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1. OBIIIASI XAPAKTEPUCTUKA AJJAITUPOBAHHON PABOYEM
IMPOI'PAMMBI YYEBHOM TIPAKTUKHA

1.1. Obs1acTh NPUMEHEHHUS AJANTHPOBAHHON NPOrPaMMbl

AnanTupoBaHHas MporpamMma ydyeOHOW TMPaKTUKUA  SBISIETCA  YaCTbIO
MIpOrpamMMBbI MPOGECCHOHATHHOM MOATOTOBKHU IO TIpodeccrsiM pabounXx, JOHKHOCTIM
CIyXallMX MO JAOMKHOCTH ciyxamero 20190 ApxuBapuyc B 4YacTh OCBOCHHS
KBaTH(UKAIKA: APXUBapUYC.

Pa3paboTaHa B COOTBETCTBUU ¢ OCOOBIMH 00Opa30BATEIBHBIMU TIOTPEOHOCTIMHU
WHBAJIWJOB U JIUI[ C OTPAHUYEHHBIMU BO3MOXKHOCTSIMU 370pOBbs (nanee — OB3) ¢
Y4€TOM OCOOCHHOCTEH WX TMCUXO(PU3UUECKOTO PAa3BUTHS W WHAWUBUIYATbHBIX
BO3MO>KHOCTEM.

Opranuzaiusi 00pa3oBaTENBHOTO TIpollecca JJIS WHBAIUAOB W JIMI[ C
OTpaHUYCHHBIMU BO3MOKHOCTSIMU 3/I0POBBS (C HAPYIIEHUEM HUHTEIUIEKTA) CTPOUTCS
C y4Y4eToM TICUXOJIOTMUYECKMX W HHAMBUAYaJIbHBI OCOOCHHOCTEM  KaXJI0ro
oOyuarorierocsi. PaGoune mnporpamMmbl y4eOHBIX JTUCHUIUIMH W MPAKTUYECKOU
MOJATOTOBKY aJIalITUPOBAHBI NIl OOY4YEHUs JAHHOM KaTeropuu OO0ydaroImuxcs Ha
OCHOBE IIPUMEHEHHS COBPEMEHHBIX IE€JarOrMYeCKUX TEXHOJOTUU: JUYHOCTHO-
opueHTUpoBaHHOTro oOpazoBanus, MKT, snemeHTOB mpobiemMHOro 0O0yudeHwHs, Ha
MPUHLIKNAX UHAUBUIYAIU3aUN U 1uddepeHIanuu.

OOyuaronuecs ¢ HapyIIEHUEM MHTEUIEKTa - 3TO JIMIA, UMEIOIEeE HEeJIOCTATKU
B IICUXOJOTMYECKOM  Pa3BUTUH,  IOJATBEPKIACHHBIE  ICHXOJOTO-MEIHUKO-
MeJarOTMYeCKON KOMHUCCHEH U TPENATCTBYIONIUE TOJYYEHUIO 00pa3oBaHus 0e3
CO3[IaHUSI CIIEUAIIBHBIX YCIIOBUM.

Bce oOyuaromuecs ¢ HapylleHUEM HHTEJUIEKTA HUCIHBITHIBAIOT BBIPAYKEHHBIC
3aTpyAHEHHS B YCBOCHUH YYE€OHBIX MPOTPAMM B CBSI3H C:

1. ICUXOJIOTUYECKUMHU OCOOCHHOCTSIMHU:

- HEJIOpPa3BUTHUE II03HABATEIbHBIX WUHTEPECOB M CHUIKCHUE I103HABATEIBbHOU
AKTUBHOCTH,

- HEJIOPA3BUTOE CIIOBECHO-JIOTHYECKOE U a0CTPAKTHOE MBIIIJIICHHE,

- CHW)KEHHAs aKTUBHOCTH MBICITUTEIIBHOMN AEATEIIBHOCTH,

- 3aMEeJIJICHHAsi CKOPOCTh MpremMa nH(popmaiuu,

- KPaTKOBPEMEHHAS MaMSTh,

- HEYyCTOMYMBOE BHUMAHMUE,

- HEJIOpa3BUTHE PEUYEBOM AECATEIBHOCTH, BCIEICTBHUE 3TOrO 3aTPYyAHEHHS B
BOCIIPOU3BEJCHUM CIOBECHOTO MaTepHUaa.

2. INYHOCTHBIMU OCOOCHHOCTSIMU:

- Hepa3BUTAasl IMOIMOHATILHO-BOJIEBas cepa,

- 3aHW)KCHHAsl CaMOOILIEHKA,

- HEJOCTaTOYHBIA CAMOKOHTPOJIb,

- c11aboCTh COOCTBEHHBIX HAMEPEHUM, OOJIbIIIAs BHYIIAEMOCTbD,

- OTCYTCTBHE MHUIIMATUBBI U CAMOCTOSITEIIbHOCTH,

- BCIIBUIBYMBOCTD U arpECCUBHOCTb,
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- CONPOTHUBIJICHHE HOBOMY U HEU3BECTHOMY,

- yacTasi CM€Ha HaCTPOCHHSI.

3. IOBeIEHYECKUMHU OCOOCHHOCTSIMH:

- BBICOKAs! KOH(JIUKTHOCT,

- HeaJICKBaTHBIC MTOBEICHYECKUE PEAKIIHH,

- cmabasi MOTHBUPOBAHHOCTh K MEKIIMYHOCTHBIM KOHTAKTaM 00YCIIaBIUBACTCS
HE3PEJIOCThI0  COIMAIBHBIX MOTHBOB W HEPA3BUTOCTHIO HABBIKOB  OOIIEHUS
00yyaroImmxcs.

1.2. leab yueOHOM NPAKTUKH
®opMHpOBaHUE Yy 00YHAIOIIUXCS NEPBUYHBIX IPAKTUUECKUX YMEHHM .
1.3. TpeGoBanus K pe3yabTaTaM y4eOHOM NPAKTUKH
C uenbro OBNAJEHUS yKa3aHHBIM BUAOM MPO(EeCcCHOHATBHON NEATEIbHOCTH U
COOTBETCTBYIOIIUMHU NPO(HECCUOHATBHBIMA KOMIIETEHIUSMU OOYyYaroUuiicss B X0je

OCBOCHMU HpO(bGCCI/IOHaJIBHOI‘O MOIYJIA JOJIKCH!

HMETb HpaKTH‘leCKHﬁ OIBIT.

Kon HaumeHnoBaHue pe3ysbTaTa 00yueHHst

HO 1 | OcymecTBiieHUs: pabOT MO BEJICHUIO ApXUBHOTO JIeJIa Ha MIPEIIPUSTHH

1.4. ®opmbI KOHTPOJIA
HubdepeHnmpoBaHHbIil 3a4eT.
1.5. Kosin4yecTBO 4acoB HA 0CBOEHHE MPOTrPaMMbl Y4e0OHOM MPAKTHKH.

Bcero 1200 gacos

2. CTPYKTYPA U COJAEP)KAHUE YUEBHOM NPAKTUKHA
2.1. Pe3yabTaThl 0CBOCHHS NPOrPaAMMBbI Y4eOHOM NPAKTHKH
Pe3synbrarom ocBoeHUs NPOQECCHOHATBHOTO MOAYJNS SIBISIETCS OBJAJE€HUE

oOy4JaronuMucs BUIOM TMPodecCHOHANBHONU aesTenbHOCTH JloKyMeHTaluoOHHOe
o0ecrnieyeHne esiTeJIbHOCTH OPraHU3alMU, B TOM YHCIE MPOGeCcCHOHATHHBIMU

(TIK):
Kon HaunmeHoBaHMe pe3yJbTaTa 00y4eHust
IIK 1.1. | O0ecneunBaTh COXpaHHOCTh JOKYMEHTOB, 3aKOHUEHHBIX
JEJI0NPOU3BOACTBOM.
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IIK 1.2. | YuacTBOBaTh B pa3pab0OTKe HOMEHKJIATYPHI JI€], IPOBEPATH PABUIBHOCTD
(opMuUpOBaHUs A€l IPU IPUEME UX B ApXMUB.

I1K 1.3. | BeimonssTe paboThl IO cHCTEMATU3aLUMHU, Pa3MELIEHHUIO U YUETY JIe.

IIK 1.4. |ToTOBUTH CBOJHBIE ONUCHU JI€N1 TOCTOSSHHOTO M BPEMEHHOTO CpOKa
XPAHEHUSL.

[1K 1.5. | OGopmIsITh aKThI O BBIICTCHUH [T K YHUYTOKCHHUIO.
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2.2. Conep:xkanue y4eOHOW NPAKTUKHU

Ne O6Bvem
[TepedyeHb BBIOIHIAEMBIX pabOT ®opmupyemsie [1IK YpoBeHb 0CBOEHUS
n/n 4acoB

1 2 3 4 S)
Paszneu 1. TexnoJsiorus BeaeHus 720
J€eJI0TPOU3BOACTBA.

1 | - cocraBieHue u opopmieHUE CITYKEOHBIX IIK 1.1.06ecnieunBaTh COXpaHHOCTh 80 2
MIUCEM C HCIIOJIb30BAaHHEM (OPMYIISIPOB B JOKYMEHTOB, 3aKOHYEHHBIX
cootBercTBUH ¢ TpeboBanusmMu ['OCT P 6.30- | menonpou3BoICTBOM.
2003;

2 | - coctaBieHue u opopmiieHHE IIK 1.1.06ecnieunBaTh COXPaHHOCTD 30 2
Tesne)OHOrpaMM C MCIIOJIb30BaHUEM JTOKYMEHTOB, 3aKOHYEHHBIX
(bOopMyIIApOB B COOTBETCTBHUH C TPEOOBAHUSIMH | JEIOIPOU3BOJCTBOM.
I'OCT P 6.30 — 2003;

3 | - coctaBieHue u 0popMIICHHUE JOKIIATHBIX U IIK 1.1.06ecnieunBaTh COXPaHHOCTD 50 2
OOBSICHUTENIBHBIX 3aIMCOK C UCTIOJIB30BAHNEM | JOKYMEHTOB, 3aKOHYEHHBIX
(bOopMyIIApOB B COOTBETCTBHH C TPEOOBAHUSIMH | JEIOIPOU3BOJCTBOM.
I'OCT P 6.30 — 2003;

4 | - cocraBieHue u opopmiieHue rnporokoioB ¢ | [IK 1.1.06ecnieunBath COXpaHHOCTh 60 2
MCTOJIB30BaHUEM (POPMYIISIPOB B JOKYMEHTOB, 3aKOHYEHHBIX
cootBercTBUM ¢ TpeboBaHusiMu 'OCT P 6.30 | nenonpou3BoACTBOM.
—2003;

5 | - cocTaBieHue U 0POpPMIIEHUE CITYKEOHBIX IIK 1.1.06ecnieunBaTh COXpaHHOCTH 80 2
CIPaBOK U CIIY>KEOHBIX aKTOB C JOKYMEHTOB, 3aKOHYEHHBIX
MCTIOJIb30BaHNEM (POPMYIISIPOB B JIeTTOTIPON3BOICTBOM.
coorBercTBUM ¢ TpeboBanusMu ['OCT P 6.30
—2003;

6 | - cocraBieHue U 0popMIICHHE TPUKA30B C 1K 1.1.06ecneunBaTh COXpaHHOCTb 80 2
UCTIOJIh30BaHUEM (POPMYIIIPOB B TOKYMEHTOB, 3aKOHYEHHBIX
coorBercTBUH ¢ TpeboBanusiMu 'OCT P 6.30 | nenonpou3BoACTBOM.
—2003;

7 | - npuém xoppecnonaenimu B coorserctBuu ¢ | [IK 1.1.06ecnieunBath COXpaHHOCTh 50 2
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tpedoBanusimu ['OCT P 15489-1-2007
«Ynpasinenue jokyMeHTamu. OOuiue
TpeOOBaHUY;

- IepBOHAYAIBHAS 00pa0dOTKa TOKYMEHTOB:
MIPOBEPKA MPABUIBLHOCTH JOCTABKHU H
LIEJIOCTHOCTH BIIOXKEHUH, (pukcanus paxra
MOCTYIUICHUS IOKYMEHTA B YUPEKICHHUE,
MOJITOTOBKA KOPPECIIOHICHIINH K Iepeaye 1mo
HA3HAYCHUIO B COOTBETCTBUU C TPEOOBAHUSIMU
I'OCT P 6.30 — 2003, pemienue Bompoca o
nepeajipecanuy JOKyMEHTa, COTJIACHO €To
COJICpIKAHUS;

JOKYMCEHTOB, 3aKOHYCHHBIX
ACJIOMPOU3BOACTBOM.

8 - perucrtpanus, UHAEKCaIus JOKyMEHTa, I1K 1.3. BeimonHATh paboThI 11O 20
COTJIACHO YCTaHOBJICHHBIM TPEOOBAHMIM CHCTEMaTH3allu1, Pa3MEIIECHUIO U YUETY JIe.

I'OCT P 51141 — 98 «/lenonpou3BoACTBO U
apXHMBHOE JIEJI0Y», 3aII0JTHEHUE B COOTBETCTBHU
¢ TpeboBanusaMu BeneHus JKypHana yuéra
BXO/ISIIIIEH KOPPECTIOHICHIINH.
- perucTpanus MoJMMUCaHHOrO JOKYMEHTa B
XKypnane ucxomsmux JOKYMEHTOB, B
COOTBETCTBHH C TPEOOBaAHUSIMH;

9 | -onpexneneHne NPaBUWIHBHOCTH O(POPMIICHHS [IK 1.3. BeinoaHsaTe paboTsl 110 20
JOKYMEHTa B COOTBETCTBHHM C TPEOOBaHUSMU | CUCTEMAaTH3alMH, Pa3MELICHUIO U YUETy Jell.

I'OCT P 6.30 -2003:

10 | - odopmiteHune epeaun JOKYMEHTa Ha 1K 1.3. BeimonHATh paboTh! IO 50
ucnonHenue B XKypHaine yuéra nocTynaromei | cucTeMaTH3allH, Pa3MELICHUIO U YUeTy Jedl.
KOPPECTIOHICHINH,

11 | - odopmiieHue nepesaun BHyTPEHHUX I1K 1.3. BeinmonHATh paboThl IO 50
JTOKYMEHTOB Ha HcroHeHne B XKypHanax CHCTEMaTH3aIlNH1, Pa3MEIICHUIO U YUETY JIeI.
pEerucTpanyy B COOTBETCTBUU C
TpeOOBAHUSIMU.

12 | - 3amonHEeHHE B COOTBETCTBUU C [1K 1.3. BeImoaHsaTh paboThI 110 10

TpeOOBaHUSIMU PETUCTPALIMOHHO-

CUCTCMATHU3alluN, pa3MCIICHUIO 1 YUCTY OCII.
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KOHTPOJIbHBIX KApPTOYCK;

13 | - m3roroBnenue kaproreku (0anka nanueix), ¢ | [IK 1.3. BeimonHsaTs paboThl 1Mo 50
yu€TOM TpeOOBaHUI HOPMATUBHBIX cUCTEeMaTHU3allu1, Pa3MEILEHUIO U YUeTy /€.
JOKYMEHTOB, 00€CTICUMBAIOIINX 3aIUTY
NePCOHAIbHBIX JAHHBIX U HHPOPMALIUU.
- IOCTAHOBKA JOKYMEHTa Ha KOHTPOJIb
(mpocTaBiieHHE OTMETKU O KOHTPOJIE), CHATHE
C KOHTPOJIs (0OTMETKa 00 UCTIOTHEHHH ) B
cootBeTcTBUH ¢ TpeboBanusmu ['OCT P
51141-98.
14 | - popmupoBaHue 1 OPOLIIOPOBKA AeTa IIK 1.2. YuactBoBaTh B pa3paboTke 90
cornacHo tpeboBanusm ['OCT P 6.30-2003. HOMEHKJIATYpBbI J€JI, IPOBEPSITh
MPaBUIBLHOCTH (POPMUPOBAHUS JIeTT TIPU
IpUeMe UX B apXHUB.
Pazaen 2. Opranu3auusi apXuBHOIo 480
XpaHeHHs1 JOKYMEHTOB
15 | - [Ipumenenue UKT B pabGote B IIK 1.2. YuacTtBOBath B pazpaboTke 10
po¢ecCUOHATLHOMN 1eATEIbHOCTH. HOMEHKJIATypBbI JeJ1, IPOBEPSIThH
MPaBUIBLHOCTH (POPMUPOBAHHS JIETT TIPU
pUeMe UX B apXUB.
16 | - popmupoBaHUE €] TOCTOSIHHOTO CPOKa IIK 1.2. YuacTtBOBath B pazpaboTke 40
XpaHEeHHUs; HOMEHKJIATYpBbI JeJ1, IPOBEPSIThH
MPaBUILHOCTH (POPMUPOBAHHS JIETT TIPU
pUeMe UX B apXUB.
17 | - dopmupoBanue nuuHbIX fein 1id xpadenus; | IIK 1.2. YyactBoBatk B pa3zpaboTke 40
HOMEHKJIATYphI JeJ1, IPOBEPSThH
MPaBUILHOCTH (POPMUPOBAHHS JIeIT TIPU
pUeMe UX B apXUB.
18 | - cocraBneHHE KPaTKOTO TEPEUHs IIK 1.2. YuacTtBOBath B pazpaboTke 10

(perucTpaliOHHBII HOMED U JaTa
perucrpanmu) J0KyMEHTOB, BKIIFOUEHHBIX B
TEI10;

HOMEHKJIATYpBI J€JI, IPOBEPSTH
MPaBMWJIBHOCTh (POPMUPOBAHUS A€ IPU
IIpUEMe UX B apXUB.
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19

- ohopmiteHHE OOIOKKH J1ea;

IIK 1.2. YuacTBOBaTh B pa3paboTKe
HOMEHKJIATYPBbI J€JI, TPOBEPSITH
MIPaBIWJIBHOCTH (JOPMUPOBAHUS A€ IPU
MpUeMe UX B apXUB.

20

20

- MHJAEKCcalns AT,

IIK 1.2. YuacTBOBaTh B pa3paboTKe
HOMEHKJIATYPBI J€J1, IPOBEPSITH
MPaBIWJIBHOCTH (POPMUPOBAHUS A€ IPU
MpUEMe UX B apXUB.

10

21

- bopmupoBanue nena;

IIK 1.2. YuacTtBOBath B pazpaboTke
HOMEHKJIATYPBI JIE], TIPOBEPATH
MPaBUIHLHOCTH (POPMUPOBAHUS JIeTT TIPU
MPUEME UX B apXUB.

70

22

- IOAIIMBKA WM NCPEINICT ACia,

IIK 1.2. YuacTtBOBath B pazpaboTke
HOMEHKJIATYPHI JeJ1, IIPOBEPSThH
MPAaBUIBLHOCTH (POPMUPOBAHHS JeTT TIPU
MpHeMe UX B apXUB.

50

23

- HyMepalus JIMCTOB B JIEI€;

IIK 1.2. YuacTBOBaTh B pa3paboTKe
HOMEHKJIATYPHI JIeJ1, IIPOBEPSThH
MIPaBWJIBHOCTH (POPMUPOBAHUS A€ IIPU
MIpHeMe UX B apXHB.

10

24

- COCTaBJICHUC JINCTA-3aBCPUTCIIA,

IIK 1.2. YuacTBOBaTh B pa3paboTKe
HOMEHKJIATYPHI JIeJ1, IPOBEPSATH
MIPaBWJIBHOCTh (POPMUPOBAHUS A€ IIPU
TpHeMe UX B apXUB.

20

25

- NOJIIMBKA JOKYMEHTOB C YYETOM
BO3MOKHOCTH UTEHUS TEKCTa BCEX
JIOKYMEHTOB, J1aT, BU3 U PE30JIIOLINI HA HUX;

IIK 1.2. YuacTBOBaTh B pa3paboTKe
HOMEHKJIATYPHI JIeJ1, IPOBEPSATH
MIPaBWJIBHOCTh (POPMUPOBAHUS A€ IIPU
MpHeMe UX B apXUB.

60

26

- COCTaBJICHUE aKTa IpUeMa-repesadn aei B
apXxuB

IIK 1.2. YuacTBOBaTh B pa3paboTKe
HOMEHKJIATYPHI JIeJ, IPOBEPSATH
MPaBMWJIBHOCTh (POPMUPOBAHUS A€ IPU
TIpreMe UX B apXUB.

10

27

- COCTaBJICHHUEC apXPIBHOfI OITMCH JCII,

IIK 1.4. I'oTOBUTE CBOJHBIE OIIMCH OEIT

20

10
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IIOCTOSIHHOI'O 1 BPEMECHHOI'O CPOKa XpaHCHMS.

28 | - omucaHue JOKYMEHTHON HH(pOpMAIu Ha IIK 1.4. I'oTOBUTH CBOAHBIE OIIUCH JIET 10
KaTaJIOXKHBIX KAPTOYKaX; MTOCTOSIHHOTO ¥ BPEMEHHOT'O CPOKA XpaHEHUSI.
29 | - UCIIOJIB30BAHUE AIEKTPOHHOTO IIK 1.2. YuacTBOBaTh B pa3paboTKe 20
JOKYMEHTO000pOoTa HOMEHKJIATYPHI JIeJI, IPOBEPSTH
MPaBUIILHOCTH (POPMHUPOBAHUSI JI€TT TIPH
MIpHeMe UX B apXUB.
30 | - cocraBiieHHE OIIUCH JIe] IIOCTOSIHHOTO TIK 1.4. 'oTOBUTH CBOJIHBIE OIIUCH IEJT 20
XpaHEHUS; MMOCTOSIHHOTO M BPEMEHHOT'O CPOKA XPAHCHUSI.
31 | - cocTaBieHUE OMKCH JIe] BPEMEHHOTO IIK 1.4. 'oTOBHUTEL CBOAHBIE OITUCH AT 10
(cbitie 10 neT) xpaHeHus IIOCTOSIHHOTO M BPEMEHHOI'0 CPOKA XPaHEHUSI.
32 | - oTOOp TOKYMEHTOB K YHHUTOKEHHUIO; IIK 1.5. OdopMIIATh aKThI O BBIICICHUH JCIT 10
K YHHYTOXKCHUIO.
33 | - obopmienue akta o BeiaeneHun qJokyMmeHToB | [IK 1.5. OdopMisTh akThl 0 BbIACIECHUU €T 20
K YHHYTOXKCHUIO, K YHHYTOXKCHUIO.
34 | - mopsaok npoBeneHus dkcneptu3sl neHHocTu | I1K 1.5. OdopMitaTh akThl 0 BBIICICHUH JCI 10
JTIOKYMEHTOB. K YHHYTOXKCHUIO.
35 | IuddepeHnmpoBaHHbINA 3a4eT 10
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3. YCJIOBUS PEAJINBALIMU AJAIITUPOBAHHOM TPOT'PAMMBI
YUYEBHOU MPAKTUKH

Peanuzamuss mporpaMMbl  yuyeOHOW TMpakTUKU TpeOyeT Haiauuus KaOuHeTa
«/loxymeHTOBeAeHUS» U « Y 4eOHOM KaHIICTSIPUI.

1. JlabopaTtopus «JloKyMEHTOBEICHUS

OcHamenue:

1) OGopynoBaHue (CTaHKH, TPEHAXEPhI, CUMYJIATOPHI U T.1.): pabOYUe CTOJBI U
CTYyJbsl, KOMIIBIOTEPU3UPOBAHHOE pabodyee MecTO (KOMIBIOTEPHBIM CTOJ, CTYII,
KOMITBIOTEP), HOYTOYK.

2) VHCTpYMEHTBI W TPUCIOCOOJCHHS: KAHIECISIPCKAC NPUHAMICKHOCTH (PYUKH,
KapaHJalii, JTUHEHKH, CKOPOCIIMBATENM, IBIPOKOJ, HUTKA U WrOJKa, CTEMIUIep,
aHTHUCTEIIICp, HyMepaTop, KJIel, CKOTY, HOXKHHMIIBI, Oymara, TarkKkm).

3) CpencrtBa oOydeHHs (MHCTPYKTHBHBIC/TEXHOJOTHYCCKUE KAPThI, TCXHHUCCKHE
cpeacTBa O0ydYeHUs U T.J.): METOJINYCSCKUE PEKOMEH IAIIHH.

2. JIabopatopust «YueOHasi KaHLICTIIPUS

OcHamenue:

1) Ob6opynoBanue (CTaHKH, TPEHAXXEPbl, CUMYJATOPHl U T.JA.): pabouue CTOJIBl U
CTyJdbsl, IWIKad U1 JOKYMEHTOB, KOMIIbIOTEpPU3MPOBAHHOE pabouee MECTO
(KOMIIBIOTEPHBIM  CTOJ, CTYJ, KOMIBIOTEpP), HHTEPAKTUBHAs JOCKAa, IPOEKTOP,
HOYTOYK, MPHUHTEP, CKaHEp, OpOIIOpoBaibHAs MalllMHA, KOMHWPOBAJIBHBIM ammapar,
Hipezep, JJaMuHaTop, TenedoH, hakc, MakeT pabodero Mecra JAeJI0NPOU3BOIUTEIS.
2) WHCTpyMEHTBI W TPHUCIIOCOONEHUS: KaHIEISIPCKUE TMPUHAICKHOCTH (PYUKH,
KapaHJalv, JIMHEWKH, CKOPOCUIMBATEIM, IBIPOKOJ, HUTKA W WrOJIKa, CTEMIUIEP,
aHTUCTENIUIep, HyMepaTop, KJel, CKOTY, HOKHUIIBI, OyMara, HankH).

3) CpencrBa 00y4yeHHs! (MHCTPYKTHBHBIE/TEXHOJOTUYECKUE KAPThl, TEXHUYECKUE
cpencTBa 00y4YeHUs U T.J.): UHCTPYKTUBHBIE KapThl, METOAUYECKUE PEKOMEHIALINH.
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4. KOHTPOJIb 1 OIIEHKA PE3YJIBTATOB ITPOXOXJIAEHUA

YYEBHOU NPAKTUKH
Pe3yabTaTnl OcHOBHBIE TOKA3aTeJH OLeHKH D®opMbI U METOBI
(ocBOEHHbBIE pe3yJabTara KOHTPOJISl M OLIeHKHU
npogdeccuoHaJIbHbIE
KOMIIETEHIIHH)

IIK 1.1.06ecnieunBaTh - cocTaBjieHHEe U 0popMIICHHE OlLieHKa BBIMOJHEHUS
COXPaHHOCTh CITy’)KeOHBIX ITUCEM C UCIIOJIb30BAHUEM | MPAKTUYCCKUX PabdoT,
JIOKYMEHTOB, (bopMyIIIpOB B COOTBETCTBUH C mud.3auet
3aKOHYEHHBIX tpeboBanusimu ['OCT P 6.30- 2003;
JIeJIONPOU3BOJICTBOM. - cocTaBlieHue U ohopmiieHue

TeneOHOTpaMM C UCIIOJIb30BAHUEM
(bOpMYIISIPOB B COOTBETCTBUU C
tpeboBanusimu ['OCT P 6.30 — 2003;
- cOCTaBJICHUE U OPOPMIICHHE
JOKJIQJTHBIX ¥ OOBSCHUTEIBHBIX
3aITUCOK C MCIIOJIb30BaHHEM
($hopMyIISIPOB B COOTBETCTBUU C
tpedoBanusimu ['OCT P 6.30 — 2003;
- coCTaBJIeHUE U 0POPMIICHHE
MPOTOKOJIOB C UCIIOJIb30BaHUEM
($hopMyIISIpOB B COOTBETCTBUU C
tpedoBanusmu ['OCT P 6.30 — 2003;
- COCTaBJIEHUE U OPOPMIICHHE
CIIy’)K€OHBIX CIPABOK M CITY)KEOHBIX
aKTOB C MCIIOJIb30BaHUEM
(GOpMYIISIPOB B COOTBETCTBUU C
tpeboBanusimu ['OCT P 6.30 — 2003;
- cocTaBlIeHue U 0popMIICHHE
MPUKA30B C HCIOJIB30BAHUEM
(bopMyIISIpOB B COOTBETCTBUU C
tpeboBanusimu ['OCT P 6.30 — 2003,;
- IpUEM KOPPECTIOHICHIIUU B
cootBeTcTBUU ¢ TpeboBanusmu ['OCT
P 15489-1-2007 «YmnpaBienue
nokymeHTamu. O01Ime TpedoBaHus»;
- IepBOHavaNbHasg 00paboTka
JIOKYMEHTOB: TIPOBEPKa MPAaBUIBHOCTH
JIOCTaBKH U LIEJIOCTHOCTHU BIIOXKEHUH,
¢ukcanus haxra MOCTYIIICHUS
JIOKYMEHTa B yUpexXJIeHHE,
MIOJITOTOBKA KOPPECTIOHICHITNH K
nepeaaye 1o Ha3Ha4eHUIO B
cootBeTcTBUU ¢ TpeboBanusmu ['OCT
P 6.30 — 2003, pemenue Bompoca o
nepeasipecaniy JOKyMeHTa, COTJIACHO
ero CoJIepXKaHMus;

IIK 1.2. VyacTBOBaThH B
pa3paboTke
HOMEHKJIATYPHI eI,

IIK 1.2. YuacTBOBaTh B pa3paboTke
HOMEHKJIATYPHI JIe]1, TPOBEPATh
MPABHJIBHOCTH (POPMHUPOBAHUS 1€

O1eHKa BLIIOJTHEHUSA
MPAKTUYECKHUX PadoT,
nud.3ager
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IPOBEPSTH NPABIILHOCTD
(dbopmHpoBaHUs A€ NIPH
npueMe UX B apXUB.

IIpU NIPUEME UX B apXUB.
- [Ipumenenne UKT B pabote B
npodhecCuoHaNBHOM NeSTEIbHOCTH.
- (hopMupoBaHHE A€ MOCTOSHHOTO
CPOKa XpaHEHUS;

- (hopMupOBaHHE JTUYHBIX JEIT IS
XpaHEHUs;

- COCTaBJICHUE KPATKOTO MEPEUHS
(perucTpaliOHHBIN HOMEp U J1aTa
pErUCTpalvn) JOKYMEHTOB,
BKJIFOUEHHBIX B JIEJIO;

- oopMIICHHE OOJIOKKH J1eNa;

- UHJEKCaIus J1e7;

- hopmupoBanue nena;

- IO/IILIMBKA UJTH MEpeIUIeT Jena;

- HyMepauus JINCTOB B JIEIC;

- COCTaBIICHUE JINCTA-3aBEPUTEIIS;

- IOJIIIMBKA TOKYMEHTOB C YU4ETOM
BO3MO>KHOCTH UTEHHS TEKCTa BCEX
JIOKYMEHTOB, JaT, BU3 U PE3OJTFOLINI
Ha HUX;

- COCTaBJICHUE aKTa pHUeMa-Tepeadn
JIeJI B apXUB

IIK 1.3. Breimoaaars
paboThl o
CHCTEMAaTHU3allHH,

pasMCIICHUID U  YUYCTY
JCII.

- perucTpanus, HHACKCcaIus
JIOKYMEHTAa, COTJIaCHO
ycTaHoBJiIeHHbIM TpeboBanusm 'OCT
P 51141 — 98 «Jlenonpous3BoJCTBO U
ApXUBHOE JI€JI0», 3aII0JIHEHUE B
COOTBETCTBUM C TPEOOBAHUAMHU
BeneHus JKypHana yuyéra BXoasuen
KOPPECIIOHICHIINH.

- perucTpanus NoANMCaHHOTO
JnokyMeHTa B JKypHasie uCXOoQsaImx
JIOKyMEHTOB, B COOTBETCTBHH C
TpeOOBaHUSMU;

-OIpeJielIeHHEe TPaBHUIbHOCTH
o(opMieHHs JOKYMEHTA B
cootBeTcTBUU ¢ TpeboBanusMu ['OCT
P 6.30 -2008:

- ohopmIIeHHE TTepeIaun TOKYMEHTa
Ha ucnonHenue B XXypHane yuéra
MOCTYNAKIIEH KOPPECTTOHACHIINH;

- opopmIIeHHE TIepeiaul BHYTPEHHHUX
JIOKYMEHTOB Ha HUCIIOJIHEHHUE B
KypHnanax peructpanuu B
COOTBETCTBUU C TPEOOBAHUSIMHU.

- 3aII0JJHEHUE B COOTBETCTBUU C
TpeOOBaHUSMU PETUCTPALIUOHHO-
KOHTPOJIBHBIX KapTOY€EK;

- U3TOTOBJIEHUE KapTOTEeKH (OaHKa
JTAHHBIX), ¢ Y4ETOM TpeOOBaHUI

O1eHKa BBITTOJTHEHUSA
IIPAKTUYECKHUX PaboT,
mud.3a4eT
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HOPMATHUBHBIX JIOKyMEHTOB,
00eCTeynBaroOIUX 3aLUTy
NIEPCOHAIBHBIX JIAHHBIX U
uHpOpMaLnH.

- TOCTAHOBKA JJOKYMEHTa Ha KOHTPOITb
(mpocTaBiieHHE OTMETKU O KOHTPOJIE),
CHATHE C KOHTPOJIA (OTMETKA 00
UCTIOJIHEHUH ) B COOTBETCTBHUH C
tpeboBanusimu ['OCT P 51141-98.

IIK 1.4. l'oToBUTSH | - cOCTaBIEHNUE APXUBHOM OMMUCH JENT; O11eHKA BBLIIOJIHEHNS
CBOJHBIE  ONHUCH  JIeJ | - OMMCAaHHE JOKYMEHTHOM MPAKTUYECKHUX padoT,
IIOCTOSIHHOTO U | ”HPOPMALIMU HA KaTAIOKHBIX nud.3auer
BPEMEHHOI'O CpOKa | KapTOYKax;

XpaHEeHHUSI.

IIK 1.5. Odopmasats | - oTOOp TOKYMEHTOB K OLieHKa BBIMOJHEHUS
aKThl O BBIJCJICHUH JI€] K | YHUUYTOXKEHUIO; MPAKTUYECKHUX PadoT,
YHUUYTOXKEHHUIO. - oOpMJICHHE aKTa O BBIJCICHUN mud.3auet

JOKYMCHTOB K YHUYTOXCHHIO,
- HOPAOOK IMTPOBEACHUA SKCIICPTHU3bI
HCHHOCTH NOKYMCHTOB.
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