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1. MACIHIOPT PABOYEM NPOT'PAMMBI IPAKTUKHA
1.1. O61acTh NPUMEHEHUsI IPOTrPAMMBI

[IporpamMma y4ueOHON NPAKTUKHU SIBISETCS YacTbIO MPOTPAMMBI MOJTOTOBKHU
cnenuanuctoB cpeaHero 3seHa (IIIICC3) ®I'AOY BO «Poccuiickuii yHUBEPCUTET
tpancnopta (PYT (MUUT)» mo crnenmamsbHOCTH CpemHero mpodecCHOHATBLHOTO
oOpazoBanust 46.02.01 JlokyMEHTaUMOHHOE OOECHEYEHHE YIPABICHHUS H
apXUBOBEJCHWE B 4YacTH OCBOEHHMS OCHOBHOIO BHJA Hpo(hecCHOHATBHOU
nesTenbHocTH OpraHu3anusi JTOKyMEHTAMOHHOIO OOECIEeYeHHUsl YIpaBJICHUS U
(YHKIIMOHUPOBAHUS OpPraHU3allMd M COOTBETCTBYIOLIUX MPO(PecCHOHAIBHBIX
KOMITETEHIINM.

1.2. Mecro mnpakTHKM B CTPYKTYpe OCHOBHOM NPO(eCcCHOHAIbHOM
00pa3oBaTeJbHOI MPOrPpaMMBbI

VYyebnas npaktuka [IM.01.01 HanpaBieHa Ha NpuUOOpPETEHHE CTYJIEHTAMHU
npo(eCCUOHATIBHBIX HAaBBIKOB M IEPBOHAUYAIBHOIO ONbITa B MPO(ECCHOHATBHOU
nesrenbHocT. DopMupoBaHHEe Yy OO0ydaromuxcs oOmMX U MpodhecCHOHAIBHBIX
KOMIIETEHIIMHM, TPHOOPETEHHE MPAKTUYECKOIO OIbITa, COOTBETCTBYIOIIEMY BHUIY
npodeccuonanbHol aestenbHocTy (BIT/): .

VYyeonas npaktuka [IM.01.01 npoBoaAUTCS KOHIIEHTPUPOBAHHO B KOJIMYECTBE
180 ywacoB mocne u3zydyeHuss YdeOHas IMpakTUKa MPOBOAMUTCS, B COOTBETCTBUU C
YTBEPKJICHHBIM YYEOHBIM IIJIAHOM, MOCJIE€ M3YYEHUN MEXIUCIUIUIMHAPHBIX KYPCOB
MIK) B pamkxax mpodeccuonamsHoro wmoxaynas [IM.01  Opranuzanus
JOKYMEHTAI[MOHHOTO  OOecrnedeHuss  ynopaBieHUs U (PYHKIMOHUPOBAHMS
OpraHu3allu:

M/JK.01.01. JokyMeHTallmOHHOE O0ECTICUCHUE YIIPABJICHUS

M/IK 01.02. I[IpaBoBo€ perynnpoBaHue yIpaBIEHYECKON AEATEIBHOCTH

MJIK 01.03. Opranusanus ceKpeTapcKkoro 00CiIy>KuBaHus
1.3. leau 1 32124 NPAKTHKH

Hensmu n 3a1ayaMu y4eOHOM MPAKTUKY SBIISIOTCS:

- OCBOEHUE BUJIOB JICSITEIILHOCTH;

- opMupoBaHue y 00yUarOIUXCsl MPAKTUYECKUX MTPOPECCHOHATTBHBIX YMEHUN
B pamkax wmoayined IIIICC3 CIIO mo OCHOBHBIM BHAAMHU JEATEIBHOCTH IS
ocBOeHHsS paboueil mpodeccun, oOydeHHE TPYAOBBIM TMpUEMaM, OIEpaIUsiIM H
crocobam BBIIIOJIHEHHUS TPYIAOBBIX IIPOLIECCOB, XapakTepHbIX  JJIS
COOTBETCTBYIOIICH Mpodeccuu U HEOOXOAUMBIX JJIsSI TOCIEAYIOIIETO OCBOCHUSI UMU
o01uX 1 Mpo¢eCCUOHANBHBIX KOMIETEHIIMH 1T0 U30paHHOM npodeccun.

C uenblo OBNIaJICHUs YKa3aHHBIM BUJOM JEATEILHOCTH U COOTBETCTBYIOIIMMHU
npoecCHOHaTbHBIMU  KOMIETEHIIMSAMUA CTYJIEHT B PE3yJbTaTe MPOXOXKICHUS
MPAKTHUKU B paMKax ocBoeHHs mpodeccuonansHoro moayist [IM.01 Opranuzanms



JOKYMEHTAaIlMOHHOTO  oOecreueHus:  ymnpaBieHuss ¢ (QyHKIUOHUPOBAHHUS

OpraHu3alNN:

HUMECT HpaKTI/I‘-ICCKI/Iﬁ OIIBIT:

OpraHu3aliid  JIOKYMEHTAallMOHHOTO  Oo0ecrne4yeHusi  ymnpaBlieHUs U
(GYHKIIMOHUPOBAHUS OPTaHU3AIUU

yMeeT

IMPUMCHATH HOPMATUBHBIC IIPABOBLIC dAKTHI B praBnquGCKoﬁ JACATCIIBHOCTH,

IMOATOTAaBJIMBATDH ITPOCKTHI YIIPABJICHYCCKHUX pemeHI/Iﬁ;

o0OpabaTeIBaTh BXOSIINE U UCXOJSIINE TOKYMEHTHI, CHCTEMaTU3UPOBATh HX,
COCTaBIISITh HOMEHKJIATYPY JeN U (POpMUPOBATH JTOKYMEHTHI B JIENa;

rOTOBUTb MW IIPOBOAUTHL COBCHIAHHA, AOCJIOBBIC BCTPCUHU, IIPHUCMbI U

IMPC3CHTAllNU,

3HaAcCT.

HOPMATHUBHBIC IIPABOBBLIC AKTLI B o0iacTu opraHnu3anunun ynpaBneH%CKoﬁ

JESITCIIbHOCTH;

OCHOBHBIE ITpaBUJIa XpaHEHUS U 3alIUThI CIY>KEOHON HHPOPMALIUH.

1.4. Ilnanupyembie pe3yabTaTbl 00y4eHHs PU MPOXO0KICHHUH MPAKTHKHA

Ilepeuenp  GopMHpyeMBIX  pe3yJbTaTOB  OCBOCHHUS  00pa30BaTEIIHLHOM

porpaMmbl (KOMITETEHIIMI) B pe3yJIbTaTe 00yUYEHUS MTPU MPOXOKIACHUN MPAKTUKU:

OK 04.

[IK 1.1.

IIK 1.2.

[IK 1.3.

[IK 1.4.

[IK 1.5.

[IK 1.6.

IIK 1.7.

IIK 1.8.

D¢ dexTuBHO B3aUMOJACHCTBOBaTL W paboTaTh B KOJUIGKTUBE U
KOMaH/I€;

OcyliecTBIATh MpUEM-TIepeaady yNpaBICHUYECKOW HHPOpMaUUUd ¢
MOMOIIBI0O  CPEJACTB HMH(POPMAIIMOHHBIX W  KOMMYHHMKAIIMOHHBIX
TEXHOJIOTHH;

KoopnunupoBaTe paboTy NpHEMHONW pPYKOBOAMUTENSA, 30H IMpHUeMa
PAa3JIMYHBIX KATETOPUM IOCETUTENIEN OpraHUu3aluy;

Bnaners HaBbIKaMM TJIAHUPOBAHUS pabOYEro BPEMEHU PYKOBOIUTENS
U CeKpeTaps;

OcymiecTBASATh MOATOTOBKY JETOBBIX MOE3/I0K PYKOBOJIUTEIS U APYTHUX
COTPYJHUKOB OpTraHU3alllH;

Bnanets ciocobamMu opraHuzamnuu padodero MpOCTPAHCTBA IPUEMHOMN
U KaOWHeTa PYKOBOIUTETIS;

OcyiecTBiasATh pabOTy MO MOATOTOBKE U MPOBEACHUIO KOH(DEPEHTHBIX
MEpOonpusTUiA, obOecneunBaTh HHGOPMAIIUOHHOE B3aUMOJICHCTBUE
PYKOBOJUTENSA C TOAPA3ACICHUSIMU M JOJDKHOCTHBIMU  JIUIIAMU
OpraHu3aIuu;

OdopmiiATh  OpraHU3alMOHHO-PACHIOPSIUTENbHBIE  JTOKYMEHTBl U
OpraHU30BbIBaTh PabOTy ¢ HUMHU, B TOM YHCIE€ C HCIOJIb30BaHUEM
aBTOMATU3UPOBAHHBIX CUCTEM,;

OdopmiiATh JOKYMEHTHI TIO JHYHOMY COCTAaBy M OpPraHU30BHIBATH



paboTy C HUMHU, B TOM YHUCJIE C UCIOJIb30BAHUEM aBTOMATU3HPOBAHHBIX
CUCTEM;

[1K 1.9. Opraamn3oBbIBaTh TEKyIllee XpaHEHNUE TOKYMEHTOB, 00paOOTKY I JJIs
ONEPATUBHOIO M APXUBHOT'O XPAHEHUS, B TOM YHUCJIE C UCIIOJIb30BaHUEM
aBTOMATU3UPOBAHHBIX CUCTEM.

1.5. TpeGoBanus K pe3y/ibTaTaM OCBOCHUS NMPAKTUKHU

B pesynbrate npoxoxkaeHuss yueOHOW mMpakTHKU B cooTBeTcTBUU ¢ PI'OC
CIIO cTyaeHT AOMKEH:

UMEET IPAKTUYECKUMN OTIBIT:

OpraHu3alid  JOKYMEHTAllMOHHOTO  OOecnedYeHuss  yhpaBleHUs U
(GYHKIIMOHUPOBAHUS OPTaHU3AIIUU

yMeeT

? TNPUMEHATh HOPMATHBHBIC TIPABOBBIE aKThl B  YIPaBICHYCCKOM
NeATEIIbHOCTH;

? IOATOTaBIMBAThH MIPOCKTHI YIIPABICHYECKUX PEIICHUN;

? 00pabaThIBaTh BXOJAIIME M HCXOMASIIME JOKYMEHTBI, CHCTEMATU3UPOBATH
WX, COCTaBJISITh HOMEHKJIATYPY J1e7 U (POpMHUPOBATH JOKYMEHTHI B JIEa;

? TOTOBUTH U TIPOBOJUTH COBEIIAHHUA, JEJIIOBbIE BCTPEYH, IPUEMBI U
IpE3CHTalUY;

3HAET:

? HOPMATHBHBIE MPABOBBIE aKThl B 00JIACTH OPTaHU3AIMM YIIPABICHUECKOM
NeATEIIbHOCTH;

? OCHOBHBIE MpaBUJIa XPAHCHUS U 3aIIUTHI CIYKeOHOU HHPOPMAIUH.



2. CTPYKTYPA U COAEP/KAHUE ITPAKTUKHN

2.1. O0beM NPAKTUKHU U BUbI Y4eOHOH padoThl

“ O6bem
Buna yueOHoii padoThl
4yacos
O06bem 00pa3oBaTeIbLHON MPOrPAMMBI 110 TUCITUILUIMHE 36
PaboTa oOy4Jarommxcsi BO B3aUMOCHCTBUH C TIPETOIaBaTeiieM 36
B TOM YHUCJIC:
VYyeOHas npakTUKa 36
[TpomesxyTounas arrecranus B popme qudQepeHInpoBaHHOTO 3a4eTa
2.2. TemaTu4ecKuil IJIaH
Haumenosanue
Ob6beMm
pa3aenoB/3TarnoB U Copepxanne paboT o0yyaronmxcs HACOB
TeM
1 2 3
Paznen MJIK.01.01 13
JoxymMeHTalMOHHOE
olecneyeHue
ynpaBJieHUs
Tema 1.1 Tema 1.1. Conepxanre yaeOHOTO MaTepHaa; 2
BBoaHoe 3ansTue. Opranu3zanys NpakTHKH, IPOBEICHNE OPTaHU3AIIHOHHOTO
VYcranoBouHas coOpanus. MHCTpyKTaX MO TEXHUKE O€30MaCHOCTH.
KOH(DepeHIIHsI. Brigaua mHAMBUIYATEHOTO 33JaHUsI. AHAIH3
JOJHKHOCTHBIX HHCTPYKIIMH CITCITUATTCTOB TIOIpa3IeTICHII
JOY.
Tema 1.2 Tema 1.2. Coneprkanne y4eOHOro MaTepuana: 3
Nzyuenue AHanu3 COOTBETCTBUS IOKYMEHTOB TPeOOBaHUSIM,
JTOKYMEHTAITIH MPEIBSABISEMBIM K COCTaBY OCHOBHBIX PEKBU3HTOB U MX
odopmIIeHHIO.
Tema 1.3 Tema 1.3. Coneprkanne y4eOHOro MaTepuana: 2
Nzyuenue u ananusz | CocraBnenue u ohopmieHre yHUPUITUPOBAHHBIX HOPM.
odopmiieHus (JInynoit kapTouku pabotHuka (popma Ne T-2), nuuHoit
JTIOKYMEHTOB. KapTOUYKH TroCylapcTBEeHHOTO ciyxariero (¢popma Ne T-
2I'C)m t.1.).
Tema 1.4 Tema 1.4. Coneprxanue yueOHOro MaTepuaa: 6
N3ydyeHne MeToIMKK | AHAJIA3 MPOIIETyPhI BEIAAYN JOKYMEHTOB M aPXHUBHBIX
paboThI KOIUHU. B COOTBETCTBUHU C TIOCTYMAOIIUMU
3anpocaMuCOCTaBJICHHE aJITOPUTMA PAOOTHI C
KOH(UIEHITMATLHBIMH TOKYMEHTAMHU
Pazgean MK 01.02. 17
IIpaBoBoe
peryJiapoBaHue
yIpaBJIeHYeCKOM
aedarejabHoCcTH - 18
yacoB (1/2 Hegesn)
Tema 2.1 Tema 1.1. Coneprxkanne y4eOHOr0 MaTepurana: 6

OcyecTBiieHne
oopmiieHnE
AOKYMCHTAaIlUN

3HAKOMCTBO CO CTPYKTYPHBIMH MOJPA3AEICHUIMHI

opranuzanuu 1o JIOY. CocraBieHue cXxeMbl U aHAJIN3
CIPYKTYPBI YUPEKIACHUS, OpraHU3aALHH, IIPEAIPHAITUS
MIPUMEHUTEITHFHO K KOHKPETHBIM yCIIOBUAM, 0003HAYHB




HaunmenoBanue

Ob6beMm
pa3ziesIoB/3TanoB 1 Copepxanrie paboT 00ydaronmxcs 4ACOB
TEM
1 2 3
MecTo noapazaenenus J0Y.
Tema 2.2 Tema 1.2. Coneprkanue ydeOHOro MaTepuaa: 6
JIOJKHOCTHBIE N3ydyeHne nOMKHOCTHBIX MHCTPYKIIMI paOOTHUKOB,
WHCTPYKIUU BEYIIUX JIEIOMPOU3BOJICTBO, CEKPETAPsl OpraHU3aIIH.
Tema 2.3 Tema 1.3. Conepxanrie yaeOHOTO MaTepHana; 5}
Texnonorus CocraBnenue rpaduka pabodero pacopsiaKa JHs
COCTaBJICHUS ceKpeTaps U pyKOBOJUTEIIS
rpaduka
Paznea MJIK 01.03. 6
Opranusanus
CeKpeTapcKoro
o0cayxuBaHus - 18
yacoB (1/2 nenenn)
Tema 3.1 Tema 1.1 Conepxanre yaeOHOTO MaTepHaa; 2
Opranuszanus Opranu3zanus nprueMa rnoceTuTenei, padboTsl o
paboThI cekpeTaps MOJITOTOBKE U TIPOBEJICHUIO COBEIIAHHH, AETOBBIX BCTpPEY,
MIPUEMOB U IIpe3eHTaluil B opranuzanuu.Benenue
Tese()OHHBIX TIEPETOBOPOB (perucTparus reiedoHorpamm
0 yCTaHOBIEHHOU (hopme)OnucaHne CuCTEMbI
JOKYMEHTAIH, TPUMEHIEMOI B OpraHU3allnu.
Tema 3.2 Tema 1.2. Copepxanue yueOHOT0O MaTepHana; 2
Pa6ora c CocraBieHre onycH Jell B OpraHu3aliy JUIs epeavu Ha
OpraHU3aIOHHO - apxuBHOe XpaHeHue. Opranuzanus paboTsl O
pacropsIUTEIHLHBIMI | PETUCTPAIIMH BXOISIIEH U UCXOIAIIECH JOKYMEHTAIIH
JOKYMEHTaMHU 3aI0JIHEHUE PETMCTPALIMOHHBIX JKYpPHAJIOB.
Ocy1ecTBieHHE KOHTPOJIS 3@ UCTIOJIHEHUEM JJOKYMEHTOB B
opraHu3zaiuu (BejeHue kaprodyek yuera). CocraBieHue
OpTaHU3aIMOHHO-PACTIOPSIUTENBHBIX JIOKYyMEHTOB
opraHu3anuu (IpUKa3oB, BHIIHCOK U3 PUKA30B,
MTOCTAHOBJICHHSI, PACTIOPSDKEHUSI U JIp.)
Tema 3.3 Temal.3 ConeprxaHue yueOHOro MaTepuaa: 2
aHayn3a cripaBoyHo- | CocTaBiieHuE aHau3a CIPaBOYHO-UH(OPMALMOHHON
MH(OPMAaIMOHHOM CHCTEMBI 110 JOKYMEHTaM OpraHu3aluu. YyacTie B
CUCTEMBI 110 pa3paboTke HHPOPMAMOHHO-CIIPABOYHON JOKYMEHTAITHH.
JOKYMEHTaM (aKTbI, IPOTOKOJBI, TOKIAIHBIE, CITY>KEOHBIE 3aITUCKU U
OpraHu3aIHH. np.).CocraBneHue pekoMeHalui 1o COBEPILIEHCTBOBAHHUIO
JOKYMEHTO000pOTa B OpraHU3alllu.
Bcero: 36

2.3. YpoBeHb 0cBOeHUsI: 3




3. YCJI0OBUSA PEAJIMBAIIUUA ITPAKTUKHA

3.1. TpeOboBaHusi K MaTePHAJIbHO-TEXHHYECCKOMY O0ecne4YeHHI/ K YCJIOBUIM
NpoBeeHNs MPAKTHKH

Peanmzanust mporpammbel  yueOHoi mnpaktuku [IM.01.01 mpeamomaraer
HaJIM4Ke y4eOHbIX KAOMHETOB: KOMIIBIOTEP, MapKepHast I0CKa, TPOECKTOP

O6opynoBanne KaOMHETOB U Y4€0HOI0 MOJIMIOHA:

3.2. UndopMmanmonHoe odecnevyeHne o0yueHmst

OcHOBHbBIE HCTOYHUKH:

Ne i/m bubnuorpaduueckoe onucanue

HNuTepHeT-pecypcesl




4. OHEHKA PE3YJIbTATOB

4.1. KOHTPOJIb 1 OIIEHKA PE3YJIbBTATOB OCBOEHUS IIPAKTUKH

B nepuon nmpoxoxkaeHus y4eOHOM MpakTUKH  OoOydarouiydecss BEAYT
JTIOKYMEHTAIUIO:

- OTYET MO MPAKTUKE;

- aTTECTAllMOHHBIN JIUCT;

- IHEBHUK O MPAKTHKE.

Tekylmui KOHTPOJb YCIHEBAEMOCTH M OLIEHKA PE3YJbTATOB MPOXOKICHUS
y4eOHOM MPaKTUKU OT CTPYKTYPHOI'O TMOApPA3JEiCHUsS W OpraHu3aIlid B IPOIEcCce
BBITIOJIHEHUSI CTYJACHTOM 3aJlaHUM, BBIMOJHEHUS IPAKTUUYECKUX IPOBEPOUYHBIX
pabor.

4.2. @ailjibl OLIEHOYHBIX CPEICTB
— VI1.01.01.docx



