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IlporpaMma MpaKTHKHA pa3pabOTaHa B COOTBETCTBMM € (DeepanbHBIM TOCYNapCTBEHHBIM
06pa3oBaTe/IbHIM CTAHJAPTOM BBICHIETO 00Opa3’0OBaHMS IO HANPABJICHHIO IOArOTOBKH 46.03.02
JIOKyMEHTOBEICHHE M apXMBOBEJICHHE, YTBEPXKICHHEM [Ipukasom MunoGpHayku Poccun oT No
1343 or 29.10.2020, y4eOHBIM IUIAaHOM, OJOOPEHHBIM Y4EOHO-METOIMYECKHM COBETOM
yausepcuTera (3acenanne YMC ot 27.02.2024, nporoxos Ne 03).
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PykoBomurens OITOI,
3aB. kadenpoi TNud,
KaHJI. HCTOpUY. HayK, JOLEHT A. H. KycTeines




AHHOTAIMSA NPOrPaMMbl NPAKTUKH y4eOHOH (110 TexHoaoruu JJOY)

1. Heab yueOHoit (mo Texnosornu /JJOY) mpakTuku - 3HAKOMCTBO C pealbHOU
MpakTU4ecKOW paboTOM  opraHu3any; U3y4eHHEe W aHaIM3 aJMHUHUCTPATUBHOM U
MIPOU3BOJICTBEHHOU JCSITEILHOCTA OpraHu3auy, GyHKIUN yIIpaBiICHHS

2. 3axauyu y4eOHOI NMPaKTHKU:

— 3aKpeIUIeHUE 3HAaHUH, TOJyYEHHBIX IPH IPoXoKAeHnu qucuuiuing [Tpaktukym «Pabora
B cekperapuare», «MEHEIKMEHT opraHuzanun», «JlokymenroBenenuey; OpraHuzanus u
texnonorus JOVY»;

— —HM3yuYeHHE OPraHU3allMOHHON CTPYKTYPhl OpPraHM3alUd KakK OO0BEKTa YIpaBJICHUS,
NPEeCTaBICHNE OPTaHU3AIMOHHBIX CTPYKTYP B BUJE CXEM;

— a”Hamu3  (QyHKOMM  opraHu3alMM, €ro  HoJpa3elieHUi; IpeCTaBIeHUE
(YHKIMOHATIBHBIX CTPYKTYP B BUJIEC CXEM;

— HU3y4YeHHME CYUIECTBYIOIMX B OpraHU3alMd JOKYMEHTOIOTOKOB U  BBISBICHHE
BHEIIIHUX U BHYTPEHHUX CBsI3€il penpusaTus;

— HW3y4YeHHE CHUCTEM JOKYMEHTAIUH;

— HW3y4YeHHE HMMEIOMIMXCS Ha MPEIUpUATHH WH(OPMAIMOHHBIX CHUCTEM M TEXHOJIOTHH,
cpeacTB coopa, 00paboTKHU U nepenadn nHpopMaum,

— 3HaKOMCTBO C BOIPOCaMU TE€XHHMKHM O€30IaCHOCTH M OXpaHbl OKpYXarollel cpelibl;

— MOJrOTOBKA M CHCTEMaTHU3allisl HEOOXOIUMbIX MaTe€pHajOB JJIS BHIIOJIHEHUS OTYETOB
U cOopa TaHHBIX Il KyPCOBBIX padoT.

— TpaKTUYeCKas TOJArOTOBKAa CTYACHTOB K W3YYCHUIO OCHOBHBIX CHEIHAIbHBIX
JUCLUIUIMH.

3. Bua npakTuku, cnoco6, popma ((popmMbI) 1 MeCTO €€ MpoBeaeHHsI

VYyeOHnas npaktuka (1o rexsHosoruu JJOVY) sBisercs 4acTbio OCHOBHOM 00pa30BaTeIbHON
IIPOrpaMMBbI ITIOATOTOBKH CTYAEHTOB I10 HAIIPABJIEHUIO MOAr0TOBKH 46.03.02 JlokymeHTOBEIEHUE
u apxuBoBeneHue. [lpakTuka peanmusyercs Ha 3 Kypce OYHO-3a04HOM (opMbl OOyueHus
dakynbTeTa OKOHOMHUKHM, YIOpaBICHHs M HMH(DOPMAIMOHHBIX TEXHOJOTHH  Kadenpoi
JIOKYMEHTOBE/ICHU S, UCTOPUU U pustocoduu.

®dopma npoBeneHNs PAKTUKN — TUCKPETHAS.

VYyeOnas (o texnosoruu J10Y) npakTruka NpoBOJUTCS B OPraHU3aLUAX B COOTBETCTBUU
C JIOroBOpamMH 00 OpraHM3aLMU U MPOBEACHUHU NMPAKTUKU oOydarouuxcs. CriocoObl mpoBeeHUs
yueOHO! MPaKTUKU — BbI€3/IHAs, CTallHOHAPHAS.

JUis U1 ¢ OrpaHUYEHHBIMH BO3MOXKHOCTSMHU 370POBBSI BBHIOOP MECT MPOXOXKAECHUS
MPAKTHK JOJKEH YUYUTBIBATH COCTOSIHUE 3/J0POBbS U TPEOOBAHUS IO JOCTYITHOCTH.



1. IEPEYEHD IINTAHUPYEMBIX PE3YJIbTATOB OBYUEHMUS ITPU
IMPOXOXIEHHNU ITPAKTUKHU

Kareropus Kon u HaumenoBanue
WHankaTOpBl ZOCTHKEHUS KOMITCTCHIINN
KOMIIETeHIIUU KOMITETEHIHU
[Mpodeccuonansusle (ITK)

TexHonmoruueckas IK-1 - CrniocobeH | 3namp: cocTaB, NpaBUIa U HOPSIOK COCTABICHUS U
pa3pabaTbiBaTh ¥ BHEAPATH | OQOPMIICHUS JIOKAJBHBIX HOPMATHUBHBIX aKTOB
JIOKAJIbHBIC HOPMaTHBHBIE | OpraHH3aLUH 1o JIOKYMEHTAI[UOHHOMY
aKThl B 00JIaCTH YHpaBJICHUS | 00ECIIEUEHUIO.

JIOKYMEHTaMU OpraHu3aluu Ymemsp:  anamusupoBath, pazpabarbiBaTh = H
oopMIIATH JIOKAJIbHBIE HOPMATHBHBIE aKTHI IO
JIOKYMEHTAIIMOHHOMY 00eCTICUeHHIO.

Opraan3annoHHO- IK-2 - CriocobeH | 3namp: ipaBUia COCTaBICHUS U 00IIHE TPeOOBAHU

yIpaBieHYIecKast OpTraHHU30BaTh K 0()OPMIICHHIO pa3IMYHBIX BHIOB YIPaBICHUCCKIX
JIOKYMEHTHPOBaHHE JTOKYMEHTOB, TTOPSAOK (YHKINOHUPOBAHHSA
JIESTETPHOCTH B OPTaHU3AINK | WHPOPMAMOHHBIX CHCTEM JOKYMCHTAIIHOHHOTO

00ecTieueHHS yTIPaBIICHS.

Ymems: cocTaBnATh 1 0QOPMIIATE pa3THYHBIC BHIBI
YIpaBICHYECKUX JIOKYMEHTOB, MPUMEHSTH
KOHKpPETHBIC BHJIBl IOKYMEHTOB [UI pealu3aluu
GbyHKIMH ynpaBieHus,, pa3padaThiBaTh CTaHIAPTHI
JIOKYMEHTHPOBAHUsI yIPaBIEHUYECKOI! NesITeIbHOCTH
u TpeOoBaHMis K HH(POpPMAILMM, BKJIIOYaeMOW B
JIOKYMEHTHI OpTaHU3aIIH.

TexHonmornueckas [1K-4 - CrocobeH | 3Hamsp: TPUHIWUIEI W METOOBl OCYIICCTBICHUS
OCYIIECTBIIITH ~ PabOTBI 1O | padOTBl IO TPOCKTHPOBAHMIO U  BHEAPCHHIO
MIPOCKTHPOBAHUIO, BHEIPEHUIO | CHCTEMBI AIIEKTPOHHOTO JOKYMEHTO000pOTa B chepe
u Pa3BUTHIO CHUCTEMBI | JOKYMCHTAIIIOHHOTO YIIPaBJICHUS OPTaHU3aIHH.
3JIEKTPOHHOTO Ymems: OCYILECTBIISATH paboThI o
JIOKYMEHT0000pOTa MPOCKTHPOBAHMUIO W BHEAPCHHIO  CHCTEMEI

JNIEKTPOHHOTO  JIOKyMeHToobopoTta B  cdepe
JIOKYMEHTAIIHOHHOT'O YIIPABIICHHUS OPTaHU3aIIH.

TexHonornueckas IK-5 - CrocobOeH | 3namp: TeopeTHYECKyl0 0a3sy u OCOOCHHOCTH
OCYULIECTBJISATh OpraHu3aIy HHOOPMAIIMOHHO-CIIPABOYHOHN pabOTHI
HHPOPMALMOHHO- C IOKyMEHTaMH{ OpTraHU3aIHH.

CIPaBOYHYIO paboty c | Ymemp: TpUMEHATh Ha NPAKTHUKE TEOPETHUECKYIO

JIOKYMEHTaMH OpraHu3alun 6a3y U OCYILECTBIIATH OpraHU3aIHIO
HHPOPMAIMOHHO-CIIPABOYHON paboThI c
JIOKYMEHTaMHU OpraHu3aIUH, paboTtats c
HUCTOYHUKAMU WHGOpPMAIIMA ¥ CTPYKTYPHPOBATh
HHPOPMAIHIO.

TexHonmornueckas [1K-6 - CrocobeH | 3nams: TPUHINTIBL ¥ METOBI KOHTPOJIS IIpoIiecca 1
OCYILIECTBIIAATh KOHTPOJIb | CPOKOB UCIIOJIHCHHS JOKYMEHTOB B OpTaHU3AIIH.
mporiecca " CPOKOB | Ymems: IpUMEHATH NIPUHLUIIBI K METOIBI KOHTPOJIS
UCTIONIHEHUSI JOKYMEHTOB B | IpOILIECCA M CPOKOB HCIIONHEHHUS JOKYMEHTOB B
OpraHu3aIH OpTaHU3aIHH.

Opraan3anoHHO- IK-7 - CriocobeH | 3namep: TPUHIMIBI W METOIBI  OpTaHM3AIUN

yrpaBieHYIecKas OpraHU30BaTh XpaHEHHE | OTEPATUBHOTO XPAHEHHUS JTOKYMEHTOB M Ieperadu
JIOKYMEHTOB B OPTaHU3AIMH U | A€ I MOCIEAYIOMEero XpaHeHNSI.
nepegady el Ha apXuBHOE | Ymemp: TIPUMEHSATh MPHUHIUIBI W METOMBI
XpaHeHHe OpraHM3aIiK OIIEPATUBHOIO XPAaHEHUs JTOKYMEHTOB

U Nepeslauu Ael Ui NOCHeYIOUEero XpaHeHusl.

Jena;

ITo okoHYaHUM TPOXOXKACHUS yueOHOH mpakTuku (1o TexHoioruu JJOVY) obyuaromuiics
JIOJDKEH JI0CTUYb CIIETYIOIUE Pe3yabTaThl 00yUEHUS:

3HAMb.

—TCOPETHIYCCKUEC OCHOBLI B obnactu JOKYMCHTOBCACHUA, apXHUBOBCIACHHUA W APXUBHOI'O




—COBpEMEHHBIC  CHCTEMbl  MHGOPMAIMOHHOTO W  TEXHUYECKOro  oOecreueHus
JIOKYMEHTAITMOHHOTO 00eCIIeUeHUs YIPABJICHHS U YIIPaBICHUS apXHUBaAMU;

—TpaBUia OPTaHU3aIUU BCEX ATAMOB PaOOTHI C JOKYMEHTaMH, B TOM YHCIIE apXUBHBIMHU
JIOKyMEHTaMu

—IPUHIUIIBI U CIIOCOOBI pa3pabOTKH JIOKAJbHBIX HOPMATHBHBIX aKTOB M HOPMAaTHBHO-
METOJMYECKUX JTOKYMEHTOB IO BEJACHHIO MH(OPMAIMOHHO-TOKYMEHTAIIMOHHOTO O0ecreueHus
YIOpaBJICHUS U aQpXUBHOTO JI€J1a;

—IPUHIUIBI ¥ METOJBI YIOPSAOYEHUS COCTaBa JIOKYMEHTOB M HH(POPMAIIMOHHBIX
roKa3areJieit;

—TpPUHIUIB  OPTaHM3AIMA  APXUBHBIX CIY)KO JOKYMEHTAI[MOHHOTO OOECIeYeHUS
YIOPaBJICHUS U aQpXUBHOTO XpaHEHUsI JOKYMEHTOB B OpraHU3aIIMIX;

—METO/Ibl TIPOBEACHHUS aHajdu3a OpraHW3alldd JIOKYMEHTAIIMOHHOTO 00eCIeueHus
YIPaBJICHUS U APXUBHOTO XPAHEHUS IOKYMEHTOB B KOHKPETHOW OpraHu3aluu;

ymems:

—IPUMEHSTh MCCIIEI0BATEILCKUE METOJbl MPH PEIICHUU MPAKTUKO-OPUEHTHUPOBAHHBIX
3aaHUI;

—HCIOJIb30BaTh 3HAHUS O COBPEMEHHBIX CHCTEMax WH(OPMAIMOHHOTO U TEXHHUYECKOTO
oOecrieyeHHs TOKYMEHTAllMOHHOTO OOecredyeHus YIpaBlIeHUS W YIOpPaBICHUS apXMBaMU Ha
MIPaKTHUKE;

—IPUMEHATH MpaBUiia OpPraHU3allMy BCEX JTANOB padOThI C JTOKYMEHTaMH, B TOM YHCIE
ApXHUBHBIMH JIOKYMEHTaMU;

—HCIOJIb30BATh HA MPAKTUKE MPUHIIUIIBI U CIOCOOBI pa3pabOTKH JIOKAIbHBIX HOPMATHUBHBIX
AKTOB W  HOPMATHBHO-METOAMYECKHX JIOKYMEHTOB II0 BEIACHHIO HH(OPMAIIMOHHO-
JIOKYMEHTAIMOHHOTO 00eCIIeUeHHs YIPABICHUS H apXUBHOTO JIeNia;

—IpPUMEHATh TNPUHUUIBI W METOABl  YIOPSATOYECHHS COCTaBa JOKYMEHTOB U
MH(OPMaLMOHHBIX [TOKa3aTeNel;

—MNpPUMEHATh TNPUHIMIBl  OpPraHU3allMd  apXUBHBIX  CIHYXKO0 JOKYMEHTAI[MOHHOTO
oOecrieueHns ypaBlIeHUs U ApXUBHOTO XpaHEHUs JOKYMEHTOB B OpraHU3allusX;

—TPUMEHSATh METOIBl TPOBEACHUS aHaJIM3a OpraHM3alud  JOKYMEHTAI[HOHHOTO
oOecrieueHus ypaBiIeHUS U apXUBHOTO XpaHEHUs JOKYMEHTOB B KOHKPETHOW OpraHHU3aIii;

2. MECTO YYEBHOM MPAKTUKH (IO TEXHOJIOTUH JIOY)
B CTPYKTYPE OOIl BO

VYuebnas npaktuka (mo texHosoruu JOVY) Bxoaut B OGnok 2 «IIpaktuka» B cocrase
y4eOHOro IJaHa OCHOBHOM OOpa30BaTEeNbHONW IPOrpaMMbl IO HANPABICHUIO MOJArOTOBKH
46.03.02 JlokyMeHTOBEEHHE U apXUBOBeJeHHE, NMpodpuiab «J{oKyMeHTallMOHHOE obecreueHue
yhpaBiaeHUs», KBanupukanus: 0akaaasp.

VYuebnas mnpaktuka (mo texHosorun JIOY) OGasupyercs Ha 3HAHUM CIEAYIOIIMX
mucuuiuivH: - Ilpaktukym «Pabora B cekperapuare», «MEHEKMEHT OpraHU3alUny,
«/loxkymeHnroBenenue»; «Opranuzanus u Texonorus JOV».

3. OBBEM INIPAKTHUKMU B 3AUYETHBIX EJUHULIAX U EE
HPOJOJIKUTEJIBHOCTD

[IponomxurensHOCTh YueOHOM nmpakTuku (1o TexHoxoruu JJOY) cocrapnser 4 Henenw,
216 yacos, 6 3.€., COTJIaCHO Y4eOHOMY TUTaHY.
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4. COAEP)KAHUE IMNPAKTUKHU

Ne T — Conepxanme Tpynoemkocts | DOpMBI TEKYLIETO
(B Hacax) KOHTPOJIS

1 [ToaroroBUTENBHBIA O3HaKOMIICHHUE [¢ LEIAMUA 34 CobecenoBanne
OpTaHM3alNH, YUpEAUTENBHBIMU
JOKyMEHTaMH, CTPYKTYpOI
yIpaBIeHUs, ¢$yHKIUSIMI
TI0JIpa3/IeeHAH, JIOJDKHOCTHBIMH
HMHCTPYKIMSMH.

2 OcHoBHOH — HWsyuenue CUCTEMBI 126 CaMOKOHTPOITh
JIETIONPOU3BOJICTBA.

— H3ydeHue pabounx MecT,
HEMOCPEJCTBEHHO  CBSI3aHHBIX  C
ynpasyenuem J[0OVY.

— H3yuenme  CylmecTByWOIIMX B
OpTaHM3aINA JIOKYMEHTOIIOTOKOB,
BBIABIICHHE BHEUIHUX M BHYTPEHHHUX
CBSI3eH IPENIPUSATHS.

— U3yuenne HNMEIOIINXCS Ha
MIPEANIPUATHN  MHOOPMAIIMOHHBIX, B
T.4. CHCTEM M TEXHOJOTHWH, CpEeICTB
coopa, o00OpabOTKH, XpaHEHUS U
nepeaayn HHGoOpMaIuu.

— 3HaKOMCTBO C BOTIPOCAMHU TEXHUKHU
0€30I1aCHOCTH M OXPaHBI OKPYKAIOIIEH
Cpeibl.

3 3aKITFOYHUTENBHBII -  Awnanus HMH(POPMAIHOHHBIX 56 3amuTa oTUeTa
cucreM u texHosioruu JOVY.

—  BrisBienue ponn u
3¢ PEKTHBHOCTH cUCTEM A0y
TIPEATIPUATHS, B T.4 SIEKTPOHHBIX.

—  TloarotoBka M cucremaru3aims
MaTepHaJIoB,  HEOOXOAMMBIX  JUIA
HalMCaHWsl ~ OT4YeTa  HWHAIMCaHHE
OT4YeTa.

HUTOI'O 216 3auer c oneHkoii

[IpakTuka opraHu3yeTcs U MPOBOJUTCS B MOJTHOM COOTBETCTBHUHU C YTBEPKACHHBIM YUE€OHBIM
r1aHoM. Be10op 6a3bl IPaKTHKU OCYLIECTBISIETCS 00YJaAIOIIMMCS 110 COTIACOBAHUIO ¢ Kadeapoil.

baza mpoxoskaeHus: MpakTHKU M 3aKperyieHHe PYKOBOAWTENS MPAKTHKH OCYLIECTBIISETCS
npukasoM o YI'TY.

[Ipu onpenenenry MECT MPAKTUKHU J11 UHBAJIUIOB U JIUI] C OTPAaHUYEHHBIMU BO3MOKHOCTSIMU
3I0pOBbsI HEOOXOJMMO 00SI3aTENIbHO YYUTHIBATh PEKOMEHJALNHN MEIUKO-COLMAIbHON 3KCIEPTU3HI,
OTpaXEHHbIE B HMHIUBHUIyaJIbHOW TMporpamMMme peaOWIUTalUui HWHBAJIMIA, OTHOCHUTEIILHO
PEKOMEHIOBAaHHBIX YCIIOBUI U BUJIOB TPY/Ia.



5. ®POPMA OTYHETHOCTHU 110 IPAKTUKE

[IpakTHKa MPOBOAMTCS B COOTBETCTBHM C JOrOBOpaMH OO0 OpraHM3ALUHU U MPOBEACHUU
HPAaKTUKU 00yYaroIUXCs.

[Tpuem oT4eTOB 1O Y4eOHON MPAKTHUKE MPOBOAUTCS 10 OKOHYAHUH ITPAKTHKH.

ITrceMeHHBIHM OTYET O MPOXOKAECHUN ITPAKTHKU 10JDKEH COAEPKATh CIIEAYIOLHE JaHHbIE:

1. xparkas XapakTepUCTUKa MPEANPHUATHUS, €r0 CTPYKTYpa, PYHKIUHN MOJpa3/eIeHuil,
OCHOBHBIC HAIIPABJICHUS JESTEIbHOCTH;

2. XapaKTepUCTHKA YIMPaBICHUECKOW CTPYKTYPBl OpraHU3aIUH, OTPEICIICHNE HATNIHS 1
MECTO B CTPYKTyp€ OpraHu3allM MOApa3JelieHHs, 3aHUMAIOLIErocs JIOKYMEHTAl[HOHHBIM
o0ecrieyeHreM yrpaBleHUsl, cenn(uKy ero padoTsl;

3. XapaKTepUCTHKAa OCHOBHBIX CUCTEM JOKYMEHTALUHU, 00pa3yroIuecs B JeITeIbHOCTH
OpraHM3alH, BUJIbl TOKYMEHTOB, BXO/SIIUX B 3TU CUCTEMBI;

4. XapakTepucTHKa JOKYMEHTOOOOpOTa OpraHu3alMH, OCOOEHHOCTH MPOXOKICHUS
OCHOBHBIX 3TaroB JOKYMEHTO000pOTA.

OTuéT 0 NPOXOXKIEHUU TMPAKTHKH JOJDKEH COCTaBIATHCA OOydarolMMcs 10 Mepe
POXOXKICHHS KaXI0TO0 3Tana (pasjena) MpakTHKU 1 0(OPMIIATECS COTIIACHO HIKEH3JI0KEHHBIM
TpeOOBAHUSM.

TpeboBanus kK 0HOPMIICHUIO TEKCTa OTYETA IO MTPAKTUKE.

Texct oTueTa o NpakTUKe JOJKEH ObITh IPE/ICTaBIIEH B MAIIMHONIMCHOM BUIE (Ha HCYeH
Oymare pasmepoMm A4 yepes 1,5 uarepBana, ¢ momasimu: npasoe — 10 MM, BepxHee u HuxHee — 20
MM, JieBoe — 30 MM.

[Tpu Habope TekcTa Ha KOMITbIOTEpE HEOOXOMMO MCTIONIb30BaTh OCHOBHOM mpudT «Times
New Romany, BelpaBHHBaHME a03ala MO IIUPUHE, aBTOMAaTHUYECKYIO PACCTAHOBKY IEPEHOCOB
cioB. L[Ber mpudTa momkeH OBITh YEPHBIM, BBICOTa OYKB, HU(P U APYTrUX 3HAKOB - KErib 14.
[TonyxupHblil WIpUdT HE MpUMEHseTcs. 3aroJoBKH TaOJMll, AMAarpaMM U PUCYHKOB I€4YaTaTh
4yepe3 oMH UHTepBall. AO3alHbIA OTCTYII paBeH 5 OYKBEHHBIM 3HAKaM, Me4aTaTh HEOOXOIMMO C
IeCTOro OYKBEHHOTO 3HaKa (OTCTYI MepBoi cTpoku — 1,27 cm).

O6béM otuera no mpakThke 12 - 25 crpanun. KayecTBo HameyaTaHHOTO TeKCTa U
odopmIeHHs WITIOCTpaluid, Tabaul, pacnedaTok ¢ [I9BM nomkHO y10BIE€TBOPATH TPEOOBAHUIO
UX YETKOTO BOCIIPOU3BEICHUS.

daMuinny, Ha3BaHHUsI SKOHOMUYECKHUX CYOBEKTOB M Ipyrue MMEHa COOCTBEHHBIE B OTUETE
0 TpPaKTHUKE NPHUBOJAT Ha f3bIKE OpUTHHaia. Jlomyckaercs TpaHCIUTEPUPOBAaThH HMMEHA
COOCTBEHHBIE U IPUBOJUTH HA3BaHUS SKOHOMUYECKUX CYOBEKTOB B IIEPEBO/JIE HA A3bIK OTYETA 110
IIpPaKTHKE ¢ 100aBIeHUEM (IIPH MIEPBOM YIIOMMHAHUN) OPUTUHAIBHOTO HAa3BaHMUS.

Ecnu ctpanHuna Tekcra oTyeTa MO MPaKTHUKE HE IMOJHOCTBIO 3aHsATa TaOMuIed HIu
WUTIOCTpalle, TO Ha Hel pa3MellaloT, KPOME TOro, COOTBETCTBYIOIIEE KOJIMYECTBO CTPOK
TEKCTa, PAcHoaraeMoro 3a Tabiuiei il WUTIOCTPaIeH.

HaumeHnoBanust cTpyKTypHbIX 37eMeHTOB oTdyeta mno mnpaktuke «COJJEPXAHUE»,
«TPUJIOXKEHHUE) cnyxaT 3aroloBKaMH CTPYKTYPHBIX DJJIEMEHTOB OTYETa IO IPaKTHUKE.
3aroyioBKM CTPYKTYPHBIX 3JIEMEHTOB HEOOXOJUMO pacrojiaratb B cepe/liHe CTPOKH 0€3 TOUKU B
KOHIIE U IeYyaTaTh NPONUCHBIMU OyKBaMHU, HE MOTUEPKUBAasI.

OcHOBHasl 4acThb OTYETa MO MPAKTUKE MOXKET AENUThCA Ha pasJienbl, MOApa3ieiabl U
nyHKTHL. [TyHKTBI, Ipu HEOOXOUMOCTH, MOTYT AEIUTHCA Ha MOANYHKTHIL. [Ipu neneHnun Tekcra
oTyeTa MO MPAKTUKE Ha MYyHKThl U MOAIMYHKTH HEOOXOAMMO, YTOOBI KaXKABIH MYHKT COJEpKal
3aKOHYEHHYI0 HHpopMannio. HanmMeHOBaHUS MOAMYHKTOB, KaK U TEKCT, I€YaTaIOTCs CTPOYHBIMU
OyKBaMH.

dopma UTOTOBOTO KOHTPOJIS IO NMPAKTUKE — 3a4€T C OLIEHKOM.

He npenocraBnenue otyera, Kak ¥ OJy4eHHE HEYTOBIETBOPUTEIHLHOM OLIEHKU 10 UTOTaM
NPAaKTUKUA SIBISICTCS HEBBIIOJHEHHEM MPOrpaMMbl OOYYEHHs, CUMTAETCs aKaJAeMUYecKOi
3aJJ0JKEHHOCTBIO, KOTOPYIO HEOOXOJMMO JIMKBUIUPOBATH [UIsl TOJYy4YEHHUS [OIMYyCKa K
IIPOXOKACHUIO UTOTOBOM aTTECTALUH.



PykoBOJCTBO M KOHTPOJIb HAJ MPOXOKIACHUEM MPAKTHUKU BO3JIAraeTcsl Ha PyKOBOIAUTEIS
NPAaKTUKK, Ha3HAYeHHOTro Kadenpoi. PykoBoauTenb MNpakTUKKW OT Kadeaphbl BBIIOIHSIET
cnenyromue GyHKIUU:

— YCTaHaBJIMBAIOT CBA3b C PYKOBOAUTEISIMH MPAKTUKH OT OpraHU3allid, COBMECTHO C
HUMU COCTaBIISIOT pab0UyIO MPOTrpaMMYy ITPOBEICHUS TPAKTUKU, COCTABIICHUS OT3bIBA, HAITMCAHUS
Y 3alIUThl OTYETA 10 MPAKTUKE;

— pa3pabaThIBAIOT TEMATUKy WHIUBUAYAIbHBIX 3aJaHUN C Y4eTOM CIenu(uKe
NEeSTeIbHOCTH OpraHu3aluy;

— OCYIIECTBIISIFOT KOHTPOJIb 32 COOJIIOJICHUEM CPOKOB MIPAKTUKU U €€ COJICPKAHUEM;

— OpraHu3yeT coOpaHue Mo MPAKTUKE;

— KOHCYJBTUPYET OO0YYaIOIIErocsi M0 BCEM BOMPOCAM TPAKTHKH, BKIIOUYAs BBHIMOJTHCHHE
MPAKTUYECKOH 3a7]aur Ha MaTepraliaX OpraHu3alnn-0a3pl MPAKTHUKU, OKa3bIBAIOT METOAMYECKYIO
MOMOIIh O0YYArOIIMMCS TIPU BBIMIOJTHCHUN UMU HHIMBUyaJIbHBIX 3aJJaHU U COOpEe MaTepHaioB;

— KOHTPOJIUPYET BBINOJIHEHHE IJIaHa U MPOBEPAET KauyecTBO pabOThl 00ydarolierocs BO
BpeMsI ITPOXOKACHUS IPAKTUKH;

— OCYUIECTBIISET MPUEM OTYETOB, KOHTPOIUPYET UX KAUECTBO U OLIEHUBAET BHITIOJHEHHYIO
pabory.

OOyuaromuiics BO BpeMsl POXOXKICHUS MPAKTUKH 00sI3aH:

— coOuoaath JCHCTBYIONIME B OpraHU3AIMH, YYPEKICHUM TIPaBWIa BHYTPEHHETO
pacropsiika, TeXHUKU 0€30MacCHOCTH, OXPaHbI TPYIa;

— U3YYHTh BECh KOMILJIEKC BOIIPOCOB, CBSI3aHHBIX C JIEATEIbHOCTHIO OPraHU3alllu;

— CaMOCTOSITEIbHO M MPH HEOOXOJUMOCTH C MPHUBICYCHUEM PYKOBOAUTENS MPAKTUKUA OT
0a3bl BBITMIOJIHATH PA0OTHI, MPETYyCMOTPEHHBIE TUIAHOM;

— peryJsipHO MPOXOAUTH coOOeCe0OBaHUS C PYKOBOAUTEIEM MPAKTUKH;

— coOupaTh, aHATU3UPOBATh U CUCTEMATU3UPOBAThH MTPAKTHUECKUI MaTEpHAIT;

— TOTOBUTH OTYET O MPOXOXKIECHUH MPAKTHKH U CBOEBPEMEHHO C/IaBaTh HA MPOBEPKY
PYKOBOAMUTEISIM OTJEIBHBIE €0 Pa3/ieNibl B COOTBETCTBHUH C INIAHOM;

— TIOCJIE€ OKOHYAHMS MPAKTUKUA MPEACTaBUTh PYKOBOIUTEII MUCBMEHHBIA OTYET,
obopmiieHHBIN B cooTBeTcTBUM ¢ TpeboBanusiMu ['[OCTa u 3alIMTUTH €ro B yCTaHOBJICHHBIE
CPOKHU;

— 10paboTaTh MpU HEOOXOAUMOCTH OTYET 1O NMPAKTUKE, B COOTBETCTBUU C TPEOOBAHUSIMHU
Y IPEANUCAHUSIMU PYKOBOJIUTEIIS;

— BBITIOJIHATH YKa3aHUs PYKOBOJUTEIEH TPAKTUKH OT KaQeaphl U OT Oa3bl MPAKTUKH,

— HECTH OTBETCTBEHHOCTh 3a BBINOJHIEMYIO pabOTy W ee pe3ylbTaThl HapaBHE CO
MITaTHBIMH PaOOTHUKAMU,

— CTPOTO BBIMIOJHATH CPOKH U PETJIAMEHT MPOXOKIACHUS TPAKTUKH.

6. MEPEYEHb YYEBHOM JINTEPATYPBI U PECYPCOB CETU «MHTEPHET»,
HEOBXOJMUMBIX JIJISI IPOBEAEHUSA ITPAKTUKH

NeNe n1- Bun Ton Kon-Bo 5k3. B
n ABTOp U HAIMECHOBaHHUE
mocoous A3aHUsS OnoIIMOTEKE
a) OCHOBHas JIUTEparypa:
OJI-1 | beikoBa, T. A. JlokyMeHTanMOHHOE oOecredyeHne VII 2024 https://znanium.
yrpaBiieHust (Ie0IPOU3BOICTBO) : yueOHoe mocobue / T. ru/catalog/produ
A. brikosa, T. B. Ky3nenosa, JI. B. Cankuna ; 1oz o01. ct/2110037
pen. T. B. Ky3ueroBoii. — 2-e u3n., nepepad. u gom. —
Mocksa : THOPA-M, 2024. — 304 c. + [lomn. maTepHasl
[DnexkTpoHHEIH pecypc].
OJI-2 | I'mamuii, E. B. JloKyMeHTalMOHHOE OOeCICUYCHUE VII 2020 https://znanium.
ympaBieHust : ydebuoe mocobwe / E.B. I'mamgmit. — com/catalog/pro
Mocksa : PUOP : UHOPA-M, 2020. — 249 c. duct/1065817
OJI-3 | benobopomoBa H. A. YueOHO-IPOM3BOACTBEHHAS Hp. 2017 40
IpaKTHKA JIOKYMEHTALHOHHOT'O obecrieueHus



https://znanium.com/catalog/product/1065817
https://znanium.com/catalog/product/1065817
https://znanium.com/catalog/product/1065817

YIPAaBJICHUS: METO/A. YKa3aHUs 1O NPAKTHKE CTYICHTOB http://lib.ugtu.n
(6akanaspsi)/H.A. BenoGopogosa. — Yxra: VI'TY, 2017. - et/book/27937
20 c.

0) DONOJTHMTENBHAS JTUTEpaTypa:

JJI-1 | Meronnueckue pekomeHganuu no npumenenuto [OCT P Hp. 2019 CIIC
7.0.97-2016 «Cuctema craHmapToB IO WH(POPMAIHH, «KoHcynpTaHT
OuONMMoTeYHOMY u H37aTeIbCKOMY Jely. TUTIOC)
OpraHu3anMOHHO-PacOPSANTENbHAS — JOKYMEHTAlHs.

TpeboBaumst K 0POPMIICHHIO TOKYMEHTOBY

IJI-2 | [umog, O. B. CoBpeMeHHbIC TEXHOJIOTHH U TEXHHYCCKUE v 2022 https://znanium.
cpenctea uHpopmaruzayu : yueouuk / O.B. [llumos. — com/catalog/pro
Mocksa : THOPA-M, 2022. — 462 c. + [lon. maTepuaibl duct/1764799
[DnexTpoHHBIH pecypc].

JJI-3 | umos, O. B. TexHuueckue cpecTBa aBTOMATU3AIUH U VII 2021 https://znanium.
ynpasienust : ydyeOHoe mocobue / O. B. Illumos. — com/catalog/pro
Mocksa : UHOPA-M, 2021. — 396 c. + [lon. MmaTepuabl duct/1157118
[DnexTpoHHBIH pecypc].

JJI-4 | TOCT P 7.0.8-2013. Cwucrema cTaHmapToB IO Hp. CIIC
uHpOpManUH, OUOIMOTEYHOMY M W3IATEIBCKOMY IeETy. «KoHCynpTaHT
Jlenonpou3BoACTBO U apXHBHOE AEJO. TUTIOCY

JJI-5 | TOCT P 7.0.97-2016. YHuduuupoBaHHBIE CHCTEMEI Hp. CIIC
JOKYMEHTAIHH. Cucrema OpraHU3aIOHHO- «KoHCcynpTaHT
PacIOpsSIIUTEILHON JOKYMEHTALIMH. TUTIOCY

JJI-6 | O6 unpopmanmu, MHPOPMAITHOHHBIX TEXHOJIOTHUSAX U O Hp. CIIC
sammre wHGopMarmu: Qenep. 3akoH ot 27.07.2006 «KoHcynbTant
Nel149-®@3 ILJTFOCY

Pecypcnl cetu «AHTEpHET»:
http://www.consultant.ru/ - cipaBouHast ipaBoBast cCTEMa
http://archives.ru/ - Odunmanshbiii caiit OeeparbHOr0 ApXUBHOTO areHTcTBa PO

6. NMEPEYHHb HHO®OPMAIIMOHHLIX TEXHOJIOI M, UICHIOJIb3YEMBIX ITPH
INPOBEJIEHUMU ITPAKTUKHU

VYuebHas u HayuHas jureparypa aoctynHa B cucremax ObC «3nanumym» u ObC YITYVY.
KoMnbroTepHble IeMOHCTpaluK 3ajay MPaKTUKH, CBOOOAHBIN J0CcTyN B ceTh MHTepHeT, Hamuuue
KOMITBIOTEPHBIX IIpOorpamMM 00111ero HazHaueHus (cemeirictBa Windows).

ITpu noAroToBKe oT4YETa O MPOXOXKAESHUH MTPAKTUKHU, KaK PABUIIO, UCTIONB3YIOTCS:

- naket opucHbIx nporpamMm Microsoft Office: Microsoft Word, nporpamma ii1st co3nanus u
npoBeneHus npesentanuit «Microsoft PowerPointy;

- cripaBo4YHO-TIpaBoBas cucreMa «Koncymnbrantl Imrocy.

JucranuyonHas ¢opMa KOHCYJIbTAalMd BO BpeMs MNPOXOXKICHHUS OTIEIbHBIX ATaroB
NPaKTHKKU IPEAYCMOTpeHa [Tl 00ydaronuxcsi Bcex GopM o0ydeHusl.

7. MATEPHUAJIBHO-TEXHUYECKAS BA3A, HEOGXOJIUMAS JJ1s1
ITPOBEJAEHUS ITPAKTUKHN

[lpakTrka MPOBOIUTCS B TOCYAAPCTBEHHBIX OpraHax (eaepaabHOro, PErnoHaJbHOTO U
MYHUIMIIAILHOTO YpPOBHEH; B YAaCTHBIX KOMIIAHMSI M TOCYJApPCTBEHHBIX YUPEXKIEHHAX; B
OpraHu3anusx Bcex (opm cOOCTBEHHOCTH, OCYIIECTBIISIOIINX CBOIO IESITEILHOCTh BO BCEX cepax u
OTpaCIIfX.

B nepuoa npaktuky o0yyaroniuiics MOXXeT ObITh 3a4KMCIIEH Ha BaKaHTHYIO JIOJDKHOCTB IPH
YCJIOBHH, YTO paboTa He MPOTHBOPEUUT TPEOOBAHUSIM IPOrPAMMBI ITPAKTHKH.

3aymncrienue o0y4arolerocss Ha BAKAHTHYIO JIOJDKHOCTh HE OCBOOOKAAET €ro OT BBIIOTHEHHS
IpOrpaMMbl IPAKTHKH B ITOJTHOM 00BEME.

J11st TpoXO’KAEeHUS TPAKTUKH, KaK MPaBHUJIIO, UCTIONb3YIOTCA:


http://lib.ugtu.net/book/27937
http://lib.ugtu.net/book/27937
https://znanium.com/catalog/product/1764799
https://znanium.com/catalog/product/1764799
https://znanium.com/catalog/product/1764799
https://znanium.com/catalog/product/1157118
https://znanium.com/catalog/product/1157118
https://znanium.com/catalog/product/1157118

1. BBomHas JieKiusi: KOMIbIOTep, ocHareHHbIH 110 o01iero Ha3HaueHus, pe3eHTAMOHHAS
TEXHHUKA (TIPOEKTOP).

2. MnnuBuayanbsHOE 3a/1aHKe / IpakTyeckas padora: kommbiorep ¢ I10 obmiero HasHaueHus
U BBIXOJIOM B ceThb VIHTEpHET, NpPOM3BOACTBEHHBIM Yy4YacTOK, OCHAUICHHBIH HEOOXOAUMBIM
000pY/IOBaHKEM C YIETOM CHEIU(DUKY TPEATIPUATHSI K OpTraHU3aIiu, MHPOPMAIIHOHHO-TEXHIUECKHE
pecypchbl MpeanpusThs — 0a3bl IPAKTUKH.

3. O3HaKkOMJIEHME C CUCTEMaMM JIOKYMEHTAllUM, IPUHATBIMM B OpPraHU3alMd M
0COOCHHOCTSIMH BEICHHS JIETIONPOU3BOCTBA.

4. Jlns mpoBeINEHHsS ~ 3alIMTHl  OTYETa  HCIOJIB3YIOTCS  OOLICYHHUBEPCUTETCKHE
MYJIbTUMEIUIHbIE Ay AUTOPHH.

8. ®OHJ OLHEHOYHBLIX CPEJICTB

@DOoH/I OIICHOYHBIX CPEJCTB IS MMPOBEACHUS TPOMEKYTOYHOM aTTECTAIMU O0YJArOIIUXCS 10
MpaKTUKe npezcTasieH B [Ipunoxenun 1.
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[Tpunoxenue
MHWHOBPHAYKHU POCCUN
denepanbHOE TOCyIapCTBEHHOE OI0KETHOE

00pa3oBaTeNbHOE YUPEXKICHHE BBICIIETO 00pa30BaHuUs

«YXTHHCKHMH roCy1apCTBEHHbIN TEXHUYECKUI YHUBEPCUTET)
YI'TY)

@DakynbpTeT 5KOHOMUKH, YIPABICHUS U MHPOPMALIMOHHBIX TEXHOJIOTUN

Kadenpa noxymeHToBeIeHNSA, HICTOPUH U HUIIOCODUU

®OH/I OHEHOYHBLIX CPEJICTB

YueOnas (mo texnosioruu JJOY) npaktuka

Hanpasnenue noarorosku: 46.03.02 JlokyMeHTOBEICHNE U apXUBOBEACHHE

HpO(i)I/IJ'IL INOATOTOBKH: I[OKYMeHTaI_II/IOHHOe obecrneucHue YIIpaBJICHUA

I'ox mauama moaroroBku: 2024
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1. IlepeyeHb KOMIETeHUMIl ¥ 3TANbI HX (POPMHUPOBAHHS

Ko n HanmeHoBanne

Orarsl GopMUpOBaAHUS
KoMIeTeHIH (ceMecTp/

JleckpunTOpHBIE XapaKTEPUCTHKN

KOMITETEHIINU KOMITETEHIIMU (OCHOBHBIE MIPU3HAKH)
pase/TeMa JUCIUIIIHHBI)

TK-1. Cemectp 4/6 3Hamb: TPUHIMIBI U CIOCOOBI Pa3pabOTKU

Cnocoben paspabarsiBath U | [1oAroToBHTENBHBIN, JIOKAJIbHBIX HOPMaTHBHBIX aKTOB u

BHEZIPATH JIOKAJIbHBIE | OCHOBHOM, 3aKJIIOYUTENBHBIN | HOPMAaTUBHO-METOUUECKUX JIOKYMEHTOB TI0

HOPMaTHBHBIC aKThl B 00JIaCTH | 3TAallbl BEICHHIO MH)OPMAIMOHHO-

yIpaBieHUss  JOKYMEHTaMu JOKYMEHTAI[HOHHOTO obecrieueHust

OpraHH3aIiN YIPaBICHUS U ApXUBHOTO JETa.

Ymems:  mcmonmp3oBaTh  Ha  IpaKTHKE
TIPUHITUITEL ¥ CIIOCOOBI Pa3pabOTKH JIOKATBHBIX
HOPMAaTHBHBIX ~ aKTOB M  HOPMAaTHUBHO-
METOAMYECKUX JOKYMEHTOB TII0 BEICHHIO
nH(pOPMANNOHHO-T0OKYMEHTAIIMOHHOTO
obecrieyeHns ynpaBJieHUs] U apXUBHOTO JIeIa.

[K-2. Cemectp 4/6 3namv TpaBWIIa OpraHW3AalMHd BCEX JTAIlOB

CnocobeH opraHu3oBaTh [ToaroToBUTENHHBIH, paboOTBl C JOKyMEHTaMH, B TOM YHCIE

JOKyMEHTHPOBAHHUE OCHOBHOM, 3aKJTIOUUTENBHBIN | apXUBHBIMH JOKYMEHTAMH.

ACATCIIBHOCTH B OpraHu3allui | STallbl Ymems: ucmonp3oBaTh B mpodecCHOHATBHOMI
JEATEIbHOCTH 3aKOHO/IATETbHBIE u
HOPMAaTHBHO-METOJMYECKAE JTOKYMEHTHI IO
JOKyMEHTAI[HOHHOMY obecrieueHnto
yIIpaBJICHUS;

IIK-4. Cemectp 4/6 3nams. COBPEMEHHBIE CHUCTEMBI

Cnocoben ocymecTBIATh | IloAroToBUTEIBHBIH, UH()OPMALMOHHOTO u TEXHHUYECKOTO

paboTHI MO MPOCKTUPOBAHMIO, | OCHOBHOM, 3aKIIOYUTEIBHBIN | oOecreueHus JIOKYMEHTAILUOHHOTO

BHEJIPEHHIO W  Pa3BUTHIO | JTallbl oOecrieueHNsI yNpaBICHUS M YHPaBJICHHSA

CHCTEMBI 3JIEKTPOHHOTO apX1UBaMH.

JOKyMEHT0000pOoTa Ymemuw: ncions3oBaTh 3HAHNS O COBPEMEHHBIX
cucTeMax HHPOPMAIIMOHHOTO U TEXHUIECKOTO
obecrieueHus JOKYMEHTAI[HOHHOTO
obecrieyeHns] yNpaBlIeHUs W YIpaBJICHHSA
apXMBaMHM Ha TPaKTHKE.

IIK-5 Cemectp 4/6 3namo: TPUHIMIIEI U METOABI YIOPSAAOUECHUS

Cnocobex ocymecTBiATh | IloaroTroBuTenbHbIN, COCTaBa JIOKYMEHTOB M HH()OPMAIMOHHBIX

nHpopMannoHHO- OCHOBHOM, 3aKJIFOUHUTEIIbHBIN HoKa3aTenen

CIIPAaBOYHYIO paboty C | dTamsl VYmemsb: npuMeHATh NPUHUUIBI U METOMbI

JOKYMCHTaMH1 OpraHu3anun YopsAaA04€HUA cocTraBa JOKYMCHTOB u

UH(OPMALIMOHHBIX MTOKa3aTelei

TIK-6.

Cnocoben OCYIIECTBIIATH
KOHTPOJIb TPOIEcca U CPOKOB
WCTIOTHEHUSI JOKYMEHTOB B
OpraHu3auu

Cemectp 4/6
I[ToaroTOBUTEIBHEIN,
OCHOBHOM, 3aKTIOUMTEIILHBIN
JTaIbI

3namo: IpaBujia OpraHrU3alMi BCEX DOTAIOB
pa6OTbI C JIOKyMEHTaMH, B TOM YHCIIC
APXUBHBIMU TOKYMEHTaMU.

Ymemn: NPpUMCHATHL IpaBUJla OpraHu3alvuunu
BCECX DTAIlOB pa6OTLI C JOKYMCHTaMH, B TOM
YHUCJI€ apXUBHBIMU JJOKYMCHTAMMU.

IK-7.
Cnocoben OpraHu30BaTh
XpaHeHHEe  JOKYMEHTOB B

OpraHu3anum U nepeaady aei
Ha apXUBHOC XpaHCHU

Cemectp 4/6
[loaAroToBUTENBHBIMH,
OCHOBHOM, 3aKIIOUNTEIHHBIN
3TaIlbI

3uamo: METOJbL IIPOBEICHUS
JOKYMEHTaLlUOHHOI'O obecrieueHus
ymnpaBiaeHuss H  oOecredyeHus apXUBHOTO
XpaHeHHUsT  JOKYMEHTOB B  KOHKPETHOM
OpraHu3anuu

Ymems: npumeHsATH METOIBl NPOBEACHUS
JIOKYMEHTaLlMOHHOT'O obecrieueHus
yopaBieHUsT W oOecmedeHHs apXHUBHOTO
XpaHEHUs  JOKYMEHTOB B  KOHKPETHOMH
OpraHu3aluu.
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2. IlacnopT (oH/Ia OLIEHOYHBIX CPEACTB

Kontponupyemoie Kon
No /i JIUTAKTHYECKUE KOHTPOJUPYyEeMOn DopMa KOHTPOI HawnmenoBaHue O1IEHOYHOTO
€JMHULIBI (Pa3/eibl, KOMIICTCHIINHU (AITH cpencTaa
TEMBbI) TUCITUILTUHBI €€ 4acTH)
1 IloaroToBUTENBHBIN, IIK-1; TIK-2; TIK-4; | Otuer IIpumepHbIe BONPOCHI 7151 3aLIUThI
OCHOBHOW, [IK-45; TIK-6; TIK-7 | 3auer oT4eTa.
3aKJIIOYNTEIIbHBII
JTaIlbl

3. Iloka3are/iu M KPUTEPUM OLEHUBAHMSI KOMIIETEHIMd, ONHCAHUE IKAJ OLlEeHUBAHUS
Paznensr (3Tam) Kommerenmun Copneprkanue pasena (dtama)

Hoxrorosurensusiit | I1K-1, TIK-2, ITIK-4, 1) YuacTtre B yCTaHOBOYHOM COOPAaHWH TI0 MTPAKTHKE;
IIK-5, IIK-6, TTIK-7 2) Onpenernenue 0a3sl MPAaKTUKH;
4) CocraBieHre KaJIeHAAPHOTO IUIaHa PAKTHKY;
5) [Mony4eHue HHCTPYKTaXKa MO TEXHUKE 0C30MACHOCTH U
MpaBUJIaX BHYTPEHHETO TPYIOBOTO PACIOPSIKA;
6) N3yueHue ynpapieHUYECKONH CTPYKTYphl OpraHU3aIHH;
7) CocTaBieHHE CXEM, OTPAXKAIOIUX IPOU3BOJCTBEHHYIO U
OPraHU3aAI[HOHHYIO CTPYKTYPY OpraHU3allny;
9) AHaNMM3NOKAaNBHOH  HOPMATHBHO-METOIMYCCKOH  0a3oif
YIpaBJICHYCCKOH e TeTbHOCTH OPTaHU3aIHH.
OcHOBHOM IIK-1, IIK-2, T1IK-4, 1)n3ydeHre OCHOBHBIX CHCTEM JOKYMEHTAIINH, 00pa3yIoIuecs B
IIK-5, TIK-6, TIK-7 JIeATENbHOCTH OpraHMU3alliM, BUIbI JOKYMEHTOB, BXOISIIMX B
9TH CUCTEMBEI;
2)opraHu3aIis MAaITHHOMTUCHOTO U3TOTOBIICHHS, KOITMPOBAHUS H
OTIePaTUBHOTO
Pa3sMHOXCHHUS JTOKYMEHTOB; pa3paboTKa H TMPOCKTUPOBAHHE
6JIaHKOB JJOKYMEHTOB,
3)uzydyenue Tabens u anpOoMa yHHGUUMPOBAHHBIX (OPM
JIOKYMCHTOB OpraHu3allii, BHCCCHHWE B HUX H3MEHEHHH (IO
HE000XOAUMOCTH);
4) wu3ydeHHEe XOJa WCIOJIHEHUS JOKYMEHTOB, KOHTPOJII
MIPOXOXKACHUS, 0(OPMIICHHS
1 MCTIOJTHEHUS JOKYMEHTOB B YCTaHOBJICHHBIH CPOK; 0000IICHIE
CBEJIEHHMIT 0 X0JI€ U
pe3ynbTaTaX HCMOJMHEHHS IOKYMEHTOB, CHCTEMAaTHYECKOe
HHPOPMHUPOBaHUE PYKOBOJICTBA IO
9THM BOTIPOCaM;
5) IIpoBeneHue nccaeI0BaHUs COTJIACHO 3a/IaHUI0 TIPAKTHUKHU. .

3aKTIOYNTETbHBIH IK-1, TTK-2, T[IK-4, 1) IToaroToBKa OTYETHOM TOKYMEHTALIMH 110 UTOTaM MIPAKTUKH;
I1K-5, T1K-6, TIK-7 2) llomydeHue OT3bIBA  PYKOBOJAUTENS  MPAKTHKH  OT
OpraHU3aINH;

3) CocraBienue u odopmieHHe OTYE€TA O MPAKTHKE,
OKOHYATEJIbHOE 3alI0JTHEHUE THEeBHUKA;

4) Cnava oT4eTa 1o NMpakTUKe Ha Kadeapy;

5) 3amuTa 0TUETA MO MPAKTHUKE.

4. KoMniereHTHOCTHO-OpHeHTHPOBaHHBIe 3aganus (KO3)

ChopMupoBaHHOCTh KaXJOH KOMIIETEHLMH B paMKax MPOXOXKIECHUS MPAKTHKU
OLICHUBAETCH 110 ILIKaJIE:

- TIOPOTOBBIN YPOBEHb SIBIISIETCSA 0053aTEIbHBIM ISl BCEX O0yUYaIOUMXCs M0 3aBEPIIEHUN
OCBOCHMS IIPAKTUKY;

- IOBBILIEHHBIN YPOBEHb XAPAKTEPU3YETCs MPEBBINIEHUEM MUHUMAJIBHBIX XapaKTEPUCTUK
c(OpPMHPOBAHHOCTU KOMITETEHIIUH TI0 3aBEPLUICHUN TPOBEICHUS MPAKTHKH.

5. KpnTeplm OICHUBAHUS BBIMOJHCHUSA NMPOrpaMMbl IPAKTUKH U 3AIUTBI OTYETA
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@opMON NPOMEKYTOYHOM AaTTECTALlMM IO MPAKTUKE SBISIETCA 3a4€T C OLEHKOM,
ornieHuBaeMbii o npuHATOH B ®I'BOY BO «YI'TY» uerbipex0auibHOM CHUCTEME: «OTIUYHO,
«XOPOILIO», «YIOBJICTBOPUTEIBHO», «HEYIOBIECTBOPUTEIHHO» M BBICTABISIEMBI HAa OCHOBE
pelieHuss o0yJaroummMces 3a1a4d NPaKTUKK, Pe3yJbTaTOB 3alllUThl OTYETA IO MPAKTUKE U OT3bIBA

PYKOBOAMTEIIS IPAKTUKU.

OneHka MOArOTOBKH U 3alllUThI OTYETA MO MPAKTUKE, BHIHOCUMAS B 3aYETHYIO KHUKKY U
NPUJIOKEHUE K TUIUIOMY OakajaBpa.

| y)IOBJIeTBOpI/ITeJIbHO

| HeynoBierBoputeibHo

OueHueaHue BbINOJIHERUSL NPOCPAMMbl npaxmuxu/codepofcanue oms3swvled pyKO@O()MmEJZ}Z

- OTBETCTBEHHO H C
HUHTEPECOM OTHOCHIICS K
cBoei padote.

OtanyHo Xopomio
- oOyuatomuiics | - o0yyaromuics
CBOCBPEMEHHO BBITIOJIHMI | IEMOHCTPUPYET
BECH o0peM  paboTHI, | TOCTATOYHO MIOJIHBIE
TpeOyeMBIi TIPOTpaMMON | 3HAHUA BCEX
TIPAKTHKH; npo¢eccHoHaIbHO-
- moKaszan  TIIyOOKYH0 | MPHKIIAIHBIX u
TEOPETHIECKYIO, METOAMYECKIX BOIIPOCOB B
METOJHYECKYIO, o0Obeme MpOrpaMMBbl
npodeccHoHaIBHO- MPaKTHKH;
MPUKIIAJHYTIO IIOATOTOBKY, - IIOJJHOCTBKO BBbIIIOJIHUII
- yMeEJIo NPUMEHUIT | IPOTpaMMy, HO JOIYCTHII
TNOJYYCHHBIC 3HAHUA BO HC3HAYUTCIIbHBIC OIlII/I6KI/I
BpeMst MIPOXOKICHUS | TPU BBHITIOTHEHUH 3aIaHIS,
MIPAKTHKH, mokasarn | - BIIANICCT
BIIAJICHUC HHCTPYMEHTapHeM
TPaTUIMOHHBIMHA U | METOAWKU B PaMKax CBOCH
AIbTePHATHBHBIMHA npodeccuoHaTbHON
METOIaMH, TIOJITOTOBKH;
COBPEMECHHBIMU ITpUECMaMn - IpOsABUIT C€6H KakK
B pamkax CBOEU | OTBETCTBEHHBIN
poeCCHOHATBHOMI HCTIOJTHUTEITb,
JesITeIbHOCTH, TOYHO | 3aMHTEPECOBaHHBIN B
HCTIONIE30Bal Oymymei
podeCcCHOHAIBHYIO npodeccroHaNbHOMI
TEPMHHOJIOTHIO; JIESITeTbHOCTH.

- 00YYAIOIIHMIACS BBITIOTHUI

porpamMmy MIPaKTHKH,
OJTHAKO B mpouecce
paboTBl  HE  TPOSBHI
IOCTAaTOYHON
CaMOCTOSATEILHOCTH,
WHHIIATUABBI u
3aMHTEPECOBAHHOCTH,

JIOTTYCTUJI  CYIECTBEHHBIE
OIIMOKY NPH BHIIOTHEHUU
3a/laHull IIPaKTUKY;

- JIEMOHCTPHUPYET
HEJIOCTATOYHBIN 00beM
3HAHUU U HU3KUH YPOBEHb
nx MPUMCHEHHS Ha
MPaKTHKE;

- B mpomecce paboThl HE
MIPOSIBUI JOCTaTOYHON
CaMOCTOATEIIBHOCTH u
MHUIUATUBHL.

- oOydarouuiics BIameeT
(parMeHTapHBIMA
3HAaHUAMH W HE yMeeT
TIPUMEHUTD ux Ha
MIPaKTHKE;

- ofOywarommiics  He
BBINOJIHAI ~ TIPOTpaMMy
NPaKTHKH, HE MOIyYuII
MIOJIOKUTENBHON
XapaKTepUCTUKH, HE
MpOosABUJI UHUIIUATHUBY, HE
IpeACTaBUII paboune
MaTepHallbl, HE MPOSIBUI
CKJIOHHOCTEH W >KEJIaHHs
K paboTe, HE MPEACTABUIT
HEOOXOANMYIO OTYETHYIO
JOKYMEHTAIHIO.

Oyenuganue codepaircanusi u oQo,

pMaeHus omdema no npakmuke

- OT4ET 1O MPAKTHUKE
BBIIOJIHEH B MOJIHOM
00BEME 1 B COOTBETCTBUH C
pEABABIACMBIMHU
TpeOOBaHUSAMU;

- Marepual  HM3JI0XKEH
IPaMOTHO U JJOKA3aTEJbHO;
- cBOOOJHO MCTIONB3YIOTCS
MOHSATHS, TEPMHHBI,
(hopMyITHPOBKHY;

- oOygaromuics
COOTHOCHUT BBITIOJTHEHHBIE
3aj1aHust ¢ HOPMHUPYEMbIMU
KOMITETEHIHAMHU

- T'pPaMOTHO HCIIOJIB3YCT

npodeccCHOHABHY IO
TEPMHUHOJIOTUIO npu
opOpMJICHUH  OTYETHOM
JOKYMEHTaluU 10
MPAKTHKE;

- YCTKO W IIOJIHO H3Jj1aract
Mar€pualli, HO HC BCCria

MOCJIEIOBATEIHHO;
- OIUCHIBACT u
aHAITU3UPYET
BBINIOJTHEHHEIE 33a]JaHUs, HO
HE BCerna YETKO
COOTHOCHT  BBITIOJTHEHUE
npodeccnoHamTbHOM
JIESITeIBHOCTH c
dbopmupoBanremM
OnpeIesIeHHON
KOMIICTCHIINH.

- HU3KUH YpOBEHb
BIIAZICHUS
npodeccrnoHaTbEHBIM
CTHJIEM PEYH U U3JI0KEHUS
MaTepHana,

- HU3KUHI YPOBEHBb
ohopMIIeHHS
JIOKYMEHTAIIH 1o
MPAKTHKE;

- HU3KUI YPOBEHb
BIAJCHUSI METOANYECKON
TEPMUHOJIOTHEH;

- HE YMeEeT J0Ka3aTeJbHO
MpeICTaBUTh MaTepua;
- OT4eT HOCHUT
ONuUCaTeIbHBIN  XapakTep,
0e3 2JIEMEHTOB aHaJIN3a;

- HH3KOE KaueCcTBO
BBITIOJTHEHUS 3aJIaHUM,
HaIpaBJICHHBIX Ha
¢dbopmupoBanue
KOMITETCHIIHH.

- JIOKYMEHTBI o
MPaKTHKe He 0(hOPMIICHBI
B COOTBETCTBUH c
TpeOOBaHUIMU;

- OonHMcaHMe W aHaIu3
BUJIOB
npodeccHnoHaTbLHOM
JIeATeNIbHOCTH, BUJIOB
3aJaHUil  OTCYTCTBYET
Wi HOCHT
(hparMeHTapHBIN
Xapakrep.
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6. KommnereHTHOCTHO-opueHTHpPOBaHHbIe 3aganus (KO3)

OcHoBHbIM cpenctBoM (popmupoBanus kommerennuii [1K-1; I1K-2; I1K-4; TIK-5; T1K-6;
IIK-7 BBICTYyIIatOT KOMIIETEHTHOCTHO-OPUEHTUPOBAHHBIC 3aaHU:

- 3aI0JIHEHUE JHEBHUKA MPAKTUKH;

- o(opMIIeHHE OTYETa O POXOKIACHUU MPAKTUKHY;

- 3alUTa OTYETa O MPOXOXKIACHUH MTPAKTUKU;

- MPUMEPHBIH MTepeueHb BOMPOCOB K 3a4eTy.

Jljisg TeKyIero KOHTPOJIS MPUMEHSIOTCS (UKCAIUsl MOCEIIeHUs YCTHOBOYHOM BCTpeyH,
UHBIX MEPOIPUATHH MPAKTUKH; KOHTPOJb BEICHUS THEBHUKA MPAKTHKH.

[IpomexxyTouHast aTTecTalnds MPOBOAMTCS B opMe 3adera ¢ OueHkou (4/6 cemectp
OYHOI/3204HON (opM 00yUYECHHSI), BKIIOYAIOMIECTO 3aIIUTYOTYETa O MPOXOXKACHUHU IMPAKTUKH;
OTBETHI Ha 3aJIlaBaeMbI€ BOIIPOCHI B yCTHO# popme (cMm. 1. 7).

7. IIpyMepHBIH epevYeHb BONPOCOB K 3a4eTy N0 y4eOHO! NMPaKTHKe M0 Y4eOHO# MpaKkTuKe
(mo Texnosoruu /10Y)

1. OxapakTepu3oBaTh TPEANPUATHE, HA KOTOPOM MPAKTHUKAHT HAXOJIWIICS BO BPEeMS
MPAKTUKU (OpraHU3aIlIOHHO-TIPABOBYIO (OPMY, CHCTEMY YIIPABICHUS, pa3Mephl, IEIU U UHbIE
yIpaBJIEHYECKHE TTapaMETPBI, OMPEICIIAIONINE €ro JOKYMEHTAIMOHHYIO CIICHU(PHKY ).

2. Oxapakrtepu3oBaTb O0OOpyIOBaHWE U TNPOrpaMMHBIE CpPEACTBA, TEXHOJOTHH,
obecnieunBaromue GyHKIHOHUpOBaHUE cucteMbl JJOY.

3. Jlatb ouenky a3 dextuBHOCTH PyHKIMOHUpPOBaHUS cucteMbl JJOY.

4. TlucpbMeHHO, yKa3aTh, 4eM ObUIa TIOJIe3HA MPAKTHUKA, Kakue MpodeCCHOHATHHBIC
HAaBBIKM W YMEHHsI NPUOOpETeHBI, KAaKUE HUMEIONIMecs 3HAHUS OKa3aluCh IOJE3HBIMH B
TEOPETUICCKOM OTHOIICHUH WM MPAKTUYCCKOM IUIAHE, IMEIOTCS JIM MEePCIICKTUBBI JATBHEHIIIETO
TPYIOYCTPOMCTBA.
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8. Mertoanueckue mMaTepuajibl, ONpeaesOlne NMPoUeAypbl OLCeHNBAHUS 3HAHMIA,
YMeHUil, HABBIKOB WJIH ONbITA [AeATEJIbHOCTH, XaPAKTEPU3YIOIIMX 3Tanbl (JOPMUPOBAHUS
KOMIIeTeHIIMH

JIisi  TMOJOKUTENBHOIO pEIICHUsT O MPOMEKYTOYHOM aTTecTaluu  O0y4aroluiics
MIPEACTABIISIET CIEAYIOUIUE JOKYMEHTBHI:

- JTHEBHUK IIPOXOXKIEHUS IPAKTUKU;

- OTYET O MPOXOKIACHUU IPAKTUKH;

- MOJTBEPK/ICHUE O MPUOBITUN HA MPAKTUKY U YOBITUU C IPAKTHUKHY;

- JIOITyCK HAyYHOT'O PYKOBOJHUTENS K MPOLIEAYPE MPEI3AIINUTHI.

OcHOBHBIM  pabOYMM  JIOKYMEHTOM, XapaKTEepHU3YyIOIIUM TEKYyIlee BBIITOJIHEHUE
00yJaromuMcs TPOrpaMMbI IPAKTHKH, SBISICTCS JHEBHHUK. B THEBHUKE PUKCUPYIOTCS BCE BHJIBI
paboT 1Mo MHAKWBUIYATbLHOMY 33JaHHIO U MOJIyY€HHbIE pe3yNbTaThl. JIHEBHUK MPAKTUKH SBJISETCS
OCHOBHBIM JIOKYMEHTOM, OTPAKAIOIIUM KPATKOE COep KaHne pabOThl MPAKTHKAHTA.

Pe3ynbrarthl KOHTpOJISI BBINOJHEHHUS MEPONPUATUM OTMEUAIOTCSI B COOTBETCTBYIOIIEH
rpade u 3aBEpSIFOTCS TOJIUCHIO PYKOBOAWTENS IMPAKTUKKA OT OpraHu3anud. Ha ocHOBaHHMU
MOJIOKUTEIBHOTO OT3bIBA PYKOBOJIUTENS MO MECTY MPOXOXKAEHUS MPAKTUKH OOydarouuiics
JIOITyCKAETCs K 3allUTe OTYETA.

CTpyKTypa HTOr0BOi OLICHKH 00y4al01Ierocsi

Ne Buer pador OreHka B Oayutax
1 CozepskaHue 0TYeTa IO MPAKTHKE 80
2 3ammTa oT4eTa MO MPaKTHKE (MPOMEKYTOUHBIH KOHTPOJbh — 3a4eT C 20
OIICHKOM)
Bceero 100

1. IlIkana OLCHKHU COACPIKAHUS OTUCTA 110 IIPAKTUKE

TPaANIHOHHAS OLeHKA 5 4 3 2
B 0aJi1ax 62-80 51-62 41-51 40 u MeHee

2. llkana 3a1iThl OTYETA [0 MPAKTHKE (IPOMEXKyTOouHasi popMa KOHTPOJIs)

TPaANIHOHHAS OLEHKA 5 4 3 2
B 0aJi1ax 18-20 14-17 10-13 menee 10

Ecnu oOyuwaromuiicss mo pesyiabTaTaM MPOMEXYTOYHOM (QopMbl KOHTpoJiss HaOupaer 30
0aJuI0B ¥ MEHee, OH CUNTAETCsl He IMPOLIEAIINM JaHHY0 popMy KOHTpostst. O0mias cymma 6amioB
M0 TIPAKTUKE B 3TOM CJydae He MOXKET ObITh chopMupoBaHa, U 00yJaromuiics 00s3aH mepecaaTh
JTAaHHBIM BUJ] TPOMEXKYTOYHOTO KOHTPOJIS.

IIIkaya NTOroBoOIi OLEHKH 00y4aI0Ierocs
CymmapHoe 100-80 79-65 64-51 50 u meHee
KOJIMYECTBO OaIOB
10 BCEM BHIaM
pabor
TpaauumonHas
OLICHKA

5 (OTnuyHO) 4 (Xoporo) 3 (YmosnerBopurenbHo) | 2 (HeynoBiueTBopuTensHO)

16



		2024-09-16T16:01:16+0300
	ФЕДЕРАЛЬНОЕ ГОСУДАРСТВЕННОЕ БЮДЖЕТНОЕ ОБРАЗОВАТЕЛЬНОЕ УЧРЕЖДЕНИЕ ВЫСШЕГО ОБРАЗОВАНИЯ "УХТИНСКИЙ ГОСУДАРСТВЕННЫЙ ТЕХНИЧЕСКИЙ УНИВЕРСИТЕТ"
	Подпись документа




