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JIMcT akTyaJaM3anuu nporpaMmsl

[Iporpamma nepecmoTpeHa, odcyxaeHa u ogoopeHa ais peanusanuu B 2024 - 2025 yaeOHom
roqy Ha 3acefanuu kadenpel I[legarorndeckoro o0pa3oBaHus U JOKYMEHTOBEICHUS

IIpotokom ot 20 1. Ne
3aB. kadempoii C.C. BennkanoBa

[Iporpamma nepecmoTpeHa, odcyxaeHa u ogoopeHa ais peanusanuu B 2025 - 2026 yaeOHOM
roqy Ha 3acefanuu kadgenpel Ilemarorndeckoro o0pa3oBaHus U JOKYMEHTOBEICHUS

[Ipotokom o 20 r. Ne
3aB. kadeapoii C.C. BenukanoBa

[Tporpamma nepecmMoTpeHa, o0cykaeHa u ogoopena i peanuzanuu B 2026 - 2027 yuebHOM
roay Ha 3acenanuu kadenps! [lemarormueckoro o6pa3oBaHHs U TOKYMEHTOBEICHHS

[Ipotokom o 20 1. Ne
3aB. kadeapoii C.C. BenukanoBa

[Tporpamma nepecmoTpeHa, odcykaeHa u ogodpena i peamuzanuud B 2027 - 2028 yuebHOM
roay Ha 3acenanuu kadenps! [lemarormueckoro oopa3oBaHHs U TOKYMEHTOBEICHHS

[IpoTtokom oT 20 . Ne
3aB. kadenpoii C.C. Benukanona

[Tporpamma nepecmoTpeHa, oocykaeHa 1 ogoopeHa /uisa peanuzauuu B 2028 - 2029 yuebHoM
roxy Ha 3acefanuu kageapsl Ilegarornyeckoro o6pa3oBaHus U JOKYMEHTOBEICHUS

[Iporokonm ot 20 1. Ne
3aB. kadenpoii C.C. Benukanosa




1 Iesan npaktuxku/HAP

Lenstmu yaeOHOM TPaKTUKK 10 HampaBieHuio moAroToBku 46.03.02 JlokymeHTOBEIeHUE
U apXUBOBEJCHUE SBISIOTCA NPUOOpETEHHE CTYACHTAaMU MEPBUYHBIX MPO(EeCCHOHATBHBIX
3HaHUH W yMEHUH B oONacTH aHamu3a U O(GOPMIIEHUS JOKYMEHTOB C HCIIOJIb30BaHUEM
KOMIIBIOTEPHBIX TEXHOJIOTH; 3aKperieHue MPAaKTUYECKUX YMEHHH, C(hHOpMUPOBAHHBIX Y
CTYACHTOB B X0JI€ OCBOCHHS Y4EOHBIX AUCLUIUINH.
2 3apaun npaktuku/HAP

3amauaMul yueOHOM IPAKTUKHU SBIISIOTCS:

— 3aKperjieHue TEOPeTHMYECKOTo MaTepuaga 1o NpOoGUIbHBIM  JUCIUILUIMHAM
MOJITOTOBKH;

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

(] pa3BUTHE TBOPUYECKOM CAMOCTOATEILHOCTH U MHUIIMATUBHOCTH.

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

Hns  mpoxoxneHuss npaktuku/HUP HeoOxomumbl 3HaHusA (yMEHUs, BIAJCHUSA),
c(OpMHUPOBAHHBIC B PE3YIIbTATE U3YUCHHSI JUCITUTUTNH/ IPAKTUK:

VYpaBneHue 4ea0Be4eCKUMHU pecypcamu

TexHonorus kKoMan1000pa30BaHUS U CAMOPa3BUTHS

OCHOBBI IOKYMEHTOBEACHUS

JlokyMeHTaImoHHOe 00ecledeHre roCcy1apCTBEHHOT O yCTpoiicTBa B PO

OCHOBBI apXUBOBECHUS

MatemaTtuueckre METO/Ibl B JOKYMEHTAIIMOHHOM 00€CIIEYeHUH YIIpaBICHUS

HNudopmartuka

Beenenue B mpodeccuto

JIMHIBUCTUYECKHE OCHOBBI JIEJI0OBOTO NMHChbMa

CoBpeMeHHas OpraHu3alysi rocy1apCTBEHHbIX yupekaeHuil Poccun

JlokyMeHTalMoHHOE 00ecredeHne apXUBHOTO eia U HHPOpMaloHHOH cdepbl B PO

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

JlenoBast putopuka

OCHOBBI Hay4YHO-HCCIIEN0BATENBCKON AESITEIBHOCTH

JIOKyMEHTallMOHHOE 0OecreueHne IpakJaHCKUX OTHOIEHU B PO

MopennpoBaHue CUCTEM JOKYMEHTAMN OpraHU3allux

OCHOBBI CEKPETAPCKOTO OOCTYKUBAHUS

[IpoekTHas AeATENbHOCTD

NupopmanioHHble TEXHOJIOTUH B JOKYMEHTOBEIEHUH U ApXUBHOM JIeje

HopmaruHas 6a3a 1e10BOro nuchbma

[IpousBocTBEHHAs - MpaKTHKa MO MOJYyYEHUIO MPOodeCcCHOHAIbHBIX YMEHHH U OmbITa
npodecCHOHATBLHOM AesITeIbHOCTH

BeruucnuTensHas TEXHUKA U MPOrPaMMUPOBAHUE B JOKYMEHTAIMOHHOM 00eCreueHUH
YIIPABJICHUS U apXUBAX

J1enonpoun3BoACTBO KOMMEPUYECKUX IPEANPUATHN

WudopmanroHHbIe pecypchl KaJIpoBOM CITyKObI

OO6paboTkH U 3a1uTa JOKYMEHTUPOBAHHOU HH(pOpMAIIN

IlepconanbHble JaHHBIE U UX TIOKYMEHTHPOBaHHE

[TpakTHKyM 1O COCTaBIECHHIO U OPOPMIICHHIO CITY>KEOHBIX TOKYMEHTOB

CnenuanbHasi CUCTEMA YYETHON TOKYMEHTAIUH

TexHuueckue cpeicTBa yrpaBieHHs B JOKyMEHTAIMOHHOM O0ECIIeYeHUH YIIPABICHUS U
apXmBax



I'ocynapcTBeHHBIE, MyHUIUIIATIBHBIE U BEAOMCTBEHHBIC aPXUBbI

J1enonpoun3BoACTBO MYHULIUIIAJIBHBIX YUPEXKICHUI

JIOKyMEHTallMOHHOE ~ O0€CleYeHUe yIpaBJIEHUS Ha MPEeIIpUATUSAX  pa3IMuHbIX
OpraHu3alMOHHO-TIPABOBBIX (hOpM

JIOKYMEHTBI ¥ IOKYMEHTOO00POT B OyXTalTepCKOM yueTe

Me:xyHapOIHbIE CTaHAAPTHI YIPABJICHUS TOKYMEHTAMHU

[TonroToBka K 3aIIUTe U 3aIIMTA BBITYCKHON KBAIM(UKAITMOHHON paboTHI

ITonroroBka k cade u cjada rocyapCTBEHHOTO SK3aMEHa

JIOKyMEeHTOBeIeHUE

ApxuBoBeneHue

Opranu3anus 1 TEXHOJIOTUS TOKYMEHTAMOHHOT0 00eCTIeYeHUs YIIPaBICHUs

[TonroToBka K Mpoueaype 3aliThl U 3alI1Ta BBITYCKHOW KBaTH()PUKAIMOHHON pabOThI

4 Mecto npoBeaenus npakruku/HUP

VYuyebHasg mpakTHKa NPOBOAMTCS Ha Oaze opraHum3auui 000 OpraHU3alMOHHO-
npaBoBoi Gopmbl. CTyIeHTHI 3209HON (POPMBI 0OYUEHUS MPOXOIAT MPAKTUKY B OPraHMU3ALUAX
10 MECTY TPY/JOBOI1 I€SITEIbHOCTH.

VYyeOHasi MpakTHKa MOKET IPOBOAUTHCS B CTPYKTYPHBIX NOJIPa3e/ICHUSAX OpraHU3aliH.

JUis Uil ¢ OrpaHUYEHHBIMH BO3MOXKHOCTSIMHM 3/0POBBSI BBIOOp MECT IMPOXOXKIEHHS
IIPAKTHUK JIOJKEH YUUTHIBATh COCTOSIHUE 3I0POBBS U TPEOOBAHHUS 10 TIOCTYITHOCTH.

Crnioco6 nposenenust npaktuku/HUP: net
[Tpaktuka/HUP ocymecTBnsieTcss TUCKPETHO

5 Komnerenuun odyuaromerocsi, opmMupyembie B pe3yJibTaTe NPOX0KICHUS
npaktuxkn/HUP n niianupyemsle pe3yabTarbl 00y4eHHs

B pesynprare mnpoxoxaenus npaktuku/HUP oOywaromuiics pomkeH o6najgarh
CJIEIYIOIIMMHU KOMIIETEHUIUSIMU:

KO)I HHAUKaTopa I/IHILI/IKaTOp JOCTHIXKCHUA KOMIICTCHIIUHN

VYK-1 CnocobeH ocCymecTBIsATh IMOMCK, KPUTHUYECKUI aHanu3 M CHUHTEe3 HWH(pOpMaLuy,
IPUMEHSITh CUCTEMHBIN TOJIXOJ] JIJIsl pELISHMsI TIOCTABJIEHHBIX 33/1a4

YK-1.1 AHanusupyeT  3ajady, BblAenss ee  0a30Bble  COCTAaBISIOIINE,
paccMaTpuBaeT M IPEUIaraeéT  BO3MOXKHBIE  BAapUaHTBl  PEILEHUs
TTOCTaBJICHHOMN 3aa4u, OIICHUBA]A UX JOCTOMHCTBA U HEAOCTATKN

YK-1.2 Ornpenenser, UHTEPIPETUPYET U PAHXKUPYET UH(OpMaIuioo, TpeOyemyro
JUISL peIlleHus] TTOCTaBIEHHOW 3aJlauM; OCYIIECTBIISIET MOMCK HMH(OpMAIUH
10 Pa3JIMYHBIM THITAM 3aIIPOCOB

YK-1.3 IIpu oOpabGotke wuHpOpManuMu omIM4YaeT (GakThl OT  MHEHHH,
WHTEPIpPETAINN, OIIEHOK, (POPMHUPYET COOCTBEHHBIE MHEHHS M CYXKJICHUS,
aprYMEHTHPYET CBOH BBIBOJIBI M TOUKY 3PCHUS

YK-6 CrnocobeH ympaBisiTh CBOMM BPEMEHEM, BBICTpaWBaTh U PEATU30BLIBATH TPACKTOPHUIO
CaMOPAa3BUTHS Ha OCHOBE IPUHIIMIIOB 00pa30BaHKs B TEUEHUE BCEH KU3HU

YK-6.1 Hcnons3yeT HMHCTPYMEHTBI W METOJbl YIPABJICHUS BpPEMEHEM IpHU
BBIIIOJIHEHUM  KOHKPETHBIX  3aJay, IPOEKTOB, IIPU  JOCTHKEHUU
IIOCTABJICHHBIX LIEIEHI

YK-6.2 Ompenenser TPUOPUTETHI COOCTBEHHOW JEATEIBHOCTH, JIMYHOCTHOTO
pa3BUTHS U PO ECCHOHATHHOTO POCTa
YK-6.3 OnenuBaeT TpeOOBaHUS PHIHKA TpyAa U MPEUIOKEHHUS 00pa30BaTEIbHBIX

yCIyT JJiS BBICTPAaWBaHUS TPACKTOPUU COOCTBEHHOTO MPO(heccHOHANBbHOTO
pocra




VK-8 CnocobeH co3aaBarh W HMOJAEPKUBATh B TIOBCEAHEBHOM JKU3HU M B MPO(PECCHOHATBHOM
JeATEIFHOCTH O€30MacHbIe YCIOBUS JKU3HENEATEIBHOCTH ISl COXPAHEHUS! MPUPOIHON CpPEJbl,
o0ecrieyeHns yCTOWYMBOTO Pa3BUTHS OOILECTBA, B TOM YHUCIIE NMPHU YIPO3€ W BO3SHUKHOBEHHHU
YPE3BBIYANHBIX CUTYAIIMI U BOCHHBIX KOH(JINKTOB

YK-8.1

AHanuzupyer v uACHTUPHUIHUPYET PaKTOPHI OMACHOTO M BPEIHOTO BIUSHUS
JIEMEHTOB Cpe/ibl OOMTaHUs (TEXHUYECKUX CPEICTB, TEXHOJOTMYECKUX
IIPOLIECCOB, MAaTEPUANIOB, 3JAHUM U COOPYKECHWMHM, NPUPOAHBIX U
COLIMAJIbHBIX SIBJICHUI)

VK-8.2

BrisBiisier npo6iieMbl, CBSI3aHHBIC C HAPYIICHUSIMHU TEXHUKU 0€30MMacHOCTH
Ha paboueM MecTe; MpeajaraeT MEpPONpPUATHIX MO MPEeIOTBPALICHUIO
UpEe3BLIYANHBIX CUTYAIlMH

YK-8.3

Pa3wsacuser ImpaBujia IIOBCACHUSA IIPpHM BO3HUKHOBCHHU qpestmaﬁme
CI/ITyaL[I/Iﬁ NpUpOAHOr0 M TCXHOI'CHHOI'O IPOUCXOXKIACHUSA; OKa3bIBACT
NEpBYIO IMOMOIIb, OIMCHIBACT CIIOCOOBI y4qacCTust B BOCCTAaHOBHUTCIIbHBIX
MEPOIPHUATUAX

OIIK-1 Cnocoben npuMeHsATh Ha 0a30BOM YpOBHE 3HAHHS WCTOPHUYECKUX HAyK MPHU PELICHUU
3a1a4 B cepe cBoei npohecCHOHAILHOM JICSITENbHOCTH,

OIlIK-1.1 3HaeT HCTOPUID M COBPEMEHHYK) OpraHU3alMI CHUCTEMbl OpPraHOB
rOCyJIapCTBEHHOW BJacTU MW ynpasieHuss B P®d, opraHoB MecTHOro
CaMOYIIPABJICHUs U OpraHu3aluil

OIIK-1.2 Brnageer HaBbIkamMu moucka U 0TOOpa MCTOYHHKOB, KOTOPbHIE BAXKHBI JUIS

KOHKPCTHO-UCTOPUYICCKOT'O HCCICA0BaHNUA C YUCTOM OCHHOCTH
AOKYMCHTAJIBHOI'O HCTOYHHKA KaK YaCTU HUCTOPUYCCKOIO HaCJICAUA U
AKTHBA OpraHu3aluu

OIIK-2 CnocobeH H

aXOUThb OPTaHHU3aAlMOHHO-YIIPABJICHUCCKHUEC PCIICHUS ITPU PCUHICHUH 3a/1a4 B

cdepe cBoel mpodeccuoHaTbHON NeITSILHOCTH,

OIlK-2.1 Ompenenser 1emd W 3aJadyd  yhOpaBieHuss B chepe  cBoew
poheCCUOHATILHOM /1€ TeIbHOCTH

OIIK-2.2 Hcnons3yeT OCHOBHBIE METOABI U IPHUEMBI OpPraHU3alUH, MIAHUPOBAHMS,
MOTHBAIlUM, KOOPAMHALMM M KOHTPOJIA TIpoleccoB B cdepe cBoeil
podheCCUOHATILHOM JIeATEIbHOCTH

OIIK-2.3 YMmeeT naeHTUPUIMPOBATh TPEOOBaHUS HOPMATHBHO-IIPABOBOM Cpebl K

CBOCH HpO(bCCCHOHaHBHOﬁ JACATCIIBHOCTHU U ACATCIbHOCTHU OpraHu3aliini

OIIK-3 Cnocoben IMPUMCHATDL TCOPCTHYUYCCKUC 3HAHUA IJId PCIICHUSA IMOCTABJICHHBIX 3a/1a4 B

00JIaCTH JOKYMEHTO

BCACHUA U apXHWBOBCJICHUA,

OIIK-3.1

CocraBnsier, oQopMIsieT U BEOET YNPABICHUECKYI JIOKYMEHTAILIHIO
pa3NUYHBIX BUAOB MO MNpOQWI0 ACATENbHOCTH OpraHu3alud B
COOTBETCTBUH C €€ OPraHU3aIlMOHHO-IPAaBOBOH (HOpMOit

OIIK-3.2 3HaeT MpaBOBBIE HOPMBI M IIPAaBWJIa OPraHU3ALMH, CHCTEMAaTH3aluH,
KOMIUIEKTOBaHHUS M YydeTa JOKYMEHTAJbHOIO M apXMBHOTO (DOHJIIOB
OpraHu3alMu

OIIK-3.3 PaGortaer ¢ KopmopaTHBHON CHUCTEMON IOKYMEHTOOOOpPOTa, B TOM YHUCIIE

ANEKTPOHHOTO, B COOTBETCTBUHU
npoheCcCHOHAILHON CPEIbI

C IMpaBOBbBIMU HOpMaMH

OIIK-4 CriocoGeH MOHUMAaTh MPUHIUIIBI paOOThl COBPEMEHHBIX MH(OPMALIMOHHBIX TEXHOJIOTUN
U MCII0JIb30BaTh UX JUIS PEHICHUs 33134 NPo(ecCHOHAIBHOM IesITeIbHOCTH;

OIlK-4.1 Ocy1iecTBiseT MOMCK, aHAIU3 M CHHTE3 MH(OPMAIMK C HCIIOJIb30BaHUEM
MH(OPMALIMOHHBIX TEXHOJIOTUI
OIlK-4.2 [Ipumensier TexHonoruu oOpaOOTKM JIaHHBIX, BBIOOpPA JaHHBIX IIO

KpI/ITepI/I}IM; CTpOI/IT TUIINYHBIC MOIACIIN peI_HeHI/HI HpeI[MCTHBIX 3a1a4 II0
M3YyYEHHBIM 00pa3aM




OIIK-4.3

I/ICHOHLSYGT COBPCMCHHBIC I/IH(pOpMaL[I/IOHHBIe TCXHOJIOTUH JIA PCHICHUSA
3aga4 HpO(bCCCHOH&J'IBHOfI JCATCIIbHOCTH

OIIK-5 CnocobeH camMoCTOATEIbHO padoTaTh C Pa3IWYHBIMH HMCTOYHUKAMH HH(POPMAlUH U

NPUMEHSTh OCHOBBI ~ WH(MOPMAIMOHHO-aHAIUTUYCCKOW  JCATETBHOCTH TMPU  PEIICHUU

poecCHOHANIBHBIX 3a]1au.

OIIK-5.1 Hcnone3yeT mnpuemMbl aHaln3a, CHCTEMaTH3allMH, YHU(UKAIHUH u
CTAaTHCTUYECKOW OOpabOTKM TOTOKOB HH(MOPMALUUA U COACPKATESIHHO
3HAYUMBIX IMIIUPUYECKUX JTAHHBIX

OIIK-5.2 Beigenser u cuCTEMaTU3UPYET CMBICIOBBIE KOHCTPYKIMH B TEKCTax
HMCTOYHUKOB, COCTABJISIET U PEIAKTUPYET TEKCTHI CITY)KEOHBIX JOKYMEHTOB

OIIK-5.3 Brageer HaBbIKaMM parimoHAIBHOW WH(OPMAIMOHHO-TIOMCKOBOW PaOOTHI

JUISI BEACHUS HayYHBIX HCCIICIOBaHUM




6. CTpykTypa u conep:xxanue npakruxku/HAP

O6mas TpynoemkocTs npakTuku/HUP cocraBnser 6 3averHbix emuuuil 216 akan.
YacoB, B TOM YHCIIE:

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

— caMocrosTenbHas pabora — 207,8 akaz. 4acos;
— B hopMe MPAKTUYECKOM MOArOTOBKH — 216 akaj. 4acos.

Ne | Paspensl (3Tammsl) U coiepKaHue é Buzbl paboT Ha MpaKTHKE, Ko/ KOMIeTEHIH
/1 MPAaKTUKU % |BKIIOYAs caMoCTOSTEIBHYIO pabOTy
VK-1.1, YK-1.2, YK-1.3, YK-6.1,
OpraHuzanyoHHas CTpYKTypa O3HakoMUTeNbHBIH 3Tam: padora VK-6.2, VK63, VK-8.1, VK82,
opranuzanud. OpraHu3anuOHHO- OpraHu3aIuu OCHOBHBIC YR-8.3, OTIK-1.1, OIIK-1.2,
L [IpaBoBast pernaMeHTanus HaHpaBJ‘IeHI/Iﬂ, JeATEeIbHOCTH U OIK-2.1, OIIK-2.2, OTK-2.3,
JIESTEIIbHOCTH OpTaHU3aIII Moipa3eNieH s OpTaHNu3aInH. OIIK-3.1, OIIK-3.2, OIIK-3.3,
OIIK-4.1, OIIK-4.2, OTIK-4.3,
OIIK-5.1, OIIK-5.2, OIIK-5.3
VK-1.1, YK-1.2, YK-6.1, YK-6.2,
OpraHu3anyoHHas CTpYKTypa . VYK-6.3, YK-8.1, YK-8.2, YK-8.3,
1 opranuzanud. OpraHu3anuOHHO- 1 g%iﬁ;?;l;a o q)og;{]i;;fgfﬁ;:; OIIK-1.1, OIIK-1.2, OIIK-2.1,
' MpaBoBast periIaMeHTaIus OIIK-2.3, OIIK-3.1, OIIK-3.2,
JIeSTEIbHOCTH OpraHU3aliu AOKYMCHTAIIH OIIK-3.3, OIIK-4.1, OIIK-4.2,
OIIK-5.1, OIIK-5.2, OIIK-5.3
VK-1.1, YK-1.2, YK-6.1, YK-6.2,
O3HAKOMUTENBHBIN sram:| YK-6.3, YK-8.1, YK-8.2, YK-8.3,
2 JlokymeHTHpOBaHUE ocobenHoctn  nokymenrupoBanusi| OIIK-1.1, OITK-1.2, OIIK-2.1,
' JIESITeIIBHOCTH OpPTaHU3aIluH yIpaBJICHYCCKOM nesrensHoct| OIIK-2.3, OITK-3.1, OTIK-3.2,
OpraHu3aIu OIIK-3.3, OIIK-4.1, OIIK-4.2,
OIIK-5.1, OIIK-5.2, OIIK-5.3
VK-1.1, YK-1.2, YK-6.1, YK-6.2,
VYK-6.3, YK-8.1, YK-8.2, VK-8.3,
2 JlokymMmeHTHpOBaHUE OcHoBHOH JTam: paspabotka| OIIK-1.1, OIIK-1.2, OIIK-2.1,
' JIeSTEIbHOCTH OpraHU3aliK MPOEKTOB JOKYMEHTOB. OIIK-2.3, OIIK-3.1, OIIK-3.2,
OIIK-3.3, OIIK-4.1, OTIK-4.2,
OIIK-5.1, OIIK-5.2, OIIK-5.3
VK-1.1, YK-1.2, YK-6.1, YK-6.2,
Uroroseiid  artam: 00001IeHe VK63, VK-8.1, VK-8.2, VR-8.3,
JIOKyMEHTHpOBaHHUE N .| OIIK-1.1, OIIK-1.2, OIIK-2.1,
2. CBe/IcHUH U 0(hOpMIICHHE OTUYETHOM

ACATCIIBHOCTHU OpraHru3anun

JOKYMEHTAIuU

OIIK-2.3, OIIK-3.1, OTIK-3.2,
OIIK-3.3, OIIK-4.1, OTIK-4.2,
OIIK-5.1, OIIK-5.2, OIIK-5.3




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

8 YueOHo-MeTOAUYecKOe M MH(POPMaIHOHHOe 00ecnieueHue npakTuxku/HUP

a) OcHoBHas1 IUTEpPaTYypa:

JlokymeHTaIrmoHHoe odecniedeHue ynpasieHus : yaeOHuk / A. C. I'punGepr u ap. - M. :
IOHUTU-JAAHA, 2011. - 1 snekrpon. ont. auck (CD-ROM). - 3arm. ¢ TuTyn. 3kpaHa. -
(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:
25.01.2023). - MakpooObekT. - TekcT : anekTpoHHbIi. - CBeneHus NOCTynHbl Takke Ha CD-
ROM.

JIOKyMEeHTallMOHHOE ~ OOecrieueHne YNpaBICHHS Ha MPEANPUATHSX  Pa3TMYHBIX
OpraHU3aIMOHHO-TIPABOBBIX (QopM : yueOHOoe mocobue [mis By3oB]| / cocraButenu: C. C.
Benukanosa, M. B. Kamy6a ; Marautoropckuii roc. texundeckuii yu-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:
25.01.2023). - MakpooObekT. - TekcT : aneKTpoHHbIi. - CBeneHus NOCTynHbl Takxke Ha CD-
ROM.

Anoxuna, C. A. KypcoBas pabora 10 JOKyMEHTOBEICHHIO, apXWBOBEICHHIO,
OpraHM3alMl M TEXHOJOTHMH JOKYMEHTAI[MOHHOTO OOECHeYeHHUs YIpaBiIeHUs : Yy4eOHO-
metoaudeckoe mocodbue / C. A. Anoxuna, A. K. Makaposa, 1. B. Camapokosa ; MI'TY. -
Maruutoropek : MI'TY, 2016. - 1 anekrpon. ont. auck (CD-ROM). - 3ari. ¢ TuTyi. sKpaHa. -
URL: https://magtu.informsystema.ru/uploader/fileUpload?
name=2535.pdf&show=dcatalogues/1/1130337/2535.pdf&view=true (mata oOpalieHus:
25.01.2023). - MakpooObekT. - TekcT : 3neKTpoHHbIH. - CBeneHus NOCTymHbI Takxke 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. texundeckuii yH-T uM. I'. Y. 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 oOpareHus:
25.01.2023). - MakpooObekT. - Tekct : 31ekTpoHHblid. - CBeneHus gocTymnHbl Takke Ha CD-
ROM.

MecTHoe camoyIpaBlieHHe U MyHHIMIIAIbHOE yIpaBiieHue : yueOHuK / mox pexa. A. C.
[Mpynaukosa, M. C. Tpodumosa. - 2-¢ u3z., nepepad. u gon. - M. : KOHUTU-AHA, 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:
25.01.2023). - MakpooObekT. - TekcT : anekTpoHHbIiH. - CBeneHus NOCTymHbI Takxke Ha CD-
ROM.

B) MeToanyeckue yKazaHus:
[Ipunoxenue 2

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



IIporpammHoe obecnieueHue

Haumenosanue 10 No noroBopa CpoK neicTBHS JTUIEH3UU
MS Office 2007 No 135 or 17.09.2007 0eCcCpoYHO
7Zip cB000IHO pacnpocrpadsemoe 11O 0eccpoyHO
Adobe Reader ¢B00OoHO pacupocrpansemoe I10 0eCCPOUHO
FAR Manager ¢B000IHO pacnpocrpansemoe 11O 0ecCcpoyHO

IMpodeccuoHaibHbIe 6a3bl JAHHBIX M HHYOPMANHOHHbIE CIIPABOYHBIE CHCTEMbI
Hassanue xypca CchIIKa

DnekrponHas 6asza nepuoaumyeckux msmanmii East View|https://dlib.eastview.com/
Nudopmanmonnas cucrema - Enmaoe okno nocrymna k|URL: http://window.edu.ru/
DenepanpHoe rocynapcrsennoe orwmreTnoe yupexaenue|URL: http://www1 fips.ru/
Hammonansnas nHdopManonHo-anamurudeckast|URL
ITouckosas cucrema Axanemus Google (Google Scholar) [URL: https://scholar.google.ru/
Poccuiickas I'ocynapcrBennas oubauoreka. Karamoru https://www.rsl.ru/ru/4readers
DiiekTpoHHbIE pecypcesl oumbmmoreku MI'TY wmm. I'.W.|https://magtu.informsystema.r
DdenepanbHbIii 00pa3oBaTeabHbI mopTan — DxoHoMuka. [http://ecsocman.hse.ru/
VYuusepcurerckas nadopmanmontas cucrema POCCHS  |https://uisrussia.msu.ru
MexaynapoaHas 06aza  IOJHOTEKCTOBBIX o kypHanos|http://link.springer.com/
MexnayHaponnas pedepartuBHas W noiaHoTrekcrosas|https://www.nature.com/sitein
ApXxuB Hay4HBIX YKYPHAJIOB «Harmonansnsli |https://archive.neicon.ru/xmlu
HNudopmanmonnas cucrema - Hopmartmsable mpaBossie|https://fstec.ru/normotvorches
Nudbopmanmonnas cucreMa - bank jgaHaelx  yrpos|https://bdu.fstec.ru/

9 MartepuajbHO-TeXHHYECKOe o0ecnieyenne npakTukun/HAP

MarepuaibHO-TEXHHYECKOE O0OeCIeYeHre OpraHu3alfii pasIMYHbIX OpPraHu3alHOHHO-
MPABOBBIX (POPM MO3BOJISIET B MOJIHOM 00bEME PEaTN30BaTh 1M U 3a1a4d YUeOHOU MPAKTHKH U
c(OpPMHUPOBATH COOTBETCTBYIOIIHE KOMIIETEHIIHH.




Ipuioxkenne 1
OueHovHbIe CPeACTBA IJIA NMPOBeAeHUs MPOMEKYTOYHOM ATTEeCTAIUM MO Y4eOHOil -
NMPAKTHKE MO0 MOJYYeHUI0 NMEePBHYHBIX NMPO(ecCHOHAIBHBIX YMEHHII U HABBIKOB, B
TOM 4YHCJIe TMePBUYHBIX YMEHHH M HABBIKOB HAYYHO-HCCJIEI0BATEIbCKOM
AeATeJIbHOCTH
Bun arrecranuu 1o uToraM MpakTUKH — 3a4€T C OIIEHKOW, KOTOPBIN MPOBOAUTCS B (hopme
cobecenoBaHMsI IO OTYETY.
Huousuoyanvnvle 3a0anus Ha RPAKMUKy 011 cmyoenmos 1-020 Kypca.
3aoanue 1. 3yunTh HayIHO-TIPAKTUYECKHE KYPHAIIBI B 00JIACTH JCIONPOU3BOACTBA U

apxuBHOTO jena. [1oaroToBUTh 0030p HAyYHBIX MyOJIMKALUKI 110 TEME HCCIEIOBAHUS.
TpeboBanust k ohopmiieHUI0 0030pa:
O6beM 0030pa TOJKEH COCTaBISITh 5-7 cTpanull (14 mpudt, 1.5 uarepsan). Crimcok

HCTOYHUKOB o0s3aTeneH. TpeboBanust k odopmiieHuto crimcka uzioxensl B [OCT P 7.0.100—
2018 «bubmuorpaduueckas 3anuch. budbimorpaduueckoe onucanue.

[Ipumep 6ubIMOTrpadMUecKOro ONMUCaHUs CTaThH:

1. Bonuna JI. U. Ilpunsopuas xu3ue B 3noxy Kapna Il Ctroapra / JI. . IBonuna //
Bonpocsr uctopuu. — 2010. — Ne 11. — C. 110-123.

2. CeicoeBa E. A. Ponp 6ubnamorednoro honna B popMUpOBaHUH MTPABOBOM,
TEXHOJIOTUYECKOH 1 TpaguecKoi KyIbTyphl IKOIBHUKOB U cTyneHToB / E. A. CreicoeBa, M. B.
HenoGennsrii // bubmmorexosenenne. — 2010, — Ne 2. — C. 28-33.

Crucox »ypHaJIOB:

1. «/lenonpounsBocTBOY,

2. «Jlenonpou3BoJCTBO U JOKYMEHTOOOOPOT Ha NPEANPUATUNY,
3. «OTe4ecTBEHHbIE apXUBBDY,

4. «BecTHUK apxuBHCTaY;

S. «CexpeTapckoe Jeno»,

6. «Xopomuii ceKkpeTapby,

1. «Cexkpetapb-pedepeHT»,

8. «CrpaBOYHHK CeKpeTaps U ouc-MeHemKepay,
9. «CoBpeMeHHBIH opuc-MeHeKEP»,

10. «YTpaBJieHHE IEPCOHATIOM,

11. «KanpoBoe neno»,

12. «Kanposas ciyx6a»,

13. «KangpoBuk»,

14. «CripaBOYHUK KaJpPOBUKAY,

15. «Kanper npeanpustusy;

16. «MeHeIDKMEHT M KaJIpbl»,

17. «Hayuno-Texanueckas ”HGOpMAITUs»,

18. «bubnuorexoBeneHnE»

u JIp.

IIpuMmepHas TeMaThKa HaYYHBIX 0630DOB2

1. Joxymenmuposanue yeneii u 3a0au 8 ynpagieHuu opeaHusayuetl

2. Knaccugpurayus 0okymenmupoanuou ungopmayuu 6 uH@GOpMayuoHHOM obecneveHuu
YApasnenus

3. Muenus u oyenxu cneyuaiucmog 8 001ACMU OOKYMEHMAYUOHHO2O 0becneyeHus.
VAPABAEeHUsL O COCMOSHUU 0eIONPOU3B00CMEA U apxuerHo2o dena 8 Poccuu

4. Tatim-meneorcmenm 8 OOKYMEHMAYUOHHOM 0becneyeHuU 0esimelbHOCU PYyKoBoOUmels



© oo N o

10.

11.
12.
13.
14.
15.
16.
17.
18.

19.

Komnemenyuu cospemennoco cekpemaps pykogooumens

Komnemenyuu ynpasnsaowezo ookymenmayueti

Komnemenyuu apxueucma

Komnemenyuu cneyuanucma no gpopmuposanuro 21eKmpoHHO20 apxuea

Daxmopvl  0NACHO20 U 6PEOH020 GIUAHUA pAOOMbl HA KOMHblOmepe Ha 3peHue
pabomuuxos cayxucowvt JJOY u apxusnoeo oena. Mepul 3auumslt 3peHus u npopuiakmuku
3abonesanuii 21a3

DnemeHmos cpeobvl (MexHUYecKux cpeocms, mexHoI02U4ecKUX npoyeccos, Mamepuaios,
30aHULl U COOPYHCEHULl), OKA3LIBAOWUX OMPUYAmenbHoe GIUAHUEe HA 300pP08be
cneyuanucmog cayoxcovl JOY u apxusnoeo oena

Kongpruxmor na pabouem mecme. Ilpasunra 0OeckOH@DIUKMHO20 63aumMoOelucmeus 6
cyorcoe JIOY.

Texnuka b6ezonacnocmu cneyuanucmos ciyxcovl JJOY u apxusnoeo dena

Jloxymenmayus no 1'O u YC 6 opeanuzayuu

Ilpasuna o3naxomnenus pabomuuxos ¢ doxymenmayuei no 10O u YC 6 opeanuzayuu
Axmyanvusie 80npOCbl OOKYMEHMAYUOHHO20 0becneyeHUus Op2aHo8 20Cy0apCmEeHHOl
eracmu PO

Axmyanvuvie 80npocvl OOKYMEHMAYUOHHO20 obecneyeHus OpeaHo8 20CyO0apCmeeHHOU
enacmu cyovekmos P®

Axmyanouvie  60npocul  OOKYMEHMAYUOHHO20 — 0becnedenus Oop2aHo8  MeCmHO20
CamMoynpaegnenus

Memoovi u npuemvt momusayuu pabOMHUKO8 6 001ACmU O0eONPoOU3800CmMea U
apxuenozo dena

Inanuposanue, KoopouHayus u KOHMPOIb 8 061ACMU 0eIONPOU3BOOCMBA U APXUBHO2O
oena.

... ¥ IpyrUe TeMBbI 110 COTJIACOBAHUIO C PYKOBOJIUTENIEM MPAKTUKU

3aoanue 2. CTyneHT 3HAKOMUTCS ¢ pabOTOM opraHu3aluy, HalpaBiIeHUSIMU

JACATCIIBHOCTH U 0COOCHHOCTAMU AOKYMCHTHUPOBAHUA ynpaBnqueCKoﬁ JACATCIIBHOCTH

OpraHH3aIiHy.

CTy,Z[CHT N3y4acT COACPKaHNEC OPraHNU3allMOHHO-IIPABOBLIX JOKYMCHTOB,

PEriiaMCHTHUPYIONIUX JOKYMCHTHPOBAHUC ynpaBnqueCKoﬁ ACATCIIBHOCTH 0a3bl IMPAKTHUKHU:

MOJIOKEHUE O CTPYKTYPHOM TOJIpa3/ie]IeHUH OpTaHu3allid, B KOTOPOM CTYIEHT

POXOJUT MPAKTHKY;

WHCTPYKITUIO TI0 JCJIONPOU3BOACTBY 0a3bl IPAKTUKH;
JTOJKHOCTHYIO HHCTPYKIIMIO TOH JOMKHOCTH JIOKYMEHTOBeAa (IeNOMpPOU3BOIUTEINS,

CeKpeTapsi, MEHeJKepa M0 MEepCoHaly, apXUBHUCTA U JIp.), KOTOPYIO 3aHMMAET CTYIEHT BO
BpeMsI ITPAKTUKH;

HOMEHKJIATYpYy el U Opyaue OpeaHu3ayuoOHHO-npasosvie OOKYMeHmbl 0a3bl NPAKMUKU.

*B omuéme 00121CHbl OblMb YKA3AHbI PEKGUIUMBL U3YYEHHBIX OOKYMEHMO8, NO360AI0UUE UX
uoeHmughuyuposamo.

CoBMeECTHO ¢ PYKOBOJUTECIIEM 0a3nl MPAKTUKH CTYACHT OIPCACIIACT COACPIKAHUC U

00BEM TOTIOTHUTEITLHOM YacTH y4eOHOM TPAKTHKH.



CryneHT onMchIBaeT CTPYKTYpPY OpraHU3aluu, cOOUpaeT MaTepuai Uit OTYETa,
OTpaKaloMMK 0COOEHHOCTH JOKYMEHTUPOBAHUS YIIPABICHYECKON IEATEIHOCTH 0a3bl
IIPaKTUKHU.

CryneHT aHaM3UpYyeT HOPMATUBHYIO 0a3y TOKYMEHTHPOBAHUS IEATEIbHOCTH
OpraHu3alyy B UEJIOM U CTPYKTYPHOT'O IIOpa3IelICHUs, B KOTOPOM IIPOXOAUT IPAKTUKY, HA
COOTBETCTBUE COBPEMEHHBIM TPEOOBAHUSM.

Iloozomoexa omuéma:

CryneHTt 000011aeT CBeIeH!s, IOJyYEHHbIE B X0€ IPAKTUKU, U TOTOBUT OTYETHYIO
JIOKYMEHTAIUIO B COOTBETCTBUHU C AKTYyaJIbHBIMU TPEOOBaHUSIMH, IIPOyMBIBAET BBICTYIIJICHUE HA
UTOTOBOM KOH(EepeHIINH 10 y4eOHOH MPaKTUKE.

Ob6s3aTenbHON POPMOIT OTUETHOCTH CTYACHTA-TIPAKTUKAHTA SBJISIETCS MTUCbMEHHBIN OTYET.

OTtuét opopmitsieTcst B Ie4aTHOM BHE B COOTBETCTBUHU C TPEOOBAHUSAMU
I'OCT P 7.0.97-2016. HaruonanpHbIi cranaapT Poccuiickoit @eneparnuu. Cucrema
CTaHJIapTOB M0 uHpopManuu, OUOIMOTEYHOMY U U3AATEIbCKOMY feny. Opranu3aioHHO-
pacropsiguTenbHas fokyMeHTanusa. TpeGoBanus Kk ohopMIIeHUIO TOKyMEHTOB" (YTB.
ITpukazom Poccranmapra ot 08.12.2016 Ne 2004-ct) (pen. ot 14.05.2018).

OTuéT mevaraeTcs Ha CTaHAAPTHBIX OembIX JrcTax popmara A4 (210 x 297 mm) ¢ ogHOM
CTOPOHBI JiucTa. Ka)/1plif TMCT JOKyMEHTA JTOJHKEH UMETh MOJIsl HE MEHEe:

20 MM — JIEBOE;

10 MM — nipaBoe;

20 MM — BepxHee;

20 MM — HUKHEE.

TekcroBbiii pepaktop Microsoft Word, mpudt Times New Roman, kerns 14,
MEXCTPOUHBINA UHTEpBalI — 1,5.

Bropyto u Bce nmocnenyromue cTpaHuiibl 0TuéTa HyMepytoT. Homepa crpanuig
IIPOCTABJISIFOT MOCEPEIMHE BEPXHETo MoJs iucta. A03auHbii oreTyn (1,25 cM) 1 nepeHocsl
YCTaHABJIMBAIOTCS aBTOMATHYECKH.

OO0s13aTeNIbHBIMU dJIEMEHTAMH OTYETA SBJISIOTCS:

—  TUTYJIbHBIN JIUCT;

— cojepikaHue OTU€Ta C YKa3aHHEM CTPaHHUI] BCEX pa3/IelioB,;

— ONHCaHWE CTPYKTYPBI OPTaHU3AINH — 0a3bl MPAKTHKH;

— oIHcaHue CTPYKTYpHI ciyxk0b1 JJOY 6a3bl MpakTHKY;

— onucaHue (YHKIMOHAIBHBIX  O00s3aHHOCTEH TOM  JOMKHOCTH  JOKYMEHTOBeIa
(emoTpon3BOIUTEIS, CEKpPETapsi, MEHeDKepa Mo MePCOHANy, apXUBHCTA H JP.), KOTOPYIO
3aHUMaJl CTYIEHT BO BPEeMs IPAKTUKH;

— aHanM3 OCOOEHHOCTEH JIOKYMEHTHUPOBAHMS YIPABICHUYECKOW JEATENBHOCTH 0a3bl
MPAKTUKH;

— CHUCTEeMBl U  KOMIUIEKCHI JIOKYMEHTOB, (YHKIHOHHPYIOIIME B  JIEATEIBHOCTH
opraHu3zanuu — 0a3bl MPaKTUKH;

— PpEKOMEHJAMKd 10 COBEPIICHCTBOBAHUIO  JOKYMEHTHPOBAaHUS  YIPaBICHYECCKON
NeSITeIbHOCTH 0a3bl IPAKTUKU.

Huoueuovanvnoe 3adanue na npaKmuKy 01 cmyoenmoe 2-020 Kypca.
O3HAKOMUTEJILHBIN 3TAI




3annue 1. (nepsviti-emopoti Oenv). CTyIEHT TIEPEUHUCIIICT HAUMEHOBAHUS JTOJHDKHOCTEH
pabOTHUKOB B CTPYKTYPHOM OT/EJIE OpraHU3aluu-0a3bl MPaKTHUKH. 3HAKOMHUTCS C
JOJKHOCTHBIMH MHCTPYKIUSMH U/WIH MPO(ecCHOHAIBHBIMYI CTaHapTaMH,
pErIaMeHTUPYIOIIUMU AESITENbHOCTh JaHHBIX ClielUanucToB. COCTaBIIAET CIIMCOK
U3YYEHHBIX JOKyMeHToB. Hanpumep:

1. IIpuka3z Muntpyna Poccun ot 06.05.2015 N 276H
"O0 ytBepkaeHuH npodeccuoHaIbHOro crafaapra "CrenuaaucT 0 OpraHu3aIlMOHHOMY U
JOKYMEHTAIMOHHOMY 00€CIIeYeHHIO YIIPaBlieHUsl opranu3aiueit" (3aperucTpupoBaHo B
Musrocte Poccuu 02.06.2015 N 37509)

2. Jlo;mKkHOCTHASI MHCTPYKIUS CEKpeTapsi pyKOBOUTENS, YTB. qupekropom OO0
«Pomamikay» 12.01.2021.

[Tonb3ysick HOPMATUBHBIMU JOKYMEHTAMH, PErNIAMEHTUPYIOLIUMU JEATEIbHOCTh
JAHHBIX CIIELUAINCTOB, a TAK)KE€ COOCTBEHHBIMU HAOJIIOIECHUSMU 32 UX ITPO(HECCHOHATIBHOM
NeSITeNIbHOCTBIO, CTYICHT (GOpMYyIUpPYeT AJis ceOs, KaKyto U3 Ha3BaHHBIX JOJDKHOCTEN OH
xoTen Obl B OyyIlleM 3aHATh; apTyMEHTHPYET CBOIl OTBET.

*B omuéme 00/191CHbL OblMb YKA3AHbI PEKGU3UMbL U3VUEHHBIX OOKYMEHMO8,
nozeonawue Ux UOeHMUGUYUPosams.

CoBMECTHO ¢ pyKOBOAUTENEM 0a3bl IPAKTUKH CTYAEHT ONPEAEIsAeT COAEpKaHUE U
00BEM J1ONIOJTHUTENIBHOM YacTH y4eOHOM MPaKTUKH.

CTyneHT onuchIBaeT CTPYKTYPY OpraHM3aluu, COOMpaeT MaTepual AJis OTUéTa,
OTpaXaroIIUi 0COOEHHOCTH IOKYMEHTUPOBAHUSI YIIPABIEHYECKON JESATEIbHOCTH 0a3bl
MPAKTUKU.

CTyneHT aHAIM3UPYEeT HOPMATUBHYIO 0a3y JOKYMEHTUPOBAHUS ACSITENFHOCTH
OpraHU3aly B LIEJIOM U CTPYKTYPHOTO NOJIpa3/IeNIeHUs, B KOTOPOM MPOXOIUT MPAKTUKY, Ha
COOTBETCTBUE COBPEMEHHBIM TPEOOBAHUSIM.

3ananme 2. (mpemuii-uemeepmulii Oens). CTyIeHT 3HAKOMUTCS ¢ pabOTON OpraHu3aluy,
HaIpPaBJICHUSMU JESITEIbHOCTH U OCOOEHHOCTSIMU JOKYMEHTUPOBAHHUS YIIPaBICHUYECKON
JeSITEIbHOCTH OpraHu3aluu.

CTyneHT u3ydaer coJepKaHue OpraHu3allMOHHO-TIPaBOBBIX IOKYMEHTOB,
periaMeHTHPYIOIIMX JOKYMEHTHPOBAHUE YIIPABICHUYECKOM 1eATENbHOCTH 0a3bl IPAaKTUKU:

- MOJIO)KEHWE O CTPYKTYPHOM TOJpa3felieHud OpraHu3allid, B KOTOPOM CTYIEHT
MIPOXOTUT MPAKTHKY;

- WHCTPYKIIUIO TIO JIETOMPOU3BOJICTBY 0a3bl MPaKTHUKH;

- JOJDKHOCTHYIO HMHCTPYKLIMIO TOM JIOJDKHOCTH JIOKYMEHTOBEAA (JIeOMpPOM3BOIUTEIS,
CeKpeTapsi, MEHE)Kepa MO MEepCOHaNly, apXUBUCTA U Jp.), KOTOPYIO 3aHHUMAET CTYJEHT BO
BpeMsI MPAKTUKH;

— HOMEHKJIATYpY €T U Opyeue opeanu3ayuoHHO-npagosvle 0OKyMeHmbvl 0a3bl NpaKmuKu.

3ananue 3. PazpaGoTka NnpoeKTOB JOKYMEHTOB (12mblii—00UHHAOYAMbIL OEHb)!

CTyaeHT cocTaBIsieT U 0hOPMIISIET He MeHee 0ecamu OPraHu3aMOHHO-
pPactopsSIUTENLHBIX IOKYMEHTOB YeTHIPEX U Oosiee BUAOB. [Ipu cocTaBieHn# TOKYMEHTOB
CTYJEHT YUMTHIBAET CJIOKUBILIUECS B OPraHU3allMy TpeOOBaHUS K COCTABICHUIO U O(POPMIIEHUIO
COOTBETCTBYIOIIIHUX BUAOB JOKYMCHTOB M BBIIIOJIHACT KOMIUJIEKCHBIN aHAJIN3 HE MEHEE ‘—IeTI)IpéX
JIOKYMEHTOB pa3HbIX BUJIOB C TOUKHU 3PEHHsI COBPEMEHHBIX 0OLIEPOCCHICKUX TPEOOBAHUIA.

CtyneHT B X0/1€ IPAKTUKU COOMPAET KOJJICKIIIO COCTABICHHBIX U 0(OPMIICHHBIX UM
JAOKYMCHTOB (OpI/IFI/IHa.HLI 501040 KOHI/II/I); CaMOCTOATECIIBHO COCTABJIACT U Oq)OpM.HSIeT HUX OIIHUCH,



oOecrnieunBast I0Ka3aTeabCTBa JUYHOTO YYACTHs B COCTaBICHUU U OPOPMIIEHUN TIPEICTaBICHHOMN
JOKYMEHTAIuu 1 €€ HHOPMATUBHOCTH Y€Pe3 COOTBETCTBYIOIINE PEKBU3HUTHI.

3ananue 4. [loAroToBKa 0T4€TA (08EHAOYAMBIL-UEMBIPHAOYAMDBIL OEHD):

Crynent o0o011aer cBeieHus, MOJyYCHHbIE B X0A€ NPAKTUKU, K TOTOBUT OTYETHYIO
JIOKYMEHTAIMIO, IPOAYMBIBAET BHICTYIIJICHHE HA UTOTOBOW KOH(EpEeHIIUU 10 yueOHO-
IIPOU3BOJICTBEHHON IIPAKTHKE.

O06s3aTenbHON HOPMOI OTUETHOCTHU CTYJEHTA-NIPAKTUKAHTA SBJISETCS MIMCbMEHHBIN OTYET.
Otuét opopmisieTcst B meyaTHOM BHUE B cooTBeTcTBHH ¢ TpeboBanusimu ['OCT P 7.0.97-2016.
Hanmonaneneiii crangapt Poccuiickoit denepanuu. Cucrema cTaHAapToOB 10 HHPOpMAIUH,
O6MOIMOTEeYHOMY U M3/1aTENIbCKOMY J1eny. OpraHu3alMoHHO-PaCcIOPAAUTEIbHAS JOKYMEHTALIHS.
TpeboBanwust k opopmiieHuto qokymeHToB" (yTB. [Ipruka3zom Poccranmapra ot 08.12.2016 Ne
2004-cT) (pen. ot 14.05.2018).

OTtuér nevaraeTcs Ha CTaHIAPTHBIX OenbIX JucTax popmara A4 (210 x 297 mm) ¢ ogHOU
CTOpOHBI JincTa. KaXkIplif TUCT TOKyMEHTa JOKEH UMETh TOJIsl HE MEHee:

20 MM — JI€BOEC;

10 MM — mpaBoe;

20 MM — BEepXHeg;

20 MM — HUXKHEE.

Tekcroeiii pexakrop MicrosoftWord, mpudT TimesNewRoman, kerus 14,
MEXCTPOUHBIN nHTEpBa — 1,5.

Bropyto u Bce nocnenyromnue cTpaHuiibl oT4éra HymMepyroT. Homepa ctpanui
IPOCTABJISAIOT MOCEPEIMHE BEPXHEro Mot Jaucta. Ad3amuslil otetyn (1,25 cM) 1 mepeHoch
YCTaHaBJIMBAIOTCS aBTOMATUYECKH.

OO0s3aTenbHBIMH IEMEHTAMU OTYETA SIBJISIOTCS:

— THUTYJIbHBIN JIUCT;

— cojepkaHue OTY€Ta C YKa3aHWEM CTPAHHUIL BCEX Pa3JIeIioB;

— ONHUCaHUE CTPYKTYPhl OPraHu3aluu — 6a3bl IPAKTHKHY,

— ONHCaHHue CTPYKTYpHI cityk0b1 JJOY 0a3bl MpakTHKH;

— omnucaHue (yHKIMOHAIBHBIX  OOs3aHHOCTEH TOW  JOJKHOCTH  JOKYMEHTOBena
(1es10npoU3BOIUTEN S, CEKpeTaps, MEHePKepa Mo MepPCoHay, apXUBHCTA U Jp.), KOTOPYIO
3aHHUMAJI CTYICHT BO BpeMs IIPAKTHUKH;

— aHanu3 OCOOEHHOCTEH JIOKYMEHTHPOBAHHS YIPABICHUECKOW NEATEIHHOCTH 0a3bl
MIPAKTHKH;

— CHCTEMBI W KOMIUIEKCHI JIOKYMEHTOB, (YHKIHOHUDPYIOIIHE B  JICATEIHHOCTH
OpraHu3ay — 6a3bl MPAKTHUKU;

— PpEeKOMEHJAalMM 10  COBEPIIEHCTBOBAHUIO  JOKYMEHTUPOBAHHUS  YIPaBIEHUYECKOMH
NeSITeTbHOCTH 0a3bl IPAKTHKH;

— ONUCaHHUE JOMOJHUTENIHONW YacTH y4eOHO-TIPOU3BOJICTBEHHON MPAKTUKH;

— CIHCOK JOKYMEHTOB, COCTaBJICHHBIX H O(OPMICHHBIX CTYIEHTOM BO BpeMs
POXOXKICHUS IPAKTUKHU, 3aBU3UPOBAHHBII PYKOBOIUTENEM MPAKTHKHU OT OpraHU3alluy;

— JTOKyMEHTHl (OPUTHMHAIBI WM KOIHH), COCTAaBIICHHBIE W O(QOPMIICHHBIE CTYJCHTOM BO
BpeMsI IPOXOXKJICHHS IPAKTUKH.



Ipuio:xkenne 2

OuneHo4HBIE CpPeICTBA

Kon Nuaukatop qocTrXeHUs
OneHouyHble CpeacTBa
WHJUKaTOpa KOMIIETCHIIMH
YK — 1 CriocoGeH oCymiecTBIsATh MOUCK, KPUTUUECKHIN aHAJIU3 ¥ CHHTE3 HH(OpMAaIInH,

IMPUMCHATD C

WCTEMHBIN oAXoa AJid pCIICHMA IMOCTaBJICHHBIX 3aJa4

YK 1.1

AHaIM3UpPyeET 3azauy,
BBIICIIAS ee 0a3oBbIC
COCTaBJISIONINE,

[paccMaTpuBaeT u
[pesjaracT BO3MOJKHEIC
BapyaHThI peuieHus
[IOCTaBJICHHOM 3aJ1a49u,

OLICHHWBaA UX JOCTOMHCTBA H
HEIOCTAaTKH

Hnouesuoyanvuvie 3a0anus na npaKmuKy 01
cmyoenmoe 1-020 kypca.
3aoanue 1. I3yunTh HayYHO-TIPAKTHYECKUE

XKYpHaJIbI B 00JIACTH JICJIONPOU3BOJICTBA U
apXuBHOTO Jieja. [ToAroToBUTh 0030p HayYHBIX
yOJIMKAIUH 110 TeMe MCCIIeJOBAHUSI.
TpeboBanus K opopMIEHHIO 0030pa:

O06beM 0030pa TOJIKEH COCTABIIATH 5-7 CTPAHULL
(14 mpudT, 1.5 uarepBan). CHUCOK UCTOYHUKOB
o0si3areneH. TpeGoBanus K 0pOpMIICHHIO CIIFICKA
uznoxxensl B 'OCT P 7.0.100-2018
«bubnmorpaduieckas 3amuch.
bubnuorpadudeckoe onucanue.

[Ipumep 6ubaMOorpadMuecKoro OnMcaHus CTaThH:
1. UBonuna JI. U. IlpuaBopHas xKU3Hb B AMOXY
Kapna Il Crroapta / JI. . IBonuna // Boripocst
ucropuu. — 2010. — Ne 11. - C. 110-123.

2. CricoeBa E. A. Posie 6ubnmmoreunoro Gouaa B
(GhopMHUpPOBaHUH MTPABOBOM, TEXHOJOTUYECKON U
rpaduyecKoil KyJabTyphl IKOJIBHUKOB U CTYACHTOB
/ E. A. CricoeBa, M. B. HemoOGegusrii //
bubnmnorexkoBenenue. — 2010. — Ne 2. — C. 28-33.
CHHCOK )KYpHAJIOB:

1. «/1eonpon3BoACTBOY,

2. «J1emonpon3BOACTBO U JJOKYMEHTOOOOPOT
Ha TPEIIPUITAN,

3. «OTe4yecTBEHHbIE APXUBBIY,

4. «BecTHHUK apXxHUBHCTaY;

5. «CekpeTapcKoe JEN0o»,

6. «XOpoLINN CEKpeTapby,

7. «Cekpetapb-pedepeHT»,

8. «CrpaBOYHHK cekpeTaps u oduc-
MEHeKEepay,

9. «CoBpeMeHHBIN 0(rC-MEHEKEP»,
10. «YmpaBieHrEe IEPCOHATIOM,

11. «Kagposoe aenoy,

12. «Kanpoas ciayx0ay,

13. «KagpoBuky,

14. «CrpaBOYHHK KaJpOBUKAY,




Kon
HHMKATOpa

Nuaukatop qocTrXREHUs
KOMIIETEHIIUH

OueHoYHbIE CpEeACTBA

15.
16.
17.
18.
u JIp.
[TpumepHas TeMaTHKa HAyYHBIX 0030POB:

«Kaznps!l npeanpuaTus;
«MeHeIKMEHT U Kaapbl»,
«HayuyHo-TexHnueckas nHGopmausy,
«bubnnorexkoBeneHne»

Hokymenmuposanue yeneti u 3a0ay 6 YNpasieHuu
opeanuzayueti

VK 1.2

Onpenensier,
MHTEPIPETHPYET
pamkupyeT  MHQOpMAIIHIO,

u

TpeOyemMyro Il peIICHHS
[IOCTaBJICHHOM 3aJ1a49M;
OCYIIIECTBIISIET ITOMCK]
MH(OPMAIIHY 110 PA3THYHBIM

[TUIIaM 3aIIpOCOB

Huoueuoyanwvnusie 3a0arnus na npaKkmuky 01

cmyodenmog 1-020 Kypca:
3aoanue 1. I3yunTb Hay4YHO-NIPAKTUYECKUE

JKYpHAJIBI B 00JIACTH JIETOTPOU3BOJICTBA U
apXuBHOTO niena. [1oAroToBUTH 0030p HAYYHBIX
myOJIMKaIMil IO TEME UCCIIeIOBaHUS.
TpeboBanus k opopmiieHHI0 0030pa:

O6beM 0030pa TOIKEH COCTABIIATH 5-7 CTPAHUIL
(14 mpudr, 1.5 uarepnan). CHuCOK UCTOYHUKOB
obsi3areneH. TpeboBaHus K 0pOPMIICHHUIO CITHCKA
uznoxxkensl B 'OCT P 7.0.100-2018
«bubnuorpaduueckas 3anuchk.
bubnuorpaduueckoe onucanue».

[Tpumep 6uOIMOrpadUUECKOro ONMUCAHUS CTaThU:
1. IBonuna JI. U. IlpuaBopHas xU3Hb B AIOXY
Kapna Il Crroapta / JI. . IBonuna // Boripocst
ucropuu. —2010. —Ne 11. - C. 110-123.

2. Cricoesa E. A. Ponp 6ubnuoreunoro ouzaa B

(dbopMUPOBaHUU TTPABOBOM, TEXHOJIOTUYECKOU U
rpaduyecKoil KyabTyphl IIKOJIBHUKOB U CTYACHTOB
/ E. A. CricoeBa, M. B. HermoOeaunrii //
bubmuorexosenenue. — 2010. — Ne 2. — C. 28-33.
CHmcoK XYpHAJIOB:

1. «/leonpon3BoACTBOY,

2. «J1enonpou3BOJCTBO U JOKYMEHTOOOOPOT
Ha TPEIIPUITANY,

3. «OTe4YeCcTBEeHHBIE APXHUBBIY,

4. «BecTHUK apXUBHUCTaY;

S. «CekpeTrapckoe Jeso»,

6. «XOpOIIHiA CeKpeTapby,

7. «Cexkperapb-pedepeHr,

8. «CrpaBOYHHK cekpeTaps U oduc-
MEHEKEpay,

9. «CoBpeMeHHBIN o(rc-MeHeKEPY,
10. «YTpaBlIeHHUE TIEPCOHAIOMY,

11. «Kanposoe aenoy,




Kon
HHMKATOpa

Nuaukatop qocTrXREHUs
KOMIIETEHIIUH

OueHoYHbIE CpEeACTBA

12.
13.
14.
15.
16.
17.
18.
u Jp.
[TpumepHas TeMaTHKa HAyYHBIX 0030POB:

«Kanpoas ciayx0ay,

«KanpoBuky,

«CrpaBOYHHK KaJIPOBUKAY,

«Kaapsl mpeanpusTus»;
«MEHEIKMEHT U KaJIpbl»,
«Hay4ano-texuudeckasi uHGopmanms»,
«bu0OIMOTEKOBEICHUEY

Knaccugpurayus O0OKYMEeHMUpOBAHHOU
uHgopmayuu 6 uHGOpMAYUOHHOM oObecnedeHuu

ynpaenenus

YK1.3

[Tpu o0paboTke
MH(pOpMaIu

(hakThI

OTJINYACT,
oT MHCHHH,
MHTEpIpETAINA, OLICHOK,
dbopmupyer
MHEHUS
ApryMEHTHUPYET
BEIBOJIBI I TOUKY

COOCTBEHHEIE
u CYXIICHUS,

CBOH

Huoueuoyanvuie 3a0anus Ha nNPaKmuKy 0.1

cmyodenmog 1-020 Kypca:
3aoanue 1. I3yuntb Hay4dHO-IPAKTUYECKUE

JKYPHAJIbI B 00JIACTH JICIIONPOU3BOJICTBA U
apxXuBHOTO Jieja. [ToAroToBUTH 0030p HayUHBIX
yOJIMKAIUi 110 TeMe MCCIIeJOBAHUSI.
TpeboBanus K 0OpMIIEHUIO 0030pa:

O06beM 0030pa TOJIKEH COCTABIIATH 5-7 CTPAHUIL
(14 wpudr, 1.5 uareppan). Ciucok UCTOYHUKOB
oOs3areneH. TpeboBaHus K 0POPMIIEHHIO CIIHCKA
uznoxensl B [OCT P 7.0.100-2018
«bubnuorpaduueckas 3amuch.
bubnuorpaduyeckoe onucanue.

[Tpumep 6uOIMOTpadUUECKOro ONUCAHUS CTAThU:
1. IBonuna JI. U. [IpunBopHas KU3Hb B 310Xy
Kapna |l Ctroapra / JI. 1. UBonuHa // Bonpocsl
uctopuu. — 2010. — Ne 11. — C. 110-123.

2. CricoeBa E. A. Posie 6ubnmmoreunoro (ouaa B
(GhopMHUPOBaHHUH MMPABOBOM, TEXHOJOTUYECKON 1
rpadUUecKoi KyJIbTyphl HIKOJIHHUKOB U CTYJCHTOB
/ E. A. CricoeBa, M. B. Henno6eaubiii //
bubnuorexkoBenenue. — 2010. — Ne 2. — C. 28-33.
Crucox »KypHaJIOB:

1. «J1enonpon3BoCTBOY,

2.

Ha IPEANPUSITHNY,

«J1lenonpon3BoACTBO U JJOKYMEHTOOOOPOT

«OTeuecTBEHHBIE aPXUBBDY,
«BecTHUK apxuBHCTaY;
«CekpeTapcKoe Jeno»,
«XOpoLINK CEKpeTapby,
«Cekpetapb-pedepeHT»,
«CripaBOYHMK ceKpeTapsi U oQuc-

N o Ok w




Kon
HHMKATOpa

Nuaukatop qocTrXREHUs
KOMIIETEHIIUH

OueHoYHbIE CpEeACTBA

MEHEKEpay,
9. «CoBpeMeHHBIN 0(HC-MEHEKEP»,
10. «YTpaBiieHHE TTEPCOHATIOM,

11. «Kaaposoe aemno»,

12. «Kanposast ciyx6a»,
13. «KaapoBuky,

14. «CrpaBOYHHK KaJpOBUKaAY,

15. «Kanps!l npeanpusaTus;

16. «MEHEeIKMEHT U KaJIpb»,

17. «Hayuno-texnuueckas uHGopmanus»,
18. «bubnuorekoBeneHUEY

u Jp.

[TpumepHas TeMaTHKa Hay4YHbIX 0030pOB:

Mnenuss u oyenwku cneyuanucmos 6 oodracmu
OOKYMEHMAYUOHH020 0becneuenus. YNpaeieHus o
COCMOAHUU 0eIONPOU3BOOCMBA U APXUBHO20 0ela
6 Poccuu

YK-6 CnocobeH ympaBisiTh CBOMM BPEMEHEM, BHICTPAWBaTh M PEAN30BBIBATH TPACKTOPHIO

CaMOpPa3BUTHUA Ha OCHOBC IIPUHIHIIOB 06pa3OBaHI/I${ B T€UCHHUE BCEM KU3HU

YK-6.1

lcrionbs3yeT HHCTPYMEHTHI U
METO/TbI yIpaBJICHUS]]
BpEMEHEM TP BBIIIOJTHEHUH
KOHKPETHBIX 3ajad,
[IPOEKTOB, MPU JTOCTHKEHUH
[TOCTaBJICHHEIX Iiejei

Huousuoyanwvusvie 3a0anus na npaKmuKy 01

cmyodenmog 1-020 Kypca:

3aoanue 1. I3yunTb Hay4YHO-NIPAKTUYECKUE
JKYpHaJIbl B 00JIACTH JIEIONPOU3BOJICTBA U
apXxuBHOTO siena. [1oAroToBUTh 0030p HAyYHBIX
nyOJIMKanuil o TeMe MCCIeJOBaHus.

TpeboBaunsa k ohopMIEHNIO 0030pa:

O6beM 0030pa TOJIKEH COCTABIIATH 5-7 CTPAaHUIL
(14 wpudr, 1.5 uareppan). Ciucok UCTOYHUKOB
oOs3areneH. TpeboBaHus K 0POPMIIEHHIO CIIHCKA
uznoxensl B [OCT P 7.0.100-2018
«bubnuorpaduyeckas 3anuce.
bubnuorpaduyeckoe onucanue.

[Tpumep 6ubGIMOTrpadUUECKOro ONUCAHUS CTAThU:
1. Bonuna JI. U. [IpunBopHast )KU3Hb B 310Xy
Kapna Il Ctroapta / JI. . IBonuHa // Boripocsl
ucropun. — 2010. — Ne 11. - C. 110-123.

2. CricoeBa E. A. Posie 6ubnmmoreunoro ¢ouaa B
(GbopMUPOBaHUY ITPABOBOM, TEXHOJIOTUYECKON U
rpaduuecKoi KyJIbTyphl HIKOJIHHUKOB U CTYJICHTOB
/ E. A. CeicoeBa, M. B. Hermobeaunrii //
bubnuorexkoBenenue. — 2010. — Ne 2. — C. 28-33.
CHucoK )XypHaJIOB:

1. «/lemompounsBoicTBOY,
2. «/lemonmpon3BoACTBO U JOKYMEHTOOOOPOT




Kon
HHMKATOpa

Nuaukatop qocTrXREHUs
KOMIIETEHIIUH

OueHoYHbIE CpEeACTBA

Ha MPeIIPUATHI,
«OTe4yecTBEeHHbIE APXUBBIY,
«BecTHUK apXUBHCTaY;
«CekpeTrapckoe J1eo»,
«Xopouiii ceKpeTapb,
«Cekpetapb-pedepeHT»,
«CripaBOYHHK ceKpeTapsi 1 oQuc-

0 N Ok oW

MEHEKEpay,
9. «CoBpeMeHHBIN o(rc-MEeHeKEPY,

10. «YTpaBiieHHE TEPCOHATIOM»,

11. «Kanposoe aeno»,

12. «Kanposas ciyx6a»,

13. «KaapoBuk»,

14. «CrpaBO4YHUK KaJpOBUKaAY,

15. «Kanpsl npennpusaTus;

16. «MEHEIKMEHT U KaJIpb»,

17. «HayuHno-TexHuueckas nHopmarusy,

18. «bubOIMoTEKOBEICHUIECY

u ap.

[TpumepHas TeMaTHKa Hay4YHbIX 0030pOB:
Tatim-meneodsxcmenm 8 OOKYMEeHMAayUOHHOM
obecneyeHuu 0esimebHOCMU PYKOBOOUmMeIs

YK-6.2

Onpenenser  TPUOPUTETHI
COOCTBEHHOM JIESITCIHHOCTH,
TUYHOCTHOTO  Pa3BUTHS U
podeccnoHaIbFHOTO pocTa

[Iepeuncnrure HaMMEHOBaHUS TOKHOCTEN
pabOTHUKOB B CTPYKTYPHOM OT/I€JI€ OpraHU3alnu-
0a3bl MPaKTHKH.

ITo3HaKOMBTECH C JOKHOCTHBIMU MHCTPYKLUSAMU
u/Win IpoQecCuoHaNbHBIMU CTaHJapTaMH,
pETrIaMEHTUPYIOIIUMH JESATENBHOCTD JaHHBIX
cneruanrucToB. CocTaB M3YYEHHBIX JOKYMEHTOB
yka3atb. Hanmpumep:

1. ITpuxa3z Muntpyna Poccun ot 06.05.2015 N
276H

"O06 yTBEep)KIeHUH TPOPECCUOHATBHOTO
cranzaapTa "Crenuanyuct o OpraHu3aluOHHOMY U
JIOKYMEHTAIMOHHOMY 00€CIICUEHHUIO YIIPABICHHUS
opranu3zanuei”(3apeructpupoano B MuHiocte
Poccun 02.06.2015 N 37509)

2. JIo;KHOCTHAS MHCTPYKIUS CEKpeTaps
pykoBoauTens, yTB. tupekropom OO0
«Pomamka» 12.01.2021.

ITonb3ysich HOPMAaTUBHBIMH JOKYMEHTaMH,
pPErNaMEHTUPYIOIIMMU  JESATEIBHOCTh  JIaHHBIX
CIEINAJINCTOB, a  TaKxe COOCTBEHHBIMHU
HaOMIOEHUSIMU 32 UX  IpodeCCHOHATBHOM




Kon
HHMKATOpa

Nuaukatop qocTrXREHUs
KOMIIETEHIIUH

OueHoYHbIE CpEeACTBA

ACATCIIBHOCTBIO, ONPCACIUTC IJId CC6H, KaKyro H3
Ha3BaHHBIX ,I[OH)I(HOCTeﬁ XOTeJIn OBl

Oynymiem 3aHsATh. [Touemy?

BbI B

VK-6.3

OneHuBaeT TpeOoBaHus

[PBIHKA Tpyaa 51
[PEUIOKEHUS
00pa30BaTeNbHbIX YCIYT AJIs
BHICTPANBAHUS TPACKTOPUU
COOCTBEHHOTO

podeccnoHamTbpHOTO pocTa

Hnouesuoyanvuvie 3a0anus na npaKmuKy 01
cmyoenmoe 1-020 kypca.
3aoanue 1. I3yuntb Hay4YHO-IPAKTUYECKUE

JKypHAIIBI B 00JIACTH JACTOMPOU3BOICTBA U
apxXuBHOTO Jieja. [ToAroToBUTH 0030p HayYHBIX
yOIMKAIUI 110 TEME HCCIIeIOBAHUS.
TpeboBanus K 0OpPMIEHUIO 0030pa:

O06BeM 0030pa T0HKEH COCTaBIIATh 5-7 CTpaHUIL

(14 mpudT, 1.5 narepBan). CHUCOK UCTOYHUKOB
o0si3areneH. TpeGoBanus K 0pOpMIICHHIO CIIFICKA
usnoxxkensl B 'OCT P 7.0.100-2018
«bubnuorpaduueckas 3anuchk.
bubnuorpadudeckoe onucanue.

[Ipumep 6ubaMOrpadMuecKOro ONMMCaHus CTaThH:
1. Bonuna JI. U. IlpunsopHas xKHU3Hb B AOXY
Kapna Il Ctroapta / JI. 1. IBoHuHa // Boripochl
ucropuu. — 2010. —Ne 11. - C. 110-123.

2. CricoeBa E. A. Posie 6ubnmmoreunoro (ouaa B
(GhopMHUpPOBaHUH MTPABOBOM, TEXHOJIOTUYECKON U
rpadUuecKoi KyIbTyphI ITKOJILHUKOB U CTYJACHTOB
/ E. A. CricoeBa, M. B. HenoGeauebrii //
bubnunorexkoBenenue. — 2010. — Ne 2. — C. 28-33.
CHHCOK )KYpHAJIOB:

1. «JlenonpousBoaCTBOY,

2. «J1lenonpou3BoACTBO U JJOKYMEHTOOOOPOT
Ha TPEIIPUITAN,

3. «OTedecTBEHHBIE aPXUBBIY,

4. «BecTHUK apxuBHCTaY;

S. «Cekperapckoe Jemo»,

6. «XOpoLInl CEKpeTapby,

7. «Cekpetapb-pedepeHT»,

8. «CripaBOYHMK ceKpeTapsi U ouc-
MEHeJ[Kepay,

9. «CoBpeMeHHBIN 0(rCc-MEHEKEP»,
10. «YmpaBieHrEe IEPCOHATIOM,

11. «Kanposoe neno»,

12. «Kanposast ciyx6a»,

13. «KagpoBuk»,

14. «CrpaBOYHHK KaJpOBUKAY,

15. «Kanpsl npennpusatusy;

16. «MEeHEeIKMEHT U KaJIpb»,




Kon Nuaukatop qocTrXREHUs
OueHoYHbIE CpEeACTBA

WHIUKaTOpa KOMIIETEHIIUH
17. «HayuHo-TexHuueckas nHpopmarusy,
18. «bnbnuorekoBeneHNEY
u Jp.

[IpumepHas TeMaTHKa HAyYHBIX 0030POB:
Komnemenyuu coepemennoeo cexpemaps
PYKOBOOUmens

Komnemenyuu ynpasnsiioweco 0okymenmayuetl
Komnemenyuu apxusucma

Komnemenyuu cneyuanrucma no ghopmuposaruro
INEKMPOHHO20 APXUBA

YK-8 Cnocobern co3maBaTh W MOMJNCPKHUBATH B TIOBCETHEBHOW JKM3HH M B
NpOoPECCUOHAIBHON ~ JEATEIbHOCTH  O€30MacHbIe  YCJIOBHS — KU3HENEATCIbHOCTH  JUIS
COXpaHEHHsI PUPOTHON CPeIbl, 00ECTIEYeHUsI YCTOMUHNBOTO pa3BUTHS OOIIECTBA, B TOM YHCIIE
IIpU Yrpo3€ 1 BOSBHMKHOBCHUHA qp€3BI)IIIaI>'IHI>IX CI/ITyaIII/II\/JI 1 BOCHHBIX KOH(i)J'H/IKTOB

Huoueuoyanwvnusie 3a0anus na npaKkmuky 01
cmyoenmoe 1-020 Kypca:
3aoanue 1. I3yuutb Hay4YHO-IPAKTUYECKUE

JKYpHAJIBI B 00JIACTH JIETOTIPOU3BOJICTBA U
apXuBHOTO niena. [1oAroToBUTH 0030p HAYYHBIX
myOJUKaIMil 0 TeME UCCIIEOBaHUSI.
TpeboBanus k oopmiIeHUIO 0030pa:

O6beM 0030pa TOMKEH COCTABIATH 5-7 CTPAHUIL
(14 mpudTt, 1.5 uareppan). CoucOK UCTOUHUKOB
oOsi3areneH. TpeboBaHus K 0pOpMIIEHHUIO CIIMCKA
usnoxxkensl B 'OCT P 7.0.100-2018
«bubnuorpaduueckas 3amuch.

AHaNU3UpyeT 51
uaeHTUQUUUPYET (paKTOpBI
ONIaCHOTO U BPEIHOTIO
bubnuorpaduueckoe onucanue».
BIUSHUS DJIEMEHTOB CpPEJIbI
[Tpumep 6uOIMOrpadUUECKOro ONMUCAHUS CTaThU:
oOuTaHUS (TEXHUYECKHUX

YK-8.1 1. iBonuna JI. U. [IpunBopHas KU3Hb B 310Xy
Kapna Il Ctroapra / JI. 1. UBonuHa // Bonpocsl
uctopuu. — 2010. — Ne 11. — C. 110-123.

2. CricoeBa E. A. Ponb 6ubnuoreunoro gouzaa B

(bopMUPOBaHUN TTPABOBOM, TEXHOIOTUYECKOU 1

CPEICTB, TEXHOJIOIMYECKUX|
[IPOLIECCOB, MaTepHuasos,
30aHUM U COOPYKCHUH,
[IPUPOJHBIX M COLMAJIBHBIX

SIBIICHUN o
) rpau4ecKoil KyJbTyphl ITKOJILHUKOB U CTY/ICHTOB

/ E. A. CricoeBa, M. B. Heno0Geauwbrii //
bubmnorexosenenne. — 2010. — Ne 2. — C. 28-33.
CHmcoK XYpHAJIOB:

1. «JlenonponsBoaCTBOY,

2. «J1enonpou3BoOACTBO U JJOKYMEHTOOOOPOT
Ha NPEANPUITHI,

3. «OTe4ecTBEHHBIE APXUBBDY,

4. «BecTHUK apxuBHCTaY;

5. «Cekperapckoe Jeo»,




Kon
HHMKATOpa

KOMIICTCHII MU

Nuaukatop qocTrXREHUs

OueHoYHbIE CpEeACTBA

6. «XOpoLIHni CeKpeTapby,

7. «Cexkperapb-pedepeHr,

8. «CrpaBOYHHK cekpeTaps u oduc-
MEHEeKEepay,

9. «CoBpeMeHHBIN 0(HC-MEHEIKEP»,

10. «Y1paBlleHHE IEPCOHATIOM,

11. «Kanposoe neno»,

12. «Kazgposas ciyx0ay,

13. «KagpoBuky,

14. «CrpaBOYHHK KaJIpOBUKAY,

15. «Kaapsl mpeanpusTus;

16. «MEHEIKMEHT U KaJIpbl»,

17. «Hayuno-texnuueckas uHGopmanus»,
18. «bubnmoTekoBeICHUEY

v JIp.

[TpumepHas TeMaTHKa Hay4IHBIX 0030POB:
Dakmopuvl OnaAcHo20 U 8PEOH020 BIUAHUSL pAbOmMbl
Ha KOMNnbvlomepe Ha 3peHue padomHUKO8 C1yHcobl
JIOY u apxusnozo dena. Mepwi 3auumot 3penusi u
npoghunaxmuxu 3a601e8anuil 2na3

Dnemenmos cpedvi (MexHU4ecKux cpeocms,
MEeXHON02UYECKUX NPOYecco8, Mamepuanos,
30aHULL U COOPYHCEHUIL), OKA3bIBAIOUUX
ompuyamenvbHoe 8IUsHUE HA 300P08be
cneyuanucmos cayxcovt JJOY u apxusnoeo oena
Kongnuxkmor na pabouem mecme. I[Ipasuna
OeCKOHMIUKMHO20 83aUMOOelicmBUs] 8 CIYHcOHe

HOY.

VK-8.2

TEXHUKH O€30IaCHOCTH

MEpPOIPUATHUSIX
[pEIOTBPAILLICHHUIO
UpE3BbIUANHBIX CUTYAIINI

BrrsBiisieT npooIeMBl,
CBSI3aHHBIE C HAPYIICHUSAMH

Ha|

pa60qu MECTEC, IpcIaracr]

10|

Huousuoyanwvusvie 3a0anus na npaKkmuxy 0,14

cmyodenmog 1-020 Kypca:
3aodanue 1. I3yunTh Hay4HO-IIPAKTUYECKHE

JKypHAJIBI B 00JIaCTH AETOMPOU3BOICTBA U
apxuBHOTO nena. [IoAroToBUTH 0030p HAyYHBIX
MyOIMKAIUi 0 TEME UCCIIeIOBAHUS.
TpeboBanus K 0hOpMIIEHHIO 0030pa:

O6Bem 0030pa T0THKEH COCTaBIIATh 5-7 CTpaHUIL
(14 wpudr, 1.5 uareppan). Ciucox UCTOYHUKOB
oOs3areneH. TpeboBaHus K 0OPMIIEHHIO CTIHCKA
uznoxensl B [OCT P 7.0.100-2018
«bubnuorpaduyeckas 3anuce.
bubnuorpaduyeckoe onucanuey.

[Tpumep 6uOIMOTpaPUUECKOTO OMMCAHUS CTATHU:
1. UBonuna JI. U. IlpuaBopHas xKU3Hb B AIOXY




Kon
HHMKATOpa

Nuaukatop qocTrXREHUs
KOMIIETEHIIUH

OueHoYHbIE CpEeACTBA

Kapma Il Ctroapra / JI. . IBonuHa // Bompocsl
ucropun. — 2010. — Ne 11. — C. 110-123.

2. CoicoeBa E. A. Ponp Gubnuoreunoro ¢oHaa B
(hOpMUPOBAHHUH TTPABOBOM, TEXHOJOTHICCKOU U
rpaUyueCKOM KyIbTYphl IIKOJIBHUKOB U CTYJCHTOB
/ E. A. CricoeBa, M. B. Henobeaubiii //
bubmuorexosenenue. — 2010. — Ne 2. — C. 28-33.
Crucoxk KypHaJIOB:

1.
2.
Ha TPEIIPUITHN,
«OTEYeCTBCHHBIC ApPXHUBBI»,
«BeCTHHK apXHBHUCTAY;

«/1eonpon3BoACTBOY,
«J1enonpou3BoJCTBO U JOKYMEHTOOO0POT

«CekpeTrapckoe Jeyo»,
«XOpoLuni CeKpeTapby,
«Cekpetapb-pedepeHT»,
«CrpaBo4HUK cekpeTraps 1 oduc-

0O No Ok~

MEHEeIKEpay,
9.
10.
11.
12.
13.
14.
15.
16.
17.
18.

U JIp.
[TpumepHas TeMaTHKa Hay4YHBIX 0030pOB:

«CoBpeMeHHBIN 0pUC-MEHEKEP»,
«YTpaBieHrEe IEPCOHATIOMY,
«Kagposoe aenoy,

«KanpoBas cmyx6a»,

«KanpoBuk»,

«CrpaBOYHMK KaJpOBUKaAY,

«Kanps! npennpuatus»;
«MEeHEKMEHT U KaJIpbl»,
«Hayuno-texnudeckas uHGopmanus»,
«bubnnorekoBeneHUE

Texnuka bezonacHocmu CReyuaIucmos cyxicovl
JIOY u apxuenozo dena
Loxymenmayus no I'O u YC 6 opeanuzayuu

VK-8.3

PazbsacHseT
OBEICHUS
BO3HUKHOBEHUH

MpaBUiIa
npuy
UpE3BhIYANHBIX CUTYalHi
[IPUPOTHOTO
TEXHOT€HHOI'O

41

IIPONCXOKIACHUA; OKa3bIBACT]

[EPBYIO IIOMOILIb,
OITICHIBAET CII0COOBI
y4acThst B
BOCCTAHOBUTCIIbBHBIX

Huouesuoyanvuvie 3a0anus na npaKkmuxy 01,
cmyoenmoe 1-020 Kypca.
3aoanue 1. I3yunTb Hay4YHO-IPAKTUYECKUE

KYpHAITBI B 00JIACTH JISTIONIPOU3BOJICTBA U
apxuBHOTO Jiena. [ToAroToBUTH 0030p HAyUHBIX
MyOJUKaI|il IO TEME UCCIIeIOBaHUS.
TpeboBanus K 0hOPMIICHUIO 0030pa.:

O06beM 0030pa TOIKEH COCTABIIATH 5-7 CTPAHUIL
(14 mwpudrt, 1.5 uarepBan). CIuCOK HICTOYHUKOB
oOsi3areneH. TpeGoBaHus K 0pOpMIICHUIO CIICKA
uznoxensl B [OCT P 7.0.100-2018




Kon
HHMKATOpa

Nuaukatop qocTrXREHUs
KOMIIETEHIIUH

OueHoYHbIE CpEeACTBA

MEPONPUATUIX

«bubnuorpaduyeckas 3anuce.
bubnuorpadudeckoe onucanue.

[Tpumep 6ubaMOorpaduuecKoro ONnrucaHus CTaThH:
1. Bonuna JI. U. IlpuaBopHas >ku3Hb B SIIOXY
Kapna Il Ctroapta / JI. 1. IBoHuHa // Boripocsl
ucropuu. — 2010. —Ne 11. - C. 110-123.

2. CricoeBa E. A. Posb 6ubnmuoreunoro gouaa B
(hOpMUPOBAHUN TTPABOBOM, TEXHOJIOTUIECKOU U
rpaduyecKoi KyIbTyphl IIKOJILHUKOB U CTYJACHTOB
/ E. A. CricoeBa, M. B. Henobeaubiii //
bubmuorexoseneune. — 2010. — Ne 2. — C. 28-33.
CHHCOK )KYpHAJIOB:

1. «JlenonpousBoaCTBOY,

2. «/lenonpoun3BoICTBO U JOKYMEHTOOOOPOT
Ha [PEINPUATUNY,

3. «OTeUecTBEHHBIE aPXUBBIY,

4. «BecTHUK apxuBHCTaY;

5. «CekpeTapckoe 1eno»,

6. «XOpoIui cCeKpeTapb»,

7. «Cexkpertapb-pedepeHT»,

8. «CripaBOYHMK ceKpeTapsi U oQuc-
MEHeJKepay,

9. «CoBpeMeHHBIN 0(rc-MEHEIKEP»,
10.  «YmpaBneHHe MEPCOHATIOM,

11. «Kanposoe neno»,

12. «Kanposast ciyx6a»,

13. «KagpoBuk»,

14. «CrpaBOYHHK KaJpOBUKaAY,

15. «Kanpsl mpennpusatusy;

16. «MeHEeIKMEHT U KaJIpbl»,

17. «HayuHo-TexHuueckast HHOpMAaIIH»,
18. «bubnnorexkoBeneHue»

U IIp.

[TpumepHas TeMaTHKa Hay9IHBIX 0030POB:
Ilpasuna o3naxomaeHus pabomHUKO8 ¢
odoxymenmayueti no 1'O u YC 6 opeanuzayuu

Hnousuoyanvnoe 3a0arnue na npaKkmuky oaa
cmyoenmoeg 2-020 Kypca.

O3HakoMHTENbHBIN ITAI

3annue 1. (nepsviii-emopoti oens). CTyIeHT
MepeyucIIsieT HAUMEHOBAHUSI TOJIKHOCTEHN
pabOTHUKOB B CTPYKTYPHOM OT/IeJie OpraHU3alnu-
0a3bl MPAKTUKU. 3HAKOMHUTCS C TOKHOCTHBIMH




Kon Nuaukatop qocTrXREHUs

OueHoYHbIE CpEeACTBA
WHIUKaTOpa KOMIIETEHIIUH

MHCTPYKLHUSMH H/UITH TPOPECCUOHATLHBIMU
CTaHJapTaMH, perjaMeHTUPYIOIUMU
JeSITEIbHOCTh IaHHBIX crienuanucToB. CocTaBisieT
CIIUCOK M3y4YEHHBIX TOKyMeHTOB. Hanpumep:

1. [Tpuka3 Muntpyna Poccuu ot 06.05.2015 N
276H

"O0 yTBepKIeHUH MPOPECCHOHATBHOTO
cranzaapTa "Crenuanuct o OpraHu3alluOHHOMY U
JOKYMEHTAIMOHHOMY 00€CIICUEHHUIO YIPABICHHS
opranuzanueil" (3apeructpupoBaHo B MuHiocte
Poccun 02.06.2015 N 37509)

2. IomKHOCTHAs HHCTPYKIUS CeKpeTaps
pykoBoauTes, yTB. rupekropom OO0
«Pomamikay 12.01.2021.

[Tonp3ysicb HOPMATUBHBIMU JTOKYMEHTaMH,
perIaMEeHTHPYIOUUMH JeSITeIbHOCTD JTaHHBIX
CHEIHAIHNCTOB, a TAK)KE COOCTBEHHBIMHU
HaOJIOACHUSAME 32 UX MPO(ECCHOHATEHON
JESITENIbHOCTBIO, CTYACHT (OpMyIUpyeT AJis ceds,
KaKyI0 U3 Ha3BaHHBIX JIOJDKHOCTEH OH X0Tes Obl B
OyayILeM 3aHsTh; apryMEHTHPYET CBOM OTBET.

OIIK-1 Cnoco0eH npuMeHsTh Ha 6a30BOM YpOBHE 3HAHUS UCTOPUUYECKUX HAYK MPU PELICHUH
3a1a4 B chepe cBoel MpoPpecCHOHATBHON e TEeTbHOCTH;

OIIK-1.1  [Buaer HCTOPUIO u| Unougudyanvusle 3a0anHus Ha NPAKMUKY 011
COBPEMEHHYIO OpraHU3aluio| cmydenmos 1-020 Kypca:
CUCTEMBI opraHoB| 3adanue 1. I3yuntb Hay4dHO-IPAKTUYECKUE

rOCY/IapCTBEHHON BJIACTH M| KypHaJbl B 00JaCTH J€JIOIPOU3BOJICTBA U
yrpasieHusi B PO, opranos| apxuBHoro aena. [IoaroroBuTs 0630p Hay4dHBIX
MECTHOTO caMoyIpaBieHus| MyOIuKauuii o TeMe UcCieI0BaHuUs.

1 OpraHu3aIuii TpeboBanus k oopmiIeHUIO 0030pa:

O06beM 0030pa TOMIKEH COCTABIATH 5-7 CTPAHUIL
(14 mpudTt, 1.5 uarepsan). CHUCOK UCTOUHUKOB
oOsi3areneH. TpeGoBaHus K 0popMIICHHUIO CIICKA
usnoxxkensl B 'OCT P 7.0.100-2018
«bubmmorpadudeckas 3amuce.

bubnuorpaduueckoe onucanue».

[Tpumep 6ubIMOrpadUUECKOro ONMUCAHUS CTAThU:
1. iBonuna JI. U. [IpunBopHas >KU3Hb B 3110XY
Kapna Il Ctroapra / JI. 1. UBonuHa // Bonpockl
ucropuu. — 2010. —Ne 11. - C. 110-123.

2. CricoeBa E. A. Ponp 6ubnuoreunoro gouaa B
(GhopMHUpPOBaHHUH MPABOBOM, TEXHOJOTUYECKON U
rpauuecKoi KyJIbTyphl HIKOJIbHUKOB U CTYJCHTOB




Kon

Nuaukatop qocTrXREHUs

OueHoYHbIE CpEeACTBA

UHMKATOpa KOMIIETEHIINH
/ E. A. CricoeBa, M. B. Henobeaubiii //
bub6aunorexosenenue. — 2010. — Ne 2. — C. 28-33.
CHHCOK )YPHAJIOB:
1. «JlenonpousBoaCTBOY,
2. «J1enonpou3BoJACTBO U JOKYMEHTOOO0POT
Ha TPEIIPUITAN,
«OTe4YeCTBCHHBIE APXHUBBIY,
4. «BecTHUK apxXuBHCTaY;
5. «CekpeTapckoe Jeno»,
6. «XOpoIIuin ceKpeTapby,
7. «Cexkpertapb-pedepeHT»,
«CrpaBo4YHHK cekpeTaps u oduc-
MEHEKepay,
9. «CoBpeMeHHBIN orc-MeHeKEPY,
10. «Y1paBieHHE IEPCOHATIOM,
11. «KanpoBoe neno»,
12. «Kanposas ciyx6a»,
13. «KagpoBuky,
14. «CrpaBOYHHK KaJIpOBUKAY,
15. «Kaapsl mpeanpusTus;
16. «MeEeHEeIKMEHT U KaJIpbl»,
17. «HayuyHo-TexHnueckas HHGopmarusy,
18. «bubmmorekoBeIeHUEY
U JIp.
[TpumepHas TeMaTHKa HaAy9IHBIX 0030POB:
Axmyanohvie  80npocbl  OOKYMEHMAYUOHHO2O0
obecneyueHusi Op2amo8 20CYOapCmMEeHHOU 61aACmu
PO
Axmyanvhvie  80npocbl  OOKYMEHMAYUOHHO2O0
obecneueHusi 0peamo8 20CyO0apCmeeHHOU 61aAcmu
cyovexkmos P®
Axmyanvuvie  60NpOCHl  OOKYMEHMAYUOHHOZO
obecneueHusi Op2aH08 MeCcmHO20 CAMOYNPABIIEHUs]
OIIK-1.2  [Bnaneer HaBblkamMu mouckal HHOusudyanbHble 3a0aHus Ha NPAKMUKY 013

1 oT0 opa HNCTOYHHUKOB,

Ba>XHbI JUIA
[KOHKPETHO-UCTOPUYICCKOT'O

C

KOTOpBIS
MiCCIIeTOBaHUS Y4ETOM
[IEHHOCTH JTIOKYMEHTAJIHHOTO
MCTOYHUKA  KaK  4acTH
MCTOPUYECKOTO Hacienus |

AKTUBA OpraHnu3alnun

cmyodenmog 1-020 Kypca:
3adanue 1. I3yunTh Hay4HO-IIPAKTUYECKHE

’KYpHaJIbI B 00J1aCTH JEI0MPOU3BOICTBA U
apXWBHOTO Jiena. [IoAroTOBUTH 0030p HAYYHBIX
MyOJTUKaI|il IO TEME UCCIIeIOBaHUS.
TpeboBanus Kk ohopMIIeHHIO 0030pa:

O06beM 0030pa TOIKEH COCTABIIATH 5-7 CTPAHUIL
(14 mpudTt, 1.5 uarepsan). CnuCOK UCTOUHUKOB
oOsi3areneH. TpeGoBaHus K 0pOpMIICHUIO CIICKA




Kon
HHMKATOpa

Nuaukatop qocTrXREHUs
KOMIIETEHIIUH

OueHoYHbIE CpEeACTBA

usnoxkensl B 'OCT P 7.0.100-2018
«bubnmorpaduieckas 3amuch.
bubnuorpadudeckoe onucanue.

[Tpumep 6ubaMOTrpadUuecKoro ONMMCaHus CTaThH:
1. Bonuna JI. U. IlpuaBopHas >ku3Hb B SIIOXY
Kapma Il Ctroapra / JI. . IBonuHa // Bompocsl
ucropuu. — 2010. —Ne 11. - C. 110-123.

2. CricoeBa E. A. Posp 6ubnuoreunoro gouaa B
(GhopMUPOBAHUU TTPABOBOM, TEXHOJIOTUIECKOU U
rpaduyecKoil KyJabTyphl IIKOJILHUKOB U CTYACHTOB
/ E. A. CricoeBa, M. B. Heno0Geaubiii //
bubmuorexoseneune. — 2010. — Ne 2. — C. 28-33.
CHKCOK )KYpHAJIOB:

1. «/1eonpon3BoACTBOY,

2. «/lenonpoun3BoICTBO U JOKYMEHTOOOOPOT

Ha IIPEANPUITHNY,

3. «OTeuecTBECHHBIE aPXUBBIY,

4. «BecTHUK apXuBHCTaY;

S. «Cekpetapckoe 1eno»,

6. «XOpoIIui CeKpeTapb»,

7. «Cekpetapb-pedepeHT,

8. «CripaBOYHMK ceKpeTapsi U oQuc-
MEHeKepay,

9. «CoBpeMeHHBIN 0rc-MEHEIKEP»,
10.  «YmpaBneHHe EPCOHATIOM,

11. «Kanposoe neno»,

12. «KanpoBas ciayx0ar,

13. «KagpoBuky,

14. «CrpaBOYHHK KaJpOBUKaAY,

15. «Kanpsl mpennpusatusy;

16.  «MeHemKMEHT U Kaaphl»,

17. «HayuyHo-TexHuueckast HHOpMAIIH»,
18. «bubnmorexkoBeneHuE»

u IIp.

Huousuodyanvnoe 3adanue Ha RPAKMUKY 0J14
CmyoeHmog 2-020 Kypca.
O3HaKOMHTEJBLHBIH YTl

3agnue 1. (nepsviii-emopoii denv). CTyIeHT
MePEeYUCIIIeT HANMEHOBAHUS TOKHOCTEM

PabOTHHUKOB B CTPYKTYPHOM OT/IEJI€ OPTaHU3aIlUN-
0a3el IIPaKTUKH. 3HAKOMUTCS C JOJIPKHOCTHBIMU
WHCTPYKITUSIMH W/WIIA TTPOPECCHOHATbHBIMU
CTaHIApTaMH, PETJIAMEHTHPYIOIIHMHA
ACATCIIbHOCTh JaHHBIX CIICIIUAJINCTOB. CocraBiser




Kon Nuaukatop qocTrXREHUs

OueHoYHbIE CpEeACTBA
WHIUKaTOpa KOMIIETEHIIUH

CIIMCOK M3y4YEHHBIX 10KyMeHTOB. Hanpumep:

1. [Tpuka3 Muntpyna Poccuu ot 06.05.2015 N
276H

"O6 yTBepkIeHUH MPOHECCHOHATHHOTO
cranaapra "Crnenuanuct 1Mo OpraHu3alioOHHOMY 1
JOKYMEHTAIMOHHOMY 00€CIICUEHHUIO YIPABICHHS
opranusanueil” (3apeructpupoBaHo B MuHiocte
Poccun 02.06.2015 N 37509)

2. IomKHOCTHAs MHCTPYKIUS CEKpeTapst
pykoBoauTens, yTB. rupekropom OO0
«Pomamkay» 12.01.2021.

[Tonb3ysick HOPMAaTUBHBIMH JOKYMEHTaMH,
pErIaMeHTHPYIOIIUMHU eI TeNbHOCTh JAaHHBIX
CHEIHAIHNCTOB, a TAK)KE COOCTBEHHBIMHU
HaOJIOACHUSAME 32 UX MPO(ECCHOHATEHON
JeSITETLHOCTBIO, CTYICHT (POPMYITHPYET IS ceOs,
KaKyI0 M3 Ha3BaHHBIX JIOJDKHOCTEW OH XOTel ObI B
OyAylIeM 3aHsTh; ApI'YMEHTUPYET CBOM OTBET.

OIIK-2
Crioco0eH HaxOJWUTh OPTaHMU3AMMOHHO-YIIPABICHYCCKUE PEIICHUS TPHU PEHICHUH 3a1ad B
chepe cBoeilt mpoeccHoHATBHON e TENHHOCTH,

Huousuoyanvnoe 3adanue Ha RPAKMUKY 014
cmyoenmog 2-020 Kypca.
O3HaKOMHTEJBLHBIH 3Tl

3annue 1. (nepsviii-emopoti oens). CTyIeHT
MEePEYUCIIICT HANMEHOBAHHUS JTOJKHOCTEH

pabOTHUKOB B CTPYKTYPHOM OT/I€JI€ OpraHu3aluu-
0a3bl MPaKTUKU. 3HAKOMUTCS C TOJKHOCTHBIMU
MHCTPYKLHUSAMHU W/ UM PO ECCUOHATBHBIMU
CTaHJapTaMH, PErJIaMEHTUPYIOIIMMHU

Omnpexensier nenu W 3afayd| AeITeIbHOCTb JaHHBIX crienuanucToB. CocTaBiser
OlK-p{ [MpaBicHui B cdepe cBoOe| CIMCOK U3YYEeHHBIX IOKyMeHTOB. Hampumep:
podeccnoHanbHOM 1. I[Tpuka3z Muntpyna Poccun ot 06.05.2015 N
N1EATEIIBHOCTH 276H

"O0 yTBepxkaeHnH MpohecCHOHATHFHOTO
craggapra "Crnenuainuct 1o OpraHu3allMOHHOMY U
JIOKYMEHTAIlMOHHOMY 00€CTIE€YEHHIO YIIPaBICHUS
opranu3zaiueit”(3apeructpupoano B MuHiocre
Poccum 02.06.2015 N 37509)

2. JIoJKHOCTHAsI HHCTPYKIMS CEKpeTapst
pykoBoauTens, yTB. aupekropom OO0
«Pomamka» 12.01.2021.

[Tonb3ysick HOpPMaTUBHBIMH JOKYMEHTaMH,




Kon Nuaukatop qocTrXREHUs

OueHoYHbIE CpEeACTBA
WHIUKaTOpa KOMIIETEHIIUH

pErIaMeHTUPYIOIUMHU JESITENbHOCTh JAHHBIX
CIEIHAJIMCTOB, a TAKXKE COOCTBEHHBIMU
HaOJI0ICHUSIMU 32 UX MPO(DHEeCcCHOHATEHOM
JeSTEIbHOCTBIO, CTYACHT (OpMYIIUpYeT AJis ceds,
KaKyI0 U3 Ha3BaHHBIX JIOJDKHOCTEN OH X0Tes Obl B
OyayIem 3aHsTh; apryMEHTHPYET CBOW OTBET.

[IpumepHas TemaTHKa HAyYHBIX 0030pOB:
Huousuoyanvnvie 3a0anus Ha NPAKMUKY 015
cmyoenmog 1-020 Kypca.

3aoanue 1. I3yunTb Hay4YHO-NIPAKTUYECKUE

JKypHAJIBI B 00JIACTH JCIIOMPOU3BOICTBA U
apxuBHOTO Jena. [ToAroToBUTH 0030p HAyYHBIX
myOJIMKaIMil IO TEME UCCIIeIOBaHUS.
TpeboBanus K 0(hOpMIICHUIO 0030pa.:

O6beM 0030pa TOIKEH COCTABIATH 5-7 CTPAHUIL
(14 mpudr, 1.5 uarepnan). CHuCOK UCTOYHUKOB
obsi3areneH. TpeboBaHus K 0pOPMIICHHUIO CITHCKA
uznoxxkensl B 'OCT P 7.0.100-2018
«bubnuorpaduueckas 3anuchk.
bubnuorpaduueckoe onucanue».

[Tpumep 6uOIMOrpadUUECKOro ONMUCAHUS CTaThU:
1. IBonuna JI. U. IlpuaBopHas xU3Hb B AIOXY
Kapna Il Crroapta / JI. . IBonuna // Boripocst
ucropuu. —2010. —Ne 11. - C. 110-123.

2. Cricoesa E. A. Ponp 6ubnuoreunoro ouzaa B

Mcnosb3yer OCHOBHBIE
MCTO/IbI n IMPUCMBIL
OpraHH3aIIH,

[UIaHUPOBAHKsI, MOTHBAIIHH,
KOODIMHAIIMM W KOHTPOIIS
mporieccoB B cepe cBoel

OIIK-2.2
(dbopMUPOBaHUU TTPABOBOM, TEXHOJIOTUYECKOU U
rpaduyecKoil KyJabTyphl IIKOJILHUKOB U CTYACHTOB
/ E. A. CricoeBa, M. B. HermoOeaunrii //
bubmuorexosenenue. — 2010. — Ne 2. — C. 28-33.
CHmcoK XYpHAJIOB:

podecCuoHAIbHON
e TeTbHOCTH

1. «/leonpon3BoACTBOY,

2. «J1enonpou3BoOACTBO U JJOKYMEHTOOOOPOT
Ha TPEIIPUITANY,

«OTeuecTBEeHHBIE aPXUBBDY,

«BecTHUK apXUBHUCTaY;

«CekpeTrapckoe JIeson,

«Xopoumi ceKpeTapb,
«Cexkperapb-pedepeHr,

«CripaBo4YHHK cekpeTraps 1 oduc-

O No Ok~ oW

MEHeKepay,
9. «CoBpeMeHHBIN o(rc-MeHeKEPY,
10.  «YmpaBneHue NEPCOHATIOM,

11. «Kanposoe neno»,




Kon
HHMKATOpa

Nuaukatop qocTrXREHUs
KOMIIETEHIIUH

OueHoYHbIE CpEeACTBA

12. «Kanpoas ciayx0ay,

13. «KaapoBuk»,

14. «CrpaBOYHHK KaJIPOBUKAY,

15. «Kaapsl mpeanpusTus»;

16. «MEHEIKMEHT U KaJIpbl»,

17. «HayuHo-TexHuueckas nHpopmarusy,
18. «bubnmnorekoBeieHUEY

u Jp.

[TpumepHas TeMaTUKa Hay4YHBIX 0030POB:
Memoowbl u npuemvl Mmomusayuu pabomMHUKOS &
obacmu 0e1onpou3so0Cmad U apxueHo2o oeia
IInanuposanue, koopounayus u KOHMpPOIb 8
obacmu 0enonpouzso0Cmad U apxueHo2o oeia

OIIK-2.3

YMmeer uaeHTU(UIMPOBATH
TpeOOBaHUS  HOPMATHUBHO-
[PaBOBOM Cpelbl K CBOEH
podecCuoHaIbHON

NesITeIbHOCTH 17l
NesITeNIbHOCTH OpraHU3aIuu

Huoueuoyanwvnoe 3adanue na npaKkmuxy 011

CmyoeHmog 2-020 Kypca.
O3HaKOMHTEJBHBIN dTaI

3agnue 1. (nepsuviii-emopoii denv). CTyneHT
MePEYHCIIICT HANMEHOBAHUS JOJIKHOCTEH

pabOTHUKOB B CTPYKTYPHOM OTJIeJI€ OpTraHH3aIH1-
0a3bl MPaKTHUKU. 3HAKOMUTCS C JTOJDKHOCTHBIMH
MHCTPYKUHUSAMU W/WIH TPO(HEeCCUOHATIbHBIMU
CTaHJApTaMH, PETJIAMEHTHPYIOIIIMHA
JeSITeTTHHOCTD TAaHHBIX crienuanucToB. CocTaBiser
CIMCOK U3yYEHHBIX JOKyMeHTOB. Hanpumep:

1. Ilpuka3 Muntpyna Poccun ot 06.05.2015 N
276H

"O0 yTBEep)KIeHUH MPOPECCHOHATBHOTO
cranaapTa "Crenuanuct o OpraHu3alluOHHOMY U
JOKYMEHTAIMOHHOMY 00€CIIEUEeHHUIO YITPABICHHS
opranuzarueit” (3apeructpupoBaHo B MuHIocTe
Poccnn 02.06.2015 N 37509)

2. JIoJKHOCTHAsI HHCTPYKIMS CEKpeTapst
pykoBoauTens, yTB. rupekropom OO0
«Pomamka» 12.01.2021.

[Tonb3ysch HOPMATUBHBIMHU JTOKYMEHTaMH,
pETIaMEHTHPYIONUMH JeSITETHHOCTh TAaHHBIX
CHEIHAIHNCTOB, a TAK)KE COOCTBEHHBIMHU
Ha0JI0/IEHUSIMU 32 UX MTPO(HeCCHOHATEHOM
JIeSTENIbHOCTBIO, CTYACHT (OpMyNIHUpYeT AJis ceds,
KaKyI0 M3 Ha3BaHHBIX JIOJDKHOCTEH OH XOTel ObI B
OyayIeM 3aHsTh; apryMEHTHPYET CBOM OTBET.
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OIIK-3 CriocobeH MpuUMEHSTh TEOPETUUESCKUE 3HAHUS ISl PEIICHUS IMOCTABJICHHBIX 3a7a4 B

obnactu JOKYMCEHTOBCACHUA U apXHUBOBECICHUA

OIIK-3.1

CocraBisier, 0opopMmIIsieT U

YIIPaBJIEHYECKYIO
TOKYMEHTAIMIO Pa3IMYHbIX

BEIIET

BHJIOB o npoQuITIo
eI TEeNbHOCTH OpTaHU3aINH
B COOTBETCTBUHM C €€
OpraHU3aIIOHHO-TIPABOBOM

(bopmoit

3aoanue 2. CTyaeHT 3HAKOMHUTCS C paboTON
OpraHu3alliy, HAPABJICHUSAMH JIESTEITBHOCTH U
0COOEHHOCTSIMH TOKYMEHTHPOBAHUS
YIPaBIEHYECKON JESTENIbHOCTH OpraHU3aliy.
CryzeHT u3ydaeT cofepKaHiue OpraHu3aluoOHHO-
MIPABOBBIX JOKYMEHTOB, pErilaMEeHTHPYIOIINX
JIOKyMEHTHPOBAHUE YIPABICHUECKON
JESTEIIbHOCTH 0a3bl MPAKTUKHU:

ITOJIOKCHHEC 0

CTPYKTYpHOM
MOJIpa3/IeJIeHUH OpPTraHu3allii, B KOTOPOM CTYJIEHT
MPOXOUT MPAKTUKY;

- WHCTPYKIHUIO TIO JICTIONPOU3BOJICTBY 0a3bl
MIPAKTUKU;

TOU

JTOJIKHOCTHYO HUHCTPYKITUIO
JIOJIKHOCTH JIOKYMEHTOBEA ([1€I0IPOU3BOIUTENIS,
CeKpeTapsi, MEHeKepa M0 MepcoHaly, apXUBHUCTA
U J1p.), KOTOPYIO 3aHUMaeT CTYIEHT BO Bpems
MPAKTUKU;

HOMEHKJIATypy aen u opyaue

opeanu3ayuoOHHO-npasoesble aOKyMeHmbl ba3zvl

npaxkmuKu.

*B omuéme 00191CHbL ObIMb YKA3AHBL PEKGU3UMbL
U3VUEHHBIX OOKYMEHMO8, NO360AI0WUE UX
uoenmu@uyuposams.

CoBMeCTHO ¢ pyKOBOUTENIEM 0a3bl MPAKTHKH
CTYZACHT OIPEIENSIET COIepIKaHNe U 00BEM
JIOTIOJTHUTENLHOM YacTH y4eOHOH MPaKTUKH.
CTy/IeHT ONHUCHIBAET CTPYKTYPY OpraHU3allHy,
cobmpaeT MaTepHuai Ui OTYETA, OTPAKAIOIINI
0COOEHHOCTH IOKYMEHTUPOBAHUS
YIPaBICHUYECKOUN NEITETLHOCTH Oa3bl MPAKTHKH.
CTyIeHT aHaTM3UpyeT HOPMATUBHYIO 0a3y
JOKYMEHTHPOBAHUS JIEATEILHOCTH OpPraHU3aIliy B
IIEJIOM U CTPYKTYPHOTO TOJIpa3/IeIeHus, B
KOTOPOM TPOXOJMT NMPAKTUKY, HA COOTBETCTBUE
COBPEMEHHBIM TPEOOBAHUSIM.

Iloocomoexa omuéma:

CryneHt o0o01IaeT cBeIeHHs, OJTYYEeHHBIE B X0/1€
NPAKTHKH, ¥ TOTOBUT OTYETHYIO IOKYMEHTAIIHIO B
COOTBETCTBHUH C aKTyaJIbHBIMH TPEOOBAHUSIMH,
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MPOIyMBIBAET BBICTYIUICHUE HA UTOTOBOM
KOH(EpEeHINH 10 y4eOHOM IPaKTUKE.

OO6s3arenbHON (HOPMOI OTYETHOCTH CTYICHTA-
MPAKTUKAHTA SIBJISIETCS MMCbMEHHBIN OTUET.

OTtuét opopmiisieTcss B I€YaTHOM BHJIC B
cootBercTBuM ¢ TpedoBanusmu ['OCT P 7.0.97-
2016. HaunonaneHblil crannapt Poccuiickoit
®enepannu. Cucrema cTaHIapTOB MO
uHopManuu, 6UOINOTEYHOMY U U3/1ATEIILCKOMY
neny. Opranu3alliOHHO-PACIOPSAUTEIbHAS
noKkyMeHTanus. TpeboBaHus K 0(OPMICHUIO
nokymeHntoB" (yTB. [Ipukazom Poccrangapra ot
08.12.2016 Ne 2004-ct) (pen. ot 14.05.2018).
OTtuéT nevaraeTcsi Ha CTaHAAPTHBIX OEJIBIX JINCTAX
dopmara A4 (210 x 297 MM) C OTHOM CTOPOHBI
ncta. Kaxaplil TUCT JOKYMEHTA JIOJKEH UMETh
OJIsl HE MEHEe:

20 MM — JI€BOE;

10 MM — npaBoe;

20 MM — BEpXHEE;

20 MM — HUXKHEE.

TekcroBerii pegakrop Microsoft Word, mpudt
Times New Roman, kersib 14, MeXCTPOUYHBII
uHTepBai — 1,5.

Bropyto 1 Bce mocneayronme CTpaHuIlbl 0TIETa
HyMepyroT. Homepa cTpaHuIl mpOCTaBIsSIOT
MOoCepeIMHE BEPXHETO MOJIs rcTa. AO3aIHbIN
orcrym (1,25 cM) U mepeHOCHl YCTaHABIMBAIOTCS
aBTOMATHUYECKHU.

O0s13aTeTbHBIMU AJIEMEHTaAMHU OTUETA SBIISFOTCS:

- TUTYJIBHBIN JIUCT;

- cojiepKaHue OTYETA C yKa3aHUEM CTPaHUIL
BCEX PA3IEIioB;

- OTNMCaHUE CTPYKTYPHI OpraHu3aIuu — 0a3bl
MIPAKTUKH;

- omucaHue CTPYKTYphl ciayk0bl JJOY 6a3bl
MIPAKTHKH;

- onrcanue QyHKIIMOHATBHBIX 00S3aHHOCTEH
TOU JOJDKHOCTH JIOKYMEHTOBEIA
(enompou3BOIUTENS, CEKpeTaps, MEHeKepa IO
MepCcoHaNly, apXUBHUCTA U JIp.), KOTOPYIO 3aHUMal
CTYJEHT BO BpEMS MPAKTHKHU;
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— aHaJI3 0COOEHHOCTEH JOKYMEHTHPOBAHUS
VIpaBIEHYCCKON ACSITETLHOCTH 0a3bl MPAKTUKH;

— CHUCTEMBI W  KOMIUIEKCHI  JOKYMEHTOB,
(GYHKITMOHUPYIOIITHE B JIEATEILHOCTH
opranuzanuy — 0a3bl MPaKTHKH;

— PCKOMEHIAIMKM 110 COBEPIICHCTBOBAHHIO
JIOKyMEHTHPOBAHHUS YIIPaBJICHUECKON
JIESITEIIBHOCTH 0a3bl TIPAKTUKH.

Huousuoyanvnoe 3adanue Ha RPAKMUKY 0]14

cmydenmog 2-020 Kypca.
3ananue 3. Pa3padoTka npoeKkToB JOKYMEHTOB

(nAmMovlti—00UHHAOYAMBLI OEHb).

CryneHTt coctaBisieT U 0hOpMIISIET He
MeHee decsaimu OPraHU3aIOHHO-
paclopsAUTENbHBIX TOKYMEHTOB YETHIPEX U Oolee
BUJI0B. [Ipu cocTraBiieHnH TOKYMEHTOB CTYICHT
YYHUTHIBACT CIIOKUBIIMECS B OpraHU3aIuN
TpeOOBaHMUS K COCTABICHUIO H OPOPMIICHHIO
COOTBETCTBYIOIIMX BUIOB JOKYMEHTOB U
BBITIOJIHSIET KOMIUICKCHBIN aHAJIU3 HE MEHEE
YETBIPEX IOKYMEHTOB Pa3HbIX BUJOB C TOUKHU
3pEHUsI COBPEMEHHBIX O0IIEPOCCUHCKUX
TpeOoBaHUI.
CTyneHT B X0/ MPaKTUKU COOMPAET KOJIECKIIUIO
COCTaBJICHHBIX U O(POPMIICHHBIX UM TOKYMEHTOB
(opurHHAIBI UM KOTTHH); CAMOCTOSATEIHEHO
cocTaBisieT U 0OpMIISIET UX OINHUCH, O0ecTieunBas
JI0Ka3aTeNNbCTBA JUYHOTO YUacTHsl B COCTABIICHUU
1 opopMIIEHUH TPECTABICHHON TOKyMEHTAIlUU U
e€ MHPOPMATUBHOCTH YepPe3 COOTBETCTBYIOIINE
PEKBUBHTHI.

3ananue 4. [loaroroBka otuyéra (dsenaoyamolii-
YemvlpHaoyamolil OeHb):

CryneHT o0o01aer cBeIeHus,
MOJTYYEHHBIC B X0JI€ TIPAKTHKH, U TOTOBUT
OTUETHYIO TOKYMEHTAIMIO, TPOIYMBIBAET
BBICTYIUICHHE HA UTOTOBOM KOH(EPEHIIUH TIO
y4eOHO-TTPOU3BOICTBEHHOU MPaKTUKE.
OO6s13aTennbHOM POPMOI OTUETHOCTHU CTYEHTA-
MPAKTUKAHTA SIBJISIETCS TUCHMEHHBIN OTUET.
OTtuér opopmiisieTcss B IEUaTHOM BHJIE B
cootBeTcTBUU ¢ TpeboBanusimu ['OCT P 7.0.97-
2016. HaunonanbHbIi cTangapT Poccuiickoi
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@enepaunn. Cucrema CTaHIapTOB 110
nHpopManuu, OMOINOTEYHOMY U U31aTETBCKOMY
neny. Opranu3alioOHHO-PacoPsAUTEIbHAS
nokymenTanus. TpeboBanus Kk 0hOpMIICHUIO
nokymeHToB" (yTB. [Ipukasom Poccrannmapra ot
08.12.2016 Ne 2004-cT) (pex. ot 14.05.2018).
OTt4éT neyataeTcsi Ha CTAHAAPTHBIX OEJBIX JINCTaX
dopmara A4 (210 x 297 MM) ¢ OIHOM CTOPOHBI
aucra. Kaaplid TMCT JOKYMEHTA JOJKEH UMETh
OJIsL HE MEHee:

20 MM — JIeBOE;

10 MM — npaBoe;

20 MM — BepxHee;

20 MM — HUKHEE.

Tekcroseii pegakrop MicrosoftWord, mpudt
TimesNewRoman, kerib 14, MEKXCTpOUHBIH
uHTepBan — 1,5.

Bropyto u Bce nocnenyromme CTpaHuLibl 0T4ETa
HyMepyroT. Homepa cTpaHull mpoCTaBisioT
MOCepEeIMHE BEPXHETO MMOJIs JucTa. AO3aIHbIN
orcryn (1,25 cM) U mepeHOCHl YCTaHABIMBAIOTCS
aBTOMATHUYECKHU.

O0s13aTeNTbHBIMU DJIEMEHTaMH OTUETA SBIISIOTCS:

— TUTYJBHBIN JIUCT;

- coJiep’kaHue OTU€Ta C yKa3aHHEM CTPaHMIL
BCEX pa3/IeIIoB;

- OTMCAaHHUE CTPYKTYPhI OpraHu3anuu — 0a3bl
MIPAKTUKH;

- omucaHue CTPYKTypol ciyx0b1 JIOY 6a3bi
MIPAKTUKH;

- onrcanue QyHKIIMOHATBHBIX 00S3aHHOCTEH
TOU IOJDKHOCTH JIOKYMEHTOBEIA
(Ienompou3BOIUTENS, CEeKpeTaps, MEHeKepa IO
MepCcoHaNly, apXUBHUCTA U JIp.), KOTOPYIO 3aHHUMal
CTYJICHT BO BpEMsI TIPAKTHKH;

- aHaJin3 0cOOEHHOCTEW JOKYMEHTHUPOBAHUS
YIPABICHUYECKOU IeATETbHOCTH 0a3bl MPAKTHKU;

- CUCTEeMBl W KOMIUIEKCHl JOKYMEHTOB,
(G YHKITMOHUPYIOIITHE B NEeATSTLHOCTH
OpraHu3anuy — 6a3bl MPAKTUKU;

- PEKOMEHAIMM TI0 COBEPIICHCTBOBAHUIO
JIOKYMEHTHUPOBAHUS yIpaBJIeHYECKON
JeSITEIbHOCTH 0a3bl MPaKTUKH;
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ONKCaHKE JOMOJIHUTEIIBHONW YacTH y4eOHO-
IIPOU3BOJCTBEHHOH IIPAKTUKH;

CIIUCOK JIOKYMEHTOB, COCTaBJICHHBIX H
O(OPMIICHHBIX CTYJIEHTOM BO BPEMsI IPOXOKICHUS
MPAKTHUKH,

3aBU3MPOBAHHBI  PYKOBOJUTEIEM

IMMPAKTUKH OT OpraHru3allnuu,

JOKYMEHThI  (OpUTHHAJBI WU  KOIHH),
COCTaBJICHHbIE M O(GOpPMIICHHBIE CTYACHTOM BO

BpeMs1 IPOXOXKIACHUS IIPAKTUKHU.

3HaeT IIpaBOBBIC HOPMbLI H

Huoueuoyanvnoe 3adanue na npakmuxy 0.1
CIMYOCHmMO8 2-020 Kypcda.
3aganue 2. (mpemuti-uemeepmoiii Oens). CTyAeHT

3HAKOMHUTCS C pabOTOI OpraHu3anuu,
HAIpPAaBJICHUSMU JESITEIbHOCTU U OCOOEHHOCTSIMHU
JIOKyMEHTUPOBAHHUS YIIPABICHUECKON
JIeSITEIbHOCTH OpraHu3aluu.

CryneHT u3ydaer cofepKaHue OpraHu3aluoOHHO-
IIPABOBBIX JTOKYMEHTOB, PErJIaMEHTUPYIOIINX
JIOKyMEHTHPOBAHUE YNIPABICHUECKON

[paBuiia OpraHu3aIli, )
JESITENIbHOCTH 0a3bl MPAKTUKHU:
CHUCTEMaTH3aIl1H,
- MOJIOKEHUE 0 CTPYKTYpHOM
OIlK-3.2  |[KOMIUICKTOBaHUS W y4YeTa|
MOJIpa3/IeIeHuy OpPTraHu3allii, B KOTOPOM CTYJIEHT
ITOKYMEHTAIBHOTO u
MPOXOUT MPAKTUKY;
APXUBHOTO (houm0B
- WHCTPYKIMIO TI0 JEJIONPOU3BOACTBY 0a3bl
OpraHu3aIiu
MPAKTUKU;
- JIOIKHOCTHYIO UHCTPYKIUIO TON
JOJIKHOCTH JIOKYMEHTOBeA (eIOMPOU3BOIUTENS,
CeKpeTapsi, MEHeKepa Mo MEepPCoHaly, apXUBUCTA
U J1p.), KOTOPYIHO 3aHUMaeT CTYAEHT BO BpeMs
MIPAKTUKH;
- HOMEHKJIATYpPY nen u opyaue
OpP2aHU3AYUOHHO-NPABOBbIe  OOKYMEHMbl  0a3vl
NPAKMUKU.
Hnousudyanvnoe 3adarnue Ha NPAKMUKY 015
PaGoTaeT ¢ KOpHnopaTUBHOW| cmydenmos 2-020 Kypca.
CHUCTEMOM 3ananmue 2. (mpemuii-uemseepmoiti Oenv). CTyACHT
ITOKyMEHTOO0OpOTa, B TOM| 3HAKOMHUTCS C pabOTOI OpraHU3aIuy,
OIIK-3.3  [ducie  DIEKTPOHHOTO,  B| HANIPABIECHUSMU JACITEILHOCTH U OCOOCHHOCTSIMH

COOTBETCTBUH C MPABOBBIMU
HOpMaMH
podeCCUOHAIBHON CPEIbI

JIOKyMEHTHUPOBAHHUS YIIPABIECHUECKON
JESATEIIbHOCTH OpPraHu3aluu.

CryneHT u3ydaeT cofiepKaHue OpraHu3aluoOHHO-
MIPABOBBIX JOKYMEHTOB, pErilaMEeHTHPYIOIINX
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UH/MKaTOpa KOMIIETEHIIUH
JIOKYMEHTUPOBAHUE YIIPABICHYECKON
JEeSATEIbHOCTH 0a3bl IPAKTUKU:
— MIOJIOKECHHE 0 CTPYKTYPHOM
MIOJIPa3/IeJICHU OpraHn3aIluH, B KOTOPOM CTYIEHT
IIPOXOJUT MPAKTHUKY;
— MHCTPYKLHIO TIO JIEJIONPOU3BOJCTBY 0a3bl
NPAKTUKU;
- JOJDKHOCTHYIO UHCTPYKLIHUIO TOM
JOJDKHOCTU JIOKYMEHTOBEZA (JEJI0NPOU3BOIUTEIS,
CeKpeTapsi, MEHePKepa 0 MEePCOHANy, apXUBHCTa
U Jp.), KOTOPYIO 3aHUMaeT CTYJEHT BO BpeMs
HPaKTUKH;
- HOMEHKJIATYpy aen u opyaue
Op2aHU3AYUOHHO-NPABOBble ~ OOKYMEHmbl  Oa3bl
NPaKmMuKu.

OIIK-4 CriocobeH ncnonp30BaTh 0a30BbIE 3HAHUS B 00JaCTH HH()OPMAITOHHO-

KOMMYHHKAIIHOHHBIX TEXHOJIOTHI B cepe CBOeH MpodecCHOHATBHON NesITeIbHOCTH

OIlK-4.1

Mcnosb3yer
H(OpMaLIOHHO-
KOMMYHHUKAI[HOHHBIE
TeXHOJIOTUU u
[IporpaMMHBIE CpeJICTBa IS
[OKCKa, 00paboTKY;
0OJIBIINX 00bEMOB
H(pOopMauu o
[TOCTaBJICHHOMN

mpoOjeMaTHKE Ha OCHOBE

CTaHJapTOB n HOPM,

IIPUHATBIX B

npodeccHoHaIbHOM cpeie, U

c ydeTtoM  TpeOOBaHUH
H(OPMAaIIMOHHOM
0e30macHOCTH

Hnousuoyanvuvie 3a0anus na npaxmuxy 0.1
cmyoenmoe 1-020 Kypca.
3aoanue 1. I3yunTb Hay4YHO-IPAKTUYECKUE

KYpHAITBI B 00JIACTH JISTIOMPOU3BOJICTBA U
apxuBHOTO Jiena. [ToAroToBUTH 0030p HAyYHBIX
myOJUKaIMil IO TEME UCCIIeIOBaHUSI.
TpeboBanus K 0(hOPMIICHUIO 0030pa.:

O6beM 0030pa TOMKEH COCTABIATH 5-7 CTPAHUIL
(14 mpudTt, 1.5 uareppan). CouCOK UCTOUHUKOB
oOsi3areneH. TpeboBaHus K 0hOpMIIEHHUIO CIIMCKa
uznoxensl B [OCT P 7.0.100-2018
«bubnuorpaduyeckas 3anuce.
bubnuorpaduueckoe onucanue».

[Tpumep 6ubAMOrpadUUECKOro OMUCAHUS CTAThU:
1. Bonuna JI. U. IlpunBopHas xU3Hb B AIIOXY
Kapna Il Ctroapta / JI. . IBonuna // Boripocsl
uctopuu. — 2010. — Ne 11. — C. 110-123.

2. CricoeBa E. A. Ponp 6ubnuoreunoro gouzaa B
(dbopMHpOBaHUHU MPABOBOM, TEXHOJIOTUYECKOH U
rpaduuecKoi KyJIbTyphl HIKOJIHHUKOB U CTYJCHTOB
/ E. A. CeicoeBa, M. B. HemmoGeausrit //
bubanorexosenenune. — 2010. — Ne 2. — C. 28-33.
CHucoK »KypHAaJIOB:

1.

«/lemonpoun3BoACTBOY,
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2.
Ha MpCAIIPUATUN,
«OT1euyecTBEHHBIC APXUBLD»,
«BecTtHHK APXUBUCTAN;
((CereTapCKOG pI(SA) (O o8

«J1enonpon3BOACTBO U JJOKYMEHTOOOOPOT

«XOpoLIHni CeKpeTapby,
«Cekpetapb-pedepeHT»,
«CripaBOYHHK CEeKpeTapsi 1 oQruc-

0 N Ok oW

MEHEIKEPay,
9.

10.
11.
12.
13.
14.
15.
16.
17.
18.

u ap.

«CoBpeMeHHbIN o(rc-MeHeKEP»,
«YIIpaBJIeHHE IEPCOHAIIOM,
«Kanposoe neno»,

«Kanpoas ciayx0ar,

«KanpoBuk»,

«CrpaBO4YHHK KaJpOBUKaAY,

«Kanps! npennpusaTus;
«MEeHEIKMEHT U KaJIpbl»,
«HayuHo-TexHuueckas nHpopmausy,
«bubnnorexkoBeaeHue»

OIIK-4.2

CrocobeH  co3maBaTh U

1ICITOJIB30BaTh HAay4YHO-
CHpaBO‘-IHBII‘/’I arrmapar JAJisg
I[TIOMCKa JAOKYMCHTOB
JIOKYMCHTAJIbHBIX

MaTCpHaJIOB

u

Huousuoyvanwvnoe 3aoanue na npaKmuKy 015

CMYOeHmo8 2-020 Kypca.
O3HaKkoOMUTEJbHbIH 3Tal

3agnue 1. (nepswviti-emopoii oenv). CTyAeHT
NIEPEYNCIIIET HAMMEHOBAHUS TOJKHOCTEN
paOOTHUKOB B CTPYKTYPHOM OT/ieie OpraHu3aluu-
0a3bl MPaKTUKU. 3HAKOMHUTCS € TOJKHOCTHBIMU
MHCTPYKUUSAMU W/WIH TPO(HECCUOHATIBHBIMU
CTaHJapTaMH, perjIaMeHTUPYIOIUMU
JIeSITEIbHOCTD IaHHBIX criennanucToB. CocTaBisier
CIIUCOK M3y4YEHHBIX J0KyMeHTOB. Hanpumep:

1. ITpuka3 Muntpyna Poccun ot 06.05.2015 N
276H

"O06 yTBEep)KIeHUH TPOPECCHOHATBHOTO
cranzaapTa "Crenuanict o OpraHu3alMOHHOMY U
JIOKYMEHTAIlMOHHOMY 00€CTIEUEHHIO YIIPaBICHUS
opranuzarueit" (3apeructpupoBano B MuHrocTe
Poccun 02.06.2015 N 37509)

2. Jlo;KHOCTHASI MHCTPYKIUS CEKpeTaps
pykoBoauTens, yTB. rupekropom OO0
«Pomamxka» 12.01.2021.

[Tonb3ysch HOPMATUBHBIMU JTOKYMEHTaMH,
perIaMeHTHPYIOLUUMH JeSITeIbHOCTh JaHHBIX




Kon
HHMKATOpa

Nuaukatop qocTrXREHUs
KOMIIETEHIIUH

OueHoYHbIE CpEeACTBA

CIEIUAIIMCTOB, a TAKXKE COOCTBCHHBIMU
Ha0JI0IEHUSIMU 32 UX MpodeccnoHanbHOI
JESTENIbHOCTBIO, CTYACHT (hOpMYIIUpYeT AJis ceds,
KaKyI0 U3 Ha3BaHHBIX JIOJDKHOCTEN OH X0Tes Obl B
OyaylieM 3aHsTh; apryMEHTUPYET CBOM OTBET.

OIIK-4.3

[Ipumensier
H(OPMAaLIMOHHO-
KOMMYHHUKAI[IOHHBIE
TeXHOJIOTUU B chepe
1IeT0NPON3BOICTBA,
ApXUBHOTO J1ej1a

Hnouesuoyanvuvie 3a0anus Ha npaKmuKy 01

cmyoenmoe 1-020 Kypca:

3aoanue 1. I3yunTh HayYHO-TIPAKTHYECKUE
JKypHaJIbI B 00JIaCTH AETOMPOU3BOACTBA U
apxuBHOTO zena. [IoaroTroBuTh 0030p HayYHBIX
myOJMKaIuil 0 TEME UCCIIeJOBaHUS.
TpeboBanus k opopmiieHUI0 0630pa:

O06beM 0030pa TOJIKEH COCTABIIATH 5-7 CTPAHUIL
(14 mpudT, 1.5 uarepBan). CHUCOK UCTOYHUKOB

obs13areneH. TpeboBaHus K 0pOPMIICHHUIO CITHCKA
uznoxxensl B 'OCT P 7.0.100-2018
«bubnmorpaduieckas 3amuch.
bubnuorpadudeckoe onucanue.

[Tpumep 6uOAMOTPaPUUECKOTO OTIMCAHUS CTATHH:
1. Bonuna JI. U. IlpunBopHas *U3Hb B AIOXY
Kapna Il Crroapta / JI. . IBonuna // Boripocst
ucropuu. — 2010. — Ne 11. - C. 110-123.

2. CricoeBa E. A. Posie 6ubnmmoreunoro ouaa B
(dbopMUPOBaHUU TTPABOBOM, TEXHOJIOTUYECKOU U
rpaduyecKoil KyJabTyphl HIKOJIBHUKOB U CTYACHTOB
/ E. A. CricoeBa, M. B. HemoOGegusrii //
bubnunorexkoBenenue. — 2010. — Ne 2. — C. 28-33.
CHucoK )KYpHAaJIOB:

1. «/1eonpon3BoACTBOY,
2. «J1enonpou3BoJACTBO U JOKYMEHTOOOOPOT
Ha IPEOIPUATANY,

3. «OTeuecTBEeHHbIE aPXUBBDY,

4. «BecTHUK apxuBUCTaY;

5. «CekpeTapcKoe JEN0o»,

6. «XOpoLINN CEKpeTapby,

7. «Cexkperapb-pedepeHr,

8. «CrpaBOYHHK cekpeTaps u oduc-
MEHeKEepay,

9. «CoBpeMeHHBIN 0(rC-MEHEKEP»,
10. «YTpaBiieHHE TEPCOHATIOM»,

11. «Kanposoe aenoy,

12. «Kanpoas ciayx0ar,
13. «KagpoBuky,




Kon Nuaukatop qocTrXREHUs
OueHoYHbIE CpEeACTBA

UHMKATOpa KOMIIETEHIINH
14. «CrpaBOYHHK KaJpOBUKaAY,
15. «Kaapsl mpeanpusTus;
16. «MEHEIKMEHT U KaJIpbl»,
17. «HayuyHo-TexHuueckast HHOpMAIIH,
18. «bnbnmorekoBeneHNEY
u JIp.

OIIK-5 CnocobeH  caMOCTOATENIbHO  paboTaTh ¢  Pa3dUYHBIMH ~ HCTOYHHUKAMH

I/IH(l)OpMaHI/II/I H IIPUMCHATH OCHOBBI I/IH(l)OpMaI_II/IOHHO-aHaﬂHTquCKOﬁ JACATCIIbBHOCTU IIpH
PECLIICHUN HpO(i)CCCI/IOHaJ'IBHBIX 3ajJa4.

OIIK-5.1

lcnonb3yer IIPUEMBI
aHaJIN3a,
YHU(UKALUN

CTaTUCTUYECKOW 00paboTKH

CUCTEMATU3ALNH,
"
[MOTOKOB  HMH(pOpManuu
COJIEPKATEIIBHO

bil
3HA4YUMBIX]
ODMITUPUYICCKUX JaHHBIX

Huoueuoyanvnoe 3adanue na npaKkmuxy 011

cmydenmog 2-020 Kypca.
3ananue 3. Pa3padoTka NnpoeKkToB JOKYMEHTOB

(NAmMovlti—00UHHAOYAMBLI OEHb).

CryneHT cocTaBisieT U 0hOpMIISIET He
MeHee decsimu OPraHU3aAIIOHHO-
paclopsAUTENbHBIX TOKYMEHTOB YETHIPEX U Ooliee
BUJ0B. [Ipu cocTaBieHUH JOKYMEHTOB CTYAECHT
YUUTBIBAET CIOKUBLIMECS B OpraHU3aLUN
TpeOOBaHUS K COCTABIECHUIO U O(POPMIIEHUIO
COOTBETCTBYIOIIMX BUAOB JOKYMEHTOB U
BBITIOJTHSET KOMILJIEKCHBIN aHAIN3 HE MEHee
YeTHIPEX JTOKYMEHTOB Pa3HbIX BUJOB C TOUKH
3peHHsI COBPEMEHHBIX 00IEPOCCUNCKUX
TpeOoBaHUIA.
CTyzeHT B X0/i€ MPaKTUKU COOMPAET KOJJIEKIIHIO
COCTaBJIEHHBIX U 0()OPMIICHHBIX UM JOKYMEHTOB
(opuTrHHAIBI UM KOTTHH); CAMOCTOSTEIHLHO
cocTaBisieT U 0pOpMIISIET UX OINUChH, O0ecTieunBas
JIOKA3aTeNbCTBA JMYHOTO YIaCTHUS B COCTABICHUHU
1 opopMIIEeHUH TIPEICTABICHHON TOKyMEHTAIIUU U
e€ nH(POPMATUBHOCTb Yepe3 COOTBETCTBYIOIINE
PEKBU3UTHI.

3ananue 4. [loaroroBka oTuéra (dsenaoyamolii-
YemvlpHaoyamolil OeHb):

CryneHnT o0o01aer cBeIeHus,
MOJTYYEHHBIC B X0JI€ TIPAKTHKH, U TOTOBUT
OTUETHYIO TOKYMEHTAIUIO, TPOIYMBIBAET
BBICTYIUICHHE HA UTOTOBOM KOH(EPEHIIUH TIO
y4eOHO-TTPOU3BOICTBEHHOU MPAKTUKE.
O06s13aTennbHOM POPMOI OTUETHOCTHU CTYEHTA-
MPAaKTUKAHTA SBIISCTCS MUCHbMEHHBINA OTYET.
Otuét opopmiIsieTcs B Ie4aTHOM BHUJIC B
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cootBercTBUH ¢ TpeboBanusimu ['OCT P 7.0.97-
2016. HaunonanbHelil cTangapT Poccuiickoi
®enepanuu. Cucrema cTaHIAPTOB O
nHpopManuu, OMOINOTEYHOMY U U31aTETBCKOMY
neny. Opranu3alioOHHO-pacopsAUTEIbHAS
nokymeHTarus. TpeboBaHus K 0(OPMIICHHUIO
noxkymeHToB" (yTB. [Ipukasom Poccrannapra ot
08.12.2016 Ne 2004-ct) (pen. ot 14.05.2018).
OTtuéT neyaTaeTcsi Ha CTAHAAPTHBIX OEJBIX JINCTaX
dbopmara A4 (210 x 297 MM) C OJTHOI CTOPOHBI
mucta. Kakaplil TMCT JOKyMEeHTa JI0JKEH UMETh
T0JIsL HE MEHee:

20 MM — JIeBOE;

10 mm — paBoe;

20 MM — BEepXHEE;

20 MM — HUKHEE.

Tekcroseii pegakrop MicrosoftWord, mpudt
TimesNewRoman, kerib 14, MEKXCTpOUHBIH
uHTepBai — 1,5.

Bropyto u Bce nocnenyromnme CTpaHuilbl OT4ETa
HyMepyroT. Homepa cTpaHuil mpoCcTaBiIsiOT
MOocepeIMHE BEPXHETO MOJIs rcTa. AO3aIHbIN
orctyn (1,25 cM) U mepeHOCHl yCTaHaBIMBAIOTCS
ABTOMATHYCCKHU.

O0s13aTeNTbHBIMU AJIEMEHTaMH OTUETA SBIISIOTCS:

— TUTYJBHBIN JIUCT;

- coJiepkaHue OTUéTa C yKa3aHHEM CTPaHHII
BCEX pa3/IeNoB;

- OTMCAaHHUE CTPYKTYpPhl OpraHu3anuu — 0a3bl
MPAKTUKU;

- OomHucaHue CTPYKTYphI ciayx0bl JJOY 6azbl
MIPAKTUKU;

— onucanue (QyHKIIMOHATBHBIX 00s3aHHOCTEN
TOU IOJDKHOCTH JIOKYMEHTOBEIA
(TenonpOn3BOIUTEIIS, CEeKpeTaps, MEHe/Kepa IIo
MepCOHANTy, apXUBHUCTA U JIp.), KOTOPYIO 3aHUMAal
CTYJIEHT BO BpEMSI IIPAKTHKHU;

- aHaJin3 0COOEHHOCTEW NOKYMEHTHPOBAHHUS
yIpaBIeHYECKON AeSITENEHOCTH 0a3bl MPaKTUKH;

- CUCTEeMBI W  KOMIUIEKCHl  JOKYMEHTOB,
(GYHKIIMOHUPYIOLIUE B NeSITeNIbHOCTH
OpraHu3ay — 6a3bl MPAKTUKU;

- PEKOMEHJIalMi TI0 COBEPLICHCTBOBAHUIO
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HHMKATOpa

Nuaukatop qocTrXREHUs
KOMIIETEHIIUH

OueHoYHbIE CpEeACTBA

JIOKYMEHTUPOBaHUS YIPABJICHYECKOU

JACATCIIBHOCTH 0asbl IIPAKTHUKHU,

ONMCAHUE JIOIIOJHUTENIBHON YacTu y4eOHo-
IIPOU3BOJCTBEHHOM IIPAKTUKH;

CIIUCOK JIOKYMEHTOB, COCTAaBJICHHBIX U
O(OPMIICHHBIX CTYJIEHTOM BO BPEMSI IPOXOKICHUS
MPaKTUKH,

3aBU3MPOBAHHBI  PYKOBOJUTEIEM

IMMPAKTUKH OT OpraHru3alunmn,

JIOKYMEHThl  (OpUTMHAJIBI WJIM  KOIHUH),
COCTaBJICHHBIE M O(OPMJICHHBIE CTYJIEHTOM BO

BpeMs IPOXOXKACHUS IPAKTUKHU.

OIIK-5.2

Brinenser

CHUCTEMATU3HPYET
CMBICIIOBBIE KOHCTPYKLIMH B
TeKCcTax HCTOYHUKOB,
COCTaBISIET U PENAKTUPYET
TEKCTBI CITy>KeOHBIX

ITOKYMEHTOB

Huoueuoyanwvnoe 3adanue na npakmuxy 011

cmydenmog 2-020 Kypca.
3ananue 3. Pa3padoTka NnpoeKkToB J0KYMEHTOB
(namulii—00UHHAOYAMbI OEHb).

CtyzneHT cocTaBisieT 1 0pOPMIISET He

MeHee decamu OPraHU3AIMOHHO-
pPacHoOpSIUTENBHBIX JOKYMEHTOB YETHIPEX U Ooee
BUI0B. [Ipu cocTaBneHnN JOKYMEHTOB CTYJCHT
YUUTBIBAET CIO0KHBILHUECS B OPraHU3aLUU
TpeOOBaHUS K COCTABJIEHUIO U O(POPMIIEHHUIO
COOTBECTCTBYIOIIHNX BUAOB JOKYMCHTOB 1
BBITIOTHSIET KOMIUIEKCHBIA aHAJIN3 HE MeHee
‘-ICTI:IpéX JAOKYMCHTOB pPa3HbIX BUAOB C TOYKH
3peHHsI COBPEMEHHBIX 00IEPOCCUNCKUX
TpeOoBaHUI.

CTyIeHT B X0/1€ IPAaKTUKU COOMPAET KOJIJIEKIHIO
COCTaBJIEHHBIX U O(OPMIICHHBIX UM JOKYMEHTOB
(OpUTrHHAJIBI MK KOIIUH ); CAMOCTOSATENIBHO
COCTaBIISICT 1 OPOPMIISIET UX ONKCh, O0ECTICUNBAs
JIOKa3aTeIbCTBA JIMYHOTO YYACTHS B COCTABICHUN
1 0OpMIICHUH TIPEACTABICHHOM TOKYMEHTAIINU U
e€ nH(POPMATHBHOCTD Yepe3 COOTBETCTBYIOIIHE
PEKBU3UTHI.

3ananue 4. [loaroroBka oT4yéra (dsenaoyamolii-
YUemvIpHAOYAMblil OeHb):

CryneHnT o0o01aer cBeIeHus,
MOJIyYEHHBIE B XO/1€ IPAKTUKU, H TOTOBUT
OTYETHYIO JOKYMEHTAITHIO, TTPOIYMBIBACT
BBICTYIUICHHE HA HTOTOBON KOH(EPEHITUH TI0
y4eOHO-TIPOU3BOICTBEHHON TPAKTUKE.
O06s13aTennbHOM POPMOI OTUETHOCTHU CTYEHTA-
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KOMIIETEHIIUH

OueHoYHbIE CpEeACTBA

MIPAKTUKAHTA SIBJSICTCS MMChMEHHBIA OTYET.

OTtuér opopmiisieTcss B IEUaTHOM BHJIE B
cootBeTcTBUU ¢ TpeboBanusimu ['OCT P 7.0.97-
2016. HaunonanbHbIil cTangapT Poccuiickoi
®enepanuu. Cucrema cTaHIApPTOB O
uHpopManuu, ONOINOTEUHOMY U U3JATEIHCKOMY
neny. OpraHu3alMOHHO-PacOPSAUTENbHAS
nokyMmeHTanus. TpeboBanus K 0hOpMICHUIO
noxkymeHnToB" (yTB. [Ipukasom Poccrannapra ot
08.12.2016 Ne 2004-cT) (pen. ot 14.05.2018).
OTtuéT neyataeTcst Ha CTAaHAAPTHBIX OEJBIX JINCTaX
dbopmara A4 (210 x 297 MM) C OJTHOI CTOPOHBI
mucta. Kakaplil TMCT JOKYMEHTa JI0JKEH UMETh
I10JIs1 HE MEHEE:

20 MM — JIEBOE;

10 mm — paBoe;

20 MM — BEpXHEE;

20 MM — HUKHEE.

Texkcrosrii pegaktop MicrosoftWord, mpudr
TimesNewRoman, kerib 14, MEKCTpOUHBIH
uHTepBan — 1,5.

Bropyto u Bce mocnenyromnue CTpaHullbl OTYETa
HymepyroT. HoMepa cTpanui mpocTaBisioT
MOCEPEIMHE BEPXHETO MOoJIs IncTa. AO3alHbIN
orctyn (1,25 cM) U mepeHOoChl yCTaHaBIMBAIOTCS
ABTOMATHYCCKHU.

OO0s13aTeNIbHBIMU 2JIEMEHTAMH OTYETA SBIISIFOTCS:

- TUTYJIbHBIN JIUCT;

- coJiepkaHue OTUéTa C yKa3aHHEM CTPaHHII
BCEX pa3/IeNioB;

- OMHCAaHUE CTPYKTYpPhI OpraHu3anuu — 0asbl
MPAKTUKU;

- onucaHue CTpyKTypbl ciayxkO0sl JIOY 6a3bl
MIPAKTUKH;

— onucanue (QyHKIIMOHATBHBIX 0053aHHOCTEN
TOM JOJKHOCTH JIOKyMEHTOBE/Ia
(Tenonmpou3BOIUTENS, CEeKpeTaps, MEHeKepa IO
MepCoHANTy, apXUBHUCTA U JIp.), KOTOPYIO 3aHUMAal
CTYJICHT BO BpEMSI IIPAKTHKHU;

- aHaM3 0coOEHHOCTEW MOKYMEHTHPOBAHUS
YIpaBIeHYECKON AESITENILHOCTH 0a3bl MPAKTUKH;

- CUCTEMBl U  KOMIUIEKCHl JOKYMEHTOB,
(GYHKIIMOHUPYIOIIUE B NeSTebHOCTH
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opranuzanuu — 0a3bl MIPaKTHKH;

PEKOMEHJIAllUA 110 COBEPIICHCTBOBAHUIO
JIOKYMEHTUPOBaHUSA YIPABJICHYECKOU

JACATCIIBHOCTH 0askl IIPAKTHUKHU,

ONMCAHUE JIONIOJHUTENIBHON YacTu y4eOHo-
IIPOU3BOJCTBEHHOH IIPAKTUKH;

CIINCOK JIOKYMEHTOB, COCTaBJICHHBIX U
O(OPMIICHHBIX CTYJICHTOM BO BPEMSI IIPOXOKICHUS

IMPAaKTHUKH, 33,BI/I3I/IpOBaHHBII\/JI PYKOBOAUTCIIEM

IMMPAKTUKH OT OpraHru3alumn,

JOKYMEHThI (OpUTHHANIBI WU  KOIHH),
COCTaBJIEHHbIE W OQOPMIIEHHBIE CTYAEHTOM BO

BpeMs IPOXOXKIACHUS IPAKTUKH.

OIIK-5.3

Bnaneer HaBBIKaAMH|
[pallMOHATBHOMN
H(OPMAaLIOHHO-

MO CKOBOM
BCACHHS

rcclieJOBaHUN

paboTel  [uId

Hay4YHBbIX

Huoueuoyanwvnie 3a0anus na npaKkmuky 0
cmyoenmoe 1-020 Kypca:
3aoanue 1. I3yuuth Hay4YHO-IPAKTUYECKUE

JKypHAIIBI B 00JIACTH JCIOMPON3BOACTBA U
apxuBHOTO nena. [ToAroToBUTh 0030p HAyYHBIX
myOJMKaIil IO TEME UCCIIeIOBaHUSI.
TpeboBanus K 0(hOPMIICHUIO 0030pa.:

O6beM 0030pa TOMKEH COCTABIATH 5-7 CTPAHUIL
(14 mpudTt, 1.5 uarepsan). CoucoK UCTOUHUKOB
oOsi3areneH. TpeGoBaHus K 0POPMIIEHHIO CITCKA
uznoxkensl B 'OCT P 7.0.100-2018
«bubnuorpaduueckas 3amuch.
bubnuorpaduueckoe onucanue.

[Ipumep 6ubaMOrpaduuecKoro ONMMUCaHUS CTAThU:
1. IBonuna JI. U. IlpuaBopHas KHU3Hb B AMOXY
Kapna |l Ctroapra / JI. 1. UBonuHa // Bonipockl
uctopuu. — 2010. — Ne 11. — C. 110-123.

2. CricoeBa E. A. Ponb 6ubnuoreunoro gouzaa B
(dbopMUPOBaHUU TTPABOBOM, TEXHOJIOTUYECKOU U
rpadUecKoi KyJIbTyphl MIKOJIHHUKOB U CTYJCHTOB
/ E. A. CricoeBa, M. B. Heno0GeauwbIii //
bubmnorexosenenne. — 2010. — Ne 2. — C. 28-33.
CHHCOK )XYpHAJIOB:

1.
2.
Ha TPEIIPUITANY,

«/lenonpousBocTBOY,
«J1enonpou3BoOACTBO U JJOKYMEHTOOOOPOT

3. «OTeuecTBEeHHbIE aPXUBBDY,
4. «BecTHUK apXuBHCTaY;
5. «Cekperapckoe Jeo»,
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6. «XOpoLIHni CeKpeTapby,

7. «Cexkperapb-pedepeHr,

8. «CrpaBOYHHK cekpeTaps u oduc-
MEHEeKEepay,

9. «CoBpeMeHHBIN 0(HC-MEHEIKEP»,
10. «Y1paBlleHHE IEPCOHATIOM,

11. «Kanposoe neno»,

12. «Kanpoas ciayx0a»,

13. «KagpoBuky,

14. «CrpaBOYHHK KaJIpOBUKAY,

15. «Kaapsl mpeanpusTus;

16. «MEHEIKMEHT U KaJIpbl»,

17. «Hayuno-texnuueckas uHGopmanus»,
18. «bubnmoTekoBeICHUEY

v JIp.

HDI/IMG‘DHaﬂ TEMATHKA HAYYHBIX O63ODOBI

20.  Joxymemmuposanue yeneti u 3a0aiy 8
VApasnenuu opeanuzayuet

21. Knaccugpurayus OOKYMEeHMUpOBAHHOU
uHgopmayuu 6 uHGopmMayuoHHOM obecneveHuu
VAPasieHus.

22. Muenuss u  oyenku  cneyuaaucmos 8
obracmu  OOKYMEHMAYUOHHO20  o0becnedeHus:
VAPABIEeHUss 0 COCMOAHUU OellONpoU3Bo0Cmed U
apxusHozo oena ¢ Poccuu

23. Tatim-menedscmenm 6 OOKYMEHMAYUOHHOM
obecneyeHuu 0esimebHOCMU PYKOBOOUmMeIs

24.  Komnemenyuu cospemeHHO20 ceKpemapsi
PyKogooumens

25.  Komnemenyuu YIpasaowe2o
OoKymenmayuetl

26.  Komnemenyuu apxusucma

27. Komnemenyuu cneyuaiucma no

dopmuposanuio 31eKmMpoOHHO20 apxXuea

28. Dakmopwvl 0nacHo2o0 U 8peoHO20 GIUAHUSL
pabomosl HA KoMNblOmMepe HA 3peHue pabomHUKO8
cayorconl JIOY u apxusnoeo Oena. Mepwi 3auumul
3peHus U NPoUIAKMUKY 3a00Ne8aHUL 2143

29. Dnemenmos cpedvl (MmexHuwecKux cpeocms,
MEXHONO2UYEeCKUX  Npoyeccos,  Mamepuaos,
30aHull u coopyoiceHutl), OKa3b18AIOUWUX
ompuyamenvHoe enuUsAHUe Ha 300posbe
cneyuanucmos cayxcovt JJOY u apxusnoeo oena
30.  Kougruxmoer na pabowem mecme. Ilpasuna




Kon Nuaukatop qocTrXREHUs
WHIUKaTOpa KOMIIETEHIIUH

OueHoYHbIE CpEeACTBA

OeCKOHpIUKMHO20  83aUMOOelicmeus 6 Ciydcoe
JOYV.

31. Texnuxa 6Oe3onacHocmu  CREYUAIUCTNOB
cayacovl JJOY u apxusnoeo dena

32.  Joxymemmayus no IO u UYC &
opeanuzayuu

33.  Ilpasuna o3naxomnenus pabOmMHUKO8 C
ooxymenmayueu no 1'O u 4YC 6 opeanuzayuu

34.  Axmyanvuvie 80NPOCHI
OOKYMEHMAYUOHHO20 —~ 0DeCneyeHus  OpeaHo8
eocyoapcmeenHotl enacmu P®

35.  Axmyanvhbie B0NPOCHL
OOKYMEHMAYUOHHO20 —~ 0DeCneyeHus  Op2aHos
2ocyoapcmeennol enracmu cyovekmos P@

36.  AxmyanvHole 80NpOCHI
OOKYMEHMAYUOHHO20 — 0DecneyeHus  OpeaHo8
MeCmHO20 CaAMOYNPABIEHUs.

37.  Memoowu u npuemvl  MOMUBAYUU
pabomuuxos 6 obracmu 0eionpouzsoocmea U
apxusHo2o oend

38.  IInanuposamnue, KoopouHayus u KOHMPOIb
6 obnacmu 0enonpousso0Ccmaa U apxusHo2o oeid.
... ¥l IpyTHE TEMBI IO COTIIACOBAHHUIO C
PYKOBOJUTEIIEM MTPAKTHKH

ITo utoram HpOMC)K)WO‘-IHOfI aTTECTAllUH BBICTABJIAIOTCSA OUCHKH «OTJIIMYHO», «XOPOILIO>»,

«YHAOBJICTBOPUTCIIBHOY», KHECYAOBJICTBOPUTCIBHO.

Kpurepun onenku:

AJI TIOJTYyYC€HUA 3a4€Ta € OLICHKOM 110 y‘le6H0ﬁ IMPAKTHUKE

— Ha OLIEHKY «OTJMYHO» (5 0aioB) — 00y4yarouIuiicst 1eMOHCTPUPYET BHICOKUN YPOBEHD

C(l)OpMI/IpOBaHHOCTI/I KOMHCTCHHHﬁ, BJIAZACCT KAaTCrOprUaJIbHBIM alIapaToM, YMECT €Tro

HCII0JIB30BAaTh B COOTBETCTBYIOIIEM KOHTCKCTEC, YMECT IIPOKOMMCHTUPOBATH OMPECACIICHHUC,

MOSICHUTB, IPUBECTU IPUMEPBHI, WILTIOCTPUPYIOIINE OTAENbHBIE MTON0XKEHN. CTYIEHT u3araet

I/IH(I)OpMaI_II/IIO JIOTUYHO, TOCJICAOBATCIIbHO, APT'YMCHTUPYSA U KOMMCHTUPYS ITOJIOKCHUA,
HCIIOJIB3YCT paccy;x;[afonmﬁ CTWJIb, BBICKA3bIBA€CT CBOIO ITIO3HUIIHIO, (I)OpMYJ]I/IpyeT BBIBOJbI B

KOHIIC BOIIPOCOB.

— Ha OIEHKY «X0opo1o» (4 6anna) — o0yJaronuiics: 1IeMOHCTPUPYET CPEAHUIA YPOBEHB

C(l)OpMI/IpOBaHHOCTI/I KOMHCTCHHHﬁI OCHOBHBIC 3HaHHWA, YMCHUSA OCBOCHBI, HO JOITYCKAKOTCA

HC3HAYHUTCIIbHBIC OHH/I6KI/I, HETOYHOCTH, 3aTPYAHCHHA ITPU aHAITUTHUYCCKUX OICpalHniIX,

IEPEHOCE 3HAHWUH U yMeHI/II\/’I Ha HOBBIC, HCCTAHJAPTHBIC CUTYalluH.

— Ha OIICHKY «Y/0BJIETBOPHUTENbHO» (3 Oayia) — 00yJaronuiics IeMOHCTPUPYET MOPOTOBBII

ypOBEHBb CHOPMUPOBAHHOCTH KOMITETEHITUI: B X0/I€ KOHTPOIBHBIX MEPOIIPUSATHI TOTYCKAIOTCS

OLIMOKH, POSIBIIETCS] OTCYTCTBUE OTACIBHBIX 3HAHUI, YMEHU, HAaBBIKOB, 00YYaromuics



UCTIBITHIBACT 3HAYUTEIIBHBIC 3aTPYAHCHUS TIPU ONIEPUPOBAHNH 3HAHUSIMH U YMEHHUSIMH TIPH UX
MEPCHOCC HAa HOBBIC CUTYAllNH.

— Ha OIEHKY «HEeY/I0BJIETBOPUTEIbHO» (2 Oarna) — 00yJaromuics JeMOHCTPUPYET 3HAHUS HE
6onee 20% TeOpeTUIECKOro MaTepuaa, TOMyCKaeT CyleCTBEHHBIC OMIMOKH, HE MOXKET
MOKa3aTb MHTCIUICKTYAJIbHBIC HABBIKU PCIICHUA ITPOCTHIX 3a1a4.

— Ha OILICHKY «HEeYI0BJIETBOPUTEIbHO» (1 Oain) — 0Oyyaronmiicss He MOKET ITOKa3aTh 3HAHUS
Ha YpOBHE BOCIIPOM3BEICHUS U 00BSICHEHUST HH(DOpMAITHK, HE MOXKET IOKa3aTh
MHTEJUICKTYaJIbHBIC HABBIKU PEIICHUS MPOCTHIX JICIIONPOU3BOICTBEHHBIX 3a/1a4.



