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YUEBHAS INPAKTUKA: IPOEKTHAS IPAKTHKA

YKpynHEHHas rpyInna HarnpasjieHUH 46.00.00 Ucropus u apxeoorus

MOJArOTOBKH

[Iporpamma BbiciIero o0Opa3oBaHus [Iporpamma MarucTparypsl

HanpagieHue 1noaroToBKu 46.04.02 JIOKyMEHTOBEIEHUE U
apXUBOBEICHUE

Marucrepckas nporpamma WHpopMaIiOHHO- 10Ky MEHTALIMOHHOE
obecrneyeHue yrpaBjieHHs

Kpanmudukauus Marwuctp

dopma 00yuyeHus OuHas, 3a04Has

PaGouas nmporpamma ajianTHpOBaHa JUIst JIMLL
C OrpaHUYE€HHBIMH BO3MOYKHOCTSIMHU 3710POBbSI U UHBAIIUJIOB

Jlonenk 2024



PaGouasi mporpamMma NpakTHKH «YueOHasi NMPAKTHKA: NMPOEKTHasi NMPAKTHKA» /Ul
00yyaroLuXcsi Mo HarpaBlieHuIo noArotoBku 46.04.02 JlokyMEHTOBEICHHE U apXHBOBEICHHE
(Marwucrepckas nporpamma: MH(popMannoHHO-T0KYMEHTAIlMOHHOE 00eCreueHre yIpaBieHus ),
cocTaBjeHa Ha OCHOBaHMH DenepaJibHOrO rocylapcTBEHHOro 00pa30BaTENbHOrO CTaHIapTa
BBICIIETO OOpa3OBaHMsi — MarkcTparypa IO HalpaBjlIeHHIO MOAroToBKM  46.04.02
JIoKyMeHTOBeIeHHEe ¥ apXHBOBEJICHUE, YTBEPXKICHHOIro NpHKa3oM MuHucTEpCcTBA HAayKH U
BeIcIIero oOpasosanusi Poccuiickoit @enepamyu ot 29 okradbps 2020 r. Ne 1345, Tlopsiaka
OpraHM3alli¥ W OCYIIECTBICHHs 00pa30BaTENbHONH EATEJBLHOCTH M0 00pa30BaTesIbHbIM
nporpamMMam BbIcIIero oOpa3oBaHus — IporpaMmmam OakajaBpuaTa, IporpaMmam CrieluaiuTeTa,
nporpaMMaM MarucTparypbl, yYTBEP)KAEHHOTO INpHKa3oM MHHHUCTEPCTBA HAyKH M BBICLICTO
obpasosanus Poccuiickoit ®enepammu ot 06 ampenst 2021 r. Ne 245 (¢ u3m. u Jjom.), B
COOTBETCTBHH C Y4eOHBIM IUIaHOM, YTBep)KIeHHBIM YueHbM coBeToM PI'BOY BO «Jlonl'Y» juis
Habopa 2024 rona.

PazpaboTunku:

JOUEeHT Kadeapbl WHPOPMALMOHHBIX CHUCTEM

yIIpaBICHHUS,

KaH/I. 9KOH. HayK, JOLIEHT H. E. Mammenko

yIpaBlIeHHUs], KaH/. SKOH. HAayK 51. B. ®unarosa

JotieHT Kadeapbl HHPOPMAITHOHHBIX CUCTEM
yIpaBJIeHHUs], KaH[. SKOH. HAayK éf E. B. l'aiinaps
PaGouas mnporpamma on00peHa Ha 3aceiaHud kadeapel HHPOPMALMOHHBIX CHCTEM

yIIpaBJIEHUS.
[Tpotokon ot 22.03.2024 r. Ne 6a

3aBeayrommid Kadeapoii %ﬂ% H. 1. ITonomapenko

COI''TACOBAHO:

JOUEeHT Kadeapbl HHPOPMALMOHHBIX CHCTEM g

Jlekan ¢axypTeTa MaTEMaTHKU U
HH()OPMAIIMOHHBIX TEXHOJIOTUI ‘
28.03.2024 r. L%

VueGHo-MeToauuecKas KoMHCCHs (haKyIbTeTa MAaTeMAaTHKH U MHQOPMALIMOHHBIX TEXHOJIOTHIA.

[Tpotokon ot 27.03.2024 r. Ne 7.
Ipencenarens dé/k JI. . Censixosa

PykoBoIuTENIE OCHOBHOI! NpodeccoHaIbHON
o0pa3oBareabHON IIPOrpaMMBel,

JI-p 9KOH. HayK, JOLIEHT %ZZ{J/% H. III. TTonomapenko
26.03.2024 r.

U. A. MouceeHKko



1. MECTO ITPAKTHUKHN B CTPYKTYPE OBPA3OBATEJIbHON ITPOI'PAMMEBI

1.1. TpebGoBaHus K MpeIBapUTEIBbHON MOJArOTOBKE OOYYAIOMIMXCS, MPEALISCTBYIOMINE U
CONYTCTBYIOIIME AUCHUIUIMHBI, HA KOTOPBIX OCHOBBIBAETCS M3YUYEHUE TAaHHOM:

Jucuunimael MeTronosioruss U METOIbl HAay4YHBIX HcCcieaoBaHui, llemaroruka BbIcHIei
mkonbl, HWcropus u  Qumiocopus Haykw, Teopuss COBPEMEHHOTO JOKYMEHTOBEICHUS U
apxuBOBecHUs, |IpaBOBbIC OCHOBBI YINpaBICHHUS IOKYMEHTAIlMEH W apXuBaMu 3a pyOekoM,
NudopManinoHHbIii MEHEIKMEHT, AHanu3 OOJbIMX AaHHBIX, CaMoopraHu3aus W TEXHOJIOTHH
Pa3BUTHS JTUYHOCTH.

1..2. JIuCUUIIIMHBI, KypCcOBbIE pabOThl M MPAKTUKH, ISl KOTOPBIX OCBOCHHE JaHHOMN
JUCITUTIMHBI HEOOXO0IMMO KaK MPE/IIeCTBYIOIIEE:

Meroapl pedeprupoBaHusi U aHHOTUPOBAHUS HAYYHOU JHUTEpaTypbl, IHTEpHET-TEXHOIOTHH
U BeO-Iu3aliH B MPO(ECCHOHATLHOW JIEATSIBHOCTH, MeTobl pedeprpoBaHUS M aHHOTHPOBAHUS
Hay4YHOU JIUTEepaTyphl, YIpaBicHue NU(PPOBbIMA HHHOBAIMAMU, CTpaTernYeCKUii MEHEHKMEHT B
JOKYMEHTAallMOHHOM  o0ecriedyeHUuu  ympaBieHus, CTaTUCTUYECKOE  MOJCIMPOBAHUE U
MPOTHO3UPOBAHUE B IOKYMEHTAIIMOHHOM O0ECIICUeHUH YIPABIICHHUS;

2. OITMCAHMUE ITPAKTHUKHA

2.1.  OOmas xapakTepucTuKa

HanmeHnoBaHne mmoxka3areis 3HaueHUEe NoKa3aTes

Ha3Banue o06pazoBaTebHON MTPOrpaMMBbl 46.04.02 JIokyMeHTOBEICHUE U
apxuBOBeieHne (Marucrepckas nporpamMmma:
HHpopMannoHHO-TOKYMEHTAIIMOHHOE
o0ecrieyeHue yrpasJieHHsl)

[udp n Ha3BaHUE B COOTBETCTBUH C b2.b.2 YyeOHas npakTHKa: IPOEKTHas
y4eOHBIM TIJIAHOM MPaKTHKA

YacTs 00pa3zoBaTeapHON MPOrpPaMMBbl ba3oBas yactp

KonnuecTBo 3au€THBIX eIMHUIL / BCETO YacoB 3/108

2.1. Pactipenenenue yacoB no ¢popmMaM u nepuojiaM o0ydeHus

OO011ee KOMMYECTBO 4acOB
o
dopma o | § camMocTos
> | & | nmekuu- | nabopa- | MPAaKTH- | TEAbHOH dopma
00y4eHus 2 3 BCETO
8 | OHHBIX | TOPHBIX | YeCKHX | paboTHI + KOHTPOJIS
KOHTPOJIIb
Ounas 1| 2 — — — 108 108 | muddepenuu-
POBaHHBIN
3a4er
3aouHas 1| 2 - - - 108 108 | muddepenmm-
POBaHHBII
3a4er

3. LEJIM [TPAKTUKN

3aKkperuieHue TEOPETUYECKOro MaTepuala Mo AUCIHUILUTUHAM IMPOTPaMMBbl MaruCTEPCKON
MOATOTOBKH, CBA3AHHBIMHU C NPCAMCTOM JOKYMCHTOBCIACHUSA W APXHUBOBCACHHA, PpCaAIM3alUA
PO eCCHOHATBHBIX 3HaHUHN " npuoOpeTeHne npodecCHOHATBHBIX HaBBIKOB
JIeNTOTIPOU3BOCTBEHHON M apXUBHOU PabOTHI CO CIIY>KEOHBIMH JOKYMEHTAMHU.



3agaum NpaKTUKU:

— HU3Yy4YCHHC cocCraBa BUI0B CHy)KC6HBIX AOKYMCHTOB, HCIOJIB3YIOIUXCA npu
JOKYMEHTUPOBAaHUM YIPABICHUYECKON AEATENIbHOCTH COBPEMEHHBIX T'OCYAAPCTBEHHBIX CTPYKTYp U
HETOCYAapCTBEHHBIX OpraHU3aINi;

— H3y4YEHHUe MopsAIKa U 0COOeHHOCTEH 0(OpMIIEHUS TOKYMEHTOB;

— ycBOeHHeE MPOo(eCcCHOHATFHO 3HAYUMBIX TPEOOBaHMI K MarucTpy,

— H3y4Y€HHUE U aHaJIU3 HOPMATHUBHO-IIPABOBBIX U HOPMATUBHO-METOAMYECKHX JTOKYMEHTOB,
OTIPENIeNAIONINX  OPTaHM3ALMI0 W TEXHOJOTHIO  JICJIONPOU3BOACTBA  (JOKYMEHTAIIHOHHOTO
obecnieuenus ynpasieHus — JJOY) n apXxuBHOro XxpaHeHHs B opraHu3aunuu (yCTaBbl, MOJOKEHUS,
[IpaBWJIa, UHCTPYKIUH, PETJIAMEHTHI U T. 11.);

— 03HAaKOMJICHHME C COAEP)KaHUEM KOHKPETHBIX JEJIONPOU3BOICTBEHHBIX U apXUBHBIX PabOT
HETOCPEACTBEHHO Ha paboueM MecTe;

— II0Jly4Y€HHE HaBBIKOB PA0OTHI C JOKYMEHTAMH Ha BCEX CTa/IUAX UX JIBUKEHHUs (TIepBUYHASL
00paboTKa TOKYMEHTOB B JKCIEIHMINHU, paboTa ¢ JAOKyMeHTamHu B ciyx6e IOV, permcrpanus,
KOHTPOJIb, UCIIOJIHEHUE JTOKYMEHTOB B CTPYKTYPHBIX MOJPa3/A€iICHUAX, UX OTIPABKa, OpraHu3aLus
XpaHCHUA, MTOArOTOBKAa JOKYMCHTOB K CAa4€ B apXUB U T. I[),

— O03HaKOMJICHHME C OpraHu3anueil paboThl B apXUBE OpraHU3aLMH;

— ydYacTH€ MAarucTpaHTOB B padOTe IO CO3/aHUI0 M YCOBEPUICHCTBOBAHHMIO ApXHMBHBIX
CIPAaBOYHUKOB, OPraHU3allMM ydeTa, 00ECHEeUeHHI0 COXPAHHOCTU, KOMIUIEKTOBaHMIO, YKCIEPTH3E
OCHHOCTH NOKYMCHTOB, OpraHru3ali UCII0JIb30BaHHUA JOKYMCHTOB,

— CaMOCTOATENIbHAs MpaKTUYecKas paboTa MO BBINOJIHEHUIO KOHKPETHBIX 3a/laHuil, B TOM

YUCIIe TIAaHOBOM TeKyIei padoThl ciy>k0b1 JJOY 1 apxuBa opranuzanui.

4. KOMIIETEHIIMA ObYYAIOHIEI'OCH, ®OPMUPYEMBLIE B PE3VIIBTATE

OCBOEHM ST KOMIIOHEHTA OBPA3OBATEJIbHOM ITPOI'PAMMEI, X MHIUKATOPHI 1

INTAHUPYEMBIE PE3VJIbTATBI ObYUYEHUA

Komnereniun HNuaukaropel Pe3ynpTatsl o0yueHus
YK-6. Criocoben YK-6.2. Onpenensier | YK-6.2.1. 3HaeT OCHOBBI CAMOOIICHKH.
OTIPENIeIIATh U [IPUOPHUTETHI VK-6.2.2. Ymeer omnpenensitb  IPUOPHTETHI
peann30BbIBATh po¢)eCCUOHANBHOTO | IMYHOCTHOTO POCTA.
MIPUOPUTETHI pocTa u croco0sb! YK-6.2.3. HemoHcTpupyet CIOCOOHOCTH
cOOCTBEHHOM COBEPILICHCTBOBAHUS | IJIAHUPOBATb CBOIO  JIESITEIBHOCTH C  Y4ETOM
JeSITeIbHOCTU U cOOCTBEHHOH YCIIOBUH, CPEIACTB, JIMYHOCTHBIX BO3MOXHOCTEH;
CHoCco0bI e JeSTebHOCTH Ha HalleJIeH Ha  JlalbHeilee  camMopa3BUTHE |
COBEPILICHCTBOBAHUS OCHOBE CAMOOILIEHKH | caM000pa3oBaHuE
Ha OCHOBE 10 BEIOpaHHBIM
CaMOOIIEHKH. KPUTEPHSIM.
T11K-1. Crioco6en IIK-1.1. Pykoomur | IIK-1.1.1. 3Haer OCHOBBI YIPaBICHHUS
OCYILECTBIISTD IIOCTPOEHUEM JIOKyMEHTaluen
PYKOBOZCTBO €IUHON CUCTEMBI [IK-1.1.2. VYwmeer Opl“aj-II/ISOBBIBaTB rpouecc
ESITETBHOCTBIO yIpaBJICHUsI yIpaBJieHHsI JOKYMEHTAIUEH B OpraHU3allHH.
TI0/Ipa3IeIICHUSI IO JIOKYMEHTaIuen
YIIPaBJIEHAIO OpraHu3alyu
JIOKyMEHTAMH I1K-3.2. Cnocoben I1K-3.2.1. 3HaeT OCHOBBI apXUBHOI'O Je1a
OpraHu3aluu pykoBOaUTh apxuBoM | T1K-3.2.2. YMeeT NpUMEHSITh OCHOBBI apXUBHOT'O

OpraHusalny Ha Jienia B yIIpaBJICHUH apXHUBOM.

(ITpodeccronanpupiit | OCHOBE OIbITA
craugapt 07.004 YUpPaBJICHUA
«Crnenuanuct mno 3apyOeKHBIMH
YIIPaBIICHUIO apXuBaMu
JIOKyMEHTaIuen
opraHuzanum», B)




5. BUJI, TUIT ITPAKTHUKH, ®OPMBI 1 CITIOCOBHI EE ITPOBEJIEHUA

Buo npaxmuxu — yaebHas nmpakTHuka.

Tun yuebHOU npakmuku: TPOCKTHAS.

Cnocobwsl npogedenus yueOHOl NpaKkmuKky . CTallMOHApHAsl; BbI€3THAS.

JlaHHBII BUJ MPAKTUKH MPEIoiaraeT padoTy CTYJACHTOB B CTPYKTYPHBIX MOJPA3/IEICHUSIX
OpraHu3auil ¥ IpeaIpUsITUA, OTBETCTBEHHBIX 32 JOKYMEHTAI[MOHHOE OOecrieueHre ynpaBiaeHus, B
apxuBax opranuzauuii, B T.4. B ®I'BOY BO «/loHeukuil rocynapCTBEHHBI YHHUBEPCUTETY.
[IpakTUKaHTBI MOryT IOJ PYKOBOJCTBOM PYKOBOJIMTENS IPAKTHUKUA OT OpPraHU3aluy 3aMellaTh
pabOTHUKOB CTPYKTYPHBIX MMOAPA3ACICHUN, BBIMOIHASA UX (DYHKIIMU, CBS3aHHBIE C COCTABICHUEM U
o(opMIIEHHEM JOKYMEHTOB.

ConeprkaHue 1 BBITIOJTHEHHE 3a/IJaHUH PAKTHKH 3aBUCAT OT 0a3bl MPAKTUKH U OMPEACTISIOTCS C
YUETOM CJIEIYIOUIMX OCHOBHBIX (DaKTOPOB: YCIOBUN MPOXOXKIEHHS yueOHON MPaKTUKH, CTaTyca U TUMa
0a3bl MPaKTUKU, COJEPKaHUS €€ NESITEIbHOCTH, ACCOPTUMEHTA M KadecTBa IPENOCTaBISIEMBbIX
yCIIyI, BO3MOXHOCTEH CTYJIE€HTa B YCJIOBHSAX JAHHOTO YUPEXKJEHHUS O3HAKOMUTBHCSH C
HEOOXOJUMBIM JIOKYMEHTaMH, BBHIMOJHUTh AHAIUTHYECKYI0 M TMPOTHOCTHYECKYIO padoTy;
HAJIMYUS B YUPEXKICHUM CUCTEMBbl yueTa pa3JUYHBIX IPOLECCOB OCHOBHOM JEATEIbHOCTH,
JOKYMEHTOB M MaTepuajoB, WHQOPMAIHMOHHBIX CHUCTEM, HEOOXOAMMBIX IJIsi HM3y4YCHHUS U
aHalln3a, CBOeBPEMEHHOE UX MPEJOCTABICHUE CTyAEHTaM PaOOTHUKAMHU YUPEKICHHUS.

Bo Bpems npoxoxaeHHs NpakTHKH CTYAEHT o00s3aH coOmojaTh IpaBWila BHYTPEHHETO
pacriopsiika W HHbIE HOPMATUBHBIC aKThl, OINPEIENSIONIME TMOPSIOK AEATENPHOCTH pPabOTHUKOB
COOTBETCTBYIOLIMX JOJKHOCTEN U JIp.

ATTectauusi MO HUTOraM MPAKTUKHW NPOBOJMUTCS MPU YCIOBUU BBIIIOJHEHUS BCEX
pa3aenoB NporpaMMbl IPAKTUKU U IPEJOCTABICHUS BCEH OTUETHON JOKyMeHTauuu. Pasnenom
NpPaKTHUKU MOXET SIBIATbCS HayudHO-HcclleloBaTelbckas padora obydarommuxcs. CTyAeHTHl B
X0/l MPaKTUKU MOTYT y4acTBOBAaTh B MPOBEJEHUHM HAyUYHBIX MCCIIEIOBAHUM WIJIM BBIMOJHEHUU
METOAMYECKUX pPa3pabOTOK, OCYLIECTBJATh cOOp, 00pabOTKy, aHAIU3 U CHUCTEMaTU3AIUIO
uH@opmanuu no TeMme (Mo 3aJaHUI0 MPENojaaBaTelsi), COCTABJISATh OTYETHl (pa3deibl OTYETa)
no TeMe WIM ee pasjaeny (dTamy, 3aJaHUIO), BBICTyHNAaTh C JOKJIaJAOM Ha KOH(EpEeHIHUH,
FOTOBUTH K MyOJIMKALIUU CTaThU.

6. MECTO U BPEMJI ITPOBEJIEHN I VUEBHOM ITPAKTUKU

VYueOHast mpakTUKa JJI CTYJICHTOB HaIlpaBeHUs MOAroToBKH 46.04.02 JlokymeHTOBEACHUE
U apXUBOBEJECHUWE OpraHu3yeTcs Ha HNpeanpuiaTusx u opranuzauusax Jlonenkor Hapognoit
PecnyOnuku, B TOCyJapCTBEHHBIX YUPEKACHUSIX WIIM HETOCYAPCTBEHHBIX CTPYKTYpax.

C oObekTaMH MPaKTUKU 3aKITIOYAIOTCS JIOTOBOpPA, B COOTBETCTBUH C KOTOPBIMU
CTYJICHTHI HaIPaBJISAIOTCS HA MPAKTUKY. MOTYT 3aKII09aThCsl HHANBHUAYaIbHBIE TOTOBOPHI. Bo
BpeMsl TPAKTUKH CTYJIEHThl PAaOOTAIOT B CTPYKTYPHBIX TMOJpa3AeNeHUs X, OTBETCTBEHHBIX 3a
JIOKYMEHTAIIMOHHOE OOECTICUCHHE yIpaBieHUsl (yIpaBJICHUS JellaMy, KaHIEJIsIpus, OO OTae,
CeKpeTapuaThl U Ip.).

Onpenenenve 6a3 MPaKkTUKU BO3JIaraeTcs Ha BBIMYCKalollylo kKadeapy, KoTopas TOTOBUT
JIOTOBOPBI O COTPYJHUYECTBE C OPraHU3aUUAIMU (YUPEKICHUAMU, TPEANPUATUIMHI) U TIPOrPAMMY
MPAKTUKH TI0O COOTBETCTBYIONIEMY HAIIPABJICHHUIO.

[IpakTuka npoBOAUTCA BO BTOPOM CEMECTPE MOCIIE CIaul CECCHU 3a 1 ceMeCcTp B COOTBETCTBUM C
rpadrKoM y4eOHOTO TIpoIiecca B TeUEHHUE ABYX HEEIb.

7. CTPYKTYPA U COJIEPXKAHUE YUYEBHOM ITPAKTUKHU

7.1. CtpykTypa yueOHOU MTPaKTUKH
OO01mmas TpyA0eMKOCTh Y4eOHOM MPAaKTUKK COCTABIISIET 3 3a4eTHBIX eauHull, 108 gacos.



Tabmma 7.1 — CtpykTypa yueOHOM MPAKTUKH

Bunsbl yueOHoil padoThI Ha MPAKTHKE,

BKJIIOYasl CAMOCTOSITEIbHYI0 padoTy

CTYJCHTOB H TPYAOEMKOCTh Dopmbl
(B yacax) TEeKyIlero
Ne £ = 9 o| @ "
Pa3znennl (3Tanbl) NPaKTUKH = g AL E = E d ® | TMPOMEKYTOY-

n/n = | FofsxE|88¢d &£

= =Eep==s3a|l528 Ew HOro

= c 8B eE oS 2 5 = KOHTPOJIsSA

= S oP © S| =59 3 ¢o

= 5§ =8

1 HHcTpyKTHBHOE COBELIaHNE U 2 CobGecenoBanmue
HOJTyYeHHe JOKyMEHTAIuH IS
HPOXOXKICHUSI y4eOHOH NPaKTHKU

2 OdopmiieHre HEOOXOAMMBIX 2 4 CobGecenoBanue
JIOKyMEHTOB Ha 0a3e MPaKTUKH.

[IpoxoxxaeHue HHCTPYKTaxKa Mo
TEXHHKE O€301TaCHOCTH M OXpaHe
TpyZAa Ha IPEeANPUATUU.
O3HaKOMIICHHE C ITpaBUIaMU
BHYTPEHHETO TPYIOBOTO
pacropsiaka

3 3HaKOMCTBO C OpraHHu3aluei u 6 6 CooTBeTCTBYIO-
U3y4eHHe OpraHn3allMOHHBIX muit pazaen
JOKyMEHTOB OpTaHHU3aIHN JTHEBHUKA

PaKTHKU

4 AHanmu3 HOpMaTHBHO- 6 6 CooTBeTCTBYIO-
METOIMYECKUX JOKYMEHTOB, muit pazaen
pETIIaMEHTUPYIOIINX TTpaBUiIa JTHEBHUKA
co3aanus U 0hOpMIICHUSI MPAKTUKHU
JOKyMEHTOB, CHCTEMBI
JIOKYMEHTAIIMU OpTaHU3alIH.

5 N3zyuenne ocobeHHOCTEH 6 6 6 CooTBeTCTBYIO-
oopmIIeHHS yTIPaBICHYECKHX M pasaen
JIOKyMEHTOB JTHEBHUKA

HPAKTHKA

6 AHanm3 10KyMeHToo00opoTa 6 6 8 CoOOTBETCTBYIO-

OpraHu3anuu LU pa3gen
JTHEBHUKA
NIPAKTUKU

7 AHanm3 apXHBHOTO 00eCTIEUEeHUS 6 8 CooTBeTCTBYIO-

JeATeILHOCTH OpTraHU3aIin muit pasaen
JTHEBHUKA
NIPAKTUKU

8 IToaroroBka o01ero oT4eTa 1Mo 12 Tekcr
HpaKTHKE

9 OdopmieHre JOKYMEHTOB 110 6 JloKxyMeHTHI 110
ITPAKTHKE ITPAKTHUKE

10 | 3ammra oTyera 1o MpaKTUKE 6 3auér

nmuddepeHmm-
POBaHHBIN
HUroro 108




7.2.  CopepxaHue MPaKTUKH

VY4yeOHas MpaKTHKa MOXET BKIIOYATh BBHIMOJHEHHE CIEAYIONMX padoT: 3HAKOMCTBO C
OpraHu3alel MW ee CTPYKTypoi; BBIICHEHHE OCHOBHBIX (YHKLUMH OpraHu3alu; H3ydeHUe
OpPraHM3alMOHHBIX M HOPMAaTHUBHO-METOJIMYECKUX JIOKYMEHTOB, YCTaHABJIMBAIOILIMX IpaBUIIa
co3/iaHus U opOpMIIEHUS JOKYMEHTOB B YUPEXIAECHUH; U3yYEHUE OPraHU3allMOHHBIX HOPMAaTUBHO-
METOAMYECKHX JIOKYMEHTOB, YCTaHABJIMBAIOIIMX IpaBMiia pabOThl apXUBOB; BBIABICHHE CHCTEM
JOKYMEHTalul, (YHKIHMOHUPYIOIIUX B OpraHU3alyu; HU3ydyeHHe OcoOeHHOcTed odopmieHus
OTJENBHBIX BHUJOB YINPABICHUYECKUX IOKYMEHTOB, HWCIOJb30BAHUS YHHU(PHIUPOBAHHBIX (HOpM,
TpadapeTHbIX TEKCTOB U T.JI.; aHAIU3 OJIaHKOB.

OCHOBHBIMU 3TanaMu y4eOHON NPAKTUKY SIBIISIFOTCSL:

7.2.1 3HaKOMCTBO C OpraHu3aluedl — MECTOM IIPOXOXKIACHMS IPAKTUKU U U3y4YEHHUE
OpraHU3aLMOHHBIX TOKYMEHTOB OpraHU3alH1H.

B mepBble 1HU TPAaKTUKKA MaruCTPaHTHl 3HAKOMSTCSI C TIEPCOHAIIOM U MECTOM IPOBEICHUS
IOPAaKTUKH, MpOXoAaT Oeceqy € pYKOBOASIIUMHM paOOTHUKAMM  YUYPESKICHUS, H3YHaroT
OpraHu3alMOHHO-TIPABOBBIE JOKYMEHTHI, PETIIaMEHTHPYIOIINE I0OPUINUECKUI CTaTyC OpraHu3aIlny,
€ro OpraHU3alMOHHO-TIPABOBYIO (OpPMY, OpraHU3aLMOHHYIO CTPYKTYpY: YCTaB (IIOJIOKEHHE)
OpraHu3aliiy;, TOJOXEHUS O CTPYKTYpHBIX NoapasfeneHusx (uzydator [lomokeHne o TOM
HOJpPAa3/IeIEHUN OpraHU3alii, B KOTOPOM OHH IPOXOAAT MPAKTHKY); JOJKHOCTHbIE MHCTPYKLIUU
COTPYAHHUKOB (M3Y4alOT JIOJDKHOCTHBIE WHCTPYKIMH COTPYAHHKOB TOTO IOJPAa3/CICHUN
OpraHu3aly, B KOTOPOM OHH ITPOXOASAT NPAKTUKY); IITATHOE paciucaHue (110 BO3MOXKHOCTH).

B mpomecce wu3ydeHuss TOKYMEHTOB MAaruCTPaHTHl OJDKHBI YSCHUTH: JaTy CO3/IaHUS
opraHuzanuy; o(uIualbHOEe Ha3BaHUE OpraHU3allMy; LEeNb CO3AaHus M (YHKIMU OpraHU3alLuy;
OpraHu3alMOHHO-TIPAaBOBYI0 (OpMy OpraHW3ammy; OPraHW3ALMOHHYIO CTPYKTYPY W TOPSIOK
yIpaBJIE€HUsl OpraHU3alel; CoCcTaB OPraHU3alMOHHBIX JOKYMEHTOB OpraHU3aliM; CTENeHb
OTpaKeHHs B OPTaHU3AIMOHHBIX JOKYMEHTaX TPeOOBaHUHN K TOKYMEHTHPOBAHHUIO YIIPABICHYECKON
NEeSITeIbHOCTH (MOPSIIOK M3/AaHus, MOANUCAHMSA, XPAHEHUS OpraHU3alMOHHO-PACHOPSAUTEIbHON
JIOKYMEHTAIUN).

Maructpantsl rpaduyecku BbIUEPUYMBAIOT CTPYKTYpYy oOpraHuzanuuu. Bce coOpaHHbIe
NaHHble O(GOPMIISIOT B BHJE THEBHHKOBBIX 3allMCeH, TIe OTMEYArOT JaTy 3aliCH, HUCTOYHHK,
KOTOPBIM OHHU IOJIb30BAJIMCh. ODTH BBINUCKA U3 OPraHU3allMOHHBIX JOKYMEHTOB CTYJIEHTHI
IPE/ICTABISAIOT PYKOBOJUTENIO MPAKTHKH OT OpraHW3aluy, B Oecele ¢ KOTOPHIM OO0CYKAAloT
cneunduyeckre 0cOOEHHOCTH CTPYKTYPhl M PYKOBOJICTBA OpraHU3alue.

7.2.2 HopMaTHBHO-METOIMYECKHUE JOKYMEHTHI, perJaMeHTUPYIOIIKe MpaBuiia CO3JaHus U
o(opMIIEHHS TOKYMEHTOB, CHCTEMbI JOKYMEHTAllUN OpraHU3aliH.

Ha panHOM »3Tame MarucTpaHThl H3Yy4alOT HOPMATHBHO-METOJUYECKHE JIOKYMEHTHI M
YCTaHABIMBAIOT  TpeOoBaHMS K  JOKYMEHTHUPOBAHUIO  JESITENbHOCTH  OpraHU3alluH,
3auKkcUpoBaHHBIE B HHUX. B dHciae Takux JIOKYMEHTOB MOTYT OBITh HWHCTPYKLIHH IO
JEJIIONPOU3BOJACTBY (MM MO padoTe C JOKYMEHTaMH), MpaBujia OQOPMIIEHUS JIOKYMEHTOB,
perJiiaMeHThl, IPUKa3bl (PACHOPSHKEHUS) O MOPSJIKE CO3JaHUs M COTJIAaCOBAHUS OTIENIBHBIX BUIOB
JTOKYMEHTOB.

VYuuTeiBasg 3aaud, (QYHKIMU OpraHU3allMd U €€ CTPYKTYpY, MarucTpaHThl BBISBISIOT
CUCTEMBI JJOKYMEHTAIINH, KOTOpble (PUKCUPYIOT AEATEIbHOCTh OpraHU3aliHy.

CocTaB TOKyMEHTOB CUCTEM JOKYMEHTAIMH, UCIOJIb3YEMBIX B JI€ATEIbHOCTH OpPraHU3aluu
(moMumo CUCTEMBbI OpraHMU3aIOHHO-PACTIOPSAUTETBHBIX JIOKYMEHTOB), BKJIIOYast
yHU(pULIEpOBaHHBIE POPMBI U (HOPMBIL, pa3paboTaHHbIE COTPYAHUKAMU OPTaHU3aINH, OTpEIeIsIeTCs
CTYACHTaMH B XOJle¢ OIIpoca COTPYIHUKOB CIYXObl JTOKYMEHTAllMOHHOTO OOecledyeHus,
CHELHATNCTOB CTPYKTYPHBIX TMOJpazaeneHnii opranuzanuu. [lpu 3Tom oOpamiaercss BHUMaHUE Ha
COCTaB JOKYMEHTOB 10 MX BHJaM, Ha3HAYECHUIO ([T KaKUX YIPABICHUECKUX 3a/1a4 UCIOJIb3YIOTCS
(dopMBI JOKYMEHTOB). B THEBHUKE MPAKTUKN MAaruCTPaHTHI ONMUCHIBAIOT CUCTEMBI JOKYMEHTALIUU U
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¢bukcupyroT Haubosee paclpoCTPAHEHHbIE BUBI JOKYMEHTOB, IPUMEHSIEMbIE B IPAKTHKE PabOThI
OpraHH3aIiy.

[IpoBoauTCst neTalbHBIM aHANM3 OPraHU3alMOHHO-PACTIOPSAUTEIBHON JOKYMEHTAUU IO
CIEIYIOIIMM TpyMIaM: OpraHU3allMOHHBIE JIOKYMEHTBI, IPUMEHSEMbIE B YIPABICHUECKON
NESTEIbHOCTH; PacHOpSAUTENbHbIE JOKYMEHTBI, COCTaB JOJKHOCTHBIX JIMI, MUMEIOUINX MPaBO
U3JJaHUS PACTIOPSAUTENBHBIX TOKYMEHTOB; BUJbl HH(POPMAIMOHHO-CITPABOYHBIX IOKYMEHTOB.

B 1HeBHHKe NPaKTUKM MAaruCTPaHThl (PUKCUPYIOT COCTAaB IMPUMEHSEMBIX JOKYMEHTOB,
OTMEYaloT HanboJiee PacpOCTPAaHEHHBIE B MPAKTHKE PaOOThl yUPEkKACHUS BUIABI OPTaHU3aAIMOHHO-
pacropsiAUTEIbHBIX TOKYMEHTOB.

7.2.3 N3ydenne ocobeHHOCTEH 0(OPMIICHHSI YIIPABICHYECKUX JTOKYMEHTOB.

[Ipu paccMOTpeHUH 3TOr0 BOIMpPOca HEOOXOIUMO MPOAHAIU3UPOBATE MOPAJOK COCTABICHUS
U o(opMieHHs YNPaBIEHYECKUX JOKYMEHTOB B OpraHM3alli{, COINOCTaBUTb CIIOKUBIIYIOCS
NPaKTUKY ¢ TPeOOBaHUSMH HOPMATHBHO-METOIMIECKUX TOKYMEHTOB.

Crnenyer oOpaTuThb BHMMAaHHE Ha CIEAYIOLIME OOCTOATENbCTBA: HAJIMYKME HEOOXOIUMBIX
PEKBU3UTOB (3arojioBKa, HaMMEHOBAaHWS BMJIA, J1AThl, PETUCTPALIMOHHOTO HHJIEKCA, OTMETOK Ha
JOKYMEHTax M T.[.); IpaBWIbHOCTh aJpPECOBAaHUs; MOPSAOK BHYTPEHHETO M BHELIHETO
COIVIACOBaHUsl JIOKYMEHTOB; JTallbl YAOCTOBEPEHUS JIOKYMEHTOB (IIOANKCAHUE, YTBEPKICHUE,
IIOCTAHOBKA OTTUCKA T€YaTH).

MarucTpanTsl ~ aHAIM3UPYIOT  CIIOCOOBI  CO3/aHUSl  JOKYMEHTOB, OTMEYalT, KTO
U3rOTaBIMBAET JIOKYMEHTBI: CHELMAIMCThl, TEXHUYECKHUE HCIOJHUTENH, cekpetapu. OHu
ONpEAEIAIOT CIOCO0 CO3/1aHus JOKYMEHTOB, KOTOPbIM Haubosee pacnpocTpaHEH B JaHHON
OpraHu3aluy. BeIABIAIOTCS TOKYMEHTBI, HA KOTOPHIE B OPIaHU3aLUU CTABUTCS OTTUCK IIEUaTH.

[Ipn wucnonb3oBaHUM B JIEJIONPOU3BOJACTBE OpPraHU3alMU KOMIIBIOTEPOB MaruCTPaHThI
OTKCBIBAIOT IPUMEHsSIEMbIE MPOrpaMMHBIE CPEJCTBA U MX (YHKIHMOHAJIbHBIE BO3MOKHOCTH. OHU
OTMEYAIOT, UCIIOJIb3YIOTCA JIU 0a3bl JaHHBIX MPU COCTABIEHUU JTOKYMEHTOB (3aKOHOAATEIbHBIE, 110
JOKYMEHTaM OpraHM3aluu, ajpecHble U Japyrue). Eciam 6a3bl JaHHBIX HMCIOJB3YIOTCS, TO
MPAKTUKAHTHI JAIOT UX KPaTKUE XapaKTEPUCTUKHU.

MaructpaHTbl 00paiiaroT BHUMaHHE Ha NpHUMEHEHHe TpadapeTHbIX TEKCTOB, HaOOpOB
CTaHJapTHBIX (¢pa3 U BblpaxkeHuil. Ocoboe BHHMMaHHE oOpamiaercs Ha COOJIOJEHHE MpPaBUIT
3aMoJIHEHUsI YHUQUIMPOBAHHBIX (OpPM, YTBEP)KICHHBIX COOTBETCTBYIOIIMMHU BEIOMCTBAMHU
(Oyxranrepckue, KaipoBble, IEPBUYHBIE CTATUCTUYECKUE IOKYMEHTHI U T. I1.).

CoOpaHHble JaHHBIE MAarucTpaHTbl (UKCUPYIOT B JHEBHUKE IPAKTHKH, 3alMChIBas
BBISIBJICHHBIE OCOOEHHOCTH OTJIEJIBHO 10 KaXXA0MY BUAY JOKYMEHTOB. J[aHHbBIE 00001Iat0TCS Mocie
Oeceibl C pyKOBOJIUTENEM MTPAKTUKH OT OpraHU3aIUH.

7.2.4. Ananu3 JOKyMEHTO000pOTa OpraHU3aLuy.
Ha mepBom oSrame crieayer ONpeneluTb OCHOBHBIE —IIO/PA3JCICHHS, OTACIBHBIX
UCTIOJIHUTEJIEH, KOTOPBIE OTBEYAIOT 32 MPOLIECC JOKYMEHTOO00pOTa HAa MPEANPUATHH.
ITocme 3TOrO CrEmyeT COCTaBUTH OJIOK-CXEMY B3aMMOJCHUCTBHS BCEX MOAPA3/ICNEHUHA C
MOJpPa3/IeIEHUsIMI, OTBETCTBEHHBIMU 3a JOKYMEHTOOOOpoT Ha mnpeanpustuu. Ilocie storo
HEOOXOIMMO TTOKa3aTh CXeMY JBI)KCHUS JIOKYMEHTOB MEXTY MOIPa3ICICHUSIMH.

7.2.5 ApxuBHOoe o0OecrieueHne AesTeIbHOCTH OPTaHu3aIlun

1. O3HakoMJIEHHE C TIOJIOKEHHUEM 00 apXWBHOW CIykOe yUpeKIeHHUs, TOKHOCTHBIMU
WHCTPYKIUSAMH €€ PaOOTHUKOB, HHCTPYKIIMEH IO JIETONPOU3BOACTBY, HOMEHKIIATYPOU JE.

OnpezeneHne MecTa apXuBa B CTPYKTYpE YUPEXKIECHHS, €r0 JOJKHOCTHOTO M YUCIEHHOTO
coctaBa, (YHKIMHA ¥ JOJDKHOCTHBIX OOS3aHHOCTEH COTPpYAHUKOB. V3ydyeHue creneHH
aBTOMAaTU3allMd  apXuBa:  HAJIMYMA  BBIYMCIUTENBHOH  TEXHUKH,  JIOKAIBHOW  CETH,
CHEIHAIM3UPOBAHHOIO MPOrPaMMHOI0 0OecTIeueHUs 171l aBTOMAaTU3alMHU JI€JI0NPOU3BOICTBEHHBIX
omepanuii, BBIABICHHWE CTEMEHH OCHAIEHHOCTH pabodymx MECT BBIYUCIUTEIBHOW U
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OpraHU3aIMOHHON TeXHHKOH. CocTaBiieHHEe TPaPUUIECKON CXEMBI CTPYKTYPhl apXUBHOU CITY>KOBI.
®dukcalys NOoJyYCHHBIX JAHHBIX B JHEBHUKE MPAKTUKHU.

2. V3yueHue apXUBHBIX TEXHOJOTHH, HMCIONb3YyEeMbIX B YUYPEKICHHHM, OCHOBHBIX BHJIOB
JIOKYMEHTOB, KOTOPBIMU O(GOPMIIIOTCS pa3fiudHble (QYHKIMH YYPESKICHUS; YCTAHOBJICHHE
MPaBWIBHOCTH OQOpMIIeHUSA AOKyMeHTOB. Dukcauusi pe3yJbTaTOB HAOMIOJECHUN B JHEBHHUKE
MPaKTUKH.

3. U3yuenue nopsiaka o0pabOTKM MOCTYNUBILEH B apXUB JIOKyMEHTAllUW, IPABUII MIPUEMA,
COpPTUPOBKH. BhIsicCHeHHE TIOpsika yuera qoKyMeHToB. Onpesenenne o0beMa apXuBHOTO XpaHEHUS
JIOKYMEHTOO0O0pOTa 3a MpeAIIeCTBYIOMMMA Mecsl. PUKcanus MOJYYSHHBIX JaHHBIX B JTHEBHUKE
MPAKTUKHU. BeimonaeHne paboTel 1o 00paboTKe apXUBHBIX JOKYMEHTOB.

4. 3yueHmne cucTeMbl perucTpaiuy J0KyMeHTOB B apxuBe. 3yuenue ¢hopM peructpanuu u
nopsiika ux 3amnojgHeHus. OmnpeneneHue CocTaBa PEKBU3UTOB, BHOCHUMBIX B aBTOMATHYECKOM H
MOJlyaBTOMAaTUYECKOM pPEXHMMax IpH HATUYUM B YUYPESKICHHH aBTOMATH3MPOBAHHON (OpMbI
peructpanuu. M3ydeHwe CO3MaHHBIX 0a3 JaHHBIX. 3alOMHCHHE PETUCTPAMOHHBIX (Qopm,
peructpanus JOKyMEHTOB. M3yueHue cuCTeMbl HWH(OPMALMOHHO-CIIPABOYHONW  padoThI,
OTpeJieJIEHuEe TOTO, Ha KaKUX HOCUTEJISIX CO3/IaH CIPaBOYHO-UH(OPMAIIMOHHBIM (OHJ, KTO UMEET
MIPaBO MOJIb30BaThCS MH(POPMAITMOHHO-TIOUCKOBOM crcTeMoil. dukcalus pe3yabpTaToB HaOMI0IeHUI
B THEBHUKE TTPAKTUKH.

5. M3ydeHue opranu3aiiy XpaHeHus JOKYMEHTOB.

6. M3ydyenne kiacCU(PUKAMOHHBIX CIIPABOYHUKOB (TIEPEYHEH JOKYMEHTOB, HOMEHKIIATYPHI
JIeNT U Ip.) ¥ CXEMBbI KJIacCHU(PUKAIIUU JOKYMEHTOB, OINpe/IeJiCHIe THIIOB KIacCu(UKaTOpOB. AHAIN3
U Ollpe/ieJIeHNE KauecTBa 0POPMIIEHNSI HOMEHKIJIATYPBI JIE.

W3yyenne u ananus mopsiaka odopmiieHus nen. Dukcanus HEIOCTATKOB HOMEHKIATYPHI
JIeJT, OIUOOK B JOPMUPOBAHUU M ODOPMIICHHUH JICIT.

7. OrmnpeneneHne CpPOKOB XPaHEHHsS JIOKYMEHTOB IO JIEWCTBYIOIIMM THUIIOBBIM U
BEJIOMCTBEHHBIM MEPEUHSIM JIOKYMEHTOB, OTOOP JI€Jl TOCTOSTHHOTO U JIOJITOBPEMEHHOTO XPaHEHUS,
BBIJICJICHHE JIe]l C UCTEKIIMMHM CPOKAMHM XpaHEHUs K YHHUUTOXEeHHIO. [IpoBepka mpaBUIBHOCTH
dbopMHUpOBaHUS e, CHCTEeMAaTH3allui JOKYMEHTOB B JiejaX, MOIIINBKY ]I, HyMepalluu JINCTOB,
COCTaBIICHUS 3aBEPUTENIbHBIX HAJIUCEH M BHYTPEHHHX OMHCEH B JAenax, opopMICHHS OOI0KEK
JIeN; cocTaBlieHUsl (YTOUYHEHHE) CXEMbl CHUCTeMaTH3aluuu Jend (QOoHJa; CHUCTeMaTU3allud Jell B
COOTBETCTBUU CO CXEMOM; cocTaBieHHs U ohopMiIeHHs omuceil aen. V3ydenue nopsaka nepeaadn
JIe B apXUB YUPEKIEHUs. 3aMicCh CBEJeHUN 00 00beMe MpoielaHHON paboThl B THEBHUKE.

7.2.6 OpopmieHre THEBHUKA M OTYETA 1O MPAKTHUKE.
[To utoram mpakTUKW MarucTpaHT claeT Ha Kadeapy OT4eT MO MpaKTUKE, 3alOJHEHHBIH U
TIOIMTMCAHHBIA JTHEBHUK TTPAKTHKH.

8. OBPA3OBATEJIbHBIE, HAYUYHO-UCCJIEJJOBATEJIbCKME U HAYYHO-
ITPOU3BOJACTBEHHBIE TEXHOJIOI'MH, UCITIOJIb3YEMBIE HA ITPAKTUKE

[IpakTka sBIsSE€TCS HEOTHEMIIEMOW YacThIO Y4eOHOro Ipolecca, OHa COCTOMT W3
HECKOJIbKUX KOMITOHEHTOB:

1) mpuoOpeTeHne HaBBHIKOB Ha pabo4eM MecTe B CTPYKTYPHOM  TIO/pa3JelICHHN
OpraHu3aIy (TEXHOJIOTHYECKas AeSTEIHHOCTD);

2) aHANIM3 CYIIECTBYIOIIEH NMPAaKTUKU BEJCHHUs JEIONPOU3BOJICTBA B TOH OpraHW3alvH, B
KOTOPOH MpaKTHKa MPOXOAUIAch (aHATUTHYECKAs! NesITeTbHOCTD);

3) pa3paboTka, GopMyIHpOBKa peKoMeHaaluii mo copepmencTBoBanuio JJOY (mpoekTHast
JIeSATeTLHOCTH);

4) ananu3 WH(POPMAIMOHHBIX TIOTOKOB W HMH(POPMAIMOHHOTO B3aUMOJCHCTBUS B
OpraHu3alliy; ydacTHe B pa3pabOTKe HOPMAaTHUBHO-METOAMYECKHX JOKYMEHTOB, aKTOB (TpaBUII,
nepevyHer CiayKeOHBIX JTOKYMEHTOB, IOJOXEHUH, WHCTPYKUMH, Tabesnel, NpUMeHseMbIX (opMm
JOKYMEHTOB M Jp.) IO JOKYMEHTAallHOHHOMY OOECHEYEHHUIO YIPABICHMS;, ydacTHE B
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myOJIMKAaTOPCKOM U BBICTABOYHON paboTe; MOJATOTOBKA CIPABOYHO-TIOUCKOBBIX CPEICTB, y4acTHue B
COCTAaBJIICHUM OTYETOB II0 HAyYHO-MCCIEAOBATEIbCKOW M METOAMYECKOW paboTe (HaydHO-
UCCIIEIOBATENbCKAS JESATEIBHOCTD ).

9. YYEBHO-METOJIUYECKOE OBECIIEUEHUE CAMOCTOSTEJIbHOM PABOTEHI
CTYZAEHTOB HA ITPAKTUKE

Bo BpeMs mpoxokaeHuss y4eOHOH MpaKkTUKUA OOJBIIOE 3HAYCHHE UMEET CaMOCTOSITENIbHAs
paboTa CTyIEHTOB, MOCKOJbKY MPAaKTHUKA SBISETCS OAHUM W3 ATAOB MOJArOTOBKHM MarucTpoB IO
HarpaBJeHuto noArotoBku 46.04.02 JIokyMeHTOBEIEHUE U apXUBOBEIACHUE.

CaMmocrosiTenbHasi paboTa CTYyIEHTOB B XOJI€ NPOXOXKACHHS NPAKTHKU HalpaBjieHa Ha
KaueCTBEHHOE OCBOCHHUE M CHCTEMaTH3alMIO MOJYYCHHBIX 3HAHUN, UX YIIIyOJICHHE U PaCIIMpPEHUE
HA OCHOBE aHaJIM3a BBITIOJHEHUS JETIONPOU3BOJICTBEHHBIX OMEpaIiii B KOHKPETHON OpraHu3allvu.
dopmupyeTcs yMEHHE TOJMyYeHUs 3HAHWKM Ha MpakTHKe (B MPOQGECCHOHATBHON NEATEIHbHOCTH) U
3aKPEIUISIOTCS MPAKTUYECKHEe HAaBBIKM CTYJIEHTOB. AKTHUBHO pPa3BUBAIOTCS MX IM03HABATEJIbHbBIE
CHOCOOHOCTH, CaMOCTOSITEIBHOCTh MBIIUICHHUS, CIIOCOOHOCTh K HAyYHO-HCCIIEI0BATEIBCKON
paboTe, HABBIKM MEXIUYHOCTHBIX OTHOIICHUN, MOCKOJBKY CTYIEHThl aKTHUBHO BKJIIOYAIOTCS B
KOMMYHHUKAIIUU C COTPYJHUKAMHU OpraHU3allUi, ydarcs MOAYUHSITHCS MPaBUIaM BHYTPEHHETO
pacropsijika ¥ IpyruM KOPIOPATUBHBIM aKTaM.

9.1 Opranuzanus yuyeOHOI MpaKTUKH

VY4eOHyI0 MPaKTUKY CTYACHTHI IPOXOIAT B COOTBETCTBUU C TpagHUKOM y4eOHOTO mporiecca
B YCTaHOBJICHHbIE CPOKU. OpraHu3aluio U MPOXOKICHHE MPAKTUKU 00ECTIEYMBACT BBITYCKAIOIIAsT
kadeapa MHPOPMALMOHHBIX CHUCTEM YIpaBJICHUS, J€KaHAT M y4yeOHas 4acTh yHuBepcuteta. [lo
BCEM BOIIPOCAM OPraHM3alMU U MPOXOKICHUS MPAKTUKU CTYJCHT MOKET MOIYYUTh KOHCYJIbTAIHIO
y TIPETIoIaBaTelst — PYKOBOJIUTEIS TIPAKTHKH.

PykoBoauTenb NpPakTUKKW OT OPraHU3ALUU CUCTEMATHUECKH KOHTPOJIUPYET KauecTBO M
CBOEBPEMEHHOCTH BBITIOJIHAEMON CTYJEHTaMu paboThl. PykoBomuTens oT Kadeapsl OCYIIECTBIISET
METOAMYECKOE PYKOBOJCTBO M KOHTPOJIb 32 BBIMNOJIHEHHEM HpOrpaMMbl NpakTUKU. CTyIeHTHI
00s13aHBI  CBOEBPEMEHHO BBINOJHATh 33JaHUs, NPEAYCMOTPEHHBIE MPOTPaAaMMOI TMPAKTHKH;
yKa3aHUsl PYKOBOJAUTENEH MPaKTHKK OT By3a M OT OpPraHU3allUMH; MOJYMHATHCS JECHCTBYIOLIUM B
OpraHu3aIy MPaBHJIaM BHYTPEHHETO PACIOPSIKA.

Obs3aHHOCMAMU PYKOBOOUMENA NPAKMUKU OM KADeOopbl ABNAIOMCA.

— ydJacTHe B HHCTPYKTHBHBIX COOPAHUSIX, KOTOPBIE MIPOBOISATCS CO CTYACHTAMH HE TO3XKE, YeM
3a -2 qHs 10 Hauana NpakTUKY;

— O03HAaKOMJICHHE CTYICHTOB C TPEOOBaHHSMH MPOTPaMMBI, (PopMaMu KOHTPOJIISI M OTYETHOCTH;

— KOHCYJIbTUPOBAHHE CTYJCHTOB B XOJi¢ TPAKTUKH Ha Kadeape ¥ BO BpeMs MocelieHus 6a3
MIPaKTHKH,

— KOHTPOJIb 32 COOJIIO/ICHUEM CTYJICHTAMH BHYTPEHHETO PACTIOpsIKa JTH, TUCHUIIMHBI TPY/Ia,
CBOEBPEMEHHBIM BBITIOTHEHUEM 3aJaHUI, KOTOPBIE OTBEYAIOT CO/ICPIKAHHIO TIPAKTHKHY,

— uH(popMHpoBaHUe Kadenpbl (Ha ee 3aceaHusIX) O MPOXOXKIEHUU IMPAKTHKH, HapyIICHUH
TIOpsIIKA €€ TIPOXOK/ICHUS CO CTOPOHBI CTY/ICHTOB HITH PYKOBOZICTBA OT MPEATIPUSTHS;

— TIPOBEpKA OTUETOB O MPAKTHUKE;

— HaIMCaHWE PEUEH3UI;

— y4acTHe B 3alllUTe OTYETOB B COCTaBE COOTBETCTBYIOIINX KOMUCCHH;

— TIPEJIOCTAaBIICHUE OTBETCTBEHHOMY 3a MPOBEACHHE MPAKTUKH OT Kadeapbl MHUCHMEHHOTO
OTYeTa C 3aMEYaHUSAMH U MPEIOKEHUSMH.

Obs3anHocmu pyko8ooumeris RPpakmuky Om npeonpusmusl:

— B Hayaje MPaKTHUKU O3HAKOMHTHCA C paboueld MporpaMmoil 1 THEBHUKOM TPaKTUKHY;

— YTOYHHUTH 3alMCaHHBII B JHEBHHKE KaJeHAAPHBIM Trpaduk MpOXOXKAEHHs MPaKTHUKU (110
COJIEPKAHHIO U CPOKAM BBITTOJTHEHHS OTEIBHBIX TyHKTOB);

— o0ecneuynTh CTyJIEHTaM YCJIOBHUS, HEOOXOAUMBIE ISl BHIOJHEHUS MPOrPaMMBbl MPAKTHKH,
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JIOCTYTI K HEOOXOIMMBIM JOKYMEHTaM, KOHCYJIbTUPOBAHUE;

— KOHTPOJMPOBATH MOCEIIECHNE CTYICHTaMU 0a3bl MPAKTHKH;

— B Clly4yasx HapyIIEHHs JUCLUILIMHBI COOOIIATh PYKOBOAUTENIO IPAKTUKU OT Kaeapsl;

— OpraHM30BaTh IKCKYPCHU JUIS CTYACHTOB 110 OCHOBHBIM LI€XaM M y4acTKaM MPeIPHSTHS;

— IIPOBEPKA OTYETa O MIPAKTHKE;

HAITMCaHUE XapaKTEPUCTHKH CTY/ICHTA-TIPAKTUKAHTA TI0 3aBEPIICHHIO €TO MPAKTUKH.

OcHogHble 0ba3anHOCMU CIY0eHma-NPaKmuKanma.

— CTYJEHT JI0 OTOBITUS Ha MPAKTHKY JOJDKEH MOMYYUTh HHCTPYKTAK PyKOBOAUTENS PAKTUKH,
JTHEBHUK IPAKTUKHY;

— CTyJEHT, NpUOBIB HA TPEANPHATHE, JODKEH MOAATh PYKOBOIHUTENIIO OT MPEINPHATHS
HaIlpaBJICHHUE, JHEBHUK, MPOMTU MHCTPYKTAX IO TEXHUKE OE30IMacCHOCTH U MOXKapHOH Ge30macHOCTH,
O3HAaKOMHTBECSI C PabOYMM MECTOM, MpaBHJIAMH SKCIUTyaTallud OOOpYJOBAaHMS W YTOYHWUTH IUIaH
HPOXOXKICHUS IIPaKTUKHY;

— B TEPBBIC TPU JHS CTYAEHT 00s3aH cooOUMTH Ha Kadeapy GpaMuinio, UMs, OTYECTBO H
HOMep Tesie(hoHa PYKOBOJUTENS MIPAKTUKU OT IPEIPHUSTHSL;

— BO BpeMs IPOXOKICHUSI TIPAKTUKH CTYACHT JOJDKCH MPUICPKUBATHCS TIPABUII BHYTPEHHETO
pacropsika NpearpusaTHs U YCTaHOBJICHHBIN PEKUM JIHS;

— BBIIOJIHATH BCE TpeOOBaHMs paboyeil IporpaMMel;

— PEryJIIpHO BECTH YYeT NPOM3BEJCHHOH paOOThl B COOTBETCTBYIOILEM pa3jelie THEBHHKA
NPaKTHKWY;

— H3Y4YUTh M BBINOJHITh NpaBUIa TEXHUKU OE30MAaCHOCTM U OXpaHbl TpyAa, MPOMTH Ha
NPEIIPUSITAR HHCTPYKTAX MO TEXHUKE 0€30MacHOCTH;

— MH(POPMHUPOBATh PYKOBOJIUTEINS NMPAKTUKKU OT KadeIpbl O MPOU3BEJCHHON Ha NPEeIIpHITHH
pabote (B HaMEUEHHbIE JHU KOHCYJIbTALUM);

— 10 KOHIIa CpOKa MPAKTUKH MOATOTOBUTE OTYET B COOTBETCTBUH C COAEPKAHUEM ITPOTPAMMBI;

— TMpPEICTaBUTh OTYET O NpaKTHKEe Ha Kadeapy pyKOBOAWUTENIO 3a 1-3 1HS 1O OKOHYAHUS
NPaKTUKY JUIS IPOBEPKU M BHECEHUS] HEOOXOIUMBIX H3MEHEHUH.

9.2 Metoanueckre peKOMEHalluH 110 MOATOTOBKE K IPaKTHKE

CTyneHTbl JOJDKHBI M3YyYUTh NpOrpaMMy NPaKTUKH, JIUTEpaTypy W HOpPMaTHUBHBIE
JOKYMEHTBI 10 [JEJONPOM3BOJACTBY M OCHOBHBIM aCIIEKTaM JESTEIBHOCTH OpraHW3aliH.
PexoMeHyercs MpakTUKAaHTYy COBMECTHO C IperojaaBaTesieM pa3padoTaTh Ha OCHOBE MPOTrpaMMBbI
KQJICHIAPHBIA IUIAaH MPOXOXKAECHUS NPAKTUKH, KOTOPHIM CIEIyeT COIJIacoBaTb C PYKOBOAMTEIEM
MPAKTUKU OT OpraHU3aliH.

9.3 Merouueckre peKOMEHIAINH 110 TIPOXO0KICHUIO TTPAKTHKU

9.3.1 TpeboBanus kK 0opopMIICHHIO THEBHUKA

JIHEBHUK MPAaKTUKHU CTYACHTA BKIIIOUAET B c€0s psiJl pa3AesioB:

1. TUTynBHBIN JTUCT JHEBHUKA.

2. O6opoTHast CTOPOHA TUTYJIHHOTO JIUCTA.

2. KanengapHslii rpaguK MPOXOKAESHUS IPAKTHKH.

3. PaGouue 3anucu Bo BpeMsl MPaKTUKH.

4. OT3BIB U OLIEHKA pOOOTHI CTY/ICHTA Ha MPAKTHKE.

5. OT3BIB JIUI, KOTOPBIE MPOBEPSIN IPOXOKICHNUE TPAKTUKH.

6.BbIBOJT pyKOBOIUTENS MPAKTUKKA OT BBICHIETO Y4€OHOTO 3aBEICHMS MPO MPOXOXKIACHUE
MPaKTUKH.

Paznen 1. «TUTyAbHBIN THCTY» 3amonHsAeTCs Ha Kadeape.

Paznen 2. «OGopoTHast CTOPOHA TUTYJIBHOTO JINCTa» — CTABUTCA OTMETKA B OT/AENE KaJpoB
OpraHu3aliil O NPUOBITUM HAa MECTO MPAKTHKH U O BBIOBITHM C MECTa MPAKTUKU C MOAMHUCHIO
JOJDKHOCTHOTO JIMLIA, 3aBEPEHHOM MeYaThio OpraHu3aluy.
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Paznen 3 «Kamennmapubiii rpaduk MpoXOoXKIAEHUS TMPAKTHKW» COCTABISETCS COBMECTHO
PYKOBOJIUTENEM TMPAKTHUKHA OT TPEANPHITHS W PYKOBOAMUTEIEM TNPAKTUKH OT Kadeapsl B
COOTBETCTBHUH C IIPOTPAMMOIA.

Paznen 4 «Paboume 3ammcu BO BpeMs MPAKTUKW» OTpaxaercs QakTudeckas padora,
BBITMIOJTHEHHAS] HA MTPOTSHKEHUH KaXKJIOTO JTHS MPOXO0XK/ICHUS IPAKTUKH.

Paznen 5 «OT13bIB 1 O11eHKa poOOTHI CTYACHTA HA MPAKTUKE» 0(POPMIISIETCS pYKOBOAUTEIIEM
MPAKTUKU OT MPEIIPUITUS U 3aHOCUTCS B THEBHUK B MOCJIEHUE 2-3 THS MPOX0XKICHUS TPAKTHKY.

6. Paznen 6 OT3bIB JMIl, KOTOPBIE MPOBEPSUIM MPOXOXKICHUE MPAKTUKU — 3aMOIHSIETCS
PYKOBOJUTENIEM MPAKTUKU OT BBIMyCKarollel kadeapsl HA OCHOBAHUU IMPOBEPKH MPOXOKIACHUS
NPaKTUKA KOMHCCHEHl B COCTaBe OTBETCTBEHHOTO IO Kadeape 3a MpOBEACHHWE NPAKTUK U
PYKOBOJUTENEH MPAaKTUKK OT BBIITyCKarolIei Kadeapsl.

Paznen 7 «BbIBOom pPyKOBOIUTENS TNPAKTUKHA OT BBICHIErO Y4eOHOrO 3aBENCHHS PO
MPOXOXKACHHUE MTPAKTUKWY 3aMOTHICTCS PyKOBOUTENIEM MPAKTUKHU OT BhIMyCKaoel kadeapol.

9.3.2 TpeboBanus k 0(hOPMIICHHIO OTUETA

OTuer HE MOJDKEH TIOBTOPSTH JHEBHHK M MPOTPAMMYy MPAKTHKH. OJIEMEHTHl OT4YeTa
pacroiaralTcs B CIEIYyIOIIeH MOCIe0BaTeIbHOCTH:

— THUTYJbHBIH JIUCT;

—  Cco/epKaHHe;

— BBEJICHHUE,

— TEKCT OTYeTa O BHIIIOJHEHUN TPAKTUKH;

—  3aKJIIOYCHHE;

—  CIIMCOK HCIOJIb30BAHHBIX HCTOUHUKOB;

—  TIPUIIOKEHHUS.

OOmmii 00beM oTueTa JOJDKEH COCTaBIATh 25-30 JIMCTOB.

TekcToByI0 4acTh pabOTHI BBIMOJHSIOT C TOMOIIBI0 KOMITBIOTEPHOM TEXHUKHU Ha OJHOM
cTopoHe JucTa Oenoit Oymaru ¢popmara A4, mpudt Times New Roman, pazmep 14, MexcTpouHblit
untepsan — 1,5. Ilons: neBoe — 30 mm; mpaBoe — 15; BepxHee u HikHee — 20 MM. TaGnuuHbIi
MaTepHal 1 WUTIOCTPALlUK pa3pelIaeTcs BBIIOIHATh Ha IMCTax gopmara A3.

Hywmepanust ctpaHul] ot4era J0JDKHA OBITh CKBO3HOM, IepBasi CTPaHHIIA — TUTYJIBHBIN JIUCT,
Ha HEM HOMEp CTPaHMIIbI HE MPOCTaBIISETCS.

Ecnu B oT4ere ecTh pUCYHKH M TaOJNHIBI HA OTJACIBHBIX CTPAHUIIAX, @ TAKXKe MPUIIOKCHUS,
3TH CTPAHUIIBI TAK)KE UMEIOT CKBO3HYIO HYMEpAIHIO.

[TpunoxeHns K OTYETY TOJHKHBI OTBeYaTh (PAKTHYECKH N3YYEHHOMY MaTepuay.

Bee wumoctpanum ordera, KpoMme TaOnui, o0003HadaroTcs ciloBoM «PucyHok» u
HYMEPYIOTCS MOCIII0BATEIFHO apaOCKUMH IT(paMul B Ipenenax pasaena. Hampuwmep,

PucyHnok 1.2 — OprannsanuoHHasi CTpyKTypa IpearpusThs

[Tonnucu BBIMONHAIOTCS MOJ WIUTIOCTpaIel no nentpy. Kaxayio uuirocTpaiuio, Kotopas
COJICPXKHUTCS B OTUETE, HEOOXOIMMO COIPOBOXKIATh KPATKUM aHAJIM30M COJEp)KaHUS M BBIBOJAMHU.
KonuyecTBo minmtocTpanuii onpeaenseTcs CoAepKaHueM OTYeTa U JJOJDKHO OBITh TIOCTATOYHBIM IS
TOTO0, 4TOOBI JaTh TEKCTY SICHOCTH U KOHKPETHOCTH.

TaOmuipl nomxHBI OBITH yHUGUUUPOBaHBI TO (opme, a nudpoBas uHGopManUs —
nocroBepHoi. Kaxnas Tabnuua uMeeT TeMaTHYecKoe 3arjaBhe, KOTOpoe OToOpakaeT ee
conepkaHue. Tabnuibl HyMEpYIOTCS aHAJOTUYHO PUCYHKaM. 3arjaBue TaOIMIIbI HayMHaeTcs C
Oonbol OyKkBbI 0e3 a03aIlHOrO OTCTyHa M pa3MelnaeTcs mocie cinoBa «Tabnuua» ¢ ykazaHuem
nopsiiKoBoro Homepa. Hanpumep,

Tabmuma 2.1 — AHanu3 JOKyMeHTO000pOTa PEANPHUATHS B TUHAMHUKE
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[Ipu ccpuike Ha TaOJMIYy YKa3bIBAIOT €€ HOMEP M CIIOBO «TalIMIa» B COKPAIIEHHOM BHIE,
Hanpumep, «tabdim. 1.2».

[Ipu mepeHoce vacTH TaOJMIBI HA JAPYTYIO CTpaHWIy Hajn Heid mumryT «lIpomoimkeHue
Tab1.» (C yKa3aHUeM ee HOMepa).

WnmocTpanuu 1 TabIuIbl pa3MeIaloT Mociie MEPBOM CChUIKM Ha HUX B TEKCTE TaK, YTOOBI
WX MO’XHO OBLIO IPOCMATPUBATh O€3 BpAIllEHUS] CTPAHUIIBI WIIH C BPAIIEHUEM 110 YaCOBOM CTPEIIKE.

®opmyIibl HyMepyrOTCsl apaOCckumu IudpamMu. VX TOpSIIKOBBI HOMEp OTOOpa)kaeTcsi B
KPYTJIBIX CKOOKAX crpaBa oT (hOpMYIIbIL.

B npunoxeHusx mnomgaroTcsi (OPMBI CTaTUCTHYECKOW OTYETHOCTH, BCIOMOTATEIbHBIC
MaTepuanbl (MPOMEKYTOYHBIE MATEMATUYECKUE PpACUeThl, WJUIIOCTPAIIMH BCIIOMOTATEIIEHOTO
xapakrtepa u 1p.). Kaxkmoe npuiokeHne HadyMHASTCsl ¢ HOBOM cTpaHuIlbl. [locpennHe cTpaHUIbI
nievyaraercs ciioBo «lIpunoxkenuey. OHO TOMKHO UMETh TeMaTUYECKOe 3ariaBue. Hampumep,

ITpunoxenne XK
[Tpumep opopmiieHHsI CIUCKA UCIIOJIB30BaHHBIX HCTOYHUKOB

Ecnu B oTuere ecth Ooiiee ABYX MPUIIOKEHUH, UX TIOCIEI0BATEILHO HYMEPYIOT 3arjJaBHbIMU
OykBamH pycckoro andaBurta, HaumHas ¢ A, 3a umckimodenuem Oyks E, 3, U, O, Y, b, bl, b,
Hanpumep, [Ipunoxenne A, Ilpunoxenue b u 1. 1.

Ogopmnenue mumynbHo20 1UcCma omuema

TUTynbHBIA JHCT COAEPKHUT 3JIEMEHTHI: HAUMEHOBAaHHE MUHHUCTEPCTBA, BYy3a, Kadeapwl,
HareyaTaHHble NPONMCHBIMU OykBamu, HauMeHoBaHue Bujaa aokymeHnra (OTYET), 3aromoBok k
TEKCTy (O TIPOU3BOJACTBEHHOM IMpakTUKE: IPOEKTHOM MpakTUKE IO apXUBOBEACHUIO),
HalMEHOBAaHME OpraHu3aluy, B KOTopoi mpoxoamia npaktuka (Ilpunoxenue A). TuTynpHbIl auCT
MOJIMHUCHIBAET PYKOBOAUTENb IPAKTUKHU OT IpeanpusTus, ero noanucs 3asepsercs [IEHATBIO.

Ogopmnenue codepacanus

Conepsxanue pacnonaraercs 3a TUTyJIbHbIM JucTOM. CiioBo « COJIEP)KAHUE» newaraercs
NpONKUCHBIMU OyKBaMu, HUXke pacnonaraercs cinoBo «BBEJEHUE» 0Oe3 yka3anust Homepa. [lanee
pa3MenalTCcsl 3arojioBKU pa3fesioB (IPONUCHBIMU OyKBaMH) 4Yepe3 OJWHApHBIA MEXCTPOUHBIH
uHTepBas. Pa3nensl HymepyroTcss apaOCKkumu LudpamMu. Mexay Ha3BaHUSMHU pa3fielioB JeIaeTcs
IPOIYCK B 2 MEKCTPOUYHBIX MHTEpBaja. 3arojOBKU MOPA3/IEl0B MeUaTaloTCsl CTPOYHBIMU OyKBaM,
HauuHas ¢ MPOMHMCHOM, mopsaakoBass HyMmepauus apadckumu mudpamu (1.1, 1.2). Toukn B KOHIE
Ha3BaHWW PA3/ENOB U TMOJPA3/AEIOB HE CTaBITCS. 3aTeM B COAEpPNKAHUM YKa3bIBAalOTCSA CIIOBA
«3AKJIIOUEHHUE», «CIIMCOK MCITIOJIb3OBAHHBLIX NCTOYHUKOB», «ITPUJIOKEHWA»
(mporrcHbiMU  OykBamu). C mpaBoil CTOPOHBI pacrmojaraloT HOMepa CTPaHHI, C KOTOPBIX
HAYMHAETCSl H3JIOKEHUE BCEX CTPYKTYPHBIX 4YacTed coaep:kaHus. HaszBaHus IpUIOKEHUN HE
nepevucisioTes B coaepxanun. [Ipumep opopmnenns conepxkanus B [Ipunoxennn b.

Odgpopmnenue 6sedenus omuema o NPaKmuke

BBenenue pekoMeHayeTcsi HAaUMHATh ¢ 2-3 BBOJHBIX a03alleB, JKeIaTeIbHO yKa3aTh TOYHOE
HAaWMEHOBAaHHE OPTaHU3aIluU, (DAMIIIUIO, MMSI, OTYECTBO PYKOBOJIUTENISI OpTaHU3AIUH, CTPYKTYPHOE
noJipa3jielieHne, B KOTOPOM CTYIEHT MPOXOAMI MpakTUuky. O0s3aTeNbHO cliefyeT chopMyarpoBaTh
11eJTh, 33]]a4H MPAKTHKH, OTICAaTh OCHOBHOE COJIepKaHue padOT, BHIMOIHEHHBIX B X0/1¢ TPAKTUKH.

Ogopmnenue ocHOBHOU Yacmu omuema o0 NPaKmuke
TekcT oTueta pyOpunMpyeTcs Ha paszzensl U mojapaszaensl. Ha3BaHus pa3fenoB B OoT4eTax
MOTYT OBITH C(POPMYJIMPOBAHBI CICIYIOIIIM 00pa30OM.

BBEJIEHUE
Paznen 1 AHAJIM3 AEATEJIbBHOCTU IPEAIIPUATIA, YVUPEXIEHU A, OPITAHU3ALINN
Paznen 2 U3SYUYEHUE OPI'TAHU3AIIMOHHBIX JOKYMEHTOB OPT"AHU3 AL
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Pazgen 3 HOPMATHUBHO-METOAUYECKHUE JOKYMEHTBI, PETJTAMEHTHUPYIOIIUE
ITPABUJIA CO3AAHUA U OPOPMIIEHUA JOKYMEHTOB, CUCTEMBI
JOKYMEHTALIMU OPTAHU3AIIMN

Pazzen 4 U3YYEHUE OCOBEHHOCTEN O®OPMJIEHU S YITIPABJIEHUECKUX
JOKYMEHTOB

Paznen 5 AHAJIN3 JOKYMEHTOOBOPOTA OPI"TAHU3 AL

Paznen 6 AHAJIN3 APXMBHOI'O OBECIIEYEHWA JEATEJIBHOCTU OPI"TAHU3ALIA
3AKIIIOYEHUE

Oghopmnenue 3axniouumenvrou yacmu omuema

B 3akmoueHnu, KOTOpoe pacrosaraercs mocjie OCHOBHON 4acTH OTYETa MOJBOJSTCS MTOTH
NPaKTUKH, 0000IIAI0TCs Pe3yabTaThl, MEPEUUCIIIOTCS BUABI paboT, OCYIIECTBIIIEMbIE CTYIEHTOM
CaMOCTOSATENIFHO, 0COOEHHOCTH OT/AEIBHBIX TEXHOJIOTUYECKUX ONEpPaIIHi.

B kauectBe npunosscenuti K omuemy MOTYT OBITH

— OJIaHKU pa3HBIX BHJIOB JOKYMEHTOB,

— CXeMa OpraHM3alOHHOM CTPYKTYpBl OpraHU3aIiH;

— CIIMCOK HOPMATHBHO-METOANYECKUX JOKYMEHTOB OpraHU3allNy;

— o0Opa3upl  (3aBepeHHBIE B OpraHU3allid  KOMUHU JIOKYMEHTOB) OpraHH3alMOHHO-
pacTopsIUTEeNbHBIX JOKYMEHTOB —OpraHu3amuu (CiIy’)keOHOe THChMO, TIPUKa3, IPOTOKOJ,
ciyxeOHas 3arucka u ap.);

— PperucTpanuvoHHbIC POPMBI H T. 1.

CrpaHuIBl OTUETA JIOJDKHBI OBITH TPOHYMEPOBAHBI B MPaBOM BepxHeM yriry. Ha mocnenneii
CTpaHUIe, TIOCIIC 3aKIIFOYEHHSI COCTABUTEIb CTABUT CBOIO TTOAIUCH U pacuin(pOBKY MOJITHCH.

9.4 TlonBeieHNE UTOTOB MPAKTUKU

[Tpn 3amure oT4eTa CTYACHT JODKEH KpAaTKO M3JIOKHTh €r0 OCHOBHOE COAEpKaHue,
OXapaKTepHU30BaTh MCIIOJb30BAaHHBIE WCTOYHHMKH, CGHOPMYJIMPOBATH OCHOBHBIE BBIBOJBI U
NPEUIOKEHHS, 1aTh MOJHBIE OTBETHI HAa BOMPOCHI PYKOBOAMTENS M APYTUX NMPUCYTCTBYIONIMX Ha
3aIUTe JIMILL.

CtyneHT, He BBIOJHUBIIAN MPOTPaMMy TPAKTUKH, ITONYYUBIIHNA OTPULATEITLHBINA OT3BIB O
paboTe MM HEYJOBJIETBOPUTEIBbHYIO OIEHKY IpH 3allUTe OT4eTa O MNPAKTUKE CUUTAETCs He
BBIITOJIHUBIIMM YYEOHBIN TUIaH W HAMpaBIseTcs Ha NPAKTUKY BTOPHYHO WM OTYUCISACTCS W3
YHHMBEpCHUTETA.

Cpok mpencraBileHHs OTYeTa, JHEBHUKA TMPAKTHKH — TIOCICAHUNA JIEHb OKOHYaHUS
NPaKTHKH.

Ecmu x oT4eTy MHOTO 3aMeuaHHWil M0 CONEpKaHWI0 W O(GOPMIICHHIO, OH JIOJKEH OBIThH
nepepadoTaH M NPEACTaBICH Ha MOBTOPHYIO 3alllUTY B CPOKH, yCTaHOBJEHHbIe Kadeapoii. Bech
MaKkeT JOKYMEHTOB TIO0 TIpaKTHUKE TIOCJe 3allUThl CHAIOT B apXWB Kadeapsl, OIEHKa
(muddepeHpOBaHHBIN 3a4€T) BHICTABIISAETCS B 3aYETKY U BEJOMOCTb.

9.5 KanennapHslii rpaduK MpOX0XKACHUS PAKTUKU

Y4auThIBasi, 4TO CTYIEHTHl IOJyYalOT Ha3HAYeHHWE Ha pa3HooOpa3HbIe 0a3bl TPAKTHKH,
KOTOPbIE OTJIMYAIOTCSA BUJIOM JESITEIBHOCTH, OPTaHU3aLMOHHOM CTPYKTYpPOH, B KaXK/10M OTAEIHLHOM
cllydae KaJleHAapHble TpaguKd JIOJDKHBI pa3palaThiBaThbCs B IEPBBIE JHU  TPAKTUKH
PYKOBOJIUTENSAMH OT Kadeapbl U 6a3bl NPAKTUKU C YYaCTHEM CTYACHTOB.

OO6001IeHHbIN  KajeHJapHbId TIpauK MPOXOXKACHUsS Yy4yeOHOW MpaKTUKU TPUBEIEH B
Tabmn. 9.1. OH cocTaBieH MCXO U3 TOTO, YTO COTJIACHO y4eOHOMY IUIaHa MOATOTOBKH MarucTpPOB
mo HampaBieHuto moarotoBku 46.04.02 JlokyMeHTOBeneHHE W apXUBOBEICHHUE, ITUTEIHHOCTD
NPAaKTUKUA COCTABIISICT 2 HEJEIH.
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Ta6muma 9.1 — KanengapHo-TeMaTHYeCKUi 11aH U TpaduK TPOXO0KICHUS MPAKTHKN

Ne KonunuectBo
Bu bl BBITIONTHAEMBIX PaboOT KaJICHIapHBIX
pabouux nHeH

1 2 3

1 WNHCTpYKTUBHOE COBEIIaHWE W TMOJYYCHHE JIOKYMECHTALUW JIIsI 05
IPOXOKICHHSI POU3BOICTBEHHOM MPAKTUKU ’

2 Odopmierne HEOOXOAMMBIX JIOKYMEHTOB Ha 0a3e MpPaKTHKH.
[IpoxoxkaeHre WHCTPYKTa)xa MO0 TEXHUKE OE30MacHOCTH W OXpaHe 05
TpyJa Ha npeanpusatud. O3HaKOMJIEHHE C IPaBUJIAMU BHYTPEHHETO ’
TPYZOBOTO pacropsiiKa

3 3HaKOMCTBO C OpraHu3alyded M H3yuYeHUE OpraHU3aIUOHHBIX 1
JOKYMEHTOB OpPTaHU3aIHN

4 Ananus HOPMATHUBHO-METOIUYECKUX JIOKYMEHTOB,
periaMeHTUPYIOIIUX MPaBIIIA CO3/IaHUsI U O(DOPMIICHHS TOKYMEHTOB, 1
CUCTEMBbI IOKYMEHTAIIMH OPTaHU3aI1H.

) N3yuenue 0COOEHHOCTEN oopmienus YIPaBIEHYECKUX 1
JIOKYMEHTOB

6 AHanu3 6JJaHKOB JIOKYMEHTOB 2

7 AHanu3 apXuBHOTO 0OecreyeH sl IeATENbHOCTH OPraHu3aluu 2

8 [ToaroroBka 001IE€r0 OTYETA MO MPAKTHKE 2

9 OdopmiieHre JOKYMEHTOB I10 TPAKTHKE 1

10 3ammTa OT4eTa o MNpaKkTUKe 1
Bcero 12

10. ®OPMbI ITPOMEXYTOUYHOM ATTECTALIMHU (ITO UTOT'AM ITPAKTUKHN) C
YKA3AHUEM ®OPM TEKVHIIEI'O KOHTPOJIA

CucrtemMa TeKylIero M MPOMEKYTOUHOTO KOHTPOJIS MPOXOXKIEHHUS MPAKTUKU Mpearosaraer
ciemyronre (opMbI OTYETHOCTU: COOECEeJOBaHNUE, 3aIIOJIHEHHIE JHEBHUKA IPAKTUKU, COCTABIICHHE U
3amuTa ot4era, AudGepeHInpPOBAHHbIN 3a4eT.

Texymmii KOHTPOITb 33 TPOXOXKICHUEM TMPAKTUKH CTYJEHTAMU OCYIIECTBISIOT PYKOBOAWTEIN
MPaKTUKU OT MPEANpUsATUS U Kadeapbl (MMOCTOSHHO), a Takke 3aBemyroumii kadenpbl. Ero ocHOBHOIM
IENBIO SIBISIETCS OOecTiedeHre COOMIOICHHST KAICHIAPHOTO TpadrKa MPOXOXKICHUS TIPAKTUKU U TIPaBUIT
BHYTPEHHETO TPYJIOBOTO pactopsi/ika Ha MPeANpHATHH.

WITOrOBBIi KOHTPOJIb OCYIIECTBIISETCS B (DOPME 3aIIUThI OTYETA IO TIPAKTHKE.

OdopmieHHBIil OTYET TO IMPAaKTUKE BMECTE C 3allOJHEHHBIM JHEBHMKOM CTY/AEHT CaeT Ha
TIPOBEPKY PYKOBOIMTEIIO TIPAKTHKHU OT TIPEIPHUSTHSI, KOTOPBI 3HAKOMHUTCS C OTYETOM, BUHPYET €ro Ha
TUTYJBHOW CTpaHuIle (MPU YCIOBUH TIOJIOKUTEIIFHOM OLIEHKH), UIIET XapaKTepUCTUKY Ha CTyJleHTa (B
JTHEBHUKE TI0 TIPaKTHKe). B XapakTepucThKe maeTcsi OIEHKA BBITOJHEHWS TPOrPaMMbl TPAKTHKH,
coziep>kaHus ¥ 0hOPMIICHHUS OTYeTA.

[Mocne 3ToTO CTYIEHT MoJaeT OT4eT Ha Kaeapy pyKOBOIAUTENO PAKTHKA OT YHUBEPCUTETA JUTS
MPOBEPKH U BU3UPOBAHMUSL.

B cirydae cymiecTBeHHBIX OTKIIOHEHHU OT TPpeOOBaHMIA 10 COACPKAHUIO U O(OPMIICHHIO OTUETa,
OH BO3BpAILIAETCs HA JOPAOOTKY.

Otuer 3ammimaeTcst Tiepea KOMHCCHEH, KOTOPYIO Ha3HavaeT 3aBeAyIoNMi Kadempor ¢
00s13aTeNbHBIM BKJIFOUCHHEM B HEE PYKOBOIMTEINS MPAKTUKU OT Kadenpbl. [lo pesynmbraram 3amuThl
BBICTaBISIETCS (P PEPEHIIMPOBAHHAS OIIEHKA, KOTOpas (PHUKCUPYEeTCs Ha THUTYJHHOM CTpaHHUIle, B
BEJIOMOCTH U 3aU4ETHOM KHIDKKE (MHIMBUIYaTIbHOM ILJIaHE CTYJIEHTA).

[To utoram mpakTHKU BbIcTaBiseTcs AU PpepeHInpoBaHHbIN 3a4eT.
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11. KPUTEPUUN OLIEHUBAHN A ITPAKTUKN

Pacnipenencaue OaysioB 3a y4eOHYIO MPAKTHKY (C 3alIUTOH) MPOUCXOAMUT CICIYHOIIUM
o0pazoM:

1) conmeprkanue oT4eTa, €ro COOTBETCTBUE 3aJaHUSAM NMPAKTUKU — 70 6auioB;

2) oopmiieHHE OTYETa B COOTBETCTBHHU ¢ TpeOoBaHusMu — 10 0aios;

3) 3ammra otuera — 20 GaIoB.

Bonee monmpobHOe pacmpeneneHue OalIoB MO KaXIOMY U3 KOHTPOJIbHO-W3MEPHTEIBHBIX
MaTepHalioB TPEACTABICHO B KPHUTEPHUAX OICHWBAaHUS 3HAaHWUH CTYJACHTOB II0 HTOTaM
POM3BOJICTBEHHOM mpakTuku (Tadmn. 11.1 —11.3).

Tabmuna 11.1 — Conepxanue oTaera

Konungectso
Ne 0amioB
[IIxana oueHnBaHUA Kpurepun onienuBanus
n/n (MakcuMalIbHOE
— 70 6amoB)

ConeprkaHue IPaKTUKU BBITTOJIHEHO B
IIOJTHOM 00beMe, CTYJICHT IIPOSBUII

1. OTiruHO 63-70 . > CTYA P
BBICOKHH YPOBEHb CAMOCTOSITEITBHOCTH U
TBOPYECKUH OJXO/1 K €r0 BBIIOJIHEHUIO
ConeprkaHue IPaKTUKU BBITTOJIHEHO B
IIOJITHOM 00beMe, UMEIOTCSI OT/IE/IbHbIE

2. Xoportio 52-62 ; s
HEIOCTAaTKU B 0(hOPMIICHUU
IPEJCTAaBICHHOI0 MaTepuasa
Copnep:xaHue MPaKTUKU B LIEJIOM
BBINOJIHEHO, OJTHAKO UMEIOTCS
HE/IOCTATKHU TP BBITIOJHEHUH B XOJI€

3. Y 10BIIETBOPUTENBHO 42-51 a P e
IPAKTUKU OTJENIBHBIX pa3zesioB (JacTei)
3aJJaHus, UMEIOTCS 3aMeUaHus 110
odopmIIeHHI0 COOpaHHOTO MaTepuala
ConeprkaHue MPAaKTUKX BBITTOJIHEHO JIUIIIH
YaCTUYHO, UMEIOTCS MHOTOUYHCIICHHbIE

4. HeynosnersopurensHo 0-41
3amMedaHusi 1o 0OPMIIEHUIO COOPAaHHOTO
MmarepHaia

Htoro 70

Tabmuua 11.2 — OdopmiieHre oTyeTa o NpPakTUKe

KomnuectBo
No 0amioB
[IIkana olleHUBaHUS Kputepuu onieHuBanust
/i (MakcuManbHOE
— 10 6ammoB)

— COOTBETCTBHE COJCP)KAaHHUS OTUETa
porpamMMme IpOX0XKJICHUs IPAKTUKU —
OT4YeT cOOpaH B MOJHOM 00bEME;

1. Otinyno 9-10 — CTPYKTYPHPOBAHHOCTD (YETKOCTH,
HyMepallus CTpaHull, HoApoOHOE
OTJIaBJICHUE OTYETA);

— HE HapYUICHBI CPOKH C/IA4U OTYETA.

— COOTBETCTBHE COJICPKaHHS OTYECTa
8 HpOrpaMMe POXOXKACHHS TIPAKTUKH —
0TYeT coOpaH B MOJHOM 00BeEME;

— HE Be3JIe NPOCICKUBACTCS

2. Xopoio
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CTPYKTYpPUPOBAHHOCTH (UE€TKOCTb,
HyMepalus CTpaHull, IoAPoOHOe
OTJIaBJICHUE OTUETA);

— 0OpMJICHHE OTUETA;

— HE HApYIICHBI CPOKH C/IAYU OTUETA.

Y 10BIETBOPUTEIILHO

— COOTBETCTBHE COJICPIKAHHS OTUECTA
HpOrpaMMe IPOXOKACHHS IPAKTUKH -
0TYeT coOpaH B MOJHOM 00BeEME;

— HE Be3/Ie IPOCIICKUBACTCS
CTPYKTYPUPOBAaHHOCTb (YETKOCTb,
HyMepalus CTpaHHuIl, TOAPOoOHOE
OTJIABJICHUE OTYETA);

HEOPEIKHOCTB;
— HapyIIEHBI CPOKH CIaYU OTYECTA.

— B O(bOpMHCHHH 0T4YCTa IMPOCIICIKUBACTCA

Hey,Z[OBJ'IeTBOpI/ITeJ'IBH
(6]

— COOTBETCTBHUE COJICPIKAHUSA OTUETA
porpaMMe POXOKICHUS TPAKTUKH —
OTYeT COOpaH HE B MOJTHOM 00BEME;
— HapyIlleHa CTPYKTYPUPOBAHHOCTD

OI'JIaBJICHHUC OT‘{eTa);

HEOPEKHOCTB;
— HapyIIEHBI CPOKH CIAYU OTYETA.

(4eTKoCTh, HyMepalus CTpaHuIl, MOAPOOHOE

— B O(bOpMHCHHH 0T4YCTa IMPOCIICIKUBACTCA

Hroro

10

4% 3a TBOpYECKMI TOAXOJ K BBIMOJHEHUIO OTYETa: HAIMYUE WILIIOCTPALUNA, WHTEPECHOEe
pacKphITHE 3aJ]aHUs — OIICHKA MOBBIMIaeTcs Ha 1 6as.

Tabmuma 11.3 — 3amuTa 0T9eTa 10 MPAKTUKE

Ne
/o

IIIkxama onieHnBaHus

KonuuectBo
Oaju10B

(MakcuManbHOE —

20 6amioB)

Kpurepun onennBanus

O1ianyao

18-20

— CTYJZIEHT IEMOHCTPUPYET CUCTEMHOCTb
U TI1yOuHY 3HaHWM, OJyYEHHBIX NpU
IIPOXOKACHUH MTPAKTUKU;

— CTWJIMCTUYECKU TPAMOTHO, JIOTUYECKH
MPABWJIBHO M3J1araeT OTBETHI HA BOIIPOCHI;
— JTaeT UCYEPIIbIBAIOIINE OTBETHI Ha
JIOTIOJTHUTEIIbHBIE BOIIPOCHI
IIpenoaaBaresls 10 TeMaw,
IIPElyCMOTPEHHBIM POTrpaMMOi
MPAKTHKH.

Xopouio

15-17

— CTYJEHT JAEMOHCTPUPYET JOCTATOUYHYIO
MOJTHOTY 3HaHUH B 00beMe IPOTpaMMBI
MIPAKTHUKH, IPA HAJTUYUH JINIIb
HECYIIECTBEHHBIX HETOYHOCTEH B
U3JI0KEHUU COJEPKAHUS OCHOBHBIX U
JIOTIOJIHUTEIIbHBIX OTBETOB;

— BJIaJieeT HeoOXOAUMOM Ui OTBETa
TEPMUHOJIOTUEN;




— HEIOCTaTOYHO TIOJTHO PaCKphIBACT
CYLIHOCTH BOIIPOCA;

— JIOIYCKaeT HE3HAYUTEIbHBIC OINOKH,
HO UCTIPABIISICTCS TIPU HABOISIIHX
BOINPOCAX IMPETOIaBaTels.

3. | YI0BIETBOPUTEIHHO

12-16

— CTYJIEHT JIEMOHCTPUPYET HEOCTATOYHO
[10CJIe10BATENbHbIE 3HaHUS 110 BOIIPOCaM
IIPOrpaMMbl PAKTUKH;

— HCIIOJIb3YET CHELUATIBHYIO
TEPMUHOJIOTHIO, HO MOTYT OBITh
JOMyIIeHb! 1-2 omMOKH B ONpeieIeHu!
OCHOBHBIX ITOHATUH, KOTOPBIE CTYIEHT
3aTpyIHSAETCS UCIPABUTh
CaMOCTOSTEIIBHO;

— croco0eH caMOCTOSTENbHO, HO HE
riy0oKo, aHaIU3UPOBaTh MaTepHal,
PacKpbIBAET CyIIHOCTh PEIIAEMOM
po0JIeMbI TOJIBKO IPU HaBOASALINX
BOIIpOCax IpenojaBaTeis.

4. | HeynoBieTBOpUTENBHO

0-11

— CTYJIEHT JIEMOHCTPUPYET
dbparmMeHTapHbIe 3HAHUS B paMKax
MIpOrpaMMbl MPAKTUKH;

— HE BJIaJieeT MUHUMAaJIbHO HEOOX0AUMOM
TEPMHUHOJIOTHEH;

— JIONyCKAaeT rpyOble IOTHYECKUe
OIIMOKHU, OTBEYAsi HA BOIIPOCHI
IpenoaaBaress, KOTOpPbIe HE MOXKET
HCIPABUTh CAMOCTOSITENIBHO.

HUroro:

20

Bcero:

100

OneHka 3a MPOU3BOACTBEHHYIO
3apa0OTaHHBIX CTYACHTOM OalJIOB MO KaXJA0MY M3 KOHTPOJIbHO-U3MEPUTEIbHBIX MaTepHUajoB U

BBICTABJISIETCS COTJIACHO LIKaJie, mpuHATOM B JloHI'Y.

HOpSI)IOK OLICHUBAaHUA y‘{C6HBIX JOCTHXKEHUI 06yqa}01111/1X051

17

IMPAKTHUKY  BBIYHUCIACTCA MyTeM CYMMHUPOBaHUA

OmeHKa 110 Onenka o 100- O1ieHKa Mo rocy1apCTBEHHOM IIKaje
mkane ECTS | OamnbHOH 1mikane sK3aMeH, AuddepeHIInPOBAHHBIN 3a4eT 3a4yeT
A 90-100 5 (oTIIMYHO) 3a4TE€HO
B 80-89 4 (xoporio) 3a4TEHO
C 75-79 4 (xoporo) 3a4TE€HO
D 70-74 3 (YAOBIIETBOPUTEIHHO) 3a4TEHO
E 60-69 3 (Y1OBIETBOPUTEIIBHO) 3aYTEHO
FX 35-59 2 (HEyTOBJICTBOPHUTEIHHO) C HE 3a4TCHO
BO3MOKHOCTBIO TIOBTOPHOM aTTECTAlluU
F 0-34 2 (HEeyJOBJIIETBOPUTEIBHO) C HE 3aUTEHO
BO3MOYKHOCTBIO TIOBTOPHOH Ccllauu TIpH
yCIIOBUHU 00s13aTeIbHOTO Habopa
JIOTIOJTHUTEIIbHBIX 0AJUIOB
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12. OBECITEUEHHME OBPA30BATEJIbBHOI'O ITPOLIECCA JJI JIMI C OT'PAHUYEHHBIMU
BO3MOXHOCTAMU 310POBbA 1 UTHBAJINIOB

B xone peanuzanuu AUCHMIUIMHBI UCIONB3YIOTCSA CIEAYIONIUE JOMOJHUTEIbHBIE METOJIbI
00y4eHUsI, TEKYIIEero KOHTPOJS YCIIEBAEMOCTH M IMPOMEKYTOYHOW aTTecTalluk OOyJaroniuxcs B
3aBUCHUMOCTH OT UX UHIUBUIYAIbHBIX OCOOCHHOCTEH:

1) nmus cruenbiX U CIaOOoBUISIIMX:

— JeKknud O(GOpPMIIIOTCS B BUJIE JJIEKTPOHHOTO JOKYMEHTA, JOCTYIMHOTO C ITOMOIIBIO
KOMIThIOTEPA CO CHEIUATU3UPOBAHHBIM IPOIrPAMMHBIM 00CCIICUCHHEM;

— Q7S BBIMIOJIHEHUS 3aJaHUS TPH HEOOXOIMMOCTH TMPEAOCTABISICTCS YBEIMYHBAIOIICE
YCTPOKCTBO; BO3MOXKHO TaK)K€ UCIOJIb30BaHNE COOCTBEHHBIX YBEIMYUBAIOIIUX YCTPOUCTB;

— TMHCHMEHHBIE 331aHUST OPOPMIISIFOTCS YBETTMYCHHBIM MPHPTOM.

2) s TIYXHMX U CIa0O0CTBIIAIUX:

— JIeKIMHA OPOPMITSIFOTCS B BUJIEC MJICKTPOHHOTO JOKYMEHTA;

— TIMCHMCHHBIC 33JIaHUS BBIITOIHSAIOTCS Ha KOMITBIOTEPE B MUCbMEHHOH (hopMme;

— 9K3aMeH MPOBOAWTCS B MUCBMEHHOU (popMe HA KOMIIBIOTEPE; BO3MOXHO IPOBEICHUC B
dbopme TeCTUPOBAHUS. ..

3) uIs Ml ¢ HAPYIIICHUSMHU ONIOPHO-BUTaTEIHLHOIO arapara:

— JeKuud Oo(GOpPMIISIOTCS B BHUAE IJIEKTPOHHOTO IOKYMEHTA, JOCTYHMHOIO C IOMOIIBIO
KOMITBIOTEPA CO CIICIUATN3UPOBAHHBIM IPOTPAMMHBIM 00ECTICUCHUEM;

— TIMCHMCHHBIC 33JIaHUSI BBITOTHSIIOTCS Ha KOMITBIOTEPE;

— 9K3aMeH U 3a4€T MPOBOJISATCS B YCTHOUM (hOpME HITU BBITIOJNHSIOTCS B TUCBMEHHOU (opme
Ha KOMITBIOTEPE.

[Tpu HEOOXOMMMOCTH MPETYCMATPUBACTCS YBEIMUCHNE BPEMEHH IS TTOJITOTOBKH OTBETA.

[Ipouieaypa mpoBeaeHHs TPOMEKYTOYHON aTTECTAIIMU JIJIsI 00yUJaIONINXCsl YCTaHABIUBACTCS
C y4€TOM WX WHIWBHIYaTHHBIX MCUXOPU3MUECKUX OcoOeHHOCTel. [IpoMexyTouHas arTecTarius
MOKET MPOBOAUTHCS B HECKOIIBKO TAIOB.

[IpoBenennie  mporeaypsl  OLEHUBAHHS  PE3YIbTaTOB  OOyuYeHHS  JIOMYCKAeTcs ¢
MCIIONb30BaHUEM JTUCTAHIIMOHHBIX 00Pa30BaTENbHBIX TEXHOIOTHHA.

ObecnieunBaeTcst AOCTYN K MH(QOpPMAMOHHBIM M OuOnIHorpaduyeckuM pecypcam B CETH
WuTepHeT ans kaxaoro odydaromierocs B hopMax, aJanTUPOBAHHBIX K OTPAHUUYEHUSM UX 3/I0POBBS
U BOCTIPUATHUS HHPOPMAITUH:

1) nmus crnenbiX U CIabOBUASAIIMX:
— B Me4yaTHOW hopMme yBeIMUYEHHBIM HIpUpTOM;
— B (opMe PIEKTPOHHOTO JIOKYMEHTA,
2) sl TIYyXHUX U CIIa0O0CTBIIIAIUX:
— B Ie4aTHoOH ¢opme;
— B (hopMe IIEKTPOHHOTO JOKYMEHTA.
3) s 00yyaroIMXCsl ¢ HAPYIICHUSIMUA OTIOPHO-JBUTATEILHOTO arapara:
— B TIeYaTHOU (opme;
— B QopMe dIEKTPOHHOTO TIOKYMEHTA.

13. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUME ITPAKTUKHA

Y4eOHblil mporecc MPoBOAUTCS B B 8-M yuebHOM Kopiyce (T. JoHeuk, yi. YearoCcKUHIIEB,
1. 198 a) yauBepcureTa.

Jnst  camocTosITeNnbHOM paboThl MCTHONB3YIOTCS TEKCTOBBIE W DIEKTPOHHBIE PECYpPCHI
Hay4noli OMOMHOTEeKN YHHBEPCUTETA M IPYTUX AJIEKTPOHHBIX OMOTMOTEUHbIX 0a3 TaHHBIX, Y4eOHO-
METOMYEecKoe obecrieueHne, MPeACTaBIeHHOe B Y4eOHO-METOAMYECKOM KaOuHeTe [1aBHOTO
kopmyca (aya.405).
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CtyneHThl Pa3BUBAIOT HAaBBIKM TMOMCKAa WH(POpMAaHUH, HEOOXOMMMOW IS MPOXOXKICHHUI
OpakTUKUA. ECTh JOCTYm K OCHOBHBIM HWH(OPMAIIMOHHBIM OOpa30BaTEIBHBEIM pecypcam,
nH(pOpMaIMOHHOM 0a3e TaHHBIX, BO3SMOXKHOCTb BBIX0OJIa B UHTEPHET.

14. PEKOMEHJIOBAHHA JIMTEPATYPA

14.1. OcHoBHas auTEpaTypa

1. YyeOHo-MeTOIMYECKOE TIOCOOME 1O MPOXOXKIACHUIO MPAKTHUK JUIsl  CTYACHTOB
HarmpaBieHuss noAaroroBku 46.04.02 JlokymMeHTOBelIEHHE U apXWMBOBEIECHHE (Marucrepckas
nporpamMma) [DeKTpOHHBIH pecypc| : y4eOHO-METOAMYecKoe Tmocobue / aBT.-COCT.:
H. L. [MTonomapenko, H. E. Mamenko, f. B. ®unarosa ; I'OY BIIO «/loneukuii HaloHaabHbII
yauBepcuter». — Joneuk: JJOHHY, 2019. — DnexkTpoHHbIe JaHHbBIE.

2. l'aiigaps, E. B. MeHemkMeHT B HMH(DOPMAMOHHO-JOKYMEHTALMOHHOW JEATEIIEHOCTH
[OnexTpoHHBIM  pecypc] : yueOHoe mocoOue /  aBT.-COCT.: E. B. Taiigaps,
E. A. Mutpoxuna ; 'OV BIIO «/loneukuii HaunoHanbHbI yHUBepcuteT». — Jloneuk : JIOHHY,
2019. — DneKTpOHHBIC JaHHBIE.

3. KopobeiinukoBa, K. B. Teoperndyeckne W TpaBOBBIE OCHOBBI JIOKYMEHTOBEACHUS U
apXuBOBEACHUS [DIEeKTPOHHBIN pecypc]| : yueOHoe mocobue / aBT.-cocT.: K. B. Kopobeiinukona,
S. B. ®unarosa ; 'OY BIIO «/loneukuit HarmoHabHbIA yHUBEpcuTeT. — Joneuk: JJOHHY,
2019. — DneKTpOoHHBIC JaHHBIE.

4. Taiinaps, E. B. OCHOBBI METO10I0THU U METObI HAYYHBIX UCCIICIOBAHUM [ DIEKTPOHHBIN
pecypc] : yuebnoe mocobue / aBr.-coct.. E. B, Taiimapp, H.E.Mamenko,
E. A. Murpoxuna, H. I11. I[Tonomapenko, f. B. ®unatosa ; 'OY BIIO «/loneukuii HallmoOHaIbHBIN
yHusepcute™». — Joneuk: JIOHHY, 2019. — DnexkTpoHHbIE JaHHBIE.

5. [Tonomapenko H. III. CoBpemeHHble acmeKkThl LHUPPOBOM 3KOHOMHUKHU [DIEKTPOHHBIN
pecypc]: y4eOHUK ISl CTYACHTOB BBICHIUX YYEOHBIX 3aBEACHMI, 00YyJarOIIUXCS TIO0 HAIMPaBICHUIO
noarotoBku 46.04.02 oxymenrtoBenenue u apxuBoBeaenue / H. L. [Tonomapenko; 'OY BIIO
«JloHeukuit HaroHaNbHBIN yHUBepcuTeT». — Jloneuk : JJOHHY, 2019. — DnekTpoHHbIE TaHHBIE.

14.2. [lononHuUTeNIbHAS IUTEPATYpa
6. [lemonpou3BoaCTBO : 00pa3ibl, JOKYMEHTHI, OpPTaHMU3AIUS W TEXHOJOTHS pPaboThI /
[B.B. I'anaxoB u ap. ; nmox pen. U. K. KopueeBa, B. A. Kyapsesa]. — Uzn. 3-e. — Mocksa :
[Tpocnexr, 2015. — 479 c.

15. THOOPMAIIMOHHBIE PECYPCBI
1. HauuonanbHas 3JekTpoHHasi Oudaumoreka (HOB): denepanbhas rocynapcTBeHHas
uHdopmarmonHas cuctemMa / MunucrepctBo KynbTypel P®; Poccuiickas rocynapcTBeHHas
oubimoreka. — Mocksa, 2019- . — URL: https://rusneb.ru/ (nata o6pamenus: 01.09.2023). — Pexxum
noctyna: cBoOOAHbIN, nmoamnucka. Heodxoanma ycTtaHOBKa mporpaMMHoro odecrneueHusi. — Tekcr:

JJIEKTPOHHBIN.
2. eLIBRARY.RU: Hay4Has snekTpoHHas OmOamoreka: cait. — Mocksa, 2000- . — URL:
https://elibrary.ru (mara oOpamenus: 01.09.2023). — Pexum jgocTyma: s aBTOPHU30B.

MOJIb30BaTeNe. —TeKCT: JEKTPOHHBIMN.

3. Hayunas snextponnas 6ubnunoreka «KudepJlenunkay: caiit / Acconumarust « OTKpbITas
Hayka». — Mocksa, 2014- . — URL: https://cyberleninka.ru/. — Pexxum mocryma: CBOOOIHBIN. —
TeKcT: 2MeKTPOHHBIH.

4. DnekTpoHHO-OMOMMOTeuHas cucremMa «Jlamb»: [caiit]. — URL: https://e.lanbook.com
(mata obOpamenusi: 01.09.2023). — Pexxum nocTyma: IJiss aBTOPU3OB. MoOJib3oBareneil. — TekcT:
AIEKTPOHHBIMN.

5. 9BC KOpaiit: snekTpoHHas O6ubnmoTeuHas cucrema: cair. — Mocksa, 2013. — URL:
https://biblio-online.ru (mara o6pamenus: 01.09.2023). — Pexwm gocTyma: IS aBTOPH30B.
[IOJIb30BaTeseH. — TEKCT: DJIEKTPOHHBIMN.
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6. DaexkTpoHHO-0uOIMoTeyHasi cucrtema Jlonl'Y: caiitr / ®I'BOY BO «Jlonl'V». —
Hownerk, 2016- . — URL: http://library.donnu.ru/ (mata oopamenus: 01.09.2023). — Pexxum gocryna:
CBOOOJIHBIN. — TEKCT: 3JIEKTPOHHBIMN.

7. DaekTpoHHbIi kaTtagor Hayunoit Oubmuorexku Houl'Y: pasnen caiita / Hb Joul'Y. —
Tekcr: snexrponnsiii / DBC Jlonl'V: caiit. — URL: http://library.donnu.ru/catalog/ (mara
obpamenust: 01.09.2023). — Pexum mocTymna: MOUCK CBOOOIHBIN, SJICKTPOHHBIC JOKYMEHTHI — JUISI
nojb3oBaresei JJoal'y.

8. Daexrponnsbiii apxuB Joul'Y: paznmen caiita / Hb JJoul'Y. — Tekct: anekrpoHHsbIit //
OBbC [oul'Y: caitr. — URL: http://repo.donnu.ru/ (mara o6pamenus: 01.09.2023). — Pexum
JOCTYyTIa: CBOOOTHBIH.

16. TIPOTPAMMHOE OBECITEYEHHME
1. Windows 7 PRO (xoprioparuBnas juren3ust JOHHY Ne 46484614)
2. Microsoft Office (kopnopatunas muuensus JOHHY Ne 46472919)
3. Microsoft Visual Studio (unensust nporpammel DreamSpark mist BeICIIUX y4eOHBIX
3aBEICHUI)
Antusupyc Kacnepckoro, Adobe Acrobat Reader, xPDF (nunensun GPL, Apache, BSD mns
CBOOOTHOTO IPOTPAMMHOTO 00ECTICUCHHS
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Ipuaoxenue A
IIpuMmep opopMiIeHUsI TUTYJIBLHOIO JUCTA
0T4YeTa 0 MPAKTUKE

MUHUCTEPCTBO HAYKU U BBICIIIEI'O OBPA30BAHUS
POCCUICKOI ®EJIEPALIIU

OEJIEPAJIBHOE I'OCY JAPCTBEHHOE bIOJUKETHOE ObPA3OBATEJIBHOE
YUPEXIEHUE BBICIHEI'O OBPASOBAHUA « IOHELIKMN
I'OCYJAPCTBEHHbBIM YHUBEPCUTET»

KA®EJIPA THOOPMALMOHHBLIX CUCTEM VYIIPABJIEHUA

OTYET
10 y4eOHO! MpaKTUKE: MPOEKTHOM MpaKTUKe

(HauMeHOBaHNE OpPTaHU3AINH)

C 10

CrygnenTa (kM) Kypca
HanpasiieHus: noaArotoBku 46.04.02
JIOKyMEHTOBE/ICHHE U apXHUBOBEICHNE
OYHOM (3a04HOI) POPMBI OOyUEHHUS
DOUO

PykoBomuTenM MpakTUKU:

OT OpraHu3aIiU

(HanMeHOBaHHE JOJDKHOCTH)

(moamucek) (®UO)
MLII.

oT Kadeapbl

(HanMeHOBaHHE JOJDKHOCTH)

(moamucek) (®UO)

Honenxk 2024



IMpuioxenue b
IIpumep opopmiieHns: coaepkaHUs 0TYETA

COJIEP)KAHUE

BBE/JIEHUE

Pazpen 1| AHAJIM3  AEATEJIBHOCTU  IIPEAIIPUATHS,
YUYPEXIEHUS, OPTAHU3ALINNA

Paznen 2 UBYUEHUE OPI'’AHU3AILIMOHHBIX TOKYMEHTOB
OPT'TAHU3ALINUA

Paznen 3 HOPMATUBHO-METOJAMYECKUE JOKYMEHTHDI,
PET'JTAMEHTUPYIOLIUE ITPABUJIA CO3IAHNA U
O®OPMIJIEHUA JOKYMEHTOB, CUCTEMbI
JOKYMEHTALIMN OPI'TAHU3ALIMN

Pasnen 4 M3YYEHME OCOBEHHOCTEN  O®OPMJIEHUI
YITPABJIEHYECKMX JOKYMEHTOB

Paznen 5 AHAJIU3 JOKYMEHTOOBOPOTA OPI'"AHU3 AN

SAKIIOYEHUE
CIIMCOK UCITOJIB30BAHHBIX UCTOYHHMKOB
[MTPUJIOXKEHUE A HOMEHKIIATYPA JAEJI OTAEJIA KAAPOB
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