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1. TACHOPT PABOYEH IPOTPAMMBI IPOM3BOACTBEHHOM
MPAKTUKM (ITPETATIJIOMHOI)

1.1.enu u 32724 NPAKTUKH

Ilenvlo  TIPOU3BOJCTBEHHOM  MPAKTUKU  (OPEAJUILIOMHON)  SIBIISIFOTCS:
3aKpEIUICHUE MPAKTUYECKOTO OIbITa W YIUIyOJICHHE 3HAHWM, NPUOOPETEHHBIX B
npolecce 00y4eHHUs] 1 OCBOEHUSI HOBBIX MPUEMOB paboThl, (OpMUpPOBAHUE OOLIUX U
npo(ecCHOHaNbHBIX KOMIIETEHIIMM MO CIEeNUaTbHOCTH Ha OCHOBE M3Y4YEHUs PabOTHI
PO MIBHBIX OPTaHU3AINN U YIPEKICHUIA.

OCHOBHBIMH  3a@0ayamu TIPOU3BOJICTBEHHONW TMPAKTUKUA (MPEIIUIIIIOMHON)
SBJISIIOTCS.  yIIYYIIEHUE TMPAKTUYECKOM TMOATOTOBKH BBIMYCKHUKOB TEXHUKYMa,
MOBBIIIIEHHUE MPOGECCHOHAIBHOTO YPOBHSI B COOTBETCTBUHU C KBATM(UKAITMOHHBIMU
TpeOOBaHUSIMHU, C TEPEAOBOM TEXHOJIOTHEH, OpraHu3anued Tpynaa; IpHOOpeTeHHe
HABBIKOB OPraHU3aTOPCKOM pPabOThl MO CHEHMUATBHOCTH, MPUOOPETEHUE OIBITA
paboThl B KOJUIEKTHBE; TIPOBEPKA BO3MOXKHOCTEM CaMOCTOATENbHON pPabOThI
OyIymiero creuraiucra B YCJIOBHUSAX JIESITEIBHOCTH OpraHU3alliu; MOATOTOBKA
MaTepUaJIOB JIJIsl BHITYCKHOW KBAIM(PUKAITMOHHOMN paOOTHI.

1.2. Mecrto npaxktuku B cTpykrype OITIOII CITIO

Pabouast mporpamma mpou3BOACTBEHHOUN MPAKTUKH (TIPEITUTIIIOMHOMN) SIBIISIETCS
YacThl0O OCHOBHOW  mpodeccuoHaIbHOM  00pa3oBaTeNbHON  MpOTpaMMbI B
coorBeTcTBUM ¢ PI'OC mo cneumanbHoct CIIO 46.02.01 JoxyMeHTallMOHHOE
oOecrieueHre YIpaBJICHUS M apXWBOBEACHHE B YaCTH OCBOCHHSI OCHOBHBIX BHJIOB
npodeccuonanbHol aestenbHocty (BIL):

— Opraamzanmst  JOKYMEHTAIlMOHHOTO  OOECTeueHus:  YIpaBJiCHUS U
(GYHKIIMOHUPOBAHKS OPTaHU3AINH.

— Opranuzaiusi apXMBHOW W  CHPaBOYHO-UH(GOPMAIIMOHHOW PabOTHI IO
JIOKyMEHTaM OpraHu3aIluu

— Brimonaenne paboT TO OJHOW WM HECKOJBKUM MpodeccusiM padouunx,
JOJDKHOCTSIM CITyKaIlHX.

1.3. ®opmbl poBeIeHUsI NPAKTUKHA

[TpousBoacTBeHHAs TMpakTUKa (TPEIAWITIOMHAS) MPOBOAMUTCA B CIETYIOIINX
dbopmax: TMacCUBHO-aKTHBHAs (HAOJIOJIGHHE 3a TPOIIECCOM, CaMOCTOSTEIHHOE
BBITNOJIHEHHE), AKTUBHAS (CaMOCTOSATEIHHOE BHIMIOJIHEHHUE MIPOLECCa).

1.4.MecTO 1 BpeMsi IPOBeICHUA IPAKTUKHA

[IpousBoacTBeHHas npakTuka (npegauriomtaas) nmpoxoauT Ha Il (BeimyckHOM)
Kypce (B xonmyecTBe 144 yaca), Ha 0aze opraHHW3aIMil HAIPaBICHHUE JCSITEILHOCTH,
KOTOPBIX COOTBETCTBYET MPOQIITIO MOATOTOBKH CTYICHTOB.



1.5. Komnerenuuu odyuaromierocsi, (popmMupyemMbie B pe3yJibTaTe MPOX0:KIeHHS
NMPaKTHKH.

B pesynbraTe mpoX0oXACHUS MPOU3BOJCTBEHHOW MPAKTUKH (MPEIAUILIOMHON)
CTYJIEHT JOJKEH MpHOoOpecTr 001me U MpoPeCCHOHATBHBIE KOMITETECHITUN:

[IK 1.1. 1OcymecTBasTh mpueM — mepeaady yhpaBlieHYecKod MHPOpMaIuu ¢
MOMOIIBIO CPEJCTB HHPOPMAIIMOHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJIOTHUH.

[IK 1.2. KoopaunupoBaTb pabOTy HPUEMHON PYKOBOIUTENS, 30H IpUEMa
Pa3JINYHBIX TOCETUTENEN OpraHNU3alUu.

[1IK 1.3. Bnanerp HaBbIKaMU IUITAHUPOBAHUSI pabOUYEro BPEMEHH PYKOBOJUTENS U
ceKpeTapsl.

IIK 1.4. OcymiecTBasiTh MOJATOTOBKY JE€OBBIX MOE30K PYKOBOJIUTEISI U JPYTHUX
COTPYJIHUKOB OpTaHU3aI1H.

[IK 1.5. Bnaaets ciocobamu opraHu3anuu paboyero mpocTpaHCTBa MIPUEMHON U
KaOWHeTa PyKOBOJIUTES.

[IK 1.6. OcymiectBisATh pabOTy MO MOATOTOBKE U MPOBEACHUIO KOH(EPEHTHBIX
MEpOMNpUATHNA, 00ecrIeYnBaTh HH(HOPMAITMOHHOE B3aUMOJIEUCTBHE PYKOBOIUTENS
C MOJpa3eNeHUSIMU U TOXKHOCTHBIMU JIMLIAMHA OPTaHU3aIUH.

[IK 1.7. OdopmasTe OpraHu3alMOHHO — PACHOPSAAUTEIbHbIE JOKYMEHTHI W
OpraHu30BbIBaTh pabOTy C HUMH, B TOM YHCIE€ C HCIOJb30BAHUEM
aBTOMATU3UPOBAHHBIX CUCTEM.

[IK 1.8. OdopmasaTh OpraHu3alMOHHO — PacHOPSAUTEIbHbIE JOKYMEHTHI W
OpraHu30BbIBaTh pabOTy C HUMH, B TOM YHCIE€ C HCIOJIb30BAHUEM
aBTOMAaTU3UPOBAHHBIX CUCTEM.

I[IK 1.9. OpraHu3oBbIBaTh TEKYIlle€ XPaHCHHE TOKYMEHTOB, 00paOOTKy el
OIEPAaTUBHOTO W AapXWBHOTO XpaHCHHsS, B TOM YHCJIC C HCIOJb30BaHUEM
aBTOMATU3UPOBAHHBIX CHCTEM.

[TK 2.1 Ocy1iecTBasTh KOMIJICKTOBAHUE apXMBHBIMH J€TaMU (JIOKyMEHTaMH)
apXuBa OpraHU3aIuu.

[IK 2.2. Bectn y4€r apxuBHBIX [A€N(JOKYMEHTOB), B TOM YHUCIE C
MCII0JIb30BaHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

[IK 2.3. OcyuiecTBasITh XpaHEHHUE aPXUBHBIX /i€l (JOKYMEHTOB) C MOCTOSIHHBIM
CPOKOM XpaHEHHUS 1O JINYHOMY COCTaBY B apXUBE OpraHU3ALNU.

[IK 2.4. OcyiiecTBiATh XpaHEHHE, KOMIUIEKTOBAaHUE, YUYET U HCIOJIb30BaHUE
JeN(JIOKYMEHTOB) ApXUBHOI'O XpPaHEHHUS.



[IK 2.5 OcyiecTBiATh MCHOJb30BAHUE APXUBHBIX /€] (JOKYMEHTOB), B TOM
YHCJIE C UCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CHUCTEM.

JIIK 1.0cymectBienne OpPraHU3aLOHHOIO " JOKYMEHTAIMOHHOTO
oOecrieueHus AesiTeNbHOCTA OpPraHU3aLHH.

JIIK 2 Opranuzanusi apxuBHOM pabOThl MO JOKYMEHTaM OpraHu3alluii
pazIMuHbBIX (OPM COOCTBEHHOCTH.

JIIK 3. OcBoenue BUI0B padOT MO OJHOM MIIM HECKOJIBKUM TIpodeccusim
pabouux, TOJBKHOCTSIM CITyKalIHX.
OK 1. IlommmaTh CYIIHOCTh W COIMAIBHYIO 3HAYMMOCTH CBOCH OymyIiei

npodeccuu, NposIBIATh K HEW YCTOMUMBBINA HHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO J€SATEIBHOCTb, BBIOMPATh THUIIOBBIE
METOABl M CHOCOOBI BBINOJHEHUS NPO(ECCHOHATIBHBIX 3aJad, OLEHUBATH UX
3¢ PEKTUBHOCTh U KAa4E€CTBO.

OK 3. IlpuHumaTh pelieHus B CTaHAAPTHBIX M HECTAHJAPTHBIX CUTYalUAX U
HECTH 33 HUX OTBETCTBEHHOCTb.

OK 4. OcyiiecTBIATh NOUCK U UCIIOJIB30BaHUE UH(OPMAIIIHU, HEOOXOIUMOM IS
3(PEKTUBHOTO BBIMOJHEHUS TPOPECCUOHATBHBIX 3a/ad, MPOdEeCCHOHAIBHOTO U
JUYHOCTHOT'O Pa3BUTHS.

OK 5. Hcnonb3oBarth MH(GOPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUU B
npo(ecCuoHaNbHOM NESITEIbHOCTH.

OK 6. PaGoTath B KOJUIEKTUBE U KOMaH 1€, 3 (HEKTUBHO 00IATHCS C KOJIJIETaMH,
PYKOBOZICTBOM, IOTPEOUTEISIMHU.

OK 7. bparp Ha ceOs OTBETCTBEHHOCTh 3a padOTy UJICHOB KOMaH/IbI
(MOTYMHEHHBIX), pE3YJIbTAT BHINOJHEHUS 3a1aHHUM.

OK 8. CamocrosTenbHO oONpenensTh 3aJauyd  Npo(ecCHOHATIBLHOIO H
JUYHOCTHOTO Pa3BUTHS, 3aHUMAThCS CaMOOOpPa30BaHHWEM, OCO3HAHHO IJIAaHUPOBATH
MOBBILICHUE KBATH(PHUKAIUH.

OK 9. OpueHTHpoBaThCS B YCIOBUSAX YAaCTOM CMEHBI TEXHOJIOTMA B
PO eCCUOHAILHOMN S TEIHHOCTH.

C uenpio OBNaCHNUA YKa3aHHBIMU BUAAMU MPOPECCHOHATBHON JESTEIBHOCTH
COOTBETCTBYIOIIMMHM  KOMIETEHUUSMU  CTYAEHT B  XOJ€  MPOXOXKICHHUS
POU3BOICTBEHHOM MPAKTUKU (MPEIAUIIIOMHOMN) TOKEH:

NpUOOdpecTH NPAKTUYECKHH ONBIT:

—  OpraHM3alMd  JOKYMEHTAllMOHHOTO  OOecledeHHsl  yIpaBlIeHUS U
(YHKIIMOHUPOBAHUS OpraHU3aIIH;

— OpraHu3aluy apXMBHOM U CHPAaBOYHO-MH(POPMAIMOHHON paboThl MO
JOKYMEHTaM OpraHU3aluu.

yMeThb:

— MPUMEHATh HOPMATUBHBIE IPABOBBIE AKTHI B YIIPABICHUECKOHN 1€ATEIbHOCTH;



— MOJrOTABIIMBATH MPOEKTHI YIIPABICHYECKUX PELICHUM;

— 00pabarTbIiBaTh BXOMSIINE U UCXOJSIINE TOKYMEHTBI, CHCTEMATHU3UPOBATh HX,
COCTaBJISITh HOMEHKIJIATYPY Je1 U (POPMUPOBATH TOKYMEHTHI B JIeNIa;

— TOTOBUTh W TPOBOJUTH COBEUIAHMS, [EJIOBbIE BCTPEYM, IPUEMBI H
MpE3CHTalUY;

— OpraHW30BbIBATh JEATECILHOCTh apXHWBa C Y4YETOM CTaTyca W mpoduis
OpraHu3aluy;

— paboTaTh B CUCTEMAX JEKTPOHHOTO IOKYMEHTOO0OPOTA;

— UCIIOJNb30BaTh B JCATEIBHOCTH apXUBa COBPEMEHHBIE KOMIIBIOTEPHBIE
TE€XHOJIOTUU;

— IIPUMEHATH COBPEMEHHBIE METOJIMKHA KOHCEPBALMU U PECTABPALlMM apXUBHBIX
JOKYMEHTOB.

3aKpenuTh 3HAHMSL

— HOpMaTHBHBIC MIPABOBBIC AKThI B 00JaCTH OpPraHU3alliM YMPaBICHYECKON
NEATEIbHOCTH;

— OCHOBHBIE TIPaBUJIA XPAHEHUS U 3aIUTHI CITYKEOHOW MH(PpOpMaIIUK;

— cucremy apxuBHOro ympasiieHuss B Poccuiickon ®enepauun u
opranu3anuio ApxusHoro gonaa Poccutickoit denepanmu;

— CUCTEMY XpaHEeHHsI U 00pabOTKH TOKYMEHTOB.



2. CTPYKTYPA

n COIJEPXAHUE

MPAKTUKH (ITPEJIUNIJIOMHOI)

2.1. TemaTu4ecKkuii MJIaH NPeIIUNIOMHONH MPAKTUKH

MMPOU3BOJICTBEHHOM

Konanl Koanuec
npo¢ecCHOHATBbHBIX U TeMbl MpeITUNIOMHON MPAKTHKH TBO
00IINX KOMIIeTECHIIUIA 4acoB
[K 1.1-1.9, [IK 2.1-2.5 | Odopmnenne Ha pabOTy, BBOAHBIA MHCTPYKTaX IO 79

TEeXHHUKE 0€30MaCHOCTH ’
HIIK 1-3 O3HakomJIeHHE C OpPraHM3alMOHHO-PACTOPSAUTEIBHOMN
JOKyMEHTAIlMeN OpraHu3ally, B TOM YHCIE MO JIMYHOMY 21,6
COCTaBy
K 1.1.-1.4,1.8 O3HakomJIeHHE ¢ pabOTON MPUEMHOIN PYKOBOIUTEIIS 14,4
IIK 1.6, 1.10, 2.1 O3HakomieHME C HOMEHKJIATypou  JieJ, MOpSAJIKOM 288
MOATOTOBKH JIEJI K TIepe/iaue Ha apXHUBHOE XpaHEHUE ’
[IK 2.2. O3HakomieHre c CUCTEMOI 3JIEKTPOHHOTO 216
JIOKYMEHTO000pOTa, IPUMEHSIEMOTO B YUPCIKICHUH ’
IIK 2.4-2.5 O3HakoMJIEHME C MOPSAKOM MpHeMa U pa3MEILICHUs, U
ydeTa IOKyMEHTOB B apXHBe (B TOM YHCIIe JOKYMEHTOB I10 36
JTUYHOMY COCTaBY)
[MK 1.1-1.9, [IK 2.1-2.5 | CucremaTu3amus MaTtepuaa, coOpaHHOTO TUTSt
JTUIUIOMHOTO TPOEKTUPOBAHUS U OPOpPMIICHHE OTYEeTa IO 7,2
MIPAKTUKE
[K 1.1-1.9, [IK 2.1-2.5 | 3amuTa oT4€eTa 1o MpaKkTUKe 79
Bcero: 144




2.2.Coaepxanne 00y4eHHs] HA IPOM3BOJACTBEHHOM NMPaKTUKe (MPeITUILIOMHO)

HanmenoBanmue O0beM | YpoBeHb
Conep:xaHue y4yeOHOro MaTepuaa
pa3/ieJioB M TeM 4YacoB | OCBOCHUS
Tema 1. Copnepxxanue yueOHOIo MaTepuaJia 7,2
Odopmiienne Ha 1 Ha3nauenue opranusanuy, ee cTpykrypa. @yHKIIMM U B3aUMOCBS3b OCHOBHBIX OTJIEJIOB U CIIYK0
paboTy, BBOAHBIN
MHCTPYKTAX IO 2 BHyTpeHHuit pacopsiiok opraHu3aiuy.
TCXHHKC 3 | MHCTpyKTak MO TEXHHKE O€30I1aCHOCTH
0e30MacHOCTH
Tema 2. Copaepxxanue yueOHOTro MaTepuasa 21,6
Ozunakomnenue ¢ 1. | O3HakOMJIEHHE C TOPSIAKOM COCTaBIIEHUS U O(OPMIICHHUS OPraHU3AIMOHHO- PACHOPAIUTEIBHOM
OpraHM3alHOHHO- JIOKYMEHTAllMU: OPraHUu3allMOHHO-TIPaBOBOM, paclopsaIuTEeNbHON, UHPOPMAIMOHHO- CIPABOYHON
pacrnopsAuTeIbHOM JOKYMCHTAITUCH, a TaKKe JIOKyMEHTAIMel 10 JMYHOMY cocTaBy. l3yueHue cxembl 00pabOTKH,
JIOKyMEHTalHeH perucTpamnyy U KOHTPOJIsl OpraHU3aluOHHO-PACIIOPAIUTEIBHON TOKYMEHTALIUH.
OpraHu3aluny, B TOM IIpunoxeHus: cxemMa OpPraHU3alMOHHOM CTPYKTYpPbI MPEONPUATHS  CXEMa OpPraHU3alMOHHO-
THCJIC II0 THTHOMY (YHKIIMOHAIBHOU CTPYKTYphl ciyk0bl JJOY, no/KHOCTHas MHCTPYKLUS JEIONPOU3BOAUTEINS,
CoCTaBy cekpeTrapst UHCTPYKIUS 1O  JOKYMEHTUPOBAHHUIO  YIPABIECHYECKOH  JI€SATEIIbHOCTU
(1en10npor3BOJICTBY)
Tema 3. Copnepxanue yueOHOro Mmarepmuasa 14,4
O3HaKVOMHeHHe € |1. | Osnakomnenne ¢ paGoTOii mpUeMHOH pykoBoaurens. M3ydeHwe oOpraHusanMM nprHema
paboToit mpremMHoH nocetureseit, TeaepoHHOro oOcuyKuBaHus. VcclenoBaTh OpraHM3alMid  pabodyero Mecra
PYKOBOZIMTEIIA CeKpeTaps yuUpexkIeHus.
[TpunoxeHus: pacnopsiAUTENbHbIE JOKYMEHThl OpraHu3alud  HWH(GOPMAlMOHHO-CIIPaBOYHbIE
JOKYMEHTHI OpTraHW3alliil  KaJpOBbIE JOKYMEHTHl OpraHW3allMd  PETHCTPALMOHHBIE (POPMBI
JJOKYMEHTOB
Tema 4. Conep:xaHue yuedOHOro MaTepuasa 28,8
OszHakomnenue ¢ 1 O3HakoMJIEHHE C HOMEHKJIATypoil jen opraHu3zauuu. M3yueHue mnopsiika (OpMHpPOBAHUSA U
HOMEHKIIATYpOii Jiell, odopmIteHUs JeN TS TIepeadn Ha apXuBHOE XpaHeHue. M3ydeHne mopsiaka cocTaBlIeHUs ONucei
IIOPAIKOM Jel U Iepelayd el B apXUB OpraHU3alvi, MYHULMIAIBHBIE U TOCYNapCTBEHHBIE APXUBBHIL.
IIOATOTOBKH ACT K [Tpunoxenus: cxema pabouero Mecra CeKpeTapsi yuperkICHHs
nepeaaye Ha
apXMBHOE XpaHEHHE
Tema S. Copepxanue yueOHOro MmaTepuasa 21,6




O3HakoMJIEHHE C 1 O3HaKOMJIEHHE C CHUCTEMOW 3JIEKTPOHHOIO JOKYMEHTOO0OpOTa, MPUMEHSIEMOIr0 B YUPEXKICHUU.
CHCTEMOM N3yunTh OCHOBHBIE (DYHKIIHOHAJIBHBIE BO3MOXHOCTH CHUCTEMBI JIEKTPOHHOTO JOKYMEHTO000pOTa
ANEKTPOHHOTO YUPEXKIEHUS, TMOPSIAOK MPOXOXKACHUS BXOIANIMX, HCXONAIIMX U BHYTPEHHHUX JIOKYMEHTOB.
JTOKYMEHT0000pOoTa, [Mpunoxenus: Homenknarypa nen opranuzammu (u3BiedeHue) OOJ0XKKa JeN MOCTOSHHOTO
MPUMEHSIEMOTO B xpanenusi Jlucr — 3aBeputens nena  ONHCH J1E MOCTOSHHOTO XPaHEHUS
YUPEKACHUU
Tema 6. ConeprxaHue y4e0HOro Marepuasa 36
O3HakoMJIEHME C 1 O3HakOMJIEHHE C TOPSJIKOM IpueMa, pa3MEIlEeHUs M ydeTa JOKYMEHTOB B apxuBe. M3yuutsb
MOPSIKOM MpuemMa u MOPSAIOK MpUeMa, pa3MElIeHHs Ae]l B apXUBE OpraHU3aIlK, CUCTEMY y4ueTa JOKYMEHTOB B apXHBe.
pa3MeleHus, u yyera [lpunoxeHus:  JTOKyMEHTOTpaMMa, cxemMa OOpa0OTKHM W TPOXOXKACHUS PA3IUYHBIX ITOTOKOB
JIOKYMEHTOB B apXH1BE JIOKYMEHTOB B CHCTEME AJIEKTPOHHOTO JOKYMEHTO000pOoTa
(B TOM uncne
JOKYMEHTOB T10
JMYHOMY COCTaBY)
Tema 7. Copneprxanue y4eOHOIro MaTepuasa
CucremaTtuzauus 1 O06001IeHe MaTepraioB MPAKTHUKH
MaTepuana,
cOoOpaHHOTO AJIst 79
JIUILIOMHOTO ’
POEKTHUPOBAHUS U
odopmIleHHE OTYETa
10 TPAKTHKE
Tema 8. Copneprxxanue y4eOHOIro MmaTepuasa
3amuTa otyerano | 1 3amuTa oT4eTa Mo NPOU3BOJACTBEHHOM (IPeAIUINIOMHO) IPaKTHKE 79
MPaKTHKE ’
Bcero 144
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3. ®OPMbI OTYHETHOCTHU 11O INTPAKTHUKE

DopMOIt OTYETHOCTH 110 TPAKTUKE SIBJISIETCS: OTUET MO MPAKTHKE.

Ilopsaook 6edenua u cmpykmypa omuyema nO NPOU3EOOCHIEEHHOU
(npedouniomuoit) npakmuxe.

B mnpomecce mpoxokaeHUs TMPOU3BOJCTBEHHOM MPAKTUKHU (MPEIAUILIIOMHOMN)
CTYACHTBl YIIyOJIEHHO M3y4aloT OCOOEHHOCTH TpoIlecca JAeTONpPOU3BOJICTBA B
OpraHu3aLMH.

[Io wutOoram mnpOXOXKAEHUS NPOU3BOJACTBEHHOW MPAKTUKU (MPEIJAUILIOMHON)
PYKOBOJIUTEIIO TOJKEH OBITh MPEAOCTABIIEH OTUET.

Crpykrypa oTuera:

1) TUTYNIBbHBIN JIHCT;

2) noroBop (A CTYICHTOB, TPOXOASIIMX TMPAKTUKY IO WHIUBHUIYaIbHBIM
JIOTOBOPAM;

3) HampaBiieHWE Ha TPAKTUKY (MOANMCAHHBIE W 3aBEPEHHBIC  IOMAIHUCHIO
PYKOBOJMTENS U IEYAThIO OPTraHU3ALMH, B KOTOPOU CTYACHT MPOXOAUT MPAKTHUKY);

4) 1uraH-TpaduK MPOU3BOJICTBEHHOM MPAKTUKH (TIPEITUTIIIOMHOM );

5) JHEBHUK MPOW3BOJICTBCHHOW MPAKTHKH (TIPEIUIIOMHOM );

6) aTTecTalMOHHBIN JIKCT 10 MPOU3BOJICTBCHHOM (TIPEIUTUIOMHOM) MPAKTHKE;

7) XapaKTEepHCTHKA [0 UTOTaM IPOU3BOJICTBCHHOW MPAKTHKH (TIPEIIUITIOMHON );

8) TekcToBas 4acTh OTYETA:

1) BBeneHue (1enb U 3aJ1a4u MPAKTHKU, O0BEKT (M3ydyaeMasl 4acTh OpraHU3allHH,
BUJIA I€ATEIIbHOCTH, TEXHUYECKOE U MPOTPaMMHOE 00eCIIeYeHHe OpraHu3aliu
U T. A.), OpeaMer (coAep’KaHue CYIIHOCTH U OCOOEHHOCTH BCEX BHJIOB
JeSITEIHOCTH OPTaHU3allii, OCHOBHBIC JOKYMEHTBI OpPTraHU3aIlHH);

2) coneprkareiabHasi 4acTh (B COOTBETCTBUU C 3aJaHUEM I10 MPAKTUKE);

3) 3axnrodeHue (Ha OCHOBE MpPEJCTaBICHHOIO MaTepuaja B OCHOBHOM 4YacTu
OoTYeTa TNOJBOJATCA WTOTU TMPAKTUKH, OTMEYAIOTCA BBIIOJHEHHE LIEJIH,
JNOCTH)KEHHE 3a/a4, IOJYyYeHUE HOBBIX 3HAHMM, YMEHUN, MPaKTUYECKOTO
OMbITA, MOXKEJIAHUA U 3aMEUYaHus MO MPOXOKACHUIO MPAKTUKH, TIPEITIOKECHHUS
110 COBEPIIICHCTBOBAHUIO U3yYCHHOTO MPEAMETa IPAKTUKNA B OpPraHU3alliHN);

Q) cIMCOK  UCIOJIb3YeMOW JIUTepaTyphl (BKJIIOYAash HOPMATHBHBIC JOKYMEHTHI,
METOJANYECKUE YKAa3aHUsS NpPU MPUMEHEHUU JIUTEPATypbl IpU BBINOJHEHUHU
0T4YeTa);

10) npunoxenust (popmbl, ONaHKH, CXEMbI, TPAPUKH M T.I.), KOTOPYIO CTYACHT
noa0upaeT v U3ydaeT Mpu HaAMCaHUU OTYETa.

11



4. UTOI'N IPAKTUKHU

Htorom mnpou3BOJACTBEHHON TMpPaKTUKU (MPEITUTIIIOMHON) SIBJISICTCS OIICHKA,
KOTOpasi BBICTaBIIACTCS PYKOBOJUTENIEM MPAKTHUKA OT TEXHUKyMa Ha OCHOBAaHUU
HaOJIOACHUI 3a CaMOCTOSITEIbHOM pPabdOTON MPAaKTHKAHTA, OLEHKU 32 BBIIOJHEHHE
WHJUBUAYAJIbHBIX  3aJlaHUi, XapakTepUCTUKU W  NPEABAPUTEIBHOM  OLICHKH
PYKOBOAUTENA MPAKTUKUA OT OPraHU3aLINH.

ATTecTanus 10 HUTOTaM TMPOU3BOJCTBEHHOM MPAKTUKH (MPEITUTIIIOMHON)
IIPOBOJIUTCS B COOTBETCTBHH C MPOTPAaMMOI MPAKTUKH HA OCHOBAHUM O(DOPMIICHHOTO
B COOTBETCTBUHU C YCTAaHOBJEHHBIMU TPEOOBAHUSIMU MHCHMEHHOI'O OTYETa M OT3bIBA
PYKOBOJUTENS NMPAKTUKK OT npeanpusitus. [IpakTuka 3aBepiiaercs 3anIuTol oTyeTa
[0 MPOU3BOACTBEHHOUW (TIPEAAUIUIOMHON) TpakThke. WTOrH mNpakTHUKU TOABOAUT
PYKOBOJUTEINb MPAKTUKH.
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5. HH®OOPMALIMOHHOE OBECIIEYHEHUME ITPAKTUKH

OCHOBHBIE HCTOYHUKH:

1.

brikona, T. A. JIOKyMEeHTaIMOHHOE obecrieueHue yIpaBJICHISI
(1eIOTIPOU3BOICTBO):  yueO. nmocobue I8 CTYJICHTOB 00pa30oBaTelIbHBIX

yapexaeHuit cpen. mpod. obpasoBanus / T. A. beikoBa, T. B. Kys3nerosa,

JI. B. Cankuna; mog o6m. pen. T. B. Ky3nenoBoii. — 2-¢ u3n., mepepad. u J0Im. —
MockBa: NHOPA-M, 2021. — 304 C. — URL.:
https://znanium.com/catalog/product/1141796 (mata oGpamenus: 01.03.2023). —
Pexxum nocrtyma: mis 3apeructpup. untareneid bC. — TeKCT: 2IeKTPOHHBIH.

. I'mamguit, E. B. JlokyMeHTanmmoHHOE O0OECTIieYeHNE YIpaBIeHHs: yueb. mocooue s

CTYJICHTOB  00pa30BaTeNbHBIX YUpeKJAeHUN cpena. nmnpod. oOpazoBanus /

E.B.I'magnii. — MockBa: PUOP: HMHOPA-M, 2020. — 249 c¢. — URL:
https://znanium.com/catalog/product/1065817 (mata oOpamenus: 01.03.2023). -
Pexxum nocryna: nns 3apeructpup. untareneil ObC. — TeKCT: 31eKTPOHHBI.

I[OHOJIHI/ITG.HBHLIC HCTOYHHKMU:

1.

I'yryeBa, T. A. KouduaeHuanpsHoe IEIONPOU3BOJCTBO: y4ed. mocodue s
CTYJICHTOB 00pa30BaTeNIbHBIX YyupexkaeHud cpen. mnpod. oOpazoBanus /
T. A. I'yryeBa. — 2-e u3n., nepepad. u mon. — Mocksa: UHOPA-M, 2021. — 199 c.

— URL: https://znanium.com/catalog/product/1191331 (mata oOparmieHus:

01.03.2023). — Pexxum mocrtyma: st 3apeructpup. umratesneii ObC. — Tekcr:

3JIEKTPOHHBIN.

. 3BepeBa, B. II. Opranuzamus u TEXHOJOTUS PabOTHl C KOH(DHICHIIMATLHBIMU
JIOKyMEHTaMu: y4eb. IS CTYJACHTOB 00pa30BaTENbHBIX YUPEKACHUN cpel. mpod.
obpazoanus / B. II. 3BepeBa, A. B. HazapoB. — MockBa: KYPC: UHOPA-M,
2020. — 320 c. — URL: https://znanium.com/catalog/product/1078083 (mata
obparmienus: 01.03.2023). — Pexxum noctyna: 1uis 3apeructpup. untatencii ObC. —
TeKCT: 2JIEKTPOHHBIN.

. Kabamos, C. FO. Opranuzanusi o01Iero U CrneuuasbHOTO AETONpPOU3BOJICTBA B
OpraHax MECTHOTO CaMOYIpaBJICHUsA: y4eOl. nocobne ISl CTYACHTOB
oOpa3zoBaTenbHbIX yupexaeHuil cpen. npod. odpazosanus / C. F0. KabamoB. —
Mocksa: NH®PA-M, 2022. — 421 c. — URL:
https://znanium.com/catalog/product/1855469 (mara oOpamenus: 01.03.2023). —
Pexxum nocryna: gis 3apeructpup. untareneid IbC. — TekcT: 31eKTpOHHBIH.

. MambikuH, A. C. ApxuBHOE Jael0 B cynae: yued. mocoOue s CTYISHTOB
o0Opa3oBaTenbHbIX YUpexKaeHul cpen. mpod. oopazoBanus / A. C. MaMbIkuH. — 2-¢
u3n., jgom. u wucnp. — Mockea: PI'VII, 2020. — 219 c¢. — URL:
https://znanium.com/catalog/product/1190638 (mata oopamenus: 01.03.2023). —
Pexxum nocryna: nns 3apeructpup. unrtareneit 9bC. — TeKCT: 31eKTPOHHBIN.

. Ocobennoctr OpraHU3aIMOHHO-TEXHUYECKOTO obecrieueHus cyaeOHO

nesTebHOCTH: y4eb. mocobue jisi CTYIASHTOB O0pa3oBaTEIbHBIX YUPEKICHUN

cpen. npod. oopazoBanus / aBT.-cocT. E. B. I'epacenko. — Mocksa : PI'VII, 2020. —

284 c. — URL: https://znanium.com/catalog/product/1689603 (mata oOGparieHus:
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01.03.2023). — Pexxum mocrtyma: st 3apeructpup. uyurareneid DbC. — Tekcr:
3JICKTPOHHBIM.

Ilepuoanueckue n3xaHus (0TeYeCTBEHHbIE )KYPHAJIbI):

1.

ITpodeccuonanbHoe 0Opa3oBaHue B coBpeMeHHOM Mupe: Professional education in
the modern word: Bcepoccuiickuii HayuHbIN KypHAN / yupeaurenb DegepanbHoe
rOCyJapCTBEHHOE  OIO/DKETHOE  00pa3oBaTeNbHOE  YUPEKICHHUE  BBICIIECTO
oOpazoBanust «HOBOCMOMPCKHMII TOCYJapCTBEHHBI arpapHbIii YHUBEPCHUTET». —
2011 - . — HoBocubupck: OI'VII «M3garensctBo CO PAH», 2020 -. -ExxexBapt. —
TekcT: HenmoCpEeACTBEHHBIN.

. CripaBOYHUK KaJIpOBUKA: XKypHAJI PYKOBOAUTENS KaJIPpOBOM CIYKOBI / yIpeauTeINb

00O K®II «Axtrony». - 2011 — . - MockBa: OO0 «MII®OPy», 2018 - . - Exxemec.
— TekcT: HemocpeACTBEHHBIM.

. YrpaBieHue npoexkraMu: HH(OOpMaIMOHHO-aHATUTHYeCKUi xypHai. — 2004 - . —

MockBa: OOO «HckyccTBo ympaBieHusi npoekramm», 2020 - . - Exemec. —
TekcT: HenmocpeACTBEHHBIN.

NuTepHeT-pecypcebl:

1.

2.

3.

[apant: wHpOpManMOHHO-TIpaBOBOM moprtain: cat. — URL: http://www.garant.ru
(mara obopamenus: 01.03.2023). — TekcT: AIMEKTPOHHBIN.

I'AY TocynapcrBennsiii apxuB Kysz0acca: caiit. — URL: http://arhiv42.ru/(nara
obpammenus: 01.03.2023). — TekcT: 37CKTPOHHBIH.

KoncynbranT [lmoc: HamexHas mpaBoBas MOIACPKKa: J[eIOnpon3BOICTBO: CAMT.
— URL: http://www.consultant.ru/law/podborki/theme-deloproizvodstvo/ (mata
obparenus: 01.03.2023). — TekcT: 37K TPOHHBIH.

. Oxpana Ttpyna Ha mnpousBoicTBe: B momomis paboTHuky: cait. — URL:

http://sgam.ru/ (nata ooparienus: 01.03.2023). — TekcT: 37K TPOHHBIH

14


http://sqam.ru/

6. MATEPUAJIBHO-TEXHUYECKOE OBECIHEYEHUE INPAKTUKHA

[Ipon3BOACTBEHHYIO MPAKTHKY (MPEIIUIIIOMHYI0) 10 creruanbHoctu 46.02.01
JIOKyMeHTallMOHHOe o0ecrevyeHue YNPABJEHUSI W aPXUBOBeJEHHE CTYICHTHI
OpOXOJIT Ha 0a3e opraHu3anuil pa3IUYHbIX (OPM COOCTBEHHOCTH, B KOTOPBIX
OCYIIECTBISIOTCA JOKYMEHTAllMOHHOE OOecCleYeHne YIpaBieHUs, OpraHu3aIlus
aApXUBHOM U CIIPaBOYHO-UH(GOPMAITMOHHON pabOTHI 10 TOKYMEHTaM.
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7. KOHTPOJIb U OILIEHKA PE3YJIbTATOB OCBOEHUSI PABOYEN

ITPOI'PAMMBbI _ MPOU3BOJICTBEHHOM INPAKTUKHU
(ITPEJIUIIJIOMHON)
Cucrema OLEHKM KadecTBa MPOXOXKIACHUS NPAKTUKH IPEAYCMATPUBACT
CJIEIYIOLME BBl KOHTPOJIA:
— TEKYILUA KOHTPOJIb;
— IPOMEXKYTOYHAs aTTECTalU.
Tekymuid KOHTPOJIb OCYIUECTBISIETCS PYKOBOJMTENIEM OT OpPraHHU3aLNH.

[IpoBoauthcst B ¢dopMe MPOBEpKH MaTepuUajoB oOT4YeTa IO TMpaKTUKE U T. II.

HpOMe}KYTOLIHaSI arTcCTaluuAg IMMpOBOJUTCA B (bopMe 3ayeTa. 3ayeT IMPOBOAUTCA B BUIC

3allUTBl OTYCTOB IIO IIPAKTHUKCE.

[Ipu mpoBeneHUH NPOMEKYTOUHOU AaTTECTALMU

O6yanOH1€I’OC5I YUUTBIBAIOTCA PE3YJIbTAaThl TCKYIICT'O KOHTPOJLA

- HOpPMaTUBHbIE NPaBOBbIE aKThl B 00JACTH OpraHU3alUuu
YIIPABJICHUYECKOU EATEIIbHOCTH;
- OCHOBHBIE MpaBWja XPAaHEHUS W 3alIUTHl CIy>KeOHOU

uHpOpMaINH;
- CHCTEMY AapXMBHOIO YympaBieHus B Poccuiickon
Qeneparui U opraHuzanuio  ApxuBHOro  (oHna

Poccuiickoit denepanuu;
- CUCTEMY XpaHEHUs U 00pabOTKHU TOKYMEHTOB.

PesyabTaTsl ®opMBbI M METOABI KOHTPOJISA U
OLICHKH

HNmeth npakTHyecKkuii onbIT: Texymuit KOHTPOJIb 3a
- OpraHu3aluy  JOKYMEHTAlMOHHOTO  OOeCIeYeHUs | IPOXOXKIECHUEM HPaKTUKU
yIrpaByieHus 1 QYHKIIMOHUPOBAHUS OPTaHU3AINH; HAOJMIOJIEHUs 32  BBINOJIHEHUEM
- OpraHM3aLUU apXUBHOM U CHPaBOYHO-WH(GOPMALIMOHHON | 3a1aHu, IPESyCMOTPEHHBIX
paboTHI 10 TOKYMEHTAaM OpraHU3aluy; IporpaMMmoi
yMeTh: Tekymmit KOHTPOJIb 3a
- NpPUMCHSTH  HOPMAaTWBHBIC — IIPABOBBIC  aKThl B | ipoXO0KICHUEM TIPAKTHKH
YNPaBJICHYECKOH /IEATENLHOCTH; . HaOJIOIEHNUsT 32 BBINOJIHEHUEM
- [IO/ATOTABJIMBATh IPOEKThI YIPABIECHYECKUX PEIICHUI; .

3aJlaHul, IIPEYyCMOTPEHHBIX
- 00pabareiBaTh BXOJAIIME M HMCXOJAIINE JOKYMEHTHI, .
CHCTEMATH3HPOBATh HX, COCTABIATH HOMEHKIATypy aen u | | POTPaMMOH.
(dopMHpOBaTh JOKYMEHTHI B JI€71a;
- TOTOBUTHb M IPOBOAMTH COBEILIAHMS, JEJIOBBIE BCTPEUH,
IIPUEMBI U NIPE3ECHTALUY;
- OPraHU30BbIBATh AESITEIBHOCTh apXMBa C yUYETOM cTaryca
U pouIst OpraHu3aluy;
- paboTaTh B cuUcTEMax 3JIEKTPOHHOTO JOKYMEHTO000pOTa;
- WCIIONb30BaThb B JEATEIBHOCTH apXWBa COBPEMEHHBIE
KOMIIBIOTEPHBIE TEXHOJIOTUH;
- IPUMEHATH COBPEMEHHBIE METOAMKM KOHCEpBalUU U
pecTaBpallui apXUBHBIX TOKYMEHTOB.
3HATh: Texymuit KOHTpoJb, OQOpMIIEHHE

OT4YE€Ta U JTHEBHHKA
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IlIkana oyenxku odpazosamenvHbIX 0OCMUICEHUTI CHLYOEHM 06

OIIeHKa YPOBHH NMOATOTOBKH

IIpoueHT pe3yIbTATUBHOCTH
(mpaBWIBHBIX OTBETOB)

CooTBeTcTBHE CONIEPKAHUS OTUETA MPOTPAMME
MPOXOXKIEHHS TPaKTUKKH. OTYeT cOOpaH B TIOJTHOM
o0beme. CTpYKTypUPOBAHHOCTH (YETKOCTh, HyMepaIus
CTpaHMII, MOAPOOHOE oryiaBieHue otyeTa). OpopmiaeHue
otueta. UHIUBUyanpbHOE 3aJaHUE PACKPBITO IMOJTHOCTBIO.
PexomeHyemasi olieHKa 3a MPAKTHKY OT OpraHu3aIiu
«oTIMYHOY». He HapyIeHbl CpOKH CAaYM OTYETA.

CooTBeTcTBHE COIEpKaHUs OTYETA IPOTrpaMMe
MIPOXOKIAEHUS TPaKTUKU. OTUeT cCOOpaH B MOJIHOM
o0beme. He Besnie npocnexuBaercs
CTPYKTYpPUPOBAHHOCTb (YETKOCTh, HyMepalus CTpaHMIl,
noJipobHoe ornapieHue oryera). OdhopmieHue oTyera.
NuauBuayanbHOE 33JaHUE PACKPBITO MTOJIHOCTBIO.
PexomeHiyemast OlleHKa 3a IPAKTUKY OT OpraHu3anuu
«xopo1o». He Hapy1IeHbl CPOKH cjauu OTYETA.

CooTBeTcTBHE COIEpKaHUs OTYETA IIPOTrpaMMe
MIPOXOKAEHUS TpaKkTUKU. OTUeT coOpaH B MOJIHOM
o0beme. He Besnie npocnexuBaercs
CTPYKTYPUPOBAHHOCTb (YETKOCTh, HyMepalysl CTpaHMIl,
nopoOHoe oriasieHue oryera). B opopminenun oruera
MpocieKruBaeTcss HeOpexxHoCTh. MIHAnBHUTyanpHOE

3a/laHue PacKphITO HE MOJIHOCTBIO. PexomMeHtyemast
OIICHKA 32 MPAKTUKY OT OPraHU3aLUH «XOPOLIO» WU
«YZAOBIETBOPUTENBHO». HapylieHsl CpoKH caauu oTyeTa.

CopepxaHus OTYETa HE COOTBETCTBYET IMPOTPaMMe
MPOXOXKACHUS TPakTUKU. OTUeT coOpaH HE B TIOJTHOM
o0nreme. He mpociexxuBaeTcsi CTpyKTypUPOBAaHHOCTD

(4eTKOCTh, HyMepallus CTPaHUIl, TOJPOOHOE OTJIaBICHUE
otuera). B odopmiieHnn oT4eTa MPOCICKUBACTCS
HeOpexHocTh. HANBHTyanbsHOE 3a/1aHNEe PACKPBHITO HE
MOJTHOCTHIO. PeKOMEH TyeMast OTICHKA 3a TIPAKTHKY OT

OpTraHMU3aINH «yTOBJICTBOPUTEIHHOY WU
«HEYIIOBIIETBOPHUTEIHHOY». HapyImeHs! cpoku caauu

0aJyn .
BepOaJIbHbBII aHAJIOT
(oTmMeTKA)
5 OTJIIMYHO
4 XOPOIIO
3 YAOBIETBOPUTEILHO
2 HEYJIOBJIETBOPUTEIHHO

OT4UCTAa.
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