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Metoauueckie yKa3aHHs IO OpraHM3allid M TpOBeAcHHIO y4yeOHOW mpaktuku [IM.02
Opranu3zanys TEKYIIEro XpaHeHus JOKYMEHTOB U IOJrOTOBKA JIEJ /JIsl [IEpelau B ApXUB COCTaBIICHbI
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OrJasjieHue

OO01111E MOJIOKEHUS

Lenu u 3amaun yaeOHOM MPaKTUKU

TpeboBanust K pe3ynbTaTaM OCBOSHUS MPAKTUKH
[lepeuens ocBaBaeMbIX KOMITETEHITHIHA
OO0513aHHOCTH PYKOBOJIUTENS TPAKTHKA
OO0s13aHHOCTHU CTY/ICHTA-TIPAaKTUKAHTA
CtpykTypa U copepkanne yueOHOM MpaKTHUKA
3amaHust ¥ MOPSIIOK UX BBITIOJTHCHUS

OO6mume TpeboBaHus K 0OPMIICHUIO OTYETA
Kpurtepuu BeICTaBICHUS OIIEHOK
Y4ebHo-MeToanueckoe U nHHOPMAITMOHHOE 0OecTieueHne y4eOHON TPaKTUKU

[Ipunoxenus



O01mMe mMoJIoKEeHUA

VYyebHas npakTHKa SBIsSETCA 00s13aTEIBHBIM 3TANIOM MPU MOJATOTOBKE CTYJIEHTOB
o mpodeccun 46.01.03 «lenonpouzBoauTenby. Ee mpoxokaeHue BISeTCs COCTaBHOM
4acThI0 00pa30BaTENHLHOM MPOTrpaMMBbI CpeAHETo NpodhecCUOHATBHOTO 00pa30BaHuUs O
n30paHHOM Mpodeccrm.

YdeOHasi MpakTUKa OPTaHU3yeTCsl KOJUIEHKEM, a B YAaCTHOCTU 3aMECTHUTEIIEM
JUPEKTOpa IO MPOU3BOJICTBEHHOMY OOYYEHHIO, PYKOBOAMUTEIEM MPAKTHUKU OT
KoJue/pka (KypatopoMm) Ha 0aze yueOHO-ITPOM3BOJACTBEHHBIX MacTepckux Komemka
[IATUrOpCKOro HHCTUTYTA.

[TporpamMmMa mo yueOHOM MpakTHKE HampaBlieHa Ha BCECTOPOHHEE YIydllICHHE
KauyecTBa NMpodeccuoHaIbHOM MOATOTOBKH CTYICHTOB B IIEpUOJ O0yUEHUS B KOJUIEIDKE.

[IpakTika 3akaHyuMBaeTcsd NPOLEAYpPOHM MyOJIMYHOM 3alIUTBl OTYETA C
aTTecTallMedl CTYJEHTAa U BBICTABJIEHUEM OOIIEH OIEHKM C 3aHECEHHEM B 3aU€THYIO
KHIKKY. OTYET caeTcsi pyKOBOJIUTENIO MO MPAKTUKE OT KOJUIEKA 32 HEACIIO JIO €ro
3aIUTHI, C 1IEJIbI0 IPOBEPKHU MPABUIBHOCTU €T0 HamucaHus U opopmieHus. B ciyuae
OLIMOOK, HETOYHOCTEM WJIM HECOOTBETCTBUS TPEOOBAaHUSAM €ro O(OpMIICHHS, OTYET
BO3BpAIllaeTCs CTYACHTY Ha JOpabdOTKYy, MOCJIE€ KOTOPOH PYKOBOJUTENb NMPUHUMAET
pELIEHHE O €ro JOIYCKE K 3aIluTe.

[lepen npakTUKON CTYAEHTHI B 00513aT€ILHOM MOPSIAKE MPOXOAAT HUHCTPYKTAX 1O
OXpaHe TpyJaa, TEXHUKE Oe30IacHOCTH Ha padodyeM MecTe, IPOTHUBOIOKAPHON
0€e30MacCHOCTH M MPOBEPKY 3HAHWW MPABWI YIUYHOTO U JOPOKHOTO JABUKEHUS.
Pe3ynbpTaThl NpoBEAEHHOTO MHCTPYKTAKa O(OPMIIIOTCS IPOTOKOJIOM.

Lesan 1 3a1a4u y4eOHOH NPAKTUKH

[enn yueOHOM MpaKTHKU:

- 3aKpeIJIeHue W YriyOJIeHHe 3HaHWH, MOJYYEHHBIX CTYJCHTaMH B IPOIIECCE
TEOPETUYECKOTO 00YUCHUS;

- bopMupoBaHUE y OOYYaIOIIMXCS YMEHHUM, MPHOOpETEHHE IEePBOHAYATIHLHOIO
MIPAKTUYECKOTO OTbITA B PaMKax OCBOCHHUSI MPO(HECCUH.

3amauaMu y4eOHOM PAKTUKU SBIISIFOTCS:

- (opmupoBanume 'y OOydYarOIIMXCS  TMEPBOHAYAIBHBIX  MPAKTHYECKUX
Mpo()eCCUOHANIBHBIX YMEHUN B paMKax MpodecCHOHATLHBIX MOIYJCH 1O OCHOBHBIM
BUJaM TpOo(eCCHOHATBHOU JEATENBHOCTH I OCBOCHHMS paboueil mpodeccun,
oOy4eHHE TpPYAOBBIM IpHUEMaM, OIEpalusaM W CIOco0aM BBITOJHCHHUS TPYAOBBIX
MIPOIECCOB, XaPAKTEPHBIX IJISI COOTBETCTBYIONMICH MPOPECCHH U HEOOXOIUMBIX IS
MOCJIEAYIOIIETO OCBOCHUSI MMH OOIMMX U MNPO(HEeCCHOHAIBHBIX KOMIETEHIIUH 110
n30paHHoOM npodeccuu;

- BBIMOJIHEHHE paboT B 00JacCTH JOKYMEHTAIIMOHHOTO OOecredyeHus
JESTETLHOCTH OpPTaHU3aIMM U HEOOXOJMMBIX IJisi TOCIEAYIOIIETO OCBOCHUS WMU
o0mux 1 mpodeCCHOHANTBHBIX KOMIIETEHITUH TI0 U30paHHo# podeccun;

- 3aKpeIUIeHWe ¢ COBEPIICHCTBOBAHME TICPBOHAYAIBHBIX IMPAKTHUYECCKUX
npodeccuoHaNbHBIX YMEHUN 00y4Jatomuxcs;

- npuoOpeTeHne MPaKTUIECKOro ombITa, peanusyemoro B pamkax OIl CIIO mo
OCHOBHBIM BHJIaM MPO(ECCHOHATBHOM NEATEIBHOCTH ISl MOCIEIYIOIIET0 OCBOCHHUS
MU OOmUX © TpodecCHOHANbHBIX KommeTeHnuil 1o mnpodeccun 46.01.03
Jlenonpou3BOAUTEIND;



- IPOBEPKA 3HAHUH, MOTYyYeHHbIX TpH n3ydeHuu [IM.02 Opranuzanus TeKyIero
XpaHEeHHMsI IOKYMEHTOB U TIOJITOTOBKA JIeJT JJIs Mepejauu B apXUB.

TpeGoBanus K pe3yJibTaTaM 0CBOEHHUSI IPAKTHKH

[IpoBepka BBHIMOTHEHUS CTYJCHTAMHU MPOTPaMMbI IPAKTUKU OCYILECTBIISAETCS B
(opMe TeKyIIero 1 NTOrOBOr0 KOHTPOJIS PYKOBOIUTENSIMU MPAKTUKHU OT KOJUIEKA.

Texymuii KOHTPOJIb OCYLIECTBISAETCS MMyTeM HaOII0EeHUs 3a paboTOM CTyAeHTa
Mo TporpamMme MpakTUKU (cOOp MaTepuana, OMNpPOC MO MPOUICHHBIM TeMaw,
KOHCYJITAIIH 110 YCBOEHHBIM BOIIPOCAM MPOTPaMMBb).

YdeOHast M TPOM3BOJCTBEHHAs TMPAKTUKU HAYMHAIOTCA C YCTAaHOBOYHOMN
KOH(EpeHIMHM, KOTOPYIO0 IpPOBOAUT 3aMECTUTENb JUPEKTopa MO  ydeOHOo-
MIPOU3BOJCTBEHHOMY OOYUEHHIO, T/I€ Pa3bACHICTCS MOPSAIOK MPOXOKICHUS MTPAKTHKH,
ee LieNb, 3aJjauy, COJIEP’KaHNe U CPOKH NPOBEICHMUSL.

[To pe3ynpTaTaM MPOXOXKIACHUS MPAKTUKU OOYYAIOLIUICS TpeACTaBIseT
PYKOBOJMTENIO MPaKTUKA OT KOJUle[Ka JHEBHUK IO MpakTHKe, 1O dopme,
YCTaHOBJIEHHON B MeTOIMYECKUX YKa3aHUAX 110 OPTaHU3aliU U IPOBEICHUIO YUEOHOMH
NPAaKTUKU. Y4yeOHasl MpakTUKa OLCHUBAETCS PYKOBOJUTENIEM HPAKTHUKUA Ha OCHOBE
paboT, BHIIOJHEHHBIX 00YYaIOUIUMCS B 3TOT MEPUO/I.

[TpakTHKK Ha KaXKOM KypCe 3aBEpLIAOTCS 3aKI0YUTEIbHON KOH(pepeHInen, Ha
KOTOPOM MPOBOSATCS MX UTOTH M MIPOBOJUTCS aTTECTAIH, B COOTBETCTBUH C YICOHBIM
maHoM, ¢ yaeroM TpedoBanuii ®I'OC CIIO no nanno# npodeccun.

OreHka MO MpakTUKE WM 3a4eT MPUPABHUBAIOTCA K OIEHKaM (3aderam) IIo
TEOPETUYECKOMY OOYYCHHIO M YUWTHIBAIOTCS MPU TOJABEACHUM HWTOTOB OOIIEH
YCIEBAEMOCTH O0YHAOITUXCS.

OOyuaromuecs, He BBIMIOJHUBIIME MPOTPAMMBI MPAKTHKU TIO YBAXKHUTEIHHOM
NpUYMHE, HANpaBISIOTCS Ha TMPAKTUKY BTOPUYHO B CBOOOJHOE OT y4ueOBbl BpeMsl.
OOyuaromuecs, He BHIITOJHUBILINE TPOTPAMMBI PAKTUKH 0€3 YBAKUTEIbHON MPUUHHBI
WIN MOJIyYMBILKE OTPULATENBHYIO OIIEHKY, MOTYT ObITh OTYMCIIEHBI U3 KOJUIEKa, KaK

UMEIOIIME aKaJEMUYECKYI0 3a10JDKEHHOCTD, B MOPSAKE, IPELYCMOTPEHHOM Y CTaBOM
CKoY.

IlepeyeHnb ocBanBaeMbIX KOMIIETEHIIMH

Obuwiue komnemenyuu

Kox HaumeHoBaHMe KOMIIETEHIIMU

OK 01 Br10upath ciocoObl perieHus 3a1a4d Npo(ecCHOHANBHON NesITeTbHOCTH TPUMEHUTEIHHO
K pa3JIMYHbIM KOHTEKCTaM.

OK 02 Vcnonb30BaTh COBPEMEHHBIE CPE/ICTBA IOUCKA, aHATIN3a U MHTEPIPETaluu

nH(popManuy, 1 UHGOPMALIMOHHBIE TEXHOIOTHH ISl BHIIOJTHEHUS 3aa4
npodecCHOHATLHON 1€ TEIbHOCTH.

OK 04 D PexTHBHO B3aUMOICHCTBOBATH U Pa0OTATh B KOJUIEKTUBE U KOMaH/IE.

OK 05 OCyIecTBIATh YCTHYIO U MIHCBMEHHYIO KOMMYHHUKAILIMIO HA TOCYTAPCTBEHHOM SI3BIKE
Poccuiickoif @enepanuu ¢ yueToM 0COOEHHOCTEN COLUAIBHOTO U KYJIBTYPHOTO
KOHTEKCTA.

OK 09 ITonp30BaTbes MpodecCHOHAIBHOM TOKyMEHTaluel Ha TOCYAapCTBEHHOM U

MHOCTPaHHOM S3bIKaXx.
Ilpogpeccuonanvnuvie kKomnemenyuu
Kon HaunmenoBaHue KoMneTeHIINN

1K 2.1 OcyIecTBIATh pa3pabOTKy U BEACHHUE HOMEHKJIATYPHI JIe7 CTPYKTYPHOTO
MoApa3aeICHUS




11K 2.2 DopMHUPOBATH JeJIa B COOTBETCTBUM ¢ HOMEHKJIATYPOU JIeN U MpaBuiiaMu (hOpMUPOBAHUS
e

11K 2.3 OCyIIeCTBIATh TEKYIIEEe XpaHEHUE, YIET M UCTIOIb30BaHHE /1€ (JIOKYMEHTOB).

11K 2.4 OCyIIECTBIIATH SKCIIEPTU3Y LIEHHOCTH JOKYMEHTOB, BECTU OTOOpP JJOKYMEHTOB Ha
XpaHEHUE ¥ YHUUTOKEHUE, TOKYMEHTHPOBATh pabOTy IKCIIEPTHOH KOMUCCHH.

IK 2.5 OdopMIIATE IeTa MOCTOSTHHOTO U JIOJITOBPEMEHHOTO CPOKOB XPAHECHHUS JUIS [Iepeiadrl B
ApXUB OpraHMU3allHH.

1K 2.6 CocTaBisATh OMUCH €] IOCTOSTHHOTO U JIOJITOBPEMEHHOI'O CPOKOB XPAaHEHHUS.

O0513aHHOCTH PYKOBOAMTEJIA IPAKTHUKHU

PykoBoauTENb MPAKTUKHU OT KOJLIEIKA!

- pa3pabaThIBaeT MPOTrPaAMMBI U METOJINYECKOE OOECIICUCHHUE 10 KaXIOMY BUIY
MPaKTUKHU MO Tpodeccu;

- YCTaHAaBJIMBAET CBSI3b C PYKOBOJUTEISAMHU TMPAKTUKU OT MPEANPUSLTHUS,
VUPEKJICHUSI, OPraHU3allMM W COIJIaCOBBIBAET C HUMM HIPOTrpaMMbl TMPOBEICHUS
IPAKTUKH;

- OCYUIIECTBJISIET KOHTPOJIb 3a COOJIOJEHUEM CpPOKOB TIPAKTUKU U €€
COJIEPIKAHUEM;

- OpraHu3yeT MPOBEJICHUE ATTECTAIIUHU 110 TPAKTHUKE;

- pa3pabaThIBacT TEMATUKY UHAUBUAYAJIbHBIX 3a/IaHUI 00YYaIOIUMHUCS;

- IPUHUMAET y4acTue B pacrlpeeleHUH 00y4Yaromuxcs o paboyuM MecTaM WK
MepeMeEIleHHUE UX TT0 BUIaM pabOT B OpraHu3aluu, JIMOO CTPYKTYPHBIX MOIPa3ACIICHUSIX
WHCTUTYTA;

- HECET OTBETCTBEHHOCTh COBMECTHO C PYKOBOJUTEIEM MPAKTUKU OT
MPEANPUATUSI, YUPEKICHUS, OPTaHU3AMKU 32 COOJIOJCHUE OOyYarOUIUMUCS TpPaBUI
TEXHUKHU 0€30IMaCHOCTH;

- OCYUIECTBJSIET KOHTPOJIb 3a COOJIOJEHUEM CpPOKOB TIPAKTUKH U €€
coJiepKaHUEM;

- OKa3bIBAE€T METOJMYECKYIO MOMOIL OOYYAIOIIMMUCS TPU BBHITIOJTHEHUH UMU
WHIMBUYAJbHBIX 3aJaHUil U cOOpe MaTepHalioB K BBIMYCKHOW KBadu(UKAIMOHHOU
pabore;

- 3aMOJIHAET aTTECTAllMOHHBIN JIUCT (IPUIIOKEHUE 2) HA CTYyACHTA, COAECPKAILIHI
CBEJICHUS 00 YpPOBHE OCBOCHHUS OOydYarommmcs TPoQecCHOHATbHBIX KOMIIETSHIIHMA
COBMECTHO B PYKOBOJIMUTEJIEM MPAKTUKHU OT OPraHU3ALNY;

- OLICHUBAET PE3YJIbTAThl BBHITIOTHEHUS 00yUaOITUMUCS IPOrpaMMBbl TPAKTUKU;

- MPOBOJIUT MEPOMPUSATUE 110 aHAJIU3Y UTOTOB MPAKTUKH;

- KOHTPOJIMPYET BEJCHNUE THEBHUKOB, MOJATOTOBKY OTYETOB U MPEIOCTABIISIET HA
IIUKJIOBYIO KOMHUCCHIO THEBHUKH U OTYETHI CTYACHTOB IO MPAKTUKE B CPOK HE TO3/THEE
10 nHel moce mpoBEAEHNSI HTOTOBBIX MEPOIIPUSATHIA;

- TPEAOCTaBISET HA ITUKJIOBYIO KOMMCCHIO UTOTOBBIM OTUET PYKOBOJUTEIS O
pe3yJbTarax MmpakTHKe.

O0513aHHOCTH CTYAE€HTA-NIPAKTHUKAHTA
OOyuaromuiics Mpu MPOXOKIECHUN TTPAKTUKH 00s5I3aH:
- BBITIOJTHATH 33J]aHUs, TPETYCMOTPEHHBIEC TPOTPAMMON MPAKTUKY;
- coOMOIaTh ACWCTBYIONIME B OpTraHU3AIMH TpaBUja BHYTPEHHETO TPYAOBOTO
pacrnopsaka;



- coOMIOIaTh MpaBUyIa OXpaHbl TPYAA U MOKApHOU OE30MacHOCTH;

- HECTH OTBETCTBEHHOCTH 32 BBITIOJIHIEMYIO pabOTy U €€ pe3yIbTaThl HapaBHE CO
IITaTHBIMA PaOOTHUKAMH, a TaK)Ke MaTepUaIbHYIO OTBETCTBEHHOCTH 3a MPUOOPHI U
0o6opy10BaHUE;

- CHCTeMAaTHYECKH MPENICTABIIATh PYKOBOJAUTEIIO HH()OPMAIIUIO O BBHIMOJTHEHHOM
paboTe, B HA3HAUEHHOE BPEMS SIBISATHCS Ha KOHCYJBTAIIUU PYKOBOINUTENICH TPAKTHKHY;

- coOpaTh HEOOXOAMMBIC MaTEPHAIIBI ISl HAITUCAHUSI KYPCOBOM WJIH BBITTYCKHOM
KBATH(UKAIMOHHON pabOT COTIACHO MHANBUAYATLHOMY 3aJaHUIO HA TIPAKTUKY;

- TI0 OKOHYAHUH MPAKTUKH MPEJACTABUTh PYKOBOAMTEIIO IPAKTHKH HAIJICKAITAM
o0Opa3zoM opopMIICHHBIE TOKYMEHTHI.

CTpykrypa u conep:kaHue y4eOHOH NPAKTHKH.

O61mast Tpy10€MKOCTh yueOHOM npakTuku coctapisieT 3 Henenu (108 yacon).

dopmbl
TEKYILETro KOHTPOJIS
Bcero dopma
4acoB IIPOMEKYTOUYHOU
aTTeCTaluu
(no cemecmpam)

i Pa3znensl (9Tambl) npakTUKU

z
Cemectp

HNHCTpyKTaX MO TEXHUKE O€30MaCHOCTH.
Coznanue JOKyMEHTOB 151 0(hOPMIICHUS
Jienia; 3asBJICHUE O IIpueMe Ha paloTy,
pe3roMe, MpUKa3 o0 MpueMe Ha paboTy.
Co3nanue JOKyMEHTOB s

2. dbopmupoBaHus fiea: TPyA0BOH 2 10
JIOTOBOP.

Co3ngaHne JOKyMEHTOB JJIs
dbopMHpOBaHHUS Jieia: MPUKa3 O MePEeBOJIE
3. Ha JpYryto padoTy, MpUKa3 o 2 12
KOMaHIUPOBKE, O0OBSICHUTEIbHAS
3amnmckKa.

4. Co3zniaHre BHYTPEHHUX JJOKYMEHTOB.
Texnonorus popmMupoBaHus A€l 2
5. ®opMUpOBaHUE JIMYHOTO AENa 14
COTPY/THUKA.
['pynmupoBKa UCTIOJTHEHHBIX 2
6. JIOKYMEHTOB B COOTBETCTBUHU C 12
HOMEHKJIATYPOU JE.
OdopmiieHre U BeIeHHEe HOMEHKIIATypbl | 2
Je.
CocraBienue omnwcu el M HUX | 2
odopmieHHE.

\S]

10

12

14




BrImonHeHre WHAMBUIYAIBHOTO 3a1aHus | 2
9. (coop, o00OpaboTka W cHUCTeMaTH3AIUs 12
HCTOYHUKOB ¥ CIIPABOYHOTO MaTepHasa).
Benenue nHeBHuka. Hamumcanwe otdera | 2

10. y 6
1o y4eOHOU MPaKTHKE.
Hroro 3a 2 cemectp 2 108 JAud.3auer
UTOIro 108

3az1amm H MOPHAAOK MX BBINNOJHCHHUSA

KOHTpOJH)HI)Ie BOIIPOCHI U 3adaHUs I IIPOBCACHUSA TCKYIHCI\(JI arrecraiguu IIO
pasaciaM (BTaHaM) IMPAaKTUKH, OCBANBACMBIM CTYACHTOM CAMOCTOSATCIIBHO.

1. Ouenka nHGOPMAMOHHOTO COAEPKAHUS TOKYMEHTOB
2. KoMIUIEKTOBaHME apXWBa OpraHU3alun
3. CocraBiieHHE U BEJECHHUE CITUCKOB OPraHU3aluii — ICTOYHUKOB KOMIIJIEKTOBAHUS

apxuBa

4. V3yueHue TOKYMEHTOB B ILIEJISIX OMPEACIICHUSI CPOKOB XPAHEHUS TOKYMEHTOB U

0TOOpa WX Ha TOCTOSIHHOE XPaHEHUE

[IpoBeneHne 3KCrepTr3bl HIEHHOCTH JOKYMEHTOB

6. [IpoBepka Hanmuuus HEOOXOJUMBIX TMOAMHUCEH, JaT, OTTHUCKOB II€YaTeH,
PE30ITFOLIHI

7. CucremaTuzanusi JOKyMEHTOB TEKYIIIETO apX1Ba

8. CocraBnenue nH()OPMAITMOHHO-CIIPABOYHBIX JIOKYMEHTOB OpraHU3aIiu

9. Pa3paboTka OCHOBHBIX KaJIpOBBIX JJOKYMEHTOB, UCIIOJIb3YEMBIX B OpraHU3aIIU

10.Pa3paboTka mITaTHOTO pacHUCAHMS B OpraHU3aluN

11.1Topsimok nepenaun 1€ B apXuB

12.CocraBiieHue pacnopaauTEIbHON TOKYMEHTAIIMHA OPraHu3aliu

13.Pa3paboTka nprkasza o OCHOBHOM JIE€SITEIbHOCTH OpraHu3aIuu

14.0npenenenue GoHIOBON MPUHAICKHOCTH JOKYMEHTOB U JIEJ

15.Ha3HaueHue ¥ COCTaB CIPaBOYHOM cuCTeMbl JOKyMeHTaruu. OdopmiieHue
CITY>KE€OHBIX 3aMHCOK

16.0dopmienne u BeJieHue HOMEHKIIATYPHI JIe] OpraHu3aliu

17.0cyiiecTBieHre OpraHu3alvi JIOKYMEHTOB IO CTENEHU IIEHHOCTH U IO
KaTEropusMm J0CTyIa

18.3anonHeHre TOKYMEHTOB C YCTAHOBIIEHUE CPOKOB XPAaHEHHUS /eI

19.Micnionp30BaHne apXUBHBIX IOKYMEHTOB

20.CocTaBieHue OnpeaeICHHBIX HHPOPMAIIMOHHBIX JJOKYMEHTOB

21.IToaroroBka akTa npuema-nepeaadu Jejl OpraHu3alny B apXuB

22.0dopmiieHre JOKYMEHTOB MO0 JUYHOMY COCTaBY

23.IlocTpoenue 0030pa apXUBHBIX JOKYMEHTOB B OpraHU3aIlMu

24.0dopmiieHre pe3ybTaToB dKCIEPTU3BI ICHHOCTH JOKYMEHTOB

25.CocraBnenue 1 ohopmiIeHUE OMKUCH JEJT OpraHu3aluu

26.IlonroroBka en K apXUBHOMY XPaHEHHIO

27.001ue mpaBuia NOArOTOBKH CIIY>KEOHBIX IOKYMEHTOB

)]



28.Pa3paboTka JOKaJbHBIX AaKTOB IO OpraHu3aluu padoThl MHPOPMALMOHHO-
CIIPAaBOYHBIMU JOKYMEHTAMHU

29.3HaKOMCTBO ¢ HOPMATUBHO-IIPaBOBOM 0a301 OpraHU3aluu

30.IIpoBepka HaIU4Ms U COCTOSIHUSL APXUBHBIX JJOKYMEHTOB

31.IloaroroBka u nepegadya JOKyMEHTOB Ha apXUBHOE XPAaHEHUE

32.CocraBieHue TOKYMEHTAlNN, UCII0JIb3YEMOW B YIIPABICHUH IIEPCOHAIIOM

33.Tematnueckass  moaOOpka  KOMMA  JOKYMEHTOB  JJisi  MOJATOTOBKU
MH(GOPMALIMOHHBIX MEPOTIPUSATHI: BICTABOK, KOH(PEPEHLIUN U JIp.

34.Ilpuem u nepBudHas 06pabOTKa MOCTYMHAIOMICH B OpraHU3aIUI0 JOKYMEHTAIIH

O0mue TpedOBaHUA K 0(POPMIICHUIO OTYETA

OCHOBHBIE CTPYKTYpHBIE 3JEMEHThl OTYeTa JOJDKHBI pacrnojlaraTbCsi B

CJIEIYIOILEM ITOPSIJIKE:

- TUTYJIbHBIN JIUCT;

- COJEPIKaHNUE OTYETA;

- CTPYKTYpa COZECp KaHMsI OTYETA J0JKHA UMETh CISAYIOUIUH (IPUMEPHBIN BHU):
-BBEJICHHE, O00Ilas XapakTEepUCTUKAa OpraHu3aluud, (PUHAHCOBO-XO3AHCTBEHHAsS
NEATENbHOCTh OPraHM3aluy, WHAUBUIAYAJIBHOE 33JlaHHE, 3aKIKOYEHUE, CIIUMCOK
UCII0JIb3YEMBIX UICTOYHUKOB, TPUIIOKEHUS.

[Ipu Bceil mMpoTe JaHHBIX BOIPOCOB OCHOBHYIO YaCTh OTYETA JOJIKHA 3aHUMATh
noaOopka uH(pOpManUuU, aHaIUTHYECKas oO0pabOTKa M BBIBOJABI IO MpOOJIEMaM,
KAacaroUIMMCsl UHAUBUYAIbHOTO 3a/1aHHUS.

OT4eT O MpPaKTUKE JTOJKEH COJEPKATh JIAKOHUYHOE H3JI0KEHUE COACpPKAHUS
CaMOCTOSATENIbHOM pabOThl CTYyIEHTa M JOJKEH OBITh HAmucaH OT MEpPBOTO JIUIA.
Ilepeckaz B OT4E€T€ HMHCTPYKTUBHBIX MaTepHUAIOB YYE€OHUKOB, JIEKIMH W T.N. HE
JOITYCKAETCS.

B otuere xapakTtepusyeTcs TOJIBKO TpoJeJaHHas CTyJEHTOM paboTa 110
nporpaMMe NpaKTHKU C YKa3aHUEM METOJOB palOThl M CCHUIKOW Ha MPUMEHEHHbIE
pacueTHble (POPMYIIBI U CTATUCTUKO-IKOHOMUYECKHE MOECIIH.

MakcumanbHO JOMyCTUMBIN 00BbeM oTueTa (¢ mpuioxkeHusmu) — 30 cTpaHuIl
MalIMHOIMCHOI'O TEKCTA.

TekcT oTueTa mevyaTaeTcst Ha OHOU cTopoHe Jucta popmata A 4 (210 x 297 mm)
KHIKHOM OpHEHTAILMK C ITOMOIIbI0 KOMIIBIOTEPA U MPUHTEPA HA OyMa>KHOM HOCHUTENE
B TEKCTOBOM peaakTope. [lapameTpsl: 1BeT uepHua — yepHsblid; mpudt — Times New
Roman; pazmep mipudra — 14 kerenb; Mex1ycTpouHblii uHTEpBaI — 1; orcrym — 1,25;
BbIpABHUBAHKE TEKCTA — M0 MIMPUHE; NToJIst: JieBoe — 30 MM, nipaBoe — 10 MM, BepxHee 1
HKHEe — 20 MMm.

B Tekcre coneprkanue, BBEACHUE, KAXKIbIN pa3iesl OCHOBHOM YacTH, 3aKJII0YEHHE,
CIIMCOK MCIOJIb30BAaHHBIX HICTOYHUKOB U MPUJIOKEHNS HAUMHAIOTCS C HOBOW CTPAHHUIIBI.
[Toapa3znensl MOTYT HAa4MHATHCS IOCJIE OKOHYAHMS MPEABIAYIIEr0 C OTCTYNOM JBa
MHTEpBaja.

[TepeHocs! ci10B B TeKCTe pabOTHI HE JOMYyCKalTCA. B TekcTe He OMyCKaroTCs
MOTYEPKUBAHUS, LIBETHBIE 3aJMBKM M BBIACICHUS MOJYKUPHBIM HIpUdTOM (Kpome
BBIJICJICHHSI PA3/I€NIOB U MOAPA3/ENIOB).



Ha3Banus pa3fenoB U MoApa3aeiaoB JIOHKHBI MTOTHOCTBIO COOTBETCTBOBATh MX
dbopMynMpoBKE B colepkaHUM paboThl. X 3arojoBku ciemyeT mucaTh MO MIMPUHE
cTpaHulbl ¢ orctynom 1,25. Ecnu 3aroiioBOK COCTOWUT U3 JBYX MPENJIOKEHUH, HX
pa3aesoT Toukoi. Touka B KOHIIE 3ar0JIOBKA HE CTaBUTCHL.

Crpanunsl HyMepyroTcsi apabckumu 1udpamu 6€3 TOUYKH BBEPXY CTPAHHUIIBI 110
neHtpy. Hymepanus nuctoB, BKIIIOYasi IPUIIOKEHUS, T0OJKHA OBITh CKBO3HAS 1O BCEH
paboTe, HAUMHAsA C TUTYJABHOrO JucTa. Ha TUTYJIBHOM JHMCTE HOMEp HE CTaBUTCH,
CJIEYIOIIAs 3a HUM CTPAaHUILIA C COAEPKAHUEM UMEET MOPSAIKOBBIA HOMED 2.

Tabmupl B OTUETE PacIoNaralTcs HEMOCPEICTBEHHO MOCTE TEKCTa, B KOTOPOM
OHM YIIOMHMHAIOTCS BIEPBBIC, HJIM HA CIEAYIOLIEH CTpaHuLe, 0o B npuioxeHuu. Ha
BCE TaOJMIIBI JTOJDKHBI OBITH CCHUIKM B TekcTe. Hymepanus TaOGnui JomkHA OBITH
CKBO3HOM MO BCEMY TEKCTy KypcoBoil paboTel. Homep Tabmuubl M 3arojloBOK
pasMeniaercs Haj Tabnuiel U BRIPAaBHUBACTCS 1O IIMPUHE CTPOKH, ¢ OTcTynoM 1,25.

Hymepanus ¢opmyn nomkHa ObITh CKBO3HOM 1O TeKCTy padoThl. [Ipu ccplike B
TEeKCTe Ha (HOpMyIly €€ HMOPSAIKOBBIM HOMEpP YKa3blBaIOT B CKOOKax, Hampumep (1).
®opMmyJibl NPUBOASTCS CHavajaa B OyKBEHHOM BBIPAKEHUH, 3aTEM JIaeTCsl paciindpoBka
BXOJAIIMX B HUX CHMBOJIOB B TOH K€ IOCIIEOBATEIBLHOCTH, B KOTOPOH OHU JaHBbI B
dopmyiie. Dopmyibl cieyeT BbACIATh U3 TEKCTA B OTAENIBbHYIO CTpOKy. Hanmpumep:

[I=P+3x-3u(l), THe

I1 — mocTyIuteHne TOBapoOB;

P — peanuzauus (rmpoaxka ToBapoB);

3K — TOBapHBbI€ 3amachl HA KOHELl IEPUO/Ia;

3H — TOBapHbIE 3aMachl HA HAYAJIO MEPUOaA.

Hymepanus npuinoxeHuil COOTBETCTBYET NMOPSJIKY MOSBICHHS CCUIOK Ha HUX B
Ttekcre. Kaxkqoe HOBOE MPUIOKEHUE HAYMHAETCS C HOBOM CTpaHUIBl C YKa3aHUEM
CBOEr0 HOMEpa B MPABOM BEPXHEM YTIy 0€3 BbIICJIEHUS C BBIPABHUBAHUEM I10 IPABOMY
kpato (IIpunoxenue 1,2,3.....). Ecnu npuioxkeHne uMeeT Ha3BaHUE, TO OHO MHUILIETCA
OTCTYIHMB JIBa MHTEPBAJIA MO HEHTPY MOIYKUPHBIM IIPUPTOM.

B conep:xanuu oT4yeTa Ha3BaHUS IPWIOKEHUI M X HyMEpaLus HE YKa3bIBAIOTCS.
3anuceiBaeTcsl OOHO ci0BO «lIpwitoKeHUs» M yKa3bIBA€TCSI HOMEp CTPAaHULBI HX
HayaJa.

Jlnst obopmiteHrs CIIMCKA UCTIOBb30BaHHBIX UCTOYHUKOB npuMensiercst [[OCT P
7.0.100-2018. Crucok HMCIONIb30BAaHHBIX MCTOYHHUKOB O(OpMIIsieTcss B an(aBUTHOM
nopsjike. ABTOpbI 0JJTHO(GAMUIIBIBI 3aIUCHIBAIOTCS MO aN(PaBUTY UX UHUIIUAIOB (MMEH).
Tpyasl ogHOrO aBTOpa MOMEMIAIOTCS MO TOJAaM H3JaHusl, T.€. B XPOHOJIOTUYECKOM
NOpAJIKe, TPU HAIMYUKM HECKOJIbKUX TPYJOB OJHOTO M TOTO K€ ToJa — B ajapaBUTHOM
NOpAJIKE 110 HA3BaHUSIM TPY/IOB.

[Ipy HamucaHuM TeKCTa OTYETa HE JIONMYCKAETCSd MPUMEHSTh O00OPOTHI
pPa3roBOPHOM pedM, MPOU3BOJBHBIE CJIOBOOOpPAa30BaHMs; WHOCTPAHHBIE CJIOBA U
TEPMUHBl TPU HAJUYMHM PABHO3HAYHBIX CJIIOB M TEPMUHOB B PYCCKOM A3BIKE;
COKpaleHus: 0003HAUCHUN €IUHUI] U3MEpeHHs] (U3NYECKUX BEJIUYUH, €CIU OHH
ynotpeOsitorcs 6e3 1udp; MaTeMaTUYecKue 3HaKu 0e3 1udp; IPUMEHSITh UHIACKCHI
CTaH/IapTOB, TEXHUYECKUX YCJIOBHM W JIPYrHMX JOKYMEHTOB 0€3 perucTparioHHOTO
Homepa (I'OCT, OCT, CTII u apyrue).



OdopMIieHre WUTFOCTPATUBHOTO MaTepHasa

Wnmoctparuu (4epTexu, CXeMbl, TpaduKu, SCKU3bI, TUarpaMMbl, JOTOCHUMKH,
PUCYHKHM) pacmojiaraioT TakK, 4YTOObl WX ObUIO yJAOOHO paccMaTpuBaTh,
HETIOCPEICTBEHHO TIOCNIe TEKCTa, B KOTOPOM OHH YIOMHHAIOTCS — BIIEPBBIC.
Nmroctpanun 0603Hauar0TCs clioBoM «PucyHok». Ha Bce pHUCYHKH OIKHBI OBITH
JaHBl CCBUIKA TI0O TEKCTYy TOSCHUTEIBHON 3amuCKd. PUCYHKH ITOJDKHBI HMETh
HAaWMEHOBAHMS, KOTOPhIC MOMENIAOT MO PHCYHKOM, MO IEHTPY CTpaHHIbL. Touka
MIOCJIC HANMEHOBAHUS PUCYHKA HE CTABUTCA.

Bce nmmoctpanun HyMepyroTcst apabckumMu nudpamMu B Tpeneiax paszelios,
HanpuMep (BTOPOH pUCYHOK MEPBOTO pasjiena):

Tosap C

24% ToBap A

30%

Tosap B
46%

Pucynok 1. Cmpyxkmypa npooasic mosapos

Odopmienue TadIuIL

[udposoit MaTepuan opopMiisieTcs, Kak IpaBuiio, B Bujae Tadnuil. Tadmuiy, B
3aBUCUMOCTH OT €€ pa3Mepa, NOMENIAloT TMOJl TEKCTOM, B  KOTOPOM
BIIEPBBIC JJaHA CChIJIKA HA HEE, UJIM Ha CJIEAYIOIIEeH CTpaHulle, a, TP HEOOXOIUMOCTH,
B IIPUJIOKEHUHM K paboTte. Ha Bce TabnuIIbI 1OJKHBI OBITH MPUBEACHBI CCHUIKU B TEKCTE
paboThI, TIPU CCHUIKE CIEAYET MUCATh CIOBO «Ta0JIUIIa» ¢ YKa3aHUEM €€ HOMepa.

Ha3Banune Tabiuibl JOJDKHO OTpakaTh €€ COJiepaHue, ObITh TOYHBIM U
KpaTkuM. Ha3paHue ciaenyeT momMemath Haj Tabiuiei mo neHTpy. Hampumep:

Tabnuya 1. Hazseanue mabauybl
Eo. usmepenus

3aroj0BoOK 3aroJioBok 2 3aroJioBOK
1 [1013ar0JIOBOK 1 MMOA3aroJIoBoK 2 |3

Tabnuupl HymMepyoT apabckumu udpaMu B mpeaenax paszaena. B atom
cilyyae HOMep TaOJMIIbl COCTOUT U3 HOMEpA pazjiesia U MOPSIKOBOTO HOMEpa TaOJIHIIbL,
pasneneHHbIX TOYKOM. TaOauIbl TOKHBI OBITh BRIPOBHEHBI 110 IIUPHUHE OKHA.

Tabmuupl KaxAoro MNPUIIOKEHHs 0003HAYalOT OTIAEIBHON HyMepauuen
apabckumu 1udbpamu c goOaBieHueM mnepen udpoi OyKBEHHOTO 0003HAYCHUS
IPUITOKEHUS.

bonpmine TabnWIBl pacmojiarardT Tak, YTOOBI WX MOXKHO OBIJIO YHTATh,
noBopauuBas paboOTy Mo 4acoBO# crpenke. Jomyckaercs momemars TabJuIly BAOJIb
JJIMHHOW CTOPOHBI JINCTA JOKYMEHTA.



3arojoBKku rpag ¥ CTPOK TaOIMIBl CIEAYET MUCATh C MPOMUCHON OYKBBI, a
[I0J13ar0JIOBKU rpad - CO CTPOYHOM OyKBbI, ECIIM OHU COCTABJIAIOT OJJHO MPEIIOKEHHUE
C 3ar0JIOBKOM, WJIM C IPOITUCHON OYKBBI, €CJIM OHU UMEIOT CAMOCTOSITEJIBHOE 3HAUEHUE.
B koHIE 3arojoBKOB M TOJ3aroJIOBKOB TaOJUI[ TOYKM HE CTaBAT. 3arojOBKU U
[I0J13ar0JIOBKH I'pad yKa3bpIBalOT B €AMHCTBEHHOM YHCIIE.

Ecnu tabnuna BeIXoAMT 3a (hopMaT CTpaHULbI, YacTh €€ IEPEHOCAT Ha JAPYTYIO
ctpanuny. Ilpu sToM HymepyroT apaOckumu mudpamu rpadsl U (MJIH) CTPOKHU
nepBoil yactu Tabmuipl. Hax BTOpoil yacThio TaOMMIBI pacmojiaraioT CTPOKY C
HyMepartuei rpad.

[Ipu mepeHoce yacTh TaOIUIBI HA APYryK CTpaHUIly cioBo «Tabmuma» u
HA3BaHME TOMEMIAIOT TOJIBKO HaJ MEPBOW YaCThbIO TAONHUIBI, HAA APYTMMH YaCTSIMHU
MUIIYT, CO CABUTOM K MPaBOMY MO0, cioBa «lIpogomkenne Tabnuubn ¢ yka3aHHueM
HOMepa TaOJHIIbL.

Ecnu B KOHIIE cTpaHuULbl Ta0IULIa IPEPHIBAETCS U €€ MPOJ0HKeHUE OyAeT Ha
CJIEYIOIIEeH CTpaHuIle, B IEPBOM YaCTH TaOJIULbl HUKHIOIO TOPU30HTAIbHYIO JIMHHUIO,
OTPAaHUYUBAIOLIYIO TAOJINIly, TPOBOMISIT.

Ecnu Bce mokasatenu, NpuBEACHHbBIE B TaOINIIE, BRIPAXKEHBI B OHOM U TOM XKe
€IMHHULIE, TO €€ 0003HaUEHUE OMeNlaeTcs Haj TabIulIel crpaBsa.

3aMeHATh KaBbIYKaMU MOBTOPSIONIMECS B TaOIuLEe HUPpPHI, MaTeMaTHYECKUE
3HaKH, 3HAKU MPOIIEHTa, 0003HAYCHHSI MapOK MaTepHraia, 0003Ha4eHHs] HOPMATHUBHBIX
JOKYMEHTOB HE JIOITYCKaeTCsl.

[Ipn Hanmuuuu B TEKCTE HEOOJBIIOTO MO 00beMy IU(PPOBOro Marepuayia €ro
HelenecooopazHo oQopMIISTh TAONIHIIEH, a ClIeyeT AaBaTh B BUAE BbIBOJAA (TEKCTA),
pacnonaras 1upoBbIe TaHHBIE B KOJOHKH.

@opMyJIbl M YPaBHEHUS

VYpaBHeHust U GOpMyJbl BBIACISAIOT U3 TEKCTa B OTIEIbHYIO CTPOKY. Bblie u
HIDKE Kaxa0u (opMysbl UM ypaBHEHUS JOJKHO OBITh OCTaBJICHO HE MEHEE OJJHOM
cB0OOHOM cTpoku. Ecian ypaBHeHHE HE yMEIAETCs B OHY CTPOKY, OHO JOJDKHO OBITh
MEPEeHECeHO TOoclie 3HaKa PaBeHCTBA (=) WM Tocie 3Haka (+), WM TOoCie APYrux
MaTeMaTHUYECKUX 3HAKOB C UX 00s3aTeIbHBIM TOBTOPEHUEM B HOBOM CTpOKe.

@opMyJibl U ypaBHEHMS B OTYETE CJIEYET HyMEPOBaThb B Ipeleiax pasiena
apaOckumu 1udpaMu B KpYyIJIbIX CKOOKax HampoTHB (OpMyJibl B KpailHE MpPaBOM
nosioxxenuu. Hanpumep, (1), (2).

HenocpenacrBenno mon  ¢Gopmynnoll OpuBOIUTCS paciiMppoBKa CHUMBOJIOB H
YUCIIOBBIX KOA((PUITMEHTOB, €CJI OHU HE OBLIIM MOSICHEHBI paHee B TekcTe. [lepBas cTtpoka
pacinppOBKH HAYMHAETCS CIIOBOM «TJIe» 0€3 ABOETOUHUS MOCIE HETO.

Hanpuwmep:
O6neM npoussozacTBa (OII) B cMeHy, ThIC.pyO., BRIUUCIISIOT 1O (popmysie:
OIl =Y x CB, (1)

rae Y - cpenHecnucoyHasi YuCIEHHOCTh pa0OTHUKOB, YEll.;
CB - cpennsist BbIpaOoTKa Ha OTHOTO PabOTHUKA B CMEHY, ThIC. PYO.

OdopmiieHne MpUIOKEHUN
B npuiioxkeHus BKIOYAKOT AOMOJIHUTEIBHBIM BCIIOMOTATEJIbHBIM MaTepuani, K
KOTOPOMY OTHOCSITCSl TMPOMEXKYTOYHBIE pacyeThl, TaOJUIBI BCIIOMOTaTEIbHBIX



U(GPOBBIX AAHHBIX, UHCTPYKIUU, METOJIUKH, WIUIOCTpAIMH, 3alOJIHEHHbIE (OPMBI
OTYETHOCTH U JIPyTUe€ JOKYMEHTHI.

Kaxxnoe npuioxeHue TOJKHO HAUYMHATBCA C HOBOM cTpaHullpl. [IpuioskeHus
HYMEpPYIOTCS COOTBETCTBEHHO IMpujaraeMbiM JokymMeHTam. Ha BepxHeil cTpoke
Ka)KJI0TO JIOKYMEHTa PUIIOKEHHUS, 110 IIEHTPY pactonaraercs cioBo «lIpunoxenue Ax»
C 3arjaBHOM OYKBbI 0€3 3HAKOB NpenuHanus. [IpunoxxeHue JOHKHO UMETh 3ar0JIOBOK,
PaCIOJIOKEHHBIM CTPOKON HUXKE MOCEPEIMHE. 3aroj0BOK MPUITIOKEHUS HAYMHACTCS C
3arjJaBHOM OYKBBI, B KOHIIC HETO TOYKA HE CTABUTCS.

B TekcTe mosicHUTEIHbHOM 3alMUCKA JOKHBI OBITh CCHUIKM Ha BCE TIPHIIOKCHHUS.
Ccpuika Ha HUX B TEKCTe opopMIIsieTcsl B CKOOKax, Hanmpumep (TprtokeHue A).

CrpaHuIbl TPWIOKEHUH HYMEPYIOTCS B CKBO3HOM TMOPSIIKE C JTUTIJIOMHOU
paboToii, HO B 001mHii (OCHOBHOW) 00BEM JUIIOMHON pabOThI HE 3aCUUTHIBAIOTCS.

B conepxxanme paboThl BKIIOYAIOT MPIJIOKEHUS C YKa3aHHEM HoMeEpa
CTpPaHHUIIbI, C KOTOPOT'0 HAYMHAIOTCS MPUIIOKECHUS.

OdopMiieHre UTAT U CCHUIOK

IIpu cchlIke B TEKCTE HA JIUTEPATYPHBIM MUCTOUYHUK IOCJE YIIOMHUHAHUS O HEM
IPOCTABJISIOT B KBJAPATHBIX CKOOKaX HOMEp (MO0 KOHIIEBBIMH CHOCKAaMH), O]
KOTOPBIM OH 3HAQYMUTCS B CIIHMCKE HCIIOJB30BAaHHBIX HCTOYHUKOB. B HEO0OXOAMMBIX
cinydasx (0OBIYHO NP UCIOIB30BaHUU HU(PPOBBIX JAHHBIX WM IIUTATHI) YKA3bIBAIOTCS
Y CTPAHMIIbI, HA KOTOPBIX TOMEMIAETCS UCIIONb3yeMbI HCTOUHMK: Harmpumep [25, c. 14-
19] wim [28, 1.1, c.128].

Ccbliku Ha TaOJIUIIBI, PUCYHKH, PUIIOKEHUS YKA3bIBAIOTCA B KPYTJIbIX CKOOKAX:
(tTabnuma 1), (pucyHok 2), (mpuioxxenne b) nmubo cienyer nucaTh: «B COOTBETCTBUU C
JaHHBIMU B Tabnuie 1», «mI0 JaHHBIM pPUCYHKA 3», «B COOTBETCTBUHU C
MIPUIIOKEHUEM A

Kpurepumn BbicTaBIeHUsSI OLIEHOK

Oyenka «OmauuHo» 8blCMAaGIAemcsl, eciu:

XapakTepucTrKa Ha 00y4aroIerocs mojoKuTeapHas, 0e3 3aMeuaHuii;

- JIHEBHUK TPOXOXKJCHHS TIPAKTUKU COCTaBIEH B COOTBETCTBUU C
NPENBbABISIEMbIMA TPEOOBAHUSIMU, COJEPKHUT E€KEIHEBHBIC CBEICHHS O JEHCTBUSX,
BBITIOJTHAEMBIX OOYUYaIOIIMMCS B TIPOIIECCE MPOXOXKICHUS MPAKTHKH, TMPUIOKEHUS K
JTHEBHUKY T10 TIPAKTUKE B HATMINH;

- OoT4eT OOydwaromerocs O TPOXOXKICHUU TPAKTUKA  COOTBETCTBYET
YCTAaHOBJICHHBIM TPEOOBAaHUSAM K COJEpXKaHWIO, B HEM IIOJHO pacKpbIBACTCS
npojeaHHas 00yJarImmMMcs padoTa BO BpeMs MTPOXOXKICHUS MPAKTUKH C YKa3aHUEM
PE3yNbTaTOB MPAKTHKU W BHITIOJHEHUS 3a/I1aHHSI HA TIPAKTHKY

- MIPY 3aIIUTE OTYETA IO MPAKTUKE OOYJArOIIMMCS AaHbl TOYHBIC Pa3BEPHYTHIC
OTBETHI Ha YTOYHSIOIINE BOIMPOCHI, MaTepHUall M3JIOKEH B OCHOBHOM B JIOTHYECKOM
TIOCJICIOBATEIFHOCTH, CHCTEMAaTHYHO, apTYMEHTHPOBAHO;

- BCE KOMIIETCHIIMM OCBOCHBI (TI0 JaHHBIM aTTECTAllMOHHOTO JIUCTa W
XapaKTEPUCTUKHU Ha 00yUYaIOIIEeTocs).

OI/;GHKQ «Xopouto» evlcmaeiiemcs, eciu.



XapakTepucTUKa Ha 00YyYaroIlerocs: MoJIOKUTENbHAs, HO C HEe3HAYUTEIbHBIMU
3aMeYaHUsIMU;

- JHEBHHUK TPOXOXKIEHHsS MPAaKTHUKH COCTaBJICH B COOTBETCTBUH C
HpeAbABIsIEMBIMU TPEOOBAHUSMHU, HO C HE3HAUUTEIBbHBIMHU HEIOYETaMU, COACPIKUT
€)KEJTHEBHbIC CBEJEHHUS O JCHCTBUAX, BBINOJIHIEMBIX OOYdYaIOUIMMCS B IPOIIECCE
MPOXOKICHUS MPAKTUKU, TIPUIIOKEHUS K THEBHUKY IO NMPAKTHKE B HAJMYUY;

- oTyeT oOOydJammerocs O TPOXOXKACHUM TPAKTUKH COOTBETCTBYET
YCTaHOBJICHHBIM TPEeOOBaHUSM K COJACPKAHMIO, B HEM TOJHO pPaCKPbIBAETCS
npojienanHas oOydarommmcss paboTa BO BpeMsl MPOXOXKACHUS NPAKTUKH, OOJbLIAs
4acTh 3a/IaHUs N0 MMPAKTUKE BHIMOJHEHA U OTPa)KEHA B OTUETE;

- TIPU 3alIUTE OTYETA MO MPAKTUKE 00YYAIOIINMCS JaHbI OTBETHI HA YTOUHSIOIIHIE
BONIPOCHI C HE3HAYUTEIHbHBIMH HEIOUETaMH, KOTOPbIE HE HCKIIIOYal0T OCBOCHHUE Y
00y4aroIerocsi COOTBETCTBYIOIINX KOMIIETEHIINM, MaTeprall U3JI0KeH B OCHOBHOM B
JIOTUYECKOU NOCIIe0BaTENbHOCTH, CHCTEMAaTHYHO, APIYMEHTHPOBAHO;

- bonee 75% KOMIETEHLIMH OCBOEHBI (110 JAHHBIM ATTECTAI[MOHHOTO JIUCTA U
XapaKTEPUCTUKHU Ha 00YUarOIIerocs).

OyeHnka «y0061emeopumenbHoy 8blCMAGIsAemcsl, eciu:

XapakTepucTuka Ha OOy4YarolIerocsi MOJOKUTEIbHAsl, HO CO 3HAYUTEIHHBIMU
3aMCYAHHSIMU;

- THEBHUK MPOXOXKJICHUS MPAKTUKH COCTABJICH B OCHOBHOM B COOTBETCTBHUU C
MPETBSIBISIEMBIME TPEOOBAHUSIMH, HO C HEAOUETAMH, COJCPIKUT €KECTHEBHBIC CBEICHUS
0 JIEWCTBHSIX, BBITIOJHAEMBIX OOYYAIOIIMMCS B TPOIECCE MPOXOXKICHHS TMPAKTHKH,
MIPUIIOKEHUS K THEBHHUKY T10 MTPAKTHUKE B HATHYNU;

- oT4eT OOydarImerocs O TMPOXOKICHUH TPAKTUKH HE B TIOJHOH Mepe
COOTBETCTBYET YCTAaHOBJICHHBIM TPEOOBAaHUSAM K COJCPKAHHUIO, UMEIOTCSI OIMMOKH B
0o(OpMJICHUH, HETIOJTHO PACKPBIBAETCS MPOJICIaHHAsI 00yUaromuMesi paboTa BO BpeMst
POXOKJICHUS TPAKTUKU, HE BCE 3aJaHWs Ha MPAKTUKY BBIMOJHEHBI M OTPAKECHBI B
OTUeTE;

- TIpH 3aIIUTE OTYETA MO MPAKTUKE 00YUAIOITUMCS TaHbl OTBETHI HA YTOYHSIOIINE
BONIPOCHI C HEJOYETaMH, KOTOpble HE WCKIIOYAIOT OCBOEHHE Yy OO0ydaromerocs
COOTBETCTBYIOIIMX KOMIIETCHIIMM HAa HEOOXOJUMOM YpPOBHE, MaTepHall H3JIOKEH B
OCHOBHOM B JIOTHYECKOH MOCJICIOBATECILHOCTH, CHCTEMAaTHYHO, ApTYMEHTHPOBAHO;

- 6onee 50% kommeTeHIIMM OCBOEHBI (MO JTAaHHBIM ATTECTAIMOHHOIO JIUCTA U
XapaKTEPUCTUKHU Ha 00YYaroIIerocs).

Oyenka «Hey006/1emeoPUmMeIbHO0» 8blCMABIAEMC, eCU:

XapakTepucTrKa Ha 00y4arolerocsi OTpuiaTesbHasi;

- JHEBHHUK TMPOXOXJCHHUS TIPAKTHUKU COCTABJIECH HE B COOTBETCTBUU C
MPEAbSIBISIEMBIME TPEOOBAHUSIMH, HE COACPIKUT €KETHEBHBIX CBEJICHUN O IEUCTBUSIX,
BBITIOJTHAEMBIX OOYUYaIOIIMMCS B TIPOIIECCE MPOXOXKICHUS MPAKTHKU, TMPHIOKCHHUS K
JTHEBHUKY MO MPAKTUKE OTCYTCTBYIOT;

- oTueT OOydJaromerocs O TMPOXOXKACHUM TPAKTUKH HE COOTBETCTBYET
YCTaHOBJICHHBIM TPEOOBAHMSIM K COJICPKAHUIO, 3a/IaHNE HA TTPAKTUKY HE BHITIOJHEHO;

- TIpU 3allMTe€ OT4YeTa MO TPAKTUKE OOyJaromuMcs HE JaHbl OTBEThl Ha
YTOYHSIOIIHUE BOMPOCHI, HE MNPOJEMOHCTPUPOBAHO YMEHHE u3JlaraTh Marepuanl B
JIOTUYECKOM MOCIIEIOBATEIBbHOCTH, CUCTEMATUYHO, apPTYMEHTUPOBAHHO;



- 50% xomrmieTeHIuil 1 60J1ee HE OCBOEHHI (10 JIAaHHBIM aTTECTAIIMOHHOTO JINCTA
U XapaKTEePUCTUKHU Ha 00YUaIOIIerocs).

Y4eOHO-MeTOAMYECKOE U MH(POPMALIMOHHOE O0ecredeHne YueOHOoi MPAKTUKH

OcHoBHas JuTeparypa:

1.ApacnanoBa, B.A. JlokyMeHTaIllmoHHOEe OOeCreYeHue YIpaBlICHUs: YydeOHO-
MpaKTUYECKOE TIOCOOMEe B cxeMax, Tabnmiax, oopasnax : [12+]/ B.A. Apacinanosa. — 2-
e u37., Ao1. 1 riepepad. — Mocksa ; bepnun : Jlupekr-Menua, 2020. — 265 c. : ui., TaOI.
- Pexum JOCTyma: 1o ITOJATIUCKE. - URL:
http://biblioclub.ru/index.php?page=book&1d=578394

2.ApacnanoBa, B.A. CmyxeOHble HOKYMEHTBHL: (OPMYISIpbl W HPUMEPHI
opopmieHus. AnpboM: ydeOHO-TipakTHIecKoe mocodue : [12+] / B.A. ApacnaHoBa,
E.C. bypmucrpoBa. — Mocksa ; bepnun : [{upekr-Menua, 2020. — 108 c. — Pexum
noctyma: o noanucke. — URL: http://biblioclub.ru/index.php?page=book&i1d=578396

3.Kab6amos, C.FO. Jlemonpou3BoACTBO M apXMBHOE JEJIO0 B TEPMUHAX U
onpeneneHusx : yaeonoe nocooue / C.1O. Kabamos, N.I'. AchangusipoBa. — 3-e uz.,
crep. — Mocksa : ®@aunta, 2018. — 295 ¢. — Pexxum ngoctyna: no noanucke. — URL:
http://biblioclub.ru/index.php?page=book&i1d=69168

4.CmupnoBa, E. Il. JlemonpousBoacTtBo g cekperaps. Paspaborka, yder u
XpaHEHHE CIYXeOHOW JOKyMEeHTalMH : npaktudyeckoe nocoodue / E. I1. CmupHoBa. —
2-e uza. — Capartos : At [Tu Op Meana, 2019. — 210 c. — ISBN 978-5-4486-0465-2.
— TekcT : 3nexTpoHHbIH // DnexkTpoHHO-0nbmoTeunas cucrema IPR BOOKS : [caiiT].
— URL: http://www.iprbookshop.ru/79622 .html

JlonmosiHUTEILHAS JIUTEpaTypa:

1.Tenbuapos, A.Jl. ApxuBoBeaeHue : yueoHoe nocooue : [16+]/ A Jl. Tenbuapos.
— 2-¢ m31. — Mocksa : JlamkoB u K°, 2018. — 184 c. : un. — (YueOHble U3AaHUS IS
OakaJiaBpoB). — Pexum JIOCTyTIA: o TMOJIMHCKE. — URL:
http://biblioclub.ru/index.php?page=book&i1d=573440

2.YupaBieHrue JTOKyMEHTAIlMel U apXuBaMu 3a pyOexoM : ydyeOHoe mocodue :
[16+] / coct. C.B. Makapuyk, C.II. 3Barun ; KemepoBckuii rocyaapcTBEHHBIN
yHuBepcuteT. — KemepoBo : KeMepoBckuii rocyaapcTBeHHbI yHuBepcutet, 2019. —
274 C. — Pexxum JIOCTyTaA: 10 MIOJIITHCKE. — URL:
http://biblioclub.ru/index.php?page=book&i1d=574229

3.XauarpssH, I. A. OpraHumzanusga W CONPOBOXKIECHHE  BJIEKTPOHHOIO
nokymeHToobopoTta : yueOnuk s CIIO / T'. A. XauatpsH, U. B. Ky3nenoBa. —
Caparos : [Ipodo6pazoBanue, 2020. — 156 ¢. — ISBN 978-5-4488-0877-7. — Tekct
: DJIEKTPOHHBIN // DnexkTpoHHO-0mOmmoTeunas cucteMa IPR BOOKS : [caiiT]. — URL:
http://www.iprbookshop.ru/97086.html

4 Xauatpsn, ['. A. Opranuzanusi 1 TEXHOJIOTHSI PaObOTHI ¢ KOHGUICHITUATHHBIMH
nokymeHTamu : yueOnuk s CIIO / I'. A. Xauarpsia, U. B. Ky3nernosa. — Capatos :
IIpodob6pazoBanme, 2020. — 283 c¢. — ISBN 978-5-4488-0742-8. — Texkcr
ANEKTPOHHBIN // DnekTpoHHo-6ubmuoreunas cuctema [PR BOOKS : [caiiT]. — URL:
http://www.iprbookshop.ru/97087.html
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Hpunoxenne 1
MHUHUCTEPCTBO HAYKHU U BBICHIEI'O OBPA3OBAHUA
POCCHIICKOW ®EJEPAIIUA
denepaibHOE TOCYAAPCTBEHHOE ABTOHOMHOE 00pa3oBaTe/ibHOe YUpe:KIeHue
BbICIIEr0 00pa30BaHUsA
«CEBEPO-KABKA3CKWH ®EJIEPAJIBHbIA YHUBEPCUTET»
IIaTuropckuii uHCcTUTYT (puauan) CKOY
Koanemxk IIaturopckoro uncruryra (punuan) CKOY

OTUYET
110 YYEBHOU MPAKTHUKE

[Tpodeccus 46.01.03 «/lemonpon3BOIUTEINbY

Crynenta Kypca

TPYIIIBI

(®.1.0.)
MecTo NpOoX0XKACHUS IPAKTUKK M HANMEHOBAHHE MIPEATIPHITHS:

PykoBoaurens npakTuKu:

penoaBaTeib

(TOIKHOCTD) (moanuce) (®.1.0.)
Otuer npeACTaBIICH HA MMPOBEPKY: «  » 20 r.
3ammmTa OTYeTa COCTOSIIACE: «  » 20 T

OO6m1as oreHKa 3a MPaKkTHKY:

r. [Isaturopck 20 .



IHpuiaoxenue 2

MHUHHUCTEPCTBO HAYKHU U BBICHIEI'O OBPA3OBAHUSI
POCCHUIICKO ®EJEPALIMU
denepaibHOE TOCYTAPCTBEHHOE AaBTOHOMHOE 00pa3oBaTejibHOE YUpexKIeHue

BbICIICI'O 06pa30BaHI/Iﬂ

«CEBEPO-KABKA3CKHI ®EJAEPAJIbHBIA YHUBEPCUTET»
IIaTuropckuii uHCcTUTYT (puauan) CKOY

Koanemx IIaturopckoro uncruryra (puauan) CKOY

ATTECTALIUOHHBIN JIUCT IO MPAKTUKE

oOydJaroni_ ci  TPYIIbI

npodeccus

CIIO 46.01.03

JlenonpousBoauTenb, npoien (j1a) yueOnyto npaktuky mo [IM.02 Opranuzanus TeKyIero

XpaHEHHUsl TOKYMEHTOB U IMOATOTOBKA JIeN I IEpeJaud B apXHB C 20 T
1o 20 r. B OpraHu3anuu
OrieHKa ypOBHS OCBOCHHUSI OOITUX KOMIIETEHIIUMA
HaumenoBanue o0MNUX KOMITETCHITUH YpoBeHb [Ipumeuanue
ocBoeHus™
OK 01 BriGupatsb criocoObl penieHus 3aaau 012345
npo¢eCCHOHAIBHOM NeSTeIbHOCTU MPUMEHUTENIBHO K
Pa3IMYHbIM KOHTEKCTaM.
OK 02 Hcrnonbs30BaTh COBPEMEHHBIE CPEJICTBA MIOUCKA, 012345
aHaJM3a U UHTEPIIpeTaluy HHPOPMALIUHY, 1
MH(OPMALIMOHHBIE TEXHOJIOTUH AJIs BBIIIOJHEHHUS 3a/1a4
poQeCCHOHATBHOMN eI TEIHHOCTH.
OK 04 DddexTuBHO B3aUMOICHCTBOBATh U PadOTATh B 012345
KOJUJIEKTUBE U KOMaH/IE.
OK 05 OcymiecTBasTh yCTHYIO U TUCBMEHHYIO 012345
KOMMYHMKAIMIO HAa TOCYIAPCTBEHHOM SI3bIKE
Poccuiickoit denepannn ¢ yueroM 0COOEHHOCTEN
COLIMAJIBHOTO U KYJBTYPHOIO KOHTEKCTA.
OK 09 Ilonp3oBatbes mpodeccuoHanbHON 012345
JOKYMEHTalllel Ha TOCy1apCTBEHHOM M HHOCTPAHHOM
A3bIKaXx.
OreHka ypoBHSI OCBOCHHSI MPO(PECCHOHATBHBIX KOMITETCHIIUNA
HanmenoBanue npodeccnoHambHBIX KOMITETEHITHHA YpoBeHb [Ipumeuanue
OCBOCHUA™
[1K 2.1. OcymiecTBasTh pa3pabOTKy U BeJleHUE 012345
HOMEHKJIATYPBI A€l CTPYKTYPHOIO MOApa3IeICHUS
[1IK 2.2. ®opMupoBaTth Jeja B COOTBETCTBUU C 012345

HOMEHKJIATYpOU e U ITpaBuiIaMu (pOpMUPOBAHUS JIE.




[1K 2.3. Ocy1iecTBIATh TEKYILIEE XpaHEHUE, YUET U 012345
UCII0JIb30BaHKE JIeT (JIOKYyMEHTOB).

I1K 2.4. Ocy1iecTBIATh SKCIEPTU3Y LIEHHOCTH 012345
JIOKYMEHTOB, BECTH 0TOOp JJOKYMEHTOB Ha XpaHEHHUE U
YHUUYTOXEHHE, TOKYMEHTHPOBATh pabOTy IKCIIEPTHOM
KOMUCCHH.

I1K 2.5. OdhopmisITh Aesia MOCTOSHHOTO U 012345
JTIOJITOBPEMEHHOI'0 CPOKOB XpaHEHUS ISl TIEpe/iauu B
apXUB OpraHU3AIINU.

[1K 2.6. CocTaBiasaTh OOUCH AN IIOCTOSHHOTO U 012345
JIOJITOBPEMEHHOI'O0 CPOKOB XPaHEHUSI.

*OneHnBaHUe OCYUIECTBISIETCS MO MATUOAIIFHOM cHCTEMe ITyTEM BBIJICICHUS OLEHKH.
B cnyuae HessBKM 00yyarolerocsi Ha NpakTHKY UCIIONb3yeTcsl oleHka 0.

JlaTa « » 20 r.

IToanuce PYKOBOAUTCIIA IIPAKTUKH:

OT KOJIIICAXKa




