MHUHUCTEPCTBO OBPA30BAHMS U HAYKH POCCUMCKOM ®EJIEPALIMA
henepanbHoe rocyiapcTBeHHOE aBTOHOMHOE 00pa3oBaTe/ibHOE YUpekIeHHe
Bbiciiero oopazosanns «HauuonanabHbii HecaegoBaTeabeckuii Huxeropoackuii rocyiapcrBeHHbI
ynusepcurer M. H.U. Jlo6aueBckoro»
Banaxuuuckuii puinan

PABOYAS IIPOIAMMA IMPOU3BOJICTBEHHOM NMPAKTUKH
(mo npoduIio cNenHaJILHOCTH)
OPTAHM3AIIUA JOKYMEHTAIIMOHHOI'O OBECIIEYEHHMSA YITPABJIEHUSA U
®YHKIIMOHHUPOBAHUSA OPTAHU3ALIUHA

Hanpapnenue noAroroBku (CrenuanbHOCTh)
46.02.01 JOKYMEHTAIIMOHHOE OBECIIEYEHME YIIPABJIEHUS
U APXUBOBEJIEHHUE

YpoBeHs (cTyneHs) o6pa3oBaHus
CPEJHEE NTPO®ECCHOHAJIBHOE OBPA30BAHME (BA30BAS IMTOAI'OTOBKA)

KBanu¢ukauus BbITyCKHHKA
CIIEHUAJIUCT MO JOKYMEHTAIITMOHHOMY OBECIIEYEHMIO YIIPABJIEHUS,
APXUBUCT

®opma 00y4eHus
OYHAS

Banaxua
2016



1. HACITIOPT ITPOI'PAMMBI

MPOU3BOACTBEHHOM (110 MPOQUIII0 CIEUATBHOCTH) MPAKTUKHA

1.1. MecTo npou3BOACTBEeHHOI (110 MPOPUIIIO CIIEMATBLHOCTH)

NPAKTUKH B CTPYKTYpe MPOrpamMMbl NOATOTOBKY CIIENNAJIMCTOB CPeIHEr0

3BeHa (nasee — IHIICC3)

[Tporpamma IIpon3BoacTBeHHON (TI0 MPOGUIIO CIEMHAIBHOCTH) TMPAKTUKH
aisiercs: yactbto [IIICC3 mo cnenmansHOcTH 46.02.01.  JlIoKyMeHTallMOHHOE
oOecrieueHue YIpaBJICHUS U apXUBOBEIACHUE B YaCTU OCBOCHMSI OCHOBHBIX BUJIOB
npo(ecCUOHaNbHON  JeATEeIbHOCTH. - Opranuzanus JTOKYMEHTallMOHHOTO
oOecrieueHus ynpaBieHUs U (PyHKITMOHUPOBAHUS OPTraHU3aIIH

1.2. Heamm wu 3aga4d  NPOM3BOACTBEHHOM (M0  MpPoPuiIK0
CNEeNHUATBLHOCTH) NPAKTUKH
C uenplo OBIaJCHMS YKa3aHHBIMU BUJAMU NPO(ECCHOHATBHON NeATeIbHOCTH
CTYJIEHT B XOJI€ JAHHOTO BUJA MPAKTUKHU JOJIKEH
HMeTh MPAKTHYECKUH ONbIT:
® OpraHu3alvy  JOKYMEHTAIIMOHHOTO  OOECHEYEeHHs  yOpaBICHUS U
(YHKIIMOHUPOBAHUS OpPraHU3ALINY;
yMeTh:
® MPUMEHSTh HOPMATHUBHBIC MPABOBBIE aKTHI B YIIPABICHUECKOMN
JEATEIIbHOCTH;

® [OATOTABJIMBATH MPOEKTHI YIPABICHUECKUX PEIICHUN;

e 00pabaThIBaTh BXOASAIINE U UCXOSIIHNE TOKYMEHThI, CHCTEMATU3UPOBATh
WX, COCTaBJISITh HOMEHKJIATYPY Jie7 U GOPMHUPOBATh JOKYMEHTHI B J€N1a;

® TOTOBUTb M IIPOBOAUTH COBEIIAHMSA, [JEJIOBbIE BCTPEYH, IMPUEMBI U
IIPE3CHTALUN;
3HATH:
® HOpPMAaTHBHBIE MPABOBbIE aKThI B 00JACTH OPraHU3aLMU YIIPABICHYECKON
NEATEIbHOCTH;

® OCHOBHBIC MTPaBUJIA XPAHEHUS U 3aIUTHI CITyKeOHON MHPOpMAITHH

1.3 TpynoeMKOCTH OCBOCHUSA NMPOrPAMMBbI NPAKTHKH:
Bcero: 1 uenemns, 36 yacos.



2 PE3YJIBTATHBI IPAKTUKU

Pe3ynbTaTom mpou3BOACTBEHHOM (110 MPOQUIIIO CIIEHUATBHOCTH) MPAKTUKU: SIBIISIETCS

ocBocHue 00mux komnerenmuii (OK):

Kon HanmeHnoBaHue pe3ysbTaTa MPaKTHKH
OK1 Cdopmuponana (He copMHUpOBaHa)
OK2 Cdopmuposana (He chopMUpoBaHa)
OK3 Cdopmuponana (He chopMHUpOBaHa)
OK4 Cdopmuposana (He chopMupoBaHa)
OK5 Cdopmuponana (He cpopMHupoBaHa)
OK6 Cdopmuposana (He chopMupoBaHa)
OK7 Cdopmuposana (He chopMupoBaHa)
OKS8 Cdopmuponana (He cpopMHupoBaHa)
OK9 Cdopmuposana (He chopMupoBaHa)

npogeccuonaabHbix komnerennmii (MK):

Bun npodeccronansHoi
Kon HaumeHnoBaHMe pe3y/bTaTOB IPAKTUKU
JeSITebHOCTH

K 1.1 Cdopmuponana (He chopMHUpOBaHa)

K 1.2 CcdopmupoBana (He chopMHpOBaHa)

MM 0l. Opranusauus K 1.3 CcdopmupoBana (He chopMHpOBaHa)
JIOKYMEHTAIHOHHOTO K 1.4 CdopmupoBana (He copMupoBaHa)
obecrnieuenus ynpasienus u | 1K 1S Cdopmupopana (He chopmuposaHa)
(YyHKITMOHUPOBAHUS [IK 1.6 Cdopmuposana (He copmMupoBaHa)
OpraHu3alu MK 1.7 Cdopmuposana (e chopmupoBana)
I[IK 1.8 CcopmupoBana (He chopMHpOBaHa)

IIK 1.9 CcdopmupoBana (He copMHpOBaHa)

IK 1.10 Cdopmuponana (He copMHupoBaHa)




3 CTPYKTYPA U COAEP KXAHUE ITPOT'PAMMBI

NPOU3BOACTBEHHOM (110 NPOPUIIIO CIEUHATBHOCTH) NIPAKTUKHU

3.1 CTpyKTypa NpaKkTHKH

O0beM BpeMeHH, OTBe/IEHHBII Ha

Koani HaumenoBanune NMPaKTHKY (B HeIeJsIX, 4acax)
¢popMupyembIx npogeccuoHaIbLHOI0

KOMIIeTeHIM i MOYJIfl
B Hemensnix B gacax

OK1 [IM.01  OpraHu3zanms 1 menens 36 uacos
OK 2 JOKYMCHTAIlMOHHOT'O
OK 3 oOecreueHus

OK 4 YIPaBJICHUS u

OK 4 GyHKIMOHUPOBAHUS

OK 6
OK 7
OK 8
OK 9
I[IK'1.1
K 1.2
IIK 1.3
K 1.4
I1IK1 .5
K 1.6
K 1.7
IIK 1.8
IIK 1.9
I1K 1.10

OpraHu3aluu




3.2 ConepkaHue NPaKTUKH

Conep:kanne 0CBOEHHOT0 HaumenoBanue Kosmmuect
Bunsi Brb pador y4eOHOro MaTepuasa, MEKIUCHHUIIIMHAPHBIX KYPCOB, BO

NesATeJILHOCTH HEeo0X0aAuMOro AJs o0ecnmeYyuBaIOIINX BBINOJTHEHUE yacoB

BbINOJIHEHUS] BUI0B padoT BHJI0B padoT (HeeIb)
Opranm3anus | Pabora MJIK 01.01. 1 men.
JIOKYMEHTAIMO | HOPMaTuBHOM ITonsTre 1 | JJokyMEeHTaI[MOHHOE 364
HHOT'O JIOKYMEHTAaIen KIaccupuKanyus METONOB | obecrieyeHre YIIPaBJICHUS
obecrnieueHus YIPaBIICHYECKOH
YOpaBJICHUS W AEATEIIBHOCTH MJK 01.02. ITpaBoBoe
(GYHKIMOHUPO peryaupoBaHue
BaHUSA YOexieHue U MOOUIPEHHE | yrmapieHueckoil eATENBHOCTH
OpraHu3aLyu B CHCTEMC  METONIOB

YHPpaBJIEHYECKOU MJIK 01.03. Oprauusanys

ACATCITEHOCTH CEKPETAPCKOro 00CIIyKUBAHUS

KBanuduxanmronusie

TpeOOoBaHMs

Cekperapb — JOBEpEHHOE

JHLIO u TIOMOIITHUK
PYKOBOJIUTES
Opranuzanus npuema
rpaxkJaH

Opranuzanus paboThI
ceKperaps.

[TpodeccuonanpHas sTUKa

IloaroroBka "
o0cmy>KuBaHUE
COBelllaHUuM




4. YCJIOBUSA OPTAHU3AIIUU U ITPOBEJIEHUSA
NPOU3BOACTBEHHOM (110 NPOPUIIIO CIEUHATBHOCTH) NPAKTUKHU
4.1 TpeOGoBanusi K JOKYyMEHTALMH, HEOOXOUMOI J1JI51 IPOBEACHUA NMPAKTUKU:
[Iporpamma mpoW3BOACTBEHHON (1O TPODHWII0 CHEIUATBHOCTH) TPAKTHKH,
JOTOBOp 00 OpraHu3aldyd MPaKTUKH, NPEANUCaHhe Ha MPAKTUKY, WHIAUBUAYaJIbHOE
3a/laHue, THEBHUK MPAKTUKU, XapaKTEPUCTUKA PaOOThl 00YUaIOIIErocs, aTTeCTalluOHHBIH

JIUCT, OTYCT I1O ITPAKTHKE.

4.2 TpeOoBaHMS K Y4eOHO-METOAUYECKOMY 00eCIIeYeHHIO MPAKTUKHU
3ajaHue Ha MPOU3BOACTBEHHYIO (MO MPOQUIII0 CHEHUATBHOCTH) MPAKTUKY,
oOpaszel] BBINOJIHEHHUsS OTYeTa, OOpa3ell 3aloJHEHHUS JHEBHUKA IPAKTUKH, CIHCOK

y4eOHOM U CIIPABOYHOM JIUTEPATYPHI.

4.3 TpeOoBaHMS K MATEePHAJIbHO-TEXHUYECKOMY 00ecredeHUuI0
[IpakTrka TPOBOAUTCA B OpraHM3alUsIX W Ha MPEANPUSATUAX, HaIpaBICHUE

ACATCIbHOCTHU KOTOPBIX COOTBCTCTBYCT HpO(I)I/IJ'HO IIOATOTOBKN 06yqa}01111/1x051.

4.4. IlepeyeHb OCHOBHOI U JONOJHUTEIbHON JIUTEPATYPbI, HHTEPHET-
pecypcoB, HeOOXOAUMBIX /ISl IPOBECHUS MPAKTHKHU
OcHoBHas JuTEpaTypa:

1. Kubanosa A.f. JlenmompousBoacTBO: ydeOHOe mocobue. M.:
Axanemus. 2015r. 452 c.
JlonoJIHUTEIbHASI JINTEpPaTypa:

1. 1. I'mamuit E.B. JIOY: YVue6Hoe mocodue. M.: HUILl MHDPA.
2016r. 249 c. (HoctynHo B OBC «Book.ruy)

4.5 TpeOoBaHusi K pyKOBOAUTEJISIM MPAKTUKHA OT 00Pa30BaTEJIbHOI0
YUYpeKIeHUs

[IperomaBatenu  oOmenpodecCHOHAIbHBIX  JUCITUILIINH C  BBICIIUM
podeCCHOHANBHBIM 00pa30BaHUEM.


http://www.sekretariat.ru/upload/docs/razd1/norm30.doc

5. KOHTPOJIb 1 ONEHKA PE3YJIBTATOB

IIpousBoacTBeHHOH (110 PO U0 ClIEUATBHOCTH) NPAKTUKH
@®opMOil OTYETHOCTH MO MTOTaM MPOU3BOJCTBEHHOH (IO MPO(UIIO CIEHaTbHOCTH)
NPaKTUKH ABJIsgeTCs AU hepeHIMPOBaHHBIN 3a4eT B BUJIE 3alIUThI OTUYETA.

Otyer JOMKEH coAep)KaTh OTBETHI Ha BOIPOCH HMHIUBHIYAJBHOTO 33/1aHHS, OT3BIB
PYKOBOAWTENS MIPAKTUKU OT MPEIIPHUATHS C OLIEHKOW, THEBHUK NPakTHKH . O)opMIICH COTJIaCHO
Hopmam ECT/I.
3ammra otuera — AuddepeHInpoBaHHBIN 3a4eT MPOBOAUTCS B CPOKH YCTAHOBJICHHbBIE Y4EOHBIM
3aBe/ICHHUEM.

Kputepuu orieHku 3amuthl oTyeta Ha 1uddepeHImpoBaHHOM 3a4eTe

OHGHKa ITonHOTa M CUCTEMHOCTh 3HAHUM

5(otn) IlonHOE M CHCTEMHOE OCBEILIEHHME BOIPOCOB WHIMBHUIYAJIBHOIO 3aJaHUS.
OTJIMYHBIN OT3BIB PYKOBOAMTENS IPAKTUKH OT MPEATIPUATHS.

[TosicantensHas 3anucka opopmiieHa 6e3 oTkiaoHernid ot HopM ECK/I.

4(xop) JlomyckaroTcst HeCylieCTBEHHbIE OIIMOKHU, UCTIPABISIEMbIe
CTYJIEHTOM IIPH 3aIIUTE 0TYEeTa. XOPOUINIl OT3bIB PYKOBOAUTENS MPAKTUKH OT
MPEANPUSITHSL.

B odbopmiiennn otdyera umeroTcs HeGonbire oTkioHenust ot Hopm ECKJI.

3(ynoBn) HenonHoe u3ioxkeHue BONPOCOB MHIMBUAYAIBHOTO 33aJJaHUs, OLIMOKH IpH
3aIATE OTYETA. YIOBJIIETBOPUTEIBHBIM OT3BIB PYKOBOAUTENS INPAKTUKU OT
MPEANPHUSITHSL.

B odopmienun oTtuera MMEIOTCS CYIIECTBEHHbIE OTKJIOHEHHS OT HOPM

ECK/I.

2(Heyn) Henonnoe 6eccucteMHOe M3I0KEHUE BOMPOCOB MHIMBUAYAJIBLHOTO 3a/1aHus,
CYLIECTBEHHbIE OLIMOKM B 3allUTE, HEHCIPABISIEMbIE JlaXXe C IOMOIIbIO
npenogasarens. HeynoBieTBOPUTENBHBIN OT3bIB PYKOBOJUTENS MPAKTUKA OT
IPEANPUSATHSL.

Otuer odopmiieH He B coorBeTcTBUU ¢ HOpMamu ECKJI.

I[J'ISI AOITyCKa K FOcyﬂapCTBCHHOﬁ HTOTOBOM aTTeCcTalluu HCO6XOIlI/IMO HaJIM4ueC OT4YCTA,
BCAOMOCTH C OHLCHKAMU IPAKTUKHU, BCAOMOCTH C OLIEHKOM C(I)OpMI/IpOBaHHOCTI/I O6IJ_II/IX u

PO eCCHOHAIBHBIX KOMIIETEHITUH.



[Iporpamma cocrasiena B cootBeTcTBHHU ¢ TpeboBanuamy GI'OC CIIO no cneuuansHocty  46.02.0
JlokyMeHTallMOHHOE obecrieueHHe yrpaBieHHs] BOBe/ICHHE.

ABTOD: [Ipeobpaxenckuii E.K.

[Iporpamma o100peHa Ha 3aceianny oObeAMHEeHHOH MeToandeckoit komuccuu (OMK) Unctutyra

OTKPBITOro 00pa30BaHus U (HIKATIOB YHUBEPCUTETA OT « ZA) V24 20 oza,
npotokoa Ne _«[Q

[Tpencenarens OMK % i H.E. Hazaposa



Jluct akryanuzanuu padodeit mporpamMmsI
Pabouas mporpamma nepecMoTpeHa IS peanu3anuu 0e3 BHECCHUS U3MEHEHU I
B 2017-2018 yueOGHOM TOTY.

[IpoTokon 3acenanus HUKIOBON KoMuccuu OT «30» 06 2017, mpoTokon Ne 11




