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1.1. Ilenp mNpakTUKU: HM3y4YEHHE BHUAOBOIO COCTaBa  CIIy)KEOHBIX

HAOKYMCHTOB, MHCIIOJIB3YCMbIX B JACATCIBbHOCTH KOHerTHOI\/,I OopraHu3aiuu,

nopsiIka U 0CoOeHHOCTEN MX O(opMIIeHUS, U3yUYEHUE JOKYMEHTO00OpOoTa U

opraHuzanuu padoThl C JOKyYMEHTaMHU: MOpsSAKAa PETHCTpallid, KOHTPOJIs

HCIIOJIHCHUA OOKYMCHTOB, OpraHM3alli TCKYHICTO0 XpPaHCHUA OOKYMCHTOB,

InopsaaKa nmepeaadn unx B apxXuBs.

3agauu MPaKTUKU:

U3YYUTh U MPOAHAIM3UPOBATH HOPMATHUBHO-IIPABOBBHIE M HOPMATHUBHO-
METOJUYECKHUE JOKYMEHTHI, OIPEACIISIONME OPTaHU3AINIO U TEXHOJIOTHIO
JEJIONPOU3BOACTBA  (AOKYMEHTAIIMOHHOTO OOECIEeUeHHs]  YIpPaBICHUS
(10Y)) B opranmszaumu' (ycTaBbl, HOIOKEHUS, NPABUIIA, MHCTPYKIIUH,
pErJIaMEHTHI U T.11.);

COCTaBUTh TMPEJCTABICHUE O CHUCTEME JICJIONPOU3BOJICTBA  TOMU
OpraHu3alliu, B KOTOPOU CTYAEHT MPOXOJUT MPAKTHUKY;

03HAKOMHUTBHCSI C COJIEPKAHUEM KOHKPETHBIX JIeJIONPOU3BOJICTBEHHBIX
paboT HEMOCPEACTBEHHO Ha pab0YeM MECTE;

MOJTYYUTh HABBIKU Pa0OTHI C JOKYMEHTAMH Ha BCEX CTaAMSIX UX JBYKCHUS
(nepBuyHass o00paboOTKa JOKYMEHTOB B JKCHOEAMWIMU, padoTra ¢
JOKYMEHTaMU B KaHUEISPUU, PETUCTpAlUsl, KOHTPOJb, HCIOJHEHUE
JIOKyMEHTOB B CTPYKTYpPHBIX TMOJpa3JeJeHUsX, UX OTIPaBKA,
OpraHu3allys XpaHEeHHUs, TOATO0TOBKA JIOKYMEHTOB K C/1au€ B apXHB U T.1.);
3aUKCUpOBaTh B JHEBHHUKE IOJIyYEHHBIE CBEJCHUS U PE3YJIbTaThl
BBITIOJTHEHHOUM pabOTHI;

IIOATOTOBUTH OTUCT, 060611121}01]_[1/1171 IMOJIYYCHHBIC 3HAHUA U IIPAKTUICCKHUC

HaBBIKH.

1.2.

HpOI/ISBOI[CTBeHHaH IMpaKTHKa 110 IOJYYCHHIO HpO(beCCHOHaHBHbIX

YMEHH U onbITa NPodheCCHOHAIBHOU JIeSITEIbHOCTH

1.3. Croco0sb1, popMbI 1 MecTa MPOBEICHUS MPAKTUKN

!B nporpamme TepmuH "opranusanus” HCMIONB3YETCS Kak 06000, MPAKTHKA MOKET MPOXOJIUTE B
YUpEXICHUH, IPEANPUSITHH, PUpMe, KOMIaHUH U JIP.



CnocoObl mpoBeieHUs MPAKTUKK: CTAllMOHAPHAS, BbIC3IHAS.

CraunuoHapHass  OpakTHKA MPOBOJUTCS B  CTPYKTYPHBIX
noapazaeneHusx PITY unu B npodunbHBIX OpraHU3ANUAX, PACTIOIOKEHHBIX
Ha TeppuTopun r. MockBbl. Beie3iHasi mpakTHKa TPOBOAUTCS B MPOGUIBHBIX
OpraHU3alUAX PA3IMYHBIX peruoHOB Poccuiickoit denepanum.

K noapaznenenusim PITY, B KOTOpBIX NOPOBOAUTCS NpPaKTHKA
CTYJAEHTOB OTHOCSITCS: Y IIPaBJIEHUE JIeJIaMU, Y IPABJIEHUE KaJIPOB, IEKAHATHI U
kadenpsl pakyapTeTa.

Conepxanue  TPAKTUKU  OOPEAENISeTCS  NPOrpaMMOM  IPAKTHKH,
BKJIIOUAKONMIE! B ceOs  OCHOBHBIE  pa3liefibl  MpOrpaMMbl  KypCOB
«JlokyMeHTOBeneHue» U «OpraHu3anus U TEXHOJIOTHUS JOKYMEHTAIIMOHHOIO
obOecnieueHust ynpasieHus». CTyIeHT JOJKEH 3HATh MpaBHUJia COCTABJICHUS U
opopMIICHUS  yOpPaBICHYECKUX  JOKYMEHTOB,  TpeOOBaHUS,  KOTOpbIC
NPEABSABIAIOTCA K JOKYMEHTOOOOPOTY B OpraHW3alllM, JTallbl JIBUKEHUS
JOKYMEHTOB M HMX OcCOOeHHOCTH. Takum 00pa3oM, K Hauyalny MPOXOKICHUS
MPAaKTUKXA CTYAEHT JOJDKEH 3HaTb W yMETh MPaBUJIbHO IPUMEHSTH
3aKOHOJATENbHbIE W HOPMATHUBHO-METOAMYECKHE JOKYMEHTHI B 00JIacTH
JOKYMEHTAIIMOHHOTO oOecrieueHusi ynpaieHus. HeoOXoauMo Tak ke UMETh
MPEJICTABJICHHE O BUJOBOM COCTAaBE YIPABICHUYECKHUX TOKYMEHTOB, KOTOPBIE
CO3JIAI0TCS. B JICSITENBHOCTH JIIOOBIX OpraHu3aluii M OCOOEHHOCTH HX
coctaBneHus. CTyJIeHTy CleyeT BlaJeTh HEOOXOJUMBIMU HaBbIKAMU B paboOTe
C pa3IMuHON nH(OpMaIKel, MOCTyNaIIeH U3 Pa3IMUHbIX UICTOYHUKOB, a TAKXKE
0a30BBIMU HaBbIKaMH pabOThI HA KOMITBIOTEPE.

Bo BpeMs mpakTUKU CTYIEHTHI pa0OTaIOT B CIIY>K0aX TOKYMEHTAI[MOHHOTO
obOecrnieueHus: yrpaiieHus (YIpaBJieHUU JejIaMu, KaHUEIsIpuu, 00IIeM OTAee,
CEeKpeTapuare) U B JIPYTHX CTPYKTYPHBIX MOJPa3JEICHUSIX, BBITOTHIIOMINX
naHHble (DYHKIMU, B TOCYIAPCTBEHHBIX U HETOCYAapPCTBEHHBIX OpTraHU3aIUsIX.

Takke cTyAeHTaM MOXET OBbITh MPEJOCTaBI€Ha BO3MOXKHOCTD
MPOXOXKJEHNUS TMPAKTUKKM B  QJIMUHUCTPATUBHBIX U  (YHKIIMOHAIBHBIX

noxpasaenenusx PITY. B atom ciaydae, naTbl NPOXOXKACHUS IMPAKTUKUA MOTYT



CABUTATHCS (B TOM YMCIIE€ HAa KaHUKYJSAPHOE Bpemsi) ¢ OpopMIIEHHEM JAaHHOTO
nepenoca npukazom pexropa PITY.
[IpakTuka cTyA€HTOB paccuuTaHa Ha 6 HeNeNIb, U3 KOTOPBIX TPU JHS
OTBOJUTCS Ha 00I[ee 3HAKOMCTBO C YUPEKIACHUEM, 3aKIIOUUTEIbHAS HEAEs
- Ha COCTaBJICHUE CTYJECHTAMU OTYETOB, OCTAJIbHBIC - HA CAMOCTOSTEIbHYIO
MPAKTUYECKYIO paboTy.

1.4. Bun (Buzbl) npodecCHOHAIBHON JeATebHOCTH
[IpakTrka oprieHTHpOBaHA HA CIEAYIOIINE BUJIBI MPOPECCUOHATLHON IeATETbHOCTH:

-OpFaHI/I3aI_II/IOHHO-ynpaBHeH‘IGCKOf/'I,

-IIPOEKTHOM.

1.5. Inanupyemsble pe3yabTaTsl 00ydeHuUs IPH TPOXOXKICHUH MPAKTHKH, COOTHECEHHBIE C TUIAHUPYEMBIMHU
pe3ysbTaTaMy 0CBOEHHsI 00pa30BaTeIbHOM NPOrpaMMBL:

Konst CopeprkaHue KOMIETECHIMH Ilepeuens ITAHUPYEMBIX pe3yJIbTaToB

KOMITETEHIIMH> TIPOXOXKICHUS TIPAKTUKU

ObwexynomypHule / yHUGepcaibHble KOMNEmeHyuu

OK-4 CriocoOHOCTB UCTIONB30BATh 3HaTh:
OCHOBBI IIPaBOBBIX 3HAHUI B - HOPMaTUBHO-TIPaBOBYIO 0azy
pa3nu4HbIX chepax KaJIpOBOI'O JAEJIONPOU3BOICTBA B
JNEeATEIIbHOCTH Poccuiickoi ®enepanuy;

- IOPAAOK MPUMEHECHUS HOPM
TPYZIOBOTO IIPaBa;

YMers:

- paboTaTh C MPaBOBBIMU aKTaMH,
perIaMEHTUPYIOIUMHU BOIIPOCHI
JTOKYMEHTHUPOBAHUA TPYIOBBIX
OTHOIICHUN U paboThI ¢ KaJPOBBIMU
JOKYMEHTaMHU;

- OTIpEe/IETIATH 10 HOPMATUBHOM Oaze
COCTaB 00S3aTENbHbIX U YCJIIOBHO-
00s13aTEIbHBIX AOKYMCHTOB,
o(opMIISIOIINX TPYAOBBIE OTHOLICHHS C
paboTHUKaMU;

Bnagers:

- HABBIKAMU aHAJIN3a MIPaBbIX AKTOB,
BBISIBIICHUS] HEOOXOIMMOM
periaMeHTHpyoei nHGOpMaIH o
JOKYMEHTUPOBAHUU TPYIOBBIX
OTHOLICHUH U paboTe ¢ KaJpoBOii
JIOKYMEHTAlUEH;

2 Kogpbl KOMI'IeTeHLI'MVI B Ta6n|/|u,e OOJKHbl COOTBETCTBOBATL KOA4AM, YKa3aHHbIM ANA JaHHOWN NPakTUKn B y‘-le6HOM

nnaHe; opMynMpPOBKM KOMMETEHLMIA JOMKHbI cooTBeTcTBOBaThL PrOC BO.



- HaBBIKAMU IPUMEHEHHUSI HOPM
TPYAOBOTO IpaBa B NpOQecCHOHATHHON
NESTEILHOCTH.

OK-9

['0TOBHOCTB 1I0JIB30BATHCS
OCHOBHBIMM METOJIaMU 3alUThI
IIPOU3BOCTBEHHOI'O IIEPCOHAJIA
Y HaceJIeHUsS OT BO3MOYKHBIX
IIOCJIEICTBUM aBapuil,
KaTacTpo(, CTUXHIHBIX
OencTBuit

3HaTh:

-OCHOBBI TPAKJaHCKON U TEXHOT€HHOMN
0e30IMacHOCTH

YMmeTs:

-MCIOJIb30BaTh MOJYYEHHbIC 3HAHUS B
o0acTu rpaxaaHCKON OE30MacHOCTH Ha
MpaKTUKE

Bnanets:

-OCHOBHBIMH METOJIaMU 3alIUTHI OT
BO3MOXXHBIX aBapui, KaTacTpod u
CTUXUIHBIX O€NCTBUII 1 MUHUMU3AIUNA
X IOCJIeACTBUMN

OK-10

CnocoOHOCTh K HCIIOJIb30BAHHIO
OCHOBHBIX METO0B, CITOCOOOB U
CPE/CTB MOJMYUYCHHUS, XPAHCHUS,
nepepadoTKu HHPOPMALUU

Obwenpogeccuonanvrvle KoMnemeHyuu

OIIK-1

CIIOCOOHOCTBIO HCIIO0JIL30BaTh
TEOPETHUECKUE 3HAHHUS U METOJIbI
HCCIICIOBAHMS HA TIPAKTHKE

3HaTh: OCHOBHEIC METOAbI u CpeacrtBa
MPOBCACHUSA TCOPCTUICCKUX I/ICCJ'ICHOBaHI/Iﬁ

VMeTs: MPUMCHSATDH HNOJTYYCHHBIC TCOPCTUICCKUC
3HaHUA U pCIICHUA 3a4a4 HpO(I)CCCHOHaIILHOﬁ
JACATCIBPHOCTHU

BnaneTs: HaBBIKAMU IPOBEACHUS TEOPETUIECKHUX
HCCIEOBAaHUH B paMKax 00pa3oBaTEIbHOIO
mponecca W JAanbHeWIel npodecCHoHaTbHON
JIeSITEIbHOCTH

[IpodeccroHaTpHBIC KOMIICTCHITUH

BI/IH JCATCIIBHOCTHU

I1K-17

Brnanenue MeTojamMu 3aiuThl
uHpopMauu

3HaTh:

~-T€XHOJIOTHUIO 3alIUTHI U 00pabOTKH
JOKYMEHTOB OIpaHHUYEHHOT'O JI0CTYTIa;
YMers:

-IPUMEHATH HOPMBI IIPABOBBIX aKTOB B
cdepe 3amuTH HHPOPMALIUH B
MPaKTUYECKOU NeOITENbHOCTH;
Biagers:

-HaBbIKaMH pa3pabOTKU JIOKAIbHBIX
HOPMATHBHBIX aKTOB B cpepe 3aIIUThI
uHpOpMaINH;

-HaBbIKaMH obecrieueHust 0€301MacHOro
UCTIOJIb30BaHUS HH(OpMaIH
OrPaHUYEHHOI0 JOCTYIA.

IIK-18

BiianeHue coBpeMeHHbIMU
crucTeMamMy HH(POPMAIIMOHHOTO
U TEXHHUYECKOTO 00eCTIeUeHHS
JOKYMEHTAllMOHHOT O
o0ecreyeHns yrpaBieHuUs

3HaTh:

- OpraHMU3aLxI0 JEI0NPOU3BOICTBA
MYHUIHUIIAJIBHBIX OPTaHOB B YCIOBUSIX
MPUMEHEHUS HOBBIX MH(POPMAITMOHHBIX
TEXHOJIOTHHA.




YMmers:

- IPUMEHSATH HOBbIE MH(POPMALIMOHHBIE
TEXHOJIOTMH B JIEJIONIPOU3BOICTBE
MYHHIMIIAIBHBIX OPraHOB

Bnaners:

- COBPEMEHHBIMU TEXHOJIOTUSIMU
yIpaBICHUS T0KyMEHTALUEH;

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

- HaBBIKAMU PabOTHI ¢ OQUITHATIEHBIMU
caiiTaMi MyHHLIUTIAIBHBIX 00pa30BaHUN
ropoja MockBbl, MOCKOBCKO# o0actu
U Ipyrux cyowsexToB Poccuiickoit

Denepanuu.
I1K-19 CnocoOHOCTh HCITOIb30BATh 3HaTh:
IpaBujia MOArOTOBKHU -HOPMATHBHO-MCTOAUYCCKUC
YHOPaBJICHUCCKHUX JOKYMCHTOB U AOKYMCHTEI, OIIPCACTIAIONUC TOPAIOK
BE€ACHUA I[eJIOBOﬁ NEpCIHUCKA AOKYMCHTAIIUOHHOT'O O6eCHe‘-IeHI/ISI
YIIPABJICHUS
YMeTs:
-COCTaBIIATh, OPOPMIIATH U
HCIOJIb30BaTh KOHKPCTHBIC BU/IbI
AOKYMCHTOB B IIPOLCCCC UX
YIIPABJICHYECKOU NEATEIIHOCTH, B
COOTBETCTBHUHU C ICUCTBYIOIIMMHU
IIPaBOBBIMU HOPMaMH
Brnaners:
-HaBbIKaMH (POPMUPOBATH KOMILIEKCHI
HOPMATUBHO-MCTOAUYICCKUX
JOKYMEHTOB, ONPEACIISIOINX TOPSII0K
J10Y
T1K-20 Cnoco0HOCTD UCIOIB30BATh 3HaTh: MpaBUia OpraHM3allMd BCEX JTaloB
IPABHIIa OPraHU3ALNI BCEX paboTBl ¢ JOKYMEHTAaMH, B TOM YHCIIC
3TaroB paboTHI C JOKYMEHTaMH, APXIBHIMIT ACKYMCHTAMIL
B TOM 1HCJIC apXUBHBIMH VYMeTh: IUIaHUPOBAaTh W BBIOUPATh CIIOCOOBI H
JTOKYMEHTaMH METOJbl  BHEAPCHUS TPABHJI  OpPraHU3aliu
paboTBl ¢ JOKYMEHTAaMH, B TOM YHCIIC
ApPXMBHBIMU JIOKyMEHTAMH;
BrnaieTs: HaBRIKAMH OpTaHU3AIMA ¥ TTPOBEACHUS
OPITIPOCKTHBIX padoT;
T1IK-21 Bnanenue HaBbIKaMu 3HaTh: HAay4HbIE METOAbl CUCTEMAaTHU3aLHUU
COCTAaBJICHHS OIMCEH MIEI, AOKYMCHTOB B OTHCH
MO/IFOTOBKH €T K Mepe/iase B YMeTh: C.OCTaBJ'IﬂTL OITHCH TOKYMEHTOB | JIeIT
Brnamers: HaBbEIKaMH OQOpPMIICHHS JEN  JIIS
apxuB OpraHH3aHFH, Hepeiadn Ha apXMBHOE XPAHEHUE
rocya1apCTBCHHbBIN UJIN
MYHI/IL[I/IHa.HBHBH\/JI apxuB
TIK-22 CnocobHOCTDb MIPUHUMATh 3HaTh: CUCTEMY KCIIEPTHBIX OPraHOB

ydacTue B paboTe 1o
MPOBEICHUIO SKCIIEPTH3bI
IICHHOCTH

VYMeTh: TnpoBouTh IKCHECPTHU3Y LEHHOCTH
IOKYMEHTOB
Buangets: npuemamu nposeaenus 3aceganus K




I1K-23

BJIaI[eHI/IG HaBbIKaMU y4C€Ta U
o0ecreyeHns: COXPaHHOCTH
AOKYMCHTOB B apXHUBC

3HaTh: MPUHLUIBI yuera U obecriedeHus
COXPaHHOCTH JIOKYMEHTOB B aDXHUBE;
VYMeTh: 0OPMIATE YUETHBIE JIOKYMEHTHI
Bnanietb: OCHOBHBIMH NpHEMaMH OOecHedeHus
COXPAaHHOCTH JIOKYMEHTOB B apDXHUBE;

T1K-24 Brnanenue HaBeIKAMU 3HaTb: OCHOBHbIE IPUHLIUIIBI U METO/IbI CO3/1aHUS
OpraHu3aIlH CIPaBOYHO- CIIC x noxymenTam;
VMeTb:  TPUMEHATH HaydHbIE METOIBI IPH
ITIOUCKOBBIX Cpe,[[CTB )41
paszpadotke otnensHbIX CIIC
HCIIOJIb30BAHMS apXUBHBIX BiageTs: NpHEMAMM COCTaBICHUS APXHUBHBIX
HOKYMCHTOB CIPaBOYHBIX
T[1K-27 CriocoGHOCTh TPUHUMATH 3HaTh: CHUCTEMY  HOPMATHBHO-METOAMYECKUX
yuactue B paboTe 1o JMOKYMEHTOB 10  TPOBEACHHUIO  OKCIIEPTU3BI
[EHHOCTH JIOKYMEHTOB
MPOBCACHUIO SKCIICPTU3BI
VYMeTh: mpoBoAuMTh IKCIIEPTU3Y LEHHOCTHU
p Yy
IICHHOCTHU IIOKYMGHTOB
JOKYMEHTOB
Brnagets: HaBbIKaMU TTPOBECHUS
3KCHepTH3BI IIECHHOCTH ,Z[OKyMeHTOB
T1IK-28 Brnanenue HaBBIKAMU y4eTa u 3HaTh: OCHOBHBIC TPeOOBaHUSI K OpraHU3AIUU
00ECIICUeHNS COXPAHHOCTH y4eTa v XpaHeHHUs JJOKYMEHTOB B apXHUBE
VYMeTh: TIPOBOJIUTH MEPOTIPHSTHS o
,Z[OKYMCHTOB B apXI/IBe
00€eCTIEYEHHIO YUeTa U XPAaHEHUS JOKYMEHTOB
BitaseTs: HaBEIKAMH KOHTPOJIS YCIOBHIA
XpaHEeHUsI TOKYMEHTOB
I1K-30 CriocoOHOCTh OPraHU30BBIBaTh | 3HATH!
paboty ciy)Obl -IPUHLHMIIBL Pa0OTHI B CITyk0ax
,Z[OKYMGHTaHI/IOHHOTO ,Z[OKYMGHTaHI/IOHHOTO O6eCHe“IeHI/IH
o0ecrieyeHus yrpaBieHUs U yIpaBJICHUS U APXUBHOTO XPaHEHUS
apXMBHOT'O XpaHEHUS JTOKYMEHTOB
,Z[OKYMCHTOB apXI/IBHOFO XpaHeHI/IH I[OKYMeHTOB
YMeTh:
-OpraHu30BbIBaTh PadoTy CIyXKObI
,Z[OKYMGHTaHI/IOHHOTO O6eCHe“IeHI/IH
yIpaBJICHUS U APXUBHOTO XPaHEHUS
JIOKYMEHTOB
Bnanets:
-HaBbIKaMH OpTaHU3aLUU pabOThHI
CHy>K6BI I[OKyMeHTaL[I/IOHHOFO
o0ecrieyeHns yrpaBJIeHUs] U apXUBHOTO
XpaHEeHHUsl JOKYMEHTOB
I1K-31 CrniocoOHOCTB pa3pabaThiBaTh 3HaTh:

JIOKAJIbHBIC HOPMATUBHBIE aKThI
¥ HOPMAaTUBHO-METOAMYCCKUE
JTOKYMEHTBHI 10 BEJICHUIO
MH(POPMALIMOHHO-
JTOKYMEHTAIMOHHOTO
o0ecrieyeHus yrpaBleHUs U
apXUBHOTO JieNia

-Tpe0oBaHUA K Pa3pabOTKe JTOKAIbHBIX
HOPMATHBHBIX aKTOB M HOPMaTHBHO-
METOAMYECKUX JOKYMEHTOB I10
BEJICHUIO NH(POPMALIMOHHO-
JOKYMEHTAIMOHHOTO 00ECTIeUeHHS
yTpaBJICHUS U APXUBHOTO JIeJia
OpraHU3aIHH.

YMmers:

-IIPUMEHATH HOPMBI POCCHHUCKOTO
3aKOHOJATEeIbCTBA IPU pa3paboTKe
JIOKAJIbHBIX HOPMATHUBHBIX aKTOB U
HOPMAaTHBHO-METOJMUECKUX




JOKYMEHTOB 110 UH(GOPMAIMOHHO-
JOKYMEHTAI[MOHHOMY 00€CIICeYCHHIO
yIPaBJICHUS U APXUBHOMY JICITY
OpraHu3aIni,

-IPUMEHSATh METOINYCCKHUE TIOIXO/IbI K
pa3paboTKe JIOKATbHBIX HOPMATUBHBIX
aKTOB U HOPMATUBHO-METOAMYCCKIX
JOKYMEHTOB TIO BEJICHHUIO
UHPOPMAIIMOHHO-TOKYMEHTAIIMOHHOTO
o0eCIeUeHUs YIIPABJICHUS U apXHUBHOTO
nena;

Bnanets:

- HaBBIKAMH Pa3pabOTKH JIOKATBHBIX
HOPMATHUBHBIX aKTOB U HOPMATHBHO-
METOJIMYECKUX TOKYMEHTOB TIO
BEZICHHIO HH(POPMALIMOHHO -
JOKYMEHTAIMOHHOTO O0eCTIeueHus
yIPaBJICHUS U APXUBHOTO XPAHCHUS
JIOKYMCHTOB B OpraHHU3alllu.

I1K-32

3HaHME 3aKOHOAATEIBHON U
HOPMAaTHUBHO-METOANYECKOMN
6a3bl HH(OPMAITHOHHO-
JOKYMEHTAIHOHHOTO
o0ecrieyeHus yrpaBieHUs U
apXHUBHOTO JIeJ1a, CTIOCOOHOCTD
OPHUEHTHUPOBATHCA B IPABOBOU
6a3e CMEeXHBIX obsacTen

3HaTh:

-OCHOBHBIE HOPMBI POCCHICKOTO
3aKOHOJIaTeIbCTBA B 001aCTU
WH(OPMAIIMOHHO - TOKYMEHTAIIMOHHOTO
obecrieueHus yIpaBIeHUS U apXUBHOTO
nena;

-OCHOBBI 3aKOHOIATEILCTBA B CMEIKHBIX
00J1acTSIX NEeATCILHOCTH,

YMeTh:

-CaMOCTOSTETTFHO MTPUMEHSITH B
MPAKTUYECKON AESITETLHOCTA HOPMBI
POCCHICKOI0 3aKOHOIaTEJIbCTBA B
obacti HH(POPMAIIMOHHO -
JOKYMEHTAIMOHHOTO O0eCTIeueHus
yIpaBICHUS ¥ apXUBHOTO JIEIIa;
-OPHEHTHPOBATHCSI B PABOBOM 0aze
CMEKHBIX 00JIaCTEH.

Bnanets:

-YMEHHUEM MPUMEHSATh HOPMBI
POCCHICKOI0 3aKOHOIaTEJIbCTBA B
obacti HH(POPMAIIMOHHO -
JOKYMEHTAIMOHHOTO O0eCcTieueHust
yIpaBICHUS ¥ apXUBHOTO JIEIIa;
-YMEHHEM IPUMEHSATH OCHOBBI
3aKOHOJIaTEIbCTBA B CMEXKHBIX 001aCTIX
JEeSATEILHOCTH B MTPAKTUIECKON
JEATEIIbHOCTH; --TCHACHIIMSIMU
pa3BUTHUS 3aKOHOAATEIHCTRA,
MEKIYHAPOAHON Y HALIMOHAIBHOMN
cranfaptuzanuu B chepe JJOY u
CMEKHBIX 00JIACTIX

I1K-33

3HaHUE OCHOB TPYAOBOIO
3aKOHOJIaTEJIbCTBA

3HaTh:




- IIPaBOBYIO 6azy KaJIpOBOTO
Jaenonpous3BojacTBa B Pocculickoit
®enepaunu,

- OCOOCHHOCTHM  JIOKYMEHTHPOBAaHUS
TPYAOBBIX OTHOUICHUH C pa3IMYHBIMHU
KaTeropusiMu pabOTHHUKOB;

-COCTaB 0053aTEIbHBIX B COOTBETCTBUU C
TPYAOBBIM 3aKOHOJATEIHLCTBOM
KaJpOBBIX TOKYMEHTOB;

YMmers:

- paboTaTh C TMpPaBOBBIMH aKTaMH,
periIaMeHTHPYIOIUMH BOIIPOCHI
KaJJpOBOTO JETONPOU3BO/ICTBA;
-BBISIBIISTD B 3aKOHOJATEJIbHbIX,
HOPMAaTHUBHO-TIPABOBBIX aKTax u
HOPMAaTHBHO-METOJUUECKUX
JOKYMEHTax UHpOpMaLHUIO,
HEOO0X0IUMYI0 Il MPOo(ecCHOHANBHOM
NesTeTbHOCTH;

Bnanets:

- HaBBIKAMH aHalu3a I[PaBBIX AaKTOB,
BBISBJICHUS HEOO0X0IUMOI
pernamMeHTHpymomei uHpopManuu 0
JTOKYMEHTHUPOBAaHUHU TPYIOBBIX
OTHOIIICHUI;

- HaBbIKAMH MHTEPIIPETAllMH  HOPM
TPYJOBOIO ITpaBa.

I1K-34

CoOuroieHue npaBui ¥ HOPM
OXpaHbl Tpyaa

3HaTh:

-IpaBWJIa OXPaHbI TPyJa

-HOPMBI Pa0OTHI C KOMITBIOTEPHOU 1
OPIrTEXHUKOH

YMeTh:

-OCYILECTBIATH TPYAOBYIO
JEATEIIbHOCTh C YYETOM CYIIECTBYIOLIHNX
MpaBUJI OXpaHbl TPy/ia

-paboTaTh C TEXHUYECKHUMH CPEICTBAMU
coOroIast mpaBuiIa OXpaHbl TPyaa

Bnanets:

-HaBBIKAMHU OCYUIECTBIICHUS TPYIOBOU
JEATEIIbBHOCTH C YYETOM MPABUI U HOpA
OXpaHbl TPyAa.

I1K-35

3Hanue TpeOoBaHUH K
OpraHM3alH CEKPETAPCKOTO
o0CITyKUBaHUS

3HAaTh:
-TpebOBaHUs K OpraHU3aIuN
CEKPETapCKOT0 OOCITYKUBAHUS;

YMeTs:




-OcyH_IeCTBHHTB HCATCIIBHOCTD I10
OpraHU3aIMOHHO-UH(POPMALIMOHHOMY H
JOKYMEHTAI[MOHHOMY 00€CIICeYCHHIO
ACATCIIBHOCTHU pYKOBOILI/ITe.HH;

Bnanets:

-HaBbIKAMHU OpPraHU3alMHU U IPOBEICHUS
MEPOIPUATHH, CBA3aHHBIX C
JIEATEIIbBHOCTBIO PYKOBOJIUTEIIS

I1K-36

3HaHueM TpeOOBaHUH K
OpraHM3aly KaJpoBOro
JIEJIONPOU3BOICTBA U
JOKYMEHTUPOBAHUIO TPYJOBBIX
OTHOLLIEHUH, XPAaHEHUIO
JOKYMEHTOB I10 JINYHOMY
COCTaBy

3HaTh:
- paboTy KagpoBbeIX CiIyxk0, ee

OpraHu3alluio, 00sI3aHHOCTH u
OTBETCTBEHHOCTb;
- HOPSIIOK JIOKYMEHTUPOBAHUS
TPYIOBBIX OTHOLICHUH;

- O0COOCHHOCTHU paboThI C

MEPCOHATBHBIMU TAaHHBIMH PAOOTHUKOB;
- TopsAgoK  paboTel ¢ KaJApOBOWM
JOKYMEHTALUEH;

- OpaBWia OpraHu3alMyd  XpaHEHHUs
JOKYMEHTAUH 10 JUYHOMY COCTaBY;

YMers:
- COCTaBJIATH JIOKAJbHbIE HOPMATHUBHbIC
aKTBhl, ONPEAEISAIOIINE TPYAOBOI

pacropsIoK, OpraHu3aIMOHHBIE OCHOBBI
TpyZia B OPraHU3alUsIX pa3InIHbIX (OpM
COOCTBEHHOCTH ;

- oopmisATH TpPYIOBBIE IOTOBOpa U
ApyTue JTOKYMEHTHI, 0hOpMIIsIeMbIe MPH
npueme Ha pabory;

- B CPOK TOTOBHTb JOKYMEHTHI IIO
OCHOBHBIM KaJJpOBBIM TPOLIEypaM;

- KOMIUIEKTOBaTb  JIMYHbIE  JieNa
pabOTHUKOB;

- TIOMeIaTh JOKYMEHTHI Ha XpaHCHHE B
COOTBETCTBUM  C  CYNIECTBYIOUIMMHU
HOpMam¥;

- paboTaTh C MEPCOHATBHBIMHU JTAaHHBIMH.

Biagers:

- HaBbIKAMH pabOTBl C THUIOBBIMHU
YHU(DUIUPOBAHHBIMU dbopmamu
JOKYMEHTOB;

- HaBBIKAMU COCTABJICHHS PAa3JIMYHbIX
BUJIOB KaJPOBBIX JJOKYMEHTOB,

- HaBBIKAMU COCTABIICHHS JIOKaJIbHBIX
HOPMAaTHUBHBIX aKTOB,
periIaMeHTHPYIOIIUX JesITeIbHOCTD
KaJPOBBIX CITYXkO;

- BECTH JIMUHBIE JieJia paOOTHUKOB,;




- HaBbIKaMH CUCTEMAaTHU3alu
AOKYMCHTAIMHU 110 JINYHOMY COCTaBY.

I1K-40 3HanneM TpeOoBaHUI K 3HaTh: OCHOBHBIC TpPEOOBAHUS K YCIOBHAM

OpraHM3aLHH 00ECICICHHS XpaHEHHs JOKYMEHTOB B apXUBE
COXPAHHOCTH TOKVMEHTOB B YMerh: HamaauTh paboTy Mo 0OecreueHHIo
P AOKY PEXMMOB XpaHEHUsI JOKYMEHTOB

apxuBax BliageTs: HaBBIKAME KOHTPOJIST OCHOBHBIX
HapaMeTPOB PEKMMOB XPAHEHHS B apXUBE
[1IK-49 BJIaJICHHEM HaBbIKaMHU 3HaTh:
COBCPUICHCTBOBAHUA - TCOPCTUUCCKUC U MPAKTHYCCKUC
OpFaHI/I3aL[I/II/I XpaHeHI/IH BOHpOCBI OpFaHI/I3aHI/II/I NCATCIIBHOCTHU
,Z[OKyMeHTOB apXI/IBOB HaquO-TeXHI/IquKI/IX

opranu3auuii B Poccun

VYMeTh:

- OpI/IeHTI/IpOBaTI:CH B Hay‘{HbIX,
HpOI/ISBO,Z[CTBeHHBIX, 3KOHOMMHNYCCKHUX,
HpaBOBLIX nu I/IHCTI/ITYLII/IOHaHI:HBIX
(dakTopax, BIUSIONUX HA TIPOIECCHI
OpFaHI/I3aI_[I/II/I XpaHeHI/IH ,Z[OKyMeHTaI_II/II/I
Ha HpeILHpI/ISITI/DIX B opraHmauI/mx,
BEAYIIUX HAYYHYIO, IPOU3BOACTBEHHYIO
nu HpeI[HpI/IHI/IMaTe.HBCKyIO NCATCIIBHOCTD

Brnaners:

- HaBBIKAMH OPT'aHU3AIUH e TCIbHOCTH
apXWBOB B HAYYHO-TEXHUYCCKOHN U
YKOHOMHYECKOMU cepe.

IIK-51 CnocoOHOCTh 3HaTh: OCOOCHHOCTH pabOTBl C APXHBHBIMU
COBEpILEHCTBOBATH paGoTy ¢ JNOKyMEHTaMH apXWBa OpPraHU3alM¥ Ha OCHOBE
UCIIOJB30BaHUS] COBPEMEHHBIX

APXUBHBIMH JOKYMCHTAMU o
I/IH(i)OpMaIII/IOHHI)IX TCXHOJIOTHHU

apxuBa OpraHU3allii Ha OCHOBE | yyers: opraHu3oBbIBaTH paGoTy C apXHBHBIMH

HCIIOJIb30BAHHUA COBPCMCHHBIX JOKYMCHTAaMHU apxXuBa OpraHu3aliii Ha OCHOBEC
I’IH(l)OpMaLII/IOHHBIX TCXHOHOFI/Iﬁ HCIIOJIB30BaHUA COBPCMCHHBIX
I/IH(i)OpMaIII/IOHHBIX TEXHOJIOTUH
Bnaners: HaBBIKaMHU COBCPUHICHCTBOBAHUA

paﬁOTLI C AapXMBHBIMU JOKYMCHTAMH apXuBa
OpraHusanuu Ha OCHOBC HCIIOJIb30BaHUA
COBPCMCHHBIX I/IHq)OpMaL[I/IOHHI)IX TEXHOJIOTHI

1.6. MecTo mpakTHKHU B CTPYKTYpe 00pa30oBaTeIbHON MPOTPAMMBI

[IpakTika TO JOKYMEHTOBEACHHIO MPOBOIUTCA JUISI  CTYICHTOB
OakanaBpuata, oOydaronuxcsi o HampasieHuto 46.03.02 «JlokymeHTOBeIcHNE
1 apXUBOBEJICHHUE», B BOCBMOM CEMECTPEe M OTHOCHUTCS K BapHAaTUBHOW YaCTH

MPOrPAMMBL.



[IpousBoacTBEHHAs] TpakTUKa [0 TMOJIYYECHHIO MNPOodheCcCHOHAIBHBIX
YMEHHM U ombiTa NPOo(HEecCHOHANBHON AESTEIBHOCTU SBISIETCS COCTABHOM
4acThl0 y4eOHOTO mpolecca U MPOBOAMUTCS NIl 3aKPEIUICHUS U YIIyOJeHUs
TEOPETUYECKUX 3HAaHUW Mo KypcaM "JlokymeHToBeneHue", «Opranuzanus
texHosorusa JOVY», «/loKkyMEHTUpOBaHHE IEATEIBHOCTH HETOCYJapCTBEHHBIX
oOecrieueHue

OpraHu3alumn», «HbopMallMOHHO-TOKYMEHTAIITUOHHOE

ACATCIIbHOCTU PYKOBOJUTCIIA» HN3Yy4YCHUA CTyACHTaMU OpraHu3anuu
ACJTIONPOU3BOACTBA B COBPEMCHHBIX TOCYAAPCTBCHHBIX WM HCTOCYAAPCTBCHHBIX

opraHu3anusax U IMOJTYUCHUSA HpO(b@CCI/IOHaJII)HI)IX YMGHI/II\/'I H OIIbITA.

1.7. O0ObeM npakTUKU

OO6masi TPyIOEMKOCTh MPAKTUKU COCTABISIET 9 3auyeTHBIX €AUHUIIBI
MPOJOJKUTEIBHOCTBIO 6 HEIEIb.

[IpakTHka CTYyIEHTOB paccyuTaHa Ha 6 HEIENb, W3 KOTOPBIX TPU JHS
OTBOJMTCS Ha 00111€€ 3HAKOMCTBO C OpTaHU3AIMEH, 3aKIIIOUUTENIbHAS HE/IEIIS - Ha
COCTaBJICHUE CTYJIEHTAMH OTYETOB,

OCTAaJIbHBIC - Ha CaMOCTOATCIIbHYIO

MPaKTUYECKYIO padoTy.

2. Cooepoicanue npakmuxu

No | HaumeHnoBaHue paznena CopeprkaHue U BUIEI paboT

O3HaKOMHTEIbLHAS JICKIIUA

Or[pe,ueneHI/Ie uenef/i " 3aJia4 MPaKTUKU, UCTOYHUKOB U JUTCPATYPHI,
HGOGXOHI/IMHX JJIsL CaMOCTOSITCIIEHOM paGOTLI W IMOATrOTOBKH OTUYCTA.

JOKYMCHTOB NPCATIPUATUS

2 Wnctpykraxk  mo  TexHuke | O3HaKOMJICHHE CTYACHTOB C MpaBWJIAMH BHYTPEHHErO PpacHoOpsKa,
Oe3omacHoCTU JIONyCKa B TOMEIIEHUS CIYX0, MOXapHOHW 0e30macHOCTH M APYTHMMH
perilaMeHTHPYIOIIMMH ~ paboTy  COTPYAHHUKOB  HMHCTPYKIHMSIMH

U TIOJI0KECHUSIMU.
3. N3yuenue HCTOPHH, PykoBoguTens MpakTUKKM OT OpPraHU3allMd MOXET IPOBECTU
COBPEMEHHBIX 3aJay, (DYHKUUH | BCTyNUTEIbHOE 3aHSTHE CO CTYJCHTaMH, LEJIBI0 KOTOPOTO SIBIISETCS
U CTPYKTYPBI yUPEKACHUS, 03HaKOMJICHUE NMPAKTHKAHTOB C MCTOPHEH, COBPEMEHHBIMH 3aJjadyaMH,
4. W3yuenne OpraHm3allMOHHBIX | HAIIPABICHHUSIMH JEATEILHOCTH W OCOOCHHOCTSIMH JIOKYMEHTHPOBAHHUS

YOpPaBIEHYECKOM AEATENBHOCTH yupexaeHus. Eciaum B apxuBe
OpraHM3aliM MMEEeTCsl NCTOpUYecKast crpaBka o QoHmoobOpaszoBarere,
OHA U3y4aeTcs CTyACHTaMH.

Jlanee CTyJEeHT NPHUCTYyNaeT K U3yYEHUIO OPraHM3allMOHHO-
MIPABOBBIX JOKYMEHTOB, PErIaMEHTUPYIOIIUX HOPUIUUYECKUN CTaTyc
YUPEXKICHHUS, ero OpraHU3alMOHHO-TIPaBOBYIO ¢hopmy,
OpPraHM3alMOHHYIO CTPYKTYPY M HAIPABJICHUS AEATEIBHOCTH.




K TakuMm 1oKyMeHTaM OTHOCSTCSI:

e VYcraB (IIOJNOKCHNE) OPTaHU3AIIH;

e [lonoxxeHns: 0 CTPYKTYPHBIX HOAPA3ICIICHUSX;

e JIOJDKHOCTHBIE HHCTPYKIUH COTPY/IHUKOB?;

e IllratHoe pacnucaHue.

[lo wroram wW3y4yeHHs CTYAEHTHl JIOJDKHBI  coOparth
MH(OPMAIHIO 110 CIEAYIONIMM BOIIPOCaM:

JlaTa co3/1aHus OpraHnu3alvy;

Ha3BaHUE OpTraHHU3aLlUH;

LIeJTb CO3/1aHMs ¥ (DYHKIMH OpTraHNu3aLiH;
OpraHM3aIIOHHO-TIPaBOBas (hopmMa OpraHu3aINH;
OpraHM3aIOHHAS CTPYKTYpa U IOPSA0K YIIPaBICHNUS;
COCTaB OPTaHM3AIMOHHBIX JOKYMEHTOB OPTaHHU3AINH;
CTENIEHb OTPAXCHUS B OPraHM3AIMOHHBIX JIOKYMEHTax
TpeOOBaHMH K JOKYMEHTHPOBAHHIO  YIPaBICHYCCKOH
JeITeNIHOCTH (TIOPSIO0K M3JaHuUs, TIOATUCAHMS, XPAaHEHHS);

B pesynbraTe cTyeHTHI rpad)MuecKy BBIYEPUUBAIOT CTPYKTYPY
OpTaHH3aLH.

Bce coOpanHble naHHBIE CTYAEHTHI O(OPMISIIOT B BHJC
JTHEeBHUKOBBIX 3alucel, I/Je OTMEYaloT JaTy 3aliCH, HCTOYHHUK,
KOTOPBIM OHH IOJIb30BAJIMCh. OTH BBIMHCKH W3 OPraHW3allMOHHBIX
JIOKYMEHTOB CTYAEHTHI HPEICTAaBISIIOT PYKOBOAMTENIO IMPAKTHKH OT
opraHuzanuy, B Oeceie € KOTOPBIM OOCYXAAIOT —crieruduieckue
0COOCHHOCTH CTPYKTYPHI M PyKOBOJICTBA OpTraHHU3allUeH.

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

5. N3yuenue HOpPMaTHBHO-
METOJMYECKHX JOKYMEHTOB IO
JOY u cucreM noxyMeHTanuu

OpraHM3aLH,
W3yuenue ocobeHHOCTEN
odopMileHHsT  yIpaBICHYECKUX

6. JIOKYMEHTOB

B TeueHne 3TOro BpeMEHU CTYJICHTHI BHUMATEIbHO H3Yy4arOT
HOPMaTHBHO-METOUUYECKHUE JIOKYMEHTBI YUpEKACHUS,
perilaMeHTHpYIOIIMEe  TpaBwja  COCTaBIE€HHS H  O(OpPMIICHUS
JOKYMEHTOB, €CJIM Takue B OpraHM3allid HMETcs. B dmcie stmx
JIOKYMEHTOB MOTYT OBITh MHCTPYKIHMH IO AEIONPOU3BOJACTBY (MU 10
pabore ¢ JOKyMeHTaMHu), TpaBWia O(OPMICHUS JIOKYMEHTOB,
perylaMeHThl, CTaHJapThl OpraHW3alMd, NPHKA3bl (PACHOPSKECHUS) O
MOPSAKE CO3JaHUS U COTJIACOBAHUS OTIEIbHBIX BUJIOB JOKYMEHTOB U TaK
Janee.
CryneHtaM  HEOOXOIMMO  O3HAKOMHTBCS € CHCTEMaMu
JIOKyMEHTALIH, WCIOJIb3YEMbIMH B OPTaHW3alllH, BBISBUTH OCHOBHBIC
BUABI W PAa3HOBHIAHOCTH  JOKYMEHTOB, IPUMEHSIEMBIX IS
JOKYMEHTHPOBAaHUS  JEATEIbHOCTH OpraHU3ald B  LEIOM H
CTPYKTYPHOTO MOZpa3/IeeHNs, B KOTOPOM paboTaeT NpaKkTHKAHT.
CocCTaB JOKyMEHTOB CUCTEM JAOKYMEHTALUU, UCTIONb3YEMBIX B
JIESITENIBHOCTH  OPTaHM3aIlH, MOXKET BKIIOYATh YHH(UIMPOBAHHBIC
¢dopmel U popMbl, pazpaboTaHHBIE COTPYAHUKAMHU OpTaHU3alNH.
IIpoBoxutcs JI€TaIbHbII aHaIIn3 OpraHU3alIOHHO-
pacnopsaauTenbHON JOKYMEHTAUH 110 CIEYIOIUM FPyTIaM:
e OpraHM3alMOHHBIE  JOKYMEHTBI,  IpPUMCHSIEMBIE B
YIPaBIEHYECKOHN EATEIbHOCTH;

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

e BBl HH(POPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

CryneHtaM  HEOOXOAMMO  H3YYUTh  WHCTPYKLIMIO IO
JIETIONIPOU3BO/ICTBY OPraHM3allMd M BBUIBHTH, COOJIIOAAIOTCS JIH €e
TpeOOBaHMS COTPYIHUKAMHU OpraHu3anuy. Eciam Takoil MHCTPYKIMH B
OpraHM3allul HET, TO CTYJIEHTHl AaHAIM3UPYIOT OPraHU3alMOHHO-
paciopsIMTeNbHbIE TIOKYMEHTHI Ha NpeaMeT coOmoieHus TpeboBaHmit

* CryneHT BHMMarenbHO wu3y4aeT llonmokeHue o CTpYKTYpHOM MOApPA3AEICHUM U
JOJDKHOCTHBIE HHCTPYKLUU TOTO NIOAPA3AEIEHUs, B KOTOPOM OH IIPOXOJHUT IIPAKTHUKY.
5 y




I'OCT P 7.0.97-2016 (u3yuaercsi odpopMIICHHE TOKYMEHTOB, TO €CTb
HAJIMYHE BCEX HEOOXOUMBIX PEKBU3UTOB JIOKYMEHTOB).

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

® TPaBWIHLHOCTH aIPECOBAHUS;

® TMOpPSANOK BHYTPSHHETO W  BHEIIHETO COTJIACOBAHUS

JIOKYMCHTOB;

®  TIOJITUCAHMSI,

®  YTBECPIKICHUS.

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

HeoOxomuMo  Takke BBISIBHTH, HCIONB3YIOTCA JIH B
OopraHu3anui OJaHKH JTOKYMCHTOB, €CIH HCIOJB3YIOTCSA, TO KaKue
(oOmuit O6maHK, OJAHK MUChMA, OJIAHK KOHKPETHOTO BUAA JTOKYMCHTA,
OJaHK TOJKHOCTHOTO Jwma W T.a.). OOpasipsl ONaHKOB XKeIaTeIhHO
MIPUJIOKUTE K OTYETY IO MPAKTUKE.

[Momumo HamM4ws ONAHKOB B JTHEBHUKE MPAKTUKH CTYACHTHI
(UKCUPYIOT COCTaB MPUMCHSIEMBIX JOKYMEHTOB, OTMCUAIOT HamOoee
pacTpoCTpaHEHHBIE B  MPAKTUKE PAa0OTBI  yUPEKACHUS  BHIBI
OpraHM3aIMOHHO-PACTIOPSIUTEILHBIX JOKYMEHTOB, a TAKXKE OTMEUAIOT,
rae 3aUKCHpPOBAaHBI TPeOOBaHWSA K COCTABICHHUIO W O(OPMIICHUIO
JTOKYMEHTOB OpTaHH3aIlHH.

HeoOxomuMo Takke HM3YYHTh TEXHHUYCCKYIO OCHAIICHHOCTH
MPOIIECCOB TOKYMEHTHPOBAHUSA, 2 UMCHHO: ONPEICITUTh TEXHUICCKUC
MPOTPAaMMHBEIC  CPEJICTBA,  HCIONB3YEMBIC  COTPYAHUKAMH IS
W3TOTOBIICHUST JOKYMCHTOB, CTCIICHb OCHAIEHHOCTH pPa0OYMX MECT
COTPYIHHUKOB KOMITBIOTEPAMH, OPITEXHUKOH M CPEJCTBAMH CBSI3U.

B nmceMeHHOM OTYeTe HEOOXOAUMO OTpa3uTh, Kakas
MIporpamMMa UCIOIB3yETCs B OpraHU3aIliH IS CO3/IaHuUs JOKYMECHTOB, €€
JIOCTOMHCTBA ¥ HEJIOCTATKH.

W3zyuenne opranuzanuu paboTel
C IOKyMEHTaMH

B teuenue 9-14 nHell cTyIeHTHI U3y4alOT:

-JIOKyMEHTO000pOT OpraHn3alny;

-TIOPSIIOK  PETHCTPAllMd W TOCTPOEHHE HH(POPMAIIMOHHO-
ITOMCKOBOW CHUCTEMBIL;

-TEXHOJIOTUIO KOHTPOJIS 32 CPOKAMH UCIIOIHEHUS JOKYMEHTOB;

-COCTABIICHHE HOMEHKIIATyphl A€,

-OpraHM3alyl0  TEKYIIEro  XpaHEHHs  JOKYMEHTOB B
CTPYKTYPHBIX HOJPA3ACIICHUSIX OPraHU3alHu;

-OKCIIEPTU3y  LUEHHOCTH M  INPAKTHYECKOW  LIEHHOCTH
JIOKYMEHTOB;

-IIOATOTOBKY U Iepeady JOKYMEHTOB B apXUB OPraHU3alHU.

CTyneHTbl aHANU3UPYIOT TOKYMEHTOINOTOKM IO BHAAM
JOKYMEHTOB, II0 KOpPPECHOHJEHTaM, [0 YPOBHSM HCIIOJIHEHUS,
COCTaBIISIIOT ONEPOrpPaMMBbl JBMXKEHUS BXOZASIIECH, BHYTpEHHEH U
ucxopaumien  koppecnoHaeHuuu. CTyOeHTBl HM3Y4alOT  CHCTEMY
MIEpBUYHON 0OpaOOTKM KOPPECIOHJICHIMH W TpaBWiIa OTIPABKH
HCXOAAIIMX JOKYMEHTOB, AHAIU3UPYIOT MOPAJOK COINIACOBAHUSA U
MIOJIIACAHNUS JOKYMEHTOB, ITPOCYUTHIBAIOT 00BEM JIOKYMEHTO000pOTa 3a
MPEIIIECTBYOLINI MECSIL.

CTyneHTBbl H3y4aloT CUCTEMY pErHCTpalud JOKyMEHTOB B
YUPEXICHNH, 3HAKOMSATCS C PETHCTPALIMOHHBIMH (hOPMAaMU U TIOPSAKOM
uxX 3anoiHeHws. M3ydaioT cucremy uH(pOPMaNMOHHO-CIIPABOYHOM
pabotel. CTymeHTBI 3HAKOMATCS C OpraHu3alueld W TEXHOJIOTHEH
KOHTPOJISl MCHOJIHEHUS JIOKYMEHTOB B YUPEXKICHHH, AHAIH3UPYIOT
MEPEeYHH JOKYMEHTOB, MOAJIEKAIIMX KOHTPONO. Jlemaercs BBIBOJ O
BO3MOXXHOCTH OOBEIMHEHHS PErHCTpalvy, KOHTPOJII M CIIPaBOYHOM
paboTHI B €AMHBIN TEXHOJIOTHYECKHUI TPOIIecC.

CTyneHTBl BBIIBISIIOT U OMNHCBHIBAIOT  CYIIECTBYIOLIYIO
MH(OPMaIMOHHO-TIONCKOBYIO CUCTEMY, KaK TPaJULHOHHYIO




(KapTOTEeKH, MPUHIMIIEI 1 (OpMHUPOBAHKE), TAK U IEKTPOHHYIO (0a3bI
JTAaHHBIX B KOMIIBIOTEPE).

CTyIeHTHI ONpeeNsioT KauecTBO 0(hOPMIICHNSI HOMEHKJIATypBI
Jien, Hanmuuue HeoOxomuMmor uHdopmannu. CTyIOeHTH H3Y4aioT
MPaKkTUKy  (QOpPMHUpPOBAaHMSA  JE€JN, CaMOCTOSTEIBHO  IPOU3BOJIAT
TPYIIIMPOBKY HCIOJHEHHBIX JIOKYMEHTOB B J€jla B COOTBETCTBHH C
HOMEHKJIaTypOH JIel.

CTyIeHTBl U3Y4aloT MPOLIECC MOIIOTOBKH JeJ 3a MTPEAbLIyIIHe
TOABI ISl cAa4d B apXuB. IIpoBepsoTCsS NMpaBHIBHOCTH O(QOPMIICHHS
nen, wux ¢GopmupoBanus. Ilpm  HEOOXOOMMOCTH  CTYAEHTHI
MIOJITOTaBJIMBAIOT BHYTPEHHUE OIHCH W JINCTHI-3aBEPUTEIH, HyMEPYIOT
scThl. Ha HoAroTOBIIEHHBIE K cAade /ieNa CTYACHTHI COCTABIISIIOT OTIMCH
1 110 HUM HPOU3BOJAT CAAUy JeJl B APXHUB YUPEIKACHHS.

W3yunB  JOKyMEHTAI[MIOHHOE  OOECIiCUeHHE  YHpPaBIICHHS
OpraHM3aLyH, CTYICHTHI JIETal0T COOTBETCTBYIOIIME 3aIIUCH B JJTHEBHHKE
1o wany nporpammsl (IIpunoxenue 1).

Brigsienue HaIpaBJICHUN
cosepiieHcTBOBaHus  JIOY B
opraHu3auuu

Ha ocHoBaHnMM mNpOBEAEHHOTO HCCIEIOBaHUS CTYICHTBI
BBISIBJISIIOT ~ HEJNOCTaTKU B JTOKYMEHTUPOBAHMM  YNPABICHUYECKOU
JIESITETFHOCTH OPTaHU3AINH U OpraHu3aluu PabOTHl ¢ TOKYMEHTAMHU H
[peaIaraloT COOCTBEHHBIE BAapUAHTHI pauroHanu3auuu
JIeJIONPOU3BOJICTBA B HEM.

W3ydnB  MOKyMEHTAITMOHHOE OOCCICUCHWE  YIpPaBICHUS
OpraHu3aluy, CTYIECHTHI AEJIal0T COOTBETCTBYIOIIME 3aIIUCH B JHEBHUKE
IO IJIaHy [IPOrPaMMBI.

HOHFOTOBK& oTuéTa

@opMOIl OTYETHOCTH IO pe3yNibTaTaM IPAKTUKH SIBISETCS
OTYET M XapaKTEePUCTHKA opraHu3anyu. OT4eT UMeeT TUTYJBHBIHN JIUCT
(ITpunoxxenne 2), ornasieHue, BBEACHHUE, IBE TJIABBI, 3aKIIOUCHUE U
npuiokeHuns (He MeHee 10 nmpuioxeHui).

Pexomenytorcs cieyromnye pa3aeibl oT4eTa:

Bseoenue

I'nasa 1. [{oxymenmupoeanue desmenbHocmu Opeanu3ayuu

Inasa 2.Opeanuzayust pabomei ¢ OOKymenmamu

3axnrouenue

Bo BBenenun gaetcs KpaTkasi XapakTepUCTHKA OpraHU3aliy, B
KOTOpOH CTYAEHTHI TPOXOMAAT TPAKTHKY (yKa3bIBacTCsl Ha3BaHUE
OpraHM3alLyY, ee IOPUINUECKUH CTaTyC, OpraHU3alMOHHas CTPYKTypa,
TIOPSIZIOK YIIPABJICHHUS M PYKOBOJICTBA, OTMEUACTCS TIPHHIMIT TIPHHSATHS
YIpaBJICHYECKUX peIeHni (KOoJUIerHalbHBIN, €JUHOHAYANIBHBIN), a
TaKKe JaeTcs OIMCaHHE W3YYCHHBIX HOPMATHBHBIX JJOKyMEHTOB B
COOTBETCTBHUH C IIOCTABJIICHHBIMU B METOANYECKUX YKa3aHUIX 3aJadaMu.

B nepBom paspnerne oTyeTa HEOOXOIMMO MEPEUNUCITHUTH!

- HopmaTtuBHO-MeToqMYecKne JIOKyMEHTBI,
perilaMeHTHPYIOIIME MTPaBuila CO31aHNs U 0(hOPMIICHHS IOKYMEHTOB,

- CucreMbl TOKyMEHTalMH, o0pasyrompecs: B AEATEILHOCTH
OpraHu3anuy (Ha3BaTh BUJIBI U PA3HOBUIHOCTH JIOKYMEHTOB JJIS KaXKIOH
CHCTEMBI).

IMonpo6uo OINHCaTh 0COOEHHOCTH oopmnenns
YIpaBICHYECKUX JOKYMEHTOB, TpaBWwia OQOPMIICHUS OTICIBHBIX
PEKBH3HUTOB JIOKYMEHTOB (HaMMEHOBaHWE BHAA JIOKyMEHTa, [ara,
TOJITUCh, U T.J.).

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

Bo Bropom  pasmene ordera «opraHuzanusi paboTHI C
JIOKYMEHTaMHU» PacCMaTPUBAIOTCSI BCE ITAIbl PadOTHI C BXOJIIMMHU,
UCXOJSIIMU U BHYTPEHHHMH JOKYMEHTaMH, BKJIIOYas, B TOM 4HUCIIE,
BOIIPOCHI:

- Ilpuem u nepBuuHast 00pabOTKa TOKyMEHTOB,;

- Perncrpanust TOKyMeHTOB;

-Paccmotpenue, nepenaya Ha UCTIOTHEHUE;

- Opranu3zanysi KOHTPOJIS 32 HCIOJIHEHHEM JJOKYMEHTOB;




JACJIONPOU3BOJACTBA U (bOpMI/IpyIOTCﬂ BBIBOJIBI ITO HpOI[eJ'IaHHOﬁ pa60Te.

NOANHCBIBACTCA PYKOBOAUTCICM IPAKTUKHU, 3aBCPACTCA IEYATBIO U
00s13aTEIIEHO CaacTCsa BMECTE C OTYCTOM.

PYKOBOAUTCIIAA HPAKTUKHU O pa60Te CTyACHTAa OT OpraHu3alnuu,
MPOSABJICHHBIC UM JICJIOBBIC KAYCCTBA, €TI0 HABBIKK U YMCHUS, OTHOLICHUC
K paﬁoTe. XapaKTepI/ICTI/IKa COACPIKUT OLCHKY MPAKTHUKH IO YCThIPCX-
OanpHOM CHUCTEMC (OTJ'H/I‘IHO, Xopoumio, YAOBJIIETBOPUTCIILHO,
HeyI[OBHeTBOpI/ITeJILHO).

- HOZ[FOTOBK& K OTHPaBKC JOKYMCHTOB,
- OpFaHI/ISaHI/IH TCKYLICTO XpaHCHUA TOKYMCHTOB;.
B 3axmouennn OPUBOJAUTCA HWUTOI' H3YUYCHUA OpraHu3alun

B npuiioxxeHust K 0T4ETY JOIDKHBI OBITH BKITIOUEHBI:
CXeéMa OpPraHU3alOHHON CTPYKTYpBI OpraHU3aluu;
CIMCOK HOPMAaTUBHO-METOANYECKHAX JOKYMEHTOB OpraHU3aluy;
00pa3ipl  OpraHU3alMOHHO-PACTIOPSIUTENIBHBIX — JTOKYMEHTOB
OpraHH3aIH;
yHADUIMPOBaHHBIE (GOPMBI IOKYMEHTOB;
ONaHKM BceX BWJAOB  OPTraHM3ALHMOHHO-PACHOPSIUTEIBHBIX
JIOKYMEHTOB.

Xapakrepuctuka (IIpunoxenue 3) cocrasisiercst Ha OnaHKke,

B XapaKTCPUCTHUKE HTOJIKHBI OBITh H3JI0KEHBI Ha6J'IIOH€HI/I$I

IIpomexxyTOUHBIH KOHTPOJIb 3aueT ¢ OLeHKOU

3.1. ®opMbl OTUETHOCTH

dopmaMu OTYETHOCTH 10 MPAKTUKE SBISIOTCS: OTIET 00yUaAIOMIETOCH,
XapaKTEePUCTUKA C MECTA MPOXOKACHHSI IPAKTUKH, TPA(PHUK MPaAKTUKA

3.2.Kpurepun BBICTABIEHUS OLEHKHU 110 IPAKTUKE’

Kpurepun onieHKH pe3yIbTaTOB IPaKTHKU

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

OOyuaromuiicss HMCYEPIBIBAIOIIE W JIOTHYECKH CTPOMHO W3jaraer
y4eOHBIi MaTepual, yMEeT YBS3bIBATh TEOPHIO C TIPAKTUKOH,
CHpaBIISIETCS C PEIEHUEM 3a/1a4 Ipo(eCcCHOHABHOM HANPaBICHHOCTH
BBICOKOTO YPOBHS CJIO’KHOCTH, IPaBHJIBHO OOOCHOBBIBAET NPHHSATHIC
peleHus.

Komrierenimu, 3akpemnéHHble 3a NPAKTHKOHW, CHOPMHUpPOBAaHBI Ha
YPOBHE — «BBICOKUI.

Bammer/ [llkana | OrmeHka mo mpaKkTUKe

ECTS

100-83/ «OMAUUHOY/

AB «3aumeHo (omauyHo)»/
«3a4meno»

82-68/ «xopowioy/

C «3aumeHo (xopouo)y/
«3a4meno»

BricraBnsiercss  oOydaromemycs, €ciii XapakTepHCTHKa C MecTa
MPOXOXKJACHHUS MPAKTUKU COJAEPHKHUT IOJOXKHUTEIBHYIO OLIEHKY, OTYET
BBINOJIHEH B LIEJIOM B COOTBETCTBHH C MPEIbSBIIEMBIMH TPEOOBAHUSIMHI
0e3 CyIIeCTBEHHBIX HETOYHOCTEH, BKIIIOUaeT (haKTHYECKUil MaTepHal,
COOpaHHBIN BO BpeMsI IPOXOXKICHUS TPAKTUKH..

OOyuaromuiicst MpaBUIILHO IPUMEHSET TEOPETUIECKHE ITOJIOKECHUS IPH
pELIeHNH MPAKTUYECKUX 3a/1ad NMpodeccCHOHANbHON HalpaBIEHHOCTH
pPasHOTO YpPOBHS CJOXXHOCTH, BJaJeeT HEOOXOAWMBIMH JUIS 3TOTO
HaBBIKAMH M IPUEMaMH.

5 MOFyT YTOYHATLCA U AONONHATLCA B COOTBETCTBUN CO CI'IeLI|VIq3I/IKOI7I NPaKTUKK, YCTAHOBIEHHbIX (bOpM KOHTpONA,

npUMeHAEeMbIX TEXHONOrNM 06yqu|/|ﬂ 1 oUueHnBaHUA.




Bamner/ llxama
ECTS

OHCHKa 10 MMPAKTHUKE

Kpurepun onieHKH pe3ynbTaTOB IPaKTHKU

Komnerenmyn, 3akperui€éHHBIC 3a TUCHUATUTMHOW, chOpMHUpOBAHBI Ha
YPOBHE — «XOPOLIHILY.

67-50/ «y0081€meopu- BricraBnsiercss  oOydaromemycs, €cii XapakTepHCTHKa C MecTa
D,E menvHoy/ MIPOXOXKACHUS IPAKTUKHU COAEPIKUT MTOJIOKUTEIBHYIO OLICHKY, OTUYET O
«3a4meno odopMIIEHHIO u COJEPKAHUIO YaCTUYHO COOTBETCTBYET
(yoosnemeopu- CYHIECTBYIOIIMM TPEOOBAaHMSAMH, HO COJCPXKHUT HETOYHOCTH |
menbHo)»/ OTJCTbHBIE (PAKTUYECKHE OMIMOKH, OTCYTCTBYET MJUIIOCTPATUBHBIH
«3a4meno» MaTepuall.
OOyuaromuiicss  MCIBITHIBACT ~ ONpPEACIEHHBIE  3aTpyJHEHUS B
MIPUMEHEHUN TEOPETUUECKHX ITOJIOKEHUH PU PEILICHUH MPAKTHUECKUX
3a71a4 NpodecCHOHANBFHON HANpaBJIeHHOCTH CTaHIApTHOTO YPOBHS
CJIO’KHOCTH, BJaJieeT HEOOXOAUMBIMH JJIsl 3TOT0 0a30BHIMH HABBIKAMHU
U IpUEMaMH.
Komrmerenimu, 3akperuiéHHbIe 3a AUCHMIUIMHON, copMHpOBaHBI Ha
YPOBHE — «IOCTATOUHBIILY.
49-0/ «neyoogremeopumenvt | BpicTaBisiercst oOydaromemycs, €clM XapaKTepUCTHKa C MecTa
F,FX 0»/ MIPOXOXKICHUS IPAKTUKHU HE COIEPIKUT MOJIOKUTENBHOM oleHKH. OTyer
He 3a4meHo INPEICTaBICH HE BOBPEMS U HE COOTBETCTBYET CYLIECTBYIOIIUM

TpeOOBAHUSAM.

OOy4Jaroluiicsl UCOBITBIBAET CEPbE3HBIE 3aTPyJHEHUS B IIPUMEHEHUU
TEOPETUYECKUX TIOJIOKCHUM IIPH PEHICHHHM NPaKTHYECKUX 3amad
npo(eCCHOHAIBHOM ~ HANpaBIEHHOCTH  CTAHJAPTHOIO  YPOBHS
CIIOXHOCTH, HE BIaJeeT HEOOXOOUMBIMU M ITOIO HAaBBIKAMU H
IpUEMaAMH.

KommereHnMr Ha ypOBHE «IOCTaTOYHBIM», 3aKPCIUIEHHBIE 34
JUCHMILIMHON, He C(QOPMUPOBAHBL

3.3. OueHouHbIe cpeacTBa (MaTepuabl) sl IPOMEXKYTOUHOM aTTecTalluu

00y4JarOIIMUXCs IO MPAKTUKE

B mporecce paboThl B apXuBe KaXKIbIi CTYACHT 0OopMIIIeT rpaduK MpaKTHUKH,
B KOTOPOH (PUKCHUPYIOTCS BCE BUBI paOOT, BHIIOTHAEMBIX B paMKax KaXJIOTO pasjiena
POrpaMMBbl TIPAKTHKH, €XKEIHEBHBIM 1 00mMH 00BbeM BBIOTHEHHBIX padoT. ['paduk
NOPAaKTHKH  3alloJIHAETCS 1MOJ  HAOMIOJEHHEM  PYKOBOAUTENS  CTPYKTYpHOTO
MOJIpa3/ieNIeHNsI, B KOTOPOM pabOTaeT CTyAEHT-NPAKTUKAHT, U KaXKIbI 3Tar paboThI
CTyJleHTa olleH1BaeTcs. Ha OCHOBaHMM TEKYIIMX OLIEHOK TPYAa CTYJAEHTa-paKTUKaHTa
OpraHu3alus BEIBOJUT UTOTOBYIO olleHKY I'paduk npakrtuku (cm. [Ipunoxenue 2).
OTdyer MO MPaKTUKE OTPaXaeT CHOCOOHOCTh CTYyJEHTa aHAJIM3UPOBATH
IIOCTAaHOBKY JIEJIONPOU3BO/ICTBA B OPraHU3allll B COOTBETCTBUHU C 3aKOHOJATEIbHBIMU,

HOPMATHUBHO-IIPABOBBIMU U HOPMATUBHO-MCTOANYCCKUMU Tpe6OBaHI/I$IMI/I M BBIABIIATH



HaIlpaBJICHUsI COBEPILIEHCTBOBAHUS JOKYMEHTAlMOHHOTO 00€CcIieueHusl yIpaBieHUs B
OpraHU3aLUN.

OneHka 1o NpakTUKE CKJIaJbIBAECTCA U3 JABYX COCTABJISIOLIUX: OLIEHKA, JaHHas
CTYJEHTY OT PYKOBOJMUTENS MPAKTUKUM B OPraHU3allMM, U OLEHKA, MOJIyYeHHas 3a
3alUTy OTYETA [0 MPAKTHKE, IOCTABJIEHHAS HAYYHBIM PYKOBOJUTEIIEM.

Ha ocHOBaHMM TEKyIIMX OLIEHOK TpyJa CTYyJEHTa-IPAKTUKAHTa OpraHu3alus
BBIBOJIUT MTOIOBYIO OILIEHKY. OpraHuzanuy BBICBUIAIOT B aJpec YHHUBEPCUTETA
UHAUBUAYanbHble Xapakrepuctuku (IIpunoxkenune 4) Ha KaxXaoro CTyJIEHTa-
MPAaKTHKaHTa M OTYEeT 00 WTOorax padOoThl CTYIEHTOB 3a MOIIHCHIO PYKOBOJACTBA
OpraHu3aluy U pyKOBOAUTEEH NPAKTUKHU.

OTt4yer JOJKEH coAepKaTh MHPOPMALIMIO O TIOJHOTE BBIIIOJIHEHUS ITPOrPAMMBI
MPaKTUKHU, OOBACHEHHWE NMPUYMH OTKIOHEHHS OT MPOTrPaMMbl, €CIM TAKOBBIE MMEIU
MecTo. OpraHu3anusi BIpPaBe J1aTh CBOM 3aMEUaHUs U MOKEJIAHUS IO COJEPKAHUIO
MPOrpaMMBbl IPAKTUKH.

B xapakTepucTruKe Ha CTyJIEHTa YKa3bIBaeTCs, Kakasg UMEHHO paboTra Obuia UM
IIPOBEJIEHA, ONPEIEISETCS YPOBEHB €ro Npo(ecCHOHAIBHOMN TOATOTOBKH, OLIEHUBAETCS
OTHOIIIEHUE CTYJEHTa K CBOUM O0S3aHHOCTSIM, WHAMBHIyaJbHbIE TPO(eECcCHOHATBHBIC
0COOEHHOCTH M KauecTBa KaK CIELUAINCTA.

Onenka pabOThl CTYJEHTOB (Kak IO OTAEIBHBIM pa3jesiaM, TaKk U UTOTroBas)
BBIBOJUTCS 0  CHUCTEME:  «OTIUYHO»,  «XOPOIIO»,  «YyJOBIETBOPUTEIHHOY,
«HEYOBJIETBOPUTEIBLHOM.

PykoBoauTens NMpakTUKU OT YHUBEPCUTETA JOJKEH OBITh 3apaHee IOCTaBIIEH
B U3BECTHOCTh PYKOBOJUTEJIEM IIPAKTUKH OT OPTaHU3alMU B TOM CiIy4ae, €Ciu padoTy
CTyZI€HTa COOMpAIOTCs OLEHUThH HEYA0BIEeTBOpUTENbHO. OOI11ee coracoBaHUEe OLEHKH
IIPOUCXOJUT C YYETOM MPEANOUYTUTEIBHOCTH TOW OLEHKH, KOTOPYIO PEIIEHO JaTh
MPAKTUKAHTY PYKOBOAMTENSMU MPAKTUKHU OT apXUBa, €CIIM COOJIIOJIEHBI BCE YCIOBUS

10 OpraHru3anuvu U MpoxX0XXKACHUIO IPAKTHUKU.

4. YueObHO-MeTOIM4YecKOe 1 HHPOPMAITMOHHOE 00eCIIedeHNE MPAKTUKU
4.1. CnMcok UCTOYHHUKOB M JIUTEPATYPHI
Uctounuku (OCHOBHEIE)
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nocryma:http://www.consultant.ru.
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— M., 2019. — Pexxum nocryna:http:// www.consultant.ru.
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nepepad. u jom. - Mocksa : Uadpa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL
http://znanium.com/go.php?id=942800.

I'moroBa C.A. BO3HUKHOBEHHME U TEHACHLUMHU pA3BUTHUS PaCIOPAIUTEIBHON
nokymentaiun B Poccum B popeBomounoHHbli mepuoj // Bectnuxk PITY. 2014. Ne2.
[DneKTpOHHBII pecypc]. — M., 2019. — Pexum JIOCTYyIIA:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=70.

Kykapuna }O.M. CoBpeMeHHBIE OpPraHM3allMOHHBIE U PEIVIAMEHTHBIE JOKYMEHTBI:

¢byskiuu 1 pazHoBuaHocTH // BectHuk PITY. 2016. Ne2. [DnexTpounHsIii pecypc]. — M., 2019.



— Pexum JOCTyTIa: https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-
RGGU/Vestnik daizi%202(4)-16.pdf.

Kykapuna FO.M. CocraB yaocTOBEpEHHS JOKYMEHTA: OT IPOLUIOTO K HACTOALEMY U
oynymemy// Bectnuk PITY. 2014. No2. [OnexrtponHbli pecypc]. — M., 2019. — Pexum
noctyna: https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=128.

JlononHuTenbHasa IaTepaTypa

Heoenocoea I''A. CenektuBHbI 0TOOp MOHATHS «IOKyMeHT» // Bectnuk PITY. 2016. No2.
[DneKTpOHHBII pecypc]. — M., 2019. — Pexum JIOCTYyIIA:
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik daizi%202(4)-16.pdf#page=71.

4.2. Ilepeuensv pecypcos ungopmayuonHo-meneKoMMYHUKAYUOHHOU Cemu
«Unmepremy, HeobX00UMblLL OJis1 NPOXOAHCOEHUS NPAKMUKU

1. [IpaBoBrie  0a3pl  JaHHBIX: wWww.consultant.ru, www.garant.ru,
www.referent.ru, www.kodeks.ru

2. Nudopmarmonnsie pecypchl mo aenonpous3BoAcTBy: www.docflow.ru,
www.vniidad.ru, www.e-rus.org, www.gks.ru

3. Cailtr «Zakonbase»: 3akoHomarenbHasi 0a3a Poccuiickoii denepamuu //

http://zakonbase.ru

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

5. MarepuanbHo-TeXHUUYECKasi 0a3a, HeOOX0uMast ISl IPOBEACHUS MPAKTUKU

Jns mpoBeleHHs TPAKTUKU HEOOXOJUMO Cleaylollee MaTepualbHO-
TEXHUYECKOE OOEeCIeYeHue: CTYNEHTY AOJDKHO OBITh MPENOCTaBIEHO padouee
MecTo (XKeJaTeabHO AaBTOMATH3WPOBAHHOE) U MaTepuaibl [JIs aHalu3a,

YKa3aHHBIC B IPCABIAYITHUX pa3ZiciiaX IMPOoTrpaMMBlI.



6. OpFaHI/IBaHI/IH MPAKTUKU IJIs JIWI C OTPAHUYCHHBIMW BO3MOKHOCTSAMHA 310POBbA

[Tpu HE0OXOMUMOCTH TIpOrpaMMa MPAKTUKA MOXKET OBITh aJalTHpPOBAHA IS
obecriedeHus: 00pa30BaTEIHLHOTO MPOIIECCA JINIAM C OTPAHUYEHHBIMHA BO3MOXHOCTSIMH
3I0pPOBbS, B TOM YHCIE ISl TUCTAHIIMOHHOTO oOydenws. JlJis 3TOro OT CTyleHTa
TpeOyeTcsl MPe/ICTaBUTh 3aKIIIOUEHUE MCUXO0JI0Tr0-MEIUKO-IEJarornyecKo KOMUCCUI
(IIMIIK) u nuyHOe 3asBiieHUE (3aBJICHUE 3aKOHHOTO MPEJICTABUTEIS).

B 3axmouenuun [IMIIK 1omKkHO OBITH MPOMUCAHO:

- pekoMeHyemas yueOHasi Harpy3ka Ha oOyudaroierocs (KOJIM4ecTBO JHEH B HEJEINIO,
4acoB B JICHbB);

- 000pyTIOBaHNE TEXHUUYECKUX YCIOBUH (MPU HEOOXOUMOCTH);

- COMPOBOXJEHUE U (UJIM) MPUCYTCTBUE POAUTENEH (3aKOHHBIX MPEJCTABUTEIIEH) BO
BpeMsl yueOHOTo Tpoiiecca (Mpu HEOOXOIUMOCTH);

- OpraHu3anus I[CHXOJIOrO-NeAarornyeckoro COMpPOBOXKIECHUE OOYyYaroIerocss c
YKa3aHUEM CHEIUATUCTOB U JOIMYCTUMOMN HArpy3KU (KOJUYECTBA YACOB B HEJIEIIO).

Jns ocymiecTBIEHUS MPOLEAYp TEKYIIero KOHTPOJS YCIEBA€MOCTH U
MPOMEKYTOYHOW aTTeCTallMk OOYyYaromuXCcs TpH HEOOXOIUMOCTH MOTYT OBITh
co3manbl (DOHABI OIICHOYHBIX CPEJICTB, aJalTUPOBAHHBIC JJISl JIUI] C OTPAHUYECHHBIMH
BO3MOXKHOCTSIMU ~ 3/I0POBbSI M TO3BOJISIIOLIME  OLEHUTh  JOCTHXKEHUE  HUMHU
3aIlUIAHUPOBAHHBIX B OCHOBHOW 00pa30BaTelIbHOM MpOrpaMMe pe3yibTaTOB 00yUeHHs
U YpOBEHb CPOPMUPOBAHHOCTH BCEX KOMITETEHITUH, 3asBJICHHBIX B 00pa30BaTEeIIbHOMN
porpaMmme.
dopma MpoOBEACHUS TEKYLIEHW M UTOTOBOM aTTECTALMU Ui JIUL C OTPAHUYEHHBIMHU
BO3MOXKHOCTSIMH  3JI0POBbSl ~ YCTAHABJIMBAETCSI C y4Y€TOM  HHJUBUAYaJIbHBIX
ncuxodusuaeckux 0co0eHHOCTeH (YCTHO, MUChbMEHHO (Ha OyMare, Ha KOMITBIOTEpE), B
dbopme TtectupoBaHus W T.I.). [Ipu HEOOXOMMMOCTH CTYIEHTY NPEIOCTABISCTCS
JOTIOJTHUTENLHOE BpeMs JIJIsl TOATOTOBKH OTBETA HA 3a4ETE WIIM SK3aMEHE.

dopma mpoBeACHUS TMPAKTUKH JUIsi OOyYaromuXcs W3 4YHCIa JUI C
OTPAaHUYEHHBIMU BO3MOXKHOCTSIMU 3/I0POBbSl (MHBAJIUIHOCTHIO) YCTAHABIMBAETCS C
Y4eTOM  WHAMBUAYaIbHBIX  TNcUXo(u3udyeckux  ocoOeHHocTedl B (dopmax,
aJIaNTHPOBAHHBIX K OTPaHUYEHUSM HX 370POBBSl M BocupusiTHs nHMopmaruu (yCTHO,

MMCbMEHHO Ha Oymare, MUCbMEHHO Ha KOMITBIOTEPE U T.I1.).



Bbi0op MecT mpoXoKIeHHs MNPaKTUK JUIsi MHBAIMJIOB M JIML C OrPaHHMYEHHBIMHU
BO3MOXHOCTAMHM 3710poBbsi  (OB3) mnpousBoautcss ¢ yderoM TpeOOBaHUN HX
JOCTYIHOCTU JUIsl JIaHHBIX OOydYarouuxcs M PEKOMEHAALMH MEINKO-COLMAIbHON
9KCIIEPTU3bl, a TAKXKE€ HWHIUBUIAYAJIBHON mHporpamMme peaOWIuTaluy HWHBAINJA,
OTHOCUTEJIBHO PEKOMEH/I0BaHHBIX YCIIOBUI U BUJOB TPY/a.

[Ipn nanpasienuu uHBanuMaa U oOydaromerocss ¢ OB3 B opraHuzanuio wiu
NpEeANpUsATUE I HPOXOKICHUS NPEIyCMOTPEHHOW Y4eOHBIM IUIAHOM IPAKTHKHU
YHUBEPCUTET COIIACOBBIBAET C OpraHu3alyen (IpeAnpusTUEM) yCIIOBUS U BUABI TPY1a
C YYETOM PEKOMEHJAMH MEIUKO-COUUAIBHON AKCINEPTU3bl W WHIAWBUYaJIbHOU
porpaMMmbsl peaOuiauTanuu HMHBaIKWAA. lIpy HEO0OXOIMMOCTH [ IPOXOKICHUS
INPAaKTHK MOTYT CO3AaBaThbCA CIEMUAIbHBIE pabodyne MecTa B COOTBETCTBHH C
XapaKTepoM HapyLIEHHi, a TaKkKe ¢ y4eTOM MPo(eCCHOHAIBHOIO BUA AESITEIBHOCTH
U XapakTepa TPy, BHITOIHAEMBIX 00YJarOIUMCA-HHBAIUIOM TPYAOBBIX (DyHKIIHIA.

3amura OT4eTa IO IMpakTUKEe JUid OOydaroIMXCsi M3 Yuciaa JUL ¢
OTPaHUYEHHBIMU BO3MOXHOCTSMM 3[0POBbSl OCYILECTBIISETCA C HCIOJb30BAHUEM
CpPEICTB O0OIIEro M CHENMATbHOTO Ha3HaueHus. IlepedyeHb HCMOIB3yeMOro
MaTepHaAIbHO-TEXHUYECKOTO 00ECTICUEHMS:

e yuyeOHbIE ayAUTOPUH, 0OOPYJOBAHHBIE KOMIIBIOTEPAMHU C BBIXOJOM B HHTEPHET,
BUJICONIPOCKIIMOHHBIM ~ 000pYyZOBaHWEM JUIsI MPE3eHTAalud, CpelCcTBaMu
3BYKOBOCIIPOMU3BEEHUS, SKPAHOM;

e OubnmoTeka, UMeromas paboune mMecra A 00ydarOUINXCs, 000PYIOBaHHEIE
JOCTYTIOM K 0a3aM JaHHBIX U HHTEPHETOM;

® KOMIIBIOTEPHBIE KJIACCHI;

e aymutopus LleHTpa cOnpoBOXICHHS OOYYarOMIMXCS C HMHBATUAHOCTBHIO C
KOMITIBIOTEPOM, OCHAILIEHHAas CHEeUAIU3UPOBAHHBIM IPOrpaMMHbBIM
oOecrieueHNueM IJIsi CTYy/JCHTOB C HApYLICHUSMHU 3PEHUsS, YCTPOMCTBAMHU IS
BBOJIa U BBIBOJIA TOJIOCOBOM MH(OPMAITIH.

JUid U1 ¢ HapyIIEHUs MU 3pEHUS MaTepHalibl IPEJOCTABIIAIOTCS:

e B (hopme 3IEKTPOHHOIO JOKYMEHTA;

e B TIeUaTHOU (pOpMe YBETHMUECHHBIM MIPUPTOM.

JUig U1 ¢ HapyIIEHUAMHM CIyXa:

e B (hopme 3IEKTPOHHOIO JOKYMEHTA;



e B IeyaTHOU (hopme.

JUist UL ¢ HapyIIEHUSIMHA OTIOPHO-/IBUTaTELHOTO anmnapara:

e B (hopme 3IEKTPOHHOIO JOKYMEHTA;

e B IeyaTHOU (hopme.

3amuTa OTYeTa MO MPAKTUKE ISl JIWI C HAPYIICHUSMHU 3PEHUS MPOBOAMUTCA B
yCcTHOM (hopme Oe3 mpeocTaBiIeHUs 00yJaroIUXCs Mpe3eHTanuu. Ha BpeMs 3aiuTsl B
ayIUTOPHH JTOJDKHA OBITH 0O€cIiedeHa MoJIHAs TUIINHA, TPOJI0JDKUTEIEHOCTD 3alUThI
yBenuuuBaercss 10 1 wvaca (mpu HeoOxoaumocTtu). [apaHtupyercs IOmycK B
ayJIMTOpUIO, T/€ MPOXOAUT 3allUTa OTYETa, COOAKU-IPOBOAHMKA IPHU HAJIUUYUU
JOKYMEHTa, OATBEPKAAIOIIETO €€ CIIeUaIbHOe 00y4YeHre, BBIIAHHOTO 110 (GOopMe U B
MOPSIAKE, YTBEPKIEGHHBIX MPHKa30oM MUHHCTEpPCTBA TpyJAa M COLMAIBHON 3allUThI
Poccuiickoit ®enepanuu 21 uronst 2015r., peructpaunonHsiii Homep 38115).

JUig U1 ¢ HapyIIEHUSIMU CIyXa 3alluTa IPOBOAUTCS 0€3 IPEIOCTABIEHUS YCTHOIO
J0KJIaaa. Bompockl KOMHCCHMU W OTBETHl HAa HHUX TNPEACTABISIOTCS B NMHUChMEHHOU
dopme. B ciayuae HEoOXOAMMOCTH, BY3 OOECIEUMBAET MPEAOCTABICHUE YCIYT
CYpAOIEPEBOIUHUKA.

Jlia oOydaromuxcs ¢ HapyLIEHUSIMH OINOPHO-JBUIaTEIbHOIO armapaTa 3alluTa
UTOTOB TPAKTUKH TPOBOJAUTCS B AyJUTOPHH, OOOPYJOBAHHON B COOTBETCTBHUU C
TpeOOBaHUAMM JTOCTYNHOCTH. [loMelenus, riae MOryT HaxoIMThCs JII0IU Ha Kpeciax-
KOJISICKaXx, JOJDKHBI pa3MeIlaThCs Ha ypOBHE IOCTYITHOIO BXO/a WJIH ITPEAYyCMaTpUBaTh
NaHAyChl, MOABbEMHBIE TUIAT(HOPMBI IS JIOACH C OrpaHUYEHHBIMH BO3MOXKHOCTSMU
wm TuTe. B aymuTopuu IOMKHO OBITH HMPEIyCMOTPEHO MECTO JUIS pa3MeEIICHHUs
o0ydaromerocst Ha KOJIsICKe.

JloronHUTENBHBIE TPEOOBaHUS K MaTepUalbHO-TEXHUUECKON 0aze, HE0OXOAUMOMN
IUTS TIPEICTAaBICHHUS OTYETa MO MPAKTUKE JINIIOM C OTPAaHUYEHHBIMH BO3MOKHOCTSMU
3JI0POBBSI, O0YUAIOMIMICS TOJKEH MPEAOCTaBUTh Ha Kadeapy He MO3IHEe, YeM 3a JIBa

Mecsa JI0 MMPOBEICHUS MPOLEIYPhI 3aIIHUTHI.



[Ipunoxenue 1
AHHOTaAIUSA

[IpakTnka 1O MOJYy4YEeHUIO NPOPECCUOHATBHBIX YMEHUW U OIbITa
npodeCCUOHANIBHON JEATENbHOCTH SBJISIETCS  YacThbl0 BAPUATHUBHOIO IIHUKJIA
JUCHUIUIMH YY4E€OHOTO TJIaHa MO0 HaNpaBJIEHUIO TOATOTOBKHU JJOKyMEHTOBEICHHE
U apxuBOBeJeHUE. PyKOBOJCTBO MPaKTUKOW OCYIIECTBISET Kadeapa
JOKYMEHTOBE/ICHUS, ayJUOBU3YAIIbHBIX U HAYYHO-TEXHUYECKHX AapPXHBOB
(dakynbTeTa JOKYMEHTOBEACHUS M TEXHOTPOHHBIX apXxuBoB McTopuko-
apXUBHOTO UHCTUTYTA.

[lenb mpakTUKU: U3YYEHHUE HANPABICHUWU NESITEIBHOCTH OpraHU3allvu,
M3yUYE€HHE BHJJOBOTO COCTaBa  CIY>XEOHBIX JOKYMEHTOB, HCIOJIb3YEMBIX B
NEATeNIbHOCTU KOHKPETHOM OpraHu3allud, MOpsSJKka U OCOOEHHOCTEH uX
opopmIiieHUS, H3y4YEHUE JIOKYMEHTOOOOpPOTa U OpraHu3aiuu paboThl ¢
JOKYMEHTAMU: TMOpPSJKA PETUCTPALMKM, KOHTPOJISI HCIOJHEHUS JIOKYMEHTOB,
OpraHU3alMy TEKYLIEro XpaHEHUs! TOKYMEHTOB, MOPsIKa Mepejayl UX B apXuB
Y BBISIBJICHUE HaNpaBJeHUI coBepuieHcTBoBaHus JIOY.

3aauu IPaKTUKU:

- M3Y4YUTh U MPOAHAIU3UPOBATH HOPMATHUBHO-NPABOBBIE U HOPMATUBHO-
METOJUYECKHUE JOKYMEHTHI, OIPEACIISIONIME OPTaHU3AIMIO U TEXHOJIOTHIO
JEJIONPOU3BOACTBA  (AOKYMEHTAIIMOHHOTO OOECIEeUeHHs]  YIpaBICHUS
(A1OY) B opranmsanuu’ (YCTaBbl, IIOJIOKECHUSA, IPAaBHIA, MHCTPYKIIUH,
pErJIaMEHTHI U T.11.);

- COCTaBUThb TMPEACTAaBIEHHME O CHUCTEME JIeIONPOU3BOJICTBA  TOU
OpraHu3allii, B KOTOPOU OH MPOXOJUT MPAKTHUKY;

- O3HAaKOMHTBCA C COJACP)KAHUEM KOHKPETHBIX JEJIOMPOU3BOICTBEHHBIX
paboT HEMOCPEACTBEHHO Ha pab0YeM MECTE;

- TOJYyYUTh HABBIKU paOOTHI C JOKYMEHTAMU HA BCEX CTAAMSIX UX JIBHKCHUS
(nepBuyHass o00paboOTKa JOKYMEHTOB B JKCHOEAMWIMU, padoTra ¢

AOKYMCHTAMM B KaHOCIIPUHU, PErucTpannvsa, KOHTPOJIb, HCIIOJIHCHHUC

!B nporpamme TepmuH "opranusanus’ HCHOJB3YETCS Kak 0600MIAIONINIA, MPAKTHKA MOYKET MPOXOUTH B
YUpEXICHUH, IPEANPUSITHH, PUpMe, KOMIaHUH U JIP.



JAOKYMCHTOB B CTPYKTYPHBIX IOAPA3ACIICHUAX, HWX OTIIPaBKa,

opraHu3anus XpaHCHUSA, TIOATOTOBKA DTOKYMCHTOB K CIa4YC B apXWB U T.I[.);

- TPEeIJI0KUTh BapuaHThI coBepiieHcTBOBaHusA [JOY B opranusanuu;

- 33(1)I/IKCI/Ip0BaTB B JHCBHHUKC ITIOJTYUYCHHBIC CBCACHUSA MW PCIYJIbTAThI

BBITIOJTHEHHOH pabOTHI;

- IOATrOTOBHUTH OTYCT, O606IH3IOI].IPII>'I IMOJIYYCHHBIC 3HAHUA U ITPAKTUICCKHUC

HaBBIKH.

[IpakTuka HampapieHa Ha GOPMUPOBAHUE CIEAYIOMIUX KOMIETEHIUMN:

OK-4

OK-9

OK-10

OIIK-1

I1K-17

IIK-18

I1K-19

I1K-20

I1K-21

I1K-22

I1K-23

I1K-24

I1K-27

I1K-28

CriocoOHOCTB UCTIOIB30BaTh OCHOBBI ITPABOBBIX 3HAHHI B PAa3IUYHBIX cepax
JeSTeIbHOCTH

["'0TOBHOCTB MOIBH30BATHCSI OCHOBHBIMU METOAAMU 3AIIUTHI
MIPOM3BOJICTBEHHOTO IIEPCOHAJIA M HACEJICHHS OT BO3MOKHBIX IOCIIEACTBUI
aBapuil, KaTacTpod, CTUXUIHBIX OEICTBHIMA

CrnocoOGHOCTb K HCHOIb30BaHUIO OCHOBHBIX METO/0B, CIIOCOOOB U CPEACTB
MOJIyYeHHUS, XpaHEHUs, nepepaboTku nHpopMaIuu

CriocoOHOCTB NCIIOIB30BATh TEOPETUYECKHIE 3HAHUS X METO/IbI UCCIICOBAHUS Ha
IIPaKTHUKE
Brnanenue Metonamu 3aniuThl HHGOPMAIHH

Bnanenue coBpeMeHHBIME CUCTEMaMU MH()OPMAIIMOHHOTO ¥ TEXHUYECKOTO
o0ecreyeHns: JOKYMEHTAI[HOHHOT'O 00ECTIeYeHHS YyTIPaBICHUS
CrniocoOHOCTh UCTIONIB30BaTh MPaBUiia MOATOTOBKU YIIPABICHUECKUX
JOKYMEHTOB U BEICHUS JCJII0BON NIEPEITUCKU

CriocoOHOCTB UCIIONIB30BaTh MPaBHiia OpraHU3aluy BCeX 3TAroB paboThl ¢
JNOKYMEHTaMU, B TOM YHCJI€ aPXUBHBIMU JOKYMEHTAMHU

BitaneHne HaBbIKaMU COCTABIICHMsI ONUCEH [1€]1, IOArOTOBKH JIE] K IIepeaayde B
apXUB OPraHMU3aLUU, TOCYAAPCTBEHHBIM M1 MyHULUIIATIbHBIN ApXUB

CrniocoOHOCTh NPUHUMATD yYacTHe B pabOTe MO MPOBEACHUIO HKCIIEPTH3BI
LIEHHOCTHU

Brnanenue HaBbIKaMH yueTa U 00€CTIeYeHUsI COXPAaHHOCTH JOKYMEHTOB B
apXuBe

BﬂaﬂeHI/IG HaBbIKaMU OpTraHU3alliui CIIPABOYHO-IIOMCKOBLIX CPCACTB U
HCIOJIb30BAaHHUA apXUBHBIX JTOKYMCHTOB

CrniocoOHOCTh NPUHUMATD yYacTHe B pabOTe MO MPOBEACHUIO HKCIIEPTH3BI
LIEHHOCTHU JOKYMEHTOB

Brnanenue HaBbIKaMH yueTa U 00€CTIeYeHUsI COXPAaHHOCTH JJOKYMEHTOB B
apXuBe



I1K-30 CriocoOHOCTh OPraHU30BBIBATH PAOOTY CIY>KOBI TOKYMEHTAIIMOHHOTO
o0ecrieyeHus yrpaBieHUs U
apXMBHOTO XPaHEHUs JOKYMEHTOB

I1K-31 CrniocoOHOCTB pa3pabaThIBaTh JIOKAIbHBIE HOPMATUBHBIE aKThl 1 HOPMAaTHBHO-
METOAMYECKUE TOKYMEHTHI 110 BEJICHHIO UH(OPMAIIHOHHO-
JOKYMEHTAIMOHHOTO 00ECTIeYeHH yIIPaBICHUS U apXUBHOTO JIeja

I1K-32 3HaHue 3aKOHO/IATENIbHONW M HOPMAaTHBHO-METOINYECKOM 0a3bl
MH(POPMALMOHHO-TOKYMEHTAMOHHOTO 00ecTieueH s YIPABJICHUS U apXUBHOTO
7ena, CnocOOHOCTh OPHEHTUPOBATHCS B IPABOBOM 0a3e CMEXHBIX 00sacTen

I1K-33 3HaHHE OCHOB TPYAOBOI'O 3aKOHO/ATEIbCTBA

I1K-34 CoO:roieHue mpaBuil ¥ HOPM OXpaHbI TpyJaa

I1K-35 3HaHue TpeOOBaHUN K OPraHU3aAIMH CEKPETAPCKOTO 00CTYKUBAHHUS

IIK-36 3HanreM TpeOOBaHUI K OPTaHU3AINH KaJIPOBOTO JACIOMPOU3BOICTBA U
JOKYMEHTUPOBAHHUIO TPYJOBBIX OTHOILLIEHUH, XpPaHEHUIO JOKYMEHTOB 110
JUYHOMY COCTaBY

I1K-40 3HaHueM TpeOOBaHUHN K OpraHU3alyi 00eCIeYeHHUsI COXPAaHHOCTH IOKYMEHTOB
B apXHUBax

I1K-49 BJIaJICHUEM HABBIKAMH COBEPIICHCTBOBAHMS OpraHU3allMK XpaHEHUS
JOKYMEHTOB

IIK-51 CriocoOHOCTh COBEPILICHCTBOBATH pabOTy C apXUBHBIMHU JIOKYMEHTaMH apXHBa
OpraHU3aIK HAa OCHOBE MCIIOJIb30BAaHMS COBPEMEHHBIX HH(POPMALIMOHHBIX
TEXHOJIOT U

B pesynbTaTe npoxoxkaeHUs TPAKTUKH 00YyUYarOIUKUCS TOJIKEH:

3HaThb OCHOBHBIE MPOOJIEMBl JTOKYMEHTOBEIAEHUS M apXUBHOIO JIena,
TpeOOBaHMS K OPraHU3aLUU CEKPETApCKOro OOCITYKUBAaHUS, METOJIbl 1 HOPMBI
OpraHu3aluy padboThl C TOKyMEHTaMu

YMeTh paboTaTh ¢ pa3IMYHBIMU UCTOYHUKAMU HH(POPMALIUH, CO3/1aBaTh U
BECTU €JIMHBIE CHUCTEMBl JOKYMEHTAIMOHHOIO OOECIEYEHUsl YIpaBJi€HHUS B
OpraHu3aliy Ha 0a3e HOBEHIIEH TEXHOIOIMH, OPraHU30BbIBATH PA0OTY CITYKOBbI
JOYVY, pabotats ¢ uHbopMalneil B T100aTbHbIX KOMIIBIOTEPHBIX CETSIX.

Bnanets 0OCHOBHBIMM METOAAMH, CIIOCOOAMU U CPEICTBAMH IOJYyYEHHUS,
XpaHeHus, epepadoTKu HHPOPMAITUU, UMETh HABBIKA Pa0OThI C KOMIIBIOTEPOM,
OCHOBAMH MH(POPMALIMOHHO-AHAIUTUYECKON AESITEIBHOCTH U CHOCOOHOCTBIO UX
INPUMEHUTH B MPOPECCHOHAIBHON c(epe, 3aKOHOJATENbHOM M HOPMATUBHO-
METOJUYECKOM 0a30i JTOKYMEHTAllMOHHOTO OO€CHedYeHus YMpaBJICHUS W

APpXMBHOI'0 JAcJjia, IpaBWJIaMH IMOATOTOBKU YIIPABJICHYCCKUX JOKYMCHTOB H



BEJCHUS JIEJIOBOM MEPENUCKH, ITpaBIIIaMUd OPTaHU3AIlUA BCEX 3TANlOB PAa0OTHI C
JOKYMEHTaMH .

Paboueit nporpammoit nperycMOTpeHbI (GOPMBI OTYETHOCTH B BUJIE OTUETA
M0 MPAKTUKE U XapaKTEPUCTUKH U MPOMEKYTOUHAs aTTecTanus B popMme 3aueta
C OIICHKOM.

OO6m1ast Tpy10€MKOCTh MIPAKTUKU COCTABIISIET 9 3a4eTHBIX euHUIlbl, 324 yaca
JacoB.



Ipunooicenue 2

I'PA®UK NPOXOXKJIEHUA ITIPAKTUKHA

YTBEPXJAIO
3as.xadeapoi
« » 20 T
Hdara (matbI) Pa3zjnen npaktuku OtMmeTtka o0
BBINIOJTHEHUH

HNuauBuayaibHoe 3a1aHNe HA IPAKTUKY
(cocraBinsieTcsi pyKOBOANTENIEM IIPAKTHKU OT Kaenpbl)

PyKOBOHI/ITeHL MMPAKTUKHU

oT Kadeapsl /
(moxnuce) (®.1.0.)

PyKOBOHI/ITeHL MMPAKTUKHU

OT OpraHu3alu /
(moamnucey) (©.1.0.)




Tpunoorcenue 3

®OPMA TUTYJBHOI'O JINCTA OTYETA
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MHWHOBPHAYKU POCCHUU
denepanbHOE rOCyJapCTBCHHOE OI0PKETHOE 00pa30BaTEIbHOE YIPEKICHUE
BBICILIETO 00Opa30BaHuUs

«Poccuiicknil rocyAapCTBEHHBIN I'yMAHUTAPHBINA YHUBEPCUTETY

(PITY)

HUcmopuxo-apxuenwviti uncmumym
Daxynemem 0OKYMeHmMogedeHUs: U MeXHOMPOHHBIX APXUBOE

Ortuér o MPOXOKACHUU ITPAKTUKU

[TpakTHKa MO MOTYYEHUIO MTPOPECCHOHATBHBIX YMEHUHN U OMBITa MPO(ECCHOHATEHON
JESATENIBHOCTH (B TOM YHCJIE TEXHOJIIOTMUYECKAs IPAKTUKA)

46.03.02 «/{oxymenmosedenue u apxugogedeHue»
Ipoghunv: «Unpopmayuonno-ookymenmayuonnoe obecneuenue ynpasieHus»
YpoBeHb kBanM(UKaMK BBITYCKHUKA (bakanasp)

Dopma o0ydeHUs (OuHasl, OYHO-3A0UHASA, 3A0UHAS)

CrynenTa/ku __ Kypca
..... (hopmBI 00yUCHHUS
(®HO)
PykoBouTeIb MPakTUKU
(@HUO)

Mocksa 2019 r.



[Tpunoxenue 4.

O6pa3err opopmIIeHUS XapaKTePUCTUKH.

bnank opranuzanuu

XapaKTepUCTUKA
Crynent(ka) 4 Kypca JHEBHOTO OTHeNeHUs, oOydarouuid(as)cs Mo
HarnpaBiieHuto «JlokyMeHToBeaeHue u apxuBoBeaeHue», ©.1.0. npoxoaun (a)
y4eOHYI0 IIPAKTUKY o JIOKYMEHTOBEECHUIO

B

Ha3BaHUE CTPYKTYPHOTO MOAPA3AEIICHUS
¢ wwoHAno  wuona20 T
Bo Bpems  mpoxoxkaeHus ~ NpaKTUKU  CTyJeHT(ka)  u3y4dmii(a)
OpraHU3allMOHHbIE W  HOPMATHBHBIE JIOKYMEHTBI, pErIaMEHTUPYIOIIHE
CTPYKTYPY, (YHKIMH, JOJDKHOCTHOM COCTaB  OpraHu3alH, IOPSA0K
JOKYMEHTHUPOBAHHUSI, a TaKK€ COCTaBJIEHUS U O(POPMIIEHHS OpraHU3ALMOHHO-
pacropsAuTEIbHBIX IOKYMEHTOB.

Crynent(ka) nposiuii(a) ceodst

OTHOIIIEHHE K padoTe

[IpakTnka  oOllEHHUBAaEeTCA  Ha (oTIMYHO,  XOpOIIIO,

YIOBJIETBOPUTEIHHO).

HaumenoBanue T0OKHOCTH

PYKOBOIUTEISA IPAKTUKA OOAIHCH N.0.Oamunus



