AnHoTaIs K paboueit mporpamme yaeOHOH MPaKTUKH
b2.0.01.01(Y) O3HakomuTe/IbHAS MPAKTHKA
CTYIeHTOB 3204HO# (popMbI 00yueHus: HaGopa 2025 roga
HAINIPABJICHHS NOATOTOBKH 0aKaJIaBpPOB
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,
MOJIYYEHHBIX MPU U3YUYECHUH JIOKYMEHTOBETYECKUX U APXUBOBETYECKUX TUCHIUIUINH, U MOJy4YeHUE
MEPBUYHBIX HABBIKOB UX IMPAKTUYECKOIO MPUMEHEHHS HA OCHOBE ITPAKTUYECKOI0 O3HAKOMIICHUS
C CHCTEMOM JIOKYMEHTHOW JESITEIBbHOCTA OpraHW3alyH; OCBOCHHE YMEHUW CTaBUTh LIEIIH,
dbopMynupoBaTh 3aJayd  MHAMBHUIYAJIbHOM M COBMECTHOM JIOKYMEHTHOH JESTeIbHOCTH,
KOOTIEpUPOBATLCS C KOJUIETaMH 10 paboTe C JOKyMEHTaMH; OOy4YeHHE MEPBUYHBIM HAaBBIKAM
pellleHuss MPaKkTUYEeCKUX 3a7ad B 00JacTH JOKYMEHTHOM JesTeIbHOCTH OpraHu3alluu;
dopmupoBaHne MpodecCHOHANLHON TO3WIMH  JOKYMEHTOBENA, MHUPOBO33PCHHS, CTHIIS
MOBE/ICHUSA, OCBOCHHE MPOPECCHOHATBHON TOKYMEHTOBEAYECKONH JTHKH; 3HAKOMCTBO CO
CHeUPUKON JIEeATSIHPHOCTH JOKYMEHTOBE/IA B OPTaHU3AIMIX PA3IUIHOTO MPOPWIIS;, Pa3BUTUE
JMYHOTO JINYHOW MOTHUBAIIMU K MPO(ecCHOHAIBHON TOKYMEHTHOM 1eATeIbHOCTH.
3agauu NpakTHKU:
— O3HAaKOMJIEHHE C JOKYMEHTHOW JeSITeNbHOCThI0 B  cdepe  Ielonpou3BOJCTBA,
JOKYMEHTAI[MOHHOTO  OOECTICUCHHUsI  YNpaBJICHHS,  OpPraHM3allMk  JOKYMEHTOO00OpOTa,
(dbopMUpPOBaHUU KOPITOPATUBHBIX JOKYMEHTHBIX CUCTEM Ha MaTepuajie KOHKPETHON OpraHU3alui;
— BBIABJICHHE W H3YYEHHE AaKTyaJIbHBIX MPOOJIEM B CHUCTEME ITOKYMEHTHOH JesATeIbHOCTH
OpraHu3aluy;
— O3HAaKOMJIEHHE C IMPOIECCOM pPa3pabOTKU MPOTpaMM HAYYHBIX HCCIEAOBAaHUN B CHCTEME
JIOKYMEHTHOM €STEeIbHOCTH NPEANPUATHS U YUaCTHE B OPraHU3aLUU UX BBINOJHEHNUS;
— O3HAKOMJICHUE M M3y4YEHUE MPUMEHSIEMBIX B OPraHU3alud MOJENICH TPOIECCOB TOKYMEHTHOM
JIeATEIbHOCTH, OCBOCHHME METOJOB OLIEHKM M HMHTEPHPETAlUU pPe3yIbTaTOB JOKYMEHTHOU
JesTeTbHOCTH;
— cbop, 00paboTKa, aHATTU3 ¥ CUCTEMAaTU3allus TaHHBIX JOKYMEHTHON e TEIbHOCTH OPraHU3aIuu
M0 TeME WHAUBUAYATHLHOTO 33/IaHNS,
— TMOATOTOBKA MyONUKalWU (TE3WCOB BBICTYIUICHHUS), 0000INAOmIEl OMBIT JAOKYMEHTHOU
JIeATETLHOCTH B OpraHU3aIINH;
— MOJITOTOBKA OTYETA O MPOXOKJICHUU Y4eOHOI MPaKTHKH,
— orieHKa 3 PEKTUBHOCTH JOKYMEHTHOM JIEATETbHOCTH OpraHU3allNH;
— ¢opMupoBaHue MpodeccnoHaNbHBIX MPHOPUTETOB AJIs JallbHEUIero mpodeCcCHOHaIbHOTO
pa3BUTHUS B paMKax [OATOTOBKM 1o HampasieHuto 46.03.02 JlokymeHTOBeAeHHE U
apXHMBOBEACHUE.
Mecro npaktuku B cTpykrype OOIL.
YyeOHass O3HAKOMHUTENbHAS TPaKTHKa OTHOCHTCA K 0a30Boif/o0s3aTenbHON YacTu biok 2
«IIpaktuka» u umeer unaexc 562.0.01.01.
[TpakTuka 6a3upyercs Ha OCBOCHMHM MUCHUIUIMH 1 roma oOyueHus: BBeneHue B HampaBlieHUE
noarotoBku, Mcropusa Poccun, OCHOBBI pOCCHICKOW TOCYIapCTBEHHOCTH, OCHOBBI CHCTEMBI
rOCy/IapCTBEHHOTO M MYHUIIMTIAIBHOTO yIIpaBJieHus, BBeneHue B nHGOpMaIlMOHHBIE TEXHOJIOTHH,
OCHOBBl ~ JUCKPETHOM  MaTe€MaTUKA W  ONTHUMHU3AlUA  JOKYMEHTONOTOKa, (OCHOBBI
nH(OPMAIIMOHHOTO MeHekMeHTa, [lpaBoBenenue, Pycckuif s3bIK U OCHOBBI JIETIOBOM
KOMMYHUKaIMU, be30nacHOCTh )KU3HENESITENbHOCTH, JKOHOMUKA, JlokymeHTOBeneHrne, OCHOBBI
Teopun  ympaBieHus, HHbOpMaIMOHHO-TOKYMEHTAIMOHHOE OOecleueHne TpaxaaH |
noceruteneid, Ludposas npuemnuas, PedepupoBanue um penakTupoBaHHE HAYUYHBIX TEKCTOB,
CTunucTuka M peJakTupoBaHue MHGOPMAITMOHHO-AaHATTUTHYECKUX U CIPABOYHBIX JIOKYMEHTOB.
O3HakoMUTENbHAS TMPAKTHKAa OOECIEeYMBAET YCIENTHOE OCBOCHHUS YYEOHOW MpOorpaMMmbl Ha
MOCIEAYIONUX Kypcax 0OydeHus.



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

Kon Coneprxanue
Ne [Inanupyemble pe3ynbTaThl IPU MPOXOKICHUU TPAKTUKHI
KOMIIETE | KOMIIETEHINH (WU
ILIL. . (MHIMKATOPBI TOCTHKEHUSI KOMIIETSHIINHN )
HIUU e€ yactn)
1 2 3 4
1 | K31 IIK-3 Criocoben k | Peanu3yer ynpaBieHUEeCKHME pelnieHuss B OpPraHU3aluu
' ' BEJICHUIO JIOKYMEHT000O0pOTa B OpraHu3aIuu
> | K32 JOKYMEHTO000pO | YyacTByeT B OpraHu3aliil TPHHATUS YIPABICHYECKHX
' Ta B OPraHU3alliU | pelIeHUH B BEJICHUU JOKyMEHT0000poTa
IIK-5 Crnocoben | 3HaeT IIaHUPOBAHWE OPraHU3ALMU U KOHTPOJS TEKyIIen
3. |IIK-5.1 | ocymiecTBIsATH NEeSATeIbHOCTH CUCTEMBI BHYTPEHHETO KOHTPOJIS
WH(OPMAIIMOHHO- | PKOHOMUYECKOTO CYObEKTa U YMeeT €ro OCYIIECTBIIATh
CIIPaBOYHbIE 3HaeT OpraHu3alMIO BBIIOJHEHUS IUIAHA OpraHUu3alud U
4 | K52 paboThI C | KOHTPOJISI TEKYIIEH NEeATEIbHOCTH CHUCTEMbl BHYTPEHHETO
' ' JIOKYMEHTaMHU KOHTPOJSI 3KOHOMHYECKOIO CyOBbEKTa M yMeeT €€
OpraHu3au OCYIIECTBISTh

2026

1. Crpykrypa u coaep:KaHue NPAKTUKH

OObeM npakTUKu cocTaBisier 6  3aveTHbIX enuHuIl (216  yacoB), 48 yacoB BbIICTICHBI Ha
KOHTAaKTHYIO paboTy oOydarommxcs ¢ mpernojaBareneM u 168 4acoB Ha caMOCTOSATEBHYIO paboTy
CTYIICHTOB, B TOM 4mciie _96  uacoB B (hopMe MPaKTHYECKOW MOArOTOBKHU. [IpOJ0IKUTEIBHOCTD
npakTiku _4  Henenu. Bpems mpoenenus npaktukud 1 rox oOydenus ¢ 9 mapra mo 5 anpens

roza.

VYueOHasi 03HaKOMUTENbHAS PAKTUKA B COOTBETCTBUH C PEIIAEMBIMU CTY/ICHTaMH 33 jauaMU
JIOTHYECKU pa30HTa Ha CIEAYIOMIMX IISATh STAOB €€ MPOX0XKICHUS:

— IIOATOTOBUTEIBHBIN 3Tall,
— OCHOBHOM 03HAKOMUTEIIBHBIN 3Tall,
— OCHOBHOM IPaKTUYECKUH JTall,

— OCHOBHOM aHAJIMTUYCCKUM JTall,

— 3aKJIIOYMTEIIbHBINA ATarl.
Coneprkanue pasiesioB IpOrpaMMbI MTPAKTUKH, pacipeesieHHe OO KETa BPEMEHH MTPAKTUKHI
Ha UX BBITIOJTHEHUE MPEICTaBICHO B Ta0IHIIE

Ne Paznensl (3Tarmnsn) TPaKTHKH Bromwker
0 BHJIaM y4yeOHOMU
m/ Conepsxanue pasnuena BpEMEHU
NEeSATEIbHOCTH, BKITFOUast
1 CaMOCTOSITEIIbHYIO padoTy , (wacs)
2 3 4

1. |IToaroToBUTENBHBIN 3TAIl [Tonydyenue 3amady Ha y4eOHYIO 03HAKOMHTEILHYIO
NpakTUKy M pa3paboTKa KaJeHIApHOTO IJIaHa HX
peanuszarmu. Ha aTom stame ocymiecTBisieTcs BEIOOp
OpraHu3aIH (mpennpusTUst), 3aKIII0YCHUE
J0roBopa, NoJIyd€HUuC MHAMBUAYAJIBHOTO 3aJIaHUA Y 4
PYKOBOJUTENS Y4€OHOM MPAKTUKU B COOTBETCTBHH C | (KOHTAKT
ee IENsIMH M 33/1a4aMH, a TaK)KE B COOTBETCTBUH C Hast
BHIOPAHHOI TEMOH BEIMYCKHON KBATH(UKALMOHHOK | paGora)
pabotel. Beimonnsercss ohopmieHue, COriiacoBaHue
U YTBEPXKACHUE JOKYMEHTOB, HEOOXOIUMBIX IS
NPOXOXKICHHUS MPAaKTUKHU. IIpoBonutcs
YCTaHOBOYHAs! KOH(EPEHIIHS




3

2. | OcHOBHOI1
O3HAKOMUTEILHBII dTall

O3HakOMJIEHME C  CHUCTEeMOH  JIOKyMEHTHOM
JNEATEIbHOCTH TPEANpUATUS 1O JTOKYMEHTALUH.
Ilouck u wu3yyeHUEe 3aKOHOAATENLHO-IIPABOBOW M
HOPMAaTUBHO-METOUYECKOM JIOKyMEHTAIIH,
OTIpEICIISAIONIEH YCTPOMCTBO, (DYHKIIMOHUPOBAHHUE,
OpraHM3alMi0 ¥ OCYIIECTBIEHUE JOKYMEHTHOMN
JesATEIbHOCTH Ha npeanpusatui. HenocpenctsenHoe

03HaKOMJICHHE c JeTOTIPOU3BOJICTBOM,
JOKYMEHTAI[HOHHBIM O0ECIIeYeHnEM YIPaBJICHUS,
OopraHu3almei JOKYMEHTO000poTa u

(dbopMupoBaHUEM KOPIOPATUBHBIX JOKYMEHTHBIX
CHCTEM B CTPYKTYPHBIX MOpa3aeIICHUAX
npennpustusa. OcymecTBisercs cOop HaHHBIX O
CHUCTEME JIOKYMEHTHOM NESITEIbHOCTH MPEANPUATHS
B COOTBETCTBUU C MHANBUAYAIbHBIM 3aJaHUEM

96 (16
94acoB
KOHTAaKTH
ast
pabora)

3. |OcHoBHO# MPaKTUIECKUI
stan (B dopme mpakTrueckoit
MOJITOTOBKH)

[lepBu4HOE TPAKTHUECKOE OCBOCHHUE BBITOJHEHUS
GyHKIMI ~ TOKYMEHTHOW  JESTENbHOCTH  Ha
NpeANpUsITHH, B JIeTIOTIPON3BO/ICTBE,
JIOKYMEHTAI[MOHHOM ~ OOECIIeUeHUH  YyIpaBJICHUS,
OpraHu3alMd JOKYMEHTOOOOpOTa, B  CO3/aHUU
KOPIIOPATUBHBIX JOKYMEHTHBIX CHUCTEM. YdYacTue B
nporeccax COBEpPILICHCTBOBAHUE CUCTEMBI
JOKYMEHTHOW  JeSATeNIbHOCTH  MPENNpHsTHsA, B
yIOpaBJIeHUH TMPOEKTaMH W TpOrpaMMaMH IO
BHE/IPEHUIO  HOBBIX ~ METOJOB W MOJeJei
KOPIIOPAaTHBHBIX  JOKYMEHTHBIX  CHUCTEM  Ha
npeanpustud.  OCyIIECTBISETCS — AMIUPHYECKAs
CTaJusl BHITIOJHEHUS! MHMBHYaTbHOTO 33 JaHHS

96 (16
4acoB
KOHTaKTH
ast
paborta)

4, |OCHOBHOM AaHAIMTHYECKUN
3Tan

AHaJIUTHYECKOE OIMUCAHHWE IAHHBIX TOJYYCHHBIX B
Xo071e BBIIIOJTHEHUS 03HAKOMHUTEIHHOTO u
MPAKTHYECKOTO JTAIoB u MIPOBEICHHBIX
AMIUPUIECKUX/TIPUKIIATHBIX HUCCIENOBAHUNA W
Ipyrux  (GopM  HAYYHO-TIPUKIAAHOHW  pabOTHI.
[TpoBeaeHne 0000IIEHUS ¥ KPUTHUECKOU OLIEHKH TI0
pe3ynbTaTaM BBITIOJIHEHHUS CTYJIGHTOM B  XOJE
MPaKTUKU UHAUBUAYATHHOTO 3aaHUS

10 (2
Jaca
KOHTAaKTH
ast pabora

5. | 3axyIrounTenbHbIN dTall

[TonroroBka u MpoOBEICHNE UTOTOBOW KOH(DEpeHIMH
MO pe3ybTaTaM O3HAKOMHUTEIHLHOU MPAKTUKHU B XOJIE
KOTOPOHW MPOXOJIUT aTTECTAIUS CTY/ICHTOB.

10
(KOHTaKT
Has
pabora)

KypcoBbie padoThI: HE IPEyCMOTPEHBI.

dopMa NpoBeIeHUs ATTECTALUM 10 Y4eOHOI NpaKTHKe (03HAKOMHMTEJIbHOM): 3a4eT

ABTOpBI: Mupomnnuenko B.C., kaH[l. 5KOH. HayK, TOIIEHT;

3akapstH M.P., kaHz. TeXH. HayK, AOLIEHT




