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JIner akTyaau3anuu NporpaMmbl

[Iporpamma nepecMoTpeHa, o0cysxaeHa u ogodpeHa i peanuzanuu B 2027 - 2028 yuebHOM
rojay Ha 3acenanuu Kagenpbl Ilemarormueckoro o6pa3oBaHHs U JOKYMEHTOBEICHHS

[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

[TporpamMma nepecMoTpeHa, o0CykaeHa u ogoopeHa ams peanu3anuu 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
roqy Ha 3acefanuu kadenpsl Ilegarornyeckoro o0pa3oBaHus U JOKYMEHTOBEICHUS

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




1 Heau npaktuxku/HUP

[emaMu TPOM3BOACTBEHHOW MPOEKTHOM IPAKTUKH MO HANpPaBICHUIO ITOATOTOBKHU
46.03.02 [JokyMEeHTOBEACHUE U apXUBOBEJICHUE SBIISIOTCS:

W3ydyeHne opraHU3aliud BCEX OTANoOB pabOThl ¢ JOKYMEHTAaMH OT IOJNyYEHHUS IO
ApPXUBHOTO XpaHEHUS B KOHKPETHOM YUPEXKICHUU. 3aKPEIUICHUE U YTIyOIeHHEe TeOPEeTUICCKOU
MOJATOTOBKH OOYyYaIomIerocsi, MpUoOpEeTEHNEe UM MPAKTUYECKHX HABBIKOB M KOMIICTEHIUH, a
TaKXKe OMbITa CAMOCTOSTEIILHON MPOPECCHOHATBHON EATEIHPHOCTH B OOJIACTH OpraHU3aIlluu U
TEXHOJIOTHH JOKYMEHTAIIMOHHOTO 00ECIICYCHHUSI YIIPABICHHUS.

2 3apauu npaktuxku/HUP

3aagamMu IPOU3BOICTBEHHON MPAKTUKH SIBIISIOTCS:

— oOecrnieueHHMe MW IpoBepka NPO(ECCHOHAIBbHOH T'OTOBHOCTH CTYACHTOB K
CaMOCTOSITEITLHOW TPYIOBOM JEATEIBHOCTH W BBIMOJHEHUIO OCHOBHBIX MPOo(decCHOHATBHBIX
(GyHKIUI B COOTBETCTBUH C KBATU(DUKAIIMOHHBIMU TPEOOBaHUSIMH;

— 3aKperieHue, yriayOleHue M pacllupeHue 3HaHuM B 00JacTH OpraHu3aluu M
TEXHOJIOTUU JOKYMEHTAIIMOHHOTO OO0ECIeueHusl YNpaBiICHUs M MPOEKTHOM J1eATEIbHOCTH,
MOJIyYE€HHBIX CTYZICHTaMU B IIPOLIECCE TEOPETUUECKOr0 00yUeHuS,

— W3YyYEHHE OpraHu3aluu JESATENIbHOCTH M CTPYKTYPBl apXHUBHOTO IMOAPA3CICHUS B
CUCTEME CITy>KOBI JOKYMEHTAIIMIOHHOTO 00eCIeYeHUs YIIPaBICHHUS,;

— OpuoOpeTeHHe W 3aKperieHWe MNPAKTUYECKUX YMEHHH U HaBBIKOB BBHITIOJHEHUS
OCHOBHBIX BHJIOB paboT B 00JaCTH CO3/1aHus, 0OpaOOTKU, TBUKEHHS U OMIEPATUBHOTO XaHEHUS
JIOKYMEHTOB;

— M3y4YeHHe OpraHu3anuu paboThl ¢ JOKYMEHTAIMEH B CHCTEME 3JEKTPOHHOTO JOKY-
MEHT0000pOTa;

- CO3JaHKE MTPOEKTOB 10 COBEPIICHCTBOBAHUIO JOKYMEHTOO00pOTa OpraHu3aIiy - 6a3bl
MIPAKTUKU;

— (ukcupoBaHUe B JHEBHHUKE MOJYUYEHHBIX CBEJCHHH M PE3yJbTaTOB BHIOJHEHHBIX
pabor;

— MOATOTOBKA OTYETA MO pe3yIbTaTaM MPaKTHKH.

3 Mecto npaktukn/HHUP B cTpykType 00pasoBaTe/ibHOM POrpaMMbl
Jnsa npoxoxnenuss npaktuku/HUP HeoOxoaumbl 3HaHus (YMEHHUs, BiaJleHUs),
c(OpMUPOBAHHBIE B pe3yIbTaTe U3yUEHUS TUCIIUIUINH/ IPAKTUK:
JlokyMeHTalmoHHOE 00ecriedeHre TpakJaHCKUX OTHOLIeHH B PD
Kaaposas nonutrka
JlokyMeHTaImoHHOe 0OecieueHue TPy10BbIX OTHOLIEHH B PO
JlokymeHTOBEICHUE
CoBpeMeHHast OpraHu3alys rocy1apCTBEHHBIX yupexaeHui Poccun
JlokyMeHTaImoHHOe oOecieueHue aIMUHUCTPATUBHBIX OTHOIIEHUH B PD
[IpaBoBeneHUE
JlokyMeHTaImoHHOe 0becrieueHue rocyJapCTBEHHOT0 ycTpoiicTBa B PO
JIoKyMeHTHas JIMHTBUCTHKA
OCHOBBI TOKyMEHTOBEACHHUS
VYIpaBiieHue 4eII0BEYECKUMHU PECYypcaMu
3HaHus (yMEHUs, BJIAQJICHHS), TIOJyYCHHBIC B Tporiecce MmpoxoxkaeHus npaktuku/HUP
OyTyT HEOOXOAUMBI JJISI U3YUCHUS TUCIIUTUTAH/TIPAKTHK:
JloKkyMeHTHpOBaHUE IEATEIbHOCTH HETOCYJaAPCTBEHHBIX OpraHU3aINN
Nudopmanmonnoe obecrieueHne ynpaBiIeHHs
KanpoBoe nenonponsBoacTBO
Opranu3zanys 1 TEXHOJIOTHS JOKYMEHTAIIMOHHOTO 00ecrieYeH s YIIpaBiIeHUs
KondunennuaabHOe 1en0MpOn3BOACTBO



Opranu3anus paboThl ¢ 00paIIEHUSIMH TPAKIAH

[ToaroroBka K caue v caada rocy1apCTBEHHOTO DK3aMEHa

[TpakTHKyM IO COCTaBICHHUIO U OPOPMIICHHIO CITY)KEOHBIX TOKYMEHTOB

HpOI/I3BO[[CTBeHHa$I — OpCAIUIITIOMHAA IpakKTUKa

Texnnueckue cpe€acTBa ynpaBJICHUA B JOKYMCHTAIIMOHHOM 06eCHe‘-IeHI/II/I YIpaBJICHUA U
apxuBax

4 Mecto npoBeaenusi npakruxku/HUP

[TpakTka mTpoBOAMTCS Ha Oa3e OpraHu3anuid JTHOO0OW OpraHU3AIMOHHO-TIPABOBOU
¢dopMbl. CTyIeHTHI 3209HON (POPMBI O0YUEHHS MPOXOJIAT MPAKTUKY B OPTaHU3AIUSIX MO MECTY
TPYAOBOM JEATEIIBHOCTH.

[IpakTrKa MOXET MPOBOJAUTHCS B CTPYKTYPHBIX MOPA3ACICHUSIX OpraHUu3alliy.

Jlist I ¢ OrpaHWYeHHBIMU BO3MOXKHOCTSIMH 3/IOPOBBSI BBIOOP MECT IMPOXOXKICHHUS
MIPAKTHUK JIOJDKEH YUYUTHIBATH COCTOSIHUE 3/IOPOBBS U TPEOOBAHUS 110 IOCTYITHOCTH.

Crnioco6 nposenenust npaktuku/HUP: net
[Tpaktuka/HUP ocymecTBasieTcst AUCKPETHO

5 Komnerenuun ody4aromerocsi, GopMupyemMbie B pe3y/ibTaTe NPOX0KIeHH
npaktuxku/HUP n nnanupyemsble pe3yabTaThbl 00y4eHHs

B pesymbrare mnpoxoxknmenus upaktuku/HUP oOyuaromuiics momkeH 00J1agaTh
CIIEYIOIIUMU KOMIIETEHLIUAMU:

KOI{ HHJUKaTopa I/IHILI/IKaTOp JOCTHIXXCHUS KOMIICTCHIINN

YK-2 Cniocoben onpenensarts Kpyr 3a7a4 B paMKaXx [MOCTaBJIEHHOM 11€TH U BEIOUPATh
ONTUMAJIbHBIE CIIOCOOBI MX PELIECHUSs, HCXO/IA U3 JCHCTBYIOIIUX MPABOBBIX HOPM,
UMEIOLIUXCS PECYPCOB U OTPAaHUYEHUI

YK-2.1 Ompenenser Kpyr 3a7a4 B paMKax IMOCTaBJICHHOM 1IEJIM U TIpeJiaraet
CIIOCOOBI X PCHICHUA U O KMAACMbIC pE3YyJIbTAaThl; OLICHUBACT
MIPEITIOKEHHBIC CITOCOOBI C TOYKHU 3PCHHSI COOTBETCTBHUS 1IEJIH IMPOCKTA

VK-2.2 [Imanupyer peanuzaiuio 3a/1a4 B 30HE CBOCH OTBETCTBEHHOCTH C YYETOM
MMEIOIINXCS pECYPCOB U OTPAaHUYEHUN, JEMCTBYIOIIUX PABOBBIX HOPM

VK-2.3 BrinmonHseT 3a1a4u B 30HE CBOEM OTBETCTBEHHOCTH B COOTBETCTBHHU C
3allJIAaHUPOBAHHBIMHU PE3YJIbTaATaAMM U IMPCACTABIIACT PC3YJIbTATHI
IIPpOCKTa, IpcajIaract BOSMOXHOCTH UX UCIIOJIb30BaAHUA W/MIHI
COBCPUHICHCTBOBAHU S

VYK-3 Cnocoben OCYIICCTBIIATH COLMUAJIBHOC B3aUMOACHCTBUE U PCaIM30BLIBATH CBOXO POJIb
B KOMaHJC

VK-3.1 Ornpenenser CBOO poJib B COIMAIBHOM B3aMMOJICHCTBUU U KOMaHIHOM
paboTe, UCXOJIs U3 CTPATErMH COTPYTHHYECTBA JISl JOCTHIKCHHUS
MOCTABJIEHHOM 11€JI1; CTPOUT MPOAYKTUBHOE B3aUMOJICHCTBHUE C YUETOM
HOPM M YCTAHOBJICHHBIX ITPaBUJI KOMaHIHOW pabOThI

YK-3.2 [Ipu peanuzaruu cBOEH poiau B COIMAIIBHOM B3aUMOJICCTBUU U
KOMaHHOU paboTe YUUTHIBACT OCOOCHHOCTH MTOBEICHUS U HHTEPECHI
NPYTHX YYACTHUKOB, aHATHM3UPYET BO3MOXKHBIC TTOCIICICTBHS JTUIHBIX
JICWCTBUI

YK-3.3 OcymectBisger 0OMeH nHpopMaliei, 3 HaHUSIMHU U OTIBITOM C WIEHAMHU
KOMaH/Ibl; OLICHUBAET UJEH JPYTHX YWICHOB KOMAH/bI I JOCTUKEHUS
ITOCTaBJIECHHOM 1EJIH

YK-4 Cnioco6eH oCcylIecTBIATh AEOBYI0 KOMMYHHUKAIIUIO B YCTHON U MUCBMEHHOM (popmax
Ha TOCYJIapCTBEHHOM si3bIke Poccuiickoit Denepanyn 1 ”HOCTPAaHHOM(BIX) SI3bIKe(aX)




VK-4.1 BriOupaeT ctuiib 001IeHHsI Ha PyCCKOM SI3BIKE B 3aBUCUMOCTH OT IIEJIHA U
YCIIOBUHM MapTHEPCTBA; aJallTUPYET Peub U CTHJIb OOIICHUSI K CUTYyaIUsIM
B3aUMOJICUCTBUA

YK-4.2 Bener nenoByro nepenucky Ha pycCKOM U MHOCTPAHHOM SI3bIKaX C
Y4eTOM 0COOEHHOCTEH CTHIIMCTUKH OPUITUAIBHBIX ITUCEM H
COIMOKYJIBTYPHBIX Pa3INIni

VK-4.3 BrInonHsAeT A1 TUYHBIX MeNIel epeBo] OpHUITMaIbHBIX U
PO ECCHOHAIBHBIX TEKCTOB ¢ MHOCTPAHHOI'O sI3bIKA HA PYCCKHIM, C
PYCCKOTIO sI3bIKa HA MHOCTPaHHBIN

YK-4.4 [TyGuHO BBICTYIIAET HA PYCCKOM SI3bIKE, CTPOUT CBOE BHICTYILICHUE C
Y4ETOM ayAUTOPHH U LEIH OOIECHUS
YK-4.5 VYCTHO npencTaBisieT pe3yabTaThl CBOCH AESITEILHOCTH HA HHOCTPAHHOM

A3BIKC, MOXKET NOAACPKATh pa3roBOp B XOJA€ UX 06CY}K,I[CHI/IH

OIIK-2 CriocobeH HaXOUuTh OpraHU3aIMOHHO-YPABICHYECKHUE PEIICHUS TTPH PEIICHUN
3as1a4 B chepe cBoeli mpodeccnoHaIbHOI 1eTeIbHOCTH;

OIIK-2.1 Ompenensier LeIu U 3a/1a4d YIpaBIeHUs B chepe CBOCH
poheCCHOHANTBHOMN ACATEILHOCTH
OIIK-2.2 Hcnonb3yeT 0OCHOBHBIE METOIBI M TPUEMBI OPTAHU3ALINH, TIJITAHUPOBAHHS,

MOTHBAIIUH, KOOPJIWHAIIMK U KOHTPOJIS IIPOIIECCOB B chepe CBOCH
poeCCHOHAIBHON e TEIHHOCTH

OIIK-2.3 YMeeT uaeHTU(HUIMPOBATH TPEOOBAHKS HOPMATHBHO-TIPABOBOM CPEJIbI K
cBOEH npodeccuoHaIbHON NeTeIbHOCTH U JICATEIbHOCTH OPraHu3aluu

ITK-1 CriocobeH ocyIIecTBIATh OpraHU3allMOHHOE, JOKYMEHTAIIMOHHOE U
nH(pOpMaIMOHHOE 00ECTIEYCHHE ICITSILHOCTH PYKOBOIUTEIISI OpraHu3aIiuu

IK-1.1 OpranusyeT u 00ecIeynBacT JOKyMEHTAIIMOHHOE COITPOBOXKICHHE
JACATCIIbBHOCTH PYKOBOAUTCIIA HA OCHOBC BHCIIHUX M JIOKAJIbHBIX
HOPMATHBHBIX aKTOB

[K-1.2 OpranuzyeTr HHPOPMAIIMOHHOE U JOKYMEHTAI[MOHHOE B3aUMO/ICHCTBUE
PYKOBOJUTES C TOCETUTENSAMU, TOPA3ACICHUSIMH, TOTKHOCTHBIMH
JUIAMH TTapTHEpaAMU

IK-1.3 Opranuszyet padouee BpeMsi, PyHKIIMOHAIBHOE MMPOCTPAHCTBO CBOE U
PYKOBOJUTENS, OPraHU3aLIMOHHO COMPOBOKIAET pabOUKe MPOLIECCHI
PYKOBOOUTENS

[TK-2 Crioco6eH oCcyIIecTBIATh JOKYMEHTAITMOHHOE 00ECTICUCHHUE YITPaBICHUS
OpraHu3almen

[K-2.1 OpranuzyeT U perasaMeHTHpPyeT JOKYMEHTHPOBAHUE YIIPABICHUECKON
JIeSITEJIbHOCTH B OpraHu3aluu

I1K-2.2 Oprasu3yeT 1 perIaMeHTHPYET JOKYMEHTOOOOPOT B OPraHU3aluu

[IK-2.3 Opranuzyer, periaMeHTUPYET ONEPATUBHOE XPaHEHUE U

HCIIOJIb3OBAHNEC JOKYMCHTOB B OpraHu3alnn

[1K-3 Cniocoben opranu3oBaTh U aIMUHUCTPUPOBATH ACSITEILHOCTD [0 OPTaHU3AlUU TPyAa
Y OTLJIAThl IEPCOHAIA

IK-3.1 OGecnieunBaeT JOKyMEHTAITMOHHOE U OPTraHU3aIl[MOHHOE
COMPOBOXKICHUE CUCTEMbI OPTaHU3AIIMY W OTIATHI TPYAa MepcoHaIa

[1K-4 Cnocoben pykoBOIUTH MPOLIECCOM CKaHUPOBAHUS, BBOJIa U 0OPaOOTKH TaHHBIX B
CHCTEME IEKTPOHHOIO apXuBa

[1IK-4.1 VYrpaBiser AesITeNTbHOCTHIO 10 KOHTPOJIIO (PYyHKIIMOHUPOBAHUS, BBOJIA U
00pabOTKH JAHHBIX B CUCTEME 3JIEKTPOHHOTO apXHBa
[1K-4.2 Pa3pabartbiBaeT ToKanbHbIE HOPMATUBHBIE aKThI 110 BOIIPOCAM

opraHu3al Mpouecca CKaHMPOBAHUA B CUCTEME SJICKTPOHHOT'O apXHBa




I1K-4.3

Ocy1iecTBIIsIET CTpaTerHueckoe IIaHHPOBAHNUE U TIOCTPOEHUE
MIPOLIECCOB CKAaHUPOBAHMsI, BBOJA U 00paOOTKH JaHHBIX B CUCTEME
AJIEKTPOHHOT'O apX1Ba




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.

o Bunpl paboT Ha npakTHKe,
Ne | Pa3gensl (3Tamsl) U copepkaHue 2,
> BKJTIOYAsI CAMOCTOSITETIFHYIO Konx xomnerenmmm
n/n MIPAKTUKU M
paboty
YcraHoBouHasi KOH(pEPEHIHS. VK-2.1, YK-2.2, YK-2.3, VK-
Oznakomienne ¢ mporpammoir, | 3.1, YK-3.2, VK-3.3, YK-4.1,
Pasmen 1. TlOAroTOBHTEILHBI 3a7a4yaMu u opraam3anueii | YK-4.2, VK-4.3, YK-4.4, VK-
1. yran 4 MpaKTUKH, cpokamu Bemonaenwus | 4.5, [TK-1.1, IIK-1.2, TIK-1.3,
WHAUBUAyanbHOTO  3amanus  B| [IK-2.1, TTK-2.2, T1IK-2.3, TIK-
COOTBETCTBHUH ¢ pabounmM tuianom- | 3.1, [TK-4.1, T1K-4.2, [TK-4.3,
rpa(uKoM B EPUOJ IPAKTUKU OIIK-2.1, OIIK-2.2, OIIK-2.3
Wncrpykrax 1o texnuke | YK-2.1, YK-2.2, YK-2.3, VK-
OesomacuocTH;  3HakomctBo ¢ 3.1, YVK-3.2, VK-3.3, VK-4.1,
Pasmen 1. TlOArOTOBHTEILHBI TIPEANIPHUSITHEM, opranmanueit, | YK-4.2, YK-4.3, YK-4.4, VK-
1. ran ’ 4 YUIpexKICHUEM, ¢upmoit; | 4.5, TIK-1.1, TIK-1.2, TIK-1.3,
3nakomcTBO co crpykrypoit m| IIK-2.1, IIK-2.2, I1K-2.3, TIK-
GbyHKIMIMH cTpykrypusbix | 4.1, [IK-4.2, T1IK-4.3, OTIK-2.1,
nojipa3ieNeHuit OIIK-2.2, OTIK-2.3
Wzyuenwue JIOKAJTbHBIX
HOPMAaTHUBHBIX aKTOB
PeTyIHPYIOIIUX JIeATSIIBHOCTD
MIPENPHUSTHS, OpraHu3aluy,
YUPESKICHUS, PUPMBI.
Wzyuenne JOKAIBHBIX
HOPMAaTHUBHBIX aKTOB
PeTyHpYIOIMUX
JIENIOTIPOU3BOICTBO Ha
NPEANpPUATHH, B  OpraHU3alluy,
yupexneHu, Gpupme.
Ananm3 pabouero MecTa
Iéf:;iﬁ’;f;g padoTHuKa. o| VK21, VK-2.2, VK23, VK-
OpraHH3aIHOHHO- 3.1, VK-3.2, YK-3.3, YK-4.1,
Paspnen 2. IlpousBoacTBEHHBIN pacnopsauTensHON CUCTEMOU YK-4.2, VK43, VK-4.4, VK-
2. Tan ' 4 JIOKyMEHTaluu OpraHu3aluu 4.5, lIK-1.1, TIK-1.2, IIK-1.3,
JUpCHRICHHS, (UPMBL | TIK-2.1, IIK-2.2, T1K-2.3, T1K-
Wzyuenwne Hi)ouecca OpTraHu3aIiH 4.1, TIK-4.2, TIK-4.3, OTIK-2.1,
OIlK-2.2, OIIK-2.3
JIOKYMEHT0000pOoTa B
OpTraHM3aIlNH, YUpeKICHUH,
¢dupme. IIpaBuna npuema,
OTIIPaBKH, perucrpanuu
KOPPECNOHACHIIMH B OPTaHU3ALIHH.
AHanmu3 mporecca OpraHu3aluu
KOHTPOJIS HCTIOJTHEHHS
JIOKYMEHTOB, OPTaHM3alUsI paOOTHI
HCTIOJTHUTEIEH C TOKyMEHTaMU.
IlpaBuna  dopmupoBanust  jedn,
HOPSIIOK OpraHu3aluu
OTIEPATUBHOTO XpaHEeHUs
JIOKYMEHTOB.
Pazgen 2. Ilpon3BOACTBEHHBINH I(;[;lil;fl/;r:al;KI/?OHHO- POSERRl VK21, VK22, VK23, VK-
2. ran ’ 4 ACTO . 3.1, VK-3.2, YK-3.3, YK-4.1,
PactiopAMITEILHOM VK-4.2, VK-4.3,
JIOKYMEHTAI[MH.




IIpoextupoBanue IPOLIECCOB
OpTaHM3alNU JOKYMEHTO000pOTa B

OpraHHU3alny, YUPEIKICHHH,
dupme. Iopsmox npuema,
OTIIPABKH, perucrpanuu
KOPPECIIOHICHIINY B OPTaHU3aLUH.
Opranuzanus KOHTPOJISI
UCTIOJTHEHHUS JIOKYMEHTOB,
OpraHu3aIus paboThI

HCIIOJTHUTEJNEH C JOKYMEHTaMU.
IMpaBuna  QopmupoBanus e,

MOPSI/IOK OpraHu3aluu
OIIEpPaTUBHOTO XpaHEeHUs
JIOKYMEHTOB.

[Mopsimox co3maHuss W BeIEHUS
HOMEHKJIATYpPHI JIeJl OpraHu3aliu 1
CTPYKTYPHBIX MO/Ipa3/ieIeHHUH.
Wzyuenne u peanuzanust MpaBuil
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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://host.megaprolib.net/MP0109/Download/MObject/2866 (nata obpaiieHus:
14.07.2025). - MakpooOBeKT. - TekcT : 3neKTpoHHBIN. - CBeIeHUsI TOCTYMHBI Takke Ha CD-
ROM.

JIoKyMeHTaIMOHHOE O0eCTICUeHUE YIIPABJICHUS HA TIPEIIPUITUSX PA3TAIHBIX
OpraHU3aIMOHHO-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'. K. Hocoga, 2020. - 1 CD-ROM. - ISBN 978-5-9967-1816-0.
- 3ari. ¢ TuTyi. ’kpana. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2714 (nara obOpaieHus:
14.07.2025). - MakpooOBeKT. - TekcT : 31eKTpoHHBIN. - CBeleHUsI TOCTYMHbBI Takke Ha CD-
ROM.

Anoxuna, C. A. KypcoBas paboTa 1o JOKyMEHTOBEACHHUIO, apXHUBOBEICHHUIO,
OpraHHU3aIMK U TEXHOJIOTHH JJOKYMEHTAIIMOHHOTO O0SCTICUCHUS 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). - 3armi. ¢ TuTyn. 3KpaHa.
- URL: https://host.megaprolib.net/MP0109/Download/MObject/20341 (mata oOparicHus:
30.01.2026). - MakpooOBeKT. - TekcT : aneKTpoHHbIN. - CBelleHUsI TOCTYMHbBI Takke Ha CD-
ROM.

0) lono/iHUTeILHAS JINTEPATypa:

Benukanona, C. C. KaapoBoe 1en10mnpon3BoACTBO U apXHUBBI JOKYMEHTOB I10 JINYHOMY
COCTaBY: MPAKTUKYM : TIpakTUKyM [1ist By30B] / C. C. Benukanosa, U. B. Kamy6a ;
MaruuToropckuii roc. rTexuuueckuid yH-T uM. I'. 1. HocoBa. - Marnuroropcek : 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 (nata oOpaiieHus:
25.01.2026). - MakpooObekT. - TekcT : aneKTpoHHbIN. - CBelleHus: AOCTYMHHI Takke Ha CD-
ROM.

MecTHOe camoyTpaBieHHEe U MyHHUIUITATLHOE YIIpaBIeHUE ;| YIeOHUK / TOX pell. A.
C. Ilpyanuxosa, M. C. Tpodumosa. - 2-e uza., nepepad. u gom. - M. : KOHUTU-JTAHA,
2011. - 1 snextpoH. ont. auck (CD-ROM). - 3arn. ¢ TuTyn. skpaHa. - (YueOHas nuTeparypa
JUIS BBICII. U cped. ipod. oOpa3s.). - URL:
https://magtu.informsystema.ru/uploader/fileUpload?
name=389.pdf&show=dcatalogues/1/1079327/389.pdf&view=true (nara oOpamieHus:
25.01.2026). - MakpooObekT. - TekcT : aeKTpoHHbIN. - CBeleHus: AOCTYMHHI Takke Ha CD-
ROM.

B) MeToauvecKkue yKazaHus:
[Tpunoxxenue 2

r) [Iporpammuoe o6ecnieuenue u UuTepHer-pecypcebi:
http://archives.ru ®enepanpHoe apxuBHoe areHTcTBO PD (PocapxuBs)
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Hpmbeccnona.nbnble 0a3bl JaHHBbIX U ]/IH(l)OpMaIII/IOHHLIe CIIPaBOYHBLIC CHCTEMbI

HasBanue kypca Cchuika
DnexTpoHHas 0a3a nepuoanueckux u3gannii East View [ https://dlib.eastview.com/
HanmonansHast HHGOPMAIMOHHO-aHATUTHYECKAS URL:

DnexTpoHHbIe pecypchl ondmuoreku MI'TY um. I'.U1. https://host.megaprolib.net/M
Poccuiickas 'ocynapcrBennas oubnuoreka. Karamorn [ https://www.rsl.ru/ru/4readers
DenepanbHbI 00pa30BaTeIbHBIN HOpTal — DKoHOMUKA. | http://ecsocman.hse.ru/

MexayHapoaHast peepaTrBHAas U MOJHOTEKCTOBAS https://www.nature.com/sitein
Hudopmanmonnas cucrema - HopmatusHbele npaBoBeie | https://fstec.ru/tekhnicheskaya
Hudopmanmonnas cucreMa - bBaHk JaHHBIX YIPO3 https://bdu.fstec.ru/?

9 MarepuajibHO-TeXHHYecKoe o0ecneuenne nmpakruku/ HUP

MartepuaibHO-TEeXHUYECKOE 00€CIIeUeHUE OpPraHUu3alMi Pa3IMYHBIX OpraHU3aIlMOHHO-
MPaBOBbIX (OPM TO3BOJISET B IOJHOM OOBEME peaM30BaTh IEIM M 3a/la4yd TMPAKTHKUA H
chopMHUPOBATH COOTBETCTBYIOINE KOMITETEHITUH.



IIpunao:xenue 1

OueHouHble  cpeacTBa Ui NPOBEJEHUs]  NMPOMEXKYTOYHOHl  aTTecTAMH 1O
NMPOW3BOJACTBEHHOIl NPAKTHKH MO MNOJYYEHHI0 NPO(ecCMOHAIBHBIX YMEHHMHd W ONbITa
npogeccuoHAJIbLHOM 1eATETbHOCTH

Bun aTTecranuu o uToramM mpakTHKHU — 3a4€T ¢ OIICHKOM, KOTOPBIA MTPOBOAUTCS B (hopme
3amuThl oT4yeTa. [lo uToram npakTUKU MPOBOAUTCS UTOTOBast KOH(EpeHIHs, Ha KOTOPOl CTyIeHT
03BYYMBAET OCHOBHBIE UTOT'H, ITOJYyYEHHbIE HA IPAKTHKE.

Jlo wuToroBoil KoHGEpeHLUHUH CTYAEHT IMpenocTaBiseT Ha Kkadeapy Cleayrolue
JOKYMEHTHI:

- IUCbMEHHBII OTYET

- UHAMBUAYAJIBHOE 3aJJaHUE;

- pabounii miuan-rpaduK NPaKTUKY;

- XapaKTEepUCTUKA PYKOBOAUTEIS IPAKTUKU OT OPTaHU3ALMHU C OLICHKOM.

I[IpumepHOe HHAUBUAYAJIbHOE 32/]aHIE HA POU3BOJACTBEHHYIO NPAKTUKY
«Opranu3anms ¥ TEXHOJIOTUs JOKYMEHTAIIHOHHOTO o0ecnieYeHHsl YIIPABJIEHUs:

Ilenv npoxorcoenua npakmuxu:

1. 3akperuienue u yriyoJieHUE MOTYYEHHBIX TEOPETUUECKUX 3HAHHUM IO CJIEIYIOIIUM
HaIpaBJICHUSAM:

a) TMPHHLIUIBI OPTaHU3AINH JOKYMEHTO000POTa;

0) TPUHIMITBEI OPTaHU3ALUU PETUCTPALIIH JOKYMEHTOB;

B) HOPS/IOK  OOpabOTKM  JOKYMEHTOB  OpraHM3allid B 3aBUCUMOCTH  OT
INPUHAIICKHOCTU K JOKYMEHTOIIOTOKY U BUAY IOKYMEHTA;

I') OpraHu3alsi BCECTOPOHHETO  MCIIOJIb30BaHMsS JOKYMEHTOB B  TEKyILEM
JIEJIONPOU3BO/ICTBE;

1) OpraHu3ais padoThl AETONPOU3BOJICTBEHHBIX CITYXKO H T.1I.

2. llpuoOpereHue NepBUYHBIX MPOPECCHOHATbHBIX YMEHMM U HAaBBIKOB B 00JIaCTH
OpraHMu3aly TOKyMEHTAllMOHHOTO 00eCIIeYeHMs].

3. IlpuoOperenne  mepBUYHBIX  NPO(ECCHOHATBHBIX  YMEHUH W HaBBIKOB
MCIIOJIb30BAaHUSI KOMITBIOTEPHBIX TEXHOJOTUN B TOKYMEHTAllMOHHOM 00eCre4YeHUn
yIpaBJIeHUs.

3aoauu npakmuxu:

— o0ecrnieueHue 1 mpoBepka npodeccuoHaIbHOI TOTOBHOCTH CTYIEHTOB K
CaMOCTOSITENIbHON TPYJIOBOM €SITEIIbHOCTU U BBIIIOJHEHUIO OCHOBHBIX
npodeccnoHanbHbIX (QYHKIHI B COOTBETCTBUU C KBaTU(UKAIMOHHBIMU TPEOOBAHUSIMH;

— 3aKpCIUICHUC, erIyGJ'IeHI/IC " paclInpCHUC 3HAHHUM B 00J1aCTH opraHu3zanuuv U
TCXHOJIOTHH I[OY, MOJIYYCHHBIX CTYJACHTAMHU B IMTPOLECCEC TCOPCTUICCKOTO O6yLICHI/ISI,

— U3YUYEHUE OPTaHU3ALNH IEATEIHOCTH U CTPYKTYPBI JEIONPOU3BOICTBEHHOTO
MOJPa3JIeIEHUs] B CUCTEME CITY>KOBI JIOKyMEHTAIIMOHHOT'O 00eCTIeYeHus YIIPaBICHUS
OpraHu3aluei;



— MPUOOPETEHHE U 3aKPETUICHNE MPAKTHYECKUX YMEHUH M HAaBBIKOB BBITTOJTHEHHUSI
OCHOBHBIX BHJIOB PaOOT B 00J1aCTH TOJIyYeHHS, 00PabOTKH, OTIIPABKHA U ONIEPATHBHOTO
XpaHEHHS JJOKYMEHTOB B TEKYIIIEM JICTIOIPON3BOJICTBE;

— U3Y4YCHHE OpPraHu3anuu ImoJIy4cHusl, O6pa6OTKI/I " XpaHCHUA JOKYMCHTAIUU B CUCTEMEC
QJICKTPOHHOI'O I[OKYMGHTOO6OPOT8,;

— (UKCHpOBaHUE B IHEBHHUKE MOJTyUYCHHBIX CBEJICHUN U PE3YJIbTATOB BHITIOJTHEHHBIX
pabor;

— INOATOTOBKA OTYETA 110 PE3YyJIbTaTaM IPAKTUKH.

Bonpocu, nodﬂeofcaume U3yueHuiIo.

Nons

N3ydeHue N0KaIbHBIX HOPMATUBHBIX aKTOB PETYJIUPYIOLIUX AEATEIbHOCTD IPEATIPUATHS,
OpraHu3aluy, yUpexKACHUs, GUpMbI.

M3yueHune JIOKaJIbHBIX HOPMAaTUBHBIX AaKTOB PETYJIUPYIOIIUX JAEIONPOM3BOJICTBO Ha
OPEANpUATHH, B OpPraHU3aluy, YIPEXKICHUH, PUpME.

Ananu3 pabouyero MecTa KaHLENSIPCKOro pabOTHUKA.

O3HakOMJIEHHME C OpPraHM3alMOHHO-PACHOPSAIUTEIBHONM CHCTEMOM JOKYMEHTalUuu
OpraHu3alH, YUpexKIeHUs, PUPMBI.

[TonroroBKa MPOEKTOB OPraHU3ALMOHHO-PACTIOPSAUTEILHON JOKYMEHTAIUH.
Opranuzanus JOKyMEHTOOOOpOTa B OpraHM3aluu, ydpexnaeHuu, ¢upme. IlpaBuna
pUeMa, OTIPABKH, PErHCTpalli KOPPECIIOHACHIIMM B OpraHM3aluyd. AHaIU3 Ipouecca
OpraHu3ali KOHTPOJIS UCIIOJHEHUS JOKYMEHTOB, OpraHu3alus padoThl HCIIOIHUTENEH C
JIOKYMEHTaMHU.

[lpaBuna ¢opmupoBaHus Je€d, HOPSIOK OpraHU3alliid ONEPAaTHBHOIO XPaHEHMS
JIOKYMEHTOB.

[lpaBuna M mNOpPSAAOK CO3JaHMSI W BEJICHHMs HOMEHKJIATypbl JeJl OpraHu3alud U
CTPYKTYPHBIX ITOAPA3ACIICHUMN.

CocraBneHre HOMEHKIATYPBI Jeil.

N3ydenue u peanuzanus npaBui opopmiieHus A€ U epeadu el Ha apXUBHOE
XpaHEeHue.

Ilnanupyemoie pesynomanvl npaKmuKu:
[ToaroToBka pekoMeHAaUil 0 YCTPAaHEHHUIO WIM MUHMMM3ALMU BBIABICHHBIX MpoOIeM
(pexoMeHaluK JOKHBI ObITh OOOCHOBAHHBIMH, T.€. CONPOBOXKJIATHCS CChUIKAMHU Ha
COOTBETCTBYIOIIME HOPMATHUBHO-IIPABOBbIE AKThI U T.I1.).
[TonroroBka BBIBOJIOB O JAEITEIBHOCTH NPEANPUSITUA WIM oOpraHuszainuii, B cdepe
[IPAaKTUYECKUX PEKOMEHAALMM [0 COBEPLICHCTBOBAHUIO apXMBHOIO  XPaHECHUSA
JIOKYMEHTOB.
Onenka 3(p¢GEeKTUBHOCTH MPOEKTOB U IMPOrpaMM IO COBEPILIEHCTBOBAHHUIO IPOLIECCOB
ApXMBHOI'O XPAaHEHUs JOKYMEHTOB, BHEIPSEMBIX HA MPEATPUITHIX.
OreHka KauecTBa yNpaBJIeHYECKUX PEIICHUH B cepe apXUBOBEICHUS.

IToaroroBka oT4eTa IO MPAKTUKE
[TyGnuyHas 3amuTa CBOUX BHIBOJIOB M OTYETA 110 MPAKTHKE.
Cucrematuzanusg u o0OoOLIeHHE Marepuajia JJid HalmucaHUs KypCOBBIX paboT W

BBIMTYCKHON KBaJTM(UKALMOHHON pabOTHI.

Pykosooumenv npakmuku om opzanusauyuu/npeonpuamus opopmisieT XapaKTEPUCTHKY U
BBICTaBIsICT JU(DPepeHIIUPOBaHHYIO OIEHKY CTYJIEHTY B JIOKyMEHTax, MPeICTaBIsIEMBbIX



CTyAEeHTOM Ha Kadenpy. IIpu BbICTaBIEHUN OLIEHKH PYKOBOJUTEIb IMPAKTUKU OT OpraHU3aluu
IPECTaBISIET OT3bIB O PA0OTE CTYIEHTA MO CIEAYIOLEMY IUIaHY:
- CPOKH ITPOXOKICHMSI IPAKTUKH;
- IIOJIHOTA U3YYEHHMsI BCEX BOIPOCOB, IIPEYyCMOTPEHHBIX IIPOIPaMMOil IPAKTUKH;
- IIPOSIBJIICHUS CTYACHTOM CaMOCTOSITEIIbHOCTH, aKTUBHOCTH, TBOPYECKOIO IOIX01a
K paboTe, TUCIUILIMHUPOBAHHOCTH;
- ydacTHE CTy/AEHTa B TEKyIled pabore mpennpuatusi (OpraHu3aluu), pelieHus
3a/1a4;
- TPYAHOCTH, BO3ZHHUKIINE B XOJ€ IPOXOXKICHHs MPAKTUKU (MpodeccuoHalbHbIE,
JMYHOCTHBIE, TUCIUIUIMHAPHBIE).
- 3aMedaHus M NOXKEIaHUs BhIITycKaroIel kadeape o OpraHu3alnu, CoAepKaHHIo
Y YPOBHIO TIOJTOTOBKH CTYZCHTA.
- PykoBoauTenp mpakTHKOW OT opraHu3auuu. J{OMKHOCTh, (haMuins, HOIIHKCH,
11e4yaTh.

[To uroraM NpakTUKU CTYJEHTY B 3a4ETHYIO KHUKKY PYKO80OUmeem npaKkmuxu om Kageopul
BeICTaBiseTCs AU pepeHnnpoBaHHas OTMETKA 32 MIPOU3BOICTBEHHYIO NPAKTUKY 1O 5 OambHOM
CHUCTEME: «HEYJIOBIECTBOPUTEIBHOY, «YIAOBIETBOPUTEIBHOY, «XOPOLIO», «OTIUYHOY.

OrneHka pyKOBOJIUTENS MPAKTUKH OT Kadeapbl MOXKET OTJIMYAThCA OT OLEHKH, BBICTaBIEHHON
PYKOBOJUTEIIEM IPAKTUKU OT OPraHU3ALINH.

PykoBonuTenu NpakTUKM  BBICTABISAIOT OLEHKM B COOTBETCTBUM C  KPUTEPUSIMU,
npeacraBieHHbIMEA B Tabmunax 1, 2.

Tabnuya 1
Kputepun oneHKH, BLICTABJISIEMOI PYKOBOAUTEIEM NPAKTHKH OT OPraHU3aIluu
Ouenka Kpumepuu oyenxu
OtauyHO CTyaeHT CBOEBPEMEHHO M Ha BRICOKOM YPOBHE BBITIOHHII BECh

HAaMEUYECHHBII POTrpaMMOil PAKTUKU 00BEM PabOTHI; MPOSIBIISIT
CaMOCTOATENIBHOCTb, WHULAATHBHOCTH B peumeHun
IIPOU3BOJCTBEHHBIX BOIIPOCOB.

Xopomo CTyneHT CBOEBPEMEHHO M Ha JOCTATOYHOM YPOBHE BBIIIOJHUII
BECh HAMEUEHHBIH MNpOrpaMMON MpakTHUKH OO0BEM pPabOTHI
(oOs13aTenbHYI0 M JIONOJIHUTENIBHYIO 4YacTH); HO HE Bcerza
IPOSBIISLI CAMOCTOSITENIBHOCTh M MHUIMATUBHOCTh B PELIECHUU
IIPOU3BOJICTBEHHBIX BOIIPOCOB.

VY 10BIETBOPUTEIBLHO CTyeHT CBOEBPEMEHHO U Ha JOCTATOYHOM YPOBHE BBIIIOJHUII
BECh HAMEUEHHBIH MNpOrpaMMON MpakTHUKH OO0BEM pPabOTHI
(00s13aTeNbHYIO U JIOMOJHUTEIBHYIO YacTH); HO HE IPOSBIIII
CaMOCTOSITEIBHOCTh ¥ WHUIMATHUBHOCTD WM  JOIyCKall
OTJIeJIbHBIE OLIMOKH B PELIEHUH POU3BOJICTBEHHBIX BOIIPOCOB.

HeynosnersopurensHo CryneHT  HE  BBIIOJHWJI ~ IOpOorpaMMmMy M MPOSIBHI
0€30TBETCTBEHHOE OTHOLIEHHE K MPAKTHKE.

Tabnuuya 2
Kputepun oneHk#, BbICTABJISIEMO PYKOBOUTE/IeM NPAKTHKH OT YHHUBEPCUTETA
Ouenka Kpumepuu ouyenxu
OtinyHO CTyeHT B CPOK U B TMOJHOM OOBEME BBITIOIHUI MPOTpaMMy

IMPAKTHUKH, CBOCBPCMCHHO npeaoCTaBull OT‘{éTHyIO




JOKYMEHTaluo,  O(QOpMJIEHHYI0O B COOTBETCTBUM  C
TpeOOBAaHUAMH HACTOALIMX METOJIUYECKUX PEKOMEHAALNH.
Otu€rHass NOKyMEHTAalMs OTpaXkaeT BBICOKUHM  YPOBCHb
TEOPETUYECKOU U NIPAKTUYECKON ITOATOTOBKH CTYICHTA.
OTmeTka pyKOBOAMTENS  NPAKTUKM OT  OpPraHu3aluu —
«OTIIMYHO» WU «XOPOILIO».

Xoporo

CTyzneHT B CPOK M B HOJHOM OOBEME BBIMOJHUI MPOTPAMMY
IIPAKTHKH, CBOCBPEMEHHO IIPEIOCTABUII OTYETHYIO
JOKYMEHTaluo,  O(QOpMJIEHHYI0O B COOTBETCTBUM  C
TpeOOBAaHUAMH HACTOALIMX METOJIMYECKUX PEKOMEHAALNH.
Oru€THas NOKyMEHTALMs OTPakaeT JOCTAaTOYHBIM YPOBCHb
TEOPETUYECKOU U NIPAKTUYECKON ITOATOTOBKH CTYICHTA.
OTMmeTKka pyKOBOAMTENS OT OpPraHU3aluu — «OTJIIMYHOY,
«XOPOILLO» UJIN «YIOBICTBOPUTEIILHO.

y,I[OBJ'IeTBOpI/ITCJ'ILHO

CTyeHT B CPOK U B MOJHOM OOBEME BBIMOIHUI MPOrpamMmy
MIPaKTUKH, CBOEBPEMEHHO PEeI0CTaBUI OTUETHYIO
JOKYMEHTaluo,  O(QOpPMJIICHHYIO B  COOTBETCTBUU  C
TpeOOBaHUSMU HACTOSIINX METOJUYECKIX PEKOMEHIAIUH.
OtuéTHass NOKYMEHTAlMs OTPAaKaeT JOCTATOYHbI YpPOBEHb
TEOPETUYECKON M MPAKTUYECKON MOJITOTOBKH CTYJEHTA, HO
COJICPKHT PSAJ HEAOUYETOB MO COJACPKAHUIO U/HITH OPOPMIICHHIO.
OTMeTKa PYKOBOIUTENSI OT OpPraHU3AIMH — «XOPOIIO» WU
«YIIOBJIETBOPUTEIILHOY.

Hey,Z[OBJ'IeTBOpI/ITeJ'IBHO

CryleHT He B CPOK W/WIM HE B IOJHOM OOBEME BBINOJIHUII
IporpaMMy HpPaKTUKH; W/MIM HECBOEBPEMEHHO IPEI0CTaBUII
OTYETHYIO JOKYMEHTALMIO; /UM JOIMYCTHII TpyOble OIMOKH B
0(pOpMIIEHUN OTUETHON JOKYMEHTAIUH.

OtmeTKa PYKOBOJUTEIS oT OpraHu3aluu —
«yAOBJIETBOPUTEIILHO» UJIH «HEYIOBIETBOPUTEIHHOY.

Eciun  oneHkwn,

BBICTABJICHHBIC PYKOBOAUTCJIEM IIPAKTUKHU OT OpraHu3alvmu U

PYKOBOOUTCIJICEM MTPAKTUKH OT YHUBCPCUTECTA, HC COBIIAJAt0OT, TO MOCIEIHUN 000CHOBBIBAET CBOIO
OLICHKY HAa TUTYJIbHOM JINCTC OoTuéTa.

OI_IGHKa 0 MPAaKTUKE MNPUPABHHUBACTCA K OICHKaM (3a‘léTaM) o TEOPETHUYCCKOMY

00YyYEHUIO U YUUTHIBACTCS MPU MOABEIACHUU UTOTOB OOIIEH YCIIEBAEMOCTH CTY/ICHTA.

[Ipy HEBBIMOTHEHUM NPOrpamMMbl Y4eOHOH MpakTHUKK Oe3 YBaKUTENbHON MPUYMHBI,

HapyLIEHUsI TPYAOBOM TUCIUIUIMHBI CTYI€HT OTCTPAHSAETCS OT MPAKTUKU; €ro paboTa npu3HaéTcs

HGYI[OBJ'IGTBOPI/ITCJ'IBHOI\/'I; CcaM CTYACHT CUMTACTCA HE BBIITOJIHUBIIUM y‘~I€6HI>II\/JI I1JI1aH.

CTy,[[CHT, HE BBIIIOJIHUBIINH nporpamMmy MpaKTUKHU 11O yBa)I(HTCHBHOﬁ MPpUYINHEC, HAIIPABJISACTCA

Ha MPaKTHKY BTOPUYHO B CBOOOIHOE OT YUEOBI BpeMsl.




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

O06s13aTeNnbHON (POPMOI OTUETHOCTH CTY/ICHTA-TIPAKTUKAHTA SBIISETCS MMCHbMEHHBIN
OTUYET.

OTtuér oopmiisieTcss B Ie4aTHOM BHUjI€ B cOOTBeTCTBUU ¢ TpeboBanusmu ['OCT P
7.0.97-2025. HarmonaneHbiid cranaapt Poccuiickoit @epeparuu. Cuctema ctaHaapToB MO
uH(popMaluu, OMOIMOTEUHOMY U U3JaTeNIbcKoMy Jieny. OpraHu3aluoHHO-
pacnopsiauTenbHas JoKyMeHTanus. TpeboBanus K opopmIIeHUIO JOKYMEHTOB" (YTB.

[Tpukazom Poccranmapra ot 26.06.2025 N 622-cT).

OTuéT mevaraeTcsl Ha CTaHIAPTHBIX Oenbix Juctax Gopmata A4 (210 x 297 MM) ¢ ogHO#M
CTOpPOHBI JincTa. KaXKaplil IMCT JOKyMEHTA I0JKEH UMETh MOJIsl HE MEHee:

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.

Bropyto u Bce mnocrnenyrompe CTpaHulbl oT4éTa HymepyroT. Homepa crpanui
MPOCTABIISIFOT TIOCEPEIMHE BEPXHEro Mmois JucTa. AO3amueiii otctyn (1,25 cM) U miepeHOoCH
YCTaHABIUBAIOTCS aBTOMATHYECKHU.

Coz[epn(aHHe 0TUCTa JOJIPKHO BKIHOYATH CIACAYIOIUE pa3aCJIbl:

1. TUTYNBHBINA JUCT IO YCTAaHOBJICHHOU (hopMme

2. Copnepxanne OTYETa C YKa3aHHUEM CTPAHHUL] BCEX Pa3/IeNIOB 110 YCTAHOBJIEHHOU opme

3. BBenenue (xapakTepucTuka JeSTENIbHOCTH MPEANPUSTHS, OpraHU3alluu, YUPEKICHUS,
(bupMbl — 0a3bl IPAKTUKU; OMHCAHUE CTPYKTYpPHI 0a3bl MPAKTHKH; MOAPA3IEIECHUs, T1Ie
IPOXOJWJIM TPAKTUKY; ONHMCAHWE JOJDKHOCTH W (QYHKUUH JMIa, SBISBLIETOCS
HACTaBHUKOM B ITpoIecce MPOXOXKACHUS PAKTUKN)

4, AHanm3 JIOKaJIbHBIX HOPMATUBHBIX aKTOB PETYJIHPYIONIUX JACSITEIBHOCTD CIyKO0b1 JJOY
0a3bl MPaKTHKH, OPraHU3alMI0 JOKYMEHTAI[MOHHOTO O0eCleueHUs yNpaBlIeHUs Ha
NPEINPUSTHH, B OPraHU3aINA, YIPEXKICHHH, PUPME.

5. PackpeITh OCHOBHOE COZEpKaHUE JEATEIBHOCTH Ha ITPAKTHKE:

® OIUCaHHUE CTPYKTYpPHI Oa3bl MPAKTUKU;

e onucanue QyHkui cinyx6s1 JJOY 0a3bl NpakTHKH;

e omnucaHue (YHKIMOHAIBHBIX O00s3aHHOCTEH JOKHOCTH  (JJOKYMEHTOBENa,
JEJIONPOU3BOUTENSA, CEKpeTapsi, MEHeKepa MO MEepCOHANy, apXUBUCTa U Jp.),
KOTOPYIO 3aHUMaJI CTYJIEHT BO BpeMsI PAKTHUKH;

e aHamu3 OCOOEHHOCTEW OpraHu3alMM JEJIONPOH3BOJCTBEHHBIX IPOLECCOB 0a3bl
NPaKTUKU;

® T[POEKTHl COBEPLICHCTBOBAHMSI TEXHOJOTUU JAENONPOU3BOJACTBEHHBIX IMPOLIECCOB
0a3bl MPaKTUKU;

® COCTaBJIEHHE IPOEKTOB JOKYMEHTOB, PETYJIUPYIOIIUX IeIONPOU3BOJACTBEHHbIE
IIPOLIECCHI: MHCTPYKLINH, MIOJOXKEHUS, PETJIAMEHTHI U T.1.

® JIOKYMEHTbI (OpUTHHAJIBI UM KOIHUH), COCTABICHHbIE U O(POPMIICHHBIE CTYJIEHTOM
BO BpEeMsI TPOXOXKICHHSI TPAKTHKH.



6. 3awitoueHHe (BBIBOJ O MpOJEJaHHOW paldoTe, ycliexu M HEyAaud, Kakue 3HaHUS U
YMEHHUSI TPUTOJUIUCH, YTO CIEAOBANO H3YyYUTh CaMOCTOSITEIBHO, IOTPEOHOCTD
OpraHM3aly B CIEUAINCTaX 110 JOKYMEHTOBEIECHUIO U apXUBOBEICHUIO, CAMOAHAIN3
BalllUX TNPO(PECCHOHANBHBIX Ka4eCTB, JIMYHOCTHBIN pPOCT, POJIb MPOJAETIAHHON BaMu
paboThI B €SITEIBHOCTH OPraHU3ALIHY).

[Tpunoxenus (MakeT JOKyMEHTOB, pPa3pabOTaHHBIX CTYAEHTOM Ha MPAKTHKE, KOIMU JOKYMEHTOB
OpraHM3al1K: YCTaB, OJI0XKEHHUS O CTPYKTYPHBIX IOJpa3AeieHusx, nouoxenue no J10Y, oo

apxXuBe U T.1.)



