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1. MACIIOPT PABOYEM MPOI'PAMMbI YYEBHON U MPOU3BOJACTBEHHOM IMPAKTUK

1.1 O6aacme npumenenus RPOZPammbl

Pabouast nporpaMma y4eOHON U MPOM3BOCTBEHHOM MTPAKTHK (Jajlee - porpamMma) sBJIsSeTCS YaCThIO OCHOBHOH
npogeccHoHalbHO 00pa30BaTeIbHON POrpaMMbl Pa3pabOTaHHOH Ha OCHOBE yCTAHOBIICHHBIX KBaJIM(PUKALIMOHHBIX TPEOOBAHUH
o npodeccuu 15349 O6paGOTIMK CIPABOYHOTO ¥ MHPOPMAIIMOHHOTO MaTepuana, yTBepxaeHHbIX [locTaHoBIeHHEM MuHnTtpyna
PD or 10.11.1992 Ne 31 (pexn. ot 24.11.2008) «O6 yTBepikaeHHH TapU(PHO-KBATHPUKALMOHHBIX XapaKTEPUCTHK 110
o6LieoTpacieBbiM MpodecchsM pabodrx» B YaCTH OCBOEHHS OCHOBHOT'O BH/1a NPO(HECCHOHATIBHOH AeATEIbHOCTH (BITO):

Y-1.06pabaTbiBaTh BXOASIIME M HCXOMSALIME JOKYMEHTHI, CHCTEMAaTH3UPOBAaTh MX, COCTABIATh HOMEHKIATYypy [eil H
(GbopMHUpOBaTh JOKYMEHTHI B Jie/a

V-2. ITondupath 00BsBIEHUS U peKjiaMy Ul paCKJIEHKH Ha CIIPaBOYHBIX CTEHIaX

V-3. TTog6uparh crpaBOYHbIH MaTepua [isl CPaBOYHO-MH(OPMALIMOHHBIX CITyXk0, COOOLIATh JSKYPHOMY IO Bblla4de CpaBoK
00 W3MEHEHHUsX B CIIPaBOYHbIX MaTepuaax

V-4. TIpuMeHsTh COBpeMEHHbIE METOIMKH KOHCEPBALIMK U PECTaBPaLliK apXHUBHBIX IOKYMEHTOB.

V-5. OcyliecTBisTh XpaHEHHUE U TOUCK JOKYMEHTOB

V-6. INoabupath MHGOPMALIMOHHBIM MaTepHal M3 ra3eT W KypHalIOB MO TEMAaTHKe, 3aJaHHOM 3aKa3uMKaMH, BbIPE3aTh €ro B
COOTBETCTBUHU C Pa3METKON KOHTPOJIBHOIO 3K3eMILIApa, IPOCTAB/IATh Ha 3TOM Marepuale [udp 3akasa, HAUMEHOBAHUE, HOMED,
JIaTy ¥ MECTO BBIITyCKa ra3eThl U KypHaa

V-7. PacchuiaTh aDOHEHTaM MPHUIIIALLIEHUS Ha IIPOCMOTP U MOJIyYeHHe KOPPECIIOHACHIIH

V-8. [IpuHMMaTh U BECTH YYeT IOCTYMNaroIled Mo4YTOBOH KOPPECTIOHICHIHH

V-9. Cobuparh, CHCTEMATH3HPOBaTh M KOJAMPOBaTh MH(MOPMALMOHHBIH MaTepuana 10 HOMEpaM 3aKa30B, KOHBEPTHPOBATH
noao0paHHbIi MaTepuall, B3BeIIUBATE © MAPKUPOBATh KOHBEPThI

V-10. YiakoBbIBaTh KOHBEPThI B MEIIKH, CABATH UX ISl OTIPaBKH, OQOPMIIATH COMPOBOIUTENbHYIO IOKYMEHTALIHIO.

3-1. [ToHHMMAaTh CYLIHOCTh ¥ COLIMATIbHYIO 3HAYUMOCTb CBOeH Oy tyuieit npodeccuu, MposBIsTh

K HEeHW yCTOWYHUBBIN UHTEPEC.

3-2. [TpaBuia moa6opa MHGOPMALMOHHOTO MaTepyaa o COOTBETCTBYIOIIEH TeMaTHKE 1 €ro 0QOPMIICHHS;

3-3. TpeGoBaHHsl K COCTaBICHUIO U O(QOPMIIEHHIO JOKYyMEHTOB

3-4. [TopsiioK npuema 1 y4eTa KOppeCInoHIeHIIMH

3-7. CicTeMy apXHUBHOTO ynpasienus B Poccuiickoit ®enepanuu 1 opranusanuio ApxusHoro ¢ponza Poccuiickor denepanuu
3-8. Cucremy XpaHeHusi 1 00pabOTKH JOKYMEHTOB



1.2. Lleau u 3aaa4m - TpeOOBAHUS K pPe3y/IbTAaTAM OCBOCHHUsI Y4eOHOH H NPOM3BOJACTBEHHOH NPAKTHKH
C uenplo OBIAJEHUs yKa3aHHBIMH BHAAMH NPO(GECCHOHAIBHON AeATeNbHOCTH U COOTBETCTBYIOIIMMM IMPO(ECCHOHATbHBIMH
KOMITETEHLIUSIMU 00Y4YarOIIMiCs B X0JIe OCBOGHHUS yUeOHOM U MPOU3BOJCTBEHHOM MPAKTHKH IOJDKEH:

YMCTE:

v/ 06pabaTbiBaTh BXOALME W HCXOSIINE TOKYMEHTHI, CHCTEMaTH3UPOBaTh UX, COCTABIIATL HOMEHKJIATYPY Je] i (JOPMHUPOBATH
JOKYMEHTHI B JI€JIa;

v’ nonbupars 00bsABICHUS U peKiiaMy JUlsl pacKJIEHKH Ha CIIPaBOYHBIX CTEHAAX

v/ non6upaTh CrIpaBOUHbIM MaTepua s CIPaBOYHO-MH(OPMAIIMOHHBIX CIyK0, cO0OLIATh JeXkKypHOMY I10 Bbla4ye CIpaBoK 00
M3MEHEHHUSIX B CIIPABOYHBIX MarepHaiax

v IPUMEHSTH COBPEMEHHbIE METOJIMKH KOHCEPBAllUM U PECTaBpallii apXUBHBIX JOKYMEHTOB.

v/ OCYILIECTBIIATh XpaHEHHE U MOUCK JJOKYMEHTOB

v noxbupaTh MHGOPMAIMOHHBIA MaTepuana M3 raser M JKypHAJOB IO TeMaTHKe, 3aJaHHOW 3aKa3uMKaMH, BbIpe3aTh ero B
COOTBETCTBUHM C Pa3METKOM KOHTPOJIBHOTO 3K3eMIUIIpa, MPOCTaBIsATh Ha 3TOM MaTepuaie IIM(p 3aKa3a, HaMMEHOBaHHE,
HOMED, J1aTy ¥ MECTO BBIITyCKa ra3eThl U XKypHaja

v/ pacchuiaTh abDOHEHTaM MpUIJIALIeHUs Ha IPOCMOTP U I0JIy4YeHHEe KOPPECIIOHIEHLIUH

v/ IPUHUMATH U BECTH y4eT IOCTyNalollell OUYTOBOM KOPPECTIOHIEHIIUH

v/ coOupaTh, CHCTEMATH3UPOBATh W KOAMPOBaTh MH()OPMALMOHHBIA MaTepuana [0 HOMEpaM 3aKa3oB, KOHBEPTUPOBATbH
Moo0paHHbli MaTepual, B3BELUIMBATh 1 MAPKHPOBATh KOHBEPThI

v/ ynakoBbIBaTh KOHBEPTHI B MEILIKH, CABATh UX U1l OTIIPABKH, OPOPMJISTE CONIPOBOAUTENILHYIO JOKYMEHTALIHIO

3HATh:

v/ IOHMMATH CYIIHOCTh U COLIHAJIbHYIO 3HAUUMOCTh CBOEH Oyayluel npodeccuu, nposBisTh
K Hell yCTOMYMBBINA HHTEpEC.
v/ mpaBuJia noa60pa MHPOPMALIMOHHOTO MaTepuaa o COOTBETCTBYOLIEH TeMaTHKe U ero ohopMIIeHHS;
v TpeGOBaHUs K COCTaBIEHUIO U O(DOPMIIEHHIO IOKYMEHTOB;
v/ OPSAZIOK MpUeMa U ydeTa KOpPeCclOHACHIMH
v’ cHCTeMy apXMBHOTO yrpasienus B Poccuiickoit @eiepanuu v opranusanuo ApxusHoro ¢pounia Poccuiickoii Penepanuu,
v/ cucTeMy XpaHeHuUsi U 00pabOTKH JOKYMEHTOB.

1.3. KoanuecTBO 4YacoB Ha OCBOeHHE IMpPOrpaMMbl MNPAKTHYeCKOH MNOArOTOBKH (Y4eOHOH H MNPOH3BOACTBEHHOMH
npakTHKH): Beero — 360 4yacos, B ToM yncie: YyebHas npaktvka — 180 uacos; [IponspoacTeennas npakrtuka — 180 yacos.



2. PE3YJIbTATBI OCBOEHUSI YYEBHOM U ITPOU3BOJACTBEHHOM ITPAKTHK

Pe3yiibTaTOM OCBOEHHS MPOrpaMMbl y4eOHOU U MPOU3BOJCTBEHHON MPAKTHKU ABJISAETCS OBJIAJICHUE CTyIEHTAMU BHIAMH
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MeTtoauueckoe obecreyeHre 00pa3oBaTelIbHOTO Mpolecca, B ToM yucie ymeHus (Y) u 3nanus (3):

Koa HaumeHoBaHHe pe3yjbTaTa 00y4yeHHH
¥-1 06pabaThiBaTh BXOMASAIIME U HCXOMSLIME JOKYMEHTbI, CUCTEeMaTH3MPOBaThb UX, COCTaBIATh HOMEHKIATYpY el H
(bopMHUpPOBaTh JTOKYMEHTBHI B Jiej1a
y-2 noadupaTh OOBSIBIEHUS U peKiIaMy JUIsl pacK/IeHKH Ha CIIpaBOYHBIX CTEHJAaX
¥-3 Moj0MpaTh CIPaBOYHBIM MaTepHall ISl CIPaBOYHO-MH(OPMALMOHHBIX CIyXk0, cooblare neXypHOMY IO Bblgaue
CrpaBOK 00 U3MEHEHMSIX B CIIPABOUHBIX MaTepHallax
y-4 IPUMEHSTH COBPEMEHHbIE METOIMKH KOHCEPBALIMK U peCTaBpallMi apXUBHBIX JOKYMEHTOB.
¥=5 OCYILECTBJISITh XpaHEHHE U MIOUCK JIOKYMEHTOB
Y-6 noaoupaTh HH(GOPMALMOHHBIM MaTepHal U3 ra3eT W JKypHalIoB M0 TeMaTUKe, 3aJlaHHOH 3aKa3uMKaMH, BbIPE3aTh €ro B
COOTBETCTBHMM C Pa3METKOM KOHTPOJBHOrO DJK3eMIUIsipa, I[POCTAaBIATH Ha OTOM MaTepuaie wubp 3akasa,
HaMMEHOBaHME, HOMep, 1aTy U MECTO BbIIYCKa Ia3eThl U XKypHaia
y=] pacceuiaTh a0OHEHTaM IPHUIVIALIeHHs Ha IPOCMOTP U MOJIydeHHe KOPPECIIOHIEHLIUH
Y-8 MPUHHAMATH U BECTH YYeT ITOCTYMAIOIIeH MOUYTOBOM KOPPECIIOHACHIIMH
y-9 co0HUpaTh, CHCTEMATH3UPOBATh U KOAMPOBaTh MH(POPMALMOHHBIM MaTepuaia 1o HOMEPaM 3aKa3oB, KOHBEPTHPOBATh
no00paHHbIid MaTeprall, B3BeLIMBaTh U MapKHUPOBATh KOHBEPTHI
y-10 YIIAKOBBIBATh KOHBEPTHI B MELIKH, CAAaBAaTh UX JUIS OTIPABKH, OPOPMIIATH CONPOBOAUTENBHYIO JOKYMEHTALIMIO
3-1 [ToHMMATh CYIIHOCTh U COLIMATILHYIO 3HAaUUMOCTh CBOeH Oyay1ieil npodeccuu, NposiBIATh
K HEel YCTOWYUBBIN HHTEpEC.
3-2 npaBuiia 1ooopa HHPOPMALMOHHOIO MaTepHasla 110 COOTBETCTBYIOLEH TEMATUKE U €ro 0popMIIEHHUS;
3-3 TpeOOBaHMs K COCTaBIEHUIO U O()OPMIICHHIO JJOKYMEHTOB
3-4 NOPSIOK NIPUEMA U yUeTa KOPPECIIOHACHLHH
3-5 CHCTEMY apXxuWBHOro ympasineHuss B Poccuiickoii ®enepaumy u opraHuzanuio ApxuBHoro ¢onna Poccuiickoii
Denepanyu
3-6 CHCTEMY XpaHeHHUs: U 00pabOoTKH JOKYMEHTOB




3. CTPYKTYPA U COJEPKAHUE YYEBHOHN U NPON3BOJACTBEHHON NMPAKTHUK

3.1 Coaep:xanune y4eOHOH U MPOU3BOACTBEHHOIH NPAKTHKH (M0 NPOQHIIIO CIeHATbHOCTH)

YUEBHAS ITPAKTHKA (YVII 01)
1 kypc, 1-2 cemectp
KoJIH4ecTBO 4acoB - 180 4.

IIM.01 BoimosiHeHHe padoT 1o npodeccun

HaumeHoBauue Coaepskanue pador Oo6bem YMmeunusi u 3uanus
TeM 4acoB
1 2 3 4
M/IK.01.01 BeinosiHenne padot no npogeccuu
Coaeprxanne y4edHOro MaTepHaJia
BhisBiienue BH/10B 0J1aHKOB, KOTOPBIE HCTIONB3YIOTCA B Opranu3auuu. CocraBjieHHe H 6
odopmierme 6J1aHKOB 10KYMeHTOB (001mii G1aHK opraHu3aliiu, 6J1aHK NMUChMa,
0J1aHK KOHKPETHOI0 BU/1a IOKYMEHTA).
JIoKyMeHTallHOHHO® UsyueHue nopsjika nepBHiHOi 00paboTKH KOPPECTIOHAEHLMM, MPABHII TIPHEMA, 6
obecneueHue COPTHPOBKH U OTNPABKK AOKYMEHTOB. Bbinosinenue pabot no o6paboTke BXosie 1
yNpasJieHus. Hexoasulei nokymentauud. OdopmiieHHe JOKYMEHTOB I10 JIHYHOMY COCTaBY
(nMpUKasbl, TPYAOBas KHHWIKKA H T.I1.)
CocraBjeHne U pa3bop NpaBUILHONO HAMMCAHHUA PE3IOME. 6
CocrasiieHHe v pa3bop aBToOHOrpaguH.
Cocrapnenue 1 oopmiieHHe 3asBIeHHUS, JOKIAAHBIX U OOBACHUTE/IbHBIX H 6
CryxeOHas cTy#eOHbIX 3aM1COoK.
JOKYMEHTaLHs Jlenosoit stuket. [paBuna nepenucku. CocraBieHne U 0OPMIICHHE TEKCTOB 6
OpraHu3aluy. J1es10BOro nuchbma. [paBuiibHOE HarMcaHue.
BoinonHenue paboT 110 NMoAroToBKe e K nepeaaye B apXus (oopmieHHe 0010:KKH 6
Jie1a, JIMCTa — 3aBEepUTeNs Jiel1a, BHYTPEHHEH OnMcH JIoKyMeHTOoB jiesia) Odopmienue
aed.
[IpaBoBoe Cocrasnenue onucei. [IpouiuBka aen. 6
W3yueHne HOMEHKJIATYPbI [I€/1 OPraHU3aLliK, ydacThe B pa3paboTke HOMEHKIIATYPbl 6

peryJjiipoBaHHe
yIpaBleH4ecKoH

net.




penakrope Microsoft
Office Word.

TEKCTA.

JEATETLHOCTH 9 | Pabora ¢ opranuszauuontoi TexHukoii (IK, ¢akc, ckanep u T.1). Boinonnenue 6
onepatiuit KONMpPoBaHHsA H PA3MHOMKEHHs JIOKYMEHTOB, CKAHMPOBAHHE JJOKYMEHTOB.
TexHuueckme
cpecTBa,
[ TIpHMCHACMEIE B = = — —— -
JOKYMEHTAallHOHHOM
obecrnie4eHnH
YTIpaBJIEHHA.
10 | Dxckypeus B GUGIHOTEKY st O3HAKOMIIEHHS C coJieprKaHueM paboThbl, 3HAKOMCTBO € 6
TEXHONOrUAMH GUBIMOTEUHO - HH(OPMALIMOHHOIH JiesitesibHOCTH. TIpocMoTp duibM-
npe3eHTaims « Mcropus kKHUru u OUGIHOTEKHY
11 | Yuactue B paboTe 1o opraHu3auuu xpaHeHust OudnaHoTeuHbIX GoHI0B. 6
Opranuzanus PaGoTa ¢ kapToTekoi B OUOIHOTEKE.
OHOIHOTEYHBIX 12 | CopTHpoBKa nevyaTHbIX MU31aHui ( KypHaJibl, ra3eThbl, U T./1) M0 JaTaM. 6
dbonnos 13 | INopbupars MHGOPMALIMOHHBIN MaTEPHAll U3 ra3eT U XKYPHAJIOB 110 TEMATHKE, 6
CuHcTeMa apxHBOB 3a/laHHOM 3aKa34yMKaMH, BbIpe3aTh €ro B COOTBETCTBUH C Pa3METKOH KOHTPOJIbHOIO
Poccun IK3EMIUISAPA, MPOCTABATH HAa 3TOM MarepHase Wx@p 3aKkaza, HAMMEHOBaAHHE, HOMEP,
JIaTy M MECTO BbIIYCKa ra3eThl H JKypHasa
14 | U3yueHre HOPMATHBHO-METOAUYECKUX JIOKYMEHTOB, PErIaMEHTHPYIOLIHX paboTy 6
apxuBa opraunsauuu (I1o10:eHHUs, HHCTPYKLMH H T.IL.).
CocrapneHue npe3eHTaluii 1 pedepartos 1o teme.
15 | IIpoBepounas pabora 6
16 | DKCKypcHs B OT/EN 10 JeiaM apXHUBOB AJIMHHUCTPaUMH ropoia Hoseii YpeHroi ¢ 6
[ocynapcTBeHHbIE, LIEJIbIO 03HAKOMJIEHHS ¢ OpraHu3auueii paboTel apXHBa, ¢ MpOLIECCOM
MYHHLHTIATbHbIE KOMIJIEKTOBAHHS, XPaHEHHs, YUeTa H HCIO0JIb30BAHUSA APXHUBHBIX JIOKYMEHTOB.
apXHMBbI H ApXHBbI OdopmiteHHe JOKYMEHTALIUH TIPH BbIJAU€ NOKYMEHTOB U [1€]1 U3 apXHBa BO BPEMEHHOE
opraH3aLmii nosib3oBaHue (3asBKH (TpeGoBaHMs) Ha BbIIauy JOKYMEHTOB BO BPEMEHHOE
MOJNb30BaHHE, KHHIH BbIAYH JJOKYMEHTOB M3 apXHBOXPAaHHIIHILLA, JTHCTA 3aMECTHTEIS
Jena u T.na).
17 | O3nakoMsieHHe ¢ METOIaMH pecTaBpaLiMi M KOHcepBaluH 10KyMeHToB. CocraBiieHHe 6
ObecneyeHue AIrOPUTMA NPOBEICHUS PECTABPALIMK, AITOPHTMA NPOBECHHS KOHCEPBAaLIHH
COXPaHHOCTH JIOKYMEHTOB.
JIOKYMEHTOB 18 | IlpoBeseHuHe pecTaBpallHOHHBIX paboT. 6
19 | Pa6ota B nporpamme Microsoft PowerPoint 2010. Co3nanue npeseHTauui. 6
OcHOBHbIE
MPUHLKIBI paboThI €
Mpe3eHTaLHAM
PaGora B Tekcroom | 20 | Co3nanue nokymenra. Beoa Tekcra. OcBOeHHE HaBLIKOB 110 BBOAY H PelaKTHPOBAHHIO 6




OcHOBBI 21 Onepauuu ¢ nankamu u aiinamu: cosganue nanku, KONUPoOBaHHe U 6
paboTbl ¢ nepechuIka nanok v Gaiiios, nepeMMeHoOBaHKUe Narnok U (aiinos, ynaneHue
OnepanHoHHOMH nanok u Qaiinos. Pabora B onepaimoHHoii cucteme. Hapurauus 1o onepaunoHHo#H
cHcTemMoi cucteme. 3amena (ona paGouero crona. JloGasneHHe ApbIKOB Ha pabouMii cTo.
—_—— —PaboTa KO IHOH AV e A 3aBCPHICHUC TIpOrparM—JasepteHie-paborst-eHeTeMbt
Pa6ora c nporpamMmoii poBoHUKOM.
Pa6oTa B ceTH 22 | 3anyck nporpammbi Gpaysepa. 3arpyska MOMCKOBbIX caiitos. [Tonck nudopmarmnm B 6
Internet. 2/IEKTPOHHBIX KaTasorax.
Co3aaHue U HACTPOIKa MOYTOBOro AinKa. [lepechbiika cooOUIeHHMI 10 IIEKTPOHHOM
noure.
CocTaBneHHe 23 | CocraBnenue PeKIaMHbIX OyKJIETOB, Pa3/IMYHBIX HHPOPMALIMOHHBIX MAaTEPHAJIOB B 6
HHOPMALIMOHHBIX nporpamme MS Publicher.
MaTepHanoB B
MS Publicher
OCII 24 | Dkekypeus B Hopoypenroiickuii nouramt ropoaa Hoseiit YpeHroi ¢ nenbio 6
Hoeoypenrotickui 03HAKOMJIEHHs C OpraHu3alueii paboThl, C MPOLECCOM KOMIUIEKTOBAHHS, XPaHEHMs,
noutamt YOIIC yueTa M UCIOJIb30BaHHA JOKYMEHTOB.
AHAO ¢unuan AO
«[Tota Poccun»
25 | Cocrasnenue u Hanucanue kouseptos B Microsoft Publisher. OcHoBHble TpeGoBaHus 6
K O(OPMIIEHHIO PErHCTPHPYEMOTO MOUTOBOIO OTIPABIICHHS.
ocCIl 26 | PaccmoTpenue M 3anoiHeHre 00pasiioB aipecHoro Apbika ( nockliku, naket JIM, 6
HopoypeHroiickmii GaHaeposib U T.1)
noyramt Y@IIC 27 | PaccmoTpeHHe M 3anoiiHeHHe o0pasios 071aHKOB YBEIOMIIEHHH O BPYUCHHH. 6
AHAO ¢unuan AO
«IoTa Poccumuy» 28 | Cocrapnenue, Hanvcanve aboHEHTaM NPUIJIalIEHWI Ha POCMOTP H MOyUHeHHE
KOppECNOH/1EHLIWH
KommbioTepHas 29 | O3nakomsenue ¢ pabotoi nporpammel Koncynbrant [lioc. Tlouck undopmanmn
CMPaBOYHO - s
npaBoBasi CHCTeMa
KoncynbranT Ilmtoc
30 | Iposepounas padora. 6

Beero

180




NMPOU3BOJCTEHHAS IMTPAKTHUKA (ITII 01)

1 kypc, 2cemecTp

KofugecrBo-yacos =180y

IIM.01 Beino.inenne padort 1o npogeccun

HanmeHoBanue Copaepxanne pador Oobem Ymenusi u 3nanusn
TeM 4acoB
1 2 3 4
M/IK.01.01 Beimosinenue pador no npogeccunu
Cojep:kanne y4eOHOro MaTepHaJa
Oprannzanus n 1 HHCTpyKTakK 10 TeXHUKe Oe30MnacHOCTH. 3HaKOMCTBO C opranusauueii, 6asok 6
HOPMATHBHO npakTiku. U3yyenue 3akoHoaaTeNbHbIX akTOB. M3yueHHe HopMaTHBHO-
npaBoBbIe METOAMYECKHX JJOKYMEHTOB, perjiaMeHTUPYIOLIHX padoTy apXHBa OpraHu3alMu
OCHOBBI APXHBHOTO (TonoxeHus, MHCTPYKLIMH M T.11.).
AeJia.
2 | [NoMows cneuuanucTam apxusa B 00paboTke J10KyMEHTOB, NOCTYNAIOHUX Ha 6
Otaed no geam XpaHeHHWe, PerHcTpaLMH HX.
apXHBOB 3 | KoHTposnb 3a COCTOAHHEM JIOKYMEHTOB, CBOEBPEMEHHBIM HX BOCCTAHOBI/IEHHEM, 6
(MyHHUHDAJIbHbIH coOIII0AeHHE B MOMELIEHUH apXHBa YCIIOBHIA /11 COXPAHHOCTH JI0KYMEHTOB.
Apaie) 4 | OdopmneHue JOKYMEHTALHH [10 NpUEMY 6
AJAMHHHCTPAIHSA T.
Hosblii Y penroii 5 | PasMelneHue 10KYMEHTOB B apXuBe (aKT npuema — repeiay A0KyMEHTALUH, KHHIa 6
npuema JIOKYMEHTOB H T.J1).
6 | BoinosHeHue paboT no MoJAroToBke Aej K nepejaye B apxus (oopmiieHre 0010KKH 6
JieN1a, JINCTa — 3aBepUTesis Jielia, BHyTpeHHel onucu JokymeHToB siena) Odopmiaenue
aen.
7 | Cocrasnenue onucei. [Ipouuska aei. 6
Meroxnka u 8 | Yuacrue B pazpaboTke HOMeHKJIATyphl aen. Hymepauus nen 6
RPALEMER 9 | YHuuTOKEHHE /1€ 6
SpupIpLcing 10 | Yuactue B npoBejieHHH paboT M0 KOHCEPBALIMHU M PECTaBPaLIMH JOKYMEHTOB. 6
11 | CopTHpoBKa neyaTHbIX U3JaHUH ( )KYPHAJIbl, Fa3€Thl, U T.[1) 110 AaTam 6
12 | IlpoBeaeHHe dIKCNEPTH3bl LIEHHOCTH IOKYMEHTOB apXHBa 6
13 | Iomoliib B pacCMOTPEHHUH 3asiBJICHHS, NPETIOKEHHS H 3#ano0bl, PHEM rpak1aH Mo 6
Borpocam, OTHOCALIHMCH K KOMMNETCHUHH ApXHBa.
14 | Bpiaua apXMBHbIX KOIMHH JOKYMEHTOB, apXHBHBIX CIPaBOK. 6




15 | Ilouck nen B apxuse 6
16 | UnHcTpyKTak 1o TexHuke 6e30macHOCTH. 3HAKOMCTBO C OpraHu3ailueii, 6a3oii 6
npakTHKH. M3yyeHue 3aKoHOAATeIbHBIX aKTOB. M3yyeHne HopMaTHBHO-
HopmaTtuBHuble (IonoxeHUs, MHCTPYKUHH U T.A1.)
noxymentbi OCII 17 | ObpaboTka BXoadLLeH MOYTHI B OTAEIECHHE, 6
Hosoypenroickuii 18 | Cocrarnenue u Hanucanue koHpepros B Microsoft Publisher. 6
nouramt YOIIC 19 | Hanecenue nnoM0Obl novToBoi oaHopasosoit Ha PITO. 6
SAHAO ¢punuan AO 20 | 3anonHeHue 0Gpa3LOB aipecHOro spibika ( nmockliku, naket JIM, 6anaeposnb U T.11) 6
«Ilora Poccuu» 21 | KonpeproBaHue nojoOdpaHHOro mMarepuasa, 6
22 | B3peluMBaHHE H MAPKHPOBKA KOHBEPTOB 6
23 | YnakoBKa KOHBEPTOB B MEILKH M ¢/laya UX JUIsl OTIPaBKH. 6
24 | OdopmieHre cOMpOBOIHTENLHON JTOKYMEHTALHH. 6
25 | Paccpinka aboHEHTaM MPUIIIaleHH HAa MPOCMOTP H NOJTYYeHHe KOPPECOHISHLIUH 6
26 | CopTHpOBKa NOJAMHUCHBIX H3JaHUH 6
27 | Bolknaaka toapa 6
PaGora B OCII
H N 28 | OdopmieHne LEHHUKOB 6
OBO¥PEREONERRN 29 | 3anosHeHHe O6JaHKOB YBEOMIIEHHH O BPYUEHHH. 6
noutamt Y ®IIC
SAHAO ¢uanan AO
«ITora Poccuu»
30 | AnddepenuupoBannsiii 3auer 6
Bceero 180




4. YCJIOBUSI PEAJIN3ALIUU [TIPOT'PAMMBI YYEBHOM Y TPOU3BOJACTBEHHOM NMPAKTHUK

4.1 Tpevosanuna K MUHUMATLHOMY MAMEPUATbHO-MEXHUYECKOMY 0DecheueH U0

Peanu3alus IporpaMMbl y9eOHOM 1 IPON3BOCTBEHHON PAKTUKH IIPEAINOJIaracT Halu4ne B KOJIIEIKE Oa3bl MPaKTHKH.
Yy4e6Hoi1 6a3bl npakThky sBisitotess OTaen no Aenam apxuBoB (MyHUUMIANBHBIA apXKUB) AIMUHUCTpauus r. HoBbli Y peHroi u
OCII Hosoypenroiickuii noutamt YPIIC AHAO ¢punuan AO «Ilota Poccun». Paboure Mecta NpakTHKH JOJDKHBI
obecrieunBaTh yCJI0BHs 0€30MacHOTO BHINOIHEHHs paboT

J1s caMOCTOSATENBHOM pabOThI CTY/ICHTOB — HAJIMYKHE OMOIMOTEKH, UNTAIBHOIO 3aj1a C BBIXOJAOM B ceThb MHTepHeT

PykoBoauTens ydeOHO# 6a3bl IPaKTHKH OCYIIECTBIIET 00lee pyKOBOACTBO NPAKTHKON, OPraHM30BbIBAET U KOHTPOJIUPYET
paboTy KOJUIEKTHUBA 3aBE/ICHUS CO CTYIECHTaMHU.

4.2 Hughopmayuonnoe odecneuenue ooyuenus

MeToauueckue peKOMEHJalMH 110 BUAaM TIPAKTHKH AT CTYJIGHTOB U PyKOBOAMTE IEH NIPAKTUKH, yueOHbIe 0cobus,
JIEMOHCTPAIIMOHHBIE U pa3aTOYHble MaTepHallbl, BUAEO U poTOMaTepUalibl, y4eOHO — METOANYECKHE KOMIUIEKCHI K PasTHYHbIM
nporpamMma, HH(GOpPMaLHOHHbBIE 1 METOIUYECKHE CTEH/Ibl, METOAMYECKHE MaTepHallbl Iisl HHPOPMALMOHHBIX TEXHOJIOTHH 1
peKOMeHJalMU K UX UCIOJIb30BaHUIO

IlepeyeHb peKOMEHAYeMbIX Y4eOHBIX H3IaHHH, A0NOJIHHTEILHOMH JTHTEPATYPbI
OcHoéHble UCMOYHUKU:

1. JlokymeHTanmonHoe obecriedenue ynpapieHus: Yueonuk / C.A. I'morosa, A.1O. Konbkosa, 10.M. Kykapuna, E.A. CkpuIiko;
noy oour.pen. T.A. beikooii.- KHOPYC, 2018.-266¢.

2. JlokyMeHTaluoHHOoe obecriedeHne ynpapieHus ( ¢ ocHoBaMH apxuBoBeseHus): yuedbnuk / M.M. bacakos. KHOPYC, 2020-
216 c.

3. JIoKkyMeHTallMOHHOe O0ecrieueHre yIpaBieHus nepcoHanom : yyebHuk u mpaktukym / JI.I'. AGynanse, U.b. Beinpsikkuna,
B.M. Macnosa — Mocksa: U3natensctBo FOpaiit, 2020 — 299 c.



4, OpraHu3anusi apxMBHOH W CHOPaBOYHO —HMH(OPMALMOHHONW padOThl MO AOKYMEHTaM OpraHu3alMH: YYeOHUK s CTY.,.
yupexeHuit cpen. npod. obpasosanusi: B 2 4. — YU.1/ EMM. Byposa, T.1. Xopxopauna; noxn pea. E.M. Byposoii.- M.:
Uz narenbckuii LeHTp «Akanemus», 2016.-336 c.

5. Opranuzaiys apXMBHOH H CHPaBOYHO —HMH(OPMAMOHHON pabOThl MO JOKYMEHTaM OpraHM3aluu: YHeOHHK ISl CTY..
yuypexxaeHuit cpea. npod. obpasosanusi: B 2 u. — Y.2/ EMM. BbypoBa, T.M. E.B. AnekceeBa, JL.Il. AdanacoeBa, A.E.
Poaronosa; nox pex. E.M. BypoBoii.- M.: MU3natenbckuii neHTp «Akagemus», 2016.-400 c.

6. bymonuna E.B. ApxuBoBeznenue: YueOHo-MeTomueckoe nocodbue - Boarorpaa: Bonl'VY, 2006. - 96 c.

7. Boskotpy6 O.B., ®uonosa JI.P. Apxusoseaenue: - M.: [1I'Y, 2016. - 132 ¢

UuTepHeT-pecypcesbl:

l.

®enepanbhbiii 3aKoH 0T 30.03.2011 Ne 63-D3 pex. ot 30.12.2018 «OO6 a51eKTpOHHO# NoANUCHY. [ DIeKTPOHHBIH pecypc] :.
// CnpaBouHas npaBoBas cucreMa «KoncynsrantlImtocy. — Pexxum nocryna: http:// www.consultant.ru.

"OcHoBHble [lpaBuiia padoTel apXxuBOB opranuzauui" (oaodpensl pemeHueM Komterun Pocapxua ot 06.02.2002) /
KoncynwsrantlLitoc. ». — Pexum pocryna: http://www.consultant.ru.

. TOCT P 7.0.8-2013 Cucrema crtanaapToB 1o uHpopMaluuu, OUOIHOTEeHHOMY U U3JaTesibckoMy Jeny. Jlenonpou3BoacTso

1 apxuBHOE Jieno. TepMuHbI U onpezeneHus [DnekTpoHHbIN pecype].— Pexum qoctyna: http://www.consultant.ru.

. ®enpepanbHblit 3akoH "OO6 apxuBHoM jJene B Poccuiickoit ®enepanuu” ot 22.10.2004 N 125-D3 (nocneHss peaakius) —

Pexum noctyna: http://www.consultant.ru.

. TocynapcrtBenHasi cuctemMa JOKyMEHTAlMOHHOro obecnedyeHus ynpasieHus. OcHoBHble nosoxxeHus. O6uue TpebGoBaHus

K JOKYMEHTaM M cJIy»k0aM JJ0KyMeHTallMOHHOro obecneyenus. https://docs.cntd.ru/document/901730479
[lopsiiok npuema ¥ Bpy4eHHUs] BHYTPEHHUX PErMCTPUPYEMBIX IMOYTOBBIX OTIPABICHUH, YTBEPKAEHHBIN NTpukazom PIVYII
"ITouta Poccun" ot 7 mapra 2019 r. N 98-11. - [ DnexTponHslii pecypc]| Pexxum nocryna: http://base.garant.ru.




4.3 Obugue mpebosanua K opzanu3ayuu 00pazoeamesibHo2o npoyecca

OcBoeHHe TmporpaMMbl y4eOHOW M  TMPOM3BOACTBEHHOW TMPAKTHUKHU TMPOUCXOJUT B XOJ€ M3Yy4YCHHsl [porpamm

AT T T L
AT wamsavsms

npo(heCCHOHABHBIX MOJYJIEH SBISETCS OCBOGHHE YUeOHON TIPAKTHKH MEXKIMCIHUIUIMHAPHBIX KypPCOB.

Yuebuas npakrtuka npoogutces Ha 6aze I'BIIOY SIHAO «HYPMK» B dopme ceMHMHApOB M MPAKTUKYMOB C MPHBICYEHHEM
nearoroB 6a3oBBIX YUpEXKIEHHMH, a TaK)Ke B OpraHM3alMsiX, HAMpaBlieHUe JEATeIbHOCTH KOTOPBIX COOTBETCTBYET MPOQHIIIO
NOJIrOTOBKH CTY/IEHTOB, HA OCHOBE JIOTOBOPOB MEeX/y OpraHu3anuei u xomnemxeM. [IpousBoacTBeHHas pakTHka NpOBOJUTCS B
OpraHu3alMsX, HaNpaBleHHe JeSTEeNbHOCTH KOTOPBIX COOTBETCTBYET MPOMUIIIO MOJArOTOBKH CTYyAEHTOB. Pe3ysibTaThl OCBOEHHS
00mMX M MPOPEeCcCHOHATBHBIX KOMIMETEeHUUH M0 NpodecCHOHANbHOMY MOAYIIO (QUKCHPYIOTCS B IOKyMEHTAllUH, KOTOpas
paspabaTbiBaeTcsi 00pa3oBaTeIbHbIM YUPEKIAEHHEM CAMOCTOSATEIBHO.

[To 3aBeplIeHHIO MPOU3BOACTBEHHON MPAKTUKH CTYJIEHT MPEJOCTABISET CIEAYIOUIyIO JOKYMEHTALHUIO: JTHEBHUK MPAKTHKH C
TIPUIIOKEHUSIMH, OTYET M0 [IPAKTHKE, KOTOPBIH yTBEpXKIaeTcsi 6a30BbIM YUPEXKAECHHEM, aTTECTALIMOHHBIN JIMCT, XapaKTEPUCTHKA.

4.4 Kaopoeoe obecneuenue obpazoeameibHozo npoyecca

TpeboBanus K KBaTH(UKALMH MeJarorH4eckKuX KaJpoB KOoJulekKa, OCYLIECTBISIOIIMX PYKOBOACTBO MPAKTHKOU: HATTHYKHe
BBICIIIETO MPO(ECCHOHATEHOr0 00pa30BaHMs, COOTBETCTBYIOLIETO NPO(UIIO MOLYICH.

Jlns neaaroros 6a30BBIX OpraHU3alUi, OCYLIECTBISIOIMX PYKOBOJCTBO PAKTUKOM, HEOOXOIUM ONBIT AESATEIbHOCTH B
00pa3oBaTeNIbHBIX YUPEKIECHUSX HE MEHEe TPeX JIeT, HaTHYHe BbICIIEro WM CPeIHErO CElUaIbHOro 00pa3oBaHus Mo MpoQHIIIO
CIELUalIbHOCTH, TIEPBON HJIH BbICILEH KBAIN(DUKALIMOHHOM KaTErOpHH.



5. KOHTPOJIb U OLIEHKA PE3YJIbTATOB YUEBHOM U ITPOM3BOICTBEHHOM ITPAKTHK

PeszyibraTel yuedHoii
NPAKTHKH

OcHOBHBIE ITOKA3ATEIH OLIEHKH pesyJjibTaTta

®opMBbI H METObI
KOHTPOJIS H OHEHKH

- —

MCXO/AIHE JIOKYMEHTBI,
CHCTEMAaTH3HPOBATh X,
COCTaB/ATH HOMEHKIATYPY /€1 U
(opMHpOBaTh JOKYMEHTHI B JIEJa.

I I[!E[BH‘.IIEHUC b UUI)HUUTR‘M‘B’(UI[M, HX M HCXOTANX TOKYMCHTOB, X CHCTCMATH3AHHA,

COCTABJICHHA HOMCHKNATYPbI A€JT H C’])OPMHPOB&HHH JOKYMCHTOB B 1€/1a.

HaomoACHHC W OHCHKA
BBITIOJTHEHHA pa60T Ha
NPaKkTHKE, NIHEBHHK H
OTHET 10 npaKTHKe, (4]
XapaKTCpUCTHKE MO
HTOraMm MnpaKTHKH.

V-2. IToadupatk 00bABAEHHS H
peKamy JU1s packieiku Ha
CMpaBOYHBIX CTEHAAX

3Hathb npasuia noadopa oObsBICHUI U HATIUCAHUS WX 110 3a1aHHONH TemMe. Y UHThIBATS
NOTPeOHOCTH LIENIEBOH ayAUTOPHH.

HabnoieHHe ¥ oLeHKa
BBITIOJIHEHHS paboT Ha
IIpaK'I'HKe.

V-3. [Nonbupatb cnipaBoyHbIi
Marepua /uis CripaBo4Ho-
MH(OPMALMOHHBIX ClTyKO

. [paBuia nopbopa MHPOPMALIMOHHOrO MaTepHasa o COOTBETCTBYIOLIECH TEMATHKE H ero
oopmiteHus

HabnioneHnue u oueHka
BbINOJIHEHUs paboT Ha
NPaKTHKE, IHEBHUK H
OTHET MO l'lpaKTIdKe, (8]
XapaKTePHUCTHKE IO
HTOrNamMm ﬂpaKTHKH.

Y-4. IlpuMeHATb COBPEMEHHBIE
METOHKH KOHCEPBALMH H
pecTaBpal{H apXHBHbIX
JIOKYMEHTOB.

3HaTh W BJAAETh OCHOBHBIMH NMpHHLMNAMKU pectaBpauunu. [Ipasuna u nopsanok paborsl ¢
JIOKYMEHTaMH.

HabGnionenue u oueHka
BBINOJHEHUs paboT Ha
l'lpaKTHKe, JHEBHHK H
OTHET MO NPaKTHKE, O
XapaKTEepPUCTHKE T10
HTOrNam ]'[paKTPIKPl.

¥-5. OcyuiecTBasTb XpaHeHHE W
MOUCK JIOKYMEHTOB

COﬁJ‘l}OﬂaTb NopAaoOK XpaHEHHA JOKYMCHTOB B dpXHBC. ﬂpaaunbnocn. BEJACHHU yUeTa U
obecrnieyeHus COXpPAaHHOCTH JOKYMEHTOB B apXHBE.
Bnanenue COBPEMCHHBIMH METOJaMH NMOHCKA JOKYMEHTOB.

HabsroieHue u oueHKa
BBINOJIHEHUS PaboOT Ha
NpaKkTHUKe, IHEBHHK H
OTYET MO MPAKTHKE, O
XapaKTepHCTHKE 110
UTOraMm MpaKkTUKH.

V-6. [lonbupats
vH(opMaUMOHHBIM MaTepUall 13
raseT M XypHaJI0B 10 TeMaTHKE,
3a/1aHHOM 3aKa34MKaMH, BbIpe3aTh
€r0 B COOTBETCTBHH C Pa3METKOH
KOHTPOJILHOIO 3K3EMILIApa,
NPOCTAaB/IATL HA STOM MaTepHaie
uMbp 3aKaza, HAMMEHOBaHHUe,
HOMeEp, J1aTy H MECTO BbIMyCKa

[IpaBunbHOCTH 0TOOpA MHpOpMaLMK;
- IPaBKJIa BBIPE3KH W3 raseT H )KypHaJIIOB HH(OPMALIHOHHOTO MaTepHana u ero ohopmaeHHs

HaGnronenue u olieHka
BbIINOJIHEHUs! paboT Ha
NpaKkTHKE, IHEBHUK W
OTUYET M0 MPAKTHKE, O
XapaKTepUCTHKE Mo
MTOraM MPaKTHKH.




raseTbl M JKypHaJia

V-7. Paccbinath aboHeHTaMm
NPUIIaleHUs Ha MPOCMOTP U
noJiydeHue KOppecrnoHaeHLHH

Fpamomoe H MpaBHIIbHOEC OC])O]JM.JTGHHE COOTBETCTBYHOLIHX NOKYMEHTOB

Habnronenue M olieHka
BbINOJIHEHUs paboT Ha
NpaKkTHKe, THEBHUK U

XapakTepUcTHKe 1o
HTOraMm INpakKTHKH.

VY-8. [IpHHUMATB H BECTH YUET
focTynatoteil nouToBoM
KOppecrnoHAEHUHH

CobmosieHue nopsjka npuéma, 00paboTKH, NOYTOBOH KOPPECTIOHACHLIMH, ohopmileHHe
COOTBETCTBYIOLUIMX IOKYMEHTOB.

HaGnionenue u oueHka
BbINOJIHEHHs1 paboT Ha
I'[paI{T[/lKe, JHEBHHK H
OTHET MO NPAKTHKE, O
XapaKTepHCTHKE MO
MTOraM MpaKTHKH.

V-9. Cobuparts,
CHCTEMATH3UPOBATH U KOJIUPOBATh
MH(DOPMALIMOHHBIH MaTepHaa rno
HOMEpAaM 3aKa30B, KOHBEPTHPOBATh
no/100paHHbIH MaTepUall,
B3BELIHBATH U MAPKUPOBATH
KOHBEpPThI

l'lpaBminO BBITTOJIHATB paGOT}/ B COOTBETCTBHH C HOPMATHBHBIMH JOKYMEHTaMH

Habnionenue u ouenka
BbINOJIHEHUS paboT Ha
NPaKTHKE, AHEBHUK H
OTHYET MO NPaKTHKE, O
XapaKTepHCTHKE M0
HTOTaM MPaKTHKH.

VY-10. YnakoBbIBaTh KOHBEPTHI B
MEIIKH, C/IaBaTh HX U1 OTIPaBKH,
0(OpPMIIATH CONPOBONHTENIBHYIO
JIOKYMEHTALHIO

l'lpaBmleO BBITIOJIHATB ]:)3601'}/ B COOTBETCTBHH ¢ HOPMaTHBHBIMH JOKYMEHTaAMH

Haﬁmoneuue H OLIEHKa
BBITTOJIHEHHA paGOT Ha
MNPaKTHKe, JTHEBHUK H
OTHET MO NMpPAaKTHKE, O
XapaKTCPHCTHKE 110
HTOraM MnpaxKTHKH.




DopMBbl U METO/Ibl KOHTPOJIsl U OLEHKHU Pe3yJIbTaTOB 00YUeHHs JOJIKHBI O3BOJIATH NPOBEPATL Y O0YUYAIOLIMXCS HE TOJIBKO

chOpMHPOBAHHOCTB MPO(GECCHOHANIBHBIX KOMITETEHLHH, HO M pa3BUTHE OOLIMX KOMIIETEHIMH 1 00eCeYnBalOIINX HX YMEHUH.

neTeHIHH)

odHIHe KoM

3-1.I1loHHMaTh CYLUHOCTL H COLIHANTBHYIO 3HAYHMOCTh
cBoeit Oyayuieii npodeccuu, NposBIsATh
K Hel yCcTOHYMBBIH UHTEpEC.

APryMEHTHPOBAHHOCTb M MOJHOTAa 00BACHEHHS CYLLHOCTH U
COLHANBLHOM 3HaUMMOCTH Oyayluei npodeccun. AKTMBHOCTD H
MHULMATUBHOCTb B MPOLIECCE OBJIAICHUS NPO(eccHOHaIbHOM
JIeATENIbHOCTBIO

HabGaronenue u olleHKa
BbIMOJIHEHHUs pabOT Ha MpaKTHKe

3-2. Ipasuna noadopa MHPOPMALHOHHOIO MaTepUasa
10 COOTBETCTBYIOLLEH TeMaTHKe U ero opopMIIeHHs

3HaTb BUAbI Cl'lpaBO'-IHO-HH(’)OpM&LlHOHHb]X MaTepHajoOB U HX
npaBsuia n0)160pa no COOTBGTCTByPOU.I.ei:{ TEMATHKE.

Habnronenne u oueHka
BBINMOJHEHHUs paboT Ha
NpaKkTHKe, XapaKTepHCTHKA M0
UTOraM MpaKTHKH

3-3. TpeboBaHMa K COCTABACHHIO H O(DOPMIIEHHIO
JOKYMEHTOB

3narbs npaBuna opopMaeHUs AOKYMEHTOB H X 3HAUYEHHE,
Tpebopanus k oopmienuto JokymeHToB no 'OCTY. PekBu3nuThI
JOKYMEHTOB.

HaGmonenue u oleHKa
BBINIOJIHEHHS paboOT Ha
NpaKkTHKe, XapaKTepUCTHKA MO
MTOraM MpaKTHKH

3-4. Iopsaok npuema | yueTa KoppecrnoHAeHUUH

3Hartb nopsaok npuéma, o6paboTkH, MOYTOBOMH
KOpPECNOHAEHLMH, OopMIIeHHE COOTBETCTBYIOLIMX JIOKYMEHTOB.

HaGmoneHue 1 oueHka
BbINOJHEHHs pabOT Ha MPaKTHKe

3-5. CucTeMy apxXuBHOro ynpaenenus B Poccuiickon
Mdenepaly ¥ OpraHu3aLuio ApXUBHOTO (poH/a
Poccuiickoii @enepauuu;

3uarb GyHKUHK, 3anaun apxuBa. OcHorHol DeaepaibHbIi 3aKOH OT
22.10.2004 No125-d3 «O6 apxusHom fene B Poccuiickoit
@enepauu»

VYeruelid onpoce

3-6. Cucremy XpaHeHHsi M 00pabOTKH JOKYMEHTOB.

3HaTh CHCTEMY XpaHEeHHs, CPOKHU XpaHeHus JoKyMmeHToB. [Topsiok
XpaHeHHs JOKYMEHTOB B apXHBe.

HabGnonenue u olieHka
BbINOJHEHHUs paboT Ha NpaKTUKE




