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«WIYTAHCKHA I'OCYJAPCTBEHHBIN NEJATOTr' MYECKWI YHUBEPCUTET»
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IIporpamma marucTpatypbl JOKyMEHTAalLlMOHHBIE CHCTEMbl U apXUBBl B
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Pabovas mnporpaMma IpPOU3BOACTBEHHOW TPAKTHKHM SBISETCS YacThIO
OCHOBHOM HPO(ECCHOHANIBHON 00pa30BaTENBHON IMPOrpaMMBbl ISl TTOATOTOBKH
MarucTpoB  IIO HalpaBlIeHHIO MoAroToBku 46.04.02 JlokyMeHTOBeleHUE U
apXHWBOBEICHHE, IIPOrpaMMBbl MarucTpaTypbl JlOKyMeHTAIllMOHHBIE CHCTEMBI U
apXUBBI B TOCYAapCTBEHHON CUCTEME YIIPaBICHUS OYHOM U 3a04HOM (OpM 06ydeHus.

PabGovas mporpamma y4eGHON IUCUMIUIMHBI pa3paboTaHa B COOTBETCTBUH
¢c ®I'0OC BO - MarucTpaTypsl o HaIlpaBJIEHUIO IIOJITOTOBKH
46.04.02 JlokymMeHTOBeIeHUE U  apXUBOBEIEHHE, YTBEPXKIEHHBIM  IPHKA30M
MunucrepcTBa HaykM M BhIcIIero oOpasoBaHus Poccuiickoit ®Depepanuiu
or 29 oktsa6ps  2020r. Ne 1345 (¢ wu3MeHEHWSMH W JOIOJIHEHHUSIMH);
IIpodeccronanbueiM  cTaHaaproM  «CHeruanucT 10  OpPraHU3alMOHHOMY U
JOKYMEHTallMOHHOMY OOECIEYEHUIO YNpPAaBICHHUs OpraHu3aluely, YTBEPXKICHHBIM
IIpukazom MunncTepcTBa TpyzAa M COLMANbHON 3ammThl Poccuiickoii Denepauu
«O6 yTBepxkaeHUH NpodeccCHOHaIbHOro cranmapra» ot 15 urons 2020 r. Ne 333m;
ITpodeccronansHpiM cranaapToM «CrenuanucT Mo YHpPaBICHUIO IOKYMEHTaMH
OpraHu3allin», yTBepxkAeHHBIM [Ipukazom MuHHCTepcTBa TpyAa M COLUAIBHOM
samutel  Poccuiickoii ®@emepanuu  «O6  yTBepxkAEeHHH IPOGECCHOHAIBLHOTO
cragaapTa» ot 27 anpens 2023 r. Ne 421 1.

COCTABUTEJIA:
KaHAuJaT INeJarorudeckuX HayK, [OIEHT Kadeapsl HTOKYMEHTOBEICHUS U
apxusosezieHust PI'bOY BO «JII'TIV» Yapuenko FOnus Bukroposna

VTBepk/ieHa Ha 3aceaHuy KaQeapsl JOKyMEHTOBE/IEHHUS ¥ apXHBOBEICHHS
[TpoToKOI OT « 73 » Mzo oZ6 T.Ne &

3aBenyromumi kadenpoit
-
JIOKyMEHTOBEICHUS U apXUBOBEICHUS ' - Ynpuenko FO.B.

Opobpena Ha 3acefaHuy y4eGHO-METOAMYECKOH Komuccuu WHCTHTyTa HCTOpHUH,
MEK Ty HAPOAHBIX OTHOLIEHHUH ¥ COLUATLHO-TIONMUTHIECKUX HAYK

[TpoTOKOI OT « 73 » 022N &

Ipezncenarens yaeGHO-MeTOAMYECKO
komuccuu MHCTHTYTa HCTOPHH,
MeKTyHapOTHBIX OTHOIIEHHA

¥ COLIMAIBHO-TIONIUTHYECKUX HAYK

Axuniesa N.IT.

COI'TACOBAHO:
Jupexrop JlenaprameHnTta oOpa3oBaHus Cagenkos B.B.



1. esan u 3a1a4M NPAKTUKHU, €€ MeCTO B y4eOHOM Tpoliecce

[lenbio MpeAIUIUIOMHON MPAKTUKK SIBJSIETCS 3aKperyieHue W yriryOJjaeHue
TEOPETUYECKUX 3HAHUM CTYACHTOB; MPHOOPETEHHE NPAKTHUYECKUX HABBIKOB H
npo(hecCHOHANBHBIX KOMIIETEHIIN; (OPMHUPOBAHUE OIBITA CaMOCTOATEIHHOU
MPAKTUYECKON JEATEIBHOCTH B 00JACTH JOKYMEHTAIIMOHHOTO OOeCIedeHus
yIOpaBICHUS U ApXUBHOTO JieNa; cOOp, CUCTEMAaTH3AIUs JAHHBIX JUIS IOATOTOBKH U
HAMUCAaHMsI OTACIBHBIX Pa3/IeNOB BBITYCKHOW KBANU(DUKAIIMOHHON PabOTHI.

3ajaun NpaKTHKY:

1. 3aKperieHne NPUOOPETEHHBIX TEOPETHUECKUX 3HAHWM B 00JacTu
JOKYMEHTAIMOHHOI'O 00ECTIeUeHHsI YIIPABICHUS U apXUBHOIO JIeNa.
2. UccnenoBanue 3akOHOJATEILHON U HOPMATUBHO-METOANYECKON Oa3bl

WH(POPMALIMOHHO-TOKYMEHTAIIHOHHOTO OO0ECIICUeHHUSI YIPABJICHUS U apXUBHOTO
nena, GopMUPOBaHKUE CIIOCOOHOCTH OPUEHTHUPOBATHCS B MPABOBOM 0a3e CMEKHBIX
oOnacreil.

3. CoBepIIeHCTBOBaHHE HABBHIKOB aHAM3a JOKYMEHTOB, OJAHKOB,
YHU(UIIIPOBAHHBIX  (hopwm, CUCTEM  KOPIOPAaTHBHOW  JOKyMEHTAITWH,
WCITOJIB30BaHUs HMH(POPMAIMOHHBIX TEXHOJOTHHA, IOPSIAKAa CHCTEMAaTH3aIllud |
XpaHEHHUsI IOKYMEHTOB.

4. @dopMUpOBaHUE HABBHIKOB OINTUMH3AIMA COCTaBa JOKYMEHTOB U
WH(OPMAITMOHHBIX TOTOKOB, COKpPAIEHUE WX KOJMYECTBA, COBEPIICHCTBOBAHUS
OpraHu3aluy XPAHEHHS JOKYMEHTOB B OpraHU3aIliH.

S. [IpuoOpeTeHne NMpakTUUECKUX HABBIKOB U KOMIIETEHIMH B 00JacTH
JIOKYMEHTAI[MOHHOTO 00€CTIeUeHUs YIPABJICHHUS U apXUBHOTO JieJia, MOJy4YeHUe
OTIBITA B PEIICHUH PeaTbHBIX PO(ECCHOHATBHBIX 3a/1a4.

6. ®opMHUpOBaHUE HAaBBIKOB CaMOCTOSITEIIbHOM Hay4YHO-
UCCIIEIOBATEIbCKOMN 1€ATEIbHOCTH.

1. C6op, oOpaboTka u aHaaUW3 HEOOXOJUMBIX MaTEPHATIOB JIJIS
MOJITOTOBKHU M HAITMCAHUS BBIMTYCKHOM KBaTU()UKAITMOHHON PabOTHI.

8. [ToaroToBKka THUCHMEHHOTO OTYETAa O pE3yJbTaTax MPOXOKICHUS
MPETUTIIIOMHON TIPAKTUKH, TIPE3EHTAINS PE3YIhTaTOB COOPAHHOTO MaTepuraa 1o
BBIMTYCKHOM KBaJTM(UKAMOHHOMN paboTe.

9. OdopmneHre OTYETHOW ITOKYMEHTAIlMM W TOJBEICHUE HTOTOB IIO
PEAIUTIIIOMHON TTPaKTHKE.

NunuBuyaibHBIC 3a7a9d, KOTOPBIC MPEJACTOWT PEHIUTh CTYACHTY B XOJC
IPOXOXKJICHUS TPEAMUILIIOMHON MPAKTHKHW, OMPEICISAIOTCS ¢ y9eTOM Crenu(uKu
oObeKTa W  HamNpaBlIEHUS  HCCICAOBAaHUS,  OMPEASISIEMOr0  HAYYHBIM
PYKOBOJHTENIEM B COOTBETCTBHHM C TEMAaTHKOW BBIMTYCKHON KBaJW(DHUKAIMOHHOU
paboTHI.

2. Mecto npakTuku B ctpykrype OIIOII.

[IpennumuiomHas MpakTUKa BXOAUT B 4acThb, (POPMUPYEMYIO YUaCTHUKaMHU
o0Opa30BaTeNbHbIX OTHOIIECHUH Y4eOHOTO MJIaHa IOArOTOBKHU CTYAEHTOB.

JlaHHas PAaKTUKA JIOTMYECKHU, COAEPIKATEIBHO U METOA0JIOTUYECKH CBA3aHa
CO BCEMM 4YacTAMU OOpa30BaTEIbHOM NpOrpamMmbl, TaK Kak SsIBJISETCA



3aBepUIalOIIMM  O3TanoM OOydYeHHs, NPEABApSIONIMM  3alUUTy  BBIITYCKHOU
KBaTU()UKAIIMOHHON PaOOTHI.

B npouecce nmpoxoxaeHUs MPEAIUINIOMHON MPAKTUKH KOHKPETU3HPYETCS
npo0yieMaTuKa BBITYCKHOW KBaTM(pUKAIMOHHONW paboThl (YTOUHSIETCS €€ IUIaH,
coOuparoTcsi HEOOXOJAUMbIE MCXOJHBIE JaHHbIE A pabothl). [Ipeamurnmomuas
MIPaKTUKa MOXET ObITh OPraHW30BaHa B MOAPA3ACIICHUAX OpraHU3aluid, HAyYHO-
UCCIIEI0BATEIBCKUX YUPEKACHUAX.

[IpakTrKa 3aKperuisieT 3HaHUS U yMEHUS, NMPUOOpETaeMble CTYyJACHTAMHU B
pe3ynbTaTe OCBOEHHSI TEOPETHUYECKUX KYpCOB, CIOCOOCTBYET BbIpAOAaTHIBAHUIO
MPAaKTUYECKUX HABBIKOB UM CIOCOOCTBYIOT KOMIUIEKCHOMY (OPMHUPOBAHUIO
KOMIETEHIINI 00y4aroImuxcsl.

[IpennumuioMHas mpakTHKa IPOXOAUT Ha 2 Kypce OuyHOU (popmbl 00yueHuUs B
4 cemectpe, Ha 3 Kypce 3aouHOi (opmbl 00yueHust B 7 Tpumectpe. Bxoaut B
yueOHbIi Osok «lIpaktuka», OOs3arenbHas uacTb. llepuon MPOXOXKIECHUS
npaktuku — 4 Hemenu. DOpMBI OTYETHOCTH: OTYET B HEHNEIBHBIA CPOK O
BBINIOJIHEHUH MPOTPaMMBbl NPEIIUIUIOMHON NPAKTUKH, OPUTMHAT XapaKTEPUCTUKH
CTyJIEHTa-IIpaKTUKaHTa ¢ ba3bl IpaKTUKH, THEBHUK MPAKTHKU.

IIpn NpOXOXKACHUM MNPEAAUINIOMHON MPAKTUKU CTYAEHT MarucTpaTypbl
JOJKEH 3aKpENUTh TEOPETUUECKUN MaTepHall, IPUOOPECTH MPaKTUUECKHE YMEHHUS
¥ HaBBIKH, COOpaTh HEOOXOAUMYIO HH(POPMAIIHIO.

B pe3ynbrare NpoxXoKI€HHs MPAKTUKHU CTYAEHT 3aKPEIUISIET TEOPETHUECKHE
3HaHHUA, KOTOpBIE MOJIydasl B Ipouecce o0yueHus, GopMUpyeT YMEHHUS U HaBbIKU
AQHAJIUTUYECKOW  JIeATENbHOCTH;  MpHOOpeTaeT  psiA  KOMIETEHUHUHA B
npodeccuoHabHOM cdepe.

O6mmast Tpya0EMKOCTh OCBOCHHSI MpakTUKU 6 3.e., 216 yacoB, 4 Hemenu;
00beM caMoCTOsSITeNIbHON paboThl 210 yacos.

OCHOBHBIC XaPAKTEPUCTUKH NPOBEACHUS IPAKTUKH

dopma o0yvyeHH Ounas, 3a04Hast
Bun npaktuku MpeIUIIOMHAs
Tun npakTuku MIPaKTUKA 0 TIOTYyYEHHUIO MPOGECCHOHATBHBIX YMEHHH U
OTbITa MPOQECCUOHANBHOMN IEATENLHOCTH
Mecto npoBeieHUs TPaKTUKU MPOBEACHUE MPAKTUK OCYLIECTBISETCA B YUPEKICHUSX,

(opranmzanmsix), ACSITEIBHOCTh KOTOPBIX COOTBETCTBYET
npoeCCHOHATLHBIM ~ KOMITETEHIIMSAM, OCBaMBaeMbIM B

pamkax OIIOII BO.
Crnioco6 npoBeneHus CTallMOHAPHBIN, BHIE3THON
dopma (hopmbl) TpOBEICHUS JTUCKPETHO
[IpoaomKUTENEHOCTD B HEJIENSAX 4 nenenu
Oco0bie ycrioBust IPOBEIECHUS -
dopma KOHTPOJIS aud. 3aueT

ConepxaHue NTPAKTUKH, MOPSAIOK IPOBEACHHS, CPOKM NPOXOKIACHUS H
(OpMBI OTYETHOCTH COOTBETCTBYIOT [10JI0KEHMIO O MPAKTUYECKON MOATOTOBKE



oOy4Jaronuxcsi, OCBaMBaIOIIUX OCHOBHBIE MpodeccuoHaabHbie 00pa3oBaTeIbHbIC
IporpaMmbl 0akanaBpuara, ClelUaIuTeTa, MaruCTpaTyphl.

Cnoco®  mpoBeneHUsT  MPaKTUKUM  NPEIyCMaTpPUBAET  BO3MOXHOCTb
OpraHH3aldd CTAaMOHApPHON NpakTUKU. CTalMOHApHOM SBISIETCA IPAKTHKA,
KOTOpasi NPOBOAUTCS B OpraHu3aluMyd Ju00 B NOPO(PHIBHONM OpraHu3aluu
JOKYMEHTAI[MOHHOTO U apXUBHOTO 00ECIICUECHHUSI.

Mecrta mnpoBencHUA MPAKTUKHA: CTAMOHAPHAs MPAKTHUKA ITPOBOJUTCS B
CTpYKTYpHBIX Tnoxpaszaenenusax JII'TIY, mnpenHazHaueHHBIX I NPAKTUYECKOU
MOATOTOBKY WM B MPOMUIBHBIX OpraHU3AIMSIX, PACIIONIOKEHHBIX Ha OCHOBAaHUU
noroBopa, 3akirogaemoro mexay JIITTY u npodunsHoOi opranuzamnueit. B atom
cily4ae, JarTbl MPOXOXKACHHUS IPAKTUKH MOTYT CABUTaThCs (B TOM 4YHUCJIE Ha
KaHUKYJAPHOE Bpemsi) ¢ OQOpMIICHHEM JaHHOTO NEpPEeHOoca MPUKA30M pPeKTopa
JITLY.

3. Ilepeyenn MAHUPYEMbIX pe3yJabTaToB NpoBeACHUS
NMPOU3BOJICTBEHHOM NMPAKTHKH, COOTHECEHHBIX ¢ HHAMKATOPAMM J0CTUKECHUSA
KOMIIeTeHINI

Koa mo HNupukarop Pe3yabTarhl NPOX0KICHUS NPAKTUKH
®1'OoC BO HOCTHKEHUS
OOmenpogeccnoHanbHbIe KOMIETEHIINH
OIIK-2. Cnocoben OIIK-2.1. 3HaTh. MeTonmpl cOOpa U aHAIM3a  Pa3MYHBIX
CaMOCTOSITEIEHO CamocTosATeIbHO HCTOYHUKOB UH(OPMALINH;
paboTathb ¢ paboTaer ¢ YMerh: 0000111aTh u CHUCTEMaTU3UPOBATh
HUCTOYHHUKAMH HNCTOYHHUKAMH NONYyYeHHYI0  WHQOpMAIUIO;  TMOJUICPXKHUBaTh U
uHdopmanum, uHdopManum, COBEpIICHCTBOBaTb  YPOBEHb  NPOQECCHOHATBHON
HETIPEPHIBHO COBEPIICHCTBYET MOATOTOBKH;
COBEPIICHCTBOBATh YPOBEHb Bnaaners: HaBbIKaMU 00OOIIEHHUS M CHCTEMATH3AIUH
YpOBEHb npodeccHoHATBHOI Pa3NMUIHBIX HCTOYHHKOB uHpopmaum,
npodeccroHabHOMI MOJTrOTOBKH HCTIONIb30BAHUS MPaBOBBIX 0a3 JTAHHBIX,
MOJATrOTOBKU WCHONB30BaHUA OMONMMOrpauueckux H apXUBHBIX
0030pOB B mpolecce Moncka NHHOPMaIHH.
OIIK-3. Cnocoben OIIK-3.1. [lpumensier | 3HATh. TEOpETHUYECKHE OCHOBBI JIOKYMEHTOBEJICHUS,
MPUMEHSTh TEOpEeTHIECKUE JOKYMEHTAIIMOHHOTO ~ OOEeCIeYeHHs  JIeATEIbHOCTH
TEOpEeTHYECKUE 3HAHUSI JUIS PEIICHUS OpraHu3aliy U apXUBOBE/ICHNS;
3HAHMS JUIS pEILIeHUs] | MOCTaBJICHHBIX 33124 YmMmern: MIPUMEHSTD CIeLaIN3UPOBaHHbIE
MOCTAaBJICHHBIX 32/1a4 B | B 00nacTu TEOPETUUECKUE 3HAHMS JUISl PEIICHHS TOCTABICHHBIX
obnactu JOKYMEHTOBEJCHHUSA M | 3a1ad B obsactu JIOKyMEHTOBEICHUS u
JOKYMEHTOBEJCHUS M | apXMBOBEACHUS apXUBOBE/ICHHUS;
apXUBOBE/ICHHUS Bnaners. HaBbIKaMH TIPUMEHEHHS TEOPETHYECKUX
3HAaHUH AJ151 peIlIeHHUs MOCTaBJICHHBIX 33/1a4 B 00J1aCTH
JOKYMEHTOBEJICHUSI M apXHBOBEACHUS; HaBBIKAMH
opraHm3amMu paboTel ¢ JOKyMEHTaMH B cdepe
JOKYMEHTAIIMOHHOT'O 00eCTIeUeHHsI yIIPaBICHUSL.
OIIK-5. Crtocoben OIIK-5.1. 3HaTh! TEOPETUKO-METOI0JIOTUUECKHUE OCHOBBI
OCYIIECTBIIATh KOHTPOJIb |/IeMOHCTpHUpyeT 3HaHUs | PCIICHUS WHHOBAIIMOHHBIX, Hay4qHO-
M1 OLICHKY e 1arormuecKux, HCCIIEI0BATEIbCKUX U IPUKIAIHBIX 33134 B 00IACTH
bopMHpOBaHHs ICHXOMOIMYECKIX 1 JOKYMEHTOBEJICHUS U apXUBOBEICHMS,;
DC3YIBTATOR METOMMIECKIX OCHOB YMers! ¢dbopmynupoBarthb 3aJjauu Hay4yHoO-
HCCIIEI0BATEIBCKOTO U IPUKIATHOTO XapaKTepa.
00pa3oBaHUs [pa3BUTHSI MOTHBALIUH, B i
JIa/leTh: HAaBBIKOM IIPUMEHEHUS! COBPEMEHHBIX
OOyuaomuXcs, OpraHusalii n METOA0JIOTHYECKUX MOJX00B U 00pa30BaTEIIbHBIX
BBISIBIIATD U KOHTPOJISL PE3YJIbTATOB | orpaternii B chepe peansaliy HayqHO-




KOPPEKTHPOBATh
TPYIHOCTH B 00y4eHUHU

yueOHOM AeATeIbHOCTH
Ha 3aHATHUSIX Pa3IMIHOTO
BHJIa; HOPM
MeJarormaecKoOM dTHKH,
MpPUEMOB
[eJaroru4eckou

MO IIEPKKA
00yyaromuxcs Ipu
MpOBEICHUH
KOHTPOJIEHO-OIICHOYHBIX
MEPOTIPHUSTHI; 00IIHX
MOJXOI0B K KOHTPOIIO U
OIIEHKE Pe3yTbTaTOB
MpodeCCHOHATTEHOTO
0Opa3oBaHus U
MpohecCHOHATBHOTO
0OydeHus1, B TOM YHUCIIe
0CBOCHHS TIpodeccuut
(kBaIMpUKAIINN);
TpeOoBaHMI
HOPMAaTUBHO-TIPABOBBIX
aKTOB B cepe
oOpa3oBaHwUs,
[pETTIAMEHTHUPYIOIITUX
MpoBeICHIE
[TPOMEKYTOUHOM U
MTOTrOBOI
(rocyaapcTBEHHOM
MTOTOBOI) aTTecTaluu
oOyJaromuxcs Mo
MporpaMMam CpeIHEro
Mpo¢ecCHOHATBEHOTO
oOpa3oBaHwus U (WITN)
MpohecCHOHATBHOTO
o0OyueHust, u (MIm)
IMOTTOTHUTETBHBIM
MpohecCHOHATBHBIM
MporpaMmanm;
TUIIOJIOTUU TPYJIHOCTEN
B 00y4eHUH, CII0COO0B
WX TUATHOCTUKH U
MCUXOJIOTO-
Me1arorn4ecKoi
KOppEeKLIHHU; POpM U
METOJ/IOB OpraHu3aI[iH
OLIEHOYHOM
InesITeIbHOCTH
0OyJaromxcs,
Pa3BUTHUS Y HUX
HaBBIKOB CAMOOILICHKH U
camoaHaJIn3a;

HCCIEI0BATENbCKUX U MPUKIIAJAHBIX 3a7au.
Baaners: HaBBIKOM IPUMEHEHUS COBPEMEHHBIX
METOAOJIOTUYECKUX MOJIX00B U 00pa3oBaTeIbHBIX
CTpaTeruii B cdepe peanuzaluuy HayqHO-
HCCIIEA0BATEIbCKUX U IPUKIATHbBIX 3a4a4.

[IpodeccronanbHbIC KOMITETCHITUH

MK-1. CnocobeH k
OpraHu3aIyu
JIOKYMEHTHUPOBaHUS
YIIpaBiIeHUYECKOU
JEeSITeNbHOCTH B
OpTaHU3aIn

IK-1.2.
PazpabatreiBact
CTaHIAPTHI
JOKyMEHTUPOBaHHS
YIIPaBJICHUYECKOM
JeSITETLHOCTH

OpraHu3anuun

3HaTh. MpaBWiIa JOKYMEHTALMOHHOT'O OOECTeYeHHS
JESITeTbHOCT OPTraHu3aluH CTPYKTYpPY, QyHKIMH U
3aJa4yd  OpraHu3alli{;  TpaBWa W HOPMEI
OCYILECTBIIEHHUS I€JI0BOIO 3THKETa U IIpaBuIIa IpuemMa
[IOCETUTENEN B paMKaX OpraHU3alMOHHOIO IPoLecca;
YMeTb.: OCYyHIECTBIATH PAabOTy C COBOKYIHOCTBIO
HHPOPMALMOHHO-TOKYMEHTAIIMOHHBIX pecypcos;




COCTaBJIATh W BECTH YYETHYIO JOKYMCHTAIIWIO;
OCYIIECTBIATH JICTIOBYI0 KOMMYHHUKAIIHIO B MPOIIecCe
CYyOBEKT-CYOBEKTHOTO B3aMMOJICHCTBUSI.

Baaners. HaBBIKAMU COCTaBICHHS W O(OPMIICHUS
WH(POPMAIMOHHO-CIIPABOYHBIX, OPTaHU3AIIMOHHBIX U
yIpaBIeHUYECKUX JOKyMEHTOB. HaBblkamui pabOTHI
dhopmupoBaHus W OPOPMIICHHS IET MOCTOSHHOTO H
BPEMEHHOTO XpaHEHHSI.

MK-2. Cnocoben x [IK-2.3. Opranusyer | 3HaTh. OCHOBHBIC TPEOOBAHHUS K COCTABICHUIO

OpraHu3aIu JOKYMEHTO000pOT JIOKyMEHTA; 3HaTh OCHOBHBIE HAaIpaBJIeHNEe B paboTe ¢

JOKYMEHT0000poTa B | YHU(HUIHUPOBAHHBIX JOKYMEHTaMH 10 YHH()HUKAIIUK ¥ CTaHIApTH3ALIH

OpraHu3alyu CHCTEM JOKyMEHTOB.

JOKYMEHTAIN! YMeThb: pa3dupaTbes B KIACCU(PHUKATOPAX PA3THIHBIX

BUJIOB, YMETh IIOJIb30BaThCsl HOMEHKJIATypOd Jed,
MEepeYHsIMU  JIOKYMEHTOB C DA3IMYHBIMH CPOKAMH
XpaHEHHSI.
Buaagers: Bi1ajeTh NOHATHIHBIM arliapaToM; BIIAJIETh
HaBBIKAMHU UCIIONIb30BaHUS COBPEMEHHBIX
TEXHHYECKUX  CPEACTB W HWHPOPMANMOHHBIMU
TEXHOJIOTHSIMA TIPU PEIICHHMH KOMMYHHUKATHBHBIX
3a7a4 MMOJArOTOBKM OCHOBHBIX BHIOB JOKYMEHTOB,
UCIIOJIb3YEMbIX PA0OOTHUKAMHU.

IK-3. Cnocoben IIK-3.3. CocraBnsger | 3uaTh. 0COOCHHOCTH (OPMHPOBAHHSI BHEIIHUX |

OpraHH30BbIBATH AHATUTHYECKHE BHYTPEHHUX MH()OPMAIMOHHBIX MIOTOKOB.

paborty ¢ CIIPaBKH 1O | OCOOGHHOCTM  OpraHW3alMd  NPOHU3BOACTBEHHOU

JTOKYMEHTaMU OpraHu3alMu padOThl | AEATEILHOCTH PYKOBOHUTEIIS.

C JOKyMEHTaMH U
KOHTPOJIIO
HCTIOJHEHUS
JIOKYMEHTOB

YMeTh: HCHOIB30BaTh MH(GOPMALMOHHBIE PECYPCHI,
aHaJM3UPOBATh M CHUCTEMAaTH3MPOBaTh MH(POPMAIIHIO
10 3aJaHHBIM KPUTEPUAM.

Baaners: HaBBIKAMHU 00paboTku u
CTPYKTYPUPOBAHHUS uH(pOpMaINH, o0pasys
UHQOPMaIMOHHBIE PECYPCHI.




4. CTpyKTYypa U coJep:KaHue MPOBeAeHs NPeIUIJIOMHON MPAKTUKH

Bunp! mpon3BoACTBEHHOM
paboTHI HA TIPAKTHKE,
BKIJIFOYAsi CAMOCTOSTEIIEHYIO

3aganus 1Sl CTY/ICHTOB

@DOpMBI KOHTPOJIS

paboty
CTY/IEHTOB
1. Iloozomoeumenwvhulit (opzanu3ayuoHHblil) 3man
BBopHas neknps VYyacrtue B ycranoBouHo#i | CobecenoBanue
KOHpEepeHIInH 10  TIPOBEACHHUIO
NPaKTUKH, O3HAKOMJICHHE C LEJISIMHU,
3ajjauamu, coJiepKaHuEM
NPEIAUIUIOMHON MIPaKTHKH, c
rpaduKOM ee MPOXOoKICHNUs, (HOPMOI
oT4erTa. ITonyuenue
WHIBUAYaAIHHOTO 3aaHus
MPOXOKACHUS MPAKTHKH.
Iomy4yenne IMpoxoxaenne wuHCTpykTaxa 1o | CobecenoBanue
WHIUBHIYITbHBIX oxpaHe Tpyaa u TEXHUKE
3agannidi.  OmnpeneneHue | 0E30MACHOCTH,  O3HAKOMJIGHHE  C
TEMBI, 000CHOBaHHE | MPAaBWJIAMH BHYTPEHHETO TPYAOBOTO
aKTyanbHOCTH. BBOAHBIN | pacmopsiika 0a3bl MPaKTUKH.
HWHCTPYKTaX
2. Ocnoenoii yman
3HaKOMCTBO ¢ 0a30i CocraBienue xapakTepucTuku 0a3pl | COOTBETCTBYIOLIMI pa3aen
MPAKTHKH NPaKTHKH (mpennpusTys, | oTYETA U JHEBHUKA 1O
(opranuzarueit) YUPEKICHUS, OpraHu3alyy | IMPaKTHKE
(moapasnenenus)), OCHOBHBIX
HaIpaBJICHUH €ro AesITEIbHOCTH.
JlokymeHT0000pOT AHanu3 opraHu3aloHHO- NMpaBoBoM | COOTBETCTBYIOLINN pa3aeln
OpTaHu3alyu 0a3sl, periaMeHTHpYIOIIel | oTueTa u JTHEBHHUKA 1O
JEeSITeIbHOCTh ~ OpPTaHW3allMd WM | MPaKTHKE
NOZpa3/IeNICHHUSI.
Hcnonws3oBanue AHaJu3 JOKalIbHBIX HOPMAaTHBHO- CoOTBETCTBYIOLIHHA paszmen
HH(OPMAIIMOHHO- METOJIUYECKHUX JIOKyMEHTOB, oT4yera u JHEBHUKA  II0
KOMMYHHUKATHBHBIX perJIaMEeHTUPYIOIIHX MPaKTHKE
TEXHOJIOTHH B paboTe ¢ OpPTraHM3aIHI0 JOKYMEHTAIIMOHHOTO
JOKyMEHTaMu obecrieyeHus! yIpaBIeHUs 1
apXUBHOTO XpaHeHus. MzyueHue
CHCTEM JIOKyMEHTAIlH, €T0 COCTaBa
1 o(hOopMIICHHS TOKYMEHTOB.
Beimonnenue N3ydenne nmporeccos CooTBeTCTBYIOIUI pasznen
WHIIUBHIYJTLHOTO JIOKYMEHTUPOBAHUS Ha oT4yera u JTHEBHHKA  TIO
3aJIaHus 10 TJIaHy- NPENPHUSITAY, B IOIPA3/ICICHUH T | TIPAKTHUKE
rpaduky B JIESITEIBHOCTH CIIELUAIINCTA CHEPHI
O3HAKOMUTEIBHON JOYVY ot co3nanus 10KyMeHTa JI0 €ro
MPAKTHKH YHUYTOXXEHUSI HJTH TIepeJadu B
apXUB.
3. 3aKa0uumenv il Iman
Odopmierne utoroBeix | OdopmicHue OTYeTHON | JIOKYMEHTHI 110 TIPaKTHKE.

JAOKYMCHTOB IO IMPAKTHUKC

JMIOKYMEHTAITUH 110 TPEITUTIOMHOMN
MIPaKTUKE U MPEACTABICHUE €€

PYKOBOAMTEIIO MIPaKTUKU oT
kapenpel.  [logBeneHne  WUTOroB
MPaKTUKH, clada OTYETHOMN

JTOKyMEHTAITHH.

HY6J'H/I‘{Ha$I 3aliyuTa oT4cTa




4, Pedghnexcusno-oyenounoiii
IIpumeHeHue 3HAHUM, [Tonenenne wuToroB mnpakTuku u | IIpoBepka OTYETHBIX
yMeHUi1 Ha Oa3e COCTaBIICHHE oTyera 0 | JOKYMEHTOB;
MIPaKTHKHU U pacKpbITHE MIPOXOKACHUHI npaktaku | [lyOnndnas 3almTa
MPAaKTUYECKHUX HABBIKOB. (oOpaboTka W  cHUCTeMaTH3alWs | MPEIAUILIOMHON MPaKTHKU
[Ty6nnynas 3amura coOpaHHOTO HOPMAaTUBHOTO,
OTYETa IO MPaKTUKE NPaKTUYeCKOr0 M (pakTHIecKoro

MaTepHaa.

5. MeToanueckoe oboecnedenue, 00pa3oBarejibHbIe TEXHOJIOTHH

CryneHTsl mepes; MPOX0XKIEHUEM MPAKTHUKU 00€CIeYHBAIOTCS TPOrpPaMMOit
M JTHEBHUKOM TMPOXOXKACHHS NpakTUKU. OOOpynOBaHHE U TEXHOJOTHMYECKOE
OCHAILIEHHE pabdoyux MeCT O0O€CleunBaEeTCs OCHAICHUEM MNPEINPUITHN U
OpraHu3allni.

Taxke 1pu NPOXOXKIAECHUM  MPEAJUIUIOMHOM  MPaKTUKA  CTYICHTHI
UCIOJB3YIOT: yueOHYI0 JIabOpaTOpUIO J[UId TPOBEACHUS MPAKTUYECKUX U
7a00paTOPHBIX 3aHATUN, TPYIIOBBIX M HWHIAUBUAYAIbHBIX KOHCYJbTAIUH,
TEKYLIETO KOHTPOJS W NPOMEXKYTOYHOM aTTeCTalu, Il CaMOCTOSTEIbHOU
paboThl 00y4arOUIMXCs, OCHAIICHHYI0 KOMILUIEKTOM IPOW3BOJCTBEHHOW Mebenu,
KOMIUIEKTOM paboyero Mecra MperojaBaress, MEJIOBOW JOCKOW, KOMIIBIOTEPOM;
YUTANbHBIA 3aJ1 CIIPaBOYHO-OMOIMOrpaduueckoil HHPOPMAMOHHON pabOThl IS
CaMOCTOATENbHON paboThl oOydvaromuxcsi. Takke HCIOJab3yeTcss MAOCTyn K
OCHOBHBIM HMH(OPMAIMOHHBIM 00pa30BaTEIbHBIM pecypcaM, HHPOPMALUMOHHOU
0a3e JaHHBIX, BO3MOXXHOCTb BbIX0JIa B UHTEPHET.

6. YueOHO-MeToIuYeCKOoe " NMPOrpaMMHO-UH(OPMALIMOHHOE
o0ecreyeHue

a) HOpPMaTUBHO-METOANYECKHUE JJOKYMEHTHI:

1. TunoBoe MonoXeHue O MPaKTUKE CTYJEHTOB, OCBAaMBAIOIIMX OCHOBHBIC
npodeccroHanbHble  00pa3oBaTeIbHBIE MPOTPAMMBI  BBICIIETO  OOpa30BaHUs
JIyranckoit Haponnoit Pecriybnuku : yTB. npuka3zomM M-Ba 00pa3oBaHusl U HaAyKH
JIHP ot 20.04.2017 Ne 238. — Pexum pnoctyma: https://sovminlnr.ru/docs/
23.05.2017/u238.pdf.

2. [Tonoxxenue 0 MPAKTUKE CTYACHTOB, OCBaWBAIOIIUX
OCHOBHBIE MTpo(heccroHaIbHbIE 00pa30BaTEIbHBIC IPOTrpaMMBbl BBICIIETO
oOpazoBanus Jlyranckoit Haponnoit PecryOnuku : yTB. ¢ U3MEHEHUSIMH TIPUKA30M
roy BO JIHP  JII'TIY» ot 07.09.2020 - Pexum goctymna:
Itsu.org/data/docs/1553073423/new/13_polozhenie_o_praktike studentov_osvaiva
yuschikh_osnovnye oop_vo_Inr.pdf

3. T'ocynapcTBeHHbI 00pa30BaTEIbHBIN CTaHAAPT BBICIIETO 0Opa30BaHUS
no HamnpasieHuto noAarotoBku 46.03.02 JloxkymeHTOBeeHHE U apXHUBOBEICHHUE
(ypoBeHb OakamaBpmara) : yTB. mpuka3zom M-Ba oOpaszoBanus u Hayku JIHP ot
19.09.2018 Ne 863-om. - Pexum JoCTyma:
http://ltsu.org/data/docs/1553073501/new/46-03-02-dokumentovedenie-i-
arhivovedenie.pdf.



http://ltsu.org/data/docs/1553073501/new/46-03-02-dokumentovedenie-i-

4. TlpaBuia opranu3aiuu JeJ0NpOr3BOJICTBA, KOMILUIEKTOBAHMS, XPaHEHUS,
ydyeTa U HCIOJb30BAHMS JOKYMEHTOB B TOCYAApCTBEHHBIX OpraHax, OpraHax
MECTHOTO CaMOYTIPABJICHHsI, HA TIPEANPUATUAX, B YIPESKICHUAX, OpPTaHU3AMMIX !
yTB. noctanoByieHneM Coseta Munuctpos JIHP ot 21.03.2017 Nel09/17. —
Pexxum noctyna: https://sovminlnr.ru/akt/23.03.2017/109_17.pdf.

5. TunoBast UHCTPYKIIMS IO JETONPOU3BOJICTBY B UCIIOJIHUTEIBHBIX OpraHax
rocygapctBeHHo  Biactu  Jlyranckoir  Hapognoit  PecryOmuku @ yTB.
nocranoBiienneM CoBera MunuctpoB JIHP ot 18.10.2016 Ne 562. — Pexum
noctyna: https://sovminlnr.ru/akt/24.10.2016/562.pdf.

6. TumoBas WHCTPYKIIMS TIO JEIONPOM3BOACTBY B 00pa3oBaTelbHBIX
opraHuzanusx (YupexaeHusix), MoABEIOMCTBEHHbIX MUHUCTEPCTBY 00Opa3oBaHUs
u Hayku Jlyranckoii Hapoanoii PeciyOnuku : yTB. mpuka3zom M-Ba oOpa3oBaHus U
Hayku JIHP ot 16.03.2018 Ne  229-OJI. — Pexum  jgoctymna:
https://minobr.su/docs/1699-prikaz-mon-Inr-229-od-0t-19032018.html.

1. roct 7.1-2003. CHUBUJ.  bubnuorpaduyeckas  3aIucCh.
bubmuorpaduueckoe onucanue. OOmme TpeOOBaHUSA W NPABUIIA COCTABICHUS. —
M. : MWzparensctBO crangaptoB, 2004. — 48 c¢. — Pexum pgocryna:
http://www.diss.rsl.ru/datadocs/doc_291wu.pdf.

8. TOCT P 7.0.12-2011.CMBU/J]. bubnuorpaduueckass  3amuch.
CokpallieHHe CJI0OB U CJIOBOCOUYETAHMM Ha PycCKOM si3bike. OOmue TpeboBaHus 1
npaBuia. —  Pexum pocryna: http://docs.cntd.ru/document/12000

0) OCHOBHasl IUTEpATYypa:

1. AnekceeBa, T. B. [lokyMmeHTalmoHHOE oOecriedeHUE YIpaBICHUS :
yueOHuk / T. B. AnekceeBa, O. A. CrpaxoB. — M. : YHusepcurer «CuHeprus»,
2020. — 132 ¢. — ObC «KoncynbTanT crymeHta» : [calT]. — Pexxum mocryma:
https://www.studentlibrary.ru/ book/ISBN9785425704023.html.

2. bpeckuna, H. B. OcHoBbI jaenonpou3BoicTBa . y4e0. mocobue /
H. B. bpeckuna ; CeBepo-KaBkasckuii peaepayibHbiii yHuBepcuTeT. — CTaBpOIoib
: CeBepo-KaBkazckuit @enepanbubiii yausepceuret (CKDY), 2015. — 123 c. : mi. —
Pexxum noctyna: http://biblioclub.ru/index.php?page=book&id=457881.

3. I'punbepr, A. C. JlokymeHTanimoHHOE oOecreueHrne YIpaBiICHUS :
yueOnuk / A. C. I'punbepr, H. H. T'opbaues, O. A. Myxametmmna. — M. : FOuuTH,
2015. — 391 C. — Pexum JI0CTyTA:
http://biblioclub.ru/index.php?page=book&id=115031.

4. I'pozosa, O. C. JlenonpousBoactso : yued. mocooue / O. C. I'po3ona ;
pex. JI. C. Xypasiesa ; [ToBoIK. TOC.TeXHOI. YH-T. — Momkap-Ona : IToBomx. roc.
TeXHoJd.  yH-T, 2015. — 124 c. . wnr.  — Pexum  pmocryna:
http://biblioclub.ru/index.php?page=book &id=439196.

5. Jmutpuena, JI. U. JlokymeHTalMOHHOE OOecreueHue ynpaBlIeHUYECKON
nesTeNlbHOCTH : yueb. mocooue / JI. . JImutpuera, U. B. Py3aeBa. — HoBocnGupck
: HI'TY, 2019. — 100 c. — OBC «KoncynpTant ctyneHta» : [caiit]. — Pexum
nocryma: https://www.studentlibrary.ru/book/ISBN9785778240292.html.

6. 3axaposa, T. U. [loxymenTarimonHoe oOecriedeHne ymnpaBiieHus : y4ueO.-
npakt. nocobue / T. 1. 3axapoBa. — M. : EBpa3utickuii oTkpbIThIi UH-T, 2010. —
155 ¢. — Pexxum noctyma: http://biblioclub.ru/index.php?page=book&id=90346.
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/. WudopmalMoHHbIe TEXHOJOTMU B JIOKYMEHTAllUOHHOM OOECIECYeHUU
yIpaBJICHUsT M apXuBHOM jene . yueOHuk jias By3oB / H. H. Kymnses,
T. B. Kongpamosa, E. B. TepenteeBa, A. I'. ®abpuunoB ; mox obOmi. pen.
H. H. KynsieBa. — M. : Jloroc, 2017. — 408 ¢. — OBC «KoHCy/IbTaHT CTyACHTa» :
[caliT]. Pexxum JOCTyTa:
https://www.studentlibrary. ru/book/ISBN9785987047866 html.

8. Kynse, H. H. JlokymenrtoBenenue . yueOnuk / H. H. Kynses,
. H. Ypanos, A. I'. ®abpuunos ; nox pexn. npod. H. H. Kynsera. — M. : Jloroc,
2017. — 352 c. (HoBas ynuBepcuterckas Oubmmoteka). — IBC«KoHcynbranT
cTyaeHTa» : [caiiT]. — Pexxum nocrtyma: https://www.studentlibrary.ru/book/ISBN
9785987043295.html.

9. Jlappkos, H. C. JlokymentoBeaenue : yueOnuk / H. C. JlappkoB. — M. :
[Ipocnekr, 2016. — 416 ¢. — ObC «KoHcynpTaHT cTyAaeHTa» : [caliT]. — Pexum
noctyna:https://www.studentlibrary.ru/ book/ISBN9785392193295.html.

10. Poroxwmn, M. . HacroapHas KHHUTa OTBETCTBEHHOrO 3a
aenonpounsBoactBo / M. 0. Poroxun. — M. : Ilpocnekt, 2019. — 128 ¢. — DBC
«KoHCynbTaHT CTyIeHTay : [cailT]. — Pexxum J0CTyTa:
https://www.studentlibrary.ru/book/ISBN9785392292134.html.

11. Pozym, M. 1O. KoppecnoHaeHuuss u JeIOMPOU3BOACTBO : ydeOHOE
nocodbue / M. HO. Posym ; T'OY BIIO JIHP «Jlyranckuii HalMOHaJIbHBIN
yHuBepcuTeT uMeHH Tapaca Illesuenko». — JIyranck : Knaura, 2019. — 132 c.

12. Posym, M. K. OcHOBBI aenomnpom3BojacTBa . yueO. mocobue /
M. 1O. Po3ywm ; 'OV BIIO JIHP «JIyranckuii HalMOHAJIbHBI YHUBEPCUTET UMEHU
Tapaca LlleBuenko». — JIyranck : Kuura, 2019. — 148 c.

13. Teapuapos, A. JI. ApxuBoBenenue : yue0. mocooue / A. J[. TeapuapoB. —
M. : HamkoB u K, 2017. — 184 c. — OBC «KoHCynbTaHT cTyaeHTa». — Pexum
nocryma: https://www.studentlibrary.ru/book/ ISBN9785394026973.html.

14. lllyneruna, M. B. ApxuBoBenenue : yue0. mocooue / M. B. [llynsruna.
— Apxanrensck : U CADY, 2014. — 232 ¢. — ObC «KoHCYAbTaHT CTYJICHTa» :
[caliT]. Pexum JNOCTyTa:
https://www.studentlibrary. ru/book/ISBN9785261009375 html.

B) JIONIOJIHUTEILHAS JIUTEPATYpa:

1. Kapnos, B. B. IlpemauminoMHas mnpakTHka : MeTOJ. yka3aHus /
B. B. Kapnos ; 'OY BIIO JIHP «Jlyranckuii HallMOHAJIbHBIN YHUBEPCUTET UMEHU
Tapaca LlleBuenko». — JIyranck : Kuunra, 2020. — 52 c.

2. Mensenea, O. B. Odopmienue opraHu3arimiOHHO-PACTIOPSIUTETHHBIX
JOKYMEHTOB : Kypc nekiui (nekuus) / O. B. MenseneBa. — 2-e u3a., nepepad. u
non. — M. ; bepnun : [lupexr-Menua, 2018. — 79 c. : ui., Tabn. — Pexum nocryna:
http://biblioclub.ru/index.php?page=book&id=480166.

3. Tleckona, O. C. IIpakTuyeckoe pyKOBOJCTBO MO OpPraHu3allui MPaAKTHUK :
y4eOHOM, MPOW3BOACTBEHHOW W NPEIMUIUIOMHON @ yueb.-meroa. mocobue /
O. C. ITeckoBa. — Boarorpaz : BoarI'TY, 2016. — 60 c.

4. TlpepauruioMHas mpakThka : y4aeb.-meto. nocooue / FO. B. bapmoruna,
E. C. UBuna, T. C. Konomuen, . M. PeyroBa. — Omck : M3pat. uentp KAH,
2017.-56c.
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5. TlpepaumiomnHass mnpaktuka . Mmetoda. pek. / WM. A. JleHucenko,
B. B. beccemepthas, 1O. JI. CrenanoBa, . B. PeruBues ; I'OY BIIO JIHP
«JIyranckuil HAMOHAIBHBIN YHUBEPCUTET UMEHU Tapaca llleBuenko». — Jlyranck
: Knura, 2018. — 52 c.

6. Poroxun, M. 1O. [lenoBbie NTOKyMEHTHI B MpUMeEpax U obOpasmax : cO.
TUTIOBBIX TOKyMeHTOB / M. 0. Poroxwun. — M. ; bepnun : Iupexr-Menua, 2014. —
496 c. : WIL. — Pexxum JOCTyTa:
http://biblioclub.ru/index.php?page=book&id=253701.

7. Poroxwun, M. YO. [lenonpoun3Boactso : kypc aekmmii / M. 0. Poroxun. —
M. ; bepmun : [Jupexkr-Memua, 2014. — 229 c. : un. — Pexum pgoctyna:
http://biblioclub.ru/index.php?page= book&id=253702.

8. PomanoB, /. A. IlpaBma 00 »3JIGKTPOHHOM JOKyMeHTooOopoTe /
. A. Pomanos, T. H. Uneuna, A. FO. Jlorunosa. — M. : JIMK Ilpecc, 2018. — 222
c. — OBbC «Koncynprant crygeHta» : [caut]. — Pexum pgocryna:
https://www.studentlibrary.ru/book/ISBN9785937000 620.html.

T') MHTEPHET-PECYPCHI:

1. Bcepoccuiickuii HAyYHO-UCCIEA0BATENIbCKUA  UHCTUTYT
nokyMeHToBeaeHus: u apxuBHoro nena (BHUMIAA) : [oduu. caiit]. — Pexum
noctyma: https://vniidad.ru/.

2. Kypnan «/lemonpousBoactBo» : [apxuB HOMEpoB]. — Pexum gocrtyma:
https://www.top-personal.ru/officeworks.html.

3. Kypnan «/lenonpous3BoCTBO U TOKYMEHTOOOOPOT Ha MPEANPUSITHID |
[apxuB HOMepoB]. — Pesxxum noctyna: https://delo-press.ru/journals/documents/.

4. Kypnan «Kaaposas city>x0a v ynpaBiieHHE IEPCOHATIOM MPEATPUATHSD)
[apxuB HOMepoB]. — Pexxum nocrtyma: https://delo-press.ru/journals/staff/.

5. Kypnan «Cekperapckoe neno» : [apxuB HoMepoB]. — Pexxum mocryna:
http://www.sekretarskoe-delo.ru/.

6. XKypnan «Cekperapb-pedepeHTy : [3J1. Bepcus XypH.]. — Pexxum mocryma:
https://www.profiz.ru/sr/.

7. Xypnan «YnpasieHue MIEPCOHATIOMY :[apxuB HOMEPOB]. —
Pexxum noctyma: https://www.top-personal.ru/magazines.html

8. Jlyranckas pecnyOJMKaHCKass yYHUBEpCaJlbHasi HayyHasi OMOJIMOTEKa WM.
M. I'opbkoro : [caiiT]. — Pexxum goctyna: http://lib-1g.com/.

9. Hayunas 6uOmmoreka I'OY BO JIHP «JITTIY» : [caiiT]. — Pexum
nocryma: http://lib.ltsu.org/.

10. Hayunas snextponnas 6ubnuorexa eLIBRARY.RU : [caiit]. — Pexxum
noctyna: https://www.elibrary.ru/.

11. Hayunas snextponnast oubnmnoreka «KubepJlenunkay : [caiit]. — Pexxum
noctyma: https://cyberleninka.ru/.

12. Poccuiickas rocynapcTBeHHas Ou0anoTeka : [caiit]. — Pexxum mocryna:
https://www.rsl.ru/.

13. Poccuiickas HanmoHanbHas OmbnmuoTeka : [calT]. — Pexxum mocryma:
http://nlr.ru/

14. OBC «KoHCynbTaHT CTyAE€HTa» [CAMT] : CTyJE€HUYECKash 3JEKTPOHHAs
oubmoreka. — Pexxum moctyma: https://www.studentlibrary.ru/.


http://biblioclub.ru/index.php?page=book&id=253701
http://biblioclub.ru/index.php?page
http://www.studentlibrary.ru/book/ISBN9785937000
http://www.top-personal.ru/officeworks.html
http://www.sekretarskoe-delo.ru/
http://www.profiz.ru/sr/
http://www.top-personal.ru/magazines.html
http://lib-lg.com/
http://lib.ltsu.org/
http://www.elibrary.ru/
http://www.rsl.ru/
http://nlr.ru/
http://www.studentlibrary.ru/

7. UndopManmoHHbIE TEXHOJOTHH U IPOrPaMMHOe o0ecrieyeHune

IIpenocraBiieHrEe BO3MOYKHOCTH MOJYYEHHs KOHCYJIbTAL[MU IO IPAKTHUKE C
UCIIONIb30BaHUEM ceTh Internet, ckaiima, koH(pepeHUMU Zoom, 3JIEKTPOHHOU
MOYThl, W  JAPYyruX  HMHYOPMAIMOHHO-KOMMYHUKAIIMOHHBIX  TEXHOJOTH,
ANEKTPOHHOM oOpazoBarensHOM cpensl MOODLE.

8. MaTepuaJibHO-TeXHHYeCKasl 0a3a MPAKTUKH

JIJIsI TIOJTHOIIEHHOTO TPOXOJKJICHUS TPAKTHUKA B PaCHOPSHKEHUE CTYACHTOB
MPEIOCTaBIACTCS HEOOXOIUMOE JIJIS1 BBITOJTHCHUS WHIWBHIYAITBHOTO 3aJIaHUs TI0
MpaKkTUKE OOOpYyJOBaHWE, W MaTepHaNbl. DTO TO3BOJUT CTYIEHTaM YCIEITHO
BBITIOJTHATH 3allJIAHUPOBAHHBIC YUCOHBIC MEPONPHITHS, MPHUOOPECTH TEPBUIHBIC
MPAKTUYECKUE HABBIKM M YMEHUSA, COPMHUPOBATH KOMIIECTCHITUH, HEOOXOIMMBIC
it Oyaytie ux npogeccuu.

K marepuanbHO-TeXHUYECKONW 0aze HEOOXOAMMO OTHECTH CICAYIOIIHE €€
AIIEMEHTHI: HaJIMuue pabodyero Mecra sl MpaKTUKaHTa; HAJMYHUE TEPCOHATBHOTO
KOMITBIOTEpPA WJIA BBIJACICHHBIC 4Yachl IS IIOJh30BAaHUS WM; BO3MOXHOCTH
MOJIb30BaHusI MHTEpHET-pecypcoM; MOCTYII K OTKPBITBIM (haiijaM ¢ 0030pHBIMH
MareprajiaMi IO JOKYMEHTAIMOHHOMY OOECIICUCHHIO W apXUBHOMY XPAaHEHHUIO
JIOKYMEHTOB OpTraHW3aIl1H.



9. JIucT 1oMOJTHEHHH U H3MEHEeHUI

n/n

Jara
BHECEHHSH
u3MeHeHus /

JAOIMOJTHCHHU A

OcHoBanue

Conep:xanue n3mMeHeHust /
JOIOJTHEHMS

Jluna, noaTBep:KkIa0UIne
u3MeHeHue / JOmoJTHeHue

3aBeayrouuin
kadempoit
(Damunus,
uHuyuasl,
noonucy)

Hupexrop /
JIeKaH

(Damunus,
UHUYUATBL,
noonucw)




