MMHHACTEPCTBO HAYKM 11 BBICIIIET'O OBPA3OBAHNS
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Mpor paniya npaxTuku/HYP COCTaBJieHa Ha o
HaﬂpaBJ]e}mfo

CHoBe ®I'OC BO - baxanaspuar mo
ToATOTOBKY 46.03.02 ﬂOKyMeHTOBe}:[eHPIe H  apxuBoBeneHme (opuxas
Mﬂﬂoﬁpﬂaykn Pocenn 0129.10.2020 . Ne 1343)

Iporpanma npaxkTaxu/HYP baccMmoTpena g 0n06pena ga
Heuaromqecrcoro 06pa3soBanyg i ZOKyMeHTOB

3acelanuy kadenprr
CHEHHs \
24.01.2025 IIPOTOKOIT No§

3as. Kadenpoit
Iporpamma npakTuxu/HUP 0no6pena MeTomuyeckg
06.02.2025 1. Ipotokon Ne 6
Hpencenares
Iporpamma COCTaBJIeHa:
AOLEHT Kapenprr 0w/, xany, e, Hayk

Penenzent:



JIner akTyaau3zanuu NporpaMMmsl

[Iporpamma nepecmMoTpeHa, oocyxaeHa u ooopeHa 1ist peanusanuu B 2026 - 2027 yueOHOM
roay Ha 3aceganuu kadenpsl Ilemaroruueckoro o6pa3oBaHus U TOKYMEHTOBEACHHUS

ITporokon ot 20 . Ne
3aB. kadeapoii C.C. Benukanona

[Iporpamma nepecMoTpeHa, oocyxaeHa u ooopeHa st peanusanuu B 2027 - 2028 yueOHOM
roqy Ha 3acefanuu kadenpsl Ilemaroruueckoro o6pazoBaHus U TOKYMEHTOBEACHHUS

IIporokonm ot 20 r. Ne
3aB. kadenpoii C.C. Benukanona

[Iporpamma nepecmoTpena, oocyxaeHa u ogodpena st peanuzanuu B 2028 - 2029 yueOHom
roay Ha 3acepanuu kagenpsl Ilemaroruyeckoro o0pa3oBaHus M TOKYMEHTOBEACHHSI

[Iporokon ot 20 . Ne
3aB. xadenpoit C.C. BenukanoBa

[IporpamMma nepecMoTpeHa, o0cyxkaeHa u ogoopeHa amns peanuzanuu B 2029 - 2030 yueGHOM
roqy Ha 3acefganuu kadenpsl llemaroruueckoro o6pazoBaHus U TOKYMEHTOBEACHHUS

[Iporokonm ot 20 r. No
3aB. kadeapoii C.C. BenukanoBa

[IporpamMma nepecMoTpeHa, o0cyxkaeHa u ogoopeHa as peanuzanuu B 2030 - 2031 yueGHOM
roay Ha 3aceianuu kadenpsl [legarormueckoro o0pa3oBaHus M JOKYMEHTOBEICHHS

[Iporokon ot 20 . Ne
3aB. xadenpoit C.C. BenukanoBa




1 Heau npaktuxun/HAP

[emamMu MPOM3BOACTBEHHOW NPOEKTHOM MPAKTUKU I10 HAIMPABJICHUIO MOATOTOBKH
46.03.02 JIoxyMeHTOBEICHNE U ApPXUBOBEICHHUE SBJISIOTCS:

W3ydeHne opraHW3alid BCEX J3TaloB palbOTHI C JOKYMEHTaMU OT TOJIYYEHHS O
APXUBHOTO XPAaHEHUS B KOHKPETHOM YYPEXKICHUU. 3aKpeIICHUE U YIIIyOJIeHUE TEOPETHICCKON
MOATOTOBKU OOYYarOIIeTrocsi, MPUOOPETEHUE UM TMPAKTUYECKUX HABBIKOB M KOMIIETEHIUH, a
TAKXKE OMBITa CAMOCTOSTEIILHON MPOPECCHOHANBHON JAEITETLHOCTH B 00JIACTH OpPraHU3AINH U
TEXHOJOTHH JOKYMEHTAIIMOHHOTO 00ECIICYCHHUSI YIIPABICHHUSL.

2 3apaumn npaktuxku/HUP

3aayamMu IPOU3BOJICTBEHHON MPAKTUKU SIBIISIOTCS:

— oflecnieueHre © TMpoBepka MpodeccHOHaTbHON TOTOBHOCTH CTYAEGHTOB K
CaMOCTOSITENIbHOM TPYIOBOM NEATEIbHOCTH U BBIMOJIHEHHIO OCHOBHBIX MPO(ECCHOHATBHBIX
(GyHKIMI B COOTBETCTBUH C KBATU(DUKAIIMOHHBIMU TPEOOBaHUSIMH;

— 3aKperuieHue, yriayOJeHHe W pacllupeHHe 3HAaHUW B OO0JIaCTH OpraHu3aluu U
TEXHOJIOTUU JOKYMEHTAIIHOHHOTO OOECHEeYeHHUs YIpPaBIEHUS W MPOEKTHOW JEeSATENbHOCTH,
MOJIYYEHHBIX CTYIEHTAMU B MIPOIECCE TEOPETHUECKOT0 O0yUYCHHS,

— W3YYEHHE OpraHu3allUU JIEATEIBHOCTH U CTPYKTYpPhl apXMBHOTO TOJpa3/eicHUs B
CUCTEME CITYKOBI JOKYMEHTAIIHIOHHOTO 00eCIIeYeHUs YIIPaBICHHUS;

— npuoOpeTeHHe U 3aKpeIUIeHHe NPAKTHUYECKUX YMEHUH M HAaBBIKOB BBINOJTHEHUS
OCHOBHBIX BHJIOB paboT B 00JIacTH co3AaHusl, 00paOOTKH, ABMKEHHUS U ONEPATUBHOTO XaHEHUS
JTIOKYMEHTOB;

— M3y4YeHHE OpraHu3aluu paboThl C JOKYMEHTAIMed B CUCTEME AJIEKTPOHHOIO JOKY-
MEHTO0000pOTa;

- CO3/IaHKE MTPOEKTOB MO COBEPIICHCTBOBAHUIO JOKYMEHTOO00pOTa OPraHu3aluu - 0asbl
MIPAKTUKU;

— (ukcupoBaHHE B THEBHUKE IOJYYECHHBIX CBEICHUN U PE3yJIbTAaTOB BBHIMOIHEHHBIX
pabor;

— IMOATOTOBKA OTYETA O pe3yIbTaTaM MPAKTUKH.

3 Mecto npaktuku/HUP B cTpykType 00pa3oBaTe/ibHOI POrpaMMbl
Jnsa  npoxoxnenuss npaktuku/HUP HeoOxomumbl 3HaHMsT (yMEHMs, BIIaJCHUS),
c(OpMUPOBAHHBIE B PE3yIbTATE U3yUEHUS JUCIIUIUINH/ IPAKTUK:
JlokyMeHTaIMoHHOe obecrieueHue rpak JaHCKUX OTHOIIeHu B PO
Kaaposas nonutrka
JlokyMeHTaIMoHHOEe 0OecieueHue TPY10BbIX OTHOLIEHH B PO
JlokymeHToBeieHUE
CoBpeMeHHast opraHu3aliys rocy1apcTBeHHbIX yupexaeHuil Poccuu
JlokyMeHTaIMoHHOe 0OecieueHue aIMUHUCTPATUBHBIX OTHOIIEHUH B PD
[IpaBoBeneHue
JlokyMeHTaImoHHOe 0OecIieueHue rocyIapCTBEHHOT 0 ycTpoicTBa B PD
JloKyMeHTHas IMHIBUCTHKA
OCHOBBI JOKYMEHTOBECHUS
VYpaBiieHnE 4eI0BEYECKUMU PECYPCAMHU
3uaHus (yMeHUs, BIAJCHHUs), OJIYYEHHbIE B Ipoliecce MpoxoxaeHus npaktuxku/HNP
OyayT HEOOXOIUMBI [Tl U3YUEHUS TUCIUIUINH/TIPAKTUK:
JloKyMeHTHpOBaHNUE IEATENBHOCTH HErOCY1apCTBEHHBIX OpraHU3aIui
Nudopmanmonnoe obecrieueHne ynpaBIeHHs
KanpoBoe nenonponsBoacTBO
Opranu3zanys 1 TEXHOJIOTHS JOKYMEHTAIIMOHHOTO 00ecrieYeH s yIIpaBIeHUs
KouduaennuaibHOe 1€T0TPON3BOICTBO



Opranu3anus paboThl ¢ 00paIIEHUSIMH TPAKIaH

[ToaroToBka K caue u caaya rocyIapCTBEHHOTO AK3aMeHa

[TpakTHKyM IO COCTABICHHIO U OPOPMIICHHIO CITY>KEOHBIX IOKYMEHTOB

[Tpon3BOICTBEHHAS — TPEIUTUIOMHAS TIPAKTUKA

Texuuueckue CpCACTBA YIIPaBJICHHUA B JOKYMCHTAIITUOHHOM 06eCHe‘-IeHI/II/I YIIpaBJICHHUA U
apxuBax

4 Mecto npoBeaenusi npaktuku/HUP

[lpaktnka mpoBOIMTCS Ha 0Oa3e oOpraHW3anuid JFOOOW OpraHM3alMOHHO-TIPABOBOM
¢dopmbl. CTyeHThl 3209HON (POPMBI 00yUEHHSI TTPOXOAAT MPAKTHKY B OPraHH3AIUAX 110 MECTY
TPYAOBOM ICATEIIEHOCTH.

[IpakTHKa MOKET MPOBOAUTHLCS B CTPYKTYPHBIX TOAPA3ICICHHUIX OpraHU3alluH.

Jyis M1 ¢ OrpaHWYEeHHBIMH BO3MOXKHOCTSIMH 37I0POBbSI BHIOOP MECT MPOXOXKICHUS
MPAKTHK JIOJDKCH YYUTHIBATH COCTOSHHE 37I0POBbS U TPEOOBAHUS 110 JOCTYITHOCTH.

Crnioco6 nposenenust npaktuku/HUP: net
[Tpaktuka/HUP ocymiecTBasieTcst AUCKPETHO

5 Komnerenuun ody4aromierocs, (popMupyemMbie B pe3y/abTaTe MPOX0KIeHH
npaktuxku/HUP n nnanupyemsble pe3yabTaThbl 00y4eHHs

B pesynprate mnpoxoxaenusi mnpaktuku/HUP oOydarommiics momwkeH o0ianaTh
CJIEYIOIMMU KOMIIETEHLIUSAMU:

KO[[ HHAUKATOopa I/IHIII/IKaTOp JOCTHXKCHUS KOMIICTCHIIN

YK-2 Cnocoben onpenensarts Kpyr 3a7ad B paMKax IMOCTaBJICHHOM 1I€JN U BEIOUpATh
ONTUMAaJIbHBIE CLIOCOOBI UX PELIEeHUs, HCXO0/I U3 JCHCTBYIOLIUX MIPABOBBIX HOPM,
MMEIOILIUXCS PECYPCOB U OTPAaHUYEHUI

VK-2.1 Omnpenensier Kpyr 3aja4 B paMKax MOCTaBJICHHOH 1IeJI U MpeJiaraet
CIOCOOBI UX PEIICHUS U 0KHUTaeMbIe PE3YNIbTaThl; OIECHUBACT
MpeI0KEHHBIE CIOCOOBI C TOUYKH 3PEHHSI COOTBETCTBUS IEIH MPOEKTa

YK-2.2 [Inanupyer peasn3anuio 3a7a4 B 30HE CBOEH OTBETCTBEHHOCTH C yYETOM
HMMEIOIIUXCA PECYPCOB U OTPAHUYEHUI, TEUCTBYIOINUX MTPABOBBIX HOPM

YK-2.3 BrinonHseT 3a1a4u B 30HE CBOEM OTBETCTBEHHOCTH B COOTBETCTBHU C
3allJITaHUPOBAHHBIMHU PE3YyJIbTaTaMU U TPCACTABJISACT PC3YJIbTATHL
IMMPOCKTA, MpeAjIara€t BO3MOXKXHOCTH UX UCIOJIb30BAHUA Y/WIIH
COBCPHICHCTBOBAHUSA

VYK-3 CriocobeH ocyecTBIATh COLMAIbHOE B3aUMOAECHCTBIE U PEATU30BbIBATH CBOIO POJIb
B KOMaHJE

YK-3.1 OrnpesensieT CBOIO pojib B COIMAIIBHOM B3aUMOJICHCTBUU U KOMaHTHOM
pa60Te, HUCXOOd U3 CTPATCTHUU COTPYAHUYCCTBA AJI JOCTHIKCHUA
MTOCTABJICHHOM IIEJIH; CTPOUT MPOAYKTHUBHOE B3aUMOJICHCTBHE C YICTOM
HOPM U YCTaHOBJIEHHBIX MPaBUJI KOMaHIHOM pabOThI

YK-3.2 [Tpu peaym3anuu CBOCH poJIM B COIMATLHOM B3aUMOICHCTBUH H
KOMaHJTHOM paboTe yYUTHIBAET OCOOEHHOCTH TTOBEACHUS U MHTEPECHI
JIPYTHX YYACTHUKOB, AaHATM3UPYET BO3MOXHBIC TTOCIICICTBHS TNIHBIX
JIEUCTBUI

YK-3.3 OcymiecTisier 0OMeH nH(popMaIreld, 3 HAaHUSIMHU | OTIBITOM C YICHAMH
KOMaH/Ibl; OIICHUBAET UJICU JPYTUX WICHOB KOMAH/IbI IS TOCTHIKCHHSI
IIOCTaBJIICHHOHU IIEJIN

YK-4 CriocobeH ocyecTBIATh J€I0BYI0 KOMMYHHUKAIIMIO B YCTHOM U MMCbMEHHOM (opmax
Ha rocyiapctBeHHoOM si3bike Poccuiickoit dexepanny 1 HHOCTpaHHOM(BIX) sI3bIKe(ax)




VK-4.1

BribupaeT cTuib 00IIeHNs Ha PYCCKOM SI3bIKE B 3aBUCUMOCTH OT LIETH U
YCIIOBUH MapTHEPCTBA; aJallTUPYET PeUb U CTUIIb OOLICHHS K CUTYaIUsIM
B3aMMOJICICTBUS

YK-4.2

Bezer nenoByro nepenucky Ha pyCCKOM U HHOCTPAHHOM SI3BIKAX C
Y4eTOM OCOOEHHOCTEH CTHIIMCTUKH O(PHUIUATBHBIX ITHCEM H
COLMOKYJIBTYPHBIX pa3iIHyui

YK-4.3

BrInosHseT 11 JIMYHBIX ENEN TEPEBOT 0(1)I/IL[I/IaJIbHBIX U
po(heCcCHOHANTBHBIX TEKCTOB ¢ MHOCTPAHHOTO sI3bIKA HA PYCCKUH, C
PYCCKOIO S13bIKa HA MHOCTPAHHBIN

VK-4.4

[Ty0ar4HO BBICTYNAET HA PYCCKOM SI3BIKE, CTPOUT CBOE BBICTYIIJICHHE C
YYETOM ayAUTOPHUH U LEIH OOIIECHUS

YK-4.5

VcTHO MMpEaACTaBIIACT PE3YIIbTAThI cBOCH JACATCIIBHOCTH HA HHOCTPAaHHOM
A3BIKC, MOXKET IMOAACPKATH pa3roBOP B XO4€ UX O6CY)KI[€HI/IH

OIIK-2 CriocobeH HaXOUuTh OpraHU3aIMOHHO-YIIPABICHYECKHUE PEIICHUS TIPH PEIICHUN
3ana4 B chepe cBoeii mpoeccnoHaNbHOM 1eITeIbHOCTH;

OIlK-2.1 Omnpenensier eIy U 3a/1a4d YIIPaBIeHUS B cepe CBOCH
PO eCCHOHAITBHON NeATETHLHOCTH

OIIK-2.2 Hcnons3yeT OCHOBHBIE METO/BI M IIPUEMBI OPTaHU3ALMH, TUTAHUPOBAHHS,
MOTHBAIIMH, KOOPAUHALIMUA U KOHTPOJIS IIPOLIECCOB B chepe cBoei
poeCCHOHAIBHON JESATEIHbHOCTH

OIIK-2.3 YmeeT uneHTUGUIMPOBATH TPeOOBaHMSI HOPMATUBHO-TIPABOBOM CPEIbI K

cBOEH HpO(beCCHOHaHLHOﬁ JACATCIIbHOCTU N ACATCIbHOCTH OpraHU3alluu

ITK-1 CnocobeH ocylIecTBIATh OpraHM3aMOHHOE, JOKYMEHTAI[MOHHOE U
nHpopMaloOHHOE 00ecreueHre AeSITeIbHOCTH PYKOBOAUTENSI OPraHU3aIiH

[K-1.1

Opranuzyet 1 00ecreynBaeT JOKyMEHTAllHOHHOE COITPOBOXK/IEHNE
JIeATETLHOCTH PYKOBOIUTEISI HA OCHOBE BHEIITHUX U JIOKAJIbHBIX
HOPMATHBHBIX aKTOB

I1K-1.2

OpFaHI/ByeT HH(bOpMaHHOHHOG U JOKYMCHTAIIUOHHOC B3aUMOICHCTBHUE
PYKOBOAUTEIIA C IOCCTUTCIIAAMU, ITOAPA3ACITICHUAMU, JOJZKHOCTHBIMU
JIMIJaMH1 ITapTHECPpaMHU

IK-1.3

Opranusyet pabouee BpeMs, PyHKITMOHAIBHOE TPOCTPAHCTBO CBOE U
PYKOBOJUTES, OPTAaHU3AIMOHHO COTIPOBOXKIAET paboumne Mpoecchl

PYKOBOJUTES

I1K-2 Crioco6eH ocymecTBIsATh TOKYMEHTAlMOHHOE 00ecrieueHIe yIpaBIeHus

OpraHu3anmen

[1K-2.1 OpraHuzyeT U perJaMeHTHpPYeT JOKYMEHTUPOBAaHUE YIIPaBICHYECKON
JIESITEJIbHOCTH B OpraHu3aluu

[1K-2.2 OpraHusyeT U perJsaMeHTHpPYeT JOKYMEHTOOOOPOT B OpraHu3aiu

I1K-2.3 Opranusyer, perinaMeHTHPYET ONepaTUBHOE XPaHEHUE U

HCIIOJIb30BAHUC JOKYMCHTOB B OpraHu3allun

I1K-3 CriocobeH opraHu3oBaTh U aIMUHHUCTPUPOBATH AEATENLHOCTD 110 OPraHU3alMU TPy

1 OIUIATHI NEPCOHAI

a

I1K-3.1

Oo0ecrieunBaeT JOKYMCHTAIUOHHOC 1 OPraHUu3alluOHHOC

COIIPOBOXKACHUEC CUCTEMBI OpraHU3allui U OIJIATEI TpyJda NCPCOHAIA

[1K-4 CnocobeH pyKOBOJUTH MPOLIECCOM CKaHHUPOBAHUS, BBOJIa U 00paOOTKH TaHHBIX B

CHCTEME JIEKTPOHHOI'O apXuBa

[1K-4.1 Vrpanser AesITeNbHOCTHIO 0 KOHTPOJIIO (PYHKIIMOHUPOBAHUS, BBOJIA U
00pabOTKH JAaHHBIX B CUCTEME 3JIEKTPOHHOTO apXUBa

[1K-4.2 Pa3pabartbiBaeT ToKanbHbIE HOPMATUBHBIE aKThI 110 BOIIPOCAM

opraHu3ali Mporecca CKaHMPOBAHUA B CUCTCME DJICKTPOHHOT'O apXHBa




I1K-4.3

Ocy1ecTBIIsIET CTpaTernuecKoe IIaHUPOBAHNUE U TIOCTPOEHHUE
MIPOLIECCOB CKAaHUPOBAHMs, BBOJA U 00paOOTKH JaHHBIX B CUCTEME
AIIEKTPOHHOI'O apXHBa

6. CTpykTypa u conep:xkanue npaktuxku/HUP

O6mas tpynoemkocth npakTuku/HUP cocraBmsier 3 3auetHbix emunun; 108 akaj.

4acCcoOB, B TOM YHCJIC:

— KOHTaKkTHas padota — 0,2 akaj. 4acos:
— camocrosTenbHas pabora — 103,9 akan. yacos;
— B hopme npakTrueckoit moarotroBku — 108 akas. yacos.

Ne | Pazzaensl (3Tamsl) U COACPKAHUES 2 Buibl paboT Ha MpakTHKE,
/1 MPaKTHKA Q BKJIIOYAsl CAMOCTOSTEIBHYIO paboTy Kox xommerenimn
YcranoBouHas KOH(pEPEHIHS. VK-2.1, VK-2.2, YK-2.3, VK-
Osznakomiienue ¢  mporpammoi, | 3.1, YK-3.2, YK-3.3, YK-4.1,
Pasnen 1. TIOArOTOBHTEIBHBI 3a7a4yaMu u opranmsarnueii | YK-4.2, YK-4.3, YK-4.4, VK-
1. ran ’ NPaKTUKH, cpokamu BeimonHenus | 4.5, TTK-1.1, TIK-1.2, TIK-1.3,
HWHIUBUAYaJIBHOTO 3aJ1aHus B| IIK-2.1, IIK-2.2, [IK-2.3, TIK-
COOTBEeTCTBHM ¢ pabouum 1iaHoMm- | 3.1, [1K-4.1, TIK-4.2, TIK-4.3,
rpaMKOM B IIEPHO NMPAKTUKU OIlK-2.1, OIIK-2.2, OIIK-2.3
Wucrpykrax o texnuke | YK-2.1, YK-2.2, YK-2.3, VK-
0€30I1aCHOCTH; 3HaKOMCTBO c| 3.1, VK-3.2, YK-3.3, YK-4.1,
Pasnen 1. TIOArOTOBHTEIBHBI MIPETPHUITHEM, opranusanueii, | YK-4.2, YK-4.3, YK-4.4, VK-
1. ran ’ YUPEIKACHUEM, dupwmoii; | 4.5, TIK-1.1, TIK-1.2, TIK-1.3,
3HakoMcTBO co  crpykrypoir um| TIK-2.1, TIK-2.2, T1IK-2.3, TIK-
byHKIUAMU cTpykTypHBbIX | 4.1, ITK-4.2, ITK-4.3, OIIK-2.1,
nojipa3ieNeHuit OIIK-2.2, OIIK-2.3




Paznen 2. IIpou3BonCTBEHHBIN
JTan

W3ydeHue JTOKaIbHBIX HOPMATHBHBIX
aKTOB PETYJIUPYIOUIUX JACATEIbHOCTD
TIPEATPHUSITHS, OpraHu3allvy,
yupexIeHus, GUPMBI.

W3zydenue nOKaIbHBIX HOPMAaTHBHBIX
aKTOB PETYIUPYIOLINX
JETIONPOU3BOACTBO Ha MPEANPUATHH,
B OpraHu3aluM,  yIPESIKICHHUH,
¢bupme.

Ananus pabouero MecTa
KaHIEJSPCKOT0 pabOTHHUKA.
O3HakOMJIEHHE C OpraHU3alUOHHO-
pacnopsAnTeIbHON CUCTEMOH
JOKyMEHTaIU| OpraHU3aINH,
YUpexIeHHs, GUPMBI.

W3ydyenue mporecca OpraHU3alUu
JOKyMEHTO000pOTa B OpraHU3alluy,
yupexnaenud, ¢upme. I[lpaBuia
mpueMa, OTIpPaBKH, PETHCTPALUH
KOPPECIIOHJCHIIN! B OPTaHM3AINH.
AHanm3 Tporecca  OpraHH3aliH
KOHTPOJISI UCIIOJIHEHHS JOKYMEHTOB,
opranu3zanus paboThl UCIIOIHUTENCH
C IOKyMEHTaMH.

IIpaBuna  dopMupoBaHus  Jel,

VK-2.1, YK-2.2, VK-2.3, VK-
3.1, YK-3.2, YK-3.3, VK-4.1,
VK-4.2, YK-4.3, YK-4.4, VK-
4.5, TIK-1.1, TIK-1.2, TIK-1.3,
IK-2.1, I1K-2.2, I1K-2.3, TIK-
4.1, TIK-4.2, TIK-4.3, OIIK-2.1,
OIIK-2.2, OIIK-2.3

Paznen 2. TIpou3BoICTBEHHBIN
Jran

TTOPSAIOK OpraHu3anuu

OTIEPATHBHOTO XpaHCHUS

JIOKYMEHTOB.

ITogroroska npoekroB [ YVK-2.1, YK-2.2, VK-2.3, VK-

OpraHU3alMOHHO-PACTIOPSAIUTEILHOMN
JOKYMEHTAIIHH.

3.1, VK-3.2, YK-3.3, YK-4.1,
VK-4.2, YK-4.3,

ITpoextupoBanue TIPOIIECCOB
OpraHu3alyy JJOKyMEHTO000pOTa B
OpraHu3anuy, YUPEKICHHH,
¢bupme. Iopsnox npuema,
OTIIPABKH, perucrpanuu
KOPPECIOHACHIINH B OpPTaHM3aIHH.
Opranmsarms KOHTPOIIS
UCIIOTHEHHS JOKYMEHTOB,
opraHusanus paboTsl

UCIIOJIHUTENEH ¢ JOKYMEHTaMU.
IIpaBuna  dopMupoBanus e,

TIOPSIOK OpraHu3alyu
OIIEPaTUBHOTO XpaHEHHUS
JOKYMEHTOB.

Ilopsinoxk co3gaHust M BEJCHUS
HOMEHKJIATYphl JIel OpraHU3aluH
U CTPYKTYPHBIX NOJpa3JeICHUN.
Wzydyenne u peanusanus IpaBHI
ohopmIIeHHs e U Tepefadd Aen
Ha apXUBHOE XpaHCHHE.
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Pazgen 3. HccnemoBarenbckuit IlogBenmenue HWTOTOB MPAKTHKH. VK-4.2, VK-4.3, VK-4.4, VK-

3. 4 4.5, TIK-1.1, TIK-1.2, TIK-1.3,
JTarn Hrorosas xoHpepeHIHs

MK-2.1, 1IK-2.2, TIK-2.3, T1K-
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7 OueHoYHbIe CpelCTBAa /AJsl IPOBeleHUs] NMPOMEXKYTOYHOIl AaTTecTAMU IO
npakruke/ HUP
[IpencraBiensl B mpuiioxxeHuu 1.

8 YueOHo-MeTOoAMYecKOe U HH(POpMaLIMOHHOe o0ecnieyeHue npakTuxku/HUP

a) OcHoBHas JUTEpaTypa:

JlokyMeHTanmonHoe obecrneuenue ynpasiuenus : yueouuk / A. C. ['punbepr u ap. -
M. : IOHUTU-JAHA, 2011. - 1 sanektpoHn. onrt. auck (CD-ROM). - 3ari. ¢ TUTYI1. 9KpaHa. -
(Yuebnas mutepaTypa Ajis BeICII. U cpel. pod. o6pas.). - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2866 (nara obpaieHus:
14.01.2025). - MakpooObeKT. - TekcT : a5eKTpoHHbIid. - CBeleHHs 0CTYyIHBI Takke Ha CD-
ROM.

JlokyMeHTaIMoHHOE 00eCTIeYeHNEe YIIPABICHHS Ha PEANPUATHSIX PA3INIHBIX
OpTraHU3aIMOHHO-TIPAaBOBBIX (popM : yueOHOe ocobue st By30B] / cocraButenu: C. C.
Benukanosa, 1. B. Kamry6a ; Marautoropckuii roc. rexuudeckuit yo-T um. I'. . Hocosa. -
Marnutoropek : MI'TY um. I'. U. Hocoga, 2020. - 1 CD-ROM. - ISBN 978-5-9967-1816-0.
- 3ars. ¢ TuTya. akpana. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2714 (nata obOparieHus:
14.01.2025). - MakpooObeKT. - Tekcr : aekTpoHHbId. - CBeleHHs JoCTymHbI Takke Ha CD-
ROM.

AnoxuHa, C. A. KypcoBas paboTa o J0KyMEHTOBEIEHUIO, apXUBOBEICHHUIO,
OpTaHU3aIH U TEXHOJIOTHH JOKYMEHTAIIHOHHOTO 00ECIIeYeHHs yIIpaBiIeHHs | yueOHO-
Meroamndeckoe nmocooue / C. A. Anoxuna, A. K. Makapoga, 1. B. Camapokosa ; MI'TV. -
Maruutoropek : MI'TV, 2016. - 1 anextpos. ont. auck (CD-ROM). - 3ari1. ¢ TuTyI1. 9KpaHa.
- URL.: https://host.megaprolib.net/MP0109/Download/MObject/20341 (nara obparteHus:
30.01.2025). - MakpooOBeKT. - TekcT : aneKkTpoHHbIN. - CBeleHHs 0CTYMHBI Takke Ha CD-
ROM.

0) JonosHuTeabHas JUTEpaTYypa:




Benukanosa, C. C. KagpoBoe 1em10npon3BOACTBO U apXUBbI JOKYMEHTOB 110 JIUYHOMY
COCTaBy: MNpPaKTUKyM : mpaktukym [ans By3oB] / C. C. BenukanoBa, M. B. Kamyb6a ;
Marnurtoropckuii roc. Texuuueckuil yH-T um. I'. 1. Hocosa. - Marnuroropck : MI'TY um. I
U. Hocosa, 2020. - 1 CD-ROM. - 3arm. ¢ Turya. o9kpana. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2716 (aata obOpamenus: 14.01.2025).
- MakpooOBbeKT. - TeKCT : aneKTpoHHBIN. - CBeneHus ocTynHbl Takke Ha CD-ROM.

MecTtHoe camOyIpaBiieHHEe U MYHUIUIIAIbHOE yrpaBieHue : yueOnuk / moxa pea. A. C.
[Ipynaukosa, M. C. Tpodumosa. - 2-e uzn., nepepad. u gom. - M. : OHUTU-JIAHA, 2011. - 1
anekTpoH. ont. auck (CD-ROM). - 3arun. ¢ Turyn. skpaHa. - (YueOHas autepaTypa JUis BBICIIL. 1
cpea. mpod. ob6pas.). - URL: https://host.megaprolib.net/MP0109/Download/MObject/2470
(mata oOpamenus: 30.01.2025). - MakpooObekT. - Tekcr : amekTpoHHBIH. - CBeneHUs
noctymabl Takxke Ha CD-ROM.

B) MeToanueckue yKazaHusi:
[Ipunoxenue 2

r) [Iporpammuoe ob6ecnneuenue u UHTepHET-pecypehbl:
http://archives.ru ®enepansroe apxuBHoe areHTcTBO PD (PocapxuB)

IIporpamMHoe obecnevyenue

HaumenoBanue .
10 Ne noroBopa Cpox neHCTBUS JTUIICH3UH
7Zip cB000HO pactpoctpansemoe [10 06eccpouHo
FAR Manager cB000HO pacnpoctpansemoe I10 0OECCPOYHO
bpaysep Mozilla | cBoboaHO pacnpoctpansemoe 110 OECCPOUHO
bpaysep Yandex |cBobOoaHo pacnpoctpansemoe 110 OECCPOYHO

HpO(l)eCCI/IOHaJIbHI)Ie 0a3bl JaAaHHBbIX U I/IH(l)OpMaIIHOHHI)Ie CIIPaBOYHBIC CUCTEMbI

HasBanue kypca CchlIKa
WudopmanmonHas crcrema - baHk JJaHHBIX yrpo3 https://bdu.fstec.ru/?
Wudopmanmonnas cucrema - Hopmarusnbie mpaBosbie | https://fstec.ru/tekhnicheskaya
MexayHapoaHas pedepaTiBHas U IOJHOTEKCTOBAs https://www.nature.com/sitein

denepanbHbIi 00pa3oBaTeIbHbIN MopTan — JkoHOMHUKA. | http://ecsocman.hse.ru/
Poccutickas I'ocymnapctBennas oubnnoreka. Karamorn | https://www.rsl.ru/ru/4readers
DnexTpoHHbIe pecypchl oubarorekn MI'TY um. I'.1. https://host.megaprolib.net/M
HannonansHas nHGOpMaMOHHO-aHAIUTHYECKAsT URL:
DnekTponHas 0a3a nepuoanyeckux m3manuii East View | https://dlib.eastview.com/
9 MaTepuaJIbHO-TeXHHYeCKoe odecrieuenne npakTuku/HUP
MarepHraabHO-TEXHHUECKOE 00ECIeYeHHEe OpraHu3alMii Pa3IuYHbIX OpPraHU3aIlMOHHO-
MPaBOBBIX (HOPM IMO3BOJSCT B IMOJHOM O0BEME peaTn30BaTh IEIM W 3aJa4d TPAKTHKUH U
cOpMHUPOBATH COOTBETCTBYIOIIME KOMIIETCHIIHH.




IIpunao:xenue 1

OueHouHble  cpeacrBa Ui NpPOBeeHHS  NPOMEKYTOYHOH  aTTecTalUM 1O
NMPOW3BOJACTBEHHOI NPAKTHUKH MO MNOJYYEHHI0 NPO(PecCMOHAIBHBIX YMEHHMHd W ONbITa
npodeccHoHAIbLHOM 1eATeJIbHOCTH

Bun arrecranuu 1o utoram MpakTHKH — 3a4€T C OIIEHKOH, KOTOPBIN MPOBOAUTCS B popme
3amuTel oT4era. [lo WTOraM NTPAaKTHUKKA MPOBOAMTCS WTOTOBas KOH(PEPEHIHs, Ha KOTOPOU
CTYJICHT 03BYYHBACT OCHOBHBIC UTOTH, ITOJTYICHHBIC HA TTPAKTUKE.

Jlo uTOroBOM KOH(EpPEeHIMH CTYAEHT TMPENOCTaBiIseT Ha Kadeapy Crlenyromue
JIOKYMEHTHI:

- MIUCbMEHHBIH OTYET

- UHAMBHyaJIbHOE 3a/IaHUC;

- pabounii maH-TpaduK TPaKTUKH;

- XapaKTEPUCTHKA PYKOBOJIUTEIIS IIPAKTUKU OT OPTaHU3AIUU C OI[CHKOH.

HpnMepﬂoe HHIAUBUAYAJBHOC 3aJaHUE HA IIPOU3BOACTBCHHYIO IPAKTUKY
«Oprannsaunﬂ H TEXHOJIOIUA JOKYMCHTANHOHHOTI'0 odecrneyeHus YIIpaBJICHUS):

Llenv npoxoxcoenus npaKkmuxu:

1. 3akpemsieHue u yriyOieHHe MOMYyYEHHBIX TEOPETUUYECKUX 3HAHUN MO CIETYIOIINM
HaIPaBICHUSM:

a) TPUHLUIBI OpraHU3aIUHU TOKYMEHTO000pOTa;

0) IPUHIIMITEI OPTaHU3ALUN PETUCTPALIUU JOKYMEHTOB;

B) MOPSAIOK  OOpaOOTKM  JOKYMEHTOB  OpraHW3allMd B  3aBUCUMOCTH  OT
MPUHAJJICKHOCTH K IOKYMEHTOTIOTOKY M BUY TOKYMEHTA;

I) OpraHMW3alds BCECTOPOHHETO WCIOJIb30BAaHUS JOKYMEHTOB B  TEKYIIEM
JIeJIONPOU3BO/ICTBE;

1) opraHu3aius padoThl IeJIOMPOU3BOICTBEHHBIX CIIYKO U T.1.

2. TlpuoOpereHne MEpBUUYHBIX MPOPECCHOHATBHBIX YMEHHMH U HaBBIKOB B 00JIACTH
OpTraHHU3aINH TIOKYMEHTAIMOHHOTO 00eCIeYeHHUs.

3. IlpuobpereHne  mEepBUYHBIX  MPO(ECCHOHANBHBIX  YMEHHMH W HaBBIKOB
WCIIOJIb30BAHUS KOMIBIOTEPHBIX TEXHOJIOTUH B JIOKYMEHTAIIUOHHOM 00€CTICUeHUH
yIIpaBJICHHUS.

3aoauu npakmuku:

— obecrieueHre 1 mpoBepka MpodhecCHOHaTFHON TOTOBHOCTH CTYACHTOB K
CaMOCTOSITEIILHOU pr;[OBOﬁ JCATCIIBHOCTHU U BBINTOJIHCHHUO OCHOBHBIX
npodeccuoHaNbHBIX (YHKIHI B COOTBETCTBUHU C KBaTU(UKAIMOHHBIMU TPEOOBAHUSIMH,

— 3aKpeIuieHue, yriyojieHue U pacliupeHne 3HaHUi B 00J1aCTH OpraHu3aluu U
texHosoruu JJOVY, mony4eHHbIX CTyIEHTaMH B MPOIIECCE TEOPETHUECKOTO OOYIeHHUS,

— U3Y4CHUE OpraHU3aLMH IEATEIbHOCTU U CTPYKTYPBI ACJIONPOU3BOICTBEHHOIO
MOJIpa3/iesieHusl B CUCTEME CITYXObI TOKYMEHTAIIMOHHOTO 00eCTIeueH s yIpaBJIeHUs
OpraHu3aluei;



— MPUOOPETEHHE U 3aKPETUICHNE MPAKTHYECKUX YMEHUH M HAaBBIKOB BBITOJTHEHHSI
OCHOBHBIX BHJIOB PabOT B 00JIaCTH TOJIYYCHHS, 00paObOTKH, OTIPABKH U ONIEPATHBHOTO
XpaHEHUsI JOKYMEHTOB B TEKYIIIEM JIEIOMPOU3BOJICTBE;

— U3y4YCHUE OpPraHU3alK MOJYYCHHUs, 00pPAOOTKU U XpaHCHUS JOKYMEHTAIIMH B CUCTEME
AIIEKTPOHHOTO JIOKYMEHTO000pOTa;

— (UKCHpOBaHUE B IHEBHHUKE MOJIyYCHHBIX CBEJICHUN M PE3YJIbTATOB BBHITIOJTHEHHBIX
pabor;

— IOATOTOBKA OTYETA I10 PE3yJibTaTaM IIPAKTUKH.

Bonpocu, nodneofcau(ue U3YUCHUIO .

No ok

W3yueHne  JIOKaIbHBIX  HOPMAaTHUBHBIX  AKTOB  PETYJIHPYIOIIUX  JAEATEIbHOCTD
MPEIPUATHSI, OpTaHU3AIUH, YIPSKICHUS, (PUPMEIL.

W3ydeHre IOKadbHBIX HOPMATUBHBIX AaKTOB PETYIHUPYIOMIUX JEIOMPOU3BOJCTBO Ha
OPENNPUITHH, B OpTraHU3AINH, YUPEKICHUH, PrpMe.

AHanu3 pabouero MecTa KaHIeIsIpcKoro paboTHUKA.

O3HakOMJIEHHME C OPraHU3al[IOHHO-PACHOPSAIUTENLHON CHUCTEMOM  JOKYMEHTAIlluu
OpraHu3aluy, yUYpexaeHus, Gupmol.

[ToaroToBka MpoOEKTOB OPTaHU3AMOHHO-PACTIOPSAUTEIBHON JOKYMEHTAIIH.
Opranuzanus JOKyMEHTOOOOpOTa B OpraHMW3aiuu, ydpexneHuu, ¢upme. [IpaBuna
npremMa, OTIPaBKU, PETHCTPALMU KOPPECIOHCHIINY B OpraHU3allui. AHAJIN3 Mpolecca
OpraHU3aIi KOHTPOJISl UCTIOJHEHHS TOKYMEHTOB, OpraHU3alus padoThl UCIIOIHUTENEH
C IOKYMEHTaMH.

[IpaBuna ¢opMupoBaHus e, MOPSAOK OpraHU3allMy ONEPaTHUBHOIO XpaHEHUS
JIOKYMEHTOB.

[IpaBuna W MOPSIOK CO3MAaHUS W BEACHHUS HOMEHKJIATYPHl €1 OpraHU3alluu H
CTPYKTYPHBIX ITOAPA3ACIICHUAMN.

CocraBieHre HOMEHKIATYPHI €.

W3yueHne u peannzanus mpaBuwI 0POPMIICHHS JIeJT ¥ TIepeadu Il Ha apXUBHOE
XpaHEeHHE.

Ilnanupyemoie pesynomamol nPAKmMuKu .

[ToaroToBka pekoMeHAaUil 10 YCTPAaHEHUIO WIM MUHMMM3ALMU BBIABICHHBIX MpoOiIeM
(pexoMeHaluK JOKHBI ObITh OOOCHOBAHHBIMH, T.€. CONPOBOXKJIATHCS CChUIKAMHU Ha
COOTBETCTBYIOIIIE HOPMATHUBHO-TIPABOBBIE AKTHI U T.I1.).

[TonroroBka BBIBOJIOB O JAEITEIBHOCTH NPEANPUSITUA WIM oOpraHuszainuii, B cdepe
[IPAKTUYECKUX PEKOMEHAALMM [0 COBEPLICHCTBOBAHUIO apXMBHOIO  XpaHEHUS
JIOKYMEHTOB.

Onenka 3(p¢GEKTUBHOCTH MPOEKTOB U IMPOrpaMM IO COBEPILIEHCTBOBAHHUIO IPOLIECCOB
ApXMBHOT'O XPAaHEHHUS JOKYMEHTOB, BHEAPSEMBIX HA IPEANIPUATHSIX.

OreHka KauecTBa yrpaBJIEHYECKUX PEIIEHHUH B cepe apXUBOBEACHUSI.

[ToaroroBka oT4era 1o NpakTUKe

[Ty6nnyHas 3ammrTa CBOMX BBHIBOJIOB U OTYETA IO MPAKTHKE.

Cucrematuzanus u o00OLIeHME MaTepuasia Ui HalWCaHUs KypCOBBIX paboT U

BBIMTYCKHOHN KBaJTU(UKALMOHHON pabOTHI.

Pykogooumenv npakmuxku om opzanusayuu/npeonpusmus oQOpMISET XapaKTEPUCTUKY U
BBICTaBIsIeT JU(PepeHIIUPOBaHHYIO OIICHKY CTYIEHTY B JIOKYMEHTaxX, MPEICTaBIsSEMBbIX



CTyAEHTOM Ha Kadenpy. IIpu BeICTaBIEHUHU OLIEHKU PYKOBOJHUTEIb IMPAKTUKH OT OpraHU3aLNU
IPECTaBISET OT3bIB O PAOOTE CTYJIEHTA MO CIEAYIOLIEMY IUIaHYy:
- CPOKH ITPOXOKICHUSI IPAKTUKH;
- IIOJIHOTA U3Y4YEHHS BCEX BOIPOCOB, IPELyCMOTPEHHBIX ITPOrPaMMOM NPAKTUKY;
- IIPOSIBJIICHUS CTYJAECHTOM CaMOCTOSITEIIbHOCTH, aKTUBHOCTH, TBOPYECKOI'O IOIX01a
K paboTe, TUCIUIIMHUPOBAHHOCTH;
- y4acTHe CTy/AEHTa B TeKylled paboTe mpennpusaTusi (OpraHu3aluu), perieHus
3a/1a4;
- TPYAHOCTH, BO3ZHHUKIINE B XOJI€ NPOXOXKICHUS NMPAKTHKH (MpodeccCHOHANIbHBIE,
JUYHOCTHBIE, TUCIUIUIMHAPHBIE).
- 3aMedaHus M MOXKETaHUs BbIITyCcKaroIed kadenpe 1o opraHu3alni, CoAep >KaHUuIo
Y YPOBHIO IIOJTOTOBKH CTYZAEHTA.
- PykoBoauTenb MpakTHKOW OT opraHu3auuu. J{OMKHOCTh, (haMuiins, HOIIHCH,
11e4yaTh.
[lo uToram NpakTUKU CTYEHTY B 3a4ETHYIO KHIKKY PYKOGoOumenem npakmuku om Kageoput
BeICTaBiIsIeTCsl AU PepeHnrpoBaHHast OTMETKA 332 MPOU3BOACTBEHHYIO MPAKTUKY MO 5 OalbHON
CHUCTEME: «HEYIIOBIETBOPUTEIBHO), «yIOBIECTBOPUTEIBHOY, «XOPOLIO», «OTIUYHON.
OrneHka pyKOBOJMTENS MPAKTUKH OT Kadeapbl MOXKET OTJIMYAThCA OT OLEHKH, BBICTaBIEHHOMN
PYKOBOAMTEIIEM NPAKTUKHU OT OPTaHU3ALINN.
PykoBoguTenn NpakTHKM  BBICTABISAIOT  OLIGHKM B COOTBETCTBUM C  KPUTEPUSAMH,
npeacraBieHHbIMEA B Tabmunax 1, 2.

Tabnuya 1
Kputepun omneHku, BbICTABJIsIEMOI PYKOBOAUTEEM MPAKTHKH OT OPraHU3aIuu
Ouenka Kpumepuu oyenku
OT1an4uHO CTyneHT CBOEBPEMEHHO M Ha BHICOKOM YPOBHE BBIIIOHIII BEChH

HaMEYEHHBII POrpaMMOl MPaKTUKKU 00BbEM pabOThI; MPOSBIISI
CaMOCTOSATENIBHOCTb, MHHILIMATUBHOCTH B penieHnu
IIPOU3BOJICTBEHHBIX BOIIPOCOB.

Xoporio CTyZneHT CBOEBPEMEHHO U Ha JOCTATOYHOM YPOBHE BBITIOIHUI
BeCh HAMEUEHHBIM MPOrpaMMOil MpaKkTUKU OOBEM pabOTHI
(oOsi3aTeNbHYIO U JOTOJHUTEIBHYIO YacTH); HO HE BCeraa
MPOSIBIISTT CAMOCTOSTEIFHOCTh M MHUITUATHBHOCTH B PEIICHHUH
MIPOU3BOJICTBEHHBIX BOIPOCOB.

Y 10BIETBOPUTEIIEHO CTyneHT CBOEBPEMEHHO U Ha JOCTaTOYHOM YPOBHE BBIIOJIHUII
BECh HaMEUEHHBIH MpOorpaMMON MpakTUKH O0O0BEM pabOTHI
(00s13aTeNbHYIO U JOTOJHUTENbHYIO YacTH); HO HE TNPOSBISII
CaMOCTOSITEIBHOCTh M MHUIMATUBHOCTD WM  JOIYCKal
OTJIeNIbHbIE OUIMOKU B PEIIEHUH ITPOU3BOACTBEHHBIX BOIPOCOB.

HeynosnerBoputensHO CrygeHT  HE  BBIIOJHWI  OPOrpaMMy MU IPOSIBUI
0€30TBETCTBEHHOE OTHOLIEHHE K MPAKTUKE.

Tabnuuya 2
Kpurepun oneHk#, BbICTABJISIEMOil PYKOBOAMTEIEM NPAKTUKH OT YHHBEPCUTETA
Ouyenka Kpumepuu oyenxu
OTnuuHO CTyneHT B CPOK U B MOJTHOM OOBEME BBHITIONHUI MPOTPaAMMY

IIPaKTUKH, CBOCBPCMCHHO npeaoCTaBull OTLIéTHyIO



JOKYMEHTallo,  O(QOPMIIEHHYIO B  COOTBETCTBHUM  C
TpeOOBaHUSAMH HACTOAIIMX METOJUYECKUX PEKOMEHAALNH.
Otu€THass [OKyMEHTAalMs OTpaXkaeT BBICOKMHM  YPOBEHb
TEOPETUYECKOU U NMPAKTUYECKOU ITOATOTOBKH CTYACHTA.
OTmeTka  pyKOBOAWTENSI MPAKTUKM OT  OpraHu3aluy —
«OTJIMYHO» WIH «XOPOLIO».

Xopoio

CTyneHT B CPOK M B TOJHOM OOBEME BBHINMOJHWI MPOTPaMMy
IIPaKTUKU, CBOEBPEMEHHO IIPEIOCTABUII OTYETHYIO
JOKYMEHTalul,  O(QOpPMIIEHHYIO B  COOTBETCTBUM  C
TpeOOBaHUAMH HACTOALIMX METOJNYECKUX PEKOMEHIALNH.
Oru€THass NOKyMEHTalUWs OTPakaeT JOCTAaTOYHBIM YpPOBEHb
TEOPETUYECKOU U NIPAKTUYECKON ITOATOTOBKH CTYZACHTA.
OTmeTKa pyKOBOAUTENS OT OpPraHU3alud — «OTJIIMYHOY,
«XOPOLIO» UJIH «YAOBIETBOPUTEIBHOM.

Y,Z[OBJ'IGTBOpI/ITeJ'IBHO

CTyneHT B CPOK U B MOJHOM O00BEME BBIIOIHUI MPOTrPaMMy
MPaKTHUKH, CBOEBPEMEHHO MIPEA0CTaBUII OTYETHYIO
JOKYMEHTaluo,  O(QOPMJIICHHYIO B  COOTBETCTBUU  C
TpeOOBaHUSAMU HACTOSIIMX METOJUYECKUX PEKOMEHIAITHIA.
OtuéTHass [OKyMEHTalUus OTPaKaeT JIOCTATOUYHBIA YPOBEHb
TEOPETUYECKON M MPAKTUYECKOW IOJATOTOBKH CTYAEHTa, HO
COICPKHUT  pAN  HEAOYETOB IO  CONEPKAHHMIO  W/WIH
odopmIIeHHIO.

OTMeTKka pYKOBOAMUTENSI OT OpPraHU3AIMH — «XOPOIIO» WU
«YIOBJIETBOPUTEIBHO.

HeynosnersopurensHo

CryneHT He B CPOK W/WIM HE B TOJHOM OOBEME BBIMTOIHUII
IporpaMMy HpPaKTUKH; W/MIM HECBOEBPEMEHHO IPel0CTaBUII
OTUYETHYIO JOKYMEHTAIUIO; /WK AONMYCTUI rpyOble OIIMOKH B
oopMIIeHNN OTYETHON JOKYMEHTALIUH.

OtmeTka PYKOBOIUTENS oT OpraHu3aIu —
«yJIOBJIETBOPUTEIILHOY» UIIH «HEYAOBIETBOPUTEIILHOY.

Eciu  oneHkwn,

BBICTABJICHHBIC PYKOBOJAUTCICM IIPAKTUKHW OT OpraHu3alvmi U

PYKOBOAUTCIICM MMPAKTUKH OT YHUBCPCUTCTA, HC COBIIAJat0OT, TO MOCIEIHUN 000CHOBBIBAET CBOIO
OLICHKY HAa TUTYJIbHOM JIUCTC OTuéTa.

OrneHka 1O TpaKTUKE MPUPABHUBACTCS K OILEHKaM (3a4€TaMm) MO TEOPETUUYECKOMY

00y4YEHHIO U YUYUTHIBAETCA MPH MOABEICHUN UTOTOB 00IIEl YCIIEeBaEMOCTH CTYIEHTA.

[Ipy HEBBIMOIHEHUM MPOrpamMMbl Y4eOHOH MpakTHUKK 0e3 YBa)KUTEIbHON MPUYMHBI,

HapylIeHUs TPYAOBOM JUCHMIUIMHBI CTYAEHT OTCTpaHsieTcs OT MpaKkTUKH;, ero pabora

NPU3HAETCS HEYJOBIETBOPUTEIBHOI; caM CTYIEHT CUMTAETCS HE BHIOJHUBIIUM YUeOHBIH IJIaH.
CryneHT, He BBIIIOJHUBIINHI NPOrpaMMy IPAKTUKY 10 YBAKUTEIbHON IPUUMHE, HAIIPABIISIETCA
Ha MPaKTUKY BTOPUYHO B CBOOOAHOE OT yu&OBI BpeMmsl.




Ipuio:xkenne 2
MeTtoauyeckue peKoMeHAANU K 0(pOPMJIEHHIO 0THYeTA 10 NPAKTHKE

O0s3arenbHOI POPMOIT OTUETHOCTH CTY/ICHTA-IPAKTHKAHTA SBJISICTCS ITICHMEHHBIN
OTYeT.

Otuér odopmissercs B TIEUaTHOM BHJE B COOTBETCTBUU C TPEOOBAHUSIMHU
I'OCT P 7.0.97-2016. HamumonanpHbiii ctangapT Poccuiickoit @enepanuu. Cucrema
CTaHJIapTOB MO WHPOPMAIUK, OMOIMOTEYHOMY M H3AaTeIbCKOMY neny. OpraHu3almoHHO-
pacniopsuTenbHas JAOKyMeHTanus. TpeOoBaHus K OQOPMIICHUIO JTOKyMEHTOB" (yTB.
IIpukazom Poccranmapra ot 08.12.2016 Ne 2004-ct) (pen. ot 14.05.2018).

OTuéT mevaraeTcsl Ha CTaHIAPTHBIX Oenbix Jucrax popmarta A4 (210 x 297 MM) ¢ ogHO#M
CTOPOHBI JiucTa. KaX/Iplii TUCT JOKYMEHTA JIOJKEH UMETh TOJIsl HE MCHEe:

20 MM — JIEBOE;

10 MM — mpaBoe;

20 MM — BEpXHEE;

20 MM — HUXKHEE.

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

Bropyro u Bce mocienymoomue CTpaHuibl or4éra HymepyroT. Homepa crpanuil
NPOCTABJISIOT MMOCEPEINHE BEPXHEro mouis Jmcra. AO3amsbiid orctyn (1,25 cM) M mepeHOCHI
YCTaHABJIMBAIOTCS aBTOMATHYCCKH.

CO,Z[ep)KaHI/IC OTUCTa JOJIPKHO BKIKOYATH CIACAYIOIUC pa3aCiIbl:

1. TuTynabHBIN TUCT IO YCTAaHOBIEHHOU (hopme

2. CopnepxaHue 0oT4éTa ¢ yKazaHHEM CTPaHMII BCEX Pa3/iesioB MO YCTaHOBJIEHHOM (opme

3. BBeneHue (XapakTepuCTHKa IESTEIBHOCTH NPEANPHUATHS, OPTaHU3AIMH, YIPEKICHHS,
(bupMbl — 0a3bl IPAKTUKU; OMHCAHUE CTPYKTYPbI 0a3bl MPAKTUKH; NOApa3eNICHUs, T1e
IPOXOJWJINA TPAKTUKY; ONHMCAHME JOJDKHOCTH W (QYHKUUH JMIA, SBISBIIETOCS
HACTaBHUKOM B ITpoIecce MPOXOKIACHUS PAKTUKH)

4.  AHanu3 JOKaJbHBIX HOPMATHUBHBIX aKTOB PETYIUPYIOLIUX AEATEIbHOCTh ciayxk0bl JJOY
0a3pl MPAKTHKH, OPraHU3alUI0 JOKYMEHTAlMOHHOTO OOecleYeHMs YIpaBiIeHHUs Ha
NpEANpUSTHH, B OpPraHU3alu1, YIpexKJIeHUH, GUupMe.

5. PackpeITh OCHOBHOE cojiepKaHHe JIEATEIbHOCTH Ha MTPaKTHKE:
® OIUCaHHUE CTPYKTYpPHI 0a3bl MPAKTHUKU;

e omwucanue GyHKIUH cayk0b1 JIOY 6a3pl mpakTHUKH;

e omnucaHue (YHKIMOHATBHBIX O00sA3aHHOCTEH JOKHOCTH  (JOKYMEHTOBENa,
JIEIONPOU3BOUTENS, CEKpeTapsi, MEHeKepa MO MepcoHally, apXUBUCTa U [p.),
KOTOPYIO 3aHMMaJI CTYJI€HT BO BpEMSI IPAKTUKH;

e aHanu3 OCOOEHHOCTEW OpraHu3alMM JEJIONPOM3BOJICTBEHHBIX IPOLECCOB 0a3bl
MPAKTHKU;

® [IPOEKTHl COBEPLICHCTBOBAHMSI TEXHOJOTWU JAEIONPOU3BOACTBEHHBIX IPOLECCOB
0a3bl MPAKTUKY;

® COCTaBJICHHE IPOEKTOB JOKYMEHTOB, DPETYJIUPYIOLIUX JEJIONPOU3BOJACTBEHHbIE
IIPOLIECCHI: MHCTPYKLUH, IOJOXKEHUS, PETJIaAMEHTHI U T.1.

® JIOKYMEHTbI (OpUTHMHANBI WA KOMUH), COCTABIEHHBIE U O(OPMIICHHBIE CTYJAEHTOM



BO BpeMs MTPOXOKICHUS MMPAKTUKH.

6. 3akiroucHue (BBIBOJ O MPOJACTAHHON pabOTe, yClieXW W HEeynauyd, Kakue 3HaHHS W
YMEHHUSI TPUTOJWIUCH, YTO CIICAOBAIO H3YyYUTh CaMOCTOSITEIBHO, IMOTPEOHOCTD
OpraHM3aliK B CICIUAINCTAX M0 TOKYMEHTOBEACHHIO U apXHBOBEICHHIO, CAMOAHATU3
BalllUX NPO(PECCHOHANBHBIX Ka4eCTB, JIMYHOCTHBIM POCT, POJIb MPOJETAHHOW BaMU
paboTHI B ICSITEILHOCTH OPraHH3aIINH ).

7. Ilpunoxenus (makeT JTOKYMEHTOB, pa3pabOTaHHBIX CTYJEHTOM Ha MPAKTUKE, KOIHUHU
JIOKYMEHTOB OpraHH3allid: YCTaB, IMOJIOKCHHUS O CTPYKTYPHBIX IOAPA3ICICHHSX,
nonoxkenue no 10V, 06 apxuse u T.11.).



