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1. IACIIOPT IPOT PAMMbBI YYEBHOM IIPAKTHKHA

1.1. O6sacTh DpUMeHEHHS IPOrPaAMMEI

IIporpamMa ydeOHOM IPaKTUKH SBISIETCS YacTBIO OCHOBHOM IpodeccHOHaNbHOH
oOpazoBaTenbHOl nporpammsl B cooTBeTcTBHE ¢ ©I'OC mo cnemumansrocTr CITO 40.02.03 «IIpaBo
U cynebHOe aIMHUHUCTpHUpOBaHHE)» (06a30BOM IOATOTOBKH) B YacTH OCBOCHHS OCHOBHBIX BHIOB
npodeccuonanbHOM nestensHOCTH (BIIM): «Opranu3annoHHO-TEXHUYIECKOE obecledeHre paboThl
cynoB», «OpraHuzanus u obecriedeHre CyOeOHOrO IEeNOIMpPOM3BOICTBAY B IPOIECCE OCBOCHUS
mporpamMMm TnpodeccuoHampbHOr0 Momyiast [IM.1. «Opranu3aldOHHO-TEXHHYECKOe obecleueHue
paboTEl cymoB», npodeccuoHamBPHOrO Momyias I[IM.2. «ApxuBHOE JelO0 B Cyme» U
COOTBETCTBYIONTUX IPOPECCHOHATBHBIX KOMIICTCHITHH]

IIK 1.1. OcymiecTBiaTh paboTy C 3aSBICHUSIMHE, XXAT00aMU ¥ HHEIMHU O0palIeHUsIMI
IpaXkIaH U OpraHu3aliii, BECTU IpUeM IIOCETUTENIEH B CYIE.

IIK 1.2. Ilopnep>xuBaTh B aKTyaJIbHOM COCTOSTHAU 0235 HOPMATUBHEIX [IPABOBEIX aKTOB
U cyneOHOH IPaKTHKH.

IIK 1.3. O6ecnieunBars paboTy OPITEXHAKA B KOMITBIOTEPHOHN TEXHUKH, KOMITBIOTEPHBIX
CETel ¥ MPOrpaMMHOI0 0OecIIedeHusI CYJI0B, CAaiTOB CyI0B B MH()OPMAITMOHHO-KOMMYHHKAaTHBHON
CETH «IHTEPHETY.

IIK 1.4. Ob6ecnieunBaTh paboTy apXxuBa Cyaa.

IIK 1.5. OcymiecTBisaTh BEJEHUE CYASOHON CTATHCTUKH Ha OYMa)KHBIX HOCUTEISIX U
B DJIEKTPOHHOM BHJIE.

IIK 2.1. OcymecTBIATh MpUEM, PETUCTPAIUIO, YIET, U XpaHEHHE CyIeOHBIX
JIeJI, BEIECTBEHHBIX JIOKA3aTEeNECTB B JOKYMEHTOB.

[IK 2.2. OcymiecTBiaTh obopMIIeHNE JIeN, HAa3HAUeHHBIX K CyAeOHOMY

pa3dupaTenLCTRY.

1K 2.3.0cymecTBIsaTh H3BEIIECHHE JIHII, YIaCTBYIOMHUX B CyIeOHOM pa3dupaTensCTBe,
IIPOU3BOJIUTE PACCHUIKY M Bpy4eHUE Cy/IeOHBIX JOKYMEHTOB U M3BEICHUI.

[1K 2.4. OcymiecTBIATh PETUCTPAIUIO, YIET H TEXHIHIECKOe 0OpMIICHUE
WCIIOJTHUTENBHBIX IOKYMEHTOB 110 Cy/IeOHBIM JeaM.

1.2. Ilenun u 3aga4u y4eOHONH NPaKTHKH — TPeOOBaHHA K Pe3yIbTATaM OCBOCHHS

Ilens y4yeOHOM mpakTWKHM HamlpaBieHa Ha (opMupoBaHme y OOYYaIOIIMXCS YMEHHH,
NpHOOpETeHHE  NEPBOHAYAIBFHOTO  IMPAKTHYECKOTO  ONBITAa M pealu3yeTcss B paMKax
mpo¢eCCHOHATBHBIX MOYJIEH MPOrpaMM IIOATOTOBKH CIEIHATICTOB CPEIHEr0 3B€Ha II0 OCHOBHBIM
BUJaM TpOoGEeCCHOHATBPHONW MAEATENFHOCTH IS TIIOCISAYIOIIEr0 OCBOCHMS HMH O00mmMX H
npodeCCHOHATBPHBIX KOMIIETSHIMH 110 N30PaHHON CIEeIUaTHHOCTH.

C wuenp0 OBIAACHUS VKa3aHHBIM BHIOM NPO(ECCHOHANBHOM EATENIPHOCTH K
COOTBETCTBYIOIIUMHE IPO(PECCHOHATHHBIMYI KOMIIETCHIIUSIMHU CTYACHT B pe3ylbTaTe IIPOXOXKICHHUI
IPAKTUKH JOJDKEH:

IIM.01 «Opzanuzauuonno-mexnu4eckoe obecneuenue padomsl cyooe»
HMETh MPAaKTHYIECKHI ONBIT:
- 110 OCYIIECTBJICHHUIO IOJTHOMOYHH COOTBETCTBYIOIIErO pabOTHHKA anliapara Cyia B COOTBETCTBUH
C €ro JOJDKHOCTHBIM PErJIaMEHTOM.
yMeTh:
- IOJIB30BaThCS HOPMATUBHO-METOIMIECKAMH TOKYMEHTAMH IO JETIONPOU3BOICTBY B CYIE;
- BeCTH padoTy ¢ JOKYMEHTaMH (PErUCTPAITHS, KOHTPOJE HUCIIOIHEHS, CIIPABOYHO-
uHbOpMaNMOHHAS PaboTa);
- COCTaBJISITH U 0QOPMIISITH HOMEHKIIATYPY Jell B CyIIe;



- (popMHpPOBATH JieNia Ha CTa Uy IPUHATHS U Ha3HAYCHHUS K CyJIeOHOMY PaCCMOTPEHHUIO U MOCIE X
PaccMOTpPEHHS;

- COCTaBIIATh, PEJAKTUPOBATE U 0QOPMIIATH OPraHU3aIMOHHO-PACIOPSIUTEIbHEIE JOKYMEHTEL,

- oOpamiaTh K UCIIOITHEHUIO IPUTOBOPEI, PEIICHHUSI, OTIPEACIICHUS U IIOCTAHOBICHHUS CYIa;

- ACIIOJIB30BaTh HH(YOpMaMOHHEIE TEXHOJIOTHH MIPH JOKYMEHTHPOBAHUYU M OPraHU3alldu PaOOTHI C
JIOKyMEHTaMHU;

- OCYILECTBILATH IEPBUYHEIHN ydeT CTaTUCTUYECKOH HHPOPMAIH B Cyie Ha OYMa)KHOM HOCHTENE U
B 3JIEKTPOHHOM BHJIC;

- OCYILIECTBIIATH (OPMUPOBAHME JAHHBIX ONMEPATHBHON OTYETHOCTH;

- OCYILIECTBIIATH CIPAaBOYHYIO paboTy IO yUeTy CyneOHOM MPaKTHKH B CY/IE;

- OCYILECTBIATE OCHOBHBIE MEPOIIPUSTHUS HAIIPABJICHHUS OPraHU3allMOHHOTO 00eCIeIeHUS
TeSITETFHOCTH Cy/Ia.

Llononnumenvrvie ymeHus, 66e0eHHbIe 3a CYEM YACO8 8APUAMUBHOT YACTNU.

- aHAIM3UPOBATh OCOOEHHOCTH Pa3IMYHBIX BUAOB CYIONPON3BOACTE: IPAKIAHCKOTO, YTOJIOBHOTO
U aJIMAHHCTPATHBHOTO.

- 0OpMIIATE cyneOHBIE JOKYMEHTHI B KaCCAI[HOHHOM M HaJ30PHOM CYIOIPOHU3BOICTBAX.

3HATH:

- HOPMaTUBHO-METOINIECKHE JOKYMEHTEI 10 JOKYMEHTAIHOHHOMY 00eCIeUeHIIO paboTH Cya;

- KJIAaCCU(PUKAIIMIO CITy)KeOHBIX JOKYMEHTOB ¥ TpeOOoBaHusI K HUM B cooTBeTcTBHH ¢ ' OCT;

- KOMIIBIOTEPHYIO TEXHUKY U COBpeMEHHBIE HHGOPMAITHOHHBIC TEXHOJIOTHH;

- OCHOBBI OXpaHBI TPy/Aa U TEXHUKH 0€30IaCHOCTH.

ﬂOl’ZO]lHume.fleble 3HAHUA, 86e0eHHbIE 3A CUem YACO8 6apuamu6H0ﬁ vacmu.

- OCOOEHHOCTH Pa3IMIHBIX BUAOB CyJOIIPOXU3BOACTB: I'PAXKIaHCKOI'0, YIOJIOBHOI'O K
AIMHAHHCTPATUBHOTO,

- IOPAAOK OCYIIECTBIICHUA KaCCallHOHHOI'O X HAA30PHOI'O CYIOIIPOU3BOACTB.

IIM.02 «Apxuenoe 0eno é cyoey
HMeTh NPAKTHYeCKHUil ONBIT:

— II0 OpraHu3anuy paboTHl C JOKYMEHTaMU;

— I10 KOMILIEKTOBAHUIO Cy/IeOHBIX JIeT ¥ HApsAOB I MOCTOSHHOTO XPaHEeHNUST,

— II0 OpraHU3alluy XPaHEHHUS ApXUBHBIX JOKYMEHTOB;

yMeTh:

— IIOATOTABIIMBATH CyNeOHBIE AeNa (Hapsabl) M MaTepHallbl IS C/Ia9y B apXUB;

— OCYIIECTBIIITH ITONHOE 0opMIleHue el (TOAMUBKY YT ITEPEIUIET Jelia, U3BITHE U3 Jieia
METAININIECKIX CKPEMOK U CKOOOK, HyMepallHio JINCTOB U 3all0JHEHHE JIUCTa-
3aBEpUTEIL);

COCTaBJIITh BHYTPEHHIOIO OMUCH IOKYMEHTOB;
BHOCHUTH HEOOXOUMEIE YTOUHEHHUS B PEKBHU3UTEI OOJIOKKH JIETa;
— 0hOPMIIATE Pe3yNbTATHI CIAYH NI Ha apXUBHOE XPaHCHHE,
— co0I0oIaTh OXPaHHEIN PEXUM IOMEIIEHIH XPaHIIHIII,
BBIIIOJHSATE MOPSI0OK UCIIONB30BaHUS JOKYMEHTOB apXyBa Cya;
OpraHU30BaTh MOPSIOK 0TOOpa JOKYMEHTOB U 0QOPMIICHHS UX Ha YHUUTOXKECHHE.
Jlononnumenvhvie ymeHus, 66e0eHHbIe 3a CUem YACO8 8APUAMUBHOU YACTNU!
— 0(pOpMIATH BEIAYY KONUU JOKYMEHTOB U3 apXHUBa.
3HATH:
— IOpPsIOK 0TOOpa Ha XpaHEHHUE B apXUB CYIOB JOKYMEHTOB, HX KOMIUIEKTOBAHHUS, YIeTa 1
HCIIONIb30BaHUS,

— IIepeYeHb JOKYMEHTOB CYAOB C YKa3aHHUEM CPOKOB XpaHEHUS;

— HOpMaTHUBHEIE YCIOBHUS XpPaHEHUS apXUBHEIX JOKYMEHTOB;

— IIOJIOXKEHUS O IIOCTOSIHHO NEUCTBYIOLIEH SKCIIEPTHON KOMHUCCUHU Cy/Ia.

LononnumenvHuvle 3HaHUs, 66e0eHHbIE 3A CYEM YACO8 BAPUATNUGHOT YACTIL:
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— IOPSIOK BEIIaYU KOIUM JOKYMEHTOB U3 apXHUBa.
1.3. Kosim4ecTBO 4acoB Ha 0CBOCHHE HPOrpaMMbI y4eOHOM NpaKTHKHA:

Bcero — 3 Hemenu, 108 gacos

2. PE3VJILTATHI OCBOEHUA YYEFHOM MPAKTHKHA

PesyneraroM y4eOHOH NpaKTHUKH SBIIETCS OBNAJeHHE OOYJalOMIUMHCS  BHUIAMH
npodeccronanbHOR feaTensHoCcTH «OpraHu3alioHHO-TEXHHIECKOE 00ecIIeueHe paboTEl CYI0BY,
«Opraruszanus 1 obecredeHne cyae0HOro IeIonporu3BOCTBaY, B TOM JUCIIE IPoheCcCHOHATBHEIMA
(IIK) xoMneTeHIHsIME:

Kox HaumeHnoBaHnmne pe3yabTara 00y4eHHS
IIK 1.1 OcymecTBnaTh paboTy C 3asBICHHUSIMH, XATO0AMH W HHBIMEH OOpalleHUSIMHU
IpakJlaH ¥ OpraHM3anui, BECTH IIpHEM IIOCETUTENEH B CyIe.
1K 1.2, IlopnepxuBaTh B aKTyalbHOM COCTOSIHUM 0a3bl HOPMATHBHEIX IIPABOBBIX aKTOB H
CyZneOHOM IPaKTHUKH. '
IIK 1.3. ObecnieqnBaTh paboTy OPITEXHUKA U KOMITBIOTEPHOM TEXHUKH, KOMITBIOTEPHBIX

CeTel U IIPOrpaMMHOI0 00eCIIeYeHUs CYI0B, CATOB CYA0B B HH(POPMAIIHOHHO-
KOMMYHHKATHBHOU CETH KHHTEPHETY.

IIK 1.4. ObecmeunBaTh paboTy apXxuBa Cyma.

IIK 1.5. OcymecTBIATh BeieHHuE CyAeOHON CTATUCTHKH Ha OYMaKHBIX HOCHTE/ISIX U B
3JIEKTPOHHOM BHJIE.

IIK 2.1. OcymecTBIATh IpUEM, PETUCTPAIIHIO, YIET, U XpaHeHHe CyIeOHBIX Jel,
BEIECTBEHHBIX JOKa3aTeNbCTB U JIOKYMEHTOB.

IIK 2.2, OcymecTBIaTs 0OPMIICHHE IS, Ha3HAYCHHEIX K Cye0HOMY pa30HpaTeIbCTRY.

IIK 2.3. OcymiecTBIIATE U3BEIICHAE JIUII, YIACTBYIOIINX B CYAeOHOM pa3OHaTe IbCTBE,

IIPOU3BOJUTE PACCHUIKY ¥ BpY4eHHE CyIeOHBIX JOKYMEHTOB U U3BEIIECHUH.

I[IK 2.4. OcCymiecTBISITh PETUCTPAIIHIO, YIET U TEXHUIECKOE 0POpPMIICHIE
HCIIOJIHUTENBHBIX TOKYMEHTOB IO CyIeOHBIM JeiaM.
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4. YCJIOBHS OPTAHU3AIIVM U IIPOBEJAEHUS YYEFHOM IMMPAKTUKHA

4.1. TpeOoBaHus K JOKYyMEHTAMH, HEO0XOTUMO XI5 POBEXSHHS NPAKTHKHA

IIpoBeneHue IMPaKTUKKU CTYAEHTOB PErJaMEHTHPOBAHO ONPEACICHHBIME JOKyMeHTamu. K HuM
OTHOCSITCSI:

- [TonoxeHne o0 mpakTUKe 0OYYArOIIUXCS O MPOrpaMMaM IOATOTOBKY CIIEIIMATUCTOB CPEIHETO
3B€HA B COOTBETCTBHH ¢ Tpeboarusmu OI'OC CIIO;

- Pabouyas nmporpamMmma yaeOHOM MPaKTHKHU IO CIIEIHATBHOCTH.

4.2. TpeboBaHue K MaTepHAIBLHO-TEXHUIECKOMY 00€eCIeIeHHI0 MPAKTHKH:

IIpakTrka IpoBOIUTCS Ha 0a3e Cy[OB M NpenamoyiaracT padoTy B HUX CTYJIEHTOB B Ka4eCTBE
IIOMOIIHUKOB CHENUAIUCTOB II0 CYACOHOMY aIMHHACTPHPOBAHHIO.
OOopyioBaHNE U TEXHOJIOTHIECKOE OCHAIIEHHE PAO0OIUX MECT:
IlepconanpubIli KOMIBIOTEP C mporpaMMHEIM obecmedenueM (Windows 7, MS Office, 7-zip
(GPL), KoncynpTantt).

4.3. Ilepedens y4e0HBIX H3JaHHI1, HHTEPHET-PECYPCOB, A0NOTHATEIbHOM JATEPATYPbI.

Has IIM. 1 Opraau3annoHHO-TeXHHYECKOe o0ecnedeHne padoThl CyI0B

OcHOBHBIE HCTOYHHKH:

1.BunkoBa, T. HO. CymoycTpoliCTBO M IIpaBOOXpAHHTEIBHEIE OpPraHbl [DJIEKTPOHHBIMA
pecypc] : yaebruk u npaktukyM/ T. IO. Buikora, C. A. HacoroB. — 2-¢ u3n., nepepab. u gom. —
M.: WsparensctBo IOpaiit, 2019. — 313 c.-Pexum pmocryma: https://www.biblio-
online.ru/book/sudoustroystvo-i-pravoohranitelnye-organy-434043

2.I'punenxo, A. B. IlpaBooxpanutensHble U CyneOHBIE OpraHbl [DJIEKTPOHHBIM pecypc]:
yaebruK / A. B. I'purenko. — 5-e uzn., nepepad. u gon. — M.: U3garensctBo HOpaiit, 2019. —
281 c-Pexum pmocrtyma: https://www.biblio-online.ru/book/pravoohranitelnye-i-sudebnye-organy-
430401

3. ndopMariuoHHbIE TEXHOJIOTHH B IOPHINICCKON ASITEILHOCTH [DIEKTPOHHBIN pecypc] :
yuebuuk u npaktukym/ T. M. Bensesa, A. T. Kynuuos, H. B. [Tanesuora, C. I. UyOykoBa ; OTB.
pen. C. I'. UybykoBa. — 3-e u3n., mepepab. u nom. — M. : MzmarenscTo FOpaiit, 2019. — 314 c-
Pexxum poctyma: https://www.biblio-online.ru/book/informacionnye-tehnologii-v-yuridicheskoy-
deyatelnosti-433559

ﬂOHOJIHI/ITeJILHLIe HCTOYHHUKH:

1.Kopones, B.T. HMuadpopMmManuoHHBIE TEXHONOTMH B IOPHUAMYECKOH HESITEIHPHOCTH
[OnexrporHEIi pecypce] : npaktuxy™m / B.T. Kopomes. — M. : FOctumus, 2018. — 322 c.-Pexxum
nocryna: https://www.book.ru/book/930828

2.Ilonosa, H. ©®. OcHOBEI ynpaBieHHsS B MPABOOXPAHUTENBHBIX OpraHax [DJIeKTpOHHBIN
pecypc]: yaebnuk u npaktukym/ H. @. Ilomosa. — 2-e u3n., mepepad. u gomn. — M.: U3naTenscTBO
IOpaiit, 2019. — 287 c.-Pexxum moctyma: https://www.biblio-online.ru/book/osnovy-upravleniya-v-
pravoohranitelnyh-organah-434103
Jus IIM. 2 ApxuBHOE 1eJ10 B cyae

OcHOBHbIE HCTOYHUKH:

1. bacakoB, M.M. JlokyMeHTalmoHHOE oOecreueHue yIpaBieHus (C OCHOBaMH
apXUBOBENECHUS) : [DNEKTPOHHBIN pecype]: yueOHoe mocobme / M.U. BacakoB. — M.: KuoPyc,
2018. — 216 c.-Pexxum moctyma: https://www.book.ru/book/926606
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2. Packun, J[. 1. Metoauka u mpakTHKa apXUBOBEICHUS [DIIEKTPOHHEIN pecypc] : yuebrux/
. W. Packun, A. P. CokonoB. — M. : UznarensctBo IOpaiit, 2019. — 350 c.-Pexum mocrymna:
https://www.biblio-online.ru/book/metodika-i-praktika-arhivovedeniya-438495

3.Ilemenkosa, C. 1. ApxusBoenenue. Vicropus apxuBoB Poccuu ¢ ApeBHEHIINX BPEMEH 10
Havana XX Beka [DneKTpoHHEIH pecypc] : yaed. mocobue st CIIO / C. 1. IlemernkoBa ; mox Hayd.
pen. JI. H. Masyp. — M.: UzpmaremsctBo IOpaiit, 2019. — 153 c.-Pexum nocryna:
https://www.biblio-online.ru/book/arhivovedenie-istoriya-arhivov-rossii-s-drevneyshih-vremen-do-
nachala-hh-veka-442483

JonoHHTeIbHbIC HCTOYHUKH:

1. Amgpeesa, B.J. Jlemompou3BOACTBO: OpraHu3allisd U BeACHHE [DIEKTPOHHBIN pecypcl:
yaebHO-nipakTudeckoe nocobue / B.M. Ampmpeea. — M.: KmoPyc, 2018. — 294 c.-Pexum
nmoctymna: https://www.book.ru/book/929948

2. Kamxnnkoa, A.H. J[eTonpou3BOICTBO U PEXXUM CEKPETHOCTH [DNEKTPOHHBIN pecypc]:
yaebrnk / A.H. KamwxamkoBa. — M.: FOctumumsa, 2019. — 161 c.-Pexxum goctyna:
https://www.book.ru/book/930703

Pecypchl 351eKTPOHHO-0M0JIMOTEIHBIX CHCTEM:
1. 3OBC «Book.ru», Pexxum moctyma: https://www.book.ru

2.  OBC «OpaiiT», Pesxum mocryna: http://www.biblio-online.ru

Huarepuer-pecypcesl (B TOM YHcJie HHGOPMANHOHHO-CIPABOYHBIEC CHCTEMBI):

Cnpasounas npasosas cucreMa «Koncynsrant IImrocy, pesxxiuM TocTyma: http://www.consultant.ru/

4.4. TpeOoBaHHs K PYKOBOTHUTEIAM PAKTHKH.

TpebGoBaHus K pyKOBOIATEISIM OT 00Pa30BaTeIbHOI0 YIPeKACHHA:

Peanmuzarus mporpaMMbl y4eOHOM NpPaKTHKH JOJDKHA OOECIedHMBaThCs IIENArOrHYeCKMMH
KaJpaM¥, MEIONIMMHE BEICIIee 00pa30BaHue, COOTBETCTRYIONIEe IPOMUIIF0 MOy, IPOXOXKICHIE
CTXMPOBKY B MPOGIIFHBIX OpraHu3alusax He pexe 1 pas3a B 3 rozna
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5. KOHTPOJIb 1 OIIEHKA PE3YJbTATOB OCBOEHUS YYEBHO! NPAKTHKH

KoHTpons ¥ OIEHKa pe3ylbTaTOB OCBOEHHUS Y4eOHON TPaKTUKU OCYIIECTBIISIOTCS
IIperoiaBaTelleM B IIPOIECCEe 3AIOIHEHHUS CTYACHTOM JHEBHUKA YIeOHON IMPaKTHKU U IIOATOTOBKH
orueTa 1o yuebno# npakruke ([Ipunoxenune).

Ilo oxoHuUaHMIO y4eOHOW NMPAKTHKH PYKOBOAWTENH MPAKTHKH OT IPOQHIFHOW OpraHH3aluu
COCTaBJIIeT Ha OOydaromerocs OT3bIB-xapakrepuctuky (IIpuimoxenwe), B KOTOPOM JaeT OLEHKY
YPOBHIO TEOPETHUYECKHX 3HAHWHA M TPAKTHYECKOW IOITOTOBKH CTYACHTA, €r0 IUCIHIUIMHE K
Ka4eCTBY BBIIOJHEHHS IPOTpaMMbl yIeOHON mpakTHKU. OT3BIB IOIIHMCHIBACTCS PYKOBOIUTEIEM
IPaKTHKH OT IPOQHUIBPHOX OpraHW3alld M 3aBepseTcss IeJaTeio. Bce  JOKyMEHTHI,
CBUIETENIBCTBYIOIUE O MPOXOXKACHUH IPAaKTUKUA OOyJarOmUMCS, JOJDKHBL OBITH aKKypaTHO
o(opMIIeHEI U COOPAHEI B OTACNBHYIO MankKy. OTUET M0 MpaKTHKE TOJDKEH COIEePIKATh:

1) Turynensii muct (IIpumoxernue 1);

2) Conepxanue pabOTHI;

3) IInan-rpadux;

4) lnouBuayambHOE 3a/IaHUC;,

5) JIHeBHHK IpaKTUKaHTA;

6) XapaKTepruCTUKa-OT3HIB;

7) AHanuTHYecKas 4acTh;

8) IlpunoxxeHus.

Bonee mompoOHas wmHGbOpMANUsS O COCTaBICHHHM OT4YETa COJCPXKUTCI B MeTommdecKkux
yKa3aHUSIX 0 0POPMIICHHUIO OTYETA IO YIeOHOU IIpaKTHKE.

Aneopumm 3auumsl Om4EmMa no NPaKmuKe.:

OTyer MO HpakTHKEe HE IMO3JHES OJHON HEmeNM IOCiIe Hadala HOBOIO y4eOHOro roza
(ctynmeHTH 3209HOM (HOpMEI OOydYeHHs NPENOCTABIAIOT OTYET B IIEPBYIO HENEIO Hadala HOBOM
CECCHH IOCiie OKOHYAHHUS MPAKTUKH) MPEIOCTABISIETCS B KOJUIEIXK PYKOBOMUTEIIO IPAKTHKH IS
€ro TPOBEPKA Ha COOTBETCTBHE IPEAYCMOTPEHHBIM METONUYECKHMH DPEKOMEHIAMIMU
TpeOoBanuii. B cmydae HECOOTBETCTBHS TpeOOBaHMAM, OTYET BO3BPALAETCA CTYACHTY LA
yCTpaHEHUs 3aMedaHui

PesynmbTaThl IpOBEPKH OTYETA O MPOXOXKICHAY NPAKTHKA PYKOBOIAUTEND NPAKTUKU OTpaKacT
B nHeBHHKe. IIpM OIEHKE IPAKTHKH YYUTHIBACTCS OOBEM BEIIOTHEHMS IIIaHa (IPOrpaMMBbl)
MPAaKTHKH, MPABHIBLHOCTH O(OPMIEHUS ITOKYMEHTOB, COACPIKAHHE XapaKTEPUCTHKHM—OT3HIBa,
3aKJIFOYEHHs] PYKOBOIHUTEINS MIPAKTHKK OT MPOQUILHON OpraHUu3allyy; IPaBUIbHOCTE OQOPMIICHHS,
IOJIHOTA M3JIOKEHHS M KadeCTBO MNPEICTABICHHOTO MaTeprayna (COOpaHHBIX/COCTABIEHHEIX B
Imporecce TPOXOXKICHUS IPaKTUKA JOKYMEHTOB), IpaMOTHOCTh HCIOJIH30BAHUA
npodeccuoHaTbHON TepMuHONIOoru. CpoK IPOBEPKH OTIETA PYKOBOLUTEIEM NPAKTUKU HE JOJDKEH
MIPEBBIIIATH OJHON HEHEIH.

3amuTa NPaKTHKA Ha3HAYAeTCs IIOCTe IPOBEPKH OT4ETa DPYKOBOAMTENEM M IOJDKHA
COCTOSITECS HE MO3/Hee IEPBLIX JBYX HEIEIb HOBOTO YUeOHOTo ceMecTpa (COTIacHO PACIMCaHHUIO).
JInis CTyIeHTOB 3a09HOM (HOpMBEI OOyUEHHS 3alluTa Ha3HAdaeTcs B IIEPHOJ IIEPBOM CECCHM IIOCIIE
OKOHYaHHMS TPAKTHKKA (COTVIACHO PACIHCAHUIO). 3alluTa IPEACTaBiIsIeT coO00d cobecenoBaHue II0
BOIIpOCaM  OpraHu3aldd paboThl Ha MpaKTUKe, 3aKOHOJATENIbCTBA, PErVIaMEHTHPYIOIIETO
JeSITENIbHOCTh OpPTraHU3allMi-MecTa IPOXOXKICHUS IPAKTHUKU, a TAKKE PEIICHHE CHTYalMOHHBIX
33724 MPaKTHYECKOTO XapakTepa. Pe3yibTaThl 3aIllUTHl OT4eTa IO IpakTHKe (UKCHPYIOTCS B
BEJIOMOCTH.

ITo OKOHYAHHWIO aTTECTAIMH BBICTaBJSETCS OOMmAs OIEHKAa IO IIPAaKTHKE, YYUTEIBAIOIIAs
Ka4ecTBO BEIIOJMHEHHOU paboThHI, 0OpMIIeHHE OTIYETHONW JOKYMEHTAINH, YPOBEHL TEOPETUIECKOH
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u

IIPaKTHIECKOR

IIOATOTOBKH

CTYJACHTA. IIo HToraM

muddepeHnIpoBaHHas ONeHKa (OTIMIHO, XOPOIIO, YIOBIETBOPHTENHHO).

IIM.1 «Opranu3anuoHHO-TEXHUIECKOe oOecrieueHrne paboTEl CYIOBY

arrecrauuu

BBEICTABJIACTCA

(ocBoeHHBIE NpOdeccHOHATBLHBIE

PesyabTaTsl

KOMIIeTeHINH)

OcHoBHbBIE IOKA3aTeIH OIEHKH
pe3yJbTara

DopMBbI H METOIBI
KOHTPOJISI i OLeHKH

IIK 1.1. OcymiecTBiIATh
paboTy ¢ 3asBIEHUSIMH,
’)Karo0aMy ¥ HHEIMH
oOpanieHus MU TPaKJIaH U
OpraHU3aluii, BECTH IpUEM
IIOCETUTEINEHN B CYIIE.

3HATH:
- HOPMaTHBHO-METOIHNYECKHE
JIOKYMEHTEI 110 JOKYMEHTAITHOHHOMY
obecnieueHHI0 paboTEI Cyaa;
KJIaccH(UKAIUHU CIIyKeOHBIX
JIOKYMEHTOB M TpeOOBaHHUSI K HUM B
cootBeTcTBUH ¢ 'OCT; OCHOBEI
OXpaHbl TPyIa ¥ TEXHUKH
0e30IIaCHOCTH.

yMeETh:

- TI0JIB30BaTHCSI HOPMATHUBHO-
METOIUIECKUMHU JTOKYMEHTaMHU I10
JIEJIONPOU3BOJICTBY B CYIIE;

BECTH paboTy C TOKyMEHTaMHU
(peructpanusi, KOHTPOJIb UCIIOTHEHHUS,
CIIPaBOYHO-MHGPOPMAITHOHHAS
paboTa).

[IK 1.2. IlonnepxuBaTh B
aKTyaJIbHOM COCTOSIHHH 0Oa3bl
HOPMATHBHEIX IIPaBOBEIX
aKTOB U CyAcOHOM MPaKTHUKH.

3HATh:
HOPMaTUBHO-METOJUIECKUE
JOKYMEHTEHI 110 TOKYMEHTAlOHHOMY
obecIieueHuIo paboTHI CyAa;
KiaccupuKaum CIIy>KeOHBIX
JTOKyMEHTOB U TpeOOBaHUS K HUM B
cootBercTBud ¢ 'OCT;
KOMITBIOTEPHYIO TEXHUKY U
COBpEMEHHBIE HHPOPMAIIOHHEIE
TEXHOJIOTHH.

yMeThb:

OCYIIECTBIISTH IEPBUYHBIA yUeT
CTaTUCTHYECKOU HHPOPMAIIUHU B CyHE
Ha OyM2)XHOM HOCHUTEJIC U B
AIIEKTPOHHOM BHJIE;

OCYIIECTBISITE GOPMUPOBaHUE JAaHHBIX
OTIEpaTUBHOM OTYETHOCTH;
OCYIIECTBISITH CIIPABOYHYIO paboTy IO
y4eTy 3aKOHOJIaTeNIbCTRA U CyNeOHON
IpaKTUKE B CyJIE.

IIK 1.3. O6ecnieanBaTth
paboTy OPrTeXHUKH U
KOMIIBIOTEPHOM TEXHUKH,
KOMIIBIOTEPHBIX CETEN U
IPOrpaMMHOTO O0eCTIeueHUs

3HATh:

KOMIIBIOTEPHYIO TEXHUKY U
COBpeMeHHbIe HHQOpMAIMOHHBIE
TE€XHOJIOTHH, OCHOBEI OXPaHBI TPYya U
TEXHUKH OE30ITaCHOCTH.

Texyuiuti KOHMPONb.
Memoovi konmpona:
- IPaKTUYECKHUHA;
Dopmul KOHMPONS.:
- omeHka pabOTH Ha
IPaKTIIECKIX
3aHSTUIX;
IIpomesicymounas
ammecmayus.:
Memoowr konmpons:
- IPaKTUYECKUN;
Dopmul KOHMPOA:

G hepeHIPOBaHHEIHA
3a4eT
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CyIOB, CAaiTOB CYOB B
HH()OPMAITIOHHO-
TEJIeKOMMYHUKAIIMOHHOM
cetu "Matepuer" (nauee -
cetp MlHTEpHET).

IIK 1.4. ObecnieanBaTh
paboTy apxuBa cyna.

3HATH:

HOPMAaTHBHO-METOHYECKHE
JIOKYMEHTHI 110 IOKYMEHTAIIHOHHOMY
obecrneueHnI0 paboTHI CyAa;
KITacCU(UKAIMA CITYKeOHBIX
TOKYMEHTOB ¥ TpeOOBaHUS K HAM B
coorBeTcTBHH ¢ ['OCT, 0OCHOBEI
OXpaHBI TPYAa U TEXHUKH
0€e30acHOCTH.
yMeTh:

OCYIIECTBIISATH OCHOBHEIE
MEPOIPHUATHS HAIIPaBICHHS
OpraHU3AIIOHHOTO O0eCIIeYCHUS
JIEATETFHOCTH CYJa; COCTaBJISATh U
oG OpPMIIATE HOMEHKJIATYPY e B
cyne.

IIK 1.5. OcymecTBIAThH
BeJleHUE CyneOHOMH
CTaTHUCTUKH Ha OYMa)KHBIX
HOCHTEJISIX U B DJIEKTPOHHOM
BHIIE.

3HATh:

HOPMATHUBHO-METOMIECKUE
JIOKYMEHTEI 10 IOKYMEHTAIIHOHHOMY
obecriedeHrIo paboTHI CyIa;
KJIacCH(UKAUHU CIyKeOHBIX
JIOKYMEHTOB M TpeOOBaHHUS K HUM B
cootBeTcTBuH ¢ I'OCT;
KOMIIBIOTEPHYIO TEXHUKY U
COBpeMEHHBIC HHDOPMAIMOHHBIE
TEXHOJIOTHH, OCHOBHI OXPaHKI Tpy/a U
TeXHHKH 0€30I1aCHOCTH.
yMeTh:

OCYIIIECTBIIATh IEPBHYHBIA yIeT
CTaTUCTHYECKOW HHPOPMAIIUH B CyHe
Ha OyMa)KHOM HOCHTEJIC B B
AIIEKTPOHHOM BHJIE.

IIK 2.1. OcymiecTBiIsaTh
MIpUEM, PETUCTPALHIO, YIET 1
XpaHeHue CyJeOHbBIX JIe,
BEIIECTBEHHEIX
JI0Ka3aTeNbCTB U
JIOKYMEHTOB.

HMeTh NPAKTHYECKHH OIBIT:

- TI0 OCYIIECTBICHUIO TTOTHOMOYHIH
COOTBETCTBYIOIIETO paOOTHHKA
ammapara CyJia B COOTBETCTBUH C €r0
JOJDKHOCTHBIM PETJIAMEHTOM.
3HATh:

HOPMaTHUBHO-METOIUIECKHE
JIOKYMEHTHI TI0 JOKYMEHTAIIHOHHOMY
obecniedeHuto paboTeI Cya;
KIaccuQUKAIUHA CITyKeOHBIX
JIOKYMEHTOB ¥ TpeOOBaHMUS K HUM B
cootBercTBuH ¢ I’ OCT; 0CHOBEI
OXpaHBI TPya U TEXHUKU
0e30mMacHOCTH.

JlononnumenvHuvle 3HAHUS,
66e0eHHble 30 CYem Yaco8
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6QPUAMUEHOU YACTIU.

- 0COOEHHOCTH Pa3TUIHBIX BUIOB
CYIOIIPOM3BOACTB: TPaKIaHCKOTO,
YTOJIOBHOTO H aIMHUHHACTPATHBHOIO;
IIOPSIIOK OCYIIECTBIICHHUS
KaccallOHHOTO U HaA30pHOTO
CYIOIPOU3BOJICTB.
yMeTh:

dbopMupOBAaTh JeNa Ha CTaIuu
TIPUHBATHS U Ha3HAYEHUS K CyaeOHOMY
PacCMOTPEHHIO U IIOCTIE UX
PacCMOTPEHMUS; COCTABIIATH,
penaKTHPOBaTh U 0QOPMIISITE
OpraHM3aIlMOHHO-PACTIOPS AU TEIFHEIC
JIOKYMEHTEI.
Jlononnumenvrvle ymeHusl,
86e0eHHble 3a cYem 4acos
6apUAMUEHOU YACTNU:
aHAJTU3UPOBATH OCOOCHHOCTH
Pa3IIHBIX BUJIOB CYAOIPOU3BOICTB:
IPakTaHCKOTO, YTOJIOBHOTO U
aJIMIHUCTPATHBHOTO; 0OPMIIATE
cyneOHbIe TOKYMEHTHI B
KaccallOHHOM U HaJ30pHOM
CYJOIIPOU3BOACTBAX.

IIK 2.2. OcymecTBIsITh
odopMIICHHE T,
Ha3HAYEHHBIX K CyIeOHOMY
pa3zbupaTeIsCTRY.

HMeTh MPAaKTHYeCKHI ONbIT:

- TI0 OCYIIECTBICHUIO TIOJTHOMOYHM
COOTBETCTBYIOMIETO pabOTHHKA
ammapara cyJia B COOTBETCTBHUU C €r0
JIOTKHOCTHBIM PETTIAMEHTOM.
3HATH:

HOPMAaTHBHO-METOIHICCKHE
JIOKYMEHTHI 110 JIOKYMEHTAIIHOHHOMY
obecneueHnIo paboTHI CyAa;
KiaccuUKaIUHU CITyKeOHbBIX
IOKYMEHTOB ¥ TpeOOBaHUS K HUM B
cootBeTcTBuH ¢ ['OCT; OCHOBEI
OXpaHBI TPYJa U TEXHUKH
0e30MacHOCTH.
Jlononuumenwvrwle 3HAHUS,
86e0eHHble 30 cuem Yyacos
8APUAMUBHOU YACTNU!

- 0COOCHHOCTH pa3IMIHBIX BHJIOB
CYJIOIIPOM3BOCTB: TPAKIAHCKOTO,
YTOJIOBHOTO ¥ aIMHHUCTPATHBHOTO;
MIOPSIAOK OCYIIECTBICHHS
KaccallMOHHOTO U HaJ30pHOTO
CyIOIIPOU3BOJCTB.

YMETh:

dbopMupoOBaTh NieIa Ha CTaIUN
NPUHATHS ¥ Ha3HAYCHHS K CyIeOHOMY
PACCMOTPEHUIO U TIOCIIE UX
PacCMOTPEHHS; COCTARIISITE,
pelaKTUPOBaTh U OYOPMIISITH
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OpraHU3alMOHHO-PaCIOPSIUTEIbHEIE
JIOKYMEHTBHIL.

LlononHumenvHule yMmeHUs,
86e0eHHbIe 30 CUem YaCOo8
8apUAMUEHOU YACTIU:
AHAJIM3UPOBATH OCOOCHHOCTH
DPa3IUYHBIX BUJIOB CYAOIPOU3BOJICTB:
rpaXIaHCKOTO, YTOJIOBHOI'O B
aIMHHUCTPATHBHOTO; 0QOPMIIITE
cyneOHbIEe JOKYMEHTEI B
KacCalliOHHOM U Ha/J30PHOM
CyAOIIPOU3BOJICTBAX.

IIK 2.3. OcymiecTBiIsaTh
W3BEIICHHE JIUII,
Y4aCTBYIOIIUX B CyI€0HOM
pa3buparTeIsCTBe,
IIPOU3BOJIUTE PACCHUIKY U
Bpy4€HHE CYIeOHBIX
JIOKYMEHTOB ¥ M3BEICHUM.

3HATh:
HOPMAaTHBHO-METOIMYECKUE
JOKYMEHTEHI 110 IOKYMEHTAIIHOHHOMY
obecriedeHnto paboTHI Cya;
KJaccu(uKanuu Ciry>keOHBIX
IOKYMEHTOB U TpeOOBaHUS K HUM B
cootBeTcTBUH ¢ 'OCT; ocHOBEI
OXpaHBI TPY/a ¥ TEXHHUKH
6€30IacHOCTH.
YMETh:

COCTaBJIATE, PENaKTUPOBATH U
0OPMIIATE OpraHU3aHOHHO-
pacoOpsANTEIbHEIC JOKYMEHTEL.

IIK 2.4. OcymiecTBIsITh
PETUCTPAIHIO, YIET ’
TexHudeckoe opopmireHue
UCTIOJTHUTETEHBIX
JIOKYMEHTOB II0 CyJIeOHBIM
JIeJIam.

3HATh:
HOPMAaTHBHO-METOIHICCKHE
JIOKYMEHTEI 110 JIOKYMEHTAIIHOHHOMY
obecneueHHIO paboTHI Cyaa;
KITacCUUKAMH CITYKEOHBIX
JIOKYMEHTOB ¥ TpeOOBaHUS K HUM B
cootBercTBuH ¢ ['OCT.

yMeTh:

oOpamarh K UCIOTHEHUIO IIPUTOBOPBL,
peIIeHus, ONPEACIICHUT U
ITIOCTAHOBJICHHS Cya.

[IM.2 «ApxuBHOE JEIIO B CyIe»

Pe3yabTaTsl OcHoBHBIE MOKA3ATeJIH OIEHKH ®opMBI H METOABI
(ocBoeHHBIE MpOdeccHOHATbHBIE pe3yabTara KOHTPOJIA H
KOMIIETEeHIHH) OLlEHKH

IIK 1.1. OcymiecTBasaTh AL Texyuyuil
paboTy C 3asBICHUIMU, RONMpPOLL.
S Jononnumenvhvle 3HaHUS, 6?806}”—1&.6 Memoowt
S 13;(1) cuenm 4acos 6apuamusHoi 4acmau. KOHMPONs: )

PAOOK BbIAaYXW KOIIHK JOKYMCHTOB U3 - IPaKTU9YECKUH;

OpraHu3alyi, BECTH IpUeM
IIOCETUTEIIEH B CyI€.

apxuBa.

Dopmvl KOHMPOA:
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JononnumenvHvie ymeHus,

g8edenHble 33 CYem 4acos
8APUAMUBHOT YACTU!

0(hOpMIIATH BEIIATY KOMUMA JOKYMEHTOB
W3 apXuBa.

IIK 1.2. ITonnepxuBaTh B
aKTyaJIbHOM COCTOSIHUH Oa3bl
HOPMAaTUBHBIX IIPaBOBBIX
aKTOB U CyAeOHOU MPaKTHUKH.

3HATH:

IIOPSAOK 0TOOpa Ha XpaHEHHE B
apx¥B CyIOB TOKYMEHTOB, UX
KOMILIEKTOBAHHUS, YIeTa H
HCIOJIB30BAHUS;

IIepedeHb JOKYMEHTOB CYIOB C
yKa3zaHHEM CPOKOB XPaHCHUS;

HOPMAaTHBHEIE YCIIOBHSI
XPaHEHUsSI apXUBHBIX IOKYMEHTOB;

IIK 1.3. ObecnieanBaTth
paboTy OpPrTeXHUKH U
KOMIIBIOTEPHOU TEXHUKH,
KOMIIBIOTEPHBIX CETeH U
IIPOrPaMMHOTO 00eCIeUeHHUS
CYIOB, CaiiTOB CYOB B
uHGbOpMaIOHHO-
TEJIEKOMMYHHUKAITUOHHOMN
cetu "MuTepHET" (Hanee -
cets MHTEpHET).

3HATb:
HOPMAaTHBHEIC YCIIOBHA
XpaHCHUA apXUBHBIX JOKYMCHTOB;

IIK 1.4. ObecneguBars
paboty apxuBa cyna.

HMETh NPAKTHYeCKHil OIbIT:

10 OpraHu3anuy paboTHI ¢
JOKYMEHTaMU;

10 KOMIUIEKTOBAHHMIO CyIEOHBIX
ZIel ¥ HapsiIOB JUISI TOCTOSTHHOTO
XPaHEHUS;

IO OpTaHM3ALAN XPAHEHU ]
apXUBHBIX JOKYMEHTOB;
yMeThb:

IOJTOTaBIUBAaTh CyAeOHbIE Iea
(Hapsipl) ¥ MaTeprasl I a9y B
apxuB;

OCYIIECTBIISATE IOJHOE
odopmierue e (IOMIIUBKY HIIHA
IIepeIUIeT eTa, U3bITHE U3 JIeNa
METaJUIMYECKIX CKPETIOK B CKOOOK,
HyMEPAaIUIO JUCTOB U 3all0JIHEHUE
JIUCTa-3aBEPUTETIS);

COCTaBJIATh BHYTPEHHIOIO OIHChH
JIOKYMEHTOB;

BHOCHUTH HEOOXOIMMEBIE
YTOYHEHHS B PEKBU3UTHI O0JIOXKKH JIeN1a;

0(OPMIIATH pe3yabTaThl CAAuN
JIel Ha apXUBHOE XPaHEHHUE;

COOJIIOIaTh OXPaHHEIM peXXuM
TIOMEINEHNH XPaHUIINIIT,

BBITIOJTHATE IOPSIIOK
HCIIOJIb30BaHUS JOKYMEHTOB apXuBa

cyra;

- omeHKa paboTEHI
Ha IPaKTUYECKHUX
3aHATUIX;
IIpomesicymounasn
ammecmayus.:
Memoow:
KOHMPONA:

- IPaKTAUYECKHI;
Dopmvl KOHMPONAL:

muddepeHIIPOBaH
HEIM 339€T
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OpraHu30BaTh MOPSIO0K 0TOOpa
JOKYMEHTOB B 0OPMIICHHUS UX HA
YHHYTOXEHUE.

JononnumenvHuvie ymeHus,
66€0eHHbIe 30 CYem 4aco8
6APUAMUGHOU YaCMU:

opOPMIIITH BEIIAYY KOTIHIHA
TIOKyMEHTOB U3 apXHuBa.
3HATH:

IOPSIIOK 0TOOpa Ha XpaHEHUE B
apXuB CyJOB JOKYMEHTOB, X
KOMILJIEKTOBaHMUSI, yaeTa "
HCIIOJIb30BaHUS;

IIepeYeHb JOKYMEHTOB CYIOB C
yKa3aHHEM CPOKOB XpaHEHHS;

HOpPMAaTHUBHBIE YCIIOBUS
XPaHEHHs apXUBHBIX JOKYMEHTOB;

IIOJIOXKEHUSI O TIOCTOSIHHO
JIEUCTBYIOIIEN SKCIIEPTHON KOMUCCHH
cyna.

JlononnumenvHvle 3HAHUSA, 66e0CHHbBLE
3a cyem 4acoe 8apuamueHoOL Yacmu:

IIOPSITOK BBIIAYM KOTIHMA
JTOKYMEHTOB U3 apXuBa.

IIK 1.5. OcymiecTBiasaTh
BeIICHUE CyAcOHOMH
CTaTUCTHKH Ha OyMaXKHBIX
HOCHTEIISIX U B BJIEKTPOHHOM
BHJIE.

HMeTh MPAKTHYECKHI ONbIT:
IO OpraHu3anuy paboTHI C
JOKYMEHTaMU;

IIK 2.1. OcymiecTBIsAT
IIpUEM, PETUCTPALHIO, YIET U
XpaHeHHe CyIOeOHBIX NIeI,
BEIIECTBEHHBIX
JIOKa3aTeIbCTB U
JIOKYMEHTOB.

HMeTh MPAKTHYECKHI ONBIT:

IO OpraHM3aluy paboTHI C
JOKYMEHTaMHU;

IO KOMILIEKTOBaHUIO CYIeOHBIX
JIeJT ¥ HapsiIOB AJIS OCTOSTHHOTO
XpaHCHUS;

IO OpraHU3aIUHN XPAHEHUS
ApPXUBHBIX JOKYMEHTOB;
yMeTh:

TIOJITOTABIIMBATE CyIeOHBIE Jlena
(Hapsapl) U MaTEPHUAIEI IS CIAYH B
ApXWB;

OCYIIECTBIIATE IIOJTHOE
oopmienue nei (MOAMKUBKY UITH
MepeTLieT Iea, U3bITHE U3 Jela
METAJTMIECKUX CKPEIOK B CKOOOK,
HyMEPAaIHUIO JHCTOB U 3alIOJTHEHUE
JIACTa-3aBEPUTETIS);

COCTaBIISITH BHYTPEHHIOIO OIIUCH
JIOKYMEHTOB;

BHOCUTBH HEOOXOTUMBIE
YTOYHEHHS B PEKBU3UTHI O0JIOKKH JIeNa;

0QOPMIIATH Pe3yIbTaThl CAAYH
JIelT Ha apXUBHOE XpaHCHUE;

COOJIIOIATh OXPAHHBIA PEXUM
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IIOMEIIEHUM XpaHMUIAL];

BBIMIOJIHSATE TOPSIIOK
UCIOJIb30BaHUS JOKYMEHTOB apXuBa
cyna;

OpraHU30BaTh MOPSIOK 0TOOpa
JIOKYMEHTOB ¥ 0(OpMIICHHUS X Ha
VHHAYTOXKCHHUE.

Jlononnumenvrvie ymeHus,
66e0eHHbIE 30 CUem YACO6
8APUAMUBHOU YACTNU.

oGOopMIIATH BEIAATY KOITHHA
JIOKyMEHTOB U3 apXHUBa.
3HATh:

MOPSIAOK 0TOOpa HAa XpaHECHHE B
apX®B CyJ0B JOKYMEHTOB, HX
KOMILIEKTOBaHUS, ydeTa 1
HMCIOIL30BAHMA,

IepedeHb JOKYMEHTOB CYIOB C
yKa3aHHEM CPOKOB XPaHCHUS;
JHononnumenvhvle 3HAHUS, 66E0eHHbIE
3a cuem 4yacoe 6apuamuUeHoOl YaCmu.

TIOPSIAOK BBIIAYH KON
JIOKYMEHTOB M3 apXHUBa.

[IK 2.2. OcymecTBIsaTh
oopmieHue me,
Ha3HAYCHHBIX K CyAeOHOMY
pa3OmpaTenbCIBY.

AMeTh NPAKTHYeCKH ONBIT:

10 OpraHu3anuy paboTsl ¢
JIOKyMEHTaMHU;

IO KOMILJIEKTOBAHHIO CYIeOHBIX
JIeNT ¥ HapsiIoB IS IIOCTOSTHHOTO
XpaHEHWST,

YMeTh:

OCYIIECTBIIATE IOJIHOE
odopmienue nen (TOIIIMBKY UITH
MepervIeT Aema, U3BSITHE U3 JAeTa
METAUTMIECKIX CKPEIIOK B CKOOOK,
HyMEPAITHIO JICTOB U 3alIOJTHEHUE
JUCTa-3aBEPUTEIS);

COCTaBIISITH BHYTPEHHIOIO OIHCH
JIOKYMEHTORB;

BHOCHTH HEOOXOIUMEIE
YTOYHEHUS B PEKBU3UTHI OOJIOKKH JIeNa;

3HaTb:
IIEPCUCHE JOKYMCHTOB CYZOB C
YKa3aHueM CPOKOB XPaHCHHUA;

IIK 2.3. OcymiecTBisaTh
U3BEIICHUE JINII,
Y4YacTBYIOIIUX B CyIeOHOM
pa3buparensCcIBe,
IIPOU3BOJUTE PACCBUIKY U
Bpy4YeHHE CYIeOHBIX
JOKYMEHTOB M U3BEICHUIM.

HMeTh NPAKTHYECKHH ONbIT:

IO OpraHU3auu paboTHI C
JIOKYMEHTaMHU;

10 KOMIUIEKTOBAHHUIO CyJEOHBIX
JIel ¥ HapsIIOB JUIS TOCTOSTHHOTO
XpaHCHHUST,
yMeETh:

OCYIIECTBIIATE IIOJTHOE
odopmierne aen (IOAIMMBKY HIX
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HEpEIUIET Iea, U3BATHE U3 AeTa
METAJUIMYECKIX CKPETIOK B CKOOOK,
HyMEpAaI{IO JTUCTOB U 3all0JIHEHUE
JIACTa-3aBEPUTETIS);

COCTaBIISTh BHYTPEHHIOIO OIUCH
JIOKYMEHTOB;

3HATH:
IIepedeHb JOKYMEHTOB CY/IOB C
yKa3aHHeM CPOKOB XpaHEHUs

IIK 2.4. OcymiecTBIATh
PETUCTpAIUIO, YIET U
TeXHUIECKOoe 0ohopMIIeHUE
HCIOJTHHUTETBHBIX
TOKYMEHTOB 110 CyJIeOHBIM
Zeam.

HMETb IIpaKTI/I'IeCKI/Iﬁ OnBbIT:
10 Opranu3alnyuu pa6OTLI C
AJOKYMCHTAMU,
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Ilpunosicenue 1
YACTHOE ITPOPECCHOHAJIBHOE OBPA30BATEJIBHOE YYPEX/EHUE
«KOJJIEIUK YIIPABJIEHUS 1 ITIPABA»
(MII0Y «KOJUJIEK YIIPABJIEHUS U IIPABA»)

Anpec: 634050, r. Tomck, yn. 3anuBHas, 1- b, /¢ (3822) 530-087

OTYET

0 NpPpaKTHKE

¢ « » 20 r.mo « » 20 r.( HeJeJIb)

(Ha3BaHME OpraHU3alUK)

CTYACHTA

(®UO nmonHOCTEIO)

Kyp¢ - rpynnoa
cHenHaJbHOCTh/HANIPaBJICeHH e

PyKOBOIII/ITeJIb INPpaKTHKH 0T €0JLJICIKA

(mOMKHOCTB, NOMKCH, PacIIN(POBKA MOJIIUCH)

Or4yer caH B KOJLICIK
« » 20 T Onenka

« »

(TpornuchIo)

(BOMKHOCTB, MOANHMCH, paCIIH(POBKA MIOAIIHUCH) (HOKHOCTB, TIOAIHMCH, paciIH(POBKA IIOATHCH)
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IIAH-I'PAOUK ITPOXOXJEHNWA ITPAKTUKHA
(BUI IPaKTUKH, CIICIIHATIEHOCTD)

Ilepuon Bug paborsr

®UO crynenTa

« » 20 roga
MOANHUCH
D®HUO, 10KHOCTH
PYKOBOJHMTE/ISI HPAKTHKH OT OPraHH3aluu
« » 20 roga
MOANHUCH
®UO, 10KHOCTH
PYKOBOIUTEJISI MPAKTHUKH OT KOJUIEIKA
« » 20 roga
MOAMHCH
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NHINBUAYAJIBHOE 3AJJAHUE
Ha (BMJ NPaKTHKH, CHEUHATIBLHOCTD)

I

(®HO obyvaromerocs MOJHOCTEIO)
Ob6yyaromerocs Kypca y4yeOHas rpymma Ne
MecTo IPOXOKICHUS IPAKTHKH:

Cpox IpOXOXIEHUS NPAKTUKH C € » 201 r.mo«_ » 201 r

33].13‘11/], KOTOPBIC JOJIKHBI OBITH pemeHbl oﬁytmxoummcn B X0J€ NMPOXO0XKACHUSA NMPAKTUKH
>

>

Couepmalme IPaKTHKH, BOIIPOCHI, NONJIEKANIHE U3YYEHHIO:
v

v

Ilnanupyemble pe3yJbTaThl MPAKTHKH:

v
COI'JIACOBAHO YTBEPXIAIO
PykoBoauTenb NPaKTUKH OT OPraHU3auu PyxoBoauTe/b NPAaKTHKH OT KOJUIEIKA
«__» 20 I. «_» 20 T.
3agaHue OPUHATO K UCIONHEHHIO: «_» 201_r. (moamuck
o0yyaromerocs)
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JHEBHUK ITPAKTUKH
CTyeHTa

YACTHOE TPOPECCHOHAJIBHOE OBPA30BATEJIBHOE YUYPEXJIEHUE
«KOJJIEJUK YIIPABJIEHUS U ITPABA»
MIIOY «KOJIJIEJXK YIIPABJIEHUS U ITPABA»)

0J5(0)

Kypc rpyIma baxympTeT
CIENUAIBHOCTD
MecTo npoX0XICHUS TPAKTHKA
IIpoxonumn mpakTUKy ¢ o , HEJeNb
PaGoran B xagecTBe

Brmonamn cnexyronyro paboTy:

Jara Copaepxxanue padoThl

3aKIroueHue PYKOBOOUTEIA IPAKTHKHA OT Opranu3anun

Onenxka ITomnuce

MII opranuzanuu

3aKIIroucHIe PYKOBOIUTEILA IIPAKTHKX OT KOJIIICXKa

Onenka
Tloamuce
Hrorosas oneHka (10 pe3yIbTaraM 3aIluTEl
IIPaKTUKHN)

(naumeHOBaHMe Kadenprr) (monmuce) (pacmupoBKa MOIIHCH)

JlaTa moanucaHus
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XAPAKTEPUCTHKA - OT3bIB
YACTHOE ITIPOPECCHOHAJIBHOE OBPA3OBATEJIbHOE YUPEXK/IEHUE
«KOJUIEJK YIIPABJIEHHUSA U TIPABA»
MIIOY «KOJLJIEK YIIPABJIEHUS U IIPABA»)

Anpec: 634050, 1. Tomck, yn. 3anueHas, 1- B, /¢ (3822) 530-087
1. ®UO crynenra

2. Mecto IIPOXOXKXACHUA IPAKTHKH

3. Paboran B kauecTse

4. HackonpKO YIOBNETBOPSET yPOBEHb MOTOTOBKH CTYAEHTA: TEOPETHIECKH, IPAKTHIeCKHit

/BBICOKUH, XOPOIIHiA, YIOBIETBOPUTENLHEIN, HA3KHEA/

5. I[CJIOBI)IG Ka4qCCTBa: HCIIOJIHUTCIBHOCTE, OIIEPATUBHOCTE, OTBETCTBCHHOCTh, OPraHM30BaHHOCTD,
CaMOCTOATECIIPHOCTE B IIPHHATHH pCHIeHHﬁ; APYTHC JIMYHBIC KA4Y€CTBA, OPHCHTHUPOBAHHEIC HA

npodeccuro

6. Haprixu O6IIIGHI/ISI, TPaMOTHOCTD PE€YH B ACIIOBOTO IHMChMA, HpO(i)CCCI/IOHaIIBHaSI T'paMOTHOCTB,

YMEHUE CTPOUTE ACTIOBBIC OTHOIICHHUS B KOJUJICKTUBE

7. Kakue HeJOCTATKH B TOMTOTOBKE cryaenTta Ber otmeuaeTe?

8. Bammu IIPEAJIOXEHUA 10 Ka9Y€CTBY B COACPKAHUIO IIOATOTOBKH CIICITUAIIMCTOB:

PykoBonuTens opraHu3amum

IOJDKHOCTB HOJIHCH pacmuppoBka

MOJIUCU

ara MII
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