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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.

12. IlpakTuka 1O TmONy4YeHHIO MPO(ECCHOHAIBHBIX YMEHHH U OIbITa

npodeccHoHaNIbHOMN AEATEIHHOCTH

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  OOpPEAENSeTCS  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,  KOTOpbIE
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-METOJAMYECKHE JOKYMEHTHI B 00JacTu
JOKYMEHTAIIMOHHOTO oOecrieueHusi ynpaieHus. HeoOXoauMo Tak ke UMETh
MPEJICTABJICHHE O BUJOBOM COCTAaBE YIPABICHUYECKHUX TOKYMEHTOB, KOTOPBIE
CO3JIAI0TCS. B JICSITENBHOCTH JIIOOBIX OpraHu3aluii M OCOOEHHOCTH HX
coctaBneHus. CTyJIeHTy CleayeT BlaJeTh HEOOXOJMMBIMUA HAaBbIKAMU 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: yrpapiieHus (YIpaBieHUU JeJaMu, KaHUEIsIpuu, 00IIeM OTeNe,
CEeKpeTapuare) U B JIPYTHX CTPYKTYPHBIX MOJPa3JEICHUSX, 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 NMPAKTUKUA MOTYT



CABUTATHCS (B TOM YMCIIE€ HAa KaHUKYJSAPHOE Bpemsi) ¢ OpopMIIEHHEM JAaHHOTO
nepenoca npukazom pexropa PITY.
[IpakTuka CTYJIEHTOB paccuMTaHa Ha 2 HENENU, U3 KOTOPBhIX OJUH
JeHb OTBOAUTCA Ha o0O0lllee 3HAKOMCTBO C VUPEXKICHHEM, JiBa
3aKJIIOUUTENIBHBIX JIHS - HA COCTABJICHUE CTYJIEHTaMH OTYETOB, OCTAJbHBIE -
Ha CaMOCTOSITENIbHYIO IPAKTUUECKYIO padoTy.

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

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

-IIPOEKTHOM.

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

Konst CopeprkaHue KOMIETECHIMH Ilepeuens IUTAHUPYEMBIX pe3yiIbTaToB

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-8 CnocoOHOCTh MCIIOJIB30BaTh 3HaTh:
METOJIbI U CPeNICTBA (PU3MUYECKOM | ~-OCHOBHBIC MTPABHIIA TIOIICPIKAHUS
KYJIBTYpPBI 17151 00ecTIeYeH s ¢uznueckoit GopMbl U 310POBHA
IMOJTHOLIEHHOM COLIMAIbHOM U
npodeccrnoHaIbHOM YMeTb:
JIeSITESIbHOCTH -MCIOJIb30BaTh MOJYYECHHbIC 3HAHUS B
obnactu (pU3MUECKOH KyJIbTyphl Ha
MpaKTUKE
Bnanets:
-OCHOBHBIMU METOJaMU U CPEJICTBAMU
(bu3nUecKoil KyIbTypHI
OK-9 I'0TOBHOCTE MOJIB30BATHCS 3HaTh:
OCHOBHBIMHM METOJJaMU 3AIUTHI | ~-OCHOBBI TPAXKIAHCKON U TEXHOTCHHOM
MIPOM3BOJICTBEHHOTO MepCOHaNa | 0€30MacHOCTH
M HACEJICHUS OT BO3MOXKHBIX VMers:
MOCJIeICTBUI aBapuii, -MCIOJIb30BaTh MOJYYECHHbIC 3HAHUS B
KaracTpod, CTUXUHHBIX o0acTu rpaxaaHCKoN OE30MacHOCTH Ha
6encrBuii IIPaKTUKE
Bnanets:
-OCHOBHBIMH METOJIaMU 3alIUTHI OT
BO3MOXXHBIX aBapuil, KaTacTpod u
CTUXUIHBIX O€NCTBUII 1 MUHUMU3AIUNA
X IOCJIeACTBUMN
OK-11 CriocoGHOCTh YBaXKUTEIHHO U 3HaTh:
OEpeKHO OTHOCHTCS K -KyJbTYypHBIC TPAAULIUU U OOBEKTHI
HCTOPUYICCKOMY HACJICAUIO U HCTOPUKO-KYJIbTYPHOT'O HACHEAUS
KYJIbTYPHBIM TPATUIISIM Poccu;
YMeTs:
-MCIOJIb30BaTh KYJbTYPHBIE TPATUIIUU U
3HaHUS UCTOPUKO-KYJIBTYPHBIX
ocobOeHHocTel pa3Butusa Poccun Ha
MPaKTHUKE;
Bnanets:
-HaBhIKAMH OMCKA, U3BIICUCHUS U
aHanm3a nHGOpPMAIMK O KYJTBTYPHBIX
TPAIULIUAX U 00BEKTaX HCTOPHKO-
KyJbTypHOTo Hacneaus Poccuu anis
pelieHus 3aaad npodeccuoHaIbHOM
JICSITESILHOCTH.
Obwenpogeccuonanvrvle KomMnemeHyuu
OIIK-1 CIIOCOOHOCTBIO WCIOJIb30BaTh | 3HaTb: OCHOBHBIE  METOJbI W  CpEACTBA

TCOPCTUUCCKUEC 3HAHWA U  MCTOAbI
HCCJICAOBAHNA HAa IPAKTUKE

MMPOBCACHUSA TCOPCTUICCKUX I/ICCJ'IGHOBaHI/Iﬁ

VMeTs: MPUMCHSATDH NOJTYYCHHBIC TCOPCTUICCKUC
SHaHUA U pCIICHU 3a4a4 HpO(I)CCCHOHaIILHOﬁ
JACATCIBPHOCTHU




BnaneTs: HaBBIKAMU IPOBEACHUS TEOPETUIECKHUX
HCCIEOBAaHUH B paMKax 00pa3oBaTEIbHOIO
mponecca W JAanbHeWmel npodeccHoHaIbHON
JIESITEIbHOCTH

[IpodeccroHaTpHBIC KOMITCTCHITUH

BI/IH JCATCIIBHOCTHU

I1K-3

Brnanenue 3HaHUSIMH OCHOBHBIX
npobyieM B o0nactu
JTOKYMCHTOBEICHUS U

APXUBOBCACHU,

3HaTh:

-OCHOBHBIE HOHATUA
«pacropsiANTENbHBIN JIOKYMEHTY,
«CUCTEMA pacnopsiANTEeIbHON
JOKYMEHTAIUN»;

-MCCTO PACTIOPAAUTCIBHOIO JOKYMCHTA
B COBPCMCHHBIX CUCTCMAX YIIPABJICHUSA U

cucreMax yIIpaBICHUSA
MIPEALIECTBYOIINX HUCTOPUYECKUX
[IEPUOJIOB;

-COBpEMEHHbIE TpeOOBaHUS K
pacnopsIUTENIbHON TOKYMEHTALINH,
c(hOpMUPOBAHHBIE B X0/1€ JITUTEIHHOTO
HCTOPUYECKOT0 3BOJIFOI[IOHHOTO
nporecca.

YMers:

-BBISIBJISITH ~ BHJBI  JIOKYMEHTOB U
ONpENeNIATh WX TNPUHAUIEKHOCTh K
OIpEeJICIEHHON CHCTEME IOKYMEHTAIINH;
-aHAJIM3UPOBATh bopMysIpEI
JOKYMEHTOB PAa3JIMYHbIX HMCTOPHUYECKUX
3TOX;

-IPUMEHSTh Ha TPAKTUKE 3HAHUS B
chepe  coBepumIeHCTBOBaHUS  (hopm
JOKYMEHTOB;

-IPUMEHATh Ha TPAKTUKE 3HAHUSA O
CTPYKTYpE U COJEpXaHUM TEKCTOB
YIPaBJIEHYECKUX JOKYMEHTOB;
-IIPOEKTUPOBAThH bopMysIpEI
JTOKYMEHTOB.

Bnaners:

- TIPOEKTUPOBAHMS PACIOPSAAUTEIBHBIX

JIOKYMEHTOB;
-MOJIEJINPOBAHHUS yIpaBIEHYECKUX
CUTyalui C HCIIOJIb30BaHNEM

PacIOpPSIAUTEIBHBIX IOKYMEHTOB;




-COBEpPUICHCTBOBAHUS PAOOTHI MO
JOKYMEHTUPOBAHHIO OT/EIBHBIX Cep
yIpaBJIEHYECKOH 1A TENTbHOCTH.

I1K-4

CriocoOHOCTh CAaMOCTOSITENTEHO
paboTaTh ¢ pa3InIHbIMH
UCTOYHHKAMHU HH(POPMALIUH

3HaTh:

-OCHOBHBIE TTPABOBBIC AKTHI U
METOJIMYECKUE IOKYMEHTHI B chepe
J0Y

VYMeTh:

-IIPUMEHATH MMOJYYEHHYIO U3 pa3IUYHbIX
HMCTOYHUKOB UH(POPMAITUIO IS
penieHus 3aaad npodeccruoHalbHOM
ACATCIIBHOCTHU

Biagers:

-HaBbIKaMH paOOThI U aHATN3a
Pa3IUYHBIX BUIOB UCTOYHUKOB
uHpopManuu

I1K-5

Branenue TeHneHIMAME
pa3BuUTHs HH(POPMAIIMOHHO-
JTOKYMEHTAIMOHHOTO
o0ecrieyeHus yrpaBieHUs U
apXUBHOTO JieNia

3HaTh:

- 0COOEHHOCTH (POPMHUPOBAHUH
pacnopsITUTEIbHON JOKYMEHTAIIH B
pa3IUYHbIE HCTOPUYECKUE MIEPUO/IBI; -
00BEKTUBHBIE HCTOPUUYECKHE
NPEANOCHUIKY [T K3MEHEHHUS B
COCTaBe, COJACPXKAHUU U 0(OPMIICHUH
PacropsITUTEIBHON JOKYMEHTAIHH;

YMers:

-yCTaHaBIMBATh B3aHMOCBS3b MEXKIY
pa3BUTUEM TOCYIapcTBa U OOIIECTBA C
pa3BuTHeM (OPMYJISIPOB TOKYMEHTOB H
UX BHJIOB;

-yCTaHaBIMBAaTh  3aKOHOMEPHOCTH B
BU000pa30BaHUH u
(hopMooOpa3oBaHUH TOKYMEHTOB;

Biagers:

-METOJIaMHU aHaJIn3a BHJOBOTO COCTaBa,
o(hopMIICHHS U COACPIKAHHS JOKYMEHTOB
Pa3IUYHBIX UCTOPUYECKHX JI0X;
-criocob6aMu OIIpeIeIICHUS
1€JIeCO00Pa3HOCTH COBEPIICHCTBOBAHHUS
(bopM TOKYMEHTOB;

-MCII0JIb30BaHUs 3HAHUN O
3aKOHOMEPHOCTSIX IBOJFOLIUU
JOKYMEHTOB B IIPAKTHYECKOU cepe.




I1K-8

CriocoOHOCTh aHATU3UPOBATH
HCHHOCTb JOKYMCHTOB C LCJIBIO
HUX XPpaHCHUSA

3HaTh:

-IpaBWJIa aHaJIM3a [ICHHOCTH
JIOKYMEHTOB C II€JIbI0 UX XPaHEHUS;
YMmeTs:

-pelaTh TUMIOBBIE 33]]a4H, CBSI3aHHbBIE C
aHAJIM30M LEHHOCTH JIOKYMEHTOB;
Bnanets:

-MCTOAaMHU aHaJIn3a HCHHOCTHU
AOKYMCHTOB C IICJIBIO UX XPaHCHUS.

IIK-13

CriocoOHOCTBIO BECTH HAy4YHO-
METOMYECKYIO padoTy B
rOCYJJapCTBEHHBIX,
MYHUIIANATBHBIX apXUBaX U
apXMBax OpraHu3anui

3HaTh:

-OCHOBHBIE IPUHITUITBI BEICHUS HAyYHO-
METOMYECKON pabOTHI B
rOCyJapCTBEHHBIX, MyHHUIIMIIATbHBIX
apXHBax M apXuBaxX OpraHU3aIi
YMmers:

-OpraHM30BbIBaTh HAYYHO-
METOAMYECKYIO padoTy B
rOCyJapCTBEHHBIX, MyHHUIIMIIATbHbBIX
apXMBax M apXuBaxX OpraHU3aIii
Biagers:

-HaBbIKaMH OCYIIIECTBJICHUS HAYYHO-
METOMYECKON pabOTHI B
rOCyJapCTBEHHBIX, MyHHUIIMIIATbHBIX
apXHBax M apXuBaxX OpraHU3aIi

I1K-32

3HaHME 3aKOHOAATEIBHON U
HOPMAaTHUBHO-METOANYECKOMN
6a3bl HH()OPMAITHOHHO-
JOKYMEHTAIHOHHOTO
o0ecrieyeHus yrpaBieHUs U
apXHMBHOTO JIeJ1a, CTIOCOOHOCTh
OPUEHTHUPOBATHCSA B IIPABOBOU
6a3e CMEXHBIX obnacTen

3HaTh:

-OCHOBHBIE HOPMBI POCCHICKOTO
3aKOHOJATEIhCTBA B 00JIACTH
MH(OPMAIIMOHHO - TOKYMEHTAIMOHHOTO
obecrnievueHus ynpaBIeHUS U apXUBHOTO
nena;

-OCHOBBI 3aKOHO/IATEIILCTBA B CMEKHBIX
00J1acTSIX NEeSATCILHOCTH,

YMeTs:

-CaMOCTOSITeTTFHO IPUMEHSITH B
MPAKTUYECKON AESITETLHOCTA HOPMBI
POCCHICKOI0 3aKOHOIaTEJIbCTBA B
obacti HH(POPMAIIMOHHO -
JOKYMEHTAI[MOHHOTO O0eCTIeueHus
yIpaBICHUS ¥ apXUBHOTO JIEIIa;
-OPHEHTHPOBATHCSI B PABOBOM 0aze
CMEXHBIX 00JIaCTe.

Bnaners:

-YMEHHUEM MPUMEHSATH HOPMBI
POCCHICKOI0 3aKOHOIaTEJIbCTBA B
obmacti HH(POPMAIIMOHHO -
JOKYMEHTAIMOHHOTO O0eCcTIeueHus
yHIpaBICHUS ¥ apXUBHOTO JIeIIa;




-YMEHHUEM TPUMEHSATh OCHOBBI
3aKOHOJIaTEIbCTBA B CMEKHBIX 001aCTIX
JeSTeIbHOCTH B MTPAKTUIECKON
IEITEIbHOCTH, ~-TeHACHIIUIMU
pa3BUTHUS 3aKOHOAATEIHCTRA,
MEKIYHAPOAHON M HALIMOHAIBHOMN
cranfaptuzanuu B cpepe JJOY u
CMEXKHBIX 00J1acTIX

T1K-44

Brnanenue npuHuunamMu
OpraHM3aINH APXUBHBIX CITYKO
JOKYMEHTAIMOHHOTO
o0ecrieyeHus yrpaBieHUs U
apXUBHOT'O XpaHEHUS
JIOKYMEHTOB B OpraHU3ALMIX

3HaTh:

~-HOpPMaTHBHO-TIPaBOBYIO 0a3y
OpraHM3allM apXUBHOI'O XPaHEHUS
JOKYMEHTOB B PD;

YMers:

-OpraHu30BbIBaTh XPaHEHUE
JOKYMEHTAlLlUY;

- IPUMEHSATH PAaBUJIa APXUBHOIO
XPaHEHMS B IPAKTUYECKON
NEeATEIbHOCTH;

Bnagers:

-HaBBbIKAMH OpraHU3alluU XPaHEHUsS
JOKYMEHTOB,

-fepeaadn JOKYMEHTOB B apXMB;
-paboTHI C ApXUBHBIMU JIOKYMEHTAMH.

I1K-45

Bnanenuem mertogamu
ONTUMHU3AINU
JIOKYMEHTOIIOTOKOB

3HaTh:

~-T€XHOJIOTUYECKHE ATAITbl Pa0OTHI C
JOKYMEHTaMHU U BO3MOXKHOCTH
ONTUMH3AIHNU JOKYMEHTOIIOTOKOB.
YMers:

- OpraHM30BaTh JBM)KCHUE IOKYMEHTOB
10 ONITUMAIBHOMY MapILIPYTY
Bnanets:

- METOAAMHU
JIOKYyMEHTO00OpoTa B
OpraHu3aIMIX.

ONTUMH3ALINU
COBPEMEHHBIX

I1K-46

Bnanenue metogamMu
IIPOBEJICHUS aHAIN3a
OpraHM3aluu
JOKYMEHTalUOHHOTO
o0ecrieyeHus yrpaBJeHUs U
aApXUBHOT'O XpaHEHHUS
JOKYMEHTOB B KOHKPETHOU
OpraHu3aluu

3HaTh:

- METOJMKY 00CIIeI0BaHUS
OpraHM3aIiy JOKYMEHTAMOHHOTO
o0ecrieyeHus yrpaBlieHUs B
OpraHu3aIHsIX;

- BUJIBI JIOKQJIBHBIX OPTTIPOEKTOB H
ATanbl UX MPOBEICHUS;

- METO/IbI, PUMEHSIEMBIC TIPH
MIPOBEJICHUH OPTIIPOCKTHHIX PaboT;
YMmeTs:

- BBIOMpATh OOBEKTHI paIliOHATH3AITN
Y IPUMEHATh METOJIUKY O0OCIIeTOBAHMS
OpraHMu3aIiy JOKYMEHTAIMOHHOTO
o0ecrieyeHus yrpaBJIeHHs B
OpraHu3aIlHsIX;

Bnaners:

- METOAaMHU 00CICHOBAHUS

JOKYMEHTAIIMOHHOTO 00ecTieueHust




YIIPABJICHUS B COBPEMEHHBIX
OpraHu3alysix;

- METOJJaMM aHaJIu3a COOPAHHOTO
Marepuaia v BbISBICHUS HallPaBICHUN
COBEPILECHCTBOBAHUS
JOKYMEHTAIMOHHOTO 00ECTICUCHHS
YIPABJICHUS,;

I1K-47

BnapeHunem npuHUMnaMm mn MetToaamMum
OpraHmsaunn XpaHeHnUsa AOKYMEHTOB

3HaTh:

-HOpMaTHBHYIO 0a3y B chepe apXuBHOTO
nena;
-TpaBuJIa
JOKYMEHTOB;
YMers:
-pa3zpabaTbiBaTh  KJIaCCU(UKAITMOHHYIO
CXEMyY XpaHEeHHUs JOKYMEHTOB;
-CUCTEeMaTU3UPOBaTh JIOKYMEHTHI IS
XpaHEeHHUS;

-ONpeAeNsaTh HEHHOCTh IOKYMEHTOB;
-00pabaThIBaTh JIOKYMEHTBI IS
MOCTIEeTYIOIIET0 XpaHEHMS,

Biagers:

-HaBbIKaMH 00paOOTKU JOKYMEHTOB ISt
TEKYILETo M MOCIEeIYIOIIEro XpaHeHus!

opraHnusanvun XpaHCHUA

I1K-48

Bnanenue HaBRIKAMU
ONTHMM3AIINH COCTaBa
JIOKYMEHTOB U
WH(OPMALIMOHHBIX TOTOKOB,
COKpAILEHHS UX KOJIUYECTBA

3HaTh:

- METOJUKY pa3paboTKu Tabens hopm
JOKYMEHTOB H anb0oMa (popm
(1120JIOHOB) JOKYMEHTOB JIJISI
OpraHu3aIuy;

- METOJMKY pa3pabOTKu U
COBEPILIEHCTBOBAHMS JIOKAJIHHBIX AKTOB
OpraHu3aIHii, pEeryIUPYIOLIINX
JOKYMEHTAIMOHHOE 00ecTeueHne
yTpaBJICHUS;

YMers:

- pa3pabaTbIBaTh KOMILIEKC
OpraHU3aI[MOHHBIX JOKYMEHTOB 110
OpraHu3aIMH JOKYMEHTAIIHOHHOTO
o0ecrieyeHus yrpaBieHs;

- pa3pabarbiBaTh Tabenb Gopm
JOKYMEHTOB U anb0oM (popm
(1120JIOHOB) JOKYMEHTOB ISt
OpraHu3aIuy;

Bnaners:

- MeTOJlaMU pa3paboTku u
COBEPILIECHCTBOBAHUS JIOKAJIBHBIX aKTOB
OpraHu3aIuii, peryIupyromumx
JOKYMEHTAI[MOHHOE oOecrieueHne
yTpaBJICHUS;

I1K-49

BJIaJICHUEM HABBIKAMU
COBEPILECHCTBOBAHUS
OpraHu3alyy XpaHEHUs
JIOKYMEHTOB

3HaTh:
- TEOPETUYECKUE U TTPAKTUYECKUE
BOIIPOCHI OpraHU3AINH JAESITEIIbHOCTH




apXUBOB HAYYHO-TEXHUYECKUX
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 IPOIECCHI
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 eI TCILHOCTH
apXWBOB B HAYYHO-TEXHUYCCKOUN U
HKOHOMHYECKOM cepe.

1.6. MecTo mpakTHKU B CTPYKTYpe 00pa30BaTeIbHON MPOTPAMMBI

[IpakTika 0O JOKYMEHTOBEACHUIO MPOBOJMUTCSA Mg CTYIACHTOB
OakanaBpuata, oOydaronuxcsi o HampasieHuto 46.03.02 «JlokymeHTOBeIcHNE
Y apXHBOBEJICHUE)», B BOCBMOM CEMECTPE U OTHOCUTCS K BAPUATMBHOM 4YacTH
MPOrPAMMBL.

[IpousBoacTBEHHAs] TpakTUKa [0 TMOJIYYEHHIO MPOdhecCHOHATBHBIX
YMEHHM U ombiTa NPOo(HEeCcCHOHANBHON AESTEIbHOCTU SBISIETCS COCTABHOM
4acThl0 y4eOHOTO mpoliecca U MPOBOAMUTCS I 3aKPEIUICHUS U YrIyOJeHUs
TEOPETUYECKUX 3HaHMKW 1o KypcaM "JlokymenToBenenue", «Opranuzanus
texHosorusa JOY», «/loKyMEHTUpOBaHHE IEATEILHOCTH HETOCYIapCTBEHHBIX
OpraHu3alu», «HbopMallMOHHO-TOKYMEHTAIITUOHHOE oOecrieueHue
NEATENBHOCTH  PYKOBOJMTENS»  M3YYEHHS  CTYyJAEHTAaMH  OpraHHU3aluu
JETONMPOU3BOACTBA B COBPEMEHHBIX T'OCYJIAPCTBEHHBIX M HErOCYAapCTBEHHBIX

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

1.7. O0ObeM npakTUKu

OO6mast TPyIOEMKOCTh MPAKTUKU COCTABISIET 3 3a4€THBIX €JIUHUIIBI

IpOoaAOIZKUTCIIbBHOCTBIO 2 HCAOCIIN.



HpaKTI/IKa CTYACHTOB pacCurTaHa Ha 2 HCOC/IN, M3 KOTOPBIX OAWMH JICHb

OTBOOUTCA HaA O6IH€C 3HAKOMCTBO C YYPCIKACHUCM, IBa 3aKIHOYNUTCIbHBIX JTHA -

Ha COCTaBJICHUC CTYACHTAMM OTYCTOB,

MPaKTUYECKYIO paboTy.

OCTAJIBHBIC - Ha CaMOCTOATCIbHYIO

2. Cooepoicanue npakmuxu

JOKYMCHTOB HPCATIPUATU

Ne | HanmeHnoBaHue paszaena Conepxanue 1 BuBI paboT’
1. O3HaKoOMHTENbHAS JIEKIUS Omnpenenenne neneil W 3afad MPaKTHUKH, UCTOYHUKOB W JINTEPATYPBI,
HEOOXOANMBIX ISl CAMOCTOSTEIILHOM paOOTHI M IIOATOTOBKH OTYETA.
2 Wnctpykraxk mo  TexHuke | O3HaKOMJICHME CTYACHTOB C MpaBWJIAMH BHYTPEHHErO pacHoOpsIKa,
Oe3omacHoCTU JIONyCKa B TOMEIIEHUS CIyX0, MOXapHOHW 0e30IacHOCTH | APYTMMH
perilaMeHTHPYIOIIMMH ~ paboTy ~ COTPYAHHUKOB  HMHCTPYKIHMSIMH
U TIOJIOKECHUSIMU.
3. N3yuenue HCTOPHH, PykoBoguTens NmpakTUKKM OT OpraHU3allMd MOXET IpPOBECTU
COBPEMEHHBIX 3aJay, (PYHKUUH | BCTyNUTEIBHOE 3aHSTHE CO CTYJCHTaMH, LEJIBI0 KOTOPOTO SIBIISETCS
U CTPYKTYPBI yUPEKACHUS; 03HAKOMJIEHUE MPAKTUKAHTOB C MCTOPHEH, COBPEMEHHBIMH 3aJjadyaMH,
4. W3yuenne OpraHm3allMOHHBIX | HAIIPABICHUSAMH JCATEIBHOCTH U OCOOCHHOCTSIMH JIOKYMEHTHPOBAHHMS

YIpaBICHYECKOH JEATeNbHOCTH yupexkaeHus. Ecimm B apxuBe
OpraHM3alM MMEEeTCsl NCTOpUYecKast crpaBka o (oHmoobOpaszoBarere,
OHa M3y4aeTcs CTyJJCHTaMH.

Jlanee cTyIEHT NMPUCTYNaeT K W3yYEHUIO OPraHU3alHOHHO-
MIPAaBOBBIX JOKYMEHTOB, PErVIaMEHTHPYIOIINX IOPUANYECKUH cTaTyc
YUpexIeHNS, ero OpTaHU3aLMOHHO-TIPABOBYIO thopmy,
OpraHM3aHOHHYIO CTPYKTYPY M HalpaBJICHUS JEATEILHOCTH.

K TakuMm oKkyMeHTaM OTHOCSTCSI:

e VYcraB (IIOJOKCHNE) OPTaHU3AIH;

e [lonoxxeHns: 0 CTPYKTYPHBIX HOAPA3ICICHUSX;

e JIOJDKHOCTHBIE HHCTPYKIUH COTPY/IHUKOB?;

e IlltatHoe pacnucaHue.

I[lo wroram wW3y4eHHS  CTYAEHTHI
MH(OPMAIHIO 110 CIEAYIONIMM BOIIPOCaM:

JlaTa co3/1aHus OpraHnu3alvy;
Ha3BaHUE OpraHHU3aLUH;

LIeJTb CO3/1aHus M (DYHKIUH OpTraHNu3aLin;
OpraHM3aIIOHHO-TIPaBOBas (hopmMa OpraHu3aINH;
OpraHM3aIOHHAs CTPYKTYpa U TIOPSAO0K YIPaBICHHUS;
COCTaB OpTaHM3AILMOHHBIX JOKYMEHTOB OPTaHHU3AINH;
CTENCHb OTPAXXCHUS B OPraHM3AIMOHHBIX JIOKYMEHTax
TpeOOBaHMH K JOKYMEHTHPOBAHHIO  YIPaBICHYECKOU
JeITeNIHOCTH (TIOPSIO0K M3JaHuUs, TIOATUCAHNS, XPAaHEHHS);

B pesynbraTe cTyneHThI rpa)iuecKy BBIYEPUUBAIOT CTPYKTYPY
OpTaHM3aLHH.

Bce coOpanHble naHHBIE CTYAEHTHI O(OPMISIOT B BHAC
JTHEBHUKOBBIX 3alucel, I/Je OTMEYaloT JaTy 3aliCH, HCTOYHHUK,
KOTOPBIM OHH IIOJIb30BAJIMCh. OTH BBIMHCKH W3 OPraHW3allMOHHBIX
JIOKYMEHTOB CTYAEHTHI HPEACTABISIIOT PYKOBOAMTENIO IMPAKTHKH OT
opraHmzanmuy, B Oeceie € KOTOPBIM OOCYXAAlOT —crieruduieckue
0COOCHHOCTH CTPYKTYPHI X PyKOBOJICTBA OpTraHHU3aIllUeH.

CoOpaHHbBIE CBEACHHS CTYAEHT 3aTeM O(OpMIISIET B KauecTBE
TIepBOM IJIaBbI OTYETA IO TPAKTHKE.

JOJIKHBI CO6paTI>

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




Wzyuenne HOPMaTHBHO-
METOIMYECKHX JOKYMEHTOB IO
JOY u cucreM nokyMeHTanuu
OpraHM3aLH,

W3yuenue ocobeHHOCTEN
odopMileHHsT  yIpaBICHYECKUX
JIOKyMEHTOB

B TeueHme 3TOr0 BpeMEHH CTYICHTHI BHUMATEIHHO H3YYalOT
HOPMATHBHO-METOIIMUYCCKHUC JTOKYMEHTEI YApEKACHUS,
pETIaMEHTHPYIOIIUEC  TpaBHJa  COCTaBICHUS HW  OQOPMIICHHS
JIOKYMEHTOB, €CIId TaKWe B OpraHW3aldd WUMEIOTCS. B dumcne 3tux
JTOKYMEHTOB MOTYT OBITh MHCTPYKIIUH TI0 JCTOMPOU3BOICTBY (WU IO
pabore ¢ JOKyMEHTamu), TpaBwia oO(QOpMICHHS JOKYMCHTOB,
peTIaMeHTHI, CTaHAApTHl OpPTaHU3AINH, TPHUKA3Bl (PACIOPSHKCHUS) O
MTOPSAKE CO3JJAHUS U COTJIACOBAHUS OTICIBHBIX BHIOB IOKYMEHTOB U TaK
Jaiee.
CrymeHTaM HEOOXOJAWMO O3HAKOMHTBCS C  CHCTEMaMH
JTOKYMEHTAIINH, WUCTIONB3YEMBIMU B OPTaHU3AIlNH, BHISIBUTH OCHOBHEIC
BHOBl W Pa3HOBHOHOCTH  JOKYMCHTOB, IPHUMEHSCMBIX  JUIS
JMIOKYMCHTHPOBAaHUS  JEATCIBHOCTH OpTaHW3allid B  IEJIOM H
CTPYKTYPHOTO IO/Ipa3/IeiCHUs, B KOTOPOM pabOTaeT MPaKTUKAHT.
CocTaB IOKyMEHTOB CHCTEM JOKYMEHTAIIUH, UCTIONB3YEMBIX B
JIESITETFHOCTH OpTaHW3aldd, MOXET BKIOYATh YHH(DUIIUPOBAHHEIC
¢dbopmbI 11 popMEL, pa3paboTaHHBIC COTPYIHUKAME OpTaHU3AIUH.
[IpoBoxuTcst JIeTaJIbHBII aHaju3 OpraHU3aIOHHO-
PaCTIOPSIUTETHHOM TOKYMEHTAIIUH 10 CIICTYFOIUM TPYTIIaM:
® OpraHW3alOHHBIC  JOKYMEHTHI,  IpPUMCHICMEIC B
VIPaBICHYCCKOH NIEATETHHOCTH,

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

®  BHJBI HHPOPMAITMOHHO-CIIPABOYHBIX JOKYMCHTOB.

CrymeHTaM  HEOOXOOWMO  HW3YYUTh  HWHCTPYKIHIO  TIO
JICJIOTIPOU3BOJCTBY OPTaHW3allMd W BBIIBUTH, COONIOMAIOTCS M €€
TpeOOBaHUS COTPYTHUKAMH OpraHm3anud. Ecu Takoi MHCTPYKIUH B
OpraHM3alliil HET, TO CTYJICHTH AaHAIM3UPYIOT OpraHU3alMOHHO-
pacTopsIUTeIbHBIC TOKYMEHTEI Ha TIPEAMET COOIOICHUS TPEOOBAHMIA
I'OCT P 7.0.97-2016 (u3yuaercsi opopMIICHHE TOKYMEHTOB, TO €CTb
HAJIMYHE BCEX HEOOXOTUMBIX PEKBU3UTOB JIOKYMEHTOB).

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

® TPaBWIHHOCTH aIPECOBAHUS;

® TMOpPANOK BHYTPSCHHETO W BHEIIHETO COTJIACOBAHUS

JIOKYMCHTOB;

®  TIOJITUCAHWSI,

®  YTBECPIKIICHUS.

BrisBisroTcss BUIBI JOKYMEHTOB, HA KOTOPHIC B OpraHU3aIdd
CTaBUTCS T1EYATh.

HeoOxomuMo  Takke BBISIBUTH, HCIONB3YIOTCA JIH B
OopraHu3anui OJaHKH JTOKYMCHTOB, €CIH HCIOJB3YIOTCSA, TO KakKue
(oOmuit O6maHK, ONAHK MUChMA, OJIAHK KOHKPETHOTO BUAA JTOKYMCHTA,
OJaHK TOJKHOCTHOTO Jwma W T.A.). OOpasipsl ONAaHKOB KeIaTeIhbHO
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-PACTIOPSIIUTEIFHBIX JOKYMEHTOB, 8 TAKXKE OTMEUAIOT,
rae 3aUKCHpPOBAaHBI TPeOOBaHWSA K COCTABICHHUIO M O(OPMIICHUIO
JTOKYMEHTOB OpTaHH3aIlHH.

HeoOxomuMo Takke HM3YYHTh TEXHHUYECKYIO OCHAIICHHOCTH
MPOIIECCOB JTOKYMEHTHPOBAHUS, 2 UMCHHO: ONPEICITUTh TEXHUICCKUC
MPOTPAaMMHBEIC  CPEJICTBA,  HCIONB3YEMBIC  COTPYAHUKAMH IS
W3TOTOBIICHUST JOKYMCHTOB, CTCIICHb OCHAIEHHOCTH Pa0OYMX MECT
COTPYIHHUKOB KOMITBIOTEPAMH, OPITEXHUKOH M CPEJCTBAMH CBSI3U.

B nmceMeHHOM OTYeTe HEOOXOOUMO OTpa3uTh, Kakas
MporpamMMa UCIOIB3yETCs B OPraHU3alluH IS CO3/IaHuUs JOKYMECHTOB, €€
JIOCTOMHCTBA M HEJIOCTATKH.




W3zyuenne opranuzanuu paboTel
¢ TOKyMEHTaMH

B teuenue 9-14 nHell cTyIeHTHI U3y4alOT:

-JIOKyMEHTO000pOT OpraHn3alny;

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

~TE€XHOJIOTHIO KOHTPOJIS 332 CPOKAaMH MCIIOJIHEHHS JOKYMEHTOB;

-COCTaBJICHHE HOMEHKJIATYPBI JIEIT;

-OpraHu3alnio  TEKYIIero  XpaHEeHHs  JOKyMEHTOB B
CTPYKTYPHBIX ITOJIpa3/IeJICHUSIX OpraHnu3alny;

-9KCHEPTH3y  LEHHOCTH W  IIPAaKTHYECKOM  LIEHHOCTH
JIOKyMEHTOB;

-TIOJITOTOBKY M Nlepesiady JOKYMEHTOB B apXUB OpraHU3alnH.

CTyneHTHl aHAIM3UPYIOT JTOKYMEHTONOTOKHM 110  BHIAaM
JIOKYMEHTOB, II0 KOPPECIIOHJCHTaM, II0 YpPOBHSM HCIIOJIHEHUS,
COCTaBJISIIOT  OTIEPOTPAaMMBbI  JIBIDKCHHSI BXOISINEH, BHYTpPEHHEH W
ucxomsmed  KoppecnonjgeHuuu.  CTYIGHTHI  HM3Y4alOT — CHCTEMY
MIEpBUYHON 0OpaOOTKM KOPPECIOHJCHIMH W TpaBWiIa OTIPABKH
UCXOJIIINX JIOKYMEHTOB, aHAJIM3UPYIOT IOPSIOK COTJIACOBAHUS H
MIOJITACAHNUS JOKYMEHTOB, ITPOCYUTHIBAIOT 00BEM JIOKYMEHTO000pOTa 3a
MIPEALIECTBYIOMNI MecsI.

CTyIneHTHl W3y4aloT CHCTEMY PpEeTrMCTpPaliH JIOKYMEHTOB B
YUPEXICHNH, 3HAKOMSATCS C PETHCTPALIMOHHBIME (hOPMAaMU U TIOPSAKOM
uxX 3anoiHeHWs. M3ydaiorT cucremy uH(pOPMaNMOHHO-CIIPABOYHOM
pabotel. CTymeHTBI 3HAKOMATCS C OpraHW3alueld W TEXHOJOTHEH
KOHTPOJISl HCIIOJIHEHUS! JOKYMEHTOB B YUPEKACHHH, AHAIM3HPYIOT
MepeuH JOKYMEHTOB, IMOJUISKAIINX KOHTpoJro. Jlemaercs BBIBOX O
BO3MOXKHOCTH OOBEIMHEHHS PErHCTpPalny, KOHTPOJII M CIIPaBOYHOM
paboTHI B €AMHBIN TEXHOJIOTHYECKHI TPOIIecC.

CTyneHTHl  BBIBISIIOT W ONHUCHIBAIOT  CYIIECTBYIOILIYIO
MH()OPMaIMOHHO-TIONCKOBYIO cHucTeMy, Kak  TpaJUIHMOHHYIO
(KapTOoTEKH, MPUHIMIIEI 1 (JOpPMHUPOBAHKE), TAK U ICKTPOHHYIO (0a3bI
JTAaHHBIX B KOMIIBIOTEPE).

CTyIeHTHI ONpeeNsioT KauecTBO 0(hOPMIICHNSI HOMEHKJIATypBI
zen, Hanmuuue HeoOxomumor uH(opmannu. CTyIeHTH HM3Y4aioT
MPaKkTUKy  (QOpPMHUPOBAaHMS /€N, CaMOCTOSTENBHO  IPOU3BOJST
TPYIIIHMPOBKY HCIOJHEHHBIX JIOKYMEHTOB B J€jla B COOTBETCTBHH C
HOMEHKJIaTypOH JIel.

CTyIeHTBl U3Y4aloT MPOLIECC MOJITOTOBKH e 3a ITPEAbLIyIIHe
TOABbI IJIsl cAa4 B apxuB. IIpoBepstoTCs NpaBHIBHOCTH OQOPMIICHHS
nen, wux ¢opmupoBanus. Ilpm  HEOOXOOMMOCTH  CTYAEHTHI
MIOJIrOTaBJIMBAIOT BHYTPEHHUE OIMCH W JINCTHI-3aBEPUTENIH, HyMEPYIOT
scThl. Ha HoAroTOBIIEHHBIE K cAa4e /ieNa CTYACHTHI COCTABIISIIOT OTIMCH
1 110 HUM IPOU3BOIAT CAAUY JIeJ B APXHUB YUPESIKACHUSL.

W3yunB  JOKyMEHTAI[IOHHOE OOECIICUeHHE  YHpPaBIICHHS
OpraHM3alLyH, CTYICHTHI JIETal0T COOTBETCTBYIOIIME 3aIIUCH B JJTHEBHHKE
1o wany nporpammsl (IIpunoxenue 1).

Brigsienue HaIpaBJICHUN
coBepiieHcTBOBaHus  JIOY B
opraHu3auuu

Ha ocHoBaHnMM mNpOBEAEHHOTO HCCIEIOBaHUS CTYJICHTBI
BBISIBJISIIOT ~ HEJNOCTaTKM B JTOKYMEHTUPOBAHMM  YNPABICHUYECKOU
JIESITETFHOCTH OPTaHU3AINH U OpraHu3alud pabOTHl ¢ TOKYMEHTAMHU H
MpeaIaraloT COOCTBEHHBIE BAapUAHTHI pauuoHanu3auuu
JIeJIONPOU3BOJICTBA B HEMl.

W3ydnB  OKyMEHTAIIMOHHOE OOCCICUCHWE  YIpaBICHHUS
OpraHu3aluy, CTYICHTHI AEJIal0T COOTBETCTBYIOLIME 3aIIUCH B JTHEBHUKE
IO IJIaHy [IPOrPaMMBI.

HO,HFOTOBKa oTuéTa

@DopMOIl OTYETHOCTH MO pE3yNbTaTaM MPAKTHKH SBIISAETCS
OTYET U XapaKTEepUCTHKa opranu3anuy. OT4eT UMeeT TUTYJIbHBIN JUCT
(ITpunoxxenne 2), ornasieHue, BBEJCHHUE, IBE TJIaBbI, 3aKJIIOUYCHHUE U
npuiokeHuns (He MeHee 10 nmpuoxeHui).

Pexomenyrorcs cienyromue pa3aensl OT4eTa:

Bseoenue




I'nasa 1. [okymenmupoeanue desimenbHoCmu Op2anu3ayuul

Inasa 2.Opeanuzayust pabomei ¢ OOKymenmamu

3axnrouenue

Bo BBeieHnn naetcst KpaTtkas XapaKTepUCTHKA OPTaHU3aIii, B
KOTOPOH CTYIOCHTHI TPOXOIAT TPAKTUKY (YKa3bIBACTCS HAa3BaHUC
OpraHM3alLyY, ee IOPUINUECKUN CTaTyC, OpraHU3alMOHHAas CTPYKTypa,
MOPSIOK YIIPABIICHHUS U PYKOBOJCTBA, OTMEYACTCS TPHHIIUAT IPUHITHS
YIPaBICHYCCKUX PEIICHUH (KOJUICTHAIGHBINA, CAMHOHAYAIBHBIN), a
TaKXKE JaeTCs OMNMMCAHWEC HM3YYCHHBIX HOPMATHUBHBIX JTOKYMEHTOB B
COOTBETCTBHH C ITOCTABICHHBIMU B METOTMYCCKIAX YKA3aHHUAX 3a]]adaMH.

B niepBom paspnerne oTyeTa HEOOXOIMMO MEPEUNUCITUTS!

- HopmaTtuBHO-MeToqMUYeCKne JIOKyMEHTBI,
perilaMeHTHPYIOIIME MTPaBuila CO31aHNs 1 0(hOPMIICHHS IOKYMEHTOB,

- CucreMbl TOKyMEHTaLUH, oOpasyrompecs: B AEATEILHOCTH
OpraHu3aIuy (Ha3BaTh BUABI U PA3HOBUIHOCTH JOKYMEHTOB JUTSI KaXKIIOH
CHCTEMBI).

IMonpo6uo OIHCATh 0COOEHHOCTH oopmnenns
YIpaBICHYCCKUX JIOKYMEHTOB, TIpaBWia O(GOPMIICHHS OTHCIHHBIX
PEKBU3UTOB JOKYMCHTOB (HAaMMCHOBAHWC BHIA [OKYMCHTa, JaTa,
TOJIITUCh, U T.J.).

[Ipoanamu3upoBath OJTaHKH TOKYMEHTOB (yKa3aTh BHIBI) U
OLICHUTH COOTBETCTBHE COCTaBa M PACIIOJIOKEHUS! PEKBU3UTOB OJIaHKa
YCTaHOBIICHHBIM TPEOOBAHUSIM.

Bo Bropom  pasmene ordera «opraHuzanusi paboTHI C
JIOKYMEHTAMI» PACCMATPHUBAIOTCS BCE ITAIBI PAOOTHI C BXOISIIUMHI,
HCXOJANIMMHA ¥ BHYTPCHHUMH JOKYMCHTaMHM, BKJIFOUYAs, B TOM 9YHCIIC,
BOIIPOCHI:

- Ilpuem u nepBuuHast 00pabOTKa TOKyMEHTOB,;

- Perncrpanust TOKyMeHTOB;

-Paccmotpenue, nepenaya Ha UCTIOTHEHUE;

- Opranu3zanyst KOHTPOJIS 32 HCIIOJIHEHHEM JIOKYMEHTOB;

- [loaroroBka K OTIpaBKe JOKYMEHTOB;

- Opranu3zanys TeKyIero XpaHeH!s TIOKyMEHTOB;.

B 3akmoYeHWU TPUBOAWTCS WTOT W3YYCHHS OpraHU3aIid
JIETIONIPOU3BO/ICTBA U (POPMHPYIOTCS BBIBOJIBI 110 MTPOJICIIAHHON padore.

B mpunoxeHus K 0TYETy JOIDKHBI OBITh BKITFOUCHEI:

. CXeéMa OpraHM3allOHHON CTPYKTYpHI OpraHU3aLuu;

. CIMCOK HOPMAaTUBHO-METOAUYECKHAX JOKYMEHTOB OpraHU3aluy;

. 00pasipl  OpraHU3alMOHHO-PACIIOPSIUTENIBHBIX  JTIOKYMEHTOB
OpraHH3aIH;

. yHADUIMPOBaHHBIE (GOPMBI IOKYMEHTOB;

. ONMaHKM BceX BWAOB  OPTraHM3ALHMOHHO-PACHOPSIUTEIBHBIX
JOKYMEHTOB.

Xapakrepuctuka (Ilpunoxenue 3) cocrasisiercst Ha OnaHKe,
MOJIHUCHIBAETCS PYKOBOJUTENEM MPAKTHKH, 3aBEpsieTCs MEeYaTblo U
00513aTEIBHO CIAeTCsl BMECTE C OTYETOM.

B xapakTepucTHKe MOJDKHBI OBITH M3JIOKEHBI HAOJIOICHHMS
PYKOBOAMTENS] TpPAaKTUKKM O paboTe CTyAeHTa OT OpraHW3allvy,
IIPOSIBIICHHBIE UM JIEJIOBBIE KAYECTBA, €T0 HABBIKU U YMEHUS, OTHOLLCHHE
K pabore. XapaKTepHCTHKA COJCPIKUT OLEHKY MPAKTHKH 10 YEThIPEX-
OGanpHOW  cucrteMe  (OTJIMYHO,  XOpOINO,  YJOBJIETBOPHUTEIHHO,
HEYAOBJICTBOPUTEIBHO).

IIpomexxyTOUHBIH KOHTPOJIb

3a4eT ¢ OICHKON

3.1. ®opMbl OTUETHOCTH

dopmaMu OTYETHOCTH 10 MPAKTUKE SBISIOTCS: OTIET 00yUaIOIIETOCs,
XapaKTEePUCTUKA C MECTA IMPOXOKICHHSI MPAKTUKH, TPA(PHUK MPAKTUKA




3.2.Kpurepun BBICTABIEHUS OLEHKHU 110 IPAKTUKE’

Bamner/ llxama
ECTS

OHCHKa 10 MMPAKTHUKE

Kpurepun onieHKH pe3yabTaTOB IPaKTHKU

100-83/
AB

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

BricraBnsiercss  oOydaromemycs, €cl XapakTepHCTHKa C MecTa
MPOXOXKICHUS IPAKTUKH COAEPIKUT BBICOKYIO MOJIOKUTENBHYIO OLEHKY,
OTUET BBINOJHEH B IIOJHOM COOTBETCTBHHM C MPEABSIBIIEMbIMU
TpeOOBaHMSAMH,  aHAJWTHYECKas  4YacTh  OTYETa  OTJIMYACTCS
KOMIUIEKCHBIM TOAXOJOM, KpPEaTUBHOCTBIO U HECTaHIAPTHOCTBIO
MBIIIJICHUS]  CTYICHTa, BBIBOJBI OOOCHOBAHBI M  IOJKPEIUICHBI
3HAYUTEIBHBIM 00BHEMOM (PAKTHUECKOTO MaTepHaa.

OOyuaromuiicss HMCYEPIBIBAIOIIE W JIOTHYECKH CTPOMHO W3jIaraer
y4eOHBIi MaTepual, yYMEeT YBS3bIBATH TEOPHIO C IIPAKTHUKOH,
CHpaBIISIETCS C PEIEHUEM 3a/1a4 Ipo(eCCHOHABHOI HAaNpPaBIeHHOCTH
BBICOKOTO YPOBHS CJIO’KHOCTH, IPaBHJIBHO OOOCHOBBIBAET NPHHSATHIC
peleHus.

Kommierenimu, 3akpemiéHHble 3a NPAKTHKOH, CHOPMHUpPOBAaHBI Ha
YPOBHE — «BBICOKUI.

82-68/

«xopowioy/
«3aumeHo (xopouio)y/
«3aUMeHo»

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

OOyuaromuiicst MPaBUIILHO IIPUMEHSET TEOPETUIECKHE TTOJIOKECHUS IPH
pELIeHNH MPAKTUYECKUX 3a/1ad NMpodeccCHOHANBHON HalpaBIEHHOCTH
pPasHOTO YpPOBHS CJOXXHOCTH, BJaJeeT HEOOXOAWMBIMH JUIS 3TOTO
HaBBIKAMH ¥ IPUEMaMH.

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

67-50/
D.E

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

BricraBnsiercss  oOydaromemycs, €cl XapakTepHCTHKa C MecTa
IIPOXOKIACHUS IIPAKTUKU COACPIKUT IIOJOKUTEIBHYIO OLEHKY, OTYET 110
o opMIIEHHIO u COJIEPIKAHUIO YaCTUYHO COOTBETCTBYET
CYHIECTBYIOIIMM TPEOOBAaHMSAMH, HO COJCPXKHUT HETOYHOCTH |
OTICTbHBIE (PAKTUUECKHE OMIMOKH, OTCYTCTBYET MJUIIOCTPATUBHBIH
Marepuall.

OOyuaromuiicss  MCIBITHIBACT ~ ONpPEACIEHHBIE  3aTpyJHEHUS B
MPUMEHEHUH TEOPETUUECKUX MOJIOKEHUN IPU PELICHUU PAKTHUECKUX
3a71a4 NpoQecCHOHANBEHON HANpaBJIeHHOCTH CTaHIAPTHOTO YPOBHS
CJIO’KHOCTH, BJaJieeT HEOOXOANMBIMH JJIsl 3TOT0 0a30BHIMH HABBIKAMHU
U IpUEMAMH.

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

49-0/
F,FX

«HEYO08IeMEOPUMeNbH
o/
He 3aumeno

BeicTaBisiercss  oOydarolieMmycs, €ciId XapaKTepUCTHKa C MeCcTa
MIPOXOKICHUSA MPAKTHUKH HE COAEPIKUT IOJIOKHUTENBHON ONEHKH. OTYeT
NPEACTABICH HE BOBPEMS M HE COOTBETCTBYET CYIIECCTBYIOIIUM
TpeOOBAHUSAM.

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

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

3aKp€HJ'IéHHI>I€ 3a

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

npUMeHAEeMbIX TEXHONOrNM 06yqu|/|ﬂ 1 oUueHnBaHUA.




3.3. OueHouHble cpeacTBa (MaTepuanbl) sl IPOMEXKYTOUHOM aTTecTalluu

00y4JarOIIUXCs TIO MPAKTUKE

B mporecce paboThl B apXuBe KaXKIbli CTYACHT 0opMIIsIeT rpaduK IpaKTHUKH,
B KOTOPOH (PUKCHUPYIOTCS BCE BUIBI paOOT, BHIIOTHAEMBIX B paMKax KaXJIOTO pa3jiena
MPOrpaMMBbl IPAKTHKH, €XKEIHEBHBIM 1 00mMi 00BeM BBIMOTHEHHBIX padoT. ['paduk
NPAaKTHKH ~ 3aloJIHAETCS  TMOJ ~ HAOMIOJEHHEM  PYKOBOAUTENS  CTPYKTYpHOTO
MOJIpa3/ieTIeHHsI, B KOTOPOM pabOTaeT CTyAEHT-NPAKTUKAHT, U KaXKIbI 3Tar paboThI
CTyJIeHTa olleHuBaeTcs. Ha OCHOBaHMM TEKYIIMX OLICHOK TPYAa CTYJEHTa-paKTUKaHTa
OpraHu3alus BEIBOJUT UTOTOBYIO olleHKY I'paduk npakrtuku (cm. [Ipunoxenue 2).

OTdyer MO MpPaKTUKE OTPAXaeT CHOCOOHOCTh CTYyJEHTa aHAJIM3UPOBATH
MIOCTAHOBKY JIEJIONPOU3BO/ICTBA B OpraHU3allii B COOTBETCTBUHU C 3aKOHOJATEIbHBIMU,
HOPMAaTHBHO-IIPABOBBIMUA U HOPMATUBHO-METOAMYECKUMHU TPEOOBAHUSMHU U BBISBISATH
HaIlpaBJICHUsI COBEPILIEHCTBOBAHUS JOKYMEHTAlMOHHOTO 00€CIeueHusl yIpaBIeHUs B
OpraHU3aLUN.

OneHka 1o NMpakTUKE CKJIaJbIBAE€TCA U3 JBYX COCTABJISIOLIUX: OLIEHKA, JaHHas
CTYJEHTY OT PYKOBOJMUTENS MPAKTUKUM B OPraHU3allMM, U OLEHKA, MOJIy4eHHas 3a
3alIUTy OTYETA [0 MPAKTHKE, IOCTABJIEHHAS HAYYHbIM PYKOBOJUTEIIEM.

Ha ocHOBaHMM TEKyIIMX OLIEHOK TpyJa CTYyJEHTa-IPAKTUKAHTa OpraHU3alus
BBIBOJIUT MTOIOBYIO OILIEHKY. OpraHuzaluy BBICBUIAIOT B aJpec YHHUBEPCUTETA
UHAUBUAYyanbHble Xapakrepuctuku (IIpunoxxkenune 4) Ha KaxXaoro CTyJIEHTa-
MPAaKTHKaHTa M OTYET 00 WTOorax padOoThl CTYIEHTOB 3a MOIIHCHIO PYKOBOJACTBA
OpraHu3aluy U pyKOBOAUTENIEH NPAKTUKHU.

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

B xapakrepuctuke Ha CTyJeHTa yKa3bIBaeTcs, Kakas UMEHHO paboTa Oblia UM
IIPOBEJIEHA, ONPEIEISETCS YPOBEHB €ro Npo(ecCHOHAIBHOMN TOATOTOBKH, OLIEHUBAETCS
OTHOIIIEHUE CTYJEHTa K CBOUM O0s3aHHOCTSIM, WHAMBHIyaJbHbIE TPO(eCcCHOHATBHBIC

0COOEHHOCTH M Ka4eCTBa Kak cricouaarcTa.



Onenka pabOThl CTYJEHTOB (Kak IO OTAEIBHBIM pa3jeiiaM, TaK U UTOTroBas)
BBIBOJUTCA 110  CUCTEME:  «OTIMYHO», «XOpPOLIO»,  «yAOBIETBOPUTEIBHO»,
«HEYIOBJIETBOPUTEIBHOY.

PykoBoauTEns NMPakTUKU OT YHUBEPCUTETA JOJKEH OBITH 3apaHee IOCTaBIIEH
B U3BECTHOCTh PYKOBOJUTEJIEM IIPAKTUKH OT OPTaHU3alMU B TOM CiIy4ae, eCiu padoTy
CTyZ€HTa COOMPAIOTCS OLIEHUTH HEYIOBIETBOPUTENBbHO. O0IIIee COriacoBaHne OLEHKN
IIPOUCXOJUT € y4ETOM MNPEANOYTUTEIBHOCTH TOM OLICHKH, KOTOPYK) PEUIEHO AaTh
MPAKTUKAHTY PYKOBOAMTEISMU MPAKTUKH OT apXuBa, €CIIM COOJIIOJIEHBI BCE YCIOBUS

IO OpraHru3anuvu U MpoxX0XXKACHUIO IPAKTHUKU.

4. YueObHO-MeTOIYeCcKOe 1 HHPOPMAITMOHHOE 00ecIIedeHNE MPAKTUKU
4.1. CnMcok UCTOYHHUKOB U JTUTEPATYPbI
Uctounuku (OCHOBHEIE)
denepanbHbli KOHCTUTYHHOHHBIA 3akoH OoT 25 nexabps 2000 r. Ne 2-®K3 «O

I'ocynapctBennom repoe Poccuiickoii @enepaunn» // [DnextpoHHslil pecypc]. — M., 2019. —
Pexxum noctyna: http://www.consultant.ru/document/cons_ doc LAW 29674/.

@enepanbupiii  3akoH PO ot 27.07.2006 1. Nel49-®3 «O6 wunHbpopmanumy,
MH(POPMALMOHHBIX TEXHOJOTHIX U O 3alIuTe HHpopManuny // [DNeKTpoHHBIH pecypc]. — M.,
2019. — Pexxum poctyma: http://www.consultant.ru/document/cons_doc LAW_61798/.

®enepanbubiii 3akoH oT 06.04.2011 Ne 63-®3 “O6 snexTpoHHON mnoamucu” //
[DneKTpOHHBII pecypc]. — M., 2019. — Pexum JIOCTYyIIA:
http://www.consultant.ru/document/cons_doc LAW_112701/.

Oenepanbubiit 3akoH 0T  01.06.2005 Ne53-®d3 «O rocyaapCTBEHHOM  SI3BIKE
Poccuiickoit @enepauuu» // [DnextpoHuslii pecypc]. — M., 2019. — Pexum nocryma:
http://www.consultant.ru/document/cons_doc LAW_53749/.

[Tocranosnenue [IpaButensctBa PO ot 15.06.2009 Ne 477 «O06 ytBepxaenuu [IpaBun
JIeTIOTIPOM3BOICTBAa B (pellepabHBIX OpraHax HCIOJIHUTENBHOW BIACTH»// [DIEKTPOHHBIN
pecypcl]. — M., 2019. — Pexum JIOCTYyTIA:
http://www.consultant.ru/document/cons_doc LAW_88695/.

Metoandeckre peKOMEHIAINH M0 Pa3padOTKe MHCTPYKLUH M0 JeIONPOU3BOICTBY B
(benepanbHBIX OpraHax UCIOJIHUTENBHOM BIACTH, YTBEpXkKAEHHBIE TpuKa3oM Pocapxusa ot 23
nexadbps 2009 Ne 76 // [Dnextponusiii pecypc]. — M., 2019. — Pexum nocryna:
http://www.consultant.ru/document/cons_doc LAW_ 96081/

[TpumMepHass MHCTPYKIMSA IO JIEIONPOU3BOJCTBY B FOCYIApPCTBEHHBIX OpraHU3alUsX,

yT1B. [Ipukazom Pocapxusa ot 11.04.2018 Ne 44) // [Onexkrponnsiii pecypc]. — M., 2019. Pexxum



nocrymna: http://www.consultant.ru/document/cons_doc LAW 305137/.

I'OCT P 7.0.97-2016. HanmonaneHslii crangapt Poccuiickoit @enepanuu. Cucrema
CTaHJApTOB MO WH(pOpMAIMK, OMOIMOTEYHOMY M M3JaTeNbcKoMy aeny. OpraHuzanuoHHO-
pacriopsiuTenabHas  JAOKyMeHTanus. TpebOoBaHuss K  O(OPMIICHUIO JIOKYMEHTOB //
[DneKTpOHHBII pecypc]. - M., 2019. Pexxum JIOCTYyIIA:
http://www.consultant.ru/document/cons_doc LAW_ 216461/.

['OCT P UCO 15489-1-2007 Cucrema cTaHAapTOB 10 HHPOPMALIUU, OUOITHOTEUHOMY
U U3JATeNIbCKOMY JIey. YTpaBieHue nokymeHTamu. OOmme TpeboBaHus. // [DIeKTpOHHBII
pecypcl]. — M., 2019. Pexxum JIOCTYyTIa:
http://www.consultant.ru/document/cons_doc LAW 135548/.

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE J1€J10. T€pMUHBI ¥ OIPEEIICHNUS. -
[DneKTpOHHBII pecypc]. - M., 2019. Pexxum JIOCTYyIIA:
http://www.consultant.ru/document/cons_doc LAW_163800/.

Jlonoanumenvhole

@denepanbHbIi 3ak0H 0T 26.12.1995. No 208-D3 «O06 akmuoHEpHBIX 00IIecTBax» //
[DnexTponHsIii pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

YHuduuupoBanHbie (OpMbI IEPBUYHON YUETHON JOKYMEHTAIUH 110 YYETY TPYAa U €r0o
oratel, yTBepxaeHHble IlocranoBnennem [ockomcrata P® or 05.01.2004 Ne 1 //
[DnexTponHsIii pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

KBanu@ukanroHHbI CIPaBOYHUK JOJDKHOCTEH PYKOBOIUTENCH, CIEHUAINUCTOB M
APYTUX CIIy>Kamux // [DnexTpoHHsli pecypc]. — M., 2019. — Pexxum nocryna: [ 1eKTpOHHBIN
pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

[lepeyeHb THUIOBBIX YNPaBIEHYECKUX AapXMBHBIX JOKYMEHTOB, OOpa3yIOIIMXCS B
npoliecce AeATeNIbHOCTU TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYTIPABIICHUS U
OpraHu3alMii, C yKa3aHUEM CPOKOB XpaHeHHst // [DneKTpoHHsIi pecypc]. — M., 2019. — Pexxum
nocryma:http://www.consultant.ru.

[lpaBuna opraHu3alMu XpaHEHHs, KOMIUIEKTOBaHHs, Yy4é€Ta ¥ HCIOJIb30BAaHUS
IOKyMeHTOB ApxuBHOTO Gonaa Poccuiickoit deaepanuu U APYrux apXUBHBIX JOKYMEHTOB B
opraHax rocyJapCTBEHHOM BJIACTH, OpraHax MECTHOTO CaMOYIpAaBJICHHUS W OpPraHU3aIUsX,
YTBEP)KICHHBIX MTpuKazoM MuHKyIbTYpbl PO o1 31.03.2015 Ne 526 // [DnexkTponHbIi pecypc].

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

Jlumepamypa



OcHoBHas 1uTeEpaTypa

beikoBa T.A. JlokymMeHTanmuoOHHOE oOOeCHedYeHHe YIpaBicHHsS (JETOMPOU3BOJICTBO)
[OnexTpoHHBbIi pecypc] : yueOHnoe mocobue / T. A. brikoBa, T. B. Ky3unenosa. - 2-e u3n.,
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 PaCIOPAIUTEILHON
nokymentauun B Poccunm B popeBomonnoHHblii mepuoj // Bectnuk 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 OpraHM3allMOHHBIE U PEIVIAMEHTHBIE JOKYMEHTBI:
¢bynkiuu 1 pazHoBuaHocTH // BectHuk PITY. 2016. Ne2. [DnexTpoHnHsIii pecypc]. — M., 2019.
— Pexum JIOCTyTIa: https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-
RGGU/Vestnik daizi%202(4)-16.pdf.

Kykapuna FO.M. CocraB ygocTOBEpEHHS JOKYMEHTA: OT IPOLUIOTO K HACTOALEMY U
Ooynymemy// Bectauk PITY. 2014. Ne2. [DnextponHsiii pecypc]. — M., 2019. — Pexum
noctyna: https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=128.

JlononHurenbHasa IaTeparypa

Heoenocoea I''A. CenektuBHbI 0TOOp MOHATHS «IOKyMeHT» // Bectnuk PITY. 2016. Ne2.
[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
«Hnmepremy, HeobX00UMbLLL OJis1 NPOXOAHCOEHUS NPAKMUKU

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

2. Nudopmarimonnsie 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. Koncantunrosas rpynmna « Tepmuka»: www.termika.ru

6. Poccuiickas razera: www.rg.ru

5. MarepuanbHo-TeXHUUYECKas: 0a3a, HeOOX0uMast ISl IPOBEACHUS MPAKTUKU

Jns mpoBeleHHs TPAKTUKU HEOOXOJUMO CIEeaylollee MaTepualbHO-
TEXHUYECKOE OOEeCIeYeHue: CTYNEHTY AOJDKHO OBITh MPENOCTaBIEHO padouee
MecTo (KenaTeabHO AaBTOMAaTU3MPOBAHHOE) W MaTepualibl JUisl aHaju3a,

YKa3aHHBIC B IPCABIAYIIHUX pa3JiciiaX IMPOTrpaMMBlI.

6. OpFaHI/IBaHI/IH MPAaKTUKU IJIs JIWI C OTPAHUYCHHBIMH 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
TpeOyeTcs MPe/ICTaBUTh 3aKIIIOUEHUE MICUXO0JI0T0-MEIUKO-IEJarornYeCcKO KOMUCCUI
(IIMIIK) u nuyHOe 3asBiieHUE (3aBJICHUE 3aKOHHOTO MPEJICTABUTEIS).

B 3axmouenuun [IMIIK 1o/mkHO OBITH MPOMUCAHO:

- pexoMeHyemasi yueOHasi Harpy3ka Ha oOydJaroierocs (KOJIM4ecTBO JAHEH B HENEto,
4acoB B JICHB);

- 000pyTIOBaHUE TEXHUUYECKHUX YCIOBUH (MPU HEOOXOUMOCTH);

- COMPOBOXJEHUE U (WJIM) MPUCYTCTBUE POAUTENEH (3aKOHHBIX MPEJCTABUTEINEH) BO
BpeMsl yueOHOTO0 Ipoiiecca (Ipu HeOOXOIUMOCTH);

- OpraHu3anus ICHXOJIOrO-NEeAarornyeckoro COMpPOBOXKIECHUE OOYyYaroIerocss c
YKa3aHUEM CHEIUATUCTOB U JIOIMYCTUMON HArpy3KH (KOJUYECTBA YACOB B HEJIEIIO).

Jns  ocymiecTBIEHUsS MPOLEAYyp TEKYIIero KOHTPOJS YCIEBA€MOCTH U
MPOMEXKYTOYHOM arTecTaluu OOydYarouuxcsi NpH HEOOXOIUMOCTH MOTYT OBITh
co3manbl (DOHABI OIICHOYHBIX CPEJICTB, aJalTUPOBAHHBIC JJISl JIUI] C OTPAHUYECHHBIMH
BO3MOXKHOCTSIMU ~ 3/I0POBbSI M TO3BOJISIIOLME  OLEHUTh  JOCTHXKEHUE  HUMHU
3aIJTAaHUPOBAHHBIX B OCHOBHOM 00pa3oBaTeIbHOM POrpaMMe pe3yJIbTaTOB 00yUCHHS
U YpOBEHb CPOPMUPOBAHHOCTU BCEX KOMITETEHITUH, 3asBJICHHBIX B 00pa30BaTEIbHOMN

IpOrpaMMme.



dopma NpoOBEACHUS TEKYLIEHW M UTOTOBOM aTTECTALMU Ui JIUL C OTPAaHUYEHHBIMHU
BO3MOXHOCTSIMM ~ 3JI0POBbsSl ~ YCTAHABJIMBAETCS €  YYETOM  MHAUBUAYAJIbHBIX
ncuxodusuaeckux oco0eHHOCTeH (YCTHO, MUChbMEHHO (Ha OyMare, Ha KOMITBIOTEpE), B
dopme TectupoBaHus W T.1.). llpu HEOOXOOMMOCTH CTYACHTY NPEIOCTaBISIETCS
JIOTIOJIHUTENILHOE BPEeMsI JUIsl IOArOTOBKH OTBETA Ha 3a4€TE MM 3K3aMEHE.

dopma TpPOBEACHUS TPAKTUKK IS OOYYalOMMXCS W3 4YWCIa JIUI C

OrpaHUYEHHBIMU BO3MOXKHOCTSIMU 3/10pOBbsl (MHBAJIMIHOCTBIO) YCTaHABJIMBAETCS C
y4eTOM  HWHAMBHAYAJIbHBIX  TNCHUXO(HU3MUECKHX  ocoOeHHocTedl B (opmax,
aIalITUPOBAHHBIX K OTPAaHUYCHUSAM HX 370POBbS M BOCTIPUATHS WH(pOpMauu (yCTHO,
MUCHMEHHO Ha OyMare, MUCbMEHHO Ha KOMITBIOTEPE U T.I1.).
Bbi0op MecT NmpoXoKIeHHs MPaKTUK JUIsl MHBAIMJIOB M JIML C OTrPaHUYEHHBIMHU
BO3MOXHOCTAMHM 3710poBbsi  (OB3) mnpousBoautcss ¢ yderoM TpeOOBaHUN HX
JOCTYIHOCTU JUIsl JITaHHBIX OOydYarouuxcs U PEKOMEHAALMH MEINKO-COLMAIbHON
9KCIIEPTU3bl, a TAaKXK€ HWHIUBUIAYAJIBHON mHporpamMme peaOuauTaluy HWHBAIN]A,
OTHOCUTEJIBHO PEKOMEH/I0BaHHBIX YCIIOBUI U BUIOB TPy /a.

[Ipn nanpasienuu uHBanuMaa U oOydaromerocss ¢ OB3 B opraHuzanuio wiu
NpEeANpUsATUE I8 HPOXOKIEHUS NPEIyCMOTPEHHOW Y4EeOHBIM IUIAHOM IPAKTUKHU
YHUBEPCUTET COIIACOBBIBAET C OpraHu3aluen (IpeAnpusTUEM) yCIOBUS U BUABI TPy A
C YYETOM PEKOMEHJAMN MEIUKO-COUUAIBHON AKCIEPTU3bl W WHAWBUIYaJIbHOU
nporpaMMmbsl peaOuiauTanuu HHBaIKWAA. lIpy HEoOXOIMMOCTH M IPOXOKICHUS
MPAaKTHK MOTYT CO3AaBaThbCAd CIEMUAIbHBIE pabodyne MecTa B COOTBETCTBHH C
XapaKTepoM HapyLIEHHH, a TaKkKe ¢ y4eTOM NPo(eCcCHOHAIbHOrO BUJA AESITEIBHOCTH
U XapakTepa TPy, BHITOIHAEMBIX 00YYarOIUMCA-HHBAINIOM TPYAOBBIX (yHKIIHA.

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

e yuyeOHbIE ayAUTOPUH, 00OPYIOBAHHBIE KOMIIBIOTEPAMHU C BBIXOJOM B HHTEPHET,
BUJICONIPOCKIIMOHHBIM ~ 000pYyZOBaHWEM JUIsI MPE3eHTAlWd, CpeICcTBaMu
3BYKOBOCIIPOMU3BEEHUS, SKPAHOM;

e OubmmoTeka, uMeromas paboune mecra A 00ydaroUIMXcsi, 000pPYIOBaHHBIE

AOCTYIIOM K 0azam AAaHHBIX U UHTCPHCTOM;



® KOMIIBIOTEPHBIE KJIACCHI;
e aymutopus LleHTpa cOnpoBOXICHHS OOYYarOIIMXCS C HMHBATUAHOCTBHIO C
KOMITIBIOTEPOM, OCHAILlEHHAas CHEeUAIN3UPOBAHHBIM IPOTPaMMHBIM
oOecrieueHHUeM JIsi CTYy/JCHTOB C HApYIICHUSMHU 3PEHUS, YCTPOMCTBAMHU IS
BBOJIa U BBIBOJIA TOJIOCOBOM MH(OPMAITIH.
JUid U1 ¢ HapyIIEHUs MU 3pEHUS MaTepHallbl IPEJOCTABIIAIOTCS:
e B (hopme 3IEKTPOHHOIO JOKYMEHTA;
e B TIeUaTHOU (pOpMe YBETHMUECHHBIM MIPUPTOM.
JUist UL ¢ HApYIIEHUSIMH CITyXa:
e B (hopme 3IEKTPOHHOIO JOKYMEHTA;
e B IeyaTHOU hopme.
JUig U1 ¢ HapyIIEHUs MU OIIOPHO-JIBUTaTENILHOTO anmnapara:

e B (hopme 3IEKTPOHHOIO JOKYMEHTA;

e B IeyaTHOU (hopme.

3amura oT4eTa MO MPaKTUKE Ul JIMI C HAPYLIEHUSAMM 3pEHUs MPOBOAMUTCSA B
yCTHOM (hopme Oe3 mpeocTaBiIeHUs 00yJaloIUXCs Mpe3eHTanuu. Ha BpeMs 3aiuTs! B
ayJIMTOPUH JTOJIKHA OBITH 0OecreueHa MoJIHAsl THILMHA, TPOJOJIKUTEIIBHOCTD 3aIUTHI
yBenuuuBaercss 10 1 wyaca (mpu HeoOxomumocTtu). [apaHtupyercs IOmycK B
ayJIMTOpUIO, T/€ MPOXOAUT 3allUTa OTYETa, COOAKU-IPOBOAHMKA IPHU HAJIUYHUU
JOKYMEHTa, IOJITBEPK/IAOILETO €€ CleuanbHOe 00y4YeHHe, BBIIAHHOTO 110 (popMe U B
MOPAJIKE, YTBEPKIACHHBIX MPUKa30M MUHUCTEPCTBA TpyJda M COLMAIBHON 3allMUThI
Poccuiickoit ®enepanuu 21 uronst 2015r., peructpaunonHsiii Homep 38115).

JUig U1l ¢ HapyIIEHUSIMU CIyXa 3alluTa IPOBOAUTCS 0€3 IPEIOCTABIEHUS YCTHOIO
Jokiana. Bompockl KOMHUCCHM M OTBETHI Ha HHUX HPEICTABISIOTCS B MHUCBMEHHOMN
dopme. B ciayuae HEoOXOAMMOCTH, BY3 OOECIEUHBAET MPEAOCTABICHUE YCIYT
CYpAOIEPEBOIUHUKA.

JUia oOydaromuxcs ¢ HapyLIEHHSIMH OINOPHO-JBUIaTEIbHOIO armapaTa 3alluTa
UTOrOB TNPAKTHKU IPOBOJUTCA B ayJUTOPUHU, OOOPYJIOBAaHHOM B COOTBETCTBUU C
TpeOOBaHUAMM TOCTYNHOCTH. [loMelienus, rie MOryT HaxoIMThCs JIIOU Ha Kpeciax-
KOJISICKaXx, JOJDKHBI pa3MeIlaThCs Ha ypOBHE IOCTYITHOIO BXO/a UJIH ITPEAyCMaTpUBaTh

Mma"HaycCobl, NTOABCMHBIC HJIaT(l)OpMI:I JJIsL HIOI[eﬁ C OIrpaHNUYCHHBIMU BO3MOXHOCTSAMHA



wii TUGTH. B aymuTopuu TOMKHO OBITH MPEIYCMOTPEHO MECTO Ui pa3MeEIICHHUs
o0ydaromerocst Ha KOJIsICKe.

JlonosHUTEIbHBIC TPEOOBaHHS K MaTePUATbHO-TEXHHUYECKOW 0a3ze, HeoOXO0AMMOM
JUIS TIPEJICTABIICHUS OTYETA 10 MPAKTUKE JIUIIOM C OFPaHUYCHHBIMH BO3MOXKHOCTSIMHU
3JI0POBbsI, 00YYAOIIUIICS TOJDKEH MPEAOCTaBUTh Ha Kadeapy He MOo3THee, YeM 3a J1Ba

Mecsa JI0 MPOBEICHUS MPOLEIYPhI 3aIIHUTHI.



[Ipunoxenue 1
AHHOTaAIUSA

[IpakTnka 1O MOJYy4YEeHUIO NPOPECCUOHATBHBIX YMEHUW U OIbITa
npodeCCUOHANIBHON JEATENbHOCTU SBJISIETCS YacThl0 BApUATHBHOIO IIMKJIA
JUCHUIUINH Y4eOHOTO TJIaHa MO0 HaNpaBJIEHUIO TOATOTOBKHU JIOKyMEHTOBEICHHE
U apxuBOBeJeHUE. PyKOBOJCTBO MPaKTUKOW OCYIIECTBISET Kadeapa
JOKYMEHTOBE/ICHUS, ayJUOBU3YAIIbHBIX U HAYYHO-TEXHUYECKHX AapPXHBOB
(dakynbpTeTa JOKYMEHTOBEACHUS M TEXHOTPOHHBIX apxuBoB 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
opopmiieHUSI, H3y4YEHUE JIOKYMEHTOOOOpPOTa W OpraHu3aiuu paboThl ¢
JOKYMEHTAMU: TMOpPSJKA PETUCTPALMKM, KOHTPOJISI HCIOJHEHUS JIOKYMEHTOB,
OpraHU3alMy TEKYLIEro XpaHEHUs! TOKYMEHTOB, MOPsIKa Mepejayl UX B apXuB
Y BBISIBJICHUE HaNpaBJeHUI coBepuieHcTBoBaHus JIOY.

3agauu MPaKTUKU:

- 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.1I1.);

- COCTaBUTb TMPEJCTaBIIEHHME O CHUCTEME JIeIONPOU3BOJICTBA  TOMU
OpraHu3allii, B KOTOPOU OH MPOXOJUT MPAKTHUKY;

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

- MOJYYUTh HABBIKU paOOTHI C TOKYMEHTAMU HA BCEX CTAAMSIX UX JIBHKCHUS
(mnepBuyHass o00paboOTKa JOKYMEHTOB B JKCIEAMIIMU, 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[.);

- TPEeIUI0KUTh BapuaHThI coBepiieHcTBOBanusA [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 CIEIYIOMIUX KOMIIETEHIIUMN:

OK-4

OK-8

OK-9

OK-11

OIIK-1

I1K-3

I1K-4

I1K-5

I1K-8

I1K-13

I1K-32

T1K-44

I1K-45
I1K-46

I1K-47

I1K-48

I1K-49

CriocoOHOCTB UCTIONIB30BaTh OCHOBBI ITPABOBBIX 3HAHH B PAa3IUYHBIX cepax
JeSTeIbHOCTH

CriocoOHOCTB UCTIONIB30BaTh METOJIBI M CPEICTBA (PU3UUECKOM KYJIbTYpHI IS
o0ecreyeHns NOTHOLEHHOM COIMaIbHON U MPO(ECCUOHATBHOMN 1EATEIbHOCTH
["'0TOBHOCTB MOIBH30BATHCS OCHOBHBIMHU METOAAMH 3AIIUTHI TPOU3BOICTBEHHOTO
NepCOHaja U HACEJICHUS OT BO3MOXKHBIX TIOCIIECTBHIA aBapui, KaTacTpod,
CTUXUMHBIX O€NCTBUI

CriocoOHOCTh YBaKUTEIBHO U OEPEHKHO OTHOCUTCS K HCTOPHUECKOMY
HACJIEANIO U KYJIbTYPHBIM TPaIULHSIM

CriocoOHOCTB UCIIONB30BATh TEOPETUUECKUE 3HAHUS U METO/Ibl HCCIIEJOBAHUS HA
NPaKTUKE

Brnanenue 3HaHUSMU OCHOBHBIX MPOOJIEM B 00J1aCTH JOKYMEHTOBEICHUS U

APXUBOBCACHU,

CriocoOHOCTh CaMOCTOSATENILHO Pa0OTaTh C PA3IMYHBIMU UCTOYHUKAMU
uHpopManuu

Brnanenue TeHACHIMAME Pa3BUTHS HHPOPMALMOHHO-JOKYMEHTAIMOHHOTO
o0ecrieyeHus yrpaBJIeHUs U apXUBHOTO JieNa

CriocoOHOCTh aHATTM3UPOBATh LIEHHOCTH JOKYMEHTOB C LIEIbIO UX XPaHEHHS
CriocoOHOCTBIO BECTH HAyYHO-METOANYECKYIO pPabOTy B TOCYIapCTBEHHBIX,
MYHHUIIUTNATBHBIX apXUBAX U apXUBaX OpraHU3alui

3HaHue 3aKOHO/IATENIbHOW M HOPMAaTHBHO-METOINYECKOM 0a3bl
MH(POPMALMOHHO-TOKYMEHTALMOHHOTO 00ecieueH s YIPABICHUS M apXUBHOTO
7ena, CnocOOHOCTh OPHEHTUPOBATHCS B IPABOBOM 06a3e CMEXHBIX 00sacTen
Brnanenue npuHIMIAMH OpraHU3alMU APXUBHBIX CIYXKO JOKYMEHTAIHOHHOTO
o0ecrieyeHus yrpaBJIeHUs] U apXUBHOTO XPaHEHUS IOKYMEHTOB B OPTaHU3aIHsIX

BitaneHneM MeTogamMu ONTUMHU3ALHUUA JOKYMEHTOIIOTOKOB
BitaneHne Merogamu pOBEICHHs aHAJIA3a OPraHU3alUH JOKYMEHTAHOHHOTO
o0ecrieyeHns yrpaBJIeHUs] U apXUBHOTO XPaHEHUS IOKyMEHTOB B KOHKPETHON

OpraHu3aluu
BnageH1eM NpuHLMNaMmu U METOAAMU OPraHM3aLImMmn XpaHeHUs! [IOKYMEHTOB

Brnanenne HaBbIKaMU ONITUMU3AIMH COCTaBa JOKYMEHTOB M HH(POPMAITMOHHBIX
IIOTOKOB, COKpaIIEHUs UX KOJIMYECTBA

Brnanenue HaBpIKaMM COBEPIIEHCTBOBAHUS OpraHU3aliy XPaHEHUS
JIOKYMEHTOB



B pe3ynbTaTe npoxoxkaeHUs TPAKTUKH 00YUYarOIUNCs TOJIKEH:

3HaTh OCHOBHBIE MPOOJIEMBl JTOKYMEHTOBEAEHUS M apXWUBHOIO JIEna,
TpeOOBaHMS K OPraHU3aLUU CEKPETApCKOro OOCITYKUBAaHUS, METOJIbl U1 HOPMBI
OpraHu3aluu padoThl ¢ TOKYMEHTaMU

YMeTb paboTath ¢ pa3IMyYHBIMU UCTOYHUKAMU HH(POPMALIUH, CO3/1aBaTh U
BECTU €IHMHBIE CHUCTEMBl JOKYMEHTALMOHHOTO OO€CleyYeHUs YIpaBJICHUS B
OpraHu3alliy Ha 0a3e HOBEHMIIEH TEXHOIOIMH, OPraHU30BbIBATH PA0OTY CITYKOBbI
JOYVY, pabotats ¢ uHpopmaluen B r1o0anbHbIX KOMIBIOTEPHBIX CETAX.

Bnanets 0OCHOBHBIMM METOAAMH, CIOCOOAMU U CPEICTBAMH IOJYyUEHHUS,
XpaHeHus, epepadoTKu HHPOPMAITUU, UMETh HABBIKK PA0OThI C KOMIIBIOTEPOM,
OCHOBAMH MH(POPMALIMOHHO-AHAIUTUYECKON AESITEIBHOCTH U CHOCOOHOCTBIO UX
NPUMEHUTH B MPOPECCHOHAIBHON c(epe, 3aKOHOJATENbHOM M HOPMATHUBHO-
METOJUYECKOM 0a30i JTOKYMEHTAllHOHHOTO OOeCTledYeHus YIMpaBICHUS W
apXMBHOTO JieJla, MpaBUJIaMU MOJTOTOBKU YMNPABICHYECKUX JIOKYMEHTOB H
BEJICHUS JEJIOBOM MEPENnCKH, MpaBUIaMu OPraHU3alUU BCEX 3TANoOB pabOTHI C
JOKYMEHTaMH .

Paboueii nporpamMmoii mperycMOTpEHbI (POPMBI OTUETHOCTH B BUJE OTUETA
110 [PAKTHKE H XapaKTEPUCTHKH H IIPOMEKyTOUYHas aTTecTamust B hopme Suens
€ OIEHKOIH,

OO6m1ast Tpy10€MKOCTh MIPAKTUKU COCTABIISIET 3 3a4eTHBIX euHUIlbl, 108 yacos.

Ipunooicenue 2



I'PAOUK NPOXOXKJIEHUA TIPAKTUKHA

YTBEPXJAIO
3as.xadeapoi
« » 20 T
Hdara (natbI) Pa3zjnen npakTuku OtMmeTtKka 0
BBINIOJTHEHUH

HNuauBuayaibHoe 3a1aHNe HA IPAKTUKY
(cocraBinsieTcst pyKOBOANTENIEM IPAKTHKU OT Kaerpbl)

PyKOBOHI/ITeHL MMPAKTUKHN

oT Kadeapsl

PyKOBOHI/ITeHL MMPAKTUKHU

OT OpraHusanuu

(moxnuce)

/

(@1.0)

(moamnucey)

(@1.0.)

Tpunoorcenue 3



®OPMA TUTYJBHOI'O JINCTA OTYETA
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MHWHOBPHAYKU POCCHUU
denepanbHOE rOCyJAPCTBCHHOE OI0KETHOE 00pa30BaTEIbHOE YIPEKICHUE
BBICILIET0 0Opa30BaHuUs

«Poccuiicknil rocyAapCTBEHHBIN I'yMaHUTAPHBINA YHUBEPCUTETY

(PITY)

HUcmopuxo-apxuenwiii uncmumym
Daxynemem 0OKYMeHmMOo8edeHUs: U MeXHOMPOHHBIX APXUBOE

Ortuér o MMPOXOKACHUUN IMPAKTUKHU

[TpakTHKa MO MOTYYEHUIO MTPOPECCHOHATBHBIX YMEHUH U OMBITa MTPO(ECCHOHATEHON
JESATENIBHOCTH (B TOM YMCJIE TEXHOJIIOTMUYECKAs IPAKTUKA)

46.03.02 «[{oxymenmosederue u apxugogedeHue»
Hpoghunv: «Unpopmayuonno-ookymenmayuonHoe 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



