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1. llenu npakTHKH
Heab0 mnpelINIVIOMHOW NPAKTHUKH sBIsieTcss  (OPMHPOBAHHWE  KOMIIETCHIIUN
CTyJEHTaMM B  IIpoLecce JOKYMEHTHUPOBAaHUS  YINPABICHYECKOW  JEATEIBHOCTH B
rOCy/IapCTBEHHBIX, MYHULIUIIAJIbHBIX U KOMMEPUECKUX OpraHU3alUsaX, a TAKKe 3aKpPEIUICHUE U
yrayonenne npodecCHOHAIBHBIX YMEHHUH M OMbITa MPo(hecCHOHATBHON NeATeThbHOCTH 001acTu
J0V.

2. 3ajaun NpPaKTUKH

—  OCBOCHHE TEXHOJIOTHH JOKYMEHTAIIMOHHOE OOECIIC€YCHUE YIPABICHUS U yIIpaBlICHUE
OTJIeIbHBIMU IIPOIIECCAMHU B c(hepe apXUBHOTO JIEINa;

—  TIPOBEJCHHE HAyYHBIX UCCIETOBAHUN B 00JIACTH JOKYMEHTOBEICHUS U APXUBOBEICHHUS;

—  cO3JaHHe JIOKaJbHOM HOpMaTuBHOM 0a3bl JIOY u apxuBHOTO Jena;

— OCBOGHHE METOJIOB M CPEACTB JIOKYMEHTHPOBAHHS YIPABICHYECKOW HH(POpPMALNH,
paldoHAIN3alUd  JJOKYMEHTOO0OpOTa, TEXHOJIOTHH OO0pabOTKM JOKYMEHTOB C IEIBI0 HUX
COXPAHHOCTH U Mepe/layl Ha XpaHEHUE;

— TPAKTUYECKOW OpTraHW3alUd XPaHCHHs, ydeTa, KOMIUICKTOBAHHS, JKCIEPTU3BI
[IEHHOCTH, CIIPAaBOYHO — MTOUCKOBBIX CPEJICTB;

— npoekTtupoBaHus u BHenpeHus CO/1;

— TIpUMEHEHHue TEXHOJOTUHU HAy4YHO-HCCIIEeI0BATEIbCKOM, OpTraHU3aI[IOHHO-
YIIPABJICHYECKOU U MPOEKTHOM JEATEIBHOCTH.

3. MecTto npaktuku B cTpykrype OOII

VYyeOHas mpakTUKa OTHOCHTCS K 0a30Bo# yactu biok 2 [IPAKTUKUA.
HaBblki ¥ ymMeHUs, MOJYyYEHHBIE B XOJE MPOXOXKICHHS AAHHOW NPAKTUKH, 3aBEPILIAIOT

nporecc GopMUPOBaHUSI KOMIIETEHIINN y OaKaIaBpoB.

4. Tun (popma) u cnocod NMpoBeeHUs NMPeTUNIOMHONA MPAKTUKHI

Tun npou3BoACTBEHHON NMPAKTHKHU: ITPEATUIUIOMHAS.
Cnoco0 npoBeneHust NPAKTUKH . CTALlMOHAPHAS, BBIE3/IHAS 10 MECTY KUTEJILCTBA.

®opMa npoBeleHUs NPAKTUKH: JIHCKPETHAs - IIYTEM BBIACICHUS B KaJlCHIapHOM
yueOHOM TpaduKe HEMpPEPHIBHOTO MEpHoJa yueOHOTO0 BPEMEHHU JJsl MPOBEIEHUSI MPAKTUKU TI0
MOJIYYSHHIO MTPOPECCHOHAIBHBIX YMEHUM U OTbITa MPOGeCCHOHATBHOU JIeATeTLHOCTH.

5. Ilepeyenbr mnIaHMpPyeMBbIX Ppe3yJabTATOB O0y4YeHUS] TNPH TPOXOKIACHUH
Hpe}]I[I/IHJIOMHOﬁ NPAKTHKH, COOTHECCHHBIX C IUIAHHPYEMBIMH peE3yjJbTaTaMHU OCBOCHHUSA
o0pa3oBaTeIbHOM NPOrPaMMBbl.

B wurore MNPOXOXKACHUA NPAKTHUKU CTYACHTHI JOJI’KHBI HpI/I06pCCTI/I HCO6XOI[I/IMBIC JJI
q)aKTI/I'-IeCKOFO IPOABJICHUA 3asABJICHHBIX HpO(i)eCCI/IOHaIH)HI)IX KOMHeTeHHI/Iﬁ 3HaHUWs, YMCHUA U

HaBBIKU.
No Kon CoxnepxaHue [TnanupyeMbie pe3yIbTaThl PU MPOXOXKACHUN TPAKTHKU
f_— KOMIICTCHI KOMIICTCHIINU (I/IHI/I 3HaTh VYMmeTsb Bnaners

o un e€ gactn)

1 IK-33 3HaHHUEM OCHOB 3HaTh OCHOBBI YMmeTs npuMeHATh | Branets 3HaHMSIMHA
TPYIOBOTO TPYIIOBOTO OCHOBBI TPYZIOBOTO | OCHOB TPYAOBOTO
3aKOHOATENbCTBA 3aKOHOJIaTENIECTBA 3aKOHOJIATENIECTBA | 3aKOHOJATEIbCTBA

2 [1K-34 COOJIIOJICHUEM 3HaTh NpaBuia U VYmerts npumenste | Bragers
MIPaBWJI U HOPM HOPMBI OXPaHBI npaBHJIa 1 HOPMBI co0ioieHreM
OXpaHsbl TpyJa Tpyna OXpaHbl TpyJa




NPaBHJI ¥ HOPM
OXpaHsl Tpyza

K-35 3HaHWEeM TpeboBaHuil | 3HaTh TpeOOBaHMA K | YMETh IPUMCHATh | Brmanets 3HaHMAMHU
K OpTaHU3aIIH OpraHU3aIKK TpeOOBaHUS K TpeOoBaHMIl K
CEKPEeTapCcKOro CeKpPETApPCKOTO OpraHU3aINH OpTraHU3aINH
00CITy)KUBaHHSA CEKpeTapCcKoro CEKpeTapcKoro

o0CITy)KNBaHHA
00CITy)KHBaHUA 00CITy)KNBaHUSA

TIK-36 3HaHUEM TPeOOBaHUI | 3HATH MPHHIIUIIBI YMeTh Bnagets 3HaHUSIMU
K OpraHuzaluu opraHu3aIuu OpraHU30BBIBATDH TpeOoBaHuUil K
KaJpOBOTO KaJpOBOTO KaJpoBOe OpTraHU3aIIH
JIEITOTIPON3BOICTBA M | NETIONPOM3BOJICTBA | AEIOMPOM3BOJICTBO | KagpOBOTO
JOKYMEHTHPOBAaHHIO | JOKYMEHTHPOBAHHIO | U JIEIIOTIPOU3BOICTBA
TPYAOBBIX TPYHAOBBIX JIOKYMEHTHPOBAHHUE | H
OTHOILICHUH, OTHOILICHHH, TPYAOBBIX JIOKYMEHTHPOBaHH
XpaHECHUIO XpaHCHHIO OTHOIIICHHH, 10 TPYIOBBIX
JIOKYMEHTOB 1O JIOKyMEHTOB TI0 XpaHeHue OTHOIICHHMH,
JIMYHOMY COCTaBy JUYHOMY COCTaBY JIOKyMEHTOB TIO XpaHEHUIO

JIUYHOMY COCTaBY JIOKyMEHTOB TIO
JIMYHOMY COCTaBYy

TIK-37 BJIaJICHUEM 3HaTh NPUHLIMIIGI, YMmertb Bnagets
NpUHIKUIIAMH, METOIbI K HOPMBI HCIIOJIB30BAaTh NpUHIKUIIAMHA,
METOMaMH 1 OpraHu3aluu, HPUHLMIIBL, MeToapl | METOAaMH 1
HOpMaMH HOpMaMH

XpaHCHHS, 1 HOPMEI
OpraHU3aIlNy, OpTaHU3aINH,
XpaHemHms, KOMILJICKTOBAHMSI, opraHu3aIum, XpaHeHms,
KOMIIIEKTOBAHMS, ydeTa n XpaHeHus, KOMIUIEKTOBAHHS,
ydera u HCIIOJIb30BaHUsL KOMIUICKTOBAaHU, ydeTa u
HCIIOJIb30BAaHUA APXUBHBIX ydeTra u HUCIIOJIb30BaHUA
ApXHBHBIX JIOKYMEHTOB, HCTIONB30BaHUs 4pXUBHBIX
AOKyMEHTOB, JIOKYMEHTOB JIMYHOTO | apXUBHBIX AOKYMCHTOB,
JIOKYMEHTOB JINYHOTO JIOKyMEHTOB
TIPOMCXOXKICHUS JIOKYMEHTOB,
MIPOUCXOXKICHUS JIMYHOTO
AOKYMCHTOB MIPOUCXOKACHUS
JIMYHOTO
TIPOUCXOXKICHUS

TIK-38 BJIaJICHUEM 3HaTh MPUEMBI YMeTh NpUMEHSTh Bnagets HaBBIKAMU
HaBBIKAMU PabOTHI C paboThI ¢ HaBBIKH PabOTHI C paGoThI ¢
AOKYMCHTaMH, JIOKyMEHTaMH, AOKYyMEHTaMH, JIOKyMEHTaMH,
cojiepKaluMu COJIepIKAIIMU

Aepral coJiep KaluMu Aleprarl cojiep KaluMu
UH(DOpMALIHUIO nHPOPMALIUIO
OTPaHUUYEHHOTO HHpOpMALHIO OTPaHUUYEHHOTO uHpopmanuo
JOCTYyTIa OTpaHUYEHHOTO nocTyna OTPaHUYECHHOTO
JIOCTYTIA JTOCTyTIa

I1K-39 3HAHHWEM MPUHIMIOB | 3HATH MPUHITUTIBI YMeTh NpUMEHSTh Baaners
OpraHnu3anuu OpraHu3anuunu TIPUHITUTIBI IPUHLIUIIAMUA
Pa3IMYHBIX THIIOB H Pa3IUYHBIX THUIIOB U OopraHu3aIuu OpraHMzaIIH
BHJIOB apXUBOB BHJIOB apXHBOB Pa3INYHBIX THIIOB

Pa3ITUYHBIX TUTIOB U
BHJIOB apXHBOB
BHJIOB apXHBOB

I1K-40 3HaHMeM TpeboBaHuil | 3HaTh TpeOOBaHMA K | YMeTh Bnanets
K Opranu3anyin OpraHusanuu obecrieuynBaTh TpeOOBAHUSIMH K
obecrieuenus obecreueHns COXPaHHOCTh OpraHu3aluu
COXPaHHOCTH

COXPaHHOCTH JIOKyMEHTOB B obecrnieueHus
JIOKyMEHTOB B
apXHBaX JIOKYMCHTOB B apXuBax COXPaHHOCTH
apxuBax JIOKyMEHTOB B
apxXuBax

T1IK-41 3HAHUEM MPUHLMIIOB | 3HATh NPUHLHUIIBI VmMerts Bnanets
OpraHu3aly U OpraHu3aIiH U OpraHU30BBIBATh MPHUHIUIIAMA
(YHKIIMOHUPOBAHUS (DYHKIIMOHHPOBAHUS (YHKIIMOHUPOBAHU | OPraHU3AIUH U
APXUBHOTO aApPXUBHOTO € apXHUBHOTO (YHKIIMOHUPOBAHU
ayTCOPCHHTA ayTCOPCHHTA ayTCOPCHHTA




sL ApXUBHOTO
ayTCOPCHHTA

10 TIK-42 BJIaJICHUCM 3HATh JIOTUCTUYECKHE | YMETh Bmanets
JIOTMCTHYECKUMU OCHOBBI OpraHM3aIUK | MCIONb30BaTh JIOTHCTHYECKUMU
OCHOBaMU XpaHeHus JIOTHCTHUYECKHUE OCHOBaMH
OpraHu3au OCHOBBEI opraHu3aiu

JIOKYMEHTOB
XpaHeHHs OpraHu3alu XpaHeHHs
JIOKYMEHTOB XpaHeHHsI JIOKYMEHTOB
JTOKYMCHTOB
6. CTpykTypa H colep:KaHHe NPeIAUILIOMHON NPAKTUKHU

OO6mas TpynoéMKOCTh JUCIHUILTUHBI cocTaBiseT 3 3ad. en. (108 yacoB), ux pacmpenencHue

10 BUamM pa60T MMpeaAcCTaBJICHO B Ta6J'II/II_IC.

Bun yuebnoit paboTbl Bcero Kypc
4acoB 5 (3D0)
KonrakTHasi paGoTa, B TOM YHCIe: 2 2
AynuTOpHBIE 3aHATHS (BCEro): 2 2
3aHATHS JIEKIIMOHHOTO THIIA
JlaGopaTopHble 3aHATHUS
3aHATHS CEMHHApPCKOrO Tulla (CEMHHAphl, NPAKTUYECKUE
3aHATHUA) 2 2
HNuas koHTaKTHas1 padora:
KonTpons camoctositensHol pabotsl (KCP)
IIpomexyrounas atrectauus (MKP)
CamocrosiTesbHasi padoTa, B TOM YHCJIE: 106 106
KypcoBas pabota
[TonroToBKa K MPaKTHYECKUM 3aHATHSIM
ITonroroBka pedeparon
[TonroToBKa K TEKynieMy KOHTPOJIO 106 106
KonTpoJis:
IlogroroBka K 3a4eTy
OO0mas Tpy10eMKOCTh yac. 108 108
B TOM 4YHCJIe KOHTAKTHasi 5 2
pabora
3a4. e/l 3 3

OObeM MpaKTUKU COCTABISIET 3 3aUETHBIX €IMHUII, 2 Yac BbIAEIEH Ha KOHTAKTHYIO paboTy
oOy4aromuxcs ¢ nmpernoaaBareneM 1 106 yacoB caMOCTOSTEIFHON pabOThI 00 YJAFOIIIXCS.

Bpems npoBeneHMs MpakTHKK: Ui OakanaBpoB OYHON (HOpMbI 00YUEHHUS MpeAUIIIOMHAs
MpaKTHKA MPOBOIUTCS HAa 5 Kype MPOJOILKATEIBHOCTHIO 2 HEIENH.

COI[Cp)KaHI/IC pa3aciioB NporpaMMbl IPAKTUKU, PACIIPCACIICHUC 6IOI[)KCTa BPCMCHU ITPAKTUKU

Ha WX BBIITIOJTHCHUEC MTPEACTABIICHO B Ta6J'II/II_[e.




HaunmenoBanue
pasziesion

Coneprxanue pasjiena

bromxer
BPEMCHH,
(Henenu, THN)

2

2

3

Beenenue.
TloaroroBuTeILHBIN
3Tan

XapakTepHUCTUKa IPAKTUKH, €€ MECTO U pOJib B
CUCTEME  3HAHW, CBS3b C  Opyrumu
JUCLUILUINHAMU

12

TEXHHKE  0€30IaCHOCTH.
OpraHU3aI[MOHHO-IPABOBBIX
perIaMeHTHPYIOIINX
OpraHu3aly,  €ro 36

2 | TIpon3BoACTBEHHBII
sTan

WNHcTpykTaxk  mo
N3yuenue
JIOKYMEHTOB,
IOpUJINYECKUA  CTaTycC
OpraHu3alMOHHO-TIPaBOBYI0  (GOpMY:  YCTaB
(monoxeHwe) OpraHu3alud, TMOJIOKEHUS O
CTPYKTYPHBIX NOJIpa3JeIeHUsIX U T.A.

3 | UccnenoBarenbcKkuil
3Tall

Opranuzanus COBEPIICHCTBOBAHUS
JIOKYMEHTAITMOHHOTO O0ECTICUCHHS yIIPABIICHUS;
NPUMEHCHHE TEXHOJIOTHU JIOKYMEHTAIIMOHHOTO
oOecrieyeHHsT  yNpaBJICHUST H  yIIPABIICHUE
OTJICIBHBIMU ITpoLieccaMu B c(epe apXUBHOTO
JIeNia; CO3JaHHe JIOKALHOW HOPMATHUBHOM Oa3bl
A0V wu nena;
XPaHCHUC, YYCT, KOMILJICKTOBAHHUC, SKCIICPTU3Y

APXUBHOI'O opraHusanuys,

[IEHHOCTH, CIPABOYHO — ITOMCKOBOW CHCTEMBI, 36
HABBIKAMHU COBEPIICHCTBOBAHUS OpTaHU3aI[uN
XpaHeHUs JOKYMEHTOB; METOJIaMU U CPEACTBAMH
JIOKYMEHTHUPOBAHUS yIpaBIeHUYECKON
uH(popMaIuy, palrroHaIn3aIuu
JIOKYMEHTOO000pOTa, 00paboTKu

JOKYMCHTOB C I[CJIBKO HX COXPAHHOCTH H

TCXHOJIOTHH

nepeaayn Ha XpaHCHUC.

6 | 3akimrouenue.
IToaroroBka oTuera
IO MPaKTUKE

[TpoBeneHue Hay4YHbIX MCCIEIOBAHUN B 00JIACTH 24
JOKYMEHTOBE/ICHUS " ApXMBOBEICHUS;
ONTUMU3AIMS ~ COCTaBa  JOKYMEHTOB U
WH(POPMAIMOHHBIX TIOTOKOB, COKpAIIeHUE WX
KOJIMYECTBA, IPOEKTUPOBAaHUE U BHEIPEHUE
COA.

Hroro: CucreMatusanus  pe3yjIbTaToOB 108

COCTaBJICHUC U O(bOpMJ'IeHI/IC oT4ycCTa

MPAKTHKH,

5.1. Opranu3anus NpoXoKIAeHUs MPAKTUKH

B cootBercTtBUM ¢ 0003HaueHHbIMH BbIle TpeboBanusiMu @I'OC BO no HampaBieHHIO
46.03.02 — JlokyMeHTOBEJEHME W apXUBOBEICHHE, Oa3aMM TMPAKTHUKH MOTYT SBISATHCA
OPEINPUATHST M YIPSKICHHS, 00eCreunBaroie BO3MOKHOCTH pealn3aluy Ieled W 3ajgad
NPaKTUKA ¥ Pa3BUTHE COOTBETCTBYIOIINX KOMIIETEHITHIA OaKalaBpoB.

[ToaroroBka K MPOXOXKICHUIO TPAKTHKH 3aKII0YAeTCSI B 3HAKOMCTBE C IPOTPaMMOM
NPaKTHKH, TOAOOpPE YUYPSKICHUI WM OpraHW3aldii, HMEIOUIMX BO3MOXXHOCTh IPHHATDH

OakamaBpa [UIg TPOXOXKACHUS TMPEIAUITIOMHONW MPAaKTHKH, 3aKIIOYEHHs JIOrOBOpa O



MPOXOKJICHUH MPEIIUILNIOMHON TPAKTUKA MEXy npuHuMaroniei opranuzanueid u ®I'bOY BO
KyoI'Y. IIpu BbiOOpe MecTa MpOX0XKACHHS MPAKTHKH, HEOOXOIMMO UCXOIUTh U3 BO3MOKHOCTEH
JAHHOTO TPEINpHITHs 00eCreYnTh OaKanaBpy IOJHOIEHHOEC M KAueCTBEHHOE MPOXOXKICHUE
MPaKTUKH, 3aKII0YAIOIIEeCs B BOSMOKHOCTH BBINOJHUTh BCE 3aJ]aHUs MPAKTUKU U PEATH30BaTh
BO3MOXKHOCTH i1 (hOpMHUPOBAHUS/PA3BUTHUSL BCEX NPEIYCMOTPEHHBIX HACTOSINEH MPOrpaMMOi
KOMITETEHIIHMH, a TaKke 00eCIeunTh OaKagaBpa OMBITHBIM M KBATH(PUITUPOBAHHBIM PYKOBOJICTBOM
(o MecTy POXOKICHUS MMPAKTHKH ), YICOHO-METOANIECKOMN MOIIEPIKKON U KOHCYIIbTAITUSIMH.

Ilepen BBIXOAOM CTYACHTOB Ha MPAKTUKY PYKOBOJIMUTENb MPAKTHUKA IPOBOJUT
KOHCYJIBTAIIMM WM coOpaHue, TIJie COooO0IIaeT o0 OpraHM3aIllMOHHBIX M COJAEPKATEIHHBIX
KOMITOHEHTaX IMpeacTosmeld padoTel. bakamaBpbl 3HAKOMSITCS € 3a7a4aMd M 00sI3aHHOCTSMH Ha
MEPUOJ, TPOXOXKACHUS TMPAKTUKHU, C MPOTPaMMON MPAKTHUKH, MOIydaloT HHPOpMANHMIO U
pPEKOMEH AU 00 OpraHU3AIMH TPOXOKICHHS MPAKTUKH B YIPEKICHUSX.

He no3nnee, yeM 3a Hemenmto 10 BBIXOJAa MAaruCTPaHTOB Ha MPAKTUKY TOTOBUTCS MPOEKT
npuka3a «O HampaBlIeHUHU CTYACHTOB OakalaBpHaTa Ha MpPakTUKy». K aToMy cpoky GakanaBpbl
JOJIKHBl OTIOBECTUTH PYKOBOJUTENS MPAKTUKKA O BHIOOpPE MPUHUMAOIIEH Ha MPAKTUKY
OpraHu3aIuu.

Jlo Hayana npakTuku OakanaBp SBJSIETCS HAa MECTO MPOXOXACHUS MPAKTUKU U YTOUHSET
colepkanue 3amaHusi U Tpaduk paboT ¢ ydeToM CHEelU(PUKUA ACSITeITbHOCTH TPUHUMAIOIICH
opranu3aiuu. B mpoiiecce 3HaKOMCTBa CO CIEUU(PUKON JAEATEILHOCTH JTaHHOTO YUYPEKIACHUS U
WHUBUIYaJIbHOTO 3a/IaHUS, BXOXKICHUS TPAKTUKAHTA B KOJIJIEKTUB JIOMYCKAETCsl KOPPEKTUPOBKA
¥ YTOYHEHUE TUTIOBBIX 33aHHI TPH 00S3aTeIbHOM KOHCYJIbTATUBHOM MOIICPKKE PYKOBOIUTEIS
MPaKTUKH.

Ha mepuon mpoxoxaeHus MpakTHUKU A OakalaBpOB YCTaHABIMBAETCS PEKUM pabOTHI,
00s13aTeNBHBIN TSI T€X CTPYKTYPHBIX MOJpa3AelieHuil OpraHu3aliy, B KOTOPBIX OHU MPOXOJIST
npakTuKy. Kakaplil CTyA€HT TOJKEH MaKCUMallbHO HCIIONb30BaTh OTBEACHHOE JUISl MPAKTHKU
BpeMs1, KAU€CTBEHHO BBIIIOJIHUTH BCE 3aJJaHUs, IPEAYCMOTPEHHBIE TPOrPaMMOI IIPAKTUKH.

[Tpu npoxosx/IeHnn MPaKTUKU OakaaaBp oOs3aH:

- IOJTHOCTHIO BHITIOJIHATHh UHIUBUIYAIbHBIC 3a/IaHUS, TIPETyCMOTPEHHBIE TTPOTPAMMOIA;

- TOAYMHSITHCSA JCUCTBYIOIIMM B OpraHM3alldd TIPaBWJIaM BHYTPEHHErO TPYJIOBOTO
pacnopska;

- U3y4aTh U CTPOTO COOIOAATH MPaBUIIa OXPAHbI TPY/Ia U TEXHUKU O€30MaCHOCTH;

- HECTHU OTBETCTBEHHOCTb 32 BHIMIOJHEHHYIO paboTy U €€ pe3yabTaThl HApaBHE CO MITATHBIMU
COTPYAHUKAMH.

KoHTpob BBIMOTHEHUS CTYAEHTAMHU MPOTPaMMbl MPAKTHUKH OOECTIEUMBACTCS MPOBEPKOMA
COOpaHHBIX MaTEPHAIOB PYKOBOJIUTEISIMU MPAKTUKU OT OpraHu3anuu u ¢akynpTeTa. [lo uroram
MIPaKTUKH MMPOBOJIUTCS OTUETHOE COOpaHKe, Ha KOTOPOM KaXKIbIi MAarUCTPAHT MPEICTABIISIET CBOM
OTYET IO MPETUTIIIOMHON TTPAKTHUKE.

5.2. O0513aHHOCTH NPAKTHKAHTOB H PYKOBOAUTe e

OO0s13aHHOCTH CTY/IEHTOB-0aKaIaBpoOB.

Ecnu GakanaBp He UMEET BO3MOXKHOCTH CAMOCTOSTEIBHO ONMPEAETUTh MECTO MTPOXOKICHHS
IOPaKTUKHA, TO eMy HeoO0XOAMMO 3a JBE HeJeNd JI0 Hayajla MPaKTHKH MOCTaBUTh 00 3TOM B
HU3BECTHOCTH PYKOBOJUTEIS IIPAKTUKU.

CTyneHT-pakTHUKaHT 00sI3aH:

- O3HAKOMUTBCS C MPOrpaMMOU MPEITUTUIOMHON MPAKTUKY;



- 3a JBE HEJCNIN 0 Hayalla MPAaKTHKH OMOBECTUTH PYKOBOIUTENS IPAKTHUKUA O MECTE €€
IIPOXOXKICHHS;

- IPOMTH IPAKTUKY B YCTAHOBIICHHBIE CPOKH;

- TOcJe MEePBHUYHOTO 3HAKOMCTBA CO CHEIM(PHUKON MPEANPHATHS U TPEAIoaraeMbIMU
3ala4yaMi 110 MECTY HNPOXOKIACHHUA ITPAKTUKU OTKOPPCKTUPOBATH TUIIOBLIC 3a/laHKUSA, COBMCCTHO C
PYKOBOJUTEIIEM IIPAKTUKH OT (DaKyJIbTETa U BBICTPOUTH OOLIYIO CTPaTEruio paboThl;

- IOCEUIATh KOHCYJIbTAL[MM PYKOBOIUTENS PAKTUKHU U 110 €ro TPeOOBAHUIO IPEJOCTABIIATh
IIPOMEXYTOUHYIO OTYETHOCTD O IIPOXOKICHUH ITPAKTUKU;

- B TEUCHME HEJEH 1I0CIIe OKOHYAHMsI MPAKTUKU IPECTaBUTh OPOPMIICHHBIN OTYET U BCE
HEOOXOJUMBIE JIOKYMEHTBI, OIMCBHIBAIOIIME M IOATBEPXKAAIOLIME IIPOLIECC M PE3yJbTaT
HPOXO0XKIACHUS IPAKTUKU.

B 00s13aHHOCTH PYKOBOAUTENS IPAKTUKU BXO/HT:

- OpraHu3anys W TPOBEJCHHE YCTAaHOBOYHBIX M HMTOTOBBIX COOpaHMi (KOH(EpeHIHii)
0akaaBpOB MO MPAKTUKAM;

- KOHCYJbTAallMH CTYIEHTOB II0 COACPKAHMIO M OPraHMU3ALMOHHBIM  ACIEKTaM
IPEIIUIUIOMHON ITPAKTUKH;

- pa3paboTKa TUIIOBBIX 33aJJaHUN Ha MPAKTUKY COBMECTHO C BEAYILMMH IPENOIaBaTEeIIIMU
Kagenpbl 00IIero, CTPaTeErnieckoro, NH(GOPMaNOHHOTO MEHEKMEHTA U OM3HEC-TIPOLIECCOB;

- COZICICTBUE B OMPEEICHUN YUPEKICHUN U OpraHu3aluii B KauecTBe 0a3 MpOXOKICHUS
MPaKTHUK;

- KOHTPOJIb NPOXOXKACHUSA NPAKTUKHU CTYACHTAMMU,

- IPOBEPKa OTYETHOCTU OaKaaBpOB MO MPAKTUKE;

- IOArOTOBKAa UTOTOBOI'0 OTYETA 10 NPAKTHUKE.

@dopma OTYETHOCTH - 3a4eT.

5.3. Conep:xanue NpaKTUKHU

Tunosble 3a1aHNs YIUTHIBAIOT YPOBEHb NMMOATOTOBKH OakajaBpa 1o HamnpaiaeHHuio 46.03.02
«JlokyMeHTOBe/IeHUE U apXMBOBEACHUE) Ha JJAHHOM 3Tare 00y4eHusi, HOITAHOCTh peaau3aliu
3aJa4 OPEJIUIUIOMHONM TPAaKTUKM M BO3MOXKHYIO CHEHM(UKY NPEANpUSTHS, BbIOPaHHOTO
6axaaBpOM JUIs BBIMIOJIHEHUS 33/1a4 NTPEAUITIOMHON MTPAKTUKH.

[TpumepHOe 3aaHKe Ha TPAKTHKY:
AHanu3 3¢pPeKTUBHOCTH pabOThl CUCTEMBI JOKYMEHTO00O0POTa B OpraHU3alluH.
AHanu3 3¢peKTUBHOCTH pabOThl CUCTEMBI JIEKTPOHHOTO JJOKYMEHTO000pOTA.
AHanmm3 0co0EHHOCTEH pabOTHI C BXOIAIMUMU JOKYMEHTAMHU B OpTraHU3AIlIH.
AHanu3 oco6eHHOCTeN paboThl C UCXOASIIUMU JOKYMEHTAMU B OpraHU3aluu.

a s wnh e

Amnanu3 ocoOeHHOCTeN paboThI ¢ JOKYMEHTaMH, COJIePKATMMHA KOMMEPUYECKYIO TalHY .

6. Ilopsmoxk pa3paboTKH, BeICHUS, XpaHEHUS JIOKYMEHTOB CIYKObl IMepcoHasia
opranuzaiuu. @opmbl TJOKYMEHTOB.

7. Tlopsnok pa3pabOTKH, BeJCHMS, XPaHEHUS JIOKYMEHTOB CIIY)KObl MapKeTHHTra
opranu3zan. PopMbl TOKyMEHTOB.

8. Tlopsmox pa3paOoTKH, BeICHHS, XpaHEHHS JOKYMEHTOB (DPHMHAHCOBOH CITy:KOBI
opranuzan. PopMbl TOKyMEHTOB.

9. Tlopsmoxk pa3paOOTKHM, BEACHUS, XpaHEHHS JIOKYMEHTOB CIIY)KOBI  3aKyIOK
opranu3zaiu. @opmbl TOKYMEHTOB.

10. ITopsimok pa3pabOTKH, BEJACHUS, XPAaHEHHUS TOKYMEHTOB CIyObI CObITa OpraHU3alry.
DOopMBI JOKYMEHTOB.



11. Tlopsnmox pa3pabOTKH, BEAEHWS, XpaHEHUS JOKYMEHTOB CEKpeTapsi IUpeKTopa
opranuzanuu. @opMbl JOKYMEHTOB.

12. Tlopsimok pa3pa®OTKH, BelEHUs, XpPAaHEHUs JTOKYMEHTOB IO paboOTe ¢ MOCETUTENISIMU
opranuzanu. @opMbl TOKYMEHTOB.

13. KopropaTuBHBI cTaHIAPT HA JOKYMEHTHI B OpraHU3aluu

14. JloxanbHas HOpMaTUBHAas 06a3a Mo AEIONPON3BOACTBY B OpraHU3aINH

15. Opranuzanus 1ei10nporu3BO/ICTBA B OPraHU3aluU: NIepeueHb e, 0hopMIIeHUE J1eT

16. OcobeHHOCTH MIaHUPOBAHUS COBEIAHUI B OpraHu3alun

17. JoxymenTsl 1o pabore CoBeTa 1o pa3BUTHIO B OpraHU3AINH

18. JloxymeHTHI IO opranu3anuu padotsl CoBeTa TUPEKTOPOB OpraHU3auu

19. OpranuzanroHHbIe JOKYMEHTHI U IOPSIIOK MX pa3paboTKu U ohOpMIICHUS

20. Amnanus nened, GyHKIMA U 33124, BBITIOJHSAEMBIX YIPaBICHUEM (CITYKOOU, OTACIOM)
JIEJIONPOU3BO/ICTBA OPraHU3aLUU

21. OOumwmii oTAEN B CUCTEME JOKYMEHTOOOOpOTa OpraHM3aliu: 1enu, QYHKIUH, 33aa4H,
CTPYKTYypa, GOPMBI TOKYMEHTOB 10 00€CIIEYeHHIO TOKYMEHTO000pOTa

22. BenoMCTBEHHBIN apXUB: MOPSIOK OPraHU3allMu U MOATOTOBKH JOKYMEHTOB K C/1aye B
apxuB

23. JleficTByrOIMEe HOPMATHBHBIC JOKYMEHTHI MO pa3paboTKe, O(pOPMIICHUIO U BEIACHHIO
JOKYMEHTOB B OpTraHH3aIHN

24. AHanmu3 JeATenhbHOCTH OOINero OoTjeNia OpraHu3aluu 3a 3-5 JIeT 1Mo CcucTemMe
cOaaHCMpPOBAaHHBIX MTOKA3aTeJeH C MPUBEICHUEM JaHHBIX B BUJIE TaOIHI, rpadUKOB, THATPAMM.

25. AHanu3 KOPHOpaTHBHBIX CTAaHIAPTOB, AKTOB IO YIPABJICHUIO JEIOMPOU3BOJICTBOM
(MpUBECTH UX KOIHH), OMPEAEISAIOIINX AEATENIbHOCTh KOMIIAHMM C TOCTaHOBKOW NpoOiieM u
pa3paboTKOM MpeIoKEeHUH 10 pelIeHNI0 BBIOPAaHHOH aKTyaJlbHOU MPOOIeMBbI.

26. Cucrema cOalaHCUPOBAHHBIX IOKa3aTejed OIEHKH JAEATENIbHOCTH OOIIEro oTaelna
KOMITAaHUH U €€ COTPYTHUKOB

27. Anaim3 pabOTBl CHUCTeMBl BHYTpU(GUPMEHHOW WHPOPMAMM B OpTaHU3AINH
(KOMITaHHMHM) € MOCTAHOBKOM MpoOieM M pa3pabOTKON MPEAIoKEHUN MO PELICHUI0 BHIOpPAHHOM
aKTyaJIbHOH MPOOJIEMBI.

28. OmnmcaHue CUCTEMBI KOHTPOJIS B KOMIIAHUM C ITOCTAHOBKOW MpoOJieM u pa3paboTKOi
IPEeUIOKEHUH M0 PellIeHUIO BHIOPaHHOM aKTyalbHON MpOOIeMBI.

29. AHaiu3 CHCTEMBl JOKYMEHTOOOOpOTa B KOMIAHMM C MOCTAHOBKOM MpobOieM u
pa3paboTKOM MpeIoKEeHUH 10 pelIeHNI0 BHIOPAaHHOM aKTyaJlbHOU MPOOIeMBbI.

30. OO6o061IeHHe ONbITa pelIeHUs TPOOIEMBbI COKpAIICHHS IEPENUCKH B OpraHU3aluu

31. Pa3paboTka aHKETHI U MPOBEJCHHUE COIIMOIOTHYECKOTO OMPOCca MEPCOHAIIA, CBSI3aHHOTO
C OIIEHKOW CHCTEMBI JOKYMEHTO000pOTa OpraHu3aIlui

32. O0o00IIeHre OnbITa PENICHHS TPOOJIEM BHEIPSHUS JIEKTPOHHOTO JIOKYMEHTO000pOTa
B OpTaHU3AIMH U aHAJIM3 CITOCOOOB MX PEIICHUSI.

33. AHanu3 JesTeIbHOCTH TEepBOrO0 PYKOBOJHUTENS KOMIAHMHM M pa3paboTKa Mep IIo
MOBBIIIIEHUIO 3()(PEKTUBHOCTH UCTIONB30BaHUS pabouero BpeMeHH

7. ®opMBbI OTYETHOCTH NMPEIAUIIIOMHON IPAKTHKH.
[To wToram mnpeaaUIIIOMHON MPaKTHUKU CTyA€HTaMu O(OpMIISeTCs OTYET, B KOTOPOM

U3JIaratoTcsl pe3yabTaThl MPOACTaHHON paboThl M B CUCTEMaTU3UPOBAHHON (OpMe MPUBOAUTCS
0030p OCBOCHHOTO HayYHOT'O U MPAKTUYECKOT0 MaTepHaa.
OTyeT 0 NpeAIMIVIOMHOI MPAKTHKE J0JIKeH HMeTh CJIeYIIIYI0 CTPYKTYpY:



1. TUTYNbHBIN JUCT SIBISETCS NEPBOM CTPAHUIIEH OTYETA O MPOXOXKACHUHU MPEITUTIIOMHON
IPAKTUKU.

2. OcHOBHasl 4acTh JI0JIKHA COJEPKATh!

* 3aJ1a4H, CTOSIIIHUE Tepe]] 6aKkaJaBpoM, IPOXOAUBIIMM MPEAUIUIOMHYIO IPAKTUKY;

* II0CJIEOBATEIbHOCTh IPOXOXKACHUS MPEATUIUIOMHON IPAKTHKH, XapaKTEPUCTUKY
HOJpa3/ieIeHuil OpraHu3aluy, NpeocTaBUBIIEH 0a3y NPaKTHKY;

* KpaTKO€ ONKCAHHE BBHIMOJIHEHHBIX pa0OT U CPOKH UX OCYILECTBIICHUS;

* OIMCaHME MPOBEJCHHBIX UCCIIEOBAaHUH, C YKa3aHUEM UX HallpaBJIEHUs, BUI0B, METO/I0B
U CIIOCOOOB OCYILECTBIICHUS;

* 3aTPY/HEHUS, KOTOPBIE BCTPETUIIUCH PU IPOXO0XKIECHUU IPEIAUINIOMHON TPAKTUKH.

3. 3aKiIoueHuE JOIKHO COAEpKaTh:

* OLICHKY ITOJIHOTHI BBIIIOJIHEHUS MIOCTABJICHHBIX HA IIEPUOJ ITPAKTUKHU 33/1a4;

* OLICHKY NPOBE/ICHHBIX HUCCIIEIOBAHMI;

* PEKOMEHJIALIMHM 110 [IPEOI0JIEHUIO TPOOJIEM, BOSHUKILIUX B XO/€ MPOXO0XKIEHUS MTPAKTUKH
U TPOBEJICHUSI UCCIIEI0BAHMIA;

* OIIEHKY BO3MOXXHOCTHM HCIOJb30BAaHUS PE3yJbTaTOB MPEJAUIUIOMHON NPAKTUKU U
IPOBE/ICHHBIX MCCIEOBAHUN B HAy4YHO-HCCIEI0BaTENbCKOM paboTe OakajaBpa M BBITYCKHOM
KBaJIM(PUKALIMOHHOW padoTe.

4. CIMCOK HCITI0JIb30BAHHBIX UCTOYHUKOB.

5. IIpuitoskeHust K OTYETY MOTYT COJIEpKaTh: 00pa3Ibl TOKyMEHTOB, KOTOphIe OakaIaBp B
X0JIe TIPAKTUKU CAaMOCTOSITEIIEHO COCTABIISLT MM B O()OPMIIEHUHM KOTOPBIX MPHHUMAI Yy4acTHe, a
TaKXe JJOKYMEHTBI, B KOTOPbIX COJEpXKATCs CBeJIeHUs 00 yuacTuu O6akanaBpa B UCCIIEIOBaAHUSX.

TpeGoBanns k 0(pOpMIICHHIO OTYETA:

- OTYeT NpeAcTaBisieT coOoil meyatHyo pabory oobemMoM He MeHee 20-Tu cTpanun A4
dopmara;

- OCHOBHO#1 TekcT: mpudt - Times New Roman, pasmep - 14, unrepsain — 1,5, neBoe nosue —
3cM., ocTanbHble MO 1cM., HyMepalus CTpaHHI] clipaBa BHU3Y, KpacHas cTpoka (ab3arm) — lem.,
BbIPaBHHUBAHUE IO IIUPUHE;

- 3aros1oBKH: mpu@T - Times New Roman, pazmep — 14, Bl paBHUBaHUE 110 cEpeIUHE, OYKBBI
3arjiaBHbIE;

- Hymepanus naparpagos (rnas): 1., 2., 3. Hymepanus pasnenos: 1.2., 1.3. Hymepanus
nyHktoB: 1.1.2., 2.3.1. Hymepanus ¢dopmyn, Tabaui, rpagukoB, pucyHKOB — ckBo3Hast. CuCOK
JUTEPATyphl U HICTOUHUKOB 110 MEpe HEOOXOAUMOCTH (IIPH CCBUIKE).

Conepxanue oOT4eTa OCHOBAaHO Ha paszjenax TMpakTHKH (ONMHCAaHUE JAEATeNIbHOCTU
NPENNpPUATHS, €r0 OPraHU3al[MOHHOM CTPYKTYphl, MHCCHUH, LIE€JIEBOTO pa3BUTHUS U T.A.) U
OKOHYATEJIbHO ONpEeJeNsieTCs B UHAUBUYaIbHOM 3aJJaHUH MO COTJIACOBAHUIO C PYKOBOAMTEIEM
MPAKTUKU OT YHUBEPCUTETA.

K oryery npuiaraercs:

NunuBunyansHoe 3aaanue (IIpunoxenue 2),

JIHEBHUK;

OT3BIB pyKOBOAUTEIIS MPAKTUKH OT 00pa30BaTeNbHON OpraHu3anuu o padore OakanaBpa B
NEPUOJ TPAKTUKH.

dopmMa OTYETHOCTH — 3a4eT.

JueBnuk no npaktuke (ITpunoxenue 3).

B nHeBHMKeE Ha MPAaKTUKY PYKOBOJIUTENb IPAKTUKU OT Kaeaphl JOJDKEH 3al0JHUTh: TEMA,
3amanue (mepedeHb paboT), opraHuzamus (MECTO MPOXOXKICHMs MPAKTHUKH), CPOKH Hadajga U
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OKOHYaHUs TNPAKTHKH, MPOJOJIKHUTEIbHOCTh IPAKTUKU, HABBIKM (MPHOOpPETEHHBIE 3a BpeMs
IIPAKTHKN).

ATTecTanus CTyJeHTOB

ATTecTanus CTyZA€HTOB IPOBOJIUTCS PYKOBOAMTEIEM IPAKTUKU OT YHUBEPCUTETA HA OCHOBE
IIMCbMEHHBIX OTYETOB IPEAOCTABICHHBIX CTYyJE€HTaMU B KOHIIE NpakTuku. [Ipm arrecrauuun
OIpeIeNIeTCsl YPOBEHb OCBOCHUS CTYJEHTaMH IPOTrPAMMBI IPAKTHKH, YYUTHIBAIOTCS Ka4eCcTBa U
IIOJIHOTA MPEJICTaBIEHHOI'O OTYETa, OT3bIB PYKOBOJUTENS IPAKTHKH B ITOAPA3/IEICHUN.

ATtTecranys npoBOAUTCA B (hOpME YCTHOIO OMNpOCa U OLIEHUBACTCA IO CHCTEME 3ayer-
He3aydeT. 3aueT MPOCTABIIAETCS B BEJIOMOCTb I'PYIIIIBI U B 3aUETKY.

CryneHThl, HE NPEJCTABUBIIME OTYET MO MPAKTUKE WM HE BBIIOJHUBLIME IPOrpamMmy
NPaKTUKHU, TTOJYYUBIINE OTPULATEIBHBIA OT3BIB O Pa0OTE UM HEYIAOBICTBOPUTEIBHYIO OILICHKY
IIPU aTTECTAllMM (HE3a4eT), a TAKXKE HE SIBUBILIUECS HA 3a4€T, CYUTAIOTCSA HE aTTECTOBAHHBIMHU I10
IIPAKTHKE.

8. O0pa3oBaTe/ibHbIe TeXHOJIOTHH, MCIIOJIb3yeMble Ha NPeAJIUIIIOMHON NMPaKTHKe.

OCHOBHBIMHU METOJIaMU ITPOBEIECHUS NPEAJANUIITIOMHON IPAKTUKY ABJIAIOTCS: IIPAKTHUECKAs
paboTa B CTPYKTYPHBIX MOAPA3ACICHUIX JOKYMEHTALMOHHOTO 00eCreYeHusl TOCYAapCTBEHHBIX,
MYHULIMIIAJIbHBIX OPIaHOB M KOMMEPYECKUX OpraHM3aluii, a TAKXKEe YHUBEPCUTETA.

Bunel npenmumuiomMmHo paboThl Ha MPAKTUKE BKIIIOYAIOT KAOMHETHBIE U I10JIEBBIE
UCCIIEI0BAHMUS.

KabuneTHble McCle0BaHMs BKIIOYAIOT MOUCK M aHAIW3 MH(OpMAaIK B 3JIEKTPOHHBIX U
MEYaTHBIX M3JaHMSIX, aHaJIM3 OTYETOB O IMPOBENECHHBIX HAYYHO-UCCIIEOBATEIbCKUX padoTax,
U3Y4YEHHUE CTPYKTYphl TOJpa3AeNieHudl JOKYMEHTAlMOHHOIO oOOecreyeHusl ynpaBleHus,
UCIIOJIB3YEMOM JUUIS OTUX LIEJIEH CUCTEM U TEXHOJIOTUH, JOKYMEHTALUH.

B Xxome mpakTUKM ~ CTYIEHTBI  HUCIOJB3YHOT  TEXHOJIOTMM  KOHCIEKTHMPOBAHWI,
pedepupoBaHus, aHaIM3a HayYHOW M METOAMYECKOHM JIMTepaTyphbl 10 HampaBieHuIo, cOopa H
00pabOTKM NPAaKTUYECKOTO MaTepuaa, HalMcaHus OTYeTa.

Metonamu nonydeHuss MHGOpPMAlMU BO BpeMsSl HUCCIEIOBAHUN, MPOBOAMMBIX B XOJI€
MPEAJUAIUIOMHON TMPAKTUKHA 110 JOKYMEHTOBEICHHUIO M APXUBOBEICHUIO, SIBIISIIOTCA: OIPOC
PabOTHUKOB CIIy’)K0 JOKYMEHTAI[MOHHOTO 00ECIIeUEHHs YIIPaBJICHUsI, B TOM UHCJIE PYKOBOIUTENS
IPAaKTUKOM, obOcnenoBaHne HWHGOPMALMOHHBIX XpaHWIWLI, HaONIOJEHUE, AKCHEPUMEHT U
HKCHEPTHBIE OLIEHKH, a Takke cOOp MH(OPMAIIMOHHBIX MaTepHaoB (MHCTPYKLUH, MMOJIOKEHHH,
pErIaMeHToB, IPUKAa30B U T.1.).

BaeaynuTopHas caMocTosITeNIbHAS paboTa MO pyKOBOJICTBOM PYKOBOJIUTENS IPAKTUKU OT
Kadeapel 0O0IIero, CTpaTernyeckoro, HHPOPMALMOHHOTO MEHEKMEHTa U OU3HEeC-TIPOIIEeCCOB
BKJIIOYAET [MPaKTHYECKYyI0 JIeATEIbHOCTh Ha paboyeM MecTe CHEHalIuCTa  CIy>KObI
JOKYMEHTAIMOHHOTO O0ecleyeHus] YIpaBIeHUs MO Pa3IuYHbIM HAIMPaBICHUSM AESTEIbHOCTH,
HaIlICAaHHUE OTYETA 110 MTPaKTHKE.

9. YueOHO-MeToAMYeCKOe oOecreYeHHe CaMOCTOSITEIbHON PpadoThl CTYIEHTOB Ha
NpeIUIIOMHO IPaKTHKE.
Y4eOHO-MEeTOINYECKUM O00ECIIeYeHHEM CaMOCTOATENbHONH padoThl CTYACHTOB IpH

MPOXOXKJICHUN MPEAUIUIOMHON MPAKTUKY MO MOIYYEHUIO MPO(HECCHOHATBHBIX YMEHHN U OTIbITA
npodecCHOHATIBLHOMN e TETbHOCTH SBISIOTCS:
1) yueGHast muteparypa;
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2) HOpMaTUBHBIE TOKYMEHTHI, PETIIAMEHTUPYIOIINE MMPOXOXKACHUE TIPAKTUKH CTYACHTOM;

3) Meronuyeckue pa3pabOTKU I CTYACHTOB, ONMPEACISIONINE MOPSI0K MPOXOKIACHUS H
COJIepKaHue MPAKTUKH I10 MOJIYICHUIO POGECCHOHATBHBIX YMEHUN U OIBITA MPOPECCHOHATBHON
e TCIIEHOCTH.

CamocTosTenpHas padoTa CTYACHTOB BO BpeMs TPOXOKICHHS MPAKTUKH BKITFOYALT:

— BeJIeHHE JHEBHUKA MIPAKTUKH;

— oopMIIEHHE UTOTOBOT'O OTYETA 10 TIPAKTHUKE.

— aHaJIM3 HOPMATUBHO-METOIMYECKON Oa3bl OpraHu3alluy;

— aHAJIU3 HAYYHBIX IMYOJIMKAIMK 1O 3apaHee OMpeAeEHHONW PYKOBOAMTENIEM IPAKTHKU
TeME;

— aHanu3 1 00paboTKy HH(POPMAITUH, TOTYYEHHOU HMH TIPU MIPOXOKICHUH MPEITUTLIOMHON
MPaKTUKH.

— paboTy ¢ HAyYHOUH ¥ METOJMUYECKOH JINTEPATYPOH,

— pabota ¢ koHcniekTamu Jiekiui, bC.

10. ®oHx OIEHOYHBLIX CPEICTB /Ui MPOBEIeHUsI TMPOMEKYTOUHOH AaTTecTAIUH
00y4arOIIUXCH 10 NPeIUIJIOMHON MPAKTHKeE.

DopmMa KOHTPOJIS NPeTUNIIOMHON MPAKTHKY 10 3TanaM ¢GopMHpoOBaHNs KOMIIeTeHIIN

Kon Onucanue
Pa3nens! mpenaumnioMHon dbopmupye noKasaresneu u
Ne IIPAKTUKH 110 BUJAM MOH Dopmsbl KpUTEPUCB
wn JeSITeIbHOCTH, BKIIIOYast KOMIITEHE TEKYIIETOo OLICHUBAHUS
CaMOCTOSITENIBHYIO PaboTy UH KOHTPOJITb KOMITETSHITMI Ha
00yyaromuxcs pa3IMYHBIX dTamax
ux (popmupoBaHus
IloAroToBUTEILHBIN ITAN
1. O3HaKOMUTEIbHAS [1K-33, [Tpoxoxnenue
(ycTaHOBOYHAs) JIEKLHS, [1K-34, 3anucu B MHCTPYKTaXKa I10
BKJIFOYast HHCTPYKTAX T10 ITK-35 JKypHaJIe TEXHUKE
TEXHUKEe 0€30I1aCHOCTH UHCTpYKTaxa. 0e30macHOCTH
3anucu B N3yuenne npasun
JTHEBHUKE BHYTPEHHET O
pacriopsika
2. O3HaKoMIJICHHE ¢ | [IK-37,
HanpaBieHUs MU uccienoanmii | [1K-39, [IpoBenenue 0630pa
B obacTu coBpeMenHsbix | [TK-40 myOIUKaIHii,
. CobGecenoBanue
npo0JIeM U TeHACHIINI pa3BUTHUS otopmeHue
JIOKYMEHTOBE/ICHUS u JTHEBHUKA
ApXMBOBEJICHUS
HccaenoBarejbCKUil dTaN
3. Pabora Ha pabouem mecte, coop | I1K-33,
MATEPHATO TIK-35, O3HakoMIIEHHE C
T1K-36, HENSIMH, 33]Ja4aMu,
[1K-38, NunuBunyansu COACPIRAMTHEM 1
. OpTraHU3aI[IOHHBIMH
ITK-39, bIif ompoc
T1K-40. dbopmamu §
TK-41, IPEIIUILIOMHON
TK-42 MPAKTUKU
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4, Nzyuenune u ananm3 nonydeHHsix | [1K-35, [TpoBepka
MaTepHaoB. O606menue | [1K-36 BBITIOJTHEHNE
MOJTy4eHHOM MH(DOpMAaIUU UHIUBUIYaTbH | JIHCBHUK PAKTHKU
BIX 3aJIaHuI Pazgen oryera mo
(mpoBeieHue IPAKTHKE
MIPAKTUIECKOTO
3aHATH)
IMoaroroBka oT4yera mo
NMPAKTHKE
5. Oo6pabotka u cucremarusamus | [1K-35 [Tposepka: Oruer
MaTepuaia, HalMcaHue oTdeTa oopmteHHSs
oTyeTa
6. [ToarotoBka mpesentanuu U | [1K-35 [TpakTrueckast
3amura oTUeTa
3a1uTa IIPOBEpKa

Texkymuii KOHTpPOJb MpPEINoyiaraeT KOHTPOJIb €KEAHEBHOM IIOCEUIAEMOCTH CTYAEHTaMu
paboYMX MECT B OpraHU3aIK 1 KOHTPOJIb MPaBUIBLHOCTH (POPMUPOBAHUS KOMIIETECHIINH.

[TpoMexyTOUHBIM KOHTPOJIb MPEOIaraeT MPOBEAECHUE 110 OKOHYaHUU MPAKTUKK MPOBEPKU
JOKYMEHTOB (OTYET, THEBHHUK, OT3bIB PYKOBOJIUTEIS MPAKTUKHU). JIOKyMEHTBI 00513aTENbHO JTOJKHBI
OBbITH 3aBEPEHBI MTOJIIUCHI0 PYKOBOIUTENS IPAKTHKHU.

Kpurepun onieHKH 0TYETOB 110 MPOXOKIECHUIO IPAKTUKH
1.  TlonHoTa mpeacTaBIEHHOrO MaTepHala B COOTBETCTBUU C MHIAMBHYyaIbHBIM 3a/laHUEM;

N

3. 38.H_II/ITa OT‘léTa, Ka4€CTBO OTBCTOB Ha BOITPOCHI

CBoeBpeMEHHOE NPE/ICTaBICHUE OTUETA, KAYECTBO O(POPMIICHHS

IIxana ¥ KpUTEpUH OLEHUBAHHUA (POPMHUPYEMBIX KOMIIETEHIUH B pe3yJibTaTe
NPOXOKAeHUS (BUI) MPAKTUKH

[Tokazarenu He 3aureno 3ader (3a4TEHO)
OIICHUBAHMS

3HaHus —  coJeplKaHue HE | —  CoJepKaHue COOTBETCTBYET
COOTBETCTBYET  YCTAHOBJICHHBIM | YCTAHOBJICHHBIM TPEOOBAHUSIM.
TpeOOBaHUSM. —  MIUPOKUIM KPYyr W aJeKBaTHOCTDH
—  HeT CCBIJIOK Ha | UCTIOJIb30BAHUS MaTepuana.
HCIOJIb30BaHHBIE WCTOYHUKH | IPaBUWIbHOE O(GOPMIICHHE CCHUIOK Ha
nH()OpPMAIIHH. UCTIOJIE3YEMYIO JTUTEPATYPY.
— B M3JIOKCHHHM BCTPEYAETCS | —  OCHOBHBIE TOHSTHS, MPOOIEMBI
S KOJIMYECTBO | M3JI0KEHBI TIOJTHO U TITyOOKO.
opdorpaduyecknx U |—  OTMEYeHa rPaMOTHOCTh u
CTHJIMCTUYECKUX OIIHNOOK. KYJIBTYPa U3JI0KEHUS.
—  TpeboBaHUA K ODOPMIEHUIO M | —  cOONIOIEHBl  TpeOoBaHUs K
00BbeMy MaTepHaa He COOMIONEHB! | 0(OPMIIEHHIO.

Ymenus —  CTpYKTypa oT4yeTa HE | — MaTepuaj CHUCTEMaTH3UPOBAaH |
COOTBETCTBYET TPEOOBAHUSIM. CTPYKTYPUPOBAH.
;& MpoBeJIeH aHalu3 | —  CJHeNaHbI 00001IeHus u
MaTepHUaJIOB OTYECTA. COITOCTABJICHHUS Pa3JIMYHBIX aCIEKTOB
—  HET BBIBOJIOB. paccMaTpuBaeMoid IPOOIEMEI.
— B TEKCT€  TPHUCYTCTBYET | —  CHEINAHbl M apryMEHTHPOBaHbI
TIaruar. OCHOBHBIEC BBIBOJIBI.
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- OTYCTIIMBO BUJHA
CaMOCTOATCIIbPHOCTD CY)KIICHI/Iﬁ

11. YuyeOHO-MeTOANYEeCKOe M HMH(OPMALMOHHOEe o0ecneyeHHe NpeIUIlJIOMHOM
NPAKTHKH
a) OCHOBHAasl JIUTEpaTypa

Ne ABTOp, Ha3BaHWE, MECTO U3MIAHUS, U3ATEIHCTBO, TOT KommaectBo DIIeKTPOHHBIHA
/. W3JaHUS PEATUTUIOMHON TINTEPaTyphl, K-BO CTPAHUII, 9K3. B pecypc
BUJI ¥ XapaKTEPUCTUKA WHBIX HH()OPMAITMOHHBIX OHOINOTeKE
pecypcoB
1. 3akapsH M.P. OprannzanmoHHOE NPOEKTUPOBAHUE 24

JOY: naydynast KOHIIENIUS U METOA0JIoTusA. M-BO
oOpa3oBanus u Hayku Poc. @enepanun, Kybanckuit
roc. yH-T. - Kpacnonap: [Ky6I'V], 2016. - 300 c.

2. | Jlauckas [[.B. IIpobGieMbl TOKyMEHTAITMOHHOTO 3 Ha xadenpe
MEHE/PKMEHTA U TJOKyMEHTUPOBAHHUS 1€ATEIIbHOCTH
Kopropamuu: xpecromarus /; [coct. JI. B. Jlanckas];
M-Bo obpa3oBanus u Hayku Poc. @enepanuu,
Ky6anckuii roc. yn-t. - Kpacnonap: [Ky6I'Y], 2013.
- 347 c.

3. 3akapsH M.P. Teopernueckue 0OCHOBBI CUCTEM 24
JoKyMeHTanuu. M-Bo oOpazoBanus u Hayku Poc.
®enepannn, Kybanckuii roc. yu-T. - KpacHonap:
[Ky6I'V], 2016. - 300 c.

4. beikoBa, T. A. JlokyMeHTaIlMOHHOE o0ecreyeHre 10
YIpaBJICHUS HETOCYAAPCTBEHHBIX OpTraHU3AIIMA:
yaeOHoe mocoOue Jist CTyAeHTOB By30B / T. A.
brikora, JI. B. Cankuna; T. A. beikosa, JI. B.
CankunHa. - M.: UTHOPA-M, 2011. - 288 c. c.

5. DHIUKIIONEINS ITOMPON3BOICTBA http://www.edou.r
u/enc/vvedenie.ph

P

0) IONMOJIHUTE/JbHAsI y4deOHasl, y4eOHO-MeTOqUYeCKasi JIMTepaTypa, CHpPaBOYHbIE
nmocoous

No ABTOp, Ha3BaHUE, MECTO WU3JaHUS, U3JATEIbCTBO, TOJ Kon-Bo DIIEKTPOHHBIN
ILII. W3JIaHUS IPEJAUILIIOMHOM JIUTEPATYpPhI, KOJI-BO 9K3. B pecypc
CTPAHMII, BUJ U XapaKTEPUCTUKA NHBIX O6ubnnoreke
MH(OPMAIIMOHHBIX PECYpPCOB
1 2 3 4
AKTyanbHble MPOOJIEMBI yIpaBiIeHUs] KopHopaiue u 3

YeJI0OBEYECKMM KallUTaJOM B DSKOHOMHMKE 3HAHUM!
COOpHUK Hay4YHBIX TpyA0B Brim. 3 / M-Bo oOpa3zoBanust
1. u Hayku Poc. ®enepanun, Kybanckuii roc. yu-t, ®ak.
ynpaBieHus U ncuxoioruu; [Hayd. pea. C. I'. danbko].
- Kpacnomap:  KyOanckuii  rocymapcTBEHHBIN
yauBepcutet, 2011. - 415 c.

Bob6simeBa M.II. YnpaBrneHdeckuii JOKyMEHTOOOOPOT: 10
2. 0T OyMa)XHOTO K 3JiekTpoHHOMY. M.: M3a. Jlom MOMU,
2010. 295c.
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boiiko O. B. Komnbrorepuszanus KaapoBoro
JienonpousBocrsa. MockBa: YnpaBileHHE
nepconainom, 2008. 172 c.

http://www.biblio
club.ru/book/7922
3/

["ananoB, B.A. 3apyOeKHBIN OMBIT 3aKYIIOYHON
JIEATEeTLHOCTH TOCYIapCTBA: YIeOHO-METOIMYECKOE
nocobue / ['ananos, Bnagumup Anexcannposuy, O. A.
I'pumuna, C. P. [lInbaes; B. A. I'ananos, O. A.
['pummna, C. P. [1lubaes. - Mocka: UHOPA-M,
2010.-235c.

Hanwnos, E.IT. O6pa3iisl cyne0HbIX JOKYMEHTOB C
koMMeHTapusmu / Jlanunos, EBrenwuii [letpoBuy; E.
[1. Janunos; nox pen. O. I1. Dnnens. - 5-e uz.,
nepepad. u gor. - M.: Opaiit, 2011. - 432 c.

Edpemona, H. ®. ®opmupoBaHue u OLICHUBAHHE
KoMITeTeHIIMH B oOpa3oBanuu / Eppemosa, Hagexma
®enoposua; H. ®. E¢ppemona; M-Bo o6pa3oBanus u
Hayku Poc. ®enepanun; JJoHCKOMN rOc. Te€XUY. yH-T. -
Pocros-na-Jlony:Apkomn, 2010. - 383 c.

Hcaes, I'.H. [IpennpuaumarenscTBO B
uH(popMallnoHHOH cdepe: yueOHoe mocodue st
cTyneHToB By30B / Mcaes, ['eopruit Hukonaesuy; I'.
H. Ucaes; [mpeauci. A. JI. Koctus]. - M.: Anbda-M:
NH®PA-M, 2011. - 286 c.

Kab6amog C. FO. Opranuzamnus paboTsI ¢
oOpamnieHussMu TpakaaH B ucropuu Poccun: yuebHoe
nocooue. Mocksa: ®nunra, 2010. 312 c.

http://www.biblio
club.ru/book/5795
2/

Kyznernos C.JI. CoBpeMeHHBIE TEXHOJIOTHI
JIOKYMEHTAIMOHHOTO 00eCTieUeHu s yIpaBICHHUS:
yaeOHoe mocobue yist By30B / moa pea. T.B.
Kyznenosoii. M.: U3parensckuit sjom MOU, 2010. 232
C.

20

10.

Kymnepyk, C.I1. JlokyMeHTHas JIMHTBUCTHKA!
yaeOHnoe nocodue / Kymuepyk, Cepreii [Terposuy; C.
IT. Kymnuepyk. - 3-e u3a. - Mocksa: Hayka: ®nunra,
2010. - 254 c.

11.

Jlapun, M. B. JlokymeHTaIiOHHOE 0o0ecrieueHne
yIpaBieHUs MPOEKTaMU: y4eOHO-METOJNUEKOE
nocobue / M. B. Jlapun, M. M. Jlapun; M. B. Jlapun,
M. M. Jlapun; Beepoc. HaydHO-HCCIIe10BaT. UH-T
JIOKYMEHTOBE/ICHUS U apXUBHOTO Jiena. - M.:
[BHUMJAN], 2011. - 187 c.

12.

Maxkosnu I'.B. MeneKMeHT 3HAHUI:
JOKYMEHTAIMOHHOE O0eCTIeUeHUE YIIPABJICHUS.
N3narensctBo: «Akamemust EctecTtBo3Hanmus», 2010.

http://www.rae.ru
/monographs/ 84

13.

Hemnorona A. B. Cemuenko I1. A. JlenonpousBoacTBO
OpraHW3aIMu: TOJATOTOBKAa, OQOpMIIEHHE M BEICHHE
JOKYMEHTAIuu 75 00pa3IioB OCHOBHBIX JOKYMEHTOB
Mocksa: Omera-JI, 2009. 313 c.

http://www.biblio
club.ru/book/7911
o/

14.

O6pa31s! (HopM TOKYMEHTOB 1O YITPABICHHIO
00pa3oBaTEILHBIM ITPOIIECCOM B CUCTEME
MEHEKMEHTa KauecTBa: yueOHoe nocobdue / Ilomona,
Exkarepuna /ImutpuenHa; E. /I. [Tonnosa; M-Bo
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obpasoBanus u Hayku Poc. ®eneparnuu, Kydbanckuit
roc. yH-T, [@ak. ynpasieHus u ncuxonoruu, Kad.
o011ero, cTpaTeru4eckoro, MHGOPMaluOHHOTO
MEHeDKMEHTa U 6usHec-poueccos]. - Kpacnonap:
[KyGaHnckwuii rocynapcTBeHHbIN yHHBepcuTeT], 2014. -
169 c.

15.

[IpoGiieMbl ympaBieHUs KOpPHOpAIUsIMU Ha OCHOBE
MHHOBAIIMOHHBIX METO/IOB MEHEIKMEHTA u
MH()OKOMMYHUKAIIMOHHBIX ~ TEXHOJOTUH:  COOpPHHK
Hay4YHbIX TpyaoB / M-Bo oOpa3zoBanus u Hayku Poc.
®denepannn, Kybanckwuii roc. yH-T, Dak. ynpaBJICHHUS U
ncuxonoruu; [noxn pex. C. I'. @anbko]. - KpacHonap:
[M3a-Bo Ky6I'Y], 2009. - 261 c.

16.

Poroxun M.IO. JlokymeHTanmonHoe obecrieueHue
yrpasieHus: yueb.-npakT. nocodue. M.: TK Benobu.
W3 n-Bo [Ipocnekt, 2008. 384 c.

10

17.

COOpHMK Hay4HbIX TpYAOB Kadeapbl. AKTyalbHbIE
poOIeMbI " MHHOBAIIMOHHBIE  TEXHOJIOTUH
yIpaBJICHUSI KOpIOpanyeld B JKOHOMHKE 3HAHHI».
Boinyck 2. 2010.

Ha kadenpe

18.

COOpHUK MPaKTHICCKUX 33JaHUH /7151 OaKalaBpOB H
MarucTposB I10 HalpasiIcHUIO "JlIOKyMEHTOBEIEHUE U
apxuBoBeenne": nmpaktukym / [Tonosa, Exkarepuna
HmutpuesHa; E. /1. [ToroBa; M-Bo oOpa3oBaHus 1
Hayku Poc. ®enepaunn, Kybanckuii roc. yu-t, [Pak.
ynpasyieHus 1 ncuxosnoruu, Kag.obmero,
CTpaTeruyeckoro, MHPOPMAIMOHHOTO MEHEKMEHTA U
6usnec-npoueccos]. - Kpacnonap: [Kybanckuii
rocynapcTBeHHbIl yHuBepcutet], 2014. - 112 c.

19.

Cepebpsikosa, T. FO. Teopus u metogonorus
CKBO3HOT'O BHYTPEHHET0 KOHTpOJIsA: MOHOrpadus / T.
1O. Cepebpsikona; T. FO. CepebpsikoBa. - Mocksa:
NH®PA-M, 2012. - 328 c.

20.

Cwmupnosa E. I1. /lenonpon3BoAcTBO I ceKpeTapsl.
Pazpabotka, yuet u xpaHeHHUE CITyKEOHOM
nokymeHTanuu. 3-e uza. Mocksa: Omera-JI, 2010. 209
C.

http://www.biblio
club.ru/book/7910
8/

21.

Comnory6 O. I1. Jlenonpous3BoACTBO: COCTaBICHUE,
penakTrpoBaHue U 00paboTKa TOKYMEHTOB. 5-€ U31l.,
crep. Mocksa: Omera-JI, 2010. 208 c.

http://www.biblio
club.ru/book/5462
7/

22.

CTumcTHKa U TUTEPaTypHOE peAaKTHPOBAHUE!
yuebHoe mocobue / moxa pen. H. B. ManbraeBoi. -
Mockaa: [amkoB u K°, 2012; PoctoB-Ha-/loHy:
Hayxa-Cnekrp, 2012. - 287 c.

23.

VK. YHuBepcanbHas JecsTuyHas Kiaccuukanus:
cokparnieHHoe n3aanue / [rn. pea. FO0. M. Apckwuii,
obmr.pexn. T. C. Acraxosa] PAH, Beepoc. un-t
Hay4yHO! U TexHuyeckoit nudopmannu (BUHUTU
PAH). - 6-e uzn., mepepad. u gorm. - Mocksa:
[BUHWUTU PAH], 2012. - 162 c.
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B) NepUOAMYECKHE U3TAHMS
1. XKypnan 70913 OreuectBennsie apxuBbl (BAK)
2. Kypnan 79289 HUctopuueckue apxussl (BAK)
3. Kypnan 84892 NUndopmannonnoe npaso (BAK)
4. XKypnan 48655 Bectnuk apxusucra (BAK)
5. Kypnan 80397 Jlenonpous3BoaCTBO
6. Kypnan 72034 Cekperapckoe aeio
7. XKypnan 81261 [{enonpou3BoacTBO U JOKYMEHTO000pOoT Ha npeanpusaTiuu (BAK)

12. Ilepeuenb pecypcoB  HHGPOPMANMOHHO-TEJIEKOMMYHUKANIMOHHON  CeTH
«AHTepHET», HEOOXOAMMBIX 115l 0CBOEHHS NMPeIIUIIOMHOM MPAKTUKH
[Mpodeccnonanpuple 0a3bl aHHBIX, WH(POPMALMOHHBIC CHPAaBOYHBIC CHCTEMBI U
AIIEKTPOHHBIE 00PA30BaATEIBHBIE PECYPCHI:
1. http://www.gdm.ru/info/ - Tuibaus ynpaBistonux TOKyMEHTaIUEH

2.  www.termika.ru - DnekrponHas OMOJIHOTEKA IO JOKYMEHTAIIHOHHOMY 00€CIICUCHHIO
YIIPABIICHUS

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

4. http://www.cfin.ru - caiit KopriopaTuBHbIi MEHEIKMEHT

5. http://www.aup.ru - aAMUHUCTPATHBHO-YIIPABICHYCCKUI TOPTAI

6. www.thecorporatelibrary.com - 6u6aroTeka KOPIIOPATUBHOTO YIPABJICHHS - HOBOCTH
KOPIOpAIMiA, MeponpHsATHs, 0a3a JaHHBIX [0 KOMIIAHUSM | JCHCTBUSAM AaKIMOHEPOB,
UCCJIEI0BATEIbCKUN LIEHTP, OUOIMoTeKa

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

8. www.vniidad.ru — Bcepoccuiickuii  Hay4HO-MCCICIOBATEIbCKHI  HHCTHTYT
JIOKyMEHTOBe/ieHus 1 apxuBHoro neia (BHUMIA)

13. Ilepeyens HH(POPMALMOHHBIX TEXHOJIOIHH, HCIO0Jb3yEeMBbIX IIPH OCYIIECTBJICHUH
00pa3oBaTeIbHOIO NMpoLecca M0 NPEAAUINIOMHON MPAKTHKE, BKJIYAs NMepevyeHb
NPOrpaMMHOI0 obecrne4eHus1 1 HHPOPMANMOHHBIX CIIPABOYHBIX CHCTEM

B mpouecce opraHuzanuu NpPeIAHMITIOMHON IPAaKTUKU HPUMEHSAIOTCS COBPEMEHHBIE
MH(OPMaLMOHHbIE TEXHOJIOTUU:

1) MyabTUMeUHHbIE TEXHOJOTHH, AJI Yero O3HAKOMMTEIbHBIE JIEKIIMM U MHCTPYKTaX
CTYJEHTOB BO BpEMs NPAKTHUKH HPOBOAATCS B IOMELIEHUSAX, OOOPYIOBaHHBIX HKPAHOM,
BUJICOTIPOEKTOPOM, IEPCOHAIBHBIMU KOMITbIOTEPAMHU.

2) KOMITbIOTEpHbIE TEXHOJOTHH U MPOrpaMMHBIE MPOIYKThI, HEOOXOIUMBIE I cOopa U
cucTeMaTH3aluy HHPOPMaIIUH, IPOBEACHUS TPEOYEMbIX TPOrPaMMOI MPAKTHUKH PAaCUeTOB U T.1.

[Tpu TpOXOKIEHUU MPAKTHUKU CTYJSHT MOXET HCIOJb30BaTh MMEIOLIHecs Ha Kadeape
rOCYJapCTBEHHOTO U MYHUIIMIIAJIBHOTO YIpaBJICHUs MpOrpaMMHoe obecriedeHue u MHTepHeT-
pecypehl.

13.1 Ilepe4eHb JTULEH3MOHHOIO MPOTPAMMHOIO0 O00ecleYeHHs:
Microsoft Office:

- Excel,

- PowerPoint;

- Word.

13.2 IlepevyeHb MHGOPMANMOHHBIX CIIPABOYHBIX CHCTEM:
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1. MWudopmaunonHo-npaBoBas cuctema «l'apant» [DnekTpoHHbId pecypc] — Pexum
noctyna: http://garant.ru/

2. Wudopmannonno-npasosas cucrema «Koncynprant [lnrocy [DnekTpoHHBIN pecypc]
— Pexxum mocryma: http://consultant.ru/

3.  DneKTpoHHO-OMOIMOTEUHAs cucTema «KoHcynpTaHnT CTYJCHTa»
(www.studmedlib.ru);

4. DnexrponHas oubanoreunas cuctema eLIBRARY.RU (http://www.elibrary.ru)

14. MeToanyeckune yKa3aHusi JJisi 00y4aOIMXCsl M0 MPOXOKICHHIO TPeITHIITIOMHOI
NMPaKTHKH.
[lepen HavaaoM NPEATUIUIOMHON MPAKTHKH HAa TMPEANPHATHU CTyIEHTaM HEOOXOIUMO

O3HAKOMUTBCSI C TpaBWiIaMu Oe30macHOM paboTbl M NPOMTH HMHCTPYKTaX IO TEXHUKE
0e30MacHOCTH.

B coorBercTBUM ¢ 3ajaHMEM Ha MPAKTUKY COBMECTHO C PYKOBOJUTEIEM CTYIECHT
COCTaBJISIET IIJIaH IPOXO0XKACHUS IPAKTUKK. BhInoaHeHne 3TuX padboT MPOBOAUTCS CTYAEHTOM IIPU
CUCTEMATUYECKUX KOHCYJIBTALUSIX C PyKOBOJUTENIEM IIPAKTUKHU OT IPEIIPUSITHSL.

J1o mpox0kaeHMs MPAKTUKU CTYJIEHT JI0JIKEH:

— U3YYUTHh CTPYKTYpy OOpa30BaTEeNbHOIO IIpOIecca B BBICIIEM 00pa30BaTEIBHOM
YUPEKACHUH U [IPABUIAMU BEICHUS MpenojaBaTeieM OTYETHOM JOKyMEeHTaluy;

— U3y4UTh JOKYMEHTBl HOPMAaTHUBHOrO oOecreueHus 00pa3oBaTeIbHON JeATEIbHOCTH
VYuusepcurera. B npouecce paboTel ¢ HOpMAaTUBHBIMU JTOKYMEHTAMU CTYAEHT JOJDKEH U3YYHUTh
cTpyktypy u cogepxkanue PI'OC BO mno HampaBieHHIO U BBIICIUTh TpPeOOBaHUS K
npodecCHOHaTBHOM MTOATOTOBIEHHOCTH OaKanaBpa;

— MPOAHAIU3UPOBATh Y4YEOHBIN IJIaH MOATOTOBKM OakanaBpa U pabouyio MPOTrpaMMy
obecreunBaemMoro Kypca;

— O3HAKOMHTbHCS C METOJIMKaMH TOATOTOBKH U MPOBEJIEHUS BceX POpM yUeOHBIX 3aHITHUH -
JeKUud, 7a00paTOPHBIX M MPAKTHUECKUX 3aHATHM, CEMHHApOB, KOHCYJbTAlMM, 3a4eToB,
9K3aMEHOB, KYpPCOBOI'0 U JUIUIOMHOT'O IPOEKTUPOBAHMS;

— OCBOMUTH MHHOBAIIMOHHBIE 00pa30BaTeIbHbIE TEXHOJIOTUH;

— O3HAKOMHUTBCS C CYLIECTBYIOIIMMH KOMIIBIOTEPHBIMH OOYYaIOIIMMU MpPOrpaMMaMu,
BO3MOXHOCTSIMM TEXHUYECKUX CPEJICTB OOYUYEHUS U T. [I.;

— ONpENeNUuTh AUCHUIUIMHBI, MO KOTOPhIM OyAyT IpOBEIEHbl Yy4yeOHbIE 3aHATHS,
MOJFOTOBUTH IUJAKTUYECKHE MaTepHAaIbL;

— O3HAKOMHTHCS C IPOrPaMMOi U coJiep:KaHneM BbIOPaHHOTO Kypca;

— IIO3HAKOMMTHCS CO CTYAECHYECKOU IPYIIION.

Pe3ynbraTom 3TOrO 3Tama SBISIOTCA KOHCIEKTHI, CXEMbI, HArJIIHbIE ITOCOOMS U Apyrue
JUAAKTUYECKUE MaTEPUAJIbL.

CTyneHT corjacHO CBOEMY HMHIMBUAYaJbHOMY IUIaHY paOOThl JIOJKEH BBIIOJIHHUTH
OCHOBHBIE 33JJaHUs IPAKTUKU - IOCETUTH 3aHATHs BEAYLIUX IPENoAaBareiaeii Y HuBepcurera 1o
pa3IMyYHbIM Y4eOHBIM JHCHUIUIMHAM (HE MEHee TpeX IOCELIeHUil), a Takke BCe JIEeKIUU U
CEMHUHAPCKHE 3aHSTHS, TPOBOANMBIE €T0 PYKOBOJIUTENIEM IO MPENO0IaBaeMOM TUCIUILINHE.

CTyneHT caMOCTOSITENIbHO aHaIM3UpyeT pabouue MpPOLECcChl, B KOTOPOM OH MpUHUMAI
yuactue, ohopmiIsisi OTYET UX B MMCbMEHHOM BHJIEe. PyKOBOAUTENb MPAKTUKU JA€T MEPBUUHYIO
OLIEHKY CaMOCTOSITEIIbHOM pabOThI CTYJEHTA MO MPOXOXKICHHUIO MPEIIUITIOMHON npakTUkh. [Tpu
HAJIMYUU 3aMEYaHUN CTYIEHT HEMEUIEHHO IIPUHUMAET MEPBI K UX YCTPAHEHHUIO.
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http://garant.ru/
http://consultant.ru/
http://www.studmedlib.ru/
http://www.elibrary.ru/

Conepxanue OpPraHU3alMOHHO-BOCITUTATEIBHOMN paboTHI. OpranuzanuoHHO-
BOCIIUTATENbHAst paboTa MpeaycMaTpUBACT Y4acTHE CTyIEHTa B paboTe Hay4YHO-METOIMYECKUX
CeMMHapax.

KonkperHoe copepikaHue 3alaHHE MPAKTUKU OIPENENAETCSl CTYJACHTOM COBMECTHO C
HAYYHBIM PYKOBOJHTEJIEM B COOTBETCTBUHU C TPEOOBAHUSIMH Y4eOHOTO poliecca 1 0COOCHHOCTEH
JUCLUIUIMH.

PykoBoauTenb NpakTUKU:

— cocTaBisieT padounii rpaduk (MJIaH) IPOBEICHHS MPAKTHKH,

— pa3pabarbiBacT MHAMBHAYAJbHbIC 3aJaHUS ISl O0Y4YaIOIUMXCH, BBHINOIHAEMBIE B
NepuoJl IPAKTHKY;

— y4acTBYeT B pacmpeiesieHHH oOydaromuxcs 1Mo pabodynM MecTaM M BHIaM pPadoT B
OpraHu3aIuy;

— OCYIIECTBIIIET KOHTPOJb 32 COOJIOJCHHEM CpPOKOB TIPOBEIEHHUS TPAKTUKH U
COOTBETCTBUEM €€ cofiepkaHus TpeboBaHusM, yctaHoBiaeHHbIM OOIT BO;

— OKas3blBaeT METOJMYECKYI0 IIOMOIIb OOYyYaroIMMCSl TpU  BBINOJHEHUH HUMH
UH/IMBUYaJIbHBIX 3aJlaHUM, a TaKkKe MpU cOOpe MaTepuajIoB K BBITYCKHOHN KBaTU(pUKAIIMOHHON
paboTe B X0/1€ MPEATUIIOMHOM PaKTUKH;

— OLICHUBAET PE3YJIbTATHI MPOXOXKACHUS MPAKTUKU 00YIAFOIITIMHCS.

CryneHTbl, HanpaBJsieMble Ha TIPAKTUKY, 00S3aHBbI:

— SIBUTHCS HA YCTAHOBOYHOE cOOpaHue, MPOBOANMOE PYKOBOIUTEIEM MTPAKTHUKH;

— JIeTAIbHO 03HAKOMUTHCS C TIPOTPAMMON U pabOYMM TUIaHOM IPAKTUKU;

— SIBUTbCS HAa MECTO NPAKTUKU B YCTAHOBJIEHHBIE CPOKHU;

— BBINIOJIHATH [IPAaBUJIa OXPaHbI TPYAA U MpaBUIa BHYTPEHHETO TPYAOBOTO paclopsKa;

— BBIIOJHATH yKa3aHWs PYKOBOJMUTENS TIPAKTHKH, HECTH OTBETCTBEHHOCTh 3a
BBITIOJIHSIEMYIO PaboTYy;

— MPOSIBJIATh MHULUATUBY U MAaKCUMAJIbHO MCIIOJIb30BaTh CBOU 3HAHUS, YMEHHUS U HABBIKU
Ha MPaKTHKE;

— BBIIOJIHUTH TPOTPAMMYy ¥ TUIAH TPAaKTUKW, PEUINTH IIOCTABJICHHBIC 3a/Ja4d H
CBOEBPEMEHHO MOJITOTOBUTH OTYET O MPAKTHKE.

[TpakTrka st 00yJaromuXcsi ¢ OrpaHMYEHHBIMA BO3MOXKHOCTSIMH 3/I0POBBSI U MHBAIIUIOB
IPOBOJUTCS C YYE€TOM OCOOCHHOCTEH HX TNCUXO(U3UYECKOTO pPa3BUTHS, WHIAMBHIYaTbHbBIX
BO3MOXKHOCTEH U COCTOSHUS 3/10POBbSI.
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15. MarepuaJibHO-TeXHHYECKOe oOecriedeHre MpeIIuI0MHON MPAKTHKH.

,Z[JISI MMOJHOLICHHOI'O IMPOXOXKACHUA HpGI[I[HHJIOMHOfI IMPpaKTUKU, B COOTBCTCTBUU C
3aKJIIOYCHHBIMU C MPCANPUATUAMA JOTOBOPaMU, B PACIIOPSAIKCHNUEC CTYACHTOB IIPCAOCTABIIACTCA
HGO6XOI[I/IMOG JIs1 BBIITOJITHCHUA HWHIAWBUAYAJIBHOI'O 3addaHUS IO IPAKTHKC 060py110BaHHe, u

MaTepuabl.
HaumenoBanue
crenuaIbHbIX
Ne IIOMEILEHUI U [lepeuens obopymoBaHus
B MIOMENIeHUH aJis U TEXHUYECKUX CPEJCTB 00yUeHUs
CaMOCTOSTEIIBHOU
paboTHI
1. VYueOuble aynutopuu st | Aynutopusi, o0opynoBanHas mebensto, aya. 415H, 417H
MPOBEICHUS TPYMIOBBIX
u WHIUBUTYaIbHBIX
KOHCYJIbTALNI
2. Aynutopus st | Aynutopust JUTSL CaMOCTOSATENbHON paboThI,
CaMOCTOSATENbHOMN obopynoBaHHass MeOENbl0 U KOMIIBIOTEPHONH TEXHUKOW C
paboTsl BO3MOYKHOCTBIO MOAKIOYeHUs: K ceTu "UHTepHer" u
obecrieueHreM JocTyna B AIEKTPOHHYIO
WH()OPMAIIMOHHO-00pa30BaTeIbHYIO Cpely BYy3a, ayll.
415H
3. Aynuropus Ui | AyAUTOpHS, OCHAIEHHAs MPEe3eHTAIMOHHONW TEeXHHUKOU
MIPOBEICHUS 3aIuThl | (IPOEKTOP, SKpaH, KOMIbIOTEP/HOYTOYK), ayn.403A
OTYETa 10 MPAKTHKE
*CrnenuanbHble TOMEIICHHUS - Y4YeOHble ayIuTOpPHH s TPOBENCHUS 3aHATUH

JCKOUMOHHOI'O THIIA, 3aHATHMN CCMUHAPCKOI'0 TUIIA, KYPCOBOI'O IMPOCKTUPOBAHUS (BBIHOJIHCHI/ISI
KYPCOBBIX pa60T), TpynmoBbIX WU HWHAWUBUAYAJIbHBIX KOHCYHLT&HHﬁ, TCKYIICTO KOHTPOJA H
HpOMe)KYTO"IHOI‘/’I aTTeCTaluu, a TaKXXC IMNOMCIICHUA 1A CaMOCTOSTEIbHOU pa6OTLI.

[Ipy  [OpOXOXOEHUH MPaKTUKU B  NpOQUIBHOW  OpraHH3alui  O0yYarOIIMMCS
MPEIOCTABIIACTCS BO3MOXKHOCTh TOJB30BAaThCsl KaOMHETAMH, TEXHHUYECKOW, YKOHOMHUYECKON W
JIpYrol MOKyMEHTallMed B TOJpa3fefieHUsIX OpraHu3alii, HEOOXOAMMBIMHU ISl YCIEITHOTO
OCBOCHUA O6y‘IaIOHII/IMI/IC$I HpOFpaMMBI HpaKTI/IKI/I 1 BBIIIOJIHCHUA HWMHU I/IHI[I/IBI/I)IyaJ'[BHBIX
3aJaHUH.
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PEINEH3US1
Ha pado4yI0 MporpaMMmy no NpaKTHKe _
52.B.02.03(I1x) PABOYAS ITPOT'PAMMA ITPOU3BOJCTBEHHOU

MPAKTUKM (ITPETATITTIOMHAS)

Pabouass mporpamma mnpakTUkd TO HampaplieHuio OakanaBpuata 46.03.02
JIOKyMEHTOBE/ICHHE M  apXUBOBEICHHWE COCTaBI€Ha B COOTBETCTBUU C
tpedoBanusiMu OI'OC BO u [IpumepHoit 0cHOBHOI 00pa30BaTeIbHON MPOrpaMMoi
10 HAITPABJICHUIO MOATOTOBKH.

Conepxanus padboueit nporpammel cooTBeTcTBYeT TpeboBanusm ®I'OC BO (B
yactHocTH miIL. 4.1- 4.3, 5.1-5.4, 6.7).

Copepxanue paboueil MporpaMMbl COOTBETCTBYET MOCTaBICHHBIM LIEJISM,
COBPEMEHHOMY YpPOBHIO M TEHACHLHUSAM Ppa3BUTHS JOKYMEHTOBEJEHHUS W
apXUBOBEJCHHUSA, CIOCOOCTBYET MPUOOPETEHUIO MEPBUYHBIX MPO(ECCUOHATBHBIX
YMEHUM M HaBBIKOB OOJACTH JOKYMEHTAIIMOHHOTO OOECHEYEHHUs YIpPaBIICHUS
opranmzaimu. Ilpu  paspaborke paboued MNPEATUIUVIOMHOW  MpPOTrpamMMbl
UCIOJIb30Bajach HOBEMILAs OTEUYECTBEHHAss M 3apyOekHas JIUTEpaTypbl U
cOOCTBEHHbIE U3/1aHUs Ka(eaphl.

Conepxanus paszienoB pabodeid Mporpammbl XOpOUIO CTPYKTYPHUPOBAHbI,
BpeMs TPEAIUIUIOMHOM TPAKTHKH I[eJecoo0pa3Ho paclpenenieHo MO BHAaM
3aHATUHA, B COOTBETCTBUUM C TPYJOEMKOCTBbIO B dacax. Pabodas mnpakTHKu
Iporpamma OTJINYAETCS JIOTHYECKOMN CTPOMHOCTBIO, MIPAKTUYECKON
HAIPaBIEHHOCTHIO.

Jist  Oonee  KAayeCTBEHHOTO  MPOBEACHMS  MPAKTUKA  HEOOXOIUMO
IPEeIyCMOTPETh HACTABHUYECTBO CO CTOPOHBI ONBITHOTO CIEIUAINCTA B 00JacTH
JIOKYMEHTOBE/ICHU S, apXUBOBEACHUS U UH(POPMALIMOHHBIX TEXHOIOTHIA.

SAK/IIOYEHMUE.

PabGouass mporpamma mnpaktuku mo b2.B.02.03(ITx) IlpowsBoactBeHHas

mpakTuka (TPenIuIIOMHas) MOKET HCIIOJIb30BaThCA B YYEOHOM TIpoliecce Io
HanpaBneHuto 6akanaspuata 46.03.02 «/lokyMeHTOBeIeHHE U ApXUBOBEACHHE) TIO
npoduIIo «OpraHu3aloHHOe IPOEKTUPOBAHUE JOKYMEHTAIMOHHOTO
obecnieueHus ynpasieHus B opranuzainum» B ®I'bOY BO «KyoI'V».

3asenytoiuii Kadgeapoit « IKOHOMHKA ¥ OpraHu3alius IMPOU3BOICTBAY

MI'TY um. H. D. baymaHa, HCTIOTHATENBHBIN JWPEKTOP HEKOMMEPYECKOro
napTHepcTBa «O0beIMHEHHE KOHTPOJIJIEPOBY Jomop IKOHOMMHECKHX HayK,
rnpoceccop : - C.I'. ®aneko
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PEINEH3MUS2
Ha pado4yI0 MporpamMmy Mo npakTuke _
b2.B.02.03(ITx) PABOYAS ITPOI'PAMMA ITPOU3BOJACTBEHHOU

MPAKTUKM (ITPETATITTIOMHAS)

PabGouast y4yeOnas mporpamma 1o HampaBieHuro OakamaBpuara 46.03.02
JIOKyMEHTOBE/ICHHE M  apXUBOBEICHHWE COCTaBI€Ha B COOTBETCTBUU C
tpedoBanusiMu OI'OC BO u [IpumepHoii ocHOBHOM 00pa30BaTeIb-HON MPOrpaMMoit
10 HAIPABJICHUIO MOJATOTOBKH.

Copeprkanus padoueil nporpamMmsl cooTBeTcTBYET TpedoBanusm @PI'OC BO (B
yactHocTH miIL. 4.1- 4.3, 5.1-5.4, 6.7).

Conepxanue paboueil mporpaMMbl COOTBETCTBYET MOCTABJICHHBIM IIEJISIM,
COBPEMEHHOMY YpPOBHIO U TEHACHLUMAM pPa3BUTUS JOKYMEHTOBEACHHUS U
apXUBOBE/ICHUSA, CIOCOOCTBYET MPUOOPETEHUIO MEPBUYHBIX MPOECCHOHATBHBIX
YMEHUW M HABBIKOB OO0JACTH JOKYMEHTAI[MOHHOTO OOeCleueHus: YIpaBICHUS
opranmzanuu. [Ipu paszpaborke pabouedl mporpaMMmbl MPAKTUKU HCIOJIB30BAJIC
OTIBIT OpraHu3anuu yaeOHbIx npaktuk B PI'TY u By3ax, Bxomsmmx B YMO.

Crpykrypuzamusi paboyeil mporpamMmbl  MPEAUIUIOMHON  TIPAKTUKH
COOTBETCTBYET TPYJOEMKOCTH B yacax. Pabouas ydeOHas mporpamMma 3aqaeT
MPAKTHYECKYIO0 HAIPaBICHHOCTh NMPAKTHKE W OCBOCHWE MEPBUYHBIX YMEHUN U
HAaBBIKOB.

Jist  Oonee  KAyeCTBEHHOIO  MPOBEACHMS  NPAKTUKH  HEOOXOIUMO
PEeIyCMOTPETh HACTABHUYECTBO CO CTOPOHBI OIMBITHOTO CIIEIMANNCTA B 00JacTH
JIOKYMEHTOBE/ICHUS, apXUBOBEACHNUS U NHPOPMAITMOHHBIX TEXHOIOTHI.

3AKJIFOYEHHUE.

PabGouass yueOnas mnporpamma 1o b2.B.02.03(Ilx) IlpousBonctBenHas
nmpakTuka (TPeIIUIIIOMHAs) MOXKET HCIOJIb30BaThCA B Y4eOHOM Mpoliecce Io
HarpaBieHuto 6akanaBpuara 46.03.02 «lokymeHTOBEIeHHE 1 apXUBOBEICHUE) TIO
npoduio «Opranu3aioHHOe IPOEKTUPOBAHUE JOKYMEHTAI[MOHHOTO
oOecrieuenus ynpasienus B opranuzanum» B DI'bOY BO «KyoI'Y».

PelieH3eHT

Ha4YaJbHUK OTHeNa o
\ - S

CiTyke0OHOM nepenucku ynpasncmiﬂ/{ 1

M.HU. boxnzapesa
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ITpunoxxenue 1
MuHHCTEpCTBO HAYKHU U BhICIIETO oOpa3zoBanus Poccuiickoit deneparnun
DenepanbHOE rOCyIapCTBEHHOE OI0KETHOE 00pa30BaTEIbHOE YUPEKICHHE BBICILIETO
00paszoBaHUs
«Ky0baHckuii rocy1apCcTBEHHbIN YHUBEPCUTET)
@axkynbTET YIPaBICHUS U IICUXOJIOTUH
Kadenpa obmiero, ctpaTernieckoro, nHGOPMAIIMOHHOTO MEHEPKMEHTA U OM3HEC-TIPOLIECCOB

JOTI'OBOP
Ha [IPOBEAEHNE NPAKTHKH CTYAEHTOB (helepaTIbHOr0 TOCYAapCTBEHHOTO OI0PKETHOTO 00pa30BaTeIbHOTO
YUPEKAEHHSA BBICIIEr0 00pa3oBaHMs
«Ky0aHCKMi rocy1apCTBEHHBIM YHUBEPCUTET» Ha NMPENIPUSITUSAX, B YUPEKACHUSIX U OpraHU3aIUsIX

r. KpacHonap «» 201 r.

Me1, Hwkenoanucasiuecs, ¢ ogHoi ctoporsl PI'BOY BO «Ky6I'Y» B nuiie
pekropa KyoI'Y Acramoa Muxariia

bopucosnua
(®.1.0., 10IKHOCTB)

Y C IPYTO# CTOPOHBI

(HaMeHOBaHUE NPEANPUATHS, YUPEKICHUSA, OpraHU3aLu1)
B JIMLIE

(D.1.0., nomxHOCTH)
C TPEThEU CTOPOHBI, O0YJArOIIUICS

o.1.0.,
(manee — oOy4aromuiics, CTyACHT), B COOTBeTCTBI/IIfI c HOJ‘[OZKCHI/ICM 0 MPAKTUKE CTYJCHTOB 3aKIIFOUMIN MEKITY
€000 JoroBop Ha 0€3BO3ME3THBIX YCIOBHSIX O HIKECIICAYIONIEM:
1. OPIrAHM3ALNSA OBA3YETCH:

1.1. [IpenocTaBuTh YHHBEPCHUTETYy MeCTa IS TPOBEACHUS TPAKTUKHA CTYIECHTOB B COOTBETCTBHH C
npujaracMbIM KaJICHAAPHBIM IUIAHOM MECTO JIsI ITPOXOKIACHUA Hpe}lﬂHHHOMHOﬁ / HpOH3BO,Z[CTBeHHOI>i /
MPEITUILIOMHON (HY)KHOE IOJYEPKHYTH) MPAKTUKH CTYIACHTOB.

1.2. OGecrieunTh CTyAeHTaM O€30MacHbIC YCIOBHS MPOXOXKICHUS NMpakTUKU. lIIpoBecTH 00s3aTeNbHBIN
HHCTPYKTAX IT0 OXpaHe TPyIa U MOKAPHOH O€30MacHOCTH.

1.3. Co3nate HEOOXOAMMBIE YCIOBUS IJIS1 BBIOJHEHUS CTYICHTAaMH IPOrpaMMBbI IpakTUKU. He momyckats
HCIIOJIb30BAHUS CTYACHTOB-TIPAKTHKAHTOB Ha TOJDKHOCTSX, HE MPEIYCMOTPEHHBIX MPOrPaMMOM TIPAKTHKH 1 HE
COOTBETCTBYIOIINX HAIMIPABICHHUIO MOATOTOBKH (CIEIMATLHOCTH) CTYACHTOB.

1.4. Ha3HaunTth KBaMH(UIMPOBAHHBIX CHEIHAAINCTOB IS PYKOBOACTBA MPAKTHKOH B TOAPA3IEICHISIX
(nexax, maboparopusx u T.1.) OpraHu3aiuu.

1.5.[IpenocTaBUTh  CTYACHTaM-TIPAKTHKAHTAM H PYKOBOAWTENSAM TIPAaKTHKH OT YHHBEPCHUTETa
BO3MOXKHOCTh ITOJIb30BaThCA OMOMHOTEYHBIM (OHAOM, TEXHMYECKOM U JpYyroil IOKyMeHTalued B
noapasaencHusx Oprann3auu, HeoOXOIUMBIX JUIsl BBITOTHEHUS CTyJCHTAMH WHAWBUIYaIbHBIX 3aaHHH, 32
WCKJTFOYCHHEM CBEJICHHI, COCTABIIAIONINX KOMMEPYECKYIO TaliHy (KOH(QHUISHIIMATBHYIO HHPOPMAIIHIO).

1.6. O60 Bcex HAPYIICHUSX CTYACHTAMHU TPYAOBON TUCIHTUIMHEI M IPABIII BHYTPEHHETO PACIOPSIIKA
Opraau3anyy coo0IaTh B YHUBEPCHUTET.

1.7. Tlo OKOHYaHUH MTPAKTUKH JAaTh XapaKTEPUCTUKY O PabOTE KaXIOTO CTYCHTA-IPAKTUKAHTA U KAYECTBE
MOJTOTOBIICHHOTO OTYeTa. BRIIAaTh CTyIeHTaM-TIPaKTHUKAHTAM COCTaBJICHHBIC UMM OTYETHI 110 MPAKTHKE.

1.8. PaccnenoBaHme HECUACTHBIX CIYYacB CO CTYACHTAMH YHUBEPCHTETA, MPOXOMIIIUMH B OpraHH3amuu
MPAKTHKY WX BHIMOIHSAIONMMHE PaboTy Mo PyKOBOJCTBOM M KOHTpOJIEeM paboToaares (ero npeacTaBuTes),
MPOBOANTE KOMHECCHEH, hopMmupyemMoil W Bo3riaBisieMoir OpraHm3anueit (ee mpeacraBureneM). B cocras
KOMHCCHH BKJIFOUAIOTCS TIPEICTABUTENN Y HUBEPCUTETA.

2. YHUBEPCUTET OBS3YETCHA:

2.1. Jlo Havyana mpakTUKU coriacoBath ¢ OpraHu3anuei mporpaMMmy IPaKTHKH U KalleHIapHBIE TpaduKu
MIPOXOXKAEHUS [TPAKTUKH.

2.2. HanpaButh B OpraHu3aiyio CTYJICHTOB B CpPOKH, TPEITyCMOTPEHHBIC KaJICHIAAPHBIM ITUIAHOM TPOBEICHUS
TPAKTHKH.

2.3. BoyienuTh Hay4YHBIX PYKOBOIUTENCH MPAKTHUKM W3 YHCIA JIHI HPO(eccopCKo-Mpeno aBaTeIbcKoro
cocTaBa Jijisi KOHTPOJIS. HAyYHOH, MPETUTNIOMHON U METOAMYECKOW PabOThI CTYJICHTOB.
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2.4. OkaspiBath paboTHHKaM OpraHu3aliu - PYKOBOJUTENSM MPAKTUKHU CTYJIECHTOB METOJUYECKYIO
MOMOIIIb B OPraHU3aLuU U POBEICHUH MPAKTHKH.

2.5. CoBmectHo ¢ Opranu3zaiuei paccieoBaTh HECUACTHBIC CIydau, MPOUCIIEIIINE CO CTyJEeHTaMU-
MpakTUKaHTaMu, B cooTBeTcTBUM ¢ TpymoBbeiM Komekcom Poccwuiickoit @enepanmu u I[locTanoBneHuem
Muntpyna Poccum ot 24.10.2002 N 73 (pem. ot 14.11.2016) "OG6 yrtBepxkaeHun ¢GHopM ITOKYMEHTOB,
HEOOXOIMMBIX ISl pacClIeOBaHHMA M y4eTa HECYacTHBIX CIIydaeB Ha IPOW3BOJICTBE, M IIONOKEHHS 00
0COOEHHOCTSIX pacciIeJOBaHHS HECUACTHBIX CIIyYaeB Ha IIPOU3BOJICTBE B OTAEIBHBIX OTPACISIX U OpTaHM3anusIx"

3. CTYJAEHT OBA3YETCH;
3.1 ObGecrieunTs cOONIONEHUE TPYIOBOM AWCIHUIUIMHBI W TPABWI BHYTPEHHETO TPYIOBOTO PACIOpsIKa,
00s3aTeIbHBIX A1 pabOTHUKOB OpraHu3aum.
3.2. He pasrnamare CBEJCHUs, CTABIIIE €My U3BECTHBIMH B CBSI3H C MMPOXOKACHUECM TPAKTHKH.
3.3. Bepe:kHO OTHOCHUTHCS K UMyIIecTBy OpraHu3anun, UIMYIIECTBY paOOTHHUKOB OpraHu3aiu.
3.4. BrINONHATE MHAUBUIYATBHBIC 3aIaHUS, TIPEITYCMOTPEHHBIE TPOrpaMMaMH PAKTUKH.

3.5. Cobmronats [IpaBuita oxpaHsl TpyZa U MOKapHOU 0€30MaCHOCTH, YCTaHOBJICHHBIC B OpraHu3aiuu
4. OTBETCTBEHHOCTBH CTOPOH
4.1. CropoHBl HECYT OTBETCTBEHHOCTh 3a HEBBINOJIHEHHE BO3JIOKEHHBIX Ha HHUX O0S3aHHOCTEH IO

OpTraHMU3allMU U IPOBEICHUIO MMPAKTHUKHU CTYJIEHTOB B COOTBETCTBHU ¢ OCHOBaMH TPYAOBOTO 3aKOHOIATENILCTRA,
[TomoxeHneM o MPaKTHKE CTYIEHTOB BBICIINX YISOHBIX 3aBEICHUHN U AeHCTBYrOMIMY [IpaBriaMu 1o TeXHUKE
0e30ImacHOCTH.

4.2. Bce cmopsl, BO3HUKAIOIIHE MEXAYy CTOPOHAMH II0 HACTOSAIIEMY JOTOBOPY, pa3pemarorcs B
YCTAaHOBJIEHHOM IIOPSIKE.

5. MPOYME YCJIOBUs
5.1.JloroBop BcTymaeT B CUITy IOCJE €r0 MOANUCAHUSL.
Cpoxk JielcTBHS JOTOBOPa

Kanennapsslii iaH — rpa UK NPOXOXKICHUS IPAKTUKU.

Kypc (010]0) 300 Cpoxku MIPAKTUKU

(0]0]0) 300

YHusepcurer Opranuzanus Ooyuaromuiics
®denepanbHOE HauMeHoBaHue ropuauueckoro juna | ®©.M.0./HanMeHOBaHHE IOPUIUIESCKOTO
roCyJIapCTBEHHOE 1A
OIODKETHOE
00pa3oBaTeIbHOE
YYPEKIEHHUE BBLICILIETO Hara poxneHus
o0Opa3oBaHus MecTo  HaXOXIeHHS/agpec  MecTa
«KybaHckmit JKUTEITHLCTBA
rocy1apCTBEHHBIN
YHHBEPCUTET
350040, r. KpacHonap [Tacnoprt: cepus, HOMED,
yi1. CTaBponojbcKas, KOT'JIa ¥ KeM BbIJaH
149 Ky6anckwuit
TOCYHUBEPCHUTET, TEIL.
219-95-15 ¢akc. 219-95-
17
OdunuansHbId CanT:
www.kubsu.ru
e-mail:
dogovor@kubsu.ru
JomKHOCTD HomxHoCTh

®.1.0. O.1.0. D.1.0.
(noonucw) (noonucs) (noonucwv)

M.IL. M.IT
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5 _ Ilpunoxenne 2
MUWHUCTEPCTBO HAYKHU 1 BBICILIETI'O OBPA3OBAHUA POCCUNCKOU OEJIEPAITNN

CDCI[CpaJIBHoe rocyagapCTBCHHOC 6I-O,ZL}KCTHOC O6p330BaTeJH)HO€ YUpPCKIACHUC
BBICHICTO O6paBOBaHI/I}I

«KYBAHCKUI T'OCYJAPCTBEHHBI VHUBEPCUTET»
(DaKyJ'IBTeT ynpaBJ'IeHI/ISI U IICUXOJIOTUU

Kadenpa obmero, crparernueckoro, "HGOPMAITMOHHOTO MEHEKMEHTA U
OM3HEeC-TIPOIIECCOB

JHEBHUK
NPaKTHKH CTY/JAEHTA

q)aMI/IJ'II/IH, UM U OTUYCCTBO

Kypc I'pynna

Hamnpasnenue

Bun npaktuku

ba3oBas opranuszanus

[lonpaznenenue

PykoBoauTenns NpakTUKU OT OpraHU3aluu

Havamo «__ » 201 .
OkoHUaHMe «___ » 201 r.
Kpacuomap 201
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NPEAIIMCAHUE
Ha HPaKTHKY
(HaMMEHOBaHUE MPAKTUKH)
CrynenTt(ka)

(pamumnus, umst, 0TIECTBO)
(axynpTeTa ynpaBiIeHHs U IICUXOJIOTHH Kypca, ¢dopmbl 00yueHUS

HAIpaBJSEeTCs IS IPOXOXKICHHS NPaKTHKH
(HaMMEHOBaHUE MPAKTUKH)

Ha

(moIHOE HAaMMEHOBAHUE IIPEIIPUSITHS)

CpOK IpaKTHKH C o

PYKOBO,I[I/ITCJ'IL IMPAKTHUKU OT YHUBCPCUTECTA:

(mOKHOCTD, (haMHITHSI, UMSI, OTYECTBO)

« » 20 r.

PYKOBO,I[I/ITCJ'IL IMPAaKTUKH OT OpraHru3aliu

(OMKHOCTD, (haMuUITHsl, UMsI, OTYECTBO)

[IpuObL1 B Oprann3anuio

« _» 20 1.
(moamuce)
YObu1 U3 OpraHu3anuu
« _» 20 1.
(moamuce)
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NHIANBUAYAJBHOE 3AJJAHUE HA IEPUO/ ITPAKTUKH OT
KA®E/IPbI

(HaMMeHOBaHWE MTPAKTHUKH )

Iloonuce pyxoeooumensa npakmuku om Kagheopui

«_» 201 2

COI'VTIACOBAHO:

PykoBoanTe/ib NPAKTHKHU OT OPraHNu3aluM

(noanucs, PUO)
« » 20 1.

27



I'pa¢guk BbINOJHEHUS POrPAMMbl IPAKTHKH

Bpems OtmeTka
BbIIIOJIHCHUS JTanbl pelieHus 3a1a4 PYKOBOJUTEJIS O Kontpous
Heaesst JA€Hb BbITIOJIHEHHMH, 1aTa
1
2
1-a 3
HeJens 4
S)
6
1
2
3
2-5 4
HeJems 5
6

PykoBoauTens npakTUKu:
OT OpraHu3aluu

(moamuce) (pacmudpoBKa MOANKCH)
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®amunus N.0 ctynenra

OLIEHOYHLIN JINCT

pe3yJIbTaTOB MPOXOKACHUS TPEAAUIIIOMHON TPAKTHKH

110 HAIIpaBJICHUIO ITOAT'OTOBKHU

46.03.02 «/lokyMeHTOBEIEHUE U APXHUBOBEICHUE

Kypc
Ne OBIIIAS OLIEHKA Ornenka
(oTMeuaeTcs pyKOBOAMUTENEM MPAKTUKH ) 3auyreno | He 3adyreno
1. | YpoBeHb MOATOTOBIEHHOCTH CTYJEHTA K MPOXO0XKICHUIO
MIPAKTUKU
2. | YMeHue NpaBWIBHO ONpeneysaTh u 3Q(GEKTHBHO pemiaTh
OCHOBHBIE 3a/1a4H
3. | CreneHb caMOCTOSITEIILHOCTH TIPH BBITIOJTHEHUH 3a/IaHUS 110
MIPaKTUKE
4. | OneHka Tpy10BOM AUCIUTUIMHBI
5. | CooTBercTBHE MPOrpaMMe MPAKTUKHU PadOT, BBIMOIHIEMbIX
CTYJCHTOM B XOJI€ IIPOXOXKICHUU TPAKTHKHU
PykoBoauTenb MpakTuKu
(noonucs) (pacwugposka noonucu)
Ne CO®OPMUNPOBAHHALIE B PE3VJIbTATE Omnenka
[IPEJIIUTIJTIOMHOM ITPAKTUKU KOMITETEHIINNA OcBoeno | He ocBoeno
(oTMedaercs pyKOBOAMTEIIEM NMPAKTUKHU OT YHUBEPCUTETA)
1. I1K-33- 3HaHneM OCHOB TPYIOBOTO 3aKOHOJATENLCTBA
2. | IIK-34 - cobmoneHneM nmpasui 1 HOPM OXPaHbl TPyia
3. | [IK-35 - 3nanuem TpeGoBaHU K OpraHU3ally CEKPETapCcKOro
00CITyKHBaHUs
4. |IIK-36 - 3HaHumeM TpeOOBaHUIl K OpraHM3alUU KaJpOBOTO
JCIONPOU3BOJICTBA W JIOKYMCHTHPOBAHHUIO  TPYIOBBIX
OTHONICHUH, XPaHEHHIO IOKYMEHTOB MO0 TUYHOMY COCTaBY
5. [IK-37- BmameHueM NPUHIUNAMH, METOJaMU U HOPMaMH
OpraHM3alli¥, XpaHEHWs, KOMIUIEKTOBaHHUs, ydeTra W
WCIIOJIb30BAHUS ApXUBHBIX JJOKYMEHTOB, JOKYMEHTOB JINYHOTO
MIPOUCXOXKICHUS
6. [IK-38 - BrnajgeHweM HaBBIKAMH pPAOOTHI C JOKYMEHTaMH,
COJIepIKaIMMK HH()OPMAIIHIO OTPAaHUICHHOTO JOCTYIIa
7. | IIK-39 - 3HaHKWEeM MPUHIUIIOB OPTaHU3alUN PA3TUYHBIX TUTIOB
Y BUJIOB apXHUBOB
8. | [IK-40- 3nanmeM TpeOoBaHMH K OpraHuzaluu oOecredeHus
COXPAHHOCTH JIOKYMEHTOB B apXUBaX
9. [1K-41- 3HAHUEM MIPUHIUIIOB OpraHu3alu u
(YHKITMOHUPOBAHKS ApXUBHOT'O ayTCOPCHUHTA
10. | IIK-42 - BnaieHueM JTOTUCTUIECKIMH OCHOBAMHU OPTaHU3aINH

XpaHEHUs] JOKYMEHTOB

PykoBoauTens nmpakTuku

(noonucs) (pacwugposka noonucu)
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ITpunoxxenue 3
MuHHCTEpCTBO HAYKHU U BhICIIETO oOpa3zoBanus Poccuiickoit deneparnun
DenepanbHOE rOCyIapCTBEHHOE OI0KETHOE 00pa30BaTEIbHOE YUPEKICHHE BBICIIETO
00paszoBaHUs
«Ky0baHckuii rocy1apCcTBEHHbIN YHUBEPCUTET)
dakynbTeT ynpaBieHHUS U ICUXOJIOTUU
Kadenpa obmiero, ctpaTernyeckoro, vHGOPMAIIMOHHOTO MEHEPKMEHTA U OM3HEC-TIPOLIECCOB

OT3bIB
YTBEPXKIAIO
3aMecTUTENb FeHEePATbHOIO JUPEKTOPA
Ha 6nanxe 6a3vl NPAKMUKU, C no nepconany OAO «KybanbsHEpro»
) H.B. fIxoBnes
YKa3aHuem ucxoosiue2o Homepa « N 20 T
0oKyMeHma u oamuwl)

OT3bIB

o crynenre (ke) 1 kypca daxynbrera ynpasienus u ncuxosiorud @I'bOY BO «Kybanckoro
rocyaapcTBeHHOTo yHuBepcutetay MBanoBoii Mapuu KOpbeBHe, mpoxoauBiiei

IIIIPAKTUKY B OTEIIE

kauectBa [IAO «Kyb6anbanepro»

HBanosa M.IO. mpoxonuna B otnene kayectBa [TAO «KyGaHbaHEpro» Ha
JOJIKHOCTH TJIaBHOTO clienuanucTa ornena B nepuogc . .20 r.mo . .20 r.

ITpom en (a) HHCTPYKTaX MO O3HAKOMJICHHIO C TPEOOBAHUAMHU OXpaHbl TPya, TEXHUKU
0€30macHOCTH, TOXKapHOW O€30MacHOCTH, a TakXkKe IpPaBHJIaMH BHYTPEHHETO TpPYIOBOTO
pacropsiaka.

3a stoT nepuoa MBanosa M.}O.BrINOTHIIIA HHIMBH Ty IbHOE 3a/IaHUE, B YACTHOCTH:

O3HAKOMUJIACK ...... ;

poBena ...;

BBISIBUJIA .....

[Ipunsiia ydyactue B pa3paboTke ....... MIPOEKTa « » ITAO «Ky6anprHepro»,
NPOSIBUB npu 3TOM XOpoIIne 3HaHUS B obnactu
, YMeHHe padoTarhb ¢

HOPMAaTHBHO-TIPABOBOM 0a30i M MPUMEHSATH €€ Ha MPaKTHKE.
B nepron npennuniomuoi npaktuku MBanosa M.IO. mposiBuia kayecTsa:
JINYHOCTHBIE:! , , ,

IICUXOJIOTUYCCKHUC: 5 >

B npodeccruonansHoit noaroroske Manosoiit M.IO. orMeuaroTcs crieayromniye CHiIbHbIe
CTOPOHBI:

30



B npouecce npakTHKyM NoKa3aia yBEPEHHOE BJIaJJlEHUE KOMIIETEHIUSIMU:

[T1K-33 | 3HaHWEM OCHOB TPYIOBOTO 3aKOHOJIATEIIHCTBA

I1K-34 | cobmroaeHreM mpaBuil 1 HOPM OXPaHbl Tpyaa

I1K-35 | 3Hanmem TpeOOBaHUI K OpraHU3aIMN CEKPETapCKOro 00CTyKUBaHUS

[1K-36 | 3HaHuem TpeOOBaHUI K OpraHU3aIMU KaJAPOBOTO JIEIONPOU3BOJICTBA U
JOKYMEHTHPOBAHHUIO TPYJOBBIX OTHOILICHHUN, XPAHEHUIO JIOKYyMEHTOB 10 JIMYHOMY
COCTaBy

[1K-37 | BnameHreM NpUHIUIIAMU, METOJIAMH 1 HOPMAaMHU OpPTaHU3aIMH, XPaHESHUS,
KOMIUICKTOBAHUSI, y4€Ta U UCTIOIb30BaHUS ADXUBHBIX JIOKYMEHTOB, JIOKYyMEHTOB
JMYHOTO POUCXOKIACHUS

[1K-38 | BnameHreM HaBBIKAMHU PaOOTHI C TIOKYMEHTAMH, COACPKAIIMMUA UHPOPMALIUIO
OTPaHUYEHHOTO JOCTyIa

[1K-39 | 3HaHWMeM MPUHIMIIOB OPraHU3AIMH PA3IMYHBIX THIIOB M BUJIOB aPXUBOB

[1K-40 | 3Hanuem TpeOOBAaHUI K OpraHU3aIMy 00SCIICYCHUsI COXPAHHOCTH JJOKYMECHTOB B
apxuBax

[1K-41 | 3HaHWeM MPHUHIIUIIOB OPraHU3alui U (YHKIIMOHUPOBAHUS ADXUBHOT'O ayTCOPCHHTA

[1K-42 | BnaneHreM JJOTHCTHYECKUMHU OCHOBAMH OPTraHU3ally XPaHEHUs IOKyMEHTOB

Bmecte ¢ Tem HMBamoBa M.IOQ. wmMmeer HemocTraro4HOe 3HAHWA B 00JIaCTH

BreiBoa: MBanoBa M.IO. mMeeT HEOOXOAMMYIO TEOPETUUYECKYIO MOATOTOBKY, a TaKXKe
KOMIIETEHIIMU B 00JacTH 1 TOTOBAa K HCIIOJHEHUIO
JOJKHOCTHBIX 0053aHHOCTEM, CBSI3aHHBIX C

PyxoBoautens npaktuku ot ITAO «Ky6anbaneproy,
HaYaJIbHUK OT/IeJIa KaueCcTBa C.1. Kpyrnosa

(kpyenas neuams opeanuzayuiu)

Ilpumeuanue: mamepuanvl nomewialomca Ha CKOpOCWIUGAMENb 6  NPUGEOCHHOU
nocneoogamenvHocmu 0e3 haiinos
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[Tpunoxenue 4
MuHHCTEpCTBO HAYKHU U BhICIIETO oOpa3zoBanus Poccuiickoit deneparnun
denepanbHOE rOCyIapCTBEHHOE OI0HKETHOE 00pa30BaTENIbHOE YUPEKICHHE BBICIIETO
poeCCHOHAIBHOTO 00pa30BaHUs
«Ky0baHckuii rocy1apCcTBEHHbIN YHUBEPCUTET)
@axkynbTET YIPaBICHUS U ICUXOJIOTUH

MMHUCTEPCTBO OFPA3OBAHUS 1 HAYKU POCCUMCKOMN ®EJIEPAIIUM
denepanbHOE rocyIapCTBEHHOE OI0HKETHOE 00pa30BaTENbHOE YUPEKICHHE BBICIIETO
00pazoBaHUs
«KYBAHCKMI I'OCYJJAPCTBEHHBII YVHUBEPCUTET»

(®I'BOY BO «Ky6I'Y»)

@daKkynpTET YIPABICHUS U TICHXOJIOTUN
Kadenpa obmrero, ctpaTernyeckoro, nHGOPMAIIMOHHOTO MCHEPKMEHTA U
Oun3HEeC-TIPOIIECCOB

OTYET
O ITPOXOXIAEHNI I[TPAKTHUKHA

(HanMeHOBaHME MTPAKTHKH)

OTyeT BBHIMOTHUTIA Haramus BuktopoBHa EnnceeBa
(noonucw, oama)
@DaKyJbTET YIPABIECHUS U IICUXOJIOTHUH, KYPC

Hanpasnenue noaroroBku 6akanaspuata 46.03.02 «/lokymeHTOBEIeHNE 1 apXUBOBEICHHIE)
[Tpodmie «OpraHu3aioHHOE MPOSKTUPOBAHNE JOKYMEHTAIIMOHHOTO 00ECTICYeHHS YIIPABICHHUS
B OpraHU3aln», OuHas popma o0yueHHs

PykoBoauTeNb NpakTUKU OT Kadeapsl,

KaH/I. 9KOH. HayK, JOIICHT X.X. XXXXXX

(noonucw, oama)
PykoBomuTeNbh MPaKTUKKU OT OpraHU3aINH,

HavaJIbHUK OT/AejIa B.B. lBanos

(monmuck, nata)

Kpacnomap 20
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