


NpUOOPETEHNE MPAKTUYECKOTO ONbITa pabOTHl B KOMAH/E,

NpUOOPETEHUE MEPBUYHBIX YMEHWH OOpPabOTKM AOKYMEHTOB Pa3IMYHBIX
CUCTEM TOKYMEHTAlMK, Pa0OThl B apXUBE OPraHuA3alu, paboThl ¢ HOPMATUBHBIMU
M 3aKOHOAATCIBbHBIMA  AKTaMHM, CIPABOYHOH JIMTEPATYpodl ©  JAPYTUMHU
VUCTOYHUKAMM.

C uenp0 OBIAAEHUS BHAOM MNPO(PECCHOHAIBHOW  JEATETBHOCTH U
COOTBETCTBYIOIUMHU MPOPECCHOHATBHBIMU  KOMIETCHIMSAMU OOy4YaroIuiicss B
pe3yabpTaTe MPOXOXKACHUS TMPAKTUKA B PAMKaX OCBOEHUS MPO(PEeCCHOHAIBHOTO
MOJYJIS JOJKEH:

npUOOPECTH NPAKTHYECKUN OTIBIT B!

OpraHM3ali  JOKYMEHTALIMOHHOTO  OOECHEeUeHUsT  yNpPaBJICHUS W
()YHKLIMOHWPOBAHHUS OpPraHU3aliu;

OpraHM3alil apXWBHOH M CHPABOYHO-TOKYMEHTAMOHHOH paboThl M0
JOKYMEHTaM OpraHu3alnu;

BBIMIOJTHEHUH paboT MO NPO(pEcCusiM: CEKPETAPb-MAIMHACTKA, APXUBAPHYC;
yMeThb:

OPUMCEHITh ~ HOPMAaTWBHBIE  MPABOBBIE  aKThl B YNPABICHYECKOH
JESATEIbHOCTH,

NOJArOTaB/IMBAThL MPOEKTHl  YIPABJICHUYECKUX PELICHHM, 00pabaThiBaTh
BXO/MIIME M MUCXOJAIIAC JOKYMEHTBI, CUCTEMATH3UPOBATh WX, COCTaBIISAThH
HOMEHKJIATYPy 1€ U (POPMHUPOBATh TOKYMEHTHI B JIENA,

TFOTOBUTh M MPOBOJWTH COBCIIAHUWS, JACIOBBIC BCTPEYM, MNPHUEMBI U
NPE3CHTALNN;

OPraHM30BBIBATh JCATCIBHOCTh apXMBa C Y4YETOM CTaryca M MpoQuis
Opranuzanmu; padoTaTk B CHCTEMAX ANEKTPOHHOTO JOKYMEHTOO00pOTA,

UCIOJIb30BaTh B JICATEIBHOCTM apXMBA COBPEMEHHBIE KOMITBIOTCPHBIE
TEXHOJIOTHH;, MPUMEHATh COBPEMEHHBIE METOJMKM KOHCEPBALMA M PECTaBPALAA
APXUBHBIX JOKYMEHTOB,

pabotatb ¢  OOHICPOCCUHCKMMM W JIOKQJbHBIMM  HOPMATHUBHBIMH
JOKYMEHTAMHU 110 OPraHr3aliK JOKYMEHTAMOHHOTO O0ECEUYCHUs YIIPABJICHHUS,

aHaJTM3UPOBaTh OpraHu3anuio ciy>x0el JJOVY;

0(OPMIIATH YIPABICHYECKUE JOKYMEHTBI, TOTOBUTH JOKYMEHTHI K MEpeaaye
B APXUB,

MCIOJIb30BATh WH(OPMALMOHHBIE TEXHOJIOTHH JUTS pelICHus
YIPaBIEHYECKHUX 3a1a4;, padoTaTh HA MEPCOHAIBHOM KOMIBIOTEDE;

[TOJI30BATECA COBPEMEHHONW OPITEXHUKOW M CPEACTBAMU KOMMYHUKALIHW,
3HATH:

HOPMATUBHBIC MPABOBBIE AKTHI B OOJIACTM OPraHM3allMK YIPABICHUYECKON
JESATEIIbHOCTH,

OCHOBHBIC MTPaBUJIA XPAHEHUS U 3aAIUATHI CIY>KEOHON MH(pOpManuy;

CUCTEMY apXUBHOIO yrnpasiicHus B Poccuiickoil deaepanum u OpraHn3anmro
ApxusHoro (onna Poccuiickoii denepanuu;

CUCTEMY XPaHEHUS U 00paOdOTKH JOKYMEHTOB,;

3aKOHOJATENIbHBIE AaKThl M HOPMATUBHO-METOAMYECKHAE JOKYMEHTHI IO
JOKYMEHTAMOHHOMY OOCCIIEYEHHUIO YIPABJICHUS U apXUBOBEICHUS,



CTPYKTYPY COBPEMEHHBIX OpraHu3alvii u opranuzanuio ciayxo J10VY;
OpraHu3alMI0 U TEXHOJIOTHIO PA0OTHI C TOKYMEHTAMU B YUPEKICHUM;

JIOKAJIbHBIC HOPMATHUBHLIC AaKThl M MCTOJMYCCKHUC NOKYMCHTLI B obnactu
HOY.

2. Pe3yabTaThbl OCBOECHHS MPOTPaMMbl NPeITUILIOMHON MPAKTUKH
Pe3ynbraToM OpOXOXKACHHUS MNPENAUIIOMHOM MPAKTUKM B paMKax OCBOCHHUS
npoeCCUOHATIBHBIX MOJYJIECH SBJsETCS OBJaJeHUE OOYyYarolIMMUCS BHUIAMU
npoeCCUOHABHON  eaTeNibHOCTH  «OpraHu3anus — JA0KYMEHTAlMOHHOTO
oOecrieueHus ynpaBjieHUs ¥ (QPYHKIMOHWPOBAHUS OpraHu3anumny, «OpraHuzanus
apXMBHOM W  CHPABOYHO-JOKYMEHTALMOHHOW  paboTel MO  JOKyMEHTaM
opranuzaiuny, «BeinojHeHne paboT MO OAHOM WM HECKOJbKUM MpodeccHsiM
paboumx, NOJBKHOCTSM CIYXKAlllMX: CEKPETAph-MAIIMHUCTKA, apXUBapUycC», B TOM
yuciie ooummu komneteHuusmMu (OK) BKITFOUarommmm B ¢e0st CHOCOOHOCTB:

Kon HaumeHnoBanmue pesyabTaTa 00y4yeHus1 (KOMIETEHLIMH)

OK 1. IToHnMaTh CYLTHOCTh M COLMANBHYIO 3HAYMMOCTb CBOeH Oyaymueir mpodeccuwu,
MIPOSIBJIITE K HEH YCTOWYUBBIN HHTEPEC

OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO JESTEIbHOCTh, BBIOMPATH TUIIOBBIE METOABI U
CHOCOOBI BBITIOJHEHUS MTPO(GECCHOHANBHBIX 33/1a4, OLEHUBATh UX 3((PEKTUBHOCTD U
Ka4eCTBO.

OK 3. [IprHUMATE peIeHUs] B CTAHAAPTHBIX U HECTAHIAAPTHBIX CUTYALUSX M HECTH 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcymiecTBiATh TMOWUCK M HCIOJNB30BaHHE HWH(POpPMALUK, HEOOXOOUMON IS

3¢ (PeKTUBHOrO BBIMOJHEHUST MPOPECCHOHANBHBIX 3a4a4, MPOoeCCHOHATBHOTO U
JIMYHOCTHOT'O PA3BUTHUS.

OK 5. Hcnonp3oBathb UH(POPMALMOHHO-KOMMYHHUKALIHOHHBIE TEXHOJIOTUU B
poeCCHOHATILHON eI TEIbHOCTH.

OK 6. PaGorate B komnektmBe W KoMaHne, 3(G¢EKTUBHO OOMATBCS C KOJUJIETaMH,
PYKOBOJCTBOM, MOTPEOUTENSIMU.

OK 7. Bbparp Ha ceOsi OTBETCTBEHHOCTH 3a PaldOTy HJEHOB KOMaHbI (TIOMYMHEHHBIX),
PE3yJIbTAT BBITOJHEHUS 3aJaHHUH.

OK 8. CaMOCTOATENIbHO ~ OTpEneNaATh 3afaud  NpPOPEeCCHOHATBHOIO U JIMYHOCTHOTO
Pa3BUTHSA, 3aHUMAThCS CaMOOOpa30BaHMEM, OCO3HAHHO IUIAHUPOBATH IMOBBILICHHUE
KBaJM()UKALIUH.

OK 9. OpueHTHPOBaTLCS B YCIOBUSAX YaCTOH CMEHBbI TEXHOJIOTUH B MpPOQeCcCHOHAIbHON
TESTEITbHOCTH.

Homwken obnamare npodeccrnonanbHbiMU (ITK) KOMIETeHIMSIME COOTBETCTBYIOLIMMH BHAAM
NESITEIbHOCTH

Kon HaumeHnoBaHue pe3ysbTaTa 00yueHHs1 (KOMIIETEHIMH)

K 1.1. | KoopnuHupoBate paboTy opraHuszauui (MPUEMHOH PYKOBOAMTENS), BECTH NPUEM
MIOCETUTEJICH.

IIK 1.2. OcymecTBisiTh paboTy MO MOATOTOBKE U MPOBENEHUIO COBEIAHUH, TEJIOBBIX BCTPEY,
MIPUEMOB U NPE3EHTALUN.

IIK 1.3. OcylecTBiATh  MOATNOTOBKY  JAEJNOBBIX  TOE30K PYKOBOAUTENSI U APYTUX
COTPYAHUKOB OpraHU3aLHH.




IIK 1.4 Opranu3oBbiBaTh pabovee MECTO CeKpeTaps U PYKOBOIHUTEJIS.

IIK 1.5. OdopMIATE U pPEerucTPUPOBATh OPraHU3ALMOHHO-PACTIOPSAUTEIbHBIE TOKYMEHTHI,
KOHTPOJIMPOBATh CPOKHU UX UCIIOJTHEHMUSI.

IIK 1.6. OO6pabaTpiBaTh BXOIALINE W HUCXOMAIINE MOKYMEHTBI, CHCTEMATH3HPOBATH WX,
COCTABJISITh HOMEHKJIATYPY €] U (OPMHUPOBATH JOKYMEHTHI B A€JIA.

IIK 1.7. CamocrosiTelbHO paboTaTh € MOKYMEHTAMH, COAEPIKAIINMU KOH(PHUICHIHAIBHYIO
UH(pOpPMALIHIO, B TOM YHCJIE C JOKYMEHTAMH I10 JINYHOMY COCTAaBY.

I[IK 1.8. | OcyuecTBisth TenedoHHOE 00CITy ) KUBaHUE, TPUHUMATD U TIepeNaBaTh (PaKChl.

IIK 1.9. Ocy1mecTBIATh MOATOTOBKY €N K TIEpenaye Ha apXUBHOE XPaHEHHE.

IIK 1.10. | CocraBisaTh ONUCH A€, OCYIIECTBISATb MHOATOTOBKY Jel K Ieperade B apxuB
OpraHM3alMK, FOCy1apCTBEHHBIE U MyHUIIUTIAIbHbIE APXUBBL

IIK 2.1. OcylecTBiATh  3KCHEPTHU3Y  LIEHHOCTHM  JOKYMEHTOB B  COOTBETCTBUM C
JEeNCTBYIOLMMU 3aKOHOAATEIbHBIMU aKTAMU 1 HOPMaTHBAMU.

[IK 2.2, Bectu paboty B cuctemax 3J1eKTPOHHOTO JOKYMEHTOOOOPOTA.

IIK 2.3. | PaspabaTeiBaTh M BeCTH KiacCU(UKATOPBI, TadeNmu M APyrue CIPABOYHUKH IO
JOKYMEHTaM OpraHu3alNH.

IIK 2.4. ObecneunBarh NMpUEM U PaLMOHATIBHOE pa3MeEIleHHE TOKYMEHTOB B apXuBe (B TOM
YHCJIe JOKYMEHTOB 110 JITYHOMY COCTaBY).

IIK 2.5. ObecneunBaTh y4eT U COXPAHHOCTD JIOKYMEHTOB B apXUBE.

IIK 2.6. OpraHu3oBbIBaTh MCMOJNIb30BAHUE apXUBHBIX JOKYMEHTOB B HayUHBIX, CIIPABOYHBIX
U PAKTUYECKUX LIEJISX.

IIK 2.7. OcCyIecTBIATh OPraHU3aLUOHHO-METOIMUECKOE PYKOBOJACTBO M KOHTPOJb 32

paboToli  apxuBa  OpraHU3allMd W 33 OpTraHuU3alWel  JOKyMEHTOB B
JIeJIONPOU3BOJICTBE.




