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1. IlosicHuTeILHAS 3aNIMCKA

1.1. Henp NPaKTHKHU: U3YYEHUE TOKYMEHTHPOBAHHUS YIPaBICHYECKOM

JESTeNIbHOCTH, JOKYMEHTO000pOTa M OpraHu3anuu paboThl ¢ JOKYMEHTaMH,

BBIABJICHUC HCAOCTATKOB CHCTCMbI YIIPABJICHHUA AJOKYMCHTAMHU M IIOATIOTOBKaA

MIPOEKTA €€ COBEPIICHCTBOBAHMUSL.

3ajaun MpaKkTUKU:

U3YYUTh W TPOAHATM3UPOBATh HOPMATHBHO-TIPABOBBIC M HOPMATHUBHO-
METOJMYCCKHUE JOKYMEHTHI, OTIPEICIISIONINE OPTaHN3AINI0 U TEXHOJIOTHIO
JIEIONPOU3BOACTBA  (JOKYMEHTAIIMOHHOTO OOECIeUeHusl  YIpaBICHUS
(10Y)) B opranmszaumu’ (ycTaBbl, HOJIOKEHUS, MPABHIIA, MHCTPYKIIUH,
pErJIaMeHThI U T.I1.);

COCTaBUTh TMpPEACTaBICHHE O CHUCTEME JICJIONPOM3BOJICTBA  TOM
OpraHW3allid, B KOTOPOW CTYICHT MMPOXOINT MPAKTHKY

O3HAKOMHUTHCSI € COJIEP)KAHUEM KOHKPETHBIX JIEJIOMPOU3BOICTBEHHBIX
paboT HEMOCPEACTBEHHO HA paboUueM MECTE;

BBISIBUTh HEJOCTATKH CHCTEMBI JIOKYMCHTAIIHOHHOTO OOCCIICYCHUS
yIpaBJICHHUS,

MIPEATOI0KUTE MEPBI 10 COBEPIIIEHCTBOBAHHUIO CUCTEMBI,

MOJIYYUTh HABBIKU Pa0OTHI C JOKYMEHTAMH Ha BCEX CTAAMIX UX JABUKCHUS
(nepBuuHasi 00pabOTKa JOKYMEHTOB B OJKCIeAWlMH, paboTa cC
JTOKyMEHTAaMU B KaHIEISAPUH, PETHCTPAIlUs, KOHTPOJb, HCIIOJHECHUE
JIOKyMEHTOB B CTPYKTYPHBIX TOJpa3feeHusIX, HUX OTMIPaBKa,
OpraHu3aIys XpaHEeHUsI, TOITOTOBKA IOKYMEHTOB K C/Iaye B apXHUB U T.1.);
3aUKCUpOBaTh B JHEBHUKE IIOJTYYEHHBIC CBEICHUS W PE3yIbTaThl
BBHITIOJIHEHHOUN paOOTHI;

IMOATrOTOBUTH OTYCT, 0606H.Ia}OL[[PII>'I IMOJIYUYCHHBIC 3HAHUA U IIPAKTUICCKUC

HaBBbIKH.

! B nporpamme TepmuH "opraanzanus” UCIONB3YeTCs KaK 0000IIAIOMMUIA, MPAKTHKA MOKET IIPOXONTh B
YUPEIKACHUY, TPEANPUITHH, PUPME, KOMITAHUH U JIP.



1.2  Bun (THm) NpakTHKU
Tumn npakTUKH — TPOU3BOJICTBEHHAS.

BI/IIL IMPAKTUKHU —IIPOCKTHAA IIPpAaKTHKA.

1.3. Crioco0sl, (hOpMBI U MECTA MIPOBEACHUSI IPAKTUKHU
CriocoObl IpoBeIeHUs MPAKTUKU: CTAllMOHAPHASI, BbIE3IHASL.
CrauponapHasi  NpakTHKa MPOBOJIUTCS. B CTPYKTYPHBIX
noapazaenenusix PITY wim B npouIIbHBIX OpraHu3alugax, pactoioKeHHBIX
Ha TeppuTopun r. MockBbl. Brie3qHasi mpakTuka IpOBOAUTCS B MPOGUIBHBIX
OpraHM3alMAX pa3InYHbIX pernoHOB Poccniickon denepanun.

K nmoapaznenenusim PITY, B KOTOPBIX MPOBOAUTCA MPAKTUKA CTYIECHTOB
OTHOCATCA: YTIpaBJieHUE JelamMu, YTpaBieHUE KaJApOB, J€KaHAThl U Kadeapbl
dakynbTeTa, Ipyrue aAMUHUCTpaTUBHBIC moapa3aeneaus PITY.

ConepxaHue NPAKTUKUA  ONPEIETSAETCS  NPOrpaMMOM  MPAKTHKU,
BKJIIOUAIOIIE! B ce0s  OCHOBHBIE  pa3liefibl  MPOTrpaMMbl  KypCOB
«JlokymenToBenenne», «OpraHu3anuss W TEXHOJOTHS JTOKYMEHTAlMOHHOIO
oOecrieueHus ympaBieHUs», «MeToauka ympaBi€HUS JOKyMEHTaMu B
opranuzanusix». CTyIeHT JOJIKEH 3HaTh IIpaBUila COCTABICHUS U OPOPMIICHUS
yIPABJICHUYECKUX JIOKYMEHTOB, TpeOOBaHMs, KOTOpPbIE NPEIBIBISAIOTCS K
JOKYMEHTOOOOpPOTY B OpraHM3alluM, OSTambl JBWXKEHUS JTOKYMEHTOB M WX
OCOOEHHOCTH, METOJIbl aHaJIW3a CHUCTEMbl YINPaBICHUS JTOKYMEHTAMU U
MIPOCKTUPOBAHMS CUCTEMBI. TakuM 00pa3oM, K Haday POXOKIEHUS MPAKTUKH
CTYAEHT JOJDKEH 3HaTh M YMETh IMPABUIBHO NMPUMEHSTHh 3aKOHOJATENIbHBIE U
HOPMATHBHO-METOJMYECKHE JIOKYMEHTHI B 00JIaCTU  JIOKyMEHTAI[MOHHOTO
oOecrieueHus ymnpapieHus. HeoOXoauMo Tak Ke HUMETh MPEACTABICHHUE O
BHUJIOBOM COCTaB€ YIIPABJIECHYECKUX JOKYMEHTOB, KOTOpBIE CO34Aal0TCS B
JESTETLHOCTH JTIOOBIX OpPraHu3aIiil 1 0COOCHHOCTH UX cocTaBiieHus. CTyIeHTy
ClelyeT BIaleTh HEOOXOJUMBIMU HaBbIKaMU B paboTe ¢ pa3Iu4yHOU
nH(popmaImei, ToCTynarel 13 pa3IndYHbIX UCTOYHUKOB, a TaKkKe 0a30BBIMH

HaBBIKaMH pa6OTI>I Ha KOMIIBIOTECPCE.



Bo BpeMsi mpakTUKH CTYA€HTHI pabOTAIOT B CIY)0aX TOKyMEHTAllMOHHOTO
oOecrieueHust ynpasieHus (YIpaBiIeHUU AEJIaMH, KaHUEISPUH, OOIIEM OTHEINe,
cekperapuare) U B JAPYIHX CTPYKTYPHBIX MOJpa3JeiICHUSIX, BBITOJIHSIOMINX
AaHHbIe (YHKINH, B TOCY/IapCTBEHHBIX M HETOCYIapCTBEHHBIX OPraHU3aLUsX.

Taxxke cTyaeHTaM MOXeET ObITh

MpcaoCTaBJICHA  BO3MOKHOCTDH

MPOXOXKACHUA  IIPAKTUKH B AIMUHUCTPATUBHBIX H (I)YHKHHOH&TILHBIX

noapazaenenuax PITY. B atom ciydae, natsl NPOXOKICHUSI IPAKTUKA MOTYT

CABUI'aTbCsA (B TOM 4YHCJIC Ha KAaHUKYIIIPHOC BpeMH) C O(bopMﬂeHI/IeM JaHHOTI'O

IepeHoca nmpukazom pexkropa PITY.

[IpakTHka CTYJIEHTOB pacCuMTaHa HA 2 HEAENH, W3 KOTOPBIX OJUH

JICHb OTBOJIUTCS Ha 00IIlee 3HAKOMCTBO C OpraHu3anuei (yupexacHuem), 1Ba

3aKJIIOYUTCIIbHBIX JHA - HA COCTABJIICHUC CTYACHTAMU OTUYCTOB, OCTAJILHLIC -

Ha CaMOCTOATCIIbHYIO IIPAKTHYCCKYIO pa60Ty.

1.4. Bua (Buasl) mpodecCHOHAIBHON IeATeIbHOCTH

[IpakTrka OpUEHTUPOBAHA HA CIAEAYIOIINE BUIbI IPO(ECCHOHATBHOM

ACATCIBHOCTH:

-OpraHU3alMOHHO-YIIPABICHUECKYIO,

-IPOEKTHYIO.

1.5.

[Tnanupyembie pe3yabTaThl OOYYEHUS TPHU TPOXOKICHUH TMPAKTHKH,

COOTHECEHHBIE C UHANKATOPAMU JOCTHKEHUS KOMITETEHIIHH:

2. Komnerenuus
3. (Kox ¥ HANMCHOBAHHE)

NnaukaTopbl KOMIETEeHIUI
(K01 1 HANMEHOBAHUE)

Pe3yabTaThl 00yYeHus

TIK-1. Bnageer HaBBIKaMH
pa3paboTKu ¥ BHEAPCHHUS
JIOKaTbHBIX HOPMATUBHBIX
aKTOB 10 JOKYMEHTAllMOHHOMY
00ECTICUCHHIO YIIPABJICHUS B
OpTaHU3AISIX PA3THYHBIX
OpraHU3aIMOHHO-TIPABOBBIX
dhopm 1 hopM cOOCTBEHHOCTH,
TOCY/apCTBEHHBIX OpraHax u
opraHax MECTHOTO
CcaMOYIIpaBJICHUS

TIK-1.1. [IpuMeHsieT 3HaHUS CTPYKTYPbI
roCyJapCTBEHHBIX OPTaHOB, OPTaHOB
MECTHOT'O CaMOyTpaBIIEeHHUs,
OpraHM3alyii pa3Iu4HbIX GOpM
COOCTBEHHOCTH; HOPMATHUBHBIX U
NPaBOBBIX AKTOB B c(epe
JIOKYMEHTAIIHOHHOT'O 00eCTIeYeHNUS
YIpaBJIEHUS; BUIOBOTO COCTAB
JIOKAJHHBIX HOPMATUBHBIX aKTOB 10
JOKYMEHTAI[IOHHOMY 00€CIICUEHHIO
YIIpaBIECHUsS IIPU pa3pabOTKe JOKATBHBIX
HOPMAaTUBHBIX aKTOB

3uame: cmpyxmypy 20cy0apcmeennvlx
0p2an08, 0P2aHo08 MeCHHO20
CamMoynpasienusl, OP2aHU3AYUIL PA3TULHBIX
@opm cobcmeenHocmu, HOPMAMUBHO-
npasoswvle akmol 6 chepe
OOKYMEHMAYUOHHO20 0Decneyenus
ynpaenenus

Ymems: ananusuposamsv npasoguie akmol 6
cghepe doxymenmayuouHo2o obecnevens
VApaeneHus U GblAGIsING GUO0BOL COCMAS
00513aMeNbHBIX IOKATbHBIX HOPMAMUGHBIX
axkmoe

Braoems: nagvikamu npumenenus
00ugecocy0apcmeeHHblx Hopm 6 cepe
O0OKYMEHMAYUOHHO20 0becneyenus
ynpasienust npu paspabomxe J10KaAIbHbIX
HOPMAMUBHBIX AKMOB




[1K-1.2. PazpabarsiBaeT Ha OCHOBE
JEHWCTBYIOIINX TIPaBOBBIX aKTOB
JIOKaJIbHBIE HOPMATHBHBIE AKTHI IO
JOKyMEHTAI[IOHHOMY 00€CIICUECHHIO
yTIpaBICHUS

3namu: npasuna pazpabomru 10KATbHBIX
HOPMAMUBHBIX AKMO8, UX CIPYKIMYPY U
codeparcanue

Ymems: pazpabamuvieams nokanvivle
HOpMamueHble akmul 6 chepe
OOKYMEHMAYUOHHO20 0becneyenus
VApagneHust 8 COOMEEmcmeul ¢
OeticmeyiowWUMU NPAGOSbIMU AKM
Braoemuw: nasvikamu noocomosku
nPOEKmMOo8 JOKANbHBIX HOPMAMUBHBIX
AKMOo8, UX CO2NACOBANUSL U YMBEPIHCOCHUS

IIK-1.3. BHenpsieT u akTyaau3upyer
JIOKAJIbHBIE HOPMATHBHBIX aKTHI 110
JIOKyMEHTAI[HIOHHOMY 00€CIICUeHHIO
YIpaBJIeHUS B TOCYIapCTBEHHBIX
OpraHax, OpraHax MECTHOTO
CaMOYTIPABIICHUS U OPTaHH3AIHIX
Pa3IMIHBIX OPTaHU3AIHOHHO-TIPABOBBIX
thopM 1 hopM COOCTBEHHOCTH

3namu: nopsidok eeedenusi 8 delicmaue
JIOKANIbHBIX HOPMAMUGHBIX AKINOE O
OOKYMEHMAYUOHHOMY 06ecneyenuio
YAPABNeHUs 8 20CYOAPCMEEHHBIX OP2AHAX,
OP2aHAX MECMHO20 CaMOYNPAGIEHUSA U
OP2AHUBAYUAX PASTULHBIX OP2AHUIAYUOHHO-
npagoguvix hopm u popm cobcmseennocmu
Ymemv.: enedpsame nokanvhvle
HOPMAMUeHble AKMbl

Braoems: nasvixamu nepepabomxu u
AKMyanu3ayuy 10KaIbHoIX HOPMAMUBHBIX
axkmos

ITK-2. CnocobeH opraHu30Bath
U OCYILECTBIATh
JIOKYMEHTAaI[IOHHO®
obecrieueHre yrpaBlIeHUs B
OpraHU3aLyAX Pa3INIHbIX
OpraHU3alOHHO-TIPABOBBIX
¢dopM u hopM COOCTBEHHOCTH,
rOCyJapCcTBEHHBIX OpraHax
OpraHax MECTHOTO
caMmoyIpaBIieHUs

I1K-2.1. IlpumeHsieT TeopeTHIeCcKue
3HaHUA B chepe TOKYMEHTAIHOHHOTO
oOecrieueHus yIpaBiIcHUS B
MPaKTHIECKON AEATETHHOCTH

3namv: meopemuuecxkue 0cHoGbl
OOKYMEHMAYUOHHO20 0becneyenus
YnpasieHus

Ymems: npumensimo meopemuueckue
BHANUSL NPU OPSAHUZAYUU
OOKYMEHMAYUOHHO20 0becneyenus
ynpaenenus

Bnaoemo: memooonozueti
OOKYMEHMAYUOHHO20 0becneyenus
YNPasIeHUs.

I1K-2.2. Oprannsyet JOKyMEHTAI[HOHHOE
o0ecrieyeHne yIpaBiIeHHS B
OpraHM3alUAX Pa3IMYHbIX
OpraHU3aI[IOHHO-TIPAaBOBEIX (OPM H
(hopM COOCTBEHHOCTH, TOCYIaPCTBEHHBIX
OpraHax ¥ OpraHax MeCTHOTO
caMOYIpaBIICHUS

3uamu: ocobennocmu NOCMAHOBKU
OOKYMEHMAYUuoHHO20 06ecneyerus
VRpagaeHus 6 OP2AHU3AYUAX PATUYHBIX
OP2aHU3AYUOHHO-NPABOBYIX POPM U POpM
cobcmeennocmu, 20cy0apcmeeHHbIxX
0p2aHax u OpeaHax MecmHo20
camoynpasnenus
Ymemv.: opeanuzosamo
00KyMeHmayuonHoe obecnevenue 6
OP2AHU3AYUAX PASTUYHBIX OPSAHUBAYUOHHO-
npaeoguvix hopm u popm cobcmeenHocmu,
20CY0apCcmeeHHbIX OP2aAHAX U OP2aAHAX
MECHHO20 CAMOYNPAGNEHUS YRPAGIeHUs.
Brademw: nasvikamu cogepuieHcmeosans
cucmemuvl OOKYMEHMAYUOHHO0
obecneyenus ynpasieHusl

[TK-2.3. BemmomHseT paboTy 1Mo
JIOKYMEHTAIIHOHHOMY 00eCTICUeHHIO
YIPaBICHYECKUX MPOLECCOB B
OpraHU3aLMsAX PA3ITUYHBIX
OPraHU3alOHHO-TIPABOBBIX (GOpM U
(hopM COOCTBEHHOCTH, TOCYJapCTBEHHBIX
OpraHax M opraHax MeCTHOT'O
CaMOyIpPaBICHUS

3namv: cocmag ynxyuil cayxnco
OOKYMEHMAYUOHHO20 0OecneyeHus
ynpaenenus

Ymemo: ocywecmename pabomy no
OOKYMEHMAYUOHHOMY 00eCneHeHuIo
VIPABILEHUECKUX NPOYECCO8

Bnaoems: nasvikamu 0okymeHmuposanusi
VIPABIEHUeCKUX NPOYeccos u pabonvl
OOKyMeHmayueil 8 OpeaHu3ayusix
PA3TUUHBIX OP2AHUZAYUOHHO-NPABOBHIX
¢dopm u popm cobcmeennocmu,
20CY0apCmEeHHbIX OP2AHAX U OPeAHAX
MECHHO20 CAMOYNPAGLEHUS




IIK-3. Cnocoben
OCYIIECTBIISATH
JIOKYMEHTAI[IOHHOE
o0ecrieueHre AeATENLHOCTH
OpraHu3alyii pa3InIHbIx Gopm
COOCTBEHHOCTH,
rOCY/apCTBEHHBIX OPTaHOB U
OpraHOB MECTHOT'O
CaMOYTIpaBJICHUS

[IK-3.1. [IpumensieT 3HaHUS O
KIacCH()UKAINU U BUIOBOM COCTaBE
Pa3IMYHBIX CHCTEM JIOKYMEHTAINH B
nporecce JOKYMEHTHPOBaHUS
JEATEIFHOCTH OPTaHU3annil pasIMIHbIX
(hopM COOCTBEHHOCTH, TOCYIaPCTBEHHBIX
OpTaHOB M OPTaHOB MECTHOTO
CaMOYyIpaBIICHUS

3uame: knaccughuxayuio u 6U0S0L cocmas
DABIUYHBIX CUCTHEM OOKYMEHMAYUU
Ymemo.: npumensamo meopemuueckue
SHaHUs npu pabome ¢ PaIULHbIMU
cucmemamu OOKYMEHMayuu

Brademv. nagvikamu ucnonb306anus
DABIUYHBIX BUOO8 OOKYMEHMOE U CUCHEM
JoKymeHmayuu 05t obecneyerus
0esimenbHOCHU OPeAHUAYUTL PASTIUYHBIX
@opm cobcmeennocmu, 20¢y0apcmeeHHbIX
Op2aHO8 U OP2AHOE MECIHO20
camoynpasnenus

TIK-3.2. OcymecTBisier
JIOKyMEHTaI[IOHHOE 00ecreyeHue
JIeSITEIbHOCTH OPraHU3aluil pa3TnyHbIX
(hopM COOCTBEHHOCTH, TOCYJAPCTBEHHBIX
OpraHax u OpraHax MECTHOTO
CaMOYIpaBICHUS

3uams: Hopmamuenvie mpeboganus K
OOKYMEHMAYUOHHOMY 0becnedeHuIo
OesimenbHOCMU OP2AHUZAYUL PAZTUYHBIX
gopm cobcmeennocmu, 20cy0apcmeeHHbIx
0p2anax u Opeanax MecmHo2o
camoynpasieHust

Ymems: npumensimo snanue Hopmamueno-
npasosoll basvl NPu OCYUeCcmeneHuU
OOKYMEHMAaYUoOHH020 0becneyerus
0esimenbHOCIU OP2AHUAYULL PASTUYHBIX
@opm cobcmeennocmu, 20Cy0apcmeeHHbIX
0p2anax u Opeanax MecmHozo
CamoynpasneHust

Bnadems: nagvikamu evisignenuss cocmasa
OOKYMEHMO8, 00eCne usaouux pasiuyHbie
npoyeccoyl

IIK-3.3. PaboTaet ¢ pa3inIHbEIMH
cHCcTeMaMH JOKyMEHTAIN

3namv: ocobennocmu pabomul ¢
DA3TUYHBLMU CUCTEMA OOKYMEHmMAayuu
Ymemvw.: pabomamy ¢ paznuunvimu
cucmemamu OOKyMeHmayuu

Bradems: nagvikamu cosepuieHcmeosanuio
pabomol ¢ OOKyMenmamu,
0becneyusaloWyuMU pasiuyHsle npoyeccyl

T1K-4. Bnageer 3HaHUSIMH
COBPEMEHHBIX
HH(POPMAIMOHHBIX CUCTEM U
HABBIKAMU POCKTUPOBAHUS U
BHEJ[PEHHUS CHCTEM
JIIEKTPOHHOTO
JIOKyMEHTO000pOTa B
OpraHU3aIIH

I1K-4.1. ITpumensieT 3HaHUE
COBPEMEHHBIX MH(OPMAIMOHHBIX
CHCTEM, CUCTEM 3JIEKTPOHHOTO
JIOKYMEHTO0000pOTa, IPAaBOBBIX aKTOB B
cdepe yrpasiaeHus HHPOpMaITUEH U
JIOKyMEHTalueN B IPaKTHYECKON
JIeITeIIbHOCTH

3uams: cospemennvie unpopmayuonnvie
cucmembl, CUCmeMbl INEKMPOHHOZO
0oKyMeHmoobopoma, npagogoe
pezyruposanue cepol ynpagienus
ungopmayueil u OOKyMeHmayueu

Ymems: npumensimo 3nanue HOpMamMueHo-
npaeogoll basvl 6 cghepe ynpasnenus
uHgopmayueil u OoOKyMmeHmayuell 6
NPAKMUYECKOU 0esimenbHOCmu

Braoemv: nasvikamu évibopa
HE0OX00UMbBIX MEXHOI0UHECKUL PeuleHull
6 npoyecce ynpasnenus ungopmayueri u
doxymenmayuet

[1IK-4.2. [IpuMeHsieT METOA0IOTHIO
OPTraHU3AIIOHHOTO IIPOEKTUPOBAHMS IIPU
aHaJIN3€e CHCTEMBI JOKYMEHTAIlMOHHOTO
obecrieueHns yIpaBIlIeHNS! B OpPraHU3aLUH

3uamo: memooonocuyeckue 0CHOBb
ROCMPOEHUA YNPABIEHYECKUX CUCEM U
cucmem OOKYMEHMAYUOHHO20 0becneyeHus.
VApaGieHus.

Ymems: npumensmo paznuunvie
MemooonocuyecKkue nooxoovl npu
RPOEKMUPOSAHUY CUCHIEM
OOKYMEHMAYUOHHO20 00ecneyeHus
ynpaenenus

Bradems: nasvixamu ananusa u
OP2AHUBAYUOHHO20 NPOEKMUPOBAHUSA
cucmem OOKYMEHMAYUOHHO20 0becneyeHus.
YHpasienusl




[IK-4.3. Y4acTByeT B IPOCKTUPOBAHUU U
BHEAPCHUH CUCTEM 3JIEKTPOHHOTO
JOKYMEHTO00O0pOTa B OPraHU3aliH

3uame: npasuna u memooonozuieckie
ROOX00bl K RPOEKMUPOSAHUIO CUCHIEM
91eKMPOHHO20 OOKYMeHmMoobopoma
Ymemv.: enedpsme cucmemvl
21eKMPOHHO20 OOKYMeHmMoobopoma
Bradems: nasvikamu eviagnenus Hauboee
ONMUMATLHBIX NOKA3amenel, HeoOX0OUMbIX
OJ151 NPOEKMUPOBANUSA U HACMPOUKU
cucmem d1eKMPOHHO20
00KyMenmoobopoma

I1K-6. Criocoben
OCYILIECTBIISITh
OpraHU3alMOHHOE,
JOKYMEHTAIIHOHHOE U
HHPOPMALNOHHOE
obecrieueHre NesTeNbHOCTH
PYKOBOIMTENS OpraHU3aIHU

[IK-6.1. Mcnionp3yeT 3HaHUS NPaBOBLIX U
OpTaHHM3aI[IOHHBIX OCHOB YIPaBJICHHUS,
OCHOB JIOKYMEHTHOM JINHIBUCTUKH,
MPaBHJI PYCCKOTO SI3bIKa, JICJIOBOTO
9THKETa, COBPEMEHHBIX METOJIOB ITIONUCKA
1 00paboTKN WH(POPMALIAHN IS
obecrieueHHs IPOPEeCCHOHATEHOM
JeATEeIbHOCTH

3uamu: npasosgvie u opeanuzayuoOHHvle
OCHOBbL YNPABIeHUs, OCHO8bL OOKYMEHMHOT
JUHSBUCTUKU, NPABUNA PYCCKO20 A3bIKA,
0e10601l smuKem

Ymemv.: npumenamo cospemennvie
Memoovl noucka u 0opabomxu
ungopmayuu 0 obecneyenus
npogheccuoHanbHOU 0esmenbHOCmU
Braodemu: nagvikamu obecneuenus
OesmenbHOCmuU PyKO8OOUMENA HA OCHOBe
SHAHULL NPABOBYIX U OPSAHUZAYUOHHBIX
0CHO8 Ynpasienus, OCHO8 OOKYMEHMHOI
JUHSBUCTUKU, NPABUT PYCCKO20 A3bIKA,
07108020 SMuKemd, Co8PeMeHHbIX
Memo008 noucka u 06pabomxu
uHgopmayuu

[IK-6.2. OcymecTsisiet cOop, 00paboTKy
Y aHau3 HH(OPMAIIHH, COCTABILIET U
PEIaKTUPYET TEKCThI CITyKEOHBIX
JOKYMEHTOB C UCIIOJIb30BaHHEM
COBPEMEHHOT'0 MIPOrPAMMHOTO
obecriedeHHs U ODUCHOHN OPTTEXHUKH

3name: npasuna cocmasnenus u
PEOAKMUPOBAHUSL MEKCMOS CLYHCEOHBIX
OOKYMEHMO8

Ymemow: cobupams, obpabamovieams u
AHATU3UPOBAMb UHDOPMAYLUIO, CO30A8aAMb
gopmy ee npedcmasnenus

Braodemw: nasvixamu pabomei ¢ ogucHou
OpP2MEXHUKOU U HABLIKAMU UCTIONb30BAHUSL
COBPEMEHHO20 NPOSPAMMHO20 0DeCneyenus
npu ocywecmeienuy pabonvl ¢
ungopmayuel u NOO20MOBKe CLYHCeOHbIX
O0OKYMEHMO8

I1K-6.3. YuacTByeT B IpOBEICHUH
KOH(EPEHTHBIX MEPOIIPUSITHI,
JOKYMEHTHPYET AeATEIbHOCTh
KOJUIETHAJILHBIX OPTaHOB, OPraHU3yeT
NpUEM TIOCETHUTEINEH, IIIaHupyeT padbouee
BpEMS pYKOBOAUTEIS, UCIIOIb3YeET
COBPEMEHHOE NIPOrpaMMHOE
obecrieueHne M OPUCHYIO OPTTEXHUKY
JUIS TIONITOTOBKH CITYKEOHBIX
JIOKYMEHTOB

3namob: nopaoox nposedenus
KOHbepeHmHbIX MepOnpusimui,
HoOpMmamusHyro 6azy 6 cghepe obecneyerus
KOJUIE2UAILHOU OesimelbHOCHU

Ymems: opeanuzosams npogedenue
KOHbepeHmHbIX Meponpusimui,
O0OKYMEHMUPOBAMs 0esImenbHOCb
KOJUIE2UAIbHBIX OP2AHO8, UCNOIb308ANb
cospementoe npoepammHoe obecneuenue u
0QUCHYIO OpemexHUKy

Braoemu: nasvikamu opeanuzayuu npuema
nocemumerneu, NIAHUPOBAHUsL paboyee
8peMenU PYKOBOOUMeIls.

[IK-9. Cnocoben
OCYULIECTBJIATH PErjaMeHTaLUIO
[IPOLIECCOB MOAPA3IEICHUNA
OpraHu3aIiy U pa3padaThIBaTh
aJIMAHUCTPATHUBHBIC
periaaMeHThl B
TOCYJapCTBCHHBIX H
MYHHITUTIATHHBIX OpTaHax

[IK-9.1. I[IpumensieT Teopuro
MPOLIECCHOTO YIPABIEHUS, METOIUKY
MPOEKTUPOBAHUS MIPOLECCOB U CUCTEM
yIpaBlIeHUs JOKYMEHTaMH, IpaBuiia
pa3paboTKH peryiaMeHTOB MPOLECCOB B
MPaKTUYECKOH AesITeIbHOCTU

3namv: meopuro npoyeccHoeo ynpasnenus,
MEMOOUKY NPOEKMUPOBAHUsL NPOYECCO8 U
cucmem ynpaeienust OOKYMeHmamu
Ymemo: npumensme meopemuueckue u
Memodono2uyeckue 3HaHUs npu
NPOEKMUPOBAHUU CUCHIEM YNPABILEHUS.
OOKYMEHMAMU 8 NPAKMUYECKOl
desamenbHOCU

Braoemu: nasvixamu pazpabomxu
Pe2namMenmos npoyeccos




[IK-9.2. IIpoekTupyeT npoueccsl u
CHCTEMBI yIIPaBICHHUS JOKYMEHTaMH,
pa3pabaTbIBaeT JOKaJIbHbIE HOPMAaTHBHBIC
aKThI B TOCY/IapCTBEHHBIX OpraHax,
OpraHax MECTHOTO CaMOYIPaBJICHHS U
OpTaHM3aIMAX Pa3IHIHBIX HOPM
COOCTBEHHOCTH

3uams: npasuna pazpabomku 10KAIbHbIX
HOPMAIMUBHBIX AKMOB 8 20CY0APCHIEEHHBIX
Op2aHaX, OP2aHAX MeCTHO2O0
CaMOYNPAasNeHus u OPeaHU3AYUIX
Pa3uyHbIX hopm cobcmeenHocmu
Ymemv: npumenamo meopemuueckue
SHAHUA NPU Pa3pabomKe T0KATbHBIX
HOPMAMUSHBIX AKIMO8

Bnadems: nasvixamu npoexmuposanus
npoYyeccos u cucmem ynpasienus
OOKYMEHMAMU

I1K-9.3. OnenuBaet 3¢)(eKTUBHOCTD
YIPaBJICHYECKUX MPOIECCOB U CUCTEM
YIpaBJICHUSI TOKYMCHTAMU U UX
COBEPIICHCTBOBAHUSI

3uames: memoouxy oyenxu
agGpexmusHocmu ynpagieHuecKux
npoyeccos u cucmem ynpaeieHus
OOKYMeHmMamu

Ymemv.: onpedersimo xomniexc mep no
COBEPUICHCIBOBAHUI YNPABTIEHUECKUX
nPOYeccos U cucmem ynpasneHus
OOKYMeHmamu

Bradems: Hasvikamu cosepuieHCmeo8anus
VIPABIeHYEeCKUX NPOYeccos U cucmem
ynpagaenuss OOKyMenmamu ¢ npumeHenuem
COBPEMEHHBIX UHPOPMAYUOHHBIX
MEexXHON02UlL

1.6. MecTo mpakTHKU B CTPYKTYpe 00pa30oBaTeIbHON MPOTPAMMBI

[TpoekTHas mpakTHKa OTHOCUTCS K 4acTH, (popMHpyeMoON ydaCTHUKaMH
oOpazoBarenbHbIX OTHOLIEHUH O0soka b2 («IIpakTtuku») yueOHOro miasa.

J7is IpOXOXKACHUS TPAKTUKA HEOOXOUMBI 3HAHUSI, YMEHUS U BIIaICHHUSA,
c(OpPMUPOBAHHBIE B XOJE€ U3YyYEHHUS CIEAYIOUMX IUCHUIUIMH MPOXOKICHUS
npakTuk: «MeTronuka — ympaBlIeHUS

AOKYMCHTaAMM1 B opraHu3anusx»,

«HbOopMalIMOHHBIE  TEXHOJOTHHM B  JOKYMEHTAIIMOHHOM  OOCCIICUCHHH
ynpasieHus», «O3HaKOMUTENbHAsI MpakThKa», «HaydHo-uccnenoBaTenbckas
paboTa (rmoryuyeHrue NePBUYHBIX HABBIKOB HAYYHO-HCCIIEIOBATEILCKON Pa0OThD.

B pesynbTaTe mpoxokieHus MpakTHUK (POPMUPYIOTCS 3HAHUSI, YMEHUS U
BJIQJICHUs, HEOOXOAuMBbIEe IJid TpoxoxkaeHus npakTtuk: «lIpenaurioMmHas

PaKTUKA.

1.7. O6beM npaKTUKH

O3HakoMHTEIbHAS IPAKTHKA MPOX0oaUT B 8 cemectpe. OOIIasA TPYAO0EMKOCTb

IMPAKTUKH COCTABJIACT 3 3a4eTHBIX CAWMHUIBI ITPOJOJDKUTCIIBHOCTBIO 2 HCIOCIH.




2. Cooeporcanue npakmuku

HaunmeHnoBanue pazaeia

CogiepkaHue U BUJIBI pabOT?

O3HaKOMHTEIIbHAS JICKIIUA

OmnpenencHue neneil W 3a7a4 MPAKTHKH, NCTOYHUKOB U JIUTEPATYPHI,
HEOOXOANMMBIX IS CAMOCTOSATENPHON pa0OTHI M MOATOTOBKH OTYETA.

WHcTpykTax 1o
0e30MacHOCTH

TCXHHKEC

O3HaKOMJICHHE CTYACHTOB C MPaBHIaMH BHYTPEHHETO pacHopsiKa,
JOMyCKa B MOMEIICHUS CIyX0, MOXKapHOW 0€30MacHOCTH W APYTHMHU
pEeTJIaMEHTHPYIOIUMHA ~ pabOTy  COTPYIHHKOB UHCTPYKIHAMH
¥ TIOJIOKEHHSIMHU.

Nzyuenue HCTOpUH,
COBPEMCHHBIX 3a/ad, (HyHKIIHN
U CTPYKTYPHI YUPEXKICHUS;
M3yueHne oOpraHu3alMOHHBIX
JIOKYMEHTOB NPEIIPUATHL

PykoBoguTens MpakTHKKM OT OpPraHU3allid MOXKET IPOBECTH
BCTYNUTEIBHOE 3aHATHE CO CTYAEHTAMH, LEIBI0 KOTOPOTO SIBIAETCS
03HAKOMJIEHHE IMPAKTUKAHTOB C UCTOpHEH, COBPEMEHHBIMHU 3a/JadaMH,
HanpaBJIECHUSAMH JEATEIbHOCTH U OCOOEHHOCTSIMM JAOKYMEHTHPOBAHUSA
YIPAaBJICHYECKOW JAEATEIbHOCTU ydpexzacHua. Eciu B apxuse
OpraHu3aIlik UMEETCsl MCTOpPHYECKas crpaBka o (oHIo00pa3oBarele,
OHa U3y4aeTcs CTyACHTaMH.

Jlanee CTyAEHT NMpHUCTyNaeT K U3yYCHHIO OpPraHU3aI[MOHHO-
MPaBOBBIX JOKYMEHTOB, PETIAMEHTHPYIOIUX IOPUAMYECKHHA CTaTyC
YUpEKACHUS, €ro OpraHU3allHOHHO-TIPABOBYIO thopmy,
OPTraHU3aLHOHHYIO CTPYKTYpY U HAIIPABIEHUS JEATENBHOCTH.

K Takum 10KyMeEHTaM OTHOCATCS:

e VYcraB (T0JI0XKEHUE) OpPraHU3alny;

e [lomokeHHs O CTPYKTYPHBIX MOAPA3ICICHUAX;

e JIOJOKHOCTHBIE MHCTPYKIMH COTPYAHUKOBS;

e IllTarHoe pacnucanue.

I[lo wroram wW3y4eHUs CTYAEHTHI
HHPOPMALIUIO TI0 CIIEAYIOIINM BOIIPOCAM:

e JaTa CO3JaHHs OpraHU3aIIH;
Ha3BaHHUE OPraHU3alUH;
1eb CO3/IaHns M (PYHKIMN OpTaHU3allny;
OpTaHM3aIOHHO-TIPaBOBas (hopMa opraHU3aINH;
OpraHU3alOHHAs CTPYKTYPA U MOPSJOK yIpPaBICHUS;
COCTaB OPraHU3aLMOHHBIX JTOKYMEHTOB OPraHU3alHH;
CTETIEHb OTPaXEHHs B OPTaHM3ALMOHHBIX JOKYMEHTax
TpeOOBaHMII K JIOKYMEHTHPOBAaHMIO  YIIPaBJICHYECKON
JIESITENIbHOCTH (TTOPSAAOK M3AaHUS, OJIUCAHUS, XPAHEHHU);

B pesysbrare cTyqeHTbI rpadMuecKy BIYEPYUBAIOT CTPYKTYPY
OpraHU3aIHH.

Bce coOpaHHble TaHHBIE CTYIEHTHI MOTYT OOpMIISITH B BHJE
JTHEBHMKOBBIX 3amHced, TrJe OTMedalT JaTy 3aluCH, UCTOYHUK,
KOTOPBIM OHHU TOJB30BAINCh. OTH BBIIMCKM M3 OPraHU3allMOHHBIX
JIOKYMEHTOB CTYJEHTHI MpPEJCTABISAIOT PYKOBOJUTENIO MPAKTUKH OT
opraHMzanyi, B Oecene C KOTOPBIM OOCYXKHAIOT —crienu(puuecKre
0COOCHHOCTH CTPYKTYPBI U PYKOBOZACTBA OpTaHU3aIMEH.

CoOpaHHBIE CBEJICHHS CTYICHT 3aTeM O(OpMIIsieT B KauecTBe
MIEPBOI1 IJIaBBI OTYETA IO IPAKTHUKE.

JIOJDKHBI  coOpaTh

N3yuenue HOPMAaTUBHO-
METOJIUYECKHX JIOKyMEHTOB MO
JAOY wu cucreM HOKyMEHTAIMH
OpraHH3alNH,

B Tedenme 3TOro BpeMEHH CTYACHTHI BHUMATEIBHO H3Y4YalOT
HOPMATHBHO-METOANYIECKIE JIOKYMEHTHI YUpeKACHUS,
pEerIaMeHTHPYIONINEe  MpaBWiIa  COCTaBIGHHS H  O(QOPMIICHHS
JOKyMEHTOB, €CJIM TaKWE B OpPraHU3aLUH HMEIOTCA. B dmcie »Tmx
JIOKyMEHTOB MOTYT OBbITh MHCTPYKLHUH I10 JICJIONPOU3BOJACTBY (WM MO
paboTre ¢ JOKyMEHTaMH), IpaBmwia OQOPMJICHUS JTOKYMEHTOB,

8 CryneHT BHUMATENbHO u3y4daeT I[lojokeHue o CTPYKTYpHOM MOApa3ACieHUU U
AOJDKHOCTHBIC HHCTPYKIIMU TOT'O NOAPA3ACIICHUA, B KOTOPOM OH IMPOXOJAUT ITPAKTHUKY.




H3yuenue ocobeHHOCTEN
odopMIIeHHs  yIpaBICHYSCKHX
JTOKYMEHTOB

pEriIaMeHThl, CTaHIAPTHl OPraHW3aIlMH, MPUKA3bl (PACIOPSIKECHUS) O
TIOPSIIKE CO3TAaHMUS U COTIIACOBAHUS OTACIBHBIX BHIOB IOKYMEHTOB U TaK
Janee.
CrymeHTaM HEOOXOIMMO O3HAKOMHUTBCA C  CHCTEMaMH
JIOKYMEHTAIINH, UCIIONb3YeMBIMI B OPTaHU3AINH, BBIIBUTH OCHOBHBIC
BUABI W  Pa3sHOBUAHOCTH  JOKYMEHTOB, NPHUMEHIEMBIX IS
TOKYMEHTHPOBAHHUS  JACATEIHHOCTH OpraHM3allid B  L[EIOM U
CTPYKTYPHOTO MOJIPA3ICIICHUS, B KOTOPOM pabOTaeT MPaKTUKAHT.
CocTaB TOKyMEHTOB CUCTEM JTOKYMEHTAIIUH, HCIIOIb3yCMbIX B
JESTETPHOCTH OpPTaHM3allid, MOXKET BKIIOYATh YHUQUIMPOBAHHBIC
hopMbI U POPMEIL, pa3paboTaHHBIC COTPYIHUKAME OPTaHU3AIUH.
[IpoBomutcs JIeTabHBII aHaIn3 OpraHU3aI[MOHHO-
pacmopsAUTENBHON JOKYMEHTAIMH IO CIICAYIONIMM TPYIIam:
e OpraHM3alMOHHBIE  JOKYMEHTHl, TPHUMCHSEMBIE B
YIpaBICHIECKOH NeSTeTFHOCTH;

® pacTopsANTENbHBIE ITOKYMEHTBI, COCTaB JOJDKHOCTHBIX
JUI, WMEIOMHWX TPaBO W3MAHUSI PaCIOPSAUTEIBHBIX
JTOKYMEHTOB;

®  BH/bI HH)OPMAITHOHHO-CIIPABOYHBIX JOKYMCHTOB.

CryneHtaM  HEOOXOAMMO  H3YYUTh  HHCTPYKLHUIO IO
JICJIOTIPOM3BOJICTBY OPTraHW3allMd W BBISBHTH, COOJIIOJAIOTCA JH €€
TpeOOBaHUS COTPYIHUKAMH OpraHu3anud. ECu Takoi MHCTPYKIUH B
OpraHu3alMil HET, TO CTYIEHTHl aHAJU3UPYIOT OpTraHU3alMOHHO-
pacmopsAUTeIbHBIC JOKYMCHTBI Ha MPEAMET COOJIOACHUS TPEOOBaHUN
I'OCT P 7.0.97-2016 (m3ywaercss odopmieHHE AOKYMEHTOB, TO €CTh
HaJIM4He BCEX HEOOXOIMMBIX PEKBH3UTOB JOKYMECHTOB).

Hampumep, cTymeHT BBIBISCT HAIWYHAE  CICAYIOMINX
PEKBU3UTOB: 3aroJIOBKa, HAUMCHOBAaHHWA BHAA JOKYMEHTa, MdaThl,
PETUCTPAIIMOHHOTO HHIEKCA, OTMETOK Ha JOKYMEHTE, a TaKKe:

® [IPaBHJIBHOCTD aIPECOBAHUS,

® [OPSAMAOK BHYTPEHHEr0 W  BHEIIHETO  COIJIACOBAHHUS

JIOKYMCHTOB,

® TIOJMMCAHNS,

® YTBEPXKICHUS.

BBISBIISIOTCS BUIBI TOKYMEHTOB, HA KOTOPHIC B OpraHU3aldu
CTaBHTCS II€YaTh.

HeobxomumMo  Takke  BBIABUTH, HCHOJNB3YIOTCS T B
OpraHu3anuu OJaHKA JOKYMEHTOB, €CJIH HCIOJB3YIOTCS, TO KakKue
(oOmmit 6maHK, OMAHK MUCHMA, OJIAHK KOHKPETHOTO BHIA JOKYMCHTA,
OlaHK MOJDKHOCTHOTO JHma M T.a.). OOpa3mpl OJaHKOB KeJIaTelbHO
MPIWIOKUTE K OTYETY MO MPaKTHKE.

IMomMumo Hamuuusi OJAHKOB B THEBHHKE NPAKTHKH CTYICHTHI
(bUKCHPYIOT COCTaB MPHUMEHSEMBIX TOKYMEHTOB, OTMEYAIOT Hanbolee
paclpoCTpaHCHHBIE B  MNPAKTHKE pabOThl  YUPEKICHHUS  BHIBI
OpraHU3aIMOHHO-PACTIOPSAIUTEIHHBIX TOKYMEHTOB, a TAKXKE OTMEUAloT,
rne 3adukcupoBaHBl TPeOOBaHMSA K COCTaBICHUIO M O(OPMIICHHIO
JIOKYMEHTOB OpraHH3aIlyy.

HeobxomuMo Takke H3y4UTh TEXHUYECKYIO OCHAIICHHOCTH
MPOIIECCOB TOKYMEHTHPOBAHUS, a UMCHHO: ONPEHCIUTh TEXHUYCCKUE
MPOTPaMMHBIC  CPEJCTBA,  HCIONB3yeMBIE  COTPYIHUKAMH  JIIS
W3TOTOBJICHHS JOKYMEHTOB, CTCICHb OCHAIICHHOCTH pPa0OYMX MECT
COTPYAHUKOB KOMITBIOTEPAMH, OPTTEXHUKOW U CPEICTBAMHE CBS3U.

B mnmceMeHHOM oOT4eTe HEoOXOAWMMO OTpa3uTh, Kakas
MporpaMMa MCTIOIb3yeTCsl B OPTaHU3AIMH JIJIS CO3JJaHuUs TOKYMEHTOB, €€
JIOCTOMHCTBA U HEJAOCTATKH.

W3ydenne opranuzanny padoTHI
C TOKyMEHTaMHU

B teuenue 9-14 nHel CTyIeHTH H3y4alOT:

-IIOKYMEHTOO00POT OpraHm3aliuy;

-OPSIIOK  PETHCTPAllMd U MOCTPOEHHE HHPOPMAIMOHHO-
MTOUCKOBOU CHCTEMBI;

-TEXHOJIOTHIO KOHTPOJISI 32 CPOKAMH UCIIOTHECHUS TOKYMEHTOB;

-COCTaBIICHHE HOMCHKJIATYPBI JCT;




-OpraHu3alyIo0  TEKYIIero  XpaHEeHWs  JOKyMEHTOB B
CTPYKTYPHBIX MOJPa3ACICHIAX OPraHU3aIIM;

-OKCHEPTH3y  LEHHOCTH M  IPAaKTHYECKOM  LIEHHOCTH
JOKyMEHTOB;

-TIOJITOTOBKY M Nepesiady JOKyMEHTOB B apXUB OpTaHH3aLNH.

CTyneHTbl aHANM3HPYIOT JIOKYMEHTOIIOTOKH II0 BHAAM
JOKyMEHTOB, MO KOPPECIIOHACHTaM, II0 YPOBHSIM HCIIOJHEHUS,
COCTaBJISIOT OIEPOTPAaMMbI JBIDKCHUSI BXOJAIECH, BHYTPEHHEH W
ucxopsuied  koppecnoHAeHIMH. CTyAEHTBl  HM3y4YalOT  CUCTEMY
NEepBUYHOI 00pabOTKM KOPPECHOHJACHIMH U IpaBWia OTIPABKU
UCXOASIIMX JOKYMEHTOB, AHAJIM3UPYIOT MNOPSJOK COIJIaCOBaHUS H
MOATNUCAHUS JOKYMEHTOB, IPOCYHUTHIBAIOT 00BEM JIOKYMEHTOO00pOTA 32
MPENIECTBYIOIIMHA MeCSII.

CTyneHTbl HW3Yy4alOT CHCTEMY PETHCTPAlMH IOKyMEHTOB B
YUPEXKICHUH, 3HAKOMSTCS C PETHCTPAlMOHHBIMA ()OPMaMH U MTOPSIIKOM
X 3anonHeHus. M3ywaror cucreMy HMH(MOPMAIMOHHO-CIPaBOYHON
pabotsl. CTyneHTBl 3HAaKOMATCA C OpraHM3alMedl M TEXHOJOTHEH
KOHTPOJISI HCIIOJHEHUsI JOKYMEHTOB B YUPEXKICHUH, aHAUINZUPYIOT
MEepeyHH IOKYMEHTOB, MOJICKAIIMX KOHTpomio. Jlemaercs BBIBOI O
BO3MOXKHOCTH OOBEAMHEHHUS PErHCTPALUM, KOHTPOJSI M CHPABOYHOU
paboThI B €AMHBII TEXHOJIOTUYECKHH TpoIecC.

CTyIeHTbl BBISBISIIOT W ONHUCHIBAIOT — CYIIECTBYIOLIYIO
nH(OpPMALMOHHO-TTONCKOBYIO CHCTEMY, Kak TPaJULUOHHYIO
(xapTOTeKH, MPUHIMIBI U (OPMHUPOBAHUE), TAK U IJIEKTPOHHYIO (0a3bl
JTAHHBIX B KOMIIBIOTEPE).

CTyZneHTHI ONIPENEISIIOT KauyecTBO 0(OPMIICHUSI HOMEHKIIATYPhI
Jen, Hamupuue HeoOxoaumod wuHpopMmaruu. CTyAEHTH H3ydaroT
NpakTUKy  (opMHpOBaHMS €N, CaMOCTOSTENBHO  NPOHM3BOASAT
TPYIIIHUPOBKY HCIOJHEHHBIX JIOKYMEHTOB B J€jla B COOTBETCTBHH C
HOMEHKJIATYpOil Jed1.

CTyIeHTbl M3Yy4aloT IIPOLIECC MMOJrOTOBKH e 3a MpPeAbIIyIne
TO/BI JJIsl Claud B apxuB. [IpoBepsOTCS MPaBHIBHOCTh OQOPMIICHHS
nen, ux  ¢opmupoBaHus. Ilpu  HEOOXOAMMOCTH  CTYJEHTHI
MOATOTABIMBAIOT BHYTPEHHHUE OIMCH W JIMCTBI-3aBEPUTENN, HYMEPYIOT
nucThl. Ha oAroToBIIEHHBIE K C/1a4e Jiefia CTYIEHThI COCTABIISIIOT ONUCH
Y 110 HUM TIPOU3BOJIAT Cllauy AeJl B apXUB YUPEIKACHHS.

N3yunB  JOKyMEHTallMOHHOE OOECHEYeHHE  YIpPaBIICHUS
OpTaHM3aINH, CTYACHTHI JETal0T COOTBETCTBYIOIINE 3aITUCH B JHEBHHUKE
IO TIJIaHy NPOTPaMMBI.

Brigsienue HaIpaBJIeHUN
coBepuieHcTBoBanust  J1OY B
OpraHu3aIuu

Ha ocHOBaHMHM TpPOBEIEHHOTO UCCIEIOBAHUSA CTYACHTHI
BBISIBJSIIOT ~ HEIOCTATKM B JTOKYMEHTUPOBAHMU  YNPaBICHUECKOH
JACATCIBHOCTH OPraHru3alu U OpraHu3alunu paGOTH C JOKYMCHTaMHU U
[IpeaararT CcOOCTBEHHEBIE BapHUaHTHI palroHaIn3aluu
JIETIOTIPOM3BOJICTBA B HEM.

WM3yunB  MOKyMEHTAallMOHHOE  OOECIeueHue  yIpaBIICHUS
OpraHu3aliu, CTYJICHTHI JIeJIal0T COOTBETCTBYIOLIME 3aIIUCH B THEBHUKE
10 IUIaHY NPOTPaMMBEI.

HOZ{FOTOBK& oTuéTa

q)OpMOﬁ OTYCTHOCTHU 10 PpeE3yJbTaTaM I[PAKTUKU SBJIACTCA
OTYET, XapaKTCPHUCTUKA OpraHU3alnu, rpa(bm( MPOXOKACHUS MTPAKTHUKH.

Otuyer mmeer TturyiasHbIH Juct ([Ipuioxenue 3), oryiaBieHue,
BBE/ICHME, J[BE TIJIaBBl, 3aKJIOUCHHE M TPWIOXKEHUs (He MeHee 5
MPWIOKEHUH).

PexomeHytoTCsI Cileayonye pas/essl OTYeTa:

Beeoenue

Iasa 1. [loxymenmupoganue 0esimenbHOCmuy Opeanu3ayuu

Inasa 2.Opeanuszayus pabomuvl ¢ OOKYMeHmMamu

3axnrouenue

Bo BBeJeHUM AaeTCs KpaTKas XapaKTepUCTHKA OpraHU3allui, B
KOTOPOW CTYAEHThI TPOXOIAT TIPAKTUKY (yKa3bIBaeTCsl Ha3BaHHE
OpraHu3alliK, ¢ IOPUIUYCCKUN CTaTyC, OpraHU3allMOHHAs CTPYKTYpa,
MOPSIOK YIPABICHUS U PYKOBOJCTBA, OTMEYACTCS MPHHIUI IPUHSITUS




YIPaBJICHYECKUX pPEUICHUH (KOJUICTHaNIbHBIM, €AMHOHAYallbHbIH), a
TaKKe JAeTCsl OIMCAaHWE W3YyYEHHBIX HOPMATHBHBIX JOKYMEHTOB B
COOTBETCTBHH C IOCTaBJICHHBIMU B METOANYSCKHX YKa3aHHAXK 3aa4aMH.

B nepBoM pasnene otdeTa HEOOXOJUMO IIEPEUUCITUT!

- HopMmartuBHO-MeTOAMYECKUE JTOKYMEHTBI,
perIaMeHTHpYOLINe paBrila co30aHus 1 0)OPMIICHHS JOKYMEHTOB,

- CucTeMbl TOKyMEHTALlMH, 00pa3yloluecss B ACSATEILHOCTH
opraHu3anyy (Ha3BaTh BU/bl U PA3HOBUIHOCTH JJOKYMEHTOB JUIS KXKIOM
CHUCTEMBI).

IMoapo6uo omnucarth 0COOEHHOCTH odopmiteHus
YIPaBJICHYECKUX JIOKYMEHTOB, TIpaBmia O(GOPMIIEHHUS OTIEIBbHBIX
PEKBH3MTOB JIOKYMEHTOB (HaMMEHOBaHWUE BHUJA JOKyMEHTa, Jara,
MOJIHUCH, U T.1.).

[Ipoananm3mpoBars ONaHKKM JOKYMEHTOB (yKa3zaThb BUABI) H
OLICHUTh COOTBETCTBHE COCTaBa M PACIOJIOKEHHS PEKBU3HTOB OJIaHKa
YCTaHOBJICHHBIM TPEOOBaHUSM.

Bo BropoM  pa3nene oTdeta «opraHm3anus padoTHl C
JOKYMEHTaMH» PacCMATPHUBAIOTCS BCE JTambl pabOTHl ¢ BXOISLIMMH,
UCXOIAIIMMH M BHYTPEHHHMH JOKYMEHTaMH, BKJIIOYas, B TOM YHCIIE,
BOIIPOCHI:

- Ilpuem u nepBuuHas 00pabOTKa TOKYMEHTOB;

- Perucrpanus 10KyMeHTOB;

-Paccmotpenue, nepegaya Ha HCIIOIHEHHUE,

- Opranusanysi KOHTPOJIS 32 UCIIOJIHEHUEM JOKYMEHTOB;

- [ToaroToBka K OTHpaBKe TOKYMECHTOB;

- OpraHu3anys TEKyIero XpaHeHUs TOKYMEHTOB;.

B 3akiIroYeHMHM TPUBOIUTCS HMTOT HM3YYCHHs OpraHH3alUH
JeTIOTIPOU3BOCTBA U (POPMHUPYIOTCS BBIBOJIBI IO TIPOJCIaHHO padore.

B npui10’KeHUs K OTYETY OJDKHBI OBITh BKITFOUCHBI:

CXeMa OPTaHU3aLUOHHON CTPYKTYPBI OpraHU3alNH;
CITMCOK HOPMATUBHO-METOJJUYCCKUX NJOKYMECHTOB OpraHrU3alum,

. 0o0pa3mpl  OpPraHU3aLMOHHO-PACIIOPSAUTENBHBIX  TOKYMEHTOB
OpraHu3aIiH;

. yHU(UIIIPOBaHHbBIE (YOPMBI JOKYMEHTOB,

. OmaHKM BCEX BHAOB OPTaHU3AIMOHHO-PACIIOPAIUTEIBHBIX
JIOKYMEHTOB.

Xapakrepuctuka (I[Ipumoxxenune 4) cocrtaBusercs Ha OJaHKe,
MOATNUCHIBAETCST PYKOBOAWTENEM MPAKTHKH, 3aBEPSIETCS IEYaThio U
00513aTeIFHO CIIAeTCSI BMECTE C OTYETOM.

B xapakrepucTHKe HOJKHBI OBITH WM3JI0KEHBI HAOIIOACHUS
PYKOBOAMTENST TPAKTHKH O pabdoTe CTyAEHTa OT OpraHU3alluy,
MIPOSIBIIEHHBIC UM JIEJIOBbIE Ka4eCTBA, €T0 HABBIKM M YMEHHS, OTHOIICHUE
K paboTe. XapaKTEepHUCTHKA COICPIKUT OLEHKY MPAKTHKH IO YETHIPEX-
OampHOM  cucremMe  (OTIIMYHO,  XOpPOIIO,  YAOBJIETBOPUTEIHHO,
HEYJIOBJIETBOPUTEIHHO).

BMmecte ¢ oT4eTOM M XapakTEPUCTHUKOW, CTYAEHT [OJKEH
npenocTaBuTh I 'paduk nmpoxoxaerns npaktuku ([Ipunoxenne 2).

B rpaduke Bech meprnoJ NpakTHKK IPOU3BOJIBHO pa3duBaeTcs
Ha 4-6 ostanoB. @DopMynupyIOTCS Ha3BaHMS JTaloB, HalpUMeEp
«U3yYCHHE UCTOPUH, QYHKIMH U CTPYKTYPHI OpPraHU3aluN», «M3ydeHHEe
JIOKILHBIX HOPMAaTHUBHBIX aKTOBY.

HarnpoTuB xakoro 3tamna npocTaBisieTCs CIIOBO «BBITIOJIHEHO
WIIH OLIEHKA «OTIHMIHOY»/ »XOPOIII0»/»YIOBIECTBOPUTEIHHO.

B wungmBuaoyanpHOM 3amaHmM mpoctaBisiercss  «M3ydnTh
0COOEGHHOCTH  JOKYMEHTHPOBAHHS  YIpPaBICHHA ¥  OCHOBHOH
JEATCIIPHOCTH ~ OpraHu3amun»  (eclim  WHOE  HE  OIPEAENICHO
pykoBoauTeneM npaktuku oT PITY mo ee Havana).

I'paduk momnmuchIBaeT pyKOBOIUTENb MpakTuku oT PIYY u
pYKOBOAMTENb NPAKTHKA OT opraHu3zanuu. [locrtaBisiercst mnedarsb
OpraHu3anyi (Mpyu HAJIUYHN).

IIpomexyTOUHBI KOHTPOJIb

3a4eT ¢ OLEHKOM




3. OueHka pe3yabTaTOB NPAKTUKH

3.1. ®opmMbl OTYETHOCTH

cDOpMaMH OTYETHOCTH 1O IMPAKTUKC ABJIAIOTCAL OTYET 06yqa}01ueroc;1,

XapaKTCPUCTHUKA C MECTA ITPOXOKIACHUA IIPAKTHUKH, Fpa(bI/IK IMPOXOXKACHUA

ITPAKTUKH.

3.2.Kpurepun BHICTABIIECHHS OLICHKH 110 MpaKTuke”

Kpurepun onieHKH pe3yabTaTOB MPAKTUKH

BricTaBnsercs oOydaromemycs, €ClIH XapaKTepHUCTHKa C MecTa
TIPOXOKICHHUS MPAKTHKH COICPIKUT BBICOKYIO IOJIOKUTEIHHYIO OIICHKY,
OTYET BBINOJHCH B TIIOJHOM COOTBECTCTBUU C MNPEABABISICMBIMU
Tpe6OBaHI/IHMI/I, AHaJIUTUYCCKas 4acCThb oT4yeTa OTIINYACTCA
KOMIUIEKCHBIM  IMOAXOJA0M, KPCATUBHOCTBIO HW HECTAHAAPTHOCTHIO
MBIIJIICHUS CTyJCHTA, BbIBO/IbI O6OCHOBaHI)I n TMOJAKPCTIIICHBI
3HAYUTEIBHBIM 00beMOM (DaKTHUECKOTO MaTepHaa.

OOyuaronuiicss HCYCPIBIBAIONIC W JIOTUYECKH CTPOWHO H3Jaraet
Y4eOHBIII MaTephal, yMeeT YBS3BIBATh TCOPHIO C MPAKTUKOM,
CIIPABIISIETCS C PEIICHHEM 3aaad Mpo(ecCHOHAIFHON HAalPaBICHHOCTH
BBICOKOTO YPOBHS CIIO)KHOCTH, TPABHIIFHO OOOCHOBBIBACT MPUHSTHIC
pelIeHHs.

Komnerenmuu, 3akperuiéHHBIC 3a MPAaKTHKOH, copMupoBaHBl Ha
YPOBHE — «BBICOKHIDY.

BricraBnsiercsi  oOyuaromemycs, €cClM XapaKTepUCTHKa C MecTa
HNPOXOXKACHUS NPAKTUKH COAEPIKUT IOJIOKUTEIBHYIO OICHKY, OTYeT
BBITIOJIHEH B LIEJIOM B COOTBETCTBUH C MIPEABSBIISIEMbIMU TPEOOBAHUSIMU
0e3 CyIIEeCTBEHHBIX HETOYHOCTEH, BKIIOUAeT (paKTHUEeCKUH MaTepHal,
COOpaHHBIN BO BPEeMs IPOXOKACHUS IPAKTHUKL..

OO6yuaronumiics MpaBUIBHO MIPUMEHSIET TEOPETHUECKUE TOJ0KEHUS MTPH
pELIeHUH MPaKTHYECKUX 3aJiad Npo(ecCHOHAbHOI HaNpaBlIeHHOCTH
pPa3sHOTO YpPOBHS CJOXXHOCTH, BJafeeT HEOOXOIMMBIMH [UIS 3TOTO
HaBBIKAMHU U IPUEMaAMH.

Komnerenumu, 3akperuiéHHble 3a AMCHUIUTMHONW, c(hOPMHPOBaHBI Ha
YPOBHE — «XOPOIIHILY.

Bammer/ lllkana | OrmeHka Mo MpaKTHKE

ECTS

100-83/ «OMAUUHO»/

AB «3aumeno (omaudno)»/
«3a4menoy

82-68/ «xopoutoy/

C «3aumeHo (Xopouto)y/
«3a4menoy

67-50/ «y0081€Meopu-

D.E menvHoy/
«3aumeno
(yooeremeopu-
menvHo)»/
«3aumenoy

BricraBnsiercss  oOydaromemycs, €cii XapaKTepHCTHKa C MecTa
MIPOXOXK/ICHUS PAKTHKH COJICPIKUT TOJIOKUTENBHYIO OLIEHKY, OTYET IO
0(hOpMIICHHUIO U COZIEPIKAHHIO YaCTHYHO COOTBETCTBYET
CYIIECTBYIOIIMM TPEOOBAHUSIMU, HO COJAEPIKUT HETOYHOCTH U
oTAeNbHbE (DaKkTHYeCKHe OINUOKH, OTCYTCTBYET WILIFOCTPATHBHBIH
MaTepHal

OOyuarommiicsi  WCHBITHIBACT  ONpEAeNEHHbIE  3aTPyIHEHHS B
MIPUMEHEHUH TEOPETHUECKHX MOJI0KEHHUI TPH PEUICHHH TPAKTHIECKUX
3a71a4 NpoQecCHOHAIFHON HaNpaBJIeHHOCTH CTaHJapTHOTO YPOBHS
CJIOXKHOCTH, BJIaJieeT HEOOXOIMMBIMHU JUISl 3TOr0 0a30BBIMH HAaBBIKAMHU
U IPUEMAaMU.

Komnerenumu, 3akperuiéHHble 3a AUCHUIUIMHONW, c(hOPMHPOBaHBI Ha
YPOBHE — «JIOCTATOYHBIH».

4 MoryT YTOYHSITECS| U OMOSHATLCSA B COOTBETCTBUM CO CNELMAUKON NMPaKTUKK, YCTAHOBIEHHBIX (DOPM KOHTPONS,

NPUMEHSIEMbIX TEXHOMOTNIA OBYYEHNS U OLIEHMBAHWSI.




Bamnel/ Hlkana
ECTS

OHGHKa IO MpPAaKTUKE

Kpurepuu oLieHKH pe3yabTaTOB MPAKTUKU

49-0/
FFX

«HEYO08IeMEOPUMENbH
o»/
He 3a4meno

BeicTaBisiercst oOydaromieMycs, €ClIM XapaKTepHCTHKAa C MecTa
MPOXO’KIACHUS IPAKTHKH HE CONIEPKHUT MOJIOKHUTEIbHOM ofeHKH. OT4er
NPENCTaBlICH HE BOBPEMsS M HE COOTBETCTBYET CYIIECTBYIOLIIHM
TpeOOBAHUAM.

OOy4aromuiicss HCIBITHIBACT CEPbE3HbIC 3aTPYAHEHUS B INPHMCHCHUH
TEOPETUYSCKUX IIOJIOKEHUH IpU PENICeHHH MPAaKTHYEeCKHX 3amad
NpoQeCcCHOHANBLHON  HANPaBIEHHOCTH  CTAaHJApTHOTO  YPOBHS
CIIOKHOCTH, HE BIJIaJIeeT HEOOXOJMMBIMH JUIS 3TOTO HAaBBIKAMH U

IIpUEMaMH.

JMCIUIUIMHOM, HE C)OPMHUPOBAHBI.

KOMHeTeHHI/II/I Ha YpPOBHC ((Z[OCTaTO‘-IHLII‘/II», BaerHJIéHHI)Ie

3.3. OneHnounsbie cpeACcTBa (MaTepUabl) ISl TPOMEKYTOUHON aTTeCTAIIU

06y11a}0my1xc;1 I10 ITPAKTHUKC

B mponiecce npoxokaeHHs MPakTHK KaxAbIH CTYAEHT odopmiseT rpaduk
MPAKTUKH, B KOTOPOM (UKCUPYIOTCS BCEe BUABI pabOT, BBINOJHSAEMBIX B pamMKax
Ka)XJOro pasjena NporpaMMbl MPakTUKU. ['papuk NpaKTUKH 3aMOJIHAETCA TOJ
HAOJIOZICHUEM PYKOBOJAUTENS CTPYKTYPHOTO TMOpa3JieieHusi, B KOTOPOM paboTaer
CTYJEHT-NIPAKTUKAHT, U KaXAbli 3Tan paboThl CTyJeHTa olleHuBaeTcs. Ha ocHoBaHuM
TEKYIIMX OLEHOK TpyJa CTYyJIEHTa-IPAKTUKAaHTAa OpraHU3alus BBIBOJUT HTOTOBYIO
oueHky. [I'papuk npaktuku (cMm. [lpunoxenue 2). I'paduk 3aBepsieTcss MOANUCHIO
PYKOBOJUTEISI MPAKTUKKU OT OPTaHU3ALMH U [TeYaThi0 OpraHu3aluu (MpU €€ HATNYKH).

OTueT 1O TMpakTUKE OTpPaXaeT CHOCOOHOCTh CTYAEHTAa aHAJIW3UPOBATH
MOCTAHOBKY JI€JIONPON3BOJICTBA B OPraHU3aIlMU B COOTBETCTBUHU C 3aKOHOAATENbHBIMH,
HOPMaTHBHO-TIPAaBOBBIMU U HOPMAaTUBHO-METOINYECKUMH TPEOOBAHUSIMU U BBISBIIATD
HaIpaBJICHUs] COBEPILIEHCTBOBAHUS JOKYMEHTALIMOHHOTO 0OecreueHus: yrpaBieHus B
OpraHHU3aLu.

OneHka Mo MpakTUKe CKJIaJbIBAETCS U3 JABYX COCTABIISIIOLIMX: OLIEHKA, JaHHAs
CTYJEHTY OT PYKOBOJMTENS NMPAKTUKH B OpraHU3allid, M OLEHKAa, IMOJydyeHHas 3a
3alIUTy OTYETA MO MPAKTHUKE, IOCTABIEHHAS HAYYHBIM PYKOBOJUTEIIEM.

Ha ocHOBaHMU TEKyIIMX OIIEHOK TpyJa CTYyJEHTa-IpaKTUKaHTa OpraHu3alus
BBIBOJIUT MTOIOBYIO OILIEHKY. OpraHu3aluy BBICBUIAIOT B aJpec yHHUBEPCUTETA
UHAMBUOYadbHble Xapakrepuctuku ([Ipunoxkenume 4) Ha KaXJIoro CTyAeHTa-
MPaKTUKaHTa ¥ OTYEeT 00 WTOrax padoOThl CTYACHTOB 32 IMOANHCHIO PYKOBOJCTBA

opraHu3alv 1 pYKOBOHHTeHeﬁ IMPAKTHUKU.



OTtuer JOJKEH coAeprKaTh MHPOPMALIMIO O MOJHOTE BBIIIOJIHEHUS [TPOTrPAMMBI
NPAKTUKU, OOBSICHEHUE NMPUYUH OTKIIOHEHHUS OT MPOTPAMMBbl, €CJId TAaKOBBIE MMEINU
MecTo. OpraHuszanusi BIpaBe JaTh CBOM 3aMEUaHUS U MOKEJIAHUS IO COJEPIKAHUIO
IpOrpaMMbl IPAKTUKH.

B xapakTepucTuke Ha CTyJeHTa YKa3bIBaeTCs, Kakas UMEHHO paboTa Oblia UM
IIpOBEJIEHA, OTIPEIEIIIETCS YPOBEHB €ro MPodeCcCHOHATBHOM MOATOTOBKH, OLIEHUBAETCS
OTHOIIIEHHE CTYJE€HTa K CBOUM OOSA3aHHOCTSAM, UHAUBHUAYaIbHbIE TPOPECCUOHATIBHBIE
0COOCHHOCTH M KayecTBa KaK CIEeIHUAaIUCTA.

Onenka paboOTHl CTYJEHTOB (Kak MO OTAENBHBIM pa3jesiaM, TaK U UTOTOBasl)
BBIBOJUTCA IO  CHUCTEME:  «OTIUYHO»,  «XOPOILO»,  «YyIOBIETBOPUTEIHHON,
«HEYJIOBJIETBOPUTEIHHOY.

PykoBoauTenp MpakTUKU OT YHUBEpPCUTETA JOJDKEH ObITh 3apaHee MOCTaBJICH
B U3BECTHOCTh PYKOBOJUTENIEM MIPAKTUKH OT OPTaHU3AIMH B TOM CIIydae, eciu padoTy
CTyJIeHTa COOMPAIOTCS OLIEHUTh HEYJOBJIETBOPUTENBbHO. OO01Iee coracoBaHUE OLEHKU
MPOUCXOJUT C YUETOM MPEANOUYTUTEIBHOCTH TOW OLIEHKH, KOTOPYIO PEIIEHO NaTh
MPAKTUKAHTY PYKOBOJUTEISIMHU MPAKTUKUA OT apXUBa, €CIM COOJIOCHBI BCE YCIOBHUS

10 OpraHu3anv U MPOXOXKIACHHUIO ITPAKTHUKH.

4. YueOHO-MeTOAUYECKOE U HH(POpMAIIHOHHOE o0ecieueHHe MPAKTHKH
4.1. CrnucoK UCTOYHUKOB U JINTEPATYpPbI

Nctounuku (OCHOBHEIE)

®enepalibHbIil KOHCTUTYLMOHHBIN 3akoH oT 25 nekabps 2000 r. Ne 2-®K3 «O
I'ocynapctBennom rep6e Poccuiickoit @enepanuny // [DnekTpoHHBIH pecypc]. — M., 2019. —
Pexxum noctyna: http://www.consultant.ru/document/cons_doc_LAW_29674/.

@enepanbublii  3akoH PO ot 27.07.2006 1. Nel49-®3 «O6 wuHbpopmanuuy,
MH(POPMAITMOHHBIX TEXHOJIOTHIX M O 3aIuTe nHbopMauny // [DneKTpoHHBIN pecypc]. — M.,
2019. — Pexxum noctyma: http://www.consultant.ru/document/cons_doc_LAW_61798/.

®enepanbubiii 3akoH or 06.04.2011 Ne 63-®3 “O06 snmextponHoi noamucu” //
[DneKTpOHHBIN pecypc]. - M., 2019. — Pexxum JOCTYyIIA:
http://www.consultant.ru/document/cons_doc_LAW_112701/.

®enepanbublii 3ak0H  oT  01.06.2005 Ne53-®3 «O rocyaapCTBEHHOM  SI3bIKE
Poccuiickoit ®@enepanun» // [DnextponHsiii pecypc]. — M., 2019. — Pexum nocryna:

http://www.consultant.ru/document/cons_doc_LAW 53749/.


http://www.consultant.ru/document/cons_doc_LAW_29674/
http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_112701/
http://www.consultant.ru/document/cons_doc_LAW_53749/

[Toctanosnenue [IpaBurensctBa PO ot 15.06.2009 Ne 477 «O6 yrBepxknenun [IpaBuin
JIeTIOTIPOM3BOACTBA B (pellepalbHBIX OpraHax HMCIOJHUTENBHOW BIACTH»// [DIEKTPOHHBINA
pecypcl]. — M., 2019. — Pexxum JIOCTYyTIA:
http://www.consultant.ru/document/cons_doc_LAW_88695/.

MeTtoauueckre peKOMEeHaluu 1o pa3paboTKe MHCTPYKIMIA MO J1E€JIO0MPOU3BOJICTBY B
(benepanbHBIX OpraHax UCIOJHUTEIBHOM BIACTH, YTBEpXKIEHHBIE Tpuka3oM Pocapxusa ot 23
nexabps 2009 Ne 76 // [DOnexrponusiii pecypc]. — M., 2019. — Pexum nocrymna:
http://www.consultant.ru/document/cons_doc_LAW 96081/

[IpumepHas HHCTPYKLHUSA 1O ACTOMPOU3BOACTBY B FOCYAAPCTBEHHBIX OpraHU3alUsX,
y1B. [Ipuka3zom Pocapxusa ot 11.04.2018 Ne 44) // [ DnexTponHsIii pecypc]. — M., 2019. Pexxum
noctyna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. Hammmonanwsubiii ctangapt Poccuiickoit @enepannun. Cucrema
CTaHJIapPTOB MO HHQOpMAIHK, OMOTUOTEYHOMY M M3AaTelIbCKOMYy Aeny. OpraHu3anuoHHO-
pacnopsanTenbHas  JAOKyMeHTamws. TpeboBaHus K  O(OPMIICHUIO JOKYMEHTOB //
[DnexTpoHHBIN pecypc]. — M., 2019. Pexum JIOCTYyTIA:
http://www.consultant.ru/document/cons_doc_LAW 216461/.

I'OCT P UCO 15489-1-2007 Cucrema cTaHAapTOB IO HHPOPMALIUU, OUOIMOTEUHOMY
Y W3/1aTeNbCKOMY Jeny. YTpaBieHue gokyMeHntamu. Oomue tpedoBaHust. // [DNeKTpOHHBIM
pecypc]. — M., 2019. Pexum JOCTYyTIA!
http://www.consultant.ru/document/cons_doc_LAW _135548/.

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE J1€J10. TepMUHBI U ONIPEEIICHNUS. -
[DnexTpoHHBIT pecypc]. — M., 2019. Pexxum JIOCTYyTIA:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

HcTounuku (JONOJHUTETBHBIEC)

®enepanbHblil 3akoH 0T 26.12.1995. Ne 208-®3 «O0 akmuoHepHBIX 00IIecTBax» //
[DnexTponHsIi pecypc]. — M., 2019. — Pesxum nocryma:http://www.consultant.ru.

YHudumupoBanHbie GOPMBI TEPBUYHON YUETHOH JOKYMEHTAIIMH 110 YYETY TPY/Ia U €T0
orutathl, yTBepkIcHHbIe I[locranoBinenuem ['ockomcrara P® ot 05.01.2004 Ne 1 //
[DnexTponHsIi pecypc]. — M., 2019. — Pesxum nocryma:http://www.consultant.ru.

KBanu@ukanoHHbI CHOPaBOYHUK JOJDKHOCTEH DPYKOBOAMTENEH, CIEIHATUCTOB H
IPYTUX cIoyKamux // [DnekTpoHHbIi pecype]. — M., 2019. — Pexxum noctyna: [ DneKTpOHHBIHN

pecypc]. — M., 2019. — Peskum moctyma:http://www.consultant.ru.


http://www.consultant.ru/document/cons_doc_LAW_88695/
http://www.consultant.ru/document/cons_doc_LAW_96081/
http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
http://www.consultant.ru/document/cons_doc_LAW_135548/
http://www.consultant.ru/document/cons_doc_LAW_163800/

[lepeueHb TUMOBBIX YIPABICHUECKUX APXMBHBIX JIOKYMEHTOB, OOpa3yloUIMXcs B
IIpOLIECCE JIEATENBHOCTH IOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CAMOYIIPABJICHUS U
OpraHm3allyii, C yka3aHueM CPOKOB XpaHeHus // [ DneKkTpoHHsIi pecype]. — M., 2019. — Pexxum
noctyna:http://www.consultant.ru.

[IpaBuna opraHu3alnuyM XpaHEHHUs, KOMIUIEKTOBAHUS, Yy4€Ta M HCIOJIb30BAHUS
IoKyMeHTOB ApxuBHOTO GoHaa Poccuiickoii denepannu u APyrux apXUBHBIX JOKYMEHTOB B
OpraHax rocyJapCTBEHHOM BJIAaCTH, OpraHaXx MECTHOI'O CaMOYIPAaBJICHUS U OpraHU3alusXx,
YTBEPKICHHBIX ITPpHKa3oM MUHKYIbTYpbl PD o1 31.03.2015 Ne 526 // [Dnekrponuslii pecypc].

— M., 2019. — Pexxum gocrtyma:http://www.consultant.ru.

OcHoBHas nuTeparypa

beikoBa T.A. JIoOKyMEHTallMOHHOE oOOecleuYeHUue yrpaBiieHHS  (JeI0MPOU3BOICTBO)
[DmexkTpoHHEI pecype] : yuebHoe mocobue / T. A. beikoBa, T. B. Ky3nenosa. - 2-e¢ u3j.,
nepepad. u pom. - Mocksa : Mudpa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL
http://znanium.com/go.php?id=942800.

I'moroBa C.A. BO3HUKHOBEHHME U TEHACHLMU pA3BUTHUS PACHOPSIUTEILHOM
nokyMeHTauu B Poccun B nopeBomonvoHHbld nepuoxa // Bectux PITY. 2014. Ne2.
[DneKTpOHHBIN pecypc]. - M., 2019. - Pexum JIOCTyTaA:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70.

Kykapuna FO.M. CoBpeMeHHbIE OpraHM3alMOHHBIE W PETJIAMEHTHBIC JIOKYMEHTBI:
dbynkuun u pasHoBuaHocty // Bectauk PITY. 2016. Ne2. [Onextponnsiii pecypc]. — M., 2019.
— Pexum JOCTyTa: https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-
RGGU/Vestnik_daizi%202(4)-16.pdf.

Kyxapuna KO.M. CoctaB ynocToBepeHus: JOKYMEHTa: OT MPOIIJIOro K HACTOSIIEMY U
oyayumemy// Bectnuk PITY. 2014. Ne2. [OnexktponHbii pecypc]. — M., 2019. — Pexum
noctyna: https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128.

JlononHurtenbHas Mreparypa

Heoenocoea I'.A. CenekTuBHbIM 0TOOp MOHATHS «10KyMeHT» // Bectnuk PITY. 2016. No2.
[DnexTpoHHbIH pecypc]. - M., 2019. - Pexxum JIOCTyTa:
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik_daizi%202(4)-16.pdf#page=71.
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4.2. Ilepeyenn pecypcoB HHGOPMAINMOHHO-TEJIEKOMMYHUKAIIMOHHOW CeTH
«HTEepHET», HEOOXOAMMBIH JJI5l MPOXOKAEHUSI MPAKTHKH

1. [TpaBoBbie  0a3bl  AaHHBIX:  WwWw.consultant.ru,  www.garant.ru,
www.referent.ru, www.kodeks.ru

2. WudopmanmoHHbie pecypchl 1o aenonpou3Boactsy: Www.docflow.ru,
www.vniidad.ru, www.e-rus.org, www.gks.ru

3. Caiit «Zakonbase»: 3akoHomatenpHas 0aza Poccmiickoit denepanuu //
http://zakonbase.ru

4, ['uneaust Yopasmstromux Jlokymentamueii: Www.GDM.ru

5. Koncanrunrosas rpynna «Tepmuka»: wWww.termika.ru

6. Pocculickas razera: Www.rg.ru

5. MarepuajbHo-TeXHHYeCKas 0a3a, HeoOXoAuMasi /151 MPOBeAeHUsI MPAKTHKH

Jlnst mpoBeleHHs TMPAKTHUKKA HEOOXOAMMO CIIEAYIOIIee MaTepHaIbHO-
TEXHUYECKOE OOECIedeHHe: CTYJEHTY JIOJDKHO OBITh MPEOoCTaBlIeHO pabouee
MecTo (PKenmaTellbHO aBTOMATHU3WPOBAHHOE) W MaTepuaibl IJIs aHalu3a,
yKa3aHHbBIC B MPEABIAYIINX Pa3jesiax MPOrpaMMBbl.

[Ipn 3axmouenun PITY ¢ npodunbHOM opraHuzanuei A0roBopa o
COTPYJIHUYECTBE B 11eJIIX 0osiee 3PEKTUBHOTO OCYIIECTBICHUS 00YyYarOIMMUMCS
MPEIUTIIOMHON TPAKTUKUA, B OTYETE O MPOXOXKIACHUHM MPAKTUKH OakaIaBpOB

JOJDKHBI OBITh IPUBEJICHBI CIEAYIOIIUE CBEICHUS:

Ne norosopa o HaunmeHnoBanue Jara 3akmrouenust | Axapec MarepuanbHo-
COTPYAHUYECTBE HOPEANpUSITUS, U CPOK JICHCTBHSA TIPEATIPUATHS, TEXHHYECKOE
yUpeKACHUs, JIOTOBOPA TenedoH obecrieuenne
OpraHu3aIuu pabodyero mecTa
oOyJaromerocs

6. Opranmaunﬂ NMPAKTUKH Uil JTUI ¢ OrPAHHYCHHBIMHA BO3MOKHOCTAMHU

310POBbS
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[Tpu HEOOXOAUMOCTH MporpamMma MPakTUKA MOXKET ObITh aJanTHpOBaHa
s obecriedeHuss 00pa30BaTENBHOTO TMpoIecca JHIAM C OrPaHUYCHHBIMU
BO3MOXHOCTSIMU 3/I0POBbsSI, B TOM YHCIIE JJI1 JUCTAHIIMOHHOTO oOydeHus. s
ATOr0 OT CTyAEHTa TpeOyeTcs MPEACTAaBUTH 3aKIIIOUEHUE TICHXOJIOTO-MEINKO-
negarorudeckot komuccuu (IIMIIK) wu nuuyHoe 3asiBieHue (3asiBICHUE
3aKOHHOTO MPEJCTABUTES).

B 3akmouenuu [IMIIK nomxHO OBITH MPOMUCAHO:

- pexoMeHyemasi yueOHasi Harpy3ka Ha oOydaromierocst (KOJIMYECTBO JHEH B
HEJIEJI0, YaCOB B JICHbB);

- 000pyI0BaHNE TEXHUYECKUX YCJIOBUH (IIpU HEOOXOAUMOCTH);

- CONPOBOXK/ICHUE U (WJIN) IPUCYTCTBUE POJIUTENICH (3aKOHHBIX MTPEICTABUTEIIECH )
BO BpeMsi yueOHOro nporecca (pu HeoOX0IUMOCTH);

- OpraHu3alys ICUXO0JIOT0-TIEJarOrMUYeCKOro COPOBOXKIEHUE 00yUaloLIErocs ¢
yKa3aHUEM CIICIUATUCTOB U JIOMYCTUMOM Harpy3ku (KOJIuMdecTBa YacoB B
HEJIEITIO).

JInst oCcylIeCTBIEHUSI NMPOLEAYP TEKYIIEr0 KOHTPOJS YCIEBAEMOCTH WU
MIPOMEXYTOUHON aTTeCTallMy O0YYaIOIINXCS P HEOOXOJUMOCTU MOTYT OBITh
co3manbl  (OHABI OIIEHOYHBIX CPEJCTB, aJalTUPOBAHHBIC JUISI JIUI[ C
OTPAaHUYECHHBIMH BO3MOXHOCTSIMH 3JI0POBbSI U IO3BOJISIIOLIME OLICHUTH
JOCTH)KEHHE UMH 3aIlJIaHUPOBAHHBIX B OCHOBHOM 00pa3oBaTEIbHOM MporpaMme
pe3yNbTaTOB OOyuY€HHUsI U YPOBEHb C(HOPMHPOBAHHOCTH BCEX KOMIETEHIIMIA,
3asiBJICHHBIX B 00pa30BaTeIbHOM MPOrpaMMme.
dopMa TMpOBEACHUsS TEKYIIEM MW UWTOrNOBOM arTTeCTalluu Ui JMI  C
OTPAaHUYECHHBIMH BO3MOYKHOCTSIMU 3JIOPOBbSI YCTAaHABIIMBAETCS C Y4YE€TOM
UHANBUIYAbHBIX MCUXO(U3NYECKUX OCOOEHHOCTEW (YCTHO, MUCbMEHHO (Ha
Oymare, Ha KOMITbIOTEpE), B popMe TecTupoBaHus U T.11.). [Ipu HEoOXoguMoOCTH
CTYJIEHTY IPEIOCTABISAETCS JOMOJHUTEIBHOE BPEMsI IS MIOATOTOBKH OTBETA HA
3a4eTe WIH dK3aMEHE.

dopMa NpoBeAEHUS MNPAKTHKU I OOyYarolUMXCsl W3 YHUCIA JIAI C

OT'paHUYCHHBIMHA BO3MOKHOCTAMU 340pOBbA (I/IHBaJ'II/II[HOCTBI-O)



YCTaHABIIMBAETCS C yU€TOM MHANBUAYATbHBIX ICUXO(U3MUECKUX OCOOEHHOCTEN
B ¢dopMax, amanTUPOBAHHBIX K OTPAHUYCHHSIM WX 3JI0POBbS W BOCIPHUATHS
uHpopmaluu (yCTHO, MUCbMEHHO Ha OyMare, MMCbMEHHO Ha KOMIBIOTEpE U
T.IL.).

Br16op MecT mpoxoKaeHusi TPAKTUK JJIsl MHBAIUJIOB U JIUIl C OTPaHUYCHHBIMU
BO3MOXHOCTSIMU 3710poBbsi (OB3) mpousBogutcss ¢ yuetom TpeOOBaHM HX
JOCTYIHOCTH JJIs TaHHBIX 00YYAIOIINUXCS U PEKOMEHIallM1 METUKO-COLMaTbHON
AKCIIEPTHU3bI, a TAKXKE WHIAUBUIYATLHON MporpaMMe peadWIMTalMy WHBAIUIA,
OTHOCHUTEIFHO PEKOMEH/I0BAaHHBIX YCIOBUW U BUAOB TPYya.

[Tpu HanpaBieHun nHBaIKIA U oOyyaromierocs ¢ OB3 B opranuzanuto uim
PEANPUSATHE JIJIS TPOXOXKICHUS MPETyCMOTPEHHOMN yueOHBIM IUTAHOM MPAKTUKU
YHUBEPCUTET COrIaCOBBIBAET C OpraHu3anueit (mpeAnpusITUEM) YCIOBUS U BUIBI
TpyAa C YYE€TOM pPEKOMEHJAalMi MEIUKO-COLMAIbHOM AKCIEpPTU3bl U
WHIUBUYaIbHON MIporpamMMbl peabunutanuu uHBaiduaa. [Ipu Heobxoaumoctu
TS TIPOXOSKJICHUS TIPAKTHK MOTYT CO3/1aBaThCs CIeMaibHbIe pabodre MecTa B
COOTBETCTBUM C  XapakTepoM HapylleHWil, a Takke C  y4eToM
npodecCHoHATFHOTO BUA ACSITENFHOCTH M XapakTepa TPy.a, BHITOTHIEMBIX
00y4aronMMCs-UHBATTUIOM TPYIOBBIX (PYHKITHH.

3amura oTYeTa MO TMpPaKTUKE HJisi OOydYaloIIMXCS W3 4Yucia JUI[ C
OTpaHUYCHHBIMU BO3MOXKHOCTSIMU 3JI0POBBS OCYIIECTBIISIETCS C
MCIIOJIb30BaHUEM CPEACTB OOIIEr0 M CHEIUalbHOrO HasHaueHus. I[lepeueHn
UCII0JIb3yeMOI'0 MaTepUaIbHO-TEXHUYECKOTO 00ECTIeUeHNUS:

e yueOHBIE ayIUTOPHH, O0OOPYAOBAaHHBIE KOMITBIOTEpAMH C BBIXOJAOM B
WHTEPHET, BUJCONPOCKIMOHHBIM O00OpYyJAOBaHUEM [UJIsl Tpe3eHTAIHH,
CpeICTBAaMU 3BYKOBOCTIPOU3BEACHMSI, SKPAHOM;

e OubnuoTeka, wuMeromas paboune Mecta Uil OOydarommxcs,
000pyIOBaHHBIE JOCTYIOM K 0a3aM JaHHBIX U UHTEPHETOM;

® KOMIIBIOTEPHBIE KIIACCHI;

e ayautopusi LleHTpa conpoBoxieHUs 00YYaIOIIUXCSl ¢ UHBATUIHOCTBIO C

KOMIIBIOTCPOM, OCHall€HHasd CICOUAIM3UPOBAHHBIM IIPOrpaMMHBIM



oOecrieyeHneM JUisl CTYAEHTOB C HAPYIICHHUSIMHU 3pPEHUs, YCTPOCTBaMU
JUIS BBOJIA M BBIBOJIA TOJIOCOBOM MH(OpMAIIHH.
JJist 1 ¢ HApyIIEHUSIMU 3pEHUS MaTepuaibl IPEA0CTaBIISIOTCS:
e B (opMe FIEKTPOHHOTO JOKYMEHTA;
® B IICYATHOH (opMe YBETHMUECHHBIM MIPUPTOM.
JIjist v ¢ HapyIIeHUSIMU CITyXa:
e B (popMe AIEKTPOHHOTO JOKYMEHTA,
e B rieyaTHOI dopme.
JUist un ¢ HapyIIeHUsIMUA OTIOPHO-/IBUTATEIBHOTO anmnapara:

e B (opMe IEKTPOHHOTO JOKYMEHTA;

® B I€YaTHON (opme.

3amura oT4eTa MO NPAKTUKE JUIS JIML C HAPYLIEHUSIMU 3PEHUSI IPOBOAMUTCS B
ycTHOM (opme 0e3 mpeaocTaBieHus oOydaromuxcsa npes3eHtanuu. Ha Bpems
3alUThl B AyJWTOPUU JIOJDKHA ObITh oOOecrieyeHa TOJHAas THILWHA,
MPOJAOJIKUTEILHOCTD 3aIIUTHI yBEIUYUBAETCs 10 1 yaca (mpu HEOOXOAUMOCTH).
["apanTHpyeTCcst NOMYyCK B ayJUTOPHIO, TJI€ IPOXOJUT 3allUTa OTYeTa, COOaKu-
MPOBOJIHMKA MPU HAJUYHMM JTOKYMEHTa, MOJITBEPXKAAIOUIEr0 €€ CHelualbHOe
oOyudeHue, BBIAAHHOTO MO ¢GopMe U B TOPSAKE, yYTBEPKACHHBIX MPUKA30M
MuHuCcTEpPCTBA TPYAa U COUUANIbHOM 3a1uThl Poccutickoit ®enepannu 21 urons
2015r., peructpanrionnsiii Homep 38115).

JUig nun ¢ HapyHICHUSAMHU CITyXa 3alluTa IPOBOAUTCSA 0€3 MpeaoCTaBICHUS
YCTHOTO JOKJajga. Bompochl KoMHCCHM U OTBETHI HAa HUX MPEJICTaBISIOTCS B
nucbMeHHOM ¢opme. B ciyyae HEOOXOOUMOCTH, BY3 oOOecrneunBaeT
IIPEOCTABIIEHUE YCIIYT CYpIONEPEBOIUNKA.

Jlist oOyvarouuxcsi ¢ HapyIICHUSIMU OINOPHO-ABUTATENIbHOTO amnmnapara
3al[UTa WTOTOB TMPAKTHUKU TMPOBOJUTCS B ayAUTOPUH, OOOPYIOBAaHHOW B
COOTBETCTBUM C TpeOOBaHUSAMHU AOCTYNHOCTH. [lomemieHus, rae MOTYT
HAXOJUTHCS JIIOJU Ha Kpeciax-KoJsicKaX, JOJDKHBI pa3MellaThCsi Ha YpPOBHE
JOCTYIHOTO BXOJa WM MpEeAyCMaTpUBaTh MaHAYChI, IOJIbEMHBIE TIAT(HOPMBI

JJIA J'IIOI[Cﬁ C OI'paHMYCHHBIMH BO3MOXXHOCTAMH HIIHU J'II/I(I)TI)I. B ayauTOpHUn



JOJDKHO OBITh IPEIYCMOTPEHO MECTO JUIsl pa3MeLIeHHs OO0ydarollerocs Ha
KOJISICKE.

JlonosnHuTEeNbHBIE  TpeOOBaHUS K  MaTepuajIbHO-TEXHMUYECKON  0a3ze,
HEOOXOAMMOW JUIsl MPEACTaBICHUS OTYeTa [0 MPAKTHUKE JHUIOM C
OTPAaHUYEHHBIMU  BO3MOXKHOCTSMH  37I0pOBbsl,  OOydalolIUMHCSA  JTOJIKEH
peJOCTaBUTh Ha Kadeapy He MO3/Hee, YeM 3a JBa MecsAlla 10 MPOBEACHUS

MPOLEAYPHI 3AIIUTHI.



[Ipunoxenue 1
AHHOTAIUA

[IpoekTHass mpakTUKa peanusyercs Kadeapol HTOKYMEHTOBEICHUS,
ayMOBU3yallbHBIX | HAyYHO-TEXHUYECKUX apX1BOB dakynbpTeTa
apXMBOBEJICHUS U JOKyMEHTOBeAeHUs VICTOpUKO-apXUBHOTO HHCTUTYTA.

Ilens mpakTUKW: W3yYEHUE HAIPABICHUN ACATEIHLHOCTH OpraHU3aIliH,
M3y4eHUE BHJIOBOTO COCTaBa  CIYy)KEOHBIX JOKYMEHTOB, HCIOJB3YEMBIX B
NESTEIbHOCT KOHKPETHOM OpraHM3aluu, TMOopsaka M OCOOCHHOCTEH UX
obopmIIeHUSI, H3Yy4YCHUE JIOKYMEHTOOOOpOTa W OpraHu3anuu padoThl ¢
JIOKyMEHTaMU: TOpsJIKa PETUCTPAIMK, KOHTPOJISI HCIOJHEHUS JIOKYMEHTOB,
OpraHu3ally TEKYIIETO XpaHEeHUs JOKYMEHTOB, MOPSIKA TIEpe/layl X B apXUB
Y BBIABJICHUE HAIIPaBIICHUM coBepiieHcTBoBaHusA J{OY.

3ajaun MpaKkTUKH:

- M3YYUTh W TPOAHATU3MPOBATH HOPMATHUBHO-TIPABOBBIE M HOPMATHBHO-
METOJMYCCKHUE JOKYMEHTHI, OTPESIISIONTNE OPTaHU3AIUI0 U TEXHOJIOTHIO
JIEJIONIPOU3BOCTBA  (JJOKYMEHTAIIMOHHOTO OOECIeYeHUsl  yIpaBJICHUS
(A10OY) B opranmsauuu® (YCTaBbl, IOJOKEHUS, IPAaBUIa, WHCTPYKIUH,
pErJIaMeHTHI U T.I1.);

- COCTaBUTh TPEJICTAaBIEHHE O CHUCTEME JICJOMPOU3BOJCTBA  TOU
OpraHu3allid, B KOTOPOW OH MPOXOIUT MPAKTUKY;

- O03HAKOMHUTBCS C COJACp)KAaHWEM KOHKPETHBIX JEJOMPOU3BOACTBEHHBIX
paboT HEMOCPEACTBEHHO HA paboueM MECTE;

- TOJYYUTh HABBIKU PaOOTHI C JOKyMEHTAMH Ha BCEX CTAUSAX UX JIBUIKEHUS
(mepBuuHasi 00pabOTKa JOKYMEHTOB B OJKclmeauiuu, pabota cC
JTOKyMEHTAaMH B KaHIEISAPUH, PETUCTpalns, KOHTPOJb, HCIIOJHEHUE
JIOKyMEHTOB B CTPYKTYPHBIX TOJpa3JeieHusIX, HUX OTMIPAaBKa,
OpraHu3aIys XpaHEeHUsI, TOITOTOBKA IOKYMEHTOB K C/Ia4ue B apXHB U T.1.);

- IOPECATOXKHUTH BapHaHTbl COBCPIHICHCTBOBAHHA ]_—[Oy B OpraHmn3anuu,

! B nporpamme Tepmun "opraauzanys” HCIOIb3yeTCs KaK 0000OIIAIOMMIA, MPAKTHKA MOKET IPOXOAUTD B
YUPEIKACHUY, TPEANPUITHH, PUPME, KOMITAHUH U JIP.



- 3a(UKCHpPOBaATh B OTYETE U rpadUKe MOIyIeHHbIE CBEACHUS U PE3YJIbTAThI
BBIIIOJIHEHHOM pa0OTHI;
- TOJATrOTOBUTH OTYET, 000OLIAIOIINI [TOyYEHHbIE 3HAHUSI U TPAKTUYECKHE
HAaBBIKH.
[IpakTka  HampaBieHa Ha  (OpPMHUpPOBaHUE  MPO(ecCHOHATBHBIX
KOMIIETEHIIH.

[1K-1. Bnageet HaBbIkaMu pa3paOOTKH U BHEIPEHUS JIOKAIbHBIX HOPMATUBHBIX AKTOB
0 JOKYMEHTAIIMOHHOMY 00€CIIEUEHHIO YIIPABJICHUS B OpraHU3aIUsIX Pa3INuHbIX
OpraHU3aLMOHHO-IIPABOBBIX (GOpM U (POPM COOCTBEHHOCTH, TOCYIAPCTBEHHBIX OpraHax
Y OpraHax MECTHOTO CaMOYTIPABJICHUS

ITK-2. Criocoben OpraHu30BaThb U OCYHICCTBIIATH JOKYMCHTALIMOHHOC obOecrieucHune
YIIPaBJICHHUA B OPraHU3aluAX PA3JIMYHBIX OPraHU3allHOHHO-IIPABOBBIX (1)0pM )51 (1)OpM
CO6CTBGHHOCTH, IroCyaapCTBCHHLBIX OPraHax X OpraHax MCCTHOI'O CaMOYIIPABJICHUA

[1K-3. CriocoOeH ocyIecTBIATh JOKYMEHTAIMOHHOE 00ECIIeUeHUE IeITeIIbHOCTH
OpraHu3anuil pa3IuuHbIX (OPM COOCTBEHHOCTHU, TOCYIAPCTBEHHBIX OPTaHOB M OPTaHOB
MECTHOT'O CaMOYTIPABJICHUS

[1K-4. BnageeT 3HaHUSIMU COBPEMEHHBIX HH(DOPMAITMOHHBIX CUCTEM M HABBIKAMU
MIPOCKTUPOBAHUS ¥ BHEAPEHUS CUCTEM DJIEKTPOHHOTO JOKYMEHTOO00pOTa B
OpraHu3aluu

[1K-6. CriocoOeH OCyIIeCTBIATh OPraHU3allMOHHOE, TOKYMEHTAIIMOHHOE U
nH(pOopMaIIMOHHOE 00eCIIeUeHHE NECSITEILHOCTH PYKOBOAUTEINS OpraHu3aIuu

[TK-9. CriocoGeH oCyIIecTBIATh PErIaMEHTAIIUIO TIPOIIECCOB TOIpa3IeTIeHUN
OpraHu3alMH U pa3padaThiBaTh AJIMUHUCTPATUBHBIC PETIAMEHTHI B TOCYIapPCTBEHHBIX
Y MYHUIUITAIBHBIX OpraHax

[To mpakTuke mpeaycMOTpeHa MPOMEXKYTOUHas arrectanus B (popme
3a4deTa C OILEHKOMU.
OO6mas TpyJ10€MKOCTh MTPAKTUKKA COCTABIIACT 3 3a4E€THBIX eauHulbl, 114

4aCoOB.



IHpunooicenue 2

I'PA®UK ITPOXOXAEHUA TIPAKTUKHA

YTBEPXJIAIO
3as.xadenpoii
« » 20 1
Jara (naTbI) Pazgesn mpakTukmn OtMmeTka 0
BbINIOJTHEHUH

HWuauBuayaibHoe 3alaHie HA TPAKTHKY
(cocraBisieTcst pyKOBOAMUTENEM PAKTUKHU OT Kadenpbl)

PyKOBOILI/ITeJ'H) IMPAaKTUKH

oT Kadeapsl /
(1o much) (®.1.0.)

PykoBoautens npakTuku

OT OpraHu3aIvu /
(moamuce) (®.1.0.)




Tpunoosrcenue 3

®OPMA TUTYJBHOI'O JINCTA OTUYETA
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MMHOBPHAYKH POCCUU
DenepanbHOE roCyAapCTBEHHOE OIOPKETHOE 00pa30BaTEIbHOE YUPESIKACHUE
BEICIIIETO 00pa30BaHUs

«Poccuiickuii rocy1apCTBEHHBIA T'YMaHUTAPHBIM YHUBEPCUTET»

(PITY)

Hcmopuxo-apxueHulii uncmumym
Daxyromem apxugoseoenuss U OOKYMeHMOBeOeHUs.

OTuéT 0 MPOXOXKACHNH NPAKTHKN

[Ipoun3BoaCTBEHHAS MPAKTHKA.
[IpoekTHas mpakTUKa.

46.03.02 «/{oxymenmosedenue u apxusogedeHue»
Ipoghunv: « Angopmayuonno-ookymenmayuonnoe obecneuenue ynpasienusy
YpoBeHb KBaTH(HUKAIINH BBITYCKHUKA (6axanagp)

®dopma 00ydIeHUS (0uHAs, 3A0YHAS)

Crynenra/ku _ Kypca
..... (hopMmBI OOYUCHHS
(®HO)

PykoBonurens npakTuku
(@H0)

Mocksa 2021 r.



[Ipunoxenue 4.

Oo6pa3zer; opopMIIeHUST XapaKTEPUCTHKH.

bnank opranuzanuu

XapakTepucTuka
Crynent(ka) 4 Kypca JHEBHOTO OTHENCHHS, oOywaromui(as)cs 10
HamnpaBieHuio «J{okyMeHToBenenue u apxuoseaenue», ©.1M.0. npoxonun (a)
y4eOHYIO MPaKTUKY 1o TIOKYMEHTOBEICHHIO

B

Ha3BaHME CTPYKTYPHOT'O MOJAPA3AEICHUS
c woHano  wuwona20 T
Bo BpeMs  mpoxoxOeHMsT — NPAaKTHUKM  CTylIeHT(ka)  u3ydui(a)
OpraHU3allMOHHbIE W  HOPMATUBHBIE  JTIOKYMEHTBI, pErjIaMeHTUPYIOILINE
CTPYKTYpYy, (QYHKUUH, JOJDKHOCTHOM COCTaB  OpraHM3ali, MOpsSIoK
JOKYMEHTHUPOBAHUSI, a TaKK€ COCTaBJIEHUS U O(DOPMIIEHHS] OpraHU3alMOHHO-
pacnopsIUTENbHbIX JOKYMEHTOB.

CrynenT(ka) mposiBui(a) ceos

OTHOIIIEHHE K padoTe

[IpakTka  oIleHHMBaeTCA  Ha (OTIIMYHO,  XOPOIIIO,

YIOBJICTBOPUTEIHHO).

HaunmenoBanue JOJDKHOCTH

PYKOBOAUTEISA IPAKTUKH IO JIHCH N.O0.Pamunus



