AHHOTanws K paboueil mporpaMme MPaKTUKH
52.0.02.03(ITx)I[Ipou3BoACTBEHHAS] NPEIAMIIIOMHAS MPAKTUKA CTYJAE€HTOB 32049HOI
¢opmbl 00yuenusi Habopa 2022 roga HanpaBJieHUs1 NOATOTOBKHU 0akanaBpoB 46.03.02
JlokyMeHTOBeleHHe U apXUBOBeeHe

O0beM TPpyn0eMKOCTH: 12 3a4ETHBIX €AUHUI]

Leabo Npoxo:KaeHUs] MPOU3BOJICTBEHHONW TMPEATUIUIOMHOM MPAKTUKHU (Janee MPaKTUKU)
SBISICTCA JOCTIDKEHHE CIEAYIOUIMX pe3yJbTaToB OOpa3oBaHMs: OBJAJCHHE CTYACHTAMH
HAyYHBIMU METOJaMU MIPOBEICHUS AQHAIUTUYECKUX HCCIeI0OBaHUI poOIeMbI
COBEPILIECHCTBOBAHUS JICJIONPOU3BOJCTBA, JAOKYMEHTAIIMOHHOTO OO0ECIEYEeHUsI YIpPaBICHHUS,
ApXMBHOTO XpPAaHEHUS JOKYMEHTOB OpraHH3allMi B YCIOBUSX LU(POBOro oOIIECTBA; OBJIaJCHUE
CTYJICHTaMH HAayYHBIMU METOJIaMU IIPOBEICHUS TEOPETUUECKUX HCCIECIOBAHUM MO U3BICKAHUIO
myTel COBEPILIEHCTBOBAHUS JI€JIONPOU3BOJICTBA, TOKYMEHTAIIMOHHOTO O0ECIIeueHuUs YIIpaBIeHUs,
ApPXUBHOTO XPAHECHUS JOKYMEHTOB OpraHU3aIluu B IU(YPOBOM OOIIECTBE; OBIAICHNE CTYACHTAMU
HAyYHBIMU METOJaMU MPOBEICHUS IPUKIIATHBIX SMIUPUUECKUX UCCIIEI0BAaHUHN 110 000CHOBAHHIO
MoJielIel TOCTpOoeHUs IPPEKTUBHBIX JEIONMPOU3BOJICTBA, MTOKYMEHTAIMOHHOTO OOeCTeUeHus
yIpaBIeHUS, ApXUBHOTO XpPaHEHUs IOKYMEHTOB OpraHU3allii Ha OCHOBE TPUMEHEHUS [IU(PPOBBIX
TEXHOJIOTHI; OBJAJCHHE CTYJEHTAMHU METOJaMU TPOCKTUPOBAHUS COBPEMEHHBIX CHCTEM
JIEJIONPOU3BOJICTBA, JIOKYMEHTAlIMOHHOTO OOECIeueHHs] YIpaBiICHUs, apXUBHOTO XPaHEHUs
JIOKYMEHTOB OpTaHM3alluM, OTBEYAIOUIMM TpeOOoBaHUSAM LU(POBOro oOIIecTBa; NMpUOOpEeTEHHE
HaBbIKa BbIOOpA M OOOCHOBAHUS aKTyaJbHOM HaydHOU MpoOJIeMbl, HAMpPaBICHUS, LIETH U 3a/1a4
UCCIIEOBAaHMM MO  M3BICKAHMIO  IYT€H  COBEPILEHCTBOBAHMUS  JEJIONPOU3BOJACTBA,
JIOKYMEHTAIMOHHOTO 00€CTIeYeHH sl yIIPaBICHUSI, ApXUBHOTO XPaHEHUSI JOKYMEHTOB OpraHu3alluu
B 1upoBoM oOmecTBe W cCOOp M MOArOTOBKA MAaTEpHANIOB 1O ATOH TeMe Uil HaIHCaHUs
BBIMTYCKHOHN KBaTU(UKAIMOHHON paOOTHI.

3agauu NpakTHKU:

— BBIOOp KOHKPETHOTO MPENNpHUSATHS IS WHHOBALIMOHHOTO COBEPUICHCTBOBAHUS €€
JIEJIONPOU3BOJICTBA, JIOKYMEHTALlMOHHOIO OO0ECIEeUeHHs] YIpaBICHUs, apXMBHOI'O XPAHEHUs
JIOKYMEHTOB B YCJIOBHSIX ITU(POBOTO 0OIIECTBA;

— TIOCTaHOBKa IMpOOJEMbl COBEPIICHCTBOBAHUS JEJIIONPOU3BOJCTBA, JTOKYMEHTALMOHHOIO
oOecrieueHHs yIMpaBJiCHUs, APXUBHOTO XPAHEHHUS JOKYMEHTOB OpTraHHU3allMi B YCIOBUAX
rudpoBoro odIIeCcTBA;

— MPOBE/ICHNE AaHATTUTHYECKHUX UCCIIeIOBAaHUM MTPOOIEMBI U COCTaBICHHE aHATUTHYECKOTo 0030pa
1o mpooeme;

— O3HAKOMJICHME M H3YYE€HHE OPraHU3alMOHHO-YIIPABIECHYECKUX MOJENeld MpOIECCOB,
JIEJIONPOU3BOJICTBA, JIOKYMEHTALlMOHHOIO O0O0ECIeUeHHs] YIpaBJIeHUs, apXUBHOIO XpaHEHUs
JIOKYMEHTOB, HCIIOJIb3yEeMbIX B OpraHU3alluy;

— IIPOBEJICHUE TEOPETUYECKUX HUCCIIEeI0OBaHUI MPOOIEMBbI U COCTABIEHUE TEOPETUYECKOTO OTYETa
1o npobieme;

— TMpOBEJACHUE TPUKIATHBIX OSMIMPUYECKUX HCCIEAOBAaHUN TMpoOJeMbl Ha BBIOpAaHHOM
OPEINPHUATHH 110 000CHOBAHHIO MYyTEH perieHus MpoOIeMbl Ha MPEATNPHUSATHY;

— MOATOTOBKA OTYETA O MPOXOKICHUU TTPOU3BOACTBEHHOMN MPEIIUTIIIOMHON TPAKTHKH;

— MPOBEICHUE MPOCKTHBIX UCCIIEIOBAHUI Ha BEHIOPAHHOM MPEANPUATHH U pa3pab0TKa KOHIICTIIIUN
MOCTPOEHUST WHHOBAIIMOHHBIX CHCTEM JCJIONPOU3BOJACTBA, JOKYMEHTAIIMOHHOTO OOeCredeHus
yIpaBlIeHUS, apXWBHOTO XpaHEHHUS JOKYMEHTOB B YCIOBUAX C NPHUMEHEHHEM IH(PPOBBIX
TEXHOJIOTHIA.

Mecto npaktuku B crpykrype OOII.

[IpousBoacTBeHHass npakThka — HaydHo-uccrnenoBarenbckas paboTa  OTHOCHTCS K
0a3oBoii/o0s3aTenbHOM yacTu biok 2 «IIpaktuka» u umeet uanexc 62.0.02.02(11).

[TpakTika 6a3upyercs Ha OCBOCHHH CIEAYIOIIMX AUCHUIUIMH: «Duinocodusy, «llcuxomorusy,
«/lokyMeHTHass TUHTBHUCTHUKAY, «Teopus MTOKyMEHTa M CHUCTEM JOKyMeHTaruu», «Pa3zpaboTka
HOPMAaTHBHO-METOJUYECKUX  JIOKYMEHTOB  opranuzamun», «CucremMa  JOKyMEHTAIlUU
opranmzanumny, «MHPOpMaIMOHHBIE CUCTEMBI U 0a3bl JaHHBIX», «MHCTPYMEHTHI MOATOTOBKH



MYyJIbTUMEIUUHBIX JIaHHBIX W IPE3EHTALMOHHBIX MaTepuaioBy», «HOCTpaHHBIN SI3BIK»,
«H(pOopMaIMOHHO-KOMMYHHUKAIIUOHHBIE ~ TEXHOJIOTMH W  aHauu3  JaHHbIX», «OCHOBBI
OEpeKIMBOTO MPOU3BOACTBAY», «AIMUHUCTPUPOBAHHUE M YIPaBICHUE IU(PPOBBIM KOHTECHTOM,
«YIpaBieHHE DIIEKTPOHHBIMU JOKYMEHTAaMU U KOPIOPAaTUBHBIM KOHTEHTOM», «YIIpaBIICHHE
HSKOHOMHKOW apXMBHOM oTpacin», «OcHOBBI HH)OPMAIIMOHHOTO MapKeTHHTray, «HopmarusHo-
MeToauyeckass 0a3a JOKYMEHTHOM NeATeNIbHOCTH B opraHmzauun», «CrtaHmapTel B 00J1aCTH
yIpaBiIeHUS TOKYMEHTALMEW» U BCE JPYTHE JUCLIUILINHBL.

Ilepeyenr mIaHMpyeMbIX PpPe3yJabTATOB O0y4YeHHs] IIPHM INPOXOKICHHMH IPAKTHKH,
COOTHECEHHBIX C IVIAHUPYEeMbIMH Pe3yJIbTATAMH OCBOCHHS 00pa30BaTeJbHOM IPOrPaMMBbI.
B pesynbrare BeimosiHeHuss HUP cryneHT noikeH mpuoOpecTH cienyrolue KOMIIETEHLIUU B

cootercTBUH ¢ PI'OC BO 1 pabounm y4eOHBIM IJIAHOM.

No Kon Copneprxanue [Tnanupyemblie pe3yabTaThl IPH MPOXO0KICHUH
. 1; KOMIIeTe | KOMIIETeHIIMU (WiIH €€ IIPAKTUKH
U Homum YacTH) (MHAMKATOPHI JOCTUXKEHUS KOMIICTCHITUH)
1 2 3 4
IIK-1 Crnocobex
HIIK-1.1. Pa3paOatbiBaTh JIOKaJbHbIE HOpPMAaTHBHBIE
pa3pabarbIBaTh U
1. [IK-1.1 aKTBhI 1o JOKYMEHTAIlMOHHOMY 00€eCIeueHU IO
BHEAPSTh  JIOKAJIbHBIC .
yIIpaBJICHUS OpraHU3anuei
HOpPMAaTHBHBIE aKThl 110
OKYMEHTAallMOHHOM
HOKY ! Y AmK-1.2. Brenpser nokanbHble HOPMAaTUBHBIE AKTHI 110
o0ecreveHnIo
2. |IIK-1.2 JOKYMEHTAaIlMOHHOMY  OOECIIEUeHUI0  YIpaBIICHUS
yIIpaBJICHUS .
. opraHu3auen
opraHusanuen
IIK-2 Coocoben
HIIK-2.1. Opranusyer JIOKyMEHTHUPOBAHUE
3. |IIK-2.1 |opranu3zanuu P Y M P
yIIpaBJIEHYECKOH JIeTEIbHOCTH B OpraHu3aluu
TOKYMEHTHUPOBAHHS
YIPABJICHYECKOU HYK-22 Tl
-2.2. UMEHsSeT WH(POPMAIMOHHBIE CHCTEMBI B
4 [IK-2.2 |nesTenbHOCTH B pr (bopman
yIIpaBJIEHYECKOH JIeITEbHOCTH B OpraHU3aluu
OpraHu3aIu
HIIK-3.1. Peammsyer ABJICHUECKHUE pELICHUS B
5. |IIK-3.1 |IK-3 Cnocoben kK yer yrp P
OpraHu3alK JOKYMEHTO000pOTa B OpraHU3alluu
BEJICHUIO
HIIK-3.2. VYyactByer B OpraHu3alliil PHUHSATHS
JTOKYMEHTOO0OpOTa B .
6 I1K-3.2 YIIPaBIEHUYECKUX peleHui B BEJICHUU
OpraHu3aIH
JIOKYMEHTO00O0pOTa
IK-4 Cnocoben
ocymectBisiTh pabdotel | UIIK-4.1. YyactByeT B paboTe 10 MPOEKTUPOBAHUIO U
7. |IIK-4.1 |10 mpPOEKTHPOBAHUIO U |BHEIPEHUIO CUCTEMBI AJIEKTPOHHOTO JIOKyMEHTO000pOoTa
BHEJIPEHUIO  CHCTEMBI | B cepe TOKYMEHTALMOHHOTO YIIPABICHHs OpraHU3aliu
3JIEKTPOHHOTO
JOKYMEHTOoOOOpoTa B
cdepe NYK-4.2. Cnocoben MIPUMEHSITh CUCTEMBI
8 ITIK-4.2 |1OKyMEHTalMOHHOTO  |3JIEKTPOHHOTO JOKYMEHTO0000poTa B chepe
yIIpaBJICHUS JOKYMEHTAI[MOHHOTO YITPABIICHHS OpPTaHU3aluU
OpraHu3aIH
IIK-5 Cnoco6en | MIIK-5.1. JlemoHCcTpHUpyeT BJIa/ICHUE
9. |IIK-5.1 |ocymiecTBIATH MH(OPMALIMOHHBIMU ~ TEXHOJIOTUSAMH B paboTe ¢
MH(pOPMAIMOHHO- JOKYMEHTaMH OpraHu3aluu
CIpaBOYHbIE PabOTHI C
P P HIIK-5.2. Tlpumensier uHGOPMAIMOHHO-CIIPAaBOYHBIE
10 |IIK-5.2 |moxkymeHTamu
CHCTEMBI B paboTe ¢ JOKYMEHTaMH OpraHu3aluu
OpraHu3aIyH




1 2 3 4
IIK-6 Crocoben
HUIIK-6.1. Perynmupyer KOHTPOIL MPOIECCA U CPOKOB
11. |IIK-6.1 |ocymiecTBIsTH ympy P pott p
WCTIOJTHEHUS JIOKYMEHTOB B OpraHU3aI[uu
KOHTpOJIb TIpoliecca |
CPOKOB HCIIOJIHEHNS
MNYK-6.2. Ocy1iecTBIeET KOHTPOJIbH esATeJIbHOCTD
12 |TIK-6.2 |mOKyMEHTOB B Y P yio A
B JIOKYMEHTOBEICHUU U apXHWBOBEICHUH OPTaHU3aAIUN
OpraHu3aIu
IIK-7 Coocoben k
13 IIK-71 BEIACHUIO HIIK-7.1. Benet onepaTiBHOE XpaHEHHUE TJOKYMEHTOB B
' ' OTIEPaTUBHOTO OpraHu3aIu
XpaHEHUs JOKYMEHTOB
B  OpraHusaluv |
14, |TIK.7.2 |mepenaum  jen  juis HUIIK-7.2. Y4acTByeT B OpraHu3aliiy U mepeaadu jael
) ) IOCIIEAYIOLLETO JUISL TIOCTEAYOLIEr0 XPaHECHUS
XpaHCHUS
K-8 Cnocoben | MIIK-8.1.  JleMoHCTpupyeT 3HaHUA  MOCTPOCHUS
15. |TIK-8.1 |mocTpouTh  CHCTEMbI|CUCTEMBl APXUBHOTO XpaHEHUs Jen (JIOKyMEHTOB) B
ApXUBHOTO  XpaHCHHMs | OpraHu3aluu
16. |TIK-82 |Ren (moxymentoB) B|MYK-8.2. VYuactByer B (OpMHPOBAaHUHM CHCTEMBI
' ' OpraHu3aIHNH ApPXUBHOTO XpaHEeHUs Jell (JOKYMEHTOB) B OpraHU3aI|H
HUIIK-9.1. €MOHCTPUPYET 3HAHHSA  TEXHOIOTHI
IIK-9 Cmnoocoben A PHpY
17. |TIK-9.1 CUCTEMbl DJIEKTPOHHOTO XpaHEHUS JOKYMEHTOB B
BHEJIPEHUIO  CHCTEMBI
JJIEKTPOHHOTO apXHBa OpTaln3atin
NYK-9.2. raHu3yeT BHEIPEHHE CHCTEMBI
18. |IIK-9.2 |opranuzanuu Op Y AP
AJICKTPOHHOTO apXHBA B OPTaHU3AIUU

CTpyKTYypa U cojiep:KaHHe NPAKTHKH
OObeM TpakTHKKM cocTaBisier _12 3adeTHbix enunun (432 dvacoB), 2 4yaca BBIICTICHBI Ha

KOHTAaKTHYIO paboTy oOyuaromuxcs ¢ npernojasateneM u 430 4acoB Ha caMOCTOSATENbHYIO paboTy
CTyJIeHTOB, B ToM uucie _308 dacoB B (opMe MpakTU4eCKOH MOAroToBKH. [IponomkuTensHOCTh
NpaKkTUKU _8 Hezenb. Bpems npoBeneHus NpakTUKU _S_ Kypc.

[Tpou3BoAcTBeHHas MPEAIUIUIOMHAsT IPAaKTHKa B COOTBETCTBMM C pEIIaeMbIMHM CTYAEHTaMU

3aJjladaMi JIOTHYCCKH p336I/ITa Ha CJIICAYIOIIHUX IIATH 3TAIlOB €€ MPOXOXKIACHUA: HOI[FOTOBI/ITSJIBHBII\/'I

9Tar, UH()OPMAITMOHHBIN ATall, UCCIIEI0BATENBCKUNA ITAll, TBOPUYESCKHIA ITall, 3aKTFOUMTENLHBIN ITaIl.

Coneprkanue paszienoB MPOrpaMMbl MPAKTHKH, pacnpeesieHre Or0/[KeTa BPEMEHH MPAKTHUKU Ha UX

BBITIOJIHCHUEC MPEACTABIICHO B Ta6J'II/III€

No Paznenst broker
W (aTarmsr) Copepxanue pazzena BPEMEHU,
MPAKTHKH (gacer)
1 2 3 4
1. ITogroroBu- | IlomyyeHne 3agad  Ha MPOU3BOACTBEHHYIO IPEAJUINIOMHYIO
TEJIbHBIN HPaKTHKY U pa3paboTKa KaJeHJapHOro IUIaHa uX peanusanuu. Ha
STal 3TOM JTarle OCYLIECTBIISETCS BEIOOP OpraHu3aluy (IPEAPHUSTHS),
SAKIIOHEHHE 0rOBOpa, NONYHEHME HHANBHAYAIEHOTO Sa/aHUA ¥ | 6 (] yaca
PYKOBOAUTEIA NPOU3BOACTBEHHOU MNPECAAUITIIOMHOU INPAKTUKH B KOHTAKTHAS
COOTBETCTBHH C €€ IEeIIMH U 33]Ja4aMH, a TAKKE B COOTBETCTBHUH C
BBIODAaHHOW TEMOW BBIMYCKHOH KBATM(PUKAIIMOHHOW pPadOTHI. pabora)
Bemmonasiercss  opopMIleHHE, COTJIACOBAaHME U YTBEPIXKACHHE
JOKyMECHTOB, HEOOXOAMMBIX JUISi IPOXOXKJICHHS IPAKTUKH.
ITpoBoauTCS yCTAaHOBOYHAS KOH(EPEHIHS




2

3

Nudopmarn
HOHHBINA
3Tall

O3HaKOMJICHHE C CHCTEMOM JIOKYMEHTHOM IeITEIBbHOCTH 0230BOTO
npennpusitusa. [louck u opraHu3amus J0CTyma K HCTOYHHKAM
rH(pOpMAITH, COAEPIKANTUM CBEICHUS O CHCTEME JTOKyMEHTHOW
JIESATSIILHOCTH, €€ OPraHU3allii U YIPaBJICHUU Ha TPEIIPUATHH.
C6op wHpOpMamy W3 JOKYMEHTHBIX WCTOYHHKOB W IyTEM
HEMOCPEJCTBEHHOTO W3yYeHHWS] OpraHum3allii W YIPaBICHHUA
JIOKYMEHTHOW JIEATCIIBHOCTEIO B CTPYKTYPHBIX IOAPA3JICIICHUIX
NPEANpPUSITHS, OCYIICCTBISIONIMX JEATSILHOCTh B cdepax
JIEIOTIPON3BOJICTBA, JTOKYMEHTAIIHOHHOTO o0ecrnieueHust
VIOpaBJICHHUS, OpraHU3alui  JOKYMEHTOOOOpOTa,  CO3JaHWs
KOPIIOPAaTHBHBIX JOKYMEHTHBIX cucTeM. [lonroroBka nHpopMaImu
K CUCTEMHBIM HccienoBanmsiM. CHUCTeMaTH3aIus MaTepUaioB IS
nepporo pazaena BKP

108

Wccnenosar
€JILCKHI
STan

[IpoBeneHne CUCTEMHBIX HCCIAEAOBAaHUI COCTOSHHUS CHUCTEMBI
JOKYMEHTHOH AEATENIbHOCTH Ha 0a30BOM HPEANIPUATHH C LIETIbIO
onpeneneHus (aKTUYECKOIO COCTOSIHUSI €€ TEXHOJOIMYECKOil,
WHPPACTPYKTYpHOH, HOPMATHBHO-TIPABOBOH W TEOPETHKO-
MeTOI[OJIOFPI‘-ICCKOﬁ 0a3nl u BBISIBJICHUA CHUCTEMHBIX
HecooTBeTcTBHA. [locTaHOBKa MpPOOIEMBI COBEPIICHCTBOBAHUS
CHUCTEM ILOKYMGHTHOI;'I JACATCIBbHOCTHU Ha 0a30BOM MpEeAINpUATUHA.
YTouHeHHE MpOOJIEMbI B CHUCTEME JOKYMEHTHOH JEATEIbHOCTH
0a30BOro MpEeAIpUATHs, Ha PEIIeHHUEe KOTOpOH OyneT HampaBiieHa
BBITYCKHAS KBaTU(UKAITMOHHAS paborta. Tounoe
dopmynupoBanue  o0ObEKTa, MpeaMeTa, I[EeId W 3a7ad
uccnegoBanuil. Cucrematuzauuss MaTepUaioB sl BTOPOIO
paznena BKP

100

TBopuecku
W aTan

BripaboTka u 000CHOBaHUE WU COBEPILCHCTBOBAHUS CHUCTEMBI
JTOKYMEHTHOM JEATeBHOCTH 0a30BoTO TpePUSTHS,
OCYIIECTBJICHUE KOTOPOW IIO3BOJINT PELIMTh IOCTABICHHYIO
npobnemy. Bpibop u o00ocHOBaHWME HAYYHOTO IIOJIXOJa,
KOHIICTII[UH, TEOPUU U METOJIOJIOTHH, B paMKaX KOTOPBIX OYAyT
penIeHb! HIOCTaBJICHHBIE 3a1a4n UCCIIeI0OBaHUM o
COBEpIICHCTBOBAHUIO CHCTEMBI JOKYMEHTHOH JIeITeIbHOCTH
0azoBoro mpeanpustus. TouHoe (GOPMYIUPOBAHHE OXKUIACMBIX
pE3yJIbTaTOB MCCIIEAOBAHUI MO BBIMTYCKHON KBaTH(UKAIMOHHOM
pabore wu pa3paboTka KaJeHOApHOTO IUIaHa-Tpaduka ee
3aBCpIICHUMA u IIOAIOTOBKH K 3aluTe. CI/ICTeMaTI/ISaHI/IH
MaTepuaoB Jis TpeThero paszzaena BKP

100

3aKIrounTeNn
BHBIN 3TAIl

[lonroroBka © TpOBEACHWE WTOTOBOW KOH(EpeHIHU:u 10
pe3yJibTaTaM NpPOU3BOJACTBEHHOW MPEIJAUIUIOMHON MPaKTUKH, B
X0/1€ KOTOPOM MPOXOAUT aTTECTallUsl CTYJAEHTOB U BBICTABIIAETCS
WTOrOBasi OLEHKAa 3a MPOU3BOACTBEHHYIO NPEAIUILUIOMHYIO
MPAKTHUKY.

10 (1 gac
KOHTaKTHasI
pabota)

ABTOpBI:

KypcoBbie padoTbi:

HE MPEyCMOTPEHBI.

(I)opMa NMpoBeICHUSA ATTECTALIMHA 11O HpG}:[}:[HI[JIOMHOﬁ NPaKTHUKE: 3a4€T

Mupomnanuenko B.C., kaHJ. 3KOH. HayK, JOLICHT;

3akapsiH M.P., kaH]l. TEXH. HayK, JOLIEHT




