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JIner akTyaan3anun paboueii nporpaMMbl

Pa6ouas nporpamMma nepecMoTpena, obcyxkiena u ono6pena Juts peanmsanmn B 2020 - 2021
yueGHOM rojy Ha 3aceanuu kadeaps: Ilegarornueckoro 00pazoBaHus ¥ JJOKYMEHTOBEICHHS

ITporokon ot 03 cg ol Ne 1
3asB. kadenpoit ( //

)4

C.C. BennkaHosa

[
Pa6ouasi mporpaMMa nepecMOoTpeHa, o6cyxkaena i ofoopena Juist peanmsanuu B 2021 - 2022
yueGHOM To/1y Ha 3acenanuy kadenpsr Ilenaroruyeckoro o6pasoBaHus U JOKYMEHTOBEICHHSA

[Tporokom o __ 20 r. Ne
3aB. kadeapoit C.C. Benmkanosa

2 2

PaGouas mporpamMma IepecMoTpena, o6eykiena i ogobpena Juist peammsanuy B 2022 - 2023
yueGHOM rojty Ha 3acezanuy kadenpsr Ilenarorudyeckoro o6pasoBaHus U JOKYMEHTOBEICHHUSA

IIpotokom oT 20 r. Ne __
3as. kadeznpoit C.C. Benukanosa

Pa6ouast nporpamMma nepecMoTpeHa, 06cyk/eHa i oxobpena juis peanusamuu B 2023 - 2024
yue6HOM rojty Ha 3aceanuy kadenps: ITenaroruyeckoro o6pa3oBaHus M JJOKYMEHTOBEICHHS

[Tporokom o ___ 20 r. Ne
3as. kadenpoit C.C. Benmkanosa

PaGouas nmporpamMma rnepecMoTpeHa, 06cyskieHa i onobpena juis peanusaiuu B 2024 - 2025
yueGHOM rojty Ha 3acenanuu Kapenpst Ilerarormyeckoro o6pasoBanus U JOKYMEHTOBEICHHUS

ITporokom or 20 r. Ne
3as. xadenpoit C.C. Benmkanona




1 Iesan npaktuxku/HAP

Lenstmu yaeOHOM MPaKTUKK 10 HampaBieHuio moAroToBku 46.03.02 JlokymeHTOBEIeHUE
U apXUBOBEJCHUE SBISIOTCA NPUOOpETEHHE CTYACHTAaMU NEPBUYHBIX MPO(EeCcCHOHATBHBIX
3HaHUH W yMEHUH B oOONacTH aHamu3a U OQOPMIIEHUS JOKYMEHTOB C HCIIOJIb30BaHHEM
KOMIIBIOTEPHBIX TEXHOJOTHH; 3aKperieHue MPaKTUYECKUX YMEHHH, C(HOpMUPOBAHHBIX Y
CTYACHTOB B X0JI€ OCBOCHHS YYEOHBIX AUCLUIUINH.
2 3apaun npaktuku/HAP

3amauaMu yueOHOM PAKTUKHU SBIISIOTCS:

— 3aKperjieHue TEOPeTHMUYECKOTo MaTepuaga 1o NpOoQUIbHBIM  TUCIUILUIMHAM
MOJITOTOBKH;

(] pa3BUTHE M COBEPILICHCTBOBAHHUE YMEHHUS OCYIIECTBIATh MNPO(ECCHOHATLHYIO
JeSITeIbHOCTD B 0071aCTH HH(OPMAIIMOHHBIX TEXHOJIOTUH;

(] pa3BUTHE TBOPUYECKOM CAMOCTOSITETbHOCTA M UHUITUATUBHOCTH.

3 Mecto npaktuku/HUP B cTpykType 06pa3oBaTe/ibHOI MPOrpaMMbl

Hns  mpoxoxneHust npaktuku/HUP HeoOxonumbl 3HaHus (yMEHMs, BIIAJCHUs),
c(OpMHUPOBAHHBIC B PE3YIIbTATE U3YUCHHS JUCITUTUTUH/ IPAKTUK:

VYpaBneHue 4ea0Be4eCKUMHU pecypcamu

TexHonorus koMan1000pa30BaHUS U CAMOPa3BUTHS

OCHOBBI TOKYMEHTOBEACHUS

JlokyMeHTaIMoHHOE 00ecledeHre roCyJapCTBEHHOTO yCTpoiicTBa B PO

OCHOBBI apXUBOBECHUS

MatemaTtuueckre METO/Ibl B JOKYMEHTAIIMOHHOM 00€CIIEYeHUH YIIpaBICHUS

WNudopmaruka

Brenenue B mpodeccuto

JIMHrBUCTHYECKHE OCHOBBI JIEJIOBOTO NMHChbMa

CoBpeMeHHas OpraHu3alys rocy1apCTBEHHbBIX yupekaeHuil Poccun

JlokyMeHTalMoHHOE 00€ecIedeHne apXUBHOTO iefia U HHPOpMaloHHOH cdepbl B PO

3HaHus (yMEHUs, BJIAJICHUs), MOJYyYEHHbIE B Mpoliecce MpoxoxaeHus npaxtuku/HIP
OyayT HEOOXOAUMBI JUISl U3YUEHUS TUCHUIUIMH/TIPAKTUK:

JlenoBast putopuka

JIOKyMeHTHas TMHTBUCTHKA

OcCHOBBI Hay4YHO-HCCIIEN0BATENBCKON AESITEIBHOCTH

[IpaBoBeneHuE

Opranu3anus 1 TEXHOJIOTUS TOKYMEHTAMOHHOTO 00eCTIeYeHUs YIPaBICHUs

ApXVBOBEIIEHUE

JlokymeHTaImoHHOe oOecTeueHrne aIMUHUCTPATUBHBIX OTHOIIEHUH B PD

JIoKyMeHTaIlMOHHOE obecreueHne rpakIaHCKUX OTHOIEeHU B PO

JIoKyMeHTaIMoHHOE 00ecredeHe TPYIOBbIX OTHOIIEH!U B PO

HNudopmannonnoe odecrieyeHne ynpaBieHus

Kanposas nonuruka

Kanposoe nenonpoun3BoacTso

MopenupoBaHue CUCTEM JOKYMEHTAUU OpraHU3alluu

OCHOBBI CEKpETapCKOro 00CTyKUBaAHUS

[IpoekTHas AesATENbHOCTD

JlenoBast nepenucka

WNHpopmannoHHbIE TEXHOIOTUH B JOKYMEHTOBEICHUH U apXUBHOM J€Jie

HopmaruHas 6a3a 1eoBoOro nuchbma

[IpoexTupoBaHue ynpaBlIeHYECKON JOKYMEHTA[UU OPraHU3alun



[Tpon3BoACTBEHHAsA - MPAKTUKA M0 MOJYYCHUIO MPOPECCHOHATBHBIX YMEHHH M OIbITA
npodeccHOHaTBHOM 1eSTETHHOCTH

ApXHMBBI 10 TUYHOMY COCTaBY

BrruucnuTenpHas TeXHUKA W MPOrPaMMHUPOBAHUE B TIOKYMEHTAIMOHHOM OOECTICYeHHU
YIIPaBJICHUS U apXHUBaX

Jlenonpon3BoACTBO KOMMEPUYECKHUX PEATIPUSTHIA

WudopmanroHHbie pecypchl KaJpoBOM CITyKObI

KondunennuanbHoe 1e10nponu3BoCTBO

OO0paboTKH ¥ 3aIIUTa TOKYMEHTHPOBAaHHOI HH(pOopMannu

[lepconanbHbIe JAHHBIE U KX JOKYMEHTHPOBAaHHUE

[TpakTHKyM 1O COCTaBIICHHUIO ¥ O()OPMIICHHIO CITY’)KEOHBIX JOKYMEHTOB

CnenunanpHas CUCTEMA y4ETHOW JOKYMEHTALUH

TexHuueckue cpeacTsa ynpaBieHUs B JOKYMEHTAIIHOHHOM 00eCTIeUeHIH YIIPABJICHUS U
apXxmBax

['ocynapcTBeHHBIC, MyHHIIUIATBHBIE ¥ BEIOMCTBEHHBIC APXHBBI

J1enonpon3BOACTBO MYHUITUITATIBHBIX YIPEKICHHH

JIOKyMEHTaIlMOHHOE ~ O0ECIeYeHHEe YNpaBICHUS HAa MNPEINPUATUAX  PasIMYHBIX
OpraHU3aIMOHHO-TIPABOBBIX (hOpM

JIOKyMEHTHUPOBaHHE IEATEIILHOCTH HETOCYAaPCTBEHHBIX OpraHU3alnui

JIOKyMEHTBI M TOKYMEHTOOOOPOT B OyXTajTepCKOM ydeTe

MesxayHapoIHbIE CTaHAAPTHI YIIPABICHUS JOKYMEHTaMHU

Opranu3zanus padoThl ¢ 00pallleHUsIMU TPaK1aH

[ToaroroBka K 3amIMTe ¥ 3aIIUTA BBITYCKHOH KBATU(PHUKAIMOHHON pabOThI

IToaroroBka K caade u cada rocy1apCTBEHHOTO 9K3aMEeHA

4 Mecto npoBeaenuns npakruku/HUP

VYuyebHas mnpakTHKa NPOBOAMTCS Ha Oaze opraHum3zauuil 000# OpraHU3alMOHHO-
npaBoBoi (GopMmbl. CTyIeHThI 3a04HON (HOPMBI 00YUEHHS MPOXOAAT MPAKTUKY B OpraHU3aLUsaX
10 MECTY TPYJOBOM 1€ATEIBHOCTH.

VY4eOHast MpakTHKa MOKET IPOBOAUTHCS B CTPYKTYPHBIX MOJIpa3eIEHUSIX OpraHU3aliH.

JUis U1l ¢ OTpaHWYEHHBIMH BO3MOYKHOCTSIMHM 3/0pPOBBSI BBIOOP MECT MPOXOXKIEHHS
MPAKTHUK JIOJKEH YUYUTHIBATH COCTOSIHUE 3/I0POBBS U TPEOOBAHHUS 110 TOCTYITHOCTH.

Crnioco6 mposenenus npaktuku/HUP: Beie3anas
CTallMOHapHas
[IpaxTuxka/HUP ocymiecTBnsieTcss HepepbIBHO

5 Komnerenuuu odyuarouierocsi, opmupyembie B pe3yabTaTe NPOX0KICHUS
npaktuku/HUP n nianupyemsble pe3yabTaTbl 00y4eHHs

B pesynprare mnpoxoxaenus mnpaktuku/HUP oOywaromuiics momkeH o0nangath
CJIEIYIOIMMH KOMITETCHIMSIMU:

CTpyKTypHBIit [Tnanupyemble pe3yabTaTbl 00ydeHUs
JIEMEHT
KOMIIETEHIINH

OK-9  roToBHOCTBIO MOJB30BATHCSI OCHOBHBIMU METOAAMH 3aLIUThI POU3BOJICTBEHHOTO
MepCOHAJIa U HACEJICHHUS OT BO3MOJKHBIX MOCIEACTBUN aBapuid, KaTracTpod, CTUXHIHBIX
OencTBuit

3HaTh MpaBUJjIa MOBEICHH IEPCOHANA MTPH aBapUAX, KaTacTpo(ax, CTUXUHHBIX
OencTBUI

YMerb WCIOJIb30BaTh 3HAHMUS 10 3aAIIUTE TOKYMEHTAIBHOTO (POHIA MIPH aBapHUsX,
KaTacTpodax, CTUXHUMHBIX O€ICTBHIX




Bnanets

IIpUEMaMH 3alllUThl ApXUBHOI'O IIEPCOHAIIA, IIOCETUTENIEH U

JOKYMCHTAJIbHOI'O (1)0H,Z[a OT BO3MOXKHBIX HOCJ'ICI[CTBI/Iﬁ aBapI/Iﬁ

OK-10

CIIOCOOHO

CTBIO K MCIIOJIb30BAHMIO OCHOBHBIX MCTOA0B, CIIoco0OB U CpCACTB

MOJTyYeHUsl, XpaHeHHsl, nepepadboTku nHpopmanuu

3HaTh

HOpPMAaTUBHBIC TPEOOBAHUS TIPABIII OPTAHU3AINH [TOJTYICHUSI, XPAaHEHUS U
nepepaboTku HH(OPMALIMU B ApXUBHOM YUPEXKICHUU

YmMmern

MOJIb30BaThCs 3aKOHOATENBHOM 0a30ii 11 OpraHu3aly NOTyYEHus,
XpaHeHHUs, epepadboTKU UH(OpMaIK B YCIOBUSAX apXUBa B COOTBETCTBUU
C HOpMaMHu

Bnanets

TEXHUKaAMH 0()OPMIICHUS COMTPOBOANTEIHHOU JOKYMEHTAIUH MTOTyUeHUS,
XpaHeHus1, nepepaboTKu apXUBHOW MH(OPMALIUU B YCIOBUSIX apXUBHOTO

YUPEKICHUA

OIIK-1
IPaKTUKE

CIIOCOOHOCTBIO HCIIOIL30BATh TCOPCTUUCCKHUEC 3HAHNA U MCTOAbI UCCIICAOBAHNA Ha

3HaTh

OCHOBHBIE METO/bI NUCCIEA0OBAHUS aPXUBHBIX JOKYMEHTOB, a TAKKe
Croco0bl NPUMEHEHUS TEOPETUUECKUX 3HAHUH B c(hepe apXUBHOIO Jieja Ha
IIPaKTHKE

YmMmern

pacrio3HaBath 3 (HEeKTUBHOE penieHne oT Hed((HEeKTUBHOTO IPU
HNPUMEHECHUH TEOPETHUYECKUX 3HAHHI B chepe apXUBHOTO Jiesia Ha
MIPAaKTUKE

Bnaners

croco6aMu OIEHUBAHUS 3HAYUMOCTH U MPAKTUYECKON MPUTOTHOCTH
MOJTyYEHHBIX PE3YJIbTATOB;

OCHOBHBIMH METOJIaMH PEeIlIeHUs 3a7a4u B TpohecCHOHaTbHON 00I1acTH MPU
MIPUMEHEHUN TEOPETHUECKUX 3HAaHUH B cepe apXUBHOTO Jieia Ha
MIPaKTUKE

OIIK-4

BJIaJICHUEM HABBIKAMH HCIIOJIb30BaHUS KOMITBIOTEPHON TEXHUKU U
WH(OPMAILIMOHHBIX TEXHOJIOTHI B MOMCKE UCTOYHUKOB U TUTEPATYPHI, UCIIOTB30BAHUU
MPaBOBBIX 0a3 TAHHBIX, COCTABICHUHU OMOIHOTpadUUecKrX U apXUBHBIX 0030pOB

3HaTh

HOPMAaTHBHYIO 0a3y HCIOJIb30BaHHsI KOMITBIOTEPHOI TEXHUKH U
UH()OPMAIIMOHHBIX TEXHOJIOTUH B MOMCKE UCTOYHUKOB U JIATEPATYPHI B
pabote apxuBa

YMmern

I10JIB30BATHCS KOMIIBIOTEPHON TEXHUKOM B IOUCKE HCTOUYHUKOB U
JUTEPaTyphbl, IPU COCTaBJIEHUN OUOIHOrpaUUecKuX U apXUBHBIX 0030pOB
B paboTe apxuBa

Bnanets

HaBBIKAMHU PaOOThI C KOMITBIOTEPHOM TEXHUKOM MPU MOUCKE UCTOUHUKOB U
JUTEPaTyphl, IPU COCTABJIEHUN OMOIMOrpadUUecKuX U apXUBHBIX 0030pOB

IIPU peLIeHUH MpoQecCHOHANbHBIX 331y apXUBapHyca

OIIK-6

CIIOCOOHOCTBIO pelllaTh CTAaHJAPTHBIE 33/1a4l MPOPECCHOHATBHON AESITeIbHOCTH Ha
OCHOBe HH(OpPMAIIMOHHOI 1 6ubIHorpadguyeckoit KyabTyphbl ¢ IPUMEHEHHEM HH(POPMAIIMOHHO-
KOMMYHHKAITMOHHBIX TEXHOJIOTUH U C YIETOM OCHOBHBIX TpeOoBaHMI NH(OPMaMOHHON

0€3011acCHOCTH

3HaTh HOPMAaTHUBHYIO 0a3y MpUMeHEeHHs HH(POPMAIIMOHHO-KOMMYHHUKAIIMOHHBIX
TEXHOJOTHI € y4eTOM OCHOBHBIX TpeOOBaHMI HH(OPMALIMOHHON
6e301acHOCTH B paboTe

Ymertb pemaTh cTaHIapTHBIE 3a7a4 NPO(eCcCHOHANBHOM eI TeTbHOCTH
apXHUBHUCTa HAa OCHOBE MH()OPMAITMOHHON 1 OMOIHOTpaPUIECKON KYJIbTYPHI
C IPUMEHEHUEM WH(POPMALIMOHHBIX TEXHOJIOTHIA

Bnanets HaBbIKaMU PUMEHATh UH(GOPMAIIMOHHBIE TEXHOJIOTUH MPU PELICHUH

npodeccCHOHANBHBIX 3a]au B paboTe




[1K-1 ciocoGHOCTBIO MPUMEHATH HAy4YHbIE METO/IbI IPU MCCIIEIOBAHUN OOBEKTOB
npodecCuOHAIBHOMN e TETbHOCTH

3HaTh coJiepKaHue U CHEIM(PHUKY METOIOB HCCIIEIOBAHUS U pealln3alliil UX B
podecCHOHAIBHOM AEeATebHOCTH

YmeTh OLIEHUBATh U 00CYXJATh CIIOCOOBI 3()(HEKTUBHOTO PEUICHUS TPAKTUIECKUX
npodecCHOHATIBHBIX 3a/1a4 B MPO(PECCHOHATEHOMN JIESITETbHOCTH

Brnaners pUeMaMH pean3alliii METO0B PEUICHHUs 3a7a4d B MPo(ecCHOHANBHOIMI

oOJactu

[TK-4 ciocoGHOCTBIO CAMOCTOSITETHLHO PadOTaTh C pa3IMYHBIMU HCTOYHHUKAMH WH(POpMaIUN

3HaTh 3aKOHOJATEIbHYI0 0a3y MpaBUJI MOUCKA HHPOPMALIUU U €€ UCIIOIb30BAHHUS
B IPOECCUOHATILHON IEATEIILHOCTH

YMethb CaMOCTOSITEJIHO UCIOJIb30BaTh HICTOUHUKU UH(OpMAINH B
poeCCHOHATTLHOMN IEATENLHOCTH 110 paboTe ¢ TOKyMEHTaMU

BJ'IaIleTI) HaBBIKaAMH OLICHWBAaHUA 3HAYUMOCTH U HpaKTquCKOﬁ IMPUTOAHOCTHU

TIOJIYUYCHHBIX PE3YJIbTATOB IIOHUCKA 110 JOKYMCHTaM

[TK-8 crmocoOHOCThIO aHATTM3UPOBATH IIEHHOCTh JOKYMEHTOB C IEJIBIO X XPaHCHUS

3HaThb 3aKOHOJIAaTEIbHYI0 0a3y 1 OCHOBHBIE IPAaBUIIAa HKCIIEPTH3bI LIEHHOCTU
JOKYMEHTOB YUPEKICHUS

YMmerb OpraHMU30BaTh MIPOLELYPY IKCIEPTU3BI U IPUMEHATh 3HaHus 1o OIJI,
KpUTEPUU LIEHHOCTHU IIPU 0TOOPE JOKYMEHTOB HAa XpPAHEHUE

Bianers IIPUEMAMHU COCTABJICHUS COIPOBOAUTENBHON JOKYMEHTALUN, HABBIKAMU U

meroaukamu DL/];
croco6aMu OIIEHUBAHMS 3HAUUMOCTH JOKYMEHTA - MPOTOKOJIMPOBAHHE

O

[1K-14 BnaseHreM HaBbIKAMU MCIIOIb30BaHUS KOMITBIOTEPHOM TEXHUKH U HH()OPMAIIMOHHBIX
TEXHOJIOTUI B TOKYMEHTAIIMOHHOM 00ECIIEYeHUH YIIPABIECHHS U apXUBHOM JieNIe

3HaTh HOPMAaTUBHYIO 0a3y UCHOJb30BaHUsI KOMIIBIOTEPHON TEXHUKU U
MH(POPMAIMOHHBIX TEXHOJIOIMH B JOKYMEHTAIIMOHHOM 00eCTIe4eHun
YIIPaABJIEHUS U apXUBHOM JI€JIE

Ymeth BECTH HAyYHO-METOJANYECKYIO Pa0OTy B apXUBE UCIOIb30BaHUS
KOMITbIOTEPHOU TEXHUKH U MH(POPMAIIMOHHBIX TEXHOIOTHM

Branets croco6aMu COBEPUIEHCTBOBAHUS MPO(ECCHOHANBHBIX 3HAHUN U YMEHUIN

IMyTEeM HCIIOJIb30BaHUA I/IH(bOpMaI_II/IOHHLIX TEXHOJIOTHUH - COCTaBJICHHE
JOKYMEHTOB C HCKOTOPBIMHU 3aMCYaHHUAMU

IIK-16 BJIAAICHUCM IIPpaBUJIAMH JKCIUTyaTalluu TCXHUYCCKUX CPCACTB U CIIOCOOHOCTBIO
HCIIOJIB30BAaTh TEXHUYCCKUEC CPEACTBA B JOKYMCHTAIMOHHOM oOecreyeHnu YIIPABJIICHUA U

APXUBHOM JCJIC

3HaThb HOpPMAaTHBHYIO 0a3y HCIOJIb30BAHUS TEXHUUECKUX CPEICTB B
JIOKYMEHTAIlMOHHOM OOECTIeUeHUH YIIPAaBJICHUS U apXUBHOM JIeJie

YMerb BECTH HAyYHO-METOJANYECKYIO Pa0OTy € 3KCIUTyaTallMeld TEXHUUECKUX
CPEICTB

Bunaners croco0amMM COBEPILIEHCTBOBAHUS NMPO(EeCCHOHAIBHBIX 3HAHUN M YMEHUH

apxuBapHyca IMyTeM C dKCIUTyaTaluel TEXHHYECKUX CPE/ICTB

[1K-18 BnaseHueM COBpeMEHHBIMH CUCTEMaMHU HH()OPMAITMOHHOTO U TEXHUYECKOTO
o0ecreueHns JOKYMEHTAMOHHOTO 00eCIIeueH s yIIpaBIeHHs U yIIPaBJICHUsS apXUBaMHU




3HaTh

HOPMATHUBHYIO 0a3y cUCTeM MH(POPMALMOHHOTO U TEXHUYECKOTO
obecreyeHns JOKYMEHTAlMOHHOIO 00eCIIeYeH s YIIPaBICHUs U
YIIPABJICHUS apXUBAMU

YMers OTIepPUPOBATH CHCTEMaMU HH(POPMALIMOHHOTO U TEXHHUYECKOTO
obecneyeHns JOKYMEHTAlMOHHOIO 00eCIIeUeH s YIIPaBIeHHs U
YIPABJICHUS apXUBAMU

Brnaners HaBbIKAMHU pabOThI B cUcTeMaxX MHPOPMALMOHHOTO U TEXHUUYECKOTO

o0ecreyeHns: JOKYMEHTAIIMOHHOTO 00eCTIeYeHUS YITPaBICHHS U
yIIpaBJICHUs apXUBaMHU

ITK-19 criocoOHOCTBIO NCTIOIB30BATh MPaBUJIA IOATOTOBKU YIIPABICHYECKUX JOKYMEHTOB U
BEJICHUs JIEJI0BOU ITEPEIUCKU

3HaThb OCHOBHBIE ITPaBUJIa IOATOTOBKH YIPABICHUYECKUX JOKYMEHTOB U BEICHUS
JIEJI0BOY MTEPENUCKH

YMetb aHAJIM3UPOBATh OCHOBHBIE MPaBUJIA TIOATOTOBKHU YIIPABIECHUYECKUX
JIOKYMEHTOB U BEJICHUS JEJI0BON NEPENUCKU

Brnaners CIOCOOHOCTBIO MCII0JIb30BaTh OCHOBHBIE NPaBUJIA MIOATOTOBKU

YIIPaBJICHUYCCKHUX JOKYMCHTOB U BEACHUA IlGJIOBOf/JI NEPCIIMCKU




6. CTpykTypa u conep:xxanue npakruku/HAP

O6mas tpynoemkocth npaktuku/HUP cocraBiser 6 3averHpix enunmi 216 aka.
YacoB, B TOM YHCIIE:

— KOHTakTHas padora — 0,4 akaj. 4acos:

— caMmocrosTenbHas pabora — 207,8 akaz. 4acos;
- B popMe PpaKTUYECKO MOATOTOBKU — 216 akaj. 4acoB

Ne | Paspensl (3Tamsl) U coepKaHue 2 Buabl paboT Ha MpaKTHKE, Ko KoMIETeHLII
/1 MPAaKTUKU 2 |Brmouas CaMOCTOSITEIIbHYIO paboTy A 1
OpraHmauI/IOHHgﬂ CprKTypEi. O3HaKOMUTEJBHBIA dTam: pabdora OK-9, OK-10, OIIK-1, OITK-4,
1 opranmsaiui. OpraHu3alHonHo- |, OpraHu3allky, OCHOBHBIE OIIK-6, TIK-1, TTK-4, TTK-8, TIK-
paBoBast periiaMeHTAaIHsI HAMpaBleHHUs  JCATENBHOCTH U 14 TIK-16. TIK-18. TTK-19
JIESITEIBHOCTH OpPTaHU3aIlUH MOJIpa3/IeNICHHs OpraHU3aIHUH. ' ! !
OOpr ?;IgzaH;;HHgﬂ raﬂngp ggiﬁi IToaroroska oruéra:ob06menue| OK-9, OK-10, OIIK-1, OIIK-4,
1. HpaBOBaHu - UP EI‘HaMLeIHTa st 1 cBesieHnii u opopmiienune oryernoit| OITK-6, ITK-1, TTK-4, TIK-8, TIK-
P P 1 JIOKYMEHTAIMN 14, TIK-16, I1K-18, TIK-19
JIeSTeIbHOCTH OpraHu3aIliu
JloxymeHTHpOBaHUE ?j:gggr(?czenm}m?x MEHTH 03321?;;; OK-9, OK-10, OINK-1, OTTK-4,
2, Y P JIOKY P OITK-6, TTK-1, [TK-4, ITK-8, TIK-
JIESITEIBHOCTH OpPTaHU3aIUH yIpaBIeHIECKOMN JEATENLHOCTH 14 TIK-16. TIK-18. TTK-19
OpraHu3aIuu ' ' '
JlokymMmeHTHpOBaHHUE OcHOBHOH JTall: a3paboTka OK-9, OK-10, OIIK-1, OIIK-4,
2, YMCHTHP - bap OIIK-6, T1K-1, [1K-4, TIK-8, ITK-
ACATCIIBHOCTHU opral-u/l3au1/11/1 HpOCKTOB Z[OKyMCHTOB. 14 HK'16 HK'18 HK'lg
JlokyMeHTHpOBaHHE Hroroserit 3Tall: 0606menue| OK-9, OK-10, OIIK-1, OIIK-4,
2. Y P cBesieHunid u oopmiteHue oruerHoit| OITK-6, ITK-1, TTK-4, TIK-8, TIK-

ACATCIBHOCTU OpraHu3anuu

JOKYMCHTaAIlU

14, TIK-16, ITK-18, ITK-19




7 OueHoYHbIe CpeaCTBAa /AJsi NPOBeACHUS NPOMEXKYTOYHOH aTTecTAllMM IO
npaktuke/ HUP
[IpencraBiensl B npuiioxxeHuu 1.

8 YueOHo-MeTOAUYecKOe M MHPOPMaIHOHHOe 00ecniedeHue npakTuxku/HUP

a) OcHoBHas1 IUTEpPaTYypa:

JlokymeHTaIrmoHHoe o0ecniedeHue ynpasiieHus : yaeOHuk / A. C. I'punGepr u ap. - M. :
IOHUTU-JAHA, 2011. - 1 snekrpon. ont. auck (CD-ROM). - 3arm. ¢ Tutyn skpaHa. -
(Yuebnass  nurteparypa s BeICHI. W cpea.  mpod.  obpas.). - URL:
https://magtu.informsystema.ru/uploader/fileUpload?
name=427.pdf&show=dcatalogues/1/1079440/427 .pdf&view=true (mata obparieHus:
25.09.2020). - MakpooObekT. - TekcT : 3neKTpoHHbIi. - CBeneHus NOCTynHbl Takke Ha CD-
ROM.

JIOKyMEeHTallMOHHOE ~ OOeCrieueHne YNpaBICHUS Ha MPEONPUATHIX — Pa3IMYHBIX
OpraHU3allMOHHO-NIPAaBOBBIX (hopM : ydeOHoe mocobue [ans By3oB] / cocraButenu: C. C.
Benukanosa, . B. Kamy6a ; Marautoropckuii roc. Texuuueckuii yH-T um. I'. Y. HocoBa. -
Marnurtoropck : MI'TY um. I'. K. Hocoga, 2020. - 1 CD-ROM. - ISBN 978-5-9967-1816-0. -
Bar. ¢ Turyn o9kpana. - URL : https://magtu.informsystema.ru/uploader/fileUpload?
name=4125.pdf&show=dcatalogues/1/1535269/4125.pdf&view=true (mata obpaleHus:
25.09.2020). - MakpooObekT. - TekcT : anekTpoHHbIi. - CBeneHus NOCTynHbI Takke Ha CD-
ROM.

Anoxuna, C. A. KypcoBas pabora 10 JOKyMEHTOBEICHHIO, apXWBOBEICHHIO,
OpraHu3allil W TEXHOJOTUU JIOKYMEHTALMOHHOIO OOecreueHusl yIpaBieHus : ydeOHo-
metoaudeckoe mocodbue / C. A. Anoxuna, A. K. Makaposa, 1. B. Camapokosa ; MI'TY. -
Marnuroropck : MI'TY, 2016. - 1 anekrpos. onT. auck (CD-ROM). - 3arn. ¢ TuTyn. 3kpaHa. -
URL: https://magtu.informsystema.ru/uploader/fileUpload?
name=2535.pdf&show=dcatalogues/1/1130337/2535.pdf&view=true (mata oOpalieHus:
04.10.2019). - MakpooObekT. - TekcT : anekTpoHHbIH. - CBeneHus NOCTymHbI Takke Ha CD-
RN

0) /lonmoJiHUTEIbHAS JINTEpATYypa:

JIOKyMeHTallMOHHOE ~ OOecCrieuyeHne YNpaBICHUS Ha MPEINPUATHIX  Pa3IMIHBIX
OpraHU3allMOHHO-NIPAaBOBBIX (hopM : ydeOHoe mocobue [ans By3oB] / cocraButenu: C. C.
Benukanosa, 1. B. Kamy6a ; Marauroropckuii roc. tTexuudeckuit yH-T uM. I'. M. Hocoga. -
Marnutoropck : MI'TY um. I'. . Hocoga, 2020. - 1 CD-ROM. - ISBN 978-5-9967-1816-0. -
3arn. ¢ turya. o9kpana. - URL :  https://magtu.informsystema.ru/uploader/fileUpload?
name=4125.pdf&show=dcatalogues/1/1535269/4125.pdf&view=true (mata obparreHus:
25.09.2020). - MakpooOBeKT. - TekcT : aneKTpoHHbIH. - CBeneHus NOCTymnHbl Takxke Ha CD-
ROM.

MecTHoe camoyIipaBlieHHe U MyHHIMIIAJIbHOE yrpaBieHue : yuyeOnuk / moxa pen. A. C.
[MpynaukoBa, M. C. Tpodumosa. - 2-¢ u3z., nepepad. u gom. - M. : KOHUTU-JAHA, 2011. -1
anekTpoH. ont. auck (CD-ROM). - 3aru. ¢ tutyin. skpana. - (YueOHast aurepaTypa Al BBICII. U
cpen. mpod. obpas.). - URL: https://magtu.informsystema.ru/uploader/fileUpload?
name=389.pdf&show=dcatalogues/1/1079327/389.pdf&view=true (mara oOparieHus:
25.09.2020). - MakpooOwekT. - TekcT : 3neKTpoHHbIi. - CBeneHus NOCTymHbI Takxke Ha CD-
ROM.

B) MeToanueckue yKazaHus:
[Ipunoxenue 2

r) [Iporpammuoe odecnneuenne u UHTEpHET-pecypcehl:
http://archives.ru ®enepanbHoe apxuBHOE areHTCTBO PD



IIporpammHoe obecnieueHune

Haumenosanue 10 No noroBopa Cpok neicTBUs JIUIEH3UU
MS Windows 7 J1-1227-18 ot 08.10.2018 11.10.2021
MS Windows 7 JI-757-17 ot 27.06.2017 27.07.2018
MS Office 2007 Ne 135 or 17.09.2007 0eCCPOUHO
7Zip ¢B000IHO pacnpocrpansemoe 11O 0ecCcpoyHO
Adobe Reader ¢B000J1HO pacnpocTpansemoe 10 0EeCCPOYHO
FAR Manager ¢B000IHO pactpocrpansemoe I1O 0eccpoUuHO

IIpodeccnonanbHbie 6a3bl JAHHBIX 1 HHPOPMALMOHHbIE CIIPABOYHbIE CHCTEMbI

Hassanue kypca

CchUIka

DilekTpoHHas 0a3a mepuoardecKux u3ganuii East View

https://dlib.eastview.com/

HNudbopmanmonnas cucremMa - EamHoe OKHO JOCTyIa K

URL.: http://window.edu.ru/

denepanabHOE TOCYIAPCTBEHHOE OIOMHKETHOS YUPEIKICHHE

URL: http://www1.fips.ru/

HamuonansHas PIH(bOpMaL[I/IOHHO'aHaJ'II/ITI/I‘IeCKaH

URL:

ITouckoBas cucreMa Axkanemus Google (Google Scholar)

URL.: https://scholar.google.ru/

Poccuiickas ['ocynapcTBennas ouonnoreka. Karamoru

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

DIIeKTpoHHBIE pecypchl oubanorekn MI'TY mm. I'.H.

http://magtu.ru:8085/marcweb

DenepabHblii 00pa30BaTENbHBIA TOPTAT — DKOHOMHMKA.

http://ecsocman.hse.ru/

Yuusepcurerckas nadopmanrontas cucrema POCCHU S

https://uisrussia.msu.ru

MexyHapoaHas HayKoMeTpudeckas pedepaTuBHas U

http://webofscience.com

MexayHapoaHas pedeparuBHasi M ITOJHOTEKCTOBAs

http://scopus.com

MexayHapoaHas  0a3a  MOJHOTEKCTOBBIX  YKYPHAJIOB

http://link.springer.com/

MG)K,HYHapO,[[HaSI KOJUICKIMA HAY4YHBIX IPOTOKOJIOB IIO

http://www.springerprotocols.

MG)KI[YHaDOI[HaSI 0aza CIIPaBOYHBIX W3IaHUM 0 BCEM

http://www.springer.com/refer

MexayHapogHas —pedepaTuBHAs W ITOJTHOTEKCTOBAs

https://www.nature.com/sitein

Apxus HAYYHBIX JKYPHAJIOB «HarumoHabHBIN

https://archive.neicon.ru/xmlu

I/IH(bODMaL[HOHHaSI CUCTCMa - HOpMaTI/IBHLIe IIPpaBOBLIC

https://fstec.ru/normotvorches

Nuadopmanmonnas cucremMa - baHk maHHBIX  yrpo3

https://bdu.fstec.ru/

9 MarepuajbHO-TeXHHYeckoe obecneuenne npakruku/HUP

MartepuanbHO-TEXHUYECKOEe OOECreueHrne OpraHu3aluid pa3uYHbIX OpPraHHU3aIOHHO-
MPaBOBBIX (POPM MTO3BOJISIET B TTOJIHOM 00bEME peaTu30BaTh 1ENIU U 33a/1a4u y4eOHOUM MPAKTUKU U
c(hopMUPOBATh COOTBETCTBYIOINE KOMITETEHITUH.



Ipuioxkenne 1
OueHouyHble CPeACTBA /sl MPOBEJAEHHs MPOMEKYTOYHOM aTTecTAlMH MO0 Y4eOHOH -
NPaKTHKe MO MOJYYeHUI0 NMEePBUYHBIX NMPO(ecCHOHAIBLHBIX YMEHHMIi U HABBIKOB, B
TOM 4Hcjde IepPBHYHBIX YMEHHH ¥ HABBIKOB HAaY4YHO-MCCJIEJ0BATEIbCKOM
NesITeIbHOCTH
Bupg arrectanuu mo utoraM NpakTUKHA — 3a4eT C OLEHKOW, KOTOPBIH MPOBOIUTCS B (opme
co0ece0BaHus 110 OTYETY.
Unousudyanvroe 3a0anue Ha npakmuky 01 cmyoenmos 1-02o Kypca:

CryneHT 3HaKOMHTCS C pabOTON OpraHM3alMM, HAIPABICHUSMHU JESTEIBHOCTH U

O0COOEHHOCTSIMU JIOKYMEHTHUPOBAHUS YIIPABJIEHYECKOM IEATEIbHOCTH OpraHU3aliy.

CryneHt U3y4aer coJiepKaHue OpraHU3alMOHHO-TIPAaBOBBIX JIOKYMEHTOB,
perJaMeHTUPYIOIIUX JOKYMEHTUPOBAHHE YIPaBICHYECKON e TeIbHOCTH 0a3bl MPAKTUKHU:

— MOJIO)KEHUE O CTPYKTYPHOM TOJpa3fe/ieHud OpraHu3alud, B KOTOPOM CTYJEHT
MIPOXO/IUT MPAKTUKY

— MHCTPYKIUIO IO JIETIONPOU3BOJCTBY 0a3bl MPAKTUKH;

— TOJKHOCTHYIO HHCTPYKIIMIO TOH JOJKHOCTH JIOKYMEHTOBe[a (IeNOMpOU3BOIUTENS,
CeKpeTapsi, MEHEJDKEepa IO MEpPCOHAly, apXUBHUCTA U JIp.), KOTOPYIO 3aHMMAET CTYJEHT BO
BpeMs1 [IPAKTUKU;

- HOMEHKJIATYPY eIl U Opyaue OpeaHu3ayuOHHO-NPasossie OOKYMeHmbl 0a3bl NPAKMUKU.

*B omuéme 00124CHbl OblMb YKA3AHLL PEKGU3UMbL U3VUEHHBIX OOKYMEHMO8, NO380NAUUEe UX

uoenmughuyuposamo.

CoBMecTHO € pykoBoauTeNneM O0a3bl MPAKTUKU CTYIACHT OMpEAeNseT COACpKaHHEe U
00BEM TOMOTHUTENBHON YacTH Y4eOHOM MPaKTUKH.

CTyneHT OmnuChIBa€T CTPYKTYpPY OpraHu3aluu, coOupaer wmarepuan Jjs OTuéTa,
OTpaXkaloIUi OCOOEHHOCTU JOKYMEHTUPOBAaHHUS  YINPABICHUYECKOW JESATENIbHOCTH  0a3bl
MIPaKTUKH.

CryneHT aHanMM3MpyeT HOPMATHUBHYKO 0a3y JOKYMEHTHPOBAHUS  JESTEIbHOCTH
OpraHu3ali B 1LIEJIOM U CTPYKTYPHOTO MOAPA3/ACNICHUs, B KOTOPOM MPOXOAUT MPAKTUKY, Ha
COOTBETCTBUE COBPEMEHHBIM TPEOOBAHUSIM.

IToaroroBka oruéra:

CryneHT 00o0OmIaeT CBEJCHHs, MONYyUYEHHBIE B XOAE MPAKTHKH, U TOTOBUT OTYETHYIO
JIOKYMEHTAIMIO B COOTBETCTBUH C aKTyaJIbHBIMU TPEOOBAHUSIMH, MIPOAYMBIBAET BBHICTYIICHHE HA
UTOTOBOW KOH(EpPEeHIINU M0 Y4eOHO! MpaKTUKE.

O06s3aTenbHON (HOPMOM OTYETHOCTH CTYICHTA-TIPAKTUKAHTA SBIISCTCS MUCHbMEHHBIN OTYET.

Otuér odopmisgercs B TEUYaTHOM BHIE B COOTBETCTBUU C TPeOOBAHUSIMHU
I'OCT P 7.0.97-2016. HamumonaneHbiii crangapt Poccuiickoii ®enepanmn. Cucrema
CTaHJapTOB MO WHPOPMAIUU, OUOTUOTEYHOMY M U3JATENbCKOMY neny. OpraHu3amuoHHO -
pacropsiguTeNbHAas JOKyMeHTanus. TpeOoBaHusS K OQOPMIICHHIO JOKyMEHTOB" (yTB.
[Tpuka3zom Poccranmapra ot 08.12.2016 Ne 2004-cT) (pen. ot 14.05.2018).

OTtuér rmeyaraercs Ha CTaHIAPTHBIX OenbIX JucTax Gopmara A4 (210 x 297 M) ¢ oHOMN
CTOpPOHBI JiucTa. KaXKaplil TMCT JOKYMEHTA JI0JKEH UMETh MOJIsl HE MEHEe:

20 MM — 71€BOE;

10 MM — npaBoe;

20 MM — BepxHee;

20 MM — HUXKHEE.

TekcroBeiii  pemakrop Microsoft Word, wmpudr Times New Roman, xerms 14,
MEXXCTPOUHBIN HHTEpBa — 1,5.



Bropyro u Bce mnocnenyrommue crpaHulpl oT4€ra HymepyroT. Homepa crpanuig
MIPOCTABJISIIOT TIOCEpeIMHE BEepXHEro mouis jucra. Ao63anubiii orctyn (1,25 cM) M mepeHOCH
YCTaHABJIMBAIOTCSA aBTOMaTHUYECKU.

OO0s13aTeNIbHBIMU 2JIEMEHTAMH OTYETA SBIISIOTCA:

— THUTYJIbHBIN JIUCT;

— cojeprKaHue OTYETA C YKa3aHUEM CTPAHMI] BCEX Pa3JIEIIOB;

— OIHCaHUE CTPYKTYphl OpraHU3aluu — 0a3bl IPAKTUKH;

— omucaHue CTPYKTYyphoI ciyk0b1 JIOY 6a3bl MpakTHKY;

— omnucaHue (QyHKIMOHANBHBIX  OOS3aHHOCTEH TOW  JOJKHOCTH  JOKYMEHTOBela
(1enonpon3BOIUTENS, CEKPETaps, MEHEKepa MO MEePCOHay, apXUBUCTA U Ip.), KOTOPYIO
3aHUMAJ CTYACHT BO BPEMs IIPAKTUKH;

— aHalM3 OCOOEHHOCTEH JOKYMEHTHPOBAHUS YIIPABICHYECKON JESATENBHOCTH 0a3bl
MPaKTUKU;

— CHCTEeMBI H KOMIUICKCHI ~JOKYMEHTOB, (DYHKIMOHUPYIOIIHNE B  JIEATCIBHOCTH
OpraHu3aIy — 6a3bl MPAKTUKU;

— PpPEKOMEHJAIMM 10  COBEPILIEHCTBOBAHUI JIOKYMEHTHPOBAHHUS  YIPABJIEHYECKOU
JeSTEIbBHOCTH 0a3bl IPAKTUKH.

Unousuoyanvroe 3a0anue Ha nPaKmuKy 0Jisl CMyOeHmog 2-020 Kypcd.

O3HakoMUTEJIbHBIH 3TANl (1epsblii-6MOopoll OeHb):
CTyneHT 3HAKOMHUTCS C pabOTOW OpraHM3aliy, HAIPABICHUSAMHU JEATEIHHOCTH U
0COOCHHOCTSIMH TOKYMEHTHPOBAHUS YIIPABICHYECKON JCATEIBHOCTH OPTaHU3aIHH.
Crynent u3y4daer coJiep>KaHue OpraHU3aIlMOHHO-TIPABOBBIX JIOKYMEHTOB,
perIaMeHTHPYIOIIUX JOKYMEHTUPOBAHHE YIPaBIEHYECKON JeTeIbHOCTH 0a3bl MPAKTUKHU:
- MOJIOKEHWE O CTPYKTYpPHOM TIOJIPA3JCICHUH OpraHu3allid, B KOTOPOM CTYJCHT
MPOXOTUT MPAKTHUKY;
- WHCTPYKITHIO TIO JISTIOMPOU3BOJICTBY 0a3bl MPAKTHKH;
- JOJDKHOCTHYIO HMHCTPYKIIMIO TOHM JIOJDKHOCTH JIOKYMEHTOBeZa (ICIIOTPOU3BOIUTEIIS,
CeKpeTapsi, MEHEKepa 10 TepCOHANy, apXUBUCTA M Jp.), KOTOPYIO 3aHMMAaeT CTYAEHT BO
BpeMsl MPAKTUKH;

- HOMEHKJIATYPY JIeN U Opy2ue opeanu3ayuoHHO-Npasosvle OOKyMeHmbvl 0a3bl NPAKMUKLU.
*B omuéme 0012CHbl OblMb YKA3AHLL PEKGU3UMbL U3VUEHHBIX OOKYMEHMO8, NO380AAUUe UX

uoenmughuyuposamo.

CoBMeCTHO C PYKOBOJHUTENEM Oa3bl NMPAKTHKH CTYACHT OINpEAessieT COAepKaHue W
00BEM TONOTHUTENIBHOM YacTH y4eOHOM MPaKTUKU.

CTyneHT ONMCHIBAaeT CTPYKTYpPY OpTraHHM3alWd, COOHMpaeT MaTepual [uiss OT4ETa,
OTpPKAIOMIMKA OCOOEHHOCTH  JOKYMEHTHPOBAaHHUS YIPABICHUECKOW JEATEIBHOCTH 0a3bl
NPaKTHKH.

CTyaeHT aHanu3upyeT HOPMAaTHBHYIO 0a3y JOKYMEHTHPOBAHHS JIESTEIBHOCTH
OpraHM3alUy B LEIOM M CTPYKTYPHOTO IIO/Ipa3/eNiCHHs, B KOTOPOM IPOXOAUT NPAKTUKY, HA
COOTBETCTBUE COBPEMEHHBIM TPEOOBAHUSM.

Pa3paboTka NMpoeKTOB TOKYMEHTOB (Mpemuti—00UHHAOUamblli OeHb):

CrymeHT coctaBmsier ©  odopMisier He MeHee Oecamu  OpTraHU3AIMOHHO-
pPacCHOPSIUTENBHBIX JTOKYMEHTOB UYETBHIPEX M Oonee BUIOB. [Ipu COCTaBIEHHH JOKYMEHTOB
CTYZIEHT YYNTHIBACT CIOXKUBIINECS B OPTaHU3ALMK TPeOOBAaHMS K COCTABICHUIO U 0(OPMIICHHIO
COOTBETCTBYIOUIMX BHJOB JOKYMEHTOB M BBINOJIHAET KOMIUICKCHBIM aHAJIW3 HE MEHEe YeTBHIPEX
JOKYMEHTOB Pa3HBIX BHJIOB C TOYKHU 3PEHUSI COBPEMEHHBIX 0OLIEPOCCUNCKUX TPEOOBaHUIA.

CryneHT B Xo0J€ MPAKTHUKU COOMpAET KOJUICKIUIO COCTABICHHBIX U OPOPMIICHHBIX UM
JIOKYMEHTOB (OpUTHHAJIBI HJIM KOIHH); CAMOCTOSTEIBHO COCTABISAET U O(POPMIISICT UX OIHKCH,



oOecrnieunBast 10Ka3aTeabCTBA JIMYHOTO YUacTUsl B COCTABICHUH U 0(OPMIICHUH MPEACTaBICHHON
JOKYMEHTAIUH U € NH(POPMATUBHOCTD Ye€Pe3 COOTBETCTBYIOIINE PEKBU3HUTHI.

IMoaroroBKka oT4éTa (08EeHAYAMBLI-UeMbIPHAOYAMDBLIL OEHb):

CryneHt 0000IIaeT CBEICHHUS, MOJIyYCHHBIE B XOJ€ MPAKTHKH, U TOTOBUT OTYETHYIO
JOKYMEHTAIMIO, TPOJyMBIBA€T BBICTYIICHME HA HTOTOBOW KOH(EpeHIHH Mo y4eOHO-
IIPOU3BOJICTBEHHON IIPAKTHKE.

Ob6s3aTenbHON POPMOIT OTUETHOCTH CTYACHTA-TIPAKTUKAHTA SBJISIETCS MUCbMEHHBIN OTYET.
Otuét odopmisieTcss B meyaTHOM BHJie B cooTBeTcTBHM ¢ TpeboBanusmu ['OCT P 7.0.97-2016.
Hanmonaneneiii crangapt Poccuiickoit @enepauuu. Cucrema cTaHgapToB Mo HH(OpMaIum,
OMOIMOTEeYHOMY M M3JaTeNIbeckoMy Aeny. OpraHu3alMOHHO-PACIOPAIUTENIbHAS TOKYMEHTALIUA.
TpeboBanusi k odopmieHuto nokymeHToB" (yTB. Ilpmkazom Poccranmapra ot 08.12.2016 Ne
2004-ct) (pexn. ot 14.05.2018).

OTtuéT meyaraercs Ha CTaHAAPTHBIX OenbIx HcTax Gopmata A4 (210 x 297 mm) ¢ ogHOM
CTOPOHBI JincTa. KakIplif TUCT TOKyMEHTa JOKEH UMETh TOJIs HE MEHee:

20 MM — JIEBOE;

10 MM — mpaBoe;

20 MM — BepxHeg;

20 MM — HUXKHEE.

TekcroBeiii  pemakrop  MicrosoftWord, wpupr TimesNewRoman, «keris 14,
MEXCTPOYHBIN uHTEpBa — 1,5.

Bropyto u Bce mnocnenyroomue crpaHuibl oT4éra HymepyroT. Homepa crpanuig
MPOCTABIISIIOT MOCEPEIMHE BEpXHEro mois jucta. A63anueiii orcryn (1,25 cM) U mepeHocH
YCTaHABJIMBAIOTCA aBTOMaTHYECKHU.

O0s3aTenbHBIMH IEMEHTAMU OTYETA SIBJISIOTCA:

— THUTYJIbHBIN JIUCT;

— cojJep)kaHue oT4€Ta ¢ yKa3aHUEM CTPAHUI] BCEX Pa3/elioB;

— ONHCaHWE CTPYKTYPBI OPTaHU3AINH — 0a3bl MPAKTHKH;

— oIHcaHue CTPYKTYpHI ciyxk0b1 JJOY 6a3bl MpakTHKY;

— onucaHue (YHKIUOHATBHBIX  OOS3aHHOCTEM TOW  JOMKHOCTH  JIOKYMEHTOBEAA
(1e10npoU3BOIUTEN S, CEKpETaps, MEHEDKepa Mo MePCOHAy, apXUBHCTA U Jp.), KOTOPYIO
3aHAMAJI CTY/ICHT BO BPEeMs ITPAKTHKH;

— aHanM3 OCOOEHHOCTEH JIOKyMEHTHpPOBAHMS YIPABICHYECKON JEsATEIbHOCTH 0a3bl
MPAKTUKH;

— CHCTEeMBI W KOMIUIEKCHI JIOKYMEHTOB, (YHKIHMOHHPYIOIIME B  JIEATEIBHOCTH
OpraHu3ay — 6a3bl MPAKTUKU;

— PpEeKOMEHJAalMd 1O  COBEPIIEHCTBOBAHUIO  JOKYMEHTUPOBAHHUS  YIPaBIEHUYECKOMH
NeSITebHOCTH 0a3bl MPAKTHKY;

— OMHCaHue JAOMOJHUTENbHON YacTH y4eOHO-TIPON3BOICTBEHHOI MPAKTUKH;

— CIHCOK JOKYMEHTOB, COCTaBJICHHBIX © O(OPMIICHHBIX CTYJEHTOM BO BpeMs
IPOXOXKJICHHS IPAKTUKH, 3aBU3NPOBAHHBIN PYKOBOIUTENIEM IPAKTHKHN OT OpTaHU3aIlNH;

— JIOKyMEHTH! (OpUTHMHAJIBl MM KOMHH), COCTaBJICHHBbIE U O(POPMIICHHbIE CTYIEHTOM BO
BpeMsI IPOXOXKJICHHS IPAKTHKH.

[To wWTOoraM TPOMEXYTOYHOH AaTTECTAIMH BBICTABIIAIOTCS OICHKH «OTIIHYHOY», «XOPOIIOY,
«YAOBIETBOPUTEIBHOY, «HEYIOBIECTBOPUTEILHO.
Kpurepun onenku:
JUTSL TIOJTYYEHHMSI 3a4eTa ¢ OIEHKOM 10 y4eOHOM MPaKTHKE

— Ha OIEHKY «OTJUYHO» (5 0a10B) — 00yJarOIIUIiCs IEMOHCTPUPYET BHICOKUN YPOBEHB
C(I)OpMI/IpOBaHHOCTI/I KOMHCTGHHHﬁ, BJIAACCT KaTCroOpHaJIbHbBIM  allllapaToM, YMCET C€ro
UCIIOJIb30BAaTh B COOTBETCTBYIOIIEM KOHTEKCTE, yMEeT MPOKOMMEHTHPOBATh OIMpEeliCHuE,
MOSACHUTDH, NPUBECTU NPUMEPLI, WIINTIOCTPHUPYIOIIUC OTACIILHBIC TTOJIOXKCHUS. CTy,Z[GHT nu3jaracrt



UHPOPMALIAIO JIOTUYHO, TIIOCIEAOBATEIFHO, apryMEHTHPYS ¥ KOMMEHTHUPYS TIOJOXKCHUS,
UCTIONIB3YET PACCYXIAMOIINNA CTHIIb, BBICKA3bIBAET CBOK) IMO3UIIMIO, (OPMYITUPYET BBHIBOABI B
KOHIIE BOTIPOCOB.

— Ha OIICHKY «Xopomio» (4 6amia) — o0yJaromuiicsi AEMOHCTPUPYET CPEIHUN YPOBEHB
c(OPMUPOBAHHOCTH KOMITETEHIMI: OCHOBHBIC 3HAHHS, YMCHHS OCBOCHBI, HO JIOMYCKAIOTCS
HE3HAUMTENIbHbIC OIMMOKH, HETOYHOCTH, 3aTPyIHEHHUS TIpU aHAJUTUYCCKHX OIEpaIHUsX,
nepeHoce 3HaHUK M YMCHUW Ha HOBBIC, HECTaHIAPTHBIC CUTYAIHH.

— Ha OICHKY «YyJOBJIETBOPHTEJbHO» (3 Oama) — oOydYaromuics IEMOHCTPUPYET
MIOPOTOBBIA YPOBEHb C(HOPMHUPOBAHHOCTH KOMIICTCHIIMH: B XOJI€ KOHTPOJIBHBIX MEPOIPHUSTHIA
JOITYCKAIOTCS OIMUOKH, TPOSBISETCS OTCYTCTBHE OTACIBHBIX 3HAHUM, YMEHHWH, HAaBBIKOB,
OOyJaIOIIMICS HWCIBITHIBAET 3HAYUTENBHBIC 3aTPYAHCHUS TPU ONEPUPOBAHUU 3HAHUSIMH U
YMCHHSIMH TTPU MX TIEPEHOCE Ha HOBBIC CUTYAIINU.

— Ha OIIEHKY «HEeYJAOBJIETBOPUTEIbHO» (2 Oamia) — oOydYarouiuics JEeMOHCTPHUPYET
3HaHusa He Oonee 20% TeopeTHUeCKOro marepuana, AOMYCKaeT CYIIECTBEHHbIE OMIMOKH, He
MOJKET MOKa3aTh HHTEIUICKTYaJIbHbIC HABBIKU PEIICHUS TPOCTHIX 3a/1a4.

— Ha OIICHKY «HEYJIO0BJIETBOPHTEIbHO» (1 Oan) — oOydJarouuiics He MOXKET T0Ka3aTh 3HAHUSI
Ha YpOBHE BOCIPOU3BEICHHS W OOBACHEHHWs WHPOpPMAIMK, HE MOXET I0Ka3aTh
WHTEIICKTYaTbHbIC HABBIKM PEIICHUS MPOCTHIX 33/1a4.



puioxenne 2
MeTtoauyeckue pekoMeHAalNH K 0(OPMJIEHHIO 0TYeTa 10 NPAKTUKE

O06s13aTenbHOM GOPMOI OTUETHOCTHU CTYJEHTA-NIPAKTUKAHTA SIBISIETCS MMCbMEHHBIN
OTYeT.

OTuét odopmiIseTcs B IEYaTHOM BHJI€ B COOTBETCTBUHU C TPEOOBAHUAMHU
['OCT P 7.0.97-2016. HanmonanpHbIii cTangapt Poccuiickoit @enepannu. Cucrema
CTaHJIapTOB M0 uH(popManuu, OUOINOTEYHOMY U U3/aTelIbCKOMY Jeny. OpraHu3aiuoHHO -
pacropsguTenabHas 1oKyMeHTanusa. TpeGoBaHus K opOopMIICHHIO JOKYMEHTOB" (YTB.
[Ipuxazom Pocctanmapra ot 08.12.2016 Ne 2004-ct) (pen. ot 14.05.2018).

OTtuéT nevaraeTcsl Ha CTaHAAPTHBIX OembIx JmcTax popmara A4 (210 x 297 Mmm) ¢ ogHOU
CTOPOHBI JincTa. Kak/plif TUCT TOKyMEHTa JOJKEH UMETh TOJIs HE MEHee:

20 MM — JIeBOE;

10 MM — npaBoe;

20 MM — BEepXHeEE;

20 MM — HUXKHEE.

Texkcrossiii pegakrop Microsoft Word, mpudt Times New Roman, keris 14,
MEXCTPOUHBINA UHTEpBalI — 1,5.

Bropyro u Bce mocneayromue CTpaHuiibl 0T4éTa HyMepyroT. Homepa crpanuig
IIPOCTABJISIIOT MOCEpEIMHE BEPXHETo MoJs jucta. Ad3aunbii orety (1,25 cM) 1 nepeHocs!
YCTaHABIMBAIOTCA aBTOMATHUYECKHU.

O0s3aTenbHBIMH IEMEHTAMHU OTYETA SIBJISIOTCS:
JUISL CTYZIEHTOB IIEPBOTO Kypca
TUTYJIbHBIN JIUCT;
coJiepKaHue OT4ETA C yKa3aHUEM CTPaHMI] BCEX Pa3/IEoB;
OINMCAaHUE CTPYKTYpPhl OpraHU3aluu — 0a3bl MPAKTUKH;
onucaHue CTPyKTypbI ciayxObl [IOY 6a3bl NpakTUKH;
onucaHue (QYyHKIMOHAIBHBIX  OO0s3aHHOCTEH TOH  JOJDKHOCTH  JOKYMEHTOBE/a
(1esIonpou3BOUTENS, CEKpeTaps, MEHekepa IO IepCOHaly, apXUBUCTa U Jp.), KOTOPYIO
3aHMMaJl CTYAECHT BO BPEMsI IPAKTUKH;
aHau3 OCOOEHHOCTEH JOKYMEHTHPOBAaHUS YIPaBIEHYECKOH JAeATENbHOCTH 0a3bl
NPaKTUKU;
CUCTEMBl M  KOMIUJIEKCHI ~ JJOKYMEHTOB, (DYHKIMOHUPYIOUIHME B  JEATEIbHOCTH
OpraHu3anuy — 6a3bl MPAKTHKU;
PEKOMEHOAIN N 10 COBCPUICHCTBOBAHUTIO JOKYMECHTHPOBAHUSA ynpaBHqueCKOﬁ
JEeSITEbHOCTH 0a3bl IPAKTUKU.

JUTSL CTYJIEHTOB BTOPOIO Kypca:
TUTYJIbHBIN JIUCT;
cojiepaHue OTuéTa C yKa3aHUEeM CTPaHMUI] BCEX pa3/eioB;



OTKCAHKE CTPYKTYPHI OpraHU3aluy — 0a3bl IPAKTUKH;

OmnucaHue CTPYKTYphI cayk0bl JIOY 6a3bl mpakTUK;

onucaHue  (QyHKIMOHAJIBHBIX  OO0sSI3aHHOCTEH TOM  JOJDKHOCTH  JOKYMEHTOBE/a
(Ienonpon3BOUTENS, CEKpeTaps, MEHEeIKepa [0 IEepCoHaly, apXUBUCTa M JIp.), KOTOPYIO
3aHMMaJl CTYAEHT BO BPEMsI IPAKTUKH;

aHau3 OCOOEHHOCTEH JOKYMEHTHUPOBAaHHS YIPABICHUECKOW JeATeNIbHOCTH 0Oa3bl
IPAKTUKU;

CHUCTEMBbl M  KOMIUIEKCHl  JIOKyMEHTOB, (DYHKUMOHUDPYIOIIME B  JESITEIbHOCTU
opraHu3anuu — 0a3bl IPAKTUKH;

PEKOMEHJALMU 10  COBEPIICHCTBOBAHUIO  JOKYMEHTHUPOBAaHUS  YIPaBICHUYECKON
NesSITeIbHOCTH 0a3bl IPAKTUKY;

OINMCAHUE JOIOJIHUTENIBHON YaCcTH Y4eOHO-TIPOM3BOJACTBEHHON IPAKTHUKH;

CIUCOK JIOKYMEHTOB, COCTaBJIEHHBIX U O(QOPMIICHHBIX CTYJEHTOM BO BpEMs
IIPOXO0KICHUSI IPAKTUKH, 3aBU3UPOBAHHBIN PYKOBOJUTENIEM IPAKTUKNA OT OPTaHU3aLNN;
JIOKYMEHTBI (OpUTHMHaIbl UM KOIIMHU), COCTaBJICHHbIE U O(OPMIIEHHBIE CTYIEHTOM BO BpeMs
IIPOXOXKACHUS TPAKTUKU.



