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PABOYAS ITPOTPAMMA YUYEBHOM U ITPON3BOJICTBEHHO! ITPAKTHK

46.02.01 «lokymMeHTAaLMOHHOE 00ecredeHne YIPABJEHUS U apXUBOBeIeHUE»



HOACHUTEJIBHAS 3AIIMCKA

Hacrosimass mporpamma ompenesnsieT MOPSAOK OpraHU3alMM U MPOXOXKICHUS
y4eOHOH M MPOU3BOJACTBEHHOW MPAKTUKU 00ydaromuMucs no crneuranbHoct 46.02.01
«/loxkymeHTanmoHHoe obecreyeHrue yupaBlIeHHUs] U apXUBOBEICHUE.

VYyeOHasi U MPOU3BOJCTBEHHAs IMpAKTUKa OOYYalOLIMXCS SIBISETCS COCTABHOM
gacteto  OIIOII  CIIO,  oOecneuuBaromieid  peanuzanuio  DeaepanbHOTO
rOCy/IapCTBEHHOT'O 00pa30BaTeNIbHOIO CTaHAAapTa CpeIHero mnpodecCruOHANIbHOrO
obpazoBanus (nanee — ®I'OC CIIO no crenuanabHOCTH).

VYyeOHas mpakTUKa MPOBOAUTCS 00PA30BATENbHBIM YUPEKACHUEM MPU yCIOBUHU
OCBOCHHS OOYyYaloOUMUCA MEXKIUCHUIUIMHAPHBIX  KYpPCOB  MPO¢eCcCHOHAIbHBIX
MOJ1yJIeH, MPOBOJAUTCSA KOHIIEHTPUPOBAHHO B PAMKAX 3TUXMOAYJIEH.

[IpousBoaCTBEHHAass TMpakTUKa TMPOBOAMTCS B OpraHu3alusix, HamnpaBlieHUE
JESATENBHOCTH KOTOPBIX COOTBETCTBYET MNPOQWII0 TMOATOTOBKH OO0yYarolmuxcs Ha
OCHOBAaHUH 3aKJIIOYEHHBIX JJOTOBOPOB.

ATTecTanusi o UTOraM MPaKTUKU MPOBOJUTCSA C Y4eTOM (WJIM HA OCHOBAaHUM)
PE3yNIbTATOB, MOATBEPKACHHBIX JOKYMEHTAMHU COOTBETCTBYIOIIUX OPraHU3AIINMN ).

[Iporpamma npakTHUKU HaMpaBjieHa 0OeCeYnBaTh:

- TIOCNe[0BaTeNIbHOE pacHIMpeHue Kpyra (GOpMHPYEMBIX Y OOydarommuXxcs
YMEHH I, HaBbIKOB, NMPAKTUYECKOTO OIbITAa U UX YCIOXHEHHUE MO0 Mepe mepexoia oT
OJIHOTO ATarna MPaKTHUKU K JPYTrOMY;

- IIEJIOCTHOCTh TMOJATOTOBKH CHEIHAIMCTOB K BBIMOJHEHUIO OCHOBHBIX
TPYIOBBIX (YHKIINIA;

- CBSI3b IPAKTUKH C TEOPETUUECKUM OOyUEHUEM.

CopeprkaHue BceX ITAroB MPAKTUKHU OMPeeNsieTcs TPEOOBAHUSIMU K YMEHUSIM U
MPAKTUYECKOMY OMBITY MO KaxaoMy u3 mnpodeccuoHanbubix moayneir OINOIT CITO
(manee - npodeccroHanbHbI MOAYIB) B cooTBeTcTBHM ¢ DT'OC CIIO.

1.EJA " 3AJTAYH YYEFHOM U TPON3BOJICTBEHHOM MPAKTHK

1.1. IlpakTuka WMeeT IeIbI0 KOMIUIEKCHOE OCBOCHHE OOYJalOIIUMHKCS BUIOB
po(ecCHOHaNBHOM JAESITEIBHOCTH M0 CHEIUATBHOCTH CPETHETO MPO(PECCHOHATBEHOTO
obOpazoBanus, GpopMHpOBaHHE OONIUX M MPO(PECCHOHATBHBIX KOMIIETESHIIMM, a TaKXKe
MpUOOpETeHHE HEOOXOMMMBIX YMEHHHW U OIbITa MPAKTHYECKOH paboThl 110
CHEIUATBHOCTHU

- OpraHumzanus  JOKYMCHTAIlMOHHOTO  OOECIICUYeHHs  YIpaBICHHS U
(YHKIIMOHUPOBAHUS OpPTraHU3allNH;

- Opranuzanus apxXuBHOW M CIPABOYHO-HH(POPMAITMOHHON pPadOTHI IO
JOKyMEHTaM OpTraHu3aIliH;

- ApxuBapuyc.



1.2. Buasl npaktuk ctyaeHToB, ocauBatromux 111 CC3:

Y4yeOnas npaktuka | IlpousBoacTBeHHas

HazBanue moayis NMPAKTHKA
KosauyecTBo
HeJlellb 4acoB HeJleJlb 4acoB
IIM.01 Opranuzamms 11/2 54 2 72
JOKYMEHTAIIMOHHOTO
oOecrieueHus ynpaBieHUus U
(YyHKIMOHUPOBAHHUS
opraHu3anuu
IIM.02 Opranusanus apXuBHOU U — — 11/2 54

CTIPaBOYHO- HH(POPMAITHOHHON
paboThl MOJIOKYyMEHTaM
OpraHu3aINu

IIM.03 BrinoiHenue padoT 1o — — 1 36
OJTHOM WJTM HECKOJIBKUM
npodeccusm pabouux, T0HKHOCTEH
CITy’)KaITuX

[IpegaunuoMHas npakTHKa 4 144

Hroro: 11/2 54 81/2 306

Bcero: 306

1.3. YueOHas u nMpou3BOACTBEHHAs MPAKTUKa HalpaBiieHa Ha (OPMUPOBAHUE Y
CTYJICHTOB MPaKTUYECKUX npodeccruoHaIbHBIX YMEHHU, npuoOpeTeHue
NEPBOHAYAIBHOTO MPAKTUYECKOTO ONBITA, peanu3yercs B pamkax moxayJsieir OITOIT CITIO
N0 KaXIOMY U3 BHIOB NPO(ECCHOHANBHON NEATeNbHOCTH [JIsl TOCIEAYIOIIETO
OCBOCHUSI UMH TpodeccHoHaNbHBIX KomImeTeHnui (manee — I[IK) mo wu3bpanHOM
CHEUUATIBHOCTHU

BIIJI Opranusanusi JOKYMEHTAMOHHOIO oO0ecrieYeHUsi YNPABJICHUS H
(GyHKUMOHMPOBAHMS OPraHU3ALMH

IIK 1.1. KoopauaupoBaTh paboTy opraHu3anuu (IPUEMHOM PYKOBOIUTEINS),
BECTH IIPUEM IIOCETUTEIIEH.

IIK 1.2. OcymecTBiars paboTy IO TMOATOTOBKE W IPOBEACHUIO COBEIIAHUM,
JIEJOBBIX BCTPEY, IPUEMOB U MPE3EHTALIUM.

IIK 1.3. Ocy1iecTBasATh MOJATOTOBKY JI€JIOBBIX MOE30K PYKOBOJIUTEIS U JAPYTUX
COTPYJIHUKOB OpraHU3aIUU.

IIK 1.4. OpranuzoBbsiBaTh pabouee MECTO CEKpeTapsi 1 PyKOBOJIUTEII.

I[IK 1.5. OdopmMassTe U perucTpupoBaTh OPraHU3ALMOHHO-PACTIOPSAUTEIbHBIC
JIOKYMEHTBI, KOHTPOJIIUPOBATH CPOKH MX UCTIOJHEHHS.

IIK 1.6. OOpabarpiBaTh  BXOJSAIIME W HUCXOAAIIME  JOKYMEHTHI,
CUCTEMATU3UPOBATh UX, COCTABIISITh HOMEHKIIATYPY AT U (POPMUPOBATH JOKYMEHTHI B
nena.

IIK 1.7. CamocrtosiTenbHO paboTath C JOKYMEHTAaMH, COJCpPKaIUuMHU
KOH(PUAEHIMATbHYI0 HHPOPMAIMIO, B TOM YHCIIE C IOKYMEHTaMU 0 TUYHOMY COCTAaBY.
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[IK 1.8. OcyuiecTBasTh Tene@oHHOE 00CTyKMBaHUE, TPUHUMATh U MEepeaBaTh
(akchol.

[IK 1.9. OcymiecTBisTh MOATOTOBKY A€M K IEpeaadye Ha apXUBHOE XPaHEHUE.

IIK 1.10. CocTaBiaTs onucu Jei, OCYIIECTBISATh NOATOTOBKY €N K Nepeaaye B
apXvB OpraHU3aluy, TOCYJapCTBEHHbIE U MYHHIIUIIATbHBIE APXUBBI

BII/I Opranusanusi apXMBHOM U CHIPABOYHO-UH(POPMALMOHHON PadOTHI MO
AOKYMEHTaM OpraHM3aluM

IIK 2.1. OcymecTBasATh 3KCHEPTU3Y LEHHOCTH JOKYMEHTOB B COOTBETCTBHUH C
JNENCTBYIOIIMMU 3aKOHOAATEIbHBIMU aKTAMU U HOPMaTUBAMH.

IIK 2.2. Bectu paboTy B cucreMax 3JIeKTPOHHOTO JIOKYMEHTO000pOoTa.

[1K 2.3. Pa3zpabatbiBaTh 1 BeCTH KJIacCU(UKATOPHI, TAOENIU U Jp. CHIPABOYHUKH 110
JOKYMEHTaM OpraHU3aluu.

[IK 2.4. OGecneurBaTh NpUEM U pPAlMOHAIBHOE pa3MelleHUE IOKYMEHTOB B
apxuBe (B T.4. JOKYMEHTOB 10 JUYHOMY COCTaBY).

[1K 2.5. OGecnieunBaTh yueT U COXPAHHOCTh IOKYMEHTOB B apXHUBE.

IIK 2.6. OpraHu3oBbIBaTh MCIIOJIb30BAaHUE APXMBHBIX JOKYMEHTOB B HAYyYHBIX,
CIIPaBOYHBIX U MPAKTUYECKUX LETAX.

I[IK 2.7. OcCymecTBiaiaTh OpPraHu3allMOHHO-METOJAMYECKOE PYKOBOACTBO U
KOHTPOJb 3a paboTOM apxuBa OpraHu3alldd M 3a OpraHu3aleil JOKyYMEHTOB B
JEI0NPOU3BOJICTBE.

BII/I ApxuBapuyc

[IK 2.1. OcymecTBaaTh SKCHEPTU3Y LEHHOCTH JTOKYMEHTOB B COOTBETCTBHH C
JEHUCTBYIOIIMMU 3aKOHOAATEbHBIMU aKTaAMH U HOPMaTHBaMHU.

IIK 2.2. Bectrt paboTy B cucTeMax 3JEeKTPOHHOTO JIOKYMEHTOO00pOTA.

I1K 2.3. Pa3zpabaThiBaTh ¥ BECTH KJIaCCU(UKATOPHI, TAOCIIH 1 JIP. CIIPABOYHUKH 10
JOKYMEHTaM OpTaHHU3aI1H.

[IK 2.4. OGecneunBaTh MpUEM U pPAIMOHATIBHOE pa3MeIleHHuE IOKYMEHTOB B
apxuBe (B T.4. IOKYMEHTOB IO JIMYHOMY COCTaBY).

I1K 2.5. OGecnieunBath yueT U COXPAaHHOCTH JJOKYMEHTOB B apXHBE.

IIK 2.6. OpraHnu3oBbIBaTh MCIOJIb30BAaHUE APXUBHBIX JOKYMEHTOB B HAYYHBIX,
CIIPaBOYHBIX U MPAKTUYECKUX LETAX.

I[IK 2.7. OcyuecTBisTh OpraHU3alMOHHO-METOANYECKOE PYKOBOJACTBO H
KOHTpOJIb 3a pabOTOM apXyMBa OpraHU3alMd M 3a OpraHu3aluedl JOKYMEHTOB B
TIEJIOITPOU3BOJICTBE.

1.4, VYyeOHasi M NIPOU3BOJACTBEHHAS MPAKTUKA NMeeT CBOEil LeJbI0 TaKiKe
pa3BuTHe o01MX KomneTeH Ui (nanee — OK), ABJASIOMIUXCA YACTHIO TPeOOBaAHU
Poroc:

OK 1. TlonumaTh CYIIHOCTh W COIMAJIBHYIO 3HAYMMOCTH CBOEH Oymymiei
npodeccuu, MPOsIBIATh K HE YCTOMYUBBIA UHTEPEC.

OK 2. Opranu3oBbiBaTh COOCTBEHHYIO AEATEIbHOCTb, OMPENEIATh METOJbI U
crocoObl BBIMOJHEHUSI MPOPECCUOHATIBHBIX 3a/1ad, OLIEHUBATh UX 3(P()EKTUBHOCTH U
Ka4eCTBO.



OK 3. Pemarp npo0Oiembl, OLUEHUBATh PHUCKM W MPUHUMATH PELICHUS B
HECTaHAAPTHBIX CUTYaLUIX.

OK 4. OcymiecTBiATh NOUCK, aHAJIA3 U OLICHKY UH(POPMALIMH, HEOOXOIUMOM 115t
MIOCTAHOBKM UM pEIICHHUS MNpOPEeCcCUOHANBHBIX 3a4ad, MNPOPECCHOHATBHOTO U
JUYHOCTHOTO PAa3BUTHS.

OK 5. Hcnonb3oBath UHPOPMAITMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU IS
COBEPIIEHCTBOBAHUS MPOPECCUOHAIBHON JEATETbHOCTH.

OK 6. Paborath B KOJUIGKTMBE M KOMaHJEe, OOCCICUMBATH €€ CILJIOUCHHC,
3¢ PeKTUBHO OOIIATHCS C KOJUIETaMH, PYKOBOJCTBOM, MOTPEOUTEIISIMHU.

OK 7. CraBurb uend, MOTHUBUPOBATh JCATENBHOCTh MOJYMHEHHBIX,
OpraHU30BbIBATh U KOHTPOJIUPOBATH UX PAaOOTy C MPUHATHEM Ha ceOsl OTBETCTBEHHOCTHU
3a pe3ysbTaT BBHINOJTHEHUS 3aJIaHUM.

OK 8. CamocTOSITENIBHO ONPEAEATh 33/1a4l MPOPECCUOHATIBHOTO M TMYHOCTHOT O
pa3BUTHs, 3aHUMATHCA CaMOOOpPA30BAHMEM, OCO3HAHHO IUIAHUPOBATh IOBBIIICHUE
KBaJIM(DUKALIUH.

OK 9. BbITh TOTOBBIM K CMEHE TEXHOJIOTHI B IPO(ECCUOHANBLHOMN €SI TEIbHOCTH.

OK 10. UcnonHAITh BOMHCKYIO OOS3aHHOCTb, B TOM YHCJE C MPUMEHEHHUEM
MOJIYYEeHHBIX MPOGECcCUOHANBHBIX 3HAHUHN (AJ1 FOHOIIEH ).

2. OPTAHU3ALUSA NIPAKTUK

[IpousBoaCcTBEHHAS MPAaKTHUKA BKIIIOYAET B C€0S CIEAYIOIIME dTAIbI: MPAKTUKA 110
npOo(UITIO CIIENUATbHOCTH U PEIUIIIOMHAS PAKTHKA.

[Ipaktuka MO MPOGUIIO CHNENMATLHOCTH HampaplieHa Ha (OpMUpPOBAHUE Y
oOydaromerocss OOHMMX W MNPOPECCHOHANBHBIX KOMIETECHIIMH, MpuoOpeTeHne
IPAKTUYECKOTO OMbITa U peanu3yeTcs B paMmkax npodeccuonanbubix moayieit OITOIT
CIIO mo kaxxaomMy W3 BHIIOB MPOQECCHOHAIBHON AEATEIBHOCTH, MPEIYyCMOTPEHHBIX
®dI'OC CIIO no crenuaibHOCTH.

[IpennunnomMHas TpakTHKa HaIpaBieHa Ha YIUIyOJieHHE MepBOHAYAIBHOTO
IIPAKTUYECKOTO OIbITa O00YyYalomerocs, pa3BUTHE OOMUX U TPOdeCcCHOHATBHBIX
KOMIIETEHIIUH, TIPOBEPKY €r0 TOTOBHOCTHU K CAMOCTOSITEIIbHOU TPYJOBOM NEATEIBHOCTH,
a Tak)Xe Ha MOJTOTOBKY K BBIMOJHEHHUIO BBIMYCKHOW KBATM(PUKAIMOHHON padOTHI B
OpraHu3alugaX Pa3INdHBIX OPTAHU3AIMOHHO-TIPABOBHIX (POPM.

VY4yeOHass TpakTUKa TMPOBOAUTCS B TPEHUHTOBBIX KaOWHETaX: Yy4eOHBIH
(TpeHUHTOBBIN) OHUC, a Takke HWHOOPMAIMOHHO-KOMMYHHUKAITMOHHBIX TEXHOJOTHH,
JEJIOMPOU3BOICTBA U OPITEXHUKH, APXHUB.

YyeOnast MpaKkTHKa MPOBOAUTCS MPeToaBaTeIs MU TUCITUTUTAH
po¢eCCHOHATLHOTO ITUKJIA.

[IpegauniomHas mpakTHKa MPOBOAUTCS HEMPEPHIBHO MOCJIE OCBOCHUSI y4eOHOU
MPAKTUKH U MPAKTUKH TI0 TPOQIITIO CIICIIUATHHOCTH.

3. TEMATUYECKUM IJIAH IPAKTHUK



1. 1l kype, 3 cemecTp
IIM. 01 Opranu3zanusi JOKyMEHTAIHOHHOT0 o0ecrieYeHUsl YNpaBJeHUus M

(pyHKUMOHMPOBAHMSA OPraHU3ALNH

Ne HanmeHnoBanue BUA0B padoT, pa3aejioB M TeM Koa-Bo
n/n 4acoB
1 2 3
Y4yeOHasi NPAKTHKA
1. | IlocTpoeHue CTPYKTYphl YUPEKACHUS, OPraHU3ALUU 12
(mpeanpusTHs)
2. | JlokyMeHTOBEJIEHUE B YUPEKIECHUHU, OpraHu3aluu 12
(Ha mpeAnpUITHN )
3. | YmpaBieHue JOKyMEHTAIIHOHHBIMH MTPOIIECCaMU B 12
YUPEXKIACHUH, OpTaHU3aAlNH (Ha MIPEANPUIATHN )
4. | VI3yueHue WHCTPYKIIMH T10 JCTONPOU3BOJICTBY YUPEIKIACHHUS, 12
opraHu3zauuu (IpeanpusITASs )
5. | UToroBas aTrecrarus 6
Hroro: o4

Il kypc, 4 cemecTp
IIM. 01 Opranu3zanusi JOKYMEeHTALMOHHOT0 o0ecrevyeHusl yNpaBJaeHusl U

(GYHKIMOHMPOBAHUS OPTraHU3AIUH

Ne HanMeHnoBaHue BUA0B padoT, pa3aejioB U TeM Koua-Bo
n/n 4acoB
1 2 3
Y4eOHasi NpaKTHKA
1. | IlocTpoeHue CTPYKTYphl YUPEKACHUS, OpTaHU3alUN 17
(mpennpusaTusi)
2. | JlokymMeHTOBEJICHUE B YUPEKICHNUHU, OpPraHU3alUN 17
(Ha OpeanpUsTHH )
3. | YrpasiieHHe JOKYMEHTAIIHOHHBIMH MTPOIIECCAaMU B 17
YUPEKJIECHUH, OPTaHU3alny (Ha IPEeANPUSITHN)
4. | U3yuenue MHCTPYKIIMH TIO JEIONPOU3BOICTBY YUPEIKICHUS, 17
opraHuzanuu (IpeanpusITUs)
5. | UtoroBas arrecTanus 4
72

3 Kypc¢, 6 cemecTp




IIM.02 Opranu3zauus apXuBHOM U CHPABOYHO-UH(POPMALMOHHOH PadOTHLINO
AOKYMEHTAM OpPraHu3alMu

Ne HaumenoBanue BUI0B padoT, pa3aesoB U TeM Koa-Bo
n/n 4acoB
1 2 3
IIpou3BoacTBeHHAs! NPAKTHKA
1. | 3HakOMCTBO ¢ apXuBOM — 0a3oi nmpakTuku. CTpyKTypa apXuBa. 12
CocraB apxuBHOro (hoHja.
2. | AHanu3 HOpMATUBHOM 0a3bl KOHKPETHOI'O apXHuBa — 0a3bl 12
PAKTHKU.
3. | Pa3zpaboTka MOKHOCTHOW MHCTPYKIIMHA apXHUBUCTA 12
OpraHu3alliy ¢ UCMOJIb30BAaHUEM THUIIOBOW MHCTPYKIIUH,
ATUYECKUX HOPM M TPEOOBAHHM K ApXUBUCTY.
4. | U3yuyuTh UICTOYHUKHA KOMIUIEKTOBAHMSI ApXUBA OpraHU3alIUH. 12
5 | UroroBas artectranus 6
Hroro: 54
III kype, 6 cemecTp
IIM 03. ApxuBapuyc
Ne HanMeHnoBaHue BUI0B padoT, pa3aesioB U TeM Koua-Bo
n/n 4acoB
1 2 3
IIpousBoaCcTBEeHHAN MPAKTHKA
1. | CocraBiieHuE nacnopTa apxuna. 4
2. | [IpoBenenue sKCepTU3BI IIEHHOCTH JOKYMEHTOB Iepe/l caadei 4
B ApXHUB.
3. | PenaktupoBaHue KaTajoroB apXuBa. 4
4. | 3HAKOMCTBO € CHCTEMaMM aBTOMAaTHU3allMU apXHUBHOUN 4
nesTenbHOCTH. BBO MHGOpMaIiu B 3JIEKTPOHHBINA KaTaJor.
5. | BeimonHeHne BUPTYalbHBIX apPXUBHBIX CIIPABOK. 4
6. | [IpoBepka HaIMUUs U COCTOSIHUS IOKYMEHTOB B apXHBaXx. 4
CocraBieHue akTa IPOBEPKH.
7. | OmmdpoBKa apXUBHBIX TOKYMEHTOB. 4
8. |IlepBuunast pecTtaBpamusi U  KOHCEpBAaIUS APXUBHBIX 4
JOKYMEHTOB.
CocraBiieHHE OTYETa U UTOTOBasi aTTECTALIMS 4
Hroro: 36




11 kypc, 6 cemecTp
IpeaannaioMHas NPaAKTHKA

Ne Koa-Bo
n/n HaumeHnoBanue BUA0OB padoT, pa3aesoB U TeM 4acos
1 2 3
1 O3HakOMJIEHHE C OpraHM3alMed €€ LEIsIMA M 3aJayaMy, 12
3aKOHOJATEIbHBIMU, HOPMAaTUBHBIMH M HWHCTPYKTHBHBIMHU
JNOKYMEHTaMH, PEryJINPYIOIUMHU JEATEIIBHOCTD
opraHuzaiuu B cdepe, coorBeTcTBytomiei reme BKP
2 N3ydeHne  OCHOBHBIX  HaIlPaBJIECHUU JESATEIBHOCTH 24
opraHuzaiuu B cdepe, coorBercTBytonieil Teme BKP
3 Henocpencrteennoe ydactue B palOoTe OpraHu3alud B 72
B c(epe, cooTBercTByMOIIEH TeMe BKP
4 COop u cuctemaTu3alus MaTepHaIOB, COOpPaHHBIX 36
111 BeinostHeHus1 BKP
Hroro: 144




Ipunoxenue 1.
IMMAMATKA IPAKTUKAHTY
CryaeHT-IpakTUKaHT 00s13aH:
— TOJIYYUTh UHCTPYKTAX MO TEXHUKE OE30MaCHOCTH;
— TIOJIYYUTh 33JJaHUE HA MPAKTHKY;

— co0noaaTh pexuM pabouero HA WU IpaBWjia  BHYTPEHHETO
pacropsiika OpraHu3aluu;
— BBINIONHATh PACHOPSDKEHUS | yKa3aHUs  PYKOBOJUTENS  MPAKTUKH

OT OpPraHU3aLNH;

— BBINOJHATH BCE BUJIBI paboT, MPEAYCMOTPEHHbBIE TPOTPAMMOI;

— OBITh NPUMEPOM JAUCHUINIMHUPOBAHHOCTH, CO3HATEIbHOCTH U AaKTUBHOCTH;

— BECTU THEBHUK NPAKTUKHU;

— 110 OKOHYaHUU NPAKTUKHU COCTABUTH OTYET O MPOXOKAECHUN IPAKTUKHU, COCTOS NI
U3 TUTYJIBHOTO JIUCTA, JHEBHUKA, XAPAKTEPUCTUKH, OT3bIBA PYKOBOAUTEIS
NPAKTUKU U MIPEJOCTABUTH OTUET B YUEOHOE 3aBe/ICHHE.

OT14eT MO NpaKkTHKe J0J2KeH HMETh CIEAYIOIIYI0 CTPYKTYpPY:

1. Tumynsnoui nucm.

JlomxkeH coiepkaTh HauMEHOBaHWE Y4eOHOTO 3aBe/eHWs, Ha3BaHHE BHJA
NPAaKTUKHA, MECTO JJIsi TOJIMUCHA W TIeYaTH PYKOBOJUTENS MPAKTHUKUA OT MPEANPUATHS
(BHU3Y clieBa), MECTO JJI MOANUCH PYKOBOIUTEINS MPAKTUKU OT Y4eOHOTO 3aBEeICHHS
(BHU3y cmpaBa), ®UO cryaeHTa, HOMEp TPYIIIbI, a TAKXKE CIEIYeT yKa3aTh roj (CHU3Y
MOCEPEINHE).

2. /Ineenuk npaxmuku. (I[Ipunodicenue 2)

JIHEBHUK MPOXOXKACHHS MPAKTHUKU BEETCSA HA MPOTSHXKEHUU BCEW MPAKTUKHU U B
HETO €XETHEBHO 3allMChIBAIOTCA KpAaTKHE CBEIECHHUS O TMpojielaHHoi pabote, 00
O(QOpPMJICHHBIX JTOKYMEHTAaX, aHAJUTHYECKHUE PACCYKICHUS MpaKkTUKaHTa. JIHEBHUK
BEJIETCS TOJIBKO B pa3pes3e paboumx aHeil. B THeBHUKE MPUBOIUTCS MOJTHBIA MTepeYCHb
BBIMIOJTHEHHBIX Pa0OT, BKIIOYash BBITIOJIHEHHE TOPYUYEHHBIX e, KakK, Hampumep,
KOIMMPOBAHUE JTOKYMEHTOB, COPTHUPOBKA M JIpyrue. B mepedeHb BBIMOIHEHHBIX padoT
00s13aTENBHO JIOJDKHBI BXOAWTH BBl pa0OOT, BKIIOUEHHBIE B TEMAaTUYECKUU IUTaH
MpakTuK. TeKCT JHEBHUKA M0 MPAKTHKE HAOMpaeTCs Ha KOMIBIOTEPE HAa OHONM CTOPOHE
cTaHaapTHoro jmcra Oymaru (opmata A-4, nubO0 mUIIETCSs OT PYKU (KPacHUBBIM
pa300pUYUBBIM TTOUEPKOM) B YUEHUUIECKOHN TETPaIH.

3. Xapaxkmepucmuka.

DTO OT3bIB PYKOBOJUTENS MO MPAKTUKE MO MECTY €€ MPOXO0XKACHUS, B KOTOPOM
coziep KaTcsi CBeJIEHUsT 00 OTHOIIIEHUH CTY/ICHTa K paboTe, KaueCTBE BHITIOJHEHHBIX UM
3a/1aHUM, OTMEUYAIOTCSl UMEBILIME MECTO HEJOCTATKU. XapaKTEPUCTUKA MOMHUCHIBAETCS
PYKOBOJUTEIEM MPAKTUKU U 3aBEPSAETCS MEYaThIO OPraHU3aINY.

4. Om3wie. (IIpunoowcenue 3 u llpunooscenue 4)

OT3bIB O COJIEPKAHUIO TOTKEH OTPA3UTh CTENEHb MOATOTOBIEHHOCTH CTYJEHTA
K TMPAKTUYECKOW JEATENIbHOCTH, CTENEeHb OCBOCHHUS OOIIMX M MNPO(EeCcCHOHATBHBIX
KOMIIETEHITUH.



IHpunoxenue 2.

IIABJIOH-OBPA3EI] OTUETA IO IPAKTHUKE

MHUHITPOCBEHIEHUA POCCUHAN
DenepanbHOe roCyAapCcTBEHHOE 0I07KeTHOE 00pa3oBaTe/ibHOE YUpe:KIAeHHe
BbICIIET0 00pa30BaHUsA
«DbalIKUPCKUI IocyJapCTBEHHbIN Nearoru4eCKu yHuBepcurer
uM. M. AKMyJLIBD»
(®I'bOY BO «BI'TLY um. M. AKMYJLIIbI»)
Kosnenx

OTYET

10 MIPOU3BOJCTBEHHOMN MIPAKTUKE
crenuanbHocTH 46.02.01 JlokyMeHTaImoHHOE 0OecTiedeHUe yIpaBiIeHUs U
apX1UBOBEJICHUE
I[IM.02.01 «Opranuzaiusi apXuBHON U CIPaBOYHO-UHGOPMAITMOHHON pabOTHI MO
JOKYMEHTaM OpraHu3alnu»

BeinmoaHwi cTyaeHt
I'pymmer 9J10Y-31-22(19)
N.0. damunusg

[IpoBepuii: pyKOBOAUTEIb
MPAKTHKU
N.0. ®amunus

[IpoBepuit pykoBOAUTEND
MPAKTUKHU OT IPENITPUATHUS
N.0. ®amunus

MIT
Vipa 2022
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3AJIAHUE

Ha npousBoacTBennyro npakruky no I1IM.02.01 «Opranuzauusi apxuBHON 1

CIIPABOYHO-UHGOPMALMOHHOI PadOTHI 10 JOKYMEHTAM OPraHU3ALUM »

3ananue 1.
3ananue 2.
3amanue 3.
3ananue 4.

3amanue 5.

CryneHt /

MOIIHCH HN.0. damunus

« » 2022 2.

PykoBoauTenp mpakTUKH /

MOIINCh

« » 2022 2.

N.0. damunus
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JTHEBHUK

Crynentku/cryaenta @amunust Umsa OT4ecTBO

O IMPOXOKACHUHA HpOHBBOI{CTBCHHOfI IMPAaKTHUKH B

JAHEeBHUK NPaKTHKH

3ameuanue u
OlleHKA
. KOBOHUTEJs
Hara KpaTkoe conep:kaHue BbINOJHEHHOH padoThI Py 5
M0 KA4Y€eCTBY
BBITIOJTHEHHOH
padoThI
3anura oT4eTa Mo MpaKkTHKe
Crynent / N.0.Pamunus/
MO MHUCH
« » 2022 T.
PykoBoauTenb NpakTUKU /N.O.Damunus/
IO IITHCH
«  » 2022 r.
M.IL
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OTYET O BBIIIOJJHEHUU 3ATAHUI
31ech 10/2KHA OBITH KPATKAs XapaKTEePUCTHKA OPraHu3alum
3ananmue 1:

OTtuer

3aganue 2:

Otuer

3aganue 3:

Otuer

3ananue 4:

Otuer

3aganue 5:

Oruer.
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XAPAKTEPUCTHUKA

cryaeHTKH Komtemska BI'ITY um. M. AkmyJLibl
cnenuagabHOCcTH 46.02.01 «/lokymMeHTALIMOHHOE O0ecIieYeHre YIIPaBICHUSA U
apXvBOBEACHUE)

damvuauga Uma OTuecTBO

Crynent-npaktukant @amumnusa Wms OtuectBo B mepuon ¢ 22.06.2020 mo
08.07.2020 roaa npoxoAunsia/mpoXouiI MPOU3BOACTBEHHYIO NPakTUKy B M/IAY Ne 332
no aapecy 450105 r. Ya, yi. Peisckoro 4, kopmyc 1, Tenedon 236-90-71.

[IposBuna/mposiBusl  cebs  Kak  JUCUMIUIMHUPOBAHHAs,  MCIOJHUTEIbHAS
cTyaeHTKa. J[o0poCcOBECTHO M OTBETCTBEHHO OTHOCHIIACH K BBIMOJHEHUIO MOPYUYEHUH.

B pabore ee MOXHO OXapaKTepHU30BaTh KakK IIEJEyCTPEMIIEHHOTO YeJIOBEKa,
o0nafaroniero HeoOXOAMMbIMU 3HAHUSMHU. AKTHUBHO CTPEMHTCS K NPUOOPETEHHUIO
HOBBIX 3HAHHMI W HaBBHIKOB. BHMMaTenbHa K KPUTUKE B aJipec CBOEH paboThl, CIOCOOHA
JenaTh HeOOXOAUMbIE BHIBOIBI.

[Ipy BBIMOJHEHUM TNPOU3BOJCTBEHHOW MPOTpaMMbl MPAKTUKU CTYJEHTKA
MHTEpecOoBajacCh MHEHUEM OIBITHBIX paOOTHUKOB. HeoqHOKpaTHO OKa3bIBajia MOMOIIb
COTPYIHUKAM yUPEKICHHUS.

Ilo mnporpamme mNpOU3BOJCTBEHHOM MNPAaKTUKU €10 ObUIM H3Y4YEHbl W
poaHaJIM3UPOBaHbl BCE HEOOXOAUMBIE TOKYMEHTBHI.

B npouiecce npoxoxkieHus MPakTUKU CTYJEHTKA MOJy4Yniia HOBbIE IPAKTUUYECKHE
HaBBIKM U 3aKpeIuja UMEIOIINECs Y Hee TEOPETUYECKNE 3HAHUSI.

PykoBoacTBo yupexneHuss oueHuBaer pabdory @Dammmus Hms  OtuectBo
HOJIOKUTEIIBHO.

3aMedaHui 110 IPOXOKACHUIO TPAKTUKU HET.

PykoBoaurens npakTuku

OT OpTraHU3aINU: N.O.Pamunus
JOJIDKHOCTD IIOAIIUCh

M.IL « » 2022 r.
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OT3bIB
Ha oOyuaromerocs: Komnemxa @I'BOY BO «bI'TIY um. M. Axkmyisi»

((l)aMI/mI/Is{, M, OquCTBo)

PGSYHBTaTBI IMPOXOKACHUA HpOI/IBBOI[CTBeHHOﬁ ITPAKTUKHU B

B [IEPUOJ C no 2.

1o BUY npodeccuoHanbHOM AesTeIbHOCTU: «Opranu3anus apXuBHOM U
CIPaBOYHO-UH(OPMANMOHHOM PA0OTHI MO JOKYMEHTAM OPraHU3alUN»
1. OcBoenHble npodeccuoHATIbLHbIE KOMIIETEHIINH

IIpodeccuonaibHbIe KOMIETEHIIUA OcHoBHBIE YpoBennb
YMEHUA: MnmoxKa3aTejin OICHKU 0CBOCHUA
pe3yJbTaTa
[IK 2.1. OcyiecTBasiTh 3KCNEPTU3Y HEHHOCTH | MoxkeT MPABUIIBHO
JOKYMEHTOB B COOTBETCTBHH C OCYIIIECTBIISATH
JEMCTBYIOUIUMU 3aKOHOIAaTEIbHBIMU aKTaMU U | IKCIIEPTU3Y Ha
HOPMaTUBaMHU OCHOBAaHUU

JEUCTBYIOIIUX HOPM H
paBuUJl.

IIK 2.3. PazpabaTsiBaTh 1 BECTH
KJaccupuKaTopshl, TAOCIH U JIP. CIPABOYHUKH
0 TOKYMEHTaM OpraHU3allHH.

CooTBeTCTBHE,
MIPaBUJIBHOCTH BEICHUS
Tabeei, ClipaBOYHNUKOB

JIOKYMEHTOB
[IK 2.4. ObecrieunBaTh IpUEeM H PanmonanbHOCTE
paloHaIbHOE pa3MENICHUE IOKYMEHTOB B pa3MeICHHS

apxuBe (B T.4. JOKYMEHTOB I10 JINYHOMY
COCTaRy).

JOKYMEHTOB B apXHBCE.

IIK 2.5. O6ecnieunBaTh y4eT M COXPAaHHOCTh
JOKYMEHTOB B apXHBe.

[TpaBHIIBHOCTH yueTa
JOKYMEHTOB B apXHBeE.
OnpeneneHue pexxnuMoB
XpaHEHUs JOKYMEHTOB.
OGecneyeHue
COXPAHHOCTH apXUBHBIX
JTIOKYMEHTOB

2.0cBoeHHBIE 00II{MEe KOMIIeTeHIIUH

O01mme KoMIeTeHuuu

OcHoBHbBIE NTOKA3aTeJIN OLICHKH

YpoBeHb ocBoeHUs

pe3yJbTaTa
OK 1. [loHumaTh CyIIHOCTh M | -AEMOHCTpALMs HHTEpECa K
COLIMAIIBHYIO 3HAYUMOCTb Oynymieit npodeccun

cBoeli Oynyuieit npodeccun,
MIPOSIBJIATH K HEW yCTOWYMBBIN
UHTEpEC.

OK 2. OpranusoBbIBaTh
COOCTBEHHYIO JIESTENILHOCTD,
OTIPEJETISTh METOJTBI U

BBIOOp M MPUMEHEHHE METOIOB U
CHOCO0OB pelIeHus
npo(eCCHOHAIILHBIX 33]1a4 B
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COCOOBI BBITIOJTHEHUS
npodecCHOHABHBIX 3a/1a4,
OILICHUBATh UX FPPEKTUBHOCTH
Y KauecTBO.

obnacTu opraHu3aIuu
AOKYMCHTAIIMOHHOTO 06ecnequI/I51
yIIpaBICHUS

OK 3. Pemath mpoGiemsl,
OIICHUBATh PUCKH U
MPUHUMATh PEIICHHS B
HECTAaHIAPTHBIX CHUTYALUAX.

PCIICHUEC CTAHAAPTHBIX U
HECTAaHAAPTHBIX
npodeccHoHaBbHBIX 33724 B
00J1aCTH TOKYMEHTAIMOHHOTO
o0ecreyeHysl ypaBIeHUs

OK 4. Ocy1iiecTBiATh MOUCK,
aHAJIN3 | OIICHKY
nH(popMauu, He0OX0MMOM
JUTSL TIOCTAHOBKH U PEIICHUS
npo¢ecCHOHANBHBIX 3a/1a4,
po¢heCcCUOHANTBHOTO U
JIUIHOCTHOTO Pa3BHUTHSL.

-3(bpeKTHUBHBIN TOUCK
HE00X0IMMO HH(POPMALINH;
UCTIOJTb30BaHUE PA3IMIHBIX
MCTOYHUKOB, BKITFOUAs
JJIEKTPOHHBIC

OK 5. Mcnonb3oBathb
nH(}OPMAaLMOHHO-
KOMMYHHKAITHOHHBIC
TEXHOJIOTUH JIIS
COBEPIIIEHCTBOBAHUS
npohecCuoOHATBHOU
JeSITEITHbHOCTH.

HCII0JIb30BaHUE B paboTe
pa3IMYHBIX CPEICTB U CUCTEM
TEJIEKOMMYHUKAIIHM,
-HCTIOJTb30BaHNE UH(POPMAITMOHHBIX
CHCTEM, TIAKETOB IpOTpaMM,
NC B npodeccuonanbHOM
JIeSITeITbHOCTH

OK 6. PaboTaTh B KOJUIEKTHBE
M KOMaHJie, 00ecrneynBaTh €€
cruiouenue, 3hHEKTUBHO
00IIaThECA ¢ KOJUIETaMHU,
PYKOBOJICTBOM,
MOTPEOUTEIISIMH.

B3aMMO/ICHCTBUE ¢ 00YUJAIOITUMHUCH,
IperoaBaTeIIMA U MacTepaMu B
X0J1e 00ydeHUs

OK 7. CraButsb 1emnm,
MOTHBUPOBATH JCATEILHOCTD
MO JYMHCHHBIX,
OPraHu30BbIBATh U
KOHTPOJIMPOBATh UX pabOTy C
MIPUHSATHEM Ha ce0st
OTBETCTBEHHOCTH 3a
pe3ynbTaT BBIIOJHEHUS
3aJIaHNH.

-CaMOaHaJIM3 U KOPPEKIIHS
pe3ynbTaTOB COOCTBEHHOM PabOTHI

OK 8. CamocTosTeIIbHO
OTIPENICTIATh 3a/1a4u
poheCCHOHATBHOTO H
JIUYHOCTHOTO Pa3BUTHS,
3aHUMAaThCI
camMo00pazoBaHUEM,
OCO3HAHHO TJIAaHUPOBATH
MOBBIIIIEHUE KBATU(UKAIIUH.

-Oopranusanust CaMOCTOATCIbHBIX
3aHATHH IIpu U3Yy4YCHUU
HpO(I)GCCI/IOHaJ'ILHOFO MOOYJIA

OK 9. BBITE TOTOBBEIM K CMEHE
TEXHOJIOTHH B
npodeccuoHanbHOM
JIESITECILHOCTHU.

aHaJIM3 UHHOBAIMA B 00JI1aCTH
JOKYMEHTAIIMOHHOTO 00eCTeueHNs
yTIpaBJICHUS
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1. B pe3ynbTaTte npoxXoxACHUS NPAKTUKA

(CDaMI/IJ'II/ISI Nmst OtuectBO HpaKTI/IKaHTa)

A. OcBoust nnpodeccOHANIbHBIE KOMIIETEHIINHU Ha OIICHKY

(Tpornucho)
b. OcBoun o0uie KOMIETEeHIIMN Ha OLEHKY

(MpomuUCHIO)
2. B pesynbTaTe 0cBOEHUSA NMPOPECCUOHATBHBIX U OOIIHUX KOMIIETEHIUN

(CDaMI/IJ'II/IH Nwms OtyectBO HpaKTI/IKaHTa)
MOXKET OCYHIECTBJISTH paboThl MO BUAY Npo(ecCHOHaIbHON  JeATeIbHOCTH
«OpraHM3anuss apXMBHOM M CHPAaBOYHO-UH(POPMALMOHHOW PpadoThl MO
AOKYMEHTAM OPraHU3aMHu»
3. 3aMeuaHus U NPEJIOKEHUS PYKOBOJIUTENS TPAKTUKH OT OPraHU3allUN:

PykoBoauTe b NPaKTUKH

OT OpraHU3aINH / /
(TOIKHOCTD) (Tmoamwuch) (pacumdpoBka)

« » 2022 r.
M.IL
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