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1. IMosicHUTeIbLHAA 3aMUCKA

1.1. Heab mNpakTHKH: U3YYEHHE BHIOBOIO COCTaBa CILyXKEOHBIX
JIOKYMEHTOB, UCIIOJIb3YEMbIX B JESITEILHOCTH KOHKPETHOW OpraHu3alluu, MOpsaKa
1 0cOOEHHOCTEW UX OopMIIEHHS, U3YUYEHHUE JIOKYMEHTOOOOpOTa U OpraHu3aluu
paboThl C JIOKYMEHTaMU: TMOpSJKA PErucTpaldu, KOHTPOJS HUCIOIHEHUS
JIOKYMEHTOB, OpraHU3alMid TEKYIIEro XpaHeHUsl TOKYMEHTOB, MOPsAKa Mepeaadn
WX B apXUB.

3aauu NpaKTUKN:

- W3Y4YUTh U MPOAHATIU3UPOBATH HOPMATHUBHO-IIPABOBBIE U HOPMATHUBHO-
METOJUYECKHE JTOKYMEHTHI, ONPECSIONINEe OPraHU3alui0 U TEXHOJOTHIO
JeJI0MPOU3BOCTBA (IOKYMEHTAIMOHHOTO o0ecneuenus ynpasienus (JOVY))
B opranu3auu’ (yCTaBbl, HOI0KEHUS, IPABUIIA, HHCTPYKLUM, PETTIAMEHTHI 1
T.IL.);

- COCTaBUTb IIPEACTABIECHUE O CUCTEME JIETIONIPOU3BOJICTBA TOM OpraHu3alliy, B
KOTOPOM OH MPOXOJUT IIPAKTUKY;

- O3HAaKOMHTBCS C COJICPKAHUEM KOHKPETHBIX JIE€JIONMPOU3BOJICTBEHHBIX Pa0OT
HEMOCPEICTBEHHO Ha pabo4yeM MECTE;

- TMOJYyYUTh HABBIKA pabOTHI C TOKYMEHTAMU Ha BCEX CTAJUAX UX JBUKEHUS
(nepBuyHas 00pabOTKa TOKYMEHTOB B 3KCIIEIUIINH, padoTa ¢ TOKYMEHTaMU B
KAHIEISPUU, PETUCTpalMsi, KOHTPOJIb, HWCIOJHEHHE JIOKYMEHTOB B
CTPYKTYPHBIX MOJpa3/CIICHUSIX, WX OTIpaBKa, OpraHU3allus XpaHEHUs,
MOATOTOBKA JOKYMEHTOB K C/1au€ B apXUB H T.1.);

- 3adukcupoBaTh B  JHEBHHUKE TMOJYYEHHBIE CBEJACHUS W PE3YJIbTAThI
BBITIOJTHEHHOHN pabOTHI;

- TNOATrOTOBHUTH OTUET, 0OOOIIAIOIINI MOJTYUYECHHbIC 3HAHUS U MPAKTUYECKUE

HAaBBIKH.

!B nporpamme TepmuH "opranusanus” HCMIONB3YETCS Kak 06000, MPAaKTHKA MOMKET MPOXOJIUTE B
YUpEXICHNH, IPEANPUSITHH, PUpMeE, KOMIaHUH U JIp.
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1.2 TIpakTuka 1o noJy4eHUI0 NEPBUYHBIX TPOPECCUOHATBHBIX YMEHUHN U HaBBIKOB,
B TOM 4YHCIIC INCPBHYHBIX YMGHI/Iﬁ 1 HAaBBIKOB Hay‘IHO-I/ICCJIe,B;OBaTeJIBCKOﬁ
nesrenbHocTy (JlokymMeHTOBeIeH E)
1.3 Crioco6sl, GopMBI U MECTa IPOBEACHUS TPAKTUKH
CnocoObl TpoBeieHUS TPAKTUKK: CTAllMOHAPHAS, BbI€3IHAS.
CranuoHapHasi IpakTUKa MPOBOJUTCS B CTPYKTYPHBIX noapasaeneHusx PITY
WJIU B PO UIILHBIX OPTaHU3alUIX, PACTIOIOAKEHHBIX HA TEPPUTOPUU I'. MOCKBBI.
Brie3qnas npakTuka MPOBOAUTCA B MPO(UIBHBIX OpPraHU3ALUSX Pa3IAYHBIX
pernoHoB Poccuiickoit @enepann.
K mnoapaznenenusim PITY, B KOTOpBIX NPOBOAUTCS NPAKTUKA CTYAECHTOB
OTHOCSITCSI: YTpaBlieHUE JeilamMu, YTNpaBieHUE KaJIpoB, JE€KaHATHI U Kadeapbl
¢dakynpTeTa.

ConepxaHue NPaKTUKU MO MOTYYSHUIO EPBUYHBIX TPOPECCUOHATBHBIX
YMEHHM U HAaBBIKOB (JIOKYMEHTOBEJEHUE) OIpeaeseTcs MpOrpaMmMon
MPaKTUKH, BKJIIOYAIONIE B ce0si OCHOBHBIE pa3lielbl MPOTPaMMbl KypCOB
«JlokyMeHToBeneHue» M «OpraHu3anus U TEXHOJOTHUS JOKYMEHTAlMOHHOTO
obOecnieueHust ynpasiaeHus». CTyJIeHT OJDKEH 3HATh MpaBWiia COCTABJICHUS U
opopMIICHUSI  YNPABJICHYECKUX  JOKYMEHTOB, TpeOOBaHUsS,  KOTOpbIE
NPEABSABIAIOTCA K JOKYMEHTOOOOPOTY B OpraHu3allud, STanbl JABUKEHUS
JOKYMEHTOB U HX OCOOEHHOCTH. TakuM oOpa3oM, K Hadally MPOXOXKJICHUS
MPAaKTUKUW CTYJACHT [JIOJOKEH 3HaTh M YMETh [MPABUIBHO NPUMEHSTH
3aKOHOJATEbHBIE U HOPMATUBHO-METOJMYECKHE JIOKYMEHThI B 00JIacTH
JOKYMEHTAIIMOHHOTO obOecrieueHust ynpasieHus. HeoOxoaumMo Tak ke UMETh
MPEJICTABJICHHE O BUJAOBOM COCTABE YIPABICHUYECKUX JTOKYMEHTOB, KOTOPBIE
CO3JIAI0TCSl B JIEATENIBHOCTH JIOOBIX OpraHu3aluii U OCOOEHHOCTH UX
coctaBneHus. CTyJIeHTy clielyeT BiaJeTh HEOOXOAUMBIMU HaBbIKaMH B paboTe
C pa3nuuHoi HHGOPMAIIUEl, TOCTYNAIOEN U3 pa3IMYHBIX HCTOUHUKOB, a TAKKE
0a30BBIMU HaBbIKaMH pabOThI HA KOMITBIOTEPE.

Bo Bpewmsi npakTUKH CTYJIEHTHl padOTalOT B CIy>K0ax JOKYMEHTAallMOHHOTO

oOecrieueHusl ymnpaBiieHUs (yIOpaBICHUM JEJNaMU, KaHIUEISpUU, OOIIeM OTJere,
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CEKpeTapuare) u B APYTrux CTPYKTYPHBIX MOJIPA3ICICHUIX, BHITOTHSIIONINX TaHHbIC
(yHKIIUHU, B TOCY/IapCTBEHHBIX U HETOCYAapPCTBEHHBIX OpraHU3aIUsIX.

Tak:ke cTyZieHTaM MOXET ObITh TPEAOCTABIECHA BO3MOKHOCTD IMTPOXOXKCHUS
MPaKTUKU B aJMUHUCTPATUBHBIX U (YHKIIMOHAIBHBIX moApazaeneHusx PITY. B
ATOM cllydae, AaThl MPOXOXKACHUS MPAKTUKU MOTYT CIABHUraThCsl (B TOM YHUCJE HA
KaHUKYJsIpHOE Bpemsi) ¢ 0hOpMIICHHEM JIaHHOTO MEpPeHOCa MPUKA30M PEKTopa
PITY.

[IpakTHKa CTyA€HTOB pacCuMTaHa HA 2 HENEJIU, W3 KOTOPBIX OJWH JECHb
OTBOJMTCS Ha 00Il[ee 3HAKOMCTBO C YUPEXKIACHUEM, JIBA 3aKIIOUUTEIbHBIX THA -
OCTaJIbHBIE -

Ha COCTaBJICHHUC CTYACHTAMHU OTYCTOB, Ha CaMOCTOATCIIbHYIO

MPAKTUYECKYIO padoTy.
1.4. Bun (Buzbl) npodeccCHOHAIbHON JEATebHOCTH
[IpakTrka oprieHTHpOBAHA HA CIEAYIOIINE BUJIBI MPOPECCUOHATLHOM IEATETbHOCTH:

-OpFaHI/BaI_II/IOHHO-ynpaBHeH‘IGCKOf/'I,

-IIPOEKTHOM.

1.5.1Inanupyemsbie pe3ynbTaTsl 00yUeHHUs IPU MPOXOKIACHUHU MPAKTUKH, COOTHECEHHBIE C
IUTAHUPYEMBIMU pE3yJIbTaTaMHU OCBOCHHS 00pa30BaTEIbHOM POTPaMMBbl:

U Cpe/icTBA (PU3NUECKOM KYJIbTYpHI
JUTSL 00ecTieueHns MOJTHOLIEHHOM
COLMAJILHON U MPO(hecCHOHAIbHON
JeSATeIbHOCTH

Koasbr Copep:xanue KOMIETEHIUH Ilepeyens MIAHUPYEMBIX Pe3yJbTATOB

KOMIeTeHIuu’ MPOXO0KIeHUS MPAKTUKH
Obuekynomypnole / ynugepcanpHole KOMnemeHyuu

OK-8 CriocoOHOCTh UCTIONTL30BATh METOBI | 3HATH:

-OCHOBHBIC MIPABUJIA MO ICPKAHHS
¢uznueckoit GopMbl U 310POBHA

YMmers:

-MCIIOJIb30BaTh MOJYYCHHbIE 3HAHUS
B 00acTH (pu3nyecKoi KyJIbTypsl Ha
MIPAaKTUKE

Bnaners:
-OCHOBHBIMH METOJaMU U
cpeacTBaMu GU3NYECKON KYIBTYPBI

2 Kogpl KOMI'IeTeHLMﬁ B T36n|/|u,e AOOJKHbI COOTBETCTBOBATb KOAAM, YKa3aHHbIM ONA OaHHOM NPakTuKn B y‘-{eGHOM

nnaHe; opMynMpPOBKM KOMMETEHLMIA JOMKHbI cooTBeTcTBOBaThL PrOC BO.




OK-9

I'0TOBHOCTH II0JIb30BAThCS
OCHOBHBIMHM METOJIaMHU 3aIlUThI
MPOU3BOACTBEHHOI'0 IIEpCOHAA U
HaCEJICHHUS OT BO3MOKHBIX
MOCIIEACTBHI aBapuii, kKatacTpod,
CTUXUMHBIX O€NCTBUI

3HaTh:

-OCHOBBI TPAXIAHCKON U
TEXHOIeHHOU 0€30MacHOCTHU
YMmeTs:

-HCTIOJTH30BATh MMOJTYYCHHBIC 3HAHUS
B 00JIaCTH IPpa)T1aHCKOM
0€30MacHOCTH Ha MPaKTHKe
Bnanets:

-OCHOBHBIMH METOJIaMH 3aIlUThI OT
BO3MOXXHBIX aBapui, KaTacTpod u
CTUXUIHBIX OE€ICTBUNI U
MHHUMH3ALNUH MX IIOCIEACTBUI

Obwenpogheccuonanvrovle Kom

nemenyuu

OIIK-1

CITOCOOHOCTBHIO HCITOJIB30BaTh TCOPCTUYCCKHUC

3HaHUA U METOAbI UCCIICJOBAHUA HA ITPAKTUKE

3HaTh: OCHOBHEIC MCTOABI W CPCACTBA
MPOBCACHUSA TCOPCTUICCKUX I/ICCJ'ICHOBaHI/Iﬁ

YMersb: MIPUMEHSTh MOy YCHHEIC
TEOPETUYECKUE 3HAHUS JJIsl pEelIeHUs 3ajad
POoeCCHOHATBHOM e TETFHOCTH

Brnanets: HaBBIKAMU MIPOBEACHUS
TEOPETUUYECKHX HCCIENOBaHUNA B paMKax
00pazoBaTeN-HOTO Tpoliecca U JalbHEHIeH
IpodeCCHOHAIBEHOHN JISSITENEHOCTH

IIpodeccuoHaibHbIe KOMIIETEHIIUH

Bua gesaTesbHOCTH

IK-1

CriocoOHOCTh IPUMEHSTh HAay4YHbIE
METO/BI IPH UCCIIEJOBAHUN OOBEKTOB
npoeCCUOHATBHOMN 1eATEIbHOCTH

3HaTh:

-OCHOBHBIE METO/Ibl HAYYHOI'O
HCCIIEIOBAHUS B IOKYMEHTOBEICHUHU
YMers:

-IPUMEHSTh HayYHbIE METOBI B
HCCIIEIOBAHUSAX UCTOPUU PA3BUTHS
JOKYMEHTOBEYECKOU MBICIIH
Bnaners:

-HaBBIKAMH PabOTHI C HAYIHOU
JIATEPATYPOM U UCIIOIB30BAHUS
3JIEKTPOHHBIX PECYPCOB B
HCCIIEIOBAHUSAX UCTOPUU PA3BUTHS
JIOKYMEHTOBEYECKON MBICIIH

I1K-2

Bnagenne ocHoBamMu
nH(OPMAIIMOHHO-aHATU TUIECKOU
JEATENLHOCTHA U CIIOCOOHOCTBIO
MPUMEHSITh UX B MPOPECCHOHATHHON

chepe

3HaTh:

-001acTh cBoei MpodeccuoHaNbHOM
NesTeTbHOCTH;

YMers:

-ONpeeNsATh BUJIBI
npoeCCUOHATLHOMN 1eATEIbHOCTH;
Bnagers:

-OCHOBaMH JIOKYMEHTOBEYECKOM
TEPMUHOJIOTHH.

I1K-4

CrnocoOHOCTh CAaMOCTOSITENTEHO
paboTath ¢ pa3InIHbIMH
UCTOYHHKAMHU HH(POPMALIUH

3HaTh:

-OCHOBHBIE TIPABOBBIC AKTHI U
METOJIMYECKUE IOKYMEHTHI B cpepe
J0Y

YMeTs:




-IIPUMEHSTH MTOJYUYECHHYIO U3
Pa3IMYHBIX HCTOYHUKOB
nH(GOPMALIUIO [Tl pEIICHUS 33124
npodecCHoHABLHOM eI TETbHOCTH

Bnagers:

-HaBbIKaMH paOOThI U aHATN3a
Pa3IUYHBIX BUIOB UCTOYHUKOB
uHpopManuu

I1K-7

CrniocobHOCTB
OLIEHUBATh UCTOPHIO U COBPEMEHHOE
COCTOSIHUE 3apyOeKHOTO OMbITa
yIpaBIECHUS JOKYMEHTaMU U
opraHm3alu UX XpaHCHUS

3HaTh:

-MCTOYHUKH U JIUTEPATYpYy,
OCBEILAIOIINE UCTOPUIO U
COBPEMEHHOE COCTOSIHUE
3apy0eKHOTO OMBITA YIIPABICHUS
JOKyMEHTaMU U OpraHU3alNKU X
XpaHECHMUS;

YMeTs:

-OLICHUBATh UCTOPHIO U
COBPEMEHHOE COCTOSIHUE
3apy0eKHOTO OMBITA YIIPABICHUS
JOKyMEHTaMU U OpraHU3alNKU X
XpaHECHMUS;

Bnanets:

-METOJIOM aHaIN3a UCTOPUU U
COBPEMEHHOT'O COCTOSTHUS
3apy0eKHOTO OMBITA YIIPABICHUS
JIOKyMEHTaMU U OpraHU3alNKU X
XpaHEeHUs

I1K-35

3HaHue TpeOOBaHUHN K OpraHU3aIuu
CEKPETapCKOTO OOCITYKUBAHUS

3HAaTh:
-TpebOBaHUs K OpraHU3aIuN
CEKPETApCKOT0 OOCITYKUBAHUS;

YMeTs:

-OCYIICCTBIIATh JCSITSIBHOCTD IO
OpraHU3aIMOHHO-
MHPOPMALIMOHHOMY U
JOKYMEHTAIMOHHOMY 00€CIICeYCHHIO
JESITeIIbHOCTH PYKOBOIUTEIIS,

Bnagers:

-HaBbIKAMH OpPTraHU3aLUU U
IIPOBEACHUS MEPOIIPUSATUH,
CBA3aHHBIX C JEATEIbHOCTBIO
PYKOBOAMTEIIS

1.6. MecTo npakTHKH B CTPYKType 00pa3oBaTesIbHOI MPpOrpaMmbl

HpaKTI/IKa [0 TMOJYUYCHHIO MNCPBUYHBIX HpO(i)eCCI/IOHaJILHI)IX yMeHI/Iﬁ W HaBBIKOB, B TOM 4YHCJIC

TIEPBUYHBIX YMEHHH 51 HaBBIKOB Hay‘IHO-HCCHEIIOBaTGHBCKOﬁ ACATCIIBHOCTHU

([lokymeHTOBEIeHNE) MPOBOUTCS IS CTYAEHTOB OakaiaBpuara, 00yqarouuxcs
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no HampasieHn0 46.03.02 «JlokyMEHTOBENEHHME UM apXMBOBEICHHE», B

YETBCPTOM CEMECTPEC U OTHOCHUTCSA K BapHaTHBHOﬁ 4aCTH IIPpOorpaMMmal.
[IpakThKa MO TONYYCHHIO TEPBHYHBIX NPOPECCHOHATIBHBIX YMEHHH W HaBBIKOB, B TOM YHCIIC

IIEPBUYHBIX YMEHHH 51 HaBBIKOB Hay‘lHO-HCCHeIIOBaTeHBCKOﬁ ACATCIIBHOCTHU
([lokymeHTOBe/IeHNE) SBISETCA COCTaBHOM YacThl0 Y4eOHOTO Ipolecca u
MPOBOAUTCS JJIsI 3aKPEIUICHUS U YTIIyOJIeHUsI TEOPETUUECKUX 3HAHUH 0 Kypcam
"lokymeHntoBenenune" wu «Opranuzanua texHosorus JOVY», wuszydenus
CTyJAEHTaMU OpraHu3aluu JETOMPOU3BOCTBA B COBpPEMEHHBIX
FOCYyJIapCTBEHHBIX M HErOCYyJapCTBEHHBIX OpPraHU3alUsAX U IOJYy4YEHUS
MePBUYHBIX TTPOhEeCCHOHATBHBIX HABBIKOB.

B pe3ynbTaTe mpoxoxkaeHus NpakTUKU GOPMUPYIOTCS 3HAHUS, YMEHUS U
BIIQJICHUSI, HEOOXOAMMBbIE [IJii HW3YYEHHS CIEAYIOINX JUCHUIUIMH U
MPOXOXKAEHUs MpakTuk: Meroauka panuonanuzaunu OV, Dxcneprusa

LEHHOCTHU JJOKYMEHTOB B J€I0NPOU3BoACcTBE, Opropoexktupoanue B JJOY.

.O0BeM NpaKTUKU

[IpakTka MO MOJTYYEHUIO MEPBUYHBIX MPO(HECCHOHAIBHBIX YMEHHI U HAaBBIKOB, B TOM

YHUCJIC IICPBUYHBIX y'MeHI/Iﬁ K HAaBbIKOB Hay‘IHO—HCCHeI[OBaTeHBCKOﬁ ACATCIIbHOCTHU

(HoxymenTtoBeaenue) mnpoxoautr B 4 cemectpe. OOmas TPyAOEMKOCTh IPAKTUKU

cocTaBiseT 3 3a4yeTHbie equHUIBI, 108 yacoB. JNIMTETBHOCTD NPAKTUKU — 2 KaJI€HIapHbIE

HEJIENN.

2. Cooeportcanue npakmuku

Ne | HammeHoBaHMe pa3fesia Copnepskanue u BUALI pagor’

L. O3HaKoOMHTENbHAS JIEKIUS Onpenenennie nenel M 3aiad NPaKTUKH, UCTOYHUKOB U JIUTEPATYpHI,
HEOOXOANMBIX ISl CAMOCTOSTEIILHOM paOOTHI M ITOATOTOBKH OTYETA.

2 Wnctpykraxk no  TexHuke | O3HaKOMJICHHE CTYACHTOB C MpaBWJIAMH BHYTPEHHErO pacHoOpsIKa,

0e30macHOCTU JIONTyCKa B TOMEIIEHUS CIyX0, MOXapHOH 0e30macHOCTH M APYTHMMH
periiaMeHTHPYIOIIMMH ~ paboTy ~ COTPYAHHUKOB  HMHCTPYKIHMSIMH
U TIOJI0KEHUSIMU.

I/I3y‘lCHI/Ie nucropuu, PyKOBOI[I/ITeJ'IL IMMPpAaKTUKKU OT OpraHu3alii MOKCET HPOBCCTHU
COBPCMCHHBIX 3a1a4, q)yHKHI/Iﬁ BCTYIIUTCIBHOC 3aHATUC CO CTYACHTAMH, LCJIbIO KOTOPOIO ABJIACTCA
1 CTPYKTYPBI YUPCIKIACHUS O3HAKOMIJICHHUC MNPAKTHKAHTOB C HCTOpHCﬁ, COBPCMCHHBIMU 3a/1a4aMU,

I/IBY‘JCHI/IG OPraHM3alMOHHBIX | HAIIPAaBJICHUAMU ACATCIBHOCTU U 0COOEHHOCTIMH JAOKYMCHTUPOBAHUA
JAOKYMCHTOB NPCATIPUATHUS praBJ’ICH‘IeCKOﬁ ACATCIBHOCTH  YUYPCIKICHUS. Ecm B apXuBe
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4. OpraHM3alM MMEEeTCsl NCTOpUYecKas crpaBka o (onmoobOpasoBarere,
OHa M3y4aeTcs CTyJJCHTaMH.

Jlanee cTyIEeHT NPUCTYNaeT K W3yYEHUIO OpraHU3alHOHHO-
MIPAaBOBBIX JOKYMEHTOB, PErJIaMEHTHUPYIONINX IOPUANYECKHH CcTaTyc
YUpexXICHNS, ero OpTaHU3aLMOHHO-TIPABOBYIO ¢dhopmy,
OpraHM3aLHOHHYIO CTPYKTYPY M HalpaBJICHUS JEIATEILHOCTH.

K TakuMm 1oxyMeHTaM OTHOCSTCSI:

e VYcraB (IIOJNOKEHNE) OPTaHU3AIH;

e [lonoxxeHns: 0 CTPYKTYPHBIX HOAPA3ICIICHUSX;

e JIOJDKHOCTHBIE HHCTPYKIUH COTPY/IHUKOBY;

e IllratHoe pacnucaHue.

[lo wroram wW3y4eHHs CTYAEHTHl JIOJDKHBI  coOpath
MH(OPMAIHIO 110 CIEAYIONIMM BOIIPOCaM:

e Jara CO3JaHus OpraHU3alny;

Ha3BaHUE OpraHHU3allUH;

LIeJIb CO3/1aHMs M (DYHKIMH OpTraHNu3aLiHN;
OpraHM3aIIOHHO-TIPaBOBas (hopmMa OpraHHu3aINH;
OpraHM3aIOHHAS CTPYKTYpa U TOPSI0K YIIPaBICHNUS;
COCTaB OpTaHM3alMOHHBIX JOKYMEHTOB OpPTraHHU3aIH;
CTENeHb OTPAXXCHUS B OPraHM3AIOHHBIX JIOKYMEHTax
TpeOOBaHMH K JOKYMEHTHPOBAHHMIO  YIPaBICHYECKOU
JeITENILHOCTH (TIOPSIO0K M3JaHus, TIOATUCAHNS, XPAaHEHHS);

B pesynbraTe cTyeHTHI rpad)MuecKy BBIYEPUUBAIOT CTPYKTYPY
OpTaHM3aLHH.

Bce coOpanHble naHHBIE CTYAEHTHI OG(OPMISIOT B BHJC
JTHEeBHUKOBBIX 3alucel, I/Je OTMEYaloT JaTy 3aliCH, HCTOYHHUK,
KOTOPBIM OHH IOJIb30BAJIMCh. OTH BBIMHCKH W3 OPraHW3allMOHHBIX
JIOKYMEHTOB CTYAEHTHI TPEACTABISIIOT PYKOBOAMTENIO IMPAKTHKH OT
opraHmzanuy, B Oeceie € KOTOPBIM OOCYXAAlOT —crenuduieckue
0COOCHHOCTH CTPYKTYPHI M PyKOBOJICTBA OpTraHHM3allUeH.

CoOpaHHbIE CBEACHHS CTYAEHT 3aTeM O(OpMIISIET B KauecTBE
TIEpBOH TJIaBBI OTYETA IO TPAKTHKE.

5. N3yuenue HOpPMaTHBHO- B TeueHne 3TOro BpeMEHU CTyIEHTHI BHUMATEIbHO H3Yy4arOT
METOJUUYECKUX AOKYMEHTOB IO | HOPMATUBHO-METOAUUYECKHUE JIOKYMEHTBI YUpEKACHUS,
JOVY u cucreMm NOKyMEHTalMH | PErfaMEHTHPYIOIIME  IIpaBWiIa  COCTaBICHHS W OQOPMIICHHS
OpraHu3anui, JIOKYMEHTOB, €CJIM Taku€ B OpraHM3allid HUMETcs. B dmcie stmx
Hzyuenne 0COOEHHOCTEH | IOKYMEHTOB MOTYT OBITh MHCTPYKIHH IO AEIONPOU3BOJCTBY (WU 10
odopmileHHsT yHIpaBieHYECKUX | paboTe C JOKyMEHTaMM), NpaBwia OQOpMIICHHS JJIOKYMEHTOB,

6. JIOKYMEHTOB perJIaMeHThl, CTaHJapThl OpraHW3allMd, TPHKA3bl (PACHOPSKECHUS) O
Amnanmu3 ONaHKOB JIOKyMEHTOB | HOPSJIKE CO3/IaHHS U COTTIACOBAHUS OT/IENIBHBIX BUIOB IOKYMEHTOB M TaK
YUPEXKICHUS Janee.

CryneHtaM  HEOOXOIMMO  O3HAKOMHTBCSI € CHCTEMaMu
JIOKyMEHTALIH, WCIOJIb3YEMbIMH B OPTaHW3alll, BBISBUTH OCHOBHBIC
BUABI W PAa3HOBHIAHOCTH  JOKYMEHTOB, IIPHUMEHSEMBIX IS
7. JOKYMEHTHPOBAaHUS  JEATEIbHOCTH OpraHu3alMd B  LEIOM H
CTPYKTYPHOTO MOpa3/IeeHNs, B KOTOPOM paboTaeT NpaKTHKAHT.
CocTaB TOKyMEHTOB CUCTEM JAOKYMEHTALUU, UCTIONb3YEMBIX B
JIESITENIBHOCTH  OPTaHM3aIlH, MOXKET BKIIOYATh YHH(HUIMPOBAHHBIC
¢dopmel U popMmbl, pazpaboTaHHBIE COTPYAHHUKAMHU OpTaHU3alNH.
IIpoBoxutcs JIETaIbHBII aHaIIn3 OpraHU3aIOHHO-
pacnopsaauTenbHON JOKYMEHTAUH 110 CIEYIOIUM FPyTIaM:
® OpraHM3alMOHHBIE  JOKYMEHTBI,  IPUMCHSIEMBIE B
YIPaBIEHYECKOHN eATETbHOCTH;

® paclnopsOUTENbHbIE JOKYMEHTBL, COCTaB JOJDKHOCTHBIX
T, WMEIOIIMX MPaBO HW3IAaHUS PacIOPSIUTEIbHBIX
JIOKYMEHTOB;

e BuIbl HH(OPMAIMOHHO-CIPAaBOYHBIX JOKYMEHTOB.

*CTye€HT BHUMATENIBHO u3y4aeT [lonoxeHne o CTpyKTYpHOM MOAPA3EICHUM U JOJKHOCTHBIE
MHCTPYKLUU TOTO NOApa3EIeHuUsI, B KOTOPOM OH IIPOXOJIHUT IIPAKTHUKY.
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CrymeHTaM  HEOOXOOMMO  HW3YYUTh  WHCTPYKIHIO  TIO
JICJIOTIPOU3BOJCTBY OPTaHW3allMd W BBIIBUTH, COONIOAIOTCS M €€
TpeOOBaHUS COTPYTHUKAMH OpraHm3anud. Ecu Takoi WHCTPYKIUH B
OpraHM3aliil HET, TO CTYICHTH aHATM3UPYIOT OpraHU3alHOHHO-
pacTopsIUTeIbHBIC TOKYMEHTEI Ha TIPEAMET COOIOICHUS TPeOOBAHMIMA
I'OCT P 7.0.97-2016 (u3yuaercsi odpopMIICHHE OKYMEHTOB, TO €CTb
HAJIMYHE BCEX HEOOXOUMBIX PEKBU3UTOB JIOKYMCHTOB).

Hanpumep, CTyAeHT BBIABISCT HAIWYHE  CICTYFOITUX
PEKBU3UTOB: 3arojOoBKa, HAWMCHOBAHWS BHIa JOKYMCHTA, JAaThl,
PETHUCTPAIIMIOHHOTO HHJICKCA, OTMETOK Ha IOKYMEHTE, a TaKXKe:

® TPaBWIHHOCTH aIPECOBAHMUS;

® TMOpPSANOK BHYTPECHHETO W  BHEIIHETO COTJIACOBAHUS

JIOKYMCHTOB;

®  TIOJITUCAHMSI,

®  YTBECPIKIICHUS.

BrisBisroTess BUIBI JOKYMEHTOB, HA KOTOPHIC B OpraHHU3aIid
CTaBUTCS T1€YATh.

HeoOxomuMo  Takke BBISIBHTH, HCIONB3YIOTCA JIH B
OopraHu3anuy OJaHKH JOKYMCHTOB, €CIH HWCIOJB3YIOTCSA, TO KakKue
(oOmuit O6maHK, ONAHK MUChMA, OJIAHK KOHKPETHOTO BUAA JTOKYMEHTA,
OJaHK OJHKHOCTHOTO Jwma W T.a.). OOpasipl ONaHKOB XKeJIaTeIhHO
MIPUJIOKUTE K OTYETY IO MIPAKTHUKE.

I[Momumo HamMuws ONAHKOB B JTHEBHUKE MPAKTUKH CTYACHTHI
(UKCUPYIOT COCTaB MPUMCHSIEMBIX JOKYMEHTOB, OTMCUAIOT HamOoee
pacTpoCTpaHEHHBIE B  MPAaKTUKE PAa0OTBI  yUPEKJCHUS  BHIBI
OpraHM3aIUOHHO-PACTIOPSIAUTEILHBIX JJOKYMEHTOB, 8 TAKXKE OTMEUAIOT,
rie 3aUKCHpPOBaHBI TPEOOBaHHWA K COCTaBICHHIO W O(OPMIICHHUIO
JTOKYMEHTOB OpTaHH3aIlHH.

HeoOxomuMo Takke HM3YYHTh TEXHHUYECKYIO OCHAIICHHOCTH
MPOIIECCOB JIOKYMEHTHPOBAHUS, 2 UMCHHO: ONPEICITUTh TEXHUICCKUC
MPOTPAaMMHEIC  CPEJICTBA,  WCIONB3YEMBIC  COTPYAHUKAMH IS
M3TOTOBIICHUST JOKYMCHTOB, CTCIICHb OCHAICHHOCTH Pa0OYMX MecT
COTPYIHHKOB KOMITBIOTEPAMH, OPITEXHUKOH M CPEJCTBAMH CBSI3U.

B nmceMeHHOM OTYeTe HEOOXOOUMO OTpa3uTh, Kakas
MporpamMMa UCIOIB3yETCs B OpraHU3aIlUH IS CO3/IaHuUs JOKYMECHTOB, €€
JIOCTOMHCTBA M HEJIOCTATKH.

W3zyuenne opranuzanuu paboTel
C IOKyMEHTaMH

B Teuenue 9-14 nHell cTyIeHTHI H3Y4alOT:

-JIOKyMEHTO000pOT OpraHn3alny;

-TIOPSIIOK  PETHCTPAllMd W TOCTPOEHHE HH(POPMAIIMOHHO-
ITOMCKOBOM CHUCTEMBI;

-TEXHOJIOTUIO KOHTPOJIS 32 CPOKAMH UCIIOIHEHUS JOKYMEHTOB;

-COCTABIICHHE HOMEHKIIATyphl A€,

-OpraHM3aldl0  TEKyIIEro  XpaHEHHs  JOKYMEHTOB B
CTPYKTYPHBIX HOJPA3ACIICHHUSIX OpraHU3alHu;

-OKCIIEPTU3y  LUEHHOCTM M  IPAKTHUYECKOW  LIEHHOCTH
JIOKYMEHTOB;

-IIOATOTOBKY U Iepeady JOKYMEHTOB B apXUB OPraHU3alHU.

CTyZneHTbl aHANU3UPYIOT JOKYMEHTOINOTOKM IO BHAAM
JOKYMEHTOB, II0 KOPPECHOHJEHTaM, [0 YPOBHSM HCIIOJIHEHMUS,
COCTaBIISIIOT ONEPOrpPaMMBbl JBMXKEHUS BXOZASIIECH, BHYTpEHHEH U
ucxopaumien  koppecnoHaeHuuu. CTyOeHTBl HM3y4alOT  CHCTEMY
MIEpBUYHON 0Opa0OTKM KOPPECIOHJICHIMH W TpaBWia OTIPABKH
HCXOAALIMX JOKYMEHTOB, AHAIU3UPYIOT MOPAJOK COINIACOBAHUS U
MIOJITACAHNUS JOKYMEHTOB, ITIPOCYUTHIBAIOT 00BEM JIOKYMEHTO000pOTa 3a
MPEIIIECTBYOLINI MECSIL.

CTyneHTBl H3y4aroT CUCTEMY pErHCTpalud JOKyMEHTOB B
YUPEXICHNH, 3HAKOMSATCS C PETHCTPALIMOHHBIME (hOPMAMU U TIOPSAKOM
nxX 3anoiHeHws. M3ydaioT cucremy uH(pOPMaNMOHHO-CIIPABOYHOM
pabotel. CTymeHTBI 3HAKOMATCS C OpraHW3alUed W TEXHOJOTHel
KOHTPOJISl MCIOJHEHUS JOKYMEHTOB B YUPEXKICHHH, AHAIH3HPYIOT
MEPEeYHH JOKYMEHTOB, MOMJIESKAIMX KOHTpos0. Jlemaercs BBIBOJ O
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BO3MOXXHOCTH OOBEIMHEHHSI PErHCTpPalvy, KOHTPOJII M CIIPaBOYHOM
paboTHI B €MHBIN TEXHOJIOTHYECKHI TPOIiecC.

CTyneHTHl  BBIBISIIOT W ONHUCHIBAIOT  CYIIECTBYIOLIYIO
MH()OPMaIMOHHO-TIONCKOBYIO cHucTeMy, Kak  TpaJulHOHHYIO
(KapTOoTEKH, MPUHIMIIEI 1 (OpPMHUPOBAHKE), TAK U ICKTPOHHYIO (0a3bI
JTAaHHBIX B KOMIIBIOTEPE).

CTyIeHTHI ONpEeeNsioT KauecTBO 0(hOPMIICHNSI HOMEHKJIATypBI
Jien, Hanmuuue HeoOxomuMmor uHdopmannu. CTyIeHTH H3Y4aioT
MPaKkTUKy  (QOPMHUPOBAaHMSA /€N, CaMOCTOSTENBHO  IPOU3BOJST
TPYIIIMPOBKY HCIOJHEHHBIX JIOKYMEHTOB B J€jla B COOTBETCTBHH C
HOMEHKJIaTypOH JIell.

CTyIeHTBl U3Y4aloT MPOLIECC MOJIOTOBKH e 3a ITPEAbLIyIIHe
TOABI IJIsl cAad B apXuB. IIpoBepsoTCs NpaBHIBLHOCTH O(QOPMIICHHS
nen, wux ¢opmupoBanus. Ilpm  HEOOXOOMMOCTH  CTYAEHTHI
MIO/JITOTaBJIMBAIOT BHYTPEHHUE OIMCH W JINCTHI-3aBEPUTENIH, HyMEPYIOT
ycThl. Ha HoATrOTOBIIEHHBIE K cAade /ieNa CTYAECHTHI COCTABIISIIOT OTIMCH
1 110 HUM IPOU3BOJAT CAAUy JeJl B APXHUB YUPEIKACHHS.

W3yunB  JOKyMEHTAIlMIOHHOE OOECIICUCHHWE  YIPaBIICHHS
OpraHM3alyH, CTYICHTHI JIEJal0T COOTBETCTBYIOIIHE 3aIIUCH B JJTHEBHHKE
1o wany nporpammsl (IIpunoxenue 1).

HOHFOTOBK& oTuéTa

@opMOli OTYETHOCTH IO pe3yNbTaTaM IPAKTUKH SIBISETCS
OTYET M XapaKTepPHCTHKA opraHu3anyu. OT4eT UMeeT TUTYJIBHBIHN JIMCT
(ITpunoxxenne 2), oriasieHHUE, BBEJCHHUE, IBE TJIABbI, 3aKIIOUCHHUE U
npuiokeHuns (He MeHee 10 nmpuioxeHui).

Pexomenytorcs cieyromnye pa3aeibl oT4eTa:

Bseoenue

I'nasa 1. [{oxymenmuposeanue desmenbHocmu Opeanu3ayuu

Inasa 2.Opeanuzayus pabomei ¢ 00KyMeHmamu

3axnrouenue

Bo BBenenun gaeTcs KpaTkasi XapaKTepUCTHKA OpraHU3alny, B
KOTOpOH CTYAEHTHI TPOXOMAT TPAKTHKY (YKa3bIBacTCsl Ha3BaHUE
OpraHM3alLyy, ee IOPUINUECKUN CTaTyC, OpraHu3alMOHHAas CTPYKTypa,
TIOPSIZIOK YIIPABJICHHUS M PYKOBOJICTBA, OTMEUACTCS TIPHHIMI TIPHHSTHS
YIpaBICHYECKUX pemeHni (KOJUIerHalbHBIN, €JUHOHAYANIBHBIN), a
TaKXKe JaeTcs OIMCaHHE W3YYCHHBIX HOPMATHBHBIX JOKyMEHTOB B
COOTBETCTBHUH C IIOCTABJIICHHBIMU B METOANYECKUX YKa3aHUIX 3aJadaMu.

B niepBom pazpnene oTyeTa HEOOXOIMMO MEPEUNCITHUTH!

- HopmaTtuBHO-MeToqMUYEeCKne JIOKyMEHTBI,
perilaMeHTHPYIOIIME MTPaBUiia CO3/1aHNs 1 0(hOPMIICHHS IOKYMEHTOB,

- CucreMbl TOKyMEHTalUH, 00pasyrompecs: B AEATEIbHOCTH
OpraHu3anuy (Ha3BaTh BUJIBI U PA3HOBUIHOCTH JIOKYMEHTOB JJIS KaXKIOH
CHCTEMBI).

IMonpo6uo OINHCaTh 0COOEHHOCTH oopmnenns
YIpaBIeHYECKNX JOKYMEHTOB, TIIpaBWwia O(QOPMIICHUS OTICIBHBIX
PEKBH3WTOB JIOKYMEHTOB (HaMMEHOBaHWE BHAA JIOKyMEHTa, [ara,
TOJITUCh, U T.J.).

[Ipoananu3upoBaTh ONaHKM JOKYMEHTOB (yKa3aTb BHIBI) U
OLICHUTH COOTBETCTBHE COCTaBa M PACIIOJIOKEHUS! PEKBU3UTOB OJIaHKa
YCTaHOBJICHHBIM TPEOOBAHMSIM.

Bo BropoM  pa3mene ordera «opraHuzanus paboOTH ¢
JIOKYyMEHTaMI» 3aTParuBalOTCs CIICAYIOIIIE BOPOCHL:

- Ilpuem u nepBuuHast 00pabOTKa TOKyMEHTOB,;

- Perncrpanust 1OKyMeHTOB;

- Opranu3zanyst KOHTPOJIS 32 HCIIOJIHEHNEM JIOKYMEHTOB;

- Opranuszanus TeKyIero XpaHeHus JOKyMEHTOB;

B 3axmodyeHNM NPHBOAMTCS WTOT M3YUYEHHUs] OpraHM3alud
JIETIONIPOU3BO/ICTBA U (POPMHPYIOTCS BBIBOJBI 110 MTPOJICIIAHHON padore.

B npusioskeHust K OTYETY JOJDKHBI OBITH BKJIIOYEHBI:

. CXeéMa OpraHM3alOHHON CTPYKTYpHI OpraHU3aLuu;
. CIMCOK HOPMAaTUBHO-METOAUYECKHAX JOKYMEHTOB OpraHU3aluy;
. 00pasipl  OpraHU3alMOHHO-PACTIOPSIUTENIBHBIX — JTIOKYMEHTOB

OpraHu3alum,
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. yHADUIMPOBaHHBIE (OPMBI IOKYMEHTOB;
. ONaHKM BceX BWAOB  OPTraHU3ALMOHHO-PACHOPSIUTEIBHBIX
JIOKYMEHTOB.

Xapakrepuctuka (Ilpunoxenue 3) cocrasisiercst Ha OnaHKe,
MOJIHUCHIBAETCS PYKOBOJUTENEM MPAKTHKH, 3aBEpsieTCA IEYaTblo U
00513aTEIBHO CIAeTCsl BMECTE C OTYETOM.

B xapakTepucTHKe MOJDKHBI OBITH M3JIOKEHBI HAOJIONCHHMS
PYKOBOAMTENS] TPAaKTUKKM O pabdoTe CTyAeHTa OT OpraHW3allvy,
IIPOSIBIICHHBIE UM JIEJIOBBIE KAYECTBA, €T0 HABBIKU U YMEHUSI, OTHOLLCHHE
K pabore. XapaKTepUCTHKA COJCP)KUT OLEHKY MPAKTHUKH 10 YEThIPEX-
OGanpHOW  cucrteMe  (OTJIMYHO,  XOpOIIO,  YJOBJIETBOPHUTEIHHO,

HeyﬂOBHeTBOpI/ITGHLHO) .

IIpomexxyTOUHBIH KOHTPOIb

3a4eT ¢ OICHKON

3.1. ®opMbl OTUETHOCTH

dopmaMu OTYETHOCTH IO MPAKTUKE ABISIFOTCS: OTIET 00YUAIOIIETOCS, XapaKTEPUCTHKA C
MeCTa MPOXO0XKACHUS MPAKTUKH, TPApUK IPOX0KICHHUS MPAKTUKN TPAKTUKH

3.2.Kpurepun BBICTABIEHUS OLEHKHU 110 IPAKTUKE’

Banasl/
IIxaxa ECTS

OueHnka 1o npakTuke

Kpurepuu oneHkH pe3yJbTaTOB NPAKTHKH

100-83/
AB

«OMAUYHOY/
«3aumeHo (omauyno)»/
«3aumenoy

BricraBnsiercss  oOydaromemycs, €ci XapakTepHCTHKa C MecTa
MPOXOXKICHUS IPAKTUKY COAEPIKUT BBICOKYIO MOJIOKUTENBHYIO OLEHKY,
OTUET BBINOJHEH B IIOJHOM COOTBETCTBHHM C MPEABSIBISIEMbIMU
TpeOOBaHMSAMM,  aHAJWTHYECKas  4YacTh  OTYETa  OTIIMYACTCS
KOMIUIEKCHBIM TOAXOJOM, KpPEaTUBHOCTBIO U HECTAaHAAPTHOCTBIO
MBIIIJICHUSI  CTYIEHTa, BBIBOJBI OOOCHOBAHBI M  ITOJKPEIUICHBI
3HAYUTEIBHBIM 00BEMOM (PAKTHUECKOTO MaTepHaa.

OOyuaromuiicss HMCYEPIBIBAIOIIE W JIOTHYECKH CTPOMHO H3jaraer
y4eOHBIi MaTepual, yYMEeT YBS3bIBATH TEOPHIO C IIPAKTHUKOH,
CHpaBIISIETCS C PEIEHHEM 3a/1a4 podecCHOHaIFHON HAalPaBICHHOCTH
BBICOKOTO YPOBHS CJIIO’KHOCTH, IPaBHJIBHO OOOCHOBBIBAET MPHHSATHIC
peleHus.

Kommerenimu, 3akpemnéHHble 3a NPaKTHKOH, CHOPMUPOBAHBI Ha
YPOBHE — «BBICOKHI.

82-68/

«xopowioy/
«3aumeHo (xopowo)y/
«3aUMeHo»

BricraBnsiercss  oOydaromemycs, €cii XapakTepHCTHKa C MecTa
MPOXOXKJICHHUS MPAKTUKU COJIEPHKHUT IOJOXKHUTEIBHYIO OLIEHKY, OTYET
BBINOJIHEH B LIEJIOM B COOTBETCTBHH C NTPEABSABISIEMBIMH TPEOOBAHUSIMHU
0e3 CyIIeCTBEHHBIX HETOYHOCTEH, BKIIIOUaeT (haKTHYECKUil MaTepHa,
COOpaHHBIN BO BpeMsI IPOXOXKICHUS TTPAKTHKHL..

OO0yuaromuiicst MPaBUIILHO IPUMEHSET TEOPETUIECKHE ITOJIOKECHUS TIPH
pELICHNH MPAKTUYECKUX 3a/1ad NMpodeccCHOHANBHON HaIlpaBIEHHOCTH
pPasHOTO YpPOBHS CJOXXHOCTH, BJaJeeT HEOOXOAWMBIMH JUIS 3TOTO
HaBBIKAMH ¥ IPUEMaMHL.

Komrmerenimu, 3akperuiéHHbIe 3a AUCHMIUIMHON, copMHpOBaHBI Ha
YPOBHE — «XOPOLLIUILY.

67-50/
D.E

«y0oe1emsopu-
menvHoY/
«3aumeno
(vOosenemsopu-
menvHo)»/
«3aUMeHo»

BricTaBnsercs 06yqa}0meMyc91, CCJIM  XApAKTCPUCTHUKA C MECTa
MMPOXOKACHUS TPAKTUKU COACPIKUT MOJIOKUTCIbHYIO OLICHKY, OTYET I10
O(l)OpMJ'IeHI/IIO n COACPIKAHUIO YaCTUYHO COOTBCTCTBYCT
CYHIECTBYOIIUM Tp€60BaHI/I$IMI/I, HO COACPKUT HCTOYHOCTU U
OTACIBHBIC (baKTI/I‘lGCKI/Ie OHII/I6KI/I, OTCYTCTBYCT I/IJ'IJ'IIOCTpaTI/IBHLII\/'I
Martepuall.

5 MOFyT YTOYHATBCA N OONOJIHATLCA B COOTBETCTBUM CO CI'IeLI'VIdC)I/IKOVI NPaKTUKN, YCTAHOBNEHHbIX (bOpM KOHTpOnA,

npumMeHAeMbIX TEXHONOrNM o6yqu|/|ﬂ 1 OUeHnBaHUA.




14

Banasl/ OueHka 1o NpaKkTuKe
Mkana ECTS

Kpurepuu oneHkH pe3yJbTaTOB NPAKTHKH

OOyuaromuiicss  MCIBITHIBACT ~ ONpPEACIEHHBIE  3aTpyIHEHUS B
MIPUMEHEHUH TEOPETUUECKUX MOJIOKEHUN IIPU PELICHUHU MPAKTUYECKUX
3a71a4 Npo(ecCHOHANBEHON HANpaBJIeHHOCTH CTaHIAPTHOTO YPOBHS
CJIO’KHOCTH, BJaJieeT HEOOXOAUMBIMH JJIsl 3TOT0 0a30BHIMH HABBIKAMHU
U IPUEMAMH.

Komrmerenimu, 3akperuiéHHble 3a AUCHMIUIMHON, copMHpOBaHBI Ha
YPOBHE — «IOCTATOUHBIIY.

49-0/ «HEY0081emMBOPUNIETbH
F,FX o/
He 3aUmeHo

BeicTaBnsiercss  00ydaromeMycsi, €cClid XapakTepHCTHKa C MecTa
MIPOXOXKICHUS TPAKTHUKH HE COJICPIKUT ITOJIOKHUTENILHOM OlleHKH. OTueT
MPE/CTABICH HE BOBPEMSI M HE COOTBETCTBYET CYIICCTBYIOIIUM
TpeOOBAHUSAM.

OOyuaroIuiicss UCTIBITHIBACT CEPhE3HBIC 3ATPYAHCHUS B PUMEHCHUHU
TEOPETUUSCKHUX TOJIOKEHUH IpU PEHICHUH MNPAKTHYECKUX 3aa4
npoeCCHOHANBHON  HAMPaBICHHOCTH  CTAHAAPTHOIO  YPOBHS
CIIOKHOCTH, HE BJIAJCeT HEOOXOMUMBIMU JJIsi ITOr0 HABBIKAMU U

IpUEMaAMH.
KommereHIMM Ha ypOBHE «IOCTaTOYHBIM», 3aKPEIUIEHHBIC
JUCHUILIMHON, He C(hOPMUPOBAHEL

3.3. OueHouHbIe cpeacTBa (MaTepuabl) sl IPOMEXKYTOUHOM aTTecTalluu

00y4JarOIIUXCs IO MMPAKTUKE

B mporniecce paboThl B apXmMBe KaXKIblid CTYACHT OpopMisieT rpaduk NpaKTUKH,
B KOTOPOM (PUKCHUPYIOTCSI BCE BHIBI PadOT, BBHIMOJHAEMBIX B paMKaxX KaXXIOTrO pasjena
MPOrpaMMBbI MPaKTUKU. [ paduK MpaKkTHKHU 3aIOIHAETCS 01 HAOIIOIEHUEM PYKOBOIUTEIIS
CTPYKTYPHOI'O MOJpPA3AE/ICHUs], B KOTOPOM pabOTAET CTYIAEHT-NPAKTUKAHT, U KaxAbli
3Tam paboTHI CTy/lEHTa OleHHBaeTcsa. Ha OCHOBaHMHM TEKYIIMX OLEHOK TpyJa CTylIeHTa-
MPAaKTHKAHTa OPraHM3alMsA BBIBOJUT HTOTOBYIO OIEHKY. ['paguk mpakTuku (CMm.
[Ipunoxenune 2). I'papuk 3aBepsieTcs MNOANUCHIO PYKOBOAUTENS MPAKTUKH OT
OpraHu3aluy U Ne4YaThio OpraHu3aluu (IIpu €€ HATUUHH).

OT4eT Mo MpaKTHKE OTPaKaeT CIIOCOOHOCTh CTYACHTA aHAJTU3UPOBATH MOCTAHOBKY
JIeJIONPOU3BOJICTBA B OPTaHU3AIMM B COOTBETCTBUU C 3aKOHOJATEIbHBIMU, HOPMATUBHO-
IIPaBOBBIMM M HOPMAaTHUBHO-METOAMYECKMMH TpeOoBaHUsAMU. OlEHKa M0 NPAKTUKE
CKJIaJIbIBAE€TCA W3 JIByX COCTABIIAIOIIMX: OLIEHKA, JTAHHAs CTYJEHTY OT PYyKOBOJMTENS
NPaKTUKU B OpraHU3allMd, U OLIEHKA, IOJy4YeHHas 3a 3allUTy OTYeTa I10 IpPaKTUKE,
MIOCTABJICHHAs HAYYHBIM PYKOBOIUTEIIEM.

Ha ocHoBaHMM TEKyIIMX OLEHOK TpyJa CTYyJEHTa-IPAKTUKAHTA OPraHu3aLMs
BBIBOJIMUT HUTOrOBYK OLEHKY. OpraHuzanuy BbICBUIAIOT B aJpec yHUBEPCHUTETA

MHAUBUAYadbHble XapakTepucTUku (IIpunoxkenue 4) Ha KaX10ro CTy/I€HTa-IPAKTUKAHTA
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uortyeT 00 wuTorax paboOTBHl CTYACHTOB 3a TMOJIHUCHI0 PYKOBOJICTBA OpTraHU3alUU
Y PYKOBOJUTEINICH MPAKTUKU U TIEYATHIO OPTAaHU3AIUH (TIPU HATHYHUH ).

OTder MOJDKEH cojaepkaTh WHPOPMAIHUIO O MOJHOTE BBHITIOJHEHUS MPOTPAMMBI
MPAKTUKH, OOBSICHEHUE IPUINH OTKJIOHEHHS OT MTPOTPAMMBI, €CITH TAKOBBIC UMEITH MECTO.
Opranuzanusi BOpaBe 1aTh CBOM 3aMEUaHUS U MOXKEIAHUS TI0 COACPIKAHUIO TPOTPaMMBbI
MIPAKTUKH.

B xapakTepucTtuke Ha CTyJCHTa yKas3blBaeTCs, Kakas WMEHHO paboTra Oblia MM
MIPOBEJICHA, OIPEAEISETCS YPOBEHb €ro MPOQECCHOHATHLHOW MOATOTOBKHU, OIEHUBACTCS
OTHOIIICHHE CTYJEHTa K CBOMM OOS3aHHOCTSIM, WHIUBUIYyalbHbIE TPO(ecCHOHAIbHBIE
0COOEHHOCTH M Ka4eCTBa KaK CHEIHATNCTA.

Onenka paboOThl CTYAEHTOB (KaK 1O OTAEIBHBIM pasleiaM, TaK ¥ UTOrOBas)
BBIBOJIUTCS 10  CHUCTEME:  «OTJIMYHO»,  «XOPOIIO»,  «YIOBICTBOPHUTEIHLHOY,
«HEYIOBIIETBOPHUTEIHHOY.

PykoBoauTens MpakTUKU OT YHHBEPCHUTETA JIOJDKEH OBITh 3apaHee IOCTaBJICH
B U3BECTHOCTh PYKOBOAMTENIEM MPAKTHKHA OT OPTaHHU3AIMU B TOM Cllydae, eclid padoTy
CTyJIeHTa COOUpAIOTCSl OLEHUTh HEYJOBIETBOPUTENbHO. OOIlee coriacoBaHUE OLEHKHU
MPOUCXOJIUT C YYETOM TIPEIINOUYTUTEIHHOCTA TOH OIEHKH, KOTOPYH PpEIIeHO aTh
MIPAKTUKAHTY PYKOBOJMUTEISIMU MIPAKTUKUA OT apXHBa, €CIU COOJIFOJCHBI BCE YCIOBUS TIO

OopraHu3anu U MPOXOKACHUIO IIPAKTUKH.

4. YyeOHo-MeTOAMYeCcKOe U MHPOPMALMOHHOE o0ecneyeHre NPAKTHKHA
4.1. CnMcok UCTOYHHUKOB U JIUTEPATYPbI
Uctounuku (OCHOBHEIE)
denepanbHblii KOHCTUTYLHMOHHBIM 3akoH oT 25 nekabps 2000 r. Ne 2-©K3 «O

I'ocynapctBennom rep6e Poccuiickoit deneparmy» / [JaekTponnsiii pecype]. — M., 2019. —
Pe:xum noctymna: http://www.consultant.ru/document/cons_doc LAW_29674/.
@enepanbHblii  3akoH PO ot  27.07.2006 1. Nel49-®3 «O6 wuHpopmanmu,

MH(POPMALMOHHBIX TEXHOJOTHAX M O 3aluTe uHpopMmauun» // [IaekTpoHHsbli pecypc]. — M.,

2019. — Pexxum noctyna: http://www.consultant.ru/document/cons_doc LAW_61798/.
@enepanbubiii 3akoH oT 06.04.2011 Ne 63-®3 “O6 osnexkrponHoil mnognucu” //
[DnekTpoHHbIH pecypc]. — M., 2019. — Pexum AocTymna:

http://www.consultant.ru/document/cons_doc LAW_112701/.

®enepanbublil 3akoH 0T 01.06.2005 No53-D3 «O rocymapcTBeHHOM si3bike Poccuiickoit
@eneparun»  // [JaekTpoHHblii  pecype]l. - M., 2019. - Pexum gocrtyna:
http://www.consultant.ru/document/cons_doc LAW_53749/.
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[Tocranosnenue [IpaBurensctBa PO ot 15.06.2009 Ne 477 «O6 yrBepxxaenuu [Ipasui
JIeTIOTIPOU3BOICTBa B (peiepalibHBIX OpraHax MCIOMHUTEIbHON BiIacTH»// [IAeKTPOHHBIH
pecypc|. — M., 20109. — Pexum A0CTyHa:
http://www.consultant.ru/document/cons_doc LAW_88695/.

Metoandyeckre PeKOMEHIAIMU 10 pa3pabOoTKe MHCTPYKIMA IO IEJIOMPOU3BOJCTBY B
(benepanbHBIX OpraHax MCIOJIHUTEIBHONW BJIACTH, YTBEpP)KICHHbIE Mpuka3oM PocapxuBa ot 23
nexabps 2009 Ne 76 // [daektpoHnslii pecype]. — M., 2019. — Pexum pgocryna:
http://www.consultant.ru/document/cons_doc LAW_96081/

IIpuMepHas HHCTPYKLHUA 10 IEJIONPOU3BOICTBY B TOCYAAPCTBEHHBIX OpPraHU3alUsaX, YTB.

[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnextponnslii pecypc]. — M., 2019. Pexum

nocryma: http://www.consultant.ru/document/cons_doc_ LAW_305137/.

I'OCT P 7.0.97-2016. Hauuonansusiii crangapt Poccuiickoit ®@enepanuu. Cucrema
CTaH/JapTOB IO WHQOpMaImu, OUOIMOTEYHOMY M H3AATeNIbcKoMy neny. OpraHu3anuOHHO-
pacniopsiiuTenbHas JoKyMeHTanus. TpeboBaHus K 0hOPMIICHUIO TOKYMEHTOB // [ DIeKTpOHHBIH
pecypcl]. — M., 20109. Pexxum JOCTYyTIA:
http://www.consultant.ru/document/cons_doc LAW_216461/.

I'OCT P UCO 15489-1-2007 Cucrema cTangapToB 1o uHpopMauuu, OMOIMOTEUHOMY U
U3JIaTENbCKOMY Jiemy. YmpaBieHue nokymeHtamu. OOmue TpeOoBanus. // [DIEKTpOHHBIN
pecypcl]. — M., 20109. Pexxum JOCTYyTIA:
http://www.consultant.ru/document/cons_doc LAW_135548/.

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO M apXUBHOE J1€J0. TepMHUHBI U ONpPENeIeHUs.-
[DneKTpOHHBII pecypc]. - M., 2019. Pexum JOCTyIa:
http://www.consultant.ru/document/cons_doc LAW_163800/.

,ZIO"OJlHumeJleble

@denepanbHblii 3ak0H OT 26.12.1995. Ne 208-®3 «OO6 akiuoHEpHBIX 00IIecTBax» //
[DaexTponnbIii pecype]. — M., 2019. — Peskum goctyna:http://www.consultant.ru.

YHuduuupoanHsie GopMbl IEPBUYHON yUETHON JOKYMEHTAIMH MO YYeTy TpyJAa U €ro
orartel, ytBepkaeHHble [loctanoBnenuem I'ockomcrata P® ot 05.01.2004 Ne 1 //
[DaexTponnbIii pecype]. — M., 2019. — Peskum gocryna:http://www.consultant.ru.

KBanudukanoHHbIH ClIpaBOYHUK JODKHOCTEH PYKOBOIUTENEH, CIEIIMAINCTOB U APYTHX
ciayxamux // [jaexkTpoHnslii pecype]. — M., 2019. — Pexum goctymna: [DJIeKTPOHHBII

pecype]. — M., 2019. — Pesxxum nocryna:http://www.consultant.ru.
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[TepedyeHb TUMIOBBIX YIPABICHYECKUX apXUBHBIX JOKYMEHTOB, 00pa3yroImuxcs B Ipolecce
JESTEIbHOCTH I'OCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CAaMOYIIPABJICHMS M OPTaHU3aLNM,
C yKazaHHEM CpOKOB XpaHeHus // [DiiekTpoHHbIH pecypc]. — M., 2019. — Pexum
mpoctyna:http://www.consultant.ru.

ITpaBumiia opranuzanny XpaHeHus, KOMIIJIEKTOBaHMs, yUETa ¥ NCII0JIb30BaHUs IOKyMEHTOB
ApxuBHoro ¢onga Poccuiickoit @enepauuu M APYruxX apXHBHBIX JOKYMEHTOB B OpraHax
roCy/1apCTBEHHOM BJIAaCTH, OPraHax MECTHOTO CAMOYTIPABJICHUS U OpraHU3alUsX, YTBEPKICHHBIX
npuka3zoM MunkynbTypsl PO ot 31.03.2015 Ne 526 // [dnekTpoHHblii pecype]. — M., 2019. —

Pe:xum noctyna:http://www.consultant.ru.

JIumepamypa
OcHoBHas JuTEparypa

beikoBa T.A. JIOKyMEHTallMOHHOE OOECTeueHHUEe yNpaBicHHS  (JAeJT0MPOU3BOICTBO)
[DnexTpoHHBI pecypc] : yuebnoe nocodue / T. A. brikoBa, T. B. Ky3nerosa. - 2-e u3z., nepepad.
u gom. - MockBa : Huppa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL
http://znanium.com/go.php?id=942800.

I'moroBa C.A. BO3HUKHOBEHHE U TEHACHIIH PA3BUTHUS PACTIOPSAUTEIBHOMN TOKYMEHTAIUN
B Poccuu B nopeBomtoninonnsiil nepuos // Becrauk PITY. 2014. Ne2. [JaexkTpoHHBIH pecypc].
— M., 2019. — Pexum pgoctyma: https:// www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-
2 14.pdf#page=70.

Kykapuna HO.M. CoBpeMeHHBbI¢ OpPraHU3allMOHHbIC W pPeriiaMeHTHbIe JOKYMEHThI:
¢pynkunun u pasnoBuaHoctu // Becthuk PITY. 2016. Ne2. [DuexkTponnblii pecype]. — M.,
2019. - Pexum AocTyna: https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-
RGGU/Vestnik daizi%202(4)-16.pdf.

Kykapuna FO.M. CoctaB ynocToBepeHMs] JOKyMEHTa: OT MPOLUIOr0 K HAaCTOSALIEMY H
oynymemy// Bectauk PI'TY. 2014. Ne2. [Daexktponnslii pecype]. — M., 2019. — Pexxum
pocryna: https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=128.

)_IOHOJIHI/ITGJI])HZIH Jureparypa

Heoenocosa I''A. CenektuBHbIM 0TOOp MOHATHS «IOKyMeHT» // BectHuk PI'TY. 2016. Ne2.
[DnekTpoHHbIH pecypc]. — M., 2019. — Pexum AocTymna:
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik daizi%202(4)-16.pdf#page=71.

4.2. Ilepeuens pecypcoe unghopmauuoHHo-meneKOMMyHUKAYUOHHOU cemu
«Humepuem», He0OX00UMDBLIL 071 NPOXOHCOCHUA NPAKMUKU

1. [IpaBoBBIE 0a3bl JaHHBIX: www.consultant.ru, www.garant.ru,

www.referent.ru, www.kodeks.ru
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2. Nudopmaiimonnsie pecypcbl Mo Jaenonpou3BoacTBy: www.docflow.ru,
www.vniidad.ru, www.e-rus.org, www.gks.ru
3. Caiit «Zakonbase»: 3akoHonatenbHas 0a3za Poccuiickoit ®Depneparuu //

http://zakonbase.ru

4. ['mnpausa Yopasistomux JJokymenranueit: www.GDM.ru
3. Kouncantunrosas rpynmna «Tepmuka»: www.termika.ru
6. Poccuiickas razera: www.rg.ru

5. MaTepl/IaﬂbHO-TeXHl/l‘{eCKaﬂ 6333, H606XOIII/IM3H AJIA MMPOBEACHUS MPAKTUKU

Jlns  mpoBeleHUS NPAKTUKU HEOOXOJUMO  CJEAylollee MaTepualibHO-
TEXHUYECKOE 00ecIeueHne: CTYJEHTY JOJKHO ObITh IPEIOCTABIEHO padoyee MECTO
(>keyaTellbHO AaBTOMATHU3UPOBAHHOE) W MaTepuaibl JJisl aHalu3a, yKa3aHHbIE B

npcAbIAYIUX pasaciiax nmporpaMmal.

6. Opraﬂmaunﬂ NPaKTUKU IJIA JTUI ¢ OTPAHHYCHHBIMUA BO3MOKHOCTHAMMU 310POBbSI

[Ipn HEOOXOMUMOCTH TpOorpaMMa MPAKTUKH MOKET OBITh aNanTUpPOBaHA IS
obecriedeHnss 00pa30BaTEIBHOTO MPOIecca JUIaM C OTPAaHHUYEHHBIMH BO3MOKHOCTSIMU
3I0pOBbS, B TOM YHCIIE€ JJI JUCTAHIIMOHHOrO oOydeHus. Jljisi 3TOro ot cCTyJeHTa
TpeOyeTcsi MPEACTAaBUTh 3aKIIOYEHHE TMCUXOJIOT0-MEIUKO-TIEJarornuyecKo KOMHUCCHH
(IIMIIK) u nuyHOoe 3asBieHUE (3aBJICHUE 3aKOHHOTO MPEJICTABUTEIS).

B 3axmouenuun [IMIIK qo/mkHO OBITH MPOMUCAHO:
- pekoMmeHayemas yueOHas Harpy3ka Ha oOydyaromierocsi (KOJIMYeCTBO JHEW B HEJEINIO,
4acoB B JICHbB);
- 000pyTIOBaHNE TEXHUUYECKUX YCIOBUH (MPU HEOOXOUMOCTH);
- COMpOBOXAECHUE U (WIM) MPUCYTCTBHE pOAUTENEH (3aKOHHBIX MpeACTaBUTENEH) BO
BpeMsl yueOHOTo Tpoiiecca (Mpu HEOOXOIUMOCTH);
- OpraHu3anMs IICHXOJIOTO-IIEJarOrMYecKOro COINpPOBOXKIEHUE OO0ydvarolerocs ¢
YKa3aHUEM CHEIUATUCTOB U JIOMYCTUMOMN HArpy3KU (KOJUYECTBA YACOB B HEJIEIIO).

Jns ocyllecTBIIEHHMs TOPOLENYyp TEKYIIEro KOHTPOJISI YCIIEBa€MOCTH U

MIPOMEKYTOYHOU aTTECTAIIMN O0YUYAIOIMUXCS MPU HEOOXOIUMOCTH MOTYT OBITH CO3aHbBI
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(GOHIBI OIEHOYHBIX CPEACTB, AAANTUPOBAHHBIE [UIA JHUI C OrPAaHUYCHHBIMU
BO3MOXHOCTSMHM ~ 3JI0POBbSl M [IO3BOJISIIOIME  OLEHUTh  JIOCTHOKEHHE  UMU
3aIlJJAHUPOBAHHBIX B OCHOBHOI 00pa30BaTENbHOIN MpOTrpaMMe pe3ysbTaTOB OOY4YeHHS U
YpOBEHb C(HOPMHUPOBAHHOCTH BCEX KOMIIETEHIMH, 3asBICHHBIX B 00pa30BaTEIbHOM
IIpOrpaMMme.

dopma npoBeACHMsS TEKYLIE W HMTOrOBOM aTrTecTaluy Ajs JIML C OTrpaHUYEHHBIMU
BO3MOXHOCTSIMM  3[I0POBbSl  YCTAQHaBIMBAaE€TCA C  yYE€TOM  HHIUBUIYAJIBHBIX
ncuxopu3n4IecKux ocoOeHHOCTEN (YCTHO, MUCbMEHHO (Ha Oymare, Ha KOMIIBIOTEpPE), B
dopme TectupoBaHus W T.1.). Ilpu HEOOXOOUMOCTH CTYIACHTY NPEIOCTaBISIETCA
JIOTIOJTHUTENILHOE BpPEeMsI JUIsl HIOArOTOBKH OTBETA HA 3a4€TE MJIM 3K3aMEHE.

@®opMa npoBeAEHUS MPAKTUKH ISl 00YHAIOIIMXCS U3 YKCIa JIUL] C OTPAHUYEHHBIMU

BO3MOXHOCTSMHM  370pOBbSl  (MHBAJUAHOCTBIO)  YCTAaHABIMBAETCA C  Y4YETOM
WHIMBHIyalIbHBIX TCHUXO(PHU3NYECKHX OCOOCHHOCTEW B (opmax, aganTHPOBAHHBIX K
OTrpaHUYEHHUSAM MX 370POBbS U BOCHPUATHS MH(pOpMaLKK (YCTHO, MINCBMEHHO Ha Oymare,
MUCbMEHHO Ha KOMITBIOTEPE U T.IL.).
BbiOop MecT NpOXOXKACHHS NpPaKTUK I8 HHBAIMIOB M JIMI C OTPAaHUYECHHBIMU
BO3MOXHOCTAMHU 370poBbsi (OB3) npousBoautcs ¢ yuetom TpeOOBaHUM UX AOCTYIHOCTU
IUIS TAaHHBIX OOYyYalolKXCsl U pEKOMEHAAIMN MEANKO-COLMAIbHON 3KCIEPTU3BI, & TAKIKE
WHIUBUIYaJIbHOM porpaMmme peaOunuTanuu VHBaJINAA, OTHOCHUTEJIBHO
PEKOMEHIOBAHHBIX YCIOBHUM U BUJIOB TpyAa.

[Ipn nHanmpaBneHun uHBaNMga M oOywatouierocss ¢ OB3 B opraHuzanuioo WU
OpEeanpuATHe I8 MPOXOXKACHUS MPEIyCMOTPEHHOW YYeOHBIM IUIAHOM NPAKTUKH
YHUBEPCUTET COIIIACOBBIBAET C OpraHU3alUel (IpeaIpUsATUEM) YCIOBUS U BUJIBI TPYa C
YY4ETOM PEKOMEHJALUMN  MEOUKO-COLMAIbHOM  AKCHEPTU3bl W HHAWBHAYAJIBHOU
nporpamMmbl peabunuranuu nHBaIHAA. [Ipr HEOOXO0IUMOCTH I TPOXOKACHUS TPAKTUK
MOTYT CO3/aBaThCsl CHEIHaJbHbIE padodyMe MecTa B COOTBETCTBUM C XapaKTEpOM
HapyIICHUH, a TaKKe C y4eTOM NpO(ECCHOHAIBHOTO BHJA JEATEIHHOCTA M XapakTepa
TPYyZa, BBIMOIHIEMBIX 00yJaloIMMCSI-HHBAINIOM TPYIOBBIX (PYHKIIUH.

3amuTa 0T4eTa Mo MPAKTUKE Ul 00y4YarOIIUXCS U3 YKMCIIa JIML C OFPAHUYEHHBIMU
BO3MOKHOCTSIMH 3JIOPOBBSI OCYIIECTBISIETCSA C HCIOJIB30BAaHHEM CPEACTB OOLIETr0 H
CHEMAJIBHOIO Ha3HaueHus. IlepeueHp HCIOIB3yeMOro MaTepHabHO-TEXHUYECKOTO

obecrieueHus:
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e yuyeOHbIE ayAUTOPUH, OOOPYJOBAHHBIE KOMITBIOTEPAMH C BBIXOJIOM B MHTEPHET,
BUJICONIPOCKIIMOHHBIM ~ OOOpYJIOBaHMEM  JUIsI ~ TPE3EHTAlMid,  CpeICTBaMHU
3BYKOBOCTIPOHM3BEACHUS, IKPAHOM;

e 0OubmmoTeka, MMerwIas pabodne MecTa g OOydarImuxcs, 000pyIOoBaHHBIC
JOCTYTIOM K 0a3aM JaHHBIX U HHTEPHETOM;

® KOMIBIOTEPHBIE KIIACCHI;

e aymutopus LleHTpa compoBOXAEHHS OOYyYarOIIMXCS C WHBAIMIHOCTBIO C
KOMIIBIOTEPOM, OCHAIIEHHAs CIIEUATIN3UPOBAHHBIM IPOTPAMMHBIM 00ecrieueHneM
Ui CTYIACHTOB C HapyLICHUSMHU 3PEHHS, YCTPOWMCTBAMH JUIsI BBOJA W BBHIBOJA
roJI0COBOYM MH(pOPMAIIUH.

JUist U1 ¢ HapyIISHUSIMHA 3pEHUS] MaTePHAIIbl TPEI0CTABIISIOTCS:

e B dopMe IEKTPOHHOTO JOKYMEHTA;

e B TIeUaTHOU (pOpMe YBETHUECHHBIM MIPUPTOM.

JUist i1 ¢ HapYIIEHUSIMH CITyXa:

e B dopMe NEKTPOHHOTO JOKYMEHTA;

e B IeyaTHOU (hopme.

JUist UL ¢ HapyIIEHUSIMHA OTIOPHO-/IBUTATELHOTO anmapara:

e B dopMe IEKTPOHHOTO JOKYMEHTA;

e B IeyaTHOU hopme.

3amuTa OT4YeTa 1Mo MPAKTHKE JJIS JIUI] C HApYIICHUSIMHU 3pEHUS] TPOBOJUTCS B YCTHOU
dbopme 6e3 perocTaBIeHUs 00yJarOIIUXCs ITpe3eHTauu. Ha BpeMst 3a1uThI B Ay TUTOPUHU
J0JKHA OBITH 0OecTieueHa moHas TUIIWHA, TPOAOIKUTEIBHOCTD 3alIUThl yBEIINIHBACTCS
no 1 gaca (mpu HeoOxomumocTH). ['apanTupyercs AOMyCK B ayJUTOPHIO, T/I€ MPOXOIHUT
3alIUTa OTYEeTa, COOAKU-TIPOBOJHUKA MPU HATUYHUU JOKYMEHTa, TOATBEPKIAOIIETO €€
criennagbHOe 00ydYeHHe, BBIIAHHOTO MO0 (OpME U B MOPSAKE, YTBEPKACHHBIX MPUKA30M
MunuctepcTBa TpyJa U coumanbHoil 3amuthl Poccuiickoit ®enepanuu 21 urons 2015r.,
peructpanuoHHbii Homep 38115).

JUist auI ¢ HapyHIIeHUsIMH CIyXa 3allluTa MPOBOAMUTCS 03 MPeIoCTaBICHHS YCTHOTO
noKIaaa. Bormpockl KoMHCCHU 1 OTBETHI HA HUX MPEACTABISIOTCS B MUCBMEHHOU (opMme.
B cnyuae Heo6xoauMocTH, By3 00ecTieYuBaeT MpeA0CTaBICHUE YCIYT CypAONIEPEBOAUNKA.

Jiist 00y9aromuxcst ¢ HapyIeHUSIMU ONMOPHO-ABUTATEIBHOTO annapara 3aiuTa HTOroB

IIPaKTUKU MIPOBOJUTCS B ayAUTOPHUH, 0OOPYIOBAHHOM B COOTBETCTBUU C TPeOOBAaHUSAMU
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noctynHoctd. [loMelenus, riae MOryT HaXOIUThCS JIFOAN Ha KPECIaX-KOJACKaX, T0OKHBI
pa3MenaThCs Ha YPOBHE JOCTYITHOTO BX0/1a WJIU MPEyCMaTPUBATh MTaH IyChl, TOAbEMHBIE
1aTGOPMBI JIJIs JTFOACH ¢ OrpaHUYEHHBIMH BO3MOXKHOCTSIMH Win Tu(Th. B aymutopun
JIOJKHO OBITH MPETyCMOTPEHO MECTO JJIsS pa3MEIIeHUsI 00yUaroIIerocs: Ha KOJISICKE.
JlononHuTeNbHBIE TPEOOBAHUS K MaTEpUATIbHO-TEXHUYECKOM 0a3e, He0OXO0AMMOM AJist
MpEACTaBICHUA OTYeTa MO MPAKTHKE JUIOM C OrPAaHUYEHHBIMU BO3MOXHOCTSIMHU
310pOBBs, 00yYaIOLIUICS JTOMKEH MPEeNOCTaBUTh Ha Kadeapy He IMO3JIHee, YEM 3a JBa

Mecsa JI0 MMPOBEICHUS MPOLEIYPhI 3aIIHUTHI.
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IIpunoxenne 1

AHHOTALUA

[IpakTHKa 10 MOJyYEHUIO MEPBUYHBIX NPO()ECCUOHAIBHBIX YMEHUN U HABBIKOB, B
TOM YHCJIC IICPBUYIHBIX yMeHI/Iﬁ 1 HABBIKOB HaquO-HCCHeHOBaTCHBCKOﬁ ACATCIIBHOCTHU
([okymeHTOBeieHUE) SIBISETCA YacThiO 0a30BOT0 IIUKJIA JUCHUILIMH Y4€OHOTO MIaHa
110 HAITPaBJICHUIO MOATOTOBKHU I[OKyMeHTOBeI[CHI/IC " apXUBOBCJACHHUC. PyKOBOI[CTBO
MPAKTHKON OCYIIECTBISIET Kaeapa JOKYMEHTOBEACHHS, ay TMOBU3yabHBIX U HAYYHO-
TCXHUYCCKUX apXNBOB @aKyaneTa AOKYMCHTOBCACHUA U TCXHOTPOHHBIX apXUBOB
HcTopuko-apXUBHOTO HHCTUTYTA.

[lenb mpakTHKU: U3yYEHUE BUIOBOTO COCTaBAa CIIY>KEOHBIX JIOKYMEHTOB,
WCMOJIb3YEMBIX B  JICSITEIbHOCTM KOHKPETHOW OpraHu3aluM, MOpsSAKa U
0cOOEHHOCTEN uX Oo(dOpMIEHHUS, U3YyYEHHUE JOKYMEHTOOOOpOTa UM OpraHu3aluu
paboThl C JIOKYMEHTaMU: TMOpSJKA PErucTpaldu, KOHTPOJS HUCIOIHEHUS
JOKYMEHTOB, OPraHU3allMUd TEKYIIETO XPaHEHUsI JOKYMEHTOB, MOPSAKA MepeIadn
HX B apXMUB.

3agauu MPaKTUKU:

- U3YYUTh W NPOAHAINU3UPOBATH HOPMATUBHO-IPABOBBIE W HOPMATHUBHO-
METOJIMYECKHE JOKYMEHTHI, ONPEACISIONIME OPraHU3aluI0 U TEXHOJIOTHUIO
JeJI0MPOU3BOCTBA (IOKYMEHTAIMOHHOTO o0ecneuenus ynpasienus (JOVY))
B opranu3auu’ (yCcTaBbl, HONOKEHUS, IIPABUIA, HHCTPYKIUH, PETTIAMEHTEL U
T.IL.);

- COCTaBUTb IIPEICTABJIIECHHUE O CUCTEME AECIOMPOU3BOACTBA TOM OpraHu3alnu, B
KOTOPOM OH MPOXOJUT IIPAKTUKY;

- 03HAKOMHTBLCS C COJIep)KaHUEM KOHKPETHBIX JIeJIONPOU3BOICTBEHHBIX Pa0OT
HETMOCPEJACTBEHHO HAa pabovyeM MecTe;

- TMOJYYUTh HABBIKA pabOTHI C TOKYMEHTAMU Ha BCEX CTAJUAX UX JBUKEHUS
(nepBuyHas 00pabOTKa TOKYMEHTOB B SKCIIEIUIINU, padoTa ¢ TOKYMEHTaMU B

KaHOCIIPpUKU, PCrucTpanusa, KOHTPOJb, HWCIIOJIHCHUC JTOKYMCHTOB B

!B nporpamme TepmuH "opranusanus” HCMIONB3YETCS Kak 06000, MPAaKTHKA MOMKET MPOXOJIUTE B
YUpEXICHNH, IPEANPUSITHH, PUpMeE, KOMIaHUH U JIp.
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CTPYKTYPHBIX MOAPA3ACIICHUAX, HX OTIIpaBKa, opraHu3anusa XpaHCHU:I,

IMOATOTOBKA JOKYMCHTOB K C/1a4€ B ApXUB U T.I[.);

- 33(1)I/IKCI/Ip0BaTB B JAHCBHUKC TIIOJJYYCHHBIC CBCACHUA W PC3YJIbTAThI

BBITIOJTHEHHOM pabOTHI;

IIOATrOTOBUTL OTHYCT, O606H13IOIHHﬁ IMOJIYYCHHBIC 3HAHWUA U IIPAKTUICCKUC

HAaBBIKH.

[IpakTuka HampapieHa Ha (GOPMUPOBAHUE CIEIYIOMIUX KOMIETEHIUMN:

OK-8

OK-9

OIIK-1

IK-1

I1K-2

TIK-4

I1K-7

I1K-35

CriocoOHOCTB UCITIONIB30BaTh METOJIBI M CPEICTBA (PU3UUECKON KyJIbTYpHI IS
o0ecreyeHns NOTHOLECHHOM COIMaIbHON U MPO(ECCUOHATBHOMN 1EATEIbHOCTH
["'0TOBHOCTB MOIBH30BATHCS OCHOBHBIMHU METOAAMH 3AIIUTHI TPOU3BOICTBEHHOTO
NepCoHaja U HACEJICHUS OT BO3MOXKHBIX MOCIIEICTBHUIA aBapui, KaTacTpod,
CTUXUMHBIX O€NCTBUI
CIOCOOHOCTBIO MCIOJIB30BATh TEOPETHUECKUE 3HAHUS U METOJbl UCCIIEOBAHUS HA
MIPAaKTUKE
CriocoOHOCTh IPUMEHSTh HAyYHbIE METO/IbI IIPU MCCIIETIOBAaHUN OOBEKTOB
npoeCCUOHATIBHOM 1eATEIbHOCTH
Brnanenue ocHoBamMH nH(GOPMAIIMOHHO-AHATUTUYECKOH ESTETbHOCTH U
CIOCOOHOCTBIO MPUMEHATH UX B MPO(ecCHoHANbHOM chepe
CriocoOHOCTh CaMOCTOSATENILHO PadOTaTh ¢ PA3IMYHBIMU UCTOYHUKAMU
uHpopMauu

Cnoco6HOCTb
OLIEHUBATh UCTOPHIO U COBPEMEHHOE COCTOSIHUE 3apyOeKHOTO OIbITa YIPaBICHUS
JOKYMEHTaMH M OPTaHU3aluN UX XPaHEHHS
3HaHue TpeOOBaHUN K OPraHU3aAIMH CEKPETAPCKOTO 00CTYKUBAHUS

B pe3ynbTaTe mpoxoxkaeHUs MPAKTUKU 00yHaArOUTUNACS TOTKEH:

3HaTh OCHOBHLIC HpO6JIeMI)I JOKYMCHTOBCACHUSA MW aAPXHUBHOI'O JICJa4,

TpeOOBaHUSI K OpraHU3alluyd CEKPETApCKOro OOCHYKUBAaHHS, METOJbl U HOPMBI

OpraHu3aluu padoThl ¢ TOKYMEHTaMU

¥Ymerb paboTaTh ¢ pa3IMUHBIMM UCTOUHUKAMHU UHGOPMAIMU, CO3/1aBaTh U

BE€CT CAWHBIC CHUCTCMbBI HOOKYMCHTAIWMOHHOTIO oOecrieueHus YIpPaBJICHUA B

OpraHu3aliyd Ha Oa3e HOBEHIIEeH TEXHOJOTMH, OPTraHU30BBIBATH PabOTy CITyKObI

JIOVY, pabortats ¢ nHpOpMaLHEH B IIT00aTbHBIX KOMIIBIOTEPHBIX CETSX.

Baaners OCHOBHBIMU METOJaMM, CHOCOOAMH U CPEJCTBAMH IMOIYUYEHHS,

XpaHeHus, nepepadoTku MHPOpMAIIUU, UMETh HABBIKM Pa0OThl C KOMIIBIOTEPOM,

OCHOBaMH I/IH(l)OpMaHI/IOHHO—aHaHHTquCKOﬁ ACATCIIPHOCTU H CIIOCOOHOCTBIO HX
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MPUMEHUTh B MpodeccuoHanbHON cdepe, 3aKOHOMATEIbHOW W HOPMAaTHBHO-
METOJUYECKOM 0a301 JOKYMEHTAIIMOHHOTO 00ECIIeUeHHUsI YIIPABICHUS U apXUBHOTO
Jena, MpaBUilaMu MOJTOTOBKHU YIIPABIEHYECKUX TOKYMEHTOB U BEJCHUS JI€JIOBOM
MEPEIuCKH, paBUJIaMHl OpraHU3alluy BCEX ATANOB padOThI C TIOKYMEHTAMHU .

Paboueit nporpammoii npeycMOTpeHbI (HOPMBI OTYETHOCTH B BUJIE OTUETA IO
MPaKTUKE U XapaKTePUCTHKE U MPOMEXKYTOUHAs aTTecTauus B dopme 3auera ¢
OLICHKOM.

OO6miast TPyAOEMKOCTh MPAKTUKU COCTaBIISIET 3 3aueTHBIX eauHullbl, 108

JaCoOB.
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I'PAOUK NPOXOXJAEHUA TIPAKTUKHU

3as.kadenpoii

«

»

Ipunooicenue 2

YTBEPXJAIO

20 T

Hdara (matbI) Pa3zjnen npakTuku

OTtMeTKa 0
BBLINOJTHEHHH

HNuanBuayaabHoOe 3a1aHHE HA MPAKTHKY

(cocraBisieTcst pyKOBOJMTENIEM MPAKTHKH OT Kadeapsl)

PykoBonmutenb NpakTHKH
oT Kadeapsl /

(moxmnucey)

PykoBoauTtens npakTuku
OT OpraHu3anu /

(®1.0))

(moamuce)

(@1.0.)
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Ilpunosicenue 3

®OPMA TUTYJBHOI'O JINCTA OTYETA

W TO,
- “,
3 o %

%

P

% §
o &
i e

1 PoC
& Cy,

B3

MHWHOBPHAYKU POCCHUU
denepansHOE rOCYIAPCTBCHHOE OI0PKETHOE 00Pa30BaTEBHOE YIPEKIACHUE
BBICILIETO 00pa30BaHuUs

«Poccuiicknii rocy1apCTBEHHBIN I'yMaHUTAPHBINA YHUBEPCUTETY

(PITY)

Hemopurxo-apxuenviii uncmumym
Daxyrbmem 0OKYMeHmMOBeOeHUs: U MEXHOMPOHHBIX APXUBOE

Otuér o MPOXOKACHUH ITPAKTUKHU

Vuebnas npakmuxa no nonyuenuio nepeutHbLX NPOGECCUOHANLHBIX YMEHUL U HABLIKOS, 8 MOM
yucie no NOJYYEHUIO NEPEULHBIX YMEHUL U HABBIKO8 HAYHUHO-UCCAEO08AMENbCKOU OesimelbHOCU
(OoxymenmogedeHue)

46.03.02 «/{oxymenmoseodenue u apxugogeoeHue
IHpoguns: «Ungopmayuonno-0okymeHmayuonHoe obecneyerue ynpaesieHusy
YpoBeHb kBaM(UKAIMY BBITYCKHUKA (bakanasp)
dopma 00ydeHUs (0uHasl, OYHO-3A0UHASA, 3A0UHAS)
CrynmeHta/ku _ Kypca

..... (hopMBI OOyUCHUS
(@®HO)

PyKOBOHI/ITGHL IMPAKTUKU
(®HO)

Mocksa 2019 r.
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Ipunooicenue 4

OBPA3EINl O®POPMJIEHUA XAPAKTEPUCTUKHU C MECTA TPOXOXJIEHUSA NPAKTUKHA

Xapakrepucruka®
Ha CTY/IEHTa/TKy __ Kypca
(aKysbTeTa TOKYMEHTOBEIEHUS M TEXHOTPOHHBIX apPXMBOB
PoccuiicKoro rocy1apCTBEHHOTO TYMaHUTAPHOTO YHUBEPCHUTETA
(BHO)

(PHO) npoxoauin/a yueOHYIO IPAKTUKY O MOIYYEHHIO EPBUYHBIX TPO(hEeCcCCHOHATBHBIX
YMEHUH W HaBHIKOB, B TOM YHCIIE IO ITOJYYEHHIO NMEPBHYHBIX YMEHHH M HABBIKOB HAYYHO-HCCIIEIOBATEIbCKON
JIeSITEIEHOCTH (JOKyMEHTOBE/ICHUE) B Ha JIOJDKHOCTH
3a BpeMs IPOXOXKJICHUS MPaKTUKN 00ydaromuiics/odydaromascs
03HAKOMMUJICS/Nach C: ,
BBITIOJTHSLI/a ,
ydacTBOBaj/a B

3a BpeMs INPOXOXKAECHUA MPAKTHKU (®HO) 3apexomenngoBan/a cebs  Kak

OHCHKa 34 IMPOXOKACHHNC Hpeﬂ,ﬂHHJ'IOMHOfI MPAKTUKU — « » .

PykoBoauTens npakTUKu
OT OpraHu3aluu (@HO0)

(0ama)
(noonucwv)

6 OcbopmnsieTcst NGO Ha BnaHke opraHusaunm, MMbo 3aBepseTCs NevaTbio.



