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1. OBIIASI XAPAKTEPUCTUKA PABOYEHN TIPOI'PAMMBbI
IMPOM3BOJICTBEHHON NPAKTUKHU (ITPEJIMTIJIOMHO)
(ITACITIOPT)

«HpOI/BBO}ICTBeHHaﬂ NMpaKkTuKa (Hpe[l[lIrIIIJIOMHaﬂ)»

1.1. Mecto npoOM3BOACTBEHHOW NPAKTHKH
CTPYKTYpe€ OCHOBHOM 00pa30BaTe/IbHOM NPOrpPaMMbl:
[IpousBoacTBEeHHAs PAKTUKA (MIPEAIUIIIIOMHAs ) SIBISETCS 3aBEPIIAIOLIUM TallOM
oOy4eHHsl, MPOBOIUTCS HETIPEPHIBHO MOCIIE OCBOEHUSI 00Y4aIOIIUMCS JUCIUIUIMH,
npodeccroHanbHbIX Moayiel. [Ipon3BoacTBeHHAs MpaKTHKA (TIPEIIUTIIIOMHAS )
IPOBOAMUTCS HEMPEPHIBHO MOCIIE OCBOCHUS 00yYaIOIUMCS TUCUHUILINH, BXOIUT B
npogeccuoHanbHble MOy, Ocoboe 3HaueHHE MPOU3BOJCTBEHHAs MPAKTUKA
(npenaumuiomuas) umeet npu opmupoanuu u pazsutur OK 01.; OK 02.; OK
03.; OK 04.; OK 05.; OK 06.; OK 07.; OK 08.; OK 09.; OK-10; IIK 1.1.; TIK 1.2.;
K 1.3.; [IK 2.1.; [IK 2.2.; TIK 2.3.; TIK 3.1.; TIK 3.2.; TIK 3.3.; TIK 3.4.; TIK 3.5.

(mpexaumIOMHOH) B

1.2. lleap ¥ WIaHWpyeMble pe3yJbTAThbl OCBOECHHS NMPOM3BOJACTBEHHOM
NPAKTHKH:

B pamkax mnporpaMMbl TpPOW3BOJCTBEHHOM MPAKTHKU OO0yYaroUUMUCA
OCBaMBAIOTCS YMEHUS U 3HAHUS

Kon Ymenus 3Hanus

11K, OK

OK 01 - BECTHU MIPUEM TpaXKJaH, - ComepKaHWE  TPABOBBIX  AKTOB,
KOpPPECIOHACHIINH u Jen B | PErylIupyromux BOITPOCHI
COOTBETCTBUHM €  HOPMAaTHBHBIMHM | CYAOYCTPOWMCTBA U CYIONPOHU3BOACTBA.
aKTaMH. - TpaBOBbIE aKThl IO CcyneOHOMY
- OCYWIECTBJIATH paboTy MO NpPUEMY | AEIONPOU3BOIACTBY.
oOpalieHui, MOCTyNalIIuX B CyA B | - HOPMATHBHO-METOIUYECKUE TOKYMEHTBI
3JICKTPOHHOM BHJIE. Mo o0ecredeHuto padoTHI Ccy/a.
- OCYLIECTBJIATH PErucTpaluio, y4&r - KJIaccU(HUKaLNIO CITyKEOHBIX
IBUKEHUSA, OQOpMIIEHHE CyJeOHBIX | JOKyMEHTOB W TpeOoBaHHSA, K HHM
gen.  OcylecTBIsTP  U3BELICHUE npenbssisgeMble B coorBerctBuu ¢ I'OCT
YYaCTHUKOB CyAeOHOro | U MPaBOBBIMHU AKTAMH.
pazbuparensCcTBa. - “H(OPMALNOHHO-KOMMYHUKAIIIOHHbIE
- OCYLIECTBIIATh ohopmieHHE, CHUCTEMBl B CyIeOHOH [JesTEeNbHOCTH.
HampaBieHHe ¥  Bbgauy Konuid | OCHOBBI OXpaHBl Tpyda M TEXHUKH
CyIeOHBIX aKTOB M JIOKYMEHTOB M3 | O€30IacHOCTH.
CyIeOHBIX Jedl. - CUCTEMY JI0KYMEHTO0000poTa B Cye.

OK 02 - OCYIIECTBJISATH IOATOTOBKY TEKCTOB - TMOHATHE W BHUOBl JIOKYMEHTOB,
CyIeOHBIX aKTOB K pa3MEUIeHHIO Ha | TpeOOBaHMs, K HUM MPEAbSIBIsIEMBIE.
caifTe cyzia B CETH HHTEPHET. - o0mue BOIpPOCH OpraHW3aluu padoThl
- OCYILLIECTBIISTH pabOTy ¢ CyneOHBIMHU | Cyza: OCHOBHBIE HapaBJICHUS
JenamMu u JOKyMEHTaMH, | JAeSTeIbHOCTH CTPYKTYPHBIX
repenaBaeMbIMH Ha apXMBHOE | MOApa3JeNeHuid cyzaa, 00ecTedrBarOIINX
XpaHEHUE ¥ HaXOMASALIMMUCS B apXvBe | CYIONPOMU3BOACTBO; MpPaBUia IOBEICHUS
cyJa. pabOTHUKOB anmapara cyaa;




- COCTaBIISITh CIIY)KEOHBIE JOKYMEHTHI
cyza.

- OCYILIECTBIISTh paboty o
00palIeHHIO K HCIIONMHEHHIO Cy1e0HBIX
AKTOB.

JOJDKHOCTHBIE PErjiaMeHThl paOOTHUKOB
anmapata cyja; IpaBujia BHYTPEHHETO
pacropsiika cyaa u T.10.

- TOpPAJOK Yydéra NOCTYNHBIIUX B CYyI
oOpamieHuif, JOKyMEHTOB M Jiel |
perucTpanuu cyaeOHbIX JeJ, MPUHATHIX K
MIPOU3BO/ICTBY.

- OpraHu3alyi0 W BeIeHHE CyAeOHOTrOo

JICITIOTIPOM3BOICTBA Ha CTaauu
NOATOTOBKH  fAena K cyneOHOMy
pa30UpaTENLCTRY: HaIpaBJICHUE

W3BCHICHUI ¥ BBI3OBOB, O(OpPMIICHUE
CyneOHBIX JeI.

OK 03 - BECTHU pUéM IpaXKJIaH, - COJEp)KaHME  IIPaBOBBIX  aKTOB,
KOpPECIOHAEHIINU 5 Jien B pETYIUPYIOIINAX BOIIPOCHI
COOTBETCTBHMM €  HOPMATHBHBIMHU | CYAOYCTPOWMCTBA M CYJONPOU3BOICTBA.
aKTaMU. - TpaBOBbIE aKTHl 1O CyIeOHOMY
- OCYIIECTBJISITh paboTy Mo TPUEMY | JIEIONPOU3BOJICTBY.
oOpalieHni, MOCTYHAIONMX B CYI B - HOPMAaTUBHO-METOANYECKNE JOKYMEHTHI
3JIEKTPOHHOM BUJIE. 0 00eCTIeYeHNI0 paboTHI Cy/a.

- OCYUIECTBIIATh PETUCTPALIMIO, YUET - KJIACCH(PUKAIIIO CITyKeOHBIX
IBWKEHUA, odopMIIeHHE CyJIeOHBIX JOKYMEHTOB ¥ TpeOOBaHWSA, K HUM
nedl. OcyIecTBIsATh HU3BEICHUE npenbsBisembie B cootBerctBuu ¢ ['OCT
Y4aCTHUKOB CYIIC6HOFO " IIPpaBOBBIMU aKTaMH.

pa3bupaTennCTBa. - uH(POPMAIMOHHO-KOMMYHUKAIOHHBIE
- OCYIIIECTBIIATH oopmrenwue, CHUCTeMBbl B CyHeOHON JeATENbHOCTH.
HampaBlleHWe W  Bbimady komwmid | OCHOBBI OXpaHBl Tpyda U TEXHUKH
CyneOHBIX aKTOB W JIOKyMCHTOB W3 0e30macHOCTH.

CyIeOHBIX JEIT. - CHCTEMY TOKYMEHTO000pOTa B CYIIE.

OK 04 - OCYIIECTBIISITh OOpalleHne CyIeOHbIX | TIOPSJOK OOpalieHus] K HCIOJTHECHHUIO
aKTOB K MCIIOJHEHHUIO. MIPUTOBOPOB, PEIICHUH, ONpeneIeHu u
- OCYIIECTBJIATH TOATOTOBKY TEKCTOB | IIOCTAHOBJIEHHUH CyHa.
CyneOHBIX aKTOB K pa3MEmIeHHI0 Ha | - TIOPSIOK TIOATOTOBKM W Mepedadn
caiiTe cyJa B CETH MHTEPHET. CylIeOHBIX el M JOKYMEHTOB K Tepenade
- OCYIIECTBIATh pabOTy C CyAeOHBIMU | B apXWB Cyna.
JenaMu u JTOKYMEHTaMH, - TOpsAONOK oOecredeHus MJOoCTyma K
repeaaBaeMbIMI Ha apxuBHOE | WH(OPMAIUU O MAEATENFHOCTA CYIOB:
XpaHEeHHE M HaXOIIIIMMHUCSA B apXWBE | TIOATOTOBKY  CyOeOHBIX  aKTOB K
cyna. pasMeIIeHnI0 Ha O(UIIHANTBHOM CalTe
- COCTaBIISITh CITyKeOHBIE JOKYMEHTHI | CyIa B WH(POPMAIIIOHHO-
cyna. TEIIEKOMMYHHUKAIIHOHHON CETH WHTEpPHET.
- OCYIIIECTBIISITH paboty o
00paIleHHIo0 K UCTIOTHEHUIO CYe0HBIX
aKTOB.

OK 05 - OCYIIECTBJIATH OOpatieHne Cy1e0HbIX

aKTOB K HCIIOJTHEHHIO.
- OCYLIECTBIISITH IMOJATOTOBKY TEKCTOB
CyZIeOHBIX aKTOB K pa3MEIICHHIO Ha
caifTe cyzia B CETH HHTEPHET.

- OCYILLECTBIIATH PaboTy ¢ cyaeOHBIMU
JenamMu u JOKyMEHTaMH,
repenaBaeMbIMH Ha apXHBHOE
XpaHEHUE ¥ HaXOASALIMMUCS B apXuBe
cyza.

- TOpsAAOK OOpamieHus] K HCIHOIHEHHIO
IIPUTOBOPOB, PELICHUH, ONpeneieHHid |
MOCTAHOBJICHUH CyAa.

- TOpPSAOK TOATOTOBKM W Iepeaadn
CyJeOHBIX JIeNl U TOKYMEHTOB K Iepeaaye
B apXMB CyJa.

- TOpAOOK o0ecredyeHus JocTyna K
uHpOpPMaMM O JAEITEIBHOCTU CYIOB:
NOATOTOBKY  CYAEOHBIX  aKTOB K




- COCTaBIISITh CIIY)KEOHBIE JOKYMEHTHI
cyza.

- OCYILIECTBIISTh paboty o
00palIeHHIo K HCIIOTHEHHIO Cy1eOHBIX
AKTOB.

pa3MeleHUI0 Ha O(QuUIMANIbHOM CcaiiTe
cyna B MH()OPMAIIOHHO-
TeeKOMMYHUKALIMOHHON CETH WHTEPHET.

OK 06 - OCYIIECTBJIATH OOpalleHre CyIeOHbBIX MOPSAZIOK  OOpallleHUusT K HCIOTHCHHIO
aKTOB K UCIIOJIHEHHUIO. IIPUTOBOPOB, PEUICHUH, ONpPENEICHUN H
- OCYUIECTBJISITh TOATOTOBKY TEKCTOB MOCTaHOBJICHUH CYAa.

Cy,[le6HI)IX AKTOB K pasMCOICHUIO Ha - TOpsAAOK TOArOTOBKHM W II€pCaadyun
caiiTe cysia B CETH HHTECPHET. CyJeOHBIX JIeNl U IOKYMEHTOB K Iepeaade
- OCYIIECTBJIATh pabOTy C CyACOHBIMU | B apXHB Cyja.

JciiaMun u JOKyMEHTaMH, -  TIOpAa0K obecrneueHust aocTtyna K
repeaBaeMbIMU Ha apXuBHOE WHPOpPMAUH O JICITEIBHOCTH CYJIOB:
XpaHCHHUE U HaXOAAIIUMUCA B apXUBE IMOATOTOBKY CYI[CGHBIX aKTOB K
cyna. pasMmenieHu0 Ha OQUIMATBLHOM caiiTe
- COCTaBIISITh CITY’)KEOHBIC JIOKYMEHTEHI cyna B WHPOPMAIOHHO-
cyna. TEIEKOMMYHUKAIIMOHHON CETH WHTEPHET.
- OCYIIIECTBIISTH paboty o

00paIIeHHIo K UCTIOTHEHUIO Cye0HBIX

AKTOB.

OK 07 - OCYIIECTBJISATH O0palleHre Cy1eOHbBIX - TIOPSAZIOK OOpaIIeHuss K HCIOTHEHUO
AKTOB K HCIIOJIHEHHIO. IIPUTOBOPOB, PEUICHUH, ONpENeleHUu H
- OCYUIECTBJISITh TIOATOTOBKY TEKCTOB MIOCTaHOBJICHHH Cy/Ia.

CyneOHBIX aKTOB K pa3MEIIeHWIO0 Ha | - TIOPSIOK TIOATOTOBKM W Mepedadn
caiiTe cyza B CeTH MHTEpHET. CyJIeOHBIX 1N M JOKYMEHTOB K Iepenade
- OCYIIECTBIATH PabOTy ¢ CyNeOHBIMU | B apXuB CYJa.

JenaMu u JNOKyMEHTaMH, | - nopagok obecneyeHus fJoctyna K
nepeaaBacMbIMU Ha apXMBHOC | UHGOpPMAUMM O O ATeNbHOCTM CyAOB:
XpaHCHHUE U HaXOOAIIUMUCA B apXUBE NOAroTOBKY Cy,ﬂ,E6Hb|X aKToOB K
Cyna. pasmeLleHm1to Ha oduMLUManbHOM caliTe cyaa
- COCTAaBIIATH CIYKEOHbIE TOKYMEHTHI | g MHGOPMALMOHHO-
cyna. TEeNEeKOMMYHUKALLMOHHOW CeTU UHTEPHET

- OCYIIIECTBIISITH paboty o

00paIIeHHIo K UCTIOTHEHUIO CYe0HBIX

aKTOB.

OK 08 - OCYIIECTBIATH PabOTy MO HpuéMy | coJepiKaHue MIPABOBBIX aKTOB,
oOpallieHnid, TOCTYNAIOMUX B CYA B | PErylHupYIONIX BOITPOCHI
AJIEKTPOHHOM BHJIE. CYJIOYCTPOWCTBA U CYIOIPON3BOICTBA.

- OCYIIECTBISATh PETUCTPAIUIO, YIET - TpaBOBbIE AaKThl MO CyJAeOHOMY
IBWKEHUSA, OQOpMIIEHHE CYIeOHBIX | JIEIONpPOU3BOICTBY.
men.  OcCyIIecTBIATh — W3BEICHHE
YYACTHUKOB cyneOHoro
pazOupaTensCTBa.
- OCYIIECTBIIATh oopmrenwue,
HampaBlieHWe W  BbIayy  KOIHMA
CylneOHbIX aKTOB W JIOKYMEHTOB U3
CyJIeOHBIX JIel.
OK 09 - OCYWIECTBJIATH paboTy Mo MHpueMy - COAEp)KaHWE  NPaBOBBIX  aKTOB,

oOpalieHuii, MocTynalmux B CyAd B
3JIEKTPOHHOM BUJIE.

- OCYLIECTBJISITH PEruCTpaluio, Y4ET
IOBIDKEHHS, OdopmiieHHe CcyneOHBIX
nen.  OcymiecTBisATh  HW3BELICHUE

PETYIUPYIOIIHX BOIIPOCHI
CYJOYCTPOMCTBA U CYJONPOU3BOACTBA.

- TpaBOBbIE AaKThl MO CyJAeOHOMY
JETIONPOU3BOACTBY.




YYaCTHUKOB cyaeOHOro
pa3oupaTensCTRa.

- OCYILIECTBIISATH ohopmiIeHHE,
HampaBJCHHE W  BbIIady  KONUH

CYJCcOHBIX aKTOB M JIOKYMEHTOB U3
CyJIeOHBIX JIel.

K 1.1

-OCYILECTBIATh npodeccHoHaNbHOE
TOJIKOBaHHE HOPM IIpaBa.

CoZIepKaHue aKTOB,
PErYIHPYIOIINX BOITPOCHI
CY/IOyCTPOICTBA U CYJONPOU3BOICTBA.

- TPaBOBbIE AaKThl MO CYJACOHOMY
JICITIOTIPOM3BOJICTBY.

MPaBOBBIX

K 1.2

-IPUMEHATH HOPMBI IIpaBa AJIs PCHICHUA
3aa4 B npodeccroHaIbHOM
JIeATEITbHOCTH.

coziepKaHue aKTOB,
PETYIHPYIOIINX BOITPOCHI
CY/IOyCTPOICTBA U CYJONPOU3BOICTRA.

- 1paBOBbIE AaKThl MO0 CYyJAcOHOMY
JICITIOTIPOM3BOJICTBY.

MPaBOBBIX

K 1.3

-BIaJEeTh HaBBIKAMH MOATOTOBKH
FOPUANYECKUX JOKYMEHTOB, B TOM UHCIIE
C HCIIOJIb30BaHUEM HH(POPMAIIMOHHBIX
TEXHOJIOTHH.

- IIOHATHUC nu BU/bI JOKYMCHTOB,
Tpe6OBaHI/I$I, K HUM NPEABABIISAEMBIC.

- 0o0IIMe BOIPOCHI OpraHU3aluu Pa0OThI
cyna: OCHOBHBIC HaIpaBJICHUS
JEATENBHOCTH CTPYKTYPHBIX
MOJIpa3AeiCHUN Cyaa, 00eCIeUuHBaONIINX
CYJIONPOU3BOJICTBO; MpPaBUia TIOBEICHHS
pabOTHHUKOB amnmapara cyna;
JIOJDKHOCTHBIE PErJIaMEeHTBhl PaOOTHHKOB
ammapara Cyja; IpaBHjia BHYTPEHHETO
pacropsiika cyaa u T.I1.

- TOPSOK y4€Ta MOCTYMUBIIUX B CYA
oOpalieHuit, JOKyMEHTOB U Jien W
perucTpanuy CyaeOHbIX JeN, MPHHSATHIX K
MIPOHU3BOJICTRY.

- OpraHW3aldi0 W BEICHHE CyAeOHOro
JIETIONPOU3BOJICTBA Ha CTaIiH
MOJATOTOBKM  Jiena K cyaeOHoMy
pa3oUpaTenbCTBY: HampaBJcHUE
W3BCIICHUA H BBHI30BOB, O(opMIIcHUE
CyneOHBIX fed.

IIK 2.1

-OCYIIECTBIISATh OOpalieHne CyaeOHbIX
aKTOB K HUCIIOJTHEHHIO.

- OCYIIECTBJIATH IOATOTOBKY TEKCTOB
CyZIeOHBIX aKTOB K pa3MEIICHHI0 Ha
caiiTe Cy/ia B CE€TH MHTEPHET.

- OCYILIECTBIISITH paboTy C CyqeOHBIMU
JenaMu u JOKYMEHTaMH,
nepeaBaeMbIMU Ha apXUBHOE
XpaHEeHHEe W HaXOIAIIMMUCS B apXUBE
cyna.

- COCTaBJISITH CIYXEOHbBIE JOKYMEHTHI
cyza.

- OCYLIECTBIISATh paboty o
00palIeHNI0 K UCIIOIHEHUIO CYAEOHBIX
AKTOB.

- TOHATHE W BHIBl JOKYMEHTOB,
TpeOOBaHU, K HUM IIPEIbIBISIEMBIC.

- o0me BOMPOCHI OpraHU3aIluu PadOTHI
cyna: OCHOBHBIE HaIpaBJICHUS
JeATeTbHOCTH CTPYKTYPHBIX
HO/Ipa3JeNeHUI Cy/a, 00eCIeYnBaIOIINX
CYZOIIPOM3BOICTBO; IPABUJIA TTOBEICHHUS
pPabOTHUKOB armapara cyna;
JIOJDKHOCTHBIE perjiaMeHThl paOOTHHUKOB
ammapaTta Cyja; TpaBWiIa BHYTPEHHETO
pacropsiika cyaa u T.I1.

- TMOPSNOK Y4€ra MOCTYNUBIIUX B CYA

oOpaieHunif, JOKYMEHTOB H Jiel U
peructpanuu cyaeOHbIX JeM, MPUHATHIX K
MPOU3BOJICTBY.

- OpraHu3anMrd M BCACHUC cyzxe6H0r0




JIEIONPON3BOACTBA Ha CTaauu
HNOATOTOBKM  Jiefla K cyneOHOMY
pa3OUpaTEeNbCTBY: HarpaBJIcHHE
U3BCLICHUI W BBI30OBOB, O(OpMIICHHE
CyIeOHBIX AeI.

TIIK 2.2 - OCYLUECTBJIATH IOATOTOBKY TEKCTOB - TOpSAAOK oO0ecleyeHusl JOCTyla K
CyIeOHBIX aKTOB K pa3MCEIICHUIO Ha UHPOPMAIIUK O JIEATENILHOCTH CYJIOB:
caiiTe cy/ia B CETH WHTECPHET. NOATOTOBKY  CyIeOHBIX  aKTOB K
- OCYIIECTBIIATh pabOTy C CyAcOHBIMU pa3MEIeHUI0 Ha OQUIMAILHOM CcaiTe
JenamMu u JIOKyMEHTaMH, cyna B UH(POPMAIIOHHO-
nepeaaBacMbIMU Ha ApXHWBHOC TeJ'ICKOMMyHPIKaHHOHHOﬁ CE€TH
XpaHCHHUE U HAXOAAIHNMHUCA B apXUBE HWHTCPHCET.
cyna.

- COCTaBIISITh CITY’)KEOHBIC JIOKYMEHTEHI
cyna.

TIK 2.3 - OCYIIECTBIIATH PaboOTy C CYAeOHBIMH - colepKaHue HOPMaTHBHO-
AcTaMu u AOKYMCHTaMH, IIPaBOBBIX aKTOB, perynupyrommnx
nepeaaBacMbIMA Ha APXUBHOC BOIIPOCEHI CYHoyCTpOﬁCTBa u
XpaHEHHUE U HaAXOAAIMIMMUCA B apXHBEC CYJIOIIPOU3BO/JICTBA;
cyna. - HOPMATUBHO-NIPABOBBIE  AKTBl U

HOPMAaTUBHbIE JIOKYMEHTBI 110 CYJCOHOMY
JIETIONIPOU3BOJICTBY, KJIaccu(pUKAIHIO
CITy’)K€OHBIX JJOKYMEHTOB M TPEOOBaHUS K
HUM TPEABSBISIEMbIC B COOTBETCTBUU C
I'OCT v HOpMaTUBHBIMU aKTaMU;

- CHCTEMY  TOKYMEHTOOO0OpOTa B
cyne;

- MOHSATHE W BHUABI JIOKYMEHTOB,
TpeOOBaHUS, K HUM IPEIbSBIISIEMbIE.

K 3.1. - OCYLIECTBIATH OOpalmieHne cyaeOHbIX | - TOHATHE W BHIABI  JIOKyMEHTOB,
AKTOB K UCIIOTHEHUIO. TpeOOBaHUS, K HUM HPEIbSIBIIIEMbIC.

- OCYIIECTBIISITh TOATOTOBKY TEKCTOB - o0IMe BOIMPOCH OpraHHu3ainu padoThI
CyJeOHBIX aKTOB K pa3MEIICHHI0O Ha | cyza: OCHOBHBIC HaTpaBJICHSI
caifte cy/ia B CETH HHTEPHET. JIeATEILHOCTH CTPYKTYPHBIX
- OCYIIECTBJIATH paboTy ¢ CyneOHBIMU MOJIpa3/ielIeHnid Cyaa, 00ecTeunBarOIINX
JenamMu u JOKYMEHTAaMH, | CYIOIMPOU3BOJCTBO; MpPaBUia TOBEICHHS
MepenaBacMbIMU Ha apXvBHOE | pPaOOTHUKOB ammapara cyaa;
XpaHEHUE W HAaXOAANIMMHUCS B apXvBe | JOHKHOCTHBIC PErjiaMeHThl pabOTHUKOB
cyaa. amnmapara Cyja;, MpaBWja BHYTPEHHETO
- COCTaBISTh CIYXEOHBIC JOKYMEHTBI | pacropsjka cyaa ! T.II.
cyaa. - TOPSOK y4éTa MOCTYMUBIINX B CYA
- OCYIIECTBIISATh paboty mo | oOpaleHui, JOKYMEHTOB W Jel W
OOpAaIleHHIO K MCIOTHEHUIO CYJeOHBIX | pErucTparyu cyaeOHbIX JIel, MPUHATHIX K
AKTOB. MIPOHU3BOJICTRY.
- OpraHW3alyi0 W BEICHHE CYyAeOHOro
JIENIONPOU3BO/ICTBA Ha CTaIH
MOJrOTOBKM  Jiena K cyneOHOMY
pasdupaTenbCTBY: HarpaBJICHUE
U3BCLICHUH W BBI3OBOB, O(OpMIICHHE
CyIIeOHBIX fedl.
IIK 3.2. - OCYIIECTBJISITh HOATOTOBKY TEKCTOB - TOpAOOK oOecrmeyeHus JocTyna K

Cy,[le6HBIX AKTOB K pasMCHICHUIO Ha

I/IH(i)OpMaLII/II/I 0 JACATCIBHOCTU CYJO0B!




caiiTe cyzia B CETH UHTEPHET. MOATOTOBKY  CYACOHBIX  aKTOB K

- OCYILIECTBIISTH PaboTy ¢ cyaeOHBIMU pasMelIeHUI0 Ha OQHUIUAILHOM caiTe
JenamMu u JOKyMEHTaMH, cyna B MH(QOPMAIIOHHO-
nepenaBaeMbIMH Ha apXHBHOE TeNeKOMMYHHUKaLMOHHOM ceTu
XpaHEHHE M HaXOASALIMMUCS B apXvBe WHTEPHET.

cyna.

- COCTaBIISITh CITY’)KEOHBIC JOKYMEHTEHI

cyna.

[IK 3.3. - OCYLIECTBIIATE paboTy ¢ CyIEOHBIMU |  comepiaHue HOPMaTHUBHO-[IPABOBBIX
AcIaMu H AOKYyMEHTaMH, AKTOB, PEryNUpyrOLIMX BOIIPOCHI
nepeaaBacMbIMHU Ha apXHBHOC CYJI0yCTPOICTBA U CYJIONPOU3BOCTBA;
XpaHEHUE U HAXOAIIMMHCH B aPXHBE | yop\vaATHBHO-MPABOBBIE AKTEI -
Cyna. HOPMAaTUBHBIE JOKYMEHTHI 110 CYAe0HOMY

JIENIONIPOU3BOICTBY, KJaccu(pUKaIHIO

CITy’KeOHBIX JJOKYMEHTOB M TpeOOBaHUS K
HUM TIpEenbsBISIEeMble B COOTBETCTBHM C
I'OCT v HOpMaTHBHBIMH aKTaMU;
CHCTEMY JIOKYMEHT0000pOoTa B CYJE;
MOHATHE | BHIBl  JIOKYMEHTOB,
TpeOOBaHMs, K HUM MPENbIBIsIEMBIE.

IIK 3.4. - OCYIIECTBIATE paboTy ¢ CyIeOHBIMU |  comepiaHue HOPMaTHBHO-TIPABOBBIX
AcIaMu H JAOKyMEHTaMH, AKTOB, PETYIHPYHOLIUX BOIIPOCHI
nepeaaBacMbIMHU Ha ApXMBHOC CyZIOyCTpPOMCTBA U CyAOIIPOU3BOLICTBA;
XpaHeHHe W HAXOMAIWMUCA B aPXMBE | yooaTHBHO-PABOBBIC AKTEL "
cyna. HOPMATHUBHBIE JIOKYMEHTBI 110 Cy1e0HOMY

JIeIONPOU3BOJICTBY, KIIaccHpUKALIIIO

CITy)KeOHBIX JJOKYMEHTOB H TpeOOBaHUS K
HUM TPEIBSBISIEMbIE B COOTBETCTBUU C
TI'OCT n HOpMaTHBHBIMH aKTaMH;
CHCTEMY IOKYMEHT0000pOoTa B CYJIE;
MOHATHE | BHIBl  JIOKYMEHTOB,
TpeOOBaHUS, K HUM IPEIbSIBIIIEMbIC.

IIK 3.5. - OCYIIECTBJIATH pa60Ty C Cy,I[66HLIMI/I coJiepKaHue HOPMAaTUBHO-IIPABOBBIX
JeramMu H MOKYMEHTaMH, aKTOB, PETYINPYIOIINAX BOMPOCHI
IepeaaBacMbIMU Ha 4pXUBHOC CyJIOYCTPOMCTBA U CYyJOIIPOM3BOACTBA;
XpaHEHHUE U HAXONAIMMHCS B aPXUBE | yopvaTHBHO-NPABOBbIE AKTHI -
cyna. HOPMATHBHBIE JIOKYMEHTBI 110 CyIe0HOMY

JETIONPOU3BOACTBY, KJ1accu(pUKaLHIO

CITy’)KeOHBIX JJOKYMEHTOB M TPEOOBaHUS K
HUM NOpPEABSBIAEMbIE B COOTBETCTBUHU C
I'OCT n HOpMaTHBHBIMU aKTaMU;
CHCTEMY JIOKYMEHT0000pOoTa B CYJE;
NOHATHE | BUIBl  JIOKYMEHTOB,
TpeOOBaHUS, K HUM IPEIbsBIIIEMbIC.

[lenbt0 OCBOEHMSI TMPOU3BOACTBEHHOW MPAKTUKU (MIPEAAUIIOMHON )
SABJISIETCSL YIIIyOJeHUE MEPBOHAYAIBHOTO MPAKTUYECKOr0 OMbITa O0ydYarolerocs,
pa3BuTHE O0IIMX U NPO(PEeCcCHOHATBHBIX KOMIETEHIIUN, TPOBEPKY €r0 TOTOBHOCTHU
K CaMOCTOSITEIbHOM TPYAOBOM JEATENbHOCTH, a TaKXe Ha MOATOTOBKY K



BBINIOJIHEHHUIO  BBIITYCKHOM  KBadU(UKAMOHHOW  paboOThl  (TEOpETHYECKHUE
MOJIOKEHUS BBIMTYCKHOM KBaJU()UKAIIMOHHOW (JIUIJIOMHOW) pabOThl MOATBEPAUTD
(paKTUYECKUMH TAHHBIMU KOHKPETHOTO IPEANPUSATHSA).

2. CTPYKTYPA U COJEP)KAHUE IPOU3BOICTBEHHOIA
MPAKTUKHU (IPEJIATIIOMHON)

2.1. O0beM NPOM3BOJACTBEHHON NMPAKTHUKH (MPEeIAMILIOMHOI) W BHAbI
yueOHOM padoThI

Bcero CemecTtp

Bua yueOHOI padoThl
Yy P 4acoB 6

O0beM 00pa3oBaTeIbHOM MPOrPAMMBbI
MPAaKTHUKHU B T.Y. B 144 144
(hopMe nNpakTHYECKOI MOATOTOBKH

CDopMa HpOMG)KYTO‘IHOﬁ aTTeCTallun 3ayer C OlleHKOI;’I

OO61m1as Tpy10€MKOCTh (Yac/3aueTHbIe
€JIMHUIIBI)

144 144
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2.2. Coagepxanue NPOU3BOACTBEHHOM NMPAKTUKH (MPeIIUILIIOMHOI)

HaumenoBanue paznenos | Coxepxanue padbot O0wém, | Kompl koMIeTeHITHH,
akan. 4. | (opmMupoBaHUIo
KOTOPBIX
CrocoOCTByeT
HIIEMEHT POTPAMMBI
1 2 3 4
IIpousBoacTBeHHAs1 MPAKTHKA (MPEIIUILIOMHAST) 36
Buner pabot - O3HAKOMJIEHHE CO CTPYKTYpOH Ccyna, QYyHKIUSIMH CyqeOHBIX KOJIETHi, CyneOHbIX | 36 OK-01
COCTaBOB, OCHOBHBIX [MOJpa3/ICJICHUN amnmapara cyga W HOPMaTHUBHBIMU OK 02
MPaBOBBIMU  aKTaMM, PETYJIUPYIOIIUMU UX  JAEATEIbHOCTb, IpaBUIAMHU OK-03
BHYTPEHHETO TPYJIOBOTO pacHopsiiKa, MPaBUJIaMHA TEXHUKU O€30MTaCHOCTH OK-04
- O3HaKOMJIEHHE C IOJKHOCTHBIMU PETJIaMEHTAMU CIENHUAIINCTA CyJla, CEKpeTaps OK-05
cyna, cekperaps Cy1e0HOTO 3ace/TaHusl. OK-06
- O3HaKoMIIeHHE ¢ pab0YMH MecTaMu paOOTHUKOB armapara cyja, npaBuiIaMH OK-07
TEXHUKH 0€30MaCHOCTH. OK-08
- O3HaKOMJIEHHE C JIeATENBHOCTBIO 10 OOECHEYEeHUI0 CYIOB KaJpamMu OK-09
rOCyIapCTBEHHBIX IPAKIAHCKUX CIYXKAIIUX. [K-1.1
- U3yuuth nopsaaok npuéma noceTuTeneil. I1K-1.2
- U3yuuts IpaBUjia OCYIIECTBJICHUS IMEPBUYHOIO YdeTa CTaTUCTUYECKOMN I1K-1.3
uH(bOpMaIMKU B CyZie Ha OyMa)XHOM HOCHUTEIIE U B SJIEKTPOHHOM BHUJIE; [1IK-2.1
— M3yuuTh mpaBuia OCYyIIECTBIICHUSI CIPAaBOYHOW PalOTHI MO y4eTy cyaeOHOI [1K-2.2
IIPAKTHKY B CYIE. I1K-2.3
W3yunth mopsaok MHPOPMALMOHHOTO OOECTeYeHUsl AEATENIbHOCTH Cyla, [1K-3.1
UCIIOJIb3yEMBIMU B Cy/ie TpaBoBbIMU Oa3amu u nporpammamu I'AC «IIpaBocyaue». [1K-3.2
- O3HaKOMJIEHHE C APXUBHBIM U CTATUCTUYECKUM JICIIONPOU3BOJICTBOM. I1K-3.3
W3yunth mopsnok pasmerieHuss Ha HHTepHeT-caiiTe M MHQPOPMalMOHHBIX IIK 3.4
CTeHJaX cyAa HH(GOpMAIMK U MECTE U BPEMEHH Cy/1eOHOTO 3ace/laHHsl) IIK 3.5

- O3HaKOMJIEHHE C TIOPSIIKOM pabOThI CAiTOB CY/IOB.




[Ipomexyrounas

3auer ¢ OLEeHKOH B (hopMe 3aIIUThl OTYETa N0 IpaKkTHKe B Gopme codeceoBanus,

aTTecTanus OTIPEIEIISIONIEr0 YPOBEHb OCBOSHHBIX OOIIMX U MPO(PECCHOHATBHBIX KOMITETCHIIUH

Bcero no 144 yaca —
MIPOM3BOJICTBEHHOU 4 nenenm.
MPaKTUKE

(mpenIunIoMHON)




3. YCJIOBUS PEAJINBAIIMU TPOT'PAMMBI
IMPOM3BOJICTBEHHON NPAKTUKHU (ITPEJIMTIJIOMHO)

3.1. ns peanuzamnuu mporpaMmbl Y4eOHOW TUCHMIUIMHBI JTOJKHBI OBITH
MPEeAyCMOTPEHA CIAEAYIOIINE CIIeIUATbHbBIE TOMEILEHHUS

y4eOHBIC ayTUTOPHH JTSl POBEACHMS 3aHATHH JIEKIIMOHHOTO THTIA, 3aHITHHA
CEMUHAPCKOTO THUIIA, TPYIIIOBBIX M WHIWBUIYAIbHBIX KOHCYJIBTAIMNA, TEKYIIETO
KOHTPOJIA W TIPOMEKYTOYHOW aTTecTallid, OCHAIIEHHBIC CIEIHaTU3UPOBaHHOMI
MeOeIbl0 W TEXHUYECKUMHU CpPEACTBAMH  OOYYCHUWS, CIOY)KallUMH  JUIs
npeacTaBieHus  ydyeOHoW — mHbopMauuu  Oonbiioit  aynutopuu.  HaGopsl
JEMOHCTPAIlMOHHOTO  OOOpYyJIOBaHMS U Y4yeOHO-HAIVBIAHBIX  TOCOOUIA,
00ecrneynBaroIuX TEMAaTUYECKUE UIUTFOCTPAIUH:

npoeKTop (2 mirt.);

IPOEKIMOHHBIN 3KpaH (2 1IT.);

HOYTOYK (2 miT.).

[Tomermienust 111 caMOCTOSITENBHOM PabOThl 00YyYarOIIUXCs, OCHAIICHHBIC
KOMITBIOTEPHON TEXHHUKOW ¢ BO3MOYKHOCTBIO MOAKIIOYCHUS K ceTh «HTepHeT» M
oOecreyeHueM JOCTYIIA B JIEKTPOHHYIO HH(POPMAIIMOHHO-00Pa30BaTEIbHYIO CPENlY
o0Opa3oBaTeIbHON OpraHu3aluy - 25 KOMIbIOTepoB B yueOHo# aynutopun Ne 610.

[Tomemienre s XpaHeHHs W TPOQHIAKTHYECKOTO  OOCTY)KUBaHHS
y4eOHOro 000pyIOBaHUs, OCHAIICHHOE CHEIHAIU3UPOBAHHON MeEOeIbl0 |
TEXHUYECKUMU CPEJICTBaMH 00yueHus B yueoHoi ayautopuu Ne 610.

VYueOnsIit 3a1 cyneOHbIX 3aceqanuit — aynutopus Ne 812.

bubnuoreunwsii  ¢onx  OpenOyprckoro  uHCTHTyTa  (duiauana)
VYuusepcuteta umenu O.E. Kyrabuna (MT'TOA).

Kommnekt nunien3unonnoro nporpammuoro odecrnedenusi: CIIC «["apant» -
00O «I"apant-OpenOypr» (moroBop Ne2889 ot 20.12.2018), OC Windows 7, 8
(JIuuenzum Ne64271975, Ne 6427377, Ne 64271376), opucusie maketsl Microsoft
Office (Ne 44290417).

[IpenoctaBneHne  HEUCKIIOYUTEIBHBIX  MpaB  Ha  HMCIOJIb30BAHHE
JUIEH3UOHHOTO TMporpamMmHoro obecmneuenus: MoitOduc IlpodeccrnonanbHbIN
JIumieH3ust KOpHopaTUBHASI HA TIOJIB30BATEINS JIJIs1 00pa30BaTEIbHBIX OpPraHU3aIni,
cpokom aeiictBus 1 roxa (700 exn.), noroBop Ne 32312814233 ot 30.10.2023.

3.2. UuopmanuoHHoe odecrevyeHne peaju3auu NporpaMmmbl

3.2.1 OcHoBHas JuTepaTrypa

1. Mampikua A. C., JlateimeBa H.A. ApxuBHOE nelio0 B cyae: ydeOHOe
nmocobue — 2-¢ us., gom. u ucup. — Mocksa: PI'VII, 2020. — 219 c. — ISBN 978-5-
93916-833-5. — Texcr: AIEKTPOHHBIH. — URL:
https://znanium.ru/catalog/product/1190638. — Pexxum ocTyma: 1mo mojmrcKe.

2. Jlykonuna }0.A. ApxuBHoe neno B cyne: [Ipaktukym / Jlykonuna 1O .A.
— M.: PI'VII, 2023, — 63 ¢. — ISBN: 978-5-00209-075-4.TekcT: IeKTPOHHBIN. —
URL.: https://op.raj.ru/spo/1195-lukonina-arkh-delo (mara oopamenwus: 20.03.2024).
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3.2.2. Jlono/IHUTEIbHAS JIUTEpaTypa

l. Ky3nmenoB W.H. JlokyMeHTallMOHHOE OOECIEUEHUE YIPABICHHUS.
JIOKyMEHTOOOOPOT M JENONPOU3BOACTBO: YUEOHUK M MPAKTHKYM Uil CPEIHErO
npodeccuonansHoro odopazopanus / .H. Ky3nenos. — 4-e uzn., nepepad. u gom. —
MockBa: WM3gatensctBo IOpaiit, 2024. — 545 c. — (IIpodeccuonanbHoe
oOpazoBanue). — ISBN 978-5-534-16004-8. Tekct: snekrponnsiii. — URL:
https://urait.ru/bcode/537146 (nata odparmenus: 20.03.2024).

2. Packun JI.M. MeTtoauka W MpakTUKa apXWBOBEIEHUS: YUYEOHUK IS
cpeanero npodeccuonanbHoro oopazoanus / J[.W. Packun, A.P. CokosnoB. — 2-¢
u3n. — Mocksa: UznarensctBo FOpaiit, 2024. — 416 c¢. — (IIpodeccuonanpHoe
oOpazoBanue). — ISBN 978-5-534-16252-3. Tekct: snexkrtponnsiii. — URL:
https://urait.ru/bcode/539267 (nata obpamenus: 20.03.2024).

3. JlatemmeBa, H.A. CyneOHoe emompou3BOACTBO: KypC JEKIHH U
NPaKTUKYM I cpefHero npodeccruonansuoro odpaszosanus / H.A. JlaTeimesa. -
Mocksa: PI'VII, 2021. —268 c. — ISBN 978-5-93916-891-5. — TekcT: 37€KTPOHHBIH.
— URL: https://znanium.ru/catalog/product/1869183. — Pexum poctyma: 10
HOJIIKCKE.

3.2.2. HopMaTHBHO-NIPABOBbIE AKTHI M HHbIE PABOBbIE IOKYMEHTHI

1. Koucrturyuusi Poccuiickoii ®enepanuu (MpUHATA BCEHAPOIHBIM
rojjocoBanuem  12.12.1993 ¢  u3MeHeHHsAIMHU, OJOOPEHHBIMHU B  XOJe
obmepoccutickoro rojgocoanus 01.07.2020) // CIIC «KoncynpranTlnrocy.

2. ®enepanbHblil 3akoH oT 22.10.2004 No 125-®3 «O6 apxuBHOM Jiejie B
Poccuiickoit @enepannm».

3. ®enepanpHbii 3akoH oT 27 wmrons 2004 1. Ne 79-®3 «O
TrOCYJapCTBEHHOUW TpaxkaaHckor ciyk0e Poccuiickori ®enepammm» // CIIC
«Koncynprantlnrocy.

4. @enepanbHbii 3akoH oT 02 mas 2006 r. Ne 59-®@3 «O mnopsake
paccmoTpenus oOpamenuii rpaxnan Poccuiickoir  ®eneparun» // CIIC
«Koncynprantlimrocy.

5. ®epnepanbubiii 3akoH oT 08 sHBapsa 1998 r. Ne 7-®@3 «O CyneGHom
nenapramente npu BepxoBHom Cyne Poccumiickoit ®enepanun» //  CIIC
«Koncynprantlimrocy.

6. DenepanbHbiii 3aKk0H OT 17 mexabps 1998 1. Nel88-D3 «O mMupoBbIX
cynbsix B Poccuiickoit @enepanuny // CIIC «Koncynprantlmrocy.

7. ®enepanpubiii 3akoH oT 02 mas 2006 r. Ne 59-®3 «O mopsiake
paccmoTpenuss oOpamenuii rpaxnan Poccuiickoir  ®eneparun»  // CIIC
«KoncynpranTlimrocy.

8. ®enepanbHbIii 3ak0H 0T 22 aexadps 2008 Ne 262-D3 «O6 obecneueHUH
J0CTyTa K nH(popmaIuu o JesTenbHOCTH Cya0B B Poccuiickoit deneparuny //
CIIC «KoncynpranTllnrocy.

9. Vka3 Ilpe3uaenrta Poccuiickoii denepanmu ot 31 mekadps 2005 1. Ne
1574 «O peectpe nomxHOCTEeH (henepanbHON TOCYJIapCTBEHHOM TI'pakIaHCKOU
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https://urait.ru/bcode/537146

ciyx0b1» // CIIC «Koncynprantllntocy.

10. TIloctanoBnenue IlpaButensctBa PD ot 27.12.2012 Ne 1406 «O
dbenepanbHOIl ieneBoii mporpamme «Pa3zButue cynedHoi cuctembl Poccun va 2013 -
2024 roap» // CIIC «Koucynprantllnrocy.

11. TIIpuxka3 Pocapxua ot 02.03.2020 Ne 24 «O6 yrBepxkaenuu IIpaBun
OpraHU3aluy XpaHEHUs, KOMIUIEKTOBAHHUS, YU€Ta U HCIOJIb30BAaHUS JJOKYMEHTOB
ApxuBHoro ¢onga Poccuiickoit denepanun U Apyrux apXWBHBIX JOKYMEHTOB B
rOCYJapCTBEHHBIX U MYHUITUTIATBHBIX apXUBax, My3esX U OUOIMOTEKaX, HAyUYHbBIX
opranuzauusax» // CIIC «KoncynabTanTllmocy.

12. Tlpuxka3 PocapxuBa ot 31.07.2023 Ne 77 «O6 yrepxaeHuu [IpaBuiu
OpraHU3aIlMy XpaHEHUs, KOMIUIEKTOBAHUS, Y4€Ta U HCIOJIb30BAaHUS JJOKYMEHTOB
ApxuBHoro (onna Poccuiickoit deneparuu U Apyrux apXuBHBIX JOKYMEHTOB B
roCy/IapCTBEHHBIX OpPraHaX, OpraHax MECTHOT'O CAaMOYIIPABIICHUS U OPraHU3aIUsaX»
/I CIIC «Kouncynbrantllnrocy.

13. TloctanoBnenue Coseta Cyneit Poccuiickoii @eneparnuu ot 18 anpens
2003 1. Ne 101 «OO0 yTBepkJACHHH TUIOBBIX MPABUJ BHYTPEHHETO pacropsika
cynosy // CIIC «KoncynbsranTtllmtocy.

14. Tloctanomnenue Coseta Cyneit Poccuiickoit denepanuu ot 27 anpens
2006 r.

15. No 156 «O6 yTBepxAeHUU MpaBUJ MOBEACHUS PaOOTHUKOB ammapara
cyna» // CIIC «KoncynpTanTlImrocy.

16. Ilpuka3 Cynebnoro genapramenta  npu BepxoBHom Cyne

Poccuiickoit ®@enepaniuu ot 29.04.2003 Ne 36 «OO0 yTBepKICHHUH
WucTpykimu 1mo cyaeOHOMY Jenonpou3BOACTBY B paioHHom cyne» // CIIC
«Koncynprantlnrocy.

17. Tlpuka3z CyneOnHoro nemapramenta npu BepxoBHom Cyme P® or
21.12.2022 Ne 242 «O06 ytBepxaeHuu llepeunss MOKyMEHTOB, 0O0pa3yrOIIUXCS B
npolecce MeATeabHOCTH (efepalbHbIX CYJ0B OOIIEH IOPUCIUKIINU, C YKa3aHUEM
CpokoB uX xpaHeHusi u [lopsaka XpaHEHUS HEKOTOPBIX BHUIIOB JTOKYMEHTOB,
npenxycMoTpeHHbix  [lepeuHeM  TOKyMEHTOB, OOpa3yrolIMXcs B  IpoIliecce
TESTENBHOCTH (PeAepaTbHBIX CY/IOB OOIIEH IOPUCTUKIINY, C YKa3aHUEM CPOKOB UX
xpanenus» // CIIC «Koncynprantlnocy.

18. Ilpuka3z CyneOnoro npemapramenta npu BepxosHom Cyne PD ot
19.03.2019 Ne 56 «OO0 yTBepKIeHUU HMHCTPYKIIMH O TOPSJIKE OpraHu3aIiu
KOMITJIEKTOBAHUS, XpPaHECHUS, Y4€Ta U UCIOJIb30BaHUS TOKYMEHTOB (9JIEKTPOHHBIX
JIOKyMEHTOB) B apxwBax QeaepanbHbiX cyaoB obOmei ropucaukiun» // CIIC
«KoncynpranTlimroc».

19. 3akon OpenOyprckoit obmactu ot 02.09.1999 r. Ne 345/74-0O3 «O
MUPOBBIX Ccyabsix B OpeHOyprckoir obmactm» ¢ mocin. w3Mm. u non // CIIC
«KoncynpranTlimrocy.

20. 3akon OpenOyprckoit ob6iacta oT 30.12. 2005 1. Ne2893/518-111-0O3 «O
rOCYJapCTBEHHOW rpaxkaaHCKOU cimyx0e OpeHOyprckoil 061acTu» ¢ Mocil. U3M. U
non // CIIC «Koucynprantllintocy.

21. 3akon OpenOyprckoit obmactu ot 28.04.2010 r. Ne 3535/808-1V-O3
«O0 obecrieyeHUH AOCTyNMa K HMHPOpPMAIUU O JEATEIbHOCTH MHUPOBBIX CyAeH
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Openbyprckoii o6actu» ¢ nocit. u3Mm. u jaoin // CIIC «KouncynbranTtlIntocy.
22. HWHcTpykuus 1no cyneOHOMY JelONpPOU3BOACTBY Ha Cy1€OHOM ydacTKe

MUpOBOTO cyabu OpeHOyprckoit ob6nacty,

YTB. IIPpUKAa3OM KOMHUTCTA II0

00€eCleyeHuI0 JIeATeIbHOCTH MHUPOBBIX cyaell OpeHOyprckoil obmactd Ot
17.09.2013 Ne78-O/] ¢ nmoci. uzm. u gon // CIIC «Koncynprantllntocy.

3.2.4. UutepHeT-pecypchbl

Ne m./m. HaunmeHnoBanue Anpec B cetn UHTepHeT
http://znanium.com OcHoBHas
1 ZNANIUM.COM KOJUIEKIIHS
Konnexkuus nznarenscrBa CratyT
2 3bC IOPAUT www.biblio-online.ru
WWW.book.ru
Konnexkuus uznarenbcTra
[Ipocnekt FOpuandeckast
3 ObC «BOOK.ru» p PHA
JUTEpaTypa; KOJUISKIUN
m3narenscTBa Knopyc I1paso,
DKOHOMHMKA U1 MEeHEeKMEHT
www.ebiblioteka.ru
: : . YHuBepcanbHas 6a3a JaHHBIX
4 East View Information Services P A
NEPUOIHKH (DJIIEKTPOHHBIE
KYpHAaJIbI)
http://rucont.ru/
Paznen Bama komnexiusa — PI'YII-
5 HIP PYKOHT A !
nepruorKa (JIEKTPOHHBIC
KYpHAaJIbI)
WWW.0D.raj.ru 3JIeKTpOHHbIC
Nudopmarmonno-
. BEpPCUH yUeOHBIX, HAYYHBIX U
6 o0pa3oBaTeIbHBIN MOPTAI .
PLVIT Hay4YHO-TIPAKTUYECKUX U3AaHUN
PI'VII
www.femida.raj.ru
Cucrema 31eKTpOHHOTO
Y4eOHO-MeTOAUUEeCKIEe KOMIUIEKCHI,
7 o0ydeHUS
Paboune nmporpammsl 1o
«Demuna»
HaIPaBJICHUIO TOATOTOBKHU
8 [IpaBOBBIE CHCTEMBI I'apanT, KoHCynbTaHT
9 OdunmansHbIN CAT HHCTUTYTA www.oimsal.ru/
10 IToptan «I"AC TlpaBocyame» www.sudrf.ru
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http://www.femida.raj.ru/
http://www/
http://www/

4. KOHTPOJIb 1 OLIEHKA KAYECTBA OCBOEHUA

MMPOU3BOJCTBEHHOM

MMPAKTHUKH (ITPEJIIUILJIOMHO)

Pe3yJsbTaThl 00y4eHH s

Kpurepuu onenku

MeToabl OLIEHKH

3namo:

- COJAEpXaHHE IPABOBBIX
aKTOB, pETYIUPYIOLINX
BOINPOCHl CYAOYCTPOMCTBA H
CyZIOIIPOU3BO/ICTBA.

- ITIpaBOBBIC aKThI 110
cynebHOMY
JEJIOTIPOU3BO/ICTBY.

- HOPMAaTHBHO-METOHMYCCKUC
JOKYMEHTHI TI0 00ECTICUCHUIO
paboTHI cyna.

- KJIacCU(PUKAITUIO
CIIY’)K€OHBIX JIOKYMEHTOB U
TpeboBaHUs, K HUM
MIPEIbABIISEMBIC B
coorBerctBUn ¢ ['OCT wu
MIPABOBBIMU aKTaMH.

- WH(POPMAIMOHHO-
KOMMYHHKAIIMOHHBIE
CUCTEMEI B CyneOHOM
NEeITEIbHOCTH. OCHOBEI
OXpaHbl Tpyda U TEXHUKHU
0€30MacHOCTH.

- CUCTeMY JOKYMEHTO000poTa
B CyJe.

- MOHSITHE u BU/IBI
JOKyMEHTOB, TpeOOBaHUSA, K
HUM TIPEIbsBIsIEMbIE.

- obmue BOIIPOCHI
opraHu3anuu padoThl Cyja:
OCHOBHBIE HaIpaBJICHUS
JEeSITENIbHOCTH  CTPYKTYPHBIX
MoApa3IeeHui cyaa,
obecreunBaronx
CYJIOTIPOM3BOJICTBO; IpaBHIIa
MOBEACHUS paboTHUKOB
amnmapara cyna;
JOJIKHOCTHBIE ~ PETJIAMEHTHI
paboOTHUKOB ammapaTta cyja;
MpaBuUIIa BHYTPEHHETO
pacropsiaka cyaa u T.1I.

- MOPSAIOK yuéra
MOCTYIMUBIITUX B cyn
oOpaiieHuii, JOKyMEHTOB U
JIeNl ¥ PETUCTPAINU CYJAeOHbBIX
T, MIPUHSATHIX K
MIPOU3BO/ICTRBY.

YpoBeHb 3HAHUU
HOPMAaTUBHO-IIPABOBBIX aKTOB
U HOPMATHUBHBIX TOKYMCHTOB,
CUCTEMBI JOKYMEHTOO00OpOTa
B Cy/e, MOpPsIKa MOATOTOBKU
U Tepeayu CyleOHbIX JeN U
JOKYMCHTOB K II€pcaadyc B

apxXuB CyJa; COAECpPKAHMS
HOPMaTHUBHO-TIPABOBBIX
aKTOB, PeryIupyomux

BOIIPOCHI CYIOYCTPOMCTBA M
COBPEMEHHBIX
HH(OPMALIMOHHBIX
TE€XHOJIOTMI; OCHOB OXPaHBbI
Tpyna u TEXHUKA
0€e30MacHOCTH; o0mmx
BOIIPOCOB OpraHu3aluu
paboThl  cyda:  OCHOBHBIX
HalpaBJICeHUH JIEATEIILHOCTH

CTPYKTYPHBIX

Mo JIpa3ieICHUI cyna,
o0ecrneynBaronx

CYIOTIPOU3BOJICTBO;  TPaBUJI
IIOBECHUS pabOTHUKOB
amnmapara cyna;

JOJDKHOCTHBIX — PErjaMeHTOB
pabOTHUKOB ammapaTa cyna;
paBUI BHYTPEHHETO
pacnopsaka cyzaa; MOpsakKa
y4é€ra MOCTYNHMBUIUX B CYJ
oOpalleHuH, JOKYMEHTOB,
JIe]l ¥ PETUCTPALIMU CYAeOHBIX
Jell, MPUHATHIX K
IIPOU3BO/ICTBY; nopsiKa
oOpallleHus K HCIOJHEHUIO
IIPUTOBOPOB, pelLIeHuid,
OIpENEICHUN u
IIOCTAHOBJICHUH Cya.

IIpoBepka kauecTBa 3HAHUU
NyrTéM 3alluTbl OT4YCTa H
ompoca.
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- OpraHv3alMr0O U BCACHUC

cynebHoro
JIeJI0NPOM3BO/ICTBA HA CTaIUH
MOJITOTOBKH nena K

cyneOHOMY pa30oUpaTebLCTBY:
HANpABJICHUE W3BELICHUN H
BBI30BOB, odopmIiIcHHE
CyIIeOHBIX JICIT.

- OpraHW3alui0 U TOPSIOK

BEJICHUS cyneOHoro
3aceaHus " BEJICHHE
MIPOTOKOJIa cynebHoro
3acemaHusl.

- NOpsSioK  OoQopMIIEHHUS
CyIeOHBIX Jiel1 B NEepuoa u
mociae HMX  PaCCMOTPEHUS:
BbIIaya W HampaBJCHUE
KONUI1 Cy/leOHBIX aKTOB U

JIOKYMEHTOB; MOPSAIOK
03HAKOMJICHUS c
MarepuaiaMu Jena;

HarpaBJieHHE CyJICOHBIX JIET B
BBIIICCTOAIIIUEC HWHCTAHIIUU C

areJIIAIMOHHBIMU,
KacCalMOHHBIMHA 51
HaJ30PHBIMH »Kajmo0amu,

YaCTHBIMU KaJo0amu.

- TOpSAIOK oOpamieHus K
WCIIOJIHEHUIO  TPUTOBOPOB,
pellleHU#, ONpeneseHuil |
MMOCTaHOBJICHUH Cy/1a.

- TOPSIOK TOATOTOBKH U
nepenaud CyneOHBIX el U
JOKyMEHTOB K Iiepeiadye B
apxuB CcyJa.

- TOpANOK  olecreueHus
noctyna K uHGOpMalUd O
JeSITeNbHOCTH CYZOB:
MOATOTOBKY CYy/IeOHBIX aKTOB
K pa3MeIeHHI0 Ha
odpuIMaNIbHOM caliTe cyaa B
HH(pOpPMAIMOHHO-
TEJIEKOMMYHHUKAIIMOHHON
CEeTU UHTEpHET.

- TOPSAJOK OCYILIECTBIICHUS
KOHTPOJIS cyaeGHoro
JIeTIOTIPOU3BOICTBA u
KOHTPOJIb MCIIOJHEHHUS: 1eNTN
u 3a/1a4u, CYOBEKTHI
KOHTPOJISI ¥ UX TMOJTHOMOYHSL.

YMerh:

YpoBeHb BJIaJICHUS

Ornenka

pe3ynbTaToOB
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- BECTH MNpPHUEM TpaxiaH,
KOPpPECIIOH/ICHIIMN U el B
COOTBETCTBUU C
HOPMAaTUBHBIMU aKTaMH.

- OCYIIECTBJIATH paboTy IO

npuémy oOparneHui,
MOCTYMAIOMMX B CyIl B
AIIEKTPOHHOM BHUJIE.

- OCYIIECTBIIATh
perucTpanmio, YYET
JIBUKEHMUS, odopmieHne
Cy1eOHBIX Jen.
OcyiiecTBIATh  U3BEIICHHUE
Y4aCTHUKOB cyneOHoro
pazOupaTenbCTBa.

- OCYILIECTBIIATH 0(OPMIICHHE,
HamnpaBJeHWE ©  BbIAYY
KONUI CyleOHBIX aKTOB U
JOKYMEHTOB U3 CyAeOHBIX
Jell.

- OCYHIECTBJIATH OOpalieHue
CyneOHBIX aKTOB K
WCTIOJTHEHUIO.

- OCYHIECTBJIATH MOATOTOBKY
TEKCTOB CyJIEOHBIX aKTOB K
pPa3MEIIECHHIO Ha CaiiTe Cyaa B
CETH UHTEPHET.

- OCYIIECTBIATH paboTy ¢
CyneOHBIMU IeJaMu u
JOKyMEHTaMH,
nepeaBaéMbIMHU Ha apXUBHOE
XpaHEHUE ¥ HaXOASIIUMUCS B
apxuBe CcyJa.

- COCTaBIIAITh
JOKYMEHTHI Cy/a.
- OCYILECTBIATH paboTy Mo
oOpallleHHuI0 K HCHOJHEHUIO
CyJIeOHBIX aKTOB.

CITy>keOHBIC

HABbIKAMU:
- BeJIeHUs
oOpaleHusMu
MOCTYMAIIUMHA B
JJICKTPOHHOM  BUJIC
OyMa)>XHOM HOCHTEJIE.
- BCJICHUS npuéma
KOPPECHOHJICHITU H el B
COOTBETCTBUU c
UHCTPYKITUSIMU 1o
cynebHOMY
JIEIIOTIPOU3BOICTBY.

- OCYIIIECTBIICHUS
MEPOTIPHUATHIA IO TIOJITOTOBKE
CyneOHBIX en K
pazOupaTenbCTBY.

- MOATOTOBKH,
HaIlpaBJICHAS
CyneOHBIX
JTOKYMEHTOB W3
hiS)

- TIOJTOTOBKH  CYJIEOHBIX
aKTOB K ONYyOJIMKOBAHHIO Ha
caite cyma. OOpameHnus
CyneOHBIX aKTOB K
UCIIOJTHEHUIO.

- OCYIIECTBIIEHUS pPabOTHI ¢
CyneOHBIMU JeJIaMu,
HapsJaMud U JOKyMEHTaMH
apXUBHOTO (OH[A Ccyaa.

- COCTaBJICHUSI CITy)KE€OHBIX
JIOKYMEHTOB CyJa.

paboTel ¢
rpaxkJiaH,
Cyl B
U Ha

BBIAYU U

KOTIHH
aKTOB u
CyneOHBIX

BBIITOJIHCHU A
pelicHusd 3a1a4.

3aJIaHUN

n
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