MUWHUCTEPCTBO HAYKU 1 BBICIIIEI'O OBPA30BAHIA
POCCUMCKOU ®EJIEPATIANA

®eepaTbHOE TOCY IAPCTBEHHOE OIO/DKETHOE 06pazoBaTebHOE YIPEKIECHHE
BEICIIEr0 00pa3OBaHMs
«MarHUTOrOPCKHii TOCY AAPCTBEHHBIH rexamgeckui yaupepcutet um. I'.M. Hocosa»

VTBEPXIIAIO

T M ' Jupextop UT'O

% e JL.H. CagHHKOBa
Y
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PABOYAS [TPOTPAMMA IIPAKTUKW/HHAP

I[IPOH3BOACTBEHHASA - TPETAILT OMHAA ITIPAKTHKA

Harmpasnenue I0r0TOBKH (cTIenEanbHOCTh)
46.03.02 JIoxyMEeHTOBEIEHHE X APXUBOBCACHHE

HarpaBneHHoCTb (mpOGHITE/ClIeIHATH3AIHS) TPOTPAMMBI
JIoKyMeHTOBEICHHE 1 OKyMEHTAIHOHHOC obecriedeHue yIpaBIeHus

VpoBeHb BBICIIET0 00pa30BaHH - OakanaBpHar

®opma 00ygeHUs
3a04Has

UucrutyT/ dakynsreT VIHCTHTYT TyMaHHTapHOTO 00pa3oBaHus
Kadenpa Tlearornyeckoro 0opa3oBaHus i TOKyMEHTOBCICHI

Kypc 5

MarauToropck
2025 rox



Tporpava 1

aKTHKH/HUP coctapens Ha ocHoBe ®I'OC BO - bakanasprar o
N ICH. Hio IOATOTORKYH 46.03.02 I[orcyMeHTOBe,ueHHe H  apXuBOBenenue (1pukas
Mﬂﬂoﬁpﬂaym Pocenr 0129.10.2020 Ne 1343)

Iporpamma HpaxkTuku/HYP 0ZoOpeHa MeTommyeck o
06.02.2025 r. IIporox

o1 Ne 6
Hpexncenarens,

Iporpamma COCTaBIeHa;

AOLCHT Kadenprr HOwuT, xan, TIeN. Hayk

Penensent:




JIner akTyaJau3anuu nporpaMmmsl

[Iporpamma nepecmMoTpeHa, oocykaeHa u ogoopeHa i peanuzanuu B 2026 - 2027 yuebHOM
roay Ha 3acenanuu kadenpsl [legarormueckoro oOpa3oBaHus M JOKYMEHTOBEICHHS

IIporokonm ot 20 r. No
3aB. kadenpoii C.C. Benukanona

[Iporpamma nepecmMoTpeHa, oocykaeHa u ogoopena s peanusanuu B 2027 - 2028 yuebHOM
roay Ha 3acenanuu kagenpsl [legarormueckoro oOpa3oBaHus M JOKYMEHTOBEICHHS

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

[IporpamMma nepecMoTpeHa, o0cyxkaeHa u ogoopeHa amns peanuzanuu B 2028 - 2029 yueGHOM
roqy Ha 3acefnanuu kadenpsl llemaroruyeckoro o6pa3oBaHus U TOKYMEHTOBEACHHUS

[Iporokonm ot 20 r. Ne
3aB. kadeapoii C.C. BenukanoBa

[IporpamMma nepecMoTpeHa, o0cyxkaeHa u o100peHa ais peanusanuu B 2029 - 2030 yue6HOM
roay Ha 3acemanuu kadenpsl [legarormueckoro o6pa3zoBaHus U TOKYMEHTOBEICHUS

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

IIporpamma nepecmMoTpeHa, oocysxaeHa u ogodpena i peanuzanuu B 2030 - 2031 yuebHOM
roay Ha 3acefanuu kagenpsl [legaroruueckoro oopa3zoBaHus U JOKYMEHTOBEIECHUS

[Iporokon ot 20 . Ne
3aB. kadenpoit C.C. Benukanoa




1 ey npaxkTuxku/HAP

[lenssMu TIPOW3BOJACTBEHHONW — MPEAUIUVIOMHON TIPAKTUKH 110 HAIPABJICHHUIO
noarotoBku 46.03.02 JlokyMeHTOBeIeHHE M apXUBOBEACHHE SIBJISTFOTCS

— cOop HEOOXOAUMOTr0 Marepuaia I BBIIOJHEHUS BBITYCKHON KBaTH(UKAIIMOHHON
paboTHI;

— pa3paboTka NPEMIOKEHHH 110 COBEPIICHCTBOBAHMIO COCTOSHUS BHIODAaHHOW B
KadecTBe 00beKTa nccae0BaHus chephl JOKYMEHTAIIMOHHOTO O0ECIICYCHUS YITPaBICHUSI.

[IpenmumioMHass TMpakTHKa MPOBOAUTCS B (GOpME MPAKTHKA 10  IOJTYYCHHUIO
NpopECCUOHAIBHBIX YMEHMM W OMmbITa NPO(EeCCHOHATBHON  JIEATeIbHOCTH, HAayYHO-
HccaeaoBaTelbckas paboTa, TBOpUECKas MPaKTHKA.

2 3apaun npaktuxku/HUP

3amagamMu IPOU3BOJICTBEHHON — MPEITUTUIOMHOM IPAKTHKY SIBIISTFOTCS

— ydYacTHe B TEOPETHUYECKUX pa3paboTkax B O0OJACTH JOKYMEHTOBEICHUS W
aApXUBOBE/ICHHUS,

— aHaau3 HMH(POPMAIMOHHBIX IMOTOKOB M HMH()OPMAIIMOHHOTO B3aMMOJCHCTBHS B
OpraHH3aIliH;

— aHaIM3 TMOTPeOHOCTEH B OINEpPaTHBHOW MW PETPOCIEKTUBHONH HH(pOpMAIUH,
OIIpEJICIICHUE METOIOB U CITIOCOOOB UX YJOBICTBOPCHHUS;

— ydYacTHe B TPHUKJIAQJIHBIX pa3pabOTKax IO CO3/JaHUI0 CHCTEM JOKYMEHTAIMOHHOTO
oOecIieUeHUsl yIpaBJICHUs, YHUDUKAIMH, CTAaHJIAPTU3AIUK JIOKYyMEHTOB, a TaKke B 00JacTu
apXUBHOTO JICJIa;

— ywactue B pa3pabOTKe aBTOMATHU3UPOBAHHBIX CHUCTEM JOKYMECHTAI[HOHHOTO
oOeCIeYeHUsT yIPaBIICHUSI U apXUBHOTO Jiejla HA CTaJMsIX TMOCTAHOBKU 3314l M OLICHKU MX
MPUMEHECHHS B YCJIOBUSAX KOHKPETHOW OpraHU3alluy;

— y4actue B pa3pabOTKe HOPMATUBHO-METOJMYECKUX JTOKYMEHTOB, aKTOB (IIPaBuII,
nepevyHel JOKYMEHTOB, MMOJIOKEHUH, MHCTPYKIIHMA, KiIaccu(uKaTopoB, Tabenel MpUMEHIEMbIX
(GhopM TOKYMEHTOB M JIp.) MO JOKYMEHTAI[MOHHOMY OOECIEYEHHUIO YNPABICHUS U apXUBHOMY
eIy,

— ydacTue B MyOJIHMKAIIMOHHOM JesTeNbHOCTH M BEICTABOYHON padoTe;

— MOATOTOBKA CIIPABOYHO-TIOUCKOBBIX CPEJICTB;

— cocTaBieHue pedeparoB M coslaHue Oubmuorpaguu Mo TeMaTUKe MPOBOJAMMBIX
HUCCIICIOBAHUM;

— y4acTHe B COCTaBJICHHHM OTYETOB IO HAyYHO-HCCIEIOBATEIbCKOW U METOIUYECKOU
pa0ore.

3 Mecto npaktuku/HUP B cTpykType 00pa3oBaTe/ibHOI IPOrpaMMbl
Hns npoxoxaenuss npaktuku/HUP wHeoOxomumbl 3HaHuMs (YMEHHs, BIAJCHUS),
c(hOpMHUPOBaHHBIE B pE3yIbTaTe U3yUEHUS TUCITUILTHNH/ IPAKTHK:
VYnpagneHue 4enoBeYeCKUMH pecypcaMu
OCHOBBI JOKYMEHTOBECHUS
JlokyMeHTaImoHHOE 00€ecIIedeHre TOCYJapCTBEHHOTO YCTpoiicTBa B PO
OCHOBBI apXUBOBEACHUS
Beenenue B mpodeccuto
CoBpeMeHHas opraHu3alus rocyJ1JapcTBEHHbIX yupexaenuii Poccun
ApxuBOBeJIeHUE
ApPXUBBHI 110 TUIHOMY COCTaBY
KonduaennuansHoe Aem10Mpon3BOACTBO
Opranu3anus ¥ TEXHOJIOTHS JOKYMEHTAITMOHHOTO 00€CTICUeHUSI YITPABIICHUSI
[TpakTHKyM IO COCTaBIEHUIO U O(POPMIIEHUIO CITY>KEOHBIX TOKYMEHTOB



TexHUUECKUE Cpe/ICTBA YIPABICHUS B JOKYMEHTALIMOHHOM 00€CIICUeHUH YIPABICHUS U
apxXuBax

JenoBas nepenucka

HudopmarninonHoe odbecrieueHue yrnpaBaeHHUs

KanpoBoe nenonpou3BoacTBoO

IIpoexTupoBaHue yIpaBIeHYECKOW JOKYMEHTALIUU OPraHU3aluu

JlokyMeHTarmoHHOE oOecreyeHre aIMUHUCTPATUBHBIX OTHOIIEHU! B PD

JlokyMeHTalMoHHOE 00ecIiedeHnEe TPakJaHCKUX OTHOLIEHH B PD

JlokymMeHTaIimoHHOE 00€ecTieueHne TPYAOBBIX OTHOIICHHH B PD

Kanposas nonutuka

MopnenupoBaHue CUCTEM JOKYMEHTAUU OpraHu3aluu

OcCHOBBI cekpeTapcKoro o0CIyKHUBaHUS

JloKyMeHTHas IMHIBUCTHKA

JlokymeHToBeicHUE

[IpaBoBencHME

JlokyMeHTUpOBaHUE J1eATEIbHOCTH HErOCy1apCTBEHHBIX OpraHU3aINi

Opranu3zanus padoThl ¢ 00palleHUusIMU TpakIaH

[Tpou3BoaCTBEHHAs - MPAKTHKA MO MOJYYSHHIO MPO(ecCHOHANBHBIX YMEHHUI U OIbITa
npodeccnoHanbHOM AeSITETbHOCTH

IIponBrxeHne HAy4YHOU IPOAYKIUU

JlokyMeHTalMoHHOE 00ecreueHne e TEIbHOCTH OPraHOB MECTHOTO CaMOYIIPABIICHUS U
MYHHMIMITAJIBHBIX OpraHUu3alui

[IpoexkTHass JeATENBHOCTb MO JOKYMEHTAlMOHHOMY OOECIEUEHUIO YIpPaBICHUS
OpraHu3anuein

AJIMUHUCTPUPOBAaHUE PaOOTHI C IEPCOHATBHBIMU JaHHBIMU

ONEKTPOHHBIE APXUBHBIE TOKYMEHTbI

OO6paboTka u 3a1MTa JOKYMEHTHPOBaHHON MH(OpMaIiu

3HaHus (yMeHus, BIIAJEHUs), TIOJyYEHHbIE B Ipolecce MpoxokaeHus npaktuku/HUP
OyayT HEOOXOAUMBI [Tl U3YYEHUS TUCHUIUINH/TIPAKTUK:

[TonroroBka Kk caue v caada rocyAapCcTBEHHOTO DK3aMEHa

[TonroroBka K 3aIIMTe U 3aIIMTa BBITYCKHON KBaJIM(UKALIMOHHON pabOThI

4 Mecto npoBenenust npakruku/HUP

[IpakTka mnpoBoAuTcss Ha 0a3e oOpraHu3zauuid 000 OpraHu3alMOHHO-TIPABOBOM
¢opMmbl. CTyieHThI 3a04HON (OPMBI 00YUEHHUS MPOXOJAT NMPAKTUKY B OpraHU3alusAX 110 MECTY
TPYZIOBOM IE€ATEIBbHOCTH.

[TpakTiKa MOXET IPOBOAUTHCS B CTPYKTYPHBIX MOAPA3/IEICHUSIX OpraHUu3aluu.

Jnsg nun ¢ orpaHMYEHHBIMM BO3MOXKHOCTSIMH 37I0pOBBSI BBIOOP MECT IMPOXO0XKJIEHUS
MIPAKTHUK JIOJKEH YUUTHIBATh COCTOSIHUE 3/I0POBBS U TPEOOBAHMUS MO TOCTYITHOCTH.

Crnioco6 nposenenust npaktuku/HUP: net
[TpaxTuka/HUP ocymecTBasieTcst AUCKpETHO

5 Komnerenuun odyyarouierocs, (popMupyemMbie B pe3y/ibTaTe MPOX0xKIeHH
npaktuxku/HUP n nnanupyemsbie pe3yabTaThbl 00y4eHHs

B pesynbrare mnpoxoxaenus mnpaktuku/HUP oOygarommiics momkeH o0nanaTh
CJIEYIOLUMHU KOMIIETEHLIUAMU:

KO,Z[ HHAUKATOpa I/IHIII/IKaTOp JOCTHXKCHUA KOMIICTCHIINN

YK-1 CnocobeH ocymiecTBIsATh MOUCK, KPUTUYECKUI aHaIN3 U CUHTE3 UH(OPMALINH,
MIPUMEHSITh CUCTEMHBIN MOJIXOJ IJIsl pEHISHHMsI TOCTABJIEHHBIX 33]a4




YK-1.1

AHanu3upyer 3a/1auy, BbIEIss ee 0a30BbIe COCTABIISIONINUE,
paccMaTpuBaeT U IIpeaaracT BO3MOKHBIE BAPUAHTHI PEILIECHUs
IIOCTaBJICHHOM 3aJja4M, OLICHUBAsl UX JOCTOMHCTBA U HEJOCTATKU

YK-1.2 Ornpenenser, MHTEPIPETUPYET U PAHKUPYET HHPOPMALIHIO, TpeOyeMyro
JUTSL PEUICHUS TIOCTABJICHHOW 3aJ[aui; OCYIIECTBIISIET TOUCK WH(pOpMAIHU
110 PA3JINYHBIM TUIIAM 3aITPOCOB

YK-1.3 [Tpu o6paboTke nHGOpMAIK OTIUYAET (PaKThl OT MHCHHH,

MHTEPIIPETALNA, OLIEHOK, (OPMUPYET COOCTBEHHBIE MHEHHUS U
CYXKICHHsI, apTYMEHTHPYET CBOU BBIBOJIbI U TOUKY 3PEHHUS

YK-3 CnnocobeH ocylecTBIIATh COLIMAIbHOE B3aUMO/IEHCTBUE U PEAJIN30BbIBATH CBOIO POJIb

B KOMaHJC

YK-3.1

OrnipezensieT CBOIO poJib B COLIMAIBHOM B3aUMOJCHCTBUU U KOMaHTHOM
pa60Te, HUCXOJd U3 CTPATCTHUU COTPYAHUYICCTBA AJIA JOCTUIKCHUA
MOCTaBJICHHOMN e, CTPOUT NPOAYKTHBHOC B33,I/IMOI{€I>10TBI/I€ C y4€TOM
HOPM U YCTaHOBJIEHHBIX IPAaBUJI KOMaHIHON pabOThI

VK-3.2

[Ipu peanusanuu cBOEi pojv B COLIMAIBHOM B3aUMOJICHCTBUHU U
KOMaHJIHOM paboTe yYUTHIBAET OCOOCHHOCTH MOBEICHUS K HHTEPECHI
JIPYTUX YYaCTHUKOB, aHAJTU3UPYET BO3MOXKHBIC MTOCIIECICTBHS JIMUYHBIX
JICUCTBUI

YK-3.3

OCYH_IGCTBJ'IHGT obMeH HH(bOpMaI_II/Ieﬁ, 3HAaHUAMMU H OIIBITOM C YJICHAMM
KOMaHbl; OHCHUBACT UACH APYIUX YJICHOB KOMaHbI IJIs1 JOCTHIXXCHUA
MMOCTaBJICHHON 1IN

YK-4 CriocobeH ocymiecTBIATh JeI0OBYI0 KOMMYHHUKAIIMIO B YCTHOW M IMCbMEHHOH (popmax
Ha TOCYJJapCTBEHHOM si3bIke Poccuiickoit denepanyivi 1 HHOCTpaHHOM(BIX) sI3bIKE(ax)

YK-4.1

Bri6upaet ctuiib 00111€HHS HA PYCCKOM SI3bIKE B 3aBUCUMOCTH OT IIEJIH U
YCJIOBHI MapTHEPCTBA; aJalITUPYET PeUb M CTUJIb OOIIEHUS K CUTYallUsIM
B3aMOJICUCTBHUSA

YK-4.2

Bener nenoByro nepenucKy Ha pyCCKOM U MHOCTPaHHOM SI3BIKAX C
y4eTOM 0COOEHHOCTEH CTHIIMCTUKH OQHUIMATbHBIX TUCEM U
COLMOKYJIBTYPHBIX pa3Inyuii

YK-4.3

BrimonHseT 1715 TMYHBIX 1IeTiel mepeBol OPHUIHATbHBIX U
npodecCHOHANBHBIX TEKCTOB C MHOCTPAHHOTO s3bIKAa HA PYCCKHUH, C
PYCCKOTO 513bIKa HA MHOCTPaHHBIM

YK-4.4

[Ty0ar4HO BBICTYNAET HA PYCCKOM SI3BIKE, CTPOUT CBOE BBICTYIIJICHHE C
YUETOM AYAMTOPHUH U LEIH OOIEHUS

YK-4.5

VYCTHO IpecTaBiseT pe3ynbTaThl CBOEH JeATEILHOCTH HA HHOCTPAaHHOM
SI3BIKE, MOJKET TOJJIEPKATh PA3roBOP B X0JI€ UX OOCYKIEHUS

YK-6 CniocobeH ynpaBisiTb CBOUM BPEMEHEM, BHICTPAaNBATh U PEATU30BBIBATH TPACKTOPHIO
CaMOpPa3BHUTHsI HA OCHOBE NPUHIIMIIOB 00pa30BaHMUs B TCUCHNE BCEH KU3HH

VK-6.1 Hcnonb3yeT MHCTPYMEHTBI U METO/IbI YIIPaBIEHUS BPEMEHEM IIPH
BBITNIOJTHEHUH KOHKPETHBIX 337a4, IPOEKTOB, IPU JOCTUKEHUN
IIOCTABJICHHBIX I1€JIEN

YK-6.2 OrnpenensieT MpUOPUTETH COOCTBEHHOM IEATEIHOCTH, JIMYHOCTHOTO
pa3BUTHA U POo(eCCHOHATBLHOIO POCTa

YK-6.3 OuenuBaeT TpeOOBaHUS PhIHKA TPYAA U MPEIIOKEHUS 00pa30BaTeIbHBIX

YCIIYT JJi BBICTPAuBaHUs TPAEKTOPHUH COOCTBEHHOTO
po(hecCHOHAILHOTO POCTa

VYK-7 Criocoben nojiepKuBaTh JODKHBIM yPOBEHb (PU3NUECKOI MOATOTOBICHHOCTH IS
o0ecreyeHrs: NOTHOEHHOM colMaibHON U TPpodhecCHOHATBHOMN e TeTbHOCTH

YK-7.1

Bri6upaet 310poBbecOeperarnme TeXHOJIOTHH IS TTOAIePKAHUS
3I0pOBOTO 00pa3a )KU3HU C y4eTOM (HU3UOJIOTHUECKIX OCOOCHHOCTEH
OpraHu3Ma ¥ YCIOBH pearn3anuy NpopecCHOHATBHON e TeITbHOCTH




YK-7.2 [Tnanupyet cBoe paboyee U CBOOOJHOE BpeMSs 7151 ONTHMAIBLHOTO
coyeTaHusi PU3NIECKON U YMCTBEHHOH HArpy3Ku B 00ecreueHHsI
paboTocrnocoOHOCTH

YK-7.3 Co0mroaeT ¥ mpornaraHJaupyeT HOPMBI 3J0POBOTO 00pa3a KU3HH B

Pa3JIUYHBIX ) KU3HCHHBIX CUTyallusaX U B HpO(l)eCCHOHaHBHOfI
JACATCIIBHOCTH

ITIK-1 Crioco6eH ocyIiecTBIsATh, OpraHU3allMOHHOE, JTIOKYMEHTAIIMOHHOE 1
nH(pOpMaIMOHHOE 00ECTICYCHHE IeITEIPHOCTH PYKOBOIUTEIISI OpraHU3aIiu

I1K-1.1

OpraHH3yeT H 00ecIIeunBaeT JOKYMECHTAIMOHHOC COIIPOBOXKIACHUC
ACATCIIBHOCTH PYKOBOJUTEIIAA HAa OCHOBE BHCIITHUX U JIOKAJIBHBIX
HOPMATHUBHBIX aKTOB

[1K-1.2

OpranusyeT nHOOPMAIIMOHHOE M JOKYMEHTAIMOHHOE B3aUMOJICHCTBHE
PYKOBOJMTEIIS C IOCETUTEISIMU, IIOAPA3AECICHUAMH, JOKHOCTHBIMU
JIMIIAMH [TApTHEPAMU

I1K-1.3

Opranuzyet paboyee BpeMs, GyHKIIMOHATIBLHOE IPOCTPAHCTBO CBOE U
PYKOBOIMTEIS, OPTaHU3ALMOHHO COMPOBOXKIAET paboUre MPOLECCh

PYKOBOJUTCIIA

[TK-2 Cnioco6en ocyliecTBIATh JOKYMEHTAIMOHHOE 00eCTIeYeHUE YIIPaBICHUS

OopraHu3anmen

[K-2.1 OpranusyeT U perJaMeHTHPYeT JOKYMEHTHPOBAaHUE YIIPaBICHYECKOM
JIESITEIHOCTH B OpraHu3alluu

I1K-2.2 OpranusyeT U peraiaMeHTHPYeT JOKYMEHTOOOOPOT B OpraHu3aIiu

IK-2.3 Opranusyer, periiaMeHTUPYET OllepaTUBHOE XPaHEHUE U

HCII0JIb30BAHUEC JOKYMCHTOB B OpraHru3aln

I1K-3 Cnocoben OpraHnu3oBaTb U AIMUHUCTPUPOBATH ACATCIBHOCTD 110 OpraHnu3alu Tpyaa

W OIINIATHI ICPCOHAJL

a

I1K-3.1

OOecneunBaer JAOKYMCHTAIUOHHOC 1 OPTraHU3aITUOHHOC
COIIPOBOKIACHUC CUCTCMBI OpTraHU3alluH U OIJIATHI TPpyJa IICPCOHAIA

I1K-4 CriocobeH pyKOBOIAMTH MPOIIECCOM CKaHUPOBaHMsI, BBOJIa M 00paOOTKH JaHHBIX B

CHUCTCMC JJICKTPOHH

Ooro apxmuBa

I1K-4.1

praBJ’IHeT ACATCIIbBHOCTBIO IO KOHTPOJIIO q)YHKLII/IOHI/IpOBaHI/IH, BBOJAA U
06pa60TI(I/I JAaHHBIX B CUCTCMEC JJICKTPOHHOT'O ApXHUBa

[1K-4.2 Pa3pabarbiBaeT 10KkanbHbIE HOPMATUBHBIE aKThI 110 BOIIPOCAM
OpraHu3aly NPOLECCa CKAHUPOBAHUS B CUCTEME DJIEKTPOHHOI'O apXHUBa
[1K-4.3 Ocy1ecTBIIsIET CTPATErH4e€CKOe TNIAaHNPOBAHNUE U TIOCTPOEHUE

MIPOIIECCOB CKaHUPOBAaHUS, BBOAA U 00OPaOOTKH JIAHHBIX B CUCTEME
AJIEKTPOHHOT'O apX1Ba




6. CTpykTypa u conep:xkanue npaktuxku/HUP

O6mas tpynoemkocth npakTuku/HUP coctaBnser 3 3averHbix eaunui; 108 akan.
4acoB, B TOM YHCJIE:

— KOHTaKkTHas padota — 0,2 akaj. 4acos:

— camocrosTenbHas pabora — 103,9 akan. yacos;
— B hopme npakTrueckoit moarotroBku — 108 akas. yacos.

Bunpl paboT Ha npakTHKe,

Ne Paznensl (3Tansl) U coaepkaHue 2,
i HO— > BKJIIOYAsl CAMOCTOSITENBHYIO Kon xomnerenmm
paboty
[pocaymmBaHue HHCTPYKTaXxa IO
TEXHUKE O0€30MacHOCTH, BBOJHOIO
MHCTPYKTaXka O OXpaHe Tpyaa H
1. [ToaroToBUTEIBLHEIN dTAIl TofyteHue HHAMBHAYATBLHOTO
3aaHusg Ha MpPaKTHKy B paMKax
TEMBI BBIITYCKHOM
KBaJTH(HUKAITHOHHON padoThI
(BKP)
CoOop (akTHuecKoro MaTepHuaia
2 C6op mpaKTHYECKOTO MaTephaa s mpakthdeckod dactm BKP.
' s Hartucanwst BKP IIposepka TEOPETUIECKOTO
MaTepHaja Ha MpPaKTHKE.
dopmynHpoBKa IIpoBenenne amammsa JOKYMEHTOB
3 MIpeIBApUTEIBHBIX 0a3bpl TpPakTUKH U pa3paboTka
pPEKOMEHAINI TI0 HMCCleayeMoi IIPOEKTOB TOKYMEHTOB B paMKax
poGiieme TEMbI HCCIICJIOBAHMSL.
IToproroBka x mpemzammre BKP.
4. [Ipenzamura BKP Odopminenue oTuéTa o

HpeZ[J_'[I/IH.]'IOMHOf/i IPAaKTUKEC.




7 OueHOYHBIC CpeACTBAa /AJsl IPOBeJeHUS] NMPOMEXKYTOYHOH AaTTeCTANMH IO
npaktuxke/HUP
ITpencraBiensl B npuiioxxeHuu 1.

8 YueOHo-MeTOqMYecKOe U HH(POPMALIMOHHOE 00ecnieueHue npakTuku/HUP

a) OcHoBHas JqUTEpaTypa:

JlokyMeHTanmoHHoe obecnieueHue ynpasienus : yueouuk / A. C. ['punbepr u ap. -
M. : IOHUTU-AAHA, 2011. - 1 anekrpon. ont. auck (CD-ROM). - 3ari. ¢ TuTys1. SKpaHa. -
(Yuebnas muTepatypa Jjis BeICII. U cpel. pod. o6pas.). - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2866 (nata oOparueHus:
14.01.2025). - MakpooObeKT. - Tekcr : anekTpoHHbId. - CBelleHus JocTyHbI Takke Ha CD-
ROM.

JlokyMeHTalmoHHOE O0ecrieueHue YIpaBIeHUs Ha TPEIIPUITHIX PA3ITUYHBIX
OpraHHU3alOHHO-TIPABOBBIX GopM : yueOHoe nocodue [ By30B] / coctaButenu: C. C.
Benukanona, 1. B. Kamry6a ; Marautoropckuii roc. rTexuudeckuii yH-T um. I'. 1. Hocosa. -
Maruutoropck : MI'TY um. I'. U. Hocosa, 2020. - 1 CD-ROM. - ISBN 978-5-9967-1816-0.
- 3aru. ¢ TuTya. 3Kkpasa. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2714 (nara obpaieHus:
14.01.2025). - MakpooObeKT. - TekcT : ayeKTpoHHbIid. - CBeleHHs 0CTYyIHBI Takke Ha CD-
ROM.

AnoxuHa, C. A. KypcoBas paboTa 1o 10KyMEHTOBEICHUIO, apXUBOBEICHHUIO,
OpraHM3allK U TEXHOJIOTHH JOKYMEHTAIMOHHOTO O0ECIIeUeHus yrpaBieHus : yaeOHO-
Meroandeckoe mocooue / C. A. AnoxuHa, A. K. Makapoga, 1. B. Camapokosa ; MI'TV. -
Maruurtoropek : MI'TVY, 2016. - 1 snektpos. ont. auck (CD-ROM). - 3ari. ¢ TuTys1. 3KkpaHa.
- URL.: https://host.megaprolib.net/MP0109/Download/MObject/20341 (nara obparieHus:
30.01.2025). - MakpooOBeKT. - TekcT : aeKTpoHHbIN. - CBeieHHs A0CTYMHBI Takke Ha CD-
ROM.

0) /lomoJiHUTEIbHAA JIUTEpaTypa:

JlokyMeHTaIMoHHOE 00eCTIeYeHNE YITPABICHHSI Ha MPEATIPUATHIX Pa3THIHBIX
OpraHMU3alMOHHO-TIPaBOBBIX (opM : yueOHoe nocobue [ By30B] / coctaButenu: 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.

- 3aru. ¢ tuty. akpana. - URL : https://magtu.informsystema.ru/uploader/fileUpload?
name=4125.pdf&show=dcatalogues/1/1535269/4125.pdf&view=true (1ata obpaieHus:
25.01.2025). - MakpooOBeKT. - TekcT : aneKkTpoHHbIN. - CBeleHHs 0CTyMHbI Takke Ha CD-
ROM.

MecTtHOE camoymnpaBiIeHUE U MYHHUITUTIATBHOE yrpaBiieHue : yueoHuk / moja pexa. A. C.
[Mpynaukosa, M. C. Tpodumosa. - 2-e uzn., nepepad. u gom. - M. : OHUTU-JIAHA, 2011. - 1
anekTpoH. ont. auck (CD-ROM). - 3arn. ¢ Tutyn. skpaHa. - (YueOHas JuTepaTypa JUis BBICIIL. U
cpen. mpod. obpas.). - URL: https://host.megaprolib.net/MP0109/Download/MObject/2470
(mata oOpamenus: 30.01.2025). - MakpooObekT. - Tekcr : aaeKkTpoHHBIH. - CBeleHHs
noctymHbl Takxke Ha CD-ROM.

B) MeToauyecKkue yKa3aHus:
MeTtonudeckue pekoMeHaanuu K 0hOPMIICHHIO OTYETA MO MPAKTUKE



Ob6s3arenbHON POPMOIT OTUETHOCTH CTYACHTA-TIPAKTUKAHTA SBJISIETCS TUCHbMEHHBIN

OTYCT.

Otuér oopmitsieTcs B Ie4aTHOM BUe B cooTBeTcTBUHU ¢ TpeboBanusmu [[OCT P
7.0.97-2016. HarmonanwHeiid ctanaapt Poccuiickoit @enepanuu. Cuctema cTaHIapTOB IO
nHpopmanuu, OMOIMOTEUHOMY U U3JaTeIbCKOMY Jeny. Opranu3anuoHHO-
pacriopsiuTeabHas JOKyMeHTalus. TpedoBaHus K 0(hOpMIICHHUIO TOKyMEHTOB" (YTB.
[Ipukazom Poccranmapra ot 08.12.2016 Ne 2004-ct) (pen. ot 14.05.2018).

OTtuér mevaraeTcs Ha CTaHJAPTHBIX Oelbix JmcTax Gopmara A4 (210 x 297 Mm) ¢
OJIHOM CTOPOHBI TUCTA. KaK Il TUCT TOKYMEHTA JOJKEH UMEThH I0JIs1 HE MEHEE:

20 MM — JI€BOE;

10 mm — npaBoe;

20 MM — BEpXHEEe;

20 MM — HU)KHEE.

Tekcrosiii pegaktop Microsoft Word, mipugt Times New Roman, keris 14,
MEXCTpPOUHBIH nHTEpBal — 1,5.
Bropyto u Bce nocienyromniye crpaHuiibl oT4€Ta HymepyroT. Homepa ctpanun
MPOCTABJISIIOT TTOCEPEIMHE BEPXHETO ToJIst incta. A63atubiit orctyn (1,25 ¢cM) U mepeHoChl
YCTAHABJIMBAIOTCSI aBTOMATHUECKH.
CopepxaHue oT4eTa JOKHO BKIKOYATh CIEAYIOIINE Pa3/elibl:
1. TUTYNbHBIN JIUCT IO YCTAHOBJIEHHOU (hopme
2. ConepxaHue OTU€Ta C yKa3aHMEM CTPAHMUIL BCEX Pa3JieoB 10 YCTAaHOBJIECHHON

dbopme

3. Xapakrepuctuka BKP (Tema, Hay4uHbIi pyKOBOIUTENb, LI€b, 00BEKT, IPEIMET
UCCIIEIOBaHMsl, 3a/1a4M, 0a3a NPOBEJCHUS HCCIIEI0BaHuUs, CTPYKTypa padoThl).

4. Kpatkoe conepxanue teoperudeckoit uactu BKP.

5. Onucanue nNpakTUYECKON YaCTU UCCIIEJOBAHMUS.

6. PexoMenaanuu no uccienyeMoi npodiaeme.

CTYHCHTaM-HpaKTI/IKaHTaM PEKOMCHAYCTCA Ha MPOTAKECHUU BCETrO IMCPUOIa
MPOXOKIACHUSA MMPAKTUKH BECTH JHCBHUK ITPAKTUKH.

r) [Iporpammuoe o6ecnieuenue u UnTepHer-pecypcebi:
http://archives.ru ®eaepanbroe apxuBHoe areHTcTBO PD (PocapxuB)

IIporpammHuoe o0ecnieuenune

HaunmenoBanue o
o Ne norosopa Cpok nieficTBuUS TULIEH3UU
7Zip cB00OTHO pacnipocTpansemoe [10 OeCcCpOYHO
FAR Manager cB000HO pacmpocTpansemoe 10 OeccpoyHO
Bpayszep Mozilla  [cBob6oaHO pacnpoctpansemoe 110 OeccpouHO
Bpayszep Yandex [cBobGomHO pacnpoctpansemoe 10 0OeccpouHO

IIpodeccnonanbubie 6a3bl JAHHBIX 1 HHPOPMALMOHHbIE CIIPABOYHBbIE CHCTEMbI

Hazpanue kypca

Ccrlika

Nudopmanmonnas cucrtema - baHk TaHHBIX yrpo3

https://bdu.fstec.ru/?

Nudopmarnmonnas cucrema - HopMatuBHbIC MpaBOBHIS

https://fstec.ru/tekhnicheskaya

MexayHapoaHas pedepaTtuBHasi M TOJTHOTEKCTOBAS

https://www.nature.com/sitein

denepaabHBI 00pa30BaTEIbHBIN MOPTAT — DKOHOMHKA.

http://ecsocman.hse.ru/

DneKTpoHHBIE pecypcbl onbauotekun MI'TY um. .M.

https://host.megaprolib.net/M

Poccwuiickas I'ocynapctBenHas 6ubnuoreka. Karajgoru

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

HarnmonanpHas I/IH(bOpMaI_lI/IOHHO-aHaJ'II/ITI/IquKaH

URL:




| Denepanbroe rocynapcrennoe G1oKeTHOE | URL: http://www1.fips.ru/ |

| Dnexrponnas 6asa nepuoamueckux m3manmii East View | https://dlib.eastview.com/ |
9 MarTepuajJbLHO-TeXHHYECKOe o0ecnieuenne npakTuku/HUP
MartepuaibHO-TEeXHUYECKOE 00€CIIeueHne OpPraHU3allid Pa3IMYHbIX OpraHU3allMOHHO-
MpaBOBbIX (HOPM TO3BOJSET B IOJHOM OO0BEME pean30BaTh IMEIM M 3aJauyd TMPAKTHKA H
c(hopMHUPOBATH COOTBETCTBYIOIINE KOMIICTCHITUH.




IIpuaoxenue 1

OueHouHble  cpeacTBa Ui TNPOBeJEHUS]  MPOMEKYTOUYHOM aTrecTalliu 1o
MPOU3BOJACTBEHHOH — MPeJAUIUIOMHOM NMPAKTUKeE

Bun aTTecranuu o uToramM mpakTHKHU — 3a4€T ¢ OIICHKOM, KOTOPBI MTPOBOAUTCS B (hopme
3am|Thl oTdeta. [lo WTOraM mNpakTHKH TNPOBOAWUTCS HTOTOBas KOH(EpeHUus, Ha KOTOPOi
CTYJEHT 03BYYMBAET OCHOBHBIE UTOTH, ITOJIYYEHHBIE HA ITPAKTHKE.

Jlo wuToroBoil KoHGEpeHLUHU CTYIEHT IMpenocTaBiseT Ha Kkadeapy cCleayoolne
JOKYMEHTHI:

- IUCbMEHHBIN OTYET

- IHEBHUK ITPaKTUKH;

- UHJMBUyaJIbHOE 33/JaHUE;

- XapaKTepUCTHKA PYKOBOAUTENS MPAKTUKKU OT OPraHU3aluU C OLEHKOM;

-1noJIHbIN (uepHOBOIT) TekcT BKP;

-noknaza Ha npeazamury BKP.

IIpumMepHOe HHANBHAYATbHOE 32JaHHE HA IPOU3BOJICTBEHHYIO IPAKTHKY:
L]env npoxoswcoenus npakmuxu:

- W3y4eHHe ombITa paboThl B cepe NesATENbHOCTH, COOTBETCTBYIOIIEH HaNpaBICHUIO
46.03.02 «/loxymMmeHTOBEEHUE U apXUBOBEJICHUEY;

- U3YyYEHHE OpraHU3allMd BCEX JTAloOB pabOThl C JAOKYMEHTaMH OT TMOJIYYCHHsS [0
apXMBHOT'O XPaHEHMsI B KOHKPETHOM YUPEXKJICHUHU;

- 3aKpEIUICHUE U YIiyOleHne TeOpEeTUUECKON MOATOTOBKY, IPHOOPETEHNE TPAKTUUECKUX
HaBBIKOB M KOMITETCHIINH, @ TAaK)KE OIBITa CAMOCTOATEIBHON MPOPECCHOHANBHON AEATEIbHOCTH
B 00JacTM OpraHu3allld U TEXHOJIOTMM JOKYMEHTAl[MOHHOTO OOECIeYeHHUsl YNpaBiICHUS U
apXHUBOBEICHMUS.
3aoauu npakmuxu:

1. CdopmupoBaTh 11€0CTHOE MPEACTABICHHE O CTPYKTYpe MPEeANpUsTUs, OCHOBHBIX
(GYHKLHUSAX TPOU3BOACTBEHHBIX, JKOHOMUUYECKHUX U YIPABICHYECKUX MOAPA3ICICHHUMN.
YMeTh aHamM3upOBaTh JOKYMEHTHI, COCTABIISAIONINE OCHOBY YIPaBIEHUYECKOTO MpoLiecca.
YMeTh aHaM3UpOBaTh MyTH MPOXOKACHUS TOKYMEHTALIUU B YIIPABICHUYECKOM IIPOLECCE.
Hcnonp30BaTh pe3yiabTaThl IPAKTUKHU B CBOel yueOHOU AestensHocTH B BY 3e.

a s~ wn

®opmupoBaTh NPoPECCUOHATBHYIO KYJIbTYPY CIELHAINCTa MO JAOKYMEHTOBEJIEHUIO U

apXUBOBEICHHUIO.

6. ®opmHpoBaTH YMEHHME AaHAIU3UPOBaTh pPE3YyJIbTaThl COOCTBEHHOW JEATEbHOCTH,
CBOEBPEMEHHO M KaUE€CTBEHHO OTYUTHIBATHCS O PE3YJIbTaTaX IPAKTHKH.
Bonpocwi, noonesxcawue uzyuenuro:

- H3ydeHue  JOKaJIbHBIX HOPMATUBHBIX  aKTOB  PETYIUPYIOIIHUX  JEATEIbHOCTh
NPEINPUATHS, OPTaHU3AINH, YIPEKICHHS, (PUPMBI.

- H3ydyeHue 5OKampHBIX HOPMATHBHBIX AaKTOB PETYIHMPYIOIIUX JEJIONPOU3BOJICTBO Ha
OPEANPUSTHH, B OpPraHU3alu1, YIPEKICHUH, PUpPME.

- Ananm3 paboyero Mecrta KaHIeIIpCKOro pabOTHHKA.

- O3HakoMmJIEHME C OpraHU3alHOHHO-PACIIOPSAUTENBHOW CHCTEMOW JOKYMEHTAlUU
OpraHu3aluy, yUpexaeHus, Gupmol.

- HO}IFOTOBKa IIPOCKTOB OpFaHI/ISaHI/IOHHO-paCHOPH)IHTeJIBHOI}’I JOKYMCHTAIUU.

- Opranuzanus JOKYMEHTOOOOpOTa B OpraHu3aluu, yupexiaeHuu, ¢upme. IIpaBuna

IIpyueMa, OTIPABKH, PETHUCTPALNHA KOPPECIOHACHIIMM B OpraHU3aluu. AHaIu3 mpouecca



OpraHu3alii KOHTPOJIS UCIIOJIHEHUS JOKYMEHTOB, OpraHu3anus padoThl UCIIOTHUTEIECH
C IOKYMEHTAMH.

- IlpaBuna <¢opmupoBaHus JAe€d, NOPSAOK OpraHU3allMyd ONEPaTUBHOIO XpaHEHUs
JOKYMEHTOB.

- IlpaBuna u mNOpANOK CO3JaHUS M BEIEHUS HOMEHKIATYpbl Jell OpraHu3aluu |
CTPYKTYPHBIX HTOAPA3ACICHUMN.

- W3yuenme u peanmsanus npaBwil odopMieHHs el U Iepefadd el Ha apXUBHOE
XpaHEHUeE.

- CocraBieHre HOMEHKIATYpPBI A€.

- Odopmiienue nen st apXUBHOTO XPaHEHHUS.

- OdopmiieHre BHYTPEHHUX OMKCEH U JIUCTOB-3aBEPUTEIICH JIeT.

- Ilepenaua nen Ha apXUBHOE XpaHEHHE.

- BrimonHenue oneparuii Mo oCyIecTBICHUIO pabOThI HIEKTPOHHOTO apXKBa
opranu3zaimuu, B ToM yucie B COJI.

- Ocy1iecTBiIeHUE XpaHEHUsI, KOMIUIEKTOBAHHUS, y4€Ta U UCII0JIb30BAHUSI aDXUBHBIX
JIOKYMEHTOB:
1) opopmiieHre JOKYMEHTOB 10 UTOT'aM SKCIIEPTU3bI IEHHOCTHU (TIPOTOKOJIbI 3aCEAaHUS
OK, aKTbl 0 BbIIETICHUH JOKYMEHTOB K YHUYTOKEHUIO U T.11.);
2) BeJIcHHE YUYETHBIX JOKYMEHTOB apXHBa (KHHUIra MOCTYIJICHUM, CIUCOK (POHIOB, JIUCT
¢doH1a, apXUBHBIX OIuUceH, 1en0 (GoHAa, TacnopT apXKBa, NACHIOPT APXUBOXPAHUIIHILA U
T.1.);
3) cocTaBieHHe aKTOB MTPOBEPKU HATMYUS U COCTOSIHUS JIEIT;
4) co3nanue, nonosHeHue U copepuieHcTBoBanne CHCA apxuBa (onucaHue J0KyMEHTOB
U JIeTI, KaTaJloTOB, ITyTEBOAUTENEH, 0030pOB, yKa3aTese, nepeyHeit u 0a3 JaHHbIX);
5) CopeiicTBHE UCTIOJIB30BAaHUIO JOKYMEHTOB apXHBa:
a) UCTIOJHEHUE 3anpocoB (0QOpMIICHHE apXUBHBIX CIIPABOK, APXUBHBIX KOIH,
ApPXUBHBIX BBIMHCOK, MHPOPMAIIMOHHBIX [TUCEM);
0) BBIJIa4a MOIJTHHHBIX JOKYMEHTOB U JIETT;
B) MyOJIMKAIMs apXUBHBIX IOKYMEHTOB;
') OpraHu3anus BbICTaBOK;

) UCHONb30BaHWME JOKyMeHTOB apxuBa B CMMUM (mepuoamueckas Tiedarts,
paauonepenayu, TeIeBUIEHUE) U T. 1.
Inanupyemvie pezyromamol nNpaKmuKu.
- TIOATOTOBKAa PEKOMEHAAIMN 10 YCTPAaHEHUIO WJIM MHHHUMH3AIMHA BBISIBIEHHBIX MPOOJIeM
(pekoMeHJalUK  JOJDKHBI  OBITh OOOCHOBaHHBIMU, T.€. COMPOBOXKIATHCS CCHUIKAMH Ha
COOTBETCTBYIOIINE HOPMATUBHO-TIPABOBHIE aKThI U T.I1.);
- IOATOTOBKA BBIBOJIOB O JIEATEIHHOCTH MPEANPUITUN WM OpraHu3aIuil, B chepe mpakTUIECKUX
PEKOMEHJAIUI IO COBEPIICHCTBOBAHUIO OPraHU3AIMOHHBIX U IOKYMEHTAIHOHHBIX ACIEKTOB X
JIEATEIIbHOCTH;
- orieHKa 3(h(PEKTUBHOCTH TMTPOEKTOB U MPOTPAMM IO COBEPIICHCTBOBAHUIO JOKYMEHTAIIMOHHBIX
MPOLECCOB U MPOLIECCOB aPXUBHOI'O XPAHEHHS JOKYMEHTOB, BHEAPSIEMBIX HA MPEANPUATHAX;
- OIIEHKa Ka4eCTBa yMPaBICHUYECKUX PEIICHUH B cepe opranmu3anuu u Texrojoruu 10V,
apXUBOBE/ICHUS,
- MyOJIMYHAS 3aIIUTa CBOMX BBIBOJIOB M OTYETA MO MPAKTHUKE;
- cucTeMaTtusanus W 0000IIeHHWe MaTepuana s HalUCaHUS KypCOBBIX paboT U

BBIIMTYCKHON KBaTH(PUKALMOHHOM pabOThI

Pykogooumenv npakmuxku om opzanusayuu/npeonpusmus oQOpMISET XapaKTEPUCTUKY U
BBICTaBIsICT JU(DPepeHIIUPOBaHHYIO OIICHKY CTYIEHTY B JIOKYMEHTax, IMPeICTaBISEMBbIX



CTyAE€HTOM Ha Kadenpy. IIpu BeICTaBIEHUN OLEHKH PYKOBOAMTENb MPAKTUKU OT OpraHU3aluu
IPECTaBIsIET OT3BIB O PA0OTE CTYEHTA IO CIEAYIOLIEMY IUIaHYy:
- CPOKHM ITPOXOKICHUSI IPAKTUKH;
- IIOJIHOTA U3YYEHUS BCEX BOIIPOCOB, IIPEAYCMOTPEHHBIX IIPOrPaMMOM IIPAKTUKH;
- IIPOSIBJIICHUS CTYJCHTOM CaMOCTOSITEIIbHOCTH, aKTUBHOCTH, TBOPYECKOIO IOIX01a
K pabore, TUCUUIUIMHUPOBAHHOCTH;
- y4yacTHE CTyJAEHTa B TeKylled pabore mpennpuatus (OpraHu3aluu), pelieHus
3ajad4;
- TPYAHOCTH, BO3ZHHUKIIME B XOJ€ IMPOXOXKJIEHHs MPAKTUKU (IpodeccuoHaNbHbIE,
JMYHOCTHBIE, IUCHUIUIMHAPHBIE).
- 3aMevaHus ¥ MOXKEIaHUs BRITyCKAroIeH Kadeape Mo OpraHu3alnu, CoIep:KaHHIo
Y YPOBHIO IOJAIOTOBKH CTY/ICHTA.
- PykoBoauTenb MpakTHKOW OT opraHu3auuu. J{OMKHOCTb, (haMuins, HOIIHCH,
11e4aTh.

ITo uToram mpakTUKU CTYyIEHTY B 3a4€THYIO KHWKKY PyKogooumenem npaKmuku om
Kaghedpur BricTaBnseTCs AU PepeHIpOBaHHAasE OTMETKA 33 MPOU3BOJCTBEHHYIO IPAKTUKY 110 5
0abHOM cHCTEME: «HEYIOBIETBOPUTEIBHOY, «YI0BIETBOPUTEIIBHOY, «XOPOLIO», KOTIUYHOY.

OneHka pyKOBOIUTENS MPAaKTHKH OT Kadeapbl MOXKET OTIMYaTbCcs OT OLEHKH,
BBICTaBJICHHON PYKOBOJIUTEJIEM IPAKTUKHA OT OPraHU3aLHH.

PykoBonuTenu npakTUKU BBICTABIISAIOT OLIEHKU B COOTBETCTBUH C KPUTEPUIMU,
npeacraBieHHbIMEA B Tabmunax 1, 2.

Tabnuya 1
Kputepun omneHk#, BLICTABJISIEMOI PYKOBOIUTEIEM MPAKTHKH OT OPraHu3aluu
Ouenka Kpumepuu oyenku
OT1an4uHO CTyzIeHT CBOEBPEMEHHO M Ha BHICOKOM YPOBHE BBIIIOHIII BECh

HaMEYEHHbII TPOrpaMMoOi MPakTUKU 00bEM pabOThI; MPOSBIISI
CaMOCTOSATENIBHOCTb, MHULIUATUBHOCTD B peLieHun
IIPOU3BOJICTBEHHBIX BOIIPOCOB.

Xoporo CTyneHT CBOEBPEMEHHO U Ha JIOCTAaTOYHOM YPOBHE BBIMOJIHUII
BECh HAMEUEHHBIM MporpaMMoil TNpakTUKU OOBEM pabOThI
(oOs3aTeNbHYI0 M JOTIOJHUTEIBHYIO YacTH); HO HE BCeraa
MPOSIBIISTT CAMOCTOSITETIHbHOCTh M MHUITMATHBHOCTH B PEIICHUH
MIPOU3BOJICTBEHHBIX BOIIPOCOB.

Y 10BIIETBOPUTENBHO CTyzneHT CBOEBPEMEHHO U Ha JAOCTaTOYHOM YPOBHE BBIIIOJHUII
BECh HaMEUEHHBIH MNpOrpaMMON MpPaKTUKH O0O0BEM pabOTHI
(00s13aTEeNbHYIO U JIOTIONIHUTENBHYIO YacTH); HO HE TNPOSBISII
CaMOCTOSITEIBHOCTh M MHUIMATUBHOCTD WM  JOIYCKal
OTJIeJIbHbIE OLTMOKH B PEIIEHUH ITPOU3BOJICTBEHHBIX BOIIPOCOB.

HeynosnerBoputenbHO CrygeHT  HE  BBIIOJHWI  OPOrpaMMy MU IPOSIBUI

0€30TBETCTBEHHOE OTHOIIICHHE K IIPaKTUKCE.




Tabauua 2

Kpurepun onieHk#, BbICTABJISIEMOH PYKOBOAMTE/eM IPAKTHKHA OT YHHMBEPCUTETA

Ouenka

Kpumepuu OUECHKU

O1inyHo

CTyneHT B CPOK M B IOJHOM OOBEME BBINOJIHWI MPOrpaMMy
IIPaKTUKU, CBOEBPEMEHHO IIPEIOCTABUII OTUYETHYIO
JOKYMEHTAllo,  O(QOpPMIICHHYIO B  COOTBETCTBHH  C
TpeOOBaHUSMH HACTOAIIMX METOJIUYECKUX PEKOMEHIAINH.
OtuérHass JOKyMEHTAalMsl OTpakaeT BBICOKUHW  YpPOBEHb
TEOPETUYECKOU U NMIPAKTUYECKON MTOATOTOBKH CTYACHTA.
OTmeTka  pyKOBOZMTENsSI NPAKTUKM OT  OPraHU3alHiH —
«OTJINYHO» WJIU «XOPOLLIOM.

Xopomuio

CTyneHT B CPOK M B IOJHOM OOBEME BBINOJIHWI MPOrpaMMy
MIPaKTHKH, CBOEBPEMEHHO IIPEAOCTaBUII OTUYETHYIO
JOKYMEHTAlio,  O(QOpPMIICHHYIO B  COOTBETCTBHH  C
TpeOOBaHUSAMU HACTOSIIMX METOJUUYECKUX PEKOMEHIAIIH.
OtuérHass JOKyMEHTalus OTpakaeT JOCTAaTOYHBIM YpOBEHb
TEOPETHUYECKOU U NMPAKTUYECKON MTOATOTOBKH CTYACHTA.
OTmeTka pyKOBOOUTENIS OT OpraHU3alud — «OTJIIMYHOY,
«XOpOILO» UM «yJOBJIETBOPUTEIBLHOY.

Y,Z[OBJ'IGTBOpI/ITeJ'IBHO

CTylIeHT B CPOK W B IOJHOM 00BEME BBIMOJHUI MPOrPaMMy
IIPaKTUKH, CBOCBPCMCHHO npeaocCTaBull OT'—IéTHYIO
JOKYMCHTAIMio,  O(QOPMIICHHYIO B  COOTBETCTBHH  C
Tpe6OBaHI/I$IMI/I HACTOAIINX MECTOANYCCKUX peKOMeHILaHHfI.
OtuérHass JTOKyMEHTallUs OTpa)kaeT JOCTAaTOYHBIM YpPOBEHb
TEOPETUYECKONH W TPAKTUYECKOH TOJIrOTOBKH CTYJCHTA, HO
COINCPXKHMT  PSAI  HEJOYETOB IO  COJACPKAHUIO  W/WJIH
odopMmIIeHHIO.

OTMeTKka pPYKOBOAMTENS OT OPTaHU3aIlUH — «XOPOIIOY» WIIH
«yJIOBJICTBOPUTEIIBHOY.

HeynonersopurensHo

CTyaeHT HE B CPOK W/WIU HE B TIOJHOM OOBEME BBITOIHUI
MIPOrpaMMy MpPaKTUKW; W/WIM HECBOEBPEMEHHO IpPEAOCTaBUII
OTUYETHYIO JOKYMEHTAIUIO; /WK JAOMYCTUJ rpyOble OIIMOKH B
odopmIIeHUN OTYETHON JOKYMEHTAIIUH.

OrmeTka PYKOBOIUTENS oT OpraHH3alu —
«YZOBJIETBOPUTEIILHO» UIIH «HEYOBIETBOPUTEIBHOY.

Ecmun  onenkwn,

BBICTABJICHHBIC PYKOBOAWUTCIIEM IIPAKTUKKW OT OpraHu3aliuu U

PYKOBOJMTENEM MPAKTUKU OT YHUBEPCUTETA, HE COBIAIAOT, TO MOCIEIHUI 000CHOBBIBAET CBOIO

OIIEHKY Ha TUTYJIbHOM JIUCTE OTYETA.

OneHka Mo NpakTHKE MPUPABHUBAETCS K OLIEHKaM (3a4é€raM) IO TEOPETUYECKOMY

00y4YEHHIO U YUUTHIBACTCS IIPU TOBEIEHIUH UTOTOB OOIIeH yCIIeBaeMOCTH CTY/CHTA.

[Ipy HEBBINMONHEHUH TPOTPaMMBbl y4eOHOW MPAKTHKH 0€3 yBaXHUTEIbHOH MPUYHMHBI,
HapyLIeHUsT TPYAOBOH JMCLUUIUIMHBI CTYAEHT OTCTpaHseTcs OT NpPaKkTUKU; ero paborta
NPU3HAETCS HEYIOBJIETBOPUTEIBHOM; CaM CTYJCHT CUMTACTCS HE BHIIMOJIHUBIINM y4eOHBIH IJIaH.

CrynenT He pomnyckaercs K npemzammute BKP.



CryneHT, He BBINOJHUBIIMN MPOrpaMMy MPaKTHUKU IO YBAXKUTEIbHOM INpPHUYUHE,
HaIpaBJIsIeTCsl HA IPAKTUKY BTOPUYHO B CBOOOAHOE OT yu&OBI BpeMsl.
IIpunoxenne 2

MeToauuyecKue P€KOMEHIAINH K O(l)OPM.]'[eHI/IlO 0TY€eTAa 110 NMPAKTHKE

O06s13aTeNbHON (POPMOI OTUETHOCTHU CTYJCHTA-IPAKTUKAHTA SBJISETCS MMCHMEHHBII
OTYeT.

Otuér odopmigercs B TeYaTHOM BHJIE B COOTBETCTBUU C TpeOOBaHUIMU
I'OCT P 7.0.97-2016. Hanuonaneubiii ctanmapt Poccuiickoit ®enepamuu. Cucrema
CTaHJapTOB 1Mo HHPOpMaNUU, OUOIUOTEYHOMY M HU3JaTeNbCKOMY aeiy. OpraHu3alroHHO -
pacriopsauTenabHas JoKyMmeHTauus. TpeboBaHus Kk odopmieHUI0O HOKyMEeHTOB" (YTB.
[Ipuxazom Poccranmapra ot 08.12.2016 Ne 2004-ct) (pen. ot 14.05.2018).

OTtuér meyaraercs Ha CTaHIAPTHBIX OenbIx mcrax ¢popmara A4 (210 x 297 mm) ¢ ogHOIM
CTOPOHBI JincTa. KakIblil TUCT TOKyMEHTa JOKEH UMETh TI0JIsl HE MEHee:

20 MM — J1€BOE;

10 MM — npaBoe;

20 MM — BepxHee;

20 MM — HUXKHEE.

Texcroseiii pemakrop Microsoft Word, mpudr Times New Roman, xeras 14,
MEXCTPOUYHBIN nHTEpBa — 1,5.

Bropyto m Bce mocnenmyrmomme CTpaHUIBI OT4éTa HyMepyooT. Homepa crTpaHwmil
IIPOCTABJISIIOT TIOCEPENMHE HWXKHEro Mmojs Jymcra. AO3ausbiii orctyn (1,25 cM) u mepeHoch
YCTaHABIIMBAIOTCS aBTOMATHUYCCKHU.

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

1. TuTynabHBIN TMCT IO YCTAHOBJIECHHOU (hopme
2. Copnepxanue oT4€Ta C yKa3aHUEM CTPAHUI] BCEX pa3zesioB M0 YCTAaHOBICHHON Gopme
3. BBenenue (xapakTepucTHKa [IEATEIbHOCTH MPEANPHUATHS, OpraHU3alUH, YUPEKICHMUS,
¢upMbl — 0a3bl MPAKTUKM; OMMCAHUE CTPYKTYpHl 0a3bl MPaKTHKH; MOApa3ieieHus, Te
IPOXOJWIA MPaKTUKy; ONHUCAaHUWE JODKHOCTM M (QYHKUMH JHIa, SBISBILErocs
HACTaBHUKOM B ITpoIecce MPOXOKIACHUS PAKTUKH )

4. AHanu3 JIOKaJbHBIX HOPMAaTHBHBIX AaKTOB PETYJIMPYIOIIMX IPOLECCHl, H3y4aeMble B
pamkax Tembl BKP.
o. PackpsITh OCHOBHOE COJEpKAHNE IEATEILHOCTH Ha MPAKTUKE B paMKax TeMbl BKP:

- H3ydenue  JOKaJbHBIX  HOPMATUBHBIX  aKTOB  PETYIUPYIOIIHUX  JEATEIbHOCTH
HPENIPUATHSI, OpraHU3aI1H, YUPEKIECHUS, PUPMBI.

- H3ydyenue IOKanpHBIX HOPMATUBHBIX aKTOB PETYJIHMPYIOIIUX JEJIONPOU3BOJICTBO Ha
NPENNPUITHH, B OpTaHU3AINH, YUPEXKIECHUH, PUpMe.

- Ananu3z paboyero MecTa KaHUEISIPCKOro pabOTHHUKA.

- O3HakoMmJIEHME C OpraHU3alHOHHO-PACIIOPSAUTENBHOW CHCTEMOW JOKYMEHTAlUuU
OpraHu3aluy, yUpexaeHus, Gupmsl.

- HO}IFOTOBKa ITPOCKTOB OpFaHI/I3aIII/IOHHO-paCrlOpf{)II/ITeJII)HOﬁ JOKYMCHTAIUU.

- Opranuzanus JOKYMEHTOOOOpOTa B OpraHu3aluu, yupexjaeHuw, ¢upme. IlpaBumna
IIpUeMa, OTIPABKH, PETHUCTPALNHA KOPPECIOHACHIIMM B OpraHU3aluu. AHaIu3 mpouecca
OpraHu3allii KOHTPOJIS UCTIOJHEHUS TOKYMEHTOB, OpraHu3aIus paboThl UCIIOTHUTECH
C TOKYMEHTAMH.

- IlpaBuna ¢opmupoBaHus Jed, NOPSAOK OpraHU3ald{d ONEPATUBHOIO XpaHEHHS
JIOKYMEHTOB.



- IlpaBuna m mNoOpAOOK CO3JaHUS M BEAEHUS HOMEHKIATYpbl Jel OpraHu3alud |
CTPYKTYPHBIX IIOJIpa3AcICHUN.

- CocraBieHre HOMEHKJIATyphl 1€l

- Uzyuenme um peanmzanus npaBusl OoQOpMIICHHS €1 W Tepenadyd Jel Ha apXHUBHOE
XpaHEeHHUE.

- Odopmienue nen st apXUBHOTO XPaHEHHS.

- OdopmiieHre BHYTPEHHUX OMKCEH U JIMCTOB-3aBEPUTEIICH JIeT.

- Ilepenaua nen Ha apXUBHOE XpaHEHHE.

- BrimonHenue oneparuii Mo oCyIecTBICHUIO Pa0OTHI AIEKTPOHHOTO apXHBa
opranu3zaiuu, B ToM yucie B COJI.

- OcyuiecTBieHHE XpPaHEHUs, KOMIUIEKTOBAHMSI, y4eTa U MCII0Jb30BaHUs apXUBHBIX
JIOKYMEHTOB:
1) ohopmiieHne TOKyMEHTOB IO UTOr'aM HKCIEPTH3bI IEHHOCTHU (IIPOTOKOJIbI 3aCEJaHMs
OK, aKTbl 0 BbIIETIEHUH JOKYMEHTOB K YHUUTOKEHHUIO U T.J.);
2) BeJIeHHE YYETHBIX JOKYMEHTOB apXHBa (KHHUIra MOCTYIJICHUM, CIUCOK (POHIOB, JIUCT
¢doHIa, apXUBHBIX OMHUCEH, 1eno (HoH/IA, MACTIOPT ApPXHUBA, NACTIOPT APXMBOXPAHUIIUILA 1
T.1.);
3) cocraBieHHE aKTOB IPOBEPKU HAIMYUS U COCTOSIHUS JIETT;
4) co3nanue, nonosHeHue u copepuieHcTBoanne CHCA apxuBa (onucaHue JOKyMEHTOB
U JIeJ1, KaTaJloroB, MyTeBouTeNei, 0030poB, yKazaTelnel, nepeyHei u 0a3 JaHHBIX);
5) CopeiicTBHE UCTIOJIB30BAaHUIO JOKYMEHTOB apXHBa:
a) UCIOJIHEHUE 3anpocoB (0POpPMIICHHE apXUBHBIX CIIPABOK, APXUBHBIX KOIUH,
ApXMBHBIX BBINHACOK, NHPOPMALIMOHHBIX TIHCEM);
0) BbIJIa4ya MOJJTHHHBIX TOKYMEHTOB U JIETT;
B) MyOJIMKAIUs ApXUBHBIX JIOKYMEHTOB;
') OpraHu3anus BbICTaBOK;

J) HCIONB30BaHME JOKyMeHTOB apxuBa B CMMUM  (mepmoguueckass medaTh,
paauonepeayu, TeIeBUIEHUE) U T. 1.

6. 3axioueHue (BBIBOJ O MpOJIEIaHHON paboTe, YCIeXu U Heylaud, KaKue 3HaHUs U YMEHUs
INPUTOIUIINCh, YTO CJEIOBAJIO HM3YYUTh CaMOCTOSITENIbHO, NOTPEOHOCTh OpraHU3alU B
CHelUalNCTaX IO JOKYMEHTOBEJIEHUI0O M apXHWBOBEICHHUIO, CaMOAaHAIW3 BallMX
po(hecCHOHANBHBIX Ka4yecTB, JUYHOCTHBIA POCT, POJb MpPOJENaHHON BamMHu pabOThHl B
JeSITeIbHOCTH OPTaHU3aIUHN).

7. Ilpunoxenus (makeT JOKyMEHTOB, pa3pabOTaHHBIX CTY/I€HTOM B pamkax TeMbl BKP).



