AHHOTanus padoueii mporpaMMbl
B2.B.02.02(H) PABOYASI ITIPOTPAMMA ITPON3BOJICTBEHHOM NPAKTUKHA
HAYYHO-UCCJIEJOBATEJBbCKASA PABOTA

OO6mmast TpyI0EMKOCTh TUCIUTUIHHEI COCTABIISIET - 6 3a4. ef. (216 gacoB), u3 nux — 48 uac.
KOHMAKmHoUu pabomwl: npaxmudeckue 3auamus - 48 4., 168 uacoe camocmosmenvroti pabomui.

1. Hesn npakTUKHU

Ienb0 MpaKTHKM CTYIEHTOB SIBJISETCS MCCIENOBAaHUE Ipoliecca JOKYMEHTHPOBAHUS
YIPAaBICHYECKON JESATEIBHOCTH B TOCYJAPCTBEHHBIX, MYHHULHUIAIBHBIX M KOMMEPYECKHX
OpraHu3alusaX, a TaKKe 3aKperyieHne M yriayOsieHue mnpo(ecCHOHANBHBIX YMEHHH M OIbITA
npoeCCHOHATIBHON JEeATEIbHOCTH O0JAaCTH HUCCleloBaHus NoTpeOHocTe B HMHdOpMaiuy,
UH(POPMALIMOHHBIX MTOTOKOB, YHU(HUKAIIMKA U CTaHAAPTH3ALMUN JOKYMEHTOB, IPOCKTHPOBAHUS U
BHE/IPEHUSI CUCTEM 3JIEKTPOHHOIO JOKYMEHTOO0OpOTa U pa3pabOTKH HOPMAaTHUBHO — IPABOBBIX
JOKYMEHTOB W TIOATOTOBKE pA3JIUYHBIX JOKYMEHTAIbHBIX IyOnuKammid, Oubimorpadum,
pedepaToB 1 OTUETOB.

2 3agaum NpaKTHUKN

— pa3BUTHE CIOCOOHOCTEH COBEpUICHCTBOBATH JOKYMEHTAIlMOHHOE oOOecredeHue
yIpaBICHUS;

— pa3BUTHE CIIOCOOHOCTEW COBEPIICHCTBOBAHUS PaOOTHI C APXMBHBIMH JOKYMEHTaMH
apXuBa OpraHU3aIli Ha OCHOBE UCIOJIb30BAaHUS COBPEMEHHBIX HH(POPMAIIMOHHBIX TEXHOJIOTUH.

— IPAKTUYECKOE HCI0JIb30BAHUE MIOTYYEHHBIX 3HAHUH 110 TUCHUIUIMHAM;

— ydacTde B TEOPETUYECKHUX pa3paboTkax B 00IacTH JOKYMEHTOBEACHUS U
ApXUBOBEACHUS;

— aHanu3 WHGOPMAIMOHHBIX TMOTOKOB U HWH(GOPMAIMOHHOTO B3aMMOJCHCTBHUS B
OpraHu3aIny;

— aHanu3 mnoTpebHocTe B HH(OpManuM, OmpeleNeHHe METOJA0B M CHOCO0OB UX
YIOBIIETBOPEHUS;

— ydyacTue B TPHUKIAIHBIX pa3paboTkax mo co3ganuto cuctem JOVY, yHudukanum u
CTaHJapTU3aLUU JOKYMEHTOB;

— ydacTue B IPOEKTHPOBaHUU U BHeApeHuu COJI;

— ydacTue B pa3paboTKe HOPMATUBHO-METOUYECKHX JOKYMeHTOB 1o JJOY;

— MOATOTOBKAa JOKYMEHTAJIBHBIX MYyONWKAIUHA, CIPaBOYHO-WUH(DPOPMAIIMOHHBIX CPEJICTB,
pedeparoB, Oubnuorpaduu U OTYETOB.

1.3 MecTto npakTuku B crpykrype OOII BO

[lpakTuka MO mMONyYeHUIO MPO(ECCHOHANBHBIX YMEHUH M OIbITa MPo(ecCHOHANBHOM
JEeSTENIbHOCTH (B TOM YHCIIe TEXHOJOTHYecKasl MpaKTUKa) OTHOCUTCS K 0a30Boil yacTu biok 2
I[TPAKTHUKU.

BXoIHBIMU 3HAaHUSIMHM, YMEHUSMH W TOTOBHOCTSM OOYYAIOILIETOCs, SBISIOTCS 3HAHUS,

npuoOpeTeHHbIe B pe3yjbTaTe OCBOCHMS O00s3aTENbHBIX TUCHUIUIMH: «J{OKyMEHTOBEICHHEY,
«Opranuzansi W TEXHOJOTUS  JIOKYMEHTAllUOHHOTO  0OecHeueHUs  yIpaBJICHUs»,
«McrouHukoBeieHnEe (CIPABOYHO-TIOMCKOBBIE CUCTEMBI)», «HPOpMAIMOHHBIE TEXHOJOTHH B
JOY wu apxuBHOM Jene», «J/lokyMeHTanMOHHasi JIMHIBUCTHKa», «Teopusa cucrem
JOKYMEHTUPOBaHUA», «VHPOpMAIIMOHHBIN MapKeTHHr», «JloOKyMeHTalMoHHOe oOecnedeHue
OuzHec-mporieccoB», «OpraHU3alluOHHOE MPOEKTUPOBAHUE CIY)KObl JOKYMEHTOBEACHUS U



JIOKYMEHTOIIOTOKOBY, «ApXHMBOBEIICHHEY, «ocymapcTBeHHBIC,  MYHHIMIIAIBHBIE U
BEJIOMCTBEHHBIC apXHBBD», «METOAbI ONTHMH3AIUU JOKYMEHTOIIOTOKA U TEOPUU MacCOBOTO
obciyxuBanus», «MHPOPMAITMOHHO-TOKYMEHTAIIMOHHOE 00ECIIEYCHHE CUCTEMbI MEHEKMEHTA
KauecTBay, «MHMOPMAIIMOHHO-TOKYMEHTAITMOHHOE 00ECIICUCHHE JCSITCIbHOCTH PYKOBOIUTEIS
opraam3anuny, «MHPOPMAITMOHHO-TOKYMEHTAIMOHHOE O0ECIICYCHHE CIY>KObI MapKETHHTa,
«HccnenoBanne cuUCTeM  JIOKYMEHTAllMM M JIOKyMEHTOO0OpOTay,

MEHEDKMEHT», «HPOpMalMOHHO-TOKYMEHTAIIMOHHOE ~ 00eCIIeYeHNE
opraHuzaiumn», «MeToanuka uccieI0BaHuii 1 0hOpMIICHUE PE3YIbTATOBY.

HaBbiku M yMeHus, THOJy4YeHHBbIE B XOJE€ MPOXOXKJIEHUS MaHHOM MPAKTUKH, OyIyT

«/loKyMeHTallMOHHBII

CJ'Iy>K6BI JJIOTUCTHUKH

Croco0cTBOBaTh (HOPMHUPOBAHUIO KOMIICTCHIIUH.

4. Tun (¢popma) u cnocod NMpoBeIeHUs NMPOU3BOJACTBEHHOM MPAKTHKH

Tun npou3BOJCTBEHHOW NPAKTHKM. IMPAKTHKa IO TOJYYEHHUIO MpodeccHoHaTbHBIX
YMEHUH H ONbITa MPO(ECCHOHATLHON JAEATEIHHOCTH (B TOM YHCJIE TEXHOJIOTHIECKAs IIPAKTUKA)
Crnoco0 npoBeeHusi NPAKTUKHU: CTallMOHAPHAs, BbIE3/IHAS [10 MECTY KUTEIIbCTBA.

(I)opMa NpoBeICHUA NMPAKTHKH: OUCKPETHasd - MYTEM BBIACICHHA B KaJICHIAAPHOM
y‘le6HOM rpa(I)HKe HCIIPCPBIBHOT'O IICPHOAA y‘Ie6HOl"O BpEMCHHU OJIA IIPOBCACHUA IMPAKTHUKH I10
MMOJIYYCHHIO HpOCI)eCCI/IOHaJ'IBHBIX YMGHI/Iﬁ H OIIbITa HpO(i)eCCHOHaHLHOﬁ ACATCIIBHOCTH.

5. IlepeyeHb MIaHUPYEMBIX Pe3yJILTATOB 00y4YeHUs TP MPOXO0KIEHUU NPAKTUKH 110
NOJYy4eHHI0 MPodecCHOHATBHBIX YMEHHH U ONbITa NMPO(ecCHOHAIBLHON JeATeJbHOCTH (B
TOM YHCJIe TEXHOJOTN4YeCKOH NPAKTUKH), COOTHECEHHBIX C IJIAHMPYEMbIMH pe3yJbTaTaMu
O0CBOEHHsI 00pa30BaTe/IbHON MPOrpaMMbl.

B wurore MPOXOXKACHUA NPAKTUKKU CTYACHTBI JOJIKHBI HpI/IO6p€CTI/I H€06XOI[I/IMBI€ JUISA
q)aKTI/ILIeCKOFO IMPOSABJICHUA 3asBJICHHBIX HpO(i)CCCI/IOHaJ'II)HI)IX KOMHGTGHIII/Iﬁ 3HaHUA, YMCHUA U

HAaBBIKH.
No Kon Conepxanne ) [TmarUpyeMble pe3yabTaThl IPU IPOXOKIACHUH TPAKTHKH
_ KOMIIET | KOMIICTCHIIMU (I/IHI/I ee 3HaTh YMmeThb Bnanets
" | eHOMH | YacTH)
1 IIK-29 | CrnocoGHOCTEIO 3HaTHL CUCTEMBI VMeTh co31aBaTh U Biagets
co31aBaTh U BECTU JIOKYMEHTAIMOHH BECTU CUCTEMBI CIIOCOOHOCTBIO
CHCTEMBI oro obecrieuenuss | MOKYMCHTALMOHHOTO | ¢o3napars u BeCcTH
JIOKYMEHTAIIMOHHOTO obecreueHus
YIpaBJICHUS B CHUCTEMBI
obecrnieueHus YIpaBJICHUS B
TaHU3AIHH H KYMEHTAI[HOHHOT
yHOpaBieHUs B OpraHnsal a opraHu3anuu Ha 6asze AOKYMCHTAIIHOHHOTO
opraHu3auuy Ha 6ase 0a3e HOBEHIINX HOBEHIIIX oOecreueHus
HOBEMLINX TEXHOJOIHI | TEXHOIOTHH TEXHOJIOT Ui yIpaBJieHUs B
opraHu3aiyu Ha 6ase
HOBEHIIMX TEXHOJOTUI
2 ITK-30 | CriocoOHOCTBIO 3Hatb paboTy YMeth Bnanets
OpTraHn30BbIBATH C.]'Iy)K6BI OpraHn30BbIBATH CHOCO6HOCTI}IO
paborty ciyxO0bI JIOKyMEHTAIIIOHH | paboTy CIIy>KObI OpTaHU30BHIBATH
JOKYMEHTAIHOHHOTO oro odecrieyeHuss | JTOKYMEHTAIMOHHOTO
pabory ciyx0bl
oOecrieucHHs YIpaBJICHUS U obecrieueHUs
yIIpaBJICHUS U APXUBHOTO YIpaBJICHUS U AOKYMCHTAIHOHHOTO
ApXUBHOTO XPaHCHUS XpaHeHUs ApXMBHOTO XpaHeHus | OOCCTIeueHus
JJOKYMEHTOB JOKYMEHTOB JOKYMEHTOB yHapasJICHUS 1
APXMBHOI'O XpaHCHHS
JIOKYMEHTOB




[K-31

CrocoOHOCTBIO
pa3pabarbeIBaTh
JIOKAJIbHbIE
HOPMATHBHBIE aKThI U
HOPMATHBHO-
METOIUYECKHE
JOKYMEHTBI TI0
BEJICHHIO
nHpopMannoHHO-
JOKYMEHTAI[HOHHOTO
oOecrieucHus
yIpaBJIeHUs U
apXUBHOTO Jeia

3HaTh JIOKaIbHBIC
HOPMATHBHBIC
aKThI U
HOPMAaTHBHO-
METOINYECKUE
JIOKYMEHTBI 10
BEJICHUIO
nHpopManoHHO-
JIOKYMEHTAI[HOHH
oro obecreueHus
YIPaBICHUS U
apXHUBHOTO Jiena

YMmers
paspabaTbIBaTh
JIOKaJIbHBIE
HOPMATHBHBIC aKTHI U
HOPMAaTHBHO-
METOIUYECKHE
JIOKyMEHTBHI TI0
BE/ICHHIO
nHpopMannoHHoO-
JIOKYMEHTaIHIOHHOTO
obecrieueHUs
YIpaBJICHUS U
ApXUBHOTO JIeNa

Bnaners
CIIOCOOHOCTBIO
pa3pabatbIBaTh
JIOKaJIbHBIC
HOPMAaTHBHBIE aKTHI
HOPMaTHBHO-
METOIMYECKHE
JOKYMEHTBI TI0
BEJICHHIO
MH()OPMALMOHHO-
JOKYMEHTAI[IOHHOTO
obecriedeHUs
YIIPaBICHUS U
apXMUBHOTO JIeTIa

I1K-32 | Biagenuem 3HaTh Ymetsb Brnanets
3aKOHOJATeIbHOH 1 3aKOHOJIATEIbHY OPHUEHTUPOBATHLCS B 3aKOHOJATEIFHOU U
HOPMAaTHUBHO- 10 1 HOpMATUBHO- | MPaBOBOM Oa3e HOPMAaTUBHO-
MeTOImYecKor 0a3oit METOIUYECKYIO HHPOPMALTMOHHO- METOIYeCcKOr 6a30it
HHPOPMALNOHHO- 6azy JIOKYMEHTAIIHOHHOTO | WH(pOPMAINOHHO-
JOKYMEHTaLlMOHHOT'O WHPOPMAIMOHHO- | oOecreueHHs JIOKYMEHTAaLMOHHOT'O
obecrnieueHHs JIOKyMEHTALlMOHH | YNpaBJCHHUA, obecriedeHUs
YIPAaBJICHUS U oro oOecrieueHns1 | apXWUBHOTO Jeia U yHOpaBJIeHUs U
apXUBHOTO JeNa, yOpaBJIEHUS U CMEXXHBIX obnacTeit apXUBHOTO JI€Na,
CHOCOOHOCTBIO apXMBHOTO Jiena CIIOCOOHOCTBIO
OPHUEHTUPOBATHLCS B OpUEHTUPOBATHCS B
NpaBoOBOii 0aze npaBoOBOH 0aze
CMEXXHBIX obsacTeit CMEXHBIX obJacTeit

IIK-33 | 3HaHueM OCHOB 3HATh OCHOBEI YMeTh NpUMeHsTh Brnanets 3HaHUAMEI
TPYIOBOTO TPYAOBOTO OCHOBBI TPYJIOBOTO OCHOB TPYJOBOTO
3aKOHOJATENHLCTBA 3aKoHONaTeNbeTE | 3AKOHONATEThCTBA 3aKOHOJATeIbCTBA

a

IIK-34 | CoGutoneHueM mpaBuil | 3HaTh IpaBHia M YMeTh MpUMEHSTh Branets cobnmonennem

¥ HOPM OXDAHBI TPYJa | HOPMBI OXpaHbl TPaBHIIA 1 HOPMBI MIPaBHJI ¥ HOPM OXPaHbI
Tpyma OXpaHbl Tpy/a Tpyna

ITK-35 | 3uanuem TpeOGoBaHmii | 3HaTh TpeGOBaHUS K | YMETh NPUMEHSTh Briazsiets 3HaHUAMH
K OpraHu3aluK OpraHH3aIIH TpeboBaHHs K TpeGoBaHuil K
CEeKpeTapcKoro CEKpeTapcKOro OpraHusann OpTaHI3aAINN
o0cCITyKUBaHHs 00CIy)KUBaHUSI CEKpeTapeKoro CEKPeTapCcKoro

00CITy)KBaHUS
00CITyKHBaHUS

IIK-36 | 3Hanmem TpeOoBaHHI 3HaTh PUHIHITI VMeTh OpraHn3oBbIBaTh | Brnagers 3HaHUsSMU
K OpraHu3anun OpraHu3aIKN KaZlpoBOC TpeboBaHMil K
KaJpOBOTO KaJIpOBOTO ACTIONPOU3BOACTEO 1 OpraHU3aIUU KaJpOBOTO
JIEIOTIPOU3BOICTBA H JenonpouseosicTBa | 10Ky MCHTHPOBARAC - JENIOTIPON3BOICTBA 1
JIOKYMEHTHPOBAHUIO u TPYLOBBIX OTHOMICHI, JIOKYMEHTHPOBAHHIO

. XpaHeHHe JOKYMEHTOB
TPYAOBBIX OTHOILICHUH, | 1OKYMEHTHPOBAHU 110 JTHYHOMY COCTABY TPYAOBBIX OTHOILIEHUH,
XPaHCHUIO IOKYMEHTOB | 10 TpymOBBIX XPaHEHHUIO JOKYMEHTOB
110 JITYHOMY COCTaBy OTHOLIEHHUI, O JUYHOMY COCTaBY
XPaHeHHIO
)IOKyMeHTOB o
JINYHOMY COCTaBY

TIK-37 Bnanennem 3HaTh MPUHLUIIBL, YMeTh HUCI0JIb30BaTh Brnagers npuHLunamu,
NpPUHLIHUIIAMH, METOJBI U HOPMBI [IPUHINIIBI, METOIBI U METOAAaMU U HOpMaMH
MEeTO/IaMU U HOPMaMH OpraHu3aluH, HOPMBI OpraHu3aluy, OpraHM3aluM, XPaHeHus,
OpraHM3alluy, XpaHEeHus, XpaHCHHA, KOMIUIEKTOBaHMs, yueTa u

KOMIUIEKTOBAHMS, yIeTa
XpaHeHus, KOMILIEKTOBAHHMSI, HCIIOJIb30BaHHUS




KOMILIEKTOBAHUS, yuera u 1 MCIIOJIb30BaHUS APXUBHBIX JOKYMEHTOB,
ydeTra u HCIIOJIb30BAHUS APXUBHBIX NOKYMEHTOB, | nOKyMEHTOB JITUHOI'O
HCIIOIB30BAHMS APXHUBHBIX AOKYMEHTOB JINIHOTO HPOUCXOKICHHS
APXMBHBIX JIOKYMEHTOR, MPOUCXOXKICHHS
JIOKYMEHTOB, JTIOKyMEHTOB
JIOKYMEHTOB JIUYHOTO JIMYHOTO
MPOUCXOXKACHM MPOUCXOXKIICHHST
10 | IIK-38 BrnageHueM HaBpIKaMu | 3HATh IPUEMBI YMeTh IpUMEHSTh Bnagers HaBbIKAMH
paboThI ¢ paboTEI ¢ HaBBIKK pabOTHI C paboThI ¢ JOKyMEHTaMH,
JIOKyMEHTaMH, JIOKyMEHTaMH, AOKYMEHTaMH, CONEpHKAMNMH
CcozlepKaIIIMH COZIePIKAIIME COMICPKATIIMH unopmaiio
HHbOPMAIIHIO HHOpMAITIIO uHpopMarmio OrPaHNUYEHHOTO JOCTyHa
OTPaHUYEHHOTO
OIrpaHNYICHHOT O OrpaHUYEHHOTO noctyma
AocTyna JOCTyIIa
11 | IIK-39 3HaHWEeM MIPUHITUIIOB 3HaTh NPUHIUIIBI YMeTh NpUMeHSTh Bnagers npunnunamu
OpraHM3aluu OpraHM3aLUHI TIPUHIAITBI OpraHU3alUy Pa3InIHBIX
Pas3IMYHBIX THTIOB U PasIMYHBIX THIOB u | OPTAHH3alNH THIIOB U BUNIOB ApXHBOB
BHUJIOB apXUBOB BHUJIOB apXUBOB PAsIMTHLIX THIIOB 1
BHJIOB apXUBOB
12 | TIK-40 3HaHueM TPeOOBaHMIA 3HaTh TpeOOBaHUA K | YMeTh 00ecrieynBaTh Brnanets TpeboBaHUSIMHE K
K Opra"u3anuu OopraHu3aluu COXpaHHOCTb opranusanuu
obecIeueHHs P — OKyMEHTOB B apXuBax | oOecredeHus
COXPaHHOCTH COXpPaHHOCTH COXPaHHOCTH
JIOKyMCHTOB B apXHUBax
JOKYMEHTOB B apXUBAaX | JOKYMEHTOB B
apxuBax
13 | TIK-41 3HaHUEM MPUHIIUIIOB 3HaTh MPUHIHUIIEL YMeTh OpraHu3oBeIBaTh | Brnamers nmpuHOmIamMu
OpraHu3aluy | OpraHH3aluu 1 (yHKUMOHMpPOBaHHE OpraHM3aluu 1
(GYHKIIHOHHPOBAHUS ¢yHknrorupoBay | APXUBHOTO dyHKIHOHMPOBAHHS
APXUBHOTO E—— ayTCOpCUHTa apXHBHOTO ayTCOPCHHTA
ayTCOpCHHTa ayTCOPCHHTa
14 | TIK-42 | Bnamenunem 3HaTh VMeTh HCHOIb30BaTh Bnaners
JIOTUCTUYECKUMU JIOTUCTUYECKUE JIOTUCTUYECKUE OCHOBBI | JIOTHCTUYCCKUMU
OCHOBaMH OCHOBBI OpraHu3aluu Xpaenus | OCHOBaMH OpraHnsalin
OpraHu3aluu OpraHu3anuu JIOKYMEHTOB XPaHCHHIs JOKyMCHTOB
XPaHEHUs JOKYMEHTOB | XpaHeHWs
JIOKYMEHTOB

6.

CTpyKkTypa M coAep:KaHMe NPAKTHKHU MO0 MOJYYeHHI0 NPo(decCHOHAIBHBIX

yMeHHHi W onbITa NPodecCHOHATBLHON IesITeIbHOCTH (B TOM YHCJI€ TEXHOJOTHYecKOit
NPAKTUKH)
OOBeM TMPAKTUKU COCTaBJIsIeT 6 3a4eTHBIX eAWHUI], 48 YacoB BBIIEIEHO Ha KOHTAKTHYIO
paboTy oOydaromxcsi ¢ npemnoaasareneM u 168 yacoB caMoCTOSTENBHOM PabOThI 00 YJAIOIIUXCAL.

Bpewms npoBeeHNs NPaKTHKH:

-t OakanmaBpoB O4YHOM (hopMbl OOy4eHUs] TpakTHKa MpOBOIUTCS B 8 cemecTpe
HPOJOJKUTENBHOCTBIO 4 HEAENH.

COI[ep)KaHI/IC pa3aciioB NporpaMMbl IPAKTUKU, PACIIPCACIICHUC 6IOI[)KCT2[ BPCMCHU MTPAKTUKU
Ha UX BBIIIOJTHCHUEC MTPEICTABIICHO B Ta6J'II/H_[e.

No bromker
HaumenoBanue
n/ Coneprxanue paszaena BPEMEHH,
paszieson
1! (Henenu, THM)
1 2 2 3




1 | BBenenue. XapakTepucTuka MPaKTHKH, €€ MECTO U POJb B 20

IlogroroBUTENBHBIM | CUCTEME  3HAHUU, CBS3b C  Opyrumu
JTan JUCLUILUINHAMU
2 | IIpousBoxacTBeHHBIN | MHCTpyKTaX MO  TEXHUKE  OE30MacHOCTH.
JTan N3yuenne OpPraHU3alMOHHO-IIPABOBBIX
JIOKYMEHTOB, perIaMEeHTUPYIOLIUX
IOPUAMYECKAN  CTaTyC  OpraHu3alud, €ro 60

OpraHu3allMOHHO-TIPaBOBYI0  (GOpMy:  YCTaB
(monoXeHwe) OpraHu3alud, TMOJIOKEHUS O
CTPYKTYPHBIX OJIpa3JeICHUsIX U T.A.

3 | UccnenoBarenbckuit | Opranuzanus COBEPLIECHCTBOBAHHUS
oTan JIOKYMEHTALIMOHHOI'O obecrnieueHUs
YIpaBJICHUS ; IPUMEHEHUE TEXHOJIOTHH

JIOKYMEHTAIIMOHHOTO OOCCIIEUYCHHS YIIPaBICHUS
U YIpaBlieHUE OTACIbHBIMU ITpoLieccamMmu B cdepe
aApXHBHOTO JleJ1a;co3IaHue JIOKAJBbHOM
HopMaTuBHOM 0a3el  JIOY u  apxuBHOrO
JIeJIa;0praHu3aIus, XpaHeHHe, yUer,
KOMILJICKTOBaHUE, IKCIIEPTUBY LIEHHOCTH,
CIIPAaBOYHO — IIOMCKOBOW CHCTEMBI;HaBBIKAMHU 100
COBCPIIICHCTBOBAHUS OPTaHMU3AIMH XPAHCHUS
JOKYMEHTOB; ~ METOJaMHU M CpPeICTBaMH
JIOKYMEHTHUPOBAHUS yIpaBIeHUYECKON
uHpopmanuu, panoHaIM3aIu1
JIOKYyMEHTOO0O0pOTa, TEXHOJIOTUU O00pabOTKH
JOKYMEHTOB C IIeIbI0 WX COXPAaHHOCTH U
nepeiaun Ha XpaHeHHeE.

6 | 3axioueHue. [TpoBeneHue Hay4YHbBIX MCCIEIOBAHUN B 00JIACTH 36
[TonroToBka oTyeTa | JOKYMEHTOBEICHUS " ApXWBOBEICHNUS;
0 MTPAKTHKE ONTUMU3AIMS ~ COCTaBa  JOKYMEHTOB U
WH(POPMAIIMOHHBIX TIOTOKOB, COKpAIIeHHUE WX
KOJINYECTBA, IPOEKTUPOBAaHUE U BHEJIPEHUE
CoOA.

Hroro: Cucrematusanus  pe3yibTaToOB MIPaKTHKH, 216
cocTapJieHHe U 0OpMIIEHHE OTUETa

7. opMbI OTHYETHOCTH MPAKTHKH 110 NMOJYYeHHIO NPOo(ecCHOHAIBHBIX YMEHUI U ONbITa
npo¢ecCHOHATBHOM JeSITeJILHOCTH (B TOM YHMCJIe TEXHOJIOTHYECKOI MPAKTUKH)
[To uToram NpakTHKU CTyIEHTAaMH O(POPMIISIETCS OTUYET, B KOTOPOM H3JIaratoTcs pe3yiabTaThl

IpOJIeIaHHOM paboThl M B CHCTEMAaTH3MPOBAHHOM (opme MPHUBOAUTCS 0030p OCBOEHHOTO
Hay4HOI'0 U IIPAaKTUYECKOr0 MaTrepuasa.

OT14er 0 NpaKTHKeE J0JKEH HMETh CJICAYIOIIYI0 CTPYKTYpY:

1. TuTyNIBHBIN JUCT SABIAETCS MIEPBOM CTPAHUIIEH OTYETA O MPOXOKACHUHN IMPAKTUKH.

2. OCHOBHas 4acCTh JTOJKHA COAECPKATH:

* 33/1a4H, CTOSIIINE Nepe]l OaKalaBpOM, IPOXOIUBILINM MPAKTUKY;

* IIOCJEAOBATEIBHOCTh IIPOXOXKACHUS IPAKTHKH, XapaKTepUCTUKY IOApa3JeiIeHUun
OpraHu3aly, IpeoCTaBUBILIEH 0a3y MPAKTUKH;



* KpaTKO€ ONKCAHKE BBINOJIHEHHBIX pa0OT U CPOKHU UX OCYIIECTBIICHUS;

* ONMCaHME MPOBEJCHHBIX UCCIIEIOBAaHU, C YKa3aHUEM WX HalpaBlICHUs, BUIOB, METOI0B
U CIIOCOOOB OCYIIIECTBIICHUS;

* 3aTPYy/AHEHUs, KOTOPbIE BCTPETUIIUCH NPU IPOXOKIEHUHU IPAKTUKH.

3. 3aKiI0oueHue JOIKHO COAEpKaTh:

* OLICHKY IOJIHOTHI BBIIIOJHEHUS IOCTaBJIEHHBIX Ha MEPHOJ IPAKTUKH 3a]1a4;

* OLICHKY NPOBEJCHHBIX UCCIICI0OBaHU;

* PEKOMEHJIAINHU 110 [IPEOI0JICHUIO IPOOIeM, BOSHUKIINX B XO/1€ IPOX0XKACHUS PAKTUKU
U MPOBEJICHUSI UCCIIEI0BAHMIA;

* OLEHKY BO3MOXXHOCTH MCIIOJIb30BaHUS pE3yJbTaTOB MPAKTUKU U IPOBEACHHBIX
UCCIICIOBAaHU B HAyYHO-HCCIIEOBATENIbCKOM  paboTe  OakajmaBpa W BBIIYCKHOH
KBaJTM(HUKAIIMOHHOI paborTe.

4. CIMCOK HCITI0JIb30BAHHBIX UCTOYHUKOB.

5. IIpuiioskeHust K OTYETY MOTYT COJiepKaTh: 00paslibl JIOKyMEHTOB, KOTOpbIe OakajiaBp B
X0/JIe MPAKTUKU CaMOCTOSTEJIBHO COCTABIISI I B O()OPMIIEHUU KOTOPBIX MIPUHUMAI y4acTHe, a
TaKXe JOKYMEHTbI, B KOTOPbIX COJEpXKATCs CBeJIeHUs 00 yuacTuu O6akanaBpa B UCCIIEIOBaHUSX.

TpeOoBanusi K 0(p)OpMIIEHUIO OTHETA:

- OTYET MPEACTABISICT COOOW TMeYaTHyI pabory oObemMoMm He MeHee 20-Tm cTpanui A4
dbopmara,

- ocHOBHO# TekcT: mpudt - Times New Roman, pazmep - 14, untepsan — 1,5, neBoe nose —
3cM., ocTanbHble MO lcM., HyMepalus cTpaHMI] clipaBa BHU3Y, KpacHas cTpoka (a03am) — lem.,
BbIpaBHUBAHUE 110 HIUPHHE;

- 3aroyioBku: mpUPT - Times New Roman, pazmep — 14, BelpaBHUBaHKE 10 cepeIUHE, OyKBBI
3arJiaBHBIE;

- Hymepanus naparpagos (rnas): 1., 2., 3. Hymepanus pasnpenos: 1.2., 1.3. Hymepanus
nyHktoB: 1.1.2., 2.3.1. Hymepanus ¢opmyn, Tabnui, rpadukoB, pUCYyHKOB — CKBO3Hast. CIHCOK
JUTEPaTyphl U UCTOYHUKOB 0 MEpe HE0OX0IMMOCTH (TIPU CCBIIKE).

CopepxaHue oOTyeTa OCHOBAHO Ha pazjienax MpPaKTUKU (ONUCAaHUE JESTebHOCTH
NPENNpPUATHS, €r0 OpPraHU3alMOHHON CTPYKTYpbl, MHCCHM, ILIE€JIEBOTO pa3BUTUS MU T.1.) U
OKOHYATEJIbHO ONpPEeNsIeTCs B UHAUBUYaIbHOM 3aJJaHUH MO COTJIACOBAHUIO C PYKOBOAMTEIEM
NPAaKTUKUA OT YHUBEPCUTETA.

K otuery npunaraercs:

WNunuBuayansroe 3aganue (IIpunoxenue 2),

JIHEBHUK;

OT3bIB PYKOBOAMTENS MPAKTUKU OT 00pa3zoBaTesbHOIN opraHu3aiuu o pabore 6akantaBpa B
NEePUOJ MPAKTUKH.

dopmMa OTYETHOCTH — 3a4eT.

JueBnuk no npaktuke (IIpunoxenue 3).

B nHeBHMKE Ha MPAKTUKY PYKOBOAUTENb MPAKTUKH OT KadeIphl T0JKEH 3al0JIHUTh: TeMa,
3agaHue (mepedeHb padoT), opraHuzanus (MECTO MPOXOXKAECHUS MPAKTUKM), CPOKH Hayajla U
OKOHYaHHUSl TPAKTHKH, MPOJOJKUTEIBHOCTh MPAKTUKH, HABBIKM (MPHOOpPETEHHBIE 3a BpeMs
NPaKTUKH).

ATTecTaums CTyIeHTOB

ATTecTanus CTyA€HTOB POBOJUTCS PYKOBOAUTEIEM IPAKTUKU OT YHUBEPCUTETA HA OCHOBE
MUCHbMEHHBIX OTYETOB IPEAOCTABICHHBIX CTYy/J€HTaMU B KOHIEe mNpakTuku. [Ipm arrecranuu



OIpPECIIAETCS YPOBEHb OCBOCHUS CTYyJE€HTAMH IIPOIPaMMBbI IPAKTUKH, YYUTHIBAIOTCS Ka4eCTBa U
MIOJIHOTA MPEICTABIEHHOIO OTUETA, OT3bIB PYKOBOIUTEIS IPAKTUKU B NIOJIPa3ACICHUN.

ATTecranysi MpoBOAMTCS B (hOpME YCTHOTO OMPOCa M OLIEHUBACTCSA IO CHCTEME 3adeT-
He3ayeT. 3aueT MPOCTABIIAETCS B BEAOMOCTb IPYIIIBI U B 3aUETKY.

CryneHThl, HE NPEACTABUBLIME OTYET MO MPAKTUKE WJIM HE BBIIOJHUBIIME IIPOrpPaMMy
IPAaKTUKH, MTOJIyYUBIINE OTPULATENbHBINA OT3bIB O PA0OTE UJIM HEYJOBIETBOPUTEIbHYIO OLICHKY
IpU aTTecTallMy (He3aueT), a TAKKe He sIBUBILIUECS Ha 3a4eT, CUNTAIOTCS HE aTTeCTOBAaHHBIMU 110
IIPAKTHKE.

8. Y4yeOHO-MeTOANYeCKOe U MH(OPMAIMOHHOE oO0ecneyeHHe NMPAKTHKH
10 MOJIY4YEeHHUI0 MPO(ecCHOHAIBHBIX YMEHHUI U ONbITA NPO(deCcCUOHAIBHOM 1eATeJIbHOCTH (B
TOM YHCJI€ TEXHOJOTNYeCKO MPAKTUKH)
a) OCHOBHAsI JIMTepaTrypa

Ne ABTOp, Ha3BaHUE, MECTO U3JIaHUA, U3IATEIHCTBO, TOT KonunuectBo DNeKTPOHHBIH
n/m. W3JIaHUs YUeOHOM TUTEpaTyphl, K-BO CTPAHHUII, BU]T U 9K3. B pecypc
XapaKTepPUCTHKA WHBIX HH(QOPMAIIMOHHBIX PECYpCOB OonbmmoTeke
1. Jlanckas, I.B. [Ipobaembl JOKYMEHTAIIMOHHOTO 3 Ha xadenpe

MEHEI)KMEHTA U IOKYMEHTUPOBAHHUS AEATEIbHOCTH
Koprnopanuu: xpectomarus /; [coct. JI. B. Jlanckas],
M-Bo oOpazoBanus u Hayku Poc. @enepariuuy,
Ky6anckuii roc. yu-T. - Kpacnonap: [Ky6I'Y], 2013.
-347 c.

2. 3akpsan M.P. TeopeTnuecknue OCHOBBI CUCTEM 24
JNoKyMeHTanuu. M-Bo oOpa3oBanus u Hayku Poc.
®enepanun, Kydanckuii roc. yH-1. - KpacHogap:
[Ky6I'V], 2016. - 300 c.

3. | beikona, T. A. JlokyMeHTaIlIMOHHOE OOecIieueHne 10
yIpaBlIeHUs] HETOCYJAPCTBEHHBIX OpTraHU3aIlHii:
yaeOHoe mocoOue Jist CTyAeHTOB By30B / T. A.
brikora, JI. B. Cankuna; T. A. beikosa, JI. B.
CankunHa. - M.: UTHOPA-M, 2011. - 288 c. c.

4. | DHIMKIIONEIUS IEITONPOU3BOJICTBA http://www.e
dou.ru/enc/vv
edenie.php

0) mepuoaMYECKHe U3TAHUSA

1. Kypnan 70913 OteuectBennblie apxusbl (BAK)
. KXypnan 79289 Ucropuueckue apxussl (BAK)
. KXypnan 84892 Nnpopmanuonnoe npaso (BAK)
. Kypnain 48655 BectHuk apxusucra (BAK)
. Xypnan 80397 Jlenonpon3BoacTso
. Kypnan 72034 Cekperapckoe aeno

N N O B W N

. Kypnan 81261 JlenonpousBoactso u 10KyMeHToo00poT Ha npenmnpustuu (BAK)

9. Ilepeyenr  pecypcoB  HMHGOPMALHOHHO-TEJIEKOMMYHHMKALMOHHON  CeTH
«I/IHTepHeT», HBOﬁXOlII/[MbIX AJIsl OCBOCHUS MMPAKTHKH

[Tpodeccuonanbuple 0a3bl JaHHBIX, HH(POPMALMOHHBIE CHPAaBOYHBIE CHCTEMBI U
JIEKTPOHHBIE 00Pa30BaTEIbHBIE PECYPCHI:



1. http://www.gdm.ru/info/ - T'unbaust yrpaBasionyux J0KyMeHTaueR

2. www.termika.ru - DnekTpoHHas OMOIMOTEKA MO JOKYMEHTAIIHOHHOMY 00€CTIeYeHUTO
YIIPABIICHUS

3. http://www.intalev.ua/index.php?id=28245 — caiitr komnannu UTAJIEB

4. http://lwww.cfin.ru - caiit KopriopaTuBHbIii MEHEPKMEHT

5. http://www.aup.ru - aAMHHHACTPATHBHO-YIIPABACHUCCKHUI TOpTa

6. www.thecorporatelibrary.com - 6ubanoTexa KOPIOPaTUBHOTO YIIPABICHHS - HOBOCTH
KOPIOpAIMiA, MeponpusATHs, 0a3a JaHHBIX [0 KOMIIAHUSM M JCHCTBUSAM aKIIMOHEPOB,
UCCIIeI0BATEIbCKUI IIEHTP, OMOIHOTEKa

7. www.rusarchives.ru — ®exnepanbpHoe apxuBHOE areHTCTBO (PocapxuB)

8. www.vniidad.ru — Bcepoccuiickuii  Hay4HO-MCCICIOBATCIbCKHI  HHCTHTYT
JIOKyMeHTOBeZieHus1 u apxuBHoro nena (BHUMJA L)

10. ITepeyenb UH(POPMANMOHHBIX TEXHOJIOTH, HCIOJIb3YEMbIX MPU OCYIIECTBJIEHUH
o0pa3oBaTeIbHOr0 mpolecca MO0 NPaKTHKe, BKJIWYas IMepedeHb MPOrPaMMHOIO
obecrieyeHus: U HHGOPMAIHOHHBIX CIPABOYHBIX CHCTEM

B mpomecce opranuzanuu  y4eOHOM  MPakTUKU MPUMEHSIOTCS  COBPEMEHHBIC
WH(OPMAIMOHHBIC TEXHOJIOTHU:

1) MyabTUMEIUIHBIC TEXHOJIOTHH, JJI Yer0 O3HAKOMHTEIbHBIC JICKIIUH W HHCTPYKTAXK
CTYJICHTOB BO BpEMs NPAKTHKH MPOBOMITCS B IOMEIICHUSX, OOOPYIOBAaHHBIX DKPAHOM,
BUICOTPOCKTOPOM, MIEPCOHATLHBIMI KOMIIBIOTEPAMH.

2) KOMIBIOTEPHBIE TEXHOJIOTUU M MPOTPAMMHBIE MPOIYKThI, HEOOXOUMBIE 17151 cOopa U
cUcTeMaTu3alnuy uHpopmanuu, TpoBeeHus TPeOyeMbIX MPOrpaMMOii TPAKTUKU PACYETOB U T.1I.

[Ipu mpoxoXKIeHUH MPAKTUKUA CTYIASHT MOXKET MCIOIB30BaTh MMEIOIIMecs Ha kadeape
rOCYy/IapCTBEHHOTO0 M MYHHUIIMIIATBHOTO YIpPAaBIIEHUs MporpaMMHOe obecriedeHrne u MHTepHeT-
pECYPCHI.

10.1 IlepeveHb JIMLEH3HOHHOTO MPOTPAMMHOI0 00ecrieYyeH s :
— Microsoft Office:

- Excel;
- PowerPoint;
- Word.

10.2 TlepeyeHb MH(POPMALMOHHBIX CHIPABOYHBIX CHCTEM:

1. WudopmaumonHo-npaBoBas cuctema «l'apant» [DnekTpoHHBIN pecypc] — Pexum
nocryma: http://garant.ru/

2. HWudopmarnmonno-npasoBas cuctema «KoucynsranT [nrocy [DnekTpoHHEIH pecypc]
— Pexxum nmocryma: http://consultant.ru/

3.  DNeKTpoHHO-OMOIMOTEYHAs cucrema «KoHCcynbTanT CTYACHTa»
(www.studmedlib.ru);

4. Dnekrponnas oudanorevynas cuctema eLIBRARY.RU (http://www.elibrary.ru)

ABTOp: J011eHT Kadeapbl 0011ero, CTpaTeruueckoro, HHPOPMaIMOHHOTO MEHEIKMEHTa U
OM3HEeC-TIPOIIECCOB, KaH 1. KOH. HayK, AoteHT Jlanckas J[.B.
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