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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

[enssmu  yueOHOW  TPAaKTHKKH MO  HampaBieHWro  moArotoBku  46.03.02
JIOKyMEHTOBEJICHHE ¥ apXWBOBEACHHE SBISIOTCS MPUOOPETCHHE CTYIACHTAMH TEPBHUYHBIX
npodeccHOHABHBIX 3HAHWW W yMEHUH B oOnacTh aHanmm3a u O(OPMIICHHS JTOKYMECHTOB C
WCIOJIb30BAHUEM  KOMITBPIOTEPHBIX ~TEXHOJIOTHIA, 3aKpPEIUICHWE MPAKTUYECKUX  YMCHHIA,
c(hOPMHUPOBAHHBIX Y CTYICHTOB B X0 OCBOCHUS YICOHBIX TUCITUTLINH.
2 3apaun npaktuxku/HUP

3anauamMu yueOHOM PAKTUKH SBIISIOTCS:

— 3aKpeIUICHHE TEOPETHYECKOr0 Marepuaia Mo NPOPHIBLHBIM  JTUCIHMILTHHAM
MOJITOTOBKH;

[1 pa3BUTHE W COBEpPUICHCTBOBAHWE YMEHHS OCYIIECTBISITH MPO(HECCHOHATBHYIO
JeSITeTbHOCTh B 001aCTH WH(GOPMAIIMOHHBIX TEXHOJIOTUH;

[] pa3BUTHE TBOPUECKOM CAMOCTOSITEILHOCTH U MHUIIUATHBHOCTH.

3 Mecto npakTuku/HUP B cTpykType 00pa3oBaTe/ibHOI NMPOrpaMMbl

Hns  npoxoxnenus upaktuku/HUP HeoOxomumbl 3HaHWS (yMEHUS, BIAJCHUSN),
c(OpMHPOBAHHBIC B PE3YIIbTATE U3YUSHHSI JUCIUTUTNH/ TPAKTUK:

VYpaBiieHnE 4eI0BEYECKUMU PECYPCAMHU

TexHonorust KoMmaHa000pa30BaHUs U CAMOPA3BUTHS

OCHOBBI IOKyMEHTOBEACHUS

JlokyMeHTalmoHHOE 00ecriedeHre ToCyJapCTBEHHOI 0 YCTpoiicTBa B PO

OCHOBBI apXMBOBEICHUS

MaremaTnueckue MeTo/1bl B JOKYMEHTALlMOHHOM O0ECIIEYEHNH YIIPaBIECHUS

HNudpopmaruka

Beenenue B npodeccuto

JIuHrBHCTHYECKUE OCHOBBI JEJI0BOT0 TMChMA

CoBpeMeHHast OpraHu3aliys rocy1apcTBEHHbIX yupexaeHuil Poccuu

JlokyMeHTaIMoHHOEe 0OecrieueHue apXUBHOTO Jiesia U nH(popMallMoHHOi cepsl B PO

3HaHus (YMEeHUs, BIAJCHUs), OJYYEHHbIE B Ipolecce MpoxoxaeHusa npaktuxku/HP
OyayT HEOOXOAUMBI [T U3YYEHUS TUCHUIUINH/TIPAKTUK:

JlenoBas putopuka

OCHOBBI HAY4YHO-HCCIIE0BATEIBCKOM e TENIbHOCTH

JlokyMeHTaIlMoHHOEe obecrieueHue rpak JaHCKUX OTHOIIeHu B PO

MonenupoBaHue cUCTEM JOKYMEHTAIlUU OpraHU3auu

OCHOBBI CEKPETAPCKOro 00CTyKUBAHUS

ITpoekTHas neATENBLHOCTD

WHupopmalinoHHbIE TEXHOJIOTUH B JOKYMEHTOBEJCHUH U apXUBHOM JI€JIe

HopmartuBHas 6a3a 7e10BOro nuchbma

[Tpon3BoiCTBEHHAs - MPAKTUKA IO MOJYYECHHIO MPO(ECCHOHANBHBIX YMEHUH M ONBITa
npo¢ecCUOHATLHON AeSTeTbHOCTH

BoruucnurenbHas TeXHUKA U IPOTpaMMUPOBAaHUE B JOKYMEHTAIIHOHHOM OOeCTIeYeHun
YIIPaBJIEHMS U apXUBax

Jlenonpon3BoACTBO KOMMEPYECKUX IPEATPUATHN

WupopmanioHHbIE peCypChl KaAPOBOU CITYKObI

OO6paboTkH U 3a1uTa JOKYMEHTUPOBaHHOW NH(OpMauu

[lepconasbHbIE JaHHBIE U UX IOKYMEHTHPOBAHHE

[TpakTHKyM 11O COCTaBICHUIO U O(POPMIIEHHUIO CITY>KEOHBIX JOKYMEHTOB

CrnennanpHas cucTeMa y4eTHOM JOKYMEHTALIMU

TexHUUeCKue cpesiCTBa YIPaBIECHUS B JOKYMEHTAIMOHHOM O0ECIIEYeHUN YIIPABICHUS U
apXuBax



['ocymapcTBeHHBIE, MyHULIMIIATIbHBIE U BEOMCTBEHHBIE APXUBBI

J1enonpoun3BoACTBO MYHULIMITAJIBHBIX YUPEKICHUN

JlokyMeHTalMOHHOEe ~ OOeCleYeHHe YIpaBJIEHUS Ha NPEJUPUATHAX  Pa3IUYHBIX
OpraHU3alIOHHO-TIPABOBBIX (OPM

JIOKyMEHTBI M JOKyMEHTOO0OpOT B OyXIalITEPCKOM yUETE

Mesx1yHapOIHbIE CTaHIAPTHI YIIPABICHUS TOKYMEHTaMU

[ToaroToBKa K 3aIUTe U 3aIMTa BBITYCKHON KBAJTU(UKAIIMOHHON paboThI

[TonroroBka Kk cade v caada rocyAapCTBEHHOTO DK3aMEHa

JlokymMeHTOBeIeHHE

ApxuBOBeJIEHUE

Opranu3anys 1 TEXHOJIOT U JOKyMEHTAlMOHHOT0 00eCTIeYeHUs YIIPaBIeHUs

[ToaroToBka K Mmporeaype 3aliiThl ¥ 3alIUTa BHITYCKHOW KBANU(DUKAMOHHONW pabOTHI

4 Mecto npoBeaenusi npaktuku/HUP

VY4yeOHass TpakTHKa TPOBOAUTCA Ha 0a3e opraHu3anuii JIFOO0H OpraHU3alHOHHO-
1paBoBoi Gopmbl. CTyIeHTHI 3204HOM (OpMbI 00yUEHUSI MPOXOAIT NPAKTUKY B OPraHU3ALUAX
10 MECTY TPYJIOBOM €ATEIbHOCTH.

Y4eOHast mpaKTUKa MOKET POBOUTHCS B CTPYKTYPHBIX MOIPA3ACTICHUSX OPTaHU3AIIH.

Jis ui ¢ OrpaHUYEeHHBIMH BO3MOXKHOCTSIMH 37I0POBBSI BBIOOP MECT TMPOXOXKIACHUS
MPAKTHK JIOJDKEH YYUTHIBATH COCTOSTHHE 3J0POBBS U TPEOOBAHUS 110 JOCTYITHOCTH.

Crioco6 npoBenenus npaktuku/HUP: craimonapHas
[Mpaktuka/HUP ocymecTBisieTcs: TUCKPETHO

5 Komnerenunu odyuaruierocsi, opMmupyembie B pe3yJibTare IPOX0KICHUS
npaktuxku/HUP n nnanupyemsle pe3yabTaThbl 00yUeHHs

B pesynbrare mnpoxoxaenus npaktuku/HUP oOyuarommiics nomxeH o0nanaTh
CIIEYIOIIMMU KOMIIETEHLIUSAMU:

Kon nnaukaropa

I/IHI[I/IKaTOp JOCTHIKCHHUA KOMIICTCHIIMHN

YK-1 CnocobeH ocymiecTBIsATh MOUCK, KPUTUYECKUI aHaIN3 U CUHTE3 UH(OPMALINH,
MPUMEHSITh CUCTEMHBIN NOJIXOJ JIJIsl pEHISHMsI TIOCTABJIEHHBIX 3a]a4

YK-1.1

AHanusupyer 3a/1a4y, BbIAEIss €€ 0a30Bble COCTaBIISAIONINE,
paccMaTpuBaeT U MpeaaraeT BO3MOKHbIE BAPUAHTHI PEeIICHUs
MIOCTaBJIEHHOM 3a/1a4yM, OILIEHUBAsi UX JOCTOMHCTBA U HEJIOCTATKHU

YK-1.2

Onpenensier, THTEPIPETUPYET U PAHKUPYET HHPOPMALIUIO, TpeOyeMyro
JUIS pelIeHns IOCTaBIEHHON 3a7aui; OCYIIECTBIISIET OUCK HHPOPMALIUU
10 pa3JIMYHbBIM THIIaM 3aIIPOCOB

YK-1.3

[Tpu 06paboTke MHPpOPMALIMU OTIINYAET PaKThl OT MHEHU,
UHTEpHpeTalni, OLIEHOK, JOPMHUPYET COOCTBEHHBIE MHEHUS U
CYXJIEHUS], apT'yMEHTHPYET CBOU BBIBOJBI M TOUKY 3pEHUS

YK-6 CniocobeH ynpaBisiTb CBOUM BPEMEHEM, BHICTPAUBATh U PEATU30BBIBATH TPACKTOPHUIO
caMOpa3BUTHS HAa OCHOBE MPUHIMIIOB 00pa30BaHUs B T€UEHHUE BCEH )KU3HU

YK-6.1 Hcnonbs3yeT THCTPYMEHTBI M METO/IbI YIIPABJIECHUS BPEMEHEM IIpU
BBIMIOJTHEHUH KOHKPETHBIX 3a7a4, MPOEKTOB, IPH JOCTHKEHUU
ITOCTAaBJIEHHBIX LENEHN

YK-6.2 Onpezaensier NpUOPUTETH COOCTBEHHOM J1€ATEIbHOCTH, TMYHOCTHOTO
pasBUTHSI U TPO(EeCCHOHATBHOTO pocTa

YK-6.3 OuenuBaeT TpeOOBaHUS PHIHKA TPYAA U MPEII0KEHU 00pa30BaTeIbHbIX

YCIIYT JJi BBICTPAuBaHUs TPAEKTOPUH COOCTBEHHOTO
pohecCHOHAILHOTO POCTa




VK-8 CriocobeH co3aaBaTh U OIEP)KUBAThH B TIOBCEHEBHOMN KU3HU U B
po¢eCCUOHATBHON NEATETHHOCTH 0€30IMacHbBIC YCIOBUS KU3HEACITSIBHOCTH TSI
COXpaHEHUs MPUPOTHOM Cpe/Ibl, 00CCIICUCHHS YCTOWYMBOTO Pa3BUTHsI OOIIECTBA, B TOM
YHUCJIE MPU YTPO3€ U BOSHUKHOBEHUHU YPE3BBIYAMHBIX CUTYallUi U BOCHHBIX KOH(IMKTOB

YK-8.1 AHanm3upyeT U HACHTUPUIIUPYET (DAKTOPHI OIMTACHOTO U BPEIHOTO
BJIMSTHUS DJIEMEHTOB CpeJibl 0OUTaHMsI (TEXHHYECKUX CPECTB,
TEXHOJIOTUYECKUX MPOIECCOB, MATEPUAIIOB, 3IaHUI U COOPYKEHHIA,
MIPUPOJIHBIX U COLUATBHBIX SBIICHUN)

YK-8.2 BeisiBiisieT nmpoGieMsl, CBSI3aHHBIE C HAPYIICHUSIMH TEXHUKA
Oe3omacHOCTH Ha pabodeM MecTe; peularaeT MEepONpHUITUSIX 110
IIPEAOTBPALICHUIO YPE3BBIYANHBIX CUTYALMI

YK-8.3 PazbsacHsier npaBuia noBeAeHUs NPU BOZBHUKHOBEHUHN YPE3BbIUAMHBIX
CUTYallMi IPUPOTHOTO U TEXHOTCHHOTO IPOUCXOKICHUS; OKA3bIBAET
MEPBYIO MTOMOIIb, OMUCHIBAET CIOCOOBI yYaCTHs B BOCCTAHOBUTEIBHBIX
MEPONPUITUSIX

OIIK-1 CniocobeH mpuMeHsTh Ha 6a30BOM YpOBHE 3HAHUS HCTOPHUUECKUX HAYK MIPH
penieHuu 3aaa4 B cepe cBoert mpodhecCHOHATbHOM NesITeIbHOCTH,

OIIK-1.1 3HaeT UCTOPHUIO U COBPEMEHHYIO OpraHU3aIHI0 CUCTEMbI OPraHOB
roCy/lapCTBEHHOM BJacTH U ynpasieHus B PO, opranoB MecTHOTO
CaMOYIPaBIICHUS] U OpTaHU3alUN

OIIK-1.2 Brangeer HaBbIKaMM IMOMCKa M 0TOOpa HCTOYHHKOB, KOTOPBIE BAXKHBI JIJIS
KOHKPETHO-UCTOPUYECKOT0 UCCIICIOBAHUSI C YUETOM LIEHHOCTH
JIOKYMEHTaJIbHOI'O0 UCTOYHUKA KaK YaCTH UCTOPUYECKOTO HACTIEeIUS U
aKTHBa OpraHU3AIHNH

OIIK-2 CriocobeH HaXOaUTh OPraHU3alMOHHO-YIIPABICHUECKHUE PEIICHUS IPU PEIICHUN
3ana4 B chepe cBoeii mpodeccnoHaNbHO 1eTeIbHOCTH;

OIIK-2.1 Omnpezensier uenu U 3a/1a4u yrpasiieHUs B cepe cBoei
npodecCHOHATBHOMN IS TETbHOCTH
OIIK-2.2 Hcnonb3yeT OCHOBHBIE METOBI M TPUEMBI OpraHU3allUH, IIJIAHWHPOBAHUS,

MOTHBAIINH, KOOPIAMHAIIMYA U KOHTPOJIS MPOLIECCOB B chepe cBoei
po(hecCHOHANEHOM e TENbHOCTH

OIIK-2.3 YMeer uieHTHPUINPOBaTh TpeOOBaHNS HOPMATUBHO-TIPABOBOM CPEIbI K
cBOEH NpodecCHOHANTBHOM NeSTEIbHOCTH U AEATEIbHOCTH OpraHu3aluu

OIIK-3 Cnocoben MPUMCHATH TCOPECTHUYICCKUC 3HAHUA IJId PCIICHU ITOCTABJICHHBIX 3a/1a4 B
obmactu HAOKYMCHTOBCACHUS U APpXUBOBCACHUS

OIIK-3.1 Cocragnsier, opopMIIsIeT U BeleT YIPaBICHYECKYIO JOKYMEHTAIUIO
Pa3IMYHBIX BUAOB MO MPOQUITIO AEATEIBHOCTH OpraHU3aluu B
COOTBETCTBHUU C €€ OpraHU3allMOHHO-TIPaBOBOI (GopmMoii

OIIK-3.2 3HaeT nNpaBoOBbIE HOPMBI U IIPaBUJIa OPTaHU3AlMN, CUCTEMATU3AlIUH,
KOMINIJICKTOBAaHUA U YUE€TA JOKYMCHTAJIBHOI'O 1 apXHUBHOTI'O (I)OHJIOB
OpraHu3aluu

OIIK-3.3 PaGotaeT ¢ kopnopaTUBHON CUCTEMON JOKYMEHTOOOOPOTa, B TOM YHCIIE

SJICKTPOHHOI'0, B COOTBETCTBUH C ITPAaBOBBIMU HOPMaMH
POECCHOHATBHON CPEJIbI

OIIK-4 Cnoco0OeH moHUMaTh MPUHIMITEI pa0OTHI COBPEMEHHBIX HHPOPMALIMOHHBIX
TEXHOJIOTHH 1 MCIOJIb30BaTh UX JUI pelleHHs 3a7a4d NpodecCHOHANBHOM NesITeIbHOCTH;

OIIK-4.1 Ocy1iecTBiIsieT NOUCK, aHATU3 U CUHTE3 HH(POPMALINU C
MCIOJIb30BAHUEM HH(OPMAIIMOHHBIX TEXHOJIOTHI
OIIK-4.2 [Tpumensier TexHOIOTUM 00pabOTKH JaHHBIX, BHIOOPA JAHHBIX 110

KpUTCPUAM,; CTPOUT TUIIHUYHBIC MOACIIN PCHICHUSA NPCAMETHBIX 3a/1a4 11O
N3YUCHHBIM o6pa3uaM




OIIK-4.3

Hcnonp3yeT coBpeMeHHbIE HHPOPMAIIMOHHBIE TEXHOJIOTUH JIJISl PELICHUS
3aja4 poeccuoHabHOM e TeIbHOCTH

OIIK-5 CriocobeH caMoCcTOATEILHO padoTaTh C pa3IMYHBIMU UICTOYHUKAMHU HH(GOPMAITUH 1
MIPUMEHSTh OCHOBBI HH(GOPMAIIMOHHO-aHAIMTUYECKON JACSITEIbHOCTU MIPH PEIICHUN
npoeccrnoHabHBIX 3aau.

OIIK-5.1

Hcnonp3yeT npuemMsl aHainu3a, CUCTeMaTH3aluu, YHUUKALUA |
CTaTHUCTUYECKOI 00pabOTKH MOTOKOB HH(OPMALIUU U COJEPKATEIBHO
3HAYUMBIX SMIIUPUYECKHUX JAHHBIX

OIIK-5.2

Brigenser 1 cucTeMaTu3upyeT CMbICIOBbIE KOHCTPYKIUH B TEKCTaX
HUCTOYHUKOB, COCTABJISIET U PEIAKTUPYET TEKCTHI CITYKEOHBIX
JIOKYMEHTOB

OIIK-5.3

Bnaz[eeT HaBBIKaMH paHHOHaHBHOﬁ HH(bOpMaHHOHHO'HOHCKOBOfI
pa6OTBI JJI1 BEACHWA HAYYHBIX I/ICCJ'ICI[OBaHI/Iﬁ




6. CTpykTypa u coaepxkanue npaktuku/HUP

Oo6mas Tpynoemkocth npakTuku/HUP cocraBnsier 6 3aderHbix enuuuil 216 akan.
4acoB, B TOM YHCIIE:

— KoHTakTHas padora — 0,4 akaJ. 4yacoB:

— camocTosTenbHas padora — 207,8 akaz. 4acos;
— B (popMe MpaKTHUECKOM MOATOTOBKHU — 216 akaj. 4acos.

Bunpl paboT Ha npakTHKe,

Ne | Paznensl (3Tarmsl) U coJiepKaHue 2
i — b? BKJIIOYasi CAMOCTOSITEIIbHYIO Kop xomneTeHmyu
paboty
VK-1.1, YK-1.2, VK-1.3, VK-
6.1, YK-6.2, YK-6.3, YK-8.1,
OpraHu3anuoHHast CTpYKTypa O3HaKOMUTENbHBIN JTam: pabora YK-8.2, YK-8.3, OIIK-1.1,
1 opranuzaiuu. OpraHu3aiuoHHO- OpraHu3alluy, ocuosHele | OIIK-1.2, OIIK-2.1, OTIK-2.2,
’ NpaBoOBas periJamMeHTanus HanpaBieHust  gearensHoctH  u| OIIK-2.3, OIIK-3.1, OIIK-3.2,
JeSITeIbHOCTH OpraHu3alyu NO/Ipa3/ieNIeHUs] OpraHU3aLNN. OIIK-3.3, OIIK-4.1, OITK-4.2,
OIIK-4.3, OIIK-5.1, OIIK-5.2,
OIIK-5.3
VK-1.1, YK-1.2, VK-6.1, VK-
OpraHuzaiuoHHast CTPYKTypa 6.2, VK-6.3, VK-8.1, VK-8.2,
o ~ ITonroroBka  oT4éra:00001IEHNE VK-8.3, OIIK-1.1, OIIK-1.2,
1. OpTaHH3AIH. LpraHisaltionHo CBEJICHUM u odopmienne | OIIK-2.1, OITK-2.3, OIIK-3.1,
TpaBosas PerIaMeHTaLHA OTUETHON JOKYMEHTALUN OIIK-3.2, OIIK-3.3, OIlIK-4.1,
JIeSITEIIbHOCTH OpTaHn3aIliy OIK-4.2. OTIK-5.1, OIK-5.2,
OIIK-5.3
VK-1.1, YK-1.2, VK-6.1, VK-
O3HaKOMUTEBHBIN JTal: i,i_glé%%z_ Iff %)l}I[IIng 22
2 JIoOKyMEHTHpOBaHHUE 0COOEHHOCTH J:IOKyMeHTHpOBaHm OIK-2.1, OTIK-2.3, OIK-3.1,
JIeSITEIIbHOCTH OpTraHn3aIliu YIpaBJICHYCCKON JIEATETHLHOCTH OIK-3.2. OTK-3.3, OIK-4.1
OpranHsatuH OIIK-4.2, OIIK-5.1, OITK-5.2,
OIIK-5.3
VK-1.1, YK-1.2, YK-6.1, VK-
6.2, YK-6.3, YK-8.1, YK-8.2,
2 JlokymMeHTHpOBaHME OCHOBHOI JTamn: paspaboTka Oyl'i(I£823i OOHl_ﬁélélé Oorgzlézi
’ JIEeATEIbHOCTH OpraHUu3aluu IIPOEKTOB JOKYMEHTOB. s s T
OIIK-3.2, OIIK-3.3, OIIK-4.1,
OIIK-4.2, OIIK-5.1, OIIK-5.2,
OIIK-5.3
VK-1.1, YK-1.2, YK-6.1, VK-
6.2, YK-6.3, YK-8.1, YK-8.2,
Uroroselii  srarm: 00001eHne VK-8.3, OIIK-1.1, OIIK-1.2,
2. Hoxymentuposanue CBEJICHUMN u odopmienune | OIIK-2.1, OIIK-2.3, OITK-3.1,

ACATCIBHOCTH OpraHu3anu

OTYETHOMH JAOKYMEHTallN

OIIK-3.2, OIIK-3.3, OIIK-4.1,
OIIK-4.2, OIIK-5.1, OTIK-5.2,
OIIK-5.3




7 OueHOYHbIe CpelCTBa /AJsl TPOBeleHUs] NPOMEXKYTOYHOHl AaTTecTAUMU IO
npaktuke/ HUP
[IpencraBiensl B mpuiioxxkeHuu 1.

8 YueOHo-MeTOAMYecKOe H HH(POPMALIMOHHOE 00ecnieueHue npakTuku/HUP

a) OcHoBHas JIuTepaTrypa:

JlokymeHTanmonHoe obecriedenue ynpasienus : yueonuk / A. C. I'punGepr u ap. -
M. : IOHUTU-AAHA, 2011. - 1 anektpon. ont. quck (CD-ROM). - 3ari. ¢ TUTys1. SKpaHa. -
(Yuebnast muTepatypa Jjisl BeICII. u cpel. pod. oopas.). - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2866 (nata oOparieHus:
14.01.2025). - MakpooObeKT. - Tekcr : asekTpoHHbId. - CBelleHHs JoCcTyHbI Takke Ha CD-
ROM.

JloKkyMeHTaIMoHHOE 00eCTIeYeHNE YIIPABICHHS Ha MIPEANPUATUSAX PA3INIHbBIX
OpraHU3aIMOHHO-TIPABOBBIX GopM : yueOHoe mocodue st By3oB] / 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.
- 3ars. ¢ TuTya. akpana. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2714 (nara obpaiieHus:
14.01.2025). - MakpooObeKT. - Tekcr : aekTpoHHbId. - CBeleHHs 0CTyIHbI Takke Ha CD-
ROM.

Anoxwuna, C. A. KypcoBas paboTta 1o JOKyMEHTOBEICHHUIO, apXHUBOBEICHHUIO,
OpTaHU3alMH U TEXHOJOTHH JOKYMEHTAIIHOHHOTO 00EeCTICYeHHUs YIIPaBIeHHs : yueOHO-
Metonmdeckoe mocodue / C. A. Anoxuna, A. K. Makaposa, 1. B. Camapokosa ; MI'TV. -
Maruutoropcek : MI'TV, 2016. - 1 anektpos. ont. guck (CD-ROM). - 3ari1. ¢ TuTyI1. 9KpaHa.
- URL: https://host.megaprolib.net/MP0109/Download/MObject/20341 (nata obpaiueHus:
30.01.2025). - MakpooObeKT. - TekcT : aneKkTpoHHbId. - CBeeHus 0CTyHbI Takke Ha CD-
ROM..

0) lonosiHUTeILHAS JIUTEPATypa:

JlokyMeHTalMoHHOe o0ecreyeHre YIPaBIeHHs Ha MPEANPUATUAX Pa3InIHbIX
OpraHU3aIMOHHO-TIPAaBOBBIX (hopM : yueGHOe nocobue [ais By30B] / cocraButenu: C. C.
Benukanosa, U. B. Kamry6a ; Maruutoropckuii roc. rexundeckut yu-T uM. I'. M. Hocoga. -
Marnutoropek : MI'TY um. I'. M. Hocoga, 2020. - 1 CD-ROM. - ISBN 978-5-9967-1816-0.

- 3arn. ¢ Tutysn. akpana. - URL : https://magtu.informsystema.ru/uploader/fileUpload?
name=4125.pdf&show=dcatalogues/1/1535269/4125.pdf&view=true (1ara obpamieHus:
25.01.2025). - MakpooOBeKT. - TeKcT : AeKTpOHHBIN. - CBeIeH s OCTYIHBI Takxke Ha CD-
ROM.

MecTtHOe caMoymnpaBieHHe U MYHUIMIIAIbHOE yrpaBiieHue : yueOHuk / mox pea. A. C.
IIpynuukosa, M. C. Tpodumosa. - 2-e u3a., nepepad. u gom. - M. : KOHUTU-IJAHA, 2011. -1
anekTpoH. ont. auck (CD-ROM). - 3armn. ¢ Tutyn. skpaHa. - (YueOHast auTepaTypa JUis BBICIIL. 1
cpen. mpod. obpas.). - URL: https://host.megaprolib.net/MP0109/Download/MObject/2470
(mata oOpamenus: 30.01.2025). - MakpooObekT. - Tekcr : ameKTpoHHBIH. - CBefeHHs
noctymHbl Takxke Ha CD-ROM.

B) MeToanueckue yKazaHusi:
[Tpunosxxenue 2

r) [Iporpammuoe o6ecnieuenue u UHTEepHET-pecypcenb:
http://archives.ru ®enepanbHoe apxuBHOE areHTCTBO PD



IIporpammHoe obecnevyenune

HaumenoBanue N
o Ne norosopa Cpoxk nieficTBuUS TULIEH3UN
7Zip cB000IHO pactpoctpansemoe [10 OeccpouHo
FAR Manager cB0OOAHO pacnpoctpansemoe 110 OeCCpPOYHO
bpaysep Mozilla | cBobGogHo pacnpoctpansemoe I10 OeCCpPOYHO
Bbpaysep Yandex |cBoOomHO pacrpocTpansemoe [10 0eccpoUHO

Ipodeccnonanbubie 0a3bl JAHHBIX M HHPOPMALMOHHBbIE CIIPABOYHbIE CHCTEMBI

HasBanme kypca CchlIIKa
DsekTpoHHas 0a3a nepuoauueckux u3nanuii East View | https://dlib.eastview.com/
DeepalibHOE TOCYAAPCTBEHHOE 010 DKETHOS URL.: http://www1.fips.ru/
HanmonanpHas nHGOPMAIMOHHO-aHATMTHICCKAS URL:

Poccwuiickas 'ocynapcrBennas oubanoreka. Karajgoru https://www.rsl.ru/ru/4readers
DnekTpoHHbIe pecypebl oubarorekn MI'TY um. I'.1. https://host.megaprolib.net/M
DeepalibHbIN 00pa3oBaTeIbHBINA HopTal — DKoOHOMHUKa. | http://ecsocman.hse.ru/

MesxryHapoaHas peepaTuBHas U HOJHOTEKCTOBAs https://www.nature.com/sitein
Hudpopmanmonnas cucrema - Hopmarususie mpasoseie | https:/fstec.ru/tekhnicheskaya
Hudopmanmonnas cucremMa - baHk TaHHBIX yrpo3 https://bdu.fstec.ru/?

9 MarepuajJbHO-TeXHHYECKOe oDecnneueHne npakruku/HUAP

MartepuanbHO-TEXHUUECKOE 00ecreueHre OpraHu3aluil pa3inyHbIX OpraHU3aluOHHO-
IIPaBOBbIX (POPM TO3BOJISIET B IOJIHOM O0BEME PEAIN30BATH LENU U 3a/1a4l yUeOHOU MPaKTUKU U
c(OpMHPOBATH COOTBETCTBYIOIINE KOMIIETECHIIUH.



IIpunoxenne 1
OueHouyHble CpeaCTBA sl MPOBEACHUSI NMPOMEKYTOUYHON aTTeCTAUMH MO y4eOHOH -
NMPaKTHKE MO0 MOJYyYeHUI0 MEePBUYHBIX MPO(ecCHOHATbHBIX YMEHHIT U HABBIKOB, B
TOM 4HcjJde TEePBHYHBIX YMeHMH M HABBIKOB HAy4YHO-HMCCJI€10BATeIbCKOM
AeATEeJBbHOCTH
Bup arrecranuu no utoram nNpakTUKH — 3a4eT C OLIEHKOW, KOTOPBINA IPOBOAUTCS B hopme
co0ece0BaHus 110 OTYETY.

Hnousudyanvuvie 3a0anus Ha RPAKMUKY 013 cmyodenmos 1-020 Kypca:

3aoanue 1. I3yunth HaydHO-TIPAKTUYECKUE )KYPHAJIBI B 00JIaCTH JIEIONPOU3BOICTBA U
apxuBHOTO jena. [loaroroBuTs 0030p Hay4HBIX MyOIMKALUI IO TEME UCCIIET0BAHUS.

TpeboBanus k oopmiieHHIO 0030pa:

O06Bem 0030pa T0KEH coCcTaBATh 5-7 crpanull (14 mpudt, 1.5 uarepsan). Crnucok
UCTOYHUKOB o0s3aTeneH. TpeboBanus k odopmiieHuto crnivcka u3noxensl B 'OCT P 7.0.100—
2018 «bubmuorpaduueckas 3anuch. budbnmorpaduueckoe onucanue.

[pumep 6uOAMOTpaPUUECKOTO OMIMCAHUS CTATHH:

1. UBonuna JI. U. Ilpunsopuas xu3ue B 3noxy Kapuna Il Ctroapra / JI. . IBonuna //
Bonpocsr ucropun. — 2010. — Ne 11. — C. 110-123.

2. CoicoeBa E. A. Ponp 6ubnuoreunoro ¢honaa B GopMHPOBAHUH ITPABOBOM,
TEXHOJIOTUYECKOH U TpaduuecKoi KyabTyphl IKOJIBHUKOB U cTyaeHToB / E. A. CricoeBa, M. B.
Heno6enuerii / bubanorexkosenenue. — 2010. — Ne 2. — C. 28-33.

CHHCOK )KYpPHAJIOB:

1. «/Jlenonpous3BoacTBOY,

2. «JlenonpousBoJCTBO U JOKYMEHTOOOOPOT Ha NPEANPUATUNY,
3. «OTe4eCTBEHHBIE apXUBBIY,

4. «BecTHuK apxuBHCTaY;

5. «Cekperapckoe Jenoy,

6. «Xopouuii cekperapby,

1. «Cexkpetapb-pedepeHT»,

8. «CripaBOYHHK CEKpeTapsi 1 opHuc-MeHeKepay,
9. «CoBpeMeHHBIH opuc-MeHeKepP»,

10. «YTpaBJieHHE IEPCOHATIOM,

11. «Kanposoe neno»,

12. «Kanposas ciyx6a»,

13. «KampoBuky,

14. «CnpaBOYHUK KaJpOBHKaAY,

15. «Kanps! mpeanpusTus»;

16. «MeHeIKMEHT U Kaapbl»,

17. «Hayuno-TexHuueckasi ”HGOpMAITUs»,

18. «bubnuotexoBeneHNE»

u JIp.

[IpuMepHas TeMaTHKa HAYYHBIX 0030POB:

Hoxymenmuposanue yenetl u 3a0ay 8 ynpasgieHuu opeaHusayuetl

2. Knaccugukayus ookymenmupo8aHuou ungopmayuu 8 uH@GOpMaAyuoHHOM obecnedenuu
YRpasnieHust

3. Muenuss u oyeuwxu cneyuarucmos 6 o00IACMU OOKYMEHMAYUOHHO20 O0DecneyeHus

YAPABIeHUsL O COCMOSHUL 0eTONPOU3B00CMEd U apxusHo2o oena 6 Poccuu

Tavim-meneodcmenm 6 OOKYMEHMAYUOHHOM 0DecneyeHun 0esimeabHOCmU pyKO8oOUmels

Komnemenyuu coepemennozo cexpemaps pykogooumels

Komnemenyuu ynpasnsiioweco 0okymenmayuetl

Komnemenyuu apxusucma

Komnemenyuu cneyuanucma no ¢popmupoanuio 31eKmpoHHO20 apxusa

Daxkmopvl  ONACHO20 U 6PEOH020 GIUAHUSA paAOOMbl HA KOMAblOmMepe HA 3peHue

pabomnuxog cryocovl JJOYV u apxusnozo dena. Mepul 3auumul 3peHusi u npoGuUIAKmuKu

=

©oN A



3abonesanuii 21a3

10. Dnemenmos cpeowvl (mexunuueckux cpedcme, MexHoI0SULeCKUX NPOYeccos, Mamepudaios,
30aHULl U COOPYIICEHUNl), OKA3BIBAIOWUX OMPUYAMENIbHOe 6GIUiHUe HA 300pP06be
cneyuanucmog cayocovl JOY u apxusnoco oena

11. Kongpaukmor na pabouem mecme. Illpasuna Oeckongaukmuozco 63aumooeicmeus 6
cyorcoe JIOY.

12. Texnuxa b6ezonacrocmu cneyuanucmos cayxcovt JJOY u apxusnoeo oena

13. Joxymenmayus no I'O u YC 6 opeanuzayuu

14. Ilpasuna osnaxomnenus pabomuukos ¢ ookymenmayueti no IO u 4C 6 opeanusayuu

15. AkmyanvHvie 60npocbl OOKYMEHMAYUOHHO20 OOecnedeHusi OpeaHos8 20Cy0apCmeeHHOl
enracmu P®

16. Akmyanvuvle 80npocvl OOKYMEHMAYUOHHO20 0becnedenus Op2aHo8 20CY0apCMEeHHOU
enacmu cyovekmos P®

17. Akmyanvuvie 6onpocvbl  OOKYMEHMAYUOHHO20 — ObecneueHusi OpeaHo8 MeCcmHO20
Camoynpasnerus

18. Memoowvr u npuemvr momusayuu pabdOMHUKO8 6 00aACmU OeNONPOU3B0OCEA U
apxusHo2o oeid

19. Ilnanuposanue, koopounayus u KOHMPOIbL 68 00IACU OeNONPOUIBOOCEA U APXUBHOZO
oena.
... ¥ JPYTUE TEMBI IO COTJIACOBAHUIO C PYKOBOJUTEIIEM IPAKTHKU

3aoanue 2. CTyneHT 3HaKOMUTCS ¢ pabOTOM OpraHu3alnu, HarnpaBIeHUSIMH

JESTSIIBHOCTH U OCOOCHHOCTSIMU JIOKYMEHTHPOBAHUS YITPABICHYECKON JIEATEITBHOCTH

OpraHH3aIIH.

CryneHT u3ydaer cojiep:kaHie OpraHu3almOHHO-TIPABOBBIX TOKYMEHTOB,
pEerJaMeHTUPYIOIIUX JOKYMEHTUPOBAHHE YIPABIEHYECKON AesITeNbHOCTH 0a3bl MPAKTUKH:

— MOJIOKEHUE O CTPYKTYPHOM TOJpa3felieHud OpraHu3allid, B KOTOPOM CTYICHT
MPOXOJTUT MPAKTUKY;

- WHCTPYKITUIO IO JIETOMPOU3BOJICTBY 0a3bl MPAKTHUKH;

— TOJKHOCTHYIO HHCTPYKIIMIO TOH JIOMKHOCTH JIOKYMEHTOBeJa (IEeNOMpPOU3BOIUTEIS,
CeKpeTapsi, MEHeJKepa MO MEepCoHaly, apXUBUCTA U Jp.), KOTOPYIO 3aHUMAET CTYJEHT BO
BpeMsI TPaKTUKU;

— HOMEHKJIATYPY JIeN U Opy2ue 0peanu3ayilOHHO-Npasosvle OOKyMeHmbvl 0a3bl NPAKMUKU.

*B omuéme 00121cHbl OblMb YKA3AHbI PEKGUIUMbL U3YYEHHBIX OOKYMEHMO8, NO360AI0UUE UX
uoeHmugpuyuposams.

CoBMecTHO ¢ pyKOBOAUTENEM 0a3bl MPAKTUKU CTYAECHT ONpEIEIAeT CoepKaHue U
00BEM TONOJTHUTENIBHOM YacTH y4eOHOM MPaKTUKH.

CryneHT onMchIBaeT CTPYKTYpPY OpraHM3aluu, coOupaeT Matepuai Uit OTYéTa,
OTpakaroIIUi 0COOEHHOCTH TOKYMEHTUPOBAHUS YIIPABIECHYECKON JeSATEIbHOCTH 0a3bl
NPaKTUKH.

CTyneHT aHaIM3UPYEeT HOPMAaTUBHYIO 0a3y JOKYMEHTUPOBAHUS €SI TEIbHOCTU
OpraHM3aliH B LIEJIOM U CTPYKTYPHOTO MOAPA3€IEHHs, B KOTOPOM IPOXOAUT IIPAKTHKY, Ha
COOTBETCTBUE COBPEMEHHBIM TPEOOBAHUSIM.

Iloozomoexa omuéma:

CryneHt 00001IaeT cBe/leHus, OTyYeHHbIE B X0 MPAKTUKU, U TOTOBUT OTUETHYIO
JIOKYMEHTAIUIO B COOTBETCTBHHU C aKTyaJIbHBIMU TPEOOBaHUSIMHU, IIPOIyMbIBAET BHICTYIIJICHUE HA
UTOTOBOW KOH(EpEeHIINU M0 Y4eOHOM MpaKTHKE.

O06s3aTenbHON HOPMOI OTUETHOCTH CTYJE€HTA-TIPAKTUKAHTA SBJSETCS MTMCbMEHHBIN OTYET.
OTtuét opopmiIsieTcs B Ie4aTHOM BUJI€ B COOTBETCTBUHU C TPEOOBAHUIMHU

I'OCT P 7.0.97-2016. HanmmonanpHbIi cTangapt Poccutickoit ®enepanuu. Cucrema

CTaHAapTOB [0 MHPOPMALUU, OUOINOTEUHOMY U M3JaTelIbcKOMY Jeny. OpraHu3aiuoHHO -



pacnopsiauTeNbHas ToKyMeHTarus. TpeboBanus kK 0ohOpMICHHIO TOKYyMEHTOB" (YTB.
[Ipuxazom Poccranmapra ot 08.12.2016 Ne 2004-ct) (pexn. ot 14.05.2018).

OTuéT mevaraercs Ha CTaHIAPTHBIX OeNbIX ucTax ¢popmara A4 (210 x 297 mm) ¢ ogHOM
CTOpPOHBI JiucTa. KayKaplii JIMCT JOKYMEHTA IOJKEH UMETh I10JI HE MEHee:

20 MM — J1€BOEC;

10 mm — npaBoe;

20 MM — BepxHee;

20 MM — HUXKHEE.

Texkcrosrii pegakTop Microsoft Word, mpudt Times New Roman, keris 14,
MEXCTPOUHBIN HHTEpBa — 1,5.

Bropyto u Bce nocnenyomnue cTpaHuiibl oT4éra HymMmepyoT. Homepa ctpanun
IPOCTABJISAIOT MOCEPEINHE BEPXHETo Mo JucTa. Ad3amuslii oterym (1,25 cM) 1 mepeHoch
YCTaHABIMBAIOTCA aBTOMATHUYECKU.

OO0s3aTenbHBIMH AIEMEHTAMU OTYETA SIBJISIOTCS:

— TUTYJIbHBIN JIUCT;

— coJepkaHue OT4€Ta ¢ yKa3aHUEM CTPAHUI] BCEX Pa3/eiioB;

— OIMCaHUE CTPYKTYphl OpraHu3aluu — 0a3bl IPAKTUKH;

— omucaHue CTpYKTypsI ciyk0b1 JIOY 0a3bl npakTHKy;

— onucaHne (YHKIMOHATIBHBIX OOsS3aHHOCTEH TOM  JOIKHOCTH  JOKYMEHTOBEIA
(1enonpon3BOIUTENS, CEKPETaps, MEHEKepa Mo MEePCOHay, apXUBUCTA U Jp.), KOTOPYIO
3aHMMaJl CTYAEHT BO BPEMsI IPAKTUKH;

— aHaJu3 OCOOEHHOCTEH JOKYMEHTUPOBAHHS YIPABJIECHYECKOM JEsITeIbHOCTH 0Oa3bl
MIPAKTHKH;

— CHCTEMbl M  KOMIUIEKCHl ~JOKYMEHTOB, (YHKIMOHUPYIOIIME B  JESATEIHOCTH
OpraHu3ay — 6a3bl MPAKTUKU;

— PpPEeKOMEHJAIMM IO  COBEPIICHCTBOBAHUIO JOKYMEHTHPOBAHHUS  YIPaBICHYECKOM
JeSITEIBHOCTH 0a3bl PAKTUKH.

Hnousudyanvnoe 3adanue Ha nPAKMuKy 011 cmyoeHmos 2-020 Kypca.
O3HaKkoOMHTEJIbHBIH 3TAN
3annue 1. (nepsviti-emopotui Oens). CTyIEHT IEPEUHCIIIET HAUMEHOBAHUS JTOJHKHOCTEH
pabOTHUKOB B CTPYKTYPHOM OT/IeJIe OpraHu3aluu-0a3bl MPAKTUKU. 3HAKOMUTCS C
JIOJDKHOCTHBIMHU MHCTPYKIMSMU U/WITH TPO(EeCCUOHATBLHBIMU CTaHAApTaMH,
perylaMeHTUPYIOLUIUMU JEATENbHOCTh JAHHBIX CENUanCcTOB. COCTABISIET CIIUCOK
M3Yy4YEHHBIX TOKyMeHTOB. Hampumep:
1. Ilpuka3 Muntpyna Poccun ot 06.05.2015 N 2761
"O0 ytBepxkaeHnn npodeccuoHaNbHOro cranaapra "CrnenuaiucT o OpraHu3aluOHHOMY U
JOKYMEHTAIMOHHOMY 00€CIIeYeHHIO YIIpaBIIeHUs opraHu3amueil” (3aperucTpupoBaHo B
Munrocte Poccun 02.06.2015 N 37509)
2. JlomKHOCTHAs: MHCTPYKLUA CEKpeTapsi pyKOBOAUTENS, YTB. qupekropoM OO0
«Pomamka» 12.01.2021.
[Tonb3ysick HOPMAaTUBHBIMU JTOKYMEHTAMH, PETTIAMEHTUPYIOLIIUMU JEATETbHOCTh
JAHHBIX CIIEIUAIIMCTOB, a TAK)KE COOCTBEHHBIMU HAOIIOJCHUSMH 34 UX MPOPECCUOHATHHON
JeSITeNbHOCTBIO, CTYICHT GOPMYyIUPYeT AJisi ceOs, KaKylo U3 Ha3BaHHBIX JIOJDKHOCTEH OH
xoten Obl B OyyIlieM 3aHATh; apryMEHTUPYET CBOI OTBET.
*B omuéme 00121cHbl OblMb YKA3AHbI PEKSUIUMbL U3YYEHHBIX OOKYMEHMO8,
no3eonsowue ux UOeHMUGUYUPosams.
CoBMECTHO ¢ pyKOBOAUTEIEM 0a3bl MPAKTUKH CTYACHT OMPEAEIseT COJAepKAHUE U
00BEM TONOJTHUTENIBHOM YacTH y4eOHOU MPaKTUKU.
CTyneHT OMMCHIBAET CTPYKTYPY OpraHHU3aIuK, COOUpaET MaTepual Ais oTueTa,
OTpaXKaIOIMNU 0COOCHHOCTH JOKYMEHTHUPOBAHHUS YITPABIECHYECKOMN JACSITEIHPHOCTHA 0a3bl
MPAKTUKHU.




CryneHT aHAIM3UPYET HOPMATHBHYIO 0a3y TOKYMEHTHPOBAHUS ICATEIEHOCTH
OpraHu3alyy B LIEJIOM U CTPYKTYPHOI'O IIOAPa3AeIIeHUsA, B KOTOPOM IIPOXOIUT IIPAKTUKY, HA
COOTBETCTBUE COBPEMEHHBIM TPEOOBAHUSIM.

3ananue 2. (mpemuti-uemgsepmoiii Oeks). CTYICHT 3HAKOMHUTCS ¢ pabOTON OpraHU3aIliH,
HaIpaBJICHUSMH JIEITEILHOCTH U 0COOCHHOCTSIMH JOKYMEHTUPOBAHHUSI YIIPABICHYECKOM
ACATCIIBHOCTH OpPraHU3anuu.

CTyneHT u3ydaeT collepKaHie OpraHu3allMOHHO-TTPABOBBIX JIOKYMEHTOB,
pErjiaMeHTUPYIOUIUX JIOKYMEHTUPOBAHUE YIPABICHUYECKON NEATEIbHOCTH 0a3bl MPAKTUKU:

- MOJIOKEHUE O CTPYKTYPHOM TIOJPA3[CelieHUH OpraHu3allid, B KOTOPOM CTYJCHT
MPOXOJIUT MPAKTHKY;

- UHCTPYKIIUIO TIO JEIIONPOU3BOICTBY 0a3bl NPAKTUKH;

- JOJDKHOCTHYIO HWHCTPYKIIMIO TOH JIOJDKHOCTH JIOKYMEHTOBEAA (IIEIOTPOM3BOIUTEIIS,
CeKpeTapsi, MEHEKepa MO IEepCOHANy, apXUBUCTA U Jp.), KOTOPYIO 3aHUMAET CTYIEHT BO
BpeMs IPAKTUKH;

— HOMEHKJIATYPY JICJ U Opyeue Opeanu3ayuoHHO-NPagosble OOKyMeHmbvl OaA3bl NPAKMUKU.

3aganue 3. PazpaGoTka NpoeKTOB JOKYMEHTOB (MAmblii—00UHHAOYAMbIU OEHb):

CryneHT cocTaBiseT 1 0hOpMIISIET He MeHee 0ecAmu OpraHn3alluOHHO-
pacropsaUTEIbHBIX JOKYMEHTOB YEeThIPEX U Oosiee BUIOB. [Ipu cocTaBieHnU TOKyMEHTOB
CTYACHT YYUTHIBACT CIIOKUBIINECS B OPraHU3AIMH TPEOOBAaHUS K COCTABICHHUIO U 0()OPMIICHHUIO
COOTBETCTBYIOIIUX BUIOB JOKYMECHTOB U BBIMOJIHSACT KOMIUICKCHBIH aHAJIN3 HE MEHEE YEThIPEX
JIOKYMEHTOB Pa3HbIX BUJIOB C TOUKH 3PEHUSI COBPEMEHHBIX 00ILIEPOCCUIICKUX TpeOOBaHUI.

CTyIeHT B X0/ie IPAKTUKUA COOMPACT KOJUICKIIUIO COCTABJICHHBIX U O(OPMIICHHBIX UM
JIOKYMEHTOB (OpPHUTHUHAIBI HJIA KOTIHH ); CAMOCTOSITEIIBHO COCTABIISICT U OOPMIISIET UX OIHCH,
o0ecrieunBasi J0Ka3aTeabCTBa JIMYHOTO YIacTUsl B COCTABICHUH U O(DOPMIICHUH MPEICTABICHHON
JOKYMCHTAllUU 1 eé I/IH(i)OpMaTI/IBHOCTI) 4cpe3 COOTBCTCTBYIOIUC PCKBU3UTHI.

3ananue 4. [loaroroBka oT4éTa (0seHadyamuvlii-4emulpHAOYAMbll OEHb):

CryneHTt 000011aeT cBeIeH!s], TOJyYeHHbIE B X0JI€ IPAKTUKH, U TOTOBUT OTYETHYIO
JOKYMEHTAITUIO, PO TyMBIBAET BHICTYIUICHUE Ha UTOTOBOM KOH(EpEeHINH 10 yueOHO-
IPOM3BOJICTBEHHOI MTPaKTHKe.

O06s3aTenbHON GOPMOI OTUETHOCTH CTYJEHTA-NIPAKTUKAHTA SBJSETCS TMCbMEHHBIN OTYET.
OTtuér odopmisieTcs B me4aTHOM Bue B cooTBeTcTBUU ¢ TpeboBanusmu ['OCT P 7.0.97-2016.
Hanumonanehsiii crangapt Poccuiickoit @enepanyu. Cucrema cTaH1apToB 10 HH(popManuu,
61OIMOTEeYHOMY U M3/aTeNIbCKOMY J1eny. OpraHu3alMoHHO-paciopsAAUTEIbHAs JOKYMEHTALIHS.
TpeboBanust k opopmiieHnto nokymeHToB" (yTB. [Ipukaszom Poccranmapra ot 08.12.2016 Ne
2004-ct) (pex. ot 14.05.2018).

OTuéT mevaraeTcs Ha CTaHAAPTHBIX OembIX JrcTax popmata A4 (210 x 297 mm) ¢ ogHOM
CTOPOHBI JIucTa. Kax bl 11cT JOKyMEHTa JI0JKEH UMETh MOJIsl HE MEHee:

20 MM — JIEBOE;

10 MM — nipaBoe;

20 MM — BEpXHee;

20 MM — HUXKHEE.

TekcroBeii pegakrop MicrosoftWord, mpudT TimesNewRoman, keris 14,
MEXCTPOUHBINA UHTEpBaI — 1,5.

Bropyto u Bce mocneayromume CTpaHuiibl 0T4éTa HyMepytoT. Homepa crpanuig
MPOCTABJISIOT MOCEPEIMHE BEPXHEro Mot Jucta. Ad3amuslii oteryn (1,25 cM) 1 mepeHoch
YCTaHABJIMBAIOTCSI aBTOMATHYECKH.

O0s3aTenbHBIMH IEMEHTAMU OTYETA SIBJISIOTCS:
— TUTYJbHBIH JIUCT;
— cojepkaHHe OTU€Ta C YKa3aHHEM CTPaHMIl BCEX Pa3JIeIoB;
— ONHCaHUE CTPYKTYPhI OPraHu3aluy — 0a3bl IPaKTUKH;
— ONHCaHHue CTPYKTYpHI ciryk0b1 JJOY 0a3bl MpakTHKH;



— omucaHue (QYHKIMOHATBHBIX  OOSI3aHHOCTEH TOW  JIOJDKHOCTH  JOKYMEHTOBEHA
(1es10npou3BOIUTENS, CEKpPETapsl, MEHEDKEpa 0 IEPCOHAITY, apXUBHCTA U Jp.), KOTOPYIO
3aHMMaJl CTYAEHT BO BPEMsI IPAKTUKH;

— aHamM3 OCOOCHHOCTEH JOKYMEHTHPOBAaHHS YIPAaBICHUECKOH JAEATEIbHOCTUH 0a3bl
NPaKTUKU;

— CHUCTEeMbl U  KOMIUIEKCHI JOKYMEHTOB, (YHKIHOHHPYIOUIME B  JEATEIBHOCTU
OpraHu3anuu — 0a3bl IPAKTUKY;

— PEKOMEHJALMU [0  COBEPIICHCTBOBAHWIO  JOKYMEHTHUPOBAHMS  YIPABICHYECKOU
NeSITebHOCTH 0a3bl IPAKTUKY;

— OIHCAHUE JIONOJHUTEIBHON YacTH y4eOHO-TIPOU3BOJCTBEHHON IPAKTUKH;

— CIHCOK JOKYMEHTOB, COCTaBIECHHBIX M O(OPMJIEHHBIX CTYJEHTOM BO BpeMs
IPOXOXKJICHUS IPAKTUKH, 3aBU3UPOBAHHBIN PYKOBOAUTENIEM NIPAKTUKU OT OpraHU3allu;

— JIOKyMEHTbl (OpUTMHaJIbl WM KOIMH), COCTABICHHBIE U O(POPMIICHHBIE CTYIEHTOM BO
BpeMs IPOXOKACHUS IIPAKTUKU.

[To uToram npomMeKyTOuHOM aTTECTAllMK BBICTABIISIOTCS OLIEHKU «OTIHMUYHOY, «XOPOILIO»,
«YJIOBJIETBOPUTEILHOY, «HEYIOBICTBOPUTEIHHOY.

Kpurepun ouenku:

JUTSL TIOJTYYEHUS 3a4€Ta C OIICHKOH 10 Y4eOHOH MpaKTHKe

— Ha OLIEHKY «OTJIMYHO» (5 6aju10B) — 00y4aroLuiics JeMOHCTPUPYET BBICOKUI YPOBEHb
c(OPMHPOBAHHOCTH KOMITETEHIINH, BIIQJICET KaTETOPHAILHBIM aIapaToM, yMEET ero
UCIIOJIb30BaTh B COOTBETCTBYIOIIEM KOHTEKCTE; YMEET IPOKOMMEHTUPOBATh ONpeIeICHNUE,
HOSICHUTbD, IPUBECTH MIPUMEPHI, WIUTIOCTPUPYIOIINE OTACNbHBIC TTON0KeHUsA. CTY/IEHT H3J1araet
UH(OPMALIKIO JIOTUYHO, [10CIE10BaTEIbHO, APIYMEHTUPYS U KOMMEHTUPYS MOJI0XKEHUS,
UCTIONIB3YET PacCyKIAIOIINN CTHIIb, BEICKa3bIBAET CBOIO TIO3HUIIUIO, (OPMYIIMPYET BBIBOJIBI B
KOHIIE BOIIPOCOB.

— Ha OLIEHKY «X0po1o» (4 6anna) — o0yyaronuiicst 1eMOHCTPUPYET CPEAHUN YPOBEHD
c(OPMHPOBAHHOCTU KOMITETEHIIUI: OCHOBHbIE 3HaHUS, YMEHUSI OCBOECHBI, HO JIOMYCKAIOTCS
HE3HAYNTENIbHBIC OIMOKH, HETOYHOCTH, 3aTPY/AHEHUS TIPH aHATUTUYECKUX OTIEPAIIHsX,
nepeHoce 3HaHUH M YMEHUI Ha HOBBIE, HECTaHAAPTHBIC CUTYAIUH.

— Ha OIICHKY «Y/I0BJIETBOPHUTENbHO» (3 Oaiia) — 00yJaronuiics 1eMOHCTPUPYET
HOPOTOBBIM YpOBEHb COPMHUPOBAHHOCTH KOMITETEHIIUI: B X0J1€ KOHTPOJIbHBIX MEPONIPUATUH
JIOITYCKAIOTCS OIIMOKH, TIPOSIBIISIETCSI OTCYTCTBHE OTACIBHBIX 3HAHUH, YMEHUH, HABBIKOB,
00yYaroImuics UCIIBITHIBAET 3HAUUTENIbHBIE 3aTPYIHEHHSI IPU OTIEPUPOBAHUY 3HAHUSIMU U
YMEHUSIMH TIPH WX TTIEPEHOCE Ha HOBBIE CUTYAIIUH.

— Ha OLIEHKY «Hey10BJIETBOPUTEIbHO» (2 Oaia) — o0yJaromuiicst 1eMOHCTPUPYET
3HaHus He 6osee 20% TeopeTnyecKkoro Marepuana, 10IMyCcKaeT CyleCTBEHHbIE OIINOKHY, He
MOYKET MOKa3aTh MHTEIUIEKTyaJIbHbIE HABBIKM PEIICHUs MPOCTHIX 3a/1a4.

— Ha OIICHKY «HeYI0BJIeTBOPUTEJIbHO» (1 06ayT) — 00yJaronuiicss He MOKET MOKa3aTh 3HAHUS
Ha YpOBHE BOCIIPOM3BEIECHUS U 00BSICHEHUS! HH(OpMAIH, HE MOXKET ITOKa3aTh
MHTEJUICKTYaJIbHBIC HaBBIKU PEIICHUS MPOCTHIX 3a/ad.



[Tpunoxxenue 2

OueHo4yHbIE CpeCTBA

Kon
WHIUKAaTOpa

Nuaukarop
JIOCTHUKEHHST KOMIIETEHLIMHU

O1eHOYHEIE cpe€acTBa

YK — 1 CnocoGeH ocymecTBIATh TOUCK, KPUTHUECKUH aHaIN3 U CUHTE3 WH(POpMaIINY,
NPUMEHSATh CHCTEMHBIH TOAXO VISl PEIICHHS IOCTABICHHbBIX 33134

YK
11

AHanuzupyeTr 3amauy,

BBHIICIISS ee 0a30BBIC
COCTaBJIAIOIINE,

[paccMaTpuBaeT U
[peiaraeT BO3MOYKHBIE
BapI/IaHTI)I peIHeHI/Iﬂ
[T0CTaBJIEHHOM 3a/1a4H,

OLICHHWBaA UX JOCTOMHCTBA H
HCJOCTAaTKH1

HnousuodyanvHvie 3a0anus Ha RPAKMUKY 013
cmyodenmog 1-020 Kypca:

3aoanue 1. I3yunTh HayYHO-TIPAKTUYECKUE
JKYpHAIIBI B 00JIACTH JCTOMPOU3BOICTBA U
apxuBHOro jaena. [loarotoButs 0030p Hay4YHBIX
myOJMKaIuil o TeME UCCIIeOBaHUSI.
TpeGoBanus k opopmiieHuto 0630pa:

O06bemM 0030pa 10JIKEH COCTABIATh 5-7 CTPaHHULL
(14 mpudr, 1.5 uarepnan). CnuCcOK HUCTOUHUKOB
o0si3areneH. TpeboBanus K 0pOpMIICHHIO CIIFICKA
uznoxxkensl B 'OCT P 7.0.100-2018
«bubnunorpaduueckas 3anucsk.
bubnuorpadudeckoe onucanue.

[Tpumep 6uOIHOTPAPUUECKOTO OTIMCAHUS CTATHH:
1. iBonuna JI. U. IlpunBopHas Ku3Hb B AOXY
Kapma Il Ctroapra / JI. . IBonuHa // Bompocsl
uctopuu. — 2010. — Ne 11. — C. 110-123.

2. CricoeBa E. A. Poisib 6ubnmmoreunoro gouaa B
(dbopMUPOBaHUY TTPABOBOM, TEXHOJIOTUYECKOU U
rpaduyecKoil KyabTyphl IIKOJILHUKOB U CTYJACHTOB
/ E. A. CricoeBa, M. B. Henobeausrii //
bubnmnorexoBenenue. — 2010. — Ne 2. — C. 28-33.
Cnucok XKypHaJIoB:

1. «JlenonpousBoaCTBOY,

2. «J1lemonpon3BOACTBO U JJOKYMEHTOOOOPOT
Ha TPEIIPUITHNY,

«OTe4yecTBEHHbIE APXUBBIY,

«BecTHUK apXUBHUCTaY;

«CexpeTrapckoe J1eno»,

«XOpoLInN CEKpeTapby,
«Cexpertapb-pedepeHT»,

«CrpaBo4YHHK cekpeTaps u oduc-
MEHeIKEpay,

N AW

9. «CoBpeMeHHBIN 0pUC-MEHEKEP»,

10. «YTpaBieHrEe IEPCOHATIOM,

11. «Kanposoe neno»,

12. «Kanposast ciyx6a»,

13. «KagpoBuky,

14. «CrpaBOYHHK KaJpOBUKA,

15. «Kanpsl npennpusatusy;

16. «MeHeHKMEHT B KaJpbI»,

17. «HayuHo-TexHuueckas nHopmarusy,
18. «bubnnorexkoBeneHuE»

U Jp.




Kon

Nupukarop

OueHoYHbIE CpeACTBA

WHJUKATOPA | JOCTUKEHUS KOMIIETCHIINI
[TpumepHas TeMaTUKa Hay4YHBIX 0030POB:
Jloxymenmuposanue yenei u 3a0ay 8
VHpaesienuy op2anuayue
YK Onpenensier, Huousuodyanvuie 3a0anus Ha RPAKMUKY 014
1.2 MHTEPIPETUPYET u| cmyodenmoeg 1-020 Kypca:
pamxupyer  uHbopmaluio,| 3adanue 1. 3yunth HAydHO-TIPAKTUUYECKHE
TpeOyemMylo Ui pelICHWs]| KYPHAIBI B 00JIACTH JIEJIOMPOU3BOJICTBA U
[TOCTaBIICHHOM 3a/1auu;| apXuBHOTO jena. [1oAroroBuTh 0030p HayuYHBIX
OCYIIECTBIISICT MOUCK| MyOJIUKALMI MO TeMe UCCIIE0BAHMUS.

MH(OpMAaLIUY 110 Pa3IMYHBIM
TUIIAM 3aIIPOCOB

TpeGoBanus k opopmiieHuto 0630pa:

O6bem 0030pa JOIHKEH COCTABIATH 5-7 CTpaHMIL
(14 mpudr, 1.5 uarepan). CnucoK UCTOUHUKOB
o0si3areneH. TpeboBanus K 0pOpPMIICHUIO CIIFICKA
uznoxxensl B 'OCT P 7.0.100-2018
«bubnunorpaduueckas 3anuchk.
bubnuorpadudeckoe onucanue.

[Tpumep 6uOIHOTPAPUUECKOTO OTIMCAHUS CTATHH:
1. IBonuna JI. U. IlpunBopHas xKHu3Hb B AOXY
Kapma Il Ctroapra / JI. . IBonuHa // Bompocsl
uctopuu. — 2010. — Ne 11. — C. 110-123.

2. CricoeBa E. A. Poisib 6ubnmmoreunoro gouga B
dbopMUpOBaHUU TPABOBOM, TEXHOJIOTUYECKOU U
rpadUIecKoi KyIbTYphl IKOJILHUKOB U CTYJACHTOB
/ E. A. CricoeBa, M. B. Heno0euniii //
bubmorexkoBenenue. — 2010. — Ne 2. — C. 28-33.
CHOucoK KypHaJOB:

1. «/1eonpon3BoACTBOY,

2. «J1enonpou3BoJCTBO U JOKYMEHTOOOOPOT
Ha TPEINPUITAN,

«OTe4YecTBEeHHBIE APXHUBBIY,

«BeCcTHUK apXHUBHUCTaY;

«CexkpeTrapckoe J1enoy,

«XOopomuni ceKpeTappy,
«Cexpertapb-pedepeHT,

«CripaBOYHHK cekperaps u ouc-
MEHEeKepay,

9. «CoBpeMeHHBIN 0rc-MEeHEIKEP»,

N kW

10. «YTpaBlIeHHE IEPCOHAIOM»,

11. «Kanposoe neno»,

12. «Kanpoas ciayx0ar,

13. «KaapoBuky,

14. «CrpaBOYHHK KaJpOBUKaA»,

15. «Kanps! npennpuatus;

16. «MEeHEeIKMEHT U KaJIpbl»,

17. «HayuyHo-TexHuueckast HHOpMaIIH»,
18. «bubnmorexkoBeaeHnE»

U JIp.

[TpumepHas TeMaTHKa HaAyYHBIX 0030pOB:

Knaccugpurayus O0OKYMEHMUPOBAHHOU
ungopmayuu 6 uHGopmMayuoHHomM obecneyeHuu
VAPasieHus.




Kon

WHJIUKaTopa

Nupukarop
JOCTHUKXCHHUA KOMIICTCHIIN U

OueHoYHbIE CpeACTBA

1.3

YK

[Ipu
nHpOopMarun
(hakThI oT MHEHUH,
MHTEePIpPETAINH, OIICHOK,
dbopMupyeT  COOCTBEHHBIC
MHCHHSI u CYXIICHUS,
ApTryMEHTHUPYET CBOH|
BBIBOJIBI 1 TOUKY

00paboTKe
OTJINYaeT

Hnougudyanvnsle 3a0anua Ha NPAKMUKY 014

cmyodenmog 1-020 Kypca:

3aoanue 1. I3yuntb Hay4YHO-IPAKTUYECKUE

’KYpHAaJIbI B 00JIaCTH J1€JI0MPOU3BOJICTBA U

apxuBHOTO jaena. [loaroToBuTh 0030p HAYIHBIX

yOIMKaIUi 10 TeMe UCCIeI0BaHUS.

TpeboBanus k oopmiieHUIO 0030pa:

O0Bem 0030pa AOHKEH COCTABIIATh 5-7 CTpaHUIL

(14 mpudr, 1.5 uarepsan). CnucOK UCTOUHUKOB

oOsi3areneH. TpeboBanus K 0hopMIICHHUIO CIICKA

uznoxxensl B 'OCT P 7.0.100-2018

«bubnuorpaduueckas 3anuch.

bubnuorpadudeckoe onucanue.

[Mpumep 6uOIHOTPAPUUECKOTO OTIMCAHUS CTATHH:

1. iBonuna JI. U. IlpunsopHas xHu3Hb B AIOXY

Kapma Il Ctroapra / JI. . IBonuHa // Bompocsl

uctopuu. — 2010. — Ne 11. — C. 110-123.

2. CricoeBa E. A. Poisib 6ubnmoreunoro gouaa B

(dbopMUPOBaHUU TTPABOBOM, TEXHOJIOTUYECKOU U

rpauYecKoi KyIbTYphl IIKOJILHUKOB U CTYJACHTOB

/ E. A. CricoeBa, M. B. Heno0eaubiii //

bubmorexkoBenenue. — 2010. — Ne 2. — C. 28-33.

Cnucok XKypHaJoB:

1. «/1esIonpon3BoACTBOY,

2. «J1enonpou3BoJCTBO U JOKYMEHTOOO0POT

Ha TIPEIIPUITAN,

«OTe4yecTBEeHHbBIE APXHUBBIY,

«BeCcTHUK apXHUBHUCTaY;

«CexkpeTapckoe J1enoy,

«XOopomuni CeKpeTappy,

«Cexpertapb-pedepeHT,

«CripaBOYHHK cekpeTraps u ouc-

MEHEeKepay,

9. «CoBpeMeHHBIN 0rc-MEHEIKEP»,

10. «YTIpaBJIeHHE IEPCOHATIOM,

11. «Kanposoe nemno»,

12. «Kanpoas ciayx0ay,

13. «KaapoBuky,

14. «CrpaBOYHHK KaJpOBUKaAY,

15. «Kanps! npennpuatus;

16. «MeEeHEeIKMEHT U KaJIpbl»,

17. «HayuyHo-TexHuueckast HHOpMAaIIH»,

18. «bubnmorekoBeneHNE

U JIp.

[TpumepHas TeMaTHKa Hay4YHbBIX 0030POB:
Mhmuenus u oyenku cneyuanucmos ¢ oonracmu

OOKYMEHMAYUOHHO20 obecnedenus YNpasieHus o

COCMOsIHUU 0eNIONpoU3800CMEa U aApXuUeHo20 0ena

8 Poccuu

N kW

YK-6

Croco0OeH ympaBisTh CBOMM BpPEMEHEM, BBICTPAMBATh U PEAM30BHIBATH
TPACKTOPHUIO CAMOPA3BUTHS HA OCHOBE MPUHIIMIIOB 00pa30BaHus B TEUEHUE BCEl JKU3HU




WHJIUKaTopa

Kon

Nupukarop
JOCTHUKXCHHUA KOMIICTCHIIN U

OueHoYHbIE CpeACTBA

6.1

VK-

Hcnonb3yer
MHCTPYMEHTBI M METOJIbI
YIIPaBICHUS BPEMEHEM IIPU
BBIITOJIHECHUM  KOHKPETHBIX
3a1ad, IIPOEKTOB, pu
NTOCTH)KEHUM ITOCTABJICHHBIX
Lienen

Hnougudyanvnule 3a0anua Ha NPAKMUKY 014

cmyodenmog 1-020 Kypca:

3aoanue 1. I3yuntb Hay4YHO-IPAKTUYECKUE

’KYpHAaJIbI B 00JIaCTH J1€JI0MPOU3BOJICTBA U

apxuBHOTO jaena. [loaroToBuTh 0030p HAYIHBIX

myOIMKaIUi 0 TeMe UCCIeI0BaHuS.

TpeboBanus k oopmiieHUIO 0030pa:

O0Bem 0030pa AOKEH COCTABIIATh 5-7 CTpaHUIL

(14 mpudr, 1.5 uarepsan). CnucOK UCTOUHUKOB

oOsi3areneH. TpeboBanus K 0hopMIICHHUIO CIICKA

uznoxxensl B 'OCT P 7.0.100-2018

«bubnuorpaduueckas 3anuch.

bubnuorpadudeckoe onucanue.

[Tpumep 6uOIHOTPAPUUECKOTO OTIMCAHUS CTATHH:

1. iBonuna JI. U. IlpunBopHas KHu3Hb B AMOXY

Kapma Il Ctroapra / JI. . IBonuHa // Bompocsl

uctopuu. — 2010. — Ne 11. — C. 110-123.

2. CricoeBa E. A. Poisib 6ubnmoreunoro gouaa B

(dbopMUPOBaHUU TTPABOBOM, TEXHOJIOTUYECKOU U

rpaUuecKoi KyIbTyphl IIKOJILHUKOB U CTYJCHTOB

/ E. A. CricoeBa, M. B. Heno0eaubiii //

bubmorexkoBenenue. — 2010. — Ne 2. — C. 28-33.

Cnucok XKypHaJoB:

1. «/1esIonpon3BoACTBOY,

2. «J1enonpou3BoJCTBO U JOKYMEHTOOO0POT

Ha TIPEIIPUITAN,

«OTe4yecTBEeHHbBIE APXHUBBIY,

«BeCcTHUK apXHUBHUCTaY;

«CexkpeTapckoe J1enoy,

«XOopouuni CeKpeTapby,

«Cexpertapb-pedepeHT,

«CripaBOYHHK cekpeTraps u ouc-

MEHEeKepay,

9. «CoBpeMeHHBIN 0rc-MEHEIKEP»,

10. «YTIpaBJIeHHE IEPCOHATIOM,

11. «Kanposoe nemno»,

12. «Kanpoas ciayx0ay,

13. «KaapoBuky,

14. «CrpaBOYHHK KaJpOBUKaAY,

15. «Kanps! npennpuatus;

16. «MeEeHEeIKMEHT U KaJIpbl»,

17. «HayuyHo-TexHuueckast HHOpMAaIIH»,

18. «bubnmorekoBeneHNE

U JIp.

[TpumepHas TeMaTHKa Hay4YHbBIX 0030POB:
Tatim-menedscmenm 6 OOKYMEHMAYUOHHOM

obecneyeHuu 0esmenrbHOCMU PYKO8OOUmMes

N kW

6.2

Omnpenenser

[IPUOPUTETHI  COOCTBEHHOMU
NEATENIbHOCTH, JINYHOCTHOTO
a3BUTUS 4|

[Tepeuncianre HaMMEHOBAHUS JOJKHOCTEH
pabOTHUKOB B CTPYKTYPHOM OTJIeJIe OpTraHH3aIH1-
0a3bl MPAKTHKH.

ITo3HAaKOMBTECH C JOJDKHOCTHBIMU MHCTPYKITMSIMA




Kon

WHJIUKaTopa

Nupukarop
JOCTHUKXCHHUA KOMIICTCHIIN U

OueHoYHbIE CpeACTBA

pohecCHOHAIBHOIO POCTa

u/vv poQeCcCHOHATBHBIMY CTaHIapTaMHU,
pEerIaMeHTUPYIOIIUMU JeSITeIbHOCTh TAaHHBIX
cnenuanucToB. COCcTaB U3y4YEHHBIX JOKYMEHTOB
ykazarb. Hanpumep:

1. ITpuxa3z Muntpyna Poccun ot 06.05.2015 N
276H

"O0 yTBepKIeHUH MPOPECCHOHATBHOTO
crangapra "Crnenuanuct 1Mo OpraHu3alioOHHOMY U
JIOKYMEHTAIlMOHHOMY 00€CIIEYEHHIO YIIPaBICHUS
opranusanueil” (3apeructpupoBaHo B MuHiocte
Poccun 02.06.2015 N 37509)

2. JIoJKHOCTHAsE HHCTPYKIIHS CEKpeTapst
pykoBoauTens, yTB. nupekropom OO0
«Pomamikay 12.01.2021.

[Tonb3ysick HOPMATUBHBIMU JOKYMEHTaMH,
PETIaMEHTHPYIONUMH  JIeSITeIbHOCTh  JJAHHBIX
CIEINAIIMCTOB, a  TaKxke COOCTBEHHBIMU
HaOMIOEHUSIMH 32 WX  NPOQecCHOHATBHOM
JESTENIbHOCTBIO, OMpeaeNuTe sl ceOsl, KaKylo U3
Ha3BaHHBIX JOJDKHOCTEH BB XOTENHd OBl B
Oyayuiem 3aHsTh. [loyemy?

6.3

OueHuBaet
TpeOOBaHUs PBIHKA TPyJa U
[PEUIOKEHUS
00pa30BaTeNbHbIX YCIYT AJIs
BBICTPAWBAaHUSI TPACKTOPUH
COOCTBEHHOTO
podeccnoHaIbLHOTO pocTa

Hnousudyanvnvie 3a0anus Ha RPAKMUKY 013
cmyodenmog 1-020 Kypca:

3aoanue 1. I3yunTb Hay4YHO-NIPAKTUYECKUE
JKypHaJIbI B 00JIaCTH AEJIONPOU3BOACTBA U
apxuBHoOro jena. [ToqroroButh 0630p HayuyHBIX
myOJUKaIuil 0 TeME UCCIIeIOBaHUSI.
TpeboBanus k oopmiIeHUIO 0030pa:

O06bemM 0030pa J10JKEH COCTaBIATh 5-7 CTPaHHULL
(14 mpudTt, 1.5 uareppan). CouCOK UCTOUHUKOB
oOs3areneH. TpeboBaHus K OPOPMIIEHHIO CIIHCKA
uznoxxkensl B 'OCT P 7.0.100-2018
«bubnuorpaduieckas 3ammuce.
bubnuorpaduyeckoe onucanue.

[Tpumep 6ubamorpaduuecKoro ONMMCaHus CTaThH:
1. iBonuna JI. U. [IpunBopHas KU3Hb B 310Xy
Kapna Il Crroapta / JI. . IBonuna // Bomipocst
uctopuu. — 2010. — Ne 11. — C. 110-123.

2. CricoeBa E. A. Posie 6ubnmoreunoro ¢ouaa B
(dbopMHpPOBaHUHU MPABOBOM, TEXHOJIOTUYECKOH U
rpadu4ecKoil KyIbTyphl ITKOJLHUKOB U CTYJIEHTOB
/ E. A. CricoeBa, M. B. Heno6eaubiii //
buomnorexosenenne. — 2010. — Ne 2. — C. 28-33.
CHOuCoOK KYpHaJIOB:

1. «/lemonpon3BoACTBOY,

2. «J1enonpou3BoOACTBO U JJOKYMEHTOOOOPOT
Ha MPETPUATHI,

3. «OTe4yecTBEeHHBIE APXHUBBIY,

4 «BecTHUK apxuBHCTaY;

5. «Cekpetapckoe Aeno»,

6 «XOpoIIn CeKpeTaphy,




Kon Nupukarop
OueHoYHbIE CpeACTBA
WHAUKATOPA | TOCTHKEHUSI KOMIICTCHIIUN
7. «Cekpetapb-pedepeHT,
8. «CrpaBOYHHK cekpeTaps u oduc-
MEHeKepay,
9. «CoBpeMeHHBIN 0(rC-MEHEKEP»,
10. «Y1paBlleHHE IEPCOHATIOM,
11. «Kaaposoe aenoy,
12. «Kanpoas ciayx0a»,
13. «KaapoBuk»,
14. «CrpaBOYHHK KaJIPOBUKAY,
15. «Kaznps!l npeanpuaTusy;
16. «MEHEIKMEHT U KaJIpb»,
17. «HayuHo-TexHuueckas nHpopmarusy,
18. «bubnuorekoBeneHUEY
U JIp.
[TpumepHas TemMaTHKa Hay4YHbIX 0030pOB:
Komnemenyuu cospemennozo cekpemaps
pyKogooumens
Komnemenyuu ynpasnaiowezo doxymenmayuet
Komnemenyuu apxusucma
Komnemenyuu cneyuanucma no gpopmuposanuio
91eKMPOHHO20 apXusd
VK-8 Cmocoben co3maBaTh W TOJJICPKMBATh B IOBCEIHEBHOW JKM3HH U B
npoecCHOHANBHOM  JIeATENbHOCTH  Oe30macHble  YCIOBHS — JKU3HENEATEIbHOCTH IS

COXpaHEHHUsI PUPOTHOMN CpeJibl, 0OecTIeueHUs] yCTOMUUBOIO pa3BUTHS OOILECTBA, B TOM UUCIIE
IpU yrpo3e U BOZHUKHOBEHUH YPE3BBIYAMHBIX CUTYalluil U BOGHHBIX KOH(IMKTOB

8.1

AHanusupyer "
uaeHTUQUUUpPYeT (paKTOpsl
OIIACHOTO U BPEIHOIO
BIUSHUS DJIEMEHTOB CpPEJIbI

OoOUTaHUS (TEXHUYECKHX|
CPEICTB, TEXHOJIOIMYECKUX
[IPOLIECCOB, MaTepHuaos,
3IaHM W COOpPYKECHUH,

[IPUPOJHBIX M COLHUAIBHBIX
SIBJICHU)

Hnousuodyanvuvie 3a0anus Ha RPAKMUKY 013
cmydenmog 1-020 Kypca:

3aoanue 1. I3y4nTh Hay4yHO-TIPAKTUUECKUE
KYpHaJIbl B 00JIACTH JIEIONPOU3BO/ICTBA U
apxuBHOTO jena. [1oaroToBuTh 0030p HAyYHBIX
nyOJMKanuil o TeMe MCCiIeJOBaHus.
TpeboBanus k opopmiieHUI0 0630pa:

O06bemM 0030pa JT0JKEH COCTaBIATh 5-7 CTpaHHUIL
(14 wpudr, 1.5 nareppan). Ciucox UCTOYHUKOB
oOsi3areneH. TpeGoBaHus K 0pOPMIIEHHIO CIICKA
uznoxensl B [OCT P 7.0.100-2018
«bubnuorpaduueckas 3anuce.
bubnuorpaduueckoe onucanue».

[Tpumep 6uOIMOTpadUUECKOro ONUCAHUS CTATHU:
1. iBonuna JI. U. IlpuasopHas KHU3Hb B AMOXY
Kapna Il Ctroapra / JI. 1. UBonuHa // Bonpocsl
ucropun. — 2010. — Ne 11. - C. 110-123.

2. CricoeBa E. A. Ponp 6ubnuoreunoro ouaa B
(GhopMHUpPOBaHUH MMPABOBOM, TEXHOJIOTUYECKON U
rpau4eckoil KylnbTyphl HIKOJbHUKOB U CTYJIEHTOB
/ E. A. CricoeBa, M. B. HemmoGegusrit //
bubnuorexkoBenenue. — 2010. — Ne 2. — C. 28-33.
Crucok XKypHaJIoB:

1. «J1enonpon3BOCTBOY,




Kon
WHAUKATOpPa

Nupukarop

JOCTHIXKCHUS KOMIICTCHIIUN

OueHoYHbIE CpeACTBA

2. «J1emonpou3BOJCTBO U JOKYMEHTOOOOPOT
Ha MPEIIPUITUNY,

3. «OTeYeCTBCHHBIE APXHUBBIY,

4. «BecTHUK apXUBHCTaY;

5. «CekpeTapckoe Aeno»,

6. «Xopouinii ceKpeTapb,

7. «Cekpetapb-pedepeHT,

8. «CrpaBOYHHK cekpeTaps u oduc-
MEHEeIKepay,

9. «CoBpeMeHHBIN o(rc-MeHeKEPY,
10. «YTpaBiieHHE TTEPCOHATIOM,

11. «Kanposoe neno»,

12. «Kanposas ciyx6a»,

13. «KagpoBuk»,

14. «CrpaBOYHHK KaJIpOBUKAY,

15. «Kanps! npennpusaTus;

16. «MEHEIKMEHT U KaJIpbl»,

17. «HayuHo-TexHuueckas nHGopmarusy,
18. «bubnuorekoBeneHNEY

u JIp.

[TpumepHas TemMaTHKa Hay4YHbIX 0030pOB:
Dakmopuvl 0OnacHo2o U 8PeOH020 BIUAHUL pabOmbl
Ha KomMnviomepe Ha 3peHue pabomHUKO8 CIYHCObl
JIOY u apxusnozo dena. Mepwi 3auyumoi 3penus u
npoghunaxmuxu 3a001e8anull 2na3

Onemenmos cpeodvl (MexHU4ecKux cpeocms,
MEexXHON02UYECKUX NPOYecco8, Mamepuanlos,
30aHULL U COOPYHCEHUIL), OKA3bIBAIOUUX
ompuyamenvHoe GIuUsHUe Had 300P08be
cneyuanucmos cayxcovt JJOY u apxusnozo oena
Kougnuxmul na pabouem mecme. [Ipasuna
OECKOHDIUKMHO20 83AUMOOEUCMBUSL 8 CAYHCOE
OY.

VK-
8.2

BrusBiisser mpoOiemsl,
CBSI3aHHBIE C HapYyIIECHUSMU

TEXHUKH O€30IaCHOCTH

Ha|

pa60qu MECTEC, IpcaIaracr]

MEPOITPUATHUAX
[pEIOTBPALLICHUIO
UpE3BBIYANHBIX CUTYaLIMI

10|

Hnousuodyanvuvie 3a0anus Ha RPAKMUKY 013
cmydenmog 1-020 Kypca:

3aoanue 1. I3yuutb Hay4dHO-TIPAKTUYECKUE
KYpHaJbl B 00J1aCTH JIeTONPOU3BOACTBA U
apxuBHOTO jena. [1oaroToBuTh 0030p HAyYHBIX
nyOJIMKanuil o TeMe MCCIeJOBaHusI.
TpeboBanus k oopmiIeHUIO 0030pa:

O0bemM 0030pa T0JKEH COCTaBISTh 5-7 CTpaHHUIL
(14 wpudr, 1.5 uarepsan). Ciucox UCTOYHUKOB
oOsi3areneH. TpeGoBaHus K 0pOpMIICHHUIO CIIHCKA
uznoxensl B [OCT P 7.0.100-2018
«bubnuorpaduueckas 3anuce.
bubnuorpaduueckoe onucanue».

[Tpumep 6uOIMOTpaPUUECKOro ONUCAHUS CTATHU:
1. iBonuna JI. U. IlpuasopHas KHU3Hb B AMOXY
Kapna Il Ctroapra / JI. 1. UBonuHa // Bonpocsl
ucropun. — 2010. — Ne 11. — C. 110-123.




Kon

WHJIUKaTopa

Nupukarop
JOCTHUKXCHHUA KOMIICTCHIIN U

OueHoYHbIE CpeACTBA

2. CricoeBa E. A. Posp 6ubnuoreunoro gouaa B
(dbopMUpPOBaHUY TPABOBOM, TEXHOJIOTUYECKOU U
rpaduueckoit KyabTyphl ITKOJIBHUKOB U CTYJICHTOB
/ E. A. CricoeBa, M. B. HenobGeuriii //
bubnmnorexoBenenne. — 2010. — Ne 2. — C. 28-33.
Cnucok XKypHaJoB:
1. «/1eonpon3BoACTBOY,
2. «J1enonpou3BoJCTBO U JOKYMEHTOOOO0POT
Ha MPEIIPUITUNY,
«OTeYeCTBCHHBIE APXHUBBIY,
«BecTHUK apXUBHCTaY;
«Cekperapckoe J1enoy,
«XOpoIui ceKpeTapb»,
«Cexpertapb-pedepeHT»,
«CrpaBo4HHK cekpeTraps u oduc-
MEHEKEpay,
9. «CoBpeMeHHBIN 0pUC-MEHEHKEP»,
10. «Y1paBlieHHE IEPCOHATIOM,
11. «KaapoBoe aemno»,
12. «Kanposas ciyx6a»,
13. «KaapoBuk»,
14. «CrpaBO4YHHK KaJpOBUKAY,
15. «Kaapsl mpeanpusTus;
16. «MEHEKMEHT U KaJIpbI»,
17. «Hayuno-texnuueckas uHpopmanus»,
18. «bubmmorekoBeIeHUEY
u JIp.
[TpumepHas TeMaTHKa HAy9IHBIX 0030POB:
Texnuxa 6ezonacHocmu cneyuarucmos ciyrcovl
OV u apxuenozo dena

Jloxymenmayus no I'O u YC 6 opeanuzayuu

N kAW

8.3

VK-

Pazbsacuser
MOBEIEHUS
BOSHUKHOBEHHH
UpE3BhIYANHBIX CUTYalHi
[IPUPOJTHOTO n
TEXHOTEHHOTO
[IPOMCXOXKICHUS; OKA3bIBACT|
[EepPBYIO MOMOIIIb,
OITHCHIBAET CIIOCOOBI
yqacTust B
BOCCTAaHOBHUTEIIbHBIX
MEPOTIPUSITHSIX

[IpaBUII
pHy|

Huoueuoyanvnvle 3a0anua Ha NPAKMUKY 014
cmyodenmog 1-020 Kypca:

3aoanue 1. I3yunTb Hay4YHO-NIPAKTUYECKUE
JKYpHAJIBI B 00JIACTH JIEJTOTIPOU3BOJICTBA U
apxuBHOro jena. [ToaroroBuTh 0630p HayYHBIX
myOUKaIMil o TeMe UCCIIeOBaHUSI.
TpeboBanus k oopmiIeHUIO 0030pa:

O06nem 0030pa AOKEH COCTABIIATh 5-7 CTPAHUIL
(14 mpudTt, 1.5 uatepsan). CoUCOK UCTOYHUKOB
oOs3areneH. TpeboBaHus K 0OPMIIEHHIO CIIHCKA
uznoxensl B [OCT P 7.0.100-2018
«bubnmorpadudeckas 3amuce.
bubnuorpaduyeckoe onucanue.

[Ipumep 6ubamoTrpaduuecKoro ONMMcaHus CTaThH:
1. Bonuna JI. U. [IpunBopHas )KU3Hb B 310Xy
Kapna Il Ctroapta / JI. . IBonuHa // Bomipocsl
uctopuu. — 2010. — Ne 11. — C. 110-123.

2. CeicoeBa E. A. Ponp 6ubamoTeunoro ¢poHaa B
(bopMHpOBaHUY MPABOBO, TEXHOJIOTHYECKOH U
rpau4ecKoil KyIbTypbl HIKOJbHUKOB U CTYJIEHTOB




Kon
WHAUKATOpPa

Nupukarop
JOCTHUKXCHHUA KOMIICTCHIIN U

OueHoYHbIE CpeACTBA

/ E. A. CricoeBa, M. B. Hennobeauniii //
bu6maunorexosenenue. — 2010. — Ne 2. — C. 28-33.
CHHCOK XYPHAJIOB:

1. «J1eonpon3BOCTBOY,

2. «J1emonpou3BOJCTBO U JOKYMEHTOOOOPOT
Ha TPEIIPUITAN,

3. «OTeYeCTBCHHBIE APXHUBBIY,

4. «BecTHUK apXUBHCTaY;

S. «CexkpeTrapckoe J1eno»,

6. «XOpoLHn CeKpeTapby,

7. «Cexkperapb-pedepeHry,

8. «CripaBOYHHK ceKpeTapsi 1 oQuc-
MEHEKEpay,

9. «CoBpeMeHHBIN o(rc-MEeHeIKEPY,
10. «YTpaBiieHHUE TEPCOHATIOM»,

11. «Kanposoe neno»,

12. «Kanposas ciyx6a»,

13. «KagpoBuky,

14. «CrpaBOYHHK KaJIpOBUKAY,

15. «Kanps!l npennpusaTus;

16. «MEHEIKMEHT U KaJIpbl»,

17. «HayuHo-TexHuueckas nHGopmarusy,
18. «bubnuorekoBeneHUEY

u JIp.

[TpumepHas TeMaTHKa Hay4YHBIX 0030pOB:
IIpasuna o3nakomnenus pabomHukos ¢
ookymenmayueti no I'O u YC 6 opeanuzayuu

Huoueudyanvnoe 3a0anue Ha NPAKMUKy 014
Ccmyoenmog 2-020 Kypca:

O3HakoMHTeIbHBIH 3TaN

3annue 1. (nepsviii-esmopoti oens). CTyIeHT
MEPEUNCIIAET HAUMEHOBAHUS JOJKHOCTEN
PaOOTHUKOB B CTPYKTYPHOM OTJIEJI€ OPTaHU3allUU-
0a3bl MPAKTUKU. 3HAKOMUTCS C TOMKHOCTHBIMU
MHCTPYKUUSAMU W/UIH TPO(HECCUOHATIBHBIMU
CTaHJapTaMH, PeTJIaMeHTUPYIOIUMU
JIeATeTLHOCTh JAHHBIX crieruannucToB. CoCTaBisieT
CIIMCOK M3Y4YEHHBIX TOKyMeHTOB. Hanmpumep:

1. ITpuxa3z Muntpyna Poccun ot 06.05.2015 N
276H

"O0 yTBepxkaeHnH MPoheCcCUuOHATHHOTO
crangapra "Crneuuaiuct 1o opraHu3allMOHHOMY U
JIOKYMEHTAIlMOHHOMY 00€CTIEUEHHIO YIIPaBICHUS
opranu3zanueit”(3apeructpupoano B MuHiocre
Poccun 02.06.2015 N 37509)

2. JIomKHOCTHAsI MHCTPYKIUS CEKpeTaps
pykoBoauTens, yTB. rupekropom OO0
«Pomamkay» 12.01.2021.

[Tonp3ysick HOPMATHBHBIMU JOKYMEHTAMH,
pPErIaMeHTHPYIOIIUMHU JESITEIbHOCTh TAHHBIX




Kon Nupukarop

OueHoYHbIE CpeACTBA
WHIMUKATOPA | JOCTHKEHUS KOMIIETCHIINU

CIEIUAIIMCTOB, a TAKXKE COOCTBEHHBIMHU
HaOJIOICHUSIMU 32 UX MPO(ECCHOHATLHOU
JESITEIIbHOCTBIO, CTYICHT (hOPMYIIUPYET AJist ceosl,
KaKyI0 M3 Ha3BaHHBIX JIOJDKHOCTEW OH XOTel Obl B
OymyIeM 3aHsTh; ApTYMEHTHPYET CBOU OTBET.

OIIK-1 CnocobGen npuMmeHsTh Ha 0a30BOM YPOBHE 3HAaHUS MCTOPUYECKHX HAyK HpU
penieHun 3a1a4 B cepe cBoer npodhecCHOHANBHON AESTEIbHOCTH;

OIIK- 3Haer ucrtopuro Ul UHougudyanvhbvle 3a0aHus Ha NPAKMUKY O/
11 COBPEMEHHYIO OPTraHM3aLUI0| cnydenmos 1-020 Kypca:
CHUCTEMBI opraHoB| 3adanue 1. I3y4ynTh HAyYHO-TIPAKTUYECKHUE

rOCYy/IapCTBEHHOW BJIACTH H| )KypHAJbI B 00JaCTH JEIONPOU3BOJICTBA H
yrpaieHus: B PD, opranos| apxuBHoro nena. [loaroroBuTh 0030p HayuyHBIX
MECTHOTO CaMOYITPABJICHHUS| ITyOJIMKAIHIA 110 TEME UCCIICIOBAHMS.

1 OpraHu3aIui TpeboBanus k ohopMiIeHNIO 0030pa:

O06bemM 0030pa J10JKEH COCTABIIATh 5-7 CTPaHHULL
(14 mpudr, 1.5 uarepnan). CHuCOK UCTOUHUKOB
o0si3areneH. TpeboBanus K 0pOpMIICHHIO CIIFICKA
uznoxxkensl B 'OCT P 7.0.100-2018
«bubnunorpaduueckas 3anucsk.
bubnuorpadudueckoe onucanuey.

[Mpumep 6uOIHOTPAPUUECKOTO OTIMCAHUS CTATHH:
1. IBonuna JI. U. IlpunsopHas Ku3Hb B AMOXY
Kapma Il Ctroapra / JI. . IBonuHa // Bompocsl
ucropuu. — 2010. —Ne 11. - C. 110-123.

2. Cricoesa E. A. Ponp 6ubnuoreynoro gouzaa B
(dhopMHUpPOBaHUH MTPABOBOM, TEXHOJIOTUYECKON U
rpaduyecKoi KyabTyphl IIKOJIBHUKOB U CTYACHTOB
/ E. A. CricoeBa, M. B. HenoGeusrii //
bubnmnorexkoBenenue. — 2010. — Ne 2. — C. 28-33.
Cnucok XKypHaJIoB:

1. «JlenonpousBoaCTBOY,

2. «J1eIonpon3BOJICTBO U JOKYMEHTOOOOPOT
Ha TPEIIPUITHNY,

3. «OTedecTBEHHBIE aPXUBBIY,

4. «BecTHUK apXUBHCTaY;

S. «Cekperapckoe Jeyo»,

6. «XOpoLInl CEeKpeTapby,

7. «Cexkpetapb-pedepeHT»,

8. «CripaBOYHMK ceKpeTapsi 1 oQuc-
MEHeKepay,

9. «CoBpeMeHHBbIN o(rc-MeHeKEPY,
10. «YTpaBieHrEe IEPCOHATIOM,

11. «Kagposoe aenoy,

12. «Kanposast ciyx6a»,

13. «KagpoBuky,

14. «CrpaBOYHHK KaJIPOBUKAY,

15. «Kanpsl mpennpusatusy;

16.  «MeHemKMEHT U Kaaphl»,

17. «HayuHo-TexHnueckas nHpopmarusy,




WHJIUKaTopa

Kon

Nupukarop
JOCTHUKXCHHUA KOMIICTCHIIN U

OueHoYHbIE CpeACTBA

18.
u ap.

«bubmmorexkosenenue)

[TpumepHas TeMaTHKa HAyYHBIX 0030POB:

Axmyanvuvie 60npocbl OOKYMEHMAaAYUOHHO20
obecneyeHusi OpeaHo8 20CyO0apCmMeEeHHOU B1ACmu
P®

Axmyanvhvie 80npocbl OOKYMEHMAYUOHHO2O0
obecneyeHusi Opeano8 20CyOapCmMEeHHOU 61aAcmu
cybvexmos P®

Axmyanvhvie 80npocvl OOKYMEHMAYUOHHO2O0
obecneyeHuss 0p2aHo8 MeCmHo20 CAMOYNPAasleHUs.

1.2

OIIK-

Bnaneer
[moucka u
1ICTOYHHKOB,
Ba)KHBI 1A
MCTOPUYECKOTO
MCCIIeIOBaHUSL C  yYETOM
[ICHHOCTH I[OKyMCHTaJII)HOFO
FICTOYHUKA KakK 4acTH
MCTOPUYECKOTO Haclenus |
AKTHBA OPraHU3aIUN

HaBBIKaMHU
otbopa|
KOTOPBIC
KOHKPETHO-,

Hnousuodyanvuovie 3a0anus Ha RPAKMUKY 0114
cmyodenmog 1-020 Kypca:

3aoanue 1. I3yuntb Hay4uHO-TIPAKTUYECKUE
JKypHaJIbI B 00JIaCTH AETOMPOU3BOACTBA U
apxuBHOTO jena. [loaroToBUTh 0030p HAYIHBIX
myOIUKaIUi 0 TeMe UCCIeI0BaHUS.
TpeboBanus k oopmiieHUI0 0030pa:

O6bemM 0030pa 10JKEH COCTaBIIATh 5-7 CTpPaHHUIL
(14 mpudT, 1.5 uarepBan). CHUCOK UCTOYHUKOB
obs3areneH. TpeboBaHus K 0pOPMIICHHUIO CITHCKA
usnoxxensl B [OCT P 7.0.100-2018
«bubnuorpaduyeckas 3anuce.
bubnuorpaduyeckoe onucanuey.

[Tpumep 6ubOAMOTrpadUUECKOro ONUCAHUS CTAThU:
1. iBonuna JI. U. IlpuaBopHas KU3Hb B AMOXY
Kapna |l Ctroapra / JI. 1. UBonuHa // Bonipocsl
ucropun. — 2010. — Ne 11. - C. 110-123.

2. Cricoesa E. A. Ponp 6ubnuoreynoro ouzaa B
(GhopMHUpPOBaHUH MTPABOBOM, TEXHOJIOTUYECKON U
rpaduyecKoil KyabTyphl IIKOJILHUKOB U CTYJACHTOB
/ E. A. CricoeBa, M. B. HenoGeausrii //
bubnunorexoBenenue. — 2010. — Ne 2. — C. 28-33.
Cnucok xKypHaJIoB:

1. «JlenonpousBoaCTBOY,

2. «J1emonpon3BOACTBO U JJOKYMEHTOOOOPOT
Ha TPEIIPUITAN,

3. «OTedecTBEHHBIE apXUBBIY,

4. «BecTHHUK apXHUBHCTaY;

S. «Cekperapckoe Jeyo»,

6. «XOpoLINN CEKpeTapby,

7. «Cexkpetapb-pedepeHT»,

8. «CripaBOYHMK ceKpeTapsi 1 oQuc-
MEHeKepay,

9. «CoBpeMeHHBbIN o(uc-MeHeKEPY,
10. «YTpaBieHrEe IEPCOHATIOM,

11. «Kagposoe aenoy,

12. «Kanposast ciyx6a»,

13. «KagpoBuk»,

14. «CrpaBOYHHK KaJIPOBUKAY,




Kon Nupukarop

OueHoYHbIE CpeACTBA
WHIMUKATOPA | JOCTHKEHUS KOMIIETCHIINU

15. «Kaznps!l npeanpuaTusy;

16. «MEHEIKMEHT U KaJIpbl»,

17. «HayuHo-TexHuueckas nHpopmarusy,
18. «bnbnmorekoBeneHNEY

u JIp.

Huousudyanvnoe 3adanue Ha RPAKMUKY 013
cmyodenmog 2-020 Kypca:

O3HaKOMHTEJIbHBIH 3TANl

3annue 1. (nepsviti-esmopoti oens). CTyIeHT
MepeUncCIIieT HAUMEHOBAHUS JOJIKHOCTEH
pabOTHUKOB B CTPYKTYPHOM OT/IeJIe OpraHUu3aluu-
0a3bl MPAKTUKU. 3HAKOMUTCS C JOJIKHOCTHBIMU
MHCTPYKIHUSMU U/WIH MPodhecCHnoHaTbHBIMU
CTaHJapTaMH, PErJIAMEHTUPYIOITUMU
JESITENIbHOCTD IaHHBIX criennanucToB. CocTaBisier
CIIMCOK U3yYEHHBIX TOKyMeHTOB. Hampumep:

1. [Tpuxa3z Muntpyna Poccun ot 06.05.2015 N
276n

"O06 yTBepkaeHUU MPOodeCCHOHATBHOTO
cranzaapTa "Crenuanict o OpraHu3alluOHHOMY U
JIOKYMEHTAIlMOHHOMY 00€CIIEYEHHIO YIIPaBICHUS
opranuzarueit” (3apeructpupoBaHo B MuHrocre
Poccun 02.06.2015 N 37509)

2. Jlo;bKHOCTHASI MHCTPYKIUS CeKpeTapst
pykoBoauTens, yTB. nupekropom OO0
«Pomamkay 12.01.2021.

[Tonb3ysick HOpPMAaTUBHBIMH TOKYMEHTaMH,
pErIaMeHTUPYIONTUMU JEATETHHOCTh TaHHBIX
CIEIMAIIMCTOB, a TAKKE COOCTBEHHBIMU
HaOJIIOJICHUSIMHU 32 MX TTPO(EeCCHOHATTBEHON
JESTENIbHOCTBIO, CTYACHT (OpMyIUpyeT AJis ceds,
KaKyI0 U3 Ha3BaHHBIX JIOJDKHOCTEH OH XOTeJ OBl B
OyAyleM 3aHsTh; apTYMEHTUPYET CBOM OTBET.

OIIK-2
Cnoco0OeH HaXOAUTh OpraHNU3alMOHHO-YIIPABICHYECKHE PEIISHUS TIPU PEIICHUH 33]a4 B
chepe cBoelt mpodeccHoHATBLHON eI TENHHOCTH,

Huousuodyanvnoe 3adanue Ha RPAKMUKY 0J14
CMYyOeHmo8 2-020 Kypcd.

O3HakoMUTEIbHBIH 3Tan

3annue 1. (nepsviii-emopoti oens). CTyIeHT
MEePEeYUCIIieT HANMEHOBAHUS TOJIKHOCTEMN
PabOTHHUKOB B CTPYKTYPHOM OTJIEJI€ OPTaHU3aIlUN-
0a3bl MPAKTUKU. 3HAKOMUTCS C TOKHOCTHBIMH
MHCTPYKUHUSAMU U/UIH TPO(HeCcCHOHATbHBIMU
CTaHJapTaMH, PETIaMEHTUPYIOIUMU
IeATEIIbHOCTD TaHHBIX CIeUaICTOB. COCTaBIIET
CIIUCOK M3y4YEHHBIX TOKyMeHTOB. Hanmpumep:

1. I[Tpuxa3z Muntpyna Poccun ot 06.05.2015 N
276H

Ompenensger uenmu W

OIIK- Banaun ynpasieHusi B cepe
2.1 cBOCH  mpodeccHoHaTbHOU
eI TeTbHOCTH




Kon
WHAUKATOpPa

Nupukarop
JOCTHUKXCHHUA KOMIICTCHIIN U

OueHoYHbIE CpeACTBA

"O06 yTBepKIeHUH TPOPECCHOHATHHOTO
crangapra "Crnenuanuct 1Mo OpraHu3aliOHHOMY U
JOKYMEHTAITMOHHOMY 00€CIICUEHUIO YIPABICHHS
opranuzarueit” (3apeructpupoBano B MuHiocTe
Poccun 02.06.2015 N 37509)

2. IomKHOCTHAs HHCTPYKIUS CeKpeTapst
pykoBoauTens, yTB. iupekropom OO0
«Pomamkax» 12.01.2021.

[Tonb3ysick HOpPMAaTUBHBIMH JOKYMEHTaMH,
pErIaMeHTUPYIOIIUMHU JESTENbHOCTD JTAHHBIX
CIEIHAJIMCTOB, a TAKKE COOCTBEHHBIMU
HaOJIOACHUSAME 32 UX MPO(ECCHOHATEHON
JESITENIbHOCTBIO, CTYACHT (OpMyIUpyeT AJis ceds,
KaKyI0 M3 Ha3BaHHBIX JIOJUKHOCTEW OH XOTel ObI B
OyAylieM 3aHsTh; apTYMEHTUPYET CBOU OTBET.

OIIK-
2.2

Hcnonb3yeT OCHOBHBIE
METO/IbI u IPUEMBI
OpraHH3aIVH,
[TaHUPOBAHUS, MOTHBAIIHH,
KOOpJAWHAlIUK W KOHTPOJIA|
mporieccoB B cdepe CBoei
podecCuoHAIbHON
eI TebHOCTH

[TpumepHas TeMaTHKa HAyYHBIX 0030POB:
Hnousudyanvnvie 3a0anus Ha RPAKMUKY 013
cmyodenmog 1-020 Kypca:

3aoanue 1. I3yunTb Hay4YHO-NIPAKTUYECKUE
JKYpHAJIBl B 00JIACTH JIEIIOTPOU3BOJICTBA U
apxuBHOTO aena. [ToaroToButs 0630p HaAYYHBIX
myOJUKaIuil o TeME UCCIIeOBaHUSI.
TpeGoBanus k opopmiieHuto 0630pa:

O06bemM 0030pa J10JKEH COCTABIIATh 5-7 CTPaHHULL
(14 mpudTt, 1.5 uareppan). CouCOK UCTOUHUKOB
oOs3areneH. TpeboBaHus K 0POPMIIEHHIO CIIHCKA
uznoxxkensl B 'OCT P 7.0.100-2018
«bubnmorpaduieckas 3amuch.
bubnuorpaduueckoe onucanue.

[Tpumep 6ubIMOrpadUUECKOro ONMUCAHUS CTAThU:
1. iBonuna JI. U. [IpunBopHas KU3Hb B 310Xy
Kapna Il Ctroapta / JI. . IBonuna // Boripocsl
ucropuu. — 2010. —Ne 11. - C. 110-123.

2. CricoeBa E. A. Poisie 6ubnmmoreunoro goHa B
(dbopMUPOBaHUY TTPABOBOM, TEXHOJIOTUYECKOU U
rpadu4ecKoil KyIbTyphl ITKOJFHUKOB U CTY/ICHTOB
/ E. A. CricoeBa, M. B. HenmoGegubiii //
buomnorexosenenne. — 2010. — Ne 2. — C. 28-33.
CHOuCoOK KYpHaJIOB:

1. «/lemonpon3BoACTBOY,

2. «J1lenonpou3BoOACTBO U JJOKYMEHTOOOOPOT
Ha MPETPUATHI,

«OTe4YecTBEeHHBIE APXHUBBIY,

«BecTHUK apXxHBHCTaY;

«Cekpetapckoe Aeno»,

«Xopoumii ceKpeTapb,
«Cekpetapb-pedepeHT»,

«CripaBOYHHK cEeKpeTaps 1 OQrc-
MEHeJ[Kepay,

Q. «CoBpeMEHHBIN 0(rC-MEHEKEP»,

N kW
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WHAUKATOpPa

Nupukarop
JOCTHUKXCHHUA KOMIICTCHIIN U

OueHoYHbIE CpeACTBA

10.
11.
12.
13.
14.
15.
16.
17.
18.

u JIp.
[TpumepHas TeMaTHKa HAyYHBIX 0030POB:
Memoouvl u npuemsbt momusayuu pabomMHUKOS &
obacmu 0e1onpouzso0Ccmad U apxueHo2o oeia
IInanuposanue, KOOpOUHAYUA U KOHMPOTIL 8
obacmu 0eonpouzso0Ccmad U apxueHo2o oeia

«YTpaBiieHHuEe EPCOHATIOM»,
«Kaaposoe aeno»,

«Kanpoas ciayx0ar,

«KanpoBuk»,

«CrpaBOYHHK KaJIPOBUKAY,

«Kaapsl mpeanpusTus»;
«MEHEIKMEHT U KaJIpbl»,
«HayuyHo-TexHuueckasi HHPOpMAIIH»,
«bHONIMoTEKOBEIEHNEY

OIIK-
2.3

Ymeer
MICHTUPUIHPOBATH
TpeOOBaHUS  HOPMATHUBHO-
[PaBOBOM Cpelbl K CBOEH
mpodeccnoHanbHOM
eI TeTbHOCTH 171
NesITeIbHOCTH OpTraHU3alH

Hnoueudyanvnoe 3a0anue Ha NPAKMUKy 014
CHLY0eHmog8 2-020 Kypca:

O3HakoMHTeIbHBII 3Tan

3agnue 1. (nepsuviii-emopoii denv). CTyneHT
[EePEYUCIIIeT HAUMEHOBAHUS TOJIKHOCTEMN
pabOTHUKOB B CTPYKTYPHOM OT/IeJIe OpraHU3aluu-
0a3bl MPaKTUKU. 3HAKOMUTCS C JTOJDKHOCTHBIMHU
MHCTPYKUHUSMU W/WIH MPO(dhecCHoHaTbHBIMU
CTaHJApTaMH, PETJIAMEHTUPYIOIIMMU
JeSITeIbHOCTh JaHHBIX crienuanucToB. CocTapiser
CIHCOK U3yYeHHBIX JOKYMEeHTOB. Hanmpumep:

1. Ilpuka3 Muntpyzna Poccun ot 06.05.2015 N
276H

"O0 yTBep)KIeHUH MPOPECCUOHATBHOTO
ctanzaapTa "Crenuanict o OpraHu3alluOHHOMY U
JIOKYMEHTAIMOHHOMY 00€CIIEUEeHHUI0 YIIPABICHUS
opranuzarueit” (3apeructpupoBaHo B MuHrocTe
Poccun 02.06.2015 N 37509)

2. IomKHOCTHAs! HHCTPYKIUS CEKpeTapst
pykoBoauTens, yTB. nupekropom OO0
«Pomamixa» 12.01.2021.

[Tonb3ysch HOPMATUBHBIMU JOKYMEHTaMH,
pETIIaMEHTHPYIOIUMH JeSITeTHHOCTh TAaHHBIX
CHELHUAINCTOB, a TAK)KE COOCTBEHHBIMHU
HaOJI0/IEHUSIMU 32 UX TPO(HECCUOHATIEHOM
JeSITeIbHOCTBIO, CTYIEHT (OpMYIHpYET s cebs,
KaKyI0 M3 Ha3BaHHBIX JIOJDKHOCTEW OH XOTel ObI B
OyayILeM 3aHsTh; apryMEHTHPYET CBOW OTBET.

OIIK-3 Cnocoben IMPUMCHATDb TCOPCTUYCCKUC 3HAHUA JIs1 PCHICHHA IMOCTABJICHHBIX
3aJ1a4 B obnact JOKYMCHTOBCACHUS U ApXUBOBCACHHUA

OIIK-
3.1

Cocrasiser,
odopmitsier u

yTIpaBJIEHYECKYIO

BEIET

3aoanue 2. CTyaeHT 3HAKOMHUTCS C pabOTOU
OpTraHHU3aIH, HAIIPABJICHUSAMHU JESITEIbHOCTH U
0COOCHHOCTSIMU JIOKYMEHTHPOBAHUS




Kon
WHAUKATOpPa

Nupukarop

JOCTHIXKCHUS KOMIICTCHIIUN

OueHoYHbIE CpeACTBA

NTOKYMEHTALMI0 Pa3Iu4HbIX
o npod T
NIEATEIIbHOCTY  OpraHu3aluy
B COOTBETCTBUU C
OpraHU3alMOHHO-IIPAaBOBOM

BUJIOB

hopmoii

€C|

YIPaBIEHYECKON JAESITENIbHOCTH OpraHU3aliu.
CryneHT u3ydaer coJepkaHue OpraHu3aluoHHO-
IIPABOBBIX JOKYMEHTOB, PErJIaMEHTUPYIOIINX
JIOKyMEHTHPOBAHUE YIIPABICHUECKON
JESITEIbHOCTH 0a3bl IPAKTUKHU:

—II0JIOKEHUE 0 CTPYKTYpHOM
MOJIpa3/IeJIeHUH OpPraHu3alii, B KOTOPOM CTYJIEHT
IIPOXOJUT MPAKTUKY;

—WHCTPYKLHUIO TIO JIEIONPOU3BOJCTBY 0a3bl
MPAKTUKU;

— TOJKHOCTHYIO HUHCTPYKIHUIO TOM
JIOJIKHOCTH JTOKYMEHTOBE/A ([1€I0IPOU3BOIUTENS,
CeKpeTapsi, MEHeKepa M0 MepcoHaly, apXUBHUCTA
U Jp.), KOTOPYIO 3aHUMaeT CTYIEHT BO BpeMs
MPAKTUKU;

—HOMEHKJIATypy nen u opyeue
OP2aHU3AYUOHHO-NPABOBbIe  OOKYMEHMbl  0a3vl
NPAKMUKU.

*B omuéme 001iCcHbl OblMb YKA3AHBl PEKEUUMbL
U3YYEHHBIX OOKYMEHMO8, NO360AI0UUE UX
uoenmughuyuposamo.

CoBMECTHO ¢ pyKOBOAMTEIEM 0a3bl MPAKTHKU
CTYJICHT OIPEEIISET COICPIKaHNE U 00BEM
JOTIOTHUTEIbHON YacTH y4eOHON MPAKTHKH.
CryaeHT onMchIBaeT CTPYKTYpPY OpraHHU3alluy,
cobupaet MaTepua sl 0T4éTa, OTPAKAIOITUN
0COOEHHOCTH JIOKyMEHTHPOBAHUS
YIIPaBJIEHYECKOH IEeSATETFHOCTH 0a3bl MPAKTUKH.
CryneHT aHaIM3UpyeT HOPMATUBHYIO 0a3y
JOKYMEHTHPOBAHUS JIEATEILHOCTH OpPraHU3aliy B
LIEJIOM U CTPYKTYPHOTO MOJIpa3/ieeHusl, B
KOTOPOM IIPOXOJIUT MPAKTUKY, HA COOTBETCTBHE
COBPEMEHHBIM TPEOOBAHUSM.

Iloocomosexa omuéma:

CryneHTt 000011aeT CBe/IeH!s, TOJyYEHHbIE B X0/
MPAaKTUKH, ¥ TOTOBUT OTYETHYIO JOKYMEHTAIUIO B
COOTBETCTBUH C aKTyaJIbHBIMH TPEOOBAHUSIMH,
MPOJTYMBIBAET BHICTYIUICHHE HA HTOTOBOM
KOH(epeHIIMH 10 y4yeOHOH MPaKTUKE.

Oo6s3aTenbHON (HOPMOI OTUETHOCTH CTYEHTA-
MIPAKTUKAHTA SIBJSICTCS MMCbMEHHBIA OTYET.

OTtuét oopmitsieTcs B IeYaTHOM BUC B
cootBercTBUM ¢ TpedoBanusimu [[OCT P 7.0.97-
2016. HanmonaneHsli cTannapt Poccuiickoit
®enepanuu. Cucrtema CTaHIApPTOB MO
uHopManuu, OHOINOTEYHOMY U U3/IaTEIILCKOMY
neny. OpraHu3anuoOHHO-PACTIOPSTUTEIbHAS
JoKyMeHTanus. TpeboBaHus K 0(hOPMIECHUIO
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Nupukarop
JOCTHUKXCHHUA KOMIICTCHIIN U

OueHoYHbIE CpeACTBA

nokymeHToB" (yTB. [Ipukazom Poccrannmapra ot
08.12.2016 Ne 2004-ct) (pexn. ot 14.05.2018).
OTuér mevaraeTcss Ha CTaHJAPTHBIX OCIbIX JTHCTAX
dbopmara A4 (210 x 297 MM) ¢ OTHOM CTOPOHBI
nucta. Kaxaplil TUCT JOKYMEHTA JIOJKEH UMETh
T0JIsl HE MEHee:

20 MM — JIEBOE;

10 MM — mpaBoe;

20 MM — BepxHee;

20 MM — HUXKHEE.

Texcrosrii pegakTop Microsoft Word, mpudt
Times New Roman, kerib 14, MeXCTpOUHBII
uHTepBai — 1,5.

Bropyto u Bce nmocineayronme CTpaHuilbl 0TYETa
HyMepyroT. Homepa cTpaHuil mpocTaBisioT
MOCEPEIMHE BEPXHEro MoJIs incTa. AO3alHbIN
orctyn (1,25 cM) U mepeHOCHl YCTaHABIMBAIOTCS
ABTOMATHUYECKH.

O0s3aTeNbHBIMU dJIEMEHTAMH OTYETA SBISIOTCS:

—TUTYJIbHBIN JIUCT;

—cojiep)KaHue OT4Y€Ta ¢ YKa3aHHUEM CTpPaHMII
BCEX pa3/IeNioB;

—OMNHCAaHUE CTPYKTYpPbI OpraHu3anuu — 0asbl
MPAKTUKH;

—OonucaHue CTpyKTypol ciyx0b1 JIOY 6a3bi
MPAKTHKH;

—onucanue (PyHKIMOHATBHBIX 00S3aHHOCTEH
TOU JIOJDKHOCTH JIOKYMEHTOBEIA
(lenonmpou3BOIUTENS, CEeKpeTaps, MEHeKepa IO
MEePCOHAITy, apXUBUCTA U JP.), KOTOPYIO 3aHUMAJ
CTYJIEHT BO BpEMSI MPAKTHUKHU;

—aHanM3 O0COOCHHOCTEH JTOKYMEHTHPOBAHUS
YIPaBJICHUYECKOM IEATETbHOCTH 0a3bl MPAKTHKY;

—CHUCTeMBl U  KOMIUIEKCHl JOKYMEHTOB,
(GYHKIIMOHUPYIOIITUE B JeSITeIbHOCTH
OpraHu3anuy — 6a3bl MPAKTUKU;

—PEKOMEHJIAllUh 10 COBEPIICHCTBOBAHUIO
JIOKYMEHTHUPOBAHUS YIPaBJICHUYECKOM
JESTEIILHOCTH 0a3bl MPAKTUKH.

Hnousudyanvnoe 3adanue Ha PAKMUKY 013
CHLY0eHmog8 2-020 Kypca:
3ananue 3. PazpadoTrka nmpoeKkToB JOKYMEHTOB
(NAMovLI—0OUHHAOYAMBLI OCHb).

CrtyaeHT cocTaBisieT U 0hOpPMIIIET He
MeHee decsaimu OpraHU3aIllMIOHHO-
PacTopsSIIUTENBHBIX IOKYMEHTOB YETBHIPEX U OoJiee
BUJI0B. [Ipu cocTraBieHnn TOKYMEHTOB CTYIEHT
YYHUTHIBACT CJIOKHUBIIIHECS B OpTraHU3AII
TpeOOBaHUS K COCTABIECHUIO U O(hOPMIIEHUIO
COOTBETCTBYIOIINX BHJIOB IOKYMEHTOB U
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WHAUKATOpPa

Nupukarop
JOCTHUKXCHHUA KOMIICTCHIIN U

OueHoYHbIE CpeACTBA

BBITOJIHAET KOMIJIEKCHBIM aHAIN3 HE MEHEe
4eThIPEX JOKYMEHTOB Pa3HbIX BUJIOB C TOUKHU
3pEHHS COBPEMEHHBIX O0IEPOCCUNCKUX
TpeOOBaHUH.

CryneHT B X0/ NPAKTUKKU COOMPAET KOJUIEKIUIO
COCTaBJIEHHBIX U O(POPMIIEHHBIX UM JJOKYMEHTOB
(opuruHaibl WK KOIIUH); CAMOCTOSTENBHO
COCTaBJIAET U OPOPMIISET UX OIMCh, OOECTIeUnBast
JI0Ka3aTeIbCTBA JINYHOIO YYaCTHs B COCTABICHUN
1 0(hOpMIICHUH TIPE/ICTABICHHON JTOKYMEHTAIUN U
e€ nH(GOPMATUBHOCTb YE€PE3 COOTBETCTBYIOIINE
PEKBU3UTBHI.

3ananue 4. [lonroroBka otuéra (dsenaoyamolii-
YemvlpHaAOYamolil OeHb):

CryneHT o6o0mIaeT cBeeHus,
HOJIy4EHHBIE B X0/1€ IPAKTUKU, U TOTOBUT
OTYETHYIO TOKYMEHTALIUIO, TIPOTyMbIBACT
BBICTYIIJICHHE Ha UTOTOBOM KOH(EpEHINH 110
yueOHO-ITPOU3BOICTBEHHOM MTPAKTUKE.
O06s3aTenbHON GOPMOIT OTUETHOCTH CTYEHTA-
NPAaKTUKAHTA SBIISETCS MUCHbMEHHBINA OTYET.
OTtuéT odopmiIseTCs B I€4aTHOM BUJIE B
cootBercTBUU ¢ TpeboBanusimu ['OCT P 7.0.97-
2016. HaunonanbHbIi cTangapT Poccuiickoi
®enepaunn. Cucrema CTaHIapTOB O
uHpopManuu, ONOIMOTEUHOMY U U3JaTEIBCKOMY
neny. Opranu3aliOHHO-paclopsiANTEIbHAS
JnokyMeHTanus. TpeboBaHus K 0hOpMICHHUIO
nokymeHToB" (yTB. [Iprkazom Poccrannapra ot
08.12.2016 Ne 2004-cT) (pen. ot 14.05.2018).
OTtuér nevaraercs Ha CTaHJAPTHBIX OEJBIX JTUCTAX
dopmata A4 (210 x 297 MM) ¢ 0OJTHOI CTOPOHBI
nucta. Kaxaplid TMCT JOKYMEHTa JOJKEH UMETh
HOJIs1 HE MEHeEe:

20 MM — JIEBOE;
10 MM — nipaBoe;
20 MM — BepXHee;
20 MM — HUXKHEE.
TekcroBerii pegakrop MicrosoftWord, mpudt
TimesNewRoman, kerib 14, MEXCTpOUHBIN
uHTepBan — 1,5.
Bropyto 1 Bce nocneayromnue CTpaHuIibl 0T4ETa
HyMmepytoT. Homepa cTpaHull mpocTaBisitoT
MOCepeIMHE BEPXHETO OIS JIncTa. AG3alHbIH
orctyn (1,25 cM) U mepeHOChl yCTaHaBIMBAIOTCS
ABTOMATHYECKH.
O0s3aTeNnbHBIMU dJIEMEHTAMH OTYETA SBISIOTCS:
—THUTYJIbHBIN JIUCT;
—coJiep)KaHre OT4éTa ¢ yKa3aHHEM CTpPaHUI]
BCEX pa3JIeNIOB;
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Nupukarop
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OueHoYHbIE CpeACTBA

—OIKCaHUE CTPYKTYpPbI OpraHu3anuu — 6a3sl
IIPAKTUKU;

—omnucaHue CTPYKTypbl ciayxO0el JIOY 6a3bl
IIPAKTUKY;

—onucaHue QyHKIIMOHAIBHBIX 003aHHOCTEN
TOU JOJDKHOCTH JIOKYMEHTOBEIA
(1es10npoU3BOIUTENS, CEKpPEeTapsi, MEHEeIKepa I10
[IEPCOHANLy, apXUBHUCTA U JIp.), KOTOPYIO 3aHUMa
CTYIEHT BO BpEMS IIPAKTHKUY;

—aHaIu3 0COOEHHOCTEH JTIOKYMEHTHPOBAaHUS
YIPaBJIEHYECKOH 1eSATeNbHOCTH 0a3bl MPAKTUKH;

—CUCTEMBl U  KOMIUIEKChl JJOKYMEHTOB,
(bYHKLIHMOHUPYIOIIHE B JESATEIBHOCTH
OpraHu3anuu — 0a3bl MPAKTUKU;

—PEKOMEHJJallul 10 COBEPLICHCTBOBAHUIO
JIOKYMEHTUPOBAHHUS YIIPaBJICHYECKON
JIeSITEIbHOCTH 0a3bl PAKTUKH;

—OIKCAHKE JIOTIOHUTEIILHONW YacTH y4eOHO-
IIPOU3BOJCTBEHHOH NPAKTUKH;

—CIIMCOK JIOKYMEHTOB, COCTaBJICHHBIX M
0(OPMIICHHBIX CTYIE€HTOM BO BpeMsl IPOXO0XKICHHS
IIPAKTUKH,  3aBU3UPOBAHHBI  PYKOBOAMUTEIEM
IIPAKTUKU OT OpraHu3aluy;

—JIOKYMEHTbl (OpUTMHaJbl MM  KOIIUH),
COCTaBJICHHbIE W O(OPMIICHHbIE CTYAEHTOM BO
BpEMS IPOXO0KICHUS IPAKTUKH.

3.2

OIIK-

3Haer

HOPMBI

n

OpraHu3aI,

CHCTECMAaTH3allluu,

IIPaBOBBIE
[IpaBUII

[KOMITJICKTOBAHUA W YUCTQ

JIOKYMCHTAJIbHOT'O

APXHUBHOT'O

OpraHu3anun

5
(houI0B

Huoueudyanvnoe 3a0anue Ha NPAKMUKY 014
Cmyoenmog 2-020 Kypca:

3ananme 2. (mpemuii-uemeepmulii Oenv). CTyJeHT
3HAKOMHUTCS ¢ pabOTOI OpraHu3aiuu,
HalpaBJICHUSMH JIEITETLHOCTH U 0COOEHHOCTSIMU
JIOKYMEHTUPOBAHHUS YIIPABICHUECKON
JESATEIIBHOCTH OpPraHu3aluu.

CryneHT u3ydaer coJiep:kaHnue OpraHu3aloHHO-
IIPABOBBIX JJOKYMEHTOB, PErJIaMEHTUPYIOIINX
JIOKYMEHTUPOBAHUE YIIPABICHYECKON
JeSITeIbHOCTH 0a3bl MPAKTUKU:

—I0JIOKEHNE 0 CTPYKTYpHOM
MOJIpa3JIeJIECHNN OpPraHu3alli, B KOTOPOM CTYJIEHT
MIPOXOJUT NMPAKTUKY;

—HHCTPYKLHUIO MO JEeJIONPOU3BOJCTBY Oa3bl
NPaKTUKU;

— IOJKHOCTHYO MHCTPYKLHIO TOM
JOJIKHOCTHU JIOKYMEHTOBE/A (J1eI0MPOU3BOIUTENIS,
CeKpeTapsi, MEHEpKepa M0 MEpPCOHaly, apXUBHUCTA
U Jp.), KOTOPYIO 3aHUMaeT CTYIEHT BO BpeMms
NPaKTUKU;

—HOMEHKJIATypy hi(Sh) u opyaue
Op2aHU3AYUOHHO-NPABOBbIE  OOKYMEHmbl  0a3bl
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WHJIUKaTopa

Nupukarop
JOCTHUKXCHHUA KOMIICTCHIIN U

OueHoYHbIE CpeACTBA

npakmukKu.

PaGotaet C
KOPIIOPAaTUBHOM  CUCTEMOU
TOKyMEHTOO0OpOTa, B TOM

Huousuoyanvnoe 3a0anue Ha RPAKMUKY 0]11
CMYyOeHmo8 2-020 Kypcd.
3ananmue 2. (mpemuii-uemeepmoliti Oenv). CTyACHT
3HAKOMUTCS ¢ PaOOTOM OpraHU3aInu,
HATPABIICHUSMU JICITEILHOCTH U OCOOCHHOCTSIMH
JIOKYMEHTHUPOBAHUS yIPABICHYECKON
JIeATEeTbHOCTH OpraHU3alluH.
CTyIeHT u3yJaeT cofepKaHue OpraHu3alioOHHO-
MIPABOBBIX JOKYMEHTOB, PETJIaMEHTHPYIOIIHX
JIOKYMEHTHPOBAHHUE YITPABICHYCCKOM
JIeSITEIbBHOCTH 0a3bl MPAKTUKU:
—II0JIOKCHHE 0

CTPYKTYPHOM

OIIK- MOJIpa3/IelIeHuy OpPraHu3allii, B KOTOPOM CTYJIEHT
4uClie  JJCKTPOHHOTO, B .
3.3 IIPOXOJUT MPAKTUKY;
COOTBCTCTBHI € TPABOBLIMA WHCTPYKIIUIO TIO JIEJIONPOU3BOJICTBY 0a3bl
HOpMaMH pYyK p y
. MPAKTUKU;
podeccnoHanbHOM cpebl .
— TOJKHOCTHYIO UHCTPYKIUIO TOM
JOJKHOCTH JIOKYMEHTOBEA (JIEIOMPOU3BOIUTEIIS,
CeKpeTapsi, MEHeKepa Mo MepcoHaly, apXUBHUCTA
U Jp.), KOTOPYIO 3aHUMaeT CTYISHT BO BpeMs
MPAKTUKU;
—HOMEHKJIATypy nen u opyeue
OpP2aHU3AYUOHHO-NPABOBbIe  OOKYMEHMbl  0a3vl
NPAKMUKU.

OIIK-4 CnocobeHn  wucmonb3oBaTh 0a30Bble 3HAHUS B 00JacTu
WH(POPMAITMOHHO-KOMMYHHKAIIMOHHBIX TEXHOJIOTHM B cdepe cBoeil mnpodeccuoHaaIbHOM
JESITENIbHOCTH

Hnousuodyanvnvie 3a0anus Ha NPAKMUKY 013

cmyodenmog 1-020 Kypca:

Hcnonssyer v 1P

3aoanue 1. I3yunTb Hay4YHO-IPAKTUYECKUE
H(OpMaLIOHHO-

JKYpHAITBI B 00JIACTH JICTIOMPOU3BOICTBA U
KOMMYHHUKAI[HOHHBIE

apxuBHOTO jaena. [loarotToButs 00630p HaAy4IHBIX
TeXHOJIOTUU u 9

myOJUKaIuil 0 TeME UCCIIeIOBaHUSI.
[IpOrpaMMHBIE CPECTBA IS

TpeGoBanus k oopmiieHHI0 0630pa:
orcka, 00paboTKHy|

O06Bem 0030pa AOKEH COCTABIIATh 5-7 CTPaHUIL
0OIBIINX 00BEMOB

(14 mpudTt, 1.5 uatepsan). CoMCOK UCTOUHUKOB

OIIK- [mHbopmanun 10|

41 OCTABTCHHOG obsi3ateneH. TpeboBanus K 0OPMIICHHIO CTIHCKA
' usnoxxensl B [OCT P 7.0.100-2018
nmpoOjeMaTHKe Ha OCHOBE
«bubnuorpaduueckas 3anuce.
CTaH/IapTOB u HOPM,
bubnuorpaduueckoe onucanue».
[TPUHATHIX B
. [Tpumep 6ubOIMOTpaPUUECKOro ONMUCAHUS CTATHU:
podeccnoHanbHOI cpese, u
. eTOM GoBaNMii 1. Bonuna JI. U. IlpuaBopHas >ku3Hb B IIOXY
- @oy;auHOHHOTI;IP Kapma Il Ctroapra / JI. . UBonuHa // Bompocsl
p ucropnu. — 2010. — Ne 11. — C. 110-123.
0€30MacHOCTH
2. CricoeBa E. A. Ponp 6ubnuoreunoro gouaa B
(GhOopMHUPOBAHUH NTPABOBOM, TEXHOJIOTUYECKON 1
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rpaduueckoit KyabTyphl IKOJTHHUKOB U CTYICHTOB
/ E. A. CricoeBa, M. B. Heno0Geuriii //
bubnmnorexkoBenenne. — 2010. — Ne 2. — C. 28-33.
Cnucok XKypHaJIoB:

1. «/1eonpon3BoACTBOY,

2. «J1enonpou3BoJCTBO U JOKYMEHTOOO0POT
Ha TPEIIPUITAN,

«OTe4yecTBEeHHbIE ApXUBBIY,

«BecTHUK apXUBHCTaY;

«Cekperapckoe J1enoy,

«Xopouinii ceKpeTapb,
«Cekpetapb-pedepeHT,

«CrpaBo4HHK cekpeTraps u oduc-
MEHEKEpay,

9. «CoBpeMeHHBIN 0pUC-MEHEKEP»,

10. «Y1paBleHHE IEPCOHATIOM,

11. «Kanposoe aemno»,

12. «Kanposas ciyx6a»,

13. «KaapoBuk»,

14. «CrpaBOYHUK KaJpOBUKAY,

15. «Kaapsl mpeanpusTus»;

16. «MEHEKMEHT U KaJIpb»,

17. «Hayuno-texnuueckas uHGopmarus»,
18. «bubnMoTekoBeICHUEY

u ap.

N kW

4.2

OIIK-

ITIOMCKa JAOKYMCHTOB
JTOKYMCHTAJIBHBIX
MaTCpHaJIOB

CrniocoGeH co3aaBath U
MICII0JIB30BATh HAy4YHO-
CIIPABOYHBIM ammapar s

u

Huousuodyanvnoe 3a0anue Ha RPAKmMuKy 01
cmyodenmog 2-020 Kypca:

O3HakoMHTeJIbHBII 3Tan

3aanue 1. (nepswviti-emopoii oenv). CTyAEHT
NEePEYHCIsieT HANMEHOBAHUS JOJDKHOCTEH
paOOTHUKOB B CTPYKTYPHOM OT/IeNie OpraHu3aluu-
0a3bl MPaKTHUKU. 3HAKOMUTCS C JIOJDKHOCTHBIMH
UHCTPYKLHUSAMHU W/ UK PO ECCUOHATLHBIMU
CTaHJApTaMH, PETJIAMEHTUPYIOIIMMHA
JeSITeIbHOCTD JaHHBIX crienuanucToB. CocTapiser
CIHCOK U3yYeHHBIX JOKYMEeHTOB. Hanmpumep:

1. Ilpukaz Muntpyzna Poccun ot 06.05.2015 N
276H

"O06 yTBEep)KICHUH POPECCHOHATHHOTO
craggapra "Crnenuainuct 1o OpraHu3alliOHHOMY U
JOKYMEHTAIMOHHOMY 00€CIIEUEeHHUIO YIIPABICHHS
opranuzarueit” (3apeructpupoBaHo B MuHrocTe
Poccun 02.06.2015 N 37509)

2. JIo;KHOCTHASI MHCTPYKIUS CEKpeTaps
pykoBoauTens, yTB. nupekropom OO0
«Pomamka» 12.01.2021.

[Tonb3ysch HOPMATUBHBIMU JTOKYMEHTaMH,
peTIIaMEHTHPYIOIUMH JeSITeTHHOCTh TAaHHBIX
CHELHUAINCTOB, a TAK)KE COOCTBEHHBIMHU
HaOIIOJICHUSIMHU 32 BX TTPo(ecCHOHATbHON
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JOCTHUKXCHHUA KOMIICTCHIIN U

OueHoYHbIE CpeACTBA

JESITEIIbHOCTBIO, CTYICHT (DOPMYIIUPYET AJist ceos,
KaKyI0 M3 Ha3BaHHBIX JIOJDKHOCTEW OH XOTell Obl B
OyayIeM 3aHsTh; ApTYMEHTUPYET CBOM OTBET.

4.3

OIIK-

[Ipumensier
1H(OpMaIMOHHO-
KOMMYHHUKAI[HOHHBIE
TeXHOJIOTUU B chepe
IIeTTOTIPON3BOICTBA,
ApXUBHOTO J1ej1a

Hnougudyanvnule 3a0anua Ha NPAKMUKY 014
cmyodenmog 1-020 Kypca:

3aoanue 1. I3yuntb Hay4YHO-IIPAKTUYECKUE
’KYpHAaJIbI B 00JIaCTH J1€JI0NPOU3BOJICTBA U
apxuBHOTro jaena. [loaroToBuTh 0630p HayYHBIX
yOIMKaIUi 10 TeMe UCCIeI0BaHUS.
TpeboBanus k oopmiIeHUIO 0030pa:

O0Bem 0030pa AOHKEH COCTABIIATh 5-7 CTpaHUIL
(14 mpudT, 1.5 uarepBan). CHUCOK UCTOYHUKOB
obs3areneH. TpeboBaHus K 0pOPMIICHHUIO CITHCKA
usnoxxkensl B 'OCT P 7.0.100-2018
«bubnuorpaduyeckas 3anuchk.
bubnuorpaduyeckoe onucanuey.

[Tpumep 6ubanOorpadMuecKoro ONnMCcaHus CTaThH:
1. IBonuna JI. U. IlpuaBopHas KU3Hb B MOXY
Kapna Il Ctroapra / JI. 1. UIBoHuHa // Boripochl
ucropun. — 2010. —Ne 11. - C. 110-123.

2. CoicoeBa E. A. Ponb 6ubnuoreunoro ¢poHaa B
(dhopMHUpPOBaHUH NTPABOBOM, TEXHOJIOTUYECKON U
rpaduyecKoil KyabTyphl HIKOJILHUKOB U CTYJACHTOB
/ E. A. CricoeBa, M. B. Hennobeaunrii //
bubnunorexoBenenue. — 2010. — Ne 2. — C. 28-33.
Cnucok XKypHaJIoB:

1. «JlenonpousBoaCTBOY,

2. «J1emonpon3BOACTBO U JJOKYMEHTOOOOPOT
Ha TPEIIPUITUNY,

«OTeyecTBEHHbIE APXUBBIY,

«BecTHUK apXUBHUCTaY;

«CexpeTrapckoe J1eno»,

«XOpoLInN CEKpeTapby,
«Cexpertapb-pedepeHT»,

«CrpaBo4YHHK cekpeTaps u oduc-
MEHeKepay,

9. «CoBpeMeHHBIN ouc-MeHeKeP»,

10. «YmpaBieHrEe IEPCOHATIOM,

11. «Kagposoe aenoy,

12. «Kanposast ciyx6a»,

13. «KagpoBuky,

14. «CrpaBOYHHK KaJpOBUKA,

15. «Kanpsl npennpusatusy;

16. «MEeHEeKMEHT U KaJpbI»,

17. «HayuHo-TexHuueckas uHopmarusy,
18. «bubnnorexkoBeneHuE»

u ap.

LN AW

OIIK-5

Cnoco0eH caMOCTOSTEIbHO pa6OTaTL C pas3jinddHbIMU HUCTOYHHUKAMU




WHJIUKaTopa

Kon

Nupukarop
JOCTHUKXCHHUA KOMIICTCHIIN U

OueHoYHbIE CpeACTBA

UHPOpPMALIUM U TPUMEHSTH OCHOBBI HMH(OPMAIIMOHHO-aHATUTUYECKON JEATENBHOCTH MpU
peleHnH NpohecCHOHAIBHBIX 3aau.

5.1

OIIK-

Hcnone3yeT mpueMsl
aHaIM3a, CHCTEeMaTH3alluy,
YHUDHUKAITTU "

CTaTUCTUYECKOM 00paboTKH
[OTOKOB  HMH(pOpMAlMU U
COZEPIKATEIBHO ~ 3HAYNMBIX|
PMIIMPUYUECKUX JAHHBIX

Hnoueudyanvnoe 3a0anue Ha NPAKMUKy 014
cmyoenmog 2-020 Kypca:
3aganue 3. PazpaboTrka npoeKToB JOKYMEHTOB
(namolii—00UHHAOYAMBIIU OEHb).

CryneHT cocTaBisieT U 0QOPMIISIET He
MeHee decsaimu OPraHU3aIIOHHO-
pacopsAUTENBHBIX JOKYMEHTOB YETHIPEX U OoJiee
BUJ0B. [Ipu cocTaBieHnn JOKYMEHTOB CTYACHT
YUYHUTHIBACT CIOKUBIINECS B OpraHU3aIu1
TpeOOBaHUS K COCTABICHUIO U O(POPMIIEHUIO
COOTBETCTBYIOIINX BUIOB IOKYMEHTOB U
BBITIOJTHSET KOMILJIEKCHBIN aHAIN3 HE MEHee
YETBHIPEX IOKYMEHTOB Pa3HbIX BUJOB C TOUYKHU
3peHUsI COBPEMEHHBIX 00IIEPOCCUNCKHUX
TpeOoBaHUI.
CTyneHT B X0JIe MPAKTUKHU COOUPAET KOJUIEKITHIO
COCTaBIICHHBIX ¥ O()OPMJICHHBIX UM JJOKYMEHTOB
(opuruHaNbl WK KOIUH); CAMOCTOSITEIBHO
COCTaBIISICT ¥ 0(OPMIISIET HX OIUCH, O0ECTICUNBAs
JI0KA3aTeNbCTBA JJMYHOTO YYaCTUSI B COCTABICHUHU
1 o(hopMIIEHUH TIPEICTABIICHHON TOKYMEHTAIIUN U
e€ UH(POPMATUBHOCTH YePE3 COOTBETCTBYIOIINE
PEKBH3UTEHI.

3ananue 4. [loaroroBka otuéra (dserHaoyamolii-
4UembIpHAOYaAmblii OeHb):

CrynenT o0o011aeT cBeIeHuUs,
MOJy4EeHHBIE B X0/1€ IPAKTUKU, U TOTOBUT
OTYETHYIO TOKYMEHTAIIUIO, TIPOTyMbIBACT
BBICTYIIJICHHE Ha UTOTOBOM KOH()EPEHIIUH 10
y4eOHO-TTPOU3BOICTBEHHOM MPAKTUKE.
Ob6s13aTenbHON GOPMOIT OTUETHOCTH CTYEHTA-
MPAaKTUKAHTA SBIISIETCS MUCHbMEHHBIA OTYET.
OTtuéT odopmiIseTcs B I€4aTHOM BUJIE B
cootBercTBUH ¢ TpeboBanusimu ['OCT P 7.0.97-
2016. HarmmonansHbii cTangapt Poccuiickoit
®enepannn. Cucrtema CTaHAAPTOB 1O
uHpopManuu, OUOIMOTEUHOMY U U3aTEIHCKOMY
neny. Opranu3alOHHO-PacopsAUTENbHAS
nokyMmeHTanus. TpeboBaHus K 0hOpMICHHUIO
nokymeHToB" (yTB. [Iprkazom Poccrannapra ot
08.12.2016 Ne 2004-cT) (pexn. ot 14.05.2018).
OTuéT mevyaraeTcs Ha CTAaHAAPTHBIX OEIBIX JIMCTaX
dopmata A4 (210 x 297 MM) ¢ OJTHOI CTOPOHBI
nucta. Kaxaplil TUCT JOKyMEHTA JTOJKEH UMETh
I10JIs1 HE MEHEE:

20 MM — JI€BOE;
10 MM — nipaBoe;
20 MM — BEpXHeE;
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OueHoYHbIE CpeACTBA

WHJUKATOPA | JOCTUKEHUS KOMIIETCHIINI
20 MM — HUXKHEE.
Texkcrosrii pegaktop MicrosoftWord, mpudr
TimesNewRoman, kerib 14, MEKXCTPOUHBIH
uHTepBai — 1,5.
Bropyto u Bce nocnenyromme CTpaHuLibl 0T4ETa
HyMepyroT. Homepa cTpaHull npocTaBisitoT
MOCEpEIMHE BEPXHETO IMOJIs JICTa. AO3aIHbIH
otctyt (1,25 cM) 1 mepeHOCH yCTaHABIMBAIOTCS
ABTOMATUYECKHU.
OO0s13aTebHBIME IEMEHTAMHU OTYETA SIBJISIOTCS:
—TUTYJIbHBIN JIUCT;
—coJiep>kaHue OT4éTa C yKa3aHHEeM CTPaHHII
BCEX pa3/IeioB;
—OIHCAaHUE CTPYKTYPHI OpraHU3auy — 0a3bl
MPAKTUKU;
—omnucaHue CTPYKTyphl ciayx0bl JJOY 6a3bl
MPAKTUKH;
—onucanue (PyHKIIMOHAIBHBIX 00s3aHHOCTEH
TOM JOJIKHOCTHU JIOKyMEHTOBE1a
(Ienompou3BoaUTENS, CEKpeTaps, MEHEKepa IIo
MepCcoHaly, apXUBHUCTA U JIp.), KOTOPYIO 3aHHUMAal
CTYJICHT BO BPEMsI IIPAKTHKH;
—aHau3 0COOEHHOCTEH JTOKYMEHTHPOBAHUS
yIpaBIeHYECKON AESITENLHOCTU 0a3bl IPaAKTUKH;
—CHUCTEMbl U  KOMIUIEKCHl JOKYMEHTOB,
(GYHKIIMOHUPYIOIITUE B JeSITeIbHOCTH
OpraHu3au — 6a3bl MPAKTHKU;
—PEKOMEHJJallul TI0 COBEPUICHCTBOBAHUIO
JIOKYMEHTHUPOBAHUS YIPABIEHUECKOU
JIeATeTLHOCTH 0a3bl MPAKTUKY;
—ONMCAaHHE JONOJHUTENBHON YacTu y4eOHo-
MIPOM3BOJICTBEHHON MTPAKTHUKH;
—CIIUCOK JIOKYMEHTOB, COCTaBIEHHBIX H
0(OPMIIEHHBIX CTYJACHTOM BO BpeMsl IPOXOKICHUS
MPAKTUKW,  3aBU3UPOBAHHBIN  PYKOBOAMTENIEM
MPaKTUKU OT OpPTaHU3aIUH;
—JJOKYMEHThl  (OpUTHHAJIBl WU  KOIHH),
COCTaBIEHHbIE W OQOPMIICHHBIE CTYACHTOM BO
BpEeMS MPOXOKICHUS TIPAKTHKH.
Huoueudyanvnoe 3a0anue Ha NPAKMUKy 014
Brienser " CHY0eHmog 2-020 Kypca:
3aganue 3. PazpaboTrka npoeKTOB JOKYMEHTOB
CUCTEMAaTU3HPYET . .
(namulii—00UHHAOYAMbI OEHb).
CMBICIIOBBIE KOHCTPYKIIMHU B
OIIK- CtyzneHT cocTaBisieT U 0pOpPMIISET He
5.2 rexcrax HCTOHHHKOB, Menee decsaimu OpraHU3alMOHHO-
COCTaBISIET U PEIAKTUPYET .
eKCTEL CI1yKeBHBIX paclopsSAUTENHHBIX TOKYMEHTOB YEeTHIPEX U Ooee
BUJ0B. [Ipu cocTaBieHnH JOKYMEHTOB CTYACHT
ITOKYMEHTOB

YUUTBIBAET CIOKHBILHUECS B OPTraHU3ALUU
TpeOOBaHUs K COCTABIECHUIO U 0O()OPMIIEHUIO
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COOTBCTCTBYIOIIMX BUAOB JOKYMCHTOB U
BBITIOJIHSIET KOMILJICKCHBIH aHAJIN3 HE MEHEe
'-IeTpréX AOKYMCHTOB pa3HbIX BUAOB C TOYKH
3pEHHsI COBPEMEHHBIX O0IEPOCCUIICKHX
TpeGOBaHUI.

CTyzeHT B X0/1¢ IPAKTHKK COOMPAET KOJUICKIHIO
COCTaBJIEHHBIX U O(POPMIICHHBIX UM JJOKYMEHTOB
(OpHTHHAIIBI HJIH KOITHH); CAMOCTOSITEIIEHO
cocraBisieT 1 0hOPMIISIET UX OIKCh, O0ecTIeYnBast
JA0Ka3aTCJIbCTBA JIUYHOTO Yy4aCTUs B COCTABJIICHUU
¥ 0pOpMIICHUH TIPE/ICTABICHHON TOKYMEHTAIUH U
e€ MHPOPMATUBHOCTH YepPe3 COOTBETCTBYIOIIUEC
PEKBU3UTHIL

3ananmue 4. [loaroroBka oT4yéra (dsenadyamolii-
YemvlpHaoyamolil OeHb):

Crynent o0oO11aer cBeeHus,
MOJIyYCHHBIE B X0/1€ IPAKTUKU, H TOTOBUT
OTYETHYIO TOKYMEHTALUIO, TIPOlyMbIBAET
BBICTYIIJICHHE Ha UTOTOBOM KOH()EPEHITUH T10
y4eOHO-TIPOU3BOICTBEHHON IIPAKTUKE.
O0s3aTenbHON (OPMOI OTIETHOCTH CTYICHTA-
IPAaKTUKAHTA SIBJISETCS MUCbMEHHBINA OTYET.
OTtuét oopmIsieTCS B IEYATHOM BHUJIC B
cootBercTBUM ¢ TpeboBanusimu ['OCT P 7.0.97-
2016. HarimonansHbii cTangapt Poccuiickoit
®enepanuu. Cuctema CTaHIAPTOB IO
uH(popManu, ONGIMOTEUHOMY U U3JaTEILCKOMY
neny. Opranu3alliOHHO-pacIopsIUTeIbHas
nokymeHnTanus. TpeboBanus Kk 0pOpMIIEHHUIO
nokymeHToB" (yTB. IIprkazom Poccrangapra ot
08.12.2016 Ne 2004-cT) (pen. ot 14.05.2018).
OT1uéT nevyaraeTcs Ha CTAaHAAPTHBIX OEIBIX JTUCTAX
dopmara A4 (210 x 297 MM) C OTHOM CTOPOHBI
mucta. Kaxapiit TuCT JOKyMeHTa 10JIKEeH UMETh
I0JIs1 HE MEHee:

20 MM — JIeBOE;
10 MM — paBoe;
20 MM — BEpXHEE;
20 MM — HUXKHEE.
Tekcroseiii pegakrop MicrosoftWord, mpugr
TimesNewRoman, kerne 14, MeXCTpOUHBIi
uHTepBan — 1,5.
Bropyto u Bce nocnenyromue CTpaHuibl 0T4ETa
HyMepytoT. Homepa cTpaHull mpocTaBisioT
MOCEPEIMHE BEPXHETO MOJIs IncTa. AO3aIHbIN
orctyt (1,25 ¢cM) 1 epeHOCH yCTaHABIMBAIOTCS
ABTOMAaTHYECKH.
O0s3aTeNbHBIMU JIEMEHTAMHU OTYETA SIBJISIOTCS:
—THUTYJIbHBIN JIUCT;
—CcoJiepKaHnue OTYETa ¢ YKa3aHUEM CTPAHUIL
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BCEX pa3/IelioB;

—OIHKCAaHUE CTPYKTYPHl OpraHu3auu — 0a3bl
HPaKTUKU;

—OMNucaHue CTPYKTyphl ciyx0b1 JIOY 6a3b
NPaKTUKU;

—omnucanue QyHKIIMOHATBHBIX 003aHHOCTEH
TOM JOJDKHOCTH JOKYMEHTOBe1a
(Zenonmpou3BoaUTENS, CEKpeTaps, MEHEKepa IIo
HEepCOHANY, apXUBUCTA U 1p.), KOTOPYIO 3aHUMal
CTY/CHT BO BpeMs IPAKTUKH;

—aHaIu3 0COOEHHOCTEH TOKYMEHTHPOBAHUS
yIpaBJIEHYECKOH 1€ TebHOCTH 0a3bl IPAKTUKH;

—CHCTEMBbl U  KOMIIJIEKCHl  JIOKyMEHTOB,
(byHKIMOHUPYIOIIHE B JEeSITEIbHOCTH
OopraHu3anuu — 0a3bl IPAKTUKH;

—PEKOMEHJAIMK [0 COBEPIIEHCTBOBAHUIO
JOKYMEHTHPOBAHUS yIIpaBJIEHYECKON
JeSITeIbHOCTH 0a3bl IPAKTUKY;

—OIKCaHKE JIOTOJIHUTENIBHONW YacTH y4eOHO-
IIPOM3BOJICTBEHHOH NPAKTHUKH;

—CIHMCOK JIOKYMEHTOB, COCTABJICHHBIX U
0(pOPMIICHHBIX CTYIEHTOM BO BPEMsI TPOXOKICHHS
IOPAaKTUKH,  3aBU3MPOBAHHBIH  PYKOBOJUTEIEM
NPAaKTUKHA OT OPTaHU3aINH;

—JJOKyMEHThl  (OpUTHHAJIBl WU  KOIHH),
COCTaBJIEHHbIE M O(QOpPMIIEHHBIE CTYAEHTOM BO
BpeMsI IPOXOXKJICHHUS IPAKTUKH.

OIIK-
5.3

Brmageer  HaBbIKamu
[PallMOHAIBHOMN
H(OPMAaLIOHHO-
[MOMCKOBOW  paboOTBl  Jis
BEICHUS HayYHBIX|

rcclieJOBaHUN

Hnousuodyanvnvie 3a0anus Ha NPAKMUKY 0113
cmydenmog 1-020 Kypca:

3aoanue 1. I3yuntb Hay4dHO-TIPAKTUYECKUE
KYpHaJIbl B 00JIACTH JIEIONPOU3BOJICTBA U
apxuBHOTO Jena. [1oaroToBuTh 0030p HAyYHBIX
nyOJIMKanuil o TeMe MCCIeJOBaHus.
TpeboBanus k opopmiieHHI0 0630pa:

O06bemM 0030pa T0JKEH COCTaBIATh 5-7 CTpaHHUIL
(14 wpudr, 1.5 uarepan). Ciucox UCTOYHUKOB
oOsi3areneH. TpeGoBaHus K 0pOpMIICHHUIO CIICKA
usnoxxensl B [OCT P 7.0.100-2018
«bubnuorpaduueckas 3anuce.
bubnuorpaduueckoe onucanue.

[Tpumep 6ubGIMOTpaPUUECKOro ONUCAHUS CTATHU:
1. IBonuna JI. U. IlpunBopHas *U3Hb B SIOXY
Kapna |l Ctroapra / JI. 1. UBonuHa // Bonpocsl
ucropun. — 2010. — Ne 11. - C. 110-123.

2. CricoeBa E. A. Ponb 6ubnuoreunoro gouaa B
(GhopMHUpPOBaHUH MMPABOBOM, TEXHOJIOTUYECKON 1
rpadu4ecKoil KylnbTyphl HIKOJbHUKOB U CTYJIEHTOB
/ E. A. CricoeBa, M. B. HemmoGegusrii //
bubnuorexkoBenenue. — 2010. — Ne 2. — C. 28-33.
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CHucoK KypHaJIOB:

1. «JlenonpousBoaCTBOY,

2. «J1emonpou3BOJCTBO U JOKYMEHTOOOOPOT
Ha MPEIIPUITUNY,

«OTeuecTBEeHHBIE apXUBBDY,
«BecTHUK apXUBHCTaY;
«Cekperapckoe Aeso»,
«Xopouinid ceKpeTapby,
«Cexkpertapb-pedepeHT»,
«CrpaBoYHHK cekpeTaps u ouc-
MEHEeIKepay,

N kW

9. «CoBpeMeHHBIN o(rc-MEeHeKEPY,
10. «YTpaBiieHHUE TEPCOHATIOM»,
11. «KanpoBoe neno»,
12. «Kanposas ciyx6a»,
13. «KagpoBuk»,
14. «CrpaBOYHHK KaJIpOBUKAY,
15. «Kanps!l npennpusaTus;
16. «MEHEIKMEHT U KaJIpb»,
17. «HayuHo-TexHuueckas nHGopmarusy,
18. «bubnuorekoBeneHUEY
u JIp.
[IpuMepHas TeMaTHKa HAyYHBIX 0030POB:
20. Jlokymenmuposanue yenei u 3a0au
8 YNpaegieHuu opeanuzayuetl
21. Knaccugpurayus
O0OKYMEeHMUpPOBAHHOU ungopmayuu 8
uHgopmayuonHom obecneveHuu YnpaeieHus.
22. Muenus u oyenxu cneyuanucmos 6

obnacmu O0OKYMEeHMAaAYUOHHO20 obecneuenus
VAPAGAECHUsL O COCMOSIHUU OeONnPoU3B00Cmed U
apxuenozo dena 8 Poccuu

23. Tatim-menedscmenm 8
O0OKYMEHMAYUOHHOM 0becneyeHuu OesimeibHOCmu
pyKogooumens

24. Komnemenyuu COBPEMEHHO20
cekpemaps pykogooumes

25. Komnemenyuu YIpasAowe2o
Odokymenmayuetl

26. Komnemenyuu apxusucma

27. Komnemenyuu  cneyuanucma no
Gopmuposaruro 21eKMpPOHHO20 apXUEa

28. Dakmopvl  0nacHo2o U 6pedH020

6IUAHUSL pabOmbl HA KOMNblomepe Ha 3peHue
pabomuukos cayxcovr JJOY u apxuenoeo oeina.
Mepovr  3awumuvl  3penusi  u  npoghunakmuxu
3abonesanuil 21a3

29. Dnemenmos cpeovl (MexHUUECKUx
cpeocms, MEeXHONI02UYECKUX npoyeccos,
mamepuanos, 30anuil u COOpYAHCeHUlL),

OKA3vleArOWUxX ompuyamelbHoe GlUusHUEe HA4




Kon Nupukarop

OueHoYHbIE CpeACTBA
WHIMUKATOPA | JOCTHKEHUS KOMIIETCHIINU

300posbe  cneyuanucmog  cayaucoor  JJOY u
apxusHo2o oend

30. Kougnuxmol na pabouem mecme.
Ilpasuna becxounghauxmmuoco 63aumooelicmsus 8
cyoucoe JIOY.

31. Texnuxa bezonacnocmu

cneyuanucmos cayxcovt J[OY u apxusnozo oena
32. Hoxymenmayuss no IO u 49YC 6

opeanuzayuu

33. Ilpasuna O3HAKOMJIEHUS.
pabomuuxos ¢ ookymenmayueti no 10 u 4YC @
opeanuzayuu

34. AxmyanvHbie 80NPOCHL

OOKYMEHMAayuonHo20  obecneuenusi  OpeaHos
eocyoapcmeenHotl enacmu P®

35. Axmyanvhvie 80npOChHI
OOKYMEHMAYUoHHo20  obecneuenuss  OpeaHos
2ocyoapcmeenHol eniacmu cyovekmos P®

36. AxmyanvHbie 80NPOCHL
OOKYMEHMAayuoHHo20  obecneuenuss  Op2aHos
MeCcmHO20 camoynpasieHus

37. Memoowt u npuemvlr mMomueayuu
pabomuuxos 6 obracmu 0eionpouzsoocmea U
apxusHo2o oeid

38. Inanuposanue, KoopouHayus u
KOHmMpoab 6 obaacmu  0elonpou3o0cmea u
apxugnozo oena.
... ¥l IpyTHe TEMBI IO COTIIACOBAHHUIO C
PYKOBOIMTENEM MPAKTUKH

[To nToram mpoMeKyTOUHOM aTTECTAIIMH BBICTABISIFOTCS OLIEHKU «OTIMIHOY, «XOPOIIIOY,
«yJIOBJIETBOPUTEIBHOY, HEYIOBJIETBOPUTEIHHOY.

Kpurtepuu onenku:

JUIsl IOJTyYEHHUs 3a4eTa C OLICHKOM 10 y4eOHOM MpaKTHKe

— Ha OLIEHKY «OTJMYHO» (5 0aioB) — 00y4yarouIuiics: 1eMOHCTPUPYET BBICOKUN YPOBEHb
c(OpMHPOBAHHOCTH KOMITETEHIIUH, BIIaJIeeT KaTErOPHAIbHBIM alapaTroM, yMeeT ero
UCTIOJTB30BaTh B COOTBETCTBYIOIIEM KOHTEKCTE; YMEET TPOKOMMEHTHPOBATH OTpE/IEIICHNE,
HOSCHUTH, IPUBECTH MTPUMEPHI, HIUTIOCTPUPYIOIINE OTJeNbHbIE MONI0KeHUsA. CTYIeHT U3j1araer
UHQPOPMAIIHIO JIOTUYHO, ITOCIIE0BATEIFHO, APTYMEHTUPYS H KOMMEHTHPYS TIOJI0KEHUS,
UCTIOJIb3YeT pacCyXJaroIIUi CTUIIb, BEICKa3bIBAET CBOIO MO3ULIMIO, (OPMYIIUPYET BBIBOJBI B
KOHIIE BOIIPOCOB.

— Ha OLIEHKY «Xopoo» (4 6amia) — 00yJarouuiicss JeMOHCTPUPYET CPEAHUNA yPOBEHB
c(OPMHPOBAHHOCTH KOMITETECHIIUIA: OCHOBHbIE 3HAaHUS, YMEHHUSI OCBOCHBI, HO JIOMYCKAIOTCS
HE3HAYNTENIbHBIC ONTHOKH, HETOYHOCTH, 3aTPY/AHEHUS TPH aHATUTHIECKUX OTIEPAIIHsX,
nepeHoce 3HaHUK M YMEHUH Ha HOBBIE, HECTaHAAPTHBIE CUTYAIUH.

— Ha OIICHKY «Y/0BJIETBOPUTENbHO» (3 Oaya) — 00yJaronuiicss 1IeMOHCTPUPYET
MOPOTOBBIM YPOBEHb COPMHUPOBAHHOCTH KOMITETEHIIUI: B X0J1€ KOHTPOJIBbHBIX MEPONPUATHI
JIOITYCKAFOTCST OITMOKH, TIPOSIBIIIETCS] OTCYTCTBHE OTACIBHBIX 3HAHWH, YMEHUH, HABBIKOB,
00y4aroImuics UCIBITHIBAET 3HAUUTENIbHBIC 3aTPYIHEHHSI IPU OTIEPUPOBAHUY 3HAHUSMH U
YMEHUSIMH TP UX TTIEPEHOCE Ha HOBBIE CUTYAIIUH.



— Ha OIICHKY «HEeY/0BJIEeTBOPUTEIbHO» (2 6aiia) — 00yJaronuiicss AEMOHCTPUPYET
3HaHus He 6osee 20% TeopeTHYecKoro MaTepHaa, JOMycKaeT CyIIeCTBEHHBIC OMNOKH, He
MOYKET [T0Ka3aTh UHTEIUIEKTyaJlbHbIE HABBIKM PEIICHUS IPOCTHIX 3a/1a4.

— Ha OLICHKY «HEYA0BJIETBOPUTEIbHO» (1 Oait) — oOyuarommiicss He MOKET MOKa3aTh 3HAHUS
Ha ypOBHE BOCIIPOU3BEICHUS U 00BSICHEHUS MH(OPMAIMK, HE MOXKET I10Ka3aTh
MHTEJUICKTYaJIbHbIC HAaBBIKU PEIICHUS MPOCTHIX 3a/ad.



