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Pabouas mporpamma mnpakTHkH «IIpoM3BOACTBeHHAasi MNPAaKTHKA: NPOEKTHAasA
NPAKTHKa» I 00y4aloOUIMXCs M0 HaNpaBJIeHUIO MOAroToBKH 46.04.02 JlokyMeHTOBeIEHHE U
apxusoBezieHue (IIlpodpuns: MHbopMaoHHO-10KyMEHTAIIMOHHOE 00ecTieueHHEe YIIPaBICHHS),
cocTaBlieHa Ha OcHOBaHWMU @enepaibHBI TOCYHAPCTBEHHBIH 00pa30BaTEIbHBIN CTaHIAAPT
BbIcIIero  00pa3oBaHUS — Marmcrparypa [0 HAaNpaBiICHUIO TOATOTOBKU  46.04.02
JIOKyMEHTOBEZICHUE U apXHUBOBEACHUE, YTBEPXKICHHBIM NpPHUKa30M MMUHHCTEpCTBA HAYKH U
BbIciiero obpaszoBanus Poccuiickoit @eneparun ot 29 oxts0pst 2020 r. Ne 1345 (¢ usMm. u
nom.), Ilopsaka opraHu3anmMd HM OCYIIECTBICHHS 00pa30BaTENbHOM AEATENbHOCTH I10
o0Opa3oBaTeNbHBIM IpOrpaMMaM BBICIIETO 00pa3oBaHUs — MporpaMMmaM OakaiaBpHara,
IIporpaMMaM  CHELMAIUTETa, IPOrpaMMaM MarucTparypbl, YTBEPKICHHOIO IPUKAa30M
MuHHCcTepCTBa HAyKU U BhIcuiero oopaszoBanus Poccuiickoit deneparyu ot 06 ampens 2021 .
Ne 245 (c u3M. u 1o1.), B COOTBETCTBUU C YUYEOHBIM IUIAHOM, YTBEPKICHHBIM Y YEHBIM COBETOM
OI'BOY BO «lonl'Y» nns mabopa 2026 roza.

PazpaboTuuk:

Crapunii npenoaaBareib
kadeapel HHPOPMAIIMOHHBIX CUCTEM YIIPABICHHS A.N. bannpiHiok

PabGouas mnporpamma onoOpeHa Ha 3acegaHuu Kadeapbl HHPOPMALMOHHBIX CHCTEM

yTIpaBIICHUSL.
IIporokoin ot 13.04.2026 Ne 14.

3aBenyronmii kadeapoit
H.III. ITonomapenko

COI'NTACOBAHO:

Bpwuo nekana gaxynpTeTa MaTeMaTHKH U
MH(POPMALIMOHHBIX TEXHOJIOTHA H.E. Mamenko
16.04.2026

Y4ebHO-MeToInuecKas KOMUCCUs (aKyIbTeTa MaTEMaTHKH U MHPOPMALMOHHBIX TEXHOJIOTUH.
ITporoxoin ot 15.04.2026 Ne 3.
[Ipencenarens 10.B. AGpamenkoBa

PykoBoauTenb  OCHOBHOW  0Opa3oBaTeNbHOU
[IPOrpaMMBI, I-p SKOH. HAYK, JIOLI. H.III. IToHOMapeHKO
15.04.2026



1. MECTO IIPAKTUKHU B CTPYKTYPE OEPA30BATEJILHOM ITPOT'PAMMBI

1.1. TpebGoBaHus K MpeaBAPUTEIBLHON MOATOTOBKE O0YYAIOIIMXCS, MPEIIIECTBYIONINE
U COIYTCTBYIOIIME IUCLUILIMHBI, HA KOTOPBIX OCHOBBIBACTCS U3YYCHUE NAHHOMU:

WuTepHeT-TeXHOJIOTMM W BeO-au3aiiH B MpPO(ECcCHOHANBHOM  J1eATeNBbHOCTH,
VYnpaBieHue 3HaHUSIMH B LU(GPOBOM SKOHOMHUKE, YIpaBlIE€HHE TOKYMEHTALMOHHBIMU U
apXMBHBIMM IIpOLlECCAMM B opraHu3aunuu, IIpaBoBble OCHOBBI yIpPAaBICHUs NOKyMEHTALUEH U
apxuBaMu 3a pyOexxoM, CTpaTermyecKii MEHEKMEHT B JOKYMEHTALMOHHOM 00ecreueHUH
YIIPABJICHMUS.

1.2. JlucuMIinHbl, KypcoBble pabOThl M NMPAKTHKH, JJIS KOTOPBIX OCBOCHHE JaHHOM
JTUCLUUIUIMHBI HEO0X0IUMO KaK MPeIIIeCTBYOIIEE:

[ludpoBrie  oOpa3oBaTenbHbIE TEXHOJOTMM, MOJENUPOBAaHUE  YIPaBICHYECKOM
NesTeNbHOCTH, YTpaBieHWe UU(PPOBBIMU WHHOBaUUsAMH, MH(}opManmoHHble CUCTEMBI B
ynpaBieHuH, AHaau3 OONbIIMX JaHHBIX, VH(pOpMAIMOHHBIE CHCTEMBI TOAJICPKKU
(MHAHCOBOT'O MEHEKMEHTA.

2. OITMCAHUE INTPAKTUKHN

2.1.  OO0mas XxapakTepucTUKa

HanmMmeHoBaHue mmoka3aTens 3HadeHUE NOKa3aTels

46.04.02 JlokyMeHTOBeICHUE U
apxuBoBezaenue ([Ipogpunb:
HudpopMannoHHO-T0OKYMEHTAllMOHHOE
o0ecreyeHre yrpaBaeHHs)

Ha3zBanue o0pa3oBaTenbHOM MpOrpaMmbl
(manee — OII)

[udp 1 Ha3BaHHE B COOTBETCTBUU C
y4eOHBIM IUIAHOM

b2.b.3. [Ipon3BoicTBEHHAs IPAKTHUKA!
MIPOCKTHAs MIPAKTHUKA

YacTth 00pa3oBaTeabHON NPOrpaMMbl

bnok 2: [IpakTuka

3/108

KomnyecTBO 3a4€THBIX CAWHUIL / BCEro 4acoB

B caywae mnpenbsBieHus oOT oOydaromierocs WM €ro poauTens (3aKOHHOTO
NIPEJCTaBUTEIISA) 3asiBICHUS Ha OOy4YeHME MO aJanTHPOBAHHOW 00pa30BaTENbHOW MpOrpaMMme
BbICIIIET0 00pa30BaHUs, MOJKPEIJICHHOTO 3aKJIIOYEHHUEM IICHUXOJIOTO-MEIUKO-TIeIarorndecKoi
komuccun (I[IMIIK) wnmum menuxo-conumansHoil skcneptussl (MCD) ¢ pekoMeHaauusiMu
CO3JIaHMsI MHIUBUAYaAIbHOW Mporpammbl peabunutaunu u abunuranuu (MIIPA), nannas
pabouasi mporpamMmma MOKET OBITh aJalTHPOBaHAa C YYETOM WHAMBUIYATbHBIX OCOOCHHOCTEH
3I0pOBBsI 00YYAOIIETrOCs.

2.2. Pacnpenenenue 4acoB 1o opmam u nepuojaaM o0ydeHus

OO11ee KOIUYECTBO YaCOB
o
= CaMoCTOSI-
dopma gl 8 6 .
> | 2 | mekuu- | nmabopa- | MPaKTH- |  TENbHOH
obyueHus | & | 2 Bcero | @opma KOHTPOJIS
S | OHHBIX | TOPHBIX | YeCKUX | pabOTHI +
KOHTPOJIb
Ounas 1|2 - — - 108 108 muddepeHIm-
POBaHHBIN 3a4eT
OuHo- 1|2 - — - 108 108 muddepeHIm-
3a04Has POBaHHBIN 3a4€T

3. EJIN [TPAKTUKHU

[Tonyyenne uHPOpPMALUU M MPUOOPETEHUE TNPAKTHUECKUX HABBIKOB, CBSI3aHHBIX C
BbIODaHHBIM HANpaBJICHUEM IIOATOTOBKH: OBJIAJCHHE COBPEMEHHBIMU KOMIIbIOTEPHBIMH
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TEXHOJIOTUSIMU CO3JIaHUSI TEKCTOBBIX, TAOIMYHBIX, TPaQUUeCKuX ITOKyMEHTOB M 0a3 JaHHBIX;
OBJIaJICHHE BO3MOXXHOCTSIMU U TIPEUMYIIECTBAMU aBTOMATHU3UPOBAHHOTO JIOKYMEHTOO0OpOTa;
MpUOOpEeTEeHNE MPAKTUYECKUX HABBHIKOB IO COCTABICHUIO U O(DOPMIICHUIO PA3IUYHBIX BHUIOB
JOKYMEHTOB. MarucTpaHT B POIECCE MPOXOXKICHUS IPAKTUKY JOJKEH U3YYHTh COCTaB BUIOB
CIIy)KeOHBIX JOKYMEHTOB, UCIOJB3YEMBIX B JOKYMEHTUPOBAHHH MACSITEILHOCTH KOHKPETHOMN
OpraHM3aliy, TMOpsaKa ©u ocoOeHHOocTed uX oQopMIeHUS B YCIOBUSX HPUMEHEHUS
WH(OPMALIMOHHBIX CHCTEM U TEXHOJIOTHH.

3adauamu npouze00cmeeHHOU NPAKMUKU ABTAIOMC:

- 3aKperieHUuE W yriayOJIeHHe TEOPETHUECKUX 3HAHMIA, TIOTYUYEHHBIX B XOJI€ M3yUYeHUS
JTUCIHUILTAH 1-TO Kypca MarucTepCcKOi mporpamMmel;

- oBiazeHue 0a30BBIMH  TEOPETUYECKUMH  TOJIOKEHUSIMH IO  MOCTPOCHUIO
MHOT'OYPOBHEBBIX HH(OPMALIMOHHBIX CHCTEM Ha MPAKTUKE;
- YACHCHME OCHOBHBIX IIOHATHM, WCIOJIB3YEMBIX B IIPOLECCE IPUMEHEHHUs

nHPOPMaLMOHHBIX TexHoJorui B JIOY u apxuBHOM Jiere;

- ysCHEHHE OCHOBHBIX HOPMAaTHBHO-TIPABOBBIX OCHOB MPUMEHEHHS HH(POPMAITMOHHBIX
texHosoruil B JIOY u apxuBHOM fene;

- OBJAJICHUE COBPEMEHHBIMU KOMIIBIOTEPHBIMHM TEXHOJIOTUSMHU CO3/1aHUSI TEKCTOBBIX,
TaOJIUYHBIX, IPaUIECKUX TOKYMEHTOB U 0a3 JaHHBIX;

- OBJIaACHHUC BO3MOXHOCTAMHU u npeuMyncCTBaMu ABTOMATU3UPOBAHHOI'O
JTOKYyMEHTO000pOTa;

- OBJIaACHHUC mnmponeccom aBTOMaTHU3alluu MOZICIIMPOBAHUSA 3KOHOMHYCCKHX
HPOLIECCOB;

- YCBOCHHUC OCHOBHBIX HaHpaBJ’ICHI/Iﬁ HUCIIOJIBb30BaHUA COBPCMCHHBIX

MH(POPMALMOHHBIX TEXHOJIOTHH B AEATEIBHOCTU JOKYMEHTAIIMOHHBIX CIIY>KO M apXUBOB;

- O3HAaKOMJICHHME€ C OCHOBHBIMH XapaKTepUCTHKAMH pa3IM4YHBIX IMPOTPaMMHO-
TEXHUYECKHUX CPEJICTB aBTOMATU3ALIMHU JICTONPOU3BOICTBEHHOM U apXUBHOM chepbl;

- O3HAaKOMJICHHE CO CTPYKTYypOH, COCTaBOM U CBOWCTBOM HH(DOPMAIIMOHHBIX
MIPOIIECCOB, CUCTEM U TEXHOJIOTUI OpraHu3alyu, KoHpurypaureit ”HQOPMAIIMOHHBIX CUCTEM,

- HW3yYeHHE OCHOBHBIX BHJIOB M IMpolenyp oOpaboTkM HHPOpMALUHU, MOJAEICH U
METOIOB pelIeHHs 3a1a4 00paboTKK nHpopManuy (TeHepalusi OTYETOB, MOAEPKKA IPUHATHUS
peILIeHH, aHATN3 TaHHBIX, UCKYCCTBEHHBIN MHTEIIEKT, 00paboTKa N300paXKeHHIA).

4. KOMIIETEHIIUN OBYYAIOHIETOCS1, @OPMUPYEMBIE B PE3YJIbTATE
OCBOEHIA KOMIIOHEHTA OBPA30OBATEJIbBHOU ITPOI'PAMMEI, X
NHAMKATOPHBI U TNTAHUPYEMBIE PE3VJIbTATBI ObYUEHUA

Komnerenuun NnaukaTopsl PesynpTaThl 00y4yeHus
OIIK-4. Criocoben OIIK-4.1. OIIK-4.2.1. 3HaeT OCHOBBI TEOpWH CO3daHHS BEO-
HCIOJIb30BaTh OcymiecTBisieT JOKYMEHTOB C HCIOJb30BAHUEM SI3BIKOB Pa3METKU
clieluaIbHbIC MIpUMEHEHUE TEKCTOB.
npoeccuoHaIbHbBIC HHTEPHET- OIIK-4.2.2. YMeer  NOpUMEHATH  HMHTEPHET-
3HaHUS B 00JIaCTH TEXHOJIOTHH B TEXHOJIOTHH JJIsl peleHuss Npo(ecCHOHaTbHBIX
WHPOPMALTHOHHBIX npodecCHOHABHON | 3a/1a4 JOKYMEHTOBEACHHUS U apXUBOBEACHHS.
TEXHOJIOTHH, IEITEILHOCTH OIIK-4.2.3. Bmameer MeromaMu coO3JaHus BeO-
MIPUMECHSEMBIX B JIOKYMEHTOB.
poeCcCUOHATBHOMN
JeSITEIbHOCTH
OIIK-5. Crocoben OIIK-5.1. OIIK-5.1.1. 3Haer OCHOBBI TEOPUM WHHOBALU;
OCYIIECTBIIATH [Ipennaraer CYLTHOCTh WHHOBaLIUN u 0c0OEHHOCTH
HWHHOBaLMOHHYIO VHHOBAIlHOHHbBIE VHHOBALIUOHHOM  JESATEIBHOCTH  OpraHM3alluii;
JESITENBHOCTD, pemeHus KJacCU(UKAIMI0O WHHOBALWH; CTaluM XKU3HEHHOTO
¢dbopMynupoBaTh U BO3HUKAIOIIUX IUKJIa HHHOBAITHIA,
pelaTh Hay4yHo- Hay4yHO- OIIK-5.1.2. Ywmeer ollcHMBaTh HOBOBBEACHUS B




Komnerenuun WNnaukaTopsl PesynpTathl 00y4yeHus
UCCIIEZIOBATENBCKUE U | HCCIIEOBATENBCKUX | COOTBETCTBUU c KJIacCU(pUKAINOHHBIMU
MPUKJIAIHBIC 33/1a41 B | U NPUKIAIHBIX 33/1a4 | IPU3HAKaMH; OLICHUBATh MHHOBALIMM HA Pa3IMYHBIX

oOmacTtu B obyacTu CTagusIX SKU3HEHHOTO LUWKJIa; pa3pabaThiBaTh
JOKYMEHTOBEJICHUS U | JOKYMEHTOBEACHHUS U | CTPATETHIO YIIPABICHUS WHHOBALMSAMH; HMPOBOAMTH
apXHUBOBEACHUS apXHUBOBEICHHUS. KOHKYPEHTHBII aHaIIN3 u 000CHOBaHUE
KOHKYPEHTHBIX ~ NPEUMYIIECTB  HMHHOBAaIlMOHHON
MPOAYKIHH;

OIIK-5.1.3. Brnageer mNpakTUYECKUMHU METOAAMHU

ynpasiicHHS. MHHOBAIIUSIMHU.
[IK-2 Cnocoben [IK-2.3. [IK-2.3.1. 3HaeT OCHOBBI ONEPALIOHHOTO U

OCYIIIECTBIIATh OcymiecTBisieT CTPaTErH4ecKoro yIpaBiIeHHA nporeccamMmu

OTIEpalMOHHOE U WHPOPMAIIMOHHO- | aAMHHUCTPATUBHOTO, XO3AHCTBEHHOTO,
CTpaTernyeckoe JOKYMEHTAallMOHHOE | JOKYMEHTALMOHHOTO u OpTaHM3aLMOHHOTO
yIpaBJeHNE COIPOBOX/ICHNE COIIPOBOXK/ICHUS I€ATEIILHOCTH OPraHN3aluN
IIpoLecCaMu JIeATEIbHOCTH [IK-2.3.2. Ymeer ocymecTBIsATh MHGOPMALMOHHO-
aJIMUHHUCTPAaTHUBHOTO, PYKOBOIUTEJIS JOKYMEHTAllHOHHOE COMNPOBOXKACHUE NIEATENBHOCTU
XO35IIICTBEHHOT 0, PYKOBOIUTEIS
JOKYMEHTAIllMOHHOTO 1 [IK-2.3.3. Bnanmeer HaBBIKAMHU OCYIIECTBICHUS
OpraHHU3allHOHHOTO OIEPallMOHHOTO W CTPATETHYECKOrO YIpPaBICHUS
COTIPOBOXAECHUSA U MpoLeccaMH aIMUHUCTPATUBHOIO, XO35IICTBEHHOTO,
obecrieveHus JOKYMEHTAllHOHHOT O u OpTaHU3alOHHOTO
JEeSITENbHOCTU CONPOBOXIEHUSI W OO0ECleueHHss JeITeIbHOCTH
OpraHu3auu OpraHu3aluu
I1K-2.4. Ucnonezyer | 1IK-2.4.1. 3Haer TEOPETUUYECKHE OCHOBBI
(ITpodheccronanbHbIH CTaTHCTUYECKHE CTaTHCTUYECKOT O MOJICJINPOBAHHUS u
CTaHJapT METO/BI B MPOTHO3UPOBAHHSL.
07.005«Cnenuanuct nokymeHTanmonHoM | [1K-2.4.2. VYMmeer 0000IIUTE CUCTEMY
aJIMUHHUCTPAaTHBHO- o0ecriedyeHUN CTaTUCTUYECKUX  METOJOB  MOJACIMPOBAHHUS U
XO35I1ICTBEHHOM yIpaBIICHUS MPOTHO3UPOBaHUs A1 OOBEKTOB yIpaBliCHHS B
nesiTenbHOCTH», H) COOTBETCTBHM  C  OCHOBHBIMH  (YHKLUHUSIMH
yTpaBicHHS.
[1IK-2.4.3. YmMmeer MIPUMEHUTh METO/IbI
CTaTHCTUYECKOTO MOJICJINPOBAHHUS u
MPOTHO3UPOBAaHMUST Al KOHKPETHBIX OOBEKTOB,
oTHocsmuxcss K chepe  mpodeccHOHaTBHOIM
JESITEIbHOCTH.

5. B/, TUII IPAKTUKH, ®OPMbI 1 CITIOCOBbLI EE ITPOBEJIEHMA

Buo npaxmuxu — npon3BOJICTBEHHAsI IPAKTHKA.

Tun npouz6o0cmeenHol NPAKmMuKu: IPOSKTHAS.

Cnocobvl nposedenust yueOHol npakmuky: CTallMOHAPHAS;, BRIC3THAS.

JlaHHBI BHJ TPaKTHKH NOpeAnojiaract padoOTy CTYAGHTOB B  CTPYKTYPHBIX
NOJpa3ACCHUSIX OpraHU3allMid W MPEINPHITHH, OTBETCTBCHHBIX 32 JIOKYMEHTAIMOHHOE
o0ecrieyeHne ymnpaBJeHUs, B apxuBax opraHuzauuid, B T. 4. B ®I'BOY BO «Jlonenxwuii
TOCYAapCTBEHHBI YHHBEpPCUTET». [IpakTUKaHTBI MOTYT MOJ PYKOBOJICTBOM PYKOBOIUTEIIS
NPaKTHUKK OT OPraHU3allMU 3aMeIlaTh Pa0OTHUKOB CTPYKTYPHBIX IOJPA3JICIICHHIA, BBITOIHSI
uX (PYHKIMH, CBSI3aHHBIE C COCTABJICHUEM U O(OPMIICHUEM JOKYMEHTOB.

ConepxaHue W BBIOJHEHUE 3aJaHUN TMPAKTHKU 3aBUCIT OT  0a3bl MPAaKTUKUA U
ONPEACISIFOTCS. C  yYETOM CIEAYIOIIMX OCHOBHBIX (DAaKTOPOB: YCIOBHHA MPOXOXKICHHS
NPOM3BOJACTBCHHOW  TMPAaKTUKW, CTaTyca M TuHa 0a3bl MPAaKTUKH, COJICPXKAHUS  ee
HEATENILHOCTH, AaCCOPTUMEHTa M  KadecTBa NPEJOCTaBISEMBIX  YCIYT, BO3MOXHOCTEH
CTyJIeHTa B YCIIOBHSIX JaHHOTO YYPESKICHUS O3HAKOMHUTHCS C HEOOXOIMMBIM JOKYMEHTaMH,
BBITTOJTHUTh aHAJUTUYECKYIO U POTHOCTHYECKYIO pab0Ty; HAMUYMsI B YYPEKICHUU CHCTEMBI
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yueTa pas3JIMYHbIX TPOLIECCOB OCHOBHOW MEATENbHOCTH, JIOKYMEHTOB U  MaTepHaloB,
MH(POPMALIMOHHBIX CUCTEM, HEOOXOMUMBIX JUIS H3Y4YEeHUS U aHaju3a, CBOEBPEMEHHOE HMX
MPEOCTaBICHUE CTYICHTaM PaOOTHUKAMH YUPEKICHHUS.

Bo Bpems mpoxoxkIeHus MPaKTUKH CTYICHT 00s513aH COOJI0AaTh MpaBuiia BHYTPEHHETO
pacropsiika U WHbIE HOPMATHBHBIE aKThl, ONIPEENIAIONINe TOPSIIOK AeSITeIbHOCTH paOOTHUKOB
COOTBETCTBYIOLIUX JOJIKHOCTEW U JIp.

ATTecTanysl MO0 HWTOraM NPAKTUKU TPOBOJUTCS TPU YCIOBUHM BBIMOJHEHUS BCEX
pa3enoB MPOrpaMMBbl MPAKTUKU U MPEIOCTABICHUS BCeH OTUETHON JOKyMeHTauuu. Pazaenom
MPAaKTUKA MOXET SABISATHCS Hay4yHO-HCCIenoBaTenbckas padora oOyuarommxcs. CTyleHTH B
X0ZI€ MPAaKTUKA MOTYT Y4acTBOBATh B MPOBEICHUM HAYYHBIX MCCIECIOBAHUN MM BBIIIOJHEHUU
METOAMYECKUX Pa3pabOTOK, OCYILECTBIATH cOOp, 0OpaboOTKy, aHAIN3 M CHUCTEeMAaTU3AIUI0
nH(popManuu 1o Teme (Mo 3aJaHUI0 MPENOIaBaTeNs ), COCTABIATH OTUETHI (pa3elibl OTYETa) MO
TeMe uim e€ paszeny (3Tamy, 3aJJaHHI0), BEICTYNATh C JOKJIAJ0M Ha KOH()EpPEHLIMH, TOTOBUTH K
nyOIMKALUU CTAThH.

6. MECTO 1 BPEM$ ITPOBEJIEHU S ITPOU3BOJICTBEHHOM ITPAKTUKH

MectoM TmpoBeleHHs HTaHHOTO BHJA TNPAKTUKH MOTYT OBITh T'OCYJIapCTBEHHBIE,
MYHHULMIIAJIBHBIE W HETOCYJApCTBEHHBIE YUpPEXKJEHUS, OpraHu3allid M [peAnpusaTus,
umeromue cnyx0y JOVY, kaHuenspuu, OTAENbl KaIpoB, IUIAHOBO-DKOHOMHYECKHH OTJIEII.
[IpoaomKUTENBHOCTD IPAKTUKU — 2 HEZIETH.

ba3bl npakTHK TOKHBI OTBEYATh CIEAYIOIINM TPEOOBAHHSIM:

COOTBETCTBOBATH MPOQHIIIO OATOTOBKH MarucTpa;

pacronarate KBaIM(pUIUPOBAaHHBIMH KaJpaMu JJIs1 PyKOBOJICTBA MPAKTHKOM.

Onpenenenne 06a3 NPaKTUKKM BO3JaraeTcs Ha BBIMYCKaloOIIylo Kadeapy, KoTopas
TOTOBUT JOTOBOPBI O COTPYIHUYECTBE C OPraHU3ALUAMHU (YUPEKACHUSIMHU, TPEIIPUIATUIMU) U
IIPOrpaMMy MPAKTUKH 110 COOTBETCTBYIOLEMY HAIIPABJICHHUIO.

C oO0beKTaMu MpPaKTHKH 3aKJIIOYAlOTCS JOTOBOPBL, B COOTBETCTBUU C KOTOPHIMH
CTYIEHTBl HANpaBIAIOTCA Ha MPakTUKy. MOTyT 3aKi04aTbCsl MHAMBHUIyaJIbHBIE JTOTOBOPHI.
Kadenpa moxer HampaBisTh CTYJIEHTOB Ha 0a3bl MPAKTHKHU MO MUCbMaM HPEANPHUATHNA WU
OpraHu3aIHii, Ha KOTOPBIX pabOTaIOT CTYACHTHI 3204HON (POPMBI O0YUCHHUS.

IIpakTiKa DpOBOAMTCA BO BTOPOM CEMECTPE IMOCJIE CHAYM CECCUU 3a 2 CEMECTp B
COOTBETCTBHUH € TparKOM yueOHOT0 Mporecca.

7. CTPYKTYPA U COJIEPXKAHUE ITPOM3BOICTBEHHO! ITPAKTUKH
7.1. CTpyKTypa npOn3BOACTBEHHON IIPAKTUKHU
OO61ast TpyZ0€MKOCTb IPOU3BOJICTBEHHOM MPAKTUKH COCTABIISIET 3 3aYETHBIX €IMHMUIL,

108 gacos.

Tabnuua 7.1 — CTpykTypa npou3BOACTBEHHON NPAKTUKU

Bunpl yueOHO paboThI Ha IPAKTHKE,
BKJII0Yasi CAMOCTOSTENbHYIO PadoTy
CTYACHTOB U TPYAOEMKOCTb

(B yacax) DopMEbI
Ne TEKYILETO
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1 WHCTpYKTUBHOE COBELIAHUE U 3 CobecenoBanne
MOJIYUCHUC NOKYMCHTAIUN I
MPOXOKACHUS r[pOPISBOHCTBCHHOﬁ




Bunpl yueOHO paboThI Ha IPAKTHKE,
BKITFOYAs] CAMOCTOSITEIIEHYIO pa0OTy
CTYJICHTOB U TPYZIOEMKOCTh
(B yacax) DopMbI
Ne Paznensl (3Tanbl) NpakTHKH o = g s TEKYIIero
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MIPAKTHKH
2 OdopmiteHre HEOOXOTUMBIX 2 4 CobecenoBanue
JIOKyMEHTOB Ha 0a3e MPaKTHKH.
[TpoxoxeHne HHCTpyKTaxa Mo
TEXHHUKe OE30I1aCHOCTH M OXpaHe TpyAa
Ha nipeanpusaTid. O3HaKOMIJICHHE C
MIPaBUJIaMH BHYTPEHHETO TPYJOBOTO
pacropsiika
3 AHanu3 JOKyMEHTalMOHHOU CpE/Ibl 6 9 12 CoOTBEeTCTBYIO-
TIPEATIPUATHS Ui pasnen
JTHEBHUKA
MIPAKTHKH
4 Amnanu3 nHGOPMAIIMOHHBIX CHCTEM U 6 9 12 CoOTBEeTCTBYIO-
TEXHOJIOTUH B JOKYMEHTAlUOHHOU LIUH pas3zaen
ciryx0€e 1 apXHBHOM Jielie JTHEBHUKA
HPEAPUSTHS MIPAKTHKH
5 [IpoektupoBanue nHGOPMATMOHHON 6 9 12 CoOTBEeTCTBYIO-
cuctemsl IOY u apXuBHOroO Aena Ui pazaen
JTHEBHUKA
MIPAKTHKH
6 [Moaroroska obmero oryera no 6 Tekct
TIPaKTHKE
7 OdopmiteHue TOKYMCHTOB 110 6 JIOKyMEeHTBHI 10
TIPAKTHKE MIPAKTHKE
8 3amura oT4eTa M0 NPaKTHKE 6 3auér
nmudhepeHImpo-
BaHHBII
Hroro 108

7.2.  ConepkaHue NPaKTUKU

[IpousBoicTBEHHAS MMPAKTUKA BKIIOYACT BHITIOJHEHHUE CIECAYIOMIUX PabOT: 3HAKOMCTBO C
OpraHM3alMel U €€ CTPYKTYpOH; MCCIEJIOBAaHUE JIOKYMEHTALMOHHOM Cpeabl NMPENIPUSTHS;
M3y4YeHHE OCOOCHHOCTEH co3laHus W (OPMUPOBAHHS YMPABICHUECKOH TOKYMEHTAIlUU B
YCIIOBUSIX MPUMEHEHUS MH(POPMAIIMOHHBIX TEXHOJOTHH, MPOCKTHPOBAHUE HH(POPMAIIMOHHOM
cuctembl JIOY wu apXuBHOTO [iena; OBIAJCHHE COBPEMEHHBIMU KOMITBIOTEPHBIMH
TEXHOJIOTUSIMU CO3/IaHUSI TEKCTOBBIX, TAOIMYHBIX, TPaQHUUECKUX JOKYMEHTOB U 0a3 TaHHBIX.

OCHOBHBIMU 3TaraMu POU3BOJCTBEHHON MIPAKTHKY SIBIISIFOTCSI:

1. Ananuz 00KyMeHmayuouHou cpeovl NPeonpusmusl.

B niepBbIe THU MPAKTUKH MAaruCTPAHTHI BHITIOTHSIOT CIIEAYIOIIEE:

1.1. Ananusz cucmemuvl 0OKyMeHmMoo60poma Ha NPeonpuUsmuU:

WCCIIeIOBaHNE OPTraHU3aAMOHHON CTPYKTYPBI IPEATIPUATHS;

BBIICTICHUE W3  OPraHW3alMOHHON  CTPYKTYpbl  MOApAa3JeJCHH,  OTICIbHBIX
UCTIOJTHUTEIIEH, KOTOPBIE OTBEUAIOT 3a MPOIECC TOKYyMEHTO000pOTa Ha TIPEIIPHUSITHH;

OTpeeNieHue TMOAYMHEHHOCTH BBISIBJICHHBIX TOJpA3fACieHud M pa3rpaHUYCHHE UX
(GyHKIUH 0 BUaM MPOU3BOAUMEIX PaboT;

(hopMHpOBaHHE COOTBETCTBYIOIICH MOJIETH TIOKyMEHTO000pOTa HA TIPEIIPHUSITHH;

Ha mnepBoM »Jrtame ciemyer OMNpeNeNuTh OCHOBHBIC MOAPA3JCIICHUS, OTICIbHBIX



WCTIOJIHUTEIIEH, KOTOPBIE OTBEYAIOT 32 MPOLIECC TOKYMEHTO000pOTa Ha MPEIIPUATHH.

[Tocne BBISBICHUS CEKTOPA, OTBETCTBEHHOI'O 3a JOKYMEHTOOOOPOT Ha MpPEANpPUSTHH,
HEOO0XO/MMO BBISIBUTH IMOAYMHEHHOCTDH MOJPA3/EICHUN CEKTOpa U pa3MexkeBaTh UX (YHKLIUU
[0 BHUJAM IPOU3BOAMMBIX Pa0OT M Ha 3TOM OCHOBE C(HOPMHUPOBATH HWMEIOIIYIOCS MOJETh
JOKYMEHTO000pOTa Ha MPEANIPHUITHH.

Bocnonp30BaBIIKMCh OPraHU3ALMOHHON CTPYKTYpOM MNPENIPUSATUS CIEAYET COCTaBUTh
OJIOK-CXeMy B3aUMOJICHCTBUS BCEX MOJPA3ICIICHUI ¢ MOJpa3/IeeHUsIMHU, OTBETCTBEHHBIMH 32
JTOKYMEHTOO0O0pOT Ha mpeanpuaruu. Ilocie 3Toro HeoOXoIMMO IMOKa3aTh CXEMY IBHXKECHUS
JOKYMEHTOB MEX/1y M0/Ipa3AeICHUIMHU.

1.2. Ananuz cmpykmypsi 00OKyMenmoobopoma Ha npeonpusimuu.

TPYNIUPOBAaHUE JIOKYMEHTOB TPEANPHITHS IO NPU3HAKY JOKYMEHTAIHOHHOTO
o0ecrieyeHus yrpaBiieHus! (BXOISIINE, UCXOAAIINE, TPUKA3bl U Jp.).

TPYNIUPOBAaHUE  JTOKYMEHTOB  MPENNpPUATHS 1O  MOJPA3JE]CHUSM  COIJIACHO
OpTaHU3aIMOHHON CTPYKTYpE MPEANIPHUATHS U UX aHAIIN3;

IpyNIMpOBaHUE JOKYMEHTOB MPEANIPHUATHUS IS BHISIBJICHUS CE30HHOCTH M UX aHAIIU3.

Ha BTOpOM 3Tarne BBIMOIHAETCS aHAINU3 CTPYKTYPBI JOKYMEHTO000pOTa MPEIPUSTHSL.

BrimonHsgeTcss rpynnupoBaHHME JIOKYMEHTOB IO TPH3HAKY JOKYMEHTAIHOHHOTO
o0ecreyeHus:

BHYTPEHHHUE JIOKYMEHTHI (HaIrp., PMHAHCOBBIC U CITy>KEOHBIE);

IJI1 BBIABJICHUA JUHAMUKH JBWKCHUA JOKYMCHTOB — ONPCACIIAIIOT TCMIIBI POCTA
BXOOAIHUX, UCXOOAIHNX U BHYTPCHHUX JOKYMCHTOB 34 onpez[eneHan‘/'I Nnepuona;
o mnoApasAcCjICHUAM — IJIsI BBIABJIICHHSA, KAaKUC U3 HOIIpa3,Z[€JI€HI/II71 0OJIBbIIIE BCErO

3arpy’karoT JJOKyMeHT0000poT;

BBITIOJTHUTH aHATN3 JOKYMEHTOB 110 KATETOPHSIM.

2. AHann3 uHGOPMAIMOHHBIX CHUCTEM M TEXHOJOTHMH B JOKYMEHTAIIMOHHOH CIy:KOe H
aApXUBHOM JIeJIE:

MIPOBECTH aHAIHM3 U OMHCAHWE WMEIONUXCS HHPOPMAIIMOHHBIX CUCTEM M TEXHOJIOTUH B
JOKYMEHTAIIMOHHOH cyk0e, 0a3 JaHHBIX;

MPOBECTH aHAIN3 U OIMCAHUE WUMEIOIUXCS MHPOPMAIMOHHBIX CHCTEM TEXHOJOTUH B
apXUBHOM Jienie, 0a3 TaHHBIX.

3. llpoexmuposanue unghopmayuonnou cucmemsot JJOY u apxuenozo dena

3.1. Onmumuszayus e3aumoolelicmeus nNooOpa30eseHull CO2NACHO uMerwelcs mooenu
00KyMeHmoobopoma Ha npeonpusmuu:

WCCIICIOBAaHUE OPTaHU3AIMOHHBIX CTPYKTYp NPEINPUATHS OTHOCHUTEIHHO JBUKCHHS
BXOJISIINX, UCXOISIINX U BHYTPEHHUX IOKyMEHTOB;

Ha npganHOM oTame  BBHINOMHSETCS  «BHYTPEHHEE»  MPOSKTUPOBAHHE  CHCTEMBI
JOKYMEHTO000pOTA.

s moctpoeHuss Mojenu (GYHKIMOHHPOBAHHUS CHUCTEMBI U TONYYCHHS Pe3yJbTaTOB,
ONMM3KMX K ONTUMAaJbHBIM, CJIEAyeT OpraHu30BaTh paluoHaIbHOEe U 3(deKTuBHOE
B3aUMOJICHCTBHE uUMeromuxcs mporeccoB. C  3TOW IENbI0  CIEAyeT TMPOBECTH TaKue
MEPOTPUSITHS:

a. OmpenenuTh UEPAPXUIYECKYIO MOTYNHEHHOCTh MPOLIECCOB U MOCIEI0BATEILHOCTh BO
BPEMEHH UX B3aUMOJICHCTBHUS.

0. Pa3paboraTte  CTPYKTypy  B3aUMOJCWUCTBUS  MEXIy  MOJpa3fclieHUSIMU  Ha
OIIPEJIEIICHHBINA CPOK.

B. OmnpenenuTs KpUTEpUU KadecTBa paboThl cucTeMbl. ONpeaeTuTh PEUTHHT KaXI0TO U3
KpUTEPHUEB KauecTBa.

3.2. Paspabomams npoexm cucmemst J{OY u apxuenoco oena na npeonpusmuu.

Ha nannom stane HeoOXoauMo pa3paboTarh NpoekT nHpopMannoHHoii cucremsl 10Y u
aApPXUBHOTO JIeJ1a Ha MPEINPHUITHH C y4€TOM HH(DOPMAIIMOHHBIX ITOTOKOB.

3.3. Ananusz oxpanvl mpyoa 6 ompaciu:
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U3Y4YUTb HOPMATUBHBIC JOKYMEHTBI I10 OXpaHe TPyJa B OTPACiI, K KOTOPOU OTHOCUTCS
NPENpPUSATHE U COCTOSHUE OXPaHbl TPyAa HAa CAMOM TNPEANPHUIATHN M KOHKPETHO Ha padouem
MecCTe.

4. Oghopmnenue oneenuka u omuema no NPaKmuxe.

8. ObPA3OBATEJIBHBIE, HAYYHO-UCCJIEAOBATEJIbCKHUE 1 HAYYHO-
IMTPON3BO/JCTBEHHBIE TEXHOJIOI'MU, UCIIOJIb3YEMBIE HA ITPAKTUKE

[IpakTuka SBJISETCS HEOTHEMJIEMOM YacThl0 Y4eOHOro Tpoliecca, OHAa COCTOUT W3
HECKOJIbKUX KOMIIOHEHTOB:

1) npuoOpereHre HaBBIKOB Ha paboyeM MecCTe B CTPYKTYpPHOM HOJpa3esieHUH
OpraHM3aluu (TEXHOJIOIMYecKas JeSTEIbHOCTD);

2) aHaNIM3 CYIIECTBYIOLIEH NMPAKTUKKU BEJEHUS JIEIONPOU3BOJCTBA B TOM OpraHu3aluy,
B KOTOPOM MpaKTUKa MPOXOAMIACh (aHAIMTUYECKAs 1€ATEIbHOCTD);

3) pazpaboTka, (QOpMyIHpPOBKAa peKOMEHJAlMi 1o coBepiieHcTBoBaHuIO [IOY
(IpoeKTHast NeSITeIbHOCTD);

4) aHanu3 MH(POPMALMOHHBIX IOTOKOB M HMH()OPMAIIMOHHOTO B3aUMOJCHCTBUS B
OpraHu3aliy; ydyacTHe B pa3palOoTKe HOPMATHBHO-METOJMUYECKUX JOKYMEHTOB, aKTOB
(mpaBmJs, TepeyHEH CiIy)KEOHBIX JOKYMEHTOB, TMOJIOXKCHMH, WMHCTPYKIUH, TabeneH,
IpUMEHSEMBIX (OPM JOKYMEHTOB U JIp.) TIO TOKYMEHTAllMOHHOMY 00€CIICUEHHUIO YIPaBICHUS;
ydacTHe B IMyOJIMKaTOPCKOW M BBICTABOYHOH paboTe; MOATOTOBKA CIPABOYHO-TIOMCKOBBIX
CPEICTB, YYacCTHE€ B COCTaBJICHMHM OTYETOB IO HAYyYHO-HCCIEA0BATENbCKOM M METOANYECKOU
pabote (Hay4HO-UCCIIEOBATENBCKAs ICATEIBHOCTD).

9. YYEBHO-METOJUYECKOE OBECIIEUEHUE CAMOCTOSTEJIbHOM PABOTHI
CTYAEHTOB HA IIPAKTUKE

Bo Bpemsi mpoxoxkIeHHs MPOU3BOACTBEHHON MPAKTHKH OOJBIIOE 3HAYEHHE HMEEeT
caMoCTosiTeNlbHasE padoTa CTYIEHTOB, IOCKOJBbKY NpPAaKTUKA SBISETCS OJHUM U3 HTaIloB
MIOATOTOBKM MAarucTpoB IO HampasiieHHI0 noArotoBku 46.04.02 JlokyMeHTOBENEHUE W
apXUBOBE/ICHHUE.

CamocrosTenbHas paboTa CTyIEHTOB B XOJI¢ MPOXOXKJICHHS MPAKTHUKU HarpaBiieHa Ha
KayeCTBEHHOE OCBOCHHME M CHUCTEMAaTH3aIMIO T[IOJIyYEHHBIX 3HAaHUH, WX yIIyOJleHHEe |
pacllMpeHHEe Ha OCHOBE aHajiu3a BBIINOJHEHUS JEJIONPOM3BOACTBEHHBIX Ollepalvii B
KOHKPETHON OpraHu3aluy.

®opmupyeTcs yMeHHe NOJy4YeHHs 3HAHMW Ha MpakTHKe (B NpodeccCHOHAIbHON
JESTENIBHOCTH) U 3aKPEIUISIFOTCS IPAKTUYECKHE HABBIKU CTYIE€HTOB. AKTHBHO pa3BUBAIOTCS UX
MIO3HABATENBHBIE CIIOCOOHOCTH, CAaMOCTOSATENBHOCTh MBIIUICHUS, CIIOCOOHOCTh K Hay4yHO-
UCCIIEIOBATENILCKOW padoTe, HAaBBIKM MEXJIMYHOCTHBIX OTHOIICHHWH, MOCKOJBKY CTYIEHTHI
AKTUBHO BKJIIOYAIOTCSI B KOMMYHHMKAIMU C COTPYIHUKAMM OpraHU3aluil, ydarcs MOIUUHSITHCS
IIpaBWJIaM BHYTPEHHETO PaCIoOpsIKa U APYTUM KOPIIOPATUBHBIM aKTaM.

9.1 Opeanuzayus npouzeo00cmeeHHOU NPAKMUKU

[Tpon3BOJCTBEHHYIO MPAKTUKY CTYJCHTHI MPOXOJAT B COOTBETCTBUU C TIpauKOM
y4eOHOro mpolecca B YCTaHOBJIEHHbIE CpPOKH. OpraHu3aluio W TPOXOXKACHUE MPAKTUKU
obecrieynBaeT BhINycKaromas kKadeapa HHGOPMAIMOHHBIX CHUCTEM YIIpaBICHHs, ACKaHAT U
yueOHasi 4yacTh yHUBepcuTera. [lo BceM BompocaM OpraHU3allMd U MPOXOXKACHUS MPAKTUKU
CTYACHT MOXET MOJIYYUTh KOHCYJIBTAIMIO Y TPETOAaBATENs — PYKOBOIUTENS PAKTHKH.

PykoBoauTeNnb MpakTUKKA OT OPTaHU3AIMH CUCTEMATHUYECKH KOHTPOJIMPYET KauyecTBO U
CBOEBPEMEHHOCTh  BBINOJIHAEMON CTyJeHTaMH paboThl. PykoBomutens oT  Kadenpsl
OCYIIECTBIISICT METOAMYECKOE PYKOBOACTBO W KOHTPOJIb 32 BBIMOJHEHHEM MPOTrPaMMBI
npakTukd. CTyIeHTbl 00s3aHbl CBOEBPEMEHHO BBINOJIHATH 3aJjaHUsA, NPEAYCMOTPEHHBIE
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NpOrpaMMOil NPAaKTUKW; YKa3aHUs PYKOBOJHTENICH NPAaKTUKA OT By3a W OT OpraHHU3aliH;
MOTYUHATHCS IEHCTBYIOIIMM B OPTaHU3AIMH [TPaBUIIaM BHYTPEHHETO PACHIOPSAKA.
Obs3zanHocmamu pykogooumens NpaKmuku om Kagheopsl a61ai0mcsi:

— ydacTHe B MHCTPYKTHBHBIX COOpaHMSX, KOTOpBIE MPOBOJAATCS CO CTYJCHTAaMHU HeE
Mo3e, 4eM 3a 1—2 1Hs 10 Havaia mpakTUKHY;

— O03HAaKOMJICHHE CTYAEHTOB C TPeOOBaHUSMH MpPOTrpamMMbl, (opMamMu KOHTPOJIS M
OTYETHOCTH;

— KOHCYJIbTHPOBAaHHUE CTY/IEHTOB B XOJ€ MPAKTUKH Ha Kadeape 1 BO BPEeMs MOCEIICHUS
0a3 MpaKTHUKH;

— KOHTpPOJIb 32 COOJIOJIGHHEM CTYJICHTaMH BHYTPEHHETO pacmopsiika JHS,
IUCUMIUIMHBL  TPYJa, CBOEBPEMEHHBIM BBIMOJIHEHHUEM 33/JaHui, KOTOpPhIE OTBEYAIOT
COJICPKAHUIO IPAKTUKU;

— uHpopMupoBaHHe Kadeapsl (Ha ee 3acelaHusX) O MPOXOXKACHUH MPAKTUKH,
HapyIICHUH TOpsIKa €€ MPOXOXKICHHS CO CTOPOHBI CTYJCHTOB WJIM PYKOBOJCTBA OT
TPEATIPUSATHS;

— TPOBEpKa OTYETOB O MPAKTHKE;

— HaIMCaHUE PELICH3UI;

— ydYacTHe B 3alIMTE OTYETOB B COCTABE COOTBETCTBYIOLINX KOMUCCHIA;

— TMPENOCTaBJICHHWE OTBETCTBEHHOMY 3a TIPOBEJIEHHE NPAKTUKA OT Kadeapbl
MUCHMEHHOTO OTYETAa C 3aMEYaHUSIMU U TPEITI0KESHUSIMHU.

Ob6s3anHocmu pykogooumelis npakmuKu om npeonpusmus.

— B Hayaje MPaKTUKH 03HAKOMHUTHCS ¢ paboyeil mporpaMMoii 1 THEBHUKOM TPAKTHKY;

— YTOYHHTH 3aIIMCAHHBIA B JHEBHUKE KaJCHIAPHBIN rpadMK MPOXOXKICHUS TPAKTHKH
(10 corepIKaHUIO M CPOKAM BBIITOJITHEHUS OTJEIBHBIX yHKTOB);

— o0ecneunTh CTYJACHTaM YCIIOBHUSl, HEOOXOIWMBIC ISl BBIMOJHEHUS IPOrpaMMBbl
NPAaKTUKH, TOCTYH K HEOOXOAMMBIM JTOKYMEHTaM, KOHCYJIbTHPOBAHNE;

— KOHTPOJIUPOBATH MMOCEUICHUE CTYACHTaMH 0a3bl MPAKTUKH;

— B Clydasx HapyLICHUS AUCHUIUIMHBI COOOIIaTh PYKOBOJUTENIO NPAKTUKU OT
Kadenpsr;

— OpraHM30BaTh JKCKYPCHUHU U1 CTYAEGHTOB IO OCHOBHBIM Il€XaM U Yy4YacTKaM
TPEATIPUSATHS;

— TMPOBEpKa OTYETa O MPAKTHKE;

— HaIMCaHUe XapaKTePUCTUKHU CTYACHTA-PAKTUKAHTA 110 3aBEPILICHUIO €r0 MPaKTHKH.

OchosHble 00a3aHHOCMU CIYO0eHMA-NPAKMUKAHMA:

— CTYIEHT 10 OTOBITHS Ha MPAKTUKY JOJDKEH MOJIYYUTh MHCTPYKTAX PYKOBOIUTEIS
NPaKTHKH, THEBHUK MIPAKTUKH;

— CTYJEHT, NpUOBIB HA MPEANPUATHE, JODKEH MOJaTh PYKOBOIUTEIIO OT MPEIPUATHUS
HampaBJICHUE, JHEBHUK, MNPONTH MHCTPYKTaXX IO TEXHUKE OE30MacCHOCTH M IOXXapHOH
0€30MacHOCTH, 03HAKOMUTHCS C pabOYUM MECTOM, MPABUIIAMH HKCIUTyaTaIllil 000PYAOBAHUS U
YTOYHHTH IIJIaH TPOXOXKICHUS PAKTUKY;

— B IIEPBBIC TPU AHA CTYJEHT 00s3aH cOOOIUTH Ha Kadenpy pamMuiIuio, UMs, OTYECTBO
U HOMep TenedoHa pyKOBOAUTEINS MIPAKTUKH OT MPEAIPUSTHS;

— BO BpeMs NPOXOXKICHUS TMPAKTHKH CTYACHT JOJDKEH MPUICPKHUBATHCSA IPABHI
BHYTPEHHETO pacHopsiIKa MPEANPUATHS U YyCTAaHOBJICHHBIH PEKUM JTHS;

— BBINOJHATH Bce TpeOoBaHUs paboyeil mporpamMmel;

— peryisipHO BECTH Yy4YeT MpPOU3BEIACHHOM pPabOThI B COOTBETCTBYIOIIEM pasfele
JTHEBHHKA MPAKTUKHY,

— UW3Y4YWTh U BBINOJHATH NPaBHJIa TEXHUKU O0€30IIaCHOCTH U OXPaHbI TPYJa, IPOUTH Ha
NPEANPUATHA HHCTPYKTAX 110 TEXHUKE O€30MacHOCTH;

— uHGOPMHUPOBATh PYKOBOAUTENS MPAKTHKH OT Kadeapbl O MPOU3BEACHHOW Ha
OpeanpusTHA padoTe (B HAMEUEHHBIE THU KOHCYJIbTALU);

— JI0 KOHILIAa CpOKa MPAaKTUKU TOATOTOBUTH OTYET B COOTBETCTBUU C COJCpPKAHUEM
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IIPOrpaMMBbl;
— TMpEeICTaBUTh OTYET O NpakTUKe Ha Kadenpy pykoBoxuTento 3a 1-3 aHA 10
OKOHYaHUS MPAKTUKH JUIS TPOBEPKH U BHECEHUSI HEOOXOIUMBIX N3MEHEHH.

9.2 Memoouueckue pekomeHOayuu o NOO20MOBKe K NPaKmuKe

CryaeHTbl JOJDKHBI W3YYMTh MpPOrpaMMy INPaKTUKH, JIMTEPATypy U HOPMATHUBHBIE
JOKYMEHTBI II0 JEJIONPOU3BOACTBY M OCHOBHBIM acCIIEKTaM JEATEIIBHOCTU OpraHU3aluu.
PexomeHayercss MpaKTHKAaHTYy COBMECTHO C TIIperojaBareieM pa3paboTaTh Ha OCHOBE
IIPOrpaMMbl KaJ€HIApHbIN IUIAH MPOXOKAEHUS IPAKTHKHU, KOTOPBIH CIIEIyeT COIJIacoBaTh C
PYKOBOJUTENEM IIPAKTUKU OT OPraHU3alUH.

9.3. Memoouueckue pexomeHOayuu no nPoxXodHcOeHUur0 npaKmuxu
9.3.1. Tpebosanus k oghopmnenuio OHe8HUKA

JIHEBHUK NIPAKTUKHU CTYJEHTA BKJIIOUAET B Ce0s psijl pa3elioB:

1. TUTYyNbHBINA TUCT THEBHUKA.

. O60opoTHAsE CTOPOHA TUTYJIBHOTO JIUCTA.

. Kanennapuslii rpadux mpoxXoxKaeHUs PAKTUKH.

. Paboune 3amucu Bo BpeMs IPaKTHKH.

. OT3BIB U OLIeHKA pOOOTHI CTY/ICHTA Ha MPaKTHKE.

. OT3BIB 1111, KOTOPBIE IPOBEPSUIH MTPOXOKIACHHUE TPAKTUKH.
BroiBon pykoBoAWTENST TPAKTUKM OT BBICIIETO Y4eOHOTO 3aBeleHHs PO
IIPOXOXKACHHUE MTPAKTUKH.

Pasznmen 1. « TuTynpHBIN THCTY» 3aNIOTHSAETCS HA Kadeape.

Paznen 2. «OGopoTHast CTOpOHAa THUTYJIBHOTO JIUCTa» — CTABUTCS OTMETKA B OTAEJE
KaJpOB OpraHu3alld O MPUOBITUM HAa MECTO MPAKTUKH U O BBIOBITMH C MeCTa NMPAKTUKU C
MOJIHUCHIO JOJKHOCTHOTO JIMI[A, 3aBEPEHHOM N1€YaThl0 OpraHU3aluH.

Paznen 3 «KanenmapHblii Tpaguk MpOXOKICHUS MPAKTHKH» COCTABISETCS COBMECTHO
PYKOBOJIUTENEM MPAKTHKH OT MPEINpUATHS U PYKOBOJUTEIEM IPAKTUKH OT Kadeapsl B
COOTBETCTBHUH C IIPOIPAMMOM.

Paznen 4 «PabGoune 3amuyicu BO BpeMsi MPAaKTUKW» OTpaxkaercs (akTHueckas padora,
BBITNIOJTHEHHASI HA IPOTSHKEHUM KaXKJI0T0 JTHS IPOXOXKACHUS TPAKTUKU.

Paznen 5 «Ot13bIB M oOIEHKa pPOOOTHI CTyJEHTa Ha MPaKTHKE» OQOpMIISETCS
PYKOBOJUTENEM IMPAKTUKU OT HPEINPHUITHS M 3aHOCUTCS B JHEBHHUK B HocienHue 2-3 aHS
IIPOXOXKACHUS TPAKTUKH.

6. Paznen 6 OT3bIB /M1l, KOTOpPBIE NMPOBEPSIN MPOXOXKAECHNUE NPAKTUKU — 3aIOTHIETCS
PYKOBOJIUTENIEM MPAKTUKHU OT BBIITyCKaromel Kadeapbl Ha OCHOBAHUH MPOBEPKU MPOXOKICHUS
NPAaKTUKU KOMHCCHEH B COCTaBe OTBETCTBEHHOIO MO Kadeape 3a MpoBEACHUE NPAKTUK MU
PYKOBOJUTENEH MPAKTHKH OT BBIMYCKAIOIEeH Kadeapsl.

Paznen 7 «BbIBon pykoBOAMTENS NMPAaKTUKHA OT BBICHIETO Y4eOHOTO 3aBEICHHUS IPO
IIPOXOXKACHUE NPAKTHKW» 3allOJIHAETCS PYKOBOAUTENEM NPAKTUKM OT BBIITYCKAIOLIEH
Kadenpsl.

NN kW

9.3.2. Tpebosanus k oghopmaenuro omuema

OTueT HE JOJDKEH MOBTOPATH THEBHHK W IMPOrpaMMy MPAKTHKH. DJIEMEHTHl OTueTa
pacroyiaratotcsi B ClieAyIoIIen mocieJ0BaTeIbHOCTH:

— TUTYJIbHBIN JIUCT;

— COJIEp)KaHUE;

— BBEJICHUE;

— TEKCT OTYETa O BBIMOJHCHUU IPAKTHKHY;

— 3aKII0YCHUE;

— CIHCOK HCIIOJIb30BaHHBIX HCTOYHUKOB,;

— TMPHUIOKCHHUS.
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OO6umit 06BeM oTUETa JOIDKEH COCTABIATH 25-30 JIMCTOB.

TekcTOoBYIO 4acTh padOThI BHITIOIHSIOT C MIOMOIIBI0 KOMITBIOTEPHON TEXHUKHU HA OJHOMN
cTropoHe iucra Oemoii Oymarm ¢opmata A4, mpudt Times New Roman, pasmep 14,
MeXCTpouHbIi uHTepBan — 1,5. Ilonsa: neBoe — 30 mm; npaBoe — 15; BepxHee u HxHee — 20
MM. TabnuuHBIA MaTepral U WLTIOCTPAIIMH Pa3pelIaeTcs BHIOIHATh Ha TUCTax Gopmara A3.

HywMmepanusi cTpaHuil oTueTa IOJKHA OBITh CKBO3HOM, IepBasi CTPAaHULIA — TUTYJIbHBIHI
JIUCT, HA HEM HOMEP CTPaHMIIbI HE POCTABIISAETCS.

Ecnmu B ordyere ecTh PUCYHKM M TaONWIBI Ha OTICNBHBIX CTPAaHHUIAX, a TaKXKe
MIPWJIOKEHHUS, 3TH CTPAHULIBI TAK)KE UMEIOT CKBO3HYIO HyMEpALUIO.

[TpunoxeHus K 0TYETy JOJDKHBI OTBeYaTh (PAKTUYECKH M3yYEHHOMY MaTepualy.

Bce wmmmocTpamuu ordera, Kpome Tabmui, o6o3HavaroTcs cioBoM «PucyHok» u
HYMEPYIOTCS MOCIIe0BAaTEeNIbHO apaOCKUMHU U paMu B rpenenax paszaena. Hanpumep,

Pucynoxk 1.2 — OpranusanoHHasl CTpyKTypa IpeanpHsITHs

[Monnmucu BBIMONMHAIOTCS MOA HUTIOCTpanued mo meHtpy. Kaxayoo wumoctpanmio,
KOTOpPast COZIEPKUTCS B OTUETE, HEOOXOIUMO COMPOBOXKIATh KPATKUM aHAIM30M COJCPKAHUS U
BbIBOJaMH. KoimuecTBO MiLTIOCTpanuii onpenenisiercss coiepkaHueM OT4eTa U JIOJKHO OBITh
JOCTaTOYHBIM JJIsl TOTO, YTOOBI 1aTh TEKCTY SCHOCTU M KOHKPETHOCTH.

Tabnuubl MODKHBI OBITH YHUGUIMPOBaHBI 1O (opme, a nudpoBas uHPoOpManus —
noctoBepHoi. Kaxnmas Tabnuia MMeeT TeMaTH4YecKoe 3arjaBHe, KOTOpOe OTOOpaskaeT ee
conep:kanue. TaOnuIpl HyMepYIOTCSl aHAJIOTUYHO PUCYHKaM. 3arjiaBue TaOIUIbl HAYMHACTCS C
6ob10i OyKBBI 0€3 a03aIHOTO OTCTYIA U pa3MelaeTcs mocie ciaoBa « Tabmuma» ¢ ykazaHuem
nopsAKOoBOro Homepa. Hanpumep,

Tabmuua 2.1 — AHan3 JOKYMEHTO000pOTa MPENNPUATHS B THHAMUKE

[Tpu ccbuike Ha TaOdMIly yKa3bIBalOT €€ HOMEP U CJOBO «TalJIMIA» B COKPALICHHOM
BUjIE, HAaNpuMep, «Tadm. 1.2».

[Tpu mepeHoce yacTu TaONUIBI HA APYTYIO CTpaHUIy Haja Hel mumyT «IIpogomkenue
TabJ.» (C yKa3aHUEM €€ HOMEpa).

WnmrocTpanuy ¥ TabJIMIBl pa3MEIIalOT MOCe MEPBOM CCHUIKM Ha HUX B TEKCTE TaK,
9TOObl MX MOXHO OBUIO NpOCMaTpuBaTh O€3 BpallleHHs CTPAaHUIBl WJIM C BpAIICHUEM I10
YaCOBOU CTpEJIKE.

®opmyiel HyMepyroTcs apadckumu iudpamu. X mopsakoBeiid HOMEp 0ToOpa)xkaeTcs B
KPYIJIBIX CKOOKaX CrpaBa oT ()OpMYJIbI.

B nmpunoxkenusix moparorcss (popMbl CTaTUCTHYECKOW OTYETHOCTH, BCIIOMOTATElIbHbIC
MaTepuabl (MPOMEXYTOYHBIE MaTEMAaTUYECKHE PACUeThl, MWIUTIOCTPAIIMK BCIIOMOTAaTEIbHOTO
xapaktepa W 1p.). Kaxnoe mnpuinoxxeHue HauMHaeTcs ¢ HOBOM cTpaHuubl. [locpeanne
cTpaHMLbl nevaraeTcs cioBo «llpunoxenue». OHO NOMKHO MMETh TEMAaTHUYECKOE 3aryiaBUe.
Hamnpuwmep,

[Tpunoxenne XK
[Tpumep oopmieHHs CIUCKA UCTIOIB30BAHHBIX HCTOUHUKOB

Eciu B oruere ecth Oornee ABYX NPUIOKEHUH, UX TOCIEIOBATEIIbHO HYMEPYIOT
3ariaBHBIMU OyKBaMU PyCCKOTo ajndaBuTa, HauMHas ¢ A, 3a uckimouenuem O0yks E, 3, U, O, Y,
b, bl, 'b, nanpumep, [Ipunoxenue A, Ilpunoxenue b u T. 1.

Oghopmnenue mumynoenozo rucma omuema
TUTYJIBHBIA TUCT COACPIKUT IEMEHTHI: HAMMEHOBAaHHE MUHUCTEPCTBA, By3a, Kadeapsl,
HarieyaTaHHbIe PONMHUCHBIMU OyKBaMu, HauMeHoBaHue Buaa gokymenta (OTYET), 3aroigoBok
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K TeKCcTy (0 IpOW3BOJCTBEHHOM IpPAaKTUKE: IPOEKTHOW IIPAKTHUKE II0 apXHBOBEIEHUIO),
HAaUMEHOBAHME OpraHM3allM, B KOTOpoi npoxoauna npaktuka (IIpunoxxenue A). TutynbHbIM

JIUCT MOAIUCHIBAET PYKOBOAUTENb IPAKTUKA OT MPEAIPUATHS, €r0 IOANKUCH 3aBEPICTCSA
ITEYATBIO.

Ogopmnenue cooepoicanus

Conepxxkanue pacnosnaraercss 3a TUTyJdbHbIM JuctoM. CnoBo «COHAEPXAHUE»
revaTaeTcs MpoIMCHBIMU OyKBaMu, HUXKe pacrnonaraercs cioBo «BBEAEHUE» 6e3 ykazanus
HoMepa. Jlanee pa3MeIaroTcs 3aroJIOBKU pa3IesioB (MIPOMUCHBIME OyKBaMH) 4epe3 OJuHApHBIN
MEXCTPOUHBIH MHTEepBal. Pa3nensl HymepyroTcs apaOckumu nuppamu. Mexay Ha3BaHUSIMHU
pasfesoB JeNaeTcss NPONMyCcK B 2 MEXCTPOYHBIX HHTEpBaja. 3arojOBKH IOJpa3zciioB
MeYaTaroTCs CTPOUYHBIMU OyKBaM, HauMHAs C MPOMMCHOM, MOPsAKOBas HyMepalus apaObCKuMu
mudpamu (1.1, 1.2). Touku B KOHIIE HA3BaHUH pa3/IeioOB M MOJPA3ACIIOB HE CTaBATCA. 3aTeM B
conepxanuu ykaszbiBatotcs cioBa «3AKJIFOUEHUE», «CITMCOK HCIIOJIbB3OBAHHbBIX
NCTOYHUKOB», «ITPUJIOXEHUS» (mpornucHbiMu OykBamu). C 1paBoil  CTOPOHBI
pacrojararoT HoMepa CTPaHHULl, ¢ KOTOPbIX HAUMHAETCS U3JI0KEHUE BCEX CTPYKTYPHBIX YacTel
conepxkanus. Ha3BaHus mNpUIOKEHWM HE NEPEUUCIIOTCS B coiep:kaHud. IIpumep
oopmrenus conepxkanus B [Ipunoxenun b.

Ogopmnenue 6sedenuss omuema o NpaKmuKe

BBenenne pekomeHIyeTcss HayMHATh ¢ 2-3 BBOAHBIX a03aleB, JKEJNATEIbHO yKa3aTh
TOYHOE HAMMEHOBAHME OpPraHU3allH, (GaMHIIUIO, UMs, OTYECTBO PYKOBOJIUTENS OpPTraHU3aINH,
CTPYKTYpPHOE MOApa3efeHHe, B KOTOPOM CTYJICHT MPOXOIMII MPAaKTUKY. O0A3aTeNnbHO ClleayeT
copMynMpoBaTh I€Nb, 3aJa4d NPAKTUKH, ONHCATh OCHOBHOE COJEp)KaHue pador,
BBITNIOJTHEHHBIX B X0J1€ IIPAKTUKHU.

Oghopmnenue ocnognoti uacmu omuema o NpaKmuke
Tekct oTdera pyOpuIpyeTcsi Ha pa3zesbl U nojapas3aensl. HazBanus pas3zienoB BO Bcex
OTYeTax JOJKHBI OBITH ChOPMYITMPOBAHBI CIEAYIOIIUM 00pa3oM.

BBEJIEHUE

Paszen 1 AHAJIN3 IOKYMEHTALIMOHHOW CPEJIBI TIPEATTPUSITUS

Pasmen2  AHAJIN3 WH®OPMAIIMOHHLIX CUCTEM U TEXHOJIOTUIA B
JIOKYMEHTAIIMOHHOM CJIV)XBE U APXUBHOM JIEJIE

Pasnen3  IIPOEKTUPOBAHUE WH®OPMALIMOHHOW CUCTEMBI JIOY U

APXMBHOI'O AEJIA
Pasnen 4. OXPAHA TPYJIA B OTPACIIA
3AKJIIOYEHUE

Oghopmnenue 3axnouumenvHou yacmu omuema

B 3axioueHnu, KOTOpoe pacroyiaraercsi mocjiae OCHOBHOW YacTH OTYETa IMOJBOISATCS
UTOTH MPAKTUKH, 000OIIAIOTCS Pe3yJIbTaThl, IEPEUUCIIAIOTCS BUABI paboT, OCYIIECTBIsEMbIE
CTYZACHTOM CaMOCTOSITEIIbHO, 0COOEHHOCTH OTIEJIBbHBIX TEXHOJIOTMYECKHX OIEpaIuii.

B kauectBe npunoowcenuti k omuemy MOTYT OBITH

- OJIaHKU pa3HBIX BHJIOB IOKYMEHTOB,

- CXeMa OpraHu3alMOHHON CTPYKTYphl OpraHU3alluH;

- CHMCOK HOPMAaTHBHO-METOMYECKUX JOKYMEHTOB OpraHU3allny;

- o0pasupl (3aBepeHHbIC B OpPraHM3ALMU KONHHM JIOKYyMEHTOB) OpraHHU3alMOHHO-
pacropsIUTEIbHBIX JOKYMEHTOB OpraHu3alui (ciayxkeOHOe IUChbMO, NpPUKa3, MPOTOKOI,
ciry>keOHas 3aIlucKa u Ip.);

- perucTpanoHHbIe (GOPMBI U T.1I.
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CrpaHunpl oT4yeTa JOJDKHBI OBITH NPOHYMEPOBAaHBI B IPaBOM BepxHeM yriay. Ha
MOCTIeTHEH CTpaHuUIIE, TOCIIe 3aKII0YCHUSI COCTABUTEh CTABUT CBOIO MOAIHUCH U pacin(poBKY
MIOATIHCH.

9.4. IloosedeHnue umozo6 npakmuxu

[Tpu 3amuTe oT4YeTa CTYACHT JOJDKEH KPAaTKO HM3JI0XKHUTh €r0 OCHOBHOE COJIEpiKaHue,
OXapaKTepU30BaTh WCIOIb30BAaHHBIC HCTOYHUKU, CPOPMYIUPOBATH OCHOBHBIC BBIBOJABI H
MPEIOKEHUS, 1aTh MOJIHBIE OTBETHI Ha BOMPOCHI PYKOBOTUTEINS U JPYTHX MPUCYTCTBYIOIIUX
HAa 3aIUTE JINII.

CTyneHT, He BBINOJHUBIIMKA MPOTpaMMy MPAKTUKH, MONYYHBIIUNA OTPULIATEITHHBIN
OT3bIB O PabOTEe WM HEYIOBJICTBOPUTEIBHYIO OILICHKY IMpH 3aIlUTe OT4eTa O MPAKTHUKE
CUMTAETCSl HE BBIMOJHUBIINM y4eOHBIA IJIaH W HAIMpPABISIETCS HA MPAKTHKY BTOPUYHO WIIH
OTUYUCIISICTCS U3 YHUBEPCUTETA.

Cpok mpencTaBiICHHsS OTYETa, THEBHUKA MPAKTUKA — TPU JHS TOCIE OKOHYAHUS
MIPAKTUKHU.

Ecnu x oT4eTy MHOTO 3aM@YaHHid MO CONEPIKaHUI0 B O(OPMIICHUIO, OH JIOJDKEH OBITh
nepepaboTaH U MPEACTABICH Ha MOBTOPHYIO 3alIUTY B CPOKU, YCTaHOBJICHHBIE Kadeapoii. Bech
MakeT JOKYMEHTOB TIO TMIPaKTUKE IIOCIE 3allUThl CHAIOT B apXxuB Kadenpsl, OIEHKa
(muddepeHIUpPOBaHHBINM 3aU€T) BHICTABIISIETCS B 3a4€TKY M BEIOMOCTb.

9.5. Kanenoapmwiii epaghux npoxosicoenuss npakmuku
VY4uuThIBasg, YTO CTYACHTHI MOJY4YalOT HAa3HAYCHHE HA Pa3HOOOpa3Hble 0a3bl MPaKTHKH,
KOTOpBIE OTJIMYAIOTCSA BHUAOM JIESTEIBHOCTH, OPTaHMU3AaLMOHHOW CTPYKTYpPOH, B KaXIOM
OTAENHFHOM Cllydae KajJeHJapHble TpapKH JTOJKHBI pa3pabaThiBaThCs B IIEPBbIC JTHH MPAKTHKH
PYKOBOJIUTENSAMH OT Kadeapbl 1 6a3bl MPAKTUKU C YYaCTHEM CTYACHTOB.

OO0O0O0LICHHBIN KaNeHIApHbIM TIpaduK NPOXOKICHUS MPOM3BOJICTBEHHON IPAKTHKH
npuBefeH B Tabn. 9.1. OH cocTaBieH MCXOAs U3 TOTO, YTO COMVIACHO Y4eOHOMY IUIaHa
MIOATOTOBKM MAarucTpoB IO HampasiieHHI0 noArotoBku 46.04.02 JlokyMeHTOBENEHUE W
apXUBOBEICHUEY JIUTENBHOCTh MPAKTHUKU COCTABIISET 2 HEACTH.

Tabnuua 9.1 — KanennapHo-remMaTudeckuii ial ¥ rpaduk IpOX0KJICHHUS IPAKTUKU

Ne Bunp! BeIOMHAEMBIX paboT Konnuectso
n/n KaJIEHAApHBIX
pabouunx qHEH

1 WHCTpyKTHBHOE COBELIAHUE U MTOJIyYEHNUE JOKYMEHTALUH JUIs 0.5
ITPOXOKACHMSI IPOU3BOICTBEHHOM NNPAKTUKH ’

2 OdopmiieHre He0OXOAUMBIX TOKYMEHTOB Ha 0a3e MpaKTHKH.
[TpoxoxaeHre HHCTPYKTaxa Mo TEXHUKE O€30MaCHOCTH U OXpaHe
TpyJa Ha npeanpusaTui. O3HaKOMIIEHUE C IpaBUIaAMU 0.5
BHYTPEHHETO TPYAOBOI'0 paclopsiKa. 3HAKOMCTBO C ’
OpraHM3alyei u N3y4eHne OpraHu3allMOHHBIX JOKYMEHTOB
OpraHM3aluu

4 AHanu3 JOKYMEHTAIlMOHHOM Cpe/ibl NPeANpUsiTUs 2

5 Ananu3 nHPOPMAIIMOHHBIX CUCTEM M TEXHOJIOTHIl B )
JOKYMEHTAIIMOHHOM CITy:K0€ U apXMBHOM JIeJIe TPEANPHUITHS

6 [TpoexTupoBanue nHGopmanmonHoi cucremsl 10Y u apxuBHOTO 3
aena

7 [ToxroroBka o0IIero 0TYETA IO NPAKTUKE 2

8 OdopmiieHre JOKYMEHTOB 110 IPAKTHKE 1

9 3amuTa OT4eTa M0 MPAKTHUKE 1
Bceero 12
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10. ®OPMBI [TPOMEXYTOUYHOM ATTECTALIUU (ITO UTOI' AM ITPAKTUKU) C
YKA3AHNEM ®OPM TEKVYIIEI'O KOHTPOJIA

Cucrema TeKyHIeTO W IMPOMEXKYTOYHOIO  KOHTPOJIA IMPOXOXKAEHUS IMPAKTUKH
npeanonaraer cienyromue (opMbl OTUYETHOCTH: coOeceloBaHUE, 3aloJHEHHE JHEBHUKA
MPAaKTUKH, COCTABIICHHUE U 3aIlUTa OTYeTa, JU(PepeHIMPOBAHHBIN 3aUeT.

Tekymuil KOHTPOJIb 3a IIPOXOXKIACHUEM IPAKTUKA CTYJEHTAMH OCYLICCTBIISIOT
PYKOBOJIUTENU MPAKTUKUA OT MPEANpHATHS U Kadeapbl (MOCTOSHHO), a TAaKXKe 3aBEAyIONIMHA
kadenpel. Ero ocHOBHOM 11eNbI0 SBJIsIETCsl 00ecredeHrne COO0eHUS KaJeHIapHoro rpaduka
IIPOXOXKACHUSI IPAKTUKU U TIPaBUJI BHYTPEHHETO TPYIOBOTO paclopsiaKa Ha MPEATNPUATHH.

WTOTrOBBIM KOHTPOJIb OCYILIECTBISETCSA B (hOPME 3aLIUTHI OTYETA 110 MPAKTHKE.

OdopmiteHHBII OTYET MO MPAKTHKE BMECTE C 3aIOJHEHHBIM THEBHHUKOM CTYJIEHT CIAeT
Ha IIPOBEPKY PYKOBOJUTEIIO MPAKTUKU OT NPEAIPUATHS, KOTOPBIA 3HAKOMUTCA C OTUETOM,
BU3MPYET €ro Ha TUTYJIbHOW CTpaHULE (IpU YCIOBUM IOJOXKHUTEIBHOM OLEHKH), MUIIET
XapaKTepUCTHKY Ha CTyAEHTa (B JHEBHUKE IO NpaKTUKE). B XapakTepucTuke naeTcs olleHKa
BBITOJIHEHUS! IPOTPaMMBbI TIPAKTUKH, COACPKAaHUSA U 0POPMIICHHS OTYETA.

[Tocne sTOrO0 CTYOEHT MOJAET OTYET Ha Kadeapy PpYKOBOAMUTENIO MPAKTHKH OT
YHUBEPCUTETA JJIs IPOBEPKU U BUSUPOBAHMUSL.

B ciydae cymiecTBeHHBIX OTKIOHEHHH OT TpeOOBAHUH TI0 COAEPKAHUIO U OPOPMIICHHIO
OTYEeTa, OH BO3BpAIAETCs HA TI0PAOOTKY.

Ort4er 3amumiaercs nepea KOMUCCUEH, KOTOPYIO Ha3HayaeT 3aBeAyromuil kadeapoit ¢
00s13aTeNbHBIM BKIIIOYCHHEM B Hee PYKOBOAMTEINS MPAKTUKH OT Kadenpsl. Ilo pesynbraTam
3alIUThl BhICTaBIsIeTCs U GEepeHIMpOBaHHAs OLEHKA, KOTOpass (PUKCHPYETCS Ha TUTYJIHHOMN
CTpaHULIE, B BEIOMOCTH U 3a4€THON KHWKKE (MHIMBUIYaJIbHOM IIJIAHE CTYJIEHTA).

[To uToram npakTUKU BeICTaBiIsIeTCs U HepeHIUPOBaHHbIHN 3a4eT.

11. KPUTEPUN OLIEHVBAHUWA ITPAKTHUKHA

Pacnipenenenne 0ayyoB 3a MPOW3BOJACTBEHHYIO MPAKTHKY (C 3aIIMTOI) MPOUCXOTUT
CIIEIYIOIHUM 00pa3oMm:

1) conmepkaHue oTyeTa, €ro COOTBETCTBUE 3aJaHUSIM MPAKTUKK — 70 Oaios;

2) odopmIieHHE OTUETA B COOTBETCTBHH C TpeOoBaHMsIMH — 10 6auioB;

3) 3ammra otdyeTta — 20 OaIoB.

bonee moapobHOe pacmpenencHue OaUIOB MO KaXAOMY M3  KOHTPOJIBHO-
M3MEPUTENIbHBIX MaTEepPHAJIOB MPEJICTABICHO B KPUTEPHUSIX OLEHUBAHUS 3HAHWUN CTYJCHTOB IO
UTOTaM MPOU3BOJICTBEHHOM npakTHkH (Tabdm. 11.1-11.3).

Tabmuua 11.1 — Conepxanue oTyera

KomnuectBo
Ne 0asoB
[IIxana oueHUBaHUA Kputepun onennBanus
n/n (MakcuMansHOe
— 70 6amioB)
ConeprkaHve MPaKTUKK BBHIIIOJIHEHO B
IIOJIHOM O00BbEME, CTYIEHT IPOSIBUI
1. Ot1iu4HO 63-70 . - C1Y. P
BBICOKUH YPOBEHb CAMOCTOATEILHOCTH U
TBOPYECKUH MOJXOJT K €r0 BHIIOJHEHHUIO
ConeprkaHre MPaKTUKK BBHIIOJIHEHO B
IIOJIHOM 00BbeME, UMEIOTCA OTAEJIbHEIE
2. Xoporo 52-62 ;
HEJ0CTaTKH B 0()OPMIICHUU
NPEACTABICHHOTIO MaTepHaa
ConeprkaHue MPaKTUKU B LIETIOM
3. Y 10BIETBOPUTENIBHO 42-51 BBIIOJIHEHO, OJJHAKO UMEIOTCS HEJOCTATKU
IIPY BBITIOJTHCHUH B XO/I€ TPAKTHKH




15

KomnnuecTBo
Ne OasnoB
[Ixana oneHUBaHUA Kputepun onennBanus
n/n (MakcuMansHOe
— 70 6amioB)
OTAETBHBIX pa3/eioB (YacTeil) 3aganus,
HUMEIOTCS 3aMeYaHus 10 0(hOPMIICHHIO
coOpaHHOTO MaTepHaja
CopeprkaHue NPaKTUKH BBIMOJIHEHO JIUIIb
YaCTUYHO, UMEIOTCS MHOTOUHUCIICHHBIE
4. HeynosnerBopurensHo 0-41
3aMedaHusl o 0POPMIICHHUIO COOPAHHOTO
MaTepuaia
Hroro 70

Tabnuua 11.2 — OdgopmieHue oTyera no NpakTUKE

Ne

I1Ikasa orleHUBaHUSA
n/n

KomnnuectBo
OasoB
(MakcumansHOe
— 10 6amoB)

Kpurepun oneHnBaHus

1. OTiIu4yHO

9-10

— COOTBETCTBHUE COJICPIKAHUS OTYETa
HporpamMMe MPOXOXKICHUS MPAKTUKH — OTYET
coOpaH B OJHOM 00BEME;

— CTPYKTYpUPOBAaHHOCTH (UETKOCTH,
HyMepauus CTpaHull, TOAPOOHOE OTIIaBJICHHE
0TYeTa);

— HE HapYLICHBI CPOKHU CIIAYH OTYCTA.

2. Xoportro

— COOTBETCTBHUE COJICPIKAHUS OTYETA
IporpamMMe MPOXOXKICHUS MMPAKTUKH — OTYET
coOpaH B OJHOM 00BEME;

— HE Be3JIe MPOCIICKUBACTCS
CTPYKTYPUPOBAaHHOCTH (4€TKOCTh, HyMepaIus
CTpaHMIL, MOPOOHOE OTJIABIICHUE OTYETA);

— o¢opMIICHHE OTYETA;

— HE HapYLICHBI CPOKHU CIIAYH OTYCTA.

3. Y 10BNETBOPUTETBHO

6-7

— COOTBETCTBHUE COJICPIKAHUS OTYETa
porpamMMe MPOXOXKICHHUS MPAKTHKH - OTYET
coOpaH B OJHOM 00BEME;

— HE Be3JIe MIPOCIICIKUBACTCS
CTPYKTYPUPOBAaHHOCTH (4€TKOCTh, HyMepaIus
CTpaHMIL, MOPOOHOE OTJIABIICHUE OTYETA);

— B 0()OPMIICHHH OTYETA MTPOCICKHBACTCS
HEOPEKHOCTBD;

— HapyLICHBI CPOKHU CJIAYH OTYCTA.

4. HeynosnerBopurensHo

0-5

— COOTBETCTBHUE COJICPIKAHUS OTYETa
HporpamMMe MPOXOXKICHUS MMPAKTUKH — OTYET
coOpaH He B IIOJTHOM 00BbeME;

— HapylleHa CTPYKTypHPOBAHHOCTb
(4eTKOCTh, HyMEpaLysl CTPAHHUII, TOIPOOHOE
OTJIABJICHUE OTYETA);

— B 0()OPMIICHHH OTYETA MTPOCICIKHBACTCS
HEOPEKHOCTBD;

— HapyLICHBI CPOKHU CJIAYH OTYCTA.

Utoro

10

*#% 3a TBOpPUECKH MOAXOJ K BBITIOJHEHHUIO OTYETA: HAIMYHE WJUTIOCTPAIUil, MHTEPECHOE
pacKpbITHE 3aJaHMsI — OLIEHKA MOBBIMIAeTCS Ha 1 Ga.
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Tabnuua 11.3 —3amuTa oTUeTa 10 MPAKTHKE

Konnuectso
Ne OamoB
[lkana oneHNBaHUA Kpurepun onenuBanus
I/ (MakcumansHOE — 20
0ajoB)

— CTYJEHT JEMOHCTPHUPYET CUCTEMHOCTD U
IIIyOUHY 3HaHUMH, TOIY4YEHHBIX [IPU
HPOXO0KJCHUH PAKTUKY;

— CTUJIUCTUYECKU TPAMOTHO, JIOTUUECKU

L. OtnnuHO 18-20 IIPaBUJIBHO U3J1araeT OTBETHI HA BOIIPOCHI;

— JIaeT MCYEPIIBIBAIOIIIE OTBETHI HA
JOMOJIHUTENbHbIE BOIPOCHI IPENOJaBaTeNs 0
TeMaM, IPeTyCMOTPEHHBIM IIPOrPaMMOi
HOPaKTHUKU.

— CTYJIEHT JIEMOHCTPUPYET TOCTATOUHYO
MOJTHOTY 3HAHMI B 00BEME MTPOTPaMMBI
MPAKTUKH, TPU HAJTHYUH JHIIH
HECYIIECTBCHHBIX HETOYHOCTEH B U3JIOKEHUH
COJIepKaHUs OCHOBHBIX U JIOTIOJTHUTEIBHBIX
OTBETOB;

2. Xopotro 15-17 — BJIAJIEET HEOOXOAMMOM JUISI OTBETA
TEPMUHOJIOTHEH;

— HEJOCTaTOYHO MOJIHO PACKPHIBACT
CYITHOCTh BOITPOCA;

— JIOITyCKAaeT He3HAYUTEIbHBIC ONIHMOKH, HO
WCIIPABIISIETCSI PH HABOSIIIUX BOIIPOCAX
MPEToAaBaTEsl.

— CTYAEHT JEMOHCTPHUPYET HEAOCTATOYHO
nocjea0BaTeNbHBIE 3HAHUS 10 BOIIPOCaM
MPOrpaMMBbl IPAKTHKH;

— HCIIOJNIB3YET CIIeUUATBHYIO0 TEPMHHOJIOTHIO,
HO MOTYT OBITH TOTYIIEHHI 1-2 ommnOKH B
OIIpeeNICHUH OCHOBHBIX MTOHATHH, KOTOpPHIC
CTYACHT 3aTpyAHSETCS UCTIPABUTh
CaMOCTOSITEJIBHO;

— CHOCOOEH CaMOCTOSITENbHO, HO HE TIy00KO,
aHaJM3UPOBATh MaTepHall, PACKPHIBACT
CYIIHOCTb periaeMoi MpoOIeMBbl TOJIBKO MPH
HaBOJSIIIIMX BOIIPOCAX MPEmoaBaTeis.

3. Y 10BIETBOPUTEIHHO 12-16

— CTYJIEHT JIEMOHCTpUPYET (pparMeHTapHbBIC
3HAHUS B paMKaxX MPOrpaMMbl MPAKTUKHY;

— HE BJIaJIceT MUHUMAIJILHO HE0OXO0IUMOMH

4. | HeynoBneTBOpUTEIHHO 0-11 TEPMHUHOJIOTHE;

— JIOITyCKAeT rpyObIe IOTHYECKHUE OIUOKH,
OTBeYasi Ha BOIIPOCHI MPEIoAaBaTeis, KOTOpbIe
HE MOXKET UCIIPaBUTh CAMOCTOSTEIBHO.

Uroro: 20

Bcero: 100

OueHka 3a TMPOU3BOJICTBEHHYIO MIPAKTUKY BBIYUCISETCS IMyTEM CYMMHUPOBaHUS
3apabOTaHHBIX CTYJACHTOM OAJIOB MO KAXKIOMY U3 KOHTPOJIbHO-U3MEPUTEIBHBIX MaTEPHATIOB U
BBICTABJISICTCS COTJIACHO WIKaJie, MpuHATON B JloHI Y.
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CooTBeTCTBYE 0AJIOB OLIEHKE

O1eHKa 110 IATHOAIUILHON IIKAJIE
Komraectso Ganos ECTS | Dx3amen, nuddepeHIMpoBaHHbINA
n3 100 i 3auer
3a4er
90-100 A OTJIMYHO
80-89 B
75-79 C XOpotHo 3a4TEHO
70-74 D
60-69 E yIOBJIETBOPUTEIILHO
35-59 FX
034 v HEYIOBJIETBOPUTEIHHO HE 3a4TEHO

12. MATEPUAJIBHO-TEXHUYECKOE OBECIIEUEHUME ITPAKTUKHU

VY4eOHblil mpoliecc MpoBoAUTCS B 8§-M yueOHOM Kopiyce yHUBepcutera (r. JloHelK,
yi1. YenrockuHIEB, a. 198 a).

Jlis caMOCTOSITENTbHON pabOThl MCIONB3YIOTCSI TEKCTOBBIE M 3JIEKTPOHHBIE PECYpCHI
HayuHo#i OMOIMOTEKM yHHMBEpPCHUTETa M APYTUX SJICKTPOHHBIX OMOIMOTEUHBIX 0a3 JaHHBIX,
yueOHO-MEeTOMuecKoe obecreueHue, MpeACTaBICHHOE B Y4eOHO-METOAMYECKOM KaOMHETe
I'maBHOTO KOpMyCa (ayn.405).

CTyneHThbl pa3BUBAIOT HABBIKM MOUCKA UH(OpPMAIMH, HEOOXOAUMOM ISl POXOKACHUIN
npakTukd. EcTh 1ocTynm K OCHOBHBIM HMH(OPMAIMOHHBIM 00pa30BaTENbHBIM pecypcam,
MHPOPMALMOHHOM 0a3e TaHHBIX, BO3MOXXHOCTh BBIX0/1a B MHTEPHET.

13. PEKOMEH/IOBAHHASA JIMTEPATYPA

13.1. OcHoBHas auTepaTypa

1. Eropos, B. I1. JlokymMeHTOBEIcHHE M JOKYMEHTAI[HOHHOE 0OecreueHue yrpaBIeHUs
B YCJIOBUAX IU(poBOK 3koHOMUKH : yueOHHK / B. II. Eropos, A. B. CiunbkoB. — Uzn. 3-e. —
Canxkr-IlerepOypr [u ap.] : Jlans, 2022. — 369 c. (bubnuoreka {oul'Y).

2. YuebHO-MeTOIUYecKoe MOoco0ue IO MPOXOXKIACHHUIO TPAKTUK JUISL CTYACHTOB
HanpasyieHus: NoAroToBku 46.04.02 JokyMEHTOBEJEHUE U apXUBOBEAEHUE [DIIEKTPOHHBIN
pecypc] / DenmepanbHOE TOCYIApCTBEHHOE OIOJDKETHOE OO0pa30BaTENbHOE YUPEKICHUE
BbIcIIero oOpasoBanus "J{oHeUKul rocyapcTBeHHbIH yHUBepcUTeT", DaKkynbTeT MaTeMaTUKU
u nHpopManMoHHBIX TexHosoruil ; coctasurenu: H. III. ITonomapenko, H. E. Mammenko. —
Hownerk : loul'Y, 2025. — DnexrpoHHble TekcToBbIe qaHHbIE (1 ¢aiin). (bubmuoreka Joul'Y).

3. LludpoBbie TEXHOIOTUH U PECYPChl YUPEXKIECHUH KyJIbTyphbl, apXUBOB U CIYXKO
JOKYMEHTAIMOHHOTO OOECIIEYeHHsI YIpaBICHUs KaK OOBEKT MCCIIEOBAHUN M MPOEKTHBIX
paspabotok / H. U. Konkosa, I'. ®@. Jleonunosa, E. H. Mansimesa [u ap.] ; mox penakuuei
M. JI. Cxkunop. — Kemeposo : KemI'IK, 2024. — 370 c¢. — ISBN 978-5-8154-0712-1. —
Texcr: onexTponHslii // Jlanb : 2nekTpoHHO-OMOMMOTeuHass cuctema. —  URL:
https://e.lanbook.com/book/484565 (mata obpamenus: 23.03.2026). — Pexxum noctyma: Juist
aBTopu3. noap3oBarenei. (COb ObC «Jlanby).

13.2. JlononmHuUTeNbHas ITUTEpaTypa

1. Taiinaps, E. B. MenemxMeHT B HHPOPMALIMOHHO-TOKYMEHTALIMOHHOM e TETbHOCTH
[DnexTpoHHBIH pecypc] : yueOHOoe mocoOue It CTyIEHTOB HarpasieHus: noArotoBku 46.03.02
JlokymeHToBeneHre Hu apxuBoBereHue 46.04.02 JlokymMeHTOBeNeHME M apXHWBOBeAEHUE /
E. B. T'aiinaps, E. A. Murpoxuna ; 'OV BIIO "/loHeukuil HaMOHAJIbHBIM YHHUBEPCUTET",
Kadenpa nndopmanmonnsix cucrem ynpasienus. — [onenxk : JJonHY, 2019. — DnexkrpoHHbie
TekcToBbie qaHHbIe (1 ¢aiin). (bubnuoreka JJoul'Y).
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2. Komnbiotepable  WHGOpPMAIMOHHBIE  TEXHOJOTMM B JIOKYMEHTAllMOHHOM
obecnieueHnn ympamieHus : ydeOHoe mocobue / E. 3. TlomoBa, A. M. Hazapenko,
O. JI. Jlunnuuxkas [u ap.]. — Munck : BI'Y, 2019. — 167 c. — ISBN 978-985-566-623-4. —
Texcr: onexkTponnsli// Jlanb : 31ekTpoHHO-OMOIMOTeuHass cuctema. —  URL:
https://e.lanbook.com/book/180431 (mata obpamenus: 23.03.2026). — Pexxum gocrtyma: Juist
aBTopu3. noap3oBarenei. (COb ObC «Jlanby).

3. KopobGeitnukoBa, K. B. Teopernueckue u mpaBoBble€ OCHOBBI JIOKYMEHTOBEICHUS U
apXuBOBeICHUsI [DNeKTpoHHBIH pecypc] : yueOHoe mocobue / K. B. KopoGeitnukosa,
4. B. ®unaroa ; I'OY BIIO "JloHeukuii HanuOHAIbHBIA yHHUBEpcUTET', DaKyJIbTeT
MaTeMaTUKH H WHPOPMALMOHHBIX TexHojorui, Kadenpa uHPOPMALMOHHBIX CHCTEM
ynpasneHus. — Jlonenk : JouHY, 2019. — DnexrpoHHbie TekcToBble naHubie (1 daiin).
(bubmuoreka J{oul'Y).

4. OCHOBBI METOJIOJIOTUN M METOJIbl HAyUHBIX MCCIEA0BaHUN [DJIEKTPOHHBIN pecypc] :
ydeOHOe TocoOue i CTYIEHTOB HampaBlieHUs MoAroToBku 46.04.02 JlokyMeHTOBEIECHUE U
apxusoBezienue / E. B. I'aiinaps, H. E. Mamenko, E. A. Mutpoxuna, H. II1. ITonomapeHko,
A.B. ®unaroa ; I'OY BIIO "JloHeuxuii HalMOHaIbHBIA yHHBEpcUTET', DaKyJIbTeT
MaTeMaTUKd H WHPOPMALMOHHBIX TexHojorui, Kadenpa uHOOPMALMOHHBIX CHCTEM
ynpasneHus. — Jonenk : JouHY, 2019. — DnexrpoHHbie TekcToBble naHubie (1 daiin).
(bubmuoreka J{oul'Y).

5. Ilonomapenko, H. 1III. CoBpemeHHble acmekThl LU(POBOM  IKOHOMHUKHU
[DnexTpoHHBIH pecype] : yueOnoe nocodue / H. 1. [Tonomapenko ; TOY BIIO "Jlonenkuit
HauuoHanbHBIN yHUBepcuTeT". — JJoneuk : JJonHY, 2019. — DnekTpoHHbIE TEKCTOBBIE JJAHHBIE
(1 ¢aiin). (bubmuoreka JJonl'Y).

14. ”THOOPMAIIMOHHBLIE PECYPCbI

1. Hayunast snexrponnas Oubnuoreka eLIBRARY.RU: caiit / HOb (00O). —
Mocksa, 2000- . — URL: https://elibrary.ru (nara obpamenus: 08.04.2026). — Pexxum goctyma:
JUIsl aBTOPU30B. I10JIb30BaTeeH. —TE€KCT: 3JIEKTPOHHBIM.

2. Hayunas snextponnass Oumbnmoreka «KubepJlenunka»: caiit / Accoumanus
«OTtkpbiTast Hayka». — Mocksa, 2014- . — URL: https://cyberleninka.ru/ (mara oOpareHus:
08.04.2026). — Pexum goctymna: cBOOOAHBIN. — TEKCT: 371€KTPOHHBIM.

3. Hamuonanenas mnoxammcka: cait / PIHHM. — Mocksa, 2020- . — URL:
https://podpiska.rcsi.science/ (mara oOpamenus: 08.04.2026). — Pexum pgoctyma: is
aBTOpU30B.10JIb30BaTeNnek JJoHI'Y. — TekcT: 351eKTpOHHBIN.

4. Hanumonanenas AJIEKTPOHHAS 6ubnuoreka (H3b): denepanbHast

rocyaapcTBeHHas HH(popmarmonHas cucrema / MunuctepctBo KynbTypsl P®; Poccuiickas
rocyaapcTBeHHas oubmaroreka. — Mocksa, 2019- . — URL: https://rusneb.ru/ (natra obpamienus:
08.04.2026). — Pexum goctymna: cBOOOAHBIN. — TEKCT: 371€KTPOHHBIM.

5. ObpaszoBarenbHas miarpopma HOpaiit: caiit. — Mocksa, 2013- . — URL:
https://urait.ru/library/svobodnyy-dostup/ (mara oGpamenus: 08.04.2026). — Pexum moctyma:
U3JaHus CBOOOIHOTO AOCTYIA, /Ul aBTOPH30B. MOJIb30BaTeNnel. — TeKcT: 3eKTPOHHBII.

6. OnextponHas 6ubnuoreka PI'b: pa3nen caiita / PI'b. — Teker: anekTpoHHBIH //
Poccuiickas rocy/apCTBEHHas! oubnmoreka: oumanbHBINA cair. —
https://Idiss.rsl.ru/electroniclibrary. — Pexum gocTyna: MOUCK CBOOOAHBIN, 3JIEKTPOHHBIC
JNOKyMeHThl — Bupryanbnsiii yntanbasiid 3a11 PI'b Ha reppuropuu Hb [TonlY.

7. OnexTpoHHO-0MOIMoTeuHas cucreMa Jlaub: caift / OBC Jlanb. — C.-IletepOypr,
2011- . — URL: https://e.lanbook.com (mata obpamenus: 08.04.2026). — Pexxum pnocryma:
m3nanusa CeTeBoil AMEKTPOHHON OMONMOTEKM, Ui aBTOPU30B. TMOjb3oBaTeseld. — TekcT:

3JIEKTPOHHBIN.


https://elibrary.ru/
https://cyberleninka.ru/
https://podpiska.rcsi.science/
https://rusneb.ru/
https://urait.ru/library/svobodnyy-dostup/
https://ldiss.rsl.ru/electroniclibrary
https://e.lanbook.com/

19

8. OnexTpoHHo-0ubnuoreuHas cucrema [JJonl'V: caiir / ®I'BOY BO «lon['Y». —
Honernk, 2016- . — URL: http://library.donnu.ru/ (mara obpamenus: 08.04.2026). — Pexum
JOCTYyTa: CBOOOAHBIN. — TEKCT: 37€KTPOHHBIM.

9. OnexTtpoHHslii katanmor Hayuwnoit Oubmuorexku [onl'Y: pasmen caiita / Hb
Houl'Y. — Tekcr: anexrponssiii // OBC Jlonl'Y: caiit. — URL: http://library.donnu.ru/catalog/
(mata oOpamenus: 08.04.2026). — Pexum 1ocTyma: TOUCK CBOOOAHBIM, 3JIEKTPOHHBIC
JIOKYMEHTBI — JU1s Tosib3oBatenei Jlonl'y.

10.  DOnextponnbiii apxuB Joul'Y: pasgen caiita / Hb [Honl'Y. — Tekcr:
anektpoHHblt // DOBC Joul'¥: caiit. — URL: http://repo.donnu.ru/ (mata oOparmieHus:
08.04.2026). — Pesxum goctyma: CBOOOTHBIN.

15. IIPO'PAMMHOE OBECIIEYEHUME

1. PEJ OC, Astra Linux (OEM).
2. OpenOffice, LibreOffice.


http://library.donnu.ru/
http://library.donnu.ru/catalog/
http://repo.donnu.ru/
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IIpumep opopmiieHHsSI TUTYJIBHOTO JUCTA
0TYEeTA 0 MPAKTHKE

MUHHUCTEPCTBO HAYKH U BLICHIEIO OBPA30BAHHUS
POCCUICKON ®EJEPALIU

OENEPAJIBHOE 'OCYAAPCTBEHHOE BIOJDKETHOE
OBPA3OBATEJIBHOE YUYPEX/IEHUE BBICIIEI'O ObPA3OBAHUSA
«JOHELKHNHU I'OCYAJAPCTBEHHBIM YHUBEPCUTET»
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B
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