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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 TIPOU3BOACTBEHHOM IPOCKTHOM IPAKTUKU II0 HAMPABJICHUIO IOATOTOBKH
46.03.02 JloxymeHTOBEICHNE U apXHUBOBEICHHE SIBIISFOTCSI:

N3ydyeHne opraHuszanuu BceX OSTanoB pabOTBl ¢ JOKYMEHTaMU OT IOJIy4€HHUS [0
apXMBHOTO XpaHEHUSl B KOHKPETHOM YUYPEXACHUU. 3aKpEIUIEHUE U YI1yOJIeHuEe TEOPETUUECKON
MIOATOTOBKM OOYydarouierocs, NpuoOpeTeHre UM IMPAKTUYECKUX HABBIKOB M KOMIIETEHIIMH, a
TaKXe OIBITa CAMOCTOSTEIEHON MPO(ECCHOHATFHON JIEITEIBHOCTH B 00JIaCTH OpraHU3allul |
TEXHOJIOTUU JOKYMEHTAI[MOHHOTO 00€CTIeYeHHs YIIPaBICHUSI.

2 3apaun npaktuxku/HUP

3aagyaMy IPOU3BOICTBEHHON MPAKTUKU SBJISIOTCS:

— ofecriedeHne W TPOBEpKa MPO(PECCHOHATHHON TOTOBHOCTH CTYAEHTOB K
CaMOCTOSITEJIbHOM TPYJOBOW JEATEIbHOCTH M BBINOJIHEHHIO OCHOBHBIX MNPO(EeCCHOHATbHBIX
(YHKIMI B COOTBETCTBUH C KBAIU(PUKAIIMOHHBIMU TPEOOBAHUSIMH;

— 3aKpeIuvieHue, YIriIyOjieHue M paclIMpeHue 3HaHuM B o0NacTh oOpraHus3aluu U
TEXHOJIOTUU JIOKYMEHTAllMOHHOTO OOECHedeHUs YIpaBI€HUS W TNPOEKTHOM JesTeNbHOCTH,
MOJIyYEHHBIX CTY/IEHTaMU B IIPOLIECCE TEOPETUUECKOTO O0yUEeHMS,

— W3Yy4YeHHE OpraHU3aluu JESATENIbHOCTH U CTPYKTYPbl apXUBHOTO MOJApAa3JCNICHUs B
CUCTEME CIIY>KObI JOKYMEHTAIIHOHHOTO 00eCcTIeYeHH sl yIIpaBIeHHUS;

— IpuUoOpeTeHHe M 3aKperuieHWe NPAKTHUYEeCKMX YMEHHUW W HaBBIKOB BBIMOJHEHUS
OCHOBHBIX BHJIOB pa0boT B 00J1acTU co3/1aHusi, 00pabOTKU, IBUKEHUS U OTIEPaTUBHOTO XaHEHUS
JOKYMEHTOB;

— H3y4YeHHE OpraHu3aluu paboThl € JOKyMEHTAallMed B CHCTEME D3JIEKTPOHHOIO
JIOKY-MEHTO000pOTa;

- CO3JJaHHE IIPOEKTOB 110 COBEPIIEHCTBOBAHUIO IOKYMEHTO000POTa OpraHu3aluy - 6a3sl
IIPAKTUKU;

— (PUKCUPOBAaHUE B THEBHHMKE IOJYYEHHBIX CBEJEHHUH M pE3yJIbTaTOB BBIIOJHEHHBIX
pabor;

— IOJIrOTOBKA OTYETA MO Pe3ybTaTaM MPAKTUKH.

3 Mecto npaktuxku/HUP B cTpyKkType 00pa3oBaTe/ibHOIM MPOrpaMMbl
Jnst mpoxoxaeHus: mnpakTuku/HNP  HeoOxomumbl 3HaHuWs (yMEHUS, BIIQJICHHUS),
chOpMUPOBAHHBIE B Pe3YJIbTATE U3YUCHUS] JUCIUILINH/ IPAKTUK:
JlokyMeHTaIMOHHOE 00ECTICUeHHNE TPAKIaHCKUX OTHOIIICHUH B PD
Kanposas nonutrka
JlokyMeHTaIOHHOE 00ecIiedeH e TPYIOBbIX OTHOIIIEHUH B PO
JlokymMeHTOBe/IeH e
CoBpemeHHast opranu3alys rocyIlapcTBeHHbIX yupexaeHuii Poccuun
JlokyMeHTaIoHHOE 00ecrieyeHre aIMUHUCTPATUBHBIX OTHOIICHU B PD
IIpaBoBenEcHME
JlokyMeHTaIoHHOE 00€eciedeH e ToCyJapCTBEHHOTO ycTpoiicTBa B PD
JlokyMeHTHas TMHTBUCTHUKA
OCHOBBI TOKYMEHTOBEACHUS
VYrpaBneHue yea0Be4eCKUMHU pecypcamMmu
3naHus (yMEHUs, BIAJICHUA), TIOJYYCHHBIE B MpoIecce MpoXokaeHus mpaktuku/HP
OyIyT HEOOXOIMMBI JJIs U3yUEHUS TUCITUTUINH/TIPAKTHK:
JIoKyMEeHTHpOBaHUE JEATEIbHOCTH HETOCYAAPCTBEHHBIX OpraHu3alnuii
NudopmanronHoe odecrieueHne ypaBaeHUs
KanpoBoe nenonpousBoicTBo
Opranuzanus 1 TEXHOJIOTUS TOKYMEHTAIIMOHHOTO 00eCTieueH s yIpaBlIeHUs
KoudunenmnmansHoe 1em10npon3BoACTBO



Opranuzanus paboTsl ¢ 00pameHUsIMU TPaKAaH

IToaroroBka K caue u caada rocyJapCTBEHHOTO SK3aMEHa

[IpakTHKyM IO COCTaBICHHUIO U O(POPMIICHHIO CITY>KEOHBIX JOKYMEHTOB

[IpounsBoaCcTBEHHAS — IPEAUIIIIOMHAs TPAKTHKA

Texauueckure cpeacTBa yrpaBieHHs B JOKYMEHTAIIMOHHOM OOECIIEYeHUH YIPaBICHUS U
apxuBax

4 Mecrto npoBenenust npakruxku/HUP

[IpakTka mnpoBoauTcs Ha Oa3e opraHu3aluil JIO00OM OpraHU3alMOHHO-TPABOBOM
¢dopmbl. CTyaeHTHI 32049HOM (HOpMBI 00YUSHHS MPOXOIST MPAKTUKY B OPraHU3AIMAX 10 MECTY
TPYLOBOM EATEIBHOCTH.

[IpakTika MOXET IPOBOAUTHCS B CTPYKTYPHBIX MOJpa3/IeICHUSIX OpraHU3alHH.

JUia nui ¢ OrpaHMYEHHBIMM BO3MOJKHOCTSIMHU 3/10POBbsSI BBIOOP MECT IMPOXOXKIACHUS
MPaKTHK JTOJKEH YUYUTHIBATh COCTOSIHUE 3/I0pPOBbs U TPEOOBAHUS IO TIOCTYITHOCTH.

Crnioco0 nposenenus npaktuku/HUP: et
[IpaxTuka/HUP ocymecTBaseTcss AMCKPETHO

5 Komnierenunu odyuyaruerocsi, opmupyembie B pe3yJibTaTe IPOX0KICHUSA
npaktuxku/HUP n niianupyemble pe3yabTaThl 00y4eHHs

B pesynabrare mnpoxoxaenus mnpaktuku/HUP oOydaromuiics npomkeH o06nanath
CJIEYIOIUMHU KOMIIETEHIIUSIMU:

Koa nnaukaropa NHnukaTtop JOCTHKEHUS KOMIIETEHIIUN

VYK-2 CrnocobeH ompenensTh Kpyr 3agad B paMKax IIOCTAaBJICHHOW IIeNM W BBIOMpATh
ONTHUMAJIbHBIE CIIOCOOBI UX PEIICHUS, UCXOJ U3 ACUCTBYIOIINX MPABOBBIX HOPM, UMEIOIIHUXCS
pPECYpCOB M OTpaHUYCHUH

YK-2.1 Onpenensier Kpyr 3aJad B paMKax IOCTAaBJICHHOW IEIW W Mpeajiaraet
CHOCOOBl HMX peUmleHUsT U  OXKUAAeMble  pe3yNbTaThl, OLEHUBACT
MIPEII0KEHHBIE CIIOCOOBI C TOYKHU 3PEHUSI COOTBETCTBUS 1IEJIM ITPOEKTa
YK-2.2 [lnanupyer peanuzanuio 3a1ad B 30HE CBOCH OTBETCTBEHHOCTH C Y4E€TOM
UMEIOIINXCS PECYPCOB U OTPAHUUYECHUH, TEHCTBYIONIUX TPABOBBIX HOPM

VK-2.3 Brimonasger 3amaun B 30HE CBOEH OTBETCTBEHHOCTH B COOTBETCTBUU C
3aIUTAHMPOBAHHBIMU PE3yJbTaTaMU W TPEICTaBIISACT PE3yJIbTaThl MPOEKTA,
npeaiaracT BO3MOKHOCTH MX MCIOJIb30BAHUS U/UIN COBEPIICHCTBOBAHUS

VK-3 Cnocoben OCYIICCTBJIATH COLIMAJIBHOC B3aUMOJCUCTBHE U p€ajin30BbIBATh CBOIO POJIb B
KOMaHJC

VK-3.1 Onpenenser CBOI PoOJib B COLMAIBHOM B3aUMOJICMCTBUM W KOMAaHJIHOH
paboTe, UCXOAS U3 CTPATeTMH COTPYJHUYECTBA JJSl JOCTHKCHHS
MOCTABJIGHHOM 1I€TH; CTPOUT MPOJYKTUBHOE B3aWMOJEUCTBHUE C YYETOM
HODM H YCTaHOBJIEHHBIX MPABMJI KOMaHIHOHW paOOTHI

YK-3.2 [Ipu peanusanuu cBOEH pOJIK B COUUAIIBHOM B3aUMOJICVCTBUU U KOMAaHIHOMN
paboTe yYMTHIBa€T OCOOCHHOCTH TOBEACHUS M HMHTEPECHl JPYTUX
YYaCTHUKOB, aHAIU3UPYET BO3MOKHBIE IMOCIIEICTBUS JTUYHBIX JCHCTBUN

YK-3.3 OcymecTtBisger oOMeH HMH(popMaluei, 3HaHUSAMH M OIBITOM C UJIEHAMH
KOMAaH/Ibl; OIICHMBACT MJEHM JPYTUX UWIEHOB KOMaHIbI IS JOCTHKEHMS
MIOCTABJICHHOM 11eJIN

VYK-4 CrniocoOeH oCyIIeCcTBIIATh JEOBYI0O KOMMYHUKALIMIO B YCTHONH M MUCbMEHHOH (popMax Ha
rOCyJIapCcTBeHHOM si3bike Poccuiickoii Denepaiii 1 HHOCTpAaHHOM(bBIX) si3bIKe(ax)




YK-4.1

BriOupaeT ctuib oOIIeHHST HA PYCCKOM SI3BIKE B 3aBUCHUMOCTH OT IENH H
YCIIOBUH MAPTHEPCTBA; aMANTHPYET PeYb U CTHIIb OOIMICHUS K CHTYAIHSIM
B3aUMOJEHCTBUSA

YK-4.2

Bener nenoByro nepenucky Ha pyCCKOM M MHOCTPAHHOM SI3BIKaX C YYETOM
O0COOCHHOCTEH CTUIUCTUKA OQPHUIIMATIBHBIX IMHUCEM M COIHOKYIBTYPHBIX
pa3IndInin

YK-4.3

Brimomager IS JIMYHBIX neyeu IIepeBo o(uIaTBEHBIX 71
npo(eCCHOHATBHBIX TEKCTOB C HMHOCTPAHHOTO S3bIKa HA PYCCKHH, C
PYCCKOTO sI3bIKa Ha MHOCTPAHHBIN

YK-4.4

[1yOnu4HO BBICTYNAE€T Ha PYCCKOM SI3BIKE, CTPOUT CBOE BBICTYIUIEHHE C
YYETOM ayJAUTOPHUH U LIeIH OOLICHUS

YK-4.5

YceTHO mpeAcTaBisieT pe3ysbTaThl CBOCH ACSITENIHHOCTH HAa WHOCTPAHHOM
SI3bIKE, MOSKET IO IEPkKATh PAa3roBOP B X0JI€ UX 0OCYKICHUS

T1K-1 Criocoben oc

YIICCTBJIATE OPraHU3allMOHHOC, JOKYMCHTAIlMOHHOC U I/IH(l)OpMaHI/IOHHOG

oOecreueHne AeSITEILHOCTH PYKOBOIUTEIISI OpraHU3aIliH

[K-1.1 Opranuzyer u obecrneynMBaeT JIOKYMEHTAllMOHHOE CONPOBOXKICHHE
NEeSITeIbHOCTH PYKOBOAMTENS Ha OCHOBE BHEUIHUX M JIOKAJIBHBIX
HOPMAaTUBHBIX aKTOB

IK-1.2 Opranuzyer uH(OPMALIMOHHOE U JIOKYMEHTAallMOHHOE B3aMMOJEHCTBHE
PYKOBOJUTENS C TOCETUTENIMHU, TOAPA3JCICHUSIMH, JOLKHOCTHBIMU
JUIIAMH [TapTHEpaMu

IK-1.3 Opranuzyer pabouee Bpems, (QYHKIHOHAIbHOE IMPOCTPAHCTBO CBOE H

PYKOBOJUTES, CONPOBOXKIAET paboyhe MpPOIECChI

PYKOBOIUTEIS

OpraHU3alIOHHO

ITK-2 CrniocoGeH oCyIecTBIATh JOKYMEHTAIIMOHHOE 00eCTIEYeHUE YITPaBICHUS OpraHu3aiueit

[IK-2.1 OpraHu3yer HW periaMeHTUPYET JIOKYMEHTHPOBAHHME YIPABICHUYECKOM
JIeSITeJIbHOCTH B OpraHU3aluu

I1K-2.2 OpraHu3yeT B periiaMeHTHPYeT TOKYMEHTO00OPOT B OpraHu3aIiuu

[1K-2.3 Opranusyer, periiaMeHTHpPYeT ONepaTUBHOE XpaHEHHE M HCIOJIb30BaHUE

JOKYMCHTOB B OpraHu3alinin

ITIK-3 Cnocoben op
OILIATHI IepcoHalIa

raHU30BaTh U AAMHUHUCTPHUPOBATE ACATCIBHOCTL IO OpraHU3alvuy Tpylda U

[1K-3.1

OOecneunBaet JOKYMCHTAIIMOHHOC M OPraHU3allMOHHOC COIIPOBOXKIACHUC
CHUCTEMBbI OpraHMu3alvy 1 OIJIaThl TPpyJda IIEpCOHAaJIa

[TIK-4 CnocoGeH pyKOBOIUTH MPOLIECCOM CKaHUPOBAHUS, BBOJIA M 0OpaOOTKH TAaHHBIX B CHCTEME
9JIEKTPOHHOT'O apXHBa

[IK-4.1 YropaBiser AeATeNbHOCTBIO MO KOHTPOJIIO (YHKIIMOHUPOBAHUS, BBOJAA H
00pabOTKU JAHHBIX B CUCTEME JIEKTPOHHOTO apX1Ba

[1K-4.2 Pa3pabartbiBaeT J0KalbHbIE HOPMATHUBHBIE AKTHI [0 BOMIPOCAM OpraHU3aluu
polecca CKAHUPOBAHUS B CUCTEME MJIEKTPOHHOTO apXH1Ba

I1K-4.3 OcymiecTBiseT CTpaTeruiyeckoe INIAHUPOBAHUE U IOCTPOCHUE IPOLECCOB

CKaHUPOBaHUSA, BBOJA M OOpaOOTKH [AHHBIX B CHUCTEME DJIEKTPOHHOTO
apXHBa




6. CTpykTypa u conep:xkanue npaktuxku/HUP

Oo6mas Tpynoemkocts npaktuku/HUP cocraBmsier 3 3adernHbix emunuin 108 akan.
4acoB, B TOM YHCIIE:

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

— camocTositenbHas padbota — 103,9 akaz. yacos;
— B opMe npakTudeckoi noarorosku — 108 akas. gyacos.

Ne | Paznens! (3Tambl) ¥ copepxaHue é Bunsl pabot Ha npakTuke, Kot KOMIIeTe I
n/n MPaKTHKA & | BKIIIOYAs CAMOCTOSTENBHYIO PaboTy
YcraHoBoYHAs KOH() EPEHITHSL.
Osnakomienne ¢ mporpammoir, | VK-2.1, VK-2.2, YK-2.3, YK-3.1,
3a1a9aMu u opranmsarueit| YK-3.2, YK-3.3, VK-4.1, YK-4.2,
1 Pasgen 1. IloaroroBUTEILHBIN npakTHKW, cpokamu BeimonHeHus| YK-4.3, VK-4.4, YK-4.5, [IK-1.1,
' JTan WHIMBU1YaJIbHOT O 3a1aHus B IIK-1.2, T1IK-1.3, TIK-2.1,
COOTBETCTBUH C pabounm [IK-2.2, TIK-2.3, TIK-3.1,
TUIAHOM-TpadUKOM B TIepUo/I I1K-4.1, TIK-4.2, TIK-4.3
TPAKTHKU
Igei(;;%}g:)a:;w ::aKOMCTE)XHHKz YK-2.1, VK-2.2, VK-2.3, VK-3.1,
i . |YK-3.2, VK-3.3, VK-4.1, YK-4.2,
1 Pasmen 1. IloaroroBUTEILHBIM ;E;JCI;I;I i:g;;M’ OpraHESP?;;Iggf VK-4.3, YK-4.4, YK-4.5, TIK-1.1,
JTal 3HAKOMCTEO ’ co  CIpyKTYpoil I; IIK-1.2, TIK-1.3, TIK-2.1,
P CTPYKTYpHBIX [IK-2.2, TIK-2.3, TIK-4.1,
. I1K-4.2, TIK-4.3
TO/Ipa3IeICHU
M3yueHue oKaIbHBIX HOPMATHBHBIX
aKTOB PEryJIMPYIOIIUX ACATEIbHOCTh
TPEATIPUATHS, OpraHu3alyy,
yUpexIeHHsI, GUPMBI.
M3yueHue oKaIbHBIX HOPMATHBHBIX
aKTOB PEryIUpYIOLIIX
JICTIOMPOM3BOJICTBO HA MPEANIPUATHH,
B OpraHu3allyy, YUpPEXKIICHHUH,
tdupme.
Ananus pabouero MecTa
KaHIEISAPCKOro pabOTHHKA.
O3HaKOMJIEHHE c|VK-2.1, YK-2.2, YK-2.3, YK-3.1,
opranuzaiuoHHo-pacnopsiautenbHoi | YK-3.2, YK-3.3, VK-4.1, YK-4.2,
2 Pasmen 2. TlpousBOaCTBEHHBIH CHCTEMOI nokymenrtaumn|YK-4.3, VK-4.4, YK-4.5, TIK-1.1,
’ sran OpraHu3allud, YUpeKAeHus, GUpPMBIL. [1K-1.2, T1IK-1.3, IIK-2.1,
M3yuenune mporecca OpraHU3alyu [1K-2.2, T1IK-2.3, I[1K-4.1,
JIOKYMEHT0000pOTa B OpraHU3aIUH, [1K-4.2, T1K-4.3
yupexaeHun,  ¢upme. I[lpaBuia
npueMa, OTIPaBKH, PETUCTPAIUU
KOPPECHOH/ICHIIMM B OpTraHU3allHu.
AHanu3  mpolecca  OpraHu3aluu
KOHTPOJIST MCIIOJIHCHUST JIOKYMEHTOB,
opranuzaiys paboThl HCIOTHHUTENICH
C IOKYMCHTaMH.
IlpaBuna  QopmupoBaHus  Jen,
TIOPSITOK OpraHu3aluu
OIEePAaTUBHOTO XpaHCHUS
JIOKYMEHTOB.
Paznen 2. TIpoW3BOICTBEHHBIH g?riﬁﬁi?l?%n&pacnopﬂnlﬂoeo;:;g; YK-2.1, VK-2.2, VK-2.3, VK-3.1,
2. ' VK-3.2, YK-3.3, YK-4.1, YK-4.2,

oTalr

JOKYMEHTaIIH.
[poexTupoBaHue MPOLECCOB

VK-4.3, YK-4.4, VK-4.5, [1K-1.1,




OpraHM3aIMy JTOKYMEHTO00O0poTa B
OpraHM3aINH, YIpEeXICHUH, (GUpMe.
Ilopsnox  mpuema,  OTHIPABKH,
perucTpanuy KOPPECIOHACHIMU B
OpraHu3aluy. Opranuszanus
KOHTpOJIs UCIIOJHEHHUS
JOKYMEHTOB, OpTraHM3alus paboThI
UCIIOJIHUTENEN C TOKYMEHTaMH.
IlpaBuna  (opMupoBaHHSA  Jed,
HOPSI0K OpraHu3aluu
OIIEpaTUBHOrO XpaHeHUs
JIOKYMEHTOB.

Ilopsimox co3maHus U BEICHUA
HOMEHKJIATYpB! €Nl OpraHu3aluu U
CTPYKTYPHBIX HOAPa3JIEIeHHUMH.
W3yuenne u peanusalus HpaBHI
oopMIICHUS A€l U Tepefadd Ael
Ha apXUBHOE XpaHEHHUE.

IK-1.2, ITK-1.3, [1K-2.1, [1K-2.2,
IK-2.3, I1K-4.1, I1K-4.2, I1K-4.3

Pasgen 3. MHccinenoBaTenbCKuid
JTan

O6pabotka ®  cucTeMaTH3alus

VK-2.1, YK-2.2, YK-2.3, YK-3.1,
VK-3.2, YK-3.3, YK-4.1, VK-4.2,
VK-4.3, YK-4.4, YK-4.5, T1K-1.1,
IK-1.2, IIK-1.3, T1K-2.1, T1K-2.2,
IK-2.3, I1K-4.1, T1K-4.2, TIK-4.3

Pasmen 3. HWccinemoBaTenbCkuii
JTan

HOIy4eHHOH uHpopmanuun U
MaTepuanoB
IlogBeneHue  MTOrOB  NPAKTHKM.

Hrorosas xoHpepeHIHs

VK-2.1, YK-2.2, VK-2.3, YK-3.1,
VK-3.2, YK-3.3, VK-4.1, VK-4.2,
VK-4.3, YK-4.4, VK-4.5, T1K-1.1,
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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
nuTeparypa TUTSt BBICIII. u cpen. npod. o00pas.). - 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] / cocraButenu: C. C.
Benukanosa, . B. Kamy6a ; Marautoropckuii roc. Texuuueckuit yu-T um. I'. Y. Hocosa. -
Marnutoropck : MI'TY um. I'. . Hocoga, 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.

AnoxmHa, C. A. KypcoBas paboTra 10 JOKYMEHTOBEICHUIO, apXUBOBEIACHHIO,
OpraHu3allii W TEXHOJIOTUU JIOKYMEHTAIlMOHHOTO OOeCTeueHHs yIpaBleHusl @ y4deOHO-
Metoaudeckoe mocodbue / C. A. Anoxuna, A. K. Makaposa, . B. CamapokoBa ; MI'TY. -
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 1eionpon3BOJACTBO U apXUBBI JOKYMEHTOB IO JINYHOMY
cocTaBy: TpakTUkyM : mnpaktukym [mis By3zoB] / C. C. BenukanoBa, M. B. Kamyba ;
MaruauToropckuii roc. rexunueckui yH-T uM. I'. 1. HocoBa. - Marautoropck : MI'TY um. I'. 1.
Hocosa, 2020. - 1 CD-ROM. - 3arn. ¢ turymskpana. - URL
https://magtu.informsystema.ru/uploader/fileUpload?
name=4126.pdf&show=dcatalogues/1/1535271/4126.pdf&view=true (mara oOpalcHus:
25.09.2020). - MakpooObekT. - TekcT : 3neKTpoHHbIH. - CBeneHus MOCTYMHbI Takxke Ha CD-
ROM.

MecTHOe camoympaBieHHe U MyHULIUIIAIbHOE yIpaBieHue : yuyeOnuk / moxa pena. A. C.
[IpynaukoBa, M. C. Tpodumona. - 2-e uza., nepepad. u gomn. - M. : KOHUTU-AAHA, 2011. -1
anekTpoH. ont. auck (CD-ROM). - 3aru. ¢ tutyin. skpaHa. - (YdeOHas 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. - CBeneHHs NOCTymHbBI Takxke Ha CD-
ROM.

B) MeTonnueckne yKazaHnus:
[Ipunoxxenue 2

r) [IporpamMuoe o6ecnnieuenue u UHTEepHET-pecypceb:
http://archives.ru ®exepanbsHoe apxuBHOe areHTcTBO PD (PocapxuB)



IIporpammHoe oGecrieyeHue

Haumenosanue [10 Ne norosopa Cpok J1eficTBUS JIULICH3UU
MS Office 2007 Ne 135 ot 17.09.2007 0eccpoUHO
7Zip ¢B0001HO pacapoctpansemoe 110 0eccpoyHO
Adobe Reader ¢B0001HO pacnpocTpansemoe 10 0eCCPOYHO
FAR Manager cB00OaHO pacnpocTpansemoe I10 0ecCcpoYHO

Ipodeccnonanbubie 6a3bl AAHHBIX H HHYOPMANHOHHBIE CIPABOYHBIE CHCTEMBbI
Hassauwue xypca CchUIKa

DnexTpoHHas Oa3a mepuwoanueckux m3ganumii East View|https://dlib.eastview.com/
Nuabopmannonnas cucreMa - EnmbHoe okno gocrymna k|URL: http://window.edu.ru/
HanmonansHast nHGopMamoHHo-ananuTrnaeckas cucrema|URL:
ITonckoBas cucrema Axagemus Google (Google Scholar) [URL.: https://scholar.google.ru/
DnexTpoHubie pecypcehl Oombmmorekn MI'TY mm. I'.H.|https://magtu.informsystema.r
Poccuiickas I'ocynapcrBennas 6noaunorexa. Karamoru https://www.rsl.ru/ru/4readers
denepanbHbIii 00pa3oBaTenbHbli mopTand — DroHomuka.|http://ecsocman.hse.ru/
VYuusepcurerckas nadopmanmonnas cucrema POCCHS [https://uisrussia.msu.ru
MexayHaponuas pedepaTtuBHas W noaHoTekcrosas|http://scopus.com
MexayHapoaHas 0aza  IOJHOTEKCTOBBIX o kypHanos|http://link.springer.com/
MexayHapoaHas KOJUIEKIMs Hay4YHBIX IpoTOoKoioB mo|http://www.springerprotocols.
MexayHapoaHas pedeparnBHas W nojHoTekcToBas|https://www.nature.com/sitein
ApxuB HayYHBIX YKYPHAIOB «Harmonaneaeii|https://archive.neicon.ru/xmlu
Nudopmanmonnas cucrema - Hopmarusuble mpasossie|https://fstec.ru/normotvorches

Nudopmanmonnas cucrema - bank manaeix  yrpos|https://bdu.fstec.ru/
9 MarepuajbHO-TeXHHYecKOoe o0ecnieuenne npakruku/HUP
MarepuanbHO-TEXHUYECKOE obecrieueHue OopraHu3anui Pa3IUYHBIX

OpraHU3aIl[MOHHO-TIPABOBBIX ()OPM MO3BOJISIET B MOJHOM OOBbEME peaiu30BaTh LEIH U 3aJauu
MIPAKTUKU U CPOPMUPOBATH COOTBETCTBYIOIINE KOMITETECHIIUH.




IIpuaoxenue 1

OueHouHble  cpeacTBa Ui NPOBeJeHUs]  NMPOMEXKYTOYHOH  aTTecTaluv MO
NPOM3BOJACTBEHHOI NPAKTHKH MO MNOJYYeHHI0) NPOodecCMOHAIBHBIX YMEHHMHd U ONbITa
npodeccuoHAIbLHOM 1eATeIbHOCTH

Bua arrecranuu mo uToraM MpakTUKU — 3a4€T C OI[EHKOW, KOTOPBIN MPOBOIUTCS B (hopme
3amuThl oTYeTa. [10 MTOraM MpakTUKHU MPOBOJAUTCS UTOTOBasi KOH(MEPEHIs, HA KOTOPOU CTYIEHT
03BYYMBAET OCHOBHBIEC UTOTH, ITOJTYYEHHbBIC HA MPAKTHUKE.

Jlo WTOrOBOM KOH(EPEeHIMH CTYIEHT TMpPEeNoCTaBiIseT Ha Kadeapy cileayrommue
JIOKYMEHTBHI:

- IUCbMEHHBINA OTYET

- UHJIMBUAYaJbHOE 3aJJaHNE;

- pabounii maH-rpaduK MPaKTHUKU;

- XapaKTEPUCTHUKA PYKOBOJUTEIIS IPAKTUKN OT OPraHU3allly C OLICHKOM.

IIpuMepHOE HHANBHAYAJIbHOE 3aJaHHE HA IIPOU3BOJICTBEHHYIO IPAKTUKY
«Oprasu3zanms ¥ TEXHOJIOTHS JOKYMEHTAIHOHHOT0 o0ecnieYyeHUsl YIPaABJICHUSI»:

ILlenv npoxosrtcoenus npakmuxu:

1. 3akperuieHue W yrIyOJIeHUE TIOJYICHHBIX TEOPETHICCKUX 3HAHUH TI0 CIICITYFOIINM
HaIpaBJICHUSM:

a) TPUHIUITEI OPraHU3aIluU JOKYMEHTO000pOTa;

0) MPUHIIMITBI OPTaHU3AINH PETUCTPANH TOKYMEHTOB;

B) MOPAIOK OOpabOTKM  JIOKYMEHTOB  OpraHM3alMi B  3aBUCHUMOCTH  OT
MPUHAIIEKHOCTH K IOKYMEHTONIOTOKY U BU1y TOKYMEHTA;

I') OpraHu3alys BCECTOPOHHEr0 HCHOJb30BaHHUS  JOKYMEHTOB B  TEKYyILEM
JIeJIONPOU3BO/ICTBE;

1) opraHu3anus paboThl AETONPOU3BOICTBEHHBIX CITYKO0 U T.1I.

2. llpuobOpereHue mMepBUYHBIX MPO(ECCHOHATIBHBIX YMEHHUH U HaBBIKOB B 00JIaCTH
OpraHu3auy JOKYMEHTAlMOHHOTO 00eceYeHHsI.

3. IlpuobpereHne  mepBUYHBIX  MPO(ecCHOHANBHBIX  YMEHHH W HaBBIKOB
UCIOJIb30BAaHUSI KOMITBIOTEPHBIX TEXHOJIOTUN B JOKYMEHTAIIMOHHOM O0ecredyeHuu
yIpaBICHUS.

3adauu npakmuku:

— obecneyenue u IIPOBCPKaA HpO(i)eCCHOHaHBHOfI TOTOBHOCTHU CTYACHTOB K
CaMOCTOSATEIbHOM pr,[[OBOﬁ ACATCIIbHOCTHU U BBITIOJIHCHHUIO OCHOBHBIX
HpO(l)eCCI/IOHaJ'ILHHX (bYHKI_II/Iﬁ B COOTBCTCTBHH C KBaJ'II/I(I)I/IKaI_II/IOHHBIMI/I TpeGOBaHI/I}IMI/I;

— 3aKpCIUICHUC, er'Iy6JIeHI/Ie H paClInpCHUC 3HaHUM B 00JaCTH OopraHu3alvu 1
TCXHOJOTHH I[Oy, MOJIYYCHHBIX CTYACHTAMHU B ITPOLECCE TCOPETHUICCKOTO O6y‘IeHI/IH,

— U3Y4ECHHME OPraHU3aLMU JEATEIbHOCTH U CTPYKTYPBI AEIOIPOU3BOACTBEHHOTO
MOJIpa3/IeIeHus] B CUCTEME CITY)KOBI JOKYMEHTAIlMOHHOTO 00eCIIeYeHus yIpaBIeHHs
OpraHu3aluen;



— IpUOOPETEHNE U 3aKPETUJICHHE MTPAKTUICCKUX YMEHUN U HABBIKOB BHITIOJTHEHHS
OCHOBHBIX BHJIOB pa0OT B 00JIaCTH TOJTydeHUs, 00paOOTKH, OTIPABKU H OTICPATUBHOTO
XpaHEHUS JTOKYMEHTOB B TEKYIIIEM JEJIOMPOU3BOICTBE;

— U3YUCHHUC OpraHu3alvy NOoJIy4CHU, O6pa6OTKI/I " XpaHCHUA JOKYMCHTAIlUU B CUCTCMC
ANIEKTPOHHOTO JIOKYMEHTO000pOTA;

— (bI/IKCI/IpOBaHI/Ie B JHCBHHKE IMOJTYUCHHBIX CBCI[CHI/Iﬁ " pC3YJIbTATOB BBITTIOJIHCHHBIX
pabor;

— INOATOTOBKA OTYETA IO pE3yjIbTaTaM IMPAKTUKH.

Bonpocwul, noonescawjue uzyuenuio:

No ok

I/I3yquHe JIOKAJIBHBIX HOPMATHUBHBIX aKTOB PCTYIHUPYIOMUX ACATCIbHOCTD MPEAIIPUATUA,
OpraHM3aIiy, YUpPEKICHHUS, PUPMBI.

N3yuenne JOKaJIbHBIX HOPMATHUBHBIX AaKTOB PEryIUPYIOIIMX JEJIIONPOU3BOJCTBO HA
MIPEeANpPUATHH, B OpTaHU3aLUH, YUPEKIEHUH, PUpME.

AHanu3 pabouero MecTa KaHIEIIPCKOTO paboTHHUKA.

O3HakoMJIEHME C OpPraHU3alMOHHO-PACHIOPSIUTEIBHON CHUCTEMOM JOKyMEHTAlUU
OpraHu3aIiy, yUpeKICHHs, PUPMBI.

HO)IFOTOBKa IMPOCKTOB OpFaHI/ISaHI/IOHHO-paCHOPﬂHHTeHBHOﬁ JOKYMCHTAaIIUH.
Opranusanus JOKyMEHTOOOOpPOTa B OpraHM3aluu, ydpexiaeHuu, ¢upme. IlpaBuia
IpreMa, OTIPABKHU, PErUCTpalui KOPPECIOHJACHIIMYA B OPraHM3alMyi. AHaAIW3 IIpouecca
OpraHu3aluy KOHTPOJIS UCIIOJHEHUS IOKYMEHTOB, OpraHu3anus paboThl UCIIOJIHUTENEH ¢
JOKYMEHTaMH.

IIpaBuna QopmupoBanust JAena, HOPSAOK OPraHU3aLUU  ONEPATHMBHOTO XpaHEHMS
JOKYMEHTOB.

IIpaBuna M NOpPANOK CO3JaHMST M BENCHHWS HOMEHKJIATYpbl J€l OpraHu3alud U
CTPYKTYPHBIX IOIPa3ACICHUM.

CocraBneHne HOMEHKIJIATYPBI JEIl.

W3yuenue n peanuszanus npaBui opOpMIICHHS el U epelauu A€l Ha apXUBHOE
XpaHECHHE.

ITnanupyemvie pe3ynromamol RPAKMUuKu
IToaroroBka pekoOMeHAALMI MO YCTPAHEHUIO WJIM MUHUMM3ALUU BBISBICHHBIX Ipo0IeM
(pexoMeHalMK JI0JDKHBI ObITh OOOCHOBAHHBIMH, T.€. COIPOBOXKAATHCS CCHUIKAMHU Ha
COOTBETCTBYIOILI[E HOPMATHUBHO-IIPABOBBIE AKTHI U T.I1.).
IlonroTtoBka BBIBOJOB O JAEATENBHOCTU MPEANPUATHIl WM opraHuzanui, B cdepe
MIPAKTUYECKUX PEKOMEHJALMN 10 COBEPLICHCTBOBAHMIO ApPXUBHOTO  XpPaHEHMS
JOKYMEHTOB.
Onenka >(pPEeKTUBHOCTH MPOEKTOB M IMPOrpamMM IO COBEPIIEHCTBOBAHHIO IPOLECCOB
apXMBHOTO XpaHEHHs TIOKYMEHTOB, BHEJPSIEMbIX HA MPEANPUATHIX.
OreHka KayecTBa yIpaBJIeHUYECKUX PELICHUN B cepe apXUBOBEACHUS.

[loaroroBka oTueTa Mo NPaKTUKE
[TyGnuyHas 3amuTa CBOUX BHIBOJIOB U OTYETA MO MPAKTHKE.
Cuctemaruzaiusi ¥ 0000IIeHHe Marepuana Ui HalMCaHUS KypCOBBIX paboT u

BBIMYCKHON KBaJTH(PUKALIMOHHOMN pabOTBhI.

Pykogooumenv npakmuxu om opzanuszauyuu/npeonpusmus oQOPMISIET XapaKTEPUCTHKY H
BBICTaBIsIET AUPPEPEHIIMPOBAHHYIO OIEHKY CTYIEHTY B JOKYMEHTaX, MPEACTaBIsSEMBbIX



crynenToM Ha Kadenpy. [Ipu BeICTaBICHUH OLIEHKH PYKOBOJHUTEIb MPAKTHUKU OT OpPTaHU3AINH
MPEJCTaBISET OT3BIB O PadOTE CTYIEHTA MO CIENYIOMEMY TUIaHy:
- CPOKHM ITPOXOKJEHMSI IPAKTUKH;
- IIOJIHOTAa U3Y4YEHHUSI BCEX BOIIPOCOB, IPETYCMOTPEHHBIX IIPOIPaMMOM PAKTUKH;
- IPOSBIEHUS CTYJEHTOM CaMOCTOSITEIbHOCTH, aKTUBHOCTH, TBOPYECKOIO MOX0/1a
K paboTe, TMCIUIUTMHUPOBAHHOCTH;
- ydacTHE CTyIEHTa B TeKyllell pabore mpeanpusatvs (OpraHusalyu), perieHus
3a/1ay;
- TPYIHOCTH, BO3HHUKIINE B XOJI€ MPOXOKICHHUS MPAKTUKH (MpodecCHOHABHBIE,
JMYHOCTHBIE, TUCHUIIIIMHAPHBIE).
- 3amedaHus ¥ TIOXKETaHUs BBITTyCKarolen Kadeape 1o opraHu3aium, Coaep KaHuio
U YPOBHIO TIOJITOTOBKHU CTYZEHTA.
- PykoBoauTens mpakTUKOW OT opraHuszanuu. JomkHOCTh, (haMuius, MOIIHUCH,
neyarb.

[lo utoram MpaxkTHKU CTYAEHTY B 3a4ETHYIO KHUXKKY PYKOGOOUmenemM npaKkmuxku om Kagheoput
BbICTaBsieTcs nuddepeHnpoBaHHasl OTMETKA 3a MPOU3BOACTBEHHYIO MPAKTUKY MO 5 OanbHOM
CUCTEME: HEYJIOBIETBOPUTENIBHO», «yIOBIETBOPUTEIBHOY, «XOPOIIO», KOTIHMYHO.

OneHka pyKOBOAWUTENS MPAKTUKUA OT KadeIapbl MOXKET OTJIMYAThCSl OT OIEHKH, BBHICTaBICHHOM
PYKOBOJIUTENIEM IPAKTUKHU OT OPraHU3alHH.

PykoBoauTen TOpaKTHKH  BBICTABISIIOT OLIGHKM B COOTBETCTBUHM C  KPUTEpHUSIMU,
npeacTaBieHHbIME B Tabmunax 1, 2.

Tabnuuya 1
Kputepuu onenku, BbICTaBJIsIeMOil pyKOBOANTE/IeM NPAKTUKH OT OPraHU3aluu
Ouenka Kpumepuu ouenxu
OT1nnyHO CTyZleHT CBOEBPEMEHHO M Ha BHICOKOM YPOBHE BBITIOJIHUII BEChH

HAaMEUEHHBII MPOrpaMMOi PAKTUKU 00BEM pabOThI; POSBIISII
CaMOCTOSITEIbHOCTD, MHUIUATUBHOCTH B pelieHuu
IIPOU3BOJICTBEHHBIX BOIIPOCOB.

Xoporo CTyneHT CBOEBPEMEHHO U Ha JOCTATOYHOM YPOBHE BBIIIOJHUII
BECh HAMEUEHHBI MpOrpaMMoil MpakTUKU OO0BEM paboThI
(oOsi3aTenbHYI0O M JOTOJHHUTENBHYIO 4YacTH); HO HE BCerjaa
MPOSBIIST CAMOCTOSTEIBbHOCTh U MHUIIMATUBHOCTh B PEHICHUU
IIPOU3BOJICTBEHHBIX BOIIPOCOB.

Y 10BNIETBOPUTETHHO CTyleHT CBOEBPEMEHHO U Ha JOCTATOYHOM YPOBHE BBITIOJHUI
BECh HAMEUEHHBI MPOrpaMMoOil MpakTUKU OO0BEM pabOThI
(00si3aTenbHYI0 W JOMOJHUTEIBHYIO YacTH); HO HE MPOSBIISII
CaMOCTOSITENIBHOCTh M MHHUIMATUBHOCTb WM  JIOINyCKall
OT/IeJbHBIC OITMOKH B PEIICHUH MTPOU3BOJICTBEHHBIX BOIIPOCOB.

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

Tabnuya 2
Kputepuu oneHku, BHICTaBJIsAEMOii PYKOBOAUTEEM MPAKTUKH OT YHHBEPCUTETA
Ouenka Kpumepuu oyenku
OtinyHO CTyleHT B CpPOK M B MOJTHOM OOBEME BBIMOIHUI IPOTpaMMy

IMPAKTHUKH, CBOCBPCMCHHO npeaoCTaBuI OTLIéTHy}O




JOKyMEHTaIMi0,  O(QOPMIIEHHYI0O B  COOTBETCTBHHU  C
TpeOOBAHUSAMHU HACTOSAIINX METONYECKUX PEKOMEHIALINH.
OtuérHass JOKyMEHTalUs OTpPa)kaeT BBICOKUH  YPOBEHb
TEOPETUYECKOU U MPAKTUYECKOM IMOArOTOBKU CTYACHTA.
OTmeTka pYKOBOAMTENS  NPAKTUKU OT  OpraHu3alluu —
COTIIMYHO» WM «XOPOILIO».

Xopomo

CTyzneHT B CpOK M B HOJHOM OOBEME BBINNOJHWI IPOrpamMmy
IIPaKTUKH, CBOEBPEMEHHO IIPEA0CTAaBUII OTYETHYIO
JOKyMEHTaIMi0,  O(QOPMIIEHHYI0O B  COOTBETCTBHH  C
TpeOOBaHUSAMHU HACTOSAIINX METOINUYECKUX PEKOMEH AU,
OtuérHass NOKyMEHTalusi OTpa)kaeT JOCTAaTOYHBIM YPOBEHb
TEOPETUYECKON U MPAKTUYECKOM IMOArOTOBKH CTY/ACHTA.
OTmeTKka pyKOBOAWUTENSI OT OpPraHU3aLUU — «OTIMYHOY,
«XOPOILO» UIH «yJOBJIECTBOPUTEIBHOY.

Y 10BIETBOPUTEIIBHO

CTyneHT B CpPOK M B TIOJHOM OOBEME BBITIOJHUI MPOTPaAMMY
MPaKTHKH, CBOEBPEMEHHO MPEI0CTaBIII OTUETHYIO
JOKyMEHTaIuo,  O(GOPMIICHHYIO B COOTBETCTBUH  C
TpeOOBaHUSMHU HACTOSIINX METOJMIECKUX PEKOMEHIAIIH.
OtuéTHass MOKyMEHTallus OTpakaeT JIOCTATOYHBIH YPOBEHBb
TEOPETUYECKON M MPAKTAYECKON MOJATOTOBKH CTYAEHTa, HO
COJICPXKUT PSAJT HEJOUETOB TI0 COIEPKAHUIO /WU 0(DOPMIICHHIO.
OTMeTKa pYKOBOIMTENS OT OpPraHM3ald — «XOpOILIO» WU
«YIOBJIETBOPUTEIBHO.

HeynosnerBopurenbHO

CrTyzneHT He B CpPOK W/WIM HE B MOJHOM OOBEME BBIOIHUII
IpOrpaMMy NPAKTHKH; W/WIM HECBOEBPEMEHHO IMPEI0CTaBUII
OTUETHYIO JOKYMEHTAIUIO; U/WIN JOMYCTUI IpyOble OUIMOKH B
odopMIeHHN OTYETHON JOKYMEHTAIIUH.

OtmeTKa PYKOBOIUTENS oT OpraHu3alu —
«YAOBIIETBOPUTEIHHO» UITU «HEYOBIETBOPUTEIHHO.

Ecmm  onenku,

BBICTABJICHHBIC PYKOBOAUTCIIEM HPAKTUKHW OT OpraHu3anuu U

PYKOBOIUTECIIEM IIPAKTUKHU OT YHUBCPCUTCTA, HC COBIIAAAIOT, TO MOCIIeTHUN 000CHOBEIBAET CBOIO

OLCHKY HAa TUTYJIbHOM JINCTC OTUYéTa.

OneHka Mo MpakTHUKE MPUPABHUBAETCS K OIEHKaM (3auéTaM) MO TEOPETUYECKOMY

O6y‘IeHI/IIO H YUUTBIBACTCA IPpU NOABCACHUN UTOT'OB O6H.I€I>i YCIICBAEMOCTH CTYACHTA.

[Ipy HEBBINOTHEHUH TPOTpaMMBbl y4eOHOH MpakTHUKU Oe3 YBaXUTEIbHOW MPHUYMHBI,

HapyLEHHs! TPY10BOH AUCIUIUIMHBI CTYJIEHT OTCTPAHSIETCS OT MPAKTHKH; €ro paboTa Mpu3HaETcs
HEYJOBJIETBOPUTENIBHOM; CaM CTYJIEHT CUMTAETCS HE BBIOJHUBIINUM YU4eOHBIH MJIaH.

CryneHT, He BBINOJHUBIIMN MpOrpamMMy MpPAaKTHKH IO YBAaXXHUTEIbHOH MNpPUYHHE,
HanpaBJsieTCsl Ha PAKTUKY BTOPUYHO B CBOOOHOE OT y4EOBI Bpemsl.




IIpuioxenne 2
Metoanyeckue peKOMeHAAIUH K 0(pOPMJICHHIO 0TUYETA 110 MPAKTHKe

Ob6s13arenbHON POPMOIT OTUETHOCTH CTYACHTA-TIPAKTUKAHTA SBISETCS MUCHbMEHHBIN
OTYeT.

Otuér odopmisieTcss B TEYaTHOM BHUAE B COOTBETCTBHM C TpeOOBaHUSIMHU
I'OCT P 7.0.97-2016. Hamumonaneubiii cranmapt Poccumiickoiit  ®enepanuu. Cucrema
CTaHJapTOB o uHpOpMaLNH, OoubImoTeuHOMY U U31aTeNbCKOMY  JIEdy.
OpraHu3alMOHHO-pacIOpsAIUTENbHAS  JOKyMeHTauus. TpeboBanus K  0o(OpMIICHHIO
nokymeHTOB" (yTB. [Ipuka3zom Poccranmapra ot 08.12.2016 Ne 2004-cT) (pen. ot 14.05.2018).

OTtuér meuaTaeTcs Ha CTAHIAPTHBIX OeibIX Jmcrax popmata A4 (210 X 297 mm) ¢ oHOM
CTOpOHBI JincTa. Kaxk bl TUCT JOKYMEHTa JI0JI)KEH UMETh I0JIsl HE MEHee:

20 MM — 5eBOE;

10 MM — nipaBoe;

20 MM — BepxHee;

20 MM — HUKHEE.

TekcroBeiii  pemaktop Microsoft Word, mpudpr Times New Roman, xernis 14,
MEXCTPOYHBII uHTEpBaI — 1,5.

Bropyto u Bce mnocieayromue CTpaHMIBl OT4éTa HyMepyroT. Homepa crpanwmig
MIPOCTABIISIOT TOCEpEeIMHE BEpXHEro mojs jucra. A63amHblii oTcTyn (1,25 ¢cM) M mepeHocH
YCTaHaBJIMBAIOTCS ABTOMATHYECKH.

Coneprkanue oTyeTa J0HKHO BKIIFOYATH CIICTYIONIUE Pa3IeIibl:

1. TwurynpHBINA JUCT IO YCTAaHOBJICHHOU opme

2. Conepxanue OTYETa ¢ yKa3aHWEM CTPAHHII BCEX pa3zieiioB 10 YCTaHOBJIEHHOH (opme

3. BBenenue (xapakTepHCcTHKa AEITEIBHOCTH MPEANPUATHS, OPraHU3aIH, YUPEXKICHNUS,
(bupMBI — 6a3bI TPAKTUKH; OIMCAHUE CTPYKTYPHI 0a3bl MPAKTUKH; TOAPA3ICICHHS, T /1e
NPOXOJMIN IPAKTUKY; OMUCAHUE JODKHOCTH M (YHKIMHA JIMIA, SBISBIIETOCS
HACTaBHUKOM B ITPOLIECCE MPOXO0KIACHHS IPAKTHKH)

4. AHanu3 JOKaIbHBIX HOPMATUBHBIX aKTOB PETyIUPYIOIIUX ACATEIBHOCTD Ciryx0br IOY
0a3bl TPAKTHKH, OPraHU3alMI0 JOKYMEHTAI[HOHHOTO OOeCIieueHHs YIpaBJICHUS Ha
NPEANPUATHH, B OPraHU3alNH, YIPEKICHUH, HUpMeE.

5. PackppITh OCHOBHOE coJiepKaHUE JEATeILHOCTH Ha TIPAKTHKE:

® OIHUCAaHHUE CTPYKTYpPHI 0a3bl IPAKTHKH;

e onucanue GpyHkuuii ciyx6s1 JJOY 0a3bl NpakTHKH;

e omucaHue (YHKIHMOHAJIBHBIX OOS3aHHOCTEH JOJDKHOCTH  (IOKYMEHTOBEHA,
JIeTIOTIPOU3BOANTEINS, CEKpeTapsi, MEHe/[Kepa MO IMepcoHaly, apXuBHCTa M Jp.),
KOTOPYIO 3aHMMaJ CTYJEHT BO BpeMsl IPAKTHKHY;

e aHanu3 OCOOCHHOCTEH OpraHu3alMM JIeJONPOM3BOJICTBEHHBIX IMPOLECCOB Oa3bl
IPaKTHKH;

® [IPOEKThl COBEPILIEHCTBOBAHUS TEXHOJOTHUHU JAEJIONPOM3BOJCTBEHHBIX MPOIECCOB
0a3bl MPAKTHKY;

® COCTaBJCHHE IPOEKTOB JOKYMEHTOB, PEryIMPYIOIIUX JAEIONPOU3BOICTBEHHbIE
MIPOLIECCHI: MHCTPYKIIMH, TTOJ0XKEHUS, perjaMeHThl U T.JI.

® JIOKYMEHTHI (OpUTHHAJIBI WIM KOIUM), COCTABICHHbIE U OQOPMIICHHBIE CTYJEHTOM
BO BpEMsI IIPOXOXKACHUS MPAKTHKH.



6. 3axitoueHue (BBIBOJ O NpOJENAaHHOW paboTe, yCrlexw M HEyAayl, Kakue 3HAHUS U
YMEHUS TPUTOAMINCH, YTO CIEAOBAIO M3YYHTh CaMOCTOSATENIBHO, MOTPEOHOCTH
OpraHM3alUy B CIEHAINCTaX 110 JOKYMEHTOBEIEHUIO U apXUBOBEIACHUIO, CAMOAHAIIN3
BalllNX MPO(PECCHOHATBHBIX Ka4YeCTB, JIMYHOCTHBIN POCT, POJIb MPOJAETAHHOW BaMu
paboThl B 1€ATEIBHOCTH OPraHU3allm ).

7. llpunoxeHus (makeT JTOKYMEHTOB, pa3pabOTaHHBIX CTYJEHTOM Ha IPAKTHKE, KOIHH
JOKYMEHTOB OpPraHU3allUU: YCTaB, IOJIOKEHUS O CTPYKTYPHBIX IHOJpa3AeieHUsX,
nosioxenue o JIOY, 06 apxuBe u T.1.)



