AHHOTaIus K padodei mporpaMme y4eOHON MTPaKTUKH
b2.0.01.01(Y) O3nakomMuTe/IbHAS NPAKTHKA
CTY/IeHTOB 04HO¥i opMbl 00yueHus HaGopa 2024 roga
HaIpaBJIeHUsl IOATO0TOBKH 0aKalaBpoB
46.03.02 loxkymeHTOBeIeHHE U aPXUBOBeeHHE
O0beM TPy10eMKOCTH: 6 3a4ETHBIX €TUHUIIBI
Heabio npoxo:kaeHuss y4yeOHON O3HAKOMHUTEIBHOM MpaKTUKU (Jajiee MPAKTUKH) SBISETCS
JOCTHKEHHUE CIENYIOUIMX pPe3yJbTaToOB 00pa3oBaHMs: 3aKPEIUIEHUE TEOPETUUYECKUX 3HAHMI,
MOJTyYEHHBIX [TPH U3YUYEHUHU TOKYMEHTOBEAUECKUX U aPXHUBOBEIUECKHUX TUCIUIUINH, U MTOJIy4eHHE
NIEPBUYHBIX HaBBIKOB UX IPAKTHUUECKOIO IPUMEHEHHUS Ha OCHOBE MPAKTUYECKOT0 O3HAKOMJICHUS
C CHCTeMON JOKYMEHTHOM [esATeNIbHOCTH OpraHu3allii; OCBOCHHE YMEHHUH CTaBUTH IIelu,
dopMynIHMpoBaTh 3aauyd  HMHIUBHIYaJbHOW M COBMECTHOW JOKYMEHTHOW JesTeIbHOCTH,
KOOIIEpUPOBAThCSA C KOJUIETaMH MO paboTe ¢ JOKYMEHTaMHu; OOy4deHHE MEePBUYHBIM HaBbIKaM
pelieHusT MPaKTUYECKUX 3azad B 00JacTH JIOKYMEHTHOM JESTENbHOCTH OpraHu3alluu;
dbopmupoBaHue MpodeccHoHaNbHON TMO3UIMHU JOKYMEHTOBEAA, MHUPOBO33PEHUS, CTHIISL
MOBEJICHHUS, OCBOEHHE MPO(ECCHOHAIBHOW JOKYMEHTOBEIYECKOW JTHKH; 3HAKOMCTBO CO
crnenupuKoi NesTENbHOCTH JOKYMEHTOBEAA B OPraHU3AlMSX PA3IUYHOTO MPOQUIIS; pa3BUTHE
JMYHOTO JIMYHON MOTHBALIUHU K TPO(ECCHOHANTBHON JOKYMEHTHOM eI TEIbHOCTH.
3aauu NPaKTUKU:
— O3HAaKOMJICHME€ C JIOKYMEHTHOH JesTeIbHOCThIO B  cepe  AeIonpou3BOJCTBA,
JOKYMEHTAllMOHHOTO  OOECTeueHusi  YNpaBJieHHs,  OpraHu3ali  JOKYMEHTO000OopoTa,
(GopMUPOBaHUH KOPIIOPATUBHBIX JOKYMEHTHBIX CUCTEM Ha MaTepuajie KOHKPETHON OpraHu3aluy;
— BBIBJICHHE M HM3yUYEHHE AaKTyalbHBIX MPOOJEeM B CHCTEME JOKYMEHTHON JIesTelbHOCTU
OpraHu3aluy;
— O3HAKOMJICHHE C TMPOLIECCOM pPa3pabOTKU MPOrpaMM HAY4YHBIX HCCIEIOBaHHI B CHCTEME
JIOKYMEHTHOM J1eTEIbHOCTH NPEANPUATUS U YHacTHE B OPraHU3ALMU UX BBIITOJIHEHUS;
— O3HAKOMJICHUE U M3yUYEHHUE NIPUMEHSIEMBIX B OPraHU3alMKM MOJEIEH IPOLECCOB JOKYMEHTHOU
JESITEIbHOCTH, OCBOGHHE METOJOB OLEHKH M HHTEpHpeTaly pe3ysibTaToB JOKYMEHTHOMU
JESTEIIBHOCTH;
— cOop, 06paboTKa, aHATIN3 U CUCTEMAaTU3aIUs TAHHBIX IOKYMEHTHOM JIEATeTbHOCTH OpTraHU3aIii
10 TEME UHAMBUIyaJIbHOTO 3aJaHMS;
— TMOATOTOBKA MNyOJMKalUKMK (TE€3UCOB BBICTYIUIEHHS), 0000IIamEel OINbIT JOKYMEHTHOM
JEATEIIBHOCTH B OPraHU3aluy;
— IOJrOTOBKA OTYETA O MPOXOXKJICHUU YUEOHOH NMPaKTUKH;
— oneHKa 3(h(HEeKTUBHOCTH TOKYMEHTHOH J1eTeIbHOCTH OpraHu3alluy;
— (opmupoBanue npo(PEeCCHOHATBHBIX MPUOPUTETOB I JAjdbHEHIIEro MnpogeccuoHaIbHOTO
pa3BUTHUA B paMKax @OArOTOBKM 10 HampasiaeHuto 46.03.02 JlokyMeHTOBEnEHHE U
apXUBOBEJICHHUE.
MecTto npaktuku B crpykrype OOII.
VYueOHast O3HAKOMUTENbHAs TMPAKTHKAa OTHOCUTCS K 0a30Boi/00s3aTensHON 4yacTu biiok 2
«IIpaktuka» u umeer nunaekc 52.0.01.01.
[TpakTika Oa3upyeTcss Ha OCBOEHHM CIEAYIOIIUX IUCUUIUIMH: «BBeneHue B HampaBieHue
NOArOTOBKM», «OCHOBBI NPOEKTHON IEATENBHOCTH B JTIOKYMEHTOBEIACHUM M apXUBOBEICHUMN,
«Opranu3aiioHHOEe TOBeAeHHE», «PycCKuUi S3bIK M OCHOBBI JIEJIOBOM KOMMYHHKAIIUN,
«Hcropusi»,  «be3omacHOCTb  KM3HENEATEIBHOCTH»,  «ODKOHOMMKa»,  «OpraHuzanus
roCyJapCTBEHHBIX yupexaeHuii B Poccuny, «Mapopmarukay, «JlokymenToBenenne», « OCHOBBI
JUCKPETHOW MaTeMaTWKM U ONTUMHU3ALUS JOKYMEHTONOTOKa», «OCHOBBI MH(OPMALMOHHOTO
MeHeIKMeHTa», « OCHOBBI TEOPHH yIpaBieHUs», «PedepupoBanue v peJakTHpOBaHUE HAyYHBIX
TEeKCTOB» U «CTUIMCTUKA U JINTEPATYPHOE PEJAKTUPOBAHUEY.
Ilepeyenb mnJaHMpyeMbIX Ppe3yJbTATOB O00y4YeHUs] NPH NPOXOKIEHHMH TNPAKTUKH,
COOTHECEHHBIX C INIAHUPYEMbIMH Pe3yJIbTATAMH OCBOCHHS 00pa30BaTEJbHOM IPOrPaMMBI.
B pesynbrare mpoxoxaeHus MPaKTUKU CTYAEHT JOKEH MPUOOPECTH ClelyIoe KOMIIETEHIINN



B cootBeTcTBUU ¢ PI'OC BO 1 pabounm y4eOHBIM TIJIAHOM.

Ne Kon Conepxanne [Inanupyemsle pe3yabTaThl IPU IPOXO0XKACHUN IPAKTHKU
KOMIIETE | KOMIIETEHIMH (WU
ILII. .. (MHAMKATOPBI TOCTHXKEHNS KOMIIETEHIIVH )
HIUU e€ yactn)
1 2 3 4
1 | 1K-31 MK-3 Criocoben k | Peanu3zyer ynpaBiieHUeCKHE pPEUIEHUS B OpraHu3aluu
BEIECHUIO JOKYMEHTOO00pOTa B OpraHU3aLuu
2 [IK-3.2 JIOKyMEHTO000pO YyacTByeT B OpraHu3aluy IPUHATUSA YIPABICHYECKUX
e Ta B OPraHU3alMM | peleHui B BEACHUH JOKYMEHTO000pOoTa
MK-5 Crnocoben | 3HaeT IUIAHUPOBAaHUE OPraHU3alUU U KOHTPOJSA TEKylleH
3. |IIK-5.1 | ocymecTBnars NEeATeTLHOCTH CUCTEMBI BHYTPEHHETO KOHTPOJIS
MH(POPMALMOHHO- | SKOHOMHYECKOIO CyOBbEKTa M YMEeT €ro OCYIIECTBIATh
CIIPaBOYHBIC 3HaeT OpPraHM3aLUIO0 BBIIOJHEHUS IUIAHA OpraHu3aluu U
4 [IK-5.2 paboThI C | KOHTPOJIS TEKYIIEW AEATEIBHOCTH CHUCTEMBlI BHYTPEHHETO
' o~ MOKyMCHTaMH KOHTpOJII 3KOHOMHYECKOTO CcyOBeKTa U yMeeT €€
Opranu3anuun OCYIICCTBIIATD

1. Crpykrypa u coaep:xkaHue NPAKTUKHU

OOBeM MpakTHKH COCTaBiIsIeT _6  3adeTHbIX enunmIl (216 dacor), 48 yacoB BBIIEICHBI HA

KOHTAaKTHYIO paboTy oOy4arommxcsi ¢ mpernojasareneM u 168 4acoB Ha caMOCTOSATENbHYIO paboTy

CTYy/ICHTOB, B TOM uuciie _96 dacoB B opMe MPaKTHIECCKOW MOATOTOBKH. [IpoIODKUTETHBHOCT

npakThku _4 Henenu. Bpems npoBeieHus MPakTUKU _2  ceMecTp.

VuebHas 03HAKOMUTEIbHAS IIpaKTUKa B COOTBCTCTBUU C PCIIACMbIMU CTYACHTAMU 3aJa9aMU

JIOTHUYCCKH pa36HTa Ha CJICAYIOHIUX IIATH 9TAIIOB €€ IMIPOXOKICHHUA:

- HO]:[FOTOBI/ITGJ'II)HI)H\/JI JTall,

— OCHOBHOM 03HAKOMUTEIIBHBIM 3Tall,

— OCHOBHOW IIPAKTUYECKUM Tall,

— OCHOBHOM aHAJIMTUYCCKUM JTall,

— 3aKJIFOYUTEBHBIN JTaIl.

Coneprkanue pasiesioB IpOrpaMMbI MTPAKTUKH, pacipeesieHHe O KETa BPEMEHH MTPAKTHKHI

Ha UX BBIITIOJIHECHUC MTPEACTABIICHO B Ta6J'II/H_[e

Paznensl (3Tamsn)
No MIPaKTHUKH 10 BUJIaM bromxer
W yueOHOI eI TeTbHOCTH, Copnepxanue paszaena BPEMEHU,
BKJTIOYAst (qacer)
CaMOCTOSITENIbHYIO padoTy
1 2 3 4
1. |TlogroroButenbHbId 3Tan | [lomyuenue 3amau Ha y4eOHYIO O3HAKOMHTEIBHYIO
NpPaKkTUKy M pa3paboTKa KaJeHIApHOTO IJIaHa HX
peanuzanmu. Ha aTom stane ocymiecTBisieTcs BEIOOp
OpraHM3alu (mpenmpusATHsL), 3aKJIFOUYEHUE 4
JIOTOBOpA, MOJyYeHUE WHIMBHAYAIBHOTO 3aaHusl y | (KOHTAKT
PYKOBOJUTENS Y4eOHON MPAKTUKU B COOTBETCTBHHU C Has
€€ LEIAMH M 33/1a4aMy, a TAKXKE B COOTBETCTBHU C | paboTa)
BbIOpAaHHON TEMOW BBITYCKHOM KBaJlU(UKALMOHHOMN
pa0oTel. Beinonnsaercs oopMileHUE, COTacOBaHNE
U YTBEP)KICHUE JOKYMEHTOB, HEOOXOIUMBIX ISl




MIPOXOXKICHUS MPAKTHKH. [IpoBoautcs
YCTaHOBOYHAsi KOH(pEpEHIUs

1 2 3 4
2. OcHoBHOI1 O3HakoMJIeHME C  CHCTEMOM  JOKYMEHTHOU
O3HAKOMMTEJIbHBIN 3TaIl JEATEIBHOCTH MPEANPUATHS MO JOKYMEHTALUH.
[Tonck u wW3ydeHWE 3aKOHOMATEIBHO-TIPABOBOM H
HOPMaTUBHO-METOINYECKON JOKYMEHTALUH,
OTIpEICIISIONIEH yCTPOMCTBO, (DYHKIIMOHUPOBAHHUE,
OpraHu3alMi0 M OCYIIECTBICHHE JOKyMeHTHOH | 96 (16
JeSTeIbHOCTH Ha npeanpustuu. HermocpencTBeHHoe |  4acos
03HAKOMJIEHUE c JeJI0NIPOU3BOJICTBOM, | KOHTAKTH
JOKYMEHTAIlMOHHBIM O0€CIeYeHueM YIpaBJIeHuUS, ast
OopraHu3almei JOKYMEHT0000poTa u | pabora)
(dbopMHpOBaHUEM KOPIOPATHBHBIX JIOKYMEHTHBIX
CUCTEM B CTPYKTYPHBIX HoJIpa3AeeHUsIX
npeanpustus. OcymiecTBiseTcss cOOp NaHHBIX O
CUCTEME JIOKYMEHTHOM NeATeNbHOCTH MPEANPUATHUSL
B COOTBETCTBUM C MHAMBHYAJIbHBIM 3alaHUEM
3. OcHoBHOM  mpakTHyeckuil| IlepBuyHOE NpakTUYECKOE OCBOEHHE BBINOIHEHUS
3Tarn (B dopme| GyHKIMIA ~ ITOKYMEHTHOM  JEATEIHHOCTH  Ha
NPaKTUYECKOM MOArOTOBKU) | MPEANPUITHH, B JIeJI0TIPOU3BO/ICTBE,
JOKYMEHTAIlMOHHOM  OOECIeYeHU!  YIpaBJeHuU,
OpraHm3aiii  JOKyMeHTooOopoTa, B co3manuu | 96 (16
KOPIIOPATUBHBIX JOKYMEHTHBIX CUCTEM. Y4acTHE B | YacoB
npoueccax COBEpLICHCTBOBAHUE CUCTEMBI | KOHTAKTH
JOKYMEHTHOM  JEATENIbHOCTH  NpPEeNNpHsTHsd, B ast
YOpaBJIEHUM MPOEKTaMHM M MporpaMmamMu 1o | pabora)
BHEJPEHUIO  HOBBIX  METOJOB U  Mofenei
KOPIIOPAaTUBHBIX  JOKYMEHTHBIX  CHUCTEM  Ha
npeanpusatun.  OCyIIECTBISETCS  AMIHUPHUYECKAs
CTaJusl BHIIOJIHEHUS MHMBUYaJIbHOTO 3a/1aHUS
4. OCHOBHON aHAJINTUYECKHM | AHAIMTUYECKOE ONMCAHUE JAHHBIX IOJyYEHHBIX B
JTan xoie BBITTOJIHEHHS 03HAKOMUTEIHHOTO u
MIPAKTHYECKOT O ATANoB U nposeaeHHbix | 10 (2
OMIIUPUYECKUX/MPUKIAIHBIX ~ HCCIEAOBAaHMA  H | 4Yaca
apyrux  GOpM  HAYYHO-TIPUKJIQJAHOM  PabOTHI. | KOHTAKTH
[TpoBenenne 0600IICHNST U KPUTHYECKOM OIICHKH IO | asi paboTa
pe3ysibTaTaM BBIMOJIHEHUS CTYJIEHTOM B XOJ€
NPAaKTUKW MHIUBHULyaJIbHOTO 3a/1aHUS
5. 3aKIIIOYUTENbHBIN JTAal . 10
[ToaroroBka u mpoBeneHue HTOrOBOH KOH(epeHIun (koHTaKT
1O Pe3yIIbTaTaM 03HAKOMHTEIbHOH NPAKTHKH B X0/l Has
KOTOPOH MPOXOAUT aTTECTAIUs CTYICHTOB. patora)

KypcoBbie padoThl: He IPENYCMOTPEHBI.

dDopMa NpoBeICHUs ATTECTALUH 0 Y4eOHOI NpaKkTHKe (03HAKOMHMTEJIbHOM): 3a4eT

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

3akapsiH M.P., kaH/. TeXH. HayK, JOLECHT




