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Pa6ouas nporpamma 11O ITI1.02 OPTAHU3AIIMS APXUBHOM PABOTHI 11O
JOKYMEHTAM OPTAHU3AIINU PA3ZJIMYHBIX ®OPM COBCTBEHHOCTHU
pa3paboTaHa B COOTBETCTBUH ¢ TpeboBaHUsAMH DeepanbHOr0 TOCYJapCTBEHHOTO
obpazoBartenbHOTO cTanaapTa (nanee- ®I'OC) cpeanero mpodeccuoHaIBHOTO 00pa3oBaHUs
[Tpuka3 Muno6puayku Poccuu ot 17.05.2012 N 413 ¢ usmenenusimu, @enepaibHOTo
roCcyapCTBEHHOTO CTaHAAapTa CpeHero npodeccruonanbHoro oopazonanus (naitee — CI10) no
cnenuanbHocTh 46.02.01 «/lokyMeHTamoHHOE 00eCTIeYeHHE YIIPABICHHS U apXUBOBEACHUEY,
PEKOMEHIallMsIMU IO OpraHU3alluy MOJYUYEHHs CpeqHero odiero o0pa3oBaHus B Mpeesiax
ocBoeHus oOpa3oBaTenbHbIX TporpamMMm CITO Ha 6a3e 0OcCHOBHOTO 001IeT0 00pa30BaHMSI C
ydyetoM TpedoBanuii ®I'OC u nomydaemoit mpodeccuu wim crnenranibHoctd CIIO (muchmo
JlemaprameHTa rocy1apCTBEHHOM MOJUTHKY B chepe moarotoBku padounx kaapos u AI10
Muno6puayku Poccun ot 17.03.2015 Ne 06-259 ¢ yrounenusmu (mpotokoi Ne 3 ot 25 mas
2017 roga), ¢ y4eToM npuMepHOi porpaMmel, pekoMeH10BaHHOH DI'AY «DUPO».

Opranuzanus - pa3paboTUuK:

DenepanbHOE KazeHHOE NPpodeccuoHaIbHOEe 00pa3oBaTelibHOE yupexaeHue «CuBepckuit
TEXHUKYM — MHTEpHAT OyXraiarepoB» MuUHHCTEpCTBA TPYyJla U COLUAIBHON 3aIUTHI
Poccuiickoit denepanuu

PazpaboTumk:

[TaBrosa JI.C., Apemesa A.l.— npenogaBatenu ¢eaepabHOr0 Ka3eHHOTO MPO(EeCCHOHATBHOTO
00pazoBaTebHOTO YUPEKICHUS «CuBepckuit TEXHUKYM-UHTEpPHAT OyXTaJITepOB»
MunucTepcTBa TpyJia U COLMANIbHOM 3anuThl Poccuiickon denepanuu

Paccmorpena Ha 3acenannu [THK

[Tporoxomn Nel ot «27» aBrycra 2024 .

ITpencenarens [THK ol A.W. Apemesa



MNOACHUTEJIBHAS 3AIIMCKA

AnanTtupoBaHHas 0Opa3oBaresbHas mporpamma npousBoacTBeHHoi npaktuku II1.02
Opranusanus apxXuBHOI padoThI 0 JOKYMEHTAM OPraHU3alHMU Pa3JIHuYHbIX (popm
cOOCTBEHHOCTH IIpeJHa3HAuY€Ha JJIs U3yUYE€HUS OpraHu3aluy JOKyMEHTALHOHHOIO
oOecrnieueHus ynpapieHUs U QYHKIIMOHUPOBAHUS OPraHU3AINH B YUPEKICHUAX CPEIHETO
npodeccuoHanbLHOr0 00pa3oBaHus 1o crieuanbHOCTH 46.02.01 lokyMeHTallMOHHOE
o0ecrieyeHue ynpaBjieHHs U apXUBOBeleHUe, PeaTn3yoIINX 00pa3oBaTeIbHY 0 IPOrpaMmy
cpenHero (MOoTHOT0) 00IIero 00pa3oBaHus, MPU MOATOTOBKE KBATU(HUIIUPOBAHHBIX PA00OUNX U
CIIELMAJIMCTOB CPEJIHETO 3BEHA.

AnanTtupoBaHHas 00pa3oBaresbHas porpaMmma pazpadboTaHa B COOTBETCTBUH C:

-OenepanbHbiM 3aKkoHOM OT 29 nexabpst 2012 1. Ne 273-03 «O6 obpazoanuu B Poccuiickoit
Denepaunny;

-T'ocynapcTBennoii mporpammoii Poccuiickoit @eneparuu «Jloctynnas cpena Ha 2011-2015
roJipl, YTBEpKJIeHHOW nocraHoBieHueM lIpaBurenscrBa Poccuiickoir denepaunun ot 17 mapra
2011 r.Nel75;

-T'ocynapcTBennoii mporpammoii Poccuiickoit @enepanuu «Pa3Butne obpazoBanus» Ha 2013-
2020 roxgsl, yTBepkaeHHOU pacniopsbkenueM [IpasutensctBa Poccuiickoit @eneparuu ot 15 mas
2013 r. Ne 792-p;

-[lonoxeHneM o0 TpPaKTHKE OOYYAIOMIUXCS, OCBAMBAIOIINX OCHOBHBIE MPOQPECCHOHATBHBIE
o0pa3oBaTellbHBIC TPOTPAMMBI CPEAHET0 MPOPECCHOHATHLHOTO O00pa30BaHUS, YTBEPKICHHBIM

nprka3zoM MuHucCTepcTBa 00pa3oBanus Hayku Poccuiickoii @enepannu ot 18 ampenst 2013 r. Ne
291;

-Ilopsiakom  opraHu3anii W OCYIIECTBICHHS  OOpa30BaTENbHOW  JIEATENBHOCTH IO
00pa3oBaTeNbHBIM MPOTPaMMaM CPEIHEro Mpo(ecCHOHATBHOTO 00pa30BaHMUs, YTBEPKIACHHBIM
npukazoM MunuctepcTBa oOpa3oBanus U Hayku Poccuiickoit @enepanuu ot 14 Hrons 2013 r.
Ne 464;

-IlopsiakoM TpoBeZeHHs] TOCYAApCTBEHHOW MTOTOBOM aTTecTaly IO 00pa30BaTEIbHBIM
nporpaMMaM  CpefHero mnpo(ecCHOHaTbHOTO 00pa30BaHUs, YTBEPKIACHHBIM IPUKA30M
MunucrepctBa oopasoBanust u Hayku Poccuiickoit denepanuu ot 16 aBrycra 2013 1. Ne 968;

-IllopsimikoM ~ TpUMEHEHWsT ~ OpraHU3alMsIMH,  OCYIICCTBISIONIMMH  00pa3oBaTEIbHYIO
JESATeTLHOCTh, YJIEKTPOHHOTO OOYyYEeHUS, JUCTAHIIMOHHBIX O0pa30BaTEIbHBIX TEXHOJIOTHH TpH
peaiMzaniui  00pa3OBaTENbHBIX MPOTpamMM, YTBEPXKIEHHBIM TMpUKa3oM MUHHUCTEpCTBa
obOpazoBanus u Hayku Poccuiickoit Deaepanuu ot 9 saBaps 2014 . Ne 2;

-[lopsaxom mnpuema rpaxnaadH Ha oOydyeHHMEe HO OOpa30BaTENIbHBIM IPOrpaMMaM CpEIHEro
npo¢eCCHOHATIBHOI0 00pa30BaHMs, YTBEP)KICHHBIM NpHKa3oM MuHHcTEpcTBa 00pa3oBaHMs U
Hayku Poccniickoit ®@enepaunn ot 23 suBaps 2014 r. Ne 36;

-DenepanbHbIM roCyJapCTBEHHBIM 00pa30BaTEeIbHBIM CTaHJapTOM CpeAHEro
npodeccuoHansHoro  obpa3zoBaHus Mo crnenuaibHocTH  46.02.01  JloKkymMeHTannoHHOE



oOecrieyeHHe YNpaBICHUS U apXHMBOBEACHUE, YTBEPXKACHHOTO TMpHKa3oM MuUHHCTEpCTBA
oOpaszoBanus u Hayku PO ot 11 aBrycra 2014 r. Ne 975;

-MeToauuecKuMH  pPeKOMEHJALMSAMH M0 pa3paboTKe M pealu3aluyd  aJalTHPOBAHHBIX
00pa30BaTEeNbHBIX IMPOrPaMM  CpeIHEro Mpo(ecCHOHATLHOTO 00pa30BaHUs, YTBEP)KICHHBIX
TpexkTopoM JlenmaprameHnTa rocy1apCTBEHHOHN MOJUTHKH B c(hepe TMOATOTOBKM pabounX KaapoB
u JIITO Hayku Poccunm ot 20 ampenst 2015 1. Ne 06-830;

-Ilucemom MmunoOpa3oBanuss U Hayku PD ot 03.18.2014 r. Ne 06-281«TpebGoBanust x
opranuzanui 00pa3oBaTEILHOTO Tporiecca Uist 00ydeHHsT MHBAIUAOB | JIUIl C OTPAHUYCHHBIMA
BO3MOXKHOCTSIMH 3JIOpPOBbsI B TNPO(ECCHOHAIBHBIX 00pa30BaTEIbHBIX OPTaHU3ALMUAX, B TOM
YHCIIe OCHALICHHOCTH 00Pa30BaTEILHOTO MIPOIECcCa;

-TpeboBaHusIMHU K OpraHu3anuy 00pa3oBaTEIbHOIO Ipolecca s 00y4eHUs UHBATUAOB U JIUI] C
OTpaHUYEHHBIMU  BO3MOXXHOCTSIMH  37I0pOBbsl B IpO(eccHOHAIbHBIX  00pa30BaTEIbHBIX
OpraHu3alusXx, B TOM UYHCJIE€ OCHAIEHHOCTH 00pa3oBaTeiabHOro mporecca, (MHUCbMO
Henapramenta noarotoBku pabdoumx kaapoB u JIIO MwunuctepctBa oOpa3oBaHHUs W HAyKH
Poccuiickoit @enepaunu 18 mapra 2014 r. Ne 06-281.

IIpousBoacteenHas npaktuka II1.020pranusanus apxuBHO# padoThI 0 JOKYMEHTAM
OPraHM3alMu Pa3IuYHbIX GOpPM COOCTBEHHOCTH U3yYaACTCS B YUPEIKICHUAX CPEIHETO
npodeccuonansHoro oopazosanus (aanee — CIIO) ¢ yuetoM pekoMeHJaIuil BblllleyKa3aHHbIX
JIOKYMEHTOB.

Jannast mporpamma siBJsieTCsl aJaiTUPOBAHHOM 0OpazoBaTelbHAsl MPOTPaMMON Uil UHBAIUIOB

1 00y4arolmxcs ¢ OrpaHMYEeHHBIMUA BO3MOXKHOCTSIMU 370p0oBbs (OB3).
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ITACIIOPT ITPOI'PAMMBbI l:[POI/BBOI[CTBEHHOﬁ IMPAKTHUKMH 11O 11M.02
OPTAHU3SAININA APXUBHOU PABOTHI 11O TOKYMEHTAM OPTTAHU3S AU
PA3/INYHBIX ®OPM COBCTBEHHOCTH

1.06/1acTh NPUMEHEHUs IPOrPAMMBI

[Iporpamma nmpou3BOACTBEHHOMN MPAKTUKU SBJISICTCS YaCThIO TPOrPAMMBI ITOATOTOBKH
criennanucToB cpennero 38eHa (nanee - [IIICC3) B coorBercTBrmM ¢ @I'OC mo crienuaabHOCTH
CIIO 46.02.01 lokyMeHTALMOHHOE o0ecleyeHHe YIIPABJICHUS U apXUBOBe/JeHUEe B YaCTH
OCBOCHHSI OCHOBHOT'O BHAa npodeccuoHanbHou nesrenbHoctd (BIT1) mo T1TM.02

¥ COOTBETCTBYIOMUX npodeccruonanbHbix kommereHui (I1K) u TpyaoBeix dhyHKINII:

2.00beKThI NPodecCHOHATBHOM 1eITeIbHOCTH BBIIIYCKHUKOB IPH NMPOX0KACHUH
NPAKTHKHU:

OObekTaMu HpO(I)GCCI/IOHaJIBHOﬁ ACATCIIBHOCTHU ITPU MMPOXOKIACHUN HpOHSBOI[CTBCHHOﬁ
IMMPAKTHUKU SABJIAIOTCA:

-JIOKyMEHTBHI, CO3JITaHHbIE JTFOOBIM CIIOCOOOM JTOKYMEHTHPOBAHUS;
-CUCTEMbI JOKYMCHTAlITMUOHHOI'O oOecrieyeHus YHOpaBJICHUA,

-CUCTEMbI 3JIEKTPOHHOTO JOKYMEHTOO0O0pOTa;

-apXHUBHBIC JOKYMCHTBI;

-[IEpPBUYHbBIE TPYOBbIE KOJIJIEKTUBBI.

3.llean 1 321241 NPAKTUKU, TPEOOBAHUSA K Pe3yJbTATAM 00y4eHUsA

[IpousBoacTBEHHass MpakTUKa IO cHenuadbHOCTH  «/loKkymMeHTannoHHOe oOecnedeHue
yOpaBJIEHUS M apXUBOBEICHUE)» NpPEIyCMaTpUBACT 3aKpeIUleHHhe U yriayOsieHue 3HaHuil,
HOJYYEHHBIX OOYYaroIlMMHUCS B IPOLECCe TEOPETHYECKOro oOyuyeHMs, NpUoOpeTeHHe HMHU
HEOOXO/IMMBIX YMEHHUH NpaKTU4eCKOH paboThl MO M30paHHOW CHEIHMAIBLHOCTH C TOMOIIbIO
UH(POPMALIMOHHBIX TEXHOJOIMH, OBJaJIEHUE HaBbIKAaMH MPO(ECCHOHAIBHONW JesTeIbHOCTH,
(dopMHpOBaHHE KOMITETEHIIUH.

Lesn npakTHMKU: OCBOCHHME BHJa HpodeccuoHanbHoil aedrensHoctd (BIIJA) mo ITIM.02
Opranu3anusi apxXuBHOH padoThl MO [JOKYMEHTAM OPraHu3allid Pa3jIM4YHbIX (opM
co0CTBEHHOCTH, pOpMHpOBaHHE y  OOy4alOMMXCsl  NEPBOHAYAIBHBIX  MPAKTHYECKUX
npodeccuoHabHbpIXx yMeHH B pamkax woxayneid [IIICC3 CIIO mo OCHOBHBIM BUIaM
npoeCCUOHATBHON JESATENbHOCTH JUISI OCBOCHHS CIEIHATBHOCTH, OOy4YeHHE TpPYyA0BBIM
npueMaM, OmepanusM U crnocodaMm BBIIOJIHEHUS TPYJOBBIX IMPOIECCOB, XapaKTEPHBIX IS
COOTBETCTBYIOIIEH CHEIMATbHOCTH M HEOOXOAUMBIX ISl MOCJIEAYIOIIET0 OCBOCHUS MU OOIIUX
u podhecCuOHATBHBIX KOMIIETECHIINH, TPYAOBBIX GbyHKIHN o n30paHHON
cnenuanbHocTU. OOyyaromuicss JOJDKEH IMoKa3aThb YMEHHUS CaMOCTOSTENIbHO MPUMEHSTh
IIOJIyYEHHBIEC 3HAHUS Ha IIPAKTHUKE, CHCTEMAaTU3NPOBATh U aHAIIM3UPOBATh JAHHBIC TPAKTUYECKUX
MaTEpHaJIOB.

3agaun NPaAKTHKM: COYETAHUE NPAKTHUUYECKOIO OOY4YEHHS] C TEOPETHYECKOW IOATOTOBKOMN

00y4aromuxcs, HCIOJIb30BaHUE B OOYYEHHMH JOCTHKEHMM HayKd M TEXHUKH, MepeoBOI



OpraHu3ali TpyJa, METOJOB pPadOTBI C COBPEMEHHBIMHU CpeacTBaMu. lIpow3BoacTBeHHas
NpaKTUKa 00YyYaroNMXCsl IPOBOAUTCS B paMKax 0cBoeHMs mpodeccuonanbHoro moayis IIM.02
Opranu3zanusi apxXuBHOWH padoThbl MO JAOKYMEHTAM OpPraHu3aliM pa3juYHbIX ¢opm
co0cTBeHHOCTH.C LIEIbI0 OBNAJACHUS YKA3aHHBIM BHUJIOM MPO(ECCHOHAIBHON NEATEIbHOCTH U
COOTBETCTBYIOIIMMHU TPO(ECCHOHATBHBIMI KOMIIETCHIUSAMH OOyJaromuiicsi B pe3yJIbTaTe
NPOXOXKJICHUS NPAaKTHKKM B  paMKax ocBoeHHs  npodeccronamproro moayns [IM.02
Opranuszanusi apxXuBHOH pa0doThl MO JAOKYMEHTAM OpPraHM3alluM pPa3juYHbIX ¢opm
COOCTBEHHOCTH JIOJKCH:

[Ipuobpectn NMpakTHYECKHI ONBIT:
OpraHu3aly apXUBHOM M CTIPaBOYHO-MH()OPMAITMOHHON pabOThI O JOKyMEHTaM

OpraHu3anuu

yMeTh:

- OpraHM30BbIBaTh [JESATEIBHOCTb apXMBa C YUYETOM cTaryca M Npoduis
OpraHu3aluy;

- paboTaTh B CUCTEMAX 3JIEKTPOHHOIO JOKYMEHTOO00POTa;

- HUCIOJIB30BaTb B JEATEIBHOCTH apXMBAa COBPEMEHHBIE KOMIIBIOTEPHBIC
TEXHOJIOTUH;

- NPUMEHATb COBPEMEHHBIE METOJIMKHM KOHCEPBALMU U PECTaBpalUU apXHUBHBIX
JIOKyMEHTOB;

3HATh:
- CHUCTEMYy apXWBHOTrO ympabiieHus B Poccuiickoii denepanuvi U OpraHU3AIUIO
Apxusroro ¢onaa Poccuiickoit @eneparumy;
- CHCTEMY XpaHECHHS U 00pabOTKH IOKYMEHTOB.
4.MecTo NPAaKTHKHU B CTPYKTYype aJaNTUPOBAHHON 00pa30BaTe/IbHOI NPOrpaMMbl

[Tpon3BoICTBEHHAsI MPAKTUKA MPOBOJHUTCS, B COOTBETCTBUHU C YTBEPXKIECHHBIM Y4EOHBIM
IUTAHOM, 11OCJIE MTPOXOKACHUS MeKucIMITMHApHbIX KypcoB (MJIK) B pamkax
npodeccroransaoro Moy IIM.02 opraHu3aiusi AapXuBHO# U CIPABOYHO-
HHPOPMALMOHHOM PAadOTHI 10 JOKYMEHTAM OPraHU3alMM:

MJK.02.01 Opranuzanus 1 HOpMaTUBHO-TIPABOBbIE OCHOBBI apXUBHOTO JIEJIa;
M/IK.02.02 I"'ocynapcTBEHHbIE U MyHHMIIMIIAJIbHBIE aPXUBbI OPraHU3alllu;
M/K.02.03 Metoauka u mpakTHUKa apXHUBOBECHUS;

M/IK.02.04 O6ecnieueHre COXpaHHOCTU JOKYMEHTOB.

5. TpyaoeMKOCTb U CPOKH NPOBeeHUS NPAKTUKH

TpyaoeMKOCTh NPOU3BOACTBEHHOMN MPAKTHUKH B

pamkax ocBoeHHs npodeccrnoranbHoro Moyt [IM.Opranuzanusi apXuBHO# padoThl MO
AOKYMEHTAM OPraHU3alMu Pa3IuvYHbIX (POPM cOOCTBEHHOCTH cocTaBsieT 36 gacos (1
HEJIeIsT).

Cpoku npoBeieHNs TPOU3BOJICTBEHHON MPAKTUKHU ONPEAEIAoTCA pabouuM yueOHbIM IIaHOM
0 CTICIMATBHOCTH cpeaHero mpodeccruonanbaoro oopazopanus 46.02.01 [lokyMeHTallHOHHOE
olecrieyeHue ynpaBjieHHUs M apXUBOBeleHUe U rpadukoM ydeOHOro mpoliecca.

[TpakTrKa IpOBOANUTCS KOHIIEHTPUPOBAHO HA 3-€M Kypce, B 6-OM cemecTpe.



6.MecTO NpOX0KAeHNUS MPAKTUKH

Peanuzanus nmporpaMMbl IPOM3BOJACTBEHHOM MPakTUKH MO MNpoQUII0  CHEeUHUaTbHOCTH
IIPEANOJIaracT IpoBEACHUE TPOU3BOACTBEHHON NPAKTUKU B OPraHMU3alUsAX HAa OCHOBE IPSIMBIX
JIOTOBOPOB, 3aKJII0YAaEMBIX MEXAy 00pa30BaTeNIbHOW opraHM3anuedl U 0a30i NpaKkTUKH, Kyjaa
HanpasJsioTcs oOydaromuecsi. B kauecTBe 0a3 MpakTUKU MOTYT BBICTYNAaTh MPEANPHUATHS U
opranusanuu Bcex (opM cOOCTBEHHOCTH, OCYIIECTBISIONINE Pa3INYHbIE BUABI AESITEIbHOCTH.

JUIs MHBaJIMIOB W JIUI] C OTPAaHUYCHHBIMH BO3MOXXHOCTSMH 3I0pOBBS (popMa NpOBEACHHS
NPAKTUKK YCTaHABIMBAE€TCA C Y4YETOM OCOOEHHOCTEH TMCHUXO(PU3UYECKOrO0 pa3BUTHS,
WH/JVBHTyaJIbHBIX BO3MOXXHOCTEN U COCTOSIHUSA 310POBBSI.

[Ipu ompeneneHUM MECT NPOXOXKACHUS OO0y4arOIIMMCS HWHBAIMJIOM IPOU3BOJCTBEHHOU
IIPAaKTUKU YYWTBHIBAIOTCS PEKOMEHJIALMM, [JaHHbIE 10 pe3yibTaTaM MEIUKO-COLMAIBHON
OKCIEPTU3Bl, COJAEpKaIMecss B WHIMBUIYaJbHOW MporpaMMe peaOWIUTallud WHBAJIWAA,
OTHOCHUTEJILHO PEKOMEH/I0BAHHBIX YCIOBUM U BUJOB TPY/a.

[Ipu HEeoOXOAMMOCTH I MPOXOXKIACHUS WHBAIMIAMH TIPAKTUKH CO3MAIOTCS CIICIHAIBHBIC
paboune mecTa ¢ y4eTOM HapyUICHHBIX (YHKIWWA W OTPAaHUYCHUH WX KU3HEIEATCIHHOCTH B
COOTBETCTBUHU C TpeboBaHMsAMHU mpukaza Muntpyna Poccum ot 19.11.2013 1. Ne 6851 «O0
YTBEP>KICHUH OCHOBHBIX TPeOOBaHMN K OCHaIIeHHIO (000pYAOBaHHIO) CHENMATIBHBIX paboyux
MECT JUIsl TPYJIOYCTPONCTBA MHBAIUIOB C YYETOM HApPYIICHHBIX (QYHKIUN U OTpaHHYEHUN HX
JKU3ZHEIESITEIIbBHOCTI.

2. PE3YJIBTATBI OCBOEHUA ITIPOI'PAMMBI ITPAKTUKH

Pe3ynbTaToM npoxoxaeHus IPOU3BOACTBEHHON MPAKTUKU B paMKaX OCBOEHHUS
npo¢eCCHOHATBHOIO MOAYJISI SIBJSIETCS OBJIa/leHUE 00yYaroIIMMHUCS BUIOM NTPO(eCCHOHATBHON
nesrenbHocTH 46.02.01 JlokyMeHTallMOHHOE 00ecTiedeHre YIpaBIeHUs U apXUBOBEICHUE, B TOM
yucie npopeccuoHanbHbIMU (1K) komMneTenuusamu, TpyaoBeiMu pyHKusaMu 1 ooumu (OK)
KOMITETEHIIMSAMHU:

Oprann3anus 10KyMEHTAIIHOHHOT0 o0ecneyeHsl yNpaBJaeHusi H QyHKIMOHUPOBAHUSA

OpraHu3anuu
Kon HaunmeHoBaHMe pe3yJibTaTa 00yUYeHUsI
IK 2.1 Ocy1ecTBISITh KOMIUIEKTOBAHUE apXUBHBIMH JieJaMH (JJOKYMEHTaMH )
apXuBa OPraHU3ALMH.
K 2.2 Bectn yuer apXuBHbIX Jen  (IOKyMEHTOB), B TOM 4HCIE C
MCII0JIb30BAHUEM aBTOMATU3HPOBAHHBIX CUCTEM.
IIK 2.3 Ocy1ecTBISITh XpaHEHHE ApXUBHBIX /€7 (JOKYMEHTOB) C IMOCTOSHHBIM
CPOKOM XpaHEHHMsI U 110 JUYHOMY COCTaBY B apXUBE OpraHMU3aLNHU.
[IK 2.4 Ocy1iecTBIATh XpaHEHHE, KOMIUIEKTOBAHHUE, YUET U MCIOJb30BaHUE €
(IOKYMEHTOB) BpEMEHHOI'0 XpaHECHHSI.
I1IK 2.5 Ocy1iecTBIATh HCHOJIB30BAHUE APXUBHBIX J€1 (JIOKYMEHTOB), B TOM
YlCJIe C UCTIOJIb30BAHHEM aBTOMATU3UPOBAHHBIX CUCTEM.
OK 1 BeiOupate crocoObl pemieHus 3aj1ad npodeccHoHaNbHOM eATebHOCTH
IPUMEHUTEIBHO K Pa3IMYHBIM KOHTEKCTaM;
OK 2 Hcnons3oBaTb  COBPEMEHHBIE  CpPEeACTBAa  IIOMCKAa,  aHauu3a U
UHTEpHpeTanuu MHPOPMAlMU U MH(POPMALMOHHBIE TEXHOJIOTUH s




BBITIOJIHCHHMS 337124 MPO(ECCHOHATBLHOM JIeITeIbHOCTH;

OK3

[InanupoBaTh W peaIM30BbIBATH COOCTBEHHOE NPO(ECCHOHATBHOE U
JUYHOCTHOE  pa3BUTHE, MPEANPUHUMATENIBCKYIO  JACSITEIbHOCTh B
npodeccuoHaIbHOM cdepe, HUCMONb30BaTh 3HAHUA 1O (PUHAHCOBOM
I'PaMOTHOCTH B Pa3JIMYHbIX )KU3HEHHBIX CUTYalLlUsX;

OK 4

9(1)(1)CKTI/IBHO B3aUMOJECHCTBOBATh U pa6OTaTL B KOJUJICKTHBC 1 KOMAaH/JIEC,

OK 5

OcymecTBisITh ~ yCTHYFO M NUCBMEHHYIO  KOMMYHHUKAIIMIO  Ha
rocynapctBeHHoM  s3blke  Poccuiickoii  @Pepepauuu € y4eTOM
0COOCHHOCTEHN COIMAIIBHOTO U KYJBTYPHOTO KOHTEKCTA;

OK 6

HpOﬂBH}ITL rpa’kIaHCKO-IIATPUOTHYCCKYIO IMO3HUIUI0, ACMOHCTPUPOBATH
OCO3HAHHOC IIOBCACHUC Ha OCHOBC TpadHIMOHHBIX O6HIC‘~I€J'IOBC‘~I€CKI/IX
HCHHOCTCﬁ, B TOM YHUCJIC C YYCTOM IapMOHH3alIUN MCKHAIIMOHAJIBHBIX U
MCKPCIIMTUO3HBIX 0THOHI€HPII>1, IMPUMCHATH CTaHAAapThI
AHTUKOPPYIIMOHHOI'O IIOBCACHMU A,

OK7

CopneilicTBOBaTh COXPAaHEHHUIO OKPYXKAIOIIECH Cpelibl, PecypcocOepeKeHHIO,
MPUMEHSTh 3HaHUS 00 WM3MEHEHHWU KIIMMaTa, MPUHIUIBI OEpesKIMBOTO
IIPOU3BOJICTBA, Y)PEKTUBHO NEHCTBOBATH B UPE3BhIUAHHBIX CUTYAIUSX;

OK 8

Hcnonb3oBaTh cpeAcTBa (PU3MYECKOW KyJNbTYphl [UIS COXPAHEHUS W
YKpEIUIEHUsI 3[I0POBbsl B Mpolecce NpodecCHOHATbHON AESITeNbHOCTH U
oJIep KaHusl HEOOXOMMOT0 YPOBHS (PH3UUECKOM MMOITOTOBJICHHOCTH;

OK9

[Tonb3oBaTbes MpoecCuOoHaIbHOM JOKYMEHTAIe Ha rocyJapCTBEHHOM
Y UHOCTPAHHOM $I3bIKaX.

JIP.14. PaGoTaTh B KOJUIEKTUBE U KOMaH1e, 3((HEeKTUBHO B3aUMOJIEHCTBOBATH C
KOJUIETaMH, PYKOBOJICTBOM, KIINEHTAMH;
JIP 16. Hcnonbs3oBaTh HHPOPMALMOHHBIE TEXHOJIOTHH B IPOPECCUOHATIBHON

JIeSITCIIbHOCTH;

JIP 20. YMmeromuii ObICTPO IPUHUMATh PEIISHUS, PacIpeIeaiTh COOCTBEHHBIE peCypChl U
YIPaBIsTH CBOUM BPEMEHEM;
JIP.22. CiocoOHBINM aHATU3UPOBAThH MMPOU3BOCTBEHHYIO CUTYAIHIO, OBICTPO MPUHUMATh

pelieHus;

JIP 23. TIposiBIATE T0OPOKETATEIBHOCTD K OKPYKAIOIIUM, ACIIMKATHOCTh, YyBCTBO TaKTa
Y TOTOBHOCTH OKa3aTh YCIYTy KaXXIOMY KTO B HEW HYKIaeTCs;
JIP 24. AXTUBHO IPUMEHSIONINI TTOJIyYE€HHbIC 3HAHUS HA TTPAKTHUKE;

3. CTpyKTypa M coaep:KaHHue NPAKTHKH

[Tpaktuka mo npodmmo mo IM.02 OpraHu3anusi apXuBHOI PadoThI MO JOKyMEHTaM
OPraHU3aly Pa3jIudHbIX (P)OPM COOCTBEHHOCTH:

O0bem
®opmbl U
HaunmeHoBaHMe U coepxaHue BbI/1€JII€MOT0
MeTOAbI KOHTPOJISA U
pa3aesioB (3TanoB) BpeMeHH
OLICHKH
(uacnl)
BBoaHBIN HHCTPYKTAXK. 4
WHCTpyKTaX 1O  IPOXOXKACHHIO 5
IIPAKTHUKH, 3aJa4M, CTPYKTypa




O0bem
®opMbI U
HaumeHoBaHue U coep:kaHue BbI1eJISIEMOT0
METO/IbI KOHTPOJISA U
pa3aesioB (3TANOB) BpeMEeHH
(aack) OLICHKH
oTyeTa.
Brinaua 3anaHuii NpakTHKY. 2
Tema 1.1 ApxuBHOE NpaBO M apXHUBHOE IIpenocrasnenue
3aKOHOAATEILCTBO. OcHoBHbIE 4 oTyerTa.
3aKOHO/IATENIbHbIE aKThl B  apXHUBHOM
chepe
Tema 1.2. BenoMCTBEHHbBIEC apXUBbI 4 IIpenocraBienue
oT4eTa.
Tema 1.3. KommuiektoBanue ApXuBHOTo [IpenocraBnenue
¢donna PO u sxcnepTu3a HEeHHOCTH OTYeTa.
JIOKYMEHTOB. YYeT IOKyMEHTOB B apXUBe 2
Tema 1.4. Mcnionp30BaHKE apXUBHBIX IIpenocraBienue
JIOKyMEHTOB. oT4eTa.
4
Tema 1.5. ITopsgok pa3zmenieHus 1
o0ecrneyeHnst COXpaHHOCTHU JIOKYMEHTOB B [TpenocraBienue
apxuBax. CoBpeMeHHbIE TEXHOJIOTHU U oTyeTa.
TEXHUUYECKOE 00eCcTieueHuEe COXPAaHHOCTH 10
JIOKYMEHTOB
3auer
2
Bcero: 36

4. CnieniuajibHble YCJIOBHUS peau3alii NPOrpaMMbl NPAKTHKHU
4.1Tpe0oBaHNs K NPOBEICHUIO IPON3BOACTBECHHOM NPAKTHKH

[IponsBoaCTBeHHAs MPAKTUKA MPEACTABIACT cOOOW BHJ YYEOHBIX 3aHSATHH, HEMOCPEICTBEHHO
OPUEHTUPOBAHHBIX Ha MPO(HECCHOHAIBHO-TIPAKTUYECKYIO IMOATOTOBKY OOYYaIOLIMXCS, B TOM
quciae 00ecIeYnBaIONIYI0 MMOATOTOBKY M 3aIlUTY BBITYCKHOW KBalM(puKauoHHONW pabotsl. [lo
UTOTaM TPOU3BOJICTBEHHON MPAKTUKW MPOBOJUTCA clada 3adyera B (opMe 3aIUTHI OTYETA U
NpPEJCTAaBICHUS BCEX OTYETHBIX JIOKYMEHTOB, 3a CYET 4YacoB, OTBEJCHHBIX Ha
IPOU3BO/ICTBEHHYIO PAKTHKY.



[Tpu mpoBeseHU NMPOU3BOACTBEHHONW MPAKTUKU UCIOIB3YIOTCS MYJIbTUMEAUUHBIE KOMIUIEKCHI,
AIIEKTPOHHBIE yYeOHMKM M Yy4eOHble T1OCOOMs, amanTUpPOBaHHBIE K OOyYaromuMmcs C
OTPaHUYCHHBIMU BO3MOYKHOCTSIMHU 37I0POBBSI.

IIpu npoBeneHUM NPOU3BOACTBEHHONW MPAKTUKU MCHOJIB3YIOT CJIEAYIOUIME aKTUBHBIE U
MHTEPAaKTUBHbIE (DOPMBI: JTUUHOCTHO-OPUEHTHUPOBAHHBIA, METOJI PEIICHUS MPOU3BOJICTBEHHBIX
(mpoOnemMHBIX) CUTYyalHi, METOA HHPOPMAIIMOHHBIX TEXHOJIOIHH. Bce MeToapl afanTHpoBaHbl K
00yyaromuMCcsl HHBAJIMIAM U JIMLaM C OTPaHMUYEHUSIMHU BO3MOXHOCTSIMU 3J0POBBS.

Jns peannzanuu mporpaMMbl TTPOU3BOJACTBEHHOW NPAKTUKH B OpPraHU3AIUAX JOHKHA OBITh
opranu3oBaHa Oe3z0aprepHas cpena. [Ipow3BOACTBEHHAs MpakTHKa MPOBOJIUTCS B KaOWHETAX,
OCHAIICHHBIX PA0OYMMH MECTAMH C TEXHHYECKUMH CPEICTBAMU OOYyYEHUS i1 OOYyYaIOUIUXCS C
Pa3IMYHBIMK BUJIaMU OTPAHUYCHHUS 3I0POBBS, MM Ha pabOYMX MECTax B JIPYTHX OPraHU3AIUIX
(0 COTNIaCOBaHMIO C PYKOBOJCTBOM TEXHHUKyMa U pabOTOAATENSIMU U MPHU YCIOBUU CO3JTAHUS
CHEIHANIbHBIX YCIOBUH /1715 00yuaronuxcs nHBainaoB u nuil ¢ OB3).

KonnuectBo paboynx MECT - MO KOJUYECTBY OOYUaIOIIUXCS C y4€TOM KOJMYEeCTBa MECT s
OB3. B xabuneTax opranu3aiuy nperyCcMOTPEeHO:

- HaJIM4Me ayTMOTEXHUKH (aKyCTUYECKUHN YCUIIUTEIh U KOJIOHKH);

- HAJIMYUE CHEeIUAIM3UPOBAHHOIO KOMILIEKTa CPEACTB OCHAILEHUS Ul co3/1aHus O0e30aphepHoil
Cpellbl.

[TponomxuTensHOCTh pabodyero BpEeMEHH OOydYarollerocs TMpU NPOXOXKJACHUU MPaKTUKU
YCTaHABIIMBAETCS C YYETOM OCOOEHHOCTEH MCUXO(U3MUECKOTO Ppa3BUTHS, WHAMBHIYAIbHbBIX
BO3MO>KHOCTEM U COCTOSIHUSA €T0 3J0POBbSI.

21.]'[5[ HWHBAJIMJ0OB W JIMI C OrpaHUYCHHBIMH BO3MOXHOCTAMU 3I0POBbBA Q)OpMa IMPOBEACHUA
NPAKTUKU YyCTaHaBIMBaeTcs 0Opa30BaTENbHON OpraHu3alueldl C yderoM OcoOeHHOCTel
HNCUXO(U3MUECKOTO PA3BUTHS, MHIUBUIYaIbHBIX BO3MOKHOCTEH U COCTOSIHUS 37J0POBBS.

HpI/I OMMPEACIICHNU MECT MMPOXOKACHUA IMMPOU3BOACTBECHHBIX IMPAKTHUK O6yanOHIHMC${ WHBaJIUJOM
06pa3OBaTCJ'H)Ha$I opranu3anyvsa OOJDKHA YYUTbIBATH PECKOMCHIALIUMH, OAHHBIC IO PE3yJibTaTaM
MGHHKO-COHHaHBHOﬁ OKCIICPTHU3ELI, COACPIKAIIHUCCA B HHﬂHBHHyaHBHOﬁ Imporpamme
pea6I/IJ'II/ITaI_[I/II/I HHBaJINd, OTHOCUTCIIbHO PCKOMCHIOBAHHBIX YCHOBI/Iﬁ U BUIOB TpyJda.

HpI/I HeO6XO)II/IMOCTI/I I TPOXOXKIACHUA IMPAKTUKU HWHBAJIWIAMHU CO3AAI0OTCA CIICHHUAJIbHBIC
paboure MecTa C y4eTOM HapyIIECHHBIX (YHKIMH W OTpPaHMYCHUH HMX JKU3HEIESITEIbHOCTH B
COOTBETCTBUH C TPEOOBAHUSIMHM, YTBEPKACHHBIMH TpHKa3oM MuHucrepctBa Tpyaa Poccum ot
19 Hos16ps 2013 roga N 685H.

PeKOMeHI[yeTCSI O60py,Z[OBaHI/IC CIICHHaJIbHBIX pa60q1/1x MCCT IJIA 06yqa}om1/1xc>1 HMHBAJIMA0OB U
06yqafoumxc;1 C OI'PaHUYCHHBIMU BO3MOXHOCTAMU 300POBbA.

Jna nuy ¢ napywenuamu ciyxa IpennonaraeT HCIONb30BaHUE ayTUOTEXHHKH (KOJOHKH,
HAYIIHUKH, (TapHUTYpa), GOPMBI DIIEKTPOHHBIX TOKYMEHTOB, ()OPMBI C YBEITUMYECHHBIM IT€YaTHBIM
mpUPTOM.



Jna cnabosudauwgux oOydaronvxcsi HEOOXOJUMO NHPEAYCMOTPETh BO3MOXHOCTH MPOCMOTpa
yAQJICHHBIX OOBEKTOB TPU IOMOIIM BHJICOYBEIUYHUTENCH JUIsI yNAJIEHHOTO IPOCMOTpA.
[Ipenmnonaraercsi HCHOIB30BAHUE DIIEKTPOHHBIX JIYII AJIsT IPOCMOTpPa MaTepHAIOB HA MOHHUTOPE
(ycranoBiieHa B mporpamMmHbIi maker Windows 8), me4aTtHbeIx (OpM ¢ yBETUYEHHBIM HIPUPTOM,
POTrPaMMBbI-CHHTE3aTOPOB peun (yCTaHOBIIEHA B MPOrpaMMHbIi makeT Windows 8).

Jna  obyyarowuxca ¢ HapywieHUAMU OROPHO-0GU2AMENbHO20 annapama HeoOX0IuMO
MIPEyCMOTPETh MOABEMHO-TIOBOPOTHBIE CTYJIbSI U PErYJIHPYEMbI€ CTOJIbI C ICTOYHUKOM IMUTAHUS
JUTSL UHIUBUAYaIbHBIX TEXHUUYECKHX CPEJCTB, 00ECIEUNBAIOLIUE PEaTH3aII0 S)PrOHOMHUYECKHUX

MPUHIUIIOB, BUPTYAJIbHYI0 DJKpPaHHYIO KJaBHaTypy (YCTaHOBJEHAa B TIPOIPAMMHBIA TaKeT
Windows 8).

CrenmaiabHbIC pa60‘II/IC MECTa 1Jis1 MHBAJINJIOB - pa6oqI/Ie MECTa, Tpe6yfoume JOITOJIHUTCIIbHBIX
MCp II0 OpraHu3ali TpyHda, BKIOYaA aJdallTalluil0 OCHOBHOTO MW  BCIIOMOI'aTCJIBHOI'O
O60py,Z[OBaHI/IH, TCXHUYCCKOTO U OPTraHHU3alUOHHOI'O OCHAIICHHUA, JOIIOJIHUTCIBHOTO OCHAILICHUA
1 00CCIICUCHUS TCXHUYCCKHUMU HpI/ICHOCO6JIeHI/I5IMI/I C YYC€TOM MHIAUBUIAYAJIBbHBIX BO3MOXKHOCTEH
HNHBaJIMI0B.

OcHamenue (000opyAOBaHHE) CHEIHANBHBIX pPabO4YMX MECT M MPAKTUKU OOYyYarolIuXcs
WHBAJIHUJIOB OCYIIECTBIISICTCS HHIUBUIYATBHO JIUISI KOHKPETHOT'O MHBANUA, & TAKXKE JJIS TPYTIIIbI
WHBAJIUJIOB, HMCIOIIUX OJHOTHUIHBIC HAPYIICHUS (QYHKIMA OpraHu3Ma H OTpPaHHYCHUS
XKU3HeAeATeIbHOCTH. CrenraibHble padodre MecTa JUIsl TIPOXOXKICHUS TTPAKTHKH WHBAIHIAMU
OCHAIAIOTCSA C YYETOM WX HApYNICHHBIX (YHKIUH W OTPaHHYCHUH IKUZHEICATCILHOCTH B
COOTBETCTBUHU C OCHOBHBIMH TPEOOBAHUSIMHU K TAKOMY OCHAIIEHUIO (000PYT0BaHUIO) YKA3aHHBIX
pabouyux MecT.

Hpeno;laB aTCIIsIMU, pYKOBOJII/ITeJ'ISIMI/I HpaKTI/IKI/I OCYHIGCTBHHGTCHZ KOHCYJ'H)TI/IPOBaHI/Ie
00yYJaroInXCs, KOHTPOJIb TPOXOXJICHUS NPAKTHKH COTJIACHO HWHIMBHIYyaJIbHOH IporpaMme,
MOCTOSTHHBIM ~ KOHTAKT C  PYKOBOJUTEISIMM  TPAKTHKH; IOBCEJIHEBHOE PYKOBOJICTBO
MPOXOXKACHUEM O0YUYAIOITUMUCS MTPAKTUKU OCYIIECTBISIETCS OPTaHU3AIMeH B TUIE CIICIUAIBHO
BBIJICTIEHHOTO €0 PYKOBOJUTENS, KOTOPBIA oOecrednBaeT oOydaromiemycss pabouee MecTo,
HEOOXOJUMBIC YCIIOBUSL JUISS TJIYOOKOTO OCBOCHHSI OOYYAIONIUMUCS CYITHOCTH PabOTHI
JIEIONPOU3BOUTENISI, OINEPATUBHOE PYKOBOJCTBO TPAKTHKOW M KOHTPOJIh 3a paboToi
oOyyJaronuxcs.

OO0yuaromuiicss BO BpeMsi MPaKTHKH 00s3aH:

e MaKCHMAaJIbHO UCIIOIb30BAaTh OTBEAECHHOE IS IPAKTUKU BPEMS, B YCTAHOBJICHHBIE CPOKH,
B TOJIHOM 00BEME U C BBICOKMM KaueCTBOM BBITIOJHSTH BCE 3aJaHHs MPEIYyCMOTPEHHBIE
IIPOrpaMMOM IPAKTUKH;

e coOmOIaTh TpaBHIIa BHYTPEHHETO TPYJIOBOTO pacHopsiKka W HWHbIE HOPMATHBHBIC
MIPABOBBIE aKThI, OTMPECIIAIONINE MOPSIOK AATEILHOCTH PAOOTHUKOB COOTBETCTBYIOIIEH
OpraHu3aIlNH;

e coOmonaTh TpeOOBaHUS OXPAHBI TPYAa U MOXKapHOH 0€30MacHOCTH;

e CBOCBPEMEHHO BBINOJHATH BCe BHUABI pabOT, NPEAYyCMOTPEHHBIE MPOTrPaMMOii
NPOBEICHUS MPAKTHKHU U COONIOIATh TPEOOBAHUS IPUHUMAIOLIEH OpraHu3alny;



e TMPOABJIATH MHUIUMATHBY B PCIICHUU IOCTABJICHHBIX IO MPAKTUKC 3ada4 U INPUMCHIATH
MOJIYYCHHBIC TCOPCTUYCCKUC 3HAHUA U HABBIKHU,

e BCCTU JHCBHUK INPAKTUKH, B KOTOPOM CXKCIHCBHO KPATKO 3allMCbIBATH ONPCACICHHLIC
CBCICHHA O HpOI[eHaHHOfI B TCUCHUC OHs pa60Te;

e IIEpel] OKOHYAHHMEM IIPAKTUKH COCTABUTH OTUET O MPOXOKACHUU NPAKTUKUA U 3aBEPUTH Y
PYKOBOAMTEIIA IPAKTUKOM OT OpraHU3alvy JTHEBHUK IIPAKTHUKHU;

e HECTU OTBETCTBEHHOCTH 32 BBITIOJIHAEMYIO PadoTy.
4.2. TpeOboBaHUsI K MUHUMAJIbHOMY MAaTEePHAIbHO-TEXHUYECKOMY 00ecie4eHn 0

[Ipon3BoacTBEeHHAss TpakTUka (10 MPOGUII0 CIENUATLHOCTH) MPOBOJUTCS IO OKOHYAHUU
U3y4YeHUS NPOPECCHOHATBHOIO MOIYJS KOHIEHTPUPOBAHHO Ha MpeAnpusaTHsX — 0azax
MPAKTHKY.

Peanuzamus mporpaMMbl MPOU3BOICTBEHHOM MPAKTUKH MPE/IOJIaraeT HAIMYNE B OPraHU3allnu,
I/Ie OCYLIECTBIICTCS MPAKTHKA, 0e30apbepHOil cpebl 1 000pyI0BaHMs pabodyero Mecra:

- KOMITBIOTEp C BBIXOJI0M B IHTEpHET;

- IPUHTEP;

- CKaHep;

- akc, Tenedon;

- MporpaMMHOE oOecTieueHne 001Iero 1 MpohecCUOHATBFHOTO HA3HAYCHNS,
- KOMITICKT 3aKOHOJIATSIbHBIX, HOPMATHUBHBIX M JIOKAIBHBIX aKTOB.

B opranuzanuu Ha paboyeM MecTe JOKHO OBITh MPETyCMOTPEHO:

-AJIs JIML ¢ HAPpYLIeHUEM C¢JIyXa: HAIW4YHe ayTUOTEXHUKU (KOJIOHKH, HAyITHUKH, (TapHUTYpa),
(OpMBI DIIEKTPOHHBIX JTOKYMEHTOB.

-7 c1a00BHASAIIMX 00YYAIOIIMXCA: HATMUKE SKpaHHOH JIyIbl A1 IPOCMOTpa MaTepHuajoB Ha
MOHUTOpE (YCTAaHOBJIEH B MporpaMmHbiii maker Windows 8), me4aTHbIX (OpPM C yBEJIUYEHHBIM
HIpUQTOM, IPOrpaMM-CUHTE3aTOPOB peuH (YCTaHOBIJIEH B MporpaMMHbIi makeT Windows §).

-1JIs1 00Y4YaI0IIMXCS ¢ HAPYLIEHUSAMH ONOPHO-/IBUIaTeILHOI0 anmnapara:

opraHu3oBaHa 0Oe30apbepHas Cpejia, MOJbEMHO-TIOBOPOTHBIE CTYJIbsl, BUPTyajbHas SKpaHHAs
KJIaBHaTypa (yCTaHOBJIEH B IporpamMmMHbIi makeT Windows 8).

4.3. YueOHO-MeTOAMYecKOe 1 HHPOPMALIMOHHOE 00ecriedyeHue MPAKTUKH
- JL1s1 JiM1 ¢ HAPYLIEeHUsIMU 3PeHust:
B TICYaTHOH (pOpMe yBETMUECHHBIM IIPHPTOM;

B (hopMe 3IEKTPOHHOTO JJOKYMEHTA;



- JI151 1ML ¢ HApYUIeHUsIMH cJIyXa HHGopManus npeocTaBJIsieTcs:
B IleyaTHOH opme;
B (hOpMeE 3IEKTPOHHOTO JJOKYMEHTA;

- HJ’[H JuiI ¢ HapylIeHUAMH  OIIOPHO-ABHUIaTEJIbHOI0 alnmaparta I/[H(l)OpMaIll/lﬂ
npeaocTaBJadACTCA:

B [I€YaTHOM (opme;
B (hopMe IIIEKTPOHHOTO JOKYMEHTA.
4.4. Kanposoe o0ecnieueHue 00pa3oBaTe/ibHOIO Nmpouecca

TpeboBanuss K KBalM(UKALMU MEAArOrMYECKUX KaJpoB, OCYLIECTBISIOIINX PYKOBOJCTBO
IIPaAKTUKOM:

HH)KeHepHO'He,I[al"OFI/I‘IeCKI/Iﬁ COCTaB.

-HAINYWE BBICHIETO MPOPECCHOHATBHOTO O00pa30BaHUs, COOTBETCTBYIOIIETO MPOQHUITIO
npodeccuonanibHoro moxayssi [IM. 02. Opranu3zanusi apXuBHOW pPadoThI MO JOKYMEHTaM
OPraHU3alMM Pa3JIUuYHbIX (POPM COOCTBEHHOCTH

-OIBIT JESATEIBHOCTH B OPraHU3AlMIX COOTBETCTBYIOIIEH MpodeccuoHanbHON cdepbl SBISETCS
HE 0053aTebHbIM;

-HaJIN4Ynue CTa}KI/IPOBKI/I B HpO(l)I/I.]'H)HI)IX HpOI/ISBOHCTBeHHBIX opraHmauHs{x HC pe>1<e OJHOTO paza
B 3 rona.

PykoBOACTBO MpPakTHKON JOJKHBI OCYIIECTBIISTh MIPENOAABATEIN MEKIUCIUIIIMHAPHOTO Kypca
npodeccuonanibHoro mMoayssi [IM. 02. Opranu3zanusi apXuBHOW padoThI MO JOKYMEHTaAM
OPraHM3alMH Pa3JIuYHbIX (GOpPM COOCTBEHHOCTH U CIEUUATbHBIX JUCIUILINH.

[legarornyeckue pabOTHHUKH, YYacTBYIOIIME B peal3allMK alalTUPOBAHHON 00pa3oBaTeilbHON
IMporpaMMmesl, JOJI?KHBI OLITH O3HaKOMIJICHBI C HCI/IXO(l)I/ISI/IIIeCKI/IMI/I 0COOEHHOCTIIMHA
00yyaromuxcsi MHBAJIUIOB U OOYYalOIIUXCSl C ONPaHUYEHHBIMH BO3MOXHOCTSIMHM 370POBbS U
YUUTBIBaTh MX TpU  OpraHu3alMu  oOpa30BaTEILHOTO  Ipolecca, JOJDKHBI  BIAJIETh
[e1arOrMYeCKUMH TEXHOJIOTUSMU MHKJIIO3UBHOTO OOYUYEHHMS M METOJaMH MX HCIIOJIb30BaHUS B
paboTe € WMHKIIO3MBHBIMU Tpynmnamu oOyuaromuxcs. HeoOXxoaumo mpemaycMOTpeTh JUIsl HUX
o0s3aTeNIbHOE  MPOXOXKJEHUE NPO(ECCHOHATBLHOW  MEpPENOArOTOBKM WM  TOBBIIIEHHE
KBaJII/I(bI/IKaIII/II/I B 00J1aCTH TEXHOJIOTHI MHKIIIO3UBHOIO O6pa30BaHI/I$I, CHCIII/IaJIbHOﬁ negaroruku
N cneunam)Hoﬁ TIICUXOJIOTHH.

PykoBojuTenw mNpakTUKH - MPEACTABUTEIM OpraHU3allid, Ha 0a3e KOTOpOH TPOBOJUTCS
MpakTUKa: JOJKHBI UMETh OIBIT pabOThl HE MEHee | rojla Ha COOTBETCTBYIOIIEH JOJIKHOCTH —
JEIIONPOU3BOIUTENS, CEKPETaps, CrieluaiicTa OTIena KapoB U Mp.

HacraBHuku - mpencraBuTeNn opraHu3aluu, Ha 0a3e KOTOPOH NpPOBOAWUTCS MpakTHKa (Tpu
HAJIMYMN): JOJDKHBI UMETh OIBIT pa0OThl HE MeHee | Troga Ha COOTBETCTBYIOIIEH MOJDKHOCTH
JIeNIONPOU3BOANTENS, CEKpeTaps, CIEUAINCTa OTela KaJApoB U TIp.



5.KOHTPOJIb 1 OHEHKA PE3YJIbTATOB ITPAKTUKH

KoHTponb M OLiEeHKa pe3yibTaTOB OCBOCHMS INPOM3BOACTBEHHON NPAKTHKU OCYLIECTBISAETCS
PYKOBOJIUTENEM TMPAKTHUKH B IPOLECCE CAMOCTOATEIBHOTO BBIMOJIHEHUS O0YYaroIUMHUCS
3aJJaHHi, BBITOJTHEHUS IPAKTUYECKUX paboT.

B nepuoz npoxosxaeHus: Mpou3BOACTBEHHON NPAaKTUKK 0Oydarouirecs 00s3aHbl BECTU THEBHHUK.
[To pe3ynpTataM NpakTUKKA OOYYAIOMIMKACS TOJKEH COCTaBUTH OTYeT. OTYET JOJIKEH COCTOSATH
U3 MIUCbMEHHOT'O OTYETA O BBIIIOJHEHUU PA0OT U MPUIOKEHUM K OTUETY, CBUJIETEIbCTBYIOLIUX O
3aKpeIyICHUH yMEHHUH, NpUOOpEeTeHUH TMPaKTUYECKOro OmbITa, (HOpMHpPOBAaHMH OOLIUX U
npoecCHOHANBHBIX KOMIIETEHLMM, OCBOGHMHM HpodeccuoHambHoro wmonaynsa. K ordery
npuiaraeTcs AaTrTeCTAlMOHHBIM JIMCT M XapaKTepUCTHKAa OT PYKOBOAMTENS OpraHU3aluH,
yYacTBYIOLEH B IPOBEJEHUM MPAKTHUKH M JHEBHUK, OTPAXKAIOIIMHA eXeIHEBHbIH 00BbeM
BBINOJIHEHHBIX paboT. O0yvaromuiicss B OJUH U3 MOCIEIHUX AHEH MPAKTUKU 3alUINAeT OTYET
0 TpakTUKe Ha 0a3e OpraHM3alUHU, Y4YacTBYIOLIEH B NPOBEIEHUHM MPAKTUKU. TeKyrui
KOHTpOJIb YCIIEBAEMOCTHU U OLIEHKA PE3YJbTAaTOB NPOXOKIEHUS IPOU3BOACTBEHHON INpPaKTUKU
OCYUIECTBIISIETCS PYKOBOIUTENAMU NMpakTUKU oT OY U opraHusanu B MPOLIECCE BBITOJHEHUS
00y4aromuMuCs 3a/1aHUH, TIPOEKTOB, BHIOJHEHUS TPAKTUYECKUX MPOBEPOUYHBIX PAOOT.

@opMBI U METO/ABI MPOMEXKYTOUHOM aTTECTAllMM M TEKYIEro KOHTPOJIs pa3pabaThIBAalOTCS
00pa30BaTEIIbHBIM YUPEKICHUEM U JIOBOAATCS 10 CBEICHUS 00yJarolIUXCsl HE MO3/(Hee Havaa
JIByX MECSLIEB OT Hayajia O0y4eHusl.

Texymuii KOHTPOJb YCHEBAEMOCTU I10 IPOU3BOJCTBEHHOW MPAKTUKE M OO0yYaroluxcs
VMHBAJIMJIOB M OOYyYaroIIMXCS C OIPAaHUYEHHBIMH BO3MOXHOCTSMHU 3[0POBBbS MMEET OOJbIIOE
3HAYEHHE, IOCKOJBKY IIO3BOJISIET CBOEBPEMEHHO BBIABUTH 3aTPyAHEHUS M OTCTaBAHUE B
OoOy4eHHH U BHECTH KOPPEKTUBBl B Yy4eOHYyIO JesTenbHOCTb. PDopMa KOHTPOIS s
o0yyaroImuxcsl YCTaHAaBIMBAeTCA C YYETOM UX HMHIUBUAYAIbHBIX ICHUXO(U3MUECKUX
0CcOOEHHOCTEH.

B pesynbraTe OCBOEHHMS MPOM3BOACTBEHHON TMPaKTUKHM B paMKax MpoQecCHOHAIbHOTO
Monyss IIM. 02. Opranusanusi apXuBHOW PpadoThl MO JOKYMEHTaAM OPraHu3aluu
pa3an4HbIX GopM COOCTBEHHOCTH O0YyYaroUIHecs MPOXOIAT MPOMEXKYTOUHYIO aTTECTAllUIO0 B
dbopMe 3adera B BHUJAE BBHIMOTHEHHS MPAKTHUECKOro 3amaHus. llpu HEoOXoauMOCTH IS
uHBanua0B U nuil ¢ OB3 npegycmaTtpuBaeTcsi yBeIMYEHUE BPEMEHHU Ha MOJTOTOBKY K 3a4eTy, a
TaKKe MPEOCTABIISIETCS OMIOJHUTEIIBHOE BpeMs JIJIsl TIOJITOTOBKU OTBETA Ha 3a4eTe.

Bo3MoxkHO ycTaHOBIIeHHE 00pa30BaTeNbHOM OpraHu3anuell MHIMBUAYAIBHBIX TI'paduKoOB
IPOXOKJCHUS MPOMEKYTOUHOM aTTecTali 00y4YaloUIMMUC UHBATUAAMU U 00YyYarOUUMHUCS C
OTrpaHMYEHHBIMU BO3MOXKHOCTSIMU 37J0POBbSI.

[Tpn HEOOXOAMMOCTH Al OOYYAIOIIUXCS WHBAIHIOB U OOYYaIOIIUXCS C OrpaHUYCHHBIMU
BO3MOXHOCTSAMU 3J0POBbA IMPOMCEKYTOUHAA aATTCCTALUA MOXKCET IMPOBOAWUTHCA B HCCKOJIBKO
sTamoB. [ 3TOro peKOMEHIYeTCs HWCIOJIb30BaTh PYOEKHBIM KOHTPOJb, KOTOPBIA SIBIISCTCS
KOHTPOJIBHOH TOYKOW HO 3aBEPIICHUIO M3YUYCHUS MPAKTUK U €€ Pa3JeiIOB C [EIbI0 OICHUBAHUS
YPOBHSI OCBOCHUS IPOTPaMMHOT0 MaTepuaiia. @opMbl U CpOK TIPOBEACHUS pyOEKHOTO KOHTPOJIS
OTIPENIETISAIOTCST  TIperojaBaTeaeM (MacTepoM MPOW3BOJCTBEHHOTO OOY4YEHHs) C y4eTOM
WH/IMBUYATBHBIX TICUX0()U3NIECKIX OCOOCHHOCTEH 00yYaroInuXCsl.



[TpakTUKaHTBI-MHBATUABI U MpakTHKaHTbl ¢ OB3 momxHBI OBITH OOEcreYeHbl NMEYaTHBIMU U
AIIEKTPOHHBIMU pecypcaMu B (opMmax, aJalTUPOBAHHBIX K OTPAHUYCHUSAM HX 3/0pOBBS U
BOCHIpUATHUS HH(POPMALIUU:

- JIoist U1 ¢ HAPYIIEHUSIMM 3PEeHus:

B IIe4aTHON (popMe yBEITUUEHHBIM IPH(TOM;

B ()OpMe 3JIEKTPOHHOTO JOKYMEHTA;

- JIoist U1 ¢ HAPYLIEHUSIMH ¢JIyXa HH(opManus npeaocTaB/isieTcs:
B [I€YaTHOU (opme;

B (hopMe 3IEKTPOHHOTO JJOKYMEHTA;

- JaAa JMin ¢ HapylleHUsIMH  ONOPHO-ABUIraTeJIbHOIO amnmapara HHpopManus
NPeJ0CTABIACTCH:

B IIeyaTHOH popme;
B ()OopMe 3JIEKTPOHHOTO JJOKYMEHTA.

B nmepuox mnpoxoxaeHWS TPOU3BOJACTBEHHOW MPAKTHKKA OOydaromuecs O0Osi3aHbl BECTH
JIOKYMEHTALHUIO:

1. J/IHEBHUMK MPAKTUKH.
2. OT4er 1o NpakTUKeE.

Texkymuil KOHTPOJIb YCIIEBAEMOCTH U OLEHKA PE3YyJIbTATOB IPOXOXKIACHUS NPOU3BOJICTBEHHOU
IIPAaKTUKU OCYILECTBIIAECTCS PYKOBOIUTEISAMU INPAKTUKA OT TEXHUKYyMa WIM OpPraHU3aluu B
npoIiecce BHIMTOTHEHUsT 00yYarOIIUMUCS MPAKTHYECKUX PadoT.

OI[eHKa BbINOJTHEHUA NPAKTHYECKOr0 3aJaHUsI.
- OIIEHKa «5» CTaBUTCA, €CIIN:

O6yanOHII/II\/’IC5I CaMOCTOATCIIbHO, MOJHOCTBIO MW KA4YECTBCHHO BbIIIOJHHUII BCC 3TaIlbl
MMPAKTUYCCKOIr'o 3aJlaHusd, IIOJYYCHO BCPHOC IIPCACTABJICHUEC PE3yJIbTaTa,- JOIIYCKACTCA
HC3HAYUTCIIbHAA ITOMOIIb HACTABHHUKA OT OpraHU3allnu.

- OIICHKA «4» CTaBHUTCA, €CIIN.

- 3aJlaHUC BBINIOJIHCHO TIIOJIHOCTBIO, HO IIPpHW BBIIOJHCHHUHU O6Hap}/)KI/IJIOCI> HEAOCTATOYHOC
BJIaICHHUEC HaBBIKaMU pa6OTBI C MporpaMMHBIM oOecreyeHneM B paMKax IIOCTaBJICHHOM 3aga4u,

- MPAaBWJILHO BBITIOJIHEHA OOJIbIIast 4yacTh 3a/anus (cBoimie 75 %),

- 3a1aHUC BBIIMIOJIHCHO ITOJIHOCTBIO, HO HCIOJIb30BAHbI HAUMCHCC OITHUMAJIBHBIC IMOAXOAbI IMPU
BBIIIOJTHEHUH.

- OIICHKa «3» CTaBUTCA, C€CIIN:



- 3aJaHME BBIIIOJHEHO HE TMOJHOCTHIO, HO OOYyYaroIIMICS BIAJEeT OCHOBHBIMU HaBBIKAMHU
paboThI HAa MPOTrPaMMHBIM OOecTIedeHrEM, TPEOYyEMBbIMHU ISl PEIICHUS

IIOCTaBJIICHHOH 3aJIauu.
- CyIIECTBEHHO OBbLITM HApyIICHBI CPOKU BBITIOJIHEHUS 3aJaHUSI.
- OIIEHKA «2)» CTaBUTCS, €CIIU:

- JOINyHmEHbl CYHICCTBCHHBIC OIINOKHU IIPpU BBIIIOJIHCHUH IPAKTHYCCKOr0 3aJaHud WA
3HA4YNUTCJIbHAsA 4aCTb pa6OTBI BBITIOJTHEHA HE CaMOCTOSATCIIBHO.

IIpuoOpeTeHHbIN NPAKTHYECKHUI ONBIT

- OpraHu3alyy JIOKYMEHTAlMOHHOTO OOECIEeYeHHs YIpaBiIeHHS | (YHKIHOHUPOBAHUS
OpraHu3anuu

Ha6n10;[eHHe B IIpo1iecce HpaKTHqCCKOﬁ ACATCIIBHOCTH
OI_IGHKa pPE3yJIbTaTOB HpaKTquCKOﬁ ACATCIIBHOCTHU

OHCHK& PE3YIIBTATOB 3a4€Ta

6. ATTECTALUA ITO UTOI'AM ITPAKTUKHU

ATTecTanus o UTOTaM TMPOU3BOJCTBEHHONW TPAKTUKH CITY>XKHT (POPMOI KOHTPOJSI OCBOCHHS H
MPOBEPKHU MPOGECCHOHATBHBIX 3HAHUHU, OOIIMX M MPO(PECCHOHABHBIX KOMITETCHIINH, TPYIOBBIX
GyHKIHA, TPUOOPETEHHBIX YMEHHM, HABBIKOB M IPAKTHYECKOTO OIbITa OOyYaronuxcs B
cootBercTBUU ¢ TpeboBanusmu OI'OC CIIO nmo cnemumanbHocTH 46.02.01 JJokymMeHTallMOHHOE
obecrieyeHne ynpaBiIeHUs U apXUBOBEJICHHE.

B pamkax Buaa npodeccuonansroit aesrensnoctu IIM. 02. Opranu3zanusi apxXuBHO# padoThl
N0 JOKYMEHTAM OPraHu3alMu PasjM4HbIX GopM cOOCTBEHHOCTH IIPEAYCMOTPEHO OCBOECHHUE
paboueii nmpodeccun, u mo pesynpratram ocBoeHust moayis IIM. 02. Opranu3anusi apxXuBHO¥
padoThl MO JOKYMEHTAM OpraHu3aliu pasjiudHbiX ¢opMm codcTtBenHoctu [IIICC3,
00yJaromuincs MoylydyaeT JOKyMEHT (CBUAETENbCTBO) 00 ypoBHE KBanupukauuu. [IpucBoenue
KBaTHpUKAUK 10 pabodeil mpodeccuu TOKHO MPOBOAMUTHCS C ydacTHeM paboTomarened u
Ip1 HEOOXOAMMOCTH NpPECTaBUTENeH COOTBETCTBYIOIIMX OPraHOB rOCYJapCTBEHHOTO Haa30pa
U KOHTPOJIS.

dopmoit MPOMEKYTOYHOM aTTECTAIMK IO UTOTaM MPOU3BOACTBEHHOM
MPAKTUKY SBJSIETCS 3auem. ATTeCTalMs IPOBOJUTCS B MOCIEIHUN I€Hb TPAKTHKY.

ATTecTanusi IpoOBOJUTCS Ha pabodyeM MecTe MPaKTUKAaHTa C MCIOJIb30BaHUEM KOMITBIOTEPHOIO
obopynoBanusa. K arrecranuu mo mNpakTUKE JOMyCKalOTCA OOydYarolluecs, BBIMOIHUBILNE



Tpe6OBaHI/IH nporpamMmal HpOH3BOI[CTB€HHOI>’I MNPAaKTUKNU W NOPCIOCTABUBIINC MMOJHBIN TaKeT
OTUCTHBIX TOKYMCHTOB.

KonkpeTHble (hOpMBI MPOMEKYTOYHON aTTECTAMUA OOYYAIOIINUXCS WHBAIUIOB M O0YYArOIINXCS
C OrpaHMYEHHBIMH  BO3MOXHOCTSMHU  3JIOpPOBbSl  yCTAHABIMBAIOTCA  0Opa3oBaTEIbHOMN
OpraHM3aIeii CaMOCTOSTEIIFHO C YYEeTOM OrpaHWYCHUU 370poBbs. MX pekoMeHmyercs
JIOBOJUTH 1O CBEJICHUS OOYYArOIIMXCS B CPOKH, ONpPEACIICHHBIC B JIOKAJHHBIX HOPMATHUBHBIX
aKkTax oOpa30BaTEeNIbHOW OpraHW3allK, HO HE IO3/JHEE IEPBBIX JBYX MECSIEeB OT Hayaia
00yueHwusl.

dopma MpOMEXKYTOUHOH aTTecTauuu B (opMe 3allluThl OTYETa MO MPaKTUKE, cauye 3adera Io
IpaKkTUKe JJI1 00yyaroIuXxcs WHBAIUJOB U O0YYarOIIUXCsS ¢ OTPAaHUYEHHBIMU BO3MOXHOCTSIMU
3I0POBbsl YCTaHABIUBAECTCA C Y4YETOM HHAMBHUIYAJbHBIX NCUXO(U3UYECKHX OCOOEHHOCTEH
(YyCTHO, MUCBMEHHO Ha Oymare, MMCbMEHHO Ha KOMIIBIOTEPE, B JOPME TECTUPOBAHUS U T.II.).

[Ipy HeoOXOaUMOCTH PEKOMEHIYeTCs NPeayCMOTpeTh s HHUX YBEIMYEHHE BPEMEHHM Ha
MOJMOTOBKY K 3a4eTy, a TaKXkKe MPeOCTaBIATh TOMOJHUTEIbHOE BpeMsl JUIsl TOJITOTOBKU OTBETa
Ha 3adere. Bo3MOXXHO yCTaHOBIEHHE O0Opa30BaTENbHON OpraHu3alveldl HHIWBUIYaTbHBIX
rpa@uKoB TPOXOXKACHUS MPOMEKYTOYHOW aTTECTallMM OOYYaIOUIMMHCS WHBAIHIAMU U
00y4aroMMHUCS C OTPAaHUYEHHBIMU BO3MOXXHOCTSIMU 3/I0POBbSI.

[Ipu HeoOXxomumocTH A OOyYaroIMXCS WHBAINWIOB W OOYyYaroIIMXCS € OTrPAaHUYEHHBIMU
BO3MOXXHOCTSIMU 370POBbsI IIPOMEKYTOYHAsI aTTECTAl[Msl MOXET IPOBOJUTBHCS B HECKOJIBKO
sTanoB. s 3TOro peKOMEHIYeTCs HUCIOJb30BaTh PYOEKHBIM KOHTPOJb, KOTOPBIM SABISETCS
KOHTPOJIbHOM TOYKOW HO 3aBEPILEHUIO0 U3YUEHHUs pa3jieia WIK TEMbl IPAKTUKHU U €€ pa3/ieioB C
LEJIbI0 OLIEHWBAHUS YPOBHS OCBOCHHS MPOrpaMMHOro Marepuaia. @opMbl U CpoK MpoOBeIEeHUS
pyOeXHOr0 KOHTPOJS ONPENeNsIoTCsl IMpernojaaBareneM (MacTepoM IPOU3BOICTBEHHOIO
00y4eHHs) C y4eTOM MHAUBHIYyabHBIX ICUXO(PU3NUECKUX 0COOEHHOCTENH 00ydatomnXCsl.

Jlns oneHKH KayecTBa MOJTOTOBKM OOYYAIOIIMXCS M BBITYCKHUKOB IO MPOQECCHOHATbHBIM
MOJYJISIM  TPUBJIEKAIOTCA  PYKOBOJAUTENM MpakTUKU  (dKCIEpThl) OT  paboTonaTeneit
(opraHu3anui, rae NpoxoaAn MPAKTUKKU 00yUarOIIUNCS).

[TuceMeHHBIN OTYET O BHIMOJIHEHUH PaOOT BKIIOYAET B C€OsI CIAEAYIOLIUE pa3Iebl:
e  TUTYJIBHBIN JIUCT;
e  COJIEpXKAHME;
e KpaTKas XapaKTepUCTHKa MPEeANPUATHS, I/Ie IPOXOANI IPAKTUKY 00yUaromuiics;
e TIPAKTUYECKas YaCTh;
e TIPHWIOXKECHHUS.
Henomnxeie 1 HeOpe:kHO 0POPMIICHHBIE OTYETHI K 3aIIUTE HE JOIMYCKaIOTCS.

IIpn HamucaHuM OTYETa O MPOU3BOACTBECHHOM IIPAKTUKE PEKOMEHAYETCS INPUIAEPKUBATHCS
CJIEIYIOLIETO IIJIaHa:

Tutynsnsiii muct (Ilpunoxenue 1)



Conepxxanue
Beenenue (ue 6onee 1 cTpaHuiis);
1 paznmen — opraHU3aIMOHHO-TIPABOBAs XapaKTePUCTUKA peanpusaTus ( 1- 2 cTpaHuIib);

2 pazgen - Marepuaibl, COOpaHHBIE BO BpEeMsI IPOXOXJICHHUS NPAKTHKH W CBS3aHHBIC C
TEMaTUKOW MPaKTHKH (3-4 CTpaHHUIIbI);

BriBosib! 1 nipeasiokenus (2-3 cTpaHulibl);

B mepBom paznmene oTueTra H3JAraroOTCS: MECTOHAXOXKJICHHE YUpexXJIeHUs (OpraHU3alNH);
pasMepsl IpEenlpUsaTHs, €ro CIelUaln3alusd, OpraHu3alliOHHasg CTPYKTypa H CTpPyKTypa
YIpPaBJICHUS.

Bo BTOpOM paszerne JOIKHBI COAEPKATHCS OTBETHI HAa THUIIOBBIE BOIPOCH MPOU3BOICTBEHHON
NpakTUKA. HamMeHOBaHME OCHOBHBIX YYACTKOB, IJIe¢ OOYYalOIIUi MPOXOAWT NPAKTUKY C
KpPaTKOH XapaKTepUCTUKON W3YYCHHBIX Ha JAHHOM YYacTKe BOMPOCOB (C MPHIOKEHHEM
00pa3IoB CaMOCTOSATEIBHO MOATOTOBICHHBIX B OPraHM3alUH JOKYMEHTOB, pacdeToB M T.1.),
HIepeueHb BBIMOJHEHHBIX Pa0OT B XOJI€ MPAKTUKH, TAOIUIBI HCXOAHBIX JTAHHBIX M PE3yJIbTaTOB
pacueToB, rpa MKy, CXEMbl, PACCUUTAHHbIE M aHAJIU3UPYEMble TOKYMEHTHI, T'pa)K1, OCHOBHBIE
JIeNIONPOU3BOACTBEHHBIE MPOOJIEMbl, BBIBICHHbIE B XOJI€¢ NPAKTUKU, CIHMCOK H3yYEHHBIX
(MCTIONTb30BAHHBIX) HCTOYHUKOB (CHEIHMaIbHAs JUTEPATYpa, 3aKOHOAATENIbHBIE U HOPMAaTUBHBIC
MaTepuasl U JIp.);

B zakmiounrenbHOM yactm  oTueta oOyuwaromieMy —HEoOXOoAMMO B ckaTod  opme
c(hopMyIHpPOBATH OCHOBHBIE BBIBOJIBI, AaTh KOHKPETHBIE MPEUIOKEHUS M0 YIyUYIICHUIO paboThI
yupexieHus (OpraHuzaiun).

B kadecTBe npuiokeHHs K OTYETY IMPAKTUKU oOydarouuiics odopmisier rpadguueckue, ayamo-,
¢doro-, BUIEO-, MaTepHaIIbl, HATJISIHBIE 00pa3Ibl M3/ENUi, MOATBEPKAAIONINE MPAKTHIECKUI
OTIBIT, ITOJIYYEHHBIN Ha MIPaKTUKE.

K otyery oOyuaronuii JOImKEH NPUIOKUTh:
* THEBHUK ITPOU3BOJICTBEHHON MTPaKTUKH;
* aTTECTAL[MOHHBIHN JIUCT C XapaKTEPUCTUKOM Ha 00ydaromerocs.

[TpakTHyeckasi yacTh OTYETa MO MPAKTHKE BKIIOYAET IJ1aBbl U Maparpadbl B COOTBETCTBUU C
JIOTHYECKON CTPYKTYPOH M3JI0KEHHSI BBINIOJIHEHHBIX 3a/IaHUM 110 pa3Jenam Kypca.

PabGora Hajg oTYeTOM MO NPAKTHKE JOHKHA IO3BOJIUTH PYKOBOJIWUTENIO OLIEHUTh YpPOBEHBb
pa3BUTHUS CIEAYIOLUIUX OOIIKMX KOMIETEHIMH 00y4aromierocs: - OpraHu30BbIBaTh COOCTBEHHYIO
JEeSTEIbHOCTD, OMpPENEesITh METOAbl W CIOCOOBI BBIMOJHEHUS MNpo(ecCHOHANbHBIX 3aj1ad,
oleHuBaTh HUX 3((PEKTHBHOCTH M KayecTBO; - pellaTh MHpOOJIEeMbl; OLEHUBATh PHUCKH U
OpUHUMATh peIIeHUsT B HECTAHAAPTHBIX CHUTyalMsX; - HCIOJb30BaTh HH()OPMALMOHHO-
KOMMYHHUKAIIHIOHHBIC TEXHOJIOTUH JUISI COBEPIIEHCTBOBAHUS NMPO()ECCHOHAIBHON AEATEIbHOCTH;
- OBITb TOTOBBIM K CMEHE TEXHOJOTHMH B MNpPO(pECCHOHATBHON ESITEIbHOCTH; - a TaKkKe
npoeCCHOHATILHBIX KOMIIETEHIIMHA, B paMKaX OCBOCHHUS MPO(EeCCHOHAIBHOTO MOIYJS U



ycraHoBiaeHHbIX @PI'OC  CIIO 1o KOHKPETHOM CHEUMaJbHOCTH WM  NPOrpamMMon
npodecCHOHATBLHOTO MOAYJIs. [IpUIokKeHnss MOTYT COCTOSATh M3 JIOMOJHUTEIBHBIX CIIPABOYHBIX
MaTEepUajIoB, UMEIOIIUX BCIIOMOTaTeIbHOE 3HaYEHUE, HAllPUMEpP: KOMUN JOKYMEHTOB, BBIACPKEK
U3 OTUETHBIX MAaTEPUAIOB, CTATUCTHYECKUX MAHHBIX, CXEM, TaOJHIl, JUarpaMM, MpOTPaMM,
IIOJIO’KEHUH U T.II.

Tekct oTueTa M0JKEH OBITH MOATOTOBJICH C MCIOJIB30BaHHEM KoMIbioTepa B Word, pacrieuatan
Ha OJHON cropoHe Oemoit Oymarm dopmata A4 (210x297 mm). LlBer mpudra - yYepHBIH,
MEXCTPOUYHBIN MUHTEPBAJ - MOJYTOPHBIN, rapHUTypa - Times New Roman, pazmep mpudra — 14
niu 12 xerns.

[Tpu BbICTaBI€HUH UTOTOBOW OLIEHKH 10 MPAKTHUKE (3a4€Ta) YUUTHIBAIOTCS:

pe3ysbTaThl 3KCHEPTU3bl OBIAJACHHS OOy4YaroUMMHCS OOMMMH M NpPOPeCcCHOHATbHBIMU
KOMIIETEHIUSIMU;

- Ka4C€CTBO U IIOJIHOTA Oq)OpMJIeHI/ISI OTUCTHBIX JOKYMCHTOB I10 IIPAKTUKC,

- XapaKTCPpUCTHUKA C MCCTA NPOXOKACHUA MPAKTHKHU (XapaKTepI/ICTI/IKa PYKOBOOUTCIIA MMPAKTHKU
oT OpFaHI/BaL[I/II/I).



NPHJIO)KEHHUE1L

denepanpHOe Ka3¢HHOE TPoeccrHoHanbHOe 00pa30BaTEIbHOE YUPEKICHUE
"CuBepCcKui TEXHUKYM-UHTEPHAT OyXraiarepos"
MunucTepcTBa TpyJa ¥ COMATbHON 3alIUAThI
Poccniickon ®@enepanun

OTYET
O MPOU3BOJCTBEHHOM NMPAKTHUKE

no cnenmanbHocTH 46.02.01 «/lokyMeHTanmonHoe oOecrieueHre yrnpaBieHus 1
apXHBOBEJICHUE)

CrynenTa (xu) rp.

(@.11.0)

Opranusanus:

(HaI/IMCHOBaHI/IC MCCTa MMPOXOKACHUA HpaKTI/IKI/I)

PyKOBO}IHTe.TII) MPaKTUKHA

(®.1.0)

Onenka

1. CuBepckun
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denepanbHOE Ka3¢HHOE TPOo(eccrHoHanbHOE 00pa30BaTEIHLHOE YUPEIKICHUE
"CuBepCcKUl TEXHUKYM-UHTEPHAT OyXraaTepoB"
MunucTepcTBa TpyJa U COMATBLHON 3aIUAThI
Poccuniickon ®@enepanun

WHAVBUJIY AJILHOE 3AJIAHUE
HA TIPAKTUKY

Crynent

(®.11.0. nonHoe)
Bunst pabor:
1. UHCTpYKTaXK.

2.13yunts:

3.0dbopmurs :

CnenunanbHOCcTh: 46.02.01 «/lokymMeHTanmoHHOE 00ecTiedeHNE YIPABICHUS U apXHUBOBEICHUEY.

MecTto npoxoxxaeHue :

IIpenonaBaTens OT TEXHUKyMa:

(®.11.0.)

OJIEMEHTDBI CTPYKTVYPBI OTHETA

BBenenue

TeopeTnueckas 4acThb
[TpakTHueckas 4acThb

3aKIIoucHUe

CnHCOK UCTIOJIb3YyEeMOU JTUTEPATYPBI

CryneHt

(®.1.0.)
[IpenonaBarens

(®.1,0,)



XapaKTepucTHKA - OT3bIB
0 NPOXOKACHUH NPOU3BOJICTBEHHON NMPAKTHUKHU
o0yuawierocst
DKIIOY «CTUBb» Muntpyaa Poccuu

OO0y4arommiicst
(DHUO cmyoenma) Ne kypca/epynnot
POXOJWJ MMPAKTHKY B
HA36aHUE YYPENCOCHUs.
3a mepuoj MPOXOXKICHHS TMPAKTUKA OOYYAIOIIUHUCS TMOCETHII ITHEW, U3 HHUX IO
YBKHUTEILHO TPUYUHE OTCYTCTBOBAJ JTHEH, MPOIyCKH 0e3 YBaXHTEIbHOH NpPUYHHE

COCTaBWJIHN JTHEMN.

OOyuarommiicss coOironan/He coONoaan TPYIOBYIO IUCHUILIMHY W /WU TIpaBWia TEXHHUKH
0€30MacCHOCTH.

3a BpeMsl IPOXOXKICHHS MPAKTUKKA TOKAa3all, 91O
(noouepkHymv HyHCHOE) @®UO obyuarowezocs

- yMeeT/He yMeeT IUIaHUPOBaTh U OPraHU30BBIBATH COOCTBEHHYIO JESTEIbHOCTb, CIOCOOEH/HE
CHoco0eH HaJla)KMBaTh B3aMMOOTHOIICHUS C APYTUMH COTPYIHUKAMH, UMEET/HE UMEET XOPOIIni
YPOBEHbB KyJIbTYDPbI IIOBEJICHUS,

- yMeeT/He yMeeT paboTaTh B KOMaH/I€, BHICOKas/HU3Kasl CTENEHb C(OPMUPOBAHHOCTH YMEHUN B
npoeCCUOHATILHOM 1eATEIEHOCTH.

B oTHO1IEHNY BBINIOJIHEHUS TPYAOBBIX 33JaHUI MPOSIBUII ce0s1

B pamkax panpHeifmero oOydeHHS W TIPOXOXKACHUS TPAKTHKH OOydaromeMycsi MOKHO

MOPEKOMEHI0BATh:

Ornenka

Honocnocms nacmagnuxa/Kkypamopa noonucs H.0. Pamunus

M.IL



denepanbHOE Ka3éHHOE MpodeccrnoHalbHOE 00pa30BaTEIbHOE YUPEIKICHHE
"CuBepCKHil TEXHUKYM-UHTEpPHAT OyXTraiTepoB"
MuHuCcTEpCTBA TPYa U COUUAIBHOM 3aIUTHI
Poccuiickoit deneparuun

JHEBHHUK
O MPOMU3BOJCTBEHHOM IMPAKTUKE

cnenuanbHOCTh 46.02.01 «/lokyMeHTarmoHHOE 00ecTieYeHnE YIIPAaBICHHS U apXUBOBEICHUE

OO0yuarorierocs

Gamunus, 1.0., HoMep rpynmsl

PykoBoauTens NpakTHUKH:

Damunus, 1.0.

Kypatop mpakrtuku:

Damunas, 1.0.

1. CuBepckuit
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JAHeBHUK

Jlata

Onucanue eskeJHeBHOH padoThI

Onenka
padoThI

IMoanucek
PYKOBOIUTEJISA
NMPAKTUKHA

HOI[HI/ICB PYKOBOIUTCIIA IIPAKTUKHU




PELLEH3USA

Pabotel 110 npouszeodcmeennou npakmuke Ino npogunio cneyuanvrocmu npohecCHOHATEHOTO
monyist [IM.OO....

OO6yuaromierocs

04[]
BrimonHena B cooTBETCTBUE ¢ IpeabsaBisieMbiMu TpeboBanusamu OI'OC.

[Ipu npoX0KIeHUN MPAKTUKK , O0yYaroIIMiCs IMoKa3al (a) 3HaHUsI U YMEHUs, U YCBOCHUE
yuebHoro marepuana o I[IM.00.........

IIpu BeimosniHenun 3azanuii no IIM.OO...... CTYHCHT IIPOSIBUII

Co cTy1IeHTOM MTPOBOAUIUCH / (HOPMBI KOHCYJIBTAITU/

B nenom nociie mpoBeaeHHOM paboThI cTyeHT oBiaaen ooummu ( 01-09) u
npoeCcCHOHANBHBIMU( .............. ) KOMIIETEHITUSMH MPETBIBISIEMBbIE K U3YUEHUIO
[IM.00......... B ®I'OC CIIO.

Ounenka mo pedyJbTaTam:

[Ipenonasatens OVY: / /




ATTECTAIIMOHHBIN JIUCT

C®OPMUPOBAHHOCTH MPO®ECCUOHAJBHBIX KOMIIETEHIIUIA
Ilo yuebHot npaxmuxe Ino npogunto cneyuarvrocmu NpodecCHOHaTBLHOTO MOIYJIS

IIM. 02. Opranusanusi apXuBHOHM U CNIPABOYHO-HH(POPMANMOHHOI padoThI 1O

AOKYMEHTaAM Opranmsanuu

OO6yuaromierocs
Hassanue I1K OneHka

IIK 2.1 OcymecTBiasiTh KOMIUIEKTOBAHUE AapPXUBHBIMH J€JaMU
(TOKyMEHTaMH) apXuBa OpraHu3aluu.

[1IK 2.2 BecTu y4yeT apXUBHBIX €] (JOKYMEHTOB), B TOM YHCJIE C
MCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

[1K 2.3 Ocy1iecTBasTh XpaHEHHE apXUBHBIX /1€ (JJOKYMEHTOB) C
IIOCTOSIHHBIM CPOKOM XPAaHEHHs M IO JIMYHOMY COCTaBy B apXHBE
OpraHu3aIHH.

IIK 2.4 OcymecTBiasaTh XpaHEHHE, KOMIUIEKTOBAHHME, y4YeT M
MCIIOJIb30BaHUE /1] (JIOKYMEHTOB) BPEMEHHOTO XPaHEHHUSL.

I[IK 2.5 OcyuecTBiasaTh XpaHEHHE, KOMIUIEKTOBAHHME, y4YeT M
UCIIOJIb30BaHUE JIeJ1 (JIOKYMEHTOB) BPEMEHHOI'O XPaHEHHMSL.
PykoBoauTenb MpakTHKH / /

ML.IIL.




IMAMSTKA
o0yuyawuiemMycs, yObIBalomeMy Ha NPAKTHKY
INEPEJ HAYAJIOM ITPAKTUKH

1. OGyuaromuiics nepea HayaJIoM NPAKTUKK 00s3aH MPUHATH YYacTHE B OPraHU3alMOHHOM
cOOpaHuM 10 MPaKTHUKE.

2. TlomyuyuTh THEBHHK, IPOTPAMMY MPAKTHKH U HAIPABJICHUE HA TPAKTHUKY.

3. 3amnosHUTh B TEYEHUE COOpAHHS O] PyKOBOACTBOM PYKOBOJAUTEIS IPAKTUKU OT
y4eOHOTr0 3aBE/IeHHUs COOTBETCTBYIOIINE Pa3/esibl JHEBHUKA.

4. BBISICHUTD aJpec U MapuIpyT CJIEA0BaHUS K MECTY IIPAKTUKU U JTOJPKHOCTHBIX JIUL] MU
noJpasiesieHue, K KOTOPOMY JO0JKEH 0OpaTUTHCS 1O MPUOBITHIO HA MPAKTHKY.

5. Hmets mipu cebe TOKyMEHTHI, MOATBEPKAAIOIINE TUUYHOCTD, A1 OPOPMIICHHUS JOMYCKa K
MECTYy MPAKTUKH.

6. B ciyuae oTkaza B opopMiIeHHH HA IPAKTUKY (110 JFOOBIM CIIOPHBIM BOIIPOCAM)
HEMEJICHHO CBS3aThCS C PYKOBOJICTBOM MPAKTUKU OT TEXHUKYMa

TP OPOPMJIEHUU HA PABOYEE MECTO

1. M3yuuTh UHCTPYKIHIO U TOJYYHUTh 3a4€T M0 TEXHUKE 0€30MaCHOCTH H MOKapHOM
0€30MacHOCTH, 3aM0JHUTh COOTBETCTBYIOIIMM pa3ziels JHEBHUKA 1 pacIICcaThCs B
JKypHaJIe Mo TeXHUKE 0€30MaCHOCTH M0 MECTY MPAKTUKH.

2. Bectn CXKCIHCBHBIC 3aIIMCH B JTHCBHHUKC B COOTBCTCTBUU C MMaMSTKOM.
3. E)KCH@I[GHBHO NOATHNCBIBATE JTHEBHUK Y PYKOBOJAUTCIIA 110 MECTY HAXOXICHUS IPAKTHUKH.

4. TlocTOSIHHO UMETh JHCBHHK Ha pa60qu MCECTC U MPECABABIATL €TO IJIA IIPOBCPKU
OTBCTCTBCHHBIM JIMIIaM.

5. BEBINOJHATE HUHAUBUAYAJIBHBIC 3aIaHH 11O KOHTPOJICEM pYKOBOHHTeHCﬁ IPaKTUKH OT
MMpECaApuiATUs U yqeGHoro 3aBCICHHA.

6. ITocemats KOHCYJIbTAllUH, ITPOBOJAUMBIC PYKOBOJUTCIICM IIPAKTUKH OT yqe6H0ro
3aBCACHUS.

7. Ctporo coOmoaaTh TPYAOBYIO JUCIUIUTHMHY, ITpaBUjIa TEXHUKH O€30TIaCHOCTH,
MOXKapHOW 0E30MaCHOCTH, IPOU3BOJICTBCHHON CAHUTAPHH.

8. BpImoNHATH TpeOOBaHUS BHYTPEHHETO PaCIOpsIKa MPEANPUATHS (OpTraHU3AIIHH ).



9. C pasperieHus: pyKOBOAUTEINS MPAKTUKU OT IPEANPHUATHS yIaCTBOBATH B
IIPOU3BOJCTBEHHBIX COBEIAHUAX, IUIAHEPKAX U APYTUX aIMUHUCTPATUBHBIX
MEPONPHUATHSIX.

ITO OKOHYAHUMH ITPAKTUKH

1. HpCIILﬂBI/ITB JHCBHHUK, PYKOBOAUTECIIO IIPAKTHKHU I10 MECTY ITPOXOXKACHUA ITPAKTUKH,
3aBCPUTH MMOAIIHUCAMU U II€YATAMHU BCE COOTBETCTBYIOIUE pa3aCiibl.

2. 3aBepuTh MOANMUCIMH U TICUYATIMU XapaKTEPUCTHKY.

3. TlpuOwiTh B yueOHOE 3aBE/ICHUE U CIaTh THEBHUK U XapaKTEPUCTHKY PYKOBOIUTEIIO
MIPAKTHKH.



