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BBEJIEHUE

CkBO3Has IporpaMMa MPAaKTUKU JJI1 CTYAECHTOB HallpaBiIeHHUs NOAroTOBKU 46.04.02
JlokyMeHTOBe/IeHHEe M apXHWBOBEJCHHE COCTAaBJICHA HAa OCHOBE Y4YEOHBIX IUIAHOB MOATOTOBKH
MarucTpoB JJAHHOTO HalpaBJIE€HUS OArOTOBKHU U MPEATNOIAraeT MpOX0KICHHUE:

y4eOHOM MpakTUKU (MPAKTUKH 0 MOJIYYSHHUIO MEPBUYHBIX MPOPECCUOHANBHBIX YMEHUM
¥ HaBBIKOB) Ha 1 Kypce O4HOM 1 3204HOM (hopM 00ydeHHs BO 2 CEMECTpe IOCIIe Caun cecch 3a 1
cemecTp —3 3. €.,

MIPOU3BOJICTBEHHOMN MPAKTUKK (MPAKTHKH IO MOJTYUYCHUIO MPO(HECCHOHATBHBIX YMEHUHN U
ombITa MPOGECCHOHANBHON NIeATeTbHOCTH) Ha 1 Kypce o4yHOM u 3a0uHOM popm 0OydeHUs BO 2
CEMECTpE I10CIIE CJIauu CECCUU 3a 2 ceMecTp — 3 3. €.;

MIPOU3BOJICTBEHHON MPAKTUKU (HAyYHO-UCCIIE0BATENILCKON paboThl) HAa 2 Kypce OUYHOU U
3209HOU (hopM 00ydeHus B 4 ceMecTpe Mocie ciauu ceccuu 3a 3 cemectp — 9 3. €.

MPEAAUIUIOMHOM MPAKTUKU Ha 2 Kypce O4HOM (hopMbI B 4 ceMecTpe M Ha 3 Kypce 3a0uHOM
dopm 00ydeHus B 5 ceMecTpe MOocie MPOXOKICHNS HaydYHO-HCCIICIOBATEIIbCKOM TIPAKTHKH — 15 3.
e,

IIPOM3BOJICTBEHHON IMPaKTUKU (Hay4HO-HCCIEN0BATENbCKOM paboThl (paccpeqoTOYEHHOM )
Ha poTshKeHuu 1, 2 1 3 cemecTpoB A1l OUHOU U 3a04HO hopM 0OyueHus — 18 3. e.

CkBO3Has mporpamMma HpPaKTHKU OMNPENENseT 1eb, KOHKPETU3UPYET 33/1a4l U COJEPHKUT
PEKOMEHAIIMU 10 UX BBINIOJIHEHUIO MPU MPOXOXKICHUN Y4eOHOM M MPOU3BOJCTBEHHBIX MPAKTHK
CTYJICHTaMH, KOTOpbIE 00YyJarOTCsl B MAarHCTpaType.

OTBETCTBEHHBIM 33 OPraHU3aIMIO U MPOBEICHHUE MPAKTUKU MO Kadeape nHPOPMAIIOHHBIX
CUCTEM YIIPABIICHUS SBIISETCS KaH. SKOH. HayK, noueHT Mamenko H. E.

PykoBomutensiMu pakTHK SBISIOTCS MperoaBareny kKadeapbl HHOOPMAIIMOHHBIX CUCTEM
YIIpaBJIEHUS], B COOTBETCTBUU C IIPUKA30M, KOTOPBIN U31Aa€TCS MEepe NPAKTUKOM.

Bo Bpemsi mpoxokIeHHs TPAKTUKH CTYASHT OO0s3aH BBIIOJIHUTH CIEIYIOIINE TPYIIIbI
3a/IaHui IPAKTHYECKOM MOJrOTOBKHU:

— co0paTb W TPOAHATU3UPOBATH HH(MOPMALMIO O JEATENFHOCTH 0a3bl MPAKTUKUA B
COOTBETCTBUU C TIPOTPaAMMOM MPAKTHKH;

— HCCTeoBaTh KOMILIEKC BOIMPOCOB MPO(ECCHOHATBHOW MPAKTUYECKOH MOJArOTOBKH,
00yCIIOBIIEHHBIM TpeOoBaHUSAMM 00pa30BaTEIbHOM MpOrpaMMbl MarucTpa | HalpabieHHUs
noaroroBku 46.04.02 JlokyMeHTOBEIeHUE 1 apXUBOBEICHHE;

—  BBINOJIHUTH NPAKTUYECKUE 3aJJaHUs COTIIaCHO MPOrpaMMe MPaKTHUKH.



1. YYUEBHAS ITIPAKTUKA
(npakTHKa M0 MOJYYeHHI0 NEPBUYHBIX PO} ECCHOHATBLHBIX YMEHHIl H HABBIKOB)

1.1. lenu y4eOHON MPpaKTHKHA
Lenpto yueOHOW TPAKTUKU SABISAETCS 3aKPEIVICHHE TEOPETHYECKOro Marepuaia 1o
JUCLMIUIMHAM ~ TNIPOrpaMMbl  MAaruCTEpPCKOM  MOATOTOBKM,  CBSI3aHHBIMM C  IIPEIMETOM
JOKYMEHTOBEJICHUSI U apXWBOBEICHUS, pearn3anus npoecCHOHATIbHBIX 3HAHUN U MpUOOpeTeHne
npo(ecCHOHANBHBIX HABBIKOB JIEJIONPOM3BOACTBEHHON M apXUBHOM pPabOTBI €O CIIyKEOHBIMU
JOKYMEHTaMHU.

1.2. 3anayu y4eOHOIi MPaKTHKHU

3a1aun NpaKTUKU:

— H3yYeHHE COCTaBa BHUAOB  CIY)KEOHBIX JOKYMEHTOB, HCIIOJIB3YEMBIX  IIPH
JIOKYMEHTUPOBAHUU YIIPABICHYECKOH EATEIbHOCTH COBPEMEHHBIX IOCYIAapCTBEHHBIX CTPYKTYP
Y HETOCY/IapCTBEHHBIX OpraHU3alNi;

— H3y4YeHHe NOops/IKa U 0COOEHHOCTEH 0POpMIIEHUS IOKYMEHTOB;

— YCBOEHHE NPO(PECCHOHAITFHO 3HAYUMBIX TPEOOBAHUI K MarucTpy;

— M3y4YeHHME M  AaHaJM3 HOPMATHUBHO-IIPABOBBIX U  HOPMAaTHUBHO-METOJUYECKUX
JOKYMEHTOB,  OINpENCNAIONIMX  OpraHM3alMil0 M TEXHOJOTHI0  JEJIONpPOM3BOJCTBA
(TokyMeHTaIoOHHOTO oOecrieueHus ynpasieHus — JIOY) u apXuBHOTO XpaHEHUs] B OpraHU3aIMN
(ycTaBbl, OJ0KEHUS, IPABUIA, MHCTPYKIMH, PETJIaMEHTHI U T. I1.);

— O3HAKOMJIEHHE C COJIEpP)KaHHMEM KOHKPETHBIX JEJIONPOU3BOJCTBEHHBIX M apXHBHBIX
paboT HEemoCpeICTBEHHO Ha paboueM MecTe;

— TMOJY4YEHHE HaABBIKOB pabOThl € JOKYMEHTAMHM Ha BCEX CTaAMSIX HUX JBUKCHUS
(mepBu4Has 0O6pabOTKa JOKYMEHTOB B JKCHEIUIMH, pabdoTa ¢ JOKyMeHTamu B ciyxoe OV,
perucrpaunus, KOHTPOJb, WCIOJHEHHE JOKYMEHTOB B CTPYKTYpPHBIX IOApA3JCIICHUSX, HX
OTIIPaBKa, OpraHU3aLus XpaHEHUs, IOATOTOBKA JJOKYMEHTOB K C/1adye B apXUB U T. [1.);

— O3HAaKOMJIEHHE C OpraHu3anueil paboTsl B apX1BE OpraHU3aluy;

— yyacTHe MarucTpaHTOB B paboOTe MO CO3JAHUIO U YCOBEPIIEHCTBOBAHMIO APXMBHBIX
CIIPAaBOYHUKOB, OpraHU3aIlK y4eTa, 00eCIIeYeHUI0 COXPaHHOCTH, KOMIUIEKTOBAHUIO, SKCIIEPTU3E
LIEHHOCTH TOKyMEHTOB, OpraHU3alH UCII0JIb30BaHMsI JOKYMEHTOB;

— CaMOCTOsSTENbHAs TpaKTHUUecKasi padoTa Mo BBITOJHEHUIO KOHKPETHBIX 3aJJaHU, B TOM
qucIIe TIAHOBOM Tekymien padoTsl ciyxObl IOY 1 apxuBa opraHu3alui.

1.3. MecTo y4yeOHoii npakTuku B ctpykrype OII BIIO

[IpoxoxneHuto yueOHOM MpakTUKU MPEIIIECTBYIOT U3yYE€HHUE U OCBOEHHUE CTYAECHTaMH
JuciuIuine - «MeTtojonoruss M METOJbl HaydyHBIX HccienoBaHui», «llemaroruka BeIcien
mkoinel», «Mctopus u ¢unocopus Hayku», «Teopus COBpEeMEHHOTO JOKYMEHTOBEAECHUS U
apxuBoBeJIeHUs», «[IpaBoBble OCHOBBI YIpPaBJIECHUS JOKYMEHTAlMEH U apXUBaMHU 3a pyOekom»,
«MHpopMalOHHBIN MeHEPKMEHT», «OCHOBBI IIU(PPOBOI IKOHOMHUKN».

Pe3ynbTathl, MOTy4YeHHBIE B X0/1€ MPOX0XKIECHHS YIeOHOU MPaKTHKH, UCIIOIb3YIOTCS MPH
U3YYEHUU AUCUMILINH «MeToasl peeprupoBaHus W aHHOTUPOBAHUS HAYyYHOM JUTEpaTyphD»,
«MHOrOoypoBHEBbIE ~ MH(POPMALIMOHHbIE CHCTeMb», «CTpaTrerndeckuii MEHEKMEHT B
JIOKYMEHTAIlMOHHOM oOecredyeHur yrpasieHus», «lIpaBoBble OCHOBBI B MPOQeCcCHOHATbHON
JesITenbHOCTH», «OO0paboTKa SKCIEPUMEHTAJIBHBIX JAaHHBIX» W TNPUH  [POXOXKICHUU
MIPOU3BOJICTBEHHON MTPAKTHKHU.

Bo Bpemsi yueOHOI NMpakTHKH CTYAEHTHI 3HAKOMATCS C MaTepualaMH, OTPaXKaroIlUMU
MIpoIeCC TOKYMEHTUPOBAHUS YIIPABICHUECKON JEATEIbHOCTH TOCYIapCTBEHHBIX OPraHU3alni U
HETrOCYJapCTBEHHBIX CTPYKTYp, @ TaKXe IOJydYaroT MPAKTUYECKUE HABBIKM IO COCTABJIECHMIO,
pEerucTpaluy, KOHTPOJIIO MCIIONHEHUS, OpraHU3al[ii TeKYIIero XpaHeHusl TOKyMeHToB. Oomas
TPYZAOEMKOCTb IPAKTUKHU COCTABIISIET 3 3a4E€THBIX eAUHMLBI, 108 qacos.



1.4.  Bwupa, TMI NPaKTHKH, GOPMBI U CIIOCOOBI €€ NPOBeICHUS

Bun npakTiky — yueOHas pakTHKa.

Tun yyeOHOW NPAKTUKU: MPAKTHKA [0 TOJYYCHUIO MEPBUYHBIX MPO(HECCHOHATBHBIX
yYMEHUH 1 HaBBIKOB. CriocoObI MpoBeieHNs yueOHOM MPaKTUKK: CTAllMOHAPHAS; BHIC3AHAS.

JlaHHBIN BUI IPAKTHKH MIPEATIONaraeT padoTy CTYACHTOB B CTPYKTYPHBIX IOIPA3IEICHUAX
OpraHu3aluil U NpeanpusaTuii, OTBETCTBEHHBIX 32 JOKYMEHTAIMOHHOE O0EeCIeYeHUEe YIIPaBICHHUS,
B apxuBax opranuzauuii, B T. 4. B ['OY BIIO «JloHenkuii HalMOHAJIBHBIA YHUBEPCUTET».
[IpakTUKaHTBl MOTYT MOJ PYKOBOACTBOM PYKOBOAMTENS IMPAKTUKA OT OPraHU3alW{ 3aMellaTh
PaOOTHHUKOB CTPYKTYPHBIX IMOJIPa3eNCHNH, BBIMOIHIS UX (YHKIUH, CBI3aHHBIC C COCTABICHUEM
1 0(hopMIIEHUEM TOKYMEHTOB.

CopmepkaHue U BBIIOJIHEHUE 33JaHUN TNPAKTUKUA 3aBUCAT OT 0Oa3bl MPAKTUKU U
OTIPENIENAIOTCA C YYETOM CIIEAYIOUIMX OCHOBHBIX (DaKTOPOB: YCJIOBUH MPOXOXKACHUS Y4eOHOMN
NPaKTHKH, CTaTyca W TUMa 0a3bl MPAKTHKH, COACPXKAHUS €€ AEATeNbHOCTH, aCCOPTUMEHTa U
KAauecTBa MPEIOCTABIIIEMbIX YCIYT, BO3MOXHOCTEH CTYJIEHTa B YCJIOBHSX JAHHOIO YYPEXKICHUS
03HAKOMHUTBCSI C HEOOXOAMMBIM JTOKYMEHTaMH, BBITIOJIHUTD AaHATUTHYECKYIO U ITPOTHOCTHYECKYIO
paboTy; HATM4MS B YUPEKICHUU CUCTEMBI Y4eTa Pa3IMUHbIX MPOIIECCOB OCHOBHOM NI TETHHOCTH,
JOKYMEHTOB U MaTepHajioB, MHPOPMAIIHOHHBIX CUCTEM, HEOOXOAUMBIX ISl U3yUCHUS U aHAIIN3A,
CBOEBPEMEHHOE UX MPEIOCTABICHUE CTyIEHTaM PA0OTHUKAMU YUPEHKICHHUS.

Bo Bpems npoxokIeHHsl NPakTUKUA CTYJIEHT 00si3aH coONI0/aTh IpaBuUjla BHYTPEHHETO
pacropsiika ¥ MHbIE HOPMATHBHbBIC aKThl, OMPEICISIONINE MOPAIOK NESTEIbHOCTH PaOOTHUKOB
COOTBETCTBYIOIIMX JAOJKHOCTEW U Ap.

ATTecTanys o UToramM MpPakTUKU MPOBOJUTCS MPU YCIOBUM BBIIIOJIHEHHUS BCEX Pa3JIEIOB
IIPOIPaMMBbI NPAKTUKU U NPEAOCTABICHHS BCEM OTYETHOM NOKyMEHTALMH. PaznenoM npakTuky
MOJKET SIBJIATHCS HAyYHO-UCCIenoBaTeabckas pabora oOyuatormxcs. CTyJeHThI B X0OJIe MPaKTUKU
MOTYT Y4acTBOBaTb B IIPOBEJCHUU HAYYHBIX MCCIEIOBAHUN WM BBIIOJHEHUU METOAMYECKHX
pa3paboTOK, OCYIIECTBIATH cOOp, 00padOTKY, aHAIM3 U CUCTEMAaTH3aIMI0 HH()OPMAIUHN 110 TeMe
(Mo 3amaHMIO MPENOAABATEN), COCTABISTh OTYETHI (pa3/eNbl OTUETa) MO TEME WU €€ paslely
(aramy, 3a1aHKI0), BBICTYIIATH C JOKJIAJOM Ha KOH()EPEHIMHU, TOTOBUTH K ITyOIHKAIINHU CTATHH.

1.5. Mecrto u BpeMsi npoBeleHHs] y4eOHOH MPAKTUKH

MecTtoM TIpOBEACHUS JTAHHOTO BHUJAA TPAKTHKA MOTYT OBITh TOCYIapCTBEHHBIE,
MYHHUIUTNIATBHBIE U HErOCYIapCTBEHHBIE YUPEXIEHHs], OpraHU3alMi U TpeIIpUusTHs, UMEIOIe
cyx0y JIOY, kaHIensputo, OTAeT KaIpoB, apXuB. [Ipo10IKUTEIFHOCTD TPAKTUKH — 2 HEJICITH.

ba3pl npakTHK JOKHBI OTBEYATh CIEIYIOLUIMM TPEOOBAHUSM:

- COOTBETCTBOBATH MPOQIITIO IIOATOTOBKH MarucTpa,

— pacrnionarath KBaTU(pHUIUPOBAHHBIMHU KaJIpaMH U1l pyKOBOJCTBA MPAKTHUKOM.

Omnpenenenrie 60a3 MPaKTHUKH BO3JIAracTcsl Ha BBITYCKAIOIIYIO Kadeapy, KOTopas TOTOBUT
JIOTOBOPBI O COTPYIHUYECTBE C OPraHU3ALUAMHU (YUPEXKICHUAMH, IPEIIPUATUIMHI) U IPOrPaMMy
MPAKTHKH [0 COOTBETCTBYIONIEMY HAIPaBICHHIO.

C oObeKkTaMy MPAKTHKH 3aKII0YAIOTCS IOTOBOPHI, B COOTBETCTBUU C KOTOPHIMHU CTYAEHTHI
HAINpPaBJSIFOTCS HA MPAKTUKY. MOTYT 3aKIIF0YaThCsl MHAMBUIYaTbHBIe ToroBOophl. Kadenpa moxer
HAMpaBJsITh CTYIEHTOB Ha 0a3bl MPAKTUKU MO MUChbMaM MPEANpHUSATHN WM OpraHu3aldi, Ha
KOTOPBIX Pa0OTAIOT CTYIEHTHI 320YHOM (POPMBI O0yUEHHUS.

[IpakTHka MPOBOAUTCS BO BTOPOM CEMECTpE IOCiIe C/laud ceccud 3a 1 cemecTp B
COOTBETCTBHUU C TpauKoM y4eOHOTO mporiecca.

1.6. Komnerenuuu ody4yaomuxcsi, popMupyemMbie B pe3yjabTaTe NPOX0KIeHUs YUeOHOT
NPAKTHKH
[Iponiecc mpoxoxaeHus: y4eOHOW MpPaKTUKH (IIPAKTUKA [0 TMOJXYYEHHUIO MEPBUYHBIX
npodeccHOHaIbHBIX YMEHUI U HABBIKOB) HAIpaBjeH Ha (JOPMHUPOBAHHE JIEMEHTOB CIIEAYIOIINX
komrnereHIMi ¢ yuetoM TpeboBanuii ®I'OC BO P® no nampasienuto noAarotoBku 46.04.02
JlokyMeHTOBe/leHue U apXUBOBEIEHHE, B COOTBETCTBUM C OCHOBHOW 00pa3oBaTeibHOM
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porpamMMoil BhICIIEro 00pa3oBaHMsl HampaBiieHHs MOAroTOBKU 46.04.02 JlokymeHTOBeneHHE
U apXUBOBE/ICHUE:

a) oowexynomypuuix (OK):

— CIOCOOHOCTBIO K a0CTPaKTHOMY MBIIIIJICHHIO, aHaau3y, cuaTe3y (OK-1);

— TOTOBHOCTHIO JICHCTBOBAaTh B HECTAHJAPTHBIX CUTYallUsX, HECTH COIMAIBHYIO WU
STHYECKYIO OTBETCTBEHHOCTD 3a npuHsAThie pemenus (OK-2);

— TOTOBHOCTBIO K CaMOpPa3BHTHIO, CaMOpPEaIM3allM{, HCIIOJIB30BAaHUIO TBOPYECKOTO
noreniuana (OK-3);

0) oowenpogpeccuonanvhnuix (OIIK):

— TOTOBHOCTBHIO K KOMMYHMKAIIMM B YCTHOM M NHCBMEHHOH (opmMax Ha PYyCCKOM H
MHOCTPAHHOM SI3bIKaX JJIsl pelieHus 3a1a4 npodeccuonanbHou aestenpuoct (OI1K-1);

— TOTOBHOCTBIO PYKOBOJUTH KOJUIGKTUBOM B cdepe cBoeil mnpodeccuoHambHOM
NeSITeIbHOCTH, TOJIEPAHTHO BOCIPHHHMAS COIMATbHbBIC, 3THUYECKHUE, KOH(PECCHOHAIbHBIE H
KynsTypHbIe pasiuuus (OITK-2);

— CIHOCOOHOCTh K CaMOCTOSITEJIbHOMY OOYUYEHHIO HOBBIM METOJaM HCCIEIOBaHUA, K
U3MCHEHHIO Hay4YHOTrO Tpoduitst cBoeit mpodeccuonanbHoit nesrensaoctr (OITK-3);

— CIOCOOHOCTBIO CBOOOIHO TMOJB30BAThCA PYCCKUM M HHOCTPAHHBIM SI3BIKAMH, Kak
cpeactBoMm aenoBoro obrenus (OITK-4);

— CIOCOOHOCTBIO K TPO(ECCHOHATBHOMN IKCIUTyaTallid COBPEMEHHOTO 000PYIOBaHUS U
pruOOPOB (B COOTBETCTBUH C IEISIMH Maructepckoit mporpammai) (OITK-6);

— TOTOBHOCTBIO CAMOCTOSITEIIBHO pabOTaTh ¢ MCTOYHUKAMHU MH(OPMAIIUH, HENPEPHIBHO
COBEPIIIEHCTBOBATh YPOBEHb Npodeccronatproit moaroroku (OITK-8);

¢) npogeccuonanbHbIxX (I1K):

HAYYHO-UCCIe008aMENbCKAA 0EAMENbHOCHD:

— BIIaJICHUEM MPO(PECCHOHATFHBIMU 3HAHUSMHU OCHOBHBIX MPOOJIEM JIOKYMEHTOBEICHHS
u apxuBoBeaenus (ITK-1);

— TOHMMaHHUEM CYIIHOCTHU MPOIECCOB, MPOUCXOIAIINX B 00JIACTH TOKYMEHTOBECHUS H
apxuBoBenenus (ITK-2);

— 3HAaHWEM HUCTOPHUH M COBPEMEHHOTO COCTOSHHS 3apyOeKHOTO OIbITa YIPaBICHHS
nokymentamu u apxuBam (ITK-3);

— BIQJICHUS] TPUHIUIIAMA W METOJAaMH CO3J[aHHS CIIPABOYHO-TIOMCKOBBIX CPENCTB K
apxuBHbIM okyMeHTaM (TTK-4);

— BBISIBIICHUEM TEH/ICHIUH pa3BUTHA WH(POPMAIMOHHO-T0KyMEHTAIITHOHHOTO
obecrieyenus ynpasnenus u apxusnoro jnena (ITK-5);

— CIOCOOHOCTBIO aHAIM3UPOBATH IIEHHOCTh JOKYMEHTOB ¢ 1ieibi0 uX XpaneHus (I1K-8);

— CHOCOOHOCTBIO W TOTOBHOCTBIO BECTH  HAYYHO-METOJIMYECKYI0  paboTy B
rOCY/IapCTBEHHBIX, MyHUIIMITAILHBIX apXUBaxX U apxuBax opranusanuii (ITK-9);

0P2anU3AUUOHHO-YNPAGTIEHYUECKAA 0eAMETbHOCHb:

— CIOCOOHOCTHIO nu TOTOBHOCTBIO OpraHU30BbIBATH paboty CITYXKOBbI
JOKYMEHTAIMOHHOTO 00eCIIeYeH s yIpaBieHus 1 apxuBHOM ciryxObl (ITK-14);

— CIMOCOOHOCTBIO M TOTOBHOCTBIO pa3padaThiBaTh HOPMATHUBHBIC aKThl U HOPMATHBHO-
METOAMYECKHE JIOKYMEHTHl (TOJ0KEHUs, HHCTPYKIUH) [0 BEAECHUIO JIOKYMEHTALMOHHOTO
obecrieueHus ynpasieHus u apxusHoro nena (ITK-15);

— BIIAJICHUEM 3aKOHOJATEIbHON u HOPMAaTUBHO-METOMUECKON 0azoit
JNOKYMEHTAITMOHHOTO ~ O0OECTICYeHHs  YNpaBJICHUS W  apXWUBHOTO Jela, CIHOCOOHOCTBIO
OpPUEHTUPOBaThCS B IpaBoBoii 6aze (ITK-16);

— BIJIAJICHUEM JIOTHCTUYECKMMH OCHOBaMHU OpraHHu3aliy XxpaHeHus 1okymenToB (I1K-19);

— BIIQJICHUEM MPHUHIMIIAMH OPTaHU3aIUH Pa3InYHBIX THIIOB 1 BUI0B apxuBoB ([TK-20);

— TOTOBHOCTBIO OOECTIEYHTHh COXPAaHHOCTh JOKYMEHTOB B apXHWBaxX, B TOM 4HCIE, Ha
OocHOBe coBpeMeHHbIX MeTo10B ([TK-21);

NPOEKMHAA 0eAMENbHOCHb:

— BIQJIGHUEM MpPUHLUMOAMH W METOJaMH YIOPSJI0YEHHUS COCTaBa JOKYMEHTOB U



uHpopMannoHHbIX nokaszarenei ([TK-22);

— BJIAJICHUEM NPUHIWIAMU OPTaHU3allMH CIYXO0 JTOKYMEHTAaIlMOHHOTO O0eCHedeHHs
yIpaBJeHus u apxuBHOU ciyx0bl (ITK-23);

— BJIQJICHUEM IPHHIUIIAMA M METOJaMH OpraHu3anuu xpanenus qokymenTon (I[1K-25);

— BJIaJICHUEM OCHOBaMH olecriedeHus coxpaHHocTH TokyMeHToB (I1K-26).

B pesymprare npoxoxkIeHHs Y4YEOHOH MPAKTHKH 10 MOJYYCHHIO MEPBUYHBIX
npodecCuoHaIbHBIX YMEHHI 1 HaBBIKOB 00yYaromIUecs TOJIKHBI:

— 3Hamb: CUCTEMbI JOKYMEHTALUH, KIaCCU()UKAIMIO JOKYMEHTOB OpraHU3alluH, BUJBI,
Ha3HAuYeHHE W COCTAaB JOKYMEHTAI[MH, OCHOBBI J€JI0BOro obmienus B ciyxoe JJOY u apxuse
OpraHM3aliH; OCHOBHBIC TNPUHLUIBI  OpPTaHU3AaLUHM  JAEATEIBHOCTH  T'OCYAAapPCTBCHHBIX,
MYHHIIMTIAIBHBIX apXWBOB W apXWBOB OpraHU3allMii; OPraHU3allMOHHYIO CTPYKTYPY CIIYXKOBI
JOY wu apxuBa OpraHM3aliM; OCOOCHHOCTH KOMIUJIGKTOBAHUS M XPAaHCHHS aPXHUBHBIX
JIOKYMEHTOB;

— ymemp: pa3pabaTeiBaTh W OGOPMIIATH HOPMATHBHBIE JOKYMEHTHI OpraHH3alluy,
COCTaBIIATh U OQOPMIISITH OPTaHU3AIMOHHO-PACHOPSAUTENBHBIE TOKYMEHTBI; BECTH JIEIIOBOE
o0IIeHHne B Ipolecce petieHus MpoeCCHOHANBHBIX 3a7ad Y4eOHOH MPAaKTUKU; BECTH HAYYHO-
METOJIMYECKYI0 paboTy B TOCYAapCTBEHHBIX, MYHHUIMIAIBHBIX apXWBaX M apXHBax
OpraHM3alii, pealn30BbIBATh 3HAHHWS W HABBIKM MPAKTHYECKOTO HCIOJIBb30BAaHHS APXUBHBIX
MaTepHajoB B IMPOIECCE JTOKYMEHTHPOBAHUS; BBIBISATH, 00pabaThIBaTh U CHCTEMATU3UPOBATH
apXMBHBIE IOKYMEHTHI;

— 61ademp: HABBHIKAMH aHAJIN3a M UCIIOJIB30BaHUS HOPMATHBHBIX M OpPraHU3alMOHHO-
pPacHOPSIUTENBHBIX JIOKYMEHTOB OpraHM3allii B IPOIEcCe Hay4YHO-HCCIIEeNOBATEIBCKON
JEeSITeTbHOCTH; KOMMYHUKAIIMH HA PYCCKOM SI3BIKE B IMPOIECCE PEHICHUs MPOQecCHOHATBHBIX
3a7a4 y4eOHOH NpaKTHKW; OpraHU3allMd W BEICHHUS HAay4YHO-HCCIIEA0BATENbCKOW paboTHl B
npoiiecce paboThl C JOKYMEHTAMH B TOCYAapCTBEHHBIX, MYHHIIMIIAIBHBIX apXUBaX U apXHBax
OpraHM3aluii;  NPAaKTUYECKUMHM  HAaBBIKAMHM,  HEOOXOAMMBIMH  JUIS  OCYIIECTBIICHHS
npodeCCHOHATBHOMN AEATEIBHOCTH B 00JIACTH TOKYMEHTOBEICHUS U apXUBOBEICHHS; HABBIKAMHU
BJIAZICHUS] METOAMKOM CO3/IaHMs CIIPABOYHO-TIOMCKOBBIX CPEJCTB K apXUBHBIM JJOKYMEHTAM.

1.7. CTpykTypa M coep:kaHue y4eOHOIl MPAKTUKHU
CrpykTypa y4eOHOIl NPAKTHKH

OO61mmas Tpy0eMKOCTh y4eOHOM IPAKTUKU COCTABISET 3 3aueTHhIX eauHull, 108 gacos
(Tabm. 1.1).

Tabnuya 1.1.
JTanbl NPAKTHKHA U BUbI Y4e0HOH pa0d0Thl HA IPAKTHKE
Buabl yue6Hoii padoThl Ha
NPaKTHKe, BKJIKOYast
CaMOCTOAITEIbHYIO PaGoTy ®opmbi
CTYIEHTOB U TPYA0eMKOCTh TeKyIero
(B yacax)
Ne "
o /;1 Pa3gennl (3Tanbl) NPaKTHKA E E g E - £ | mpomexyTou-
E | ¢E| Ed| 58| | jmer
E | 28| &2 &= = KOHTPOJIsA
> [ e = = 5 = =
= £ 2| “2s S & =
8 o = == =
=¥
= S=| § 3
1 2 3 4 5 6 7 8
1 NHCTpyKTUBHOE COBELIAHUE W 2 CobecenoBa-
MOJTydeHHE JOKYMEHTAIMH IS HUE
POXOXKJICHHUS yueOHOi
PAKTUKH
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1 2 3 4 5 6 7 8

2 Odopmnenue HEOOXOTUMBIX | 2 4 Cobecenona-
JOKYMEHTOB Ha 0a3e MPaKTHKH. HUE
[IpoxoxeHne MHCTPYKTaxa Io
TEXHUKEe  0C30MacHOCTH  H
OXpaHe Tpy/Aa Ha MPEINPHITHU.

O3HakoMIleHHE C TpaBUJIAMHU
BHYTPEHHETO TPYAOBOTO
pacriopsiika

3 3HAaKOMCTBO C OpraHu3anuedl u 6 6 CooTBeTcTBY-
U3y4eHHEe  OpraHU3allMOHHBIX IO pa3aen
JIOKYMEHTOB OpraHH3aIuu JHEBHUKA

MPAKTHKH

4 AHanu3 HOpPMaTUBHO- 6 6 CootBeTrcTBY-
METOMYECKIX JIOKYMEHTOB, IO pa3aen
pErJIaMEHTHPYIONIMX — [paBUiia JTHEBHUKA
CO3IaHusl | oopmiieHus MPAKTUKH
JIOKYMEHTOB, CHCTEMBI
JIOKYMCHTAIIUU OpTraHH3aIlHu.

5 N3zyuenue ocoOeHHOCTeH 6 6 6 CooTBeTcTBY-
oopMmIIeHHS — YIPaBICHUECKUX IONIHI pa3aen
JIOKYMEHTOB JTHEBHUKA

MPAKTUKH

6 Ananu3 OJIaHKOB TOKYMEHTOB 6 6 8 CooTBeTcTBY-
FOIIUN pa3ien
JTHEBHUKA
MPAKTUKH

7 | Anamms ApPXHBHOTO 6 8 CooTBeTcTBY-
o0ecrieueHus JeSITeIbHOCTH IOMINH pa3zen
OpraHu3aIH JTHEBHUKA

MPAKTHKH

8 IToaroroska oOIIErO OTYETA IO 12 Texkct
NPAKTHKE

9 Odopmienune 10KyMEHTOB T10 6 JIOKyMEHTBI
NPaKTHUKE 10 TIPAKTHKE

10 | 3ammra oTUYETA IO MPAKTHKE 6 3auér

nuddepeHim-
POBAHHBII
Nroro 108

CoaepixkaHue IPaKTHKH

VYyeOHasi MpakTUKa MOXET BKIIOYATh BBINOJHEHHE CIEAYIOUIUX paboT: 3HAKOMCTBO C
OpraHu3aliiel M ee CTPYKTYpOH; BBIACHEHHE OCHOBHBIX (DYHKIMI OpraHu3zanyu; H3yueHHe
OpPraHU3aI[MOHHBIX M HOPMATHBHO-METOAMYECKHX JOKYMEHTOB, YCTAaHABJIMBAIOIIMX IpaBHUiIa
co3laHusl M OQOPMIICHHMS JOKYMEHTOB B YUPSKICHHUH; HW3YUYCHHE OpIraHU3allMOHHBIX
HOPMAaTHUBHO-METO/IMYECKUX JOKYMEHTOB, YCTaHABJIMBAIOIIMX TMpaBuWia pabOThl apXUBOB;
BBISBJICHHE CHCTEM JIOKYMEHTaluH, (QYHKIMOHUPYIOUIMX B OpraHU3alUM; H3ydeHHe
ocobeHHOCTeN 0(OpMIIEHHS OT/IEIbHBIX BHUJIOB YIPAaBIEHUYECKUX JOKYMEHTOB, MCIOJIb30BaHUS
yHU(DUIIIPOBAHHBIX (OpPM, TpaapeTHBIX TEKCTOB U T.JI.; aHAIHU3 OJIaHKOB.

OCHOBHBIMU 3TaraMu y4eOHON MPAKTUKY SIBISIFOTCS:

1. 3nakomcmeo c opeanusauueil — mMecmom NPOXOMHCOCHUA NPAKMUKU U U3YUYeHUe
OP2AHU3AUUOHHBIX OOKYMEHN 06 OPZAHUZAUUU.
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B nmnepBble 1HM TNPaKTUKM MAaruCTPaHThl 3HAKOMSTCS C IEPCOHAIOM M MECTOM
IPOBEIECHUSI MPAKTUKH, MPOXOAAT Oeceqy C PYKOBOASIIUMHM PpPaOOTHUKAMM YUPEKICHHMS,
M3Y4al0T OPraHU3allMOHHO-IIPaBOBbIE JOKYMEHThI, PErJIaMEHTHPYIOIINE FOPUINYECKUI CTaTyc
OpraHu3aliM, €ro OpPraHU3alMOHHO-IIPABOBYIO (HOpMY, OPraHM3allMOHHYIO CTPYKTYpy: YCTaB
(monoxeHue) OpraHu3aluy; IOJIOKEHHUST O CTPYKTYPHBIX IMOJPA3ACICHUSIX (M3Yy4aroT
[Tonoxenue o TOM IOJAPA3AEICHUU OpPraHMU3ALMU, B KOTOPOM OHM IPOXOIAT MPAKTUKY);
JOJKHOCTHBIE MHCTPYKLIUU COTPYIHUKOB (M3y4darOT JOJKHOCTHBIE MHCTPYKLHU COTPYIHUKOB
TOTO MOAPa3ACICHUN OpraHU3alli, B KOTOPOM OHU MPOXOSAT MPAKTHKY); IITaTHOE paclucaHue
(110 BO3MO>KHOCTH).

B mponecce m3yueHus IOKYMEHTOB MaruCTPaHThl JOJDKHBI YSICHUTB: JATy CO3JaHUA
opranu3aiyy; oQpuIratbHOe Ha3BaHHE OPTaHU3AIMK; 1IeNb CO3aHus U (YHKIUN OpraHU3alluy;
OpraHU3alMOHHO-IIPaBOBYIO ()OPMY OpraHU3aALUHU; OPraHU3aLMOHHYIO CTPYKTYpy U IOPSIOK
yIpaBJICHUS OpPraHU3alMel; COCTaB OPraHM3alMOHHBIX JIOKYMEHTOB OpraHM3aliH; CTEIEHb
OTpaKEHHsI B  OPraHU3allMOHHBIX JOKYMEHTax TpeOOBaHMH K  JOKYMEHTHPOBAaHUIO
YIPaBICHUYECKON AEATEIbHOCTU (TOPSIIOK M3JaHMsl, MOANUCAHUS, XPAHEHUsI OPraHU3allMOHHO-
pacropsaUTeIbHON TOKyMEHTALUN ).

Maructpantsl rpadu4eckd BBIYEPUMBAIOT CTPYKTYpY OpraHuzanuu. Bce coOpanHbIe
JaHHble O(OPMIIAIOT B BUJAE JHEBHUKOBBIX 3alMCed, i€ OTMEYAlOT JaTy 3alUCH, UCTOYHUK,
KOTOPBIM OHH TMOJIb30BAJIMCh. OTH BBIIUCKM U3 OPraHU3allMOHHBIX JOKYMEHTOB CTYACHTBI
IPEICTABISIOT PYKOBOAMUTENIO MPAKTUKU OT OpraHM3aluu, B Oecele ¢ KOTOPBIM OOCYKIAaroT
cnenuduyeckre 0COOEHHOCTH CTPYKTYPHI M PYKOBOJICTBA OpraHU3alneH.

2.  Hopmamueno-memoouueckue OOKyMeHmbul, pelamMeHmMupyloujue npasuia
CO30aHUA U O OpMIIEeHUA OOKYMEHM OB, CLUCIEMbL OOKYMEHMAUUU OP2AHU3AUUU.

Ha nanHOM »3Tame MarucTpaHThl M3y4alOT HOPMAaTMBHO-METOJMYECKHE IOKYMEHTHI U
yCTaHaBIMBAalOT  TpeOOBaHUS K  JOKYMEHTUPOBAHWUIO  JIEATEIbHOCTH  OpraHU3allUH,
3a)UKCHpPOBaHHbIE B HHUX. B uuncie TakMX [OKYMEHTOB MOTYT OBbITb HHCTPYKLHUHU I10
JIeNTOTIPOU3BOACTBY (WM 1O paboTe C JOKYMEHTaMH), TpaBwia O(QOpMIICHHS JIOKYMEHTOB,
perJiaMeHThl, IPUKa3bl (PACHOPSHKEHUS) O TIOPSIIKE CO3/1aHuUs M COTTIaCOBAHMS OT/IEIbHBIX BUJIOB
JIOKYMEHTOB.

VYuuTeiBasg 3a1a4uM, (pYHKIMM OpPraHU3aLMH U €€ CTPYKTYpPY, MarucCTpaHThl BBISBIISIOT
CUCTEMBI JOKYMEHTAIIH, KOTOpble (PUKCUPYIOT 1€ATEIbHOCTh OpraHU3aliH.

CocTaB JOKYMEHTOB CHCTEM JOKYMEHTAllUW, MCIOJIb3YEMBIX B JAEATEIbHOCTU
opraHu3anuu (IOMHUMO CHUCTEMbI OpraHU3allMOHHO-PACIIOPSIUTENbHBIX JOKYMEHTOB), BKIIIOUYas
yHu(unupoBaHHble  (opMbl H  (OpMBI, pa3zpaOoTaHHBIE COTPYJHMKAMHM OpraHU3alHH,
onpezensercss CTyJIeHTaMH B XOJleé Ompoca COTPYAHHKOB CIIYXKObl JOKYMEHTAI[MOHHOIO
o0ecrieyeHns, CIEHUATUCTOB CTPYKTYpPHBIX THOJpa3fesneHuil opranusamuu. Ilpm sTOoM
oOpailaeTcsi BHMUMaHHE Ha COCTaB JOKYMEHTOB IO WX BHJaM, Ha3Hau€HUIO (s Kakux
YIpaBJIEHYECKUX 3aJlad HUCMOJNb3YIOTCSI (OpMBI JTOKYMEHTOB). B 1gHeBHMKEe NpakTUKU
MarucTpaHThl ONMUCHIBAIOT CUCTEMBI JOKYMEHTAIMHU U (PUKCUPYIOT HanboJiee pacipocTpaHEeHHbIE
BUJIbI IOKyMEHTOB, IPUMEHSIEMbIE B IPAKTUKE PAOOTHI OpraHU3aIUH.

[IpoBomnTCS NETANBHBIN aHAIU3 OPTAHU3ALMOHHO-PACIIOPSANTEIBHON TOKYMEHTAUH 10
CIIEIYIOIIMM TpYIIaM: OPraHU3allMOHHBIE JOKYMEHTBI, INPUMEHSEMBIE B YIPaBIECHYECKOU
JESITEIbHOCTH; PacHoOpsSIUTENIbHbIE JTOKYMEHTHI, COCTaB JOKHOCTHBIX JIML, UMEIOIIMX MpPaBO
U3JJaHUS PACTIOPSAUTENBHBIX JTOKYMEHTOB; BUAbI HH(POPMAITMOHHO-CIIPABOYHBIX JIOKYMEHTOB.

B nHeBHUKe MpPaKTUKU MarucTpaHTbl (UKCHPYIOT COCTaB MPUMEHSIEMbIX JOKYMEHTOB,
OTMEYaloT Hauboyiee pacHpoCTpaHEHHbIE B  MPAKTUKE pabOThl  YUPEKIACHHUS  BHUJBI
OpraHU3aIMOHHO-PACTIOPAIUTENbHBIX JOKYMEHTOB.

3. H3yuenue ocobennocmeit oghopmaenus ynpasieHueckux 00OKyMeHmaos.

IIpu paccMoTpeHMH 3TOro BOMpoOca HEOOXOJUMO MPOAHAIM3UPOBATH MOPSI0K
coCTaBJIeHUS! U O(OPMIICHHUS YIPABICHUYECKHX JIOKYMEHTOB B OpraHHM3alll{, COMOCTaBHUTh
CJIOKUBIIYIOCS IPAKTHKY ¢ TPEOOBAaHUSIMU HOPMATUBHO-METOIUYECKUX JIOKYMEHTOB.

Craenyer oOpaTuTh BHUMaHUE Ha CIENyIOIIHME OOCTOSATENLCTBA: HAJMUUE HEOOXOIUMBIX
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PEKBU3UTOB (3arojOBKa, HAUMEHOBAHMS BHJIA, JAThl, PETUCTPAI[MIOHHOIO WHAEKCA, OTMETOK Ha
JOKYMEHTax M T. J.); NPaBWIBHOCTb aJpPECOBAHUS; TMOPSIOK BHYTPEHHET0O M BHELIHETO
COIJIACOBAHMUS JIOKYMEHTOB; ATaIlbl YAOCTOBEPEHHUS JOKYMEHTOB (TIOAINMCAHME, YTBEP)KICHHUE,
IIOCTaHOBKA OTTUCKA II€YaTH).

MarucTtpanTsl aHATU3UPYIOT CHOCOOBI  CO3JaHHS JIOKYMEHTOB, OTMEYAlOT, KTO
U3rOTaBJIMBAET JIOKYMEHTBI: CIELUAINCTBl, TEXHUYECKHE WCIOJIHMUTENH, cekpeTapu. OHu
OTIPENeNIAIOT CIOCO0 CO3MaHMs JOKYMEHTOB, KOTOPBIH HanOojiee pacnpoCTpaHeH B JIaHHOMN
OpraHu3aluu. BeIBIAIOTCS TOKyMEHTBI, Ha KOTOPbIE B OPraHU3allUU CTaBUTCS OTTUCK IIEYaTH.

[Ipu ucmonb30BaHUM B JEIONPOU3BOACTBE OPTraHU3AIMKU KOMIIBIOTEPOB MAaruCTpPaHThI
OIKCBIBAIOT NIPUMEHSEMbIE IPOrPAMMHBIE CPEJICTBA M X (DYHKIIMOHAIbHBIE BO3MOXHOCTH. OHU
OTMEYaIOT, UCIIONB3YIOTCS JIM 0a3bl NaHHBIX NPU COCTABICHUU JOKYMEHTOB (3aKOHOAATENbHBIE,
[0 JIOKyMEHTaM OpraHM3alliu, ajJpecHble W apyrue). Ecam 6a3bl JaHHBIX HCHONB3YIOTCS, TO
NPAaKTUKAHTHI JAI0T UX KPATKHE XapaKTEPUCTUKH.

MaructpaHTbl 00pallaloT BHUMaHHE Ha MpPUMEHEHue TpadapeTHbIX TEKCTOB, HAOOPOB
CTaHIapTHBHIX (pa3 u BeIpakeHwid. Ocoboe BHMMaHHME OOpamiaeTcsi Ha COOJIIOJICHHE MpPaBUII
3allOJTHEHUS YHUQUIMPOBAHHBIX (OPM, YTBEP)KACHHBIX COOTBETCTBYIOIIMMHU BEIOMCTBAMHU
(Oyxranrepckue, KaipoBbl€, IEPBUYHBIE CTATUCTUYECKUE IOKYMEHTHI U T. I1.).

CoOpaHHble JaHHBIE MAarucTpaHThl (PUKCUPYIOT B JHEBHUKE IPAKTHKH, 3alMChIBas
BBISIBIICHHBIE OCOOEHHOCTH OTAENBHO MO KaXXIOMYy BUAY JOKYMEHTOB. JlaHHBIE 000O0IIatoTCs
nocie 6ecesibl C pyKOBOJIUTENEM MIPAKTUKH OT OpraHU3aluy.

4. Ananu3z 61aHK06 0OKYMEHN08.

Craenyromum 3TarnoM MPakTHKH sBIsSeTCs cOOp W aHaiau3 OJAaHKOB, NMPUMEHSEMBIX B
opranu3ani. MarucTpaHThl BBISABISIOT BUABI OJIAHKOB, WX Ha3HAuYCHHE, W3y4alOT IMpaBUIIA
UCIOJIb30BAaHUS U XpaHEHUs OJIAHKOB.

Ananmu3 OJaHKOB OpraHU3allMM MAaruCTPAHTHI MPOBOJAAT C TOYKU 3PEHUS] COOTBETCTBUS
COCTaBa U PACHOJIOKEHUS PEKBU3UTOB OJIaHKA YCTaHOBJIEHHBIM TPEOOBaAHUSM.

Ocob6oe BHIMaHUE 00paIaeTcs Ha JOJDKHOCTHBIE OJTaHKH, OJIAaHKH IMHUCEM JUTSI TEPETTUCKU
¢ 3apyOeXHbIMM MapTHEpaMH (ec/Id Takue OJaHKHW UMEIOTCS U MCIOJB3YIOTCS B OpraHU3alug).
BrlsiBIIeHHBIE OTKIIOHEHHSI OT CYIIECTBYIOMIMX TPEOOBAHUN OTMEYAIOTCS B THEBHUKE MPAKTHKH.

5 Apxuenoe obecneuenue deamenbHOCMU OP2AHUZAUUN

5.1. O3HakomiIeHUE C TIOJIOKEHUEM 00 apXMBHOM CIIy:KO€ YUpexaeHUs, JOTKHOCTHBIMU
UHCTPYKLHUSAMH €€ PaOOTHUKOB, HHCTPYKLIMEH 110 JIeIONPOU3BOCTBY, HOMEHKIIATYPOH Jel.

OmnpeneneHnne Mecrta apxXWBa B CTPYKTYpE VYUPESKICHHS, €ro JOJDKHOCTHOTO W
YHUCJIEHHOTO0 COCTaBa, (QYHKUMH M JODKHOCTHBIX OOS3aHHOCTEH COTpyAHMKOB. H3ydyenue
CTETIEHW aBTOMATH3allMMd apXWBa: HAIWYMS BBIYHACIUTEIBHON TEXHHWKH, JIOKAJbHOW CETH,
CHeHaTU3UPOBAHHOTO IPOrpaMMHOTO obecrieyeHus JUIs aBTOMaTH3alUuu
JIeNTOTIPOU3BOJICTBEHHBIX ~ OTIEpAIMid, BBISIBICHHWE CTENCHW OCHAIIEHHOCTH paboumx MecT
BBIYUCIUTENILHOW W OpPraHM3alMOHHOM TexHUKoH. CocraBieHue rpa@UuecKodl CXeMbl
CTPYKTYPBI apXUBHOM CITy:KOBI. DUKCAIUS TOYIEHHBIX TAHHBIX B JTHEBHUKE IPAKTHKH.

5.2. VI3y4yeHue apXuUBHBIX TEXHOJOTHH, UCIIOIB3YEMbIX B YUPEXKIEHUH, OCHOBHBIX BHJIOB
JOKYMEHTOB, KOTOPBIMH OQOPMIISIOTCS pa3inyHble (QYHKIMH YYPEXKICHUS; YCTaHOBIICHHE
NPaBUIBHOCTH O(OPMIICHUSI TOKyMEHTOB. DuKcalus pe3ynbTaToB HAaOMIONEHUI B JIHEBHUKE
NPaKTUKH.

5.3. M3ydeHue mnopsaka oOpaOOTKM IMOCTYNMBIIEH B apXWB JOKYMEHTAllUW, MPaBUI
npremMa, COPTHPOBKH. BbIsicHeHWe mopsaka ydera mgokyMeHTOB. Ormpenenenue o0bema
aApXMBHOTO XpaHEHUs JOKYMEHTOO00pOTa 3a MpeecTBYOMMNA Mecsl. dukcaus NoaydeHHbIX
JTAHHBIX B JIHEBHUKE MPAKTUKHU. BeIToTHEHNE paboThI 10 00pabOoTKe apXUBHBIX JTOKYMEHTOB.

5.4. V3ydeHue cHUCTEMBl PErMCTpallMU JIOKyMEHTOB B apxuBe. HM3ydenue ¢dopm
perucTpani W TOpsAKa WX 3amoiHeHus. OmnpeneneHue COCTaBa PEKBU3WTOB, BHOCHMEBIX B
aBTOMaTMYECKOM M  IOJyaBTOMAaTHYECKOM pEXKUMax MpH HAIMYUA B YUPEKACHUU
ABTOMATH3UPOBAHHOW (OPMBI peructparuu. M3ydeHue co3maHHBIX 0a3 JaHHBIX. 3alOJHEHUE
PETUCTPAIMOHHBIX (OPM, pPErucTpanus IOKyMeHTOB. M3yueHue cuctembl HMHGPOPMAIMOHHO-
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CIpaBOYHOW pabOTHI, OMNpeAeNeHue TOro, Ha KaKUX HOCUTENSX CO3/IaH CIPaBOYHO-
nHpopManMoOHHBIM (POHI, KTO HMMEET MPaBO TOJB30BATHCA WH(OOPMAITMOHHO-TIOUCKOBOM
cuctemoii. dukcanys pe3yibTaToB HAOIIOACHH B THEBHUKE MTPAKTUKU.

5. M3ydenue opranusaiuy XpaHeHus JOKYMEHTOB.

5.6. HW3yuyenume KiIacCU(PUKAIMOHHBIX CIPAaBOYHUKOB (TIEpeuHEil  JJOKYMEHTOB,
HOMEHKJIATYpbl JIe1 U JAp.) U CXeMbl KIacCU(PHUKAIMK JIOKYMEHTOB, OIpe/IeJICHUEe THUIIOB
KJaccu(puKaTopoB. AHAIM3 U ONpeIeICHNEe KauecTBa 0(OPMIICHUS] HOMEHKJIATYPHI JIE.

N3yuenue u ananu3 nopsjaka opopmienus aen. Gukcanusi HeAOCTATKOB HOMEHKIIATYPbI
JieJT, OMUOOK B JOPMUPOBAHUU ¥ OOPMIICHUH IS,

5.7. OmpeneneHue CPOKOB XpaHEHHsI JIOKYMEHTOB IO JEHCTBYIOIIUM THIIOBBIM U
BEJIOMCTBEHHBIM ME€PEYHSIM JIOKYMEHTOB, OTOOp JIeJ TOCTOSHHOTO M JIOJTOBPEMEHHOIO
XpaHEHUs, BBIJCIIEHUE [l C HCTEKIIMMH CpPOKaMH XpaHEHUs K yHHUTOXeHuio. [IpoBepka
MPAaBWILHOCTH (DOPMHUPOBAHUS 1€, CUCTEMATH3AIlMM JTOKYMEHTOB B JeliaX, MOJIIMBKU eI,
HyMEpaliH JINCTOB, COCTaBJICHUS 3aBEPUTEIbHBIX HAANUCEH M BHYTPEHHUX OMHCEN B Jelnax,
oopMIIeHHST OOJIOKEK JIeJT; COCTaBJICHHs (YTOYHEHHE) CXEMbI CHCTEMAaTH3aluu Jel (OHIa;
CUCTeMAaTH3allK JIeT B COOTBETCTBUU CO CXEMOM; cocTaBlieHUS U OGOpMIICHHS ONHUCEH eIl
W3yuenne mnopsiika mepemadd el B apXUB YUPSKICHHA. 3amluch CBeneHH 00 oObeme
MPOJIeNIaHHOM pabOThI B THEBHUKE.

6 Ogopmnenue onesnuka u omuema no npaKmuKe.

[To uToraM mpakTUKK MarucTpaHT cAaeT Ha Kadeapy OT4YeT MO MPaKTUKE, 3aMOJTHEHHBIN
Y TIOJITUCAHHBIN JTHCBHHUK TTPAKTHUKH.

1.8. O6pa3oBare/ibHbIC, HAYYHO-HCCJIEJ0BATEIbCKHE U HAYYHO-TIPOU3BOJACTBEHHbIE
TeXHOJIOTHH, HCII0JIb3yeMble HA MPaKTHKe

[IpakTuka siBIsieTCS HEOTHEMJIEMOW YacThl0 y4eOHOTO IIpoliecca, OHAa COCTOUT W3
HECKOJIbKUX KOMIIOHEHTOB:

npuoOpeTeHne HaBBIKOB Ha paboueM MecTe B CTPYKTYPHOM MOJpa3/eieHUN
OpraHu3aluy (TEXHOJOTHUYECKas I TeNbHOCTh);

aHaJN3 CYIIECTBYIOIIEH MPAaKTUKW BEICHUS JEIONPOHM3BOJCTBA B TOW OpraHMU3allH, B
KOTOPOH MpaKkTHKa MPOXOAUIach (aHaJIUTUYECKasl JesITeIbHOCTD);

paszpaboTtka, GpopmMyIupoBKa peKkoMeHaaluil Mo coBepuieHcTBoBanuio JJOVY (mpoektHas
JESITEIIbHOCTD ),

aHamM3 MHQOPMAIMOHHBIX TOTOKOB H WH(GOPMAIMOHHOTO B3aUMOJICHCTBUS B
OpraHu3aliy; yyacTue B pa3paboTKe HOPMATUBHO-METOJUUECKUX JOKYMEHTOB, aKTOB (IpaBUII,
nepeyHeil ciaykeOHBIX TOKYMEHTOB, MOJIOKEHUM, MHCTPYKIUH, Tabenel, NpuMeHsieMbIX (opM
JOKYMEHTOB M JIp.) MO JOKYMEHTAllMOHHOMY OOECHEYEHHUIO YIpaBJIEHUs; ydyacTue B
yOJIMKaTOPCKOW M BHICTABOYHOW paboTe; MOArOTOBKA CIIPABOYHO-TIOMCKOBBIX CPEJICTB, YUACTHE
B COCTaBJIEHUU OTYETOB MO HAYYHO-HMCCIEIOBATENbCKOM M METOAWYECKOM paboTe (Hay4yHO-
UCCIIEIOBATEIIbCKAS IS TETLHOCTB ).

1.9. YueOHO-MeTOANYECKOE 00eclieYeHHe CAMOCTOSITeIbHOI PadoThI CTYIeHTOB Ha
NpaKTHKe

Bo BpeMst MpoxokIeHHs] NPOU3BOJICTBEHHOM MpPAaKTUKK OO0JbIIOE 3HAYEHHE HMEET
camMocCTosiTeNIbHass paboTa CTYJIEHTOB, IIOCKOJIBKY MpPAaKTHUKA SIBJISETCS OJHUM M3 JTaroB
MOArOTOBKA MArMCTPOB MO HampaBieHWIO NoAroToBku 46.04.02 JlokyMeHTOBEAEHUE U
apXUBOBEJCHHUE.

CamocrosiTenbHasi paboTa CTYJIEHTOB B XOJ€ MPOXOXKJIEHHUS MPaKTUKK HampaBlieHa Ha
KayeCTBEHHOE OCBOEGHHE U CHUCTEMAaTH3allMI0 TIOJIyYCHHBIX 3HAHWM, MX yriyOleHue |
paciMpeHre Ha OCHOBE aHaJIM3a BBIIOJIHEHHUS JeJIONPOU3BOACTBEHHBIX ONEpalliii B KOHKPETHON
opranuzaiuu. @opMupyeTcs yMeHUe MOMy4YeHUs 3HAHHM Ha MpakTUke (B MpodeccHOHaTbHON
JESTEIbBHOCTH) M 3aKPEIUIIIOTCS MPAKTUUECKUEe HAaBBIKU CTYAEHTOB. AKTHBHO Pa3BUBAIOTCS MX
MIO3HABATENBHBIE CIIOCOOHOCTH, CaMOCTOSTEIBHOCTh MBIIUIEHUS, CIOCOOHOCTh K Hay4yHO-
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UCCIIEIOBATEIbCKOW paboTe, HABBIKM MEXIMYHOCTHBIX OTHOIIEHHH, MOCKOJIBKY CTYIEHTHI
AKTUBHO BKJIIOYAIOTCS B KOMMYHUKALIMA C COTPYJHUKAMH OPraHMU3ALMM, ydaTcs NOIYMHATHCS
IIpaBUJIaM BHYTPEHHETO PACIOPAAKA U IPYTUM KOPIIOPATUBHBIM aKTaM.

1.10. KanenaapHblii rpaduk nNpoxo:kaeHusi NPaAKTHKU

VY4uThIBasg, 4TO CTYAEHTHI MOIYYalOT Ha3Hau€HHE Ha pa3HOOOpasHble 0a3bl MPAKTUKH,
KOTOpBIE OTJIMYAIOTCS BHUAOM JESITEIbHOCTH, OPIaHU3ALMOHHOM CTPYKTYpOH, B KaXJIOM
OTJEJILHOM Cllyyae KaJleHAapHble rpadUKu T0JKHbBI pa3padaThiBaThcs B IEPBbIE JHU MPAKTUKU
PYKOBOJIUTENSIMH OT Kadeapbl 1 6a3bl NPAKTUKU C YIaCTHEM CTYICHTOB.

OO00OLIeHHbIM KalleHAapHbIM TrpaduK MPOXOXKIEHUS MPOU3BOJCTBEHHONW IPAKTUKU
npuBefieH B Tabn. 1.2. OH cocTaBieH HCXOJS W3 TOr0, YTO COIJIACHO Y4eOHOro IjIaHa
MOJArOTOBKA MAruCTPOB MO HampaBieHUIO NoAroToBku 46.04.02 JIokyMEHTOBEJAECHUE W
apXUBOBEICHUE, JJINTEIBHOCTh PAKTUKK COCTABIISET 2 HEEIH.

Tabnuya 1.2
KanennapHo-temaTnyeckuii IJIaH M rpadguk NpPoXo:KIeHUs NPAKTUKH
Ne
Komungectso
Bunpl BeIOMHAEMBIX paboT KaJIeHJapHBIX
paboumx JgHEH

1 2 3

1 WHCTPYKTUBHOE COBEIIAHHWE M TOJIY4YE€HUE JOKYMEHTALUH IS 05
MIPOXO’KJICHHS] TPOU3BOICTBEHHOW IMPAKTUKHU ’

2 Odopmnenne HeEOOXOIMMBIX JOKYMEHTOB Ha 0a3e MpakTHKU.
[TpoxokaeHre HHCTPYKTaXka 0 TEXHUKE O€30IIaCHOCTH U OXpaHe 05
Tpyaa Ha npennpusatud. O3HakOMJIEHWE C  IpaBUJIaMU ’
BHYTPEHHET'0 TPYI0BOT'0 pacnopsika

3 3HAKOMCTBO C OpraHu3allieldl W U3YyYEHUE OPIraHMU3alMOHHBIX 1
JIOKYMEHTOB OpTraHU3allH

4 Ananus HOPMaTHUBHO-METOINYECKUX JOKYMEHTOB,
pernaMeHTHpPYIOIIMX  IpaBWwia co3gaHust U 0hOpMIICHUS 1
JOKYMEHTOB, CUCTEMBI JOKYMEHTAllMU OPTaHU3ALIHH.

5 N3yuenue  ocoOeHHOCTEM  OQOpMIIEHHS  YIPaBJIEHYECKUX 1
JIOKYMEHTOB

6 AHann3 6JIaHKOB JJOKYMEHTOB 2

7 AHau3 apxuBHOr0 0OecreyeH sl 1eATeNbHOCTH OpraHu3aluu 2
[ToaroroBka o011ero or4yera o NpakTUKe 2

8 OdopmieHne TOKyMEHTOB IO MPAKTUKE 1

9 3amuTa 0T4eTa 10 NPAKTUKE 1
Bcero 12

1.11. Y4eOHOo-MeTOAMYecKOe M HHPOPMALIMOHHOE 00ecnedeHHe MPAKTHKH
1.11.1. PekomeH/0BaHHAasI JIUTEpPaTypa
Ne HaumenoBanue Kon-Bo Hannuune
/o 9K3EMILISIPOB 3NEKTPOHHOMN

HonHY

OcHoBHas1 JIUuTEpaTypa

1 | VYueGHO-MeTOomMueckOoe  MocoOMe MO  MPOXOXKICHHIO 0 +
IIPAKTHK JUIA CTYIEHTOB HalpaBiieHUs MoAroToBku 46.04.02
JIOKyMeHTOBEIeHHe W apXHBOBEIEHUE (Marumcrepckas
mporpamma)  [DneKTpOHHBIH — pecypc| : yueOHo-
Meroguyeckoe nocodue / at.-coct.: H. III. Tlonomapenko,

B Oubimorexe | Bepcuu B OBC
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H. E. Mamenko, . B. ®unarora ; I'OY BIIO «/loneukuit
HalMOHANBHBINA yHUBepcuteT». — Jloneuk: JJOHHY, 2019. —
OnexTpoHHbIe qaHHbIe (1 daiin).

2 |Tlaiimapp, E. B. MeHemkMedT B UH(POPMAIIOHHO- 0 +
JIOKYMEHTAlMOHHOW JESTEIbHOCTH [DJIEKTPOHHBIN pecypc] :
ydyeOHOe TmocoOue /  aBT.-COCT.: E. B. Taiinaps,

E. A. Mutpoxuna ; 'OY BIIO «/loHeukuii HallmOHAIbHBIN
yausepcurer». — Honeuk : JJOHHY, 2019. — DnekrponHsle
nannble (1 daitn).

3 | KopoGeitnukosa, K. B. Teopernueckue u npaBoBbie OCHOBBI 0 +
JIOKYMEHTOBEJICHUS] W apXUBOBEACHUS [ DJIEKTPOHHBIM
pecypc] : yueOHOe nocodue / aBT.-COCT.:
K. B. KopoGeitnukoBa, f. B. ®umarosa ; I'OY BIIO
«JloHeuKnii HalMOHAIBHBIM yHuBepcureT». —  JloHenk:
JIOHHYVY, 2019. — Dnextponnsie nanssle (1 daiin).

4 laiinaps, E. B. OcHOBBI METOMOJIOTUU W METOJbl HAYYHBIX 0 +
UCCIIeIOBaHUM [DNeKTpOHHBIH pecypc] : yueOHoe mocobue /
aBT.-COCT.: E. B, laitnaps, H. E. Mamenko,
E. A. Mutpoxuna, H. ILI. [Tonomapenko, S1. B. ®unarosa ;
I'OVY BIIO «/loHenxuii HaUMOHAIBHBIA YHUBEPCUTET». —
Joneuk: JIOHHY, 2019. — Dnexrponnsie nannsie (1 daiin).

5 | Ilonomapenko H. III. CoBpemeHHbIE acnekTbl LU(POBOI 0 +
SKOHOMUKH [ DIEKTPOHHBIN pecypc|: yueOHUK IS CTYJCHTOB
BBICIIMX  Yy4eOHBIX  3aBENEHMH,  OOydJaromMXcs IO
HanpasieHu0 MoArotoBku 46.04.02 JlokymMeHTOBEnEeHUE U
apxuBoBenenne /  H. I Ilomomapenko; IT'OY  BIIO
«/loHenkuii HaLMOHANBHBIA YHUBEpPCUTET». — JloHEUK
JIOHHY, 2019. — Dnexrponnsie nannbie (1 daitn).

JlonoJiHUTeIbHAS JIUTEepaTypa

6 | ApXiBO3HABCTBO : MiAPYY. JUIS CTYA. iCT. (p-TiB BUII. HaBY. 29 +
3aki. / I'. B. bopsx, JI. A. [lyOposina, 5. C. Kanakypa 1a iH. ;
3a pen. f. C. Kanakypu, I. b. Marsmn ; [lepx. koM. apxiBiB
Vkpainn ; YKpaiHCbKMH H.-A. IH.T apxiBHOi CIIpaBH Ta
JOKyMeHTO3HaBcTBa. — Bua. 2-re. — Kuis : BJl "KM
Axkagemia", 2010. — 354 c.

7 | JenonpousBoACTBO : 00pa3iibl, JOKYMEHTBI, OpraHU3aIus 1 0 +
texHosorusi padotel / [B. B. I'anaxos u np. ; nox pea. 1. K.
KopueeBa, B. A. Kympsera]. — Msn. 3-e. — Mocksa :
IIpocnexr, 2015. —479 c.

8 | Ilamexa, 1O. I. /lokymMmeHTyBaHHS B IMiANPUEMHMLBKIN chepi 20 -
(31 3pa3kaMu CydacHHUX JIOKyMEHTIB) : HaBY. MOCIO. /IS BUIIL
Hau. 3akJ. / FO. L. TTanexa. — Kuis : Jlipa-K, 2010. — 509 c.

Ilepuoguyeckue n3gaHuA

9 | HenonpousBonactBo. — 2007 — . — Mockga. : JlenoBbie 91
koMmyHukanuu, 2007 — 2007, Nel—4; 2008, Nel—4; 20009,
Nol—4; 2010, Nel; 2011, Ne3—4; 2012, Nol—4.

1.11.2. UudopMauuoHHBbIE pecypchl

1. Joneukas Hapomnas Pecnybnmuka. Koncturynms (2014). Koucturymus [lonernkoi
Hapomnoii Pecmyonuku [Teker] : (mo coctosiHuto Ha 09.12.2015). — Jloneuk : MeraunBecr,
2016. — 35 c. — (CoopnuK 3akoHOaTENbHBIX akTOB JloHenkoit Haponnoit Peciybnukn).
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2. Jloneukas Hapomnas PecnyOnuka. 3akonsl. O0 mHbopmanmmu U MHGOPMALMOHHBIX
TEXHOJIOTHSX [DIeKTpoHHBIN pecypc] : 3akoH [lonenkoir Hapomnoit PecyOomuku Ne 71-1HC,
neiictByromas peaakius no coctosuuio Ha 03.09.2015 : mpunst nocranosinenueM HapoaHoro
Cosera JIHP ot 07.08.2015 NeoI-278I1-HC) // Hapomnsiii Coer Jloneukoit Hapomnoit

PecriyOnuku : ouIMabHbIN CaiiT. — DJIEKTPOH. TEKCTOBBIE naH. — JloHenk, 2016— . — Pexum
JIOCTYyTIA: http://dnrsovet.su/zakonodatelnaya-deyatelnost/prinyatye/zakony/zakon-donetskoj-
narodnoj-respubliki-ob-informatsii-i-informatsionnyh-tehnologiyah/, cBoGoaubIii. — 3ari. c¢
3KpaHa.

3. Honeukast Haponnas Pecrybnuka. 3akonbl. O MepCOHANBHBIX JaHHBIX [DIEKTPOHHBIN
pecypce] : 3akon [onenkoit Haponmnoit PecnyOmuku : mocranoBinenue Hapomnoro Cosera oT
19.06.2015 Ne 61-IHC // Nonenkas Hapoanas Pecybnuka : opuIManbHbIA CaiT. — DIEKTPOH.
nan. — Jonenk, [2014— ]. — Pexxum mocryma: http://dnrsovet.su/zakon-donetskoj-narodnoj-
respubliki-o-personalnyh-dannyh/.doc, cBoG0aHbIN. — 3ari1. ¢ 3KpaHa.

4. Jlonenkas Hapognas PecryOnuka. 3akonbpl. O0 37€KTPOHHOM MOAMUCH : [ DJIEKTPOHHBIN
pecypc] : 3akon Monenkoii Hapomuoit Peciydnuku : mocranoBinenne Hapomnoro Cosera ot
19.06.2015 Ne 60- IHC // Jonenxas Haponnas Pecnybnuka : odunuanbHbIil callT. — DIEKTPOH.
nan. — Jlonenk, [2014— ]. — Pexxum mocryma: http://dnrsovet.su/zakon-donetskoj-narodnoj-
respubliki-ob-elektronnoj-podpisi/.doc, cBoOoaHBII. — 3ari1. ¢ 3KpaHa.

5. VYkpauna. 3axonbl. [Ipo HarionansHuii apxiBHW (OHA Ta apxiBHI YCTaHOBU
[OnexTpoHHBI pecypc] : 3akoH Ykpainu Big 24.12.1993 Ne 3814-XII // BepxoBna Pana

VYkpainu. — DIIEKTPOH. JIaH. - K, 1994— . — Pexum JOCTYTIA!
http://zakon2.rada.gov.ua/laws/show/3814-12, ceoGoaHbI#. — 3ari1. ¢ KpaHa.
6. Honenkas Hapomnas Pecny6mmka. ImaBa (2014— , A. B. 3axapuenko). O

NPUMEHEHUU CTaHJIapToB Ha Tepputopuu [lonenkoir Haponnoit Pecrybnmuku [DnekTpoHHBIN
pecypc] : yka3 I'maer Jlonenkoit Hapomuoit Pecriyomuku ot 22.11.2016 Ne 399 // Jloneukast
Hapoanas PecnyOnuka : oduuuanbHbI caiiT. — DJIEKTPOH. TEKCTOBbIe AaH. — JlOHENK,
2014— . — Pexxum JOCTYyIIa: http://old.dnr-online.ru/wp-
content/uploads/2016/12/Ukaz N399 22112016.pdf, cBob6oaHbIii. — 3ari. ¢ s3kpaHa.

7. HNoueukas Hapognas Pecnybnmuka. CoBer MunuctpoB. O npumeHeHHHM 3aKOHOB Ha
tepputopun JIHP B mepexonnenii nepuop [DnekTpoHHBIH pecype] : moctaHoBiaeHue Coera
MunuctpoB Jlonenkoir Hapomnoit Pecrry6muku ot 02.06.2014 Ne 9-1 / oneuxass HapomgHast
Pecniy0muika : opUIIMANBHBIN CaliT. — DJEKTPOH. TeKCTOBbIe AaH. — JloHenk, 2014— . — Pexxum
noctyma: http://supcourt-dnr.su/postanovlenie-soveta-ministrov-doneckoy-narodnoy-respubliki-
0-primenenii-zakonov-na-territorii-dnr-v, cBo6oHbIi. — 3ari. ¢ 9KpaHa.

8. Ykpamna. MunucrepctBo foctunuu. [Ipo 3atBepmkenHs [lepeniky THIOBHX
JIOKYMEHTIB, 1[I0 CTBOPIOIOTHCSA MiJ Yac JISUIbHOCTI JIep’KaBHUX OpraHiB Ta OpraHiB MiCIIEBOTO
CaMOBpSyBaHHs, I1HIIMX YCTAHOB, HIANPUEMCTB Ta OpraHizamiid, 13 3a3HAYEHHSIM CTpPOKIB
30epiraHHsl TOKyMEHTIB [DIeKTpoHHBIN pecypc] : Haka3 MiHicTepcTBa rOCTHULII YKpaiHM Bif
12.04.2012 Ne 578/5 // BepxoBna Panma Vkpainu : [opuiuansHbeid calT]. — DIEKTPOH. JaH. —
KuiB, [1994-2017]. — Pexum nocryna: http://zakon3.rada.gov.ua/laws/show/z0571-12,
CBOOOJIHBIN. — 3arJl. ¢ PKpaHa.

9. Jloneukas Haponnas PecnyOnuka. ['maBHOE TOC. ynp. TOKyMeHTall. 00ecreueH st U apX.
nena. OO0 yrBepkaeHun TUMOBOW HMHCTPYKIMH TIO  JCJIONPOM3BOACTBY B  OpraHax
rOCyJapCTBEHHOM BIIACTH, OpraHax MeECTHOro camoynpasiaeHuu J[lonenkon Haponnon
PecniyOnuku [DnexkTpoHHbIi pecypc] : nmocranoBiaenue Cosera Muunuctpos JJHP ot 16.10.2015
Nel9-27 // Noneukas Haponnas PecriyOnuka : opunuansHbiil caiiT. — DneKTpoH. naH. — JloHenk,
2014— — Pexum JIOCTYTIA: http://old.dnr-online.ru/wp-
content/uploads/2015/ 12/Postanov_N19 27 16102015.pdf, cBoGoaHbIi. — 3ari. ¢ 3KpaHa.

10. [downeukas Haponmnas PecnybOnwka. ['maBHOe TOC. ymp. JOKYMEHTAIl. OOCCIICUCHHS W
apx. aena. OO0 yrBepxaeHun TumoBoro mosnoxeHuss o LleHTpanbHONM 3KCIEPTHON KOMHCCUU
opraHa rocyapCcTBeHHOM BiacTh [ DnekTpoHHbIi pecypc] : mpukas [TYIOA/] ot 25.12.2015 Ne
35 // TTYAOAJ JHP : [odurmanbHbiii caliT]. — DIEKTpPOH. TEKCTOBbIe AaH. — JlOHEIK,
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2016— . — Pexum pocryma: http:/ggudoad-dnr.ugletele.com/sites/default/files/documents/
prikazggau n35 25122015.pdf, cBoOoanbIiA. — 3ari. ¢ sKpaHa.
11. I'OCT P 7.0.97-2016 «Cucrema cranaapToB 1o nHpopManuu, OHOIHOTEUHOMY H

u3zaTeNbckoMy neny. OpraHu3allMOHHO-paclopsiiuTeldbHas JOKyMeHTauus. TpeGoBaHHS K
opopmiiennto pokymeHtoB» [Tekcr] / T'occranmapr Poccun. — BBenen BmepBbie ; BBEIEH ;
BBeneH 2018-07-01. — Mocksa : UIIK M3a-Bo cranmapros, 2019. — 11, 28 c.

12. TOCT P UCO 15489-1-2007. Cucrema CTaH/1apTOB 1o uHpOpMaLny,
OMOMMOTEYHOMY M H3JaTeNIbCKOMY Jeny. YIpaBieHue JgokyMmeHTamu. OOmume TpeOoBaHuUs
[Texcr] / denepaibHOE areHTCTBO MO TEXHUYECKOMY PETYJIMPOBAHUIO U METposioru. — Beenen
Briepsble ; BBeneH 2007-07-01. — Mockga : Crangaptundopm, 2007. - 111, 19 c.

13. IlpaBuna paboOThl apXUBHBIX YUPESKICHUNH YKpauHbl, yTBepxkaeHHbIe [Ipmkazom
Munucrepctsa roctunui Ykpaunsl oT 08.04.2013 Ne 656/5.

14. TumoBele HOPMBI BPEMEHH U BBIPA0OTKM Ha OCHOBHBIE BHJBI PadOT, KOTOPHIE
BBIIIOJIHSIFOTCA B |'OCyapCTBEHHBIX apXMBHBIX YUPEXKICHMSIX, YTBepxkAcHHble IIpukazom
I'ockomapxuBa Ykpaunsl oT 08.02.2008 No 22.

15. Tlonoxenne o [7maBHOM TOCYJapCTBEHHOM YIPaBICHUH JTOKYMEHTAlIMOHHOTO
obecrieyennss u apxuBHOro nena Jlonmenkoir Haponnoit PecnyOimkn, yTBEp)KISHHBIM
[TocranoBnennem CoBera MunuctpoB Jlonenkoit Haponnoit Pecmyonuku ot 22.07.2015 Nel3-
34.

16. ITocranoBnenne Cosera MunuctpoB J[onenkoit Hapomguoit PecnyOmuku «O
IIEpEMMEHOBaHNN [JIaBHOrO roCyIapCTBEHHOIO apXUBHOrO ympasiieHHs Jlonenkor Hapomnoi
PecniyOnuku, yrBepxkaenus [lonoxxenus u cTpykTypsl [1aBHOTO TOCy1apcTBEHHOTO YIIPABICHUS
JIOKYMEHTAIMOHHOTO o0ecrieueHuss U apxuBHOro jaena Jlonenkoit Hapomuoit PecmyOmmku» ot
22.07.2015 r. Ne13-34.

17. Tlonoxenue o LleHTpanbHONW 3SKCIEPTHO-IIPOBEPOYHON KOMMCCHUU IpH [ IaBHOM
rOCyIapCTBEHHOM YIPAaBIEHUU JOKYMEHTAI[MOHHOTO OOECHe4YeHHuss U apXHUBHOIO Jela
Honenkoit Haponnoit Pecniyonuku, yrBepxaenHoe [Ipukazom Ne 34 ot 25.12.2015 1.

18. TumoBoe nojoxeHue 00 DKCHEPTHONH KOMHCCHUHM OpraHa MECTHOTO CaMOYIpPaBJICHUS,
rOCY/IapCTBEHHOTO MPEANPUSITUS, YUPEXKICHUS, OpraHu3allud, YTBEP)KICHHOE IPUKa30M
['maBHOrO TOCYAapCTBEHHOTO YIPaBJIECHUS JOKYMEHTAIIMOHHOTO 00EeCTIeYeH s U apXUBHOTO JieNa
Honeukoit Hapoanoit Peciy6mnuku ot 25.12.2015 Ne 36.

19. TumnoBoe momnoxxeHrne 00 APXHUBHOM OTJIee PalioHHOM (TOPOICKO) aAMUHUCTPAILIHNH,
YTBEpKACHHOE TpHKa3oM [J1aBHOrO TOCYJapCTBEHHOI'O YIPaBIECHUSI JOKYMEHTAlMOHHOIO
oOecnieyeHus u apxuBHoro aena Jlonenkoit Hapoauoit Pecriyomuku ot 03.09.2015 1. Ne 15.

20. TumoBoe TOJOXKEHHE 00 ODKCIEPTHO-TIPOBEPOYHOW KOMHUCCHH APXHBHBIX OT/IEIOB
pailoHHOM (ropoackoif) aJIMMHHCTpALVH, YTBEPKACHHOE IIPUKA30M I'maBHOTO
rOCYy/IapCTBEHHOI'O  yNpAaBICHUS JIOKYMEHTAllMOHHOrOo OOecrnedYeHus U apXUBHOTO Jela
Honenxoit Haponnoii Pecyomuku ot 03.09.2015 r. Ne 16.

21. TurmoBoe MoNOXKEHNE 00 apXHWBE OpraHa TOCYJapCTBEHHOH BJIACTH, OPraHa MECTHOTO
caMOyTIpaBJIeHUs, IPENPUATHS, YUpeKaeHus, opranuzanuu Jlonenkoit Haponnoit Pecniy6inku,
YTBEpKACHHOE TpHKa3oM [JIaBHOrO TOCYIapCTBEHHOIO YIPaBICHUSI JOKYMEHTAlMOHHOIO
oOecnieueHus u apxuBHoro jena Jlonernkoit Hapoanoit Pecniy6mimku ot 02.10.2015 1. Ne 20.

22. Metoanyeckie PeKOMEHAANNU TI0 COCTABJICHUIO TUIAHOBO-OTYETHOW IOKYMEHTAIHH
II0 OCHOBHBIM HAaNpaBICHUSAM M pe3yJbTaTaM JEATEIbHOCTH apXUBHOIO OTHAENIa paioOHHOU
(ropoacKoit) aAMUHUCTPALIHH.

23. KBanudukauuoHHBIH CIPAaBOYHUK JOHKHOCTEH PYKOBOIUTENEH, CHEHUATHCTOB U
JIPYTUX CIyXamux. Y TB. mocTanoBieHneM Muntpyzaa Poccun ot 21.08.1998 Ne 37 (B pen. ot
29.04.2008) // Muntpyna Poccuiickoit denepauun. M., 1998.

1.11.3. lIporpaMmMHoe o0ecieueHue
1. Windows 7 PRO (kopnopatusnas nurensus JOHHY Ne 46484614)
2. Microsoft Office (kopriopatuBnas nurensus JOHHY Ne 46472919)
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3. Microsoft Visual Studio (muuensust mporpammbsl DreamSpark mmst Bbeicmmx
y4eOHBIX 3aBEJICHUI )

4. AntuBupyc Kacnepckoro, Adobe Acrobat Reader, xPDF (munensun  GPL,
Apache, BSD st cB060IHOTO IPOrpaMMHOIO 00ECIICUCHHS).

1.11.4. MaTepuaJbHO-TeXHHYECKOE 00ecneueHue MPAKTUKHU

[Tpu npoxoxaeHnn y4eOHOW MPAKTUKU CTYAEHTHI UCTIONIb3YIOT:

yueOHYyI0 J1TabopaTopuio AJisi IPOBEIACHHS MPAKTUYECKUX U JIaOOpaTOPHBIX 3aHSATHUH,
TPYNIOBBIX W WHAMBUAYAIbHBIX KOHCYJIBTAllMM, TEKYIIETO0 KOHTPOJS W IMPOMEKYTOUHOU
aTTeCTaIluu, JIJII CaMOCTOSATEIbHON paboThl oOywaromuxcs (aya. Ne 206 a, r. Jlonenk, yiI.
UemtockuHIleB, 1. 198a), ocHaleHHYI0 KOMILIEKTOM ydeOHoU Mebenu Ha 20 mocaJ0uHbIX MECT,
KOMIUIEKTOM pabodero Mecrta mpernojaBaTelis, MeJIOBON JOCKOH, KOMIBIOTEPOM B KOMILIEKTE (6
IT.);

YUTAIBHBIA 3aJ1 CIPABOYHO-OMOIMOrpaguyeckoil HHPOPMAIIMOHHONW paOOThI ISt
caMoCTOSTeNIbHOU paboThl oOy4daronuxcs (aya. Ne 102, r. Jlonenk, np. ['ypoBa, 6), ocHallleHHBIH
KOMIUIEKTOM yueOHOU Mebenu Ha 23 MocalouHbIX MecTa, KOMIIbIOTepOM B KoMIUIekTe (1 miT.);

yuTanbHbIN 3211 Ne 3 aBTopedepaToB M AUCCEPTAIHIA; IOMEIEHHE TSI CAMOCTOSTEITLHON
pabotel obOyuarommxcsa (aya. Ne 106: r. lonenk, mp. Teatpanpubiid, 1. 13), ocHaleHHBIN
KOMIUIEKTOM yueOHoi Mebenu Ha 50 mocajiouHbIX MECT, KOMIIBIOTEPOM B KOMILIEKTE (2 IMIT.);

YUTaNbHBIA 321 No4 mepuoauveckod JUTepaTyphl; MOMEIICHHE JJIs CaMOCTOSATEIbHOU
paboter oOyuatomuxcst (aya. Ne 19, r. Jlonenk, yin. YHuBepcuTeTckas, 24), OCHAIICHHBIH
KOMIUIEKTOM yueOHOU Mebenu Ha 31 mocajjouHoe MecTo, KOMIbIOTepoM B KomruiekTe (1 mit.);

3aJ1 AJIEKTPOHHOM WHGOpMAIMU [JI CaMOCTOATENbHOW pPaboThl OOywaromuxcs (ayj.
Ne 104-a, r. Honenk, mp. ['ypoBa, 6), OCHallleHHBIH KOMIUIEKTOM Yy4eOHOHl Mebenu Ha 40
MOCaJ0YHBIX MECT, KOMITBIOTEPOM B KomruiekTe (14 mit.).

CTyneHTsl pa3BUBAIOT HABBIKM MOWCKA MH(POpPMAIUU, HEOOXOAUMOHN ISl TIPOXOKACHUN
npakTUKUA. ECTh JOCTYm K OCHOBHBEIM WH(GOPMAIMOHHBIM 00pa30oBaTelIbHBEIM pecypcam,
nH(GOPMAIIMOHHON 6a3e TaHHBIX, BO3SMOXKHOCTb BBIXOJa B UHTEPHET.

2. MPOU3BOJACTBEHHAS NPAKTUKA
(mpakTHKAa 1O MOTy4YeHHI0 NPodeccHoHAIBHBIX YMEHHIl U oNbITa MPodecCHOHAILHOM
AesiITeJIbHOCTH)

2.1. Iles i1 NpOM3BOACTBEHHOI MPAKTUKH

Ilenbio MPOM3BOJCTBEHHOM NPAKTHKU SIBISETCS MOTydeHHEe MH(POpPMAaLUKU U MpUOOpeTeHne
MPaKTUYCCKUX HABBIKOB, CBs3aHHBIX C BI)I6paHHI)IM HaITpaBJICHUEM TMOATOTOBKU: OBJIAJCHHC
COBPEMEHHBIMU KOMITBIOTEPHBIMU TEXHOJOTUSIMU CO3/[aHUSI TEeKCTOBBIX, TAOIMYHBIX, Ipaduueckux
JOKYMCHTOB U 0a3 AAaHHBIX; OBJIaJICHUC BO3MOXHOCTAMU U MPEUMYIICCTBAMHU aBTOMATU3HPOBAHHOI'O
JIOKYMEHT0000pOTa; MPUOOPETEHHE MPAKTUYECKUX HABBIKOB IO COCTABICHUIO M O(QOPMIICHHIO
Pa3IMYHBIX BHUJOB JOKYMEHTOB. MaructpaHt B Ipolecce MPOXOXKICHUS TMPAKTUKH JIOJDKEH
U3YYUTh COCTaB BUAOB CIYXEOHBIX JIOKYMEHTOB, HCIONB3YyeMbIX B JOKYMEHTHPOBAHHU
JEATENIbHOCTY KOHKPETHOM OpraHu3aliy, MOpsiika M 0COOEHHOCTEH MX O(OpMIIEHHUS B YCIOBHUSIX
NpUMEHEHUS] MHPOPMALIMOHHBIX CUCTEM U TEXHOJIOTH.

2.2. 3agaym Npou3BOJCTBEHHOI MPAKTHKH
3amayamMy IPOU3BOACTBEHHOM MPAKTUKH SIBIISTFOTCS
— 3aKpelieHue W YrIyOJeHWe TCOPSTHYSCKUX 3HAHWHM, TONYyYeHHBIX B  XO7e
W3YYEHUs JUCHUIUIMH |-TO Kypca MarucTepcKoil MporpaMMel,
— OBJIaACHUC 6a3OBI)IMI/I TeOpeTquCKHMH ITOJIOKCHUAMHAN 10 HOCTpOGHI/IIO
MHOTOYPOBHEBBIX HH(POPMAIIMOHHBIX CUCTEM Ha MPAKTUKE;
— y5[CHeHI/Ie OCHOBHBIX HOHﬂTHﬁ, I/ICHOJ'II)SyeMI)IX B npouecce HpI/IMeHeHI/IH
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UH(POpPMAIMOHHBIX TexHoJorui B JIOY u apxuBHOM zere;

— YSCHEHHE OCHOBHBIX HOPMAaTHBHO-IIPABOBBIX OCHOB IPUMEHEHUS MH(POPMALMOHHBIX
texHosorut B IOY u apxuBHOM J1eI€;

— OBJIAZICHUE COBPEMEHHBIMH KOMIIBIOTEPHBIMH TEXHOJIOTUSMHU CO3JaHUs TEKCTOBBIX,
TaOIMYHBIX, TPaQUIECKUX TOKYMEHTOB U 0a3 JaHHBIX;

— OBJIAZICHUE  BO3MOKHOCTSIMM M IPEUMYILIECTBAMH  aBTOMATHU3HMPOBAHHOIO
JIOKYMEHTO000POTA;

— OBJIAZICHUE  IPOLECCOM  aBTOMATU3alMM  MOJEIMPOBAHUS  SKOHOMHUYECKHUMHU
IPOLIECCaMU;

— YCBOEHHME OCHOBHBIX HallpaBJIeHUH HCIOJIb30BAHUS COBPEMEHHBIX MH(DOPMAIIMOHHBIX
TEXHOJIOTHH B IEATEIbHOCTH JOKYMEHTAIIMOHHBIX CIYK0 M apXUBOB;

— O3HaKOMJICHME C OCHOBHBIMM  XapaKTE€pPUCTHKAMU  PA3JIMYHBIX  IPOrpPaMMHO-
TEXHUYECKUX CPEACTB aBTOMATU3AINH JICTIONPON3BOICTBEHHON M apXUBHOM cepsl;

— O03HaKOMJIEHHE CO CTPYKTYpPOMH, COCTaBOM M CBOMCTBOM MH()OPMAIIMOHHBIX IIPOLIECCOB,
CHCTEM M TEeXHOJIOTUH OpraHu3aluy, KOHPHUrypanneil nHPOPMAMOHHBIX CUCTEM,

— H3y4YeHHe OCHOBHBIX BUOB U MpoLeayp 00paboTKH UH(pOopMaLu, MOJIENEl 1 METO/I0B
pemenus 3agad 06paboTku MHGOpMau (TeHepanys OTYETOB, MOAJIEPKKA MIPUHATHS PEIICHUH,
aHaJIM3 JaHHBIX, UCKYCCTBEHHBIN MHTEIJIEKT, 00paboTKa U300pakeH i ).

23. Mecrto npou3BoACTBeHHOI nMpakTHKU B cTpykType OII BI1IO

[IpoxokaeHNI0 MPOU3BOJCTBEHHOW NPAKTHKH IPEALIECTBYIOT H3YYEHHUE M OCBOEHHUE
CTYACHTaMH JUCHUIUTUH «MeToapl pedeprpoBaHns U aHHOTUPOBAHHS HAYYHOW JTUTEPATYpPHI»,
«MHOroypoBHeBblE ~ HMH(POPMALMOHHbIE CHCTEMBb», «CTpaTerndeckuii MEHEIKMEHT B
JOKYMEHTAIlMOHHOM oOOecrieueHnH yrpasieHus», «lIpaBoBble OCHOBBI B NpodecCHOHAIBHOM
JesTeabHOCTH», «O0paboTKa HIKCIIEPUMEHTAIBHBIX JaHHBIX).

Pesynbrarbl, mONy4eHHbIE B XOJ€ IHPOXOKICHUS IIPOU3BOACTBEHHOM IPAKTHUKH,
WCIOJIb3YIOTCSL IIPU M3YYEHUU JUCLMILINH «MOIeIupoBaHue yIpaBICHUYECKON NESATEIBHOCTHY,
«MHpopmanioHHble cuUcTeMbl B ympasieHum», «MHdopmannoHHas [eATENbHOCT B
TOCYJapCTBEHHBIX OpraHax M ydpexaeHusx», «/HdopManoHHble CHCTEMBI MOJEPKKU
(MHAHCOBOT'O MEHEIKMEHTa» U IPU MPOXOKACHUN HAyYHO-UCCIIEI0BATEIbCKOW MPAKTUKH.

Bo BpeMs mNpou3BOACTBEHHOW IPAKTHKU CTYACHTBHI 3HAKOMATCA C MarTepuaiami,
OTpakaroIIMMHU MPOLIECCHl UCIIOIB30BaHUs MH(POpPMAMOHHBIX TexHoiorui B IOY u apxuBHomM
nene. O61mas Tpy10eMKOCTb MTPAKTUKH COCTABIISET 3 3a4eTHBIX enuHMmll, 108 yacos.

24.  Bua, THII IPAKTHKH, (POPMBI U CIIOCOOBI ee MPOBeIeHH

Bun npakTuku — npou3BOICTBEHHAs MPaKTHKA.

Tun nmpou3BOACTBEHHON MPAKTHKU: NPaKTUKA IO MOJYyYEHHIO MPO(peCcCHOHAIbHBIX
yMeHUM W  omblTa nOpodeccruoHalbHOW — aesTenbHOCTH. CnocoObl  MPOBENECHUS
IIPOU3BOJCTBEHHON NMPAKTUKU: CTALlMOHAPHAs; BBIE3IHAS.

[IpousBoacTBEHHAass MNpaKTHKa MPOBOJUTCS AUCKPETHO — IYTEM BBIJEJIECHUS B
KaJIeHapHOM y4eOHOM rpaduke HEmpepbIBHOTO TMEepHoja Y4eOHOro BpEMEHM JUJIs
MPOBEIEHUS KaXKJI0r0 BU/1a TPAKTUKH.

JlaHHbIi BUJ TPAKTUKWA TMpeArnojaraer pabdoOTy CTYAEHTOB B  CTPYKTYPHBIX
MOJpPA3/IEIEHUsIX OpraHM3alui ¥ MPEeINnpUsTHI, OTBETCTBEHHBIX 3a JIOKYMEHTAI[MIOHHOE
oOecrieueHre yINpaBieHUs, B apxuBax opraHusaimuif, B 7. 4. B ['OY BIIO «/lonenxwuii
HaIlMOHAJIbHBIA yHHMBepcUTET». [IpakTHKaHTBI MOTYT TOJ PYKOBOJCTBOM PYKOBOJUTENS
NPAaKTHUKH OT OpPraHU3allMy 3aMellaTh PA0OTHUKOB CTPYKTYPHBIX MOJpPA3/IeNIeHNH, BBIIOIHAS UX
(GyHKITUY, CBSI3aHHBIEC C COCTABJICHHEM U OPOPMIICHHEM JJOKYMEHTOB.

ConepxaHue M BBIOJHEHUE 33/JaHUM TPAKTUKU  3aBUCAT OT  0a3bl TNPAaKTUKU H
ONPENENAIOTCA C Y4YETOM CJEIYIOIMX OCHOBHBIX (DaKTOPOB: YCIOBHUI MIPOXOXKJICHUS
IIPOU3BOJICTBEHHON NpPaKkTUKH, cTaryca W TUma 0a3bl MPAaKTUKH, COAEPIKaHHS ee
NEeSITeIbHOCTH,  aCCOPTHUMEHTA U KayecTBa MPEJOCTABIAEMBIX  YCIIYT, BO3MOXKHOCTEH
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CTy/ICHTa B YCJIOBHMSIX JaHHOTO YUPEXKICHHS O3HAKOMHUTBCS C HEOOXOIMMBIM JIOKYMCHTAMH,
BBITTOJTHUT QHATUTHYECKYIO M IIPOTHOCTUYECKYIO padOTy; HATMYMS B YUPSKACHUH  CHUCTEMBI
yueTa  pa3iM4yHbIX  MPOIECCOB OCHOBHOW JIEATENBHOCTH, JOKYMEHTOB M  MaTepHaJIOB,
UH(QOPMAIIMOHHBIX CHCTEM, HCOOXOAMMBIX JUIi HW3YYCHHS] W  aHAJIM3a, CBOCBPEMEHHOE MX
MPEOCTABIICHUE CTYICHTaM paOOTHUKAMH YUPEIKICHUS.

Bo Bpemsi mpoxOoXIIeHHs MPAKTUKU CTYACHT 00si3aH COONIOATh IMpaBUiia BHYTPEHHETO
pacropsiika ¥ WHbIE HOPMATHBHBIC aKThl, OMPEICIISIONINE MOPSIOK JESTEILHOCTH PaOOTHHKOB
COOTBETCTBYIOIIHX JIOJDKHOCTEH H JIp.

ATTecTanus 1Mo UTOraM MPaKTUKUA HMPOBOJUTCS NPU YCJIOBUHU BBIMOJIHEHHS BCEX Pa3/IeiioB
NpOrpaMMbl MPAKTUKUA M TPEAOCTABICHHUS BCEH OTYETHOM JTOKYMEHTalMu. Pa3znenom mpakThku
MOJKET SIBJIATHCS HAyYHO-UCCIIENOBaTeNbCcKas padora obydaronmxcsi. CTyIeHTHI B X0JI€ TIPAKTUKU
MOT'YT y4acTBOBAaTh B MPOBEICHUM HAYYHBIX HCCIICAOBAHWW HJIM BBITOJHEHUH METOJANYCCKUX
pa3paboOTOK, OCYIIECTBIATH COOP, 00pPa0OTKY, aHAIHM3 W CUCTEMAaTH3AIMI0 HH()OPMAIUHN 110 TeMe
(o 3aJaHUIO MPENoJaBaTelisi), COCTABIATh OTUETHI (pa3iesbl OTYeTa) MO TeMe WK e€ paszeiy
(9Tamy, 3aJaHuI0), BBICTYIIATh C JOKJIAIOM Ha KOH(EPEHIINN, TOTOBHUTH K ITYyOJIMKAIIUU CTATHH.

2.5. Mecrto u BpeMsi IPOBe/IeHNs MIPOU3BOACTBEHHOM MPAKTHKH

MecTtoM MpoBeAEHHMs JAHHOIO BHMJA MPAKTUKM MOTYT OBITb T'OCYAApPCTBEHHBIE,
MYHHUIIATIAIGHBIE W HETOCYHApPCTBEHHBIE  YUPEXKICHUS, OpraHU3allMd ¥ [PEANPHSATHS,
umerone  cnyx0y JIOY, kaHuenspuu, OTAeNbl KaapoB, IJIAaHOBO—IKOHOMUYECKUH OTE.
[TpoOKUTETBHOCT IPAKTUKH — 2 HEJCIIH.

ba3pl mpakTHK MOJDKHBI OTBEYaTh CIEAYIOIIUM TPeOOBAHHSIM:

COOTBETCTBOBATH MPOQHITIO IIOATOTOBKY MarucTpa,

pacrnonarath KBaJM(DUUIUPOBAHHBIMHM KaJpaMu Ui PYKOBOJCTBA IIPAKTUKOM.

Omnpenenenne 0a3 MPaKTHKA BO3JAraeTcss Ha BBITYCKalOMIylo Kadeapy, KoTtopas
TOTOBUT JIOTOBOPBl O COTPYIHHMYECTBE C OpPraHU3aLMAMH (YUPEXKICHUAMH, NPEANPUATUIMU) U
porpamMMy MPaKTUKU O COOTBETCTBYIOLIEMY HAIPaBIICHHUIO.

C oObeKkTaMH MPaKTHKH 3aKJII0YAIOTCS JJOTOBOPBI, B COOTBETCTBUHU C KOTOPHIMHU CTYAEHTHI
HAINpPaBJSIFOTCS HA MPAKTUKY. MOTYT 3aKIII0YaThCsl MHAMBUIYaIbHBIe ToroBOphl. Kadenpa moxer
HAMpaBJsITh CTYIEHTOB Ha 0a3bl NMPAKTUKU MO MUChbMaM MPEINpUSATHN WM OpraHu3alui, Ha
KOTOPBIX Pa0OTAIOT CTYIEHTHI 320YHOM (OPMBI O0YUEHHUS.

IIpakTHKa MPOBOAUTCS BO BTOPOM CEMECTpE IOC]e Cayd CECCHM B COOTBETCTBHUHU C
rpadukomM yueGHOrO mporecca.

2.6. Komnerenuuu ody4aomuxcs, popmMupyembie B pe3yJibTaTe NPOX0KIeHU
NPOM3BOJACTBEHHON NPAKTHKH

[Iponecc mpoxoXkaeHUs MPOU3BOJACTBEHHON NPAaKTUKU (MPAKTUKH IO TOJY4YEHUIO
npodeccuoHaIbHBIX YMEHUN M OMNbITa NpOo(ecCHOHAIBHOM AEATENbHOCTH) HaNpaBieH Ha
dbopMHUpOBaHUE PIIEMEHTOB CIEAYIOMMNX KoMIeTeHIIu ¢ yueTtom TpedoBannit ®I'OC BO PO
[0 HampaBileHU0 noArotoBku 46.04.02 JlokyMEHTOBEJEHHE M apXUBOBEICHHE, B
COOTBETCTBMM C OCHOBHOH o0Opa3oBaTeNpHOM  MporpaMMoOd  BBICIIErO0  0Opa3oBaHUs
HanpasyieHus: noArotoBku 46.04.02 JlokyMEHTOBEIEHUE U apXUBOBECHUE:

a) oowexkynomypuuix (OK):

CIIOCOOHOCTBIO K a0CTPaKTHOMY MBIIUICHHIO, aHanH3y, cuHTe3y (OK-1);

TOTOBHOCTBIO JIEWCTBOBAaTh B HECTAHAAPTHBIX CHUTYyallUsiX, HECTH COLHUAIBHYIO H
ITUYECKYI0 OTBETCTBEHHOCTH 3a MpuHsTHIe pernenus (OK-2);

TOTOBHOCTBIO K CaMOpPa3BUTHIO, CaMOpeaIn3allid, HCIOJIb30BAHUIO TBOPUYECKOTO
norennuana (OK-3);

0) oowenpogeccuonanvuvix (OIIK):

TOTOBHOCTBIO K KOMMYHMKAllUM B YCTHOW W NHCbMEHHOH (opMax Ha PYCCKOM U
WHOCTPAHHOM SI3bIKaX JUIsl pelieHus 3a1a4 npodeccuonansuoi aesteapuoct (OI1K-1);

TOTOBHOCTBIO PYKOBOAMTH KOJUIGKTUBOM B cdepe cBoeil mpodeccuoHaaIbHON
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JeSITeIbHOCTH, TOJIEPAHTHO BOCIIPHHUMAS COIMAJbHbBIC, 3THUYECKHUE, KOH(ECCHOHAIbHBIC U
KynsTypHbIe pasiauuus (OITK-2);

CIOCOOHOCTBIO K MPO(ECCHOHANBHON SKCIUTyaTallkd COBPEMEHHOTO OOOpYIOBaHUS H
npuOOpoB (B COOTBETCTBUH C LEISIMH MarucTepckoii mporpammsi) (OITK-6);

CMOCOOHOCTBIO  AHAJIM3MPOBATH OCHOBHBIC IMOJIOKEHHSI W METOJbl COLMANbHBIX,
TYMaHUTapHBIX M HIKOHOMUYECKMX HAyK, HCIOJIb30BaThb HMX IPU PEIICHUU COLMAIBHBIX U
npodeCCHOHANBHBIX 3ajad, aHAJIM3UPOBATh COIMAJIBHO-3HAYUMbIE NPOOJIEMbl W TPOLECCHI
(OIIK-7).

TOTOBHOCTBIO CaMOCTOSATENBHO PadOTaTh ¢ HMCTOYHMKAMU WH(POpPMALKH, HEMPEPHIBHO
COBEPILECHCTBOBATh YPOBEHB MpodeccroHansHoi moarorosku (OITK-8);

CIOCOOHOCTBIO BJIAJETh HABBIKAMM MTOMCKA MUCTOYHHKOB U JIMTEPATYPHI, UCIIOIb30BAHUS
IPaBOBBIX 0a3 JaHHBIX, COCTaBJICHUs OnOIHorpaduIeckux u apxuBHbIX 0030poB (OITK-9);

8) npogpeccuonanvnuvix (I1K):

HAYYHO-UCCNe008aMENbCKAA 0eAMENbHOCHb:

BJIaJICHHEM MPO(ecCHOHANBHBIMUA 3HAHUSMH OCHOBHBIX MPOOJIEM TOKYMEHTOBEICHUS U
apxuBoBeaenus (11K 1);

MOHWMAHUEM CYITHOCTH MPOIIECCOB, MPOUCXOAANINX B OOJACTH JOKYMEHTOBEACHUS U
apxuBoBeaenus (11K 2);

BBISIBIICHHEM TEHJICHIIMH Pa3BUTH MH(OPMAIIMOHHO-IOKYMEHTAIIMOHHOTO 00eCTIeYeHNUs
yrpasienus u apxusnoro jaena (IIK 5);

MEXHON02UYeCKaA 0eAmMeIbHOCHIb:

CIIOCOOHOCTBIO ¥ TOTOBHOCTBIO ~ COBEPILCHCTBOBATH TEXHOJIOTUH  JIOKYMEHTAIIOHHOTO
o0ecrieyeHus1 yIpaBIIeHHs U apXHUBHOTO Jiena Ha Oa3e ucrosb3oBanms cpectB aBroMarmsanyi (11K 10);

BJIaJIcHHEM METOAaMu 3aiuThl nHpopmanuu (TTK-11);

OpP2AHU3AUUOHHO-YRPAGIEHYECKAA 0eAMENbHOCHb:

BJIaJICHUEM TEXHOJIOTHUAMH PECTaBpalliu U KoHcepBamuu 1okymenTos (ITK-12);

CIOCOOHOCTBIO M TOTOBHOCTBIO CO37[aBaTh W BECTH €IWHBIC (KOPIIOPATHBHBIE) CUCTEMBI
JOKYMEHTAIIMOHHOTO0 00ecreueHus] YNpPaBICHUs M apXUBHOIO XpaHEHHsS JIOKYMEHTOB B
opraHu3anuu Ha 6a3e HoseWmux TexHoioruit (11K 13);

CIOCOOHOCTBIO U TOTOBHOCTBIO OPraHM30BBIBaTh PAaOOTy CIY>KObI JOKYMEHTALMOHHOTO
oOecrnieueHus ynpasiaeHus U apxuBHoi ciyxO0bl (1K 14);

CIOCOOHOCTBIO M TOTOBHOCTBIO pa3pabaThiBaTh HOPMATHBHBIE aKThl U HOPMATHBHO-
METOJMYECKHE JIOKYMEHTHI (TIOJIOKEHUSI, WHCTPYKIMH) IO BEICHHUIO JOKYMEHTAIIHOHHOTO
obecrnievueHus ynpasieHus u apxuBHoro jaena (I1IK 15);

BJIaJICHUEM 3aKOHOJATEIIbHOW U HOPMAaTUBHO-METOIUYECKON 0a30i TOKYMEHTAIMOHHOTO
oOecrieyeHHs YIpaBJICHHUs M apXUBHOTO JieJla, CHOCOOHOCTBIO OPUEHTHPOBATHCS B MPABOBOM
6aze (I1IK 16);

BIIQJICHUEM HOpPMaMH Y HaBbIKaMd pabOTBl € JOKYMEHTaMH, COAepKalluMU
rocy/apcTBeHHbIe ¥ nHbIe BB TaitH ([TK-18);

NPOEKMHAA 0eAmenbHOCHb:

BJIAJICHUEM TIPUHIMIIAMH W METOJaMH YIOPSJIOYEHHUS COCTaBa JIOKYMEHTOB U
nH(popManoHHbIX okazareneit (I1K-22);

BJIQJICHUEM TIPUHIMIIAMH OPTaHU3alUM CIY)KO JOKYMEHTAI[MOHHOTO oO0ecredeHus
ylnpaBiieHus 1 apxuBHoi ciyx0b1 (1K 23);

BJIa/ICHHEM METOJaMH ONTUMU3aLKU AJoKyMeHTornoTokoB (11K 24);

KOHCYITbMAUUOHHAA 0eAMEIbHOCHb:

CTIIOCOOHOCTBIO M TOTOBHOCTBIO KOHCYJIBTHPOBATH MPAKTUYECKHX PAOOTHHUKOB CITYXKO
JIOKYMEHTAITMOHHOTO 00ECTeueHHsl yIpaBIeHUs M0 BHIOOPY aBTOMATH3UPOBAHHBIX TEXHOJOTHH
JOKYMEHTAITMOHHOTO O0ECIeUeHus] yIpaBlIeHUs W apXWBHOTO Jena (M3 YHCiIa THUITOBBIX
nporpaMMHBIX poaykToB) (ITK-28);

CITOCOOHOCTBIO ¥ TOTOBHOCTBIO KOHCYJIBTHPOBATH MPAKTUIECKUX PAOOTHUKOB OpTraHHM3aIHiA
10 BOIIPOCaM JJOKYMEHTAIIMOHHOTO o0ecriedeHu st yrpaBieHus 1 apxusHoro jaena (I1K-29).
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B pe3ynbrate mpoxoxkaeHus IPaKTHKU 00yJaroIuecs JOJKHBI 3HAMb:

cnenuuky  yuapexacHus (MpeanpusaTHsi), B KOTOPOM TPOXOJIUT  TPAKTHKA,
0COOEHHOCTH  OpraHW3allMd €ro JEATENIbHOCTH, TMpaBWJa BHYTPEHHETO  paclopsIKa;
TEOPETUYECKHE M MPAKTUYECKHE OCHOBBI IOCTPOCHUS MOJeNed pa3BUTUS MNPEANPUATUS C
MPUMEHEHUEM KOMITBIOTEPHBIX CHUCTEM TMOAJCPKKH TPUHATHS YIPABICHYSCKOTO pEIICHHUS;
YpOBHU HH(OPMALIMOHHOTO OOECreueHusl yHpaBlieHUsl, OCHOBHBIE MPOOJIIEMbl B OpraHU3aluu
JIENIOTIPOU3BOJICTBA W APXMBHOTO  XPAHEHUS  JOKYMEHTOB, METOAMKY IOCTPOCHHS
MHOTOYPOBHEBBIX CHUCTEM YIPABIEHUS; COBpeMEHHbIE HH(OpMalnoHHbIe TexHooruu B IOY u
apXMBHOM JIeJIe.

ymembs:

y4yacTBOBaTh B  peajM3allid  OCHOBHBIX  HANpaBIEHUH  JOKYMEHTAI[HOHHOTO
oOecrieueHUs YOpaBICHUS YUpexXIeHUs (MpeanpusTus), HCHOJIb30BaTh BCIO CHUCTEMY €ro
TEXHHYECKUX CPEJCTB B 3TOH cdepe;

OpPraHHU30BBIBATH PAOOTy CHYKOBbl JTOKYMEHTALIMOHHOTO OOECIeueHusl YIpaBICHUS U
ApPXUBHOTO XPaHCHHSI JOKyMCHTOB;

OLIEHUTH AP (HEKTUBHOCTH HHPOPMAITIOHHON CUCTEMBI YIIPABICHHUS;

CaMOCTOSITETbHO OPUEHTHUPOBATHCS B MH(POPMAIIMOHHOH cpeie;

CaMOCTOSITENIFHO OCYIIECTBIISITh MOMCK U MOAOOp HeoOxonumoil mHpOpMaluu B cpeae
uH(popmanmoHHou TexHosoruu B JIOY u apxuBHOM Jiele;

enademp:

HaBBIKAMH PAOOTBHI C JIOKYMEHTaMH, MPHMEHSS pallMOHAIBHBIC TPUEMBI IIOMCKA, OTOOpa
U UCIONIB30BaHUS MH(OpMAIMK, MOKa3aTh CIIOCOOHOCTh pabOThl B HOBOM KOJUIEKTHBE;

HABBIKAMH HCIIOJIb30BAHUSI HOPMATHBHBIX IPABOBBIX JOKYMEHTOB B MPO(eCCHOHATBHOM
JeATeIbHOCTH;

MPaBWIAMH OPraHM3aIllH BCEX 3TarioB Pa0OTHI C APXUBHBIMH JOKYMEHTAMHU;

OCHOBHBIMHU TIOHSTHUSIMH, TIPUMEHSEMBIMU B IPOIECCE HCIOIb30BaHHUS WH(GOPMAIIMOHHBIX
texnosoruii B JIOY u apxuBHOM Jiene;

HaBBIKAMH TPUMEHEHHs] MH(QOPMAIIMOHHBIX TEXHOJOTWi mpu pemieHnu 3aaad B J1OY wu
ApXUBHOM JIEJIE;

COBpeMEeHHbIMU HH(OopMaIiMoHHbIMU TexHoNorusaMu B JIOY u apxuBHOM fere.

2.7. CTpyKTYypa U coep:KaHue NPOU3BOJACTBEHHON MPAKTUKH
CTpyKTypa npou3BOCTBEHHOI MPAKTHKHU

OOmas TpyJO0eMKOCTh TPOM3BOJICTBEHHON MPAKTUKH COCTABIIICT 3 3a4eTHBIX eauHUIlBI, 108
qacoB (Tabom. 2.1).

Tabnuya 2.1.
JTanbl NPAKTHKHA U BUAbI Y4e0HOM pa0d0Thl HAa IPAKTHKE
Buabl yue6Hoii padoThl Ha DopMbl
Ne Pa3nennl (3Tanbl) NpakTUKA NPaKTHKe, BKJIYas TeKYLIero
n/n CaMOCTOSITE/IbHYI0 padoTy "
CTY/ICHTOB H TPY10€MKOCTh NPOMEKYTOY-
(B yacax) HOT'0
= KOHTPOJIs
= g a : s P
= 2 =
= | §z2 | =82 |3 |%
= e E =24 = =
= T o &= = o o
] Eu: S = £ S g !
) ® | © 5 9 =2 g
= % = © 3 ; =) =
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& g = = a8 | g
3 Sw | 8
1 2 3 4 5 6 7 8
1 NHCTpyKTUBHOE COBEIIAaHUE U 3 CobecenoBa-
MOJIyYeHUE JOKYMEHTAIMU IS HHE
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1 2 3 4 5 6 7 8
TPOXOXKICHHS
NIPOM3BOJICTBEHHOH MPAKTHKH
2 Odopmienue  HEOOXOIUMBIX | 2 4 CobGecenona-
JOKYMEHTOB Ha 0a3e MpaKTHKH. HUE
[TpoxoxaeHre WHCTPYKTaXa IO
TEXHUKEe  OC30MacHOCTH U
OXpaHe TpyAa Ha HPEANPHUSITHH.
O3HakoMIIeHHE C TpaBUJIAMHU
BHYTPEHHETO TPYZOBOTO
pacriopsiika
3 Ananus JOKYMEHTAIIMOHHOU 6 9 12 CoOTBETCTBY-
Cpeabl PEATIPHUSITUS IOIIHIA pa3iet
JTHEBHUKA
MPAKTUKH
4 Ananus UH(POPMALMOHHBIX 6 9 12 CooTBeTcTBY-
CUCTEM U  TEXHOJIOTUH B IOLIHI pa3ie
JOKYMEHTAIMOHHOW cyk0e u JTHEBHUKA
ApXUBHOM JIEJIC TPEATIPHUITUS MPAKTUKH
5 [TpoexkTupoBanwue 6 9 12 CooTBeTCTBY-
UH(POPMALIMOHHOM CHCTEMBI IO pa3aen
OV u apxuBHOroO nena JTHEBHUKA
MPAKTUKH
6 [ToaroToBka o0miero ordera mo 6 Texcr
NPaKTUKE
7 Odopmienune 10KyMEHTOB T10 6 JIOKyMEHTBI
NPAKTUKE 10 MIPAKTUKE
8 3amuTa OT4YeTa MO MPAKTHUKE 6 3auér
auddepeHim-
POBAaHHBII
Hroro 108
CoaepikaHue IPaKTHKH
[TpousBoacTBeHHAS MpaKTHKAa  BKJIIOYACT  BBIOJHEHHWE  CIEAYIOMUX padoT:
3HAaKOMCTBO C OpraHu3aliel M ee CTPYKTYpOH; Ucclell0oBaHHE JOKYMEHTAIMOHHOW Cpejibl
MPEINPUATHS; W3y4eHUE OCOOEHHOCTEH co3MaHus W (POPMUPOBAHUSA YIPABICHUECKOU

JOKYMEHTAIlU B YCIOBHSX NPUMEHEHUS HH()OPMAIMOHHBIX TEXHOJOIMH, MPOEKTHPOBAaHUE
uHpopmanmonHod cucreMbl JIOY wu  apxuBHOro Jena; OBJIAJE€HUE COBPEMEHHBIMU
KOMITbIOTEPHBIMH TE€XHOJIOTUSIMHU CO3aHUSI TEKCTOBBIX, TAOJMUHBIX, IpaUUeCKUX JTOKYMEHTOB
u 06a3 TaHHBIX.

OCHOBHBIMU 3TaniaMy IPOU3BOJCTBEHHON NPAKTUKH SIBJISIFOTCSL:

1. Ananu3z 00KymenmayuoHHOI cpeobl NPEOnPUAMUL.

B nepBble IHM NPaKTHUKHM MaruCTPaHThI BBIIOJHSIOT CIEAYIOLIEE:

1.1. AHanu3 cucTemsl JOKYMEHTO000POTa Ha MPEANPUATHH:

UCCIIEI0OBAaHNE OPraHNU3allMOHHON CTPYKTYpPBI IPEANIPUATHS;

BbICJICHUE W3  OPraHU3alMOHHON  CTPYKTYpbl  MOApA3JIEeHHUI,  OTIENbHBIX
UCTIOJIHUTEJIEH, KOTOPBIE OTBEYAIOT 3a MPOLIECC JOKYMEHTO000pOTa Ha PEANPHUATHH;

ornpesiefieHue MOJAYMHEHHOCTH BBISIBICHHBIX TOJPA3AEICHU W pasrpaHUueHue HX
(byHKLUH 0 BUIaM POU3BOAMMBIX padoT;

(dhopMHpOBaHNE COOTBETCTBYIOIIEN MOJIENH JOKYMEHTOO00pOTa Ha IPEAIPUITHH;

Ha mnepBoM »Jrame cienyer ONpeAeIuTb OCHOBHBIE MOJAPA3JENICHUs, OTAEIbHBIX
UCIIOJIHUTEJIEH, KOTOPBIE OTBEYAIOT 3a MPOLECC JOKYMEHTO000pOTa Ha IPEANPUATHH.
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[Tocre BBISIBICHHS CEKTOpa, OTBETCTBEHHOTO 3a JOKYMEHTOOOOPOT Ha MPEANPHITHH,
HEO0OXOIUMO BBISIBUTDH NMOJAYNHEHHOCTD MOAPA3JICICHUN CEKTOpa U pa3MexeBaTh X PYHKIIHUU 110
BUJaM TPOM3BOJUMBIX PA0OT W Ha OTOW OCHOBE CHOPMHUPOBATH HMMEIONIIYIOCS MOJIENb
JIOKYMEHTO000pOTa Ha MPEANPUITHH.

Bocrnonbs3oBaBmumch OpraHuU3allMOHHON CTPYKTYpOM MNPEAIpHUSATHS CIEAYET COCTABUTH
0JIOK-CXeMy B3aMMOJIEUCTBHSI BCEX MOJpa3AeNieHUil C MOoApa3/eleHUsIMH, OTBETCTBEHHBIMH 3a
JOKyMEHTOO0OpOoT Ha mpennpusaTuu. [locie 3Toro HEOOXOAMMO TOKa3aTh CXEMY JBHKEHUS
JIOKYMEHTOB MEXY MOAPa3/ICICHUSIMH.

1.2. AHanu3 CTpyKTypbl TOKyMEHTOO00pOTa HA IIPEAIPUATHH:

TPYNNUPOBAHUE JOKYMEHTOB TMPEANPUATHS IO MPU3HAKY JIOKYMEHTAllMOHHOTO
obecrieueHus ynpasiaeHus (BXoIdIIKe, UCXOSAIIUE, TPUKA3bI U Ap.).

IPpYNNUPOBAaHUE  JOKYMEHTOB  HPENNPHUSATHS 1O  MOJpPAa3AeiCHHUsIM  COTJIACHO
OPTaHHU3AIMOHHON CTPYKTYPBI IPEAIPUITHS U UX aHAIIH3;

IPYNIUPOBAHUE TIOKYMEHTOB MPEINPUITHS VISl BBISBICHUS CE30HHOCTU M UX aHAJU3.

Ha BTOpoMm 3Tarie BBITIOIHIETCS aHAIU3 CTPYKTYPhI IOKYMEHTOO00POTa MIPEATPUSITHS.

Breimonusiercss rpynnupoBaHHE JIOKYMEHTOB [0 TPU3HAKY JOKYMEHTAllMOHHOIO
o0ecrnieuyeHus:

BHYTpPEHHHUE JTOKYMEHTHI (Harp., PUHAHCOBBIE U CIIY)KEOHBIE);

AJId BBIABJICHUA IJUHAMHWKH  JIBHIKCHHA OJOKYMCHTOB —  OHNPCACIIAIOT TEMIIBI POCTa
BXOIAIIHUX, UCXOAAINUX U BHYTPCHHUX JOKYMCHTOB 3a OHpe,Z[CHCHHBIﬁ Mepuoa;
o mnmoApasacCiaCHUusAM —  IJid BBIABJIICHUS, KaKUC U3 HOI[pa?,IleJIeHI/Iﬁ 0oJIbIIIE BCEro

3arpykarT JOKyMEHTOO0O0pOT;

BBITIOJTHUTH aHATN3 JOKYMEHTOB 10 KATETOPHSIM.

2. Ananu3 uH@opmayuoOHHBIX cucmem u MexXHOI02Ull 8 OOKYMEHMAWUOHHOI CIyHcoe
U apxueHom oene:

aHaJlM3 M ONHUCAaHHE WMEIOIIMXCS HMH(POPMAIMOHHBIX CHUCTEM U TEXHOJOTHH B
JIOKYMEHTAIMOHHOM ciTyk0e, 0a3 TaHHBIX;

aHallM3 U OMHUCAHHE MUMEIOIINXCS MHPOPMAIIMOHHBIX CUCTEM TEXHOJOTHH B apXHUBHOM
nene, 6a3 TaHHBIX.

3. Ilpoekmupoeanue ungpopmayuonnoui cucmemot /[0Y u apxuenozo dena

3.1. OnTuMuzamusi B3aUMOJECUCTBUS TOJAPA3CIECHUNA COTJIACHO HMEIOMIEHCS MOJIENH
JOKYMEHTO000pOTa Ha MPEANPUITHH:

WCCJICJIOBAaHNE OPTaHW3AI[MOHHBIX CTPYKTYp MPEANPHUATHS OTHOCHUTEIHHO JBHUKCHHS
BXOJISAIINX, UCXOASIINX U BHYTPEHHUX TOKYMEHTOB;

dbopmupoBaHre U TPOpadOTKa KAPTOUKU-AaHKETHl CBsI3ed BCEX TOJpa3JeieHUH,
BKIIIOUEHHBIX B  KaXJbIH BHJ  CIPOCKTHPOBAHHOW  CTPYKTYpPhl  OpPTaHU3AIIMOHHBIX
B3aNMOJICHCTBHH;

aHanmu3 2(GGEKTUBHOCTH CBsA3eM MO KaXAOMY W3 BHJAOB CIPOCKTHPOBAHHON
OpPraHU3alMOHHON CTPYKTYPHI;

UTOTOBAs OlIEHKA pa3pab0OTaHHBIX MEPOIPHUATHI U aHAIN3 BO3MOXKHOCTH UX PEalU3alllu.

Ha mamHOM »9JTame  BBITIOJNHSETCS  «BHYTPEHHEE» MPOCKTUPOBAHHE  CHUCTEMBI
JIOKyMEHTO000pOoTA.

Jlnst mocTpoeHust MoJend (PYHKIIMOHUPOBAHHUS CHCTEMBI W TIOJYYCHHS PE3yJIbTaToB,
ONMM3KUX K ONTHMAaJbHBIM, CIIEyeT OpTaHW30BaTh palHoOHAIbHOE U  AP(PEKTUBHOE
B3aUMOJICCTBHE UMEMMXcs mnpoueccoB. C  3ToM  1Enbl0  CIEAYeT TNPOBECTH TaKHe
MEPOTIPHSITHS:

Onpenenuth UEPaApXUUYECKYI0 TOJMYHHEHHOCTh TMPOIECCOB M IOCIIENOBATEILHOCTh BO
BPEMEHH UX B3aUMOJICHCTBUSI.

PazpaboTtaTe CTpyKTYypy B3aMMOJEUCTBHUS MEXIY MOIPA3ACICHUSIMU HAa OMpPeaeeHHbIN
CPOK.

OmpenenuTh KpUTEpUN KadecTBa padOThl cUcTeMbl. OmpenennuTh PEUTHHT KaKJI0TO U3
KpUTEPUEB KauecTBa.
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3.2. Pa3zpabotath npoekt cucremsl JJOY 1 apxuBHOTO Aena Ha IPEANPUATHH.

Ha nannom stane Heo6xoaumMo paspadoTtaTs mpoekT cuctemsl JJOY 1 apXuBHOTO J1ea Ha
OPEIIPHUATHH C Y4€TOM HWH()OPMAIIMOHHBIX IIOTOKOB.

4. Ananu3z oxpanvt mpyoa ¢ ompaciu:

U3Y4YUTh HOPMATHUBHBIE JIOKYMEHTHI 110 OXpaHEe TpyJa B OTPaciu, K KOTOPOW OTHOCUTCS
HOPEINpPUITHE U COCTOSHHUE OXPaHbl TPyJa Ha CaMOM HPEINPHUITHH U KOHKPETHO Ha paboyem
MECTE.

5. Ogpopmnenue onesHuka u omuema no npaKmMuKe.

2.8. Odpa3oBaTe/ibHbIE, HAYYHO-HCCJIE0BATEIbCKIE H HAYYHO-TIPOU3BOICTBEHHbIE
TeXHOJOTUH, UCII0JIb3yeMble HA MPAKTUKe

[IpakThkKa sBISETCS HEOThEMJIEMOW YacThblO yueOHOro Mpollecca, OHAa COCTOUT U3
HECKOJBKIX KOMIIOHEHTOB:

1) mnpuoOpereHHe HaBBIKOB Ha paboYeM MeCTe B CTPYKTYPHOM MOJpa3ieicHUH
OpraHu3aIy (TEXHOJIOTHYECKas ACSTEIbHOCTD);

2) aHanM3 CYIIECTBYIOIICH MPAKTHKH BEACHHS JCIONMPOU3BOICTBA B TOW OpPraHU3aIliH,
B KOTOPOU MPaKTUKa MPOXO0IUIIACh (aHAIUTUYECKAs ICSITEIIbHOCTD);

3) paspabotka, (OpMYyIHPOBKAa PEKOMEHAAIMI 10 coBepiieHcTBOBaHUO J[OY
(mpoekTHast 1eATeNbHOCTD);

4) aHamu3 WHGOPMAIMOHHBIX TIOTOKOB M HWH()OPMAIMOHHOTO B3aWMOJCUCTBHS B
OpraHu3aIiy; y4yacTue B pa3paboTKe HOPMATUBHO-METOJAMYECKUX JIOKYMEHTOB, aKTOB (TIpaBuI,
nepeyHeil cayKeOHBIX TOKYMEHTOB, MOJIOKEHHUM, MHCTPYKIUH, Tabenel, mpuMeHsIeMbIX (opM
JOKYMEHTOB M Jp.) MO JOKYMEHTAIIMOHHOMY OOCCIEYCHHUIO YIPABICHHUSA, Yy4acTUE B
MyOIMKATOPCKOM M BRICTABOYHOM paboTe; MOArOTOBKA CIIPABOYHO-TIOMCKOBBIX CPEACTB, Y4acTHe
B COCTaBJICHUM OTYETOB I10 HAYYHO-HUCCIEIOBATEIBCKOM W METOJUYECKON pabore (Hay4dHO-
UCCIIEIOBATENbCKAS JEATEIIBHOCTD ).

2.9. Y4yeOHO-MeTOAMYeCKOe ofecrevyeHne cCaMOCTOsITeJIbHOIH padoThl CTYIeHTOB Ha
NpaKTHKe

Bo Bpems mpoxoxaeHHs MPOU3BOJCTBEHHON MPAKTUKM OONbIIOE 3HAYCHHE HMEET
camocTosiTeNlbHas padoTa CTYAECHTOB, IIOCKOJIbKY TIpaKkTHKa SIBISETCS OJHMM U3 D3TalloB
HNOJArOTOBKM MAarkucTpoB M0 HampaBieHuto mnoarotoBku 46.04.02 JlokymeHTOBeleHHE U
apXMBOBEJICHHUE.

CamocrosaTrenbHas paboTa CTYAEHTOB B XOJi€ MPOXOKIECHUs NMPAKTUKMU HaIpaBjieHa Ha
KauyeCTBEHHOE OCBOEHUE M CHUCTEeMaTHU3alMI0 MOJIY4YEHHbIX 3HaHWM, HUX yrioyOsleHue |
paclIipeHre Ha OCHOBE aHAJIM3a BBIIIOJIHEHNUS JEJIONPON3BOACTBEHHBIX ONIEpalliii B KOHKPETHON
opranuzanuu. GopMupyeTcsi yMeHUE MONTY4YeHUs 3HAHWW Ha NMpakTUke (B NpodecCHOHaIbHOU
JeSITeIbHOCTH) U 3aKPEIUIAIOTCS MPAKTUYECKHE HABBIKM CTYIEHTOB. AKTUBHO pa3BUBAIOTCS UX
MO3HABATEJIbHBIE CIHOCOOHOCTH, CaMOCTOSITENIbHOCTh MBIIUIEHHS, CIIOCOOHOCTh K Hay4yHO-
UCCIIEIOBATEIbCKOW paboTe, HABBIKM MEXJIMYHOCTHBIX OTHOIIEHHH, MOCKOJIBKY CTYAEHTHI
AKTUBHO BKJIIOYAIOTCSI B KOMMYHUKAIIUU C COTPYJHUKAMU OpPTraHU3alMM, ydaTcsl MOIUUHSATHCS
IIpaBWJIaM BHYTPEHHETO PacloOpsAIKa U APYTUM KOPIIOPATUBHBIM aKTaM.

2.10. KanennapHbiii rpa¢guk NpoxokaeHUus: IPAKTHKH

VYuuTteiBas, 4To CTYACHTHI MOJy4YalOT Ha3HAYeHHE Ha pa3HOOOpa3Hble 0a3bl MPAKTUKH,
KOTOpBIE OTJIMYAIOTCSI BHJIOM JI€ATEIbHOCTH, OPraHU3allMOHHOM CTPYKTYpOH, B KaXIOM
OTJIEIbHOM Cllydae KaJeHAapHble rpaduKu JOJKHBI pa3padaThiBaThCs B MEPBbIE THU MPAKTHKU
PYKOBOJIUTENSAMH OT Kadeapbl U 6a3bl NPAKTUKU C YYaCTHEM CTYACHTOB.

OO0001IeHHbIN  KaJeHAapHbId IpaduK TPOXOXKAEHHUS TPOU3BOJCTBEHHOM MPAaKTUKHU
npuBefieH B Tabn. 2.2. OH cocTaBlieH MCXOJ M3 TOrO, YTO COIJAacHO Y4eOHOMY IIIaHa
MOATOTOBKA MAarucTpoB II0 HampaBleHHI0 noArotoBku 46.04.02 JloOKyMeHTOBEIEHHE U
apXUBOBEICHHUE)» IIMTEBHOCTD PAKTUKH COCTABIIAET 2 HEIEIN.
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Tabauya 2.2
KasennapHo-remaTtuyecKuil JIaH U rpauk NpoXoKIAeHUs NPAKTHKHA
Ne
KonunuectBo
Buibl BbIONHSAEMBIX pabOT KaJICH/IapHBIX
pabouux JaHEH
1 2 3
1 WHCTpYKTUBHOE COBEIIAHUE U MOJY4YEHHE AOKYMEHTALMH JUIs 05
POXOXKACHUSI TPOU3BOJICTBEHHOM MPAKTUKU ’
2 Odopmiienne HEOOXOIUMBIX JOKYMEHTOB Ha 0a3e MpaKTHKH.
[TpoxokaeHre HHCTPYKTaXka MO0 TEXHUKE 0€30IaCHOCTH U OXpaHe
Tpyda Ha npeanpusatud. O3HaKOMJIEHME C  [IpaBUJIaMU 05
BHYTPEHHEr0  TPYAOBOTO  pacmopsiika.  3HAaKOMCTBO  C ’
OpraHM3alMel M  HU3y4EHHE OpraHU3alMOHHBIX JIOKYMEHTOB
OpraHu3aluu
4 AHanu3 JOKYMEHTAllMOHHOM CpeJibl IPeANpUsTUs
5 AHanu3  uUHGOPMAIMOHHBIX  CHUCTEM M TEXHOJOTHUH B 9
JIOKYMEHTAIlMOHHOH CI1y>k0€ ¥ apXUBHOM JIeJIe IPEAIPUITHS
6 [TpoextupoBanue nHpopmMaonHoil cuctemsl JJOY u apXxuBHOTO 3
Jienna
7 [ToaroroBka o0mIero or4yera 1o MpakTUKE 2
8 OdopmieHne TOKyMEHTOB O MPAKTUKE 1
9 3ammTa oT4eTa Mo NPaKTUKE 1
Bcero 12
2.11. Y4eOHO-MeTOAMYECKOE H HH(POPMALIMOHHOE 00eceueHrne MPAKTUKHU
2.11.1.PekoMeH/I0BAHHAS JTUTEPATypa
Ne HanmenoBanue Koxa-Bo Hanu4yue
n/n IK3EMILIAPOB | JJIEKTPOHHOM
B OulJmoTeke BEpPCHHU B
JonHY 9bC
OcHoBHas JInTEpaTypa
1 | YuebHo-MeTOAMUECKOE MMOCOOHE IO MPOXOKICHUIO 0 +
MpPaKTUK JJIsl CTY/JAEHTOB HAaNpaBiI€HUs MOJATOTOBKU
46.04.02 JIOKyMEHTOBEIIEHME U apXUBOBEICHHUE
(Maructepckas mporpamma) [IeKTpOHHBIN pecypc]
y4eOHO-METOINUECKOe nocobue / H. II.
[Tonomapenko, H. E. Mamenko, . B. ®unarosa ;
roy BITIO «JloHenkui HaIlMOHAJbHBIN
YHHUBEPCHUTET. — MHorenx: JAOHHY, 2019. -
OnexTpoHHbIe AaHHbIe (1 daiin).
2 | Taiinaps, E. B. OcHOBBI METOJOJIOTMH M METOIbI 0 +
HAay4YHBIX HCCIEIOBaHUM [DNEKTpOHHBIN pecypc] :
yuebHoe mocobue / aBT.-coct.: E. B, Taiinaps,
H. E. Mamenko, E. A. Mutpoxuna,
H. III. ITonomapenko, . B. ®unarosa ; 'OY BIIO
«/loHEenKuii  HallMOHAJIBHBIA  YHHUBEPCHUTET».  —
Honeux: JOHHY, 2019. — Dnekrponnsie ganusie (1
daitm).
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latimapp, E. B. MenemkMmenT B wH()OpPMAIMOHHO-
JOKYMEHTAIMOHHON JICSATENIbHOCTU [DIEeKTPOHHBIN
pecypc] : yuebnoe mocodbue / E. B. TI'aitmaps, E. A.
Mutpoxuna ; 'OY BIIO «/loHenkuii HaiMOHaIbHBIN
yauBepcuret». — MHoumenk : JOHHY, 2019. —
Onextponnsie qaHHbIe (1 Qaiin).

AHJIpUEHKO, B. H. MHoroypoBHEBBIE
WH(QOPMAIIMOHHBIE CHUCTEMBI [DIEKTPOHHBINH pecypc]
: yueoHoe mocobue / B. H. Aaapuenko ; 'OV BIIO
«JloHEe KM HAUWOHAJIbHBIA  YHUBEPCHUTETY. -
Hownenk : JJIOHHY, 2019. — DnekTponubie nanubie (1

¢aiin)

CpinkoBa  E. M. [IpaBoBbIE =~ OCHOBBI B
npodeCCUOHANBHONW  JEATENbHOCTH [ DIEeKTPOHHBII
pecypc]: yuebHoe  mocobue  / aBT.-COCT.:
E. M. CrinkoBa; roy BIIO «JloHeukuit
HallMOHaNbHBIN yHUBepcuter». — Joneuk: JJOHHY |
2019. — Dnexrponnbie ganubie (1 daiin).

I[OHOJ'IHI/ITQJILHQH JuarTepar

ypa

Jlenonpous3BoACcTBO  :  0o0paslpl,  JOKYMEHTHI,
opraHuzanus u TexHoyiorus padotsl / [B. B. I'anaxos
u ap. ; nox pen. U. K. Kopueesa, B. A. Kyapsiesa]. —
N3n. 3-e. — Mockaa : [Ipocnekrt, 2015. — 479 c.

Martgienko, O. B. OcHoBu opranizaiii eJIeKTpOHHOTO
JOKYMEHTOO00Iry : HaBY. moci6. s cryn. By3iB / O. B.
Martsienko, M. H. Husin. - K. : Ilentp yuboBoi n-pu,
2008. - 110 c.

[Tanexa, FO. 1. JlokyMeHTyBaHHS B MiJINPUEMHULIbKII
chepi (31 3pa3kamMHM Cy4acHMX JOKYMEHTIB) : HaBY.
noci6. mig Buml. Hasy. 3aki. / 1O. I. Ilamexa. — Kuis :
Jlipa-K, 2010. — 509 c.

20

Xopommunos, A. B. Ynpasienue uHpOpMalmoOHHBIMU
pecypcami : y4eb. Uit By30B 110 HAIIPABIEHUIO MOATOT.
u cneruanbHoct "llpuxn. uadopmaruka (mo o6m1.)" /
A. B. Xopommnos, C. H. CenerxkoB, H. B.
Huenposckas ; Ilox pen. A. B. Xopommnnosa. — M. :
®dunaHcw U ctatucTuka, 2006. - 272 c.

Hepnozmqeclme H3JaHUA

10

HenonpousBoactso. — 2007 — . — Mocksa. : JlenoBbie
kommyHukanuu, 2007 — 2007, Nel—4; 2008, Nel—4;
2009, Ne1—4; 2010, Nel; 2011, Noe3—4; 2012, No1-4.

91

ONoaRwWME

2112 UndopmanoHHbie pecypchl

WNndopmanmonno-npasosoii moptai TAPAHT. http://www.garant.ru
Komnanusa «Koncynerantllntocy. http://www.consultant.ru
JlenonpousBOACTBO Ha KoMmmbioTepe. http://www.delcomp.ru

HenonpousBoactso+. http://www.delpro.narod.ru

DneKTpOHHBIN JOKyMEeHTo0o0opoT. http://www.directum.ru

DnexTpoHHbIN yHHBepcuTeT. OOpasoBarenbHblid moptan TT'Y. hitp://www.edu.tsu.ru

I'moccapuwii. http://www.glossary.ru
KynpTypa nuceMenHoi peun. http://www.gramma.ru
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9. CnpaBouno-unpopmanuonueiii moptai FPAMOTA.PY. http://www.gramota.ru
10. Crynenyeckuii moprai. http://www.nuru.ru

11. DyieKTpOHHBIN MarasuH cranaapToB. http://www.standards.ru
12.Koncantunroas rpynmna «Tepmukay. http://www.termika.ru

2.11.3.IlporpaMmmMHoe o0ecrieyeHne
1. Windows 7 PRO (xoprioparuHas suiensus JOHHY Ne 46484614)
2. Microsoft Office (kopnoparuBnas nutiensus JJOHHY Ne 46472919)
3. Microsoft Visual Studio (muuen3ust nporpammbel DreamSpark st BeicHInx y4eOHBIX
3aBECHUI)
4. Anruupyc Kacnepckoro, Adobe Acrobat Reader, XPDF (nuuensun GPL, Apache,
BSD mi1st cB0OOOAHOTO MPOrpaMMHOTO OOECIICUCHHUS).

2.11.4. MaTepuajibHO-TEXHHYECKOe o0ecrieueHne MPaKTUKH

[Tpu mpOX 0K ICHUH TPOU3BOJICTBEHHON MPAKTUKH CTYICHTHI UCIIOJIB3YIOT:

y4eOHYI0 J1abOpaTOpHUIO MMl MPOBEIEHUS MPAKTUYECKUX M J1a0O0paTOPHBIX 3aHATHM,
TPYNIOBBIX W WHAMBUAYAIBHBIX KOHCYJIBTAlMH, TEKYIIETO0 KOHTPOJS W IMPOMEKYTOUHOU
aTTecTaluu, JUIsl CaMOCTOSTEeNbHOM paboThl oOyuaromuxcs (ayn. Ne 206 a, r. Jlonenk, yi.
YemrockuHIles, 1. 198a), ocHalleHHYI0 KOMILIEKTOM yueOHOoM Mebenu Ha 20 mocai0uHbIX MECT,
KOMIUIEKTOM pabodero Mecrta MmpernojaBaTelis, MeJIOBOH JOCKOH, KOMIIBIOTEPOM B KOMILIEKTE (6
IT.);

YUTAIBHBIA 3aJ1 CIPABOYHO-OMOIMOrpaguieckoil HHPOPMAIIMOHHONW pabOThI IS
camocTosTeNbHON paboThl ooydatonmxcs (ayn. Ne 102, r. oneuk, mip. ['ypoBa, 6), ocHaIeHHbIN
KOMIUIEKTOM yueOHON Mebenu Ha 23 mocalouHbIX MecTa, KOMIIbIOTepOM B KoMIuiekTe (1 miT.);

yuTanbHbIN 3211 Ne 3 aBTopedepaToB M AUCCEPTAIHIA; IIOMEIEHHE TSI CAMOCTOSITETILHON
pabotel obOyuatomuxcs (aya. Ne 106: r. lonenk, mp. Teatpanpubiid, 1. 13), ocHaleHHBIN
KOMIUIEKTOM yueOHOH Mebenu Ha 50 nocajiouHbIX MECT, KOMIIbIOTEPOM B KOMILIEKTE (2 HIT.);

YUTaNbHBIA 327 No4 mepHoauvecKod JUTepaTyphl; MOMEIICHHE 7S CaMOCTOSATEIbHOU
pabotsl oOyuarommxcst (ayxm. Ne 19, r. Jlonenk, yin. YHuBepcuteTckas, 24), OCHaIIEHHBII
KOMIUIEKTOM yueOHOoU Mebenu Ha 31 mocaiouHoe MecTo, KOMIbIOTepoM B KoMIiekTe (1 miT.);

3aJ1 AJIEKTPOHHOW WH(GOpMAIMU JI CaMOCTOATENbHOW pPaboThl oOywaromuxcs (ayi.
Ne 104-a, r. Jloneuk, mp. I'ypoBa, 6), ocHalleHHBI KOMIUIEKTOM Yy4yeOHOW meOenu Ha 40
MOCaJI0YHBIX MECT, KOMITBIOTEPOM B KomruiekTe (14 mit.).

CTyneHThl pa3BUBAIOT HABBIKU MOMCKAa MH(OpPMAINH, HEOOXOAUMOMN I MPOXO0KICHUN
NpakTUKUA. ECTh JOCTYm K OCHOBHBIM WH(OPMAIMOHHBIM 00pa30oBaTelIbHBEIM pecypcam,
nH(pOPMaIMOHHON 06a3e TaHHBIX, BO3SMOXXHOCTh BBIX0/1a B UHTEPHET.

3.  TMPOMW3BOJCTBEHHAS MMPAKTHKA
(HAYYHO-UCCJIEJJOBATEJIBCKASI PABOTA)

3.1. Iesu Npon3BOACTBEHHOI MPAKTHKH (HAYYHO-HCCJIeI0BATE]bCKOI padoThl)

[lenpi0 MpOW3BOACTBEHHON NPAKTHKH (HAay4yHO-HCCIEI0BATENbCKOM paboThl)  SIBISETCS
OCYILECTBJICHUE CAMOCTOSITENIbBHOTO HAyYHOI'O  MCCIENOBAHUSA, 3aKPEIUIEHHE  IOJIyYEHHBIX
TEOPETUYECKUX  3HAHMH UM OBJAJeHHE NPAKTUYECKUMH HaBbIKAMH U OIBITOM HAy4YHOIO
UCCIIEI0BaHNSI.

3.2. 3axa4u NPON3BOACTBEHHOI MPAKTUKH (HAYYHO-HCC/IEI0BATEIbCKOI padoThl)
3aauamMy MPOW3BOICTBEHHON MPAKTUKU (HAYYHO-MCCIIEI0BATENLCKON padOoThI) SIBIISFOTCA:
1. TlomyuuTh ONBIT TMOWCKA, aHamM3a U O00OOLIeHUs HHPOpMALMK MO TeMe
JIMCCEPTALIMOHHOTO UCCIIEA0BAHMYS.
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2. TlomyyuTh ONBIT MPUMEHEHHS HAYYHBIX METOJIOB MCCIIEOBaHUS NpU 00paboTKe
UHGOPMAIIHH.
3. Tlomy4uTh NPAKTUIECKHHA ONBIT O(OPMIICHHS PE3YIIbTaTOB UCCIICIOBAHMSI.

3.3. MecTo npou3BoJACTBEHHOI MPAKTHKHU (HAYYHO-UCCJIEI0BATEIbCKOI padoThI)
B ctpykrype OII BITIO

[Ipon3BocTBEHHAs IpaKTHKa (Hay4HO-UCCIEA0BaTeIbCKas paboTa) oTHOCUTCS K biioky
2 «lIpakTuku, B TOM 4YHCJIE€ Hay4dHO-HccienoBareinbckas pabora (HUP)» u  saBmsercs
HEOTHEMJIEMON YacThi0 Y4eOHOrO TpOoIlecca M BKIIIOYACT B CceOs MPAKTHUYECKYIO MOATOTOBKY
CTYACHTOB MO HampaBieHUI0 NOoAToTOBKU 46.04.02 JIokyMEHTOBEJIECHHE W ApPXHUBOBEICHUE.
[TpousBojcTBEHHAs TpakTUKa (HAyYHO-MCCIIENOBaTeNIbcKas paboTa) peann3yercss Ha
dakynpTeTe MaTeMaTUK ¥ wHGopManuoHHbIX TexHonoruit 'OY BIIO «/IOHHY» kadenpoi
WH(OPMAIIMOHHBIX CUCTEM YIPABIICHUS.

CriocoOblI poBeIeHUs MPAKTUKK: CTallMOHAPHAs, BbIE3/IHAS.

[IpoxoxaeHn0 MPOU3BOJACTBEHHON TMPAKTUKU (HAYYHO-UCCIIENOBATEIbCKOM pabOThI)
NPEeIIIecTBYIOT H3y4eHHE H  OCBOCHHE CTyAeHTamMu aucuumiund  «MojearupoBaHue
yOpaBjieHUECKOW  aesTenbHocTH»,  «MHbDOpManmoHHbIE  CHCTEMBI B YIOPABJICHHUN,
«udopmanionHass  J1eATeIbHOCTh B TOCYAApCTBEHHBIX OpraHax M  YUPEXKICHUSIXY,
«MHpOpMaIIOHHBIC CUCTEMBI TTOIIEPIKKHA (DHHAHCOBOTO MEHEKMEHTA.

Pe3ynbrarel, mnonyyeHHbIE B XOJ€ MPOXOXKICHHS MPOU3BOJICTBEHHOW MPAKTUKH,
UCIIOJIB3YIOTCS TIPH MPOXOXKACHUU MPEAUIUIOMHON MPAKTUKA W HAMHCAHUM MarucTepcKon
JUCCEepTaIiH.

JlaHHBIN BHUJ TPAKTUKH CIMOCOOCTBYET 3aKPEIICHUIO U YIIIYOJICHHIO TEOPETHUYECKUX
3HAHUU CTYIEHTOB, IMOJIYYCHHBIX NpH OOYyUYEHUH, YMEHHUIO CTaBHTh 3aJauyd, aHAJIW3UPOBATh
MOJIYYCHHBIE pe3yJbTaThl M JieJaTh BBIBOABL [IpakThka momoraetr mpuoOOpecTH W Pa3BUTH
HABBIKM CAMOCTOSITEIbHON Hay4yHO-HCCIIEIOBATEIbCKOM pPa0OThl, MMeeT OOJNbIIOe 3HAYEHUE
JUISl BBITIOJTHEHUST MAarucTEpCKOM IMCCEepTallru.

[IpakTka HampaBleHa Ha MPHOOPETEHHWE MATUCTPAHTAMHU OIbITa pealu3aluu
AHAJTUTUYECKUX U HCCIEAOBATENIbCKUX 3a71ad, HEOOXOAUMBIX IS BBITIOJHEHUS MarucTepcKon
pabotel. OHa oOpHEHTHpPOBaHAa Ha (OopMHpPOBaHHE JIMYHOCTHBIX U MPO(HEeCcCHOHATBHBIX
KOMIIETCHIIMM, CBSI3aHHBIX C TPOBEACHUEM HAyYHBIX HCCIAEAOBaHUS, OQOPMIICHHEM U
myOIUKaIMell MOMy4eHHBIX Pe3yabTaToB.

OO6m1ast TpyI0€MKOCTh MPAKTUKHA COCTABISET 9 3a4€THBIX eANHMIL, 324 4acoB.

34.  Bwua, Tun npakTUKH, GOPMBI U CIOCOOHI €€ MPOBEAEHUS

Buj npakTuku — Npou3BOJCTBEHHAs MPAKTHKA.

Tun npon3BOICTBEHHON NPAaKTUKHU: HAy4YHO-UCCIIE0BaTENbCKas paboTa.

Crnoco0Osl poBeieHHs] TPOU3BOICTBEHHOM MPAKTUKU: CTallMOHApHAs; BbI€3HAS.

[IpousBoACTBEHHAs MTpaKTUKa (HAYYHO-UCCIIEI0BaTEIbCKas padoTa) MpoXoauT B (opme
y4acTusi B HAy4HO-HCCIIEI0BATEIbCKOM paboTe 6a3bl MPAKTUKH.

PykoBOACTBO  MpPaKkTHMKOM  OCYHIECTBIISIETCS: PYKOBOIOUTEIIEM  IPAaKTUKU  OT
BBINTyCKAOLIEH Kaeaphl; pyKOBOIUTENEM MPAKTUKU OT 0a3bl MPAKTHKH.

[Tpon3BoacTBEHHAs MpaKTHKA (HAYYHO-HCCIIEAOBATENbCKasi paboTa) OCYyIIECTBISETCS B
dopMe TPOBENCHUS PEATBHOTO HCCIEIOBATEIBCKOTO MPOEKTA, BBINOJIHAEMOTO CTYAEHTOM B
pamMKax TeMbl MarucTepckoil paboTbl C y4eTOM HAay4HbIX M MPaKTHUYECKUX HHTEPECOB U
BO3MOXHOCTEH 10/Ipa3/ieNeHuil, B KOTOPBIX OHA MPOBOJUTCSI.

3.5.MecTo 1 BpeMsl NpoBeeHUsI IPOM3BOJACTBEHHOI NMPAKTUKHU (HAY4YHO-
HCCJIe10BATEIbCKOI padoThl)
[Ipou3BoaCTBEHHAs] MpaKTUKa (HAy4YHO-MCCIEIOBaTeNbCKass paboTa) MPOBOAMTCA  Ha
BTOPOM KYpCE€ B TCUCHUH LICCTH HEACIIb IMOCJIC NU3YYCHHS TCOPETUICCKUX KYPCOB B COOTBETCTBHHU C
rpadukoM yueOHOro mporecca.
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[pakTrka MOXKET TPOBOAMTHCS HA BBITYCKAIOLIEH Kadeape, B HAYYHBIX IOJpa3/ICIICHUSIX
By3a, a TaKXke B OOIIE0Opa30BaTENbHBIX YUPESKIACHUAK, OHOIMOTEKaX, TOCYAAPCTBEHHBIX
apxXuBax WM apxXWBHBIX OTACIAX IIPHU OpraHax HUCIIOJIHUTEILHOU BJIaCTU, NOPCANPHUATUAX U
YUPSKICHHUSX, OCYIIECTBIISIOIINX HAYYHO-HCCICIOBATEIBCKYIO JICITEILHOCTh, HAa  KOTOPBIX
BO3MOKHO YTOYHCHUC MATCPUAJIOB, CBA3AHHBIX C BBLIITOJIHCHUEM Mar I/ICTGpCKOﬁ AuccepTanuu.

3.6. Komnerenuuu odyyawomuxcs, popmMupyemblie B pe3yJibTaTe NPOX0KIeHUs
NMPOU3BOJICTBEHHOI MPAKTUKH (HAYYHO-UCCJIEA0BATEIbCKON PadoThI)

[porrecc mMpoxoKIeHUsT MPOU3BOJICTBEHHON MPAKTUKHU (HAYIHO-MCCIIEI0BATENIHCKOM pabOoThI)
HarpaBJieH Ha (OPMHUPOBAHKE IIEMEHTOB CIICTYIONIMX KOMIIETCHIMNA ¢ yaeToM TpedoBanmii ®I'OC
BO P® no nanpasinenuto noarotoBku 46.04.02 JlokyMeHTOBeIEeHHWE U apXUBOBEJCHUE, B
COOTBETCTBUM C OCHOBHOH 00pa3oBaTeilbHOM  MporpaMMmol  BBICIIErO0  0Opa3oBaHUs
HarpaBieHuss noaArotoBku 46.04.02 loxymeHTOBEACHUE U apXUBOBEJICHUE:

a) oowexkynromypuwvix (OK):

CIIOCOOHOCTBIO K a0CTPaKTHOMY MBILUICHHIO, aHau3y, cuHre3y (OK-1);

TOTOBHOCTBIO JIGHCTBOBATh B HECTAHJAPTHBIX CUTYAIUSAX, HECTU COLUAIBHYIO M 3TUYECKYIO
OTBETCTBEHHOCTH 3a MpuHsThIe pemenus (OK-2);

TOTOBHOCTBIO K CAaMOpa3BUTHUIO, CaMOpeallu3alliy, HCIOJIb30BAaHUIO  TBOPYECKOTO
notenrmana (OK-3);

0) oowenpogpeccuonanvnuix (OIIK):

CIIOCOOHOCTh K CaMOCTOSITEIbHOMY OOYYEHHIO HOBBIM METOJAaM HCCIEIOBaHUS, K
U3MEHEHHIO HaydHOTo poduiist cBoei nmpodeccruonanbuoi nestensHoctr (OITK-3);

TOTOBHOCTBIO CaMOCTOSATENIbHO pabOTaTh C HWCTOYHMKAMH HWH(OpMALUH, HETPEphIBHO
COBEPIIIEHCTBOBATH YpOBEHb npodeccruonansioi moaroropku (OITK-8);

CIIOCOOHOCTBIO BJIAJIETh HAaBBIKAMHU IIOMCKA MCTOUYHHKOB U JIUTEPATYPbI, HUCIOJIb30BaHUS
IPaBOBBIX 0a3 JaHHBIX, COCTABJIEHHs OUOIMOrpapIecKiX U apxXuBHBIX 0030poB (OITK-9).

6) npogeccuonanbubIx (IIK):

HAyUYHO-UCCNIE006AMENbCKAA OAMETIbHOCHb:

BIIaJicHHe TpPO(eCcCHOHANBPHBIMUA 3HAHUSIMA OCHOBHBIX TIPOOJIEM JOKYMEHTOBEICHHS U
apxuBoBenenus (I1K 1);

MIOHUMAHUE CYIIHOCTH IIPOIECCOB, MPOUCXOIAMIMX B 00JACTHM JOKYMEHTOBEAEHUS H
apxuBoBenenus (11K 2);

BJIaJICHHE TIPHHIMIIAMU ¥ METOJIAMHU CO3/IaHHsI CITPaBOYHO-TIOMCKOBBIX CPEJICTB K apXUBHBIM
nokymertam (ITK-4);

BBISIBJICHHE TEHJCHIMHA Ppa3BUTUS WH(DOPMAITMOHHO-TOKYMEHTAIMOHHOTO 00eCTIeueHH s
ympasienus 1 apxusHoro zena (11K 5);

BJIaJIcHHE HaBBIKAMHU pedeprupoBaHUsI U aHHOTUPOBAHMS HAYYHOH JIMTEpaTyphl, HAaBBIKAMU
penakropckoii padotsl (ITK 6);

CITIOCOOHOCTH BBISIBIISITH W OTOMPATh JOKYMEHTHI ISl Pa3HBIX THUIIOB M BHIOB IYOJIHMKAIHA
(IK-7);

CITOCOOHOCTh aHATM3UPOBATH IIEHHOCTh IOKYMEHTOB C 1ienbio ux xpanenus (IT1K-8);

CIIOCOOHOCTh M TOTOBHOCTh BECTH HAyYHO-METOJMYECKYIO paboTy B TOCYJapCTBEHHBIX,
MYHUIMIIAIBHBIX apXUBax U apxuBax opranuzaimii (11K 9);

MeXHON02Uu4ecKan 0eamenabHOCHb:

CITOCOOHOCTH Y TOTOBHOCTh COBEPILIEHCTBOBATH TEXHOIOTHHU JIOKYMEHTALMOHHOTO 00ECTICUEeHUS
YIpaBIICHHS ¥ apXHBHOTO Jiejia Ha 0a3e UCToib30BaHust cpeicTB apromMarusaimu ([1K-10);

BJIaJIcHUe MeToiaMu 3aiuThl nHpopmarmu (TTK-11);

BJIaJICHHE JIOTUCTUIECCKMMHU OCHOBAMHU OpTraHHM3aluK XpaHeHust 1okymeHToB (I1K-19);

BJIAJICHUE MIPUHIIMITAMA OPTaHU3aliK Pa3IMIHBIX TUTIOB M BHIOB apxuBoB (ITK-20);

NPOEKMHAA 0eAMenbHOCHIb:

BJIaJICHWE NPUHIMIAMHU OpraHu3alMd  CIY)KO0 JOKYMEHTAMOHHOIO  oOecrieueHHs
yIpaBlIeHUs 1 apxuBHO#H ciryx0bI ([TK-23);
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BJIaJICHHE METO/IaMH ONTUMH3AIMH TOKyMeHTOnoTokoB ([TK-24);

BJIajIcHHE MIPUHIMIIAMU U METOIAMU OpraHu3alliy XpaHeHust 1okymeHToB (ITK-25).

[lo oxkOHYaHMHM TPOW3BOACTBEHHOW TNPAKTUKU (HAYYHO-HUCCIIEAOBATEILCKON pPabOThI)
MarucTpaHT JOJKEH

3HATh:

— MpUHIMIBI OTOOpa HAay4YHOH JHUTEepaTypbl M €€ aHajlu3a B COOTBETCTBUU C
[IOCTaBJIEHHBIMHU LIENbIO U 3a/la4aMU UCCIIEI0BAHUS;

— METObl HAyYHO-UCCIIEI0BATENIbCKON A TEIbHOCTH;

— METOJIOJIOTHYECKHUE TOAXO0/IbI IO TPO(HITIO IOATOTOBKH;

yMeThb:

— 000CHOBBIBaTh BHIOpAaHHOE HAYYHOE HAIpPaBJICHUE, aJICKBATHO MOAOUPATh CPEACTBA H
METO/IbI JUISI PEIICHHUs TOCTABJICHHBIX 3a/[a4 B HAYYHOM HCCIIeI0BaHUH;

— pedepupoBaTh U PELEH3UPOBATh HAYYHbIE MTyOTHKAINH;

BJIA/IETh:

— METOZaMH OpraHU3alliu U MPOBEACHUS UCCIIEI0BATENbCKON paboThI;

— cioco0aMu 00pabOTKH MOTYyYaeMbIX SMIIUPUUYECKUX JAHHBIX U UX UHTEPIpETAIIHei;

— METOJlaMU aHajM3a U CcaMOaHallu3a, CIOCOOCTBYIOIIMMU Ppa3BUTHIO JIMYHOCTH
Hay4YyHOTO paboTHUKA.

3.7. CTpyKTYypa U coep:KaHue NPOU3BOACTBEHHON MPAKTUKH (HAYYHO-HCCI€0BATEIbCKOM
padoThbI)

CTpyKTypa nNpou3BOICTBEHHON NPAKTHKHU (HAYYHO-UCCIe10BATEIbCKONH PadoThI)
OOmast TpPyIOEMKOCTh IPOM3BOJICTBEHHOW  NPAKTUKU (HAYYHO-HCCIIEIOBATEIbCKON
paboTbl) cocTaBisieT 9 3a4eTHbIX equHuL, 324 yacos (Tadma 3.1).

Tabnuya 3.1.
JTanbl NPAKTUKU U BU/IbI Y4e0HOH padoThbI HA MPAKTUHKE
DopMBI TEKYLIET0
s .= U IPOMEKYTOYHOT 0
Buabl HAyYHO-HCCIIE10BATENLCKONH padoThl, BKJIIOYAs § é § KOHTPOJISA
CaMOCTOSITEJIbHYIO Pa0oTy CTY/J1€HTOB 2 g :
= £
3aBepuieHre cOopa (paKTHUECKOrO MaTepuaia s 324 AHaJIUTUYECKUN MaTepual
BBIIIYCKHON  KBaJW(UKAIIMOHHOW  pabOoThl;  OIIEHKA B CHUCTEMAaTU3UPOBAHHOM
JIOCTOBEPHOCTH M AOCTATOYHOCTH 3MITMPHUECKUX JaHHBIX BUJIE TIO TPEThEMY pa3leiy
TS 3aBEPLICHUS paboThI HaJ BBIITYCKHOM MarucTepcKoi
KBaIM()UKAIIMOHHOHN pabOTOH. JIACCEPTALIMH.
[IpencraBnenue U KOHKPETU3ALMS OCHOBHBIX PE3YyIbTaTOB Te3ucer noknana / TEKCT
HCCIIEA0BAHMUS. PazpaboTka MEXaHU3MOB Hay4HOH CTaTbH.
COBEPIIICHCTBOBAHUS B pamKax MIPOBEACHUS Jloknazn v BEICTYIUIEHHE HA
HCCIIEIOBAHHS. Pazpaborka PEKOMEH AUt HayYHOM CEMHUHApe
MPAaKTUIECKOTO XapaKTepa. Kadeapsl.
Hanwmcanue Hay4HOI CTaThH / TE3UCOB JIOKJIAA OT4er 1o MpaKkTHKE.
[lonroroBka mokiaza ¥ BBICTYIUIEHHS Ha Hay4yHBIN
ceMHHap KadeIpbl MO UTOraM padOThl HAJl MATUCTEPCKON
Jiccepraimeit
Hanucanne otuera mmo npaxkTuke
Hroro 324

CoaepixkaHue IPaKTHKH
[IpousBoAcTBEeHHAss  MpakTUKa  (HAyYHO-HUCCIIEI0BATENbCKAs paborta)  sBIsETCS
3aBEpINAIOIIUM 3TallOM HAy4YHO-MCCIIEI0BATEIbCKOW padOoThI, BBIIOJHSAEMOW MAarucTpaHTOM B
paMKax yTBEPXJIEHHOM TeMbl MarucTepCKOl AuCCEepTald C Y4eTOM Hay4yHOH MpoOieMaTHKU
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MarucTepcKOn MpOrpaMmbl, HHTEPECOB M BO3MOYKHOCTEH OpraHU3aliii, B KOTOPHIX OHA TPOBOAUTCS.

[IpomsBoacTBEeHHasT TpaKkTUKA (HAYYHO-UCCIIEOBATENIbCKAass paboTa) HampamBieHa Ha
OCYIIECTBJICHHE MarrucTpaHTaM{ Pa3IMYHbIX BUIOB HAyYHO-HCCIIEOBATEILCKON PadOTHI:

— IUJIAaHUPOBAHUE HAYYHO-UCCIIEIOBATEILCKON paboThI;

— TPOBEEHUE HAYy4YHO-UCCIIE0BATEIbCKOIN padoThI;

— MOATOTOBKAa  JIOKJIQJa HAa  3aK/IIOYUTEIbHYI0  KOH(QEpEHLIHI0 10  Hay4yHO-
UCCJIEJ0BATENbCKOM MTPAKTUKE;

— TIOATOTOBKA JIOKIajga (COOOINCHMs) WIM/M HAyYHOM CTaTbd 1O TEME Hay4yHOIo
UCCIIEIOBAaHMS HA HAYYHO - MPAKTUYECKON KOH(EPEHIMH, HAy9HO-UCCIEeI0BATEIbCKOM CEMHUHApE,
KPYIJIOM CTOJIE;

— BBIIOJIHEHHE HAYYHOT'O UCCIIEI0BaHUs (HalMCaHUe MaruCTEPCKOM UccepTalun);

— COCTaBJIEHHE OTYETa O MPOXOKACHUH MPAKTHKH.

[Ipon3BoacTBeHHAsT NMpaKTUKa (HAyYHO-MCCIIEAOBATENbCKAsi pPab0Ta) OCYIIECTBISICTCS B
dbopme TMpoBenEHHs UCCIIEAOBATENbCKOTO IPOEKTa, BBIMOIHAEMOI0O MAarucTpaHTOM B paMKax
TEMbl MarvucTepPCKOM JAuCCEpPTalMM € Y4E€TOM MHTEPECOB M BO3MOYKHOCTEW IOJpa3JeieHUui, B
KOTOPBIX OHA IPOBOJUTCS.

Tema wucclIenOBaTENbCKOTO IPOEKTa MOXKET ObITh OINpelelieHa KaK CaMOCTOSITEIbHAs
YacTb HAay4HO-MCCIIEOBATEIbCKOM pPa0OTHI, BBHINOMHIEMONW B paMKax HAYYHBIX HarpaBlIeHUN
BBIITyCKAIOIICH Kaephl.

CogepxaHue MPaKTUKUA OINpeaeseTcsl PYKOBOAUTENSMU TMPOTpamMM  MOATOTOBKH
maructpoB Ha ocHoBe 'OC mno HampaBineHuto noarotoBku 46.04.02 JlokymeHTOBenEeHUE U
ApXWBOBEICHUE W OTPaKaeTCs B MHAMBHIYATLHOM 33JaHMHU HA HAYYHO-UCCIIEIOBATEIbCKYIO
NPaKTUKY.

PabGora maructpaHToB B MEPHOJ MPAKTUKH OPTaHU3YeTCs CIEAYIOMUM 00pa3oMm:

3aBepiieHre cOopa (QaKTHUECKOro Marepuaia s BBITYCKHOW KBaTH(PHUKAIMOHHOM
paboThI; OLIEHKA JOCTOBEPHOCTH M JOCTATOUYHOCTH AMIHUPUYECKUX TAHHBIX JUIS 3aBEPIICHUS
paboTHI HaJ| BHITYCKHOM KBaJM(UKAITMOHHON PabOTOM;

NpeCTaBICHUEe M KOHKpPETH3allMsi OCHOBHBIX Ppe3yJbTaTOB HCCIIEIOBaHUS; pa3padoTka
MEXaHM3MOB COBEpPIIECHCTBOBAaHMS B paMKax IPOBEIEHUs HCCIEAOBaHUA; pa3padoTka
pEeKOMeHIalui MPaKTUUECKOT0 XapaKkTepa,

MOJIMOTOBKA JIOKJIaZia U BBICTYIUIEHHS Ha Hay4YHBIH ceMHHap Kadeapbl Mo uToram padoThl
HaJl MarucTepCcKon auccepranuei;

HalMCcaHHe Hay4yHOU cTaTh / TE3UCOB JOKIA/A.

HalMCcaHue 0TYeTa MO MPAKTUKE.

3a oAHY HEAENI0 0 Hayayla MPaKkTUKU MPOBOJUTCS YCTaHOBOYHAsl KoHpepeHuus. Llensro
YCTAaHOBOYHOM KOH(epeHLuH SBISEeTCS O3HAKOMIIEHME MAarucTpaHTOB C 33JadyaMH U
coJiep’KaHUEM NPAKTUKH, paclpe/leIeHNeM MaruCTpaHTOB MO 0a30BbIM 00BEKTAM, C YCIOBUSIMU
MPOBEJCHUS TPAKTHUKU, C TPeOOBAaHUSMHU, NPEIBIBISEMBIMA K MarucTpaHTam B MEPHOJ
NPOXOXKICHHUS MPAKTUKHA, a TaK)Ke O3HAaKOMIIEHHEe ¢ (opMaMH M KPUTEPHSIMH OIICHKH €€
pE3yJIbTaTOB.

YCTaHOBOYHYIO KOH(EPEHIIMIO TOTOBUT W TPOBOJUT OTBETCTBEHHBIH 3a TPOBEICHHE
NPaKTUKU OT Kadeaphl, B IPOBEIEHUN KOH(PEPEHIIMH YYacTBYIOT PYKOBOAMUTENH MHPAKTUKU OT
Kadeapsl (HayuHBIE PYKOBOJMTEIN). IToaroroBka MAarucTpaHTOB K Hay4HO-
UCCIIEIOBATEIbCKOW  NPAaKTUKE IO OCHOBHOM CHELUANIbHOCTH HAUYMHAETCS C TPOLEAYpPHI
JIOTTYCKa K €€ MPOXO0XKIECHUIO.

Kanengapuelif mjaH MarucTpaHTa JOJDKEH OBITh COIJlacoBaH C IUIaHOM — paboTh
KOJUIeKTHBa  0a3bl  MNPAaKTUKM W OOYCJIOBJIEH  LEIsIMH U 3aJayaMd  Hay4HO-
UCCIIEI0BATEIbCKON MPAKTUKH.

B nonpaznenenusx, rie MNpOXOAWUT NpPaKTHKA, MarucTpaHTaM BBIIENSIOTCS padodue
MeCTa ISl BBITOJIHEHUSI MHANBUAYAIbHBIX 3aJIaHUH TI0 IpOrpaMMe MPaKTHKH.

B mepwom mTpaKTHKM MAarwuCTPaHTHl TOMYMHSIOTCS BCEM TIpaBWJIaM BHYTPEHHETO
pacropsifika 1 TeXHUKU 0€30IaCHOCTH, YCTAHOBJIEHHBIM B TOpAa3/Ie/IeHMH U Ha pa0OYMX MecTax.
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[lo oOKOHYaHMM  TPAKTUKH  MAarduCTPaHThl  OQOPMISIOT  BCIO  HEOOXOAUMYIO
JOKYMEHTAIUIO B COOTBETCTBUHU C TPEOOBAHUAMU MPOTrPAMMBI TPAKTUKH.

MaructpaaT oQopMIsieT pe3ylbTaThl MPOBEACHHOTO HCCICIOBAHUS B BHUJAE OTYETA.
OdopmiiseT OTUETHYIO TOKYMEHTALUIO 10 MPAKTUKE M FOTOBUT JOKIA[ C IPE3EHTALHEH.

OsxupaeMble pe3yabTaThl OT HAYYHO-UCCIEI0BATEIbCKON IPAKTUKHU CIIEAYIOIINE:

3HAHUE OCHOBHBIX IIOJIO)KEHUN METONOJIOIMM HAy4yHOrO MCCIENOBAHMS W YMCHHE
NPUMEHHUTDH UX TIPU pabOTe HAJl BHIOPAHHOM TeMOW MarucTepcKoi JuccepTaliiy;

YMEHHUE MCII0JIb30BaTh COBPEMEHHbIE METOJbl cOOpa, aHauu3a M O0pabOTKM HaydHOU
uHpOpMaLnu;

YMEHUE W3JI0KUTh HAay4dHble 3HaHMs IO IpoOjeMe HCCIelOBaHHA B BUIE OTYETOB,
nyOnMKanuil 10KIa/10B.

3.8. O0pa3oBaTe/ibHbIe, HAYYHO-HCCJIEI0BATEILCKHE M HAYYHO-TIPOM3BO/ICTBEHHbIE
TeXHOJIOTHH, HCI0JIb3yeMbIe Ha MPAKTHKe
[IpakTuka sBIsS€TCS HEOTHEMJIEMOM 4YacThi0 ydeOHoro mpouecca. I[lpu nmpoxoxxaeHuu
IPAaKTUKU CTYAEHThI UCHOJIb3YIOT KaK OOIIEHAayYHbIe METO/Ibl, TaK U CIELHAIbHBIE METOJbl B
paMKax  IOpOXOXAEHHUS TPAaKTUKM M TNPOBEAECHUA  HaydyHoro wuccienoBanusa. Cpenu
CHEeLMANIbHBIX  METOJOB  KIIOYEBBIMM  SIBJSIIOTCS  METOABI  (DOpPMYJSIpHOTO  aHaM3a,
OpPraHU3alMOHHOIO IPOEKTUPOBAHUS, CUCTEMHOTO ITOAXO0AA.

3.9. YueOHO-MeTOAUUYECKOE O0eciedeHre CAMOCTOSITeJIbHOM padoThl CTY/IEHTOB HA
NPaKTHKe
Bo BpeMs mpoxokaeHUsT NPOU3BOACTBEHHOW IPAKTUKU (HAYYHO-HCCIIEN0BATEIbCKOM
paboTbl) OONbIIOE 3HAYEHUE MMEET CaMOCTOSATENbHAs paboTa CTYAEHTOB, MOCKOJIBKY MpaKTHUKa
ABJLICTCA  OJHMM H3  OTAallOB  IIOAI'OTOBKH MarucTpoB [0  HAIpPaBJICHUIO IIOATOTOBKH
«JIOKYMEHTOBEICHUE U apXUBOBE/ICHHUEY.
B nmemsx oOecrieueHHsi CaMOCTOSITENbHOW  PabOTbl  MAaruCTpaHTOB 10  HAy4HO-
MCCIIE0BATENBCKOM MTPAKTUKE, HAYYHBIA PYKOBOIUTENb:
KOHCYJIBTUPYET IO pa3pabOTKe MHCTPYMEHTApUS UCCIIE0BaHNS;
JAeT  pEKOMEHJAlMM 10  U3Y4YEHUIO  CIELUAIbHOM  JIUTEpaTypbl U METOJOB
UCCIIE/I0BAHMS;
OCYIIIECTBJIAET KOHTPOJIb COOJIOJICHUS! CPOKOB BBIMOIHEHHS MPOTrPaMMBbl UCCIIET0BAHUS
OLIEHMBAET pPE3Y/bTaTbl HAyYHO-MUCCIIEIOBATEILCKON MPAKTUKU M KadeCcTBO OTYETa,
IpeAIaracT MEpONpHATUS N0 X COBEPLICHCTBOBAHMIO.
MarucTpaHT pH POX0KIECHUH ITPAKTHKH:
MIPOBOJIUT MCCIIEIOBAHKE 110 BBIOPAHHOM TeME B COOTBETCTBUH C IPOIPaMMO;
MOJy4aeT OT HAay4YHOrO PYKOBOJIUTENS YKa3aHUs, PEKOMEHJAIMU M Pa3bsCHEHUS II0
BCEM BOMNpOCaM, CBSI3aHHBIM C OpraHU3alMeld, IOATOTOBKOM M IPOXOXKACHUEM Hay4HO-
HICCIIEI0BATENILCKOW IIPAKTHKY;
CIIaeT OTYET O BBINOJHEHHOM paboTe B COOTBETCTBHM C YCTAHOBJIEHHOM (POPMOIl OTHETHOCTH.

3.10. KanienpapHuslii rpaguk NpoxoxkIeHust NPAKTHKH
VYuuteiBasi, YTO CTYACHTHI TPOXOJSIT TPOM3BOJCTBEHHYIO TPAKTUKy (HAy4dHO-
UCCIIEIOBATENIbCKYI0 PabOTy) Ha pa3HOOOpa3HbIX 0a3zax MPAKTUKH, B 3aBHCHMOCTH OT BHUJA
UCCIIETyeMOll  HaydyHOM NpoOJieMbl B KaXXIOM OTIEIbHOM CiIy4ae KaJeHJIapHble Tpauku
JIOJDKHBI pa3pabaThIBaThCs B INEPBBIE JHU TNPAKTHUKUA PYKOBOJUTENSIMH OT Kadeapbl U 0a3bl
IMPAKTHUKU C YHaCTHEM CTYACHTOB.



34

3.11. YueOHO-MeTOAUYECKOE H MHH(POPMALTMOHHOE 00ecrieyeHHe MPAKTHKH

3.11.1.PexoMeH/10BaAHHAS JTUTEPATYPA

Ne
n/n

HaumenoBanue

IK3eMILISIPOB
B OMOJIHOTEKE

KoJ-Bo

TlonHY

Hanu4yue
3JIEKTPOHHOM
BepPCHHU B
9BC

OcHoBHas1 JInTEepaTypa

laiinape, E. B. OcHOBBI METOA0I0IUN U METObI HAYYHBIX
HCCIIeIOBaHUM [ DNEeKTPOHHBIN pecypc] : yueOHoe nmocodue
/ aBr.-coct.. E. B, Taifmaps, H.E.Mamenko,
E. A. Mutpoxuna, H. I1I. ITonomapenko, 5. B. ®unarosa ;
I'OY BIIO «/loHenkuii HalMOHAIBHBIN YHUBEPCUTET». —
Honeuk: JJOHHY, 2019. — Dnextponnsie manubie (1

(aiin).

0

+

Marucrepckasi auccepTanusi: OCHOBHbIE TPeOOBaHUS I10
MOATOTOBKE U 3aIluTe: [DNeKTPOHHBIHN pecype] : ydeOHo-
METOINYECKOE rocoouve / aBT.-COCT.:
H. III. ITonomapenko, H. E. Mamenko, . B, ®unaroBa.—
Honenx: JounHY, 2019. — Dnexrponnsie nanHble (1

(aiin).

YyeOHo-MeTOoAMYECKOE OCOOHEe IO MPOXOKIACHUIO
MpPaKkTUK JJIs CTYJACHTOB HAIMPAaBICHUS MOJATOTOBKHU
46.04.02 JIOKyMEHTOBEJIEHHME U apXUBOBEJCHUE
(Marucrtepckas mporpamma) [DIeKTpOHHBIH pecypc]
: yuebHO-MeToauueckoe mocobue / H. I1I. [ToHomapenko,
H. E. Mamenko, 4. B. ®unaroBa. — Honenk: JlonHY,
2019. Dnexrponnsie ganHbie (1 daiin).

IlOlIOJ'IHI/ITeJIbHaH JurTepar

pa

Koxyxap B. M. OcHOBbI Hay4YHBIX HCCIIEIOBaHUM:
yue6. nocobue / B. M. Koxyxap. — M.: [lamkoB u K,
2010. - 216 c.

29

laiinapp  E. B. MWudopmannoHHble CHUCTEMBI U
TEXHOJIOTUM YIpaBieHUusi [DIEKTpOHHBIM pecypc]:
yuebnoe nocodue / E. B. lNaitmape, H.I1I. ITonomapenko
; roy BIIO «JloHenkmit HaIIMOHATBHBIHN
yauBepcute™». — [oweux : JOHHY, 2019. —
OnexkTpoHHbIE NaHHble (1 daiin).

latimaps, E. B. MenemxkMmeHnT B wH(OpMAIMOHHO-
JOKYMEHTAIMOHHON JIESTEIbHOCTU [DIEeKTPOHHBIN
pecypc] : yuebnoe mocobue / E. B. l'arimaps, E. A.
Murpoxuna ; 'OV BIIO «/loHenkuil HalMOHaIbHBIN
yHuBepcuter». — Jlonenx : JowHY, 2019. -
OnexkTpoHHble AaHHbIe (1 daiin).

laitmapp E. B.  OCHOBBI  HMHTEJUIEKTYaJIbHOMN
COOCTBEHHOCTH [DJICKTPOHHBIM pecypc]: ydeOHOe
nocobue / E. B. Tatinaps. — Honenk: JonHY, 2019. —

OnexktpoHHble AaHHbIe (1 daiin).

3.11.2. UndopmanmnoHHbIe pecypchl

1. Odunmansusiii caiit  Hapoanoro Cosera Jlonenkoit Hapoanoit PecnyGauku
[OnexkTponHsii pecypc]. — Pexxum mocrtyma: http://dnrsovet.su/ru/
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2. Odunumaneubiii  caiit ['maBer [loneuxoit Haponnoit PecniyOnuku [DieKTpoHHBIN
pecypc]. — Pesxxum gocryna: https://av-zakharchenko.su/

3. Odummaneueiii  caiitr CoBera Munuctpo Jlonenkoit Hapomnoit PecmyOnuku
[OnexkTponnsiit pecypc]. — Pexum nmocryma: http://smdnr.ru/

4. Odunmanbablii calT J{OHEIIKOrO HAlMOHAIBHOTO YHUBEpPCUTETA [DIIEKTPOHHBIN

pecypc]. Pexxum noctymna: http://donnu.ru/

5. Odununansuenii cailt JloHenkoil pecnyONMKaHCKOW YHUBEpPCAIbHOW HAay4YHOH

oubmuorekn um. H. K. Kpynckoit P® [DOnexkrponnsiii pecypc]. — Pexum pocryma:
http://www.lib-dpr.ru/
6. OdunuanbHbIHA cauT I'maBnoro T'ocymapcTBeHHOro YmpaBiieHUS

JIOKYMEHTAIMOHHOTO obecrieueHuss U apxuBHoro nena Jonemkoit Hapoanoit PecnyOnnku
[DnekTtponnslii pecypc]. — Pexxum mgocryma: http://ggudoad-dnr.ru/

3.11.3.IlporpamMmmHoe obecnieueHne
1. Windows 7 PRO (koprioparuBnas simiiensus JOHHY Ne 46484614)
2. Microsoft Office (kopriopatusnas nuriensus JOHHY Ne 46472919)
3. Microsoft Visual Studio (muuensust mporpammbl DreamSpark mms Bbicmimx
yueOHBIX 3aBEICHHI)
4. Antuupyc Kacnepckoro, Adobe Acrobat Reader, xPDF (muunensun  GPL,
Apache, BSD s cB0601HOr0 MPOrpaMMHOIO 0OECIICUEHHS).

3.11.4. MaTepuaJbHO-TEXHHUYECKOE 0O0eclieueHne MPAKTHKH

[Tpu mpox 0ok aeHUN TPOU3BOJICTBEHHON MPAKTUKU (HAYYHO-HCCIEI0BATEIBCKON PabOThI)
CTYAEHTBI UCTIOIb3YIOT:

y4eOHYI0 JIa0OpaTOpHIO I TPOBEIACHHUS IMPAKTUYCCKUX W JIA0OPATOPHBIX 3aHSATHUH,
IPYNIOBBIX M HHIUBUIYAJIbHBIX KOHCYJBTALMH, TEKYIIErO0 KOHTPOJIA U IPOMEXKYTOUHOU
aTTeCTallMu, JIJIi CaMOCTOSATEIbHON paboThl oOywaromuxcs (aya. Ne 206 a, r. Joneuk, yiI.
YenrockuHIeB, 1. 198a), ocHalIeHHYI0O KOMIUIEKTOM yueOHOI Mebenu Ha 20 mocaJouHbIX MeECT,
KOMIUIEKTOM pabodero Mecrta MpenojaBaTelis, MEJIOBOM JOCKOH, KOMIIBIOTEPOM B KOMIUIEKTE (6
IIT.);

YUTANBHBIM 3al  crnpaBoYHO-OMONIMorpaduyeckol MHGOPMALMOHHONW paboOThl JUid
CaMOCTOSTEeNbHOM paboThl oOyyatomuxcs (aya. Ne 102, r. Jlonenk, np. ['yposa, 6), ocHalieHHBIH
KOMIUIEKTOM yuyeOHOI Mebenu Ha 23 1mocalouHbIX MecTa, KOMIIBIOTEpOM B KoMIUIekTe (1 miT.);

yuTanbHbIN 3a11 Ne 3 aBTopedepaToB U AUCCEpTALMiA; TOMEIEHHE JUIsl CAMOCTOSITETbHOM
pabotsl oOyuarommxcs (ayma. Ne 106: r. Jloneuk, mp. Tearpansubiii, a. 13), ocHamieHHBII
KOMILIEKTOM yueOHoM Mebenu Ha 50 mocajouHbIX MECT, KOMIIBIOTEPOM B KOMIUIEKTE (2 IIT.);

yUTanbHbIM 321 Ne4 mepuoauveckol JUTeparypbl; MOMEIICHUE JJIs CaMOCTOSATEIbHOU
pabotel oOyuatomuxcs (aya. Ne 19, r. Jloneuk, yn. YHuBepcuterckas, 24), OCHaII€HHBIN
KOMIUIEKTOM yueOHOU Mebenu Ha 31 mocaziouHoe MecTo, KOMIIbIOTEpOM B KoMIiekTe (1 miT.);

3aJ JIEKTPOHHOW MHGOpMAIMM A CaMOCTOSATENBbHOM paboThl oOydwarommuxcs (aym.
Ne 104-a, r. Jlonenk, mp. I'ypoBa, 6), OCHamIeHHBIH KOMIUIEKTOM Yy4eOHOW MmeOenmu Ha 40
MOCAJ0YHBIX MECT, KOMITBIOTEPOM B KoMIUIeKTe (14 miT.).

CTyneHThl pa3BUBAIOT HABBIKM MOMCKAa MH(OpPMAIMK, HEOOXOAUMOMN I MPOXO0XKIECHUN
npakTukd. EcTh J0CTYym K OCHOBHBIM HH(OPMAllMOHHBIM 00pa3oBaTelIbHBIM pecypcam,
nH(pOPMalMOHHON 6a3e TaHHBIX, BO3SMOYKHOCTb BbIXOJa B UHTEPHET.


http://www.lib-dpr.ru/
http://ggudoad-dnr.ru/
http://ggudoad-dnr.ru/
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4. HPEJIUIINIOMHASA TIPAKTUKA

4.1. et nmpeaIuIUIOMHON NPaKTHKH
Lenpro nMpe AuIUIOMHOMN NPAKTUKY SBIISETCS 3aKpEIUIEHUE U YIIIyOJIeHHE TeOpeTHUECKOM
MOJATOTOBKM MAarucCTpaHTOB; pacUIMpeHHe MNpOoPECCHOHATBLHOIO KPYyrozopa; mpuoOpereHue
IPAaKTUYECKUX HAaBBIKOB B HAYYHOH JESATEIbHOCTH; cOOp, 0000LIeHHEe M aHaIu3 MaTepualloB
[0 TEeMe BBINOJIHIEMOIl MaruCTEPCKON MCCePTALMN; 3aBEepIICHHE PaOOThl HA/l MarucTepcKOM
JIUCCepTaIUCH.

4.2. 3anauyu npeTUNJIOMHON NMPAKTHKH

3amauamMul peJAUIIIIOMHON TPAKTUKH SBIISIOTCS:

3aKpenuTh TEOPETHUECKHE 3HAHMs, MOJy4YeHHbIE CTYACHTAaMH B IIpolecce 0O0ydeHus Io
MAarucTepCcKoO MporpaMme;

IOJYyYUTh  ONBIT  MCIOJB30BaHMS  TEOPETHMYECKMX  3HAHUM U IPUMEHEHUs
npoeCCHOHATIBHBIX YMEHUH M Ka4eCTB NMPU CAMOCTOSATEIBHOM PEIICHHH IPOU3BOJCTBEHHBIX
3ajay;

nproOpecTr MPaKTUYECKH ONBIT paboThl B KOMaH e, MPOPECCHOHATBLHOTO MOBEICHHS 1
npodeccuOHaIbHON 3TUKY;

pa3BUTh HAaBBIKM aHAIMTHYECKOW paboThl, 00paboTkM 1mdpoBOro marepuana,
pa3paboTKU PEKOMEHIAlM M0 pe3ysbTaTaM IIPOBEACHHOI0 aHAIIN3A;

IIPOU3BECTH COOp, CHUCTEMATU3alMI0 U OO0OOIIEHHE NPAaKTUYECKOro MaTrepuayia s
UCIOJIb30BAaHUS B MarCTEPCKOM IUCCepTaLIUN;

MOJMYYUTh  TPAKTHYECKUH  OMBIT  Pa3pabOTKH  MPOEKTa  yCOBEPUICHCTBOBAHUS
JeHCTBYIOIEH B KOHKPETHOM YUPEKACHUH CHCTEMbl OpraHU3aluu JeJIO0NpPOU3BOACTBA/
ApXUBHOTO JIeJIa C MCIOJIb30BaHHEM HH(POPMALIMOHHBIX TEXHOJIOTHIA;

3aBepIIUTh pabOTy HaJl MaruCTEPCKOM uccepTanue.

43. Mecro npelIMIJIOMHOI npakTHKHU B cTpykType OII BITO

IIpennunuomHas npaktuka oTHocuTcs K bioky 2 «IIpakTuku, B TOM YHCIIE Hay4dHO-
uccienoparenbckas padora (HUP)» u sBasieTcs HeOTheMIEMOI 4acThI0 Y4EOHOTO TIpoliecca u
BKJIIOYAET B ce0s MPAaKTUYECKYIO TOATOTOBKY CTYAEHTOB IO HAIPaBICHUIO MoaAroToBku 46.04.02
JlokymeHToBeneHne U apxuBoBereHue. I[IpomsBoacTBeHHass (NMpenIUIUIOMHAs) MpaKTHKa
peanusyercsi Ha (QaxkyiabTeTe MaTeMaTHKu U uHpopMauMOHHBIX TexHojoruii ['OY BIIO
«IOHHY» kadenpoit nHGOPMALIMOHHBIX CUCTEM YIIPABJICHHUS.

CrniocoObl poBeIeHNs NPAKTUKU: CTAllMOHAPHAS, BbIE3THASL.

[Ipoxoxnenuto MpeIUIIOMHON MIPaKTHUKU MPEIECTBYIOT MIPOXOXKACHHE
IPOM3BOJICTBEHHOI NMPAKTUKK: HAyYHO-UCCIIE10BATEIbCKONW PaOOTHI.

Pe3ynbrarel, nOMydyeHHbIE B XOJ€ MPOXOXKICHHUS MPEAJUIUIOMHOM MNPAKTHKH,
MCIIOJIb3YIOTCS IIPYU HAITMCAHUM MaruCTEpCKOM IUCCEPTaLUN.

[IpenmumuioMHas  NpakTUKa  HampaBieHa Ha  yIIyOJieHHe  [epBOHAYaIbHOIO
IPaKTUYECKOrO OmbITa oO0ydaromerocs, (GopMHpoBaHHE MNPO(HECCHOHAIBHBIX KOMIIETEHIIHH,
IIPOBEPKY €ro TOTOBHOCTH K CaMOCTOSITEIIbHON TPYIOBOM JESTENTbHOCTH U NMPOBOJUTCS IOCIIE
OCBOCHMS OOYyYarOIIMMUCS IPOrpaMMbl TEOPETHUECKOTO0 M MPAKTHYECKOro OOYy4YeHHs s
BBITIOJTHEHUS] MAarUCTEPCKON AUCCEPTALIUH.

[Tonmy4yeHHble B X0Ji¢ MPAKTUKHA HAaBBIKKW M OMNBIT HEOOXOIUMBI Ul 3aBEpIICHUS H
odopMIIEHHUSI MarucCTepCKOW TUCCepTallui, TMOATOTOBKM €€ JaJbHEHIIed 3amuThl W IS
Oynymeit nmpodeccruoHaIbHOMN NeATeTHbHOCTH.

OO6m1ast TpyI0EMKOCTh MPAKTUKHA COCTaBIsET 15 3aueTHbIX enuuuil, 540 qacos.

4.4. Bug, THII NPAKTHKH, GOPMBI 1 cIIOCOOBI ee POBeIeHUs!
Bua npakTuku — Npou3BOACTBEHHAS IPAKTHUKA.
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Tun npon3BOACTBEHHOMN NIPAKTUKU: NIPEIAUILIOMHAS [IPAKTUKA.

CrnocoObl poBeIeH!s TPOM3BOICTBEHHOM MPAKTUKU: CTAlIMOHAPHAS; BBIE3THAS.

[Ipennurnnomuas MPAKTHKA NPEICTaBIsIET COOOM BUA Y4eOHBIX 3aHSATHUH,
HEMOCPEACTBEHHO  OPUEHTHUPOBAHHBIX Ha  NPO(ECCHOHAIBHO-IPAKTUYECKYIO IOATOTOBKY
00yJaroIMxcs.

PykoBOICTBO  NPakTHMKOW  OCYHIECTBIISETCS: PYKOBOAMTEIEM  IPAKTUKUA  OT
BBINTYCKAIOMIEH Kadeaphl; pyKOBOIUTENIEM MPAKTUKU OT 0a3bl IPAKTHKH.

®opmoil mpoBeAeHUs MPaKTHKH sABIseTcd pabora oOydarouierocs Ha HPENIpUsTHH,
BbIOpDAaHHOM KaK MECTO IPOXOXKAECHUS IPAKTHUKU, B KAaueCTBE IPAKTUKAHTA, CTaXepa, WIH
pabOTHHKA, 3a4MCICHHOTO Ha IUTaTHYIO MAOJDKHOCTh HA NPEANPUATHH, COOTBETCTBYIOLIYIO
ypoBHIO KBanupukamnm, a Takke Ha 6aze ['OY BIIO «/loHenkuii HAIMOHABHBIN YHUBEPCUTET.

IIpakTuka mnpoBoxutTcs B (opme cOopa SMIMPUYECKOr0 MaTepuana, pa3paboTKH
METOJMKH palMOHalu3aluu opranuzanuu ciayxosl JIOY, apxuBa, KOHKPETHBIX 3aJaHUM AJis
HNOJArOTOBKM MAarucTepcKod Jucceprauud oOydarollerocsi, a Takke B (opMe 3aBepLICHMS
BBIIYCKHOM KBaJU(UKALMOHHON pabOThl MarucTpaHTa.

45. MecTo u BpeMsi POBeIeHN s MPEIIUNIOMHON MPAKTUKH

[IpenuruioMHast IpakTUKa MPOBOMUTCS B 4 ceMECTpe B TEUCHHE JECATH HEJEb MOCie
HN3YUCHHUA TCOPCTUYCCKHUX KYPCOB MU IMPOXOKIACHUA Hay‘IHO-HCCHCI[OBaTGHBCKOﬁ IIPpaKTHUKH B
COOTBETCTBHH C TpaUKOM y4eOHOTr0 mpoiiecca.

HpeI[I[I/IHJIOMHaSI IMPpaKTHKa 110 HaIpaBJICHUIO ((I[OKYMGHTOBeI[eHI/IC U apXUBOBCIACHHUCH
MOJXET OBITh OpPraHW30BaHAa B  TOAPA3JCICHUIX OpraHW3alMi, HAayYHO-HUCCIIEIOBATEIBCKUX
VUPSKICHUAX, a TAKXKE MO0 OCHOBHOMY MECTy pabOThI CTyACHTa (B CiIy4ae €ro TPYIOBOM
3aHATOCTH), TPOPUIHL KOTOPBHIX BKJIFOYACT JICATENIBHOCTh, CBS3aHHYKO C TEMOW BBITYCKHOM
KBUTM(DUKAMOHHONH  paboThl  (MAarkCTepCKOM  JMCCepTaliy), Ha  BBITyCKaromed  kadempe.
OTBETCTBEHHOCTh 332 OPraHHU3aIMIO0 M TMPOBEICHUE MPAKTHKA M y4eOHO-METOJMYECKOE PYKOBOICTBO
OCYILIECTBIISIET BBITyCKAIOIIas Kadeapa.

4.6. Komnerenuuu ody4aronmxcsi, popMupyemMblie B pe3y/ibTaTe NPOX0KIeHUs
NPEVIMIIOMHON NMPAKTUKH

[Iporiecc npoxokaeHNs: MPEATUIUIOMHON PAaKTUKKU  HarpasiieH Ha (pOpMUPOBAHUE AIIEMEHTOB
cremyromux komnereHuuid ¢ ydetom TpeboBanuii ®I'OC BO P® mo HampaBieHHIO MOATOTOBKH
46.04.02 JlokyMEHTOBEIEHHE ¥ AapXUBOBEJCHHE, B COOTBETCTBUM C OCHOBHOW 0Opa3oBaTeIbHOM
IporpaMMoil  BBICIIIEr0 00pa3oBaHMs HampaBieHus mnoarotopku 46.04.02 JlokymeHTOBeNeHHE U
apXUBOBE/ICHHE:

a ) oowexynomypuuix (OK):

CIIOCOOHOCTB K a0CTPAKTHOMY MBIILICHHUIO, aHau3y, cuate3y (OK-1);

TOTOBHOCTb JIEMCTBOBaTb B HECTAHAAPTHBIX CUTYalUSX, HECTH COLMAIBHYIO U 3THYECKYIO
OTBETCTBEHHOCTH 3a npuHsiThie perierus (OK-2);

TOTOBHOCTb K CaMOpPa3BUTHIO, CaMOpEAIN3ALMHU, WCIOJIB30BAHUIO TBOPYECKOIO MOTEHIMAIA
(OK-3);

0) oowenpoghpeccuonanvuuix (OIIK):

TOTOBHOCTh K KOMMYHHMKAIIMM B YCTHOM W MMCBMEHHOW (pOpMax Ha PYCCKOM M HHOCTPAHHOM
s3bIKAX YISl peleHus 3aaad npodeccuonanbHol aesrensHocTH (OITK-1);

TOTOBHOCTh PYKOBOAWTH KOJJIEKTMBOM B cdepe cBoeil MpodecCHOHAIBHON AeSTEeNbHOCTH,
TOJIEPAHTHO BOCHPHHMMAsi COIMATIbHBIE, STHUYECKHE, KOH(ECCHOHATIBHBIE U KYJIBTYPHbIE PA3IIMUNS
(OIIK-2);

CIIOCOOHOCTH PUMEHSTH 3HAHUS B 00JIaCTH NICUXOJIOTMH  yripapieHus kosutektiueoM (OITK-5);

CIIOCOOHOCTH K MPO(ECCHOHATBHON 3KCILTyaTal[ud COBPEMEHHOTO 00OpYIOBaHMs 1 MPHOOPOB
(B COOTBETCTBHM C LIEIISIMU Markctepckoid mporpammsl) (OITK-6);

CIIOCOOHOCTh AHATM3UPOBATH OCHOBHBIE MOJOYKEHHS I METObI COLMATIBHBIX, TYMAHUTAPHBIX U
HKOHOMMYECKUX HAayK, HCIIOJIB30BaTh MX MPU PEILEHUH COLMAIBHBIX U MPO(ECCHOHATBHBIX 3ajad,
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AQHAJTM3UPOBATH COIMATIEHO-3HAYMMBIE TIPoOIIeMbl U Tiporiecchl (OITK-7);

TOTOBHOCTH ~ CaMOCTOSITEIBHO ~ paboTarh €  HMCTOYHMKAMH — MH(OPMAIWH, HETPEPHIBHO
COBEPIIICHCTBOBATh YPOBEeHb MpodeccuonanbHoi noarotropku (OITK-8);

8) npogeccuonanbHbIX (IIK):

HAYYHO-UCCTIe006AMENbCKAA 0eAMe/IbHOCHIb:

BIIaJICHUE TPO(ECCHOHATBHBIMA 3HAHWSIMHM OCHOBHBIX TIPOOJIEM JOKYMEHTOBEICHHS |
apxuBoBeneHus (ITK-1);

MOHMMaHHWE CYIIHOCTH TIPOLECCOB, TPOUCXOMAIMX B O00JAaCTH JOKyMEHTOBENCHHS |
apxuBoBenieHus (I1K-2);

BJIaJICHUE NPUHLMIIAMUA ¥ METO/IAaMH CO3/IaHMS CIIPABOYHO-TIOMCKOBBIX CPEZCTB K ApXHBHBIM
nokymenTam (I1K-4);

BBUIBIICHHE TEHICHIMM Pa3BUTUS  MH(OPMAIMOHHO-TOKYMEHTAIIMOHHOTO — OOECIIeUeHusI
ynpasiieHus 1 apxuBHoro ziena (ITK-5);

CIIOCOOHOCTh M TOTOBHOCTH BECTH HAyYHO-METOIMYECKYIO pabOTy B TOCYIApCTBEHHBIX,
MYHHIMIIATHHBIX apXUBax U apxuBax opranmzanui (ITK-9);

MEXHON0UYeCKaA 0eAMEeNbHOCINb:

CIIOCOOHOCTB ¥ TOTOBHOCTH COBEPIIICHCTBOBATH TEXHOJIOTUH JIOKYMEHTAIIMOHHOTO O0ECTICUeHHS
YIPaBJICHHs M apXHMBHOIO Jiesia Ha 0a3e ucronbp3oBaHus cpeacts aBromaru3armu (ITK-10);

BJIaJICHUEM MeToziaMu 3aruThbl nHdopmarmn (ITK-11);

OPCaHU3AUUOHHO-YNPAGTIEHYECKAA 0eAMe/IbHOCHID:

CIIOCOOHOCTh M TOTOBHOCTh CO3/1aBaTh M BECTH €IMHBIC (KOPIOPATHUBHBIC) CHUCTEMBI
JIOKyMEHTAIIMOHHOTO OOECTICYCHHsI YIPABIICHHUSI U apXMBHOTO XpPaHEHHS IOKYMEHTOB B OpraHU3aIN
Ha 6a3e Hogeiimx TexHonoruit (ITK-13);

CIIOCOOHOCTP W TOTOBHOCTH OPraHU30BBIBATH PabOTy CIyXKOBl JTOKYMEHTAIIMOHHOTO
obecrieueHust yrpaBiieHus U apxuBHoii cirykOb (ITK-14);

CIIOCOOHOCT, ¥ TOTOBHOCTH pa3pabaTbiBaTh HOPMATHBHBIE aKThl M HOPMATHUBHO-
METOJJMYECKUE JIOKYMEHTHI (TIOJIOKEHUs, WHCTPYKUUH) TI0 BEICHUIO JIOKYMEHTAMOHHOTO
obecrieueHust yrnpasnenus u apxuroro jaena (I1K-15);

BIIaJICHUE 3aKOHOJATENIbHOW W HOPMATHBHO-METOJMYECKONW 0a30i JOKYMEHTAllMOHHOTO
obecriedeHusl YNpaBJIeHUs] U apXUBHOT'O JIeNla, CIOCOOHOCTBIO OPHUEHTHPOBATHCS B MPAaBOBOW Oase
(ITK-16);

BIIaJICHHE TIPUHIIIIAME OPTaHU3alMK Pa3IMYHbIX TUTIOB U BUIOB apxiBoB (I1K-20);

NPOEKMHAA 0eAMENbHOCHb:

BJIAJICHUEM TNPUHIMUIIAMH M METOJaMHU YIOPSJ0YEHHUs] COCTaBa JIOKyMEHTOB M
uH(popMarmoHHbIX okasareneit (ITK-22);

BIaJicHUE TPHUHIMUIAMHU  OpPraHM3allid  CIY)XO0 JIOKYMEHTAllMOHHOTO  oOecredeHus
yIpaBICHUS 1 apxXuBHO# ciyx0bI (ITK-23);

BIIaJICHAE METOJIaMH ONTHUMU3ALNHU JoKyMeHTornoTokoB ([TK-24);

BJIAJICHUE MIPUHIIMITAMA U METOJIAMH OpraHHu3alny XpaHeHus qokymenTos (ITK-25);

BJIaJICHUEM OCHOBaMH o0ecriedeHus coxpaHHoCcTu TokyMeHToB (I1K-26);

KOHCYIbMAUUOHHAA 0eAMENbHOCHb:

CIIOCOOHOCTh M TOTOBHOCTb KOHCYJIBTHPOBAaTh PaOOTHUKOB CBOEH OpraHu3allid MO
BOIPOCAaM JTOKYMEHTAI[MOHHOTO OOecreueHus yrpasienuss u apxusnoro jena (ITK-27);

CIIOCOOHOCTh M TOTOBHOCTh KOHCYJIBTHPOBaTh TMPAKTHYECKUX PAOOTHUKOB  CIYXO
JOKyMEHTAIIMOHHOTO OOECTICUeHUsT YIPaBJICHUsI 10 BHIOOPY aBTOMATH3UPOBAHHBIX TEXHOJIOTHIA
JOKyMEHTAllMOHHOTO ~ O0ECHEeYeHUs]  YNpaBiIeHHs W apXUBHOTO Jiena (M3 YHucia TUIOBBIX
nporpamMMHbIX mpoayktoB) (TTK-28);

CIIOCOOHOCTh ¥ TOTOBHOCTH KOHCYJIbTHPOBATh MPAKTHYECKUX PAOOTHUKOB OpraHM3aluil 1o
BOIPOCAM JTOKYMEHTAIIMOHHOTO O0eCIeueHusl yrpasienusi u apxusHoro jaena (ITK-29).

B pe3yabTaTre npoxoskaeHus NpeIIUIIOMHOM NPAKTHKH 00y4Yaroluecs 10/ KHbI

3HATh:

— OCHOBHBIE 3JIEMEHTBI XapaKTEPUCTUKU OPTaHU3AIIMOHHOTO YCTPONCTBA YUPEKICHHS;
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— HOPMATHUBHO-TIPAaBOBYIO U HOPMAaTMBHO-METOJIMYECKYIO 0a3y JIOKYMEHTAI[HOHHOTO
obecrieyeHusl yIpaBJIeHNs] U apXUBHOTO JIENa;

— OCHOBHBIE IIPUHIIMIIBI IPOEKTUPOBAHUS Ci1yk0b1 JJOY 1 apXuBHOrO 1opasaencHus;

— OCHOBHBIE HOPMAaTHBHO-METOJIUYECKHE TpeOOBaHMS K OpPraHU3alUM  OTAENIbHBIX
TEXHOJIOTHYECKHX OIepaIuii B cepe 1eI0npor3BO/ICTRaA.

yMeThb:

— OIIMCBIBATH OPraHU3ALMOHHOE YCTPOMCTBO YUPEKICHHS HA OCHOBE €r0 OPraHU3allMOHHBIX
JIOKYMEHTOB;

— COIIOCTAaBJIATH OPraHU3aLMIO OTICIIBHBIX TEXHOJIOTMYECKHUX OIepalMid B KOHKPETHOM
YUPEKIEHUN C TPeOOBaHUSAMU HOPMATUBHO-METOANYECKOH 0a3bl;

— COBEpIICHCTBOBATh TEXHOJIOTHIO JIOKYMEHTAI[MOHHOTO OOECHEeYEHUs YIPABICHUS U
apXUBHOTO JieN1a Ha 0a3e MCIO0JIb30BaHMs CPEJCTB aBTOMATU3ALIUM;

— MPOEKTHPOBATh CUCTEMY JIOKYMEHTAIIMOHHOTO OOECHEeUYCeHHUs! YIPaBICHHUS M apXHUBHOTO
Jena;

— paspabarbiBaTb HOpPMAaTHBHBIE aKThl W  HOPMAaTMBHO-METOJIUYECKHE JIOKYMEHTBI
(MoMoXKeHUs,, MHCTPYKIMU U JIp.) 10 BEAECHHIO JIOKYMEHTAIL[MOHHOTO OOECHEeUEeHUs YIPaBJICHUs U
apXHMBHOTIO JIENA,;

BJIA/1eTh:
— 3aKOHOJATENbHOM W  HOPMATUBHO-METOAMYECKOM  0a30il  JOKYMEHTAlMOHHOI'O
obecrieyeHusl ypaBJIeHUs] U apXUBHOTO JIeNa;

—croco6amu 00pabOTKU KOHKPETHBIX SMIIMPUYECKUX JaHHBIX M MX HHTEpHpeTalyel;
— METOJAaMH TPOSKTHPOBAHUS M Pa3pabOTKU CTPAaTerMy YIPABICHUS JIOKYMEHTAaMH B
OpraHu3aLuu.

4.7. CTpyKTYypa U coJepKaHue NPeNIUIJIOMHOH NMPaKTUKH

CTpyKTypa npeiunaoMHON NPAKTHKH
OO61mas Tpya0eMKOCTh MPEAIUIIIIOMHON MPAKTUKH COCTaBIsieT 15 3aueTHbIX eaunull, 540 yacoB

(Tabm. 4.1).

Tabnuya 4.1
CmpyKkmypa npedouniomHuoin npaKmuKu
Buapl yueOHo#i padoThl Ha DopmbI
Ne Pazaensl (3Tanbl) NPpakTHKHA NpPaKkTHKe, BKII0Yast TeKYLIEero
n/m CaMOCTOSITEJILHYIO padoTy U MPOMEKYTOU-
CTY/IEHTOB U TPY/10eMKOCTh HOT'0 KOHTPOJIS
(B yacax)
IIpou3BoACTBEHHBII 3TAl
1 WHCcTpyKTHBHOE  coBemlaHue W | 3 CobecenoBanue
MOJIyYEHHE  JOKYMEHTAluHh IS
MIPOXOKACHUS MPEIIUTIIOMHON
HPaKTHKU
2 Odopmienne HEOOXOJUMBIX | 2 4 CobecenoBanue
JOKYMEHTOB Ha 0a3e NpPaKTHUKH.
[IpoxoxxaeHne MHCTPYKTaxa IO
TeXHUKE OE30IMaCHOCTH W OXpaHe
Tpya Ha HpEANPUATHH.
O3HakoMJIeHHE C  [paBUIaMHU
BHYTPEHHETO TPYZOBOTO
pacnopsaka
3 YTounenue (akTHUECKOTO 30 30 30 CoO0TBeTCTBYIO-
Marepuana. Pazpabotka LU pazaen
MEpOIPUATUN o JTHEBHUKA
COBEPIIICHCTBOBAHHIO HPaKTHKN
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JISATEIILHOCTA ~ OpPTaHU3aluU B
COOTBETCTBUU c TeMOH
MarucTepPCKON AUCCePTAUU

4 Anpobanyst  MeponpusTHH 1O 60 60 90 Tpetwii pazgen
COBEPIIICHCTBOBAHHUIO JIUCCEPTAITHH.
JIESTEIbHOCTH ~ OpTaHW3alliU B CooTBeTCTBYyIO-
COOTBETCTBUHU c TEMOU MH pa3aen
MarucTepCKo UCcepTaluu JTHCBHUKA

MIPAKTHKHU
HayuHo-ucciienoBaTebCKuii 3Tan

5 OreHKa MpeanoaaragMoro JTUIHOTO DJIeMEHTHI
BKJIaJ[a aBTOpa B pa3pabOTKy TEMEI, HAy4YHOU
OIIEHKAa HOBU3HBI UCCIIEIOBAHUS HOBU3HBI

MarucTepcKoin
JIUCCEePTaINU

6 YTouHEeHEe OCHOBHBIX MOJIOKEHUH, 140 Marwucrepckas

CTPYKTYPHI u TeKCcTa JIUCCepTaIHs
MarucTepCKom JTUCCEPTALINY.
Pabora Haj TEKCTOM MarucTepcKoi
JIUCCePTAITHH. OxoHUaTEeNEHOE
odopmiieHue MarucTepCKOM
mucceprai. CocTaBJICHHUE CITUCKA
oubnmorpadun.

7 ITogroroBka JOKIIaJa K 3alllUTE 61 Joxman
MarucTepCKom JUCCEPTALIHH, MPe3CHTALUS
IIOArOTOBKA COILYTCTBYIOLIEH MarucTepcKou
MIpe3eHTaINH. JIUCCEePTAIAN

8 [lonroroBka oOmiero oT4deTa IO 21 TekcT oT4era
MTPAKTHKE

9 OdopmieHre JOKYMEHTOB T10 6 JIOKYMEHTBI 110
MTPAKTHKE MIPAKTHKE

10 | 3ammra oTYETA MO MIPAKTHKE 3 3auér

nuddepeHim-
pOBaHHBII
Hroro 540

CoaepkaHue IPaKTHKH

B mporiecce mpoBeneHnst mpeauiuIOMHON MTPaKTHKA MOKHO BBIJIETIMTH JIBA dTarla:

MPOU3BOJICTBEHHBIN, KOTOPBI 3aK/IFOYaeTcsi B YTOUYHEHHUH (PaKTHUECKOTo Marepuana,
pa3paboTKe MPaKTUIECKUX PEKOMEH AN Ha 00BEKTEe MaruCTEPCKOTro NCCIIEIOBAHUS,

HayYHO-UCCIIeIOBATEILCKUN, KOTOPBIH 3aKJIF0YAeTCsl B yTOYHEHUH MaTepraia MarucTepcKon
JIMCCEPTAIlM, OKOHYATEeJIbHOM O(GOPMICHMH TEKCTa JIUCCEpPTAIlH, COCTABICHWH  CITHCKA
O6ubmorpaduu, NOArOTOBKE AOKIIA/IA U MPE3EHTAIUH JUIS 3alUTHl MAarUCTEPCKOM AUCCepTaliy.

IIpou3BoACTBEHHBIH JTAIL.

Coop ghakmuuecxkoco mamepuana.

MarucTpaHThl JJOJDKHBI TIPOU3BECTH YTOYHEHNE (PAKTHUECKOTO MaTepHaa, HeOOXOIMMOTro
TUTSL pa3pabOTKU MPAKTUIECKUX PEKOMEHIAINIA U YTOYHEHHSI OCHOBHBIX ITOJIOKEHHH MarruCTepCKOM
JMCCEePTAIMM, TPOBECTH amnpoOalMio MEpPONPHUSITHH MO COBEPIICHCTBOBAHHUIO JIEATEIHLHOCTH
OpraHu3aliil B COOTBETCTBUH C TEMOI MarucTepCKOi TUCCepTaLnu.

Paszpabomka (npoexmuposanue) u anpodayus meponpuamuii o cO6ePULEHCMEOAHUIO
0esAmenbHOCHU OP2AHU3AUUU 8 COOMEENCMEUU C MEMOII MACUCMEPCKOIL Ouccepmayuu.

[IpoexTrpoBaHue MepONPHUATHI (PAaCCMOTPUM Ha MpHUMEpE MPOEKTa COBEPIIEHCTBOBAHMUS
OpraHW3allii  JEJIONMPOU3BOACTBA) MpEAINoaraeT CO3JaHHue TMPOEKTa JOKYMEHTAIMOHHOTO
obecriedeHus YIpaBlIeHUs] OpraHW3alMd WM TPOEKTHPOBaHUE (YHKIMOHAIBHOM CTPYKTYpHI
yIIpaBJICHUS JOKYMEHTALMEH; pallOHANN3aMI0 TEXHOJIOTHH BBIMOJHEHNUs HanOojee OTIeTbHBIX
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BUJIOB JICTIONPOU3BOACTBEHHBIX MPOIECCOB; AKTUBU3ALMIO pabO4Yero BPEMEHH  COTPYIHUKOB;
KOMIUIEKCHYIO ~ PallMOHAIM3ALUI0 JOKYMEHTHPOBaHUS U JOKYMEHTAllMOHHOTO OOECHEeYEeHUsI
VIPaBJICHHS; CO3JAaHUWE CHCTEM JIOKYMEHTAllud W Tepefadyd  HMH(GOpPMAIMH;  TIOBBIIICHUE
TEXHUYECKON OCHAIIEHHOCTH pabo4MX MECT; aBTOMATH3ALUIO TPy/a U T.II.

KoMIulekCHBIM  OpraHu3alMOHHBIA IIPOEKT NPEAIOoNaracT IMPOESKTUPOBAHUE CIIEAYIOLIMX
JIOKYMEHTOB:

— CXEMbI OPraHU3aLMK YIIPABIECHUS JOKYMEHTAMU;

— MOJIO’KEHUH 0 TOAPA3JEICHUSIX, 00 apXuBe, 00 3KCIEPTHON KOMUCCHY;

— [IPaBUJI BHYTPEHHETO pacropsiika padoThl;

— TMOJOXKEHUH 00 oOpraHu3aly KOHTPOJS HCIOMHEHHS JOKYMEHTOB, O palore ¢
KOH(UICHIINATIBHON HH(pOPMAIINEI;

— IUIAHOB COBEPIIEHCTBOBAHUS PA0OThl CTPYKTYPHBIX MOJPA3/ICICHUH OpraHu3aluM I10
JOKYMEHTAllMOHHOMY U HH(POPMAIIMOHHOMY OOECTICUCHHUIO YIIPABICHHS;

— HHCTPYKLUU IO IEJIONPOU3BOJICTBY, 110 KaJIPOBOMY JEJIONPOU3BOICTBY;

— JIOJPKHOCTHBIX MHCTPYKIIMH [1€PCOHAA;

— HOMEHKJIaTypbI J€EIl.

OOBEKTOM JIOKAJTBHOTO MPOEKTHPOBAHUS MOXKET OBITh COAEp)KaHUE M OpraHU3alus Tpynaa
IepCOHANIA, YIPABIEHUS HAa YpPOBHE CIYXO, MOApa3JIeNeHUl W OTAENOB JOKYMEHTALMOHHOIO
oOecrieueHusl yIpaBJeHUsl U apXUBHOTO XpaHEHUs JOKYMEHTOB, TO €CTh HAa KOHKPETHBIX ydacTKax
paboTHI.

OOBEKTOM  JIOKAIBHOTO  MPOEKTHPOBAHUS  SIBIAIOTCS  3BEHbS  JIOKYMEHTAI[HOHHOTO
obecriedeHusl  YNpaBieHUs,  TEXHOJIOIMYECKOW,  MH(GOPMAIMOHHOH,  OpraHU3allMOHHOM,
HOpPMAaTHBHOM, KaJpOBOM IMOACHCTEM YIIPABICHUS. JIOKAIbHBIA XapakTep MOKET UMETh IIPOEKT
OCHAILIEHUs NOJPA3ACICHUN OpraHM3allid HOBOM KOMIIBIOTEPHOW TEXHHUKOM, IEPENOBBIM
pOrpaMMHBIM  OOECTICUeHHEM, AaBTOMATH3alUs ¥ ONTHMH3AILMS YCIOBUH TpyAa COTPYIHHKOB.
Pe3ynbTaTtoM JIOKAJIBHOTO MPOEKTa SBJISETCS pPa3pabOTKa MEpOINpUSTHH IO  paluOHAIM3alUU
KOHKPETHBIX BUJIOB JICSITEIBbHOCTH, BBIIOJHSAEMBIX B alapare YIpaBlIeHUs WIM Ha OTIEIbHBIX
y4JacTKax paboThl.

BoiienuB ciabble CTOPOHBI B OpraHM3allMM TOM WM MHOW TEXHOJOTMYECKOH Oreparu
00pabOTKM JTOKYMEHTOB, B OpraHU3allil JIOKYMEHTOOOOPOTa WJIM B OPraHU3aLUM JeATeIbHOCTH
ciyx6b1 JIOY, MarucrpaHThl HaMeuyarOT IYTH pPEHIeHUs] MpoOseMbl, pa3padaThIBAlOT CUCTEMY
00OCHOBAaHHBIX MEPONPHUATHM MO MX YycTpaHeHuio. Tak, Hampumep, Ha OCHOBAaHMM aHaIM3a
OpraHM3alui JIOKYMEHTO000pOTa MOXKET OBITh ClieNlaH BBIBOJ O PAlMOHAIBHOCTU JBHKEHUS
JIOKYMEHTOB, CTETIEHH 3arpyKEHHOCTH JIOJDKHOCTHBIX JIAL M CTPYKTYPHBIX HOAPA3AEIEHUM, MOTYT
ObITH pa3paboTaHbl AIBTEPHATUBHBIE BApUAHTHI JBMKEHHUS JOKYMEHTOB, YTO IMO3BOJISET YCKOPUTH
npotiecc 00pabOTKH JOKYMEHTOB U T.I1.

Ocoboe BHUMaHUE CIEAYyeT YIeIITh U3y4eHUI0 aBToMaTu3upoBaHHbIX cuctem JIOY. [lpu
HaJIMYUM B  OpPraHU3allMd  aBTOMATU3UPOBAHHONW  CHCTEMBI  JIEJIONPOM3BOJCTBA,  JIAETCSA
MCUEPIBIBAIOIINI €€ aHaN3. AHAJIU3 UCIIOIb3YEMBIX B OpraHU3allMy aBTOMAaTU3UPOBAHHBIX CUCTEM
JKeJaTeJIbHO BKIIIOYATh B MATMCTEPCKYIO AUCCEPTALIMIO 110 J1t000i Teme. OOydaronmiics MOXXeT AaTh
PEKOMEHIAlIH 10 UX BBIOODY.

B chnywae ecnmm B 1LeNOM Marucrepckas JUccepTalys IIOCBAIIEHA aBTOMaTHU3alUH
JIeTIONIPOU3BOACTBEHHBIX MPOLIECCOB, TO paboTa OYAET UMETh HEKOTOPYIO CHeUUHUKY: HE00XO0IUMO
OTpPa3UTh KaKue MpaBUiia MPUMEHSIOTCS MPU paboTe ¢ AJIEKTPOHHBIMH JOKYMEHTaMH, Kakasi 4acTb
JOKYMEHTOOOOpOTa aBTOMAaTW3MpOBaHa, a Kakas Belercs TpaaulMoHHO. CrlenyeT naTh OLEHKY
CYLIECTBYIOUIMM CHCTEMaM JIOKYMEHTAllMM M PEKOMEHJI0BaThb BHEAPEHHE aBTOMATHU3MPOBAHHbIX
cucrem JIOY.

Opranuszanus npoexktrposanuss AC JIOY BkiIrouaeT MOArOTOBKY IUIaHA MEPOINPUATHH 1O
aBTOMAaTU3aluy, pa3paboTKy U COIJIaCOBAaHHME TEXHMYECKOTO 3aJaHusl Ha MPOEKTHPOBAHHE,
IUIAHUPOBAaHUE MEPONPUATHI MO OOYYEHHIO COTPYIHUKOB, ONpPEIETICHHE 3TaloB BHEAPEHUS WU
ycoBepiieHcTBoBaHust AC JIOY. Ilpu »s1omM oOywarouuiics IIPOEKTUPYET KOMIUIEKC
B3aMMOYBSI3aHHBIX ~ JOKYMEHTOB,  IOJHOCTBIO ONPENEISIIONIMX TEXHUUYECKHe TpeOOBaHus,
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NPOEKTHbIE ¥  OpPraHM3allMOHHBIE pEUICHHs MO BHEAPCHUIO U (YHKIMOHUPOBAHUIO
aBTOMATHU3UPOBAHHOM cHUCTeMBl. B makeT HOKYMEHTOB BKIIHOYAeTCsl pabouas JOKYyMEHTaLus,
TEXHUUYECKOE 3aJJaHue U JAp. JOKYMEHTALMs, IIPETyCMOTPEHHAs! COOTBETCTBYIOIIMMH CTaHJapTaMHU.
HeoOxomum Takxke pacdeT SKOHOMHMYECKOW 3(QEKTUBHOCTH BHEAPEHUs aBTOMAaTU3MPOBAHHON
CHCTEMBI YIPABJICHHA 3JIEKTPOHHBIM JIOKYMEHTOOOOPOTOM WIIM aBTOMAaTU3UPOBAHHOW CHCTEMBI
YIIPaBJICHUS TOKYMEHTALEH.

Taxoxe [IPaKTUKAHTBI OIIPEACIIAIOT COOTBETCTBUE HOPMaTUBHOU 0a3bl
JIETIONPOU3BOACTBEHHOM Ci1yObl opranuzauuu 3akoHonarenbctBy JIHP B cdepe perymuposanus
JenonpousBoAcTBa. [IpakTHKaHT TOTOBUT PpPEKOMEHAALUMM [0 YCTPAaHEHUIO HMMEIOLIUXCS
HECOOTBETCTBUH UM IPOTHUBOPEYU HOPMATHBHOW 0a3bl  JI€JIONPOU3BOJICTBEHHON  CIIYXKOBI
OpraHu3aluy C HOPMAaTUBHBIMU JOKYMEHTAMH, YTO TAKXKE OTMEYAETCS B OTUYETHBIX JOKYMEHTax IO
IIPAKTHKE.

B cnydae mocTymiieHus! MpemiokeHni 0T COTpyAHUKOB ciayx0bl JIOY mnm pykoBojacTBa
YUPEKIECHH O pa3paboTKe HEOOXOAMMBIX JOKYMEHTOB HMHCTPYKTMBHOIO WM METOAMYECKOIO
XapakTepa, MarucTpaHT JelaeT COOTBETCTBYIOLIYIO 3aluch B oT4yere. B 3ToM ciydae Tema
BBIIYCKHOM KBaJM(UKaMOHHON paboThl MOXeET ObITh CBS3aHA C Pa3pabOTKONM UM HEOOXOIMMBIX
JIOKYMEHTOB JUIsI IOCJIEAYIOIIErO BHEAPEHHUS B JIEATEIIbHOCTh OPraHU3aLuy.

Jnist cOopa MarepuaioB IO M3YYEHHIO KaJpOBOIO JIENONPOM3BOJICTBA OpraHU3aLMU
IPOBOANTCS] aHAJIU3 MOJIHOTHI COCTABa JIOKYMEHTALMU IO YIPABJICHUIO MEPCOHAIOM, O JTUYHOMY
COCTaBy, y4eTHBIX (opM. BakHO omnpenenurs cOOTBETCTBUE WM HECOOTBETCTBUE UX O(GOPMIIEHHS
npaBwiaM. TpeOyercs OLIEHUTh TEXHOJIOTMU paboThl C JaHHOM KaTeropueil JI0KyMEHTOB,
IIPUMEHSEMBIE B OPraHU3ALIMNU: BEACHUE PETUCTPALMY, y4eTa, XPaHEHUS U Ipouee.

Hanpumep, KOMILIEKCHBIM HPOEKT IO YIPABICHUIO NEPCOHAJIOM IPEAIoaracT Hajaudue
CIIEAYIOIIMX JIOKYMEHTOB: IIPaBWJI BHYTPEHHETO TPYIOBOIO PACIOPSAIKA; KHUI ydeTa JBHKEHHS
TPYIOBBIX KHW)KEK M BKJIAJbIIIEd K HHUM; JOJDKHOCTHBIX MHCTPYKLIMH; IOJIOXKEHUS O
HEPCOHAIBHBIX JIaHHBIX paOOTHUKOB; MOJIOKEHUS 00 oIuIaTe TPy/Aa; MOJIOKEHUS O IPEMUPOBAHUU U
MOpPaJIbHOM CTHUMYJIMPOBAaHUU COTPYAHUKOB; IIOJIOKEHUS 00 OXpaHe TpyJAa; MHCTPYKLMH IO
OXpaHe TpyJa; )KypHAIOB O3HAKOMJIEHHS C MHCTPYKLUSIMH; IrpaQUKOB OTIYCKOB; MOJOXEHHS O
KOMMEpPUECKOH TaliHe; KOJJIEKTUBHOIO JIOrOBOPA; TPYAOBBIX JIOTOBOPOB; MPHUKAa30B (0 MpHEME U
YBOJIbHEHUH  COTPYAHHMKOB, OTIYCKax); JMYHBIX KapTO4eK PaOOTHUKOB; TPYIOBBIX KHIKEK;
tabenei yueta padouero BpeMeHH; Tpa)uKoOB MOBBIIICHUS KBATU(PHUKAIIMH, aTTECTAIIUH.

Ilpu sToM oOydvarommecs MPUMEHSIOT pa3MYHbIE METO/bl HCCIEOBaHUS, KOTOpBIE
ONHMCAaHbl BO BBEJEHWU MarucTEpCKOW auccepTalvy. B xozae mpeampoeKTHOro MCCieoBaHUs ¢
coriacus pabOTHUKOB cocTaBisercs pororpadus pabodero JHs, HaIpUMep, CEKpeTapsi, IPOBOAUTCS
aHaiu3 MaTtepuasoB. Bece gaHHble QUKCHPYIOTCA. 3amoyHAETCsS HAa KaXIIblil JOKyMEHT KapTa, Kyzaa
BHOCSITCSI BCe CBeZIeHUs 0 HeM. dopma KapThl pa3padaThIBacTCs 00YYarOIMMCS B 3aBUCUMOCTH OT
TEMbl MaruCTEPCKOU AUCCEPTALUH.

Hay4Ho-uccieaoBarejbCK1i 3Tall.

MaructpanT 3aBepiiaeT pabOTy HajJ MarkucTepcKoW AuccepTalyel: YTOUYHSET OCHOBHBIE
MOJIOKEHUST PabOThI, YTOYHSET M 3aBEepIlacT HANMCAHWE BBEACHMS, BBIBOJIOB JMCCEPTAIUH,
OKOHYATEIhbHO O(GOPMIIIET MAarvCTEPCKYIO0 JUCCEPTAIMIO; COCTaBJSIET CIMCOK OuOmmorpadum;
TOTOBUT JOKJIAJ U MPE3CHTALMIO IS IPEABAPUTEIBHON 3aILUTHI JUCCEPTALIUN.

Ha 3axmrounTensHOM dTame MOPeUTMITIOMHOW TPAKTUKU — oOydaronmiics o0oOrmaer
COOpaHHBIM Marepuajn, TPaMOTHO M IOCIIEIOBATENIbHO H3JIaraeT €ro B OTYETe IO IpaKTUKE.
OcBelieHre BOIIPOCOB B OTYETE JOJHKHO MITH IO 3apaHee MPOJYyMaHHOM cxeMe C MpHUBIICYEHHEM
TEOPETUUYECKUX MTOJIOKEHNH U MPAKTUYECKUX BBIBOJIOB.

[lo 3aBepiIeHNIO MPEITUTNIOMHON MPAKTUKKA MAaruCTpaHTy HEO0OXOAUMO TMPEICTaBUTh Ha
Kadeapy MarucTepcKyro JAUCCEPTALUIO, PEIIEH3UI0 U MUCbMEHHBIM OT3hIB HAYYHOTO PYKOBOJIUTEINS
Ha BBINOJTHEHHYIO MarucTepPCKyro TUCCEPTAIIUIO.
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4.8. O0pa3oBaTebHbIe, HAYYHO-HCCIEN0BATEIbCKHE H HAYYHO-TIPOM3BOJACTBEHHbIE
TeXHOJIOTHH, HCII0JIb3yeMble HA MPaKTHKe
[IpakTrka sBISETCS HEOTHEMJIEMON 4YacThio ydeOHoro mpouecca. Ilpu mpoxoxkneHun
IPAaKTUKU CTYAEHTHI UCIOJIb3YIOT KaK OOIICHAayYHbIE METO/Ibl, TaK M CIIELHAIbHbBIE METOJbl B
pamMKax  IpPOXOXAEHUS TMpPaKTUKU U TPOBENEHUS  HaydyHoro wuccienoBanusa. Cpenu
CHEeLMANIbHBIX  METOJOB  KIIOYEBBIMM  SIBJSIIOTCSL  METOABI  (DOPMYJSIPHOTO  aHaIW3a,
OpPraHU3alMOHHOTO POEKTUPOBAHUS, CUCTEMHOI'O MOAXO0AA.

4.9. YueOHO-MeTOoANYeCKOe o0ecniedeHe CAMOCTONATEIbHOI padoThl CTY/IEeHTOB HA
NpaKTHKe

Bo BpeMs mnpoxoxaeHus MNpeJAMITIOMHONW MpPAaKTUKH OOJBIIOE 3HAUYEHUE HMMEET
caMocTosATeNIbHAas paboTa CTYIEHTOB, IIOCKOJNBKY IIPaKTHKa SBISIETCS OJHHM H3 OTalloB
NOJArOTOBKM MAarucTpOB 10 HampasieHuto moarotoBku 46.04.02 JlokymeHTOBeAeHHE U
apXHMBOBEJICHUE.

CamocrosTenbHas paboTa CTYACHTOB B XOJI€ MPOXOKIACHUS NMPAKTUKKA HAIpaBiIeHa Ha
Ka4eCTBEHHOE OCBOCHHE U CHCTEMAaTH3alMI0 TIOJYy4YeHHBIX 3HAHWH, WX yriyOleHue u
pacummpeHue Ha OCHOBE aHAJIM3a BHIIOJIHEHUS JIEIOTPOU3BOICTBEHHBIX ONEPAIliii B KOHKPETHOM
opraumzauun. Gopmupyercs yMeHue NOJTydeHHs 3HAHWN Ha MpakTHKe (B MpodecCHOHaIbHOM
JEeSITeTbHOCTH) U 3aKPEIUIAIOTCS MPAKTUYECKHE HABBIKH CTYIEHTOB. AKTHBHO Pa3BUBAIOTCS UX
NIO3HABAaTEIbHBIE CIIOCOOHOCTH, CaMOCTOSITEIBHOCTh MBIIUICHUS, CHOCOOHOCTh K Hay4HO-
UCCIIEIOBATEIILCKOW PadOTe, HABBIKM MEXJIMYHOCTHBIX OTHOIICHHWH, IOCKOJIBKY CTYICHTHI
aKTHBHO BKJIIOYAIOTCS B KOMMYHHKAIIUU C COTPYJHHKAMHU OpPTaHH3alWi, Y4aTCsl TOXYHHATHCS
npaBUiIaM BHYTPEHHETO PacropsiiKa U IPYTUM KOPITOPATHBHBIM aKTaM.

4.10. Kanenaapuslii rpaguk NpoxoxkIeHus MPaAKTHKH
VY4uThIBasA, YTO CTYAEHTHI MPOXOAT MPEATUINIOMHYIO IPAKTUKY Ha pa3HOOOpa3HbIX O6a3ax
IPAKTUKH, B 3aBUCMMOCTU OT BUJA HCCIEAYEeMOM Hay4dHOH MPOOJIEMbl B KaKIOM OTAEIbHOM
cillyyae KaJeHJapHble TpauKu JOJDKHBI pa3pabaThlBaTbCs B MEpBble JHU MPAKTHKH
PYKOBOJUTENAMHU OT Kadeapsl U 6a3bl MPAKTUKU C YIaCTUEM CTYJEHTOB.

4.11.Y4yeOHo-MeToauYecKoe U MH(OpMaHOHHOE o0ecnieyeHUe NPAKTUKHU

4.11.1.PexoMeH10BaHHAas1 JIUTEPATypa

Ne HaumenoBanmue Koa-Bo Hannume
n/n IK3EMILIAPOB | JJIEKTPOHHOM
B OulJmoTeke BEpPCHHU B
JOHHY 9BC
OcHoBHas JInTEpaTypa
1 | Marucrepckasi auccepTalys: OCHOBHBbIE TpeOOBaHUS IO 0 +
MOJITOTOBKE W 3aluTe: [DJIEKTPOHHBIN pecypc]
y4eOHO-METOTMUECKOe nocobue /  aBT.-COCT.:

H. 1. ITonomapenko, H. E. Mamenko, 5. B. ®unarosa ;
'OV BIIO «/loHenkuil HallMOHAIBHBI YHUBEPCUTET». —
Honeuk: JIOHHY, 2019. — DnekrtponHsle qaHHbie (1

Gaiin).

2 | Y4eOHO-METOIMYECKOE ITOCOOMEe IO TMPOXOKIACHHUIO 0 +
NpakTUK I CTYIACHTOB HAIpaBJICHHUs] MOJTOTOBKH
46.04.02 JIoKyMEHTOBEJAECHHE M AapXHBOBEJCHUE
(Marucrepckass mporpamma) [DIEeKTpOHHBIN pecypc]

y4eOHO-METOINYEeCKOoe nocobue  /
H. II. Ilonomapenko, H. E. Maenko,
. B. ®wumaroBa ; I['OY BIIO «/lonenkwmit
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HallMOHAIBHBIN yHUBepcuTeT». — Jonenk: JJOHHY,
2019. — Dnexrponnbie ganubie (1 daiin).

3 laitnaps E. B. OcHOBBI METOI0JIOTMH ¥ METOJIbI HAYYHBIX 0 +
UCCTICIOBaHU  [DJIeKTpOHHBI  pecypc] :  ydeOHOe
nocobue / aBr.-coct.: E. B, T'aiimapp, H. E. Mamenko,
E. A. Mutpoxuna, H. I11. [Tonomapenko, 5. B. ®unarosa
; TOY BIIO «/loHenkuii HallMOHAJIbHBIN YHUBEPCUTETY.
— Honeuk: JJOHHY, 2019. — Dnekrponnsie aanusie (1

(aitn).

JonosHUTEIbHASA JUTEpPaTypa

4 | AugpueHko B. H. MHOroypoBHEBbIE 0 +
WH(QOPMAIIMOHHBIE CHUCTEMBI [DJIEKTPOHHBINH pecypc]
: yueobHoe nocodue / B. H. Angpuenko ; 'OY BIIO
«/loHenkuii HalMOHANIBHBIN YHUBEPCUTET». — JlOHEnK
: JOHHY, 2019. — Dnektponnsie ganusie (1 ¢aiin)

5 |Taiimapp E. B. MeHemxMeHT B HH(POPMAaIUOHHO- 0 +
JOKYMEHTAILMOHHON JESATEIbHOCTU [DIEKTPOHHBIN
pecypc] : yuebnoe mocodbme / E. B. Taiimaps,
E. A. Murpoxuna ; TI'OY BIIO «/loneuxuii
HalMOHAJIbHBIM yHUBepcuTeT». — Jloneux : JJOHHY,
2019. — Dnextponnsie ganuwie (1 daiin).

6 |Tlaiimapp E. B. HMapopmannoHHBIE CHCTEMBI U 0 +
TEXHOJIOTUM YIpaBieHus [DJIEKTpOHHBIM pecypc]:
yuebnoe nocodue / E. B. I'aiimaps, H.I11. [ToHOMapeHKo
; roy BIIO «Jloneuknit HAIMOHAJILHBIN
yauBepcurer». — Joweux : JOHHY, 2019. -
OnexkTpoHHble nanubie (1 daiin).

7 | KopobGeitnukoBa, K. B. Teopernueckue u mpaBOBbIE 0 +
OCHOBBI ~ JTOKYMEHTOBEJEHUS W  apXUBOBEJCHUS
[DnexTpoHHbIll pecypc| : ydueOHOe mocoOue / aBT.-
coct.: K. B. Kopobeiinukosa, f. B. ®unatosa ; TOY
BIIO «/lonenkuii HalMOHAIBHBIA YHUBEPCUTET». —
Honeux: JJOHHY, 2019. — DnektponHbie naHHbIe (1

aiin).

8 | Ilonomapenko H. III. CoBpemeHHBIE  aCHEKTHI 0 +
uu(ppoBol  IKOHOMUKUM [DIJIEKTpOHHBIH  pecypc]:
y4eOHUK JJIsl CTYJ€HTOB BBICIIMX Y4EOHBIX 3aBE/ICHUI,
o0ydJaronuxcs Mo HampasiIeHUI0 moAroToBku 46.04.02
JIOKyMeHTOBeIeHNE U apXUBOBEJCHUE /
H. III. ITornomapenko; I'OY  BIIO  «/loHeuxuii
HalMOHaNbHBIH yHUBepcutTeT». — JloHeux : JJOHHY,
2019. — Dnexrponnsie nannbie (1 daiin).

4.11.2.MapopManinoHHBIE PeCypChI

1. Odumuanenasnii caitr  Hapomnoro Cosera [lonenkoit Haponuoit PecnyOnuku
[DnexkTpoHHBI pecypc]. — Pesxxum nocryna: http://dnrsovet.su/ru/

2. Odununaneubit  caiit ['maBel [onenkoir Hapoanoit PecnyOnuku [DneKTpOHHBIH
pecypc]. — Pexxum pocryna: https://glavadnr.ru/

3. Odunnanpubiii  caiit CoBera MunucrpoB Jlonenkoit Hapognoit PecnyOnuku
[DnekTpoHHBI pecypc]. — Pesxxum nocryna: http://smdnr.ru/

6. OdunuanbHbIil calT I'maBHOro I'ocynapcTBeHHOTO  YIpaBieHHUs
JIOKYMEHTAIlMOHHOT0 oOecrieueHuss U apxuBHoro jnaena Jlonenkoit Hapoanoii PecrnyOnuku



http://ggudoad-dnr.ru/
http://ggudoad-dnr.ru/
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[DnexTponHbIli pecypc]. — Pexum nocryma: http://ggudoad-dnr.ru/

4.11.3. [IporpammHoe oOecnieueHue
1. Windows 7 PRO (koprioparuBnas nunensus JOHHY Ne 46484614)
2. Microsoft Office (kopnoparusnas munensus JOHHY Ne 46472919)
3. Microsoft Visual Studio (nmuuensus nporpamvber DreamSpark mjst BeICIIHX yueOHBIX
3aBeJICHUN)
4. Antuupyc Kacnepckoro, Adobe Acrobat Reader, XPDF (nuuensuun GPL, Apache,
BSD st cBOGOIHOTO MPOTpaMMHOTO 00ECTICUECHHUS ).

4.11.4. MatepuajbHO-TEXHHYECKOe o0ecriedeHHe NMPaKTHKHU

[Ipu npoxokIeHUH NPEIAUIIIIOMHON MPAKTUKH CTYIEHTHI UCIIOJIb3YIOT:

y4eOHyI0 71abopaTOpHIO Ui MPOBEACHUS TNPAKTHUECKUX M JaOOpaTOPHBIX 3aHSATHIA,
TPYNNOBBIX M WHAMBUAYAJIbHBIX KOHCYJIbTAlMN, TEKYIIETO0 KOHTPOJS U MPOMEXYTOUHON
aTTeCTallnu, ISl CAMOCTOSITEIILHON paboThl oOydaromuxcs (aym. Ne 206 a, T.

Houeuk, yn. YemockuHies, A. 198a), ocHaieHHYI0 KOMILIEKTOM Yy4eOHO#l mebenu Ha 20
MIOCAJOYHBIX MECT, KOMIUIEKTOM pabouero Mecrta IMpernojaBaTelisi, MEJIOBOM  JOCKOH,
KOMITHIOTEPOM B KOMILIEKTE (6 IIT.);

YUTANBHBIN 3a] CHpaBOYHO-OMONMMorpaduueckord HWHGOOPMAIMOHHONW paboOTH ISt
caMoCTOATeNbHOM padoThl oOyyatonuxcs (aya. Ne 102, r. [lonenx, np. ['yposa, 6), ocHalieHHbIH
KOMIUIEKTOM yueOHON Mebenu Ha 23 1ocalouHbIX MecTa, KOMIIbIOTEpOM B KoMIuiekTe (1 miT.);

yuTaneHbIi 321 Ne 3 aBropedepaToB U AuccepTalyil; TOMEIEHHE I CAMOCTOATEIbHON
paboter oOyuaromuxcs (aya. Ne 106: 1. lonenk, mp. Tearpanbubiii, a. 13), ocHalIeHHBIH
KOMIUIEKTOM yueOHOoU Mebenu Ha 50 mocaiouHbIX MECT, KOMITbIOTEPOM B KOMILIEKTE (2 IIT.);

yuTanbHbIM 3an Ne4 nepuoauvecKkol JUTepaTypbl; MOMELIEHHE [Ji CaMOCTOSITEIbHOM
pabotel oOyuarommxcs (aya. Ne 19, r. Jloneux, yn. YHuBepcuterckas, 24), OCHaIICHHBIN
KOMIUIEKTOM yueOHOU Mebenu Ha 31 rmocaiouHoe MecTo, KOMIIbIOTEpOM B KoMIuiekTe (1 miT.);

3aJ JIEKTPOHHOW MH(pOpMAIMM AT CaMOCTOSATENBHOM paboThl oOydarommxcs (ayn.
Ne 104-a, r. Jloneuk, mp. I'ypoBa, 6), OCHamieHHBIH KOMIUIEKTOM Yy4eOHOW MmeOenmu Ha 40
MOCAJI0YHBIX MECT, KOMITBIOTEPOM B KoMILIeKTe (14 1mT.).

CryneHThl pa3BUBAIOT HABBIKM MOMCKAa MH(OpMAIMK, HEOOXOAUMOM Ui MPOXO0XKIECHUN
npakTukd. EcTh JocTynm K OCHOBHBIM HH(GOpPMAalMOHHBIM 00pa30BaTeNbHBIM pecypcam,
MH(OPMaLMOHHON 0a3€ TaHHBIX, BO3SMOYKHOCTb BbIXO/a B UHTEPHET.

5. MPOU3BOACTBEHHASA NIPAKTUKA (HAYYHO-UCCJIEAOBATEJIBCKAS
PABOTA (paccpenoTo4yeHHasi)

5.1. Hesim HUP
[lenpto Hay4dHO-HWICCNENOBaTENbCKOM paboThl (manee — HUP) sBnsercs wuzydeHue
MarucTpaHTaMH OCHOB HCCIICIOBATEIHCKON IEATEILHOCTH, MPUOOPETCHUE HABBIKOB HAYYHOTO
WCCIICIOBAHMS JUISI HAMUCAHMS BBIMTYCKHOW KBaTU(UKAIMOHHONW paboThl (Marucrepckou
JUCCepTAIiN), a TAK)KE€ HAYYHBIX CTaTel U IPYTUX pPe3yJbTaTOB HAYIHOU PabOTHI.

5.2. 3apauu HUP

3adauamu HAYYHO-UCCT1E008AM ENbCKOU PADOMbL ABIAIOMCA:

(dbopMHpOBaHWE TOTOBHOCTH MAarvCTPaHTa OCYIIECTBIISATh HAYYHO-HCCIIEIOBATEIHCKYIO
pabory;

CbOpMI/IpOBaHI/Ie YMCHHA MaruCTpaHTa MHNPUMCHATb HWCCICAOBATCIBCKHUE IIPUEMBI U
METO/IBI;

cOOp W mMOATOTOBKAa  (haKTHYECKOTO  MaTepHayia JUId HAIUCaHWS MarucTepCKOM
JICCepTaIi;
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noaAroToBKka AOKJIAg0B, COOGH.[CHI/Iﬁ Ha Hay4YHBbIX )41 HayYHO-MCTOAUYCCKUX
KOH(epeHIHsIX;
MOJITOTOBKA K MyOJIMKAIIMK HAYYHBIX CTATEH, TE3UCOB, 3CCe, KOHKYPCHBIX PadoT.

5.3. Mecto HUP B crpyktype OII BIIO

Hayuno-uccnenoBarenbckas pabora otHocutcs K broky 2 «lIpakTuku, B TOM uuncie
Hay4yHO-UCClenoBaTenbckas pabora (HUP)» um  sBisiercs HEOThEeMIIEMOU 4YacThiO y4eOHOTO
mpolecca M BKJIIOYAaeT B ce0s MPAKTUYECKYH0 TIOJATOTOBKY CTYACHTOB [0 HAaIPaBJICHUIO
noarotoBku 46.04.02 JlokymeHTOBeneHUEe W apxuBoBeAeHue. HayuHo-uccienoBareabckas
pabora peanusyeTcs Ha (pakyipTeTe MaTeMaTUKu ¥ MHpopMannoHHbIX TexHoiorui 'OY BIIO
«JOHHY» kadenpoit uHGOpMAIIIOHHBIX CUCTEM YIIPABICHHS.

HUP npencraBnser coOoi BHUI ayIUTOPHBIX 3aHATHH M CAaMOCTOSTEIHHOW padOTHI,
HEINOCPEJICTBEHHO OPUEHTUPOBAHHBIX HA HAYYHYIO MOJArOTOBKY 00yYaroluxcs, paccpeoToueHa
JUISL CTYACHTOB OYHOM (hopMbl oOydeHus Ha 1, 2, 3 cemMecTpel: Mo 6 3.6. W TPOBOIUTCS 0Oe€3
OTpBIBA OT OOYYEHHS; IJIsl CTYJCHTOB 3a049HOM hopMbr oOyuenust — Ha 1, 2, 3 cemecTpsl o 6
3.e.

Copepxanne  pabOThl  ABJIAETCA  JIOTMUECKUM  IPOJOJDKEHHUEM  COICpPKAHUS
TUCIUILINH, U3y4aeMbIX B OakalaBpHare.

[Tonyyenne oOyyarommMucs NpoPecCHOHATBHBIX YMEHUN U OIBITa MPOPECCHOHATBHON
nesitenbHOCTH B mpouecce HUP  sBnsercss OCHOBOM i OmpeleieHus TeMbl Hay4dHO-
HCCJIEI0BATEIbCKOM padOThI, HAIIMCAHUS BBIITYCKHOM KBaTM(PUKAMOHHON paOOTHI.

O6mas Tpynoemkocts HUP coctaBmsier 18 3aueTHbix enunul, 648 yacos.

5.4. Bua, THII NPaKTHKH, (POPMBI ¥ CIOCOOBI €€ POBeIeHUs

Buo npakmuku — npou3BOICTBEHHAs MPaKTHKA.

Tun iponsBoACTBEHHOM TTpakTUKu: HUP.

Cnocoosl npogedenus: CTallioHapHasl.

HUP mnpencrasisier co60it BUJ yUeOHBIX 3aHATUH, HEMOCPEACTBEHHO OPUEHTHPOBAHHBIX
Ha MpodecCuoHaTbHO-TIPAKTUYECKYIO MMOATOTOBKY 00Y4arOIIHUXCSl.

PykoBOACTBO  NpakTHUKOM  OCYIIECTBIISETCS: PYKOBOAMTEIEM  IPAKTHUKUA  OT
BBIITyCKaroLel Kageaphl; PyKOBOJIUTENIEM MPAKTUKU OT Oa3bl MPAKTUKH.

®dopmoil mpoBeAeHUsT NMPaKTHKH sBIseTcs pabora oOydaromierocs Ha NPEINpUsTHH,
BbIOpDAaHHOM KaK MECTO MPOXOXKJIEHUS NPAKTHKH, B KAuyeCTBE MpPAaKTHUKaHTa, CTa)xepa, HIN
paOOTHHKA, 3a4MCICHHOTO Ha IUTAaTHYIO JOJDKHOCTh Ha NPEANPHUSITHH, COOTBETCTBYIOILYIO
ypoBHIO KBanupukamnuu, a Taxke Ha 6aze 'OV BIIO «/loHeuxuii HalMOHAIBHBIN YHUBEPCUTET.

IIpaktuka mnpoBoautTcs B (opme cOopa HSMIUPHUECKOTO MaTepuana, pa3padoTKu
METOJMKH palMoHaNu3aluu opraHu3anuu ciayx0sl JIOY, apxuBa, KOHKPETHBIX 3aJaHUM AJis
HOJArOTOBKM MAarucTepcKoi auccepTraluy oOydarolierocsi, a Takke B (opMmMe 3aBeplICHHS
BBIIYCKHON KBaJTU(UKALMOHHON pabOThl MarucTpaHTa.

Dopmamu npogedenus HAYyUHO-UCCAE006AMENbCKOU PADOMbL MOZYM AGIAMbCA:

BBITNIOJITHEHWE 3aJaHUil Hay4yHOTO PYKOBOJUTENS B COOTBETCTBUU C YTBEPKIACHHBIM
IUTAHOM Hay4YHO-UCCIIeI0BATEIbCKOM paboThI;

yyacTHe B HAy4YHBIX CEMHUHapax, TEOPETUYECKHMX CeMHHapax ([0 TeMaTHKe
UCCIIEIOBaHMUs ), a TAKXKe B HAY4YHOU paboTe kadeapsr;

BBICTYIUIEHHE Ha KOH(EPEHLUAX MOJIO/IBIX YUEHBIX, KPYTJIBIX CTOJIAaX;

MOJTrOTOBKA M MyOJIMKAIsl Te3UCOB JI0KJIAJI0B, HAyYHBIX CTaTell;

y4acTHE B PealbHOM Hay4YHO-HCCIIE0BATEIbCKOM MPOEKTE, BBITOJIHAEMOM Ha Kadeape B
paMKax OOPKETHBIX M MHUIMATUBHBIX HAYYHO-UCCIIEI0BATENbCKUX ITPOrPaMM;

BesieHrne OnommorpaduuecKoil paboThl C MPUBJICYEHUEM COBPEMEHHBIX HHPOPMAITMOHHBIX
Y KOMMYHUKAIIMOHHBIX TEXHOJIOTUH;

MOJITOTOBKA MarucTepcKoil TuccepTaIii.



47

5.5. Komnerennuu ody4yarommxcsi, popmMupyembie B pe3yibTaTe HAY4YHO-
HCCJIeI0BATEILCKO PadoThI

[porrecc MpoxXoXkIeHNST TIPOU3BOJCTBEHHON MPAKTUKU (HAYYIHO-HCCIIEIOBATEIIBCKON PA0OThI
(paccpenoTOUEHHOM) HarpaiieH Ha (YOPMUPOBAHUE JIEMEHTOB CIIEAYIOIIMX KOMIIETSHIIUH ¢ y4eTOM
tpedoBanuit ®I'OC BO P® no nampasieHuto mnoarotoBku 46.04.02 JoxymeHTOBeACHUE U
apXMBOBEICHHE, B COOTBETCTBUM C OCHOBHOM 00pa3oBaTENIbHONM  MPOrpaMMOil  BBICILIETO
oOpa3zoBanusi HampasiieHus: nMoArotoBku 46.04.02 JlokyMeHTOBE/IEHUE U apXUBOBECHUE!

a) oowexkynromypuwvix (OK):

CIIOCOOHOCTH K a0CTPaKTHOMY MBIIIUICHHIO, aHau3y, cuHte3y (OK-1);

TOTOBHOCTbH JICHCTBOBATh B HECTAHJAPTHBIX CUTYAlUSX, HECTU COLMAIBLHYIO M 3THYECKYIO
OTBETCTBEHHOCTH 3a NpuHsThIe pemenus (OK-2);

TOTOBHOCTh K CaMOPa3BUTHUIO, CAaMOpEaTU3alliy, UCIIOJIb30BAHUIO TBOPUYECKOTO MOTEHIHAIa
(OK-3);

0) oowenpogpeccuonanvnuix (OIIK):

CIIOCOOHOCTh K CaMOCTOSITENIbHOMY OOYYEHHIO HOBBIM METOJAaM HCCIEIOBaHUS, K
U3MEHEHHIO HaydHOTo poduiist cBoeit nmpodeccruonanbuol nestensHoctr (OITK-3);

TOTOBHOCTh CaMOCTOSITEIIFHO pPaboTaTh C HMCTOYHMKAMH WH(OpPMAIMK, HEMpPEephIBHO
COBEPIIIEHCTBOBATH YpOBEHb npodeccruonansoi moaroropku (OITK-8);

CIIOCOOHOCTh BIIAJICTh HABBIKAMH TOMCKA HCTOYHWKOB M JIUTEPATyphl, HCIIOIB30BAHUS
IPaBOBBIX 0a3 TAHHBIX, COCTABICHUsI OMOIHOrpadIecKuX 1 apxuBHBIX 0030poB (OITK-9).

6) npogeccuonanbubIX (IIK):

HAYUHO-UCC1e006AMeNbCKAA 0AMEIbHOCHb:

BIIaJicHHe MpPO(ecCHOHANBHBIMU 3HAHUSIMA OCHOBHBIX TIPOOJIEM JOKYMEHTOBEICHHS U
apxusosenenus (ITK-1);

MOHMMAHWE CYIIHOCTH IIPOLIECCOB, TPOMCXOMAIIMX B OOJAaCTH JOKYMEHTOBEICHUS W
apxusosenenus (I1TK-2);

BBISIBIICHHE TEHICHIMHA pa3BUTUS HWH(POPMAMOHHO-TOKYMEHTAMOHHOTO 00eCTIeueHH s
ynpasienus u apxuBHoro nena (ITK-5);

BJIaJIcHHE HaBBIKAMHU pedepupoBaHUsI U aHHOTUPOBAHMS HAYYHOH JIMTEpaTyphl, HABBIKAMU
penakropckoii padots! (ITK-6);

CITIOCOOHOCTH BBISIBIISITH W OTOMPATh JOKYMEHTHI IJISl Pa3HbIX THUIIOB M BHIOB ITYOJIHMKAIHA
(TTK-7).

Ilo oxonuanuio HayuHo-ucci1e008amenbCKoll padonvl MazucCmpanm 00a4ceH

3HATh:

— TPHUHIMIIBL O0TOOpa HAYyYHOW JIMTEpaTyphl M €€ aHaiu3a B COOTBETCTBHH C
MOCTaBJICHHBIMH 1IE€JIbIO M 33/1a4aMH HCCIIEIOBAHMS;

— XapaKTEePUCTUKY METOJIOB, COOTBETCTBYIOIINX MPOQIITIO0 MAaruCTEPCKOM IPOTPaMMBI;

— TEOPETHYECKYI0 0a3y HCCIeI0BaHMNS;

yMeThb:

— (hopMyIHpOBaTh HAYYHYIO POOJIEMATHKY IO MPOQPUITIO MaruCTEPCKON MPOTrpaMMmBl;

— 00OCHOBBIBaTh BHIOPAHHOE HAY4YHOE HalpaBlIeHHE, MOAOHPAaTh CPEACTBA M METOJbI IS
pelIeHHs TOCTaBICHHBIX 3a/1a4 B HAYYHOM HCCIIE/I0BaHHY;

—  CaMOCTOSITENTbHO CTaBUTh 3a/ladll HAyYHO-HCCIIEOBATEILCKUX Pa0dOT M BBHIOIHATH
UCCIIEIOBAaHUS TPU  PELICHUH HayYHO-HMCCIEIOBATeIbCKUX 3aJad 10 TeME MAarucTepcKon
TPOTPaMMBI;

— IUIAHUPOBATh, OPTAHU30BBIBATH U MPOBOAUTH HAYYHO-HUCCIIEJOBATEILCKIE U TIPOEKTHBIE
paboTHI MO0 TeME MarkucTepcKOl MpOrpaMMbI C MPUMEHEHHEM COBPEMEHHOTO OOOpYIOBAaHUS H
KOMIIBIOTEPHBIX TEXHOJIOTHIA;

— YMETh TPEJICTABIATH PE3YIIBTATh pa0OT € UCTIOIF30BAHUEM HOPMATHBHBIX IOKYMEHTOB;

— pethepupoBaTh U pelieH3UpOBaTh HAyYHbIE MyOIMKaIINY;
— nenath 000CHOBAHHBIE 3aKJIFOUSHUS 10 Pe3yIIbTaTaM IPOBOJMMBIX UCCIICIOBAHMIA;
BJIAJETh:



— MCTOJaMHU OpTraHU3alUA U IIPOBCACHUS HCCHGHOB&TGHBCKOﬁ pa6OTBI;
— cnoco0aMu 00pabOTKH MOTy9aeMbIX SMITUPUYECKUX JTaHHBIX U X UHTEPIPETALICH;

MCTOJaMM aHajlu3a MW CcaMoOaHallu3a,

HAY4YHOTrO pabOTHHUKA.
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CHOCOOCTBYIOILIMMU ~ PA3BUTHIO  JINUHOCTH

5.6. CTpyKTYypa U coJep:KaHNe HAYYHO-UCCJIeI0BATEIbCKOH padoThl

CTpyKTypa HAay4YHO-HCCJIEA0BATEIbCKON PadoThI
Ob6mas tpynoemkocts HUP cocrasmsier 18 3auerHsix enunun (648 udacos, 3 cemecTpa
napauIelIbHO TEOPETHUECKOMY 00YUCHHUIO), BKIIFOYAIOIIMX CIIEAYOLIHe dTarnbl (Tadi. 5.1).

Cmpykmypa HayuyHo-ucciiedo08amenbCcKoil padomot

Tabnuya 5.1

Cemectp Buabl HAy4HO-HCCIEA0BATEIBCKOM TR DopMmEI TeKkyImero
o0y4eHns Pa3gensr (3ransr) T a— g 2§ HUpOMeKyTOY-
NMPaKTUKHA CAMOCTOSTEbHYI0 PAGOTY E § § HOro KOHTpo.Is
CTYJEeHTOB = &

1 2 3 4 5
OpranuzauoHHbIN Beibop TeMsl wuccienoBaHUS U CobecenoBanue.
aTan 000CHOBaHHUE €€ aKTyaJIbHOCTH Coznanue miana

1 MIPOXOXKICHUS

MPAaKTUKU

48 | MarmcTpaHTOM.
[pukas 06
YTBEP)KICHUU
TEMBI
MarucTepcKoin
JIICCEPTALHH.

2 IloaroroBurenbHbBIH IlocranoBka 1eneii ©W  3amay [lman

aTan HAy4YHOTO HCCIIEIOBaHUS MarucTepcKou
Onucanne oO0beKkTa W IpeaMeTa JIUCCEepPTaIIH.
WCCIIeTOBAHMUS 90 | PedepaTuBHsIii
OmnpeneneHne  METOJOB u 0030p
HMCTOYHUKOB HCCIIEIOBAaHUS HMCTOYHHUKOB u
XapakTepucTuKa COBPEMEHHOTO JIMTEPATYyPHI,
COCTOSIHUSI U3y4aeMOH IpOOJIEMBI 3aKOHOAATCIIb-

Uccnenosarensckuit Pabota ¢ ucTOYHMKaMU Hay4YHOU HOM 6a3bl 110 TeMe

aTan nHpOpMAITUH o TeMe UCCIIEI0BAHN.
JuccepTalun Cunormncuc
WzydeHnne 3akOHOB M HOPMATHUBHO- MarucTepcKon
MPABOBBIX AaKTOB, HCTOYHHMKOB u | 450 | AUCCEpTallnU
JINTEPATYPHI (6bubmmoTtekw, AHaTUTHYECKUN
apXHUBBI, YUPEKIACHUS MaTcpHan B
o0Opa3oBaHus) o TeMe CHCTEMATH3H-
HCCIIEOBAHUS pOBaHHOM  BHIE
AHanu3 OCHOBHBIX DPE3YyJIbTATOB H 1o HIEpBOMY
I0JIO>KEHUH, MTOJTyYEHHBIX pasaciy 5
BEAYIIMMHM  CHEUHAIMCTAMU B MarucTepcKon
obmactu IIPOBOINMOTO Auccepraniu
WCCIIEIOBAHHUA, OIIEHKa ux
NIPUMEHUMOCTH B paMkax
HICCIIeIOBAHMS

AHanmn3 M 00paboTKa TMOITy4EeHHOU
nHpOpMaLUH
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Pa3paboTka KOHIIETIIMU HAyYIHOTO
HCCIIeTIOBAHMS o TeMe
JUCCepTalyH, crCcTeMaTU3alHs
MaTepHaJoB AUCCEPTALIUU
BricTyruieHne ¢ CHHOIICHCOM
MarucTepcKod JuccepTaluu  Ha
HAYYHOM CeMHHape Kadeapbl
3 Coop u 00paboTka (haKTHYECKOTro Tesucer noknazna /
MaTepraiga M CTaTUCTUYECKHUX TEKCT HAYIHOH
TAHHBIX, aHAIN3 CTaTbhH.
COOTBETCTBYIOIIUX TEMeE AHanuTHyecKuit
XapaKTepPUCTUK OpTaHU3aIlluN MaTtepuai B
CHUCTEeMaTH3HPOBa
HHOM BH/IE 10
BTOPOMY pa3zieiny
MAarucTepcKomn
JIMCCEePTAIIH.
3aKIIIOUYNTENbHBIN 3anonHeHHBIM ~ wHAWBUAyanbHEIM | 60 | YepHoBuk 1 u 2
aTan IJIaH MarucTpa. paznena
MAarucTepcKon
JIMCCEePTAIIH.
BrinonuenHsii
VHIMBHTyaJTh-
HBIH IUIaH
Marmucrpa
Hroro 648

KonkperHsle Buabl, (QOpMBI Hay4uHO-HCCIEAOBATEILCKOM pabOTBl U CpPOKH HX
UCTIOJIHEHUST YKa3bIBAIOTCS B COOTBETCTBYIOLIEM pa3jielie MHIUBUAYAJIbHOIO IUIaHa pabOThI
maructpanrta. [lnan pazpabaTeiBaeTcss MarucTpaHTOM Ha KaXIblil ydeOHBIH TOJ C y4eToM
paboThl MO CeMecTpaM M YTBEP)KIAETCS HAYYHBIM PYKOBOJIUTEIEM MIPOrpaMMBbI.

Maructpant B KOHLIE KaXXJOIO CEMecTpa IyOJUYHO [JOKJIAABIBACT O pe3yibTaTax
BBIMOJIHEHUS] WHAMBHUIYalbHOTO IIJJaHAa B YacTH HAay4YHO-HMCCJIEI0BaTElIbCKOH paboThl Ha
HayYHO-METOJINYECKOM CEMUHApe Ka(eaphl.

Conep:kaHue HAyYHO-HCCIE0BATEIbCKOI Pad0ThI

Pabota wmaructpantoB B mnepuox HIMP opranusyercss B COOTBETCTBUM C JIOTUKOM
paboThI HAJl MAaTUCTEPCKOM TUCCepTaIUeH:

BBIOOp TE€MBI, OIpeJiesieHre MPoOIeMbl, 00bEKTa U MpeIMeTa UCCIIEeI0BaHMS;

dbopMynupoBaHUe IIeNW M 3a/ad HCCIeOBaHUS;

TEOPETUYECKUI aHaIW3 JIUTEepaTypbl M HCCIENOBaHUM 1o mpobieme, moa00p
HEOOXOJUMBIX MCTOYHHMKOB 0 TeMe (IaTeHTHble MaTepHalibl, HAyYHbIE OTYEThI, TEXHUYECKAs
JIOKyMEHTaIus U J1p.);

BbIOOp 0a3bl MPOBEICHUS UCCIIEIOBAHMUS;

OIIPElIETICHUE KOMIIJIEKCA METOJIOB HCCIEAOBAHUS;

aHAJIN3 SKCTIIEPUMEHTAIIbHBIX JaHHbIX;

oopmiieHHe pe3ysIbTaTOB UCCIIEIOBAHMUS.

Maructpantsl paboTalOT C MEPBOMCTOYHHMKAMH, MOHOrpadusMmu, aBTopedeparaMu U
JUCCEPTALMOHHBIMU HMCCIIEOBAHUSAMHU, KOHCYJIBTHPYIOTCSI C Hay4HbIM pPYKOBOJIUTEIEM U
MIPENO/IaBaTeISIMU.

3a Bpems HUP maructpanT nomkeH chOpMyIMpOBaTH B OKOHYATEILHOM BHJIE TEMY
MarucTepcKo Juccepralid MO MNPOQUII0 CBOEro HampaBiIeHUs MOATOTOBKM M3 4HCIa
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aKTyaJIbHBIX HAay4YHBIX MpoOieM, pa3pabaThiBacMbIX B TOJPA3IClICHUH, M COTJIACOBATh €€ C
PYKOBOAMTENEM MPOTrpaMMbl MOJATOTOBKH MarucTpoB, cOOpaTh TEOPETUYECKUN U MPAKTHUECKUN
MaTepuaid IO TEME CBOEro WCCIEAOBaHHs, OQPOPMUTh €ro B pa3lelbl MarucTepCKOn
JUCCepTaIiH.

[To uToram mpakTUKU MaruCTpaHT MPEAOCTABIIAECT HAYYHOMY PYKOBOJIUTEIIO:

IUTaH MarucTepCcKOil IuccepTanuy;

pedepaTuBHEII 0030p UCTOYHUKOB U TUTEPATYPHI;

CHUHOIICHC MaruCTEepPCKOM JuccepTaluy;

YEPHOBUKU CTATEW U JOKIA/IOB;

4yepHOBHUK | M 2 pazjena MarucCTepcKou IuccepTanuu

WHIUBUIyaJIbHBIN T1J1aH paOOThI MarucTpa.

5.7. Opranu3anusi HAy4YHO-HCCJI€I0BATEILCKOI PadoThI

PykoBoauTeneM cTyaeHTa B €ro Hay4HO-HCCIIEOBATENIbCKOM paboTe SBISETCS €ro
Hay4HbIA PYKOBOJUTEIIb.

Oobazannocmu  cmyO0eHmos 60 6peMsa  HAYYHO-UCC/1e006AMENbCKOU  padomul.
CTyneHTbl JOJKHBI O3HAKOMHUTBCS C IPOrpaMMOM Hay4YHO-HCCIIEOBATENbCKOM  paboThl,
JPYTMMH HOPMAaTHBHO-IIPABOBBIMM JOKyMeHTamMM. OHM JIOJDKHBI BECTH 3allUCH  CBOMX
HCCJIEJOBAaHUM B COOTBETCTBUU C 33JJaHUEM, ONPECIEHHBIM HayYHbIM PYKOBOJIUTEIIEM.

Oobazannocmu HayuHo2o pyKoeooumenA. PyKOBOIUTENb  JIOJDKEH:  ONPEAEIUTh
WHAVBUAYAJIbHBIN IUJIaH NPOBEJACHHUS HAay4HBIX HCCIIEJOBaHMI; 03HAKOMUTH CTYJIEHTa C €ro
3a7iaueil, OOBSICHUTB CYTh KaXXJI0TO BUJA 3aIIJIAHUPOBAHHOM JI€ATEIIbHOCTH; KOHTPOJIUPOBATH X0
IIPOBE/ICHUS UCCIICIOBAHUMN.

5.8. ®opMbl 0TUETHOCTH N0 HAYYHO-HCCJIeJ0BaTeNbCKOI padoTe

WHnuBuayanbHbId IJJaH MarucTpaHTa, IOANUCAHHBI  HAy4YHBIM PYKOBOJHUTEIEM,
JIOJDKEH OBITh TPECTaBJICH Ha BBITycKamomyr kadenpy. K rmuiany mpunararorcs KCepoKOIHU
cTaTeid, TEe3UChl JOKJIAJ0B, OMYOJUMKOBAHHBIX 3a TEKYLIMH CeMecTp, TEKCThl JOKJIaJ0B U
BBICTYIUIEHUI MarCTpaHTOB Ha HAyYHO-MIPAKTUYECKUX KOH(PEpEeHIUX (KPYTJbIX CTONAaXx).

MaructpanTsl, He MNPEJOCTABUBLIME B CPOK BBINOJHEHHBIM WHAWUBUIYAIbHBIN IJIaH
HAyYHO-UCCIIEIOBATENIbCKOW  pabOThl, K Npea3alluTe MarucTepcko auccepTralud  He
JIOITYCKaOTCA.

[Io wToram BBHINOJHEHUS HAYyYHO-HCCIENOBATENbCKOW pabOThI B KaXJIOM CEMECTpe
MarucTpaHT AOJDKEH MPEeIOoCTaBIsATh HAYYHOMY PYKOBOAMTENIO WHIWBHUAYaIbHBIM IUIAH IS
YTBEPAKACHUS CO CIEAYIOLIMMU COMYTCTBYIOUIMMH MaTepHallaMU.

1 cemectp. CTyneHT mpenocTaBisieT HayyHOMY pYKOBOJAUTENO OOOCHOBaHHE
HAlpaBJIEHUs  JUCCEPTALlMOHHOTO  MCCJENOBaHUS, IPUJIAaraeT IPUMEPHOE COJep)KaHue
MarucTepcKoi auccepTaiui, 0OOCHOBBIBAET €0 aKTYaJIbHOCTb.

2 cemecTp. Maructpant npeJcTaBiIsIeT HAYYHOMY PYKOBOIUTEIIO

IJIaH JUCCEPTaLUy;

CHHOIICHC MarucTepcKou JuccepTalii, B KOTOPOM OTpa)kaeTcs aKTyallbHOCTh, OOBEKT,
IpeIMET, [eJH U 3aJ1a4i, METO/Ibl UCCIIEOBAaHU, CTENIeHb HayYHOH pa3pab0TaHHOCTH TEMAaTHKU
UCCIIEIOBaHMS 110 pe3ysbTaTaM aHalli3a JUTEepaTypbl U 3aKOHOJATENbHON 0a3bl MO mpobieme
UCCIIEIOBaHMs, OOOCHOBAaHME CTPYKTYpbl JUCCepTallUM, TeOopeTHdYeckas IEHHOCTb U
IpaKTHYeCKas 3HAYUMOCTb paOOThl, MOJIYYEHHbIE  BBIBOJABI, IUIaHBl W  MEPCHEKTUBBI
JManbHeWIel paboTel Hal AMCCEepTAIHei;

pedepaTtuBHBIE  0030p MCTOYHUKOB M JIUTEpATyphbl (MOHOTpaduii, Hay4YHBIX CTaTeH,
aBTOpedeparoB auccepTalMii, AWCCepTalMid, yueOHOH JuTeparypsl), 3aKOHOJATEIbHON Oa3bl
10 TEME MCCIIETOBAHUS;

npujaraeTcs NOJHBIM TEKCT aHanmu3a (Mo QopMe 3TO MOKET OBITh UYEpPHOBUK 1
paszena JUCCepTaIlnH ).

3 cemecmp. MaructpanT NpeICTaBISIET HAyYHOMY PYKOBOJIUTENIO AHAIUTHYECKHUN



51

MaTepuai B CUCTEMaTHU3MPOBAHHOM BHJE IO BTOPOMY pa3lelly MaruCTepCKOHN AuccepTaluu, B
KOTOPOM. XOJ U  pe3ylbTaThl TPOBEACHHS  HKCIEPUMEHTaIbHOW paboThl MO  TeMme
UCCIICIOBAaHMS, BBIBOJBI O TaKOH paboTe, MPHIIATalOTCs CTAaThs WIM TE3UCHI BBICTYIUICHUS
Ha KOH(pEPEHLUHU, KPYTIIOM CTOJIe WM CEMUHApE IO MPOBEACHHOI paboTe.

5.9. KoHTpOJIb M KPUTEPUM OLEHUBAHUS HAYYHO-HCCJIE0BATEIbCKON Pad0ThI

Konrpons 3a  Hay4yHO-HMCCIIEOBATENbCKON  pabOTOM  OCYIIECTBIAET  HAyYHBIN
PYKOBOIMTEIIb.

[TpomexxyTouHBIE pE3yabTaThl HAYYHO-HCCIEIOBATEIbCKONW pabOThl JOKJIAIBIBAIOTCS
CTYACHTAaMHM Ha Hay4HbIX CEMHUHapax, MPOBOAMMBIX Ha Kadenpe, KOHPEpeHIMsX, KPYIIIbIX
CTOJIaX U B paMKax yY4eOHbIX TUCHUIUINH «MeT010JI0IMH U METO/Ibl HAY4YHbIX McCe10BaHui» (1
cemectp), «Merozbl pepepupoBaHMsl 1 aHHOTUPOBAHUS HAYUHOU JIUTEpaTyps» (2 ceMecTp).

[IpomexxyTouHOE  OIICHMBAHHWE  PE3YJIbTATOB HAYYHO-HCCIIEAOBATENILCKON  pabOThI
OCYILLECTBIISICTCSI B paMKaX Y4YeOHBIX JAUCUUIUIMH «METOJOJOTMM U METOAbl HayuHBIX
uccnenoBanmiiy» (1 cemectp), «Meronsl pedepupoBaHUS W AHHOTHPOBAHUS HAYYHOH
auTepaType» (2 ceMmecTp).

HtoroByro oneHky paboOThl JaeT rocyJapCTBEHHAas aTTECTAllMOHHAss KOMMCCHUS IOCIe
3alUTh] BBITYCKHOW KBaTM(PUKALIMOHHOM paboThl: MarucTepCKoil TuccepTanuy.

5.10.YuebHO-MeTOAM4YeCKOe 1 HH(popMannoHHoe obecnieuenne HUP

5.10.1.PexoMeH/10BaHHAs JTUTEPATypa

Ne HaumenoBanue Koa-Bo Hanuuue
n/n IK3EMILIAPOB | JJIEKTPOHHOM
B Ou0/IMOTEKE BepcuM B
JlonHY 9bC

OcHoBHas JiuTepaTypa

1 laiimapy, E. B. OCHOBBI METONOJIOTMM U METOJIbI 0 +
Hay4YHBIX HCCIENOBAaHUNA [DJIEKTPOHHBIN pecypc]
yueOHOoe Tmocobue / aBt.-coct.. E. B, Taiigaps,
H. E. Mamenxo, E. A. MutpoxuHa,
H. III. [Tonomapenko, f. B. ®unaroa ; T'OY BIIO
«JloHeUKnii HalMOHAIBHBIM yHUBEpCHTET». — JlOHElK:
JIOHHY, 2019. — OnextponHble gaHHble (1 daiin).

2 | Marucrepckas quccepTanusi: OCHOBHBIE TPEOOBaHHUS 0 +
10 MTOATOTOBKE U 3amuTe: [DIEKTPOHHBIA pecypc]
y4eOHO-METOIUUECKOE nocobue / aBT.-COCT.:
H. HI.  Ilomomapenko, H. E. Maienko,
. B. ®unaroBa ; T'0OY BIIO «/loneukwnit
HallMOHAIbHBIM yHUBepcuTeT». . — Jloneuk: JdonHY,
2019. — Dnexrponnsie ganubie (1 daitr).

3 | YueGHO-METOANMYECKOE IMOCOOHE IO MPOXOXKICHUIO 0 +
MPaKTUK IS CTYIACHTOB HAIPaBJICHHS TOJITOTOBKH
46.04.02 JIOKyMEHTOBEJIEHME U apXUBOBEJCHUE
(Marucrepckas mporpamma) [DIeKTpOHHBINH pecypc]

yueOHO-MeToau4YecKkoe  mocobue / aBT.-COCT.:

H. I1I. IlonomapeHko, H. E. Mamesnko,
j. B. ®unaroBa ; TI'OY BIIO «J/loneuxwnii
HallMOHANIBHBIN yHUBepcuTteT». — Jlonenk: JouHY,

2019. — Dnextponnbie ganubie (1 daiin).
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JonosHuTeIbHAS JUTEpPATypa

4 | Koxyxap B. M. OcHOBBI Hay4YHBIX HCCIEAOBaHUM: 29 -
yue6. nmocodue / B. M. Koxyxap. — M.: JlamkoB u K,
2010. - 216 c.

5 |Tanmapr E. B. MHWHpopManmoHHBIE CHCTEMBI U 0 +

TEXHOJIOTUM YIpaBJICHUS [DJIEKTPOHHBIH pecypc]:
yuebnoe nocobue / E. B. I'aitmapp, H.I1I. IlonHomapenko
: roy BIIO «JloHnenkwmit HaLMOHAJILHBIN
yHuepcuter». — [Homeuk : JOHHY, 2019. -
OnextponHble qanHbie (1 daiin).

6 | laitmaps, E. B. MeHemxmeHT B WH(POPMAIMOHHO- 0 +
JOKYMEHTAIMOHHON JICSATEIIbHOCTU [DIEeKTPOHHBIN
pecypc] : yuebnoe mocobue / E. B. I'alimaps, E. A.
Mutpoxuna ; ['OY BIIO «/loHenkuil HanMoOHaIbHBIN
yauBepcute». — [oweux : JAOHHY, 2019. —
Onextponnble qanHbie (1 daiin).

7 | KopoGeitnukoBa, K. B. Teoperudeckue u IpaBOBbIE 0 +
OCHOBBI ~ JIOKyMCHTOBEJCHHS W  apXHWBOBCICHUS
[DnexkTpoHHBI pecypc] : yuebHOe mocobue / aBT.-
coct.: K. B. KopoGeiinukona, S. B. ®unarosa ; [OY
BIIO «/loHeukuil HauMOHAIbHBIA YHUBEPCUTET». —
Honeux: JOHHY, 2019. — Dnekrponnsie nanubie (1

(aiin).
8 | Murpoxuna E. A. VMHpopMannoHHBIH MEHEIKMEHT 0 +
[OnexTpoHHBI pecypc] :  y4eOHO-METOIUYECKOE

nocobue / E. A. Murpoxuna ; I'OY BIIO «/lonenkuii
HalMOHaIbHBIN yHuBepcuter». — oneuk : JJOHHY,
2019. — Dnexrponnbie ganubIe (1 daiin).

5.10.2. UndopmanmoHHbIe pecypchl

1. Odunmansusiii caiit  Hapoanoro Cosera Jlonenkoit Hapoanoit PecnyGauku
[DnexktponHslii pecypc]. — Pesxxum gocryna: http://dnrsovet.su/ru/

2. Odunumaneueiii  caiit I'maBer [loneuxoit Haponnoit PecnyOnuku [DneKTpoHHBIN
pecypc]. — Pexxum nocryna: https://av-zakharchenko.su/

3. Od¢uumaneueiii  caiitr Coera Munuctpo Jlonenkoit Haponnoit PecnyGnuku
[DnekTponHblii pecypc]. — Pexxum moctyna: http://smdnr.ru/

4. OdunnanbHblii callT J{oHEIKOro HAllMOHAJIBHOTO YHUBEpPCUTETa [DJIEKTPOHHBIN

pecypc]. Pexxum noctyna: http://donnu.ru/

5. OdunmnanbHelii  caiit [loHeukoil pecnyOJMKaHCKOM YHUBEpCalIbHOW HaydHOMH

oubmuorexkn um. H. K. Kpynckoit P® [DOnexkrponnsiii pecypc]. — Pexum pocryma:
http://www.lib-dpr.ru/
6. OdunuanbHbIi calT I'maBHOro I'ocynapcTBeHHOTO  YIpaBieHHUS

JOKYMEHTAIlMOHHOTO olecrieueHuss U apxuBHoro naena Jlonenkoit Hapoauoit PecnyOnuku
[DnekTpoHHblii pecypc]. — Pexxum nocryna: http://ggudoad-dnr.ru/

5.10.3. IIporpammHoe obecrieyeHne
1. Windows 7 PRO (kxopriopatuBnas smtiensus JOHHY Ne 46484614)
2. Microsoft Office (kopnoparusnas munensus JOHHY Ne 46472919)
3. Microsoft Visual Studio (murensuss mporpammsl DreamSpark s Beicmimx
y4eOHBIX 3aBEICHUI)
4. Antuupyc Kacnepckoro, Adobe Acrobat Reader, XPDF (mumensun  GPL,
Apache, BSD ans cBOOOIHOTO MPOrpaMMHOTO 00ECTICYCHUS).
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5.10.4. MaTepua/JIbHO-TEXHUYECKOE 0O0ecneueHue

[Tpu nmpoBeneHNN HAyYHO-UCCIIEIOBATEIHLCKON pa0OThI CTYACHTHI HCIIOIB3YIOT:

yueOHyI0 J1a0opaTopuio JJIsi MPOBEICHHUS 3aHATUN TMPAKTUYECKUX U JIaOOPaTOPHBIX
3aHITHHA, TPYNIOBBIX W HMHIUBUIYaIbHBIX KOHCYJIbTAIlM, TEKYIIETO0 KOHTPOJS U
MIPOMEKYTOUHON aTTeCTallud, JIJIsi CAaMOCTOSITEIIbHOM paboThl oOyuatomuxcs (aya. Ne 206 a, r.
Honenk, yn. YemrockuHies, aA. 198a), ocHameHHYI0 KOMILIEKTOM Yy4eOHOW mebenn Ha 20
MOCAJOYHBIX MECT, KOMIUIEKTOM pa0ouero MecTta IMpernojaBaTelisi, MEJIOBOM  JOCKOH,
KOMIIBIOTEPOM B KOMIUIEKTE (6 IIT.);

YUTAIBHBIA 3QJ1 CIPABOYHO-OMONMOrpaguieckoil HHPOPMAIIMOHHONW paOOThI ISt
camocTosTeNbHON paboThl oOyuatonmxcs (ayn. Ne 102, r. Honeuxk, rip. ['ypoBa, 6), ocHaIeHHbIN
KOMIUIEKTOM yueOHON Mebenu Ha 23 1mocalouHbIX MecTa, KOMITbIOTepOM B KoMIuiekTe (1 miT.);

yuTanbHbIN 3211 Ne 3 aBTopedepaToB M AUCCEPTAIMIA; IIOMEIIECHHE ISl CAMOCTOSTETbHON
pabotel oOyuaromuxcs (aym. Ne 106: r. Jlonenk, np. TearpanpHbiid, a. 13), OCHaIICHHBIH
KOMIUIEKTOM yueOHOI Mebenu Ha 50 nocaiouHbIX MECT, KOMIIBIOTEPOM B KOMILJIEKTE (2 IMIT.);

YUTaNbHBIA 327 No4 mepuoauvecKkol JUTepaTyphl; MOMEIICHHE JJs CaMOCTOSATEIbHOU
paboter oOyuatomuxcst (aya. Ne 19, r. Jlonenk, yin. YHuBepcutTeTckas, 24), OCHAIICHHBIH
KOMIUIEKTOM yueOHOU Mebenu Ha 31 mocajouHoe MecTo, KOMIbIOTepoM B KomruiekTe (1 mit.);

3aJ1 AJIEKTPOHHOM WHGOPMAIMU [JI CaMOCTOATENbHONW pPaboThl OoOywaromuxcs (ayi.
Ne 104-a, r. Honenk, mp. ['ypoBa, 6), OoCHalleHHBIH KOMIUIEKTOM Yy4eOHOH Mebenu Ha 40
MOCaJ0YHBIX MECT, KOMITBIOTEPOM B KomIuiekTe (14 mit.).

CrTyneHTsl pa3BUBAIOT HABBIKU MOMCKA MHPOpPMAIMK, HEOOXOAUMOMN Ui MPOXOKICHUN
npakTUKUA. ECTh JOCTYm K OCHOBHBEIM WH(GOPMAIMOHHBIM 00pa30oBaTelIbHBIM pecypcam,
nH(pOPMaLIMOHHON 6a3e TaHHBIX, BO3SMOYKHOCTD BBIXOJa B UHTEPHET.

6. TPEBOBAHUS K OPTAHU3AIIUU ITIPAKTUKHU U O®@OPMJIEHUIO EE
PE3YJIBTATOB

6.1. Opranusanusi NPaKTHKH

[IpakTuKy CTYIOEHTBHI MPOXOAAT B COOTBETCTBUM C TpaduKoM ydeOHOro mporecca B
yCTaHOBJICHHbIE CPOKU. OpraHu3aluio U MPOXOXKAEHUE MPAKTUKN 00€CIeUnBAEeT BBITYCKAIOIIAs
kadenpa MHPOPMALIMOHHBIX CUCTEM YIpPABJICHHS, IeKaHAT U y4yeOHas yacTh yHUBepcurera. [lo
BCEM BOIPOCAaM OpraHU3alMM M TPOXOXKJEHUS TNPAKTUKUA CTYACHT MOXKET TOJIY4YUTh
KOHCYJIbTAIIHIO Y MPETIOAaBATENS — PYKOBOIUTEIS TIPAKTUKH.

PykoBoauTeNnb NMpakTUKKA OT OpraHU3alllid CHUCTEMATHYECKU KOHTPOJIMPYET KauecTBO M
CBOEBPEMEHHOCTh  BBINOJHSIEMONW  CTyl€HTaMu paboTel. PykoBoautens oT  Kadeapsl
OCYILECTBIISIET METOAMYECKOE PYKOBOJACTBO U KOHTPOJb 3a BBIIOJHEHHEM IPOrpaMMBbl
IMPAKTHUKH. CTy,I[eHTI)I 00s3aHbI CBOCBPCMCHHO BBIIIOJHATE 3alaHuUA, MNTPEAYCMOTPCHHBIC
IpOTrpaMMOM TMPaKTHKH; YKa3aHUs PYKOBOJIUTENEH MNpakTHUKH OT By3a M OT OpraHU3allHM;
INOJYUHATHCA HeﬁCTBYIOHIHM B OpraHu3anuuy mnpaBujiaM BHYTPCHHETO pacriopsaaKka.

6.2. O0513aHHOCTH PYKOBOAUTEIS MPAKTHKH OT Kageapbl

OO0s13aHHOCTSIMU PYKOBOJUTEIS TPAKTUKU OT Kadephl SIBIISFOTCS:

— ydacTHhe B MHCTPYKTHBHBIX COOpaHUSIX, KOTOPbIE IPOBOASATCS CO CTYIEHTaMHU HE MO3XKE,
4eM 3a 1-2 1Hs 10 Havasla IPaKTUKY;

— O3HaKOMJIEHHE CTYJEHTOB C TpeOOBaHMAMHU NpOrpaMMmbl, (GOpMamMH KOHTPOIS H
OTYETHOCTH;

— pacripeneneHle UHANBUIYAIbHBIX 331aHUI;

— KOHCYJIbTHPOBAHHE CTYJECHTOB B XOIe MPAaKTUKU Ha Kadeape U BO BpeMs MocerieHus 6a3
NPaKTHKWY,

— KOHTpOJIb 3a COOJIFOIGHUEM CTYIEHTAaMHU BHYTPEHHEro pactopsaka JHs, AUCIUIUIAHBI



54

TPYy/ia, CBOCBPEMEHHBIM BBITOTHEHUEM 33/IaHHIA, KOTOPHIE OTBEYAIOT COMICPKAHUIO TIPAKTUKH;

— wuHpopMHpoBaHUEe Kadenpsl (Ha ee 3aceNaHusX) O MPOXOKIACHUHU MTPAKTUKH, HAPYIICHUN
TIOPSIZIKA €€ MPOXOXKICHHUS CO CTOPOHBI CTYJICHTOB HITH PYKOBOZCTBA OT NPEATIPHUSATHS,

— TMPOBEpKa OTYETOB O TPAKTHUKE;

— HaIlMCaHuc peHCHSHfI;

— Y4acCTHuC B 3alIUTC OTYCTOB B COCTAaBC COOTBCTCTBYIOIINX KOMHCCHﬁ;

— HPpEAOCTaBJICHUC OTBECTCTBECHHOMY 3a IMPOBCACHUEC ITPAKTHUKHU OT Ka(l)eﬂpBI IIHMCBMCHHOI'O
0T4YCTa C 3aMCUYaHUAMU U MPCIJIOKCHUAMU.

6.3. O0s13aHHOCTH PYKOBOAUTEISI IPAKTHUKH OT MPeINPUSITHS:

— B Hayasle IPAKTHUKHU O3HAKOMUTHCA C paboueid MporpaMmoil 1 JTHEBHUKOM IPaKTUKWY;

— YTOYHHUTH 3aIMCAHHBIA B JTHEBHHUKE KaJCHIAPHBIA rpaduk NpoXosKAeHHU MPaKTUKU (IO
COJZIEPKAHHIO U CPOKAM BBINOJHEHHS OTEIbHBIX ITyHKTOB);

— 00ecreunTh CTYACHTaM YCIIOBHS, HEOOXOAMMBIE JJIsl BBIIOJHEHHUS TPOTPAMMBbI TIPAKTHKH,
JIOCTYII K HEOOXOIUMBIM JOKYMEHTaM, KOHCYJIbTUPOBAHUE;

— KOHTPOJIMPOBATH MTOCEIICHNE CTYICHTaMU 0a3bl MPAKTHKH;

— B CIIyyasix HapyIIEHHs TUCLUILIMHBI COOOIIATh PYKOBOAMUTENIO IPAKTUKU OT Kaeaphl;

— OpraHM30BaTh SKCKYPCHHU JJIs CTYAEHTOB I10 OCHOBHBIM LIEXaM U y4acTKaM IPEAIIpUsTHS;
IIPOBEPKA OTYETA O IIPAKTUKE;
HalMCaHNe XapaKTEPUCTUKH CTY/AEHTA-IIPAKTUKAHTA MO 3aBEPIIECHHIO €r0 IPAKTUKU.

6.4. OcHOBHBIE 00SI3AaHHOCTH CTYA€HTA-NPAKTHKAHTA:

— CTYZEHT A0 OTOBITMS Ha MpPAKTUKY JOJDKEH IOJYYUTh HHCTPYKTAXK PYKOBOIMTENS
NPAKTHKH, THEBHUK IPAKTUKHU, MHIUBUYaIbHOE 33/1aHHE 110 YU€OHOU NPAKTHKE;

— CTyZIEHT, MNpUObIB Ha MpEeANpUsITHE, AODKEH IPEJOCTaBUTh PYKOBOAUTEIIO OT
NPEANPUATHS THEBHUK, [IPOMTH MHCTPYKTAX IO TEXHUKE O€30M1aCHOCTU U MOYKapHOM 0€3011aCHOCTH,
O3HAaKOMHTBCSI ¢ pabOYMM MECTOM, MpaBWJIAMU JKCIUTyaTallud OOOpYIOBaHHS W YTOYHHUTH IUTaH
MPOXOK/IEHUSI IPAKTHKH;

— B IEpBbIe TPU JHS CTYJCHT 00s3aH COOOIUTh Ha Kadeapy daMuiInio, UMs, OTYECTBO U
HoMep Tene(oHa pyKOBOJIUTENS IPAKTUKK OT MPEANPUSTHS;

— BO BpeMS MPOXOXKIEHHUS NPAKTHUKH CTYICHT JIODKEH TPUIEPKUBATHCS IPABUI
BHYTPEHHETO pacropsiika IpeANpUsTHs U YCTaHOBJIEHHBIN PEXKUM JHS;

— BBINOJIHATH BCE TPeOOBaHUS paboyeil mporpaMmbl;

— PpEryJsipHO BECTH y4YeT MPOM3BEICHHOW pabOThl B COOTBETCTBYIOLLEM pa3jielie THEBHUKA
NIPaKTHKH;

— W3YYUTh W BBINOJHATH NPaBUIa TEXHUKH O€30MAaCHOCTU M OXpaHbl Tpyna, MPOMTH Ha
OPEeIPUSATHN MHCTPYKTAX MO TEXHUKE 0€30M1acHOCTH;

— uH(OPMHPOBaTH PYKOBOAMTENS TMPAKTUKU OT Kadeapbl O MPOU3BEIECHHOM Ha
npennpusITUH paboTe (B HAMEUEHHbIE THU KOHCYJIbTAIUN);

— 70 KOHIA CpOKa IPAaKTHKH TIOATOTOBUTH OTYET B COOTBETCTBUM C COJEPKAHHEM
IPOrpaMMBbl;

— TPeICTaBUTh OTYET MO MpaKTUKe Ha Kadeapy pyKOBOIUTEMO 3a 1-3 qHA A0 OKOHYaHUS
NPaKTUKH JUIS IPOBEPKU M BHECEHUS] HEOOXOTMMBIX M3MEHEHHH.

6.5. Tpe6oBanus Kk 0popMIIEHUIO THEBHUKA NPAKTHKHU
JIHEBHUK MPAKTUKH CTY/AEHTA BKIIIOUAET B c€0s psll pa3AesioB:
1. TUTYnbHBIN TUCT JHEBHUKA.
2. O6opoTHast CTOPOHA TUTYJIBHOTO JIUCTA.
2. KanengapHslii rpauk MpOX0xKAEHUS MPAKTHKH.
3. PaGoune 3amnvicu BO BpeMst TPAKTHKH.
4. OT3BIB U OLIEHKA pOOOTHI CTY/ICHTA Ha MIPAKTHUKE.
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5. OT3bIB JI1LI, KOTOPBIE IPOBEPSUINA IPOXOKACHUE TPAKTHKU.

6.BbIBOJ] pyKOBOIUTENS MPAKTUKU OT BBICIIET0 Yy4€OHOTO 3aBECHHsSI PO MPOXOXKIAECHUE
IPAKTHKU.

1. Pazgen 1. TutrynpHas cTopoHa 3arojHsAETCS Ha Kadeape.

2. Pazgen 2. OOopoTHasi CTOpOHA TUTYJIBHOTO JIMCTa — CTaBHTCSA OTMETKA B OTJEINE
KaJpoOB OpraHu3alMd O MHPUOBITUM HAa MECTO IPAKTUKU U O BBIOBITMM C MECTa MPAKTUKHU C
HOJIUCHIO JOJPKHOCTHOTO JIMIIA, 3aBEPEHHON [1€4aThi0 OpraHU3aluu.

Pazgen 3 «Kanengapublii rpauk NpoXoxIaeHHs] NPAKTHKH» COCTABIICTCS
COBMECTHO DPYKOBOAMTEIEM INPAKTUKU OT MPEANPUATHS MU PYKOBOJUTENIEM IPAKTUKH OT
Ka(eapel B COOTBETCTBUU C IPOTPaMMOIA.

Paznen 4 «Paboume 3amucH BO BpeMsi MPAKTUKM» OTpaxaercs (akTuueckas padora,
BBITNIOJIHEHHAS HA IPOTSHKCHUH KaKOTO JHS MPOXO0XKIECHUS IPAKTUKH.

Pazmen 5 «OT3bIB M OLEHKAa Ppo0OTHI CTYJEHTa Ha MNpaKTHKe» odopmisercs
PYKOBOAMTENEM INPAKTUKU OT NPEANPUATUS U 3aHOCHUTCA B JAHEBHHMK B IOCIEIHUE 2-3 NHA
IPOXOXKACHUS TPAKTUKU.

6. Paznen 6 OT3bIB JIMIL, KOTOPBIEC NPOBEPSIJIN NMPOXO0KACHUE NPAKTHKH — 3aII0JIHACTCS
PYKOBOJUTENIEM NPAKTUKHU OT BBIMYCKarolel Kadeapbl HA OCHOBAHUU MPOBEPKU MPOXOKICHUS
IPAaKTUKA KOMUCCHEH B COCTaBe OTBETCTBEHHOro MO Kadeape 3a NpOBEIEHUE MNPAKTUK U
pyKOBOJUTENIEH IPAKTUKH OT BbIITyCKarolel Kadeapsl.

Paznen 7 «BbiBOA pyKOBOAUTE/SI NMPAKTHKH OT BbICHIEr0 Y4eOHOI0 3aBe/ieHHsl IPO
NPOXOsKAeHHe TMPAKTUKW» 3alOJIHAETCd PYKOBOAUTEIEM NPAKTUKUM OT BBIMYCKAOIIEH
Kadeapsol.

6.6. TpeboBaHus1 K 0()OPMJIEHHIO OTUETA

OTuer HE MOHKEH MOBTOPATH JHEBHUK M INPOrPAaMMY MPAKTUKH. DJIEMEHTBI OTYeTa
pacrioylaratoTcs B ciaeyrolei nocie0BaTeIbHOCTH:
- TUTYJIbHBIN JIUCT;

- coJIepKaHue;

- BBEJICHUE;

- TEKCT OTYEeTa O BHIIIOJHEHUH PAKTUKU;
- 3aKIIIOYCHUE;

- CIIMCOK UCTOUYHUKOB U JIUTEPATYPHI;

- MPUIIOKEHHUS.

OOmmii 00beM oTueTa JOJDKEH COCTaBIATh 25-30 JIMCTOB.

TekcToBYIO YacTh pabOTHI BHITIOJHSIOT C MOMOIIBIO KOMIIBIOTEPHON TEXHUKH Ha OJHOU
cTopoHe nucta Oemoit Oymaru ¢opmara A4, mpudr Times New Roman, pasmep 14,
MeXcTpouHbli nHTepBan — 1,5. Ilons: nesoe — 30 mm; mpaBoe — 10; BepxHee u HUxkHee — 20 MM.
TaOGnuuHbli MaTepra U WUTIOCTPALMU pa3pelaeTcs BhIMOIHATE Ha TUcTax popmara A3.

Hywmepanust crpanuil otdera JOJKHA OBITh CKBO3HOM, TepBasi CTPaHUIA — THTYJIbHBINA
JIMCT, HA HEM HOMEpP CTPAHHUIIBI HE IPOCTABIISETCS.

Ecnmu B oTuere ecTh pUCYHKM W TaONUIBI HAa OTACIBHBIX CTPAaHHUIAX, a TaKKe
NPUIIOKEHHUS, 3T CTPAHUILIBI TAKXKE UMEIOT CKBO3HYIO HyMEpaIHIo.

[TpunoxeHus K OTYETY JOIDKHBI OTBeYaTh (PaKTHIECKH N3ydEHHOMY MaTepHaly.

Bce wmmocTpanumu ortdera, Kpome TaOmuIl, 0003Ha4yalTCs CIOBOM «PUCYHOK» H
HYMEpYIOTCSl TIOCJEeI0BaTeNbHO apabckumu ImdpamMu B Impenenax pasaena. Hampuwmep,
«Pucynok 1.2 — OpraHuszallMOHHas CTPYKTypa MNpeaAnpusaTus». lloamucu BBIMOTHSAIOTCS MOJ
WUTocTpae mo meHtpy. Kaxayioo WuIocTpanuio, KOTopash COAEpPXKHUTCS B OTYETe,
HEOO0XO/MMO COMPOBOX/JAaTh KPaTKUM aHAJIM30M COJepXaHHWi M BbIBojamH. KomiamuecTBo
WUTIOCTpAIMi OIpenessieTcs CoAepKaHueM OT4YeTa M JIOJDKHO OBbITh JOCTaTOYHBIM Ui TOTO,
4yTOOBI JIaTh TEKCTy SICHOCTM M KOHKpeTHOCTH. Ha Bce WITIOCTpanuu JOJDKHBI OBITH JaHBI
CCBUIKH B TEKCTE pabOTHI, 3aKIIFOYCHHBIC B CKOOKH, Hampumep (puc. 1.1.).

Tabnuupl AOKHBL OBITH YHUGHUIMPOBAHBI TO ¢opme, a 1udppoBas HHopMAIHSI —
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nocroBepHoi. Kaxnmas Tabnmuia mMeeT TeMaTHUECKUMH 3aroJIoBOK, KOTOPBIM oTOoOpa)kaer ee
cofepxanue. TabauIbl HyMepylOTCs aHAJIOTUYHO PUCYHKaM.

Ha3Banue TabmuIpl ciieayeT nomemarb Haja Tabiauiei ciesa, 6e3 ad3allHOro OTCTyIa B
OJZIHY CTPOKY C €€ HOMepoM uepe3 Tupe. Hanpumep,

Tabmuua 1.1 — Hazsanue taOaumsl

Ha Bce TabGmuupbl pabGoThl JOMHKHBI OBITH NMPUBEACHBI CCHUIKM B TEKCTE, MPU CCHUIKE
CJIEZyeT MUcaTh B CKOOKAx CIOBO «TabJ1.» ¢ yKazaHHEM ee HoMmepa, Hanpumep, (Tabdm. 1.1).

[Ipu mepeHoce yacTu TaONMIBI Ha JPYTyO cTpaHully Haja Hed nuiyt «IIpogomkenue
Tab.» i «OkoHYaHue Tabi.» (C yKa3aHHEM ee HOMEepa).

Wnmroctpanuy 1 Tabnuibl pa3MeIiaT Mocie MepBOM CChUIKM Ha HUX B TEKCTE Tak,
9TOOBI UX MOKHO OBLIO TPOCMATPHUBATh O€3 BPAIICHUs! CTPAHHILIBI UJIH C BPALICHUEM T10 4YaCOBOM
CTpEJIKE.

dopmyabsl HyMepyroTcst apadckumu nudpamu. VX mopsaKoBbIid HOMEP OTOOpaXKaeTcs B
KPYTJIBIX CKOOKax crpaBa oT (hOpPMYIIbIL.

B npunoxenusix momaroTcsi (pOPMBI CTATUCTUYECKOW OTYETHOCTH, BCIIOMOTATEIbHBIC
MaTepuaibl (IPOMEXKYTOUHBIE MaTEMaTHYECKHE pPAacyeThl, HIUIIOCTPALMUd BCIIOMOTaTebHOTO
xapakrepa u Jp.). Kaxnoe npuioxeHue HaunmHaeTcs ¢ HOBOM cTpaHullpl. [lo meHTpy BBepxy
cTpaHullbl meuyataercss cinoBo  «lIpumoxxkenue» ¢ OykBOW, o0o3Hayarome  ero
nocjaen0BaTenbHOCTh (Hanpumep, llpunoxkenne A). Ilpunoxenus 0003HAYaIOT 3ariaBHBIMU
OykBamH pycckoro andasuTa, HauMHas ¢ A, 3a MCKJIIOUYEHHUEM OYKB E, 3, ﬁ, O, Y, b, bI, b.
Jomyckaercsi 0003HaYeHHE TPWIOKEHUIH OyKBaMH JIATMHCKOTO ai(aBUTa, 33 UCKIIOYCHHEM
OoykB I u O. B ciyyae MmoiHOrO UCHONB30BaHUS OYKB PYCCKOTO M JATHHCKOTO anaBUTOB
JI0ITycKaeTcsi 0003HavaTh MPUIIOKEHUS apaOCKUMHU LuppamH.

[Ipunoxkenue MAOMHKHO MMETh 3arojioBOK, KOTOPBIM 3alUCBIBAIOT CHUMMETPUYHO
OTHOCHUTEJIBHO TEKCTa C MIPOMKMCHONU OYKBBI OTJIEIBHON CTPOKOM.

B Ttekcte paboThl Ha Bce MPUIIOKEHUS IOJHKHBI OBITH JaHbl CChUIKU. [IpunoskeHus
pacrojararoT B MOPSJIKE CCJIOK Ha HUX B TEKCTE JOKYMEHTA.

Ogpopmnenue mumynvbHo20 1ucma omyema
TUTynbHBIN JUCT CONEPKUT IJIEMEHTHI: HAMMEHOBAaHNE MUHUCTEPCTBA, By3a, Kadeapsl,
HareyaTaHHbIE TPONMMCHBIMU OykBaMu, HauMeHoBaHue Buaa qokymenta (OTUET), 3aromoBok k
TeKCTy (00 y4ueOHOH NpaKkTUKEe MO JOKYMEHTOBEIEHUIO U KOMIIBIOTEPHBIM TEXHOJIOTHUSIM),
HaMMEHOBAHUE OpraHW3allu, B KOTOpoi mpoxoauia npaktuka ([lpuaoxkenne A). TUTyIbHBIH
JUCT TOANMCHIBAET PYKOBOAWUTEIb MPAKTUKH OT MPEINPUSITHS, €ro MOANNCH 3aBepsAeTCs
IMEYATBIO.

Odghopmnenue cooeporcanus

Conepxxanune pacnonaraercs 3a TUTylbHbIM JiictoM. CroBo «COJEPXKAHUE»
neyaTaeTcsl MPOMUCHBIMU OykBaMHu, HIDKe pacmojaraercst cioBo «BBEJIEHUE» 6e3 ykazanus
HoMepa. Jlanee pa3MeriaoTcs 3arojoBKH pa3/ienoB (MIPOMUCHBIME OyKBaMHM) yepe3 OJMHapHBINA
MEXCTPOUHBIM HHTepBasl. Paznensl HymepyroTcs apaOckumu mudpamu. Mexy Ha3BaHUSIMHU
pa3fesioB JenaeTcs IpOIYCK B 2 MEXKCTPOUHBIX HMHTEpBaja. 3aroJIOBKM IOAPA3JIENOB
MevaTarTcs CTPOYHBIMU OyKBaM, HauMHas C MPOIMMCHOM, MOpSAAKOBas HyMepalus apaOCKuMu
mudppamu (1.1, 1.2). Touku B KOHIlE Ha3BaHMUU IJIaB U MOJPA3JEIOB HE CTaBATCA. 3aTeM B
comepxanun ykaspiBaoTcsi cioBa «3AKJIFOUEHUE», «CIITMCOK HCITIOJIb3OBAHHBIX
NCTOYHUKOB», «IPUJIOXEHUSA» (nmponucHeiMu OykBamu). C mpaBod  CTOPOHBI
pacrosaraoT HoMepa CTpPaHMIl, ¢ KOTOPhIX HAUMHAETCS M3JI0KEHHE BCEX CTPYKTYPHBIX dacTeil
conepxanus. HazBaHusi Mpuiio>keHU He Mepeuucisitorest B cogep:kanuu. [Ipumep odopmienus
conepxxanus B Ilpunoxenun b.
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Ogopmnenue 68edenuss omyema o Npakmuxe
BBenenne pekoMeHayercs HauMHAaTh C 2-3 BBOJHBIX a03aleB, KelIaTeIbHO YKa3aTh
TOYHOC HAWMMEHOBAaHUE OpraHu3anuu, GaMIIAI0, UM, OTYECTBO PYKOBOAMTENS OpPTaHU3AIINH,
CTPYKTYpHOE MOpa3/ieieHie, B KOTOPOM CTYJAEHT HMPOXOAMI MpakTuKy. O0s3aTeIbHO ClaeayeT
chopMynupoBaTh IieNlb, 3aJa4dl TPAKTHKH, ONHCAaTh OCHOBHOE COJACpX)aHHE padoT,
BBIMIOJTHEHHBIX B X0J1€ TPAKTHKH.

Ogopmaenue 0cHOBHOU wacmu omuema o NPaKmuke
TekcT oryera pyOpuIpyeTcs Ha pa3elibl ¥ moapa3aensl. Ha3zBanus pa3ienoB B OTYETAX
MOTYT OBITh C(HOPMYJIUPOBAHBI CISAYIOIIIM 00pa30oM.

Hanpuwmep, 01s yuednoin npakmuku, pa3aenbl MOT'YT ObITh CIIEAYIOIIUMHU.

BBEJIEHUE

Paznen 1 AHAJIN3 JEATEJIBHOCTU ITPEAIIPUATHU A, YUPEXAEHM A, OPT AHU3ALIMN
Paznen 2 U3YUEHUE OPTAHU3AIIMOHHBIX JOKYMEHTOB OPT"AHU3 AL

Paznen 3 HOPMATUBHO-METOAMYECKUE JOKYMEHTBI, PETJIAMEHTUPVYIOIIUE
[MPABUJIA CO3AHUA 1 O®OPMIIEHUA JOKYMEHTOB, CUCTEMbI
JOKYMEHTAIMU OPTAHU3ALIUU

Pasnen 4 U3YUEHUE OCOBEHHOCTEN O®OPMJIEHIS YIIPABJIEHUECKHUX
JOKYMEHTOB

Paznen 5 AHAJIN3 BJIAHKOB IOKYMEHTOB

Paznen 6 AHAJIN3 APXMBHOI'O OBECIIEYEHU A JEATEJIBHOCTU OPI"AHU3ALIN
3AKJIIIOYEHUE

CIIMCOK UCTIOJIb30BAHHBIX NCTOYHMKOB

[MPUJIOXEHUWA

Jna npouszeodcmeennoit npakmuku, pa3aeibl MOTYT OBbITh CIIEIYIOLUIMMH.
BBEJIEHUE
Paznen 1 AHAJIN3 JOKYMEHTALIMOHHOM CPE/JIbI ITPEJITPUATUS
Pa3znen 2 AHAJIN3 WH®OPMAIIMOHHBIX CHUCTEM M TEXHOJIOTMU B
JIOKYMEHTALIMOHHOWM CJIYJKEE U APXUBHOM JIEJIE
Paznen 3 [IPOEKTUPOBAHUE HWH®OPMAILIMOHHOM CHUCTEMbBI JIOY H
APXMBHOI'O AEJIA
Paznen 4 OXPAHA TPYJIA B OTPACIJIN
3AKIIIOYEHUE
CIIMCOK HCIIOJIbB3OBAHHbBIX NCTOYHHMKOB
[MTPUJTIOXEHUA
Ogopmnenue 3aKn0OUUMENbHOU YACMU omyema

B 3aknrodueHun, KOTOpoe pacrosaraercsl Mocjie OCHOBHOW YacTH OT4YeTa MOJBOASTCA
UTOTH TPAKTUKU, 0000LIAIOTCA pPe3yNbTaThl, MEPEUUCISIOTCS BUABI pabOT, OCYLIECTBIsSEMbIE
CTYJIEHTOM CaMOCTOSITEIbHO, OCOOEHHOCTH OTJEJbHBIX TEXHOJIOTHUECKUX OINEepaiuii.

B kauectBe npunoswcenuii kK omuemy 10IKHBI ObITh BKIIOUEHBI:

- CXeMa OpraHu3allMOHHOMN CTPYKTYphl OpraHU3aIiy;

- cXeMa OpraHM3allMOHHOHN CTPYKTYpHI apXHBa (ApXUBHOM CIykObl, 0T/eNa);

- nepeuyeHb YHU(DUIUPOBAHHBIX (POPM IOKYMEHTOB, UCIIOIb3YEMbIX B apXUBE U JIp.

CrpaHunpsl oTYeTa JOJDKHBI OBITH MPOHYMEpPOBaHBI (BepXHUM mpaBbiii yroix). Ha
MOCNeAHeH CTpaHHUILIe, TOCIIe 3aKII0YEHHs COCTaBUTEIb CTaBUT CBOIO MOJAINUCH U PAaCHIM(PPOBKY
MOJIUCH.

6.7. lloaBeieHHE UTOTOB MPAKTUKHU
[Ipu 3amuTe OoTYeTa CTYACHT JODKEH KPATKO HW3JIOKHUTh €r0 OCHOBHOE COJICpIKaHHE,
OXapaKTepU30BaTh HUCIOIb30BAHHBIE HCTOYHUKU, CHOPMYITHUPOBATH OCHOBHBIE BBIBOABI U
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IIPEJJIOKEHUS, 1aTh ITOJHBIE OTBETHI HA BONPOCHI PYKOBOAUTENSA U IPYTHX MPUCYTCTBYIOIIMX Ha
3aINATE JULI.

CryneHT, He BBINOJIHUBIINUN IPOTPAMMY IIPAKTUKH, OJYyYUBLINM OTPULIATEIbHBIA OT3bIB
0 paboTe WM HEYNOBJIETBOPUTEIIbHYIO OLEHKY IPH 3aIIUTE OTYETa O MPAKTUKE CUUTAETCS HE
BBIMOJIHUBIIMM y4eOHBIN TUIAaH M HAaNpaBiseTCs Ha MPAKTHKY BTOPHYHO WM OTYHCISETCA U3
YHUBEPCUTETA.

Cpok mnpencTaBiieHUs OTYETa, JHEBHUKA NIPAKTHUKUA — TPU [HSA IOCIE OKOHYAHUSA
MIPaKTUKH.

Ecnu K oTUeTy MHOTO 3aMe4aHUi 1O COJIEPKaHHIO U O(OPMIICHHUIO, OH JOJKEH OBITh
nepepaboTaH U MPEACTaBIICH Ha OBTOPHYIO 3alIUTYy B CPOKH, YCTaHOBJICHHbIE Kadenpoii. Bech
NaKkeT JOKYMEHTOB IO TIPAaKTUKE IIOCIEe 3allUThl CHAIOT B apxXuB Kadeapbl, OLEHKa
(muddbepeHIMpoOBaHHBII 3a4€T) BBICTABISECTCS B 3a4€THYIO KHIIKKY U BEIOMOCTb.

6.8. @opMBbI MPOMEKYTOUHOM aTTECTAUMH (10 HTOraM MPAKTHKH)
¢ yKazaHueM (popM TeKylero KOHTpoJIs
Cucrema TeKyIlero M MpPOMEXKYTOYHOTO KOHTPOJSI MPOXOXKICHUS MPAKTUKU MpPEAIoaraet
crenyronme GopMbl OTYETHOCTH: COOECE0BaHUE, 3AIIOTHEHIE JHEBHUKA MPAKTUKH, COCTABIICHUE U
3amuTa ot4yera, A depeHIpPOBaHHbIHN 3a4eT.

Tekymmii KOHTPOJIb 32 IIPOXOKICHUEM IPAKTUKKA  CTYIAEHTaMH  OCYIIECTBIISIFOT
PYKOBOAUTENN MPAKTUKK OT Mpeanpustus U Kadedpsl (IMOCTOSHHO), a TaKkKe 3aBEIYyOLIUN
kadenpel. Ero OCHOBHOI Ienbio sBIsIETCS oOecredeHre COOIOACHHS KaleHIApHOTO rpaduka
MPOXOKIECHUSI PAKTUKH U MPABUJI BHYTPEHHETO TPYIOBOTO PACHOPSIKA HA MPEANPHUIITHH.

WTOroBbIii KOHTPOJIH OCYIIECTBISIETCS B ()OPME 3AIUTHI OTYETA 110 ITPAKTHKE.

OdopmiieHHBIH OTYET MO MPAKTUKE BMECTE C 3allOJTHEHHBIM JTHEBHUKOM CTYAEHT CHAeT Ha
MIPOBEPKY PYKOBOAMTEIIO MPAKTUKH OT MPEIIPUITHS, KOTOPBI 3HAKOMUTCSI C OTYETOM, BU3UPYET
€ro Ha TUTYJIBHOW CTpaHHIIe (MIPU YCIOBUH TOJIOKUTENBHON OLIEHKH), MUIIET XapaKTEPUCTHUKY Ha
CTYACHTA (B JHEBHUKE I10 HpaKTI/IKe). B XAPAaKTCPUCTUKE OACTCA OLCHKA BBINNOJHCHUA IMTPOIpaMMbI
NPaKTUKH, COJIepKaHKs U 0(hOPMIIEHUSI OTYETA.

[locne aTOro cTyAEHT nojiaeT oT4eT Ha Kadeapy pyKOBOAUTENIO MPAKTUKU OT YHUBEPCUTETA
JUIS IPOBEPKH M BUBUPOBAHHSI.

B ciydae cymiecTBeHHBIX OTKJIIOHEHMH OT TpeOOBaHMN MO COACPIKaHUIO M O(OPMIICHHIO
OTYeTa, OH BO3BpAILAETCsl Ha 1I0paboOTKYy.

Otuer 3ammiaercs mepen KOMUCCHEHW, KOTOPYIO Ha3zHauaeT 3aBeAylouuil kadempoil ¢
00s13aTeNIbHBIM BKIIIOUEHHEM B Hee PyKOBOAUTENS MPAKTUKU OT Kadeapsl. [1o pesynabraTam 3ammrsl
BbICTaBJsieTCss AU epeHIrpoBanHas OleHKa, KoTopasi (PUKCHpYeTCs Ha TUTYJIBHON CTpaHUIlE, B
BEJIOMOCTH U 3a4€THOM KHIDKKE (MHUBUIYaIbHOM IIJIaHE CTY/ICHTA).
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[Tpunoxxenne A
Ipumep odopmiieHHsI TUTYJIBHOIO JIMCTA
0T4YeTa 0 MPAKTUKe

MHUHHCTEPCTBO OBPA30BAHNS U HAYKU
JTOHELIKOM HAPOJHOM PECITYBJIMKU
'OV BIIO «JOHELIKNI HALIMOHAJIbHBII YHUBEPCUTET»
®AKVYJIBTET MATEMATUKU 1 UTHOOPMALIMOHHBIX TEXHOJIOT' U
KA®EJIPA THOOPMALIMOHHBIX CUCTEM VIIPABJIEHUSI

OTYET
0 NPaKTHKe 110

(HaMeHOBaHUE OpPTraHU3aIINN)

C 10

Crynenra (kM) Kypca

OTJIEJIEHUsI OYHOT'O (3a0YHOr0) 00y4eHus
HarpaBJIeHUs OATOTOBKU
5[0

PykoBoauTenu npakTUKHU:

OT OpraHU3aluu
(manmenoBanue gowkHOCTH, PHO)

MLIIL.

oT Kadeapsl

(manmenoBanue gowkHOCTH, DMO)

Homnenk 2020
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[Ipunoxenue b
Ipumep odopmiieHHsI cOTepP:KAHUA OTYETA

COJEPXAHUE
BBEJIEHUE 3

1. AHAJIMU3 JEATEJIBHOCTU IIPEAIIPUATH A, YUPEXIEHV A, 5
OPI"AHU3ALINU

2.  WM3YYEHME OPTAHU3ALIMOHHBLIX JOKYMEHTOB OPI"TAHU3 AU

3. HOPMATHUBHO-METOAMYECKUE JOKYMEHTHI,
PETJIAMEHTHPVYIOIIUE ITPABUJIA CO3JAHUA 1 OPOPMIIEHUA
JOKYMEHTOB, CUCTEMbI JIOKYMEHTAILIUN OPT"TAHU3ALIN

4.  V3YYEHUE OCOBEHHOCTEN O®OPMJIEHUS VIIPABJIEHUYECKIX
JIOKYMEHTOB

5. AHAJIM3 BJIAHKOB IOKYMEHTOB
5. AHAJIN3 APXVMBHOI'O OBECIIEYEHNWA AEATEJIBHOCTU OPT"AHU3ALI
3AKJIIOYEHUE
CIIMCOK HCIIOJIbB3OBAHHBIX NCTOYHMKOB

I[MTPUJIOXXEHUA
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PabGouast mporpamma paccMOTpeHa M TIEpeyTBEp)KIACHA Ha 3acefaHuu Kadenpsl ¢
n3MeHeHusMu (0e3 n3menenunit) Ha 2021-2022 ron.
B pabouyio npocpammy npakmuku 6HeceHvl cledyioujue UsMeHeHUs U OONOIHEHUL:

[Tporokon 3acenanus kadeapsl Ne oT . 3aB.kadeapou
Pabowas mporpamma paccMOTpeHa U TIepeyTBepXKIeHa Ha 3acelaHuM Kadeapbl ¢
n3MeHeHussMu (0e3 n3meHenui) Ha 2022-2023 roa.

B pabouyio npocpammy npaxmuku 6HeceHbvl Cledyrouue U3MEeHeHUs. U OONOIHEHUL:

[Tporokon 3acenanust kKageapnr Ne oT . 3aB.xadeapoit



