AHHOTaIus K pabodei mporpaMMe MPOU3BOJICTBEHHON MTPAKTUKH
b2.0.02.01(IT) ITpoexTHast NPaKTHKA
CTY/IeHTOB 04HO# opMbI 00yueHust Habopa 2024
roJa HanpasBJeHHs MOATOTOBKHU 0aKaJIaBpPOB
46.03.02 loxkymeHTOBeIeHHE U aPXUBOBeeHHE
O0beM TPy10eMKOCTH: 6 3a4ETHBIX €TUHULIBI
Lleabl0 MPOX0kKIEHUs MTPOU3BOACTBEHHON NMPOEKTHOM NMPAKTUKU (Jlajiee NMPaKTHKHU) sBISETCA
JOCTHKEHHUE CIEIYIOIIMX pPEe3yJIbTaTOB 00pa30BaHUs: 3aKPEIUIEHHE TEOPETHUUECKUX 3HAHUU 110
YIPaBJICHUIO IPOEKTAaMH U IPOEKTHOMY YIIPABJICHHUIO U MOJTY4YEHUE HABBIKOB UX MPAKTHYECKOTO
NPUMEHEHHS; OCBOCHUE YMEHUH ONpPEAEsATh HAPABICHHUS MPOCKTHON padOThI, CTaBUTh IETH U
(bopMyIMpOBaTh 3a7jaudl MPOEKTHOM NEATEIBHOCTH B chepe JOKYMEHTALlMOHHOIO 00ecreueHus
yOpaBICHUS W JOKYMEHTHOW JEATENbHOCTH OpraHu3alMy; OOY4YeHHE HaBBIKAM PEIICHHS
IPAaKTUYECKUX 3a/la4 [IPOEKTHOI'O YIPABICHUs JOKYMEHTHOW CHCTEMON M JOKYMEHTOOOOPOTOM
opranuzaiuu; (GopMupoBaHue NMpohecCHOHATHLHON MO3UIUN JOKYMEHTOBEIA, MUPOBO33PEHHUS,
CTWJISL TIOBEACHHUS, OCBOEHHE MNpPO(EeCCHOHAIBHOM STHKM IPOEKTHOW JAEATENbHOCTH B
JOKYMEHTHOW cdepe OpraHu3aluu; 3HAKOMCTBO CO CHENH(PHUKONH MPOEKTHOW IeSTETbHOCTH
JIOKYMEHTOBE/Ia B PA3JIUYHBIX MPEIMETHBIX 00JACTAX AEATEJbHOCTU OpraHHU3alliu; pa3BUTHE
JIMYHOTO OIBITA TPOEKTHOU IEATEILHOCTH B chepe pa3padOTKH, CO3AaHUS U COBEPIICHCTBOBAHHS
JIOKYMEHTHOM CUCTEMBI U JOKYMEHTO0O0POTa OpraHnu3aluu.
3agauu NpaKkTHKU:
— O3HAaKOMJIEHHE C JOKYMEHTHOMU JEATeIbHOCThIO HAa MaTeprae KOHKPETHONW OpraHu3aIum;
— BBISIBJICHHE M U3YYCHHUE aKTYAJIbHBIX MPOOJIEM JTOKYMEHTHOH JEATEIIbHOCTH OpraHu3alty;
— y4acTue B pa3paboTKe MporpaMM Hay4yHO-UCCIIEI0BaTEIbCKOW U MPOEKTHOM AEATENbHOCTH 110
pa3paboTKe, CO3JaHUI0 U COBEPLIEHCTBOBAHUIO JOKYMEHTHOW CUCTEMBI IIPEIIPUATHS, a TAK)KE B
UX BBINOJIHEHUH;
— O3HAKOMJICHUE U W3YYEHHE OPraHU3alMOHHO-YIPABICHUYECKUX MOJIEIEH IPOLECCOB, OCBOCHUE
METOJIOB YIIPABJICHUS TPOEKTAMHU U IPOEKTHOT'O YIIPABJIEHUS UCIIOIb3YEMBIX B OPTaHU3ALINN;
— cbop, oOpaboTKa, aHaJIM3 M CUCTEMATH3alUsl JaHHBIX IO TEME WHIUBUAYaJIbHOTO Y4eOHOTO
IIPOEKTA;
— IOJArOTOBKa NyONMKanuu (TE€3UCOB BBICTYIUIEHHS), 00OOIIaroImIel pe3ysbTaThl MPOEKTHOMN
JeSITeIbHOCTH B OPraHU3aI[MH U BBIITOJHEHHS HHAWBUIYAIbHOTO Y4€OHOI O MMPOEKTa,;
— IOJrOTOBKA OTYETa O MPOXO0K/IEHUU POU3BOJACTBEHHON MPOEKTHOU NMPaKTUKH;
— oneHKa 3((HEeKTUBHOCTH MPOEKTHOM NEATETbHOCTH OpraHM3allid M KayecTBa CBOEH JIMYHOMN
paboTHI;
— ¢opmupoBaHue MpO(pecCCHOHATBHBIX MPUOPUTETOB Ui JalbHEUIIEro Npo(ecCHOHATBHOTO
pa3BUTHS B 00JaCTH MPOEKTHOTO YIPABJICHUS M YIPABIEHUS MPOEKTAMHU B paMKax MOATOTOBKHU
1o HarpasyieHHI0 46.03.02 JlokyMeHTOBEIEHUE U apXUBOBEICHUE.
Mecro npakTuku B cTpykrype OOIL.
[Tpon3Bo/CTBEHHAss MPOEKTHAsI MPAKTUKAa OTHOCHTCA K 0a30Boii/00s3aTenbHON vacTH biok 2
«IIpaktuka» u umeer unaexc b2.0.02.01(I1)
[lpakTuka Oa3upyercs Ha OCBOCHHM CIEAYIOIMX AUCUUIUIMH: «VHOCTpaHHBIA S3BIKY,
«HpOpMAIIMOHHO-KOMMYHUKALIMOHHBIE ~ TEXHOJIOTMM W aHalmu3  JaHHbIX», «OCHOBBI
OepeXIIMBOTO MPOU3BOACTBAY», «AIMUHUCTPUPOBAHUE M yNpaBIeHUE HUPPOBBIM KOHTECHTOM,
«YmpaBieHHe >JEKTPOHHBIMH JOKYMEHTAMH M KOPIIOPATUBHBIM KOHTEHTOM», «YIIpaBlieHHE
HSKOHOMHKON apXUBHOU oTpaciny, «OCHOBBI MH(OPMAIIMOHHOTO MapkeTuHra», «HopmarusHo-
MeToauveckas 0a3a JOKYMEHTHOM JAeATeIbHOCTH B OpraHuszauumn», «CTaHmapTsl B oOnactu
yHOpaBieHUs  JIOKyMEHTalHuen», «ApXUBOBEJIECHUEY, «OCHOBBI OpPraHU3allMIOHHOTO
IPOEKTUPOBAHUS  JOKYMEHTHBIX  cuctem», «WHdopmannoHHO -  JTOKyMEHTAalMOHHOE
o0ecrieyeHne JesITEeIbHOCTH HEKOMMEpPYECKHX  OpraHu3anuii», «3amuTta HHQOpManuu Hu
KOH(UICHIMATIEHOE JEIONPOU3BOACTBOY», «MccnenoBanre JOKYMEHTHBIX cucTeM», «OCHOBBI
AIIEKTPOHHBIX JOKYMEHTOB B KaJpoBOil pabore», «DNeKTpoHHbIH oduc», «BBenenue B
SKOHOMHUKY U OCHOBBI yIpaBlieHUs 3HaHUN», «Opranuzauus u TexHonorus JOV»,



«MHpopMaIMOHHO -  JOKYMEHTAal[MOHHOE o0ecrieueHHe  TPYIOBBIX  OTHOLICHHID»,
«OpranuzanionHoe, MHGOPMAIIMOHHO - JOKYMEHTALIMOHHOE  OOECIICYCHHE JAEATEIbHOCTU
pykoBoauTens opraHumzauuny, «MHQOPMAaMOHHO - JIOKYMEHTAllMOHHOE obecrieueHue
NPEJCTaBUTEIILHBIX OPTaHOB BJIACTH M YIpaBleHHs», «PermameHtanuss OM3HEC- MPOIECCOB B
KOMMEpUYecKoil opraHuzauun», «CucreMsl XH3HeoOecleueHus: apxuBoB», CTparermyeckoe
yIpaBIEHUE TOKyMEHTALUENH OpraHU3alum».

IlepeyeHb MUIAHMPYEMBIX Ppe3yJIbTATOB O0y4YeHHs] IPH HPOXOKAEHUHM NPAKTHKH,
COOTHECEHHBIX C INIAHNPYEeMbIMH pPe3yJIbTATAMHU 0CBOCHHS 00pPa30BaTeJIbHOM IPOrPpaMMBI.
B pe3synbTare npoxokaeHus NPaKTUKU CTYJEHT JOJKEH NPUOOPECTH Cielyolue KOMIIETEHIIUU
B coorBeTcTBHH ¢ PI'OC BO 1 pabouum y4eOHBIM IJIAaHOM.

No | Koa Conepixanne [L1anupyeMble pe3ybTaThl IPH MIPOXOKIECHUH TIPAKTUKH
KOMIIETE | KOMIIETEHIUH (A
ILII. — e& uacT) (MHIUKATOPBI TOCTHXKCHUS KOMITCTCHIIVH )
1 2 3 4

Peanusyer ympaBieHuYecKHe pEIICHHS B OpraHu3aIiu

1. | TIK-3.1 | HK-3 CnocobeH K
JOKyMEHTOO0OPOTa B OpraHu3aIiu

BCACHHNIO

JTIOKYMEHTO000PO

VYyacTByeT B OpraHu3allMy TPHHATHS YIPABICHYCCKUX
2 | IIK-3.2 | ta B opranusanuu Y P P yip

peIJ_ICHI/Iﬁ B BCACHUU I[OKYMCHTOO60pOTa

3HaeT INIAHUPOBAHUC OpraHU3allii U KOHTPOJIA TCK eﬁ
IIK-5 Cnocoben p p 1 p yi
3. | TIK-5.1 eI TETBHOCTH CHCTEMBI BHYTPEHHETO KOHTPOJIS

OCYIIECTBIIATh
KOHOMUYECKOTO CYOBEKTa ¥ yMeeT €ro OCYIIECTBIIATH
UH(POPMAIIMOHHO-
CIIpaBOYHBIC
5 3HaeT OpraHU3alLMIO BBINOJHEHUS IUIaHA OPTaHU3alUud U
aboTBHI c o
p KOHTPOJISI TEKYIIeH NEesTENIbHOCTH CHCTEMBI BHYTPEHHETO
4. | IIK-5.2 | noxymeHTamn
KOHTpOJII JKOHOMHMYECKOTO CyOBEKTa M yMeeT ¢e
OpraHHU3aLUH

OCYILECTBIIATh

1. Crpykrypa U coaep:KaHHe NPAKTHKH

OOBeM MpakTUKK COCTaBIsIeT _6 3adeTHbIX enuHuIl (216 yacoB), 48 yacoB BbIIENEHBI HA
KOHTAaKTHYIO paboTy oOy4aronmxcsi ¢ mpernojaBareneM u 168 4acoB Ha caMOCTOSATENbHYIO paboTy
CTyJIeHTOB, B ToM uuciie _96 4yacoB B (popme NpaKTUUECKOH MOATOTOBKH. IIpofoInKuTeIbHOCT
npakThku _4 Henenu. Bpems nposenenus npaktuku _6 u _8 cemecTpsl.

VYuebHas 03HaKOMUTENbHAS PAKTHKA B COOTBETCTBUM C PEILIAEMbIMHU CTY/IEHTaMH 3ajauaMU
JIOTMYECKU pa30uTa Ha CIEAYIOIIMX MSATh 3TAloB €€ MPOXOXKACHHS:

— MOJTOTOBUTENBHBIN 3Tarl,

— OCHOBHOM 03HAaKOMUTEJIBHBIN 3Tarl,

— OCHOBHOM IIPAKTUYECKU Tall,

— OCHOBHOM aHAJIMTUYECKUH dTarl,

— 3aKJIFOYMTEITbHBIN JTall.

Conepxxanue pasesioB IpOrpaMMbl IPAKTUKH, pacpeieneHne 01 keTa BpeMeHH MPaKTUKH
Ha UX BBINIOJHEHUE NPEICTaBIICHO B Ta0IHIIE



Paznensl
(9Tamsl)

bromker
Ne | mpakTtuku o
. Coneprxanue paszena BPEMEHHU,
/I | BUIaM y4eOHon
(gacer)
NEeATEIbHOCTH,
BKitoyasi CP
1. |TlogroroButens |Ilomydenue 3amau Ha yuyeOHYHO O3HAKOMMTENIbHYIO NMPAKTHKY U
HBIN HTaI pa3paboTKa KaJeHJapHOro MJ1aHa ux peanusauuu. Ha stom stane
OCYUIECTBIISIETCS  BbIOOp ~ opraHu3anuu  (TpeanpusTus),
3aKJI0YEHHUE JJ0r0BOpa, NOITY4YEeHUE HHANBUAYAIBHOTO 3a/1aHUs Y 4
PYKOBOAUTENS Y4eOHOM MPAKTUKU B COOTBETCTBHU C €€ IEJISIMH | (KOHTAKT
U 3aJjadyaMH, a TaKKe B COOTBETCTBUU C BBIODAaHHOW TEMOHM | Has
BBITYCKHOH  KBanM(MKAUMOHHOK  paboThl.  Beimomnsercs| paGora)
odopmieHre, cOrIacoBaHWE | YTBEPXKICHHE JTOKYMEHTOB,
HEOOXOIUMBIX JUISI TPOXOXJIEHHUs TNpakTUKU. IIpoBoautcs
YCTaHOBOYHAsl KOH(EpEHIUs
2. OcHoBHOI1 O3HakoMJIEeHME C CHUCTEMON JIOKYMEHTHOH JIeSTEeIbHOCTH
O3HAKOMUTEJbH |HpeAnpusiTus 1o jgokyMmeHTauuu. Ilouck wu  u3ydeHue
BbIi1 oTan 3aKOHOJATEIbHO-TIPABOBOM M HOPMATHBHO-METOAMYECKOMN
JOKYMEHTAIIH, OIIpEeeIISoIeH YCTPOKCTBO,
GYHKIMOHUpOBaHKWE,  OpraHuzanuio W ocymiectsienue| 96 (16
JOKYMEHTHOU JesITeTbHOCTH Ha OPEANPHUITHN. | YacOB
HenocpencTBeHHOe 03HAKOMIIGHHE C  JICJIOTPOM3BOJICTBOM, | KOHTAKTH
JOKYMEHTAIIHOHHBIM 00€CTIeYeHHEM YIPaBJICHHUs, OpraHu3aIen ast
JOKYMEHT0000poTa U (OPMHPOBAaHHEM  KOPIOPATHBHBIX | paboTa)
JOKYMEHTHBIX CHCTEM B CTPYKTYPHBIX TOAPA3ICICHUAX
npeanpusatusa. OcymiecTBisiercs cOOp [JaHHBIX O CUCTEMeE
JOKYMEHTHOW JIeSITeIbHOCTH TPEANPHUATUS B COOTBETCTBHU C
VHIMBHIyJIbHBIM 33/IaHUEM
3. |OcHoBHOM [lepBu4yHOE NPAKTUYECKOE OCBOCHME BBITIOTHEHUS (QYHKIMNA
NPaKTUYECKUH | JOKYMEHTHOU JeSITeIbHOCTH Ha NpeANPHUATHH, B
sran (B dopme | nemonpounsBoacTse, JTOKYMEHTAIIHOHHOM o0ecrnieyeHnn 96 (16
NPaKTUYECKOM | ympaBlIEHUs, OpraHM3aluM JIOKYMEHTOOOOpOTa, B CO3JaHHUU
MIOATOTOBKH) KOPITOPATUBHBIX JOKYMEHTHBIX CHCTEM. Y4YacTHE B MpoLeccax KO?;;;H
COBEPILIEHCTBOBAaHUE CHCTEMBl JOKYMEHTHOW JEATEIbHOCTU A
MPEANpHATHS, B YNPABICHUM NPOCKTAMH M MPOrpaMMaMM 110 patora)
BHE/IDEHHIO HOBBIX METOJIOB U MOJEIeH KOpPHOPAaTUBHBIX
JOKYMEHTHBIX CHCTeM Ha mnpeanpusituu. OcylecTBiasercs
SMIIMPHUYECKAsl CTa/Ius BHIIOIHEHUS] MHIAMBHYaJIbHOTO 3a/IaHHSI
4. |OcHOBHO AHaAIMTHYECKOE ONHCAaHHE [AHHBIX IIOJYYEHHBIX B XOJe
AQHAJIMTUYECKUH |BBIIIOJIHEHUS! O3HAKOMUTEJIBHOTO U MPAaKTHYECKOTO STANoB H| 44 @
sTan NPOBEJCHHBIX 3MIUPUUYECKUX/TIPUKIAAHBIX HCCIEIOBAaHUM U
Ipyrux (opM Hay4dHO-TIpUKiIaaHOM pabotel. [IpoBenenue Haca
0000ImIeHNsT W KPUTHYECKOH OLEHKH MO  pe3yiabTaTram ;:I)E;%Ig;
BBITIOJTHEHHUS CTYJIEHTOM B XOJ€ TMPAKTUKHA WHIWBUIYaTHHOTO
3aJjaHus
5. 3aKITIOYUTENbHBI . 10
o [TogrotoBka ¥ MNpOBEAEHUE MTOrOBOM KOH(MEPEHUUH IO
1 3Tan . ., | (KOoHTaKT
pe3y/bTaTaM O3HAKOMHMTENBHOH NPAKTHKHM B XOJe KOTOPOH| =
HPOXOJUT aTTECTAIHS CTYJCHTOB. pacora)

KypcoBbie padoThl: He IPENYCMOTPEHBI.
®opMa NpoBeIeHUs] ATTECTALUH 10 NPOU3BOACTBEHHOM NMPOECKTHOM NMPAKTHKE: 3a4eT

ABTOpBI:

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

3akapstH M.P., kaH/. TeXH. HAyK, JOLICHT




