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Pabouas nporpamma mucummmHbl «OpraHu3anus TEKYIIETO XpaHEHWs JOKYMEHTOBY» IIO
OCHOBHOH IIpOrpaMMe JONOJHHTEIBHOTO TPOGECCHOHATBHOrO 00pa3oBaHds II0  JOJUKHOCTH
cayxamero 21299 «/lenompon3Boautensy pazpaboraHa Ha ocHOBe IIpodeccHoHansHOrO cTaHzapra
«Crnenuanuct 10 OpraHW3alliOHHOMY ©  JIOKYMEHTAllHOHHOMY OGECIEYEHMIO  YIIPABIECHUS
OpraHu3alnueny», yTBEPXKIEH IpHKa3oM MUHHCTEpCTBA Tpyla M COIHAIBHOM 3amuThl POCCHUCKOM
@enepatun ot 15 wmrons 2020 roma N 333H (3apeructpupoBaH MUHHCTEPCTBOM FOCTHITHH
Poccuiickort Penepanun 2 wmions 2015 r., perucrpamumonubii N 37509) m OGrmepoccuiickoro
KinaccuukaTopa npodeccuit paboumx, MOMKHOCTEH CyXamux ¥ TapuHbX paspsamgos OK016-94,
(OKIIOP) (yrBepxaen ITocranoBnenueM.l'occranmapra P® ot 26.12.94 Ne 367), paccmoTpeHa u
onobpena Ha 3acenanuu [legaroruyeckoro copera (mporokos Ne 3 ot 17.01.2025 r.).

ABtop-cocraBurens: Crenanosa FO.A.
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1. Ob6mas xapakTepucTHKa pado4eii NporpamMMbl AUCIUIHHBI

1.1. MecTo AMCHHMIIIMHBI B CTPYKTYP€ MPOrpaMMbI HPo(heCCHOHAIBHOr0 00ydeHHs

Juciumumiaa  «Opradusanys TEKyINero XpaHEHUs JOKYMEHTOB)» BXOJUT B MOIYJb
IpoecCHOHANBHBIX TUCIUILIAH.

1.2. e ¥ njIaHUpyeMble pe3y/abTaThl 0CBOCHHS AUCIMILIHHBI

B pe3ymnbrare oCBOEHHS AUCHUILIMHBL Y BBITYCKHHUKA JTOKHBI OBITH COPMUPOBAHEI 00IITHE U
po(heCCHOHATBHBI KOMIICTCHITHH:
O6mue xomnerenuun (OK):

OK 1. IloHumaTh CyIIHOCTH U COIMAJBHYIO 3HAYMMOCTH cBoe# Oynmymedt mnpodeccuu,
MIPOSIBIIATH K HEW YCTONYIMBBIM HHTEPEC,

OK 2. OpraHu3oBbIBaTH COOCTBEHHYIO IESTENBHOCTH, ONPENENSITh METOAbl U CIIOCOOBI
BBINIOJTHEHUS TPOGECCHOHANBHBIX 3a/1a4, OIIEHUBATh X 3G GEKTHBHOCT U KaYECTBO;

OK 3. Pematrr mnpoGieMbl, OLEHUBATh PUCKM U IPUHUMATHL DPEIIEHHS B HECTaHIAPTHBIX
CUTYalUsIX;

OK 5. MHcnome3oBate  MH()OPMAIMOHHO-KOMMYHUKAIIMOHHBIE  TEXHOJIOTUH IS
COBEPIIEHCTBOBAHUS IIPOPECCHOHAIBHON NS TeIbHOCTH;

OK 6. Paborare B KO/UIEKTHBE W KOMaHIe, oOecreduBaTh ee cIuioueHue, 3QGHEeKTUBHO
00mIaThCs C KOJUIETaMH, PyKOBOJICTBOM, TOTPEOUTEIISIMH,

OK 8. BBITh TOTOBEIM K CMEHE TEXHOJIOTHH B IPO(EeCCHOHAIBHOH eI TEBHOCTH.
IIpodeccuonanbubie komnerenuuu (I1K):

[IK.02 T'0TOBHOCTE K BBHIIOTHEHHWIO MOHKHOCTHBIX OOS3aHHOCTEH II0 OCYIIECTBICHUIO
JIeSITENIbHOCTA B cdepe Tpynaa: pa3paboTka NOKyMEHTAllMM OpraHW3allu{; BeleHHE JIOKYMEHTAIluH,
CHUCTEMaTH3alWs W aHalu3 JOKYMEHTO00OpOTa; NpPUMEHEHWE HOPMATHUBHBIX IIPAaBOBBIX aKTOB H
METOJAMYECKHUX PEKOMEHaNuii; oOecriedeHre KauecTBa BEIEHUS JEeIOTPOU3BOICTRA;

[IK.04 CnocoGHOCTh HCHONB30BATh IIOJNyYeHHBIE 3HAaHWSA B IIPaKkTHYeCKo#d pabote:
CHUCTEMaTH3UPOBaTh U aHAIU3UPOBATh HOPMATHUBHEIE TPEOOBAHUS K BEACHUIO JIEIOIPOU3BOICTRA.

B pesynbrare 0CBOCHHUS TUCIUIUIAHEI 00yJarOIIUHACS TOTKEH:

HNmeTh npakTHYeCKHH ONBITB BOIIPOCAX:

- pa3paboTka HOMEHKJIATYpHI el OpraHu3aliu;

- IIpoBepKa IPaBUILHOCTH 0QOPMIICHUS JOKYMEHTOB M OTMETKM 00 MX HCIIOTHEHUH IEPEN UX
¢bopMHUpOBaHUEM B JI€JI0 IS IOCIEIYIOMEro XPaHEeHHUS;

- opMynHpoBaHUE 3ar0JIOBKOB JIC] U ONPE/ICTICHUE CPOKOB UX XPAHCHHUS,

- opmupoBaHue J1em;

- KOHTPOJIb IIPABUIIBHOT'O ¥ CBOEBPEMEHHOT'O PACIIPEIEIICHIS U TOAIINBKY JOKYMEHTOB B JEIa.
YmeTn:

- OpPraHU30BHIBaTH paboTy IO YUETY, XpPAaHEHUIO U TIEpejaue B COOTBETCTBYIOIIHE CTPYKTYPHBIC
NOJpa3/ieleHUs] JOKYMEHTOB TEKYIIEro AeJIONPOU3BOJICTRA;

- OCYLIECTBIATh METOAMYECKOE pPYKOBOJCTBO JEJIOTIPOM3BOACTBOM B  OpraHH3aIlHH,
KOHTPOJIUPOBATH IPaBHIIbHOE (OPMUPOBAHHE, XPAaHEHHE U CIady JIC] B apXUB;

- pa3pabaThIBaTh HOMEHKIIATYPY JEJ CTPYKTYPHOTO IIO/Ipa3ieIeHHs;

- UCIIOIB30BAaTh HOMEHKIATypy JAeN NPH HU3Y4YEHUH CTPYKTYphl OpraHHM3allid, COCTaBICHHUU
OIIHCEeH Je;

- OpraHu30BBIBaTH paboTy MO (OPMHUPOBAHMIO €1 B COOTBETCTBHH C YTBEPXKICHHOU
HOMEHKJIaTYpOU JeJl OpraHu3alluy;

- (hopMHUPOBATH JOKYMEHTEHI B JIe)Ia C YIETOM HX CICIH(UKH;

- CUCTeMaTHU3UPOBaTh JOKYMEHTBI BHYTPH JI€lTa;

- obecrieynBaTh COXPAHHOCTD U 3alTUTY TOKYMEHTOB OpraHH3alliH;

- IPUMEHATH HHPOPMAITHOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHHU IIPH paboTe ¢ TOKyMEHTaMH.
3HaTh:

- HOPMAaTHWBHBIE IIPABOBLIE AKTHI, HOPMATUBHO-METOANYECKHE JTOKYMEHTHI, FOCYJapCTBEHHBIE
CTaHJapThl, OIIPEAEILIIOIHUE NOPATOK JOKYMEHTAIMOHHOTO 00ECIICUEHNS YIIPABICHHUS;



- BHJbI HOMCHKIIATYP, 06LHHC Tp66OBaHI/I}I K HOMCHKIJIATypE, MCTOOHKa €€ COCTaBJICHUS U

opopMIICHHS;

- [IpaBuJia COIJIaCOBAaHMS HOMEHKJIATYPBI €I C BEIOMCTBEHHBIMH apXHBaMU U BKCHepTHOﬁ

KOMUCCHEH;

- IIpaBHJIa XPaHEHHs JIEJI, B TOM YHCIIe C JOKyMEHTaMU OTPaHHYEHHOTO JOCTYIIA;
- IpaBWJIa BBIJAYM U MCIIONB30BAHUSI JIOKYMEHTOB U3 C(OPMHPOBAHHBIX J(E]].

2. CTpykTypa U cofepKaHue THCHHIIHHBI
2.1. O6beM IMCUMIIMHBI H BHABI Y4e0HOH padoThI

Buja yuebHoii padoThI

0O0neM 9acoB

O6bem 00pa3oBaTe/IbHOM NMPOrPaMMBbI THCLMIITHHBI 20
B TOM YHCJIE:
TEOPETUYECKOE 0OyUeHIE 6
[IPaKTUYECKUE 3aHATUS 12
camoCTosITeNbHas paboTa 2
[IpomesxyToynast arrectanus B Gopme 3auer
2.2. TemaTuyeckuii MJIaH U CONEPIKAHNIE TUCIHMILTAHBI
O6be | OcBauBaemble
HaumenoBanue Conepxanne yueOHOro MaTepuasa, jadopaTopHbie 0
pa3aesioB H TeEM NpaKkTHYecKHe paboThl, caMOCTOosITe/IbHAs paboTa = REERSRES S,
4acoB | KOMIETEHIHH
1 2 3 4
Tema 1 Copep:xanne yueOHOro MaTepHAaJIa: 2 OK 1-0K3,.
Cuctematnzaum | OpraHu3alus — SKCIEPTH3bl  LEHHOCTH  AOKyMeHTOB.  OOiume OK 5,6, 8.
s IOKYMEHTOB ¥ | TpeOOBaHHA K CHCTEMaTH3alliM NOKyMeHTOB, HoMeHknaTypa ne. [IK 2, TIK 4.
dopmuposanue | CocraBineHue 3aronoBkos aes. OCHOBHBIE TpaBuia HOPMHUPOBAHHS
ner. JelI.
IIpakTHYecKHe 3aHATHS 6
1. 3anonHeHHEe HOMEHKJIATYPHBI AeT
2. IlpoBeneHue 3KCNepTH3bI IEHHOCTH JOKYMEHTOB
Tema 2. Copepxanue y4eOHOr0 MaTepHaJia: 4 OK 1-0K3..
OrnepatuBHOe OnepaTHBHOE XpaHEHHE JOKYMEHTOB U jief. [Ioarotoska aen K 0K 5,6, 8.
XpaHeHHe apxuBHOMY  XpaHeHuio. CocTaBieHHEe  BHYTPEHHEH  ONUCH IIK 2, TIK 4.
JOKYMEHTOB M | JIOKYMEHTOB M 3aBepuTesbHOM Haamucu. CocTaBleHHe W
Jen oopmnenne ommcedt npen. Ilepemaua nenm B apxuB. [IpoGnemsr
TEKYILEro XpaHeHHs JIOKYMEHTOB.
IIpakTHyecKHe 3aHATHS 6
1. CocraBneHne BHyTPEHHEH OMHMCH JOKYMEHTOB
2. TToaroroska e K apXUBHOMY XPaHEHHIO
CamoctositensH | 1. BeironHeHue TeCTOBBIX 33 JaHUH 2 OK1-0K3,.
as pabota | 2.IlogrotoBka k 3a4eTy OK 5,6, 8.
obyyatromuxcs TIK 2, TTIK 4.
[TpomexxyTrouHa | 3auer OK 1-0K3,.
s aTTecTalus OK 5,6, 8.
K 2, ITK 4.
Bcero 20




3.YenoBus peann3anuy AHCHHILIHHDI
3.1. TpeboBanusi kK MaTepHAJbHO-TEXHHYECKOMY 00ecredeHHI0

HaumenoBanue
000pyIOBaHHBIX yueOHBIX

Ne ” ITepeueHs MaTepHaIbHOTO OCHAIEHHS, 000PYIOBAHMS M TEXHHUYECKUX
n/m L cpencTB o0y4YeHus
NPaKTHYECKUX 3aHATHH,
nabopaTopuii, MACTEPCKUX
1. | Kabuner Mamepuanvroe ocnawenue, KoOMmublOmEpHOe U  UHHIEPAKMUBHOE
npogeccHoHATBHBIX obopyoosanue.
JHCIHAILIHH Kommerotep - 1

Croa npenoaasaress — | mr.

Cryn npenofasaTens — 1 1T,

Cronel y4eHHYeCKHe - 12 1mT.

Crynbs -24 wr.

Hocka ais o6bsBiIeH i - 1 1T,

JHocka mMenoBas -1 .

PaGoyee MecTo mpenopaBaress CHabXKEHO BBIXOJOM B KOPIIOPATUBHYIO
ceth ¥ MIHTepHeT, MMeeTcsl KOHTeHTHAs (QUIbTPaLHs.

2 bubanorexa, YHTAIbHBIA Mamepuanvroe ochaujenue, KOMNbIOMEPHOe U UHMEPAKMUBHOE
3aJ ¢ Boixofom B UnTepHuer | ofopydosanue:

ABTOMaTH3UpOBaHHOE pabouee MecTo OubmHoTeKaps - 1 mrT.
ABTOMaTH3UPOBaHHOE pabouee MECTO yUTaTENIEH - 1 mmIT.
ABTOMaTH3UpOBaHHOE paboyee MecTo st aur ¢ OB3 - 1 mr.
[MpunTep-1 mr.

Ckanep -1 mr.

Cremmaxu s KHUT -12

Kadempa — 1

BricraBounslii cremiax- 1

[Tocamounble MecTa (CTONBI M CTyJIbsl I CAaMOCTOSITENLHOM
paboTsl) — 16

ABTOMaTH3UpOBaHHEIE paboune MecTa 00eCIedeHbl AOCTYIIOM B
3JIEKTPOHHYIO UHGOPMAITMOHHO-00pa30BaTEIbHYIO cpeny,
BEIXOJIOM B  HH()OPMAIMOHHO-KOMMYHHUKAIIUOHHYIO  CETh
«MHTEepHET Y, 06ECIIeYeHbl KOHTEHTHOH (ubsTpanyen.

3.2. UndopmanuonHoe obecnedeHne 00ydeHust
IMepeyeHb OCHOBHOM H IOMOJHHUTEILHOH Y4eOHOH JUTEPATYPhbI, HEO0X0XMMOM /I 0CBOEHHS
AUCIHMILIHHBI
OcHoBHasLTHTEpPaTYypa:

1. Kysueyos, H.H JloxyMmeHTaIlHOHHOE oOecriedeHue ympapieHus. J[OKyMeHTOOOOpOT U
JIEJIONPOU3BOJICTBO: YUeOHWK ¥ IPAKTHKYM IS CPEOHEro IpoecCHOHATBHOrO 00pa3oBaHMs/
W.H.Ky3uenos. - 4-¢ u3z., nepepab. u mon. - Mocksa: M3nmarenscto HOpaiit, 2024. — 545¢. -
(TIpodeccronansHoe obpazoBanue). - ISBN 978-5-534-16004-8. - TexcT: 51IeKTpOHHBIA //
O6pazoBarensHas mwiardopma FOpaiir [caiit]. — URLhttps:/www.urait.ru/beode/537146.
JonotHUTEeNbHAS JTUTEPATypa:

1. Kopnees, M K.JIokyMeHTallMOHHOE OOECIICUCHHUE YTIPABICHUS: y4eOHMK M IPaKTHKYM
Iuist cpenuero mpodeccuonansHoro obopazosanus/ V. K.Koprees, A.B.Ilmenko, B.A.Mamypues. -
3-e u3n., mepepad. u pom. - Mocksa: M3marenscto IOpaiit, 2024. — 438c. - (IIpodeccuonansHoe
obpasoBanue). - ISBN 978-5-534-16002-4. - Tekcr : anekTponHbIi // Obpa3zoBarenbHas maThopma
IOpaiit [caiit]. — URL:https://www.urait.ru/beode/539262.

2. /loponuna, JI.A.JlokyMeHTaIMOHHOE OOECIIEUEeHHE YIPABNCHHS: YIEOHHK U MPAKTUKYM
Juist cpenuero mpodeccuonansHoro obpazopanus/ JI.A.Jloponuna, B.C.Mputukosa. - 2-e u3n.,

6




nepepab. u jgom. - MockBa: MspmarensctBo IOpaiit, 2024. — 270 c. -(IIpodeccronansroe
obpasosanue). — ISBN978-5-534-16017-8. - Tekct: anexrponusi // O6pazoBarensHas miathopma
FOpaiiT [caiit]. — URL:https://www.uiait.ru/beode/539338.




4. KOHTPOJIb M OLIEHKA Pe3yJIbTATOB OCBOEHHSI M CUUTLIHHBI

KonTpons ¥ omeHKa pe3yabTaToB OCBOSHUs y4eOHOM MHUCHUIUIMHBI OCYLIECTBIIETCS
IpenojaBarelieM B IpoLlecce IPOBENEHUS MPAKTUYECKUX 3aHATUN, a TaKXKe BBIIOIHEHUS
00yYarOIMMHUCS MHIUBUIYATBHBIX 3a0aHuUM.

Pesyabrarel 00yuenus Kputepun onenkn ®opmMbI 1
MeTObI OIleHKH
Nmers npakTHYeCKHUA ONBIT: «OTIUIHO» - Teopetuueckoe | [Iposepka
- paspaboTka HOMEHKIIATyphl  [JI€JI | COZIep KaHue Kypca OCBOCHO | BBITIOJTHEHHBIX
OpraHu3aluH; IIOJTHOCTBIO, 0e3 MpoOesioB, yMEHUs 33113“17‘
“ IIpOBEpKa HPABHILHOCTH | C(HOPMUPOBAHEI, Bce | Y CTHBIA U

odopmIIeHHST JOKYMEHTOB W OTMETKH
00 MX HUCIONHEHWH Iepel  HX
dbopmMupoBaHHEeM B OENO UL
TIOCTIETYFOIEr0 XPaHEeHNUS;
- (hopMynHpOBaHWE 3arOJIOBKOB e U
OIIpeieNieH e CPOKOB HX XPaHEHHUS,
- hopmupoBanue ne;
- KOHTPOITh MIPaBUIIEHOTO %}
CBOCBPEMEHHOTO  paCIpeNielieHusT H
IIOJIIIMBKY JTOKYMEHTOB B JIeNa.
YmeTn:

- OpraHM30BBIBaTH padOTy MO YYETY,

XPaHEHHUIO u nepenaye B
COOTBETCTBYIOIIHE CTPYKTYpHBIE
NIOJpa3eNCHNs JOKYMEHTOB TEKYIIEro
JIeIIONIPOU3BO/ICTBA;

- OCYILIECTBISITH  METOAMYECKOE
PYKOBOJZICTBO JIEJIONIPOU3BOJICTBOM B
OpraHu3aluy, KOHTPOIIHPOBATh
NpaBUIbHOE (OPMUPOBAHUE, XPAHEHUE
U cady JIeJl B apXUB;

- pa3pabaThiBaTh HOMEHKIATYpY el
CTPYKTYPHOTO TIOIpa3ICIICHUS;

- HCIIONB30BAaTh HOMEHKIATYpY [eln
pu U3Y4YEHUHN CTPYKTYpBI
OpraHM3allly, COCTABJIICHUU OIHCEH
nen;

-  Opranu3oBbIBaTh  paboTy 1O
(GOpMUPOBAHHIO JIe]I B COOTBETCTBHUHU C
YTBEP)KIACHHONM HOMEHKIATYypOH Jen
OpraHu3aIluy;

- ¢opMHpOBATH TOKYMEHTHI B Jema C
YYETOM UX CIenu(UK;

- CHCTEMaTH3UpOBATH JIOKYMEHTEI
BHYTpH JieNa;

- obecneuuMBaTh COXPaHHOCTH W
3aIIUTy JOKYMEHTOB OpraHH3alliH;

- TpUMEHSTh  HUH)OPMAUHOHHO-
KOMMYHHKALUOHHBIE TEXHOJIOTHH TIPH
paboTe ¢ TOKyMEHTaMH.
3HaTh:

IIPEAYCMOTPEHHBIE  IIPOrpaMMoit
yueOHBIE 3afaHUs  BBINOJHEHBI,
Ka4eCTBO WX BBIOJIHEHHS OLIEHEHO
BBICOKO.

«Xopormo - TEOPETHYECKOE
COZIepIKAHHE Kypca OCBOEHO
IIOJIHOCTEIO, 0e3 Ipo0Oenos,
HEKOTOpPbIE YMEHUS CHOPMUPOBAHBI
HEJIOCTATOYHO, BCE

IpeAyCMOTPEHHbIE  MPOTrpaMMOit
yaeOHBIC  3aJaHUs  BBIIOTHEHBI,
HEKOTOpBIE BUIBI 3aIaHui
BBIITOJIHEHBI C OLTHOKAMH.

«Y TOBJIETBOPHUTEILHO» -
TCOPETHYECKOE COJEpIKaHHE Kypca
OCBOEHO YaCTHYHO, HO IPOOEIbI HE
HOCST CYIIECTBEHHOI'O XapakTepa,
HeoOXomuMBble yMEHUs paboThl ¢
OCBOEHHBIM MaTepHaIoM B
OCHOBHOM chOpMHUpPOBaHHI,
OONBIIUHCTBO  IPEIYCMOTPEHHBIX
nporpaMmMoit  oOydeHust y4eOHBIX
3aJJaHAi BBITOJIHEHO, HEKOTOPhIC U3
BBITIOJIHEHHBIX 3a/laHWil COAepKaT
OLIHOKH.

«HeynoBIeTBOpUTETHHO» -
TEOPETHYECKOE COJIEpIKaHue Kypca
HE OCBOCHO, HEOOXOIUMBIE YMEHUS
He C(QOPMUPOBAHEI, BEIITOIHEHHBIE
yueOHBIE  3amaHdUsd  COAEpIKar
rpy6sie omuoKy.

MHMCBhMEHHBIN OIpoC
3auer




- HOPMAaTHUBHBIE TIPaBOBBIE  AKTHI,
HOPMATHBHO-METOJHUYCCKHE

JIOKYMEHTBI, roCyapCTBEHHBIE
CTaHIApTHI, OTPENETSIONIME IMOPSI0K
JOKYMEHTAIlHOHHOTO obecriedeHust
yIIpaBICHHS,

- BUABl  HOMEHKJATyp,  oOmiue
TpeOoBaHUS K HOMEHKJIaType,
METO/IMKa €€  COCTaBJNeHHS U
o opMITEeHHS;

- IpaBuia COTJIaCOBaHHUS
HOMEHKJIATYPbI Zien c
BEJIOMCTBEHHBIMH apXuBaMu u

SKCIEPTHOU KOMUCCHEH;

- IIpaBUJIa XPaHEHHUs JIEJl, B TOM YHCIIe
o JIOKYMEHTaMHU OTPaHUYEHHOI'0
JOCTyIIa;

- IpaBHJIa BBIIAYU M HCIIOJIB30BAHUS
JIOKYMEHTOB U3 C(QOPMUPOBAHHBIX JEII.




