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HarnpapiieHre IOATOTOBKH (CIeNHaIbHOCT)
46.03.02 JIoKyMEHTOBEICHHE ¥ apXUBOBE/ICHHE:
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Mpor panma PakTuku/HUP cocrappena Ha 0
Hanpannen

CHO,
M0 oAroToRKY 46.03.02 HokymenToge
HHOOpHay Ky Pocenn ot 29 1 0.2020 1. No

Iporpamma npaktuku/HUP 0N0bpena MeTomyecko
06.02.2025 ., IIporokon Ne 6

Ipencenarens,
Iporpamma CocTaBena:

AOLenT xapeaprr 1800791 8 KaH. ey, nayx

Penensenr:

aY9aJlbHHKa OTxeNna obecrevennsy AeATenbHOCTH,
C.A. BenoGopomosa

Be OI'OC BO - baxanaspuar mo

ACHHE W apxuBoBenenye (mpuxas
1343)

A"—— WUB. Camapokosa

000 "Pocaron MertamiTex" 5



JIner akTyaJau3anuu nporpaMmmsl

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

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

[Iporpamma nepecmMoTpeHa, oocykaeHa u ogodpena i peanuzanuu B 2027 - 2028 yuebHOM
roay Ha 3acenanuu kadenpsl [legarormueckoro o0pa3oBaHus M JOKYMEHTOBEICHHS

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

[IporpamMma nepecMoTpeHa, o0cyxkaeHa u ojgoopeHa amns peanuzanuu B 2028 - 2029 yueGHOM
roqy Ha 3acefganuu kadenpsl llemaroruueckoro o6pa3oBaHus U TOKYMEHTOBEACHHUS

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

[IporpamMma nepecMoTpeHa, o0cyxkaeHa u oo0peHa ais peanuzanuu B 2029 - 2030 yue6HOM
roay Ha 3acemanuu kadenpsl [legarormueckoro o6pa3oBaHus U TOKYMEHTOBEICHUS

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




1 ey npaxkTuxku/HAP

IlenssMu TIPOM3BOJACTBEHHONW — MPEJAUIUVIOMHON TIPAKTUKH 110  HAIPABJICHHUIO
noarotoBku 46.03.02 JlokyMeHTOBeIeHHE M apXUBOBEACHUE SIBJISTFOTCS

— cOop HEOOXOIMMOTr0 Marepuaia JjIsl BBIMOJHEHUS BBITYCKHON KBATM(UKAIIMOHHON
paboTHI;

— pa3paboTka TPEMIOKEHHH 110 COBEPIICHCTBOBAHMIO COCTOSHUS BHIOPAaHHOW B
KadecTBe 00beKTa Hccae0BaHus Chephl JOKYMEHTAIIMOHHOTO 00SCIICUCHUS YIIPaBICHUSI.

[IpenmumioMHass TMpakTHKa MPOBOAUTCS B (GOpPME TMPAKTHKA 10  IOJTYYCHHUIO
NpopECCUOHAIBHBIX YMEHMM W OmbITa NPO(EeCCHOHATBHON  JIEATeIbHOCTH, HAYYHO-
HccaeaoBaTeNbekas paboTa, TBOpUECKas MPaKTHKA.

2 3apaun npaktuxku/HUP

3amayamMu IPOU3BOJICTBEHHON — MPEITUTIIOMHOM IPAKTHKY SIBIISTFOTCS

— ydacTHe B TECOPETHUYSCKHMX pa3paboTkax B 00JacCTH JOKYMEHTOBEICHHUS H
aApXUBOBE/ICHHUS,

— aHaau3 HMHQPOPMAIMOHHBIX ITOTOKOB M HMH()OPMAIIMOHHOTO B3aMMOJCHCTBHS B
OpraHH3aIliH;

— aHaIM3 TMOTPeOHOCTEH B ONEpPaTHMBHOW MW PETPOCIEKTHBHOH HH(pOpMAIUH,
OIIpEJICIICHUE METOIOB U CIIOCOOOB UX YJOBICTBOPCHHUS;

— ydYacTHe B TPHUKJIAQIHBIX pa3pabOTKax IO CO3/JaHUI0 CHCTEM JOKYMEHTAIMOHHOTO
oOecIieUeHUsT yIpaBJICHUs, YHUPUKAIIMH, CTaHJIAPTU3AIUK JIOKYyMEHTOB, a TaKke B 00JacTh
apXUBHOTO JICJIa;

— yvactue B pa3pabOTKe aBTOMATHU3UPOBAaHHBIX CHUCTEM JOKYMECHTAI[HOHHOTO
oOeCIeYeHUsT yIPaBICHUS M apXUBHOIO Jiejla HA CTaJMSX TOCTAHOBKU 33Ja4ll U OLICHKU HX
MPUMEHECHHS B YCJIOBUSAX KOHKPETHOW OpraHU3alluy;

— yudacTue B pa3paboTKe HOPMAaTHBHO-METOAMYECKHX TOKYMEHTOB, aKTOB (MpaBui,
nepeyHeil JOKYMEHTOB, MOJOXEHUH, HHCTPYKINN, KIacCU(PUKATOPOB, Tabeneil mpruMeHsIeMbIX
(GhopM TOKYMEHTOB M J1p.) MO JOKYMEHTAI[MOHHOMY OOECIEUEHHUIO YNPABICHUS U apXUBHOMY
eIy,

— ydacTue B MyOJIMKAIIMOHHOM e TeIbHOCTH U BEICTABOYHOU paboTe;

— MOATOTOBKA CIIPABOYHO-TIOUCKOBBIX CPE/ICTB;

— cocTtaBieHue pedeparoB M coslaHue Oubmuorpaguu Mo TeMaTHKe MPOBOJAMMBIX
HUCCIICIOBAHUM;

— y4acTHe B COCTaBJICHHHM OTYETOB MO HAYyYHO-HCCIEIOBATEILCKOW U METOIUYECKOU
pa0ore.

3 Mecto npaktuku/HUP B cTpykType 00pa3oBaTe/ibHOI IPOrpaMMbl
Hns  npoxoxaenus nupaktuku/HUP HeoOxomumbl 3HaHHS (YMEHUs, BIAaJEHUS),
c(OpMHUPOBAHHBIE B PE3YJIbTATE U3YUSHHSI AUCHUIUINH/ TPAKTUK:
VYpaBiieHnE 4eI0BEYECKUMH PECYPCAMHU
OCHOBBI JOKYMEHTOBEACHUS
JlokyMeHTaIlMoHHOe 0OecIieueHue rocyJapCTBEHHOT 0 ycTpoiicTBa B PO
OCHOBBI apXMBOBEICHUS
Beenenue B mpodeccuto
CoBpeMeHHast OpraHu3alys rocy1apCTBEHHBIX yupexaeHui Poccun
ApxuBOBeJIeHUE
ApPXUBBHI 110 TUYHOMY COCTaBY
KondunennuaabHOe JeT0MpOn3BOACTBO
Opranuzanys 1 TEXHOJIOTHS JOKYMEHTAIIMOHHOTO 00eCieYeH s YIpaBIeHUs
[IpakTUKyM IO COCTAaBICHUIO U O(OPMIICHHIO CITYKEOHBIX JIOKyMEHTOB



TexHUUECKUE Cpe/ICTBA YIPABICHUS B IOKyMEHTAIIMOHHOM 00€CIICUeHIH YIPABICHUS U
apxXuBax

JenoBas nepenucka

HudopmarninonHoe odecrieueHue yrnpaBaeHHUs

KanpoBoe nenonponsBoacTBO

IIpoexTupoBaHue yIpaBIeHUYECKOM JOKYMEHTALUU OPraHU3aluu

JlokyMeHTalmoHHOE oOecreyeHre aIMUHUCTPATUBHBIX OTHOIIeHUI B PD

JlokyMeHTalMoHHOE 00ecIiedeHne TPakJaHCKUX OTHOLIEHHH B PD

JlokymMeHTaImoHHOE 00eCTIeueHnEe TPYAOBBIX OTHOIICHUI B PD

Kanposas nonutuka

MonenupoBaHue CUCTEM JOKYMEHTAlUU OpraHu3aluu

OCHOBBI ceKpeTapcKoro 00CTyKHUBaHUS

JloKyMeHTHas IMHIBUCTHUKA

JlokymeHToBeAICHUE

[IpaBoBencHME

JloKyMeHTupOBaHUE J1eATEIbHOCTH HErOCY1apCTBEHHBIX OpraHU3aINi

Opranu3zanus padoThl ¢ 00palleHUusIMU TpakIaH

[TpousBoaCTBEHHAs - MPAKTHKA MO MOJYYCHHIO MPOo(ecCHOHANBHBIX YMEHHUI U OIbITa
npodeccnoHanbHOM AeSITETbHOCTH

IIponBrkeHne HAyYHOU IPOAYKIUU

JlokyMeHTalMoHHOE 00ecTieueHue JeSTEIbHOCTH OPraHOB MECTHOT'O CaMOYIIPABIICHUS U
MYHHUIMIAIBHBIX OpraHu3alui

[IpoexkTHass JEeATENBHOCTb MO JOKYMEHTAllMOHHOMY OOECIIEUEHUIO YIpPaBICHUS
OpraHu3anuein

AJMMHHCTpUPOBaHHE pabOTHI C MEPCOHATBHBIMU TAaHHBIMU

ONEKTPOHHBIE APXUBHBIE TOKYMEHTHI

OO6paboTka u 3a1MTa JOKYMEHTHPOBaHHON MH(OpMaIiu

3HaHus (yMeHus, BIIAJEHUs), TIOJyYEHHbIE B Ipolecce MpoxoxaeHus npaktuku/HUP
OyayT HEOOXOIUMBI JUIsl U3YYEHUS TUCHUIUINH/TIPAKTUK:

[TonroroBka Kk cjaue ¥ caada rocyAapCTBEHHOTO DK3aMEHa

[TonroroBka K 3aIIMTE U 3aIIMTA BBITYCKHON KBaJIM(PUKALIMOHHON pabOThI

4 Mecto npoBeaenusi npaktuku/HUP

[IpakTka mnpoBoAuTCcsl Ha 0a3e oOpraHu3auuid 000 OpraHu3alMOHHO-TIPABOBOM
¢opmbl. CTyieHThI 3a04HON (OPMBI 00YUEHHUS MPOXOJAT NMPAKTUKY B OpraHU3alUsAX 110 MECTY
TPYZOBOH IE€ATEIBLHOCTH.

[TpakTrKa MOXET IPOBOAUTHCS B CTPYKTYPHBIX MOAPA3/IEICHUSIX OPraHU3alUu.

Jnsg nun ¢ orpaHMYEHHBIMM BO3MOXKHOCTSIMH 37I0POBBSI BBIOOP MECT IMPOXO0XKJIEHUS
MIPAKTHUK JIOJKEH YUUTHIBATh COCTOSIHUE 3/I0POBBS U TPEOOBAHMUS MO IOCTYITHOCTH.

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

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

B pesynbrare mpoxoxaenus mnpaktuku/HUP oOygarommiics momkeH o0nagaTh
CJIEYIOLUMH KOMITETEHLIUSMMU:

KO,Z[ HHAUKATOpa I/IHIII/IKaTOp JOCTHIKCHUA KOMIICTCHIINNU

VYK-1 CriocobeH ocymecTBIsTh TOUCK, KPUTHISCKUN aHATN3 U CHHTE3 HHPOpPMAIIUH,
MIPUMEHSITh CUCTEMHBIN NOJIXOJ] IJIs1 peHICHHMsI TOCTABJIEHHBIX 3a]a4




YK-1.1

AHanu3upyer 3a/1auy, BbIIEIss ee 0a30BbIe COCTaBIISIONINE,
paccMaTpUBaeT U IpeaaracT BO3MOKHBIC BAPUAHTHI PEILECHUS
IIOCTaBJICHHOM 3a7ja4M, OLICHUBAsI UX JOCTOMHCTBA U HEJJOCTATKU

YK-1.2 Ornpepenser, MHTEPIPETUPYET U paHKUPYET HHPOPMaIIUIO, TPeOyeMyto
JUTSL PEUICHUS TIOCTABJICHHOW 3a1auM; OCYIIECTBIISIET TOUCK HHPOPMALIUU
110 PA3JINYHBIM TUIIAM 3aITPOCOB

YK-1.3 [Tpu oOpaboTke nHGOpMAIK OTIUYAET PaKThl OT MHCHHH,

MHTEPIIPETALNA, OLIEHOK, (OPMUPYET COOCTBEHHBIE MHEHHUSI U
CYXKICHHSI, apTYMEHTHPYET CBOU BBIBOJIbI U TOUKY 3PEHHUS

YK-3 CnnocobeH oCcylecTBIIATh COLMATIBHOE B3aUMOEHCTBHE U PEATTM30BBIBATH CBOIO POJIb

B KOMaHJC

YK-3.1

OrpezensieT CBOIO poJib B COLIMAIBHOM B3aUMOJCHCTBUU U KOMaHTHOM
pa60Te, HUCXOJd U3 CTPATCTHUU COTPYAHNYICCTBA AJId JOCTUXKCHUA
MOCTaBJIICHHOM LEJHU; CTPOUT MPOAYKTUBHOE B3AUMOJICHCTBHUE C yUETOM
HOPM M YCTaHOBJICHHBIX MPABWJI KOMaHIHOW pabOTHI

VK-3.2

[Ipu peanusanuu cBO€i pojv B COLIMAIBHOM B3aUMOJICHCTBUHU U
KOMaHJIHOM paboTe yYUTHIBAET OCOOCHHOCTH MOBEICHUS 1 HHTEPECHI
JIPYTUX YYaCTHUKOB, aHAJTU3UPYET BO3MOXKHBIC TTOCIICICTBHSI JIMUHBIX
JICUCTBUI

YK-3.3

OCYH_IGCTBJ'IHST obMeH HHq)OpMaHHeﬁ, 3HAaHUAMHU U OIIBITOM C YJICHaAMM
KOMaHJbI; OOCHUBACT UACHU APYTIUX YJICHOB KOMAaHAbI JJIs1 JOCTHIKCHUS
MMOCTaBJICHHON IeIIN

YK-4 CriocobeH ocymecTBIATh JEI0BYI0 KOMMYHHUKAIIMIO B YCTHOW U TMCbMEHHOH (popmax
Ha TOCYJJapCTBEHHOM si3bIke Poccuiickoii denepanyivi 1 HHOCTpaHHOM(BIX) sI3bIKE(ax)

YK-4.1

Bri6upaet ctuiib 0011I€HNS Ha PYCCKOM SI3BIKE B 3aBUCUMOCTH OT IIEJTH U
YCJIOBHI MapTHEPCTBA; aaliTUPYET PeUb U CTUIIb OOIIEHUS K CUTYallUsIM
B3aMOJICUCTBUA

YK-4.2

Bener nenoByro nepenucKy Ha pyCCKOM U MHOCTPAaHHOM SI3BIKAX C
y4eTOM 0COOEHHOCTEH CTUIIMCTUKH O(PUIIUAIBHBIX THCEM U
COLMOKYJIBTYPHBIX pa3Inyuii

YK-4.3

BrimonHseT 1715 TMYHBIX 1eJiel mepeBol OPHUIHaTbHBIX U
npodecCHOHANBHBIX TEKCTOB C MHOCTPAHHOTO sI3bIKA HA PYCCKHUH, C
PYCCKOTO s13bIKa Ha MHOCTPAHHBIN

YK-4.4

[Ty0ar4HO BBICTYNAET HA PYCCKOM SI3BIKE, CTPOUT CBOE BBICTYIIJICHHE C
YUETOM AYAUTOPHH U LEIH OOLEHUS

YK-4.5

VYCTHO IpeicTaBIIsIeT pe3ynbTaThl CBOCH JEATEILHOCTH HA HHOCTPAHHOM
SI3BIKE, MOJKET TOJJIEPKATh PA3roBOP B X0OJI€ UX OOCYKIEHUS

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

VK-6.1 Hcnonb3yeT MHCTPYMEHTBI U METO/IbI YIIPABIEHUS BPEMEHEM IIPH
BBITNIOJTHEHUH KOHKPETHBIX 3a7a4, IPOEKTOB, IPU JOCTUKEHUHU
IIOCTABJICHHBIX IIEJIEN

YK-6.2 OrnpenensieT MpUOPUTETH COOCTBEHHOM NIEATETLHOCTH, JIMYHOCTHOTO
pa3BUTHA U IPOo(ECCHOHATILHOTO POCTa

YK-6.3 OuenuBaeT TpeOOBaHUS PHIHKA TPYAA U MPEII0KEHUS 00pa30BaTeIbHBIX

YCIIYT JJi BBICTPAuBaHUs TPAEKTOPUH COOCTBEHHOTO
po(hecCHOHAILHOTO POCTa

VYK-7 Criocoben noaaepKuBaTh JODKHBIM yPOBEHb (PU3NUECKOH MOATOTOBICHHOCTH IS
o0ecreyeHrs: NOTHOIEHHOHN COIMAIbHON U MPO(hECCHOHATBLHON e TEIIbHOCTH

VK-7.1

BriOupaet 310poBrecOeperaromme TeXHOIOTUH ISl TOAIePKAHUS
3I0pOBOT0 00pa3a )KU3HU C y4eTOM (HU3HUOJIOTHUECKIX 0COOCHHOCTEH
OpraHu3Ma ¥ YCIOBH peatn3anuy NpoPecCHOHATBHON e TeIbHOCTH




YK-7.2 [Tnanupyet cBoe paboyee U CBOOOTHOE BpEeMS /ISl ONTHMAIBLHOTO
coyeTaHusi PU3NIECKON U YMCTBEHHOIH HAarpy3Ku u 00ecTrieueHHsI
paboTocrnocoOHOCTH

YK-7.3 Co0mroaeT ¥ mponaraHJupyeT HOPMbI 3J0pOBOTO 00pa3a KU3HH B

Pa3JIUYHBIX ) KU3HCHHBIX CUTyallusaX U B HpO(i)eCCI/IOHaHBHOI;'I
JACATCIbHOCTHN

ITIK-1 CriocobeH ocymiecTBIsATh, OpraHu3allMOHHOE, JIOKYMEHTAIIMOHHOE 1
HH(pOpMaIMOHHOE 00ECTICYCHHE IeITEILHOCTH PYKOBOJIUTENISI OpraHU3aIuu

I1K-1.1

OpraHH3yeT H 00ecIIeunBaeT JOKYMCHTAITMOHHOC COIIPOBOXKIACHUEC
ACATCIIBHOCTH PYKOBOJUTEIIA HAa OCHOBC BHCIIHUX U JIOKAJIbHBIX
HOPMATHUBHBIX aKTOB

[1K-1.2

OpranusyeT nH(HOPMAIIMOHHOE M JOKYMEHTAIMOHHOE B3aUMO/ICHCTBHE
PYKOBOJHMTEIS C IOCETUTEISAMHU, IIOAPA3AECICHUAMU, JOKHOCTHBIMU
JIMIIAMH [TApTHEPAMU

I1K-1.3

Opranuzyet pabodee BpeMsi, GyHKIIMOHATIBLHOE IPOCTPAHCTBO CBOE U
PYKOBOIMTEIS, OPTaHU3AIIMOHHO COMPOBOXKIAET paboUHe MPOIIECChI

PYKOBOJUTCIISA

[TK-2 CnocobeH ocyliecTBIATh JOKYMEHTAIMOHHOE 00eCTIeYeHUE YIIPaBICHUS

OopraHu3anmen

[K-2.1 OpranusyeT 1 perJaMeHTHPYeT JOKYMEHTHPOBAaHUE YIIPaBICHYECKOM
JIESITEIHOCTH B OpraHU3aIlluu

I1K-2.2 OpranusyeT U perJaMeHTHpPYeT JOKYMEHTOOOOPOT B OpraHu3aluu

IK-2.3 Opranusyer, periiaMeHTHPYET ONEePaTUBHOE XPAHCHHUE U

HCII0JIb30BAHUEC JOKYMCHTOB B OpraHru3alvn

I1K-3 CriocobeH opraHu3oBaTh U aIMUHHCTPUPOBATH EATEILHOCTD 110 OpraHU3aluy Tpya

1 OIUIATHI NEPCOHAI

a

I1K-3.1

OO0ecneunBaer AOKYMCHTAIUOHHOC 1 OPTraHU3alITUMOHHOC
COIIPOBOKIACHUC CUCTCMBI OpTraHU3alluN U OIUJIATHI TpyJa IICPCOHAIA

I1K-4 CriocobeH pyKOBOIMTH MPOIIECCOM CKaHUPOBaHMs, BBOJIa M 00paOOTKH JaHHBIX B

CHUCTCMC JJICKTPOHH

Ooro apxmuBa

I1K-4.1

praBJ’IHeT ACATCIIbBHOCTBIO IO KOHTPOJIIO q)YHKI_II/IOHI/IpOBaHI/ISI, BBOJa U
06pa60TI(I/I JAaHHBIX B CUCTCMEC JJICKTPOHHOT'O AapXHUBa

[1K-4.2 Pa3pabartbiBaeT 10KanbHbIE HOPMATUBHBIE aKThI [10 BOIIPOCAM
OpraHMU3al1y NPOLECCa CKAHUPOBAHUS B CUCTEME JIEKTPOHHOI'O apXHUBa
[1K-4.3 Ocy1ecTBIIsIET CTPaTErMuecKoe IIaHHPOBAHNUE U IOCTPOEHUE

MIPOIIECCOB CKaHUPOBAHUS, BBOJA U 0OPaOOTKH JIAHHBIX B CUCTEME
AJIIEKTPOHHOTO apX1Ba




6. CTpykTypa u conep:xkanue npaktuxku/HUP

O6mas tpynoemkoctb npaktTuku/HUP cocraBnser 3 3auernbix equnui 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.

Ne
n/n

Paznensl (3Tansl) U coaepkaHue
MPaKTHKA

Cemectp

Buibl paboT Ha MpakTHKE,
BKJIFOYasi CAMOCTOSITEIBHYIO
paboty

Kopa xomnereHyu

IToaroToBUTEIBHEIN TAI

ITpocaymuBaHue MHCTPYKTaxa IO
TEXHUKE OE€30IIaCHOCTU, BBOJHOIO
MHCTPYKTaka 10 OXpaHe TpyJa H
TOTyIeHHE HHIUBUIYaIbHOTO
33JaHMs Ha MPAKTHKy B paMKax
TEMBI BBIITYCKHOM
KBaJIU(UKAIIMOHHON paboThI
(BKP)

VK-1.1, YK-1.2, YK-1.3, VK-
3.1, YK-3.2, VK-3.3, VK-4.1,
VK-4.2, VK-4.3, YK-4.4, VK-
4.5, YK-6.1, YK-6.2, YK-6.3,
VK-7.1, YK-7.2, YK-7.3, TIK-
1.1, TIK-1.2, I1K-1.3, T1K-2.1,
[IK-2.2, 1IK-2.3, I1K-3.1, TIK-
4.1, T1K-4.2, TIK-4.3

COop nmpakTHYECKOro MaTepuala
Juia Hantucanust BKP

C6op (akTHyeckoro Matepuaia
s npaktndeckod yactu BKP.
IIposepka TEOPETUIECKOr0
Marepuana Ha MpakTHKe.

VK-1.1, VK-1.2, YK-1.3, VK-
3.1, YK-3.2, VK-3.3, VK-4.1,
YK-4.2, VK-4.3, YK-4.4, VK-
45, VK-6.1, YK-6.2, YK-6.3,
YK-7.1, YK-7.2, YK-7.3, TIK-
1.1, IIK-1.2, TIK-1.3, T1K-2.1,
IK-2.2, TIK-2.3, TIK-3.1, TIK-
4.1, TIK-4.2, TIK-4.3

DopMynHpoOBKa
TpeIBapUTENBHBIX
pEeKOMEHIaui 1O HCCIeayeMOoun
npobieme

IIpoBenenne aHamu3a JOKYMEHTOB
0a3pl TNpPakTHKA W pa3padoTka
MIPOEKTOB JIOKYMEHTOB B paMKax
TEMbI UCCIICJIOBAHMUSL.

YK-1.1, VK-1.2, YK-1.3, VK-
3.1, YK-3.2, VK-3.3, VK-4.1,
VK-4.2, YK-4.3, YK-4.4, VK-
4.5, YK-6.1, YK-6.2, YK-6.3,
VK-7.1, YK-7.2, YK-7.3, TIK-
1.1, TIK-1.2, [1IK-1.3, T1K-2.1,
IK-2.2, 1IK-2.3, [1K-3.1, TIK-
4.1, T1K-4.2, TIK-4.3

[Ipemzamura BKP

ITogroroBka x mpemzammure BKP.
Odopmierne oTuéra o
MPEIIUITIOMHOM TPaKTHKE.

VK-1.1, YK-1.2, YK-1.3, VK-
3.1, YK-3.2, YK-3.3, VK-4.1,
YK-4.2, VK-4.3, YK-4.4, VK-
4.5, VK-6.1, YK-6.2, YK-6.3,
YK-7.1, YK-7.2, YK-7.3, TIK-
1.1, IIK-1.2, I1K-1.3, [1K-2.1,
IK-2.2, TIK-2.3, TIK-3.1, T1K-
4.1, TIK-4.2, TIK-4.3




7 OueHOYHBIC CpeACTBAa /AJsl IPOBeJeHUS] NMPOMEKYTOYHOM ATTECTALMH IO
npaktuxke/HUP
[TpencraBiensl B npuiioxxeHuu 1.

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

a) OcHoBHAas JIUTEpaTypa:

JlokyMeHTanmoHHoe obecnieueHue ynpasienus : yaeouuk / A. C. ['punbepr u ap. -
M. : IOHUTU-AAHA, 2011. - 1 anekrpon. ont. quck (CD-ROM). - 3ari. ¢ TuTy:1. 9KpaHa. -
(Yuebnas muTepatypa Jjist BeICII. u cpel. pod. o6pas.). - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2866 (nata oOparieHus:
14.01.2025). - MakpooObeKT. - Tekcr : ayeKkTpoHHbId. - CBelleHHs JoCcTyHbI Takke Ha CD-
ROM.

JlokyMeHTaIlmoHHOE o0ecrieueHue YIpaBiIeHUs Ha MPEANPUATUAX Pa3TUIHbBIX
OpraHMU3aIMOHHO-TIPABOBBIX (opM : yueOHoe nmocodue [ By3oB] / coctaButenu: C. C.
Benukanona, 1. B. Kamry6a ; Maruutoropckuii roc. rTexuudeckuii yH-T um. I'. M. Hocosa. -
Maruutoropck : MI'TY um. I'. U1. Hocosa, 2020. - 1 CD-ROM. - ISBN 978-5-9967-1816-0.
- 3aru. ¢ TuTya. 3Kkpasa. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2714 (nara obpaieHus:
14.01.2025). - MakpooObeKT. - TekcT : a5eKTpoHHbId. - CBeleHHs 0CTYIHBI Takke Ha CD-
ROM.

Anoxuna, C. A. KypcoBas paboTa no J0KyMEHTOBEICHHUIO, apXUBOBEACHHUIO,
OpraHM3allK U TEXHOJIOTHH JOKYMEHTAIMOHHOTO O0ECTIeueHus yIpaBieHus : yueOHo-
Meroaudeckoe mocooue / C. A. AnoxuHna, 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 (narta obpamieHus:
30.01.2025). - MakpooOBeKT. - TekcT : AeKTpOHHBIN. - CBeIeH s OCTYIHBI Takxke Ha CD-
ROM.

0) lonojiHUTe/ILHAS JIUTEPATypa:

JlokyMeHTalMoHHOe o0ecreyeHre YIPaBICHHs Ha IPEANPUATUAX PA3InIHbIX
OpraHU3aIMOHHO-TIPAaBOBBIX (popM : yueGHOe nocobue [ais By30B] / coctaButenu: C. C.
Benukanosa, U. B. Kamry6a ; Maruutoropckuii roc. texundeckut 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 (nara obpamieHus;:
25.01.2025). - MakpooOBeKT. - TeKcT : AeKTpOHHBIN. - CBeIeH s OCTYIHBI Takxke Ha CD-
ROM.

MecTtHoe camoyIpaBiieHHEe U MYHUIMIAIbHOE yrpaBieHue : yueOHuk / nmoa pea. A. C.
[Ipynuukosa, M. C. Tpodumosa. - 2-e u3a., nepepad. u gom. - M. : KOHUTU-IJAHA, 2011. - 1
anekTpoH. ont. auck (CD-ROM). - 3armn. ¢ Turyn. skpaHa. - (YueOHas qurepaTypa JUist BBICIL |
cpen. mpod. obpas.). - URL: https://host.megaprolib.net/MP0109/Download/MObject/2470
(mata obpamenus: 30.01.2025). - MakpooObekT. - Tekcr : 3nekTpoHHBIH. - CBeneHUs
noctymHbl Takxke Ha CD-ROM.

B) MeToauuyecKkue yKazaHus:
MeTtonudeckue pekoMeHAauu K 0OPMIICHHIO OTYETa M0 MTPAKTUKE



Ob6s3aTenbHON POPMOIT OTUETHOCTH CTYACHTA-TIPAKTUKAHTA SBJISIETCS MTMCbMEHHBIN

OTYCT.

OTtuér oopmitsieTcss B IeYaTHOM BUI€ B cOOTBeTCTBUU ¢ TpeboBanusmu [[OCT P
7.0.97-2016. HaumonanesHsiii cranaapt Poccuiickoit @enepanuu. Cucrema cTaHIapTOB 110
nHpopmanuu, OMOIMOTEUHOMY U U3JaTeIbcKOMY Jeny. Opranu3annoHHO-
pacrnopsanTenbHas JoKkyMeHTanus. TpedoBaHus K opopmIleHH 0 TOKYMEHTOB" (YTB.
[Ipukazom Poccranmapra ot 08.12.2016 Ne 2004-ct) (pexn. ot 14.05.2018).

OTtuér mevaraeTcs Ha CTaHJAPTHBIX Oelbix muctax Gopmara A4 (210 x 297 Mm) ¢
OJIHOM CTOPOHBI TUCTA. KaKIbIi TUCT TOKYMEHTA JOJKEH UMETH I0JIs1 HE MEHEE:!

20 MM — JIEBOE;

10 MM — nipaBoe;

20 MM — BEpXHEE;

20 MM — HUJKHEE.

Tekcrosiii pegaktop Microsoft Word, mipugt Times New Roman, keris 14,
MEXCTPOUHBIM nHTEpBal — 1,5.
Bropyto u Bce nocienyromniye crpaHuiibl oT4€ra HymepyroT. Homepa ctpanun
IIPOCTABJISIOT IOCEPEINHE BEPXHEro Mo ucta. A03aunbiil oreTyn (1,25 cm) u nepeHocsl
YCTAHABJIMBAIOTCS aBTOMATHUECKH.
CopepxaHue oT4eTa J0JKHO BKIKOYATh CIEAYIOIINE Pa3/Ielibl:
1. TUTYyIBHBIN JIUCT 1O YCTAHOBICHHOW (opme
2. ConepxaHue OTU€Ta C yKa3aHMEM CTPAHMUIL BCEX Pa3JIEoOB [0 YCTAHOBICHHON

dbopme

3. Xapakrepuctuka BKP (Tema, Hay4uHbIi pyKOBOIUTEND, LIE€b, OOBEKT, IPEIMET
UCCIIeIOBaHMsl, 3a/1a4k, 0a3a NPOBEJCHUS HCCIIEI0BaHUs, CTPYKTypa padoThl).

4. Kpatkoe conepxanue teoperudeckoit uactu BKP.

5. Onucanue NpaKTUYECKON YacTH UCCIIEJOBAHMUS.

6. PexoMenmanuu mo uccienyemMon mpoodieme.

CTYHCHTaM-HpaKTI/IKaHTaM PEKOMCHAYCTC Ha MPOTSAKCHUU BCEIro ICpUOaa
MPOXOKIACHUSA MMPAKTUKH BECTHU JHCBHUK ITPAKTUKU.

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

IIporpammHuoe o0ecnieuenune

HaunmenoBanue .
o Ne norosopa Cpox neicTBUS TUTIEH3UN
7Zip cB00OOTHO pacnpocTpansemoe [10 OeCCpOIHO
FAR Manager cB000HO pactpocTpansemoe 110 0OeccpoyuHO
Bpayzep Mozilla  [cBob6oaHO pacnpoctpansemoe 110 OeccpouHO
Bpayszep Yandex [cBobGomHO pacnpocTtpansemoe 110 0OeccpouHO
IIpodeccnonanbubie 6a3bl JAHHBIX 1 HHPOPMALMOHHbIE CIIPABOYHBbIE CHCTEMbI
HazBanme kypca Cchuika
Hudopmanmonnas cucrema - baHk TaHHBIX yrpo3 https://bdu.fstec.ru/?

Nudopmanmonnas cucrema - HopmMatuBHbIC MpaBOBHIS

https://fstec.ru/tekhnicheskaya

MexayHapoaHas pedepatuBHasi ¥ TOJHOTEKCTOBAS

https://www.nature.com/sitein

denepaabHBI 00pa30BaTEIbHBIN TOPTAT — DKOHOMHKA.

http://ecsocman.hse.ru/

DeKTpoHHBIE pecypcbl ondanoteku MI'TY um. .M.

https://host.megaprolib.net/M

Poccwuiickast 'ocynapcrBenHas 6ubnuoreka. Karajgorn

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

HanmoHansHass HHQOpMalMOHHO-aHAIMTHYCCKAs

URL:




| Denepanbroe rocynaperennoe 610KeTHOE | URL: http://www1.fips.ru/ |

| Dnexrponnas 6asa nepuoanueckux m3manuii East View | https://dlib.eastview.com/ |
9 MartepuajJbLHO-TeXHHYECKOe o0ecnieuenne npakTuku/HUP
MartepuaibHO-TEeXHUYECKOE 00€CIIeueHUe OpPraHU3allid Pa3IMYHbIX OpraHU3alMOHHO-
MpaBoOBbIX (HOPM TO3BOJISET B IOJHOM OOBEME pean30BaTh IMEIM M 3a/layd TMPAKTHKA U
c(hopMHUPOBATH COOTBETCTBYIOIINE KOMITICTCHITUH.




IIpunao:xenue 1

OIIeHO‘lHI)Ie cpeacrea IJIs NnpoBeACHUSA HpOMe)l(yTO‘lHOﬁ aTreCTanum mo
Hp0H3B0)ICTBeHHOﬁ - Hpe)l):[I/IHJIOMHOﬁ IMPaKTUKE

Bun aTTecranuu o uToraM mpakTUKHU — 3a4€T ¢ OIICHKOM, KOTOPBIA TPOBOAUTCS B (hopme
3am|Thl oTdeTa. Ilo WTOraM MpakTHKH IMPOBOAUTCS MTOroBas KOH(EpEHIHs, Ha KOTOpPOU
CTYJEHT 03BYYMBAET OCHOBHBIEC UTOTH, I10OJIyYE€HHBIE HA IPAKTHUKE.

Jlo wuToroBoil KoHGEpEeHLUHH CTYIEHT MpeNoCTaBlsgeT Ha Kadeapy Cleayrouue
JIOKYMEHTHI:

- IUCbMEHHBII OTYET

- IHEBHUK ITPaKTUKH;

- UHJUBU/yaJIbHOE 33/JaHUE;

- XapaKTepUCTHKA PYKOBOJUTENS MPAKTUKU OT OPraHU3alluyu C OLEHKO;

-1noJIHbIN (uepHOBOI) TekcT BKP;

-noknaza Ha npeazamury BKP.

IIpuMepHOe HHANBHAYATbHOE 32JaHHE HA IPOU3BOJICTBEHHYI0 IPAKTHKY:
L]env npoxosicoenus npakmuxu:

- W3y4eHHe ombITa paboThl B cepe NesATENbHOCTH, COOTBETCTBYIOIIEH HaMpaBICHHUIO
46.03.02 «/loxymMmeHTOBECHUE U apXUBOBEJICHUEY;

- U3YYEHHE OpraHU3allMd BCEX JTAloOB pabOThl C JAOKYMEHTaMH OT IOJYYCHHsS 0
apXMBHOT'O XPaHEHMsI B KOHKPETHOM YUPEXKJICHUHU;

- 3aKpeIUIeHUE U yriyOleHne TeOpeTUYECKON MOATOTOBKH, MPHOOPETEHNE TPAKTHUECKUX
HAaBBIKOB U KOMIIETEHIIUH, @ TAK)KE OIbITa CAMOCTOSITEIbHON MPOo(eCCHOHANBHON 1€ATEIbHOCTH
B 00JacCTM OpraHu3aldd U TEXHOJIOTMH JOKYMEHTAI[MOHHOTO OOEeCIeYeHHUsl YINpaBiICHUS U
apXHUBOBEICHMUS.
3aoauu npaxmuxu:

1. CdopmupoBaTh I1€0CTHOE MPEACTABICHUE O CTPYKTYpe MpeInpUaTusi, OCHOBHBIX
(GYHKLUAX TPOU3BOACTBEHHBIX, JKOHOMUYECKHX M YIPABIEHYECKUX MOAPA3ACICHUMN.
YMeTh aHaM3upoBaTh TOKYMEHTHI, COCTABIISIONINE OCHOBY YIPaBJIEHYECKOTO Mpoliecca.
YMeTh aHaNM3UpOBaTh IyTH MPOXO0KIAECHUS JOKYMEHTAIIMU B YIIPABIEHUYECKOM IIPOLECCE.
Hcnonp30BaTh pe3yiabTaThl IPAKTUKKU B CBOeH yueOHOU nedrenbHocTH B BY 3e.

a s~ wn

CDOpMPIpOBaTB HpO(l)eCCI/IOHaJ'II)HYIO KYJIbTYpPY cChnenuaaucTta 1o JOKYMCHTOBCIACHUIO U

apXHUBOBE/ICHMUIO.

6. ®opmHpoBaTh YMEHHME AaHATU3UPOBATh pPE3YJIbTaThl COOCTBEHHOM JEATENbHOCTH,
CBOEBPEMEHHO U KaYECTBEHHO OTUYUTHIBATHCS O PE3YJIBTATAX IIPAKTUKHU.
Bonpocvi, noonescawue uzyuenuio:

- H3ydenue  JOKaJIbHBIX  HOPMATUBHBIX  aKTOB  PETYIUPYIOIIUX  JIEATEIbHOCTH
MPENPUATHS, OpraHU3aUH, YIPEXKIEHUS, GUPMBI.

- H3ydyenue IOKanbHBIX HOPMAaTUBHBIX AKTOB PETYIMPYIOLIUX IEIONPOU3BOJACTBO Ha
NPENNPUITHH, B OpTaHU3AINH, YUPEXKIECHUH, PUpMe.

- Ananu3z paboyero MecTa KaHUEISIPCKOro pabOTHHUKA.

- OzHakomJIEHME C OpraHU3alHOHHO-PACIIOPSAUTENBHOW CHCTEMOW JOKYMEHTAlUU
OpraHu3aly, YUpeKJIeHUs, GUPMBI.

- IloaroroBka IpOEKTOB OPraHU3aLMOHHO-PACIIOPSAUTEIBHON JOKYMEHTALUH.

- Opranuszanus JOKYMEHTOOOOpPOTa B OpraHu3aluy, ydpexjaeHud, ¢upme. IlpaBuna

IIpHEMa, OTIPABKH, PErHCTPallMM KOPPECIIOHACHIIMM B OpraHM3alMUi. AHaIU3 Ipolecca



OpraHu3ali KOHTPOJISL UCIIOJHEHHs TOKYMEHTOB, OpraHu3anus padboThl HCIIOTHUTECH
C IOKYMEHTAMH.

- IlpaBuna <¢opmupoBaHus naed, NOPSIAOK OpraHU3alU{ ONEPATHBHOTO XPAaHCHHS
JIOKYMEHTOB.

- llpaBuna ¥ MNOPAOOK CO3J4AHUSA W BEICHUS HOMEHKIATYpbl J€JI OpraHu3aluud u
CTPYKTYPHBIX IIOIPa3ACICHUN.

- Wzyuenme u peanmzanus npaBwil OoQOpMIICHHS €1 W TepeAayd Jell Ha apXUBHOE
XpaHEHHUE.

- CocraBieHue HOMEHKJIATYPbI Al

- OdopmiieHue aen s apXUBHOTO XPAHCHHUS.

- OdopmiieHue BHYTPEHHHUX OMHCEH U JIMCTOB-3aBEPUTEINICH JeI.

- llepenaua gen Ha apXHUBHOE XpaHEHUE.

- BrimonHeHue oneparuii Mo oCyIecTBICHUIO padOThI JICKTPOHHOTO apXHUBa
opranu3zaiuu, B ToM uucie B COJI.

- OcyiecTBiieHHE XpaHEHUs, KOMIUJIEKTOBAHHUS, YUE€TA U UCIIOJIb30BAHUS APXUBHBIX
JIOKYMEHTOB:
1) opopmiieHre JOKYMEHTOB 110 UTOT'aM SKCIEPTU3bI IEHHOCTHU (TIPOTOKOJIBI 3aCEAaHUS
DK, aKThI O BBIJICIICHUH IOKYMEHTOB K YHUUYTOKEHUIO U T.1I.);
2) BeJIcCHHE YYETHBIX JOKYMEHTOB apXuBa (KHHUTa MMOCTYIJICHHUH, CTUCOK (POHJIOB, TUCT
doH1a, apXUBHBIX OMUCEH, /1eno (GOH/Ia, TACTIOPT apXKBa, NACTIOPT APXUBOXPAHUITHINA 1
T.1.);
3) cocTaBICHUE aKTOB ITPOBEPKH HATMYHS M COCTOSTHUS JIET,
4) co3nanue, nonoiHenue u copepuiencrsoBanue CHCA apxuBa (onucanue JOKyMEHTOB
U JIeTI, KaTaJloToB, MyTeBOAUTENEH, 0030pOB, yKa3aTenel, nepeuHeit u 6a3 JaHHbBIX);
5) CopeiicTBHE UCTIONB30BAHUIO JOKYMEHTOB apXHBa:
a) UCIIOJIHEHHUE 3arpocoB (0hopMIICHHE apXUBHBIX CIIPABOK, ApXUBHBIX KOIHUH,
ApPXMBHBIX BBITTUCOK, HG)OPMAIIMOHHBIX TTUCEM);
0) BBIJIa4a MOIJTHHHBIX JOKYMEHTOB U JIETT;
B) MyOJIMKAIMs apXUBHBIX IOKYMEHTOB;
') OpraHu3aIvs BHICTABOK;

) UCHOJb30BaHME JOKyMeHTOB apxuBa B CMMU (mepuoauueckas 1eyarts,
panuonepenadn, TEIEBUACHHUE) U T.1I.
IInanupyemvle pesynbmamsl NPAKmMuKu:
- TMOATOTOBKAa PEKOMEHJAIUMIl MO YCTPAaHEHUIO WM MHMHHUMH3ALMHM BBIABICHHBIX MpPOoOJeM
(pekoMeHaluKl  JIOJDKHBI  OBbITh  OOOCHOBAaHHBIMHU, T.€. COMNPOBOXKIATHCS CCHUIKAMHM Ha
COOTBETCTBYIOILIME HOPMATUBHO-IIPABOBBIE aKTHI U T.I1.);
- IOATOTOBKA BBIBOJIOB O JIEATEIBHOCTH MPEINPUITUN WM OpraHu3alui, B cepe MpaKTHIECKUX
PEKOMEH 1Al IO COBEPIIEHCTBOBAHUIO OPraHU3aLMOHHBIX U IOKYMEHTAIMOHHBIX aCIEKTOB MX
JeSITEIbHOCTH;
- olleHKa 3()()eKTUBHOCTHU MPOEKTOB U MPOrPaMM IO COBEPIIEHCTBOBAHUIO JOKYMEHTAIIMOHHBIX
MPOLIECCOB U MPOLIECCOB APXUBHOIO XPaHEHUS TOKYMEHTOB, BHEAPSEMBIX Ha MPEIIPUITUAX;
- OIIGHKA Ka4ecTBa YIPABICHUECKUX pelIeHn B cepe opranuzanuu u rexuonorun JJ0Y,
apXMBOBEICHUS,
- myOJIMYHas 3alIUTa CBOUX BBIBOJIOB U OTYETA MO MPAKTHUKE;
- cucTeMaru3anus M 0000LIeHMe MaTepuaia A HaluCaHWs KYpPCOBBIX paboT H

BBIIMTYCKHON KBaTM(PUKAIIMOHHOMN paboThI

Pykogooumenv npakmuku om opzanuszayuu/npeonpusmus OoPOPMISIET XapPAKTEPUCTUKY U
BBICTABIET JU(PPEPEHIIMPOBAHHYIO OLEHKY CTYACGHTY B JOKYMEHTaX, IpEACTaBIIEMbIX



CTyAEeHTOM Ha Kadenpy. IIpu BeICTaBIEHUHN OLEHKH PYKOBOAMTENb MPAKTUKU OT OpraHU3aLUuu
NPEJCTaBISIET OT3BIB O PA0OTE CTYIEHTA MO CIEAYIOLIeMY IUIaHy:
- CPOKH IIPOXOKICHUS NIPAKTUKU;
- IIOJIHOTA U3Y4YEHUS BCEX BOIIPOCOB, IIPENYCMOTPEHHBIX IIPOrPAMMOMN IIPAKTUKH;
- IIPOSIBJIICHUS CTYJICHTOM CaMOCTOSITEIIbHOCTH, aKTUBHOCTH, TBOPYECKOI'O MOIX01a
K pabore, TUCUMUIUIMHUPOBAHHOCTH;
- ydacTHe CTyZAEHTa B TeKylled pabore npennpuatus (OpraHu3aluu), pelieHus
3ajad4;
- TPYAHOCTH, BO3HHUKIINE B XOJI€ IMPOXOXKICHUS NMPAKTHKH (MPOdhecCHOHANIbHBIE,
JMYHOCTHBIE, IUCHUIUIMHAPHBIE).
- 3aMevaHus ¥ MOXKEIaHUs BRITyCKAroIeH Kadeape Mo OpraHu3alnu, CoIep:KaHHIo
Y YPOBHIO IOJAIOTOBKY CTYJICHTA.
- PykoBoauTenp mpakTHKOW OT opraHu3anuu. J{OMKHOCTH, (haMuuns, TOAIHKCH,
11e4arTh.

ITo uToram npakTUKU CTYyIEHTY B 3a4€THYIO KHWKKY PyKogooumenem npaKmuku om
Kaghedpur BicTaBnsseTcs AU PepeHIpoBaHHAasE OTMETKA 33 MPOU3BOJCTBEHHYIO MPAKTUKY IO 5
0anbHOM cHCTeME: «HEYI0BIETBOPUTEIBHOY, «YA0BIETBOPUTEIBLHOY, «XOPOIIO», KOTIUYHOY.

OneHka pyKOBOIUTENS MPAKTHKH OT Kadeapsl MOXKET OTJIMYAThCS OT OICHKH,
BBICTaBJICHHON PYKOBOJAUTENIEM MPAKTUKHA OT OPraHU3aLHH.

PykoBoauTenu npakTUKH BBICTABIISIOT OLIEHKU B COOTBETCTBUU C KPUTEPHUSAMHU,
npeacraBieHHbiMUA B Tabmunax 1, 2.

Taonuua 1
Kputepun oneHk#, BbICTABJISIEMOH PYKOBOAUTEEM MPAKTHKH OT OPraHU3auu
Ouyenka Kpumepuu oyenku
OTIMYHO CTyIeHT CBOEBPEMEHHO M Ha BHICOKOM YPOBHE BBIITOHHII BEChH

HaMEYEHHBII TPOrpaMMOl MPaKTUKU 00BbEM pabOThI; MPOSBIISI
CaMOCTOSATENIBHOCTb, MHULIUATUBHOCTD B peLIeHun
IIPOU3BOJICTBEHHBIX BOIIPOCOB.

Xopomo CTyneHT CBOEBPEMEHHO M Ha JOCTaTOYHOM YPOBHE BBIITOJIHUII
BEChb HAMEUEHHBIM MporpaMMoil MNpakTUKU OO0OBEM pabOTHI
(oOs3aTenbHYI0 M JIOTIOJHMUTEIBHYIO YacTH); HO HE Bcernaa
MPOSIBIIST CAMOCTOSITEIBbHOCTh M MHUIIMATUBHOCTH B PEIICHUH
MIPOU3BOJICTBEHHBIX BOTIPOCOB.

Y 10BIETBOPUTENBHO CTyzneHT CBOEBPEMEHHO U Ha JAOCTATOYHOM YPOBHE BBIIIOJIHUII
BECh HaMEUEHHBIH MNpOrpaMMON MpPaKTUKH O00BEM pabOTHI
(00s13aTENbHYIO U JIOTIONHUTENBHYIO YacTH); HO HE IMPOSBIISUI
CaMOCTOSITEIBHOCTh ¥ MHUIMATUBHOCTh MU  JOIYCKal
OTJIeNIbHbIE OLIMOKHU B PEIIEHUH ITPOU3BOJICTBEHHBIX BOIIPOCOB.

HeynosnerBoputensHO CrygeHT  HE  BBINOJHWI  OPOrpaMMy M TPOSBHI

0€30TBETCTBEHHOE OTHOIIICHHUE K ITIpaKTUKE.




Tabauua 2

Kpurepun oneHk#, BbICTAB/IsIEMOH PYKOBOAMTE/eM NPAKTHKH OT YHHMBePCUTETA

Ouenka

Kpumepuu OUECHKU

O1inyHo

CTyneHT B CPOK M B MOJHOM OOBEME BBINOJIHWI MPOrpaMMy
IIPAKTHUKH, CBOEBPEMEHHO IIPEIOCTABUII OTUYETHYIO
JOKYMEHTAlio,  O(QOpPMIICHHYIO B  COOTBETCTBHH  C
TpeOOBaHUSMH HACTOSAIIMX METOJIUYECKUX PEKOMEHIALNH.
OtuérHass [OKyMEHTalMsl OTpa)kaeéT BBICOKMM  ypPOBEHb
TEOPETUYECKOU U NIPAKTUYECKOU ITOATOTOBKH CTYZACHTA.
OTmeTka  pyKOBOZMTENsI NPAKTUKM  OT  OPraHU3alUU —
«OTJINYHO» WJIN «XOPOLLIOM.

Xopoltiio

CTyneHT B CPOK M B IOJHOM OOBEME BBINOJIHUI MPOrpaMMy
IIPaKTHKH, CBOEBPEMEHHO IIPEAOCTaBUII OTYETHYIO
JOKYMEHTaluio,  O(QOpPMIICHHYIO B  COOTBETCTBHH  C
TpeOOBaHUSAMU HACTOSIIMX METOJUUYECKUX PEKOMEHIAIIH.
OtuérHass NOKyMEHTalUs OTpakaeT JOCTATOYHBIM YpPOBEHb
TEOPETHUYECKOU U NMPAKTHYECKON MTOATOTOBKH CTYACHTA.
OTmeTka pyKOBOOUTENIA OT OpraHU3alud — «OTJIIMYHOY,
«XOpOILO» UIH «yJOBJIETBOPUTEIHLHON.

Y,Z[OBJ'IGTBOPI/ITGHBHO

CTylIeHT B CPOK U B IOJHOM O0BEME BBIMOJIHUI MPOrPaMMy
IIPAaKTUKH, CBOCBPCMCHHO npeaocCTaBuiI OTLIéTHYIO
JOKYMEHTAIMio,  O(QOPMIICHHYIO B  COOTBETCTBHH  C
Tpe60BaHI/I5[MI/I HACTOAIINX MECTOANYCCKUX peKOMeHHaHHﬁ.
OtuérHass JTOKyMEHTalUs OTpakaeT JOCTATOYHBI ypOBEHb
TEOPETUYECKON W TPAKTUYECKOH TOJArOTOBKU CTYJCHTa, HO
COINCPXKHT PN HEAOYETOB IO  COJEPYKAHHWIO  W/WIH
odopMmIIeHHIO.

OTMeTKka pPYKOBOAMTENS OT OPTaHU3aIlMH — «XOPOIIO» WIIH
«yJIOBJICTBOPUTEIIBHOY.

HeynosnersopurensHo

CrynaeHT He B CPOK W/WIM HE B TOJHOM OOBEME BBITIOIHUII
MIpOrpaMMy MpPaKTUKW; W/WIM HECBOEBPEMEHHO IpPEAOCTaBUII
OTUYETHYIO JOKYMEHTAIMIO; W/WIN A0NYCTUI IrpyOble OMMOKH B
oopmieHnn OTYETHON JOKYMEHTAIMH.

OtmeTka PYKOBOOUTENS oT OpraHM3aIH —
«yZOBJIETBOPUTEIILHO» NN «HEYOBIETBOPUTEIBHOY.

Ecmu  onenkw,

BBICTABJICHHBIC PYKOBOAHUTCJIEM IIPAKTUKH OT OpraHu3anuuun H

PYKOBOAMTENEM MPAKTUKU OT YHUBEPCUTETA, HE COBIMAJIAIOT, TO MOCIEAHHI 0OOCHOBBIBAET CBOIO

OIIEHKY Ha TUTYJIbHOM JINCTE OTUETA.

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

00y4YEHMIO U YYUTHIBACTCS NIPU MOJBEIEHUH UTOTOB OOIIEeH yCIIeBaeMOCTH CTYCHTA.
[Ipy HEBBINMOJIHEHUH TPOTPaMMBbl y4eOHOW MPaKTHKH 0€3 yBaXHUTEIbHOH MpPUYHHBI,

HapyLICHUs. TPYJOBOM JMCHUMIUIMHBI CTYAEHT OTCTpaHseTCs OT NpPaKTUKU; ero paborta

NpPU3HAETCS HEYIOBJICTBOPUTEIBHOM; CaM CTYJCHT CUYUTAETCS HE BHIMOJIHUBIINM YYE€OHBIH TJIaH.

CryneHt He gomyckaercs K npeazammure BKP.



CryneHT, HE BBINOJHHUBIIUNA NPOrpaMMy MpPAKTHUKUA IO YBAXKUTEIBHON NpPUYMHE,
HAIpPAaBIISETCS Ha MPAKTUKY BTOPUYHO B CBOOOAHOE OT yu&Obl BpeMsl.
Ipuioxkenne 2

MeToanyeckue peKOMeHAANHHN K 0(pOPMIIEHUIO 0TUYETA M0 MPAKTHKE

O06s13aTeNnbHON POPMOIT OTUETHOCTH CTYJEHTA-IPAKTUKAHTA SBIISETCS MMCHbMEHHBIN
OTYerT.

Otuér odopmisercs B TeYaTHOM BHJE B COOTBETCTBUU C TpeOOBaHUIMU
I'OCT P 7.0.97-2016. Hanwuonanwsubiii ctanmapt Poccuiickoit ®enepanuu. Cucrema
CTaHJapTOB 1o HHpopManuu, OUOIMOTEYHOMY M H3AAaTeNbCKOMY neny. OpraHu3zalioHHO-
pacriopsiauTenabHas JoKyMmeHTauus. TpeOoBanuss K OQOpMIECHHIO JTOKYMEHTOB" (yTB.
[Ipuxazom Poccranmapra ot 08.12.2016 Ne 2004-ct) (pen. ot 14.05.2018).

OTtuér meyaraercs Ha CTaHIAPTHBIX OenbIX Jmcrax ¢popmara A4 (210 x 297 mm) ¢ ogHOM
CTOPOHBI JincTa. KaXkIblil TUCT TOKyMEHTa JOKeH UMETh TI0JIsl HE MEHee:

20 MM — JIEBOE;

10 MM — npaBoe;

20 MM — BepxHee;

20 MM — HUXKHEE.

TexcroBeiii  pemakrop Microsoft Word, mpudr Times New Roman, xeris 14,
MEXCTPOUHBIN nHTEpBa — 1,5.

Bropyto u Bce mocnenmyromme CTpaHUIBI OT4éTa HyMepyroT. Homepa crTpaHuIl
IPOCTABISIOT MOCEPEANHE HIDKHEro moiisi ymcTta. A63amsbiii otceryn (1,25 cM) u mepeHOCH
YCTaHABIIMBAIOTCS aBTOMATHUECKH.

ConepmaHHe 0TUCTAa JOJIPKHO BKIHOYATH CIACAYIOIUC pa3aCiIbl:

1. TurynbHBIH JTUCT 11O YCTaHOBIEHHOU opme
2. Conepkanre OTYETA C YKa3aHHWEM CTpaHUI] BCEX Pa3/IesioB MO0 YCTaHOBJIECHHOU dopme
3. BBenenue (xapakTepuCTHKa JAEATEIBHOCTH MPEANPUATHS, OpraHu3alld, YYpexkaAeHus,
¢upmbl — 0a3bl MPAKTUKH; ONMUCAHUE CTPYKTYpbI 0a3bl MPaKTUKW; MOJApa3esieHus, T1e
OPOXOAWIM MPAKTUKY; OINUCAaHHWE JOJDKHOCTM W (YHKUMH JUIa, SBJISBIIErocs
HAaCTaBHUKOM B IPOLIECCE POXOKACHUS MPAKTUKH )

4. AHanu3 JOKaJbHBIX HOPMATHMBHBIX AaKTOB PEryJIUPYIOIIMX IPOLIECCHl, HM3ydyaeMble B
pamkax tembl BKP.
5. PackpbITh OCHOBHOE COJIEpKaHKE IEATEbHOCTH Ha MPAaKTUKE B paMkax TeMbl BKP:

- H3ydeHue  JOKaNbHBIX HOPMATHUBHBIX  aKTOB  PETYIUPYIOIIHUX  JEATEIbHOCTh
MPEIPUATHSI, OpTaHU3AIUH, YIPEXKICHUS, GUPMBI.

- H3ydyeHue 5OKanpHBIX HOPMATHBHBIX AKTOB PETYIHMPYIOIIUX JEJIONPOU3BOJICTBO Ha
PEINPUATHH, B OpTaHU3AINH, YUPEKISHUH, PrpMme.

- Ananm3 paboyero Mecrta KaHIeJIIpCKOro pabOTHHUKA.

- OsHakoMJICHHE C OpraHU3alMOHHO-PACIIOPSIUTEIHPHON CHCTEMON JIOKyMEHTalluu
OpraHu3aly, YUpeKIeHUs, GUPMBI.

- TloaroToBka MpoOEKTOB OpraHU3aAIMOHHO-PACTIOPSTUTEIBHON TOKYMEHTAIIUY.

- OpraHm3arus JOKYMEHTOOOOpOTa B OpraHu3anuu, ydpexiacHun, (upme. IIpaBuia
npreMa, OTTIPaBKH, PErHCTPAIlH KOPPECTIOHACHIIMM B OPTaHU3alMi. AHAIH3 Tpolecca
OopraHu3ald KOHTPOJIA UCIOJHCHUA JOKYMCHTOB, OpraHu3aliusa pa6OTI)I HUCIIOJTHUTEIIEH
C JIOKYMEHTaMHU.

- IlpaBuna ¢opmupoBaHus e, TOPSIAOK OpraHW3alUU ONEPATHBHOTO XpaHCHHS
JIOKYMEHTOB.



- IlpaBuna w mMOpPAJOK CO3MaHUS M BEIEHUS HOMEHKIATYpbl JeNl OpraHu3alud H
CTPYKTYPHBIX IOJIpa3aesieHUH.

- CocraBieHHEe HOMEHKJIATYPBI Ae]

- UMsyuenwe u peanuzauus mnpaBuwil OoQOpMIICHHS €Nl U Tepefaud Jell Ha apXUBHOE
XpaHEHUeE.

- Odopmienue nen st apXUBHOTO XPaHEHHS.

- OdopmiieHre BHYTPEHHUX ONHUCEH U JIMCTOB-3aBEPUTEIICH JIeT.

- Ilepenaua nen Ha apXUBHOE XpaHEHHE.

- BrimonHenue oneparuii Mo OCyIIECTBICHUIO pabOTHI YJIEKTPOHHOTO apXHBa
opranu3zaiuu, B ToM yucie B COJI.

- OcymiecTBieHUE XpaHEHHsI, KOMIUJICKTOBaHMSI, y4€Ta U UCIIOJIb30BAHUS apXUBHBIX
JIOKYMEHTOB:
1) opopmiieHrEe JOKYMEHTOB 110 UTOTaM SKCIEPTU3bI IEHHOCTHU (TPOTOKOJIbI 3aCEAaHUS
OK, aKkThI 0 BBIJICIIEHUHN JOKYMEHTOB K YHUYTOXKEHUIO H T.1I.);
2) BeieHUE YYETHBIX JOKYMEHTOB apXHBa (KHHUTa MMOCTYIUICHHH, CITUCOK (POHIOB, JINCT
¢doHIa, apXUBHBIX OMHUCEH, eno (HoH/Ia, MACIOPT apXUBa, MACTIOPT APXUBOXPAHIIIUIIA U
T.1.);
3) cocraBieHHE aKTOB IPOBEPKU HAIMYUS U COCTOSHUS JIEIT;
4) co3nanue, nonojHenue u copepuiencrsoBanue CHCA apxuBa (omrcanue J0KyMEHTOB
U JIeTl, KaTaJloroB, IyTeBOAUTENEH, 0030pOB, yKa3zaTenel, nepeyHeit u 6a3 JaHHbIX);
5) CopeiicTBHE UCTIONB30BAHUIO JOKYMEHTOB apXHBa:
a) UCIIOJIHEHHUE 3alpocoB (0hOopMIICHHE apXUBHBIX CIIPABOK, APXUBHBIX KOIMHUH,
ApXMBHBIX BBINHACOK, NHPOPMALIMOHHBIX TIHCEM);
0) BBIJIa4a MOIJTUHHBIX JOKYMEHTOB U JIETT;
B) MyOJIMKAIMs apXUBHBIX IOKYMEHTOB;
') OpraHu3alus BbICTaBOK;
J) UCHOJb30BaHME JIOKyMEeHTOB apxuBa B CMMW (mepuoguueckas mnedarsb,
panuornepenayuu, TeJIeBUICHUE) U T.JI.

6. 3aximoueHue (BBIBOJ O MPOJEIaHHON paboTe, YCIIEXH U HeyJauu, KaKue 3HAaHUS U YMEHUS
HNPUTOJUIIUCH, YTO CJIENOBAJIO M3YYUTh CaMOCTOSITEIbHO, NOTPEOHOCTh OpPraHU3alMHM B
CHenuajucTax Io0 JOKYMEHTOBEIEHHI0O U apXMBOBEJICHHUIO, CaMOaHalU3 BallMX
npo¢eCCHOHATBHBIX Ka4yeCTB, JIMYHOCTHBIM POCT, POJIb MPOJETaHHOM BaMu paboTHI B

JeSITEIbBHOCTH OpraHU3alun).
[Tpunosxenus (makeT T0KyMEHTOB, pa3padOTaHHBIX CTYAEHTOM B paMkax Tembl BKP).



