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Pa6ouas mporpamma npodeccuonanbroro moaysist [IM.02 Opranuzamnus TEKyIero
XpaHEHUsl JIOKYMEHTOB M IOJATOTOBKA JEJN JUIS INepeladyd B apXuB pa3paboTaHa Ha
ocHoBe DeneparbHOrO TOCYJApCTBEHHOTO O0pa3oBaTENBLHOIO CTaHAapTa (naiee —
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1. OBIIASI XAPAKTEPUCTHUKA IPUMEPHOU PABOYEN
IMPOTI'PAMMBI
MPOPECCHUOHAJIBHOI'O MOAYJIA
«IIM.02 Opranu3anms TeKylero XpaHeHusl JOKYMEHTOB U MOAr0TOBKA J1eJ
JJIS IIepeiavYy B apXUB»
1.1. Heas ¥ niIaHMpyeMble pe3yJibTaThl 0CBOCHHS NPO¢ecCHOHATBHOIO
MOAYJIs
B pesynabrate wu3yueHus MNpOPECCHOHATBHOTO MOAYJS OO0ydaroIuics
JIOJKEH OCBOMTH OCHOBHOM BUJ AEATENbHOCTH: «OpraHu3anus TeKYIIEero XpaHEeHUs
JOKYMEHTOB U ITOATOTOBKA JIEJI JJIsI IIEPEIauy B apXUB» U COOTBETCTBYIOIIUE EMY

001111Me KOMIETEHIINU U TPO(eCcCHOHaTbHbIE KOMITETEHIINU
1.1.1. Tlepedenn oOMIMX KOMITETEHITUN

Kon HaumeHnoBaHue 001X KOMIIETEHIINH

OK 01. | Beibupate  cmocoObl  pemieHust  3a7ad  NpoQecCHOHAIBHON
JESTEIbHOCTH IPUMEHUTEIBHO K PA3JIMYHBIM KOHTEKCTAM

OK 02. | Ucnionb30BaTh COBPEMEHHBIE CpPEACTBA IIOMCKAa, AaHalau3a H
UHTEpIpeTauuu nHopMauu, 1 HHQOpMAIMOHHBIE TEXHOJIOTUU AJIs
BBINIOJIHEHHUS 33/1a4 MPO(PECCHOHAIBHON AESITEIbHOCTU

OK 04. | DpdexTuBHO B3aUMOJICHCTBOBATh W pPabOTaTh B KOJUIGKTUBE H
KOMAaHJIE.

OK 05. | OcymecTBiATh yCTHYIO W MNUCBMEHHYI0 KOMMYHHUKAIUIO Ha
rocyiapcrseHHoM sa3blke  Poccmiickon @enepanun € y4yeTom
0COOCHHOCTEH COIMAIbHOTO M KYJBTYPHOTO KOHTEKCTA.

OK 09. | [Tonb30oBaThCs npodeccruoHanbHON JTOKyMEHTaIuen Ha
roCyJapCTBEHHOM M MHOCTPAHHOM SI3bIKaX.

1.1.2. TlepedyeHn nmpodeccroHaATbHBIX KOMITETCHITUN

Kon HaumeHoBaHue BUIOB IeSITEJIbHOCTH H NPO()ecCHOHATBHBIX
KOMIIEeTeHIH

B/ 2 Opranuzanus TEKyLIEro XpaHeHHUsI JOKYMEHTOB U HOJTOTOBKA JIEJ
JUIsI IepeJadyy B ApXUB

IIK 2.1. | OcymecTBasATh Pa3padOTKy M BeJdeHHME HOMEHKJIATYPBI [eJI
CTPYKTYPHOTO NOAPAa3ae/IeHUs

IIK 2.2. | ®opmupoBarh Jeja B COOTBETCTBUM C HOMEHKJIATypoH Jel U
npaBuiIaMu (POPMUPOBAHUS JIEL.

IIK 2.3. | OcylecTBIATh TEKYIIEE XPAaHEHUE, YYET U HCIIOJIb30BAHHUE JIET
(IOKYMEHTOB).

MK 2.4. | OcymecTBiasITh 3KCIEPTU3Y IIEHHOCTHU JTOKyMEHTOB, BECTH OTOOp
JOKYMEHTOB Ha XpaHEHUWE W YHHUUYTOXKEHHUE, JIOKYMEHTHPOBATh
paboTy IKCIIEPTHON KOMHUCCHH.

IIK 2.5. | O¢opmnsaTe [nena MOCTOSHHOTO M JOJITOBPEMEHHOIO CpPOKOB
XpaHEHUs JIsl Iepejaul B apXUB OpraHU3aliu.

IIK 2.6. | CocTaBisiTh ONUCH AEN MOCTOSHHOTO U JOJITOBPEMEHHOIO CPOKOB
XpaHEHHUsl.




1.1.3. B pe3ynbrare ocBoeHUs MpOo(HecCUOHATBLHOTO MOTYJIsl 00yUYaroIuics

JOJIDKCH:

BianeTs HaBbIKAMHA

CocraBneHue ¥ BEACHHUE HOMEHKJIATYPHI eI
CTPYKTYPHOTO TIOJIpa3/IeICHHUS.

[IpoBepka NpaBUIBHOCTH OGOPMIICHUS JOKYMEHTOB
U OTMETKM 00 MX HCIOJIHEHUM Tepel HuX
dbopMupoBaHHEM B JI€NI0 IS MOCJEAYIOIIEro
xpaHenusi. DopMUpPOBAHUE ENA.

KOoHTposlb  TpaBMIIBHOTO W CBOCBPEMEHHOTO
pacmpesieNieHdss ¥ TIOJIITUBKH JOKYMEHTOB B JCIa.
[lepenaya MOKyMEHTOB BO BpEMEHHOE IOJIb30BAHNE
[IpoBepka  CpOKOB  XpaHEHUS  JOKYMEHTOB,
COCTaBJICHHE TIPOTOKOJIA  pabOThl  AKCIEPTHOMN
KOMHUCCHUHU TIO TIOATOTOBKE JOKYMEHTOB K XPaHEHHIO,
aKTa O Iepefadye Ha YHUUTOXXCHHE TOKYMEHTOB, HE
MOIJICXKAINX XPAHCHHUIO

OdopmiieHne fe1 TMOCTOSIHHOTO, JOJTOBPEMEHHOTO
cpokoB xpaHeHus. OdopmiieHre OOJOXKKA e
MOCTOSTHHOTO, JIOJITOBPEMEHHOTO CPOKOB XPaHCHHUSI.
[lepenava men B apXuB OpraHU3alvy.

dopMupoBaTh CIIPaBOYHBIN amnmnapar,
obecrneunBaronMil ObICTPbIA MOUCK JOKYMEHTOB.

YmMmeTn

Pa3pabaTbiBaTh HOMEHKJIATYpy [J€1 CTPYKTYpPHOI'O
noapasaenenus. opmynpoBaTh 3arojOBKH A€ U
ONPEIEATh CPOKH X XPAHECHHUS.

Opranu3oBbIBaTh paboTy Mo (OPMUPOBAHUIO JI€T B
COOTBETCTBUH C YTBEPKJICHHOW HOMEHKJIATYPOU JEI
opranuzanuu. PopMHpPOBAaTH JOKYMEHTHI B JIE€Ja C
yaetom ux crneuupuku. CucremMaTH3UpOBaTh
JOKYMEHTBI BHYTPH JI€JIa.

OpraHu3oBbIBaTh XpaHEHUE JOKYMEHTOB B IIPOLIECCE
WX MCIOJHEHUS U TEKyLIee XPaHEHUE MCIIOTHEHHBIX
JIOKYMEHTOB.

Opranu3oBbiBaTh pabOTy MO YYeTy, XpPaHEHUIO H
nepesaye B COOTBETCTBYIOIIME — CTPYKTYPHBIE
NOJIpa3ieNeHus JOKYMEHTOB TEKYILEro
JEJI0NPOU3BOCTBA.

[TpumensaTh HMHPOPMAIMOHHO-KOMMYHHUKAIMOHHbBIE
TEXHOJIOTHH IIPH paboTe C TOKyMEHTaMU
OCyIIeCTBIATh AKCIEPTU3Y LIEHHOCTH JOKYMEHTOB.
OdopMIATh TOKYMEHTBI 3KCIIEPTHOU KOMHUCCHUH.
['oroBuTh W mepenaBaTh  JOKYMEHTAJIBHBIE
MaTepHuaibl Ha XpaHEHUE B apXUB.

CocTtaBnaTh U 0(OPMIIATH OMUCHU JEJT TOCTOSHHOTO U
JOJITOBPEMEHHOI'O CPOKOB XPaHEHHS.




Hcnonb30BaTh HOMEHKJIATYPY AEd MPU COCTABICHUU
OITMCEN JIEN.

3HaTh

HopmaTtuBHbIE TpaBOBBIE  aKThl, HOPMATHUBHO-
METOJMYECKHE  JIOKYMEHTHI,  T'OCYy/IapCTBEHHBIE
CTaHapTHI, OTIPEIEIISIONTNE MOPSIJIOK
JIOKYMEHTAIMOHHOTO 00ECIIeYeHHs! YIIPaBICHUS
Buabsl  HOMeHknaTyp, oOmmue TpeOoBaHMS K
HOMEHKJIaType, METOJMKAa €€ COCTaBJIEHUS W
odopmiIeHUS

[IpaBuna coriacoBaHusi HOMEHKIATYypbl Jel C
BCJIOMCTBEHHBIMH  apXWBaMHW W OJKCIICPTHOMN
KOMUCCHEN

[Topsimok  dopmupoBanust u odopmieHUs e,
cnenudrka GOpPMHUPOBAHUS OTACIBHBIX KaTErOpHit
hi (S

[IpaBuna xpaHeHus A€, B TOM YUCJE C JOKyMEHTaMHU
OTPAaHUYEHHOTO JIOCTYTIA.

[IpaBuna BbIJAYM W MCTIOJIB30BAHUS JOKYMEHTOB W3
c(hOpMHUPOBAHHBIX JIET

[Topsimok BBTAYM JTOKYMEHTOB JIJISI MCIIOJIB30BaHMSI
paboTHHKaM OpTraHu3allNH, MPEI0CTaBICHNE
JIOKYMEHTOB TIO 3aIpOCaM BHEIITHUX OpTaHU3aIlnH.
Kputepuu paszneneHuss JOKyMEHTOB Ha TPYIIIBI B
COOTBETCTBMM  C  IIEHHOCTBhIO  HWH(MOpMaIH,
COJIEpKaIIECHCs B HUX

[Mopsinok UCIOJIb30BAHUS TUTIOBBIX WIH
BEJIOMCTBEHHBIX nepevHen JIOKyMEHTOB,
OTpe/ieJIeHUs] CPOKOB  XpaHEHUsT B  IMpoIllecce
AKCIIEPTHU3BI IIEHHOCTH IOKYMEHTOB.

[Topsinox CO3/IaHus, OpraHu3aIuu u
JIOKyMEHTUPOBAHUS pabOThl HKCIIEPTHON KOMUCCHUHU.
[IpaBuna cocTaBieHUS W YTBEPXKACHUS IPOTOKOJA
pabOTHI SKCIEPTHON KOMUCCHH.

[IpaBuna cocTaBieHUS W YTBEP)KICHUS akTa o

BBIJICJICHUH JIOKYMEHTOB, HE oA IS KaIX
XPaHECHUIO.

HopmaTuBHBIE TIpaBOBBIE  aKThl, HOPMATHBHO-
METOJIMUCCKHUE JIOKYMEHTBHI, rOCyJlapCTBEHHBIEC

CTaHAapPThI, ONPEEIAIONUE MOPSA0K 0hOPMIICHUS U
nepeayu Jesl B apXuB OpraHu3alluu.

[IpaBuna TexHUYECKOM OOpaOOTKM U  MOJHOTO
opopMIieHUsT JIeT TOCTOSHHOTO M BPEMEHHOTO
xpanenus. IlpaBuna mepemaun Jgen B apXHB
OpraHU3aLMH.

[IpaBuna cocTaBieHHUsI ONUCH JIeJ TMOCTOSIHHOTO M




BPCMCHHOTO XpaHCHUA B COOTBCTCTBUH C
HOPMATUBHO-MCTOANMICCKUMHA JOKYMCHTAMU

1.2. Kosiu4ecTBO 4acoB, 0TBOJUMOE HA OCBOEHHE NMPO(ecCHOHATIBLHOTO
Moy

Bcero gacos - 412
B TOM 4HcJie B (hopMe MPAKTUUECKOM MOATOTOBKH - 92

N3 Hux Ha ocBoenue MJIK - 178
IPAaKTHKH, B TOM 4ucie ydeOHas - 72
MPOU3BOJICTBEHHAs - 144



2. CTPYKTYPA U COAEP KAHUE ITPOPECCUOHAJIBHOT'O MOAYJISA
2.1. CtpykTypa npoecCHOHAJIBLHOI0 MOLYJIsI

e O06beM npoheccnoHaILHOTO MOIYJIA, aK. Yac.
Q
4
E O6yuenne o MJIK Tpaxrug
E x B ToM uncie
Konpr X 2 =
npodeccHoHaNbHBIX HaumenoBanus pa3nenos Beero. uac £ 3 g
1 00mumx npodeccHOHAIBHOTO MOTYJIS T g E ° = = w §
KOMIICTCHIHI s g § Jlabopatopubix 1 |  KypcoBeix CaMOCTOSTEIbHAS g =S < E
hSa M MPaKTUYECKUX pabor 1 5 '8 X
@ o pabora o 0 5 Q
o 3aHATUH (IpPOEKTOB) z £ > gg
= g ° o
m = =
1 2 3 4 5 6 7 8 9 10 11
IIK 2.1. - Pasnen 1. OmneparuBHOE 88 46 88 46 X X X X X
IIK 2.6. XpaHCHHE JIOKyMEHTOB B
OpTraHMU3ali{ ¥ MOATOTOBKA e
OK 01. JUI TIepeadyl B apXuB
OK 02. MJIK 02.01 Cucrematu3anus u
OK 04. OpraHu3aIns OTIEPaTHBHOTO
OK 05. XpaHeHUs  JOKYMEHTOB, U
OK 09. MOATOTOBKA JEI JJIsl Iepeiauul B
apxXuB
IK 2.1. - MJIK 02.02 OGecneuenue 90 46 90 46
IIK 2.6. COXPaHHOCTH JOKYMEHTOB
OK 01.
OK 02.
OK 04.
OK 05.
OK 09.
Y4eOHasi NPAKTHKA 72 72 72
IIpon3BoacTBeHHAsI MPAKTHKA 144 144 144
IIpoMexxyTouHast aTTecTaims X X
Bcezo: 252 240 | 12 24 X | X | X | 72 144

' Camocmoamenvhas paboma 6 pamxax 06pazosamenvHol RPOPAMMbL NAAHUPYEMCcs 06pas0éamenbHotl opeanuzayueli 6 coomeemcmeuu ¢ mpedosanuamu PIOC CIIO 6 npederax 0b6vema
NPOPECCUOHATLHO20 MOOYTIL 8 KOIUYECBE YACO8, HeOOXOOUMOM 05l GbINOTHEHUSL 3A0AHUL CAMOCMOSIMENbHOU PAbOmbl 00YUAIOWUXCS, NPEOYCMOMPEHHbIX MEeMAMUYECKUM NIAHOM U
co0epaIIcanHuem MeNCOUCYUNIUHAPHO20 KYPCA.



2.2. TemaTnuyeckuii IJIaH U coJepxkanue npodeccuoHaabHoro moayJas (IIM)

HaumenoBanue
pa3aesioB U TeM
npo¢ecCHOHATLHOI0
moayJs (ITM),
MEKIM CUUTITHHAPHBIX
KypcoB (M/IK)

Conep:xanue y4eOHOro MaTepuaJa,
JabopaTopHbie padoThI U MPAKTHYECKHUE 3aAHATHS, CAMOCTOSITe/IbHAs yueOHass padoTa
o0yuamomuxcs, KypcoBasi padora (poeKT) (eciu npedycmompeHul)

Oo0bem, akan. 4./ B
TOM 4yuciae B popme
NMPAaKTHYECKOM
NMOAr0OTOBKH, aKa/. Y.

1

2

3

Pa3znen 1. OnepaTuBHOE XpaHeHHE JOKYMEHTOB B OPraHM3aliM M NMOAT0TOBKA JieJ1 ISl epeadn B apXuB

252/240

MJIK 02.01 CucremaTH3anusi 1 OpraHu3anusi ONePpaTHBHOIO0 XPaHeHHUsl IOKYMEHTOB, U MOATOTOBKA e JIs epefadyd B ApXUB

36/24

Tema 1.1.

OO0mme NpUHIMIIBI
CHCTEeMATU3aLMH J1eJ1
U y4eT JOKYMEHTOB
OpraHu3anun

Conep:xxanue

8/4

1. Cucremaruzanus JOKYMEHTOB B JenomnpousBojcTBe. OOmue TpeOOBaHUS K CHUCTEMaTH3AIMH
JTOKYMEHTOB U (opmupoBanuio jaen. PacrpeneneHue HWCIONHEHHBIX JOKYMEHTOB IO JIEJIaM.
Howmenknarypa nen: omnpenenenue, BUAbl, QyHKIMH, Ha3HaueHue. HopMmaTHBHas OoCHOBa pa3paboOTKH
HOMEHKJIATypbl Jel. Buasl HOMeHKnatyp nen (IpuMepHas, TumoBas, KoHkpeTHas). CTpykTypa
HOMEHKJIATYpbI JI€JI, B TOM YHCJIE MOPAJOK PACIOJIOKEHHUs pa3lieloB B CBOJHOW HOMEHKJIAType eIl
Cxema cucremMartusalnuyu JOKYMEHTOB B HOMEHKJIAType Jen. BrisBiIeHHE cocTaBa JTOKYMEHTOB JUIS
COCTaBJICHUS] HOMEHKJIATYpPhbI JEJl.

2. IlpaBuiia uHAEKCAMU 1€, COCTABIEHUS 3arojJ0BKOB Jiei. [Topsanok nHaekcanuu Jen U ONpeaesIeH s
CPOKOB XpaHEHHUs JOKyMEHTOB. OCOOEHHOCTH OTpa)KCHHsI B HOMEHKJAType JeNl JJIEKTPOHHBIX JEI.
CoBpeMeHHass cuCTeMa IIEpeYHE JOKYMEHTOB M CpPOKHM XpaHEHUs JIOKYMEHTOB. THIIOBbIE U
BEJJOMCTBEHHbBIE NIEPEUYHU JOKYMEHTOB. CTpyKTypa NepeyHel U uX HaBUTralusl.

3. Tlopsnok pa3pabOTKM HOMEHKJIATypbl, BKJIIOYas BOIPOCHI COTJIACOBAHMS U YTBEPKIACHHS
HOMEHKJIATypbl €], €)KETrOoJHOM KOPPEKTHUPOBKM HOMEHKJIaTypbl Jen. llopspok cocraBieHus
KOHKPETHOW HOMEHKJIATYpbl Jed mojapasaencHus. [lopsaok BeleHUs HOMEHKIATYpHI /€] B TeUeHHe
JEJI0NPOU3BOJCTBEHHOTO (KaJIEHAAPHOr0) T0/1a U MOPSA0K €€ KOppeKTUPOBKH. COCTaBIEHUE UTOTOBOM
3aIlKCH O KOJMYECTBE U KaTeropusXx Jies, copMHUpOBaHHBIX B JIEJIOMPOU3BOJICTBE.

B TOM 4ncJie NPaKTHYECKUX 3aHATHH M 1a00paTOpPHBIX padoT

IIpakTnyeckoe 3ansitue Ne 1-2 CocraBneHne W odopMiIeHHE HOMEHKJIATYpHI el KOHKPETHOM
HOMEHKJIATypbl Aen mnonpaszaeneHus. Pabora ¢ IlepeyHsMu THUIIOBBIX YNpaBIEHYECKUX aApXUBHBIX
JOKYMEHTOB 110 ONPEIEIICHUI0 CPOKOB XPAaHEHHUs NOKyMEHTOB. COCTaBI€HHME WTOIOBOM 3alMCH O
KOJINYECTBE M KAaTErOpHUsX JIesl, CQOPMHUPOBAHHBIX B JIEJIONPOU3BO/ICTBE.

Tema 1.2.
OneHka 3HAYUMOCTH
AOKYMEHTOB M

Conepxanue

4/2

Kpurepuu onieHkr HHPOPMALIMOHHOTO COIEpKaHUsI JOKYMEHTOB. Kputepuu o1ieHKH POUCXO0KICHHUS.
Kputepusimu onieHku coaep:kanusi. Kpurepuu oleHKH BHEUTHUX OCOOCHHOCTEH.




onpejejeHHe CPOKOB
WX XpaHEeHUsl

DKCHepTh3a IMEHHOCTH JIOKYMEHTOB M 3KCIEPTHbIC KOMHCCHU. [IOHATHE W Ha3HAYeHUE DKCIEPTH3BI
IIEHHOCTHU I[OKyMeHTOB. HpI/IHI_[I/IHbI nu KpI/ITepI/II/I 3KCH€pTH3BI IIEHHOCTHU I[OKyMeHTOB B
JICJIONPOU3BOICTRBE.

Opranu3zanusi TPOBENECHUSI HKCIEPTU3bl IIEHHOCTU JOKYMEHTOB. OJTallbl MPOBEACHHUS SKCIEPTU3BI
neHHoctu. [lopsaok nposeneHust U ohopmiieHUs pe3yIbTATOB HKCIIEPTU3BI IEHHOCTH JOKYMEHTOB

B TOM 4ncJie NPaKTHYECKUX 3aHATHH M 1a00paTOpPHBIX padoT

IIpakTuyeckoe 3anaTue Ne 3. JlenoBas urpa «Opranuzarus paboThI SKCIIEPTHOW KOMHCCHH, TIOPSI0K
IPOBEICHUS SKCIIEPTU3BI LIEHHOCTH JTOKYMEHTOB». OTOOp JOKYMEHTOB Ha XpaHEHUE U YHUUYTOXKEHUE,
JIOKYMEHTHPOBaHHE PadOThI SKCIEPTHON KOMUCCHUHU.

Tema 1.3.
OnepaTuBHOe
XpaHeHHue JOKYMEHTOB
y HCIIOJIHUTEJ el

Conepxanue

6/4

OnepatuBHOE XpaHEHHME JOKYMEHTOB: TIOHATHE, perjameHTanus JIOKyMEHTbl OpraHu3aluy,
MOJJIEXKAIIME ONEPAaTUBHOMY XpaHEHWto. [IpMHIMNBI OpraHu3anuss ONEPATHBHOTO XPAHECHMS.
WHceTpyKkuust o 1€I0NpOU3BOICTBY — KaK JOKYMEHT PErJIaMEHTUPYIOIINN MOPSI0K TEKYILETO XPAHEHUS
JIOKYMEHTOB B opranu3auuy. OnepaTMBHOE XpaHEHUE JTOKYMEHTOB B CTPYKTYPHBIX MOJpa3IEICHUSIX
opranuzaiui. OcoOEHHOCTH TEKYIIEro XpaHEHUs SJIEKTPOHHBIX IOKYMEHTOB. Tekyluee XpaHeHHE
JIOKYMEHTOB B KaJpoBOil cyk0e.

VYcnoBus OMEpaTMBHOTO XpaHEHHS JOKYMEHTOB. 3amluTa WX OT TMOBPEXKIEHUS U oOecredeHue
KOH(PHICHIIMAIIBHOCTH, cojepkamielics Ha Hux wuHpopMamuu. OTBETCTBEHHOCTh 3a COXPaHHOCTH
JIOKYMEHTOB JI0 Mepefadn UX B apXHUB.

B ToM uymc/ie NpakTHYeCKUX 3aHATHI M J1a00OPAaTOPHBIX PadoT

IIpakTnyeckoe 3anaTue Ne 4. [lopsaok ydera v UCMOIB30BaHUSA JIeN (JOKYMEHTOB), HAXOISAIIUXCS B
TekymeM xpaHeHuu. OdopmieHne TMpukKaza IO OCHOBHOW JedTrenbHOCTH «O Ha3HAYCHUU
OTBETCTBEHHBIX 33 OIEPATUBHOE XPAHEHHUE JOKYMEHTOBY.

IIpakTnueckoe 3ansaTme Ne 5. CocraBnenue pasjaena «OpraHu3zanus ONEPaATUBHOTO XPaHEHHUS
JIOKYMEHTOBY» JUisi THCTPYKIIMU IO AENONPOU3BOACTBY.

Tema 1.4.
IToaroroBka
JOKYMEHTOB M JIe] K
MJINTETbHOMY U
MOCTOSIHHOMY
XpaHEeHUI0

Conep:xxanue

[opsimok popmupoBanus aei B opranuzaiuu. TpedoBanus K 0pOpPMIICHHIO JIe]I, IPUHUMAEMbIX B aPXUB.

[opsimok mepemayu TOKYMEHTOB Ha apXHMBHOE XpaHEHHE. ApXHMBHAas ONKCh: HazHaueHHe, (yHKIIMH,
Bubl. [Topsimok odopmitennst u paboThI C apXUBHOM ONMUCHI0. ONMUCH e CTPYKTYPHBIX MOIpa3IeICHUH.
Onucu aen opraHu3alu: NOCTOSIHHOIO XpPaHEHUs, 110 INYHOMY COCTaBYy, BPEMEHHOI'O CPOKA XpaHEHUs
cbimie 10 ser. OnucH 37IEKTPOHHBIX A (JOKYMEHTOB) OpraHHU3aIiy.

B TOM 4ncJie NPaKTHYECKUX 3aHATHH M 1a00paTOPHBIX padoT
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IIpakTuyeckoe 3ausitue Ne 6. OdopmiieHre 1ea MOCTOSHHOTO U IOITOBPEMEHHOTO CPOKOB XPaHCHHS
JULd IIepefady B apXuB OpraHu3alnu.
Hywmeparus JIMCTOB apXUBHOTO JEa.




CocraBnenue 1 opopMiIeHUE BHYTPEHHEN ONUCH U JIUCTA-3aBEPUTENIS APXUBHOTO Jeiia
CocraBnenue 1 opopMIIeHUE KapThl-3aMECTUTES, IUCTA UCTIONb30BAHUS apXUBHOTO Jiena
CocraneHnue 1 0(opMIIEHUE PEKBU3UTOB O0JI0KKH apXUBHOTO Jei1a

[IpommBKa apXUBHOIO JIeiIa

IIpakTnyeckoe 3ansaitue Ne 7. CocTaBiaeHHE OMUCH JI€] MOCTOSIHHOTO U JOJTOBPEMEHHOTO CPOKOB
XpaHeHHUs.

MJK 02.02 O6ecniedyeHue COXpPAHHOCTH IOKYMEHTOB

Tema 2.1
Opranusanus
XpaHeHUs
AOKYMEHTOB B apXuBe

Hcropus apxusHoro nena B Poccun

Opranu3zanys apXyMBHBIX JOKYMEHTOB B Mpefiesiax apXuBHOro GoHaa

B ToM uymc/ie NpaKTHYeCKUX 3aHATHI M JIA00PATOPHBIX PadoT

I[IpakTuyeckoe 3ansaTue Ne 1. OnpezenieHne CPOKOB XpaHEHHUS JOKYMEHTOB
W3y4yeHue TUIOBBIX U BEIOMCTBEHHBIXIIEPEUHEH XpaHEHUs JOKYMEHTOB

IIpakTuyeckoe 3anaTue Ne 2. Cxema cUCTEMATH3AI[UU APXUBHBIX JOKYMEHTOB B apXHUBHOM (hOHIE
M3ydyeHue cxembl, COCTaBICHHUE CXEMbl, H3yUeHHE OMUCeH JOKYMEHTOB

Tema 2.2 DxcnepTusa
LHEHHOCTH IOKYMEHTOB

HopmaTuBHO-MeTOIMYECKIE OCHOBBIIKCIIEPTU3BI IIEHHOCTH IOKYMEHTOB.
3aaun SKCIEepPTU3bI IEHHOCTU JOKYMEHTOB. Kpurepun skcrepTH3bl IEHHOCTH JOKYMEHTOB.
Opranu3anus NpoBeJeHUs IKCIIEPTU3bI IEHHOCTH

IIpakTnyeckoe 3ansitue Ne 3. Opranuzanus NpOBEeACHUS SKCIEPTU3BI [IEHHOCTH.
Pabora skcriepTHOM KoMHCCHH, H3ydeHue 3a1a4 u pyHkuuit DK, nokymenToB DK, mpoTokoss!
3aceqanui OK.

IIpakTyeckoe 3ansaTue Ne 4. [Topsgok npoBeaeHUS 3KCIEPTU3BI LIEHHOCTH JOKYMEHTOB.
M3ydeHue mpaBuil MPOBEAEHUS SKCIEPTU3bI IICHHOCTH IOKYMEHTOB, IEPUOAUYHOCTh TPOBECHUS

IIpakTuyeckoe 3ansaTue Ne 5. OdopmieHue pe3yabTaToB AKCIIEPTU3BI IEHHOCTH JOKYMEHTOB.
OdopmieHne TOKyMEHTOB OPTaHU3AINH JISATEIBHOCTH SKCIIEPTHOM KOMUCCHH: OMTUCH 1T
MOCTOSIHHOT0, BPDEMEHHOT'0 XpaHEHUsl, 10 JIMYHOMY COCTaBY, aKThl O BbIICJICHUHN K YHUUYTOXKEHHIO JIeT

Tema 2.3.
KoMniekroBanue
apxuBa

CocraBieHre HOMEHKJIATYPBbI 1€

[Topsimok popMupoOBaHUsIENI B OpraHU3ALUI

IIpakTyeckoe 3anaTHe Ne 6. Cucremarusanus 10KyMEHTOB B JI€JI€
[TproOperenne ymeHus onpenensaTh NpU3HaK rpyNIupOBKUA JOKYMEHTOB, CHCTEMATU3UPOBATh
JAOKYMCHTBI, HyMCPOBATL JIMCTHI JCJId

IIpakTnyeckoe 3ansitue Ne 7. BHyTpeHHssI ONUCH JIena.
[Tpuobperenue ymeHust 0pOpMIISITh BHYTPEHHIOIO OMHCH JET

IpakTnyeckoe 3ansitue Ne 8. Jlucr-3aBepurens aena.
[Tpuobperenue ymenus opopMIIsSTh JTUCT-3aBEPUTEIND e




IIpakTuyeckoe 3ansaTue Ne 9. OpopmieHue 00JI0KKH Aera.
Nzyuenue 'OCTa: TpeboBanus Kk opopMiIeHNI0 00T0KKH IeUTUTENBHOr0 XpaneHus. OdopmieHue
00JIOKKH Heia

IIpakTnyeckoe 3ansTue Ne 10. Opopmienue nena uist nepegadn B apXuB.
Ilepenaua JOKyMEHTOB Ha XpaHEHUE, IPOLIMBKA JeJia

IIpakTnyeckoe 3ansaTue Ne 11. Odopmiienue akra nepeadu Jena B apxXus.
N3yuenne JOKyMEHTOB, pErIIaMEHTHPYIOIUX [Iepeaady JOKYMEHTOB Ha TOCYAapCTBEHHOE XpPaHEHHE.
CocraBieHue akTa npueMa- nepeadu Jael

IIpakTnyeckoe 3ansitue Ne 12. CocraBieHue onucei aen.
ApXHBHasl OIUCh, OUCH JI€] CTPYKTYPHOI'O MOJIpa3AeeHHs], CBOIHAsL OMKChH JIEI

IIpakTuyeckoe 3anaTue Ne 13. ObopmieHune TuaHOTOENA JIJIS TIEPEIaud B apXHB.
I/I3yquHe METOAOB aKTUBHOI'O KOMIIJICKTOBAHUA

Tema 2.4.
Oo0ecneyenue
COXPaHHOCTH
JOKYMEHTOB apXHUBa

[Topsimok HyMepaluu B apXuBe, BeeHHE TONorpaduiyeckux yKa3zaTenen.

IIpakTyeckoe 3ansaTue Ne 14. [Topsaox Bel1auu 1€ U3 apXuBa.
[TpaBuia nosp30BaHMsI APXUBHBIMU JOKYMEHTAMU, IPOBEPKA HATMYMS U COCTOSIHUS JOKYMEHTOB

Tema 2.5. Yuer
JOKYMEHTOB B apXuBe

[Tonsarue uentpanuzoBannoro yuéra. Ocuosa yuéra. Cpencrpa yuéra.
[Tpunnune! yuéra. [lepBudHble JOKYMEHTHI YUETA.

IIpakTnyeckoe 3ansaTHe Ne 15. [lopsanok BeeHNsI OCHOBHBIX YUETHBIX JOKYMEHTOB apXHBa.
Buibl OCHOBHBIX YUETHBIX TOKYMEHTOB apxuBa. [IpaBuia 3an10JHEHUS OCHOBHBIX YYETHBIX
JoKyMeHTOB. KHura yuera nmocTymiieHusl ¥ BEIOBITHS JOKYMEHTOB,CIIMCOK (DOH1a, TUCT (hOHIA

IpakTnyeckoe 3ansitue Ne 16. Onucu aen. Peectp onwcu gen.
CocTraByieHHE OMKCH JIeI, PEeCTpa OMUCEH JeJ, ONUCH 0c000 IICHHBIX JTOKYMEHTOB

IpakTnyeckoe 3ansiTue Ne 17. [Tacnopt apxuBa opraHu3anyu.
CocrapiieHHe MacrnopTa apXx1uBa OpraHu3aluu

Tema 2.6.Cucrema
HAYYHO -
CIPaBOYHOI0
anmapara K
AOKYMEHTaM
apxuBa

ABTOMaTH3UPOBAHHbIE HH()OPMALIMOHHO- TIOUCKOBBIE CHCTEMBI.

IIpakTyeckoe 3ansaTue Ne 18. Onuce aein, Kak apXUBHBII CIIPaBOYHUK.
Kareropuu no ¢onaaM onucu opraHo. ETUHNIIBI ONMCAaHUsL apXUBHBIX (POHJIOB.

IpakTnueckoe 3ansitue Ne 19. Karajiioru u KapTOTeKH.

W3ydeHne cuctemMbl KaTajaoroB B apXHBe, CXeMbl KJIaCCU(UKALUU JOKYMEHTOB,
XpOHOJIOruYecKas Kaproreka. [1ouck TOKyMEHTOB B apXUBE, UCTIOIb3Ys KAPTOTEKY,
cocTaBJieHHE KapTOTeKku apxuBa. [loMCK U cocTaBieHNe TOKYMEHTOB B apXUBE, UCIOIb3Ys
KaTaJIoT, COCTaBJICHUE KaTaJOroB apXuBa

IIpakTnyeckoe 3ansaTue Ne 20. Ykazarenu apxusa.
CocraBieHHEe apXUBHOI'O yKa3aTess 0 JTOKYMEHTAIMHU: TEMAaTUYECKUI, IPEAMETHBIH,




XPOHOJIOTUYECKU I

IIpakTuyeckoe 3ansaTue Ne 21. O630p B apxuBe.
TemaTuyeckuii 0030p, aHHOTAIMS HA JIOKYMEHT, COCTaBJIeHUE 0030pa GoHIa

IIpakTyeckoe 3ansaTHe Ne 22. DjeKTpOHHAs KApTOTEKA OPraHU3aALUN.
Co31aHue 3JIeKTPOHHON KapTOTEKU OpraHu3aluu

Tema 2.7. Omnpenenenue OeMCTBUI 110 OpraHU3alUy UCIIOJIb30BaHUs JOKYMEHTOB B YCIOBHAX
Hcnoan3oBanne (opMHpOBaHUS HOBOTO APXUBHO- MH(POPMALIMOHHOTO MpocTpaHcTBa. Llenu, HanpasieHus u
apXHMBHBIX HOPS/I0K UCIIOJIb30BaHUS IOKYMEHTOB apXUBHBIX (DOHJIOB.

JAOKYMEHTOB

IIpakTuyeckoe 3ansaTue Ne 23. McrionHeHne 3a1IpoCcOB IPaK/IaH U OpraHU3alid.
Hcnonp30BaHus JOKYMEHTOB: HHPOPMAIIMOHHOE 00ecrieueHre M0JIb30BaTelei B COOTBETCTBUN
C MX 3alpOCcaMu, a TaKKe B MHUIIMATHBHOMMOPsAKe. OdopmiieHne apXUBHBIX CIPABOK, KOTHH,
BBIMHCOK.

Hcnonb3oBanne JOKYMEHTOB: HHPOPMAIIMOHHOE 00eCTIeYeHUETIONb30BaTeNel (00IeCTBEHHBIX
OopraHu3aiuii, 00beIMHEHHI 1 Ipa)/1aH) B COOTBETCTBUH C UX 3aIPOCaMH

IIpakTnyeckoe 3ansitue Ne 24, Boijiaya MOJUIMHHBIX TOKYMEHTOB U J€J1 BOBPEMEHHOE
MOJIb30BaHUE.
Brimavya TOKyMEHTOB U JIe)T BO BpEeMEHHOE ToJib3oBaHue. [1yOnukanys JOKyMEHTOB B pa3IMYHBIX
dbopmax.

YuyeOHas npakTHKA (npedycmompena umoz208as (KOHYeHmMpUupoB8aHHas) NPaKmuxa)

Buas1 pator

1. U3ydeHue cTpyKTypbl OpraHHU3alMM — MECTa MPOXOXKICHUS MPAKTUKU (fajiee — OpraHu3alliu) ¢ LEeIbl0 COCTABICHUS CXEMBI
CTPYKTYpPbI OpTaHHU3aIUH.

2. O3HaKoOMIIEHUE C IPABOBBIMU (yUpEAUTEIbHBIMHU), IOKATbHBIMA HOPMAaTUBHBIMH aKTaMH U PaCHOPSIAUTEIbHBIMU JJOKYMEHTaMU
OopraHu3alyu.

3. Uzydenne MHCTpYKLIMH IO IETONPOU3BOACTBY Opranu3anuu. O3HaKOMJIEHHUE C OpraHu3alMen TEKYILEro XpaHEeHUs TOKYMEHTOB.
OreHka ycnoBui TEKYLIEro XpaHEeHUs! TOKYMEHTOB.

4. O3HaKOMJIEHUE C MOPSIKOM y4yeTa U UCIOJIb30BaHUS 1l (JOKYMEHTOB) TEKYILIET0 XpaHEHUSI.

5. Nzydenue cienuuky TEKYIIETO0 XpaHEHUs JOKYMEHTOB B CHCTEME 3JIEKTPOHHOTO JoKyMeHTooOopoTa (C3 /1) opranuzaiuu.

6. Mzyuyenue nopsaaka pa3pabOTKU U BeJleHHE HOMEHKIIATYPhI €]l CTPYKTYPHOTO TIOApa3AeieHUsI.

7. N3y4eHne JOKYMEHTOB pa0OThI SKCIIEPTHOM KOMUCCHU TI0 OCYIIECTBIECHUIO AKCIIEPTU3HI IIEHHOCTH JTOKYMEHTOB.

8. 3yuenue kputepreB oT00pa JOKYMEHTOB Ha XpaHEHUE H YHUUTOXKECHHUE.

9. OdopmneHue e MOCTOSHHOTO ¥ BpEMEHHOTO CPOKOB XPAHEHUS IS TIepeiadll B ApXUB OpPraHU3aIINH.

10. O3HaKOMJICHHE C ONUCSIMH JIeT U X 0(hOpPMIICHHE.

72

IIpou3BoacTBeHHAS] MPAKTUKA (NPedyCMOMpPeHa umo2o8asi (KOHYeHMpUpOBAHHAS) NPAKIMUKA)
Buawbi pador

144




1. 3yueHne TeXHOJOTUH OPraHU3aLuU TEKYIIEro XpaHEeHUs JOKyMEHTOB U MOATOTOBKY /1€ JUId Iepeayl B apXuB.

2. YyacTue B pa3paboTKe U BEJCHUN HOMEHKJIATYPHI A€ CTPYKTYPHOTO MOAPa3IeICHUsI.

3. ®opmMupoBaHHe Jie]1 B COOTBETCTBUM C HOMEHKJIATYPOH /1€ U IpaBUIaMu (POPMHUPOBAHUS AEI.

4. O3HaKOMJIEHUE C MOPSIKOM yUueTa U UCII0JIb30BaHU 1€l (JOKYMEHTOB) TEKYILEIO XpPaHEHUSI.

5. OcymecTBienue 0T00pa JOKyMEHTOB U €] Ha XpaHEHHUE M YHUUTOKEHHE, 110 pe3yJIbTaTaM YKCIEePTU3bl LIEHHOCTH JOKYMEHTOB
U pELIEHUH, IPUHATBIX dKCIIEpTHON Komuccueil. CocTaBieHHE aKTOB BbIIa4M, NI€peladl, YHUUTOKEHNS JOKYMEHTOB.

6. IlogroroBka iea K apXUBHOMY XPAaHEHUIO, B TOM YMCJE: U3y4YE€HUE TOKYMEHTOB B LIEJAX ONPEAETICHUsI CPOKOB UX XPaHEHMS,
HyMepalus JHCTOB apXWBHOTO JIela, COCTaBJIeHHE M O(OpMIIEHHE BHYTPEHHEH ONHMCH W JIMCTA-3aBEpUTENs apXHBHOTO Jea,
cocTaBlIeHHE U 0()OPMIIEHUE KapThI-3aMECTUTEISL, JIUCTA UCIIOJIb30BAHUS apXUBHOTO J1€J1a, COCTAaBJIEHUE U 0()OPMIIEHUE PEKBU3UTOB
00JIOXKKH apXUBHOTO JieJia, IPOIIMBKA apXUBHOT'O JIea.

7. CocTaBneHne apXUBHOM OIMCH JI€JT TIOCTOSTHHOTO XpaHeHus1. OGopMIIeHHE ONTUCH JIeT 10 TUIYHOMY cocTaBy. OdopMiieHHEe ONTUCH
7ies1 BpeMeHHOoro (cBplie 10 j1eT) cpoka XpaHEeHHUs

Bcero

412




3. YCJIOBMAA PEAJIMBALIMU ITPOTI'PAMMBI
IMPODPECCHUOHAJIBHOI'O MOAYJIA

3.1. TpeOoBaHusA K MaTePUATBHO-TEXHUYECKOMY 00eCIedYeHUI0

Kabuner 212. JlaGopaTopusi «Opranuszaiiu TEKyIIero XpaHeH!us JOKYMEHTOB U
MOATOTOBKA JIETI JJIS Iepeaun B apXxuBy»: 1 Jocka ydeHudeckas, 1 pabodee MecTo
npenojaBaresis, 23 CcToja YYEHUYECKHX, 28 CTyJIbeB YUYCHMYECKHX, 15
TIEPCOHAIILHBIX KOMIIBIOTEPOB, [Iporpammuoe obecrieueHue: 15
Microsoft® WindowsProfessional 10 Russian Upgrade Academic OLV 1License
NoLevel AdditionalProduct Each, 15 Microsoft®Office 2019 Russian Academic
OLV 1License NoLevel AdditionalProduct Each, CnipaBouHo-1ipaBoBasi cucrema
«KoncynpranT miroc» MHbopmanmonHoe odecredeHne 00ydeHus.

[lepeuens pekoMeHIyeMbIX yueOHbIX U3AaHuil, IHTepHET-pecypcos,
JOITOJIHUTEJIBHOM JIUTEPATYPhl

HopmaTuBHbIe NPaBOBbIE€ AKTHI:

1. ®enepanpubiii 3akoH OT 22.10.2004 Nel25-®3 «O06 apXuBHOM Jielie B
Poccuiickoit ®enepanun» (B pen. @enepaibHbix 3akoHOB oT 04.12.2006 Ne 202-
@3, ot 01.12.2007 Ne 318-®@3, ot 13.05.2008 Ne 68-D3, ot 08.05.2010 Ne 83-D3,
o127 07.2010 Ne 227- @3, ot 11.02.2013 Ne 10-®D3, ot 04.10.2014 Ne 289-D3, ot
28.11.2015 No 357-®@3,01 02.03.2016 Ne 43-d3, ot 23.05.2016 Ne 149-®3, ot
18.06.2017 Ne 127-®3). ITonnas BEpCUS 3TOr0 TEKCTa HAXOJUTCS
Ha cTpaHulle https://archives.gov.ru/documents/fz.shtml

2. O Buecenun u3MeHeHuii B denepanbubiii 3aKk0H «OO0 apXUBHOM Jee
B Poccuiickoit ®eneparun» ot 11 despanst 2013 rona. [Tonnas Bepcus 3TOrO
TEeKCTa HAXOJUTCS Ha cTpaHuIle https://archives.gov.ru/documents/fz/zakon-10fz-
2013.shtml

3. O BHecenuu u3mMeHeHui B denepanbHblil 3aK0H «O0 apXHUBHOM JIeJIe
B Poccuiickoit @enepanumn» ot 2 maprta 2016 roga. [losiHas Bepcus 3TOTo TEKCTa
HaxoauTcs HacTpaHulle https://archives.gov.ru/documents/fz43-2016.shtml

4. CoeuuanbHble IIpaBHJIa ITOKapHOU 0€30MacHOCTH
rOCyJJapCTBEHHBIX W MYHMIMIAJIBHBIX apXuBoB Poccuiickon Penepanun
(yTBEpkAeHbl ~ NpuKazoM  MuHuUCTEpCTBA  KYJbTYphl W MAacCOBBIX
komMmyHukanuii  Poccuiickoit  @enepaumu ot 12.01.2009 Ne 3,
3apeructpupoBan B Muniocte Poccum 04.05.2009, peructparmonsbsiii No
13882). TIlomnas Bepcuss OTOro TEKCTa HAXOAUTCS Ha  CTpaHUIIES
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https://archives.gov.ru/documents/fz.shtml
https://archives.gov.ru/documents/fz/zakon-10fz-2013.shtml
https://archives.gov.ru/documents/fz/zakon-10fz-2013.shtml
https://archives.gov.ru/documents/fz43-2016.shtml

https://archives.gov.ru/documents/rules.shtml

5. IlpaBuia nenonpou3BOACTBa B FOCYIapCTBEHHBIX OpraHax, OpraHax
MECTHOTOCaMOyTpaBiieHUs (yTBEPKIeHbI Tpuka3zom Pocapxusa ot 22.05.2019
No 71). Ilonnast Bepcus 3TOr0 TEKCTa HaxOJAUTCS Ha CTpaHULIE
https://archives.gov.ru/documents/rules.shtml

6. IlpumepHass HHCTPYKIIUS 11O JEJI0TPOU3BOICTBY B
rOCYJJapCTBEHHBIX ~OpraHu3anusax (yTBepiKiaeHa IpukazoM PocapxuBa ot
11.04.2018 Ne 44. ITonnast  Bepcusd OTOT'0 TEKCTA HaXOJIUTCSI Ha

ctpanuiie https://archives.gov.ru/documents/rules.shtml

7. IlpaBuna JeJI0NPOU3BOACTBA B (benepanbHbIX opraHax
MCIIOJIHUTENIbHOM BiacTH (yTBEp:KAEeHbl mocTaHoBiieHueM IIpaBurtenbcTBa
Poccuiickoii @enepaunn ot 15.06.2009 Ne 477, B pen. IloctaHoBneHwmii
[IpaBurensctBa Poccuiickoit @enepaunnot 07.09.2011 Ne 751, ot 26.04.2016
No  356). Tlomnast Bepcusi 3TOTO TEKCTa HAXOAUTCA Ha CTPAHUIIC
https://archives.gov.ru/documents/rules.shtml

OcHoBHas JiuTEpaTypAa:
1.KoznoB, B.Il. ApxuBoBejeHuE : YUeOHUK U TPAKTHUKYM JJi BY30B /
B. I1. KoznoB. — Mocksa : U3npatensctBo Opaiit, 2024. — 329 c¢. — (Briciiee
obOpazoBanue). — ISBN 978-5-534-14066-8. — Tekct : »IeKTpOHHBIN //
OOpa3oBaTenbpHas matgopma HOpaiir [caliT]. — URL.:
https://urait.ru/bcode/543940 (mata obpamenus: 01.10.2024).
2.Packun, [I. U. Meronuka u mpakThKa apXWBOBEIACHUS : YUEOHUK IS

cpeanero npodeccuonanpHoro oopasoanus / 1. Y. Packun, A. P. CokomnoB. —

2-e  wum3an.— MockBa: MzparensctBo  FOpaitt, 2024.— 416c.—
(ITpodeccuonansuoe odpazoanue). — ISBN 978-5-534-16252-3. — Tekcr
anekTponnbii // OOpazoBarenvHas tuiatrpopma IOpaiit [caiit]. — URL:

https://urait.ru/bcode/539267 (mata obpamenus: 01.10.2024).
3.Xopxopauna, T. . Hcrtopusi apxuBOB U apXWUBHOTO jnena B Poccuu :

yueOnuk mius By3oB/ T. U. Xopxopauna. — Mocksa : MznatensctBo FOpaiit,

2024. — 626 ¢c. — (Bwicmiee oOpazoBanue). — ISBN 978-5-534-15239-5. —

TekcT : anexkTponHbiii // O6pazoBatenbHas miatdopma FOpaiit [caiit]. — URL:

https://urait.ru/bcode/544649 (nmara oopamenus: 01.10.2024).
JlonoTHUTeILHAS JTUTEPaTypa:

1.bapunoBa, E. b. DnextpoHHbIil apxuB : yueOHOE mOcoOue NJisi BY30B /
E. b. bapunoBa. — Mocksa : M3parensctBo IOpaiit, 2024. — 166 c. —
(Beiciee  obpazoBanue). —  ISBN 978-5-534-16886-0. —  Tekct
anekTpoHHbI // O6pazoBarenbHas matdopma FOpait [caiit]. — URL:
https://urait.ru/bcode/544936 (nata oopamenus: 01.10.2024).
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https://archives.gov.ru/documents/rules.shtml
https://archives.gov.ru/documents/rules.shtml
https://archives.gov.ru/documents/rules.shtml
https://archives.gov.ru/documents/rules.shtml
https://urait.ru/bcode/543940
https://urait.ru/bcode/539267
https://urait.ru/bcode/544649
https://urait.ru/bcode/544936

2. Jloponuna, JI. A. JlokyMeHTallmoHHOE OOECIeUCHUE YIMPABJICHUS :
y4eOHUK U MPAKTUKyM MJi1 CpEeOHEro mnpogecCHOHaIbHOro oOpa3zoBaHUS /
JI. A. loponuna, B. C. UputukoBa. — 2-¢ u3na., nepepad. u non. — Mocksa :

M3marensctBo  [Opaiir,  2024. —  270c.—  (IIpodeccuonanpHoe
obpazoBanue). — ISBN 978-5-534-16017-8. — Tekcr : 30eKTpOHHBIM //
OGpazoBatenbHas matdopma FOpaiit [caiiT]. — URL.:

https://urait.ru/bcode/539338 (nmara oopamenus: 01.10.2024).

HuTepHer — pecypcesbl:

1. www.statearchive.ru/399- Pexxum poctyna — cBoOoaHBIA. OdulMaIbHBIM
caiit ['ocynapctBenHoro apxuHoro (onma Poccuiickoit denepanun; COACPKUT
HOBOCTH apXMBHOIO (POHJA, PETYJIPHO OOHOBISIONIYIOCS HOPMAaTHMBHYIO 0as3y,

HHGOPMHUPYET O JCATCIHHOCTH apXWBa, NPEJCTABISICT KHUKHBIC HOBHHKU. Ha
caliTe OpraHu30BaHO MPOGECCHOHANTHHOE OOIIEHHWEe, a TaKXKE OIyOJIMKOBAHBI
oOpallleHHs TPaXKJIaH.

3.2. OOmue TpedOBaHUS K OPraHM3aNMU 00pa30BaTeIbLHOIO Mpouecca

3ansaTus 1Mo TPOo(EecCHOHATBHOMY MOJAYNIIO MPOBOAATCA B J1a00OpaTOpUU:
yuebHol kaHuenapuu. Oco0oe BHUMAHUE NPU H3YUYECHUU MOMAYIS YJEseTcs
OpraHM3ali CaMOCTOSATEIBHON paboThl OOYyYarOMIMXCS, IJIS 4ero HeoOXOIUMO
CO3/1aTh YCJIOBUSI B YUTAJIBHOM 3ajie OMOJIMOTEKH, B KOMIIBIOTEPHOM KJjacce C
BBIXOJIOM B MIHTEpHET JIsl OJATOTOBKH K JIA0OPATOPHBIM U MTPaKTHYECKUMPaOoTaMm,
IS TIOATOTOBKY K UX 3amuTe. TeopeTuueckue 3aHATUS M0 MEKIUCIUITMHAPHBIM
KypcaM HOCSIT MPaKTUKOOPUEHTUPOBAHHBIN XapakTep.

[Tpu u3yueHun MoIyns JUisi OOy4arOUIMXCsS OPTraHU3YIOTCS KOHCYJIbTAllUH,
KOTOpbIE MOTYT OBITh KaK MHIUBUYaJbHBIMU, TaK U TPYIIIIOBBIMHU.

YyeOnast mpakThka B (OpMe MPAKTUYECKON IMOATOTOBKH IMPOBOAUTCS B
00pa30oBaTeIbHOM OPraHU3aH WIH B TPOPHIBHBIX OpraHU3alUsiX.

[IpousBoacTBeHHAass TMpakThKa B (OpME MPAKTHYECKOHW TOJATOTOBKH
NPOBOAUTCA  0Opa30oBaTENbHBIM  YUPEXKACHWEM  KOHIICHTPUPOBAHHO  IOCIIE
3aBepUICHUS N3YYCHHUS TEOPETUICCKON YACTH U IPOXOKACHUS YIeOHON PAKTHKY.
[Ipou3BojacTBEHHAs MpaKTUKa TMPOBOJUTCS B OpraHM3alMsIX, HampaBiIeHHUE
JEeSITEIbBHOCTH KOTOPBIX COOTBETCTBYET MPOUITIO MOATOTOBKH 00YYarOIINXCS.

[enu, 3agaun 1 GOpPMbI OTUETHOCTU OIPENEISAIOTCS 00pa30BaTEIbHBIM
YUPEXKIECHUEM TI0 KXKIOMY BH]Y MIPAKTUKU B (hOpME IPAKTHUECKOMN MOTOTOBKH.

OCHOBO# I OBNAJICHUS MOJYJIEM SIBIISIIOTCS 3HAHMSI, TIOJYUCHHBIE B XOJI€
U3ydeHus oOmenpodecCHOHaNbHBIX IUCHUIUIMH: ApXxuBHOE €m0, (OCHOBBI
JEeNONpON3BOACTBa, OpraHuzanvoHHas TexHHKa, (OCHOBBI PEIAKTUPOBAHHMS
JOKYMEHTOB.

3.3. Kaaposoe o0ecniedenue 00pa3oBaTejIibHOIO Mpolecca
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TpeGoBanus K KBaTU(PHUKAIMKA TEIArOTMYSCKUX KaJPOB, 00CCIICYMBAIOIINX
o0ydeHHe M0 MEXIUCIUIUIMHAPHBIM KypcaM: HAJIMYHE BBICIIETO W CPEIHETO
npo(hecCHOHANBFHOTr0 00pa30BaHus, COOTBETCTBYIOMIETO MPOGUII0 MOIYJIsA, JUOO
BbICIIee TpodeccroHambHOe 00pa3oBaHWE WM CpelHee MpodhecCHOHATHHOE
00pa3oBaHKE U AOMOJHUTEIbHAS POQPECCHOHATBHAS MTOATOTOBKA 110 HATIPABJICHHUIO
JCSITETBHOCTH B 00pa30oBaTebHOM  yupexaeHuU. OIbIT JIeSTEIbHOCTH B
OpraHu3alUsIX  COOTBETCTBYIONICH  MpoQeccCHOHATBHOH  chepbl
o0s3aTenbHbIM. [IpernogaBarenu u MacTepa MPOU3BOACTBEHHOTO O0YUCHUS TOJKHBI

ABIIACTCA

IPOXOJUTH CTAXKUPOBKY B MPOQPMIBHBIX OpraHu3alusax He pexe 1 pasza B 3 rona.
TpeboBanus kK KBaTU(pUKALUU MMEJATOTMUYECKUX KaJIPOB, OCYIIECTBISIOIINX
PYKOBOJICTBO cpenHee  NpoeCCHOHANBHOE  WJIM  BBICIIEE
npodeccuoHalibHOE 00pa3oBaHue, COOTBETCTBYIOLIETO MPOQUIIIO MPETN01aBaeMOT0
Monynsa. MacTtepa TpOM3BOACTBEHHOTO OOydYeHHs UMEIOT Ha 1-2 paspsima 1o
npodeccun pabovero BbIlIe, YeM MPEIYCMOTPEHO 00pPa30BaTEIbHBIM CTaHAAPTOM

AJIs1 BBIITYCKHHUKOB. MaCTepa IMPOU3BOACTBCHHOI'O O6Y‘ICHI/IH AOJIKHEBI ITPOXOAHUTH

IIPAKTUKOM:

CTaXXUPOBKY B MPOPMIBHBIX OPraHU3alugax He pexe | pasa B 3 roja.

4. KOHTPOJIb 1 OHEHKA PE3YJIBbTATOB OCBOEHUA
HPOPECCHUOHAJIBHOI'O MOAYJIA

Kop IIK u OK,

(popmupyembIx B
paMKax MOayJi

Kpurepuu ouenku

MeToabl OLIEHKH

IIK 2.1.

Ocyl1iiecTBiICHUE
pa3pabOTKH U BEJEHUE
HOMEHKJIaTYypHhI eI
CTPYKTYPHOTO
nopa3ieeHuUs

KoHTpoJib BBITIOJTHEHUS
MPAKTUYECKUX 3aJJaHUM.

Y CTHBIN U TECTOBBIM
KOHTPOJIb TEOPETUUECKUX
3HAHUM.

AHanu3 ¥ OIIEHKa PEUICHUI
npOOJIEMHBIX CUTYalUH.
ATTecTanus no
MIPOM3BOJICTBEHHOM MPAKTUKE

[IK 2.2.

dopmupoBaHuE 1€ B
COOTBETCTBHH C
HOMEHKJIATypOH 1en U
npaBuIaMu
dhopMupoBaHHUS JICII.

KOHTpOIb BBITIOTHEHUS
IIPAKTUYECKNX 3aTaHUM.

Y CTHBIN U TECTOBBIM
KOHTPOJIb TEOPETUUECKUX
3HAHUM.

AHanu3 ¥ OIIEHKa PEUICHUI
POOJIEMHBIX CUTYAIIHH.
ATTecTanus 1o
MIPOM3BOJCTBEHHON MPAKTUKE
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[1IK 2.3.

OcyuiecTBiieHne
TEKYIIEro XpaHEeHHUSI,
y4eTa U UCTIOIh30BaHUS
nen (JIOKYMEHTOB).

KOHTpOIb BBITIOTHEHUS
IIPAKTUYECKUX 3aJaHUN.

Y CTHBIN UIN TECTOBBIN
KOHTPOJIb TEOPETUUECKUX
3HaHHM.

AHanu3 1 OLIEHKAa PEIICHUI
poOJIEMHBIX CUTYaIIUM.
ATTecTanus 1o
IPOU3BOICTBEHHOM MPAKTUKE

[IK 2.4. I[IK 2.4. KoHTpoJib BBITIOJTHEHUS
OcyniecTBiieHHE | IPAaKTHUYECKUX 3aJIaHUM.
JKCIIEPTU3bI LIEHHOCTU Y CTHBIN WA TECTOBBIN
JOKYMEHTOB, BECTH KOHTPOJIb TEOPETUUECKUX
0oTOOp TOKYyMEHTOB Ha 3HAHWM.
XpPaHEHUE U AHaJIN3 U OIIEHKA PeIICHUIN
YHUUYTOXKEHUE, MPOOTIEMHBIX CUTYAIIHH.
JOKYMEHTHPOBAHUE ATtTecTanus 1no
pabOThI SKCIIEPTHON ITPOU3BOJACTBEHHON MPAKTUKE
KOMHCCHHU.
[IK 2.5. [IK 2.5. KoHTpoJib BBITIOJTHEHUS
Odopmiienne nen | MpaKTUYECKUX 3a/IaHUM.
IIOCTOSIHHOTO U Y CTHBIN UJIA TECTOBBIN
JOJITOBPEMEHHOTO KOHTPOJIb TEOPETUUECKUX
CPOKOB XpaHEHHUS JJIs 3HAHUM.
MepeIauu B apXuB AHaJIN3 U OIIEHKA PeIICHUIN
OpraHu3aluu MPOOTIEMHBIX CUTYAITHH.
ATtTecTanus mno
ITPOM3BOJACTBEHHON NPAKTUKE
[IK 2.6. [IK 2.6. KoHTpoJib BBITIOJTHEHUS
CocraBnenue MPAKTUYECKUX 3aaHUM.

OIIHCH eI IOCTOSTHHOTO
Y JIOJITOBPEMEHHOTO
CPOKOB XpaHECHHSI.

Y CTHBIN U TECTOBBIM
KOHTPOJIb TEOPETUUECKUX
3HAHUM.

AHanu3 ¥ OIIEHKa PEUICHUI
POOJIEMHBIX CUTYAIIH.
ATTecTanus no
MIPOU3BOACTBEHHOMN npakmuke
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5. OCOBEHHOCTHU PEAJ/IMBAIIMMN JUCHMIIVIMHBI JJIA

HNHBAJINI0B U JIMI] C OI'PAHUYEHHBIMH
BO3MOXHOCTSAMMU 310POBbSA

B cnyyae oOydeHust B KOJUIeAK€ UHBAIUAOB U (MJIM) JIMI[ C OTPAaHUYECHHBIMU
BO3MOXXHOCTSIMH ~ 37I0POBbsSl  YUHMTBIBAIOTCS OCOOCHHOCTH TCUXO(PHU3UUECKOTO
pa3BUTHS, WHAWUBUAYAJIbHBIE BO3MOKHOCTH W COCTOSHHUE 3JI0POBbSl TaKUX
00yJarmxcs.

OO0pa3zoBaHue 00YUaAIOIMIUXCS C OTPAHUYCHHBIMH BO3MOYKHOCTSIMU 37I0POBbS
MOET OBITh OPTraHW30BaHO KaK COBMECTHO C JPYTUMHU OOYy4YarOIIMMHCS, TaK U B
OTJIENBHBIX TPYIINaXx.

OOyuaromuecs 13 4uclia JHI ¢ OTPAHUYEHHBIMU BO3MOXXHOCTSIMU 3[I0POBBS
obOecrnieyeHbl MeYaTHBIMU U (UJIK) 3JIEKTPOHHBIMU 00pa30BaTEILHBIMU PECYpCaMH B
dbopmax, afanTUPOBAHHBIXK OIPAHUYEHUSAM UX 3/I0POBbSI.

OOyueHue WHBAJIWAOB OCYIIECTBISIETCS TakKe€ B COOTBETCTBUU C
WHJUBUAYJIBHOM MpOrpaMMoi peabrinTaluy HHBaIUAa (MpyU HAJIMYUHN ).

Jlst mun ¢ orpaHUYEHHBIMU BO3MOXKHOCTSMHM 3/10POBBS MO CIIYXY BO3MOKHO
MpeaocTaBieHrne y4eOHOW HH(pOpMaud B BU3YaIbHOU (opMe (KpaTKUi KOHCIIEKT
JIEKIUI; TEKCThI 3a/lannii). Ha ayquTOpHBIX 3aHATUAX JOMYCKAETCSl MPUCYTCTBUE
ACCUCTEHTA, a TAKXKE CYPAONEePEBOAUUKOB U (UIJIK) TU(IOCYPAONEPEBOTUNKOB.

Texymuii KOHTPOJIb YCIEBAEMOCTH OCYIIECTBIISETCS B MUCHbMEHHOU (hopme:
oOyyJarouuiicss MUCbMEHHO OTBEYaeT Ha BOIPOCHI, MHUCbMEHHO BBIMOJIHSAET
npaktuueckue 3ananus. Jlokman (pedepaT) Takke MOXKET OBbITh IMPEJCTaBICH B
NUCbMEHHOM (opMme, Mpu 3TOM TpeOOBaHUS K COJAEPKAHUIO OCTAIOTCA TEMH XKe, a
TpeOOBaHUS K KauyeCTBY H3JIOKEHUS Marepuana (MOHSATHOCTb, KAa4eCTBO pEuH,
B3aMMOJICIICTBIE C ayJuTOpUEl M T. [.) 3aMEHSAIOTCS Ha COOTBETCTBYIOIME
TpeOOBaHUs, MpEAbSABIsSEMble K MUCbMEHHBIM paboTaM (KauecTBO O(OpMIICHUS
TeKCTa W CHOHUCKAa JIUTePaTypbl, TPAMOTHOCTh, HAJIMYME WIUIFOCTPAIIMOHHBIX
MaTepuaioB U T.1.).

[IpomexxyTouHast arrectauus JUisl UL C HAPYIICHUSIMU CITyXa MPOBOJIUTCA B
MUCbMEHHON (hopMe, TPU ITOM UCIONB3YIOTCA 001IMe KpuTepun orieHuBanud. [1pu
HEO0OXOAMMOCTH BpeMs MOATOTOBKH K OTBETY MOKET OBITh YBEITUUYEHO.

JUiss Ui ¢ OrpaHUYEHHBIMH  BO3MOXKHOCTSMH  370pPOBbSI 110 3PEHHUIO
o0ecreunBaeTCs BBITYCK U MCIOJIB30BaHUE HA YUEOHBIX 3aHATUSAX AIbTEPHATUBHBIX
dbopMaToB MeyaTHBIX MaTEpPHAIOB (KPYyMHBIA MIPUPT UIU ayAuodaiibl), a TaKkxKe
o0ecrieunBaeT  OOyyaroIUXCs  HAAJMEXKAIIMMU  3BYKOBBIMH  CPEICTBAMHU
BOCcHpou3BeeHusT nHpopmanu (AUKTOGOHOB U T.1.). JlomyckaeTcsl MpUCYTCTBHUE
aCCUCTEHTA, OKa3bIBAIOIIET0 O0yUYaIOIIeMyCsl HEOOXOAUMYIO TEXHUYECKYIO TTOMOIIb.
Tekylnii KOHTPOJb YCIIEBAEMOCTH OCYIIECTBIseTcsl B ycTHou dopme. Ilpu
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IMPOBCACHUU HpOMe)KYTOqHOﬁ arreCraliun  ajisi JiMl, C HApYIICHUCM 3PCHUA
TCCTUPOBAHHUEC MOKCET OBITH 3aMECHEHO Ha YCTHOC CO6CCCI[OB3HI/IC 11O BOIIPOCaM.

I[J'IH JuI € OTrpaHUYCHHBIMH BO3MOKHOCTAMHA 3J0POBbsA, HMCIOIMUX HAPYHICHUSA

OIIOPHO- ABUI'ATCIIBHOTO aIllIapara MAaTCpUAJIbHO-TCXHUYCCKHUC YCIOBHUA KOJUICIKA

00eCNeYnBaOT BO3MOKHOCTH 6CCHpCHHTCTB€HHOFO A0CTYyIIa 06yt1a101111z1xc;1

B

y4yeOHbIE TMOMEILEHHUsA, a TaKXe NpeObIBaHUs B HUX (HAJWYHUE TMAHYCOB, MOPYYHEH,
PACHIMPEHHBIX ABEPHBIX MPOEMOB, JU(PTOB; HAIMYME CHEIUATBHBIX KPECEN U APYIHUX

MPUCTIOCOOICHHUIA).

Ha ayauTopHBIX 3aHATHSAX, @ TAKXKE MPHU MPOBEACHUU IPOLEAYP TEKYLIETO
KOHTPOJISL YCIIEBAEMOCTH U IIPOMEKYTOUYHOM aTTECTAllMM JIMLAM C OIPaHUYEHHBIMU
BO3MOXKHOCTSIMU  37I0POBbSl, HMEIOIIUM  HApYLIEHUS  ONOPHO-JBUTaTEILHOTO
anmapara MOTyT OBITb IPEIOCTaBIEHbl HEOOXOAUMbIE TEXHUYECKUE CPEICTBA
(mepcoHa bHBIA KOMIBIOTEP, HOYTOYK WIM JAPYrod TajpKeT); AOMyCKaeTcs

IIPUCYTCTBUE ACCUCTEHTA (ACCUCTEHTOB), OKa3bIBAIOLIETO

OoOy4JarmMMcsT HEOOXOIMMYI0  TEXHMUYECKYI0 TIOMOIb  (3aHSTh
pabouee MecTo, MepeABUTaThCA IO ayJIUTOPHUH, IPOUYUTATh 3a1aHue, 0POPMUTH
OTBET, OOIIATHCA C MPEIOIaBATEIIEM).

[Ipaktuka g oOOydarOUIMXCS W3 YKHCIa WHBAJIWMIOB U JIMI C
OrpaHUYEeHHBIMU BO3MOKHOCTSAMH 3710pOoBbs (manee — OB3) opranusyercs u
MPOBOAUTCS HA OCHOBE WHIWBUAYAJIBHOTO JMYHOCTHO OPHEHTUPOBAHHOIO
MoAX0/1a.

OOyuatomuecs u3 yucia wHBaIMAOB W Jmil ¢ OB3 MOryT mpoxoauTh
MPAKTUKY KaK COBMECTHO C IPYTUMH O00ydYaroImuUMHUCs (B y4eOHOU TpyTINe), Tak U
WHJUBUAYAJIBHO (110 TUYHOMY 3asIBJICHUIO).

B nensix peanuzanuu WHIUBUIYTBHOTO MOJIX0/1a K O0YUYEHHIO CTY/ICHTOB,
OCYILIECTBIISIOMIUX YUE€OHBIH MPOIECC MO COOCTBEHHOW TPAcKTOPHUU B paMKax
WHJUBUAYAIBHOTO pabodero IuiaHa, MPOXOXKJICHHE IMPaKTUK Oazupyercs Ha
CICAYIOIIUX BO3MOXKHOCTAX: OOECIeueHUe BHEAyJAUTOPHOU paboOThl €O
CTyJICHTaMH, B TOM 4HCJIE€, B DJJCKTPOHHOW O0Opa30BaTENIbHOW Cpeae ¢
UCIIOJIb30BaHUEM COOTBETCTBYIOIIETO MPOTPaMMHOTO o0opyI0BaHUA,
JTUCTAHIIMOHHBIX  (opM  0OydyeHHs, BO3MOXKXHOCTEH  HHTEPHET-PECYpPCOB,
WHIMBUIYJIbHBIX KOHCYJIbTAlUA U T.J.

Jns nui ¢ OrpaHUYEHHBIMM BO3MOXKHOCTSIMH 3JIOPOBbSI BBIOOp MECT
MPOXOXKJCHUS TMPAKTUK YYUTHIBAET COCTOSHUE 3JI0POBbS W TPeOOBaHUS MO
JIOCTYITHOCTH.

Onpedenenue mecma npakmuku

Bbibop MecT mpoxoxIeHuss NpakTUKU Juisi uHBanuaoB u jui ¢ OB3
OCYIIECTBIISIETCS C yU€TOM TPEOOBaHUM UX MOCTYITHOCTH JJISi TAHHOW KaTErOpUHU
oOyuatoruxcsi. [lpu ompeneneHnn MecTta TPOXOXKACHHS TMPAKTUKA IS
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uHBAMIOB W Jull ¢ OB3 yuuThIBaloTCS pEKOMEHIAIMH MEINKO- COIHMAITBHON
AKCIIEPTU3bl, OTPAXKEHHBIE B WHIMBHIYAIbHOW MporpamMme peaduiuTanuu
uHBanuAa (IpU HaJIMYMU), OTHOCUTEIbHO PEKOMEHIOBAHHBIX YCJIOBUN U BUIOB
tpyna. Ilpy HEoOXOaUMOCTH [l TPOXOXKIEHUS TMPaKTUKU  CO3Ar0TCS
crenuaibHble paboyrie MecTa B COOTBETCTBUU C XapaKTEPOM HapyUICHUH, a TaKxkKe
C YYETOM BBIMOJIHIEMBIX 00YYaIOUIMMCI-UHBATUAOM WK odydaromumesa ¢ OB3
TPYIOBBIX (DYHKIIH, BU1a IPO(HECCHOHATBLHOM EeATeILHOCTH U XapaKTepa Tpy/aa.

OOyuaroiyecs J1aHHOM KaTeropuu MOTYT MPOXOJAUTh MPAKTUKY B
IPO(UIBHBIX OPTaHU3ALUAX (HAMPEANPUATHSIX, B YUPEKICHUSAX ), ONIPEIETECHHBIX
JUIsl y4eOHOM Tpymnmbl, B KOTOPOM OHM OOydYaroTCs, €CIMATO HE CO3[aeT UM
TPYIHOCTEH B IPOXOXKIECHUU TPAKTUKH U OCBOESHUH MTPOTPAMMBI MPAKTHKHU.

[Tpu HamurKu HEOOXOIUMBIX YCIIOBUH JIJISl OCBOSHUS MPOTPAMMBI ITPAKTUKH
Y BBITIOJIHCHUS] HHAUBUIYAJbHOTO 3a7aHus (MM BO3MOKHOCTHU CO3/IaHUS TaKUX
yCJIOBUM) MPaKTHKa OOYYaIOIMUXCS JAHHOW KAaTerOpuH MOKET MPOBOJHUTHCS B
CTPYKTYPHBIX TTOApa3ICICHUIX KOJUICHKA.

[Ipu ompeneneHnr MecTa TPAKTHKU I OOYYalOIIMXCAd W3 YHCIIa
uHBayioB 1 Jimi ¢ OB3 ocoboe BHUMaHuUE yjnenseTcs 0€30MacHOCTH TpyJa U
ocHaleHutro  (oOopynoBaHuio)  pabouero  Mmecta.  Pabounme  MecTa,
NpeAoCTaBIsieMble MPEANPUATHEM (OpraHU3alUeH, YUpPEKIACHUEM), JOJDKHBI (110
BO3MOYXHOCTH ) COOTBETCTBOBATH CJICIYIOIIUM TPEOOBAHMSIM:

— O0JIs1 UHBANUOOB NO 3PEeHUI0 - C1a00BUOAWUX. OCHAIIICHUE CIIEIIUAIBHOTO
pabouero Mecta OOIIMM W MECTHBIM OCBEIIEHHEM, O00€CIeUnBAOIIIM
OecTpemsITCTBEHHOE HAaXOXJICHUE YKA3aHHBIM JIMIIOM CBOETO pabodero Mecra u
BBITIOJIHEHUE TPYIOBBIX (DYHKITM, BUACOYBETUIUTEIISIMHI, JTyTIaAMH;

— O0JI51 UHBAIUOO0B NO 3PEHUIO - CIeNbIX: OCHAILIEHHUE CIIeIIMAIBHOTO paboyero
MecTa TU(DIOTEXHUYECKUMHU OPUEHTHUPAMU U yCTPOMCTBAMH, C BO3MOXKHOCTBIO
HCIIOJIL30BaHUs KPYITHOTO peibeHo-KoHTpacTHOTO mpudTa u mpudra bpaiins,
aKyCTUYCCKUMH HABUTAITMOHHBIMHU CpelCTBaMH, o0ecreunBaroMMu
OecpensITCTBEHHOE HAaXOXKJCHUE yKa3aHHBIM JIMIIOM CBOETO pabodyero Mecra u
BBITIOJITHEHHUE TPYIOBBIX (DYHKITHIA;

— OJ1 UHBAIUOO08 NO CYXY - CAAOOCablUAWUX: OCHAIIIEHUE (000pyT0BaHKE)
CHEIMaIBLHOTO paboyuero MecTa 3ByKOYCHUIIMBAIOIICH ammapaTypoil, TenedonaMmu
I'POMKOTOBOPSIITUMU;

— O0JIs1 UHBANUOOB NO CNYX)Y - 2/IYXUX: OCHAIIIEHHE CIIEIIMaTBLHOTO pabouero
MeCTa BHU3yaJbHBIMU HHAMKATOPAMH, MPEOOPa3yIOMIMMHU 3BYKOBBIE CUTHAJIBI B
CBETOBbIE, pEUYEBbIE CUTHAJIBl B TEKCTOBYIO O€ryIlyl0 CTPOKYy, s
OecnpensITCTBEHHOTO HaXO0X/IEHUS YKa3aHHBIM JIMIIOM CBOETO paboyero Mecra u
BBITIOJTHEHHUS Pa0OTHI;

— Ol UHBANUOO08 C HApyuleHuem @YHKYUilL OnopHO-08USAMENbHO2O
annapama: 00OpyJAOBaHWE, OOCCIICUMBAIOIIEE pEATH3AINI0 SPrOHOMHYECKHUX
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MPUHLIMIIOB (MaKCUMaJbHO yAO0OHOE JIJisi MHBAJIMA PACIOJIOKEHUE SJIEMEHTOB,
COCTaBISONIMX  pabodyee  MeCTO), MEXaHW3MaMH H  YCTPOHCTBaMH,
MIO3BOJISIOIIMMHU W3MEHSTh BBICOTY U HAKJIOH pa00o4eil TOBEPXHOCTH, MOJIOKEHHE
CHJICHBSI pab0Yero CTyJa MO BBHICOTE W HAKIIOHY, YTOJl HAKJIOHA CIIMHKHA pabovero
CTyJla, OCHAIIICHHE CTEIHATbHBIM CHICHBEM, 00CCIICUNBAIOIINM KOMIICHCAIIHIO
YCUJIHS TIPU BCTaBaHWH, CIICIIMATLHBIMU TIPUCTIOCOOJICHUSIMU JIJISI YTIPABIICHUS U
00CITyKUBaHUS 3TOr0 000pYyI0BaHUSI.

Ocobennocmu cooepacanusi npaKmuKu

WuauBuayanpHbie 3a7aHus GOPMUPYIOTCS PYKOBOJUTEIIEM MPAKTHKUA OT
YHUBEPCUTETAa C yYETOM OCOOCHHOCTEH TMCHUXO(PHU3UYECKOTO  pa3BUTHS,
WH/IMBHUIyJIBHBIX BO3MOKHOCTEH U COCTOSIHUS 3[I0OPOBBS KXKIOTO KOHKPETHOTO
oOydaromerocss JaHHOW KaTerOpUU M JIOJDKHBI COOTBETCTBOBATH TPEOOBAHUAM
BBITIOJITHUMOCTH ¥ TIOCUIIHOCTH.

[Ipu HeoOXommmocTH (TIO JTMYHOMY 3asBICHHUIO) COICP)KaHHUE MPAKTUKH
MOXXET OBITh TOJIHOCTHIO WHIWBUIYATU3UPOBAHO (MPU YCIOBUU COXPAHEHUS
BO3MOXKHOCTH  (OPMUPOBaHUS y  OOydalomerocss BceX  KOMIETCHIIHIA,
3aKPEIUICHHBIX 32 JAHHOW IPAKTUKOMN).

Ocobennocmu opeanuzayuu mpyoogou 0esimeibHOCMuU 00YYaoWuxcs

O0bem, TeMmIl, (GopMbl pabOThl YCTAHABIMBAIOTCA WHAUBUAYAIBHO [JIS
KOKJIO0TO 00YyYaromerocsi JaHHOW KaTeropwu. B 3aBHCMMOCTH OT HO30JIOTHH
MaKCUMaJIbHO CHIDKAIOTCS TPOTHMBOIOKA3aHHBIC (3pUTEIbHBIC, 3BYKOBHIC,
MBIIIICYHBIC U JP.) HATPY3KH.

[IpumeHsIOTCST  METONbI, YYUTHIBAIOIIUME JUHAMUKY W  yYPOBEHb
paboToCOCOOHOCTH OOyUarommxcst U3 4ucia uHBaIuaoB u juil ¢ OB3. [lns
IPEAyNPEeKICHUS YTOMIISIEMOCTH OOYyYaroluXcsli JIaHHOW KaTeropuyd IOCIe
KaXJI0T0 Yaca pabotsl nenatorcs 10-15-MUHYTHBIE TIEPEPHIBHI.

Jlnst bopMupoBaHKs yMEHUH, HABBIKOB M KOMITETCHIIUM, MPETyCMOTPEHHBIX
IporpaMMOM MPAKTUKH, MPOUZBOAUTCS OOJBIIOEC KOJIUYECTBO IMOBTOPEHUM
(TPEHUPOBOK) TMOJICKAIIMX OCBOCHHUIO TPYJOBBIX JCHUCTBUM U TPYIOBBIX
byHKIUH.

Ocobennocmu pyko8oocmea npakmukou

OcylecTBIAECTCS KOMIUIEKCHOE COMIPOBOXKACHUE NHBAINIOB U Jull ¢ OB3
BO BpeMsl IPOXOKACHUS MPAKTUKU, KOTOPOE BKIIFOYAET B ceOsl:

— y4e0HO-METOAMYECKYI0 U IICHXOJIOTO-TIEAArOrMYecKyr0 TIOMOIb U
KOHTPOJb CO CTOPOHBI PYKOBOAUTENEH MPAKTUKU OT YHUBEPCUTETA WU OT
pEeANpUATHs (OpraHnu3aluy, YUPEKICHUA);

— KOpPPEKTHpPOBaHUE (MPHU HEOOXOAMMOCTH) UHAMBUIYATBLHOIO 3aJaHUs U

IPOrpaMMBbl MPAKTUKHU;
— TIOMOIIlb ACCHUCTEHTa (aCCUCTEHTOB) W (WJIM) BOJOHTEPOB M3 4HCIA

oOyJarmuxcs: WiId PabOTHUKOB MPEANPUATHS (OpraHU3AUH, YUYPEKICHHS).
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ACCHUCTEHTBI/BOJIOHTEPHI  OKAa3bIBAIOT OOyYarOIIMMCA JaHHOM  KaTeropuu
HEOOXOIUMYIO TEXHHUUYECKYIO TTOMOIIb MIPU BXOJI€ B 3AaHUS
Y IOMEUIEHNS, B KOTOPBIX MPOBOAUTCS MTPAKTUKA, U BBIXOJI€ U3 HUX; Pa3MEILICHUH
Ha paboueM MecTe; MEpPEABUKEHUU MO MOMEIICHHUIO, B KOTOPOM IPOBOJIUTCS
NIPAKTHKA; O3HAKOMJIEHUU C WHAWBUAYAIbHBIM 33JaHUEM U €r0 BBIIOJIHEHUU;
oQOpMIICHHH [THEBHHMKA M COCTaBJIEHHUM OTYETa O TPAKTUKE; OOLICHUH C
PYKOBOJHTEISIMUA MPAKTUKU.

Ocobennocmu y4ebHO-Memoouuecko2o obecnedenus npaKmuxku

VYyebHple U y4yeOHO-METOAMYECKHE  MaTepHalibl 1O  MPAKTHKE
MPEACTABIISIIOTCS B PAa3IMUHBIX (OopMax Tak, YTOObI MHBAJIUABI C HAPYIICHUSIMHU
cilyxa Mojydyainu MHGOpMAILMIO BU3YaJbHO (MporpaMMa MPaKTUKU U 3aJaHue Ha
MpPaKTUKy  T€YaTaloTcs  YBEJIWYEHHBIM  HIPUPTOM;  MPEIOCTaBISIOTCS
BHUJIEOMATEPHAIIBI U HAIJSIHbIE MaTepUalbl MO COJIEPKAHUIO NPAKTUKH), C
HapyLIEHUSMH 3PEHHS —ayJIHAIbHO (HAIpUMEpP, C UCIOJIB30BAaHUEM IPOrpamM-
CHUHTE3aTOPOB PEUU) WIIM C TOMOIIBIO TU(PIOMHPOPMAIIMOHHBIX YCTPOMCTB.

OcobenHocmu  npogeoenusi mekywe2o0 KOHMPOS YCneeaemocmu U
NPOMENCYMOYHOU ammecmayuu

Bo Bpems  mpoBeneHHs ~— TEKYLIEro  KOHTPOJIA  YCHEBAEMOCTH

)51

IIPOMEKYTOUYHOM aTTECTAllMU Pa3peIIaloTCs MPUCYTCTBUE M TMOMOIIb ACCUCTEHTOB

(cypaorepeBOAYUKOB, TU(IOCYPIONIEPEBOTYUKOB U Jp.) W (WJIM) BOJOHTEPOB H

OKa3aHWe MMM MOMOIIM MHBaNUAaM uinnam ¢ OB3.

®dopMa npoBeeHUs TEKYIIET0 KOHTPOJIS yCIIEBAEMOCTH M IMTPOMEKYTOUHON
aTTecTaluu il oOydaronuxcsi-uHpanuaoB u aul, ¢ OB3 ycraHaBiuBaeTcs C
YYETOM MHAUBUAYATBHBIX MCUXOPU3NYECKUX 0COOEHHOCTEN (YCTHO, MTMCHbMEHHO
Ha Oymare, MUCbMEHHO Ha KOMIIbIOTEpE, B (popMe TecTupoBaHus u T.m.). [lpu
HEO0OXOMMOCTH 00YYaroIIEMyCsl IPEOCTABISAETCS AOMOJIHUTEIBHOE BpeMsl ISt
MOJIFOTOBKU OTBETA U (UJIM) 3aILlUThI OTYETA.
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