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1. MACHIOPT TPOT'PAMMBI ITIPONU3BOJCTBEHHOM ITPAKTUKH

1.1. ObaacTh NpUMEHEHHUsI MPOrPaMMbI

[IpakTtyeckass moAroToBka - ¢opma oOpraHuzaluu  oOpa3oBaTeIbHOM
NEATEIbHOCTH TPU OCBOCHHHM OO0pa30BaTENbHOW MPOTrpaMMbl B YCIOBHSX
BBITIOJIHEHUS 00YYarOIIMMUCS OINPEACIICHHBIX BUJIOB paldOT, CBA3aHHBIX C OyyIen
npo(ecCHOHaNbHON  JEATEIbHOCThI0O W HANpaBICHHBIX Ha (opmupoBaHue,
3aKpEIUICHHEe, Pa3BUTHE TMPAKTHUYCCKUX HABBIKOB M KOMIICTEHIIUHA MO MPOGUITIO
COOTBETCTBYIOIIEH 00pa30BaTENbHOM MIPOTrPAMMBI.

OOpaszoBaTenpHas JCATEIBHOCTh B (opMe MPaKTHUECKOW IMOATOTOBKH
peaM3oBaHa KaK KOMIUIEKC y4eOHOW W TPOM3BOACTBEHHOW MPAKTHKU B COCTaBE
OIIOII CIIO.

[Iporpamma mpoU3BOACTBEHHOW mnpakTuKu sABisgercss 4acteio [IIICC3 B
cootBercTBUM ¢ DPI'OC CIIO mo cnemmansHoctu 40.02.03 IlpaBo u cynebHOE
aIMUHUCTPUPOBAHUE B YaCTH OCBOCHHS OCHOBHOTO BHJa MPOpeCCHOHATBHON
nestenpHoct  (BITJ]):  ApxuBHOEe Jnemo B Cylle M COOTBETCTBYIOIIUX
npodeccuonanbubix kommnerenmmit (I1K):

[1K 1.4. OGecnieunBath paboTy apxuBa cyja.

1.2. Ilesiu 1 3a7a4M NPOM3BOJACTBEHHOI NPAKTUKH — TPeOOBAHMS K pe3yJibTaTam

OCBOCHUS

[Ipaktka 1o mpoduiIt0 CrHenuadbHOCTH HamlpaBieHa Ha (OPMHUPOBAHUE Y
oOyyaromierocss o0mmMx U MNpodeCCHOHAIBHBIX KOMIIETEHIIMM, MpUOOpeTeHHe
MPaKTUYECKOTO OIbITA.

C uenplo OBNIAJIEHUS YKAa3aHHBIM BHUJOM NPO(ECCHOHATBHOMN AESITENbHOCTU U
COOTBETCTBYIOIIUMH MPO(ECCUOHATBHBIMA KOMMETEHIIMSMU OOYyYarOUIUICsA B XOJI€
MPOXOXKIAEHUS MPOU3BOACTBEHHON MPAKTUKU JOJIKEH:

HMEeTh MPAKTHYECKUI ONbIT:

— 110 OpraHu3aluU PabOTHI C TIOKYMEHTAMU;

— I10 KOMITJIEKTOBAHUIO CYJICOHBIX JEJ U HAPSAOB JIJIsl TOCTOSIHHOTO XPaHEHUS,

— TI0 OpraHu3alluu XpaHEHUsl apXUBHBIX JTOKYMEHTOB;

yMeETh:

— TOJTrOTaBIMBATH CyAcOHbBIC fena (Hapsabl) U MaTEpHUAIIbI IJIsl CAA4YU B ApXUB;

— OCYUIECTBJIATH MOJIHOE OopmIieHHE Jie (TOAIIMBKY WIN MEPeIvieT 1ea, U3bSITHE
U3 JieNa METaUIMYECKUX CKPENOK M CKOOOK, HyMEpalUiO JUCTOB U 3alOJHEHUE
JIMCTa-3aBEPUTEIIA);

— COCTaBJISATb BHYTPEHHIOIO OMKCH JOKYMEHTOB;

— BHOCHUTb HEOOXOJMMbIE YTOUHEHHSI B PEKBU3UTHI O0JIOKKY JI€J1a;

— o(opMIIITH pe3yabTaThI CIAYM /1€l HA ApXUBHOE XPaHEHUE;

— co0MoAaTh OXpaHHBIA PEXKUM MOMEIEHUN XpaHUITUILI,

— BBINOJHATH NOPAIOK UCIIOJIB30BAHUS JOKYMEHTOB apX1Ba Cy/1a;

— OpraHM30BaTh MOPAIOK OTOOPA TOKYMEHTOB M O(DOPMIICHUS MX HA YHUYTOXKECHUE;

3HATH:


garantf1://70458310.400203/

— TOPSZOK 0TOOpa HA XPAaHEHUE B apXUB CYAOB JIOKYMEHTOB, MX KOMILIEKTOBAHMSI,
ydeTa ¥ UCIOJIb30BAHUS;

— TEpe4YeHb JOKYMEHTOB CYJOB C YKa3aHUEM CPOKOB XPaHCHHS;

— HOPMATHUBHBIC YCIIOBUSI XPAHCHUSI ADXUBHBIX JIOKYMEHTOB;

— TIOJIOKEHHUSI O MIOCTOSTHHO JIEUCTBYIOMIEN SKCIIEPTHON KOMHUCCHH CY/IA.

1.3. KoinyecTBO 4acoB (Hele/ib) HA MPOM3BOICTBEHHYIO PAKTHKY -
Bcero — 36 yacos (1 Hegens).



2. IINIAHUPYEMBIE PE3YJBTATBI TIPOU3BOJCTBEHHON
ITPAKTUKH

Pe3ynbpraToM TpOM3BOACTBCHHON MPAKTHKH SIBISETCS OBIAJACHHE OOYJArOIIMMHUCS
BUJIOM TIPO(HECCHOHATLHOW JCSITEILHOCTH «ApPXUBHOE JIEJIO B CY/AE», B TOM UHUCIEC
npodeccuonanbHbpiMU (11K):

Kon HauMeHoBaHMe pe3yJbTaTa 00y4eHUst

I1K 1.4. O6ecnieunBaTh pabOTy apXuBa CyJa.




3. CTPYKTYPA U COJEP)KAHME IMMPOU3BOJCTBEHHOMN NIPAKTUKH
3.1. TemaTnuyeckuii IJIaH NPOU3BOACTBEHHON NMPAKTUKHA

Koasbl popmupyembix HaumeHnoBanue npogeccuoHaaIbLHOro MOy st O0bem Cpoxnu
KOMIIeTeHINH BpeMeHH, NpoBeIeHus!
OTBOAMMBII HA | (Ha 0a3e 9 KJI. /
NPAKTUKY 11 ki)
(uac. / Hem.)
[IK 1.4 [IM.02 ApxuBHOE JEJI0 B CyjIe 36/1 5 (3) cemectp

3.2. Conep:xkaHue NpPOM3BOJACTBEHHO MPAKTHKH

HaumenoBaHue pa3jie/ioB (TeM) Buas1 pator KouuvecTBO yacoB
OcHOBBI aPXMBHOI0 /IeJIa B Ccy/ie 1. Cocrapnenue u ohopMIICHUE aKTa MPUEMa Ha XpaHECHUE 36
Opranu3zanus apxXuBHOIO 1eJ10NPOU3BOACTBA B JIOKYMEHTOB.
cyne 2. 3amonmHeHue naucta GoHIA.
3. TloaroroBka aen K apXUBHOMY XPaHEHHUIO.
4. TloaroroBka aen K YHHUTOXKECHHIO.
5. CocraBnenue u opopMIICHHE ONUCEH Jel, MOAIEKAINX
niepeaye B apxXuB Cyaa.
6. 3amnojHeHue nmacrnopTa apxuBa cyja.
7. Pabora c KHUTOH y4yeTa MOCTYIUIEHUS JOKYMEHTOB.
8. CocraBnenue u opopMIICHHE aKTa O BBIACICHUU K
YHUYTOKEHUIO JOKYMEHTOB, HE MOJISKAIINX XPAHEHHIO.
9. CocraBieHue TUCTa-3aBEPUTEIS JeTIa.
Hroro: 36




4. YCJIOBUA OPTAHU3AIMUA U ITPOBEJEHUSA
INPOU3BOJACTBEHHOMU NTPAKTUKH

4.1. TpeGoBaHus K yCJI0BUSIM NPOBEACHUS NNPOU3BOACTBEHHOM NPAKTHKH

Peanmu3zanmss  paboueid  mporpaMMbl — MPOU3BOJCTBEHHOM  IPAKTUKH
IpearnoyiaraeT MPOBEACHUE TMPOU3BOACTBEHHONM TMPAKTUKA B  MPOQPIIBHBIX
OpraHM3alMAX HAa OCHOBE JIOTOBOPOB O NMPAKTHYECKOM IMOJATOTOBKE, 3aKIF0YAEMBIX
mexny UIIOY IOMT wu mpodunpHOM opraHu3anueii, Kyaa HampaBIsSiOTCS
oOyuatomuecsi. B kadectBe 0a3 MNpPakTUKUM MOTYT BBICTYNATh OPraHU3allvy,
JESITEIBHOCTh KOTOPBIX COOTBETCTBYET MPO(UITIO CIIEUATBHOCTH.

CryaeHTsl B IIEpUON IIPOXOXKICHHS IPOM3BOJACTBEHHOM IIPAKTUKU B
OpraHU3alysX MOJHOCTBIO BBIOIHSAIOT 3a1aHUs, IPEAYCMOTPEHHBIE ITPOrPaMMO
IPAKTUKHU, COOJIONAIOT NEHCTBYIOIIME HAa NPO(UIBHBIX OpraHU3alusaX IpaBUIIa
BHYTPEHHET0 TPYZOBOI'O pacHopsifika, a TaKKe CTPOro COONI0Nal0T TpeOOBAHHUSA
OXpaHbI TPyJa U MOXKapHOU 0€30MaCHOCTH.

4.2. UudopmaunoHHoe odecnievyeHne 00yueHust
Ilepeyenbr pexkoMeHayeMbIX Y4eOHbIX wu3aaHuid, WHTepHeT-pecypcos,
JAOIOJIHUTEJIbHOU JIUTEPATYPbI
OcHOBHbBIE HCTOYHHKH:
1. MambiknH A.C., ApxnBHoe aeno B cyae : y4ebHoe nocobue / MambIKUH

A.C., Nartbiwesa H.A.. — MockBa : POCCMMNCKMIN rOCypapCTBEHHbINM YHUBEPCUTET
npasocyana, 2017. — 188 c. — ISBN 978-5-93916-582-2. — TeKCT : 3/IeKTPOHHbIN
// IneKkTpoHHO-6ubnMoTeuyHaa cuctema IPR BOOKS : [cant]. — URL:

http://www.iprbookshop.ru/74154.html
2. Tenbuapos, A. . ApxnsoseaeHue : yuebHoe nocobue ana 6akanaspos /
A. [I. Tenbyapos. — 2-e nsg. — Mocksa : [Jawkos n K, 2018. — 184 c. — ISBN
978-5-394-03033-8. — TeKCT : 3NeKTPOHHbIN // DNeKkTpoHHO-bubanoTeyHas
cuctema IPR BOOKS : [caiiT]. — URL: http://www.iprbookshop.ru/85695.html
JlonmoiHUTEIbHBIE UCTOYHUKH:

1. Wwnwenosa, C. A. KommeHTapuin K PegepanbHOMY 3aKOHY OT 22 OKTAbpA
2004 r. No 125-03 «06 apxusHom gene B Poccuitickonn Pepepaummn» / C. A.
Wwnwenosa, C. A. TanbumkoB. — Capatos : A N 3p Megma, 2011. — 139 c. —
ISBN 2227-8397. — TeKCT : 3N1eKTPOHHbIN // dNeKTpOHHO-bMbanoTeyHan cuctema
IPR BOOKS : [caliT]. — URL: http://www.iprbookshop.ru/3144.html

2. MHGOPMaAUMOHHbIE TEXHO/10rMmn B OOKYMEHTaUMOHHOM
obecneyeHUUynpaBieHUas W apxMBHOM pene : y4ebHuk ana sysos / T. B.
KoHgpawosa, H. H. KyHses, E. B. TepeHTbeBa, A. . ®abpunyHOB ; noa peaakumnen
H. H. KyHAeB. — Mocksa : Jloroc, 2016. — 408 c. — ISBN 978-5-98704-786-6. —
TeKCT : 3NeKTPOHHbIN // IneKTpoHHO-6nbanoTeuHasa cuctema IPR BOOKS : [canT].
— URL: http://www.iprbookshop.ru/70714.html

3. Wwnwenosa, C. A. KommeHTapuit K PegepanbHOMY 3aKOHY OT 22 OKTALpA
2004 r. No 125-®03 «06 apxusHom gene B Poccuitckont ®Pepepaummn» / C. A.



http://www.iprbookshop.ru/85695.html
http://www.iprbookshop.ru/70714.html

Wwnwenosa, C. A. TanbumkoB. — Capatos : A M1 9p Megma, 2011. — 139 c. —
ISBN 2227-8397. — TeKCT : 3N1eKTPOHHbIN // dNeKTpoHHO-bMbanoTeyHan cmctema
IPR BOOKS : [caiT]. — URL: http://www.iprbookshop.ru/3144.html

4. UHPOPMALMOHHble TEXHONOTMNK B AOKYMEHTALMOHHOM
obecneyeHUNynpaBAEHUA W apXMBHOM pdene : y4yebHuk ana sysos / T. B.
KoHapawosa, H. H. KyHsAes, E. B. TepeHTbeBa, A. . ®abpuyHoB ; noa pegakumnen
H. H. KyHaes. — MockBa : Jloroc, 2016. — 408 c. — ISBN 978-5-98704-786-6. —
TeKCT : 3NeKTPOHHbIN // dneKkTpoHHO-6nbanoTeuHasa cuctema IPR BOOKS : [canT].
— URL: http://www.iprbookshop.ru/70714.html

5. MambikuH A.C., ApxnBHoe aeno B cyae : ydebHoe nocobue / MamMbIKUH

A.C., Natbiwesa H.A.. — MockBa : POCCMACKMIA FrOCYyAapCTBEHHbIA YHUBEPCUTET
npasocyana, 2017. — 188 c. — ISBN 978-5-93916-582-2. — TeKCT : 3/IEKTPOHHbIN
// 2nekTpoHHO-bubnnoTeuyHas cuctema |IPR BOOKS : [cant]. — URL:

http://www.iprbookshop.ru/74154.html
HNurepHer-pecypcesbl
Caiir IIpaBurensctBa Poccuiickon @enepanum WWW. govermment. ru
Caiit Koncturynunonunoro Cyna Poccuiickoit deneparim Www. Ksrf. ru
Caiit Bricirero Apourpaxuoro Cyaa Poccutickoit @eneparnun Www. arbitr. ru
Caiit Bepxosnoro Cyna Poccutickoit ®enepamnn Www. Vsrf. ru
Caitt I'enepanbHoil IIpokyparypel Poccuiickoit @enepauuu WWW. genproc.
gov. ru
HNudopmarmonHo-mpaBoBoit nopran «['apant» Www. garant. ru
7. Nudopmanmonno- nmpaoBoit mopran «Koncynerantlliroc» www. consultant.
ru
8. Nudopmanmonno- mpaBosoii mopran «Komeke» www. kodeks. ru
9. BonbIoi FopuaIuvecKuit cioBaph OHIaitH WWW. law-enc. net
10.¥FOpuamueckuii cnoBapr Www. legaltterm. info
11.Caiit Xypnana poccuiickoro mpaBa WWWw. norma-verlag. com
12.YOpunnueckuit noptain «IIpaBonopsaoxk» WWW. oprave. ru
13.TTopran «}Opuauueckas Poccus» http//law. edu. ru
14.Pycckue apxusbl (http://www.abamedia.com/rao/)
15.Apxusbl B Poccun (http://www.iisg.nl/-abb/)
16.BcepoccuincKknii Hay4yHO-NcCcneao0BaTeNbCKUN UHCTUTYT LOKYMEHTOBEeAEHUA U
apxusHoro gena (BHUUAOALD) (http://www.dataforce.net/-vniidad/)
17.Apxubl PO. AndasutHbint cnucok (http://www.temples.rio.ru/archives.html)
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4.3. O0mue Tpe0OBaHUA K OPraHU3ALMH NPOU3BOJACTBEHHON NPAKTUKH

OO0s3aTeNbHBIM  YCJIOBUEM JIONYCKAa K IIPOU3BOJACTBEHHOM TMpPAKTUKE B
pamMKax NpoQEeCCHOHAIBHOIO MOAYJIS «ApXHMBHOE J€JI0 B CyIe» SBISETCS
OCBOCHHME TEOPETHUYECKUX M NPAKTUYECKUX 3HAHUW IO MEXAUCLUIUIMHAPHBIM
KypcaM «ApXUBHOE JIe]0 B cyne» u «Opranuzanus paOOTbl apxuBa B Cyle», a
TaK>Ke TOJIOKUTENbHAS OIICHKA Y4eOHOM MPaKTUKH.


http://www.govermment.ru/
http://www.ksrf.ru/
http://www.arbitr.ru/
http://www.vsrf.ru/
http://www.genproc.gov.ru/
http://www.genproc.gov.ru/
http://www.garant.ru/
http://www.consultant.ru/
http://www.consultant.ru/
http://www.kodeks.ru/
http://www.law-enc.net/
http://www.legaltterm.info/
http://www.norma-verlag.com/
http://www.oprave.ru/
http://www.kemerovo.ru/
http://www.temples.rio.ru/archives.html

4.4. KaapoBoe obecnieuenne 00pa3oBaTeiLHOI0 nmpoiecca

Opranuzaito U PYKOBOACTBO  IPOM3BOJICTBEHHOM  NPaKTUKOMN
OCYILECTBIISIIOT PYKOBOAUTENH NpakThdeckor noarotoBku ot YIIOY IOMT u or
npo(HIbHON OpraHU3aINH.

PykoBoguTenu npakTHUEeCKOW MOATOTOBKU OT MPO(HIBHONW OpraHU3aI|U
BBIJICTISIIOTCS U3 YHCIIA BBICOKOKBATU(UITUPOBAHHBIX CIEIIHAMCTOB.

TpeboBanne k KBanU(pUKALUU MEJATOTMUYECKUX KaJpOB, 00ECIEUUBAIOIINX
peanu3anuoo MpOrpaMMbl MPOU3BOJCTBEHHONW IIPAKTUKA — HAJIWYHAE BBICIIETO
o0pa3oBaHMs, COOTBETCTBYIOUIETO MpOouit0 MpodeCCHOHATBHOTO  MOIYJIS
«ApXMBHOE JIe10 B CyJI€» H ONbITa NPAKTUYECKON JEATEIBHOCTH 110
COOTBETCTBYIOIIEN CIENUANBHOCTH. PYyKOBOJCTBO IIPAKTHMKOM OCYLIECTBIISIOT
MpEenoAaBaTeii MEKIUCIUIUIMHAPHBIX KypCOB.
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5. OHEHOYHBIA MATEPHUAJI ITIPOXOXKJIEHUS IIPAKTUKH

cDOpMOI\KJI OTYCTHOCTHU CTYACHTA IIO HpOHSBOI[CTBCHHOﬁ IMPAKTUKC ABJIACTCA

MUCbMEHHBIA OTYET O

BBIITOJIHCHHN pa60T 151 HpI/IJ'IO)KGHI/Iﬁ K OT4CTY,

CBUJICTCIILCTBYIOIIMX O 3aKpEIUICHUW 3HAHWW, YMEHUH, NPpUOOpPETESHUHU
MPAaKTUYECKOTO  OMbITa, (OPMUPOBAHMM OOIMMX ©W  MOpodecCHoHATBHBIX
KOMHCTCHHI/Iﬁ, OCBOCHHNU HpO(l)GCCI/IOHaJIBHOI‘O MOIYJIA.
[Io pe3ynpTaram  3alUTBl  CTYJEHTAMH  OTYETOB  BBICTABIISIETCA
nudpepeHIUPOBAHHBIN 3a4ET 1O MTPOU3BOJACTBEHHOM MPAKTHKE.
DopMbI U
PesyabTaTsl
OcHOBHBIE MOKA3aTeJIN OLEHKH MeETO/IbI
(ocBoeHHbBIE IPOPeccHoOHAIbHbIE
pe3yJbTara KOHTPOJIS ¥
KOMIIEeTEHIIHH)
OILlEHKH

I[IK 1.4. OGecneuuBath paboTy
apxuBa cyna

- MPaBWIBHOCTH MOATOTOBKHU
CyIeOHBIX JIe] U MaTepHUaoB IS
CIauu B apXUB;

- KQ4eCTBO OCYIIECTBIICHHS
MOJIHOTO O(hOPMIICHHS €T
(moAmMBKa UM TEpeIuIeT Jena,
U3BSITHE U3 JIeTIa MEeTAJUTMYECKIX
CKPETIOK ¥ CKOOOK, HyMeparusi
JIMICTOB M 3aIIOJTHEHUE JINCTA-
3aBEPHUTEIIA);

- IPAaBUJIHLHOCTH COCTABJICHHUS
BHYTpPEHHEH OINUCH JOKYMEHTOB;
- TOYHOCTh BHECCHHUS
HEOOXOUMBIX YTOUHEHUH B
PEKBU3UTHI OOJIOKKH JIeNa;

- KauecTBO 0(OPMIICHUS
pe3ysIbTAaTOB CIAAauM JIeN Ha
apXMBHOE XpaHEHUE,

- coOMroIeHNE TIOpsIKa
UCTIOJIB30BaHUS IOKyMEHTOB
apxuBa CyJa;

- IPaBUIILHOCTH MOpsiKa 0TOOpa
JIOKYMEHTOB M 0(OPMIICHUS UX Ha
YHUUTOKECHUE

OneHka pemeHus
CUTYaI[MOHHBIX
3aJ1a4.
OneHka
MPAKTUYECKOU
pabotel. OnieHKa
yaeOHOU
MIPaKTUKH.
Ananuz
XapaKTePUCTUKU
Ha CTY/ICHTA C
MecTa
TIPOXOKICHHS
MPAKTHKH.
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