





1. OBJIACTBh IPUMEHEHUA U MECTO ITPAKTUKHU B YYEBHOM ITPOLECCE

VY4yeOHasi mMpakTUKA: HAYYHO-UCCIIEJOBATENbCKass pabora (MOJydyeHHUEe MEepPBUYHBIX
HaBBIKOB Hay4HO-HCCJIEA0BATEIbCKOM paboThl) SIBJIIETCSA YaCTHYHO MIPAKTHUKO-
OPUEHTHPOBAHHONW M OTHOCUTCS K OTHOocuTcs K bioky 2 «lIpaktukm»  00pa3oBaTelbHOM
nporpamMMmsbl. Y4eOHasi TpakTUKa peanu3yeTcs Ha GaKyabTeTe MaTeMAaTHUKA U WH(POPMaIMOHHBIX
texnonoruii OY BIIO « IOHHY» kadenpoii nHbopManMOHHBIX CUCTEM YIIPABICHHUS.

CriocoObI TPOBEACHUS IPAKTUKH: CTAIlMOHAPHAS, BBIC3/THAS.

JUIs  TpOXOXKACHUS TPAKTUKH HEOOXOOMMBI 3HAHUS U yMeHUs, (opmupyembie
npedwecmayrowumu  oucyuniunamu — Opeanusayus u MexHON02Us. OOKYMEHMAYUOHHO2O
obecneuenus ynpasienus, bazvl dannvix, Menedscmenm 6 uHOpMaAYUOHHO-0OKYMEHMAYUOHHOU
oesmenbHOCmU.

3HaHMS U YMEHHUS, TIOJyUYEHHBIC B X0/I¢ YIeOHOH MPaKTUKK: HAyYHO-HUCCIICIOBATEILCKAS
pabora (ToJIydeHHE TIEPBUYHBIX HABBIKOB HAYYHO-HCCIICIOBATEILCKONW pPaOOThI) SBISIOTCS
OCHOBOM ISl M3YYEHHS NOCIe0yowux ITUCHUIUIMH ApxusosedeHnue, [[okymeHmuposarue
OdesmenbHOCMU Npeonpusmusl, opeanuzayuu, yupesicoenus, HHgopmayuonnvle mexnono2uu 6
OOKYMEHMAYUoOHHOM  ObecneueHuu ynpaeieHus u apxugHom oene, Opeanu3ayuoHHo-
O0OKYMeHmayuoHHoe obecneyeHue OesmerbHOCmU pPyKo8ooumens, Hnghopmayuonnuvle
pecypcwbl, IONeKmpOoHHbIU O0O0KYMEeHmMOo0oOopom; WCHOJB3YIOTCS TPU HANMUCAHUU KYypPCOBOM
paboTel Ha 3 Kypce, a TaKXe SBJISIFOTCS OCHOBOM [UIsl TMOCJEAYIOIIEH MPOU3BOJICTBEHHOM
MPaKTUKHU: IPOEKTHAS MIPAKTUKA 10 apXHUBOBEICHUIO.

OO61as TpyA0€MKOCTh MPAKTUKK COCTABIIAET 3 3a4eTHBIX eAnHULbI, 108 yacos.

2. CTPYKTYPA IIPAKTUKHU

dopma 00ydeHust
XapakTepucTuKa y4eOHON AUCHUTIINHBI
Ounas 3aouHas

Hanpasnenne noarotoBku 46.03.02 JIokyMEeHTOBEIEHIE U apXHUBOBECHHE
ITpoduib JIOKyMEHTOBEIEHHE U apXUBOBE/ICHNE
OO6pa3zoBarenpHas Iporpamma bakanaspuar
Kpanuduxanms AkaneMuyeckuil 0akajiaBp
bnok yuebHoro niana IIpakTuku

nuddepeHIpoBaHHbBIN 3a4eT B 4 ceMecTpe JIst
DopMBI KOHTPOJIS OuyHOH (opMBI, Ha 2 Kypce Il 3a09HOM (PopMBI

00y4eHus

I'ox moAroTOBKU 2 2
Cemectp
KonnuecTBo 3a4€THBIX €IMHULL 3 3
KonngecTBo yacoB Bcero 108 108
KonngecTBo Henensb 2 2

3. OIIMCAHHUE NTPAKTUKHA

Henn y4yeOHOIT: HAy4YHO-MCCI€A0BATEIbCKONH MPAKTHKA — 3aKPEIUICHUE U YriIyOleHue
TECOPETHYSCKUX 3HAHUM, TIONYYCHHBIX CTyJCHTAMH B TIpoliecce OOYYEHHs, pa3BHUTHE
NPaKTUYECKUX HABBIKOB IMPO(ECCHOHAIBHONW AeATeNbHOCTH; cOop, 00paboTka M 00600IIeHHe
MaTepHaIoB HAy9IHO-HCCIIEJOBATEILCKOTO XapaKTepa.

3amayamMu y4eOHO#: HAYYHO-MCCIIeI0BATEIbCKONH MPAKTHKH ABJISIIOTCS

¢dopMupoBaHUE yMEHHMI B OOJIACTH HCIIOJIb30BAHUSI COBPEMEHHBIX TEXHOJOTHH cOopa
uHdopMaii, 00pabOTKH U WHTEPIPETAIlMK TONYYCHHBIX TaHHBIX, BJIQJICHHE COBPEMCHHBIMHU




METOJIaMH HCCIICIOBaHUMT;

coop, o00oOmeHne, CUCTEMaTH3alMs, TEOPETHUYECKOE OCMBICICHHUE IMOJTYYEHHOTO
Mmarepuaia B 00J1acTu npoQecCuoHaNbHOM e TeTbHOCTH;

00paboTKa MOJIyYEHHBIX PE3yJIbTAaTOB, AHATIU3 U MPEACTABICHUE UX B BUAE 3aKOHUEHHBIX
HAYYHO-HCCIIEJIOBATEIbCKUX Pa3pabOTOK (TE3UCOB JOKIIAIOB);

cOop MarepHuanoB, HEOOXOAUMBIX ISl BHITOJHEHHS OTYETa MO MPAKTUKE.

TpeGoBanuss K pe3yiabTaTaM OCBOeHHMSl AHCHUIUIMHBI. [Iporecc mNpoXoxACHUS
yueOHOM MPaKTHKU. HAay4YHO-HCCIEA0BATEIbCKOM pPa0OThl HampaBieH Ha (GOpMUPOBaHUE
AJIEMEHTOB CJIENYIOIUX KommeTeHuud B coorBerctBuu ¢ ®I'oC BO PO, 'OC BO JIHP
(mpoekt) mo HampapieHHO0 ToArotoBku 46.03.02 JIoKyMEHTOBEICHHE M apXUBOBEIACHUE U
OCHOBHOM  NpOQecCHOHANbHOM  00pa3oBaTeNbHON  MpOrpaMMBbl  BBICIIETO  0Opa3oBaHUs
HarmpaBjeHuss noArotoBku 46.03.02 JIoKyMEHTOBEICHHE U apXUBOBEJACHUE, MNPOQUIIS:
«J/lokyMeHTOBeIeHHUE U apXUBOBEACHUEN:

Yuueepcanonvie komnemenyuu (YK):

HaumenoBanue kareropuu (rpymnmsl) yHUBEpCAIbHBIX KOMITETEHIUI:
«Camoopranu3zaiys 1 caMopa3BUTHE (B TOM YHUCIE 310POBbECOCPEKEHHE )»

Crniocob6eH ympaBisiTb CBOMM BPEMEHEM, BBICTPANBATh U PEATU30BHIBAThH
YK-6 TPACKTOPHUIO CAMOPA3BUTHS HA OCHOBE MPUHIIMIIOB 00pa30BaHus B TeUEHUE BCEil
KUZHU

Ilpogpeccuonanvuvie komnemenyuu (I1K):

Crocoben OCYLICCTBJIATDH I/IH(bOpMaI_[I/IOHHO'aHaJ'II/ITI/I‘IeCKYI-O H OpraHu3allMOHHO-
AIMUHHUCTPATHUBHYIO NOAACPIKKY ACATCIbHOCTH OpraHu3alnuu

[K-2.

Crocoben OpraHu30BbIBATH U OCYHICCTBJIATD JOKYMCHTAIITUOHHOC obecreyeHne

[1K-3 .
yIIpaBJICHUs OpraHu3aluei

NuaukaTopbl J10CTHKEHUSI KOMIETEeHIUH U pe3yjbTarbl 00ydeHus. JlocTmxeHue
KOMIIETEHIIMM OLICHMBAE€TCS HA OCHOBE TAaKWX HWHAMKATOPOB M COOTBETCTBYIOLIUX UM
pe3yabTaToOB OOYYECHHUS:

Kateropun
YHuBepcajJbHbIe Pe3yabTarsl
YHUBeEpCAJIbHBIX HNuaukaTtopsl
. KOMIeTeHIINH o0y4eHust
KOMIeTeHIMii
3HaeT MOPSAAOK u
0COOEHHOCTH
MPOXOXKJICHUS
HPaKTHKA
3HaeT CBOM pecypchl U
YK-6. Ciocoen VK-6.11-1. AnekBatHO | UX HpeIeNbl inis:
YHUPaBJIATE CBOMM OIICHMBAET YCIEIIHOTO
BPEMCHEM, BPEMCHHBIC BBITIOJTHEHHS
C&MOOpFaHI/ISaHI/ISI u BBICTpanBaTh U pecypcesl 1 HopyquHof/i pa6OTI)I
caMoOpa3BUTHE (B TOM peaM30BBIBATE OrpaHUYCHHS U Ymeer 3hPEKTUBHO
4yucie TPACKTOPUIO 3 eKTUBHO OpraHU30BbIBATh u
310pOBbECOEPEKEHHE) caMOpa3BUTHUS Ha HCIIOJIB3YCT 3TH CIPYyKTypupoBaTh CBOC
OCHOBE IPHHIIAIIOB pecypcsl BpEMsI B COOTBETCTBHH C
006pasoBaHus B pOrpaMMO# TIPAKTUKU
TEYEHHE BCEN KHU3HH Ymeer KpHUTHHCCKH
OLICHHUTh
3¢ (HEeKTUBHOCTD
UCIIOJIb30BAHHUS
BPEMCHHBIX W JPYTHX
PECYPCOB IIPU PEIICHUH
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poecCUOHATBHBIX
3a/aq
3Haer METOTBI u
METOJIOJIOTHIO
MPOBEJICHUSI  HAYYHBIX
HCCIIEAOBAHUM
3Haer CBOU
JIUYHOCTHBIC
0COOEHHOCTH "
YK-6.11-2.
BO3MOJKHOCTH B paMKax
BeicTpauBaer u
Hay4YHO-
peanmzyet N
WCCIIEIOBATEIHCKON
TPaeKTOPHIO
JIeSTENEHOCTH
Hay4YHO-
N Ymeer IJIAaHUPOBATh
HCCIIeIOBATEIHCKOM
e W HapaBJICHUS
JeSITeIbHOCTH U N
cBoeit Hay4YHO-
caMopa3BUTHE Ha .
WCCIIeIOBATEIHCKON
€e OCHOBE
JIeATEIbHOCTH
YMeeT cocTaBIIsITh IJIaH
WICCIICTOBAHUS
YMeer  mpencTaBisTh
pe3yIbTaThl
WCCIIEIOBAaHUA B BHIE
HayJHOU paboThI
(Te3ucnl)

IIpodeccnonaibubie
HNuaukaTopsl Pe3yabTarbl 00yyenust
KOMIIeTeHIMH
[IK-2. Cnocoben [IK-2.1-1. Ymeer | 3HaeT KOMIIOHEHTBl BHYTPEHHEH M BHEIIHEH Cpelbl
OCYLLECTBIIATH IIPOBOJUTH aHAJIU3 | OpraHu3aluu
UHPOPMaIOHHO- JESITENbHOCTU 3HaeT TUIBI OPraHU3aIMOHHBIX CTPYKTYP YIpPaBICHUS
AHAINTUICCKYIO U OpraHusanmnn YMeeT NpoBOAUTH aHAIU3 BHYTPEHHEW W BHEIIHEH
OpraHH3allMOHHO- CpeJibl OpraHu3aluu
4 IMMHHACTPATUBHYIO YMeeT  NpoBOAWTH  AHAINW3  OPraHU3al[MOHHOU
HOIACPIKKY CTPYKTYpHI yIIpaBICHHS
JeSITeIbHOCTH
OpraHu3aluu
[IpodeccuonanpHbIit
craagapt 07.002

«CrieranucT 1o
OpPTraHHU3aUOHHOMY U
JIOKYMEHTAIIHOHHOMY

00ecIIeYeHH IO
YIIpaBIE€HUS
opraamzanmein», D

[1K-3. Criocoben
OpraHU30BbIBATH U
OCYIIECTBIATh
JIOKyMEHTAIlHOHHOE
obecrieueHne
YIIPaBIICHUS
opranusanuei

[IpodeccuonanbHbrit

[IK-3.11-1. Ymeer
OpraHU30BbLIBAThH
JIOKYMEHTHpPOBaHUE
YIpaBIEHYECKON
JIeSITEIbHOCTH B
OpraHu3zaryu

3HAET CHUCTEMBI YIIPABICHIECKON TOKYMEHTAITIH

3HaeT BUbI OPraHu3allMOHHO-IIPABOBBIX JJOKYMCHTOB

3HaeT HOPMATUBHO-METOJMYECKYIO JOKYMEHTALHIO,
pETTIaMEeHTHPYIONTYIO BeJIEHHE JEIONMPOU3BOJICTBA

3HaeT MOPSIOK OQOPMIICHUS JOKYMEHTOB PpPa3HbIX
BUJIOB

YMeeT NpoBOAWTH aHAJINW3  OPraHM3ALMOHHBIX U
HOPMAaTHUBHBIX JOKYMEHTOB, YCTaHABIMBAIOIINX
npaBWia co3faHuss W oQOpPMIICHHS JIOKYMEHTOB,




Opra’usanumn», A

[1K-3.1-2. YMmeer

crannapt 07.004 JestenbHocTy ciyx0p1 IOY opranuzanmu

«Crieranuct 1o YMeeT NpoOBOAUTH AaHAJIM3 CUCTEM JOKyMEHTalluy,
YIPaBICHUIO COCTaBJISATh U O)OPMIIATH IOKYMEHTHI Pa3HbIX BHJIOB

JIOKyMCHTAIUCH 3HaeT NPUHUUIEI ¥ POPMBI PETUCTPALIUHU TOKYMEHTOB

3HaeT TEXHOJOTHI0, (HOPMBI
UCTIOJTHEHHS JTOKYMEHTOB

U CpPOKH KOHTPOJIA

3HaeT TpeOOBaHU K OpraHU3aIlli JOKYMEHTO000pOoTa
B OpraHH3aIUU

3HaeT IIPHUHIUIIBI OpraHu3anuunu
JCIIOIPOU3BOJACTBEHHOI'O II€pCOHAIa

TpyAa

3HaeT TEXHOJIOTHIO U TPaBHUJIa OPTAaHU3AINN XPaHEHHS
JIOKYMEHTOB

OpTaHH30BHIBATE YMeer MHPOBOAUTH aHANM3 JTaloB  0OpabOTKH
JIOKyMeHT00GOpoT | BXOZWIIHX, HCXOMAIMX, BHYTPEHHUX NOKYMCHTOB B
OpraHH3aImH OpraHu3aIu

YMeeT COCTABJIATh CXEMbI MAPUIPYTOB JTOKYMEHTOB

YMeeT npoBOaUTh aHaIM3 00beMa JOKYMEHTO000OpOTa
CTPYKTYPHOTO MOAPA3IEIICHUS NI OPTraHU3auN

Ymeer IPOBOJUTH aHaIn3 (hopMHUpOBaHUS
MH(POPMALIMOHHO-CITPABOYHON KapTOTEKH

YMeeT NpoBOAMTh aHAIIN3 JACITEIBLHOCTH CIy)K0b1 JJIOY

Ymeer opopMIsaTh U GOPMUPOBATH JeNa JUIS CIIa4d B
apxuB, MPOBOIUTH IKCIEPTH3Y LICHHOCTH ITOKYMEHTOB,
COCTAaBJISITh HOMEHKJIATYPY J€JI, OTUCH 1T

T1IK-3.11-3. YmeeT

3HaeT uH(OPMALMOHHBIC TEXHOJIOTHHU IS TOATOTOBKH,

NPUMEHSTh oopmIIeHHS U TOHCKA TOKYMEHTOB
UH(QOpPMALMOHHBIE | YMEeT  HWCIOJAb30BaTh B JTIOKYMEHTAIHOHHOM
TEXHOJIOTHH B cdepe | obecreyeHun yIpaBiIeHUS WHPOPMALTUOHHBIE
JOKYMEHTAIIMOHHOTO | TEXHOJIOIHU
obecrieyeHust
yIpaBIeHAS
OpraHu3alyu

4. BU, TUIl TIPAKTUKH, ®OPMbI U CITIOCOBbI EE ITPOBEJIEHU A

Bua npaktuku — yueOHas mpakTHKa.

Tun y4eOHOM MpakTHUKU: HAYYHO-HCCIEIOBaTENbCKas padoTa (MonydeHne MepBHYHBIX
HaBBIKOB HAYYHO-HCCIIEI0BATEIbCKOI paboThI).

Cnoco6sl mpoBeieHUs TPOU3BOICTBEHHON MPAKTUKU: CTALlMOHAPHAs; BbIE3/IHAs.

VYyeOHasi mpakTUKa MPOBOJAUTCS AUCKPETHO — IIyTEM BBIJIEIICHUS B KaJl€HJAapHOM
y4eOHOM Tpaduke HENpephIBHOTO MEpHoJa yueOHOrOo BPEMEHHU ISl MPOBEJEHUS KaXKJI0To

BHUa MPAaKTHUKU.

q)OpMOﬁ MNpOBCACHUSA NMPAKTUKHU SABJIIACTCA pa60Ta 06y‘-IaIOH_ICl"OCSI Ha OpCANpUsTUH,

BLI6paHHOM KaK MECTO HpOXO)K}IeHI/ISI HpaKTI/IKI/I, B KAa4UCCTBC HpaKTI/IKaHTa, CTamepa, 1501051
pa6OTHI/IKa, 3a4YUCIICHHOI'O Ha HITATHYIO HOJDKHOCTH Ha MPCANPUATHHU, COOTBCTCTBYIOIIYIO
ypoBHIO KBamubuKaimu, a Takke Ha 0ase IOY BIIO «IOHELKNI HALIMOHAJIbHBII
YHUBEPCUTET».

Bo Bpems mpoxoxkaeHusl MpakTUKU CTYJEHT 00s3aH coOM01aTh MpaBUia BHYTPEHHETO
pacnopdaaka 1 MHBIC HOPMATUBHBIC AKThI, ONPCACIIAIOMNEC TOPAOOK ACATCIBHOCTU pa60THI/IKOB
COOTBETCTBYIOIIMX JIOJHXKHOCTEH U JIp.

ATTCCTaLII/I}I IO HUTOTaM IIPAKTHUKH MNPOBOAUTCA IHPU YCIOBUHU BBIIIOJIHCHUS BCCX
paSI(eJ'IOB HpOFpaMMBI HpaKTHKI/I 158 HpeHOCTaBJ'IeHI/IH BCGI71 0T‘I€THOI>'I }IOKYMGHTaHI/II/I.
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B COOTBETCTBHUU C TMOCTaBJICHHBIMU  3aJadaMH  I[PAKTUKH TPCAYCMATPUBAIOTCA
cienytone GopmMbl pabOThL: paboTa C JIUTEPATypOll W TOKYMEHTaMH; 3HAKOMCTBO C MCTOpUEH
OpraHM3allM, CTPYKTypol ¥ (GYHKIUSAMH TOIpa3JeNeHHid; TpakThdeckas pabora 1o
COCTaBIICHHIO U O(DOPMIICHHIO IOKYMEHTOB.

5.MECTO Y BPEMSI ITPOBEJIEHVSI YYEBHOM ITPAKTUKH

Y4yeOHast  mpakTUKa IS CTYJAEHTOB  HampaBieHus  mnoxarotoBku  46.03.02
JIOKyMEHTOBE/ICHUE W apXHBOBEICHUE OPTaHM3YeTCs Ha MPEANPUATHSIX W OPTaHHU3AIHIX
Jonenkor HapoaHoii PecriyOaukuy, B rocy1apCTBEHHBIX YUPEIKIACHHUIX WM HETOCYAapCTBEHHBIX
CTPYKTYypax.

C oObekTaMH NTPAKTUKH 3aKJIIOYAKTCS JOTOBOPBI, B COOTBETCTBHH C KOTOPBIMHU
CTYJCHTBI HAIIPABIISIOTCS HA MPAKTHKY. MOTYT 3aKJIF0YaThCS MHIUBHUyaTbHbBIC IOTOBOPHI.

Bo Bpems mpakTHKM CTYJIEHTh padOTalOT B CTPYKTYPHBIX  IMOJpPA3ICICHHSIX,
OTBETCTBCHHBIX 3a JOKYMCHTAIIMOHHOE OOeclieueHue yrpaBicHus (YIpaBICHUS JICIAMH,
KaHIEISIpHsi, OOIINN OTAEN, CEKpEeTapuaThl U JIp.), aAMHUHUCTPATUBHBIE CITYXKOBI

[IpakTHKa CTyIE€HTOB OYHOU (DOPMBI C HOPMATHBHBIM CPOKOM OOYUCHUS TTPOBOIUTCS
B YETBEPTOM CEMECTpPE M MOCJE CIAAa4l CECCHH 3a 2-0i KypC B COOTBETCTBHH C rpaduKoOM
y4eOHOT0 Mpolecca B TCUCHUE ABYX HEIelb, CTYJCHTOB 3a09HON (opMbl 0OydeHHs — HA 2
Kypce coryiacHo rpaduky yueOHOro mpoiecca.

6. CTPYKTYPA U COJIEP)KAHUE YUEBHOM MPAKTUKHU

6.1. CTpyKTypa Npou3BOACTBEHHOI NPAKTHKH
OO1mast TpyT0eMKOCTb MPOM3BOICTBEHHOM MPAKTHKU COCTABIISIET 3 3a4eTHBIX enuHuil, 108 gacos.

Tabmuna 6.1 — CtpykTypa nponu3BOJICTBEHHON MPAKTUKU

DopMmbl
Ne Paznesbl (3Tanbl) NPaKTHKH Buasl npou3BoacTBEeHHOH paGoThl HAa MPaKTHKE, TeKYlIIero
n/n BKJII0Yasi CAMOCTOSITEJILHYIO PadoTy CTY1€HTOB U u
TPY/10eMKOCTh NMPOMEKYTOY-
(B yacax) HOTO
KOHTPOJISt
JIeK- npax- cbopu | camocro- | 3amuTa
OUHA | THYeC- cHCTe- ATEIb- oruéra
KHe MaTH3a- Has
paboThI st pabota
Marepu-
aJIOB
1 WHCTpyKTHBHOE COBEII[aHNE u 4 Cobecenona-
TIOJTYYCHUEC JOKYMECHTaAIUU JJIs1 HHUEC
MPOXOXKICHUA  y4eOHOil:  HaydHO-
HCCIIEIOBATEILCKON MPAKTUKHU
2 OdopmiieHne HEOOXOANMBIX 2 2 CobGecenoBa-
JIOKyMEHTOB Ha 0a3e  MpaKTHKH. HHE
[MpoxoxneHne  MHCTpyKTaXa IO
TEXHHKE O€30MacHOCTH W  OXpaHe
Tpyaa Ha OpEaNPHUATHH.
O3HakoMJIeHUE c npaBHIaAMH
BHYTPEHHET'0 TPY/IOBOT'O PaCHopsiaKa
3 AHanu3 JesITeNbHOCTH TpeNnpHUsITHs, 6 8 CooTBeTCTBY-
YUPEXICHHUS, OpraHu3alMu. AHAIN3 IOLINH pa3zesn
OpraHMn3alfMOHHO-IIPAaBOBBIX OoT4HeTa U
JTOKYMCHTOB JHEBHUKA 110
MIPaKTHUKE
4 AHanu3 opraHn3allMOHHON CTPYKTYPEI 6 8 CooTBeTCTBY-
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yIpaBJICHUs OpraHu3aIeH. IOLIMH pa3zen
W3ydyenne CTpYKTypbl W (QYHKIHI oT4eTa U
JIeTTOTIPON3BOICTBEHHOM CITYKOBI JTHEBHHKA TIO
TIPAKTHKE
5 JIOKyMEHTHpOBaHHE  AEATEIbHOCTH 6 8 CooTBeTCTBY-
OopraHu3anuu IOIIKHI pa3aen
oT4yera u
THEBHHKA TIO
MPaKTUKE
6 Opranuszanus JIOKyMEHTO000pOTa 4 2 2 CooTBeTcTBY-
OpraHu3aIUH IOLIMH pa3zen
oTyeTa u
JTHCBHHKA TI0
MPaKTUKE
7. CucremaTusanus, XpaHEeHue, 4 2 2 CooTBeTcTBY-
9KCIIEPTH3a LEHHOCTH JOKYMEHTOB H IOLIMH pa3zen
MTOJITOTOBKA JET K cJjaue B apXuB oT4yera u
JTHEBHHKA TIO
TIPAKTHKE
8 WudpopManmoHHEIE  TEXHOJIOTHH B 4 12 12 CooTBeTCTBY-
JOKYMECHTAIIHOHHOM obecrieueHUH FOIIMH pa3jen
YIpaBJICHUS oTdyera u
JTHCBHHKA TI0
MPaKTUKE
9 IloaroroBka npoekTa HaAy4YHOU CTaTbU Bricrynnenue
WJIN TE3UCOB Ha
CTYZI€HUECKOU
KOoH(pepeHIInu
10 IMoaroroBka oO0mero oryera Mo 8 Ortyer o
npaktuke. O¢popMIIeHHE JTOKYMEHTOB TpaKTHKE.
IO TIPaKTHKE JHeBHUK
MIPAKTHKH
11 3ammTa oTYeTa 10 MPAKTHKE 6 Hdud.3auer
HUroro 6 6 28 44 6
Bcero 108

6.2. Conep:kanue NPaKTUKH

MaTepI/IaJ'IBI oo yqe6H0171 MMPaKTUKEC U METOAUYCCKHUEC PCKOMCHJAAIINN K UX BBIITIOJIHCHUIO
npuseneHsl B: O6mako donnu.ru (https://cloud.mail.ru/public/2rxR/SBTyWLraV/).

1. AHAJIM3 AEATEJIBHOCTU IIPEAIIPUATHA, YUPEXIEHWA,
OPI'AHU3ALINU. AHAJIN3 OPITAHU3ALMOHHO-ITPABOBLBIX JJOKYMEHTOB

B nmaHHOM paznene naercs Kparkas XapaKT€pUCTHKa OpPraHM3alMM: IOJHOE Ha3BaHME
NPENNpUATHS, YUPEKIEHUS, OpraHu3alMy; OTpacieBas MNPUHAMIEKHOCTh MPEIIPUITHSA,
yUpeXAeHus, Opranu3anuu; popma coOCTBEHHOCTH MPEANPUATHS, YUPEKACHUS, OpraHU3aL1H.

XapakTeprucTUKa OpraHu3alyy JOMOJHIETCS aHAaJU30M COCTaBJISIOUIMX BHYTPEHHEW U
BHEIIHEW cpeapl opranu3anuu. Cpend KOMIOHEHTOB BHYTPEHHEH CpeAbl OpraHu3aluu
BBIICTISIIOTCS: MMCCHS M CTpaTerus, LETd U 3aJadyd, TEXHOJOTUS U TEXHOJOrndecKas
OCHAIIIEHHOCTh, TepcoHall, (puHaHCOBas cucTeMa, WH(POpPMAIMOHHAs CHCTEMa, OCHOBHBIC
Ou3Hec-TIpoLleCChl,  OpraHW3alOHHas ~ KyinbTypa.  BHemHsst  cpena  mpejacTaBiieHa
MHUKPOOKpPY>KEHHEM (TIOCTAaBLIMKH PECYpCOB, MOKyNaTelIH, MapTHEepbl, KOHKYPEHTHI, OpTraHbl
rOCyIapCTBEHHOW BJIAacTH U yIpaBieHHs, OaHKM U TMpoYMe) M MaKpPOOKPYKEHHEM
(MONIMTHYECKUE,  SKOHOMHUYECKHE,  TEXHOJOIMYECKHe,  IPaBOBble,  COLMOKYJIbTYpPHBIE,
nemorpaduueckue, IpUpOIHbIE, IKOJIOTUYECKUE U IpyTrHe (pakTophl).

B nmaHHOM pasgene ONMCBHIBAIOTCA TaKXKe OPraHU3allMOHHO-IIPAaBOBBIE JOKYMEHTHI,
U3y4eHHbIC CTyJEHTaMH B IepBble ITHM MNpakTUkH. [Ipekae Bcero, cieayer paccMOTPETh
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JOKYMEHTAIMIO, PErJIaMEHTHPYIONIYIO JEATEeIhbHOCTh OpPTraHW3allud, €€ FOPUINYECKUIl CTaTyc,
OpraHU3aIMOHHO-TIPABOBYIO (hOPMY, CTPYKTYPY, CUCTEMY YIIPABICHUS.

OOBEeKTOM U3yUCHUS JODKHBI CTATh CICAYIOIINE JOKYMEHTBI:

ycTaB (TI0JIOKEHKE) OPTaHU3aIiH;

MIpaBHJIa BHYTPEHHETO TPYIOBOTO PACIIOPSIKA;

KOJIJICKTHBHBIH JIOTOBOD;

MOJIOKEHUE O KOJUIETHAILHBIX OPTaHaXx.

2. AHAJIN3 OPTAHU3ALIMOHHOM CTPYKTYPHI YIIPABJIEHUS
OPT AHU3AILIMM. U3VUEHUE CTPYKTYPHI U ®YHKIIUIA
JIEJIOITPOU3BOJCTBEHHOM CJIYKEbI

B nanHoMm paznene HEOOXOIUMMO M3YUUTh OPraHU3aLMOHHYIO CTPYKTYpPY OpraHU3alH,
COCTaBUTh CXEMYy OPraHM3ALMOHHOM CTPYKTYpPBI, ONpPEIECIUTh €€ THII, CAeNaTh BHIBOJ O
COOTBETCTBUM WJIM HE COOTBETCTBMM IUTATHON YMCIEHHOCTH OPraHU3allMOHHON CTPYKTYpbI
00BEeKTa yIpaBICHHUS.

Cpenu CTpYKTYPHBIX IOJpa3/€ieHUN OpraHu3aldd  BBIICJIUTh Takoe, KOTOpOe
ocymiectBisieT pynknuu JJOY, onucarh ero CTpyKTypy.

IIpoBecTn aHanM3 IUTAaTHOTO pAaclUCaHMs, JAOJDKHOCTHBIX HMHCTPYKLUI mepcoHaia
cyx0b1 JIOY, onpenenuts ux ¢yHkuuu. B xonme aHanmsa BBIABUTH (DYHKIMH, KOTOpPBIE HE
BBINOJIHSAIOTCS B COOTBETCTBUHU C KBAJIM(UKAIMOHHBIM CIIPABOYHUKOM.

B mpunokeHHsIX MOXKHO TPHBECTH KONHHM CTPYKTYpPhl W IITaTHOW YHCICHHOCTH,
JOJDKHOCTHBIX MHCTPYKIMH ci1yx0b1 IOV, M0I0XKEHUS O CTPYKTYPHOM HOJPa3/IeICHUN.

OOBEKTOM U3yUEHHSI JOIDKHBI CTAaTh CIEAYIONINE JOKYMEHTBI:

HOJIOKEHHUE O CTPYKTYPHOM I0/Ipa3/ieiIeHUN;

mITaTHOE pacmucaHue (OHO SBJSIETCS KOH(UACHIMANBHBIM JOKYMEHTOM, MOYKHO
HOMIPOCUTH TOJIBKO €r0 YacThb, /1€ YKa3bIBAIOTCS JOJDKHOCTH);

JIOJDKHOCTHBIC UHCTPYKLIUU COTPYIHUKOB, 3aHUMAIOIIUXCSI BEJICHUEM
JIeNTOTIPOU3BO/ICTBA.

3. HOKYMEHTUPOBAHUE JEATEJIBHOCTU OPI"TAHU3ALINUN

B nanHOM paszene oTdeTa NMEPEUUCIAIOTCS HOPMAaTUBHO-METOJUYECKHE TOKYMEHTHI,
periaMeHTUpYIOLMEe  BEJAEHUE  JEeJONPOM3BOACTBA, OINUCHIBAETCS WX  Ha3HA4YeHHE,
cojepkaHHe, JaTa U TMOPSAOK YTBEPXKIACHUSA. AHAIM3UPYIOTCS TpeOOBaHUS K BEICHUIO
J€JIONPOU3BOJICTBA, YCTAHOBJIEHHbIE HOPMATUBHO-METOJAMYECKOM JOKyMEHTaluel, Hux
COOTBETCTBHUE YCTAHOBJIECHHBIM ITPAaBUJIAM.

CTyneHThl BBISBISIOT CHCTEMbl JOKYMEHTAllUH, MHCIOJNb3yeMble B OpraHU3aluu
(opraHM3alMOHHO-TIPABOBbIE JOKYMEHTBI; PacCHOpPSAUTENbHBIE JOKYMEHTbI;, MH()OPMAaIMOHHO-
CIPAaBOYHBIE JTOKYMEHTBI; CUCTEMBI IOKYMEHTAILIUH, CBSI3aHHBIE CO CHEUU(PUKON AEITeIbHOCTH
OpraHu3ali) 1 OCHOBHBIE BUJIbI JOKYMEHTOB, KOTOPHIMU O(GOPMIIIOTCS pa3iuyHble (PyHKINH,
OTMEYAIOT MPAaBUILHOCTH UX O(DOPMIIEHUS U UX OCOOEHHOCTH.

AHanu3 NpoBOAUTCS MO CUCTEMAM JOKYMEHTALIUU B CIIEAYIOIIEN OCIEA0BATEIbHOCTH:

COCTaB JOKYMEHTOB 10 (QYHKIUSAM YIIpaBJICHUS;

HJIMYME BCEX HEOOXOAMMBIX PEKBU3UTOB B JOKYMEHTaX ONPEIENICHHOTO BHJA
(pa3HOBUAHOCTH);

MIPaBUILHOCTH 0(OPMIICHUS] PEKBU3UTOB;

MOPSAIOK BHYTPEHHETO BU3UPOBAHNUS U BHEIIHETO COTJIaCOBAHUS JOKYMEHTOB;

COCTaB M JTallbl yJOCTOBEPEHMS: MOJANUCAHUE, YTBEPXKACHHUE, IMOCTAHOBKA OTTUCKA
MeYyaTy.

ComnocrapnsieTcs NMpakTHKa O(OPMIIEHUS JOKYMEHTOB € TPeOOBaHUSMH HOPMAaTHBHO-
METOJINYECKUX JTOKYMEHTOB.

BbIsBIISIIOTCS JOKYMEHTBI, Ha KOTOpPbIE CTAaBUTCS OTTHCK Ie€4YaTd, TpUQ YTBEP>KACHUS.
BrrsicHsI0TCS BUIBI ITeYaTel, NCIOIb3yEMbIX JJI 3aBEPEHUS JOKYMEHTOB U X Komuil. Omuoku
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B o(popmieHnH 0000IIAOTCS, CUCTEMATH3UPYIOTCS, KOPPEKTHO ONHCHIBAIOTCH.

OTmeuaeTcst HaTM4ne TEKCTOBBIX 3arOTOBOK, Tabenel, arb00MOB yHH(DHUIIMPOBAHHBIX
dbopM JTOKYMEHTOB, JaeTcsi HX KpaTKas XapaKTepucThka, OIeHKa 3(PPEeKTUBHOCTH,
npuMeHeHue TpadapeTHBIX TEKCTOB. BO3MOXHO paccMoTpeHue coctaBa yHU(DHUIMPOBAHHBIX
dopM, YTBEpKACHHBIX COOTBETCTBYIOIIMMH BeIOMCTBaMHU (OyXraiarepckue, NEepBUUYHBIC
y4eTHBIC, KaJJpOBbIC, CTATUCTUYECKUE TOKYMEHTHI U IP.).

B kauecTBe NMPWIIOKEHUH MOXXHO MPUBECTH KOIHMU PACIIOPSAIUTEIBHBIX U CIPABOYHO-
UH()OPMAIIMOHHBIX JOKYMEHTOB: IPUKA30B 110 OCHOBHOH AEATENLHOCTH, IPUKA30B MO JTUYHOMY
COCTaBy, IPUKA30B IO XO3SMCTBEHHON JESATEIBHOCTU CIIY)KEOHBIX MUCEM (IIPOCTHIX, CIOXKHBIX;
OTBETHBIX, MHUIIMATUBHBIX), MPOTOKOJIOB, aKTOB, CHPABOK JOKJIQJHBIX U CIYKEOHBIX 3aIHCOK.

4. OPTAHU3ALIA JOKYMEHTOOBOPOTA OPTTAHU3ALINUA
[TpoBectu ananu3 3TanoB 00pabOTKHM BXOISIINX, UCXOISAIINX, BHYTPEHHUX JOKYMEHTOB
B Opranu3auuu. V3yduTh QOpMBI perucTpaui JOKYMEHTOB, MOPSAOK MPOBEACHUS KOHTPOJISI
UCIIOJIHEHUS IOKYMEHTOB, CPOKOB UCIIOJIHEHUS JOKYMEHTOB B opraHu3auuu. CoCTaBUTH CXEMbI
MapIIPyTOB TOKYMEHTOB, MOJICYUTATh 00bEM JOKYMEHTOOO0POTA CTPYKTYPHOTO MOApa3AeICHUS
i opranuzaiuu. [IpoBectu ananms popmupoBanust HHOOPMAIIMOHHO-CIIPABOYHON KAPTOTEKH.
CocraBUTh NPUMEPHBIN MEPEUYEHb JTOKYMEHTOB OpraHM3allMy, UCIOJHEHHUE KOTOPBIX JIOJKHO
KOHTPOJIMPOBATHCSI U JOKYMEHTOB, IOJUISKAIIMX W HEMOAJIEKAIUX peructpauu. IIpunoxuts
KONUU (parMEeHTOB PETUCTPALUOHHBIX POpM (KypHaAJIbHAS, KAPTOYHAS, SJICKTPOHHA).

5. CUCTEMATU3ALIMA, XPAHEHUE, OKCIIEPTU3A HEHHOCTHU
JOKYMEHTOB U IIOJAI'OTOBKA IAEJI K CJAYE B APXHNB

AHanusupyercsi HOMEHKJIaTypa JeJl OpraHu3aluy, ONPENEseTCsl €€ KaueCTBO, HAINYHE
Bceil HeoOXxoammoil wuHpopManuu. BreIACHSETCS TOPSIOK COCTaBleHHS W O()OPMIICHUS
HOMEHKJIATypHl JeJl, CTPYKTypa OTBETCTBEHHAs 3a €€ COCTaBJICHUE (apXUB, KaHLIETIAPUS).

CTyneHTbl M3y4yaroT NPaKTUKY (OPMHUPOBAHUS [EN, aHAIU3ZUPYIOT C(HOPMHUPOBAHHEIC
Jiefia ¢ TOYKM 3PEHUs! MPaBUIBHOCTU MX (OPMUPOBAHUS B COOTBETCTBUHU C CYLIECTBYIOIIUMHU
MpaBUJIAMU U HOMEHKJIATypOu JIedl.

OTmeuaeTcss HaaM4ue WM OTCYTCTBUE DKCIIEPTHOW KOMMCCHH, TIOJOXKEHUS O HEW,
npoueaypsl o(opMIIEHUS PE3yAbTaTOB 3KCHEPTHU3bl LIEHHOCTH JOKyMEeHTOB. Ilpu ycimoBum
MOATOTOBKH JOKYMEHTOB Ul CJa4M B apXWB B IIEPUOJ IIPOBEACHUS NPAKTUKU CTYIEHTHI MOTYT
MOATOTOBUThH JI€Nla 3a MpeablAylMe Troasl I caauv B apxuB. [Ipm sTtomM mnposepsiercs
NPaBUIBHOCTh OQOPMIIEHHS JIeJT, TOPSIOK UX (POPMUPOBAHMUSL.

[Ipy HEOOXOAMMOCTH CTYIEHTHhl TOATOTABIMBAIOT BHYTPEHHUE ONHUCH U JIUCTHI-
3aBEpPUTENIH, HYMEPYIOT JIUCThI, OPOPMIIIOT 00JI0)KKH fen. Ha moaroroBneHHble K caaye nena
CTYJIEHTBI COCTABJISIFOT OIMMCH U 110 HUM ITPOU3BOJAT CAAdy JIe]l B apXUB OpraHU3aliu.

6. MTH®OPMAILIMOHHBIE TEXHOJIOI'MX B IOKYMEHTAILIMOHHOM
OBECIIEYEHMU VIIPABJIEHU S

B nmamHOoM paznene HE0OXOIMMO MPOBECTH aHAJIN3 COBPEMEHHBIX WH()OPMAIMOHHBIX
TEXHOJIOTHI 00ecTieueH s 1eATeTbHOCTH OPTaHN3allUN:

WCIIOIb30BaHUE B OPTaHU3AIMH KOMITBIOTEPHBIX TEXHOJOTHH TOATOTOBKH TEKCTOBBIX
JIOKYMEHTOB;

WCIIOIb30BaHUE B OPTraHU3AIMU KOMIBIOTEPHBIX TEXHOJIOTHH IMOATOTOBKH TaOIMYHBIX
JIOKYMEHTOB;

KOMITHIOTEPHBIE TEXHOJIOTHU OpraHW3allMiil ¥ TOMCKa JIOKYMEHTHOW WH(opmanuu B
OpTraHHU3aIIH.
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7. OBPA3OBATEJIBHBIE, HAYYHO-UCCJIEJOBATEJIbCKHE 1 HAYYHO-
IMPOU3BOJACTBEHHBIE TEXHOJIOI'MH, UCITIOJIB3YEMBIE HA ITPAKTHUKE

HpaKTI/IKa SIBIIICTCA HEOTHhEMJIEMOM YacThIO yqe6Hor0 nponecca, oOoHa COCTOUT U3
HCCKOJBKHNX KOMIIOHCHTOB:

1) npuoOpeTeHne HaBBIKOB Ha pabodyeM MecTe B CTPYKTYPHOM TOJpa3/ieiieHUuU
OpraHu3aIy (TEXHOJIOTHYECKas JesTEIbHOCTD);

2) aHAJIM3 CYIIECTBYIOIICH TMPAKTUKH BEACHHUS JICJTONPOU3BOACTBA B  TOU
opranu3aiuu (IPOCKTHAs ACSITEIBHOCTD);

3) aHaAJIN3 COCTOSHUS CHCTEMbI YIIPABJIEHUs JOKYMEHTaMH B OpraHU3alnH Ha 0a3e
HOBEHIINX TEXHOJIOTUH (OpraHU3allMOHHO-YIIpaBICHYECKas);

4) odopMIleHHE PE3YJIbTATOB HAYYHO-HCCIEIOBATEIHCKON PabOThl B BUIE TE3HMCOB

JIOKJIaJI0B (Hay4HO-UCCIIEA0BATENbCKAs IEATEIbHOCTD).

8. YAEBHO-METOJIMYECKOE OBECIIEYEHUE CAMOCTOSTEJBbHOM PABOThHI
CTYJAEHTOB HA ITPAKTHUKE

Bo Bpems mnpoxoxaeHus ydeOHOW MNPAKTUKU @ Hay4YHO-HCCIEI0BATENbCKOM pPabOTHI
00JbI1I0€ 3HAUEHUE UMEET CaMOCTOATEIbHAs paboTa CTY/IEHTOB, ITOCKOJIbKY IPAKTHKA SBJISETCS
OJIHMM U3 3TANoB MOJTOTOBKU OakallaBpoB M0 HAMpPaBICHUIO MOATOTOBKHU «JlOKyMeHTOBeAEeHUE
U apXUBOBEJICHUEY.

CaMocTtosTenbHass paboTa CTYIEHTOB B XOJ€ MPOXOXKICHUS MPAKTUKU HaIpaBjieHa Ha
Ka4eCTBEHHOE OCBOCHHE U CHCTEMATH3alMIO TIIOJIyY€HHBIX 3HAaHWH, WX YIayOlieHue u
paciIMpeHre Ha OCHOBE aHAJIM3a BBIIOJIHEHHUS JeIONPOU3BOACTBEHHBIX ONEpalliii B KOHKPETHON
opranuzain. QopMupyeTcs yMeHHe MONy4YeHHs 3HAHHHM Ha MPaKTUKe (B MpogecCHOHATBHON
JESTENIbHOCTH) U 3aKPEIUIIIOTCS MPAKTUUECKUE HAaBBIKU CTYIEHTOB. AKTHBHO Pa3BUBAIOTCS HX
[IO3HABATEJIbHBIE CIOCOOHOCTH, CaMOCTOSITENIbHOCTb MBILUIEHUS, CIIOCOOHOCTh K Hay4YHO-
UCCIIEIOBATEIbCKOW pPaboTe, HABBIKM MEXJIMYHOCTHBIX OTHOLICHHWH, MOCKOJBKY CTYAEHTHI
AKTHBHO BKJIIOYAIOTCSI B KOMMYHUKAIIMM C COTPYIHUKAMH OpPraHMU3alMM, ydaTcsl MOMYUMHATHCS
IpaBUJIaM BHYTPEHHETO paclopsi/ika U IpyTrUM KOPIOPAaTUBHBIM aKTaM.

Buabl camocrosiTe/1bHON paGoThI B X0/1€ POXO0KAeHHUS TPAKTHKH

1. omnucaHue BHyTpeHHEH U BHEIIHEH Cpe/ibl OpraHu3alluy;

2. COCTaBJIGHWE MAapIIPYTOB JBW)KCHUS BXOMSIINX, WCXOJIIINX W BHYTPEHHUX
JIOKYMEHTOB;

3. anHamm3 o0beMa JOKYMEHTOOOOPOTa B JMHAMHUKE,

4. BBINOJHEHUE 33aJaHUN MO MOPYYEHHIO PYKOBOJACTBA M CIELUAINCTOB OpraHU3aluu
(pa3paboTKa MPOEKTOB JOKYMEHTOB, METOIMUECKUX PEKOMEHIAIUM U TIp.);

5. BBINOJHEHHWE  HAYYHO-MCCIIEJOBAaTENbCKOM  paboThl  (IpoBeleHHEe — aHalIM3a
JIOKYMEHTAIMOHHOTO 00ECIIeYCeHUs! YIIPABICHUST OPTaHU3AINH, BBISBICHHE TIPOOIIEM);

6. MOAroTOBKa YEPHOBOIO BapuUaHTAa TE3HCOB [OKIAJOB Kak pe3yjibTaTa Hay4yHO-
MCCJIEI0BATENIbCKOM pabOTHI CTY/ICHTA;

7. BeJeHUE IHEBHUKA MPAKTUKHU, ONIEpaTUBHOE BHECEHHE B HETO CBEJICHU;

8. pa3paboTka mpe3eHTanui K OTYETy, IMOATOTOBKA K 3aIlIUTE MPOEKTa OTYETA;

JPyTUE BUJIBI CAMOCTOSATEIBHOM pabOoThI.

B xoxe npakTHKHU pelawTes:

— obpaszosamenvHble 3a0auu — TIONy4Ye€HHE HOBOW HH(pOpPMAIMM O KOPHOPATUBHOM
perjiiaMeHTaluu J1eJ0NPOU3BOJICTBA, 00 HMCIIOJIb30BAaHUM KOHKPETHBIX CPEJCTB aBTOMAaTH3AIMH
JIEJIONPOU3BOJCTBEHHBIX MPOIIECCOB, O pa3rPaHUMYEHUU MOJTHOMOYHMM MEXIy CIEeNUaIucTaMu U
PYKOBOAMTENSAMHU, HX 3aMECTUTEISIMM 110 COCTaBIEHHUIO, BHU3HUPOBAHUIO, YAOCTOBEPEHUIO
JIOKYMEHTOB ¥ KOTIMH U T. II.

—  HAY4YHO-NpOU3B00CMEEHHble 3a0ayy PEIIAIOTCS IyTeM MPUMEHEHHs CIeHalbHbIX
TEXHOJIOTUH (TPaJUIIMOHHBIX U aBTOMATU3UPOBAHHBIX ) IO 00pabOTKe MOTYyYeHHOM HH(pOopMaIU
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U e€ crucTeMaTh3anuu (CoCTaBJIeHHE NiepeuHeil, CIUCKOB, TpauKOB, CXEM H T. II.).

—  yuebHO-uccredosamenbcKue 3a0a4u — JACTCS OLIEHKA COCTOSIHUS JeNIONPOU3BOCTBA,
HAaMEYaloTCsd IIyTH €ro COBEpIICHCTBOBAaHUS, OO0OOINAETCS ONBIT, TOTOBATCS JIOKJIAJHI,
COOOIIIEeHHS.

8.1. Opranu3zanus NpaKTUKH

IIpon3BOACTBEHHYIO MPAKTUKY CTYAEHTHI MPOXOJAT B COOTBETCTBUM C IpaduKoM
y4eOHOro Ipolecca B YCTAHOBJIEHHbIE CpPOKH. OpraHums3aluio M IPOXOKICHHE IPaKTUKU
oOecneunBaet Bbimyckatonias kapenpa MCY, nexanar u yueOHas yacth yHuBepcutera. I1o Bcem
BOIIPOCaM OpraHU3alUy U MPOXO0KIECHUS NMPAKTUKU CTYACHT MOXKET MOJIYYUTh KOHCYJIbTALUIO Y
IIpenoaaBareis — pyKOBOIUTEIS IPAKTUKY.

PykoBonuTenb NMpakTUKU OT OpraHU3alMM CUCTEMATHUYECKU KOHTPOJIMPYET KayeCTBO U
CBOEBPEMEHHOCTb  BBINOJIHAEMOW  cTyaeHTamMu paborel. PykoBoaurens oT  kadeapsl
OCYILIECTBIIIET METOAMYECKOE PYKOBOJCTBO M KOHTPOJb 3a BBIIOJHEHUEM IPOTPAMMBI
npakTukd. CTyaeHTbl 00s3aHbl CBOEBPEMEHHO BBIIOJHATH 3aJ@HUs, HPEIyCMOTPEHHBIE
IPOrpaMMOIl MPaKTUKK; YKa3aHWs PYKOBOJAUTENIEH MpPAaKTUKUA OT By3a W OT OpraHU3aluy;
NOXYUHATHCS IEHCTBYIOIIMM B OpraHU3aliy [IpaBuiaM BHYTPEHHETO paclopsiiKa.

O0s13aHHOCTAMH PYKOBOANTEISA NPAKTUKH OT KadeApbl ABIAIOTCH:

— yyacTHe B MHCTPYKTHBHBIX COOpaHUSIX, KOTOPbIE IMPOBOJTCS CO CTYAECHTaMH HE MO3XE,
yeM 3a 1-2 qHs 10 Havana NpaKTUKHY;

— O3HaKOMJIEHHE CTYJIEHTOB C TpeOOBaHUAMHU IHpOrpaMMmbl, (GOpMamMH KOHTPOIS M
OTYETHOCTH;

— pacrpeneneHne UHANBUIYAJIbHBIX 331aHU;

— KOHCYJIbTHPOBAHUE CTYJECHTOB B XOZIe IPAaKTUKU Ha Kadeape U BO BpeMs MocerieHus 6a3
NPaKTHKH;

— KOHTpOJIb 3a COOJIIOIGHUEM CTYIEHTAaMHU BHYTPEHHEro pactopsaka JHs, AUCLUIUIMHBI
TPYy/Zla, CBOEBPEMEHHBIM BBIIIOJHEHUEM 33/1aHHI, KOTOPbIE OTBEYAIOT COIEPKAHUIO IIPAKTUKH;

— uHpopMHpoBaHue Kadeapsl (Ha ee 3acefaHusAX) O MPOXOXKIACHUU NPAKTUKH, HApyLIEHUH
HOPSIZIKA €€ MIPOXOXKJIEHUS CO CTOPOHBI CTYAEHTOB MJIM PYKOBOZACTBA OT IPEAIIPUSATHS

— TIPOBEPKA OTYETOB O MPAKTHKE;

— HalMCaHUE PELCH3UI;

— Y4YacTHE B 3alIUTE OTYETOB B COCTABE COOTBETCTBYIOLINX KOMHUCCHIA;

— TPeIOoCTaBJICHUE OTBETCTBEHHOMY 3a IMPOBEJECHUE MPAKTUKU OT Kadeaphl MUCbMEHHOTO
OTYETa € 3aMEYAHUSMHU U NIPEITIOKECHUAMMU.

O0s13aHHOCTH PYKOBOIMTEJIS IPAKTUKH OT MPeANPUATHSA:

— B Hayasle MPAKTHUKKU 03HAKOMHTHCS C pabouel MporpaMmoil 1 JTHEBHUKOM NPaKTUKHY;

— YTOYHHUTbH 3allMCAHHBIA B JHEBHHMKE KaJeHJApHbIN rpaduK MPOXOXKAECHUS NMPAKTUKHU (T10
COJIEPKAHHIO U CPOKAM BBITTOTHEHHS OTIENBHBIX TyHKTOB);

— 00ecneynTh CTy/IEeHTaM YCIIOBHUS, HEOOXOUMBIE ISl BHITIOJIHEHHS IPOTPaMMBbl PAKTHKH,
JIOCTYII K HEOOXOIMMBIM JJOKYMEHTaM, KOHCYJIbTUPOBAHUE;

— KOHTPOJMPOBATh MOCEIIEHHUE CTYIEHTaMH 0a3bl MPAKTUKY;

— B CIIyyasx HapyIIeHHs TUCHUILIMHBI COOOIIATh PYKOBOAMUTENIO MPAKTUKU OT Ka(ephl;

— OpraHM30BaTh SKCKYPCHHU JJIs CTYIEHTOB 110 OCHOBHBIM 1I€XaM U y4acTKaM MpeArpUsTHS;
IPOBEPKA OTUYETA O NPAKTUKE;

— HaIMCcaHUe XapaKTEePUCTUKU CTYJCHTA-IIPAKTUKAHTA 110 3aBEPILIEHUIO €r0 MPAKTHUKH.

OcHOBHBIE 00SI3aHHOCTH CTYICHTA-NIPAKTHKAHTA:

— CTYHOEHT J0 OTOBITHS Ha NPAKTHKY JOJDKEH IOJyYUTh WHCTPYKTaXXK PYKOBOAWTENS
NPaKTHKW, THEBHUK PAKTHUKH, MHIUBUYAJILHOE 3a/IaHHE T10 ITPAKTHUKE;

— CTYIEHT, NpUObIB Ha NPEANpPUATHE, NODKEH MOAAaTh PYKOBOAMTEIIO OT MPEANPHUSITUSL
JTHEBHUK, TIPOMTH MHCTPYKT@X IO TEXHUKE O€30MacHOCTH U TOXKapHOH Oe30macHoCTH,
O3HAKOMUTKCSI ¢ padOYMM MECTOM, MPaBUJIAMHU JKCILTyaTallul OOOpYIOBaHUS M YTOUHHUTH ILIaH
MIPOXOYK/IEHUSI IPAKTHUKH;

— B TIEpBbIC TPH JIHS CTYACHT 00s3aH COOONMTh Ha Kadeapy (pamMunmio, uMs, OTIYECTBO H
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HOMeEp Tene(OoHa PyKOBOIUTENS IPAKTHKH OT TPEANPUSTHSL

— BO BpeMsl TPOXOXIEHUS TPAKTHKA CTYJCHT JOJDKCH TPHUICPKUBATHCS —TIPABUI
BHYTPEHHETO PacropsiiKa MPEANPUITHS U YCTAHOBJICHHBIN PEKUM JTHS;

— BBINIOJIHATH BCE TPEOOBAHUS pabOyeH IPOrpaMMBbl;

— PETYJSPHO BECTH YUET MPOM3BEICHHONW pabOThI B COOTBETCTBYIOIIEM Pa3felic JTHEBHUKA
NPaKTHKWY,

— W3YYUTHh W BBHINOJHATH MPaBUIa TEXHUKH OE30MACHOCTU M OXPaHbI TPYyHa, MPOUTH Ha
NPEIIPHUSTAR HHCTPYKTAXK MO TEXHUKE 0€301acHOCTH;

— wuH)OPMHUPOBATh PYKOBOAMTENS TPAKTUKA OT Kaeapbl O MPOM3BEICHHOW Ha
npennpusTi padote (B HAMEYCHHBIC THA KOHCYIIbTAIHN );

— JI0 KOHIIA CpPOKa IMPAKTUKUA TOATOTOBUTH OTYET B COOTBETCTBUH C COJICPYKAHUEM
POrPaMMBbI;

— TPEJCTaBUTh OTYET O MPAKTUKE Ha Kadenpy pyKOBOAUTENO 3a 1-3 JOHS 0 OKOHYAHUS
NPAKTUKY JUIS1 TPOBEPKH M BHECCHUST HEOOXOTMMBIX H3MEHECHHH.

8.2. MeToanuyeckue peKOMeHaIUM 110 MOATOTOBKE K MPaKTHKe

CTyneHThl JOJDKHBI HM3Yy4UTh MPOrpaMMy NPAKTHKH, JIUTEPaTypy W HOPMATHBHBIE
JOKYMEHTBI 0 JIEJIONPOU3BOJICTBY W OCHOBHBIM acIleKTaM JCSTEIbHOCTH OpTraHU3aIUH.
PekoMeHyercss TpakTHKAaHTYy COBMECTHO C IIperojaBareieM pa3padoTarh Ha OCHOBE
pOTrpaMMbl KaJICHIAPHBIA IJIaH TPOXOXKJICHUS TPAKTUKU, KOTOPBIA CIIEAYEeT COIJIacoBaTh C
pYKOBOI[I/ITeJIeM HpaKTI/IKI/I oT 0pFaHI/I3aIlI/II/I.

8.3. MeToanyeckue peKOMeH/IalMH 10 NPOX0KIEHHIO MPAKTUKH

B xozme mnpoxoxkaeHus NPAaKTHKU CTYAEHTHl M3Y4alOT AOKYMEHTAIUI OpIraHU3alMH:
OpraHU3alMOHHO-TIPABOBYIO, PACHOPSIIUTENbHYI0, HH()OPMAIMOHHO-CIIpaBouHy0. EE anamm3
IPOBOJUTCS C TOYKHU 3pEHMsI cocTaBa, O(hOpMIICHUs, IEPUOJANYHOCTH HM3/1aHUs. BeimonHstorcs
orepanuu IO PErucTpanuy, CUCTEMaTU3alud JOKyMEHTOB. M3ydaercs HOMeHKJaTypa el
OpraHu3allMi U COCTaB JIeJl TEKYILIEro XpaHeHHs TOKYMEHTAllUH, MOPAI0K (opMUPOBaHUS JIE.
CBou HabOI0IeHUS O IPOEIaHHOM paboTe CTYIEHThI BHOCAT B JHEBHUK MPAKTUKH.

8.3.1. TpedoBaHusi kK 0opMIEHUIO THEBHUKA

JIHEBHUK IPAKTHKU CTY/AEHTA BKIIIOUAET B c€0s psi/l pa3/ielioB:

1. TUTynbHBIN TUCT AHEBHUKA.

2. O0GopoTHAsE CTOPOHA TUTYJIBHOTO JIUCTA.

2. KanenaapHslii rpaduk MpoX0oxkKI€HHs MPAKTUKH

3. Paboune 3anmcu BO BpeMs PAKTUKH

4. OT3BIB U OLIEHKA pOOOTHI CTYJICHTA Ha MTPAKTHUKE

5. OT3bIB 51111, KOTOPBIE IPOBEPSUIN MTPOXOKACHUE TPAKTUKU

6.BbIBOJT pyKOBOUTENS MPAKTUKU OT BBICIIETO Y4€OHOTO 3aBEJICHHsI PO MPOXOXKIECHUE
MPAKTUKU

Paznen 1. «TuTyabHBII JIMCT» 3amoHseTcs Ha Kadepe.

Pazgen 2. «O00poTHAsi CTOPOHA TUTYJBHOIO JIMCTA» — CTABUTCA OTMETKA B OTHEIE
KaJpoOB OpraHu3ald O MNPHUOBITUM HAa MECTO MPAKTHKH U O BBHIOBITHMH C MECTa MPAKTUKHU C
MOJIMUCKHIO JOJKHOCTHOTO JIMIIA, 3aBEPEHHOM MeYaThio OpraHu3aluu.

Paznen 3 «KajgenpapHbplii rpauK NPOXOXKICHHUS MNPAKTHKH» COCTaBISETCS
COBMECTHO PYKOBOAMTENIEM NPAKTHUKUA OT NPEANpPUATHS U PYKOBOJUTENIEM IMPAKTUKU OT
Kaeapsl B COOTBETCTBUU C IPOTPAMMOIA.

Paznen 4 «PaGouyue 3amucu BO BpeMsl NPAKTUKW» OTpaxkaeTcs Qaktudeckas padora,
BBITNIOJTHEHHASI HA TPOTSHKEHUH KaKJOTO JTHS MPOXO0XKIEHUS IPAKTUKH.

Paznen 5 «OT3biB M oOleHKa Ppo0OTHI CTYJAeHTAa HAa MNPaKTHKe» O0QpopMiseTcs
PYKOBOAMTENEM NPAKTUKH OT NPEANPUATHS W 3aHOCUTCA B JHEBHUK B IOCIENHUE 2-3 NHSA
MPOXOXKACHUS TPAKTUKU.
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6. Pazgen 6 OT3pIB JHL, KOTOpble NPOBEpPSVIM NPOXOXKICHHE TPAKTHKH —
3aI0JIHACTCA PYKOBOJUTEIEM MPAKTUKH OT BBITYCKAIOLIEH Kadeapbl HA OCHOBAaHUM MPOBEPKU
NPOXOXKJICHHUS MPAKTHKH KOMHCCHEH B COCTaBe OTBETCTBEHHOTO MO Kadeape 3a mpoBeneHue
IPAaKTUK U PyKOBOAUTENIEH MPAKTUKHU OT BBITYCKaroLe kadeapsl.

Paznen 7 «BbIBOA pyKOBOAUTE/SI NPAKTUKHU OT BbICIIEr0 Y4eOHOro 3aBeJeHHs NPO
NPOXOKAeHHE MNPAKTUKHM) 3allOJIHAETCS PYKOBOAMTENEM IPAKTHKM OT BBIyCKarolen

kadenpsl.

8.3.2. TpedoBanusi k 0popMIIEHUIO OTUETA
Otyer He MOJKEH MOBTOPATH AHEBHUK M IMPOrPaMMYy MPAKTUKH. DIEMEHTHI
OTYE€Ta PacroJiaraloTcs B CIEAYIONIEH OCIeI0BAaTEILHOCTH:

- TUTYJBHBIN JIUCT;

— COJIepKaHUE;

— BBE/ICHUE;

- TEKCT OTYETA O BBHIITOJIHEHUH MPAKTUKH,

- 3aKJIIOUYEHUE;

- CIIMCOK MCIIOJIb30BaHHBIX UCTOYHUKOB;

- MIPUIIOKEHHUS.

OO0mmmii 00beM OTUETA JOHKEH COCTABIIATH 25-30 JIHCTOB.

TekcToBYIO YacTh pabOTHI BHITIOJIHSIOT C MOMOIIBIO KOMIIBIOTEPHON TEXHUKH HA OJHOU
cTopoHe nucrta Oemoit Oymaru ¢Qopmara A4, mpudr Times New Roman, pasmep 14,
MexCcTpouHblii mHTEpBa — 1,5. Ilomns: neBoe — 30 Mm; paBoe — 15; BepxHee U HUKHEE — 20 MM.
TabnuuHbIN MaTepuall U WLTIOCTPALIMK Pa3peliacTcs BHIMOMHATH Ha TucTax opmara A3.

Hywmepanust ctpanui; otyera A0KHA OBITH CKBO3HOM, MEpBasi CTpaHUIA — TUTYJbHBIN
JINCT, HA HEM HOMEP CTPAHUIIBI HE TPOCTABISAETCS.

Ecniu B oTuere ecTb pPUCYHKHM W TaONUIBI Ha OTIENbHBIX CTpaHUIAX, a TakKke
MIPUJIOKEHUSI, OTH CTPAHUIIBI TAK)KE UMEIOT CKBO3HYIO HYMEpaIHIo.

[TpunokeHus K 0T4ETy JOJKHBI OTBeUaTh (PaKTUYECKU H3yYEHHOMY MaTepuay.

Bce wmmoctpanmu oTtdera, Kpome Tabnui, oO003HayaroTCs CIOBOM «PUCYHOK» U
HYMEPYIOTCs OCNIe0BaTeNbHO apabckumu udpamu B peaenax pasnaena. Hampumep,

Pucynok 1.2 — Oprauu3zanioHHas CTPyKTYpa IpeanpusTHs

[Toanucu BBINONHSIOTCA MO WJUTIOCTpaned mo ueHtpy. Kaxayro wmmocTpanuo,
KOTOpasi COJCPKUTCS B OTUETE, HEOOXOMMO COMPOBOXKAATH KPATKUM aHAIHM30M COACPIKaHUS U
BbIBOAaMu. KosndecTBO WIIIOCTpalMid omnpeaessercs cojaep)KaHHueM OoTdeTa M JOJKHO OBITh
JOCTAaTOYHBIM JJISI TOTO, YTOOBI 1aTh TEKCTY SICHOCTH M KOHKPETHOCTH.

Tabnuupl AOKHBI OBITH YHUGHUIMPOBAaHBI MO ¢opme, a LudpoBas HHPopMaALUSI —
nocroBepHoi. Kaxmas Tabnmuia mMMeeT TeMaTHUYECKOe 3arjaBHe, KOTOpOe OToOpa)xkaeT ee
conepxanue. TabmuIpl HyMepyIOTCsSl aHAIOTMYHO PUCYHKaM. 3arjlaBue TaOJIMIbl HAUWHAETCS C
0oJbI10# OYKBBI 0€3 ab3aIfHOTO OTCTYyMa M pa3MemniaeTcs mocie cioBa «Tabnuia» ¢ ykazaHuem
HopsiAKOBOro Homepa. Hanpuwmep,

Tabmuua 2.1 — AHanu3 JOKYMEHTOO00pOTa MPEIpUITUS B TUHAMUKE

IIpu ccepiike Ha TaONMIly YKas3bIBalOT €€ HOMEp M CIIOBO «TalJIMIA» B COKPAIICHHOM
BUJIE, HaTIpuMep «Tadu. 1.2y.

ITpu mepeHoce yacTu TaGIMIBl Ha APYTyl0 CTpaHUIy Haj Hell numyT «lIpomomkenue
Tab1.» (C yKazaHHEM €€ HOMepa).

WnmocTtpanuu ¥ TaOiMIbl pa3MeIIaloT MOcie MEpBOM CCBUIKM Ha HMX B TEKCTE Tak,
YTOOBI KX MOXHO OBLTO MMPOCMATPHUBATH O€3 BpAaIleHUsI CTPAHHIIBI HIIH C BPALICHHEM 110 4YaCOBOH
CTpeJIKe.
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®opmynel HyMepyloTcsl apabckuMu IudppaMu. VX mopsaIKoBbIi HOMEp 0TOOpa)xaercs B
KpPYTJIBIX CKOOKax cripaBa OT (pOPMYJIBI.

B npunoxenusix momarorcs (GOpMbI CTATUCTHYECKOW OTYETHOCTH, BCIOMOTATEIbHBIC
Marepuasbl (IIPOMEKYTOYHBIE MAaTeMaTW4YeCKHE pacyeThl, HIUIIOCTPAIMU BCIIOMOTATEIBHOTO
xapakrepa u 11p.). Kaxnoe npuinoxenne HaunHaeTcsi ¢ HOBOM ctpaHuubl. [locpenune cTrpaHuiibl
neyaraercs cioBo «lIpunoxenue». OHO TODKHO UMETh TeMaTH4ecKoe 3arinaBue. Hanpumep,

HMpuioxenne 7K
IIpumep odopMieHns CINCKA UCNIOJb30BAHHBIX HCTOYHUKOB

Eciu B otdere ecth Ooiee IBYX MPWIOKECHHN, WX TMOCIEIOBATEILHO HYMEPYIOT
3arjJaBHBIMU OyKBaMu pycckoro ajdaBuTa, HaUMHas ¢ A, 3a uckiouennem Oyks E, 3, U, O, Y,
b, bl, 'b, nanpumep, [lpunoxenue A, [lpunoxenue b u 1. 1.

Odghopmnenue mumynosnozo aucma omuema

TuTynbHBIN JUCT CONEPHKUT IEMEHTHI: HAMMEHOBAaHUE MUHUCTEPCTBA, By3a, Kadeapsl,
Hale4yaTaHHbIe MPONUCHBIMU OykBaMu, HauMeHoBaHue Buaa gokymeHTa (OTYET), 3aronoBok k
TeKCTy (00 y4eOHOH IpaKTHUKe: Hay4HO-HUCCIIEJO0BATENIbCKOM pabdore (HOdydeHHEe MEepBUYHBIX
HABbIKOB HAay4HO-MCCIIEJOBATEIbCKOM paboThl), HAMMEHOBAaHUE OpraHu3alud, B KOTOPOM
npoxonuina npaktuka ([Ipuioxenne A). TUTYIbHBIA JIMCT TOANKMCHIBAET PYKOBOIUTEIH
IPAKTUKHU OT Ipeanpustus, ero noanucs 3asepserca IIEYATBIO.

Ogpopmnenue cooepocanus

Conepxxanue pacnonaraerca 3a TUTyldbHbIM JiuctoM. CroBo «COJEPXKAHUE»
1e4yaTaeTcsl MpOoNUCHbIMU OykBamM, HUXe pacnoiaraercs cioBo «BBEJJEHWE» 6e3 ykazanus
HoMepa. Jlanee pa3MeraroTcs 3aroloBKU pa3/iesioB (IPONMCHBIMU OyKBaMH) yepe3 OJUHAPHBIN
ME)XCTPOUHBIM MHTepBall. Paznensl HymepyroTcs apabckumu mudppamu. Mexay Ha3BaHUSIMHU
pa3fesoB JenaeTcss MpOIYCK B 2 MEXCTPOUHBIX HMHTEpBaja. 3aroJIOBKM IOAPA3JIENoB
NevaTarTcs CTPOYHBIMU OyKBaM, HauMHas C MPOIMHCHOM, MOpPsAKOBas Hymepalus apabCKuMU
mudpamu (1.1, 1.2). Toukn B KOHIIE Ha3BaHUI pa3AeioB U MOJAPa3/AEIOB HE CTaBATCA. 3aTeM B
comepxanun ykaspiBaoTcsi cinoBa «3AKJIFOUEHUE», «CITMCOK HCITIOJIb3OBAHHBIX
NCTOYHUKOB», «IPUJIOXEHUSA» (nmponucHeiMu OykBamu). C mpaBod  CTOPOHBI
pacrnojiaraloT HoMepa CTpaHHIl, C KOTOPbIX HaYMHAETCS M3JI0)KEHHUE BCEX CTPYKTYPHBIX dHacTel
conepxanus. HazBaHus MpuiioskeHUH He Mepevucisitorces B cogepkanuu. [lpumep opopmienus
conepxxanus B Ilpusnoxenun b.

Odghopmnenue egedenuss omuema o NPaKmuke

BBenenne pekoMeHayeTcs HauMHAaTh C 2-3 BBOJHBIX a03alleB, >KeIaTeIbHO YKa3aTh
TOYHOC HAWMEHOBAaHHWE OpraHW3alud, (GaMIIAI0, UM, OTYECTBO PYKOBOJMTENS OPTaHU3AINH,
CTPYKTYpHOE MOpa3/ieJeHHe, B KOTOPOM CTYJAEHT MPOXOAMI MPakTUKy. O0sA3aTeIbHO CIeayeT
chopMynHpoOBaTh €N, 3aJadd  TPAKTUKH, OIMCAaTh OCHOBHOE ColepKaHWe pador,
BBITIOJTHEHHBIX B X0J1€ TIPAKTHKHU.

Ogopmnenue ocHo8HOU Yacmu omuema o0 NPaKmuKe
Tekct oryera pyOpunmpyeTcs Ha pasaensl. Ha3BaHus pa3genoB BO BCEX OTYETaX MOTYT
OBITH CHOPMYITHUPOBAHBI CIEAYIONUM 00Pa30OM.

BBEJIEHUE

1. AHAJIN3 JAEATEJIBHOCTHU [MTPEAITPUATHIA, YUYPEXIEHW A,
OPITAHU3BALINN. AHAJIN3 OPI"TAHU3ALIMOHHO-ITPABOBBIX JJIOKYMEHTOB

2. AHAJIN3 OPI'AHM3AIIIOHHOM CTPYKTYVYPbBI VYIIPABJIEHUA
OPI"AHU3ALINN. N3YYEHUE CTPYKTVYPBI n OYHKIUN
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JIEJIOTIPOU3BOICTBEHHOI CJTVKBbI

3.  JIOKYMEHTUPOBAHME AESTEJIBHOCTU OPT AHU3ALIMU

4. OPTAHU3ALIMS JOKYMEHTOOBOPOTA OPTAHW3ALIMU

5.  CHUCTEMATM3ALIMSI, XPAHEHUE, DKCIEPTU3A  IL[EHHOCTU
JIOKYMEHTOB U ITOATOTOBKA JIEJI K CJIAUE B APXUB

6.  WHOOPMALIMOHHBIE TEXHOJIOTMM B JOKYMEHTALIMOHHOM
OBECITEYEHWU YTIPABJIEHUS
3AKJIIOUEHUE
CITMCOK UCIIOJIBb30BAHHBIX UICTOYHUKOB
T[IPVJIOXKEHUE A TIPUMEP O®OPMJIEHUS TIPUKA3A I10 JUYHOMY COCTABY

Ecnu kakoe-nmu60 M3 yKa3aHHBIX B pOrpaMMe 33aJaHUi B paMKax pasjiesna He PacKphbITo,
CTYACHT B OTUéTe U pa60'-I€M JAHCBHUKE OTMCYACT IPUYHHY. Ecmm OIHO HJIM HECKOJIBKO SaI[aHI/If/i
ObUIM 3aMEHEHBbl PYKOBOJIUTENIEM NPAKTUKU OT OpPraHU3allM, BCE M3MEHEHHs JOJKHBI ObITh
3a(MKCUPOBAHbI, HOBOE 3aJlaHu€ JOJDKHO OBITh MOJPOOHO ONMCAHO, JOJKHBI OBITH YKa3aHbI
1IeJIb BBIITOJIHEHUS 3aJaHUs U 00bEM BPEMEHH, OTBOAUMOIO Ha €T0 BBINOJIHEHUE.

Ogopmnenue 3aK10OUUMENbHOU Yacmu omyema

B 3akimodeHnu, KOTOpOE pacnojaraercs Mociae OCHOBHOW 4YacTH OTYETa IOJBOMAATCS
UTOTM NPAKTUKU, 0000LIAIOTCA pe3ysbTaThl, NEPEeUUCISIOTCS BUABI paboT, OCYILIECTBISEMbIE
CTYJEHTOM CaMOCTOSITENIbHO, OCOOEHHOCTH OTJEJIbHBIX TEXHOJIOIMUECKUX ONEpalui.

B kauectBe npunoscenuii kK omuemy MOryT ObITh

OJTaHKH pa3HBIX BUJOB JJOKYMEHTOB,

cXeMa OpraHM3allMOHHOM CTPYKTYpPbl OpraHu3aluu;

CIMCOK HOPMAaTHBHO-METOAMYECKUX JOKYMEHTOB OpraHu3aluy;

00pa3ibl BXOAAIIEH U UCXOASIIEH KOPPECTIOHAEHIUH.

Crpanunpl oTYeTa [OJDKHBI OBITHh TPOHYMEPOBAaHBI (BepXHUHM mpaBblii yroi). Ha
NOCJIEeIHEeH CTpaHuIle, TOCie 3aKIYEeHUSI COCTABUTENb CTAaBUT CBOIO MOJNUCH U PacIin(poBKY
MOJIITUCH.

8.4 IloaBeneHHE UTOTOB MPAKTHKH

IIpn 3ammTe oT4eTa CTYAEHT AOJDKEH KPAaTKO HM3JIOKUTh €r0 OCHOBHOE COJEp)KAHHE,
0XapaKTepHU30BaTh HCIOJIb30BaHHbIE HCTOYHUKH, C(HOPMYIHPOBATh OCHOBHBIE BBIBOJBI U
IIPEIUI0KEHUS, 1aTh MOJHBIE OTBETHI HA BOIPOCHI PYKOBOAUTENSA U IPYTHX MPUCYTCTBYIOIIMX Ha
3alluTe JIULL.

CryneHT, He BBINOJIHUBIINAN TPOTPAMMY IIPAKTHKH, OJYYUBUIMKN OTPULIATEIbHBIA OT3bIB
0 paboTe WK HEYIOBJIETBOPUTEIIbHYIO OLEHKY IpPH 3alUTE OTYETa O MPAKTUKE CUUTAETCS HE
BBIMOJIHUBIIMM y4eOHBIN IUIaH M HANpaBisieTCs Ha MPAKTUKY BTOPUYHO HIIM OTYUCISIETCS W3
YHHMBEpPCUTETA.

Cpok npeacTaBiieHUs] OTYETA, JHEBHUKA IPAKTUKHU — MTOCIEAHUM 1E€Hb IPAKTUKH.

Ecnu x oTuery MHOro 3amMeuyaHuil Mo coiepaHUi0 U O0QOPMIIEHUIO, OH JIOJDKEH OBITH
nepepaboTaH U MpeJCTaBlIeH Ha MOBTOPHYIO 3aLIUTY B CPOKH, YCTaHOBJIEHHBIE Kadenpoil. Bech
MakeT JOKYMEHTOB IO MPAaKTHUKE IOCJE 3alUThl CAAIOT B apXWB Kadeapbl, OIeHKa (3ayer)
BBICTABIISIETCS B 3aUETHYIO KHI)KKY U BEIOMOCTb.

8.5. KayienaapHblii rpauk npoxo:kaeHusi NPaAKTHKHU

VYuuTbIBas, 4TO CTYACHTHI IOJY4YalOT Ha3HA4YeHHE Ha pa3HOOOpa3Hble 0a3bl MPAKTUKH,
KOTOpBIE OTJIMYAIOTCS BHUJAOM JAEATEIbHOCTH, OPraHU3AlMOHHOM CTPYKTYpOH, B KaXa0M
OTJIEIbHOM Cllydae KaJeHAapHble IrpaduKu JOJKHBI pa3padaThiBaThCS B MEPBbIE THU MPAKTHKU
PYKOBOJIUTENSAMH OT Kadeapbl U 6a3bl NPAKTUKU C YUaCTHEM CTYAECHTOB.

OO6001IeHHbIN KaJeHAapHbId TpapuK MPOXOXKIEHUS Y4eOHOW NPAaKTHKU IMPHUBEACH B
tabn. 8.1. OH cocraBleH HCXOAS M3 TOrO, YTO COIJIACHO Yy4yeOHOMY IUIaHA MOJTrOTOBKH
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OakanmaBpoB 1O HampaBieHHIO MoAroToBkU 46.03.02 JlokyMeHTOBeIEHHE M apXWBOBEIEHHE,
JUINTEJILHOCTD MPAKTUKU COCTABIISIET 2 HEAECTH.

Ta6ymma 8.1 — KanengapHo-TeMaTHYECKU IJIaH U TpaduK TPOXO0XKICHUSI MPAKTHUKU

No
KonnuecTBo
Bubl BBITIONTHSEMBIX pabOT KaJICHIApHBIX
pabouux AHEH

1 2 3

1 WHCTPpYKTUBHOE COBEIIAHWE W TOJTYYEHHE TOKYMEHTAIlUU st 05
MIPOXOXKICHUS YICOHOW MPAKTHKHU ’

2 Odopmiienne HEOOXOIUMBIX JOKYMEHTOB Ha 0a3e MNpaKTHKH.
[TpoxoxkaeHre HHCTPYKTaKa MO0 TEXHUKE OE30MacHOCTH U OXpaHe 05
Tpyaa Ha npeanpustud. O3HaKOMJIEHME C  [paBUJIaAMU ’
BHYTPEHHETO TPYJIOBOT0 pacnopsiaKa

3 AHanM3 AeSITeIbHOCTH NPEIIPHUSITHS, YIPSIKICHUS, OPraHUu3aluu 1

4 AHann3 oOpraHu3alMOHHO-TIPABOBBIX TOKYMEHTOB 1

5 AHann3 opraHu3aloOHHON CTPYKTYPHI YIIPABJICHUS 1

6 W3ydyeHne CTpYKTypel ¥ (QYHKIOUH J1€IONPOU3BOJICTBEHHON 1
CITY>KOBI

7 JIOKyMEHTHpOBaHHE IESITEILHOCTA OPraHUu3aluu 1

8 Opranuzanus JOKyMEHT0000pOTa OpraHu3aIiu 1

9 CucreMaTu3zaius, XpaHeHHEe, YKCIEPTHU3a [EHHOCTH JOKYMEHTOB 1
Y TIOJITOTOBKA JIeT K C/Iaye B apXHB

10 | UadopmanmnoHHbIC TEXHOJIOTUHI B JIOKYMEHTAI[HOHHOM 1
o0ecreyeHny yrpaBIeHHs

11 [TonroroBka 00IIET0 OTYETA MO MPAKTHUKE 1

12 | OdopmieHne TOKYMEHTOB IO MPAKTHKE 1

13 3almuTa 0T4eTa 1o NPaKTUKe 1
Bcero 12

9. ®OPMBI TIPOMEKYTOUYHOM ATTECTAIIAU (ITO UTOTI'AM ITPAKTHKN) C
YKA3AHUEM ®OPM TEKYIHIEI'O KOHTPOJIA

Cucrema TeKyIero ¥ MpoMeXyTO4HOIO KOHTPOJIS TPOXOKAEHHS TPAKTUKHU MIPEATIONAraeT
cienyomue (GopMbl  OTYETHOCTH: coOecelloBaHUE, 3allOJIHEHUE JHEBHUKA IPaKTHKH,
COCTaBJIEHHUE U 3alllUTa O0TYeTa, U PepeHIIMPOBAHHBIN 3aUeT.

Tekyiuii KOHTPOJIb 32 MPOXOXKIEHUEM MPAKTUKU CTYJEHTaAMHU OCYIIECTBIISIIOT PYKOBOAUTEIH
NPAKTUKUA OT TPENPUSATUs U Kadeapsl (TOCTOSHHO), a Takxke 3aBeayronmil kadenpsl. Ero ocHOBHOM
LETbI0 SIBISIETCS oOecrieueHrne COOMIONICHUsT KaJIeHIApHOrO rpaduka MpOXOXKAECHHS TMPAaKTHKU U
NpaBUJI BHYTPEHHETO TPYI0BOTO pactopska Ha MPeIpHUATHH.

WTOroBbIii KOHTPOJIH OCYILIECTBIISIETCS B POPME 3aIUTHI OTYETA 10 TIPAKTUKE.

OdopmieHHBII OTYET MO MPAKTUKE BMECTE C 3alOJIHEHHBIM JTHEBHUKOM CTYJIIEHT CIaeT Ha
MPOBEPKY PYKOBOJUTEIIIO MPAKTUKH OT MPEIIPHUSTHSI, KOTOPBI 3HAKOMUTCS C OTYETOM, BU3UPYET €T0
HAa TUTYJABHOM CTpaHMIE (IPH YCJIOBUM TOJOKUTEBHON OLIEHKH), IMHIIET XapaKTepUCTUKY Ha
CTyJIeHTa (B THEBHHKE IO MpaKTuKe). B xapakTepucTHKe JaeTcs OLEHKa BBIIOIHEHUS] MPOrpaMMbl
NPAKTHKH, COZIEP>KaHus M 0(hOPMIICHHUS OTUeTa.

[ocne 3TOrO CTYAEHT MOAAET OTYET HA Kaelpy PYKOBOJMUTEIIO MPAKTUKU OT YHUBEPCUTETA
JUTS IPOBEPKU M BUSUPOBAHUSL.

B cimydae cymiecTBEeHHBIX OTKJIOHEHHI OT TpeOOBaHWI MO COAEPMAaHUIO U OGOPMIEHHIO
OTYeTa, OH BO3BPALIAETCs Ha IOPabOTKY.
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Oryer 3amiaeTcs mepel KOMECCHEH, KOTOPYIO Ha3HadaeT 3aBenyronmi kadeapoit c
00s13aTeNbHBIM BKJIIOYEHHEM B HEe PYKOBOAUTENS MPakTUKU OT Kadenpsl. [lo pesynbraTam 3aiuThl
BhICTaBIsICTCSL pepeHmpoBanHas OreHKa, KoTopas (PUKCHPYeTCsl Ha THTYJILHOM CTpaHUIC, B
BEIOMOCTH U 3aUETHOMN KHIKKE.

10.KPUTEPUU OLNEHUBAHMUSA ITIPAKTUKHN

Pacnipenencaue 0amioB 3a yueOHYIO MPAKTHKY (C 3alIUTOIH) MPOUCXOIUT CIETYIOUIHM
o0pazoM:

1) conmeprkanue oT4yeTa, €ro COOTBETCTBUE 3aJaHUSAM MPAKTUKU — 70 6ayuioB;

2) oopmiieHHE OTYETa B COOTBETCTBHHU ¢ TpeOoBaHusMu — 10 Oaios;

3) 3ammra otuera — 20 GayIoOB.

Bosnee monpobHOE pacripenenenue 6auioB M0 KaKAOMY M3 KOHTPOJIbHO-U3MEPHUTEIBHBIX
MaTepHaJioB MPEACTABICHO B KPUTEPHUAX OIICHWBAHHS 3HAHUH CTYACHTOB IO UTOraM y4eOHOU
npaktuku (Tadn. 10.1 — 10.3).

Tabmuna 10.1 — Conepxanue oTdera

Ne KonnuecTtBo 6amnos
o [IIxana oueHnBaHUA (MakcumanbHoe — 70 Kpurepun onienuBanus
OaJITIOB)
NuauBuayanbsHoe 3aJlaHue
BBIIIOJTHEHO B TOJHOM 00beMe,
1. OTan4HO 63-70 CTYJICHT MIPOSIBUJI BBICOKHI YPOBEHB
CaMOCTOSTEIIBHOCTH W TBOPYECKHUI
MOJIXOJI K €r0 BBIMOJTHEHUIO
WuauBuayanbHoe 3a/laHue
BBIIIOJIHEHO B MOJHOM 00BEME,
2. Xopoio 52-62 UMEIOTCSl OT/CJIbHBIC HEIOCTAaTKU B
odopmieHun MPECTABICHHOTO
MaTepuaia
3amanre B 1[€JIOM  BBIINOJHEHO,
OJTHAKO WMEIOTCS HEIOCTATKU TIPH
BBITIOJTHEHUH B  XOJIe¢ TMPAKTHKHU
3. Y 10BHIETBOPUTETHHO 42-51 OTIENBbHBIX  pasfenoB  (dacreil)
3aJ]aHns, MMEIOTCS 3aMeuaHHs 10
0hOopMIIEHHUIO coOpaHHOTO
MaTepuaia
3ananue BBITIOJTHEHO JUIIb
YaCTUYHO, UMEIOTCS
4. | HeynoBneTBOPUTEIBHO 0-41 MHOTOYMCJIEHHBIE 3aME€YaHus [0
0(pOPMIICHHIO coOpaHHOTO
MaTepuaia
Hroro 70
Ta6muma 10.2 — OdopmiieHre 0TYeTa IO MPAKTHKE
No KonuuecTBo 6ansos
L [IIkana oneHnBaHUA (MakcumanpHOE — 10 Kpurepun oniennBanus

0aIoB)

— COOTBETCTBUE COJEPKAHUS OTUETA
MporpaMMe MPOXO0XKJIEHUS MPAKTUKH
— OTYEeT cOOpaH B MOJHOM 00bEME;

1. OTnn4HO 9-10 — CTPYKTYPUPOBAHHOCTh (YETKOCTbD,
HyMepalusi CTpaHul, HoApoOHOe
OIJIaBJIEHUE OTYETA);

— WHJIMBUIYAJIbHOE 3a/laHue
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Ne
IL.11.

Ixkama oneHUBaHUA

KonuuecTBo 6anos
(makcumanbsHoe — 10
OaJIJIOB)

Kpurtepuu onennBanus

PacKpBITO MOJTHOCTBIO;
— HE HapyleHbl CpPOKHU
oTyerTa.

crauu

Xoporio

— COOTBETCTBHE COACPKAHUS OTYETA
IporpaMme MPOXOXKICHUS TPAKTUKH
— OTYET cOOpaH B MOJHOM 00bEME;

— He Be3Jie HPOCIICKUBACTCS
CTPYKTYPUPOBAHHOCTh  (YETKOCTb,
HyMepalusi CTpaHul, HoApoOHOe
OTJIABJICHHE OTYETA);

— ohopMIICHHE OTYETA,;

— MHIMBUyAJIbHOE
PaCKpBITO MOJHOCTbIO;

— HE HapylIeHbl CPOKH
OT4eTA.

3aJaHne

crauu

YnoBieTs OpUTCIBbHO

— COOTBETCTBUE COJEPIKAHUS OTUETA
porpaMMe MpoXOXKJIEHHUsI IPAKTUKU
- OT4ET coOpaH B MOJIHOM 00BEME;

— He Be3JIe IIPOCIICKUBAETCS
CTPYKTYpPUPOBAaHHOCTh  (4ETKOCTb,
HyMepalnusi CTpaHHll, IOJIpoOHOE
OIJIaBJIEHHUE OTYETA);

- B oopmieHUN oT4yera
IIPOCIIEKHUBACTCSA HEOPEKHOCTH;

— WHAWBHIYAIBHOE 3a7iaHue
PacKpBITO HE IOITHOCTHIO;

— HapyIIEHBI CPOKH CIaYU OTYETA.

HeynosnersopurensHo

0-5

— COOTBETCTBUE COJEPKAHUS OTUETA
nporpaMMe MpoXOXKJIEHHUs! MPAKTUKU
— OTYET COOpaH HE B TOJHOM
00BeEME;

— HapyleHa CTPYKTYpHpPOBAaHHOCTH
(4eTkoCTh, HyMEpalus CTPaHHIL,
noJpoOHOE OTJIaBJICHUE OTUETA);

- B oopmieHUN oT4yera
HPOCIEXNBACTCS HEOPEIKHOCTD;

— WHAMBHIyaJbHOE  3aJlaHWe  HE
PacKphITO;

— HapyIIeHBl CPOKH CIAAYU OTYETA.

Hroro

10

*#% 3a TBOpYECKWH MOAXOA K BBHIMOJHEHHWIO OTYETa: HAIWYHE WILTIOCTPAINii, WHTEPEeCHOE
pPacKphITHE 3a7]aHUs — OLIEHKA TMOBBIaeTcs Ha 1 Gasr.

Tabmuma 10.3 — 3amuTa oT9eTa 1Mo MPAKTHKE

KonnyectBo OaioB

No

o [lkana orleHUBaHUS (MakcumanbHoe — 20 Kputepuu orieHuBaHus

o 0aJioB)
— CTYJCHT JIEMOHCTPUPYET
CHUCTEMHOCTh ¥ TJYOWHY 3HAHHIA,

1 OTIHHO 18-20 MOJYYCHHBIX TIPU  MPOXOXKJICHUH
MPAKTHUKH;
— CTHJIMCTHYECKU IPaMOTHO,
JOTMYECKH  TPABHJIBHO  W3JIaraer
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Ne

JINIA

Ixkama oneHUBaHUA

KonuuecTBo 6anos
(makcumanbsHoOe — 20
OaJIJIOB)

Kpurtepuu onennBanus

OTBETHI Ha BOIIPOCHI;
— JIaeT MCUYEpIBIBAIOIIUE OTBETHI Ha
JOTIOJTHUTEbHBIE BOIIPOCHI
npenojaBaTesns o TEeMaM,
IPEeyCMOTPEHHBIM IPOrpaMMoit
MPAKTHKHU.

Xopo1io

15-17

— CTYJIEHT JEMOHCTPHUPYET
JIOCTaTOYHYIO TIOJHOTY 3HaHHUH B
o0beMe TporpaMMbl MPAKTHKU, MPU
HAJIMYUKM JIMIIb  HECYLIECTBEHHBIX
HETOYHOCTEU B HU3JI0KCHUU
coaepKaHus OCHOBHBIX Hu
JIOTIOJTHUTEIIFHBIX OTBETOB;

— BJaJie€T HEOOXOIUMOMN JUISI OTBETA
TEPMUHOJIOTUEH;

— HEJOCTATOYHO IIOJHO PaCKpPbIBACT
CYILIHOCTb BOIIPOCA;

— JOMYyCKaeT He3HAYNUTEIbHEIE
OmMOKH, HO HCIPABIAETCA MPH
HABOISIINX BOIIpOCax
MIPENOJaBATENs.

Y,Z[OBJ'ICTBOpI/ITCJ'IBHO

12-16

— CTYJIEHT JEMOHCTPUPYET
HEJIOCTAaTOYHO  IOCINIe[0BaTEIbHbIC
3HaHHUS TI0 BOINPOCAM IPOTPAMMBI
MPAKTHUKY;

— HCIIOJIB3YeT
TEPMHHOJIOTHIO, HO MOTYT OBITh
JOTYILIEHBI 1-2 OLIUOKHU B
OTIpEeICIEHUU OCHOBHBIX TOHSTHIA,
KOTOpbIE  CTYISHT  3aTpPyIHSCTCS
HCIIPABUTh CAMOCTOSTEIIBHO;

— CIoco0eH CaMOCTOSITENILHO, HO HE
IyOOKO, aHaJTU3HpPOBaTh MaTepHual,
pPacKphIBaeT CYIIHOCTh pelIaeMoin
npoOJieMbl TOJNBKO TMPH HABOJSIIMX
BOINPOCAX MPETNOIaBaTElIs.

CHEIHAIbHYIO

HeynosnersopurenbHo

0-11

— CTYJIEHT JEMOHCTPUPYET
(parMeHTapHble 3HAHHMS B paMKax
MIPOTPaMMBbI PAKTHKH;

— He BJIAJIEET MHUHHMAaJIbHO
HEO0OXOMMOM TEPMUHOJIOTHEH;

— JIOMyCKaeT TpyOble JIOTHYECKUe
OIMMOKW, OTBeYas HAa BOMIPOCHI
MpernoaaBaTelis, KOTOPble HE MOXKET
HCIIPABUTh CAMOCTOSTEIHHO.

Hroro:

20

Bcero:

100

Omenka 3a

MMPONU3BOACTBCHHYTO

HPaKTUKY

BBIYHCIIACTCA

IIyTEM CYMMHUPOBAHHUS

3apa0OTaHHBIX CTYJEHTOM OaJlIOB MO KKIOMY M3 KOHTPOJIbHO-U3MEPUTEIHHBIX MAaTEPHAIOB U
BBICTaBJISIETCS COTNIAcHO IKane, npunaroi B JOHHY.
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Ilopsinok oneHuBaHNs y4eOHBIX JOCTHKEHUI 00yda0IIMXCs

OLeHKa 110 Onenka o 100- OneHka 1o rocy1apcTBEHHON HIKaJie
mkane ECTS | OannbHOi mikane | sk3ameH, qudQepeHIupOBaHHEIM 3a4eT 3a4eT
A 90-100 5 (OTIMYHO) 3a4TEHO
B 80-89 4 (xoporo) 3a4TEHO
C 75-79 4 (xopor1io) 3a4TEHO
D 70-74 3 (yIOBJIETBOPUTEIHHO) 3a4TEHO
E 60-69 3 (yOBIETBOPUTEIHHO) 3a4TEHO
FX 35-59 2 (HeyIOBJIETBOPUTEIHHO) C HE 3a4TCHO
BO3MOKHOCTBIO TIOBTOPHOM aTTECTAIINU
F 0-34 2 (HEeyIOBJICTBOPUTEIILHO) C HE 3a4TECHO
BO3MOYKHOCTBIO TIOBTOPHOH cl1auu TIpU
yCJIOBHUHU 00s13aTeNIbHOrO Habopa
JIOTIOJTHUTEIIHHBIX 0AJIIOB

11. MATEPHAJIbHO-TEXHUYECKOE OBECIIEYEHUE YYEBHOM NPAKTUKH

[Tpu npox0kIeHUH MPOU3BOICTBEHHOMN MPAKTUKU CTYJEHTHI UCTIOIB3YIOT:

KOMIIBIOTEPHBIN KJ1acc, y4eOHYIO0 ayIMTOPUIO JJIsl IPOBEICHUS 3aHATHI IPAKTUUECKUX U
71a00paTOPHBIX 3aHSATHI, TPYIIOBBIX U UHIUBUIYaIbHBIX KOHCYJIbTAIMM, TEKYILIErO0 KOHTPOIS U
MIPOMEKYTOYHOM aTTEeCTAIlUH, JJIsi CAMOCTOSTEIIbHON paboThl oOydatomuxcs (aya. Ne 206 a, T.
Honeuk, yn. Yemrockunies, A. 198a), ocHaleHHYIO KOMIUIEKTOM YydeOHON mebenu Ha 20
MOCAJI0YHBIX MECT, KOMIUIEKTOM pabo4ero Mecra TMpernofaBareis, MEJIOBOH  JIOCKOW,
KOMITBIOTEPOM B KOMILTEKTE (6 IIT.);

YUTAIBHBIA 3a]1  CrIpaBOYHO-OMONMMorpaduueckord HMHGOPMAIMOHHONW paboOTH ISt
CaMOCTOSTEeNbHOM paboThl oOyyatomuxcs (aya. Ne 102, r. Jlonenk, np. ['yposa, 6), ocHalieHHBIH
KOMIUIEKTOM yuyeOHOH Mebenu Ha 23 1mocalouHbIX MecTa, KOMIIbIOTEpOM B KoMIuiekTe (1 miT.);

yuTanbHbI 3a1 Ne 3 aBropedepaToB U AuccepTalyil; TOMEIEHHE AJI CAaMOCTOATEIbHON
pabotel obOyuarommxcs (aya. Ne 106: r. lonenk, mp. TeatpanpHbiid, na. 13), ocHaIIeHHBIN
KOMIUIEKTOM yueOHOI Mebenu Ha 50 nmocaiouHbIX MECT, KOMIIbIOTEPOM B KOMILIEKTE (2 IIT.);

yuTanbHbIN 3an Ned mepuoaMuyeckod JUTEpaTyphl; MOMENIEHHE A CaMOCTOSTENbHON
pabotsl oOyuarommxcst (ayxm. Ne 19, r. Jlonenk, yin. YHuBepcuteTckas, 24), OCHaIICHHBIN
KOMILJIEKTOM y4eOHo Mebenu Ha 31 mocajouHoe MecTo, KOMIBIOTEPOM B KomruiekTe (1 mrT.);

3aJ1 AJIEKTPOHHOM WH(GOPMAIUU JIi CaMOCTOATENbHOW paboThl oOywarommuxcs (ayz.
Ne 104-a, r. Jloneuk, np. I'ypoBa, 6), ocHalleHHBIH KOMIUIEKTOM YyueOHOW Mmebenu Ha 40
MOCaJI0YHBIX MECT, KOMITBIOTEPOM B KomruiekTe (14 mit.).

CTyneHTbl pa3BUBAIOT HAaBBIKM MOUCKA WHGOpMALKUU, HEOOXOIUMON Ul MPOXOXKAECHUH
npakTUkd. EcThb J0CTym K OCHOBHBIM HH(GOpPMAIMOHHBIM 00pa3oBaTelbHBIM pecypcam,
UH(POPMALIMOHHOM 0a3e TaHHBIX, BO3MOKHOCTD BbIX0J1a B UHTEPHET.

12. PEKOMEH/IOBAHHAS JINTEPATYPA

HaumenoBanue Koua-Bo Hanunumue
n/n IK3EMILISAAPOB | JIEKTPOHHO
B OM0JHoOTEKE "
JonHY BEpPCHU B
9BC

OcHoBHas iMTEpaTYpa

1. | Mamenko, H. E. Mertonuueckne peKOMEHIAHUH 10 1 +
MPOXOXKACHUIO MPAKTUK JJIsi CTYJEHTOB HANPABIICHUS
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HOJTOTOBKU 46.03.02 JloxymMeHTOBeICHHE u
apxuBoBezienne OV "bakanmaBp" Bcex Gopm oOydeHus
[DnexTponnsiit pecypce] / [H. E. Mamenko u np.] ; TOY
BIIO "[loneuxkwii nat. yu-t". - Honeuk : JlouHY, 2018.
- DnekTpoHHbIe AaHHbIC (1 daiin).

2. | Kymmnapenko, H. H. [lokymenToBenenue : [Yueb. mis 42 -
cTyneHToB By30B KynbTypsl| / H. H. KymnHapenko. - 6-¢
n31. - K. : 3uanns, 2005. - 459 c.

JlonoJIHUTeIbHAS JTUTEpaTypa

3. | KpacaBun, A. C. JlokyMeHTallMoOHHOE oOOecTeueHue 15 -
yopaBieHus: kaapamu : Ilpakt. mocoome / A. C.
Kpacasusn. - M. : UTHOPA-M, 2003. - 191 c.

4. | Ky3nenona, T. B. Y4eOHUKHU 1O AEIONPOU3BOACTBY Ha 1 -
0a3e 0Opa3oBaTeNbHBIX CTAHIAPTOB 3-TO MOKOJIEHUs //
Jlenonpon3BoacTso. - M. - 2012, Ne 1. - C. 4-6.

5. | benbsim, FO. JI.  OcBoeHue  NEPCOHAIBHOIO 1 -
KoMmIbloTepa M pabora ¢ pokymeHtamu / FO. JL
benpsimn. - 2-e m3n. - M. : T'opsiuas Jlunus-Tenekowm,
2001. - 577 c.

6. | HemonpousoactBo : (OpraHuzanus W TEXHOJOTHUHU 1 -
nokyMeHT. oOecneuenust ymp.) / Ilom pea. T. B.
Kysnenosoii ; E. H. bacosckas, T. A. beikosa, JI. M.
Bsiosa u ap. - M. : FOHUTH, 2001. - 359 c.

7. | Acees, I'. I'. DnekTpoHHBII JOKYMEHTOOOOPOT : yueO. 29 +
st By3oB / I'. T'. Acees. - K. : Kongop, 2007. - 500 c.

13. ”TH®OOPMALUOHHBIE PECYPCBbI

Nudopmannonno-npasosoil nopran TAPAHT. http://www.garant.ru
Komnanus «Koncynerantllmoc». http://www.consultant.ru
HenonpousBoacTBO Ha KoMIibloTepe. http://www.delcomp.ru
HenonpousBoacteo+. http://www.delpro.narod.ru

DneKTpOHHBIH JOKyMeHTooOopoT. http://www.directum.ru

OnexkTpoHHBINH yHUBepcuTeT. OOpa3zoBarenbHblil moptan TI'Y. http://www.edu.tsu.ru
['moccapuii. http://www.glossary.ru

KynbpTypa nuceMenHoit peun. http://www.gramma.ru
CrnpaBouHo-uHpopmaimonnsiii mopran [PAMOTA.PY. http://www.gramota.ru
10.  Crynenueckuii mopran. http://www.nuru.ru

11. DJIEKTPOHHBIM Mara3uH crangaprtosB. http://www.standards.ru

12.  Koncantunrosas rpynmna «Tepmuxay. http://www.termika.ru

CoNor~ONE

14. MIPOT'PAMMHOE OBECIIEYEHHE

1. Windows 7 PRO (kxopriopatusnas smiiensus JOHHY Ne 46484614)

2. Microsoft Office (kopnoparusnas nmunensus JOHHY Ne 46472919)

3. Microsoft Visual Studio (munensuss mporpammsl DreamSpark s Beicmimx
y4eOHBIX 3aBEICHMI)

4. Antuupyc Kacmepckoro, Adobe Acrobat Reader, XPDF (mmmensuun  GPL,
Apache, BSD st cB000THOTO TPOrPaMMHOTO 0OECIICUCHHUS).
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IIpuioxenune A
ITpumep opopmiteHHsI TUTYJIBHOIO JIMCTA
0T4YeTa O MPAKTHKE

MWHUCTEPCTBO OBPA3BOBAHUS I HAYKU
JIOHELIKOM HAPO/IHOM PECITYBJIMKU
I'OCYJJAPCTBEHHOE OBPABOBATEJILHOE YUPEXX/IEHUE
BBICIIET'O [TPO®ECCUOHAJIBHOI'O OBPAZOBAHNS
«IOHELIKMI HALIMOHAJIbHBI YHUBEPCUTET»

®AKVYJIIBTET MATEMATHUKU U MTHOOPMAITMOHHBIX TEXHOJIOT M
KA®E/IPA THOOPMALMOHHBIX CUCTEM YIIPABJIEHUA

OTYET
1o y4eOHOM MpaKTHKE: HAyYHO-UCCIeI0BaTeNIbCcKasi paboTa (1oy4eHue
MEPBUYHBIX HABBIKOB HAYYHO-UCCIIEI0BATEIBCKON PAOOTHI)

B

(HanMeHOBaHNE OPTaHU3AINH )

C I10

Crynenta (kM) Kypca
HarpaBJieHUs] TOATOTOBKH 46.03.02
JIOKyMEHTOBEICHHE U apXUBOBEICHHE
OYHOM (3a04HOI) POPMBI O0yUEHUS
D.U.0.

PykoBoaurenu npakTuku:

OT OpraHu3aIu

(HaMMEeHOBaHUE JTOJDKHOCTH)

( moamnmch) (PHO)
MLII.

oT Kadeapbl

(HanMeHOBaHME JOJDKHOCTH)

( moamnmch) (PHO)

Honenk 2021
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COJIEP)KAHUE

BBEJIEHUE

1. AHAJIN3 JEATEJIBHOCTU INPEAIIPUATH A, YUPEXAEHW S, OPTAHU3ALIA
2. AHAJIN3 OPT AHM3AITMOHHOM CTPYKTVYPBI YIIPABJIEHUA
OPI"AHU3ALINMN. N3YYEHUE CTPYKTVYPDBI " OYHKIUHI
JIEJIOITPOU3BOJCTBEHHOM CJIYKBBI

3. JOKYMEHTHUPOBAHMUE JEATEJIBHOCTHU OPT"AHU3ALINN

4. OPI'AHM3ALINA JOKYMEHTOOBOPOTA OPTTAHU3ALIMN

S. CUCTEMATHU3ALA, XPAHEHMUE, OKCIIEPTU3A [NEHHOCTH
JOKYMEHTOB U IIOAI'OTOBKA AEJI K CIAYE B APXUB

6. NHOOPMAIIMOHHLBIE TEXHOJIOTMXM B JAOKYMEHTAIIMOHHOM
OBECIIEYEHUMU YIIPABJIEHUA

3AKJIIOYEHHUE

CIIMCOK UCIIOJIbB30OBAHHbBIX NCTOYHMKOB

I[MTPUJIOXEHUE A IIPUMEP O®OPMJIEHUA IIPUKA3A 110 JIMUYHOMY
COCTABY
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