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JIner akTyaJau3anuu nporpaMmmsl

[Iporpamma nepecmMoTpeHa, oocykaeHa u ogoopeHa i peanuzanuu B 2026 - 2027 yuebHOM
roay Ha 3acenanuu kagenpsl Ilegarorudyeckoro oopa3zoBaHus U TOKYMEHTOBEACHUS

[Iporokom ot 20 r. Ne
3aB. kadenpoii C.C. Benukanona

[Iporpamma nepecmMoTpeHa, oocykaeHa u ogoopeHa i peanuzanuu B 2027 - 2028 yuebHOM
roay Ha 3acenanuu kagenpsl Ilegarorundyeckoro oopa3zoBaHus U TOKYMEHTOBEACHUS

IIporokom ot 20 . Ne

3aB. kadeapoii C.C. Benukanosa

[IporpamMma nepecMoTpeHa, o0cyxkaeHa u ogoopeHa amns peanuzanuu B 2028 - 2029 yueGHOM
rony Ha 3acefnanuu kadenpsl Ilegarornyeckoro o6pa3oBaHus U JOKYMEHTOBEACHUS

IIporokom or 20 . Ne
3aB. kadeapoii C.C. BenukanoBa

[IporpamMma nepecMoTpeHa, o0cyxkaeHa u ogo0peHa ais peanuzanuu B 2029 - 2030 yue6HOM
roay Ha 3acenanuu kadenpsl Ilemarornyeckoro oOpazoBaHMs U JOKYMEHTOBEICHHS

IIporokom or 20 . Ne
3aB. kadeapoii C.C. BenukanoBa




1 ey npaxkTuxku/HAP

[lenssMu TIPOM3BOJACTBEHHON TIPAKTUKH 10 HampasieHuio moarotoBku 46.03.02
JIoKy-MEHTOBEICHUE U ApXUBOBEICHUE SABIISIOTCA

1. 3akpemieHue u yriayOieHHe MOJYyYEHHBIX TEOPETHMUECKUX 3HAHUU MO CIeAYIO-IIUM
HaIpaBJICHUSM:

a) MPUHIIMIIBI U METOJIbI 0TOOpa U OpraHU3aIMK JOKYMEHTOB, MOIJICKAIINX ap-XUBHOMY
XpaHEHUIO;

0) crtocoObI XpaHEeHH S, 00€CTICUNBAIOIITUE ITOJTHYO COXPAaHHOCTh MaTEPHAIIOB;

B) CO3/]aHKE CUCTEMbI HH()OPMALIUU O COACPKAHUH JOKYMEHTOB;

') OpraHu3alysi BCeCTOPOHHETO UCTOIb30BaHUS JOKYMEHTHOM HH(pOpMaIuy;

1) opranu3aiusi paboTbl apXUBHBIX YUPEKIACHHUH U T.1.

2. npuoOpeTeHre NepBUYHBIX MPO(HECCHOHATBHBIX YMEHHI U HABBIKOB;

3. npuoOpeTeHre MepBUYHBIX MPO(PECCHOHAIBHBIX YMEHHUM 1 HABBIKOB HUCIOJIb30-BaHUS
KOMITbIOTEPHBIX TEXHOJIOTHI B apXHUBaXx.

2 3apaumn npaktuxku/HUP

BaﬂaanI/I HpOI/I3BOILCTBCHHOI>'I HpaKTI/IKI/I ABJIAKOTCA:

— obecrieueHne W TpoBepka MpodecCHOHATBHONH TOTOBHOCTH CTYACHTOB K
CaMOCTOﬂ-TeJ’IBHOf/’I TpYHOBOﬁ NCATCIIBHOCTU W BBIIIOJIHCHUIO OCHOBHBIX HpO(i)eCCI/IOHaJII)HLIX
(GYHKIHN B COOTBETCTBUH C KBATH(PHUKAIIMOHHBIMH TPEOOBAHHUSIMH;

— 3aKpeIUICHUE, YIIIyOJIeHHEe W paclIMpeHUe 3HaHWUK B 00JaCTH apXUBHOIO Jeja,
MO-JTY4YEHHBIX CTYJICHTAMH B IIPOIECCE TEOPETHUECKOTO O0YICHUS,

— W3y4YCHHWE OPraHH3alMU JCSITECIBHOCTH M CTPYKTYPhl apXUBHOIO IMOJPA3JICICHUS B
CHCTEME CITY>KOBI TOKYMEHTAIIMOHHOTO 00ECIICUCHHUS YIIPABIICHUS;

— MPHOOpPETCHHE M 3aKPEIUICHHE NPAKTUYCCKUX YMCHUHW M HABBIKOB BBITIOJHCHUS
OC-HOBHBIX BHJIOB pa0OT B 0O0JIaCTH XpaHEHHS, KOMILICKTOBAaHHS, ydeTa M HCIIOJIb30Ba-HUS
ApXUBHBIX JIOKYyMEHTOB;

— W3yuYeHHE OpraHu3allii XpaHCHUs JOKYMCHTAIlMM B CHUCTEME JJIEKTPOHHOTO
JIOKY-MEHTO000pOTa;

— (UKCUpOBaHHME B JTHEBHHUKE TOJYYCHHBIX CBEICHHH M PE3yJbTATOB BBITOJHEHHBIX
pa0or;

— MOJITOTOBKA OTYETA IO Pe3yJIbTaTaM IMPAKTHKH.

3 Mecto npaktuku/HUP B cTpyKkTYype 00pa3oBaTe/ibHOIl MPOrpaMmMbl

Hns npoxoxaenuss npaktuku/HUP wHeoOxomumbl 3HaHuMsS (YMEHHsS, BIAJICHUS),
c(OpMHPOBAHHBIE B PE3YJIbTATE U3YUEHHSI AUCLHUIUINH/ TPAKTUK:

ApXHBOBeJIEHUE

JlokyMeHTalMoHHOE 0OecrieueHue TPYI0BbIX OTHOLIEHUH B PO

JlokyMeHTalmoHHOE oOecreyeHre aIMUHUCTPAaTUBHBIX OTHOIIEHU B PD

OO6paboTka u 3a1MTa JOKYMEHTUPOBaHHON MH(OpMaIK

[IpaBoBeneHue

Beenenue B mpodeccuto

JlokyMeHTaIlmoHHOe oOecIieueHue rocyJapCTBEHHOT 0 ycTpoiicTBa B PO

JlokyMeHTHasi TMHTBUCTHKA

OCHOBBI apXMBOBEICHUS

OCHOBBI TOKYMEHTOBEACHUS

OCHOBBI yIIpaBJIeHUS! OpraHU3aLEN

VYIpaBieHue 4eI0BE4ECKUMHU PeECypcaMu

3HaHus (YMEHUs, BIAJCHHS), TTOJYYCHHBIC B Tpollecce MpoxoxaeHus npaktuku/HUP
OyIyT HEOOXOAMMBI JJISI U3YYCHUS TUCIUTUTAH/TIPAKTHK:



JlokyMeHTOBEIEHUE

Opranuzanys 1 TEXHOJIOTHUS JOKYMEHTAIIMOHHOTO 00ecrieYeH s YIPaBIeHUs

[IpoexkTupoBaHue ynpaBIEHYECKON JOKYMEHTAlMA OPTraHU3alu1

[IpoekTHass [eATENBHOCTh MO JOKYMEHTAI[MOHHOMY OOECIEUEHUIO YIpaBICHUS
opranu3aiuei

CoBpemeHHast OpraHu3aliys rocy1apCTBEHHbIX yupexaeHuil Poccuu

JlokymeHTUpOBaHUE JeATEIbHOCTH HETOCYJapCTBEHHBIX OpraHU3ali

HudopmaninonHoe odecrieueHue yrpaBIeHUs

HNudopmaliioHHble TEXHOJIOTHH B JIOKYMEHTAllMOHHOM OOECIEYeHHM YIpPaBICHUS U
apXHUBHOM JIeJIe

Kanposoe nenonpou3BoacTBo

VYpaBieHue 3JeKTPOHHBIMY apXUBaMU

ApXUBBI 110 TUYHOMY COCTaBY

KonduaennuansHoe Aem10npor3BOACTBO

Opranu3zanus paboTel ¢ 00palleHUusIMU TPakIaH

IToaroToBka K cade u cada rocy1apCTBEHHOTO SK3aMEHa

[TpakTHKyM 1O COCTaBICHUIO U O(POPMIICHUIO CITYKEOHBIX TOKYMEHTOB

[Ipou3BoaCTBEHHAS — TPEAIUIIIOMHAS MPAKTHKA

TexHUYECKHE CPECTBA YIIPABICHUS B JOKYMEHTAIIMOHHOM OOCCIICUSHUH YIIPABIICHUS U
apXuBax

4 Mecto npoBenenusi npakruxku/HUP

[IpakTka mnpoBoauTcsi Ha 0a3e oOpraHu3auuil J000W OpraHu3alMOHHO-IIPABOBOM
¢dopmbl. CTyneHTsl 3209HON (POpMBI 00yUEHHS IPOXOAAT MPAKTHKY B OPraHU3ALMUAX MO0 MECTY
TPYZOBOH IE€ATEIBLHOCTH.

[TpakTHKa MOXET IPOBOAUTHCS B CTPYKTYPHBIX MOAPA3/IEICHUSIX OPraHU3aLUu.

Jlnsg nun ¢ orpaHMYEHHBIMM BO3MOXKHOCTSIMH 37I0POBBSI BBIOOp MECT IPOXO0XKJIEHUS
MPAKTHK JI0JKEH YUUTHIBATh COCTOSTHHE 370POBbS U TPEOOBAHUS 110 JOCTYIHOCTH.

Cnoco0 nposenenus npaktuku/HUP: wer
[Tpaktuka/HUP ocymecTBisieTcss TMCKPETHO

5 Komnerenuun ody4arouierocs, (popMupyemMbie B pe3y/ibTaTe MPOX0KIeHH
npaktuxku/HUP n nnanupyemsbie pe3yabTaThbl 00y4eHHs

B pesynbrare mnpoxoxaenus npaktuku/HUP oOywarommiics nomxeH o0nanaTh
CJIEIYIOIMMH KOMITETCHIIMSIMU:

KO)I HHIUKaTopa I/IHI[I/IKaTop JOCTHXKCHUS KOMIICTCHIIN

VYK-2 Criocoben omnpenensaTh Kpyr 3a7a4d B paMKax MOCTaBICHHOU 1€l U BEIOUPATh
ONITUMAJIbHBIE CTIOCOOBI UX PEIICHUs, UCXOs U3 JeHCTBYIOIUX MTPABOBBIX HOPM,
HMEIOIINXCS PECYPCOB U OTPaHUYEHUIN

YK-2.1 Ornpenenser Kpyr 3a7ja4 B paMKax IMIOCTAaBJICHHOM 1IEJIM U MTPEJIaract
CHOCOOBI UX PEIICHUA U O KUJACMBIC PE3YJIBTAThI; OLICHUBACT
peJJI0KEHHBIE CIOCOOBI C TOUKH 3PEHHSI COOTBETCTBHUS LIEJIH MTPOEKTA

YK-2.2 [Inanupyer peasn3anuio 3a7a4 B 30HE CBOEH OTBETCTBEHHOCTH C YYETOM
HMMEIOLIUXCA PECYPCOB U OTPAHUYEHUN, TEHCTBYIOIIUX MTPABOBBIX HOPM

YK-2.3 BrInonHseT 3a1a4u B 30HE CBOSM OTBETCTBEHHOCTH B COOTBETCTBUHU C
3allJITAaHUPOBAHHBIMHU PE3YyJIbTaTaMU U IPCACTABJISACT PC3YJIbTAThI
IMMPOCKTA, MpEAyIara€t BO3MOKXHOCTH UX UCIIOJIb30BAHUA U/AIIH
COBCPHICHCTBOBAHUSA

VYK-3 CriocobeH ocymecTBIsATh COIMAIbHOE B3aUMOACHCTBUE U PEATU30BBIBATH CBOIO POJIb
B KOMaH/Ie




VK-3.1

OrnpezensieT CBOIO poJib B COLIMAIIBHOM B3aUMOJCHCTBUY U KOMaHTHOM
paboTe, UCXO/Is U3 CTPATETHH COTPYTHUIECTBA IS TIOCTHKEHUS
MOCTaBJIICHHOM LEJH; CTPOUT MPOAYKTUBHOE B3AUMOJICHCTBHUE C yUETOM
HOPM U YCTaHOBJICHHBIX MPABHUI KOMAHIHON paObOTHI

YK-3.2 [Tpu peanu3anuu CBOEH poJid B COIMATHLHOM B3aMMOICHCTBUY U
KOMaHHOW pabOoTe YUUTHIBAET OCOOCHHOCTH MOBECHHUS U HHTEPECHI
JIPYTUX YYaCTHUKOB, aHAIU3UPYET BO3MOXKHBIE IIOCIIEACTBUS INUHBIX
JIEHCTBUN

YK-3.3 Ocymiectisier 00MeH nHpopManren, SHaHUSAMHI U OTIBITOM C WICHAMHU

KOMaHbI; OOCHUBACT UACHU APYTIUX YJICHOB KOMaHAbI JJIA JOCTHXCHUSA

ITOCTaBJICHHOM e

YK-4 CriocobeH ocymecTBIATh JEI0BYI0 KOMMYHHUKAIIMIO B YCTHOW U MUCbMEHHOHM (popmax
Ha rocyaapcTBeHHOM si3bike Poccuiickoit denepaiinu 1 tHOCTpaHHOM(BIX) sI3bIKe(ax)

YK-4.1

Bri6upaeT cTuinb OOIICHHS HAa PYCCKOM SI3BIKE B 3aBUCUMOCTHU OT LIETH U
YCJIOBHI MapTHEPCTBA; aJaliTUPYET PeUb U CTUJIb OOIIEHUS K CUTYallUsIM
B3aUMOJIEVCTBUS

YK-4.2

Bener ACJIOBYIO IEPCIIUCKY HAa PYCCKOM U HUHOCTPAHHOM A3bIKaX C
yueToM 0COOEHHOCTEH CTUINCTUKHU O(I)I/II_II/IaJ'IbHBIX IIUCEM U
CONHOKYJIbTYPHBIX paSJII/I‘II/Iﬁ

YK-4.3

BeImomHseT 11 TNIHBIX [eliei mepeBo i OPUIHATLHBIX U
npodecCHOHANBHBIX TEKCTOB C MHOCTPAHHOTO s3bIKA HA PYCCKUH, C
PYCCKOI0 513bIKa HA MHOCTPAHHBIN

YK-4.4

[Ty0ar4HO BBICTYNAET HA PYCCKOM SI3BIKE, CTPOUT CBOE BBICTYIIJIEHUE C
YY4ETOM aYAUTOPHUU U LU OOLIECHUS

YK-4.5

VYCcTHO IpecTaBIseT pe3ynbTaThl CBOCH JIEATEILHOCTH HA MHOCTPAHHOM
SI3BIKE, MOJKET TOJJIEPKATh PA3roBOP B XOJI€ X 00CYXKICHUS

OIIK-1 CriocobeH mpuMeHsTh Ha 6a30BOM YPOBHE 3HAHUSI HICTOPUUECKUX HAYK IIPH

pEIICHHUH 3a/1a4 B C

bepe cBoeil MpodecCHOHATTBHOM eI TEIbHOCTH;

OIlK-1.1

3HaeT UCTOPHUIO U COBPEMEHHYIO OpPraHU3allI0 CUCTEMbI OPIaHOB
roCyJlapCTBEHHOM BJIAacTH U ynpasieHus B PD, opranoB MmecTHOro
CaMOYTIPaBJICHUs] U OpraHU3aIi

OIIK-1.2

Bnaz[eeT HaBBIKaMU IIOMCKa U 0T6opa HCTOYHHKOB, KOTOPBIC BAXKHBI JJIA
KOHKPETHO-HUCTOPUUCCKOI'O UCCIICAOBAHUA C YUCTOM LCHHOCTHU
JOKYMCHTAJIbHOI'O UCTOYHUKA KaK YaCTH UCTOPUUCCKOI'0 HACJICAUA U

AKTUBA OpraHnu3alnun

I1IK-1 CnocobeH ocyliecTBISATh OpraHM3alMOHHOE, JOKYMEHTAllMOHHOE U
MH(OpPMaAIMOHHOE 00ECTICYCHHE eI TEILHOCTH PYKOBOJIUTENSI OpTraHU3aII

IK-1.1

OpFaHI/I3yeT u 00ecIieunBaeT JOKYMEHTAIIMOHHOC COIIPOBOXKACHUNEC
ACATCIIBHOCTH PYKOBOJUTEIIA HAa OCHOBC BHCITHUX U JIOKAJIbHBIX
HOPMATUBHBIX aKTOB

I1K-1.2

OpranusyeT HH()OPMAIIMOHHOE M TOKYMEHTAIMOHHOE B3aUMO/IeHiCTBHE
PYKOBOJMTENS C TOCETUTENSIMU, ITOAPA3AEICHUSAMH, JTOKHOCTHBIMU
JIMIIAMH [TApTHEPAMHU

I1K-1.3

Opranusyet pabouee Bpems, (PyHKIIMOHAIBHOE IPOCTPAHCTBO CBOE U
PYKOBOJUTES, OPTaHU3ALIMOHHO COMPOBOXKIAET paboyuue MpoLecchl
PYKOBOIUTENS

[TK-2 Crioco6eH ocymecTBIsATh JOKYMEHTAIIMOHHOE 00€CTICUeHNE YIIPABICHUS

OpraHu3anuen

[1K-2.1 Oprasu3syer 1 periiaMeHTUPYET JOKYMEHTHPOBAHHUE YIIPABICHUYECKOU
JIESITEIbHOCTH B OpraHU3alluu

I1K-2.2 Opraau3yeT 1 periaMeHTUPYET JOKYMEHTOOOOPOT B OpraHU3aINH




[1K-2.3

Opranuzyer, peraaMeHTHpPYET ONEpaTUBHOE XPAHEHUE U
HCIIOJIb30BAHNE JOKYMEHTOB B OpraHU3aliu

[1K-3 CriocobeH opranu3oBath U aIMUHHUCTPUPOBATH ACATEILHOCTD 0 OPraHU3aAIMH TPyl

1 OILJIaThl IEPCOHAJI

a

I1K-3.1

Oo0ecrieunBaeT JOKYMEHTAIUOHHOC 1 OPraHu3alluOHHOC

COIIPOBOXKACHUEC CCTEMBI OpraHMU3allii W OIJIATEI TpyJa IICPCOHAIa

[1K-4 CnocobeH pyKOBOJIUTH MPOLIECCOM CKaHUPOBAHUS, BBO/Ia U 0OPaOOTKHU JTaHHBIX B

CHUCTEME DJICKTPOHH

Ooro apxmBa

I1K-4.1

anaBJmeT ACATCIIBHOCTBIO 110 KOHTPOJIIO (bYHKI_II/IOHI/IpOBaHI/Iﬂ, BBOJa U
06pa6OTKI/I JAaHHBIX B CUCTEME DJICKTPOHHOI'O apXHBa

I1K-4.2 Pa3paOaTbIBaeT J0KaIbHBIE HOPMAaTHBHBIE AKTHI 110 BOIIPOCAM
OpraHu3aliy IIPoLecca CKAHUPOBAHUS B CUCTEME 3JIEKTPOHHOI'O apXuBa
[1K-4.3 Ocy1ecTBIISIET CTPATErMYECKOE INIAHUPOBAHNUE U IIOCTPOEHUE

MIPOIIECCOB CKaHUPOBaHMS, BBOAA U 00OPAOOTKH JIAHHBIX B CUCTEME
AJICKTPOHHOT'O apX1Ba




6. CTpykTypa u conep:xkanue npaktuxku/HUP

O6mas tpynoemkoctb npakTuku/HUP cocraBnser 3 3avetHbix eaunuir 108 akan.
4acoB, B TOM YHCJIE:

— KOHTaKTHas padoTa — 1,3 akaj. 4acos:

— camocrosTenbHas padora — 106,7 akas. yacos;
— B hopme npakTrueckoit moarotroBku — 108 akas. yacos.

o
Ne | Paspensl (3Tambl) U cojiepkaHue % Bunwt pabot a npakruie,
i HO— : BKJIIOYasi CAMOCTOSITEIbHYIO Kox xommereHImn
@) paboty
YcraHoBouHasi KOH(pEPEHIHS. VK-2.1, YK-2.2, YK-2.3,
O3HaKOMJIGHHE C IPOrpaMMON, VK-3.1, YK-3.2, VK-3.3,
3a7a4aMu u opraHusanuei VK-4.1, YK-4.2, YK-4.3,
1 Pasnen 1 IloaroToBUTEIBLHBIN 6 TIPaKTUKH, CPOKaMH BBIIIOJIHEHMS VK-4.4, VYK-4.5, T1IK-1.1,
’ Jran WHMBUAYAILHOTO  3aJaHus B TIK-1.2, T1IK-1.3, TIK-2.1,
COOTBETCTBUHA c pabouum TIK-2.2, T1K-2.3, TIK-3.1,
IUTAaHOM-TpauKOM B TEPUOJ TIK-4.1, T1K-4.2, TIK-4.3,
TIPAKTUKA OIIK-1.1, OIIK-1.2
3HAKOMCTBO C  OpraHHU3aIuei
ApXMBHOTO XpaHEHHs TOKYMECHTOB
0a3bl PAKTHKH:
-HOpMaTHBHas 0a3a (MOJOXKEHUS,
UHCTPYKIIUU u T.1.) 1o VK-2.1, YK-2.2, YK-2.3,
OpraHM3aliy apXUBHOTO XPAHEHUS VK-3.1, YK-3.2, YK-3.3,
JIOKYMEHTOB 0a3bl PaKTHKH; VK-4.1, YK-4.2, YK-4.3,
1 Pasnen 1 IloaroToBUTENBLHBIN 6 - pacuopsIUTENbHbIE JOKYMEHTHI VK-4.4, YK-45, I[1K-1.1,
’ Jran 10 1O OpraHu3alUi apXUBHOTO TIK-1.2, T1IK-1.3, TIK-2.1,
XpaHCHUS JIOKYMEHTOB 0asbl TIK-2.2, T1K-2.3, TIK-3.1,
MIPAKTHKH; TIK-4.1, TIK-4.2, T1IK-4.3,
- JI0JDKHOCTHBIE  WHCTPYKLUU OIIK-1.1, OIIK-1.2
pabOTHUKOB,  OTBEYAKOIIMX 32
OpraHU3aIHIo apPXHBHOTO
XpaHEHHUs  JOKYMEHTOB  0a3bl
MPAKTUKA
OdopmiieHne nen Ijsi apXHUBHOTO
XpaHCHUS VK-2.1, YK-2.2, YK-2.3,
OdopmiieHre BHYTPEHHUX OTHCEH VK-3.1, YK-3.2, YK-3.3,
U JINCTOB-3aBepUTENEH Jen VK-4.1, YK-4.2, YK-4.3,
2 Pazgen 2. IIpouw3BoACTBEHHbIN 6 Ilepemaya nem Ha  apXuBHOE VK-4.4, YK-4.5, TIK-1.1,
’ JTal XpaHeHue TIK-1.2, I1K-1.3, TIK-2.1,
Brimonnenne orneparuit o TIK-2.2, I1K-2.3, TIK-3.1,
OCYIIECTBIICHUIO paboThI TIK-4.1, TIK-4.2, T1IK-4.3,
3JEKTPOHHOTO apxuBa OIIK-1.1, OIIK-1.2
opranm3anuu, B ToMm gucie B COJ{
OcyuecTBiieHne XpaHeHus,
KOMILJICKTOBAHMSI, yuera u
HCIIONB30BaHUS APXHMBHBIX
JIOKYMEHTOB:
ot ey memmoom| VK21, VK22, VK23
(npotoxonsl 3acenanus DK, akThl ziii ziig §§i§
2 Pazpen 2. IIpousBozicTBEHHEIH 6 OHW?TB;}ESSE}IZHH THO; YMEHTOB K VK-4.4, VK-4.5, IIK-1.1,
. oran g)BezerMe y‘IeTHIfII).( , JIOKyMEHTOB MK-1.2, TIK-1.3, TIK-2.1,
apxuBa (KHMTa  TIOCTYIUICHHIL MK-2.2, TIK-2.3, TIK-3.1,
CIUCOK  (DOHIOB, JUCT d)OHsz; TK-4.1, IIK-4.2, I1K-4.3,
. ? OIIK-1.1, OIIK-1.2
apXMBHBIX omucel, aeno Qonna,
MacropT apxuBa, MacropT
ApPXUBOXPAHWIHUINIA U T.1.);
3)cocTaBlieHHE AaKTOB IPOBEPKH
HaJIMYUsT U COCTOSIHMS JIET,;




4)co3nanue, MOTIOJTHEHHE u
COBEPIICHCTBOBAHHE CHCA
apxuBa (ONHCaHWE TOKYMEHTOB M
Jel, KaTajoroB, ITyTeBOAUTENEH,
0030poB, yka3zarenei, nepeyHerd u
0a3 JaHHBIX);

5)ConeiicTBue HCIIOJIb30BaHUIO
JIOKYMECHTOB apXHUBa:
a) HCTIOJTHEHNE 3ampocoB

(odopmieHre apXUBHBIX CIIPABOK,

apXMBHBIX  KOMHWH,  apXHUBHBIX
BBIIHUCOK, MHPOPMALMOHHBIX
IceMm);

0) BBIJaYa O JIMHHBIX
JIOKYMEHTOB U JIEJ;

B) nmyOnuKanus ApXHUBHBIX
JIOKYMCHTOB;

T') OpraHu3anys BBICTABOK;

J) UCIIOJIb30BaHHE JIOKyMEHTOB
apxuBa B CMU (nmepuoamueckas
neyarb, paauorniepenay,
TEJICBUIICHUE) U T.J

Pasnen 3. HccnemoBarelnbCKHM
sTan

OOpaboTka ¥  cUCTEMaTHU3aILUsL
NOoNy4eHHOH — uHopMaluu |
MaTepHaioB

YK-2.1, YK-2.2, YK-2.3,
VK-3.1, YK-3.2, VK-3.3,
VK-4.1, VK-4.2, VK-4.3,
VK-4.4, VK-4.5, TIK-1.1,
MK-1.2, [IK-1.3, [IK-2.1,
[IK-2.2, I1IK-2.3, I1K-3.1,
[1K-4.1, T1IK-4.2, ITK-4.3,
OIIK-1.1, OIIK-1.2

Pasnen 3. HccnemoBaTelnbCKHUM
Jran

[lonBeneHne WMTOrOB IPAKTHUKH.
Uroroast koH(pepeHIHs

YK-2.1, VK-2.2, YK-2.3,
YK-3.1, YK-3.2, YK-3.3,
VK-4.1, VK-4.2, VK-4.3,
VK-4.4, VK-4.5, IIK-1.1,
MK-1.2, [IK-1.3, [IK-2.1,
MK-2.2, 11IK-2.3, TIK-3.1,
[IK-4.1, TIK-4.2, I1K-4.3,
OIIK-1.1, OIIK-1.2




7 OueHOYHBIC CpeACTBAa AJs1 IPOBeJeHUs] NMPOMEKYTOYHOM ATTECTALMH IO
npaktuxe/ HUP
[TpencraBiensl B npuiioxeHuu 1.

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

a) OcHoBHAas JMTEpPaTypa:

JlokyMeHTanmoHHOe obecnieueHue ynpasienus : yueonuk / A. C. ['punbepr u ap. -
M. : IOHUTU-AAHA, 2011. - 1 anektpon. ont. quck (CD-ROM). - 3ari. ¢ TUTYy:1. 9KpaHa. -
(Yuebnas muTepatypa Jjist BeIcIl. u cpel. mpod. oopas.). - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2866 (nata oOpariueHus:
14.07.2023). - MakpooObeKT. - Tekcr : a5eKTpoHHbIH. - CBelleHHs JoCcTyIHbI Takke Ha CD-
ROM.

JlokyMeHTaIlmoHHOE o0ecrieueHue YIpaBiIeHUs Ha MPEANPUATUIX Pa3TUYHbBIX
OpraHHU3aIOHHO-TIPABOBBIX (opM : yueOHoe nocodue [ By30oB] / coctaButenu: C. C.
Benukanona, 1. B. Kamry6a ; Marautoropckuii roc. rTexuudeckuii yo-T um. I'. M. Hocosa. -
Maruutoropck : MI'TY um. I'. U. Hocosa, 2020. - 1 CD-ROM. - ISBN 978-5-9967-1816-0.
- 3ari. ¢ TuTya. 3kpasa. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2714 (nara obpaieHus:
14.07.2023). - MakpooObeKT. - TekcT : a5eKTpoHHbId. - CBeleHHs 0CTYIHBI Takke Ha CD-
ROM.

AnoxuHa, C. A. KypcoBas paboTa no J0KyMEHTOBEICHUIO, apXUBOBEACHHUIO,
OpraHM3allK U TEXHOJIOTHH JOKYMEHTAIMOHHOTO O0ECIIeueHus yIpaBieHus : yaeOHo-
Meroaudeckoe mocooue / C. A. AnoxuHa, A. K. Makapoga, 1. B. Camapokosa ; MI'TV. -
Maruurtoropek : MI'TY, 2016. - 1 snektpos. ont. auck (CD-ROM). - 3ari. ¢ TuTys1. 3KkpaHa.
- URL.: https://host.megaprolib.net/MP0109/Download/MObject/20341 (nara obpamicHus:
30.06.2023). - MakpooOBeKT. - TeKcT : a5eKTpoHHbIN. - CBeeHHs 10CTYMHBI Takke Ha CD-
ROM.

0) /lomoJiHUTEIbHAA JIUTEpaTypa:

Benukanosa, C. C. KaagpoBoe 1en10onpon3BOACTBO U apXUBbl JOKYMEHTOB IO JTUYHOMY
COCTaBy: NpakTUKyM : mpaktukyM [mi1s By3oB] / C. C. BenukanoBa, M. B. Kamy6a ;
Marnurtoropckuii roc. rexHuueckuit yu-T um. I'. . HocoBa. - Marauroropek : MI'TY nm. I'. 1.
HocoBa, 2020. - 1 CD-ROM. - 3arm. ¢ tutyn. odkpaHa. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2716 (nata odpamenwus: 14.01.2025). -
MaxkpooObeKT. - TeKCT : aeKTpoHHBIH. - CBeaeHus ocTymnHbl Takke Ha CD-ROM.

MecTtHOE camoymnpaBiIeHUE U MyHHUITUTIATBHOE yrpaBiieHue : yueonuk / mog pea. A. C.
[Mpynaukosa, M. C. Tpodumosa. - 2-e uzn., nepepad. u gom. - M. : OHUTU-JIAHA, 2011. - 1
anekTpoH. ont. auck (CD-ROM). - 3armn. ¢ Tutyn. skpaHa. - (YueOHas JuTepaTypa JUist BBICIL |
cpen. mpod. obpas.). - URL: https://host.megaprolib.net/MP0109/Download/MObject/2470
(mata oopamienus: 30.01.2025). - MakpooOBeKT. - TEKCT : 3IeKTPOHHBIH. - CBeICHHS JOCTYITHBI
takke Ha CD-ROM.

B) MeToanuyeckne yKa3anus:
ITpunoxenne 2

r) [Iporpammuoe odecnieuenne u UHTEepHET-pecypcehl:
http://archives.ru deaepanbaoe apxuBHoe areHTcTBO PD (PocapxuB)



IIporpamMmmHoe o0ecnieueHune

HaunmenoBanue N
10 Ne orosopa CpoK J1eHiCTBUS JIUIICH3UH
7Zip cB00OIHO pacnpocTpansemoe [10 OecCpOYHO
FAR Manager cB000JIHO pacrpocTpansemoe 10 0OCCCPOUYHO
Bpaysep Mozilla | cBoOoaHO pacupoctpansemoe 110 0OCCCPOYHO
bpaysep Yandex |cBobOomgHo pacnpoctpansemoe [10 OECCPOUHO

Hpmbeccnona.nbnble 0a3bl JaHHbIX U I/IH(l)OpMaIIHOHHI)Ie CIIPaAaBOYHBLIC CUCTEMbI

Hassanue Kypca Cchlnka
Hudopmanmonnas cucremMa - baHk JaHHBIX yrpo3 https://bdu.fstec.ru/?
Hudpopmanmonnas cucrema - Hopmarusueie npasoseie | https:/fstec.ru/tekhnicheskaya
MesxryHapoaHas peepaTuBHas U HOJHOTEKCTOBAs https://www.nature.com/sitein

DdenepanbHbIi 00pa3oBaTeIbHBINA HOopTal — DKOHOMHUKA. | http://ecsocman.hse.ru/
Poccwuiickas I'ocynapcrBennas o6ubanoreka. Karamorn https://www.rsl.ru/ru/4readers
DnekTpoHHbIe pecypcbl oubarorekn MI'TY um. I'.1. https://host.megaprolib.net/M
HanunonanpHas HHGOPMAIIMOHHO-aHAIMTHYCCKAS URL:
DjekTpoHHas 0a3a nepuoauueckux u3nanuii East View | https://dlib.eastview.com/
9 MarepuaJibHO-TeXHHYECKOe o0ecnneuenne npakruxku/HAP
MarepuaabHO-TEXHHUECKOE obecrieucHue OpraHu3aIHii pa3IMnYHbIX
OpraHU3alHOHHO-IIPABOBBIX ()OPM IO3BOJISET B MOJHOM OOBEME PEaM30BaTh LEIH M 3a1a4M
MPaKTUKH ¥ CHOPMHUPOBATH COOTBETCTBYIOIINE KOMITETCHIIUH.




IIpunao:xenne 1

OueHouHble  cpeacTBa Ui MNPOBeJeHUs]  NMPOMEXKYTOYHOHl  aTTecTalliu 1O
NMPOW3BOJACTBEHHOI NPAKTHUKH MO MNOJYYEHHI0 NPO(PecCMOHAIBHBIX YMEHHMHd W ONbITa
npogdeccuoHAIbLHOM 1eATeJIbHOCTH

Bun aTTecranuu o uToramM MpakTHKU — 3a4€T ¢ OIICHKOM, KOTOPBI MTPOBOAUTCS B (hopme
3amuThl ot4yeTa. [lo uToram npakTuKu NpOBOAUTCS UTOrOBasi KOH(EPEHIHsI, HA KOTOPOH CTYIEHT
03BYYMBAET OCHOBHBIE UTOT'H, ITOJYyYEHHBIE HA IPAKTHKE.

Jlo wurtoroBoil KoHGEpEeHLUUU CTYIEHT IMpelocTaBiseT Ha Kadeapy Cleayrollne
JIOKYMEHTHI:

- IUCbMEHHBIN OTYET

- UHAMBUAYAJIbHOE 3aJJaHUE;

- pabounii muan-rpaduK MPaKTUKH;

- XapaKTEepUCTUKA PYKOBOAUTEIIS IIPAKTUKU OT OPTaHU3ALMHU C OLICHKOM.

IIpumepHOe MHAMBHAYAIBLHOE 32JaHHE HA MPOU3BOACTBEHHYI0 IPAKTHKY
«Opranu3zanusi apXUBHOI0 XpaHEHUs JOKYMEHTOB)»:
I]env npoxosrcoenus npakmuku:
1. 3akperuieHue u yriayOyieHUE MMOJYYEHHBIX TEOPETUUECKUX 3HAHUI IO CIEIYIOUIM
HaIlpaBJICHUSIM:
a) IPUHIMIIBEI W METOJABl OTOOpPa M OpPraHM3alUU JOKYMEHTOB, MOJUICKAIIUX
apXMBHOMY XPaHEHUIO;
0) crocoObl XpaHEeHHs], 00eCTIeYNBAIOIIHNE MTOJIHYI0 COXPAHHOCTh MaTepUaloB;
B) CO3JIaHHE CUCTEMbI HH(OPMALIUU O COJEPKAHUU JOKYMEHTOB;
I') OpraHu3alys BCECTOPOHHETO UCIOIb30BaHUS JOKYMEHTHONH HH(POPMALIUY;
1) opraHu3zaius paboTbl apXUBHBIX YUPEKICHUN U T. 1.
2. IlpuobGperenue nepBUYHBIX NPO(PECCHOHATBHBIX YMEHMH M HAaBBIKOB B OOJIACTH
OpraHu3allii APXUBHOTO XPAaHEHUsS JOKYMEHTOB.
3. IlpuoOpereHne  mNEepBUYHBIX  MPOPECCHOHATBHBIX ~ YMEHHH W HaBBIKOB
UCTIOJIb30BaHUST KOMITBIOTEPHBIX TEXHOJIOTUN B apXHUBaX.
3aoauu npakmuku:

— obecrieueHre 1 mpoBepka NpodeccuoHaTbHON TOTOBHOCTH CTYACHTOB K
CaMOCTOSITEIIbHON TPYJIOBOM JESITEIILHOCTH 1 BBHITIOJITHEHHIO OCHOBHBIX
poeCCHOHAIBHBIX (PYHKITUN B COOTBETCTBUH C KBATH(PUKAIIMOHHBIMU TPEOOBAHUSIMU;

— 3aKpeIUieHue, yrilyojieHue U paciiupeHne 3HaHU B 00J1aCTH apXUBHOIO Jena,
MOJTYYCHHBIX CTYJICHTAMH B TPOIECCE TEOPETUUECKOTO 00YUIEHUS,

— U3y4€HUe OpPraHu3aliU JeSTEIbHOCTH U CTPYKTYPbI ApXUBHOTO MOAPA3/IEIICHUS B
CUCTEME CITYXKObl JOKYMEHTAIIHOHHOTO O0eCTeueHus YIpaBIeHNUS;

- HpI/IO6peTeHI/Ie 1 3aKPCIIJICHUC MTPAKTUICCKUX YMeHI/Iﬁ 1 HABBIKOB BBIITOJTHCHU A
OCHOBHBIX BUJIOB pa60T B o0J1acTu XPaHCHUSA, KOMIIJICKTOBaHUW:A, y4€Ta U UCIIOJIb30BaHUA
APXUBHBIX TOKYMCHTOB,

— M3y4YCHUE OpPraHu3alK XPAaHCHUS JOKYMEHTAIIMH B CHCTEME JIEKTPOHHOTO
JIOKYMEHTOO00POTa;



— (UKCHpOBaHUE B THEBHHUKE MOTyYCHHBIX CBEJICHUH U PE3YJIbTATOB BHIMIOJIHEHHBIX
pabor;

— INOATOTOBKA OTYECTA 110 PE3YyJIbTaTaM IIPAKTUKH.

Bonpocu, nodneofcau(ue U3YUCHUIO .

No ok

W3ydeHue J0KaJbHbIX HOPMATUBHBIX aKTOB PETYIUPYIOLUIUX AESITEIbHOCTD IIPEPUATHS,
OpraHu3aluy, yUpexaeHus, Gupmsl.

AHaJln3 HOMEHKJIATYpBI 1€l

N3yuenne u peanusanus npaBui O(OPMIIEHUS el U Iepeladd Jed Ha apXUBHOE
XpaHEeHHUE.

Odopmitenne fen At apXUuBHOTO XpaHEHHUS.

OdopmieHne BHYTPEHHUX OIMUCEH W TUCTOB-3aBEPUTENICH JIEII.

[lepenava nen Ha apXUBHOE XpaHEHHUE.

BoinonHenue onepanuii o oCcyiecTBICHUIO pad0ThI 3JIEKTPOHHOT0 apX1Ba OpraHU3aluy,
B ToM unciie B COJI.

Ocy1iecTBieHne XpaHEHUs, KOMIUIEKTOBaHUS, Y4€Ta U UCIOIb30BAHUS apXUBHBIX
JIOKYMEHTOB:

1) ohopmiieHnE TOKYMEHTOB IO UTOr'aM SKCHEPTH3bI IEHHOCTHU (IPOTOKOJIBI 3aCEIaHUs
OK, aKThl 0 BbIJICIEHUU JOKYMEHTOB K YHUUTOKEHUIO U T.1.);

2) BeieHUE YYETHBIX JOKYMEHTOB apXHBa (KHHUTa MMOCTYIUICHHUH, CITUCOK (POHIOB, JINCT
¢doHIa, apXUBHBIX ONMHUCEH, 1m0 (HOH/IA, MACIOPT apXUBA, MACTIOPT APXUBOXPAHIIIUINA U
T.1.);

3) cocraBieHHE aKTOB IPOBEPKU HAIMYUS U COCTOSIHUS JIET;

4) co3nanue, nonosHeHue u copepuieHcTBoanne CHCA apxuBa (onucaHue J0KyMEHTOB
U JIeJ1, KaTaJloroB, MyTeBouTeNel, 0030poB, yKazaTenel, nepeuneid U 0a3 JaHHBIX);

5) CopeiicTBHE HCTIOJIB30BAaHHUIO JOKYMEHTOB apXHBa:

a) UCTIOJIHEHUE 3a1pocoB (0hopMiIeHNE apXUBHBIX CIIPABOK, APXUBHBIX KOIMUH, apXUBHBIX
BBIMHICOK, HH(OPMAILIMOHHBIX [THCEM);

0) BBIJIa4a MOITTHHHBIX JOKYMEHTOB U JIETT;

B) MyOJIMKAIMs apXUBHBIX IOKYMEHTOB;

') OpraHu3alus BbICTaBOK;

1) UICTIIOJIb30BaHuE IOKyMEeHTOB apxuBa B CMU (nepuonnyeckas rnevyarsb, paguonepeaay,
TEJIEBUJICHUE) U T. 1.

Ilnanupyemoie pezynomamol NPAKmMuKu .
[ToaroToBka peKOMeHAAIUI M0 YCTPAHSHUIO WIIM MUHHMH3AIMN BBISBICHHBIX TPoOIeM
(pexoMeHAauu JTOJKHBI OBITh OOOCHOBAaHHBIMH, T.€. COMPOBOXKAATHCS CCHUIKAMHU Ha
COOTBETCTBYIOIIFIE HOPMATHBHO-TIPABOBHIE aKTHI U T.II.).
[ToaroroBka BBIBOJOB O JEATENBHOCTH MPENNPUATHI WIM OpraHuzanuii, B cdepe
NPaKTUYECKUX PEKOMEHIAIMA 10 COBEPUICHCTBOBAHWIO apPXWBHOTO  XpPaHEHHS
JTIOKYMEHTOB.
Omnenka >(pQGEKTUBHOCTH MPOEKTOB M TMPOTPaMM IO COBEPIICHCTBOBAHUIO ITPOIIECCOB
ApPXMBHOTO XPaHEHUS TOKYMEHTOB, BHEJPAEMBIX HA MPEANPUATHSIX.
OneHka KayecTBa yIpaBJIEHYECKUX PEIIeHUH B cepe apXUBOBEACHHUS.

[ToaroToBka oTyeTa Mo MPaKTUKE
[TyGauuHas 3amTa CBOMX BHIBOJOB U OTYETA IO MPAKTHUKE.
Cuctematuzanusi ¥ 0000IIeHHE MaTepuaia Il HalKMCaHUs KYpPCOBBIX pPaboT u

BBITTYCKHOHN KBAIM(PUKAIIMOHHON pabOTHI.



Pykosooumenv npakmuku om opzanuzayuu/npeonpuamus oQOpMIAET XapaKTEPUCTUKY U
BBICTaBIET TU(PPEPEHIIMPOBAHHYIO OLIEHKY CTYAEHTY B JOKYMEHTaX, IpEACTaBIAEMBbIX
CTyAeHTOM Ha Kadenpy. IIpu BbICTaBIEHUN OLIEHKH PYKOBOAMTENb MPAKTUKU OT OpraHU3aluu
IPEICTaBIsET OT3bIB O PA0OTE CTYIEHTA O CIEAYIOLIEMY IIaHYy:

- CPOKH IIPOXOKIECHUSI IPAKTUKH;

- IIOJIHOTA U3Y4YEHUS BCEX BOIIPOCOB, IIPENYCMOTPEHHBIX IIPOrPAMMOMN IIPAKTUKU;

- IIPOSIBJIICHUS CTYACHTOM CaMOCTOSATEIBHOCTH, aKTUBHOCTH, TBOPYECKOI'0 IIOAXO0AA

K paboTe, TUCIUILIMHUPOBAHHOCTH;

- ydacTHe CTyAEHTa B TeKylled pabore mpennpuarus (OpraHuU3aluu), peLIeHus

3ajad4;

- TPYAHOCTH, BO3ZHHUKIINE B XOJI€ IMPOXOXKICHUS NMPAKTHKH (MPOdhecCHOHANIbHBIE,

JUYHOCTHBIE, TUCIUIUIMHAPHBIE).

- 3aMeuaHus U MOXKEJIaHUs BhITYCKaoIlel Kadeape 1o opranusainuu, CoAep:KaHuio

Y YPOBHIO MOJAIOTOBKH CTY/ICHTA.

- PykoBoauTenps mpakTHKOW OT opraHu3anuu. J{OMKHOCTH, (haMuuns, TOAIIHCH,

11e4yaTh.

ITo uToraM NpakTUKU CTYACHTY B 3a4ETHYIO KHUXKKY PYKOGoOumenem npaKkmuxu om Kageopol
BbIcTaBisgeTcs AuddepeHnrpoBaHHas OTMETKA 32 IPOU3BOICTBEHHYIO IPAKTUKY 10 5 GaabHOM
CUCTEME: «HEYIOBJIETBOPUTEIBHOY, «yIOBIETBOPUTEIBLHOY, «XOPOILIO», KOTINYHOY.

OrneHka pyKOBOJMTENS MPAKTUKH OT Kadeapbl MOXKET OTJIMYAThCSA OT OLICHKH, BBICTaBICHHOMN
PYKOBOAMTEIEM PAKTUKHU OT OPTaHU3ALHH.

PykoBonuTenu NOpakTHKU  BBICTaBJIAIOT OLIGHKM B COOTBETCTBUM C  KPUTEPUSMH,
npeactaBieHHbiMUA B Tabmunax 1, 2.

Taonuua 1
Kputepun omneHku, BLICTABJISIEMO PYKOBOAUTEIEM MPAKTHKH OT OPraHU3auu
Ouyenka Kpumepuu ouyenxu
OTinaHO CTyzIeHT CBOEBPEMEHHO M Ha BHICOKOM YPOBHE BBIIIOHHII BEChH

HaMEUYeHHbII IPOrpaMMoil pakTUKU 00BEM PabOTHI; MPOSBISI
CaMOCTOSITEIILHOCTb, MHUIIMATUBHOCTb B peleHnu
ITPOU3BOJICTBEHHBIX BOIIPOCOB.

Xopomo CTyzneHT CBOEBPEMEHHO U Ha JOCTATOYHOM YPOBHE BBIIIOJHUII
BECh HAMEUYEHHBI MporpaMMol MpPaKkTUKH OO0BEM pabOThI
(oOs3aTenbHYI0 M JIOTIOJHMUTEIBHYIO YacTH); HO HE Bcernaa
MPOSIBIST CAMOCTOSITEIIHbHOCTh W MHUITMATHBHOCTh B PEIICHUH
MIPOU3BO/ICTBEHHBIX BOIIPOCOB.

Y 10BIETBOPUTENBHO CTyzneHT CBOEBPEMEHHO U Ha JAOCTATOYHOM YPOBHE BBIIIOJIHUII
BECh HaMEUEHHBIH MpOrpaMMoOi MpakTUKH OO0BEM pPabOTHI
(00s13aTENbHYIO U JIOTIONHUTENBHYIO YacTH); HO HE IMPOSBIISUI
CaMOCTOSITEIbHOCTh M WMHUIMATUBHOCTH WM  JOIYyCKal
OTJIeNIbHbIE OLIMOKHU B PEIIEHUH ITPOU3BOJICTBEHHBIX BOIIPOCOB.

HeynosnerBopurensHO CrygeHT  HE  BBINOJHWI  OPOrpaMMy M IPOSBHI
0€30TBETCTBEHHOE OTHOIIICHHE K IPAKTUKE.

Tabnuya 2
Kputepun oneHku, BbICTABJISIEMOI PYKOBOIUTE/IEM MPAKTHKH OT YHHBEPCUTETA

Ouenka Kpumepuu oyenxu



OT1innyHO

CTyneHT B CPOK M B IOJHOM OOBEME BBINOJIHWI MPOrpaMMy
IIPAKTHUKH, CBOEBPEMEHHO IIPEIOCTABUII OTUYETHYIO
JOKYMEHTalul,  O(QOpPMIIEHHYIO B  COOTBETCTBUM  C
TpeOOBaHUSMH HACTOSAIIMX METOJIUYECKUX PEKOMEHIALINH.
OtuérHass JOKyMEHTAalMs OTpakaeT BBICOKUH  YpPOBEHb
TEOPETUYECKOU U NIPAKTUYECKOU MTOATOTOBKH CTYZACHTA.
OTmeTka  pyKOBOAWTENSI MPAKTUKM  OT  OpraHu3aluu —
«OTJINYHO» WJIU «XOPOLLOM.

Xopomuio

CTyneHT B CPOK M B IOJHOM OOBEME BBINOJIHWI MPOrpaMMy
IIPAKTHUKH, CBOEBPEMEHHO IIPEIOCTABUII OTUYETHYIO
JOKYMEHTalul,  O(QOpPMIIEHHYIO B  COOTBETCTBHUM  C
TpeOOBaHUSMH HACTOAIIMX METOTUYECKUX PEKOMEHIALNH.
OtuérHass NOKyMEHTalUs OTpakaeT JOCTAaTOYHBIM YpPOBEHb
TEOPETHUYECKOU U NMPAKTHYECKON ITOATOTOBKH CTYACHTA.
OTmeTKa pyKOBOAUTENS OT OpPraHU3alud — «OTJIMYHOY,
«XOpOILO» UIIH «yJOBJIETBOPUTEILHOY.

Y,Z[OBJ'IGTBOPI/ITGHBHO

CTyIeHT B CPOK U B MOJHOM 00BEME BBIMOJIHUI IPOrpaMmy
MPaKTHUKH, CBOEBPEMEHHO MIPEeA0CTaBUII OTYETHYIO
JOKYMEHTaIluo,  OQOPMJIICHHYIO B  COOTBETCTBUU  C
TpeOOBaHUSMH HACTOSAIIMX METOJIUIECKAX PEKOMEHIALINH.
OtuérHass NOKyMEHTalUs OTpakaeT JOCTAaTOYHBIM YpPOBEHb
TEOPETUYECKON M MPAKTUYECKOW IOJATOTOBKH CTYAEHTa, HO
COJIEPKUT PsAJ HEAOUETOB IO COAEPIKAHUIO U/UITH O(POPMIICHHUIO.
OTmeTKa pyKOBOIUTENS OT OpPraHU3alUU — «XOPOIIO» WIH
«yZIOBJIETBOPUTEIILHO.

HeynosnersopurensHo

CryneHT He B CPOK W/WIM HE B TOJHOM OOBEME BBITOIHUII
MpOrpaMMy MpPaKTUKW; /WM HECBOEBPEMEHHO IPEAOCTaBUI
OTUYETHYIO JOKYMEHTAIUIO; W/WIN JONYCTU IpyOble OMMOKH B
oopMIIeHNN OTYETHON JOKYMEHTALIUH.

OtmeTka PYKOBOIUTENS oT OpraHu3aIu —
«yIIOBJIETBOPUTEIBLHOY» UM «HEYIOBJIETBOPUTEIBHOY.

Eciun  oneHkwn,

BBICTABJICHHBIC PYKOBOJAUTCJICM IIPAKTUKHW OT OpraHu3alvi U

PYKOBOAMTENEM MPAKTUKU OT YHUBEPCUTETA, HE COBIMAJIAIOT, TO MOCIEAHII 000CHOBBIBAET CBOIO
OLICHKY Ha TUTYJIbHOM JINCTE OTUETA.

OneHka Mo NpakTHKE MPUPABHUBAETCS K OLIEHKaM (3a4ué€raM) MO TEOPETUYECKOMY

00y4YEHHIO U YYUTHIBAETCS MPH MOABEIEHUN UTOTOB 00IEl YCIIEeBaEMOCTH CTY IEHTA.

[Ipy HEBBIMONHEHUH MPOTrpamMMbl Y4eOHOH MpakTHUKK Oe3 YBaKUTEIbHON MPUYMHBI,

HapyLEHUs TPYIOBON TUCIMITIIMHBI CTYJACHT OTCTPAHIETCS OT MPAKTUKH; €ro padoTa npu3HaéTcs
HEYJOBJIETBOPUTENILHOM; CaM CTYJIEHT CUMTACTCS HE BBHITIOJIHUBIIUM Y4eOHBIH IJ1aH.

CryneHT, He BBITOTHUBIIUHN TPOrpaMMy MPAKTHKH MO YBAKUTEIBHON IPUYHMHE, HAIIPaBJIseTCs Ha
NPaKTUKY BTOPUYHO B CBOOOJHOE OT yu€Obl Bpemsl.




Ipuio:xkenne 2
Metoauyeckue pekoMeHAAIUU K 0GOPMIIEHHIO 0TYETA MO0 NMPAKTHKE

O06s13aTeNnbHON POPMOI OTUETHOCTH CTYJNCHTA-IPAKTUKAHTA SBIISIETCS ITMCHbMEHHBIN
OTYET.

Otuér odopmisercs B TIEYaTHOM BHJIE B COOTBETCTBUU C TPeOOBAHUSIMHU
I'OCT P 7.0.97-2016. Hanwuonanwsubiii ctanmapt Poccuiickoit ®enepanuu. Cucrema
CTaHJIapTOB o uHpopmanuu, OubIMOTEeYHOMY u U3/1aTeNbCKOMY  JIely.
OpraHuzalmoHHO-paclopsAuTeNIbHAs ~ JOKyMeHTalus. TpeboBaHus K  o(opMIeHHUIo
nokymeHToB" (yTB. [Ipuka3zom Poccranmapra ot 08.12.2016 Ne 2004-cT1) (pen. ot 14.05.2018).

OtuéT meyaraeTcs Ha CTaHAAPTHBIX OenbIx aucrax ¢opmara A4 (210 x 297 mm) ¢ ogHOM
CTOPOHBI JincTa. KakIblif TUCT TOKyMEHTa JOKEH UMETh TI0JIsl HE MEHee:

20 MM — JIEBOE;

10 mm — mpaBoe;

20 MM — BEpXHEE;

20 MM — HUXKHEE.

TexctoBbiit  pemaktop Microsoft Word, mpudpt Times New Roman, xerus 14,
MEXCTPOYHBIN uHTEpBa — 1,5.

Bropyto u Bce mocnenyromme CTpaHullbl oT4éTa HyMmepyooT. Homepa crpanun
MPOCTABJISIIOT TIOCEPEIMHE BEPXHETro Mo JucTa. AO3amubiid orctyn (1,25 cM) U miepeHOCH
YCTaHABIIMBAIOTCS aBTOMATHUECKHU.

ConepmaHHe 0OTUCTa JOJIPKHO BKIHOYATH CIACAYIOIUC pa3aCiIbl:

1. TUTYIBHBIN JIUCT 11O YCTAaHOBJIEHHOU (hopme

2. Conepxanue oOT4yéTa C yKa3aHHEM CTpaHMI] BCEX pa3JieloB MO YCTaHOBJIECHHOU
dbopme

3. BBenenue  (xapakTepuCTHKa  JI€ATEIbHOCTH  IMPEANPUATHS,  OpraHU3aIMH,

yupexaeHus, Gupmbl — 6a3bl IPAKTHKH; MTOJIPA3AEIECHUS, I71€ TPOXOAUIN IPAKTUKY;
ONMCAHUE JOJDKHOCTU M (DYHKUMH JIMIA, SBISIBIIETOCS HACTABHUKOM B IIPOIECCE
POXOXKJICHUS IPAKTUKN)

4, AHanmM3 JOKaJbHBIX HOPMATHMBHBIX aKTOB PETYIUPYIONIMX apXUBHOE XpaHECHHE
JTOKYMEHTOB Ha MPEANPUSTHH, B OPraHU3alluu, YIpeKAeHUU, hupme
5. [IpencraBuTh nepeueHb BHITTOIHIEMBIX CTYJIEHTOM (QYHKIUN ((HOpMHUpPOBAHUE LT,

ONEepaTUBHOE XpaHEHHE JeJ, OoQopMIIeHHE W Tepenada Jen A apXUBHOTO
XpaHeHus u T.1.). Hanpumep:

a) oopmieHHe JOKYMEHTOB IO MTOTraM »JKCHEepPTH3bl LEHHOCTH (IIPOTOKOJIBI
3aceganusi DK (9KCHepTHOM KOMHCCHM), aKThl O BBIACIEHUU JIOKYMEHTOB K
YHUUYTOKEHUIO U T.J.)

0) BEJICHHE YUYETHBIX JOKYMEHTOB apXMBa (KHHUTa MOCTYIIEHUH, CIUCOK (POHIOB, JHUCT
¢doHa, apXMBHBIX onMced, JAeno (QoHAa, M[acmopT apxuBa, MacHopT
apXMBOXpaHWINIIA U T.1.)

B) COCTaBJIEHUE aKTOB ITPOBEPKU HAIMUUS U COCTOSIHUS JIEIT

T) co3manue, momoidHeHue ©W  coBepmieHcTBoBanne CHCA - cucrtemsl
HaY4YHO-CIIPABOYHOTO amnmnapaTa apxuBa (ONMUCaHue JOKYMEHTOB M JIeJl, KaTaJloroB,
myTeBoAUTENEH, 0030pOB, yKa3areseh, mepeunel u 6a3 JaHHBIX)

1) OCYILIECTBJIEHUE HCIIOJIb30BAHUS JOKYMEHTOB apXHBa: HCIOJHEHHE 3alpOCOB
(odopmileHHE apXUBHBIX CIPABOK, APXMBHBIX KOMHWMN, apXMUBHBIX BBIMHCOK,
MH(POPMALIMOHHBIX MUCEM); BblJaya MOJJIMHHBIX JOKYMEHTOB M J€J; MyOJUKaIis
apXUBHBIX JIOKYMEHTOB; OpraHM3allls BBICTABOK; HCIIOJIb30BAaHUE JOKYMEHTOB



apxuBa B CMU (nepuoandeckas nedath, paguonepesadu, TeJIeBUCHUE) U T. .

e) BBITIOJTHCHUE OIEPalMid IO OCYIIECTBICHUIO pPa0OTHl JJIEKTPOHHOIO apXHBa
opranuzaiuu, B ToMm uucie B COJI.
6. 3akirodenre (BBIBOJ O MPOJEIaHHOW paboTe, yCIeXu W HeyJdauH, KaKue 3HaHHS U

YMEHUSl MPUTOJWINCH, YTO CIENOBAIO HM3YyYUTh CAMOCTOSTEIHHO, MOTPEOHOCTH
OpraHM3ali B CIEUUAIMCTaX IO JOKYMEHTOBEIEHUI0O U apXHUBOBEICHHIO,
caMOaHalM3 BalMX MPO(ECCHOHATBHBIX KayeCTB, JMYHOCTHBIH pOCT, pOJb
MPOJIeJIaHHOM BaMH paboThI B ACSITEILHOCTA OPTaHU3AIIH).

[TpunoxkeHus (KOMUH TOKYyMEHTOB OPTaHU3AIMH: YCTAB, MOJIOKEHUSI O CTPYKTYPHBIX

noapaseieHusx, nonoxenue mo JJI0OVY, o6 apxuse u T.1.).



