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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




1 Iesan npaktuxku/HAP

Lesstmu pOU3BOACTBEHHOM — MPEAJIUIIOMHON MPAKTUKH MO HANPABJIEHUIO MOATOTOBKU
46.03.02 JIokyMEHTOBEICHHE U apXUBOBEICHUE SBJISIOTCS

— cOop HEoOXOIUMOro MarepHaja JUlsl BBIIIOJHEHUS BBITYCKHOW KBaJHU(PHKAIIMOHHON
paboTHI;

— pa3paboTKa MPeIOKESHHI TT0 COBEPIICHCTBOBAHUIO COCTOSIHUS BRLIOPAHHOHW B KA4eCTBE
00beKTa uccaeaoBaHus chepbl TOKYMEHTAIIMOHHOTO 00ECTICUCHUS YITPaBICHUS.

[IpenmuruioMHas MpakTUKa MPOBOTUTCS B (GopMe TPAKTHKUA MO TOTYyYCHHUIO
MpoEeCCHOHAIBHBIX ~YMEHHUH W  OmbITa MNPOGECCHOHANBHOM  JESITEIbHOCTH, HAy4HO-
Uccre10BaTeNbeKas paboTa, TBOpUECKasi MPAKTHUKA.

2 3agaum npakTuxku/HUP

3ajayaMu TPOU3BOCTBEHHOMN — MPEAUIIOMHOMN MPAKTUKY SIBIISIOTCS

— ydyacThe B TEOPETHUYECKHUX pa3paboTkax B 0OJACTH JTOKYMEHTOBEACHUS U
ApXUBOBEACHUS;

— aHajau3 MHQPOPMAIMOHHBIX IOTOKOB M HMH(POPMAIIMOHHOTO B3aWMOJICHCTBUS B
OpraHu3aIluy;

— aHaM3 TOTPEOHOCTEH B ONEPATHBHOM W PETPOCICKTUBHOW HHGMOpMAIIUH,
OTpeIeJICHUE METOJIOB U CIIOCOOOB UX YOBJIETBOPEHUS;

— y4yacTHe B NPHUKIATHBIX pa3paboTKax IO CO3JaHUI0 CHCTEM JOKYMEHTAIMOHHOTO
obOecrieueHHs yIpaBiIcHHs, YHUDHUKAIMK, CTaHIAPTH3AIMK JOKYMEHTOB, a TakKe B 0OJACTH
aApXHMBHOTO JIeNa;

— ydactue B pa3paboTKe aBTOMATU3UPOBAHHBIX CHCTEM JOKYMEHTAI[MOHHOTO
oOecrieueHHs YIpaBlIEHUsS M apXMBHOTO Jiela Ha CTaAUsIX MOCTAHOBKH 3aJa4d U OLEHKU HX
MIPUMEHEHHUS B YCIOBUSX KOHKPETHOW OpraHU3alllu;

— ydactue B pa3paboTke HOPMATHBHO-METOJIMYECKHX JOKYMEHTOB, aKTOB (IIpaBHII,
nepeyHeil TOKYMEHTOB, MOJIOKEHUH, UHCTPYKIMM, KIacCUPUKATOPOB, Tabenaeil MpUMeHSIeMbIX
dbopM TOKYMEHTOB U JAp.) MO JTOKYMEHTAIIMOHHOMY OOECIEUEHHUIO YMPABICHUS U apXUBHOMY
Ay,

— ydacTue B MyOJIUKAIIMOHHOM AeSITENFHOCTH U BHICTABOYHOM paboTe;

— MOJTOTOBKA CIIPABOYHO-TIOMCKOBBIX CPEJICTB;

— cocTaBieHue pedepaToB U co3gaHue OubIMOrpaduu MO TEMaTHKE MPOBOJIUMBIX
HCCIICIOBAHNIA;

— y4acTH€ B COCTaBJIIEHHMHM OTYETOB IO HAYyYHO-HCCIIEIOBATEIbCKOM M METOAMYECKOU
pabore.

3 Mecto npaktuku/HUP B cTpykType 00pa3oBaTe/ibHOI MPOrpaMMbl
Hns  mpoxoxneHust npaktuku/HUP HeoOxomumbl 3HaHHS (YMEHUs, BIAJCHUA),
c(hOpMUPOBAHHBIE B pe3yJIbTaTe U3yUEHUS TUCIUIUINH/ TPAKTUK:
VYrpaBneHue 4ea0Be4eCKUMHU pecypcamu
OCHOBBI TOKyMEHTOBEACHUS
JlokyMeHTaIMoHHOe 00ecredeHne rocyJapCTBEHHOT 0 ycTpoiicTBa B PO
OCHOBBI apXMBOBEECHUS
Beenenue B mpodeccuto
CoBpeMeHHast opraHu3alus rocyJapCTBEHHbIX yupexaeHuii Poccun
ApxuBOBeIEHUE
ApXHBBI [10 TUYHOMY COCTaBY
KondunenmnuansHoe 1en10npon3BoACTBO
Opranu3anus 1 TEXHOJIOTUS TOKYMEHTAIMOHHOTO 00ECTICeYCHHUs YIIPaBICHUS
IIpakTHKyM IO COCTAaBICHHIO U O(POPMIICHHIO CITy’KEOHBIX TOKYMEHTOB



TexHuyeckue cpecTBa yIpaBIeHUS B JOKYMEHTAIIMOHHOM OOECIICUYCHHUH YIIPABICHUS U
apxuBax

Jlenosas nepenucka

NudopmannonHoe obecrieueHue ypaBaeHUs

Kanposoe nenornpounsBoctTBo

[IpoexTupoBaHue ynpaBieHYECKON JOKYMEHTAI[UU OPTraHU3alun

JIoKyMeHTaIlMOHHOE 0OecrieueHne aIMUHUCTPATUBHBIX OTHOIIEHUH B PD

JlokymMeHTaImoHHOe oOecreueHre rpak IaHCKUX OTHOIICHHH B PO

JlokymMeHTaImoHHOE 0OecreueHre TPyAOBBIX OTHOIICHHH B PD

KagpoBas nonmtuka

MopenupoBaHue CUCTEM JOKYMEHTAMU OpraHU3aluu

OCHOBBI CEKpETapCKOro OOCITYKHBAHUS

JlokymMeHTHas IMHTBUCTUKA

JlokymMeHTOBe1IeHIE

[IpaBoBeneHue

JIOKyMEHTHUPOBAHUE AEATEIbHOCTH HErOCYAapCTBEHHBIX OpraHu3alui

Opranu3anus padoThl ¢ 00palleHUsIMU TPaKIaH

[Tpon3BoicTBEHHAs - MPAKTHKA IO MOJIYYCHUIO TMPO(HECCHOHATBHBIX YMEHUN M OIBITA
npodheccuoHaNbHOM AeSITeIbHOCTH

[IponsuxeHne Hay4YHOU IPOAYKIIUU

JlokyMeHTaIlMOHHOE O0ecreyeHue AesITEIHHOCTH OPraHOB MECTHOTO CaMOYIIPaBIICHUS 1
MYHULUIIAJIbHBIX OpraHUu3alni

[IpoekTHas AEATENBPHOCTh TO JAOKYMEHTAIIMOHHOMY OOECIEUEHUIO YIPaBJICHUS
OpraHu3aluen

AJIMUHUCTPUPOBaHKE PAOOTHI C TEPCOHANBHBIMU JAHHBIMU

DNEKTPOHHBIE ApPXUBHBIE JOKYMEHTHI

O06paboTka 1 3a1uTa JOKYMEHTHPOBAaHHOW HHGOpMauu

3Hanus (yMEHHs], BIAJCHHs), MOMyuYeHHBIE B Ipoliecce MpoxoxaeHus npaktuku/HUP
OyIyT HEOOXOAMUMBI JJIsl U3YUCHUS TUCIUIUIAH/TIPAKTHK:

[ToaroroBka k caaue u ca4a rocy1apCTBEHHOTO HK3aMeHa

[ToaroToBka K 3aIIMTe U 3aIUTA BBITYCKHOM KBAIM()UKAIIMOHHONW pabOThI

4 Mecto npoBeaenHusi npaktuxku/HUP

[IpakTuka mnpoBoauTcs Ha Oa3e opraHuzauuil Ji000OM OpraHU3alMOHHO-TIPABOBOM
¢dopmbl. CTyeHThl 3204HON (HOpMBI 0O0YyUEHHS MPOXOAST MPAKTUKY B OpPraHU3aLUsAX 110 MECTY
TPYIOBOH I€ATEIbHOCTH.

IIpakTrKa MOXET IPOBOANUTHCS B CTPYKTYPHBIX MOAPA3AEICHUIX OPTaHU3aALNH.

JUia nuin ¢ OrpaHMYEHHBIMH BO3MOYKHOCTSMHU 3J0POBbsSI BBIOOP MECT MPOXOKICHHS
NPAKTUK JI0JDKEH YYUTHIBATH COCTOSTHHUE 30POBbS U TPEOOBAHMUS 110 JOCTYITHOCTH.

Cnioco6 nposenenust npaktuku/HUP: et
ITpaktuka/HUP ocymecTisieTcss TUCKPETHO

5 Komnerenuuu odyuaruierocsi, opmupyembie B pe3yabTaTe NPOX0KIEHUS
npaktuku/HUP n nianupyemsble pe3yabTaTbl 00y4eHHs

B pesynprare mnpoxoxaenus mnpaktuku/HUP oOywarommuiics momkeH o0nagath
CJIEIYIOIIMMH KOMITETCHIMSIMU:

KO,}I HHAUKaTopa I/IH)II/IKaTOp JOCTHIXKCHUS KOMIIECTCHIITNU

VYK-1 CrnocoOeH OCyIIeCTBIATh IMOWUCK, KPUTHYCCKUNM aHAIM3 W CHHTE3 HH(POPMAIIHH,
OPUMCHATH CUCTEMHBIN noaxo[d AJid pCIICHUA MOCTABJICHHBIX 3a4a4




YVK-1.1

Ananusupyer  3ajgady, BBIOENsAs  ee  0a30BbIe  COCTaBISIOIINE,
paccMaTpuBaeT M IpeUlaraeT  BO3MOJXKHBIE  BAapHAHTBl  pPEIICHUS
IIOCTABJICHHOM 3a/1a4M, OLICHUBAs MX JOCTOMHCTBA U HEIOCTATKHU

YK-1.2

Omnpenensier, UHTEPHPETUPYET U PAHKHUPYET HMHPOPMALHUIO, TpeOyemyro
JUIS PELIeHUsl MOCTAaBJICHHON 3a/1a4yM; OCYILECTBIISAET MOUCK MH(pOpMaIuu
10 Pa3JMYHbIM TUIIAM 3aIIPOCOB

YK-1.3

IIpu oOpabGotke wuHpOpManuu omIMYaeT GakThl OT  MHEHUH,
MHTEpPIIPETalri, OLEHOK, (OPMUPYET COOCTBEHHBIE MHEHHS M CY)KICHUS,
apryMEHTHPYET CBOH BBIBOJIBI U TOUKY 3PCHUS

YK-3 CriocoOeH OCyIIeCTBIATh COUATBLHOE B3aUMOJCHCTBHE M PEATM30BBIBATH CBOIO POJIb B

KOMaHIC

VK-3.1

Onpenenser CBOIO pojb B COLUMAIBHOM B3aMMOJCUCTBUU M KOMAaHIHOMN
paboTe, HCXOAS W3 CTPATETUU COTPYIHUYECTBA IS JOCTHIKEHUS
MIOCTaBJIECHHON WEIH; CTPOUT MPOAYKTHUBHOE B3aUMOJECUCTBUE C YUYETOM
HOPM M YCTAHOBJIEHHBIX IIPABHJI KOMAaHIHON PaOOThI

VK-3.2

[Ipu peanuzamuu CcBOEW POJIM B COUUAIBHOM B3aUMOJACHCTBUU U
KOMaHJHOW pa0doTe Yy4YUTHIBAET OCOOCHHOCTH TOBEACHUS M HHTEPECHI
JPYTUX YYACTHUKOB, AHAJIM3UPYET BO3MOXKHBIE TOCIEICTBUSA JIMYHBIX
JIEUCTBUN

YK-3.3

OCYH.[CCTBJ'ISIGT obMeH I/IH(i)OpMaI_IPIeﬁ, 3HAaHUSAMH K OIIBITOM C YICHAMH
KOMaH[bl; OLHCHUBACT HJACH APYIrUX YJICHOB KOMAH/bI AJId AOCTHIKCHUSA
TOCTaBJICHHOM O CJIN

YK-4 Cnoco0GeH oCylecTBIATh AETOBYI0O KOMMYHHKAIIMIO B YCTHOM U MUCbMEHHOU (hopMax Ha
roCyJIapCcTBEHHOM s3bIke Poccuiickoit denepanuy i HHOCTPaHHOM(BIX) s3bIKe(ax)

YK-4.1

BriOupaeT cTuiib OOIICHHUS HAa PYCCKOM SI3BIKE B 3aBUCHMOCTH OT IS H
YCIIOBUH MapTHEPCTBA; aJaNTHUPYeT peub U CTHIIb OOIICHUS K CUTYaIHUsIM
B3aNMOIEHCTBUS

YK-4.2

Beger nenoByro nepenucky Ha pyCCKOM U MHOCTPAHHOM SI3bIKaxX C y4€TOM
OCOOCHHOCTEH CTHIUCTHUKU OQUIIHMAIBHBIX IMHUCEM U COIMOKYIBTYPHBIX
pa3anInin

YK-4.3

Brimonasaer ISt JIMYHBIX neyen IIEPEBO oduIIHaTBLHBIX 51
npodeccHOHANBHBIX TEKCTOB C MHOCTPAHHOTO S3bIKa Ha PYCCKUH, C
PYCCKOTO SI3bIKa HA MHOCTPAHHBIN

YK-4.4

[1yOnu4HO BBICTYNAaeT HAa PYCCKOM $I3BIKE, CTPOUT CBOE BBICTYIUIEHHE C
YYETOM ayAUTOPUH U LIEJIU OOIIECHUS

YK-4.5

YcrTHO MPEACTaBIACT PE3YJIbTAThI CBOEH ACATCIIBHOCTH Ha HWHOCTPAHHOM
S3BIKC, MOXCT ITOAJACPKATH Pa3roBOp B XO0A€ UX O6Cy>KI[eHI/I$I

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, IIPOEKTOB, IIPU  JOCTHUKEHUU
IIOCTABJICHHBIX LIEIEHI

YK-6.2 Ompenenser TPHOPUTETHI COOCTBEHHOW JEATEIHHOCTH, JIMYHOCTHOTO
Pa3BUTHS U TPO(ECCHOHAIBHOTO POCTa

YK-6.3 OnenuBaeT TpeOOBaHUS PbIHKA TPyAa M IMPEUIOKEHUs 00pazoBaTeIbHBIX

YCIIYT JJIS BBICTPAWBAHMS TPACKTOPUU COOCTBEHHOTO MPO(PECCHOHATBHOTO
pocra

VYK-7 CnocobeH mnoanepKuBaTh JOJKHBIM YpOBEHb (U3UYECKOM MOArOTOBICHHOCTH JUIS
o0ecrnevyeHus MOJIHOIEHHON collMaabHON U podhecCHOHAIbHON AeSITeIbHOCTH

YK-7.1

BriOupaer 3mopoBbecOeperaronie TEXHOJOTHH  JUIS  TOJACpKaHHUS
3I0pOBOTO 00pa3a >KWU3HM C y4eTOM (PU3UOJIOTHUECKUX OCOOCHHOCTEH
OpraHu3Ma M YCIOBHU pealn3ainui MpodecCHOHATBHON NesITeIbHOCTH




YK-7.2 [Inanupyer cBoe pabouee U CBOOOJHOE BpeMs Ui ONTUMAIBHOTO
coyeTaHus (PHU3MYECKOM W YMCTBEHHOH Harpy3ku H oOecreueHHs
paboOTOCIIOCOOHOCTH

YK-7.3 CobmolaeT W mpomaraHAUPyeT HOPMBI 3A0POBOTO 00pa3a KH3HU B

PA3JIMYIHBIX ) KU3HCHHBIX CUTYAllHUAX U B HpO(l)eCCI/IOHaJIBHOﬁ JACATCIIbHOCTH

I[IK-1 Cmiocoben oc

YUICCTBJIATL OPraHnM3allMOHHOC, JOKYMCHTAIMOHHOC U I/IH(l)OpMaLII/IOHHOe

obecneyeHne JCATCIIBHOCTH PYKOBOAUTECIIA OpraHu3aluu

[K-1.1 Opranuzyer u obOecreynBaeT JIOKYMEHTAIIMOHHOE COMPOBOKICHUE
NEATEIbHOCTH PYKOBOJAWTENSI HA OCHOBE BHEIIHMX U  JIOKAJIbHBIX
HOPMAaTUBHBIX aKTOB

I1K-1.2 Opranm3yer WHGOPMAIMOHHOE W JOKYMEHTAIIMOHHOE B3aUMOJICHCTBUE
PYKOBOJUTENS C IOCETUTENSMHU, MOAPA3AEICHUIMH, JOJKHOCTHBIMU
JUIIAMH TApTHEpaMU

[1K-1.3 Opranmsyer pabouee Bpems, (YHKIHOHAIBHOE IPOCTPAHCTBO CBOE H

PYKOBOOUTEIIA, COIIPOBOXKOACT pa60qI/Ie

PYKOBOJIUTEIS

OpraHnu3alMOHHO IMpoueCChl

[1K-2 Crioco6eH ocymecTBIsTh JOKYMEHTAIIMOHHOE 00ecIieueHre YIPABICHUS OpraHr3aluen

[K-2.1 OpraHu3yeT W periaMeHTHPYeT JIOKYMEHTUPOBAHHE YIPABICHUECKOU
JICSTSIILHOCTH B OpraHU3aIluu

[1K-2.2 Opranu3yeT 1 periiaMeHTHUPYET JOKYMEHTOOOOPOT B OpraHU3aINH

[1K-2.3 OpraHusyeT, perJiaMeHTHPYET ONEpaTHBHOE XPAHCHUE M HMCIIOJIb30BAHHE

JOKYMCHTOB B OpraHu3aliin

[1K-3 CnocoGen opraHu3oBaTh W aJAMUHUCTPUPOBATH JIEATEIHLHOCTh MO OPraHU3ALUU Tpyla U

OIJIaThI ICPCOHAJIa

[1K-3.1

OO0ecrieunBaer AOKYMCHTAIMOHHOC U OPraHU3al[MOHHOC COIIPOBOXKICHUC

CHCTEMBI OpraHHM3aIliH U OIIATEl TPYAa IIepCoHaIa

[IK-4 Crocoben p

YKOBOJUThH TPOIECCOM CKAHUPOBAHMS, BBOJAa M OOpaOOTKH [aHHBIX B

CHUCTCEMC JJICKTPOHHOI'O apXHBa

[1K-4.1 VYnpaBiser IesTeNbHOCThIO M0 KOHTPOJK (DYHKIIMOHUPOBAHUS, BBOJA U
00pabOTKH JAHHBIX B CHCTEME DJICKTPOHHOTO apXHBa

[1K-4.2 Pa3pabatbiBaeT JIoKagbHbIE HOPMAaTUBHBIE aKThI IO BOIIPOCAM OpraHU3alul
IIPOLIECCa CKAHUPOBAHUS B CUCTEME DJIEKTPOHHOI'O apXUBa

I1K-4.3 OcyiecTBiseT cTpaTeruyeckoe INIAHUPOBAHME U MOCTPOECHHUE IPOLECCOB

CKaHMPOBaHUsI, BBOJAa W OOpaOOTKU JAaHHBIX B CHCTEME DJIEKTPOHHOTO
apXxuBa




6. CTpykTypa u conep:xxanue npakruxku/HAP

O6mas Tpynoemkocth npaktuku/HUP cocraBnser 3 3averHbix emuuuir 108 akan.
YacoB, B TOM YHCIIE:

— KOHTaKkTHas padora — 1,3 akaj. 4acos:

— caMmocrosTenbHast pabora — 106,7 akas. 4acos;
— B hopme mpakTudeckoi moaroropku — 108 aka. 4acos.

Ne
/11

Paznensl (3Tansl) U conepkaHue
MPaKTHKA

Cemectp

Bunsl paboT Ha MpakTHKeE,
BKITIOYAsT CAMOCTOSATENBHYIO PaboTy

Kon xomneTeHyu

IToaroToBUTENBHEIN 3TAIl

IpocnymmBaHHe HHCTPYKTaXa IO
TeXHHKE OE30MacHOCTH, BBOJHOTO
HHCTPYKT@Ka [0 OXpaHe TpyAa H
MOJTyYCHHUE HHIUBHIYATHHOTO
3a/laHUsl Ha MPaKTHKYy B paMKax
TEMBI BBITYCKHOI
kBaupukanuonHoi padotsl (BKP)

VK-1.1, VK-1.2, VK-1.3, YK-3.1,
VK-3.2, YK-3.3, VK-4.1, YK-4.2,
VK-4.3, VK-4.4, VK-4.5, YK-6.1,
VK-6.2, VK-6.3, YK-7.1, YK-7.2,
VK-7.3, [1IK-1.1, TIK-1.2, T1K-1.3,
[K-2.1, IIK-2.2, T1K-2.3, TIK-3.1,
IK-4.1, I1TIK-4.2, TTIK-4.3

COop MpaKTHYECKOrO Marepuana
g Hanucanus BKP

COop (¢akTHyeckoro marepuaia
st mpaktadeckoit wactu  BKP.
ITpoBepka TEOPETHIECKOTO
Marepuaia Ha MpaKTHKe.

VK-1.1, VK-1.2, VK-1.3, YK-3.1,
VK-3.2, VK-3.3, YK-4.1, YK-4.2,
VK-4.3, VK-4.4, VK-4.5, YK-6.1,
VK-6.2, VK-6.3, YK-7.1, YK-7.2,
VK-7.3, [1IK-1.1, TIK-1.2, T1K-1.3,
IK-2.1, IIK-2.2, T1K-2.3, TIK-3.1,
IK-4.1, I1TIK-4.2, TTIK-4.3

DopmynpoBKa
MpeIBapUTEIbHBIX PEKOMEHIAIUI
TI0 McClieTyeMoii mpobieme

[ee]

IIpoBenenue aHanM3a IOKYMEHTOB
0a3sl TpaKTHKM ©  pa3paboTka
IPOEKTOB JOKYMEHTOB B paMKax
TEMBI HCCIIETOBAHHS.

VK-1.1, VK-1.2, VK-1.3, YK-3.1,
VK-3.2, VK-3.3, YK-4.1, YK-4.2,
VK-4.3, YK-4.4, VK-4.5, YK-6.1,
VK-6.2, VK-6.3, YK-7.1, YK-7.2,
VK-7.3, [1IK-1.1, TIK-1.2, TTK-1.3,
IK-2.1, [1IK-2.2, T1K-2.3, TIK-3.1,
IK-4.1, I1IK-4.2, T1IK-4.3

IIpenzamura BKP

[MoaroroBka x mpem3amute BKP.
Odopmienue otuéra o
MPEIUINIOMHON NPaKTHKE.

VK-1.1, VK-1.2, VK-1.3, YK-3.1,
VK-3.2, VK-3.3, YK-4.1, YK-4.2,
VK-4.3, YK-4.4, VK-4.5, YK-6.1,
VK-6.2, VK-6.3, YK-7.1, YK-7.2,
VK-7.3, [1IK-1.1, TIK-1.2, TTK-1.3,
MK-2.1, [IK-2.2, T1K-2.3, TIK-3.1,
ITK-4.1, I1IK-4.2, TTIK-4.3




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-JAHA, 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 YNpaBICHUS Ha MPEONPUATHIX — Pa3IMYHBIX
OpraHU3aIMOHHO-TIPABOBBIX (QopM : yueOHOoe mocobue [mis By3oB]| / cocraButenu: C. C.
Benukanosa, M. B. Kamy6a ; Maruutoropckuii roc. Texunueckuii yH-T um. I'. Y. HocoBa. -
Marnurtoropck : MI'TY um. I'. K. Hocoga, 2020. - 1 CD-ROM. - ISBN 978-5-9967-1816-0. -
Bar. ¢ Turyn o9kpana. - URL : https://magtu.informsystema.ru/uploader/fileUpload?
name=4125.pdf&show=dcatalogues/1/1535269/4125.pdf&view=true (mata obpaleHus:
25.01.2023). - MakpooObekT. - TekcT : aneKTpoHHbIH. - CBeneHus NOCTynHbl Takxke Ha CD-
ROM.

Anoxuna, C. A. KypcoBas pabora 10 JOKyMEHTOBEICHHIO, apXWBOBEICHHIO,
OpraHM3alMl M TEXHOJOTHMH JOKYMEHTAI[MOHHOTO OOECIeYeHHsI YIpaBlIeHUs : 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:
04.10.2019). - MakpooObekT. - TekcT : aneKTpoHHbIH. - CBeneHus NOCTynHbI Takke Ha CD-
ROM.

0) JonoiHuTeIbLHAS JINTEPaTypa:

Benukanosa, C. C. KanpoBoe nenonpou3BOACTBO U apXUBbI JOKYMEHTOB IO JINYHOMY
COCTaBy: MpakTUKyM : mnpaktukyM [mang By3oB] / C. C. Benukanosa, . B. Kamy6a ;
MarnuTtoropckuii roc. rTexuudeckuil yH-T uM. I'. 1. HocoBa. - Maruuroropck : MI'TY um. I'. .
HocoBa, 2020. - 1 CD-ROM. - 3arn. ¢ Tturyn.okpada. - URL
https://magtu.informsystema.ru/uploader/fileUpload?
name=4126.pdf&show=dcatalogues/1/1535271/4126.pdf&view=true (mata obpareHus:
25.01.2023). - MakpooOBeKT. - TekcT : anekTpoHHbIH. - CBeneHus qOCTynHbl Takke Ha CD-
ROM.

MecTHoe camoyIipaBlieHHe U MyHHIIMIIATbHOE yIipaBiieHHe : yueOHuk / moxa pen. A. C.
[Mpynaukosa, M. C. Tpodumosa. - 2-¢ u3z., nepepad. u gom. - M. : KOHUTU-AHA, 2011. -1
anekTpoH. ont. auck (CD-ROM). - 3aru. ¢ tutyi. skpana. - (YueOHas aurepaTypa AJsl BBICII. U
cpea. 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) MeToanueckue yKazaHus:
Metoanyeckre peKoMeHAaluu K 0()OPMIICHHUIO OTYETA 110 MPAKTUKE



Ob6s3arenbHOl (OPMON OTUETHOCTH CTYIEHTA-TIPAKTHKAHTA SIBISETCS MHUChMEHHBIH
OTYerT.

Otuér odopmisieTcs B NMEYaTHOM BHUAEC B COOTBETCTBUU C Tpeboanmsimu ['OCT P
7.0.97-2016. Haunmonanwsubiii ctanmapt Poccuiickoit ®denepamuu. Cucrema CTaHIapTOB IO
uH(popMaIui, OUOIMOTEYHOMY U M3JaTeNbCKOMy jaeny. OpraHu3aluoHHO- PacTOpsSANTEIbHAS
nokymeHTarus. TpeboBanus k odpopmienuto nokymeHTtoB" (yTB. Ilpuka3zom Poccranmapra ot
08.12.2016 Ne 2004-cT) (pexn. ot 14.05.2018).

OTtu€T meyaraercs Ha CTaHIAPTHBIX OenbIX Juctax dhopmara A4 (210 X 297 Mm) ¢ ogHOM
CTOpOHBI JincTa. Kak1plil TUCT TOKyMEHTa JOHKEH UMETh T10J1s1 HE MEHEe:

20 MM — JI€BOE;

10 mm — npaBoe;

20 MM — BepxHee;

20 MM — HUXKHEE.

Texcroseiii pemakrop Microsoft Word, mpudr Times New Roman, kerios 14,
MEXCTPOUYHBIN nHTEpBa — 1,5.

Bropyto u Bce mocnenymomue CTpaHdLbl OT4éTa HymepyroT. Homepa crpaHui
MPOCTABJISIFOT MTOCEPEANHE BEPXHEro mois jucra. AG3anueiii orcrym (1,25 ¢M) M mepeHOCH
YCTaHABIMBAIOTCA ABTOMATHUYECKHU.

CopepxaHue oT4eTa JI0JKHO BKJIKOYATh CIIEIYIOIINE pa3elibl:

1. TUTYynBHBIN JIMCT 1O YCTaHOBIIEHHOU (opme

2. Coneprkanue OT4€Ta C yKa3aHHEM CTPAHMII BCEX Pa3J/ieioB M0 YCTAaHOBIEHHON (hopme

3. Xapaxrtepuctuka BKP (Tema, Hay4yHblli pyKOBOAMTENb, ILi€Nb, OOBEKT, IPEIMET
UCCIIeIOBaHMsI, 3a/1a4M, 0a3a MPOBEIACHHI UCCIIEI0OBAHUS, CTPYKTYpa paboThI).

4. Kpatkoe conepxkanue teoperudeckoit uactu BKP.

5. Onucanue MPaKTUIECKON YaCTU UCCIICIOBAHMUSL.

6. PekoMenaanuu mo uccienyemMoin npooieme.

CTyI[eHTaM'HpaKTI/IKaHTaM PECKOMCHAYCTCA Ha IMPOTANKCHUUN BCETO nepuoaa
MPOXOKACHUA IMTPAKTUKH BECTU THCBHUK ITPAKTHUKHU.

r) [Iporpammuoe obecneuenue u UnTepHer-pecypceni:
http://archives.ru ®enepanpHoe apxuBHOe areHTcTBO PD (Pocapxus)

IIporpammHoe o0ecnieuenune

Haumenosanue 10 Ne norosopa Cpox neicTBUS TUIIEH3UN
MS Office 2007 Ne 135 ot 17.09.2007 0eccpoYHO
7Zip ¢B000HO pacnpocrpansemoe 11O 0ecCcpoYHO
Adobe Reader cB000HO pacnpoctpansemoe 110 0OECCPOUHO
FAR Manager cB00O0HO pacnpoctpansemoe 110 0OECCPOUHO

IIpodeccnonanbubie 62361 JAHHBIX 1 HH(POPMALMOHHBIE CIPABOYHbIE CHCTEMbI
HasBanme Kypca Cchlnka

DnekTponHas 6asza mepuoanyeckux mi3manmii East View|https://dlib.eastview.com/
HNudopmanmonnas cucreMa - Emmnoe oxno mocryma x|URL.: http://window.edu.ru/
denepansHoe rocynapcersenoe oromxernoe yapexaenne| URL: http://www1 fips.ru/
HammonansHas nHbopMaInoHHo-ananuTuueckas|URL
ITouckosas cucrema Axanemuss Google (Google Scholar) [URL.: https://scholar.google.ru/
Poccuiickas I'ocynapcrsennas 6noanoreka. Karamorn https://www.rsl.ru/ru/4readers
DnekTpoHHble pecypchl Oombmmorexkn MI'TY wmm. I'.U.|https://magtu.informsystema.r
DenepanbHbIii 00pa3oBaTenbHbIN mopTan — DxoHoMuKa. [http://ecsocman.hse.ru/




Yuusepcurerckas undopmarmonnas cuctema POCCHS |https://uisrussia.msu.ru
MexnayHaponnas 0asa IOJHOTEKCTOBBIX  kypHasos|http://link.springer.com/
MexnayHapoanass pedeparuBHas M noJiHOTeKcToBas |https://www.nature.com/sitein
ApxuB HaYYHBIX YKYPHAJIOB «Harmonaneusii|https://archive.neicon.ru/xmlu
HNudopmanmonnas cucreMa - Hopmatusuble npasossie|https://fstec.ru/normotvorches
Nudopmanmonnas cucreMa - bank gandeix  yrpos|https://bdu.fstec.ru/

9 MarepuajabHO-TeXHHYECKOoe o0ecnieuenne npakruku/HUP

MarepuaabHO-TEXHHUECKOE 00CCIIEUCHHE OpPraHu3alliii pa3IMYHbIX OpPraHU3alHOHHO-
IPaBOBBIX ()OPM TIO3BOJSET B IIOJIHOM OOBEME pPEANM30BaTh IEIHM W 3aJa4d MPAKTHKA M
chOopMHPOBATH COOTBETCTBYIOIINE KOMIIETCHIIHH.




IIpunao:xenue 1

OueHouyHble  cpeacTBa IS NpoBe/IeHusI NMPOMEKYTOYHO# aTTrecTalnuu no
MPOU3BOJACTBEHHOH — MPeJAUIIOMHOM NMPAKTUKeE

Bup arrecranuu o uroram MpakTHKHM — 3a4€T C OLIEHKOH, KOTOPBIN POBOAUTCS B (hopme
3amuThl oTuyeTa. Ilo MTOraM NpPakTUKM HPOBOAUTCS HTOroBas KOH(EpPEeHLHs, Ha KOTOPOH
CTYZAEHT 03BY4YHMBAET OCHOBHBIE UTOTH, IOJYyYEHHBIEC Ha IPAKTHKE.

Jlo uTOroBO KOH(EpPEeHIMH CTYIEHT MpEeAoCTaBiIseT Ha Kadeapy creayromue
JIOKYMEHTBI:

- IUCbMEHHBIN OTYET

- THEBHUK IIPaKTUKU;

- HHAMBUyalbHOE 3a/laHUE;

- XapaKTepUCTHKa PYKOBOIUTEIS IPAKTUKU OT OPraHU3alMU ¢ OLEHKOM;

-TIOJIHBIN (uepHOBOM) TekcT BKP;

-nokiian Ha npenzamury BKP.

IIpumepHoOe HHAUBHAYATbHOE 3aJaHHE HA IPOU3BOJACTBEHHYIO IPAKTUKY
Lenv npoxooicoenus npaxmuxu:

- U3y4eHHE ombITa paboThl B cepe NesATeNIbHOCTH, COOTBETCTBYIOIEH HalpaBICHUIO
46.03.02 «/lokyMeHTOBEICHUE U apXUBOBEICHUEY;

- U3YyYEHHE OpraHu3allMud BCEX JTAaloB padOThl C JOKYMEHTaMHM OT IMOJIY4YEHHs 0
apXMBHOI'O XPaHEHUS B KOHKPETHOM YUPEXKIACHUHU;

- 3aKpeIUIeHUe U YriyOleHne TeOpeTUIECKOM MOAr0TOBKH, IPHOOpETeHNEe MPAKTUYECKUX
HaBBIKOB U KOMIIETEHLIMH, a TaK)Xe OIbITa CAMOCTOSATEIbHON MPO(ecCHOHANBHOM 1eATEIbHOCTH
B O0JIaCTM OpraHM3allid M TEXHOJIOTUH JIOKYMEHTAIlMOHHOIO OOECleUYeHus YIpaBICHHUS H
apXUBOBEICHMUS.
3aoauu npakmuxu:

1. CdopmupoBarh LETOCTHOE NPEJICTABICHUE O CTPYKTYpe NPEANPUSITHS, OCHOBHBIX
(GYHKIUSAX TPOU3BOJICTBEHHBIX, SKOHOMHUECKUX U YIPABIECHUYECKUX MOIpa3Ae/ieHUH.
YMeTp aHanmM3upOBaTh JOKYMEHTBI, COCTABIISAIOIINE OCHOBY YIIPABIEHYECKOTO MTPOLEcca.
YMeTp aHaIM3UpOBAaTh IyTH MPOXOKACHUS TOKYMEHTALUN B YIIPABIECHUYECKOM IIPOLECCE.
Hcnonb30BaTh pe3yabTaThl IPaKTHKHU B CBOEH yueOHOM nesrensHocTH B BY 3e.
®opmupoBaTh MPO(ECCHOHATBHYIO KYJIbTYPY CIEHUATUCTa M0 JOKYMEHTOBEIECHUIO U

ok~ wd

ApXUBOBE/ICHUIO.

6. qDOpMHpOBaTB YMeHI/Ie aHaJ'II/ISI/IpOBaTB pGSYJII)TaTBI CO6CTBeHHOI>'I JCATCIIBHOCTH,
CBOGBpeMeHHO U KAQYCCTBCHHO OTUUTHIBATHCA O pesynBTaTax HpaKTI/IKI/I.

Bonpocwi, noonesxcawue uzyyenuio:

- H3ydeHue  JOKaJbHBIX HOPMATHUBHBIX  aKTOB  PETYIUPYIOIIHUX  JEATEIbHOCTh
TPEIPUATHSI, OpTaHU3AIUH, YIPEXKICHUS, GUPMBI.

- H3ydyeHue 5nOKanpHBIX HOPMATHBHBIX AaKTOB PETYIHMPYIOIIUX JIEJIONPOU3BOJICTBO Ha
NPENNPUITHH, B OpTaHU3AINH, YUPEXKIECHUH, PUpMe.

- Ananu3 pabodero MecTa KaHIEIIPCKOTO paOOTHHUKA.

- O3HakoOMJIEHWE C OpPraHU3alMOHHO-PACTIOPAIUTEILHON CHUCTEMON JOKYMEHTAaluU
OpTraHMU3aIH, YIPEKICHUS, PUPMBI.

- HO}IFOTOBKa HpOGKTOB 0pFaHI/I3aI_II/IOHHO-paCrlOpf{)II/ITeJII)HOﬁ JIOKYMGHTaHPII/I.

- Opra#mzanus JOKYMEHTOOOOpOTa B OpraHu3aluu, ydpexiaeHuw, ¢upme. IlpaBumia
npueMa, OTIpPaBKH, PErUCTPAllMd KOPPECHOHACHIIMH B OpraHu3aluy. AHaiIu3 mpoiiecca
OpF aHU3alnn KOHTpO.HH HUCITIOJIHCHU S I[OKyMeHTOB, OpF aHU3al A paGOTBI HCHOHHHTGHeﬁ
C TOKYMEHTaMHU.



- IlpaBuna ¢opmupoBaHus JAed, TOPSIAOK OpraHU3alU{d ONEPATHBHOTO XPaHEHHS
JIOKYMEHTOB.

- IlpaBuna W NOpPAAOK CO3JaHUSI M BEACHUS HOMEHKJIATYpbl J€l OpraHu3alud U
CTPYKTYPHBIX IIOIPA3ICIICHUN.

- Uzyuenme um peanmzanus npaBusl OoQOpMIICHHS €1 W Tepenauyd Jel Ha apXHUBHOE
XpaHEHHUE.

- CocraBieHue HOMEHKJIATYPbI A€l

- Odopmiienue nen st apXUBHOTO XPaHEHHS.

- OdopmiieHre BHYTPEHHUX OMKCEH U JIMCTOB-3aBEPUTEIICH JIeT.

- Ilepenaua nen Ha apXUBHOE XpaHEHHE.

- BrimosiHeHUe omneparyii Mo OCymeCTBICHHIO pa0OThI AJICKTPOHHOTO apXUBa
opranu3zaimuu, B ToM yucie B COJI.

- OcymiecTBieHUE XpaHEHHsI, KOMILJICKTOBaHMSI, y4€Ta U UCII0JIb30BAHUS apXUBHBIX
JIOKYMEHTOB:
1) opopmiieHre JOKYMEHTOB 110 UTOT'aM SKCIIEPTHU3bI IEHHOCTHU (TPOTOKOJIbI 3aCEAaHUS
DK, aKThI O BBIJICIICHUH IOKYMEHTOB K YHUUYTOKEHUIO H T.1I.);
2) BeJIcCHHE YYETHBIX JOKYMEHTOB apXuBa (KHHUTa MMOCTYIJICHHUH, CTUCOK (POHJIOB, JTUCT
¢doH1a, apXUBHBIX OMUCEH, /1eno (GOH/Ia, TACTIOPT apXMBA, ACTIOPT APXUBOXPAHUITHINA 1
T.1.);
3) cocTaBieHHE aKTOB MTPOBEPKU HAIUYUS U COCTOSHHUS JIET;
4) co3nanue, nonoiHenue u copepuiencrsoBanue CHCA apxuBa (omucanue J0KyMEHTOB
U JIeTI, KaTaJloroB, IyTeBOAUTENEH, 0030pOB, yKa3zaTenel, nepeyHeit u 6a3 JaHHbIX);
5) CopeiicTBHE UCTIONB30BAHUIO JOKYMEHTOB apXHBa:
a) UCTIOJTHEHUE 3anpocoB (0popMiIeHHE apXUBHBIX CIIPABOK, APXHUBHBIX KOMHUH,
APXWBHBIX BBIMHCOK, HHPOPMAITMOHHBIX ITHCEM);
0) BBIJIa4a MOJTHHHBIX JOKYMEHTOB U JIETT;
B) MyOJIMKAIMs apXUBHBIX IOKYMEHTOB;
') OpraHu3aIvs BHICTABOK;

) UCHOJb30BaHME JOKyMeHTOB apxuBa B CMMU (mepuoauueckas 1eyars,
panuonepenadn, TEIEBUIEHHUE) U T. 1.
IInanupyemvle pesynbmamsl NPAKmMuKu:
- TMOATOTOBKAa PEKOMEHJAIMI MO YCTPaHEHUIO0 WIM MMHUMH3AIMM BBIABICHHBIX MpoOieM
(pexoMeHaluKu  JOJKHBI  OBITh OOOCHOBAaHHBIMU, T.€. CONPOBOXKIATHCS CChUIKAMM Ha
COOTBETCTBYIOIINE HOPMATUBHO-IIPABOBBIE aKTHI U T.I1.);
- IOITOTOBKA BBIBOJIOB O JIEATEIBHOCTH MPEANPUITUN WIN OpraHu3aiuii, B cepe mpakTUIECKuX
PEKOMEH 1Al IO COBEPIIEHCTBOBAHUIO OPraHU3ALMOHHBIX U IOKYMEHTAIIMOHHBIX aCIEKTOB MX
JeSITEIIbHOCTH;
- olleHKa 3()()eKTUBHOCTH MPOEKTOB U MPOrPaMM IO COBEPIIEHCTBOBAHUIO JOKYMEHTAIIMOHHBIX
MIPOLIECCOB U MPOLIECCOB APXUBHOTO XPaHEHUS JOKYMEHTOB, BHEAPSEMBIX Ha MPEIIPUITUAX;
- OLIEHKA Ka4ecTBa YIPaBJICHUECKUX pelIeHu B cepe opranuzanuu u rexuonorun JJ0Y,
apXMBOBEICHUS,
- myOJIMYHas 3alIUTa CBOUX BBIBOJIOB U OTYETA MO MPAKTHUKE;
- cucTeMaru3anus M 0000lLIeHMe MaTepuasia JJIs HalMCaHUs KypCOBBIX pPaboOT |

BBIIMTYCKHON KBaTH(PUKALMOHHON pabOThI

Pykogodumenv npakmuku om opzanusayuu/npeonpusmus oQOPMISIET XapaKTEPUCTUKY U
BBICTABIISIET TU(PGEPEHIIMPOBAHHYIO OILICHKY CTYACHTY B JOKYMEHTaX, IPEACTaBIIEMBIX
cTyaeHToM Ha kKadenpy. [Ipu BeICTaBICHHWN OLIEHKHA PYKOBOJIUTENHh MPAKTUKUA OT OpraHU3aIUd
NPEJICTaBIISIET OT3BIB O PA0OTE CTYIEHTA O CIIEAYIONIEMY IUIaHY:



- CPOKH ITPOXOKICHMSI IPAKTUKH;

- IIOJIHOTA U3Y4YEHUS BCEX BOIIPOCOB, IIPENYCMOTPEHHBIX IIPOrPAMMOMN IIPAKTUKU;

- IIPOSIBJIICHUS CTYCHTOM CaMOCTOSITEIIbHOCTH, aKTUBHOCTH, TBOPYECKOI'0 IIOAXO0Aa
K paboTe, TUCIUILIMHUPOBAHHOCTH;

- y4acTHe CTy/AEHTa B TeKylled pabore mpennpuarus (OpraHU3aluu), PEHICHUs
3ajad4;

- TPYAHOCTH, BO3ZHHUKIINE B XOJI€ IMPOXOXKICHUS NMPAKTHKH (MPOdhecCHOHANIbHBIE,
JUYHOCTHBIE, TUCIUIUIMHAPHBIE).

- 3aMedaHus M MOXKEIaHUs BbIITycKarolel kadeape 1o opraHu3aiui, CoAepKaHuIo
Y YPOBHIO IOJAIOTOBKH CTY/JICHTA.

- PykoBoauTenb MpakTHKOW OT opraHu3aunuu. J{OMKHOCTH, (haMuins, TOAIMKCH,
11e4yaTh.

[To uToram mpakTHKU CTYJIEHTY B 3aU4€THYIO KHWXKKY PYKogooumenem npaKmuku om
Kaghedpur BicTaBiseTCs AU PepeHIpoBaHHas OTMETKA 3a IPOU3BOJCTBEHHYIO IPAKTUKY IO 5
0aIbHOM cHCTEME: «HEYIOBIETBOPUTEIBHOY, «yI0BIETBOPUTEILHOY, «XOPOLIO», KOTINYHO.

OneHka pyKOBOAUTENS IPAKTUKM OT Kadeapbl MOXKET OTJIMYAThCA OT OLCHKH,
BBICTABJICHHOW PYKOBOJUTENIEM IIPAKTUKU OT OPraHU3aLUH.

PykoBoguTenu mNpakTHKX BBICTABIIIOT OLEHKM B COOTBETCTBHM C KPUTEPUSIMH,
npeacraBieHHbiMUA B Tabmunax 1, 2.

Taonuua 1
Kputepumn ouieHKH, BLICTABISIEMOIl PYKOBOAMTEIeM NPAKTUKH OT OPraHu3anun
Ouyenka Kpumepuu ouyenxu
OTan4HO CTyneHT CBOEBPEMEHHO M Ha BHICOKOM YPOBHE BBHITIOJIHUJI BECh

HaMEUYeHHbII IpOrpaMMoil MpakTUKU 00BEM pPabOTHI; MPOSBISI
CaMOCTOSITEIILHOCTb, MHULMAaTUBHOCTH B peleHnu
IIPOU3BOJICTBEHHBIX BOIIPOCOB.

Xopomo CTyneHT CBOEBpPEMEHHO M Ha JOCTATOYHOM YPOBHE BBIITOJIHUII
BECh HAMEUEHHBIM MporpaMMoil TNpakTUKU OO0OBEM pabOThI
(oOs3aTenbHYI0 M JIOTOJIHUTENBHYIO YacTH); HO HE Bcerjaa
MPOSIBIST CAMOCTOSITETIHHOCTh W MHUITMATUBHOCTh B PEIICHUH
MIPOU3BO/ICTBEHHBIX BOTIPOCOB.

Y 10BIETBOPUTENBHO CTyzneHT CBOEBPEMEHHO M Ha JAOCTaTOYHOM YPOBHE BBIIIOJHUII
BECh HAaMEUEHHBIH MpOrpaMMON MNpakTUKH O00BEM pabOTHI
(00s13aTENbHYIO U JIOTIOJIHUTENBHYIO YacTH); HO HE TNPOSBIISII
CaMOCTOSITEIbHOCTh M WMHUIUMATHUBHOCTD WM  JOIYyCKall
OTJIeJIbHbIE OLIMOKH B PEIIEHUH ITPOU3BOJICTBEHHBIX BOIIPOCOB.

HeynosnerBopurensHO CrygeHT  HE  BBIIOJHWI  NOPOrpaMMy M IPOSBHI
0€30TBETCTBEHHOE OTHOILIEHHUE K MPAKTUKE.




Tabnuya 2

KpnTepnn OICHKMH, BBLICTABJIsIEMOH PYKOBOAUTEJIEM NIPAKTUKHA OT YHUBEPCUTETA

Ouenka

Kpumepuu OUECHKU

OT1ianyao

CTyneHT B CPOK M B TOJHOM OOBEME BBIMOJHWI MPOrPaMMy
MIPaKTHUKH, CBOEBPEMEHHO IIPEIOCTABUII OTUYETHYIO
JOKYMEHTaluo,  OQOPMJIIEHHYIO B  COOTBETCTBUU  C
TpeOOBaHUSAMU HACTOSIIMX METOJUUYECKUX PEKOMEHIAIUI.
OruéTHass JOKYMEHTAalMsl OTpakaeT BBICOKMM  YpPOBEHb
TEOPETHUYECKOU U MPAKTUYECKOW MMOATOTOBKH CTYACHTA.
OTMeTka  pyKOBOAMTENS  NPAaKTUKUM OT  OpPraHU3aluU —
«OTJINYHO» WJIU «XOPOLLIOM.

Xopomo

CTyzneHT B CPOK U B MOJHOM OOBEME BBIIOJHUI IPOrpaMMy
IIPaKTHKH, CBOEBPEMEHHO IIPEAOCTaBUII OTYETHYIO
JOKYMEHTalul,  O(QOpPMIIEHHYIO B  COOTBETCTBHUM  C
TpeOOBaHUSAMH HACTOSALIMX METOJUYECKUX PEKOMEHAALNH.
Oru€rHass NOKyMEHTalus OTPakaeT JOCTAaTOYHBbIM YpPOBEHb
TEOPETUYECKON U MPAKTUYECKON MTOATOTOBKH CTYIEHTA.
OTmeTKa pyKOBOIUTENIS OT OpraHU3alud — «OTJIIMYHOY,
«XOPOLIO» UM «YAOBIIETBOPUTEIBHOM.

Y 10BIETBOPUTETILHO

CTyzneHT B CPOK U B MOJHOM OOBEME BBIIOJHUI MPOTrpamMmy
IIPAaKTUKH, CBOCBPCMCHHO npeaoCTaBuiI OTLIéTHYIO
JOKYMEHTAaIuo,  OQOPMJIICHHYIO B  COOTBETCTBUU  C
TpeOOBaHUSMU HACTOSIIMX METOIUYECKIX PEKOMEHIAIUH.
OtuéTHass MTOKyMEHTallUs OTpakaeT IOCTATOYHBIM YpPOBEHb
TEOPETUYECKOW M TMPAKTUYECKOW MOJATOTOBKU CTYAEHTAa, HO
COICPKHUT  pAN  HEAOYETOB IO  CONEPKAHHWIO  W/WIH
0(pOpMIIEHHUIO.

OTMeTKka pPYKOBOAMTENS OT OPTaHU3AIMH — «XOPOIIOY» WIH
«yIIOBJIETBOPUTEIHLHOY.

HeynosnersopurensHo

CryneHT He B CPOK W/WIM HE B TOJHOM OOBEME BBITOIHUII
IporpaMMy HpPaKTUKHM; W/MIM HECBOEBPEMEHHO IPel0CTaBUII
OTYETHYIO JOKYMEHTAIUIO; U/WIN JOMYCTHI rpyOble OlIMOKH B
oopmieHnn OTYETHON JOKYMEHTAIMH.

OtmeTka PYKOBOIUTENS oT OpraHu3alu —

«KYHOOBJICTBOPUTCIBHO» UJIN «HCYJAOBJICTBOPUTCIIHHO.

Ecau  onenkwu,

BBICTABJICHHLIC PYKOBOAUTCICM IMPAKTUKHA OT OpraHu3anuu H

PYKOBOAUTCIICM MMPAKTUKH OT YHUBCPCUTCTA, HC COBIIAJat0OT, TO MOCIEAHUN 000CHOBBIBAET CBOIO
OLICHKY Ha TUTYJIbHOM JIUCTC OTU€Ta.
OI_ICHKa 0 MPAaKTUKE MPUPABHUBACTCA K OLCHKaM (SaQéTaM) o TCOPETUUYCCKOMY

00y4YEHHIO U YUYUTHIBAECTCS MPH MOABEICHUN UTOTOB 00IIEl YCIIEeBAaEMOCTH CTY IEHTA.

[Ipy HEBBIMOMHEHUH MPOTrpamMMbl Y4eOHOH MpakTHUKK Oe3 YBaKUTEIbHON MPUYMHBI,

HapyILICHUs TPYAOBOM IUCHMIUIMHBI CTYAEHT OTCTpaHseTcs OT TMpaKkTUKH; ero padorta
NpU3HAETCS HEYAOBIETBOPUTENBHOM; CaM CTYACHT CUUTAETCS HE BBHIIOJHUBLINM yUEOHBIH IUIaH.

CrygnenT He ponyckaercs k npenzamure BKP.



CryaeHT, He BBINOJHMBIIMI MPOrpaMMy HPAKTUKH [0 YBAXXUTEJIBHOW IPUYMHE,
HAIpaBJIIeTCs Ha IPAKTUKY BTOPUYHO B CBOOOIHOE OT yu&OBbI BpeMsl.



MeToanyeckue peKOMeHAANHH K 0(pOPMIIEHHIO 0TUYETA 10 MPAKTHKE

O06s3aTenbHOM GOPMOI OTUETHOCTHU CTYJEHTA-NIPAKTUKAHTA SIBJISICTCS MTMCbMEHHBIN
OTYeT.

Otuér odopmisercs B TEUaTHOM BHIE B COOTBETCTBUU C TPEOOBAHUSIMHU
['OCT P 7.0.97-2016. HamnuonaneHbiii crangapt Poccuiickoii ®enepanmn. Cucrema
CTaHJIapTOB MO WHPOPMAIUU, OUOTUOTEYHOMY M U3JATEIbCKOMY neny. OpraHu3amuoHHO -
pacriopsiguTenbHas JOKyMeHTanus. TpeOoBanuss K OQOPMICHHIO JTOKYMEHTOB" (YTB.
ITpukazom Poccranmapra ot 08.12.2016 Ne 2004-ct) (pen. ot 14.05.2018).

OTuéT meyaTaeTcsl Ha CTaHAAPTHBIX Oenbix nuctax popmarta A4 (210 x 297 MM) ¢ ogHOM
CTOPOHBI JincTa. Kak/plif TUCT TOKyMEHTa JOKEH UMETh TOJIsl He MEHee:

20 MM — JI€BOE;

10 MM — npaBoe;

20 MM — BEpXHEE;

20 MM — HUXKHEE.

TekcroBeiii penmaktop Microsoft Word, mpudpr Times New Roman, kerus 14,
MEXCTPOUYHBIN nHTEpBa — 1,5.

Bropyto u Bce mocnenymomme CTpaHUIBl oT4éTa HyMepyroT. Homepa cTpaHunl
MPOCTABJISIIOT TIOCEpPeIMHE HUKHEro moist nucta. AG3ausbiii orctyn (1,25 cM) u mepeHocsh
YCTaHABIMBAIOTCA aBTOMATHUYECKU.

COI[ep)KaHI/IC O0TUCTa JOJIKHO BKIKOYATh CIACAYIOIINUEC PA31€CIIbI:

1. TuTynabHBIN TUCT IO YCTAHOBJICHHOU (hopme
2. Copneprkanue oT4€Ta C yKa3aHUEM CTPaHUI] BCEX pa3zelioB M0 YCTaHOBICHHOH Gopme
3. BBenenue (xapakTepuCTHKa JEATENbHOCTH MPEANPHUATHS, OpraHU3alMH, YUPEKIACHUS,
¢GupMbl — 0a3bl MPAKTUKH; ONMMCAHHE CTPYKTYPHI 0aszbl NMPaKTUKH; MOApAa3IACICHU, T
OPOXOJWIA MPaKTUKY; ONHUCAaHWE JODKHOCTM M (QYHKUMH JHUIa, SBISBILErocs
HACTaBHUKOM B ITpOIecce MPOXOKACHUS PAKTUKH )

4. AHanu3 JOKaJbHBIX HOPMAaTHBHBIX AaKTOB PErYIMPYIOIIMX MPOLECCHl, H3ydaeMble B
pamkax Tembl BKP.
o. PackpsITh OCHOBHOE COZIEpKAHME IEATEIIBHOCTH Ha IPAKTUKE B paMKax TeMbl BKP:

- U3yueHue  NOKaNbHBIX  HOPMATHUBHBIX  AaKTOB  PETYIUPYIOIIUX  JIEATEIbHOCTh
IPENIPUATHS, OpraHU3aUH, YUPEXKIECHUS, GUPMBI.

- I/I?,quHI/Ie JIOKAJIBHBIX HOPMATHBHBIX AKTOB PEryjJIupPyrOmux ACJIOMPOU3BOACTBO HaA
OPEINPUATHH, B OpTaHU3aI1H, YUPEXKIECHUH, PUPME.

- Ananm3 paboyero Mecrta KaHIeJIIPCKOro pabOTHHKA.

- OsHakoMJICHHE C OpraHU3alMOHHO-PACIIOPSIIUTEIHPHON CHCTEMON JIOKyMEHTalluu
OpraHu3aly, YUpeKJIeHUs, GUPMBI.

- TloaroToBka MpoOEKTOB OpraHU3aAIMOHHO-PACTIOPSTUTEIBHON TOKYMEHTAIIUY.

- Opraamzanus JOKYMEHTOOOOpPOTa B OpraHW3alud, ydpekiaeHuH, ¢upme. IIpapmia
npreMa, OTIPaBKH, PErHCTPAIH KOPPECTIOHACHIIMM B OPTaHU3AIMHA. AHAIHU3 Tpolecca
OopraHu3alrd KOHTPOJIA UCIOJTHCHUA JOKYMCHTOB, OpraHu3alusa pa6OTI)I HUCIIOJTHUTEIIEH
C TIOKYMEHTaMH.

- IlpaBuna dopmupoBaHus nen, MOPAJOK OpraHU3alMM OMNEPATUBHOTO XpaHEHUS
JIOKYMEHTOB.

- HpaBI/IJ'Ia U TOpAOOK CO3daHUA MW BCACHHA HOMCHKIATYPbBI A€ OpraHu3dalviu Hu
CTPYKTYPHBIX ITOAPA3ACIICHUMN.

- CocraBneHre HOMEHKJIATYPHI JeT

- Wzyuenme u peanuzanus npaBusl OoQOpMIICHHUS J€1 W Tepenauyd Jel Ha apXUBHOE
XpaHEeHHE.



- Odopmienue fen A apxXUBHOTO XPaHEHHUS.

- OdopmiieHre BHYTPEHHUX OMKCEH U JIUCTOB-3aBEPUTEIICH JIeT.

- Ilepenaua nen Ha apXUBHOE XpaHEHHUE.

- BrimonHenue oneparyii Mo OCyIecTBICHUIO pabOTHI 2JIEKTPOHHOTO apXHBa
opraHuzaiuu, B ToMm uucie B COJI.

- OcyuiecTBiIeHHE XPaHEHUs!, KOMIUIEKTOBaHMS, y4eTa 1 UCII0JIb30BaHUs apXUBHBIX
JIOKYMEHTOB:
1) ohopmiieHne TOKYMEHTOB IO UTOr'aM SKCIEPTH3bI IEHHOCTHU (IIPOTOKOJIBI 3aCEJaHUs
OK, aKThl 0 BbIJICIEHUU JOKYMEHTOB K YHUUTOKEHUIO U T.1.);
2) BeleHUE YUETHBIX JOKYMEHTOB apXuBa (KHHUTa MOCTYIUICHHUH, CTUCOK (POHIIOB, JIUCT
¢doHIa, apXUBHBIX OmMHUCeH, eno (HoH/Ia, MaCIOPT apXUBa, NACTIOPT APXUBOXPAHUIIUILA U
T.1.);
3) cocraBieHHE aKTOB IPOBEPKU HAIMYUS U COCTOSHUS JIEIT;
4) co3nanue, nonosHeHue u copepuieHcTBoBanne CHCA apxuBa (onucaHue J0KyMEHTOB
U JIeJ1, KaTaJloroB, MyTeBouTeNel, 0030poB, yka3aTeneil, nepeuneid u 0a3 JaHHBIX);
5) CopeiicTBHE HCTIOJIB30BAaHHUIO JOKYMEHTOB apXHBa:
a) UCIOJHEHUE 3anpocoB (0POpMIICHHE apXUBHBIX CIPABOK, APXUBHBIX KOIUII,
ApXWBHBIX BBINHACOK, NHPOPMAIMOHHBIX TIHCEM);
0) BbIJIa4ya MOJJTHHHBIX TJOKYMEHTOB U JIET;
B) MyOJIMKAIUs ApXUBHBIX JIOKYMEHTOB;
') OpraHu3alus BbICTaBOK;
) UCHOJb30BaHME JOKyMeHTOB apxuBa B CMMU (mepuoguueckas 1meyarts,
panuonepenadn, TEIEBUACHHUE) U T.1I.

6. 3axioueHue (BBIBOJ O MPOJEIaHHON paboTe, yCIIeXH U HeyJauu, KaKue 3HaHUS U YMEHUs
IPUTOIUIINCH, YTO CJIEIOBAJI0 M3YYUTh CAaMOCTOSITEIbHO, MOTPEOHOCTh OpraHU3alU B
CHelUaNCTaX IO JOKYMEHTOBEJIEHUI0O M apXHWBOBEIACHHMIO, CaMOAHAIW3 BallMX
npo(hecCHOHANBHBIX Ka4yecTB, JUYHOCTHBIM POCT, POJb MpOJAETaHHOW BaMu pPabOTHI B

JeSITeIbHOCTH OPTaHU3aIUHN).
7. Tlpunoxenus (makeT JOKyMEHTOB, pa3paOOTaHHbIX CTY/IEHTOM B pamkax TeMbl BKP).



