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[pencenarens 7772 -.H. ExxxoBa

E.B. I'puropos

ot «23» Mas 2024 r. npotokoa Ne 9 oT«23» 05 2024r. npoTokoa Ne 9

CocTaBuTeb:

Jlyxpsinenko U.C., meromuct crpoutensHoro npoduist [BIIOY «I'K r. Cei3panm»

BuyTpeHHsis 3KkcnepTH3a (TeXHHYECKas M cojep:kateiabHas): Exkxosa M.H., MmerogucTt crpoutensHOro

npodwmitst IBITIOY «I'K r. Ceizpann»

Pa6ouas nporpamma npodeccuonaabHOr0 MoayNIa BrimonHenne paboThI 1O TOJDKHOCTH ciryskariero 21299
HenonpousBoautenb paspadborana Ha ocHoBe ®I'OC CIIO mno cmenuansHoctd 08.02.14 Dkcruiyatanus u
00CITy)KUBaHHE MHOTOKBAPTHPHOTO JIOMa, YTBEPXKJEHHOW NMpuKazoM MwuHucTepcTBa 00pa3oBanus U Hayku PO ot
12.12.2022 r. Ne 1097.

Pabouast mporpamMma paspaboTraHa ¢ ydeToM MpodecCHOHaIbHBIX cTaHaapToB 16.009 «Cneuuanuct 1o
YIPABICHHUIO KUIUIITHBIM (POHIOMY, YTBEPKIACHHBIM NMPHUKa30M MHHUCTEPCTBA TPY/Ja U COLHAIbHOM 3aIiuThl PD oT
11 anpens 2014 1. Ne 2331 (3apeructpupoBan MuHHCTEPCTBOM tocTuinu Poccuiickoit deneparuu 03 uromns 2014 1.,
perucrpannonnsiii N 32945), 6-7 ypoBHs KBanu(UKaIHH.

Pabouast mporpamma pa3paboTaHa B COOTBETCTBHM C TpeOOBaHUSIMU K O(OpMIICHHIO, ycTaHOBIeHHBIMU B I’ BIIOY
«'’K 1. Ce3parmy».
CopeprkaHre TPOrpaMMBI PEATH3yeTCsl B MPOIecCe OCBOSHHS 00ydaIONMMMHCS OCHOBHON 00pa30BaTeNbHOM

nporpammei Tio criernanbHocTr 08.02.14 Dkcmumyartanus 1 00CTy)KUBaHAE MHOTOKBAPTHPHOTO JIOMA.
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1. TACHOPT PABOYEM TPOT'PAMMBI YUEBHOM ITPAKTUKHA

1.1. Oo6aacTh NpUMeHEeHHUs TPOrPAMMBI
Pabouas mporpamma ydeOHoi mpaktuku [IM.04 BreimonHenune pabota Mo JOKHOCTH CIYXKAIIEro
21299 Jlenompou3BOAMTENb SBISIETCS YacThbl0 OCHOBHOH 00pa3oBaTENbHOM MPOrpaMMbl HOATOTOBKU
cnenuanuctoB cpennero 3BeHa (manee - IIIICC3) B coorBerctBuu ¢ ®I'OC CIIO mno cnenuaibHOCTH
08.02.14 Dkcrmuryaranus U 00CTy)KMBaHHE MHOTOKBAPTUPHOTO J0oMa 0a30BOM MOJATOTOBKU B YaCTH OCBOCHHS
OCHOBHOTO BHJa IMPO(ECCHOHAIBLHOU NeATENPHOCTH - BpimomHeHne padoTa Mo JOMHKHOCTH CITY)KAIIero

21299 lenonpou3BoaAUTENs U COOTBETCTBYIOMIUX MPO()ECCHOHATLHBIX KOMITETCHIINH.

1.2. Henu u 3agaun y4eOHOM NPAKTHUKH
enp y4yeOHOM mMpakTHKKA - (OPMUPOBAHUE Yy OOYUYAIOIIUXCS TMEPBOHAYAIBHBIX MPAKTHYECKUX
npodeccuoHanbHbix yMeHMM M HaBbIkOB B pamkax [IIICC3 mo OCHOBHBIM BUAAM TNpPOQecCHOHAIbHON
NeSITeNIbHOCTH, 00y4Y€HHE TPYAOBbIM IpUEMaM, ONepalusiM U crioco0aM BITOIHEHUS TPYIOBBIX MPOLIECCOB.
C uenpio OBIa/JeHUS YKa3aHHBIM BHJIOM MPOGECCHOHATBHON JESTEbHOCTH M COOTBETCTBYIOLIUMU
PO eCCHOHAIBHBIMHA KOMIIETEHITUSAMHU 00yJaronuiics B xoae ocBoeHus [IM nomxeH:
HMeTh NPAKTUYEeCKUH ONbIT:
— JIOKYMEHTAI[MOHHOTO O0ecreueHus AeITeIbHOCTH OpraHU3alliy;
— JIOKyMEHTHPOBAHUS U JOKYMEHTAIIMOHHOW 00pabOTKH JTOKYMEHTOB KAHIICIAPUH (apX1Ba)
yMeThb:

— OpPUHUMATh, PETUCTPUPOBATD, YUUTHIBATH MTOCTYMAIOIINE TOKYMEHTHI;

MIPOBEPSATH MPABUILHOCTH 0OPMIICHUS TOKYMEHTOB;

— BECTH KApPTOTCKY YUCTa MPOXOXKACHUA JOKYMCHTAIbHBIX MaTCpHUaIOB,

CUCTEMATU3UPOBATE U XPAHUTH JOKYMCHTBI TCKYILICTO apXKrBa,

(hopMHUpOBaTh CIIPABOYHBII anmnapar, 00eCeuynBalOIUi ObICTPBII MOUCK JOKYMEHTOB;
— OCYHIECTBJIAATh KCIIEPTH3Y JOKYMEHTOB, TOTOBHUTH U TepefaBaTh JOKYMEHTAJIbHbIE MaTepUalbl Ha

XPaHCHUC B apXHB

1.3. Kosim4ecTBO 4acOB Ha 0CBOEHHE NMPOrPaMMbl Y4eOHOH NPAKTHKH
Bcero — 72 vaca (2 nenenn).

Hrorosas arrecranus IMPOBOIUTCA 3a CHCT BPEMCHU, OTBECACHHOI'O Ha yqe6Hy10 IIPAaKTHUKY.



2. PE3VJIBTATBI OCBOEHUS PABOYEM ITPOT'PAMMBI
YUYEBHOM ITPAKTUKHA

PesynbraToM ocBoeHHs OOy4aromuMHCs pabodeld MporpamMmbl Y4eOHOH NPaKTUKU

ABIISIIOTCSL C(POPMUPOBAHHBIE YMEHUS, MIEPBOHAYAIBHBIA MPAKTUYECKU ONMBIT B pamkax [1IM.04

BreimonHenue pabota mo HomKHOCTH cirykamiero 21299 Jlenonpou3BoauTeNlb B COOTBETCTBUU C

YKa3aHHBIM BHJIOM MpodeccHoHaIbHON JnesrenbHOCTH, o0mmMu (maee - OK) wu

npodeccuonansubiMu (Hanee - [TK) koMmereHIsaMu:

Kon HanMeHoBaHNMe BUIOB 1eATEJbHOCTH U NPO(EeCCHOHATbHBIX KOMIIETEHIIHI

[IK 4.1 | IIpuHUMAaTh U PErUCTPUPOBATH NOCTYNAIOILYIO0 KOPPECTIOHACHIINIO, HAPABIIATH €€
B CTPYKTYpPHBIE IIOIpA3/ICICHUs OPraHN3al1u.

I[IK 4.2 | PaccmaTpuBaTh JOKYMEHTHI U NIEpeIaBaTh UX HA HCIIOJIHEHUE C YUYETOM
300K PYKOBOAMTENIEH OpraHU3aluu

[IK4.3 | OdbopMasiTh perucTpalliOHHbIE KAPTOUKH U CO3JaBaTh OAHK JaHHBIX.

[1IK'4.4 | Bectu KapTOTEKy y4eTa MPOXOKJACHHS JOKYMEHTAJIbHBIX MaTepUaJIOB.

1K 4.5 | OcyuecTBasiTh KOHTPOJIb 33 IPOX0XKJAECHUEM JTOKYMEHTOB.

[IK 4.6 | OTnpaBisTh UCHIOJHEHHYIO IOKYMEHTALMIO aJjpecaTaM ¢ IPUMEHEHUEM
COBPEMEHHBIX BHJIOB OPTraHU3AIIMOHHON TEXHUKHU.

I[IK 4.7 | CoctaBnath v 0pOpMIIATH CIyKEOHbIE JOKYMEHTBI, MaTepUalbl C UCIIOJIb30BAHUEM
(hopMyIISIpOB TOKYMEHTOB KOHKPETHBIX BHIOB

[IK 4.8 | ®opmupoBats nena

I[IK 4.9 | O6ecnieunBaTh OBICTPHIN MOUCK JOKYMEHTOB 10 HAYYHO-CIIPABOYHOMY armapary

(KapToTeKaM) OpraHu3aluu

1K 4.10 | CucteMaTu3upoBaTh U XPaHUTh JOKYMEHTBI TEKYIIET0 apXHBa.

I[IK 4.11 | ObecnieunBaTh COXPAHHOCTH MIPOXOAAIICH CITY)KEOHOM TOKYMEHTAIIUH.
[1IK 4.12 | 'oTOBUTH U NIepeaBaTh JOKYMEHTHI HA ApXUBHOE XPAHECHHE
I1K 4.13 | O6ecnieunBaTh COXpPAaHHOCTh APXHUBHBIX JJOKYMEHTOB B OpPTraHU3aIUH.

B mporiecce ocBoenust [IM oGydarormecs opiaaeBaroT OK:

Kon HaunmeHnoBaHue 001IHX KOMIIETEHIHI

OK 01 | Be16upats crrocoObl pereHus 3a1ad MpoPeCCHOHATFHON EATENPHOCTH IPUMEHUTEIBHO K
pa3InYHbIM KOHTEKCTaM

OK 02 | HMcrmonb30BaTh COBpEMEHHBIE CPEACTBA TIONCKA, AaHATTN3a W HHTEPIIPETAITMN HH(OPMAIHH, 1
HH(pOPMAaIMOHHBIE TEXHOJOTHHU AJIs1 BBINOJIHEHUS 33124 IPO¢eCCHOHAIBHON esITEIbHOCTU

OK 03 | [TmarmpoBath U peaaTn30BBIBaTh COOCTBEHHOE MPO(eCCHOHATBHOE M INYHOCTHOE Pa3BUTHE,
MPEANPUHUMATEIBCKYIO IESITEIBHOCT B IPO(hecCHOHATBHOM cdepe, HCIOIb30BaTh 3HAHUS 110
(uHAHCOBOI IPaMOTHOCTH B Pa3IMYHbIX KU3HEHHBIX CUTYAIHSIX

OK 04 | DddexTrBHO B3anM0OIeHCTBOBATh U PabOTATh B KOJUICKTUBE W KOMAaHIE

OK 05 | OcyiiecTBasTh YCTHYIO U MHCbMEHHYI0 KOMMYHHUKALIMIO HA TOCYIAPCTBEHHOM SI3bIKE
Poccutickoit @eaepaliiy ¢ y9eToOM 0COOCHHOCTEH CONMAIBHOTO M KYJBTYPHOI'O KOHTEKCTA

OK 06 | IIposBIATH rpak1aHCKO-NAaTPUOTHUECKYIO MO3ULHIO, IEMOHCTPUPOBATh OCO3HAHHOE IOBEACHHE
Ha OCHOBE TPAaJULMOHHBIX O0ILIEYEeIOBEUECKUX LIEHHOCTEH, B TOM YHUCIIE C yYETOM
rapMOHHU3AIMN MEKXHALMOHAIBHBIX U MEKXPEIUTHO3HBIX OTHOIICHNUHN, IPUMEHSTH CTaHAAPTHI
AHTUKOPPYILIMOHHOTO OBEJCHUS

OK 07 | CozelicTBOBaTh COXpAaHEHHUIO OKPYXKAIOLIEH CPeibl, PeCypcocOepekeHHIO, TPUMEHSTh 3HAHUS
00 U3MEHEHHUHX KJIMMaTa, IPUHLHUIIBI OEpeXJIMBOI0 MPOU3BOJICTBA, 3P PeKTuBHO AeiicTBOBATh B
Ype3BbIYaHHBIX CUTYaLMIX

OK 08 | Ucnonb30BaTh cpeacTBa GU3MUECKON KyIbTYPHI sl COXPAHEHUS U YKPEIUICHHSI 3J0POBBS B
nporecce NpohecCHOHAIBHON AEITENFHOCTH U MOAEP)KaHUS HEOOXOIUMOT0 YPOBHS
($u3nUecKol NOArOTOBIEHHOCTH

OK 09 | ITonp3oBarkcs npodeccnoHaIbHOM JOKyMEHTALMEH Ha TOCYJapCTBEHHOM M MHOCTPaHHOM

SA3BIKAX




3. COJEP)KAHUE YUEBHOM IMPAKTUKHA

3.1. Buabl pa0doT yueOHOH NPAKTHKHU

Ne OO0pa3zoBare/ibHbIE Pe3yJbTaThl Buasbi pador
(ymenus, npaktudyeckuii onbit, [IK, OK)

1 [IK 4.1. Ilpuaumats u IIpakTHyeckuii OMBIT: JOKYMEHTAllMOHHOTO obOecreueHus | [[puHUMATh U perucTpUpoOBaTh
pEruCTpUpPOBATH JIEATEIIbHOCTH OPTraHU3aliH; ITOCTYTAOIIYI0 KOPPECIIOHACHIIUIO,
MOCTYIAIOILY IO Ymenus: MPUHUMAT, PETUCTPUPOBATD, YUYUTBHIBATh | HAIPABJISATH €€ B CTPYKTYPHBIE
KOPPECIIOHICHIIUIO, MOCTYIAIOIINE JIOKYMEHTBHI, MPOBEPATH MPaBWIBHOCTH | MOAPA3ACIICHUSI OPTaHU3al1H.

HaIpaBJIsATh €€ B
CTPYKTYPHBIE TIOJIpa3IeIICHUS
OpraHu3aIuu

[1K 4.2. PaccmarpuBath
JIOKYMEHTBI | TepeIaBaTh X
Ha WCIIOTHEHHUE C YIETOM
PE30JIIOIIUHA PYKOBOJAUTENEH
OpraHu3aluu

I1IK 4.3. Odbopmiarts
PEruCTpALMOHHBIE KAPTOUYKHU
U co3/aBaTh OaHK JaHHBIX
[IK 4.4. Bectu kapTOTEKY
ydeTa NpOXOKIACHUS
JOKYMEHTAJIbHBIX
MaTepuaioB

[IK 4.5. OcyuiecTBiATh
KOHTPOJIb 32 MPOXOKICHUEM
JIOKYMEHTOB

[IK 4.6. OTnpaBnsaTh
HCIIOJTHEHHYIO
JOKYMEHTAIMIO aJIpecaTam C
MIPUMEHEHHEM COBPEMEHHBIX
BHJIOB OpPraHU3allMOHHOM

oopMmIIeHHs TOKYMEHTOB; BECTU KapTOTEKy Y4eTa MPOXOKICHUS
JIOKYMEHTaJIbHBIX MaTepUaJoB;

OK

OK 01 BsiGupatrs ciocoObl penieHus 3aaay npodeccruoHalbHON
JEeSITeIbHOCTH IPUMEHUTENBHO K Pa3IMYHbIM KOHTEKCTaM

OK 02 MHcnonp30BaTh COBPEMEHHBIE CPEACTBA MOKUCKA, aHAJIN3A
W MHTEepIpeTanuyu nHGopManuu, 1 ”HGOPMAIIMOHHBIE TEXHOJIOTUI
JUIS BBITIOJIHEHUS 3a7a4 IPO(eCCHOHATBHON NeATEIbHOCTH

OK 03 IInanupoBath u peanr30BbIBATh CcOOCTBEHHOE
npodeccuoHanpHOe u JTUYHOCTHOE pa3BUTHE,
MPEeANPUHUMATENBCKYIO  JIEITEIbBHOCTh B MpodeccroHalIbHON
cdepe, UCMOIB30BaTh 3HAHUS MO (PUHAHCOBOM TI'PaMOTHOCTH B
Pa3TUYHBIX KU3HEHHBIX CUTYaIUAX

OK 04 DddexktuBHO B3aMMOACUCTBOBaTH |
KOJUJIEKTUBE U KOMaH/IEe

OK 05 OcymecTBiasaTh YCTHYIO M IUCBMEHHYI0 KOMMYHHKALIAIO
Ha rocyJapcTBeHHOM si3bike Poccuiickoit denepanuu ¢ y4eTom
0COOEHHOCTEH COIMANBHOIO U KYJIbTYpPHOTO KOHTEKCTa

OK 06 [IlposBasTh TIpaxKJaHCKO-MATPUOTUUYECKYIO IO3ULHIO,
JEMOHCTPUPOBaTh  OCO3HAHHOE  TMOBEACHHE HAa  OCHOBE
TPaJULIMOHHBIX OOIIEYEeIOBEYECKHX IIEHHOCTEH, B TOM YHUCIIE C
Y4eTOM TapMOHM3allMd MEKHALMOHAJIBHBIX U MEXPEIUTUO3HBIX
OTHOLIEHUW, TNPHUMEHSATh CTAaHAAPTHl  AHTUKOPPYMNLIMOHHOIO

paboratb B

PaccmaTpuBaTh TOKYMEHTHI U TIEPEIaBaTh
UX Ha MCIIOJTHEHHUE C YIETOM PE30JTIOINN
PYKOBOAMTEIIEH OpPraHU3aliH.
OhopMIIATH PETUCTPATMOHHBIE KAPTOYKH
7 cO3/1aBaTh OaHK JaHHBIX.

Bectu xapToTeKy y4dera mpoxXoxKIeHHUS
JOKYMEHTAaJIbHBIX MaTEPHAIIOB.
OcyniecTBIsATh KOHTPOJI 32
MIPOXOXKJICHUEM JIOKYMEHTOB.
OTnpaBiIsITh UCTIOTHEHHYIO
JOKYMEHTAIUIO aJipecaTam ¢
NPUMEHEHHEM COBPEMEHHBIX BHJIOB
OPraHU3alMOHHON TEXHUKH.

CocTaBisaTh U OQPOPMIIATH CITY)KEOHBIE
JOKYMEHTBI, MaTepHAIIBI C
UCIIOJIb30BaHUEM (POPMYIISIPOB
JIOKYMEHTOB KOHKPETHBIX BHJIOB.
dopmupoBaTh nena.

Ob6ecnieunBaTh OBICTPBII MTOUCK
JOKYMEHTOB 110 HAYYHO-CIIPABOYHOMY
anmapary (KapToTekam) opraHu3aliu.




TEXHHUKHU

[IK 4.7. CocTaBnsteh u
oopMIIATH CTyKeOHbBIS
JOKYMEHTBI, MaTepPHAaJIbI C
WCTIOJIb30BAHUEM
(hOpMYJISIPOB TOKYMEHTOB
KOHKPETHBIX BUJIOB

[1K 4.8. ®opmupoBaTh nena
[IK 4.9. O6ecneunBaTh
OBICTPBIN TIOUCK JJOKYMEHTOB
M0 HAyYHO-CIIPAaBOYHOMY
anmnapaty (KapToTeKaMm)

IIOBCACHUA
OK 07 CopaeiicTBoBaTh COXpPaHEHHMIO OKpY’KaOLIEH Cpepbl,
pecypcocOepereHuI0, TPUMEHSTh 3HaHUS 00 U3MEHEHUH KIIMMaTa,

MIPUHLIUIIBI OepeKIIMBOTO MIPOMU3BOJICTBA, b deKTHBHO
JICCTBOBATH B YPE3BBIYANHBIX CUTyaLUsAX

OK 08 Hcmonms3oBaTh cpeacTBa (DU3HYECKON KyJIBTYpPBI JUIS
COXpPaHEHHS U  YKpEeIUIEeHHs  3/0pOBbsl B IIpoLecce
npodeccuoHanbHON JeSITeIbHOCTH u MOAJICPKAHUS

HEOOXOAMMOTO YPOBHS (PU3UUECKON TTOATOTOBICHHOCTH
OK 09 [Ilonw3oBarbest nmpodecCHOHANIBHOM JOKYMEHTAIMEeH Ha
TOCyJapCTBEHHOM U MHOCTPAHHOM SA3BbIKaX

OpraHu3aIuu

[IK 4.10. IIpakTHYecknid ONbIT: JOKYMEHTUPOBAHHUS n | CucreMaTu3upoBaTh U XpaHUTh
CucrematusnpoBaTh U JOKYMEHTAallMOHHOM  00paOOTKM  JOKYMEHTOB  KaHUEJSIPUHU | JOKYMEHTHI TEKYLIETO apXHBa.

XPAaHUTh JOKYMEHTBI (apxuBa) ObecnieuynBaTh COXPAHHOCTH MPOXOASIIEN

TEKYIIETO apXuBa.

IIK 4.11. ObGecnieunBaTh
COXPAaHHOCTh MPOXOIAIIECH
CITY>K€OHOM TOKYMEHTAIH
IIK 4.12. 'oToBUTH U
nepeaaBaTh JOKYMEHTBI Ha
apXHUBHOE XpaHEHUE

IIK 4.13. ObecnieunBath
COXPaHHOCTh apPXUBHBIX
JOKYMEHTOB B OpraHHU3aINH

YMeHHAI: CHCTEMaTU3UPOBAaTh U XPAHUTh JTOKYMEHTHI TEKYILEro
apxuBa; (OpPMHUPOBATH CIPABOYHBIN armapar, 00ecTeunBarONIUi
OBICTPBI  MOMCK JOKYMEHTOB; OCYLIECTBIIATH  JKCIEPTHU3Y
JOKYMEHTOB, TOTOBUTh W  TepelaBaTb  JOKYMEHTaJbHbIE
MaTepHasbl Ha XpaHEHHE B apXUB;

OK

OK 01 BsiOupaTh ciocoObl pemieHus 3aj1a4 mpohecCuoHaTbHOM
JEeSITeIbHOCTH MPUMEHHUTENBFHO K Pa3IMYHbIM KOHTEKCTaM

OK 02 MHcnosb30BaTh COBPEMEHHBIE CPEACTBA MOKUCKA, aHAIIN3A
U UHTepIpeTanuu nHhopMauu, 1 HTHPOPMAIIMOHHbIE TEXHOJIOTHH
JUIS BBITIOJIHEHUS 3a7a4 IpOo(eCcCUOHATbHON NesITebHOCTH

OK 03 [InanupoBaTh u peanr30BbIBATH cOOCTBEHHOE
npodeccuoHaIbHOe u JTUYHOCTHOE pa3BHTHE,
OPEeIIPUHUMATEIBCKYIO JESITeNbHOCTh B MPO(ecCHOHATHHOM
cdepe, UCMOIB30BaTh 3HAHUS MO (PHHAHCOBOM TPaMOTHOCTH B
Pa3IMYHBIX )KU3HEHHBIX CUTYAITHIX

OK 04 DddexktuBHO B3aUMOACHCTBOBaTH M paboTaTh B

CITyKeOHOH TOKyMEHTAIIHUH.

['oToBUTH U NIEepeaBaTh JOKYMEHTHI Ha
apXUBHOE XpaHEHHUE.

ObecrieuynBaTh COXPAaHHOCTb APXUBHBIX
JOKYMEHTOB B OpraHHU3allH




KOJUIEKTUBE U KOMaH/E
OK 05 OcymiecTBasaTh YCTHYIO M MUCBMEHHYI0 KOMMYHHUKALIHIO
Ha TOCyJapCTBEHHOM s3blke Poccuiickon denepanuu ¢ y4yeTom
0COOEHHOCTEN COLMANIBHOIO U KYJBTYPHOIO KOHTEKCTa

OK 06 IlposiBisiTh TIpaxkJaHCKO-MATPUOTUYECKYIO IO3UIUIO,
JNEMOHCTPUPOBAaTh ~ OCO3HAHHOE  IIOBEJEHME Ha  OCHOBE
TPaJUIIMOHHBIX OOIIEYETIOBEYECKIX IIEHHOCTEH, B TOM YHUCIIE C
Y4E€TOM TapMOHHU3AlMHA MEXHAIIMOHAIBHBIX U MEXPETUTHO3HBIX
OTHOIIEHWH, MPUMEHATh CTaHAAPThl  AHTUKOPPYHIIMOHHOTO
MOBEACHUS

OK 07 CopaeiicTBoBaTh COXpPAaHEHHIO OKpYKAIOIIEH Cpepbl,
pecypcocOepexeHuto, IPUMEHATh 3HaHNUs 00 U3MEHEHUH KJIUMara,
MPUHITUTIBI OepeKITUBOTO MPOMU3BOJICTBA, s pexTuBHO
JIEWCTBOBATh B YPE3BBIYAWHBIX CUTYALIHIX

OK 08 MHcrnonb3oBarh cpeactBa (U3MUECKON KyJIbTYpbl s
COXpPaHEHHS U  YKpeIUIeHHs  3/I0pOBbs B IIpolecce
npoeccHOHATBbHON JESTEIbHOCTH " MOAJIEP/KaHUS
HEOOXOAMMOTO YPOBHSI (PU3UUECKON TTOATOTOBICHHOCTH

OK 09 ITonp3oBatbes npodecCuoHATBHON TOKyMEHTallUuel Ha
rOCyAapCTBEHHOM M MHOCTPAHHOM SI3BIKaX




3.2. TemaTnueckuii IV1aH y4eOHON NPAKTHKHU

Buasl padot

HaumeHnoBaHue pa3ae/ioB, TeM y4eOHOI NPAKTHKH

KoaunuecTBO
JaCOB

[IK 4.1. ITpuHUMaTh ¥ pEruCTPUPOBATH NOCTYNAIOILYI0 KOPPECTIOHACHIINIO, HAIIPABJISTh €€ B CTPYKTYPHBIE [1OAPA3CIICHUs OpraHU3aiuu

I1IK 4.2. PaccmaTpuBaTth JOKYMEHTHI U IIEpeaBaTh UX Ha UCIIOJIHEHUE C YUYETOM PE30JIIOLUU PYKOBOJUTENIEH OpraHu3aliu

[1K 4.3. OdhopMIATh perucTpalioOHHbIE KAPTOUKH U CO3/IaBaTh OaHK JTaHHBIX
[IK 4.4. Bectu kapTOTeKy y4eTa MpOXOXKICHHS JOKYMEHTaIbHBIX MaTepHalIOB
[IK 4.5. Ocy1iecTBasITh KOHTPOJIb 32 POXO0XKIEHUEM JIOKYMEHTOB

[1IK 4.6. OTnpaBisiTh UICMIOJHEHHYIO TOKYMEHTAIMIO apecaTaM ¢ MPUMEHEHHUEM COBPEMEHHBIX BU/IOB OpPTraHU3aIIMOHHON TEXHUKU
IIK 4.7. CocTaBisiTe U 0pOPMIISATH CIY>KEOHBIE IOKYMEHTBI, MAaTEPUAJIbI C UCTIOIB30BAHUEM (OPMYJIISIPOB IOKYMEHTOB KOHKPETHBIX BHIOB

[1K 4.9. Ob6ecrieunBaTh OBICTPBII MOUCK JOKYMEHTOB 110 HAYYHO-CIIPABOYHOMY anmnapaTy (KapToTeKaM) OpraHu3aluu

[1IK 4.8. ®opmupoBarts nena

TexHonorus 1eI0npon3BOACTBA.

[IpuHUMAaTh U pErUCTPUPOBATH OCTYIIAIOIIYIO KOPPECTIOHICHITUIO, HATIPABJISITH €€ B
CTPYKTYpHBI€ MOApa3/IeNeHNs OpraHNu3aIuu.

PaccmatpuBaTh JOKYMEHTHI M TIEpeIaBaTh MX HAa UCIIOJIHEHHUE C YIETOM PE30JTIOINH
PYKOBOJUTENIEH OpraHU3aIiH.

OdopMIATh pErUCTPALlMOHHBIE KAPTOUYKH U CO37]aBaTh OaHK JaHHBIX.

Bectu kapToTeky yueTa mpoXoKJIeHUs! JOKYMEHTAIbHBIX MaTepHasoB.

Ocy1ecTBIsATh KOHTPOJIb 32 IPOX0XKACHUEM JOKYMEHTOB.

OTnpaBnsATh UCHIOTHEHHYIO TOKYMEHTAIUIO aipecaTaM ¢ IPUMEHEHHEM COBPEMEHHBIX BUJIOB
OpraHU3aI[MOHHON TEeXHUKH.

CoctaBnatb 1 0pOpMIISITH CITYKEOHbBIE JOKYMEHTbBI, MATepUAIIbI C UCIIOJIb30BaHUEM (HOPMYIISIPOB
JOKYMEHTOB KOHKPETHBIX BUJIOB.

dopmupoBarth gena.

Ob6ecrieunBaTh OBICTPBII MOUCK JOKYMEHTOB 110 HAYYHO-CIPABOYHOMY ammapaTy (KapToTekam)

OpraHr3alnunu.

36

[IK 4.10. CuctemaTu3upoBaTh U XpaHUTh TOKYMEHThI TEKYILETO apXuBa.
[IK 4.11. OGecnieunBaTh COXpaHHOCTH MPOXOSAIIEH CIIyKeOHOM TOKyMEHTaluN
[IK 4.12. T'oToBUTH U NepeaaBaTh JOKYMEHThI HA apXUBHOE XpaHEHUE
I1K 4.13. OGecnieunBaTh COXPaHHOCTh APXUBHBIX JIOKYMEHTOB B OpraHU3alluU

CI/ICTeMaTI/BaHI/IH H  XpaHCHHC
JAOKYMCHTOB apXHBd.

CucremaTu3npoBaTh U XpaHUTh IOKYMEHTHI TEKYIIETO apXUBa.
ObecnieunBaTh COXPAaHHOCTh MPOXOASALICH CITy>KeOHOM TOKYMEHTALIUH.

30




T"'oToBUTE N nepcaaBaTtb JOKYMCHTBI HA apXUBHOC XPaHCHUC.

ObecnieunBaTh COXPAHHOCTh APXMBHBIX JOKYMEHTOB B OpTaHU3alIuU

JuddepeHupOBAHHBIN 3a4eT

Bcero

72
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4. YCJIOBUS PEAJIMBAIIAN PABOYEN ITIPOTPAMMBI YYEBHOM IMPAKTUKHA

4.1. TpeOoBaHMSA K MUHHMAJIbHOMY MATEPHAJILHO-TEXHHYECKOMY 00ecreuyeHn 0
Peanuzanus paboueil mporpaMmbl yueOHOW MPAKTHKHU MPENNojaracT HaIn4ue y4eOHO-
IIPOU3BOJICTBEHHON MaCTEPCKOM.
OcHanienne yueOHO-TTPON3BOICTBEHHON MAaCTEPCKOM.
OdbopynoBanmue:
- KOMIIBIOTEPHI IPUHTEP, CUCTEMAa OECIIPOBOIHOM OpraHU3alui CETH;

Meua MmpoeKTop.

4.2. UudopmanuonHoe odecneyenue 00yueHus

OCHOBHBbIE HICTOYHHUKH:

1. JlenmonpousBoactBo: YueOnuk / T.A. beikoBa, JI.M. Bsnosa, JI.B. Cankuna; Ilox pen. T.B.
Ky3nenosoii. - 3 u3n., mepepad. u norr.- M.:HUL] THOPA-M, 2013.

JlonoTHUTEIbHBbIE HCTOYHUKH:

1. Ky3uenos, 1. H. [lenonpoun3BoacTBO [ INEKTPOHHBIN pecypc] : YueOHo-cripaBOYHOE TTocoOre
/ Y. H. Ky3nenoB. - 6-¢ u3n., nmepepad. u gom. - M. : M3gaTenbcko-ToproBasi KOproparus
«JlamkoB u K°», 2013.

2. JloxymeHTanmoHHOe oOecrieueHue ymnpasieHus (JlemompounsBoacto): YueOnuk / bacakos
M.U., - 2-e u3n., ucnp. u goin. - Pu/J{:denunkc, 2013.

HopmaTuBHO-IpaBOBasi JOKyMeHTAaLUS:

1. TocynmapcTBeHHass cucTeMa JOKYMEHTAallMOHHOro oOecnedeHus ympasieHusi: OCHOBHbIE
nosiokenus: OOmue TpeboBaHHMA K JOKYMEHTaM U Cly>)k0aM JIOKyMEHTallMOHHOIO
obecrieuenus ympasieHus. BBemena B nelictBue mpukazom [aBapxuBa CCCP ot
25.05.1998 Ne33. — M.: 'maBapxus CCCP, BHUNJA/, 1991.

2. TOCT P 6.30-2003 «YuuduuupoBaHHas cucTeMa JOKyMEHTALMH. YHHUPHUIMPOBAHHASL
CUCTEeMa OpPraHU3alUMOHHO-PACTIOPSIAUTEIBHON JoKyMeHTauu. TpeboBaHus K opopmIiIeHU O
nokymeHToB»: M.: I'occranmapt, 2003. M.: U3n-Bo ctangaptoB, 1998

3. Ob6mepoccuiickuii knaccudukaTop yrpasiendeckoir mokymentanuu OK 011-93 (OKVY).

(YTBepkIeH u BBe/IeH B ieiicTBUEe ['OCThI 110 1€10NPON3BOJICTBY
4.3. MecTo u BpeMsl IPOBeeHUs y4eOHOI NPaKTHKH

VYuebHas MpakTHKa MPOBOAUTCS B YYEOHBIX KaOMHETaX, )ueOHO-NpOU3800CHEEHHbIX

MacmepCcKux.
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Bpewmst npoxoxaeHust yueOHON MPaKTUKU OIpeNessieTcs] Y4eOHbIM TUIaHOM U rpadukom
yueOHOro mporecca.

IMpn peammzamu [IM.04 BeimonHeHune paboTa MO JODKHOCTH ciyxamiero 21299
HenonpousBoautens npennonaraercs udydenue MJIK.04.01 Texnomoruu nenonpou3BOCTBA.
XpaHeHne JOKYMEHTOB M KOHIIEHTPUPOBAHHBIN Tpa(UK MPOX0KACHHUS YI€OHON MPAKTHKH.

[Ipu mpoBeneHNN y4eOHOHM MPAKTHKHU JOMYCKAeTCs JIEJIEHUE TPYNIbl 00ydaromuxcs Ha
MOJITPYTIIIBL.
[IpomomxuTenbHOCTS paboyero IHS OOYYAIOUIMXCS TPH KOHIEHTPHPOBAHHOM Tpaduke

MIPOXOXKJAEHUH Y4eOHOM MPaKTHUKU COCTaBIIseT He Oosiee 36 akaleMUYECKHX YacOB B HEJEIIO.

4.4. KanpoBoe oGecnieuenne 00pa3oBaTeIbHOT0 Npolecca

VYyeOHas mpakTHKa MPOBOJUTCS MacTepaMy IPOU3BOJICTBEHHOrO OOyuYeHUs W/HUIU
MpenojaBaTeN MU JUCIUILIUH NPOPECCHOHATBHOIO [IUKJIA.
TpebGoBanus K KBaTU(pHUKAUU EIaroruueckux KaJpoB - B COOTBETCTBUM C TPeOOBaHUSIMU

JeHCTBYIOIIETO (heepaaIbHOr0 TOCYAapCTBEHHOTO0 00pa30BaTe/IbHOTO CTaHAapTa

4.6. TpeOGoBaHUA K OPraHU3ALUM ATTECTAIIMU U OLEHKE Pe3yJbTATOB YUeOHO! NPAKTHKH

B nepuon npoxoxxaeHus yueOHOM NpakTUKU 00ydYaronIMMCs BEAETCS THEBHUK MPAKTUKHU.
[lo pesynpTaTamM NpPaKTUKH OOYYAIOUIMMCSI COCTAaBJISIETCSI OTYET, KOTOPBINM YTBEp)KIaeTcs
OpraHu3aIuen.

B kauecTBe npuiiokeHus K THEBHUKY MPAKTUKKU 0Oydaromuicsa opopMisieT epaguyeckue
Mamepuansl TOATBEPKAAIOIINE TPAKTUUECKUN OTIBIT, TOTYYSHHbIN Ha IMPaKTUKE.

[lo uToraM mpakTUKU PyKOBOAWUTEIEM MPAKTHKU (HOPMHUPYETCS aTTECTAlMOHHBIN JIUCT,
coJiep KaIliuii ceeieHus: 00 ypoBHE OCBOEHUS 00yUaronmMcs npodecCHOHATbHBIX KOMIIETEHIUH,
XapaKTepUCTHKa Ha 00y4Yarolerocs Mo OCBOCHUIO MPO(eCCHOHATBFHBIX KOMIIETEHIIMI B MEPUOT
MIPOXOXKICHUSI PAKTUKH.

ATTecTanMsi 1O WTOoraM  y4eOHOW  mMpakTUKU  OpoBoautcs B (opme
1 depeHIUPOBAHHOTO 3a4eTa B MOCIEAHUM JEHb MPAKTHKU 8 YYeOHO-Npou3800CmEeHHOU
Macmepckou.

B mpomecce arrecTanmuu CTYACHTHI BBIMONHSIOT HMTOTOBYIO 3aueTHYH paboty —

¢dbopmupoBath aena
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5. KOHTPOJIb 1 OIIEHKA PE3YJbTATOB OCBOEHUS YYEBHOM ITPAKTUKH

Pe3yabTarnl 00yyeHust
(chopmupoBaHHbBIE
YMEHUS, IPAKTHYECKH I
onbIT B pamkax BII)

OcHoBHbIE IOKa3aTeu
OLICHKH pe3yJibTaTa

@opMBbI U METO/IbI KOHTPOJISA U
OlleHKH pPe3yJIbTaTOB
00yueHus

JIOKyMEHTaMOHHOTO
obecrnieueHust
NEeSITeTbHOCTH
OpraHM3aIuH;

NpUHUMATD, PETUCTPUPOBATD,
YUUTLIBATH nocTtynaronme
JOKYMECHTbI; MPOBEPATH
NpaBUIIBHOCTDb O(l)OpM.]'IeHI/IH
JOKYMEHTOB; BCECTHU KapTOTCKY
yueTa MPOXOKIACHUSA

JOKYMCHTAJIbHBIX MaTCPHUAJIOB;

[IpaBHMIBHOCTE NpPUHATHA MeEp

0  YHNOPSAJOYEHHUID  COCTaBa
JIOKyMEHTOB U
UH(POPMAIIMOHHBIX IIOTOKOB,

COKpAIICHUI0 UX KOJUYECTBA U
ONTUMM3ALNU
JIOKYMEHTOIIOTOKOB
PaccmaTtpuBaeTr J1OKyMEHTBI H
nepefaeT MX Ha MCIOJHEHUE C

y4eTOM Ppe30IoIIH
pPYKOBOAMTENICH  OpraHU3alnd
KOJIMYEeCTBA M  ONTUMM3AIUU
JIOKyMEHTOIIOTOKOB

Odopmisier  perucTparioHHbIS

KapTOYKM H  Cco3JaeT OaHK
JAHHBIX
[TpaBunbHOCTH BEJICHUS

KapTOTCKHU Yy4d€Ta MNPOXOXKICHUSA
JOKYMEHTAIBHBIX MaTepHaJIOB
[IpaBUIBHOCTh TPHHATHS MeEp
10 OCYIIECTBJICHUIO KOHTPOJIS 32
POXOKJICHUEM JIOKyMEHTOB
MPaBUILHOCTh BBIOOpaA "
UCTIOJTb30BaHUS OPTTEXHUKH,
NPOTPaMMHBIX CPEICTB Y4YerTa,
XpaHEHHS M TIOUCKA IOKYMEHTOB
U JIPYTUX CICIUATH3HPOBAHHBIX
0a3 JaHHBIX B 3aBHCHUMOCTH OT
MIOCTaBJICHHOM 3a]1auu

[IpaBUIBHOCTH OCTABJICHUS |
odopMIIeHUS CITYKEOHBIX
JOKYMEHTOB,  MaTepHajoB C

UCIIONIb30BaHUEM  (POPMYIISIPOB
JOKYMEHTOB KOHKPETHBIX BHJIOB

[IpaBunbHOCTH  POPMHUPOBAHUS
pi(Sh}

ObecrieunBaeT OBICTPHIN TOUCK
JOKYMEHTOB o HAY4HO-
CIIPaBOYHOMY arrmapary

(kapToTEeKaM) OopraHu3aluu

- OJKCmepTHoe HaOmofeHHe 3a
BBHITMOJIHEHHEM DPa0OT Ha MPAKTHKE;
- muddepeHIMPOBAHHBIN 3a4YeT 1Mo

MPaKTHUKE;
- KBaIM(UKAIMOHHBIH  JK3aMeH
(onieHnBaeTcs B nporiecce
BBITTOJIHEHHUS KOMIIJIEKCHOTO

MPaKTHYECKOTO 3a/1aHus);

- DKCIIEpPTHAs OLIEHKa

(mpouecca AeATENbHOCTH, IIPOLYKTa
JIESITETTHOCTH )

JIOKyMEHTHPOBaHHS u
JTOKYMEHTAI[HOHHOM
00paboTKH  JTOKYMEHTOB

KaHIeNspuu (apxuBa)

CUCTEMATU3UPOBATE U XPAaHUTH
JAOKYMCHTBI TCKYLICIO0 apxXunBa,
(dhopMupoOBaTH CIIPaBOYHBIH

Ocy1iecTBISIET CUCTEMATU3ALINIO
51 XpaHeHue JIOKYMEHTOB
TEKYIIETO apXuBa

OcyecTBisier odecrieueHue
COXPaHHOCTHU IPOXOSIIECH
CIIy>keOHOM JOKyMEHTaluu
OcyuecTBasieT NOATOTOBKY U

- OKCmepTHoe HaOmojeHHe 3a
BBITIOJIHEHHEM DA0OT Ha MPAKTHUKE;
- muddepeHITMPOBaHHBIN 3a4eT 10

MPAKTHUKE;
- KBaIM(UKAIMOHHBIA  3K3aMeH
(oneHuBaeTcs B npoiiecce
BBITIOJTHCHHUSI KOMILIEKCHOTO
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alnmapar, obecreunBaroIHit nepeaavy 10KyMCHTOB Ha apXHUBHOC | MMPAKTHUYCCKOI'O 3aIlaHI/I$I);

OBICTPBI TOMCK JOKYMCHTOB; XpaHEeHHe. - DKCIIEPTHAs OLIEHKA
OCYIICCTBIIATH OKCIICPTH3Y | ObecneunBaeT COXPaHHOCTh (mporiecca AeATEIBHOCTH, TPOYKTa
JOKyMEHTOB, TOTOBHUTH " | APXHBHBIX JOKYMCHTOB B JeATETBHOCTH)

nepefaBaTb  JOKyMEHTAaJIbHBIE
MaTepHanbl Ha XpaHeHHE B
apXuB;

OpraHu3aluu

JuddepeHupoBaHHbIN 3a4eT
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6. JUCT AKTYAJIM3AIIMA PABOYEN ITPOT' PAMMBI

Jlara akTyann3anuu

PG3YJILTaTLI aKTyaJIu3alun

damvunusg N.0. u
MIOIHCH JINIIA,
OTBETCTBEHHOIO 3a
AKTyaJIN3aIHIO
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IMPUJIOKEHUE

BenomocTh cooTHeceHust TpeGoBaHMi NPO(PeCCHOHAIBHOIO CTAHAAPTA
16.009 «CnenuajucT mo ynpapJeHUIO }KUJIUIIHBIM (POHI0M», YTBEpP KAeHHBbIH Npuka3oM MuHHCTepcTBAa TPyJa M COUAIBHOM 3amMThl P® o1
11 anpeas 2014 r. Ne 233u (3apeructpupoBan MunucrepcrBom wctunun Poccuiickoii @enepaunu 03 uroas 2014 r., perucTpanuoHubiidi N
32945), 6-7 yposusi kBaaupukamun u ®I'OC CIIO no cnenunansuoctu 08.02.14 Dxcniiyaranus U 00CIy;KUBaHHEe MHOTOKBAaPTHPHOI'O I0Ma.

JA0Ma.

O6o0mennas Tpy1oBast QyHKIHs
(IMPOPECCHUOHAJIBHBIN
CTAHIAPT)

Buja npogeccnoHanbHOM 1eATEJIbHOCTH
(ProcC CcIno)

®opmynupoBka OTO:

1. Ob6ecnieueHue coOIIOACHUS HOPMATHBHO-TEXHUYECKUX TPEOOBAHMI K
COJIEPYKaHUIO U UCTIOJIB30BAHMIO JKIJIMITHOTO (DOH/IA U OOBEKTOB
KOMMYHQJIBHOH HHPPACTPYKTYPHI

®opmynuposka BIIJ]: BeimoaHeHNE pabOT MO OJHON UM HECKOIBKUM
npodeccusm pabodmnx, TOJDKHOCTAM ciykarux (21299
Jlenonpou3BoauTeNb)

TpynoBbie pyHKIMH
ObecnieueHne 3aKIIOUCHUS TIOTOBOPa C BEIOPAHHOM (CO31aHHOMN)
OpraHu3aIel Ha YIpaBJIeHUE MYHHUIIUITATbHBIM KIJTUIIHBIM (DOHIOM

[IK 4.1. IIpuHMMAaTh U pErUCTPUPOBATH MTOCTYNAOIIYIO KOPPECIIOHAEHIUIO,
HaIIPaBJIATh €€ B CTPYKTYPHBIE MOAPA3AECICHNS OpraHU3alH

I1IK 4.2. PaccMaTtpuBaTh JOKYMEHTHI U MEpEIaBaTh UX HA HCIIOJIHEHUE C
Y4ETOM PE30IIOUNUN PYKOBOJUTENEH OpraHUu3aluu

[1K 4.3. OdopMIIATh perucTpalMOHHbIE KAPTOUYKH U CO3/1aBaTh OAHK JaHHBIX
I1K 4.4. BecTu KapTOTEKy y4eTa IPOXOKJIEHHUS IOKYMEHTAJIbHBIX
MaTepuaioB

TpynoBbie pyHKIMH
ObecrieyeHne 3aKII0UEHUs JOTOBOPOB C MOAPSAHBIMU U
PECYPCOCHAOXKAIOIIMMU OpraHU3aIUsIMU

I1K 4.5. Ocy1iecTBiasiTh KOHTPOJIb 3a IPOXOKJIECHUEM TOKYMEHTOB

I1K 4.6. OTnpaBisiTh HCIOJHEHHYIO IOKYMEHTALIUIO aJpecaTram ¢
IPUMEHEHUEM COBPEMEHHBIX BUJIOB OPraHU3aLMOHHON TEXHUKHU

I1K 4.7. CoctaBisaTh U 0pOpMIIATH CIIy>KEOHBIE IOKYMEHTBI, MaTEpUaIIbI C
UCIIOJIb30BaHUEM (DOPMYJIIPOB JOKYMEHTOB KOHKPETHBIX BUJIOB

I1K 4.8. ®opmupoBarh jena

1K 4.9. O6ecneunBaTh OBICTPHIN MOUCK TOKYMEHTOB [0 HAyYHO-
CIPAaBOYHOMY amnmnapary (KapToTekaM) OpraHu3aluu

I1K 4.10. CucreMaTtu3upoBaTh U XpaHUTh JOKYMEHTHI TEKYILIErO apXUBa.
[1IK 4.11. OGecnieunBaTh COXpaHHOCTh MPOXOJAIIEH cyx’eOHOH
JOKYMEHTaluu

[IK 4.12. T'oToBUTh U IEpeAaBaTh JOKYMEHThI HA QpDXUBHOE XPAHEHHE
[IK 4.13. OGecnieunBaTh COXpaHHOCTh APXUBHBIX JIOKYMEHTOB B
OpraHu3aluu
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Tpe6oBanus IIC

Oobpa3zoBareabHsie pe3yiabTrarsl ®I'OC CITIO no [IM

Hazsanue T

OO0ecrieueHne 3aKII0YCHUS
JIOTOBOpa C BBIOPAHHOM
(co3manHO#) opraHu3anueit Ha
praBHeHI/IC MyHI/IIH/IHaHBHbIM
JKUJTHIIHBIM (POHIOM

[IK 4.1. IlpuHuMaTh U pETUCTPUPOBATH MOCTYIAIOIIYIO
KOPPECTIOHICHIINIO, HAPABJIATh €€ B CTPYKTYPHBIE MOApa3AeIeHuUs
OpraHu3aluu

[IK 4.2. PaccMaTpuBaTh JOKYMEHTHI U II€peaBaTh UX HA UCIOIHEHHE C
YUY€TOM PE30JIIOLMU PYKOBOAUTENEH OpraHu3aluu

MK 4.3. OpopmMasTh perucTpalMoHHbIe KAPTOUKU B CO3/1aBaTh OaHK
JTAHHBIX

[IK 4.4. Bectn KapTOTeKy y4eTa MPOXOKICHHS JOKYMEHTAIbHBIX
MaTepuaioB

Conep:xkanue

TpynoBbie aeicTBUsA

IIpakTHYecKuii ONbIT

Buabi pador Ha npakTUKe

3aKIIlo4eHue T0roBopa C
opraHu3aluei, BBIOpaHHOM
Ha KOHKYPCHOM OCHOBE, Ha
yIpaBlieHHE
MYHUIUATbHBIM
KUIUITHBIM (DOHIOM,
KOHTPOJIb BBITTOJIHEHUS
J0roBOpa

JIOKyMEHTAIIMOHHOTO O0eCIIeYeHUS ACATEIHHOCTH OPTraHu3alliu;

[IpuHUMATE ¥ PETUCTPUPOBATH MOCTYIAIOIILYFO
KOPPECHIOH/ICHITUIO, HAIIPABIISAThH €€ B CTPYKTYPHBIC
NOJ(pa3JIeTICHUs] OPTraHU3aINH.

PaccmatpuBaTh IOKYMEHTHI U TIepeaBaTh UX Ha UCIIOIHEHUE C
YYETOM PE30JIOIMH PYKOBOAUTENCH OpraHU3aIlHH.
OdopMITATEH perucTpartioHHbIe KAPTOUKH U CO3/IaBaTh OaHK
JIAHHBIX.

Bectr kapToTeKy ydera MpOX0oXKICHUS JOKYMEHTATBHBIX
MaTepUaoB.

OCyIIECTBISITh KOHTPOJIH 32 MPOXOXKACHUEM JTOKYMEHTOB

Heo0xonumbie ymMeHust

YmMmenne

Buabi pador Ha npakTUKe

OdopMIISITh TOKYMEHTBI,
HEOOXOMUMBIC TS TIPHHATHS
pelIeHuit 0 MpOBEACHUN
KOHKypca 1o BEIOOpY
OpTaHH3AIHH JIJIS YIIPABIICHUS
KUJTHIIHBIM (POHIOM
PaGorats ¢ mokymeHTaMu,
COCTAaBJISATh OTYETHI 110 UTOraM
BBIIIOJIHEHHS JSATECIIbHOCTH

[IpuHUMATh, pETHCTPUPOBATH, YUUTHIBATH MMOCTYIAIONINE JOKYMEHTHI;
[IpoBepsTh MPaBUIIBHOCTD OOPMIIEHUS TOKYMEHTOB;
Becrtu kapToTeky ydera npoxoKIeHUs JOKYMEHTAIbHBIX MaTepHUaoB;
CucremMaTn3upoBaTh U XPaHUTh JOKYMEHTHI TEKYIIETO apX1UBa

[TpuHUMATE ¥ PETUCTPUPOBATH TOCTYTIAIOITYIO
KOPPECTIOHCHIINIO, HAIPABJISITh €€ B CTPYKTYPHBIE
MOIpa3/IeJIeHNs OpraHU3alIlHH.

PaccmaTpuBaTh TOKyMEHTHI U TIepeaBaTh UX Ha UCIIOIHEHHUE C
Y4ETOM PE30JIOINN PYKOBOIUTENEH OpraHu3aIui.
OdopMIIATh perucTpaluoHHbIE KAPTOYKU U CO3/aBaTh OaHK
JTAHHBIX.

Bectu kapToTeKky ydera NpoXoKIEHHUS JOKYMEHTaIbHBIX
MaTepUAIIOB.

Ocy1ecTBIATh KOHTPOJIb 32 IPOXOKIEHUEM JTOKYMEHTOB.
OTOpaBisATh HCIIOJIHEHHYIO JOKYMEHTALMIO afjpecaTraM ¢
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MPUMEHEHUEM COBPEMEHHBIX BUAOB OpPraHu3alHOHHOM
TEXHUKH.

CocTtaBisith U 0pOPMIISTE CITy>KEOHBIC TOKYMEHTBI,
MaTepuabl ¢ UCIIONIb30BaHUEM (POPMYIISIPOB TOKYMEHTOB
KOHKPETHBIX BUJIOB.

DopMHPOBATH JEia.

ObecnieunBaTh OBICTPHIN MOUCK JOKYMEHTOB 110 Hay4YHO-
CIIPaBOYHOMY anmnapaTy (KapToTeKaM) OpraHH3alllu.

Hasanue T® [IK 4.5. Ocy1miecTBasITh KOHTPOJIb 33 MPOX0XKAEHUEM TIOKYMEHTOB
Obecniedenne 3aKI0YeHNS [IK 4.6. OtnipaBisiTh UCHIOTHEHHYIO TOKYMEHTAIUIO aJpecaTaMm ¢
JOTOBOPOB C MOAPAAHBIMU U NPUMEHCHHUEM COBPEMEHHBIX BUIOB OpFaHHSaHHOHHOﬁ TEXHHUKU
pecypcocHa0 oMU [IK 4.7. CoctaBasTs 1 0pOPMIIATE CITy>KEOHBIE TOKYMEHTHI, MaTEPHAJIbI
OpraHu3aIusIMU C UCTIOTh30BaHNEM (POPMYJIISIPOB TOKYMEHTOB KOHKPETHBIX BHIOB

[1K 4.8. ®opmupoBats aena

[IK 4.9. ObecrieunBaTh OBICTPHINA TOUCK JIOKYMEHTOB 0 HAYYHO-
CIPaBOYHOMY amnmapaTty (KapToTekaM) OpraHu3aluu Conepxxanue
IIK 4.10. CucremMaTn3upoBaTh U XpaHUTh JOKYMEHTHI TEKYIIETO
apxuBa.

IIK 4.11. OGecnieunBaTh COXpPaHHOCTH IIPOXOAIICH CITyKEOHOM
JTOKYMEHTaIUH

IIK 4.12. 'oTOBUTH U TIepeaBaTh JOKYMEHTHI Ha apXHUBHOE XPaHCHHE
IIK 4.13. OGecnieunBaTh COXpPaHHOCTh APXUBHBIX TOKYMEHTOB B

OpraHr3alun
TpynoBbie neiicTBUsA IpakTHyeckuii ONbIT Bujabl padoT Ha npakTHKe
1. IloaroroBka u JIOKyMEeHTUpOBaHUS M JOKYMEHTAallMOHHONW  00paboTku | Opranmsanus pabo4ero Mecra JeI0mpOU3BOIUTENS
3aKJIFOYEHUE JOTOBOPOB C JOKYMEHTOB KaHUEJSPUU (apXUBa); OtpaboTKa mprueMoB paboThI IPH IKCILTyaTalii OPUCHOM
MOJIPSATHBIMA U TCXHUKH
pecprOCHa6)KaIOH_[I/IMI/I B6LIH%J'IH€HI/I€ pa60T 110 KOMITBIOTCPHOU IIOATOTOBKE U
00paboTKe JJOKYMEHTOB
OpraHu3alusMu P HOKY
OpFaHI/ISaHI/IH ACJIONPOU3BOACTBA
2. AHanu3 BbINIOJIHEHHUS
Opl"aHI/I3aLII/I$I ApXWBHOTO [cJ1a
JIOTOBOPOB
Heo0xonumbie ymMenust Ymenune Buabl padot Ha npakTHKe

1. AnanusupoBath 1 0000mare | @opMupoBaTH CHPaBOYHBIA ammapar, obecreyuBaromMidi OblcTpblii | CHCTEMaTH3UPOBATh U XPaHUTh JOKYMEHTHI TEKYILETO apXHBa.
nHpOpMaIUIo 00 U3MEHEHUsIX | MIOMCK TOKYMEHTOB; ObecneynBaTh COXPaHHOCTh NPOXOSIIEH CITy>KeOHOM




IIpaBOBBIX B3aMOOTHOIIICHUN B
KUIHIHOHN cepe

OcyHleCTBJ'ISITI) OKCIIEPTU3Y NOKYMCHTOB, TOTOBUTH U NIEPEAABATH
JOKYMCHTAJIbHBIC MAaTCpHUAJIbl HA XPAHCHUC B apXHB

JIOKyMEHTALUU.

I'oToBUTE U NIepeaBaTh JOKYMEHTHI HA ApXUBHOE XPaHEHHUE.
ObecnieunBaTh COXPAaHHOCTh aPXUBHBIX IOKYMEHTOB B
OpraHU3aLuH
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