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1. OBILIME IMOJIOXKEHUSA

MeTtonnueckre peKOMEHJAlUU ONPEACNAOT Ledd M 3aJayd, KOHKPETHOE
coJiepKaHue, OCOOEHHOCTH OPTraHU3ALMKU U MOPSAOK MPOXOXKICHUS y4eOHOM MPaKTUKU
CTYJIEHTaMH, a TaKXKe cojiepKaT TpeOOBaHUs MO MOJArOTOBKE OTYETA O MIPAKTHUKE.

VYyeOHasi mpakTUKa SIBJISAETCS COCTaBHOM YacThl0 MPO(ECCHOHATBHOTO MOIYJIS
IIM.02 TokyMeHTHpOBaHUE U OPraHU3ALMOHHAS 00pPad0TKA JIOKYMEHTOB IIpoQeccuu
46.01.03 Jlenonpou3BOAUTEND.

TpebGoBaHus K cOAePKAHUIO NPAKTHKH PerjiaMeHTHPOBAHbBI:

®denepanabHbIM TOCYJAPCTBEHHBIM 00pPa30BaTENIbHBIM CTAaHAAPTOM O MPOQeccuun
46.01.03 Jlenonpou3BOAUTEND;

-yueOHbIM 11anoM npodeccun 46.01.03 Jlenonpon3BoauTernsb;

-nporpamMmmoii  [IM.02 JlokyMeHTHpOBaHME M OpraHU3allMOHHas 00paboTKa
JTOKYMEHTOB;

-HACTOALMMHU METOANYECKUMU YKA3aHUSIMHU.

[IpakTka MMeeT LEeNbI0 KOMILJIEKCHOE OCBOEHUE OO0Yy4aloIMMHCS BCEX BHJIOB
npodeCCUOHAIBHOM  JIESITEIbHOCTH MO Tpodeccuu CpelHero mpodpecCuoHaTbHOrO
oOpazoBanus, ¢opMupoBaHue OOHUX U MPO(HECCHOHANBHBIX KOMIIETCHIIMN, a TaKkKe
npruoOpeTeHrne He0OXOIMMbBIX YMEHUN U OMbITAa MPAKTUYECKON paboThI 10 mpodeccum.

VYyeOHass  mpakTMKa  HampaBlieHa Ha  NpuoOpeTeHue  o0ydarouuMmucs
MEePBOHAYAIBLHOTO MPAKTHUUYECKOTO OMbITa JJisl mocieayomiero ocsoeHus: oommx (OK) u
npodeccuonanbHbix kommnerennuii (I11K) mo Buny npodeccruonanbHoOM AesITENLHOCTH.

VYyebHas mpakThka HampaBieHa Ha (QopMHpoBaHHE Yy OOydaromerocss o0ummx u
po(eCCHOHANBHBIX KOMIETEHINH, MPUOOPETEHNE MPAKTUYECKOr0 ONbITA U PEaTU3yeTCs
B pamkax mnpodeccuonanbHoro wMoxayias [HIKPC mno kaxaoMy u3 BHJIOB
npodecCHOoHANBbHOM AesTeNbHOCTH, IpenycMoTpeHHbIx @I'OC no npodeccun.

CopepxaHue y4yeOHOM NpakTUKH oOmNpenenseT pabouyas mOporpamMma MPaKTUKU
npodeCCUOHAIBHOTO MOYJIA, o0ecrneunBaroiiasi 000CHOBAaHHYIO IMOCIEI0BATEIbHOCTD
Mpoliecca OBJIaJICHUS O0yYarOIIMMUCS CUCTEMOM MPOPECCUOHAIBHBIX YMEHUH U HABBIKOB,
LEJTOCTHON mpodecCHoHaTbHOM AESATENbHOCTbI0 W TEPBOHAYAIBHBIM OMNBITOM B
COOTBETCTBUM C TpeOoBaHuAMH DenepanbHOro rocyAapCTBEHHOIO0 00pa3oBaTEIbHOIO
cranaapra 46.01.03 Jlenonpons3BOUTENb.

PykoBoguTtenun mnpakTUku OT (uiauana Ha OCHOBAaHMUM paboydeil IporpaMmbl
MpPaKTUKKM MOAYJds pa3pabarbiBalOT padouure MporpaMMmbl MPAKTHKH, KOTOPbIE
paccMaTpHUBAIOTCS Ha LMKJIOBBIX KOMMCCHSIX, COTJIACOBBIBAIOTCSA C pabOTOAATENSIMH U
YTBEPKAAIOTCS AUPEKTOPOM (puiiraa.

3akperuieHre 0a3 MPaKTHKU OCYIIECTBIISIETCS aIMUHUCTpalel (puiinana Ha OCHOBE
JOTOBOPOB 00 OpraHu3alii NpPakKTUKA 00yUaroIUXCsl.

OOyyaromuMcs ¥ HUX POAMUTENSAM NPEIOCTABISETCS IMPAaBO CAMOCTOSATEIBHOIO

noadopa opraHu3zalud - 0a3bl MPaKTUKUM [0 MECTYy JKUTEIbCTBA, C ILEJbIO
TPYAOYCTPOMCTBA.
K npaktuke — gomyckarorca — oOydarolmiuecs, — YCIEIIHO  OCBOWUBILIHE

MEXIUCIUIUIMHAPHBIE KYyPChI
- MJIK.02.01. Opranu3zanusi ¥ HOpMaTUBHO-IIPABOBbIE OCHOBBI apPXUBHOTO J€714;
- MJIK.02.02. O6ecnieueHre COXpaHHOCTH JOKYMEHTOB.



Ilesu npakTUKH:
C uenbl0  OBIAJEHUS  BUJIOM  NPOPECCUOHANBHOW  JEATENbHOCTH U

COOTBETCTBYIOIIMMU NPO(PECCUOHATLHBIMA KOMIIETEHIIUAMHU OO0ydYarouuicss B XOJIe
MPAKTUKU JOJKEH:

HMeTh MPAKTUYECKUH ONbIT:

- IOKYMEHTUPOBAHUS U TOKYMEHTAIIMOHHON 00pabOTKH JOKYMEHTOB KaHIEISIpUU
(apxuBa);

YMeETh:

- MPOBEPATH NPABUIBLHOCTH 0(hOPMIICHUS IOKYMEHTOB,;

- CHCTEMaTU3UPOBATh U XPAHUTH JOKYMEHTHI TEKYIIIETO apXUBa;

- (hopMHpoOBaTH CHpPABOYHBINA ammapar, OOECHEYMBAIONIUN OBICTPHIA TMOUCK

JTOKYMEHTOB;

- OCYHCCTBJIATH 9KCIICPTUIY JOKYMCHTOB, T'OTOBUTH n nepecaaBarTb

JOKYMCHTAJIbHBIC MATCPHAJIbl HA XPAHCHHC B ApXUB,

3HATDb:

- OCHOBHBIE MOJIO)KEHUS EMHON rOCy1apCTBEHHOW CUCTEMBI JIENIONPOU3BOJICTBA;

- BUJBL, QYHKIIUU TOKYMEHTOB, MPaBUjIa UX COCTABJICHUS U 0(hOPMIICHUS,

- IOPAJIOK IOKYMEHTUPOBaHUS HH(POPMAIMOHHO-CITPABOYHBIX MAaTEPHUATIOB
CtyneHT nomkeH 00yiaiaTh OOIIMMHM KOMIETEHIMSIMH, BKIIOYAIOIIMMU B ce0s

COCOOHOCT:

Kon HaumeHoBaHue pe3yabTaTa 00yueHHs

OK 1 [ToHMMAaTh CYyIIHOCTh M COLMAIBHYIO 3HAUMMOCTh Oy tymieil npodeccuu, IposiBIATh K
HEW yCTOWYUBBIN UHTEPEC

OK2 Opranu3oBbIBaTh COOCTBEHHYIO JCSTEIBHOCTD, UCXO/I U3 1IEJIU U CIIOCOOO0B €e
JOCTHIKEHHSI, OTIPENICTICHHBIX PYKOBOIUTEIIEM.

OK 3 AHaM3UpOBaTh paboUyI0 CUTYAIMIO, OCYIIECTBIIATh TEKYIIUNA U UTOTOBBIA KOHTPOJIb,
OLIEHKY U KOPPEKIIMIO COOCTBEHHOH JIEATENbHOCTH, HECTU OTBETCTBEHHOCTD 32
pE3YJIbTAThI CBOEH pabOThHI

OK 4 OcyIecTBISITh MOUCK MHPOPMAITUHU, HEOOX0IUMOH J1s1 3P PEKTUBHOTO BBHITTOIHEHUS
npodeCCHOHATBHBIX 33Ja4

OK 5 Hcnonp30BaTh MHPOPMATMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU B
poecCHOHATLHOM IS TEIIBHOCTH.

OK 6 Paborats B komMaH[e, 3 (HEKTUBHO 0OIIATHCS ¢ KOJIJIETaMH, PYKOBOJCTBOM,
KITUEHTAMH

OK 7 VcnonHATh BOMHCKYIO 00513aHHOCTbD, B TOM YHCIIE C IPUMEHEHUEM MOTYyYSHHBIX
po(ecCHOHANLHBIX 3HAHUH (7151 FOHOIIEH )

Crynent JOJKEH o0naaaTh npodecCUOHATbHBIMU KOMIIETCHIUSIMU,
COOTBETCTBYIOIIMMU BHJIAM JICSITEIbHOCTH:

Kon HaumeHoBaHue pe3yJibTaTa 00y4eHust
[IK 2.1 | ®opmupoBars aeia
IIK 2.2 | ObecnieunBath OBICTPHIN MOUCK TOKYMEHTOB M0 HAYYHO-CIIPABOYHOMY
anmnapary (KapToTeKkam) OpraHu3aiuu
I1K 2.3 | CuctemMaTu3upoOBaTh U XPaHUTh JOKYMEHTHI TEKYLIEr0 apXUBaA
I1K 2.4 | ObecneunBaTh COXPAHHOCTb MPOXOJIAIICH CIIYKEOHOM JOKYMEHTAIUH




K 2.5

I'oToBUTH N nepeaaBaTb JOKYMCHTEI Ha apXMBHOC XPAaHCHUC

11K 2.6

ObecnieunBaTh COXPAaHHOCTh APXUBHBIX JJOKYMEHTOB B OpraHU3aluu




2. OPTAHMU3AIUA TIPAKTUKHA

Bce oOyuaromuecss mnepel HayaloM MPakTUKU 0O0s3aHbl MNPUCYTCTBOBAaTh Ha
OpraHU3allMOHHOM COOpaHUHU, KOTOPOE€ MPOBOJUT HayalbHUK YYEOHO-METOIUYECKOIrO
OTJIeJa COBMECTHO C PYKOBOJUTESIMU MPAKTUKH - IPENOIaBaTeNIIMU (Ppriihana.

Ha opranuzannoHHoM coOpaHuu oOy4daronirecs J0KHBI OJTYYUTh:

1. O6GmMil HTHCTPYKTaXX O TEXHUKE 0€30MAaCHOCTH IIPH MPOXOKACHUH MPAKTUKU;

2. PaGouyro nporpaMMy NpakTUKH B IEYATHOM WJIH B 3JIEKTPOHOM BapUAHTE;

3. Metoauyeckue peKOMEHIAlUU N0 OpraHU3allMd NPAKTUKH B MEYaTHOM WJIU B
AIIEKTPOHOM BapHUaHTE;

4. 3aaHus HA IPAKTHKY.

3. OPOPMJIEHHME PE3YJIbTATOB ITPAKTUKH

3.1. /IHeBHMK NPAKTHKHU

B xone mpakTtuku oOywaromuecs BenyT AHEBHUK. /[HEBHHMK NMpPaKTUKH SIBISETCS
OTYETHBIM JOKYMEHTOM, XapaKTepU3YIOIIUM M MOATBEPKIAAIOLIUM IPOXOKIACHHUE
oOy4aronMMcst MpaKkTUKH.

TpebGoBanus k BeaeHuto JlHeBHUKA 11O y4eOHOM 1 y4EeOHOW MPAKTUKE €IUHBI:

» JIHEBHUK SIBIISIETCA JOKYMEHTOM, 10 KOTOPOMY OOYyYaroIIMiCs MOATBEPKIAET
BBINIOJIHEHHE [TPOTrPaMMbl PAKTUKU;

* 3anucu B JHEBHUKE JIOJDKHBI BECTHUCh €KEIHEBHO W COJEPX aTh IEPEUYCHb
BBITIOJTHEHHBIX pa0oOT 3a JICHb;

* [lo OKOHUaHMM TpPAKTUKU JTHEBHHK 3aBEpSAETCS IE€YaThIO OpraHu3allH, Ie
MPOXOAMJT TPAKTUKY O0yUaroOLUiCs;

* JlHeBHMK mnpujaraercss K OTYETYy IO MPAKTUKE W CAAETCS Il IPOBEPKH
PYKOBOJMTENIO MPAKTUKU OT (pusinana.

3.2. OT4eT N0 NPAKTHKE

Ha npotsienun Bcero nepuoja padoTsl B OpraHu3aluy 0Oy4aroluiics T0JKEH B
COOTBETCTBHUM C MPOrpaMMOi MTPAKTUKHU coOpaTh U 00paboTaTh HEOOXOAUMBIN MaTepua,
a 3aTeM MPEJCTABUTh €0 B BUJE OPOPMIIEHHOTO OTYETA M0 y4eOHOU MpaKTUKE/ OTYETa MO
y4eOHOM MpakTUKE CBOEMY PYKOBOAUTENIO. OTYET O MPAKTHKE SBISIETCS OCHOBHBIM
JOKYMEHTOM OOYyYaromIerocsi, OTPa)KalolllUM, BBIMOJHEHHYIO UM, BO BpEMs NMPAKTHKH,
pabory.

OT4eTr O MpakTUKE COCTABIIAETCS MHAMBUAYAJbHO KaXIbIM oOyuarommumcs. Jlms
COCTABJICHMSI, PENAKTUPOBaHHUS W O(OPMIIEHHS OTYETa PEKOMEHIYETCS OTBOAMTH
nocienHue 2-3 nHA npakTUKd. OTYET O MNPaKTHKE JOJDKEH BKJIOYATh TEKCTOBBIH,
rpaduuecKuil ¥ Ipyroi WILTIOCTPUPOBAHHBIN MaTepUaJIbL.

OTdyer 1O mNpakTUKE OQPOPMISAIOT € UCIHOJIB30BAHUEM CpPEJICTB, KOTOpbIE
MPEOCTABISAIOTCS TEKCTOBBIM TpoiieccopoM MSWord (pa3nuuHbiMU  BepcHUsIMU) U
pacnevarblBalOT Ha PUHTEPE C XOPOIIMM KauyeCTBOM MevaTu. TeKCT J0KeH ObITh Ha0paH
Ha KOMIIbIOTEpE B TEKCTOBOM penaktope « Times New Roman» 14 mipudTom nosnyTopHbIM
nHTepBasIoM. Ilons Texcra cocraBistor: cineBa - 30 MM., cripaBa — 15 MM., CBEpXy ¥ BHU3Y
mucta — 20 MM. Hymepanus cTpaHull o HeHTpPy HYXKHEHW 4acTu ucta. AO3alHbIi OTCTYI
1,25 mm. PaboTa MokeT ObITh Takke 0(hopmMiIeHa pyKOITUCHO.
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PexomeHyeTcs cnenyomui NopsaoK pa3MENIEHUs MATEPUAJIA B OTUETE:
Ne Pacnonosxenune
1/Il| MaTepuasoB B OTYETE
1. | TurynbHbid quct otdera| 11labioH B mpuiioxkeHUU
110 IPAKTHKE
2. | JoroBop Ha NIpaKkTUKYy Beimaercss  3aBenyromupM = 1O IPAKTHYECKOMY
00yYEHUIO
3. | nnuBuayaneHslid 1utad| Beimaercs  3aBenyrompM 1O IPAKTHYECKOMY
MPOBEICHHUS]  NMPAKTHKU| OOYUYEHUIO
(3aaHKe Ha MPAKTHKY)
4. | XapakTtepucruka Ha| [lumercs Ha OnaHke opraHu3alud B CBOOOJHOM
IIPAKTUKAHTA ¢dopme. [lognuceiBaeTcss KypaTropoM OT IPEANPUATUS
Y 3aBEPSAETC NEYATHIO.
5. | Oruer o BemonHeHnu| Ilnmercsa npakTukanToM. OTYET SABIAETCS OTBETOM

IIpumeyanue

3aJlaHU 110 TIPAKTUKE Ha KaXIbplii MYyHKT IJJaHA M COINPOBOXJAETCA
CCBUIKAMM Ha MPUJIOKEHHUSL.
6. | CBonHas BesloMocTh| [11abGnoH B MpuiokeHuu
OLICHKH CBojHass BEIOMOCTb OLEHKH C(HOPMUPOBAHHOCTH
chopmupoBanHoctu IIK | mpodeccrnonanbHbIx KOMITETEHIUI SABIISIETCS

ATTecTanMOHHBIN JUCT 00s3aTeIbHOM COCTAaBHOM YacThIO JHEBHHKA II0
MpaKTUKE. BenoMOCTh 3aloiHAETCd KypaTopom
NpPaKTUKU  OT  NPEANPHUATHUS/OpraHu3alud 10
OKOHYAHUI0 NpakTUKU. OTCYTCTBHE OIIEHOK B
BEJOMOCTM HE IMO3BOJUT NPAKTUKAHTY TMOJYYUTh
WTOTOBYIO OILIEHKY MO MPAKTUKE U TEM CaMbIM OH HE
OyJleT JOMyLIEH 10 KBAIM(PUKAIMOHHOTO 3K3aMeHa
no 1IM.

7. | Ilpunoxenus [Ipunoxenuss MNOpeACTaBISIOT CcOOOW  Marepuad,
MOATBEPKAAIOIIMKA  BBINIOJHEHUE  3aJaHUM  Ha
MPaKTUKE (kormu CO3/IAaHHBIX  JOKYMEHTOB,
dparMeHTBl TIporpamMm, ueprexked u ap.). Ha
NPUJIOKECHUN JENalTCid CCbUIKM B «OTueTe o0
BBINOJIHEHUU 3aJIaHUM MO NpakThke». [Ipunoxenus
AMEIT CKBO3HYIO Hymepanuio. Homepa crpaHuiy
MPUJIOKECHUIN JONYCKAETCS CTABUTh BPYYHYIO.

8. | JIHEBHHK IO PAKTHUKE [11aG10H B NpUIOKEHUN
3anosHseTcs exeaHeBHO. OLEHKN 3a KaXAbld JE€Hb
MIPAaKTUKU CTaBUT Kyparop oT

NPeANPUATHS/YUPEKICHUS.

3.3 OgopmiieHre OTYETA 110 IPAKTHKE

TUTYABHBIA TUCT - 3TO NepBasi CTpaHULA PabOThl, HA HEM HEOOXOJUMO YKa3aTh
HAaMMEHOBAaHME BHJA MPAKTUKU y4yeOHas MpakThka/YuyeOHas NpakThka (yKa3bIBaeTCs
Ha3BaHHE MNPO(ECCHOHAIBHOTO MOIYJs), HauMeHOBaHwe Oa3pl mpaktuku, DPUO



oOyuaronierocsi, Homep rpymibl, DO pykoBoAUTENS MPAKTUKY.

Copepxanue. Ilepeuncienne MHQOPMAMOHHBIX OJIOKOB OTYETA C yKa3aHUEM
COOTBETCTBYIOIIUX CTPAHUL.

Brenenue.

[lepen HauanoM MNPAKTUKH PYKOBOAMTENb BBIIAET oOydaronmiemMycs 3aJaHue Ha
MIPAKTUKY, COAEpKalllee eI U 3a1adn €€ MpoXoxAeHusd. FIMEHHO OHM BKIIIOYAOTCS B
BBEJCHUE OTYE€TA. 31eCh JKE€ CIEAyeT AapryMEHTHUPOBAaTh AaKTYaJbHOCTb TEMBI
HCCIICIOBAaHNUSI M YyKa3aTh, KAKHWE JIOKAJIBHBIE AKThl M JOKYMEHTHl OpPTraHHU3allH BBI
ucnosb3oBaiu. OObEM BBEICHHSI HE MPEBBIIIAET 2-X CTPAHULL.

OcCHOBHas 4acTh.

Odopmiisiercst COrIacCHO TeMaM, MPEAJIOKEHHbIM B MPOrpaMMe MPaKTHKU.
ComepKuT UCCIENOBAHUE [JEATEIBHOCTH OpraHu3alMd W aHalu3 IOJy4YEHHBIX
pe3ynbTatoB. B nanHom pasjene oOyuaronuiics Ja€T MOAPOOHBIN OTYET O BBHIMOIHEHUU
€KEIHEBHBIX Y4E€OHBIX 3aJaHUW M ONUCHIBAET M3YyYEHHbIE U OTpPaOOTaHHBIE BOIPOCHI,
IIPEUIOKEHHBIE B IPOrpaMMe MPAKTUKH.

BriBobl.

Paznen ortuéra, B KOTOpOM OOYyYarOIIMICS BBICKA3bIBAET CBOE MHEHHE 00
opraHu3alvd ¥ 3(PPEeKTUBHOCTU NPAKTUKH B IIEJIOM, COLMAIBHON 3HAYMMOCTHU CBOEH
Oynywei npodeccun. Ha OocHOBE M3y4E€HHOIrO MPAKTHUYECKOTO MaTepHhalia BO BpEMs
MPaKTUKHU 00y4YaroIIeMycs CIEAYET BbISIBUTh KaK MMOJOKUTEIbHBIE, TAK U OTPHUILIATEIIbHbIE
CTOPOHBI JICSITENIBHOCTH OpraHu3aluu 0a3pl - NPaKTUKH, a TaKXkKe MPeasIOXKHUTh
MEpONPUATHS 1O yCTPAHEHUIO BBIABICHHBIX HEJOCTAaTKOB M JaJbHEUIIEMY
COBEPILIEHCTBOBAHUIO paOOThI opranu3zanuu. @opmynnpoBaTh UX HYKHO KPaTKO U YETKO.
B koHIIE 3aKIIFOY€HUS CTAaBUTCS JaTa CAa4u OTYETA U MOJINCH aBTOPA.

[TpunoxeHnus - 3aKIIOUUTENbHBIN pa3fen OTuéra, coaepxaiiuil 00pasibl U KOUU
JOKYMEHTOB, pUCYHKH, TAOJIULIBI, POTOrpaduu U TaK AaJiee.

[Ipn HanmucaHUM THEBHUKA - OTYETA U3YUYEHHBII MaTepuan J0HKEH ObITh U3JI05KEH
CBOMMH CJIOBAMH, 0€3 JOCIIOBHOTO 3aMMCTBOBaHUSI U3 YYEOHHKOB M JIPYTUX
JUTEPATYPHBIX UCTOYHUKOB. Oco00e BHUMaHWE HEOOX0IUMO OOpaTUTh Ha TPAMOTHOCTh
M3JI0KEeHHUsl.  HopmaTMBHO-CIIpaBOYHBIE ~ JTOKYMEHTBl ~ OpraHW3alu{,  JIOJDKHBI
COOTBETCTBOBATh IOy IPOXOXKACHUS TPAKTUKH.

K oruéry npunararorcs:

* XapakTepuCTHKAa OT OPTraHU3alluH, 3aBEPEHHAs MOMANKMCBHIO PYKOBOIMTENS M
neyaThblo opranusaiuu. B xapakrepuctuke He0oOX0IUMO yKa3aTh — (DaMIIINIO, HHUITHAIIBI
oOy4Jaromierocsi, MECTO MPOXOXKACHHUS MNPAKTUKUA, BpeMs MPOXOXKJIeHUA. Takxke B
XapaKTEPUCTHUKE JJOJIKHBI ObITh OTPAKEHBI: TIOJTHOTA U KAYE€CTBO BBIMOJIHEHUS POTPaMMBbI
MPaKTUKH, OTHOLIEHUE O0YYarOIIEerocsl K BHIMOIHEHUIO 3aJaHUM, MOJYYEHHBIX B IEPHO
MPaKTUKH,  OLEHKAa  pe3yJbTaTOB  MPAKTUKU;  OPOSABICHHbIE  OOyYAOIIMMCS
npodeccuoHaNbHbIE U IMYHBIE KaueCTBa.

* ATTeCTallMOHHBIHN JIUCT, B KOTOPOM COAEPIKATCS CBEJIEHUSA 00 YPOBHE OCBOCHHS
oOyyJarormcs Tpo(ecCuOHaIbHbIX KOMIIETEHIIUM.

4. 3AJIAHUE HA ITPAKTUKY

[lepBoe 3amaHue - KOHTPOJbHBIE BONPOCHI, KOTOPBIE CIEIYET MOATOTOBUTH K



3amuTe yuyeOHOU mnpakTuku. [Ipu oTBeTe HA TEOPETUUECKUU BOIMPOCHI HEOOXOAMMO
WCIIOJB30BaTh JIEKIMHU, 3aKOHOJATEIbHBIA U MHCTPYKTUBHBIM MaTepHall, MaTEPUANbI 1O
HCCJEyeMON OpraHu3aluH.

Bropoe 3amanme - mpaktuueckoe. IIpu BbIMOIHEHWHM 3anaHus, OOywaroluecs
JOJIKHBI MOATOTOBUTH (DaKTUUECKUH MaTepuasl (KOMUU JOKYMEHTOB) MO HCCIEAyEeMOM
OpraHu3alliy U MPUBECTU HEOOXOAUMbIE MOSICHEHUS (YCTHO IIPU 3aIIUTE).

Temarnka BOIIPOCOB M 3aIJaHUM I MOJATOTOBKH K 3aIIATE OTYETA IO PAKTHKE:

- COCTaBJICHUE CXEMBI CETU FOCYAAapPCTBEHHBIX apXUBOB PD;

- COCTaBJIEHHE TJIOCCapUsl IO OCHOBHBIM IOHATUSM IO apXWBHOMY IIpaBy M
apXMBHOMY 3aKOHOJATEIIbCTBY;

- U3YUYEHHE CTPYKTYPBI U COJIEPKAHUSI COBPEMEHHOI'0 apXUBHOI'O 3aKOHOIATENIHCTBA
Poccun.

- IPOBEICHUE IKCIIEPTU3BI LIEHHOCTH JOKYMEHTOB 110 KPUTEPUSIM;

- IOJATOTOBKA K TEPMUHOJIOTUYECKOMY TUKTAHTY;

- pacrpezienieHne JOKYMEHTOB Ha TPYIIIbI B 3aBUCHMOCTH OT CPOKOB XPaHEHHS.

- COCTaBJIEHUE CXEMBI OpraHu3alus apXuBHOIO zena B Poccuu;

- H3y4YeHHE OCHOBHBIX IIOJIO)KEHUH EQUHONW TOCYyIapCTBEHHOM CHUCTEMBI
JENONPOU3BOACTBA;

- U3y4YE€HHE OCHOBHBIX nojoxxeHuil denepanbHoro 3akoHa «O0 apXMBHOM Jiene B
Pdy;

-03HaKOMJIEHHE C pabOTON 3KCIEPTHOU KOMHCCHH;

- IPOBEJICHUE YUeTa ApXUBHBIX JOKYMEHTOB U yueTa (GOoHAa;

- U3y4YE€HUE ITAIIOB MIEpelayy JOKYMEHTOB M JI€Jl HA apXUBHOE XpAHEHUE.

- COCTaBJIEHUE CXEeMbl (DYHKIIMI apXuBa;

- U3yYeHHe nopsAjka  JOKYMEHTHPOBaHUSA HMH(POPMALMOHHO-CIPABOYHBIX
MaTepHAJIOB;

- u3yueHue ocooeHnocrer denepanbHoro 3akoHa ot 22 oktaops 2004 r. Ne 125-D3
"O0 apxuBHOM Jene B Poccuiickoit @enepanuny.

- o(hopMIIeHHE TOKYMEHTOB OpraHU3ally JeTEIbHOCTH SKCIEPTHONH KOMUCCHUU;

- IOATrOTOBKAa M O(OPMIIEHHE CXEMBbI «JTalbl NEepeaadyn JOKYMEHTOB M 1€ Ha
apXMBHOE XPAHECHUEY;

- COCTABJIEHUE U MTOPSAAOK 3aI0JHEHUS YUYETHBIX JOKYMEHTOB apXUBA.

- U3yYeHHe nopsAjka  JOKYMEHTHPOBAaHUSA HMH(POPMALMOHHO-CIPABOYHBIX
MaTepHaJIOB;

- U3yYEHHE CTPYKTYpPHI PeaepanbHoro 3akoHa «O0 apxuBHOM jene B Poccuiickoi
denepauumny;

- COCTaBJICHUE U BEJICHUE KapTOUHBIX yKa3aTene (oHI0B.

- OCYILIECTBJICHUE BblAaun/mpuemMa Jiea QOHJI0B;

- IOATOTOBKA aKTa MpHUEMa-Nepeaadu Jesl OpraHu3aluy B apXUBHOE YUPEKICHUE
JUISl XpaHEHUS;

- COCTaBJICHUE U BEJICHUE KaPTOUHBIX yKa3aTenei (oHI0B.

- U3yYeHHe nopsAjka  JOKYMEHTHPOBaHUS HMH(POPMALMOHHO-CIPABOYHBIX
MaTepHaJIOB;

- IpUeM U 0pOpMJIEHUE YUETHON TOKYMEHTAIINH;

- COCTaBJICHUE U BEJICHUE KapTOUHBIX yKa3aTesnel poHI0B.
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- COCTaBJICHUE U BEJICHUE KapTOUHBIX yKa3aTenel oHI0B;

- COCTaBJICHHE TJIOCCApUsl MO OCHOBHBIM MOHSTHSM [0 ApXUBHOMY IMpaBy U
apXMBHOMY 3aKOHOJATENbCTBY;

- COCTaBJIEHUE yyeTa JOKYMEHTOB apXUB.

- U3YYHTH JIOKaJIbHO-HOPMATUBHBIE TIPABOBHIE aKTHI 10 OPraHU3alMN XPAHCHHUIO U
HCITIOJIb30BAHUIO TOKYMEHTOB;

- 03HAKOMUTKCS C MOPAIKOM (POPMUPOBAHUS HOMEHKIATYPHI J1eT;

- BBIIIOJIHEHUE KOMILIEKCa paboT, 00eceunBatoUIuX COXPAaHHOCTh JOKYMEHTOB.

- 3aII0JIHEHUE KYypHaJla TEMIIEPATYPHOr0 peKUMa XpAHEHUS! TOKYMEHTOB;

- O3HAaKOMJIEHHE C JOKYMEHTAaMH, KOTOpbIE HCIOIBb3YIOTCS ISl COCTaBICHUS
HOMEHKJIATyPHhI J1eT;

- opopmiieHrE OOT0XKKHU JE.

- obecrieyeHre ONTUMAbHBIX YCIOBHM XpaHEHHUs JOKYMEHTOB;

- MOAATOTOBKA K apXMBHOMY XPaHEHHIO IOKyMEHTOB 0 TUYHOMY COCTaBY;

- o(hopMIIEHHE HOMEHKJIATy bl JEll.

- COCTaBJICEHUE aKTa O HEUCIPABUMO MOBPEKACHHBIX JOKYMEHTAX;

- U3yY€HUE CPOKOB XpaHEHUsI CBOJHOM HOMEHKIIATY bl JEIT;

- (popmupoBaHue nena AJid TEKYIEro XpaHEeHHUs.

- COCTaBJIEHUE BHYTPEHHEN ONMUCH JOKYMEHTOB JI€Na;

- u3y4eHne (popMbl HOMEHKIIATYPHI €N MPEANPHUITHS;

- OCHOBHbIE TpeOOBaHUS MO COONIIOACHUIO CAHUTAPHO-TUTHEHUYECKOTO PEKUMaA B
XpaHUJIHIIAX.

- OIIpe/IeJIEHNEe CPOKOB XPAaHEHUS e,

- opopMIieHrE HOMEHKJIATYPBI J1ET;

- IOPAJIOK BBIIAYHM apXUBHBIX TOKYMEHTOB U3 apXUBOXPaHIIUIIIA.

- obecrnieueHre PU3NKO — XMMUYECKOM COXPaHHOCTH JOKYMEHTOB;

- U3y4YCHHE MPUHIIMIIOB Pa3paOOTKH TPYIITUPOBKH JIET;

- HW3y4YCHUE IIOpsAJKAa BHECEHUU JONOJIHEHUM, YTOYHEHMH, HCIOJIIb30BAHUE
HOMEHKJIATYpBbI 1€]1 U XpaHEHHE.

- cOCTaBJieHUE U OPOpPMIIEHUE OMKCEN JIe] MO JUYHOMY COCTAaBY;

- cocTaBiieHne Ta0auIbl «Buapl MOBpexXIEHU) apXUBHBIX TOKYMEHTOB;

- U3y4YEHHUE MOPSIIKA CUCTEMATU3alIMK 3ar0JI0BKa J€J1 B HOMEHKIIAType.

- IOATOTOBKA aKTa MpUeMa-repeaadn Jei OpraHu3aluu B apXUBHOE YUPEKICHUE;

- U3YYCHHE MPABUII BBIAAUN U U3BATHS OTACIBHBIX JOKYMEHTOB W3 JIEI;

- TpeOOBaHUs MAOJKHBI COONIONATHCS B apXWBE IO OOECIEUECHHUIO MOKapHOU
0€30MacHOCTH.

- u3y4eHne TpeOOBaHUI K TOMEIICHHUSIM apXHBa Ha MPEANPHUITHIX;

- U3YYCHHE MPABUJI XPaHEHUs Je B CTPYKTYPHBIX MOpa3AeICHUSX MPEATPUITHS;

- o(hopMIIEHHE HOMEHKJIATypPbl JEll.

5. HOABEAEHHUE UTOI'OB ITIPAKTUKHN

ITo OKOHYAaHHUH IPAKTUKH oOy4aronuiics JOJIKEH HOJIYYUTh
Iu(pQGepeHINPOBAaHHBI  3a4eT [0  pe3yJbTaTaM  I[PEACTaBICHHOIO  JIOKJIaaa
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(mpe3enrtanuu). OcHOBaHUEM JUIsl JIOMyCKa OOYYarOmIErocs K 3a4eTy IO MPaKTUKE
ABJISIETCSI  TOJIHOCTBIO  OQOPMJICHHBIM  OTYeT 1O y4eOHOH/y4eOHOM MpaKTHKe
po(EeCCHOHATBHOIO MOAYJISl B COOTBETCTBUU C MPOrPaMMOM MTPAKTUKH.

K oTu€Ty 1o npakTHke mpuiiararoTcs:

* JIHEBHUK MO NPAKTUKE OQPOPMIIEHHBI B COOTBETCTBUU C YCTAHOBJICHHBIMU
TpeOOBAHUSMU, 3aBEPEHHBIM IMEYAThIO OpPraHU3alMKU - 0a3bl MPAKTUKU U TOANHCHIO
PYKOBOJUTENS MPAKTUKKU OT OpraHU3allNH;

* ATTeCTallMOHHBIN JUCT C yKa3aHUEM BUJOB M KauyecTBa BBINOJHEHHBIX padoT B
NEpPHOJT MPAKTUKH, YPOBHS OCBOCHHUSI MPOPECCUOHANBHBIX KOMIIETEHIU;

* [TonoxxurenpbHas XapakTepUCTUKA OPTaHU3aLMU Ha 00YyYarolEerocst o OCBOEHHUIO
oOLIMX KOMIIETEHLIMI B NMEPUOJI MPOXOKAEHUS IPAKTUKH, BBINOJHEHHAss HA (UPMEHHOM
OJlaHKe, 3aBepEHHAas MOANKUCHI0 PYKOBOJIUTENS U MI€YAThIO0 OpraHU3allNy;

B pe3ynbraTe mpoBepKU OTYETA O MPAKTUKE OOyUaromuiics monyyaer oneHky. [pu
OLICHKE YYHWTBHIBAIOTCS COJEp)KaHWE W NPaBUIBHOCTh O(OPMIIEHHS OO0Yy4YaromUMCs
JTHEBHUKA M OTYETa MO TMPAKTUKE; XapaKTEpUCTUKA PYKOBOJMUTENS NPAKTUKH OT
OpraHu3alliM, aTTEeCTAlMOHHBIM JIMCT U BBICTyIJIeHWE oOydvatouierocsa. OueHka
MPOCTABIIAETCS B BEAOMOCTb, 3a4E€THYI0 KHH)KKY 00YyYarolerocs.

6. KPUTEPUU JUODPEPEHLHUAIINU OLHEHKU 110 IPAKTUKE

«OTnuyHO» - coaepkaHue MU O(QOpMIEHUE OTYETa M JHEBHUKA IOJHOCTBIO
COOTBETCTBYET MpPEABIBISIEMbIM TpPEOOBaHUSAM, XapPAKTEPUCTUKH  OO0YyYaroIIerocs
MOJIOKUTENbHBIE, OTBETHI Ha BOMPOCHI MPEMNOIABATENS M0 NPOrpaMMe MPAKTUKH MOJIHbIE
Y TOYHBIE.

«XO0po110» - HECYILIECTBEHHbIE 3aMEUaHUsl MO COAEPN AHUI0 U (POopMaM OTYETA U
JTHEBHUKA, XapaKTEPUCTHUKU OOYYAIOIIETrocsl MOJOKHUTENIbHbIE, B OTBETaX Ha BOIPOCHI
MPEenoiaBaresis No NporpaMMe MPakTUKU 00yYaroLMics T0MyCKaeT HETOYHOCTH, XOTS B
L[E€JIOM OTBEYAET YBEPEHHO U UMEET TBEP/AbIE 3HAHMUS.

«Y IOBJETBOPUTETBLHO» - HEOPEKHOE OPOPMIICHUE OTUETA U THEBHHUKA, OTPAKEHBI
BCE BOIPOCHI MPOTPAaMMbl MPAKTUKH, HO HMMEIOT MECTO OTJEIbHBbIE CYIIECTBEHHbIE
MOTPEITHOCTH, XapaKTEPUCTHUKU OOYy4arollerocs: MOJIOKHUTENbHbIE, NP OTBETaX Ha
BOIIPOCHI TI0 MPOrpaMMe MPaKTUKH 00yYarOIIHMICs T0MyCKAaeT OMUOKH.

«HeynoBneTBOpUTEIBHO» - 3Ta OLEHKA BBICTABISETCS OOydYarolIEeMycCs, €Cld B
OTYETE OCBEIEHbBl HE BCE pa3leiabl NPOrpaMMbl MPAKTUKKM JUOO Ha BOMHPOCHI
oOy4Jaronuiics He JaeT yA0BJIETBOPUTEIBHBIX OTBETOB, HE UMEET YETKOI'O IPEICTABIICHHUS
0 JIeATEIbHOCTH 0a3bl MPAKTUKH.
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Hpuaoxenue
®EJEPAJIBHOE T'OCYJAPCTBEHHOE BIOJJ)KETHOE OBPA3OBATEJILHOE YUYPEKJIEHUE
BBICIHIET'O OBPA3OBAHUS «MOCKOBCKHU T'OCYJAPCTBEHHbBI YHUBEPCUTET
TEXHOJIOI' i U YIIPABJIEHUSI UMEHMU K.I'. PA3YMOBCKOI'O (IIEPBbIN KA3AUUI
YHUBEPCUTET)»
(PI'BOY BO «MI'YTY UM. K.I'. PA3YMOBCKOI'O (IIKY)»)
MOCKOBCKHUI OBJIACTHOM KABAUUN UHCTUTYT TEXHOJIOTUU U YIIPABJIEHUS
(PUIAAJT)

YTBEPX/JAIO
ITpencenarens ITLK
JlemonpousBoacTaa

B.A. Moucees
« » 20 1.

JHEBHHUK

y4eOHO# NPaKTUKH

[IM.02 JIokyMEeHTHUpOBaHHUE U OpraHU3aIMOHHAs 00paboTKa I0OKYMEHTOB

Crynenra

[Tpodeccun 46.01.03 Jlenonpon3BOUTENb

®dopma o0yueHust

Bonokonamck 20
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1. UHCTPYKTAXK 10 03HAKOMJICHHIO ¢ TPeOOBAHMAMM OXPAHBI TPYAA, TEXHUKH
0e3011aCHOCTH, OKAPHO 0€30MaCHOCTH, IPABUJIAMHU BHYTPEHHEI 0 pacnopsiAka

HMHCcTpyKTa)K IPOBEIeH

O3HakoMJIeH

oo TpC6OBaHI/IHM OXpaHbl Tpyada

(noonucs pykosooumesis RPAKMuKu on
opearuzayuu)

« » 20 T.

(noonucw obyuarwezocs)

« » 20 T

110 TEXHUKHU 0€30IaCHOCTHA

(noonucs pykosooumesis RPAKMuKu on
opearuzayuu)

«_» 20 1.

(noonucw obyuarwezocs,)

« » 20 T

IO MOKapHOH 0€30MacHOCTH

(noonucs pykosooumesis RPAKMuKu on
opearuzayuu)

«_» 20 T

(noonucw obyuarowezocs)

«_» 20 1.

1o nMpaBWjiaM BHYTPCHHETO
TPYAOBOI'O pacliopsiikKa

(noonucs pykosooumess RPAKMuKu on
opeanuzayuu)

« » 20 T.

(noonucw obyuarwezocs)

« » 20 T
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2. HanpasJienune
1. ®amunus, ums, otyectBo ctyaeHTku: (OHO)

2. Ilpodeccus: 46.01.03 Jlenonpon3BOIUTEINb

3. MecTo npaKkTuKHu:

4. CpoKH NPaKTUKHU:

5. PykoBoautens npakTuku oT HHCTUTYTA: (PHO)

I[Monnuce /OUO/

JlaTa npoxo:kaeHns NpaKTUKH

1. [IpuObLIb HA MECTO MPAKTHUKHU:

2. Ilpo1ien HHCTPYKTaX MO TEXHUKE O€30MacHOCTH:

(PUO)

(monmuce)
3. Haznauen CTaXXCpOoM, IMPUCTYIINI K pa60Te:

4. OKOHYaHHE NPAKTUKHU:

(PUO)

(monmucs)
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3. 3anucu o padoTax, BbINOJHEHHbIX HA IPAKTHKE

IToanucu pykoBoauTenei

Yucno n KpaTkoe copepxaHue BHIIIOJHEHHBIX padoOT 1O
oT oT ¢punuana
MecsI BOIIPOCaM pa3zjiefia (TeMbl), IPOrpaMMbl MPAKTUKU
HpEeANPUATHS
IlepeyeHb BBINOJHEHHBIX Pa0OT MOATBEPKAALO:
PykoBoautens npaktuku ot opranusanuu: PHO
ITonnuce pykoBoauTens « » 20 1.
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OT3bIB pYKOBOAUTEJIS MPAKTUKH OT NPeANPUATHS
(c ykazaHueM TeopeTH4YeCKOil MOJAr0TOBKH CTY/I€HTA, Ka4eCTBA BbINOJHEHHOM
padoThl, TPYA0BOI JUCHUILINHBI U HEIOCTATKOB, €CJIM OHU MMEJIU MeCTO)

[Toanuce pykoBOoAUTENS ( )
« _» 20 1. ML.IL

OuneHka NPpaKTHKH CTYACHTA
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Oﬁpaseu Oq)OpM.]'IeHI/Iﬂ TUTYJIBHOTO JIUCTA 0TYETA [0 IPAKTUKE

MUHHUCTEPCTBO HAYKH U BBICIIEI'O OBPA30OBAHUS POCCUMCKOMN OEJEPAIINN
®EJIEPAJIBHOE 'OCYJAPCTBEHHOE BIOJI’KETHOE OBPA30OBATEJILHOE
YYPEXJEHUE BBICIHIEI'O OBPA3OBAHUS «MOCKOBCKHI
TOCYJAPCTBEHHbBI YHUBEPCUTET TEXHOJIOI'MH U YIIPABJIEHUSA
HUMEHH K.I'. PA3YMOBCKOI'O (IIEPBBI KA3BAUYU YHUBEPCHUTET)»
(PI'BOY BO «MI'YTY HM. K.I'. PASYMOBCKOT O (ITKY)»)
MOCKOBCKHUM OBJIACTHOM KABAUUUN MHCTUTYT TEXHOJIOTUN U
YIIPABJIEHUS (PUJTHAJT)

OTYET
O MPOXOXKJIEHUU YYEBHOM MPAKTUKHA

IIM.02 /IokymMeHTHPOBAaHHE U OPraHU3ALMOHHAsA 00Pa00TKA JOKYMEHTOB

O6yuaronuiics: (OHUO)
[Tpodeccus 46.01.03 Jlenonponu3BOAUTEND

®dopma 00ydeHus:

Kypc:
MecTo npakTuku

CpoKH NpaKTHKWU: -

PykoBoautens npaktuku: (PO, 101KHOCTD)

[Toanuck oOy4aromierocs
(®HO) « » 20

(monmucs)

[Toamuces pyKOBOAUTEIS

IIPAKTUKU OT UHCTUTYTa
(®HO) « » 20

(monmuce)

OTtyeT npuHAN
(®UO) «_» 20

(monmucs)

Bomokonmamck 20
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MecTo npoBeaeHNs TPAKTUKU:

ATTECTAIIUOHHBIA JIUCT

MO OCBOEHUIO MPO®ECCUOHAJIBHBIX KOMIIETEHIIUI

HA YYEBHOM ITIPAKTHUKE

IIM.02 JOKYMEHTHUPOBAHHUE U OPI'"AHU3AIIMOHHASA

OBPABOTKA JOKYMEHTOB

damunus, ums, omuecmso 00yuaUe2ocs

[Ipodeccus
46.01.03 Jlemonpou3BOOUTEID

HAUMeHO8aHUe Op2anu3ayuu (npeonpusimusi)

Cpoku npOX0KAECHUS ITPAKTUKH C « » 20 . mo «

20 T.

B X04A€ NPAKTUKH CTYACHT OCBOWJI KOMIICTCHIIMHA .

IIpodeccnonabHbIC KOMIIETEHIIUN

YpoBHH 0cBOCHUS

Kon npogeccuoHAIbLHBIX
KOMIIeTeHIM i

OK 1 [Nonumats CYIHOCTb 1 COLMAIBHYIO 3HAYMMOCTD Oyayueit mpodeccun, OCBOEHO YaCTUYHO
MPOSIBISITh K HEW YCTOMUMBBIN HHTEpeC

OK 2 OpraHu3oBbIBaTh COOCTBEHHYIO ACATENBHOCTD, UCXOS U3 LEeNH U OCBOEHO YaCTHUYHO
Coco0O0B ee JOCTHKEHUS, ONPEIENICHHBIX PYKOBOAUTENEM.
AHanu3upoBaTh pabovyI0 CHTYaIUIO, OCYILECTBISATh TEKYLIHH U OCBOEHO YaCTUYHO

OK3 UTOTOBBIA KOHTPOJIb, OIIEHKY U KOPPEKLNIO COOCTBEHHOU AEATEIbHOCTH,
HECTH OTBETCTBEHHOCTH 32 PE3yJIbTaThl CBOEH paboThI

OK 4 OcyecTBIsATh MOUCK UHPOPMAIH, HEOOX0AUMOHN A7 3P PEKTHBHOTO OCBOEHO YaCTUYHO
BBINOJIHEHNS TPo(ecCHOHATTBHBIX 33134

OK 5 Hcnonb3oBaTh MHPOPMAOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHUH B OCBOEHO YaCTUYHO
npodecCHOHANBHON ICATETLHOCTH.

OK 6 Pabotate B koOMane, 3 PEeKTHBHO 00MIATHCS ¢ KOJUIETaMH, OCBOEHO YaCTUYHO
PYKOBOJCTBOM, KJIMEHTaMH

OK 7 HcnonHATh BOMHCKYIO O0SI3aHHOCTB, B TOM YHMCIIE C TPUMEHEHUEM OCBOEHO YaCTUYHO
MOJTYYEHHBIX MPOoecCHOHANBHBIX 3HAHUH (/1715 FOHOILIEH)

K 2.1 dopMupoBars jena OCBOEHO YaCTHYHO

K 2.2 ObecnieunBaTh OBICTPBIA MOKUCK JOKYMEHTOB 110 HAYYHO-CIIPABOYHOMY OCBOEHO YaCTUYHO

) anmapary (KapToTeKaMm) OpraHu3alnuu

K 2.3 CucreMaTH3MpOBaTh U XpaHUTh JOKYMEHTBI TEKYILIETO apXHBa OCBOEHO YaCTHUYHO

K 2.4 ObecnieunBaTh COXpaHHOCTh MPOXOSIIEH CITy:KeOHOM JOKYMEHTAIUN OCBOEHO YaCTHUYHO

K 2.5 ['oTOBUTH U MepeaBaTh JOKYMEHTHI HA apXUBHOE XpaHEHHE OCBOEHO YaCTHUYHO

K 2.6 ObecnieunBaTh COXpaHHOCTh apPXMBHBIX JOKYMEHTOB B OpTaHH3alUN OCBOEHO YaCTHUYHO

PyKOBOI{I/ITeJIL NMPaKTUKHU
OT UHCTUTYTA:

HDGHOHaBaTeﬂb/ MACTEp NPOU3BOACTBCHHOT'O 06V‘-I€HI/I$I

(DUO)
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