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1. IMosicHuTeabHasi 3aMHCKA

1.1. Henb NpPakTHKH: H3yYEHUE BHUJOBOIO COCTaBa CITy’KEOHBIX
JOKYMEHTOB, UCIIOJIb3YEMBIX B JAESATEIBHOCTH KOHKPETHON OpraHU3aliu, MopsiKa
U 0cOOeHHOCTEH UX OPOpPMIIECHUS, U3yUYEHHE JOKYMEHTOOOOpOTa W OpraHu3aluu
paboThl € JIOKyMEHTaMH: TMOpSJKa PETUCTPAlMM, KOHTPOJIS HCIOJIHEHUS
JOKYMEHTOB, OPTaHM3allMU TEKYIIEro XpaHEHUs] JOKYMEHTOB, MOpPsAKa Mepeaadyu
UX B apXHB.

3agaun NpaKTHKH:

- U3Y4YUTh M TMPOAHATU3UPOBATH HOPMATUBHO-TIPABOBBIE U HOPMATHUBHO-
METOJIMYECKUE TOKYMEHTHI, OMPEIECISIONINE OPTraHU3alMI0 M TEXHOJIOTHIO
JIEJIOMPOU3BOJICTBA (JOKYMEHTAIIMOHHOTO oOecrieueHus ynpasierus (J10Y))
B OpraHm3ayu’ (yCTaBbl, HOJIOKECHMS, IPABUIIA, HHCTPYKIIMH, PErJIAMEHTHI 1
T.IL.);

- COCTaBUTH IPEJICTABIIEHUE O CHCTEME JIEJIONPOU3BOACTBA TOW OpraHU3aINH,
B KOTOPOU OH MPOXOAUT MPAKTUKY;

- O03HAKOMHTHCS € COJEpKAHUEM KOHKPETHBIX  JEJIONMPOU3BOACTBEHHBIX
paboT HEMOCPEICTBEHHO Ha pabouyeM MeCTe;

- TOJIYYUTh HABBIKH paOOTHl C JOKYMEHTaMH Ha BCEX CTAIUSAX WX JABUKCHUS
(mepBuyHasi 00paboTKa TOKYMEHTOB B AKCICAUIIMHU, paboTa ¢ TOKYMEHTaMHU
B KaHIEISIPHUM, DPETUCTpAlHsi, KOHTPOJb, HCIOJHEHHUE JIOKYMEHTOB B
CTPYKTYPHBIX TOAPA3ACICHUAX, WX OTMIpPaBKa, OpraHU3alus XpaHCHUS,
[OJrOTOBKA JIOKYMEHTOB K C/Ia4€ B apXUB U T.J.);

- 3adukcUpoBaTh B  JIHEBHUKE IIOJTYYCHHBIE CBEJCHUS U PE3yJbTaThl
BBITIOJTHEHHOM paboTHI;

- NOJArOTOBUTH OTYET, OOOOIIAOMINN TOJYYEHHbIE 3HAHUS M MPAKTHUYECKUE

HABBIKU.
1.21IpakTka 1O TIOJYYCHHUIO TICPBUYHBIX MPOPECCHOHAIBHBIX YMEHUN W
HAaBBIKOB, B TOM YHCJIC IICPBHUYHBIX YMCHI/Iﬁ N HABBIKOB HAY4YHO-

UCCJIEeA0BaTENbCKOM AesiTebHOCTH ([lokyMeHTOBeAeHUE)

! B nporpamme TepmuH "opranuzaims’ UCMONb3yeTcs Kak 0000MIAIONIMH, MPAKTHKAa MOXKET TIPOXOIHTH B
YUPEXICHUH, IPEIIPHUSITUH, HUpMe, KOMIAHUH U JIP.
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1.3 Crnioco6s1, hopMbl 1 MecTa MPOBENECHUS TPAKTUKN

CnocoObl TpoBeeHUsT NMPaKTUKKU: cmayuonapuas. CTauuoHapHas NMpaKTHKa
MPOBOJMUTCS B CTPYKTYpHbIX mnojpaszaenenusx PITY wim B mnpodunbHbIX
OpraHu3aIusaX, PacloIOKEHHBIX HA TEPPUTOPUU T'. MOCKBEI.

®dopma NpoBeICHUS IPAKTUKU: OUCKPEMHAs NO NePUOOY NPOBEOeHUs
NPAKMUuKU.

ConepxaHue TPaKTUKUA IO TOJYYEHHUIO TEPBUYHBIX MPOQecCHOHATBLHBIX
YMEHUN U HaBBIKOB (JJOKYMEHTOBEJICHHUE) OMPEACISIETCS MPOTPaMMON TPAKTUKH,
BKJIFOUAIOMIEW B ceOS  OCHOBHBIE  pa3feibl  MporpaMMbl  KypCOB
«JlokyMeHTOBeieHEe» U «OpraHu3anusi W TEXHOJIOTUS JOKYMEHTAllMOHHOTO
oOecrieueHusi ynpapieHus». CTyAeHT [OJDKEH 3HAaTh MpaBUjiia COCTABICHUS H
o opMIICHUS YIPaBICHYECKUX JIOKYMEHTOB, TpeOOBaHU, KOTOpbIE
OPEABSIBISIOTCS K JOKYMEHTOOOOPOTY B OpraHu3alluy, OJTalbl JIBUKCHUS
JOKYMEHTOB M HX OCOOEHHOCTH. TakuM 00pa3oM, K Haudajgy MPOXOKICHHUS
OpPaKkTUKUA  CTYJEHT [JIOJDKEH 3HaTh M yYMETh MPAaBWIBHO MPHUMEHSATH
3aKOHOJATENbHBIE W  HOPMATHUBHO-METOJUYECKHE JOKYMEHTHI B  00JacTu
JOKYMEHTAIIMOHHOTO o0ecrieyeHus: ympanieHus. HeoOxoammo Tak Ke HMETh
IOPEACTaBICHUE O BHJIOBOM COCTaBE YIPABIECHYECKUX JOKYMEHTOB, KOTOpPBIE
CO3/AI0TCS B IESITEILHOCTH JIFOOBIX OpraHU3alnii 1 OCOOCHHOCTH UX COCTABJICHHUSI.
CryzneHty ciienyeT BIaJeTh HEOOXOIMMBIMU HaBBIKAMHU B paboTe C pa3IUYHOU
uHdopMaImel, mocTynaroneil U3 pa3IudHbIX HCTOYHUKOB, a TakKe 0a30BBIMU
HaBbIKaMH pabOTHI HA KOMIIBIOTEPE.

Bo BpeMs mpakTHK{ CTyACHTHl pabOTalOT B CIyK0aX JTOKYMEHTAIIMOHHOTO
oOecrieueHusi ympaBieHus (ympaBlIeHUU JelaMH, KaHIEISIpUU, OOIIeM OTere,
ceKperapuare) M B JIPYTUX CTPYKTYPHBIX TMOJPAa3/ICICHUSX, BBIMIOJHSIOIUX
JaHHbIe (DYHKIIUU, B TOCY/IapCTBEHHBIX U HETOCYAaPCTBEHHBIX OPraHU3aIUsX.

Takke cTyJeHTaM MOET ObITh MPEOCTABICHA BO3MOXXHOCTbh MPOXOKICHUS
MPaKTUKUA B aJIMUHUCTPATUBHBIX U (PYHKUHOHANBHBIX moapasnencHusx PITY. B

9TOM CJIy4dac, AaTbl MPOXOXKACHUA IIPAKTUKU MOI'YT CABHUI'AaTbCA (B TOM 4YHCJIC Ha
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KaHHUKYJISIpHOE BpeMsi) ¢ O(OpMIIEHHEM AaHHOTO MEPEeHOCa MPHUKA30M PEKTOpa

PITY.

[IpakTuka CTyJIEHTOB paccuuTaHa Ha 2 HEIElH,

M3 KOTOPBLIX OJHMH JCHb

OTBOJUTCA Ha 0611166 S3HAKOMCTBO C YUPCIKIACHHUCM, [IBa 3aKIIOUYUTCIbHBIX IHS - HA

COCTaBJICHHUC CTyACHTaMHU OTYCTOB,

OCTaJIBHBIC

MPaAKTUYECKYIO PadoTy.

1.4. Bua (Bumabl) npodecCHOHAIBHOM IeATeIbHOCTH
[IpakTrka oprieHTUPOBaHA Ha CJIEAYIONIKE BUIBI TPO(PECCHOHATBHOM IeATEIbHOCTH:

-OpraHU3alMOHHO-YIIPABIEHYECKOM,

-[IPOEKTHOM.

Ha CaMOCTOSATCIIbBHYIO

1.5.1Inanupyemblie pe3yabTaTbl OOy4eHUS IPU MPOXOKIACHUH MPAKTUKH, COOTHECEHHBIE C
IUIAaHUPYEMBIMU Pe3y/IbTaTaMU OCBOECHUS 00pa30BaTeNbHOM MPOrpaMMBbl .

Koabt Conep:xxanue KOMINeTeHIIM A Ilepeyennb IJIAHUPYEeMbIX
KOMIIeTeH 1’ pe3yJbTaTOB  MNPOXOXKIEHUSs
NPAKTUHKH
OouiexkyomypHule / yHUgepcanbHovle KOMRNEmeHyuu
OK-1 CIIOCOOHOCTBIO HCIIOJIB30BATh OCHOBBI | 3HaTh: METOABI M HOPMBI
¢dbunocodckux 3HAaHUN A1 GOPMUPOBAHUS | OPraHU3AIUN paboThl c
MHUPOBO33PEHYECKON MO3UITUU JIOKyMEHTaMU
YMeTh: BeCTU €IUHbIE CHCTEMBI
JOKYMEHTAIMOHHOTO
obOecriedeHHs]  yNpaBJICHHUS B
opraHu3aiuy Ha 0a3e HOBeHIeH
TEXHOJIOT Ul
Brnanets: HaBbIKaMU
OpraHu3anuu
JOKYMEHT0000poTa,
CUCTeMaTH3aIu1 u
OpraHu3anuu XpaHEHUS
JOKYMEHTaIu!
OK-2 CMOCOOHOCTBIO aHAJIN3UPOBATh | 3HATH! TpeGoBaHUS K
OCHOBHBIE JTambl M 3aKOHOMEPHOCTU | OOPMIICHUIO YIPaBIEHYECKOM

HMCTOPUYECKOTO Pa3BUTHUS OOIIEeCTBA s
(hopMHpOBaHHS TPAKIAHCKOM MO3UIIUU

AOKYMCHTallUU

2 Koapl KOMI'IeTeHLI‘I/lIZ B Ta6nv1|_|,e AOJ/DKHbI COOTBETCTBOBATbL KOZaM, YKa3aHHbIM ANA ,EI,aHHOlz NpakTnkn B yl«Ie6HOM

nnaHe; GOPMyMPOBKM KOMMETEHLMIA AONXHbI cooTBeTCTBOBaTL PIOC BO.




YMeTh: NpUMEHATh  IpaBUiIA
odopmiieHUsT  yIpaBIEHYECKOH
JKOYMEHTAlMu JJIsl  PELIEHUs

3amaq npodeccnoHaIbHOM
JCSITCIIbHOCTH
Bnaners: HaBbIKaMH

HNOJIrOTOBKH W O(opMIICHUS
YIPABJIECHYECKUX JTOKYMEHTOB

OK-3 CIOCOOHOCTBIO HCIIOJIB30BAaTh OCHOBBI | 3HATh: METOABl HM  HOPMBI
SKOHOMHMYECKHX 3HAHUU B Pa3JIMYHLBIX | OpraHu3alu pa6OTI)I C
chepax nesTeTbHOCTH JTOKyMEHTaMU

YMeTh: BecTH CANHBIC CUCTEMBbI
JOKYMCHTAIITUOHHOTO
obOecriedeHHs]  yNpaBJeHHUS B
opraHu3alum Ha 0a3e HOBeHIen
TEXHOJIOTHI1

Bnanetn: HaBbIKaMU
OpraHu3anuu
JIOKyMEHT0000poTa,
CUcTeMaTrTu3anmuu )51
opraHusanuvn XpaHCHUA
JOKYMEHTAaIu!

OK-4 CIOCOOHOCTBIO MCIOJIB30BaTh OCHOBHI | 3HaTh: OCHOBHBIE  IIPAaBOBBIC
MPaBOBBIX 3HAHMN B Pa3IMuYHBIX cdepax | aKThl U METOIUYECKHE
JIEATEIIbHOCTH TOKyMeHTHI B cepe JJOY

YMeTs: MIPUMEHSTh
MOJIYYCHHYIO U3  Pa3lIUYHbIX
UCTOYHUKOB HH(YOPMALHIO IS
pelieHus 3a1a4
npodeccuoHanbHOI
JEeSITEIbHOCTH
Bnaners: HaBblkamMu pabOTHI H
aHalM3a  pa3IUYHbIX  BHUJOB
MCTOYHUKOB UH(POpMAIIN

OK-5 CHOCOOHOCTBIO K KOMMYHUKAlMM B | 3HaTh: METOABI M HOPMBI

YCTHOM ¥ mNHUCbMEHHOW (Qopmax Ha
PYCCKOM H HMHOCTPAaHHOM f3bIKax s
pelIeHusl 3aJad  MEXJIMYHOCTHOTO U
MEXKYJIbTYPHOTO B3aUMOJAECUCTBUS

OpraHu3anuu paboTsI c
JOKyMEHTaMU

YMeTb: BECTH €AUHbIE CUCTEMBI
JOKYMEHTAIMOHHOTO

obecriedeHHs]  yNpaBJICHHUS B
opraHu3anuy Ha 0aze HOBEHUIIe
TEXHOJIOTUI

Brnanets: HaBBIKAMU
OpraHu3aIuu
JTOKYMEHTO000pOTa,
cUCTEeMaTH3aIuU u
OpraHu3aIuu XpaHCHUs




JOKYMCHTAlIUU

OK-6

CIOCOOHOCTBIO pabOTaTh B KOJUICKTHBE,
TOJICPAHTHO BOCHpHHUMAA COLHAJIBHBIC,
STHUYECKHE, KOH(pECCHOHATBHBIE U
KYJIbTYPHBIE Pa3IAYUs

3Hath: mpaBuia paboTHl €
JOKYMCHTAMHM Ha BCCX JTalla UX
KU3HCHHBIX IIUKJIOB

YMeTb: NPUMEHSTH
OpraHu3aIum
JIeTIOTIPOU3BO/ICTBA ULt
peeHus 3az1a4
npodeccnoHaIbHO I

NS TeTbHOCTH

IpaBuJIa

Bnaners: HaBbIKaMU pabOTHI C
YIPaBICHYECKUMU
JIOKYMEHTaMH, OpPraHu3alud HX
XpaHEHHUsI

OK-7

CHOCOOHOCTBIO K CaMOOpPraHU3alluu U
caM000pa30BaHUIO

3HaTh: TpebOBaHMS K
0(hOpPMIIEHHIO YMPaBIEHUYECKOM
TOKYMEHTAIIU!

YMeTb: NpUMEHATh  IpaBUIIA
odopMIIeHHS]  YIpaBIE€HUYECKOM
JAKOYMEHTAllMU JJId PCIICHUA
3ama4 npodecCuoHaTbHOU
JEATEIEHOCTH

Bnanetn: HaBbIKaMU
MOJATOTOBKM W 0GOPMIICHHUS
YIPABJICHUYCCKUX TOKYMEHTOB

OK-8

CriocoOHOCTh HCIOJB30BaTh METOIbl U
cpeacTBa  (PU3MYECKOM  KYIbTYphl  JJIs
obecrnevyeHns MOJTHOLEHHOW COIMaNbHON U
npodeccuoHanbHOM NesTeNIbHOCTH

3HaTh:  OCHOBHBIC  TpaBHJIA
noj/Iep KaHus (buzmgeckoit
(hOPMBI U 3I0POBBS

VYMerTs: UCIIOJIb30BaTh
HOJIy4eHHBIE 3HaHUS B 00JacTu
¢usuueckoil  KyiabTypbl — Ha
IPaKTUKE

Brnaners: OCHOBHBIMHU
METOJaMU U cpeAcTBaMu
(bu3n4ecKoil KyIbTyphl

OK-9

TOTOBHOCTBIO MIOJIB30BATHCSA
OCHOBHBIMH MEeTOoJaMu 3aILUTHI
IIPOU3BOJCTBEHHOTO IepcoHaa u
HACeJICHUsI OT BO3MOXHBIX IIOCIEACTBUI
aBapui, KaTacTpod, CTUXUIHBIX OeCTBUI

3HaTh: METOABI U  HOPMBI
Opra"u3anuu paboTsI c
JIOKYMEHTaMHU

YMeETh: BECTH €IMHBIE CUCTEMBI
JIOKYMEHTALlOHHOTO
obecriedeHHs]  yNpaBJICHHUS B
opraHu3anuu Ha 0a3e HOBEHUIIeH
TEXHOJIOTHI

Braners:
Opra"u3anuu

HaBBIKaMH




JIOKyMEHTO000pOTa,
CHUCTEMaTH3aluu u
OpraHu3aluu XpaHEHUS
JIOKYMEHTAIU!

OK-10 CIIOCOOHOCTBIO K  HCHOJIb30BaHUIO | 3HATh: TpeOoBaHUs K
OCHOBHBIX METOJIOB, CIIOCOOOB U CPEACTB | O(GOPMIICHUIO YIPABIEHYECKON
MOJIydeHUS,  XpaHEHWs,  MepepabOTKH | TOKYMEHTAIlUU
UHpOpMau

YMeTh: NpUMEHSATh  TpaBHIIA
opopMIIEHHSI  YIPaBIECHUYECKON
JKOYMEHTAIlUU JJI  PEIICHUS
3a/1a4 npodecCuoHaIbHOM
JeSITEIbHOCTH

Bmaners: HaBBIKAMH
MOJTOTOBKH H  OQOPMIICHHS
YIPaBICHYCCKUX JTOKYMEHTOB

OK-11 CHOCOOHOCTBIO YBaKUTEIHHO U | 3HaTb: METOJbl U  HOPMBI
OepeXHO OTHOCUTBHCS K HMCTOPHUYECKOMY | OpraHu3aluu paboTsI c
HACJICJTUIO U KYJIbTYPHBIM TPAIUIIASIM JIOKyMEHTaMHU

YMeTh: BECTH €IUHBIC CHCTEMBI
JOKYMEHTAIlMOHHOTO
obecriedeHHs]  yNpaBJeHHUS B
opraHu3aiuy Ha 0a3e HOBeHIen
TEXHOJIOT U1
Bnanetn: HaBbIKaMU
OpraHu3anuu
JIOKYMEHTO000POTA,
CUCTeMaTH3aIu1 U
OpraHu3anuu XpaHEHUS
JOKYMEHTaIlu!
Oowenpogheccuonanvrvlie KOMnemeHyuu

OIIK-1 CIHOCOOHOCTBIO HUCIOJIL30BATh | 3HAaTh: OCHOBHBIE METOALI U
TEOpEeTUYEeCKHe  3HAHUS U METOJBl | CpeACTBa IPOBEICHUS
UCCIICJIOBAHMS HA MTPAKTHKE TEOPETUYECKUX UCCIIEeTOBAHUI

YMeTh: MIPUMEHSTh MOJTy4YeHHBIE
TEOpEeTUYECKUE  3HAHHUS s
pelieHus 3a/1a4
npodeccroHanbHOI
JEeSITEeNIbHOCTH

Brnanets: HaBbIKaMU
MPOBEICHUS TEOPETUIECKHIX
UCCIIeIOBaHUI B pamKax
o0pa3oBaTesIbHOrO Mpolecca U
JanbHeHImen
npodeccrnoHanbHOM
JIESITENIbHOCTH

OIlK-2 BlaJicHueM 0a30BbIMM 3HAHUSAMH B | 3HATh: METOABl U HOPMBI
obnactu nHGOOPMAIIMOHHBIX TEXHOJIOT U OpraHu3anun paboTsI C
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JOKYMEHTaMHU
YMeTb: BECTH €IUHBIC CHCTEMBI
JOKYMEHTAIHOHHOTO
obOecriedeHMsl  yNpaBICHUS B
opraHu3anuu Ha 06a3e HOBEUIIIeH
TEXHOJIOTHI1

Bnaners: HaBBbIKaMH
OopraHu3aiun
JIOKYMEHTOO00POTA,
CcHUCTEMaTH3aIuu u
OopraHu3aIun XpaHEHUS
JTOKYMEHTAIUU
OIIK-3 BlIaZicHUeM  0a30BbIMM  3HAHMSMHM | 3HATh: OCHOBHBIE IIPaBOBbBIE
CHUCTEM OpraHOB TOCYJApPCTBEHHOW U | aKThl u METOAMYECKUE
MYHUIIUIIAIEHON BJIACTH TOoKyMeHTHI B cepe JOY
YMers: IIPUMEHSATH
MOJIYYCHHYI0 W3  Pa3JIMYHBIX
HMCTOYHUKOB HWHOOPMAITUIO IS
perieHus 3a1a4
npoeCcCUOHATBHOU
NeSTETbHOCTH
Bnaners: HaBblkamMu pabOTHl U
aHalM3a  pa3UYHbIX  BUJOB
MCTOYHUKOB UH(POpMAIII
OIIK-4 BJIQJICHUEM HaBBIKAMU WCIIOJIb30BaHUA | 3HATh: METOAbl W HOPMBI
KOMITbIOTEPHOM TEXHHUKHI U | OpraHu3anuu paboTsI c
UH(GOPMAIMOHHBIX TEXHOJIOTHH B MOHUCKE | JOKYMEHTaMU
UCTOYHUKOB u JTUTEPATyphl, | YMETh: BECTH €IUHBIE CHCTEMBbI
UCIOJIb30BAaHUU TIPAaBOBbIX 0a3 JAaHHBIX, | JOKYMEHTAIMOHHOTO
COCTaBJeHUU  OuOMMorpaguueckux M | oOeCreYeHus:  yIpaBleHUS B
apXUBHBIX 0030pOB opraHu3anuu Ha 0aze HOBeHIIei
TEXHOJIOTHI1
Brnanets: HaBbIKaMU
OpraHu3anuu
JTOKYMEHTO000pOTa,
CUCTeMaTH3aIuu u
OpraHu3anuu XpaHEHUS
JIOKYMEHTaIu!
OIIK-5 BJIQJICHWEM 3HaHUSMU B oOnactu | 3HaTh: TMpaBWiIa PpabOTBI  C

IMpaBUJI HY6J'II/IKaI_[I/II/I HCTOPUYCCKUX
HCTOYHHUKOB MW ONCPATUBHOIO U3AAHUA
JAOKYMCHTOB

JOKYMCHTAMHM Ha BCEX JTalla UX
JKHN3HCHHBIX ITMKJIOB

YMeTh: TpPUMEHSTh  TpaBUIIa
OpraHu3aIuu
JICTTOTIPOU3BO/ICTBA TSt
pelLIeHHsI 3a1a4
npodeccroHanbHO M

JACATCIIBHOCTH
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Brnaners: HaBbikamMu paboOTHI €
YIIPABJICHYECKUMU
JOKYMEHTaMH, OpraHu3aluu UX
XpaHEHUS

OIIK-6

CIIOCOOHOCTBIO pelllaTh CTaHJapTHBIC
3a1auu MPO(eCcCHOHATBHON JEATEIEHOCTH
Ha OCHOBE MH(POPMALTMOHHON u
oubnmorpaduyueckon KYJBTYPBI c
IPUMEHEHUEM MH(POPMAITMOHHO-
KOMMYHHKAIIHOHHBIX ~TEXHOJOTHH U C
y4E€TOM OCHOBHBIX TpeOoBaHUM
MH(POPMAITMOHHOMN 6€30TaCHOCTH

3HaTh: TpeOoBaHUs K
0(OpPMIIEHHIO YIPaBIECHUYECKON
JNOKYMEHTAIlUU

YMeTb: NpUMEHATH  IpaBUIIA
opopMIIEHHSI  YIPaBIECHUYECKOU
JAKOYMCHTAlIlMU JId PCHICHUA
3a/1a4 npodecCuoHaIbHOM
JeSITeTbHOCTH

Bnaners: HaBbIKAMU
NOATOTOBKM U 0(GOpMIIEHHUS
praBHqueCKI/IX )IOKYMGHTOB

IIpodeccnonanbHble KOMIIETEH

o

IK-1

CIIOCOOHOCTBIO ~ NPHUMEHATH  HayyHbIE
MCTOJAbI IIpHU HCCICAOBAHUU 00BEKTOB
pohecCHOHATBHON IeATeTLHOCTH

3HaTh: METOABI W  HOPMBI
OpraHu3aIun paboThI c
JIOKyMEHTaMHU

VYMeTh: BECTH €IMHBIE CHCTEMBI
JTOKYMEHTAIMOHHOTO
obecrieueHHsI  ympaBJeHUS B
opraHu3aiuy Ha 0aze HOBEHIIEH
TEXHOJIOTHI

Bnanetn: HaBbIKaMU
OopraHu3aIuu
JIOKYMEHTOO00O0POTA,
CHCTEMAaTH3alu1 u
OopraHu3aIun XpaHCHHS
JIOKYMEHTAIU!

[1K-2

BJIAJICHUEM OCHOBaMH HH(OPMAIIHOHHO-
AHATTMTHYECKOU JESTEITbHOCTH u
CIOCOOHOCTBIO ~ MPHMEHATH  UX B
npodeccuoHabHOM chepe

3HaTh: TpeOoBaHUs K
0hOpPMIICHHIO YTPaBIECHUYECKOM
JTOKYMEHTaIu!

YMeTh: NpUMEHATh  IpaBHiia
odopMIIeHHS]  YIpPaBIECHUYECKOM
JKOYMEHTAIlUU JJIsl  PelIeHHs
3az1a4 npogeccuoHalIbHON
JESATEIBHOCTH

Braanerts: HaBBIKaMH
MMOATOTOBKHU 151 O(I)OpMJ'IeHI/IH
YIPaBJICHUCCKUX JOKYMCHTOB

I1K-3

BJIaJICHHUECM 3HAHHUAMHU OCHOBHBIX HpO6HCM
B obOiactu AOKYMCHTOBCACHHUA u
APXHUBOBCACHUA

3HaTh: MCETOJBI n HOPMBbI
OopraHusanuvun pa6OTLI C
JAOKYMCHTaMU

VYMeTh: BECTH €QUHBIE CHCTEMBI

JOKYMCHTAITUOHHOTO
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obOecriedeHMsl  yNpaBICHUS B
opraHu3anuy Ha 06a3e HOBEUIIIeH
TEXHOJIOTHI1

Bnanets: HaBBIKAMH
OopraHu3aiun
JIOKYMEHTOO000POTA,
CHCTEeMaTU3alu 51
OopraHu3aiun XpaHCHUS
JIOKYMEHTAIUU
[IK 4 CriocoOHOCTB CaMOCTOSITENIbHO | 3HaTh: OCHOBHBIE IIPABOBBIC
paboTath C Pa3IUYHBIMU HMCTOYHUKAMH | aKThI u METOUYECKHUE
nHpopMauu ToKyMeHTHI B chepe JOY
YMers: IIPUMEHSATH
MOJIYYCHHYI0 W3  Pa3JIMYHBIX
UCTOYHUKOB HMH(OPMALUIO IS
perieHus 3a7a4
npoeCCUOHATBHOU
JIeITEeITbHOCTH
Brnanets: HaBbIKaMu paboOTHl U
aHajgM3a  pas3lIMYHBIX  BHJIOB
HMCTOYHHKOB WH(MOpMAIUU
T1IK-5 BJIAICHUEM TEeHICHIIUSIMU pa3BuTHs | 3HaTh: METOIBl U  HOPMBI
WH(POPMAITMOHHO-TOKYMEHTAIIMOHHOTO W | OpraHU3aIlun paboThl c
obecrieueHus yIpaBIeHUsI apXUBHOTO Jiefia | TOKyMEHTaMu
VYMeTh: BECTH €IUHBIE CHCTEMBI
JTOKYMEHTAIMOHHOTO
oOecrieueHHsI  yIpaBJCHUS B
opraHu3aiuu Ha 0a3e HOBeHIen
TEXHOJIOTHI
Bnanets: HaBBIKAMU
OopraHu3aIun
JOKYMEHTO000pOTa,
CHCTEMAaTH3alMU H
opraHu3aIuu XpaHCHHS
JOKYMEHTAIU!
[1K-6 CIIOCOOHOCTBIO aHANM3UPOBATh CUTYAlMIo | 3HaTh: TMpaBWiIa pabOThl C

Ha PBIHKE WH(POPMAIMOHHBIX MPOIYKTOB U
yCIyr, JaBaTh  3KCIEPTHYK  OICHKY
COBPEMECHHBIM CHUCTEMaM  3JICKTPOHHOTO
JOKYMEHTO000pOTa u BEJICHUS
AJIEKTPOHHOTO apXHBa

JAOKYMCHTaMU Ha BCEX JTalla UX
JKHN3HCHHBIX ITMKJIOB

YMeTh: TpPUMEHSTh  TpaBUIIa
OpraHu3aIuu
JIeTTOTIPOU3BO/ICTBA TSt
pelLIeHuUsI 3a1a4
npodeccrnoHanbHOM
JeSITeIIbHOCTH

Bnaners: HaBbIKaMM pa6OTLI C
YIpaBJICHUCCKUMU
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JOKYMEHTaMH, OpraHu3aluu UX
XpaHECHUS

IK-7 CMOCOOHOCTBIO OLIGHUBATh HCTOPUIO U | 3HATH: TpeOoBaHUs K

COBPEMEHHOE COCTOSIHHE 3apyOeKHOro | O(OPMIIEHUIO YIPaBIEHYECKOH
OIIbITa YIIpaBJICHHUA JOKYMCHTaMU " | JOKYMCHTAalluU

OpraHu3alvi UX XpaHCHUS
YMeTb: NpUMEHATh  IIpaBUIIA
opopMIIEHHSI  YPaBIECHUYECKOU
AKOYMCHTAllMU [1JId PpPCHICHUA

3ama4 npoheccCHOHATBHON
JeATEIILHOCTH
Bnaners: HaBbIKAMHU

NOATOTOBKM U 0(GOpMIIEHHUS
YIPABJIECHYECKUX TOKYMEHTOB

I1K-8 CIIOCOOHOCTBI0 aHAJIM3UPOBATH IEHHOCTH | 3HATH! TpeOOBaHMS K
JOKYMEHTOB C IEJIbI0 UX XPAHCHUS OopraHu3aIun CEKPETapCKOTO

00CITy)KHBaHUS,
YMers: OCYUIIECTBJIATh
JIeSTeTbHOCTh 1o
OpraHu3aIMOHHO-
UH(OPMALUOHHOMY u
JTOKYMEHTaIlMOHHOMY
o0ecreueHuro EeATEIFHOCTH
PYKOBOIUTEIIS;
Bnanetn: HaBbIKaMU

opraHusaliii MW  IIPOBEACHHA
MepOHpHHTHﬁ, CBA3aHHBIX C
ACATCIIBHOCTBIO PYKOBOJAUTEIIA

1.6. MecTo NpakTHKH B CTPYKTYpe 00pa30BaTeNbHOMN MPOrpaMMbI

[IpakThKa IO TOMYYEHUIO IEPBUYHBIX IPO(ECCHOHANBHBIX yYMEHHH M HAaBBIKOB, B TOM YHCIE

TIEPBUYHBIX YMEHUI 51 HaBBIKOB HaquO-HCCHeﬂOBaTCHLCKOﬁ ACATCIIBHOCTHU
(doxkymeHnToBeneHuE) IIPOBOIUTCS TUISt CTYICHTOB OakanaBpmara,
oOydarommxcs 1o  HampaBieHuto  46.03.02  «/lokymeHTOBeAeHHE U
APXUBOBCACHHUC), B UCTBCPTOM CCMCCTPC M OTHOCHUTCA K BapHaTHBHOﬁ qacTHu

IPOTPAMMBI.
HpaKTI/IKa TI0 TOJYYCHUIO TEPBUIHBIX HpO(i)eCCI/IOHaHBHBIX yMeHI/Iﬁ W HABBIKOB, B TOM 4YHCJIC

TIEPBUYHBIX YMEHU 3 HaBBIKOB Hay‘lHO-HCCHeHOBaTeHbCKOﬁ ACATCIBbHOCTH
(JoxymeHTOBeicHUE) SBJISIETCS COCTABHOM YacThi0 y4eOHOro mpolecca Hu

MPOBOJAMUTCS JUISl 3aKpEIUICHUSI U YIIIyOJICHUSI TEOPETHYECKUX 3HAHUU 110
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kypcam "JlokymentoBenenue" u «Opranuzanus texaonoruss [JOY», uzyuenus
CTyZIEHTaMU OpraHu3anuu JIEIIOMTPOU3BOCTBA B COBPEMEHHBIX
FOCY/ITAPCTBEHHBIX M HErOCYJAPCTBEHHBIX OpraHU3alUsIX ¢ MOJIYYCHHS
NEePBUYHBIX MPO(HECCUOHATBHBIX HABBIKOB.
B pesynbrare npoxoxaeHus mpakTUKU GOPpMUPYIOTCS 3HAHUS, YMEHUS U
BIAJICHUS, HEOOXOIUMBbIEC IS

HN3Yy4YCHUA  CICAYIOHUX  JUCHUIUIMH H

NPOXOXKAEHUS MNpakTuk: Meroauka panumonanuzauuu [JOY, Okcneprtusza

NEHHOCTU JOKYMCHTOB B JACJIOIIPOU3BOIACTBEC, OpI‘HpOGKTI/IpOBaHI/Ie B I[Oy

1.7.06beM npakTUKu

HpaKTI/IKa IO IOJYUYCHHIO ICPBUYHBIX HpO(l)eCCI/IOHaJ'IBHI)IX YMeHI/Iﬁ N HAaBBIKOB, B TOM

YUCJIC TICPBUYHBIX YMGHI/Iﬁ U HAaBBbIKOB Hay‘IHO-HCCHCJIOBaTeJIBCKOﬁ JACATCIIBHOCTHU

(doxymentoBenenue) mnpoxoauT B 4 cemecTtpe.O0mas TpyJAOEMKOCTh MPAKTUKU

cocTaBJisieT 3 3aueTHble eAuHuULbI, 108 yacoB. JNIMTENBHOCTD MPAKTUKY — 2 KAJICHAAPHBIC

HEJEIH.

2. Codepoicanue npakmuxu

Ne | HaumeHoBaHue pa3aesia Cojep:kanue H BUIbI padot”
1. O3HakoOMHTEIbHAS JICKIUS OmnpeneneHue neneil W 3aaad MPaKTHKU, UCTOYHUKOB U JIUTEPATYpHI,
HEOOXOAUMBIX UL CAMOCTOSTENbHON pabOThl 1 HOATOTOBKH OTYETA.
2 WHerpykraxx  mo  TexHuke | O3HaKOMIJIGHHE CTY[JEHTOB C IPaBWJIaMH BHYTPEHHETO paclopsIKa,
6€e30MacHOCTH JOIycKa B TOMEIIEHUA CIYX0, IOKapHOH O0€30IacCHOCTH U JPYrUMH
perIaMeHTHPYIOIUMHA ~ paboTy  COTPYIHHKOB MHCTPYKIUSIMH
1 TIOJIOKCHHUSIMU.
3. Wzydaenune HCTOpHH, PykoBonuTeNns MPAaKTUKH OT OPTaHM3AIMUd MOXKET IPOBECTH
COBPEMEHHBIX 3a/ad, (QYHKIHMH | BCTYIIUTENBHOE 3aHATHE CO CTYAEHTaMH, LEJbI0 KOTOPOTO SBIISETCS
U CTPYKTYPHBI yUPEKACHUS; O3HAKOMJIEHHE TPAKTUKAaHTOB C HMCTOPHEH, COBPEMEHHBIMH 33JadaMH,
W3ydenne OpraHU3alMOHHBIX | HANPABICHUSAMHU JEATEILHOCTH M OCOOCHHOCTSIMU JTOKYMEHTHPOBAHUS
JOKYMEHTOB MPENIPUSITUSL YIIPaBIEHYECKONH JESITENbHOCTH YydpexneHus. Ecimum B apxuse
4. OpraHM3alld UMeeTCsl UCTOpHYecKas crpaBka o (oHZooOpas3oBarere,

OHA M3Yy4aeTcst CTYJACHTAMHU.
Jlanee cTyAeHT MPHUCTYNAaeT K W3y4YCHHIO OPraHWU3aI[MOHHO-

MPaBOBBIX JOKYMEHTOB, PErVIAMEHTUPYIOUIMX OPUANYECKHNA CTaTyC
YUPEKICHUS, ero OpraHMU3aIMOHHO-IPABOBYIO hopmy,
OpraHM3alOHHYI0 CTPYKTYPY U HANPABJICHHS JICSTEIbHOCTH.

K TakuM JOKyMEHTaM OTHOCSTCSI:

e VYcraB (ONOKEHHE) OPTaHU3AINL;

o [lomoXeHHs 0 CTPYKTYPHBIX TOAPA3JICIICHUSX;
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e JIOMKHOCTHBIE MHCTPYKIIMHM COTPYHUKOB?;

e [lltaTHOE pacnucaHue.

I[lo wroram wW3y4eHHs CTYACHTBl JODKHBI  COOpaTh
UHGOPMAIIUIO MO CIEAYIOUIUM BOIPOCAM:

e JlaTa CO3JaHMA OpraHU3aluy;

Ha3BaHKE OpPraHU3ally;

1eNb CO3MaHust U QYHKIIMU OpPTraHU3alliy;
OpraHM3aliOHHO-TIpaBOBasi opMa OpraHU3ALUH;
OpraHH3alHOHHAS CTPYKTYpa U MOPSIOK YIPABICHHS;
COCTaB OPraHU3aIMOHHBIX TOKYMEHTOB OpTaHU3alNH;
CTEMEHb OTPAXCHUS B OPraHU3al[MOHHBIX JTOKYMEHTAaX
TpeOOBaHMII K JOKYMEHTHPOBAHHIO  YIIPABICHYECKOIl
JeATenbHOCTH  (TOPSAMOK — WM3JaHus,  MOJMUCAHHS,
XpaHEeHHs);

B pesyabrare  cTymeHTH  TpadHUYECKH  BBIYCPUHBAIOT
CTPYKTYpY OpTaHH3AIIUH.

Bce cobpanHbie maHHBIE CTYIEHTHI O(OPMISIOT B BHIEC
JIHCBHUKOBBIX 3alMCeil, TJAe OTMEYAalOT [aTy 3amicCH, HCTOYHHK,
KOTOPBIM OHH TMOJNB30BAJUCh. OTH BBIMHUCKH W3 OPTraHU3aI[MOHHBIX
JOKYMEHTOB CTYJCHTBI MPEACTABISIOT PYKOBOJMUTEIIO MPAKTHKHA OT
opraHu3anuy, B Oecelle € KOTOPBIM OOCYXIAIOT crenupuuecKue
0COOEHHOCTHU CTPYKTYPHI M PYKOBOJCTBA OpraHU3alueH.

Co0OpaHHbIe CBEIEHHS CTYICHT 3aTeM O(QOpMIISeT B KauecTBe
HepBOﬁ rJIaBbl OTYETA 110 MPAKTHUKE.

5. Nzyuyenue HOPMAaTHUBHO- B TedeHue 3TOro BpeMEHH CTYIEHTHI BHHMATEIBHO M3y4aroT
METOIMYECKHUX JTOKYMEHTOB IO | HOPMAaTHBHO-METOIUYECKHE JIOKYMEHTBI YUpEKACHUS,
JOVY u cucteM AOKyMEHTaLlMH | peryIaMEHTHPYIOLIME  IpaBMla  COCTaBIEHHS M OGOPMIICHUS
OpraHu3alyy, JOKYMEHTOB, €CIIM TaKHe B OpraHU3alud HMeloTcs. B dumcne stux
Wzydyenue 0COOEHHOCTEH | JOKYMEHTOB MOTYT OBITh MHCTPYKLMH 110 AETONPOU3BOACTBY (MU IO
obopMileHHs ynpaBleHYeCKuX | paboTe ¢ JOKyMEHTaMH), mpaBwia oO(QOpMIEHHS IOKYMEHTOB,

6. JOKyMEHTOB periaMeHThl, CTaHJApThl OpraHW3alliH, MPHKa3bl (PacHOpsDKEHHs) O
AHanu3 ONaHKOB [OKYMEHTOB | IOPSAKE CO3JAHMS M COINIACOBAHMS OTAENBHBIX BHJIOB JOKYMEHTOB H
YUPEXKICHUS TakK JaJjee.

CrymeHTaM HEOOXOOUMO O3HAKOMHUTBCA C  CHCTEMaMH
JOKyMEHTAIlU1, UCIIOIb3yEMBIMH B OPTaHU3alMH, BBISBUTH OCHOBHBIE
BUABl M Pa3HOBUAHOCTH  JOKYMEHTOB, IPUMEHSAEMBIX  JUIA
7. JOKyMEHTUPOBAaHHUs  JAESITENbHOCTH OpraHM3alMd B [EJIOM U
CTPYKTYPHOT'O TTOAPAa3eTeH s, B KOTOPOM paboTaeT MPaKTHKAHT.
CocTaB TOKYMEHTOB CHCTEM JOKYMEHTALUH, UCIIOIb3YEMBIX B
JEATENbHOCTH OpraHU3aliM, MOXKET BKIIOYaTh YHU(DUIMPOBAHHBIE
(hopmBI 1 POpMEI, pa3paboTaHHBIE COTPYTHUKAMH OPTaHU3AIIHH.
IIpoBoautcs JNEeTaIbHBIA aHaiIu3 OpraHU3alMOHHO-
pacropsiAUTENbHON JOKYMEHTAIMH TI0 CIEAYIOIUM IPyIIIaM:
e OpraHM3alMOHHBIC  JIOKYMEHTBI,  INPUMCHSAEMbBIE B
YIIPaBIEHYECKON IESTENbHOCTH;

® pacropsiIUTENbHBIE JJOKYMEHTBI, COCTaB JOJDKHOCTHBIX
JWLl, WMEIOIIMX IIPaBO H3JAHUS PacIOPSIUTENbHBIX
JIOKyMEHTOB;

e BB HH)OPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB.

CryneHtaM  HEOOXOAMMO  HW3YYUTh  WHCTPYKIHIO IO
JETIONPON3BOJICTBY OpPTaHU3allMH M BBUIBUTH, COONIONAIOTCSA JIM €€
TpeOOBaHMS COTPYIHMKAMH OpraHm3anuy. Ecin Tako MHCTPYKIHHU B
OpraHM3allid HET, TO CTYJACHTHl aHAJIM3UPYIOT OPTraHW3alHOHHO-
pacropsiauTeNbHBIC TOKYMEHTHI Ha MPEAMET COOIOAEHHS TPeOOBaHUH
T'OCT P 7.0.97-2016 (u3yuaercsi opOopMIICHHE TOKYMEHTOB, TO €CTh
HaJIM9Me BCEX HEOOXOUMBIX PEKBH3UTOB IOKYMEHTOB).

Hampumep, cTymeHT BBIABISIET HAIMYME — CIEAYIOIINX
PCKBHM3HTOB: 3arojoBKa, HAWMEHOBAaHHWS BHJA JOKYMEHTa, JaThl,

4CTy,Z[eHT BHUMATCJIIBHO HU3y4acT ITonoxeHnue o CTPYKTYPHOM MOAPA3ACICHUN W HNOJIDKHOCTHBIC
HHCTPYKIUHU TOTO MMOAPA3ACIICHUA, B KOTOPOM OH IMPOXOAUT IIPAKTUKY.
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PETUCTPAIIMOHHOTO MHIEKCA, OTMETOK Ha IOKYMEHTE, & TAKKE:
® TMPaABWIHHOCTH AJPECOBAHMUS;

® TOpANOK BHYTPEHHET0 W  BHEIIHETO  COTJIaCOBAHUS

JIOKyMEHTOB;

®  [IOJIIMCAHUS;

e  YTBEPXKICHHUSL.

BBISBISIFOTCS. BUIBI JOKYMEHTOB, Ha KOTOPBIE B OpraHU3ald
CTaBUTCH I1€YATh.

HeoOxomumMo  Takke  BBIIBUTh, HCIOJB3YIOTCSA JIH B
opraHu3aii OJaHKHA JOKYMEHTOB, €CJIH HCIIOJB3YIOTCS, TO KaKue
(oOmmii 6nmank, OnaHK MUChMa, OJIAaHK KOHKPETHOTO BHAA JIOKYMEHTA,
OJIlaHK JOJKHOCTHOTO Jjuna W T.1.). OOpasibl OJIaHKOB KeJIaTeIbHO
MPUIOKHUTH K OTUETY TI0 MPAKTHKE.

[MoMuMo Hajmuuust OJaHKOB B JHEBHHKE MPAKTUKU CTYIAECHTHI
(DUKCHUPYIOT COCTaB MPUMEHSEMBIX JOKYMEHTOB, OTMEYAIOT Haubosee
pactpoCTpaHeHHblE B  MPAaKTHKE pabOThl  yUPEKIAECHHS  BHUIIBI
OpraHMu3aIHOHHO-PACTIOPSAAUTEIBHBIX JOKYMEHTOB, a TAK)KE OTMEYAIOT,
rae 3a(UKCHpOBaHbI TPEeOOBaHMS K COCTABJIECHHUIO M OGOPMIIEHHIO
JIOKyMEHTOB OpTraHU3aIl|H.

HeobxomumMo Takke H3y4WTh TEXHHMYECKYIO OCHAIIEHHOCTH
MPOIECCOB JTOKYMEHTUPOBAHUs, & UMEHHO: ONPEAEIUTh TEXHHUUECKHE
HpOFpaMMHBIe Cpe}lCTBa, I/ICHOJ'IL?:yeMbIe COprllHI/IKaMI/I JJIS1
HU3IrOTOBJICHUA JIOKyMeHTOB, CTCIICHb OCHAIIICHHOCTHU pa60‘{I/IX MECT
COTPYIHUKOB KOMIIBIOTEPAMH, OPI'TEXHUKOHN U CPENCTBAMMU CBS3H.

B nHchMeHHOM oOT4eTe HEOOXOIMMO OTpa3uTh, Kakas
HporpaMMa HCHOHI)3yCTC$[ B OpFaHI/IBaL[I/II/I JJI CO3JaHUA I[OKyMeHTOB,
€€ JJOCTOMHCTBA U HEJJOCTATKH.

N3yuenue OpraHU3aLUu
paboThl C JOKYMEHTaMU

B Teuenue 9-14 nHeit cTyAEHTHI N3y4aIOT:

-JIOKYMEHTOO0OpOT OpraHu3alyy;

-IOPAAOK PErUCTpalliMl M IIOCTPOCHHE HH(POPMAIIMOHHO-
IMOMCKOBOM CHCTEMBI,

-T€XHOJIOTHI0 KOHTPOJIS 332 CPOKAMHM HCIIOJIHEHHUS IOKYMEHTOB;

-COCTaBJICHUE HOMEHKIIATYpPBI JIEJ;

-OpraHU3allii0  TEKYIIETO  XpaHEHUs  JOKYMEHTOB B
CTPYKTYPHBIX MOAPa3ACICHUAX OPraHU3aLUH;

-3KCHEPTH3Y  LEHHOCTH M  TPAaKTHYECKOH  IIEHHOCTH
JOKyMEHTOB;

-TIOTOTOBKY U epeavy JOKYMEHTOB B apXUB OpraHU3alllH.

CTy#eHTbl aHAJIU3UPYIOT JOKYMEHTONOTOKM II0 BHAAM
JOKyMEHTOB, IO KOPPECIIOHAEHTaM, TII0 YPOBHSIM MHCIIOJIHEHUS,
COCTaBJISIIOT  ONEPOrpaMMbl  JIBIDKEHUS BXOJIIECH, BHYTPEHHEH H
ucxomsmie  koppecmoHAeHIMH.  CTyZeHTBI  HU3y4alOT  CHCTEMY
MePBUYHON O00pabOTKM KOPPECHOHACHIIMH W TIpaBHia OTHPABKU
HCXOJSIIMX JIOKYMEHTOB, AHAJIU3UPYIOT IIOPSJOK COIJACOBAHUS W
TIOATIMCAHUS TOKYMEHTOB, IPOCUUTHIBAIOT 00BEM IOKYMEHTO0OOPOTa
3a MPEALECTBYIOIUNA MECSL.

CTymeHTbl H3y4alOT CHCTEMY pPETHCTpAlMyd IOKYMEHTOB B
YUPEKICHUH, 3HAKOMSTCS C PETUCTPALIMOHHBIMU (POpMaMH B TIOPSIIKOM
WX 3amonHeHWs. M3ywaror cuctemy HWH(POPMAIMOHHO-CIPABOYHON
pabotsl. CTyneHTBI 3HAKOMATCS C OpraHW3almiell M TEXHOJIOTHeH
KOHTPOJISI HCTIOTHEHUSI JOKYMEHTOB B YUPEXKICHHH, AHAIH3HPYIOT
MepeYHH JTOKyMEHTOB, MOJICKAIINX KOHTPOI0. Jlemaercs BBIBOX O
BO3MO)XKHOCTH OOBEAWHEHUS PETUCTPALH, KOHTPOIS M CHPaBOYHOU
paboTHI B €UHBIN TEXHOJIOTMYESCKHA TPOIIeCC.

CTymeHTbl BBUIBISIIOT W OMNKCBIBAIOT  CYIIECTBYIOIIYIO
“H(POPMAIMOHHO-TIONCKOBYIO CHCTEMY, KakK TPaAUIMOHHYIO
(xapTOoTeKH, MPUHIUIIBI ¥ (POPMUPOBAHNE), TAK U IJIEKTPOHHYIO (0a3bl
JTAHHBIX B KOMIIBIOTEPE).

CryneHTsl OTIPEeNENSIOT Ka4ecTBO ohopmieHns
HOMEHKJIATYpBI JIeJl, Hajmndue HeoOxoanmoil mHpopmannu. CTyaeHTHI
W3y4aroT MPAKTUKY (OPMHUPOBAHUS JIEN, CAMOCTOSITEIHHO MPOU3BOIST
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TPYIITAPOBKY HCIIONHECHHBIX MOKYMCHTOB B Jiella B COOTBETCTBHUH C
HOMEHKJIATypoH Je.

CTyIeHTH H3y9aroT MPOIeCcC MOATOTOBKH JeT 3a TPEABILIYITUE
TOABI JJIS Ca4d B apXwB. [IpoBepsrOTCS MPaBHIHHOCTH OQOPMIICHHUS
men, wux  QopmupoBanms. [Ipm  HEOOXOAUMOCTH  CTYIEHTHI
MOATrOTABIMBAIOT BHYTPEHHHUE OIUCHU U JIUCTHI-3aBEPUTEITH, HYMEPYIOT
mucTel. Ha moaroroBneHHble K cpave Jena CTYAEHTHI COCTaBIISTIOT
OITMCH U TI0 HUM TMPOHM3BOJIAT CIaYy JCT B apXUB YIPSHKICHHSL.

W3yunB  IOKYMECHTAIlMOHHOE OOECIICUCHHE  YIPaBJICHUS
OpTaHW3alliH, CTYICHTHI [EJIAI0T COOTBETCTBYIOIIME 3aIlllCH B
JTHEBHHUKE 110 TuT1aHy niporpaMMel ([Ipunoxenue 1).

ITogroroBka otuéta

®opMOil OTYETHOCTH MO pe3yibTaTaM HPaKTHKU SBISETCS
OTYET W XapaKTepUcCThUKa opraHuzaiuu. OT4er UMeeT THTYJIbHBINA JTUCT
(ITpunoxxenue 2), ornaBieHHe, BBEACHHUE, IBE TIJIaBbl, 3aKIIOUEHUE U
npuitoxenus (He MeHee 10 npuiIoKeHui).

PexomenayroTcs cienyrolue pa3aensl oT4eTa:

Bseoenue

I'nasa 1./lokymenmupoganue desmenbHOCMU Op2aHu3ayuul

I'nasa 2.Opeanuzayus pabomoel ¢ 0OKYMeHMamu

3axnouenue

Bo BBeieHnU laeTcst KpaTkas XapakTepHCTHKa OpraHnu3aliy, B
KOTOPOM CTYIIEHTBI TPOXOIAT TPAaKTUKY (yKa3bIBaeTcsi Ha3BaHHE
OpraHM3aliy, ee IOPUINUECKU CTaTyC, OpraHu3aluoOHHasT CTPYKTYpPa,
TMOPSAAOK YIpaBJICHUA U PYKOBOACTBA, OTMEYACTCA NPUHIUIT IIPUHSATUSA
YIpaBIEHYECKUX pELICHUH (KOJUIETHalbHBIN, eIWHOHAuYalbHBIN), a
TAaKXC OacTcCAa OIMUCaHUE€ H3YUYCHHBIX HOPMATUBHBIX NOKYMEHTOB B
COOTBETCTBUM C TMOCTAaBICHHBIMM B METOJMYECKMX  YKa3aHHUSIX
3a/jauaMu.

B nepsom paszerne ordeta HEOOXOAUMO MEPEUUCIIUTD:

- HopmaTuBHO-MeTOAMYECKHE JIOKyMEHTBI,
periaaMeHTHpPYIOIMe IpaBrila CO3MaHus U 0OPMIICHUS JOKYMEHTOB,

- CucreMbl JOKyMEHTAIUH, OOpa3yroIIuecs: B AEATEIHOCTH
opraHuM3aiuy (Ha3BaThb BHIbl W PA3HOBHIHOCTH JOKYMEHTOB JUIS
Ka)XJIOW CUCTEMBI).

Iompobuo OIHCaTh 0CO0EHHOCTH ohopmieHus
YIPaBICHYECKHX JOKYMEHTOB, MpaBWiIa O(GOPMIICHHS OTIEIbHBIX
PEKBU3UTOB JIOKYMEHTOB (HaHMMEHOBaHME BHJAA JIOKyMEHTa, JiaTa,
MOJITUCH, U T.10.).

IIpoananu3upoBaTh OJAHKM JOKYMEHTOB (yKa3aTb BHIBI) U
OLICHUTh COOTBETCTBHE COCTaBa M PacCIOIOKEHHS PEKBU3HTOB OJaHKa
YCTaHOBJICHHBIM TPEOOBaHUM.

Bo BrOopoM  paszene ordera «opraHusanusi paboTel €
JOKyMEHTaMM» 3aTParuBaloTCs CIETYIOIINE BOIIPOCHL:

- IIpuem u nmepruHast 00pabOTKa JOKyMEHTOB;

- Peructpauus JOKyMEHTOB;

- Opranun3anys KOHTPOJIS 32 UCTIOTHEHUEM JOKYMEHTOB;

- OpraHu3anys TeKyIIero XpaHeHus JOKyMEHTOB;

B 3akiIroueHHMHM NPUBOAWTCS WTOI HU3YYEHHS OpraHW3aIlMd
JIETIONPON3BOJICTBA M (DOPMHUPYIOTCS BBIBOBI 11O TIPOJETAHHOM padoTe.

B npui1o:keHHsI K OTYETY AOJKHBI OBITh BKITIOYCHBI:

o CXeMa OpTaHW3alMOHHON CTPYKTYPBI OpraHU3alnm;

o CITIMCOK HOPMAaTHUBHO-METOIMYECKUX TOKYMEHTOB OPTraHU3aluH;

o 00pa3lpl  OpraHW3aIMOHHO-PACIIOPSAUTENBHBIX — TOKYMEHTOB
OpraHU3aliy;

. YHAGDUITIPOBAHHBIE ()OPMBI JOKYMEHTOB;

. OnmaHKM BceX BHAOB  OPraHW3AMOHHO-PACHOPSIUTETBHBIX
JOKYMEHTOB.

Xapakrepuctuka (IIpumoxenne 3) cocramisercs Ha OJaHKe,
MOJNHUCHIBACTCSI PYKOBOAUTEIEM MPAKTHUKH, 3aBEPAETCS MEYaTbIO U
00513aTENTFHO CAAETCS BMECTE C OTICTOM.

B xapakTepucTHKe MOKHBI OBITh W3JIOKCHBI HAOIIOICHUS
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PYKOBOAUTECIISI TIPAKTUKH O pa60Te CTyACHTa OT OpraHu3anuu,
OPOSABJICHHBIC WM  JCIOBBIC Ka4Y€CTBA, €TI0 HABBIKM W YMCHUH,
OTHOHICHUEC K pa60Te. XapaKTepI/ICTI/IKa COICPIKUT OLICHKY IMPAKTUKU 1O
quLIpex-6am,H0171 CUCTEMC (OTJ'II/I‘IHO, XOpouIo, yAOBJIIETBOPUTCIIBHO,

Hey[[OBHeTBOpI/ITeJ'ILHO).

[IpomexyTouHBIN KOHTPOJIb 3adeT ¢ OLeHKOH

3.1. ®opMbI OTYETHOCTH

dopMaMu OTUYETHOCTH IO TIPAKTHUKE SIBISIOTCS: OTUET 00YUAIOIIET0Cs, XapaKTEPUCTHKA C
MeCTa MPOXOKIACHHS MTPAKTUKH, JTHEBHUK MPAKTHUKH

3.2.KpuTepun BBICTABJIEHHS OUECHKH 0 MPAKTHKE®

Kpurtepun oneHky pe3yJibTaTOB NPAKTUKH

BricraBnsiercs oOyuwarolmemycs, €ClIM XapaKTepUCTHKa C MecTa
NPOXOXKACHUSA IPAKTUKH COHAEPKUT BBICOKYIO ITOJIOXKHUTEIHHYIO
OL€HKY, OTYET BBIIIOJIHEH B IIOJITHOM COOTBETCTBUH C NPEABABISIEMbIMU
TpeGOBaHIflS{MH, aHAJIUTHYCCKaA qacThb oT4yeTa OTJINYACTCA
KOMITIJICKCHBIM  IMOAXOAOM, KPCATUBHOCTBIO U HECTAHAAPTHOCTBHIO
MBIIIJICHUA CTyACHTa, BBIBO/JIbI O6OCHOBaHbI )41 IMOAKPECIIIICHBI
3HAYUTEIbHBIM 00BEMOM (haKTHUECKOTro MaTepHaa.

OOyuaronuiicss HMCUEpIBIBAIONIE U JIOTHYECKH CTPOMHO W3Jaraer
yueOHBIM MaTepuaj, yMeeT YBA3BIBaTh TEOPUIO C IPAKTHUKOH,
CIIPABIICTCS C PelIeHHEM 3aJad IPo(ecCHOHATBHOM HAaIlPaBICHHOCTH
BBICOKOTO YPOBHS CIIO)KHOCTH, NPAaBHJIBHO OOOCHOBBIBAET NPUHSATHIE
pelLIeHHsL.

KoMmnereHuuy, 3akpersi€HHble 3a NPaKTHKOW, COpMHUpOBaHbI Ha
YPOBHE — «BBICOKHI».

BricTaBisiercst  oOywaromiemycsi, €clIM XapaKTepUCTHKa C MecTa
MPOXOKJICHUSI TPAKTUKU COJACPKUT IOJIOKHUTEIBHYIO OLIEHKY, OTYET
BBIIOJIHEH B IEJIOM B  COOTBETCTBUHM C  TPEAbABISIEMBIMHU
TpeGoBaHMSIMH 0Oe3  CYIIECTBEHHBIX  HETOYHOCTEH,  BKIIIOYAET
(dakTHyeckuii MaTepuan, COOpPaHHBIA BO BpeMs MPOXOXKICHUS
MPaKTHKH. .

OOy4Jaromuiicss NMPaBUIbHO HPUMEHSET TEOPETHUYECKUE ITOJIOXKEHUS
OpY  peIleHHMH  TNPAaKTHYeCKHX  3aJad  IpoQeccCHOHaNTbHOH
HAaIpaBJICHHOCTU pa3Horo YPOBHS CIIOHOCTH, BIIaJIeeT
HEOOXOANMBIMH JUISl 3TOTO HaBBIKAMH U IPUEMAMH.

Komnerenmmu, 3akperui€éHHbIE 32 TUCHUIUTHHON, c(HOPMHpPOBAHBI HA
YPOBHE — «XOPOLINK».

Banasl/ OueHka 0 NpaKkTHKe

Mxana ECTS

100-83/ «omauunor/

AB «3a4meno (OMmauyHo)»/
«3aumeno»

82-68/ «xopowoy/

C «3aumeno (xopouio)y/
«3aumenoy

67-50/ «Y0061em8opu-

D,E menvHo»/
«3aumeno
(vOosenemsopu-
menvHo)»/
«3aumenoy

BeicTaBnsiercst  oOyuaromieMmycs, €clIH XapaKTepUCTHKAa C MeCTa
MIPOXOXKJICHNS TIPAKTUKHM COAEPKHUT ITOJIOKUTEIBHYIO OLEHKY, OTYET
mo oQpOPMIICHHIO W  CONCP)KAHWIO YAaCTHYHO  COOTBETCTBYET
CYIIECTBYIOIIMM TPEOOBAHUSIMU, HO COAEPKHUT HETOYHOCTH U
OT/eNbHbIE (DAaKTHYECKHE OIIMOKH, OTCYTCTBYET WIUTIOCTPATUBHBIN
MaTepHal

OOydJaromuiicss ~ WCTBITBIBAET  ONpEACNEHHBIE  3aTPyAHEHHS B
MIPUMEHEHUN TEOPETHUECKUX MOTOKEHUH TIPH PEIICHHH MPAaKTHIECKUX
3amad MpoQecCHOHANBHON HaNpaBIeHHOCTH CTaHJApTHOI'O YPOBHS
CIIO)KHOCTH, BJIaJiceT HEOOXOIUMBIMH JUTS 3TOr0 0a30BBIMU HaBBIKAMH
U npuéMamu.

Kommerentmn, 3akperui€éHHbIe 3a JUCHMIUIMHON, C(hOPMHPOBAHBI Ha
YPOBHE — «IOCTaTOYHBIN».

> MOryT YTOUHATLCS M AOMONHATBCA B COOTBETCTBUM CO CMELMBUKON MPaKTUKK, YCTaHOBAEHHbIX GOPM KOHTPOS,

npuMeHAeMbIX TEXHOIOMUI O6yquVIH 1 oueHnBaHuA.
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He 3a4meHo

Banasy/ Ouenka no npaktuke | Kpurepuu oneHkH pe3ybTaToB NPAKTHKH

Mxana ECTS

49-0/ «Heydogremeopumenvr | BBICTaBIeTCS OOYYarOMEMYCs, €CITH XapaKTepPUCTHKa C MecCTa
F,FX oy/ MPOXOXKICHUSI TMPAKTUKU HE COAEPXKUT MOJIOKUTEIHHOW OLICHKH.

OT4eT mpeACTaBIeH He BOBPEMS U HE COOTBETCTBYET CYLIECTBYIOILIUM
TpeOOBaHUSM.

OO0yJaromuiics UCTIBITHIBACT CEPhE3HBIC 3aTPYAHCHHUS] B MPHMCHCHUH
TEOPETHYECKUX TIOJIOKEHUI TMpPU PpELICHUH MPAKTUYECKUX 3ajad
npoecCHOHATbHOW ~ HATNPABJICHHOCTH  CTAHAAPTHOTO  YPOBHS
CIIO)KHOCTH, HE BJaJeeT HEOOXOAMMBIMU IS 3TOTO HABBIKAMH H

IpuéMamu.
KomnereHnun Ha ypoBHE «JOCTaTOYHBIN», 3aKpemsIEHHbIE
JWICIIUIUIMHOM, He c()OPMUPOBAHBI.

3.3. OueHouHBIE Cpe/ICTBA (MaTepHAaIIbl) AJIs MPOMEXYTOUHOM aTTeCTalluu

00y4Jaronuxcs Mo MpakTUKe

B nporiecce paboTel B apxuBe KaKIblid CTyAeHT odopmiisieT /[HEBHUK MpPaKTHUKH,
B KOTOpPO# (DUKCUPYIOTCS BCE BHUIBI padOT, BHIMIOJHIEMBIX B paMKaX KaXKJIOro pasjelia
MpOorpaMMBbl TIPAKTHKU, €KEIHEBHBIM M 00U O0OBEM BBIMOJHEHHBIX PabOT. /[HeBHUK
OPAaKTUKKA  3aloJIHSeTCsl  1MOJ  HAONIOACHHEM  PYKOBOJIUTENS  CTPYKTYpPHOTO
HOJIpa3/ieJIeHns, B KOTOPOM pabOTaeT CTYIEHT-MPAKTUKAHT, W KaXIbld 3Tanm paboThl
CTyJI€HTa olleHuBaeTcsi. Ha OCHOBaHMM TEKylIMX OLEHOK Tpyda CTyAEHTa-IPaKTHUKaHTa
OpraHu3aiys BbIBOJUT UTOTOBYIO OlleHKY JlHeBHMK mpakTuku (cM. [Ipunoxenue 2).

OT4er Mo MpakTHUKE OTPaxaeT CIOCOOHOCThH CTY/IEHTA aHAIM3UPOBATH IMMOCTAHOBKY
JEJIONPOU3BOJICTBA B OPraHU3allMl B COOTBETCTBUU C 3aKOHOJATEIbHBIMH, HOPMATUBHO-
IPaBOBBIMU U HOPMATHUBHO-METOAMYECKUMHU TpeOoBaHusMHU. OIleHKa MO MPaKTHKE
CKJIQJBIBACTCS W3 JIBYX COCTABISIOIIMX: OLEHKA, NaHHAsl CTYJIEHTY OT PYyKOBOIMUTEIS
MPaKTUKA B OpraHu3alMy, U OLEHKA, MOJY4YEHHas 3a 3allUTy OT4YeTa IO MPAKTHKE,
MOCTABJICHHASI HAYYHBIM PYKOBOJIUTEIIEM.

Ha ocHOBaHMM TeKkymMX OLIEHOK TpyJa CTYJEHTA-NPAaKTUKAHTA OpraHu3alus
BBIBOJUT WUTOrOBYIO  OLEHKY.OpraHu3anuu BBICBUIAIOT B apec  yHUBEPCUTETA
WHIUMBHUAyaIbHbIE XapakTepucTuku (IIpunoxenue 4) Ha KaXaA0ro CTy/IEHTa-IPAKTUKAHTA
¥ oTyeT 00 wurTorax pabOThl CTYJEHTOB 3a TOJIMUCHIO PYKOBOJACTBA OpraHU3allUN
Y PYKOBOJIUTENEN ITPAKTUKH.

Otder nmoDKeH cojaepkarh WHGOPMAIUIO O MOJHOTE BBITIONHEHUS MPOTPAMMBbI
MPAKTUKHU, OOBSCHEHWE TPHUYMH OTKIOHEHHS] OT MPOTPAMMBI, €CIH TaKOBBIE HMEIN
Mecto. OpraHuzanus BIpaBe JaThb CBOM 3aMEUaHUs M MOXKEJIaHUs MO COJEP KaHHUIO

IIPOrpaMMBbI IIPAKTUKH.
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B xapakrepuctike Ha CTyJeHTa YyKa3bIBaeTCs, Kakas MMEHHO paboTa Oblia UM
MPOBEJICHA, OMPEEISIETCS YPOBEHb €ro MpoecCHOHaIbHON MOATOTOBKH, OIEHHUBAETCS
OTHOILIEHHE CTYJEHTA K CBOUM OOS3aHHOCTSIM, WHJMBUAyalbHbIE MPO(ecCHOHATbHbBIE
OCOOCHHOCTH M Ka4eCTBA KaK CIICI[HAIINCTA.

Ouenka pabOTHI CTYACHTOB (Kak MO OTIEIbHBIM pa3feliaM, TaK M UTOrOBas)
BBIBOJHUTCSI 110  CHCTEME: COTIAUYHO»,  «XOPOIIO»,  «YIOBIECTBOPUTEIHHOM,
«HEYJIOBJICTBOPUTEIHHO.

PykoBomuTens MpakTUKH OT YHHMBEPCUTETA JOJDKEH OBITh 3apaHee IMOCTaBJIEH
B M3BECTHOCTh PYKOBOAMTENIIEM MPAKTUKUA OT OpPraHU3allMk B TOM Clydae, e€ciu padoTy
CTyJE€HTa COOUpaIOTCs OIEHUTH HEyJOBIeTBOpHUTENbHO. OOIee coriacoBaHUE OIEHKH
MPOUCXOJUT C YYETOM TMPEANOYTHUTEIHHOCTH TOM OIICHKH, KOTOPYIO pelIeHO JaTh
MPAKTUKAHTY PYKOBOJUTENSMH MPAKTUKH OT apXHBa, €CIU COOJIFOJICHBI BCE YCIOBUS IO

opraHu3alv U IPOXOXKICHUIO IIPAKTHUKH.

4. Y4eOHO-MeTOAM4YeCKOe U HHPOPMAIMOHHOE o0ecleYeHne MPAKTUKH
4.1. CHUCOK UCTOYHUKOB U JIUTEPATYPHI
Hctounuku (OCHOBHBIE)
1. ®denepanbHblii KOHCTUTYHHMOHHBIA 3akoH oT 25.12.2000 N 2-®K3 (pex. ot

12.03.2014) "O T'ocynapctBenHoM Tepbe Poccutickoit ®@enepanuu // CoOpanue
3akoHojaresnbcTBa PO. N 52 (Yacts I), cT. 5021.

2. @epepanpHbiii 3akoH oT 27.07.2006 Ne 149-®3 “O06 wundopmaluwy,
MH()OPMAIIMOHHBIX TEXHOJIOTHAX U 3ammuTe nHpopmamuu” (B pea. ot 21.07.2014)
// C3 P®. 2006. Ne 31 (u. 1). C. 3448.

3. ®epnepanbhbiil 3ak0H 0T 06.04.2011 Ne 63-D3 “O0 snmekTpoHHON ToAnUcK” (B
pen. ot 28.06.2014 N 184-®3) // C3 P®D. 2011. Ne 15. Cr. 2036.

4. ®epepanbubiii 3akoH oT 02.05.2006 Ne 59-®3 “O mopsnke paccMOTpeHUs
oOpamenwnii rpaxknan Poccuiickoit @enepanun’ (B pea. ot 02.07.2013 N 182-D3) //
C3 P®, 2006. Ne19. Cr. 2060; 2010. Ne 31. C1.4196

5. Denepanbubiii 3ak0H 0T 01.06.2005 Ne 53-®3 «O rocyaapCTBEHHOM S3bIKE
Poccuiickoit @enepanuny»// C3 PD. 2005. Ne 23. Ct.2199.

6. IlocranoBnmenme IlpaButensctBa P® ot 27.12.1995 Ne 1268 “O06

YHOPAAOYCHHUN HN3IOTOBJICHHUA, MCIIOJIIB30BAHMA, XPAHCHHUA MW YHHYTOXKCHHUA
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neyated u OJIaHKOB C BocmnpousBenaeHueMm ['ocynapctBenHoro repba PD” (B pen.
ot 14.12.2006 Ne 767) // C3 P®. 1996. Ne 2. Ct. 123; 2006. Ne 52 (u. 3). Cr. 5587.
7. Ilocranosnenue IlpaBurensctBa Poccuiickoir @enepannn ot 15.06.2009 Ne
477 «O06 ytBepxnenuu IIpaBun aenonpousBojAcTBa B (eaepalibHbIX OpraHax
UCIOJIHUTENBHOM BnacTuy» (B pen. ot 07.09.2011) // C3 P®. 2009. Ne 25. Cr. 3060.
8. [Ilpuka3 PocapxuBa ot 11.04.2018 N 44 «O0 ytBepxkaenun [IpumepHoit HHCTpYKINA
0 JEJI0NPOU3BOJICTBY B TOCYAAPCTBEHHBIX OpraHu3anusx’.

9. Meronuueckre  peKOMEHJAUUMUW 1O  pa3padoTKe  HMHCTPYKUUNA  TIO
JIEJNIONPOU3BOJICTBY B (peAiepalibHBIX OpraHax HCHOJHUTEIbHOM BJIACTH, YTB.

npuka3om Pocapxusa ot 23.12.2009 Ne 76. M. 2010.

10. TOCT P 7.0.97-2016. Haumonansnslii crangapt Poccuiickoii ®epmepanuu. Cucrema

CTaHAApTOB MO WHpOpMaNKK, OMOTMOTEUHOMY W H3AATENbCKOMY Jerny. OpraHu3airOHHO-
pacnopsauTensHas JokyMeHTauus. TpeboBanus k odopmiaeHuio 1o0kyMeHTOB" (yTB. Ilprkasom

Poccranmapra ot 08.12.2016 N 2004-cT)
11.TOCT P HCO 15489-1 — 2007 Cucrema ctaHmaptoB 1o uH(opMammw,

OMOIMOTEUHOMY M U3JIaTEIbCKOMY JeNy. YTpaBlieHue IokymeHTamu. OOriue
TpeboBanus. M., 2007.

12. TOCT P 7.0.8-2013. HamumonansHbiii ctanmapT Poccuiickoit denepanuu.
Cuctema ctanaapToB 1o wHGOPMAIMK, OMOIMOTEYHOMY M H3aTCIbCKOMY JICIy.

Jlenonpous3BoACTBO M apXuWBHOEe  naeno. TepmMuHbl U omnpeaencHus',

yTB. [Ipukazom Pocctanmapra ot 17.10.2013 N 1185-cT. . M., 2014.

Honoanumenvnoie

13. Korcturynus Poccuiickon denepanuu (mpuHATa BCEHAPOIHBIM
rojiocoBanueMm 12.12.1993) (c ydyeToM mnompaBoK, BHECEHHbIX 3akoHamu P®D o
nonpaBkax Kk Koncrurynuu PO ot 30.12.2008 N 6-OK3, ot 30.12.2008 N 7-DK3,
ot 05.02.2014 N 2-®K3, ot 21.07.2014 N 11-®K3)// C3 PO, 04.08.2014, Ne 41,
cT. 4398.

14. I'paxnanckuii kogekc Poccuiickoit denepammu (4. 1) ot 30.11.1994 Ne51-D3
(B pen. ot 05.05.2014) // C3 P®. 1994. Ne 32. Ct. 3301; 2009. Ne 29. Cr. 3618.

15. Tpynosoii koaekc Poccuiickoit @enepanuu ot 30.12.2001 Ne 197-D3 (B pen.
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ot 28.06.2014)// C3 P®.2002. Ne 1 (u. 1). Ct. 3; 2010. Ne 31. C1.4196
16. ®enepanbhblii 3ak0H  “O TOCYIapCTBEHHOW Tpa)kAaHCKOH ciyxxOe P®D” ot
27.07.2004 Ne 79-@3 (B pen. ot 31.12.2014) // "C3 P®. N 31. ct. 3215.
17. ®enepanbHbiii 3axkoH "OO 0OmMMX MNPUHIMIAX OpPraHU3allMd MECTHOTO
camoympasienus: B Poccuiickoit @enepanuu" or 06.10.2003 N 131-O3 (pen. ot
28.12.2013) // Poccmiickas razera, N 202, 08.10.2003.
18. ®enepanbublii  3ak0H oT 26.12.1995 Ne 208-®3 “O0 axuuOHEpPHBIX
obmectBax” (B pen. ot 21.07.2014) // C3 P®. 1996. Ne 1. Cr. 1.
19. ®enepanbubiii  3akoH  oT  08.02.1998 Ne 14-®3 “O06 obmectBax c
OTrpaHUYEeHHON OTBETCTBEHHOCTHIO” (B pea. oT 05.05.2014 N 99-03) // C3 PD.
1998.Ne 7. Cr. 785.
20. denepanpHblil 3ak0H “O0 OpraHU3alluyU MPEAOCTABICHUS TOCYIapCTBCHHBIX U
MyHUIIUOAIBbHBIX yeiyr” ot 27.07.2010 Ne 210-®3 (pen. ot 28.12.2013) //
Poccuiickas razera Ne 168, ot 30.07.2010.
21. ®enepanbubiii 3akoH OT 22.10.2004 Ne 125-®3 «O06 apxuBHOM jeie B
Poccuiickoit @eneparun» ” (B pexn. ot 11.02.2013 N 10-®d3) // C3 PD. 2004. Ne
43. Cr. 4169.
22. ®enepanbHbiii 3ak0H 0T 29.07.2004 No 98-03 “O xommepueckon TaiiHe” (B
pen. ot 11.07.2011 N 200-®3)// C3 Pd. 2004. Ne 32. C1.3283.
23. ®enepanpublii  3akoH or  27.12.2002 Ne 184-®3 «O TeXHUYECKOM
perynupoBanum» (B pea. oT 23.06.2014) // C3 P®. 2002. Ne 52. Y.1. Cr. 5140.
24. TloctanoBnenue mpaButenbcTBa PO ot 22.09.2009 Ne 754 “O06 yTBepkaeHUn
[TonoxeHust 0 cucTeMe MEXBEIOMCTBEHHOI'O 3JIEKTPOHHOTO JTOKyMEHTO0OOpoTa”
(B pex. pea. ot 06.04.2013) // C3 P®. 2009. Ne 39. Cr.4614.
25. IloctanoBnenne IlpaButensctBa P® ot 08.09.2010 Ne 697 «O enunHoOi
CUCTEME MEXBEJJOMCTBEHHOTO 3JIEKTPOHHOTO B3ammoercTBusy// C3 PD. 2010. Ne
38. Cr. 4823.
26. [lpukaz MwunkomcBs3u Poccum ot 31.07.2014 N 234"006 yTBepKaAcHHUU
[IpaBun oxazanusi yciayr mnoutoBodl cBssu" // Poccuiickas razera. N 299.

31.12.2014
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27. TunoBoi periaMeHT BHYTPEHHEW opraHu3auuu (QeaepasbHbIX OPraHoB
HCIIOJIHUTEJILHOU BJIACTH, YTBEPKIACHHBIN nocTaHoBiIeHUeM lIpasurensctBa PO ot
28.07.2005r. Ned452 (pen. ot 27.03.2013) // C3 P®. 2005. Ne 31. Cr. 3233.
28. TumnoBoi periaMeHT B3aUMOJICCTBUSA dbenepaibHbIX OpraHoB
HCIIOJIHUTEIIbHOU BJIACTH, YTBEPKIACHHBIN nocTaHoBiIeHUeM lIpaBurenscrBa PO ot
19.01.2005r. Ne30 (pex. ot 06.09.2012) // C3 P®. 2005. Ne 4. Cr. 305.
29. TTOCT P 51511-2001 Ilewatu c BocmpousBeqeHueM [ ocygapcTBeHHOro repoa
Poccuiickoit @enepanuu. @opma, pazMepsl U TexHHUeckue TpedoBanus. M., 2001.
30. 'OCT 17914-72 O610%KH J1e7 AIUTEIbHBIX CPOKOB XpaHEHUs. TexXxHUUYecKue
ycioBus. M., 1984,
31. TOCT 9327-60. bymara u uznenust u3z Oymaru. [lorpedburenbckue Gpopmatsl.
M., 1960.
32.TOCT P 52294-2004 WudopmaimoHHass TEXHOJOTUS.  YIIpaBieHHE
OpraHu3anuen. OJEKTPOHHBIH pErjJaMeHT aJMUHUCTPATUBHOW U CIIyKeOHOM
neatenbHoCTH. OcHoBHBIE TonoxkeHus. M.: WIIK W3natenscTBO cTaHAapTOB,
2005.
33.TOCT P 53898-2010 CucrtemMbl DdJIEKTPOHHOTO JOKYMEHTOOOOpOTA.
B3anmopelicTBue  cuUCTEM  yIpaBlIeHHS — JOKyMeHTamMu. TpeOGoBaHus K
aeKTpOHHOMY cool1ieHnto. M.: Ctanmaptundopm, 2010.
34. IlepeyeHb TUNOBBIX YIPABIECHUYECKUX apXUBHBIX TOKYMEHTOB, O0OPa3yIOIIUXCS
B IIpollecCE€ JEATEIbHOCTH TIOCYAApCTBEHHBIX OpraHOB, OPraHOB MECTHOIO
CaMOYIIpaBJI€HUS U OpraHU3aluii, C YKa3aHHEM CPOKOB XpPAHEHUs, YTB. IPUKA30M

MunkynbTypsl PO ot 25.08.2010 N 558.

35. [IpaBuia opranu3anuy XpaHeHHs, KOMIUIEKTOBAHU, yd€Ta M HCIONb30BaHMS JTOKYMEHTOB ApxuBHoro @onaa
Poccuiickoii ®enepauyu M Opyrux AapXMBHBIX JOKYMEHTOB M JPYrMX AapXMBHBIX JOKYMEHTOB B OpraHax
TOCYZIapCTBEHHOH BJIACTH, OPraHOB MECTHOT'O CaMOYINpaBJICHHWS M OpraHu3almsax, yrB. IIpwkazom MuHHCTEpCTBa

KynbTypsl PO ot 31.03.2015 Ne 526

36. Hopmbl BpeMeHr Ha pabOTHI IO aBTOMATH3UPOBAHHOW apXUBHOW TEXHOJOTUH
U JOKYMEHTAIIMOHHOMY  OOECIEUEHHI0  OpPraHoB  YINpaBICHUS,  YTB.

noctaHoBieHueM Muntpyna Poccum ot 10.09.1993 Ne 152. (B pen. mpukasa

Munzapascoinpazputusi PO OT 24.11.2008 Ne 665). M., 1993.
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37. HopMbl BpeMeHH Ha paboThl N0 JTOKYMEHTAalMOHHOMY OOECIEUEHUIO
YIPABJICHUECKUX CTPYKTYP (eAepalibHbIX OPraHOB UCIOJHUTEIBHON BIACTH, YTB.
noctanoBienueM Muntpyna Poccuu ot 26.03.2002 Ne 23// bronnerens Muntpyaa
Poccun. 2002. Ne 4.
JIumepamypa

OcHoBHas auTEpaTYypa

brikoa T.A., BsutoaJl.M., Cankuna JI.B.. Jleqonpon3BoICcTBO: YIeOHUK - 3-€ U3, iepepad. u

not. - M.: UTHOPA-M, 2014 — 364 c. + CD-R

brikoBa T.A., EmbiiieBa E.M. Jlenonpon3BOICTBO: TOKYMEHTbI U TEXHOJIOTHMU:
yueOHoe mocobue — puaep. - Mocksa: PITY, 2013. — 300 c. /DnekTpoHHBII
pecypce

Inomosa C.A., A.FO. Kowuvkosa, FO.M. Kyxkapuna, E.A. Ckpunxo J[oxymenmayuonuoe

obecneuenue ynpaenenus. M.: « 1 C-Ilabauwuney, 2016. — 350 c.

Ky3neno C.JI. CoBpeMeHHBIE TEXHOJOTUHM JTOKYMEHTAIIMOHHOTO OOECIICUCHHS
yrnpaBjieHus: yaeOHoe mocoOue sl BY30B. — 2-€ u3l., mepepad. u gom. — M.:

HznarensctBo « TEPMHUKAY, 2014 — 288 c.
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beikoBa T.A., Ky3nenosa T.B., Cankuna JI.B. JlokymMmeHTallMOHHOE OOECIICUCHHE
yropaBiaeHus (IeI0mpor3BoACTBO): Yueb. mocobue.- 2-¢ u3n. - M.: UHOPA-M,
2014 - 304 c. + CD-R
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PomanoB JI.A., Wnsuna T.H., Jlorunoa A.}O. [IlpaBga 00 »i€KTpOHHOM
nokymentoobopore. M.: JIMK Ilpecc, 2004. — 224 c.
OxotHukoB A.B., bymaBuna E.A. JIoKyMEeHTOBEAEHHE W JI€JIONPOU3BOJICTBO:
VY4e6. nocodue. M.: UKL «MapT». PoctoB-u//1: M3n.uentp «MapT», 2004. — 288
c.
4.2. Ilepeuens pecypcoé unghopmayuoHHo-meneKoOMMyHUKAYUOHHOU cemu
«Humepuemy, Heodxo0umwlii 014 NPOX0HcOeHUA RPAKMUKU
1. [TIpaBoBbIE 0a3el JTAHHEBIX: Www.consultant.ru, www.garant.ru,
www.referent.ru, www.kodeks.ru
2. HNudopmaiimonnbie pecypchl 1Mo jaenonpousBojactBy:  Www.docflow.ru,
www.vniidad.ru, www.e-rus.org, www.gks.ru
3. Caiir «Zakonbase»: 3akonomatenbHass 6a3za Poccuiickont deneparuu //
http://zakonbase.ru
4, IMuneaus Yopasnstomux JlokymenTaruein: Www.GDM.ru
5. Koncantuurosas rpymma « Tepmuka»: www.termika.ru

6. Poccwuiickas razera: www.rg.ru

5. MarepuajibHO-TeXHHYeCKas 0a3a, HeoOXoauMasi /151 MPOBeAeHNsI MPAKTUKH

Jist  mpoBeAeHUS TPAKTUKA HEOOXOAMMO CIEAyIolee MaTepHalbHO-
TEXHUYECKOE OO0ecredyeHune: CTYIEHTY JOJKHO OBITh MpemocTaBlieHO padouee
MecTO (KeJIaTeIbHO aBTOMATU3UPOBAHHOE) U MAaTEpUAJIbl JIJIsl aHAJIN3a, YKa3aHHbIE

B MPEABIAYLINX pa3aenax IporpaMmsl.

Cocras nporpammHuoro odecneuenusi (I10), coBpemeHHbIX Mpo(eccHnOHAIBHBIX 0a3
naHHbIX (B/1) u nadopmanuonno-cnpasounbie cucrem (MCC) (2016 r.)

1. Hepeuens I1O
Tabnuya 1

Nen Haunmenosanue 110 IIpounssoaurens Croco6

/m pacnpocTpaHeHuUs

(ruyenzuonnoe unu

€80000HO

pacnpocmpamsiemoe)
1 Adobe Master Collection CS4 Adobe JIMIIEH3UOHHOE
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2 Microsoft Office 2010 Microsoft JIUIEH3HOHHOE

3 Windows 7 Pro Microsoft JIUIEH3HOHHOE

4 AutoCAD 2010 Student Autodesk cBO0OOIHO
pacrpoCTpa”siIeMoe

5 Archicad 18 Rus Student Graphisoft cBOOOTHO
pacrpoCcTpaHsieMoe

6 SPSS Statisctics 22 IBM JINIEH3UOHHOE

7 Kaspersky Endpoint Security Kaspersky JIMIEH3UOHHOE

2. Hepeyens B/Iu UCC

Tabauya 2
Nen/n HaunmenoBanue
1 MexnyHapoanbsle pedepaTuBHble HaykomeTpudeckue BbJl, nocTymHble B pamKax
HaIMOHAILHON roanucku B 2016 1.
Scopus
2 [Ipodeccrnonanbupie nonHOTeKCTOBbIE BJl, AOCTYyNHBIE B paMKax HalMOHAJIBHOU

noamucku B 2016 T.
Kypuaner Oxford University Press
SAGE Journals
XKypuaner Taylor and Francis
3 [Ipodeccnonanpabie MOTHOTEKCTOBBIE BJ]
JSTOR
W3nanus no o611ecTBEHHBIM U TYMaHUTAPHBIM HAayKaM
4 KomnerotrepHeie cipaBOYHbIE PABOBBIE CUCTEMBI
Koncynperant Imroc,
lapanTt

6. Opranu3zanus NPaKTHKH JJIs1 JIUI C OTPAHUYEHHBIMHU BO3MOKHOCTSIMH 310POBbSI

[Ipn HeoOxomuMmocTH MporpamMma MPaKTUKU MOKET OBITh aJanTUpOBaHa s
obecrnieyeHusi 00pa30BaTENBHOIO Mpoliecca JUIaM C OrPAaHUYEHHBIMU BO3MO>KHOCTSIMHU
3I0pOBbS, B TOM 4YHCIE JUIsi JUCTAHIIMOHHOTO oOy4yeHus. s 3TOro OT cCTyneHTa
TpeOyeTcsi TMpeACTaBUTh 3aKIIOYEHHE TCUXOJOT0-MeINKO-TIeAarornieckoi KOMUCCUU
(ITMIIK) u nuyHOe 3asiBieHHE (3asiBICHIE 3aKOHHOTO MTPEICTABUTEIS).

B 3akmouennu [IMIIK momkHO OBITH IPOMHCAHO:

- pexoMeHayeMas yuyeOHas Harpy3ka Ha oOydyaromierocsi (KOJW4ecTBO JTHEH B HEJEINIo,
4acoB B JICHb);

- 000pyIOBaHUE TEXHUYECKUX YCIOBHUH (TMPU HEOOXOAMMOCTH);

- COMPOBOXAECHUE W (MJIM) NPUCYTCTBUE POAUTENEH (3aKOHHBIX IPEACTaBUTENEH) BO
BpeMs yaeOHOro nporiecca (Ipu HeOOXOAUMOCTH);

- OpraHu3anusi TIICHUXOJIOTO-TIEIarOTUYECKOTO COMPOBOXKICHUE OOYyYaromerocs ¢

YKa3aHHMEM CIIELUAJIUCTOB U IOMYCTUMOM Harpy3Kku (KOJIMYECTBA YacOB B HEJIEIIO).
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Jns  ocymecTBiaeHHs TPOUEAYP TEKYIIEro KOHTPOJI yCIEBAEMOCTH U
MIPOMEXXYTOYHOM aTTeCTalluy OOYyYarolUXCsl P HEOOXOAUMOCTH MOTYT OBITH CO3J/IaHbI
(OHIBI OLICHOYHBIX CPEACTB, AQJaNTHPOBAHHBIC JJs JIUI C OrPAHUYCHHBIMU
BO3MOXKHOCTSIMH  37I0POBbS M TO3BOJISIONIME  OIICHUTh  JOCTIDKCHHE  HMU
3aIIaHUPOBAHHBIX B OCHOBHOM 00pa30oBaTeNIbHOM MpOrpamMMe pe3yiabTaTOB OOydYeHHUS U
YpPOBEHb C(HOPMUPOBAHHOCTH BCEX KOMIIETECHIIMM, 3asBICHHBIX B 00Opa30BaTebHOU
nporpamme.
dopma TMpoBeAEHUS TEKYIIEeW W HMTOTOBOM aTTeCTAallMH IS JIUI C OTPAaHUYECHHBIMU
BO3MOXKHOCTSIMH  37I0POBbSI  YCTAQHaBJIMBAETCA C  YYETOM  HHAUBUIYATIbHBIX
MCUX0(U3NIECKUX O0COOCHHOCTEH (YCTHO, MUChMEHHO (Ha Oymare, Ha KOMIIBIOTEPE), B
dbopme TectupoBaHHS u T.M.). [lpm HEOOXOAUMOCTH CTYACHTY MIPEIOCTaBIISETCS
JOTIOJITHUTEILHOE BPEMS JIJIs MOJITOTOBKM OTBETA HA 3a4€TE MJIM HK3aMEHE.

dopma TpOBENACHUS TPAKTUKU I OOyYAOIIMXCS M3 YWcla JIMI C

OTPAaHUYEHHBIMH BO3MOXKHOCTSIMH 370pOBbsl (MHBAJIMIHOCTHIO) YCTaHABIMBACTCS C
YYETOM VHJIUBUTyaTbHbBIX MCUXO0(U3UIECKUX 0COOCHHOCTEH B dbopmax,
aJanTUPOBAHHBIX K OTPaHUYCHHUSM HMX 3JI0POBbS M BOCHpuATHS WH(opManuu (yCTHO,
MMCbMEHHO Ha Oymare, MUCbMEHHO Ha KOMIBIOTEPE U T.I1.).
BriGop MecT npOXOKACHHMS MPAaKTUK IS WHBAJIUAOB M JIMI[ C OTPaHUYEHHBIMU
BO3MOYKHOCTSIMH 3710poBbsi (OB3) mpous3BoguTCS ¢ yueToM TpeOOBaHUM MX JOCTYITHOCTH
JUTSI TAHHBIX O0YYarONIUXCs U PEKOMEHIAIIMN MEIUKO-COIIMAIbHON SKCIIEPTU3HI, a TAKKe
WHJIMBUY AIbHOMN porpamme peadmIuTaIuu WHBAIUIA, OTHOCHUTEJIBHO
PEKOMEHIOBAHHBIX YCIOBHI U BUAOB TPY/aA.

[Ipn wampaBneHuu wWHBanHMAa W oOydaromerocss ¢ OB3 B opraHuzamuio Wid
NpEANPUIATHE JUI TPOXOXKICHUS TPETYCMOTPEHHON YYEOHBIM IUTAHOM IPAKTHKH
YHHUBEpPCUTET COTIACOBBIBACT C OpraHu3aiuei (MpearnpusiTuEM) YCIOBUS U BUIBI TPY/Ia C
YYETOM PEKOMEHJAIMA  MEIMKO-COLIMAIbHOM  SKCHEPTHU3bl W WHJWBUIYAIbHOU
MporpaMMbl peabuIuTanuy HHBaIuAa. [Ipu HEOOXOIUMOCTH IS TIPOXOKICHUS TTPAKTHK
MOTYT CO3/IaBaThCs CIEIUaIbHbIE pabodre MecTa B COOTBETCTBHH C XapaKTEepOM
HapyIICHUH, a TakkKe ¢ y4eToM MpodeCcCHOHATBLHOTO BHJIA JCATEILHOCTH M XapakTepa
TPY/la, BBIMOIHAEMBIX 00yUYaIOIUMCSI-UHBAIIUIOM TPYIOBBIX (QYHKIIUH.

3amuTa 0T4eTa MO MPAKTHUKE I OOYJaAIONUXCS U3 YHUCIIA JIUI ¢ OTPAHUYEHHBIMH

BO3MOKHOCTAMU 3O0POBbA OCYHICCTBILICTCA C HCIOJIb30BAHHUEM CPCIACTB O6IJ.[GFO u
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CIICOHUAJIBHOI'O Ha3HA4YCHUSI. HepequL HCIIOJIb3YEMOTO MAaTCpHUaIbHO-TCXHHUYCCKOI'O

obecricueHu4:

y4eOHbIE ayJUTOpHUH, 00OPYIOBAHHBIE KOMITBIOTEPAMH C BBIXOJIOM B HWHTEpPHET,
BHUJICONIPOCKIIMOHHBIM ~ OOOPYJIOBaHMEM  JUISI  TPE3CHTAIMi,  CpeICTBaMHU
3BYKOBOCTIPOH3BEICHUS, SKPAHOM;

O6ubnnoreka, uMmeronias padbodre Mecta ISl 00ydaromMXcs, O00OpyJIOBaHHBIC
JOCTYTIOM K 0a3aM JaHHBIX U HHTEPHETOM;

KOMIIBIOTEPHBIE KIIACCHI;

aymutopus LleHTpa compoBOXmeHUS O0OyYalOmUXCs C WHBAJIHIHOCTBIO C
KOMITBIOTEPOM, OCHAIIICHHAs CTHeIHATH3UPOBAHHBIM IPOTPaMMHBIM
o0ecrieueHreM ISl CTYJICHTOB C HapyIICHUSIMH 3PEHUS, YCTPOWCTBAMU ISl BBOJA

¥ BBIBOJIa TOJI0COBOM MH(pOpPMAITUH.

I[J'ISI JIMI] ¢ HAPYIICHUAMU 3PCHUA MATCPUAJIBI ITPCAOCTABIAIOTCA:

B (hopMe IIEKTPOHHOIO JOKYMEHTA;

B Me4aTHOU (hopMe yBEIMUEHHBIM MIPUPTOM.

Jjis iy ¢ HapyIIEHUSIMH CyXa:

B (hopMe 3JEKTPOHHOTO JOKYMEHTA;

B IevatHoi (opme.

Z[J'IH JinL ¢ HApYIICHUAMHU OIIOPHO-ABHUIaTCIIBHOI'O allllapara:

B (hopMe 3JEKTPOHHOTO JOKYMEHTA;

B IeyatHoi (opme.

3aHII/ITa OTYCTA II0 IIPAKTHUKE AJIA JINI ¢ HAPYIICHUAMU 3PCHUSA IIPOBOJUTCA B YCTHOﬁ

dbopme 06e3 mpemocTaBieHHUs OOyd4aromMxcsl mpe3eHTanud. Ha Bpemst 3ammuThl B

AyIUTOpHUN OOJIKHA OBITH OOecrieyeHa IToJHas THIINHA, MPOAOJDKHUTCIIBHOCTD 3alllUThI

yBenuuuBaercs 10 1 daca (mpu HeoO6xoauMocTH). ['apanTupyercst 10MmycK B ayIMTOPHIO,

rac IIpoxoadT 3aluTa OT4YCTa, CO6aKI/I'Hp0BOIIHI/IKa IIpn HAJIWYMKM OOKYMCHTA,

MOATBEPKIAIOIIETO €€ CIelhaabHOe 00ydYeHHe, BBIJAaHHOTO 1O (GOpMe M B IOPSIKE,

YTBEPKJICHHBIX IMPUKAa30M MuUHHCTEPCTBA TpyAa M COLMAIBHOW 3amuThl Poccuiickon

®enepaunu 21 urong 2015r., peructpaunonusiii Homep 38115).

JUis auI ¢ HapyUIeHUsIMH CIyXa 3allliTa MPOBOAUTCS 0€3 MpeAOoCTaBIEHUS! YCTHOTO

JOKJIaaa. BOHpOCBI KOMHCCHUHU U OTBCTHI HA HUX TIPCACTABJIAIOTCA B MUCbMEHHOMN Q)opMe.
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B  cmywae  HeoOxogumocTH, By3  oOecneyuMBaeT  MPENOCTaBICHHE  YCIyT
CypJIOTIEpEBOTUHKA.

Jlnst oOywarolmuxcs C HapylUIeHUSIMU OINOPHO-JIBUTaTeIbHOIO amnmnapara 3aliura
WTOTOB TMPAKTUKA NPOBOJUTCA B ayJUTOPUH, OOOpPYJAOBaHHOM B COOTBETCTBUH C
TpeOOBaHUSMU NOCTYMHOCTH. [lomenieHus, rie MOryT HaXOAWTHCS JIIOJIM Ha Kpeciax-
KOJISICKaX, JOJKHBI pa3MeniaThcsl Ha YPOBHE JOCTYIMHOTO BXOJA WM MpEeaycMaTpHUBaTh
MaHIyChl, MOJBEMHBIC TIATPOPMBI JJI JIIOACH C OrpaHUYCHHBIMH BO3MOXHOCTSIMU WUITH
mudtel. B ayauTopum JOMDKHO OBITH MPEAYCMOTPEHO MECTO JJis pa3MEIICHUS
o0ydJaromerocsi Ha KOJsiCKe.

JlononHuTenbHBIE TPEOOBAHUS K MaTepUATIbHO-TEXHUYECKON 0a3ze, HE0OX0AUMOM s
MpEACTaBIACHUS OTYeTa MO TMPAKTHKE JHUIIOM C OTrPAaHUYECHHBIMH BO3MOXKHOCTSIMH
3JI0POBBSI, OOyYarOUTUNCS TOJDKEH MPEJOoCTaBUTh Ha Kadeapy He Mo3aHee, YeM 3a JBa

Mecsla JI0 MPOBEICHUS TPOLETYPbI 3aIUTHI.
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IIpuioxenue 1

AHHOTAIMA

[IpakTrka 110 MOTYyYEHUIO IEPBUIHBIX MPOPECCUOHATLHBIX YMCHUH W HABBIKOB, B
TOM YHCJIC TIEPBUYHBIX YMCHHUI W HaBBIKOB HAYYHO-HCCIIEA0BATEILCKON ACSITCIIEHOCTH
([loxkymeHTOBEIeHHNE) SIBISETCS YaCThIO 0A30BOTO IMKIIA TUCHUILIMH Y4eOHOTO I1aHa
10 HAIMPABJICHUIO MTOATOTOBKH JJOKyMEHTOBEICHHE U apXHUBOBEIeHUE. PYKOBOICTBO
MIPAKTUKON OCYIICCTBIISICT Kadeapa JOKYMEHTOBEACHMS, Ay TMOBU3YAIbHBIX M HAYYHO-
TEXHHUYCCKHUX apXUBOB (PaKyJbTeTa JOKYMEHTOBEACHHUS M TEXHOTPOHHBIX apXHBOB
HcToprko-apXUBHOTO HHCTUTYTA.

[lenb mpakTUKW: W3yYE€HHE BHUJAOBOTO COCTaBa CIIyKEOHBIX JIOKYMEHTOB,
UCMOJIb3YEMBIX B  JCATEIBHOCTH KOHKPETHOM OpraHM3aluu, TNOpsAlKa W
0cOoOCHHOCTEH uX OGOPMIICHUS, H3y4YeHHE JTOKYMEHTOOOOpOTa M OpraHU3alliH
paboThl C JIOKYMEHTaMH: TIOpsIIKA PETHCTPAlMHM, KOHTPOJS HCIOJHECHUS
JIOKYMEHTOB, OpPTaHU3alMy TEKYIIEr0 XpaHECHUs JOKYMEHTOB, MOPSAKA IMepeaayn
UX B APXUB.

3agayu MPaKTUKU:

- UW3y4YUThb W IMPOAHAIU3UPOBATH HOPMATHUBHO-TIPABOBBIE W HOPMATHUBHO-
METOJANYECKUE JOKYMEHTBI, OMPEICISIIONIAE OPraHU3alMUI0 U TEXHOJOTHIO
JIEJIOMIPOU3BOJICTBA (IOKYMEHTaIMOHHOTO obecnieuenus ynpasienus (JJOY))
B OpraHu3aluu’ (ycTaBbl, IOJ0KEHH, TPaBUIA, HHCTPYKLUH, PErJaMeHThl 1
T.IL.);

- COCTaBUTH MPEACTABICHUE O CUCTEME JECIOMPONU3BOJICTBA TOM OpPraHU3AIH,
B KOTOPOM OH MPOXOJUT MPAKTHUKY;

- O3HAKOMHUTBCS C COACP)KAHUEM KOHKPETHBIX  JIEJIOMPOU3BOJICTBEHHBIX
paboT HEMOCPEICTBEHHO Ha pabodyeM MecTe;

- TIOJIyYWTh HaBBIKM Pa0OThI C JOKYMEHTAMHM Ha BCEX CTAIMUSIX WX JBHIKCHUS
(mepBu4Has 00paboOTKa JJOKYMEHTOB B DKCIICAMIINH, paboTa ¢ JOKyMEHTaMHU

B KaHOCAPHUM, PCrucrpanusda, KOHTPOJb, MHCIIOJIHCHHUC JOKYMCHTOB B

! B nporpamme TepmuH "opraruzanus” UCONb3yeTcs Kak 0000MIAIONIMH, TTPAKTHKA MOXKET TIPOXOIHUTH B
YUPEXICHUH, IPEIIPHUSITUH, HUpMe, KOMIAHUH U JIP.
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CTPYKTYPHBIX IIOAPA3ACICHHUAX, HX OTIIPpaBKa, opraHu3anuvs XpPaHCHUA,

MMOATOTOBKA JOKYMCHTOB K C/1a4€C B ApXHUB U T.I[.);

- Sa(bHKCPIpOBaTB B JAHCBHUKC TIIOJTYUYCHHBIC CBCACHUSA W PC3YIbTaThbl

BBIMIOJTHEHHOM paboThI;

- IMOATOTOBUTH OTYCT, 0606H13.IOII_[I/II\/’I IMOJIYUYCHHBIC 3HAHUA W IMPAKTHYCCKHC

HaBBIKHU.

[IpakTtuka HampapieHa Ha (POPMHUPOBAHUE CIAEAYIOMUX KOMIETEHIUM:

Koasl CoaepikaHue KoMIeTeH UM
KoMneTeHnuu®
Obwiekynomyphbie / yHugepcanbHbvlie KOMnemeHyuu

OK-1 CIIOCOOHOCTBIO  UCIOJIB30BaTh OCHOBBI (PUIOCOMCKUX 3HAHUM IS
(hopMHUpOBaHHSI MUPOBO33PEHUYECKOM MO3ULINN

OK-2 CIIOCOOHOCTBIO aHAJIM3UPOBATh OCHOBHBIE 3Talbl U 3aKOHOMEPHOCTH
HUCTOPHYECKOTO Ppa3BUTUS oOmiectBa JUisl (OPMHUPOBAHUS T'PAXKAAHCKOU
MTO3ULUU

OK-3 CMOCOOHOCTBIO  HUCMOJIB30BaTh OCHOBBI 3KOHOMMYECKMX 3HAaHMM B
pa3nuuHbIX chepax AesTeIbHOCTH

OK-4 CIOCOOHOCTBIO HCHOJIB30BATh OCHOBBI MPABOBBIX 3HAHUN B Pa3IMUHBIX
cdepax AeATEIbHOCTH

OK-5 CIOCOOHOCTRI0O K KOMMYHHUKAIIMM B YCTHOW M MHChbMEHHOW (opmax Ha
PYCCKOM M MHOCTPAHHOM SI3bIKax Ul PEIICHUs 3aad MEXJIMYHOCTHOIO H
MEXKYJIbTYPHOTO B3aUMOIEHCTBUS

OK-6 CHOCOOHOCThIO paboTaTh B KOJUIEKTHBE, TOJEPAHTHO BOCIPUHUMAs
COLlMaNbHbIE, ITHUYECKUE, KOH(ECCUOHATIbHBIE U KYJIbTYPHbIE pa3Inyus

OK-7 CIOCOOHOCTBIO K CAMOOPraHU3aluy U caMO0Opa30BaHUIO

OK-8 CrniocoOHOCTh UCHOIB30BATh METO/IBI U CPEACTBA (PU3NUYECKON KYNIBTYpHI JUIs
ofOecrieyeHMsT  MOJHOLIEHHOM  conualbHOM M NpodeccHOoHaNbHOM
JESITEIBHOCTH

OK-9 TOTOBHOCTBIO  IIOJIb30BaTbCsi  OCHOBHBIMM  METOJAMM  3AIIMTHI
IIPOM3BOJICTBEHHOIO MEPCOHAJIA U HACEIEHMsI OT BO3MOXHBIX IOCIEACTBUM
aBapui, KaTacTpod, CTUXUIHBIX OeCTBUI

OK-10 CMOCOOHOCTBIO K HCHOJIB30BAHUIO OCHOBHBIX METOJIOB, CIIOCOOOB M

6 Koapl KOMI'IeTeHLI‘I/lIZ B Ta6nv1|_|,e AOJ/DKHbI COOTBETCTBOBATb KOZaM, YKa3aHHbIM A1A ﬂ,aHHOVI NpakTnkn B yl«Ie6HOM

nnaHe; GOPMyMPOBKM KOMMETEHLMIA AONXHbI cooTBeTCTBOBaTL PIOC BO.
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CpEeACTB MOJIy4EeHHUsI, XpaHEHUs], TepepaboTKH HH(GOpMAIUU

OK-11

CIOCOOHOCTBIO YBKUTEIBHO M OEPEXKHO OTHOCHTHCSA K HCTOPHUECKOMY
HACJIEAUIO U KYJIbTYPHBIM TPaJIULHAIM

Oowenpogheccuonanvhvle KomnemeHyuu

OIlK-1

CIIOCOOHOCTBIO HCII0JIb30BaTh TCOPCTUUCCKUC 3HaHUA n METObI
HCCJICJOBAHMA HA IMTPAKTUKC

OIIK-2

BlaJeHHeM Oa30BBIMH 3HAHUSAMH B O0macTu HMH(POPMAITMOHHBIX
TEXHOJIOTUI

OIIK-3

BJIaZICHUEM 0a30BbIMHU 3HAHUSMU CHUCTEM OPraHOB TOCYIAapCTBEHHOW U
MYHULANIAIEHON BIACTH

OIIK-4

BJIQJICHUEM HaBBIKAMU HCIIOJIb30BaHHSA KOMIIBIOTEPHOM TEXHUKH U
MH(OPMALIMOHHBIX TEXHOJIOTMM B IOWCKE WCTOYHUKOB M JIUTEPaTyphl,
HCII0JIb30BAHNH MTPABOBBIX 0a3 JaHHBIX, COCTABIEHUHN OMOIMOTpaduIecKuX U
apXUBHBIX 0030pOB

OIIK-5

BJIaICHUEM 3HAHUSIMHU B oOnactu ImpaBuJI ny6nm<a1n/m HUCTOPUUCCKUX
HUCTOYHHUKOB U OIIEPATUBHOI'O U3JaHUA JOKYMCHTOB

OIIK-6

CIIOCOOHOCTBIO  pellaTh CTaHAapTHbIE 3aJa4dl  MpOoQecCHOHANIbHON
NESTETPHOCTH Ha OCHOBE WH(MOPMAIMOHHOW U OmOnuorpadudeckoit
KyIbTYpbl ~ C  NpUMEHEHHEM  HH()OPMAIMOHHO-KOMMYHHUKAIIMOHHBIX
TEXHOJIOTM W C Yy4Y4E€TOM OCHOBHBIX TpeOOBaHUU HWH(YOPMAITMOHHOM
0e30MacHOCTH

IIpodeccnonanbHbIe KOMIIETEHIIUHT

I1K-1

CIOCOOHOCTBIO MPUMEHATh HAyYHBbIE METOJIbI MPHU UCCIIEJOBAHUU OOBEKTOB
npodeccuoHanbHOM NesTeNIbHOCTH

[1K-2

BJIQJICHUEM OCHOBaMHU HH(POPMALIMOHHO-aHATUTUYECKON JEATENbHOCTH U
CIOCOOHOCTBIO MTPUMEHSTDH UX B MpodeccrnoHanbHOM chepe

I1K-3

BJIaACHUCM 3HAHUAIMHU OCHOBHBIX npo6neM B o0JyacTu JAOKYMCHTOBCACHUS U
APXHUBOBCACHUS

IIK 4

CrocoOHOCTh €caMOCTOATENBHO PabOTaTh C Pa3IMYHBIMH HCTOYHHKAMU
nHbopmauu

I1K-5

BJIAICHUCM TCHACHUUSAMHU PA3BUTHUA I/IH(1)OpMaI_II/IOHHO -AOKYMCHTAITUOHHOTO
1 00eCrIeUeHUs YIIpaBJICHUS apXUBHOTO ACJia

I1K-6

CIIOCOOHOCTBIO AHAJIM3UPOBATL CUTYAallUI0 HA PBIHKC I/IH(I)OpMaI_[I/IOHHBIX
IMPOAYKTOB U YCJIYI', AaBaTb SKCIICPTHYHO OUCHKY COBPEMCHHLIM CHCTCMaM
QJICKTPOHHOT'O ,[[OKYMGHTOO60pOTa H BCIACHUA DJICKTPOHHOI'O apXHBa

I1K-7

CIIOCOOHOCTBIO OLICHMUBATb HCTOPUTIO )51 COBPCMCHHOC COCTOAHHC
3ap}I6C)KHOFO OIbITa YIIPABJICHUA JOKYMCHTAMU U OpraHu3aliuu HX
XpaHCHHUA

I1K-8

CIIOCOOHOCTBIO AHAJIM3UPOBATH HCHHOCTL JOKYMCHTOB C HCJIBIO UX XPAHCHUSA
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B pesynbrare npoxoxaeHus TpakTUKXA 00YyUYaroIINICs TOJDKEH:

3HATH OCHOBHBIE MPOOJIEMBI JOKYMEHTOBEICHHS W apXUBHOrO Jela,
TpeOOBaHUSI K OPTraHU3alMM CEKPETAPCKOTO OOCTY>KUBAHUS, METOABl U HOPMBI
OpraHu3aIuu padoThl C JOKYMEHTaMHU

¥YmMerb paboTath ¢ pa3IMYHBIMU UCTOUYHUKAMHU UHGOPMAIMU, CO3/1aBaTh U
BECTU €JUHBIE CHUCTEMbl JOKYMEHTAI[HOHHOTO OOECIeYeHUs YIpaBieHUS B
opraHu3aiuy Ha 0a3e HOBEHIEH TEXHOJOTHH, OPraHU30BBIBATH PAOOTY CIIy>KOBI
JOYVY, paborats ¢ uHbopmaImeil B riodaIbHbIX KOMIIBIOTEPHBIX CETSX.

Baaners OCHOBHBIMU METOJaMH, CIOCOOAMH W CPEJICTBAMH IOJTYUYEHUS,
XpaHeHus, nepepaboTku WH(OpMaIMKi, UMETh HaBBIKM PaOOTHI C KOMITHIOTEPOM,
OCHOBaMHU WH()OPMAIIMOHHO-aHAIUTHYECKON JEATETLHOCTH M CIOCOOHOCTBIO HX
OpUMEHUTh B TpodeccuoHanbHON cdepe, 3aKOHOAATEIHPHOM W HOPMATUBHO-
METOJIMYECKOM 0a30i JOKYMEHTAllUOHHOTO OO€CleueHus YOpaBJICHUS |
apXMBHOIO Jiejla, NpaBWJaMHU IOATOTOBKM YIPABICHUYECKUX JIOKYMEHTOB H
BEJICHUS JIEJIOBOM TEPENuCKH, MpaBUJIaMU OpraHU3allid BCEX 3TaroB pabOTHI C
nokymentamu (ITK-43).

Paboueit nmporpamMmmoii mpeaycMOTpeHbl (POPMBI OTUETHOCTH B BHJIC OTUETA
M0 TMPaKTUKE M XapaKTepUCTUKE M MPOMEXKYTOUHAs arrectauus B ¢opme
AK3aMEHA.

OO6mast TPyJI0EMKOCTh MPAKTUKH COCTAaBISCT 3 3aueTHHIX eauHUIbl, 108

qaCoOB.
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Tpunosicenue 2

T'PA®UK MTPOXOXKJIEHUS YYEFHOM MTPAKTHUKH 110 MTOJIYUYEHUIO
HNEPBUYHBIX TIPO®ECCUOHAJIBHBIX YMEHUHN 1 HABBIKOB, B TOM YHUCJIE
O MOJYYEHUIO MEPBUYHBIX YMEHWU 1 HABBIKOB HAYYHO-
HCCJENOBATEJbLCKOM JESATEJIbHOCTH (IOKYMEHTOBEJIEHUE)

CTYZIEHTa/TKH ___ Kypca OTJETICHUS
(akynpTeTa TOKYMEHTOBEICHHSI K TEXHOTPOHHBIX apXUBOB
Poccuiickoro rocy1apCTBEHHOIO 'yMaHUTAPHOTO YHUBEPCUTETA

(®HO)

3aB.xadeapoi

YTBEPXKIAIO

« »

20 1

Jara (natTbI)

Paznen NMPaKTUKHA OTMmeTKa O
BbINNOJIHCHUHA

HNuanBuayanbHoe 3a1aHue HA PAKTUKY
(cocraBmsieTcst pyKOBOAUTEIIEM MPAKTHKH OT Ka(eaphl)
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PykoBoauTens MpakTUKH
oT Kadeapsl

/
(moamucs) (©.11.0.)
PyKOBO)]I/ITe.HL TIIPaKTUKH
OT OpraHU3aluu /
(moamuce) (®.1.0.)
(ToxmHCE) (©.1.0.)

Tlpunooicenue 3
®OPMA TUTYJILHOI'O JINCTA OTYETA

MUHOBPHAYKHN POCCHUN

100y,
o N e,

A

T POC
¥ oy,

PV
"
ity oS

DenepanbHOE rOCYAapCTBEHHOE OFOPKETHOE 00Pa30BaTEIbHOE YUPESKACHUE
BBICIIIETO 00pa30BaHUS

O
%
%, ®
”, W
ey e

«Poccuiickuii rocy1apCTBEHHbBIN I'YMaHUTAPHBIM YHUBEPCUTET»

(PITY)

Hcemopuko-apxusHulii uncmumym
Daxynrvmem OOKyMeHMO8eOCHUA U MEXHOMPOHHBIX APXUBOE

OTuéT 0 NPOXOXKAECHUH PAKTUKU

Vuebnas npakmuxa no nomyyeHuro nepeutHbLX nPopecCUOHAIbHIX YMEHUN U HABLIKOS, 8 MOM
yucie no NOIYYEeHUIO NEPEUUHBIX YMEHUL U HABBIKO8 HAYUHO-UCCAE008AMENbCKOU OesimelbHOCMU
(Ooxymenmogeoerue)

46.03.02 «/lokymenmoseoeHue u apxugoseoeHue»
Ipouns: «Hnpopmayuonno-0oKymeHmayuonHoe obecneuenue ynpaesieHus»
VpoBeHb KBaTU(pUKALMH BBITYCKHUKA (bakaiagp)

®opma 00yIEeHUS (0YHAA, OUHO-3A0UHASA, 3A0YHAS)

CrynmeHra/ku __ Kypca
..... (hopmer 0OyUEeHNS
(QHO)
PykoBoauTens npakTHKu
(@HO0)
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Mocksa 2018 r.
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Tpunoscenue 4

OBPA3ELl O®OPMJUIEHUA XAPAKTEPUCTUKHU C MECTA ITPOXOKAEHUSA TPAKTUKHN

XapakTepucTuka’
Ha CTYJICHTa/TKy __ Kypca
bakyibTeTa TOKYMEHTOBEIECHHUS M TEXHOTPOHHBIX apXHBOB
Poccuiickoro rocynapcTBeHHOr0 T'YMaHUTAPHOT'O YHUBEPCHTETA
(@HO)

(©®HO) npoxoaui/a yaeOHYIO MPAKTHKY 10 TOJYYEHUIO EPBUYHBIX MPOQECCHOHATBHBIX
YMEHHH U HaBBIKOB, B TOM YHMCJE IO MOJYYCHUIO TIEPBUYHBIX YMEHHI M HaBBIKOB HAyYHO-HCCIIEIOBATEIBCKON
JeATENLHOCTH (JIOKyMEHTOBE/ICHHE) B Ha JIOJDKHOCTH
3a BpeMs MPOXOXICHHS MPAaKTHUKH 00ydaromuiics/o0yuaronascs
03HAaKOMUJICS/Tach C: :
BBITTOJTHSLIT/a ,

ydacTBOBaJl/a B

3a BpemMsi NPOXOXIEHHS TNPAKTUKH (®HO) 3apekomengoBan/a cebs  Kak

OrieHKa 3a IPOXOKJICHHE TIPEITUTIIOMHOM MPaKTHKH — « ».

PykoBouTens mpakTUKH
OT OpraHu3aIrH (®Hno0)

(Oama)
(noonucw)

" Odbopmnsetcs mbo Ha bnaHke opraHM3aLmm, B0 3aBepAeTCs NeYaTbro.
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