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1. MACHIOPT TPOT'PAMMBI YUEBHOM ITPAKTUKH

1.1. ObsacTh NPpUMEHEHHUS TPOrPAMMBI Y4eOHOM NPAKTHKH
Pabouas mporpamma yueOHoU mpaktuku siBisiercs 9actbio [IIIKPC B cootBerctBum ¢ ®I'OC
npodeccuun KBTU(DUKAIIAH:

CTeHOTpaduCcTKa M OCHOBHBIX BHJIOB NpodeccruoHanbHou aestensaoctu (BIL/):

B YacTH OCBOCHHS CeKpeTapb-MalIMHUCTKA, CEKpPeTaph-
JOKYMEHTHPOBAHHE YIPABICHUECKOM JIESTEIBHOCTH U OpTraHu3aysi padoThl C JOKyMEHTaMH
OpraHM3anys TEKYIIero XpaHeH!s JOKYMEHTOB U ITOATOTOBKA JIeJI ISl [Iepe/iaun B apXUB
VYueOHast MpaKTHKa SIBISETCS YaCThIO Y4eOHOTO Ipolecca U HarpasjieHa Ha (OpMUPOBaHUE,

3aKperuIeHue, pa3BUTHE MPAKTUYECKUX HABBIKOB M KOMIIETEHIIMI B IPOIIECCE BBHIIIOIHEHHS BU/IOB

paboT, CBsI3aHHBIX ¢ OyaymIei MpohecCHOHATbHON AEATEIbHOCTHIO 00YUAIOIIUXCS.
VYyeOHast MpakTUKa MPOBOJUTCS INPH OCBOCHHU OOYHYAIOUIMMHUCSH MPO(HECCHOHATBHBIX

KOMIIETEHIIMH B pPaMKax Mpo(hecCHOHAIBHBIX MOIYJICH.

Pabouas nporpamma y4eOHOW MPAKTUKH MOXKET OBITh MCIIOJIB30BaHA B JIOTIOJHUTEILHOM
npodeccHoHaIbHOM 00pa30BaHUM U JUIS OBBIIICHUS KBATH(DUKAIIH.

1.2. lesn u 3a0a4M y4eOHOI NPAKTHKH:

C nenplo OBNIAICHUS YKa3aHHBIM OCHOBHBIM BHJIOM JI€SITE€IBHOCTH U COOTBETCTBYIOLIMMU
npodecCHOHaIbHBIMU KOMIETEHIIMAMHU OOYUaroIIuiics B XOJ€ OCBOSHHS MPO(ECCHOHATHLHOTO

MOAYJIA JOJIKCH:

JEATEIbHOCTU U
opranusanus paboTsl ¢
JOKyMEHTaMH )

Bun npaxtuxu/ BITJ] MMETb IPAKTUYECKUH OIIBIT: YMETh:

VIL.O1 (ITM.01 TOKYMEHTAIMOHHOTO [IPUHUMATh, PETUCTPUPOBATb,
JIOKyMEHTUpOBaHHE  |00eCTIeUeHUS ACATEIbHOCTH  [YYUTBIBATH MOCTYIAOIINE
yIpaBJICHUYECKON OpraHu3alNu TOKYMEHTBI; IPOBEPATH

[PABUJIBHOCTb 0()OPMIICHUS
NTOKYMEHTOB; BECTU KapTOTEKY
y4eTa IpOXOKIACHUS
JIOKYMEHTAJIbHBIX MaTEPUAJIOB;

VI1.02 (ITM.02
Opranuzanus
TEKYIIEro XpaHeHHUs
JOKYMEHTOB H
MOJIrOTOBKA JIET JUIsI
nepeiauu B apxuB )

NTOKYMEHTUPOBaHUS U
TTOKYMEHTAI[MOHHON 00paboTKH
TTOKYMEHTOB KaHIICISIPUT
(apxuBa)

IIPOBEPATH MPABUIBHOCTD
o(opmIIeHHs JOKYMEHTOB;
CHUCTEMAaTU3UPOBATh U XPAHUTh
JIOKYMEHTBI TEKYIIIET0 ApXUBA;
($hopMHUpPOBATH CTIPABOYHBIM
anmapar, 00ecre4rBaroLnil
OBICTPBIN MOUCK 5 JOKYMEHTOB;
OCYILECTBIATh DKCIIEPTU3Y
JTOKYMEHTOB, TOTOBUTh U
IepeaBaTh JOKYMEHTAIBHbBIC
MaTepHuabl Ha XpaHEHHE B

apXMuB;




1.3. KotnyecTBo 4acoB Ha ocBoOeHHe padoyeil NporpaMMspl NPaKTHKHU (Y4eOHOM, IPOU3BOACTBEHHON U NpeJAuIIOMHOM):

Wnnexc HanMeHoBaHwe IUKIIOB, DopmbI Pacnipenenenue o6s3aTeNbHOM ayAUTOPHON HArpy3KH 1o KypcaM U cemecTpam
JTUCIUILINH, MIPOMEKYTOUHOU (4ac B cem)
npodeccCHOHATBHBIX aTTecTaluu OO6s3aTenbHas ayIiuTopHas 1 xkypc 2 Kypc 3 Kypc
moxyieit, MJIK, BUJ IPAKTHKH KOJI-BO 1 2 3 4 5 6
MIPAKTUK 4acoB
IM.01 JlokymMeHTHPOBaHMeE YIIPABJEHYECKOH 1eATeILHOCTH U OPraHu3anus padoThl ¢ JOKYMEHTAMHU
VIIL.O1 VYyeOHas mpakTHKa JuddepeHurpoBaHHBINA | KOHIIEHTPUPOBAHHAS 108 36 72
3a4yeT
11M.02 Opranu3anus TeKylero XpaHeHus IOKYMeHTOB M MOAT0TOBKA J1eJI 1Jisl Nlepelavd B apXuB
VII.02 VY4eOHast mpaKTHKa JuddepeHMpOBaHHBIN | KOHIEHTPHPOBAHHAS 108 108
3a4yer

YueOHasi NPaKTHKA 216 36 180




1.4. PE3YJBTATBI OCBOEHUS PABOYEN INPOT'PAMMBI YYEBHOM ITPAKTUKH

PesynpTaroM OCBOGHHS MpOTrpamMMbl yUeOHOW TPAKTUKHU  SBISETCS  OBJIAJICHUE
00yJarouMMucs OCHOBHBIM BHJOM JCSTEIBHOCTH OpraHu3alus W KOHTPOJb TEKyIlen
JESTEIIbHOCTH COTPYIHUKOB CITYKOBI prueMa 1 pa3MeIIeHHs], B TOM YHcIie TPOodeCCHOHATHHBIMU
(ITK) u o6uumu (OK) koMIeTeHITUSAMMU:

Kon HaumeHoBaHue pe3yJibTaTa 00yuyeHus
I[IK 1.1. | OcymecTBisITh MpHUEM, NMEPBUYHYIO OOpabOTKY W PETHUCTpaIUio MOCTYIAIOIICH
KOPPECHOHJIEHIIMH, B TOM YHUCJIE C UCIIOJIb30BAHUEM ABTOMATU3UPOBAHHBIX CUCTEM.
[IK 1.2. | [lepenaBaTh HOKYMEHTHI Ha MCIIOJHEHUE B MOJPA3CIICHUSI C YUETOM PE30JIOIUH
PYKOBOJMTEIIEH OpraHU3altH.
[IK 1.3. | OcymiecTBisITh KOHTPOJIb UCIIOJHEHHUS JOKYMEHTOB B OPraHU3aliH, B TOM YHCIIE C
MCI0JIb30BaHUEM aBTOMATU3UPOBAHHBIX CUCTEM.
I[IK 1.4. | Bectn 6a3pl JaHHBIX JOKYMEHTOB OPTraHMU3aIldd M CIPAaBOYHO-UH(OPMAIIMOHHYIO
paboTy IO HUM.
IIK 1.5. | OcymiecTBasTh 00pabOTKY, PETUCTPALMIO M OTIPABKY HCXOAAIIEH JOKYMEHTAINH
ajzipecaTam, B TOM YHUCJIE€ C UCIIOJb30BAaHUEM aBTOMATU3HPOBAHHBIX CUCTEM.
IIK 1.6. | OcymiecTBisITh cocTaBlieHne U OGOPMIICHHE CIIYKEOHBIX JOKYMEHTOB Ha OCHOBE
TpeOOBaHNI COBPEMEHHBIX HOPMATUBHBIX TPABOBBIX AKTOB.
I[IK 2.1. | OcymiecTBisTh pa3pabOTKy M BEACHHE HOMEHKIATYphl [el CTPYKTYpHOTO
110Ipa3/JIeJICHUS.
[IK 2.2. | ®opmupoBaTh Jella B COOTBETCTBHM C HOMEHKIATYpOW Jel W MpaBUIaMH
dbopMupoBaHUs Jell.
I1K 2.3. | OcymiecTBisITh TEKyIlIee XpaHEHUE, YUET U HCIOJIb30BaHuE il (JOKYMEHTOB).
[IK 2.4. | OcymecTBIsITh IKCIEPTU3Y IIEHHOCTH TOKYMEHTOB, BECTH OTOOp IOKYMEHTOB Ha
XpaHEHHE ¥ YHHUTOXKECHHE, IOKYMEHTHPOBATh PA0OTY IKCIEPTHON KOMHUCCHH.
I[IK 2.5. | OdbopmisaTe [ena MOCTOSIHHOTO M JOJTOBPEMEHHOTO CPOKOB XpaHEHHS Ui
nepejadyy B apXyUB OpraHu3aluu.
IIK 2.6. | CocTaBidTh ONUCH J€] MOCTOSTHHOTO U JOJITOBPEMEHHOI'O CPOKOB XPAHEHHMS.
OK 01. | BeiOupare crnocoObl pemieHus 3agad  Npo(eCCHOHATBHOM  AESITEIbHOCTU
MIPUMEHUTEIBHO K PA3JIMYHBIM KOHTEKCTaM;
OK 02. | Mcnonb3oBaTh COBpPEMEHHBIE CpEACTBA IIOMCKA, aHalIM3a M HWHTEpIpeTaluu
uHpopmanui W WHOOPMAIIMOHHBIC TEXHOJIOTMHM i1  BBIMIOJIHEHUS  3ajad
npodecCHuOHATIBHOMN J1eTEIbHOCTH;
OK 03. | [InanupoBath U peaan30BbIBATH COOCTBEHHOE MPO(ECCHOHAIBHOE U JUYHOCTHOE
pa3BUTHE, MPEANPUHUMATENBCKYIO AesITeNbHOCTh B MpodeccnoHansHoil cdepe,
UCIIOJIb30BaTh 3HAHMS IO MPaBOBOM M ()MHAHCOBOM TPaMOTHOCTU B Pa3IMYHBIX
JKU3HEHHBIX CUTYaIUsX;
OK 04. | OddexTBHO B3aMMOEHCTBOBATh U padOTaTh B KOJIJIEKTUBE U KOMaHJIE;

OK 05. | OcymiecTBisATh YyCTHYIO M INHCBMEHHYI0 KOMMYHHUKAIMIO Ha TOCYJapCTBEHHOM
s3pike  Poccuiickoit @Denepanuu ¢ yueToM OCOOEHHOCTEW COIMAIBHOTO |
KYJIbTYPHOTO KOHTEKCTa;

OK 06. | IIposBisTh IPaX1aHCKO-NIaTPUOTHYECKYIO MO3ULHIO, JIEMOHCTPUPOBATh
OCO3HAHHOE TIOBEJIEHWE Ha OCHOBE TPAJWLMUOHHBIX POCCHUMCKUX JIyXOBHO-
HPABCTBEHHBIX IIEHHOCTEH, B TOM 4YHCI€ C Y4YE€TOM T[apMOHH3ALMU
MEXHAIIMOHAIBHBIX U MEXPETUTHO3HbIX OTHOIIEHUHN, MNPUMEHSITh CTaHAapThI
AHTUKOPPYNLHUOHHOTO MTOBEICHHUS;

OK 07. | ConelicTBOBaTb COXpPaHEHHIO OKpYXKaloIled cpedbl, pecypcocOepexreHmto,
OpPUMEHATh 3HaHUS 00 W3MEHEHMHM KJMMaTa, MPUHLUIB  OepexIIMBOro
IPOU3BOJICTBA, 9)PEKTUBHO JEICTBOBATH B YPE3BBIYANHBIX CUTYALIUSIX;




OK 08. | Mcnonb3oBaTh cpencTBa (U3UUECKON KYIbTYphI JUISI COXPAHEHUS M YKPEIJICHUS
3I0pOBbsl B Ipolecce Npo(hecCHOHATHLHOW NEATENbHOCTH U TOAJEp:KaHus
HE00X0IMMOT0 YpOBHS (PM3UYECKOH MOATOTOBICHHOCTH;

OK 09. | Ilons3oBathcsi TpOoEecCCHOHAIBHONW JOKYMEHTAIMEed Ha TOCYJapCTBEHHOM U

HHOCTPAHHOM A3bIKaX.




2. CTPYKTYPA U COAEPX KAHUE YUEBHOM MPAKTUKHA
2.1. TemaTnuyeckuii IaH y4eOHON NPAKTUKH

Kon IIK | Kox u HaumenoBaHue Bunet pabot Bunasr Oob1ee HaumeHnoBanue TeM y4eOHON IPAKTHKU Kon-80
npodeccuoHaNbHBIX MPAKTUKUA | KOJI-BO 4acoB
MOJyJIEN 4acoB
K 1.1- IIM.01 MHCTPYKTaX 1O TEXHUKES VYyeOHnas 108 Tema 1. Beenenue B yueOHyro npakTuky. Opranuzanus 12
1.7 JIOKyMEHTHpOBaHUE ~[0C30IaCHOCTH. [IPaKTHUKa pabouero MecTa U BpeMEHH JIeTIOTIPOU3BOIUTEIIS.
yIpaBiieHueckoii ~ |[OPraHusaius paboyero Mecra DproHomuka Tpyja
nesTenbHOCTH M (AC/IOTIPOUSBOUTCIL. Tema 2. Oprauusaius HHOOPMALUOHHO- 36
opraHu3anus padoThl gﬁ;{;&l\zﬁfgge PEKBH3UTOB JIOKYMEHTAIHOHHOT0 0GCTY/KUBAHHS
¢ JIOKYMCHTaMHU [TpoekTrpoBaHue OIIAHKOB Tema 3. Kitaccuduxanus yrnpapieHUECKUX 36
ITOKyMEHTOB. JIOKYMEHTOB M CHCTEM JIOKYMEHTAIINH
Odopmitenne 10KyMeHTaIIH Tema 4. Opranuzanusi 10KyMeHTO000pOTa 18

COOJTIOIEHNEM €TUHBIX
TpeOOBaHUil U IpaBUII B
cootBeTcTBHU ¢ ['OCT P
7.0.97-2016.

BrinosiHeHre padoT Mo nmprueMy
1 00paboTKe BXOMAIIEH,
MCXOondIIel, BHyTPEHHEH
MTOKYMEHTAIIHH.
Brimonnenue paboT 1o
[pErUCTpalry U UHIEKCAIUN
TOKYMEHTOB.

BrinonHeHue ynpaxxHeHUN ¢
MOMOILBIO PUKJIAJTHOM
rporpaMMsl «TeKcTOBBIN
pemaktop» (MS Office).
WuterpupoBanHas padoTta c
MS Office.

BrinonHenue ynpaxxHeHUN ¢
MOMOIIBIO IPUKJIIAHOMN
rporpaMMsl «TeKcTOBBIN
[PEAAKTOP»: TIOCTPOECHHE

TaOJIMILBI, BBOJ, JAHHBIX B

OpraHru3annuu




TaOJHILy, TPAaHULIBI U 3aJTUBKA,
(hopmaTupoBaHUe.
BrinonHeHue ynpaxHeHUH 1o
CO3JTaHHIO U 0(OPMIICHUIO
ITMHUW CETKHU, BBOJ JaHHBIX
TarpaMM MOCPEACTBOM
MHPOPMALIUKN U BCTABKU U3
Ta0JIMYHOTO MaTepuaa C
MCTIOJIb30BAHUEM CHCTEMBI
PIICKTPOHHBIX Tabsmi Excel
(CTONOIBI, CTPOKH, CO3/IaHUE
STIEeK, JIMCTHI U KHUTH,
(hopmaTupoBaHue u
[peAaKTHPOBAHHUE).
BrinonHenue ynpaxHeHUH 110
CO3IaHUIO AUATPAMM U
rpadUKOB C KCIIOJIb30BAHUEM
nporpammsl Excel (ocu, psipr,
Oydepa oOMeHa).
BrinonHenue ynpaxxHeHUH 1Mo
CO3JIaHHIO 0a3bl IAHHBIX C
MPUMEHEHUEM
ABTOMAaTH3UPOBAHHON
WHPOPMAITMOHHO-TIONCKOBOH
cucteMbl ACCESS
(mpoexTrpoBaHKe, TAOIHIIBI,
MoJIsL, 3aMMch HH(OpMaLHH,
(hopMaTUpOBaHUE U U3MCHEHHE
TaHHBIX, TOUCK MH(OpMaIuy,
oT4eT 1o 0aze NaHHbBIX).
BrironHenue ynpaxxHeHUN ¢
COBMECTHBIM UCIIOJIb30BAHUEM
MpOrpaMM KOMILIEKTa
MicrosoftOffice (crroco6sr
0OMeHa JaHHBIMH,
nepeMeleHne, KOMUPOBAHUE U




T.JI.)
PaboTa B ClIpOBOYHO-TIPABOBBIX
crcreMax

JAudppepeHunpoBaHHbIN 3a4eT 6
IIK 2.1- | TIM.02 Opranu3zaiust [OpopmieHue J0KyMeHTauuu ¢ | YyeOHas 108 Tema 1.MIHCTpYKTaX 1O TEXHUKHU 0€30MIACHOCTH. 6
[IK 2.6 | TeKkymero xpaHeHusi [COOTIONCHHEM CIMHBIX MpaKTUKA Opranmzanus paboyero Mecra
JOKYMEHTOB H TpeboBanuii U MpaBu B Tema 2. ®opmupoBars aena. 12
TIOJIrOTOBKA jiey juis  (COOTBETCTBUM C I'OCT P §
[epe/IayH B ApXHB 7.0.97-2016. HaEII/IOH?JILHLII/I Tema 3. OGecnieuenue OBICTPOro MOMCKA JOKYMEHTOB 18
crannapt Poccniickoii 110 HAYYHO-CIIPABOYHOMY ammapary (KapToTeKam)
d)e/:[epaupm. Cucrema OpraHu3alyu.
CTaHJAPTOB 10 HiOpMaLHH, Tema 4. CucremaTr3aiys ¥ XpaHCHUE JOKYMEHTOB 12
OHOIMOTEIHOMY 1 TeKyIIero apxyBa
M31aTeIbCKOMY JETy. v
OpraHmsatmoHHo- Tema 5. O6vecnequI/Ie COXPaHHOCTH MPOXOJIAIIEH 18
pACTIOPSIHTE bHAS CIIy>keOHOI TOKYMEHTAaLIUH.
noxymenTauust. TpeGoBaHus K Tema 6. [loaroroBka u nepegadya JOKyMEHTOB Ha 24
0 OpPMIICHUIO TOKYMEHTOB apXUBHOE XpAHEHUE
PaGoTsI ¢ mosoxeHneM 00 Tema 7. OGecniedeHrne COXpaHHOCTH apXUBHBIX 12

ApXHBE OpraHU3alNY,
OdopmieHne peKBU3UTOB
[TOKYMEHTOB,
[IpoexTrpoBaHe OIAHKOB
NTOKYMEHTOB,

Cocrasienue u oopmiIcHHE
OTJCIBHBIX Pa3/IesioB
HOMEHKJIATypPBI JIEI.
DopMupOBaHUE JIET,
OpOITIOPOBKA JOKYMEHTOB B
nena,

CocraBiieHHEe 3aroJ0BKOB,
TOKYMEHTOB U JIEII.
[IpoBeneHme FKCIEPTU3EI
LIEHHOCTH JIOKYMEHTOB C
MCTIOJIb30BaHUEM TTePEUHSI
OdopmiieHre JOKYMEHTOB

JOKYMCHTOB B OpraHu3alyu.




PKCIIEPTHOIN KOMHCCHH,
PaboTsI o onmcanuro
ITOKYMEHTOB U JIeT,
CocraBnenue u opopmiIcHHE
OTIMCH JIeJT TIOCTOSITHHOTO U
BPEMEHHOTO XPaHEHHUS,
CocTaBiieHHE CIIPaBOYHOIO
armapara OIHCH,
CocraBneHue y4ETHBIX
ITOKYMEHTOB apXuBa,
PaboTa o cocTaBneHUIO
MOKYMEHTOB TIpH MTpHEME U
repenavye JOKYMEHTOB B apXUB
J/loxkymeHTUpOBaHUE
MPOLEAYPEI IIPOBEACHUS
MTPOBEPKU HATNYHS U
COCTOAHUA NOKYMCHTOB U JCJIP
PaboTsl o obecrieueHn o
(hM3UKO-XUMUIECKON
COXPaHHOCTH JIOKYMEHTOB,
CocTaBlieHHE OTBETOB Ha
3arpoCkl TpaXKaaH,
PaGoTEI 110 BBISIBIEHUIO
HapyIICeHUsS pCKUMa XpaHCHUA
TOKYMEHTOB,
PaGoTbI 10 BBISIBIIEHUIO
HapylIICHUH B METO/IMKE U
o OopMIICHUH BBIJAYN
JOKYMEHTOB apXHBa.

JAudpepeHunpoBaHHbIN 3a4eT




2.2. TemaTu4ecKHii IUIAH U cofiep:KaHUe Y4eOHOH (MPOU3BOACTBEHHOM) MPAKTUKHU NPO(decCHOHATHHOI0 MOTYJI

MH(pOPMaIMOHHO-
JTOKYMEHTAI[HOHHOTO
00CITyKHBaHU

JIeTIOTIPOU3BOICTBA Ha MPEAIPUATHH
TexHonorus paboThl ¢ TEKCTOBBIMU IOKYMEHTAMHU.
TexHo0rHs BBINOIHEHUS 3JIEKTPOHHBIX TaOJIUI]
Pa6ora c daitnamu u nankamu MHTEpHET.

OnektpoHHas mnoura CkaHMpOBaHUE, pacledyaTka U KOMHMPOBAHHE CITYKEOHBIX
JOKYMEHTOB

HOCTpOCHI/Ie 0J1aHKOB JAOKYMCHTOB

HaumeHoBaHue pa3aesioB u Coaep:xanue yueOHOro MaTepuaJia u (popMbl OPraHu3alUuM AeATeIbHOCTH Oo0bem Koabi
TEM 00yJarommMxcst B yacax KOMIIEeTEHIHIl 1
JUYHOCTHBIX
pe3yJIbTaToB,
(popmupoBanuio
KOTOPBIX
crnocodcTByer
3JIeMeHT
NPOrpamMMbl
1 2 3 4
VI1.01 Yuebnasn npakmuxa 108
ITM.01 /lokymenmuposanue ynpagnenuecKkoii 0eamenabHoCmu u 0p2aHu3ayus padomsl ¢ 0OKymeHmamu
Tema 1. Beenenue B O3HaKOMJIEHHE CTYAEHTOB C IUIAaHOM Pa0OTbl, TEXHOJIOIHMEHN MOArOTOBKU OTYETA U 12
y4eOHYIO NPAKTHKY. 3aIUTBl ITPAKTUYECKOM MOArOTOBKU. (O3HAaKOMIIEHHME C LEIIMU M 3aJadaMu
Opranuzanus paboudero y4eOHOI MPaKTHKH
MeCTa U BpEMEHU
JETOTIPON3BOTUTEIS. Opranu3zanus Tpy/aa py BeINOJIHEHUH padoT Ha koMIbioTepe. be3onacHocTs Tpyna
OproHomuka Tpyaa
Tema 2. Opranuzanus N3yuenne HOpMaTUBHO-IIPAaBOBOTO U HOPMAaTUBHO-METOANYECKOTO PETYIMPOBAHUS 36




Tema 3. ®opmupoBanue U 0popMICHNE OPraHU3AIMOHHBIX JOKYMEHTOB 36
Knaccudukanms
YIIPaBIIEHYECKHX dopMHUpOBaHUE U oq)f)pMneHHe PacopsUTENbHBIX JIOKYMEHTOB: oopmnenue
JIOKYMEHTOB H CHCTEM IIPUKA30B 10 OCHOBHOM JI€ATEILHOCTH, O(OPMIICHHE PACTIOPSKEHUI
JOKYMEHTaluu
®opmupoBanue u odopmieHne WHPOPMAIMOHHO - CHPABOYHBIX JIOKYMEHTOB:
OdopmiieHre npoToKoJia, BBITUCKH U3 TPOTOKOIIA, 0(POPMIICHHUE aKTa, COCTABJICHUE
CITyKEOHBIX TTUCEM
Tema 4. Opranuzauus W3yuenne HanpaBICHU COBEPIICHCTBOBAHHS OPTaHU3aUH IOKYMEHTOO00pOTa 18
JOKYMEHTO000poTa Ha IPENIpPUATUN
OpraHu3aluu 5
3HaKOMCTBO C OpraHu3anueid 00paboTKu JOKYMEHTOB
N3ydenue nopsaka UCIIOJHEHUS JOKYMEHTOB U KOHTPOJIb CPOKOB UX MOJATOTOBKHU
OdopmiteHre peruCTpaMOHHBIX KAPTOUEK U )KYPHAIOB
JuddepenunpoBaHHblii 3a4eT 6
VIIL.02 Yueonas npaxkmuxa 108
IIM. 02 Opzanuzayus meKyuie2o XpaneHus 0OKyMeHno8 U n0020moeKa 0e 0Jis nepeoauu 6 apxue
Tema 1.MHCTpYyKTaX 11O HHucTpyKkTax no TexHuku 6e3onacHocTH. Opranuzanus pabodero Mecra 6
TE€XHUKU OE30MaCHOCTH.
Opranuzanus paboudero
MecTa
Tema 2. ®opmupoBath CocraBnenue u opopmiieHue ciy:keOHbIe JOKYMEHTBI, MaTepUabl C 12
Jena. UCIIOJIb30BaHUEM (DOPMYIISIPOB TOKYMEHTOB KOHKPETHBIX BHJIOB.
Tema 3. OGecnieuenue ABTOMaTH3UPOBAHHAS PETUCTPALINS UCXOAIIEH U BHYTPEHHEH TOKyMEHTallUH, 18
OBICTPOrO TOUCKA oopmiIeHre aBTOMaTU3UPOBAHHOM PETUCTPAIIMOHHOM KapTOUYKH.

AOKYMCHTOB I10 HAY4YHO-
CIIPaBOYHOMY allrapary




(xapToTeKam)

OpraHu3aLMH.
Tema 4. Cucremaruzanus [ToaroroBka u nepeaada JOKyMEHTOB Ha apXUBHOE XpPAHECHHUE. 12
U XpaHEHUE JTOKYMEHTOB
TEKYILETo apX1uBa
Tema 5. OGecnieuenue Perucrpanus u unaexcanus 10KyMEHTOB. 18
COXPaHHOCTH
npoxoLLIei cTyKeGHOM ABTOMAaTU3UPOBaHHAS PETUCTPALUs JOKYMEHTOB.
JOKYMEHTAIUH.

Benenue kapToTeku perucTpanuu 10KyMeHTOB
Tema 6. [loaroroBka u AHanu3 opranu3anuu padboThl apXuBa. 24
nepeaaya JOKyMEHTOB Ha
APXMBHOE XPAHEHHE CocraBieHne cXeMbl IOMCKA apXUBHOTO JIOKYMEHTA IO 3aIPOCy COTPYAHUKA

OpraHu3aluHm.

3aroHeHHE XKypHalla PerucTpaliy NOCTYIUIEHUS U BHIOBITHS apXUBHBIX

JIOKYMEHTOB.

dopmupoBanue 1 opopMIIeHHE Jea Ui apXUBHOIO XpaHEHUs
Tema 7. OGecnieuenue KoHTpomns pu3nueckoro cocTosHus JOKyMEHTOB Ha OyMa)KHOH OCHOBE. 12
COXPaHHOCTH apXUBHBIX
JIOKYMEHTOB B ObecrnieueHne COXpaHHOCTH apXHUBHBIX JOKYMEHTOB B OPraHU3alINH.
OpTaHU3aIH.
JuddepenunpoBanHblii 3a4eT 6




4. YCJIOBUSI PEAJIN3AIIMU PABOYEM ITPOT'PAMMBI YYEBFHOM MPAKTUKH

4.1. TpeOoBaHusi K MHHHUMAJIBHOMY MATEPHAIbHO-TEXHHUYECKOMY oOOecnevyeHuIo
Peanuzanust paboweid mnporpammbl y4deOHOW mpakTuku 1o mnpodeccun 46.01.03

Jlenonpon3BoANTENs  TpENnojaraeT OpraHW3alUI0 Y4YeOHOM IPAaKTUKU B J1abOpaTOpuu

UHPOPMATUKU, HHPOPMAITMOHHBIX TEXHOJIOTHH B MPO(PECCUOHATBLHOMN 1EATETEHOCTH.

Ochnawenue:
1. O6opynoBanue:

pabodee MecTo MacTepa MPOU3BOJICTBEHHOTO O0yUYeHHS; paboune MecTa 00yJaroImuxcs —
I1K 13 mT.; KOMIUIEKT Y4eOHO-METOAMYECKON TOKYMEHTAIIUH.
2. UHCTPYMEHTBI U TPUCTIOCOOTEHHS:

1. OcHOBHOE U BCIIOMOTaTeIbHOE TEXHOJOTHYECKoe oOopynoBanue — MOV
(MHOTO(YHKITMOHAIILHOE YCTPOMCTBO — MPUHTEP, CKAHEP, KCEPOKC).

2. IlpunannexHOCTH, MEOEIIb!
bymara A4, nankwu, ¢aiinsl, pyuku. Ctoi, cTyn — pabodee MECTO cekpeTaps

3. CpencrBa 00y4yeHus:

KoMIproTepsl ¢ IMIIEH3HOHHBIM POTPaMMHBIM 00€CIIEYeHUEM, TIPOTPAMMHOE
obecrieyeHne o0Iero u npodecCHOHAIBHOTO Ha3HAYEHUS, MyJIbTUMEHA IPOEKTOpP, YIeOHO-
HAarJIsHbIE TOCOOHS (CTEH/IBI, IJIAKAThI, CXEMBI T.[I.), KAPTOUKU-33IaHHsL. HHCTPYKIIMOHHO-
TCXHOJIOTHYCCKUEC KAPTHI 110 BHIITOJIHCHHUIO pa60T.

4.2. Opranu3auus NPpakKTUKH
Jlyis opraHmM3ayy y9eOHOW MPAKTHKU pa3padoTaHa CIeAyIomas JOKYMEHTAIIHS:

. MOJIOXKEHHUE O MPAKTUKE;

e  pabouas mporpamMma y4eOHOM NPaKTHUKH;

. TEMAaTUYCCKH TUIaH rpaduk y4eOHOW IPaKTHKH,

. MIPHUKA3 O PacIpe/IeIICHUU CTYACHTOB IO 0a3aM IMPAKTHKH.

)
4.3 UnudopManmoHHoe odecniedeHne

IlepeueHnb NCMOIB3YyeMbIX YUeOHBIX U31aHUI, IUHTepHET-pecypcoB, 10NOJTHUTEIbLHOM

JUTEPaTypbl
OCHOBHBIE HCTOYHUKHU:

1. NoxuuxoBa H.M. Ilpaktukym no npeamery «/{oKkymMeHTbI, KOppECTIOHACHIINS U
JIeNIOTIPOU3BOICTBOY: yuel. mocobue [yt Had. npod. oopazoBanus / [Toxxnukosa H.M.. —
3-e u3n., crep. — M.: 3natenbekuii meHTp «Akanemus», 2018.

2. Tlmenko A.B. JlokyMeHTanmoHHOE oOecrieueHue ynpasieHus: [Ipaktukym y4eo.
nocodue ISt CTy. yupekaeHui cpea. mpod. oopazosanus / [Tmenko A.B.,. JloponnHa

JLA. — 3-e 3., crep. — M.: I3narensckuii ieHTp «AkageMus», 2018.

3. SuxoBas B.®D. Cekperapb-pedepeHT BRICOKOW KBATH(PHUKAIMA. SI3bIK U CTHITH
YIPaBJICHUYECKUX TOKYMEHTOB. — M.: M3naTenbckuil HeHTp «Akagemusi», 2017.

4. TanaxoB B.B. Cekpetapb-pedepeHT BbIcOKOH KBanupukanuu — M.: M3natenbckuii ieHTp
«Axagemus», 2017.

5. JlenkeBuu JI.A. [lenonpoun3BoactBo — M.: U3patenbckuii ieHTp «Akanemusi», 2016.



6. Poroxun M.IO. lenonpousBoactro. Kypc nekmuii: yae6. mocoobue. — M.: TK Benown,
W3narensctBo [Ipocnekt, 2016.

7. T'anaxos B.B., Kopaee W.K. [lenonpon3BoacTBo: oOpasiibl JOKyMEHTOB. Opranu3anus
u TexHojorus pabotsl - M.: TK Benbu, U3a-o [Ipocnekr, 2016.

8. bacako M.U. Kak npaBuiibHO MOATOTOBUTH U O)OPMHUTH JACIOBOE MTUCHEMO — M.:
W3narenscko- Toprosas kopropanus «/lamkos u K> 2017

9. Bsosa JI.M. JlokyMeHTaIMOHHOE 00eCIIeYeHHE NeATSIIbHOCTH KaIPOBOU CITYKOBIL. — M..:
N3natensckuii neHTp «Akagemusi», 2016.

10. bacakoB M.U. CnpaBounuk cekpetaps-pedepenta: [Ipakruueckoe mocodue — PoctoB
u/J1; ®enukc, 2016.

11. Kpyrnsuckas W.5. Hactonbnas kuura cexkperapsi: CrnpaBounuk. — CII0.:
«3narensckuit gom ['epaay, 2017.

12. bacosckas E.H., beikoBa T.A., BsutoBa JI.M.— M.: U3narenbckuii IEHTP «AKaaeMHs»,
2016.

13. EnmzaBetnna T.M J[lenucosa., M.B. Jlenonpon3BoACcTBO Ha KOMIIbIOTEpE - M.:
KYJUILI-OBPA3, 2017.

14. Mangapuna B.M., CeménoB M.B. [lenonpousBoactso. JlokyMeHTUpOBaHUE

YIIPaBICHYECKON ACSITEILHOCTH: dK3aMeHAIIMOHHBIC OTBETHI. PocToB H//I: «DeHUKCY,
2016.

4.4. O6mue TpedGoBaHus K OPraHu3anuu 00pa3oBaTeJbLHOIO mpouecca

VYdeOHas MpakTHKa MPOBOJUTCS MacTepaMu IMPOU3BOJICTBEHHOTO O0yIeHUS

Xapakrep IPOBEIECHUS y4eOHO
IPAaKTUKH: paccpedomoueHo
4.5. Kaaposoe o0ecneueHue 00pa3oBaTejibHOTO nmpouecca

MacTtepa npou3BOICTBEHHOT0 00yUeHUS WK IPEIo1aBaTean NpodecCHOHaIbHOrO [UKIIA,

OCYILECTBIIIOLINE PYKOBOJCTBO Y4eOHOW NPAKTUKOM o0Oyuarommxcsi, JOJDKHBI HMETh
KBaJTM(UKAIIMOHHBIN pa3psy (ypoBeHb KBamu(UKanum) mo npodeccuu (crnennaibHOCTH) Ha 1-2
paspana Bbeime, yeMm mnpenycMatpuBaer ®I'OC, Bbicmiee winm cpeaHee NpodeccHOHaTbHOE
obOpasoBanue 1o Mpopuiaro Mpodeccuu (CHeIUaATbHOCTH), AOKHBI MPOXOIUTH 00S3aTEIHHYIO
CTaKUPOBKY B MIPOUIBHBIX OpraHU3alMsIx He pexe 1-ro pasa B 3 rofa.




5. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHUS ITPOT'PAMMBI
YUYEBHOM NPAKTUKU
5.1. ®opma 0TYETHOCTH

KoHTponb W oOIeHKa pe3yabTaTOB OCBOCHUS YYEOHOW NPAKTHKH OCYIIECTBISETCS
PYKOBOAMTENEM NPAKTHKH B IMPOLIECCE MPOBEACHHS YYEOHBIX 3aHATHH, CaMOCTOSTEIBHOIO
BBITIOJTHEHUSI OOYYAIOIIUMUCS 33JaHUH, BBITIOJHEHHS MPAKTUYCCKUX MPOBEPOUYHBIX pador. B
pe3yJbTaTe OCBOCHUS Y4eOHOI MPAaKTHKHU B paMKaX MpoQecCHOHANIbHBIX MOy el 00ydaromuecs
MPOXOJIAT MPOMEKYTOUHYIO aTTeCTalHi0 B popme audPepeHIInpOBaHHOTO 3a4eTa.

K muddepenurpoBaHHOMy 3aueTy JOIMYCKalOTCS  OOydYarolluMecs, BBINOJIHUBILINE
TpeOOBaHUsI TMPOTpaMMbl Y4EOHOW TMPAKTHUKKA M MPEAOCTABUBIINE IMOJTHBIA MAKET OTUYETHBIX
JIOKYMEHTOB:

- JIHEBHUK MTPAKTUKH;

- OTYET MO MPAKTUKE, COCTABJICHHBI B COOTBETCTBHH C COACpPKAHHEM TEMAaTUYECKOTO
wiana npaktuku U mo Qopme, ycranoBneHHoi ['BIIOY PO «/loHCKOW NPOMBIILIEHHO-
TEXHUUYECKUNA  KOJUICIIK;

- XapaKTEePUCTUKY C MECTa IPAKTUKH,

- aTTECTAIlMOHHBIH JIUCT.

5.2. Topsiaok MoaABeAeHHS HTOTOB MPAKTHKHU

OdopMieHHBI OTYET MPEACTABISAETCS CTYIACHTOM B CPOKH, OMNpEIelIeHHbIe rpaduroM
ydqeOHOro mpolecca, HO HE T03KE CpOKa OKOHYAHUS TNPAKTUKH. PykoBoaHTEINH
MPAKTUKU TPOBEPSIET MPEICTABICHHBIN CTYJIEHTOM OTYET O MPAaKTHUKE M PEIIaeT BOMPOC O
JIOTTYCKE IAHHOTO OTYETa K 3aIlUTe.

Otuer, AOMYLIEHHBIA K 3alllUTEe PYKOBOJIUTENIEM MPAKTHUKH, 3aAIIMIIACTCS CTYIAECHTOM
B TMPUCYTCTBUM KOMHCCHUU, COCTOSINEH W3  PYKOBOAMUTENSI TPAKTUKA W TMPErNojiaBaTesis
CHEIHMANbHBIX JUCHUIUIMH. B KOMHCCHIO MOXET BXOAUTH PYKOBOJUTENb MPAKTUKH OT
MPEATPUITHS.

HToroBasi oleHKa CTYACHTY 3a MPAKTUKY BBIBOAUTHCS C YYETOM CIIEAYIOIIUX (akTop
OB:

. AKTUBHOCTh CTY/ICHTA, TMPOSBICHHbIE WM MpodeccHOHANbHbIE KauecTBa H
TBOPYECKHE CITIOCOOHOCTH;

. KaueCTBO M YpPOBEHb BBINOJHEHHS] OTYETAa O MPOXOKIECHUU IMPOU3BOJICTBEHHOM
MPAKTHKH;

e 3allUTAa PE3YNIbTATOB MPAKTUKY;

. OT3BIB-XapaKTEPUCTUKA  HA  CTYACHTAa  PYKOBOJUTEIEM  TMPAKTHKA  OT
MPEATPUSITHS.

Pe3ynbrarhl 3aIUThl OTYETOB IO MPAKTUKE MPOCTABISIIOTCA B 3a4€THOM BEIOMOCTH U B
3a4€THOM KHIDKKE CTY/ICHTA.

B ciay4ae,
€CIIM PYKOBOJUTENIh NPAKTUKH HE JOMyCKaeT K 3alUTe OTYeT [0 MpPaKTUKE, TO OTYET
C 3aMEYaHHsIMH PYKOBOJHWTENsI Bo3BpamiaeTcs Ha aopaboTky. [locne ycTtpaHeHus 3amedaHuit
Y TIOJTYYE€HHS JOMYCKa OTYET 3alUIIACTCS CTYJEHTOM B YCTAHOBJIEHHBIN CPOK.

CryaeHT, He 3allMTUBIIMI B YCTAHOBJEHHBIE CPOKM OTYET IO MPOU3BOJICTBEHHOU
MPaKTUKE, CYUNTACTCS UMEIOIINM aKaJeMUYECKYIO 3a0JKEHHOCTD.

5.3. Ouenka c(p)opMHPOBAHHOCTH OOIIUX U MPO(PECCHOHAIBLHBIX KOMIIETEHIHM I



PesynbraTel 00y4yeHus
(ocBoennbie ymenus, OK u [IK B
pamkax BIT/1)

OCHOBHBIE TTOKA3aTeIN OLICHKH pe3yiibTaTra

I[IK 1.1. OcymiecTBasiTh MNpuemM,
MEPBUYHYIO 00paboTKy u
pEerucTpanuo HoCTyTaoIen
KOPPECIOH/ICHIIUU, B TOM YHCJIE C
HCIIOJIb30BaHUEM
ABTOMATU3MPOBAHHBIX CUCTEM.

IIK 1.2. IlepenaBaTh JTOKYMEHTBI
Ha WCIIOJTHEHHUE B TMOAPA3aCIICHUS
c Y4ETOM PE30ITIOLIUN
PYKOBOJIMTEJICH OpraHU3aIlHH.

[1K 1.3. OcymiecTBiaTh KOHTPOJIb

HUCIIOJIHCHUA JAOKYMCHTOB B
opraHmsanuuM, B TOM YHCIC C
HCIIOJIB30BaHHECM

ABTOMATHU3UPOBAHHBIX CUCTCM.

IIK 1.4. Bectu 0a3pl [maHHBIX
JOKYMEHTOB  OpraHu3aluu U
CIIPaBOYHO-UH(POPMALIMOHHYIO
paboTy 1O HUM.

IIK 1.5. Ocy1iecTBISITh
00paboTKy,  pETHCTpallUi0 H
OTHPaBKYy HUCXOISIIEH
JOKYMEHTAIluU ajjpecaTam, B TOM
YuUCIIe c UCIIOJIb30BaHUEM
ABTOMATHU3UPOBAHHBIX CHCTEM.
IIK 1.6. Ocy1iecTBISITh
cocTtaBieHWe U  odopmieHue
CIy)XeOHbIX  JTOKyMEHTOB  Ha
OCHOBE TpeboBaHUM
COBPEMEHHBIX HOPMaTHUBHBIX
MIPaBOBBIX AKTOB.

IIK 2.1. Ocy1ecTBISTh
pa3paboTKy " BEJICHUE

HOMCHKIJIATYpPBbI A€JI CTPYKTYPHOT'O
noapa3aciICHH.

I[IK 2.2. ®opmupoBaTh jaena B
COOTBETCTBUU C HOMEHKIATYpOi
JieNl ¥ IpaBuiIaMu (OpMHUPOBAHHUS
Jell.

IIK 2.3. OcymecTBiaaTh TEKyIlee
XpaHEHHE, YYET U HUCIOJIb30BaHUE
nen (TOKYMEHTOB).

IIK 2.4. Ocy11ecTBISITh
IKCIIEPTH3Y LIEHHOCTHU
JIOKYMEHTOB, BECTH otbop

JOKYMCHTOB Ha XpaHCHHUC U

JIOKYMEHTAILMOHHOT'O 00ECTICUEHUSI I€ITEIbHOCTU
OpraHHU3aluu
IIPUHUMATh, PETUCTPUPOBATh, YIUTHIBATH IIOCTYIAIOIINAE
JOKYMEHTBI; IPOBEPSTh NPAaBUIBHOCTh OPOPMIICHHS
JOKYMEHTOB; BECTU KAPTOTEKY ydeTa IIPOXO0KICHHUS
JIOKYMEHTAJIbHBIX MaT€pUaJIOB

JOKYMEHTHPOBAHUS U JJOKYMEHTAI[MOHHONW 00paboTKH
JIOKYMEHTOB KaHLEJIApUH (apXuBa)
MIPOBEPATH MPABUIBHOCTh O(POPMIIEHHS JOKYMEHTOB;
CUCTEMATHU3UPOBATh U XPAHUTh JOKYMEHTBI TEKYILETO
apxuBa; (opMHUpOBaTh CIIPABOYHBIN anmnapar,
oOecrneunBaroIni OBICTPBIN MOUCK 5 JOKYMEHTOB;
OCYIIECTBIIATD IKCIEPTU3Y JOKYMEHTOB, TOTOBUTH U
nepeaBaTh JOKYMEHTaJIbHbIE MaTepHallbl Ha XpaHEHUE B
apXxuB;




YHUUYTOKEHHUE, TOKYMEHTHUPOBATH
paboTy DKCIIEPTHON KOMHUCCHH.

K 2.5. Odopmisare  Jaena
IIOCTOSIHHOTO M JIOJITOBPEMEHHOTO
CPOKOB XpaHCHUSA IJId ICpCaadyn B
apXWB OpraHM3aIyu.

[IK 2.6. CocTaBiaTh OIMCHU I€E1
MOCTOSIHHOTO U JJOJITOBPEMEHHOTO
CPOKOB XpaHCHHS.




