (TeneMoCT, MECCEHIKep), OmepariOHHAs
cucreMa AnsT O6pazoBanue, opucHbiil naket Libre Office (Writer, Impress, Draw, Base, Calc, Math),
cereBble Opays3epbl Chromium, fnnexc bpayszep. O6Gecnedeno mnpoBoaHoe mnoxakimodeHune [IK
nokanbHOM cetn u cetu Wnrtepner, OBC, anekTpoHHO-00pa3oBaTeNbHON cpeie, K COBPEMEHHBIM
npodeccuoHanbHBIM 0a3aM JaHHBIX U HHGOPMAIMOHHO-CIIPABOYHBIM CHCTEMaM.

KaGuner 151 nmpoBeieHrs TPYNIOBBIX U MHANBUIYAJIbHBIX KOHCYIbTAIIHM.

OcHoBHOE 000pyIOBaHUE: CTOJBI, CTYJbs, pabodyee MeCTo MpernoaBaTelis, J0CKa ayIUTOPHasl.
TexHu4eckne cpencTBa OOyUYEHHUS: TMEPCOHATBHBIA KOMITBIOTEP, MPOEKTOP, 3BYKOBOW YCHIIUTEINb,
KOJIOHKH, DKPaH.

[IporpamMmmMHOe obOecrieyeHHe: YCTAaHOBJIEHO JIMIIEH3MOHHOE M CBOOOJHO paclpocTpaHsIeMoe
nporpaMMHoOe oOecriedeHre, B TOM 4YHUCJI€ OTE€YECTBEHHOIo MNpou3BojAcTBa: SHIexc.MecceHxkep,
SAunexc. Tenemoct u SAnnexc./luck, antuBupycnoe 10 Kaspersky; FAR manager, opucHblii maker
LibreOffice. O6ecnieueno npoBoanoe noaxiatodenue 1K k mokanbHoi#t cetn u cetn Untepuer, ObC,
3IIEKTPOHHO-00pa30BaTEeIbHON Cpefie, K COBPEMEHHBIM MNpo(ecCHOHANbHBIM 0a3aM JaHHBIX U
UH(POPMALIMOHHO-CITPABOYHBIM CHCTEMaM.

Kabuner a1 npoBeieHNs: IPOMEKYTOUYHONW U UTOTOBOM aTTECTALINU.

OcHOBHOE 00OpyZOBaHHE: CTOJIBI, CTYJbsl, paboyee MECTO NpenojaBaTessi, J0CKa ayJUTOpHAas.
TexHuueckue cpencTBa OOyUEHHS: MEPCOHAIBHBIC KOMITBIOTEPBI, MPOEKTOP, 3BYKOBOW YCHIIMTEINb,
KOJIOHKH, DKpaH.
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[IporpamMmmHOe obecrieyeHHe: YCTAaHOBIEHO JIMIICH3MOHHOE M CBOOOJHO paclpocTpaHseMoe
nporpaMMHoe oOecreyeHre, B TOM 4YHCIIe OTE€YECTBEHHOTo Mpou3BojacTBa: SHaexc.MecceHnmxep,
Snnexc. Tenemoct u Snnekc./luck, antuBupycnoe 1O Kaspersky; FAR manager, opucHbiii nmaker
LibreOffice. O6ecrnieueno npopoanoe noakmrodeHue I1K k mokansHo# cetn u cetu MaTepHeT, DBC,
3IEKTPOHHO-00pa30BaTeNIbHON cpefie, K COBPEMEHHBIM NpodecCHOHaIbHBIM 0a3aM JaHHBIX U
MH(OPMALIMOHHO-CIIPABOYHBIM CHCTEMaM.

Kabuner 151 opraHu3aiuy caMOCTOSTEILHON M BOCIIMTATEIbHON PaOOTHI.

OcHOBHOE O0OpyAOBaHHUE: CTOJBI, CTYyJbs, pabodyee MeCTO MpernojaBaress, I0CKa ayauTOpHas.
TexHUYECKHE CpeACTBA OOYYCHHSI: MEPCOHATBHBIC KOMIBIOTEPHI, MPOCKTOP, 3BYKOBOW YCHUIHUTEIb,
KOJIOHKH, DKPaH.

[TporpamMmMHOe oOecrieueHHe: YCTAaHOBICHO JIMIICH3MOHHOE H CBOOOIHO pPacIpoCTpaHsIeMOe
MIporpaMMHOE OOECIIEYCHHE, B TOM YHCJIE OTEYECTBEHHOTO NPOU3BOACTBA: SHIekc.MecceHmkep,
SAnpnexc.Tenemoct u SAunekc./luck, antuBupycnoe 110 Kaspersky; FAR manager, oducHblii maker
LibreOffice. O6ecrnieueno nmpopoanoe noakiroueHue 1K k nokanbHo# cetn u cetn MuTepner, SbC,
AJIEKTPOHHO-00Pa30BaTEILHON Ccpejie, K COBPEMEHHBIM TNPOQECCHOHAIBHBIM 0a3aM JaHHBIX U
WH()OPMaAITMOHHO-CIIPABOYHBIM CHCTEMAaM.

MI1.02 [7lpoussoocmeennas npaxkmuxa (Texnonoeuueckas no npoGecCUOHATLHOMY MOOYIIO!
opeanu3ayus mexyuwje2o Xpanenusi OOKYMeHmos U n0020moeKa oeil 0Jis nepeoaiu 6 apxus).
JlaGopaTopust apXUBHOT'O JIeJa.

OcHOBHOE 00OpyZOBaHME: CTOJIBI, CTYJbsl, pabodyee MECTO NpenojaBaTess, JOCKa ayJUTOpHAs.
TexHuueckue cpeacTBa OOYYEHHs: MEPCOHANbHBbIE KOMIBIOTEPHI, MPOEKTOP, 3BYKOBOW YCHIIUTENb,
KOJIOHKH, 9KPaH.

[Tporpammuoe oGecneuenue: muatdpopma SAugexc 360 (TememMocT, MeCCEHDKEp), OIepalroHHas
cucreMa AnsT O6pazoBanue, opucHbiil naket Libre Office (Writer, Impress, Draw, Base, Calc, Math),
cereBble Opay3epbl Chromium, fnnexc bpayszep. OGecneueHo npoBogHoe mnoxaximoueHue IIK x
nokanpHON cetn u cetu WHrepner, OBC, anekTpoHHO-00pa3oBaTeNbHON cpeie, K COBPEMEHHBIM
npodeccuoHanbHBIM 0a3aM JaHHBIX U HHGOPMAITMOHHO-CIIPABOYHBIM CHCTEMaM.

Kabuner st mpoBeieHus TPYIINOBBIX U MHIUBUAYATbHBIX KOHCYJIbTAIUH.

OcHoBHOE 000pyIOBaHUE: CTOJIBI, CTYJIbs, pabodyee MECTO MPENoaaBaTels, TOCKa ayAUTOPHASI.
TexHudeckue cpencTBa OOy4YeHHUs: TMEPCOHANIBHBIM KOMITBIOTEP, MPOEKTOP, 3BYKOBOW YCHIIUTEINb,
KOJIOHKH, DKpaH.

[IporpamMmmMHOe obecrieyeHHe: YCTaHOBJIEHO JIMIIEH3MOHHOE U CBOOOJHO paclpocTpaHseMoe
MporpaMMHOE OOECTIeYeHHEe, B TOM YHCIE OTEYECTBEHHOTO MPOU3BOACTBA: SHmekc.Meccenmxkep,
Sunnexc. Tenemoct u SAnunekc./luck, antuBupycnoe 1O Kaspersky; FAR manager, opucHsiii maker
LibreOffice. Ob6ecnieueno mpoBoanoe noakmrodeHue [1K k mokansno#t cetn u cetu Unrtepuer, ObC,
AJNIEKTPOHHO-00pA30BaTEIbHON Cpeie, K COBPEMEHHBIM TNpodecCHOHATbHBIM 0a3aM JaHHBIX |
WH(OPMAIIMOHHO-CIIPABOYHBIM CHCTEMaM.

Kabuner a1 npoBeieHNs: IPOMEKYTOUYHONW U UTOTOBOM aTTECTALUU.

OcHOBHOE 000Opy/ZOBaHME: CTOJIBI, CTYJbs, paboyee MECTO NpenojaBareis, J0CKa ayIuTOpHas.
TexHuueckue cpeincTBa OOyUeHHS: NMEPCOHAIBHBIE KOMITBIOTEPBI, MPOEKTOP, 3BYKOBOH YCHIIUTEIb,
KOJIOHKH, DKpaH.

[IporpamMHOe oOecrieyeHHe: YCTAaHOBJICHO JIMIIEH3MOHHOE U CBOOOJHO  pacrpocTpaHsieMoe
IporpaMMHOE OOECIeYeHHe, B TOM 4YHCJIEe OTEUECTBEHHOIO IMPOW3BOACTBA: SHaekc.MecceHmxkep,
SAunexc. Tenemoct u SAnnexc./luck, antuBupycnoe 110 Kaspersky; FAR manager, opuchbiii maker
LibreOffice. O6ecnieueno npoBoanoe noaxiarodenne 1K k mokanbHo#t cetn u cetn Unrtepuer, IbC,
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BHGKTPOHHO-O6paSOBaTeJ'IBHOI71 cpe€ac, K COBPEMCHHBIM HpO(l)eCCI/IOHaJ'IBHBIM 0azaMm JaHHBIX H
I/IH(bOpMaHI/IOHHO-CHpaBO‘IHBIM CHUCTCMAaM.

KaGuneT /17151 opranuzanuu caMoCTOSITeNIbHOM U BOCIUTATEIbHOM PabOThlI.

OcHoBHOE 00OpyIOBaHHE: CTOJBI, CTYNbs, pabouee MeCTO IMpernojaBaTelis, 0CKa ayAuTOpHasil.
TexHuueckue cpeicTBa OOy4YEeHHs: MEPCOHAIbHbIE KOMIIBIOTEPHI, IMPOEKTOP, 3BYKOBOM YCHIIUTEINb,
KOJIOHKH, DKpaH.

[IporpamMmmHOe obecrieyeHHe: YCTAaHOBIEHO JIMIICH3MOHHOE M CBOOOJHO paclpocTpaHseMoe
nporpaMMHOe oOecriedeHre, B TOM YHCIIe OTEYECTBEHHOTO Mpom3BojcTBa: SHaekc.MecceHmxep,
Snnexc. Tenemoct u Snunekc./luck, antuBupycHoe 10 Kaspersky; FAR manager, opucHbii nmaker
LibreOffice. O6ecnieueno npoBoanoe noaxiarodenune 1K k mokaneHo# cetn u cetn Untepuer, IbC,
3MEKTPOHHO-00pa30BaTeNbHON cpefie, K COBPEMEHHBIM NpodecCHOHaIbHBIM 0a3aM MJaHHBIX U
WH(OPMAIMOHHO-CIIPABOYHBIM CHCTEMaM.
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[Tpunoxenune Ne 1
K paboueii mporpamMme
npodeccuoHaNTbHOTO MOIYJIS

OIEHOYHBIE MATEPHAJIBI 110 ITIPO®ECCHOHAJBHOMY MOAYJIO
1IM. 02 Opzanu3ayus mexyuiezo XxpaneHus 00KyMeHmMo8 u n0020mosKa 0el 0jia nepeoavu 6 apxue
OTKkpbITas YacTh
1. Cucrema onleHMBAHUSA

KoHTponb 1 olleHKa pe3yabTaTOB OCBOEHMSI — 3TO BBISIBICHHUE, U3MEPEHHE U OLIEHUBAHUE
3HAHUW, YMEHUH, HABBIKOB W YPOBHS OBIaJCHUS (POPMHUpPYEMbIX OOIIMX KOMIIETEHIMH B paMKax
OCBOCHHS MEXIUCIHUITTMHAPHBIX KYpCOB MPO(HECCHOHATEHOTO MOTYJIS.

[Ipy mnpoBeAeHHM TEKYIIET0 KOHTPOJIS YCIEBAEMOCTH M MPOMEXKYTOUHOM aTTecTaluu
IPUMEHSIETCA CIIEAYIOIlas CHCTEMa OLEHOK: «OTIUYHO», «XOpOILIO», «yIOBJIETBOPUTEILHO,
«HEYAOBIETBOPUTEIHHOY.

[TpomexyTouHas arrecranus o MexaucuumuinHiapaomy kypey M/IK.02.01 B coorBeTcTBUM €
yueOHBIM IIJIAHOM MPEelyCMOTpeHa B opMe IK3aMeHa, KOTOPBIA MPOBOAUTCS B TPAAUIIMOHHOMN Qopme,
no 6uneram. B Ouiere — 3 Bompoca, OMH U3 KOTOPHIX MPAKTUYECKON HAIIPaBICHHOCTH.

[TpomexyTouHas arrecraius no yueOHoit nmpaktuke YI11.02 B cooTBeTCTBUU C YU€OHBIM IIAHOM
npeaycMotrpeHa B gopme  auddepeHunHpoBaHHOTO — 3a4yera,  KOTOPBIK  THPOBOJAUTCA B
MPAKTUKOOPUEHTUPOBAHHOM (opMaTe M 3aKJIIOYaeTCsl B BBINOJHEHUU CTYIEHTOM KOMIUIEKCHON
IPAKTUYECKON pabOTBHI.

[TpomexyTouHasi aTTectauus mo mnpousBojacTBeHHOUW mpaktuke I[II1.02 B cooTBercTBUM C
y4eOHBIM TJIAHOM TIpeycMOTpeHa B popme muddepeHmpoBaHHOro 3a4era, KOTOPBIH TPOBOJUTCS B
dopmare 3aIUTHl OTYETHON JIOKYMEHTALMH, MPEJCTABICHHON CTYAEHTOM IO MTOTaM IMPOXOXKICHHS

HpOHBBOHCTBeHHOﬁ IIPaKTHUKH.

2.

3. IIacnopT OLIEHOYHBIX MAaTEPHAJIOB

Tembr MK

OneHouyHbIe
MaTepHabl
(610bl U KOIUUECBO)

Kon u popmynupoBka
KOHTPOJIMPYEMOH
KOMITCTEHIINU

Kputepun oneHuBaHus

8 apxus

MJK.02.01 Cucmemamusayus u opeanuzayus ONEpamueHO20 XpaHeHus OOKyMeHmMo8 u No020moeKa oei 0Jisl nepedayu

Tekymuii KOHTPOJIb YCIIEBAEMOCTHU

Tema 1.1. Apxus
OpraHu3aIluu

CobecenoBanue
[IpaxkTnyeckue
3aHsaTHs Nel-5

OK 01. Berbupats criocoObt
peuieHus 3a1a4y
npodeCCHOHATBHOM
JeATEeIbHOCTH
MPUMEHHUTENBHO K
Pa3IMuHBIM KOHTEKCTaM;
OK 02. Ucnonp30BaTh
COBpEMEHHBIE CPEe/ICTBA
MOMCKa, aHaIIu3a 1
MHTEPIPETALNH
nadopmanuu u

Tema 1.2. CoBpemeHHas
OpraHu3alys apXUuBHOIO
nena B Poccun

CobecenoBanue
[IpakTryeckoe
3aHsaTHE Ne6

HHPOPMAIMOHHBIC
TEXHOJIOTUH IS
BBITTOJTHEHUS 337124
npodeCCHOHATBHOM
JIESTeIIbHOCTH;

OK 04. DddexTnBHO
B3aUMOJIEUCTBOBATH U
paboTaTh B KOJJICKTHUBE U
KOMaH/Ie;

OK 05. OcymecTBisTh
YCTHYIO M TUCEMCHHYIO

DKcnepTHast OlleHKa
OCBOCHHS TCOPETUICCKHAX
3HaHU, TPAKTUICCKUX
YMCHHH, HaBBIKOB.
Habnronenue u s3xcriepTHas
OIICHKA Ha MPAKTUYCCKUX
3aHATUAX.

DKcmepTHas OleHKa
BBITIOJTHEHUA TPAKTUYICCKUX
pabot Nel-5, 3ammThl MO0 HUM
OTYETOB

DKCIIepTHas OI[CHKA
OCBOCHHS TCOPETUICCKHAX
3HaHU, TPAKTUIECCKUX
YMCHHH, HaBBIKOB.
Habnronenue u 3xcrepTHas
OIICHKA Ha MPAKTUYCCKUX
3aHSITHSAX.

DKcrepTHas olleHKa
BBITTOJHEHHS PAKTHIECKOM
paboTel Ne6, 3anTuTHI IO HEH
oryera
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Tema 1.3. Cucremarusanus
JIOKyMEHTOB B
JIETTOTIPOM3BOJICTBE apXUBa

CobecenoBanue
IIpakruueckue
3aHATHSI Ne7-9

Tema 1.4. IToaroroska aen K
cIenyIoueMy XpaHEeHUIO

CobecenoBanue
IIpakTuueckue
3aasaTyst Nel0-13

Tema 1.5 Opranuzanust
paboThl apXyBa OpraHU3auU

CobecenoBanue
IIpakTuueckue
3agsatust Nel4-16

Tema 1.6. Mcnions3oBaHue CobecenoBanue

apXUBHBIX IOKYMEHTOB IIpakTuueckue
3anaTus Nel7-18
CamocrosTenbpHas
pabora

Tewma 1.7. Karamoruzamus CobecenoBanue

apXUBHBIX IOKYMEHTOB IIpakTuueckoe

3aastre Nel9

Tema 2.1.

CoznaHue onTUMAaIbHBIX
YCTIOBUM XpaHEHUS
JOKYMEHTOB

CobGecenoBanue
[IpaxTuyeckue
3ausaTus Ne20-24

KOMMYHUKAIIHIO Ha
TOCyJapCTBEHHOM SI3bIKE
Poccuiickoit @enepanuu ¢
ydeToM ocoOeHHOCTeH
COLMAIEHOTO U
KYJIBTypHOTO KOHTEKCTA;
OK 06. [IposBasTh
rpaXkJaHCKO-
HNaTPUOTUYECKYIO MO3UIIHIO,
JIEMOHCTPHPOBATH
OCO3HaHHOE NOBE/ICHUE Ha
OCHOBE TPaTUIIMOHHBIX
POCCUMCKHMX AYXOBHO-
HPaBCTBEHHBIX [IECHHOCTEH, B
TOM YHCJIE C YIeTOM
TapMOHU3AIIH
ME)KHAITHOHATBHBIX U
MEXXPEIUTHO3ZHBIX
OTHOIICHHUH, IPUMEHSTh
CTaHJapTHI
AHTHKOPPYIIIUOHHOTO
MOBE/ICHHUS,

OK.09 ITonp3oBaThCA
npodheCCUOHATBHOM
JIOKyMEHTalMe Ha
TOCYJapCTBCHHOM U
HHOCTPAHHOM SI3BIKaX.

[IK 2.1. OcymecTBuath
pa3paboTKy U BeICHUE
HOMEHKJIATYPHI e
CTPYKTYPHOTO

MIOJIpa3 IeIICHUSL.

I1K 2.2. ®opmupoBaTs aena
B COOTBETCTBHH C
HOMEHKJIATYpOH e U
npaBuiIaMu (popMHUpOBaHHMS
eI

[IK 2.3. OcyuecTBuarb
TEKyIllee XpaHeHHE, YIeT 1
HCTIOJB30BaHUE JEIT
(moKyMeHTOB).

[IK 2.4. OcyuiecTBiaTh
9KCHEPTHU3Y [IEHHOCTH
JIOKyMEHTOB, BECTH OTOOD
JIOKYMEHTOB Ha XpaHEHUE U
YHUYTOXKEHHE,
JIOKYMEHTHPOBATh paboTy
3KCHEPTHONW KOMHCCHH.

1K 2.5 Ocopmusts nena
MOCTOSTHHOTO U
JIOITOBPEMEHHOT'O CPOKOB
XpaHEHUs JIs Iepejadu B
apXUB OpraHH3alUH.

[IK 2.6. CocTaBnsiTh onmucH
JIeJT TIOCTOSIHHOTO U
JIOJITOBPEMEHHOTO CPOKOB
XpaHCHHS.

DKcrnepTHas OLIeHKa
OCBOCHUSI TEOPETHYECKUX
3HAHUH, IPAKTUYECKUX
YMEHUH, HABBIKOB.
Habnronenue u sxcriepTHas
OIIEHKa Ha MPAaKTHIECKUX
3aHATHIX.

DKcrnepTHas OLIeHKa
BBITTOJTHEHUSI TPAKTHICCKIX
padoT Ne7-9, 3amuThl 0 HUM
OTYETOB

DKcrnepTHas OLIeHKa
OCBOCHHS TCOPETUUCCKUX
3HAHMH, MPAKTHYECKUX
YMEHWUIi, HABBIKOB.
Habumroenue u sKcrepTHast
OIICHKA Ha MPAKTHIECKUX
3aHSTUSAX.

DKcnepTHast OlleHKa
BBITTOJHEHHS IPAKTHIECKUX
padot Nel0-13, 3amuts mo
HUM OTYCTOB

DKcrnepTHas OlleHKa
OCBOCHMS TEOPETUUYECKHUX
3HAHUMU, IPAKTUYECKUX
YMEHM, HaBBIKOB.
HaGmonenue u sxcrnepTHast
OLICHKA Ha MPAKTUYECKUX
3aHATHUSX.

OKcnepTHas OLEHKa
BBINOJIHEHUS] TPAKTHYECKHUX
pabot Nel4-16, 3amuTH Mo
HUM OTYETOB

DKcrnepTHas OlleHKa
OCBOEHHS TEOPETUYECKUX
3HAHUMN, IPAKTUYECKUX
YMEHUH, HaBBIKOB.
Habnronenue u sxcriepTHas
OIIEHKa Ha MPAKTUYECKUX
3aHATHSX.

DKcnepTHas OlleHKa
BBINOJIHEHUSI TPAKTHYECKUX
pabot Nel7-18, 3amuTel o
HUM OTUYETOB, BHIIIOJTHEHUS
CaMOCTOSTEIILHOM paboTHI

OKcnepTHas OLEHKa
OCBOEHHS TEOPETUIECKUX
3HAHUH, IPAKTUYECKUX
YMEHUH, HaBBIKOB.
Habnronenue u s3xcriepTHas
OIIEHKa Ha MPAaKTUIECKUX
3aHATHUSIX.

OKcnepTHas OLEHKa
BBINOJIHEHUS] TPAKTUYECKON
paboTer Nel9, 3amuTel O HE
oTyera

DKcrnepTHas OLIEHKa
OCBOEHHUS TEOPETUUECKUX
3HaHUH, MPAKTUYECKUX
YMEHHM, HABBIKOB.
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Tema 2.2. CobecenoBanue

Pasmernenne TOKyMEHTOB B [pakTryeckue

XPaHUIMILAX, 3aHATHsA Ne25-26

TOmorpaupoOBaHue CamocTosTeabHast
pabora

Tema 2.3. Cobmonenne CobecenoBanune

TOpsAKA BBIIAYH JeT U3 [paxTrdeckue

XpaHWINIIA

3aasatust Ne27-30

Tema 2.4.
[IpoBepka HaTM9HA U
COCTOSIHHUS JIET

CobecenoBanue
[IpakTuueckue
3aHsaTHs Ne31-32

Tema 2.5. Co3nanue
CTpaxoBoro (poHIa 0cobo
LEHHBIX JOKYMEHTOB U
(hoHa TOTF30BAHHS

CobecenoBanue
[IpaxTnyeckue
3aHsaTHs Ne33-34

Tema 2.6. O6ecnieuenrie
(U3UKO-XUMHYCCKON
COXPaHHOCTH JJOYMEHTOB

CobecenoBanue
[IpaxkTnyeckue
3aHsaTHs Ne35-37
CamMmocrosgTeabHas
pabora

HaGmonenue u sxcnepTHast
OIICHKA Ha MPAKTUYCCKUX
3aHATUAX.

DKcIepTHas OI[CHKa
BBITTOJHEHHS PAKTHIECKUX
pabot Ne20-24, 3amuTsI 1Mo
HHM OTYETOB

DKcIepTHas OI[CHKa
OCBOCHHS TCOPETUUCCKUX
3HaHU, TPAKTUYCCKUX
YMEHUI, HABBIKOB.
HaGmonenue u sxcnepTHast
OIICHKA Ha MPAKTUYCCKUX
3aHATUAX.

DKcIIepTHas OI[CHKA
BBITIOTHEHUSI TPAKTHICCKIX
pabot Ne25-26, 3amuTHI MO
HHMM OTYETOB, BBIIIOJHEHHUS
CaMOCTOSTENIFHON pabOTHI

OKcIepTHas OLEHKA
OCBOEHHS TEOPETUYECKHX
3HAHUMU, IPAKTUYECKUX
YMEHM, HaBBIKOB.
HaGmonenue u sxcrnepTHast
OIIEHKa Ha MPAKTUYECKUX
3aHATHSIX.

DKcrnepTHas OlleHKa
BBINOJIHEHHS] TPAKTHYECKUX
pabot Ne27-30, 3amIUTHI MO
HUM OTYETOB

DKcIIepTHas OI[CHKA
OCBOCHHS TEOPETUICCKHAX
3HaHUH, TPAKTUIECKUX
YMEHUH, HaBBIKOB.
Habnronenue u sxcriepTHas
OIIEHKa Ha MPAKTUYECKUX
3aHATHSIX.

DKcrepTHas OlleHKa
BBITTOJTHEHHSI TPAKTUIECKIX
pabot Ne31-32, 3amutsI Mo
HUM OTYETOB

DKCIIepTHas OI[CHKA
OCBOCHHS TCOPETUICCKHX
3HaHU, TPAKTUICCKUX
YMCHHH, HaBBIKOB.
Habnronenue u s3xcriepTHas
OIICHKA Ha MPAKTUIECKUX
3aHATHSIX.

DKcmepTHas olleHKa
BBITOJIHEHHSI TPAKTHICCKHIX
pabot Ne33-34, 3amuTel Mo
HUM OTYCTOB

DKCIIepTHas OI[CHKA
OCBOCHHS TCOPETUICCKHAX
3HaHU, TPAKTUIECCKUX
YMEHUI1, HABBIKOB.
Habnronenue u 3xcrepTHas
OIICHKA Ha MPAKTUYCCKUX
3aHATHUSAX.

DKcrepTHas olleHKa
BBIIOJTHEHHSI TPAKTHYCCKIX
pabot Ne35-37, 3amuThl IO
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HHM OTYCTOB, BBIIIOJIHCHUA
CaMOCTOSITEIbHOM paGOTI)I

Tema 2.7. OcHOBBI CobecenoBanue DKcrnepTHas OLIeHKa
KOHCEepBallMu U pectaBpaiuu | [IpakTudeckue OCBOCHHUSI TEOPETHICCKUX
JOKYMHETOB 3ansaTust Ne38-40 3HaHUH, IPaKTHIECKUX
CamocrosTenpHas YMEHHUIi, HABBIKOB.
pabota Habnronenue u sxcriepTHas
OLICHKA Ha MPaKTHIECKUX
3aHATHSX.
DKcnepTHas OLIeHKa
BBITTOJTHEHHS PAKTHYECKUX
pabdot Ne38-40, 3amuThI MO
HHUM OTYETOB, BHITTOJTHEHHS
CaMOCTOSTENILHOM pabOTHI
[TpoMexxyTouHasl aTTecTanusi 00yJarouuxcs

OK3aMeH, 2 ceMecTp

Bompocs! k 3x3aMeRy -
50 BonpocoB

OK 01. Berbupats crioco6s!
perieHus 3aga4q
npodeccHOHATBHOM
JIESITeTTHHOCTH
MIPUMEHHUTEIBHO K
Pa3THIHBIM KOHTCKCTaM;
OK 02. Ucnoap3zoBaTh
COBpPEMEHHBIE CPECTBA
MIOUCKa, aHAJIN3a U
HHTEPIPETANN
nndopmanuu u
nH(popMaLMOHHbIE
TEXHOJIOTUH IS
BEITIOJTHEHUS 337124
npogeccCHOHATBHOM
JIESITeTHHOCTH;

OK 04. DddexruBHO
B3aMMOJICHICTBOBATh U
paboTaTh B KOJIJIEKTHBE H
KOMaHJI€;

OK 05. OcymecTBisTh
YCTHYIO M THCHMEHHYIO
KOMMYHHKAIIHIO Ha
TOCYJapCTBEHHOM SI3BIKE
Poccuiickoit ®enepanuu ¢
y4eToM ocoOeHHOCTEH
COLMAILHOTO U
KYJIETYPHOTO KOHTEKCTA;
OK 06. [IposiBasITH
TPaXKIaHCKO-
MaTPUOTHYECKYIO TTO3UIIHIO,
JIEMOHCTPUPOBATH
OCO3HAHHOE MTOBE/ICHUE Ha
OCHOBE TPaTUIIMOHHBIX
POCCUMCKHMX OYyXOBHO-
HPaBCTBEHHBIX [[CHHOCTEH, B
TOM YHCJIE C YIETOM
rapMOHU3AIUH
MEKHAITHOHATBHBIX H
MEXKPEIUTHO3ZHBIX
OTHOILICHHUH, IPUMECHSTh
CTaHIAPTHI
AQHTHKOPPYIIIHOHHOTO
MTOBEICHHS,

OK.09 ITomb30BaThCA
npodeccrnoHaTEHOM
JIOKYMEHTaIIMe Ha

O1IeHKA «OMAUYHOY -
BBICTABJISIETCS B CIICTYFOIINX
CITydasiK: CTYJICHT JOJDKCH
BBIIIOJIHUTE BCE
npaktraeckue 3aHsaTus (40),
CaMOCTOATENFHYIO padoTy U
OTBETHUTH Ha JIBa
TEOPETHYCCKHUX BOIPOCa
OMIICTa U BBIIOJIHUTE TPETHI
BOTIPOC - MPAKTUIECKOE
3aganne. OTBET Ha
TEOPETHYCCKHIE BOMPOCHI
JTOJDKEH OBITH OAPOOHBIM, B
MIOJTHON Mepe pacKphIBaTh
TEMY U HE COIep KaTh rPyObIX
WIH CYIIECTBESHHBIX OMIHOOK.
Kaxapiii Bonpoc noimkeH
COTIPOBOXKIATHCS TIPUMEPAMHU
W PpOoeCCUOHATBHOM
neaTenbHOCTH. Takke
CTYJICHT JOJDKCH JaBaTh
MOJTHBIC, UCYEPIIBIBAIOIINE
OTBETHI HA YTOYHSIOIIUC
BOTIPOCHI ITPEO1aBaTesis B
pamkax Omnera. [Ipu aToM,
00yJaIOIIHIACS PaCKPBLT
CoJlep)KaHUE MaTepHaa B
o0BeMe, IPETYCMOTPECHHOM
MIPOTPaMMOI1, U3TOKHIT
MaTepHuall TPaMOTHBIM
poecCHOHATBLHBIM SI3BIKOM
B OIPEJEIICHHON JIOTHYECKOU
MOCJIEI0BATEILHOCTH, TOYHO
HCIIOJB3YS TEPMHUHOJIOTHIO
nmaaHoro MJIK; orBedan
CaMOCTOSATEILHO 0e3
HABOJIIUX U YTOYHSFOIIIUX
BOIIPOCOB IIPEIIOIaBaTEIIs.
[Ipu BBITOTHEHUU TPETHETO
BOIIPOCA — MPAKTUIECKOTO
3aJ]aHHs CTYACHT IOJIHOCTHIO
BBITIOJIHHII 33JaHHE,
YIIOXKHUBIIIKCH B OTBEACHHOE
BpeMsi, B COOTBETCTBHH C
TpeOOBaHUAMH HOPMATHUBHO-
TEXHUYECKOH JTOKYMEHTAIIHH,
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rOCy/IapCTBEHHOM U
MHOCTPAHHOM SI3bIKaX.

IIK 2.1. OcymecTBiATh
pa3paboTKy U BeICHUE
HOMEHKJIATYPHI AeT
CTPYKTYPHOTO
TIOIpa3IeIIeHUS.

I1K 2.2. ®opmupoBaTs Jena
B COOTBETCTBUU C
HOMEHKJIATypOH Aen 1
MpaBUIaMHU (POPMHUPOBAHUS
JIeI.

[IK 2.3. OcyuiecTBiaTh
TeKyIlee XpaHeHHe, YIeT 1
HCTIOJIB30BaHUE JEIT
(mOKyMeHTOB).

[IK 2.4. OcymecTBaaTh
AKCHEPTHU3Y EHHOCTH
JTOKYMEHTOB, BECTH O0TOOP
JIOKyMEHTOB Ha XpaHEeHUE U
YHHYTOXKEHUE,
JIOKYyMEHTHPOBATh paboTy
3KCHEPTHONW KOMHCCHH.

1K 2.5 Ocdopmuste nena
MIOCTOSIHHOTO U
JIOITOBPEMEHHOTO CPOKOB
XpaHeHHS IJIs TIepelavn B
apX¥UB OpTaHU3aLNH.

[IK 2.6. CoctaBnsiTe onucu
JIeT IOCTOSTHHOTO U
JIOJITOBPEMEHHOT'O CPOKOB
XpaHeHusl.

npodeccHoHaNbEHOTO
CTaHJapTa.

OrneHka «xopouoy -
BBICTABJISIETCS B CIICTYFOIINX
CITydasix: CTYJICHT JOJDKCH
BBIIOJTHUTE 90%
MpaKTHIeCcKuX 3aHATHi (36),
CaMOCTOSATENIbHYIO paboTy U
OTBETHUTH HA JIBa
TEOPETHYCCKHUX BOIPOCA
OuIICTa U BBIIOJIHUTH TPETHI
BOTIPOC - MPAKTUIECKOE
3ananue. OTBeT Ha
TEOPETHYECKIE BOTIPOCHI
IIOJDKEH PACKPHIBATH TEMY H
HE CO/IepKaTh rpyOBIX
omubOok. OTBET CTyJeHTa
ITOJDKEH TTOKA3bIBATh, YTO OH
3HaeT ¥ IOHUMAET CMBICT H
CyThb OITUCHIBAEMOM TEMBI U €€
B3aUMOCBSI3b C APYTHMU
pasgenamu MJIK u ¢ apyrumu
nuciuuinaaMu, MJIK
0CBaMBaeMoi
00pazoBaTenbHOM NPOrpaMMBI
o podeccun. Moxet
MIPUBECTH MIPUMED TIO
onuceiBaeMoit Teme. OTBeT
oOyuJarorerocs
YIOBJIETBOPSIET, B OCHOBHOM,
TpeOOBAaHUSAM HA OTMETKY
«OTJIMYHOY, HO MPH ITOM
HMEET MECTO OJIMH M3
HEIOCTATKOB: TOMYIIEHBI
OJIHA - JIBE HETOYHOCTHU TIPU
OCBEIICHUH OCHOBHOTO
COJlepKaHUs OTBETA,
HCTIpaBJICHHBIE T10
3aMEYaHUIO TIPETIOaBaTeIs;
JIOITYTIEHBI OMIMOKA FITH
0oJiee AByX HETOYHOCTEH MpH
OCBEIICHAN BTOPOCTEIICHHBIX
BOTIPOCOB;

[Ipu BBIOJHCHUN TPETHETO
BOIIPOCA — MPAKTHIECKOTO
3a[aHMs CTYACHT IOJIHOCTHIO
BBIMOJIHIIT 33[aHKE, HO HE
VIIOKUJICS B OTBEACHHOE
BpeMsi, B COOTBETCTBHH C
TpeOOBaHUSIMHI HOPMATHBHO-
TEXHUYECKOH TOKYMCHTAIUH,
poeCCHOHATBHOTO
CTaHJapTa.

Ornenka
«Y00871eMEOPUNENLHOY -
BBICTABJIIETCS B CIICTYIOIINX
CITydasix: CTYJACHT JOJDKCH
BBIIOJTHUTH 80%
MIPaKTUIECKUX 3aHATHH (32),
CaMOCTOSTENILHYIO paboTy,
TPETUi BOIPOC OHMIICT -
MPAKTUIECKOC 3aJJaHHEe U




31

MOJTrOTOBUTH OTBET Ha |
BOIpoOC U3 Owiiera, B 001eM
PAaCKpBIBAIOIINN TEMY U HE
conepKanuii rpyosIx
omubok. OTBET CTyJeHTa
JIOJDKEH TI0Ka3bIBaTh, YTO OH
3HAET ¥ MOHUMAET CMbICT U
CYTh OIMCHIBAEMOH TEMBI H €
B3aUMOCBSI3b C IPYTUMHU
pasgenamu MJIK u ¢ apyrumu
nucnuruimaamMu, MJIK
0CBauBacMoOu
00pazoBaTenbHOM IPOrpaMMBI
1o TIpodeccru, HO TIPH ITOM
HETIONHO WIIN
HET0CJIeJ0BaTeIbHO
PacKpBITO COJIep KaHue
Marepuasna, IMEIOTCS OLIHOKH
IIPU OTBETaX HA BOIPOCHI, HO
MoKa3aHo obllee MOHUMaHNUe
BOTIpoca 1
MPOJIEMOHCTPUPOBAHBI
YMEHUS, HaBBIKY,
JOCTAaTOYHBIC I
JlalbHEHUIIEr0 YCBOCHUS
Marepuana, OlpeAeIeHHOTO
yaeOHoit mporpammoit MIK.
[Tpu BBITOTHEHUH TPETHETO
BOIPOCA — IPAKTUIECKOTO
3a7laHusl CTY/IEHT YaCTUYHO
BBITNIOJIHWII 3aJIaHUC, HC
YIIOXKHJIICS B OTBEJICHHOE
BpEMs, B COOTBETCTBUU C
Tpe6OBaHI/I$IMI/I HOpMAaTHUBHO-
TEXHUYECKOU JOKyMEHTaluu,
po¢eCCHOHATIBHOTO
CTaHzapTa.

OneHka
«HEYO00BIeMEOPUMENLHOY -
BBICTABISIETCS B CITyJasX,
€CITH TIPAKTHYECKHE 3aHATHS
BBINOJIHEHBI MeHee, ueM 80%
(31 1 meHee), He BHITIOJIHEHA
B IIOJTHOM 00BeMe
camocTosTeNnpHas paboTta, He
PacKpbITO OCHOBHOE

cojiep kaHre yueOHOTO
Marepuana; oOHapyKeHO
HE3HaHHE WU HETI0JTHOe
MOHMMaHHUE 00y4aroIuMes
OosbInieit nim Hanboee
Ba)KHOH YacTH yueOHOTo
Marepuana; JoMmyIeHb
rpyOBIe OIMOKH TIPH OTBETAX
Ha BOIPOCHI,
JIOTIOTHUTENBHBIC
YTOUHSIOIIHNE MM HABOAAIINE
BOIIPOCHI ITPENOAABATEIS
OCTaBJIEHEI O€3 OTBETA,
MPaKTHYECKOE 3a/1aHKe
TPEThEro BONpoca He
BBITIOJHEHO.
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VIL.02 Vuebnas npaxmuxa (O3nakomumensHas no npo@heccuoHarbHOMY MOOYIIO: OP2AHUZAYUSL MEKYWe20 XPAHEHUs
OOKYMEHMO8 U N0O20MOGKA Oell 0/ nepedayu 8 apxue)

JuddepeHnupoBaHHbIi
3a4eT, 2 CEMECTpP

KommnekcHas
MpaKTH9Ieckas padora

[IK 2.1. OcymecTBiaThb
pa3paboTKy U BeICHUE
HOMEHKJIATYPHI AET
CTPYKTYPHOTO
TIOIpa3ICIICHUS.

IIK 2.2. ®opmupoBaTh ena
B COOTBETCTBHUH C
HOMEHKJIATYPOW JeT U
MpaBUIaMHU (POPMHUPOBAHUS
JIeI.

[IK 2.3. OcyuiecTBiaTh
TEKyIllee XpaHCHHE, YIeT U
HCTIOJIB30BaHUE JEIT
(mOKyMeHTOB).

[IK 2.4. OcymecTBuaTh
AKCHEPTHU3Y EHHOCTH
JIOKYMEHTOB, BECTH O0TOOP
JIOKYMEHTOB Ha XpaHCHUE U
YHHYTOXKEHHUE,
JIOKYyMEHTHPOBATh paboTy
3KCHEPTHONW KOMHCCHH.

1K 2.5 Oopmuste nena
MOCTOSIHHOTO U
JIOJITOBPEMEHHOT'O CPOKOB
XpaHEeHHs IJIs TIepelavn B
apXUB OpTaHU3aLNH.

ITIK 2.6. CocTaBnsiTh onucu
JIEJT IOCTOSTHHOTO U
JIONITOBPEMEHHOTO CPOKOB
XpaHCHUSI.

[Tepeuens kpuTepues
OLICHUBAHMS BBIIOITHEHHUS
MPaKTHYECKOTO 3aaHHS C
yKa3zaHHEeM 0aJlIoB:

1. OcymecTBieHne
pa3paboTKH U BEACHUS
HOMEHKJIATYpPBI JIeJT
CTPYKTYPHOTO
noapaszaenenus - 12,00.

2. OdopmiieHue nena
MOCTOSTHHOTO U
JIOJITOBPEMEHHOTO CPOKOB
XpaHEHHs JJIsI epeiadul B
apxuB opranuzanuu - 12,00.
3. OcyiuecTBieHHE
9KCTIEPTHU3BI IEHHOCTH
JIOKyMEHTOB, BeJIeHHE 0TOOpa
JIOKyMEHTOB Ha XpaHEHHE U
YHUUTOXEHHE,
JIOKyMEHTHPOBaHHE paboTh
9KCHepTHOM koMuccuu-18,00.
4.CocTaBieHue OIUCH Jel
MOCTOSTHHOTO U
JIOJITOBPEMEHHOTO CPOKOB
xpanenus-12,00.

HUTOI'O - 80,00

CxeMma OIleHUBaHUS:

max KOJIMYEeCTBO OaIoB -
neiicTBre (omepanus)
BBITIOJIHEHO B MOJIHOM Mepe
COTJIaCHO YCTaHOBJIEHHBIM
TpeOOBaHUAM;

0 6ayoB -

JieficTBUE (omepalius) He
BBITIOJIHEHO, PE3YJIbTAT
OTCYTCTBYET.

O1eHKa «OTIINIHOY
BBICTABIISIETCSI, €CIIH CTYAEHT
Habpain 65-80,00 6amios;
Onenka «xopomoy - 50-64,00
bana;

Orenka
«YIOBIETBOPUTEIBHO» - 30-
49,00 0aoB;

Orenka
«HEYJOBJIETBOPHUTEIIEHO) -
Mmenee 29,00 6amtoB

II1.02 Ipouzeoocmsennasn npaxmuxa (Texnonrocuveckas no npopeccuoHarbHOMY MOOYIIO. OPAHU3AYUS MEKYILe2O
HeHUst OOKYMEHMO8 U HOO20MO8KA 0ell 0l nepedaiu 8 apxus)

xpa

JuddepeHnpoBaHHbINH
3a4eT, 2 CeMecTp

3arnmra OTYETHOM
JIOKYMEHTALUU 10
MIPOU3BOJICTBEHHOU
npakrtuke T111.02

[IK 1.1. OcymecTBuatb
IIpUEM, TIEPBUYHYIO
00paboTKy M perucTparuio
HOCTyMaroImen
KOPPECIIOHJICHLIUH B TOM
YHCIIE C UCTIONb30BAaHUEM
aBTOMATH3MPOBAHHBIX
CHCTEM.

IIK 1.2. TlepenaBaTth
JIOKyMEHTHI Ha UCIIOJIHCHHUE
B TIOIPA3JICICHHUS C yIETOM

CoaepKaTellbHOCTb U
Ka4eCcTBO MPEICTABICHHOMN
OTYETHOW JJOKYMEHTAIMH 10
I1I1.02;

[TomHOTa OTBETOB HA BOMIPOCHI
PYKOBOIUTENS
MIPOU3BOICTBEHHON
TIPAaKTHKH;

OrtcyTcTBHE 3aMEYaHUH CO
CTOPOHBI PYKOBOJIUTENEH
MIPAKTHKH;
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PE30JIIOLIMY pYKOBOIUTENEH
OpraHHU3aIIH.

IIK 1.3. OcymecTBiATh
KOHTPOJIb UCIIOTHEHUS
JTOKYMEHTOB B OpTaHHU3aLINH,
B TOM HHCIIE C
HCTIONE30BaHUEM
aBTOMATH3MPOBAHHBIX
CHCTEM.

IIK 1.4. BecTtu 6a3bl JaHHBIX
JIOKYMEHTOB OpTraHH3aluH U
CIpaBOYHO-
nH(opManMoOHHYIO paboTy
IO HUM.

IIK 1.5. OcymecTBaarh
00paboTKy, perUCTPaLnIo
OTIIPAaBKY UCXOJSIICH
JIOKYMEHTAIIH aJpecaraMm, B
TOM YHCIIE C
UCIIOJIb30BaHHEM
aBTOMAaTH3UPOBAHHBIX
CHCTEM.

IIK 1.6. OcymecTBiaTh
COCTaBJICHUE U 0(OpMIICHHE
CIIy>kKeOHBIX JOKYMEHTOB Ha
OCHOBE TpeOOBaHMIt
COBPEMEHHBIX
HOPMATHBHBIX IPABOBBIX
aKTOB.

[IK 2.1. OcyuecTBuaTh
pa3paboTKy U BeICHUE
HOMEHKJIATYPBI JIeJT
CTPYKTYPHOTO
NOJIpa3/ielieHUs

I1K 2.2. ®opmupoBaTs gena
B COOTBETCTBHU C
HOMEHKJIATYpPOH JeT ’
MpaBUIaMHU (OPMHPOBAHUSL
Jien

[IK 2.3. OcyuiecTBiaTh
TEKyIllee XpaHeHHE, YIeT 1
UCTIONIb30BAHUE JIeJT
(mOKyMeHTOB)

I1K 2.4. OcymecTBiATh
9KCTIEPTU3Y LIEHHOCTH
JIOKyMEHTOB, BECTH OTOOD
JIOKYMEHTOB Ha XpaHEHHE U
YHHUYTOXEHHE,
JIOKyMEHTHpPOBaTh paboTy
9KCTIEPTHON KOMHCCHU

1K 2.5. Odopmisars nena
MOCTOSIHHOTO |
JIOJITOBPEMEHHOT'O CPOKOB
XpaHeHHs1 JIJIsl Iepeiauu B
apXHB OpraHu3aluu

[IK 2.6. CocTaBisTh onmcu
JIEJT TIOCTOSIHHOTO U
JIOJITOBPEMEHHOTO CPOKOB
XpaHCHHS

OTCyTCTBHE/HAINYIHE
MPOITYCKOB
MPOU3BOJICTBEHHO MPAKTHKH
0e3 yBaXKHTEeIbHOM MPUYUHBL,
OcBoeHue BUA ACATCIbHOCTH
PO eCCHOHATBHOTO MOIYIIS
IIM.02

4. TunoBble OLICHOYHbIE MaTEePHAJIbI
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MIK.02.01 Cucmemamuzayus u opeanuzayus onepamusHo20 XpaneHus 0OKYMeHmMos8 U N0020MOo8Ka
den 011 nepeoadu 8 apxue

Ouenounoe cpencrso 1.

Bua: CobecenoBanue

Kparkas xapakrepucTuka: crienuaibHas Oecea mpernojaBaTesis ¢ 00y4yaroluMcsl Ha TEMBI,
CBSI3aHHBIC C U3y4aeMON TUCIUIUTMHOM, U pacCCUUTaHHAs Ha BBIACHEHHE 0ObeMa 3HaHUI 00y4aroImerocs
0 OMPEJIETICHHOMY pa3ielly, TeMe, mpobieme u 1.1. CobecenoBaHue MPOBOIUTCS 11O BOIPOCAM B BHJIE
TUTaHA 3aHSATHHA, TO3BOJISET OLICHUTH MOJyYCHHBIE 3HAHMUS 10 TEME, CAMOCTOSTENIbHYIO paboTy CTY/CHTA,
TOTOBHOCTD K PEIICHHUIO 33]1a4.

Kpurepun onenuBanus:

- BBICTYIUICHHE, COJIepiKallee IOJIHbII NpaBUIbHBIA OTBET, OLIEHWBAETCS MAaKCHUMaJIbHBIM
KOJIMYSCTBOM 0AaJIjIoB;

- BBICTYIUICHHE, COJIeprKalllee HETIOIHbIN WM HePaBUIbHBIA OTBET, OLIEHUBAETCS OTMETKOM B
COOTBETCTBUU C KPUTEPHUSIMH OLICHUBAHUSI.

OueHo4yHoOe cpeacTBo 2.

Bun: IIpaktrueckas pabota

KpaTkasi xapakTepucTHKAa: IpakTHYecKas paboTa MPOBOAUTCS MO JEKIIMOHHOMY MaTepHaiy;
MO3BOJISIET OIICHUTH TOJTYYEHHBIC 3HAHUS 10 TeMe, CAMOCTOSTENIbHYI0 paboTy CTyAEeHTa, TOTOBHOCTb
K PEIIEHUIO MTOCTABIEHHBIX 3a7ay.

Kpurepun onenuBanus:

- pelieHue, mpeacTasisioniee co00il KOPPEKTHBIM MPOEKT, HE COJEpKalfil TpyObIX OmMOO0K
Y HETOYHOCTEH MPU UCIIOIHEHUH, OLICHUBAETCS MaKCUMaJIbHbIM KOJIMYECTBOM OalIOB;

- pelieHue, TMpeACTaBIAmIIee COO0OM MPOEKT, CcoAepkalluid HETOYHOCTH, OILIUOKH,
B 3aBHCHUMOCTH OT MX KOJMYECTBA OLICHUBAETCA OTMETKON B COOTBETCTBUH C KPUTEPUSMHU OLIEHUBAHUS.

OuenouHoe cpeacrso 3.

Bua: IIpesenTtanus pe3yibTaToOB CaMOCTOSTENbHON pabOThI

Kparkasi xapakrepucTHKa: MpE3EHTAMs MO3BOJIAET CTYIEHTY THIATelIbHEE O3HAKOMUTHCS
C OIpEJIeNICHHON TeMON AMCUUIUIMHBI, MOJpPOOHEE M3YYUTh JETald BOIPOCa, a TAKKe O3HAKOMUTh
OJIHOTPYIIITHUKOB B (popmarte Mpe3eHTaluu ¢ pe3yibTaTraMu cBoel padotsl. [Ipu nmoaroroske nokmnana
IIPEIII0JIaracTCs NCIOJIb30BaHNE MYJIbTUMENUUHBIX CPEJICTB.

Kpurepun onenuBanus:

- IPe3eHTalMs, MPEJCTaBIsAtomas coO0ON MOJHBI M TIIATENbHBIA 0030p BBIOPAHHOW TEMBbI
C HCMOJb30BAaHUEM  HECKOJBKHUX  JIMTEPAaTypHBIX HCTOYHUKOB OILIEHMBAETCS  MaKCHMAaJbHBIM
KOJINYECTBOM 0aJlioB;

- Ipe3eHTAalMs, peICcTaBiIstonas co0oil KpaTkuil 0030p BEIOpaHHON TEMBI C HCIIOIb30BaHUEM
OJIHOTO JIMTEPAaTypHOIO HCTOYHUKA OILIEHUBAETCS OTMETKONM B COOTBETCTBUM C KPUTEPUAMU
OLICHUBAHMS.

Oueno4vHoe cpeacTso 4.

Bua: Bonpocs k 3x3ameny

Kparkasi XxapakTepucTHKa: I@IpU [POBEACHUM TEKYIIET0 KOHTPOJSA  YCIIEBAEMOCTH
U TIPOMEXKYTOYHOW aTTeCTalluy MPUMEHSETCS CIeaylolasl CUCTEMa OIEHOK: «OTIMYHO», «XOPOLIO»,
«yJIOBJIETBOPUTEIBHOY, «HEYIOBIETBOPUTEIBHOY». DK3aMeH MPOXOJUT B YCTHOH (opme, 1o Oueram.
B Gunere — 3 Bompoca.

Kpurepun onenuBanus:

OrneHkKa «OTJIMYHO» - BBICTABISIETCS B CIAEAYIOIIMX CIyYasiX: CTYACHT JOJKEH BBIOJIHUTH BCE
npakTudyeckue 3aHATus (40), caMoCTOSTENbHYI0 paboTy U OTBETUTHh Ha JIBA TEOPETHUECKUX BOIIpOCA
Owsieta U BBIMOJIHUTH TPETUH BOMPOC - MpakTUyeckoe 3agaHue. OTBET HA TEOPETHUECKHE BOMPOCHI
JOJDKEH OBITh TOAPOOHBIM, B IOJHOW MEpe pacKpblBaTb TEMy M HE COJAEpKaThb TIPYOBIX MU
CylIecTBEeHHbIX  ommuOoK. Kaxnaplii BOmpoc  JOKEH  COMPOBOXKAATHCA — MpUMEpaMu W
npodeCCHOHATIBHOM eATeNbHOCTH. TaKke CTYACHT JI0JDKEH JaBaTh MOJTHbIE, HCUEPIIBIBAIOIINE OTBETHI
Ha YTOYHSIOILIME BOIPOCHI MpenojaBaTens B pamkax Ousera. Ilpu 3tom, oOydarommuiics pacKpbLl
coJiepKaHue Marepuana B o0beMe, MPeTyCMOTPEHHOM MPOTrpaMMOM, M3JI0KUI MaTepuall TPaMOTHBIM
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po(ecCHOHANBHBIM SI3bIKOM B OMNPEIEICHHON JIOTHYECKOW MOCIEI0BATEIbHOCTH, TOUHO HCIOJB3YS
TepMuHOJOrHI0 TaHHoro MJIK; oTBedan caMoCTOATENbHO 0€3 HaBOSIIMX W YTOYHSIOIIUX BOIPOCOB
npenojasaresis. 1Ipy BBIITOTHEHUN TPETHEr0 BOIIPOCA — MPAKTUYECKOIO 3a/1aHUsI CTYACHT MOJHOCTBIO
BBITTOJIHIII 33/1aHUE, YIOKUBIIUCH B OTBEJICHHOE BPEMsI, B COOTBETCTBHH C TPEOOBAHUSIMU HOPMAaTHBHO-
TEXHUUYECKOH TOKyMEHTaluU, TPo(heCCHOHATBFHOTO CTaHAapTa.

OlLieHKa «XOPOILIOY - BBICTABISETCS B CICAYIOLIUX CAy4asix: CTYACHT JOJDKEH BHIMOIHUTE 90%
MPaKTHYECKHUX 3aHATUHN (36), caMOCTOSATENbHYIO pabOTy U OTBETUTH Ha JIBa TEOPETUUYECKUX BOIpOCa
Owiieta U BBINOJIHUTH TPETUH BONPOC - MpaKTUYecKoe 3agaHue. OTBET HA TEOPETHUUECKHUE BONIPOCHI
JOJI’KEH PacKphIBaTh TEMY U HE COJIePKaTh IpyObIX omnO0K. OTBET CTyIEHTA JI0JKEH MOKa3bIBATh, UTO
OH 3HAET U [IOHUMAET CMBICII U CYTh OIIMCBIBAEMOM TEMBI U €€ B3aUMOCBA3b C ApyrumHu pasaenamu MJIK
u ¢ apyrumu aucuurumHamu, MJIK ocBamBaeMoli oOpaszoBaTelbHON TpOrpamMMmbl 1Mo Ipodeccum.
Mo3KeT mpUBECTH MTPUMEP O onuchiBaeMon TeMe. OTBET 00yJaroIIerocs yI0BIETBOPSIET, B OCHOBHOM,
TpeOOBaHUSIM Ha OTMETKY «OTIUYHOY», HO MPU ATOM UMEET MECTO OJUH M3 HEJAOCTATKOB: JOMYIICHBI
OJ1HA - JIB€ HETOYHOCTH IIPU OCBELIEHUH OCHOBHOT'O COJIEP’KaHuUs OTBETA, UCIPABIECHHBIE 110 3aMEYAHUIO
IpenoaaBarTess; TOMyIeHbl onrOka win 0osee IByX HETOYHOCTEH MPH OCBEIIEHUU BTOPOCTETIEHHBIX
BONpocoB. llpy BBINOJIHEHWU TPETHETO BONpPOCAa — IPAKTHUUECKOIO 3a/aHusl CTYAEHT IMOJIHOCTBIO
BBIMIOJIHIJI 3aJlaHUE, HO HE YJIOXKHICA B OTBEJICHHOE BpEMs, B COOTBETCTBUU C TpeOOBaHUSMU
HOPMAaTHBHO-TEXHUYECKOH TOKYMEHTAUH, MPO(HEeCCHOHALHOTO CTaHJapTa.

OueHKa «yJOBJIETBOPUTEIBHO» - BBICTABISETCS B CIEAYIOLIUX CIy4yasX: CTYACHT IOJIKEH
BBIIOJIHUTH 80% mpakTH4YeCKuX 3aHsATHH (32), cCaMOCTOATENbHYIO paboTy, TPETHH BOMPOC OUIIET -
MPAKTUYECKOE 33/1aHKe U MTOATOTOBUTH OTBET Ha | Bompoc U3 Ousera, B 00IIeM pacKphIBAIOLINI TeMy U
He coJiepkaluil rpyObix omuOoKk. OTBET CTyJEHTa JOJKEH MOKa3bIBaTh, YTO OH 3HAET U IOHUMAET
CMBICII U CyTh ONMCBHIBAEMOM TEMBbI M €€ B3aUMOCBA3b C Apyrumu pazaenamu MK u ¢ apyrumm
mucuumuinHamu, MJIK ocBanBaemoilt 00pa3oBaTeNbHONH MpPOrpaMMbl MO Mpodeccuu, HO MPH 3TOM
HEMOJIHO WJIM HENOCIIe0BaTEIbHO PACKPBITO COAEpKaHUE MaTepuaa, UMEIoTCsS OIIMOKY MpU OTBETaxX
Ha BOIPOCHI, HO MOKa3aHO oOIllee MOHMMaHHWE BOINPOCa M MPOAEMOHCTPUPOBAHBI YMEHUS, HABBIKH,
JIOCTAaTOYHBIE JUIsl ajdbHEHIIEero yCBOGHUs MaTepuana, onpeneieHHoro yueoHoi nporpammont MJIK.
ITpy BBINOIHEHUH TPETHETO BONPOCA — MPAKTUYECKOTO 3aJaHUs CTYIEHT YaCTUYHO BBITIOJHUII 33aJJaHUE,
HE YJOXWICS B OTBEJEHHOE BpEMsS, B COOTBETCTBUH C TPEOOBAHHUSMU HOPMATHUBHO-TEXHUYECKOU
JIOKYMEHTaIUH, MPpo(eCCHOHATBHOTO CTaHAapTa.

OneHka «HEyJOBIETBOPUTEIBHO» - BBICTABJISETCS B CllydasX, €CIM HPAaKTHUUECKHUE 3aHATHUS
BbINOJIHEHB! MeHee, ueM 80% (31 u MeHee), He BBINOJIHEHA B ITOJIHOM 00beMe CaMOCTOsATeNIbHAs paldoTa,
HE PacKphITO OCHOBHOE COJEpXkaHHe y4yeOHOro Marepuana; OOHApy>KEHO HE3HaHUE WM HEIOJIHOE
NOHMMaHHue o0ydJaronmmMces Oonblel win Hanbonee BaKHON YyacTH y4eOHOro mMarepuaia; JOMYIIeHb
rpyOble OIMOKY MPU OTBETAX Ha BOIPOCHI, TOMOJHUTENIbHbIE YTOUHSIOIINE U HABOJASIINE BOIIPOCHI
Iperno/iaBaTess OCTaBIEHBI 0€3 0TBETa, MPAKTHUECKOE 3aaHNe TPETHETO BONPOCA HE BBINOIHEHO.

Bonpocsl k 3k3ameny

1. ApxuB opraHu3zanuu. ApXuB Kak MojpasfelieHue B CTPYKType OpraHu3alii. ApXuB OpraHu3alui,
€ro 3ajayd: IpHEM, YYeT M XpaHEHUE JOKYMEHTOB, 3aKOHYEHHBIX JEJIONPOU3BOACTBOM;
MH(}OPMalLlMOHHO-CIIPaBOYHAas paboTa MO apXUBHBIM JIOKYMEHTaM, OpraHU3alMOHHO-METOANYECcKas
IIOMOMIb 110 BEJECHUIO JI€JI0NPOU3BOJICTBA.

2. KoMmmiekToBaHue apxuBa OpraHM3aliMd. MeToauka KOMIUIEKTOBAaHUS apXHBa, OpraHu3aluu
VCTOYHUKN KOMIUIEKTOBAHHUS apXHBa COCTAaB JOKYMEHTOB, MOJIEXKAINX IIEpeEAayue B apXuB.

3. HopmaTuBHO-IIpaBOBBI€ OCHOBBI paboThl apxuBa. denepanbHbiii 3aK0oH 0T 22.10.2004 Ne 125-D3 «O06
apxuBHoM jnene B Poccuiickoii @enepanuun»: TOJKOBaHWE W TNPUMEHEHUE, aJIMUHUCTPAaTUBHAs
OTBETCTBEHHOCTb 3a HECOONIOJIEHHE MpaBWJl apXUBHOTO XpaHEHHs JOKyMEHTOB. Ilepeunu
VYipaBieHYeCKUX TOKYMEHTOB C YKa3aHHMEM CPOKOB XpPaHEHHS.

4. ITonoxxeHnue 06 apxUBe OpraHU3aLUK ,er0 OCHOBHBIE 33/1a4H, HAIIPABJICHUS IeATEIbHOCTH U QYHKIIUN
apxuBa, TpPeOOBaHUS OXpaHbI TPYJa €AMHAsl TOCYIapCTBEHHAs CHCTEMa JICIIONPOU3BOJICTBA.
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5.Pabora ¢ JOMKHOCTHBIMU HWHCTPYKLUUSMU COTPYAHHUKOB apXHBa, 3aBEAYIOIIETO apXHBOM.
CocraBieHne npoekTa JOHKHOCTHOW MHCTPYKIMHM, 3aBeAyrollero apxuBoM. CocTaBi€HHME MPOEKTa
JOJIKHOCTHOM MHCTPYKLMHU CHEIHATUCTa apXHBa.

6. Opransl ynpaBieHus apxuBHbIM jaenoM B Poccun. Cucrema apxuoB Poccuu. I'ocynapcTBeHHbIE
apxuBbl. MyHUIIMTIANIbHBIE aPXUBBI, BEJJOMCTBEHHbIE apXUBHBIE ClTyKObl. HerocynapcTBeHHbIe apXUBBI.
7. CocTaBiieHHE CXEMbI ApXUBHBIX yupexaeHuil Poccuu.

8. PaboTa ¢ HOpMaTHUBHO PABOBBIMH aKTaMU, PETYIHPYIOIIMMHU IS TeIbHOCTh APXUBHBIX YUPEKICHHIMI
Poccun.

9. Homenkuarypa nen. HomeHkiaTypa J1en, OpraHu3allii W HOMEHKJIATYPbl [I€J, CTPYKTYPHBIX
NOJpa3/IeIeHUil OpraHu3alny, TOPSIOK Pa3paboTKH, YTBEPKICHHS BBEICHUS U BHECEHUS! U3MEHEHHUH.
10. Mnuaexkcamus e ¥ CPOKU UX XpaHEHUS.

11. IlpaBuna coriacoBaHusi HOMEHKJIATypbl [J€J1 C BEIOMCTBEHHBIMU apXMBaMU U DKCIEPTHOMN
KOMHCCHEM.

12. ®opmupoBanue gen. Ilopsnox ¢opmupoBanus u odopmieHus JAed B OpraHU3alUu.
Cucrematuzaiids OTHENBHBIX KaTeropuii nokymeHToB. Chenuduka ¢GOpMUPOBAaHUS OTIEIbHBIX
KaTeropuii Jell.

13. Tlopsiiok cocTaBieHus 3ar0JI0OBKOB, IOKYMEHTOB U JIeJI, BUJIbI 3aTOJIOBKOB.

14. CocraBnenue u opopMIEHHE OTIEIbHBIX Pa3J/Ie]IOB HOMEHKIATYPHI JIE.

15. ®opmupoBanue aen, OpoIIIOpOBKa JOKYMEHTOB B JIea.

16. CocraBnenue 3aroJioBKOB, TOKYMEHTOB U JIEJI, COCTaBJICHUE BHYTPEHHEH OMUCH Jiena.

17. DxcniepTr3a IEHHOCTH MOKYMEHTOB. OOIMe MOJOKEHUS, MPUHLUIBI U KPUTEPUH LIEHHOCTH
JIOKYMEHTOB.

18. Opranuzanus NpoBeACHUs SKCIIEPTU3bI LICHHOCTH JOKYMEHTOB, MOPSA0K UCIIOJIb30BAHUS TUIIOBBIX
U BEJIOMCTBEHHBIX IEPEYHEN JTOKYMEHTOB, ONPEIECICHUE CPOKOB XpAaHEHHs JOKYMEHTOB B IIpOLIECCE
MPOBEJCHUS SKCIEPTU3HI LIEHHOCTH JOKYMEHTOB.

19. [loaroroBka JOKYMEHTOB K nepeaaue B apxus. OdopmiieHue 1el, HyMepalus JIMCTOB, COCTaBICHHE
3aBEpUTEIbHON HAJNUCH BHYTPEHHEM ONUCH JOKYMEHTOB, Jella, MeperiéT, MOJIIMBKa [el,
odopmieHre 0OJ0XKKH JIeJl MOCTOSIHHOTO U BpeMeHHOro cBbilie 10 jeT XpaHeHHs, COCTaBJIECHUS U
0 OpMIIEHHS OIIMCH JIeNT CTPYKTYPHBIX MOAPa3IeICHUN.

20. Ilepenaua nen B apxus. Ilopsaok nepenaun nen Ha XpaHEHUE B apXUB OPTaHU3ALMH, COCTABICHUE
AKTOB O BBIIEJICHUH JOKYMEHTOB K YHUUTOXKEHHUIO.

21. IlpoBeneHue skcrepTU3bl LEHHOCTH JOKYMEHTOB € UCIOJIb30BaHueM [lepeuns.

22. OdopmieHne TOKyMEHTOB SKCIIEPTHOW KOMUCCUU: COCTABIICHUE M YTBEPKJICHHUE aKTa O BBIJCICHUHI
JOKYMEHTOB K YHUYTOXXEHHUIO, COCTaBJI€HHE aKkTa 00 OOHapyKeHUH apXHUBHBIX JIOKyMEHTOB,
COCTaBJICHUE aKTa 00 U3BSITUM MOATUHHBIX €TUHUL] XPAHEHUS apXUBHBIX TOKYMEHTOB.

23. OopmieHue aen: XpOHOJOTHMUECKH CTPYKTYypHasl CHCTeMaTu3alus jAed, oQopMIIeHHE OOJIO0KKU
JIeJ1, TOCTOSTHHOTO Y BPEMEHHOI'0 XpaHEHHUS!.

24. Cocrasnenue 1 0()OpMIIEHUE OITUCH JIEN, TIOCTOSIHHOT'O XPaHEHUs! U ONUCH /1€ TI0 TMYHOMY COCTaBY.
25. CocraBnenue U 0(OpPMIICHHE TOJOBOTO pasziesia CBOJHOW OIHCH JEJ, MOCTOSHHOTO XpaHEHUs,
cocTaBlieHUsI U O(OpMIICHUS 3aKOHYEHHOM ONUCH [eJl, MOCTOSHHOIO XpPaHEHHs, COCTaBJICHHE U
o opMIIEHHUE OTTUCH.

26. YuéTHble JOKYMEHTBI U HAyYHO-CIIPABOYHBIN allapar apXuBa, OpraHu3altH.

27. Y4€THBIE TOKYMEHTHI apXMBa, HAYYHO-CIIPABOYHBIM anmapar K JOKYMEHTaM apXWBa, OIHCH JAEIl,
HOMEHKJIATYpBI, €I, KAPTOTEKHU, ICTOPHUUECKHUE CITPABKHU.

28. CocraBiieHHE YYETHBIX JOKYMEHTOB apXHUBa, ONPENEICHNE XPOHOJOTHYECKUX T'PAHULl apXHUBHBIX
JIOKYMEHTOB.

29. Mcnonb30BaHUE 3alpoOCOB TpaxKJaH W OpraHu3aiui. Buasl 3ampocoB, MOCTYyHAIOIMIMX B apXHB
OpraHMu3alH, OPSI0K UCTIOTHEHUS 3alIPOCOB.

30 Opranuzanus UCHOJIL30BaHUS JOKYMEHTOB B apXuBaxX opraHu3anuii. Beigada gen Bo BpeMEeHHOE
MI0JIb30BaHKE, HCIIOJIb30BaHUE IOKYMEHTOB apXUBa MPHU MOJIrOTOBKE MH()OPMAIIMOHHBIX MEPOIIPHITUI
B CpEJICTBAaX MAacCOBOM MH(OpMAIK U MyOIMKAMOHHON NEATEIbHOCTH, YUET UCIOJIb30BAHUS TN U
JIOKyMEHTOB apXHBa.
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31. CocTaBneHue OTBETOB HAa TeMaTHMYECKUE 3ampockl rpaxzaaH. CocTaBieHUE OTBETOB COLMAIBHO-
IIPAaBOBOI'0 XapakTepa.

32. IlonsiTHe KaTaJOrM3allUM apXWBHBIX JIOKYMEHTOB, BHJbl KaTaJOroB, MOPSAJOK OIMNHUCAHUS
JOKYMEHTHOM MH(pOpPMALIUU Ha KaTAIO0XKHBIX KapTOYKaX.

33. ObecnieueHrEe COXPAaHHOCTH JOKYMEHTOB apxuBHOTO (poHa Poccuiickoii denepamnmun

34. IIpOoTHBOIIOKAPHBI  PEXUM XPAaHEHUS ApPXUBHBIX JOKYMEHTOB. TpeOoBaHUS IOKapHOM
0€30MacHOCTH K COJIEP)KaHUIO TEPPUTOPUU 3/IaHUN M TOMEUIeHHH apxuBa. TpeOoBaHUS MOKapHOU
0€30IIaCHOCTH K COJACP)KAaHUIO JBAKYaI[MOHHBIX IyTed W BBIXOJOB, TpPeOOBaHUS TOXAPHOMH
0€30MacHOCTH ISl apXMBOXPAHUJIMIL J1a00paTOPHO-MPOU3BOACTBEHHBIX U CKJIAJICKHX MOMEIICHH,
XPaHEHUE XMMHUKATOB, JIETKOBOCIUIAMEHSIOIUXCS U TOPIOUUX KUAKOCTEN 3JIEKTPOYCTAHOBKH B apXUBE.
CpenctBo obecrieueHus mokapHoi 6e3omacHocT apxuBa. OOMUK TOPSIOK JSHCTBUN TIPH MOXKape B
apxuBe.

35. OxpaHHBII W TeMIIEPaTypPHO-BIAKHOCTHBIE PEXHUMBI COXPAHHOCTH TOKyMeHTOB. ColumoaeHue
OXpPaHHOI'O PEXHMMA, COXPAHHOCTH JIOKYMEHTOB TEMIIEPAaTypHO-BJIAXXHOCTHBIM pEXUM XpaHEHUS
JIOKYMEHTOB Ha Pa3JIMYHbIX HOCUTEIISX.

36. CBeTOBOM M CaHMTAPHO-TUTMEHUYECKHI pexuM. OpraHusanus CBETOBOIO PEXHUMa XpaHEHUs
JIOKYMEHTOB, CAHUTAPHO-TUTHEHUYECKUE MEPOIIPUSATHUS B ApXUBE.

37. Pa3zmerenne NOKyMEHTOB B apxwWBe, HyMmepamusi u TomorpadupoBanue B apxuBe. OOmme
TpeOOBaHUS K pPa3MEIICHUIO AapXMBHBIX JIOKYMEHTOB, pa3MEUICHHE apXHUBHBIX JIOKYMEHTOB
000COOJICHHOTO XpaHEHus, pa3MenieHne (hoHma MOJIb30BaHMS, pa3MeIleHHe YYETHBIX JOKYMEHTOB.
[Topsimox Hymepaluyu MOMEUICHU apXuBa, CTelUIaKeH, mKagoB, MOJIOK, BBEJACHUE TOMOTpadhuIecKux
yKazaTeneil MmoQOHIOBBIM W TOCTEIUIXHBIE TOMOTrpapUUecKue yKaszaTeld B apxuBe, odopMieHue
SAPJBIKOB HA MEPBUYHBIX CPEJCTBAX XPAHECHUS APXUBHBIX JOKYMEHTOB.

38. OcoOeHHOCTH BBIJAYM APXMBHBIX JOKYMEHTOB W3 apxuBoxpaHwiauma. OO0mmue TpeOoBaHUS K
BbIIay€ apXMBHBIX JOKYMEHTOB M3 apXMBOXpaHWiIMna. Llenu Bblgauu Aen U3 apXMBOXPAHUIIMINLA,
MOArOTOBKA JIEJI K BbIAAUE.

39. IlonucTHas mpoBepka JAOKYMEHTOB M JeJl, CPOKM BbIIAa4M A€, YU4ET IBUKEHHS JOKYMEHTOB U
HOPSIOK BBIJAYU JIeJ1 B YUTANbHBIA 3a)l, pabouyl0 KOMHATy COTPYIHUKaM apXuB, BO BpPEMEHHOE
M10JIb30BAaHNE, Ha BBICTAaBKE BPEMEHHOI'O BBIBO3a 3a pyOexk, Bbliaua (poH/a M0JIb30BaHUs, BblJa4ya ONHUCH
JIeJT TOKYMEHTOB.

40. KoHTposnb 3a COXPaHHOCTBbIO BBIJAHHBIX APXMBHBIX JOKYMEHTOB. MOHHUTOPHHI COCTOSIHHS
COXPAHHOCTH BBIJIAHHBIX JOKYMEHTOB, BO3BpAIllCHUE apXMBHBIX JOKYMEHTOB B apXUBOXPaHWIUIIE,
TPAHCIIOPTUPOBKA U NEPEMEILIEHUE aPXUBHBIX JOKYMEHTOB.

41. O01iee MOJIOKEHUE O MPOBEPKE HAJIMUYUS M COCTOSHUS JOKYMEHTOB M jei. TepMHHOIOrnYecKas
0a3a MpOBEpKH, HAIUYUS U COCTOSHUS 1€, LN U 3a/1a4d, IPOBEPKU, HAJIUYUS U COCTOSHUS e,
NEPUOANYHOCTD €€ IPOBEACHMUS.

42. Meroauka npoOBEIEHNs TPOBEPKHU, HATMYMUSA U COCTOSHUS Aen. [1opsaok mpoBeAeHUs! MPOBEPKH,
HAJIMYMS U COCTOSIHUSA /€N, MO3TAIHBIN MOAX0/] K MPOBEpKe HAIMYMSA U COCTOSHUS e, popma akTa
MIPOBEPKU, HAJTMYHUS U COCTOSIHUS IeJT, PEKBU3HUTHI aKTa, MOPSAI0K 0OPMIICHUS aKTa IPOBEPKHU, HATHUUS
Y COCTOSIHMSI JIE.

43. MeponpusTus MO pe3yibTaTaM MPOBEPKHM HAJUYUA U COCTOSHHS JieJl. 3aBEpIICHHE MPOBEPKH,
HAJIMYMS U COCTOSHHS [IeJl, CHSATHE apXUBHBIX JOKYMEHTOB C yuéTa. AKT O He OOHapyXeHUU
JIOKYMEHTOB, ITyTH PO3bICKa KOTOPBIX HCYEPIIAHBI.

CrpaxoBoit (oHnx u (OHI HCIONB30BaHMA. XapaKTEepPUCTHKA YHHUKAJIBHBIX M 0OCO00 IIEHHBIX
nokymeHToB. Llenms co3manust ctpaxoBoro ¢onnma u (onma momb3oBaHus. OTOOp JOKYMEHTOB IS
CO3JIaHUs CTPAaxoBOro (GoHAa U (OHAA NOJIB30BAHUA. MeToIuKa CO3/IaHHs CTPAaXoBOro (hoHa.

44. Opranuzanusi paboT Mo MUKPODHIBMUPOBAHUIO U OIU(POBAHUIO JTOKYMEHTOB, HEOOXOIUMOE
o0opynoBanue. TUIIOBOI TEXHOJIOTHYECKUN PErJIaMEHT CO3/IaHUsI MUKPOKOIHUI TOKyMeHTOB. [lopsaok
nepesavu Jell Ha CTpaxoBO€ KOMUPOBAaHUE, YUET U XpaHEHHE CTPAXOBBIX KOMUN U (POH/A MOIb30BAHMUS.
Briiaya MuUKpo(UIbMOB B UNTANIBHBIN 31, TPOBEPKA HATMYUS U COCTOSTHHUSL.
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45. Texunyeckuil KOHTPOJIb cTpaxoBoro Gouaa u Gonna nonbp3zoBanus. [lepenaua ctpaxosoro donma
Ha crenuanbHoe XpaHenue. OdgopmileHHEe BpPEMEHHOTO BBIBO3a JIOKYMEHTOB ApPXHMBHOTO (oHAA
Poccutiickoii denepanuu 3a pyoex.

46. IIpoBepka TEXHUYECKOTO U (DU3MKO-XUMHUYECKOTO COCTOSHUSI apXUBHBIX JOKYMEHTOB. OIlieHKa
(bu3UYECKOr0 COCTOSIHUS JOKYMEHTOB, CIUIOLIHAS U BBIOOpOYHAs MpoBepka (U3MUECKOTO COCTOSHUS
JOKYMEHTOB, opopMiIeHHE e€ pe3ynbTaToB. BrisgBieHune 1okymMeHToB ApxuBHoro ¢gouaa Poccuiickoi
Oenepaliy, HAXOAAIIUXCS B HEYJOBIETBOPUTEIHLHOM (PU3NYECKOM COCTOSHUM, U HEUCIPABHUMO
NOBPEXAEHHBIX aPXUBHBIX JOKYMEHTOB.

47. TunoBas HoOMeHKJIaTypa AedeKkToB. Pa3paboTka HOMEHKIIATYpHI 1e()EeKTOB MOBPEKACHUN TEKCTa U
HocuTene uHpopmanmu, OykBeHHO-IMpoBas uHACKcaus aedektoB. OCHOBHBIE OHMOJIOTHYECKUE
BpPEIUTEIN apXUBHBIX JOKYMEHTOB. buomnoBpexiaeHuss aokymMmeHTOB. OCOOEHHOCTH MUKPOKIMMATa
apXMBOB, CHOCOOCTBYIOUIMX MOPAKEHHIO JTOKYMEHTOB OHMOJOTMYECKHMMHU BpeauTensiMu. JledexTsl
Oymaru, nedeKThl TeKCTa.

48. Obecrieuenne  (UBHKO-XMMUYECKOH COXPAaHHOCTH JIOKYMEHTOB. DHU3UKO-XUMHYECKas W
TeXHHuYeckass  oOpaboTka  apXUBHBIX  JOKyMEeHTOB.  lIpodunaktudeckue  MepONpPHUSTHS,
crocoOCTByIONME (HU3UKO-XUMHUYECKON COXPAHHOCTH JOKyMeHTOB. Opranm3anusi Ae3uH(EKnIuud u
JE3UHCEKIIUU JJOKYMEHTOB.

49. OCcHOBBI METOJIMKH KOHCEPBAIMH M CTA0MIIN3AI[MH apXUBHBIX TOKYMEHTOB. OCHOBBI KOHCEpPBAIHH
JTOKYMEHTOB, PEKHUM XpaHEHHS CTa0WIM3alliM, pecTaBpalus, CTa0uWiM3aus JOKYMEHTOB Ha
TPaIUIIMOHHBIX U TEXHOTPOHHBIX HOCHUTEJISAX 110 OTHOIICHHIO K (PH3UKO-XUMHYECKHM, OMOIOTHYECKIM
U MEXaHUYECKUM (pakTopaM. Y CIIOBHS XMMUYECKON CTaOMIM3aluy, pecTaBpallui TeKCTOB. TeXHOIOorus
pecTaBpalyy U KOHCEPBALlMU JOKYMEHTOB Ha TPAJULIMOHHBIX U TEXHOTPOHHBIX HOCUTEIISX.

50. IIpoBenenue mpouenyp BOCCTAHOBICHHUS [TOKYMEHTOB C HApYIIEHHWEM BIaXXHOCTHOTO PEXHUMa
xpaHeHus. lIpoBenenne nmpoueayp BOCCTaHOBIIEHUS 3aNIbUIEHHBIX JOKYMEHTOB.

VILI.02 Vuebnasa npaxmuxka (O3nHakomumenvuas no npoghecCUuoHaNbHOMY MOOYII0: OpeaHu3ayus
meKywe2o XpaneHus 00OKYMeHmo8 U no020mosKa 0ell 0l nepedadu 8 apxus)

Ounenounoe cpencrso 1.

Bun: KommiekcHas npaktudeckas padora (KIIP)

Kparkas xapakrepucruka: KIIP HampaBneHa Ha ompenelieHHe YpPOBHsSI OCBOEHHUS BBIITYCKHHKOM
Marepuaia, MpeayCMOTpeHHOTO oOpa3zoBarenbHoi mporpammoit mo MJK 02.01 u crenenu
c(OPMHPOBAHHOCTH TNPO(PECCHOHANBHBIX YMEHHH W HaBBIKOB, OCBOEHHUS NPO(EeCcCHOHATBHBIX
KOMIETEHIIMH MyTeM IPOBEJCHUS IKCIEPTHOMN OLIEHKH BBIIOJIHEHHOTO O0Y4YarolIMMCsl KOMILJIEKCHOM
NPaKTUYECKON pabOoThl B YCIOBUSAX PEANbHBIX WIM CMOJIEIUPOBAHHBIX MPOU3BOICTBEHHBIX MPOILECCOB
3a YCTaHOBJIEHHOE BPEMs.

Kpurtepun ouennBanus: [lepedens kpurepuen onennBanus soinoianenus: KIIP ¢ ykazanuem 6amios:
[IepeueHb KpUTEpUEB OLIEHUBAHUS BBHITIOJHEHHS MPAKTUYECKOTO 3a/1aHUs C YKa3aHHEeM OalioB:

1. OcyecTBienue pa3pabOTKU U BeJIeHUs] HOMEHKIIATYPBbI JIeJl CTPYKTYpHOTo noapaszaenenus - 12,00.
2. OdopmiieHue nena MOCTOSHHOTO U JOJITOBPEMEHHOTO CPOKOB XpaHEHMsl JUIsl Mepelayd B apXuB
opranusaiuu - 12,00.

3. OcymiecTBiIeHUE IKCIIEPTU3BI [IEHHOCTH JOKYMEHTOB, BeJIeHHE 0TOOpa IOKYMEHTOB HAa XpaHEHHE U
YHUYTOXXEHUE, TOKYMEHTUPOBaHUE paboThI dKcIIepTHOM Komuccuu-18,00.

4.CocraBieHue OMKUCH JIeJT MOCTOSHHOTO U JOJITOBPEMEHHOTO CPOKOB Xpanenusi-12,00.

HUTOI'O - 80,00

CxeMa OIlcHUBaHUA:

max KOJHMYECTBO 0aJIJIOB - IeHCTBHE (Omepalysi) BHIIOIHEHO B MIOJHOM Mepe COTIacHO YCTaHOBJICHHBIM
TpeOOBAHUSM;

0 GamoB - aeiicTBUe (omepalys) He BBIIIOJIHEHO, pE3yIbTaT OTCYTCTBYET.

OlieHKa «OTJIMYHO» BBICTABIISIETCS, €CIIU CTyIeHT Habpan 65-80,00 6aios;

Orenka «xopomoy - 50-64,00 6anna;

OneHka «yaoBieTBopuTeabHo» - 30-49,00 6amios;

OreHKa «HEYIOBIETBOPUTENBHO) - MeHee 29,00 6aioB
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Conep:xkanue KIIP:

Bapuanr 1. Paznen 1. Opranusanus 1 HOpMaTHBHO-IIPaBOBbIE OCHOBBI ApXUBHOIO JIEa

Pa3zpaGoraTe HOMEHKIATYpy A€l CTPYKTYpHOro mojpasjeneHus. IIpoBecTH skcnepTusy LEHHOCTH
JOKYMEHTOB, ITPECTABICHHBIX HA OyMa)kHOM HOCHUTEIIE, B X0OZI€ KOTOPOIl MPOBECTH OTOOP JOKYMEHTOB
IOCTOSIHHOT'0, BpeMEHHBIX (CBbILIE 10 JIeT) XpaHeHus!, B TOM YUCIIE 10 IUYHOMY COCTaBy, JUIsl Iepeaadn
B apxuB Ha mnociexnymooiee xpanenue. CPopMHUpPOBATH /€0 MOCTOSHHOTO WM JOJITOBPEMEHHOIO
xpaHeHus (1 1e0) 1 MOAroTOBUTH €ro JUlsl Iepeiaul Ha XpaHEeHUe B apXuB opranusanuu. [lonBeprayts
JIeJI0 TIOCTOSTHHOT'O MJIH IOJITOBPEMEHHOT'0 CPOKa XpaHEeHHUs mosiHoMy odopmiteHuto (1 neno). Anroputm
BBITIOJIHCHMS 3a1aHUs:

1. Odbopmuts HoMeHKTAaTYpYy 1€ CTPYKTYPHOTO MOAPa3/ICIICHUS.

2. OnpenenuTs CPOKU XPAHEHUS IOKYMEHTOB, UCII0Jb3Ysl (pparmeHT [lepeyns.

3. U3yuuts npencTaBieHHbIC HA OyMaXHOM HOCHUTEJIE TOKYMEHTHI M CHCTEMAaTH3UPOBATh HX 110 CPOKAM
XpaHeHus, ucnoib3ys HoMenknaTypy nei.

4. ChopmupoBath 1 0QPOPMHTH JIEI0 TIOCTOSHHOTO WJIH JIOJITOBPEMEHHOTO cpoka xpanenus (1 nerno).
5. Opopmute OON0XKKY Jena, BHYTPEHHHE YYETHbIE JOKYMEHThl Jena: BHyTpeHHIOO omnuch
JIOKYMEHTOB JieJ1a, JIucT-3aBepurens Jaena.

6. 115 odpopmiienuss HomeHknaTypsl Aea CTpyKTypHOTo nojpasaenenus, O0noxku jena, BHyTpenHeit
ONMCH JOKYMEHTOB Jiefia, JIucra-3aBepures Aeiia UCIoab30BaTh (hOpMbl, ycTaHOBIeHHbIE [IpaBriiamMu
OpraHu3allii XpaHEHUs, KOMIUIEKTOBAaHMs, y4eTa U UCIOJIb30BAHUSA JJOKYMEHTOB ApXHBHOro (hoHza
Poccniickoit @enepanuu U ApYruxX apXHUBHBIX JOKYMEHTOB B TOCYAApCTBEHHBIX OPraHax, OpPraHax
MECTHOI'O CaMOYIIPaBJIeHUs U opranu3anusx (yTB. mpuka3zom Pocapxusa ot 31.07.2023 Ne 77).

7. J171s1 BBIIIOJIHEHUS 3a/1aHKSI UCIIOJIb30BaTh CIIPABOYHO-IIPABOBYIO CUCTEMY.

8. Bce co3aHHbIe JOKYMEHTHI BBIBECTH Ha I1€4YaTh.

9. ChopmupoBath 110, PpPa3MECTHTh BHYTPEHHHE YyYeTHbIE JIOKyMEHTBl Jiela B HY)KHOM
MOCJIEI0BATEIbHOCTH, IPUKPEUTH O0JIOKKY Jela.

10. [Ipommte copmMupoBaHHOE U 0HOPMIIEHHOE JIEJIO.

11. CucremarusupoBaTh JOKYMEHTHI Ha OyMa>KHOM HOCHUTENE B (ailil-BKJIaJIbIII, B AIEKTPOHHOM BHJIE
B IankKy Ha paboueMm croJie (co3aaTh Ha pabouem croje nanky "Homep sx3amenyemoro Moaysns 2").
12. CoxpanuTs BoITIOTHEHHOE 3aaHue Ha USB-(drern-HakonuTens U nepeaaTh Ha MPOBEPKY IKCIIEPTaM.
Heo6xonnMble puIoKeHUs:

IIpunoxenune b1. Kaprouka opranuzanuu B 3JIEKTPOHHOM BUJIE.

[Tpunoxxenne b2. CTpykTypa OpraHu3alvy B 3JIEKTPOHHOM BUJIE

[Tpunoxxenue b3. IlepedyeHp JOKyMEHTOB, OOpa3ylOIIUXCS B JIEATENBHOCTH CTPYKTYPHOI'O
NOJpa3ieJICHUs] OPraHU3alMK B SJIEKTPOHHOM BHJIE.

[Ipunoxenne b4. ®parment IlepeuHs TUNOBBIX YINPABIEHYECKHX APXUBHBIX JOKYMEHTOB,
00pa3yIOIMXCS B MPOLECCE AEATEIbHOCTH TOCYAaPCTBEHHBIX

OpraHoOB, OpPraHOB MECTHOI'O CaMOYIPABJIEHUS U OpPraHU3alui, ¢ yKa3aHHEM CPOKOB HMX XpaHEHUs
(2019) B HeKTPOHHOM BHUJIE.

[Tpunoxxenue bS. Kommiekt 7o0kyMeHTOB Ha OyMa)kHOM HOcuTene it popMupoBaHus U opopmiieHus
Jena.

ITpunoxenne b6. Homenknarypa nen Ha 2021 r. B 371€EKTPOHHOM BHJIE.

[Tpunoxxenue b7. [lpunoxenuss k IlpaBunam opraHuzanuyM XpaHEHUs, KOMIUIEKTOBAaHUSA, ydeTa U
UCIIOJIb30BaHUsl JTIOKyMEHTOB ApxuBHoro ¢onaa Poccuiickoit ®enepanuu U APYyrux apXUBHBIX
JIOKYMEHTOB B FOCY/IapCTBEHHBIX OpTraHax, OpraHax MECTHOI'O CaMOYIpaBJIeHUs U opranu3zanusx (2023,
¢aiin B popmare Word) B 351IeKTPOHHOM BUJE.

Bapuanr 2. Pazzgen. 2. OGecrieueHrue COXpaHHOCTH JIOKYMEHTOB.

Texer 3ananus: IIpoBecTr 3KkCepTU3y HEHHOCTH JOKYMEHTOB, IIPEICTABICHHBIX B JIEKTPOHHOM BUJIE,
B X0/1€ KOTOPOM MPOBECTU OTOOP JOKYMEHTOB MOCTOSIHHOTO, BpeMEeHHBIX (cBbllIe 10 JeT) XpaHeHus AJis
nepeaadyun B apXuB Ha MOCIICAYIOIICC XPAaHCHUC U JIA BBIACICHUA K YHUYTOKCHUIO TOKYMCHTOB, CPOKU
XpaHeHHs1 KOTOpbIX uctekiu. [1o TumoBoit yaudunupoBanHoi opme (madiaony) chopmupoBats B COJ]
1 0pOpMUTH AKT O BBIJICTICHUH K YHUUTO)KEHUIO apXUBHBIX IOKYMEHTOB, HE MOAJICKAIINX XPAHEHUIO.
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[IpoBecTu onrcanne apXuBHBIX Jied (IokyMeHTOB). [To TunoBoit yHubuupoBanHoi dpopme (1abaoHy)
chopmupoBats B COJ/] 1 0opMUTEL OMHKCH JIea MOCTOSTHHOTO, BpeMeHHOTO (cBhIIe 10 et) XxpaneHus
WM 110 IMYHOMY COCTaBY, COPMUPOBAHHOTO BO 2 MOYJI€.

ANTOpUTM BBIIIOJHEHMS 3a/1aHUS:

1. TIpoBectu »5KCHEpTU3Y LEHHOCTH JIOKYMEHTOB, OTOOpaTh Jiena (JIOKyMEHTbI) MOCTOSHHOTO,
BpeMeHHbIX (cBbilie 10 neT) xpaHeHus A Nepelayd B apXWB Ha IMOCIENYIOLIee XpaHEHUE U Jiea
(TOKyMEHTBI), BbIIETISIEMbIE K YHUUTOKEHUIO, CPOKH XPAHEHHUSI KOTOPBIX UCTEKIIH.

2. Ilpu npoBeneHNnN IKCIEPTU3BI IEHHOCTH JTIOKYMEHTOB UCII0JIb30BaTh HoMeHKIaTypy nen.

3. Ilo tumoBo# yHupumupoBanHoi Gopme (madiaony) chopmupoBarb B COJ] u odhopmMuth AKT 0
BBIJIEJICHUM K YHUUTO)KCHHUIO apXUBHBIX IOKYMEHTOB, HE MTOAJIEKAIUX XPAHEHUIO.

4. B COOTBETCTBHM C COCTaBOM JOKYMEHTOB Jiela, COPMUPOBAHHOTO BO 2 MOJyJie, [0 TUIOBOU
yaudunupoBanHoit ¢popme (mabnony) chopmuposars B COJ] u odopMHUTh ONKCH /1€, JOKYMEHTOB
MOCTOSTHHOTO UJTH BpeMEHHBIX (cBbimie 10 JeT) CpOKOB XpaHEHUs/TI0 TUYHOMY COCTaBY.

5. dnst opopmieHnst AKTa O BBIJICIICHUM K YHHUYTOXXCHHUIO apXWBHBIX JOKYMEHTOB, HE IMOJUICKAIINX
xpaHeHuto, Onucei 1ein, T0KyMEHTOB TOCTOSTHHOTO, BpeMEeHHbIX (CBbIiIe 10 J1eT) CpOKOB XpaHEHHs], 1O
JUYHOMY COCTaBY, HCIIONB30BaTh (POpMBI, ycTaHOBIEHHbIE [IpaBWiiaMu OpraHU3alMd XpaHEHHUS,
KOMIUIEKTOBAHHUSI, yueTa U UCIOIb30BaHUs JOKyMeHTOB ApxuBHoro (pouaa Poccuiickoit denepannu u
JPYTUX apXUBHBIX JOKYMEHTOB B FOCYAAapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYIIpaBJICHUS U
opranm3anusax (yrB. mpuka3zom Pocapxusa ot 31.07.2023 Ne 77).

6. Jli1s BBINOJIHEHMS 3a/1aHUS UCIIOJIB30BaTh CIPABOYHO-IIPABOBYIO CUCTEMY.

7. Bce co3nanHble TOKyMeHTHI copmupoBats B CO/I.

8. Ckauatp, chopmupoBanubie B COJ] nokymeHTsI (akt, onuck) B popmare pdf, u coxpanuts B mamke
Ha paboueMm crose (co3aaTh Ha paboueM crosne nanky "Homep sx3amenyemoro Moayins 3").

9. CoxpaHuTb BbINoNHEHHOE 3a/1aHue Ha USB-¢duem-HakonuTens 1 nepeaars Ha IpOBEPKY IKCIEpTaM.
HeoOxonnmble npuiioxeHus:

[Tpunoxxenne B1. Kaprouka opranu3anuu B 3JIEKTPOHHOM BHJIE.

[Tpunoxxenne B2. CTpykTypa opranuszaiuy B 3J1€KTPOHHOM BUJIE

[Tpunoxxenne B3. KoMmiekT 10KyMEHTOB B IEKTPOHHOM BUJE AJIs IPOBEAECHUS SKCIIEPTU3bI IEHHOCTH
JOKYMEHTOB M OTOOpa Ui BbIAEICHUS K YHUYTOXXEHHUIO JOKYMEHTOB, CPOKH XpPaHEHHUS KOTOPBIX
VCTEKIIH.

[Tpunoxxenne B4. Homenknarypa nen Ha 2021 1. B 2JIEKTPOHHOM BUJE.

[Tpunoxxenue BS. Ilpunoxenus x IlpaBunam opraHuszanuu XpaHeHUs, KOMIUIEKTOBaHUS, ydyeTa U
UCIIOJIb30BaHUsl JTIOKyMEHTOB ApxuBHoro ¢onpaa Poccuiickoit ®enepanuu M ApYyrux apXHUBHBIX
JIOKYMEHTOB B FOCY/IapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIpaBJIeHUs U opranu3anusx (2023,
¢aiin B popmare Word) B 351IeKTPOHHOM BUJE.

MI1.02 7Ipouzeoocmeennas npakmuka (Texwonoeuuweckas no npogheccCUuoHaIbHOMY MOOYIIO.!
OpeaHu3ayus MeKyuje2o XpaneHus OOKYMeHmos u no020mosKa 0eil 0Jid nepedaiu 8 apxus)
Ouenounoe cpencrso 1.

Bun: /lneBHuK npoxosxaenus npakruku (Ilpunoxkenne 1)

Kparkas xapakrtepucruka: [[HeBHUK oQopmisieTcs Ha pPYCCKOM fA3BIKE COTJIacCHO o0pasiy,
MPEJICTAaBICHHOMY B TIPUJIOKEHUU 1. YTBepkaaeTcss pyKoOBOAUTEIEM IPOU3BOJICTBEHHON MPaKTUKU. B
JTHEBHUKE MPAKTUKAHT BEJET 3allUCU O BHUJAX paboTax B MEPHOJ] MPOXOXKACHUS MPAKTUKH COTJIACHO
nporpaMmme npou3BoacTBeHHOM mpakTuky [111.02. 3anucu ynocToBepsoTCs pyKOBOIUTENEM MPAKTUKH.
3anucu O BBINOJHEHHBIX paboTaX, JOJKHBI COOTHOCUTHCSA C BUAAMH palOT, YKa3aHHBIX MpOrpaMme
[1I1.02. CnyXHT CPeICTBOM TEKYIIETO TOKYMEHTHPOBAHUS XO/a BBHITIOTHEHHS 331aHUS HA TIPAKTHKY.

OueHo4Hoe cpeaACTBO 2.

Bua: XapakrepucTuka pyKoBOAUTEIS MPAKTUKH OT NPOQUILHONA OPraHu3aum — MecTa
npoxosxaeHus npakTuku (Ilpuioxenne 2)

Kparkas xapakrepucTuka: XapakTepucTuka oQopMIISIETCS Ha PYCCKOM SI3bIKE COTJIaCHO oOpasIy,
MPEACTABICHHOMY B MPUIIOXKEHUH 2. XapaKTepUCTHKA COJEPKHUT JaHHbIE O MPAKTHKAHTE, KPaTKO
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ONMCHIBAET OCBOCHHBIC KOMIIETEHUMHM 34 IEPUOJ IPOXOXKICHUS IPAKTUKU. Y TBEPKAACTCA
PYKOBOJUTEINEM MPAKTHKH OT MPO(UIBHON OpraHu3alny.

OuenouHoe cpeacTso 3.

Bua: OT3bIB pyKOBOAUTEJISA PAKTUKH 0T 00pa3oBaTe/ibHOM opranu3zanun (Ilpuiaoxenne 3)
Kparkas xapakrtepuctuka: OT3bIB 0QOpMIISIETCS HA PYCCKOM SI3bIKE COTJAacHO 00pasity,
MPEJICTABICHHOMY B NpuiiokeHUU 3. OT3bIB COJEP)KUT JIaHHBIE O MPAKTUKAHTE, KPATKO OMUCHIBAET
OCBOCHHBIC KOMIIETCHIMU 3a IEPHUOJ IPOXOKIACHUSA IPAKTUKU. YTBEPXKAACTCSI PYKOBOIUTEIEM
MPAKTUKU OT 00pa30oBaTeNIbHON OpraHu3alllu.

OueHouyHoe cpeacrso 4.

Bua: Otuer o npoxoxxaenuu npaktuku (Ilpunoxenue 4)

Kparkas xapakrepucruka: Otuer odopmisieTcss Ha pPYCCKOM f3bIKE€ COIVIacCHO oO0pasiy,
yrBepxkaeHHOMY B YHuBepcutere/UKomtemke. B oTdyere yka3plBaloTCsi KpaTKOE OMMCAHHUE MECTa
NPaKTUKH, OOLIME CBEJCHMs O IMpOJeNaHHOM paboTe B paMKax IPaKTUKU, OCHOBHBIE PE3YJIbTAThl
NPaKTUKH, aHAJIN3 PE3yJIbTATOB MPAKTHKH, CIIMCOK MCTOYHUKOB U JHUTEpaTypsl. Eciu mpakTtuka Obuia
IpyNIOBOH, HEOOXOIMMO yKa3aTh O BHIMOJIHEHUH KaK MHIAMBHUYalIbHOTO, TaK U IPYMIIOBOTO 3a/laHUsL.
OTueT yTBepKIaeTcs PyKOBOIUTENEM MIPAKTHKH.

TpeOoBaHus K 0TYETY 0 NPOXO0KICHUH NPAKTHKH

1. OT4eT O MPOXOXKAECHUHM TPAKTHUKH TMOJIMHUCHIBACTCS PYKOBOIHMTEIEM IPAKTHKH OT MecTa ee
IPOXOXKJICHUS U 3aBEPSAETCSI COOTBETCTBYIOIIEH EUYaThio.

2. OT4er 0 MPOXOXKJICHUH MPAKTHKH COCTABIISACTCS WHAWBUIYAIBHO KaXKIbIM CTYIEHTOM U JIOJDKCH
OTpakaTb NPOJETAHHYI0 UM DPabOTy, MOJy4yeHHbIC 3HAHUS, NPUOOpPETEHHbIC HABBIKM M yMEHWUS,
OCBOCHHbIE MpOo(ecCHOHAIbHBIE KOMIIETEHIIMU. B KadecTBe NPUIOKEHUH K HEMY JIOJKHBI OBITh
NPECTaBICHbl KOMHMH, 00pa3Ibl TOKYMEHTOB, KOTOPBIE COCTABIISII JIMOO B COCTAaBIEHUH KOTOPBIX
NPUHUMAI Y4acTUE CTYJIEHT BO BpPEMS MPOXOXKACHUS PAKTUKU.

3. O0BbemM oTueTa 3aBHCUT OT OObEMa BBINOJIHEHHON BO BpeMsl NMPOXOXKIEHUS MPAKTUKU pabOTHI.
OnTtuManbHbIM 10 00beMy cuMTaercst otdeT Ha 10-15 cTpaHuIax MamMHONMCHOTO Tekcra (0e3
MPUIIOKEHU ).

4. OT4eT COCTOUT U3 CIEAYIOUINX Pa3/IeIoB: BBEIECHUS, OCHOBHOW YaCTH U 3aKIHOUYEHUS.

BBeneHne NODKHO pacKphIBaTh IENU M 33]a4d MPAKTUKHA TPUMEHHUTENBHO K MECTY TMPOXOKICHUS
HPaKTUKH.

B ocHOBHOIl 4YacTM IOKHBI PACKPBIBATHCS OPTaHMW3ALMOHHO-TIPABOBBIE OCHOBHI ~ CTaryca
OpraHu3alUK/TIPEANPUITUS U €€ TPOPUILHON JedaTelnbHOCTU. B 3TOM cBsA3M JaeTcs XapakTepUCTHKa
HOPMATHUBHO-TIPABOBBIX ~ aKTOB,  PETVIAMEHTHPYIONIMX  CTaTyc W TOPSAOK  paboThI
OpraHu3alK/TIPEANPUITHS; PACCMATPUBAIOTCS CTPYKTYPA, QYHKIIMM U OOIME HAMpaBIeHUs pabOTHI,
a TaK)Ke aHATM3UPYIOTCS OCHOBHBIE MTPOOJIEMBI B ICATEIIEHOCTH.

B OCHOBHOI 4YacTH ONHUCHIBAIOTCS BUIBI padOT, BBIMOJIHIBIIMECS MPAKTUKAHTOM, MOJIY4YEHHBIE
pe3ysbTaThl, TNPHOOPETCHHBIC 3HAHMS, HABBIKK MW yMEHHUS, OCBOCHHBIE TNPOQecCHOHATHHBIC
KOMITETEHIIHH.

B 3axiroueHnn GopMyIupyroTcs 00IIHe BRIBOJIBI O IESTEITLHOCTH OPTaHU3aIH/TIPEATIPHUSTHS, 8 TAKKE
JTAI0TCS MPAKTUYECKHE DPEKOMEHJAIMH 110 COBEPIICHCTBOBAHUIO IPABOBBIX, OPraHU3AIMOHHBIX,
YKOHOMHYECKHUX, COITUATBHBIX aCTIEKTOB JCSTEIHHOCTH.

5. Odopmienue oTdera: TEKCT OTYETa CJleNyeT Mevyararh, coOroas CIEAYIOIIMe pa3Mephl MoJIeH:
npaBoe — 10 mm, BepxHee — 20 mM, eBoe U HuxkHee — 20 MM. Tekct otuera neyaraercs yepes 1,5
MHTEpBaJIa, BEIpAaBHUBAHHE TEKCTa MO MIUPUHE, a03amHbIi oTeTym 1,25 oM, ab3arHblii naTepBai — 0 nr.
[Ipudt — OOGwunbi, Times New Roman, pasmep mpudrta — 14. CrpaHunsl paboThl ciemyeT
HyMepoBaTh apadckumu nudpamu. Ha tutynpHOM nucre mudpa 1 He cTaBUTCA, HA CIEAYIOIIEH
CTpaHMIle npocTaBisgercs mudpa 2. Homep crpaHuipl nedaraercs B MPaBOM BEPXHEM YIUIy MOJIS
CTpaHHIIBI 0e3 KaKUX-TH00 JOMOJTHUTEIBHBIX 3HAKOB (TOYKH, TUPE).

OueHo4Hoe cpecTBO 5.
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Buj: 3amura oT4eTHOM JOKYMEHTALMH, TIOATOTOBICHHONW 00yJaroIUMCs B [IEPHO/] IPOU3BOJICTBEHHOM
npaxtuku I1I1.02.
Kparkasa xapakrepucruka: 3amura OTYSTHOM JOKYMEHTALMM HAIPABJIEHA HA ONPEAEICHUE YPOBHS
OCBOEHUS BBIITYCKHUKOM MaTepHala, MpeaycCMOTpEeHHOro oOpa3oBaTesbHON mporpammoi nmo MJIK
02.01, yueOnoit mpaktuku YII.02 u cremenu chopMUpPOBaHHOCTH MPOGECCHOHAIBHBIX YMEHHH H
HaBBIKOB, OCBOCHHUS NPO(PECCHOHATBHBIX KOMIETEHIUI ITyTeM MpPOBEACHUS SKCIEPTHOW OLEHKU
MOJIFOTOBJICHHON 00yYalonIMMCs OTYETHON TOKYMEHTAILIUU, €€ 3alUThl U OTBETOB Ha BOIPOCHI.
Kpurepun onenuBanus:

e (CopepxaTeabHOCTh U KAYECTBO MPECTABICHHON 0TUeTHOM AJokyMmeHTanuu o [111.02;
ITos1HOTa OTBETOB Ha BOIPOCH! PYKOBOJAUTEINSI IPOU3BOICTBEHHOM IPAKTUKH;
OTtcyTcTBUE 3aMEYaHUI CO CTOPOHBI PYKOBOJUTENIEH IIPAKTHKHY;
OTcyTcTBHE/HAIMYKE TIPOITYCKOB IMMPOU3BOACTBEHHON NPAKTUKU 0€3 YBOKUTEIbHON PUYHHBL;
OcBoceHue BHJIA IeATeIbHOCTH TTpodeccnorambsHoro Moaysst [IM.02.
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[Tpunoxenue 1
Obpasey ogopmnenuss u cmpykmypol
OHeBHUKA NPOXOACOCHUSL NPAKMUKU

MUHHCTEPCTBO HAVKU U BBICILLIET'O OBPA3OBAHIS
POCCUNCKOU ®EJEPALINU
denepanbHOE TOCYAAPCTBEHHOE aBTOHOMHOE 00pa30BaTeIbHOE YUPEIKICHUE
BBICIICTO O6pa30BaHI/I$I
TIOMEHCKUI TOCYJAPCTBEHHBII YHUBEPCUTET
KOJ‘IJ‘ICI[)K HNCKYCCTBCHHOI'O MHTCJIJICKTA, KPECATUBHOI'O MBIIIJICHUA U MaCTEPCTBa

JHEBHHUK
npoxozaeHusi npoussoacreennoi npakruku II1.02 Ilpouszeoocmeennana npakmuxa
(Texnonozuueckasn no npogheccuoHaIbHOMY MOOYIIO: OP2AHUZAUUA MEKYULe20 XPAHEHUS
00KYMEHMmMO08 U n0020moeKa 0ell 0711 nepeoavu 6 apxue)

1. ®.1.0. obOyuaromerocs

2. Ilpodeccus , Kypc __, rpynna

3. Mecto npoxoxaenus npousBojacTBeHHoi npaktuku I111.02 IIpouzsoocmeennas npakmuxa
(Texnonozuueckas no npogeccuoHarbHOMy MOOYIIO: OP2AHUZAYUS MEKYUe20 XPAHEHU OOKYMEHMOE U
no02omosKa oei 0/ nepedadu 8 apxus)

(HauMeHOBaHUe, aJpec, KOHTaKTHbIE Tese(OHBI)

4. PykoBoauTenb MPaKTUKH OT 00pa30BaTeIbHON OpraHU3aIiu:

(®.1.0., KOHTaKTHBIH TeraeoH)
5. PykoBoauTenb mpakTUKH OT MPO(OHUILHON OpraHU3aIllKi — MECTa MPOX0XKICHHSI TIPOU3BOICTBEHHOM
npaktuku I[111.02 IIpouzeoocmeennas npakmuxa (Texnonoeuveckas no npogheccuoHaibHoMy MOOYIIO:
opeanu3ayus mexyuwe2o Xpanerus OOKyMeHmos u n0020mosKa 0ell 0 nepedayu 8 apxus):

(®.N.0., koHTaKTHBIH TenedoH)
6. Cpoku npoxosxJ1eHus1 Ipou3BoACTBEHHON npakTuky [111.02:

c«_ » 20 r.mo« _ » 20 T
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Cooeporcanue OnesHUKA

1. KanenmapHblii 1j1aH NPOXOKICHHS TPON3BOACTBEHHOM npakTuku [111.02:

Bun nestenbHOCTH, BBINOIHAEMbIE paOOTHI
pa3ies1 IporpaMMbl IPAKTUKU

CpoxH BBITIOTHEHUS

2. ConepxaHue MPaKTUKU:

CopeprkaHue BBITOTHEHHOM

OTMeTKa O BBITIOJIHEHUH
PYKOBOIMTENS OT MPOPUIBHOM

JlaTa paboThl B TeUeHHUE pabovero
s OpTraHu3aIK — MECTa
POX0XKJICHHUS IPAKTUKU
PykoBoauTens npakTUKu
OT IPOPUILHON OpPTaHU3AIH —
MecTa POXOKICHUS IPAKTUKU: / /
(moamuck) (pactmpoBKa MOIIUCH)

Ileuatn

ara
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[Tpunoxenue 2

Obpasey ogopmnenuss u cmpykmypol

Xapaxkmepucmuku pyKogsooumesi NPAKMuKyu om npo@uibHoU OpeaHu3ayuu
- Mecma npoxoXHcOeHus NPaxKmuKu

XapakTrepucTuka
pyxoBoauTeisi npou3BoacTBeHHOoM npakTuku III1.02 IIpouzeoocmeennasn npaxmuxa
(Texnonozuueckasn no npogheccuonaIbHOMY MOOYII0: OP2AHUZAUUA MEKYULe20 XPAHEHUS
00KYMEeHmM 08 U N0020MO08Ka 0ell 01 nepeoavu 6 apxue)
oT

(HauMeHOBaHUE MPOPUIBHON OPTaHU3AlUY - MECTa TPOXOXKICHUSI IPAKTUKHU)

Ha 00yyYaronierocs Kypca, mpodeccuu

(®.1.0 obyuarormierocs)

1. OneHka CTeNeHU BBIIOJHEHHUS MPOrpaMMbl  MPOU3BOACTBEHHOM mpaktuku [I11.02.
Ilpoussoocmeennas npaxkmuxa (Texnonocuveckas no npo@eccuoOHarbHOMy  MOOYIO:
OpeaHu3ayus MeKyule2o XpaneHus OOKyMeHmos u no020mosKa 0eil 0/ nepedaiu 8 apxus)

2. OrmeHka ypoBHS MOATOTOBKH CTY/IEHTa K TPAKTHYECKOH padorTe.

3. OrmeHKa TUYHOCTHBIX KA4eCTB MTPAKTUKAHTA, €T0 YMEHHUI W HaBBIKOB, MPOPECCHOHATBHON
KOMIETEHTHOCTH

PykoBonuTens npousBoacTBeHHON npaktuku [111.02:

(momxuoCcTh, ©.N.0., moanuce)
IIeuats

JlaTa
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[Tpunoxenue 3
Obpaszey ogopmnenus omsvlea
PYKOBOOUmesi NPAKMUKU OM 00pA308amenbHOU OpeaHu3ayul

MUHHUCTEPCTBO HAYKU U BBICILIEI'O OBPA3OBAHUS
POCCHUMCKOI ®EJIEPALITUN
CDez[epanLHoe TOCyJapCTBEHHOEC aBTOHOMHOC 06pa30BaTeJ'IBHOG YUpPEKACHUC
BBICIIET0 00pa30BaHUs
TIOMEHCKUII TOCYJJAPCTBEHHbBI YHUBEPCUTET

KOJIJICI[)K HCKYCCTBCHHOI'O MHTCJJICKTA, KPCATUBHOI'O MBIIIJICHUS U MAaCTCPCTBA

OT3bIB
pykoBoaures npoussoacrsenHoil npakruxku I1.02 IIpouseoocmeennas npaxmuka
(Texnonozuueckasn no npogheccuoHaILHOMY MOOYIIO: OP2AHUZAUUA MEKYULe20 XPAHEHUS
O0OKYMEHMO08 U 0020 06Ka 0el 0J151 nepeoayu 6 apxue)

0 MPOXOKJIECHUH MPAKTUKHA 00YyHaAIOIIUMCS Kypca, npodeccuu

(®.N.0 crynenra)
1. OrmeHka cTeneHU BBIOIHEHUS MPOTrpamMMbl NPOU3BOACTBeHHONW mpaktuku [111.02
Ilpoussoocmeennas npaxmuka (Texnonocuuweckasi no NPopeccUOHATbLHOMY MOOYIIO.!

Opeanu3ayus Mmexkywe2o XpaneHus OOKYMeHmos U N0020mMoeKa 0ell 0/ nepeoaiu 8 apxue).

2. OueHka oTueTa 0 MPOXOXKACHUU MTPOU3BoIcTBeHHOM npakTuku I111.02.

PyxoBoautens nponsBoactBeHHoN npaktuky I111.02:

(momxHOCTH, ©.1.0., moanuce)

Jara
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[Tpunoxenue 4
Obpaszey mumyibHo20 aucma omyema
0 NPOXOAHCOeHUU NPOU3B0OCMBEHHOU NPAKMUKU

MUHHUCTEPCTBO HAYKU U BBICILIEI'O OBPA3OBAHUS
POCCHUMCKOI ®EJIEPALITUN
CDez[epanLHoe TOCyJapCTBEHHOEC aBTOHOMHOC 06pa30BaTeJ'IBHOG YUpPEKACHUC
BBICIIET0 00pa30BaHUs
TIOMEHCKUII TOCYJJAPCTBEHHbBI YHUBEPCUTET

KOJIJICI[)K HCKYCCTBCHHOI'O MHTCJJICKTA, KPCATUBHOI'O MBIIIJICHUS U MAaCTCPCTBA

OTYET
0 npoxoxkaeHun npousBoacTtBeHHoi npaktuku II1.02 Ilpouszsoocmeennas npakmuxa
(Texnonozuueckan no npogheccuonHaIbHOMY MOOYII0: OP2AHUZAUUA MEKYULe20 XPAHEHUS
OOKYMEHMO08 U n0020MO6Ka 0el 0Jis1 nepeoayu 6 apxua)

oOy4aromumces TpyMIIbI Kypca, mpodeccun

dbopMbI 00yueHUS

(®.11.0.)

PexoMenayemas oreHka
OT OpraHa (opraHu3aIum) —
MecTa MPOXOXKAEHUS MPON3BOACTBeHHOM mpakTuku [111.02

PykoBonuTens npakTuku PykoBonuTenb npakTuku
OT IpOUILHON OpraHU3aINH — 0T 00pa30BaTeNIbHONW OpraHu3aIIH
MecCTa MPOXO0KIEHUS IPOU3BOICTBEHHON
npakTtuky 1111.02
(®.1.0) (®.1.0)
(moamuce) (moamuce)
neyarb

Tromens, 20



