AnHoOTaIus K paboueit mporpaMme MpaKkTHKU
b2.0.01.01(Y) Y4eOHasi npoeKTHasi MIPAKTUKA CTYJAE€HTOB 04HOH (popMbI 00yUeHUs1 HAbopa
2022 roga HanpaBJieHUs MOATOTOBKH MATHCTPOB
46.04.02 lokymMeHTOBe/IeHHE M apXHBOBeleHHe
O0beM TPY10eMKOCTH: 9 3a4ETHBIX €AMHHIIBI
Lesbio NpoxoskaeHNs yueOHOI MPOEKTHOM NPaKTUKH (Jajlee MPAKTUKN) SIBJISAETCS TOCTUKEHHE
CIIEYIOIINX PE3YJIbTAaTOB OOPAa30BaHMsI: 3aKPEIJICHUE TEOPETUUYECKUX 3HAHUH IO YIPaBJICHUIO
IPOEKTAMU U IPOEKTHOMY YIPABICHUIO U MIOJYyYEHHE HABBIKOB UX MPAKTUYECKOTO IPUMEHEHUS;
OCBOCHHME YMEHUH ONpEAENSATh HANpaBlICHHUs TPOEKTHOM paboOThl, CTaBUTh LEIA U
(bopMynHupoBaTh 3a7audl MPOEKTHOM NEATEIBbHOCTH B chepe TOKYMEHTALMOHHOTO oOecredeHus
yIpaBieHUS U JOKYMEHTHOW JESATEIbHOCTH OpraHW3aluy; OOydeHHE HAaBBIKAM pELICHUs
IPAaKTUYECKUX 3a/la4 IPOEKTHOI'O YIPABJICHUS JOKYMEHTHOW CHCTEMON M JOKYMEHTOOOOPOTOM
opranuzaiuu; GopMupoBaHue NpopecCHOHATHLHON MO3UIMH JOKYMEHTOBEIA, MUPOBO33PEHHUS,
CTWJSL TIOBEACHHUS, OCBOEHHE MNPO(ECCHOHAIBHOM ASTHKM IPOEKTHOW JAEATENbHOCTH B
JOKYMEHTHOW cQepe OpraHu3aluy; 3HAKOMCTBO CO CHEUU(UKON NPOSKTHOU eSTEITHbHOCTH
JIOKYMEHTOBE/Ia B PA3JIMYHBIX MPEIMETHBIX 00JacTAX AEATENbHOCTH OpraHU3allid; pa3BUTHE
JIMYHOTO OIBITA TPOEKTHOU IEATEILHOCTH B chepe pa3padOTKH, CO3AaHUS U COBEPIICHCTBOBAHHS
JOKYMEHTHOM CUCTEMBI U IOKYMEHTO000pOTa OpraHu3aluy.
3agauu NpakTHKU:
— O3HAaKOMJIEHHE C JIOKYMEHTHOM JeATeIbHOCThIO Ha MaTepualle KOHKPETHON OpraHu3alyu;
— BBISIBJICHUE U U3yYEHUE aKTyaJIbHBIX MPOOJIEM JOKYMEHTHOM J€ATEIbHOCTU OpraHU3allly;
— yyacTue B pa3paboTKe IporpaMM HayyHO-HCCIIEA0BATENbCKOM M MPOEKTHOM AEATEIbHOCTH 110
pa3paboTKe, CO3aHUI0 U COBEPILIEHCTBOBAHUIO JOKYMEHTHOW CUCTEMBI IIPEAIPUATHS, a TAK)KE B
UX BBIIOJIHEHUH;
— 03HAKOMJICHHE U U3yYEHHE OPraHMU3alMOHHO-YIIPABIECHYECKUX MOJENIEH IPOLECCOB, OCBOCHHE
METO/I0B YIIPABJICHUSI IPOEKTAMH U IPOEKTHOT'O YIPABJIEHUS HCIIOJIb3YEMbIX B OpraHu3aIiH;
— cbop, 00paboTKa, aHATU3 M CHCTEMATU3alUsl JAaHHBIX 110 TEME MHIWBUAYAJILHOTO Y4eOHOTO
IIPOEKTA;
— MOATOTOBKAa MyOJIMKalMM (TE€3MCOB BBICTYIUICHHS), 0000IIaomeil pe3yabTaThl MPOEKTHOU
JeSITeIbHOCTH B OPraHU3aIMK U BBIITOJHEHNUS MHAWBUIYAIBHOTO YUeOHOTO MPOEKTa;
— IOJTrOTOBKA OTYETA O MPOXOXK/IEHUU YUeOHOI NMPOEKTHON MPAKTHUKHY;
— oIlleHKa (PPEKTUBHOCTH MPOEKTHOH NEsATEeIbHOCTH OpPraHU3allMM U KayecTBa CBOEH JMYHOU
paboThI;
— (opmupoBaHue NPo(EecCHOHANBHBIX NPUOPUTETOB JUIS JalibHEHIIero npogeccuoHanbHOTO
pa3BuUTHs B 00JaCTU IPOEKTHOTO YIPABJIEHUS M YIPABIEHUS MPOEKTAMH B paMKax MOATOTOBKH
1o HarpasyieHHIO 46.04.02 JlIokyMEHTOBEIEHUE U apXUBOBEICHUE.
Mecro npakTuku B cTtpykrype OOIL.
VYyeOHast MpoeKTHasI MpakTHKa OTHOCUTCS K 6a30Boii/00s3aTenbHOl yactu biok 2 «IIpaktuka» u
umeetr unaekc b2.0.01.01(VY). IIpakTuka Oazupyercss Ha OCBOCHHM CIEIYIOIIMUX TUCIUIUINH!
«CHUCTEMHBIN aHANU3 W TPUHATUE pPEHIEHWH B JOKYMEHTOBEIEHUM M apXHUBOBEICHUM,
«TexHONMOTuN JIMYHOCTHOTO POCTa», «YIpaBJI€HHE TOCYIapCTBEHHBIMU W MYHULIUIAIbHBIMU
apxuBamMmn», «l'ocynapcTBeHHOCTh», «VH(pOpMalMOHHBIE TEXHOJIOTUU B JTOKYMEHTOBEACHUU U
apXUBOBEICHUMN», «YTIpaBJieHHE oOpraHuzanueit», «HopmaTuBHO-MeToIHMYEeCKOE oOOecredeHue
AIIEKTPOHHOTO  JIOKyMeHTooOopoTa», «WHpopmannonHas ©Oe3onmacHOCTh B HUGPOBOU
SKOHOMUKe», «HpOopMalMOHHOE MPEINTPUHUMATENBCTBO U PHIHOK MH(POPMAIIMOHHBIX YCIIYT»,
«Ilemarornueckas mpakTHKa», «Y IpaBiIeHUE IPOEKTaMU JOKYMEHTOBEAEHUS U APXUBOBEICHUS»,
«JIupepcTtBO M KomaHgo000pazoBanue», «MHpopManmmoHHBIH MapkeTunry», «l{udpoBuszamus
CHCTEeMBl yrpaBieHus», «MHpopMaonHoe oOecreyeHne 3JIEKTPOHHOIO MPABUTEIBCTBAY,
«ONEeKTPOHHBIE JTOKYMEHTHI B KaJpoBOW padote». B cBOW ouepenr mpakThka oOecreuynuBaeT
BBINOJIHEHHE BBITYCKHOW KBaTM(PUKAIIMOHHOMN paboThI.
Ilepeyenb mnJaHMpyeMbIX Ppe3yJabTATOB O0y4YeHUS] NPH TNPOXOKIAEHMH TPAKTUKH,
COOTHECEHHBIX C IVIAHUPYEMBbIMH Pe3y/JIbTATAMH OCBOCHHS 00pa30BaTEJbLHOM IPOrPaMMBbI.



B PE3YIbTATC NPOXOKIACHUA MMPAKTHUKU CTYACHT HOJIPKCH HpHOGpeCTI/I CJICAYHOIINEC KOMIICTCHIIUA
B cootBeTcTBUU ¢ PI'OC BO 1 pabounM y4eOHBIM TIIIAHOM.

Kox n HanmeHOBaHMe HHANKAaTOpa™

Pe3ynbTaThl MPOXOXKICHNS IPAKTUKH

YK-2 Cnocoben ynpaBiasaTh NIPOEKTOM Ha BCeX 3TANAax ero ;KM3HEHHOIr0 IUKJIAa

NVK 2.1 — wucnoap3yeT HpUHIUIELI,
METOABl M  MOJEJIU  IPOEKTHOTO
MEHEeKMEHTa B peleHnH

po¢eCCHOHATBHBIX 3a1ad

3HaeT MPUHIUIIBI, METOAbI U MOJACIIA MTPOCKTHOI'O MEHCIPDKMCHTA

Vmeer TIPUMEHATHL TIPUHIOUIIBI, METOAbI W MOJCIU IIPOEKTHOI'O
MCHCIP’KMCHTA B pCUHICHUUA HpO(l)eCCI/IOHaHI)HLIX 3aJa4 Ha MPaKTHUKE

Brnageer meTomonorueit 1 TeXHOJOTUEH MPOCKTHOI'O MEHCIPKMCHTA

NVYK 2.2 — pa3pabaTbiBaeT mporpamMmy
JEHCTBUI MO PELICHUIO 3a/1a4 IPOEKTa
U 00eCTeUnBacT €ro BBIIOJTHEHHE B
COOTBETCTBUM C  YCTAaHOBJICHHBIMH
LEJSIMH, HA OCHOBE OLIEHKH PUCKOB U
paLMOHAIIBHOTO yIpaBieHUs
pecypcamu

3HaeT MeToAbl pa3pabOTKH MPOTrpaMM ACUCTBUHA IO PEIICHHUIO 3a1ad
MPOEKTa Ha OCHOBE OLICHKU PUCKOB M PallHOHATBEHOTO HCIIOJIb30BAHUS

pecypcoB

YMeer paszpabareiBaTh NPOrpaMMy JCHCTBHH 10 PpEIICHHIO 3ajad
IpoeKTa M OO0ECHeYnBaTh €€ BBINOJIHCHHE B COOTBETCTBHH C
YCTaHOBJICHHBIMU IIEJISIMU, HA OCHOBE OLICHKH PUCKOB M PAIIOHATIBHOTO
yIpaBJIEHUs pecypcaMu

Brnageer uHCTpyMEHTaNbHO-METOAMYECKUM ammapaToM pa3padoTKH
MporpaMM JAEHCTBUIN MO PELICHUI0 3a/lay MPOEKTa Ha OCHOBE OLEHKHU
PHUCKOB ¥ pallMOHAJIBLHOTO UCIIONIb30BAHUSI PECYPCOB

OIIK-1 CnocoGen npumeHsiTb (QyHAaMeHTAJbHbIe 3HAHUS, IOJYy4YeHHble NPH OCBOEHUM NPOrPaMMbI
MATHCTPATYyPhbl, IPH Pa3padoTKe U OCYIIECTBICHNU CONMAIBHO 3HAYMMBIX IPOEKTOB

HNOIIK 1.1 - BJIAJEET
(byHIlaMeHTaHLHI)IMI/I 3HaHUsAIMHU B
obnactu JTOKYMEHTOBEICHUS "
apXMBOBEICHUS

Bna):[eeT (byH)laMeHTaHLHLIMI/I 3HAHUSMH B 00JaCTH JOKYMCHTOBCIACHUA
1 apXHUBOBCICHU A

HOIIK 1.2 — cnocobeH HCIOIb30BaTh

Q)yHﬂaMeHTaHLHLIMI/I 3HAHUSIMHN B
o0actu JIOKYMEHTOBEICHUS u
apXMBOBEACGHUS  IpU  pa3paboTke

COIMUAJIBHO 3HAYMUMBIX IMTPOCKTOB

YMmeeT wncmons30BaTh (PyHIAMEHTANBHBIMH 3HaHWAMH B oOmactu
JOKyMEHTOBEJICHUSI U apXUBOBEAEHHS NpH pa3pabOTKe COLUAIBHO
3HAYUMBIX IIPOEKTOB

IIK-6 YnpasiieHHe TMPOeKTaMHU

mo BHEAPECHUIO KOpHOpaTI/lBHOﬁ CUCTEMBI IJEKTPOHHOI0

AOKYMEHT0000POTA OPraHU3ALUHU M Pa3padoTKe CTPATETHH ee Pa3BUTHSA

UIIK 6.1 — crtocoOeH aHaTH3UPOBATH U
BBIOMpAaTh  ONTHMAIBHYIO  CHUCTEMY
3NIEKTPOHHOTO  JOKYMEHT0000pOTa,
OTBEYAIOIIYIO 3aJa4aM OpraHu3alun

3HaeT MCETOAbl aHaJIM3a U ONTUMHU3AIHUU CHUCTEM DJICKTPOHHOI'O
I[OKyMeHTOO60pOTa B COOTBETCTBUM C 3aJladyaMU OpTraHU3allun

YMmeer aHanM3UpPOBaTh W BBHIOMPATh ONTUMAIBHYIO CHCTEMY
3JIEKTPOHHOIO JOKyMEHT0000poTa, OTBCYAIOLLYIO 3a1a4am
OpraHu3aluu

Brageer WHCTPpYMEHTANBHO-METOAMYECKUM amliapaToM aHalu3a |
ONTUMU3AIMKA  CHCTEM  DJIEKTPOHHOTO  JIOKYMEHTOOOOpOoTa B
COOTBETCTBUH C 3aJla4aMH OpraHu3aIuu

HIIK 6.2 — cmoco0eH TUTaHUPOBAThH

oTalbl H pa60TLI o0 BHCAPCHUIO
KOpHOpaTHBHOﬁ CUCTCMBI
QJICKTPOHHOT'O IlOKyMeHTOO60p0Ta
OpraHu3anun

3HaeT MeTONBl IUTAHUPOBAHMUA PabOT MO BHEAPEHHIO KOPIIOPATHBHOU
CHCTEMBI 3JIEKTPOHHOTO JJOKYMEHTO000pOTa OpraHn3alin

Vmeer IJIaHUPOBATH 3TAllbl U paﬁOTLI IO BHCAPCHHIO KOpHOpaTHBHOﬁ
CHUCTEMBI DJICKTPOHHOI'O llOKyMeHTOO60pOTa OpraHu3anuunu

Brameer MHCTPYMEHTATBHO-METOANYECKUM aIIapaToM ITIAHWPOBAHUS
paboT mTO BHEAPECHHIO KOPIOPATHBHON CHCTEMBI JJIEKTPOHHOTO
JIOKyMEHTO000pOTa OpraHU3aLuH

UIIK 6.3 — crnocobeH opraHuM3oBaTh
BBINOJIHEHHE TPOEKTa M0 BHEAPECHUIO
CHCTEMBI 3JIEKTPOHHOTO
JIOKYyMEHTO0000pOTa OpraHu3aIul

3HaeT TCOPETUKO-MCTOAOJIOTUICCKUE OCHOBBI YIIPABJICHUSA MTPOCKTOM

YMeeT OpraHu30BaTh BBINOJHEHHE IPOEKTA MO BHEAPCHHUIO CHCTEMBI
JIEKTPOHHOTO JOKYMEHTO000pOTa OpraHu3anuu

Buageer Merononorueid ynpapiaeHus IPOEKTOM.

CTpyKTypa u cojep:kaHHe NMPAKTHKH




O0BeM mpakTHKK cocTaBisieT 9 3aueTHhIX equHuUIl (324 JacoB), 2 Yaca BBIICTICHBI HA KOHTAKTHYIO
paboTty oOydaromuxcs ¢ mpernoaBaTesieM u 322 4acoB Ha CaMOCTOSATENbHYIO paboTy CTY/IEHTOB, B
TOM yncie 48 4yacoB B (hopMe MPaKTUIECKON MOAr0TOBKH. IIpoaomKuTeIbHOCTD IPAKTUKH 6 HEZIEIb.
Bpewms mpoBeeHus MPakTUKU 2 CEMECTP.

VYueOHast MPOEKTHas MPAKTUKA B COOTBETCTBUH C PEIIAEMBIMH CTYJCHTAMH 33/1a4aMU JIOTHYECKH

p836I/ITa Ha CJICAYIOMIMX IIATh 3TAIlOB €€ IMPOXOXIACHHA:
— IOJATOTOBUTECIILHBIN oTarl,
— 03HAKOMMTEILHBIN JTall,

— PAaKTUYECKUH dTall,

— aHAJIMTUYCCKUH ATall,

— 3aKJIIOYNTENIHHBINA JTall.
Coneprkanue paszienoB MPOrpaMMbI MPAKTHKH, pacipeesieHre OrKeTa BpEMEHH MPAKTUKU Ha WX
BBINOJIHEHUE MPEJICTABIICHO B TAOIMIIE
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Paznenbr
(aTamsr)
MIPAKTUKU

Coneprkanue pasniena

brogxer
BPEMEHH,
(gacer)
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3

4

1.

Iloxrorosu-
TEJIbHBIA
JTan

[lonmydyenne 3amad Ha y4eOHYI0 MPOCKTHYI MpPAaKTHKYy U
pa3paboTKa KaJeHOapHOro IulaHa ux peanusanuu. Ha sTom stame
OCYLECTBIISIETCS BBIOOp OpraHu3aLHU (npeanpusTys),
3aKJIIOYEHUE JO0Tr0BOpa, IMOJydeHHE MHIUBUAYAJIbHOIO Y4eOHOro
MIPOEKTa Y PYKOBOJUTENSI yUeOHOM MPAKTUKH B COOTBETCTBHUH C €€
LEJIIMU U 33/1a9aMH, a TAKXKE B COOTBETCTBUU C BBIOPAaHHOM TEMOM
BBIYCKHON  KBanH(UKAIMOHHOW  paboTel.  BrimomHseTcs
oopmieHue, coriacoBaHue U YTBEP)KICHHE JIOKYMEHTOB,
HEOOXOMUMBIX Ul TPOXOXKACHUS TpakTHKH. [IpoBoauTcs
yCcTaHOBOYHAsI KOHQEpEeHLIUs

4 (2 yaca
KOHTaKTHAsI
pabora)

O3HaKOMH-
TeNbHBIN
3Tall

O3HakoOMIIEHHE c CHCTEMOM JIEJIONIPOU3BOJICTBRA,
JOKYMEHTAILIMOHHOT O obecnieyeHust yIpaBJiCHHUS,
JIOKYMEHTO00OpOTa, a TaKke C JIOKYMEHTHOW CHCTEMOWM
npeanpudatus B ueiaoM. [IoMck M u3ydyeHHe 3aKOHOAATENbHO-
MpaBOBOM W  HOPMATUBHO-METOJMYECKONH  JOKyMEHTAIlUH,
OTIPEICIIAIONICH OpraHU3alMi0 W YIpaBiICHUE JOKYMEHTHOU
JESATEeIHLHOCTBIO TIpenpusiTHs. HermocpeacTBeHHOEe 03HAKOMIICHHE
C OpraHu3aluedl U ynpaBlIeHUEM JOKYMEHTHOU AESITENbHOCTBIO B
CTPYKTYPHBIX MOAPA3ACICHUAX NMPEAIPUITHUS U BBISIBICHUE B HEU
MPOEKTHON  JIeATeNhbHOCTH B  cdepax Jelompou3BOJICTRA,
JIOKYMEHTAIIMOHHOI'O0 O0CCIICUCHHs YINPaBJICHUS, OpraHU3al|u
JIOKYMEHTO000pOTa M CO3J[aHUHM KOPIIOPATHUBHBIX JOKYMEHTHBIX
cucreM. OcymiecTBisieTcs cOOp JaHHBIX 00  yIpaBlieHUH
NPOEKTaMU M  MPOEKTHOM YINPaBICHUU B JOKYMEHTHOMU
JESTEILHOCTH C LENbI0 BBISIBICHUS TPOOJIEM pa3pabOTKu |
OCYILIECTBJICHUIO IIPOEKTOB IO BHEAPEHUI0O HMHHOBALMOHHBIX
JIOKYMEHTHBIX CHUCTEM, B YACTHOCTH COBPEMEHHOTO 3JICKTPOHHOTO
JIOKyMEHTO000pOTa B COOTBETCTBUH C MHANBUIYATHHBIM yUeOHBIM
TIPOCKTOM.

180

[IpakTruec-
kuil stan (B
hopme
MpaKTU4ec-
KO
MOATOTOBKH )

[lepBuuHOE  MpPAaKTUYECKOE  OCBOEGHUE  JEATENBHOCTH  TIO
YOPaBICHUIO MPOEKTaMH M NPOEKTHOMY VYIPABICHHUIO B
JIEJI0NIPOU3BOICTBE, JIOKyMEHTALUOHHOM obecrie4eHun
yOpaBieHHUA, OpTaHW3alMU  JOKYMEHTOOOOpOTa, apXUBHOU
JEeSTETbHOCTH M CO3/TAHMUH KOPIIOPATHBHBIX JOKYMEHTHBIX CHCTEM
Ha MpPEANpHUSATHH, B YAaCTHOCTU B YINPABJIECHUU IPOEKTOM IO
BHEJIPEHUIO COBPEMEHHOMN KOPIIOPAaTUBHOM CHUCTEMBI
3JIEKTPOHHOTO JOKYMEHTO00OpOTa OpraHv3aldd W pa3paboTKe
cTpaternu ee pa3BuTHs. OCyIIEeCTBISIETCS dMIUPHUYECKas CTaIus
BBITIOJTHEHHS MHAMBHIYAJIbHOTO YU€OHOTO MPOEKTa

84




2

3

Anxanutnue
CKHUMU dTall

AHaIUTHYECKOE ONWCaHWE [AaHHBIX IIONly4eHHBIX B X0
BBHITMIOJIHEHUS O3HAKOMHUTENBHOTO W TPAKTHYECKOTO 3TaroB U
MPOBEACHHBIX OMIUPUUYCCKUX/IPUKIATHBIX HCCICAOBAHUNA U
apyrux  ¢GopM  HaydHO-TIpHKiIamHoW pabotel.  [IpoBemenue
0000IIeHNsT W  KPUTHYECKOH OIGHKM MO  pe3yjibTaTam
MPaKTUIECKOTO OCBOCHUS YHUBEPCAIbHBIX,
obmenpodeccHoHaTBHBIX W TPO(HEeCCHOHANBHBIX KOMITCTECHITHN
(YK-2,

OIIK-1, I[IK-6) 1 BEIONHEHUS CTYIEHTOM B XO/I€ MPAKTUKH CBOETO
WHANBUIYATFHOTO Y9e0HOTO MPOeKTa

46

3aKIrounTen
BbHBIN dTall

ITogroToBka W TpPOBEACHHE WTOTOBOM KOHQEPCHIHWH 10
pe3yibTaTaM y4eOHON MPOEKTHOW NPaKTUKH, B XOAE KOTOPOM
MPOXOAUT aTTECTAIlUsl CTYACHTOB U BBICTABISICTCSI HTOTOBas
OIICHKA 32 YYeOHYIO MPOEKTHYIO MPAKTHKY.

10

ABTOpBI:

KypcoBbie paGoThl: HE IPEyCMOTPEHBI.
®opma npoBeeHUs ATTECTAIUM N0 Y4eOHOH NMPOEKTHOH MPaKTUKeE. 3a4eT

Cauenko A.Il., kanna. ¢us.-mat. HayK, JOLIEHT;

3akapsH M.P., kaHa. TeXH. HayK, JOLEHT.




