AHHOTaIus K pabodei mporpaMMe MPOU3BOJICTBEHHON MTPAKTUKH
b2.0.02.03(I1x) peqaunjioMHas NpakTUKA
CTY/IeHTOB 04HO¥i opMbI 00yueHuss HaGopa 2024 roga
HaNpaBJIeHUsI MOJATOTOBKH 0aKaIaBpPoOB
46.03.02 loxkymeHTOBeIeHHE U aPXUBOBeeHHE
O0BbeM TPy10eMKOCTH: 12 3a4eTHBIX €TUHUI]
Lenbo NpoXo:KIeHUs] MPOU3BOJICTBEHHONW TMPEATUIUIOMHOM MPAKTUKHU (Jajnee MPaKTUKU)
SBIIIETCS JOCTH)KCHHE CJCIYIONIMX pPe3yJbTaTOB O00pa3oBaHUS: OBJAJICHUE CTYICHTAMH
HAYYHBIMH MeTOJIaMHU MIPOBECHUS AQHAIUTUYECKUX  HCCIEOBAaHUN  TPOOJIEMBI
COBEPIIICHCTBOBAHUS JICJIONPOU3BOJICTBA, JTOKYMEHTAIIMOHHOTO OOECIICUCHHS YIIPABIICHUS,
ApXMBHOTO XPaHEHUS JOKYMEHTOB OpraHH3alluu B yCIOBUSAX HU(POBOro oOIIecTBa; OBJIaJCHUE
CTYJICHTaMH HAyYHBIMH METOJAMH TPOBEACHHS TCOPETHUECKUX HCCIICTOBAHUMI MO M3BICKAHUIO
MyTel COBEPIICHCTBOBAHUS I€JIOMPOU3BOJICTBA, TOKYMEHTALIMOHHOTO O0ECIIeUeHHUs YIIPaBICHHUS,
ApPXUBHOTO XPaHECHUS JOKYMEHTOB OpraHU3alluu B IU(YPOBOM OOIIECTBE; OBIAICHUE CTYACHTAMU
HAYYHBIMHU METOJJaMU MPOBEICHUS IPUKIIATHBIX SMIUPUUECKUX UCCIIETOBAHUN 110 0O0CHOBAHHIO
MoJielIe TOCTpoeHUs dPPEKTUBHBIX JEIOMPOU3BOJICTBA, JMTOKYMEHTAIIMOHHOTO OOECTICUeHUs
yIOpaBlIeHUS, ApXUBHOTO XpPaHEHUS IOKyMEHTOB OPraHU3allii Ha OCHOBE TPUMEHEHUS [IUPPOBBIX
TEXHOJIOTHI; OBIIQJCHHE CTYJCHTAMH METOJaMU MPOSKTUPOBAHUS COBPEMECHHBIX CHCTEM
JEJIIONPOU3BOJICTBA, JIOKYMEHTAIMOHHOTO OO0ECleYeH sl YIPaBJICHUS, apXUBHOTO XPaHEHUS
JIOKYMEHTOB OPTaHM3AIMH, OTBEUAIONIUM TpPeOOBaHUAM IU(POBOrO OOIIECTBA; MPUOOPETCHUE
HaBbIKa BbIOOpA M OOOCHOBAHUS aKTyallbHOW HaydHOU MpoOJIeMbl, HAMpaBICHUS, LIETH U 3a/1a4
UCCJICIOBAHWA 10  WM3BICKAHWIO  IYyTEH  COBEPIICHCTBOBAHWS  JICJIONPOU3BOJICTBA,
JIOKYMEHTAIMOHHOTO 00€CIIeYeHH sl YIIPABICHHUSI, ApXUBHOTO XPAHEHUS IOKyMEHTOB OpraHu3aluu
B nudpoBoM oOIIecTBe W cOOp W IMOATOTOBKA MATEPHAIIOB IO 3TOH TeMe I HalUCaHUS
BBIMTYCKHON KBaTU(UKAMOHHON paOOTHI.
3agauu NpaKkTHKU:
— BBIOOp KOHKPETHOTO TMPENNpHUATHS JUIS WHHOBAIIMOHHOTO COBEPIICHCTBOBAHHUS €€
JICJIONPOU3BOJICTBA, JIOKYMEHTAIIMOHHOTO OOCCIICUCHHS YIIPABJICHUS, APXUBHOTO XpaHEHUS
JIOKYMEHTOB B YCJIOBHSIX ITU(POBOTO 0OIIECTBA;
— TIOCTAaHOBKAa TMPOOJEMBI COBEPIICHCTBOBAHUS JCIIONPOU3BOJICTBA, JTOKYMEHTAIIMOHHOTO
oOecrieueHHs YMpaBJICHHs, APXUBHOTO XpaHEHHUS JIOKYMEHTOB OpraHHU3allMd B YCJIOBHSX
nrudpoBoro odI1IeCTBA;
— MPOBE/ICHNE AaHATTUTHYECKHUX HCCIIeIOBAaHUM MTPOOIEMBI U COCTaBICHHE aHATUTHYECKOT0 0030pa
1o mpooeme;
— O3HAaKOMIIEHHE ¥ H3y4YeHHE OpraHu3alMOHHO-YMPaBICHUYECKHX MOJIENe MpOIIeCCoB,
JICJIONIPOU3BOJICTBA, JIOKYMEHTAIIMOHHOTO OOCCIICUCHHS YIIPABJICHUS, APXUBHOTO XpaHCHUS
JIOKYMEHTOB, HCIIOIb3yEeMbIX B OpraHU3aI1y;
— IIPOBEJICHHUE TEOPETUICCKUX UCCIICIOBAaHUI MPOOJIEMBI U COCTABICHUE TEOPETUIECKOTO OTUETA
1o npobiueme;
— TIPOBEICHHWE TPUKIAIHBIX SMIMPUICCKUX HCCIICIOBAHUN TpOoOJIeMbl Ha BBIOpPAHHOM
OPEIIPUATHH 110 000CHOBAHHIO MyTEH pelieHws MpoOIeMbl Ha MPEATNPUSATHY;
— TIOJITOTOBKA OTYETA O MPOXOXKICHUH MPOU3BOJICTBCHHOH MPEIUIITIOMHOM MPAKTHKH;
— MPOBEICHUE MPOCKTHBIX UCCIIEOBAHNN Ha BELIOPAHHOM MPEANPUATHH U pa3pab0TKa KOHIICTIIHN
MMOCTPOCHHUST WHHOBAIIMOHHBIX CHCTEM JICIOMPOU3BOJICTBA, JOKYMEHTAITMOHHOTO OOCCTICUeHUS
yOpaBleHUs, apXWBHOTO XPaHEHHs] JOKYMEHTOB B YCIOBUSX C NPHUMEHEHHEM IH(PPOBBIX
TEXHOJIOTH.
MecTto npaktuku B crpykrype OOII.
[TpousBojcTBEeHHAs TpakTHKa — HaydHo-ucclieoBaTtenbckas padoTa  OTHOCHUTCS K
0a3oBoii/o0s3aTenbHOl YacTu biok 2 «IIpaktuka» u umeet uanekc 62.0.02.02(11).
[TpakTika 0a3upyeTcss Ha OCBOCHHH CICAYIONMX AUCHHILINH: «Dunocodusy, «Ilcuxomorusy,
«JlokymMeHTHass TUHTBUCTHKA», «Teopust TOKyMEHTa M CHUCTEM AOKyMeHTarum», «PaspaboTka
HOPMAaTUBHO-METOJMYECKUX  JOKYMEHTOB  opraHm3amuu», «CucreMa  JOKyMEHTaIlUU



opranuzanumn», «MHbopmanmoHHble cUCTeMBbl U 0a3bl AaHHBIX», «VHCTPYMEHTHI MOATOTOBKU
MYJbTUMEAUMHBIX JAaHHBIX M IPE3CHTALMOHHBIX MaTepuayioB», «IHOCTpaHHBIN S3BIK»,
«HpOpMAIIMOHHO-KOMMYHUKALIMOHHBIE ~ TEXHOJIOTHMM W aHaiu3  JaHHbIX», «OCHOBBI
OEpeKIMBOTO MPOU3BOACTBAY», «AIMUHUCTPUPOBAHUE M yNpaBICHUE UPPOBBIM KOHTCHTOM,
«YTpaBjeHHE AJIEKTPOHHBIMU JOKYMEHTAMU U KOPIOPATUBHBIM KOHTEHTOM», «YIIpaBJieHHE
HSKOHOMHKOW apXMBHOM oTpaciny», «OcHOBB HH)OPMAIIMOHHOTO MapKeTHHray, «HopmarusHo-
MeToauyeckas 0a3a JOKYMEHTHOM NeATelIbHOCTH B opraHusauun», «CTaHmapTsl B o0nactu
yIpaBJeHUs JOKyMEHTALMEW» U BCE IPYrHe TUCLUILINHBI.

Ilepeyenb mnJaHMpPyeMbIX Ppe3yJabTATOB O00y4YeHUs] NPH NPOXOKIEHHH TPAKTUKH,
COOTHECEHHBIX C INIAHNPYEeMbIMH pPe3yJbTATAMHU 0CBOCHHS 00pPa30BaTe/IbHOM IPOrPaMMBI.
B pesynbrare Boimonnenuss HUP cryaeHt nomkeH mpuoOpecTH clieqyrolnue KOMIIETEHIIMH B

cootercTBUH ¢ PI'OC BO 1 pabounm y4eOHBIM IJIAaHOM.

No Kon Copnepxanue [Tnanupyemblie pe3yabTaThl IPH MPOX0XKICHUH
. I_I KOMIIeTE | KOMIIETeHIIMU (M e IPAKTUKH
U Homum YacTH) (MHAMKATOPHI JOCTUYKEHUS KOMIIETEHITUH)
1 2 3 4
IIK-1 Crnocobex
HIIK-1.1. Pa3pabatpiBaTh JOKaJbHbIE HOpPMAaTHUBHBIE
pa3pabarbIBaTh U
1. [IK-1.1 aKTBhI o JTOKYMEHTAIlMOHHOMY o0ecreueHuo
BHEAPSTh  JIOKAJIbHBIC .
yTpaBJICHUS OpraHu3anuei
HOpPMAaTHBHBIE aKThl 110
OKYMEHTAIIMOHHOM
HOKY H Y |AmK-1.2. Brenpser nokanbHble HOPMAaTUBHBIE AKTHI 110
o0ecreveHnIo
2. |IIK-1.2 JOKYMEHTAallMOHHOMY  OOECIEUeHUI0  YIpaBIICHUS
YIpaBJICHUS .
. opraHu3auen
opraHusanuen
IIK-2 Coocoben
HIIK-2.1. Opranuszyer JOKYMEHTHUPOBaHUE
3. |IIK-2.1 |opranusanuu .
yIpaBJIeHYECKOH eI TENTbHOCTH B OpraHu3aluu
JTOKYMEHTHPOBAHUS
YIIPAaBJICHUYECKOU UYK-22 Tl
-2.2. UMEHSeT WH(POPMAIMOHHBIE CHUCTEMBI B
4 [IK-2.2 |nesTenbHOCTH B pH (bopman
yIpaBJIeHYECKOH IeSTETbHOCTH B OpraHU3aluu
OpraHu3aIH
HIIK-3.1. Peamusyer ynpaBiIeHYECKHE pEIICHUS B
5. |IIK-3.1 |IK-3 Cnocoben kK yer ynp P
OpraHu3alK JOKYMEHTOO00pOTa B OpraHU3aluu
BEJICHUIO
HIIK-3.2. VYyactByeT B OpraHu3alil MPUHATHSI
JTOKyMEHTOO0OpOTa B .
6 I1K-3.2 YIPaBIEHYECKUX peleHui B BEJICHUU
OpraHu3aIH
JIOKYMEHT0000pOTa
IK-4 Cnocoben
ocymectBisiTh pabdorel | MITK-4.1. YyactByeT B paboTe 1o MPOEKTUPOBAHUIO U
7. |IIK-4.1 |10 MpPOEKTHPOBAHUIO U |BHEIPEHUIO CUCTEMBI AJIEKTPOHHOTO IOKyMEHTO000pOTa
BHEJIPEHUIO  CHCTEMBI | B cepe TOKYMEHTALMOHHOTO YIIPaBJIE€HHs OpraHU3aIlH
3JIEKTPOHHOTO
JIOKYMEHTOOOOpoTa B
chepe NYK-4.2. Cnocoben MIPUMEHSITh CUCTEMBI
8 ITIK-4.2 |1OKyMEHTalMOHHOTO  |3JIEKTPOHHOTO JOKYMEHT0000poTa B chepe
yTpaBJIeHUS JOKYMEHTAIMOHHOTO YIIPABIICHHS OpPTaHU3aIuU
OpraHu3aIH
IK-5 Cnoco6en | MIIK-5.1. JemoHcTpHupyeT BJIa/ICHUE
9. |IIK-5.1 |ocymecTBIsTH MH(OPMALIMOHHBIMU ~ TEXHOJIOTUSAMH B  paboTe ¢
MH(pOPMAIMOHHO- JOKYMEHTaMH OpraHu3aluu
CIpaBOYHbIE PAabOTHI C
P P HIIK-5.2. Tlpumensier wuHMOPMAIMOHHO-CIIPABOYHBIE
10 |IIK-5.2 |moxkyMeHTamu
CHCTEMBI B paboTe ¢ JOKYMEHTaMH OpraHU3aluu
OpraHu3aluu




1 2 3 4
IK-6 Crniocoben
HIIK-6.1. PerymupyeT KOHTpOJb IMpoIecca W CPOKOB
11. |IIK-6.1 |ocy1iecTBIATH Py P port P
WCIIOJTHEHUS JIOKYMEHTOB B OPTaHU3aIUH
KOHTPOJb Tporecca M
CPOKOB  HCIIOJIHCHUS
HNYK-6.2. OcymecTBiseT KOHTPOJIbHYIO NESITEIBHOCTh
12 |TIK-6.2 |mOoKyMEHTOB B yim p yio A
B JOKYMEHTOBE/ICHUU U apXWBOBEICHUN OPTaHU3AINH
OpraHu3aIuu
IIK-7 Coocoben
13, |OK-7.1 |BeneHmio HIIK-7.1. Bener onepaTuBHOE XpaHEHUE TOKYMEHTOB B
' ™ |omepaTuBHOTO OpraHu3aIu
XpaHEHUsI JJOKYMEHTOB
B OpraHusaimud |
14 |TIK-72 nepenaun  gen i | MIIK-7.2. YyacTByeT B OpraHu3anvy U Mepeaadu aei
' " |mocnemyromiero JUTSL TIOCJIETYFOIIETO XPaHEHHUSI
XpaHCHHS
K-8 Crocooen | MIIK-8.1.  JlemoHCTpupyeT 3HaHHS  MOCTPOCHHSA
15. |IIK-8.1 |mocTpoHMTh  CHCTEMBI|CHCTEMbl apXHWBHOTO XpaHEHUs JAen (IOKyMEHTOB) B
ApXWUBHOTO  XPaHCHWsI | OpraHU3aluu
16. |TIK-82 |Men (moxymentoB) B|HYK-8.2. VYuactByer B (QOpMHPOBAaHUH CHCTEMBI
' '~ |opraHmu3anyu ApPXUBHOTO XPAHCHHUS JIe)T (JIOKYMEHTOB) B OpraHHU3AIHH
HIIK-9.1. EMOHCTPUPYET  3HAHUSA  TEXHOJIOTHI
IIK-9 Coocoben « A pPHby
17. |TIK-9.1 CHUCTEMBI DJICKTPOHHOTO XPaHEHUs JOKYMEHTOB B
BHEJPCHUIO  CHCTEMBI
AJIEKTPOHHOT'O ~ apXWBa OpTanrsaiu
NYK-9.2. Opranuzyer BHEJIpEHUE CHUCTEMBI
18. |TIK-9.2 |opranuzanuu p Yy AP
JIEKTPOHHOTO apXHBa B OPraHU3AINH

CTpyKTypa u cojep:KaHHe NPAKTHKH

OObeM mpakTUKH cocTaBiusgeT _12 3avyerHpix emunul (432 4YacoB), 2 4Yaca BBIJICTICHBI Ha

KOHTAaKTHYIO paboTy oOyuaronmxcs ¢ npenozasareneM u 430 4acoB Ha caMOCTOATEIbHYIO paboTy
CTyJIeHTOB, B ToM uucie _308 dacoB B (opMe MpakTU4ecKod MOoAroToBkH. IIponomkurensHOCTD
npakTuku _8 Hezenb. Bpems npoBeneHus npakTuku _8 cemectp.

[Tpou3BoAcTBeHHAs MPEAIUIUIOMHAsT TPAaKTHKa B COOTBETCTBMM C peElIaeMbIMHM CTyAEHTaMU

3aJjladaMi JIOTHYCCKH pa36HTa Ha CJIICAYIOIIHUX IIATH 3TAIlOB €€ MPOXOXKIACHUA: HOI[FOTOBI/ITSJIBHBII\/'I

9Tar, UH()OPMAITMOHHBIN ATall, UCCIIEI0BATEIBCKUNA ITAll, TBOPUYESCKHIA ITall, 3aKTFOUNTENLHBIN 3TaIl.

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

BBITIOJIHCHUEC MPEACTABIICHO B Ta6J'II/III€

Ne Pa3nensl brogxer
/_ (aTambr) Coneprkanue pasjiena BpEMEHHU,
v MPAKTHKH (gachr)
1 2 3 4
1. [ToaroroBu- | ITonydenne 3amad Ha MPOU3BOJACTBEHHYIO MPEIIMIUIOMHYIO
TeNbHBIH NPaKTHKY ¥ pa3paboTka KaJICHIapHOro IUIaHa uX peaiu3anuu. Ha
STal 9TOM 3Tane OCYLIECTBISETCS BEIOOP OpraHU3auy (IPEATIPUSTHS ),
SAIUTIOHEHNE ZIOTOBOPa, TONYSCHNE HEIMBH/IYAILEONO SAMAHIA Y | ¢ (1 gacy
PYKOBOJAUTEIA NPOU3BOACTBEHHOU MNPEAAUITIIOMHOU IPAKTUKH B KOHTAKTHAS
COOTBETCTBHHU C €€ LIEISIMU U 33a7[a4aMu, a TAKKE B COOTBETCTBUU C
BBIODaHHOW TEMOW BBIMYCKHOH KBATM(PUKAIIMOHHOW pPadOTHI. pabora)
BeimosiasieTcss  opopmileHHe, COTJIAaCOBaHHME U YTBEPIKICHHE
JOKYMEHTOB, HEOOXOAWMBIX [UISi HPOXOXKICHUS IPAKTUKH.
[IpoBoauTcst ycTaHOBOYHASI KOH(DEPEHIIHS




2

3

Wudopman
HOHHBIN
JTan

O3HaKOMJICHHE C CUCTEMOM JIOKYMEHTHOM JIeITeIBHOCTH 0230BOTO
npennpusitusa. [louck u opraHm3amus JOCTyma K HCTOYHHKAM
rH(pOpMAITNH, COAEPIKALTIM CBEIECHUS O CHCTEME ITOKYMEHTHOW
JIESTSIILHOCTH, €€ OPraHU3allii U YNPaBJICHUU HAa TIPEIIPUATHU.
C6op wH(pOpMar W3 JOKYMEHTHBIX WCTOYHHKOB W IyTEM
HEMOCPEJICTBEHHOTO W3yYEHHWS] OpTaHm3alid ¥  yIPaBICHUS
JIOKYMEHTHOW JIEATCIIbHOCTEI0O B CTPYKTYPHBIX IMOAPA3ICIICHUIX
NPEANpPUSITHS, OCYIICCTBISIONIMX JCATEILHOCTh B cdepax
JIEIOTIPON3BO/ICTBA, JTOKYMEHTAI[HOHHOTO o0ecrieueHust
YOpaBICHHS, OpraHU3alui  JOKYMEHTOOOOpOTa,  CO3JaHHS
KOPIIOPATHBHBIX JOKYMEHTHBIX cucTeM. [lonroroBka nHbopMaiuu
K CUCTEMHBIM HccienoBanmsiM. CrcTeMaTH3aIus MaTepruaioB I
nepBoro pazaena BKP

108

Wccnenosar
€JILCKUU
3Tan

HpOBCI[CHI/IC CHUCTEMHBIX I/ICCHe[IOBaHI/Iﬁ COCTOsSIHUSA CUCTEMBI
JOKYMEHTHOH AEATEJIbHOCTH Ha 0a30BOM HPEANIPHUATHH C LIETIbIO
onpeneneHus (GaKTHYECKOIO COCTOSHUSI €€ TEXHOJOIMYECKOil,
WHPPACTPYKTYpHOH, HOPMATHBHO-TIPABOBOH W TEOPETHKO-
MeTOI[OJIOFPI‘-IeCKOﬁ 633]31 )41 BBISABJICHUA CHUCTEMHBIX
HecooTBeTcTBHA. [locTaHOBKa TPOOIEMBI COBEPIICHCTBOBAHUS
CHUCTEM ILOKYMCHTHOﬁ JACATCIBbHOCTHU Ha 6a3OBOM MMPpCAIIPUATUHA.
YTounenue HpOGHCMI:.I B CHUCTEMC I[OKyMCHTHOﬁ ACATCIBbHOCTU
0a30BOro MpEeAIpUATHs, Ha PEIIeHHUEe KOTOpOH OyneT HampaBiieHa
BBITTYCKHAS KBaNTHU(UKAITMOHHAS paborta. Tounoe
(dopMmyinupoBanue  00bEKTa, MpeaMeTa, I[EeId W 3a7ad
uccnenoBanuil. CucremMaTH3anus MAaTepUaloB Ui BTOPOTO
paznena BKP

100

TBopuecku
M 3Tan

BripaboTka u 000CHOBaHUE WU COBEPILCHCTBOBAHUS CHUCTEMBI
JOKYMEHTHOMN JeATeTILHOCTH 0a30BoTO TpeNPUSTHS,
OCYIIECTBJICHHE KOTOPOW TIIO3BOJIUT PELIMTh ITOCTABICHHYIO
npobnemy. Bpibop u o00ocHOBaHWE HAy4YHOTO IOJIXOJa,
KOHIICTII[UH, TEOPUU U METOJIOJIOTHH, B paMKaX KOTOPBIX OYIyT
penIeHb! HIOCTaBJICHHBIE 3a71a4n UCCIICI0OBaHUM o
COBEPIICHCTBOBAHUIO CHCTEMBI JOKYMEHTHOH JIeITeNbHOCTH
0azoBoro mpeanpusatus. TouHoe QOPMYITUPOBAHUE OKUIAAEMBIX
pE3yJIBTaTOB MCCIEAOBAHUI IO BBIMTYCKHON KBaIH(UKAIMOHHOM
pabore wu pa3paboTka KaJeHOApHOTO IUIaHa-Tpaduka ee
3aBeplieHHs W TMOJrOTOBKM K 3ammre. CucreMaru3anus
MaTepuanoB Juisl TpeTsero pasaena BKP

100

3aKIIFOUnTEN
BHBIN JdTaIl

[lonroroBka © TpOBEJCHWE WTOTOBOW KOH(EpEeHIHUH 110
pe3ysibTaTaM MOpPOU3BOACTBEHHOW NPEAAMIUIOMHON MPaKTUKH, B
X0/1€ KOTOPOM MPOXOAUT aTTECTallUsl CTYJAEHTOB U BBICTABIISETCS
WTOrOBasi OLEHKa 3a MPOM3BOACTBEHHYI) NPELIUILNIOMHYIO
MPaKTHUKY.

10 (1 gac
KOHTaKTHasI
pabota)

ABTOpBI:

Kypcosbie padoThI:

HC IPpCAyCMOTPCHEIL.

Mupomnanuenko M.A., KaH]l. 5KOH. HayK, JIOLEHT;

3akapstH M.P., kaHz. TeXH. HAyK, JOLIEHT

®DopMa NpoBeeHUsI ATTECTALUH 110 NPEeJAUIIIOMHOM IPAKTHKE: 3a4€T C OLICHKON




