MUHHCTEPCTBO HAYKY Y BBICIIIETO OBPA30BAHUS
POCCHICKON ®EJEPALIUA

DenepanbHOE roOCyIapCTBEHHOE GIOPKETHOE 06pa30BaTeIBHOE YUpEKISHHE
BBICIIIEr0 00pa3oBaHusI
«MarHuToropckuit rocy1apcTBeHHbIN TexHHYecKuit yausepcutet uM. I'.1. HocoBay

PABOYASA ITPOI'PAMMA ITPAKTUKW/HUP

IIPOU3BOJCTBEHHAA - ITPE/THII/IOMHAA ITIPAKTHKA

Hanpagienne moaroToBKy (ClequansHOCTB)
46.03.02 JToxyMeHTOBEICHHE ¥ ApXHUBOBEICHHE

HanpasierHOCTH (Ipodrib/crienuanu3anys) IporpaMMe
JloxyMeHTOBeIeHHE U IOKyMEHTALHOHHOE 06eCTIeYeHHe YIpaBIIeH s

VpoBeHb BBICIIEro 00pa30BaHus - GakaiaBpuaT

®Dopma o6GyueHus
33a04Has

HMuctutyt/ gakynsrer  MIHCTHTYT r'yMaHMTAPHOTO 06pa3oBaHMUs

Kadenpa ITemaroruyeckoro o6pa3oBanus U JOKYMEHTOBEICHUS

Kypc 5

MarnuTtoropck
2022 rox



ITporpamma mpaxtuku/HUP cocraBnena Ha ocHoBe ®I'OC BO - GakamaBpuar Io
HalpaBlIeHUIO TOAroToBKH 46.03.02 JIokyMeHTOBeNeHHE U apXUBOBeINEeHHE (TIpHKa3
Muno6prayxu Poccun ot 29.10.2020 r. Ne 1343)

IIporpamma mnpaxtukw/HUP paccmotpena u omoGpeHa Ha 3aceqaHud  Kadeapsl
ITenaroruueckoro o6pa3oBaHus ¥ JOKYMEHTOBEICHHS
31.01.2022 npotoxomn Ne7

3aB. xabenpoit C.C. BenukasoBa

y 7
ITporpamma npaxtuku/HUP ogoGpena MeTonnqé:QyZ‘i@é:cneﬁ uro

01.02.2022 r. ITpotoxon Ne 6

Ipencenarens T.E. AGpam3on

IIporpamma cocraBieHa:
nonent kadenps: [TOu/l, xanz. nex. Hayk 4

y

1.B. CamapokoBa

Penensent:
SMEHEIDKEP (B TIPOMBIIIIIEHHOCTH) B ITAO "MMK" s
= C.A. Beno6opoznosa

o




JIncT akTyaJau3anuu NporpaMmmbl

[Tporpamma nepecMoTpeHa, o0cyxaeHa u ogoopeHa uis peanu3anuu B 2023 - 2024 yue6HOM
roqy Ha 3acefnanuu kadenpsl Ilenarorndeckoro oopa3zoBaHus U TOKyMEHTOBEICHHUS

[Iporokom or 20 1. Ne

3aB. kadenpoii C.C. BenukanoBa

[Iporpamma nepecMoTpeHa, oOcyxaeHa u o100peHa juis peanuzanuu B 2024 - 2025 yuebHOM
rofy Ha 3acefanuu Kagenpsl Ilemarornueckoro o6pa3oBaHus U JOKYMEHTOBEACHUS

[Iporoxom oT 20 . Ne

3aB. kadenpoit C.C. BenukanoBa

[Iporpamma nepecMoTpeHa, oOcyxaeHa u ojjo0peHa i peanuzanuu B 2025 - 2026 yue6HOM
rofy Ha 3acefanuu Kagenpsl Ilemarornueckoro o6pa3oBaHus U JOKYMEHTOBEACHUS

[IpoTokomor 20 r. Ne

3aB. kadenpoit C.C. Benmkanosa

[Iporpamma nepecMoTpeHa, oOcyxaeHa u ogoopeHa i peanuzanuu B 2026 - 2027 yue6HOM
rofy Ha 3acemanuu Kagenpel [lemarormaeckoro o6pa3oBaHUs U JOKYMEHTOBEICHHS

[IpoTtokonm oT 20 1. Ne

3aB. kadenpoit C.C. BenukanoBa

[Iporpamma nepecMoTpeHa, 00CyxaeHa u ooopeHa s peanusanuu B 2027 - 2028 yueOHOM
roay Ha 3acefnanuu kagenpel Ilemarorndeckoro oopa3oBaHus U JOKYMEHTOBEICHHSI

[Ipotokom ot 20 . Ne

3aB. xadenpoit C.C. Benukanosa




1 Iean npaktuxku/HAP

[lenssMu TPOU3BOACTBEHHOM — IIPEAIUIITIOMHON IIPAKTUKY 110 HAIIPABIICHUIO ITOATOTOBKH
46.03.02 JloxymeHTOBEICHNE U apXHUBOBEICHHE SIBIISFOTCSI:

— cOop HEOOXOIUMOro MaTepualia Jjsl BBIIIOJHEHHS BBITYCKHOW KBaJHU(PHKAIIMOHHON
paboTsI;

— pa3paboTKa MpeUI0KESHUN TI0 COBEPIICHCTBOBAHUIO COCTOSIHUS BRIOPAHHOH B Ka4eCTBE
o0beKTa Hcciea0BaHus chephl JOKYMEHTAIIMOHHOTO 00ECIIEYeHNUS YIIPABICHUSL.

[IpennumioMHass mNpakTUKa MPOBOIUTCS B (QopMe NPAKTUKUA [0 MOJYyYCHHUIO
npoheccHOHATBHBIX YMEHUH U OIbITa npoeccuoHaIEHON JIeATEIIbHOCTH,
Hay4YHO-MCCIEI0BaTeIbCKas PadoTa, TBOPUECKas IPAKTUKA.

2 3apaun npaxktuxku/HUP

3aaqyaMy IPOU3BOJICTBEHHON — MPEATUIIOMHOM MIPAKTUKY ABJISIOTCS:

— yyacTMe€ B TEOPETHMYECKHX pa3padoTkax B 00JacTH JIOKYMEHTOBEICHUS U
apX1BOBEICHNUS;

— aHanu3 WHQOPMALMOHHBIX IOTOKOB M HH(OPMAIMOHHOTO B3aUMOJEHCTBUS B
OpraHu3anui;

— aHanmM3 TNOTpeOHOCTEH B ONEPAaTUBHONM M PETPOCIEKTHUBHONW HHQOpMAIINH,
oTpe/ieNieHue METO/I0B U CIIOCO0O0B HX yJIOBIETBOPEHHUS;

— y4yacTHe B NPHUKIATHBIX pa3paboTKax MO CO3/IaHUI0 CHUCTEM JOKYMEHTAI[HOHHOTO
obecrieueHus yIpaBiIeHUs, YHU(UKALUK, CTaHJApTU3AlMU JOKYMEHTOB, a TakKe B 00JacTH
apXUBHOTO JIEeJIa;

— ydacTue B pa3pabOTKe aBTOMATH3MPOBAHHBIX CHCTEM JOKYMEHTAI[HOHHOTO
oOecrieueHrs YMpaBlIeHUS U apXUBHOTO Jejla Ha CTaJAWAX MOCTAHOBKH 33JaYd U OICHKU HX
IIPUMEHEHHUS B YCIIOBUSAX KOHKPETHOM OpraHU3allNy;

— ydactue B pa3paboTKe HOPMATHBHO-METOJWYECKHX JIOKYMEHTOB, aKTOB (IIpaBHII,
MepeYHe TOKYMEHTOB, TOJOKCHHH, HHCTPYKIMH, KIacCH(PUKATOPOB, TabeIel MPUMEHSIEMBIX
(GbopM JTOKYMEHTOB W Jp.) MO AOKYMEHTALIMOHHOMY OOECIEUEHUIO YNPaBJICHUS U apXUBHOMY
ACIY,

— ydacTHe B MyOJIMKAIIMOHHOM JesITeNbHOCTH U BBICTABOYHOM padoTe;

— IIOJArOTOBKA CIPAaBOYHO-TTIOMCKOBBIX CPEJICTB;

— cocTaBieHue pedepaToB U cozgaHue OubnmMorpaguu Mo TEeMaTHUKE MPOBOJAUMBIX
HCCIICIOBAHNI;

— y4acTH€ B COCTABJICHHMM OTYETOB MO HAyYHO-HCCIEAOBATEIBCKOW M METOJAMYECKOU
pabore.

3 Mecto npaktuku/HUP B cTpykType 00pa3oBaTe/ibHOI POrpaMMbl
Jna mnpoxoxnaenus mnpaktuku/HUP HeoOxomumbl 3HaHus (yMEHUS, BIAACHUA),
chOpMUPOBAHHBIE B Pe3yNIbTATE U3YUCHHUSI JUCIUILTAH/ PAKTUK:
YpaBiieHre YeI0BEYECKUMU PECypCaMu
OCHOBBI TOKYMEHTOBEICHHS
JIOKyMeHTallMOHHOE 00ecieueHue rocyAapcTBEHHOTO ycTpoiicTBa B PO
OCHOBBI apXUBOBEICHUS
Beenenue B npodeccuto
CoBpemeHHast opraHu3alys rocylapcTBEeHHbIX yupexaeHuil Poccun
ApxuBoBeneHNE
ApPXUBBI 10 TMYHOMY COCTaBY
KondunenmnuansHoe 1em10Ipon3BOICTBO
Opranuzanus 1 TEXHOJIOT U TOKYMEHTAIMOHHOTO 00eCTIeyeHNs YIpaBICHUs
[IpakTHKyM IO COCTaBICHHUIO U OPOPMIICHHIO CITY>KEOHBIX JOKYMEHTOB



TexHuueckue cpecTBa yrpaBiIeHHs B JOKYMEHTAllMOHHOM O0€CIIE€UEHUH YIIPABIICHUS U
apxXuBax

JlenoBas nepenucka

NudopmanronHoe oOecrieueHre yrpaBIeHUs

KanpoBoe nenonpousBoacTBoO

[IpoexTrpoBaHue yrpaBiIeHUECKON JOKYMEHTAlUU OpraHu3aluu

JlokyMeHTalMoHHOE 00€ecrieueHre aIMUHUCTPATUBHBIX OTHOIIEHU! B PD

JlokyMeHTallMoOHHOE 00ecrieyeHre IpaX1aHCKUX OTHOLIEHUH B PD

JlokyMeHTallMOHHOE 00€ecIieUeHHEe TPYIOBbIX OTHOLIEHUH B PO

Kagposas nonuruka

MonenrpoBaHue CUCTEM JOKYMEHTAIIMKM OpraHU3aui

OCHOBBI CEKPETAPCKOTo 00CTy>KUBaAHUS

JlokyMeHTHas TMHTBUCTHKA

JlokyMeHTOBEIeHHE

[IpaBoBeneHne

JIOKyMEHTHpOBaHUE IEATENBHOCTH HETOCYIapCTBEHHBIX OpraHU3auil

Opranu3zanus padoThl ¢ 00palleHUsIMHU IPakJIaH

[IpousBoicTBEHHAs - MPAKTHKA IO MOJYYEHUIO MPO(ecCHOHANbHBIX YMEHUN U OTMbITa
poheCcCHOHATBHOU A TEIHPHOCTH

[IpoaBmxeHnEe HAY4HOU TPOYKLIUU

JlokymeHTaloHHOe o0ecneueHre AesITeIbHOCTH OPraHOB MECTHOTO CaMOYIIPaBJICHUS U
MYHUITUTIATEHBIX OPTaHU3aIHIA

[IpoexkTHast AEATENBLHOCTh MO JOKYMEHTAIIMOHHOMY OOECIEUEHHUIO0 YIpaBJICHUS
Opranu3amuen

AJMUHUCTPUPOBAHKE PaOOTHI C IEPCOHATBHBIMU JAHHBIMU

DNEeKTPOHHBIE ApXUBHBIE TOKYMEHTHI

O06paboTka ¥ 3amuTa JOKyMEHTUPOBAHHON HHGOPMAITT

3HaHus (yMEHHs, BIQJICHUS), MOJyYEHHBIE B IIpoIlecce MpoxoxaeHus npaktuku/HUP
OyayT HEeOOXOIMMBI JI U3yUEHUS TUCITUTUINH/TIPAKTUK:

[ToaroToBka K cjaue v ciaya rocyAapCTBEHHOT0 HK3aMeHa

[ToaroToBKa K 3allUTe U 3aIIMTA BRITYCKHOM KBAIM(UKALIMOHHONW pabOThI

4 Mecto npoBeaenusi npaktuku/HUP

[Ipaktuka mnpoBoauTcs Ha 0a3ze opraHW3alMid JTOO0H OpraHW3alMOHHO-TIPABOBOM
¢dopmbl. CTyaeHTHI 32049HOM (HOpMBI 0OYUSHHS TPOXOIST MPAKTUKY B OPraHU3AIMAX 10 MECTY
TPYAOBO# JAEATEIBHOCTH.

[IpakTHKa MOXKET MPOBOJAUTHLCS B CTPYKTYPHBIX IOPA3ICICHUSIX OpraHH3aIlHy.

Jlist Ml ¢ OTPaHWYCHHBIMH BO3MOJYKHOCTSIMH 3/I0POBBSI BBIOOP MECT IMPOXOKICHHUSI
MPAKTHUK JIOJDKCH YYUTHIBATh COCTOSIHUE 3JI0POBbS U TPEOOBAHMUS 110 JOCTYITHOCTH.

Crnioco6 nposenenus npaktuku/HUP: et
IIpaktuka/HUP ocymecTBisieTcss JUCKPETHO

5 Kommnerenuun odyuarouierocsi, GopMupyembie B pe3y/ibTaTe NPOX0KIeHUSI
npaktukn/HAP n nnanupyemsble pe3yabTaThbl 00y4eHHs

B pesynprare mnpoxoxaenus mnpaktuku/HUP oOydaromuiics momkeH o0nanath
CJIEIYIOLIUMH KOMIIETCHIIASMU:

KO,I[ HHAUKATOpa I/IHI[I/IKaTOp JOCTHIKCHHUA KOMIICTCHIITUN

VYK-1 CnocobeH oCyIecTBIATh NOUCK, KPUTHUECKUH aHAIN3 U CUHTE3 HH(POPMALIUHU, TPUMEHSTh
CUCTEMHBIN MOJIXO JUIsl PELIEHHMsI TOCTABJICHHBIX 3a7a4




YK-1.1

Ananusupyer 3aiaqy, BbIJIENsIS €€ 0a30BbI€ COCTABISIOUINE, pACCMATPUBAET
U TpejiaraeT BO3MOXKHBIE BAapUAHTHI PEIICHHS IOCTABJICHHOW 3aJauu,
OIICHUBAS UX JIOCTOMHCTBA U HEJAOCTATKH

YK-1.2 Omnpenensier, HATEPIPETUPYET U PAHKHUPYET HHPOPMAIIUIO, TPEOYEMYIO IS
pelIeHusl MOCTaBICHHOW 3a7ayd; OCYIIECTBIICT MOUCK HWH(GOpPMAIHMU IO
Pa3IMYHBIM THIIaM 3aIPOCOB

YK-1.3 [Tpu 06paboTke nHPOpMALUK OTIUYACT (HAKTHI OT MHEHUH, HHTEPIIPETALINH,

OIICHOK, (popMHUpyeT COOCTBEHHBIE MHEHHUS U CYXKICHHS, apryMEHTHPYET

CBOM BbIBOJIbI 1 TOYUKY 3pCHUA

YK-3 Cnoco0eH ocymecTBIATh CONMATBHOE B3aUMOJICHCTBUE W PEaJM30BBIBATH CBOIO POJIb B

KOMaH/Ie

YK-3.1 Ormpenenser CBOIO POJib B COLMAIBEHOM B3aUMOJICUCTBUU W KOMAaHJIHOM
paboTe, HUCXOAs U3 CTpaTerud COTPyJHUYECTBA JJIs JIOCTHXKEHUS
MOCTABJICHHOM II€NIM; CTPOUT NPOAYKTUBHOE B3aUMOJCHCTBHE C Y4E€TOM
HOPM ¥ YCTAaHOBJICHHBIX IPABUJI KOMAHIHOW PaOOThI

YK-3.2 [Ipu peanuzanuu cBOEH POJIK B CONUAIBHOM B3aUMOJICCTBUM U KOMAaHIHOM
paboTe y4YHTHIBAET OCOOCHHOCTM TIOBEACHUS ¥ HWHTEPECH JIPYTUX
YYaCTHHUKOB, aHAJIM3UPYET BO3MOKHBIE TTOCIIEACTBUS JINYHBIX JTCHCTBHMA

YK-3.3 OcymecTBisier oOMeH wH(popMaIuei, 3HaHUSMHA W OIBITOM C YICHAMH

KOMaH/bI, OIICHUBACT HJICHU }IpyFI/IX YJICHOB KOMAaHIbI MJIA HOCTUXCHUA
MOCTABJIEHHOM IIEJIN

VYK-4 Cnoco0eH ocyniecTBIATh AETOBYI0O KOMMYHUKAIIMIO B YCTHOW M MHUCbMEHHOM (hopMax Ha
rocygapcTBeHHOM s3b1ke Poccuiickoit denepanyu 1 nHOCTpaHHOM(BIX) si3bIKe(ax)

VK-4.1

BriOupaeT ctunb oOIIEHUST HA PYCCKOM SI3bIKE B 3aBHCHUMOCTH OT IEIH U
YCIIOBHM MapTHEPCTBA; aJalTUPYET PeUb W CTHJIb OOIIECHUS K CHUTYallHsIM
B3aMOJEHCTBUA

VK-4.2

Bener aenoByro nmepenucky Ha pycCKOM M MHOCTPAHHOM SI3BIKAaX C y4E€TOM
0COOCHHOCTEH CTUIIUCTUKA O(HUIIMATBHBIX THCEM M COITMOKYJIBTYPHBIX
pa3InIui

VYK-4.3

Bremonnser JJIA JIMYHBIX eneu IepeBOJq O(bHHI/IaJ'IBHBIX n
HpO(beCCI/IOHaJ'IBHBIX TCKCTOB C MHHOCTPAHHOI'O A3bIKa Ha pYCCKHﬁ, C
PYCCKOI'O A3bIKAa HA I/IHOCT]f)aHHHﬁ

VK-4.4

[Iy6iuHO BBICTYHAeT HA PYCCKOM S3bIKE, CTPOUT CBOE BBICTYIUICHHUE C
YYETOM ayJAUTOPHH U IEIH OOIICHUS

YK-4.5

YcrHO NIpEACTaBJIACT PE3YJIbTAThI CBOCH JIesITEIbHOCTU Ha HHOCTPAaHHOM

SA3BIKC, MOXXCT IIOAJCPKATh pa3roBOP B X0J€ X O6CY)K,Z[€HI/I$I

YK-6 CnocobeH ymnpaBisTh CBOMM BPEMEHEM, BBICTpAaUBATh M PEAM30BLIBATH TPACKTOPHUIO
CaMOpa3BUTHSI HA OCHOBE IIPUHIIMIIOB 00pa30BaHuUs B TeUEHUE BCEH JKU3HH

VK-6.1 Hcnons3yeT HMHCTPYMEHTBI M METOJbl YIPABICHHS BpEMEHEM IpH
BBIMOJIHEHUM  KOHKPETHBIX  3aJa4, IMPOEKTOB, IMpPH  JOCTHKEHUU
IIOCTABJICHHBIX LIeJIEN

YK-6.2 Omnpenensier NPUOPUTETHl COOCTBEHHON JEATENBHOCTH, JUYHOCTHOTO
Pa3BUTHSL U TPO(ECCHOHAIBHOIO pocTa

YK-6.3 OnenuBaer TpeOOBaHMS PbIHKA TpyAa U NMPEAIoKeHUs 00pazoBaTeIbHbBIX

YCIIYT JUTSL BBICTPAUBAHUS TPAEKTOPUU COOCTBEHHOTO MPO(ECCHOHATBHOTO
pocTa

VYK-7 CnocobeH mnoanepKuBaTh JOJKHBI ypOBEHb (U3MUECKOW MOJArOTOBIEHHOCTH IS

o0ecrieueHus mMOJIHO

LIEHHOM COIUAILHOM U HpOd)CCCHOHaHLHOﬁ JCATCIIBHOCTH

YK-7.1

BeiOupaer  3m0poBbecOeperaroniye TEXHOJOTUH  JUIS  TOJUICpPIKaHUs
310poBOro o0pasza KH3HM C y4eTOM (PU3MOJOTHYECKUX OCOOEHHOCTEH

Opraim3smMa 1 YCJIOBI/Iﬁ pajin3annn HDOdJCCCHOHaHLHOﬁ JACATCIBHOCTHU




YK-7.2

[Mnaaupyer cBoe pabouyee u CBOOOAHOE BpeMsl i ONTHMAIBLHOTO
coueTaHusi (U3MYECKOM W YMCTBEHHOM HAarpy3ku H 0OecreueHHs
paboOTOCHOCOOHOCTH

YK-7.3

Cobnromaer ¥ mpomaraHaAMpyeT HOPMBI 3JI0pPOBOTO 0O0Opas3a >KHM3HU B
Pa3TUYHBIX KU3HEHHBIX CUTYAIHSIX U B IPO(HECCUOHATLHOM JIEATSIIEHOCTH

TIK-1 Criocoben oc

YIICCTBJIATE OPraHU3allMOHHOC, JOKYMCHTAIlMOHHOC U I/IH(i)OpMaLII/IOHHOC

obecneucHue JCATCIBHOCTH PYKOBOAUTCIIA OpraHu3alnnu

IK-1.1 Oprammsyer u oOecrneynBaeT JOKyMEHTAIMOHHOE COTPOBOXKJICHHE
NESITEIbHOCTH  PYKOBOAMTENS HAa OCHOBE BHEUIHUX M JIOKAJIBHBIX
HOPMAaTUBHBIX aKTOB

IK-1.2 Opranuzyer uH(OPMAIIMOHHOE U JIOKYMEHTAllMOHHOE B3aMMOJEHCTBHE
PYKOBOJUTENS C TOCETUTENSMHU, TOAPA3JEICHUSIMH, JOLKHOCTHBIMU
JUIIAMH [TapTHEpaMuU

IK-1.3 Opranuzyer pabGouee Bpems, (QYHKIHOHAIbHOE IMPOCTPAHCTBO CBOE HU
PYKOBOJAUTEINSA, OPraHU3alMOHHO COINpPOBOXKIAET pPabOuue IPOLECCHI
PYKOBOJUTEIS

ITK-2 CriocoGeH oCyIIecTBIATh JOKYMEHTAIIMOHHOE 00eCTIEeYeHHUE YITPaBICHHUSI OpraHu3aiueit

[K-2.1 Opranu3yer " perjJaMeHTHpPYEeT JOKYMEHTUPOBAHHUE YIPaBICHYECKOMN
JIeSITeJIbHOCTH B OpraHU3alluu

I1K-2.2 OpraHu3yer U peraaMeHTHpyeT JOKYMEHTOOOOPpOT B OpraHU3aIiuu

[1K-2.3 Opranusyer, peraaMeHTUPYET ONEPAaTUBHOE XPAHEHUE W HCIIOJIb30BAHHE

JOKYMCHTOB B OpraHu3allun

ITIK-3 Cnocoben op
OILIATHI IepcoHasIa

raHU30BaTh U AAMUHUCTPHUPOBATE ACATCIBHOCTL IO OpraHU3allvuy Tpylda U

[1K-3.1

O6ecnieunBaeT JTOKYMEHTAIIMOHHOE W OPraHU3allMOHHOE COIMPOBOXKICHUE
CHCTEMBI OPraHu3alliy 1 OIJIATHl TPYAa epcoHaja

[TK-4 CniocoGeH pyKOBOIUTH MPOILIECCOM CKAaHUPOBAHMUSI, BBOJIa U 00paOOTKH JAHHBIX B CHCTEME
AJIEKTPOHHOTO apXHBa

[IK-4.1 VYropaBiseT AeATeNbHOCTBI0 MO KOHTPOJIIO (YHKIIMOHUPOBAHUS, BBOJAA U
00pabOTKU JAHHBIX B CUCTEME 3JIEKTPOHHOTO apX1Ba

[1K-4.2 Pa3pabarbiBaeT jJ0KabHbIE HOPMATHUBHBIE AKTHI [0 BOIIPOCAM OpraHU3aluu
polecca CKAaHUPOBAHUS B CUCTEME JIEKTPOHHOTO apXHBa

[1K-4.3 Ocy1iecTBiseT CTpaTeruyeckoe MIAaHUPOBAaHUE U MOCTPOCHUE MPOIECCOB

CKaHMPOBaHMsI, BBOJAa W OOpaOOTKM JaHHBIX B CHCTEME 3JIEKTPOHHOTO
apxuBa




6. CTpykTypa u conep:xkanue npaktuxku/HUP

Oobmas Tpynoemkocts npaktuku/HUP cocraBnser 3 3auetHwix enuuun; 108 akan.
4acoB, B TOM YHCIIE:

— KoHTakTHas padora — 0,2 akaJ. 9acos:

— camocTositenbHas padbota — 103,9 akaz. yacos;
— B opMe npakTudeckoit noarorosku — 108 akan. gyacos.

Ne
n/n

Paznensr (3tamsl) u cogeprkanue
MPaKTHKA

Kypc

Bunp! pabot Ha IpaxTHKe,
BKJIIOYAs CAMOCTOSITEIIBHYIO PaboTy

KOZ[ KOMIICTCHIIMH

IIpocaymmBaHue HWHCTPYKTaXa IO
TEXHUKE OE30MacHOCTH, BBOIHOIO
MHCTPYKTaXka 110 OXpaHe Tpyna U

1. IoxroTOBUTEIBHBIH 3TaIT 5 TIOJTy4CHUE WHJIMBHUYaJbHOTO
3aJaHMs Ha TPAKTHKY B pPaMKax
TEMBI BBIITYCKHOM
KB (UKAIOHHON paboTsl (BKP)
COop daxTuyeckoro marepuana
2 COop mpaxkTHYECKOTO MaTepualia 5 Juis - mpakthyeckoir uactm  BKP.
' Juid Hanucanust BKP IIposepka TEOPETUYECKOTO
MaTtepuaa Ha IPaKTHKE.
IpoBeneHre aHanM3a JOKYMCHTOB
DopMyarpoBKa P Y
N 06a3pl MpakTUKM U pa3paboTka
3. HpeIBapUTEIIBHBIX PEKOMEH AN |5
. IPOCKTOB JIOKYyMEHTOB B paMKax
o UccieyeMoi pobieme
TEMBbI UCCIIEIOBAHUSL.
IlogroroBka k mnpemzamure BKP.
4. Ipenzammra BKP 5 Odopmienne oruéra o

MIPEAUIIIIOMHOMN MPAKTUKE.




7 OueHo4Hble CpeACTBAa ISl NPOBeJeHHs] TPOMEXKYTOYHOH aTTecTaluM IO
npaktuxke/ HUP
[IpencraBnensl B npuiioxkenuu 1.

8 YueOoHo-MeTOIMYecKkoe U HH(POPMaNIMOHHOe o0ecnieueHue npakTuku/HUP

a) OcHoBHas JMTEpaTypa:

JlokymeHTanmonHoe obecniedenue yrnpasienus : yueouuk / A. C. ['punbepr u ap. - M. :
IOHUTU-TAHA, 2011. - 1 anektpon. ont. guck (CD-ROM). - 3aru. ¢ tutyi. skpaHa. - (YueOHas
JuTeparypa IE: BBICIII. u cpen. npoo. oOpa3.). - URL:
https://magtu.informsystema.ru/uploader/fileUpload?
name=427.pdf&show=dcatalogues/1/1079440/427.pdf&view=true (mata oOparieHus:
25.09.2020). - MakpooObekT. - TekcT : anmeKTpoHHbIN. - CBeneHus MOCTYMHbI Takxke Ha CD-
ROM.

JloKyMeHTallMOHHOE  00€ecliedeHHe YIpaBJICHHUs Ha MPEANPHUATHSAX  Pa3IndHbIX
OpraHM3aIl[MOHHO-TIPAaBOBBIX (QopM : ydeOHoe mocobue [mist By3oB] / cocraBurenu: C. C.
Benukanosa, . B. Kamy6a ; Marautoropckuii roc. Texuuueckuit yu-T um. I'. Y. Hocosa. -
Marnutoropck : MI'TY um. I'. W. Hocosa, 2020. - 1 CD-ROM. - ISBN 978-5-9967-1816-0. -
3arn. ¢ Ttutyn 9kpana. - URL :  https://magtu.informsystema.ru/uploader/fileUpload?
name=4125.pdf&show=dcatalogues/1/1535269/4125.pdf&view=true (mata oOpareHus:
25.09.2020). - MakpooObekT. - TekcT : amekTpoHHbIH. - CBeneHus MOCTYMHbI Takxke Ha CD-
ROM.

Anoxmaa, C. A. KypcoBas paboTra 1O JOKYMEHTOBEICHUIO, apPXUBOBEIACHHIO,
OpraHu3allii W TEXHOJIOTUU JIOKYMEHTAIlMOHHOTO OOeCTeueHHs yIpaBleHusl @ y4deOHO-
Metoaudeckoe mocodbue / C. A. Anoxuna, A. K. Makaposa, 1. B. Camapoxosa ; MI'TVY. -
Maruutoropck : MI'TVY, 2016. - 1 snektpos. ont. auck (CD-ROM). - 3ari. ¢ TuTyil. 5KpaHa. -
URL.: https://magtu.informsystema.ru/uploader/fileUpload?
name=2535.pdf&show=dcatalogues/1/1130337/2535.pdf&view=true (mata oOpaleHus:
04.10.2019). - MakpooObekt. - TekcT : amekTpoHHbIiA. - CBeneHus AOCTYMHBI Takxke Ha CD-
ROM.

0) JlonmosiHuTebHAS JIUTEpaTypa:

Benukanosa, C. C. KagpoBoe 1enonpon3BOJACTBO U apXUBBl JOKYMEHTOB IO JINYHOMY
cOoCTaBy: TpakTUKyM : mnpaktukym [mis By3zoB] / C. C. Benukanoa, M. B. Kamyba ;
MaruauToropckuii roc. rexunueckui yH-T uM. I'. 1. HocoBa. - Marautoropck : MI'TY um. I'. 1.
HocoBa, 2020. - 1 CD-ROM. - 3arn. ¢ turyr.skpaHa. - URL
https://magtu.informsystema.ru/uploader/fileUpload?
name=4126.pdf&show=dcatalogues/1/1535271/4126.pdf&view=true (mara oOpalcHHs:
25.09.2020). - MakpooObekT. - TekcT : 31neKTpoHHbIA. - CBeneHus MOCTYMHbI Takxke Ha CD-
ROM.

MecTHOe camoynpaBieHHEe U MyHULIUIIAIbHOE yIpaBieHue : yuyeOnuk / moxa pea. A. C.
[IpynuukoBa, M. C. Tpopumosa. - 2-e uzf., nepepad. u gon. - M. : KOHUTU-JIAHA, 2011. - 1
anekTpoH. onT. auck (CD-ROM). - 3aru. ¢ tutyin. skpaHa. - (YueOHas nuTeparypa Juis BBICII. U
cpen. mpod. o06pa3.). - URL: https://magtu.informsystema.ru/uploader/fileUpload?
name=389.pdf&show=dcatalogues/1/1079327/389.pdf&view=true (mata oOpalleHus:
25.09.2020). - MakpooObekT. - TekcT : anekTpoHHbIH. - CBefeHHs NOCTymHbI Takxke Ha CD-
ROM.

B) MeTonnueckne yKazaHnus:
Metoauyeckre peKOMEHAAUHU K 0()OPMIIEHUIO OTYETA IO MPAKTHKE



OO6si3aTennbHON  (POPMON OTYETHOCTH CTYJCHTA-NPAKTUKAHTA SBISICTCS MUCHMEHHBIN
OTuYeT.

Otuér odopmisieTcss B Mme4aTHOM BHJE B cooTBeTcTBUU ¢ TpeboBanusimu ['OCT P
7.0.97-2016. HaumonanmeHbiii crangapt Poccuiickoii @enmepanuu. CucremMa CTaHAApPTOB II0
uHpopManuy, OHOIMOTEUHOMY M M3JAaTeIbCKOMY Aeny. OpraHu3alioHHO- pacopsAUTEIbHAs
nokymeHntamusi. TpeboBanus k odopmiiennto nokymeHToB" (yrB. [Ipukaszom Poccranmapra ot
08.12.2016 Ne 2004-ct) (pen. ot 14.05.2018).

OTtuéT nmevaraercs Ha CTaHIAPTHBIX OelbIx uctax Gopmara A4 (210 X 297 Mm) ¢ ogHOM
CTOpOHBI JincTa. KaXkplil TUCT JOKYMEHTa JI0JI)KEH UMETD I10JIsl HE MEHEe:

20 MM — 5eBoOE;

10 MM — npaBoe;

20 MM — BepxHee;

20 MM — HUXKHEE.

TekcroBeiii pemakrop Microsoft Word, mpudr Times New Roman, kerns 14,
MEXCTPOYHBII nHTEpBaI — 1,5.

Bropyro m Bce mnocnenyromme crpaHulbl OTuéTa HymepyroT. Homepa crpanwmi
MPOCTABJISIOT TIOCEPEIUHE BEpPXHEro moJis jucta. AG3amsbii orctyn (1,25 cM) U mepeHOCH
YCTaHaBIIMBAIOTCS aBTOMATHYECKH.

CopepxaHue oT4eTa JOHKHO BKIIOYATh CIENYIOIINE Pa3/Ielibl:

1. TuTynbHBIN JUCT MO YCTAaHOBIECHHOU (hopMme

2. Copepxanue OTUY€Ta C yKa3aHHUEM CTPaHUI] BCEX Pa3/IesiOB MO YCTaHOBICHHOU hopme

3. Xapakrepuctuka BKP (Tema, HaydHbIi PYKOBOIMTENb, L€Nb, OOBEKT, MpPEIMET
UCCIeIOBaHUS, 3a1a4l, 0a3a MPOBEICHUS HCCIEI0BaHUs, CTPYKTYpa paboThl).

4. Kparkoe coaep:xanue teopetuyeckoit yactu BKP.

5. Onucanne NpakTUYECKON YaCTH UCCIIEIOBAHUS.

6. Pexomengaruu no uccieayeMoi nmpooieme.

CryneHTaM-TIpaKTHKaHTaM  pPEKOMEHAYeTCs Ha  MPOTSHKEHUH  BCEro  IMepuoja
MIPOXOKCHUSI MPAKTUKHU BECTU JTHEBHUK MPAKTUKH.

r) [Ilporpammuoe obecnieuenne u MHTEepHET-pecypcehl:
http://archives.ru ®enepanpaoe apxuBHoe areHTcTBO PD (Pocapxus)

IIporpammMHoe oOecriedeHue

Haumenosanue 110 No noroBopa Cpok neicTBUS JTULIEH3UU
MS Office 2007 Ne 135 ot 17.09.2007 0ECCPOUYHO
7Zip cB0001HO pacnpocTparsemoe 110 0ECCPOUHO
Adobe Reader ¢cB00OIHO pacnpocTtparsemoe I10 0eCcCpOUHO
FAR Manager ¢B000AHO pacnpocTpansemoe I1O 0eccpoyHO

IIpodeccuonanbHbie 6a3b1 JAHHBIX 1 HH(POPMALIMOHHBIE CIPABOYHbIE CHCTEMBI
HasBanue kypca Cchuika

DnexTpoHHas 6asa nmepuoanueckux uiganwii East View|https://dlib.eastview.com/
HNudopmanmonnas cucrema - Emmnoe oxno mocryna k|URL: http://window.edu.ru/
denepanbHOE rocyaapetsenHoe oromreTHoe yapeskaeane| URL: http://wwwl.fips.ru/
HarnnonansHast nHGOpMaMOHHO-aHaNUuTHYecKas cuctema|URL
ITouckoBas cuctema Axagemus Google (Google Scholar) [URL.: https://scholar.google.ru/
Poccutickas ['ocynapctBennas oubnuoreka. Karanoru https://www.rsl.ru/ru/4readers
DnekTpoHHble pecypcehl Oubmmorekn MITY mm. I'.H.|https://magtu.informsystema.r
denepanpHbIii 00pa3oBaTeNbHbIA mopTan — DKoHoMEKA.|http://ecsocman.hse.ru/




Yuusepcurerckas nadpopmanmonnas cucrema POCCHS [https://uisrussia.msu.ru
Mexaynaponnas pedepaTtuBHas W mosHoTekcroas|http://scopus.com
MexaynapoaHas 0a3a  MOJHOTEKCTOBBIX  kypHanos|http://link.springer.com/
MexayHapoaHas KOJJIEKIHs HaydHbIX IpoTokosos mmolhttp://www.springerprotocols.
MesxayHapoaHnas 0aza crnpaBouYHBIX M3maHmii 1o Bcem|http://www.springer.com/refer
Mexaynapoanas pedeparuBHas W HoJaHOTeKcToBas|https://www.nature.com/sitein
ApxuB Hay4YHBIX JKYPHAJIOB «Hammonansneiii|https://archive.neicon.ru/xmlu
HNudopmanmonnas cucrema - Hopmarusueie mpasossie|https://fstec.ru/normotvorches
Nudopmanmonnas cucrema - bank manaeix  yrpos|https://bdu.fstec.ru/

9 MarepuajbHO-TeXHHYECKoOe oDecnieuenne npakTukun/HAP

MarepuaabHO-TEXHUIECKOE obecnieuenue opraHusanui Pas3INYHBIX
OpraHM3alMOHHO-TIPABOBBIX (POPM TIO3BOJISIET B IOJHOM O00OBEME PEANM30BaTh LENH W 3aJaduM
IPAKTUKH ¥ CPOPMHUPOBATH COOTBETCTBYIOIINE KOMIIETEHI[UU.




IIpuaoxenue 1

OIIeHO‘lHLIe cpeacrea AJIs MpoBE€ACHUSA HpOMe)ICYTO'{HOﬁ arreCcranmmu mo
HpOHSBO):[CTBeHHOﬁ - HpeI[I[I/IHJIOMHOﬁ MPaKTHUKE

Bua arrecranuu mo uToraM MpakTUKU — 3a4€T C OIEHKOW, KOTOPBIN MPOBOIUTCS B (hopme
3amuThl oTyeTa. [1o nToraM MpakTUKH MPOBOJAUTCSI UTOTOBasi KOH(GEPEHIs, HA KOTOPOU CTYIEHT
03BYYMBAET OCHOBHBIC UTOTH, MTOJTYYEHHbBIC HA MPAKTHUKE.

Jlo WTOrOBOM KOH(QEPEHIMH CTYASHT MPENOCTABIICT Ha Kadeapy Cleayroume
JIOKYMEHTBI:

- MUCbMEHHBIA OTYET

- IHEBHUK MPAKTUKH;

- UHJIMBUAYaJbHOE 3a/IaHHE;

- XapaKTEPUCTHUKA PYKOBOJUTEIIS IPAKTUKU OT OPraHr3allly C OLICHKOW;

-noJHbIN (4epHOBOI) TekeT BKP;

-nokiaz Ha npeazammty BKP.

IIpumepHoOe MHAMBUAYAJIbHOE 32JaHHE HA IPOU3BOICTBEHHYI0 IPAKTHKY
L]env npoxoscoenus npakmuxu:

- W3y4eHue ombITa paboThl B cepe esATETHLHOCTH, COOTBETCTBYIOIICH HAMpPaBICHHUIO
46.03.02 «/IokyMEHTOBEICHHE U apXHUBOBEICHUEY;

-  H3y4eHWE OpraHu3alMHh BCEX ATANoOB pabOTHI C JIOKYMEHTAMU OT TOJIyUYE€HHUS M0
ApXUBHOT'O XpaHEHUsSI B KOHKPETHOM YUPEXKIACHUH;

- 3aKpeIUIeHNE U yriIyOJieHne TeOPEeTUYECKON MOArOTOBKH, MPUOOPETEHNE TPAKTHUECKUX
HABBIKOB M KOMIIETEHIIN, a TAKK€E OTIbITa CAMOCTOSITEIbHOM MPO(eCcCHOHAIBHOM e TEILHOCTH B
oOnacTu opraHu3alyd M TEXHOJOTHMH JOKYMEHTAIIMOHHOTO OOecleyeHusl YIpaBlIeHUs Hu
apXUBOBE/ICHMUS.
3aoauu npakmuxku:.

1. CdopmupoBarh LEIOCTHOE NPEACTABICHHUE O CTPYKType MPEANPUATUS, OCHOBHBIX
(GYHKIHSAX TPOU3BOICTBEHHBIX, SJKOHOMUYECKHUX U YIPABICHUYECKUX MOpa3ie/ICHUH.
YMeTh aHaNM3UPOBATh TOKYMEHTBI, COCTABJISAIOIIAE OCHOBY YIIPABJIEHYECKOT0 IIpoLecca.
YMeTh aHaIM3UPOBATH IIYTH NPOXO0KICHHS TOKYMEHTALUH B YIPABICHUYECKOM IIPOLIECCE.
Hcnonb30Bath pe3ynbTaThl IPAKTUKH B CBOEH ydyeOHOU aearenbHocTH B BY 3e.

ok w

@®opmupoBaTh MPO(HECCUOHATBHYIO KYJIbTYpY CHELHAIUCTa MO0 JOKYMEHTOBEACHUIO U

apXHUBOBEJICHUIO.

6. PopmupoBaTh yMEHHME aHAJIU3UPOBATh pPE3YyIbTaThl COOCTBEHHOH JESATEIbHOCTH,
CBOEBPEMEHHO U KaUeCTBEHHO OTUUTHIBATHCS O PE3yJbTaTax MPaKTHKH.
Bonpocwi, noonesxcawue uzyuenuio:

- M3ydeHue noKaqbHBIX HOPMATUBHBIX aKTOB PErYIUPYIOIIUX NESITEIbHOCTD MPEIIPUATHS,
OpraHu3aluM, yUpexJIeHHsl, GUpMBIL.

- H3yueHue 5OKaJIbHBIX HOPMATHBHBIX AaKTOB PETYIUPYIOUIMX JEJIONPOU3BOACTBO Ha
NPEINPUATHH, B OPraHU3aINH, YIPEKICHUH, HUpME.

- Amnanu3 paboyero Mecra KaHLEISIPCKOro pabOTHUKA.

- Os3HakOMJICHHE C OpraHM3allMOHHO-PACIOPSAUTEIBHON CUCTEMOH JOKyMEHTALUU
OpraHu3aluy, yUpexKJIeHHs, GUPMBIL.

- IloaroroBka MpOEKTOB OPraHU3alMOHHO-PACTIOPSAINTENBHON JOKYMEHTALIUH.

- Opranuzainus JTOKyMEHTOOOOpOTa B OpraHu3aluM, yupexaeHuu, ¢upme. [IpaBuna

IpyeMa, OTIPABKHU, PErUCTPAllMM KOPPECIIOHJAEHIIMM B OpraHMU3alMyi. AHaIU3 Ipolecca

OpraHu3alui KOHTPOJIS UCTIOJHEHUS JOKYMEHTOB, OpraHu3alysi pab0Thl UCTIOJHUTENEH C

JOKYMEHTaMH.



- IlpaBuna QopmupoBaHust Jen, MOPSAOK OpraHU3aldd ONEPATHBHOTO XpaHEHHS
JOKYMEHTOB.

- IlpaBuna W MOPSJIOK CO3JaHUS M BEIEHUS HOMEHKIATyphl [€J1 OpraHu3aluu U
CTPYKTYPHBIX IIOApaA3/ICICHUN.

- MH3sydenume um peanusauus npaBuil o(GOpPMICHMS [Nl M Iepeauyd Jel Ha apXUBHOE
XpaHEHHE.

- CocraBiieHHE HOMEHKIIATYpBI Jeil.

- OdopmieHue nei 1k apXUBHOTO XPaHCHHSI.

- OdopmicHre BHYTPEHHUX OTHCEH U JIMCTOB-3aBEpUTEIICH JCII.

- Ilepemaua gen Ha apXHUBHOE XpaHEHUE.

- BwimonHeHHE onepannii o OCYIIECTBICHUIO pa0OThI AIEKTPOHHOTO apXHUBa OPTraHU3AINH,
B ToM umcie B CO/I.

- OcymiecTBieHUEe XPaHCHUS, KOMITJICKTOBAHHMSI, y4eTa M HCIIOJIb30BAHUS aPXUBHBIX
JTOKYMEHTOB:
1) obopmiieHrEe TOKYMEHTOB IO UTOT'aM IKCIEPTHU3BI IIEHHOCTH (IMMPOTOKOJIBI 3aCEAaHMS
DK, aKThI 0 BBIICJICHUH JIOKYMEHTOB K YHUUITOXKEHHIO U T.]11.);
2) BeJleHUE YIEeTHBIX JOKYMEHTOB apXuBa (KHUra MOCTYILICHUH, CITUCOK (DOHJIOB, JIUCT
¢doHTa, apXUBHBIX OIMMHCEH, JIe10 (POH/IA, TACTIOPT aAPXUBA, ACTIOPT APXUBOXPAHUITHINA U
T.1.);
3) cocTaBiieHUE aKTOB MMPOBEPKH HATMYHUS U COCTOSHUS JCIT;
4) coznanue, nonoiHenue u copepuiencrsoBanue CHCA apxuBa (onucanue JOKYMEHTOB
U JIeJNT, KaTaJIoTOB, IMyTEBOAUTEINCH, 0030pOB, yKa3aTeseH, mepedHei u 0a3 JaHHBIX);
5) ConelicTBHE HCTIOIB30BAHUIO JOKYMEHTOB apXHBa!
a) UCIIOJIHEHHUE 3apocoB (0POpMIIEHHE apXUBHBIX CIIPABOK, apXUBHBIX KOIUI, apXUBHBIX
BBINTHCOK, MHPOPMAITMOHHBIX TTUCEM);
0) BBIJIaya TIOIJTUHHBIX JJOKYMEHTOB H JICT;
B) IyOJIMKALIMsI ApXUBHBIX TOKYMEHTOB;
') OpraHu3anus BbICTaBOK;

1) UCTIOJIb30BaHKe IOKyMeHTOB apxuBa B CMU (nepuonnyeckas neyaTs, paauonepeaay,
TEJIEBUICHUE) U T.1.
IInanupyemvie pe3ynvmamol npaKmuKu:
- MOATOTOBKA PEKOMEHJAIMA MO YCTPAHEHHI0 WIM MHHHMM3AIUHM BBIIBICHHBIX MpoOIeM
(pekoMeHJaMK  JOJDKHBI  OBITh  OOOCHOBAaHHBIMHU, T.€. COMPOBOXKIATHCS CCHUIKAMH Ha
COOTBETCTBYIOIIME HOPMATUBHO-TIPABOBBIE AKTHI U T.I1.);
- MMOJrOTOBKA BBIBOJIOB O JICATEIHHOCTH NPEANPUIATUN WIH OpraHu3alui, B cgepe IpakTUIECKUX
PEKOMEHALNIN 110 COBEPIIICHCTBOBAHUIO OPraHU3aIMOHHBIX U JIOKYMEHTAIIMOHHBIX aCTIEKTOB MX
NesITeNIbHOCTH;
- orieHKa 3(pPEeKTUBHOCTH MPOEKTOB U MPOTPaMM IO COBEPILIEHCTBOBAHUIO IOKYMEHTAIMOHHBIX
IIPOLIECCOB U MPOLIECCOB aPXUBHOIO XPAaHEHUS JOKYMEHTOB, BHEIPSEMbIX Ha IPEANPUATHSX;
- OIICHKa KayecTBa yIPaBJICHUECKUX pelleHni B cepe opranuzanuu u texHosoruu 10V,
apXUBOBECHNUS;
- MyOJIMYHAs 3alIUTa CBOMX BBIBOJIOB U OTUETA MO MPAKTHUKE;
- cuctemarusauus M 0000lIeHHe MaTepuasia I HalMCaHUS KypCOBBIX pPabOT U

BBIMTYCKHON KBaJTM(PUKAIIMOHHON paboThI

Pykogooumenv npakmuxu om opzanuszauyuu/npeonpusmus oQOPMISIET XapaKTEPUCTHKY H
BBICTaBIsIET AUPPEPEHIIMPOBAHHYIO OIEHKY CTYIEHTY B JOKYMEHTaX, MPEICTaBIsSEMBbIX
cTyaeHToM Ha kadeapy. [Ipu BbICTaBICHUH OIEHKH PYKOBOIUTENb MPAKTUKUA OT OpraHU3aI[uu
MIPEJICTaBISIET OT3bIB O paboTe CTyIEHTA MO CIEeAYIOMIEeMY TUIaHYy:



- CPOKH IIPOXOKICHUS IPAKTUKU;
- IIOJIHOTA U3YYEHUS BCEX BOIIPOCOB, IPEAYCMOTPEHHBIX IIPOrPAMMON PAKTUKH;
- MIPOSIBIICHUS CTYACHTOM CaMOCTOSITEJIbBHOCTH, aKTUBHOCTH, TBOPYECKOIO IIOIX0/1a
K paboTe, TUCIUILTTMHUPOBAHHOCTH;
- ydacTHE CTyAEHTa B TeKyllell pabore mpeanpustvs (OpraHus3aluu), peuieHUs
3a/1ay;
- TPYIHOCTH, BO3ZHHUKIINE B XOJI€ MPOXOXKICHHUS MPAKTUKH (MpodecCHOHATBHBIE,
JUYHOCTHbIE, TUCUUIUIMHAPHBIE).
- 3amMevaHus M MOKEIaHUs BRITyCKAIOIeH Kadeape o oprann3aim, CoaepKaHnuio
Y YPOBHIO IOJATOTOBKH CTYJICHTA.
- PykoBonutens mnpakTukoil oT opraHuzanuu. J(OJDKHOCTh, (pamMuiius, MOJINKCH,
I1eYaTh.
Ilo nToram npakTUKK CTYAEHTY B 3a4ETHYIO KHUKKY PYKOGoOumesem npaKmuKku om
Kaghedpur BricTaBIseTCS T GEepeHIINPOBaHHASE OTMETKA 332 MPOU3BOACTBEHHYIO MPAKTUKY IO 5
0apHOM crUcTeME: «HEYIOBIETBOPUTENBHO», «YAOBIETBOPUTEIBHOY, «XOPOIIO», KOTIUUYHON.
OneHka pyKOBOIUTENS MPAKTUKU OT KadeIpbl MOXKET OTJIMYaThCS OT OLEHKH,
BBICTABJICHHON PYKOBOJUTEJIEM PAKTUKH OT OpraHU3aLMH.
PykoBonuTenu MNpakTHKK BBICTABISIIOT OLEHKHM B COOTBETCTBHM C KPUTEPHIMU,
npeacTaBieHHbIME B Tabmunax 1, 2.

Tabnuua 1

Kpurtepuu onenku, BbICTaBJIsIeMOii pyKOBOANTE/eM NPAKTUKH OT OPraHU3aluu

Ouenka Kpumepuu ouenxu

OT1nnyHO CTyZleHT CBOEBPEMEHHO M Ha BHICOKOM YPOBHE BBITIOJIHUII BEChH
HaMEUEHHBII MPOrpaMMoOi IPAKTUKU 00BEM pabOThI; POSBIISII
CaMOCTOSITEIbHOCTD, MHUIUATUBHOCTh B pelieHnu
IIPOM3BOJICTBEHHBIX BOIIPOCOB.

Xoporo CTyneHT CBOEBPEMEHHO U Ha JOCTATOYHOM YPOBHE BBIIIOJIHUII

BECh HAaMEUEHHBIA MPOrpaMMON TPAKTHKH OO0BEM PaOOTHI
(oOs13aTenbHYI0 M JOTIOJHUTEIBHYIO YacTH); HO HE BcCeraa
HPOSIBIIST CAMOCTOSITEIIbHOCTh U MHUIIMATUBHOCTh B PEIICHUH
IIPOM3BOJICTBEHHBIX BOIIPOCOB.

Y 10BNIETBOPUTETHHO CTyneHT CBOEBPEMEHHO U Ha JOCTATOYHOM YPOBHE BBITIOJHUI
BECh HAMEUEHHBIM MPOrpaMMoil MpakTUKU OO0BEM pabOThI
(00si3aTenbHYI0 M JOIMOJIHUTENBHYIO YacTH); HO HE MPOSBIISII
CaMOCTOSITEIBHOCTh W WHUIMATHUBHOCTH WIM  JOIYyCKal
OT/IeJbHbIC OIIMOKH B PEIICHUH ITPOU3BOJICTBEHHBIX BOIIPOCOB.

Hey,Z[OBJ'IeTBOpI/ITeJ'HJHO CTYJIGHT HC BBITIOJTHUIT nporpammy u MMpOsABUII
0C30TBETCTBEHHOE OTHOIIICHUE K IMPpAaKTHKE.




Tabnuya 2

KpnTeplm OLICHKMH, BBICTABJIfAEMOI1 PYKOBOAUTEJIEM MPAKTUKH OT YHUBECPCUTETA

Ouyenka

Kpumepuu OUEHKU

OTIIMYHO

CTyzneHT B CpOK M B HOJHOM OOBEME BBINNOJHWI IPOrpaMmy
IIPaKTUKH, CBOEBPEMEHHO IIPEAOCTAaBUII OTUYETHYIO
JOKyMEHTaIMi0,  O(QOPMIIEHHYI0O B  COOTBETCTBHH  C
TpeOOBaHUSAMU HACTOSAIINX METOIUUYECKUX PEKOMEH AU,
OtuérHass JOKyMEHTallUs OTpa)XkaeT BBICOKUH  YPOBEHb
TEOPETUYECKON U MPAKTUYECKOM IMOArOTOBKH CTYACHTA.
OTmeTka pYKOBOAMTENS MPAKTUKU OT  OpraHu3aluy —
«OTJIMYHO» WIIH «XOPOILOY.

Xopomo

CTyleHT B CpOK M B NOJHOM OOBEME BBINOJHWI IPOrpamMmy
IIPaKTUKH, CBOEBPEMEHHO IIPEAOCTAaBUII OTYETHYIO
JOKYMEHTaluo,  O(QOpMIIEHHYHO B COOTBETCTBHUM  C
TpeOOBaHUSAMHU HACTOSIINX METOTUUYECKUX PEKOMEHAIIH.
OtuéTHass NOKyMEHTalus OTpPakaeT JOCTAaTOYHBIM YPOBEHb
TEOPETUYECKOUN U MPAKTUYECKOM MOArOTOBKH CTY/ACHTA.
OrmeTka pykOBOAMTENS OT OpPraHU3alUU — «OTIHYHOY,
«XOPOILO» UK «yJOBIECTBOPUTEIBHOY.

Y 10BIIETBOPUTEITHHO

CTyleHT B CpOK M B MOJHOM OOBEME BBINOJIHWI IPOTpaMMmy
MPAKTHKH, CBOEBPEMEHHO MPeI0CTaBUII OTUYETHYIO
JOKYMEHTaluo,  O(QOpMIIEHHYIO B COOTBETCTBHM  C
TpeOOBaHUSAMU HACTOSIINX METOTUUYECKUX PEKOMEHIAIIH.
OtuéTHass [OKyMEHTalUsi OTpa)kaeT JOCTATOYHBIH YPOBEHb
TEOPETUYECKOW M MPAKTHUYECKOH MOATOTOBKU CTYIEHTa, HO
COJICPKUT PAJT HEIOUETOB 110 COACPKAHUIO U/UITH 0(OPMIICHHIO.
OTmeTKa pYKOBOAUTENS OT OpPraHU3alUU — «XOPOILO» WIH
«YAOBIIETBOPUTEIHHO.

HeynosnerBoputenbHo

CryzneHT He B CPOK W/WIM HE B MOJHOM OOBEME BBIOJIHUII
IporpaMMy MPAKTHKH; W/WIM HECBOEBPEMEHHO IPEI0CTaBUII
OTUETHYIO JOKYMEHTAIUIO; W/WIN JOMYCTUI IpyOble OIIHOKH B
odopMIeHHN OTUETHON JOKYMEHTAIIUH.

OtmeTka PYKOBOIUTENS oT OpraHu3aIu —

«YHAOBJICTBOPUTCIIBHO» UJIN «HCYJOBJICTBOPUTCIIEHOY.

Ecmm  onenku,

BBICTABJICHHBIC PYKOBOAUTCIIEM NPAKTUKHW OT OpraHu3anuu U

PYKOBOJUTENIEM MPAKTUKU OT YHUBEPCUTETA, HE COBIAJAIOT, TO NOCIETHII 0O0CHOBBIBAET CBOIO
OILICHKY Ha TUTYJBHOM JINCTE OTYETA.

OneHka Mo MpaKkTUKE MPHUPABHHUBAETCS K OLIGHKaM (3au€ram) MO TEOPETUUYECKOMY
0Oy4YEeHHUIO U YUUTBHIBAETCS NP MOABEICHUH UTOTOB OOIIEH YCIIeBAeMOCTH CTY/IEHTA.

[Ipy HEBHINOJIHEHUU MPOTrpaMMbl y4eOHOW MPaKTHKH 0€3 YBaXXHUTEIbHON MPUUYHHBI,
HapyLIEHHs TPYAOBOU AUCIUIUIMHBI CTYJIEHT OTCTPAHSIETCS OT MPAKTHKH; €ro paboTa Mpu3HaETcs

HEYIOBJIETBOPUTENIBHOI; CaM CTY/AEHT CUUTAETCs HE BBIIOJHUBIIUM YueOHbIH maH. CTyIeHT He
nomyckaercs k npenzamure BKP.



CryneHT, HE BBINOJHUBIIMN MPOrpaMMy MpPAKTHKH IO YBAXKHUTEIbHOH MNpPUYHHE,
HaNpaBJsIeTCsl HA IPAKTUKY BTOPUYHO B CBOOOAHOE OT y4EOBI Bpemsl.



MeToauueckue PEKOMEHIAUHA K O(l)OpM.]'IeHI/IlO 0TYETA 10 IPAKTUKE

Ob6s13arenbHON POPMOIT OTUETHOCTH CTYACHTA-TIPAKTUKAHTA SBISETCA MUCHbMEHHBIN
OTuYeT.

Otuér odopmisieTcss B TEYaTHOM BHUAE B COOTBETCTBHM C TpeOOBaHUSIMHU
I'OCT P 7.0.97-2016. Hamumonansubiii cranmapt Poccwmiickoit  ®enepanuu. Cucrema
CTaHJapTOB o uHpOpMaLNH, OoubIMoTEeUHOMY U U31aTeNbCKOMY  JIETy.
OpraHu3alMOHHO-pacIOpsAIUTENbHAS  JOKyMeHTauus. TpeboBanus K  0o(OpMIICHHIO
nokymeHToB" (yTB. [Ipuka3zom Poccranmapra ot 08.12.2016 Ne 2004-cT1) (pen. ot 14.05.2018).

OTuéT meuvaTaercs Ha CTaHAAPTHBIX OenbIx Jaucrax popmara A4 (210 x 297 Mm) ¢ oxHOU
CTOpOHBI JincTa. KaXk bl TUCT TOKYMEHTa JI0JIKEH UMETh I0JIsl HE MEHee:

20 MM — 5eBOE;

10 MM — nipaBoe;

20 MM — BEepXHee;

20 MM — HUXKHEE.

TekcroBeiii  pemaktop Microsoft Word, mpudpr Times New Roman, xerns 14,
MEXCTPOYHBII nHTEpBa — 1,5.

Bropyro u Bce mocneaymomme CTpaHUIbl OT4ETA HyMepyroT. Homepa crpanuig
MIPOCTaBIISIOT MOCEpPEANHE HUXKHEero mojs yucra. AG3ausbiii orctyn (1,25 cM) U mepeHoCH
YCTaHaBIIMBAIOTCS aBTOMATHYECKH.

Coneprkanue oTyeTa J0HKHO BKIIFOYATH CIICTYIONIUE Pa3IeIibl:

1. TwurynpHBIHA JUCT IO YCTAaHOBJICHHOU opme
2. Conepxanne 0Tu€Ta C YKa3aHHEM CTPaHUI] BCEX pa3zesioB IO YCTAaHOBIECHHOH Gopme
3. BBenenne (xapakTepuCTHKA AEATEILHOCTH MPEIIPUATHS, OpPraHU3aIMH, YUPEKIACHUS,
(bupMbl — 0a3bl MPAKTHKH; OMHCAHUE CTPYKTYPHI 0a3bl MPAKTUKH; MOJPA3JICICHHS, TIIe
NPOXOJMIN TPAKTHKY; OINUCAaHWE JOJDKHOCTH W (QYHKUUH JIMIA, SBJSBIIETOCS
HACTaBHUKOM B IPOIECCE MTPOXOXKICHHS TPAKTUKHN)

4, AHanu3 JTOKaJIbHBIX HOPMATUBHBIX aKTOB PETYIUPYIOIIHUX MPOIECCHI, M3y4aeMbIe B paMKax
tembl BKP.
5. PackppITh OCHOBHOE COJIEp)KaHKE NEATEILHOCTH Ha MPAKTHKE B pamkax Tembl BKP:

- M3ydeHue noKaqbHBIX HOPMATUBHBIX aKTOB PErYIUPYIOILIUX JESITEIbHOCTD IPEIIPUATHS,
OpraHu3aluM, yUpexKJIeHHsI, GUPMBIL.

- U3ydenue nOKaldbHBIX HOPMATHBHBIX AaKTOB PEryJUPYIOIIUX JAEIONPOU3BOACTBO Ha
NPEINPUATHH, B OPraHU3allY, YIPEKICHUH, HUpME.

- Amnanu3 paboyero Mecra KaHLEIIPCKOro pabOTHHUKA.

- O3HakOMJIGHHE C OpraHU3allMOHHO-PACIOPSIUTEILHON CHCTEMON JIOKYMEHTAIUH
OpraHu3aluM, yUpexKJIeHHsI, GUPMBIL.

- IloaroroBka mpoeKTOB OPraHU3alMOHHO-PACTIOPSAAUTEIBHON JOKYMEHTALUH.

- Opranuzanus JOKyMEHTOOOOpOTa B OpraHu3alM, yupexaeHuu, ¢upme. [IpaBuna
IpyeMa, OTIPABKHU, PErUCTPAallMi KOPPECTIOHJAEHIIMHA B OpraHHU3alMi. AHAIU3 Ipolecca
OpraHu3allui KOHTPOJIS UCTIOJHEHUS IOKYMEHTOB, OpraHu3anus paboThl UCTIOJHUTENEH ¢
JOKYMEHTaMH.

- IlpaBuna QopMupoBaHus Jen, MOPSAOK OpraHU3allMyd ONEPAaTUBHOTO XpaHEHMS
JOKYMEHTOB.

- IlpaBuna ¥ TOpPSIOK CO3JaHUS M BEACHUS HOMEHKIATYpbl [ell OpraHu3alud |
CTPYKTYPHBIX MOJIpa3AcIcHUI.

- CocraBiieHnE HOMEHKJIATYpBI A€l

- U3yuenme u peanuszauus npaBuwil oopMieHHs A€ U Teperauyd JAedl Ha apXUBHOE
XpaHEHHE.



- Odopmienue nen it apXUBHOTO XpaHEHHUS.

- OdopmieHre BHYTPEHHUX OTIHCEH U JTUCTOB-3aBEpUTEIICH JeT.

- Ilepenaua nen Ha apXUBHOE XpaHEHUE.

- BrmonHeHue onepanuii Mo 0CyniecTBICHUIO padOTHI 3JIEKTPOHHOTO apXHBa OpraHU3aluy,
B ToM umcie B CO/I.

- OcymecTBieHNe XpaHEHUs, KOMIIJIEKTOBaHMsI, y4€Ta U UCII0JIb30BaHUS apXUBHBIX
JOKYMEHTOB:
1) odopmieHHE JOKYMEHTOB 110 UTOTaM SKCIIEPTH3bI IIEHHOCTH (TIPOTOKOJIBI 3aCEIaHHUSI
OK, aKTbl 0 BbIIEJIEHUH JOKYMEHTOB K YHUUTOXKEHUIO U T.11.);
2) Be/leHUE YYETHBIX JOKYMEHTOB apXHBa (KHUra MOCTYIJIEHUH, CIUCOK (POH/OB, JIUCT
(¢oHma, apXUBHBIX ONHUCEH, €10 (HoHAa, TacIOPT apXUBa, NACHOPT APXUBOXPAHUWIINILA U
T.J1.);
3) cocTaBiieHUE aKTOB NMPOBEPKU HAIMUUS U COCTOSHUS JET;
4) coznanue, nonoiaHenue u copepuieHcrsoBanne CHCA apxuBa (onucaHue 10KyMEHTOB
U JIeJI, KaTaJIOTOB, IMyTEBOAUTENEH, 0030pOB, yKa3zaTee, epevyHeit u 0a3 TaHHbIX);
5) ConelicTBHE HCTIOIB30BAHUIO JOKYMEHTOB apXHBa!
a) UCTIOJTHEHHUE 3arpocoB (0(OPMIICHHE apXUBHBIX CIIPABOK, APXUBHBIX KOMHUN, apPXUBHBIX
BBINTUCOK, HH(POPMALIMOHHBIX MTHCEM);
0) BBIJIa4a TOIJTAHHBIX JOKYMEHTOB H JIE;
B) ITyOJIMKALMs ApXUBHBIX JTOKYMEHTOB;
') OpraHu3anus BbICTaBOK;

1) UCTIOJIb30BaHKE TOKyMEHTOB apxuBa B CMU (nepuoanyeckas nevyaTh, paauonepeadn,
TEJICBUJICHUE) U T.I.

6. 3axmrodeHue (BBIBOJ O MPOJIeTIaHHON paboTe, yCrIeXu U HeyAaud, KaKue 3HAHUS U YMEHUS
MPUTOAMIIUCH, YTO CJIEI0BAJO H3YYUTh CAMOCTOSITENIbHO, MOTPEOHOCTh OpraHU3ali B
CHelHalucTax Mo JOKYMEHTOBEIEHUI0O U apXUBOBEICHHIO, CaMOAaHalU3 BalIUX
podeccHOHAbHBIX Ka4yecTB, JIMYHOCTHBIA POCT, pOJib MpOAETaHHOW BaMu pabOThl B
NEeSITeIbHOCTH OPTraHU3aIUN ).

7. TlpunoxeHus (mMakeT JOKyMEHTOB, pa3pabOTaHHBIX CTYIEHTOM B paMkax TeMbl BKP)



	-  изучение организации всех этапов работы с документами от получения до архивного хранения в конкретном учреждении;
	- закрепление и углубление теоретической подготовки, приобретение практических навыков и компетенций, а также опыта самостоятельной профессиональной деятельности в области организации и технологии документационного обеспечения управления и архивоведения.

