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1. MACIHIOPT PABOYEM NPOT'PAMMBI IPAKTUKHA
1.1. O6s1acTh NPUMEHEHHUS] IPOTPAMMBI

[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 Npo(hecCHOHATBHOU
JESTENIbHOCTH BpinonHeHne paboT MO OAHOM WM HECKOJIbKUM IpOoQeccusMm
pabouMX, TOJKHOCTAM CIyXKaIlIuX
1.2. Mecro mNpakTHKM B CTPYKType OCHOBHOM NPO(eCCHOHAIBHOM
00pa3oBaTeJbHOI MPOrPaMMBbI

VYyebnas mnpaktuka [IM.03.03 nHanpaBieHa Ha NPUOOPETEHHE CTYJICHTAMHU
npo(heCCUOHATIBHBIX HAaBBIKOB M IEPBOHAYAIBHOIO ONbITa B MPO(ECCHOHATBHOU
nesTenbHocTH. DopMHUpoBaHUE Yy oOydaromuxcs oO0muX W NpodecCHOHATbHBIX
KOMIIETEHIIMM, TPHOOPETEHHE MPAKTUYECKOIO OIbITa, COOTBETCTBYIOUIEMY BHIY
npodeccuoHanbHoM aestenbHocTy (BIT/): .

VYyeonas npaktuka [IM.03.03 npoBoAUTCS KOHIIEHTPUPOBAHHO B KOJIMYECTBE
108 gacos.

1.3. leau 1 32124y NPAKTHKH

Lensamu u 3a1ayamMu y4eOHOM MPAKTUKU SBIISIOTCS:

- 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
nu30paHHoOM rpodeccum.

C 1uenblo OBlIaJICHUs YKa3aHHBIM BUIOM JESTEIBHOCTH U COOTBETCTBYIOLIUMU
npo(ecCHOHaTbHBIMU  KOMIETEHIIUSAMUA CTYJIEHT B PE3yJbTaTe MPOXOXKICHUS
NPaKTUKH B pamMKax ocBoeHus npodeccuonansHoro monaynus [IM.03 Beinonnenue
paboT MO OJTHONM WM HECKOJIBKUM MPOodeccusM padounx, TOJHBKHOCTSM CITYKaIUX

Ywmeer:

- IPUHUMATb, PETUCTPUPOBATDH, YUUTHIBATH MMOCTYNAIOUINE TOKYMEHTHI;

- IPOBEPSATH NPABMIBHOCTH 0(OPMIICHUS TOKYMEHTOB;

- BECTH KapTOTEKY yueTa MPOXOXKJICHUS TOKYMEHTaIbHBIX MAaTEPUAJIOB;

- CUCTEMAaTU3UPOBATh U XPAaHUTh JOKYMEHThI TEKYILIETO apXUBa;

- (opMHUpPOBaTh CIPaBOYHBIM amnmapaTr, 0OeCHeUYMBAIOIIUNA OBICTPBIM MOUCK
JOKYMEHTOB;



- OCyHICCTBJATH  OKCIICPTH3Y HAOKYMCHTOB, TOTOBUTbL MW IICPCAABATH

AOKYMCHTAJIbHBIC MAaTCPHAJIbl 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 TOKYMCHTHUPOBAHUA HH(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;

JOKYMCHTHUPOBAHHWSI W  JIOKYMEHTAIlMOHHOW  0OpaOOTKM  JOKYMEHTOB
KaHIIeNApUU (apXuBa).

1.4. IlnannpyemMsble pe3yabTaThbl 00y4eHHS NIPH NPOXO0KICHUM NPAKTHKH

Ilepeuenp  QopMHpyeMbIX  pe3yJbTaTOB  OCBOEHUS  00pa30BaTEIILHOM
MporpaMmbl (KOMIIETEHIIUM) B pe3yJibTaTe 00y4YEHUS MPU MPOXOKICHUHN MPAKTUKH:

OK 1.

OK 2.

OK 3.

OK 4.

OK'5.

OK 6.

OK 7.

OK 8.

OK 9.

IIK 3.1.

[IK 3.2.

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

Opranu3oBbIBaTh COOCTBEHHYIO J€ATEIbHOCTh, BBIOMPATH THUIIOBHIE
METOJbl M CHOCOOBI  BBINOJIHEHUS NPO(EeCcCUOHATIBHBIX  3ajad,
OLICHMBATh UX d(PPEKTUBHOCTH U KAUYECTBO.;

[IpyHUMAaTh perieHus] B CTaHJAPTHBIX U HECTAHJAPTHBIX CUTYaLMSIX U
HECTH 32 HUX OTBETCTBEHHOCTb.;

OcCylIecTBIATh MOUCK U UCIHOJIb30BaHUE MHPOPMALMH, HEOOXOAUMON
st 3(h(EKTUBHOTO  BBIMOJTHEHUS  NMPOGECCHOHANBHBIX  3ajad,
npo(hecCHOHABHOTO U JMYHOCTHOTO PA3BUTHSL.;

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

PaGoTtath B KOJUIEKTMBE M KOMaHJle, 3(PQPEeKTUBHO OOMATHCA C
KOJUIETaMH, PYKOBOJICTBOM, IOTPEOUTENSIMH.

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

CaMOCTOSAITENIbHO ~ ONpEAeNsATh  3afaud  Npo(decCHOHAIBLHOTO U
JUYHOCTHOTO DPAa3BUTHS, 3aHMMATbCS CaMOOOpPa30BaHHUEM, OCO3HAHHO
IJIAaHUPOBATH MOBBIIICHHE KBATU(UKAIIY.;

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

OdopMIIATE U PErUCTPUPOBATH OPraHU3ALMOHHO-PACHIOPSAAUTEIbHBIE
JIOKYMEHTBI, KOHTPOJUPOBATh CPOKH UX UCIIOJHEHUS;

OOpabatbIBaTh BXOJISIIINE U UCXOSIINE JOKYMEHTHI,
CUCTEMATU3UPOBAaTh  MX, COCTaBJIATbH HOMEHKIATypy [Jel U



(dbopMHpOBaTH JOKYMEHTHI B JIENA;

[IK 3.3. CamocrositenbHO  paboTaTh €  JAOKYMEHTAMH,  COJEp KallHMMH
KOHQUACHIMATBHYIO HUH()OPMAILINIO, B TOM YHCIE C JOKYMEHTaMH I10
JUYHOMY COCTaBY;

I1K 3.4. OcymiecTBasTh NOATOTOBKY JI€] K Iepeaaue Ha apXUBHOE XPaHEHHUE;

I1K 3.5. CocraBnsTh onucu Aeil, OCYIIECTBIATh NOATOTOBKY /1€ K Ieperadye B
apXUB OpraHU3alMH, TOCYIaPCTBEHHBIE 1 MYHUIUNAIbHBIE ApXUBBI;

[1IK 3.6. Bectu paboTy B cucTeMax 3JIE€KTPOHHOTO IOKYMEHTOO00pOTa;

[1IK 3.7. ObGecrnieunBaTh y4eT U COXPAaHHOCTh JOKYMEHTOB B apXUBE;

[1K 3.8. OcymecTBnsaTh MHGOPMAIMOHHYIO PabOTy MO OKyMEHTaM, B TOM
YHUCJE C UCIOJIb30BAHUEM OPITEXHUKH, MPOTPAMMHBIX CPEJCTB YYeTa,
XpaHEHUs U [TOMCKa;

[IK 3.9. [IppuruMare Mepbpl IO YIOPSAOYEHUIO COCTaBa JOKYMEHTOB H
UHPOPMAILIMOHHBIX  MOTOKOB, COKpPALLIEHUI0O HUX KOJUYECTBa U
ONTUMH3ALUU JOKYMEHTOIIOTOKOB;

[IK 3.10. IToaroraBnuBaTh JaHHbIE, HEOOXOAUMBIE JIJIl COCTABIICHUS CIPABOK Ha
OCHOBE CBEJICHHI, UMEIOIIMXCA B IOKYMEHTaX apXuBa.
1.5. TpeGoBaHus K pe3yibTaTaM OCBOCHUSA NMPAKTUKH

B pesynbrate mpoxoxaeHus yd4eOHOW TpakTUKH B cooTBeTcTBUU ¢ DI'OC
CIIO cTyneHT JoJKeH:

B pesynbrate mpoxoxkaeHuss yueOHOW MpakTHUKU B cooTBeTcTBUU ¢ DPI'OC
CIIO cTyneHT JoJKeH:

3HaTk:

* OCHOBHBIE TPUHLHUINBI W METOAbl OPraHU3alMUA TPOU3BOJCTBEHHOTO
nporecca.

. HopmatuBHbIie JOKYMEHTBI U CTaHJIapThl, peryJMpyromue
po¢heCCUOHANIBHYIO ACSTEILHOCTh B BRLIOpAHHOW 00J1aCTH.

* OCHOBHBIE TEXHOJIOTUU U 000PYA0BaHUE, UCIIOIb3YEMbIC B IIPOU3BOJICTBE.

YMeTh:

e IlpumeHsTH TEOPETHUYECKUE 3HAHUS HA TMPAKTUKE [JIs  PEIICHUS
MIPOU3BOJICTBEHHBIX 3a]1a4.

» O1ieHMBATh KaueCTBO BBITIOJHAEMBIX padOT U MPOIYKIIMA B COOTBETCTBUU C
YCTaHOBJICHHBIMH CTaHAapTaMHU.

* PaGorarr B komaHae, 3(p(EKTUBHO B3aWMOJICUCTBYS C KOJIJIEraMHd U
PYKOBOACTBOM.



2. CTPYKTYPA U COAEPKAHUE ITPAKTUKH

2.1. O0beM NPaKTUKHU U BUbI Y4eOHOH padoThI

= O6bem
Buna yueOHoii padoThl
4yacos
MakcumanbHasi yueOHast Harpy3ka (BCero) 36
OO6s3aTenbHas ayquTOpHAas yueOHast Harpy3ka (BCero) 36
B TOM YHUCJIC:
VYyeOHas nmpakTUKa 36
Wrorosas arrecranus B hopme nuddepeHmpoBaHHOTO 3a4eTa
2.2. TemaTu4ecKuil IJIaH
Haumenosanue
O6beM
pa3aenoB/3TanoB u Copepxanue paboT 00ydaroumxcs 4ACOB
TeM
1 2 3
Paznen Yueonas 36
npakTuka 03
Tema 1.1 Tema 1.1. | Conmepkanue yueOHOTO MaTepuaa: 9
BBoaHoe 3ansTue. Opranu3zanys NpakTHKH, IPOBEICHNE OPTaHU3AIIMOHHOTO
VYcranoBouHas coOpanus. MHCTpyKTaX MO TEXHUKE O0€30MaCHOCTH.
KOH(DepeHIIHsL. Brigaua unauBuayansHoro 3aaanus.. Opranusanus Tpyaa
IIPH BBITIOJIHEHUH pa0doT HA KOMITbIOTEpe. be3onacHocTh
TpyZa.
Tema 1.2 Tema 1.2. | Coaeprkanue yueOHOTO MaTepuaa: 9
N3zyuenue paboTsl ITpuem 1 06paboTKa BXOAAIMINX TOKYMEHTOB. [IpumepHbIit
JICIIOTIPOU3BOIUTENS | TIEPEUCHD IOKYMEHTOB, HE IO IICKAMUXPETUCTPAITUT
ciyx00i1 ToKyMeHTalnoHHoro yrpasieHus.[IpaBuna
3aIOTHCHUS, 0OPMIICHUSPEKBU3UTOB TPEOOBAHUS
OIlaHKaM.
Tema 1.3 Tema 1.3. | Coaeprxanue yueOHOTO MaTepuaa: 9
PaGora c [IpaBuna opopmieHHs OpraHU3aIMOHHO-
JOKyMEHTAIueH paciopsANTeNsHBIX JoKyMeHTOB.[IpaBuia opopmieHwHs
MH(OPMAIIMOHHO-CITPABOYHBIX IOKYMEHTOB;
Tema 1.4 Tema 1.4. | Comeprxanue yaeOHOTO MaTepuaa: 9
Nzydenue paboTsl Oo6mue npaBuia opopmIIeHUS CITY)KEOHBIX TOKYMEHTOB, IO
0 0 OPMIICHHIO JUIHOMY COCTaBY, YUETHBIX JIOKYMEHTOB apXUBa U
JOKYMEHTOB obecrnedeHrne COXPaHHOCTH IOKYMEHTOB
Bcero: 36

2.3. YpoBeHb 0cBOeHUsI: 3




3. YCJI0OBUSA PEAJIMBAIIUUA ITPAKTUKHA

3.1. TpeOoBaHusi K MAaTePHAJIbHO-TEXHHUYECCKOMY O0ecne4YeHHI/ K YCJIOBUIM
NPOBeJAeHNS MPAKTHKHA
Peanuzanus nporpamMmbl  y4eOHOM MpPaKTUKH TPEIIOaraeT MpOBEACHHE
PaKTUKKU Ha 0a3e MpeAnpusiTHs, C KOTOPOU 3aKIIOUYEH J0TOBOP.
MarepuanbHO-TEXHUYECKOE oOecrieueHue MPaKTUKH 00yCIIOBJICHO
MaTepUaTbHO-TEXHUYECKOM 0a30¥ mpeanpusaTus

O6GopynoBanne KaOMHETOB U Y4€0OHOI0 MOJIMIOHA:

3.2. UndopMannoHHoe odecneyeHne 00yueHust

OCHOBHBIE HCTOYHUKH

Ne i/m bubnuorpaduueckoe onucanue

1 Konun, H. M. IIpaBoBbie OCHOBBI YIIPaBJIEHUECKON NEATEIBHOCTH : yueOHOE Tocodue
JUTs cpeaHero npodeccnonanbHoro oopazoBanus / H. M. Konun, E. . MaTtopuna. —
Mockaa : M3garensctBo FOpaiit, 2022. — 139 c. — (IlpodeccuonansHoe
obpazoBanue). — ISBN 978-5-534-09852-5. — TekcT : 351eKTpOHHBIH //
OopazoBarenbHas miardpopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/492523

2 ['ocymapcTBeHHas: 1 MyHHIIMTIAIbHAS CITYk0a : Y4eOHUK M TPAKTUKYM JUISL CPETHETO
npodeccuonanbHoro oopazoanusi / E. B. Oxorckuii [u np.] ; mox obmieit penakuueit E.
B. Oxorckoro. — 2-e u3j., nepepad. u gon. — Mocksa : MU3natenscrBo FOpaiir, 2022.
— 409 c. — (ITpodeccuonansHoe odopazosanue). — ISBN 978-5-534-09619-4. —
Tekcr : anexTponHsiii / O6pa3oBarenbHas maatdopma FOpaitt [caiit]. — URL:
https://urait.ru/bcode/490078

3 5. I'aBpunos, M. B. MndopmaTika 1 nHGOpMaLlMOHHbBIE TEXHOJIOTUH : YUEOHHUK IS
By30B / M. B. I'aBpusos, B. A. KinumoB. — 5-e u3a., nepepad. u 1on. — Mocksa :
UsnarensctBo KOpaiit, 2023. — 355 ¢. — (Beiciee oopazoBanue). — ISBN 978-5-
534-15819-9. — TeKcT : 2IIeKTPOHHBIN

HNuTepHeT-pecypcenl




4. OHEHKA PE3YJIbTATOB

4.1. KOHTPOJIb 1 OIIEHKA PE3YJIbBTATOB OCBOEHUS IIPAKTUKH

B nepuon nmpoxoxkaeHus y4eOHOM MpaKTUKH  OOydaroniudecss BEAYT
JTIOKYMEHTAIUIO:

- OTYET MO MPAKTUKE;

- aTTECTAllMOHHBIN JIUCT;

- IHEBHUK O MPAKTHKE.

Tekylmui KOHTPOJb YCIHEBAEMOCTH M OLIEHKA PE3YJbTATOB MPOXOKICHUS
y4eOHOM MPaKTUKH OT CTPYKTYPHOI'O TMOApPA3JEICHUS W OpraHu3allid B IpoIecce
BBITIOJIHEHUSI CTYJACHTOM 3aJlaHUM, BBIMOJHEHUS IPAKTUUYECKUX IPOBEPOUYHBIX
pabor.

4.2. @ailjibl OLIEHOYHBIX CPEICTB
— VI1.03.0.docx



