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JIMcT akTyaJaM3anuu nporpaMmsl

[Iporpamma nepecmoTpeHa, oocyxaeHa u ogoopeHa ais peanusanuu B 2021 - 2022 yaeOHoMm
roqy Ha 3acefanuu kadenpel I[legarorndeckoro o0pa3oBaHus U JOKYMEHTOBEICHUS

IIpotokom ot 20 1. Ne
3aB. kadempoii C.C. BennkanoBa

[Iporpamma nepecmoTpeHa, odcyxaeHa u ogoopeHa aisa peanusanuu B 2022 - 2023 yaeOHOM
roqy Ha 3acefanuu kadgenpel Ilemarorndeckoro o0pa3oBaHus U JOKYMEHTOBEICHUS

[Ipotokom o 20 r. Ne
3aB. kadeapoii C.C. BenukanoBa

[Tporpamma nepecmoTpeHa, odcykaeHa u ogodpena i peamuzanuu B 2023 - 2024 yuebHOM
roay Ha 3acenanuu kadenps! [lemarormueckoro o6pa3oBaHHs U TOKYMEHTOBEICHHS

[Ipotokom o 20 1. Ne
3aB. kadeapoii C.C. BenukanoBa

[Tporpamma nepecmMoTpeHa, odcykaeHa u ogodpena i peamuzanuu B 2024 - 2025 yuebHOM
roay Ha 3acenanuu kadenps! [lemarormueckoro oopa3oBaHHs U TOKYMEHTOBEICHHS

[Iporokon or 20 1. Ne
3aB. kadenpoii C.C. Benukanosa

[Tporpamma nepecmoTpeHa, oocykaeHa 1 ogoopeHa /uisa peanuzauuu B 2025 - 2026 yuebHOM
roxy Ha 3acefanuu kageapsl Ilegarornyeckoro o6pa3oBaHus U JOKYMEHTOBEICHUS

[Iporokonm ot 20 1. Ne
3aB. kadenpoii C.C. Benukanosa




1 Iesan npaktuxku/HAP

Lenstmu yaeOHOM MPaKTUKK 10 HampaBieHuio moAroToBku 46.03.02 JlokymeHTOBEIeHUE
U apXUBOBEJCHUE SBISAIOTCA NPUOOpETEHHE CTYACHTAaMU NEPBHYHBIX MPO(EeCCHOHATBHBIX
3HaHUH W yMEHHUH B oONacTH aHamu3a U O(GOPMIIEHUS JOKYMEHTOB C HCIIOJIb30BaHHEM
KOMIIBIOTEPHBIX TEXHOJOTHH; 3aKperieHue MPaKTUYECKUX YMEHHH, C(HOpMUPOBAHHBIX Y
CTYACHTOB B X0JI€ OCBOCHHS YYEOHBIX AUCLUIUINH.
2 3apaun npaktuku/HAP

3amauaMul yueOHOM PAKTUKHU SBIISIOTCS:

— 3aKperjieHue TEOPeTHMUYECKOTo MaTepuaga 1o NpOoQUIbHBIM  TUCIUILUIMHAM
MOJITOTOBKH;

(] pa3BUTHE M COBEPILICHCTBOBAHHUE YMEHHUS OCYIIECTBIATh MNPO(ECCHOHATLHYIO
JeSITeIbHOCTD B 0071aCTH HH(OPMAIIMOHHBIX TEXHOJIOTUH;

(] pa3BUTHE TBOPUYECKOI CAMOCTOATEILHOCTH U MHUIIMATUBHOCTH.

3 Mecto npaktuku/HUP B cTpykType 06pa3oBaTe/ibHOI MPOrpaMMbl

Hns  mpoxoxneHust npaktuku/HUP HeoOxonumbl 3HaHus (yMeHMs, BIIAJCHUsA),
c(OpMHUPOBAHHBIC B PE3YIIbTATE U3YUCHHS JUCITUTUTUH/ IPAKTUK:

VYpaBneHue 4ea0Be4eCKUMHU pecypcamu

TexHonorus kKoMan1000pa30BaHUS U CAMOPa3BUTHS

OCHOBBI TOKYMEHTOBEACHUS

JlokyMeHTaImoHHOe 00ecledeHre rocyJapCTBEHHOTO yCTpoiicTBa B PO

OCHOBBI apXUBOBECHUS

MatemaTtuueckre METO/Ibl B JOKYMEHTAIIMOHHOM 00€CIIEYeHUH YIIpaBICHUS

WNudopmaruka

Brenenue B mpodeccuto

JIMHrBUCTUYECKHE OCHOBBI JIEJIOBOTO NMHChbMa

CoBpeMeHHas OpraHu3alys rocy1apCTBEHHbBIX yupekaeHuil Poccun

JlokyMeHTalMoHHOE 00€ecIedeHne apXUBHOTO iefia U HHPOpMaloHHOH cdepbl B PO

3HaHus (yMEHUs, BJIAJICHUs), MOJYyYEHHbIE B Mpoliecce MpoxoxaeHus npaxtuku/HIP
OyayT HEOOXOAUMBI JUISl U3YUEHUs TUCHUIUIMH/TIPAKTUK:

JlenoBast putopuka

JIOKyMeHTHas TMHTBUCTHKA

OCHOBBI Hay4YHO-HCCIIEN0BATENBCKON AESITEIBHOCTH

[IpaBoBeneHuE

Opranu3anus 1 TEXHOJIOTUS TOKYMEHTAMOHHOTO 00eCTIeYeHUs YIPaBICHUs

ApXVBOBEIIEHUE

JlokymeHTaImoHHOe oOecTeueHrne aIMUHUCTPATUBHBIX OTHOIIEHUH B PD

JIoKyMeHTallMOHHOE obecreueHne rpakaHCKUX OTHOIEeH! B PO

JIoKyMeHTaIMoHHOE 00ecredeHe TPYIOBbIX OTHOIIEH!U B PO

HNudopmannonnoe odecrieyeHne ynpaBieHus

Kanposas nonuruka

Kanposoe nenonpoun3BoacTso

MopenupoBaHue CUCTEM JOKYMEHTAUU OpraHU3alluu

OCHOBBI CEKpETapCKOro 00CTyKUBaAHUS

[IpoekTHas AesATETbHOCTD

JlenoBast nepenucka

WNHpopmannoHHbIE TEXHOIOTUH B JOKYMEHTOBEICHUH U apXUBHOM J€Jie

HopmaruHas 6a3a 1eoBoOro nuchbma

[IpoexTupoBaHue ynpaBlIeHYECKON JOKYMEHTA[UU OPTraHU3alun



[Tpon3BoACTBEHHAsA - MPAKTUKA M0 MOJYYCHUIO MPOPECCHOHATBHBIX YMEHHH M OIbITA
npodeccHoHaIBHOM 1eSTETHHOCTH

ApXHMBBI 10 TUYHOMY COCTaBY

BrruucnuTenpHas TeXHUKA W MPOrPaMMHUPOBAHUE B TIOKYMEHTAIMOHHOM OOECTICYeHHU
YIIPaBJICHUS U apXHUBaX

Jlenonpon3BoACTBO KOMMEPUYECKHUX PEATIPUSTHIA

WudopmanroHHbie pecypchl KaJpoBOM CITyKObI

KondunennuanbHoe 1e10nponu3BoCTBO

OO0paboTKH ¥ 3aIIUTa TOKYMEHTHPOBAaHHOI HH(pOopMannu

[lepconanbHbIe JAHHBIE U KX JOKYMEHTHPOBAaHHUE

[TpakTHKyM 1O COCTaBIICHHUIO ¥ O()OPMIICHHIO CITY’)KEOHBIX JOKYMEHTOB

CnenunanpHas CUCTEMA y4ETHOW JOKYMEHTALUH

TexHuueckue cpeacTsa yrnpaBieHUs B JOKYMEHTAIIHOHHOM 00eCTIeUeHIH YIPaBJICHUS U
apXxmBax

['ocynapcTBeHHBIC, MyHHIIUIATBHBIE ¥ BEIOMCTBEHHBIC APXHBBI

J1enonpon3BOACTBO MYHUITUITATIBHBIX YIPEKICHHH

JIOKyMEHTallMOHHOE ~ O0ECIeYeHNEe YNpaBlICHUS Ha MNPEINPUATUAX  PasIUYHBIX
OpraHU3aIMOHHO-TIPABOBBIX (hOpM

JIOKyMEHTHUPOBaHHE IEATEIILHOCTH HETOCYAaPCTBEHHBIX OpraHU3alnui

JIOKyMEHTBI M TOKYMEHTOOOOPOT B OyXTajTepCKOM ydeTe

MesxayHapoIHbIE CTaHAAPTHI YIIPABICHUS JOKYMEHTaMHU

Opranu3zanus padoThl ¢ 00pallleHUsIMU TPaK1aH

[ToaroroBka K 3alIMTe ¥ 3aIUTA BBITYCKHOH KBATU(PHUKAIIMOHHON pabOTHI

IToaroroBka K caade u cada rocy1apCTBEHHOTO 9K3aMEeHA

4 Mecto npoBeaenuns npakruku/HUP

VYuyebHas mnpakTHKa NPOBOAMTCS Ha Oaze opraHum3zauuil 000# OpraHU3alMOHHO-
npaBoBoi (GopMmbl. CTyIeHThI 3a04HON (HOPMBI 00YUEHHS MPOXOAAT MPAKTUKY B OpraHU3aLUsaX
10 MECTY TPYJOBOM I€ATEIBHOCTH.

VY4eOHast MpakTHKa MOKET IPOBOAUTHCS B CTPYKTYPHBIX MOJIpa3eIEHUSIX OpraHU3aliH.

JUis U1l ¢ OTpaHWYEHHBIMH BO3MOYKHOCTSIMHM 3/0pPOBBSI BBIOOP MECT MPOXOXKIEHHS
MPAKTHUK JIOJKEH YUYUTHIBATH COCTOSIHUE 3/I0POBBS U TPEOOBAHHUS 11O TIOCTYITHOCTH.

Crnioco6 mposenenus npaktuku/HUP: Beie3anas
ITpaktuka/HUP ocymecTBisieTcss HEMpepbIBHO

5 Komnerenuuu odyuaromerocsi, opmMupyembie B pe3yJibTaTe NPOX0KAEeHUS
npaktuku/HUP n niianupyemsie pe3yabTarbl 00y4eHHs

B pesynprare mnpoxoxaenus mnpaktuku/HUP oOywaromuiics momkeH o0nagath
CJIEIYIOIMMH KOMITETCHIMSIMU:

CrpyKTypHBIH [Inanupyemble pe3yabTaThl O0yUeHHs
JJIEMEHT
KOMIIETEHIINHT

OK-9  roTOBHOCTBHIO MOJIB30BATHCS OCHOBHBIMU METOJAMH 3aIIMUTHI IPOM3BOACTBEHHOIO
NepcoHaIa U HaceJIeHUs! OT BO3MOKHBIX MOCIEACTBUM aBapuii, kKatacTpod, CTUXUHHBIX
OencTBU

3HaTh MpaBUJjIa MOBEICHHS IEPCOHANIA MIPH aBapUAX, KaTacTpo(ax, CTUXUHHBIX
OencTBUI

YMerb WCIOJIb30BATh 3HAHMUS M0 3aIIUTE TOKYMEHTAIHHOTO (POHIA MPH aBapHUsX,
KaTacTpodax, CTUXHHHBIX O€ICTBHIX




Bnanets

[IPUEMaMH 3aILUTHI ADXUBHOTO IIEPCOHANA, IOCETUTEIEH U

JOKYMCHTAJIbHOI'O (1)0H,Z[a OT BO3MOXKHBIX HOCJ'ICI[CTBI/Iﬁ aBapI/Iﬁ

OK-10

CIIOCOOHO

CTBIO K MCIIOJIb30BAHMIO OCHOBHBIX MCTOA0B, CIIoco0OB U CpCACTB

MOJTy4eHUsl, XpaHeHHUsl, epepaboTku nHbopManun

3HaTh

HOpPMAaTUBHBIC TPEOOBAHUS TIPABIII OPTAHU3AINH MTOJIYICHUS, XPAaHEHUS U
nepepaboTku HH(OPMALIMU B ApXUBHOM YUPEXKICHUU

YmMmern

MOJIb30BaThCs 3aKOHOATENBHOM 0a30ii 11 OpraHu3aly NOTyYEHus,
XpaHeHHUs, epepadboTKU UH(OpMaIK B YCIOBUSAX apXUBa B COOTBETCTBUU
C HOpMaMHu

Bnanets

TEXHUKAMHU 0()OPMIICHUS CONTPOBOAUTEIHLHON JOKYMEHTAITUH TTOTYICHHS,
XpaHeHus1, nepepaboTKu apXUBHOW MH(OPMALIUU B YCIOBUSIX apXUBHOTO

YUPEKICHUA

OIIK-1
IPaKTUKE

CIIOCOOHOCTBIO HCIIOIL30BATh TCOPCTUUCCKHUEC 3HAHNA U MCTOAbI UCCIICAOBAHNA Ha

3HaTh

OCHOBHBIE METO/bI NUCCIEA0OBAHUS aPXUBHBIX JOKYMEHTOB, a TAKKe
CrocoObl NPUMEHEHUS TEOPETUUECKUX 3HAHUH B chepe apXUBHOIO Jieja Ha
IIPaKTHKE

YmMmern

pacrio3HaBath 3 (HEeKTUBHOE penieHne oT Hed((HEeKTUBHOTO IPU
HNPUMEHECHUH TEOPETHUYECKUX 3HAHHI B chepe apXUBHOTO Jiesia Ha
[IPAaKTUKE

Bnaners

croco6aMu OIIEHUBAHMS 3HAYUMOCTH U MTPAKTHUECKON MPUTOTHOCTH
MOJTyYEHHBIX PE3YJIbTATOB;

OCHOBHBIMH METOJIaMH PEeIlIeHUs 3a7a4u B TpohecCHOHaTbHON 00I1acTH MPU
MIPUMEHEHUN TEOPETHUECKUX 3HAaHUH B cepe apXUBHOTO Jieia Ha
MIPaKTUKE

OIIK-4

BIIaJICHUEM HABBIKAMH HCTIOJb30BaHUS KOMITBIOTEPHON TEXHUKU U
WH(OPMAILIMOHHBIX TEXHOJIOTHI B MOMCKE UCTOYHUKOB M TUTEPATYPhI, UCTIOJIb30BAHUHT
MPaBOBBIX 0a3 TAHHBIX, COCTABICHUHU OMOIHOTpadUUecKrX U apXUBHBIX 0030pOB

3HaTh

HOPMAaTHBHYIO 0a3y HCIOJIb30BaHHsI KOMITBIOTEPHOI TEXHUKH U
UH()OPMAIIMOHHBIX TEXHOJIOTUH B MOUCKE UCTOYHUKOB U JINTEPATYPHI B
pabote apxuBa

YMmern

I10JIB30BATHCS KOMIIBIOTEPHON TEXHUKOM B IOUCKE HCTOUYHUKOB U
JUTEPaTyphbl, IPU COCTaBJIEHUN OUOIHOrpaUUecKuX U apXUBHBIX 0030pOB
B paboTe apxuBa

Bnanets

HaBBIKAMHU paOOThI C KOMITBIOTEPHOM TEXHUKOW MPU MOUCKE UCTOUHUKOB U
JUTEPaTyphl, IPHU COCTaBJIEHNN OUOIHOrpaUuecKuX U apXUBHBIX 0030pOB

IIPU peLIeHUH MpoQecCHOHANbHBIX 331y apXUBapHyca

OIIK-6

CIIOCOOHOCTBIO pelllaTh CTAaHJAPTHBIE 33/1a4l MPOPECCHOHATBHON AESITeIbHOCTH Ha
OCHOBe WH(OpPMAIIMOHHOI 1 OubIHorpadguueckoi KyabTyphbl C IPUMEHEHHEM HH(POPMALMOHHO-
KOMMYHHKAIIMOHHBIX TEXHOJIOTHI U C Y4ETOM OCHOBHBIX TpeOoBaHMI HH(OpMaLMOHHON

0€3011acCHOCTH

3HaTh HOPMAaTHUBHYIO 0a3y MpUMeHEeHHs HH(POPMAIIMOHHO-KOMMYHHUKAIIMOHHBIX
TEXHOJOTHI € y4eTOM OCHOBHBIX TpeOOBaHMI HH(OPMALIMOHHON
6e301acHOCTH B paboTe

Ymertb pemaTh CTaHIapTHBIE 3a7a4 NPO(heCCHOHAIBHON AeITeTbHOCTH
apXHUBHUCTa HAa OCHOBE MH()OPMAITMOHHON 1 OMOIHOTpaPUIECKON KYJIbTYPHI
C IPUMEHEHUEM WH(POPMALIMOHHBIX TEXHOJIOTHIA

Bnanets HaBbIKaMU PUMEHATh UH(GOPMAIIMOHHBIE TEXHOJIOTUH MPU PELICHUH

npodeccHOHANBHBIX 3a]a4u B paboTe




[TK-1 cnocoGHOCTBIO MPUMEHATH HAYYHBIE METOABI IIPH HCCIIEJOBAHUU OOBEKTOB
npodecCuOHAIBHOMN e TETbHOCTH

3HaTh coJiepKaHue U CHEIM(PHUKY METOIOB HCCIIEIOBAHUS U pealln3alliil UX B
podecCHOHAIBHOM AEeATebHOCTH

YmeTh OLIEHUBATh U 00CYXJaTh CIIOCOObI 3(h(hEeKTUBHOTO PELICHUS TPAKTUIECKUX
npodecCHOHATIBHBIX 3a/1a4 B MPO(GECCHOHATBHOMN eI TeNbHOCTH

Brnaners pUeMaMH pean3alliii METO0B PEUICHHUs 3a7a4d B MPo(ecCHOHANBHOIMI

oOJactu

[TK-4 ciocoGHOCTBIO CAMOCTOSITETHLHO PadOTaTh C pa3IMYHBIMU HCTOYHHUKAMH WH(POpMaIUN

3HaTh 3aKOHOJATEIbHYI0 0a3y MpaBWJI NOUCKA MHMOPMALIUH U €€ UCIIOIb30BAHUS
B IPOECCUOHATILHON IEATEIILHOCTH

YMethb CaMOCTOSITEJIHO UCIOJIb30BaTh HICTOUHUKU UH(OpMAINH B
poeCCHOHATTLHOMN IEATENLHOCTH 110 paboTe ¢ TOKyMEHTaMU

BJ'IaIleTI) HaBBIKaAMH OLICHWUBAaHUA 3HAYUMOCTH U HpaKTquCKOﬁ IMPUTrOJHOCTH

TIOJIYUYCHHBIX PE3YJIbTATOB IIOHUCKA 110 JOKYMCHTaM

[TK-8 crmocoOHOCThIO aHATTM3UPOBATH IIEHHOCTh JOKYMEHTOB C IEJIBIO X XPaHCHUS

3HaThb 3aKOHOJIAaTEIbHYI0 0a3y 1 OCHOBHBIE IPAaBUIIAa HKCIIEPTH3bI LIEHHOCTU
JOKYMEHTOB YUPEKICHUS

YMmerb OpPraHMU30BaTh MPOLENYPY IKCIIEPTU3BI U IPUMEHATh 3HaHus 1o DI/,
KpUTEpUU LIEHHOCTHU IIpU 0TOOpE JOKYMEHTOB Ha XpaHEHUE

Bianers IIPUEMAMHU COCTABJICHUS COIPOBOAUTENBHON JOKYMEHTALUN, HABBIKAMU U

meroaukamu DL/];
croco6aMu OIIEHUBAHMS 3HAUUMOCTH JOKYMEHTA - MPOTOKOJIMPOBAHHE

O

[1K-14 BnaneHreM HaBBIKAMU HCIOIb30BaHUS KOMIIBIOTEPHON TEXHUKU U HH(POPMAIIMOHHBIX
TEXHOJIOTUI B TOKYMEHTAIIMOHHOM 00ECIIEYeHUH YIIPABIECHHS U apXUBHOM JieNIe

3HaTh HOPMAaTUBHYIO 0a3y UCHOJb30BaHUsI KOMIIBIOTEPHON TEXHUKU U
MH(GOPMAIMOHHBIX TEXHOJIOIUH B IOKYMEHTAIMOHHOM 00€eCIIeYeHnn
YIIPaABJIEHUS U apXUBHOM JI€JIE

Ymeth BECTH HAyYHO-METOJANYECKYIO pabOTy B apXHBE UCIOIb30BAHUS
KOMITbIOTEPHOU TEXHUKH U MH(POPMAIIMOHHBIX TEXHOIOTHM

Branets croco6aMu COBEPUIEHCTBOBAHUS MPO(ECCHOHANBHBIX 3HAHUN U YMEHUIN

IMyTEeM HCIIOJIb30BaHUA I/IH(bOpMaI_II/IOHHLIX TEXHOJIOTUH - COCTaBJICHHE
JOKYMEHTOB C HCKOTOPBIMHU 3aMCYaHHUAMU

IIK-16 BJIAAICHUCM IIPpaBUJIAMH IKCIUTyaTalluu TCXHUYCCKUX CPEACTB U CIIOCOOHOCTBIO
HCIIOJIB30BAaTh TEXHUYCCKUEC CPEACTBA B JOKYMCHTAIMOHHOM oOecreyeHnu YIIPABJIICHUA U

APXUBHOM JCJIC

3HaThb HOpPMAaTHUBHYIO 0a3y HCIOJIb30BAHUS TEXHUUYECKUX CPEJICTB B
JIOKYMEHTAI[MOHHOM OO€CIIeUeHUH YIIPABIECHUS U apXUBHOM JIeNe

YMerb BECTH HAyYHO-METOJANYECKYIO Pa0OTy € 3KCIUTyaTallMeld TEXHUUECKUX
CPEICTB

Bunaners croco0amMM COBEPILIEHCTBOBAHUS NMPO(EeCCHOHAIBHBIX 3HAHUN M YMEHUH

apxuBapHyca IMMyTeM C dKCIUTyaTalueld TEXHUYECKUX CPECTB

[1K-18 BrnaseHuemM COBpeMEHHBIMH CUCTEMaMHU HH()OPMAITMOHHOTO M TEXHUYECKOTO
o0ecreueHns JOKYMEHTAMOHHOTO 00eCIIeueH s yIIpaBIeHHs U yIIPaBJICHUsS apXUBaMHU




3HaTh

HOPMATHUBHYIO 0a3y cUCTeM MH(POPMALMOHHOTO U TEXHUYECKOTO
obecneyeHns JOKYMEHTAalMOHHOTO 00eCcreuyeH s yIpaBleH!s U
YIIPABJICHUS apXUBAMU

YMers OIIEpPUPOBATH CHCTEMaMU UH(POPMALIMOHHOTO U TEXHHYECKOTO
obecneyeHns JOKYMEHTAlMOHHOIO 00eCIIeUeH s YIIPaBIeHHs U
YIPABJICHUS apXUBAMU

Brnaners HaBbIKAMHU pabOThI B cUcTeMaxX MHPOPMALMOHHOTO U TEXHUUYECKOTO

o0ecreyeHns: JOKYMEHTAIIMOHHOTO 00eCTIeYeHUS YITPaBICHHS U
yIIpaBJIEHUS] ApXUBAMHU

ITK-19 criocoOHOCTBIO NCTIOIB30BATh MPaBUJIA IOATOTOBKU YIIPABICHYECKUX JOKYMEHTOB U
BEJICHUs JIEJI0BOU ITEPEIUCKU

3HaThb OCHOBHBIE ITPaBUJIa IOATOTOBKH YIPABICHUYECKUX JOKYMEHTOB U BEICHUS
JIEJI0BOY MTEPENUCKH

YMetb aHAJIM3UPOBATh OCHOBHBIE MPaBUJIa OATOTOBKU YIIPABICHUECKUX
JIOKYMEHTOB U BEJICHUS JEJI0BON NEPENUCKU

Brnaners CIOCOOHOCTBIO MCII0JIb30BaTh OCHOBHBIE NPaBUJIA MIOATOTOBKU

YIIPaBJICHUYCCKHUX JOKYMCHTOB U BEACHUA IlGJIOBOf/JI NEPCIIMCKU




6. CTpykTypa u conep:xanue npakruku/HAP

O6mas tpynoemkocth npaktuku/HUP cocraBnser 6 3averHpix enunmi 216 aka.
YacoB, B TOM YHCIIE:

— KOHTakTHas padora — 0,4 akaj. 4acos:

— caMmocTosiTenbHas pabora — 207,8 akaj. 4acos;

Ne | Paznensl (3Tarmsl) U coJiepKaHue é Bupl paboT Ha paKTHKeE, TS y—
/1 MPaKTHKA & |BKITIOYAs CaMOCTOSTEIILHYIO PabOTy
o Oprarenil Jostammn e scnmme| 09 OK-10, OIIK-1, OIK-4,
1. HpaBOBaH - OP p : OIIK-6, T1K-1, ITK-4, TTK-8, ITK-
p periaMeHTaIus HaNpaBJICHUST  JICATCIBHOCTH | 14, TIK-16, TIK-18, TIK-19
JIeSATeIbHOCTH OpraHu3aIliu MOIPa3IeNICHUS] OPTaHH3aIlHH.
OO;?}?YET;I;HHS; raHH;;ngg;}};%? IToaroroska otuéra:o006menue| OK-9, OK-10, OIIK-1, OIIK-4,
1. baBoBas ) M IAMCHTALILS cBesieHui U oopmitenue oruernoit| OITK-6, ITK-1, TTK-4, TIK-8, TIK-
p P = JIOKyMEHTaIluN 14, TIK-16, I1K-18, TIK-19
JIeSTeIbHOCTH OpraHu3aIliu
O3HaKOMUTENbHBIH JTAal:
JloxymeHTHpOBaHNE O0COOCHHOCTH  JTOKYMEHTHUPOBAHHUS OK-9, OK-10, OTIK-1, OIIK-4,
2. JIESITEIBHOCTH OpraHU3alluu yIpaBJICHYECKOM JIeSITEIbHOCTH OIIK-6, IIK-1, TIK-4, IIK-8, I[TK-
14, TIK-16, TTK-18, TIK-19
OpraHu3aIUU
JIoKyMeHTHpOBaHHe OcHOBHOH  sTam:  pa3paboTka OR-9, OK-10, OTIK-1, OTIR-4,
2 JeATeNbHOCTH OPraHHU3aLK IPOEKTOB ,I[OKyMeH’I"OB OTIK-6, [IK-1, ITK-4, TTK-8, TTK-
) 14, TIK-16, TTK-18, T1K-19
Hrorossrit JTam: 0600menue| OK-9, OK-10, OIIK-1, OIIK-4,
2. HoxymenTnposanie cBeseHmii u opopmiienue oryernoit| OITK-6, ITK-1, TTK-4, TIK-8, TIK-

ACATCIIBHOCTHU OpraHru3anun

JOKYMCHTAIIUN

14, TIK-16, T1K-18, ITK-19




7 OueHo4YHbIE CpeaCcTBa /sl MPOBeJIeHUS MNPOMEXKYTOYHOH AaTTeCTAllUM IO
npaktuke/ HUP
[IpencraBiensl B npuiioxxeHuu 1.

8 YueOHo-MeTOAUYecKOe M MHPOPMaIHOHHOe 00ecniedeHue npakTuxku/HUP

a) OcHoBHas1 IUTEpPaTYypa:

JlokymeHTaIrmoHHoe obecrieueHue ynpasiaeHus : yueonuk / A. C. I'punbepr u np. - M. :
IOHUTU-TAHA, 2011. - 1 snekrpon. ont. guck (CD-ROM). - 3arn. ¢ TuTyn. 3KpaHa. -
(Yuebnass  nurepaTypa I BbIcm. W cped.  1pod. obpas.). - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/10794
40/427 .pdf&view=true (mata oOpamenus: 25.08.2020). - Makpooobekr. - Tekcr
AIIEKTPOHHBIN. - CBeenus noctynusl Takxke Ha CD- ROM.

JIOKyMeHTallMOHHOE ~ O0ecreueHue YIpaBieHHUs Ha MPEANPUATUAX  Pa3TUYHBIX
OpraHu3alMOHHO-TIPAaBOBBIX (opm : ydeOHOe mocobme [mns By3oB] / cocraButenu: C. C.
BenukanoBa, M. B. Kamry6a ; Marautoropckuii roc. Texunyeckuit yH-T uM. . 1. HocoBa. -
Marnutoropck : MI'TY um. I'. U. Hocoga, 2020. - 1 CD-ROM. - ISBN 978-5-9967-1816-0. -
3aru. c TUTYIL. JKpaHa. - URL :
https://magtu.informsystema.ru/uploader/fileUpload?name=4125. pdf&show—dcataloques/1/1535
269/4125.pdf&view=true = (mara oOpamenus: 25.08.2020). - MakpooObekT. - Teker
AIIEKTPOHHBIN. - CBerenus noctymnusl Takke Ha CD- ROM.

Anoxuna, C. A. KypcoBas pabora 0O JAOKYMEHTOBEICHUIO, AapXUBOBEICHUIO,
OpraHu3alliil M TEXHOJIOTUH JIOKYMEHTAIIMOHHOTO OO0ECIeYeHUs1 YNpaBieHUs : ydeOHO-
Meroandeckoe mocooue / C. A. Anoxuna, A. K. Makaposa, 1. B. CamapokoBa ; MI'TY. -
Maruutoropck : MI'TY, 2016. - 1 anekrpon. ont. auck (CD-ROM). - 3ari. ¢ Tty 3kpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1130
337/2535.pdf&view=true (mara oOpamenus: 24.08.2019). - Makpoodsekr. - Tekcr
AIIEKTPOHHBIN. - CBeieHus noctymnHsl Takke Ha CD- ROM.

0) /lonmoJiHUTEIbHAS JINTEpATYypa:

JIOKyMEHTallMOHHOE ~ O0eClieYeHrne YNpaBJICHHS Ha MPEINPUATHSIX — PA3TUIHBIX
OpraHU3allMOHHO-NIPAaBOBBIX (hopM : yueOHOoe mocobue [ans By3oB] / cocraButenu: C. C.
BenukanoBa, 1. B. Kamry6a ; Marauroropckuii roc. texundeckuid yH-T um. I'. M. Hocosa. -
Marnutoropck : MI'TY um. I'. W. Hocoga, 2020. - 1 CD-ROM. - ISBN 978-5-9967-1816-0. -
3aru. c TUTYIL. JKpaHa. - URL :
https://magtu.informsystema.ru/uploader/fileUpload?name=4125. pdf&show-dcataloques/1/1535
269/4125.pdf&view=true  (mara oOpamenus: 25.08.2020). - Makpooobekr. - Tekcr
JIEKTPOHHBIN. - CBeleHus qocTymHbI Takke Ha CD- ROM.

MecTHOe camMOyIpaBleHHe U MyHULMIIAILHOE yIpaBlieHHe : yuyeOHuk / mox pexd. A. C.
[Mpyaaukosa, M. C. Tpodumosa. - 2-¢ usn., nepepad. u gom. - M. : KOHUTU-JJAHA, 2011. - 1
anekTpoH. onT. quck (CD-ROM). - 3arn. ¢ tutyn. skpana. - (Y4eOHas nuTeparypa Ajsl BHICII. H
cpen. pod. obpas.). - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=389.pdf&show=dcatalogues/1/10793
27/389.pdf&view=true (mata oOpamenus: 25.08.2020). - Makpooobekr. - Tekcr
ANIEKTPOHHBIN. - CBeieHus noctynHsl Takxke Ha CD- ROM.

B) MeToanueckue yKazaHus:
[Ipunoxenue 2

r) [Iporpammuoe odecnneuenne u UHTEpHET-pecypcehl:
http://archives.ru ®enepanpHoe apxHBHOE areHTCTBO PD



https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/1079440/427.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/1079440/427.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=4125.pdf&show=dcatalogues/1/1535269/4125.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=4125.pdf&show=dcatalogues/1/1535269/4125.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=4125.pdf&show=dcatalogues/1/1535269/4125.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=4125.pdf&show=dcatalogues/1/1535269/4125.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=389.pdf&show=dcatalogues/1/1079327/389.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=389.pdf&show=dcatalogues/1/1079327/389.pdf&view=true
http://archives.ru/

IIporpammHoe obecnieueHue

HanmenoBanu .
e 11O Ne orosopa CpoOK JIeHCTBUS JIHIICH3UH

MS Windows |/1-1227-18 0T 11.10.2021
MS Windows [J1-757-17 OT 27.07.2018
MS Office No 135 OT 0OeccpoUHO
7Zip CBOOOTHO 0eCcCpoOYHO
Adobe Reader [cBo6oaHO 0ECCPOYHO
FAR Manager |cBo0oaH0 0OECCPOUHO

IIpodeccnonanbHbie 6a3bl JAHHBIX 1 HHPOPMALMOHHbIE CIIPABOYHbIE CHCTEMbI

Haspanue kypca

Ccrluika

OnexkTpoHHas 0a3a MEPUOJUYECKUX U3JaHUM
East View Information Services, OO0 «MBHUC»

https://dlib.eastview.com/

Nudopmanmonnas cucrema - EawHOEe OKHO
JO0CTyTa K HHPOPMAIIMOHHBIM pecypcam

URL: http://window.edu.ru/

OIOKETHOE
UHCTUTYT

®denepanbHOE  TOCYIapCTBEHHOE
YUpEKICHUE «DenepalibHbIN
MPOMBINIJICHHONW COOCTBEHHOCTH»

URL: http://www1.fips.ru/

HauuonaneHas H”HPOPMaIMOHHO-aHAIUTHYECKAs
cucrema Poccuiickuii  MHAEKC HAy4yHOTO
nutupoBanus (PYHII)

URL: https://elibrary.ru/project risc.asp

ITouckosas cuctema Axanemus Google (Google
Scholar)

URL: https://scholar.google.ru/

Poccuiickas OunoImoTeKa.

Karamoru

l'ocynapcTBeHHas

https://www.rsl.ru/ru/4readers/cataloques/

OnexkTpoHHbIe pecypchbl Oubmuoreku MI'TY um.
I'.'1. HocoBa

http://magtu.ru:8085/marcweb2/Default.asp

®denepanbHbIlii  00pa30BaTENbHBIA  TTOPTAT
OxoHomuka. Couuonorusi. MeHe»KMEHT

~ |http://ecsocman.hse.ru/

VYHuBepcuterckass HHGPOPMALMOHHAs CHUCTEMa
POCCHA

https://uisrussia.msu.ru

MesxayHapotHast HayKOMETPHYECKas
pedepatuBHas W MOJHOTEKCTOBast 0a3a JaHHBIX
HayuHbIX n3ganuii «Web of sciencey

http://webofscience.com

u
JTAaHHBIX

MexnyHapoaHas pedepaTtuBHas
MOJTHOTEKCTOBAsl ~ CTpaBouyHas 0Oa3a
HAYYHBIX U3JaHUi «SCOPUS»

http://scopus.com

MexyHapoiHas 6aza
xypHaioB Springer Journals

MOJTHOTEKCTOBBIX

http://link.springer.com/

Menq:[yHapolea;I KOJIJICKIIUS HaYYHBIX
MPOTOKOJIOB MO PA3JIMYHBIM OTPacCiIsiM 3HAHUU
Springer Protocols

http://www.springerprotocols.com/

MexnyHapoaHas 6a3a CpaBOYHBIX M3JaHUHN IO
BCEeM oTpaciisiM 3HaHuit SpringerReference

http://www.springer.com/references



https://dlib.eastview.com/
http://window.edu.ru/
http://www1.fips.ru/
https://elibrary.ru/project_risc.asp
https://scholar.google.ru/
https://www.rsl.ru/ru/4readers/catalogues/
http://magtu.ru:8085/marcweb2/Default.asp
http://ecsocman.hse.ru/
https://uisrussia.msu.ru/
http://webofscience.com/
http://scopus.com/
http://link.springer.com/
http://www.springerprotocols.com/
http://www.springer.com/references

MexayHapoHas pedepaTuBHas "
IOJIHOTEKCTOBasi ~ crpaBouHas 0Oa3a  jmaHHbIX [https://www.nature.com/siteindex
Hay4HBIX u3ganuil «Springer Nature

ApxMB HaydHbIX JXypHanoB «HamuoHanbHbIN
9JIEKTPOHHO-UH(POPMALIMOHHBIM  KoHIopuuym» [https://archive.neicon.ru/xmlu i/
(HIT HOUKOH)

HUudopmanmonnast cucrema - HopmaTtuBHbie
IPABOBBIE aKTBhl, OpraHU3aHOHHO-
pacropsauTeIbHbIC JOKYMEHTHI, HopMaTuBHBIE U [https:/fstec.ru/normotvorcheskaya/tekhniche
METOJMYECKHE JOKYMEHThl M IMOAroToBieHHbIE|Skaya-zashchita-informatsii
HPOEKThI JOKYMEHTOB 0 TEXHHYECKOH 3aluTe
unpopmanun DCTOK Poccun

HupopmanmonHas cucreMa - baHK JaHHBIX
yrpo3 ©OesomacHoctu uHpopmanmun DCTIK [https://bdu.fstec.ru/
Poccun

9 MarepuajbHO-TeXHHUYEecKO0e o0ecneuenue npakTuxku/HUP

MarepuanbHO-TEXHUYECKOE O0ecIeueHne OpraHU3aIMil Pa3IMYHBIX OpraHU3aIllMOHHO-
IIPABOBBIX (POPM MO3BOJISIET B IIOJTHOM 00bEME PEATM30BaTh LENU U 33]1a4 Y4eOHOM NMPaKTUKU U
c(hopMHUPOBATh COOTBETCTBYIOINE KOMITETEHIUH.


https://www.nature.com/siteindex
https://archive.neicon.ru/xmlu%20i/
https://fstec.ru/normotvorcheskaya/tekhnicheskaya-zashchita-informatsii
https://fstec.ru/normotvorcheskaya/tekhnicheskaya-zashchita-informatsii
https://bdu.fstec.ru/

Ipuioxkenne 1

OueHoYHBIE CpeICTBA Jisi NPOBeJAEHUS] TNMPOMEKYTOYHOI aTTecTaluu 10

y4eOHOIl - MpPaKTHKe MO MOJYyYeHHUI0 NMEePBHUYHBLIX MPO(ecCHOHAIBLHBIX YMEHUH H

HABBIKOB, B TOM YHCJIe MEPBUYHBIX YMEHUIT U HABBIKOB HAYYHO-HCCJIE0BATEIbCKOI

AeSTeIbHOCTH
Bun arrecranuu mo uToraMm IMPaKTUKH — 3a4€T C OLIEHKOW, KOTOPBIH MPOBOJUTCS B
dbopme cobeceoBaHMS IO OTUETY.

Hnousuoyanvroe 3adanue Ha npakmuky oas cmyoenmos 1-02o Kkypca.

CTyzeHT 3HAKOMHUTCS C paOOTOW OpraHu3alyy, HANPaBICHUSIMH JACSITCILHOCTH H

O0COOEHHOCTSIMU JIOKYMEHTHUPOBAHUS YIIPABIEHYECKOU NEATEILHOCTH OpraHU3aliy.

CryneHt n3y4aer coJiepyKaHue OpraHHU3al[MOHHO-TIPABOBBIX JIOKYMEHTOB,
perIaMeHTHPYIOLINX JOKYMEHTHUPOBAHHE YIIPABICHUYECKOHN NeSATETbHOCTH 0a3bl MPAKTUKU:

— MOJIOKEHUE O CTPYKTYPHOM MOApA3Je/eHUH OpraHu3alii, B KOTOPOM CTYACHT
IIPOXOJUT MPAKTUKY;

— MHCTPYKLHIO 110 JI€J0IPOU3BOJICTBY 0a3bl IPAKTHKHY;

—  JIOJDKHOCTHYIO MHCTPYKLIHIO TOM JIOJIKHOCTHU JIOKYMEHTOBE/1a
(Z1es10npoU3BOIUTENS, CEKpeTaps, MEHeKepa 10 MepCcoHally, apXUBUCTA U JIp.), KOTOPYIO
3aHUMAET CTY/AEHT BO BPEeMs IPAKTUKH;

— HOMEHKJIATYpy Jel u Opy2ue OpeaHu3ayuOHHO-NPAsosvie OOKYMeHmbl 0a3vl
NPAKMUKU.

*B omuéme 00194CHbl ObIMb YKA3AHBL PEKEUSUMbL U3YUEHHBIX OOKYMEHMO8, NO380IAI0WUe
ux uoenmuguyuposame.

CoBMecTHO € pyKoBoauTeNleM 0a3bl NPAKTUKU CTYJIEHT OINpeNeNseT COAep)KaHue Hu
00BEM TONOJTHUTENIBHOM YacTH y4eOHOM MPaKTUKU.

CTyneHT OmnuChIBa€T CTPYKTYpY OpraHu3aluu, coOupaer wmarepuan Jjs OTuéTa,
OTpakaroIUi OCOOEHHOCTU JOKYMEHTHUPOBAaHUS  YNPABIECHUYECKOW JEATENIbHOCTH  0a3bl
MPAKTUKU.

CryneHT aHanmu3upyeT HOPMAaTUBHYIO 0a3y JOKYMEHTHUPOBAHMs JAEATEIbHOCTU
OpraHM3aly B LIEJIOM U CTPYKTYpPHOI'O INOAPA3AEICHUs, B KOTOPOM IMPOXOIUT IPAKTHKY, Ha
COOTBETCTBUE COBPEMEHHBIM TPEOOBAHUSM.

IToaroroska oryéra:

CryneHt oboOuiaer cBeIEHMs, MOJyYEHHbIE B XOJAE MPAKTHUKU, U TOTOBUT OTYETHYIO
JIOKYMEHTAIMIO B COOTBETCTBUU C aKTyalbHbIMU TPEOOBaHUSIMHU, POyMbIBAET BHICTYIUIEHHE HA
UTOTOBOW KOH(EPEHIINU M0 Y4eOHOM MpaKTUKE.

OO0s3aTenbHON  (OPMON OTYETHOCTH CTYAEHTA-NIPAKTUKAHTA SIBJISETCS TMHUCHhMEHHBIH
OTYeT.

Otuér odopmuseTrcs B TIEYaTHOM BHJAE B COOTBETCTBUM C TpeOOBaHUSAMU
I'OCT P 7.0.97-2016. Hauwuonansubiii crangapt Poccuiickoiri ®egepauun. Cucrema
CTaHAapTOB MO WHpOpPMaANHNH, OMOIUOTEUHOMY W H3IaTeabckoMy neny. OpraHu3aluoHHO-
pacriopsauTenabHas JoKyMmeHTauus. TpeOoBaHus K OQOpPMIEHHIO JOKYMEHTOB" (YTB.
[Ipuxazom Pocctanmapra ot 08.12.2016 Ne 2004-cT) (pen. ot 14.05.2018).

OTuéT meyaraercs Ha CTaHAAPTHBIX Oenbix JmcTax popmata A4 (210 x 297 mm) ¢ ogHOIA
CTOPOHBI JIucTa. Kax bl I1CT JOKyMEHTa 10JIKEH UMETh I10JIs1 HE MEHEe:

20 MM — JI€BOE;



10 MM — mpaBoe;

20 MM — BEpXHEE;

20 MM — HUXKHEE.

TekcroBeiii  pemaktop Microsoft Word, mpudr Times New Roman, xeris 14,
MEXXCTPOUHBIN HHTEpBa — 1,5.

Bropyto u Bce mnocnenyromme cTpaHulbl oTuéTa HymepyroT. Homepa crpanuig
MIPOCTABJISIIOT TIOCEpeIMHE BEepXHEro moiis jucra. AoO3anubiii orctyn (1,25 cM) U mepeHOCH
YCTaHaBIMBAIOTCA aBTOMATHYECKU.

O0s3aTeNnbHBIMU 3JIEMEHTAMH OTYETA SBIISIOTCS:

- TUTYJIbHBIN JIUCT;

— coJiepsKaHue OTYETA ¢ yKa3aHUEM CTPAHUI] BCEX Pa3/eiioB;

- OMKCAaHUE CTPYKTYPhI OpraHU3aluu — 0a3bl IPAKTUKH;

— omnucaHue CTpyKTypsl ciayx0bl JIOY 6a3bl npakTuky;

- omucaHue  (YHKIMOHAIBHBIX  OOSM3aHHOCTEH  TOM  JOJDKHOCTH

JIOKYMEHTOBe/Ia (IeIIONPOU3BOUTENS, CEKPETaps, MEHEIKepa M0 MePCOHAY, apXUBUCTA

U JIp.), KOTOPYIO 3aHUMAJl CTYJCHT BO BpeMsl PAKTUKH;

- aHaIu3 ocoOeHHOCTeH JIOKYMEHTUPOBaHUS yIpaBIEHYECKON

JESTENIbHOCTH 0a3bl MPAKTUKH;

- CUCTEMBl M  KOMIUIEKCH  JIOKYMEHTOB, (YHKIMOHUpYIOLIUE B

JeSTEIbHOCTH OpraHu3aluu — 0a3bl IPaKTUKY;

- pEKOMEH1alluu 1o COBEPLICHCTBOBAHUIO JOKYMEHTUPOBaHUS
yIPaBICHUYECKON AESITEIbHOCTU 0a3bl IPAKTHKU.

Unousuoyanvroe 3a0anue na npakmuky 0l cmyoenmos 2-020 Kypcda.

O3HaKkoMUTeJbHBIN 3TNl (nepablii-6MOpPOoll OeHb):

CryneHT 3HaKOMUTCS C pPabOTOM OpraHu3alMy, HANpPaBICHUSAMHU JEATENbHOCTH U
0COOEHHOCTSIMH TOKYMEHTHPOBAHUS YIPABICHYECKON AEATEIbHOCTH OPTaHU3alUH.

CryneHt U3y4aer CoJiepyKaHue OpraHU3alMOHHO-TIPABOBBIX JIOKYMEHTOB,
peraaMeHTHPYIOIIMX JOKYMEHTHPOBAHUE YIIPABICHUYECKOM 1eATENbHOCTH 0a3bl PAaKTUKU:

— TIOJIO)KEHUE O CTPYKTYPHOM IOAPA3JEICHUH OpPraHU3ald, B KOTOPOM CTYIEHT
IIPOXOJUT NPAKTUKY;

— MHCTPYKIHIO 110 JI€JIONPOU3BOJICTBY 0a3bl MPAKTUKHU;

—  JIOJDKHOCTHYIO MHCTPYKLIHIO TOM JOJKHOCTH JOKYMEHTOBe/1a
(tenonpou3BoOIUTENS, CEKpeTaps, MEHeIKepa M0 MepCcoHally, apXMBHCTa U JAp.), KOTOPYIO
3aHMMAET CTYJEHT BO BPEMS MPAKTHUKH;

— HOMEHKJIATYpy Jel u Opy2ue OpeaHu3ayuOHHO-NPAasosvie OOKYMeHmbl 0a3vl
NPAKmMuKu.

*B omuéme 00n124CHbl ObIMb YKA3AHBL PEKEUSUMbL UZYUEHHBIX OOKYMEHMO8, NO3GOAIOUUE
ux uoenmugpuyuposame.

CoBMecTHO C pyKoOBoauTeNeM 0a3bl NPAKTUKU CTYJIEHT OINpeNeNsieT COAep)KaHue Hu
00BEM JOMOTHUTENBHOM YacTH y4eOHON MPaKTHUKH.

CTyneHT OmnMChIBaeT CTPYKTYpy OpraHM3aluu, coOupaer marepuan Juisl OT4déra,
OTpakaloIIUi O0COOEHHOCTH JOKYMEHTUPOBAHUS YIPABIEHUYECKOW JEATEIbHOCTH 0a3bl
IIPAKTUKH.



CryneHT aHamu3upyeT HOPMATUBHYIO 0a3y JOKYMEHTUPOBaHMs JAEATENbHOCTU
OpraHu3alii B LIEJIOM M CTPYKTYpHOTO MOJpPA3JENeHUsi, B KOTOPOM IMPOXOAUT HPAKTUKY, Ha
COOTBETCTBUE COBPEMEHHBIM TPEOOBAHUSM.

Pa3paboTka nmpoeKkTOB JOKYMEHTOB (mMpemuii—00UHHAOYambulil OeHb):

CryneHt cocraBisieT W O(OpMISIET He MeHee oOecAmu OPraHU3AUOHHO-
pacropsAaUTENbHbIX JIOKYMEHTOB 4eThIpEX M Oosiee BHUIOB. IIpu cocTaBieHHMH TOKYMEHTOB
CTYAEHT YYUTBIBACT CIIO’KMBLIMECS B OPraHU3aLMK TPEOOBaHMS K COCTABIECHUIO U 0(OPMIICHUIO
COOTBETCTBYIOLMX BUJOB JOKYMEHTOB U BBINOJIHAET KOMIUIEKCHBIM aHAJIN3 HE MEHEe YeThIPEX
JIOKYMEHTOB pa3HbIX BUJIOB C TOUKHU 3PEHUSI COBPEMEHHBIX OOLIEPOCCUNCKUX TPEOOBaHUIA.

CryneHT B XOf€ MPAaKTUKH COOMPAET KOJUICKLHUIO COCTABIEHHBIX U O(POPMIICHHBIX MM
JOKYMEHTOB (OpUTHHAJIBI HJIM KOIHH); CAMOCTOSATEIBHO COCTABISET U O(POPMIISIET UX OIHKChH,
o0ecrieunBast J0Ka3aTeabCTBA JIMYHOTO YYaCTUSI B COCTABICHUN U O()OPMIICHUH MIPEICTaBICHHON
JOKYMEHTAIuH U €€ HHHOPMATHUBHOCTD YepPe3 COOTBETCTBYIOLINE PEKBU3UTHI.

IHoaroroBka oT4éTa (08eHadyamuvlii-uemvipHAOYaAmvlil OeHb).

Crynent o0oOmiaer cBeleHMs, NOJIYYEHHbIE B XOJ€ INPAKTUKH, U TOTOBUT
OTYETHYIO IOKYMEHTAIIMIO, TPOAYMBbIBAET BBICTYIIJICHHE HA UTOIOBOW KOH(EPEHINH 110 y4eOHO-
IPOM3BOJICTBEHHOM ITPaKTHKeE.

OO0s3aTenbHON (OPMON OTYETHOCTH CTYACHTA-NIPAKTUKAHTA SIBJISCTCS TMHCHhMEHHBIN
OTYET.

OTtuér odopMmIisieTcs B IedaTHOM BHJIEe B cooTBeTcTBHU ¢ TpeboBanusimu ['OCT P 7.0.97-
2016. Hauwuonanbubiii crangapt Poccuiickoit @enepanuu. Cucrema CcTaHAApTOB IO
uHpopManuy, OMOIMOTEYHOMY M H3JaTeNbCcKoMy Jeiy. OpraHun3aluoHHO-paclopsIuTeIbHast
nokyMeHTanus. TpeboBaHus k opopmieHuto nokymeHToB" (yTB. IIpmkazom Poccranmapra ot
08.12.2016 Ne 2004-cT) (pen. ot 14.05.2018).

OTuéT mevyaraercs Ha CTaHAAPTHBIX OelbIx ucTax popmata A4 (210 x 297 mm) ¢ oaHOI
CTOPOHBI JiucTa. Kax /bl 11CcT JOKyMEHTa JI0JKEH UMETh MOJIsl He MEHee:

20 MM — JIEBOE;

10 MM — nipaBoe;

20 MM — BepXxHee;

20 MM — HUXKHEE.

TekcroBbiii  pemaktop  MicrosoftWord, wmpupt TimesNewRoman, kerns 14,
MEXCTPOUHBINA UHTEpBalI — 1,5.

Bropyto u Bce mnocneayromme CcTpaHuIbl oTuéTa HyMmepyroT. Homepa cTpanun
IPOCTaBISAIOT MOCEpEeIMHE BEpXHEro mousis jucta. A63ausbiii orctyn (1,25 cM) U mepeHOCHI
YCTaHABJIMBAIOTCSI aBTOMATHYECKH.

OO0s13aTeTHHBIME AJIEMEHTAMU OTYETA SIBIISFOTCS:

- TUTYJbHBIH JIHCT;

- coJiepKaHue OT4ETa ¢ yKa3aHUEM CTPAaHHI] BCEX Pa3/iesioB;

- OTMCaHME CTPYKTYPHI OpraHU3aIiK — 0a3bl MPAKTHKH;

- onucaHue CTPyKTYpbI ciayxObl JIOY 6a3bl NpakTUKY;

- onucaHue  (YHKUMOHAIBHBIX  OOS3aHHOCTEH  TOM  JOJDKHOCTH

JIOKYMEHTOBe/1a (J1e7I0NPOM3BOIUTENS, CEKpeTaps, MEHEKepa Mo MepCoHally, apXUBUCTA

H JIp.), KOTOPYIO 3aHUMAJl CTY/IEHT BO BpeMs IPAKTUKH;

- aHanu3 ocoOeHHOCTeH JOKYMEHTUPOBAHHUS YIIPABJICHYECKOU

NeSITeIbHOCTH 0a3bl PAKTHKY;



- CUCTEMBl M  KOMIUIEKCHI  JOKYMEHTOB, (YHKIHOHHUPYIOUIHE B
NeSITeIbHOCTH OpraHu3aluy — 0a3bl IPAKTHKH;

- PEKOMEHIalluH 1o COBEPLIECHCTBOBAHUIO JOKYMEHTUPOBaHUS
yIpaBJIEHYECKOH J1eATeNbHOCTH 0a3bl TPAKTUKH;

- ONMCAHUE JOIOJIHUTENBHON YacTU Y4E€OHO-TIPOU3BOACTBEHHON IPAKTHUKH;

- CIMCOK JOKYMEHTOB, COCTABJICHHBIX M O(OPMIIEHHBIX CTYIEHTOM BO
BpEMsI TIPOXOXKJEHUS MNPAKTUKH, 3aBU3UPOBAHHBIM PYKOBOAMTEIEM IPAKTUKH OT
OpraHu3aluy;

- JIOKYMEHTbI (OpUTMHAIbl WM KOIHHU), COCTaBJIECHHblE U O(OpMIIEHHBIE
CTYJEHTOM BO BPEMs ITPOXOKIAEHUS PAKTUKH.

[To uToram mMpOMEKyTOYHOM aTTECTAIIMH BBICTABISIOTCS OIEHKU «OTIHYHOY, «XOPOIIIOY,
«YIOBIIETBOPUTEIIBHOY, «HEYIOBICTBOPUTEIIHHO.

Kpurepuu onenku:

JUTSI TIOJTYYEHHUS 3aUeTa ¢ OL[EHKOI 1Mo y4eOHOI mpaKkThke

— HA OLICHKY «OTJIHYHO» (5 0ayioB) — 00y4aronuiicst 1eMOHCTPUPYET BHICOKHI YPOBEHb
c(OpPMUPOBAHHOCTH KOMIIETEHIIMM, BJIaJeeT KaTeropuaibHBIM almapaTtoM, YMEET €ro
UCIIONIb30BaTh B COOTBETCTBYIOIIEM KOHTEKCTE, yYMEET IPOKOMMEHTHUPOBATH OIpEEICHUE,
MOSICHUTD, MMPUBECTH TPUMEPHI, WILTIOCTPUPYIOIINE OTACIbHBIC MojoxKeHus. CTyIeHT u3araer
WH(OPMAIIMIO JIOTHYHO, TIOCICIOBATEIIbHO, ApPTYMEHTHPYS W KOMMEHTHUPYS TIOJOKCHUS,
UCIIONIB3YET PACCYXIAIOIINUN CTHIIb, BBICKA3bIBACT CBOIO IMO3HUIUIO, (OPMYIHPYET BHIBOJBI B
KOHIIE BOTIPOCOB.

— Ha OIICHKY «XOpoiuo» (4 6amna) — oOydarouuics IeMOHCTPUPYET CPEIHUI YPOBEHD
c(OpPMHUPOBAHHOCTH KOMITETEHIMI: OCHOBHBIC 3HAHHS, YMEHHS OCBOCHBI, HO JIOMYCKAIOTCS
HE3HAYUTENbHbIE OIMIMOKH, HETOYHOCTH, 3aTPyJHEHHUsS TMPU aHAIUTHYECKUX OIEepalusXx,
NepeHoce 3HaHUI U YMEHUI Ha HOBbIE, HECTaHAAPTHBIC CUTYALIUH.

— Ha OIEHKY «YyIOBJIETBOPUTEJNbHO» (3 Oamwia) — OOydJaroImMICS IEMOHCTPHUPYET
MIOPOTOBBI YPOBEHb C(HOPMHUPOBAHHOCTH KOMITETEHIIHI: B XOJI¢ KOHTPOJBHBIX MEPONPHUATHI
JIOITYCKAIOTCS OIMUOKH, TPOSBISETCS OTCYTCTBHE OTICIBHBIX 3HAHWM, YMCHHM, HAaBBIKOB,
OOYJarOIINICSA HWCIBITHIBAET 3HAYUTEIBHBIC 3aTPYAHCHHS TPU ONEPUPOBAHMHM 3HAHUSAMH U
YMEHHSIMH TPU X TIEPEHOCE Ha HOBBIE CUTYaIIUU.

— Ha OLEHKY «HEYJIOBJIETBOPUTEIbHO» (2 Oamna) — oOydarolmuics AEMOHCTPUPYET
3HaHus He Oojee 20% TeopeTHdyecKoro MaTrepuaia, JOMYCKaeT CYIIECTBEHHBbIE OLIMOKH, HE
MOJKET TOKa3aTh MHTEIUICKTYaIbHbIE HABBIKH PEIICHUS MTPOCTHIX 3a7ad.

— Ha OILICHKY «HeYyJ0BJIeTBOPUTEJabHO» (1 Oamt) — oOyJyaromuiicss He MOXET MOKa3aTh
3HaHWS Ha YPOBHE BOCIPOM3BEACHUS W OOBSICHEHHS HWH(POpPMAIIMK, HE MOMKET IOKa3aTh
WHTEIUICKTYaTbHbIC HABBIKM PEIICHUS MPOCTHIX 33/1a4.



puioxenne 2

MeTtoauyeckue pekoMeHAalNH K 0(OPMJIEHHIO 0TYeTa 10 NPAKTUKE

OO6s3aTenbHON  (OPMOIT OTYETHOCTH CTYJCHTA-TNIPAKTUKAHTA SBISETCS MUCHhMEHHBIN
OTYET.

Otuér odopmissercs B TEUaTHOM BHJE B COOTBETCTBHU C TPEOOBAHUSIMHU
'OCT P 7.0.97-2016. HamumonaneHbiii crangapt Poccuiickoii ®enepanun. Cucrema
CTaHJIapTOB MO WHPOPMAIUU, OUOTUOTEYHOMY M U3JATEIbCKOMY neny. OpraHu3amroHHO -
pacriopsauTenabHas JoKyMeHTauus. TpeOoBanuss K OQOpPMIECHHIO JTOKYMEHTOB" (YTB.
ITpukazom Poccranmapra ot 08.12.2016 Ne 2004-ct) (pen. ot 14.05.2018).

OTuéT meyaTaeTcs Ha CTaHAAPTHBIX OenbiX Juctax Gopmarta A4 (210 x 297 MM) ¢ ogHOM
CTOPOHBI JincTa. Kak/plil TUCT TOKyMEHTa JOKEH UMETh TOJIsl He MEHee:

20 MM — JIeBOE;

10 mm — mpaBoe;

20 MM — BEpXHEE;

20 MM — HUXKHEE.

TekcroBeiii  pemaktop Microsoft Word, mpudpr Times New Roman, xerus 14,
MEXCTPOYHBIN uHTEpBa — 1,5.

Bropyto u Bce mocnenyromme CTpaHUIBl oT4éTa HyMepyrooT. Homepa cTpaHuil
MPOCTABIISIIOT MOCEPEIUHE BEpXHEro mois jucta. A63anueiii otcryn (1,25 cM) U mepeHocsh
YCTaHABIMBAIOTCA aBTOMATHUYECKHU.

O0s13aTeTbHBIMU AJIEMEHTAMU OTUETA SIBJISFOTCSI:
JUTSL CTYJICHTOB IIEPBOTO Kypca

TUTYJbHBIN JIHCT;

coJiep’kaHue OTYETA C yKa3aHUEM CTPAHUI] BCEX Pa3/IelioB;

OTMCAHUE CTPYKTYPBI OPTraHU3alN — 0a3bl MPAKTHKH,

omHcaHue CTPYKTypHhI ciayx0bl JIOY 6a3bl mpakTuky;

omrcaHue (PyHKIMOHANBHBIX  OOsI3aHHOCTEH TOW  JIOIDKHOCTH  JOKYMEHTOBEIa
(tenonmpou3BOIUTENS, CEKpeTaps, MEHeIKepa MO IepcoHaly, apXUBUCTa M JIp.), KOTOPYIO
3aHMMAJl CTYACHT BO BpPeMsI MPAKTUKH;

aHaIM3 OCOOEHHOCTEH JOKYMEHTHPOBAHUS YIPABICHUECKON JEeATENbHOCTH 0a3bl
MPAKTUKH;

CUCTEeMBI ¥  KOMIUICKCHI  JOKYMEHTOB, (DYHKIMOHUPYIOIIHE B  JCSATEIBHOCTH
OpTraHu3aIy — 0a3bl MPAKTUKH;

PEKOMEHJIAIIMA  TI0  COBEPIICHCTBOBAHUIO  JOKYMEHTHUPOBAaHUS  YIIPaBICHUYECKON
JeSTEIbHOCTH 0a3bl MPAKTUKH.

JUIsl CTYJIEHTOB BTOPOIO Kypca:

TUTYJIBHBIN JIUCT;

coJiepaHue OTUéTa C yKa3aHUEM CTPAHHUII BCEX Pa3/eyioB;

OTHMCAaHUE CTPYKTYPhI OPTaHU3ALNU — 0a3bl MPAKTUKH;

OTMCaHue CTPYKTYPHI CyKOb1l JIOY 6a3bl mpakTHKH;

onmucaHue (PyHKIIMOHAIBHBIX  OOS3aHHOCTEH TOW  JIOJDKHOCTH  JIOKYMEHTOBEZIa
(Ienompou3BOIUTENS, CEKpeTaps, MEHeKepa MO IepcoHaly, apXUBUCTa M Jp.), KOTOPYIO
3aHUMAJI CTYACHT BO BpEeMsI IPAKTUKH;



aHaiM3 OCOOCHHOCTEH JOKYMEHTHPOBAHHS YIPAaBICHUYECKOM JEATENIbHOCTH Oa3bl
IIPAKTUKY;

CHUCTEMBl M  KOMIUIEKCHl  JIOKyMEHTOB, (DYHKIMOHUDPYIOIIME B  JACATEIbHOCTU
OpraHu3anuu — 0a3bl IPAKTUKH;

PEKOMEHJAllMA [0  COBEPLICHCTBOBAHMIO  JOKYMEHTHUPOBAHMS  YIPABIECHYECKOU
JeSITeIbHOCTH 0a3bl IPAKTHKY;

OINKCaHKE JONOJHUTENbHOM YacT y4eOHO-ITPOU3BOICTBEHHON MPAKTUKY;

CIMCOK JIOKyMEHTOB, COCTaBJICHHbIX M O(QOPMIICHHBIX CTYIEHTOM BO BpeMs
IIPOXOKACHUS TPAKTUKH, 3aBU3MPOBAaHHBIA PYKOBOJUTEIEM IIPAKTUKH OT OpraHU3aluy;

JIOKYMEHTbI (OpUI'MHAJbl WIM KOIMH), COCTABJIEHHbIE M O(OPMIIEHHBIE CTYIEHTOM BO
BpEMsI IPOXOKICHUS IIPAKTUKH.



