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BBEJEHHUE

Pabouas mporpaMma mpou3BOJICTBEHHOHN (HAYYHO-MCCIIE0BATEIBCKOM) MPAKTUKU COCTaBJICHA
Ha OCHOBE ydeOHOro Iuiana HampabiieHHs noArotoBku 51.04.06 «bubmmoreuno-undpopmaoHHas
JESTEeNbHOCTE» MPOTrpaMMbl MarucTparypsl | Kypca O4yHOM W 3a04HOH ¢opM oOydeHus u
KOMIUIEKCHOM TMpOrpaMMbl MPAKTUKH, YTBEpxkaAeHHOW ydeOHbiM oTneniom ['OY BIIO «Jlonenkuit
HallMOHAJIBbHBIM YHUBEPCUTET.

Pabouas nmporpamMma onpesenseT Lelb, KOHKPETU3UPYET 3aJJa4U U COAEPKUT PEKOMEHIALUH 10
UX BBINOJIHEHUIO NPU MPOXOXKJIEHUU MPOU3BOJICTBEHHON (HAy4YHO-MCCIIEIOBATENbCKON) IMPAKTHUKU
CTYJEHTaMH, KOTOPBIE 00YJaroTCsi O 00pa30BaTEIbHOMY YPOBHIO «MarucTp.

PykoBoauTensiMu NpOU3BOACTBEHHOW (HAYYHO-UCCIENOBATENbCKOM) MPAKTUKU  SIBIISIOTCS
npenojaBateny kadeapsl MH(GOPMALMOHHBIX CUCTEM YIIPABJIEHUS, Ha3HAYEHHbIE B COOTBETCTBUH C
IIPUKA30M, KOTOPBII N3IAETCs MEPeT MPAKTUKOM.

Bo Bpems mpoxoxkieHNs TPOU3BOJACTBEHHOM (Hay4YHO-UCCIIEN0BATENbCKOM) MPAaKTUKU CTYAEHT
00s13aH BBINOJHUTH CJIETYIOIINE IPYMIIbI 3aJaHUH TPAKTUUECKON MOATOTOBKH:

— co0parb M NpOaHAIM3UPOBaTh HH(OPMALIMIO O JESITENbHOCTH 0a3bl MpPaKTUKH B
COOTBETCTBUH C MPOrpaMMOil PAaKTHKH;

— HCCJENOBaTh KOMIUIEKC BOIPOCOB NPO(EeCCHOHANBbHOM IPAKTUYECKOW IOArOTOBKH,
00YCJIOBJICHHBI TPEOOBaHMSIMH 00pa30BaTEIFHON MPOTPaMMBI B HarpaBiieHus: moarotoBku 51.04.06
«brbmoteuHo-uHPOPMAIIMOHHAS IESITEIbHOCTHY;

—  BBINOJIHUTD MPAKTUYECKUE 3aaHUS COTIIACHO METOJMUYECKUM YKa3aHHSIM.
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1. Ob6nacTh NpUMMeHeHUsI M MeCTO NMPAKTHKHU B y4eOHOM mpouecce: IPOU3BOJACTBEHHAS
MPAKTUKA SBISETCS MPAKTUYECKON MOATOTOBKOM CTYACHTOB 10 HarpasiieHHo moarotoBku 51.04.06
bubnmoreuno-uHpopMaonHas aesTenbHOCTh. [Ipon3BoacTBeHHast (HAyYHO-HMCCIIEOBATEIIBCKAS)
MpaKTHKa peannsyercs Ha (akyibTeTe MaTeMaTHUKu U WH(opManmoHHbIX TexHojorui ['OY BIIO
«AJOHHY» kadenpoit nHPpOpMAIIIOHHBIX CUCTEM YIIPABICHHS.

[IpoxosxaeHue Mpou3BOJCTBEHHOW (HAyYHO-MCCIIEIOBATEILCKOM) MPAKTUKU OCHOBBIBAETCS
Ha 0a3e MUCIUTUTHH 0a30BOM YacTH yu4eOHOTO IJIaHa.

Bo BpeMss 1pou3BOACTBEHHOW (HAy4HO-MCCIEIOBATEIbCKOM) MPAKTUKU  CTYACHTHI
3HAKOMSTCA C MaTepualaMM, OTPaKArOIIMMU IIPOLECChl HCIHOJb30BaHUA  MH(GOPMALMOHHBIX
TexHoyioruii B bubnmoreunom nene. OOmiasi TPyI0€MKOCTh NMPAKTHKH COCTABISET 4,5 3a4eTHBIX
eaqnHunbl, 162 gaca.

2. HopmaTuBHbIe CCHLIIKH
Hopmarusnyto npaBoByto 6a3y pabouei mporpaMMbl COCTaBJISIOT:
3akon [onenkoit Hapoanoit Pecniyomuku «O6 o6pazoBanum» ot 19.06.2015 r.;
HopmarusHo-meroauueckue JokyMeHTsl MuHHCcTepcTBa oOpa3oBanus u Hayku [IHP;
JlokanbHbIe akThl [JOHEKOTO HAIMOHAIBHOTO YHUBEPCUTETA.

3. CTpyKTypa npou3BOJACTBEHHOM NMPAKTUKH

oudHas (opma 3a04Has popma
XapakTepucTuka MpakTUKU o0yueHus Ha 6aze 00yueHus Ha 6aze
nporpammbl BI1O 6akanaBpuata
[Iporpamma BITO Marwuctparypa
51.04.06 bubnmoreuHo-HHpOPMATMOHHAS
HanpaBnenune noaroToBku
JIEATEIIbHOCTD
biiok yaeOHoTrO mana [TpakTuku
DopMBbI KOHTPOJIS JuddepenumpoBannblii 3aueT
ouHas ¢popma 3aouHas popma
00y4eHus Ha Oa3e 00y4eHus Ha Oa3e
[TokazaTenu
nporpammbl BITO GakanaBpuara
KonnuecTBo 3a4eTHBIX equHUIL (KPEAUTOB) 4.5 45
KonnuecTBo yacoB 162 162
T'ox moaroroBku 1 1
CemecTtp 2 2
KomnuuectBo Henenn 3 3

BIIO — Briciiee npodeccronaibHOe 00pa3oBaHue
4. Onucanue JUCHHUILINHDBI

4.1. lleu npou3BOACTBEHHOH NMPaKTHKH

Heab0 MpPoOM3BOACTBEHHOH  (HAYYHO-MCCJIEA0BATEIbCKOM) NPAKTHKUH  SIBJISIETCS
noyiyueHue uHopmalmu u NpuoOpeTeHre MPAKTUUYECKUX HAaBBIKOB, CBSI3aHHBIX C BBIOPAHHBIM
HalpaBJIEHUEM TMOATOTOBKU: OBJAJEHUE COBPEMEHHBIMU KOMIIBIOTEPHBIMH  TEXHOJOTHUSMU
CO3JaHMUSI TEKCTOBBIX, TaONMYHBIX, TpadUUYecKuX JJOKYMEHTOB U 0a3 [aHHBIX; OBJaJCHUE
BO3MOXHOCTSIMU W TPEUMYILECTBAMU aBTOMATHU3MPOBAHHOTO IOKYMEHTOOOOpOTa; MpHOOpeTeHne
MPAKTUYECKUX HABBIKOB IO COCTABJICHHUI0O U OQOPMIICHHIO PA3JIUYHBIX BHIOB JIOKYMEHTOB.
Maructpat B TIpOIECCe MPOXOXKICHUS MPAKTUKH JOJDKEH U3YYUTh COCTaB BUJOB CIYKEOHBIX
JOKYMEHTOB, UCIIOJIB3YEMbIX B JOKYMEHTUPOBAHUU JIEATEIHOCTM KOHKPETHOW OpraHu3aluu,
MOpsIIKA U 0OCOOCHHOCTEH UX 0OpPMIICHHS B YCIOBHSIX MPUMEHEHHUSI HHPOPMAIIMOHHBIX CUCTEM H
TEXHOJIOTHUM.




4.2. 3anayamMu NMPoUu3BO/ICTBEHHOI (HAYYHO-HCCJIEA0BATEILCKOI) MPAKTUKYU SABJSIIOTCH:

3aKperuieHue M YIIIyOJIeHHE TEOPETHUYECKMX 3HAHWH, MOJYyYeHHBIX B XOJE M3Y4EHUS
IUCUUIUIAH 1-TO Kypca MarucTepcKoil mporpaMMel,

- OBJIaJICHHC 0a30BLIMU TCOPECTUUCCKUMHU ITOJTOXKCHHUAMU 110 IMOCTPOCHHIO MHOI'OYPOBHEBBIX

MH(GOPMAILIMOHHBIX CUCTEM Ha MPAKTHKE;

- ySACHEHHE OCHOBHBIX TIOHSTHH, HCIOJB3YeMBIX B  TpoIecce  MPUMEHEHUS
MH(GOPMAIIMOHHBIX TEXHOJIOTHI B OMOINOTEYHOM JIele;

- ySICHEHHE OCHOBHBIX HOPMATHBHO-IIPABOBBIX OCHOB IMPHUMEHEHHs HH()OPMAITMOHHBIX
TEXHOJIOTUH B OMOIMOTEYHOM JIeTie;

- OBJIQJICHUE COBPEMEHHBIMH KOMITBIOTEPHBIMUA TEXHOJIOTHUSIMH CO3/IaHUSI TEKCTOBBIX,
TaOJIMYHBIX, TPaQUIECKUX TOKYMEHTOB U 0a3 JaHHBIX;

- OBJAJEHHE  BO3MOXXKHOCTSIMH H  TPEUMYIIECTBAMH  aBTOMAaTH3WPOBAHHOTO
JOKYMEHT0000poTa GMOIMOTEYHOTO Jena,;

- OBJIaJICHHE TPOIIECCOM aBTOMATH3AIMH MOJICTUPOBAHIS SKOHOMUYECKUMH TPOLIECCAMU;

- YCBOGHHE OCHOBHBIX HAIPaBJICHUH HCIOJIB30BAHUS COBPEMEHHBIX HH()OPMAITMOHHBIX
TEXHOJIOTHH B JeITEIHLHOCTH OMOINOTEK;

- O3HAKOMJICHHE C OCHOBHBIMH XapaKTEPUCTUKAMHU PA3IMYHBIX MPOTPAMMHO-TEXHUYECKUX
CPEICTB aBTOMAaTHU3alMU OUOINOTEYHOM chepbl;

- O3HAKOMJICHHE CO CTPYKTYPOH, COCTAaBOM M CBOHCTBOM HWH(OPMAIIMOHHBIX IPOIIECCOB,
CHCTEM M TEXHOJIOTHI OpraHu3aiui, KOHGUTrypanueil HHOOPMAIMOHHBIX CUCTEM,

- W3y4YeHHE OCHOBHBIX BUJIOB W TIpoleayp oOpaboTku MHGOpMAIUU, MOJETEH U METOJIOB
pemeHus 3ama4 00paboTku WHpopMamy (TeHepalysi OTYETOB, TOJICP)KKA MPHUHSATHS PEUICHUH,
aHaJIN3 JaHHBIX, UCKYCCTBEHHBINH WHTEJUIEKT, 00paboTka n300pakeHuil).

4.3. KomnereHuuu oOy4yawommxcsi, ¢opMupyemMble B  pe3yibTare MNPOXO0XKIEHUsI
NMPOU3BOJACTBEHHON (HAYYHO-UCCJIEN0BATEIbCKOIN) MPAKTUKH

[Iporiece MpoxoskIeHNsT TPOU3BOICTBEHHON (HAYYHO-MCCIIEA0BATEIbCKOM) MPAKTUKN HANPaBJICH
Ha (opMHUpOBaHKE AIIEMEHTOB cliemyromux kommereHmmid B coorBercTBuu ¢ ['OC BITO u OIT BITO 1o
JTAHHOMY HarpaBJIeHUIO MO rOTOBKH:

npogeccnoHaIbHbIe KOMIIETEHIMU

NpPOU3B00CMBEHHO-MEXHOLO2UYECKAsl 0esmelbHOCb!

[IK-1: o6nagaeT roTOBHOCTBIO TPOBOAUTH CUCTEMHBIN aHATIN3 JESATEIILHOCTH OUOINOTEUHO-
MH(OPMALIMOHHBIX CTPYKTYP, MOAETUPOBATH, IPOTHO3UPOBATH, BBISBIATH TEHACHLIUN UX PA3BUTHUS;

[IK-2: roTOBHOCTBIO K OpraHU3ali{, KCIOJb30BAHUIO U  PAa3BUTHIO  HAy4YHBIX
KOMMYHHUKAIUH B OMOIMOTeYHO-HH(POPMAIIMOHHOH cdepe;

[IK-3: crmocoOHOCThIO K BBIPAOOTKE H MPOBEACHHUIO AKTUBHOW MPOQEeCCHOHATBHON
MTOJIMTHKY B OMOJIMOTEYHO-UH(POPMAIIMOHHOM cdepe;

[1IK-4: crnocoOGHOCTBIO K SKCIEPTHON OIeHKE WHGOPMALMOHHBIX PECypCOB, MPOAYKTOB U
yCIyT B LEJSX COACHCTBUS MPUHITHIO 0OOCHOBAHHBIX PEIICHWI B HAy4yHOH, 00pa3oBaTeIbHON U
MIPOU3BOJICTBEHHOM JESTENbHOCTH;

IIK-5: roToBHOCTBIO K pa3pabOTKe CTpaTerud MPUMEHEHHS HHPOPMAIMOHHO-
KOMMYHHKATHBHBIX TEXHOJOTUN B OMOIHOTEYHO-UH(POPMALIMOHHON AEATEIHHOCTH;

OpP2aHU3AYUOHHO-YNPABIIEHYECKAsl OesIMelbHOCb.!

[IK-6: o6nagaeT TOTOBHOCTBIO K  YOpPaBIEHHIO OHMOIMOTEYHO-MH(DOPMAITMOHHON
JeSATeIbHOCTBIO;

IIK-7: cnocoOHOCTBIO K TIOCTaHOBKE JOJTOCPOYHBIX Mejded u 3aaad, pa3paboTke
3G GEeKTUBHBIX CTpAaTerMii M MPOEKTHUPOBAHUIO ONTHUMAJLHON OpraHMW3allMOHHOW CTPYKTYpHI
O61OIMOTEeYHO-MH(DOPMAITMOHHBIX YUPEXKICHU;

[TK-8: rOTOBHOCTBIO K CTPATErM4YE€CKOMY YIIPABICHHUIO Pa3BUTHUEM KaJIPOBBIX, (DMHAHCOBBIX,
MaTepHUaTbHO-TEXHUYECKUX U  HHQPOPMAIIMOHHBIX pPECYpCOB, BHEIPEHHUI0O WHHOBAIM B
O0uOIMOTeYHO-UHPOPMAITUOHHYIO TTPAKTUKY;
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ITK-9: ctocoOHOCTHIO K TPOBEJCHUIO SKOHOMUYECKOTO aHaIM3a U OmeHKe d(h(HeKTUBHOCTH
U KayecTBa OMOIMOTEYHO-UH(DOPMAIIIOHHOH NI TETLHOCTH;

IMIK-10: crmocoOHOCTBIO K HOPMATUBHO-NIPABOBOMY  PETYIMPOBAHUIO  OHUOIHMOTEYHO-
MH(POPMAIMOHHOH NIESTETLHOCTH;

IIK-11: cnocoOHOCTBIO K pa3BUTHIO OPraHU3AIMOHHOW  KYJIBTYphl M CHUCTEMBI
KOPIOPaTHBHBIX KOMMYHHUKAITUH;

HAY4YHO-UCCTIe008AMENbCKASL OESIMENbHOCb.!

IIK-12: o6magaer crmocoOHOCThIO K HCCIICJOBAHHIO OMOIMOTEUYHO-UHPOPMAITHOHHON
JESITEIbBHOCTH B KOHTEKCTE COLIMAIbHO-3KOHOMMUYECKOTO Pa3BUTHSI 00ILIECTBA;

IIK-13: cmocoOHOCThIO K WCCICAOBAHUIO TEHACHIMHA pPa3BUTHSA HHPOPMAITHOHHO-
AQHAJTUTHYECKOW JEATEIIbHOCTH, MOHHTOPUHTY DPBIHKAa HH()POPMAIIMOHHBIX MPOIYKTOB W YCIYT H
OTPEJIENICHUIO CTPATErUH €T0 Pa3BUTHUS;

[IK-14: rOTOBHOCTBIO K OJKCHEPTHOM OIIEHKE W MPOTHO3UPOBAHHIO HH(OPMALMOHHBIX
00BEKTOB;

[IK-15: cnocoOHOCTRIO K  HAYYHO-HCCIIEIOBATEIHCKOM paboTe€ 1O  KOHKPETHBIM
HaIpaBJIEHUAM OMOIMOTEYHO-UH(OPMALMOHHOMN 1€ATEIbHOCTH;

IIK-16: TOTOBHOCTBIO K OpraHu3allid W TPOBEACHUIO KOMIUICKCHBIX HAyYHBIX
uccleI0BaHui 1o npobdiaemam OUOINOTEUHO-UHPOPMAIIMOHHON 1€ TEIbHOCTH;

NPOEKMHAs 0esimenbHOCb!

[IK-17: obnamaeT cmocoOHOCTHIO K MPOTHO3WPOBAHMIO, MOJICTUPOBAHUIO U OMPEICICHHUIO
MEPCIEKTUBHBIX TEHACHINIA Pa3BUTHS OMOIMOTEYHO-NHPOPMAITMOHHON ACATEIBHOCTH;

[IK-18: roTOBHOCTBIO K pa3pabOTKe WHHOBAIIMOHHBIX MPOEKTOB pPa3BUTHUS OMOIMOTEUHO-
WH(POPMAIIMOHHOH NI TETHHOCTH,

[IK-19: TOTOBHOCTBIO K pEIIEHHIO 337a4 [0 NPOECKTUPOBAHMID M ONTHMHU3ALMH
OnOIMOTEYHO-UH(POPMAITMOHHBIX TTPOIIECCOB;

IIK-20: TOTOBHOCTBRIO K  MOJCIHMPOBAHUIO U  MOJCPHH3AIMA  OMOJIMOTEYHO-
MH(OPMALMOHHOHN AESITETbHOCTH;

[IK-21: cnocoOHOCTBIO K TMPOCKTUPOBAHUIO WHHOBAIIMOHHBIX MPOTPaMM KOMILIEKCHOTO
pa3BUTHS OMOJINOTEYHO-UH(POPMAIIMOHHBIX YUPESKACHHH,

NCUXOI020-Ne0a202UtecKas 0esimelbHOCHb:

[IK-22: o0namaer TOTOBHOCTBIO K pa3pabOTKe M pealu3alydyd TPOEKTOB W MPOTpaMm
00pa30BaTeNIbHOM U COLIMOKYJIBTYPHO! AEATEIbHOCTH OUOINOTEKY;

IIK-23: crmocoOHOCTBIO K OpraHW3aliyd ICUXOJOTHYECKH KOMQPOPTHONH OHOIHOTEUHOU
Cpelbl;

[1K-24: roTOBHOCTBHIO K MPUMEHEHUIO IMCUXOJIOTO-TIEJArOrMYeCKUX MPUEMOB U METOJIOB
yIpaBiIeHUs IEPCOHAIOM OUOINOTEUHO-UH(POPMAILIMOHHBIX YUPEXKICHUM;

[IK-25: crnocoOHOCThIO K pa3paboTKe MPOEKTOB IO PA3BUTHIO CHUCTEMBlI HEMPEPHIBHOTO
npohecCHOHAIBHOTO 00pa30BaHNUS;

[IK-26:  cnocoOHOCTBIO K  MPENoJaBaTeNbCKOW  JEATENbHOCTH B CHUCTEME
npodeccuoHalIbHOT0 00pa30BaHuUs;

[TK-27: roTOBHOCTBIO K HCIOIH30BAaHIIO0 MHHOBALIMOHHBIX MEJarOTMUECKUX TEXHOJIOTHil.

B pe3ynbraTe npoxoxkaeHus MPakTHKU 00y4JaronIHecs J0IKHbI 3HATD:

cnenu(uKy YUpexKJAeHUS, B KOTOPOM IPOXOAMUT IPaKTUKa, OCOOCHHOCTH OpraHu3alluu
€ro JeATeIbHOCTH, MPaBUIa BHYTPEHHETO PACIOPSAIKA; TEOPETHUUECKUE M MPAKTUYECKHE OCHOBBI
MOCTPOEHMSI MOJIeNIel pa3BUTHSI yUPEXKIEHHs ¢ TPUMEHEHUEM KOMIbIOTEPHBIX CUCTEM HOIEPKKU
NPUHATUS YIPABJIEHYECKOTO pEIIeHHs; YPOBHM HH(DOPMAIMOHHOTO OOECHeyeHMs YIpaBICHHUS,
OCHOBHbIE TMpOOJEeMbl B OpraHU3alMd JOKYMEHTOBEJECHHS M OHOIMOTEYHOrO XpaHEeHHUs
JOKYMEHTOB, METOAMKY IIOCTPOCHHMsS MHOTOYPOBHEBBIX CHUCTEM YIPABJICHHUS; COBPEMEHHBIE
MH(GOPMAIMOHHbIE TEXHOJIOTUH B IOKYMEHTOBEAECHUHU U OMOIMOTEUHOM JeTIe.

yMeThb:

y4acTBOBAaTh B peaM3alliM OCHOBHBIX HAIpaBJICHUH JOKYMEHTAI[MOHHOI'O 0OeCHeyeHHs
YIIpaBJICHUS] YUPEXKJEHUS, UCIOJIb30BaTh BCIO CHUCTEMY €ro TEXHMUYECKHX CPEJICTB B 3TOM cepe;
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OpraHu30BBIBaTH pabOTy CIIy)KOBI JTOKYMEHTAIIMOHHOTO OOECHeueHHs yIpaBiIeHHUS H

apXUBHOTO XPaHEHUS IOKYMEHTOB;
OLIEHUTH 3P (PEKTUBHOCTH HHOOPMAIIIOHHON CHCTEMBI YIIPABJICHUS;

CaMOCTOSITEIIbHO OPUEHTHPOBATHCS B MH(POPMAIIMOHHOM cperie;

CaMOCTOSITEIBHO OCYIIECTBIIATh TOWCK W TOJ0Op HE0OXoauMoil uH(pOpMaluu B Cpele
MH(GOPMAIIMOHHOHN TEXHOJIOTUHU B TIOKYMEHTOBEJICHUN U OUOIHMOTEUYHOM JIETIE;

BJIaJI€Th:

HaBBIKAMH DPA0OTHI C JOKYMEHTaMH, MPUMEHSS PalMOHAJIbHBIE MPHEMBI MOMCKa, 0TOOpa
U WCIOJB30BaHUA MH(POPMAINH, TOKa3aTh CIIOCOOHOCTh PAa0OTHI B HOBOM KOJUIEKTHBE;

HABBIKAMH HCIIOJIb30BAaHHMsI HOPMATHUBHBIX MPABOBBIX IOKYMEHTOB B MPO(ECCHOHATBLHON
JeATeIbHOCTH;

MpaBUJIAMH OpPraHU3aIlMd BCEX 3TaroB pabOTHl C apXMBHBIMH JOKYMEHTaMHU.
OCHOBHBIMHU TIOHSTHSMH, TPHMEHSIEMBIMA B TIPOIIECCE HWCIOJIB30BAHUS HWH(POPMAIMOHHBIX
TEXHOJIOTUH B IOKYMEHTOBEICHUN U OMOIMOTEUYHOM JIEIIE;

HaBBIKAMH TPUMEHEHUS WHQPOPMAIMOHHBIX TEXHOJOTUH TIpW pemeHWH 337a4 B
JIOKYMEHTOBEJICHUU U OMOTMOTEYHOM JIEIIE;

COBpPEMEHHBIMA  MH()OPMAIMOHHBIMH  TEXHOJIOTUSIMH B JOKYMEHTOBEIECHHH U
O6uOIMOTEYHOM Jene.

5. Bua, Tun npakTuku, ¢opMsl U croco0bl ee MPoBeIeHUsl.

Bua npakTuku — npou3BOJICTBEHHAs (Hay4YHO-HCCIIEA0BaTeNIbCKas) MpaKkTHKA.

Tun npou3BOACTBEHHOM NPAKTUKU: NPOU3BOACTBEHHAs (Hay4yHO-HCCIIEA0BaTEIbCKAas)
MpaKTHKA.

CrniocoObl poBEEHUS TPOU3BOJICTBEHHOM MPAKTUKU: CTALMOHAPHAS;, BhIC3HAS.

[IpousBojcTBEHHass MpakTUKa MPOBOJUTCS JUCKPETHO —  IYT€M BBIJEJICHUS B
KaJIeHJapHOM yueOHOM rpaduke HEMpPEephIBHOTO MepHoaa yueOHOTO BpEMEHH JIJIsl POBEICHUS
Ka)kJ1I0TO BUJA MPAKTUKH.

JlaHHBIN BUJ IPAKTHKY IMpeAroiaraeT paboTy CTYJEHTOB B CTPYKTYPHBIX MOAPa3eICHUsIX
OpraHu3auil 1 IpeanpusaTUii, OTBETCTBEHHBIX 32 JOKYMEHTAIIMOHHOE OOeCcrieYeHHe YIpaBieHus, B
apxuBax  opranuzamui, B T. 4. B [OY BIIO «/loHenkuii HaIMOHAIBHBIA YHUBEPCHUTET».
[IpakTUKaHTBl MOTYT MOJ PYKOBOJCTBOM PYKOBOJUTEINS MPAKTHKH OT OpPraHMU3alMM 3aMellaTh
PabOTHUKOB CTPYKTYPHBIX MOJpa3/IeiCHHM, BBIMONHSIS UX (PYHKIIMH, CBS3aHHbIE C COCTABICHHEM U
opopMIIeHHEM JOKYMEHTOB.

ConepkaHue U BBINOJIHEHWE 3aJlaHUN TIPAKTUKU  3aBUCAT OT  0a3bl  MpPakTHUKH U
ONPENENSIIOTCS. € YY4eTOM  CJEQYIOIMIMX OCHOBHBIX  (DaKTOPOB:  YCIOBHH MIPOXOXKICHUS
MIPOU3BOJICTBEHHOIN (HAay4YHO-UCCIEN0BATEIbCKON) MPAaKTUKU, CTaTyca M THMa 0a3bl MPAKTUKH,
COICp)KaHMUsA €€ JESITeIbHOCTH, AacCOPTUMEHTa M KadecTBa MPEJOCTaBIISIEMBIX YCIYT,
BO3MOXKHOCTEH  CTyJIeHTa B  YCIOBUSX JaHHOTO  YYPEXKACHUS  O3HAKOMUTHCS  C
HEOOXOAMMBIMHU JTOKYMEHTAMH, BBIMIOJHUTH AHATUTUYECKYI0O U MPOTHOCTHYECKYIO PaboTy;
Halu4yusg B YUPEKICHUU CHUCTEMBI ydeTa  pas3iMyHBIX  HPOIECCOB OCHOBHOM
NeATEeNIbHOCTH, JOKYMEHTOB M  MarepHanoB, HHGOPMALMOHHBIX CUCTEM, HEOOXOIUMBIX
JUIT U3y4EeHHS W aHalu3a, CBOEBPEMEHHOE UX MPEIOCTaBJICHUE CTyJIeHTaM pabOTHHKAMU
YUPEIKACHUS.

Bo Bpems mpoxokaeHHs MpPakTHKH CTYAEHT 00s3aH coOmojarth TMpaBuiia BHYTPEHHETO
pacrmopsiika M MHbIEe HOPMATHBHBIE AaKThl, OMNPECISAIOUIME MOPSJIOK JeATeIbHOCTH paOOTHUKOB
COOTBETCTBYIOIIMX JIOJDKHOCTEH U JIp.

ATTectanus MO HWUTOTaM NPAKTUKKA NPOBOJUTCS MPHU YCIOBUU BBINOJHEHUS BCEX
pa3aenoB NporpaMMsel NPaKTUKH U NMPEAOCTABICHUS BCEW OTYETHON NOKyMeHTauuu. Pasnenom
MPaKTUKH MOXKET SIBIATbCS Hay4dyHO-MCCleloBaTelbckas paboTta oOydarommuxcs. CTyAeHTH B
X0J€ MPAaKTHUKH MOTYT y4acTBOBAaTh B NMPOBEJCHUU HAYYHBIX MCCJIEJIOBAHUN WUIIM BBHINIOJHE HUH
METOJUYECKUX pPa3pabOTOK, OCYHIECTBIATH cOOp, 00pabOTKy, aHaJIM3 M CUCTEMAaTHU3aLMI0
uHpopmanuu nmo teme (MO 3aJaHUIO MPEMNojaaBaTess), COCTABIATh OTYETHI (pa3esbl OTUeTa)
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mo teme wiM e€ pasneny (drTamy, 3aJaHHIO), BBICTYNATh C JOKJIAJAOM Ha KOH(EpEHIIWH,
TOTOBUTH K HY6HI/IKaI_[I/II/I CTaTbH.

6. MecTo U BpeMsi MPOBe/IEHNUsI MPOU3BOJACTBEHHOI (HAYYHO-HCCIIEI0BATEIHCKONH) NPAKTUKH:
MECTOM TMPOBEJCHUS JAHHOTO BHJIA NPAKTUKH MOTYT OBITh TOCYJApCTBEHHBIC, MYHUIUMAIbHBIC
oubnroTexu. [1po oKUTETFHOCTD MPAKTUKH — 4 HEJICIH.

ba3el mpakTHK MOJDKHBI OTBEYATH CIEAYIONIUM TPESOOBAHHSIM:

COOTBETCTBOBATH MPOQIIIIO MOATOTOBKH MAarucTpa,

pacmojiarath KBaTU(UIIMPOBAHHBIMH KaapaMH Uil PYKOBOJCTBA MIPAKTHKOM.

Onpenenenne 0a3 TPAKTHKU BO3JAaraeTcs HA  BBITYCKAMOIIYIO Kadenpy, KoTopas
TOTOBUT JIOTOBOPBI O COTPYAHHYECTBE C OpraHM3alUsaMH (YUIPSKICHUSIMH) H  POrpaMMy
MPAKTUKH TI0 COOTBETCTBYIOMIEMY HAIIPABJICHHUIO.

C oObekTaMH TPAKTUKU 3aKIIOYAIOTCS JIOTOBOPHI, B COOTBETCTBHU C KOTOPBIMH
CTYACHTHI HAIMPABJISIOTCS HA MPAKTUKy. MOTYT 3aKI04YaThCsl WHIUBUIYATbHBIC JIOTOBOPEI.
Kadenpa MoxeT HampaBiATh CTYICHTOB Ha 0a3bl TPAKTUKU IO THCHBMaM MPEIIPHATHNA HIIH
OpraHu3aliiii, KOTOpbIE OIUIAYMBAIOT UX OOydeHHe, WIA OO0ECHEUMBAIOT MECTOM OYIIyIIero
TPYAOYCTPOKCTBA BBIITYCKHUKOB.

[TpakTHKa MPOBOUTCS BO BTOPOM CEMECTPE B COOTBETCTBHM C IPa)iKOM yIeOHOTO TIpoIiecca.

7. CTpYKTYpa M cojiepKaHue MPOU3BOJACTBEHHOMH NMPAKTHKU
7.1. CTpyKTYypa NpOU3BOJACTBEHHON MPAKTUKH

OO0mmas TpyI0eMKOCTh TIPOU3BOJICTBEHHON IMPAKTHKH cOCTaBisieT 4,5 3a4eTHBIX eMHUIbI, 162 Jaca.

Tabmuya 7.1
Cmpmeypa npouzeodcm(:euuoﬁ nNpaAaKmuKu
. Dopmbl
Ne Pazzieibl (3Tanbl) NPAKTHKH Bujibl yueGHoii paGoThl Ha NpaKTHKe, TeKyIero
i BKJII0YAsi CAMOCTOSITEJILHYI0 padoTy M IPOMEIKYTOH-
CTY€HTOB M TPY/10€MKOCTh HOT'0 KOHTPOUISI
(B yacax)
= = g
2 g a g 9
= Z3 = © 2 j=p
= g 2 =23 5 g
= = ; 2= = <
& =S S ® o = ]
) s S =@ S =
= = = = s E =
o o = S o E
= E = lg <
S & laa)
1 WucrpykTuBHOE COBeIl[aHne " 3 CobecenoBanue
MOTy4eHHe JIOKYM EHTAIH A
MIPOX 0K ICHUS MIPOU3BOJICTBEHHOM
MIPAKTHKH
2 Odopmienne HEO0OXOIUMBIX 3 12 CobecenoBanue
JOKyMEHTOB Ha 0a3e  MPaKTUKH.
IIpoxoxnenue HHCTpYKTaxa o
TeXHHKe 0e30TaCHOCTU U OXpaHe Tpy/a
B yupexjeHud. O3HaKOMIIEHHE C
MpaBUJIAMH BHYTPEHHEr0 TPYIOBOIO
pacropsiKa
3 AHanu3 JIOKyMEHTAlMOHHON Cpelibl 14 12 12 CoOTBETCTBYIO-
TIPEATIPUSTHS LM pasnuen
JIHEBHHKA
MPAKTHKU
4 Ananu3 “HQOPMAIMOHHBIX CHCTEM U 14 10 12 CoO0TBETCTBYIO-
TEXHOJIOTUI B JOKYMEHTAalMOHHOM U LM pasnuen
OMOIMOTEYHOM JIETIE JTHEBHUKA
MPAKTHKU




5 IIpoekTupoBanne  WHGOPMAITMOHHOMN 12 10 14 CoO0TBETCTBYIO-
CHCTEMBI JIOKYMECHTOBEICHUS u IHH pa3ien
OHMOJIMOTETHOTO JeTia JTHEBHUKA

MIPAKTUKA

6 IMogroroBka oOmiero oTdera IO 14 Teker
TIPAKTHKE

7 OdopmiteHHEe TOKYMEHTOB IO 14 JIOKYMEHTBI 110
TIPAKTHKE MIPAKTHKE

8 3ammra oTyeTa 1o NpaKkTUKe 6 3auér

QG depeHImpo-
BaHHBII
Hroro 162

7.2  Coaepixxanue NPpaKTHKH
[IpousBoscTBeHHass  (Hay4yHO-UCCIIEAOBATENbCKAs) MpPaKTUKa BKJIIOYACT BBITIOJHEHHE
CIIeqyIOIUX paboT: 3HAKOMCTBO C OpraHM3alieli u ee  CTPYKTYpOW; HCClIeJOBaHHE
JOKYMEHTAI[MOHHOM cpefbl MPeNpUaTus; HU3yudeHHe OCOOCHHOCTEHN co3qaHus U (OPMUPOBAHUS
YIOpPaBIEHYECKOW JIOKYMEHTAallMd B YCIOBHUSX MPUMEHEHHUS HH()OPMAIIMOHHBIX TEXHOJIOTUMH,
MIPOEKTUPOBaHHE HWH(MOPMALMOHHON CHUCTEMbl JOKYMEHTOBEJAEHHMs U OWOIMOTEYHOTO Jena;
OBJIAJICHUE COBPEMEHHBIMH KOMIIBIOTEPHBIMU TEXHOJOTHSIMU CO3JaHHUSl TEKCTOBBIX, TAOJIUYHBIX,
rpaguvecKuX TOKYMEHTOB U 0a3 JTaHHBIX.
OCHOBHBIMU  ATallaMHU  MPOU3BOJICTBEHHOW (HAYYHO-HCCIEAOBATEIbCKOM) MPaKTUKHU

SIBJISIFOTCSL:

7.1. AHanu3 JOKyMEHTAIlMOHHOM cpeabl Ou0JIMoTeKe.

B mepBble AHM TPAaKTUKH MAarucCTPaHThI BHIIOJIHSIOT CIEAYIOLIEe:

7.1.1. Ananuz cucmemul 0OKyMeHMOBeOCHUA 8 OUOIUOMEKe:

UCCIIeIOBAaHUE OPraHU3alMOHHON CTPYKTYPBI YUPEKACHNUS;

BBIZICJICHUE M3 OPraHU3allMIOHHOM CTPYKTYpPbl YUPEXKIEHUS, OTIEIbHBIX HCIIOIHUTEIEH,
KOTOpbIE OTBEYAIOT 3a MPOLIeCcC JOKYMEHTOBEACHUS B YUPEKICHHUH,

oTpe/iesieHue MOAYMHEHHOCTH BBISBICHHBIX MOJAPA3JIENCHUNA U pa3rpaHUYeHUuEe UX (YHKIMMA
0 BUAaM ITPOU3BOJUMBIX padoT;

(hopMHpOBaHHE COOTBETCTBYIOLIEH MOJIETHN TOKYMEHTOBEACHHUS B YUPEKACHUU.

7.1.2. Ananuz cmpykmypsl 00KyMeHmo8e0eHus 6 Oudauomexe:

IPYNIHUPOBAHUE JOKYMEHTOB YUPEXKJEHUS MO MPU3HAKY JOKYMEHTAIMOHHOTIO oOecreyeHus
yIpaBiIeHUS.

IPYNIHUPOBAHUE TOKYMEHTOB YUPEKICHHS 1O MOJPAa3AeTICHUSIM COIIACHO OpPraHU3alMOHHON
CTPYKTYPBI MPEANPUATUS U UX aHAIIU3;

IPYNIHUPOBAHUE JOKYMEHTOB MPEANPUITUS ISl BHIIBICHUS CE30HHOCTH U UX aHAJIU3.

Ha BTOpoM 3Tane BBINONHSIETCA aHAINU3 CTPYKTYPbl JOKYMEHTO000POTa MPEAIPUITHS.

BrinonHsieTcs rpynnupoBaHue JOKYMEHTOB 10 MPU3HAKY JOKYMEHTAIIHOHHOTO 00eCIeueHusI:

BHYTPEHHHUE TIOKYMEHTHI (Harp., (UHAHCOBBIC U CITy:KEOHBIE);

JUIS BBISIBJICHUSI IUHAMUKHA JBH)KCHHS IOKYMEHTOB — OTPEIEISIOT TEMITBI POCTa BXOAAIIUX,
UCXOJSIINX ¥ BHYTPEHHUX IOKYMEHTOB 33 ONIPE/ICIICHHBII MEepHO/I;

0 MOJAPA3JCNICHUsM — JJIsl BBISBJICHUS, KAKUE U3 TOJIpa3AeTIeHII OOJbIIIEe BCEro 3arpyKaroT
JOKYMEHTOO000pOT;

BBIIIOJIHUTH aHAJIN3 JOKYMEHTOB 110 KaTETOPHSIM.

7.2. AHaiu3 UHQOPMAIMOHHBIX CHCTEM MW TEXHOJOTMA B [OKYMEHTAUMU U
OMOJINOTEYHOM JeJie:

IIPOBECTH aHAIM3 M OIHMCAHHWE HMEIOIIMXCS HH(MOPMAIMOHHBIX CHCTEM M TEXHOJIOTHH B
JOKYMEHTAI[MOHHOH cityxk0e, 6a3 TaHHBIX;

IIPOBECTH AHAJIM3 U OIMCAHHWE HMEIOIUXCS HH(POPMALMOHHBIX CHUCTEM  TEXHOJOTMH B
apXMBHOM Jiene, 6a3 JaHHBIX.

7.3. IlpoexkTnpoBaHue HUHGOPMALMOHHOI  cucTeMbl JlOKYMeHTOBedeHUS U
OMOJIMOTEYHOr O /1eJ1a
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7.3.1. Onmumuszauusn e3aumooeiicmeus noOPaA30eIeHUl CO2NACHO UMeloWeics Mooeau
O0OKYMEHmMO00060poma 6 yupexcoeHuu:

UCCIIEIOBAHUE OPraHU3aLMOHHBIX CTPYKTYp MPEANPHUATHS OTHOCHUTEIBHO JIBUKEHUS
BXOJALIUX, UCXOJSIINUX U BHYTPEHHUX JJOKYMEHTOB;

(dopmMupoBaHue 1 MpopadOTKa KApTOUYKU-AHKETHI CBSA3EH BCEX MOApa3AeICHUN, BKIIOUCHHBIX
B KaXbI{ BUJI CIIPOCKTUPOBAHHON CTPYKTYPBI OPraHU3ALMOHHBIX B3aUMO/IEHCTBUN;

aHamn3 dPQPEKTUBHOCTH CBA3CH MO KaXJIOMY U3 BUJIOB CIIPOCKTHPOBAHHON OpPraHU3aIllHOHHON
CTPYKTYpBHI;

UTOrOBAasi OLIEHKA pa3pabOTaHHBIX MEPOTIPUATHI U aHAJIU3 BO3MOXHOCTH UX PEAIM3ALIUH.

Ha  nanHOoM  3sTame  BBINOJHSETCS ~ «BHYTPEHHEE»  MPOEKTHUPOBAHHE  CHUCTEMBI
JTOKYMEHTO000pOTa OMOIUOTEKH.

Jliig mocTpoeHuss MOJeN (PYHKIIMOHUPOBAHUS CUCTEMBI U MOJIyUYEHUS pPe3yJIbTaTOB, OJIN3KUX
K OINTHMAaJbHBIM, CJEIyeT OpraHu30BaTh palMoHalibHOE U 3(P(EKTUBHOE B3aUMOJICHCTBUE
uMmeroluxcs mnpoueccoB. C 3ToH 1EbI0 ClIeyeT NIPOBECTU TAKUE MEPOIPUITHS:

1. Omnpenenutb uEpapXxUUYECKyIO IMOJUYUHEHHOCTh MPOIECCOB M MOCIEA0BATEIbHOCTh BO
BpEMEHU UX B3aUMOJCUCTBUSL.

2. Pa3paboTatb CTPYKTypy B3aUMOJICHCTBHS MEXIY IMOJPA3/ICICHUSIMHU Ha OIpeIeIeHHBIN
CPOK.

3. OmpenenuTh KpUTEPUU KadecTBa pabOTHI cUCTeMbl. ONpeAenuTh PEUTHHT KaXJIO0TO W3
KpUTEpUEB KauecTBa.

7.3.2. Pazpabomams npoekm cucmemol OUOIUOMEUHO20 Oeld 8 YUPEHCOCHUU.

Ha nanHOM »Tame HeoO0XoauMo pa3paboTaTh MPOEKT CHUCTEMbl OMOIMOTEYHOro Jenia Ha
MPEANPUATHH C y4€TOM UH()OPMAIIMOHHBIX TOTOKOB.

7.3.3. Ananu3z oxpansl mpyoa é ompaciu:

W3Y4YUTh HOPMATHUBHBIE JOKYMEHTHI MO OXpaHEe Tpyla B OTpacid, K KOTOPOW OTHOCUTCS
MIPEeNNPUITHE U COCTOSIHUE OXPaHbl TPYAA HAa CAMOM MPEANPUSTHN U KOHKPETHO Ha paboueM MecTe.

7.4. OdopmiieHHe THEBHUKA U 0TYETA MO NMPaKTHKE.

8. O0pa3oBarte/ibHbIe, HAYYHO-HCCJIEI0OBATE/IbLCKHE M HAYYHO-TIPOU3BOACTBEHHbIE TeXHOJIOTHH,
HCI0JIb3yeMble Ha MPaAKTHKe

[IpakThka sBISE€TCS HEOTHEMJIEMOW YacThIO y4eOHOro Tmpollecca, OHAa COCTOUT U3
HECKOJIbKUX KOMIIOHEHTOB:

1) npuoOpeTeHne HaBBIKOB Ha padodyeM MecTe B CTPYKTYpHOM TOJpa3aeieHUH
OpraHu3anuu (TEXHOJIOTHYECKas NeSTeIbHOCTD);

2) aHaJIU3 CYILIECTBYIOIICH MPAKTUKU BEACHUS JEONPOU3BOICTBA B TOW OpraHM3allNy,
B KOTOPOI1 MpaKkTUKa MPOXOIUIAcCh (aHATIMTUYECKasl 1eATEIbHOCTh);

3) paspaboTka, GOPMYIMpPOBKAa PpPEKOMEHIAIMi 1o coBepuieHCTBOBaHUI OV
(IpoeKTHas AESITEIBHOCTBD);

4) aHaiu3 MH(POPMAIIMOHHBIX TOTOKOB U HWH(GOPMAIMOHHOTO B3aUMOJICHUCTBUSA B

OpraHu3aliy; y4acThue B pa3paboTKke HOPMATUBHO-METOJIMYECKHX JOKYMEHTOB, aKTOB (IIpaBHII,
nepeyHell cnyXeOHbIX JOKYMEHTOB, IMOJIOKEHUH, MHCTPYKUUH, Talenel, mpuMeHseMbIX (Gopm
JOKYMEHTOB M Jp.) IO JOKYMEHTAllMOHHOMY OOECHEUYEeHUI0 YIpPaBICHHUS; ydacTHE B
MyOIMKATOPCKON M BBHICTABOYHOW paboTe; MOATOTOBKA CIPABOYHO-TIOMCKOBBIX CPEJICTB, yUacTHUE B
COCTaBIIEHUM OTYETOB 1O HAYYHO-UCCIEIOBATEILCKOM M MeETOIuYeckoil paboTe (Hay4HO-
UCCIIeIOBATENbCKAS IEITEIbHOCTD ).

9. Y4eOHO-MeTOANYECKOE 00ecTIeYeHre CAMOCTOSITEIbHOM PadoThI CTYICHTOB HA NPAaKTHKeE
Bo Bpems npoXokJeHHS NPOU3BOJACTBEHHONW TMPAKTHKH OOJbIIOE 3HAUYEHHE HMEeT

CaMOCTOsTENIbHAs paboTa CTYJEHTOB, IIOCKOJIBKY MPaKTHKA SIBJISETCS OJHUM U3 TAINOB MOATOTOBKU

MarucTpoB M0 HANpPaBJIEHUIO MOATOTOBKU «bnbanoreqHo-nHopMaioHHas JeTeIbHOCTbY.
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CamocrosaTenpHas paboTa CTYIEHTOB B XOJ€ MPOXOXKICHHS MPAKTHKU HAMpaBlIeHa Ha
KaueCTBEHHOE OCBOCHME M CHCTEMATH3aIMIO TIOJNyYCHHBIX 3HAHWUM, UX YTIyOJIeHHE U pacIIupeHue
Ha OCHOBE aHajiM3a BBINIOJHEHHUS JEJIONPOU3BOACTBEHHBIX ONEpAalluii B KOHKPETHOW OpraHu3alyH.
dopmupyercss yMEHHE TOMYYCHHsI 3HAHWN Ha MPaKTHKE (B MPOECCHOHATBHON NEATEIHHOCTH) U
3aKpEIUISIIOTCS MPAKTUYECKUE HABBIKM CTYJEHTOB. AKTHUBHO Pa3BUBAIOTCS HUX I103HABATEIbHBIC
CIOCOOHOCTH, CaMOCTOSATENBHOCTh MBIIIICHHUS, CIIOCOOHOCTh K HAy4HO-HCCIIEI0BATEIbCKON
paboTe, HABBIKM MEKIWIHOCTHBIX OTHOIICHWM, MOCKOJBKY CTYIACHTHl AKTHBHO BKJIIOYAIOTCS B
KOMMYHUKAllMd C COTPYIHUKAMHU OPraHW3alMil, y4aTCs IOJYMHATHCA MPAaBUIaM BHYTPEHHETO
pacnopsika u IpyruM KOPIOpPAaTUBHBIM aKTaM.

9.1 Opranu3anusi NPOU3BOACTBEHHOI (HAYYHO-UCCJIeI0BATENbCKOH) NMPAKTUKHU

[Tpou3BOICTBEHHYIO MTPAKTUKY CTYIEHTHI IPOXOJAT B COOTBETCTBUH C IPaPUKOM y4eOHOTO
mpolecca B YCTAaHOBJIGHHbIE CpoKU. OpraHuszaiuio U MpPOXOKJIEHHE MPAaKTUKH OOecreyuBaeT
BBINTyCKaromas kadeapa WHOOPMAIIMOHHBIX CHCTEM YIPABJICHHS, JCKaHAT W y4deOHas dacThb
yHuBepcutera. [lo BceM BompocaM oOpraHu3alMi W TMPOXOXKACHHS MPAKTUKA CTYJIEHT MOXKET
MOJIYYUTh KOHCYJIbTALMIO Y TIPENoAaBaTelsi — pyKOBOJUTEINS IPAKTHUKH.

PykoBonuTens MpakTUKU OT OPTaHMU3AlMA CUCTEMATHYECKH KOHTPOJIMPYET KauyecTBO U
CBOEBPEMEHHOCTh BBINOJIHIEMOMN CTyAeHTaMUu paboThl. PykoBoauTens oT Kadeapsl OCyIIECTBIISET
METOJIMYECKOE PYKOBOACTBO W KOHTPOJb 32 BBIMOJHEHHWEM NPOrpamMMbl MPakTUKH. CTyIeHTHI
00s13aHBI CBOEBPEMEHHO BBITIONHATh 3aJaHUs, TMPEIyCMOTPEHHBIE MPOTPAMMOMN TPAKTHKU;
yKa3aHUsl PyKOBOJMTENCH MPAKTUKU OT By3a W OT OpPraHU3AINH; TOMTYUHSITHCSA JACHCTBYIOIINM B
OpraHu3aliy MpaBuIaM BHYTPEHHETO pacrnopsiika.

O0s13aHHOCTAMM PYKOBOJAUTEJISI MPAKTUKH OT Ka(eapsbl sBISIOTCH:

— ydJacTue B HHCTPYKTUBHBIX COOpaHUSIX, KOTOPBIE MPOBOITCS CO CTYJICHTAMH HE MO3XKE, YeM
3a -2 qHs 10 Havasla MpakTUKY;

— O3HAaKOMJICHHUE CTY/IEHTOB C TpeOOBAHUSMHU MIPOTrPaMMBbl, (fopMaMu KOHTPOJISI U OTYETHOCTH;

— KOHCYJIFTUPOBAaHHUE CTYJCHTOB B XOJi¢ MPAKTHKU Ha Kadeape ¥ BO BpeMs MOceleHus 0a3
MIPAKTHKY;

— KOHTPOJIb 3a COOJIOICHUEM CTYAEHTaMHU BHYTPEHHETO pacropsiika JHs, JUCHUILIMHBI TPY/a,
CBOEBPEMEHHBIM BBIIIOJTHEHUEM 33JaHUI, KOTOPBIE OTBEYAOT COACPIKAHUIO IIPAKTUKU;

— wuHpopMHupoBaHHe Kadeaprl (Ha ee 3aceaHMsIX) O MPOXOXKIACHUU TPAKTUKH, HAPYIICHUU
MOpsAJIKA €€ MPOXOKICHUS CO CTOPOHBI CTYIEHTOB WM PYKOBOJICTBA OT MPEIIPUATHS;

— TPOBEPKA OTYETOB O MPAKTHKE;

— HalMCaHWEe PEeLEH3UH;

— YYacTH€ B 3aLIUTE OTYETOB B COCTABE COOTBETCTBYIOINX KOMUCCHIA;

— TMPeJOCTaBJICHUE OTBETCTBEHHOMY 3a IPOBEACHHE MPAKTHUKH OT Kadeapsl MUCbMEHHOTO
OTYETa C 3aMEYAHUSIMU U MTPEUIOKEHUSIMHU.

O0s13aHHOCTH PYKOBOIMTEJISI MPAKTHUKH OT NMPeANPUSITHS:

— B HayaJie MPAKTUKU O3HAKOMUTHCA C pabodelt mporpaMMoil U THEBHUKOM MPAKTHKH;

— YTOYHUTH 3alMCAaHHBII B JHEBHUKE KaleHAAPHBIA TpaduK MPOXOXKAEHHS MpPaKTHKHU (110
COJIEP’KaHMIO ¥ CPOKAM BBITIOTHEHHS OTACIBHBIX TyHKTOB);

— 00ecrne4ynTh CTYJICHTaM YCIOBUS, HEOOXOAMMBIC JUIS BBINOJHEHUS MPOTPAMMBI MPAKTHUKH,
JOCTYII K HEOOXOAUMBIM IOKyMEHTaM, KOHCYJIbTHPOBAHHUE;

— KOHTPOJMPOBATH MOCEIIEHHE CTyICHTaMU 0a3bl TPAKTUKY;

— B CIIy4asx HapyIIeHUs TUCIUTUIMHBI COOOIIATh PYKOBOAUTENIO MPAKTUKHU OT KaeIphl;

— OpraHu30BaTh HKCKYPCHH JIsl CTY/IEHTOB [0 OCHOBHBIM 1I€XaM U y4acTKaM MPeIIpUsTHS;

— TIPOBEpPKa OTYETA O NIPAKTHUKE;

— HalMCaHWE XapaKTEPUCTUKU CTYJICHTA-TIPAKTUKAHTA 10 3aBEPILICHUIO €TO MPAKTUKH.

OcHoBHBIE 005132aHHOCTH CTY/A€HTA-NIPAKTHKAHTA:

— CTYIEHT JI0 OTOBITHS Ha MPAKTUKY JOJDKEH MOMYYUTh HHCTPYKTAX PYKOBOJUTENS MPAKTHKH,
JTHEBHUK MTPAKTHUKH;

— CTYIEHT, MpHUOBIB HAa TPEANpPUSATHE, JOJDKEH MOJaTh PYKOBOIMTEIO OT MPEINPHITUSL
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HAaIpaBJICHNE, THEBHUK, MIPONTH MHCTPYKTAX MO TEXHHKE 0E30IMaCHOCTH M MOXKapHOH Oe30macHOCTH,
O3HAKOMHUTBHCSI C PabOYMM MECTOM, IPaBHJIAMHU HKCIUTyaTallid OOOpPYIOBaHMS W YTOYHUTH IUIaH
IIPOXOKAECHUSI IPAKTHKH;

— B TIEPBBIC TPHU JHS CTYACHT 00s3aH cOOOMMTH HAa Kadeapy GhaMuinuio, UMs, OTYECTBO U
HOMep TeneoHa pyKOBOAUTEIIS IPAKTUKU OT MPEANPUSITHS;

— BO BpeMsl IIPOXOKIECHUS MPAKTUKU CTYJEHT JOJDKEH MPUIEP>KUBAThCS NIPABUI BHYTPEHHETO
pacnopsiika NpepUsATHS U YCTAaHOBJICHHbIN PEXUM JIHS;

— BBIIOJHATH Bce TpeOOBaHMs paboyeil IporpaMMsi;

— PEryIsipHO BECTH Yy4YeT NMPOU3BEICHHON PabOThI B COOTBETCTBYIOLIEM pasfieiie JHEBHHUKA
TIPAKTHKH;

— W3YYUTh W BBITIOJHATH TPABHJIA TEXHUKHA OE30MAaCHOCTH M OXpaHbl TPyHa, MPOUTH Ha
MPEIIPUATHA HHCTPYKTAX MO TEXHUKE OE30MaCHOCTH;

— MH(OPMHUPOBATH PYKOBOIUTENS MPAKTUKU OT Kadeapbl O MPOU3BEACHHON Ha MPEIPHUITUI
paboTe (B HAMEUEHHBIE THU KOHCYIJIbTalnH);

— JI0 KOHIIa CPOKa MPaKTUKHU MOATOTOBUTH OTYET B COOTBETCTBUU C COAEPKAHUEM ITPOIPaMMBl;

— TMPEICTaBUTh OTYET O MpPaKTHKEe Ha Kadeapy pyKoBOAMTENO 3a 1-3 JHS O OKOHYaHUS
MIPAaKTHKH JJIs1 IPOBEPKU M BHECEHUS] HEOOXOJMMbIX U3MEHEHUH.

9.2 MeToanyeckne peKOMEH/IALMH 110 MOAT0TOBKe K NMPaKTHKe

CryneHTsl JOJKHBI HM3YyYUTh NPOrpaMMy MPAKTUKH, JIUTEpaTypy M HOpMaTUBHbBIE
JOKYMEHTBl IO JEJIONPOM3BOJACTBY M OCHOBHBIM acCleKTaM JIeATEIbHOCTH OpraHu3aruiu.
PekoMeHyeTcsl MpakTUKAaHTy COBMECTHO C IPEerojaBareseM pa3padoTaTh Ha OCHOBE NMPOTpaMMBbl
KaJICHJapHBIA TUIaH MPOXOXKIEHUSI MPAKTHKU, KOTOPBIMA CIEAyeT COrjiacoBaTh C PYKOBOJIUTENIEM
MIPaKTUKU OT OpraHU3aIiy.

9.3. MeTroanyeckue peKOMeHAAMH 0 MPOX0KIEHUIO MPAKTUKH
9.3.1. TpedoBanusi K 0popMIEHHIO THEBHHKA

JIHEBHUK MPAKTUKHU CTYACHTA BKIIIOYAET B ce0s psiji pa3aesioB:

1. TuTyabHBIN JUCT THEBHUKA.

2. OGopoTHAs CTOPOHA TUTYJIBHOTO JIUCTA.

2. KanengapHbiii rpaduk mpoxXoskIeHUs MPAKTHKU

3. PaGouwue 3amvcu BO BpeMs MPAKTHKU

4. OT3bIB U OIICHKA POOOTHI CTY/ICHTA HA MTPAKTHUKE

5. OT3bIB JIUI, KOTOPbIE MPOBEPSITU MPOXOXKICHUE PAKTUKU

6.BbiBOS pyKOBOAMTENS MPAKTHUKKA OT BBICIIETO Y4eOHOTO 3aBelIEHUs] MPO MPOXOXKJICHUE
MIPaKTUKU

1. Paznmen 1. TuryabHasi CTOPOHA 3amojiHsAETCS Ha Kadeape.

2. Pazgen 2. O0opoTHasi CTOPOHA THUTYJIbHOIO JIMCTA — CTAaBUTCS OTMETKA B OT/AEIe
KaJpOB OpraHuM3allid O NpUOBITHM HAa MECTO NPAKTHKHU, O BBIOBITMM C MECTa MPAKTUKH C
MOAIMKCHIO IOJHKHOCTHOTO JIUIA, 3aBEPEHHOM MeYaThio OPraHU3allluH.

3. Pazgen 3 «KanenaapHblii rpaduk NpoxoskIeHusi NPAKTHKH» COCTaBIISIETCS COBMECTHO
C PYKOBOJIUTENIEM NPAKTHUKH OT MPEANPUSATUS U PYKOBOAMUTENIEM TMPAKTUKU OT Kadeapbl B
COOTBETCTBUU C MPOTPAMMOIi.

4. B paznene 4 «PaGouue 3anucu BO BpeMsi MPaKTHKMW» oTpaxkaercs (akruueckas padoTa,
BBITIOJIHEHHAS HA MPOTSHKEHUH KAXKJIOTO JTHS TPOXO0KACHUS IPAKTUKH.

5. Pazgen 5 «OT13bIB M oOLEHKAa POOOTHI CTYJEHTa HAa NPaKTHKe» OodopMIseTcs
PYKOBOJUTENIEM MPAKTUKKA OT MPEANPHUSATHS M 3aHOCUTCS B JHEBHUK B TMOCIeTHUE 2-3 OHS
MIPOXOXKIACHUSI PAKTUKH.

6. Paznen 6 OT3bIB JIML, KOTOPbIe NMPOBEPS/IM NMPOXOKAEHUE NMPAKTHKHM — 3aTOIHIETCS
PYKOBOJUTENIEM MPAKTHUKH OT BhIMycKaromed kadeapbl Ha OCHOBAaHMU MPOBEPKU IMPOXOKJICHHS
NPAKTUKA KOMHCCHEH B COCTaB€ OTBETCTBEHHOTO MO Kadenpe 3a MpOBEICHHE NPAKTUK U
PYKOBOAUTEIIEH MPAKTUKH OT BhIMYyCKatommen Kadeapsl.

7. Paznen 7 «BbIBOA PYKOBOIMTE/Is NMPAKTHKH OT BbICIIEr0 Y4eOHOro 3aBeleHHsI PO
NPOX0KAeHUEe MPAKTHUKM 3ATI0JIHIETCS PyKOBOAUTENIEM IMPAKTUKU OT BBITyCKaIOIeH Kadeapsl.
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9.3.2. TpeOoBanus K opopmMJIeHHIO OTHETA

Otder HE [OJDKEH MOBTOPATH AHEBHHK W MPOrpaMMy MPAKTHUKUA. IJIEMEHTHI OTYeTa
pacroyiararotrcsi B CJICAYIOIIEH MOCIeJ0BaTEIIbHOCTH:

- TUTYIbHBIA JIUCT (MOAMUCHIBAETCS PYKOBOJIUTEIEeM MNPAKTHKH OT MpeInpusaTus H
CTABUTCH MeYaTh NPeANPUSTHSA);

- COJICpKAHHE;

- BBEJICHUE;

- TEKCT OTYETA O BBHIMOJTHCHUN TPAKTHKHY;

- 3aKITI0YCHUE;

- CIIMCOK MCTOYHUKOB U JIUTEPATYPHI;

- MIPHIIOKCHUS.

OOmmmii 00BeM oTYeTa OJDKEH COCTaBIATh 25-30 JMCTOB.

TekcToByI0 4acTh pabOTHI BBITIOJHAIOT C MOMOIIBIO KOMIBIOTEPHON TEXHUKU Ha OJIHOM
cTopoHe nucta 6emnort Oymaru dopmara A4, mpudrt Times New Roman, pazmep 14, MexxcTpoUHbIN
untepan — 1,5. [ons: neBoe — 30 mm; npaBoe — 10; BepxHee u HwkHee — 20 MM. TaOGnuuHbIif
MaTepHuall ¥ HJUTIOCTPAIIMH pa3peniaeTcsi BBITOIHATH Ha JIMCTax Gpopmara A3.

Hymeparus ctpaHdil oT4eTa T0JDKHA OBITH CKBO3HOM, TIEpBasi CTPAHUIA — TUTYJIBHBIN JTUCT,
Ha HEM HOMEP CTPAHHIIBI HE TPOCTABIISAETCS.

Ecnu B oTyeTe ecTh PUCYHKH M TAOJIMIIBI HA OTICIBHBIX CTPAaHHUIIAX, a TAKXKE MPUIOKEHUS,
3TH CTPAHUIIBI TAKKE HMEIOT CKBO3HYIO HyMEpaIHIio.

[TpmtoskeHHst K OTYETY JOJKHBI OTBeYaTh (PaKTHISCKH H3yYCHHOMY MaTepHaly.

Bce mmmoctpanmu oTueTta, Kpome Tabimi, 0003HAYaIOTCS CI0BOM «PHcC.» W HyMepyroTcs
mocjeaoBaresibHO  apabckumu  1mdpamu B mipeaenax pazgena. Hampumep, «Puc. 1.2
Opranu3anuoHHass CTPYKTypa NpeanpusTHs». [lOJMUCH BBITIONHSIOTCS TOJ HMILTIOCTpAIACH.
Kaxnyro wmimocTpanuio, KOTopas COJIEP>KUTCS B OTYeTe, HEOOXOIMMO COIMPOBOXKAATH KPaTKUM
aHAJIM30M COJepaHUS W BbIBOJAaMH. KoOIMYEeCTBO WILIIOCTpallUi OMpeneNsieTcs CoJep:KaHueM
OTYeTa U JOJKHO OBITh TOCTATOYHBIM JIJISl TOTO, YTOOBI 1aTh TEKCTY SICHOCTU U KOHKPETHOCTH.

Tabmuupl MOJDKHBI OBITH yHUHUIIUpPOBaHBI TO0 dopme, a uudpoBas wuHbDOpMaIUI —
nocroBepHoi. Kaxgas Tabnuma uMeeT TeMaTHYecKoe 3arjiaBue, KOTOpoe OToOpakaeT ee
conepkanue. Tabmuubl HyMEpPYIOTCSl aHAJOTUYHO PUCYHKaM. 3arjiaBue TaONMIlbl HAaYMHAeTCs C
00JIbIION OYKBBI TONY)KHPHBIM HIPUGTOM M pa3MemraeTcss Hike cioBa «Tabmuiay, KoTopoe
MUIIEeTCs cripaBa HaJl TaOIUIei.

[Ipu ccbuike Ha TAOMUIly YKa3bIBalOT €€ HOMEP M CIOBO «TalJIMIla» B COKpAIlEeHHOM BUJIE,
HarpuMmep «tadm. 1.2».

[Ipn mepenHoce uyacTu TaONMIBI Ha APYrylo cTpaHully Haj Hed numyTt «lIpomomkenue
Tab1.» nin «OKoH4aHuEe Tab.» (C yKazaHHEeM €€ HOMepa).

Wnmroctpanuu 1 Tabauipl pa3MelaroT Nocje MepBoil CChUIKA Ha HUX B TEKCTE TaK, YTOOBI
UX MOHO OBLJIO TPOCMAaTPUBATh O€3 BpaIlleHUs CTPAHULIBI MU C BPAIICHUEM IO YaCOBOU CTpEJIKe.

@opmynsl HyMepyroTcs apabckumu nudpamu. VX mopsakoBblii HOMEp oToOpakaercs B
KPYIJIBIX CKOOKax crpaBa oT (hOpPMYIIbI.

B mnpunoxenusx mnomgarorcss (GOpMBI  CTATUCTHYECKON OTYETHOCTH, BCIIOMOTAaTENbHBIC
MaTepuanbl (IPOMEKYTOUHBIE MAaTEMaTHUYECKUE pacyeThl, WJUTFOCTPAIMU BCIIOMOTATEIbHOTO
xapakrtepa u 1p.). Kaxaoe npunoxeHne HaunHaeTcsl ¢ HOBOM CTpaHUIlbl. B mpaBom BepxHeM yrity
nevaraercs cioBo «lIpunoxenue». OHO MOKHO MMETh TeMaTHueckoe 3arjaBue. Eciu B oTuere
ecThb Ooliee IBYX MPHJIOKEHHH, UX MOCIENOBaTeNbHO HyMepyroT, Hampumep, [lpunoxenue 1,
[Ipunoxenue 2 u 1. 1.

Ogopmaenue mumynoHo2o aucma omyema
TUTYyIBHBIN TUCT COAEPKUT DJIEMEHTHI: HANMEHOBAaHNE MUHUCTEPCTBA, By3a, YHUBEPCUTETA,
Kadeapsl, HarmeyaTaHHble NPOMHCHBIMM OykBamMu, HauMeHoBaHMe BHaa JokymeHTa (OTYET),
3aroJIOBOK K TEKCTy (O IPOM3BOJCTBEHHOM IPAKTHKE), HAUMEHOBAHUE OPIraHU3ALUH, B KOTOPOU
POXOIUIIaCch TPaKTHKA, Cpoku e€ mposeneHus ([puaoxenue 1).
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Ogpopmnenue cooeprcanus

Conepxkanne pacnoJiaraetcsi mociie  tutyinbHoro Jmcra. CrnoBo «COIEPXAHUE»
reJaraercss MpONMMCHBIME OykBamu, Hrpke pacmonaraercs ciioBo «BBEJIEHUE» 6e3 ykazanus
HoMepa. Jlanee pa3MemiaroTcsl 3aroJOBKHU pa3zefioB (MPOMUCHBIMU OYKBaMH) 4epe3 OJWHApPHBIN
MEXCTPOYHBbII HWHTEepBasl. Paszmensl HymepyroTcss apaOckumu mudpamu. Mexay Ha3BaHUSAMU
pa3aesioB JeNaeTcs MPOIyCK B 2 MEXKCTPOUHBIX MHTEpBaJia. 3aroJIOBKU IOJPa3/esiOB Me€4aTatoTcs
CTpOUHBIMU OyKBaM, HauMHasi C MPOMUCHOM, MOpsSAKOBas Hymepauus apadckumu mudpamu (1.1,
1.2). Touku B KOHLE Ha3BaHMW IJIaB M TMOJPA3JIEIOB HE CTaBATCA. 3aTeEM B COJEP)KaHUU
ykaszpiBatorcs ciioBa «3AKJIITOUEHUE», «CITMCOK MCTOUHUKOB W JIMTEPATYPBIy,
«[MTPUJIOXXEHUA» (mponucHbiMu OykBamu). C paBoii CTOPOHBI pacnojaraloT HoMepa CTPaHHII, C
KOTOPBIX HAYMHAETCS M3JI0KEHUE BCEX CTPYKTYPHBIX YacTel cojepxanus. Hazpanus npuiaoxeHuit
HE NEPEeUYUCIIAIOTCS B COACPKAHHUH.

Odghopmnenue eedenuss omuema o npaKmuke
BBenenue pekomMeHyeTcsl HAaUMHATE C 2-3 BBOJIHBIX a03alleB, JKeNaTeIbHO YKa3aTh TOUHOE
HauMEHOBAHUE OpPraHu3anuy, GaMUIHIO, UM, OTYECTBO PYKOBOIUTEIIS OpTraHU3AIUH, CTPYKTYPHOE
MoJIpa3/ieieHne, B KOTOPOM CTYIEHT MPOXOAWI MPakTUKy. O0s3aTenbHO ciaenyeT chopMyIHpoBaTh
11eJTb, 33JIa4H MMPAKTHKH, OIIUCATh OCHOBHOE COJIep)KaHHUe PadoT, BBITIOJTHEHHBIX B XOJI€ TIPAKTHKH.

Ogpopmnenue ocHosHOU wacmu omuema 0 NpaKmuke
TekcT oTuera pyOpuuMpyeTcss Ha paslienbl U mojpasnensl. Ha3BaHus pasnenoB BO Bcex
OTYETaxX JIOJKHBI OBITh CHOPMYIIMPOBAHBI CIIETYIOITAM 00pa3OM.

BBEJEHUNE

Pasnen 1 AHAJIN3 JOKYMEHTAIIMOHHOW CPEJIbI ITPEJITPUSATUS

Pasnen 2 AHAJIN3 UH®OPMAIIMOHHBIX CHMCTEM W TEXHOJIOTUM B
JIOKYMEHTAILIMOHHOM CJIYKBE Y BUBJIMOTEYHOM JIEJIE

Paznen 3 IMTPOEKTHMPOBAHUE MH®OPMAILIOHHOM CHUCTEMBI
JOKYMEHTOBEJEHMA N APXUBHOI'O IEJIA
3AKJIIOYEHUE

Oghopmnenue 3aknrouumenvHol 4acmu omuema

B 3axmrouenuu, KoTopoe pacroJiaraetcs ocjie OCHOBHOW 4acTH OTYeTa MOABOJSATCS UTOTU
MIPAKTUKU, 0000IIaI0TCs pe3yNbTaThl, IEPEUUCIISIOTCS BUABI pabOT, OCYIIECTBISIEMbIE CTYAEHTOM
CaMOCTOSITENIbHO, 0COOEHHOCTHU OT/IEIbHBIX TEXHOJIOTHUECKUX OIeparHii.

B kauecTBe npunoscenuii kK omueny MOTyT ObITh
- OJJaHKU pa3HbIX BUJIOB JOKYMEHTOB,
- CXeMa OpPraHu3alMOHHON CTPYKTYPhl OpraHU3aIuy;
- CIIMCOK HOPMATHUBHO-METOAUYECKUX TOKYMEHTOB OpraHU3allHH;
- 00pa3isl (3aBEpPEHHBIE B OPraHU3allii KOMUU JOKYMEHTOB) OpraHU3alIOHHO-PACIOPSIUTENbHBIX
JOKYMEHTOB OpTraHu3alui (Ciy>ke0HOe MUChMO, TIPHUKa3, IPOTOKOJ, CIyXeOHas 3arucKa u ap.);
- perucTpanroHHsie Gopmbl U T. 1.

CrpaHuilbl 0T4ETa IOJKHBI OBITH IPOHYMEPOBaHBI B MPAaBOM BepxHeM yriy. Ha mocnenneit
CTpaHUIle, MOCIIE 3aKIIUEHHUs] COCTABUTEh CTABUT CBOIO MOJIMHUCH M pacin(ppoBKY MOAMHCH.

9.4. IlonBeneHne NTOrOB MPAKTHKHU

IIpu 3amuTe oTyeTa CTYAEGHT AOJDKEH KPAaTKO M3JI0KUTh €r0 OCHOBHOE COJIepiKaHue,
OXapaKTepu30BaTh MCIOJb30BaHHbIE HCTOYHHUKH, CGHOPMYIUPOBATH OCHOBHBIE BBIBOJBI U
MPEUIOKEHUs, AaTh MOJIHbIE OTBETHI Ha BOMPOCHI PYKOBOJMTENS M JAPYrUX MPHUCYTCTBYIOIIUX Ha
3alUTe JIULI.
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CryneHT, He BBIIOJHUBIIMM IPOrpaMMy IIPAKTHKH, MOTYYUBIINNA OTPULATENIBHBIN OT3BIB O
paboTe WM HEyIOBICTBOPUTEIBHYIO OICHKY IPH 3allUT€ OT4YEeTa O MPAKTHKE CYUTAETCS He
BBIIIOJIHUBIIMM Y4€OHBIM IUIAH M HANpaBisIeTCs HAa MPAKTUKY BTOPUYHO WIM OTYMCISAETCS M3
YHUBEPCUTETA.

Cpok npeacTaBileHNs OTYETA, THEBHUKA IPAKTUKU — TPH JIHS MOCIJIE OKOHYAHUSI IPAKTUKU.

Ecimm x oTdyery MHOTO 3aMe4aHUil MO COJEpKaHWI0O U O(OPMIICHHIO, OH JIOJKEH OBITh
nepepaboTaH W MPEJCTAaBICH Ha MOBTOPHYIO 3aIUTy B CPOKH, YCTaHOBICHHBIE Kadenpoil. Bechb
MakeT JIOKYMEHTOB TI0 TPaKTUKE TIOCJIe 3alluThl CHAIOT B apxuB Kadeapsl, OIEHKa
(maddbepeHMpOBaHHBIIT 3a4€T) BBICTABIISETCS B 3a4E€TKY U BEJIOMOCTb.

9.5. KasiengapHbplii rpadpuk Npoxo:kaeHusi IPaAaKTHKHU

VY4auThIBasg, YTO CTYIEHTHI IIOJy4arOT Ha3HAUYE€HWE Ha pa3HOOOpa3Hble 0a3bl IMPaKTHKH,
KOTOpBIE OTJIMYAIOTCS BHUJIOM JICATEIHHOCTH, OPTaHU3AIMOHHOW CTPYKTYpOH, B KaXIOM
OTIENFHOM CJIydae KaJeHIapHble IpadWKd TOJDKHBI pa3padaThIBaThCs B ITEPBBIC JHH MPAKTHKH
PYKOBOJUTEISIMHU OT Kadeapbl 1 6a3bl MPAKTUKU C yYACTHEM CTYACHTOB.

OO0O0OIIEeHHbIN  KalleHJapHbIl rpapuK MNPOXOXKIEHUS IPOU3BOJICTBEHHOW IPaKTUKU
npuBeseH B Tabu. 9.1. OH cocTaBieH UCXOs U3 TOrO, YTO COIJIACHO y4E€OHOMY IUIaHa MOJATOTOBKU
MarucTpoB TIO HANpaBJICHUIO TOATOTOBKH «JlOKyMEeHTOBeneHHE ©  OHOJIHOTEKOBEICHUS,
JUTUTEITFHOCTD TIPAKTUKU COCTABISIET 4 HEIemH.

Tabnuya 9.1
KajieniapHo-reMaTH4eCKUM IJIAH M TPA( UK NPOXO0KACHUS MPAKTUKHU
No
KommuectBo
Bupl BeITIONTHSIEMBIX PabOT KaJICHJAPHBIX
pabouunx JaHEH
1 2 3
1 HNHCTpYKTHBHOE COBENIAaHWE M TIOJyYEeHHUE ITOKyMEHTAITUW IS 1
MIPOXOKACHHS TPOU3BOACTBEHHON MPAKTUKH
2 Odopmienne HEOOXOIUMBIX TOKYMEHTOB Ha 0aze MpPaKTHKH.
[IpoxoxaeHue HHCTPYKTaXa MO TEXHUKE O€30MaCHOCTH U OXpaHe
Tpyna Ha npeanpustud. O3HaKOMJIGHHME C  IIpaBUJIaMU 1
BHYTPEHHETO  TPYIOBOTO  pacIopsKa. 3HaKOMCTBO €
OopraHu3alell W  H3yYCHUE OPraHU3aIlMOHHBIX JOKYMEHTOB
YUPEKACHHS
4 AHanu3 TOKYMEHTAIMOHHOM CPEbl YUPEKICHUS 3
5 Anamu3  wH(QOPMAIMOHHBIX  CHCTEM M TEXHOJIOTHH B 3
JOKYMEHTAI[MOHHOM CIIy>KOe 1 OMOIMOTEYHOM Jiese
6 [IpoexTupoBanue HH(pOpPMAITMOHHOM CHUCTEMBI 4
JOKYMEHTOBEACHUS U OMOIMOTEYHOTO Jeria
Bcero 12

10. ®opmbl NPOMEKYTOYHOH aTTecTanuu (0 MTOramM HPAKTHKH) € yKasaHueM d¢opm
TeKylero KOHTPOoJIs

Cucrema TeKylIero M IMPOMEXKYTOUHOTO KOHTPOJIA MPOXOXKACHUS NPAKTUKHA MPEArosaraet
cieaytomue GopMbl OTYETHOCTU: coOeceJOBaHNE, 3all0IHEHIE THEBHUKA TPAKTUKU, COCTaBJIEHHE U
3alIuTa oTyeTa, uphepeHIMpOBaHHbIN 3a4eT.

Texynmii KOHTPOJIb 332 NMPOXOKICHUEM NPAKTUKH CTYACHTaMH OCYIIECTBIISIFOT PYKOBOIMUTEIH
MPAKTUKK OT MPEANpHUATHS U Kadeapbl (IOCTOSHHO), a Takxke 3aBeayrouuid kadenpbl. Ero ocHOBHOI
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LETBIO SIBISETCS] 0OecTieueHre COOIOICHHSI KaJeHIapHOTO TpadiKa MPOXOXKACHHS PAKTUKH U TTPABHIT
BHYTPEHHETO TPYI0BOI'O PACIIOPsI/IKa Ha IIPEIPHUSITHH.

WTOroBbIil KOHTPOJIH OCYILECTBIISIETCS B (JOPME 3aILUTHI OTYETA 110 TIPAKTHKE.

OdopmiieHHbIH OTYET NO TMPAKTUKE BMECTE C 3alOJIHEHHBIM JHEBHHKOM CTYACHT CIaeT Ha
IIPOBEPKY PYKOBOAMTENIO NPAKTUKU OT IIPEAIIPUSATHS, KOTOPbIM 3HAKOMUTCS C OTYETOM, BU3UPYET €ro Ha
TUTYJIBHOU CTpaHHLE (IIPH YCIIOBUH IMOJOKUTENBHOM OLIEHKH), MUIIET XapaKTEPUCTUKY Ha CTyJeHTa (B
JTHEBHHMKE M0 IpaKTUKe). B XapakrepucTuke Haercsi OLIEHKAa BBIIOJIHEHUS IPOrpaMMbl IPAKTHKH,
coJiepKaHus U OPOPMIICHHUS OTUETA.

[Mocrne aTOTO CTYNEHT MOMAeT OTYET Ha Kadeapy pyKOBOIUTENIO MPAKTUKHA OT YHUBEPCUTETA JIIS
IIPOBEPKH 1 BU3UPOBAHUSI.

B cirydae cymiecTBeHHBIX OTKIIOHEHUH OT TpeOOBAaHMIA 10 COJIEPKAHHIO U O(POPMIICHHIO OTYETA,
OH BO3BpAILIACTCS HA JOPAOOTKY.

Otuer 3ammIaeTcss Tmepes; KOMHCCHEW, KOTOpYH0 Ha3Ha4daeT 3aBeAyromuid Kadenpoil ¢
oOs3aTeNbHBIM BKJIIOUEHWEM B HEE PYKOBOJMTEINS MpakTUKU OT Kadeapsl. [lo pesynabraTam 3amurhl
BhICTaBisIeTC UG depeHIIMpoBaHHasl OIEHKa, KoTopas (UKCHPYETCs Ha TUTYJIBHOW CTpaHHIe, B
BEZIOMOCTH Y 3a4€THOW KHIKKE (MHIMBUyaIbHOM IUIaHE CTYJEHTA).

[To uroram npakTuku BbICTaBIIsAETCSA AUPPEpEeHINPOBAHHbIHN 3a4eT.

11. Y4eOHO-MeTOAMUYEeCKOe U HH(POPMALIMOHHOE o0ecieyeHre MPAKTUKHU
11.1. OcHoBHas JUTEpaTypa

1. TOCT P 6.30-2003. YHuduuupoBaHHbie CHUCTEMbl  JOKYMEHTAIlUH.
YHuduuupoBaHHas cucTeMa OpraHU3allMOHHO-PACTIOPAIUTENbHON JoKyMeHTauuu. TpeboBaHus
K opopmiiennto JokymeHToB. M.: 'occranmapt Poccuu, 2003.

2. TOCT P MHCO 15489-1-2007. Cwucrema cTaHgapToB 10 HWHpOpMaIHH,
OMOMMOTEUYHOMY W H3JIaTEIbCKOMY Jeny. YTpaBieHue nokyMeHTamu. OOmue TpeOoBaHUSA.
M.: I'occraggapt, 1998.

3. 3akon J[loneukoit Hapomnoit PecmyOmumku ot 12.12.2014 Ne «O rocymapcTBEHHOMH
TalHe».

4. 3akon Jloneukoit Hapomnoit Pecnybmuku ot 19.06.2015 1. Nel-234I1-HC «O
MEePCOHATBHBIX JAaHHBIX).

5. 3akon Jlonenkoit Hapomnoit PecmyOomukum «OO0 wunHdpopManymu u WHOOPMAIMOHHBIX
texHosorusix» (ITocranosnernne Hapoauoro Cosera JIHP ot 07.08.2015 1. Nel-278I1-HC).

6. 3akon Ykpaunsl «O HannoHanbHOM apXWBHOM (DOHIE U apXHUBHBIX YUPEKICHHUSIX» OT
24.12.1993 Ne 3814-XI1I;

7. IlpaBuna paboThl apXUBHBIX YUPEKICHUH YKpauHbl, yTBepkiaeHHble [Ipukazom
MunucrtepctBa roctuiuu Ykpaunsl oT 08.04.2013 Ne 656/5;

8. TumoBbie HOpPMBI BpPEeMEHH U BBIPAOOTKM Ha OCHOBHBIE BHJABI pPabOT, KOTOpHIE
BBITIOJIHAIOTCA B [ OCyZapCTBEHHBIX AapXUBHBIX YUPESKICHUSAX, YTBepKIeHHble [Ipukazom
I'ockomapxua Ykpaunsl oT 08.02.2008 Neo 22.

9. [TIlocranosnenue Coera MunuctpoB Jlonenkoit Haponuoii Pecniyonuku ot 02.06.2014
Ne 9-1 «O npumenennn 3akoHOB Ha TeppuTopuu Jlonenkoit Hapoanoit PecniyOonuku B epexoIHbIiM
MIEPHOI».

10. [lonoxenne o [JMaBHOM TOCYZapCTBEHHOM YIPABJICHUU JIOKYMEHTALlMOHHOTO
obecrieueHnuss u apxuBHoro gnena Jloneukoit Hapomnoit PecnyOnuku, yTBep»kKISHHBIM
ITocranosnennem Coera MunuctpoB Jlonenkoit Haponnoii Peciyonuku ot 22.07.2015 Ne13-34.

11. TlocranoBnenne CoBera Munuctpos J[loneukoit Hapomuoit Pecnyomuku «O
MEPEMMEHOBAHUM [ JTaBHOTO TOCYAApCTBEHHOIO apXWBHOro ympasieHus Jloneukoit HapomHoii
PecniyOnuku, yrBepxkaeHus llomoskeHuss M CTpyKTyphl [ TaBHOTO TrOCyIapCTBEHHOTO YIIpPaBICHUS
JOKYMEHTAI[MOHHOTO obecriedeHus U apxuBHOro nena Jloneukoir Haponwoit PecnyOnukm» oT
22.07.2015 1. Ne13-34.

12. TlocranoBnenne CoBera MunuctpoB Jlonenkoit Haponanoii Pecyonuku ot 16.10.2015
r. Nel9-27 «O06 ytBepxkaeHun THUIIOBONW WHCTPYKUMH IO JIEJIONPOM3BOJCTBY B OpraHax
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rOCyJapCTBEHHOM  BJIACTH, OpraHax MeCcTHOro camoymnpasieHuu J[lonenkon HaponHoit
PecriyOnukm.

13. TlepeueHb THUIIOBBIX JOKYMEHTOB, KOTOpBIE CO3JAIOTCSA B JIEATEIBHOCTH OPraHOB
roCy/lapCTBEHHOW BJACTU M MECTHOIO CaMOYIPABIICHUS, APYIUX YUPEKIACHUN, NPEINpUITHH U
OpraHM3aluii, C yKa3aHHEM CPOKOB XpaHEHMsI JOKYMEHTOB: YyTB. INpUKa3oM M-Ba rocTULUU
VYxpaunst ot 12 anpens 2012 1. Ne 578/5: 3apeructp. B M-Be roctunnn Ykpaunsl 17 ampens 2012 r.
Ne 571/20884 / T'oc. apxuB. ciyx6a Ykpaunsl, YHAMAC]]. — Kues: Mukynabyna, 2012. — 288 c.

14. Ilosoxenue o LleHTpanpbHOM HKCIEPTHO-NPOBEPOYHON KomMHUcCCUM Iipu [1aBHOM
rOCyJapCTBEHHOM YIIPAaBJICHUH JOKYMEHTAIIMOHHOTO OOECIIEYECHHUsI M apXHBHOTO jena JloHenkoi
Haponanoii PecriyOnuku, yrepxkaenHoe [Ipukazom Ne 34 ot 25.12.2015 1.

15. Tunosoe nonosxenue o I{eHTpaNbHON SKCIEPTHONH KOMUCCHU OPraHa rocylapcTBEHHOM
BJIACTH, YTBEPXKJAECHHOE MPUKa30M [J1aBHOTO TOCyJapCTBEHHOTO YIPABJIEHUS JOKYMEHTAI[MOHHOTO
obecrieuenus u apxuBHoro jaena [lonenkoit Hapoauoit Pecriyonuku ot 25.12.2015 r. Ne 35.

16. Tumosoe mosnoxenre 06 DKCMEPTHOH KOMHUCCHH OpraHa MECTHOTO CaMOYIPaBJIEHUS,
rOCy/IapCTBEHHOTO MPEINPUITHS, YUPEXKACHUs, OPraHU3alii, YTBEpKIECHHOE TpuKa3oM [ 1aBHOTO
roCy/IlapCTBEHHOIO YIIPABJIEHUS JOKYMEHTAllMOHHOTO o0OecredyeHus U apXuBHOTO jena JloHeuxoi
Haponanoii PecriyOnuku ot 25.12.2015 Ne 36.

17. TunoBoe mnojoxeHue 06 ApXUBHOM OTAeNE pallOHHOM (FOpPOJICKOM) aJMUHHUCTpALUH,
YTBEP)KJICHHOE TPUKAa30M [J1aBHOTO TOCYJAapCTBEHHOIO YIPAaBJIEHUS JIOKYMEHTAllMOHHOTO
obecrieuenus u apxuBHOTO Aena Jonenkoit Hapoanoit Pecrryomuku ot 03.09.2015 1. Ne 15.

18. Tunosoe mnosnoxkeHNe 06 DKCHEPTHO-NPOBEPOYHON KOMHMCCHH AaPXHBHBIX OTIENOB
palioHHOM (TOPOJCKOM) aJMUHHUCTPAIINH, YTBEP)KIECHHOE MpHKa30oM [ JIaBHOTO rocyaapCTBEHHOTO
yIOpaBieHUs JOKyMEHTalMOHHOro oOecnedyeHus u apxuBHoro Jena Jlonenkoit Haponnoit
Pecniy6muxu ot 03.09.2015 1. Ne 16.

19. TumoBoe moJio)keHHE 00 apXHWBE OpraHa rocyJIapCTBEHHOI BJIAaCTH, OpraHa MECTHOTO
caMOYIIpaBJICHUs, TPEANPUATHS, YIpexaeHus, opranuzanuu Jlonenkoit Hapoanoit PecmyOmmkw,
YTBEP)KJICHHOE TPUKa30M [J1aBHOTO TOCYNapCTBEHHOIO YIPABIEHUS JIOKYMEHTAlMOHHOTO
obecrieuenus u apxuBHOTO Aena lonernkoit Hapoanoit Pecniy6muku ot 02.10.2015 1. Ne 20.

20. Meroauueckue peKOMEHAALNHU 110 COCTABJICHUIO MJIAHOBO-OTYETHOM JOKYMEHTALMH 110
OCHOBHBIM HAIIPaBJICHUSM U pe3ybTaTaM JAeSTeIbHOCTU apXUBHOTO OT/eNa paiioHHON (TOPOACKOI)
aJIMUHUCTpPALIUH.

21. KsanudukanMOHHBIA CHPABOYHHUK JOJDKHOCTEH PYKOBOIUTENEH, CIENHAIMCTOB U
JIPYTruX ClyXamux. YTB. nmoctaHoBieHueM Muntpyna Poccun ot 21.08.1998 Ne 37 (B pen. ot
29.04.2008) // Muntpyna Poccuiickoit deaepanun. M., 1998.

22. Bnacoga, E. E. CoBpeMeHHBIN J1€710BOM JOKYMEHT : OpraHu3aius J1eJI0MpOU3BOJICTBA U
nokymeHToo6opota Ha npennpusitau / E. E. BmacoBa. — X. : KoncynsT, 2004. — 212 c.

23. BomukoB B. A. JlokyMeHTHpOBaHUE B yIPaBIEHYECKOMN JIEATEILHOCTH: yuel. mocobue /
K. A. Bonkos, A. H. IIpuxoasko, T. A. Pacuna, . M. Illlyrosa; CII6I'ACY. — CII6., 2009. — 140
c.

24. Kysuenosa T. B. Kagposoe nenonpousBoactso / T. B. Kyzuenosa, C. JL.LKy3nernos. M.:
00O «Hnuten-Cuntes», 2005. 400 c.

25. Kymnapenko H. H. JlokymenroBeaenue: Yuebnuk. K.: T-Bo «3nanus», KOO, 2007.
460 c.

26. JlapbkoB H. C. [lokymentoBeaenue: Yueonoe nocooue. M.: ACT: Bocrok-3amaz, 2006.
427 c.

27. MarseeBa, B. Kagposas noxymenranus / B. Marseesa, B. Ky3nenos, O. ButkoBckas. -
6-e u3a. - XapbkoB : dakrop, 2006. — 388 c.

28. Poroxxun M. lO. JlokymeHTanmoHHoe obGecnedenue ynpasieHus. — M.: Ilpocmekr,
2006. 384 c.

11.2.  ®ynroB, B. H. Ynpasnenue npoekramu pas3Butus (pupmsl: Teopus u mnpaktuka / B. H.

@®ynHTOB. - M. : IIutep ; Mocksa [u zp.], 2009. - 488 c.
11.3.  lomoJHMTeJbHAs JIUTEpPaTypa



18

1. Tonoun A. IlpaBo moxnucu noxkymentoB // Jlenonpoussoactso. 2011. Nel. C. 178—
182.

2. TocymapcTBeHHas cucTeMa JOKYMEHTAIIMOHHOTO oOecriedenus ymnpasienus. O0mmue
TpeOOBaHUsI K JOKYMEHTAM M CIyk0aM JOKyMeHTarumoHHOTo obOecmedyeHus. M.: BHUUJIA/L,
1991.

3. JHemnompousBonctBo [Tekct] : oOpasmbl, JOKYMEHTBI, OpPraHHU3AIMsS W TEXHOJOTHS
pabots! : ¢ yuyerom HOBoro I'OCT P 6.30-2003 "VHudumupoBaHHbIE CHCTEMBI JOKYMEHTAIIHH.
YHuduuupoBaHHas cHCTEMa OPraHU3aIMOHHO-PACHOPSAUTEIBHON JOKyMeHTanuu. TpeboBaHus K
opopmiieHnro nokymeHTOB" : [0osee 120 moxymenrtor] / [B. B. I'amaxoB u ap. ; mox pen. M. K.
Kopneesa, B. A. Kynpsiesa]. - U3n. 3-e, nepepab. u nom. - Mocksa : [Ipocnekr, 2015. - 479 c.

4. EpmomaeBa A.B. Ilpomenypa coriacoBaHusi IPOEKTOB IIPaBOBBIX aKTOB U €€
nokymeHntanbHoe odopmienue / A. B. EpmonaeBa // JlenonpousBonctBo. - M. : OOmecTBo ¢
OTPaHMYEHHOUW OTBETCTBEHHOCTHIO "JlenoBbie kommyHuKaruu'". Ne4-2016. — C. 17-21.

5. 3amopwuna lO. C. Emie pa3 o nmeuatu // Cekperapb-pedepent. 2009. Nel. C. 20-24.

6. Kamenea E. M. KoHTponap 3a UCIHOTHEHHEM IMOPYYEHHH U CIIOCOOBI €ro
opranm3anuu // Cexperapb-pedepent. 2009. Ne 8. C. 22-31.

7. KameneBa E. M. CocraBnenne u odopmieHHe CIyXKeOHbIX mnucem //
Jlenompou3BOACTBO U JOKYMEeHTO000poT Ha nipeanpusatun. 2006. Ne6. C. 7-29.

8. Kamuera E. M. Kakue pexBusutel Ham HyxHBI? // Cexkperapb-pedepent. 2011. N4,
C. 23-32.

9. Kamnueesa E. M. I'pu¢ yrBepxkaenus mokymenta // Cexperapb-pedepent. 2009. N4,
C. 17-23.

10. KomeneBa E. A. IlpoBemeHue sKCIepTH3bl EHHOCTH JOKymMeHTOB // Cekperaph-
pedepent. 2011. Ne4. C. 62-64.

11. KpacHokytkas I. CocraBnenue TEKCTa CIIPaBOYHO -UHPOPMAITUOHHON
nokymeHnTtanuu // Cekperapckoe aemno. 2007. Ne7. C. 5-9.

12. Ky3nenoBa T. B. Opranuzamus nenonpou3BOACTBa TpeOyeT MpodecCHoOHATBHBIX
3Hanwui // JlenonpousBoactBo. 2010. Ne 1. C. 3-7.

13.Margiernko O. OcHOBH Oprasizailii eIeKTpOHHOTO JOKyMeHT0o00Iry: Hapu. mocionuk. / O.
Marsienko, M. [usin. — K.: IVJI, 2008. — 112c.

14. Ob6mepoccuiickuii knaccupurarop ynpabieHueckoid nokymentanuu OK 011-93. M.:
N3n-Bo cranmaptos, 1995.

15. Tlorpe6nas JI. Jlenonpou3BoicTBO, KakuM OHO JOJDKHO ObITh [Tekct] / JI. Ilorpebnas. -
2-¢ u3., uctp. - XapbkoB : daxrop, 2008. - 413 c.

16. CnpaBo4HHK KaJIpOBHKa: JOJKHOCTHU PYKOBOIUTENEH u CITy’>KalluXx,
KBaTM(UKAIIMOHHBIC XapaKTePUCTUKH, TapudHbIe pa3psaasl. - M. : UHOPA-M, 2005. - 699 c.

17. Xopommnos, A. B. Ynpasnenue nnhopMallMOHHBIMU pecypcaMu : yueO. s By30B IO
HaIpaBJICHUIO MOATOT. U crienuanbHocTH "[Ipukit. nadopmaruka (mo 061.)" / A. B. Xopomrunos, C.
H. Cenerkos, H. B. Jluenposckas ; [lox pen. A. B. XopommioBa. - M. : ®UHAHCHI U CTaTUCTHUKA,
2006. - 272 ¢

18.

11.3 IlporpammHoe o0ecnieuenue u UHTEepHET-pecypcehbl:
Nudopmanmonno-npasooit mopran APAHT. http://www.garant.ru
Komnanust «Koucynprantllmrocy. http://www.consultant.ru
JlenonpousBoAcTBO Ha KoMmbroTepe. http://www.delcomp.ru
Henonpoussoactso+. http://www.delpro.narod.ru

DneKTpOHHBIH JOKyMEHTo00opoT. http://www.directum.ru

OnexTpoHHbIN yHUBepcuTeT. OOpa3zoBarenbHblil moptan TI'Y. http://www.edu.tsu.ru
I'moccapuwii. http://www.glossary.ru

KynbTypa nuceMeHHo# peun. http:// www.gramma.ru
CnpaBouHo-uHpopmarmonHnslii mopraax [PAMOTA.PY. http://www.gramota.ru
0.  Crynmenueckuii mopran. http://www.nuru.ru

HooNourwNbE
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11.  DnexkTpoHHBIH Mara3uH craHaaprtoB. http://www.standards.ru
12.  Koncantunrosas rpynmna « Tepmukay. http://www.termika.ru

12. MaTepuaabHO-TEXHHYECKOe o0ecniedyeHHe MPAKTHKHU

Ha noaroroBuTensHOM 3Tare NpakTUKU CTYACHTHI HCHOJIB3YIOT MaTepHaIbl METOIUNYECKOTO
KabuHeTta Kadeapsl, HHPOPMAITMOHHO-OMOIMOTEYHOTO EHTPa, KOMIIBIOTEPHBIE KJIACCHI, TJE €CTh
HEOOXO/JMMBbIE  y4eOHBIC, METOAWYECKHe, Hay4Hble, NEPUOJANYECKHE U3IaHus, Yy4eOHO-
METOIUYECKUE KOMIUIEKCHI, 3JIEKTPOHHBIE y4eOHbIE TOCOOUSL.

CTyneHTbl pa3BHBAIOT HABBIKM TOWCKAa HH()OPMAIMH, HEOOXOAMMOU JUIS MPOXOXKICHHUH
MIPOU3BOJICTBEHHON TpPakTUKU. ECTh JOCTYn K OCHOBHBIM HMH(OPMAIMOHHBIM 00pa30BaTEIbHBIM
pecypcam, nHpopMaMoHHOH 0a3e JaHHBIX, BO3MOXKHOCTh BBIXO/Ia B UHTEPHET.

[IponsBoacTBEHHAsT PAKTUKA MPOBOAMUTCS C HMCIOJB30BAHHEM MAaTepPHaIbHO-TEXHHYECKON
0a3pl OpraHu3alyy, B KOTOPO OHA TPOBOTUTCS.



20

[Tpunoxxenue 1

IIpumep odopmileHusI TUTYJIBHOIO JIHCTA
oT4YeTa 0 MPaKTHKe

MMHUCTEPCTBO OBPASOBAHMS 1 HAYKH I[OHEL[I{‘OI\/JI HAPOJIHOU PECITYBJIMKHU
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