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1. IACIIOPT PABOYEHM TPOI' PAMMBbBI TIPAKTUKHA
1.1. O6aacTh NpUMEHEeHHUs MPOTrPaMMbI

[Iporpamma y4eOHOI MpPAaKTUKU SIBJISETCA YACThIO MPOrpaMMbl MOArOTOBKH
cnenuanuctoB cpeaHero 3seHa (IIIICC3) ®I'AOY BO «Poccuiickuii yHUBEPCUTET
tpancnopta (PYT (MUUT)» mo crnenmamsbHOCTH CpemHero mpodecCHOHATBLHOTO
oOpazoBanust 46.02.01 JlokyMEHTaUMOHHOE OOECHEYEHHE YOPABICHUS H
apXUBOBEJACHWE B 4YacTH OCBOEHHMS OCHOBHOIO BHJA Hpo(hecCHOHATBHOU
JESTENIbHOCTH BpinonHeHne paboT MO OAHOM WM HECKOJIbKUM IpOoQeccusMm
pabouMX, TOJKHOCTAM CIyXKaIlIuX
1.2. MecT0 NPpPaKTMKM B CTPYKType OCHOBHOH npodeccHOHATbHOM
o0pa3oBaTeJbHON MPOrpaMMBbI

VYyebnas npakrtuka [IM.03.03 nHampaBieHa Ha TPUOOPETEHHE CTYICHTAMHU
npo(eCCUOHATBLHBIX HAaBBIKOB M IEPBOHAYAIBHOIO ONbITA B MPO(EeCCHOHATBLHOU
nesTenbHocTH. DopMHUpoBaHUE Yy oOydaromuxcs oO0muX W NpodecCHOHATbHBIX
KOMIIETEHIIMM, TPHOOPETEHHE MPAKTUYECKOIO OIbITa, COOTBETCTBYIOIIEMY BHUIY
npodeccruoHabHOM nestenbHocTH (BITJI): .

VYyeonas npaktuka [IM.03.03 npoBoAUTCS KOHIIEHTPUPOBAHHO B KOJIMYECTBE
108 yacoB nmocie uzyyeHus

1.3. e 1 3agauM NPAKTHKH

Lensamu u 3a1ayamMu y4eOHOM MPAKTUKU SBIISOTCS:

- OCBOEHUE BHUJOB JEATENBHOCTH; - (HOPMHPOBAHHE Yy OOy4YarOIIHUXCA
MpaKkTUYECKUX npodeccruoHanbHbIXx yMeHud B pamkax moxayieil IITICC3 CIIO mno
OCHOBHBIM BHJaM JEATEIbHOCTH MJII OCBOCHHUSI padoueil mpodeccuu, oOydeHHE
TPYAOBBIM IIpHUEMaM, OINEpalMUsIM U CocoOaM BBIMOIHEHUS TPYIOBBIX MPOIIECCOB,
XapaKkTepHBIX JJII  COOTBETCTBYIOWIEH Npodeccud U HEOOXOAUMBIX  JUIS
MOCJICTYIOIIETO OCBOCHUS UMM OOMIMX W MPO(EeCCHOHATBHBIX KOMIIETCHIIMM TI0
n30panHoM npodeccunu.

C uenblo OBIIaJICHUs YKa3aHHBIM BUIOM JESTEIBHOCTH U COOTBETCTBYIOLIUMU
MpO(QECCUOHAIBHBIMU  KOMIIETEHIUSMH CTYACHT B pe3yJibTaTe MPOXOKIACHUS
NPaKTUKH B pamMKax ocBoeHus npodeccuonansHoro monaynus [IM.03 Beinonnenue
paboT MO OJTHONM WM HECKOJIBKUM MPOodeccusM padounx, TOJHBKHOCTSM CITYKaIUX

Ywmeer:

- IPUHUMATb, PETUCTPUPOBATDH, YUUTHIBATH MMOCTYNAIOUINE TOKYMEHTHI;

- IPOBEPSTH NPABMIBHOCTH 0()OPMIICHUS TOKYMEHTOB;

- BECTH KapTOTEKY yueTa MPOXOXKJICHUS TOKYMEHTaIbHBIX MAaTEPUAJIOB;

- CUCTEMAaTU3UPOBATh U XPAHUTh TOKYMEHTHI TEKYILIETO apXUBa;

- (opMupoOBaTh CIPABOYHBLIN ammapar, 0O0eCIeYUBAONIUN OBICTPHIN MOUCK
JOKYMEHTOB;



- OCyHICCTBJATH  OKCIICPTH3Y HAOKYMCHTOB, TOTOBUTbL MW IICPCAABATH

JOKYMCHTAJIbHBIC MATCPHAJIbl HA XPAHCHHUC B apXUB,

3HACT:

- OCHOBHBIC ITOJIOKCHUA EI[HHOP'I FOCYI[apCTBeHHOﬁ CHCTCMBI

ACIIOIIPONU3BOACTRBA,

- BUJBI, (I)YHKHI/II/I JOKYMCHTOB, IIpaBWJIa UX COCTABJICHHUA U 0(1)OpMJIeHI/I$I;

- HOPAAOK DOKYMCHTHUPOBAHUA I/IH(i)OpMaHI/IOHHO-CHpaBO‘{HLIX MaTCpUaJIOB;

- [IpaBujia ACJIOBOT'O 9TUKETA U ICJIOBOI'O 06H.[€HI/I$I;

HUMECT HpaKTI/I‘-ICCKI/Iﬁ OIIBIT:

AOKYMCHTAIIMOHHOTI'O oOecrieueHu ACATCIIbHOCTHU OpraHu3alumn;

JOKYMEHTHUPOBAaHUS M  JOKYMEHTAallMOHHOW  00pabOTKH  JOKYMEHTOB

KaHIIEIAPUH (apXuBa).

1.4. Ilnanupyembie pe3yabTaTbl 00y4eHHs PU MPOXO0KICHHUH MPAKTHKHA

Ilepeuenp  QopMHpyeMbIX  pe3yJbTaTOB  OCBOEHUS  00pa30BaTEIILHOM

MporpamMmsl (KOMIIETEHIIMI) B pe3ysbTaTe 00y4eHHUs MPU TPOXOKIAECHUN TPAKTUKH:

OK 1.

OK 2.

OK 3.

OK 4.

OK'5.

OK 6.

OK 7.

OK 8.

OK 9.

[IK 3.1.

[ToHnMaTh CyIIHOCTh U COLMAJIBHYIO 3HAUMMOCTh CBOEW Oymyuiei
npodeccun, MposIBIATH K Hel yCTOWUYUBBIN UHTEPEC.;

Opranu3oBbIBaTh COOCTBEHHYIO JI€ATEIbHOCTb, BBIOMPATH THUIIOBBIE
METO/IbI M CLIOCOOBI BBHITIOJHEHUS TPO(eCcCHOHANIBHBIX 3a/1a4, OLIEHUBATh
uX 3QPEeKTUBHOCTh U KAYECTBO.;

[IpyHUMaTh perieHusl B CTaHJAPTHBIX U HECTAHJAPTHBIX CUTYaLMIX U
HECTH 32 HUX OTBETCTBEHHOCTb.;

OcCy1ecTBIATh MOUCK U MCHOJIb30BaHUE MHPOpMaluu, HEOOXOIUMOMN
st 3(h(EKTUBHOTO  BBIMOJTHEHUS  NMPOGECCHOHANBHBIX  3ajad,
npo(heCCHOHATILHOTO U JIMYHOCTHOTO PA3BUTHSL.;

Hcnonp3oBath MHGOPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTMU B
po(ecCUOHANBHOMN €SI TEIbHOCTH. ;

PaboTtath B KOMJIEKTMBE M KOMaHJe, 3()PEKTUBHO oOUIAThCA C
KOJUIETaMU, PYKOBOJCTBOM, IOTPEOUTENSIMH.

bpate Ha ce0si OTBETCTBEHHOCTh 3a pabOTy YJEHOB KOMAaH/IbI
(MOIYMHEHHBIX ), PE3YIbTAT BBIIOJHEHUS 33IaHUM. ;

CaMOCTOSATENIbHO ~ OMNpEeAeNsATh  3adaud  NpodecCHOHAIBHOTO U
JUYHOCTHOTO DPAa3BUTHS, 3aHMMATbCS CaMOOOpPa30BaHHUEM, OCO3HAHHO
IJIAaHUPOBATH MOBBIIICHHE KBATU(UKAIIY.;

OpueHTHpOBaTbCSI B YCIOBHUSAX YacTOM CMEHbI TEXHOJIOTMH B
podecCUOHaNBbHOM eI TeIbHOCTH. ;

OdopmiiITh U PErUCTPUPOBATH OPTraHU3ALUOHHO-PACTIOPSIUTEIbHBIC
JIOKYMEHTBI, KOHTPOJMPOBATh CPOKH UX UCIIOJHEHUS;



[1K 3.2. OGpabatsiBaTh BXOJISIIINE U UCXOAIIIE JTOKYMEHTBHI,
CHUCTEMAaTHU3UPOBATh UX, COCTABIISITH HOMEHKIIATYPY €T U POPMHUPOBATH
JIOKYMEHTHI B JI€N1a;

[IK 3.3. CamocTtosTenpbHO  paboTaTh C  JOKYMEHTaMH,  COJEepKallluMH
KOH(QUACHIMATIBHYIO HH(OPMALIMIO, B TOM YHCIE C JOKYMEHTaMH I10
JUYHOMY COCTaBY;

IIK 3.4. OcymecTBiATh MOATOTOBKY €I K Iepelaye Ha apXUBHOE XPAaHEHUE;

[1IK 3.5. CocraBisATh ONUCHU A€, OCYIIECTBISATh MOArOTOBKY JEN K Iepenaye B
apXuB OpraHu3aliu, rOCyJapCTBEHHbIE © MyHULIUIIAJIbHBIE APXUBBI;

[1IK 3.6. Bectu paboTy B cucTeMax 3JIE€KTPOHHOTO IOKYMEHTOO0O0pOTa;

[1K 3.7. OGecnieunBaTh y4€T U COXPAHHOCTh IOKYMEHTOB B apXHUBE;

[1K 3.8. OcymectBusath HHGOPMAIIMOHHYIO pa0OTy 110 TOKYMEHTaM, B TOM YHUCJIE
C HCIIOJB30BAHWEM OPITEXHHMKH, IPOTPAMMHBIX CpPEACTB y4eTa,
XPaHEHHUs U [TIOUCKA;

[IK 3.9. IlpyauMare Meppl MO YHOPSAOYEHHUIO COCTaBa JOKYMEHTOB H
MH()OPMAIIMOHHBIX IOTOKOB, COKpAIIEHUIO MX KOJHMYECTBA H
ONTUMM3ALUU JOKYMEHTOIIOTOKOB;

[IK 3.10. IToaroraBnuBaTh JaHHbIE, HEOOXOAUMBIE /ISl COCTABIIEHUS CIPABOK Ha
OCHOBE CBEJICHHI, NMEIOIIMXCA B IOKYMEHTaX apXUBa.
1.5. TpeGoBaHus K pe3yibTaTaM OCBOCHUSA NMPAKTUKH

B pe3ynbrare npoxoxaeHus yueoHoi npaktuku B cootBercTBrn ¢ I'OC CIIO
CTYJEHT JOJDKCH:



2. CTPYKTYPA U COAEP KAHUE ITPAKTUKH

2.1. O0beM NPAKTUKHU U BHABI Y4eOHO padoThI

O0bem
Bup yuye6Hoii padoTbi
Y P 4acoB
MaxkcumanbHas yaeOHas Harpyska (Bcero) 36
OO0s3aTenpHast ayIUTOpHAs yueOHasi Harpyska (Bcero) 36
B TOM YHCIIE:
YueOHast mpaKTHKa 36

Htorosas arrectaius B popme nudpepeHnpoBaHHOTO 3a4eTa

2.2. TemaTnuecKui mjiaH

2.3. YpoBeHb ocBoeHus: 3




3. YCJI0BUSA PEAJIMBALIUUA ITPAKTUKHA

3.1. TpeGoBanusi K MaTePHAIbLHO-TEXHHYECKOMY O0ecnedyeHn10/ K YCJIOBUAM
NpoBeeHNs MPAKTHKH

Peanuzanuss mporpaMmbl  MPOU3BOJICTBEHHOW MpakTUKU (1o  mpoduiito

CHCHH&HBHOCTI/I) npeamojiaract IpoBCACHUC IIPAKTHUKH Ha Oaze NpCaAnpuATuLd, C

KOTOPOM 3aKJIFOYEH JOTOBOP.

MarepuanbHO-TEXHUYECKOE oOecrieueHue IIPaKTUKH 00yCIIOBJICHO

MaTepUaTbHO-TEXHUYECKOM 0a30i mpeanpusaTus

ObopynoBanne kKa0MHETOB U Y4€0HOI0 MOJIMIOHA:

3.2. UndopMmanmonHoe odecnevyeHne 00yueHmst

OcHOBHbIE HCTOYHUKH:

Ne i/t

bubnnorpaduueckoe onucanue

Konun, H. M. IIpaBoBbie OCHOBBI YIIPaBJIEHYECKOH 1EATENBHOCTH : yueOHOE Imocooue
JUTsl cpeHero npodeccuoHanbHoro oopasosanus / H. M. Konun, E. . Maropuna. —
Mockga : M3narensctBo FOpaiit, 2022. — 139 c. — (IIpodeccuonanshoe
obpazoBanue). — ISBN 978-5-534-09852-5. — TekcT : 351eKTpOHHBIH //
O6pasoBarenbHas mwiatdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/492523

[locynapcTBeHHAsl 1 MyHHLIUTIATIbHAS CIY)K0a | y4eOHHUK U MPAKTUKYM JJISI CPETHETO
npodeccnonansHoro 0opazoBanus / E. B. Oxorckwii [u ap.] ; mox oOIe#t pepakiueit
E. B. Oxotckoro. — 2-e u3n., nepepad. u gon. — Mocksa : U3narensctBo FOpaiit,
2022. — 409 c. — (ITpoeccnonansuoe oopazoBanue). — ISBN 978-5-534-09619-4.
— Texkcr : snexTpoHHbIH // ObpazoBarenbHas miatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/490078

5. I'aBpunios, M. B. IndopmaTtuka u nHpOopMalMOHHbIE TEXHOJIOTUH : YUEOHUK IS
By30B / M. B. I'aBpuios, B. A. KnumoB. — 5-e u3z., nepepad. u gon. — Mockaa :
NznarensctBo FOpaiit, 2023. — 355 ¢. — (Boicmiee odpaszoBanue). — ISBN 978-5-
534-15819-9. — TeKcCT : AMeKTPOHHBIN

HNuTepHer-pecypcesnl



4. OHEHKA PE3YJIbTATOB

4.1. KOHTPOJIb 1 OIIEHKA PE3YJIBTATOB OCBOEHUS ITPAKTUKH

B nmepuon nmpoxoxkaeHus yd4eOHOM TpaKTUKH  OOydaronuecs BEAyT
JTIOKYMEHTAIUIO:

- OTYET MO MPAKTUKE;

- aTTECTAllMOHHBIN JIUCT;

- IHEBHUK O MPAKTHKE.

Tekylmui KOHTPOJb YCHEBAEMOCTH M OLIEHKA PE3YJIbTATOB MPOXOKICHUS
y4eOHOM MPaKTUKU OT CTPYKTYPHOI'O TOAPA3JCICHUS W OpraHU3aIliy B Ipoliecce
BBITIOJTHEHUS CTYICHTOM 3aJ[aHUM, BBITIOJIHECHUS MPAKTUYECKUX ITPOBEPOUYHBIX padoT.

4.2. @ailjibl OLEHOYHBIX CPEICTB



