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I[Tporpamma npaktuxki/HAP cocrasnena Ha ocHoBe PI'OC BO - GaxanaBpuar 10
HampaBjieHHi0 1OarotoBku 46.03.02 JIoKyMEHTOBEJGHHE M apXHBOBEICHHE (IIpHKa3
Muno6prayku Poccuu ot 29.10. 2020 1. Ne 1343)

IMporpamma mpaxtuka/HAP paccmoTpena u omoOpeHa Ha 3acefaHuu  Kadempsl
[Tenaroruueckoro obpa3oBanus 1 noxymeHTonenean
23.01.2026 mpotoxoin Ne7
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JIner akTyaau3anuu NporpaMmbl

[Iporpamma nepecMoTpeHa, o0cysxaeHa u ogodpeHa i peanuzanuu B 2027 - 2028 yuebHOM
rojay Ha 3acemanuu Kagenpsl Ilemarormueckoro o6pa3oBaHus U TOKYMEHTOBEICHUS

[Iporokonm ot 20 1. Ne

3aB. kadeapoii C.C. Benukanosa

[Iporpamma nepecMoTpeHa, 00cyxaeHa u oodpeHa st peanusanuu B 2028 - 2029 yyeOHoM
roay Ha 3acefanuu kadenpsl Ilegarornyeckoro o6pa3oBaHus U JOKYMEHTOBEICHUS

[Iporokonm ot 20 1. Ne

3aB. kadeapoii C.C. Benukanosa

[Iporpamma nepecMoTpeHa, o0cyxacHa u ogo0peHa st peaausamnun B 2029 - 2030 yueOHOM
roay Ha 3acefanuu kagenpsl [legarornyeckoro o0pa3oBaHUs U JOKYMEHTOBEICHUS

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

[Iporpamma nepecmotpena, odcyxaeHa u ogoopena aist peanmu3anuu B 2030 - 2031 yueOHOM
roay Ha 3acefanuu kKagenpsl [legarornyeckoro o0pa3oBaHUS U JOKYMEHTOBEICHUS

[Iporokonm ot 20 1. Ne

3aB. xadenpoit C.C. Benukanosa

[Iporpamma nepecmMoTpeHa, oocyxaeHa u ogoopena st peanusanuu B 2031 - 2032 yueOHOM
roqay Ha 3acefanuu kadgenpsl Ilegarornueckoro oOpa3oBaHus U JOKYMEHTOBEICHUS

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




1 Heau npaktuxku/HUP

[emsamMu mpou3BOACTBEHHON — MPEAAUIIIIOMHOM MPAKTUKH 10 HAMPABJIEHUIO ITOATOTOBKU
46.03.02 [JokyMEeHTOBEACHUE U apXUBOBEJICHUE SBIISIOTCS:

— cOop HEOOXOAMMOro MaTepuaia JJisi BBIMOJHECHUS BBITYCKHON KBATH(DHUKAIIMOHHOM
paboTHI;

— pa3paboTKa MPeII0KEHUH TT0 COBEPIIIEHCTBOBAHUIO COCTOSHUS BBIOPAHHOM B KAUECTBE
00BeKTa Hccae0Banus chepbl JOKYMEHTAMOHHOTO 00ECTICYeHNUS YIIPABICHUS.

[IpenouruioMHas MpakTUKa MPOBOAUTCS B (opMe TMPAKTUKA TI0 TOTYyYEHHUIO
npodeccCHOHATBHBIX YMEHUH W ombiTa MpPO(EeCCHOHANBHON  ACSITETbHOCTH, HAyYHO-
UCClieIoBaTeNbCKas paboTa, TBOpUECKas MPaKTHKA.

2 3apaun npaktuku/HUP

3ajayaMy IPOU3BOACTBEHHOMN — MPEAJUILIOMHOMN TPAKTUKU SIBIISIFOTCS

— ydacTM€ B TEOPETUYECKHMX pa3paboTkax B O00JAaCTH JTOKYMEHTOBEACHHS U
apXHUBOBEJICHHS;

— aHanu3 WH()OPMAIMOHHBIX IMOTOKOB M WH(GOPMAIMOHHOTO B3aUMOJICHCTBUS B
OpraHu3alnu;

— aHAJIN3 MOTPEOHOCTEH B OTICPATUBHOM M PETPOCTICKTUBHOM HH(OpMALIHH, OTIpEAcIICHUS
METOJIOB U CIIOCO0O0B UX yJIOBIETBOPEHMUSI;

— yyacThe B IPUKIAJHBIX pa3paboTKax IO CO3JaHUI0 CHCTEM JOKYMEHTAI[MOHHOTO
obecrieueHrs ynpaBlieHUs, YHHU(DHUKAIINKN, CTaHIAPTU3AINNA JOKYMEHTOB, a TaKXXKe B 00JacTH
apXMBHOTO JIEJIa;

— yyacTHe B pa3palOTKEe aBTOMATU3UPOBAHHBIX CHUCTEM JIOKYMEHTAIIHOHHOTO
oOecrieueHrs yNpaBlIeHUS M apXHBHOTO Jelia Ha CTAAMsIX MOCTAHOBKH 33/1a4Ml M OICHKU HX
MIPUMEHEHHUS B YCIIOBUSX KOHKPETHOW OpraHU3alllu;

— ydacTHe B pa3palOTKEe HOPMATHBHO-METOJMYECKHX JIOKYMEHTOB, aKTOB (TIpaBHII,
MepeyHel JJOKYMEHTOB, IMOJIOKCHHM, WHCTPYKIUH, KiIaccu(GuKaTopoB, Tabesel MPUMEHSIEMBIX
($hopM TOKyMEHTOB H Jp.) MO JOKYMEHTAIIHOHHOMY OOCCIICUCHUIO YIIPABIICHUS W apXUBHOMY
Aey;

— y4acTHe B TyOJIMKAIMOHHON ACSITEIIbHOCTU U BBICTABOYHOU paboTe;

— IOATOTOBKA CIIPABOYHO-TIOUCKOBBIX CPEJICTB;

— cocTaBlieHuEe pedepaTroB U cozgaHue OuOiaMorpaduu Mo TEMaTHKE MPOBOIUMBIX
HCCIICIOBAHNH;

— y4acTHe B COCTABJIICHMM OTYETOB IO HAYYHO-HCCIEIOBATEIBCKONM M METOIMYECKON
pabore.

3 Mecto npaktukun/HUP B cTpykType 00pa3oBaTe/ibHOIM POrpaMmMbl
Jns  npoxoxnenuss npaktuku/HUP HeoOxoaumbl 3HaHus (YMEHHUs, BiaJleHUs),
c(OpMUPOBAHHBIE B pe3yIbTaTe U3yUEHUS TUCITUILINH/ IPAKTUK:
VYrpaBieHue 4e0Be4eCKUMH PeCypcaMu
OCHOBBI TOKyMEHTOBEACHUS
JlokyMeHTalmoHHOe 00ecreyeHre rocy/1apcTBEHHOI0 yCTpoicTBa B PO
OcCHOBBI apXUBOBEJICHUS
Benenue B nmpodeccuto
CoBpeMeHHas opranu3anus rocy 1apCTBEHHbIX yupexaeHnil Poccnn
ApXHUBOBEIEHUE
ApXHUBBI 10 TUYHOMY COCTaBY
KonduaennuanibHoe 1eT0TpOru3BOICTBO
Opranu3anys 1 TEXHOJIOT U TOKYMEHTAllMOHHOT0 00eCTIeYeHNUs YIPaBICHUs
[TpakTHKyM IO COCTAaBIEHUIO U O(POPMIIEHUIO CITYKEOHBIX JOKYMEHTOB



TexHuyeckue cpeacTBa ynpaBieHUs B JOKYMEHTAIMOHHOM O0eCIeYeHUH YIIPaBICHUS U
apxXuBax

JenoBas nepenucka

HudopmaninonHoe odecrieueHIe ypaBIeHUs

KanpoBoe nenonpousBoacTBo

[IpoexkTupoBaHue yrnpaBiIeHYECKON JOKYMEHTAIIUN OpTraHU3aII1

JlokyMeHTalmoHHOE 00ecrieueHre aIMUHUCTPaTUBHBIX OTHOLIEHU B PD

JlokymMeHTaImoHHOE 00ecTIeueHnEe TPaX IaHCKUX OTHOIICHHH B PD

JloKkyMeHTalmoHHOE 00€ecIIeYeHE TPYAOBbIX OTHOLLIEHUH B PO

Kaaposas nonurrka

JloKkyMeHTHas TMHIBUCTHKA

JlokymeHTOBEIeHNE

IIpaBoBeneHue

JIoKyMEeHTHpOBaHUE AEATEIIbHOCTH HErOCYJapCTBEHHBIX OpraHu3alui

Opranu3zanus padoThl ¢ 00palleHUusIMHU IpakIaH

[Tpon3BoCTBEHHAS - TPAKTUKA O MOJYYSHHIO MPO(HECCHOHATBHBIX YMEHHUIA U OIBITA
npodeccCHoHATLHOM ACSITETLHOCTH

IIponBr>KeHNE HAYYHOU POLYKLIUU

JloKkyMeHTalMoHHOEe 0OecieueHue AesITeIbHOCTH OPraHOB MECTHOI'O CAaMOYIIPaBJICHUS U
MYHULUIATBHBIX OPraHU3aI1i

[IpoekTHass AEATENBHOCTh IO JOKYMEHTALMOHHOMY OOECHEUEHUIO YIpaBJICHUs
opraHu3anuen

AJMUHUCTPUPOBAaHKE PAOOTHI C IEPCOHANBHBIMU JAHHBIMU

DJEeKTPOHHBIE apXUBHBIE JIOKYMEHTHI

O06paboTka u 3anmTa JOKyMEHTHPOBaHHOW HH(OpMaIHH

3HaHus (YMeHWMs, BJIAJCHUs), MOIy4YEeHHBIE B Mpoliecce MpoxoxkaeHus npakruku/HUP
OyAyT HEOOXOUMBI JUIsl U3yUEHUS TUCLUILIIMH/TIPAKTHK:

[TonroroBka K cjaue ¥ caya rocy1apCTBEHHOT0 IK3aMEHa

4 Mecto npoBenennst npakruxku/HUP

[TpakTuka npoBoauTcs Ha Oa3ze opraHuzanMid Jr000M OpraHM3alMOHHO-IIPABOBON
¢dopmbl. CTyieHTHI 3a04HOI (hOpMBI 00YUEHHUS MIPOXOIAT MPAKTUKY B OPraHU3alUAX MO MECTY
TPYJOBOM IE€ATEIBHOCTH.

[TpakThKa MOXET IPOBOANUTHCS B CTPYKTYPHBIX MOAPA3IEICHUIX OPraHU3aLUN.

JUis nui; ¢ orpaHUMYEHHBIMM BO3MOXKHOCTSIMHM 3/I0POBbSI BBIOOp MECT IMPOXOXKJICHHS
MPAKTHUK JI0JKEH YUYUTHIBATH COCTOSTHHUE 370POBbS U TPEOOBAHNUS 110 JOCTYITHOCTH.

Cnoco0 nposenenus npaktuku/HUP: ner
[Tpaktuka/HUP ocymiecTisieTcss JUCKPETHO

5 Komnerenuuu odyuyaroierocsi, opMupyembie B pe3yabTaTe NPOX0KACHU S
npaktuxku/HUP u nnanupyemsble pe3yabTaThl 00yUeHHs

B pesynbraTte mnpoxoxxaeHus mnpaktuku/HUP oOyuaromumiicss nomxkeH o0maaaath
CJIEYIOIUMU KOMIIETEHLIUSIMU:

Ko nnaukaropa NuaukaTop JOCTUAKEHUS] KOMIIETEHIIUN

YK-1 Cnioco6eH ocymiecTBIsATh MOUCK, KPUTHIECKUI aHATN3 U CUHTE3 UH()OPMAIINH,
MPUMEHSITh CUCTEMHBIN MOJIXOT IJIsl PEIISHUS TOCTABJICHHBIX 3314




VYK-1.1

AHanu3upyer 3a7auy, BbAeNss ee 0a30BbIe COCTABIISIIOIINE,
paccMmaTpuBaeT U NpeasiaraeT BO3MOXKHbIE BAPUAHThI PEIICHUS
MIOCTABJICHHOM 3a/1a4M, OI[EHHBAsI MX JOCTOMHCTBA U HEJOCTATKU

YK-1.2

Ornpenenser, MHTEPIPETHPYET U PAHKUPYET HHPOPMALIHIO, TPeOyeMYIO
JUISL pEIICHHUS IIOCTaBJICHHON 3a/1a4uM; OCYIICCTBIISACT IOMCK HH(MOpMAIUU
110 Pa3JIMYHbIM THUIIAM 3aPOCOB

YK-1.3

[Ipu o6paboTke mHbOpPMAITUU OTINYACT (GaKThl OT MHCHHH,
WHTEPIIPETAIHA, OIICHOK, (POPMUPYET COOCTBEHHBIC MHEHUS 1
CYXKICHHSI, ApTYMEHTHPYET CBOM BBIBOJIBI U TOUKY 3PCHUS

YK-3 Crioco6eH oCymecTBISITh COMAIbHOE B3aUMOJICHCTBHUE M PEaTU30BhIBATH CBOIO POJIb

B KOMaHJC

YK-3.1

OHpe,[[CJ'IHCT CBOIO pPOJIb B COLIUAJIBHOM BSaHMOHeﬁCTBHH u KOMaHHHOﬁ
pa60Te, HUCXOAd U3 CTPATEruu COTPYyAHNYECTBA IJIA JOCTHUKCHU A
MOCTaBJICHHOM eI, CTPOUT NPOAYKTHBHOC BSaHMO,HefICTBHe C yUu€TOM
HOPM U YCTAHOBJICHHBIX ITPABUJI KOMaHﬂHOﬁ pa6OTBI

YK-3.2

[Ipu peanuzanuu cBoei poJid B COLIMATIBLHOM B3aUMOJICUCTBUU U
KOMaHJIHOW paboTe yUYUTHIBAET OCOOEHHOCTH TTOBEJICHHS M HHTEPECHI
JIPYTUX YYaCTHUKOB, aHAJIU3UPYET BO3MOKHbBIE MMOCEACTBUS JTMYHBIX
NeUCTBUN

YK-3.3

OcymiectBiisieT 0OMeH nHdopmaIued, 3HaHUSIMHU M OTTBITOM C YICHAMHU
KOMaH/bl, OICHUBACT UACHU II‘pyrI/IX YJICHOB KOMAaHAbBI JI JOCTUXXCHUA
HOCTaBJICHHOU LIEJIU

YK-4 CniocobeH ocyliecTBIATh AEIOBYI0 KOMMYHHUKAIIUIO B YCTHON U MUCbMEHHOM (popmax
Ha TOCYJIapCTBEHHOM si3bike Poccuiickoit denepanyivi 1 ”HOCTPAaHHOM(BIX) SI3bIKe(ax)

YK-4.1

Bri6upaet ctuinp oOIIeHHs Ha PYCCKOM SI3bIKE B 3aBUCUMOCTHU OT LIETH U
yCIIOBUY MapTHEPCTBA; aJallTUPYET PeUb U CTHIIb OOLICHHS K CUTYaI[UsIM
B3aMMOJICHCTBHS

YK-4.2

Bener nenoBytro nepenucKy Ha pyCCKOM M HHOCTPAaHHOM SI3BIKaX C
Y9eTOM O0COOECHHOCTEH CTHIIMCTUKH OPHUITHATEHBIX TTUCEM H
COIIMOKYJIBTYPHBIX Pa3Inuuil

YK-4.3

BrinonHseT ans TUYHBIX 11e7ei mepeBoa OpUIAIbHBIX U
npodeccnoHaNbHBIX TEKCTOB C MHOCTPAHHOTO S3bIKA HA PYCCKUH, C
PYCCKOTO sI3bIKa HA HHOCTPAHHBIN

YK-4.4

HY6J'II/I‘IHO BBICTYITIACT HA PYCCKOM A3BIKC, CTPOUT CBOC BBICTYIIJICHUC C
Y4C€TOM aYJIUTOPHU U LCJIU O6IJ.I€HI/I${

YK-4.5

YcrTHO IpCaACTaBIIACT PC3YJIbTAThI CBOEU OeATEIbHOCTH Ha HHOCTPaHHOM
A3BIKC, MOXKCET MOAACPIKATb pa3roBOpP B XO04€ X O6CY)KI[€HI/I$I

VYK-6 Criocoben YIpaBJIsATh CBOUM BPEMCHEM, BBICTPAUBATL U PCAJIM30BLIBATh TPACKTOPUIO
CAMOPA3BUTHA HAa OCHOBC IIPUHIIHMIIOB 06p330BaHI/IH B T€UEHHE BCEH KU3HHU

YK-6.1 Hcnonb3yer HHCTPYMEHTHI U METO/IbI YIIPABIICHUSI BpEMEHEM MIPU
BBITIOJTHEHUH KOHKPETHBIX 337124, TIPOSKTOB, IMPH JIOCTHKECHUN
TOCTABJICHHBIX IIEJICH

YK-6.2 Omnpenensier MPUOPUTETH COOCTBEHHOM J€ATEIbHOCTH, JIMYHOCTHOTO
pa3BUTHUs U POGhECCHOHATHHOTO POCTa

VK-6.3 OnenuBaeT TpebOBaHUs PHIHKA TPYa U MPEATOKEHUS 00pa30BaTEIbHBIX

YCIIYT JUTsl BRICTPAMBaHUs TPASKTOPHH COOCTBEHHOTO
podeccHoHATLHOTO pOCcTa

YK-7 Cniocoben noaaepxuBaTh JOHKHBIA YPOBEHDb (PU3UUECKON MOATOTOBICHHOCTH JIJIS
o0ecrieueHus MOJTHOIICHHON COIMATHbHOU U MPOhECCHOHATBHON NeATEITbHOCTH

YK-7.1

BriOupaet 310poBbecOeperarnre TEXHOJIOTHH IS O ICPIKAHUS
3JI0pPOBOT0 00pa3a )KU3HU C y4eTOM (PU3HOJIOTHIECKUX 0COOEHHOCTEH
OpraHu3Ma M YCIOBUH peann3aiui npohecCHOHATbHON AeSITeTbHOCTH




YK-7.2 [Tnanupyer cBoe pabouee U CBOOOIHOE BPEMS I ONTUMAIBLHOTO
codyeTaHusi PU3NIECKON U YMCTBECHHOM Harpy3Ku u 00eCTICUCHHSI
paboTOCIIOCOOHOCTH

YK-7.3 Cobmro1aeT 1 MporaraHaupyeT HOPMBI 3JI0POBOTO 00pa3a KU3HU B

Pa3IMYHBIX )KU3HEHHBIX CUTYAIHSIX U B IPOGECCHOHATHHON
JEATEIIbHOCTH

ITIK-1 Crioco6eH ocyIecTBIATh, OpraHU3allMOHHOE, JOKYMEHTAIIMOHHOE U
HH(POPMAIMOHHOE 00SCIICYCHHUE ICSITCILHOCTH PYKOBOJIUTEIIS OpraHu3aIiiu

IK-1.1

OpranuzyeT u obecrednBaeT T0KYMEHTAIIHOHHOE COMMPOBOKICHHUE
ACATCIIBHOCTH PYKOBOAUTECIIAA Ha OCHOBC BHCIIHUX M JIOKAJIbHBIX
HOPMATUBHLIX aKTOB

IIK-1.2

Opranuzyet HHQOPMALIMOHHOE U JOKYMEHTAIIMIOHHOE B3aUMO/ICHCTBHE
PYKOBOJUTEIIS C IOCETUTENIIMHU, TIOJIpa3AeICHUsIMU, T0JDKHOCTHBIMU
JUIAMH TApTHEpaMu

[IK-1.3

OpranusyeT padodee BpeMs, (PyHKIIMOHAIBHOE IIPOCTPAHCTBO CBOE U
PYKOBOIUTEJIS, OPraHU3AMOHHO COMIPOBOXKIACT PabOUYHUE MPOIECCHI
PYKOBOJUTEIIS

[TK-2 Cnioco6eH oCcymecTBIATh JOKYMEHTAIMOHHOE 00eCTIeueHUE YIIPaBICHUS

opraHuzaimen

[K-2.1 OpranusyeT U perilaMeHTUPYET JOKYMEHTHUPOBAHHUE YIIPABICHYSCKON
JESITEILHOCTH B OpraHU3alluu

I1K-2.2 OpraHm3yeT M perIaMeHTHPYET JOKYMEHTOOOOPOT B OpraHU3aluH

[1K-2.3 Opranusyer, perjiaMeHTUPYET ONepaTUBHOE XpaHEHUE U

HCIIOJIb30OBAHHWEC NOKYMCHTOB B OpIraHU3allvun

[1K-3 Cniocoben opraHu3oBaTh U aIMUHUCTPUPOBATH ACSITEILHOCTD 10 OPTaHU3alUU TPyAa

Y OTLJIAThI IEPCOHAI

a

[K-3.1

OOGecrieunBaeT JOKYMEHTAIIMOHHOE U OPTaHU3AI[MOHHOE

COIIPOBOXKACHHUC CUCTCMbI OpIraHM3allii U OIJIAThI TPYyJa II€pCOoOHAIa

[TK-4 CriocoGeH pyKOBOIUTH IMPOIIECCOM CKaHUPOBAHUS, BBOJIA U OOPAOOTKY JIAHHBIX B

CHUCTCME DJICKTPOHH

Or0 apXuBa

[1K-4.1

VYrpasisieT AeATeNbHOCTHIO TT0 KOHTPOJIIO (PYHKIIMOHUPOBAHMS, BBO/IA 1
00pabOTKU JAHHBIX B CUCTEME 3JIEKTPOHHOTO apXHBa

[1K-4.2 Pa3pabatpiBaeT 1oKagbHbIEe HOPMATHUBHBIEC aKThI 10 BOTIPOCAM
OpraHu3alK MPOLECcca CKAHUPOBAHUSI B CUCTEME 3JIEKTPOHHOTO apXHBa
[1K-4.3 Ocy1iecTBIISIET CTPATErM4eCKOe MIIAHUPOBAHUE U TOCTPOEHUE

IpoueCCOB CKAaHUPOBAaHUs, BBOJa U 06pa60TKI/I JaHHBIX B CUCTEMC
QJICKTPOHHOI'O apXHBa




6. CTtpykrypa u conep:kanue npakruku/ HUP

O6mias Tpymoemkocts npakTuku/HUP cocraBnser 3 3auerHbix equnuir 108 akan.
YacoB, B TOM YHCIJIE:

— KOHTaKTHas padoTa — 0,2 akaj. 4acos:

— camocTosTeapHas padoTta — 103,9 akan. 4acos;
— B (popMe npaxTHuecKoii moAroToBKU — 108 akas. 4acos.

Ne
n/n

Paznensr (3Tansl) U copepikaHue
MPaKTHKA

Kypc

Buibl paboT Ha MpakTHKE,
BKJIFOYasi CAMOCTOSITEIBHY IO
paboty

Kon xomnereHmun

IToAroTOBUTENBHBIN dTAIT

[pociymmBanue WHCTPYKTaXa IO
TEXHHKE 0€30MacCHOCTH, BBOJHOTO
MHCTPYKTaXa 10 OXpaHe TpyJaa H
MOJTy4eHue WHIUBHIYAJIHLHOTO
3aaHusg Ha TPAKTUKYy B paMKax
TEMBI BBIITYCKHOM
KBaJTU(HUKALIMOHHON padoThI
(BKP)

COop MpakTHYECKOTO MaTepualia

C6op dakruueckoro MaTepuaia
s mpaktuaeckoir wactu BKP.

2. mutst Harmcauust BKP IIposepka TEOPETUIECKOTO
MarepHaia Ha IpPaKTHKe.
dopmynupoBKa IIpoBenenne aHamm3a AOKYMEHTOB
3 MpeBAPUTEIBHBIX 0a3bpl TpPaKTHUKK ©  pa3paboTka
pPEKOMEHANH MO HCCIeTyeMon IIPOEKTOB JIOKYMEHTOB B paMKax
npobiieme TEMbI HCCIICJOBAHMSL.
IToaroroBka k mpemzamute BKP.
4. IIpenzamura BKP Odopminenue otuéra o

Hpel[].'[PIH.]'IOMHOfI IPAaKTUKE.




7 OueHouYHbIe CpeaCTBa /JiA TMPOBeAeHHS] NMPOMEKYTOYHON AaTTeCTAUM IO
npaktuke/ HUP
[IpencrapiieHbl B TPUIOKEHUH 1.

8 YueOHO-MeToaM4UecKkoe U HH(POpMAIHOHHOE o0ecnieuenne npaktuku/HUP

a) OcHoBHas JIuTepaTrypa:

JloxymeHTanmoHHoe ooecnieueHue ynpasieHus : yaeOuuk / A. C. I'punGepr u ap. -
M. : KOHUTU-JIAHA, 2011. - 1 anextpoH. ont. quck (CD-ROM). - 3ari1. ¢ TUTYJI. SKpaHa. -
(YaeOHas muTeparypa i BbICHI. U cpel. mpod. obpas.). - URL:
https://magtu.informsystema.ru/uploader/fileUpload?
name=427.pdf&show=dcatalogues/1/1079440/427 .pdf&view=true (nara oOpaieHus:
25.01.2026). - MakpooOBeKT. - TekcT : 31eKTpoHHBIN. - CBeieHusI 1OCTymHbBI Takke Ha CD-
ROM.

JIoKyMeHTaIlMOHHOE O0eCTICUeHUE YIIPABJICHUS HA TIPEIIPUITUSX PA3TIAIHBIX
OpraHU3aIOHHO-TIPABOBBIX GopM : yueOHoe mocobue [t By3oB] / cocraBurenu: C. C.
Benukanosa, 1. B. Kamry6a ; Marautoropckuii roc. Texaudeckuii yu-T um. I'. M. Hocosga. -
Marnutoropck : MI'TY um. I'. U1. Hocoga, 2020. - 1 CD-ROM. - ISBN 978-5-9967-1816-0.
- 3ari. ¢ Tty skpana. - URL : https://magtu.informsystema.ru/uploader/fileUpload?
name=4125.pdf&show=dcatalogues/1/1535269/4125.pdf&view=true (1ara oOpareHus:
25.01.2026). - MakpooOBeKT. - TekcT : 31eKTpoHHBIN. - CBeieHus 10CTymHbI Takke Ha CD-
ROM.

Anoxuna, C. A. KypcoBas paboTa 1o JOKyMEHTOBEACHHUIO, apXHUBOBEICHHUIO,
OpraHHU3aIMK U TEXHOJIOTHH JOKYMEHTAIIMOHHOTO O0ECTICUCHUS yIIPABICHHUS ;| YIeOHO-
Meroaudeckoe mocooue / C. A. Anoxuna, A. K. Makaposa, 1. B. Camapokosa ; MI'TV. -
Maruwutoropck : MI'TVY, 2016. - 1 anektpos. ont. guck (CD-ROM). - 3ari. ¢ TuTyn. 3KpaHa.
- URL: https://magtu.informsystema.ru/uploader/fileUpload?
name=2535.pdf&show=dcatalogues/1/1130337/2535.pdf&view=true (1ara oOpareHus:
04.10.2025). - MakpooOBeKT. - TekcT : aneKTpoHHbIN. - CBeleHust TOCTYMHbBI Takke Ha CD-
ROM.

0) /lomoJiHUTEIbHAS JINTEPATYypa:

Benukanona, C. C. KaapoBoe 1en10mpon3BOACTBO M ApXHUBBI JOKYMEHTOB I10 JINYHOMY
COCTaBY: MPAKTUKYM : TIpakTUKyM [1ist By30B] / C. C. Benukanosa, U. B. Kamy6a ;
MaruuToropckuii roc. rTexuuueckuid yH-T uM. I'. 1. Hocosa. - Marnuroropek : MI'TY um. I
N. Hocoga, 2020. - 1 CD-ROM. - 3aru. ¢ Tutyn.skpana. - URL :
https://magtu.informsystema.ru/uploader/fileUpload?
name=4126.pdf&show=dcatalogues/1/1535271/4126.pdf&view=true (nara oOpaiieHus:
25.01.2026). - MakpooObekT. - TekcT : aneKTpoHHbIN. - CBelleHus: AOCTYMHHI Takke Ha CD-
ROM.

MecTHOE camoyTpaBieHHEe U MyHHUIUITATFHOE YIpaBIeHUE ;| YIeOHUK / TIOXT pell. A.
C. Ilpyanuxosa, M. C. Tpodumosa. - 2-e uza., nepepad. u gom. - M. : KOHUTU-[TAHA,
2011. - 1 snextpoH. ont. auck (CD-ROM). - 3arn. ¢ TuTyn. skpaHa. - (YueOHas nuTeparypa
JUIS BBICII. U cped. ipod. obpa3s.). - URL:
https://magtu.informsystema.ru/uploader/fileUpload?
name=389.pdf&show=dcatalogues/1/1079327/389.pdf&view=true (1ara oOpamieHus:
25.01.2026). - MakpooObeKT. - TekcT : aeKTpoHHbIN. - CBelleHus: JOCTYMHHI Takke Ha CD-
ROM.

B) MeToau4ecKkue yKazaHus:
MeTtonudeckue pekoMeHaanuu K 0OPMIICHHIO OTYETa M0 MPAKTUKE



O06s3aTennbHON (HOPMOI OTYETHOCTH CTYACHTA-TIPAKTUKAHTA SBJISICTCS] TUCHMEHHBIN

OTYET.

Otuét opopmisieTcst B meyaTHOM BHUE B cOOTBEeTCTBUH ¢ TpeboBanusimu ['OCT P
7.0.97-2025. HanmonaneHbiid cranaapt Poccuiickoit @enepanuu. Cucrema CTaHIapTOB MO
uHpopmanuu, OUOIMOTEUHOMY U U3JIAaTEIbCKOMY Jieny. OpraHu3aluoHHO-
pacrnopsauTenbHas JoKyMeHTanus. TpedoBanus K 0hopMIEHUIO JOKYMEHTOB" (YTB.
[Tpukazom Poccranmapra ot 26.06.2025 N 622-cT).

OTuéT mevaraercs Ha CTaHIAPTHBIX OeNbIX JucTax dpopmara A4 (210 x 297 mm) ¢
OJIHOM cTOpOHBI HcTa. Kaxplil TUCT TOKyMEHTa JOJKEH UMETh 0JIsl He MEHee:

20 MM — J1€BOEC;

10 MM — mpaBoe;

20 MM — BepxHee;
20 MM — HUXKHEE.
TexcroBbiii penaktop Microsoft Word, mpudt Times New Roman, kermns 14,
MEXKCTPOYHBIN nHTEepBaI — 1,5.
Bropyto u Bce nocrienyromue cTpaHuiibl oT4éra HymepyroT. Homepa ctpanuit
MIPOCTABJISIIOT MTOCEPEIMHE BEPXHETO oJIs JiucTa. AG3arHbiii orctyn (1,25 ¢cM) 1 IepeHOChI
yCTaHABIUBAIOTCSA aBTOMATUUYECKHU.
CogepxaHue oT4eTa JOKHO BKIIOYATh CIAEAYIOUINE Pa3/eiibl:
1. TUTYJBHBIN JTUCT IO YCTAHOBJICHHOU (hopMe
2. Conepxanue OTY€Ta C yKa3aHUEM CTPAHUI] BCEX Pa3/IeoB M0 YCTaHOBICHHOM

hopme

3. Xapaktepuctuka BKP (Tema, Hay4HbIN pyKOBOAUTENb, LIEb, 00BEKT, IPEIMET
UCCIIeIOBaHMs, 3a/1a4M, 0a3a MPOBEJCHHS HCCIEA0BaHNUs, CTPYKTypa paboThI).

4. Kparkoe cojaep:xkanue teoperudeckoi yactu BKP.

5. Onucanue MPakKTUIECKOW YaCTH UCCIICT0OBAHMS.
6. Pexomenaamnuu no ucciaeayeMon mpooieme.

CTyI[eHTaM—HpaKTI/IKaHTaM PEKOMCHAYCTCA Ha IIPOTAKCHUU BCEI'o IICpuoaa
MMPOXOKACHUA IIPAKTUKHU BECTH JHCBHHUK ITPAKTHUKH.

r) IIporpammHuoe o6ecnneuenne u UHTEpHET-pecypchl:
http://archives.ru ®enepansHoe apxuBHoe areHTcTBO PO (PocapxuB)

IIporpamMHoe obecnevenue

HaumenoBaHue .
1o Ne norosopa Cpoxk ielicTBUS JTUIICH3UH
77ip ¢B000IHO pacupocTpadsemoe I1O 0eccpoyYHO
FAR Manager cBO0OOAHO pacnpoctpansemoe 110 OECCPOUHO
bpay3ep Mozilla | cBoGoano pactnpoctpansemoe 110 0eCcCpOYHO
Bbpay3ep Yandex | cBoOomgHO pacnpoctpansemoe [10O OECCPOUHO

IIpodeccnonanbubie 0a3bl JAHHBIX 1 HHPOPMALMOHHbIE CIIPABOYHBbIC CHCTEMbI

Hassanue kypca

Ccpuika

DieKTpoHHAas 0a3a nepuogndeckux u3ganuii East View

https://dlib.eastview.com/

denepanbHOE TOCYAAPCTBEHHOE OO HKETHOE

URL: http://www]1 .fips.ru/

HanmonansHast HHGOPMAIIMOHHO-aHAJTUTHYSCKAs

URL:

Poccuiickas I'ocynapcTBenHas ouonnoreka. Katamoru

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

DnexTpoHHbIe pecypcehl ondmmoreku MI'TY um. I'. 1.

https://host.megaprolib.net/M

DenepabHbI 00pa30BaTEILHBIN NOPTAT — DKOHOMHUKA.

http://ecsocman.hse.ru/

MexryHapoaHas pedepaTuBHasS U MOJTHOTEKCTOBAS

https://www.nature.com/sitein

I/IHd)ODMaL[I/IOHHaSI CUCTEMA - HODMaTI/IBHHe IIPpaBOBEIC

https://fstec.ru/tekhnicheskaya




| Huadopmarrmonnas cucreMa - baHk JTaHHBIX YIPO3 |https://bdu.fstec.ru/?
9 MartepuajibHO-TeXHHYecKoe o0ecneuenne nmpaktuku/ HUP
MarepuanbHO-TEXHUYECKOE 00ecedeHe OpraHu3aluil pa3IMuHbIX OpPraHU3aI[MOHHO-
IIpaBOBLBIX q)OpM II03BOJJISIET B ITIOJIHOM OGT:GMG p€ain3oBarb LCIM W 3aJadld IIPAKTHKU H
c(hOpMHUPOBATH COOTBETCTBYIOIINE KOMITCTEHITHH.




IIpuaoxenue 1

OueHouHble  cpeacTBa IS NpoBeIeHusI NMPOMEKYTOYHO# aTTecTAlMH no
MPOU3BOJACTBEHHOH — NMPeJAUIUIOMHOM NMPaAKTUKeE

Bup arrecranum no uroram npakTHKH — 3a4€T C OLIEHKOH, KOTOPBIH IPOBOAUTCS B (hopme
3aluThl oTyeTa. [1o nToram NpakTUKKU MPOBOJUTCSA UTOTOBasi KOH(QEPEHIHs, Ha KOTOPOI CTYJEHT
03BYYMBAET OCHOBHBIC UTOTH, IIOJyYEHHBIC Ha IIPAKTUKE.

Jlo UuTOroBOM KOH(EpPEeHIMH CTYIEHT MpEeNoCTaBiIseT Ha Kadeapy crlenyromue
JIOKYMEHTBI:

- IUCbMEHHBIN OTYET

- THEBHUK ITPaKTUKU;

- HHIMBUYaJIbHOE 3a/laHUE;

- XapaKTepUCTHKA PyKOBOAUTENS IPAKTUKHU OT OPraHU3aLUu C OLEHKOM;

-TIOJTHBIN (uepHOBOM) TekcT BKP;

-nokian Ha npenzamury BKP.

IIpumepHoOe MHAUBHAYAJIbHOE 3aJaHUE HA IPOU3BOACTBEHHYIO IPAKTUKY:
Lenv npoxooicoenus npaxmuxu:

- U3y4eHHE ombITa paboThl B cepe NesATeNbHOCTH, COOTBETCTBYIOIIECH HalpaBICHUIO
46.03.02 «/loxymeHTOBeIeHHE U apXUBOBEACHUEY;

- W3y4YEHHUE OpraHM3allMM BCEX ASTAlOB padOThl C JOKYMEHTaMH OT IOJY4YEHUs 110
ApPXUBHOI'O XPaHEHUsI B KOHKPETHOM YUPEXKIECHUU;

- 3aKpeIUIeHue U YriryOleHne TeOpeTHUeCKOM MOArOTOBKH, IPHOOpETEeHNE NPAKTUYECKUX
HaBBIKOB U KOMIIETEHLIUH, a TAK)Ke OIbITa CAMOCTOSATEIbHON MPO(eCcCHOHANBHOMN AeATeIbHOCTH
B 0O0JIaCTM OpraHM3allid ¥ TEXHOJIOTUH JIOKYMEHTAllMOHHOTO O0€CleUYeHUs YIpPaBICHUS H
apXUBOBEICHUS.
3aoauu npakmuxu:

1. CdopmupoBaTh I€JIOCTHOE IMPEACTABICHUE O CTPYKTYpe MPEeANpHUsTHS, OCHOBHBIX
(GYHKIUSAX TPOU3BOJICTBEHHBIX, SKOHOMUUECKHUX U YIPABIEHYECKUX MOIPA3/IeIICHU.
YMeTp aHanmM3upoBaTh JOKYMEHTBI, COCTABIISAIONINE OCHOBY YIPaBIEHYECKOTO MTpoLecca.
YMeTh aHaIM3UpOBaTh IyTH MPOXO0XKIECHUS TOKYMEHTALMH B YIIPAaBIEHYECKOM IIPOLIECCE.
Hcnonb30BaTh pe3ysibTaThl IPAKTHKH B CBOEH yueOHOM nestensHocTH B BY 3e.
®opmupoBaTh MPO(HECCHOHAIBHYIO KYJIbTYPY CIEHHATUCTa MO JIOKYMEHTOBEACHUIO U

nh

ApXHUBOBE/ICHMUIO.

6. ®dopMupoBaThb yMEHHE aHAJIU3UPOBATH pPE3YJbTaTbl COOCTBEHHOW JESITEIBbHOCTH,
CBOEBPEMEHHO U KAYECTBEHHO OTUYHMTHIBATHCS O PE3yJIbTaTaX NPAKTUKHU.
Bonpocul, noonexcawue uzyuenuio:

- H3yueHue nokanbHBIX HOPMATUBHBIX aKTOB PETYIHPYIOMIUX AEATEIHOCT MPEANPUITHS,
OpraHu3aly, YUpexKIeHus, GUPMBI.

- HSyquHe JIOKAJIBHBIX HOPMATHBHBLIX AKTOB PEryJIUpPYOOUX ACIOMPONU3BOACTBO Ha
PEINPUATHH, B OpTaHU3AINH, YIPEXKIECHUH, PrpMe.

- Anamm3 paboyero Mecrta KaHIeJIIpCKOro pabOTHHKA.

- OsHakoMJICHHE C OpraHU3alMOHHO-PACIIOPSIUTEIHHON CHCTEMON JIOKyMEHTAIlUU
OpraHu3aly, YUpexKIeHus, GUPMBI.

- TloaroToBka MpoOEKTOB OpraHU3aIMOHHO-PACTIOPATUTEIBHON TOKYMEHTAIINH.

- OpraHmzaius JOKyMEHTOOOOpOTa B OpraHu3anuu, yupexiaeHuu, ¢upme. IlpaBuna
npreMa, OTIPaBKH, PErHCTPAIH KOPPECTIOHACHIIMM B OPTaHU3alMHd. AHAIHU3 Tpolecca
OopraHu3ald KOHTPOJIA UCITOJTHCHUA JOKYMCHTOB, OpraHu3anus pa6OTBI HCIOJIHUTEIIEH C
JIOKYMEHTaMHU.



- IlpaBuna ¢opmupoBaHus JAe€d, NOPSAAOK OpraHU3allid ONEPAaTHBHOIO XPaHEHMS
JIOKYMEHTOB.

- IlpaBuna u mNOpANOK CO3MaHUS M BEIEHUS HOMEHKIATYpbl el OpraHu3aluu |
CTPYKTYPHBIX ITOAPA3ACIICHUMN.

- Wzydenue u peanusauus npaBuwil oQOpMIIEHHUs J€1 W Iepelauyd JAed Ha apXUBHOE
XpaHEHHUe.

- CocraBineHre HOMEHKJIATYphI Jedl.

- OdopmiieHue aemn st apXUBHOTO XPAHCHHUS.

- OdopmiieHue BHYTPEHHUX ONHUCEH U TUCTOB-3aBEPUTEIICH eI

- Ilepenaua nen Ha apXUBHOE XpaHEHHE.

- BrmonHeHue onepanyii Mo OCyImecTBICHHIO pa0OThI JICKTPOHHOTO apXHUBa
opranu3amuu, B ToM yucie B COJI.

- Ocy1iecTBiIeHUE XPaHEHUsI, KOMIUIEKTOBAHHUS, yUeTa U UCIIOJIb30BAHUS aPXUBHBIX
JIOKYMEHTOB:
1) opopmiieHre JOKYMEHTOB 10 UTOT'aM SKCIEPTU3bI IEHHOCTHU (TPOTOKOJIbI 3aCEAAHUS
OK, aKThI 0 BBICTICHUH JOKYMEHTOB K YHHUTOKEHUIO U T.1I.);
2) BeJICHHE YYETHBIX JOKYMEHTOB apXuBa (KHHUTA MOCTYIUICHUH, CITUCOK ()OHJIOB, JTUCT
¢doHTa, apXUBHBIX ONMUCEH, /1eno GOH/Ia, TACTIOPT apXUBa, MACTIOPT APXUBOXPAHUIIHINA U
T.1.);
3) cocTaBieHHe aKTOB MTPOBEPKU HATMYUS U COCTOSIHUS JIEIT;
4) co3nanue, nonojHenue u copepiiencrsoBanue CHCA apxuBa (onucanve J0KyMEHTOB
U JIeTl, KaTaJloToB, ITyTEeBOAUTENEH, 0030pOB, yKazaTeneil, nepeyHeil u 6a3 JaHHbBIX);
5) CopeiicTBHE UCTIONB30BAHUIO JOKYMEHTOB apXHBa:
a) UCIIOJIHEHHUE 3arpocoB (0(hOpMIICHHE apXUBHBIX CITPABOK, APXUBHBIX KOIIHH,
APXUBHBIX BBHIMHCOK, HHPOPMAITMOHHBIX ITHCEM);
0) BbIJIa4ya MOJJTHHHBIX TOKYMEHTOB U JICTI;
B) MyOJIMKAIMS ApXUBHBIX IOKYMCHTOB;
T') OpraHu3aIs BICTABOK;

1) UICTIONIb30BaHKe IOKyMeHTOB apxuBa B CMU (mepuoandeckas nevyarb, paguonepeaay,
TEJICBUJICHUE) U T.]I.
Inanupyemvie pezyromamol nNpaKmuKu:
- TIOATOTOBKAa PEKOMEHAAIMN 10 YCTPAaHEHWIO WJIM MHUHMMH3AlUU BBISIBIEHHBIX MPOOIEM
(pekoMeHJalUKl  JOJDKHBI  OBITh OOOCHOBAaHHBIMHU, T.€. COMPOBOXKIATHCS CCHUIKAMH Ha
COOTBETCTBYIOIINE HOPMATUBHO-TIPABOBHIE aKThI U T.I1.);
- IOATOTOBKA BBIBOJIOB O JIEATEIHHOCTH MPEANPUITUN WM OpraHu3auil, B chepe mpakTUUECKUX
PEKOMEHIAlNI IO COBEPIICHCTBOBAHUIO OPTraHU3alMOHHBIX U JJOKYMEHTAIIMOHHBIX aCTIEKTOB X
JIEATEIIbHOCTH;
- onieHKa 3(hPEKTUBHOCTH MTPOCKTOB U MPOTPaMM MO COBEPIICHCTBOBAHUIO JOKYMEHTAIIMOHHBIX
IIPOLECCOB U MPOLIECCOB aPXUBHOI'O XPAHEHMS JOKYMEHTOB, BHEIPSEMBIX HA MPEANPUATHSAX;
- OIIEHKa Ka4eCTBa YMPaBICHYECKUX PEIIeHHH B cepe opranuzanuu u Texronoruu 1OV,
apXUBOBEJICHUS;
- MyOIMYHAs 3aIUTa CBOMX BBHIBOJIOB M OTYETA MO MPAKTHKE;
- cucrteMaTtusanus U 0000IIeHHWe MaTepuana s HalUCaHWs KypCOBBIX paboT U

BBIITYCKHOW KBaJTM(PUKAIMOHHOM paboThI

Pykogooumenv npakmuku om opzanusauyuu/npeonpuamus opopmisieT XapaKTEPUCTHKY U
BbICTaBIIsAET JU(PepeHIuPOBaHHYI0 OILEHKY CTYJIEHTY B JIOKyMEHTax, MpeICTaBIsIeMbIX
CTYACHTOM Ha Ka(benpy. HpI/I BBICTABJICHMHU OLICHKKW PYKOBOAHWTCJIb IMMPAKTUKHW OT OpraHHU3aln
NPEJICTaBIISIET OT3BIB O PA0OTE CTYIEHTA IO CIEAYIONMEMY TUIaHY:



- CPOKH ITPOXOKICHMSI IPAKTUKH;
- IIOJIHOTA U3YYEHUS BCEX BOIIPOCOB, IIPEAYCMOTPEHHBIX IIPOrPaMMON IIPAKTUKH;
- IIPOSIBJIICHUS CTYACHTOM CaMOCTOSITEIIbHOCTH, aKTUBHOCTH, TBOPYECKOIO IOIX0/1a
K paboTe, TUCIUILIMHUPOBAHHOCTH;
- ydacTHe CTyAEHTa B TEKyIled pabore mpennpuatusi (OpraHu3aluu), perieHus
3ajad4;
- TPYAHOCTH, BO3ZHHUKIINE B XOJ€ IMPOXOXKICHHs MPaKTHUKU (MpodeccuoHalbHbIE,
JMYHOCTHBIE, TUCLIUIUIMHAPHBIE).
- 3aMedaHus M MOXKEIaHUs BbIITycKarollel kadeape o OpraHu3alnu, CoAepKaHHIo
Y YPOBHIO IIOJTOTOBKH CTYJICHTA.
- PykoBoauTenp mpakTHKOW OT opraHu3auuu. J{OMKHOCTb, (haMuins, HOIIHKCH,
11e4yaTh.
ITo uToram NpakTUKU CTYJEHTY B 3a4ETHYIO KHUKKY PYKOGoOumenem npaKkmuku om
Kaghedpur BricTaBIIAETCS AU PEepeHIIMPOBaHHAs OTMETKA 33 IMPOU3BOJCTBEHHYIO IPAKTUKY 110 5
0aIbHOM cHCTEME: «HEYAOBIETBOPUTEIBHOY, «YIOBIETBOPUTEIBLHOY, «XOPOLLIOY», KOTIUYHOY.
OneHka pyKOBOAWTENS MpPAaKTUKH OT Kadeapbl MOXKET OTJIMYaThCsi OT OLEHKH,
BBICTABJICHHOW PYKOBOJUTENIEM IIPAKTUKU OT OPraHU3aLUH.
PykoBoauTENM NIPAKTUKH BBICTABIISIOT OLIEHKU B COOTBETCTBUU C KPUTEPHUIMH,
npeacraBieHHbiMU B Tabmunax 1, 2.

Tabnuuya 1
Kputepumn onieHKH, BbICTaBJIA€MOMH PYKOBOAUTEIEM NPAKTUKU OT OPraHU3aluu
Ouyenka Kpumepuu oyenku
OtnnyHO CTyneHT CBOEBPEMEHHO U HAa BHICOKOM YPOBHE BBITIOJIHHII BECh

HaMEUYECHHBII POTrpaMMOil IPAKTUKU 00BEM PaOOTHI; MPOSIBIISIT
CaMOCTOATENIBHOCTb, WHULUATUBHOCTD B peumeHun
IIPOU3BOJICTBEHHBIX BOIIPOCOB.

Xopomo CTyneHT CBOEBPEMEHHO M Ha JOCTATOYHOM YPOBHE BBIIIOJHUII
BECh HAMEUEHHBIH MpOrpaMMON MpakTHUKH OO0BEM pPabOTHI
(oOs13aTeNbHYI0 M JIOMOJIHUTENBHYIO 4YacTH); HO HE BCerna
IPOSBIISLI CAMOCTOSITENIBHOCTh M MHUIMATUBHOCTh B PELIECHUU
IIPOU3BOJICTBEHHBIX BOIIPOCOB.

VY 10BIETBOPUTEIBLHO CTyeHT CBOEBPEMEHHO U Ha JOCTATOYHOM YPOBHE BBIIIOJHUII
BECh HAMEUEHHBIM MpOrpaMMoOil MpakTUKU OO0BEM padOThI
(00s13aTeNbHYIO U JIOMOJHUTEIBHYIO YacTH); HO HE IPOSBIIII
CaMOCTOSITEIBHOCTh ¥ MHUIMATHUBHOCTbD WM  JOIyCKall
OTJIeJIbHBIE OLIMOKH B PELIEHUH POU3BOJICTBEHHBIX BOIIPOCOB.

HeynosnersopurensHo CrygeHT  He  BBIIOJHWI  IporpaMMy U MPOSIBUI

0E€30TBETCTBEHHOE OTHOIIIEHUE K IMPAKTHKE.




Tabauua 2

Kpurepun onieHk#, BbICTABJISIEMOH PYKOBOIMTE/IeM NPAKTHKHA OT YHHUBEPCUTETA

Ouyenka

Kpumepuu OUEHKU

OTJIINYHO

CryleHT B CpOK M B IOJHOM OOBbEME BBINOIHUI MPOrpaMMy
IIPAKTHKH, CBOCBPEMEHHO IIPEIOCTABUII OTYETHYIO
JOKYMEHTaluo0,  O(QOpMJIEHHYI0O B COOTBETCTBUH  C
TpeOOBAHUSAMH HACTOSAIIMX METOIMIECKUX PEKOMEHIALINH.
Otu€THass JOKyMEHTalMsl OTpakaeT BBICOKUH  YPOBEHb
TEOPETUYECKOU U NIPAKTUYECKON ITOATOTOBKH CTYICHTA.
OTmeTka  pyKOBOAMTENSl INPAKTUKM OT  OPraHU3aluu —
«OTJIIMYHO» WJIH «XOPOLIO).

Xoporio

CrylleHT B CpOK M B IOJHOM OOBEME BBINOJHUI MPOrpaMMy
IIPaKTHKH, CBOEBPEMEHHO NIPEAOCTABUII OTYETHYIO
JOKYMEHTaluo,  O(QOpMIEHHYI0 B COOTBETCTBHH  C
TpeOOBaHUSAMU HACTOSALIMX METOJUYECKHX PEKOMEHIAUH.
OtuéTHas [OKyMEHTalMs OTpa)kaeT JOCTAaTOYHBIM YpPOBEHb
TEOPETUYECKON U NIPAKTUYECKON ITOATOTOBKH CTYICHTA.
OTmeTKa pyKOBOAMTENS OT OpraHU3aluu — «OTJIIMYHOY,
«XOPOILO» UIIH «yIOBIETBOPUTEIBHOY.

y,I[OBJ'IeTBOpI/ITCJ'ILHO

CrylleHT B CPOK M B IHOJIHOM OOBEME BBINOIHUI MPOTrpPaMMy
IIPaKTHKH, CBOEBPEMEHHO IIPEIOCTAaBHII OTYETHYIO
JOKYMEHTaluo,  O(QOpMIEHHYI0 B COOTBETCTBHH  C
TpeOOBaHUSAMHU HACTOSALIMX METOJUYECKUX PEKOMEH AU,
Otu€THass JOKyMEHTalMs OTpa)kaeT JOCTAaTOYHBIM YpPOBEHb
TEOPETUYECKOW M TIPAKTHUYECKOM IOATOTOBKH CTYIEHTa, HO
COJICPKHT PsAJl HEAOUETOB MO COJACPKAHUIO /UK OPOPMIICHHIO.
OTMmeTKa pyKOBOAWTENSI OT OPraHU3alldd — «XOPOLIO» HIIU
«YIOBJIETBOPUTEIILHOY.

HeynosnersopurensHo

CTyneHT He B CPOK W/MJIM HE B TOJHOM OOBEME BBHITIOJIHUI
IporpaMMy MpaKTUKW; W/WIM HECBOEBPEMEHHO IPEI0CTaBUII
OTUETHYIO JOKYMEHTAIMIO; U/WIH JOMYCTUI TpyOble OIMOKH B
0(pOpMIIEHUN OTUETHON JOKYMEHTAIUH.

OtmeTka PYKOBOIUTENS oT OpraHH3alyH —
«YJOBJIETBOPUTEIBHO» WIIN «HEYI0BIETBOPUTEIBHON.

Ecom  omnenkwu,

BBICTABJICHHBIC PYKOBOAUTCIIEM IPAKTUKKW OT OpraHu3aluu U

PYKOBOJUTENIEM MIPAKTHUKU OT YHUBEPCUTETA, HE COBIA/IAIOT, TO MOCJIETHII 0OOCHOBBIBAET CBOIO

OIIEHKY Ha TUTYJIbHOM JIUCTE OTYETA.

OneHka Mo NpakTHKE MPUPABHUBAETCS K OILIEHKaM (3au€raM) MO TEOPETUYECKOMY

00YyYEHUIO U YUUTHIBACTCS MPHU MOABEACHUU UTOTOB OOIIEH yCTIEBAEMOCTH CTY/ICHTA.

[Ipy HEBBIMOJIHEHUH TPOTPaMMBbl Y4eOHOW MPaKTHKH 0€3 YBAKUTEIbHON MPUYHHBI,
HapyIEHHsI TPYA0BON TUCIMITIMHBI CTYJICHT OTCTPAHIETCs OT MPAKTUKH; ero padoTa npu3Haércs
HEYJIOBJIETBOPUTENIBHOM; CaM CTYJIEHT CUMTAETCs HE BHIMOJIHUBLIMNM yueOHbIH maaH. CTyIeHT He
nomnyckaercs Kk npenzamure BKP.

CryneHT, HE BBINOJHUBIIMNA NpOrpaMMmy MpakTUKA MO YBaKUTEIbHONW NpPUYHHE,

HANpPaBJIETCS Ha MPAKTUKY BTOPUYHO B CBOOOJHOE OT YUEOBI BpeMsl.




OTYCT.

Ipuiio:xkenue 2
MeToanyeckue pekoMeHAAIUU K 0POPMIICHHIO 0TYETA N0 NMPAKTHKE

O06s13aTeNnbHON (POPMOI OTUETHOCTH CTY/ICHTA-TIPAKTUKAHTA SBIISETCS MMCHbMEHHBIN

Otuét ohopmitsieTcs B me4aTHOM BUJE B cOOTBeTcTBUU ¢ TpeboBanusimu ['OCT P 7.0.97-

2016. Hanwuonanbubeii ctanaapT Poccuiickoit Penepanuu. Cucrema CTaHAApTOB IO

uHopManuu, OUOIMOTEYHOMY U U3JaTeIbCKOMY Jeny. OpraHu3allMOHHO -PACTIOPSIAUTENIbHAS

nokymeHTtarus. TpeboBanus k opopmiieHnto 1okymeHToB" (yTB. [Ipukaszom Poccranmapra ot
08.12.2016 Ne 2004-ct) (pexn. ot 14.05.2018).

OTuéT mevaraeTcsl Ha CTaHIAPTHBIX Oenbix Juctax Gopmata A4 (210 x 297 MM) ¢ ogHO#M

CTOPOHEI JIUCTA. Kaxcm)nﬁ JIMCT JOKYMCHTA NOJDKCH UMCETD I10JIA HC MCHEC!

20 MM — JIEBOE;

10 mm — npaBoe;

20 MM — BEpXHEE;

20 MM — HUXKHEE.

TexkcroBeiii  pemaktop Microsoft Word, mpudr Times New Roman, xeras 14,

MEKCTPOYHBIN uHTEpBAI — 1,5.

BTOp}/'IO U BCC TOCICAYIOINHUEC CTPpaHUIBI oTuéTa HYMCPYIOT. HOMepa CTpaHuI|

IPOCTABISIOT MOCEPEANHE HIDKHEro moiisi ymcrta. A63amsbiii otctynm (1,25 cM) U mepeHOCH

YCTaHaBJIMBAIOTCA aBTOMAaTUYCCKHU.

Coz[epn(aHHe 0TUCTa JOJIP)KHO BKIKOYATH CIACAYIOIUE pa3aCiIbl:

1.

TUTyIBHBIN JUCT IO YCTAaHOBJIEHHOHN opme

Conepxanne O0TY€Ta C YKa3aHHEM CTPAHUI] BCEX Pa3/IeNIOB 110 YCTAHOBICHHOU opme

BBenenue (xapakTepucTHKa JEATEIBHOCTH HPEANPUSTHS, OPTaHU3AlUU, YUPEKICHUS,

¢upMbI — 0a3bl MPAKTHKH; OMHMCAHUE CTPYKTYPHI 0a3bl MPAKTHKH; MOAPA3ACICHHS, T

NPOXOAWIM MPAKTUKY; OINUCAaHWE JOJDKHOCTM W (QYHKUMH JIMna, SBISBIIETOCS

HACTaBHUKOM B ITPOIECCe MPOXOKACHHUS TPAKTUKH)

AHau3 JIOKaJIbHBIX HOPMATUBHBIX aKTOB PETYJIMPYIOLINX ITPOLECCHI, U3yYaeMble B paMKax

tembl BKP.

PackpbITh OCHOBHOE COJiepKaHueE 1eATeIbHOCTH Ha PakTUKe B paMKkax Tembl BKP:
N3yueHne T0KaIbHBIX HOPMAaTUBHBIX aKTOB PETYIUPYIOMINX IESITEILHOCTD MPEIIPHUSTHS,
OpraHu3aluy, yUpexaeHus, Gupmsl.

M3ydeHne JIOKAIbHBIX HOPMATHBHBIX AaKTOB PETYJIUPYIOMIMX JEJONPOU3BOJICTBO Ha
OPEANPUATHH, B OpraHU3alu1, YIPEKICHUH, PUpME.

AHanu3 pabodero Mecta KaHIEIIPCKOTO pabOTHUKA.

O3HakOMJIEHHE C OpPraHHU3aLMOHHO-PACTIOPAIUTEIBHON CUCTEMOH JOKyMEHTaIlUuH
OpraHu3aIuy, yIpeKaeHus, GUpmol.

[ToaroToBka MpoOeKTOB OPraHU3AMOHHO-PACIOPSAUTEIBHON JOKYMEHTAINH.
Opranuzanus JOKyMEHTOOOOpOTa B OpraHMsaiuu, ydpexnaeHuu, ¢upme. IlpaBuna
npruema, OTIPaBKU, PETHCTPALMU KOPPECTIOHCHIIMN B OpraHu3allui. AHAJIN3 Mpolecca
OpraHu3aIiyi KOHTPOJISI HCTIOTHEHHUS JIOKYMEHTOB, OPTaHU3aIHs paOOThI UCTIOTHUATEIEH C
JIOKYMEHTaMHU.

[lpaBuna ¢opmupoBaHHS e, TOPSIIOK OpPraHW3alWW ONEPATHBHOTO XPaHCHHS
JTIOKYMEHTOB.

[lpaBuna W TOPSAAOK CO3MAHHWS W BEICHHWS HOMEHKJIATYpHl JeN OpraHW3alud M
CTPYKTYPHBIX NOJpa3IeIICHU.

CocraBieHre HOMEHKJIATYPBI JeIT



- HMsyuenue u peanuzauus mnpaBuwsl opopMIICHHS Jell W Tepeladd JAesl Ha apXUBHOE
XpaHEeHHeE.
- OdopmiieHue aen A apXUBHOTO XPaHEHHUS.

- OdopmiieHre BHYTPEHHUX OIKMCEH M JINCTOB-3aBEPUTEIICH JEI.

- Ilepenaua nen Ha apXMBHOE XpaHEHHE.

- BrimonHeHue onepaiuii Mo OCymecTBICHUIO padOThI 3JIEKTPOHHOTO apXHUBa
opraHuzaiuu, B ToMm uucie B COJI.

- Ocy1iecTBIeHNE XPAaHCHHSI, KOMIUICKTOBAHHUS, yUeTa U UCIIOJIb30BAHUS aPXUBHBIX
JIOKYMEHTOB:
1) opopmiteHre JOKYMEHTOB 10 UTOT'aM SKCIIEPTH3BI IEHHOCTHU (TIPOTOKOJIBI 3aCeAaHUS
OK, aKTbl 0 BbIIETICHUH JOKYMEHTOB K YHUUTOKEHUIO U T.11.);
2) BeJieHHEe YUYETHBIX JOKYMEHTOB apXuBa (KHHUTa MOCTYIUIEHUH, CIMCOK (POHJIOB, JTUCT
dona, apXUBHBIX onucei, neno ¢poHaa, NacnopT apxXuBa, NacmopT apXUBOXPAHUIHILA U
T.1.);
3) cocraBieHE aKTOB IIPOBEPKU HAIMUMS U COCTOSIHUS JIETT;
4) coznanue, nonosiHenue u cosepuieHcTBoBanne CHCA apxuBa (onucanue T0KyMEHTOB
U JIeJI, KaTaJloroB, MyTEBOIUTEINEH, 0030pOB, yKaszaTelel, nepeyneii u 0a3 JaHHBIX ),
5) ConelicTBHE UCTIONB30BAHUIO JJOKYMEHTOB apXHBa:
a) UCIIOJIHEHHUE 3a1pocoB (0(hOpMIICHHE apXUBHBIX CITPABOK, APXUBHBIX KOITH,
APXUBHBIX BBIMHCOK, HHHOPMAIIMOHHBIX MTUCEM);
0) BbI1aYa MOUIMHHBIX JOKYMEHTOB U JIET;
B) MyOJIMKAIMs apXUBHBIX IOKYMEHTOB;
') OpraHu3aius BbICTaBOK;

1) UICIIOJIb30BaHueE IOKyMeHTOB apxuBa B CMMU (nepuonnyeckas neyarb, paguonepeaay,
TEeJIEBUJICHUE) U T.[.

6. 3akiroueHue (BbIBOJ O IPOJAEIaHHON paboTe, yCIeXy U HeylauM, KaKue 3HaHUS U YMEHMUSI
HNPUTOJUIIUCH, YTO CJIEIOBAJIO0 M3YYUTh CaMOCTOSITEIbHO, NOTPEOHOCTh OpraHU3alUHU B
CHeluaJncTax MO JOKYMEHTOBEIEHHI0O U apXHWBOBEICHHIO, CaMOaHAIU3 BallUX
npo¢eCCHOHATBHBIX Ka4yeCTB, JIMYHOCTHBIM POCT, pojib MpOAETaHHON BaMu pabOThHl B
JeSITEIbHOCTH OpraHU3aIum).

7. Tlpunoxenus (makeT JOKyMEHTOB, pa3pabOTaHHbIX CTYAEHTOM B paMkax Tembl BKP).



