AnHOTaIMs K paboueit mporpamme yueOHOM MpaKTHKU
b2.0.01.01(Y) O3HakomuTe/IbHAS MPAKTHKA
CTYIeHTOB 3204HO# (popMbI 00yueHus: HaGopa 2023 roga
HalNpaBJ/ieHHs NOATO0TOBKHU 0aKaJIaBpoOB
46.03.02 /loxkyMeHTOBeleHHEe U apXHBOBE/ICHHE
O0beM TPpya0eMKOCTH: 6 3a4ETHBIX €IMHUIIBI
Heabo mnpoxoxaeHusi y4yeOHOM O3HAKOMUTEIBHOM MPAKTUKHU (J1ajiee MPaKTUKH) SIBISETCS
JOCTHKEHHUE CJEAYIONIMX pPe3yIbTaToB OOpa3oBaHUs: 3aKpEIUIEHWE TEOPETUYECKUX 3HAHMIA,
MOJYYECHHBIX IPU U3YYEHUH JOKYMEHTOBEIYECKUX M apXUBOBEAYECKUX TUCIUILUIMH, U IOJTy4YCHUE
NEPBUYHBIX HaBBIKOB UX MPAKTHUYECKOTO MPUMEHEHUS Ha OCHOBE MPAKTUYECKOTO O3HAKOMIICHUS
C CHCTEMOH JOKYMEHTHOW MESTEIbHOCTH OpPraHW3allMi; OCBOCHHWE YMEHHH CTaBUTH LEJH,
dbopMynupoBaTh 3aJayd  MHAMBHUIYAJIbHOM M COBMECTHOM JIOKYMEHTHOH JESTeIbHOCTH,
KOOIIEPUPOBATHCS C KOJUIEraMu Mo paboTe ¢ JOKyMEHTaMH; OOy4eHHE MEPBHYHBIM HaBBIKAM
pellleHuss MPaKkTUYEeCKUX 3a7ad B 00JacTH JOKYMEHTHOM JesTeIbHOCTH OpraHu3alluu;
dopmupoBaHne TPO(PECCHOHANBHON TMO3UIMH JOKYMEHTOBENA, MHPOBO33PEHHS, CTHIISL
MOBE/ICHUSA, OCBOCHHE MPOPECCHOHATBHON TOKYMEHTOBEAYECKONH JTHKH; 3HAKOMCTBO CO
cnenn(UKoi NesITeIbHOCTH JTOKYMEHTOBEA B OpPraHU3alMAX Pa3InYHOTO MPOQWIIS; pa3BUTHE
JMYHOTO JINYHOW MOTHUBAIIMU K MPO(ecCHOHAIBHON TOKYMEHTHOM 1eATeIbHOCTH.
3agauu NpakTHKU:
— O3HAaKOMJIEHHE C JOKYMEHTHOW JeSITeNbHOCThI0 B  cdepe  Ielonpou3BOJCTBA,
JOKYMEHTAIlMOHHOTO  O0ECIIeYeHUs]  YNpaBJICHUS,  OpPraHu3alMk  JOKYMEHTO00O0poTa,
(dbopMUpPOBaHUU KOPITOPATUBHBIX JOKYMEHTHBIX CUCTEM Ha MaTepuajie KOHKPETHON OpraHU3alui;
— BBIABIICHHE W HW3YYEHHE AaKTyaJIbHBIX NPOOIEeM B CHUCTEME IOKYMEHTHOHW eSTeTbHOCTH
OpraHH3aIy;
— O3HAKOMJICHHE C TIPOLIECCOM pa3padOTKHU TMPOrpaMM HAy4YHBIX HCCICIOBAHUNH B CHCTEME
JIOKYMEHTHOM JIeATEIbHOCTH MPEANPUATUS U YIaCTHE B OPraHU3AIMH UX BBIITOJIHEHUS;
— 03HAKOMJICHHE M U3y4CHHE MPUMEHSIEMBIX B OPTaHU3AIMH MOJIENCH MPOIecCOB JOKYMEHTHOM
NeSITeIbHOCTH, OCBOCHHME METO/OB OLEHKH M HHTEepIpeTalud pe3ylbTaToB JOKYMEHTHOM
NesITeTTbHOCTH;
—cbop, 00paboTKa, aHAJIU3 U CUCTEMAaTH3alMs TaHHBIX TJOKYMEHTHOM 1€ TeIbHOCTH OpTaHU3allH
110 TeME WH/IUBUYAIBHOTO 3a/IaHMS,
— TMOATOTOBKA MyONUKalWU (TE3WCOB BBICTYIUICHHUS), 0000INAOmIEl OMBIT JAOKYMEHTHOU
NeSITeTbHOCTH B OpTaHU3aIHH;
— MOATOTOBKA OTYETa O MPOXOKACHNUU YUeOHO! PaKTUKY;
— oneHka 3 (HEeKTHBHOCTH TOKYMEHTHOH IS TEIbHOCTH OpTraHU3allny;
— (opmupoBaHue NpPo(ecCHOHANBHBIX NPUOPUTETOB JUIS JalibHEHIero npogeccuoHanbHOTO
pa3BUTHUS B paMKax [OATOTOBKM 1o HampasieHuto 46.03.02 JlokymeHTOBeqeHHE U
apXUBOBEJICHHUE.
Mecro npaktuku B cTpykrype OOIL.
VYyeOHast O3HAKOMHTENbHAs MpPAaKTHKa OTHOCHTCS K 0Oa3oBoii/o0s3arensHoi yactu biok 2
«IIpaktuka» u umeer unaekc b2.0.01.01.
[IpakTuka Oa3upyercss Ha OCBOEHHM CIEIYIOIIUMX IUCHUIUIMH: «BBeneHue B HampaBlieHHE
OArOTOBKM», «OCHOBBI MPOEKTHON JAEATEIHHOCTH B JIOKYMEHTOBEICHUN W apXHUBOBEICHUM»,
«Opranu3aiioHHOe ToBeieHue», «PycCcKMi S3bIK W OCHOBBI JICIOBOM KOMMYHUKALUU»,
«Hctopus», «be30nacHOCTh  JKHU3HEACITEIBHOCTH, «OKOHOMHKA, «Opranuzanus
roCyJapCTBEHHBIX yupexaeHuit B Poccuny», «Mupopmatuka», «/lokymentoBeaenne», «OCHOBBI
TVICKPETHOW MaTEeMaTWKH W ONTHMH3AIUS TOKYMEHTONOTOKa», «OCHOBBI MH(POPMAIMOHHOTO
MeHeKMeHTa», «OCHOBBI TEOpUH yIIpaBieHUs», «PedepupoBanue U peJakTHPOBAaHUE HAyYHBIX
TEKCTOB» U «CTHIIMCTUKA U IUTEPATYPHOE PEAaKTUPOBAHHEY.
IlepeyeHb NIAHHMPYEMBIX Ppe3yJbTAaTOB O0YYeHHS] NPH NPOXOKAEHUH HPAKTHKH,
COOTHECEHHBIX € NJIAHUPYEMbIMHU Pe3yJIbTATAMH 0CBOECHHS 00pa30BaTeIbHOIl MPOrpaMMBbI.
B pe3ynbTare npoxoxaeHHs MPaKTUKH CTYJEHT JOJKEH MPUoOPECTH Cleayrolue KOMIIETCHIINN



B cootBeTcTBHH ¢ PI'OC BO 1 pabounm yueOHBIM MJIaHOM.

Ne Koz Conepixanne [Inanupyemsle pe3ysbTaTsl IPU MPOXOKACHUN IIPAKTUKHU
KOMIIETE | KOMITETEHINH (MU
ILII. .. (MHAMKATOPBI JOCTUXKEHUS KOMIIETSHIINH )
HIUU e€ yactn)

1 2 3 4

1 | 1K-31 MK-3 Criocoben k | Peanu3zyer ymnpaBieHUecKME pEUIEHUS B OpraHu3aluu
BEJIEHUIO JIOKYMEHTO00O0pOTa B OpraHu3auu

2 TIK-3.2 JIOKyMEHTO000PO YyacTByeT B OpraHu3aluy IPUHATUSA YIPABICHYECKUX
Ta B OPraHU3alMM | pelieHuid B BEACHHH JOKYMEHTO000pOoTa
MK-5 Crnocoben | 3HaeT IUIaHUPOBAHUE OPraHU3ALMU U KOHTPOJSA TEKYIIEn

3. |IIK-5.1 OCYILECTBIIATh JNEeITeIbHOCTU CUCTEMBI BHYTPEHHETO KOHTPOJIA
I/IH(l)OpMaHI/IOHHO- 9KOHOMHYCCKOI'O cy61)eKTa U YMEET Cro OCylneCTBJIATh
CIIPABOYHBIC 3Haer OpraHu3alyI0 BBIIIOJHEHUS IUIaHA OpTraHM3alliu U

4 | TIK-5.2 paboThI C | KOHTPOJISI TEKYILEH NEATeIbHOCTU CHUCTEMBbl BHYTPEHHETO
JOKYyMCHTaMH KOHTpOJISI OKOHOMHYECKOTO CyOBeKTa M yMmeeT e
OopraHnu3anuu OCYIICCTBIIATD

1. Crpykrypa u cofepKaHue NPAKTUKH
OOBeM MpakTHKH COCTaBiIsIeT _6 3adeTHhIX enuHmIl (216 dacom), 48 yacoB BBIIEICHBI HA

KOHTAaKTHYIO paboTy oOydarommxcs ¢ mpernojaBareneM u 168 4acoB Ha caMOCTOSATENBHYIO paboTy

CTY/ICHTOB, B TOM uuciie _96 dacoB B opMe MPaKTHIECCKOW MOATOTOBKH. [IpOIODKUTEIHBHOCT

npakThku _4 Henenu. Bpems npoBeieHus MPakTUKU _2  ceMecTp.
VYuebHasi 03HaKOMUTEJIbHAS PAKTUKA B COOTBETCTBUH C PEIIAEMBIMU CTY/ICHTaMH 33 jauaMU
JIOTUYECKU pa3duTa Ha CIEAYIONIMX ISITh ATANOB €€ MPOXOKIACHHSL:

— IIOATOTOBUTEILHBIN OTall,

— OCHOBHOM 03HAaKOMUTEILHBIM ATaIl,

— OCHOBHOM IPaKTUYECKUH JTaIl,

— OCHOBHOM aHAJIMTUYECKUH 3Tarl,

— 3aKJIIOYMTEIIbHBINA ATarl.

Coneprkanue pasiesoB IpOrpaMMbI MTPAKTUKH, pacipeesieHHe O KETa BPEMEHH MTPAKTHKHI

Ha UX BBIIIOJIHCHUC MTPEACTABJIICHO B Ta6.]'II/H_[e

Paznenst (3Tamns)
No MPaKTUKH MO BUJIaM bromxer
n y4eOHOM JeSTEIHHOCTH, Conepsxanue pasnuena BpEMEHHU,
BKJTIOUast (gacer)
CaMOCTOSITENIbHYIO paboTy
1 2 3 4
1. Iloarorosurenebuelii 3tan | [lonyyenue 3amad Ha y4eOHYIO 03HAKOMHTEILHYIO
MPAKTUKYy W pa3pabdoTKa KaJCHJAPHOTO IUTaHA WX
peanuzanmu. Ha sTom stane ocymiecTBisieTcs BEIOOp
OpraHu3alyu (mpenmpusATHsL), 3aKJIFOYEHUE 4
JIOTOBOPA, MOJyYEeHHE WHIMBHIAYAILHOTO 3a1aHust y | (KOHTaKT
pPYKOBOAMTENS y4eOHOM MPAKTHKU B COOTBETCTBHH C Hast
€e LeIsAMU M 3a7a4aMM, a TaKKe B COOTBETCTBUM C | paboTa)
BbIOpAaHHON TEMOW BBIMYCKHOM KBalM(UKALMOHHOMN
paboTsl. Beimonusiercst opopmiieHue, coriacoBaHue
U YTBEPXKJECHHE TOKYMEHTOB, HEOOXOAMMBIX st




MMPOXOXKIACHUA IIPaKTUKU. HpOBOILI/ITCSI
YCTaHOBOYHAsA KOH(bepeHLII/ISI

1 2 3 4
2. OcHoBHOI1 O3HakoMJIeHME C  CHCTEeMOM  JOKYMEHTHOU
O3HAKOMMTEJIbHBIN 3TaIl JEATEIIBHOCTH MPEANPUATHS 10 JOKYMEHTALHH.
[Tonck u wW3ydeHWE 3aKOHOJATEIBHO-IIPABOBOM H
HOPMaTUBHO-METOINYECKON JOKYMEHTALUH,
OTIpEICIISAIONIEH YCTPOMCTBO, (DYHKIIMOHUPOBAHHUE,
OpraHu3alMi0 M OCYIIECTBICHUEe JoKyMeHTHOH | 96 (16
JesTeIbHOCTH Ha npeanpustuu. HermocpencTBeHHoe |  4acoB
03HAKOMJIEHUE c JeJI0NPOU3BOJICTBOM, | KOHTAKTH
JOKYMEHTAl[HOHHbIM O00€CleYeHueM YIpaBJIeHus, ast
OopraHu3almei JIOKYMEHT0000poTa u | pabora)
(dbopMHpOBaHUEM KOPIOPATHBHBIX JIOKYMEHTHBIX
CUCTEM B CTPYKTYPHBIX  IOJpa3JeJICHUsIX
npeanpustus. OcymecTBiseTcss cOOp NaHHBIX O
CUCTEME JIOKyMEHTHOU NeATeNbHOCTH MPEANPUATHUS
B COOTBETCTBUM C MHAMBHUIYAJIbHBIM 3alaHUEM
3. OcHoBHOM  mpakTHyeckuil| IlepBuyHOE NpakTUYECKOE OCBOEHHE BBINOIHEHUS
JTan B dopme | GpyHKUMH ~ JOKYMEHTHOM  JEATEIbHOCTH  Ha
NPaKTUYECKOM MOArOTOBKU) | MPEANPUITHH, B JIeJI0TIPOU3BO/ICTBE,
JOKYMEHTAI[HOHHOM  O0€CleYeHU!  YIpaBJICHUs,
OpraHmM3aiii  JOKyMeHTooOopoTa, B co3manuu | 96 (16
KOPIOPATUBHBIX JOKYMEHTHBIX CUCTEM. Y4acThe B | YacoB
npoueccax COBEpLICHCTBOBAHUE CUCTEMBI | KOHTAKTH
JOKYMEHTHOW  J€STEIbHOCTH  NpPEeNNpHsTHsi, B ast
YOpPaBICHUM MPOEKTaMU M MporpaMmamMu 1o | pabora)
BHEJPEHUIO  HOBBIX  METOJOB U  Mofenei
KOPIIOPAaTUBHBIX  JOKYMEHTHBIX  CHUCTEM  Ha
npeanpustun.  OCylecTBIseTCs  AMIMPHUYECKast
CTaIusl BHIIOJIHEHUS MHMBUYaTbHOTO 33 JaHHs
4. OCHOBHON aHAJINTUYECKHM | AHAIMTUYECKOE ONMCAHUE JAHHBIX IOJyYEHHBIX B
JTan xo7ie BBITTOJIHEHHS 03HAKOMUTEIHHOTO u
MIPAKTHYECKOT O ATaroB U nposeaeHHbix | 10 (2
OMIIUPUYECKUX/MPUKIAIHBIX ~ HCCIIEAOBAaHMNA | | 4Yaca
Opyrux  GOpM  HAYYHO-TIPUKIJIAQJAHOM  PabOTHI. | KOHTAKTH
[TpoBenenne 0600MICHNST U KPUTHYECKOM OIICHKH IO | asi paboTa
pe3yiabTaTaM BBIOJIHEHUS CTYJEHTOM B XOJ€
NPaKTUKW MHIUBHUIYaJIbHOTO 3a/1aHUS
5. 3aKIIIOYUTENbHBIN JTal . 10
[ToaroroBka u mpoBeneHue HTOrOBOH KOH(pepeHInu (koHTaKT
1O pe3y/bTaTaM 03HAKOMHTEIbHOH NPAKTHKH B X0/l Has
KOTOPOH NMPOXOAUT aTTECTAIUsI CTYICHTOB. patora)

KypcoBbie padoThI: He IPETyCMOTPEHBI.

®opma npoBeeHUA ATTECTANUH N0 Y4eOHOH NPAKTHKe (03HAKOMHMTEJIBLHOI): 3a4eT

ABTOpBI: Mupomnanuenko B.C., kaH[. 3KOH. HayK, JOLICHT;

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




