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Pabouas mporpamma npodeccuonanbuoro moayist [IM.02 Opranu3zanus TeKyIero
XpaHEeHHsI JOKYMEHTOB M TMOATOTOBKA JeN JJis Nepelayd B apXuB pa3paboTaHa Ha
ocHoBe denepasbHOrO TrOCYJIapCTBEHHOTO 00pa30BATENbHOIO CTaHAapra (Jgaisee —
®dI'OC) o npodeccun cpeanero npodeccuoHanbHoro oodpazopanus (ganee — CIIO)
46.01.03 [enonpou3BOoaUTENb, yTBEPKIACHHOTO MPHKa30M MUHHUCTEPCTBA O0Opa30BaHUs

n HaykuPoccun Ne@57 ot 14.11.2023, 3apeructpupoBanHoro B Muniocte Poccuu
15.12.2023 Ne 76432

Opranuzanusi-pa3padoTUHK:

ABTOHOMHAas HEKOMMeEpYECKasi opraHu3aiys npodecCuoHaIbHOTO 00pa30BaHMUs
«Komnemxk nunosaruit «IIpodeccuonan" (AHO I10 «Komnemk nHHOBaIui
«IIpodeccronany)
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1. OBIIAS XAPAKTEPUCTHKA HNPUMEPHOM PABOYEN
IMPOTPAMMBI TIPO®ECCUOHAJIBHOI'O MOJIY.JIS

2. CTPYKTYPA U COAEPKAHUE IMPO®ECCHOHAJBHOIO
MOIYJIS

3. YCJIOBUSA PEAJIM3AIIMA TPO®ECCHUOHAJIBHOIO
MOYJIS

4. KOHTPOJIb U OIIEHKA PE3YJBTATOB OCBOEHUS
MMPOPECCHOHAJBHOI'O MOYJISI

5. OCOBEHHOCTHU PEAJIM3AIIMN AUCHUIIVIMHBI [JIA
NHBAJINI10B n JIMI C OI'PAHUYEHHBIMUA
BO3MOKHOCTAMMH 3JO0POBbSA



1. OBIIASI XAPAKTEPUCTUKA IIPUMEPHOM PABOYEM
ITPOI'PAMMBbI
HPOPECCHUOHAJIBHOI'O MOAY JIAA
«IIM.02 Opranu3anus TeKylero XpaHeHusi J0KyMEHTOB U MOAT0TOBKA eI
JJIA Iepeavyu B apXHUB»
1.1. Hespb 1 JIaHUPYyeMbIe Pe3yJbTATHI 0CBOCHUSA NMPOJecCHOHATBLHOTO
MOAYJIsl
B pesynbrare wu3yueHus NPOPECCHOHATBHOIO MOAYIS OO0ydaroluiics
JOJKEH OCBOMTH OCHOBHOM BHJI AEATENBHOCTU: «OpraHn3anns TEKYIETO XpaHEHUs
JOKYMEHTOB U IOJArOTOBKA JIEJ JUIs IIepefjau B apXUB» U COOTBETCTBYIOLIUE EMY

00II1e KOMITETEHIIUU U TTPO(PECCHOHAIIbHBIC KOMIIETCHITUH:
1.1.1. Ilepedenp oOIIUX KOMITETCHITUI

Kon HaunmeHnoBaHue 00IMX KOMIIETEHIIMIA

OK 01. | Boibupare  cmocoObl  pemieHus  3a7ad  NpodecCHOHANbHOMN
JESATeIbHOCTU MPUMEHUTENBHO K Pa3JIMYHBIM KOHTEKCTaM

OK 02. | Fcnionp30BaTh COBPEMEHHBIE CpEICTBA IIOMCKA, aHAIU3a W
UMHTepIpeTauuu uHpopmaiuu, 1 THHOPMAIUOHHBIE TEXHOJIOTUHU IS
BBITNIOJIHEHUS 33/1a4 TPO(PecCHOHATBLHOM eI TeIbHOCTH

OK 04. | DpdexkTuBHO B3auMoOJeHCTBOBaTh W paboTaTh B KOJUJIGKTUBE U
KOMAaHJIE.

OK 05. | OcymiecTBisiTb yCTHYI0O M THCbMEHHYI0 KOMMYHHUKAIMIO Ha
rocyaapctseHHOM s3blke  Poccuiickonn  ®epepauun ¢ y4eToMm
0COOCHHOCTEH COIMAIFHOTO M KYJIBTYPHOTO KOHTEKCTA.

OK 09. | ITosnb30BaThCs npodeccruoHambHOM JIOKYMEHTALUEN Ha
rOCYJIapCTBEHHOM M MHOCTPAHHOM SI3bIKaX.

1.1.2. Tlepedens npodecCUOHATBHBIX KOMIIETEHIUN

Kon HanMeHoBaHUe BHIOB 1eAATEIbHOCTH U IPO(PECCHOHATBHBIX
KOMIIeTEeH LIl

B/ 2 OpraHu3anust TEKYIIEr0 XpaHEHUs! JTOKYMEHTOB M IOArOTOBKA JEI
JUISL IEpEAavy B apXHUB

IIK 2.1. | OcymiecTBJasAITL pa3padoTKy M BeleHHE HOMEHKJIATYPHI el
CTPYKTYPHOI'O OAPa3AeIeHUs

IIK 2.2. | ®opmupoBarh JAena B COOTBETCTBUM C HOMEHKIATYpPOW JeElI H
npaBujiaMu (OPMUPOBAHUS JEII.

IIK 2.3. | OcymecTBisATh TEKyLIEE XpaHEHUE, Y4YET W HCIOJIB30BAHHUE MEI
(IOKYMEHTOB).

IIK 2.4. | OCylecTBIATh IKCIEPTU3Y LEHHOCTH JOKYMEHTOB, BECTH OTOOD
NOKYMEHTOB Ha XpAaHEHUE W YHHUUYTOXKEHUE, ITOKYMEHTHPOBATh
paboTy PKCIEPTHOM KOMHUCCHH.

IIK 2.5. | OdpopmnsaTe J1ena MOCTOSHHOTO U JOJITOBPEMEHHOIO CpPOKOB
XPpaHEHHUs1 JUIs IEpPelayu B apXUB OPTaHU3aLUU.

IIK 2.6. | CocTaBisiTh ONMKUCH JIEJ IOCTOSTHHOT'O U JIOJITOBPEMEHHOI'O CPOKOB
XpaHEHHSI.




1.1.3. B pesynbrare ocBoeHUS MpOo(HEeCcCHOHATHFHOTO MOTYJISI 00yJarOIIAACS

JOJIZKCH:

Bianers HaBBIKAMU

CocraBieHue ¥ BEJCHHE HOMEHKIATYPHl JCI
CTPYKTYPHOTO MOJpa3IeICHHS.

[TpoBepka MpaBHWIIBHOCTH OQOPMIICHUS JOKYMEHTOB
U OTMETKM 00 WX WCIOJHCHHHM Tepel UuX
dbopMupoBaHHEM B €O I TOCJEIYIOIIETO
xpaneHus. DopMupoBaHue aena.

KoHTposnb  mpaBUIIBHOTO W CBOEBPEMEHHOTO
pacmpeneneHrs W TOIIIMBKH JOKYMEHTOB B Jena.
[lepenaua qOKyMEHTOB BO BpPEMEHHOE TI0JIb30BAHUE
[IpoBepka  CpOKOB  XpaHEHUS  JOKYMEHTOB,
COCTaBJICHHE TMPOTOKONAa  PabOTBl  AKCHEPTHOM
KOMHCCHU TIO TIOATOTOBKE JTOKYMEHTOB K XpaHEHUIO,
aKTa O Tepeaade Ha YHHUYTOXKCHHE JOKYMEHTOB, HE
MOIICKAIINX XPAHCHHUTO

Odopmienne aen MOCTOSHHOTO, JOJTOBPEMEHHOTO
cpokoB xpaHeHus. OdopmiieHre O0OJIOXKKH e
MOCTOSIHHOTO, JIOJITOBPEMEHHOTO CPOKOB XPaHCHHUS.
[lepenava nenm B apXvB OpraHU3aIUH.

dopmupoBaTh CTIIPaBOYHBIN ammapar,
o0ecneunBarOIIMiA OBICTPHIN TOUCK IOKYMEHTOB.

YmMmeTn

Pa3pabarbiBaTh HOMEHKJIATYpy [eJ1 CTPYKTYPHOIO
noapasaeneHusa. PopMyIupoBaTh 3aroja0BKU J€1 U
ONPENEIIATh CPOKU UX XPAHECHMUS.

Opranu3oBeiBaTh paboTy MO (POPMUPOBAHUIO NN B
COOTBETCTBUM C YTBEPKICHHOW HOMEHKJIATYpOU JEI
oprannzauuu. OopMUpOBaTh TOKYMEHTBHI B JENa C
yyetoM ux cneuuduku. CucremMaTu3npoBaTh
JOKYMEHTBI BHYTPH JI€TIA.

Opranu3oBbIBaTh XpaHEHHE JOKYMEHTOB B IPOLECCE
UX WMCIIOJHEHUS U TEKyLIee XPaHEHUE MCIOJHEHHBIX
JOKYMEHTOB.

Opranu3oBeIBaTh paboOTy MO Yy4Y€Ty, XpPaHEHHUIO U
nepegaye B COOTBETCTBYIOLIME  CTPYKTYPHBIE
NOAPA3AECICHUS JOKYMEHTOB TEKYILETo
JEJIONPOU3BOICTBA.

[TpumeHnsaTs HMHPOPMALMOHHO-KOMMYHUKALMOHHBIE
TEXHOJIOTUH IIPU pabOTE C TOKYMEHTaMHU
OCyIIECTBIATh AKCIEPTU3Y LIEHHOCTH JOKYMEHTOB.
OdopMIIATh TOKYMEHThI 3KCIEPTHON KOMHUCCHUHU.
['oroBuTh W  mepenaBaTh  JOKYMEHTAJIbHBIC
MaTepuralbl Ha XpaHEHUE B apXUB.

CocTaBisATh U 0POPMIIATH OIUCH €I TOCTOSHHOTO U
JOJITOBPEMEHHOI'O CPOKOB XPAaHEHHS.




Hcnonb3oBaTh HOMEHKIIATYPY JI€ IIPU COCTABJICHUU
OITHCEN JIENI.

3HaTh

HopmatuBHbIE TIpaBOBbIE  aKThl, HOPMAaTHBHO-
METOJUYECKHEe  JOKYMEHTBI,  TOCYJapCTBEHHBIC
CTaHAapTHI, OTIPEEIISIIOIINE MOPSIIOK
JOKYMEHTAIMOHHOT'O 00eCTeYeHUsl yIIpaBiIeHUs
Bunbst  HOmenknatyp, oOmmume TpeOoBaHHUA K
HOMEHKJIaType, METOAMKAa €€ COCTaBJICHUA W
ohopmIIeHUS

[IpaBuna coriiacoBaHus HOMEHKIATYpbl JE€Nl C
BEJJOMCTBEHHBIMU  apXWBaMH ¥  DKCIEPTHOM
KOMUCCHUEN

[Mopsinoxk  dopmupoBanus u odopmieHHus [e,
cnenupuka (GOpMHUPOBAHUSA OTAEIBHBIX KaTErOpHii
hi(Sh)

[IpaBuna XxpaHeHus 7€, B TOM YUCIE C JOKYMEHTaMH
OTPaHUYEHHOTO JIOCTYTIA.

[IpaBuna BBIAYM W UCTIOJIB30BAHUS JOKYMEHTOB U3
c(hOpMHUPOBAHHBIX JIET

[Topsinok BbIAAYM JTOKYMEHTOB JIJISl MCIIOJIb30BAaHMUS
paboTHUKaM OpraHu3allli, pe1oCTaBICHUE
JIOKYMEHTOB T10 3alpocaM BHEUTHUX OpTraHu3aIui.
Kputepun pasneneHuss JOKYMEHTOB Ha TpYIIbl B
COOTBETCTBUM  C  IIEHHOCTbIO  HMH(pOpMaLuu,
COJIepKAIIEUCS B HUX

[Topsok UCTOJIb30BaHUS TUIIOBBIX WIH
BEJOMCTBEHHBIX nepeyHei JOKYMEHTOB,
ONpENENEeHUs] CPOKOB XpaHEHUsT B  Ipolecce
HKCHEPTU3BI IEHHOCTH TOKYMEHTOB.

[Topsimok CO3JaHMus, OpraHu3aIuu u
JOKYMEHTHUPOBaHUS PabOTHI IKCIIEPTHON KOMUCCHH.
[IpaBuna coctaBieHHs W YTBEPKACHHS MPOTOKOIA
pabOThI HKCIIEPTHOM KOMHUCCHH.

[IpaBuna coctaBieHUs W YTBEPXKICHUS akTa o

BBIJICJICHUM  JTOKYMEHTOB, HE  MOMJIEeXKAIIUuX
XPAHEHUIO.

HopmaruBHble mpaBOBBIE  aKThl, HOPMAaTHUBHO-
METOJIMYECKHE  JTOKYMEHTBI,  T'OCYJIapCTBEHHBIC

CTaHJIaPThl, ONPEACIIAIONINE MOPAIOK OPOPMIICHUS U
nepesayu Aell B apXuB OpraHUu3alyy.

[IpaBuna TexHUYeCKOM O0OpabOTKM M  IOJHOTO
opopMiieHUsT €1 TOCTOSHHOIO M BPEMEHHOIO
xpanenus. IlpaBuna mnepemaum Jgen B apXuB
OpraHM3aLy.

ITpaBusia CcOCTaBJIEHUSI ONMCH JI€] NOCTOSHHOIO U




BPCMCHHOI'O XPpaHCHUA B COOTBCTCTBHUH C
HOPMATUBHO-MCTOAMYICCKUMHU JOKYMCHTAMHU

1.2. Kosiu4ecTBO 4acoB, 0TBOJIUMOE HA OCBOEHHE NMPO(ecCHOHATBLHOTO
MOTYJIsI

Bcero gacos - 412
B TOM 4HCJIe B (hopMe MPAKTUIECKON MOATOTOBKH - 92

N3 Hux Ha ocBoenne MJIK - 178
MPAKTUKH, B TOM YHCIIe yaeOHas - 72
pOU3BOJICTBEHHAA - 144



2. CTPYKTYPA U COAEP KAHUE NIPOPECCUOHAJIBHOI'O MOAYJIA
2.1. CtpykTypa npog)ecCHOHAJIBHOT0 MOIYJIsI

e 0O0beM npodeccnoHATEHOTO MOIYJIS, aK. Jac.
Q
<
E O6yuenne mo MJIK Tpaxrug
E = B ToMm uncie
Konpr = 2 =
npodeccHoHaNbHBIX HaumenoBanus pa3nenos Beero. uac E g 3 2
1 o0Imux npo(heCcCHOHAIBHOTO MOIYJIs S E | o 5 = = §
KOMITETEHIMIA 2 S § JlaGoparopubix u | KypcoBbix CaMOCTOSTebHAS a g s E
4sa m IIPaKTUYECKUX pabot ] Z5 2 =
m 9 pabora 5 © 5 Q
- 3aHATUI (IpoeKTOB) = E > gg
: 5 £
1 2 3 4 5 6 7 8 9 10 11
K 2.1. - Paznen 1. OmnepaTuBHOE 88 46 88 46 X X X X X
[IK 2.6. XpaHEHHE JIOKyMEHTOB B
OpraHu3alyy ¥ MNOArOTOBKA JEI
OK 01. JUIA TIepeJiaud B apXHB
OK 02. MJIK 02.01 Cucrematuzamus u
OK 04. opraHu3anus ONEPATUBHOTO
OK 05. XpaHeHUs]  JOKYMEHTOB, U
OK 09. MOATOTOBKA AEJ JUIsl Iepejauul B
apXuB
MK 2.1. - MJIK 02.02 Obecrnieuenue 90 46 90 46
IIK 2.6. COXPaHHOCTH JIOKYMEHTOB
OK 01.
OK 02.
OK 04.
OK 05.
OK 09.
Y4yeOHas NpaKTUKA 72 72 72
IIpou3BoacTBEeHHAS NPAKTHKA 144 144 144
[IpoMexxyTouHas aTTecTalus X X
Bcezo: 252 240 | 12 24 X | X | X | 7 144

' Camocmosmenvnas paboma e pamxax 06pazoeamenspHoll npospammbl RIAHUPYemcs 06pazoeamensHoll opeanusayueti 6 coomsemcmeuu ¢ mpebosanuamu @IOC CIIO e npedenax obvema
npogeccuoHanbHO20 MO0V 8 KOAUYecmse 4acos, HeoOXo0umom OJisl 8bINOIHEHUs 3A0aHULL CAMOCMOAMENbHOU pabomsl 00VUAIOWUXCA, NPEe0YCMOMPEHHBIX MeMAMUYeCKUM HIAHOM U
COOePIAHCAHUEM MENCOUCYUNTUHAPHO2O KYPCA.



2.2. TemaTnuyeckuii IJIaH U cojep:kaHue mpodeccnonaabHoro moayJas (IIM)

HaumeHnoBaHue
pa3aesioB U TeM
npogdeccuoHAIBLHOI0
moayas (IIM),
MEeKAUCUUIIIIMHAPHBIX
kypcoB (MJIK)

Conep:xxanue yueOHOro marepuaJa,
JabopaTopHbIe padoThl M NPAKTHYECKHE 3aHATHSI, CAMOCTOSITeIbHAsA yueOHas padoTa
o0yuyawuuxcsi, KypcoBasi padora (poeKT) (eciu npedycmompervl)

O0beMm, akaja. 4./ B
TOM 4HucJje B popme
NMPaKTHYeCKOM
NMOATO0TOBKH, aKaJ. 4.

1

2

3

Pa3jnen 1. OnepaTuBHOE XpaHeHHe JOKYMEHTOB B OPraHM3allM| M MOJAT0TOBKA JIeJ1 JIsl lepeauyd B apXuB

252/240

MK 02.01 CucremaTu3auus ¥ OpraHu3amusi onepaTUBHOI0 XpaHeHHUsI IOKYMEHTOB, U MOJAr0TOBKA JieJI JIJIfl epelavu B apXuB

36/24

Tema 1.1.

OO0mme NpUHIHIBI
CHCTeMaTH3AIMH eI
U y4eT JOKYMEHTOB
OpraHu3anuu

Conep:kanue

8/4

1. CucremaTuzanusi OKYMEHTOB B Jeiornpou3BoicTBe. OOmmue TpeOOBaHUS K CHUCTEMaTHU3AIMN
JOKYMEHTOB H (opmupoBaHuio nen. PacmpeneneHue HCMONHEHHBIX JOKYMEHTOB TIO JI€JIaM.
Homenkmarypa nen: onpenencHue, BUABI, QYHKIMH, Ha3HaueHHe. HopMaTuBHAs OCHOBa pa3pabOTKH
HOMEHKJIATypbl JAel. Buasl HOMeHKnatyp nen (mpuMepHas, TumoBas, KoHkpeTHas). CTpykTypa
HOMEHKJIATYpbI JIeJI, B TOM YMCJIE MOPAJOK PACHOJIOKEHUS pa3[eoB B CBOAHONW HOMEHKJIAType Iell.
CxeMa cucreMaru3anuu JOKYMEHTOB B HOMEHKJIAType Jell. BbIsiBilieHHE cocTaBa JOKYMEHTOB s
COCTaBJICHUS] HOMEHKJIATYpPhl JeJl.

2. [IpaBuna uHIEKCAlMU A€, COCTaBICHUS 3arojoBKOB en. [lopsaok uHaekcanuu el U onpeaeeHus
CPOKOB XpaHEHHUsl NOKYMEHTOB. OCOOCHHOCTH OTPa)K€HHS B HOMEHKJIAType NeN SJCKTPOHHBIX JIedl.
CoBpeMeHHasi cucCTeMa NEpPeYHE [TOKYMEHTOB U CpPOKHM XpaHEHUs JOKYMEHTOB. TuMOBBIE U
BEJIOMCTBEHHBIE NIEPEUHH TOKYMEHTOB. CTPYKTypa nepevyHeil 1 X HaBUTallUs.

3. Tlopsmok pa3paOOTKM HOMEHKJIATYphl, BKJIIOYash BOIMPOCHI COTJIACOBAHUS M yTBEPXKIACHHS
HOMEHKJIATypbl eI, €XKETrOoJHOM KOPPEeKTHPOBKM HOMEHKIATyphel gen. llopsaok cocraBieHus
KOHKPETHOW HOMEHKJIATYphI JAen moapasaeneHus. [lopsaok BeneHHs HOMEHKIATYpHI el B TEUYCHUE
JIEJI0NPOU3BOJICTBEHHOIO (KaJIEHAAPHOT0) r0/1a U MOPSII0K €€ KOPPeKTUPOBKHU. CocTaBIeHNE UTOMOBOM
3aMKCH O KOJMYECTBE U KATETOPHSIX Jel, CQOPMUPOBAHHBIX B JCIONPOU3BOICTBE.

B TOoM ymc/ie NIPaKTHYECKUX 3aHATHI M JJAa00PATOPHBIX PadoT

IIpakTnyeckoe 3ansitue Ne 1-2 CocraBrneHue U oQopMIeHHE HOMEHKJIATYphl Jell KOHKPETHOM
HOMEHKJIATyphl Aen mnojpaszeneHus. Pabora ¢ IlepeyHs MM THUIIOBBIX YNpPaBIEHYECKUX apPXUBHBIX
JIOKYMEHTOB 110 ONPEIEIICHUI0O CPOKOB XpAaHEHHUs IOKyMEHTOB. COCTaBI€HHME HMTOIOBOM 3allMCH O
KOJINYECTBE M KaTErOPUAX JIesl, CPOPMHUPOBAHHBIX B JIEJIONPOU3BOICTBE.

Tema 1.2.
OneHka 3HAYNMOCTH
AOKYMEHTOB M

Conep:xanue

4/2

Kpurepuu onieHkr HHPOPMALIMOHHOTO COJIEpKaHUsI JOKYMEHTOB. KpuTepun O1ieHKH TPOUCXOKICHHUS.
Kputepusmu oneHku cogepxanusi. Kpurepun onieHKH BHEIIHUX 0COOEHHOCTEH.




onpesejieHHe CPOKOB
WX XpaHeHUusl

9KCH€pTPI3a HOCHHOCTH OOKYMCHTOB MW S3KCICPTHBIC KOMHCCHHU. IlonsiTHe M Ha3HAYEHHE OKCIICPTU3BI
OCHHOCTH OOKYMCHTOB. HpI/IHHI/IHBI U  KPUTCPUHU OSKCHCPTU3LI LHEHHOCTH OOKYMCHTOB B
JACIOIMPOU3BOJACTBC.

OpFaHI/I3aHI/IH MPOBCACHUA OSKCHCPTU3BI LHCHHOCTH OJOKYMCHTOB. OTarel IMPOBCACHUA OSKCIICPTU3BI
OCHHOCTH. HOpHI[OK IIPpOBCACHUA U O(i)OpMJ'IeHI/IH PE3YJIbTATOB SKCIICPTU3BI HCHHOCTU TOKYMCHTOB

B Tom unc/ie npakTHYECKUX 3aHATHH M JIa00PaATOPHBIX padoT

IIpakTnyeckoe 3ansiTue Ne 3. JlenoBas urpa «Opranuzamus paboThl SKCIIEPTHOM KOMUCCHH, TTOPSTIOK
IIPOBE/ICHUS SKCIEPTU3bI LIEHHOCTU JTOKYMEHTOB». OTOOp JOKYMEHTOB Ha XpaHEHUE U YHUUTOXKEHUE,
JIOKYMEHTHPOBaHHUE pabOThI SKCIIEPTHON KOMHCCHH.

Tema 1.3.
OnepatusHoe
XpaHeHHe JOKYMEHTOB
y HCIIOJTHUTEJIel

Conep:xkanue

6/4

OnepatuBHOE XpaHEHHME JOKYMEHTOB: MOHATHE, perjameHTanuss JIOKyMeHThl oOpraHu3alu,
MOJJIEXKAIIUE ONEPATUBHOMY XpaHEHWIo. [IpuHIMIBI OpraHu3anusi ONEPAaTUBHOTO XPAHECHMS.
WHcTpyKLKs MO J€I0IPOU3BOJACTBY — KaK JOKYMEHT PEMIAMEHTHUPYIOINHI TOPSIOK TEKYLIETO XpaHEHUs
JIOKYMEHTOB B Opranuzauuy. OnepaTMBHOE XpaHEHUE JTOKYMEHTOB B CTPYKTYPHBIX HOJAPa3IEICHUAX
opranuzaiui. OcoOEHHOCTH TEKYIIEro XpaHEHUs SJIEKTPOHHBIX IOKYMEHTOB. Tekyliee XpaHEHHE
JTOKYMEHTOB B KaJpOBOM ciyk0e.

VYcnoBusi onepaTUBHOTO XPaHEHUS JOKYMEHTOB. 3allldTa WX OT TOBPEXICHUS M OOecreyeHue
KOH(UICHIMATBHOCTH, cojepxkalleiics Ha HUX HHGpopMauuu. OTBETCTBEHHOCTh 32 COXPAHHOCTh
JIOKYMEHTOB JI0 MepeJaun UX B apXHUB.

B ToM uync/ie NpaKTHYECKUX 3aHSATHI M JJa00PATOPHBIX PadoT

IIpakTHyeckoe 3ansitue Ne 4. Ilopsinok ydera v MUCTIONb30BaHUS A€l (JOKYMEHTOB), HAXOAAIIUXCS B
TekymeM xpaHeHuu. Oc¢opmieHue TMnpukaza IO OCHOBHOM jedrenbHocTH «O  Ha3HAYeHUU
OTBETCTBEHHBIX 33 OIEPATUBHOE XPAHEHUE JOKYMEHTOBY.

IIpakTnyeckoe 3anmaTume Ne 5. CocraBnenue pasgena «OpraHuzanusi ONEPaTUBHOIO XPaHEHUS
JIOKYMEHTOB» JUIsl IHCTPYKIMHM 110 JI€J0NPOU3BOJICTBY.

Tema 1.4.
IToaroroBka
AOKYMEHTOB M JieJ1 K
AJIUTETbHOMY H
MOCTOSIHHOMY
XpaHeHHUI0

Conep:kaHue

[Topsnox popmupoBaHus e B opranu3anuu. TpeboBanus K 0pOpMIICHHUIO /1€, TPUHUMAaEMbIX B apXUB.

[Topsiox mepenayn TOKYMEHTOB Ha apXWMBHOE XpaHEHHE. ApXMBHAs ONUCh: Ha3HAYCHHE, (YHKLUH,
Bubl. [Topsinok odopmitenns v paboThI C apXUBHOM ONMUCHI0. ONMUCH AN CTPYKTYPHBIX MOIpa3IeICHUH.
Omnucu aen opraHu3alyu: IOCTOSIHHOIO XPAHEHNUs, 110 INYHOMY COCTaBYy, BPEMEHHOT'O CPOKa XpaHEHUs
cBhitie 10 yer. Onucu 37IEKTPOHHBIX /1€ (IOKYMEHTOB) OpraHu3aIliy.

B Tom unciie npakTHYECKUX 3AHATHH U J1a00PaTOPHBIX padoT
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IIpakTnyeckoe 3anaTHe Ne 6. OdopmiieHue fena MOCTOSIHHOTO U JOJATOBPEMEHHOI'O CPOKOB XPaHEHHS
JUISI IEpEeIavl B apXUB OpPTaHU3alHH.
HywMmepanuus 1MCTOB apXUBHOTIO JIeTIa.




CocraBieHue 1 opopmIIeHHE BHYTPEHHEH OMUCH U JINCTA-3aBEPUTENSI apXUBHOIO Jeja
CocraBieHue 1 0popMIICHHE KapThI-3aMECTUTEIIS, TUCTA UCIIOJIBb30BAaHUs apXUBHOTO Jeiia
CocraBieHue 1 0popMIICHHE PEKBU3UTOB O0JIOKKH apXUBHOT'O JIeja

IIpomBKa apXMBHOIO JIeJ1a

IIpakTyeckoe 3ansitue Ne 7. CocraBieHHE ONUCH JI€] MOCTOSSHHOTO M JOJTOBPEMEHHOIO CPOKOB
XpaHEHMUSL.

MUK 02.02 O6ecnieueHrne COXPAHHOCTH JOKYMEHTOB

Tema 2.1
Opranuzanus
XpaHeHwust
AOKYMEHTOB B apXuBe

Uctopus apxuBHoro paena B Poccun

Opranuzanys apXMBHBIX JJOKYMEHTOB B MpeJesiax apXuBHOro hoHma

B ToM ymc/ie NIPaKTHYECKUX 3aHATHI M JJa00PATOPHBIX PadoT

IIpakTuyeckoe 3ansaTue Ne 1. OnpezneneHre CPOKOB XpaHEHHUs TOKYMEHTOB
M3y4yeHne TUIOBBIX M BEIOMCTBEHHBIXTIEPEUHEH XpaHEHUS JOKYMEHTOB

IpakTnyeckoe 3ansaTue Ne 2. Cxema CUCTEeMaTH3aIMH apXUBHBIX JIOKYMEHTOB B apXUBHOM (hoHIe
M3yueHne cxeMbl, COCTaBIECHUE CXEMbl, H3yUYEeHHUE ONUCEH JOKYMEHTOB

Tema 2.2 DxcnepTusa
LHEHHOCTH IOKYMEHTOB

HOpMaTHBHO-MeTOI[HqGCKHC OCHOBBIDKCIICPTU3bI HECHHOCTU JOKYMCHTOB.
38.,[[8.‘11/1 OKCICPTU3BI HECHHOCTHU JOKYMCHTOB. KpI/ITepI/II/I 9KCHICPTU3bI HEHHOCTHU JOKYMCHTOB.
OpFaHI/I3aHI/IH MMPOBCACHMA SKCIICPTU3BI HCHHOCTHU

IIpakTyeckoe 3ansaTHe Ne 3. Opranusanys NpoBEACHUS SKCIIEPTU3bI LIEHHOCTH.
PaboTa sxcniepTHOM KoMHCCHH, H3ydeHue 3aaa4d U Gpyuknuii K, nokymenToB DK, mpoToOKOIBI
3acenanuii OK.

IMpakTnyeckoe 3ansiTue Ne 4. [Topsiok MpoBeIeHUS SKCIEPTU3bI [IEHHOCTU JOKYMEHTOB.
I/I3yquHe IpaBuJI OIPOBCACHUA SKCIICPTU3EI HCHHOCTU JOKYMCHTOB, ICPHUOANYHOCTL IPOBCACHUA

IIpakTuueckoe 3ansaTue Ne 5. OdopmieHue pe3yabTaToB HKCIIEPTU3BI IEHHOCTH JOKYMEHTOB.
OdopmieHne TOKyMEHTOB OpraHU3AINH JIEATEIBHOCTH SKCIIEPTHOW KOMUCCUH: OMUCH JIeTT
MIOCTOSIHHOTO, BPEMEHHOT'0 XpaHEHHUsl, 10 JIMYHOMY COCTaBY, aKThl O BbICJICHUHN K YHUUTOXKECHHIO JI€TT

Tema 2.3.
KoMmiekroBanue
apxuBa

CocraBieHrne HOMEHKJIATYPbI Je

[Topsimok opMUPOBaHUSIET B OpTraHU3AIUN

IIpakTHyeckoe 3ansaTue Ne 6. Cucremarusanus JOKyMEHTOB B JI€JIe
[TproOperenue ymeHus onpenessTh NpU3HaK IPYNIUPOBKU JOKYMEHTOB, CHCTEMATU3UPOBATh
JIOKYMEHTBI, HyMEPOBaTh JIUCTHI JIeN1a

IIpakTHyeckoe 3ansaTue Ne 7. BHyTpeHHss onucsk nena.
[TpuoOperenue ymerus opopMIIsiTh BHYTPEHHIOIO OIHCH JIET

IIpakTyeckoe 3anaTue Ne 8. Jlucr-3aBepurens nena.
[Ipnobperenne ymeHnus oGOpMILSITE JINCT-3aBEPUTEIH JIeTa




IIpakTnueckoe 3ansaTHe Ne 9. OpopmiieHre 007I0XKKH J1ena.
N3zyuenne 'OCTa: TpeboBaHus K 0HOPMIICHHIO OOI0XKKH N UINTENIbHOTO XpaHeHus. OpopmieHne
00JIOKKH feiia

IpakTuueckoe 3anaTue Ne 10. Odbopmienue nemna 1y nepeaady B apxus.
[lepenaua JOKYMEHTOB Ha XpaHEHUE, MPOIIMBKA JIeNia

IpakTnyeckoe 3ansaTue Ne 11. OdopmiieHne akra nepeaadu aenna B apXuB.
N3y4yeHne JOKYMEHTOB, pErIaMEHTUPYIOIIMX Tepeaady JOKyMEHTOB Ha FOCYJapCTBEHHOE XPaHEHHUE.
CocraBieHue akTa npueMa- nepeadu Jein

IIpakTyeckoe 3ansaTue Ne 12. CoctaBieHue onucei aen.
ApXMBHasl ONMCh, OIUCH JIeJI CTPYKTYPHOTO I10JIpa3/IeJIeH s, CBOJHAs ONUCH /e

IIpakTnyeckoe 3ansaTue Ne 13. OhopmieHue TuuHOroA€a U1 IEpeAayy B ApXUB.
M3yueHne MeToJ0B aKTUBHOT'O KOMIIJIEKTOBAHUS

Tema 2.4.
Oo0ecneyeHue
COXPAaHHOCTH
JOKYMEHTOB apXuBa

[Topsiiok HyMepaluu B apXuBe, BeICHHE TONOrpauuecKuX yKa3aTenei.

IIpakTyeckoe 3ansaTue Ne 14. [Topsa1ox Bel1auM 1€ U3 apXuUBa.
[TpaBuia mosp30BaHMsl APXUBHBIMU JJOKYMEHTAaMU, IPOBEPKA HAJIMYUS U COCTOSIHUS JOKYMEHTOB

Tema 2.5. Yuer
JTOKYMEHTOB B apXHBe

[TonsiTne nenTpanu3oBanHoro yuéra. OcuoBa yuéra. Cpencrsa yuéra.
[Tpuniumne! yuéra. [lepBuuHbIe JOKYMEHTHI yUETa.

IpakTnueckoe 3ansitue Ne 15. [Topsaok Be1eHUSI OCHOBHBIX YUETHBIX JJOKYMEHTOB apXHUBa.
Buibl OCHOBHBIX YUETHBIX JOKYMEHTOB apxuBa. [IpaBuia 3amnoinHeHUsl OCHOBHBIX YUETHBIX
JTOKyMeHTOB. KHwHra ydeTra mocTyIICHHs U BBIOBITHS JOKYMEHTOB,CIIHCOK (DoHAa, THCT hoH/Ia

IIpakTuyeckoe 3anaTue Ne 16. Onucu nen. Peectp onucu aein.
CocTaBJieHHE OIHCH JICJI, PeeCTpa OMKCEH eI, OMUCU 0Cc000 IIEHHBIX JOKYMEHTOB

IIpakTyeckoe 3ansaTue Ne 17. [TacnopT apxuBa OpraHu3anuy.
CocraBieHue nacnopTa apXuBa OpraHu3aluu

Tema 2.6.Cucrema
HAYYHO -
CIPaBOYHOIO
annmapara K
AOKYMEHTaM
apxuBa

ABTOMaTH3UPOBaHHBIC HH(HOPMAIIMOHHO- TIOUCKOBBIE CUCTEMBI.

IMpakTnueckoe 3ansiTue Ne 18. Onuch Aen, Kak apXUBHBIN CIIPABOYHHK.
Kareropun no dbonnam omnucu opraHoB. EnvHUIIEI onucaHus apXUBHBIX (OHJIOB.

IpakTnueckoe 3ansiTue Ne 19. Karajioru u KapTOTeKH.

W3ydeHne cucTemMbl KaTajJoroB B apXHBE, CXeMbl KJIaCCH(PHUKAIIUU TOKYMEHTOB,
XpOHoJIoru4eckas kaproreka. IIouck TOKyMEHTOB B apXMBE, HCIIOJb3Ysl KAPTOTEKY,
COCTaBIICHUE KapTOTeKH apxuBa. [IoMCK U cocTaBiIeHHE TOKYMEHTOB B apXUBE, UCIIOIb3YsI
KaTaJor, COCTaBJIEHHUE KaTaJoroB apXuBa

IIpakTyeckoe 3ansaTue Ne 20. Yka3zarenu apxusa.
CocTaBiieHHE apXUBHOTI'O YKa3aTesl 10 TOKYMEHTALUN: TEMAaTHUECKUN, TPEIMETHBIH,




XpOHOHOFI/I‘{eCKI/Iﬁ

IIpakTuueckoe 3ansaTue Ne 21. O630p B apxuBe.
Temaruueckuii 0030p, aHHOTAIMS HA IOKYMEHT, COCTaBJieHHe 0030pa dhoHaa

IIpakTHyeckoe 3ansaTHe Ne 22. DjeKTpOHHAs KapTOTEKa OpraHU3aluy.
Co3znanue 37I€KTpOHHOM KapTOTEKH OpraHu3aluu

Tema 2.7. Onpenenenne AEMCTBHI MO OpraHU3allid UCTI0JIb30BAHUS JOKYMEHTOB B YCIOBHUAX
Hcnoabs3oBanue (dbopMHpOBaHUs HOBOTO apXUBHO- HHPOPMALIMOHHOTO pocTpaHcTBa. Llenn, HanpaBieHus u
apXMBHBIX MOPSIIOK MCTIOJB30BAHUS JOKYMEHTOB apXUBHBIX (JOHJIOB.

AOKYMEHTOB

IpakTnueckoe 3ansitue Ne 23, criogHeHHEe 3aIpOCOB IpakaaH U OpraHu3alri.
Hcnonk30BaHus JOKYMEHTOB: HHPOPMAITMOHHOE 00ECIIeYeHHE TTOJIb30BaTeIe B COOTBETCTBUN
C UX 3alpocaMy, a TaKKe B MHUIIMAaTUBHOMIIOpsiAke. OdopmileHne apXUBHBIX CIPABOK, KOTHIA,
BBITTNCOK.

Hcnonp3oBaHne TOKyMEHTOB: HH(DOPMAITMOHHOE 00ECTICYCHUETIONb30BaTENeH (001IeCTBEHHBIX
opranu3zaiii, 00beIMHEHUH U IPaXKIaH) B COOTBETCTBUU C UX 3aPOCAMHU

IpakTnyeckoe 3ansitue Ne 24, Boijaua MoyIMHHBIX TOKYMEHTOB U J€]1 BOBPEMEHHOE
MOJIE30BaHUE.
Brimaya 1OKyMEHTOB 1 JIe)T BO BpeMEHHOE ToJib30BaHue. [1yOnmkaius T0KyMEHTOB B pa3IMIHBIX
dopmax.

Y4yebHasi npakTHKA (npedycmMompena umocosads (KOHYeHMpUpoB8anHas) NPaKmuKa)

Buabl pador

1. V3yyeHue CTPYKTYpHI OpraHH3aIMyd — MECTa MPOXOXKICHHS MPAKTUKH (J1ajiee — OpraHU3alii) C HENbI0 COCTABJICHUSI CXEMBI
CTPYKTYpbI OPTaHU3AIIHH.

2. O3HaKOMJICHHE C TIPaBOBBIMU (yUPEIUTEILHBIMU ), JTOKaJIHbHBIMH HOPMATHBHBIMH aKTaMH M PACTIOPSIUTEIBHBIMHI TOKYMEHTAMU
OpTraHM3aIIH.

3. Mzyuenne MHCTpYKIUH TTO IETONPOU3BOICTBY OpraHu3anuu. O3HaKOMJIEHHE C OpraHu3alyen TEKYIEro XpaHEeHUsI TOKYMEHTOB.
OreHKa yCcIoBHil TEKYIIETO XpaHSHHS TOKYMEHTOB.

4. O3HaKOMIICHHE C TIOPSIIKOM Y4€eTa M UCTIOIb30BaHUS JIe] (JOKYMEHTOB) TEKYIIETO XPaHEHHS.

5. Nzydenue crienmuuku TEKYIIETo XpaHEeHUsI JOKYMEHTOB B CHCTEME 3JIEKTPOHHOTO ToKyMeHToobopoTa (CO /1) opranu3auu.

6. M3yuenne nopsika pa3padOTKU ¥ BeJJICHHEe HOMEHKJIATYPHBI Je]l CTPYKTYPHOTO TOIpa3/IeICHUSI.

7. N3ydyeHne JOKYMEHTOB pa0OThI SKCIIEPTHOW KOMUCCHUH 10 OCYIIECTBICHUIO SKCIIEPTU3HI IICHHOCTH TIOKYMEHTOB.

8. M3ydyeHnne kpureprueB oTOOpa JOKYMEHTOB Ha XpaHCHHE U YHHUTOXKCHHE.

9. OdopmieHue e MOCTOSHHOTO ¥ BPEMEHHOTO CPOKOB XpaHEHUs JJIs TIepelayrl B apXUB OpraHU3aIliu.

10. O3HaKOMJICHHE C OMUCAMH JIe] U X 0(hOpPMIICHHE.

72

IIpou3BoACTBeHHAS] MPAKTHKA (NpedyCMOMPEHa umoz06as (KOHYeHmpupo8aHHas) NPaKmuka)
Buabi pador

144




1. I3yueHne TeXHOJOTHMH OpTraHN3aluy TeKYILEero XpaHeHUs IOKyMEHTOB U MOATOTOBKY JIeJ JUIs IIepeiauyl B apXUB.

2. Y4acTue B pa3pabOTKe U BEACHUU HOMEHKJIATYPBI €] CTPYKTYPHOIO IOAPa3eIICHUs.

3. ®opmupoBaHue Jes B COOTBETCTBUM C HOMEHKJIATYPOH /1€ U IpaBuiIaMu (pOPMHUPOBAHUS /€.

4. O3HaKOMJIEHHUE C MOPSIIKOM yueTa M UCIIOJIb30BAHUS JeN (JOKYMEHTOB) TEKYIIETO XpPaHEHUSI.

5. OcymecTBienue 0Toopa JOKYMEHTOB U €] Ha XpaHEHHUE M YHUUTOXKEHHE, 110 pe3ysIbTaTaM SKCIEPTU3bl IEHHOCTH JJOKYMEHTOB
U PELICHUH, MPUHATHIX SKCIIEpTHON Komuccueil. CocTaBieHHe aKTOB Bbl1auH, I€peiau, YyHUYTOXKEHHS JOKYMEHTOB.

6. IlogroroBka jei1 K apXMBHOMY XPaHEHHIO, B TOM YHCJIE: U3yUYE€HHE JOKYMEHTOB B LIEJSX OINpPENENIEHUs] CPOKOB UX XpaHEHU,
HyMepalusl JUCTOB apXHWBHOI'O JeJla, COCTaBJIeHUE M O(OpMIIEHHE BHYTPEHHEH ONMHMCHU U JIUCTA-3aBEPUTENs] apXUBHOTO Ji€na,
cocTraBiieHue 1 0hopMIIEHHE KapThI-3aMECTUTEIIS, JINCTA UCTIOIB30BAHUS apXUBHOTO JIeJ1a, COCTaBIeHUE U 0(hOpMIIEHHE PEKBU3UTOB
00JI0KKH apXUBHOTO JieJla, IPOIIMBKA apPXUBHOIO Jea.

7. CocTaBieHHe apXUBHOM OIUCH /1€ HOCTOSHHOTO XpaHeHust. OpopMiieHre OIHICH JIel 110 TMYHOMY cocTaBy. OdopmiieHue onucu
Jien BpeMeHHoro (cBbiie 10 siet) cpoka XpaHeHHs!

Bcero

412




3. YCJIOBUSA PEAJIN3ALIUA ITPOT'PAMMBbI
MPOPECCHUOHAJIBHOI'O MOAYJIA

3.1. TpeOoBaHMs K MATEPUAIBLHO-TEXHUYECKOMY 00eCIeYeHUI0

KaOuner opranu3anusi TeKyuero XxpaHeHus JOKYMEHTOB U MOJATOTOBKA JeJI
s nepenayu B apxus (mo bTH 15):

- pabodee MecTo penoaaBaTes - 11T,

- CTOJIbI yUEHHYECKHE - 14 mT.;

- CTYJIbSl YYEHUUYECKHE -28 IIT.;

- MapKepHas Jocka - 1 mr.;

- KOMIBIOTEP - | 1IT.;

- MpoeKTop - | mrt.;

- I0CKa JIJIs MpoeKTopa - 1 mir.;

- HarISIOHBIE TOCOOUS - 28 IIT.;

- KOMIUIEKTHI y4€OHO-METOIMYECKON JOKYMEHTAIIMK T10 JUCIHUIUIMHAM - 28 IIT.;
- mKkad 115 XpaHeHUs1 y4eOHbIX MaTepraoB - | miT.

[lepedyenb pekoMeH1yeMbIX yueOHbIX U3AaHui, IHTepHET-pecypcos,
JOTIOJTHUTENBHOU JIUTEPATYPBHI

HopMmaTuBHBIE IPABOBbIE AKTHI:

1. ®enepanbubiii 3akoH oT 22.10.2004 Nol125-D3 «O0 apXuBHOM Jejie B
Poccuiickoit ®enepanumn» (B pea. @enepanbubix 3akoHoB ot 04.12.2006 Ne 202-
@3, or 01.12.2007 Ne 318-D3, ot 13.05.2008 Ne 68-D3, ot 08.05.2010 Ne §3-D3,
ot 27 07.2010 No 227- @3, ot 11.02.2013 Ne 10-®3, ot 04.10.2014 Ne 289-D3, ot
28.11.2015 Ne 357-®@3,0t 02.03.2016 Ne 43-@3, ot 23.05.2016 Ne 149-@3, ot
18.06.2017 Ne 127-®3). ITonHas BEpCUs 3TOr0 TEKCTa HAaXOJUTCS
Ha cTpaHutie https://archives.gov.ru/documents/fz.shtml

2. O BHeceHnuu m3meHeHuil B DenepanbHblil 3ak0H «O0 apXMBHOM Jiejie
B Poccuiickoit ®eneparumn» ot 11 ¢peBpans 2013 roga. IlonHas Bepeus 3TOTO
TEKCTa HaxoauTcsa Ha crpanulue https://archives.gov.ru/documents/fz/zakon-10fz-
2013.shtml

3. O BHecenuu usmMeHeHut B denepanbHblil 3aK0H «O0 apXHUBHOM JIeJIe

B Poccuiickoit @enepaunun» ot 2 mapta 2016 roga. I[TosiHas Bepcus 3TOro TeKCTa
HaxoauTCs HacTpaHuile https://archives.gov.ru/documents/fz43-2016.shtml

4. CpneunanbHble IIpaBuia IOKapHOU 0e30MacHOCTH
rOCYJapCTBEHHBIX W MYHMIMIAIBHBIX apXxuBoB Poccuiickonn ®Penepanun
(yTBepXkAeHbl ~ MPUKA30oM  MUHHUCTEpCTBA  KYJbTYpbl W MacCOBBIX
komMmyHukanui  Poccuiickoit  @eneparun ot 12.01.2009 Ne 3,
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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

3apeructpupoBad B Munrocte Poccum 04.05.2009, perucrpammonssiii No
13882). IlomHas Bepcust 3TOrO0 TEKCTAa HAXOJIUTCA HAa  CTpaHULE
https://archives.gov.ru/documents/rules.shtml

5.  TlpaBuina Aenonpou3BOJICTBA B TOCYIAPCTBEHHBIX OpPTraHax, opraHax
MeCTHorocaMoytmpasieHus (yTBepKaeHbl npukazoMm Pocapxusa ot 22.05.2019
No 71). Tlonnast Bepcus ATOr0 TEKCTa HAaXOJIUTCA Ha CTpAHUILIC
https://archives.gov.ru/documents/rules.shtml

6. IlpumepHas MHCTPYKLMA 1O JIEIIONIPOU3BOACTBY B
rOCyJJapCTBEHHBIX ~Opranu3auusix (yTBepxieHa mpukazom PocapxuBa ot
11.04.2018 No 44. ITonnass  Bepcus ATOr0 TEKCTA HAXOJIUTCA Ha
cTpanuIle https://archives.gov.ru/documents/rules.shtml

7. IlpaBuna JENONPON3BOACTBA B denepanbHbIX opraHax
WCIIOJTHUTEIHLHOM BlIacTH (YTBEpKJEHBI IOCTaHOBIeHHEeM [IpaButenncTBa
Poccuiickoit @enepauuu ot 15.06.2009 Neo 477, B pen. IloctanoBieHui
ITpaButenbcTBa Poccuiickoit @enepanuuot 07.09.2011 Ne 751, ot 26.04.2016
No  356). IlonmHas Bepcusi 3TOr0 TEKCTa HAXOAUTCA HA CTpaHULE
https://archives.gov.ru/documents/rules.shtml

OcHoBHas JJuTEpaTypa:

1.Ko3nos, B.Il. ApxuBoBeneHwue : yueOHUK M MPAKTUKYM IS BY30B /
B. I1. KoznoB. — Mocksa : U3gatensctBo IOpaiit, 2024. — 329 c. — (Bbiciuee
obpazoBanue). — ISBN 978-5-534-14066-8. — TekcT : dIEKTPOHHBIN //
OG6pazoBatenbHas matdopma Opaiirt [caitT]. — URL:
https://urait.ru/bcode/543940 (nata oopamenus: 01.10.2024).

2.Packun, JI. UI. MeTonuka U mpakTUKa apXWBOBEACHHS : YUCOHHUK IS

cpennero mpodeccruonansuoro oopazosanus / J[. . Packun, A. P. CokonoB. —

2-e  w3n.— MockBa: UzpmarensctBo  FOpaitt, 2024.— 416c. —
(ITpodeccuonanbHoe oOpazoBanue). — ISBN 978-5-534-16252-3. — Tekcer :
anekTpoHHbI // OOpazoBarenbHas miargopma IOpaiit [caiit]. — URL:

https://urait.ru/bcode/539267 (nmata obpamenus: 01.10.2024).
3. Xopxopauna, T. M. Hcrtopusi apxuBOB U apxuBHOTO jena B Poccuw :

yueOHnuk ansa By3oB/ T. U. Xopxopnuna. — Mocksa : M3znatensctBo FOpaiiT,

2024. — 626 c. — (Bwicmiee ob6pazoBanue). — ISBN 978-5-534-15239-5. —

Texcr : anexTponnsiil // O6paszoBarenshas miatdopma KOpaiirt [caiit]. — URL:

https://urait.ru/bcode/544649 (nata oopamenus: 01.10.2024).
JonmoaHuTEeNbHAA JUTEPATYypA:

1.bapunosa, E. b. DiexkTpoHHBIN apXuB : yuyeOHOE TTOCOOHE JJIsI BY30B /
E. b. bapunoBa. — Mocka : M3parensctBo IOpaiit, 2024. — 166 c. —
(Beiciiee  obpaszoBanme). —  ISBN 978-5-534-16886-0. —  Tekcr
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https://archives.gov.ru/documents/rules.shtml
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anekTpoHHbii // OOpaszoBarenbHas tiargopma HOpaiit [caitir]. — URL:
https://urait.ru/bcode/544936 (nmata oopamenus: 01.10.2024).
2. loponuna, JI. A. JlokymeHTanmoHHOE oOecreyeHnue YIpaBIeHUs :

y4eOHUK M MPaKTUKYM Il CpelHero mnpodeccuoHalbHOro o0pa3oBaHus /
JI. A. Jloponuna, B. C. UputukoBa. — 2-e usj., nepepad. u gomn. — MockBa :

N3 narenscTBO Opaiir, 2024, — 270 c. — (ITpodeccuonanproe
oOpazoBanue). — ISBN 978-5-534-16017-8. — TekcT : 21eKTpOHHBIN //
O6pa3zoBarenbHas matgopma IOpaiit [caiit]. — URL:

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

HNuTepHeT — pecypesbl:
1. www.statearchive.ru/399- Pexxum noctyma — cBoOOHBINA. OduinanbHBIN

caiit ['ocymapctBenHoro apxuBHOro ¢onma Poccuiickoit denepanuu; coaepKuT
HOBOCTH apXWBHOTO ()OHJAA, PETyJApHO OOHOBISIONIYIOCS HOPMAaTHUBHYIO 0a3y,
HHPOPMUPYET O ACATEILHOCTH apXvBa, MPEACTaBIseT KHIKHbIE HOBHMHKU. Ha
caiiTe Opranu3oBaHo MpodecCuoHaNIbHOE OOIEHHEe, a TaKXkKe OIMyOJIMKOBaHbBI
oOpareHus rpaxaaH.

3.2. OOmue TpeOOBaHMS K OPraHU3ALUM 00Pa30BaTEJIbLHOIO MPoILeCcCa

3aHsaTUS 10 TPO(PECcCCHOHATBLHOMY MOJYJIO TPOBOJATCA B JIAOOPATOPUH:
yueOHOM kaHuenspur. Oco0oe BHUMaHUE MPU M3YUYEHUHU MOIYJS YAENAeTcs
OpraHu3allid CaMOCTOSITENIbHOW PabOThl OOYyYaromUXCs, JJIs 4ero HeoOXO0auMO
CO3/aTh YCJOBHUSI B YUTAIHHOM 3aje OWOIMOTEKH, B KOMITBIOTEPHOM KJlacce C
BBIX0JIOM B IHTEpHET /JIs1 TOATOTOBKH K JIAOOPATOPHBIM U MPAKTHIECKUMPAOOTaM,
JUTSI TIOATOTOBKH K MIX 3alTUTe. TEeOpEeTHUECKHe 3aHATHS 110 MEKIUCIUILTMHAPHBIM
KypcaM HOCST MPaKTHKOOPUEHTUPOBAHHBINA XapaKTep.

[Tpu m3ydeHUn MOAyJsA I OOYYArOIIMXCS OPTaHU3YIOTCS KOHCYJIbTAIlUH,
KOTOPBIE MOTYT OBbITh KaK HHJIMBHIYaTbHBIMH, TaK M TPYIIIIOBBIMHU.

VYyeOHnast mpakTuka B (opMe MPaKTUYECKON MOATOTOBKH TMPOBOAMUTCS B
o0pa3oBaTeIbHON OPraHU3aIuy WIH B MPOGUIBHBIX OpraHU3aINSIX.

[Ipow3BoacTBEeHHAss TpakThUKa B (OpPME TMPAKTHYECKOW TMOATOTOBKH
MPOBOJIUTCS  OOpa30BATECIIBHBIM  YUPEKACHUEM  KOHIIEHTPUPOBAHHO  ITOCIIC
3aBEPIICHUS U3YYCHHs TEOPETUICCKON YaCTH U MPOXOXKICHUS YUSOHOU TPAKTHKH.
[Ipon3BoACTBEHHAsT TMpaKkTHKa TPOBOJUTCS B OpraHU3alUsAX, HalpaBIICHUE
JCATEIBHOCTH KOTOPBIX COOTBETCTBYET MPOMUITIO TTOATOTOBKH 00YYarOIITUXCSI.

Lenun, 3amaun ¥ (QOpMBI OTUYETHOCTH OIPEACNSIOTCS 00pa30BaTEIbHBIM
YUPEKIACHUEM TI0 KOKIOMY BUIY MPAKTUKU B (POPME MPAKTUIECKOM MOTOTOBKH.

OcCHOBO# 11 OBIIAJIEHUST MOJYJIEM SIBJISIFOTCSI 3HAHWSI, TIOJyYCHHBIE B XOJIE
M3ydeHUs oOmenpodeCCuOHANbHBIX JAUCHUIUIMH: ApxuBHOE 710, (OCHOBBI
nenonpon3BoAcTBa, OpraHu3zanvoHHas TexHUKa, (OCHOBBI pEIaKTHPOBAHUS
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JIOKYMEHTOB.
3.3.
TpeboBanus K KBAIM(pUKAIIMK TEJArOTUUECKUX KaJpoB, 00ECIEeUnBAIOIIUX

Kaaposoe o0ecnieuenue 00pa3oBaTe/ibHOIO Mpouecca

o0y4yeHHe MO MEeXIUCIUIUTMHAPHBIM KypcaM: Hajlidue BBICHIETO U CPEIHETrO
npo¢ecCHOHaTBLHOTO 00pa30BaHMs, COOTBETCTBYIOIIETO MPOQUII0 MOIYJs, JTHO0
BbIcIIee MpodeccuoHalbHOE O00pa3oBaHME WM CpeaHee Npo(hecCHOHATBHOE
o0Opa3oBaHMe U JOMOJHUTENbHASI TPO(EeCCHOHATbHAs TOATOTOBKA 10 HAPABJICHHIO
OnpIT  JeATENBHOCTH B
cdepsl
obs3arensHBIM. [IpenonaBaTeny 1 MacTepa MPOU3BOICTBEHHOTO O0YUEHHUS TOJKHBI

ACATCIBHOCTH B O6pa3OBaTeJ'H>HOM YUPCIKIACHUU.

OpraHM3alUsIX  COOTBETCTBYIOLIEH  MpoQeccCHOHANbHON ABJIAETCSA

IPOXOJUTh CTAXKUPOBKY B MPOQPHMIBHBIX OpraHu3alusax He pexe 1 pasza B 3 rona.
TpeboBanus K KBaNMPUKAUU MEAArOTUYECKUX KaJpOB, OCYLIECTBIISIOIINX

PYKOBOZCTBO cpeaHee  Mpo¢ecCHOHAIBHOE

npodeccruonansHoe 00pa3oBaHUe, COOTBETCTBYIONIETO MPOMIITIO IPETI01aBaeMOT0

MIPAKTUKOM: WINX  BBICIIEE
MoxayJsia. MacTtepa HpOU3BOJCTBEHHOTrO OOy4YeHHs] MMEOT Ha 1-2 paspsia mo
npodeccun pabodero BHIIIE, YeM MPEAYCMOTPEHO 00pa30BATEIbHBIM CTAHIAPTOM
JUISl BBIITYCKHUKOB. MacTepa mpou3BOJCTBEHHOTO OOYYEHUS JOJAKHBI MPOXOJIUTh

CTaXXUPOBKY B MPOPUIBHBIX OpraHu3anusax He pexe | pasa B 3 roja.

4. KOHTPOJIb 1 ONEHKA PE3YJIbTATOB OCBOEHUA
INPOPECCHUOHAJIBHOI'O MOAYJIA

Koa IIK un OK,

¢popmupyembix B
paMKax MOayJist

Kpurepuu oneHku

MeToabl OLIEHKH

IIK 2.1.

Ocyl1ecTBieHHE
pa3pabOTKH U BEJACHUE
HOMEHKJIATYPHI JIe]T
CTPYKTYPHOTO
noApa3aeieHust

KOHTpOJIb BBITIOJTHEHUS
MPAKTUYECKUX 3aJJaHUU.

Y CTHBIN WM TECTOBBIM
KOHTPOJIb TEOPETUUECKUX
3HAHUU.

AHanu3 U OLEHKA PEeIICHUI
pOOJIEMHBIX CUTYaIHil.
ATTecTamnus no
IIPOM3BOJICTBEHHOM MPAKTHKE

IIK 2.2.

dopmupoBaHUE 1€ B
COOTBETCTBHH C
HOMEHKIIATypO#l JIeN U
paBHJIaMHU
dbopmupoBaHus Je.

KOHTpOJIb BBITIOJTHEHUS
MPAKTUYECKUX 3aJaHUM.
YCTHBIN WM TECTOBBIM
KOHTPOJIb TEOPETUUECKUX
3HAHUM.

AHanu3 1 OlleHKa PEeIIeHUM
pOOJIEMHBIX CUTYAITUH.
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ATrecTanus 1o
MIPOU3BOJICTBEHHOMN MTPAKTUKE

[IK 2.3. OcyuiecTBiieHne KoOHTpob BEIIONHEHUS
TEKYIIEro XpaHeHus, MPAKTUYECKUX 3aJaHUM.
y4yeTa ¥ UCTIOJIb30BAHUS | Y CTHBIM WJIM TECTOBBIN
nen (IOKYMEHTOB). KOHTPOJIb TEOPETUUECKUX

3HAHUU.
AHanu3 1 OlleHKa PEeIICHUM
pOOJIEMHBIX CUTYyAaITUH.
ATTecTranus 1o
MIPOU3BOJACTBEHHOMN MPAKTUKE
[IK 2.4. IIK 2.4. KoHTpoib BEIIONHEHUS
Ocyl1ecTBieHue MPAKTUYECKUX 3aJaHUM.
DKCHEPTU3BI LIEHHOCTHU Y CTHBIN WU TECTOBBIN
JTIOKYMEHTOB, BECTH KOHTPOJIb TEOPETUUECKUX
0TOOp JOKYMEHTOB Ha 3HAHHUH.
XpaHEHUE U AHanu3 1 OlIeHKa PEeIICHUM
YHUUYTOXKEHHUE, poOJIEMHBIX CUTYyAIUH.
JIOKYMEHTUPOBAHUE ATTecTranus 1o
pabOThI SKCIIEPTHON ITPOU3BOJACTBEHHOU MPAKTUKE
KOMUCCHHU.
[IK 2.5. IIK 2.5. KoHTpoib BEIIONHEHUS
Odopmiienne nen | MpaKTUYECKHUX 3aTaHUN.
MOCTOSTHHOTO U Y CTHBIN WX TECTOBBIM
JOJITOBPEMEHHOTO KOHTPOJIb TEOPETUYECKUX
CPOKOB XpaHeHus 11 3HAHUU.
nepeladyd B apxuB AHanu3 1 OlIEHKa PEUICHUM
OpraHu3aluu pOOJIEMHBIX CUTYyAIUH.
ATTrecTanus 1o
MIPOU3BOJICTBEHHOW MPAKTUKE
[IK 2.6. IIK 2.6. KOHTpOJIb BEITIOJTHEHUS
CocraBieHue MPAKTUYECKUX 3aJJaHUU.

OIIUCH eI IOCTOSTHHOTO
U JI0JITOBPEMEHHOTO
CPOKOB XpaHEHHUS.

Y CTHBIN WY TECTOBBIN
KOHTPOJIb TEOPETUYECKUX
3HAHUMU.

AHaJIN3 ¥ OLIEHKA PELICHUM
IpPOOJIEMHBIX CUTYALIHA.
ArtTtecTanus 1o
IIPOU3BOACTBEHHOU npaxmuxe
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5. OCOBEHHOCTHU PEA/IMBAIMU JUCHUILVIMHBI JJIA
HNHBAJINI0B U JINL C O'PAHUYEHHbBIMHA
BO3MOXHOCTSAMMU 310POBbSA

B ciyuyae oOydeHus B KOJIEIKE UHBAIUIOB U (MJIM) JIUI] C OTPaHUYEHHBIMU
BO3MOXHOCTSIMU  3[IOPOBbSI  YUUTBHIBAIOTCA OCOOCHHOCTU MCUXO(PU3UYECKOTrO
pa3BUTHUS, HWHAMBUAYAJIbHbIE BO3MOXHOCTH M COCTOSHME 3JI0pPOBbS TaKUX
00yJaroImmXxcs.

OOpa3oBaHue 00YyYarOIIUXCS C OTPAHUYEHHBIMH BO3MOKHOCTSIMU 370POBbS
MOET OBITh OPraHM30BAHO KaK COBMECTHO C JPYTMMHU OOYy4YalOIIMMHCS, TaK U B
OTZIETbHBIX IPYyIIIAX.

OOyuaroluecs U3 Yucia JIML ¢ OTPAaHUYEHHBIMU BO3MOXHOCTSIMHU 370POBbS
oOecrniedeHbl IEYaTHBIMU U (WIN) IEKTPOHHBIMU 00pa30BaTeIbHBIMU PECYpPCaMU B
(dopMmax, aJanTUPOBAHHBIXK OTPAHUUEHUSM UX 310POBBS.

OOyueHne MHBAIMAOB OCYLIECTBISETCS TaKXKE B COOTBETCTBUU C
WHAMBHUIYAJIbHOM MporpaMMoin peabuinTanny HHBaNUAa (MIpy HATHYHHN).

JUIst U1 ¢ OrpaHUYEHHBIMU BO3MOKHOCTSIMU 3[I0POBBSI 110 CIIYXY BO3MOXKHO
npejocTaBieHue yueOHoi nHdopmanuu B BU3yalbHOU (popMe (KpaTKUil KOHCIIEKT
JEKLMA; TeKCThI 3aaHuil). Ha ayauTOpHBIX 3aHATHUSX AOIMYCKAETCS MPUCYTCTBUE
ACCUCTEHTA, a TAKXKE CYpAOINEPEBOAUYUKOB U (UIIH) TUPIOCYPIONEPEBOTUUKOB.

Texymmii KOHTPOJIb YCIEBAEMOCTH OCYILECTBIISAECTCA B MUCbMEHHOU (opme:
oOy4Yaronuiicss MUCbMEHHO OTBEYAeT Ha BOIMPOCH], IUCHMEHHO BBINOIHIET
npakTuueckue 3ananus. Jlokman (pedepar) Takke MOXKET OBITh NPEJCTaBICH B
NUCbMEHHON (popMe, Mpu 3TOM TPeOOBAaHHUSA K COIEPKAHUIO OCTAIOTCS TEMHU XK€, a
TpeOOBaHUS K KadecTBY H3JIOKEHHUS MaTepuana (MOHATHOCTb, KauyeCcTBO peuH,
B3aMMOJICHCTBHE C ayAMTOPUEN W T. 1.) 3aMEHSIOTCA Ha COOTBETCTBYIOIIME
TpeOOBaHMSI, MPEABSBISIEMbIE K MHCbMEHHBIM padboTaM (KayecTBO O(OpMIICHUS
TEKCTa W CIHCKa JIUTEpaTypbl, T'PaMOTHOCTb, HAJIMYME WILTIOCTPALMOHHBIX
MaTepHaJioB U T.1.).

[TpomexyTouHas aTTecTanus i JUL C HAPYIICHUSIMU CITyXa MPOBOJUTCS B
NUCBbMEHHOU (popMe, ITPU ITOM HCIOIb3YIOTCS 001IMe KpUTepuu onieHuBanus. lpu
HEOOXOJMMOCTH BPEMsI MOATOTOBKHU K OTBETY MOXKET OBITh YBEJIMUYEHO.

JUis 1M1 ¢ OrpaHMYEHHBIMH BO3MOXKHOCTSIMH  370POBbsI 110 3PEHMIO
o0ecrieurnBaeTcsl BHITYCK U UCIOJIb30BaHUE HA YUEOHBIX 3aHATUSAX aJIbTEPHATUBHBIX
(opMaToOB MEYaTHBIX MATEPHAIOB (KPYNHbIA MPUPT niau ayauodaisbl), a TaKxKe
oOecrieunBaeT  OoOydaroUMXCsl ~ HAIJIEXKallUMH  3BYKOBBIMH  CPEICTBAMH
BOCIpousBeaeHus: nHpopmauu (IMKToHoHOB U T.1.). Jlomyckaercs: NpucyTCTBUE
aCCUCTEHTAa, OKa3bIBAIOIIET0 00yUaroIeMycss HEOOXOIUMYI0 TEXHUUECKYIO OMOIIIb.
Texymuil KOHTPOJb YCHEBAEMOCTH OCYILIECTBIsIETCd B YycTHOW ¢opme. Ilpu
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IMPOBCACHUHU HpOMﬁX(YTOqHOﬁ arrecrauu Jid JIML € HApYIICHHUCM 3PCHHA
TCCTUPOBAHUC MOKCET OBITH 3aMEHEHO Ha YCTHOC CO6€C€,IIOB8,HI/IG I10 BOIIPpOCaMm.

I[JIH Jun ¢ OTrpaHMYCHHBIMHA BO3MOKHOCTAMM 310POBbA, MMCIOIUX HAPYIICHHA

OIIOPHO- ABUTAaTCIBHOTO aIIapara MaTCpUAJIBHO-TCXHUYCCKHUC YCIOBUA KOJUICIKA

00€eCleynBalOT BO3MOXKHOCTh OECHPENATCTBEHHOTO0 JIOCTyNa OOyYaronuxcs

B

y4eOHbIE TIOMEIIEHUS, a TaKXKe MpeObIBaHWsA B HUX (HAJIWYUE TMAHIyCOB, MOPYYHEH,

pacIupCHHBLIX ABCPHBLIX IIPOCMOB, JII/I(i)TOB; HaJIMIKUC CIICHHUAJIBHBIX KPECCII U APYIUX

MPUCTIOCOOJICHHI ).

Ha ayauTopHBIX 3aHATHSAX, a TaKKe MPH MPOBEACHUU MPOLEAYP TEKYIIETO
KOHTPOJISl YCIIEBAEMOCTH U MPOMEKYTOUHOM aTTECTAIMH JIULAM ¢ OTPaHUYCHHBIMU
BO3MOXKHOCTSIMH  37I0POBbsl, HMEIOLUIUM  HApYyLIEHUS  OMNOPHO-JBUTaTEIbHOTO
amnmapaTa MOTYT OBITb MPENOCTaBIEHbl HEOOXOAMMBIE TEXHUYECKHE CPEICTBA
(mepCOHANIBHBIM ~ KOMIMBIOTEP, HOYTOYK WM JAPYroll TaKeT); IOMyCKaeTcs

MIPUCYTCTBUE ACCUCTEHTA (ACCUCTEHTOB), OKa3bIBAIOLIETO

o0yyJaromuMcsi HEOOXOJUMYI0  TEXHHUYECKYH TMOMOIb  (3aHSTh
pabouyee MecTO, MNEpPEeABUTaTHCS MO AayIUTOPUHU, IPOUUTATH 3aJaHuE, O0(HOPMUTH
OTBET, 00IIAaThCS C MPEMNOIaBaTeNIeM).

[Ipaktuka pns oOyvaromMxcss M3 4YHCIAa MWHBAIUMAOB M JUI C
OTpaHUYCHHBIMU BO3MOKHOCTAMH 3710poBbs (nanee — OB3) opranusyercs u
IIPOBOJIUTCS HA OCHOBE HWHAMBUIAYAIBHOIO JINYHOCTHO OPUEHTUPOBAHHOIO
MO/IX0/1A.

OOyuatomuecs w3 yucina wHBaIMAOB W Jmi ¢ OB3 MOryT mpoxoauTh
MPaKTUKY KaK COBMECTHO C APYTMMH O0OydaromuMucs (B yueOHO rpymnmne), Tak u
UHAUBUIYAIBHO (110 JUYHOMY 3asIBJICHUIO).

B nensix peanuzanuu MHAMBUAYAJIBHOTO MOAXO0AA K 00YUEHUIO CTYIEHTOB,
OCYIIECTBISIONIMX YUYEOHBIN IMPOLECC MO COOCTBEHHOM TPAeKTOPUU B paMKax
UHIMBHUIyaJIbHOTO pabodero IUlaHa, MPOXOXKJICHHE NPAaKTHK Oa3upyercs Ha
CIENYIOIIMX BO3MOXXHOCTAX: OO€clleYeHue BHEAyAUTOPHOM padoThl  CO
CTyJ€HTaMU, B TOM 4YHCJE, B OJJIEKTPOHHOM 0O0pa3oBaTelbHOU cpeae ¢
UCII0JIb30BaHUEM COOTBETCTBYIOILIETO IPOrpaMMHOTO o0opyI0BaHus,
JUCTAHIMOHHBIX ~ QopM  OOydeHHs, BO3MOXKHOCTEHl  HMHTEpPHET-PECYPCOB,
WHIMBUYAIbHBIX KOHCYJIbTAlUN U T.J.

Jns 5nuir ¢ OrpaHUYEHHBIMH BO3MOXKHOCTSIMU 3JIOPOBBSI BBHIOOp MeECT
MPOXOXKJCHUS TMPAKTUK YYUTHIBAET COCTOSHHUE 3JI0POBbS U TPEeOOBaHUS IO
JIOCTYITHOCTH.

Onpedenenue mecma npaKkmuKku

Br1i6op MecT mpoXoXKAeHUS TpakTUKH Juisi wHBAMIoB W Jmi ¢ OB3
OCYILIECTBIISIETCS C YUYETOM TPEeOOBaHMI UX JNOCTYIHOCTHU JJI JAHHOM KaTeropuu
oOyuaromuxcs. Ilpu omnpeneneHun MecTa MOPOXOXKACHUS MPAKTUKH IS

21



UHBAIUJIO0B M Jiull ¢ OB3 yuuThIBalOTCS pPEKOMEHJALMU MEAUKO- COLMAIbHOM
AKCHEPTU3bl, OTPAKEHHBIE B MHAMBHUIYaJIbHOM IporpaMMe peaduIuTaluu
uHBaNMMAa (IpU HAJIWYMH), OTHOCUTEIBHO PEKOMEH/IOBAaHHBIX YCIOBUH U BHUJIOB
Tpyna. Ilpu HeoOXomumocTH il NPOXOXKAEHUS TMPAKTUKH  CO3JAKOTCS
CHelHaIbHbIe paboyne MEeCTa B COOTBETCTBUH C XapaKTEpOM HaPYIICHUIA, a TAKXKE
C YYETOM BBINOJHAEMBIX 00YyYaroIUMCI-UHBAIUIOM Wi oOyvarommMmes ¢ OB3
TPYOBbIX (DYHKIIMI, BUJa MPOGECCUOHANBHON ASATENBHOCTH U XapaKTepa Tpy/a.

OOyuaromuecss JaHHOW KaTeropud MOTYT IPOXOJUTh MpPaKTUKy B
npOo(UIBHBIX OPTaHU3aALUAX (HAIPEANPUATHAIX, B YUPEKICHUIX ), ONIPEIEICHHbBIX
g y4eOHOM TpyIIbl, B KOTOPOH OHH OOYYaroTCs, €CIIMATO HE CO3JaeT UM
TPYJIHOCTEH B MPOXOKIEHUU MPAKTUKH U OCBOCHUU MPOTPAMMBI IIPAKTUKH.

[Tpu HamM4YMK HEOOXOAMMBIX YCIIOBHIA 17151 OCBOCHUS MPOTPAMMBI TPAKTUKU
Y BBIMIOJTHEHNUS WHIUBUAYAIHHOTO 3a/aHus (MJIM BO3MOXKHOCTH CO3JIaHUSI TaKUX
YCIIOBHUIl) MpaKkTUKa OOy4yaroUUMXcs JaHHOM KaTErOpuHM MOXKET MPOBOJAUTHCS B
CTPYKTYPHBIX IOJIpa3AeICHUSIX KOJUIEKA.

[Ipu ompeneneHuM MecTa NPAKTUKU Uil OOydaroluXcs M3 4YuCia
uHBanu0B U Jul ¢ OB3 ocoboe BHUMaHME yJenseTcsa 0e30MacHOCTU TPyAa M
ocHameHuro  (oOopymoBanmioo)  pabodero  mecta.  PaGoume  mecra,
peIOCTaBIsIEMbIE PEANPUATHEM (OpraHU3alMeN, YUpeKIEHUEM), TOKHbI (TI0
BO3MOKHOCTH) COOTBETCTBOBAThH CIEAYIOIINM TPEOOBAHUSM:

— 0J151 UHBANIUO08 NO 3PEHUI0 - C1ab08UdsWUX. OCHAIIICHUE CIICIIUAILHOTO
pabouero Mecta OOIIMM M MECTHBIM OCBEIIEHHEM, OOECIIEUYUBAIOIIUM
OecCIpEensITCTBEHHOE HAaXO0XJICHUE YKa3aHHBIM JHIIOM CBOEro pabodero mecra u
BBITIOJTHEHHUE TPYIOBBIX (PYHKIIHHA, BUCOYBEIHUNTEISIMH, TyTIaMU;

— 0151 UHBAIUOOB NO 3PEHUIO - CIenblX: OCHAIIIEHUE CIIEHUATbHOI0 pabovero
MecTa TUQPIOTEXHUUECKUMH OPHUEHTHpPAaMHU M YCTPONWCTBAMH, C BO3MOXKHOCTBHIO
UCIIOJIb30BaHUs KPYITHOTO penbeHOo-KoHTpacTHOro mpudTa u mpudra bpaitns,
aKyCTHYECKUMU HaBUTALIMOHHBIMU CpeacTBamH, o0ecreunBarOIUMU
OecIpensITCTBEHHOE HaXOXJACHHE YKa3aHHBIM JIMIIOM CBOEro pabodero mecra u
BBITIOJTHEHUE TPYAOBBIX (DYHKIINIA;

— OJ1 UHBAUO08 NO CIYXY - Clabocaviuawux: ocHameHne (00opyIoBaHue)
CHENHMaTBFHOr0 pabovyero MecTa 3ByKOYCHUIIMBAIOIICH anmaparypoi, TeaedoHnaMu
I'POMKOTOBOPSILINMU;

— O0JIA1 UHBAIUOO8 NO CIYXY - 2/IYXUX. OCHAIIICHUE CIEUATIbHOTO pabovyero
MECTa BU3YQJIbHBIMU WHAMKATOpamH, MpeoOpa3yroIlMMHU 3BYKOBBIE CUTHANbI B
CBETOBBIE, pEYEBBIE CUTHAJIBI B TEKCTOBYIO OErymiyr CTpPOKy, s
OecrpensITCTBEHHOI'0 HaXO0KJCHHUS YKa3aHHBIM JIMIIOM CBOEro pabo4yero Mecra u
BBITIOJTHCHUSI paOOTHI;

— 0l UHBANUO08 C HAapYuleHuem QYHKYUli ONnOPHO-08USAMENbHO2O0
annapama: 00OpyJOBaHUE, OOECIEUYMBAIONIECE PEATU3AIUI0 IPTOHOMUYECKUX
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NPUHLHUIIOB (MAaKCHMaJIbHO YJOOHOE JUIsl MHBAJIUAA PACIIOJIOKEHHUE DIIEMEHTOB,
COCTaBJSIOUIMX  paboyee  MECTO), MEXaHM3MaMH U YCTpOMCTBamy,
MO3BOJIAIOIIMMU U3MEHSTh BBICOTY U HAKJIOH paboyeil MOBEPXHOCTH, MOJI0KEHHE
CHJIEHbs pab0Yero CTyJja 10 BHICOTE U HAKJIOHY, YTOJl HAaKJIOHA CIIMHKUA pabovero
CTyJIa, OCHAILEHUE CIEUHUAIBHBIM CUAEHBEM, O0ECIEUUBAIOIIMM KOMIIEHCALUIO
YCWJIMSI TIPY BCTABAHUHM, CIIELUAIBHBIMU IPUCIIOCOOJICHUSAMU /ISl YIIPABIEHUS U
00CITy’KUBaHUS 3TOr0 000PYI0BAHUS.

Ocobennocmu cooeparcanusi npaKmuKu

NuauBuayanbHble 3aaHusi GOPMUPYIOTCS PYKOBOAMTENIEM MHPAKTHKH OT
YHUBEpCUTETA C Y4YETOM OCOOEHHOCTEH ICUXO(PHU3UYECKOIO  Pa3BUTHS,
UHAUBUIYAJIBHBIX BO3MOYKHOCTEM U COCTOSIHMSI 310POBBS KaXJA0T0 KOHKPETHOIO
o0yyaroiierocss JaHHON KaTEeropuu U JIOJHKHBI COOTBETCTBOBATH TPEOOBAHUSIM
BBIIIOJIHUMOCTHU Y IOCUIIBHOCTH.

[Ipu HeoOxomumocTH (IO JMYHOMY 3asBICHUIO) COAEP)KaHHE MPAKTUKH
MOXXET OBITh MOJHOCTHIO WHIWBHUYAIU3UPOBAHO (MPU YCIOBUU COXpaHEHUS
BO3MOKHOCTH  (OPMHUpOBaHUS y OOydyaromierocss BcC€X KOMIIETECHLUH,
3aKpEIJICHHBIX 32 JaHHOW MPaKTHKOM).

Ocobennocmu opeanuzayuu mpyoo8ou 0esimenbHOCmU 00YYaouuxcs

O6bem, Temrl, (GopMbl pabOTHl YCTAHABIMBAIOTCS HWHAMBUAYAIBHO JIJIS
KOKJIOTO OO0ydaromerocss JaHHOW KaTeropuu. B 3aBHCMMOCTH OT HO30JIOTHH
MaKCUMaJlbHO CHMJKAIOTCSI TPOTHUBOIIOKA3aHHbIE (3pUTEIbHBIE, 3BYKOBBIE,
MBIIIEYHBIE U JIP.) HATPY3KH.

[IpumMeHsitoTCST  METOJbI, YYMTHIBAIOIIME JUHAMUKY U YPOBEHb
paboTocrocoOHOCTH OOydYaromuxcsi U3 yucia uHBanuaoB u jaun ¢ OB3. Jlns
NPEeAYNPEeXACHUST YTOMISIEMOCTH OOYYalOlUMXCsl JaHHOW KaTeropuu IOCIe
KaXXJI0T0 4yaca padbotsl aenatorcs 10-15-MUHYyTHBIE IEpPEPHIBHI.

s popMupoBaHust yMEHUH, HABBIKOB U KOMITETEHITUN, PETYyCMOTPEHHBIX
MpPOrpaMMoON MPAKTUKH, TPOU3BOAUTCS OOJBIIOE KOJIMYECTBO IMOBTOPECHHIMA
(TpEHUPOBOK) MOJICKAIIMX OCBOCHUIO TPYAOBBIX JEUCTBUA U TPYIAOBBIX
byHKIMH.

Ocobennocmu pyko8oocmea npakmukou

OcylecTBIsAETCS KOMIUIEKCHOE COMPOBOXKAECHUE UHBAIU10B U jull ¢ OB3
BO BpeMsI TPOXOKJICHUS NMPAKTUKHU, KOTOPOE BKIIOUAET B CeOsl:

— Y4eOHO-METOJMYECKYI0 M IICHMXOJOro-MeIarornyeckyro IMOMOUlb U
KOHTPOJIb CO CTOPOHBI PYKOBOJWTENEH MPAKTUKH OT YHUBEPCUTETA U OT
peanpuaTus (OpraHu3alu, yUpexKIeHus);

— KOppeKThpoBaHue (MpU HEOOXOAMMOCTH) MHIUBUIYAIBHOTO 3a/laHUs U

IPOrpaMMBbl IPAKTUKH;
— TIOMOILb AaCCUCTEHTa (ACCHUCTEHTOB) W (WJIM) BOJIOHTEPOB M3 YHCIIA

oOydJaronmxcss Wik paOOTHUKOB MPEANPUATUS (OpPTaHMU3AIUHU, YUPEKICHHS).
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ACCHCTEHTBI/BOJIOHTEPBI  OKa3bIBAIOT  OOYYarONIUMCS JIAHHOW  KaTerOpHUH
HEOOXO0IMMYI0 TEXHHUYECKYIO TIOMOIIb TIPH BXOJIC B 3aHUS
1 TIOMEIIEHHUS, B KOTOPBIX MPOBOJIUTCS MPAKTUKA, U BBIX0JIC U3 HUX; pa3MEIICHUH
Ha paboueM MecTe; NMEPEABMIKCHHH IO IMOMEIICHHIO, B KOTOPOM ITPOBOIUTCS
MPaKTHUKA; O3HAKOMIICHUU C WHIWBHUIYyAJIbHBIM 3aJaHUEM M €r0 BBHITIOJHCHUU;
o(OpMJICHUM JTHEBHWKA M COCTABJICHUHM OTYE€Ta O TIPAKTUKE; OOIIEHUU C
PYKOBOJUTEISIMU MTPAKTHKH.

Ocobennocmu yuebHo-memoouuecko2o obecnedenus npaKmuKu

Y4yeOHBIE W y4eOHO-METOIWYECKHE  MaTepuajbl IO  IMPAKTHKE
MPEACTABIIAIOTCSA B Pa3IWYHbIX (opMax TakK, 4TOOBI MHBAIUIBI C HAPYIICHUSIMHU
ciIyxa ToJydajau uH(popMaIuio BU3yalbHO (MporpaMMa MpaKTUKHA U 3aJaHue Ha
MPAKTUKY  TIEYATAOTCS  YBENWYCHHBIM  MPUPTOM;  TPEIOCTABISIOTCS
BHJICOMATCPHAIIBl M HATJSAJHBIC MaTepHabl IO COJCPKAHHIO IPAKTHKH), C
HapyIIEHUSIMH 3PCHUS —ayIualibHO (HAIpUMeEp, ¢ WCIOJIb30BAHUEM IPOTPaMM-
CHUHTE3aTOPOB PEUH) UM C TOMOIIbIO TU(DIOMHPOPMAITMOHHBIX YCTPONCTB.

Ocobennocmu  npogedeHuss meKyujeco KOHMPOJsi YCneeaemocmu u
NPOMENCYMOYHOU ammecmayuu

Bo Bpemss  mpoBemeHHMs — TEKYHIEr0  KOHTPOJS  YCIEBAaeMOCTH

u

HpOMe)KYTOqHOﬁ arTeCTall pPaspClIaroTCsa MPUCYTCTBHC W IMOMOIIIb ACCHCTCHTOB

(cypaornepeBOAYUKOB, TH(PIOCYPIONIEPEBOTYUKOB M JAp.) W (WJIM) BOJOHTEPOB H

OKa3aHWE MMU TOMOIIM UHBanuAam uimnam ¢ OB3.

dopma MpoBeICHUSI TEKYIIETO KOHTPOJISI YCIIEBAEMOCTH U MPOMEKYTOUHOM
aTTecTauu il oOydaronmxcs-uHBauaoB u aui; ¢ OB3 ycranaBiamBaercs ¢
Y4€TOM MHANBUAYATBHBIX TICUXO(PU3NYECKUX 0COOCHHOCTEN (YCTHO, TUCEMEHHO
Ha Oymare, MICHMEHHO Ha KOMIbIOTEpe, B (opme TectupoBaHus u T.1.). [lpm
HEOOXOAMMOCTH 00YyUaIOIMEeMyCsl TPEAOCTABIISICTCS TOMOJTHUTEIILHOE BPEMS ISt
MOATOTOBKHU OTBETA U (MJIM) 3aIUThI OTYETA.
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