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1. OBIIASI XAPAKTEPUCTUKA PABOYE TPOTPAMMBI YUEBHO
MPAKTUKM (ITACITOPT)

«Y4eOHasl MIPAKTHKA»

1.1. MecTo yueOHO NPAKTUKH B CTPYKTYP€e OCHOBHOM 00pa30oBaTeIbHOM
NPOrpamMMBbl:

VYyeOHass mpakTHKa SBISETCS O0A3aTElIbHBIM pPa3fesioM MpOTrpamMMbl
HOJIFOTOBKH CIIEUAINCTOB cpesiHero 3BeHa. OHa npeacTaisieT co00i Bu yueOHON
NESATEIbHOCTH, HamnpaBlIeHHOW Ha (OpPMHUPOBAHME, 3aKPEIUIEHUE, pa3BUTHE
IPAKTUYECKUX HABBIKOB M KOMIIETEHIIMM B MPOIECCE BBHINOIHEHUS ONPEACIEHHBIX
BUJIOB paboT, CBSI3aHHBIX ¢ OyayIiel mpodecCnoHaNIbHOM e TeNbHOCTHIO.

Ocoboe  3HaueHwe  y4yeOHas MPAKTHKAa UMEET MpU (POPMUPOBAHUU U
paszsutun OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 07, OK 09, IIK 2.1.,

[IK 2.2, 11K 2.3.

1.2. Illeqb ¥ MIIAHUPYeEMBbIe Pe3yJIbTATHI OCBOCHUA Y4eOHOM NPAKTHKMN:
B pamkax mporpaMmbl y4eOHOW MpPAaKTUKU OOYHAIOIIMMUCS OCBaMBAIOTCS
YMEHHUS ¥ 3HAHUS

Kon YMeHus 3HaHHUA

IIK, OK

OK 01 - BECTH puéM rpax/aH, - comepKaHWE  TPaBOBBIX  aKTOB,
KOPPECTIOHICHITUH H el B PETryIUPYIOMNX BOITPOCHI
COOTBETCTBHUM C  HOPMATHBHBIMH CyIIOYCTpPOMCTBA U CYJOIIPOU3BOICTBA.
aKTaMu. - TpaBOBblE aKThl M0 CyJIeOHOMY
- OCYIICCTBIATH paboTy Mo mnpuémy JIETIOTIPON3BOICTRY.
oOpallleHu#, TOCTYMaIMX B CyI B - HOPMaTHBHO-METOIUYECKHE JIOKYMEHThI
AJIIEKTPOHHOM BHJIE. o obecrieyeHnto paboTHI cya.
- OCYIIECTBISATh PETUCTPAIUIO, YIET - KJIACCU(UKAITUIO CITyKeOHBIX
JIBUXKCHHS, O(GOPMIICHUE CYyIeOHBIX JIOKYMEHTOB U TpeOOBaHMS, K HUM
nel. Ocy1ecTBIATh HU3BEIICHUE npeabsBisiemble B coorBeTcTBUU ¢ ['OCT
YY4aCTHUKOB cyneOHOro Y TIPaBOBBIMH aKTaMHU.
pa3bupaTeNIbCTBA. - uH()OPMAIMOHHO-KOMMYHHKAI[HOHHBIC
- OCYIIECTBIISATh odopmiieHue, CHCTEMBI B CylIeOHOH JESTeIbHOCTH.
HampaBlieHWe W  BbIa4y  KOMHM OcCHOBBI OXpaHbl Tpyla W TEXHHUKH
CylneOHBIX aKTOB W JIOKYMEHTOB W3 0e30IaCHOCTH.
CyeOHBIX JE. - CHCTEMY JIOKYMEHTO000pOTa B Cy/IE.

OK 02 - OCYIIECTBJIATh IOJATOTOBKY TEKCTOB - TIOHATHE MW BHUIBl JIOKYMEHTOB,
CylneOHBIX aKTOB K pa3MEMICHUI0 Ha TpeOOBaHUS, K HUM IPEIbSIBIIsEMbIC.
caiiTe cyzia B CETU UHTEPHET. - 00IIue BOMPOCH OpPTaHU3aIuN PaOOTHI
- OCYIIECTBISTh pabOTy C CyAeOHBIMU cyna: OCHOBHEIE HaTpaBICHUS
JieJlaMu u JIOKyMEHTaMH, ESITENHHOCTH CTPYKTYPHBIX
nepeaBacMbIMU Ha apXUBHOE nmozpa3fAeNieHH Cysa, 00eCIeYnBarOIINX
XpaHEeHUE ¥ HaXOJAIINMHUCSI B apXHUBE CyJIOTIPOHM3BOJICTBO; TPaBUIIa TOBEICHUS
cyna. pabOTHUKOB amnmapara cyna;
- COCTaBJISITh CIIY)KEOHBIC JOKYMEHThI JIOJDKHOCTHBIE PETJIaMEHThI  PaOOTHHUKOB
cyna. anmapara CyJa; [paBuWia BHYTPEHHETO
- OCYITIECTBIIATh paboty o pacropsiika cya u T.I1.
00paIeHnIo K UCIIOTHCHHIO CYICOHBIX - TOPSAAOK y4€Ta TOCTYNMUBIIUX B CYI




AKTOB. oOpamieHuii, JOOKYMEHTOB W Jel U
perucTpanuy cy1eOHBIX Jel, MPUHATHIX K
MPOU3BOJCTBY.
- OpraHu3alyi0 W BeleHHE CYAeOHOTO
JIeTIONPON3BO/ICTBA Ha CTaanu
HNOATOTOBKM  Jena K cyneOHoMy
pa3dupaTenbCTBy: HarnpaBJieHHe
W3BEIICHU M BBHI30BOB, OQOpMICHHE
CyNIeOHBIX eIl
0K 03 - BECTH TIPUEM TpaXKJIaH, - COAEpXaHWE  TPAaBOBBIX  AKTOB,
KOPPECTIOHICHIIN " nen B | pErylupyoOImx BOIIPOCHI
COOTBETCTBMM C  HOPMAaTHBHBIMHU | CYAOYCTpPOWCTBA U CYAOHPOHM3BOACTBA.
AKTaMH. - TMpaBOBble AaKTBl N0 CyaeOHOMY
- OCYIIECTBIATH PabOTy MO HPUEMY | JIEIIONPOHM3BOJCTBY.
oOpaleHnii, MOCTYMAMUX B CyJ B | - HOPMAaTHBHO-METOAMYECKUE TOKYMEHTHI
JICKTPOHHOM BHJIC. o 00ecIeYeHHI0 PaboTHI Cyaa.
- OCYIIECTBJIATH PErHCTpaluio, y4é€r | - KIaccuuKanmio CITyKEeOHBIX
IBKEHHUS, O(QOpMIICHHE CyneOHBIX | JOKyMEHTOB U TpeOOBaHHS, K HHAM
nell. OcymiecTBIATh HU3BEIICHUE npeabsiBisiembie B cooTBeTcTBUHU ¢ ['OCT
Y4aCTHUKOB CyI[CGHOFO 1 IMPABOBBIMU aKTaMHU.
pa30uparensCcTBa. - UH()OPMAIMOHHO-KOMMYHHKAIIIOHHBIE
- OCYILECTBIIATD odopmieHue, | cHCTeMBl B CyJdeOHOW JIeSTETHHOCTH.
HallpaBJI€HUE M  BbIAYY  KOIMUHI OcHOBBI OXpaHbl TpyJa U TEXHHUKH
CylneOHBIX aKTOB W JIOKyMEHTOB W3 | OE€30MacHOCTH.
CyNeOHBIX el - CUCTeMY JIOKYMEHTO000pOTa B CY/IE.
OK 04 - OCYIIECTBIIATH OOpalleHne CyIcOHBIX | - TOPSIOK OOpamlieHus] K WCIOIHEHHIO
aKTOB K HCIIOJTHEHUIO. NPUTOBOPOB, PEIICHHUH, ONpENeNICHUH |
- OCYIIECTBIISITh TOATOTOBKY TEKCTOB | IOCTAHOBJICHHUH cyJia.
Cy):[eGHBIX AKTOB K pasMCIICHUIO Ha - HOpsAAOK TIOATOTOBKM M HEpcaadun
caiiTe Cy/a B CETH HHTEPHET. CyIeOHBIX JIeNl M JOKyMEHTOB K Tiepeade
- OCYIIECTBJIATH pabOTy C Cy/leOHBIMH | B apXHB Cy/a.
JcJ1aMu u JOKYMCHTaMH, - MOpAaoK OGGCHC‘ICHI/ISI A0CTyla K
nepeaaBaeMbIMU Ha apxuBHOE | HMHGOPMAIMA O JEATEIBHOCTH CYJOB!
XpaHEHHEe M HaXOJIIVMUCS B apXHMBE | IOATOTOBKY  CYAEOHBIX  aKTOB K
cyaa. pasMeleHnio Ha oQuUIMaTbHOM caiite
- COCTaBIISITh CITy’)KEOHBIE JOKYMEHTHI | cyna B WHPOPMAITUOHHO-
cyaa. TEJICKOMMYHHUKAIIHOHHON CETH HHTEPHET.
- OCYIIECTBJISTh paboty 1o
00paIIeHnIO K UCITOTHEHUIO CYIeOHBIX
AKTOB.
OK 05 - OCYIIIECTBIIATH OOpalieHue cyaeOHbIX

AKTOB K UCTIOJIHEHHIO.
- OCYLIECTBJISITH TIOATOTOBKY TEKCTOB
CyIeOHBIX aKTOB K pa3MELICHHIO Ha
caiiTe CyJia B CETU UHTEPHET.

- OCYILIECTBIIATH PabOTy C CyaeOHBIMU
JenamMu u JOKYMEHTaMH,
nepeaaBacMbIMU Ha APXHUBHOEC
XpaHCHUE U HAXOAAUIMMUCA B apXUBE
cyza.

- COCTaBJIATh CHY)K66HI)IG JOKYMCHTBI
cyna.

- OCyWIECTBIATH  paboTy 1O
00palIeHNIO K UCIIOTHEHUIO CyIeOHBIX

- TOpSAAOK OOpalieHusi K HCIOJHEHHIO
MIPUTOBOPOB, PELICHUH, OIpeaeNicHuH U
MOCTAaHOBJICHUH CcyJia.

- TOpSAAOK TOATOTOBKM M Tepesavu
CyneOHBIX e M JOKyMEHTOB K Iepenaue
B apXUB CyZa.

- TOpANOK obecreyeHns JOCTyma K
WHPOPMALUK O JAEATENBHOCTH CYAOB:
MOJArOTOBKY  CyHeOHBIX  aKTOB K
pasMemneHnio Ha oduIUambHOM caiiTe
cyna B nHPOPMALUOHHO-
TEJIEKOMMYHHKALIMOHHON CETH UHTEPHET.




aKTOB.

OK 06 - OCYILECTBIIATH O0paleHue Cy1eOHbBIX - TIOPSJIOK OOpalleHUsT K MCIIOJHCHUIO
AKTOB K UCIIOJIHCHHIO. MPUTOBOPOB, PEIICHUH, OMpeleNicHHuH U
- OCYIIECTBIIATH MOATOTOBKY TEKCTOB | ITOCTAHOBJICHUH CyZa.

CyIneOHBIX aKTOB K pa3MENICHHWIO Ha | - TMOPSAOK MOATOTOBKM W TMepeaadu
caiiTe cy/a B ceTH UHTEPHET. CyneOHBIX e ¥ JOKYMEHTOB K Tepenaue
- OCYIIECTBISTh pabOTy C CyA€OHBIMH | B apXuB Cy[a.

JleTaMu u JOKYMEHTaM", | - TOpPSIIOK oOOecmedeHus] [IocTyma K
nepeaaBaeMbIMU Ha apXWBHOE | WHQOpPMAMH O JEATSIBHOCTH CYHIOB:
XpaHEeHUE W HAXOIAIINMHCA B apXWBE | TOATOTOBKY  CyOeOHBIX  aKTOB K
cyna. pasMemieHnio Ha O(HIMATBHOM calTe
- COCTaBIISITh CIIY:KEOHBIE JIOKYMEHTHI | cyna B WHPOPMALTUOHHO-
cyna. TEJIEKOMMYHHKALIMOHHOW CETH HHTEPHET.
- OCYIIECTBIISThH paboty 1o

o0palleHuIo K UCTIOTHEHHUIO CyIeOHbBIX

aKTOB.

OK 07 - OCYLIECTBIIATH OOpalleHue CyIeOHBIX | - MOPSNOK OOpaIleHus K HCIIOIHEHHIO
aKTOB K UCIIOJIHEHHUIO. [IPUTOBOPOB, PELIEHUM, ONpPENEICHUN H
- OCYIIECTBIISITh TMOATOTOBKY TEKCTOB | TOCTAHOBJICHUH cyJa.

CyleOHBIX aKTOB K pa3MENICHHI0 Ha | - TOpPSOOK TIOATOTOBKH W Tiepenadu
caiiTe cy/ia B CETH HHTEpPHET. CyIeOHBIX JeT U IOKYMEHTOB K Iepeaade
- OCYIIECTBIISATh pa0OTy C CyACOHBIMU | B apXuB CyJa.

JleITaMu " MOKYMEHTaMH, | - TOpPSIIOK oOOecmedeHusi IocTyma K
nepenaBaeMbIMU Ha apxuBHOE | WH(GOPMAIMU O JEATENBHOCTH CYJOB:
XpaHCHUC U HaXOAAIIHMMUCA B apXHBC IMOATrOTOBKY CYILC6HBIX aKTOB K
cyna. pasMeleHnio Ha oQuIUaTbHOM —caiiTe
- COCTaBIISITh CITy)KeOHBIE NOKYMEHTHI | cyna B nH(OPMAITMOHHO-
cyna. TEJIEKOMMYHHUKAIIUOHHOM CETU UHTEPHET.
- OCYIIECTBJISTh paboty 1o

o0palleHuIo K UCTIOTHEHHUIO CyIeOHBIX

aKTOB.

OK 09 - OCYIICCTBIATH paboTy Mo mnpuémy - COJEepKaHWE  TPaBOBBIX  AKTOB,
oOpaineHuii, TOCTYMAONINX B CYJ B | PETYIHUPYIOLIUX BOIPOCHI
AIIEKTPOHHOM BHJIE. CYJIOyCTpOMCTBa 1 CYOITPON3BO/ICTBA.

- OCYILECTBJISATh PETUCTPALMIO, YYET - TpaBOBblE AaKThl MO CyJAeOHOMY
IBUKEHHS, O(QOpMIIEHHE CyNeOHBIX | JIEJIONPOU3BOICTBY.
pen.  OcywmecTBisITh  M3BEILEHHE
Y4aCTHUKOB cyn1e0HOro
pa3buparenscTBa.
- OCYILIECTBIISTD odopmIenue,
HaIlrpaBJICHUEC u BblIavy KON
CYJICGHI)IX AKTOB U JOKYMCHTOB H3
CyIIeOHBIX JIElL.
TIK 2.1. - OCYIIECTBIISITh OOparieHne cyaeOHbIX - TOHSITHE MW  BUIBl JOKYMEHTOB,

aKTOB K UCIIOJTHEHHIO.
- OCYIIECTBISTH TOJTOTOBKY TEKCTOB
CyIeOHBIX aKTOB K pa3MEIICHHUIO Ha
caiiTe cyzia B CETH UHTEPHET.

- OCYIIECTBJISITH PabOTy € CyAeOHBIMU
JeNaMu u JIOKYMEHTaMH,
nepeaBaeMbIMU Ha apXHUBHOE
XpaHEHUE U HaXOAALIMMUCS B apXuBE
cyza.

Tpe6OBaHI/I$I, K HUM NPEAbABIACMBIC.

- 00IIMe BOMPOCHI OpraHU3aIuy PadOThI

cyna: OCHOBHBIE
JIeSITeTIbHOCTH

HaIpaBJIeHU
CTPYKTYPHBIX

nmozpa3AeNieHH Cysia, 00eCIeYnBarOIINX
CYIOTIPOU3BOJICTBO; IpaBWiia TOBEICHUS

pabOTHUKOB armapara

cyna;

JIOJDKHOCTHBIE PErIaMEHThl PabOTHUKOB
anmapara cyJa; TNpaBWiia BHYTPEHHETO




- COCTaBJISTH CIYXKEOHBIE JTOKYMEHTHI
cyna.

- OCYILIECTBIIATh paboty o
00palIeHUIO K HCIIOTHEHUIO CyJeOHBIX
aKTOB.

pacrnopsika cyna u T.II.
- HOPSIOK yd€Ta IOCTYNUBIIUX B CYA
oOpameHuii, JOKYMEHTOB W Jel U
peructpannu cyaeOHbIX Jell, IPUHATHIX K
IIPOU3BOJICTBY.

- OpraHM3al{I0 M BelIeHHE CyAEeOHOTO

JIeJIOTIPOU3BOCTBA Ha CTaIuu
MOATOTOBKKM  Jieda K CyneOHOMY
pa30oMpaTenbCTBY: HaTpaBJIeHIE
W3BCIICHUA ¥ BBI3OBOB, OQOPMIICHUC

CyIeOHBIX JICII.

[IK 2.2. - OCYIIECTBIIATH MOATOTOBKY TEKCTOB - TOpsAAOoK obecreueHus JOCTyma K
CylneOHBIX aKTOB K pa3MELICHHUIO Ha WHPOPMALUK O JESITEIbHOCTH CYHOB:
caiite cyia B CE€TH UHTECPHET. NOArOTOBKY  CyHeOHBIX  aKTOB K
- OCYIIECTBISITH paboOTy € CyAeOHBIMH pasMelieHn0o Ha OQUIMATILHOM CcaiiTe
JlelaMu u JIOKYMEHTaMH, cyna B UHQOPMAIOHHO-
nepeaaBaeMbIMU Ha apXHUBHOE TEJIEKOMMYHHKaLHOHHON cetu
XpaHEHHE U HAXOMSLIMMHUCS B apXHBE WUHTEpHET.
cyna.

- COCTaBIISITh CITY>KEOHBIE JOKYMEHTBHI
cyna.

I1K 2.3. - OCYUIECTBJISITH Pa0OTy C CyACOHBIMH | - COZICPIKAHHE HOPMATHBHO-
AeIaMu H MOKyMCHTamu, IIPaBOBBIX aKToB, PETYJIMPYOIINX
nepeaaBaCMbIMU Ha APXHUBHOC BOIIPOCHI CyIloyCTpOP'ICTBa u
XpaHCHHUEC U HaAXOAAIIUMHCA B apXUBEC CYIOIIPOU3BOJICTBA;

cyna.

- HOPMAaTUBHO-TIPABOBBIE ~ AKTHl U
HOpPMAaTHUBHBIE JOKYMEHTHI IO CyAeOHOMY
JIeJIOTIPOU3BO/ICTBY, KJIacCU(pHUKALNIO
CIIy>K€OHBIX JOKYMEHTOB U TpeOOBaHUS K
HUM TIPEABSABISEMbIE B COOTBETCTBUH C
I'OCT u HOpMaTHUBHBIMHU aKTaMH;

- CHUCTEMY JOKyMEHTooOOpoTa B
cyne;

- MOHATHE W BHIBl JOKYMEHTOB,
TpeOOBaHMsI, K HUM NPEIbSBIISIEMBIE.

Lenpto ocBoeHUs y4yeOHOW TMpaKTHKW sBIseTCd (HOPMUPOBAHHE Y
O0Oy4YaronIMXcs HAaBBIKOB MOJTOTOBKH IOPUIUYECKUX TOKYMEHTOB, B TOM YHCIIE C
UCIIOJIb30BaHUEM HMH(POPMAIIMOHHBIX TEXHOJOTUM; BBICTPAUBAHUS alTOpUTMa
3alMThl KOPMOPATUBHBIX MpaB, aHalM3a BHYTPEHHUX JAOKYMEHTOB KOPIIOpAIUH;
NoKCKa, MpodhecCHOHANBHOTO aHajdu3a U 0000UIEHUS HOPMATUBHBIX MPABOBBIX U
CyJIeOHBIX aKTOB, B TOM YHUCJE B IJ100aJIbHBIX KOMIBIOTEPHBIX CETSIX B 00JACTH
KOPIOPAaTUBHOIO MpaBa; NPUMEHEHHSI aKTOB KOPIIOPATUBHOIO 3aKOHOAATENIbCTBA,;
pa3pabOTKU M OCYIIECTBICHUS IEPBUYHOMN MPABOBOI 3KCIEPTU3bI IOKYMEHTOB IS

OopraHu3anii W (QU3HYCCKUX JIHII;

COTpyAHHYICCTBA C IMpcAIojaracMbiMnu

KOHTpareHTaMu; aHaJIn3a U PEeIICHUS] KOHKPETHBIX MTPABOBBIX CUTYAI[il, CBS3aHHBIX
C 3aIIUTOM MpaB, CBOOO] M OXPaHIEMBbIX 3aKOHOM HHTEPECOB B apOUTPaXKHBIX Cy1aX
U cyaax oOIIeil FopuCIuKIUN.




2. CTPYKTYPA U COJAEP)KAHUE YUEBHOM NPAKTUKH

2.1. O0bem yueOHOI NPAKTUKH U BUABI y4eOHOUH PadoThI

. Bcero Cemecr

Bujx yueOHoit padoThl P
4acoB 6

O0bem 00pa3oBaTe/IbHOI MPOrPaMMBbI

NPAKTUKH B T.Y. B 36 36

(opme npakTHYECKON MOATOTOBKH

dopma IPOMEKYTOUHOM aTTECTALIMH 3ayer ¢ OIeHKOI

OO0mast Tpy10€MKOCTh (Yac/3a4eTHBIC 36 36

CIMHUIIBI )




2.2. Conep:xkanne y4eOHON NMPAKTUKH

HanmenoBanwue pazaenoB | CoumepskaHue padoT O0BéM, Koapl koMmeTeHIumm,
akaa. 4. | opMupoBaHUIO
KOTOPBIX
CHOCOOCTBYET
9JIEMEHT NPOTPaMMBbI
1 2 3 4
YueOHast npaKkTHKA 36
Bunpl pabot - O3HaKOMJICHHE CO CTPYKTYPOH cy/a, GyHKIUSIMHU CyIeOHBIX KOJIIETHA, Cy1eOHbIX | 36 OK-01
COCTaBOB, OCHOBHBIX TIOJpa3[elieHUi amnmapara cyda W HOPMAaTHUBHBIMHU OK-02
NPaBOBBIMH  aKTaMH, pPETYJIHPYIONIUMH WX  JICATEIbHOCTh, IpaBUJIAMHU OK-03
BHYTPEHHET0 TPYJOBOTO Pacropsika, MpaBUIaMi TEXHUKH 0€3011acHOCTH OK-04
- O3HaKOMJICHHE C JOJDKHOCTHBIMH pETJIaMEHTaMH CIEIHAaJIICTa Cy/ia, CeKpeTaps OK-05
cyna, cekperaps cyIeOHOro 3aceqanusl. OK-06
- O3HakoMIIeHHE ¢ pabouyuMU MecTaMy paOOTHHMKOB ammapara cyjaa, IpaBujliaMu OK-07
TEXHUKU 0€30MaCHOCTH. OK-09
- OsHakomJieHHE C JEATEIbHOCTbIO IO OOECHEYEHHUIO0 CYIOB KajJpamu IK-2.1.
rOCyJapCTBEHHBIX I'PAXKJAHCKHUX CITyXKallUX. [1K-2.2.
- U3yunTh mopsiiok puéma moceTuTesNei. IK-2.3.

- WM3yunTp mnpaBuia OCYIIECTBIEHHS IEPBUYHOIO y4ye€Ta CTAaTUCTHYECKOU
uH(pOpMalliU B CyJie Ha OyMa)KHOM HOCHUTEJIE U B 3JIEKTPOHHOM BHJIE;

— M3yunTh mpaBuiia OCYIIECTBICHUS CIPABOYHOW palbOTHI MO y4eTy cyAeOHOM
IIPAKTHKH B CYZE.

- W3yuntps mopsaok uHGOpMalHMOHHOTO oOecnedeHus AeSITeIbHOCTH CyJa,
UCTIONIb3YEMBIMH B Cy/i€ TpaBoBbIMH 0a3amu u nnporpammamu I'AC «IIpaBocynue».
- O3HaKOMJIEHHE C apXUBHBIM M CTATUCTHUECKUM JIEJIONIPOU3BOICTBOM.

- M3yuntps mopsnok pasmemieHuss Ha HHTepHer-caiite u HH()OPMAITMOHHBIX
CTeHJaxX cyaa HHGOPMAIIMHU U MECTE U BPEMEHH CYACOHOTO 3aceaHusl)

- O3HaKOMJICHHE C TTOPSIIKOM PabOThI CAUTOB CY/IOB.




[TpomesxyTouHas
aTTecTanus

3ader ¢ OIEeHKOH B (hopMe 3aIIUTHI OTYETa O MPAKTUKE B opMe codecej0BaHMS,
OIPEEIISIOIICTO YPOBEHb OCBOCHHBIX OOIINX U MPO(ECCHOHATIBHBIX KOMITCTCHIHI

Bcero no yuebnom
MIPAKTUKE

36 yacoB —
1 menens.




3. YCJIOBUSA PEAJIN3AIIAU ITPOT'PAMMBI YUEBHOM
ITPAKTUKH

3.1. lng peanuzanuii IporpaMmbl Y4eOHOW TUCHHUILTUHBI JTOKHBI OBITH
MPEeIyCMOTpPEHA CIEAYIOIINE CTICIIMAIbHBIE TTOMEIICHHUS

yueOHbIE ayAUTOPUH JIJIsl POBEACHUS 3aHATUHN JIEKITMOHHOTO TUIIA, 3aHSATHH
CEMUHAPCKOTO THUIIA, TPYIMIOBBIX U HWHIWBUIYAIbHBIX KOHCYJbTAIMH, TEKYIIETO
KOHTPOJII ¥ TIPOMEXKYTOYHOM aTTECTAIliW, OCHAIIECHHBIC CICIMATN3UPOBAHHON
MeOeNnbl0 U TEXHUYECKUMHM  CPEACTBAMH  OOYy4YeHHMs, CIOYKAIUMHU IS
npeacTaBieHuss  y4eOHOW  wHpopmamuu  Oosbmiol  ayautopuu.  HabGopsl
JEMOHCTPAIIMOHHOTO  00OpymOBaHWS W y4eOHO-HAIVISIAHBIX  TIOCOOWA,
00eCTIeUnBAIOIINX TEMAaTHIECKUE WILTIOCTPALIUU:

npoekTop (2 mr.);

POEKITMOHHBIN AKpaH (2 mT.);

HOYTOYK (2 1mIT.).

[TomernieHust i1 CaMOCTOATENBbHON pabOThl OOYYarOMIMXCS, OCHAIIICHHbBIE
KOMITBIOTEPHON TEXHHKOM C BO3MOXKHOCTBIO MOJKIIOUEHUs K cetu «HTepHeT» u
o0ecrieueHrneM JOCTyTa B AJIEKTPOHHYIO HH(POPMAIIMOHHO-00pa30BaTENbHYIO CPEAY
o0pa3oBaTeIbHOM OpraHu3aIuy - 25 KOMIBIOTEPOB B yueOHoi ayutopun Ne 610.

[Tomemenne mnsg  XpaHeHUS W TPOYUIAKTHUECKOTO OOCTYKHUBAHMS
y4eOHOro O0OpyJOBaHHUS, OCHAIIEHHOE CHEIUATU3UPOBAHHON MeOenbl0 U
TEXHUUYECKUMU cpesicTBaMu 00ydyeHust B yueOHou ayautopunt Ne 610.

VYueOnblii 311 cy1eOHbIX 3aceganuil — aynuropus Ne 812.

bubmuoreunsi  goun  OpenOyprckoro  wuHCTHUTYTa  (puimana)
VYuusepcutera umenn O.E. Kyradhuna (MI'TOA).

Kommnekr nuuensnonnoro nporpammuoro ooecnedenusi: CIIC «I"apanm» -
00O «I"apanT-Opendypr» (moroBop Ne2889 ot 20.12.2018), OC Windows 7, 8
(JIumensum Ne64271975, No 6427377, Ne 64271376), obucHble makeTsl Microsoft
Office (Ne 44290417).

[IpenocraBiieHne  HEUCKIIOUUTENBHBIX  TpaB  Ha  HMCIOJIb30BaHHE
JUIEH3UOHHOTO TporpaMMHoro obecnedenus: MoitOduc IIpodeccrnoHanbHbIM
JlunieH3ust KOpIopaTUBHAs HA MOJIB30BATENS JIJIsi 00pa30BaTEIbHBIX OpraHU3allNi,
cpokoM aeiictus 1 rox (700 ex.), moroBop Ne 32312814233 ot 30.10.2023.

3.2. MapopmanuoHHoe oOecneyeHre peau3auy NporpaMmmMbl

3.2.1 OcHoBHAas JUTEpaTYypa

1. Mambikun A. C., JlateimeBa H.A. ApxuBHOe 1eno B cyjne: ydeOHOe
nocobue — 2-¢ u3., nom. u uctp. — Mocksa: PI'YII, 2020. — 219 c. — ISBN 978-5-
93916-833-5. — Texcr: AIIEKTPOHHBIN. — URL:
https://znanium.ru/catalog/product/1190638. — Pexxum mocTyma: mo moamucKe.

2. Jlykonuna FO.A. ApxuBHoe aeno B cyne: [Ipaktukywm / Jlykonuna 10.A.
— M.: PI'VII, 2023, — 63 c¢. — ISBN: 978-5-00209-075-4.TekcT: »IeKTPOHHBIN. —
URL.: https://op.raj.ru/spo/1195-lukonina-arkh-delo (maTa o6pamenus: 20.03.2024).

11



3.2.2. lonoiHUTEIbHAS JIUTEpaTypa

1. KysnmenoB W.H. JlokymeHTallMOHHOEe oOOecrledyeHue yIpaBieHUs.
JIoKyMeHTOOOOpOT U JIEJIONPOU3BOJCTBO: YUEOHUK U MPAKTUKYM [JIsI CPEIHETO
npodeccuonanbHoro odpazopanus / U.H. Ky3nenos. — 4-e uzg., nepepab. u gom. —
MockBa: HWznatensctBo IOpaiit, 2024. — 545 c¢. — (IIpodeccuonanbHoe
obpazoBanue). — ISBN 978-5-534-16004-8. Tekct: nsnexktponubii. — URL:
https://urait.ru/bcode/537146 (nata oopamenwus: 20.03.2024).

2. Packun JI.M. Meronuka U TpakTUKa ApXWBOBEACHUS: YUYEOHHMK st
cpennero npodeccuoHanbHOro oopazoanus / JI.M. Packun, A.P. Cokomnos. — 2-¢
u3n. — Mocksa: UznarensctBo [Opaiir, 2024. — 416 c¢. — (IlpodeccuonanpHoe
obopazoBanue). — ISBN 978-5-534-16252-3. Tekct: snextponusii. — URL:
https://urait.ru/bcode/539267 (nara oopamenus: 20.03.2024).

3. JlarpimeBa, H.A. CyneOHoe AeNONpOM3BOJACTBO: KypC JIEKIIUH W
MPaKTUKYM JUIsl cpefiHero npodeccuonanibHoro oopazoanus / H.A. JlaTeimena. -
Mocksa: PI'VII, 2021. — 268 c. — ISBN 978-5-93916-891-5. — TekcT: 351eKTpOHHBIIA.
— URL: https://znanium.ru/catalog/product/1869183. — Pexum pgocTyma: o
MOJIITHCKE.

3.2.2. HopMaTHUBHO-NIPABOBbIE AKTHI U HHbIE MIPABOBbIE JOKYMEHTbI

1. Konctutyuust Poccuiickoii @enepauuu (NpUHATA BCEHAPOIHBIM
rojjocoBanrem  12.12.1993 ¢  u3MeHeHUsIMH, OJOOPEHHBIMHM B  XOJI€
obmepoccutickoro rojiocoBanus 01.07.2020) // CIIC «KoncynbranTllmocy.

2. ®enepanpubiii 3ak0H OT 22.10.2004 Ne 125-03 «O06 apxuBHOM Jene B
Poccuiickon @enepanum».

3. ®enepanpubiii  3akoH oT 27 wmroas 2004 1. Ne 79-®3 «O
roCyJapCTBeHHOU TrpaxkaaHckoi ciyx0e Poccuiickoii ®eneparun»y // CIIC
«KoncynbrantlLirocy.

4, ®denepanbupiii 3akoH oT 02 mas 2006 r. Ne 59-®3 «O mopsiake
paccmoTpeHust oOpamienuii rpaxnan Poccuiickoit  ®enepamun» //  CIIC
«KoncynbrantlLirocy.

5. @epepanbubiii 3akoH ot 08 sHBaps 1998 r. Ne 7-@3 «O CynebHom
nernapramenTe T1ipu  BepxoBHom Cyae Poccuiickoit ®enepanum» //  CIIC
«Koncynbrantlimrocy.

6. ®denepanbHbiii 3akoH OT 17 nexadps 1998 r. Nel88-d3 «O mMupoBbix
cynbsix B Poccuiickoit @eneparun» // CIIC «Koncynprantlnrocy.

7. @enepanbHblii 3akoH oT 02 mas 2006 r. Ne 59-®3 «O mnopsuke
paccMoTpenusi oOpamienuii rpaxnan  Poccuiickoit  ®epepauun» //  CIIC

«Koncynsrantllirocy.
8. ®enepanbHblii 3akoH 0T 22 faexadps 2008 Ne 262-D3 «O6 obdecrieueHUN
J0CTyTa K MH(POPMAIIUU O nesTenbHOCTH cynoB B Poccutickoii @eaepanumy //

CIIC «KoncynpranTlInrocy.
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https://urait.ru/bcode/537146

9. Vxa3 Ilpesunenta Poccuiickoit @eaepanun ot 31 mexabps 2005 1. Neo
1574 «O peecTpe DOJDKHOCTEH (QeaepanbHOl TOCYIapCTBEHHOM TIpa)KaaHCKON
ciryx0b1» // CIIC «KoncynpranTllnrocy.

10. ITocranosnenue IlpaBurensctBa PO ot 27.12.2012 Ne 1406 «O
dbenepanpHOU 11e1eBOM MTporpamme «Pa3Butue cynedHoi cuctemsl Poccnn Ha 2013-
2024 roaw» // CIIC «KoncynbTanTlLmrocy.

11. Tlpuxa3 PocapxuBa ot 02.03.2020 Ne 24 «O0 ytBepxnenuu I[IpaBun
OpraHu3allid XpaHEHHUs, KOMIJIEKTOBAHUA, Y4ETA U HCIIOIb30BaHUSA JOKYMEHTOB
ApxuBHoro ¢gonga Poccuiickoit @enepani U APYyruxX apXUBHBIX JOKYMEHTOB B
TOCYJapCTBEHHBIX M MYHUITUTIATHHBIX apXUBaX, My3€sX U OMOIMOTeKaxX, HAyYHBIX
opranmzanusix» // CIIC «KoncynbrantlInrocy.

12. Tlpukas PocapxuBa ot 31.07.2023 Ne 77 «O06 yrBepxknennu [IpaBwin
OpraHu3allid XpaHEHHUs, KOMIUJIEKTOBAHUA, y4€Ta M HCIOIb30BaHUA JOKYMEHTOB
ApxuHoro ¢onna Poccuiickoit denepanuu U Ipyrux apXuBHBIX JOKYMEHTOB B
roCyIapCTBEHHBIX OpraHax, opraHaX MECTHOT'O CAMOYTIPABIICHUS U OPTaHU3AIIUSIX)
// CIIC «KoncynbrantlLirocy.

13. IlocranoBnenune Cosera Cynaeit Poccutickoit denepamnmu ot 18 anpens
2003 1. Ne 101 «OO0 yTBepkJACHUM TUIOBBIX MPABUJI BHYTPEHHEIO paCIOpsiiKa
cynoB» // CIIC «Koncynbrantllnroc.

14. TlocranoBnenue CoBera Cyneit Poccutickoit denepanmu ot 27 anpens
2006 T.

15. No 156 «OO0 yTBepkJIeHUU TpaBUJ MOBEICHUsS PAOOTHUKOB ammapara
cyna» // CIIC «Kouncynbrantlimrocy.

16. IIpuka3CynebHoro nemnapramMeHTa npu  BepxoBHom Cyze

Poccuiickoit ®@enepaunu ot 29.04.2003 Ne 36 «OO0 yTBepKIACHUH
NHcTpykuu 1o cyAaeOHOMY JeNonpou3BOACTBY B paiioHHoM cyae» // CIIC
«KoncynbrantlLirocy.

17. Tlpukaz CynebHoro nenapramenTta mnpu BepxoBnom Cyne P® or
21.12.2022 Ne 242 «O06 ytBepxkaeHuu llepeuns TOKyMEHTOB, 0Opa3yrOIIMXCS B
poLecce AEATeIbHOCTH (heepalbHbIX CYI0B OOIeH IOPUCIUKLNHU, C YKa3aHUEM
CpokoB uX xpaHeHusi u llopsigka XpaHEHUsT HEKOTOPBIX BHJIOB JTOKYMEHTOB,
nperycMOTpeHHbIX llepeuHemM nokyMeHTOB, oOpasyrommxcs B Ipolecce
NeATebHOCTH (heIepalIbHBIX CY0B O0IIEH IOPUCANKIINN, C YKA3aHHUEM CPOKOB MX
xpanenus» // CIIC «Koncynbrantllinrocy.

18. Ilpukaz CygnebHoro nenapramenta npu BepxoBnom Cyne P® or
19.03.2019 Ne 56 «OO0 yTBep>KIE€HUU HMHCTPYKLHMH O TOPSAJKE OpraHu3aliu
KOMIUIEKTOBAHMS, XpPAaHECHUS, YUETA U HCIIOJIH30BaHUS JJOKYMEHTOB (JICKTPOHHBIX
JIOKYMEHTOB) B apxuBax (eaepalibHbIX cyAoB obOuieil ropucaukuum» // CIIC
«Koncynbrantlimrocy.

19. 3akon OpenOyprckoit obmactu ot 02.09.1999 r. Ne 345/74-O3 «O
MUPOBBIX cyabsix B OpenOyprckoir obmactu» ¢ moci. w3Mm. u gon // CIIC
«Koncynsrantllirocy.

20. 3axon OpenOyprckoit obmactu ot 30.12. 2005 r. Ne2893/518-111-O3 «O
TrOCYJapCTBEHHOM TpakIaHCKoU ciy)0e OpeHOyprckoil 0061acTi» ¢ MOCH. U3M. U
nom // CIIC «Koncynprantllnrocy.
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21. 3akon OpenOyprckoit obmactu ot 28.04.2010 r. Ne 3535/808-1V-O3
«O06 obecrieueHnH AOCTyNa K WH(OpPMAMUA O JEATEIHHOCTH MHUPOBBIX CYICH
OpenOyprckoit o6mactu» ¢ noci. u3M. u goi // CIIC «KouncynsrantlLmtocy.

22. IHCTpYKIHS 10 CyJeOHOMY JEIONMPOU3BOJICTBY Ha Cy/IeOHOM ydacTKe

MupoBoro cyasu OpeHOyprckoit o0rnacTH,

YTIB. IIPUKA30M KOMHUTCTA IIO

oOecrieueHUI0 JCSATEeIbHOCTH MHUPOBBIX cyaerl OpeHOyprckoir o061acTtd  OT
17.09.2013 Ne78-O/1 ¢ mocit. uzm. u jaoin // CIIC «KoncynbrantlLimrocy.

3.2.4. UuTepHeT-pecypcehl

Ne m./m. HauMeHoBaHue Anpec B cetu UHTEpHET
http://znanium.com OcHoBHast
1 ZNANIUM.COM KOJUICKIIHS
Komnexkuus uzgarenscra CTatryT
2 ObC IOPAUT www.biblio-online.ru
www.book.ru
Konneknus n3garenncTBa
IIpocnekt FOpuandeckas
3 9BC «BOOK.ru» P pua
JUTEPpATypa; KOJIEKIUU
n3narensctBa Knopyc Ilpaso,
DKOHOMHKA U1 MEHEIKMEHT
www.ebiblioteka.ru
. . . VYHuBepcanbHas 06a3a JaHHBIX
4 East View Information Services p A
MEPUOIUKH (JIEKTPOHHBIE
KYpHAaJIbI)
http://rucont.ru/
Pa3gen Bama komnekius — PI'YII-
5 HILIP PYKOHT A a
nepuouKa (3J1eKTPOHHbIE
KYpHaJIbI)
WWW.0P.raj.ru 3JIeKTpOHHBIE
NudopmanmonHo- b1l P
. BEPCUU yUEOHBIX, HAYYHBIX U
6 00pa3oBaTeNbHbBIN TOPTAT .
PLVIT HAay4YHO-TIPAKTUYECKUX U3JaHUN
PI'VII
www.femida.raj.ru
Cucrema 31eKTPOHHOTO
Y4eOHO-METOAUUECKIE KOMILICKCHI,
7 oOy4eHus
Pabouune nporpammel o
«Demua»
HaIPaBJICHUIO MOJATOTOBKHU
8 IIpaBoBbIE CUCTEMBI I"apanT, KoHCynbTaHT
9 OdunmanbHbIi CAT HHCTUTYTA www.oimsal.ru/
10 [Topran «I"AC IlpaBocyaue» www.sudrf.ru
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4. KOHTPOJIb 1 OLIEHKA KAYECTBA OCBOEHHUA YYEBHOM

INPAKTUKHA

Pe3yabTaThl 00yueHust

Kpurepuun oneHkun

MeToabl OLIEHKH

3namep:

- CcoJepXkKaHUE IIPABOBBIX
aKTOB, PEryIupYOIIHX
BOIIPOCHI CYHOYCTPOMCTBA H
CyJIOIIPOU3BOCTBA.

- OpaBOBbIE  aKThl IO
cyneoHOMY
JIEJIONIPOU3BOJICTBY.

- HOPMAaTUBHO-METOJAUYECKUE
JIOKYMEHTHI 10 00€CTIeUeHUIO
paboTsI cyna.

- KJIACCHU(PUKAITUIO
CIIy’)KeOHBIX JOKYMEHTOB U
TpeboBaHUs, K HUM
MpeIbsBIsiEMbIe B
cootBerctBuu ¢ [OCT wu
MIPaBOBBIMU aKTaMHU.

- UH(POPMAIIMOHHO-
KOMMYHHKAI[IOHHBIE
CUCTEMBbI B cyneOHoI
JEATEIIbHOCTH. OcHOBBI
OXpaHbl Tpyda W TEXHUKHU
0€30MacHOCTH.

- CHCTeMY JOKYMEHT0000poTa
B CyJIe.

- MIOHSITHE u BU/IBI
JIOKYMEHTOB, TpeOOBaHUS, K
HUM TIPEIbSIBIsIEMbIE.

- oOuine BOIPOCHI
OopraHm3aiuu paboThl Cyna:
OCHOBHBIC HaTPaBIICHUS
JEeSTENIbHOCTH CTPYKTYPHBIX
MOJIpa3IeICHHUI cyna,
00ecreunBarInX
CYJOTIPOM3BOJICTBO; IpaBHIIA
MTOBE/ICHUS pabOTHUKOB
armapara cyna;
JOJKHOCTHBIE  PETJIaMEHTBI
pabOTHUKOB ammapaTa Ccyna;
MpaBuIia BHYTPEHHETO
pacropsiika cyja  T.I1.

- MOPSIOK yuéra
MTOCTYITUBIITAX B cyn
oOparieHuif, JOKYMEHTOB H
JIEJT ¥ peTUCTPAINH CYIeOHBIX
nel, TIPUHSITHIX K
MIPOU3BOJICTBY.

YpoBeHb 3HaAHUU
HOPMAaTHUBHO-TIPABOBBIX aKTOB
Y HOPMATUBHBIX IOKYMEHTOB,
CUCTEMBI JIOKYMEHTO0OOpOTa
B CyJe, MopsijiKa MOJrOTOBKU
U mepenayu CyaeOHbIX Aen U
JOKYMEHTOB K Iiepenade B
apXuB  Cy/Aa; COJICpIKaHUS
HOPMAaTUBHO-TIPABOBBIX
aKTOB, PETYIHPYIOIIHX
BOIIPOCHI CYAOYCTPOWCTBA U
COBPEMEHHBIX
UH(OPMALIMOHHBIX
TE€XHOJIOTM; OCHOB OXPaHBbI
Tpyaa u TEXHHUKHU
0€e30I1aCHOCTH; 00X
BOIIPOCOB OpraHu3aIiu
paboThl  cyda:  OCHOBHBIX
HampaBJICHUH AESITeNbHOCTU
CTPYKTYPHBIX
MOJIpa3IeJICHUI
00ecreunBarInuX
CYIOTIPOM3BOJICTBO;  TPABHII
MOBEICHUS pabOTHUKOB
amnmapara cyna;
JOJKHOCTHBIX ~ PErJIaMEeHTOB
pabOTHHKOB ammapara cyza;
TIpaBHII BHYTPEHHETO
pacmopsiika Cyjna; TMopsaKa
yuéTa TMOCTYMUBIIUX B CY[I

CyAa,

oOpaiieHuii,  JTOKyMEHTOB,
JIeNT ¥ PETUCTPALINU CYAeOHBIX
pI(SA) HpI/IHSITI)IX K
MIPOU3BOJICTBY; nopsiIKa
oOpareHusi K HCIOJHEHUIO
MIPUTOBOPOB, pEeIIeHuH,
onpeaeIeHu u

MIOCTaHOBIICHUH cyna.

IIpoBepka kauecTBa 3HAHUM
NyTeM 3allldThl OT4eTa |
orpoca.
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- OpraHu3alfi0 ¥ BEJICHUC
cyneOHOTO
JIEIONPOU3BOJICTBA HA CTAINH
MOJITOTOBKH nena K
CyneOHOMY pa30oupaTeNIbCTBY:
HaNpaBJICHUE W3BEHICHUH U
BEI30BOB, odopmiieHne
CyneOHBIX JIe.

- OpraHM3al{I0 U TOPSI0K

BEJICHUS cyneOHoro
3acelaHus u BeJICHUE
MIPOTOKOJIA cynebHoro
3ace1aHusl.

- nopsamok  odopMIieHHS
CyIeOHbIX Jiel1 B IEpUoJ U
IoCJIe WX  PacCMOTPEHHS:
BbIJaya W  HalpaBJICHUE
KONMH CyleOHBIX aKTOB U

AOKYMCHTOB;, IOpA 0K
O3HAKOMJICHHA C
MaTCpruajIaMu Aciia,

HaIpaBJIeHUE Cy/1€0HBIX /I B
BBIILIECTOSIIME WHCTAHLIUHU C

aneJUIAIIMOHHBIMU,
KaccallnOHHBIMU u
HaJI30pHBIMHU *Kanobamu,

YaCTHBIMH JKal00aMu.

- TopsAnoK oOpalieHus K
UCIIOJIHEHUIO  TIPUTOBOPOB,
peuIeHui, OIpEeAeICHnd |
IIOCTaHOBJICHUH CyJa.

- TOpPANOK TOATOTOBKH U
nepefayu CyneOHbIX el U
JOKYMEHTOB K Iiepeladye B
apxuB CyJa.

- TIOpSIOK  OoOecredeHust
J0CTyna K UWHpOpMaluu o
NeSITeIbHOCTH CYJIOB:
MOJITOTOBKY CYJIEOHBIX aKTOB
K pa3MenIeHUI0 Ha
ounmansHOM caiite cyna B
MH(OPMAaLIMOHHO-
TEJIEKOMMYHHUKALMOHHON
CETH UHTEPHET.

- TOPSIIOK  OCYIIECTBIICHUS
KOHTPOJIS cyne6HOTO
JEJIONPOU3BOCTBA U
KOHTPOJIb HCIIOJIHEHUS: LENH
u 3a/1a4H, CYOBEKTHI
KOHTPOJISI U UX TIOJTHOMOYHSI.
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YMmeThb:

- BeCTH mpuéM TpaxkIaH,
KOppEeCHOHJACHIINY U JCII B
COOTBETCTBUU c
HOpMaTI/IBHBIMI/I aKTaMMH.

- OCYIIECTBISATH PpabOTy IO

npuéMy oOpalieHuH,
MOCTyHarlommMx B Cyd B
JJIEKTPOHHOM BHUJIE.

- OCYIIECTBIIATh
perucTpaunuio, y4€T
JIBUKCHUS, odopmiieHue
CyJ1eOHBIX JIedL.
OcCylIecTBIATh  U3BELICHUE
Y4aCTHUKOB cynedHoro
pa3buparenbCTBa.

- OCYIIECTBIIATH 0()OpMIICHHE,
HalpaBJICHUE W  BbIIAYy
KOMMHUH CyAEeOHBIX AaKTOB H
JOKYMEHTOB M3 CyIeOHBIX
aed.

- OCYUIECTBJIAATh OOpaleHue
CyeOHbIX aKTOB K
WCTIOJTHEHHUIO.

- OCYLIECTBIISATH IMOJTOTOBKY
TEKCTOB CYyNEOHBIX aKTOB K
pa3MelleHHIo Ha caifiTe cynia B
CeTH UHTEPHET.

- OCYHIECTBIATH paboTy ¢
Cy/1IeOHBIMU nenamMu u
JTOKyMEHTaMH,
nepeaBaeéMbIMA Ha apXHUBHOE
XpaHEeHHE U HaXOISIIMMUCS B
apXxuBe CyJa.

- COCTaBIIAITh
JTOKYMEHTBI Cy/a.
- OCYHIECTBJIATH paboTy IO
oOpamieHuI0 K HCIOJHEHUO
CyIeOHBIX aKTOB.

ciyxeOHbIe

YpoBeHb BJIaJieHUs
HABbIKAMM:
- BeICHUsA
oOpateHusMu
MOCTYMAIOUMMHA B
AJIEKTPOHHOM  BHJIE
OyMa)KHOM HOCHTEIE.
- BEICHUA npuéma
KOPPECIIOHICHIIMK ¥ JeNl B
COOTBETCTBUU c
WHCTPYKIUSIMHU o
cyneoHoOMy
JIeTIOTIPOU3BOJICTBY.

- OCYILIECTBIICHUS
MEPOTPHUATHH IO MOATOTOBKE
Cyl1eOHBIX nen K
pa3duparesbCTBY.
- TMOJTOTOBKH,
HaTpaBJICHUS KOTIHIA
Cyl1eOHBIX aKTOB u
JOKYMEHTOB M3 CYyJCOHBIX
Ted.

- TOATOTOBKH  CyHEOHBIX
aKTOB K ONYOJMKOBAaHHUIO Ha
caiitre  cyma. OOpareHus
Cyl1eOHBIX aKTOB K
UCIIOJHEHUIO.

- OCYIIECTBJIEHUSI pabOThHI C
CyIneOHBIMU JIEJIaMH,
HapsgaMH © JOKYMEHTaMHu
apXUBHOTO (OH[A CyAa.

- COCTaBJIEHHUSl CIIy>KEOHBIX
JIOKYMEHTOB Cy/a.

paboTel ¢
TpaxKiIaH,
cyol B
U Ha

BblAa4u U

Onenka pE3yJIbTaTOB
BBITIOJIHEHUST  3aJlaHui U
pelieHus 3a1ay.
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