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Paboyas nporpamma y4e6HON 03HAKOMUTENIBHOM MPAKTHKH SBIISETCS YACTHIO
OCHOBHOHM TIpoecCHOHANBHONW 00pa30BaTeNbHON MPOrpamMMbl JJis HOArOTOBKH
GakanaBpoB 110 HampaBJeHHIO TMOArOTOBKH 46.03.02 JloKyMeHTOBeIeHHE U
apxuBoOBelieHHe, mnpopumo  OpraHusamus — [JeJONpOM3BOACTBA B  OpraHax
3aKOHOJATE/IbHOM, MCIIONHUTEIBHON U CylNeOHOM BIacTH OYHON M 3a049HON (GopM

00y4eHus.
PaGouas mporpaMma 03HaKOMHTEIBHOW NpPakTHKH paspaboraHa B
coorBercTBHM ¢ ®I'OC BO — 6akamaBpuaT II0 HaNpaBIeHUIO ITOATOTOBKH

46.03.02 JloxyMeHTOBeIecHUE U  apXMBOBEJNEHHE, YTBEPXKIEHHBIM IPUKA30M
MuHucTepcTBa HayKH U BbICmIero obpasoBanusi Poccuiickoit  ®@enepanuu
or 29 okTs16pss 2020r. Ne 1343 (¢ W3MEHEHHUSIMH W  JONOJHEHHSIMH);
IIpodeccuonanpHbM  cTaHgaproM «CHEHMaluCT [0 OpPraHU3al[HOHHOMY U
JOKyMEHTALIMOHHOMY OOECII€UeHHIO YIPaBICHUS OpraHu3alueiy», yTBep)KICHHBIM
IIpuxazom MuHHCTEpCTBa TpyAa U COLMANBHOM 3amuThl Poccuiickoit @eneparyu
«O6 yTBep)KIeHUH IpodeccuoHanbHoro cranaapra» ot 15 mons 2020 r. Ne 333w;
ITpodeccuonansHbM cTaHAapToM «CHENUaTUCT O YIPaBICHHUIO JOKYMEHTaMH
OpraHu3allun», yTBepKAEeHHBIM [Ipukazom MuHHCTEpCTBAa Tpyla U COIMAIBHON
sanmtel  Poccuiickoit @enepanuu  «O0  yTBepxAeHMH HPO(ECCHOHAIBEHOTO
cramapray ot 27 ampens 2023 r. Ne421u; IIpodeccHOHAIBHBIM CTaHAAPTOM
«Crnenuanuct apxuBa», YTBep)KIeHHbIM [lpukazom MuHucTepcTBA Tpyna u
COLIMaJILHON 3aIUTHI Poccuiickoii ODenepanuun «06 YTBEpPXKIEHUU
npodeccuoHaIbHOTO cTanaapra» ot 18 mapra 2021 r. Ne 140H.

COCTABUTEJIN:
KaHAUWZAT [eJarorm4ecKux HayK, MHOIeHT Kadeapbl HOKYMEHTOBEHEHUS U

apxuBoBezieHHss T’ BOY BO «JII'TIY» Ynpuyenko FOnus BuxropoBHa

YTBep)KI[CHa Ha 3acCe€laHuU Ka()enpbl JOKYMEHTOBEACHUS U apXUBOBEICHUS

IpoTokon oT « 73 » 2024 1. Ne &
3aBenyromuit kadenpoi s
JIOKYMEHTOBEICHUS U apXUBOBEIECHHUS / Vinreuenko 10.B.

OnobpeHa Ha 3acefaHHM Y4eOHO-METOAMYECKOM KOMHCCHH HIHCTHUTyTa HCTOPHH,
MEXXyHapOIHbIX OTHOIIECHHUH M COLHAIBHO-TIOJUTHYECKUX HAYK

[TpoTOKOI OT «_7#3 » %}O 26 . Ne 5
IIpencenarens yueOHO-METOITIECKOM

KoMuccuu MHCTUTYTa UCTOPUH,

MEXIyHapOJHBIX OTHOIIEHUH ;
U COLIMANIbHO-TIOJIUTHYECKUX HayK . Axunmesa W.IT.
COI''TACOBAHO:

Hupexrop Jlenapramenta o6pa3oBaHuI CagenkoB B.B.



1. lean 1 3a1a4U NPAKTHKH, €€ MECTO B Y4eOHOM mpouecce

Henb0 NpakTUKH SBISETCS W3YYEHUE BHJIOB CIYKEOHBIX JTOKYMEHTOB,
UCIIONIb3YEMBIX B JIEATEIBHOCTH OpraHMU3alllH, OCOOCHHOCTEH MX odopmiieHus,
U3yYEHHE JTOKYMEHTOOOOpOTa W OpPraHu3aluy paboThl ¢ TOKYMEHTAMHU: IMOPSIKA
perucTpalyy, KOHTPOJII MCIOIHEHUS JOKYMEHTOB, OpraHM3alMd TEKYILEro
XpaHEHUs! TOKYMEHTOB, IOpsJIKa NepeJayl UX B apXHB.

3amayamm NpPaKTUKU SBISIIOTCS:

— M3y4UTh U MPOBECTH AHAIU3 HOPMATUBHO-NPABOBbIE U HOPMATUBHO-
METOJMYECKUE JIOKYMEHTBI, OIPEACISAIOUIME OpraHu3aliio M TEXHOJOTHUIO
JIEJIONPOU3BOICTBA OpraHu3auu (yCTaBbl, NOJOKEHUS, UHCTPYKLIUH, PErJIaMEHThI
H 1p.);

— OLIEHUTh CHUCTEMY JEJIONPOM3BOJACTBA OPraHHU3alMd, B KOTOPOM
OCYLIECTBIISIETCS IPOXOKICHUE IIPAKTUKY;

— O3HAKOMMTBHCS C JEJIONPOU3BOJACTBEHHBIMU Pa0OTaMU HEMOCPEICTBEHHO
Ha pabo4yeM MeCTe OpraHu3aluy;

— PACKPBITh HABBIKH Pa0OTHI C TOKYMEHTAMH Ha BCEX CTAAMIX WX JBIKCHUS
(nepBuuHast 00pabOTKa JOKYMEHTOB, paboTa C JOKYMEHTaMH B OTJENe
JOKYMEHTOOOOpOTa/KaHIENAPUN,  PETUCTpalus,  KOHTPOJIb,  HMCIOJHEHHE
JOKYMEHTOB B  CTPYKTYpPHBIX NOJpa3JeICHUsX; OTIpaBKa JOKYMEHTOB,
OpraHu3alys XpaHeHUs!, HOJAr0TOBKA IOKYMEHTOB K C/Iaye B apXUB U T.1.);

— (bUKCUpPOBAaTh TMOJYYEHHbIE CBEJEHUS M PE3YyJbTaThl BBINOJHEHHOM
paboThl, 0600111a0IIKeE TTOTYYEHHbIE 3HAHUS U IPAKTUYECKUE HABBIKU B OTYETHOU
JOKYMEHTAIUH 110 PAaKTHKE (JHEBHUKE U OTYETE MO MPAKTUKE).

2. Mecto npaktuku B cTpykrype OIIOIT

VYuebHas mnpaktuka (03HakomumenvHas) BXOTUT B 0053amMeNbHYI0 YACMb
y4eOHOTO TJIaHa MOJATOTOBKH CTYACHTOB.
HeoOxoaumbiMu  yCIOBHSIMU JIJI TIPOXOKJEHUS MPAKTUKH O0YyUYarOIIHIACS

JOJIXKECH

3Hamb. 0A30BYI0 TEPMHHOJIOTHIO, MPUMEHSEMYIO B pabOTe CHEIUATMCTOB
cheppr JIOY wm apxuBHOTO [ema, HOPMATHBHO-TIPABOBBIE AaKThl B 00JacTH
JOKYMEHTAITMOHHOTO 00€CIeYeHHsI yMpaBiCHUsI U apXWBHOTO Jielia; OCHOBHBIC
ATambl JEIONPON3BOACTBEHHON paboThl; cucTeMy (YHKIIMOHUPOBAHUS apXUBHBIX
yUpexAeHUI, XpaHeHUsI U 00pabOTKH TOKYMEHTOB;

yMemy: ONpPENeNsITh W aHAIM3UPOBAaTh BHUJA M CIOCOO perucTpanuu
JOKYMEHTOB B OpraHM3alliM, CpaBHUBATb M  aHAJIM3UPOBATH  IPOEKTHI
yIpPaBICHUYECKUX PEIICHUI; CPaBHUBATh U BBLACIATH JOCTOMHCTBA U HEJOCTATKU
KOMIBIOTEPHBIX TEXHOJIOTH, MPUMEHSEMBIX B OpraHU3aI[uH JEIONPOU3BOICTBA U
apXUBHOTO  JIeNa, BBINOJHATH JUISI  O3HAKOMJIGHHS C  OCOOEHHOCTSIMH
npo(hecCHOHANBHOM JEeSTeNIbHOCTH 0a30BbIe AJIEMEHTapHbIE MPOQECCHOHANbHbIC



3aJaHusl B JICJIONPOM3BOJACTBE, apXUBHOU paboTe, cdepe AOKYMEHTAI[MOHHOTO
o0ecrnieueHns ynpaBiIeHUs] OpraHu3aluu;

gnadems  Hasvlkamu: PpabOTBl C HOPMAaTHBHO-3aKOHOATEJIbHBIMU
JNIOKyMEHTaMH, KOTOpbIE pPErIaMEHTHPYIOT JEJIOIIPOU3BOACTBO,
JOKYMEHTAIlMOHHOE 00€CIIeUeHNE YIPaBICHUsSI U apXUBHYIO pa0OTy; HaBbIKaMHU
CpPaBHEHHs  pa3IMYHbIX TUIOB  OpraHM3allMi, HaBbIKaMU  O0O3HAYECHUS
IOPUIMYECKOTO CTaTyca OpraHu3allii U aHajlu3a crelnu(UKY AeI0NpOU3BOICTBA B
HEl, HaBBIKaMU aHaJIM3a CTaTyca U MpoQuiIsi OpraHu3aluu.

[IpakTrKa 3aKkperuisieT 3HaHUs U yMEHHs, MpUoOpeTaecMble CTYyIECHTAMH B

pe3ysbTaTe OCBOEHHUS TEOPETHUYECKHX KYpCOB, CIOCOOCTBYET BbIpAOATHIBAHUIO
NPAKTHUECKUX HAaBBIKOB M CHOCOOCTBYIOT KOMIUIEKCHOMY (HOPMHPOBAHHIO
KOMIETEHIIUN 00y4Jaromuxcsl.

B mpomecce NpakTHKM — aKkTyaIM3UPYIOTCS KOMIETEHIIMM W OIBIT
00pa30BaTeNbHON JEATENBHOCTH CTYJIEHTOB, MPUOOPETEHHBIE B XOJE€ OCBOCHMUS
yueOHbIX JucHUIUIMH: «BBenpeHue B mpodeccroHalbHYIO —J1€ATEIbHOCTHY,
«Opranuzanusi 1 TEXHOJOTUS JIOKyMEHTAllMOHHOTO OOECIEeUeHUsl YIpPaBIICHUSY,
«OCHOBBI [JI€JIONPOU3BOACTBA», «/lokymeHTOoBeneHue», «HopMaTuBHO-IIpaBOBBIE
OCHOBBI MPO(ECCUOHATIBHON JEATEIbHOCTH M aHTUKOPPYHIIMOHHOE IMOBEICHUE.
[IpakTka sBISIETCA OCHOBOM 1 ocBoeHusaA: «HopmaTuBHO-paBoBOE U
METOJMYECKOE PETYIMPOBAHUE JOKYMEHTALIMOHHOTO OOECIEeUEHUsl YNPaBICHUIY,
«ApxuBoBesieHHe», «MeEHEIKMEHT B NPOQPECCUOHATBHON  JEATEIbHOCTHY,
«KopriopatuBHasi U Jej0Basi KyJbTypa B TOCYJapCTBEHHBIX, MYHULIMITAJIbHBIX U
KOMMEpPYECKUX OpraHu3alusax», <«ApXUBHBIA ayTCOpCUHI», «Opranuzanus
pedepeHTcKol 1 0UCHON JEATEIIBHOCTHY.

OznakomutenbHas (yueOHas) mpakTtuka mpoxoauT Ha Il kypce ouHOU
dbopmbl oOyuenuss B 3 cemectpe, Ha Il kypce 3aounoil ¢Gopmbl oOyudeHus B
6 TpumecTtpe. Bxomutr B yueOHbli Onok «IIpaktuka», OOs3aTenbHasi YacThb.
[lepnon mpoXOoKAeHUS NPAKTUKA — 2 Hexenu. Dopmbl OTYETHOCTH: JTHEBHHK
MPAKTUKH, OTYET.

O3nakoMuTenbHas (ydyeOHasi) MpakTUKa TPOBOJUTCS IOCIE OCBOCHMS
CTyJeHTaMu OakajaBpuaTa 4YacTH MPOTPaMMbl TEOPETHUECKOro OOy4YeHUs Hu
SBJIIETCSI BUJOM MPAKTUKHU, KOTOPYIO OakanaBpbl MPOXOASAT B MHIWBUIYAIbHOM
MOPSIZIKE.

[Ipy TPOXOXKIEHUU O3HAKOMUTENbHOW (y4ueOHOH) TNPAKTUKU CTYACHT
OakanaBpuaTa JOJDKEH 3aKpenuTh TEOPETUUYECKUUA Marepual, HIpuodpecTu
MPaKTUYECKUE YMEHUS U HABBIKU, COOpaTh HEOOXOAUMYIO HH(POPMAILIHIO.

B pesynapTaTte TpOXOXKIEHUS O3HAKOMHUTENIBbHOW (Y4eOHOM) MpPaKTUKH
CTYJEHT 3aKpeIUIIeT TEOPETUYECKHE 3HaHHUsS, KOTOpBIE MOJy4daJl B IMpOLECcCe
oOyueHusi, (opmMHupyeT TEepBUYHBIE YMEHHS M HABBIKM aAHAJIUTHYECKOU
NeSITEIbHOCTH; MPUOOpETaeT psii KOMIIETEHIMI B mpodeccuonanbHoi chepe. B
rporecce 03HAKOMUTEIIBHON (yueOHoi) IIPaKTUKU aHaJIM3UpPYyeT
OpPraHU3allMOHHYI)  CTPYKTYPY YUYPEXKICHHH, NOPSIOK AEIONPOU3BOACTBA
COrJIaCHO JAaHHBIM CTPYKTypaM; MPOUCXOAUT O3HAKOMIICHHE C perjiaMeHTaluei
JIEJIONPOU3BOJICTBA,  OMpEAeNAeT ycloBUA g aHanu3a d3(PQPEeKTUBHOCTU



JIETONPOU3BOCTBEHHBIX ~ CIIYkO0, OTIEIBHBIX TOAPA3ACICHUN OpraHU3aINM,
apXHUBOB.

O6mass Tpyao&€MKOCTh OCBOCHHS MPAaKTUKU 3 3.¢., 108 uacoB, 2 Hemenu;
00beM camocTosTeIbHON paboThl 102 yaca.

OcCHOBHBIE XapaKTePUCTUKHU MPOBeIeHUs] MPAKTUKHU

®opma o0yueHust Oumnas, 3a0uyHas
Bun npaktuku yueOHast
Tun npakTuku 03HAaKOMHTEJIbHAS
Mecro npoBeieHUs TPAKTUKU OpraHu3aliy, MPEANPUITH U YUPESKICHUS Pa3HbIX (PopM

COOCTBEHHOCTH C JIOKYMEHTAllMOHHBIM OOecCIeueHHeM;
CIIy’)KObl JTOKYMEHTAIIMOHHOTO OOeCIeUeHHUs YIpaBICHUS
(ympaBiieHMH JienaMy, KaHLEISpUM, OOIeM OTJHele,
CEKpeTapuaTe) U B IPYTrUX CTPYKTYPHBIX MOAPA3ACTICHUIX,
BBIIIOJIHAIOIUX JaHHbIE (DYHKLMHU, B FOCYJIapCTBEHHBIX U
HEroCyJ1IapCTBEHHBIX OPraHU3alUIX

Crnioco6 npoBeeHus CTallMOHAPHBIN, BBIE3THON

®opma (popmbr) mpoBeneHUS JUCKPETHO

[TponoIKUTENBHOCTD B HENEIISAX 2 Henean

Oco0ble yCIIOBUS POBEICHUS -

dopma KOHTPOJIs 3auer

ConepxaHne NTPaKTUKH, MOPSIOK IPOBENCHMS, CPOKH NPOXOKIACHUS H
(GbopMBl OTYETHOCTH COOTBETCTBYIOT [lONOKEHHIO O MPaKTUYECKOM MOATOTOBKE
oOy4Jarommxcsi, OCBaMBaIOIIUX OCHOBHBbIE MPOQeCcCHUOHANIbHBIE 00pa3oBaTEIbHbIC
nporpaMMsbl OakajnaBpHara, CleliMaguTeTa, MarucTpaTyphl.

Crnoco6  mpoBeaeHHs  MPaKTUKA  OPEIyCMaTpUBAaeT  BO3MOXKHOCTb
OpraHM3alyd CTalMOHAPHOW NpakTUKW. CTalMOHApHOM SBISIETCA IPAKTHKA,
KOTOpass MPOBOAMTCS B OpraHu3aluu Ju00 B NpodUIbHOW OpraHu3auuu
JTOKYMEHTAIMOHHOT'O 00EeCTIeUeHHUS .

Mecra npoBeneHUs NPAKTUKH: CTalMOHApHas IPAKTHKAa MPOBOAMUTCS B
CTpyKTypHbIX noapazneneHusx JIITIY, npenHasHadueHHBIX U1 MPAKTAYECKOU
MOJATOTOBKM WM B MPOQUIBHBIX OpraHU3alUsiX, pPaCIOJIOKEHHBIX HA OCHOBAaHUU
norosopa, 3akiaroyaemoro mexay JIITTY u npodunsHOil opranuzanuei. B stom
cilly4ae, JaTbl IMPOXOXKICHHUS NPAKTUKH MOTYT CABUTaTbCs (B TOM 4YHUCIE Ha
KaHUKYJSIpHOE BpeMsi) ¢ OQOpMIICHHEM JaHHOTO MEpeHoca MPUKA30M PEKTopa
JITTLY.

Bole3nHas mpakTMKa OPOBOJUTCS B MPOQWIBHBIX  OpraHu3alusax
JOKYMEHTAIlMOHHOTO OO0€eCIeYeHusi, Ha OCHOBAHMM JOTOBOPA, 3aKIIIOYaEMOIO
mexay JITITY u mpodunpHOM opranuszanmei. Bo BpeMs NpakTUKH CTYACHTHI
paboTatoT B  CiIyk0ax JOKyMEHTAMOHHOTO OOECHeueHusi  YIpaBJICHUs
(ynpaBiieHUM JelaMu, KaHLEJISpUM, OOIEeM OTHAee, CeKpeTrapuare) U B JApPYrux
CTPYKTYPHBIX  IOAPA3JEICHUSX,  BBIIOJHAIOMMX  JaHHbIE  (PYHKIUHM, B



TOCYAApPCTBCHHBIX U HCTOCYAAPCTBCHHBIX OPraHU3alHiAX.

3. Ilepeuyenn

NAHUPYeMBbIX

pe3yJibTATOB TMPOBedeHUusl y4eOHOM

NMPAKTUHKH, COOTHECEHHBIX ¢ HHAMKATOPAMM JOCTHKEHUST KOMIIeTeH NI

Konx o
dIoC BO

HNuaukarop
JXOCTHKEeHUS

Pe3yabTaThl NIPOX0KAEHUS TPAKTUKH

yHI/IBepCEUIBHBIC KOMIICTCHIIUHN

YK-2. Cnocoben
OIIPEAEIATH KPYT
3a7a4d B paMKax
NOCTABJICHHOM 1IeJTH 1
BBEIOMPATH
OIITHMAJIbHBIE
CHOCOOBI X peIICHHS,
UCXOMS U3
JEUCTBYIOLIUX
IIPaBOBBIX HOPM,
MUMCIOIIIUXCS PECYPCOB
Y OTpaHUYCHHI

YK-2.5. Onpenensier
KpYT 3a7]ad B paMKax
MOCTaBJICHHOH LIEMH U
BBIOHMpAET
ONITHMAaJTbHBIE
CITOCOOBI MX PEIICHUS,
HCXOMIS U3
MMEIOTNXCS PECypCOB
1 OTpaHUYECHUI

3namsp: OTpaciv AEWCTBYIOMIETO POCCHUICKOTO IpaBa
IUIL  OIpeIeNeHHss Kpyra 3azady ¥ ONTUMAaJIbHBIX
CHOCOOOB UX PELICHUS.

Ymems: ananusupoBaTh HMEIOLIMECS pPECYpChl U
OTpaHUYEHMs, OLIEHMBAET OINTHUMAaJbHbIE CIOCOOBI
peLIeHUs IIOCTABICHHBIX 3a1a4.

Bnaoemv: coBpeMEHHBIMH HOpMaMH U OTpaCISIMU
JEHCTBYIOLIETO POCCUICKOro MpaBa JJisl OIpeIeIeHUs
Kpyra 3ajad ¥ ONTUMAJIbHBIX CIIOCOO0B MX PELICHHUS

Oo6menpodeccroHaTbHbIE KOMITETEHIIHN

OIIK-3. Criocoben
MPUMEHSTH
TEOpPETUICCKUE
3HAHUS IS PEeUICHHS
[IOCTaBJIEHHBIX 3a1a4 B
obnact
JIOKYMEHTOBEJICHUS U
apPXUBOBE/ICHUS

OIIK-3.1. [Ipumensier
TEOPETUUECKHUE
3HAHUS VIS PEIICHUS
MOCTaBJICHHBIX 33734
B o0nactu
JOKYMEHTOBEACHUS U
apXUBOBEICHUS

3Hamp: OCHOBHBIC TIOAXOIBI K  OpraHU3AINH
KOMIUIEKTOBAHUS, YU€Ta, XPAHEHUS U UCIIOJIb30BaHUA

JIOKYMEHTOB.

Ymemsy: nOpuUMEHATH COBPEMEHHBIE 3HAHUSA U
MOJAXO0Jbl B CBOEH MPAKTUYECKOW IEATEIbHOCTH B
rOCYJapCTBEHHbIX, MYHUUUIAIBHBIX apXWBax U

apxH1Be OpraHU3aLHH.
Bnaoemp: 6a30BBIMH TEOPETUYECKUMH 3HAHUSIMU B
001aCTH JOKYMEHTOBEJICHHUS] M APXHBOBEACHUS

ITpodeccuoHabHble KOMIETEHIMN

IIK-1. Cnocoben k [IK-1.7. Hcnone3yer | 3nams:  OCHOBHBIE INPUHLUIBI W  KPUTEPUH
OpraHu3anuu MpaBuWiIa TIOATOTOBKH | pasjeleHus HHQOpMaIMU B TOKYMEHTaX.
JOKYMEHTUPOBaHUS yIpaBlIeHYECKUX Ymems: paspabaTeiBaTh KpUTEPUH  pa3AeiCHUS
yIpaBJIEHIECKOM JOKYMEHTOB crocoOcTByomue coopy, 00paboTke TOKYMEHTOB Ha
JIeSITEIbHOCTH B TPYIIBl B COOTBETCTBUH C LIEHHOCTBIO MH(POPMAIIUH,
OpraHu3anuu cozieprkalieiica B Hux.
Bnaoempy: HaBblkamMu — pa3pabOTKH  KpHUTEpUEB
pasaeneHusl JOKYMEHTOB Ha TPYMIbI B COOTBETCTBUU
C pa3HBIMH KPUTEPUIMHU
IK-2. Cnocoben [IK-2.1. Opranmsyer | 3uamp: TOPAAOK M TOATOTOBKH U OQOPMIICHHUS
OpraHM3alnu JOKYMEHTOOOOpOT B | JIOKYMEHTOB B OpraHH3alHU.
JIOKyMEHTO0000pOTa B | OpraHu3anuu Ymemsp:  wucrionb3oBaTh  ONAHKHM  JIOKYMEHTOB,
OpraHu3aIuu MPUMEHSAEMbIE B OpTaHHU3aIHH.
Bnaoemp: HaBblIKaMHM ONpEENCHUS Ha3HA4YCHUS,
COCTaBa PEKBU3UTOB KAKIOTO OJIaHKA TOKYMEHTOB
IK-3. Cnocoben [IK-3.8. Ilpumensier | 3nams: COBpEMEHHBIE WHPOPMAITUOHHO-
OpPraHU30BHIBATh COBpEMEHHBIE KOMMYHHMKAaLIMOHHBIE TEXHOJIOTMH Ui PaboOTHl ¢
paboty ¢ nHPOPMALIUOHHO- JTOKyMEHTaMH, B TOM 4YHCIE JUIsl €€ ONTUMHU3ALUHN U
JIOKyMEHTaMH KOMMYHHKAIIHOHHBIE MOBBIIIEHHS 3PPEKTHBHOCTH.
TEXHOJIOTHH st | Ymems: paGotarh B mporpammax MS Word, MS
paboTh c | Excel.
JNOKYMEHTaMM, B TOM | Biademp: HaBbIKaMu HCIOJIb30BaHMA ceTu VHTepHET
qucie Ui ee | A1 IIOMCKA HAay4yHO-CIIPABOYHOM JIMTEpaTyphbl IO
ONTUMU3ALUI U | JOKYMEHTOBEICHUIO OOECIICUCHUIO OpraHu3aluH;
MTOBBILIEHUS COCTaBIJISICT pAa3JIMUHBIC THIIBI JOKYMEHTOB M HUX

3G (HEeKTUBHOCTH

(dhopmaTrpoBaTh




4. CTpyKTypa " coliepkaHue NPOBeJeHUs] 03HAKOMUTEILHON MPAKTHKHA

(yueOHast)

Bunapl yaeOHO# paboThl Ha

IIPAKTHUKE, BKIIFOYaA

CaMOCTOSITENHFHYIO PaboTy

CTYJICHTOB

3amanust 7151 CTYJCHTOB

q)OpMBI KOHTPOJIA

Iloo

20MOGUMEIbHBLIL (opzaumauuounb

1il) Iman

BBoaunag nexknusg

O3HaKOMIICHHE C I[CIIIMU,
3aJjauaMHu, COJICPKAHUEM U
OpraHu3alMOHHBIME (popMaMu
y4eOHON TPAKTUKH

CobecenoBanune
CPYKOBOJIUTEJIEM ITPAKTUKH
oT Kadeapsl

ITonyyenue
WHIUBUAYAIbHbBIX
3amanuii. OnpeneneHue
TeMbI, 000CHOBaHHE
AKTYaJIbHOCTH.
BBoHBII HHCTpYKTaK

I[OKYMGHTaJIBHBIe corjiaCoBaHUsA
peObIBaHUS CTYJIEHTOB Ha
npaxktuke. O3HaKOMJIEHHE C
IUTAHOM TE€M /pa3iesioB PAKTUKU

NHcTpyKkTHBHOE COBelIaHuE
U TIOJIy4ECHHE
JOKYMEHTALUN JJIL
HPOXOXKJICHUS y4eOHOM
MIPaKTUKHA

Ocnoernoii 5man

3HaKOMCTBO C 0a3zoi
MIPAKTUKU
(opraHu3zamnmeii)

N3yueHune mnpaBui BHYTPEHHETO
pacropsiika; MIPOXOKICHUE
MOBTOPHOTO  MHCTPYKTaXa Ha
paboueM MecTe TI0 TEXHHKE
6esomacHoctu. M3yueHue Tumna
OpraHv3aluy, ONIpEHcICHHuE €€
FOPUANYECKOTO craTyca,
GyHKIMH, 3a7a4, HCTOPUUYECKUX
YCIOBUHA  BO3HUKHOBEHMS U
pa3BUTHA

KoHnTpons nocemaeMocTy.
Kontpous co
CTOPOHBIPYKOBOIUTEIIS
MIPaKTUKHA

JIOKyMEHTO0O0POT
OpraHMU3aIH

O3HakoMJIeHHE C TIOPSIIKOM U
MpaBUJiaMy OpTaHU3AIMH PabOTHI
C JOKyMEHTaMH B Ipejaenax
MO/Ipa3IeJIeHUs/ OT/1eTa/CITyKOBbI.
Hcnonb3yembie OnaHKu B
OpraHu3aIyu

KoHTpons nocemaeMocTu.
KoHTposb co cTopoHBI
PYKOBOJUTENS MPAKTUKH OT
Kadenpsl U pyKOBOJIUTEIS
0a3bl MPaKTUKU

Hcnonb3oBanue
MH(}OPMALIMOHHO-
KOMMYHHKATHBHBIX
TEXHOJIOTHI B paboTe
C IOKyMEHTaMH

O3HakoMIJICHHE C MPOIECcCaMu
aBTOMaTu3allu1 OMPECACIICHHBIX
Y4aCTKOB JJOKYMEHTAI[HOHHOTO
o0ecrnieuyeHus yrnpaBieHus,
JIeTIOTIPOU3BOICTBA, APXUBHOTO
nerna

KoHntpouss nocenjaemoctu.
KoHTposb co cTopoHBI
PYKOBOIMTENS IPAKTUKHU OT
KadeIpbl U pyKOBOJIUTEIS
0a3bl MPaKTUKU

Brimosninenue Hanonnenue otyera KonTpons co
WHIUBUAYAIBHOTO Heo0X0AuMO nHpopmanuen CTOPOHBIPYKOBOIUTES
3aJJaHus 110 TUTaHYy- COTJIACHO TIOJTYYEHHOMY MPAKTUKH OT Kadeapsl
rpaduky WHIUBUAYAITBHOMY 33/IaHUIO
03HAaKOMHTEIBHON
MIPAKTUKU
3aknouumensvHblil Iman
Odopmnenue [MonBenenue utoroB | Kontpouns co
WUTOTOBBIX JTOKYMEHTOB | O3HAKOMHTEIbLHOMN (yueOHOI) | CTOPOHBIPYKOBOIUTEIS
I10 MPAKTUKE MIPaKTHKH, (dbopMynMpOBKa | MPAKTUKU OT Kaeaphl.
BBIBOJIOB, 00O3HaueHue u aHaiau3 | KoHTposb co cTOpOHBI
JIeJIOTIPOU3BOACTBEHHBIX PYKOBOJIUTEIS 6a3bl




oTiepanuii, H3TamoB pabOThI C
JOKYMEHTaMH, KOTOpBIC
aKTyaJbHBl M XapaKTepHBI JUIS
KaXJIOT0 OTJCIBHOIO 00BbeKTa
MPaKTUKH;IPOIIECCaMU
ABTOMATH3AIMK  ONPEICICHHBIX
y4acTKOB  JOKYMEHTAIHOHHOTO
obecrnieueHus yIIpaBJICHUS,
JEeTONPOU3BO/ICTBA,  APXUBHOTO
nena.  DopmMupoBaHME IIAKeTa
JOKyMEHTOB MO  TIPAaKTHKE.
CamocrosrenbHas pabora 1O
COCTaBJICHUIO M  O(GOPMIICHHUIO
oryera o pe3ylibTatam
MIPOXOKACHHS y4eOHOI
MPaKTUKH.

B kadecTBe MpHIIOKEHUH MOTYT
ObITh HMCIIOJIB30BaHbl  00pa3LIbl
JOKYMEHTOB  0a3bl  MPaKTUKH,
cxema OpraHU3aluH
JIOKYMEHTO00O0pOTa U T.I.

MPAKTUKU

Peghnexcusno-oyenounwlii

[Ipumenenne 3HaHUM,
yYMEHU# Ha 0aze
MIPaKTUKU U PACKPHITHE
MPAaKTUYECKUX
HaBBIKOB. [IyOnnyHas
3aIlATa OTYETA 110
MPaKTHUKE

CaMO/IMarHOCTHKA pa3BUTHS
JUYHOCTHO-TIPO(ECCHOHATBHBIX
KauecTB, TOTOBHOCTH K
caM000Opa30BaHUIO u
camMoOpraHu3aIum, YMEHUS
paboTaTh B KOJUIEKTHBE, a TaK¥Ke
pemate CTaHAapTHBIE  3a7adu
npodeccuoHaIbHON
NEeSTeNbHOCTH U T. 11.;
IMOABCACHUC MTOI'OB MPAKTHKU U

COCTaBJIEHHE oTuera 0
MIPOX 0K ICHUN NPaKTUKA
(oOpaboTka W cucTeMaTH3aIusl
coOpaHHOTO HOPMAaTUBHOTO,
MPAKTUYECKOTO U (PaKTHUECKOTO
MaTepHaa, [TOJrOTOBKA
peKOMEeHTanu i o
COBEPIICHCTBOBAHHIO
OpraHu3aIu
JIOKYMEHTallMOHHOU

ACATCIIbHOCTU OpraHru3allnun

poBEpKa OTYETHBIX
JOKYMEHTOB (IHEBHHK H
OTYET MO  TPAKTHUKE)
PYKOBOJIUTEISIMU oT
Kadenpsr;

yCTHas Oecena C
oOyuaromumcs u
PYKOBOJIUTENIEM TPAKTHKH
OT Kageapsl;
[TyOnnunas
NPaKTHKH

3amuTa

5. Metoanueckoe odecnevyenne, 00pa3oBaTeibHble TEXHOJIOTHH

CtyaeHTsl mepes MPOXOXKICHUEM MPAKTHUKUA 00SCIEYHBAIOTCS MPOTPaMMON
¥ JTHEBHUKOM TIPOXOXKIEHUS TpakTuku. OOOpynoBaHHE M TEXHOJOTUYECKOE
OCHalleHHe paboynx MeCT OOECHeurnBaeTCsi OCHAIEHUEM MPEANpUATHN U

OpraHu3aIuu.
Taxxke tpu

MPOXOXKIACHUN O3HAKOMUTEJIBHOW (Yy4eOHOH) MpaKTUKH

CTYJI€HTbI UCIIOJIb3YIOT: YUeOHYIO TaOOpaTOPUIO JJI MPOBEACHUS MPAKTUUECKUX U




7a00paTOPHBIX 3aHATUH, TPYNIOBBIX W WHIWBUAYAIbHBIX KOHCYJIBTAIHH,
TEKYIIET0 KOHTPOJII W TPOMEXKYTOUYHOW aTTeCTallid, IJII CaMOCTOSTEIhHOU
paboThl 00YJArOIIMXCS, OCHAIIICHHYIO KOMIUIEKTOM Y4e0HOM MeOeH, KOMIUIEKTOM
pabodero mMecrta mpernoaaBaTelis, MEJIOBOUW TOCKOW, KOMITBIOTEPOM; YUTAITBHBINA 3aJT
CIpaBOYHO-OuOIHMOTpaduyecKon nH(pOpMaITMOHHOM paboThI TSt
CaMOCTOSITENILHOW paboThl OOywarommxcs. Takke HCHONMB3YyeTCsl TOCTYI K
OCHOBHBIM HH(OPMAITMOHHBIM 00pa30BaTEIbLHBIM pecypcaM, HHQPOPMAITMOHHOM
0a3e JaHHBIX, BO3MOXKHOCTb BBIXOJIa B UHTEPHET.

6. YueOHO-MeTOAUYECKOE 7 NMPOrpaMMHO-UH(pOPMALIMOHHOE
o0ecrneueHue

a) OCHOBHAs IUmMmepamypa.

1. Bunpuunckas-byrenko, M. O. OcHOBBI  JeJIONPOU3BOACTBA H

cekperapckoro oobciuyxuBanus / M. D. Bunbuunckas-byrenko. — CII6
CIIOI'YIITH, 2019. — Teker : snextponHsid // LludpoBoii oOpazoBaTeIbHBIM
pecypce IPR SMART : [caitT]. — URL:

http://publish.sutd.ru/tp_ext_inf_publish.php?id=2019332

2. JIOKyMEeHTaIIMOHHOE 00eCIICUeHNEe YIIPABICHUS | YUCOHHK TSI CTYJCHTOB
BY30B, OOyYaromuxcsi IO HalpaBlICHUSIM «IKOHOMUKA» W «MEHEIKMEHTY,
cneruanbHOCTIM «MHpOpMaTHKay, «JlOKyMEHTOBEICHHE W JOKYMCHTAIIMOHHOE
oOecrieueHue ynpaBieHUs», «ABToMatu3anus u ynpasienue» / A. C. I'punbepr,
H. H. T'op6aués, H. H. I'op6aués, O. A. Myxamermmna. — M. : KOHUTU-JIAHA,
2023. — 391 c. — Tekct : smexkTponHblid // Ludpooii oOpa3oBaTeabHBIN pecypc
IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/142685.html. — Pexum
JIOCTYTIA: JJIsl aBTOPU3HP. TTOJIH30BATENCH

3. Eropuenko, T. W. Jlenonpou3BoACTBO U JOKYMEHTOOOOPOT Ha
npeanpuatuu : ydeOHoe mocobue (kypc nekmmit) / T. W. Eropuenko. —
Cumdeporons : YHUBEPCUTET IKOHOMHKH U yrnpasienus, 2023. — 268 ¢. — Tekcr :
anexkTpoHHbI // {udpoBoii oOpazoBatenbHbiil pecypc [PR SMART : [caiiT]. —
URL.: https://www.iprbookshop.ru/136265.htmi

4. 3aitneBa, E. B. Jlenonpou3BojacTBO U JOKYMEHTOOOOPOT B CHUCTEME
TOCYJIapCTBEHHOTO W MYHHUIMIAIBHOTO YIpPABICHUS : Y4EeOHO-METOIUYECKOE
nocobue / E.B. 3aiiuea, H. B. I'onuapoBa. — ExatepunOypr : M3marenbcTBo
VYpansckoro yuusepcurera, 2017. — 178 €. — Tekct : anexkrponHsiii // Ludposoit

oOpa3oBaTenbHBI  pecypc IPR SMART : [caiT]. — URL:
https://www.iprbookshop.ru/106363.html. — Pexxum mocTyma: i aBTOPH3HP.
M0JIb30BATEIIEN

5. Kysnenos, M. H. JlemonpousBonctBo : y4eOHO-CIIpaBOYHOE mocooue /
N. H. Ky3nenoB. — M. : JlamkoB u K, 2025. — 405 c. — TekcT : 2JIeKTpOHHBIH //
[Mudposoit obpaszoBarenvubiii pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/144217.html. — Pexxum poctyna: s aBTOPH3HP.
I10JIb30BAaTENIEN

6. Ky3nenona, W. B., Xauatpsu, I'. A. JlokyMeHTHpOBaHUE YIIPABICHUECKOM
nestenpHocT. — M. JlamkoB u K, Al Ilm Dp Memma, 2021. — Tekcr :
anexkTpoHHbI // I{udpoBoii oOpazoBatenpHbiii pecypc [PR SMART : [caiiT]. —


http://publish.sutd.ru/tp_ext_inf_publish.php?id=2019332

URL.: http://www.iprbookshop.ru/99364.html

7. Ilonmo, C. JI. Jlenompou3BOJACTBO U CeKpeTapckas paboTa Ha
nepconanbHoM koMmmbrotepe / C. JI. ITonos. — M. : COJIOH-IIpecc, 2021. — 424 c.
— Texker : anextponusbiit / Ludposoii obpazoBarenbhbiii pecypc IPR SMART
[caiiT]. — URL.: https://www.iprbookshop.ru/142018.html. — Pexxum moctyma: ajis
aBTOPHU3HP. MOJTH30BATEINCH

8. Porocxxun, M. 1O. HacronpHast KHHIa  OTBETCTBEHHOIO  3a
nenonpousBoactso / M. lO. Poroxumn. — M.: Ilpocmekt, 2019. — Tekcr :
anektponnbiit // Hudposoii obpazoBarensubiii pecypc IPR SMART : [caiiT]. —
URL.: https://ibooks.ru/reading.php?short=1&productid=369647

9. Posym, M. lO. OcHOBBI naemompon3BojCTBa : ydeOHOe Tmocobue /
M. 1O. Posym. — 2-e¢ uzn., ucnp. u pon. ; ®I'BOY BO «JII'TIY». — Jlyraack :
N3narennsctBo JII'TIY, 2024. — 304 c.

10. Posym, M. 1O. KoppecronaeHIuss U AEIONPOU3BOJICTBO : ydeOHOE
nocooue / M. 1O. Pozym; T'OY BIIO JIHP «Jlyranckuii HalmoHaJIbHbIN
yHuBepcuteT uMeHu Tapaca IlleBuenko». — JIyranck : Kaura, 2019. — 132 c.

11. Cemkxo, M.A. OCHOBBI J€ONPOMU3BOJICTBA : ydeOHOe Iocobue /
N.A.Cemxo, JI.A.AntyxoBa. — CtaBpomnoib : Cekoits, 2018. — 119 c. — Teker :
anexkTpoHHbiit // Ludposoii obpazoBatenbHbiii pecypc IPR SMART : [caift]. —
URL.: https://www.iprbookshop.ru/92992.htmi

0) OonoHumenvbHas Aumepamypa.:

1. JlIokyMeHTallMIOHHOE oOecrieueHue yIpaBJICHHUS : y4eOHUK
[ A. C.Tpunbepr [u ap.]. — M. : FOHUTU-JAHA, 2017. — 391 c. — Tekcr :
AIEKTPOHHBIN // IPRSMART ; [caiiT]. — URL:
https://www.iprbookshop.ru/71213.html

2. Kyspmuna, WM. B. [lenompom3BoiacTBo : y4eb. mocodue /

H. B. Ky3smuna. — M. : MockoBckuit rymanurap. yu-1, 2017. — 128 c¢. — Teker:
anekTpoHubiit // LludpoBoit obpazoBatenbubili pecypc IPRSMART : [caiiT]. —
URL.: https://www.iprbookshop.ru/74718.html

3. CmupHoBa, E. I1. [lenonpousBoacTBo ajisi cekperapsa. Pazpabotka, yuet u
XpaHeHue ciyxxkeOHoi mpokymenrammu. — CapatoB: A#t [lu Op Menua, 2019. —
Texkcer : snextponnsiii // Ludposoit obpaszoBarensHbiii pecypc IPR SMART :
[caiiT]. — URL.: https://www.iprbookshop.ru/79622.htmi

8) UHMepHem-pecypcol:

1. DnekTpoHHO-OMOMMOTEYHAsE cucTema «JlaHby [DIeKTpoHHBIA pecypc].—
Pesxxum noctyna: https://e.lanbook.com

2. DnexTpoHHo-O6nbmoreunas  cucrema IPRSMART  [OnextponHbIit
pecypc].— Pexxum nocryma: http://www.iprbookshop.ru

/. MH(opMallHOHHBIE TEXHOJIOTHM U IPOrPaMMHOe o0ecriedeHue

[IpenocTaBieHrne BO3MOXKHOCTH TONyYEHHUS! KOHCYJIBTAIIMH IO MPAKTUKE C
ucrnoip3oBanueM cetu Internet, ckaitma, koHdepeHmuum Z0OOM, 3IEKTPOHHON
MOYTBl, W  JAPYruX  HMH(POPMAIMOHHO-KOMMYHHKAIIMOHHBIX  TEXHOJOTHH,
ANeKTpoHHOM oOpazoBaTensHOM cpeast MOODLE.


http://www.iprbookshop.ru/99364.html
https://ibooks.ru/reading.php?short=1&productid=369647
https://www.iprbookshop.ru/92992.html
https://www.iprbookshop.ru/71213.html
https://www.iprbookshop.ru/79622.html
https://e.lanbook.com/
http://www.iprbookshop.ru/

8. MarepuajbHO-TeXHMYECKasl 0232 MPAKTHKH

JI7isl TIOJTHOIIEHHOTO TPOXOXKJICHHS MPAKTHKH B PACHOPSHKCHUE CTYACHTOB
IPEJOCTABISICTCS HEOOXOAUMOE ISl BBITOJHCHHUS MHIMBHIYAJIBLHOTO 3aJIaHUs TI0
IPAaKTHKE OOOPYIOBaHWE W MAaTEpPHAJbl. DTO IO3BOJUT CTYJACHTAM YCIICITHO
BBITIOJTHUTH 3aIUIAHUPOBAHHBIC y4eOHBIC MEPOIPHUATHS, MPUOOPECTH IEPBUIHBIC
NIPAKTHYCCKHE HABBIKM M yYMEHHsI, COPMHUPOBATH KOMIICTCHIIUN, HEOOXOIUMBIC
U1t Oyaymied ux mpodeccu.

K marepuanbHO-TEXHUYECKOH 0a3e HEO0OXOAMMO OTHECTH CIEIYIOIIUE ee
9JIEMEHTBI: HAJIMUKE pab0odyero MecTa JUlsl MPaKTHUKAHTA; HATUYHE MEPCOHATBLHOTO
KOMITbIOTEpa WJM BBIICJACHHBIC 4Yachl JUIS IMOJB30BAaHHUS HM; BO3MOXHOCTb
M0JIb30BaHUsl VIHTepHET-pecypcoM; IOCTYI K OTKPHITHIM (aiiiam ¢ 0030pHBIMHU
MaTepuajJaMH IO JOKYMEHTAllMOHHOMY OOECIICUYCHUIO M apXHWBHOMY XpaHEHUIO
JIOKYMEHTOB OpTaHU3aIIHH.



9. JIucT 1OoNMOJIHEeHUH U U3MEeHEeHH I

Ne
n/n

Jara
BHeECEeHHUSI
H3MeHeHus /
JOTIOJTHEHH S

OcHoBanue

Conep:xkanue usmMenenus /
JOIOJTHEHHU A

JIuna, noaTBep:KIaIONINE
H3MeHeHHe / JONMoJTHEHHe

3aBeyIOMIHit
kadenpoit
(DPamunus,
UHUYUAbl,
noonucy)

Jupexrop /
JACKaH
(Damunus,
UHUYUATDL,
noOnucy)




