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1. IMosicHUTeIbLHAA 3aMUCKA

1.1. Heab mNpakTHKH: U3YYEHHE BHIOBOIO COCTaBa CILyXKEOHBIX
JIOKYMEHTOB, UCIIOJIb3YEMbIX B JESITEILHOCTH KOHKPETHOW OpraHu3alluu, MOpsaKa
U 0cOOEHHOCTEW UX O(opMIIEHMS, U3YUYEHHE JTIOKYMEHTOOOOPOTa U OpraHU3aluu
paboThl C JIOKYMEHTaMU: TMOpPSJKA PErucTpaluu, KOHTPOJS HCIOTHEHUS
JIOKYMEHTOB, OpraHU3alMid TEKYIIEro XpaHeHUsl TOKYMEHTOB, MOPsAKa Mepeaadn
WX B apXUB.

3aauu NpaKTUKN:

- W3Y4YUTh U MPOAHAIU3UPOBATH HOPMATHUBHO-IIPABOBBIE U HOPMATHUBHO-
METOJUYECKHE JTOKYMEHTHI, ONPECSIONINEe OPraHU3alui0 U TEXHOJIOTHIO
JeJI0MPOU3BOCTBA (IOKYMEHTAIMOHHOTO o0ecneuenus ynpasienus (JOVY))
B opranu3auu’ (yCTaBbl, HOI0KEHUS, IPABUIIA, HHCTPYKLUM, PETTIAMEHTHI 1
T.IL.);

- COCTaBUTb IPEACTABICHUE O CUCTEME JIETONPOU3BOJICTBA TOM OpraHU3allny, B
KOTOPOM OH MPOXOJUT IIPAKTUKY;

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

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

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

- TNOATrOTOBHUTH OTUET, 0OOOIIAIONINI MOJTYUYECHHbIC 3HAHUS U MPAKTUYECKUE

HAaBBIKH.

!B nporpamme TepmuH "opranusanus” HCMIONB3YETCS Kak 06000, MPAaKTHKA MOMKET MPOXOJIUTE B
YUpEXICHNH, IPEANPUSITHH, PUpMeE, KOMIaHUH U JIp.
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1.2 TIpakTuka 1o noJy4eHUI0 NEPBUYHBIX TPOPECCUOHATBHBIX YMEHUHN U HaBBIKOB,
B TOM 4YHCIIC INCPBHYHBIX YMGHI/Iﬁ 1 HAaBBIKOB Hay‘IHO-HCCHe,HOBaTeHBCKOﬁ
nesrenbHocTy (JlokymMeHTOBeIeH E)
1.3 Crioco6sl, GopMBI U MECTa IPOBEACHUS TPAKTUKH

CnocoObl mpoBeieHUs MPAKTUKK: CTAllMOHAPHAS, BbI€3IHAS.

CranunoHapHasi TpakTUKa TPOBOAUTCS B CTPYKTYPHBIX MOAPA3ACICHUIX
PITY unu B mpouiabHBIX OpraHU3alUsIX, PACIOI0XKEHHBIX Ha TEPPUTOPUH T.
MockBel. Bele3nHas mnpakThka TPOBOAUTCS B MNPOMUIBHBIX OpraHU3alUsIX
pasnu4HbIX pernoHoB Poccuiickoit denepanumu.

K nogpaszaenenusm PI'TY, B KOTOpBIX MPOBOJAUTCS MPAKTUKA CTYAEHTOB
OTHOCSITCSI: YTpaBlIeHHE JieflaMH, YTIpaBJICHUE KaJpoB, JEKaHAThl U Kadeapbl
dakynbTeTa.

ConepxaHue NPaKTUKU MO MOTYYSHUIO EPBUYHBIX TPOPECCUOHATBHBIX

YMEHHM U HAaBBIKOB (JIOKYMEHTOBEJEHUE) OIpeaeseTcs MpOrpamMMoin
MPaKTUKH, BKJIIOYAIONIE B ce0si OCHOBHBIE pa3lielbl MPOTPaMMbl KypCOB
«JlokyMeHToBeneHue» M «OpraHu3anus U TEXHOJOTHUS JOKYMEHTAlMOHHOTO
obOecnieueHusi ynpasieHus». CTyIeHT JIOJKEH 3HATh MpaBUja COCTABICHUS U
opopMIICHUSI  YNPABJICHYECKUX  JOKYMEHTOB, TpeOOBaHUsS,  KOTOpbIE
NPEABSABIAIOTCA K JOKYMEHTOOOOPOTY B OpraHu3allud, STanbl JABUKEHUS
JOKYMEHTOB U HX OCOOEHHOCTH. TakuM oOpa3oM, K Hadally MPOXOXKJICHUS
MPAKTUKU CTYJACHT [JIOJOKEH 3HaTh M YMETh [PABUIBHO IPUMEHSTH
3aKOHOJATEbHBIE U HOPMATUBHO-METOJMYECKHE JIOKYMEHThI B 00JIacTH
JOKYMEHTAIIMOHHOTO obOecrieueHust ynpasieHus. HeoOxoaumMo Tak ke UMETh
MPEJICTABJICHHE O BUJAOBOM COCTABE YIPABICHUYECKUX JTOKYMEHTOB, KOTOPBIE
CO3JIAIOTCSl B JIEATENIBHOCTH JIIOOBIX OpraHu3aluii U OCOOEHHOCTH UX
coctaBneHus. CTyJIeHTy clielyeT BiaJeTh HEOOXOAUMBIMU HaBbIKaMH B paboTe
C pa3nuuHoi HHGOPMAIIUEl, TOCTYNAIOEN U3 pa3IMYHBIX HCTOUHUKOB, a TAKKE
0a30BBIMU HaBbIKaMH pabOThI HA KOMITBIOTEPE.

Bo Bpewmsi pakTUKH CTYJIEHTBl padOTAalOT B CIy»0axX JOKYMEHTAllMOHHOTO

oOecrieueHusl ymnpaBiieHUs (yIOpaBICHUM JEJNaMU, KaHIUEISpUU, OOIIeM OTJere,
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CEKpeTapuare) u B APYTrUX CTPYKTYPHBIX MOJIPA3ICIICHUSX, BHIMOTHSIIONIUX TAaHHbIC
(yHKIIUHU, B TOCY/IapCTBEHHBIX U HETOCYAapPCTBEHHBIX OpraHU3aIUsIX.

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

[IpakTHka CTyA€HTOB pacCuMTaHa HA 2 HENEJIU, W3 KOTOPHIX OJUH JECHb
OTBOJMTCS Ha 00Il[ee 3HAKOMCTBO C YUPEXKACHUEM, JIBa 3aKIIOUUTEIbHBIX THA -
Ha COCTaBJICHUE CTYJAEHTAMHU OTYETOB, OCTAJIBHBIE - HA CaMOCTOSITEJIbHYIO

MPAKTUYECKYIO padoTy.
1.4. Bun (Buzbl) npodeccCHOHAIbHON JEATebHOCTH
[IpakTuka opueHTHpPOBaHA Ha CIEAYIONINE BUIbI MPO(ECCUOHATBHON JeATEIbHOCTH:

-OpFaHI/I3aHI/IOHHO-ynpaBHeH‘IGCKOf/'I,

-IIPOEKTHOM.

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

Koasbr Copep:xanue KOMINeETEHIUH Ilepeyenr mnIaHHMpYeMBIX pe3yJabTATOB
KOMIeTeHIuu’ NMPOXO0KACHUS MPAKTUKH

Obuwekynvmyphvle / yHUBepCAIbHbIE KOMREMEHUUU

OK-8 CriocoOHOCTh UCTIONIB30BaTh METOJIBI U | 3HATH!
cpeacTBa GU3NUECKOM KyIbTYphl Ul | ~-OCHOBHBIE IIPaBUJIA MO KAHUS
o0ecrieyeHns MOTHOLECHHOM ¢uznueckoit popMbl U 310POBHA
COLIMAJILHON U MPO(dhecCHOHAIbHON
NeATEIIbHOCTH YMers:

-HCIIOJIb30BaTh MOJYYCHHbIC 3HAHUS
B 00acT (pu3nuecKoi KyJIbTypsl Ha
MIPAaKTUKE

Bnaners:
-OCHOBHBIMH METOJaMU U
cpeacTBaMu GU3NYECKON KYIbTYPBI

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

nnaHe; opMynMpPOBKM KOMMETEHLMIA JOMKHbI cooTBeTcTBOBaThL PrOC BO.
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I'0TOBHOCTH II0JIb30BAThCS
OCHOBHBIMHM METOJIaMHU 3aIlUThI
MPOU3BOACTBEHHOI'0 IIEpCOHAA U
HaCEJICHHUS OT BO3MOKHBIX
MOCIIEACTBHI aBapuii, kKatacTpod,
CTUXUMHBIX O€NCTBUI

3HaTh:

-OCHOBBI TPAXIAHCKON U
TEXHOIeHHOU 0€30MacHOCTHU
YMmeTs:

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

-OCHOBHBIMH METOJIaMH 3aIlUThI OT
BO3MOXXHBIX aBapuil, KaTacTpod u
CTUXUNHBIX OE€ACTBUI U
MHHUMH3ALNUH MX IIOCIEICTBUI

Obuwenpogheccuonanvivie KOmnemenyuu

OIIK-1

CITOCOOHOCTHIO HCHOJIb30BaTh TCOPCTUUCCKUC
3HaHUA U MCTOAbI UCCJICJOBAHUSA HA ITPAKTUKE

3HaTh: OCHOBHEIC METOABI U CPEACTBA
MPOBCACHUSA TCOPCTUICCKUX I/ICCJ'ICHOBaHI/Iﬁ

YMersb: MPUMEHSTh MOy YCHHEIC
TEOPETUYECKUE 3HAHUSA ISl PELEHUS 3a1ad
POoeCCHOHATBHOM e TETFHOCTH

Brnanets: HaBBIKAMU MIPOBEACHUS
TEOPETHUYECKUX MCCIEJOBAHUN B paMKax
00pazoBaTeNbHOTO Mpoliecca U JallbHEeHIIeH
IpodeCCHOHAIBEHOHN JISSITENEHOCTH

IIpodeccuoHaibHbIe KOMIIETEHIIUH

Bua gesaTesbHOCTH

I1K-4

CriocoOHOCTh CAaMOCTOSITENTEHO
paboTaTh ¢ pa3InIHbIMH
UCTOYHHKAMHU HH(POPMALIUH

3HaTh:

-OCHOBHBIE ITPABOBBIC AKTHI U
METOJIMYECKUE IOKYMEHTHI B chepe
J0Y

VYMeTh:

-HpI/IMCHSITB HOJIy‘ICHHyK) n3
pastquIx NCTOYHHUKOB
nH(MOPMALINIO JUTS PEIICHUS 33/1a9
npoecCHoHABHOM IeATeTbHOCTH

Bnagers:

-HaBbIKaMH paOOThI U aHATN3a
Pa3IUYHBIX BUIOB UCTOYHUKOB
uHpopManuu

I1K-7

CrniocoOHOCTB
OLIEHUBATh UCTOPHIO U COBPEMEHHOE
COCTOSIHUE 3apyOeKHOTO OMbITa
yIpaBICHUS JOKYMEHTaMU U
opraHn3alu UX XpaHCHUS

3HaTh:

-MCTOYHUKH U JIUTEPATypYy,
OCBEIIAIOUIUE UCTOPHUIO U
COBPEMEHHOE COCTOSTHUE
3apy0exKHOTO OTBITA YIIPABICHUS
JOKyMEHTaMU U OpraHU3alNKU X
XpaHEHUS;

YMeTs:

-OLICHUBATh UCTOPHIO U
COBPEMEHHOE COCTOSTHUE
3apy0eKHOTO OTBITA YIIPABICHUS
JOKyMEHTaMU U OpraHU3alNKU X
XpaHEHUS;




Bnanets:

-METOJIOM aHaju3a UCTOPUU U
COBPEMEHHOT'O COCTOSTHUS
3apy0exHOTO OTBITA YIIPABICHUS
JOKYMEHTaMHU U OpraHu3aluy UX

XpaHEeHHUS
I1K-35 3HaHue TpeOOBaHUIN K OpraHU3aIuu 3HaTh:
CEKPETApCKOTO OOCTYKUBAHUS -TpebOBaHUs K OpraHU3aIuN

CEKPETapCKOT0 OOCITYKUBAHUS;

YMmeTs:

-OCYIICCTBIIATH JCSTCIBHOCTD I10
OpraHU3aIMOHHO-
MHPOPMALIMOHHOMY U
JOKYMEHTAI[MOHHOMY 00€CIICeYCHHIO
JESITeIbHOCTH PYKOBOIUTEJIS,

Bnagers:

-HaBbIKAMH OpPraHU3aLUU U
IIPOBEACHUS MEPOIIPUSATUH,
CBSA3aHHBIX C JEATEIbHOCTBIO
PYKOBOAMTEIIS

1.6. MecTo npakTHKH B CTPYKType 00pa3oBaTesIbHO MPpOrpaMmbl

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

IIEPBUYHBIX YMEHHH 51 HaBBIKOB HaquO-HCCHeHOBaTGHBCKOﬁ ACATCIIbHOCTHU
([lokymeHTOBEIeHNE) MPOBOIUTCS ISl CTYAEHTOB OakaiaBpuara, 00yqarouuxcs
no HanpaiieHH0 46.03.02 «/loKyMEHTOBEIECHUE H AapXHBOBEICHUE)», B

YETBCPTOM CEMECTPEC U OTHOCHUTCA K BapHaTHBHOﬁ 4acCTH IIpOorpaMMmal.
[IpakThKa MO TONYYCHHIO TEPBHYHBIX NPOPECCHOHATIBHBIX YMEHHH W HaBBIKOB, B TOM YHCIIC

IIEPBUYHBIX YMEHHH 51 HaBBIKOB HaquO-HCCHeHOBaTGHBCKOﬁ ACATCIIBHOCTHU
([lokymeHTOBE/IeHNE) SBISETCA COCTAaBHOM YacThlO Y4YeOHOTO Ipolecca u
MPOBOAUTCS JJIsI 3aKPEIUICHUS] U YTIITyOJIeHUsI TEOPETUUECKUX 3HAHUM 0 Kypcam
"TokymeHntoBenenue" wu «Opranuzanua texHosorus JOVY», wuszydenus
CTyJI€HTaMU OpraHu3aluu JIEJIOTTPOU3BOJICTBA B COBPEMEHHBIX
FOCYJApCTBEHHBIX W HErOCYJAapCTBEHHBIX OpraHU3alMUsAX U MOIYyYEHHUS
MePBUYHBIX TTPOHEeCCHOHATBHBIX HABBIKOB.

B pe3ynbTaTe mpoxoxkaeHus NpakTUKU (OPMUPYIOTCS 3HAHUS, YMEHUS U

BJIaACHUA, HCO6XOI[I/IMBI€ I U3YYCHHA  CIICAYIONIMX  JUCHUIUIMH U
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MPOXOXAEHUs TMpakTuk: Meroauka panuonanuzaunu IOV, Dxkcneprusa

LIEHHOCTHU JJOKYMEHTOB B J€I0NPOU3BoACTBE, OprupoexktupoBanue B JJOY.

1.7.06beM npakTUKH

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

YHUCJIIC IICPBUYHBIX y'MeHI/Iﬁ N HAaBbIKOB HaquO—HCCHeI[OBaTeHBCKOﬁ ACATCIIbHOCTHU

(HoxymenTtoBeaenue) mnpoxoautr B 4 cemectpe. OOmas TPyAOEMKOCTh IPAKTUKU

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

HEJIENH.

2. Cooeportcanue npakmuku

Ne | HammeHoBaHMe pa3jesia Copnepskanue u BUALI pagot’
1. O3HaKoOMHTENbHAS JIEKIUS Onpenenenue nenel M 3anad NPaKTUKH, UCTOYHUKOB U JIUTEPATYpBI,
HEOOXOANMBIX ISl CAMOCTOSTEIILHOM padOTHI M IIOATOTOBKH OTYETA.
2 Wnctpykraxk mo  TexHuke | O3HAaKOMJICHHE CTYACHTOB C MpaBWJIAMH BHYTPEHHErO pacHoOpsIKa,
0e3omacHoCTU JIONTyCKa B TOMEIIEHUS CIyX0, MOXapHOH 0e30MacHOCTH M APYTHMMH
periiaMeHTHpYIOIIMMH ~ paboTy ~ COTPYAHHUKOB  HMHCTPYKIHMSIMH
U TIOJI0KECHUSIMU.
3. N3yuenue HCTOPHH, PykoBoguTens MpakTUKM OT OpraHU3allMd MOXET IpPOBECTU
COBPEMEHHBIX 3aJay, (YHKUUH | BCTyNUTEIbHOE 3aHSTHE CO CTYJCHTaMH, LEJIBI0 KOTOPOTO SIBIISETCS
U CTPYKTYPBI yUPEKACHUS, 03HAKOMJICHHE NMPAKTUKAHTOB C MCTOPHEH, COBPEMEHHBIMH 3aJjadaMH,
W3yuenne OpraHm3allMOHHBIX | HAINIPABICHUSAMH JEATEILHOCTH W OCOOCHHOCTSIMH JIOKYMEHTHPOBAHHUS
JIOKYMEHTOB MPEANPUATUSL YOpPaBIEHYECKOM JAEATENBHOCTH yupexaeHus. Eciaum B apxuse
4. OpraHM3aliM MMEEeTCsl NCTOpUYecKast crpaBka o QoHmoobOpaszoBarere,

OHa M3y4aeTcs CTyJJCHTaMH.

Jlanee cTyIEHT NPUCTYNaeT K W3yYEHUIO OpPraHU3alHOHHO-
MIPAaBOBBIX JOKYMEHTOB, PErJIaMEHTHPYIONINX IOPUANYECKHH CcTaryc
YUpexXICHNS, ero OpTaHU3aLMOHHO-TIPABOBYIO ¢dhopmy,
OpraHM3aHOHHYIO CTPYKTYPY M HalpaBJICHUS JEATEILHOCTH.

K TakuMm 1oKkymMeHTaM OTHOCSTCSI:

e VYcraB (IIOJOKCHNE) OPTaHU3AIIH;

e [lonoxxeHnst 0 CTPYKTYPHBIX HOAPA3ICICHUSX;

e JIOJDKHOCTHBIE HHCTPYKIUH COTPY/IHUKOBY;

e IllratHoe pacnucaHue.

I[lo wroram W3y4eHHS  CTYAEHTHI
MH(OPMAIHUIO 110 CIEAYIONIMM BOIIPOCaM:
JlaTa co3/1aHus OpraHnu3alvy;
Ha3BaHUE OpraHHU3alUH;
LIeJTb CO3/1aHus M (DYHKIH OpTraHNu3aliN;
OpraHM3aIIOHHO-NIPaBOBas (hopMa OpraHHu3aINH;
OpraHM3aIOHHAS CTPYKTYpa U TOPSA0K YIIPaBICHNUS;
COCTaB OpTaHM3AIMOHHBIX JOKYMEHTOB OpPTraHHU3aIlH;

JOJIKHBI COGpaTI)

*CTy€HT BHUMATENIBbHO u3y4aeT [lonoxeHue o CTpyKTYpHOM MOAPA3AEICHUM U JOJKHOCTHBIE
MHCTPYKLUU TOTO NOApa3EIeHuUs, B KOTOPOM OH IIPOXOJIHUT IIPAKTHUKY.
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® CTENEHb OTPaXXECHUS B OPraHU3ALMOHHBIX JTOKYMEHTaX
TpeOOBaHMH K JOKYMEHTHUPOBAHHIO  YIPaBICHYECKOU
JeITeNIHOCTHU (TIOPSIO0K M3JaHuUs, TIOATUCAHNS, XPAaHEHHS);

B pesynbraTe cTyneHTHI rpa)MuecKy BBIYEPUUBAIOT CTPYKTYPY
OpraHU3aluH.

Bce coOpanHble naHHBIE CTYAEHTHI OG(OPMISIIOT B BHJE
JHEBHUKOBBIX 3allUCEH, TIJ€ OTMEYalOT JaTy 3aluCH, HCTOYHHK,
KOTOPBIM OHHU TOJNB30BaIMCh. OTH BBIIUCKM W3 OPraHU3allMOHHBIX
JIOKYMEHTOB CTYIEHTBI IPEJICTABIAIOT PYKOBOIUTENIIO MPAKTHUKH OT
opraHmzanuy, B Oeceie € KOTOPBIM OOCYXAAIOT —crenuduieckue
0COOCHHOCTH CTPYKTYPHI M PyKOBOJICTBA OpTraHHM3allUeH.

CoOpaHHbBIE CBEACHHS CTYAEHT 3aTeM O(OpMIISIET B KauecTBE
MIEPBOH INIaBbI OTUETA MO MPAKTUKE.

Wzyuenne HOPMaTHBHO-
METOJMYECKHX JOKYMEHTOB IO
JOY u cucreM noxyMeHTanuu

OpraHu3aIuH,
U3yuenue 0COOCHHOCTEH
odopMIIeHHST  YIIPaBICHYECKUX
JIOKYMEHTOB

Ananmu3 OJaHKOB JOKYMEHTOB
YUPEXKICHUS

B TeueHme 3TOr0 BpeMEHH CTYICHTHI BHUMATEIHHO H3YYalOT
HOPMATHBHO-METOIMUYCCKHUC JIOKYMEHTEI YApeKACHUS,
pETTaMEHTHPYIOIIUEC  TpaBHJIa  COCTaBICHHUSA HW  OQOPMIICHHS
JIOKYMEHTOB, €CIId TaKWe B OpraHHW3aldd WUMEIOTCS. B dumcne 3tmx
JTOKYMEHTOB MOTYT OBITh MHCTPYKIIUH TI0 JACIOMPOU3BOICTBY (WU TIO
paboTe ¢ JOKyMEHTamu), TpaBwia oO(QOpMIICHHUS JOKYMCHTOB,
peTIaMeHTHI, CTaHAApTHl OpPTaHU3AINH, TPHUKA3Bl (PACIOPSHKCHUS) O
MTOPSIKE CO3JJAHUS U COTIIACOBAHUS OTJICIFHBIX BHIOB JIOKYMEHTOB U TaK
Jaiee.
CrymeHTaM  HEOOXOAWMO O3HAKOMHTBCS C  CHCTEMaMH
JIOKYMEHTAIINH, WUCTIONB3YEMBIMIH B OpPTaHU3AIlNH, BHISIBUTH OCHOBHEIC
BHOBl W  Pa3HOBHOHOCTH  JOKYMCHTOB, IPHUMEHSICMBIX  JUIS
JIOKYMCHTHPOBAaHUS  JEATCIBHOCTH OpTaHW3allid B  IEJIOM H
CTPYKTYPHOTO IO/Ipa3/IeiCHUs, B KOTOPOM padOTaeT MPAaKTUKAHT.
CocTaB IOKyMEHTOB CHCTEM JOKYMEHTAIIUH, UCTIONB3YEMBIX B
JIESITETFHOCTH OpTaHW3alyd, MOXET BKIOYATh YHH(DUIIUPOBAHHEIC
¢dbopmbI 11 popMBI, paspaboTaHHBIC COTPYIHUKAME OpTaHU3aIUH.
[IpoBoxuTcst JIeTaJIbHBII aHau3 OpraHU3aIOHHO-
PaCTIOpSIIUTETHHOM TOKYMEHTAITUH 10 CIICTYFOIUM TPYTIIaM:
® OpraHMW3alOHHBIC  JOKYMEHTHI, IpPUMCHICMEIC B
VIPaBICHYCCKOH NIEATETHHOCTH,

®  paCHOpSIUTEIBHEIC JOKYMCHTBI, COCTaB JOJDKHOCTHBIX
JUI, WMCIONIMX TMPaBO W3IaHUS PACIOPSIUTEIHHBIX
JIOKYMCHTOB;

®  BHJBI HHPOPMAITMOHHO-CIIPABOYHBIX JOKYMCHTOB.

CrymeHTaM  HEOOXOOWMO  HW3YYUTh  WHCTPYKIHIO  TIO
JIEIOTIPOU3BOJCTBY OPTaHW3allMd W BBIIBUTH, COONIOMAIOTCS M €€
TpeOOBaHUS COTPYTHUKAMH OpraHm3anud. Ecu Takoi MHCTPYKIUH B
OpraHM3alliil HET, TO CTYICHTH aHATM3UPYIOT OpraHU3alHOHHO-
pacTopsIuTeIbHBIC TOKYMEHTEI Ha TIPEAMET COOIOICHUS TPeOOBAHMIA
I'OCT P 7.0.97-2016 (u3yuaercsi odpopMIICHHE OKYMEHTOB, TO €CTb
HAIMYHE BCEX HEOOXOTUMBIX PEKBU3UTOB JIOKYMEHTOB).

Hanpumep, CTyAeHT BBIABISCT HAIWYHE  CICTYFOITUX
PEKBU3UTOB: 3arojoBKa, HAWMCHOBAHWS BHIAa JOKYMCHTA, JAaThl,
PETHUCTPAIIMOHHOTO HHJICKCA, OTMETOK Ha IOKYMEHTE, a TaKXKe:

® TPaBWIHHOCTH aIPECOBAHMUS;

® TMOpSANOK BHYTPECHHETO W  BHEIIHETO COTJIACOBAHUS

JIOKYMCHTOB;

® TIOJITUCAHWSI,

®  YTBECPIKIICHUS.

BrisBisroTcs BUIBI JOKYMEHTOB, HA KOTOPHIC B OpraHHU3aIid
CTaBUTCS TI€YATh.

HeoOxomuMo  Takke BBISIBHTH, HCIONB3YIOTCA JIH B
OopraHu3anuy OJaHKH JOKYMCHTOB, €CIH HWCIOJB3YIOTCSA, TO KakKue
(oOmuit O6maHK, ONAHK MUChMA, OJIAHK KOHKPETHOTO BUAA JTOKYMEHTA,
OJaHK JOJKHOCTHOTO Jwma W T.a.). OOpa3ipl ONAaHKOB KeJIaTeIbHO
MIPUJIOKUTH K OTYETY IO MMPAKTHKE.
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ITomMrMoO Hamuuust OJIAHKOB B JAHCBHUKC IMPAKTUKU CTYACHTBL
(bPIKCI/IpyIOT COCTaB IMPUMCHSACMBIX HOKYMCHTOB, OTMCYAIOT HanOosee
pacnpoCTpaHCHHBIC B IPAKTHUKE pa6OTLI YUpPCIKACHUA BUbI
OpraHru3aliuOHHO-PACIIOPAAUTCIIBHBIX JOKYMCHTOB, a4 TAKXXC OTMCYAIOT,
rac 3a(1)I/IKCI/Ip0BaHI>I TpG6OBaHI/I$[ K COCTaBJICHUIO H Oq)OpMJ'IeHI/IIO
JOKYMCHTOB OpraHu3aluu.

H€06XOZ[I/IMO TAKKC H3YYUTb TCXHUYCCKYIO OCHAUICHHOCTb
mpoHecCoOB NOKYMCHTHUPOBAHUA, @ UMCHHO: OIIPCACIINTD TCXHUYCCKUC
MIPpOrpaMMHBIC CpeacCTBa, HCIIOJIb3yCMBIC COTpYAHUKAMU JJIsA
H3roTOBJICHUSA MOOKYMCHTOB, CTCICHbL OCHAIICHHOCTH pa60q1/1x MECT
COTPYAHUKOB KOMIIBIOTEPAMU, OprTeXHHKOﬁ " CpCACTBaMU CBA3U.

B mmcemenHoM ordere HGO6XOZ[I/IMO OTpa3uTb, Kakas
nporpamMma uCoJIb3yCTCsA B OpraHu3aliy JJisl CO3JaHUs JOKYMCHTOB, €€
JOCTOHMHCTBA U HEJOCTATKH.

W3zyuenne opranuzanuu paboTel
C IOKyMEHTaMH

B teuenue 9-14 nHell cTyeHTHI U3y4alOT:

-JIOKyMEHTO000pOT OpraHn3alny;

-TIOPSIIOK  PETHCTPAllMd W TOCTPOEHHE HH(POPMAIIMOHHO-
TIOUCKOBOW CHCTEMBI;

~TE€XHOJIOTHIO KOHTPOJIS 32 CPOKAMH MCIIOJIHEHHS JOKYMEHTOB;

-COCTaBJICHHE HOMEHKJIATYPBI €I

-OpraHu3alnio  TEKYIIero  XpaHeHHs  JOKyMEHTOB B
CTPYKTYPHBIX ITOJIPa3/ICIICHUSIX OpraHn3alny;

-9KCHEPTU3y  LEHHOCTH W  IIPAKTHYECKOM  LIEHHOCTH
JIOKyMEHTOB;

-TIOJITOTOBKY M Ilepesiady JOKYMEHTOB B apXUB OpraHH3allnH.

CTyneHTHl aHAIM3UPYIOT —JOKYMEHTONOTOKHM 110  BHIAaM
JIOKYMEHTOB, 110 KOPPECIIOHJECHTaM, II0 YPOBHSM HCIOJHCHHS,
COCTaBJISIIOT  OTIEPOTPaMMBbI  JIBIDKCHHSI BXOISINEH, BHYTpEHHEH W
ucxomsmed  KoppecnonjgeHuuu.  CTYIGHTHI  HM3YYalOT  CHCTEMY
MEpBUYHON 0Opa0OTKM KOPPECIOHJICHIMH W TpaBWia OTIPABKH
UCXOJSIIINX JIOKYMEHTOB, aHAJIM3UPYIOT IOPSIOK COTJIACOBAHUS H
MIOJITACAHNUS JOKYMEHTOB, IIPOCYUTHIBAIOT 00BEM JIOKYMEHTO000POTA 3a
MIPEALIECTBYIOMNI MecsI.

CTyIneHTBl W3y4aloT CHCTEMY PpEeTrMCTpaliH JIOKYMEHTOB B
YUPEXICHNH, 3HAKOMSATCS C PETHCTPALIMOHHBIMU (hOPMAaMU U TIOPSAKOM
nxX 3anoiHeHws. M3ydaiorT cucremy uH(POPMaNNOHHO-CIIPABOYHOM
pabotel. CTymeHTBl 3HAKOMATCS C OpraHW3alUeld W TEXHOJOTHEeH
KOHTPOJISl WCIIOJIHEHUS! JOKYMEHTOB B YUPEKACHHWH, AHAIM3UPYIOT
MepeYH JOKYMEHTOB, IMOJUICKAIINX KOHTpoJro. Jlemaercs BBIBOX O
BO3MOXKHOCTH OOBEIMHEHHS PErHCTpalny, KOHTPOJII M CIIPaBOYHOM
paboTHI B €MHBIN TEXHOJIOTHYECKHIA TPOIIecC.

CTyIneHTHl  BBIBISIIOT M ONHUCHIBAIOT — CYIIECTBYIOLIYIO
MH()OPMaIMOHHO-TIONCKOBYIO cucTeMy, Kak  TpaJuIHOHHYIO
(KapTOoTeKH, MPUHIMIIEI 1 (OPMHUPOBAHKE), TAK U ICKTPOHHYIO (0a3bI
JTAaHHBIX B KOMIIBIOTEPE).

CTyIeHTHI ONpeeNsioT KauecTBO 0(hOPMIICHNSI HOMEHKJIATypBI
Jien, Hanmuuue HeoOxomuMmor uHQopmanuu. CTyIeHTH HM3Y4aioT
MPaKkTUKy  (QOpPMHUPOBAaHMSA /€N, CaMOCTOSTENBHO  IPOU3BOJST
TPYIIIMPOBKY HCIOJHEHHBIX JIOKYMEHTOB B J€jla B COOTBETCTBHH C
HOMEHKJIaTypOH JIel.

CTyIeHTBl U3Y4aloT MPOLIECC MOIIOTOBKH e 3a ITPEABLIyIIHe
TOABI IJIsl cAad B apXuB. IIpoBepstoTCsS NMpaBHIBHOCTH O(GOPMIICHHS
nen, wux ¢GopmupoBanus. Ilpm  HEOOXOOUMOCTH  CTYAEHTHI
MIO/JIrOTaBJIMBAIOT BHYTPEHHHUE OIMCH W JINCTHI-3aBEPUTENH, HyMEPYIOT
ycThl. Ha HoAroTOBIIEHHBIE K cAa4e /ieNa CTYACHTHI COCTABIISIIOT OTIMCH
1 110 HUM HPOU3BOAT CAAUy JeJl B APXHUB YUPEIKACHHS.

W3yunB  JOKyMEHTAIlMOHHOE OOECIICUCHHWE  YIPaBIICHHS
OpraHM3alyH, CTYICHTHI JIETal0T COOTBETCTBYIOIIHE 3aIIUCH B JTHEBHHKE
1o wany nporpammsl (IIpunoxenue 1).

HOHFOTOBK& oTuéTa

q)OpMOﬁ OTYCTHOCTU 110 PE3YyJibTaTaM IIPAKTUKU SABJISCTCA
OTYCT M XApPAaKTCPHUCTUKA OpraHu3alnu. Ot4ueT umMeeT THTyJ'IBHBIﬁ JINCT
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(ITpunoxxenne 2), oriasieHuUe, BBEJCHHUE, IBE TJIABbI, 3aKIIOUCHHUE U
npuiokeHus (He MeHee 10 nmpuioxeHui).

Pexomenytorcs ciieyronye pa3aeibl oT4eTa:

Bseoenue

I'nasa 1. [okymenmuposeanue 0esmenbHocmu oOpeanu3ayuu

Inasa 2.Opeanuzayust pabomsi ¢ OOKymenmamu

3axnrouenue

Bo BBenenun gaetcs KpaTkasi XapaKTepUCTHKA OpraHU3alny, B
KOTOpOH CTYAEHTHI TPOXOMAAT TPAKTHKY (yKa3bIBacTCsl Ha3BaHUE
OpraHM3alyy, ee IOPUINUECKUH CTaTyC, OpraHU3allOHHas CTPYKTypa,
TIOPSIZIOK YIIPABJICHHUS M PYKOBOJICTBA, OTMEUACTCS TIPHHIMIT TIPHHSATHSA
YIpaBJICHYECKUX peIeHnH (KOJUIerHalbHBIN, €JUHOHAYAIBHBIN), a
TaKKe JaeTcs OIMCaHHE W3YYCHHBIX HOPMATHBHBIX JJOKyMEHTOB B
COOTBETCTBHUH C IIOCTABJIICHHBIMU B METOANYECKUX YKa3aHUX 3aJadaMu.

B nepBom paspnene oTyeTa HEOOXOIMMO MEPEUNUCITUTE!

- HopmaTtusHO-MeToqMYeCKne JIOKyMEHTBI,
perilaMeHTHPYIOIIME MTPaBUila CO3/1aHNs U 0(OPMIICHHS IOKYMEHTOB,

- CucreMbl TOKyMEHTalUH, 00pasyrompecs: B AEATeIbHOCTH
OpraHu3anuy (Ha3BaTh BUJIBI U PA3HOBUIHOCTH IOKYMEHTOB JJISI KaXKIOH
CHCTEMBI).

IMonpo6uo OINHCATh 0COOEHHOCTH oopmnenns
YIpaBJICHYECKUX JOKYMEHTOB, TIIpaBWwia O(QOPMIICHUS OTICIBHBIX
PEKBH3HWTOB JIOKYMEHTOB (HaMMEHOBaHWE BHAA JIOKyMEHTa, [ara,
TOJITUCh, U T.J.).

[Ipoananu3upoBaTh ONaHKM MOKYMEHTOB (yKa3aTb BHIBI) U
OLICHUTH COOTBETCTBHE COCTaBa M PACIIOJIOKEHUS! PEKBH3UTOB OJIaHKa
YCTaHOBJICHHBIM TPEOOBAHHSIM.

Bo BropoM  pasmene ordera «opraHuzanus paboOTH C
JIOKyMEHTaMM» 3aTParuBalOTCs CIICAYIOIIE BOPOCHL:

- Ilpuem u nepBuyHast 00pabOTKa TOKyMEHTOB,;

- Perncrpanust TOKyMeHTOB;

- Opranu3zanyst KOHTPOJIS 32 HCIIOJIHEHNEM JIOKyMEHTOB;

- Opranuszanus TeKyIero XpaHeH!s JOKyMEHTOB;

B 3axmodyeHNM TNPHBOAMTCS WTOT HM3YUYEHHUs] OpraHH3alud
JIETIONIPOU3BO/ICTBA U (POPMHPYIOTCS BBIBOJIBI 110 MTPOJICIIAHHON padore.

B npusioskeHust K OTYETY JOJDKHBI OBITH BKJIIOYEHBI:

. CXeéMa OpPraHU3alOHHON CTPYKTYpHI OpraHU3aLuu;

. CIMCOK HOPMAaTUBHO-METOANYECKHAX JOKYMEHTOB OpraHU3aluy;

. 00pasipl  OpraHU3alMOHHO-PACIIOPSIUTENBHBIX  JIOKYMEHTOB
OpraHH3aIHN;

. yHADUIMPOBaHHBIE (POPMBI IOKYMEHTOB;

. ONMaHKM BceX BWAOB  OPraHM3ALMOHHO-PACHOPSIUTEIBHBIX
JOKYMEHTOB.

Xapakrepuctuka (Ilpunoxenue 3) cocrasisiercst Ha OnaHKe,
MOJIMUCHIBAETCS PYKOBOJUTENEM MPAKTHKH, 3aBEpsieTCs Me4aTblo U
00513aTEIBHO CIAeTCSI BMECTE C OTYETOM.

B xapakTepucTHKe MOJDKHBI OBITH M3JIOKEHBI HAOIIONCHHMS
PYKOBOAMTENS] TPAaKTUKKM O paboTe CTyAeHTa OT OpraHu3allvy,
IIPOSIBIICHHBIE UM JIEJIOBBIE KAYECTBA, €T0 HABBIKU U YMEHUSI, OTHOLLCHHE
K pabore. XapaKTepUCTHKA COJCPIKUT OLIEHKY NMPAKTHKH 10 YEThIPEX-
OGanpHOWH  cucrteMe  (OTIMYHO,  XOpOINO,  YJOBJIETBOPHUTEIHHO,
HEYAOBJICTBOPUTEIHHO).

IIpomexxyTOUHBIH KOHTPOJIb 3aueT ¢ OLeHKOU

3.1. ®opMbl OTUETHOCTH

dopmaMu OTYETHOCTH IO MPAKTUKE SBISIFOTCS: OTIET 00YUAIOIIETOCS, XapaKTEPUCTHKA C
MeCTa MPOXO0XKACHUS MPAKTUKH, TpapUK IPOX0KICHHUS MPAKTUKN TPAKTUKH
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3.2.Kpurepun BBICTABIEHUS OLEHKHU 110 IPAKTUKE’

Baaasl/
IIxaxa ECTS

Ouenka 1o npakTuke

Kpurepuu oneHkH pe3yJbTaTOB NPAKTHKH

100-83/
AB

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

BricraBnsiercss  oOydaromemycs, €ciid XapakTepHCTHKa C MecTa
MPOXOXKICHUS IPAKTUKY COAEPIKUT BBICOKYIO MOJIOKUTENBHYIO OLEHKY,
OTYET BBINOJHEH B IIOJHOM COOTBETCTBHHM C MPEABSIBISIEMbIMU
TpeOOBaHMSMH,  aHAJWTHYECKas  4YacTh  OTYETa  OTJIMYACTCS
KOMIUIEKCHBIM TOAXOJOM, KpPEaTUBHOCTBIO U HECTaHIAPTHOCTBIO
MBIIIJICHUSI  CTYICHTA, BBIBOJBI OOOCHOBAHBI M  ITOJKPEIUICHBI
3HAYUTEIBHBIM 00BEMOM (PAKTHUECKOTO MaTepHaa.

OOyuaromuiicss HMCYEPIBIBAIOIIE W JIOTHYECKH CTPOHHO W3jIaraer
y4eOHBIi MaTepual, yYMEET YBS3bIBATH TEOPHIO C TIPAKTHUKOH,
CIpaBIISIETCS C PeIeHUEM 3a/1a4 Ipo(ecCHOHABHOI HAaNpPaBIeHHOCTH
BBICOKOTO YPOBHS CJIO’KHOCTH, IPaBHJIBHO OOOCHOBBIBAET NPHHSATHIC
peleHwMs.

Kommerenimu, 3akpemiéHHble 3a NPAKTHKOW, CHOPMHUpPOBAaHBI Ha
YPOBHE — «BBICOKUI.

82-68/

«xopouwioy/
«3aumeHo (xopouo)y/
«3aUMeHo»

BricraBnsiercss  oOydaromemycs, €cii XapakTepHCTHKa C MecTa
MPOXOXKJACHHUS MPAKTUKU COJIEPHKHUT IOJOXKHUTEIBHYIO OLIEHKY, OTYET
BBINOJIHEH B LIEJIOM B COOTBETCTBHH C MPEIbSBIIEMBIMH TPEOOBAHUSIMHI
0e3 CyIIeCTBEHHBIX HETOYHOCTEH, BKIIIOUaeT (haKTHIECKUi MaTepHa,
COOpaHHBIN BO BpeMsI IPOXOXKICHUS TPAKTUKH..

OO0yuaromuiicst MpaBUIILHO IPUMEHSIET TEOPETUIECKHE ITOJIOKECHUS TIPH
pELICHNH MPAKTUYECKUX 3a/1ad NMpodeccCHOHANBHON HalpaBIEHHOCTH
pPasHOTO YpPOBHS CJOXXHOCTH, BJaJeeT HEOOXOAWMBIMH JUIS 3TOTO
HaBBIKAMH ¥ IPUEMaMH.

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

67-50/
D.E

«y0oe1emsopu-
menvHoY/
«3aumeHo
(vOosenemsopu-
menvHo)»/
«3aUMeHO»

BricraBnsiercss  oOydaromemycs, €ciid XapakTepHCTHKa C MecTa
IIPOXOKIACHUS IIPAKTUKU COACPIKUT IIOJIOKUTEIBHYIO OLEHKY, OTYET 110
o opMIIEHHIO u COJIEPIKAHUIO YaCTUYHO COOTBETCTBYET
CYHIECTBYIOIIMM TPEOOBAaHMSAMH, HO COJCPXKHUT HETOYHOCTH |
OT/JCTbHBIE (PAKTUYECKHE OMIMOKH, OTCYTCTBYET MJUIIOCTPATHBHBIH
Marepuall.

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

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

49-0/
F,FX

«HEYO08IeMEOPUMENbH
o/
He 3aumeno

BeicTaBisiercst  oOydarolieMycs, €ciId XapaKTepUCTHKa C MeCTa
MIPOXOKICHUA MPAKTHUKH HE COEPIKUT IOJIOKHUTENILHON OLeHKH. OTYeT
NPEACTABICH HE BOBPEMS M HE COOTBETCTBYET CYIIECCTBYIOIIUM
TpeOOBAHUSAM.

OOy4JaroIuiicsl UCHBITBIBAET CEPbE3HBIC 3aTPyIHEHHS B NPUMEHEHUU
TEOPETUYECKUX TIOJIOKCHUM IIPH PEHICHWHM NPaKTHYECKUX 3amad
npo(eCCHOHAIBHOM ~ HANpaBIEHHOCTH  CTAHJAPTHOIO  YPOBHS
CIIOXHOCTH, HE BIaJeeT HEOOXOOUMBIMU M ITOIO HAaBBIKAMU H
IpUEMaAMH.

KommereHnun Ha ypoOBHE  «JIOCTaTOYHBINY,
JUCHUILIMHON, He C(hOPMUPOBAHBL

3aKp€HJ'IéHHI>I€ 3a

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

NpUMEeHAEeMbIX TEXHONOrNM 06yqu|/|ﬂ 1 OUeHnBaHUA.
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3.3. OueHouHbIe cpeacTBa (MaTepuabl) sl IPOMEXKYTOUHOM aTTecTalluu

00y4JarOIIMUXCs IO MMPAKTUKE

B mponiecce paboThl B apXxmMBe KaXKIblid CTYACHT OpopMisieT rpaduk MpaKTUKH,
B KOTOPOM (PUKCHUPYIOTCSI BCE BHIBI padOT, BBHIMOJHAEMBIX B paMKaxX KaXXIOTrO pasjena
MPOrpaMMBbI MPaKTUKU. [ paduK MpaKkTUKHU 3aIOIHAETCS 101 HAOIIOIEHUEM PYKOBOIUTEIIS
CTPYKTYPHOI'O MOJpPA3AE/ICHUs], B KOTOPOM pabOTAaeT CTYIAEHT-NPAKTUKAHT, U KaXAbli
sTam paboThHI CTy/lEHTa OleHHBaeTcsa. Ha OCHOBaHMHM TEKYIIMX OLEHOK TpyJa CTyIeHTa-
MPAaKTHKAaHTa OPraHM3alMsA BBIBOJUT HTOTOBYIO OIEHKY. ['paguk mpakTuku (CMm.
[Ipunoxenue 2). I'papuk 3aBepsieTcs MNOANUCHIO PYKOBOJUTENS MPAKTUKH OT
OpraHu3aluy U NeYaThio OpraHu3aluu (IIpU €€ HATUUHH).

OT4eT Mo MpaKTHKE OTPaXKaeT CIIOCOOHOCTh CTYACHTA aHAJTU3WPOBATH MOCTAHOBKY
JIeJIONPOU3BOJICTBA B OPTaHU3AIMM B COOTBETCTBUU C 3aKOHOJATEIbHBIMU, HOPMATUBHO-
IIPaBOBBIMM M HOPMAaTHUBHO-METOAMYECKMMH TpeOoBaHUsAMU. OlEHKa 10 MPAKTHUKE
CKJIaIbIBAETCA W3 JIByX COCTABIIAIOIIMX: OLICHKA, JTAHHAs CTYJEHTY OT PYyKOBOJMUTENS
IIPaKTUKU B OpraHW3allMd, U OLICHKA, IOJy4YeHHas 3a 3allUTy OTYeTa I10 IpPaKTHKE,
MIOCTABJIEHHAs HAYYHBIM PYKOBOIUTEIIEM.

Ha ocHoBaHMM TEKyIIMX OLEHOK TpyJa CTYyIEHTa-IPAKTUKAHTAa OPraHu3aLMs
BBIBOJIUT HUTOrOBYK OLEHKY. OpraHuzanuy BbICBUIAIOT B aJpec yHUBEPCHUTETA
UHAUBUAYadbHble XapakTepucTUku (IIpunoxkenue 4) Ha KaX10ro CTy/I€HTa-IPAKTUKAHTA
uoT4eT 00 wurorax pabOTBl CTYAEHTOB 3a NOANHCHIO PYKOBOJICTBA OpTaHHU3AINH
Y PYKOBOJMTEJIEH NPAKTUKU U NI€YATHIO OPraHU3aLUH (IpU HAIUYUK).

OTuer mODKEH coaepX aThb MH()OPMALHUIO O MOJTHOTE BBITOJHEHUS MPOTPAMMBbI
MPAKTHKH, O0BSICHEHNE IPUYHUH OTKJIOHEHUS OT MMPOTPaMMBI, €CITU TAKOBBIE UMEIIN MECTO.
Opranuzanusi BOpaBe 1aTh CBOM 3aMEUaHUs U MOXKEIaHMs M0 COAEPKaHUI0 IPOrpaMMbl
MPAKTHKH.

B xapakTepucTuke Ha CTyJE€HTa yKa3blBaeTcs, Kakas MMEHHO pabora Obuia MM
MPOBECHA, OMPENENIIETCS YPOBEHb €ro Mpo()ecCHOHAIbHON MOATOTOBKH, OLEHUBACTCS
OTHOILIEHHE CTYJEHTa K CBOUM OOS3aHHOCTSIM, WMHIUBUIYaJbHblE NPO(eCcCHOHAIbHbIE

0COOEHHOCTH M Ka4yeCTBa Kak cricnuaancTa.
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Onenka paboOThl CTYAEHTOB (KaK 1O OTAEIBHBIM pasleiaM, TaK ¥ UTOrOBas)
BBIBOJIUTCS IO  CHUCTEME:  «OTJIMYHO»,  «XOPOIIO»,  «YIOBICTBOPHUTEIHHOY,
«HEYIOBIIETBOPHUTEIHHOY.

PykoBoauTens MpakTUKU OT YHHBEPCHUTETA JIOJDKEH OBITh 3apaHee IOCTaBJICH
B U3BECTHOCTh PYKOBOAMTENIEM MPAKTHKHA OT OPTaHM3AIMU B TOM Cllydae, eclid padoTy
CTyJIeHTa COOUpAIOTCS OLEHUTh HEYJOBIETBOPUTENIbHO. OOIlee coriacoBaHUE OLEHKHU
MPOUCXOJIUT C YYETOM TIPEIINOUYTUTETHHOCTA TOH OIEHKH, KOTOPYH PpEIIEeHO aTh
MPAKTUKAHTY PYKOBOJMUTEISIMU MIPAKTUKUA OT apXHBa, €CIU COOJIFOJCHBI BCE YCIOBUS TIO

OopraHu3anu U MPOXOKACHUIO IIPAKTHUKH.

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

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

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

2019. — Pexxum noctyna: http://www.consultant.ru/document/cons_doc LAW_61798/.

@enepanbupiii 3akoH oT 06.04.2011 Ne 63-®3 “O6 osnexkrponHHoil mnognucu” //
[DnekTpoHHbIH pecypc]. — M., 2019. — Pexum AocTymna:

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

®enepanbublil 3akoH 0T 01.06.2005 No53-D3 «O rocymapcTBeHHOM si3bike Poccuiickoit

@eneparun»  // [JaekTpoHHblii  pecype]l. - M., 2019. - Pexum gocrtyna:

http://www.consultant.ru/document/cons_doc LAW_53749/.

[Tocranosnenue [IpaBurensctBa PO ot 15.06.2009 Ne 477 «O6 yrBepxxkaenuu [Ipasui
JeTIOTIPOU3BOICTBA B (peiepalibHBIX OpraHax MCIOJHUTEIbHON BiIacTH»// [IAeKTPOHHBIH
pecypc|. — M., 20109. — Pexum A0CTYyHa:
http://www.consultant.ru/document/cons_doc LAW_88695/.

Metoandeckre PeKOMEHIAIMU 10 pa3pabOTKe MHCTPYKIMHA IO EJIOMPOU3BOJCTBY B
(benepanbHBIX OpraHax MCIOJIHUTEIBHONW BJIACTH, YTBEpPXKICHHbIE MpHuka3oM PocapxuBa oT 23
nexabps 2009 Ne 76 // [DaektpoHnslii pecype]. — M., 2019. — Pexum pgocryna:
http://www.consultant.ru/document/cons_doc LAW_96081/

IIpuMepHas HHCTPYKLHUA 110 JEIONPOU3BOACTBY B TOCYAAPCTBEHHBIX OpPraHU3alUaX, YTB.

[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnexrponnslii pecypc]. — M., 2019. Pexum
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nocryma: http://www.consultant.ru/document/cons_doc_ LAW_305137/.

I'OCT P 7.0.97-2016. Hauuonansusiii crangapt Poccuiickoit ®enepanuu. Cucrema
CTaHJApTOB MO HH(pOpMaAIMH, OHOIMOTEYHOMY M H3AATEIbCKOMY neiny. OpraHu3anmoHHO-
pacniopsiiuTenbHas JoKyMeHTaus. TpeboBaHus K 0hOPMIICHUIO TOKYMEHTOB // [ DIeKTpOHHBIH
pecypcl]. — M., 20109. Pexxum JOCTYyIIa:
http://www.consultant.ru/document/cons_doc LAW_216461/.

I'OCT P UCO 15489-1-2007 Cucrema cTanmapToB 1o uHpopMauuu, OMOIHOTEUHOMY U
U3JIaTENIbCKOMY Jlemy. YmpaBieHue nokymeHtamu. OOmue TpeOoBaHus. // [DIEKTpOHHBIN
pecypcl]. — M., 20109. Pexum JOCTYyTIA:
http://www.consultant.ru/document/cons_doc LAW_135548/.

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

,ZIO"OJlHumeJleble

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

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

KBanudukanoHHbIH ClIpaBOYHUK JODKHOCTEH PYKOBOIUTENEH, CIEIIMAIMCTOB U APYTHX
ciayxamux // [jaexkTpoHHslii pecype]. — M., 2019. — Pexum goctyma: [DJIeKTPOHHBII
pecype]. — M., 2019. — Pesxxum nocryna:http://www.consultant.ru.

[TepedyeHb TUIIOBBIX YIPABICHYECKUX apXUBHBIX JOKYMEHTOB, 00pa3yroIuxcs B Ipolecce
JeSITeIbHOCTH FOCYIaPCTBEHHBIX OPraHOB, OPTaHOB MECTHOT'O CaMOYTIPABJICHUS U OPTaHU3AIHH,
C yKazaHHEM CpOKOB XpaHeHUs // [DiiekTpoHHbIH pecypc]. — M., 2019. — Pexum
poctyna:http://www.consultant.ru.

[TpaBuia opraHu3aly XpaHeHusl, KOMIUIEKTOBAaHHsI, Y4€Ta U UCIIOIb30BAHUS JOKYMEHTOB
ApxuBHoro ¢onga Poccuiickoii @enepaunu M APYyruxX apXUBHBIX JOKYMEHTOB B OpraHax
rOCyJapCTBEHHOH BIIACTH, OpraHax MECTHOT'O CAaMOYIIPABIICHUS U OPTaHU3AIMIX, YTBEPKICHHBIX
npuka3zoM MunkynbTypsl PO ot 31.03.2015 Ne 526 // [dnekTpoHHslii pecype]. — M., 2019. —

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

OcHoBHas JuTepatypa

beikoBa T.A. JIOKyMEHTallMOHHOE OOECTeueHHUEe yNpaBicHHS  (JAeJT0MPOU3BOICTBO)
[DnexTponHBIi pecypc] : yuebnoe nocodue / T. A. brikosa, T. B. Ky3unerosa. - 2-e u3z., nepepad.
u gom. - MockBa : Huppa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL
http://znanium.com/go.php?id=942800.

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

Kykapuna HO.M. CoBpeMeHHBbI¢ OpPraHu3allMOHHbIC W pPeriiaMeHTHbIe JOKYMEHThI:
¢pynkunun u pasnoBuaHoctu // Becthuk PITY. 2016. Ne2. [DuexkTponnsblii pecypel]. — M.,
2019. - Pexum AocTyna: https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-
RGGU/Vestnik daizi%202(4)-16.pdf.

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

I[OHOJIHHTeJleaH Jureparypa

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

4.2. Ilepeuens pecypcoe unghopmauuoHHo-meneKOMMyHUKAYUOHHOU cemu
«Humepuemy», He0OX00UMDBLIL 01 NPOXOHCOCHUA NPAKMUKU

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

2. Nudopmaiimonneie pecypcbl Mo Jaenonpou3BoactBy: www.docflow.ru,
www.vniidad.ru, www.e-rus.org, www.gks.ru

3. Caitit «Zakonbase»: 3akonomarenpHas 0a3a Poccuiickoit denepannu //

http://zakonbase.ru

4. ['mnpausa Yopasistomux JJokymenranueit: www.GDM.ru
5. Koncantunrosas rpynmna «Tepmuka»: www.termika.ru
6. Pocculickas razera: www.rg.ru

5. MaTepl/IaﬂbHO-TeXHl/l‘{eCKaﬂ 6333, H606XOIII/IM3H AJIA MMPOBEACHUS MPAKTUKU
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Jlns  mpoBeAeHUs NPAKTUKU HEOOXOJUMO  CJEAylolee MaTepualibHO-
TEXHUYECKOE 00ecIeueHune: CTYJEHTY JOJKHO ObITh IPEIOCTABIEHO padoyee MECTO
(>keyaTellbHO AaBTOMATHU3UPOBAHHOE) W MaTepuaibl JJisl aHalu3a, yKa3aHHbIE B

npcAbIAYyIUX pasaciiax nmporpaMmal.

6. Opraﬂmaunﬂ NPaKTUKU IJIA JTUI ¢ OTPAHHYCHHBIMUA BO3MOKHOCTHAMMU 310POBbSI

[Ipn HEOOXOMUMOCTH TpOrpaMMa MPAKTUKH MOKET OBITH aNanTUpPOBaHA IS
obecriedeHnss 00pa30BATEIBHOTO MPOIecca JUIaM C OTPAaHHUYEHHBIMH BO3MOKHOCTSIMU
3I0pOBbS, B TOM YHCII€ JJI JUCTAHIIMOHHOrO oOydeHus. st 3TOro or CTyJeHTa
TpeOyeTcsi MPEACTAaBUTh 3aKIIOYEHHE TMCUXOJIOT0-MEIUKO-TIEJarornyecKo KOMHUCCHH
(IIMIIK) u nuyHOoe 3asBieHUE (3aBJICHUE 3aKOHHOTO MPEJICTABUTEIS).

B 3axmouenuun [IMIIK 1o/mKkHO OBITH MIPOMUCAHO:

- pekomeHayeMas ydeOHas Harpy3ka Ha oOyuaromierocs (KOJIMYECTBO JIHEW B HEMEIIO,
4acoB B JICHb);

- 000pyTIOBaHNE TEXHUUYECKUX YCIOBUH (MPU HEOOXOTUMOCTH);

- COMpOBOXACHUE W (WIM) MPUCYTCTBHE pOAUTENEH (3aKOHHBIX MpeACTaBUTENEH) BO
BpeMsl yueOHOTo Tpoiiecca (Mpu HEOOXOIUMOCTH);

- OpraHu3anMs IICHXOJIOTO-IIEJarorn4eckoro COIMPOBOXKIEHUE OO0ydvarolmerocs ¢
YKa3aHUEM CHEIUATUCTOB U JIOIMYCTUMON HArpy3KU (KOJUYECTBA YACOB B HEJIEIIO).

Jns ocyllecTBIIEHHMs] TPOLENYyp TEKYIIEro KOHTPOJISI YCIIEBa€MOCTH U
MIPOMEKYTOYHOU aTTECTAIIMN O0YUYAIONMUXCS MPU HEOOXOUMOCTH MOTYT OBITH CO3aHbI
GOHIBI  OIICHOYHBIX CPEJACTB, AQMaNTUPOBAHHBIC [UISI JIMI C OTPAaHUYCHHBIMU
BO3MOXKHOCTSIMU  3[I0pOBbS ¥ TO3BOJISIIOIIME  OLUEHUTh  JIOCTUKEHUE  HUMHU
3aIUTAaHUPOBAHHBIX B OCHOBHOW 00pa30BaTENBHON MpOrpaMMe pe3yibTaToB OOydYEHUS U
YpPOBEHb C(HOPMHPOBAHHOCTH BCEX KOMIICTCHIIMM, 3asBJICHHBIX B 00pa3oBaTeIbHOU
porpaMmme.
dopma TMpoOBEAEHUS TEKYLIEH M HUTOrOBOM aTTecTallu ISl JIUI C OTrpaHUuYCHHBIMU
BO3MOXKHOCTSIMU ~ 3JI0POBbSl  YCTAHABJIMBAETCA C  y4€TOM  HWHIUMBHUIYaJIbHBIX
ncuxopu3n4ecKux oco0eHHOCTEN (YCTHO, MUCbMEHHO (Ha Oymare, Ha KOMIIBIOTEpPE), B
dbopme TtectupoBaHUS W T.0.). [lpu HEOOXOAMMOCTH CTYACHTY MPEIOCTABISETCS

AOMOJIHUTCIIBHOC BPEMS I ITIOATOTOBKH OTBCTA HA 3a4CTC NJIM SK3aMCHC.
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®opMa npoBeAEHUS MPAKTUKH IS 00YHAIOIIMXCS U3 YKCIa JIUL] C OTPAHUYEHHBIMU

BO3MOXHOCTSMHM  370pOBbSl  (MHBAJUAHOCTBIO)  YCTAaHABIMBAETCA C  Y4ETOM
WH/IMBHIyalIbHBIX TCHUXO(PHU3NYECKHX OCOOCHHOCTEW B (opmax, aJanTUPOBAHHBIX K
OrpaHUYEHHUSAM MX 370POBbsSl U BOCHPUATHS MH(pOpMaLMK (YCTHO, MINCBMEHHO Ha Oymare,
MUCbMEHHO Ha KOMITBIOTEPE U T.IL.).
BbiOop MecT NpOXOXKACHHS NpPaKTUK I8 HHBAIMIOB M JIMI C OTIPAaHUYEHHBIMU
BO3MOXHOCTAMH 3710poBbsi (OB3) npousBoautrcs ¢ yuerom TpeOOBaHUM UX AOCTYIHOCTU
JUIS. TAaHHBIX OOYyYarolUXCsl U pEKOMEHAAIMN MEANKO-COLMAIbHON 3KCIIEPTU3BI, & TAKKE
WHIUBUIYaJIbHOU porpaMmme peaOunuTanuu WHBaJINAA, OTHOCHUTENBHO
PEKOMEHIOBAHHBIX YCIOBHM U BUJIOB TPyAa.

[Ipn nHampaBneHun uHBaNMga M oOywatouierocss ¢ OB3 B opraHuzanuio WU
OpEeanpuATHe I8 MPOXOXKACHUS MPEIyCMOTPEHHOW YYeOHBIM IUIAHOM NPAKTUKH
YHUBEPCUTET COTIACOBBIBAET C OpraHu3alue (MpeanpusiTueM) yCIOBUS U BUIIBI TPY/Jia C
YY4ETOM PEKOMEHJALUMN  MEOUKO-COLMAIbHOM  AKCHEPTU3bl W  HHAWBHAYAJIBHOU
nporpamMmbl peabunuranuu nHBaHAA. [lpr HEOOXO0IUMOCTH I TPOXOKACHUS MPAKTUK
MOTYT CO3/aBaThCsl CHEIHaJbHbIE padouyMe MecTa B COOTBETCTBHUM C XapaKTEpOM
HapyIICHUH, a TaKKe C y4eTOM NpOo(ECCHOHAIBHOTO BHJA JEATEIBHOCTA M XapaKTepa
TPYyZa, BBIMOIHIEMBIX 00yJaloNMMCSI-UHBAINIOM TPYIOBBIX (PyHKIIUH.

3amuTa 0T4eTa Mo MPAKTUKE Ul O0y4YaroIIUXCS U3 YKMCIIa JIML C OFPAHUYEHHBIMU
BO3MOKHOCTSIMH 3JIOPOBBSI OCYIIECTBISIETCS C HCIOJIB30BAaHHEM CPEACTB OOLIEro u
CHEIMAJIBHOIO Ha3HaueHus. IlepeueHp HCIOIB3yEMOro MaTepHabHO-TEXHUYECKOTO
o0ecrieueHus:

e yueOHbIE AyJUTOPUH, OOOPYIOBAaHHbIE KOMIIBIOTEPAMH C BBIXOJOM B HMHTEPHET,
BUJICONPOEKLIMOHHBIM ~ OOOpYAOBaHMEM  JJI1  NPE3EHTAalMi, CpeacTBaMu
3BYKOBOCIIPOMU3BEEHUS, SKPAHOM;

e OubmmoTeka, MMeromas pabounme mecta ig O0y4arommxcsi, 00OpYyIOBaHHEIE
JOCTYTIOM K 0a3aM JaHHBIX U HHTEPHETOM;

® KOMIIBIOTEPHBIE KJIACCHI;

e aymuropuss LleHTpa conpoBoXaeHHS OOyYarOIIMXCS C HHBAJIUJHOCTBIO C
KOMITIBIOTEPOM, OCHAILIEHHAs CIIELIMATIM3UPOBAHHBIM IIPOIPaMMHBIM 00€CIIeueHUEM
JUI CTY/IGHTOB C HapyLICHUSMH 3pEHMs, YCTPOMCTBAMHU i1 BBOJA M BBIBOJA

roJI0COBOYM MH(OPMAIIUH.
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JUist UL ¢ HapYIISHUSIMH 3pEHUS] MaTePHAIIbl TPEI0CTABIISIOTCS:

e B dopMe IEKTPOHHOTO JOKYMEHTA;

e B TIeUaTHOU (pOpMe YBETHUECHHBIM MIPUPTOM.

JUist i1 ¢ HapYIIEHUSIMH CITyXa:

e B dopMe IEKTPOHHOTO JOKYMEHTA;

e B IeyaTHOU (hopme.

JUist UL ¢ HapyIIeHUSIMHA OTIOPHO-/IBUTATEILHOTO anmnapara:

e B $opMe IEKTPOHHOTO JOKYMEHTA;

e B ITIeUaTHOU (opme.

3amuTa OT4YeTa 1Mo MPAKTHKE JJIS JIUI] C HAPYIICHUSIMHU 3pEHUS] TPOBOJUTCS B YCTHOU
dbopme 6e3 iperocTaBIeHUs 00yYarOIINUXCs Tpe3eHTauu. Ha BpeMst 3aIUThI B Ay TUTOPUHU
J0JKHA OBITH 0OecTieueHa moHas TUIIWHA, TPOAOIKATEIBHOCTD 3alIUThl yBEIINYHBACTCS
no 1 gaca (mpu HeoOxomumocTH). ["apanTupyercs AOMyCK B ayJUTOPHIO, T/I€ MPOXOIUT
3alIUTa OTYEeTa, COOAKU-TIPOBOJHUKA MPU HATUYHUU JOKYMEHTa, TOATBEPKIAOIIETO €€
criennagbHOe 00y4YeHHe, BBITAHHOTO MO0 (OpME U B MOPSAKE, YTBEPKACHHBIX MPUKA30M
MunuctepcTBa TpyJa U coumanbHoil 3amuthl Poccuiickoit ®enepanuu 21 urons 2015r.,
peructpanuoHHbii Homep 38115).

JUist aun ¢ HapyIIeHUsIMH CTyXa 3allluTa MPOBOAMUTCS 03 MPeIoCTaBICHHS YCTHOTO
JoKIaaa. Bormpockl KoMHCCHU 1 OTBETHI HA HUX MPEACTABISIOTCS B MUCBMEHHOU (opMme.
B cnyuae Heo6xoanMocTH, By3 0OecTieunBaeT MpeA0CTaBICHUE YCIYT CypAOIIEPEBOAUNKA.

J1st 00y9aromuxcst ¢ HapyHIeHUSIMA OMOPHO-ABUTATEIBHOTO anmnapara 3aiuTa HTOroB
MPAKTHKHU TPOBOJUTCS B ayJIUTOPUH, 0OOPYIOBAHHOW B COOTBETCTBUH C TPEOOBaAHHUSIMH
noctynHocTd. [loMerenus, Tie MOryT HaXOIUThCS JIIOM Ha KPECIaX-KOISICKaX, JOJKHBI
pa3Memarsesl Ha YPOBHE IOCTYITHOTO BXOJa WIIM IPEIyCMaTPUBATh MTAHYChl, OIbEMHBIE
1aTOpMBbl IS JIFOJEH C OrpaHMYEHHBIMUA BO3MOXKHOCTAMHU WK JTUQPTHL. B aymutopun
JOJKHO OBITH IPEIYCMOTPEHO MECTO JJISl Pa3MEIIeHHs 00yJaroIerocss Ha KOJIsICKe.

JlononHuTeNbHBIE TPEOOBAHUS K MaTEpUATIbHO-TEXHUYECKOM 0aze, He0OX0AMMOM AJist
NPEICTABICHUSI OTYETa IO MPAKTHUKE JHUIOM C OTPAHWUYCHHBIMH BO3MOXKHOCTSIMH
3JI0POBBSI, OOYYAIONIUIICS NODKEH MPEJOCTaBUTh Ha Kadeapy He MO3aHee, YeM 3a JIBa

MecCsa JI0 MMPOBEICHUS MPOLEIYPhI 3aIIHUTHI.
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IIpunoxenne 1

AHHOTALUA

[IpakTHKa 10 MOJyYEHUIO MEPBUYHBIX NPO()ECCUOHAIBHBIX YMEHUN U HABBIKOB, B
TOM YHCJIC IICPBUYIHBIX yMeHI/Iﬁ 1 HABBIKOB Hay‘lHO-HCCHeI[OBaTCHBCKOﬁ ACATCIIBHOCTHU
([okymeHTOBeieHUE) SIBISETCA YacThiO 0a30BOT0 IIUKJIA JUCHUILIMH Y4€OHOTO MIaHa
110 HAITPaBJICHUIO MOATOTOBKHU I[OKyMeHTOBeI[eHI/IC " apXHUBOBCJACHHUC. PYKOBOI[CTBO
MPAKTHKON OCYIIECTBISIET Kaeapa JOKyMEHTOBEACHHS, ay TMOBU3YabHBIX U HAyYHO-
TCXHUYCCKUX apXNBOB @aKyaneTa AOKYMCHTOBCACHUA U TCXHOTPOHHBIX apXUBOB
HcTopuko-apXUBHOTO HHCTUTYTA.

Ilenbp mpakTHKU: U3yYEHHE BUIOBOTO COCTaBa CIIY>KEOHBIX JTIOKYMEHTOB,
WCMOJIb3YEMBIX B  JICSITEIbHOCTM KOHKPETHOW OpraHu3aluM, MOpsSAKa U
0cOOCHHOCTEN uX Oo(dOpMIEHHUS, U3YyYEHUE JOKYMEHTOO0OOpOTa U OpraHu3aluu
paboThl C JIOKYMEHTaMU: TMOpSJKA PErucTpaldu, KOHTPOJS HUCIOIHEHUS
JOKYMEHTOB, OPraHU3allMd TEKYIIETO XPAHEHUsI JOKYMEHTOB, MOPSAKA Mepeaadu
HX B apXMUB.

3agauu MPaKTUKU:

- U3YYUTh W NPOAHAINU3UPOBATH HOPMATUBHO-IPABOBBIE W HOPMATHUBHO-
METOJIMYECKHE JOKYMEHTHI, ONPEACISIONIME OPraHU3aluI0 U TEXHOJIOTHUIO
JeJI0MPOU3BOCTBA (IOKYMEHTAIMOHHOTO o0ecneuenus ynpasienus (JOVY))
B opraHu3auu’ (yCTaBbl, HONOKEHUS, IIPABUIA, HHCTPYKLUH, PETTIAMEHTEL U
T.IL.);

- COCTaBUTbH MPEACTABICHUE O CUCTEME AETONPOU3BOACTBA TOM OpraHu3aIuu, B
KOTOPOM OH MPOXOJUT IIPAKTUKY;

- 03HAKOMHTBLCS C COJIep)KaHUEM KOHKPETHBIX JIeJIONPOU3BOICTBEHHBIX Pa0OT
HETMOCPEACTBEHHO HAa paboveM MecCTe;

- TMOJYYUTh HABBIKA pabOTHI C TOKYMEHTAMU Ha BCEX CTAJUAX UX JBUKEHUS
(nepBuyHas 00pabOTKa TOKYMEHTOB B SKCIIEIUIINH, paboTa ¢ JOKYMEHTaMu B

KaHOCIIPpUKU, PCrucTpanusa, KOHTPOJb, HWCIIOJIHCHUC JTOKYMCHTOB B

!B nporpamme TepmuH "opranusanus’ CMIONB3YETCS Kak 0600MIAIONMUI, MPAKTHKA MOKET MPOXOJIUTH B
YUpEXICHNH, IPEANPUSITHH, PUpMeE, KOMIaHUH U JIp.
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CTPYKTYPHBIX MOJpa3/CIICHUSX, UX OTIpPaBKa, OpraHu3allus XpaHEHUs,
MOATOTOBKA JOKYMEHTOB K C/1au€ B apXUB H T.1.);
- 3adukcupoBaTh B  JHEBHHUKE TMOJYYCHHBIE CBEJACHUS U PE3YJbTAThI
BBITIOJTHEHHOM pabOTHI;
- TNOATrOTOBHUTH OTUET, 0OOOIIAIOIINI MOJTYUYECHHbIC 3HAHUS U MPAKTUYECKUE

HAaBBIKH.

[IpakTuka HampapieHa Ha (GOPMUPOBAHUE CIEIYIOMIUX KOMIIETEHIIUN:

OK-8 CriocoOHOCTB UCITIONIB30BaTh METOJIBI M CPEICTBA (PU3UUECKOM KYJIbTYpHI IS
o0ecreyeHns: NOTHOLCHHOM COIMaIbHON U MPOpeCCHOHATIBLHOM e TeTbHOCTH.
OK-9 I'0TOBHOCTB NOJIB30BATHCSI OCHOBHBIMHM METO/IaMU 3alIUTHI IPOM3BOACTBEHHOIO

NepCOHaja U HACEJICHUS OT BO3MOXKHBIX TOCIIEICTBHIA aBapui, KaTacTpod,
CTUXUUHBIX OCJICTBUH.

OIIK-1 CnocoOHOCTHIO MCIONB30BATh TEOPETHUECKUE 3HAHUS W METOJBI MCCIICIOBAaHUS HA
MIPAKTHKE.

I1K-4 CriocoOHOCTh CaMOCTOSATENILHO PadOTaTh ¢ PA3IMYHBIMU UCTOYHUKAMU
uHpOpMaLUH.

[1K-7 CrniocobHOCTB
OLIEHUBATh UCTOPHIO U COBPEMEHHOE COCTOSIHUE 3apyOeKHOTO OMbITa YIPaBICHHUS
JOKYMEHTaMH M OPTaHU3aLUU UX XPAHEHHUS.

[1K-35  3nanue TpeOoBaHMN K OPraHU3AIMH CEKPETAPCKOTO OOCTYKUBAHHMSL.

B pe3ynbTaTe npoxoxkAeHUs NPAKTUKU 00yHaArOUIUNACS TOTKEH:

3HaTh OCHOBHbIE MPOOJEMBI JOKYMEHTOBEACHUS M apXMBHOTO Jiela,
TpeOOBaHUSI K OpraHU3alluyd CEKPETApCKOro OOCHYKUBAaHHS, METOJbl U HOPMBI
OpraHu3aluu padoThl ¢ TOKYMEHTaMU

¥Ymerb paboTaTh ¢ pa3IMUHBIMM UCTOUYHUKAMHU MHGOPMAIMU, CO3/1aBaTh U
BECTH €IMHBIE CHUCTEMbl JOKYMEHTAI[MOHHOTO oOOecrledyeHusi ymnpaBieHUS B
OopraHu3aliyd Ha Oa3e HOBEHIIEH TEXHOJOTMHM, OPTraHU30BBIBATH PabOTy CIIy>KObI
JIOVY, pabortats ¢ nHpOpMaLHEH B IT00aTbHBIX KOMIIBIOTEPHBIX CETSX.

Baaners OCHOBHBIMH METOJIaMM, CHOCOOAMH U CPEICTBAMH IMOIYUYEHHS,
XpaHeHus, nepepadoTku MHPOpMAIUU, UMETh HABBIKU PAa0OThl C KOMIBIOTEPOM,
OCHOBaMU HMH()POPMAIIMOHHO-AHAIUTUYECKON JESITEIbHOCTH M CIIOCOOHOCTHIO HX
MPUMEHUTh B TMpodeccHOHabHOU cdepe, 3aKOHOJATENbHOW M HOPMATHUBHO-

METOJUYECKOM 0a301 JOKYMEHTAIIMOHHOTO 00ECIIeUeHUsI YIIPABICHUS U apXUBHOTO
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Jena, MpaBUilaMyu MOJTOTOBKHU YIIPABIEHYECKUX TOKYMEHTOB U BEJCHHUS JIEIIOBOU
MEePEeINUCKH, MPaBUIAMU OpTraHU3alluKi BCeX ATanoB padoThl ¢ gokymeHTtamu (I1K-
43).

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

OO6miast TpyAOEMKOCTh MPAKTUKU COCTaBIISIET 3 3aueTHBIX eauHullbl, 108

JaCoOB.
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I'PAOUK NPOXOXJAEHUA TIPAKTUKHU

3as.kadenpoii

«

»

Ipunooicenue 2

YTBEPXJAIO

20 T

Hdara (matbI) Pa3zjnen npakTuku

OTtMeTKa 0
BBLINOJTHEHHH

HNuanBuayaabHoOe 3a1aHHE HA MPAKTHKY

(cocraBisieTcst pyKOBOJMTENIEM MPAKTHKH OT Kadeapsl)

PykoBonmutenb NpakTHKH
oT Kadeapsl /

(moxmnucey)

PykoBoauTtens npakTuku
OT OpraHu3anu /

(®1.0))

(moamuce)

(@1.0.)
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Ilpunosicenue 3

®OPMA TUTYJBHOI'O JINCTA OTYETA

W TO,
- “,
3 o %

%
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% §
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1 PoC
& Cy,

B3

MHWHOBPHAYKU POCCHUU
denepansHOE rOCYIAPCTBCHHOE OI0PKETHOE 00Pa30BaTEBHOE YIPEKIACHUE
BBICILIETO 00pa30BaHuUs

«Poccuiicknii rocy1apCTBEHHBIN I'yMaHUTAPHBINA YHUBEPCUTETY

(PITY)

Hemopurxo-apxuenviii uncmumym
Daxyrbmem 0OKYMeHmMOBeOeHUs: U MEXHOMPOHHBIX APXUBOE

Otuér o MPOXOKACHUH ITPAKTUKHU

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

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

..... (hopMBI OOyUCHUS
(@®HO)

PyKOBOHI/ITGHL IMPAKTUKU
(®HO)

Mocksa 2019 r.
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Ipunooicenue 4

OBPA3ENl O®POPMJIEHUA XAPAKTEPUCTUKHU C MECTA ITPOXOXJIEHUSA NPAKTUKH

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

(PHO) npoxoauin/a yueOHYIO IPAKTUKY O MOIYYEHHIO EPBUYHBIX TPO(hEeCcCCHOHATBHBIX
YMEHHUH W HaBBIKOB, B TOM YHCIE I10 ITOJYYEHHIO NMEPBHYHBIX YMEHHMH M HABBIKOB HAYYHO-HCCIIEIOBATEIbCKON
JIeSITEIEHOCTH (JOKyMEHTOBEJICHUE) B Ha JIOJDKHOCTH
3a BpeMs IPOXOXKJICHUS MPaKTUKN 00ydaromuiics/odydaromascs
03HAKOMMUJICS/Nach C: ,
BBITIOJTHSLI/a ,
ydacTBOBaj/a B

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

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

PykoBoauTens npakTUKu
OT OpraHu3aluu (@HO0)

(0ama)
(noonucwv)

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



