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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: TMOpSJKA PErucTpaldu, KOHTPOJS HUCIOIHEHUS
JIOKYMEHTOB, OpraHU3allMy TEKYIIEro XpaHEeHHs] JOKYMEHTOB, MOps/IKa Meperadu
WX B apXUB.

3aauu NpaKTUKN:

- W3Y4YUTh U MPOAHAIU3UPOBATH HOPMATHUBHO-IIPABOBBIE U HOPMATHUBHO-
METOJUYECKHE JTOKYMEHTHI, ONPECSIONINEe OPraHU3alui0 U TEXHOJOTHIO
JeJI0MPOU3BOCTBA (IOKYMEHTAMOHHOTO o0ecnieuenus 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 COJICPKAHUEM KOHKPETHBIX JIE€JIONPOU3BOJICTBEHHBIX pabOT
HEMOCPEICTBEHHO Ha pabo4yeM MECTE;

- TMOJYyYUTh HABBIKA pabOTHI C TOKYMEHTAMU Ha BCEX CTAJUAX UX JBUKEHUS
(nepBuyHas 00padOTKa TOKYMEHTOB B dKCIIEIUIINU, padoTa ¢ TOKYMEHTaMU B
KAHIEISIPUU, PETUCTpalusi, 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, 0OOOIIAIOIINI MOJTYUYECHHbIC 3HAHUS U MPAKTUYECKUE

HAaBBIKH.

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

CnocoObl IpoBeieHUs MPAKTUKK: CTAllMOHAPHAS, BbI€3HAS.

CranuoHapHasi IpakTUKa TPOBOJUTCS B CTPYKTYPHBIX MTOAPA3ACICHUIX
PITY unu B npouibHBIX OpraHu3alusax, pacrnoyioKeHHBIX Ha TEPPUTOPHUHU T.
MockBbl. Brie3qnas mpakThka OpPOBOAUTCS B MPOQUIBHBIX OpPraHU3AUSX
pa3nuuHbIX pernoHoB Poccuiickoit denepanum.

K nonpazngenenusm PITY, B KOTOpBIX TPOBOAUTCS MMPAKTUKA CTYAEHTOB
OTHOCSITCSI: YTpaBlieHUE JeilamMu, YTNpaBieHUE KaJIpoB, JE€KaHATHI U Kadeapbl
¢dakynpTeTa.

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

Bo Bpewmsi npakTUKH CTYJIEHTHl padOTalOT B CIy>K0ax JOKYMEHTAallMOHHOTO

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

Tak:ke cTyZieHTaM MOXET ObITh TPEAOCTABIECHA BO3MOKHOCTD IMTPOXOXKCHUS
MPaKTUKU B aJMUHUCTPATUBHBIX U (YHKIIMOHAIBHBIX moApazaeneHusx PITY. B
ATOM cllydae, AaThl MPOXOXKACHUS MPAKTUKU MOTYT CIABHUraThCsl (B TOM YHUCJE HA
KaHUKYJsIpHOE Bpemsi) ¢ 0hOpMIICHHEM JIaHHOTO MEpPEeHOCa 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 KOMIeETEHIUH Iepeuenn IUIAHUPYEMBIX pe3yJIbTaToB
KOMHeTeHHHH2 IMPOXO0KICHUSA NMPAKTUKH
Oowekyromypuuie / ynugepcanbivle KOMnemeHyuu
OK-8 CriocoGHOCTH UCTIONIB30BATh 3HaTh:
METOJIbI U CpeNICTBA (PU3HUECKOM -OCHOBHBIE TIpaBUJIA IOAAEPKAHUS
KYJIBTYpPBI 17151 00ecTIeYeH s ¢duznueckoit popMbl U 310POBHA
MOJIHOIIEHHOUW COIUAJIbHOW U
npodeccrnoHaIbHOM YMeTs:
JIEATETbHOCTH -MCIOJIL30BAaTh MOJYYEHHBIEC 3HAHUA B
obnactu (hU3MUECKOHN KyJIbTyphl Ha
MPAaKTUKE
Brnaners:
-OCHOBHBIMH METOJAMU U CPEACTBAMU
(bu3nUeCcKoil KyIbTypHI

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

nnaHe; opMynMpPOBKM KOMMETEHLMIA JOMKHbI cooTBeTcTBOBaThL PrOC BO.



OK-9 I'0TOBHOCTH MOJIB30BATHCS 3HaTh:
OCHOBHEIMH METOJIaMU 3aIlIUThI -OCHOBBI TPAXKJAHCKON U TEXHOTECHHOM
MPOU3BOJICTBEHHOTO MEPCOHANA U | OE30MaCHOCTH
HACEJICHUS OT BO3MOXKHBIX VYMers:
MOCIIEACTBUI aBapuii, KaTacTpod, | -MCIOIH30BATH MOTYICHHBIC 3HAHUS B
CTUXUHHBIX O€CTBUIA 00JIaCTH rpa)K1aHCKOM OE30MaCHOCTH Ha
MpaKTUKE
Bnanets:
-OCHOBHBIMH METOJIaMU 3alIUTHI OT
BO3MOXXHBIX aBapui, KaTacTpod u
CTUXUIHBIX O€NCTBUII 1 MUHUMU3AIUNA
X IOCJIeACTBUMN
IIpodeccuonabHble KOMIETEHIIUH
Buj fesaTebHOCTH
IIK-14 BJIQJICHUEM HaBLIKAMU 3HAaTh:

UCIIOJIb30BAHUS KOMITBIOTEPHON
TEXHUKH U HH(OPMAITMOHHBIX
TEXHOJIOTUH B
JTOKYMEHTAIIHOHHOM
o0ecreyeHn yIpaBieHUs U
apXUBHOM JIelie

-COBPEMEHHBIE KOMITBIOTEPHBIE
TEXHOJIOTUH CO3aHUsI TEKCTOBBIX,
TaOIUYHBIX, IPaUIECKUX,
MYJIbTUMEUIHBIX JOKYMEHTOB U 0a3
JaHHBIX;

- OCHOBHBIE MPUHIIUITBI OPTaHNU3ALUT
CeTel pa3sHOro0 YPOBHs, OpraHU3aluu
nocryna k cetu MHrepHer;

-OCHOBHBIE IPUHITUIIBI K METOIbI
MOCTPOCHHS U MCTIOJIb30BAaHUSI BETYIITHX
MH(POPMALIMOHHBIX TEXHOJIOTUH B cepe
yIpaBJICHUS IEPCOHAIIOM;

-OCHOBBI pa3pabOTKU ¥ BHEPEHUS
KaJpOBOH U YIIPaBIECHYECKOU
JOKYMEHTAIUH, OTITUMH3AINN
JOKYMEHTO000pOTa U CXeM
B3aUMOJICVCTBUS MEXKIY
MOJIPa3/IeICHUSIMH;

-OCHOBBI COBMECTUMOCTH, HAJICKHOCTH U
3G HEKTUBHOCTH TPUMEHEHHS
TEXHUYECKHUX CPEJICTB YIPABICHHUS.
YMers:

-ONpeAeNsATh BUIbI IPOTPAMMHOTO
obecreyeHnsi, HEOOXOIUMOTO IS
peleHus 3a1a4 aBTOMaTH3aIUN
JOKYMEHTAIHOHHOTO 00ECTIeUCHHS
yIpaBJICHUS U APXUBHOMN JEATEIBHOCTU B
OpraHu3aIuy;

-I10JIb30BaThCSI MOMCKOBBIMU CHCTEMaMHU
1 MH(OPMAITMOHHBIMU peCypcaMu B
obmacTi obecrieueHus! epcoHaIoM;
-paboTath ¢ UHHOPMAITIOHHBIMHU
cucTeMaMH U 06a3aMu IaHHBIX 110
NIEPCOHAY;

-HCIIOJIb30BaTh KOMIBIOTEPHYIO TEXHUKY
1 MH(OPMAITMOHHBIE TEXHOJIOTHH.
Biagers:




- IPOOJIEMHO- OPUEHTHPOBAHHBIMU
NaKeTaMU NPUKIIAJHBIX IPOTPaMM 10
OTpacysiM U cdepam e TeNbHOCTH;
-METOJIaMH MPOBECHUS aHATTUTUYECKOH,
IIPOTHO3HO-3KCIIEPTHON U
MOHHUTOPHHTOBOM pabOTHI C
UCTIOJIb30BaHUEM O(UCHBIX
KOMIIBIOTEPHBIX TEXHOJIOTH;
-HaBbIKaMH pabOTHI CO
CIEeLUANTU3UPOBAHHBIMU KaIPOBBIMH
KOMIIBIOTEPHBIMH ITPOrpaMMaMy U
B3alMOJEICTBUS CO CiIyk0aMu
MH(POPMALMOHHBIX TEXHOJIOTHNA U

3¢ (HEeKTUBHOTO UCTIONB30BAHUS
KOPIIOPAaTHUBHBIX HH(POPMALIMOHHBIX
CHCTEM IIPH PEIICHUH 3a]1a4 yIPaBICHUS
MIEPCOHAJIOM;

- IPUMEHEHHSI COBPEMEHHOM 0(UCHOM
TEXHUKH.

[IK-15 CriocoGHOCTH COBEPIICHCTBOBATh | 3HATH:
TEXHOJIOTUH TOKyMEHTAIIMOHHOTO | — METOAUKY COBEPIICHCTBOBAHUS
obecrnieueHus ynpaBIeHUS U JIeIONPON3BOICTBA Ha Oa3e
apXUBHOTO JieJa Ha 0a3e WCIOJIb30BAHUS CPEJICTB aBTOMATH3AIIHH;
WCIIOJIb30BAHUS CPENICTB YMeTh:
aBTOMAaTHU3aIuU — IPUMEHSATH Ha MPAKTUKE METOJAUKY
COBEpPIIICHCTBOBAHUS JCIOMPON3BOICTBA
Ha 0a3e UCIIOJIb30BAHUS CPEJICTB
aBTOMATHU3AIUY;
Bnanets:
- METOAMKOW COBEPIIICHCTBOBAHHUS
JIeIOTPOU3BOICTBA Ha Oa3e
WCTOJIb30BAaHUs CPEJICTB aBTOMATH3AIINH;
IIK-16 Bnanenue npaBuinamu 3HAaTh:
AKCIUTyaTaIlui TEXHUIECKIX -TpaBuiIa IKCILTyaTaluu oducHou
CPEICTB M CIIOCOOHOCTHIO OPITEXHUKH, MIPUMEHSIEMOM JUISt
HCIIOJIb30BATh TEXHUYCCKHUE OCYIIECTBICHUS JEATEIIbHOCTH o
CpEICTBA B IOKYMEHTAIIHOHHOM JOKYMEHTAI[MOHHOMY 00€eCIIeYCHHIO
o0ecrieueHny ypaBIeHUS | yIpaBICHUS U ApXUBHOMY JIENTY;
apXMUBHOM JI€J1€ YMers:
-HCTIOJTh30BaTh TEXHUYECKUE CPENCTBA
JUIS peleHus: Tpo(heCcCHOHANBHBIX 3a7a4;
Bnanets:
-HaBBIKAMH  pabOThl C  pPa3IUYHBIMU
TEXHUYECKUMHU CPEJICTBAMU;
I1IK-17 Bnanenue MmeTogamMu 3alUThI 3HAaTh:

uHpopMauu

~-T€XHOJIOTHUIO 3alIUThI U 00pabOTKH
JOKYMEHTOB OIpaHHUYEHHOT'O I0CTYTIa;
YMmers:

-IPUMEHATH HOPMBI IIPABOBBIX aKTOB B
cdepe 3amuTH HHPOPMALIUH B
MIPAKTUYECKOU JeOSITENbHOCTH;




Bnanets:

-HaBBIKaMH Pa3padOTKU JIOKATbHBIX
HOPMATHUBHBIX aKTOB B C(hepe 3allUThI
uHpOpMaINH;

-HaBBIKAMHU 0OCCIIEUeHMS OE30I1aCHOrO
UCIIOJIb30BaHuUs HH(DOpMAIHH
OrPaHUYEHHOIO JOCTYyIA.

IIK-18

BiianeHue coBpeMeHHbIMU
crucTeMaMH HH(POPMALIMOHHOTO U
TEXHUYECKOT0 00ecredeHus
JOKYMEHTAllMOHHOT O
o0ecrieyeHns ynpaBieHUs

3HaTh:

- OPraHU3aLHUIo JEJIONPOU3BOACTBA
MYHMIMIIAIBHBIX OPTaHOB B YCIOBUSX
NPUMEHEHHS HOBBIX HH(POPMALMOHHBIX
TEXHOJIOTUH.

YMers:

- IPUMEHSATH HOBbIE HH(POPMALIMOHHBIE
TEXHOJIOTMH B JICJIONIPOU3BOICTBE
MYHHIMIIAJIBHBIX OPraHOB
Biagers:

- COBPEMEHHBIMU TEXHOJIOTHUSIMU
yIPaBIEHUS TOKyMEHTALUEH;

- TEXHOJIOTUSIMH MTOMCKa HH(POpMALIUU B
NPaBOBBIX 0a3axX JaHHBIX U B CETH
WNHurepHer;

- HaBBIKAMH PabOTHI ¢ OQUITHATIEHBIMU
caiiTaMi MyHHIIUTIAIBHBIX 00pa30BaHUN
ropoja MockBbl, MOCKOBCKO# o0actu
U Ipyrux cyowsexToB Poccuiickoit
Denepanuu.

I1K-19

CriocoOHOCTB UCTIONB30BATh
IIpaBWJia NOArOTOBKU
YIPaBIECHUYECKUX JOKYMEHTOB U
BEJICHHUS J1€JI0BOM MEPENUCKU

3HaTh:

~-HOPMaTUBHO-METOIMYECKUE
JIOKYMEHTBI, ONPEACIISAIONINE TOPSII0K
JOKYMEHTAIMOHHOTO O0eCcTieueHus
YIPABJICHUS

YMeTs:

-COCTaBJISITh, OPOPMIISITH U UCIIOJIE30BAThH
KOHKPETHBIE BUJIbI JOKYMEHTOB B
MPOLECCE UX YITPABICHUYECKON
JEATEIIbBHOCTH, B COOTBETCTBUU C
JNEUCTBYIOIMMH IPAaBOBBIMH HOPMaMU
Brnaners:

-HaBBIKAMH (DOPMHUPOBATH KOMILIEKCHI
HOPMAaTHUBHO-METOANYECKUX
JOKYMEHTOB, ONPEACIIAIOIINX TOPSII0K
J0Y

I1K-25

BitaneHne HaBbIKaMu IOATOTOBKU
YIIPABJICHYECKUX TOKYMEHTOB U
BEJICHHUS J1€JI0BOM NMEPENUCKU

3HaTh:

-TpaBUJIa COCTABJICHUS U OPOPMIICHUS
KOHKPETHBIX JOKYMEHTOB,
HCIOJIb3YEMBIX B JEATEIIBHOCTH
KOMITAHHH, U MOPSIAOK pabOThl C HUMU
YMeTs:

-COCTaBJISITh, OPOPMIISITH U UCIIOIE30BAThH
KOHKPETHBIE BUJIbI JOKYMEHTOB B
MPOLECCE UX YITPABICHUYECKON
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JIEATEIIbHOCTH, B COOTBETCTBHU C
JNEUCTBYIOIMMH IPAaBOBBIMH HOPMaMU
Bnanets:

-HaBBIKAMH COCTABJICHUS U O(pOpMIICHUS
JIOKYMEHTOB, UCITOJIb3YEMBIX B MPOLIECCE
YIIPABJICHUYECKON AEATEIIbHOCTH

[IK-26 Bnanennem HaBbIkaMu 00paOOTKU | 3HATH:

JOKYMEHTOB Ha BCEX JTamax | - npaBmiIa OpraHH3aLuH

JTOKyMEHTO000pOTa, JTOKYMEHTO000pOTa;

CHCTEMAaTH3allud,  COCTABJICHUS | -OCOOCHHOCTH  JBMIKEHUS  Pa3IMYHBIX

HOMEHKJIATyphI JelT JOKYMEHTOIIOTOKOB OpTraHU3aliH;
-paBmwiIa  paboOTBl €  BXOMASALIMMH,
UCXOSAIINMU u BHYTPECHHUMHU
JIOKYMEHTaMHU;
YMers:
-IPOBOIUTH ~ TpUEM U TMEPBUYHYIO
00paboTKy TOKYMEHTOB;
-pETUCTPAIUIO TOKYMEHTOB, KOHTPOJIb;
-obecreunBaTh MHPOPMAIMOHHO-
CIIPaBOYHYIO PaboTYy;
-(opMHpOBaTH TOKYMEHTHI B JI€Na;
Biagers:
-HaBBIKAMU ONTHMAJIILHOW OpraHH3aluH
paboThl ¢ JOKyMEHTaMH C MOMEHTa HX
MOJyYeHHUs  CO3JaHMs 1O MOMEHTa
nepeaayu ux B apXuB.

I1K-29 CrniocoOHOCTB cO3/1aBaTh U BECTU | 3HATh:

CUCTCMbI JOKYMCHTAIIUOHHOT'O
o0ecrieyeHns B OpraHu3aliy Ha
0a3e HOBEHUIINX TEXHOJIOTUN

- TEOPETUYECKHE MOIXO0AbI 1 OCHOBHBIE
MPUHIUIBI K METO/IbI TIOJTOTOBKU
yIPaBJIEHYECKUX TOKYMEHTOB,
TEXHOJIOTUI paboThI ¢ JOKYMEHTaMH,
cHCTEMaTH3alluu JIOKyMEHTOB B TCUECHHUE
KaJICHJApHOTO TOfla U OpraHU3aIiy uX
apXMBHOTO XpaHEHUS;

- periaaMeHTAaINIO BOIPOCOB
JOKYMEHTUPOBAHUS U PabOTHI C
JOKYMEHTaMHU B HOPMaTHBHO-TIPABOBBIX
aKTax;

- IOPSA0K UCTIOJIb30BAHUS
METOAMYECKUX JOKYMEHTOB IPH
pa3paboTKe JIOKaTbHBIX aKTOB
OpraHu3aIHii, pEeryJIUPYIOLIIX
JOKYMEHTAIMOHHOE 00ecIeueHue
yTIpaBJICHUSL.

- METOJMKY pa3paboTKu Tabens popm
JOKYMEHTOB H anb0oma popm
(11a0JIOHOB) JOKYMEHTOB JUJISI
OpraHU3aIHH.

YMers:

- pa3pabaTbIBaTh KOMILIEKC

OpraHnu3allMOHHBIX JOKYMCHTOB I10
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OpraHu3aIMH JOKYMEHTAIHOHHOTO
o0ecrieyeHus yrpaBIICHUs; -
paszpabartbiBaTh Tabenb Gopm
JOKYMEHTOB H anb0oMa popm
(1120JIOHOB) JOKYMEHTOB JIJISI
OpraHU3aIHH.

Bnaners:

-T€OPETUYECKUMH OCHOBAMHU CUCTEMBI
JOKYMEHTAITMOHHOTO 00ECTIeUeHHS
YIIPABJICHMUS.

I1K-30

CrniocoOHOCTh OPraHU30BBIBATH
paboty ciy)Obl
JOKYMEHTAIMOHHOTO
o0ecrieyeHus yrpaBieHUs U
apXMWBHOT'O XPAaHCHHUS JIOKYMEHTOB

3HaTh:

-IPUHLHMIIBL Pa0OTHI B CITyk0ax
JOKYMEHTAIHOHHOTO 00ECTIeUCHHS
yIpaBJICHUS U APXUBHOTO XPaHEHUS
JTOKYMEHTOB

apXMBHOTO XPAHEHUs IOKYMEHTOB
YMmers:

-OpraHu30BbIBaTh PaboTy CIyXKObI
JOKYMEHTAIMOHHOTO 00ECTIeUCHHS
yIpaBJICHUS U APXUBHOTO XPaHEHUS
JTOKYMEHTOB

Biagers:

-HaBbIKaMH OpTaHU3aLUHU pabOThHI
CITy’>KOBI JIOKyMEHTAIIHOHHOTO
o0ecrieyeHns yrpaBJIeHUs] U apXHUBHOTO
XpaHEeHHUsl JOKYMEHTOB

I1K-31

CrniocoOHOCTB pa3pabaThiBaTh
JIOKAJIbHBIC HOPMATUBHBIC aKThI U
HOPMAaTHBHO-METOINYECKUE
JTOKYMEHTBHI 10 BEJICHUIO
MH(POPMALIMOHHO-
JTOKYMEHTAIMOHHOTO
o0ecrieyeHus yrpaBieHUs U
apXUBHOTO JIeNia

3HaTh:

-Tpe0OBaHUA K Pa3pabOTKe JTOKAIBHBIX
HOPMATHBHBIX aKTOB ¥ HOPMaTHBHO-
METOAMYECKUX JOKYMEHTOB I10 BEJICHHIO
MH(POPMALMOHHO-TOKYMEHTALMOHHOTO
o0ecrieyeHus yrpaBJIeHUs] U apXUBHOTO
7ienia OpraHu3alyy.

YMers:

-IIPUMEHATH HOPMBI POCCUHUCKOTO
3aKOHOJATeIbCTBA IPU pa3paboTKe
JIOKAJIbHBIX HOPMATHUBHBIX aKTOB U
HOPMaTUBHO-METOIUUECKUX JJOKYMEHTOB
110 HHPOPMALIMOHHO-
JOKYMEHTAI[MOHHOMY 00€CIIeYCHHIO
yIpaBJICHUS U apXUBHOMY JIeTTy
OpraHu3aIuy;

-IIPUMEHATh METOINYECKHE TIOJXO/IbI K
pa3paboTKe JOKAIbHBIX HOPMATUBHBIX
aKTOB U HOPMAaTUBHO-METOANYECKIX
JOKYMEHTOB I10 BEJICHHIO
MH(POPMALMOHHO-TOKYMEHTALMOHHOTO
o0ecrieyeHns yrpaBJIeHUs] U apXHUBHOTO
nena;

Biagers:
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- HaBBIKAMH Pa3pabOTKH JTOKATBHBIX
HOPMAaTUBHBIX aKTOB U HOPMaTUBHO-
METOANYECKUX JTOKYMEHTOB I10 BEACHUIO
MH(POPMALIMOHHO - JIOKYMEHTAIIHOHHOTO
o0ecrieyeHns yrpaBJIeHUs] U apXUBHOTO
XPaHEHMs JOKYMEHTOB B OPTaHU3aLUU.

I1K-32

3HaHME 3aKOHOAATEIbHON 1
HOPMAaTHUBHO-METOJMUECKOM Oa3bl
MH(POPMALIMOHHO-
JOKYMEHTAIHOHHOTO
o0ecrieueHus yrpaBleHUs U
apXHMBHOTO JIeJ1a, CTIOCOOHOCTD
OPHUEHTHUPOBATHCA B IIPABOBOU
6a3e CMEXHBIX obnacTen

3HaTh:

-OCHOBHBIE HOPMBI POCCHICKOTO
3aKOHOJIaTeIbCTBA B 001aCTU
WH(OPMALIMOHHO - TOKYMEHTAIIMOHHOTO
obecrievueHus yIpaBIeHUS U apXUBHOTO
nena,

-OCHOBBI 3aKOHOJIaTEILCTBA B CMEKHBIX
00J1acTSIX NEeATCILHOCTH,

YMeTh:

-CaMOCTOSTeTTLHO MTPUMEHSITH B
MPAKTUYECKON AESITETLHOCTA HOPMBI
POCCHICKOI0 3aKOHOIaTEJIbCTBA B
obacti HH(POPMAIIMOHHO -
JOKYMEHTAIMOHHOTO O0eCcTieueHus
yIpaBICHUS ¥ apXUBHOTO JIEIIa;
-OPUEHTHPOBATHCSI B PABOBOM 0aze
CMEXHBIX 00J1aCTeH.

Bnanets:

-YMEHHUEM MPUMEHSATh HOPMBI
POCCHICKOI0 3aKOHOIaTEJIbCTBA B
obacti HH(POPMAIIMOHHO -
JOKYMEHTAIMOHHOTO O0eCcTIeueHus
yIpaBICHUS ¥ apXUBHOTO JIEIIa;
-YMEHHEM IPUMEHSATh OCHOBBI
3aKOHOJIaTEILCTBA B CME)KHBIX 00J1aCTsIX
JEeSTEIbHOCTH B MIPAKTUIECKON
NEeSTeNbHOCTH; --TCHICHIIUSIMHU Pa3BUTHS
3aKOHOAATEIhCTBA, MEXKIYHAPOTHOM U
HAI[MOHATILHOW CTaHAapTU3aIUH B cepe
JIOVY 1 cMexXHBIX 001aCTIX

I1K-35

3Hanue TpeOoBaHUH K
OpraHM3alH CEKPETAPCKOTO
o0CITyKUBaHUS

3HAaTh:
-TpebOBaHUs K OpraHU3aIuN
CEKPETapCKOTO OOCITYKUBAHUS;

VYMeTh:

-OcyH_[eCTBHHTB HCATCIIBHOCTD I10
OpraHU3aIMOHHO-UH(POPMALIMOHHOMY H
JOKYMEHTAI[MOHHOMY 00€CIICeYCHHIO
ACATCIIBHOCTHU pYKOBOI[I/ITCJ'IH;

Bnanets:

-HaBBIKAMHU OpPraHU3alMHU U IPOBEICHUS
MEPOIPUATHH, CBA3aHHBIX C
JEATEIIbBHOCTBIO PYKOBOIUTEIIS

1.6. MecTo npakTHKH B CTPYKType 00pa3oBaTesIbHOI MPpOrpaMMbl
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HpaKTI/IKa [0 TMOJYUYCHHIO MNCPBUYHBIX HpO(i)eCCI/IOHaHBHI)IX yMeHI/Iﬁ W HaBBIKOB, B TOM YHCIJIC

IIEPBUYHBIX YMEHHH 51 HaBBIKOB Hay‘IHO-HCCHeIIOBaTGHBCKOﬁ ACATCIIBHOCTHU
([loxkymeHTOBEIeHNE) MPOBOIUTCS IS CTYAEHTOB OakaiaBpuara, 00yqarouuxcs
no HampasieHnio 46.03.02 «JloOKyMEHTOBENEHHME W aApPXUBOBEICHHE», B

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

IIEPBUYHBIX YMEHHH 51 HaBBIKOB Hay‘IHO-HCCHeIIOBaTGHBCKOﬁ ACATCIIBHOCTU
([lokymeHTOBE/IeHNE) SBISETCA COCTAaBHOM YacThl0 Y4YeOHOTO Ipolecca u
MPOBOAUTCS JJIsI 3aKPEIUICHUS] U YTIIyOJIeHUsI TEOPETUUECKUX 3HAHUM 0 Kypcam
"IokymeHntoBenenue" u «Opranuzanua texHosorus JOVY», wuszydenus
CTyJAEHTaMU OpraHu3aluu JETOMPOU3BOCTBA B COBPEMEHHBIX
FOCYyJIapCTBEHHBIX M HErOCYyJapCTBEHHBIX OpPraHU3alUsAX U IOJYy4YEHUS
MePBUYHBIX TTPOhEeCCHOHATBHBIX HABBIKOB.

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

LIEHHOCTHU JJOKYMEHTOB B J€I0NPOU3BOACTBE, OprupoexktuposBanue B JJOY.

1.6. OObeM npakTUKH

[IpakTKa MO MOJMYYEHUIO MEPBUYHBIX MNPO(HECCUOHAIBHBIX YMEHHI U HAaBBIKOB, B TOM

YHUCJIC TIICPBUYHBIX y'MeHI/Iﬁ N HAaBbIKOB HaquO—HCCHeZ[OBaTeHBCKOﬁ ACATCIIbHOCTHU

(HoxymenTtoBeaenue) mnpoxoaut B 4 cemectpe. OOmas TPyAOEMKOCTh IPAKTUKU

cocTaBiseT 3 3aueTHbie equHUIbI, 108 yacoB. JUNIMTETBHOCTD NPAKTUKU — 2 KaJI€HIapHbIE

HEJIENU.

2. Cooeportcanue npakmuku

Ne | HammeHoBaHMe pa3jesia Copnepskanue u BUALI pagoT’

L. O3HaKoOMHTENbHAS JIEKIUS Onpenenenue nenel M 3anad NPaKTUKH, UCTOYHUKOB U JIUTEPATYpHI,
HEOOXOANMBIX JJIsl CAMOCTOSTEIILHOM padOTHI M IIOATOTOBKH OTYETA.

2 Wnctpykraxk  mo  TexHuke | O3HaKOMJICHHE CTYACHTOB C MpPaBWJIAMH BHYTPEHHEIO pacHoOpsIKa,

0e30IacHOCTU JIONTYCKa B TMOMEIICHUS CIY)X0, MOXapHOHW 0e30macHOCTH U APYTHMH
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PEriIaMCHTUPYIOIINMU
Y ITOJIOXKCHUSAMMU.

pabory COTPYIHUKOB WHCTPYKIHSIMHA

N3yuenue HCTOPHH,
COBPEMEHHBIX 3ajad, (HyHKIUH
U CTPYKTYPHI YUPESKACHHUS;
W3ydeHne opraHu3alOHHBIX
JIOKYMEHTOB MPEANPUATUSL

PykoBoguTeNls NMPAaKTUKH OT OPraHM3allid MOKET IPOBECTH
BCTYNHTENIFHOE 3aHSTHE CO CTYAEHTaMH, II€JbI0 KOTOPOTO SBIISIETCS
03HAKOMJICHHE TPAKTHKAaHTOB C WCTOPHEH, COBPEMEHHBIMH 3aJa4aMH,
HalpaBJICHUSMH JICSITEIEHOCTH M OCOOCHHOCTSIMH JOKYMEHTHPOBAHHS
YIpaBICHYECKOW JEATeNbHOCTH yupexkaeHus. Ecimm B apxuBe
OpraHM3alUM MMEEeTCsl NCTOpUYecKast crpaBka o QoHmoobOpaszoBarere,
OHa M3y4aeTcs CTyJJCHTaMH.

Jlanee cTyIEHT NPUCTYNaeT K W3yYEHUIO OpPraHU3alHOHHO-
MIPAaBOBBIX JOKYMEHTOB, PErJaMEHTHUPYIONINX IOPUANYECKHH CcTaTyc
YUpexXICHNS, ero OpTaHU3aLMOHHO-TIPABOBYIO ¢dhopmy,
OpraHM3alHOHHYIO CTPYKTYPY M HalpaBJICHUS JEITEILHOCTH.

K TakuMm 1oxyMeHTaM OTHOCSTCSI:

e VYcraB (IIOJNOKEHNE) OPTaHU3AIH;

e [lonoxxeHns: 0 CTPYKTYPHBIX HOAPA3ICIICHUSX;

e JIOJDKHOCTHBIE HHCTPYKIUH COTPY/IHUKOBY;

e IllratHoe pacnucaHue.

I[lo wroram W3y4eHHS  CTYAEHTHI
MH(OPMAIIHUIO 10 CIEAYIONIMM BOIIPOCaM:

e Jara CO3JaHus OpraHU3alny;
Ha3BaHUE OpTraHHU3alUH;

LIeJTb CO3/1aHMs ¥ (DYHKIH OpTraHNu3alin;
OpraHM3aIIOHHO-NIPaBOBas (hopMa OpraHu3aINH;
OpraHM3aIIOHHAS CTPYKTYpa U IOPSA0K YIIPaBICHNUS;
COCTaB OPTaHM3aILMOHHBIX JOKYMEHTOB OpPTraHHU3aIH;
CTENIEHb OTPAXXCHUS B OPraHM3AIOHHBIX JIOKYMEHTax
TpeOOBaHMH K JOKYMEHTHPOBAHHIO  YIPaBICHYECKOU
JeITeNIHOCTH (TIOPSIO0K M3JaHus, TIOATUCAHIS, XPAaHEHHS);

B pesynbraTe cTyeHTHI rpaMuecKy BBIYEPUUBAIOT CTPYKTYPY
OpTaHM3aLH.

Bce coOpanHble naHHBIE CTYAEHTHI OG(OPMISIOT B BHAC
JTHEBHUKOBBIX 3alucel, I/Je OTMEYaloT JaTy 3aliCH, HCTOYHHUK,
KOTOPBIM OHH IOJIb30BAJIMCh. OTH BBIMHCKH W3 OPraHW3allMOHHBIX
JIOKYMEHTOB CTYAEHTHI TPEACTABISIIOT PYKOBOAMTENIO IMPAKTHKH OT
opraHmzanuy, B Oeceie € KOTOPBIM OOCYXAAIOT —creruduieckue
0COOCHHOCTH CTPYKTYPHI M PyKOBOJICTBA OpTraHHU3aIllUeH.

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

JOJIKHBI COGpaTI)

Wzyuenne HOPMaTHBHO-
METOJIMYECKHX JOKYMEHTOB IO
JOY u cucreM noxyMeHTanuu

OpraHu3aIuH,
U3yuenue 0COOCHHOCTEH
odopMIIeHHST  YIIPaBICHYECKUX
JIOKYMEHTOB

Amnanmu3 OJaHKOB JOKYMEHTOB
YUPEXKICHUS

B TeueHue 3TOro BpeMEHU CTyIEHTHI BHUMATEIbHO H3Yy4arOT
HOPMaTHBHO-METOUUYECKHUE JIOKYMEHTBI YUpEKACHUS,
periiaMeHTHpYIOIIMEe  TpaBwja  COCTaBIeHHS H  O(OPMIICHUS
JIOKYMEHTOB, €CJIM Takue B OpraHM3allid HMETcs. B dmcie stmx
JIOKYMEHTOB MOTYT OBITh MHCTPYKIHMHU IO AEIONPOU3BOJCTBY (MU 10
pabore ¢ JOKyMeHTaMHu), TpaBWia O(OPMICHHS JIOKYMEHTOB,
perJIaMeHThl, CTaHJapThl OpraHW3alMi, NPHKA3bl (PACHOPSHKECHUS) O
MOPSAKE CO3JaHUS U COTJIACOBAHUS OTJENIbHBIX BUIOB JOKYMEHTOB U TaK
Janee.

CryneHtaM  HEOOXOIMMO  O3HAKOMHTBCSI € CHCTEMaMu
JIOKyMEHTALIH, WCIOJIb3YEMbIMH B OPraHW3alll, BBISBUTH OCHOBHBIC
BUABI W PAa3HOBHIAHOCTH  JOKYMEHTOB, IIPHUMEHSEMBIX IS
JOKYMEHTHPOBAaHUS  JEATEIbHOCTH OpraHu3alid B  LEIOM H
CTPYKTYPHOTO MOZpa3/IeeHNs, B KOTOPOM paboTaeT NpaKTHKAHT.

CocCTaB TOKyMEHTOB CUCTEM JAOKYMEHTAIUU, UCTIONb3YEMBIX B
JIESITENIBHOCTH  OPTaHM3aIlK, MOXKET BKIIOYATh YHH(HUIMPOBAHHBIC
¢dopmel U popmbl, pazpaboTaHHBIE COTPYAHUKAMHU OpTaHU3alNH.

IIpoBoxutcs JIETaIbHBII aHaIIn3 OpraHU3aI1IOHHO-
pacnopsaIuTenbHON JOKYMEHTAUH 110 CIEAYIOIUM FPYyIIaM:

*CTye€HT BHUMATENIBHO u3y4aeT [lonoxeHne o CTpyKTYpHOM MOAPA3EICHUM U JOJKHOCTHBIE
MHCTPYKLUU TOTO NOApa3EIeHuUsI, B KOTOPOM OH IIPOXOJIHUT IIPAKTHUKY.
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® OpraHMW3alOHHBIC  JOKYMEHTHI, IpPUMCHICMEIC B
VIPaBICHYCCKOH eI TETHHOCTH,
®  paCHOpSIUTEIBHEIC JOKYMCHTBI, COCTaB JOJDKHOCTHBIX
JUI, WMCIONIMX TMPaBO W3IaHUS PACIOPSIUTEIHHBIX
JIOKYMCHTOB;

®  BHJBI HHPOPMAITMOHHO-CIIPABOYHBIX JOKYMCHTOB.

CrymeHTaM  HEOOXOOWMO  HW3YYUTh  WHCTPYKIHIO  TIO
JICIOTIPOU3BOJCTBY OPTaHW3allMd W BBISIBUTH, COONIOAIOTCS M €€
TpeOOBaHUS COTPYTHUKAMH OpraHwm3anud. Ecu Takoi WHCTPYKIUH B
OpraHM3aliil HET, TO CTYICHTH aHATM3UPYIOT OpraHU3alHOHHO-
pacTopsIuTeIbHEIC TOKYMEHTHI Ha TIPEAMET COOIOICHUS TPeOOBAHMIA
I'OCT P 7.0.97-2016 (u3yuaercsi odpopMIICHHE OKYMEHTOB, TO €CTb
HAJIMYHE BCEX HEOOXOUMBIX PEKBU3UTOB JIOKYMCHTOB).

Hanpumep, CTyAEHT BBIABISCT HAIWYHE  CICTYFOITUX
PEKBU3UTOB: 3arojOoBKa, HAWMCHOBAHWS BHAAa JOKYMCHTA, JAaThl,
PETHUCTPAIIMOHHOTO HHJICKCA, OTMETOK Ha IOKYMEHTE, a TaKXKe:

® TPaBWIHHOCTH aIPECOBAHMUS;

® TMOpSANOK BHYTPECHHETO W  BHEIIHETO COTJIACOBAHUS

JIOKYMCHTOB;

® TIOJITUCAHWSI,

®  YTBECPIKIICHUS.

BrisBisroTcss BUIBI JOKYMEHTOB, HA KOTOPHIC B OpraHHU3aIdd
CTaBUTCS TI€YATh.

HeoOxomuMo  Takke BBISIBHTH, HCIONB3YIOTCI JIH B
OpraHu3anuy OJaHKH JOKYMCHTOB, €CIH HCIOJB3YIOTCSA, TO KakKue
(oOmuit O6maHK, OJAHK MUChMA, OJIAHK KOHKPETHOTO BUAA JTOKYMCHTA,
OJaHK JOJKHOCTHOTO Jwma W T.a.). OOpa3ipl ONAaHKOB KeJIaTeIbHO
MIPUJIOKUTE K OTYETY IO MPAKTUKE.

[Momumo HamMuus OIAHKOB B THEBHUKE MPAKTUKUA CTYACHTHI
(UKCUPYIOT COCTaB MPUMCHSIEMBIX JOKYMEHTOB, OTMCUAIOT HamOoee
pacTpoCTpaHEHHBIE B  MPAaKTUKE PAa0OTBI  yUPEKACHUS  BHIBI
OpraHM3aIUOHHO-PACTIOPSIAUTEILHBIX JJOKYMEHTOB, 8 TAKXKE OTMEYAIOT,
rie 3aUKCHpPOBaHBI TPEOOBAaHWA K COCTaBICHUIO W O(OPMIICHHUIO
JTOKYMEHTOB OpTaHH3aIlHH.

HeoOxomuMo Takke HM3YYHTh TEXHHUYCSCKYIO OCHAIICHHOCTH
MPOIIECCOB TOKYMEHTHPOBAHUSA, 2 UMCHHO: ONPEICITUTh TEXHUICCKUC
MPOTPAaMMHEIC  CPEJICTBA,  WCIONB3YEMBIC  COTPYAHUKAMH IS
W3TOTOBIICHUST JOKYMCHTOB, CTCIICHb OCHAIEHHOCTH Pa0OYMX MecT
COTPYIHHUKOB KOMITBIOTEPAMH, OPITEXHUKOH M CPEJCTBAMH CBSI3U.

B nmceMeHHOM OTYeTe HEOOXOOUMO OTpa3uTh, Kakas
MporpamMMa UCIOIB3yETCs B OpraHU3alliH IS CO3/IaHuUs JOKYMECHTOB, €€
JIOCTOMHCTBA M HEJIOCTATKH.

W3zyuenne opranuzanuu paboTel
C IOKyMEHTaMH

B Teuenue 9-14 nHell cTyIeHTHI U3Y4alOT:

-JIOKyMEHTO000pOT OpraHn3alny;

-TIOPSIIOK  PETHCTPAllMd W TMOCTPOEHHE HH(POPMAIIMOHHO-
ITOMCKOBOM CHUCTEMBIL;

-TEXHOJIOTHIO KOHTPOJIS 32 CPOKAMH UCIIOIHEHUS JOKYMEHTOB;

-COCTABIICHHE HOMEHKIIATyphl A€,

-OpraHM3aldl0  TEKYIIEro  XpaHEHHs  JOKYMEHTOB B
CTPYKTYPHBIX HOJPA3ACIICHHUSIX OpraHU3alHu;

-OKCIIEPTU3y  LUEHHOCTM M  IPAKTHYECKOW  LIEHHOCTH
JIOKYMEHTOB;

-IIOATOTOBKY U Iepeady JOKYMEHTOB B apXUB OPraHU3alHU.

CTyneHTbl aHANU3UPYIOT JOKYMEHTOINOTOKM IO BHAAM
JOKYMEHTOB, II0 KOpPPECHOHJEHTaM, [0 YPOBHSM HCIIOJIHEHMUS,
COCTaBIISIIOT ONEPOrpPaMMBbl JBM)KEHUS BXOZSIICH, BHYTpEHHEH U
ucxopaumien  koppecnoHaeHuuu. CTyHeHTBl HM3Y4alOT  CHCTEMY
MEpBUYHON 0OpaOOTKM KOPPECIOHJICHIMH W TPaBWiIa OTIPABKH
HCXOAALIMX JOKYMEHTOB, AHAIU3UPYIOT MOPAJOK COINIACOBAHUSA U
TIOJITACAHNUS JOKYMEHTOB, ITPOCYUTHIBAIOT 00BEM TOKYMEHTO000POTA 32
PEIIIECTBYOLINI MECSIIL.
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CTyneHThl W3y4aloT CHCTEMY PpEeTrMCTpaliH JIOKYMEHTOB B
YUPEXICHNH, 3HAKOMSATCS C PETHCTPALIMOHHBIMU (hOPMAaMU U TIOPSAKOM
nxX 3anoiHeHws. M3ydaiorT cucremy uH(pOPMANMOHHO-CIIPABOYHOM
pabotel. CTymeHTBI 3HAKOMATCS C OpraHW3alUed W TEXHOJOTHEH
KOHTPOJISl WCIIOJIHEHUS! JOKYMEHTOB B YUPEKACHHWH, AHAIM3UPYIOT
MepeYH JOKYMEHTOB, IOJUICKAIINX KOHTpoJro. Jlemaercs BBIBOX O
BO3MOXXHOCTH OOBEIMHEHHS PErHCTpalny, KOHTPOJII M CIIPaBOYHOM
paboTHI B €MHBIN TEXHOJIOTUUECKHI ITPOIIecC.

CTyneHTHl  BBIBISIIOT W ONHUCHIBAIOT — CYIIECTBYIOLIYIO
MH()OPMaIMOHHO-TIONCKOBYIO cucTeMy, Kak  TpaJuIHOHHYIO
(KapToTeKH, MPUHIMIIEI M (OpPMHUPOBAHKE), TAK U ICKTPOHHYIO (0a3bI
JTAaHHBIX B KOMIIBIOTEPE).

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

CTyIeHTBl U3Y4aloT MPOLIECC MOJIIOTOBKH [ 3a ITPEAbLIyIIHe
TOABI 1M1l cAad B apXuB. IIpoBepsoTCsS NpaBHIBHOCTH OQOPMIICHHS
nen, wux ¢opmupoBanusa. Ilpm  HEOOXOOMMOCTH  CTYAEHTHI
MIO/JITOTaBJIMBAIOT BHYTPEHHUE OIMCH W JINCTHI-3aBEPUTENIH, HyMEPYIOT
scThl. Ha HoArOTOBIIEHHBIE K cAade /ieNa CTYACHTHI COCTABIISIIOT OIIMCH
1 110 HUM IPOU3BOJIAT CAAUy JJl B APXHUB YUPEIKACHHS.

W3yunB  JOKyMEHTAI[MIOHHOE OOECICUeHHE  YHpPaBIICHHS
OpraHM3alLyH, CTYICHTHI JIETIal0T COOTBETCTBYIOIIME 3aIIUCH B JJTHEBHHKE
1o wiany nporpammsl (IIpunoxenue 1).

HOHFOTOBK& oTuéTa

@opMOIi OTYETHOCTH IO pe3yNbTaTaM IPAKTUKH SIBISETCS
OTYET M XapaKTEPHUCTHKA opraHu3anyu. OT4eT UMeeT TUTYJBHBIHN JIUCT
(ITpunoxxenne 2), oriasieHHe, BBEJCHHUE, IBE TJIABbI, 3aKIIOUCHHUE U
npuiokeHunst (He MeHee 10 nmpuioxeHui).

Pexomenytorcs ciemyromnye pa3aeibl oT4eTa:

Beseoenue

I'nasa 1. [okymenmuposanue 0esimenbHocmu Op2anu3ayuu

Inasa 2.Opeanuzayust pabomei ¢ OOKymenmamu

3axnrouenue

Bo BBenienun gaetcs KpaTkasi XapaKTepUCTHKA OpraHU3alny, B
KOTOpOW CTYAEHTHI TPOXOMAT TPAKTHKY (yKa3bIBacTCsl Ha3BaHUE
OpraHM3alyy, ee IOPUINUECKUN CTaTyC, OpraHU3alMOHHas CTPYKTypa,
TIOPSIZIOK YIIPABJICHHUS M PYKOBOJICTBA, OTMEUACTCS TIPHHIMI TIPHHSATHS
YIpaBJICHYECKUX peIeHnH (KOJUIerHalbHBIN, €JUHOHAYANIBHBIN), a
TaKXKe JaeTcs OIMCaHHE W3YYCHHBIX HOPMATHBHBIX JOKyMEHTOB B
COOTBETCTBHUH C IIOCTABJIICHHBIMU B METOANYECKUX YKa3aHUX 3aJadaMu.

B nepBom paznerne oTyeTa HEOOXOIMMO MEPEUNCITHUTS!

- HopmaTtuBHO-MeToqMUIeCcKne JIOKyMEHTHI,
perilaMeHTHPYIOIIME MPaBUiia CO3/1aHNs 1 0(OPMIICHHS IOKYMEHTOB,

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

IMonpo6uo OINHCaTh 0COOEHHOCTH oopmnenns
YIpaBICHYECKUX JOKYMEHTOB, TIpaBWia O(QOPMIICHUS OTICIBHBIX
PEKBH3HWTOB JIOKYMEHTOB (HaMMEHOBaHWE BHAA JIOKyMEHTa, [ara,
TOJIITUCh, U T.J.).

[Ipoananu3upoBaTh ONaHKM JOKYMEHTOB (yKa3aTb BHIBI) U
OILICHUTH COOTBETCTBHE COCTaBa M PACIOJIOKEHUS! PEKBH3HUTOB OJIaHKa
YCTaHOBJICHHBIM TPEOOBAHHSIM.

Bo BropoM  pa3mene ordera «opraHuzanus paboOTH ¢
JIOKYMEHTaMI» 3aTParuBalOTCs CIIEAYIONINE BOPOCHL:

- Ilpuem u nepBuyHast 00pabOTKa TOKyMEHTOB,;

- Perncrpanust TOKyMeHTOB;

- Opranu3zanyst KOHTPOJIS 32 HCIIOJIHEHUEM JIOKYMEHTOB;

- Opranuszanus TeKyIIero XpaHeHus JOKYMEHTOB,;
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B 3axmouennn OPUBOJAUTCA HWUTOI H3YUYCHUA OpraHu3alun
JACJIONPOU3BOJACTBA U (bOpMI/IpyIOTCﬂ BBIBOJIBI ITO HpOI[eJ'IaHHOﬁ pa60Te.
B MPUJIOKEHHUS K OTYETY JOJKHBI OBITH BKJIIOUEHBI:

. CXéMa OpPraHu3allOHHON CTPYKTYpPHI OpraHU3aLuY;

. CIMCOK HOPMAaTUBHO-METOAUYECKHAX JOKYMEHTOB OpraHU3aluy;

. 00pasipl  OpraHU3alMOHHO-PACTIOPSIUTENIBHBIX — JTIOKYMEHTOB
OpraHH3aIH;

. yHADUIMPOBaHHBIE (GOPMBI IOKYMEHTOB;

. ONaHKM BceX BWAOB  OPTraHM3ALMOHHO-PACHOPSIUTEIBHBIX
JOKYMEHTOB.

Xapakrepuctuka (IIpunoxenue 3) cocrasisiercst Ha OnaHKe,
MOJIHUCHIBAETCS PYKOBOJUTENEM MPAKTHKH, 3aBEpsieTCs ME4aTblo U
00513aTEIBHO CIAeTCsI BMECTE C OTYETOM.

B xapakTepucTHKe HOJDKHBI OBITH M3JIOKEHBI HAOJIONCHMS
PYKOBOAMTENS] TPAaKTUKKM O paboTe CTyAeHTa OT OpraHW3allvy,
IIPOSIBIICHHBIE UM JIEJIOBBIE KAUECTBA, €I0 HABBIKU U YMEHUS, OTHOLLIEHHE
K pabore. XapaKTepHCTHKA COJCPIKUT OLEHKY MPAKTHKH 10 YEThIPEX-
OGanpHOW  cucrteMe  (OTJIMYHO,  XOpOIIO,  YJOBJIETBOPHUTEIHHO,
HEYAOBJICTBOPUTEIBHO).

IIpomexxyTOUHBIH KOHTPOJIb 3aueT ¢ OLeHKOU

3.1. ®opMbl OTUETHOCTHU

dopmaMu OTYETHOCTH T10 MPAKTUKE SBISIFOTCS: OTIET 00YUAIOIMIETOCS, XapaKTEPUCTHKA C
MeCTa MPOXO0XKACHUS MPAKTUKH, TpAapUK IPOXOKICHHUS MPAKTUKN TPAKTUKH

3.2.Kpurepun BBICTABIEHUS OLEHKHU 110 IPAKTUKE’

Banasi/ Ouenka no npakrtuke | Kpurepuu oneHkH pe3yibTaToOB NPAKTHKHA

IMIxana ECTS

100-83/ «OMAUUHOY/ BricraBnsiercss  oOydaromemycs, €cii XapakTepHCTHKa C MecTa

AB «3aumeno (omauuHo)y/ | MPOXOXKICHUS NPAKTUKH COJEPIKUT BHICOKYIO ITOJIOKUTEIBHYIO OLICHKY,
«3aumeHoy OTYET BBIIOJHEH B IIOJHOM COOTBETCTBHM C TIPEIBSBISIEMBIMU

TpeOOBaHMSMM,  aHAJWTHYECKas  4YacTh  OTYETa  OTJIMYACTCS
KOMIUIEKCHBIM TOAXOJOM, KpPEaTUBHOCTBIO U HECTaHIAPTHOCTBIO
MBIIIJICHUSI  CTYIEHTa, BBIBOJBI OOOCHOBAHBI M  IOJKPEIUICHBI
3HAYUTEIBHBIM 00BEMOM (PAKTHUECKOTO MaTepHaa.

OOyuaromuiicss HMCYEPIBIBAIOIIE W JIOTHYECKH CTPOMHO W3jaraer
y4eOHBIi MarTepual, yYMEeT YBS3bIBATH TEOPHIO C TIPAKTUKOH,
CHpaBIISIETCS C PEIEHUEM 3a/1a4 podecCHOHANBFHON HAalPaBICHHOCTH
BBICOKOTO YPOBHS CJIO’KHOCTH, IPaBHJIBHO OOOCHOBBIBAET MPHHSATHIC
peleHwMs.

Komrierenimu, 3akpemnéHHble 3a NPaKTHKOH, CHOPMUPOBAHBI Ha
YPOBHE — «BBICOKUII.

82-68/ «xopouioy/ BricraBnsiercss  oOydaromemycs, €cCld XapakTepHCTHKa C MecTa
C «3aumeHo (xopowio)y/ | MPOXOXKICHUS NMPAKTHKH COJIEPKUT MOJOKUTEIBHYIO OLEHKY, OTYET
«3aumeHoy BBINOJIHEH B LIEJIOM B COOTBETCTBHH C MPEIbSBIIEMBIMH TPEOOBAHUSIMHI

0e3 CyIIeCTBEHHBIX HETOYHOCTEH, BKIIIOUaeT (haKTHIECKUIl MaTepHal,
COOpaHHBIN BO BpeMsI IPOXOXKICHUS TPAKTUKH..

OO0yuaromuiicst MPaBUIILHO IPUMEHSET 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.

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

npumMeHAeMbIX TEXHONOrNM o6yqu|/|ﬂ 1 OUeHnBaHUA.
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Baaasl/
IIxaxa ECTS

Ouenka 1o npakTuke

Kpurepuu oneHkH pe3yJbTaTOB NPAKTHKH

67-50/
D.E

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

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

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

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

49-0/
F,FX

«HEYO08IeMEOPUMENbH
o/
He 3aumeno

BeicTaBisercst  oOydaroleMmycs, €ciId XapaKTepUCTHKa C MeCTa
MIPOXOKICHUA MPAKTHUKH HE COAEPIKUT IOJIOKHUTENILHON OLeHKH. OTYeT
NPEACTABICH HE BOBPEMS M HE COOTBETCTBYET CYIIECCTBYIOIIUM
TpeOOBAHUSAM.

OOy4JaroIuicsl UCHBITBIBAET CEPbE3HBIC 3aTPyNHEHHS B NPUMEHEHUU
TEOPETUYECKUX TIOJIOKCHUM IIPH PEHICHWHM NPaKTHYECKUX 3amad
npo(eCCHOHAIBHOM ~ HANpaBIEHHOCTH  CTAHJAPTHOIO  YPOBHS
CIIOXHOCTH, HE BIaJeeT HEOOXOOUMBIMU M 3TOIO HAaBBIKAMU H
IpUEMaAMH.

KommereHnMr Ha ypOBHE «IOCTaTOYHBIM», 3aKPCIUIEHHBIE 34
JUCHUILIMHON, He C(hOPMUPOBAHEL

3.3. OueHouHbIe cpeacTBa (MaTepuabl) sl IPOMEXKYTOUHOM aTTecTalluu

00y4JaroIIMUXCs TI0 MPAKTUKE

B mponiecce paboThl B apXxuMBe KaXKIblid CTYAEHT OpopMisieT rpaduk MpaKTUKH,
B KOTOPOM (PUKCHUPYIOTCSI BCE BHIBI padOT, BBHIMOJHSIEMBIX B paMKaxX KaXXIOTO pasjena
MPOrpaMMBbI MPaKTUKU. [ paduKk MpaKkTHKHU 3aI0IHAETCS 101 HAOIIOIEHUEM PYKOBOIUTEIIS
CTPYKTYPHOI'O MOJpPA3AE/ICHUs], B KOTOPOM pabOTAaeT CTYIAEHT-NPAKTUKAHT, U KaxAbli
sTam paboTHI CTy/lEHTa OleHHBaeTcsa. Ha OCHOBaHMHM TEKYIIMX OLEHOK TpyJa CTylIeHTa-
MPAaKTHUKAaHTa OPraHM3alMsi BBIBOJUT HTOTOBYIO OIEHKY. ['paguk mnpakTuku (CMm.
[Ipunoxenune 2). I'papuk 3aBepsieTcs MNOANMCHIO PYKOBOJUTENS MPAKTUKH OT
OpraHu3aluy U NeYaThi0 OpraHu3aluu (IIpU €€ HATUUHH).

OT4er 1Mo NPaKTUKE OTPaXKAeT CIOCOOHOCTh CTY/EHTA aHAIM3UPOBATH ITOCTAHOBKY
JIeJIONPOU3BOJICTBA B OPTaHU3AIMM B COOTBETCTBUU C 3aKOHOJATEIbHBIMUA, HOPMATUBHO-
IIPaBOBBIMM M HOPMAaTHUBHO-METOAMYECKMMH TpeOoBaHUsAMU. OlEHKa 10 NPAKTUKE
CKJIa/IbIBAETCA W3 JIByX COCTABIIAIOIIMX: OLICHKA, JTAHHAs CTYJEHTY OT PYKOBOJIWUTENS
NPaKTUKU B OpraHW3allMd, W OLIEHKA, IOJy4Y€HHas 3a 3allUTy OTYeTa I10 IpPaKTUKE,

MMOCTaBJICHHAA HAYYHBIM PYKOBOJIUTCIICM.
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Ha ocHoBaHMM TEKyIIMX OIEHOK TpyJa CTYyJICHTa-NIPAKTUKAHTA OPraHU3aIHs
BBIBOJIUT HWTOTOBYIO OIEHKY. OpraHuszanmuyu BBICBUIAIOT B aJpec yHHBEPCHUTETA
WHIUBUAYyanbHbIe XapakTepucTuku ([Ipunokenne 4) Ha KaXIOTO CTyICHTA-IIPAKTUKAHTA
uortyeT 00 wuTorax paboOThl CTYACHTOB 3a TMOJIHUCHIO PYKOBOJICTBA OpraHU3allud
Y PYKOBOJUTENICH MPAKTUKH U TIEYATHIO OPTaHU3AIUH (TIPU HATUYHUH ).

Otder nmoJDKEH cojaepkaTh WHPOPMAIHMIO O IMOJHOTE BBITIOJHEHUS MPOTPAMMBI
MPAKTUKH, OOBSICHEHUE IPUINH OTKJIOHEHHS OT MTPOTPAMMBI, €CITH TAKOBBIC UMEITH MECTO.
Opranuzanusi BOpaBe 1aTh CBOM 3aMEUaHUS U MOXKEIAHUS TI0 COACPIKAHUIO TPOTPaMMBbI
MIPAKTUKH.

B xapakTepucTuke Ha CTyJeHTa yKa3blBaeTCs, Kakas WMEHHO pabora Obuta um
MIPOBEJICHA, OIPEAEISETCS YPOBEHb €ro MPOQECCHOHATHLHOW MOATOTOBKHU, OIEHUBACTCS
OTHOIIICHHE CTYJE€HTa K CBOMM OOS3aHHOCTSIM, WHIUBUIYyalbHbIE TPOdhecCHOHAIbHBIE
0COOEHHOCTH M Ka4eCTBa KaK CHEIHAINCTA.

Onenka paboOThl CTYAEHTOB (KaK 1O OTAEIBHBIM pasleiaM, TaK ¥ HUTOrOBas)
BBIBOJUTCS IO  CHUCTEME:  «OTJIMYHO»,  «XOPOIIO»,  «YIOBIICTBOPHUTEIHHOY,
«HEYIOBIIETBOPHUTEIHHOY.

PykoBoauTens MpakTUKU OT YHHBEPCHUTETA JIOJDKEH OBITh 3apaHee IOCTaBJICH
B U3BECTHOCTh PYKOBOAMTENIEM MPAKTHKHA OT OPTaHHU3AIlMU B TOM Cllydae, eclid padoTy
CTyJIeHTa COOUpAIOTCSl OLEHUTh HEYJOBIETBOPUTENbHO. OOIllee coriacoBaHUE OLEHKHU
MPOUCXOJIUT C YUYETOM TIPEIINOUYTUTETHPHOCTA TOH OIIEHKH, KOTOPYH PpEIIEeHO aTh
MPAKTUKAHTY PYKOBOJMUTEISIMUA MIPAKTUKUA OT apXHBa, €CIU COOJIFOJCHBI BCE YCIOBUS TIO

OopraHu3alu U IMPOXOKACHUIO IIPAKTUKH.

4. YueOHO-MeTOAMYeCcKOe U MHPOPMALIMOHHOE o0ecneyeHHe NPAKTUKH
4.1. CnMcok UCTOYHHUKOB U JIUTEPATYPbI
Uctounuku (OCHOBHEIE)
denepanbHblii KOHCTUTYLHMOHHBIM 3akoH oT 25 nekabps 2000 r. Ne 2-©K3 «O

I'ocynapctBennom rep6e Poccuiickoit deneparmy» / [JaekTponnsiii pecype]. — M., 2019. —
Pe:xum noctymna: http://www.consultant.ru/document/cons_doc LAW_29674/.

@enepanbubiii  3akoH PO ot  27.07.2006 1. Nel49-®d3 «OO6 wuHbopmanuy,

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

2019. — Pexxum noctyna: http://www.consultant.ru/document/cons_doc LAW_61798/.
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@enepanbubiii 3akoH oT 06.04.2011 Ne 63-®3 “O6 osnexkrpoHHoi 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
@enepatun»  // [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 yrBepxxaenuu [Ipasui
JIeTIOTIPOU3BOICTBA B (peiepalibHBIX OpraHax MCIOJHUTEIbHON BiIacTH»// [IAeKTPOHHBIH
pecypc|. — M., 2019. — Pexum AOCTyHa:
http://www.consultant.ru/document/cons_doc LAW_88695/.

Metoandyeckre PeKOMEHIAIMU 10 pa3pabOTKe MHCTPYKIMHA IO IEJIOMPOU3BOJCTBY B
(benepanbHBIX OpraHax MCIOJIHUTEIBHOW BIACTH, YTBEPXKICHHbIE Mpuka3oM PocapxuBa oT 23
nexabps 2009 Ne 76 // [DaektpoHnslii pecype]. — M., 2019. — Pexum pgocryna:
http://www.consultant.ru/document/cons_doc LAW_96081/

[TpumepHast UHCTPYKIHMSA 10 JIETONPOU3BOJCTBY B FOCYIaPCTBEHHBIX OPraHU3aLUAX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnextponnslii pecypc]. — M., 2019. Pexum

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

I'OCT P 7.0.97-2016. Hauuonansusiii crangapt Poccuiickoit ®enepanuu. Cucrema
CTaHJApTOB MO HH(pOpMaAIMH, OHOIMOTEYHOMY M H3JAATEIbCKOMY neiny. OpraHu3anoHHO-
pacniopsiiuTenbHas JoKyMeHTaus. TpeboBaHus K 0hOPMIICHUIO TOKYMEHTOB // [ DIeKTpOHHBIH
pecypcl]. — M., 20109. Pexxum JOCTYyTIa:
http://www.consultant.ru/document/cons_doc LAW_216461/.

I'OCT P UCO 15489-1-2007 Cucrema cTanaapToB 1o uHpopManuu, OMOIMOTEUHOMY U
U3JIaTENIbCKOMY Jlemy. YmpaBieHue nokymeHtamu. OOmue TpeOoBaHus. // [DIEKTpOHHBIN
pecypcl]. — M., 20109. Pexxum JOCTYyTIa:
http://www.consultant.ru/document/cons_doc LAW_135548/.

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE J1€J0. TepMHUHBI U ONpENeIeHUs.-
[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 akimuoHEpHBIX 00IIecTBax» //

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

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

[TepedyeHb TUMIOBBIX YIPABICHYECKUX apXUBHBIX JOKYMEHTOB, 00pa3yromuxcs B mpolecce
JeSITeTbHOCTH 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 Poccuiickoit ®enepaunu M APYruxX apXHBHBIX JOKYMEHTOB B OpraHax
rOCYJapCTBEHHOH BJIACTH, OpraHax MECTHOT'O CAMOYIIPABIICHUS U OPTaHU3AIMIX, YTBEPKICHHBIX
npuka3zoM MunkynsTypsl PO ot 31.03.2015 Ne 526 // [dnekTpoHHblii pecype]. — M., 2019. —

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

Jumepamypa

OcHoBHas JuTepatypa

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

I'moroBa C.A. BO3HUKHOBEHHE U TEHACHIIMH PA3BUTHUS PACTIOPSAUTEIBHOM TOKYMEHTAIIUN
B Poccuu B nopeBomtonnonnsiil 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 periiaMeHTHbIe JOKYMEHThI:
¢pynxnun u pasnoBuaHoctu // Becthuk PITY. 2016. Ne2. [DuexkTponHblii pecype]. — M.,
2019. - Pexum AocTyna: https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-
RGGU/Vestnik daizi%202(4)-16.pdf.

Kykapuna FO.M. CoctaB ynocToBepeHMs] AOKyMEHTa: OT MPOLUIOr0o K HAaCTOSALIEMY H
Ooynymemy// Bectauk PI'TY. 2014. Ne2. [Daextponnslii pecype]. — M., 2019. — Pexxum
pocryna: https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=128.

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

4.2. Ilepeuens pecypcoe unghopmauuoHHo-meneKOMMyHUKAYUOHHOU cemu
«Humepuem», He0OX00UMDBLIL 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. Caiit «Zakonbase»: 3akonomarenpHas 0a3a Poccuiickoit denepannum //

http://zakonbase.ru

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

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

Jns  mpoBefeHUS NPAKTUKU HEOOXOJUMO  CJEAylolee MaTepualibHO-
TEXHUYECKOE 00ecreueHune: CTYJEHTY JOKHO ObITh IPEIOCTAaBIEHO paboyee MECTO
(>keyaTtelbHO AaBTOMATHU3UPOBAHHOE) W MaTepuaibl JJisl aHaliu3a, yKa3aHHbIE B

npcaAbIAymuXx pasaciiax nmporpaMmal.

6. Opraﬂmaunﬂ NPaKTUKU IJIA JTUI ¢ OTPAHHYCHHBIMUA BO3MOKHOCTHAMMU 310POBbSI

[Ipn HEOOXOMUMOCTH TpOrpaMMa MPAKTUKH MOKET OBITH aNanTUpPOBaHA IS
obecriedeHuss 00pa30BaTEIIBHOTO MPOIecca JUIaM C OTPAaHHUYEHHBIMH BO3MOKHOCTSIMU
30pOBbS, B TOM YHCII€ JJI JUCTAHIIMOHHOrO oOydeHus. Jljisi 3TOro or CTyJeHTa
TpeOyeTcsi MPEACTABUTh 3aKIIOYEHHE TMCUXOJIOT0-MEIUKO-IEJarornuyecKoil KOMHUCCHH
(IIMIIK) u nuyHOe 3asBieHUE (3aBJICHUE 3aKOHHOTO MPEJICTABUTEIS).

B 3axmouenuun [IMIIK qo/mKkHO OBITH MPOMUCAHO:

- pekomeHayeMas ydeOHas Harpy3ka Ha oOyuaromierocs (KOJIMYECTBO JIHEW B HEMEIIO,

4acoB B JICHb);
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- 000pyTIOBaHNE TEXHUUYECKUX YCIOBUH (MPU HEOOXOUMOCTH);

- COMpOBOXAECHUE W (WIM) MPUCYTCTBHE pOAUTENEH (3aKOHHBIX MpeACTaBUTENEH) BO
BpeMsl yueOHOT o Tpoiiecca (Mpu HEOOXOIUMOCTH);

- OpraHu3aunMs IICHXOJIOTO-IIEJarornYecKoro COINpPOBOXKIEHUE OO0ydvarolmerocs ¢
YKa3aHUEM CIIELIMATIMCTOB U IOIYCTUMOM Harpy3Kku (KOJIMYECTBA YacOB B HEJIEIIO).

JUist  ocyllecTBIEHUS NPOLEAYp TEKYIIEro KOHTPOJS YCIIEBAEMOCTH U
MPOMEKYTOYHON aTTECTAIlMH OOYyJaIOMUXCA MPH HEOOXOAMMOCTH MOTYT OBITH CO3/IaHBI
GOHIBI  OIICHOYHBIX CPEJACTB, AQNaNTUPOBAHHBIC [UIS JIMI C OTPAaHUYCHHBIMU
BO3MOXHOCTSIMM ~ 3JI0POBbSl M [O3BOJISIIOIME  OLEHUTh  JIOCTHOKEHHE  UMU
3aIlJJAHUPOBAHHBIX B OCHOBHOI 00pa30BaTENbHOI MpOrpaMMe pe3ysbTaTOB OOy4YeHHS U
YpOBEHb C(HOPMHUPOBAHHOCTH BCEX KOMIIETEHIMH, 3asBICHHBIX B 00pa30BaTEIbHOM
IIpOrpaMMme.
dopma TMpoOBEAEHUS TEKyLIEH M HUTOrOBOM aTTecTallu ISl JIUI C OTrpaHUuYCHHBIMU
BO3MOXKHOCTSIMH ~ 3JI0POBbSl  YCTAHABJIMBAETCA C  y4€TOM  HWHIUMBHUAYaJIbHBIX
ncuxopu3n4ecKux oco0eHHOCTEN (YCTHO, MUCbMEHHO (Ha Oymare, Ha KOMIIBIOTEpPE), B
dopme TectupoBaHus u T.1.). Ilpu HEOOXOOUMOCTH CTYIAEHTY NPEIOCTaBISIETCA
JIOTIOJTHUTENILHOE BpPEeMsI JUUIsl HOJrOTOBKH OTBETA HA 3a4€TE MM 3K3aMEHE.

®dopma npoBeeHUS TPAKTUKU J1J1s1 00yUaIOIIMXCS U3 YUCJIA JIUI] C OTPAHUYEHHBIMU

BO3MOXHOCTSMHM  370pOBbSl  (MHBAJUAHOCTBIO)  YCTAHABIMBAETCA C  Y4YETOM
WHIUBUIYATbHBIX TCUXO(PU3NYECKUX OCOOEHHOCTEH B (opmax, amanTUPOBAHHBIX K
OTPaHUYEHUSAM UX 3JI0POBbSl U BOCHpUATUSL UHPOpMaIuu (YyCTHO, MUCbMEHHO Ha Oymare,
MHCbMEHHO Ha KOMIIBIOTEPE U T.IL.).
Bribop MecT mnpoXokACHUS MNPAKTUK JUIsi MHBAJIUAOB U JIMI[ C OTrPAaHUYEHHBIMU
BO3MOXHOCTAMHM 3710poBbs (OB3) npousBoautcs ¢ yuetom TpeOOBaHUM UX AOCTYIHOCTU
JUISL TAHHBIX OOYyYaloIKUXCsl U pEKOMEHAAIMN MEANKO-COLMATbHON 3KCIEPTU3BI, & TAKKE
WHJMBHUYaJIbHON nporpamme peabuuTanuu VHBaJINAA, OTHOCHUTEJIBHO
PEKOMEH/IOBAaHHBIX YCJIOBHM U BUIOB TPyJa.

[Ipu wnampaBneHuun wuHBanMAa U oOywaromierocss ¢ OB3 B opraHuzanuio Wiu
MPEANPUATHE JUISI TPOXOXKACHHUS TPEIyCMOTPEHHOW Y4YEOHBIM IUIAHOM TPAKTHUKA
YHUBEPCUTET COIIIACOBBIBAET C OPraHU3alUell (IpeanpUsTUEM) YCIOBUS U BUJIbI TPYa C
YYETOM  PEKOMEHJALUMN  MEOUKO-COLMAIbHOM  AKCHEPTU3bl W  HHAWBHAYAJIBHOU

MPOrpaMMbl peadmmTanuy nHBaMaa. [Ipy He0OX0IMMOCTH JI TIPOXOKIACHUS TTPAKTUK
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MOTYT CO3/aBaThCsl CIEIMaJbHBIC pPa0OYMe MecTa B COOTBETCTBHH C XapaKTEepoM
HApyIICHUH, a TaKKe C y4eTOM MPO(ECCHOHATBHOTO BUIA JCATEILHOCTH U XapakTepa
TPYy/a, BBIMOJIHICMBIX 00yYalONUMCI-HHBATHIOM TPYIOBBIX (DYHKIIHH.

3ammra oT4YeTa Mo MPAKTHKE JUTsl O0YYAFOMIMXCS U3 YKCHIa JIUI] C OTPaHNYSHHBIMH
BO3MOXXHOCTSIMU 37I0POBBSI OCYIIECTBISIETCS. C HCIOJIB30BAHUEM CPEICTB OOMIEro U
CIIEUAILHOTO Ha3Ha4YeHus. [lepedeHp WCIONB3yeMOro MaTepHaIbHO-TEXHUIECKOTO
o0ecrieueHus:

e y4eOHBIC ayJAUTOPHH, OOOPYJIOBAHHBIE KOMITBIOTEPAMHU C BBIXOJIOM B MHTEPHET,
BUJICOTIPOCKIIMOHHBIM  OOOPYZOBaHHEM Ui  TPE3eHTaluil, CpeICcTBaMu
3BYKOBOCIIPOH3BEICHHS, IKPAHOM;

e 0OubmmoTeka, MMerwIas pabodne MecTa g OOydarImuxcs, 000pyIoBaHHBIC
JAOCTYIIOM K 0a3aM JTaHHBIX U HHTEPHETOM;

® KOMIIbIOTEPHBIC KJIACCHI;

e aymutopust lleHTpa CcONPOBOXACHUS OOydYarOIUXCsS C WHBAIMAHOCTBIO C
KOMITBIOTEPOM, OCHAIIICHHAS CHICIIHATM3HPOBAHHBIM IPOTPAMMHBIM 00ECTICYCHHEM
IV CTYJICHTOB C HApyIICHUSIMHU 3PCHHS, YCTPOMCTBAMH JUIsl BBOJA M BBIBOJA
roJI0COBOYM MH(pOPMAIIUH.

JIJ1s1 JIAIL ¢ HAPYIICHUSIMH 3PEHUS] MaTEPHAJIbI ITPEI0CTABIISIOTCS:
® B (opMe 3IEKTPOHHOTO JOKYMEHTA,;

e B TIeUaTHOU (hOpMe YBETHMUECHHBIM MIPUPTOM.

JIJist JIAI ¢ HAPYIICHUSIMH CITyXa:

® B (opMe 3IEKTPOHHOTO JOKYMEHTA,;

e B IeyaTHOU (hopme.

JIJ1s1 JIALL ¢ HAPYIICHUSIMH OTIOPHO-JIBUTaTEJILHOTO arapara:

® B (opMe 3NEKTPOHHOTO JOKYMEHTA,;

e B IeyaTHOU (hopme.

3amuTa oT4YeTa M0 MPAKTHKE IS JIUI] C HApYIICHUSAMHU 3PESHUS IPOBOJUTCS B YCTHOU

dbopme 6e3 perocTaBIeHUS 00yJarOIIUXCs ITpe3eHTauu. Ha BpeMst 3aIuThI B Ay TUTOPUHU
JI0JDKHA OBITH OOECIeueHa MOJTHAS TUIIMHA, TPOO0DKATEIIBHOCTD 3allIThI yBEINIMBACTCS
no 1 waca (mpu HeoOxomumocTn). ['apaHTHpyeTCS JOMYCK B ayUTOPHIO, TAE MPOXOIUT
3allliTa OTYEeTa, COOAKHU-TIPOBOJAHMKA TPU HAIMYHH JOKYMEHTA, TOATBEPKIAAIOIIETO e

criennagbHOe 00y4YeHHe, BBIIAHHOTO MO0 (OpME U B MOPSAKE, YTBEPKACHHBIX MPUKA30M
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MuHucTepcTBa TpyAa U coluanbHou 3amuThl Poccuiickoit @enepanuu 21 uronsa 2015r.,
peructpanuoHHblii Homep 38115).

JIist Ui ¢ HapyHIEHUsIMU CIIyXa 3allluTa IPOBOJAUTCS 0€3 MpeJoCTaBIEHUsS YCTHOTO
noxiana. Bormpockl KOMHCCHH ¥ OTBETHI HA HUX MPECTABISIIOTCS B MUCBMEHHOU (hopme.
B cityqae HeoOxoqumMocTH, By3 00ecIieYuBaeT MPEA0CTaBICHUE YCIIYT CYPAOIIEPEBOIUNKA.

Jl71s1 00yuaromuxcst ¢ HapyuIeHUsIMHU ONIOPHO-BUTATEIBHOTO annapara 3alliuTa UTOrOB
MPAKTUKU MPOBOAUTCS B ayJUTOPUH, OOOPYJOBAHHON B COOTBETCTBUU C TPEOOBAHUSIMU
noctynHoctd. [loMelenus, riae MOryT HaXOIUThCS JIFOAU Ha KPECIaX-KOJACKaX, I0OKHbI
pa3MenaThCs Ha YPOBHE JOCTYITHOTO BX0/1a WJIU MPEyCMaTPUBATh MTaH IyChl, TOAbEMHBIE
1aTGOPMBI JIJIS JTFOACH ¢ OrpaHUYEHHBIMH BO3MOXKHOCTSIMH Win Tu(Th. B aymutopun
JIOJKHO OBITH MPEyCMOTPEHO MECTO JJIsS pa3MEIIeHUsI 00yUaroIIerocs: Ha KOJISICKE.

JlononHuTENbHBIE TPEOOBAHUS K MaTEpUATIbHO-TEXHUYECKOM 0aze, He0OXO0AMMOM AJist
MpEACTaBICHUA OTYeTa MO MPAKTHKE JUIOM C OrPAaHUYEHHBIMU BO3MOXHOCTSIMHU
310pOBBs, 00yYaIOLIUICS JTOJKEH MPEeNOCTaBUTh Ha Kadeapy He IMO3JIHee, YEM 3a JBa

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’ HCHIOJB3YETCS Kak 0600MIAIONINI, MPAKTHKA MOYKET MPOXOUTH 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 UCIIONIB30BaTh METOJIBI U CPEICTBA (PH3UUECKON KYJIbTYpHI IJIs
o0ecrieyeHns: NOTHOLECHHOM COIMaIbHON U MPO(ECCUOHATBHOMN 1EATEIbHOCTH
OK-9 I'0TOBHOCTH IIOJIL30BATLCS OCHOBHBIMU METOIAMU 3aIlIATEI

MIPOU3BOCTBEHHOI'O MEPCOHAJIA U HACEJICHUSI OT BO3MOXKHBIX MOCIEICTBUN
aBapuil, KaTacTpod, CTUXUIHBIX OEICTBHIMA

IIK-14 BJIaJICHUEM HABBIKAMH MCITOJIb30BaHUs KOMITBIOTEPHON TEXHUKHU U
MH(OPMALIMOHHBIX TEXHOJIOTUH B IOKYMEHTAIIHOHHOM 00€CIIeUeHIH
yIpaBICHUS U apXUBHOM JIEeTIe

IIK-15 CriocoOHOCTh COBEPILICHCTBOBATH TEXHOJIOTUH IOKYMEHTALIMOHHOTO
o0ecrieyeHus yrpaBJIeHUs] U apXUBHOTO Jiea Ha 0a3e UCTIOIb30BaHUs CPENICTB
aBTOMaTH3alUU

IIK-16 Bnanenue npaBuiamMu SKCIUTyaTallui TEXHUYECKUX CPEJICTB M CIIOCOOHOCTHIO

UCTIOJIb30BaTh TEXHUYECKUE CPEJICTBA B JOKYMEHTAIMOHHOM 00ECTIeYeHUN
YIIPABJICHUS U ADXUBHOM JIEJIE

I1IK-17 Brnagenne MmeTonaMu 3aiiuTel HHOPMAITUU

IIK-18 Brnanenue coBpeMeHHBIME CUCTEMaMU MH()OPMAIIHOHHOTO ¥ TEXHUYECKOTO
o0ecreyeHns JOKYMEHTAI[HOHHOT'O 00ECTIeYeHHs yTIPaBICHUS

I1K-19 CrniocoOHOCTh UCTIONB30BaTh MPaBUiia MOATOTOBKU YIIPABICHUECKUX
JIOKYMEHTOB U BEJICHUS JEJI0BON NEPETIUCKU

IIK-25 Brnanenue HaBpIKaMu NOATOTOBKY YIIPABICHYECKUX JOKYMEHTOB U BEJICHHUS
JIEJI0BOY MEPENUCKH

[K-26 Bnanenmem  HaBblkamMM — OOpabOOTKM  JOKYMEHTOB Ha  BCEX  JTamax

,Z[OKYMCHTOOGOpOTa, CUCTCMAaTU3aluu, COCTABJICHUA HOMCHKJIATYPbI ACJI

I1IK-29 CriocoGHOCTB CO3aBaTh U BECTH CUCTEMBI IOKYMEHTAIIMOHHOTO 00€CTIeYeHsI
B OpraHMU3aIui Ha 0a3e HOBEHUIIINX TEXHOJIOTUHI

I1K-30 CriocoOHOCTh OPraHU30BBIBATH PAbOTY CIY>KOBI IOKYMEHTAIIMOHHOTO
o0ecrieyeHus yrpaBieHUs U
apXMBHOTO XPAHEHUs JOKYMEHTOB

I1K-31 CrniocoOHOCTB pa3pabaThIBaTh JIOKAIbHBIE HOPMATUBHBIE aKThl 1 HOPMAaTHBHO-
METOAMYECKUE TOKYMEHTHI 110 BEJICHHIO UH(OPMAIIMOHHO-
JOKYMEHTAIMOHHOTO 00ECTIeYeHHS yIIPaBICHUS U apXUBHOTO J1ej1a

I1K-32 3HaHue 3aKOHO/IATENIbHOW M HOPMAaTHBHO-METOINYECKOM 0a3bl
MH(POPMALMOHHO-TOKYMEHTALMOHHOTO 00eCTieueH sl YIPaBJICHUS U



28

apXHMBHOTO JIeJ1a, CIIOCOOHOCTh OPUEHTHPOBATHCS B MIPABOBOI 0a3e CMEXHBIX
obnacreit
I1K-35 3HaHue TpeOOBaHUN K OPraHU3aAIMH CEKPETAPCKOTO 00CTyKUBAHHUS

B pe3ynbTaTe npoxoxkaeHus NPAKTUKU 00yHArOUIUNACS TOTKEH:

3HaTh OCHOBHbIE MPOOJEMBI JOKYMEHTOBEJACHUS M apXWBHOTO Jiela,
TpeOOBaHUSI K OpraHU3alluud CEKPETApPCKOro OOCHYKMBAaHHS, METOJbl U HOPMBI
OpraHu3aluu padoThl ¢ TOKYMEHTaMU

¥Ymerb paboTaTh ¢ pa3IMUHBIMU UCTOUYHUKAMHU UHGOPMAIIUU, CO3/1aBaTh U
BECTH €IMHBIE CHUCTEMbl JOKYMEHTAI[MOHHOTO OOeCledYeHus yNpaBieHUs B
OopraHu3aliyd Ha Oa3e HOBEHIIEeH TEXHOJOTMHM, OPTraHU30BBIBATH PAOOTy CITyKObI
JOYVY, pabotars ¢ uHdopmaluen B r1o0anbHbIX KOMIBIOTEPHBIX CETAX.

Baaxers OCHOBHBIMU METOJaMH, CIOCOOAMH U CPEJICTBAMU IMOJIYUYEHHUS,
XpaHeHus, nepepadoTku MHPOpMAIIMU, UMETh HABBIKA PA0OTHI C KOMIIBIOTEPOM,
OCHOBaMU HMH()POPMAIIMOHHO-AHAIUTUYECKON JESITEIbHOCTH M CIIOCOOHOCTHIO HX
MPUMEHUTh B TMpodeccuoHabHOU cdepe, 3aKOHOJIATENbHOW M HOPMATHUBHO-
METOJUYECKOI 0a301 JOKYMEHTAIIMOHHOTO 00ECIIeueH sl YIIPaBICHUS U apXUBHOTO
nena, mpaBUiiaMi TOATOTOBKHM yIPAaBICHYECKUX JOKYMEHTOB U BEJEHUS JECIOBOU
MEePEINUCKH, TpaBUIaMHi OpraHU3alluu BCEX ATANoOB pabOThl C TOKYMEHTaMHU.

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

OO6miast TpyAOEMKOCTh MPAKTUKU COCTaBIISIET 3 3aueTHBIX eauHullbl, 108

JaCoOB.
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I'PAOUK NPOXOXJAEHUA TIPAKTUKHU

3as.xadenpoii

«

»

Ipunooicenue 2

YTBEPXJAIO

20 T

Hdara (matbI) Paszjnen npaktuku

OTtMeTKa 0
BBLINOJTHEHHH

HNuanBuayaibHoOe 3a1aHHE HA MPAKTHKY

(cocraBisieTcst pyKOBOJMTENIEM MPAKTHKH OT Kadeapsl)

PykoBonmutenb NpakTHKH
oT Kadeapsl /

(moxmnuce)

PykoBoautens npakTuku
OT OpraHu3alyu /

(®M.0))

(moamnuce)

(@1.0.)
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ITlpunosicenue 3

®OPMA TUTYJBHOI'O JINCTA OTYETA
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MHWHOBPHAYKU POCCHU
denepansHOE rOCYIaAPCTBCHHOE OI0PKETHOE 00Pa30BaTEIBHOE YIPEKIACHUE
BBICIIETO 00pa30BaHuUs

«Poccuiickuii rocy1apCTBEHHBIN I'yMaHUTAPHBINA YHUBEPCUTETY

(PITY)

Hcemopurxo-apxuenviii uncmumym
Daxyremem 0OKYMeHmMOBeOeHUs U MEXHOMPOHHBIX APXUBOE

Otuér o MPOXOKACHUH IMPAKTUKHU

Vuebnas npakmuxa no noayuenuio nepeutHbLX NPOGeCcCUOHANLHBIX YMEHUI U HABLIKOS, 8 MOM
yucie no NOJYYEHUI0 NEPEULHBIX YMEHULL U HABBIKO8 HAYHUHO-UCCAEO08AMENbCKOU OesimelbHOCU
(OoxymenmogedeHue)

46.03.02 «/{oxymenmosedenue u apxugogeoeHue
Ipoghunv: « Unpopmayuonno-ookymenmayuonnoe obecneuenue ynpasienus»
YpoBeHb kBaM(UKAIMY BBITYCKHUKA (bakanasp)

dopma 00ydeHUs (0uHasl, OYHO-3A0UHASA, 3A0UHAS)

Crynenrta/ku __ Kypca
..... (hopMBI OOYUCHUS
(®HO)

PykoBoauTeIh MPAKTUKU
(@HO0)

Mocksa 2019 r.
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Ipunooicenue 4

OBPA3ENl O®POPMJIEHUA XAPAKTEPUCTUKHU C MECTA ITPOXOXJIEHUSA NPAKTUKHA

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 (JOKyMEHTOBE/ICHUE) B Ha JIOJDKHOCTH
3a BpeMs IPOXOXKJICHUS MPaKTUKN 00ydaromuiics/odydaromascs
03HAKOMMUJICS/Nach C: ,
BBITOJTHSII/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.



