AnHOTaIMs K paboueit mporpamme yueOHOM MpaKTHKU
b2.0.01.01(Y) IIpoexkTHasi NpaKkTUKa
CTYIeHTOB 3204HO# (popMbI 00yueHus: HaGopa 2025 roga
HanpaBJIeHUs MOATOTOBKH MATHCTPOB
46.04.02 [lokymMeHTOBe/leHHE H apXHBOBeeHHe

O0beM TpyaoeMKoOCTH: 9 3a4ETHBIX STUHHUIIBI

Heabio npoxoxkaeHus yueOHON MPOSKTHON MPAKTUKH (J1ajiee MPAKTUKK) SIBJISETCS JTOCTUKEHUE
CIIEYIOIIUX PE3yJIbTaTOB OOpa30BaHMsI: 3aKPEIJICHHE TEOPETUYECKUX 3HAHUM MO YIPaBICHUIO
IIPOEKTaMU U IPOEKTHOMY YIIPABJICHUIO U MOJIYyYEHUE HABBIKOB UX MPAKTUYECKOTO PUMEHEHUS;
OCBOGHHE YMEHHMIl ONpeneNaTh HamnpaBiICHUs MPOEKTHOH paboThl, CTAaBUTh LEIU U
dbopMyIUpOBaTh 3a/1a4M MPOCKTHOU NIEATEIHHOCTH B chepe MTOKYMEHTAIMOHHOTO 00ECIICUCHIS
yIOpaBiIeHUS W JIOKYMEHTHOH JesSTeNbHOCTH OpraHu3aluy; oO0ydeHHe HaBbIKaM pelIeHUs
NPAaKTUYECKHUX 3a/1a4 MPOSKTHOTO YIPABJICHUS JOKYMEHTHOW CHCTEMON M JOKYMEHTOOOOPOTOM
opranuzanuu; GopMUpoBaHUE MPOPECCHOHATBHON MO3UIMHU JOKYMEHTOBENa, MHUPOBO33pPEHUS,
CTHJISI TIOBEACHHUS, OCBOCHHE TPO(ECCHOHAIBHOW JSTHKH MPOEKTHOW JEATEIbHOCTH B
JOKYMEHTHOU cdepe opraHu3al; 3HAKOMCTBO CO CHEUU(UKONW MPOEKTHON NesSTENbHOCTH
JIOKYMEHTOBE/Ia B PA3IMYHbIX NPEIMETHBIX 00JacTIX AEATEIbHOCTH OpraHU3alid; pa3BUTHE
JIMYHOTO OMBITA MPOEKTHOM AeATeIbHOCTHU B chepe pa3paboTKu, CO3JaHUs U COBEPIICHCTBOBAHUS
JIOKYMEHTHOM CHCTEMBI U JJOKYMEHTO000pOTa OpraHU3aliH.

3aauu NPaKTUKU:

— O3HaKOMJICHHUE C IOKYMEHTHOMH J1eATeIbHOCTHIO HA MaTepralle KOHKPETHON OpraHU3alyy;

— BBISIBJICHUE U U3yYEHUE aKTyaJbHBIX MPOOJIEeM JOKYMEHTHOH J€ITeIbHOCTH OpraHU3allNH;

— ydacTue B pa3pabOTKe MpOorpaMM Hay4YHO-HCCIIEOBATEIbCKON U MPOEKTHON JEATEIBHOCTH 10
pa3palboTKe, CO3/1aHUI0 U COBEPIICHCTBOBAHUIO JOKYMEHTHON CUCTEMBI MIPEIIPHUAITHS, a TAKXKE B
UX BBIIOJHEHUHY;

— 03HAKOMJICHHE U U3y4YeHHE OpPraHU3allMOHHO-YIIPaBIECHYECKIX MOENEH MPOIECCOB, OCBOCHHE
METOJIOB YIIPABJIEHUS IPOEKTaMU U POEKTHOTO YIPABIEHUS UCIOIb3YEMbIX B OPraHU3alNN;

— cbop, 00paboTKa, aHATU3 U CHCTEMAaTU3alus JaHHBIX 110 TEME MHIMBUAYAJIBHOTO Y4eOHOIro
MIPOEKTA;

— MOJrOTOBKAa MyOJMKanMu (TE3UCOB BBICTYIJICHHS), 00OOIIaroliel pe3yabTaTbl MPOEKTHOM
JeSITEIbHOCTH B OPraHU3allMy U BBIITOJIHEHUS UHANBHUIYaJIbHOTO Y4€OHOT0O MPOEKTa;

— MOATOTOBKA OTYETa O MPOXOXKACHUHU YU€OHOM MPOEKTHOM MPAKTUKH;

— OleHKa 3(p(PEeKTUBHOCTH MPOEKTHOMN JEATENbHOCTH OpraHU3alliid M KayecTBa CBOEH JMYHOMN
paboThI;

— (opmupoBanue TpPoPECCHOHATBHBIX MPUOPUTETOB I JAdbHEHIIEro MnpogeccuoHaIbHOTO
pasBUTHS B 00JIACTH MPOEKTHOI'O YMPABJICHUS U yNPaBJIEHUS NMPOEKTaMH B PaMKax MOJTOTOBKH
1o HarpasieHuto 46.04.02 JlokyMeHTOBEIEHUE U apXUBOBEJICHUE.

MecTto npaktuku B crpykrype OOII.

VY4eOHast mpoeKTHas IpaKTHUKa OTHOCUTCS K 0a30Boii/o0s3arensHoM yactu biok 2 «IIpakTtuka» u
umeer unaekc b2.0.01.01(Y). [Ipaktuka 6a3upyeTcs Ha OCBOCHUHU CIEAYIOUIMX TUCLUIUIMH:
«CHUCTeMHBI aHaNU3 W TMPUHATUE pEHIeHUH B JOKYMEHTOBEJIEHUUM M apXHUBOBEICHHUM,
«TexHONIoruM JIMYHOCTHOTO POCTa», «YIpaBIEHHE TIOCYIapCTBEHHBIMU U MYHULMIAIbHBIMU
apxuBaMn», «l'ocynapcTBeHHOCTbY, «MHDOpMallMOHHBIE TEXHOJIOTMH B JTOKYMEHTOBEACHUU U
apxuBoBeAcHUM», «CHCTEMHOE YIIpaBJIeHHE opra"usanuei», «HopmaruBHO-MeTOaMYECKOE
obecrieueHne DIJIEKTPOHHOTO JIOKyMeHTooOopotay, «HWHpopmanmonnas 6e30macHOCTh B
U poBo SKOHOMUKEY, «MH(DOpMAIIMOHHOE TPEAPUHUMATENHCTBO H PHIHOK HH(OPMAIIMOHHBIX
yenyr», «llegarornueckas mnpakTuka», «YIOpaBlieHHE NPOEKTaMU JOKYMEHTOBEIEHUS U
apxXUBOBEJCHU», «JIuaepcTBO M KomaHj000pa3oBaHue», «HGMOpMAIMOHHBI MapKEeTHHI»,
«udposuzanusa cucremsl ynpasieHus», «HpopmannonHoe obecrieyeHre 3JIEKTPOHHOTO
IPaBUTENILCTBAY, «JJIEKTPOHHbIE TOKYMEHTHI B KaJIpoBOil pabore». B cBor0 odepenp mpakTuka
oOecrieurBaeT BBIIIOJHEHUE BHITYCKHOW KBAIU(DPUKAITMOHHON pabOTHI.



IlepeyeHb TUIAHHPYEMBIX Ppe3yJbTATOB OOy4YeHHS] MPH TMPOXOXKIAEHUH TPAKTUKH,
COOTHECEHHBIX C IUIAHUPYEeMbIMH Pe3yJIbTATAMHI 0CBOEHHS 00pa30BaTeJbHOI MPOrpaMMBbl.
B pesynbrare mpoxoKIeHUS MPAKTUKH CTYACHT JOJKCH MPUOOPECTH CIEAYIONINEe KOMIICTCHIIUN
B cootrBeTcTBUU ¢ PI'OC BO 1 pabounM y4eOHBIM TIJIAHOM.

Kon 1 HanmeHnoBaHMe HHIMKAaTOpa™ Pe3ynbTaThl MPOXOXKICHNS IPAKTUKH

YK-2 Cnocoden YHpaBJsTh NPOCKTOM Ha BCEX 3TAlAX €r0 ;KU3HCHHOI'0 IMUKJIA

po¢eCCHOHATBHBIX 3a1ad

NVYK 2.1 — ucmoms3yeT NPHUHIUNGIL, | 3HAET MPUHIIMIIEI, METOIBI M MOZEIH MTPOSKTHOTO MEHEIKMEHTA
METOABL M MOICMH  HPOCKTHOTO | yyeer ppuMeHATs HPUHIUNBL, METOABI U MOJEIM POEKTHOTO
MeHEeKMEHTa B pelieHuu

MCHCP’KMCHTA B pCUHICHUU HpO(l)eCCI/IOHaHI)HLIX 3a7a4 Ha MPaKTHUKE

Buageetr MeTononoruel u TEXHOJIOTUEN IPOEKTHOTO MEHEKMEHTA

NVYK 2.2 — pazpabatbiBaeT nporpammy
JENCTBUI MO PELICHUIO 3a/1a4 IPOEKTa
U 00eCTeunBacT €ro BBIIOJTHEHHE B
COOTBETCTBUM C  YCTAaHOBJICHHBIMHU
LENSIMH, HA OCHOBE OLICHKH PUCKOB U
panmoHaIbHOTO YIIpaBICHUS
pecypcamu

3HaeT METOAbI pa3pa60TKH nporpaMmm JEHUCTBUM O PEUICHUIO 3ada4d
TIPOCKTa HaA OCHOBE OLICHKH PHUCKOB U PAITMOHAJIBHOTO HCIIOJIB30BaHUA

pecypcoB

YMeer paspabarbiBaTh NpOTrpamMMmy JACWCTBHH MO PEIISHUIO 3ajad
MpoeKTa © O00eCICYHBaTh €€ BBHINOJHCHHE B COOTBETCTBHU C
YCTaHOBJICHHBIMU LESIMH, Ha OCHOBE OIIEHKH PUCKOB U PAIlIOHATILHOT'O
YIpaBJICHUS pecypcaMu

Brageer WHCTpYMEHTaJIbHO-METOIUYECKAM amlIapaToM pa3pabOTKH
MporpaMM JEHCTBUIN MO PELIECHUI0 3a/lay MPOEKTa Ha OCHOBE OLEHKHU
PHUCKOB ¥ pallMOHAJIBHOTO UCIIONB30BAHUSI PECYPCOB

OIIK-1 CnocoGen npumeHsiTb (QyHAaMeHTAJbHble 3HAHUS, IOJYy4YeHHble NPH OCBOEHUM NPOrPaMMBbI
MarucTparypbl, NIpH pa3padoTKe M OCYIIeCTBJIECHUH COHATLHO 3HAYHMBbIX NIPOEKTOB

HNOIIK 1.1 - BJIaJEeeT
Q)yHﬂaMeHTaHLHBIMI/I 3HAHUAMU B
o0actu JIOKYMEHTOBEICHUS u
APpXUBOBCACHUSA

Brnaneer (byH,HaMeHTaJILHBIMI/I 3HAHUSAMH B 00J1aCTH JAOKYMCHTOBCIACHUA
1 apXHUBOBCICHUA

HOIIK 1.2 — cnocobeH HCIOIb30BaTh

(yHIaMEHTaNbHBIMH ~ 3HAaHUSIMH B
obmactn JIOKyMEHTOBEICHUS u
apXUBOBEAEHUS  IpH  pa3paboOTKe

COIMUAJIBHO 3HAYUMBIX IMTPOCKTOB

VMeeT UCIIOIB30BaTh q)yHI[aMeHTaJ'IBHLIMI/I 3HAHUAMH B 00JacTu
JAOKYMCHTOBCACHUSA W aAPXUBOBCACHUA IIPpU pa3pa60TKe COMMaJIbHO
3HAYMMBIX ITPOCKTOB

IIK-6 YnpasiieHHe TMPOEKTaMHU

mo BHEAPECHUIO KOpHOpaTI/lBHOﬁ CUCTEMBI IJEKTPOHHOI0

JAOKYMEHT0000POTA OPraHM3aLUU U Pa3padoTKe CTPATErHU ee Pa3BUTHS

UIIK 6.1 — crrocoOeH aHATH3UPOBATH U
BBIOMPATh  ONTUMANBHYIO  CHCTEMY
9NIEKTPOHHOTO  JIOKYMEHTO000pOTa,
OTBEYAIOIIYIO 3aJa4aM OpraHu3alun

3HaeT MCETOAbl aHaJin3a U ONTUMU3AIHUU CHUCTEM DJICKTPOHHOI'O
,I[OKyMeHTOO60pOTa B COOTBETCTBUH C 3a/lav4aMU OpTraHU3allun

YMmeer aHanM3UpPOBaTh W BBHIOMPATh ONTUMAIBHYIO CHCTEMY
3JIEKTPOHHOTO JIOKYMEHT0000pOTa, OTBEYAIOIIYIO 3aauam
OpraHu3aIuu

Bnaz[eeT HWHCTPYMCHTAJIbHO-MCTOANYCCKUM allllapaTOM aHaliu3a H
OIITUMM3 a1 CHUCTEM SJICKTPOHHOT' O Z[OKyMeHTOO60pOTa B
COOTBETCTBUU C 3aJa4aM¥ OpraHn3anuu

HIIK 6.2 — cmoco0eH TUTaHUPOBAThH

dTambl W paboThl TIO BHEIAPEHUIO
KOpIIOPaTUBHOM CHCTEMBI
3JIEKTPOHHOIO JIOKyMEHTO000poTa
OpraHu3aluu

3HaeT METONBl IUTAHUPOBAHHUA PabOT MO BHEAPEHHIO KOPIIOPATHBHOU
CHCTEMBI 3JIEKTPOHHOTO JOKYMEHTO000pOTa OpraHU3aIiN

Vmeer IJIaHUPOBATH 3TAllbl U pa60TLI IO BHCAPCHHIO KOpHOpaTHBHOﬁ
CHUCTEMBI DJICKTPOHHOI'O ,HOKyMGHTOO60pOTa OpraHm3anuu

Brageer MHCTPYMEHTATBHO-METOAMICCKUM aIIIapaToM IIAHUPOBAHUS
paboT 1O BHEAPCHUIO KOPIOPATHBHON CHCTEMBI JJIEKTPOHHOIO
JIOKyMEHTO0000pOTa OpraHu3aIlul

HIIK 6.3 — cnocobeH opraHu3oBaTh
BEITIOJTHEHUE TIPOCKTa IO BHEAPCHHIO
CHUCTEMBI AJIEKTPOHHOTO
JOKYMEHTO0000POTa OpraHU3aIIH

3HaeT TEOPETHKO-METOI0JIOTHIECKHE OCHOBBI YIIPABICHHS ITPOSKTOM

YMeeT opraHu3oBaTh BBINOJHEHHE INPOEKTa MO BHEAPEHHUIO CUCTEMEI
JIEKTPOHHOTO JOKYMEHTO000pOTa OpraHu3anuu

Buageetr Merononoruel ynpapiaeHus IPOEKTOM.




CTpyKTypa u coep:KaHue MPAKTUKH
OO0BeM TpaKTHKK cocTaBisieT 9 3a4eTHBIX equHUI] (324 JacoB), 2 Yaca BBIICICHBI HA KOHTAKTHYIO
paboTy oOyuaronmxcs ¢ npernojaasateneM U 322 4yacoB Ha CaMOCTOSITENbHYIO pabOTy CTYAEHTOB, B
TOM yncie 48 4yacoB B (hopMe MPAaKTUIECKON MOAr0TOBKH. I IpoaomKUTeIbHOCTD IPAKTUKH 6 HEZIEIb.
BpeMms npoBenieHust NpakTUKKU 2 CEMeCTp.
VYuebHasi mpoeKTHas! MPAaKTUKa B COOTBETCTBHU C PEIIAEMbIMH CTYJIEHTaMH 3aJadaMu JIOTMYECKU
pa30uTa Ha CJIEAYIOIIUX IISITh 3TAlOB €€ MPOX0KICHHUS:
— MOJIrOTOBUTENbHBIN 3Tarl,

— O3HAKOMUTEIBLHBIN 3Tall,

— PAaKTUYECKUH dTall,

— aHAJIMTUYCCKUI JTall,

— 3aKJIFOYUTEIBHBINA 3TAall.
Coneprkanue pazzienoB MPOrpaMMbI MPAKTHKH, pacnpeesieHre OrKeTa BpEMEHH MPAKTHKU Ha WX
BBINOJTHEHHUE MPEJICTABJICHO B TAOJIHIIC

Ne

/a

Paznenbr
(aTamsr)
MIPAKTUKU

Coneprkanue pasniena

brogxer
BPEMEHH,
(gacer)

1

2

3

4

1.

Iloxrorosu-
TEJIbHBIA
JTan

[lonmy4yenne 3amad Ha y4eOHYIO MPOCKTHYI MpPAaKTHKY U
pa3palboTKa KaJeHJapHOro IjiaHa ux peanusanuu. Ha sTom stame
OCYLIECTBIISIETCS BBIOOp OpraHu3alMH (npeanpusTys),
3aKJIIOUEHUE J0Tr0BOpa, MOJydeHHE MHIUBUAYAJIbHOIO Y4eOHOro
MIPOCKTA y PYKOBOIUTENS yUeOHOM MPAKTUKU B COOTBETCTBHUH C €€
LEJIIMU U 33/1a9aMH, a TAKXKE B COOTBETCTBUU C BRIOPAaHHOM TEMOM
BBIYCKHON  KBanH(UKAIMOHHOW  paboTel.  BrimomHseTcs
oopMIIEHHE, COIJIAaCOBAaHHUE M YTBEPXKAEHHE JOKYMEHTOB,
HEOOXOMUMBIX Ui TPOXOXKACHUS TpakTHKH. [IpoBoauTcs
yCcTaHOBOYHAsI KOHPEpEeHIIUS

4 (2 yaca
KOHTaKTHast
pabora)

O3HaKoMH-
TEeNbHBIN
3Tan

O3HakoOMJICHHE C CHCTEMOH
JOKYMEHTAIIMOHHOT O obecnieyeHust yIpaBJicHHUS,
JIOKYMEHTO000pOTa, a TaKkKe ¢ JIOKYMEHTHOW CHCTEMOW
npeanpuatus B uenoMm. Ilouck W u3ydyeHue 3aKOHOJATEIbHO-
MpaBOBOM W  HOPMATHUBHO-METOJMYECKONH  JOKyMEHTAlluH,
ONpeNeNsoNel OpraHu3alvid U YIpaBiI€HUE JOKYMEHTHOU
JeATEIbHOCThIO IpeanpusaTus. HemocpeacTBeHHOE 03HAKOMIICHHE
C OpraHu3aluedl U ynpaBlIeHUEM JOKYMEHTHOU AESITEbHOCTBIO B
CTPYKTYPHBIX MOPA3ACICHUAX MPEANPUITHS U BRISIBJICHUE B HEH
MPOSKTHOM  JeaTeiabHOCTH B cdepax  JeJIONpPOU3BOJICTRA,
JIOKYMEHTAIIMOHHOI'O0 O0CCIICUCHHs YINPaBJICHUS, OpraHU3al|u
JIOKYMEHTO000pOTa W CO3J[aHWH KOPIIOPATHUBHBIX JOKYMEHTHBIX
cucteM. OcymectBisiercss cOop JaHHBIX 00 yIpaBiIeHHUH
NPOEKTaMU M  MPOEKTHOM YINPaBICHUU B  JOKYMEHTHOMU
JIEATCILHOCTH C LEJNBbI0 BBISIBIICHUS TPOOJIEM pa3pabOTKH H
OCYIIIECTBJIEHUIO TIPOEKTOB IO BHEJIPEHUIO WHHOBAIIMOHHBIX
JIOKYMEHTHBIX CHUCTEM, B YaCTHOCTH COBPEMEHHOTO 3JIEKTPOHHOI'O
JIOKYMEHTO000POTa B COOTBETCTBUH C HHIANBUAYAIEHBIM YIEOHBIM
MIPOEKTOM.

ACJIOMPOU3BOACTBA,

180

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

[lepBuuHOE  MpakTHYECKOE
VOPaBICHUIO TMPOEKTaMU H

OCBOCHHME  JEATEIBHOCTU IO
[IPOCKTHOMY  YIPAaBIEHUIO B
JIEJI0NIPOU3BOICTBE, JIOKyMEHTALUOHHOM obecrie4eHun
yOpaBieHHUA, OpTaHW3alMU  JOKYMEHTOOOOpOTa, apXUBHOU
JeATEIbHOCTH U CO3JJaHUU KOPIOPATUBHBIX JOKYMEHTHBIX CHCTEM
Ha MPEAIPUATHH, B YACTHOCTU B YIPABJICHUM IPOEKTOM IIO
BHEJIPEHUIO COBPEMEHHOMN KOPIIOPAaTUBHOM CUCTEMBI
3NEKTPOHHOTO JIOKYMEHTOOOOpOTa OpraHu3alluil M pa3padoTKe
cTparernu ee pa3BuTHs. OCyIIeCTBISIETCS dMIUPHUYECKas CTaIus
BBITIOJTHEHHS MHAMBHIyJIbHOTO Y4€OHOTO POEKTa

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.




