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Pabowyas  mporpaMma — OpraHHM3alMOHHO-YIPABIEHYECKOH  NPaKTHKU
SIBJISIETCS YaCThIO OCHOBHOM IpPOo(eCcCHOHATBHONW 00pa30BaTebHOM MPOrpaMMBI IS
MTOATOTOBKHM MAarvCTPOB I10 HaIlpaBJIEHUIO NOAroTOBKH 46.04.02 /lokymeHTOBeneHME
U apXWBOBEIEHME, IPOrpaMMBbl MarucTpatrypsl JOKyMeHTAllMOHHBIE CHCTEMBI H
apXMBBI B TOCYJapPCTBEHHOM CHCTEME yIPABIEHHs OYHOU U 3209HOU GOpM 00yUEHHS.

Pa6ouas mporpamma npakTuku paszpaborana B coorseTcTBHM ¢ PI'OC BO —
MarucTpaTyphbl [0 HalpaBlIeHUIO0 MOAroToBKU 46.04.02 JlokyMeHTOBEIEeHHE U
apXUBOBEJICHHE, YTBEPXKICHHBIM MpHKa3oM MMUHHCTEPCTBA HAYKH U BBICIIErO
obpaszoBanus Poccuiickoit @enmeparmu ot 29 okTabps  2020r. Ne 1345 (¢
U3MEHEHMsIMH U HononHeHusMH); IIpodeccuonansueiM craHaapToM «CHEHaIrcT
II0 OpraHM3allMOHHOMY UM JOKYMEHTAllHOHHOMY OOECIEUYeHHIO YIIPaBICHHUS
opraHusaien», yrBepKIeHHBIM IIprkazom MuHHCTEpCTBa TpyJa W COLHAIBHOM
samuThl  Poccuiickoit  @epepamu  «O6  yTBepXkIeHHM MPO(ECCHOHAIBLHOIO
crangapra» orT 15 wmroma 2020 r. Ne 333H; IIpodeccHOHATBHBEIM CTaHIAPTOM
«CrenyanucT 1O YIpaBICHUIO [OKYMEHTAaMH OpraHM3allih», YTBEP)KIEHHBIM
IIpukazom MuHHCTEpCTBa TpyJa W COLMANbHOM 3amuThl Poccuiickoit Meneparmu
«O6 yTBepxIeHnHU NpodecCHOHATBHOTO cTanaapray oT 27 ampens 2023 1. Ne 421H.

COCTABUTEJIA:
KaHIuJaT IeJarorudeckux HayK, JOLUEeHT KadeOpsl [JOKyMEHTOBEIEHHS |
apxuosezieHuss ®I'BOY BO «JII'TIY» Vasuenko FOnus Bukroposna

YTBep)KI[eHa Ha 3aCClaHnuun Ka(I)C,ZIpBI JOKYMEHTOBEICHHUSA U apXUBOBCACHUA

IIpOTOKOT OT « 73 » 0241 N %
3aBenyrouyii kadeapoi 5
JIOKYMEHTOBE/ICHUS U apXHUBOBEICHUS Vnpgenko 10.B.

OnobpeHa Ha 3aceaHHM Y4eOHO-METOIMYECKOM KOMHCCHH WHCTHTyTa HCTOpHH,
MEXTyHapOJHBIX OTHOIIEHUH U COITMATIBHO-ITOIUTUIECKUX HAYK

ITpoTOoKOI OT « 723 » 024 1. Ne &5

IIpencenatens yuebHo-Metamuueckoit

xomuccuu MHCTHTYTa HeTOpUH,

MEX{yHapOIHBIX OTHOIIEHUH

U COLMAIBHO-TIOIUTUYECKUX HAYK Axwunmesa W.I1.

COI''TACOBAHO:
Hupexrop Jlenapramenrta o0pazoBaHus Cagenkos B.B.



1. Hean u 3a1a4u NPAKTUKH, €€ MeCTO B y4eOHOM Mpouecce:

[lenp — mMOArOTOBKA MAarucTpOB K OpPraHU3alMOHHO-YIIPABICHYECKOM,
aHAIUTUYECKOW M HAy4YHO-HUCCIIEIOBATEeNIbCKOM  paboTe,  oOecnedynBaroien
b dexTuBHOE yNpaBlieHUE JIEJIONMPOU3BOJCTBEHHON U apXUBHOW JIEATENBLHOCTBIO U

anpooOauio IPOEKTOB, MOBBIMIAIOIIUX 3 HEKTUBHOCTH KOMaHTHOM,
aMUHUCTPATUBHOM,  KOJUICTHAIBHOW M OpraHU3allMOHHO-YIIPAaBJICHUECKON
WHULIMATUBBl B cdepe apXWBHOro JieJa M JOKYMEHTAallMOHHOTO oOecreueHus
YIPABJICHHUS.

3ajaun OpraHU3allMOHHO-YIIPABICHUECKON (YueOHOM) MPAaKTUKU OCHOBAHbI Ha
XapakTepucTHKax Oyaymed mnpodecCHOHANbHOM JEeATENbHOCTH MAarucTpoB B
COOTBETCTBUH C (elepalbHbBIM TOCYIapCTBEHHBIM 00pa30BaTEIbHBIM CTaHIaPTOM
BBICIIET0 00pa3oBaHus (YpOBEHb MarucTpaTypbl) MO HAMPaBICHUIO MOATOTOBKU:
46.04.02 JloxymeHToBeneHue u apxuBoBeneHue, (IIpukaz MunucrepcTBa Hayku H
BhIciiero oopazoBanus PO Nel1345 ot 29.10.2020 roxa).

Maructp JOJDKEH pelaTh cleayloule MpodeccroHalbHblE 3aJaud B
COOTBETCTBUU C npo¢ecCuOHATBHON HaIpPaBJIEHHOCTHIO U BUJAMU
npo(hecCUOHATBHOM e TENbHOCTH:

1 )opranu3aliuOHHO-YIIpaBIEHYECKas: yIpaBJieHHUE OpraHu3alusIMH,
1oJIpa3AesICHUSIMH, rpynmnamMu (xoMaH1aMHN) COTPYAHHUKOB CIIyK0
JOKYMEHTAIlMOHHOTO O0ecleueHusl yIpaBJeHuUs, IPOEKTAMU U CETAMU; pa3paboTKa
CTpaTeruii pa3BUTHs CIYXO JOKYMEHTAIIMOHHOTO OOECNeYeHHs YMpaBICHHUS U HX
OTACJBHBIX TOAPA3ICICHUMN.

2) aHaNMTUYECKas: TOWCK, aHAIHM3 U OLIEHKa WH(OPMAIIUU 7Sl IOATOTOBKH U
NPUHATHSA YIPABIECHYECKUX PEIICHUH; aHaJIU3 CYIIECTBYIOUIUX (OpPM OpraHu3anuu
paboThl Ciy’)kO JOKYMEHTAlMOHHOTO OO0ECHedYeHus] YINpaBieHus pa3padoTka U
000CHOBaHHE MPEAJIOKEHUI MO UX COBEPIIEHCTBOBAHUIO; aHAIM3 U MOJEIUPOBAHUE
IPOLIECCOB JOKYMEHTAIIMOHHOTO O0ECIIeUEeHNUs yIIPABICHHUS.

3) Hay4yHO-MCCIIEI0BaTENbCKas: BBISBICHUE U (POPMYIMPOBAHUE AKTyaJbHBIX
Hay4yHBIX MpoOjeM B cdepe opraHu3aliH JeJIONPOU3BOACTBA U ApXUBHOIO JENa;
pa3paboTka METOAOB M HMHCTPYMEHTOB MPOBEACHMS HCCIENOBAaHUI M aHAIM3a UX
pe3ynabTaToB; pa3paboTKa OpPraHMW3allMOHHO-YIPABIEHUYECKHX MOJIENEH MpoLeccos,
SBJIEHUNH U OOBEKTOB, OIICHKA M HWHTEpIIpeTalus pe3yabTaToB; IIOUCK, cOOp,
o0paboTka, aHaMM3 M CHUCTEMaTu3amus HWH(POpPMAIMM MO TEeME HCCISIOBAHMUS;
MOJITOTOBKAa 0030pOB, OTYETOB M HAYYHBIX MyOTMKAIMi; aHAJIN3 KOMMYHHKAIUH U
WHPOPMAIIMOHHBIX TEXHOJOTHH, MPUMEHSEMBIX B ACSITEILHOCTH MPEINPHUSITHS,
OpraHU3alllH, YYPESKICHUS; aHAIM3 CHUCTEMBl MOTHBAIIMM WU OIICHKU PE3yIhTaTOB
TpyJa CIEHHAIMCTOB B cdepe MOKYMEHTAIMOHHOTO OOeCleueHUsl YIMpaBlIEHUS W
apXMBHOIO JIeNa; pa3padoTKa MPOEKTOB M0 COBEPLIEHCTBOBAHUIO OPTaHU3ALMOHHO-
yIpPaBICHYECKOH  JEATEIBHOCTH pEeANPUATHS u 000CHOBaHUE ero
1esaecooopasHocTd U d3QPEKTUBHOCTH; TOTydeHHE MPOGECCUOHAIBHBIX YMEHUN U
HABBIKOB B OOJIACTH yNpaBICHUS MPOEKTaMH; MPUOOPETEHHE HABBIKOB MOJITOTOBKU
OTYETa O MPOJIeTaHHOHN padoTe.

2. Mecto npakTuku B cTpykrype OITIOIL
OpraHu3alinoOHHO-YIIpaBJICHYECKas MPaKTUKa BXOAUT B 00s3aTENbHYIO YacTb



y4e0HOTO TIJIaHa MOJATOTOBKH CTYACHTOB.

HeoOxomquMbpIMHu YCITOBUSAMU JII IPOXOXKACHHS TMPAKTUKH SIBIIIOTCS 3HAHHS
HOPMAaTHUBHBIX TMPABOBBIX AaKTOB B 00JIACTH OpraHU3allid  YIpPaBICHYCCKOU
JIeSITEIbHOCTH, OCHOBHBIC TpaBWJIa XpaHCHHs W 3aIIUTHI CIyX)eOHOH mHpopmanmu;
CHCTEMY apXUBHBIX YUYPEKICHHUH; CHUCTEMY XpaHEHHUS M OOpaOOTKH JTOKYMEHTOB.
YMEHHsI OpPTaHHW30BBIBATH  KOMaHJHYIO paboTy B cdepe JAOKYyMEHTAIIHOHHOTO
oOecrieueHurs YIpaBiICHUs OpTraHu3allii, OPraHU30BbIBaTh APXHUBHYIO M CIIPABOYHO-
UH()OPMAITMOHHYIO paOOThI MO TOKYMEHTAaM OpTraHU3aIliH, TPUMEHITH HOPMATHUBHBIC
MIPaBOBBIC AaKThl B YIPABJICHUYECKOW JEATCILHOCTH; IOATOTABIMBATH IPOCKTHI
YIPABJICHUYECKUX PEIICHUI; HCIOJIB30BaTh B JEATEILHOCTH apXWBa COBPEMEHHBIC
KOMITBIOTEPHBIC ~TEXHOJIOTHH; YMEHHSI TPUMEHSATh COBPEMEHHBIC METOIUKH
KOHCEPBAIlUA W PECTaBpallid apXHWBHBIX JOKYMCHTOB; BJIaJIcTh HABBIKAMH aHAIIA3a
OpraHU3alMOHHO-YIIPaBICHYCCKUX OIMMOOK, HaBBIKAMHU OPTaHU3AINH JACATEILHOCTH
apXuBa C Yy4€TOM CTaryca W Mpoduis opraHu3aium;, HaBbIKaMH pabOThI B CHCTEMax
3JIEKTPOHHOT'O IOKYMEHTO000POTA.

[IpakTuka sIBJISIETCS OCHOBOM JJII OCBOEHUS CIAEAYIOMUX TUCHUIUINH: « Teopus
COBPEMEHHOTO0 JIOKYMEHTOBEJCHHSI U apXWUBOBEICHUM», «APDXHMBHOE JIeJI0 B
COBPEMEHHBIX YCIIOBHUAX», «YTIPaBIIEHUE TOKYMEHTaMW» BBITIOJHEHUS BBITYCKHOM
KBTM(PUKAIIMOHHON paOOTHI.

OO6mast Tpy10€MKOCTh OCBOCHHSI MPAKTUKUA COCTABJISIET 6 3a4eTHBIX €IUHHUII,
216 4. IIporpamMmoii mperyCMOTPEHBI: ISl O9HON (POpMBI OOYUEHHS: JTEKIIMOHHBIC (2
4.), caMOCTosITeNlbHass pabota cryaeHTa (210 4.), koHTpoNb (4 4.); A 3a0YHOM
dbopmbl 00yUeHHS: JIGKITMOHHBIC (2 4.), camocTosATeNbHas paboTa cTyaeHTa (210 4.),
KOHTPOJIb (4 4.).

OCHOBHBIE XapaKTEPUCTHKH NMPOBeIeHNsI MPAKTHKH

®opma o0yueHust OYHAasi/3209HAs
Bun npaxktuku yueOHast
Tun npakTuku Opranu3alioOHHO-YyIIpaBIeHYECKas
Mecto npoBeneHus NpakTUKU ®I'bOY BO JIT'TIY»
Cnoco0 npoBeneHust CTallMOHapHas
®opma (popmbl) IpoOBEACHUS HEIPEPHIBHO
[TponomKUTENBbHOCTD B HEAENAX | 4 HeAenu
OcoOble yciioBuUsl TPOBEACHUS JUISL JIAL C OTPAHUYEHHBIMU BO3MOXHOCTSIMHU 370POBbS

BEIOOD MecCTa TPOXOXACHUS AapXUBHOW MPAKTHKHU
corjmacyercsi ¢ TpeOOBaHMEM WX JOCTYIMHOCTH IS
JMAHHBIX OOYyYaIONmUXCs, C Y4ETOM OCOOEHHOCTEH WUX
MCUX0(U3UIECKOTO pa3BUTHSA, WHIVBHUIYyaJIbHBIX
BO3MOKHOCTEH M COCTOSIHHS 3JI0POBBS, B TOM YHCJIE Ha
0a3e oOpa3oBaTeNbHBIX OpraHu3anuii ais aerei ¢ OB3,
COOTBETCTBYIOIIETO HO30JIOTUHU CTYACHTA Mpodus
dopma KOHTPOJIS 3a4€T

3. IlepeyeHr mNaHHUpPYeMbIX pe3yJbTATOB MPOBeJeHUs] NPAKTUKH,
COOTHECEHHBIX C MHAUKATOPAMM JO0CTHKEHUSI KOMIIeTeHIIHA

Ko mo ®IoC BO NHaukaTop 10CTHKEHHUS PesyabraTel 00y4deHust mo
AUCHHILIHHE




YHuBepcaabHbIe

YK-3

VK-3.1. OpranuzoBbIBaeT u
PYKOBOJIUT paboroit
KOMaHJbl, paclpeliessier Hu
JIETIETUPYET MOJIHOMOYHS IS
JOCTIDKEHHS IIOCTaBICHHOM
eI

3HaeT: megarorudeckmue u
IICUXOJIOTHYSCKHE OCHOBBI
BBICTpaUBaHUS
B3aHMOJCHCTBUS C
o0yJaromuMucs 1
KOJLJICTaMU;

YMeer: TonepaHnTHO
B3aHMOJCHCTBOBATh C
Y4YaCTHUKAMH
00pa30BaTeNLHOTO MPOIIECCa;

Bnageer HaBBIKAMH:
paspeneHus
MEKJINYHOCTHBIX
KOH(IINKTOB

Ob6menpodeccnoHanbHbIe

OIIK-3

OIIK-3.1. [Ipumensier
TEOPETUYECCKHE 3HAHHS IS
pereHus ITOCTaBJIEHHBIX
3amay B o0iactu
JIOKYMEHTOBEICHHUS u
ApXUBOBEICHHUS, JKCIIEPTHU3BI
u aHajau3a HAy4YHO-
HCCIIEIOBATEIIbCKUX OTYETOB,
crareu, MOHOTrpaduid,
MPOEKTOB

3HaeT: HCTOPUIO Pa3BUTHUSA
JIOKYMEHTOBEIYECKON MBICIIU
0 TEOPUH M  METOJHKE
paboThl € JIOKyMEHTaMH,
ucTopuorpaduyeckue
MCTOYHHUKH 110 MpoOIeMaTHKe
Kypca;

VYmeer: aHAJM3UPOBATh
TEOPETUYECKHE KOHIETINN U
METOAMYECKHE MOJIXOAbI K
OCHOBHBIM npobiemMam
JTIOKYMEHTOBE/IEHUS,
c(opMyIHUPOBAHHbIE B
Tpyaax Y4YEHBIX -
JIOKYMEHTOBE/IOB

Bnaneer HaBBIKAMU:
OCYILIECTBIICHUS Hay4YHO-
HCCIIEN0BATEIbCKON
JIESTEIbHOCTH B 00JacTH
JIOKYMEHTOBEICHUS u
apXHWBOBEICHUS B
COOTBETCTBUHM C BBIOpaHHOM
TEMATHKON HAay4HOT'O
HCCIIEIOBAHMS, OTIBITOM
paboThl C TEOPETUYECKUM H
MPAaKTUYECKHUM MaTepHUaioM
o TemMe
JOKYMEHTOBEIYECKOTO WU
apX1BOBEAYECKOTO
MCCIICIOBAHMS.

OIIK-5

OIIK-5.1 OcymecTBisieT
I/IHHOBaHI/IOHHYIO
JIESITCIIBHOCTD, (hopMyHpyeT

3HaeT: MPUHIMIBI paboThl ¢
pPa3IMYHBIMU  JOKYMEHTaMH,
TEXHOJIOTUM KOHCEpBAIlUU MU




u peraer pOOIIEMBI
COXPAHHOCTH, peCTaBpalluu
KOHCEpBAIMH JJOKYMEHTOB Ha

oOecrieueHns COXpaHHOCTH
JIOKYMEHTOB.
YMeer: omnpenenstb  BUIBI

OCHOBE COBPEMEHHBIX | IOBPEKICHUN TOKYMEHTOB H
TEXHOJIOTUI METOABl MX  YCTPaHEHUS;
BEIOMpATh METOBI
KOHCEpBallUU U
o0ecrieyeHnss  COXpPaHHOCTH
JOKYMEHTOB
Bnapneer: pueMamMu
PO UITAKTUKHI
IIOBPEXKICHUM JOKYMEHTOB B
apxuBax (necHeBbIMU
rpuOKaMH, TNICHOYHBIMH
HOCUTEJISIMU U T.J1.).
ITpodeccuonanbHble
[1K-2 [1K-2.1. Opranusyer | 3Haer: HOpPMaTUBHBIE
JIEATEIIbHOCTD paBoBble akTel Poccuiickoit
HOJpa3/IesIeHUs no | ®enepauun B o0nactu
YIPaBICHUIO uHpopManuy,
JIOKYMEHTAlUOHHBIMU MH(POPMAaLIMOHHBIX
CHCTEMaMH TEXHOJIOTUH W 3allUTHI

nH(pOpMaIIUY, IEPCOHATBHBIX

JAHHBIX, I poBoi
TpaHchopMaluH,

yIpaBJIEHUS  JOKYMEHTaMHU
OpraHu3aIuy;

MCTOAUYCCKUEC NOKYMCHTHI H
HAI[MOHAJIbHBIE  CTaHAAPTHI,
coJiepKalie TpeOOBaHUI K
OpraHM3al  YIpaBIEHUS
AOKYMCHTAMH OpraHU3aluun;
TUTIOBBIE U TNPUMEPHBIE
IMMOJIOKCHHA U UHCTPYKIHU B
obusacTu yIpaBJIeHUS
AOKYMCHTAMH OpraHU3aluun;
TpeOOBaHUSI K CTPYKType H
COACPIKAHUTO OTACIIBbHBIX
BUJIOB JIOKAIIbHBIX
HOPMATUBHBIX aKTOB,
mpaBwiia  pa3pabOTKH U
oopMIIEHUS TOKYMEHTOB,;
MOPSI/IOK 03HAKOMJICHUS
pPaOOTHUKOB C JIOKAJTLHBIMHU
HOPMAaTUBHBIMH aKTaMu
OpraHu3aIiy,

TpeOOBaHUS OXPAHBI TPY/IA.
YMeeT: IpUMEHATh PaBOBbIE
HOPMbBI 1Jid COCTaBJICHUA U
oopMIIeHUS JIOKaTBHBIX
HOPMAaTUBHBIX aKTOB
OpraHu3aluy,




OpPraHnu30BLIBATH

JIeATEIIbHOCTD pabounx
rpyIm 1o MOJIrOTOBKE
IIPOEKTOB JIOKaJIbHBIX
HOPMAaTUBHBIX aKTOB
OpraHu3aluu o
JIOKYMEHTHBIM CHUCTEMAaM;
OpPraHHU30BbIBATH
paccMoOTpeHue, 00CyXIeHHE,
YTBEPKACHUE u
COIJIACOBAaHUE IIPOEKTOB
JOKAJIbHBIX ~ HOPMATHUBHBIX
aKTOB OpraHu3aluy,
MOCBSIIEHHBIX MIOJINTUKE
yIpaBJIEHUs T0KyMEHTaMH;
IPUMEHSITh MEpHI,
obecreynBaroue

BHIIOJIHEHHE  TpeOOBaHMUH,
3aKpPEIUIEHHBIX B JIOKAJIBHBIX
HOPMATHUBHBIX  aKTax IO
VIPABJICHUIO  JOKYMEHTaMHU
OpraHu3aIHH.

Biraneer HaBbikamu:
yIpaBlIeHUs  NpOLEAYpaMHU
pPaccMOTPEHHS, YTBEPKIACHUS

u/unu COTJIaCOBaHUs
IIPOEKTOB JIOKaJIbHBIX
HOPMAaTHBHBIX aKTOB
OpraHu3alyH, UCIOJIb3YEMBIX
B YIPaBICHUU
JIOKyMEHTaLMEN;

PYKOBOIUTH aKTyaJlH3aluen
JIOKQJIbHBIX ~ HOPMATHUBHBIX
aKTOB OpraHU3alUH C YYETOM
BHEJIPEHUSI  KOPIOPATUBHOMN
CUCTEMBI AIIEKTPOHHOIO
JIOKYMEHT0000poTa.

[1K-3

ITK-3.1. AHanu3upyer
MH(pOPMaLIMI0O U MOJEIUPYET
yIIpaBJIEHYECKYIO
JeSITETHHOCTD

3HaeT: MeTOoJbl aHalu3a |
CHUHTEe3a UH(OpMaIHH;
OCHOBHBIE MOJIEIIM MPUHATHUS
pelIeHHH, BHU/IbI
YIpaBIEHYECKUX DPELICHUH U
METOBI UX TIPUHSTHS;
MO3HILIUU COLIMAIbHON
3HAYHUMOCTH, POJIb U MECTO
STHKH B MEHEJ[)KMEHTE;
COCTaB U OCOOEHHOCTH
(bYHKIIMOHUPOBAHUS
CHCTEMBI BHYTPEHHET O
JOKYMEHTO000poTa
opraHu3anuu, 0a3bl JaHHBIX
PEINPUSTHS, OCHOBHBIE




MTOKa3aTeNn
MH(POPMAIIMOHHOTO
o0ecrnieueHus YY4aCTHUKOB
OpPraHU3aLMOHHBIX IIPOEKTOB.
YMeer: OLleHUBaTh YCIIOBUS U
IIOCJICICTBYSL  IIPUHUMAEMBIX
OpraHU3alOHHO-
YIPABJICHUYECKUX PELICHUN;
aHAJIM3UPOBATh BHEIIHIO U
BHYTPEHHIOIO cpeny
OpraHu3alM, BBIABIATh €€
KJIIOYEBBIE  DJJEMEHTBl U
OLICHMBAaTh MX BJIMUSHUE Ha

OpraHu3aINIo;
UJIEHTU(DUIIUPOBATD,
aHAIM3UPOBATh 31
paHXUpPOBaTh O0XKUIaHUA

3aMHTEPECOBAHHBIX  CTOPOH
OpraHM3alvi C  IO3UIUHU

OTBETCTBEHHOCTH 3a
IPUHUMAECMbIE pelICHHS.
Bnaneer HaBBIKAMU:
pa3pabOTKM SKOHOMUYECKHX,
(bMHAHCOBBIX u
OpTraHHU3aIMOHHO-

YIPaBJIEHUYECKUX MOJIENEH;
ajarnTaiun MoJelIed K
KOHKPETHBIM 3aauyam
YIpaBJIEHUS;

CpelCTBaMH  MPOrPAMMHOIO
o0ecrieueHuss  aHaiau3a U
KOJIMYECTBEHHOTO
MOJICIUPOBAHUS CUCTEM
yYIpaBJICHUS;

MeToJlaMu  (OPMYITUPOBAHUS
U peanu3aliu CTpaTeruil Ha
YpOBHE OM3HEC-CTUHHUIIBL;
KOJIMYECTBEHHOTO u
Ka4eCTBEHHOTO aHanM3a
uH(pOpMalUd TPU TPHUHATUU
YIPaBJICHUYECKUX PEIICHU;
aHanu3a JTy4IIero u
HauboJee 3¢ (HeKTUBHOTO
UCIOJIb30BaHUs UH(pOopMauu
JUIsL  KOHKPETHBIX  3a]a4
YIPABJICHUS NPEINPUITUEM.

4. Crpykrypa H coaep:kaHue mnpoBeaeHus OpraHu3anuoHHO-
yIpaBJIeHYeCKOI NMPAKTHKH.

HaumenoBanue HaumenoBanue O0BéM BpemeHH, | @opma KOHTPOJIS
TEMAaTHYECKOTO pa3enoB M TEM | CPOKHM, OTBEAEHHBIE
(mpodeccroHaATBLHOTO) | MPAKTUKU Ha MPAKTUKY




Oyi0Ka (TpynoéMKOCTh B
yacax)

IloaroToBUTENLHBIN dTAIl

YcranoBouHas O3HakoMUTbCA c 72 3anucu B
KOH(epeHIIHs, MOJIO’KEHHUEM 0 KypHase
BKJIIOYAIOLIAst MIPaKTHUKE, UHCTPYKTaXa.
MHCTPYKTaX 1O METOANYECKUMU 3anucu B JITHEBHHKE
TEXHHUKE PEKOMEHIALUAMU 10 MPOXOXKACHUS
0e30MacHOCTH MIPOXOKACHHUIO MPAKTUKU

MIPAKTUKU

OcHOBHOM yTan

Ananus AHanu3 TOCTPOCHUS 72 KonTtpons co
OpraHU3aIMOHHO- WH()OPMAITMOHHO- CTOPOHBI
yIpaBIeHIECKON MMOMCKOBOW CHUCTEMBI PYKOBOIUTENS
MOCTaHOBKHU U | OpraHu3aiuu MPaKTUKHU oT
0COOEHHOCTEH Kontponb Kadeapel.
apXUBHOM W | UCTIOJTHEHUS
CIIPaBOYHO- JTIOKYMEHTOB.
UH(pOpMaLOHHON Knaccupukauusa u
paboThI 1o | cucreMaTu3anus
JIOKyMEHTaM JIOKYMEHTOB.
OpraHu3aIuu dopmupoBaHue Jel,

ooAroToBKka A€l K
cIa4yc B apXUB

3aKIFOYATENBHBII dTAll

IToaroroska otuera o | CocraBneHue 12 Kontposnb co
HpOXO)KI[eHI/II/I OTUYCTOB 0 CTOpOHI)I
HpaKTI/IKI/I HpOXO)KI[eHI/II/I pyKOBOI[I/ITeJ'IH
Hp AKTHUKHN nu nux HpaKTI/IKI/I oT
3allUTA. kagenpel.  3ammra
oT4ycTa.
HTroro: 216

5. Meroaudyeckoe oOecneuyeHue, OOpa3oBaTejJbHbIe  TEXHOJOIMH,
NnpuMeHsieMble TP MPOBeIeHNH MPAKTHKH.

B Xxome TpoxokIeHWs — OpPraHM3alMOHHO-YMPABICHYECKOHW  MPAKTUKU
UCTIONB3YIOTCS CIIeAyoIIne 00pa3oBaTeIbHBIE TEXHOJIOTHH:

1. YcranoBouHass KOH(pEpEHIHS PYKOBOAUTENS MPAKTHUKKA OT OpTaHHU3aIUH
(By3a).

2. KoHcynbranuu ¢ pyKoBOAUTENIEM MTPAKTUKH OT OpraHu3anuu (By3a).

3. MHCTpyKTaX MO TEXHUKE OE30MaCHOCTH.

4. IHCTpyKTaX 10 MpaBUiiaM BHYTPEHHETO pacropsiaKa Ha 0a3e MPAKTUKH.

B xoJ1e npakTUKu NPUMEHSIOTCS CIEAYIOIINE TEXHOIOTHH:

1. Koncynbranuu pyKOBOJMUTENEH MPAKTUKH B By3€ CO CTYJACHTaMH, BKIIOUas
BBOJHBIA HHCTPYKT@X [0 TEXHHMKE OE30MacCHOCTM M MO NpaBwiaM paboThl Ha
npodecCUOHAIBHOM 000pY0BaHUH;

2. TexHomorny MOKCKa U UCTIOJB30BaHUsI MHPOPMAIIUU B CETH UHTEPHET;

3. AHanu3 TOKyMEHTOB;



4. AHanu3 pa3IuYHbIX HCTOYHUKOB MH(OpMaLUY;

5. HaOmroneunue.

6. YueOHO-MeTOANYECKOEe U NMPOrPAMMHO-UH(POPMaMOHHOE ol0ecnevyeHune
MPAKTHKH.

a) OCHOBHAs JTUTepaTypa:

1. lokymeHTalMoHHOE obecrieueHue ynpanieHus : yueonuk / A. C. I'punbepr,
H. H. T'op6aués, H. H. T'op6aués, O. A. Myxamermmaa. — M. : FOHUTU-JJAHA,
2023. — 391 c. — Tekct : snextponHsi // Ludpooit o6pazoBarenbublil pecypc IPR
SMART. — URL: https://www.iprbookshop.ru/142685.html.

2. Ky3uenoB, U.H. Jlenmompou3BoacTtBo : y4eOHO-CIpaBO4YHOE mocobdue /
H. H. Ky3nenoB. — M. : lamkoB u K, 2025. — 405 c. — Tekct : 3neKTpOHHBIHA //
[Hudposoit o0Opa3oBaTeIbHbIM pecypc IPR SMART. — URL:
https://www.iprbookshop.ru/144217.html.

3. [laBnoBa, P. C. JlokyMeHTanmMOHHOEe oOecredYeHne ymnpaBieHus /
P. C. IlaBnoBa. — 2-¢ wm3xa., crep. — CII6. : Jlams, 2023. — 608 c. — Tekcrt:
ANEKTPOHHBIN //  Jlanb :  anekTpoHHO-OMOmMoTeuHas cuctema. — URL:
https://e.lanbook.com/book/310175.

0) TomoTHUTENbHAS JIUTEpaTypa:

1. Apacnanosa, B. A. JlokyMeHTalluOHHOE OOECIIeYeHHE YIpaBieHUs : y4deOl.

nocobue / B. A. ApacmanoBa. — 3-¢ m3a., mon. u nepepad. — Cypryr : CyplTlV,

2019. - 239 c¢. — Texkct: oamekTpoHHbI / JlaHb : 3IIEKTPOHHO-OUOIHMOTEUHAs
cuctema. — URL.: https://e.lanbook.com/book/151937.
2.Tanenxko, H. H. OcHoBBI agemonpousBojacTBa : yueO. mocobue /

H. H. I'anenko. — Camapa : Cam['AY, 2019. — 181 c¢. — Tekct : anextponnsiii // JIans :
3JIeKTPOHHO-OnOmoTeynas cuctema. — URL.: https://e.lanbook.com/book/123610.
3.TOCT P 7.0.97-2016. Hammmonaneneiii cranaapt Poccuiickoit denepanuu.
Cucrema cTtaHmapTtoB Mo wHPOpMAIMK, OMOTMOTEYHOMY U HM3JATEILCKOMY JIETy.
OpraHu3aIrmoOHHO-pacTIoOpSIUTENbHAS TOKyMEHTaIns. TpeboBaHus K O(QOpMIICHUIO

JOKYMEHTOB  [ODJeKTpoHHBIM  pecypc] : yrB. Ilpuxazom  Poccranmapra
ot 08.12.2016 Ne 2004-cT (pen. oT 14.05.2018). — URL:
https://www.consultant.ru/document/cons_doc_ LAW_216461.

4. JJokyMEHTOBEJICHUE W  apXUBOBEJEHUE :  CIIOBAPh-CIIPABOYHHUK  /

O.T. YcanoBa, A.B.JlymnukoBa, A.I. AsnarynoBa, M. B. Moropnas. —
Yensabunck : YenssOMHCKUN rocyJapCTBEHHBIM MHCTUTYT KynbTypbl, 2015. — 116 €. —
TekcT : anexTponHsiil // Ludposoit odpazoarensubiii pecypc IPR SMART. — URL:
https://www.iprbookshop.ru/56404.html.

5. EropoB, B. II. [JoxymeHTauuoHHOE€ oOOECIEYEHUE  YIPABJICHHUS
HErOCYJapCTBEHHBIX  OpraHu3alluid B  yCIOBUSAX LUGPOBOH  SKOHOMHUKH /
B. II. EropoB, A. B. CnunbkoB. — 2-¢ usn., crep. — CII6: Jlans, 2023. — 216 c. —
Texkct : anektponssiii / Jlaub : 3nekTpoHHO-OMOMMOTeuyHast cucrema. — URL:
https://e.lanbook.com/book/339788.


https://e.lanbook.com/book/310175

6. JlapuonoBa, M. Bb. IlpakTukym 1O  OpraHM3allMOHHOMY U
JIOKYMEHTAIIMOHHOMY OOECIIEUEHHIO JIEATEIbHOCTH OpraHu3aluu : y4ed. mocodue /
M. b. Jlapuonoga, 1. E Cadpponosuu. — ExarepunOypr : PI'TIITY, 2019. — 206 c. —
TekcT : snexkTpoHHbIM / JlaHb : »JeKTpOHHO-OMOnMoTeuHas cuctema. — URL:
https://e.lanbook.com/book/222434.

7. ITaBnoBa, P. C. JlokymeHTarnmmonHoe oOecrieueHne ympapiieHus. [lemoBas
nepenucka / P. C. [TaBnoBa. — 2-e u3z., crep. — CII6: Jlanb, 2023. — 152 c. — Tekcr :
MEeKTpOHHBIN //  Jlamb :  amekTpoHHO-OMOmmoreunas cuctema. — URL:
https://e.lanbook.com/book/288977.

8. Ilerymko, H. E. JlokymeHTallnOHHOE OOecriedeHHEe yMpaBiICHUsS : yu4eOHO-
Metoaudeckoe mocodbue / H. E. Ilerymko. — Munck : BI'YKU, 2020. — 165 c. —
TekcT : »snexkTpoHHbld / Jlanb : s10eKTpoHHO-OMOnMoTeuHas cuctema. — URL:
https://e.lanbook.com/book/176019.

9. [IpaBuia ACIONMPOM3BOACTBA B TOCYAApPCTBEHHBIX OpraHax, oOpraHax
MECTHOTO CaMOYIIpaBJICHHUs [DJIEKTPOHHBIM pecypc]| : yTB. mpukazom Pocapxua
ot 22.05.2019 Ne 71. — URL:
https://www.consultant.ru/document/cons_doc LAW _342093.

10. IlpumepHass MHCTPYKIMS TO JAEIONPOU3BOJCTBY B TOCYAAPCTBEHHBIX
opraHu3anusx [DIeKTPOHHBIN pecypc] : yTB. mpuka3zom Pocapxusa ot 11.04.2018
Ne 44. — URL.: https://www.consultant.ru/document/cons_doc LAW _305137.

B) HTEpHET-pecypChI:

1. Jlyranckast pecmyOJMKaHCKasi yYHHUBEpcallbHas Hay4yHas OuOJIMOTEKa
uM. M. Tl'opbkoro : [caiiT]. — Pexxum moctyma: http:/lib-lg.com.

2. Poccmiickast rocymapcTBeHHass Oubnuoreka : [caiit]. — Pexxum mocryna:
https://mww.rsl.ru.

3. Hayunas 6ubmmoreka ®I'bOY BO «JII'TIY» : [caiiT]. — Pexxum mocryna:
https://lib.Igpu.org.

4. ObC IPR SMART [caiit] : HayuyHO-OOpa3oBaTeIbHBIN pecypc. — Pexum
noctyna: https://www.iprbookshop.ru.

5.9bC «Jlaub» [caiiT] : anexkTpoHHas OuOimoTeka. — Pexum mpoctyma:
https://e.lanbook.com.

7. HHpopManUOHHBbIE TEXHOJOIMH M NPOrpaMMHOe olecrnedyeHHe
NMPAKTUKH.

B xome mpoXokKAE€HHMS TPAKTUKHA CTYAEHTHI MCIIONB3YIOT CpEACTBa
MicrosoftOffice:

MicrosoftOfficeWord — TekcToBbIl peaakTop;

MicrosoftOfficePowerPoint — mporpamma moAroToBKY Mpe3eHTAIHIA.



8. MatepuajbHO-TeXHUYeCKasi 0232 MPAKTUKH.

Maructpantsl Tepea  MPOXOXKICHUEM MPaKTUKU 00eCreuynBarOTCs
IporpaMMoil ¥ JHEBHUKOM TMPOXOXACHUS mpakThuku. OOopyaoBaHHEe W
TEXHOJIOTUYECKOE OCHAIIeHHE padouyMxX MeCT 00ecHeuMBaceTCsl OCHAIEHUEM
NPEANPUATHA U OpTaHU3ALUH.

Taxxe npu MPOXOKICHUH OPraHU3ALMOHHO-YIIPABICHUYECKON TPAKTHKU
MarucTpaHThl HUCHOJB3YIOT: Yy4ueOHYyI0 JabopaTopuio [Uisi MpPOBEICHUS
MPaKTUYECKUX M JaOOpaTOPHBIX 3aHATHUM, TPYNIOBBIX U WHAMBUIYaATbHBIX
KOHCYJIbTAllMil, TEKYIIErO0 KOHTPOJISI U MPOMEKYTOUYHOM AaTTECTalluH, s
CaMOCTOATENbHOM  paboThl  OOYYalOIIMXCS, OCHAIICHHYIO KOMILUIEKTOM
y4ueOHOM Mebesnd, KOMIUIEKTOM padodero MecTa MpernojaBaTelis, MEJIOBOM
JIOCKOM, KOMIBIOTEPOM; YHUTAIBHBIA 3al CHpPaBOYHO-OUOIMOTpadudecKoit
UH(OPMAITMOHHONW palbOThl JJII CaMOCTOSITEIbHONM pabOThl O0y4YarOIIUXCA.
Taxke  HUCHONB3yeTCS  JOCTYNN K  OCHOBHBIM  WH(MOPMAIMOHHBIM
o0Opa3oBaTenbHBIM pecypcaM, HHGOPMAIIMOHHON 0a3e JaHHBIX, BO3MOXKHOCTb
BBIX0J1a B UHTEPHET.



9. JIucT 10MOJTHEHUH U U3MEHEeHUI

n/n

Jlara
BHECEHHS
H3MeHeHus /
JOTIOJTHEHH S

OcHoBaHnue

Conepxanue
u3MeHnenuns /
JOIOJTHEHHU A

Jluna, moarBep KaaouIue
u3MeHeHnue / JonoJITHeHue

3aBeyIOMIHit Hupexrop /

kadempoit JeKaH
(Damunus, (Damunus,
UHUYUATBL, UHUYUATBL,

nooOnucy) noonucy)




