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1. MosAscHuUTenbHasA 3anucka

1.1. enb u 3ad0a4yu npakmuku

Leab npakTHKU: W3yYCHHE BUIOBOTO COCTaBa CIY>KEOHBIX JOKYMEHTOB,
UCTIONBE3YEMBIX B JIEATEIBHOCTH KOHKPETHON OpraHM3aliy, TMopsjaka |
0COOCHHOCTEH uX O(GOpMIICHHS, HW3y4YCHHE JIOKAIBHBIX HOPMATHUBHBIX AaKTOB
OpraHM3aliy, PEerJaMeHTUPYIOIUX paboTy MOApa3AeieHUl U CIEeNUaIUCTOB IO
JOVY.

3axavyu NPaAKTHUKH:

- U3YYUTh U TIPOAHATU3UPOBATH HOPMATHBHO-TIPABOBHIE 1 HOPMATUBHO-
METOJMYECKHE JOKYMEHTBI, OMPEICSIONMe OpPraHu3alil0 U  TEXHOJIOTHIO
JIETIONPOU3BOJICTBA (TOKYMEHTAIIMOHHOTO obecnieueHus ympasienus (JJOVY)) B
opranusanuu’ (yCTaBbl, TOI0KEHNUS, IPABUIIA, HHCTPYKIMHU, PETJIAMEHTHI U T.I1.);

- COCTaBUTh NPEJCTaBICHHE O CHCTEME JEJIONPOM3BOJACTBA TOM
OpraHu3allid, B KOTOPOW OH MPOXOIUT MPAKTHKY;

- O3HAKOMUThHCS C coJiep>KaHHEM KOHKPETHBIX
JIEIIONPOU3BOACTBEHHBIX PAOOT HETIOCPEICTBEHHO HA paboueM MECTE;

- MOJIYYUTh HABBIKM PAOOTBI C JOKyMEHTAMHU Ha BCEX CTaAMSIX HX
NBIKeHUs (mepBuYHasi oOpaboTKa JIOKYMEHTOB B OJKCHEIMIIMH, pabora ¢
JOKyMEHTaMHU B KaHIICJSIPUH, PETUCTPAINHS, KOHTPOJb, UCIIOJHEHUE TOKYMEHTOB
B CTPYKTYPHBIX TOJApA3ICICHUAX, WX OTIpPaBKa,  OpTaHHW3aIlUs XpaHEHUS,
MOJITOTOBKA JOKYMEHTOB K C/Iaue B apXHB | T.1.);

- 3aUKCHpOBaTh B JIHCBHUKE TOJYYCHHBIC CBEICHUS U PE3YIbTAThI
BBITIOJITHEHHOUN Pa0OTHI;

- MOJTOTOBUTH OTYET, OOOOIIAIOIIMIA TOJyYeHHBIC 3HAHHUS W

IMPAKTUYCCKNEC HABBIKH.

1.2. Bud u mun npakmuku

! B nporpamme TepmuH "opranu3anysa” UCHOb3yeTcs Kak 0000IIAIONINH, MPAKTHKA MOKET HPOXOJHUTh B
YUPEKICHUH, TIPEIIPUITHH, HUPME, KOMITAHHH U JP.



Tun npakTuky — yueOHasl.

BI/II[ IMPAaKTUKKN — O3BHAKOMUTCIIbHAA IIPAKTHUKA.

1.3. Cnocobbi u Mecma nposedeHUsI NPaKMuKu
Croco0bl MMPOBCACHUA MMPAKTUKU: CMAYUOHAPHAA UTU 8bIe30HAA.

CrauuoHapHass @pakTHKa IPOBOJUTCS B CTPYKTYpHBIX mnoapasaeneHusx PITY,
MpeAHA3HAYEHHBIX IS TMPAKTHYECKOW IMOATOTOBKM WJIM B TNPOQUIBHBIX OpraHU3aIusX,
PaCIIONI0KEHHBIX HA TEPPUTOPUHU I'. MOCKBBI, HA OCHOBAHHM JIOIOBOPA, 3AKIIOYAEMOTO MEXKIY
PITY u npodunbpHO opraHu3aiuei.

Brle3mHas mpakThKa MPOBOTUTCS B NMPO(HIBHBIX OPraHHU3AIMSIX PA3JIMYHBIX PETHOHOB
Poccuiickoii denepainu, Ha OCHOBaHUH JI0TOBOpa, 3akiouaemoro mexay PITY u npodunsHOM

OpraHu3aIUen.

1.4. Bu0 (eudbl) npogheccuoHasnbHOl OesimesibHOCMU

[IpakTuka opueHTHpOBaHA Ha CIEAYIOIINE BUAbI TPO(EeCcCHOHATBEHOM

EATEIILHOCTH:

-OpraHU3alMOHHO-YIIPaBICHYECKYIO.

1.5. lMnaHupyeMbie pe3ynibmambl 06y4eHusi nNpu rpPoxoxoeHuu
npakKmuKu, COOmMHecéHHbIe ¢ UHOUKamopamMu OOCMUXXeHUs
KomnemeHyuu

KoMmnerenuus
(K01 1 HANMEHOBaHNE)

NnankaTopbl KOMIETEHIUI
(KoJl 1 HANMEHOBAHUE)

Pe3yabTaThl 00yUeHUs

OIIK-1. CnocoGeH mpUMeHSThH
Ha 6a30BOM ypOBHE 3HAHWUS
HCTOPUYECKHUX HAYK TPH
pelIeHn  3a1a4 B cdepe cBoeit
poeCCHOHATBHOM
JeATEeIbHOCTH

OIIK-1.1.3HaeT TeopeTHyecKHe OCHOBBI
UCTOPUYECKUX HAYK U
HCTOYHHMKOBEAEHHUS, 00eCIIeYnBaET
co0JIo/IeHrEe METOIOB aHaIN3a
nHpopmanuu

3uamo: memoowr ananuza ungopmayuu
Ymemos: npumensme sHanus ucmopuyecKux
HAYK 8 UCCe008aMeNbCKOU OesimeibHOCU
Braodemw: nagvixamu oopabomxu u
anauza ungopmayuu

OIIK-1.2. IlpumenseT 3HaHUA TO
UCTOPUHU U UCTOYHHUKOBEACHUIO IPU
peuieHuu 3a1a4 B chepe
npodeccHoHAIBHOM eI TeIbHOCTH,
KPUTHYIECKH OIIEHUBAECT HHTEPIPETALIUU
MPOIIIOTO

3uamu: ocnoguwie gexu ucmopuu Poccuu u
3apyOedcHbIX CMpaH

Ymemov: npumensme 3nanus no ucmopuu u
UCMOYHUKOBEOEHUIO 8 NPAKMUYECKOU
oesimelbHOCmu

Bnadems: nagvlkamu OyeHKu u
uHmepnpemayuu UCmopuu

OIIK-1.3. Mcnonp3yeT METOIbI aHaTn3a
I/ICTOpI/I‘-IeCKI/IX HCTOYHUKOB U
HUCTOPUOTPA(YUIECKOTO aHAIH3A B
nmpodeccnoHaTbLHOM AesITEIbHOCTH

3nams.: memoowvl pabomoi ¢
UCMOPUYECKUMU UCTHOYHUKAMU

Ymems: nposooums ucmopuoepaguueckuii
AHAIU3 U UCROTIb308ANMb PE3YTIbMAMmbl
AHANU3A 8 NPAKMUYECKOU 0esMeNbHOCIMU
Braoems: nagvikamu ananuza
UCMOPUYECKUX UCMOYHUKOB

OIIK-2. CriocobeH HaXOIUTh
OpraHU3aIMOHHO-

OIIK -2.1. 3HaeT OCHOBHBIE
COBpPEMCHHBIC ITPOOJIEMBI TOCTPOCHHUS

3uamo: cospemennvie npooiemvl
OQOKYMEHMAYUOHHO20 0becneyenus




yIIpaBJIEHYECKHUE PEIICHHUS TIPH
perieHnu 3a1a4 B cdepe cBoeit
po¢eCCHOHATBHOM
JEeATeITbHOCTH

CUCTEMBI JOKYMEHTAIL[MOHHOTO
obecrieueHns yIpaBIeHUA U ApXUBHOTO
zena

VAPAGNEHUs U apXUBHO20 Oend

Ymems: pewamo npoghpeccuonanvuvie
3a0auu 8 cghepe OOKYMEHMAYUOHHO2O0
obecneyenus ynpasieHus u apxusHo2o oend
Bradems: Hasvikamu oyenKu coBPEMeHHO20
COCMOAHUSL CUCTHEMbI OOKYMEHMAYUOHHOO
obecneyenus ynpasieHus u apxusHo2o oend

OIIK-2.2. OpraHu3oBsIBaeT padoty
nozpaszaeneHuil B chepe
JIOKyMEHTaI[IOHHOTO 00ecreYeHus
YIIPaBJICHUS U apXUBHOTO Jeja

3unamu: nopsadok pabomul ciyxco
O0OKYMEHMAYUOHHO20 0becneyeHus
VAPABNEHUsL U APXUBOE

Ymemuv: pecnamenmuposams pabomy
CAYIHCO OOKYMEHMAYUOHHO20 0OecneyeHus
VAPABNEHUsL U APXUBOE

Bradems: nagvikamu opeanuzayuu
pabomul noopasoenenuil 8 cghepe
OOKYMEHMAYUOHHO20 0Oecneyenus.
VAPAGNIEHUsL U APXUBHO20 0ed 8
COOMEEMCMEUU C HOPMAMUBHBIMU
mpebo8aHusMuU

OIIK -2.3. Pemiaer ynpaBieHYeCKue
3a7a4d B c(epe TOKYMEHTAOHHOTO
oOecrieyeHns yIpaBIeHU U ApXUBHOTO
Jena

3uamov: ¢ynxyuu noopasoenenuii 8 cghepe
OOKYMEHMAYUOHHO20 0becneueHus
VAPAGNEHUs U APXUBHO20 Oend

Yumems: svinoanams pabomy no
OOKYMEHMAayuoHHOMY obecneueHuio
VAPAGAEHUs. U APXUSHOMY XPAHEHUIO
Bnaoemy: nasvikamu évibopa naubonee
ONMUMATBHO20 PeWeHUsl YNPABTIeHUECKUX
3a0au 8 cghepe OOKYMEHMAYUOHHO2O
obecneuenus ynpasieHus U apxusHo2o oend

OIIK-3. Cnoco0eH MpUMeHSTh
TEOpEeTHYECKHE 3HAHUS AJIs
peLIeHNs TOCTaBICHHBIX 33134
B 00JIaCTH JOKyMEHTOBEICHUS
1 apXHUBOBEICHU

OIIK -3.1. Mcnonb3yer Hay4yHO-
METOJIMYECKHE TTOJIX0/II K TIOITOTOBKE
JIOKyMEHTOB, B paboTe ¢ IOKyMEHTaMH, B
OpTaHM3alN XpaHEeHUS,
KOMIUICKTOBaHUS, yueTa
HCTIONB30BaHUS JOKYMEHTOB

3uame: mexHono2u0 OOKYMEHMAaAyuOHHO20
obecneuenus ynpasieHust U apxXugHo2o
Xpanenusi OOKYMEeHNOo8

Ymems: npumensme meopemuueckue
3HAHUSA NO OOKYMEHMOBEOEHUIO U
apxusogedenuio npu N0O20MogKe
00KYMeHmo8, pabome ¢ OOKyMeHMAaAMU,
Opeanu3ayULL UX XpaHeHus,
KOMNJIEKMOBAHUSL, YYema U UCHOb308AHUS
Braoemu: nayuno-memoouueckumu
nooxooamu OOKYMEHMUposanus u pabomaol
€ OOKyMeHmamiL 8 0e10npou3so0cmee u
npU OP2AHUAYUU UX XPAHEHUsL

OIIK -3.2. TIpumeHsieT TeopeTUuIecKue
3HaHMSA B cepe JOKyMEHTOBEICHUS U
apXMBOBEJICHUS B IPO(hecCHOHATBHOM
JIESITETTHHOCTH

3nams: meopemuyeckue 0CHOGbI
ROCMPOEHUsL CUCTEMbL
OOKYMEHMAYUOHHO20 0OeCneyeHus.
VIPAGICHUS U APXUBHO20 Oeld

Ymemon: npumensime meopemuueckue
3HAHUSL NO OOKYMEHMOBEOEHUIO U
apxusoeedeHuIo 8 NPAKMu4ecKoul
oesmenbHOCmu

Brademvw: nasvikamu anaiuza nocmanosku
OOKYMEHMAYUOHHO20 0OeCneyerus.
VAPABNEHUSL U APXUBHO20 0eld HA OCHOBE
Meopemu4ecKux 3Hanuil

OIIK -3.3. Hcnonp3yeT B3aUMOCBA3U
JIOKYMEHTOBEICHUSI U apXUBOBEAECHUS CO
CMEXXHBIMU HayKaMH U HAy4YHBIMU
JUCLUIUTMHAMEI

3namo. cmescnvle ¢ QOKYMEHmogeOeHuem u
apxusosedenuem Hayunvle OUCYUNTUHbL
Ymemu: gvis61s1mo 63aumocesizu mexcoy
O0OKYMEHMOBeOeHUeM, apXu8o8eOeHueM U
Opyeumu Hay4YHbIMU OUCYUNIUHAMU
Braoems: nagvikamu unmepnpemayuu
3HANULL 8 0OACIMU CMENCHBIX HAYYHBIX
oucyuniun npu pewenue 3a0a4 6 cpepe
QOKYMEHMOBEOeHUs. U apXUB0BEOeHUsl
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OIIK-4. CriocoOeH MOHUMATh
TIPUHIIAITEI paOOThI
COBPEMEHHBIX
HH(POPMALMOHHBIX TEXHOJIOTUI
M UCTIOJIb30BATh UX IS
pelieHust 3a1a4
po¢eCCHOHATBHOM
JIESITeIIbHOCTH

OIIK -4.1. Bnageer coBpeMEHHBIMU
TEOPETHYECKUMH U TPABOBBIMHU
OCHOBaMH IPUMEHECHHUS
MH()OPMAIMOHHO-KOMMYHHUKAIIHOHHBIX
TEXHOJIOTHH B cdepe
JOKyMEHTAI[IOHHOTO 00ECIICYCHUS
YIPaBICHUS U apXUBHOTO A€

3namv: HopmamusHyto 6azy 6 cgepe
UHPOPMAYUOHHO-KOMMYHUKAYUOHHBIX
MEXHONO2UTL NPUMEHUMENLHO K 60NPOCAM
opaanuzayuu OOKYMEHMAYUOHHO20
obecneuenust YApaeIeHus. U apXusHo2o Oed
Ymems: npumensamo ungopmayuonno-
KOMMYHUKAYUOHHBLE MEXHOL02UL 8
nPaKmuyeckou 0essmenbHOCmu

Braoemw: nasvixamu pabomei ¢
COBPEMEHHBIMU UHPOPMAYUOHHBIMU
cucmemamus 8 cpepe OOKyMEeHMAYUOHHO20
obecneuenus YnpagieHus U apxusHo2o oend

OIIK -4.2. [IpuMeHseT COBpEMEHHBIE
nH(pOpMaMOHHO-KOMMYHUKAIIHOHHBIE
TEXHOJIOTHH IPU PELICHUN
OPTaHHU3aI[IOHHO-YIIPABICHYECKHX 3a1a4
B IpO(eCCHOHATBHON AEATEIHHOCTH;

3namy: mexuonoeuro pabomol 6
UHGDOPMAYUOHHBIX CUCEMAX
Ymemw: ucnonvzoeame unghopmayuonno-
KOMMYHUKAYUOHHblE MEeXHOIO2UU NPU
peuienul npogeccuoHaitbHbIX 3a0ay
Braodemu: nasvikamu vibopa
UHPOPMAYUOHHO-KOMMYHUKAYUOHHBIX
MEXHON02ULL NPU peuteHUU
O0P2aAHU3AYUOHHO-YNPABTICHYECKUX 3a0aY

OIIK- 4.3. O6nagaeT HaBEIKAMU
HCIIOJIb30BaHMS HH)OPMAIHOHHO-
KOMMYHHKAIIMOHHBIX TEXHOJIOTHH B
chepe TOKyMEHTAI[MOHHOTO 00eCIeYeH s
YIPaBJIEHUS U apXUBHOTO Jieja

3namo: ungpopmayuonnvie cucmembl,
UCNOIb3YeMble 8 OOKYMEHMAYUOHHOM
obecneyenuu ynpagienus i apxusHom oeie
Ymems: ucnoavzoeams ungopmayuonno-
KOMMYHUKAYUOHHBIE MEXHON02UU C YETbIO
opeaHu3ayuu OOKYMeHMAayuoHHO20
obecneyenus ynpasieHus u apxXusHo2o
XpaHeHusi OOKYMeHMOog

Brademw: nagvikamu vibopa
ONMUMATLHBIX UHDOPMAYUOHHO-
KOMMYHUKAYUOHHBIX PeueHuil npu
gbinoaHeHuu pabom no
OOKYMEHMAYyUOHHOMY 0becneueHuo
VAPABNEHUSL U APXUSHOMY Oeny

OIIK-5. Ciocoben
CaMOCTOATENIFHO PaboTaTh ¢
Ppa3IMYHbIMU UCTOYHUKAMU
uH(popMaLnK U IPUMEHSTH
OCHOBBI HH()OPMAIIMOHHO-
AQHAIUTUYCCKOH JCSATSIILHOCTH
NPH PELICHUH
npo(hecCHOHANBHBIX 33/1a4

OIIK 5.1. BrageeT OCHOBHBIMH
MPUHIUIIAMHU PabOThl ¢ UCTOYHUKAMH
nHpOpPMALUH, IPUHIHIIAMHU cOopa,
aHaiM3a 1 00paboTKu MHPOPMALH

3name: npunyunst pabomul ¢ pasIUUHLIMU
UCMOYHUKAMU UHPOPpMaAYUL

Ymems: cobupamy, ananuzuposamo u
obpabamvieams ungopmayuio

Brademuv: nagvikamu cozoanus ¢popmoi
npedcmagienusi uHgpopmayuu

OIIK 5.2. PaboTaeT ¢ pa3muuHBIMA
MCTOYHMKaMH WH(OPMaUH MpH
OCYIIECTBIICHUHU NMPOQPECCHOHATBHON
JIeSITEIbHOCTH

3uamo.: kpumepuu oyeHKU pasiuuHbIX
UCMOYHUKO8 UHGOpMAYUU

Ymemu: evibupams neobxooumvie ons
peuienus npoghecCcUoHANbHBIX 3a0ay
UCMOYHUKYU UHPOPpMAYULL

Bradems: nasvikamu noucka UuCmoyHuKos
ungopmayuu

OIIK 5.3. Hcnone3yeT COBpeMEHHBIE
HaYYHBIC MMOAXOABI K peain3aiun
MHPOPMAINOHHO-aHATUTHYECKON
JIeSITeIbHOCTH

3nams. cospemennvle HayyHbIE NOOXOOBL K
pabome ¢ ungopmayuetl
Ymemu: ananusuposamo u
CMPYKMYypupo8ams uH@GOPMayuro
Braoems: nasvikamu ocyujecmenenus
UHPOPMAYUOHHO-AHATUMULECKOU
OesimeNbHOCMU C Yelblo PeuleHUs.
npogeccuonanbHulx 3a0a4

VK-1. Cocoben
OCYIIECTBIISITh OUCK,
KPUTHYECKHI aHAITU3 U CUHTE3
uH(pOpMAaLUH, TPUMEHITH
CHUCTEMHBIN TIOIXO, IS
peLIeH s IOCTaBJIEHHbBIX 3a1a4

VK-1.1. IlpumenseT 3HaHHE OCHOBHBIX
TEOPETUKO-METO OO MUECKUX
NoJIOKeHNUH (uitocoduy,
KOHIIETITYaIbHBIX TIOAXOA0B K
MOHMMAaHHIO TIPUPOIBI HHPOPMAIMU KaK
Hay4HOU 1 HUI0CcOPCKOM KaTeropuw,
METO/IOJIOTHYECKHX OCHOB CHCTEMHOTO

3uamv.: ocrnogHble meopemuko-
MEMOO0N02UYECKUX NOTIONHCEHUT
Qunocoduu, KoHyenmyanbHbLX N00X0008 K
NOHUMAHUIO NPUPOObL UHPOPMAYUU KAK
HayuHou u punocopcroil kamezopuu
Ymemu: npumensmo cucmemmwlii n00xo0
npU peweHu 3a0ay, C8s3aHHbIX C ROUCKOM




noaxoaa

U aHANU30M UHPOpMayuu
Bradems: nasvixamu noucka,
KPUMUu4ecKo2o aHanusa u cunmesa
uHgopmayuu

YK-1.2. ®opmupyet u apryMeHTUPOBAHO
OTCTauBaET COOCTBEHHYIO MO3HULIUIO 1O
pa3nmuaHbIM (hrocodeknm npobiaeMam,
00OCHOBBIBAET M a/ICKBaTHO OLICHUBACT
COBPEMEHHBIE SIBJICHUS U TIPOLIECCHI B
0O0IIeCTBEHHOH KI3HU HA OCHOBE
CHCTEMHOT'0 IT0JIX0/1a.

3uamu: ocrogusie punocogpckue npobremol
8 KOHMeKcme s6IeHUll U NPOYeccos 6
00WecmeenHOU HCUIHU

Ymemow: popmuposams cobcmeenmnyio
RO3UYUIO NO PASTUYHBIM PUIOCOPDCKUM
npobaemam

Bnaoemv: nasvikamu oyenku cospemennbix
AGNEHULl U NPOYeccos 8 0OUeCmEeH Ol
HCUSHU

YK-2. CnocoGeH onpenenirs
KpYT 3aJa4 B paMKax
MOCTaBJICHHOM LIENH U
BI)I6I/IpaTI) OIITUMAJIBHBIC
CIOCOOBI UX PELICHHUS, HCXOIS
13 JEHCTBYIOIIUX IPABOBBIX
HOPM, UMEIOIIUXCSI PECYPCOB U
OrpaHUYCHUN

VK-2.1. AHanm3upyeT UMEIOIIHecs
pecypcbl U OrpaHHYCHHUS, OLCHUBACT U
BBIOMPAET ONTUMAJIBHBIE CIIOCOOBI
peuICHUA MOCTABJICHHBIX 3a4a4

3uams: meopemuyeckue 0CHOGbI
NOCMAHOBKU U OOCMUICEHUSL Yeell
Ymemw: ananusuposams eozmoscnocmu
05151 QocmudiceHust yenel U peutenus
NOCMABIEHHbIX 3a0aY

Bnaoems: nagvikamu oyenku pecypcos u
oepanuienuti, 8b100pa ONMUMATLHBIX
€cnocob08 pewenus NOCMAasIeHHbIX 3a0ay

VK-2.2. CtocoOHOCT UCIIOIb30BaHMS
3HAHUU O BaXHEUIIMX HOpMaX,
WHCTUTYTaX U OTPACIIIX JEHCTBYIOMIETO
POCCHIICKOTO TIpaBa IS OTIPEICICHUS
Kpyra 3aad ¥ ONTHMAIBHBIX CIIOCOO0B
WX PEUICHUS

3uams: HOpMbL poccuiicko2o npasa 8
OCHOBHBIX chepa npogeccuoHanbHOl
oesimenbHOCmu

Ymemw: npumensmo npasosvie nopmol 8
NPAKMUYECKol 0essmelbHOCmU
Braoems: nagvixamu mpaxmogxu
Cyuecmayiouux npagoBbiX HOpM

VK-3. Cnocoben
OCYIIECTBIISAITH COLUATBHOE
B3aHUMOJIEHCTBUE U
pean30BBIBATH CBOIO POJIb B
KOMaHJIe

VYK-3.1. ITorumaer 3¢ pexTuBHOCTH
UCIIONIB30BAHMS CTPATETHH
COTPYAHHYECTBA JUISl JOCTHIKCHUS
MOCTaBJICHHOM 1IEJTH; ONPEAEIIseT POilb
KQXK/IOTO YYaCTHHKA B KOMaH/Ie

3uams: npoyeccol u cmpamezuu
COYUATLHO20 83AUMOOCLICMBUSL

Ymemn: onpedensme coyuanvhvie ponu
VUACMHUKO8 KOMAHOHO20 83AUMOOEUCMEUs.
Braodemuw: nagvikamu s¢hpexmuenoco
UCHONL308AHUSL CMpAMe2uU
COmMpYOHUYeCmsea npu peuwenuu 3a0ay
npopeccuoHanbHOU 0esimenbHOCU

VYK-3.2. 3 hexTHBHO B3aUMO/ICHCTBYET
C WICHAMH KOMaH/Ibl, Y4aCTBYET B
obmeHe nHpopMalueit, SHAaHUSIMH U
OTIBITOM; COJICHCTBYET MPE3CHTAIINU
PEe3yNbTAaTOB pabOThl KOMaH/IBI;
cOOJIFOTaeT AITHYCCKIE HOPMBI
B3aUMOJICHCTBUS

3uamo: Kananrvt KOMMYHUKAYUY U OOMEHA
uH@opmayuu, smuyecKue Hopmol
63auUMo0elcmeaus

Ymemo: agpghexmusno
63aUMOOCUCMBO8AMb C YLEHAMU KOMAHObL
u yuacmeosamo 6 obmerne ungpopmayuetl,
SHAHUAMU U ONLINOM

Brademw: nasvikamu xomanouot pabomei
npu pewenu 3a0ay npopecCUOHaAIbHOU
oesamenlbHOCmu

YK-4. Cnocobex
OCYIIECTBIISITH JICTIOBYIO
KOMMYHHUKAIMIO B YCTHOH 1
CbMEHHOH opMmax Ha
TOCY/IapCTBEHHOM SI3bIKE
Poccuiickoit ®enepanun u
MHOCTPaHHOM(BIX) SI3bIKE(aX)

VK-4.1. Bnaneet cucremMoit HOpMm
PYCCKOTO JIUTEPATypPHOTO SI3bIKA U
HOpPMaMH UHOCTPAHHOTO (-bIX) s3bIKA (-
OB); crioco0eH

JIOTHYECKHU U TPAMMATHYECKH BEPHO
CTPOHUTH KOMMYHUKAIUIO, UCTIONB3YS
BepOaNbHBIC U HeBepOaIbHBIC CPEICTBA
B3aUMOJACHCTBUSA

3uamv.: HOpMYL pYCCKO2O TUMEPAMYPHOSO
A3BIKA U HOPMAMU UHOCMPAHHOZ20 (-bIX)
sA3vIKa (-08)

Ymemu: nocuuecku u epammamuuecku
8EPHO CMPOUMb KOMMYHUKAYUU
Bnadems: Hasvikamu 6epOanibHbIX U
He8epOaNbHbIX KOMMYHUKAYULL

YK-4.2. CBo60IHO BOCTIPUHUMAET,
aHAJIM3UPYET U KPUTHYECKH OLICHUBACT
YCTHYIO M TIHCbMEHHYIO
obmenpoheccuoHanbHy0 HHpOpMAITHIO

3nams. obwenpopeccuonanvhyio
unpopmayuio u nPaguLa ee NPeoCcmagieHus
HA PYCCKOM U UHOCMPAHHOM (-bIX) A3bIKE (-
ax)
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Ha PYCCKOM U UHOCTPAHHOM (-bIX) SI3bIKC
(-ax); TeMOHCTPUPYET HABBIKH MTEPEBOIA
C MHOCTPAHHOTO (-bIX) Ha
TOCYAAapCTBEHHBIN SI3bIK, & TAKKE C
rOCYAapCTBEHHOTO Ha HHOCTPAHHBIN (-
bI¢) S3BIK (-H)

Ymems: 6ocnpunumame, ananusuposams u
SPAMOMHO 80CNPOU3BOOUNTD
o0buenpoeccuoHanbHYI0 UHGOPMAYUIo HA
PA3HBIX A3LIKAX

Braodemw: nasvikamu nepesoda c
UHOCMPAHHOZ0 (-blX) HA 20CYOAPCMBEHHbII
A3BIK, A MAKIHCE € 20CYOAPCTNBEHHO20 HA
UHOCMPaHHbILL (-ble) A36IK (-U)

YK-4.3. Ucnonp3yet nHGOpMaMOHHO-
KOMMYHUKAIIMOHHBIE TEXHOJIOTHHU TIPH
MOUCKe HeoOX0AnMOi HHpOopMaIyy B
npolLecce peleHns CTaHJapTHBIX
KOMMYHUKATHUBHBIX 3a/1a4 JUIs
JOCTHXKEHUS NPo(ecCHOHANBHBIX LIeei
Ha TOCYIapCTBEHHOM H

HHOCTPAHHOM (-BIX) SI3BIKaX

3uamo: npasuna 0en080U KOMMYHUKAYUU 8
YCMHOU U RUCbMEHHOU popme Ha
20¢y0apcmeeHHoMm U

UHOCMPAHHOM (-blX) A3bIKAX

Ymemu: ucnonvzosams coepemennvie
MexXHOoN02UU NPU NOUCKe U 0Opabomie
UHpOpMAYUU HA PASHBIX SA3bIKAX
Braoems: ungpopmayuonno-
KOMMYHUKAYUOHHIMU MEXHOL02USIMU NPU
noucke HeoOxo0UMOU UHpopmayuu 6
npoyecce peuteHust CMmaHOapmHbiX
KOMMYHUKAMUBHBIX 340aY
npopeccuoHanbHOU 0esimenbHOCU

VK-5. Criocoben
BOCIIpUHUMATH
MEXKYJIbTypHOE pa3HoOOpasue
o01ecTBa B COLUAIbHO-
HCTOPHYECKOM, ITUUECKOM U
¢mrocopcroM KOHTEKCTaX

YK-5.1. JIleMoHCTpHUpYET TOJIEPAaHTHOE
BOCHPHUATUC COLIUAJIBHBIX U KYJIBTYPHBIX
pasznuuui, yBaXKUTEIbHOE U OepekHOE
OTHOIICHHIO K HICTOPUYECKOMY HACIICTHIO
U KYJIbTYPHBIM TPagULUAM

3name: cneyuuxy u mpaouyuy pasnuuHbIX
KYbmyp U COYUATbHBIX 2PYRN

Yuems: yeasxcumenvno u bepedxcro
OMHOCUMBCA K UCTNOPUHECKOMY HACTEOUIO
U KyIomypHoIM Mpaouyuam

Bradems: enademsv Hasvikamu 60Cnpusmus
COYUANLHBIX U KYIbIMYPHBIX PASTUYULL
Hapooos8 mupa

VK-5.2. IIposiBnsieT B CBOEM NOBEAECHUN
YBaXKUTEJIbHOE OTHOLIEHUE K
HUCTOPUYECKOMY HACIEAMIO U
COIIMOKYJIBTYPHBIM TPAIULIMSIM
Pa3IUYHBIX COIMATBHBIX TPYIIIL,
OTIMpAloIIeecs Ha 3HAHHUE JTATIOB
HCTOpPUYECKOro pa3BuTusi Poccuu B
KOHTEKCTE MUPOBOU UCTOPUU U
KyJbTYPHBIX TPAIULIUNA MUpa

3uame: coyuokynbmypHosle mpaouyuu
PA3TUYHBIX COYUATLHBIX 2PYNN, IMANbL
ucmopuueckozo pazeumust Poccuu 6
KOHmMeKCme MUpog8oil uCmopuu u

Ymemu: nposigisimo ysasicumenvroe
OMHOWEHUEe K UCTNOPULECKOMY HACIEOUIO U
KYIbIYPHLIM MPAOUYUSIM MUpa

Braoemu: nasvixamu cobniooenus
IMUUECKUX HOPM U NPABUT NPU
83AUMOO0EUCMBUU C OPY2UMU COYUATLHBLIMU
2PYnnamu u HapoOaMU MUpa

VK-5.3. IloHuMaeT MEXKYIbTYpHOE
pa3HooOpa3us o0IIecTBa B ero
Pa3IMYHBIX KOHTEKCTaxX: Guirocodckom,
COLMAIIBHO-UCTOPHIECKOM, 3THYECKOM

3uamo: gunocoghckue, coyuanvro-
ucmopuyeckue u 3Muyeckue 0codeHHOCmu
KYAbIyp OPY2Ux COYUAIbHbIX 2PYRN U
Hapooos mupa

Ymemn: nonumams mesickyismypnoe
pasHoobpasus odwecmaa

Brademu: nagvixamu 83aumooelicmeus ¢
PA3TUYHBIMU COYUATLHLIMU 2PYRRAMU U
HaApoOamu Mupa

YK-6. CnocoGeH ynpaBiiTh
CBOUM BpPEMEHEM, BBICTPAUBATh
U peaM30BBIBATh TPACKTOPHIO
CaMOpa3BUTHUS HA OCHOBE
NIPUHINIIOB 00pa30BaHus B
TEUEHHE BCEH KU3HU

YK-6.1. Onpenenser nenu coOCTBEHHOM
JIESITeTbHOCTH, OLICHUBAS ITyTH HX
JIOCTHXKEHUS C YUETOM PECYpPCOB,
YCIIOBUH, CPEACTB, BPEMEHHOM
MEPCICKTHBBI PA3BUTHS ISATEIBHOCTH U
IUTAHUPYEMBIX PE3YJIETATOB

3uamo: meopemuueckue ocHoewi
VAPAGIeHUSL 8PEMEHEM

Ymemow: onpedensmo yenu cobcmeentoi
OesimenbHOCmU, OYeHUBAMb NYyMu Ux
00CMUdICEeHUs.

Bradems: nasvixamu oyenku pecypcos,
VCA08UTL, CPeOCme U NePCReKmus U ux
COOMHECeHUs C NAAHUPYEeMbIMU
pesyibmamamu
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VK-6.2. ®opmynupyer nenu
COOCTBCHHOH JESITENBHOCTH, OIPEIEIss
MYTH UX JTOCTIDKCHHUS C yIETOM
PECYPCOB, YCIOBUH, CPEACTB, BDEMEHHOM
MEPCTIEKTUBbI PA3BUTHA ACATECIBHOCTH U
IUITAaHUPYEMBIX PE3YJIbTATOB

3namv: kpye yeneil u 3a0au
npogheccuoHanrbHou desimeabHOCmu
Ymemow: popmynuposame yenu u 3a0avu
cobCmEeHH ol OesimenbHOCmU

Braoems: nagvikamu onpedenenus nymetl
docmudicenusi NOCMABIEeHHbIX Yelell ¢
YUemom pecypcos, YCiosutl, cpeocms,
BPEMEHHOU NePCEeKmMUesbl pa3eumus.
OesAmenbHOCmY U NAAHUPYEMbIX
pe3yibmamos

VK-7. Ciocoben
MOJIIEPKUBATD JOJIKHBIN
YpOBEHb (hHU3NIECKOMH
IIOATOTOBAEHHOCTH IS
obecrneyeHus MOJIHOLEHHOM
COIMAJIbHOU U
npo¢eCCHOHATBHOM
JIEeATENBHOCTH

VYK-7.1. Beibupaer
310pOBbecOeperarone TEXHOJIOTHH IS
HOAEPKaHUS 310POBOTO 00pa3a KU3HH C
y9eTOM (PU3UOTIOTHIECKIX 0COOEHHOCTEH
OpraHusMa

3uamo: gusuonocuveckue ocobeHHocmu
opeanuzma

Ymemw: npumensmo
300posvecbepezaroujue mexHoI02uu O
n000epIHCanusi 300p08020 00PA3A HCUZHU
Braoemyw: nasvikamu noodepocanus
usuueckoil popmol

YK-7.2. Ilnanupyet cBoe pabouee u
CBOOOIHOE BpeMsl ISl ONITUMAIBHOTO
coveranusi pU3NIECKON U YMCTBEHHOM
HATPY3KH U 00CCIICUCHUS
paboTocrocoOHOCTH

3namv.: meopemuueckue 0cHogbl
pacnpedenerusi puzuueckou U yMCmeeHHOU
Hazpy3Ku

Yumems: naanuposams ceoe pabouee u
c80000HO€ 8peMs

Bnaoemv.: nasvikamu coxpanenus
pabomocnocobHocmu Ha ONUMENbHbLL CPOK

VYK-7.3. CobnronaeT v mpornaranaupyeT
HOPMBI 37I0pOBOTO 00pasa >KU3HH B
Pa3IYHbIX JKU3HEHHBIX CUTYAIHUsAX U B
npo¢eCCUOHANBHOM JeSITeIPHOCTH

3namo. HopmbL 300P08020 0OPA3A HCUZHU
Ymemo: secmu 300posuiil 06pas scusnu 6
PASTUUHBLX HCUSHEHHBIX CUMYAYUAX U 8
npogeccuoHanbHoU 0esimenbHOCmu
Braoemv. nasvikamu pacnpocmpanenus u
UHGpOpMayUio 0 300p06OM 06PA3E HCU3HU

VK-8. CniocobeH co3aBaTh U
MO/IJIEP>KUBATH B
MOBCEJIHEBHOM )KU3HU U B
poeCCHOHATBHOMN
JIeITEILHOCTH O€30I1acHBIE
YCIIOBHUS XKHU3HEACSITEIbHOCTH
JUIs1 COXpaHEHUs! IPUPOJHOM
cpemsl, obecrieueHus
YCTOWYMBOr'O pa3BUTHSA
oOmiecTsa, B TOM YHCJIE IPU
yrpo3e ¥ BO3SHUKHOBEHHUU
Ype3BbIYAHBIX CUTYyallul U
BOEHHBIX KOH(IJIUKTOB

VK-8.1. [ToHumaeT 1ienu u 3aauu
0€30IaCHOCTH KU3HEICATeIILHOCTH,
OCHOBHBIC ITOHATUA, KJ'IaCCI/I(I)I/IKaHI/IIO
OTIACHBIX U BPEIHBIX (haKTOPOB CPEJIbI
oOHUTaHHS YEIOBEKa, IPABOBBIC U
OpraHU3aIlHOHHbIE OCHOBBI O€30MaCHOCTH
JKHU3HEIEATEILHOCTH, 00eCIIeYeHIE
9KOJIOTUYECKO# 6€30I1acCHOCTH

3namu: ocHo6Hble NOHAMUA,
KAACCUDUKAYUIO ONACHBIX U 8PEOHbIX
axmopos cpedvi 0bumanus uerosexka
Ymemos: npumensime npasoswvie u
OpeaHU3AYUOHHBIE OCHOBbL OE30NACHOCIU
JICUBHEOCAMENbHOCHIU 6
npogeccuoHanbHOU U NOBCeOHesHOl
oesmelbHOCmu

Bnaoemsw: nasvikamu obecnevenus
aKoI02U"ecKoll 6e30nacHoCmu

VK-8.2. Mcnionb3yeT 3HaHUsI CUCTEMBI
TpaKTaHCKOW 000POHBI, CTPYKTYPBI
PCUC u ux OCHOBHBIE 33J1a4H, KaK 4acTh
CHUCTEMBI 00IIer0Cy1apCTBEHHBIX
MEPOIPUATUH

3nams. cucmemy epaxrcoanckou 060poHul,
cmpykmypol PCUC u ux ocnosuvie 3a0auu
Ymems: cozoasams u noodepoicusams 6
NOBCEOHEeBHOU HCUSHU U 8
npogheccuoHanbHoU desimearbHOCmu
be30nacHble yCio8Us JHCUZHEOesMeNbHOCMU
Braoemu: nasvikamu nogedenus 8
VCILOBUSIX UPE36bIUATIHBIX CUMYAYUTL U
BOEHHBIX KOHIUKMOE, COXPAHEHUS
npupooHoU cpedvl, obecnedenust
YCMOUUUB020 pa3eumust 0buecmea

VK-8.3. Oxa3bIBaeT nepByro NOMOIIb B
ouare HOpaKeHHUs, HCIIOIB3YsI CPENICTBA
WHJIMBU1YaJIbHOM M KOJUIEKTUBHOM
3aIUTHI

3uame: cpedcmea unoueudyanbHou u
KOJLIEKMUBHOU 3aUjUmbl

Ymems: oxazvieamsv nepgyro nomows 6
ouaze nopaxcenusl

Bnaoemv.: nasvikamu ucnonv3osanus
cpeocmea uHOUBUOYANbHOU U
KOJIeKMUBHOU 3auyumbl

VK-9. Cnoco0OeH UCII0a630BaTh
0a30BbIe Ae(PEeKTOIOrHICCKUE

VK-9.1. 3HaeT nmoHATHE UHKIIO3UBHOMN
KOMIIETEHTHOCTH, €€ KOMIIOHEHTEI U

3namu: nonsmue unKIO3UBHOU
KOMNnemeHmHnocmu, ee KOMNOHeHmbsl U
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3HAHUS B COLMATIBHON U
npodeccroHabHOM chepax

CTPYKTYPY; OCOOCHHOCTH IPUMEHEHHS
0a30BBIX 1e(hEeKTOTOTUIECKIX 3HAHUH B
CONMATEHON U IPO(eCCHOHATEHON

cdepax

CMpyKmypy
Ymems: npumenamo 6azoguie

Oeexmonocuyeckux 3HaHull 8 COYUAnbHOL
u npogpeccuonanvHol cgepax

Bradems: ymems koppexmHo
83AUMOOCUCMBOBANY C TUYAMU C
0SPAHUYEHHBIMU BO03MONCHOCAMIU
300p06bsL U UHBATUOAMU

VYK-9.2. YMeeT nminaHupoBaTh U
OCYLIECTBIISITh NPO(ECCHOHANBHYIO
JIESITENIbHOCTD C JIMIAMU C
OrpaHUYEHHBIMH BO3MOXKHOCTSIMH
3JI0pPOBbsI U HHBAJIMJAMHU

3uams. npasuna obecneuenus
bezonacrocmu npogeccuoHabHOU
OessmenbHOCmy Uy ¢ 02PAHUYEHHBIMU
BO3MOICHOCAMU 300POBbSL U UHBAIUOOS
Ymemu: nnanuposams npogheccuonanvuyio
0esAmenbHOCMb Ul ¢ 02PAHULEHHLIMU
B03MOICHOCHAMU 300POBbSL U UHBATUOOE
Braoems: nagvikamu opeanuzayuu
NPOECCUOHANLHOU OesTMENbHOCIU JIUY C
02PAHUYEHHBIMU 803MONCHOCHISMU
300p08bsL U UHBATUOO8

VYK-9.3. Bnageer HaBBIKAMH
B3aUMOJICUCTBHUS B COIMAILHOM U
npodeccroHabHO cdepax ¢ IMIaMu ¢
OTpaHUUYEHHBIMU BO3ZMOKHOCTSIMU
37I0POBbsI U HHBATHIAMU

3uamuv: ocnogul degpexmonozuu

Yumems: 63aumoodeiicmeosams ¢ nuyamu ¢
02PAHUYEHHBIMU BO3MONCHOCAMU
300p06bsL U UHBATUOAMU 8 COYUATLHOU U
npogeccuonanvrol cgepax

Bnaoemv: nasvixamu nomowu auyam ¢
0SPAHUYEHHBIMU B03MONCHOCAMU
300p08bsL U UHBATUOAM

YK-10. CriocobeH npuHIMATh
000CHOBaHHBIE SKOHOMUYECKHE
PELICHUs! B PA3IMIHBIX
001acTsX KU3HENESATEIbHOCTH

VYK-10.1. IToHnMaeT S5KOHOMHYECKHE
3aKOHBI M UX MPOSBICHUS B PA3INIHBIX
001aCTAX KU3HEAEITEILHOCTH

3name. sxoHOMUYECKUE 3AKOHbL

Yuems: evissenamo sxonomuueckue 3aKonbl
8 NPOPecCcUOHATbHOUL U NOBCEOHEeBHOU
oesimenbHoOCmu

Braoemv: nasvikamu npumenenust
9KOHOMUYECKUX 3AKOHO8 6 PA3IUYHBIX
0b1acmax JHcu3HeOesmeIbHOCmU

YK-10.2. CiocobeH mIaHUpOBaThH U
MMpUHUMAaTh PCUICHUA B C(bepe JIMYHBIX
(huHAHCOB

3namo: npasua NAIAHUPOBAHUSL TUYHBIX
Gunancos

Ymems: naanuposams auunvie huHancwl
Braoemv.: nasvixamu npunsmust
060CHOBAHHBIX IKOHOMUHECKUX PEULeHULL

VK-11. Criocoben
(hopMHpPOBATH HETEPIIUMOE
OTHOIIIEHHE K
KOPPYIIIHOHHOMY TTOBEJICHHIO

YK-11.1. 3nath cymHoCTh
KOPPYIIIHOHHOTO TIOBE/ICHUS B €r0
B3aMMOCBSI3b C COLMAIBHBIMH,
HSKOHOMHYECKUMH, TIOJIUTHIECKUMH 1
WHBIMH YCJIOBHSIMH

3uamo: cywypocms KOppyNYuoHHo2o
noeeoenus

Ymemo: evisi615me KoppynyuonHoe
noeeoenue

Bnadembu: HagblKamu yCMAaHOBIeHUs
63AUMOCE3U KOPPYNYUOHHO20 NOBEOEHUsL C
COYUANLHBIMU, IKOHOMUYCCKUMIL,
NOAUMUYECKUMU U UHBIMU YCOGUMU

VK-11.2. YMeTs aHaTM3UPOBATH,
TOJIKOBATh U NMPABUILHO IPUMEHATH
MPaBOBBIE HOPMBI O IPOTUBOAEHCTBUI
KOPPYIIIHOHHOMY TIOBEJICHHIO

3namv: npasogvie HOpMbL O
nPOMUBOOEUCMBUU KOPPYRYUOHHOMY
noseoenuro

Ymems: popmuposams nemepnumoe
omHouLeHue K NPOSAGICHUAM
KOPPYRYUOHHO20 NOBEOCHUSL

Braoemu: nasvixamu ananusa u
MOJIKOBAHUS AHMUKOPPYRYUOHHBIX HOPM

VK-11.3. Branetsr HaBbIkaMu pabOTHI C
3aKOHOJATCIBHBIMH U IPYTUMHU

3nams: 3axono0amenvhvie u OpyeuMu
HOPMAMUSHBIMU NPABOBLIMU AKMAMU 8
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HOPMaTHBHBIMH NPAaBOBBIMU aKTaMH cepe cyscebHoll dessmenbHoCmu
Ymems: pabomams ¢ Hopmamugro-
npagosoui bazoii 8 cghepe cyxrceOHO
OdeamenvHocmu

Bnaoemv.: nasvikamu npumenenus
AHMUKOPPYNYUOHHBIX HOPM 8
npogeccuoHanbHoU 0esmenrbHOCU U
N0BCEOHEGHOU HCUZHU

1.6. Mecmo npakmuku e cmpykmype obpa3zoeamesibHOU Npo2paMmMbl

O3HakoOMUTEIbHAs IMPpaKTUKa OTHOCHUTCA K 00s3aTeILbHOM YacTu OJIoKa

b2 («IIpakTkmn») yueOHOro IjiaHa.

JUis TpoXOXKAEHUs ~ NPAKTUKUM HEOOXOIMMBI 3HAaHUSA, YMEHHUS U
BJa/JeHUs, C(OPMUPOBAHHBIE B XOAE€ M3YUYEHHUS  CIEAYIOIIUX JIUCUUIUIMH:
«JloKyMeHTOBEICHHEY, «CrienuanbHele CUCTEMBI JOKYMEHTaLUN»,
«Opranu3zanyst ¥ TEXHOJOTUMs  JOKYMEHTAallMOHHOTO  00OecredyeHHs
YIPaBICHUSD.

B pe3ynbTaTe npoxoxaeHusi NpakTUKU (OPMHUPYIOTCS 3HAHUS, YMEHUS U
BJIAJICHUs, HEOOXOIMMbIE JJIi M3y4eHUs CICAYIOUIMX JUCUUIUIMH U
MIPOXOKIAECHUS IIPAKTHK: «MHpopMaLIMOHHBIE TEXHOJIOTUU B

JIOKyMEHTAITMOHHOM 00ecTieueHnn yIpaBieHus», «l [poekTHas mpakTHuKay.

1.7. O6bemM npakmuku

O3HakoMUTeNbHAS MpaKTHKa Mpoxoautr B 4 cemectpe. OOwmWas TPyI0EMKOCTh

IMPAaKTHUKHW COCTABJIACT 3 3ayeTHBIC CAMHUIIBI, 108 qaCoOB, B TOM YHCJIC KOHTAKTHAas

pabota 12 gacoB. IIpoaomKUTEILHOCTh NPAKTUKH — 2 KaJIeHIapHbIE HECH.

2. CoaepxxaHue npakTuKun

Ne | HammenoBanme pasiena Copnep:xanue u Buabi pagor!

1 O3HaKOMHTETbHAS JICKIHS OmnpenencHue neneil W 3aAa4 MPAKTHKH, NCTOYHUKOB U JIUTEPATYPHI,
HEOOXOANMBIX TSI CAMOCTOSATEIIbHOM pa0OThI U MOATOTOBKH OTYETA.

2 WHcrpykTaxxk  mo  TexHuke | O3HAaKOMIIGHHE CTYAEHTOB C NMPAaBWJIAMH BHYTPEHHETO pacIOpsAKa,
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6e3omacHocTH JIONyCKa B HOMELICHUS CIyX0, NMOKapHOW 0e30IacHOCTH M APYTHMMHU
pEeTJIaMEHTHPYIOIMMHA ~ pabOTy  COTPYIHHKOB WHCTPYKIUSAMH
¥ TIOJIOKEHHSMHU.

Wzyuenne HCTOPHH, PykoBoauTENh MPAaKTHUKH OT OPraHU3alMM MOXET IIPOBECTH

COBPEMCHHBIX 3a1ad, (YHKIMH
U CTPYKTYPBI YUPEKACHHUS;

I/I3yquI/Ie OpraHn3aliMOHHBIX
JOKYMCHTOB MPECATNIPUATHA

BCTYIHTENBHOE 3aHITHE CO CTYICHTAMH, LENbI0 KOTOPOTO SIBISETCS
03HAKOMJICHHE TPAKTUKAHTOB C UCTOPHEH, COBPEMEHHBIMH 3a/1a4aMH,
HAMpPAaBJICHUSIMU JIEITEILHOCTH M OCOOCHHOCTSMH JOKYMEHTHPOBAHHS
YIPaBICHYECKOW ACATCIBHOCTH yupexiaeHus. Eciu B apxuBe
OpraHu3aIlil UMEETCSl MCTOpPHYECKas crpaBka o (oHIo00pa3oBarele,
OHA M3y4YaeTcsl CTYACHTaMHU.

Jlanmee CTYACHT MPHUCTyMaeT K U3yYCHHIO OPTraHU3aI[MOHHO-
MPaBOBBIX JOKYMEHTOB, PETJIaMEHTHPYIONINX HOPUAUYCCKAN CTaTyC
YUPEKACHUS, ero OPTraHU3AIIMOHHO-TIPABOBYIO hopmy,
OPTraHU3AI[HOHHYIO CTPYKTYPY U HANpPaBIICHUS JCSITCIBHOCTH.

K Takum TOKyMEHTaM OTHOCSITCS:

e VYcTaB (0N0KEHNE) OPTaHU3AIIM;

o T[lonoxkeHus: 0 CTPYKTYPHBIX MOAPA3ICICHUSX;

o JIOJKHOCTHBIE UHCTPYKIUU COTPYIHUKOB;

e IlItaTHOE pacnucaHue.

Ilo wroraM wu3y4eHHs  CTYICHTHI
MH(OpMALIUIO 0 CIIEAYIONIMM BOIPOCAM:

e j1aTa CO3[aHUs OpraHU3aluM;
Ha3BaHUE OPraHU3AIUH;
1IeJTb CO3/IaHMs U (PYHKIIUH OpTaHU3aInY;
OpraHU3aIHOHHO-TIPaBoBas (hopMa OpraHU3aluy;
OpraHHU3alOHHAs CTPYKTYpa U MOPSIOK YIIPABICHUS;
COCTaB OPraHMU3aIMOHHBIX JOKYMEHTOB OpTraHU3al[HH;
® CTCHNCHb OTPAXCHUs B OPraHMU3AI[MOHHBIX JOKYMEHTax

TpeObOBaHMIT K JIOKYMEHTHPOBAHHIO  YIPABICHYECKON

JIOJDKHBL  coOpaTh

JIeSITEIIEHOCTH (mopsimox  m3maHus, MOATICAHUS,
XpaHeHHUs);
B pesynbrate  cTyaeHThl  rpadMuecKd  BBIUEPUYHBAIOT

CTPYKTYpPY OpraHH3aluH.

Bce coOpanHble JaHHBIE CTYAEHTBI MOTYT 0(OpPMIISTH B BUJIE
JTHEBHUKOBBIX 3allUCEH, TIJie OTMEYAlOT JaTy 3aliCH, HCTOYHUK,
KOTOPBIM OHH TMOJB30BAINCh. OTH BBIIHCKA M3 OpPraHU3alMOHHBIX
JOKYMEHTOB CTYICHTBI MPEACTABISIOT PYKOBOJHUTEIIO NPAKTHKUA OT
opraHuzanuu, B Oecele ¢ KOTOPBIM OOCYXIAIOT cHenudUuecKue
0COOCHHOCTH CTPYKTYPBI H PYKOBOACTBA OpraHH3alUeH.

CoOpaHHble CBEICHHS CTYICHT 3aTeM O0(OpMIIET B KayecTBe
HEPBOI TJIaBbI OTYETA 110 NPAKTHKE.

N3yuenue HOPMAaTUBHO-
METOJIMYECKHX JTOKYMEHTOB IO
JOY u cucreM NOKyMEHTAINH
opraHM3aluy,

U3zydenue ocoOeHHOCTeH
oopmiteHHsT  yIpaBICHIECKUX
JIOKYMEHTOB

AHanu3 OJIaHKOB JIOKYMEHTOB
YUPEIKACHUS

B Teuenmne storo BPEMCHHU CTYACHTBI BHUMATCIIbHO H3Yy4YaroT
HOPMAaTUBHO-MCTOINYECCKUC JOKYMCHTBI YUYpCKACHUA,
pEerIaMEHTHPYIONIHE  MpaBWia  COCTaBJICHUS ©W  OPOPMIICHHS
JOKYMEHTOB, €CJIM TaKHME B OpraHU3alliid HMCIOTCA. B umcne stux
JIOKYMEHTOB MOT'YT OBITh HHCTPYKIIHH TI0 JEJIONPOHM3BOACTBY (TH IO
paboTe ¢ [OKyMEHTaMHu), TpaBuia OQOPMIICHHUS JOKYMEHTOB,
pErIaMeHThl, CTaHIAPTHl OPTaHU3AIMH, MPHUKA3bl (PACIOPSDKEHUS) O
MOPSIKE CO3MIAaHHS M COTJIACOBAHUS OTHENBHBIX BHJOB JOKYMEHTOB U
TakK Jajee.

CrymeHTaM HEOOXOIUMO  O3HAKOMHUTBCS C  CHCTEMaMH
JIOKYMEHTAIIUH, UCIIONBE3YEeMbIMH B OPTaHU3AINH, BBIIBUTH OCHOBHBIC
BUABI W  Pa3sHOBHUIHOCTH  JOKYMEHTOB, MNPUMEHIEMBIX IS
JOKYMECHTUPOBAHUA ACATCIBbHOCTHU OpraHu3anuun B OeJIOM u
CTPYKTYPHOTO TIOJpa3/ieJieHus], B KOTOPOM paboTaeT MpaKTUKAHT.

COCTaB JOKYMEHTOB CUCTEM NTOKYMEHTAlUU, UCIIOJB3YEMBIX B
JIeITEIbHOCTH OPraHM3allii, MOXKeT BKJIIOYaTh YHU(DHUIMPOBAHHBIC
(hopmbl 1 GOpMBI, pa3paboTaHHBIC COTPYIHUKAMU OPTaHU3AIHH.

2CTyzeHT BHUMATEIbHO u3y4aeT [lonokeHne o CTpyKTypHOM NOJpa3Ae]eHUd U JIOJKHOCTHBIE
MHCTPYKLUH TOTO MTOAPA3CIICHUs, B KOTOPOM OH IIPOXOJIUT MPAKTUKY.
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[IpoBomutcs JIeTaIbHBII aHam3 OpraHU3aIOHHO-
PacopsSAUTEIbHON JOKYMEHTAIIUH IT0 CIICIYIOMIMM IPYIIaM:
e OpraHu3allMOHHBIE  JIOKYMEHTHI,  MPHUMEHSEMbIE B
YIPaBICHYECKON ICATEIBHOCTH;

® pPAaCHOpsAAUTEIbHBIC JTOKYMEHTBI, COCTaB JODKHOCTHBIX
JHI, MMEIOIIUX MpPaBO HW3IAAHUS PACIOPSIUTENbHBIX
JIOKyMEHTOB;

®  BHJbI HH)OPMAITMOHHO-CIPABOYHBIX JOKYMCHTOB,

® VUCTHBIC JOKYMCHTHI.

CryneHTaM  HEOOXOAMMO  HU3YYUTh  WHCTPYKIHUIO  TI0
JICIIOTIPOU3BOJICTBY OPTraHW3allid W BBISBHTH, COOJIIOJAIOTCS JH €€
TpeOOBaHUS COTPYJHHKAMH OpraHu3anuu. ECu Takoi MHCTPYKIUH B
OpraHM3aliyd HET, TO CTYJCHTHl AHAIU3UPYIOT OPraHU3aI[MOHHO-
pachopsIUuTeNIbHbIE TOKYMEHTBI HAa MPEAMET COOJII0ACHHS TPeOOBaHMIA
I'OCT P 7.0.97-2016 (m3ywaercss odopmiceHHE AOKYMEHTOB, TO €CTh
HAJIMYKE BCEX HEOOXOAUMBIX PEKBU3UTOB JJOKYMEHTOB).

Hampumep, CTyAEHT BBIABISAET HAIUYUE  CIEAYHOLIHX
PCKBH3HMTOB: 3arojioBKa, HAMMEHOBaHHMS BHIA JOKYMEHTA, JaTbl,
PETUCTPAIIMOHHOTO MHCKCA, OTMETOK Ha JOKYMEHTE, a TAKKe:

® IIPaBUIBHOCTb aJPCCOBAHMS,

® TMOPAIOK BHYTPCHHEIO W  BHEIIHETO  COIJIACOBAHHS

JIOKYMCHTOB,

® TIOJMMMCAHNS,

®  YTBEPKICHUS.

BBISIBIISIFOTCST BUJIBI JIOKYMEHTOB, Ha KOTOpBIE B OpraHU3alnU
CTaBUTCH TI€YATh.

HeoOxomumMo  Tarkke  BbBISIBUTb, HCHONB3YIOTCS JH B
opraHu3aniy OJaHKA JOKYMEHTOB, €CJHM HCIOJb3YIOTCS, TO KaKHe
(oOmmit 6maHK, OJAHK MUCHMA, OJIAHK KOHKPETHOTO BHIA JOKYMCHTA,
OJIaHK JTOJDKHOCTHOrO Jjuia u T.a.). OOpasipl OJaHKOB KeJaTeabHO
MPUIOKUTH K OTYETY MO MPAKTUKE.

IMomumo Hamuuusi OJAHKOB B THCBHHUKE MPAKTUKU CTYICHTHI
(DUKCHUPYIOT COCTaB IMPUMEHSIEMBIX TOKYMEHTOB, OTMEUAOT Hauboiee
pacmpoCTpaHCHHbIE B  MNPAKTHKE pabOThl  YUPEKICHHS  BUIBI
OpraHU3aI[HOHHO-PACIIOPSIUTEIBHBIX TOKYMEHTOB, a TAKIKE OTMEYAIOT,
rae 3adUKCHpOBaHbl TPEOOBAHMS K COCTABJICHHIO M O(POPMIICHHUIO
JIOKYMEHTOB OpTraHH3all|H.

Heo0xoauMo Takke H3y4uTh TEXHUUYECKYIO OCHAIICHHOCTH
MPOLIECCOB JOKYMEHTHPOBAHMUS, & UMEHHO: ONPEJCIUTh TEXHUYECKHE
MPOTPaMMHBIE  CPEJICTBA,  KCIOJb3yeMble  COTPYIHHKAMH  JUIs
M3rOTOBIICHUSI JIOKYMEHTOB, CTEICHb OCHAIIEHHOCTH pabovYMx MecT
COTPYAHUKOB KOMITBIOTEPAMH, OPI'TEXHUKOM U CPEICTBAMH CBSI3U.

B nuchMEHHOM OT4YeTe HEOOXOAMMO OTpa3uTh, Kakas
MporpamMMa KCIOJIb3YETCsI B OPraHU3aIliK ISl CO3JaHUs TOKYMEHTOB,
ee JIOCTOMHCTBA U HEIOCTATKH.

IToaroroBka otuéra

®DOopMOii OTYETHOCTH IO PE3y/IbTaTaM TPAKTHKH SBJISIETCS
OTYeT, XapaKTePHCTUKA OpraHW3alud, rpaduKk  MPOXOKICHUS
npaktukd.  Otder wMeeT TUTyibHBEIN Jwcr (IIpmnoxeHue 3),
OTJIaBJICHHE, BBEICHUEC, IBEC TJIABBI, 3aKIFOUCHHE U NPWIOKEHUS (HE
MeHee 5 MPUIIOKEHHH).

PexkoMmeHIyr0TCS cienyromue pa3aesnsl OT4eTa:

Beeoenue

Inasa 1. Xapaxmepucmuka opzanusayuu

Inasa 2./[okymenmuposanue ynpasieHueckol O0esimenbHOCmu
(OoKkymenmuposanue 0esimeabHOCHU OP2aHu3ayuLL)

3axnroyenue

Bo BBezeHun (GOpMYITUPYIOTCS Lellb, 3aladd MPaKTHKH,
JaeTcst 0030p UCTOYHHUKOB (OIMyOJTUKOBAaHHBIX U HEOIYOJINKOBAHHBIX) U
JUTEPaTyphl, MPUBOIAUTCS CTPYKTypa OTYETa U KPATKOE COJCpIKAHHE
paszeoB.

B nmepBoii rmmaBe gaercs  KpaTKas — XapaKTCPHCTHUKA
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OpraHu3alyy, B KOTOPOH CTYAEHTH! MPOXOJSAT MPAKTUKY (yKa3bIBaeTCs
Ha3BaHHE OPraHU3alUM, €€ IOPUINYECKHN CTaTyC, OpraHM3allMOHHAs
CTPYKTYpa, IOPSIOK YIPaBICHNA U PyKOBOJACTBA, OTMEYAETCS PUHIIMI
MPHUHATHS YIpaBICHYECKUX peleHi (KommernaabHBIH,
€IMHOHAYANBHBIA), a TaKXkKe JacTCs ONHCaHHE HU3YYEHHBIX
HOPMATHUBHBIX JOKYMEHTOB B COOTBETCTBHHM C IIOCTAaBJICHHBIMH B
METOAMYECKHUX YKA3aHUAX 3a7a4aMH.

Ilepeuncisitorcs  HOPMAaTUBHO-METOJMUYECKUE  JTOKYMEHTSHI,
JIOKJIbHBIE ~ HOPMAaTHBHBIC  aKThl, pErJaMEHTUpYIOUIHe padoTy
nogpasaenenuit mo IOY u cOTpyIHHKOB, BBINOJIHSIOMUX paboTy 1o
JOYV.

JlaeTcs XapakTepUCTHKa HMHCTPYKLUHU MO AEIOMPOH3BOJCTBY
WJIH JIOKAJIBHOTO HOPMATHUBHOTO aKTa, 3aMEHSIOILEro ee.

HaspIBaroTcst CHCTEMBI [IOKyMEHTAIllMM, OOpa3syomuecs B
JEATCIIPHOCTH  OpraHW3aly (Ha3BaTh BUABI M Pa3HOBUIHOCTH
JIOKyMEHTOB ISl Ka’KIOH CHCTEMBI).

JlaeTcss XapaKTepUCTHKA YIPABICHYECKONW TOKYMEHTAlUU W
JIOKYMEHTALUH [0 OCHOBHOM JEATENBHOCTH.

I[ompoObHO  OomHUCHIBAIOTCS ~ OCOOEGHHOCTH  O(OpPMIICHHUS
YIPaBJICHYECKUX JIOKYMEHTOB, MpaBwia OQOPMIEHHS OTACIbHBIX
PEKBU3UTOB JOKYMEHTOB (HaMMEHOBaHHE BHJAa JOKyMEHTa, JaTa,
MOJIHUCH, U T.1.).

HeobxomumMo  mpoaHain3upoBaTh  OJNAHKH — JOKYMCHTOB
(yka3aTh BHJIBI) M OLIEHHUTH COOTBETCTBHE COCTaBa M PACIOIOXKEHUS
PEKBH3HUTOB OJaHKa YCTAaHOBJICHHBIM TPEOOBAHHSAM.

B 3akmodyeHUM NPHBOAWUTCS HTOr H3YYEHHUs OpPraHH3alUH
JIETIONPON3BOICTBA M (POPMHUPYIOTCS BHIBOABI 10 IIPOJIETIAHHOM paboTe.

B npujioskeHust K OTYETY AOJKHBI MOTYT OBITh BKITIOYCHBI:

. CXeMa OpPraHu3allHOHHON CTPYKTYpPhI OpraHU3aluH;
CIHMCOK HOPMAaTUBHO-METOJNYECKHUX JOKYMEHTOB OpPraHU3allny;
0o0pa3mbl  OpPraHU3aLMOHHO-PACTIOPSAUTENBHBIX  TOKYMEHTOB

OpraHu3aIiH;
. yHU(HIIIpOBaHHbBIE (HOPMBI JOKYMEHTOB;
. OmaHKM BCEX BHAOB OPTaHU3AIMOHHO-PACIIOPAIUTEIBHBIX

JIOKYMEHTOB M JJOKYMEHTOB 110 OCHOBHOH /1€ TEIbHOCTH.

Xapakrepuctuka (IIpumoxxenune 4) cocraBisiercs Ha OJaHKe,
MOATNCHIBAETCST PYKOBOAWTEIEM NPAKTHKH, 3aBEPSIETCS IEYaThio U
00513aTeIFHO CIIAeTCSI BMECTE C OTYETOM.

B xapakTepucTHKE MODKHBI OBITh H3JIOKEHBI HaONMIOJNECHUS
PYKOBOAMTENST TPAKTHKM OT OpraHM3aluu o paboTe CTyJeHTa,
NPOSIBJICHHBIE WM JICJIOBBIE KauecTBa, €ro HaBBIKM W YMEHUS,
OTHOIICHHE K paboTe. XapaKTepUCTHKa COACPKUT OIICHKY MPAKTHKH I10
4eThIpex-0anpbHOl cucTteMe (OTIMYHO, XOPOIIO, YAOBIETBOPUTENBHO,
HEYJIOBJIETBOPUTEIHHO).

Bmecre ¢ oTtueroM M XapaKTEpPUCTHKOM, CTYAEHT JOJIKEH
npenocTaBuTh I 'paduk mpoxoxaerns npaktuku ([Ipunoxenne 2).

B rpaduxe Bech mepnoJ MpakTUKH MPOU3BOIBHO pa3dnBaeTcs
Ha 4-6 ostanoB. @opMynupylOTCS Ha3BaHMS O3TaloB, HalpUMeEp
«U3yUYCHHE UCTOPUH, GYHKIMH U CTPYKTYPHI OpraHU3alnuN», «M3y9eHHE
JIOKIFHBIX HOPMAaTHUBHBIX aKTOBY.

HanporuB  kaxjgoro  3Tama  NpOCTaBIAETCS  CIOBO
«BBITIOJTHEHO 1305 OLIEHKa
«OTITMYHO»/ »XOPOIIO»/»YAOBIETBOPUTEIHHOY.

B wunamBumayameHOM 3amaHMm  TpocrtaBisercs  «3yuuTs
0COOGHHOCTH  JOKYMEHTHUPOBAHHS  YIpPaBICHHI M  OCHOBHOH
JESTETPHOCTH ~ OpTraHu3alW»  (€CIM  HMHOE HE  OIpeneNeHO
pykoBonutenem mnpaktuku ot PITY no ee Hauana).

I'padbuk moanmuchIBaeT PpyKOBOIUTENb MpakTuku oT PTYY u
PYKOBOIUTENb MpaKTHUKH OT opraHusauuu. IloctaBisercss mnedars
OpraHu3anyi (Mpyu HAJIUYHN).

IIpoMexxyTOuHBIH KOHTPOIb

3a4eT ¢ OLEHKOM
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3.0ueHKa pe3ynbLTaToB NPaKTUKU

3.1. dopmbI om4yémHocmu

®opmaMu  OTYETHOCTH 1O MPAKTUKE SBISAIOTCSA: OTYET o0Oydarolerocs,
XapaKTepUCTUKA C MECTA IPOXOKACHHS MPAKTHKH, TpapuK MPOXOKACHUS IPAKTHKU.

B mponiecce  mpoxoskaeHHs MPAaKTUK KaxAbld CTyIeHT odopmisieT rpaduk
NPAKTUKU, B KOTOPOM (PUKCHUPYIOTCSI BCE BUBI pabOT, BHIIOIHIEMBIX B paMKaX KakJ10T0
pazzena mporpaMMbl NMpakTUKH. ['paduk MpakTUKHU 3amoyHseTcs MoJA HaOoJeHUuEeM
PYKOBOJIUTENS  CTPYKTYpHOIO  TOJpPAa3/ieieHHs, B KOTOPOM paboTaeT CTyJEeHT-
NPAKTUKAHT, U KaXJblil 3Tan paboThl CTyAEeHTa olleHHBaeTcs. Ha OCHOBaHMM TEKyIIMX
OLICHOK TpyZAa CTYIEHTA-IPAaKTUKAaHTAa OpPraHM3alMs BBIBOAUT WTOTOBYIO OLEHKY.
I'paduk npaktuku (cm. Ilpunoxenue 2). I'paduk 3aBepsieTcsi NOANUCHI0 PYKOBOIUTENS
IPAKTUKN OT OPraHU3ALMH U [1e4aThi0 OpraHu3aluy (MpU €€ HAINYUH).

OT4er mo MpakTUKE OTPa)KaeT CIOCOOHOCTh CTYACHTAa aHAJIM3UPOBATH COCTaB M
0COOEHHOCTH MOATOTOBKU U O(OPMIIEHUSI TOKYMEHTOB OpPraHM3al[Md B COOTBETCTBUU C
3aKOHOAATEJIbHBIMM,  HOPMAaTUBHO-TIPABOBBIMH M HOPMAaTHBHO-METOJIUYECKUMHU
TpeboBanusiMu. CoJep:kaHue U CTPYKTypa OTyeTa olpeiensercs B MyHKTe 8 paznena 2
JTAHHOW MPOrpaMMBl.

Otuer noiKeH cojaepkaTb MH(POPMALMIO O MOJHOTE BBINOJHEHUS MPOTPAMMBbI
NPAaKTUKH, OOBSICHEHWE NPUYMH OTKIOHEHHUS OT MPOrpaMMbl, €CIU TAaKOBbIE HMEIU
Mecto. OpraHusanusi BIOpaBe JaTh CBOM 3aMEUaHUs M MOXKENaHWS MO COJEPKAHHUIO
IPOrpaMMbl IPAKTHKHU.

B xapakrepucTtuke Ha CTyAEHTa yKa3bIBaeTCs, Kakas MMEHHO pabora Oblia UM
NpOBEJIEHa, OMpeNeseTcs YPOBeHb ero MpodeccuoHanbHOW MOJTOTOBKH, OILICHHBAECTCS
OTHOILIEHUE CTYACHTAa K CBOMM OOS3aHHOCTSIM, WHIMBHUAYaJIbHbIE MPO(ecCHOHATbHBIC
OCOOCHHOCTM M KauyecTBa  Kak  CHelHaluCTa.  XapaKTepUCTHKY  IOMUCHIBAET
PYKOBOJUTENb MPAaKTUKH OT OpraHu3anuu. Takke Ha HEWl MpocTaBisieTcs IevyaTh

opranu3anuu (Mpy HaJIUYUK).
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3.2. Kpumepuu ebicmaegsieHuUs1 OUeHKU Mo npakmuke

Bajaasl/
IlIxana ECTS

OueHka 1o NpaKkTuKe

KpuTepuu oneHkH pe3yJbTaTOB NPAKTUKHU

100-83/
AB

«OMaAuUyHoO»/
«3aumeno (omauuno)»/
«3a4menoy

BeicraBnsiercst  oOydaromeMmycs, €clM XapaKTepPUCTHKAa C MeCTa
MPOXOXKICHNS MPAKTHKH CONEPKHUT BBICOKYIO IOJIOKHUTENBHYIO
OLIEHKY, OTYET BBIMOJIHEH B IIOJIHOM COOTBETCTBUH C MPEAbABIIEMbIMU
TpeOOBaHUSAMM,  aHAJIUTUYECKas  4YacTb  OT4YeTa  OTJIMYAETCs
KOMIUIEKCHBIM TIOAXOJOM, KpPEaTHMBHOCTBIO U HECTaHJapTHOCTBIO
MBIIIJICHUSI  CTYAEHTa, BBIBOABI OOOCHOBAaHBI M  TOAKPEIJICHBI
3HAYUTEIBHBIM 00BEMOM (JAKTHUECKOTO MaTepuaa.

OOyyaromuiicss WCYepnbIBalOLle W JIOTMYECKH CTPOWHO H3JaraeT
y4eOHBIII MaTepmal, yMeeT YBS3BIBaTh TECOPHIO C MPAKTHUKOM,
CIIPABISIETCS C PEIICHHEM 3ajad MpoQecCHOHAIbHON HAIIPABICHHOCTH
BBICOKOTO YPOBHS CJIOKHOCTH, IPABMIIBHO OOOCHOBBIBAECT NPHUHSTHIC
pEIICHUS.

Kommerennmm, 3akpeminéHHBIE 3a NPAKTUKOW, CHOpMHUpPOBaHBI Ha
YPOBHE — BBICOKHI».

82-68/

«xopowioy/
«3aumeHo (xopouio)»/
«3a4menoy

BeicTaBisieTcst  00ydJaromieMycs, €CJIM XapaKTepHCTHKa € MecTa
MIPOXOX/ICHUSI MPAKTHUKH COJMEPKHT MOJOKUTEIbHYIO OICHKY, OTYEeT
BHIIOJTHEH B  LEJIOM B COOTBETCTBHHM C  INPEIBABISEMBIMU
TpeOoBaHMsIMH ~ 0€3  CYIIECTBEHHBIX  HETOYHOCTEH,  BKIIOYAET
(dakTHyecKuii Marepuas, COOpaHHBIA BO BpeMs HPOXOXKICHUS
MIPaKTHKH..

OOy4aromuiics NPaBWIBHO INPUMEHSET TEOPETUYCCKUE ITOJIOKCHUS
OpH  pPEIICHWH  NPAaKTHYECKUX  33ajad  HpOoQecCHOHATBHON
HaINpaBJICHHOCTH  Pa3HOTo YPOBHS CIIOXKHOCTH, BJIajeeT
HEO0OXOMMBIMH ISl TOTO HABBIKAMH U IIPUEMAMHU.

KomnereHumy, 3akperiéHHble 3a JUCHMIUIMHOW, cHOpMUpPOBAHEI Ha
YPOBHE — «XOPOLIHIi».

67-50/
D,E

«yoosremsopu-
menvHoy/
«3aumeno
(yooeremsopu-
menvHo)»/
«3a4menoy

BricraBnsiercsi  oOydaromemycs, €clii XapaKTepUCTHKa C MecTa
IIPOXOXKICHUS NPAKTUKU COACPHKUT IOJIOKUTEIbHYIO OLICHKY, OTYET
no oOGOPMIICHHIO ¥  COICPXKAHUIO YAaCTHYHO  COOTBETCTBYET
CYIIECTBYIOIIUM TpPeOOBAaHMSAMM, HO COACPKUT HETOYHOCTH H
oTAeNbHble (akTHYeckue OIMMOKM, OTCYTCTBYET WILIFOCTPATHBHBIM
MaTepHai.

OOyuarommiicss ~ UCHBITHIBACT  ONpENeNEHHbIE  3aTpyIHEHHS B
MIPUMEHEHUN TEOPETUUECKUX MOTI0KEHNHN NP PEIIEHUH MPAKTUIECKUX
3a7a4 MpodecCHOHAIPHON HaNpaBIeHHOCTH CTaHJapTHOTO YPOBHS
CJIOXHOCTH, BJIaIeeT HEOOXOIMMBIMHU [UISl 3TOr0 0a30BBIMHM HABBIKAMH
W IPUEMAMH.

Kommnerenumu, 3akperuiéHHble 3a AMCHUIUIMHON, c()OPMHPOBaHBI Ha
YPOBHE — «JIOCTaTOYHBIN).

49-0/
F,FX

«HEY0061emEOPUMENbH
oy/
He 3a4meno

BeicraBnsiercst  oOyuaromemycs, €clM XapaKTepUCTHKAa C MeCTa
MPOXOXKICHNUS MPAKTUKH HE COJEPXKHUT IOJOKHUTEIBHOW OICHKH.
OTueT mpeACTaBICH HE BOBPEMS W HE COOTBETCTBYET CYIIECTBYIOLIHM
TpeOOBaHUIM.

OOy4arommiicsl UCIBITBIBAET CEPhE3HBIE 3aTPYAHCHHUS B MPUMECHEHUH
TEOPETUYECKUX TIOJOKEHHH TP pPEUNICHWH MPAaKTHYeCKUX 3a1ad
NpoQeCcCHOHANLHON  HAINlPaBIEHHOCTH  CTAaHJApTHOTO  YPOBHS
CIIOKHOCTH, HE BJIaJIeeT HEOOXOIMMBIMH JUIS 3TOTO HAaBBIKAMH M
npu€MamH.

Komnerennun Ha ypoBHE «IOCTAaTOYHBII), 3aKpemnéHHbIE 3a
JMCIUIUIMHOM, HE COPMHUPOBAHBI.
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3.3. OuyeHou4HbIe cpedcmea (Mamepualsbl) OJisl MPOMEXYMOYHOU
ammecmauyuu oby4arouw,uxcsi no npaKmuke

IlepeueHp KOHTPOJIBHBIX BOIIPOCOB:

1. HazoBuTe HOpPMATHBHO-METOJUYECKUE JOKYMEHTHI, perIaMEHTHpYIoIHe padboTy
noapazaenenuii mo JIOY u coTpyaIHUKOB, BBITTONHSIONMX padoty no JJOY.

2. Kakumu nOKadbHBIMH HOPMATHUBHBIMU aKTaMH PETYJIHUPYETCS JAEATEIBHOCTh CIYXKOBI

J0VY?

Kakas cTpyKkTypa TeKCTa U cofep KaHue HHCTPYKIMH IO JIeIOPOU3BOACTBY?

Kak odopmisiercss HHCTPYKIHS 110 A€TONPOU3BOACTBY?

5. Kakas wundopmanus Brimoyaercs B monoxeHue o ciuyxbe JOY u 1OMKHOCTHBIE
WHCTPYKIIUU COTPYAHHUKOB C1yKObI JJOY?

6. Kakwue cucreMbl JOKyMEHTAIIMH 00pa3yloTCs B I€ATEIILHOCTH OpPraHU3aIiy ?

7. HazoBute BUIBI U PA3HOBUIHOCTH JOKYMEHTOB JIJISl KQXK/10M CHCTEMBI.

8. Kak cocraBnsiercst u opopmisieTcs: ynpaBieHYecKasi JOKYMEHTAIMH U JIOKyMEHTAIUH 110
OCHOBHOI1 JIeTEIbHOCTH B OpraHu3aiuu’?

9. Kakue ectb 0COOEHHOCTH COCTaBJICHHS OTACIBHBIX BUIOB JIOKYMEHTOB?

10. Kakue BubI OJTAHKOB MCIIOJIB3YIOTCSI B OpraHNU3aluu?

11. Kak odopmirsitorest 01aHKH JOKYMEHTOB?

12. Kakue yHupUIHPOBaHHBIE (POPMBI HCIIOJIB3YIOTCS MIPH MOATOTOBKE JOKYMEHTOB?

How

4. YyeOHO-MeTOANYECKOE U MH(pOpMaLMNOHHOe obecnevyeHne
NPaKTUKK

4.1. CnucokK ucmoYHUKo8 u siumepamypabl
Hctounnku (OCHOBHBIE)

denepanbHblii KOHCTUTYLUMOHHBIM 3akoH oT 25 nekabps 2000 r. Ne 2-OK3 «O
['ocynapcrBennom repbe Poccuiickoit denepaunny» // [IaekTponnsiii pecypel]. — M., 2022. —
Pexxum pocryna: http://www.consultant.ru/document/cons_doc_LAW _29674/.

@enepanbhbiii  3akoH PO ot  27.07.2006 1. Nel49-®3 «O6 wuHbopmanuu,
UH(POPMALIMOHHBIX TEXHOJOTUAX U O 3ammre uHpopmaruny // [IaekTpoHHsblii pecypc]. — M.,
2022. — Pexxnm poctyna: http://www.consultant.ru/document/cons_doc_LAW_61798/.

@enepanbubiii 3akoH oT 06.04.2011 Ne 63-®3 “O6 »snexkTtpoHHON mnoamucu” //
[Dy1ekTpoHHbII pecypc]. - M., 2022. - Pexum aocTymna:
http://www.consultant.ru/document/cons_doc_LAW _112701/.

®enepanbhbliil 3ak0H 0T 01.06.2005 Ne53-D3 «O rocymapcTBeHHOM si3bike Poccuiickoit
Oeneparuny  // [daekTponnslii  pecype]. - M., 2022. - Pexum jgocrtyna:
http://www.consultant.ru/document/cons_doc_LAW_53749/.

ITpuka3 Pocapxusa ot 22.05.2019 Ne 71 «O6 yrBepxxaenuu IlpaBun aenonpousBoacTsa
B FOCY/IapCTBEHHBIX OpraHax, OpraHax MECTHOT'O CaMOYIpaBJICHUs» [ DIEeKTPOHHBIN pecypc] //—

M., 2022. — Pexxum nmoctyma: http://www.consultant.ru/document/cons_doc_LAW_342093/


http://www.consultant.ru/document/cons_doc_LAW_29674/
http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_112701/
http://www.consultant.ru/document/cons_doc_LAW_53749/
http://www.consultant.ru/document/cons_doc_LAW_342093/
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[IpumepHas HHCTPYKLHUSA 110 JEIONPOU3BOACTBY B TOCYAapCTBEHHBIX OpraHU3alusiX, yTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [Dnekrponusiii pecypc]. — M., 2022. Pexum
noctyna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'oCT P 7.0.97-2016. Haumonanwsubiii ctangapt Poccuiickoit ®enepanuu. Cucrema
CTaHAapToB 1o HHGOpManuu, OHUOIMOTEYHOMY M H3JaTeNbCKOMY neny. OpraHu3zalnuoHHO-
pacropsiiuTenbHas TOKyMeHTanus. TpeboBanus K 0hopMIICHUIO JOKYMEHTOB // [ DNEKTPOHHBIN
pecypc]. — M., 2022. Pexum JOCTyTA:
http://www.consultant.ru/document/cons_doc LAW_216461/.

"TOCT P HUCO 15489-1-2019. HamumonanpHblii cTaHmapT Poccuiickoit denepanum.
Cucrema cTaHIapTOB 1O HH(pOpMAIMK, ONOTUOTEYHOMY U U3ATeIbCKOMY neny. MHbopmanus u
JOoKyMeHTanus. YnpasieHue aokymeHtamu. Yacts 1. [lonstus um npunuunel” (yrB. [Ipukazom
Poccranpapra ot 26.03.2019 N 101-ct) // [DnexTpoHHsIit pecypc]. — M., 2022. Pexum goctymna:
https://docs.cntd.ru/document/1200163564

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE J1e70. TepMUHBI U OMpPEIETICHUS. -
[D5eKTpOHHBIT pecypc]. — M., 2022. Pexum JOCTYyTIA:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

JlonmoJiHUTEIbHBIE

@denepanbHblii 3ak0H OT 26.12.1995. Ne 208-03 «OO0 akiuoHEpHBIX 00IIecTBax» //
[Dy1ekTpoHHbII pecypc]. - M., 2022. - Pexum AocTymna:

https://www.consultant.ru/document/cons doc LAW 8743/

YHupuuupoBaHHsle GOPMbI MEPBUUHON YYETHOH NTOKYMEHTALMH 10 YYeTy TPyAa U ero
omuarbl, yrBepkJaeHHble [locranoBnenuem ['ockomcrata P® ot 05.01.2004 Ne 1 //
[Dy1ekTpoHHbII pecypc]. - M., 2022. - Pexum aocTymna:

https://www.consultant.ru/document/cons doc LAW 47274/

KBanugukaMoHHbI CIPAaBOYHUK JOJDKHOCTEH PYKOBOOUTENEH, CHELUANIUCTOB U
apyrux cayxamux — // [DuexTponHblii pecype]l. — M., 2022. — Pexum pgocryna:

[DaexTponnblii pecypce]: https://www.consultant.ru/document/cons_doc_LAW_58804/

[lepeyeHb THTIOBBIX YNPABICHYECKHX aPXUBHBIX JIOKYMEHTOB, OOpa3ylONIMXCS B
npoliecce JeATeIbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPABJICHUS U
OpraHu3alyii, ¢ yKka3aHueM CpPOKOB XpaHeHUs // [JaeKkTpoHHbI# pecypce]. — M., 2022. — Pe:kum

pocryna: https://www.consultant.ru/document/cons_doc_LAW_345020/

[IpaBuna opraHu3anuu XpaHEHHs, KOMIUIEKTOBAHHSA, Yy4€Ta M HCIIOJIb30BAHUS

JTOKyMEeHTOB ApxuBHOro ¢onna Poccuiickoit @enepannu u APyrux apXUBHBIX JOKYMEHTOB B


http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
https://docs.cntd.ru/document/1200163564
http://www.consultant.ru/document/cons_doc_LAW_163800/
https://www.consultant.ru/document/cons_doc_LAW_8743/
https://www.consultant.ru/document/cons_doc_LAW_47274/
https://www.consultant.ru/document/cons_doc_LAW_58804/
https://www.consultant.ru/document/cons_doc_LAW_345020/

20
OpraHax roCyIapCTBEHHOW BIACTH, OpPraHax MECTHOTO CAMOYIPABICHUS W OpPTraHU3AIUsIX,
YTBEPXKIEHHBIX puKazoM MuHkynbTypsl PO ot 31.03.2015 Ne 526 // [dnexTponnslii pecypc].
— M., 2022. — Pexxum gocryna: https://www.consultant.ru/document/cons_doc_LAW 185738

OcHoBHas nuTeparypa
JIumepamypa

OcHoBHas IUTEpaTypa

beikoBa T.A. JlokyMeHTalMOHHOE OOECIICYCHHUE YIIPABJICHUS (neaonpoussoacTso) [ DICKTPOHHBIN
pecypce] : yaebnoe mocodue / T. A. beikoBa, T. B. Ky3nenosa. - 2-¢ u3z., nepepad. u jor. -
MockBa : HWadpa-M, 2018. - 304 c. - ISBN 978-5-16-004805-5. — URL
http://znanium.com/go.php?id=942800.

I'moroBa C.A. Bo3nukHoBeHue n TCHACHII NN Pa3sBUTHUA pacnopsaAuTeIbLHON

JOKYMEHTaluMu B Poccun B JOPEBOJIOIMOHHBIN NEepUoJ // Bectauk PITY. 2014, Ne2. [3n1ekTpOHHBIH

pecype]l. — M., 2019. — Pexum jgocryma: https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-
2_14.pdf#page=70.

Kykapuna HO.M. Cospemennbie opranuzaunonnbie u perjiaMeHTHbIE TOKYMEHTbI: GyHKUMH H

pasHoBuanoctu // Becruuk PITY. 2016. Ne2. [Duextponnsblii pecype]. — M., 2022. — Pe:xxkum gocryma:
https://www.rsuh.ru/upload/iintb/files iintb/Vestnik-RGGU/Vestnik daizi%202(4)-16.pdf.

KYKapI/IHa IO.M. CocrtaB yaocTOBEpeHHsT AOKYMEHTA: OT MNPONIIOro K HACTOSIIEMY M

Oynymiemy// Becrnuk PITY. 2014. Ne2. [Dnexktponmbiii pecype]. — M., 2022. — Pexum gocryma:
https://www.rsuh.ru/upload/main/vestnik/daizi/VVestnik-2_14.pdf#page=128.

JlononHuTeNnbHAsA IUTEPATYpA

Ileoenocosa I''A. CeneKTUBHBIA OTOOpP NOHSATUS «IOKYMEHT» // Becrumk PITY. 2016. Ne2.
[9nekTpoHHbIH pecypce]. - M., 2022. - Pexum J0CTyna:
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik daizi%202(4)-16.pdf#page=71.

4.2. lNepevyeHb pecypcoe8 UHGPOPMayUOHHO-MeTeKOMMYHUKayUOHHOU
cemu «MMHMepHem»

1. [IpaBoBBIE 0a3pl  JTaHHBIX: www.consultant.ru, www.garant.ru,
www.referent.ru, www.kodeks.ru
2.  HWudbopmammonnsie pecypcsl 1o aeionpousBoiactBy: Www.docflow.ru,

www.vniidad.ru, www.e-rus.org, www.gks.ru


https://www.consultant.ru/document/cons_doc_LAW_185738
http://znanium.com/go.php?id=942800
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik_daizi%202(4)-16.pdf#page=71
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik_daizi%202(4)-16.pdf#page=71
http://www.consultant.ru/
http://www.garant.ru/
http://www.referent.ru/
http://www.kodeks.ru/
http://www.docflow.ru/
http://www.vniidad.ru/
http://www.e-rus.org/
http://www.gks.ru/
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3. Caiit «Zakonbase»: 3akonomarenbHas 0a3a Poccwuiickoit Depepammm //
http://zakonbase.ru
4, IMuneaus Yopasnsroniux JlokymenTanueit: Www.GDM.ru
5. Koncanrunrosas rpynna «Tepmuka»: www.termika.ru

6. Poccuiickas razera: www.rg.ru

5. MatepuanbHO-TexHM4YecKasa 6asa, Heobxoaumas onAa npoBeaeHUsA
NPaKTUKK

Jlist  mpoBeleHUsT TPAKTUKH HEOOXOJUMO  CIIENyIoliee MaTepHalIbHO-
TEXHUYECKOe oOecreueHue: CTYACHTY JIOJDKHO OBITh MpeNocTaBiIeHO pabouee
MECTO C BO3MOKHOCTBIO BbIXOAa B MHTepHET st pabOThl C pEeKOMEHIYEMbIMHU
HMCTOYHUKAMU U MaTepHrallaMi, HEOOXOMMBIMU HAITUCAHUS OTYETA 10 MPAKTHUKE.

Jlns oOecrieueHUsi BO3MOXKHOCTH O3HaKOMJieHUsT ¢ pabotoit COJ[ (mpum
HaJW4YUW B  OpraHu3alyy), HEOOXOJUMO OCHaIlleHHEe paboyero mecra

NEpCOHAIbHBIM KOMIIBIOTCPOM C COOTBCTCTBYIOIINM IIporpaMMHBIM
o0eCIieueHUEM.

CocTtaB nporpaMMHOI0 00eCIeUeHHUS:

1. Windows

2. Microsoft Office

3. ABBYY FineReader

4. OpenOffice.org

5. Kaspersky Endpoint Security

6. OpraHusauus npakTUKU Ans N1y ¢ orpaHM4eHHbLIMU BO3MOXHOCTSAMU
300pOBbA

[Tpu HEOOXOIMMOCTH TIpOrpaMma MPAKTUKA MOXKET ObITh aJanTUPOBaHA JIJIS
oOecrieueHuss  OOpa3oBaTENBHOTO  Tpollecca JIMIAM C  OTPAaHUYCHHBIMH
BO3MOYKHOCTSIMU 37I0POBbSI, B TOM YHCJIC JIJISI JTUCTAHIIMOHHOTO 0oO0yueHus. Jlis
ATOTO OT CTyJAeHTa TpeOyeTcsi MPeNCTaBUTh 3aKITIOYEHHE ICHUXO0JIOr0-MEIUuKO-
nenarorudeckoit komuccuu (IIMIIK) u nuyHoe 3asBieHue (3asBICHUE 3aKOHHOTO
MPEICTaBUTES).

B 3akmouenuu [IMIIK nomxHO OBITH yKa3aHO:

— pexoMeHIyeMasl yueOHasi Harpy3Ka Ha oOydJaromierocs (KoJu4ecTBO JTHEH B

HEJIEJI0, YaCOB B JICHbD);

— 000py/I0BaHHE TEXHUYECKUX YCIOBUHN (TIpU HEOOXOIUMOCTH);

— COMNpOBOXJeHHWE M  (WIM) TMPUCYTCTBUE  poauTened  (3aKOHHBIX

MIpEeICTAaBUTEIICH ) BO BpeMsi yueOHOro mpoliecca (Mpu HEOOXOIUMOCTH);


http://zakonbase.ru/
http://www.gdm.ru/
http://www.termika.ru/
http://www.rg.ru/
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— OpraHusauus IICUXO0JIOTO-IIEAAT OTUYECKOTO COIPOBOKJICHHE
oOy4aromerocss ¢ YyKa3aHMEM CHELHUATUCTOB M JIONYCTUMOH Harpysku
(KoM4ecTBa 4acoB B HEJICIIIO).

JUIst  OCyIIecTBIEHUSI NPOUEAYp TEKYIIEro KOHTPOJS YCIEBAEMOCTH H
IPOMEXYTOUHOM aTTecTanuu, oOydaroluxcs Npu HEOOXOIUMOCTH, MOTYT OBITh
co3manbl  (OHIBI OLIEHOYHBIX CPEACTB, aJanTHUPOBAaHHBIC IS JIHMI C
OTPaHUYECHHBIMA  BO3MOXKHOCTSMH  370POBbS M  TO3BOJIAIOIIME  OLICHUTH
JOCTH)KEHHE MMH 3aIUIAHMPOBAHHBIX B OCHOBHOM 00pa30BaTeNIbHOM MpOrpaMMme
pe3ynpTaToB OOydeHHsT M YpPOBEHb CGHOPMHUPOBAHHOCTH BCEX KOMIIETECHIIUH,
3asBJICHHBIX B 00pa30BaTeIbHON MPOTPaMME.

@opma MNpOBEICHMS TEKyIIEM M WTOrOBOM aTTecTaluy JUId JHUL C
OrpaHUYECHHBIMA  BO3MOYKHOCTSIMU  3[I0pPOBbsSI  YCTaHABIMBACTCA C  Y4YETOM
UHAMBUIYAIBbHBIX NCUXO(QU3NYECKUX OCOOeHHOCTeH (YCTHO, NHMCbMEHHO (Ha
Oymare, Ha KoMmIbloTepe), B (hopme TecTupoBaHus u T.1.). IIpu HEeoOxoammocTu
CTYJEHTY NPEIOCTaBISIETCS JOIOIHUTEIBHOE BpeMs ISl NOATOTOBKM OTBETA Ha
3a4eTe WM dK3aMEHE.

dopma mpoBenEHUS MPAKTUKU i1 OOydyaroluxcs U3 4uciaa JHI ¢
OTrpaHMYEHHBIMU BO3MOKHOCTSIMU 3/10POBbs (MHBAJTUAHOCTBIO) YCTAHABIMBAETCS C
Y4€TOM HHJMBHUAYAIbHBIX ICUXO(PU3MYECKHX OcOoOeHHOcTed B  (dopmax,
aJanTUPOBAHHBIX K OrPAaHUYEHUSM HUX 370pPOBbSI W BOCHPHUATHS HH(POPMALMH
(YCTHO, MMCHbMEHHO Ha Oymare, TMCbMEHHO Ha KOMITBIOTEPE U T.I1.).

Bbibop MecT mNpoXoxkAeHHs TMPAaKTHK [ MHBAaJWAOB MW JIMI C
OTpaHUYECHHBIMU BO3MOXHOCTAMH 370poBbsi (OB3) mpousBoauTCsS C ydyeTom
TpeOOBaHUM MX JOCTYNHOCTH JJsi JaHHBIX OOyYaroOIIMXCsl U PEKOMEHIAluu
MEIUKO-COLIMAIBHOM  3KCIEPTU3bl, a TaKKe WHIMBHIYAIbHOW Iporpamme
peaOuIUTallMd WHBAIW/A, OTHOCHUTEIBHO PEKOMEHJOBAHHBIX YCIOBUI M BHIOB
TpyZJa.

[Tpu HanpaBneHun uHBanMKUIa U obyyatonierocss ¢ OB3 B opranuszanuio uiu
OpEeaNpUITUE ISl IPOXOXKICHUS MPELyCMOTPEHHON Y4€OHBIM IJIAHOM IPAKTHKU
PITY cornacoBbiBaeT ¢ opranu3zanuen (IpeanpusiTUEM) YCIOBHS U BUABI TPyJia C
YYETOM PEKOMEHIAIUMKA MEAUKO-COLMAIbHON SKCNEPTU3bl U HUHAWBUAYAIBHOU
nporpaMmbl peabunuranuu uHBanMMaa. I[lpu HEOOXOIMMOCTH ISl MPOXOKACHUS
MPaKTUK MOTYT CO3/1aBaThCsl CIELMANIbHbIE padoyuMe MecTa B COOTBETCTBHM C
XapakTepOM HapYILIEHUWH, a TakKkKe C Y4YeTOM MNPOPECCHOHAIBHOIO BHJIA
NEeATEIbHOCTH W XapakTepa TpyAa, BBIIOJHIEMBIX O0y4YarOIIUMCA-UHBAIUIOM
TPYJIOBBIX (PYHKITHIA.

3amura OTYeTa MO TMpPaKTHUKE Uil OOy4yalollUXcs U3 4Yucia JIML ¢
OrpaHUYEHHBIMUA BO3MOXHOCTSIMH 3/I0POBbSI OCYIIECTBIIIETCS C MCIOJIb30BAHUEM
CpEICTB OOIEro M CIEUUalTbHOrO Ha3HaueHusa. llepeyeHb HCMONIB3yeMOTro
MaTepUaIbHO-TEXHUYECKOTO 00eCTIeUeHUs:

e yyeOHbIE ayJIUTOpPUH, OOOpYIOBaHHBIE KOMIIBIOTEpAMH C BBIXOJIOM B
UHTEPHET, BUJECONPOEKIIMOHHBIM 000pYIOBAaHUEM I MPE3EHTALUM, CPEICTBAMU
3BYKOBOCIIPOU3BEICHHUS, DKPAHOM;

e Oubimoreka, wumewomas  paboune  Mecrta g OOydarommxcs,
000py1I0BaHHBIE JJOCTYNIOM K 0a3aM JaHHBIX U UHTEPHETOM,;
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® KOMIBIOTEPHBIE KIIACCHI;

e aynutopusi LleHTpa compoBOXIEHUSI OOYyYaroIIMXCSl ¢ WHBAJIUIAHOCTBIO C
KOMIIBIOTEPOM, OCHAIICHHAS CIICHUATM3UPOBAHHBIM IIPOTPAMMHBIM 00ECTIEUeHUEM
JUIS CTYACHTOB C HAapyIICHUSAMM 3pPEHHUsS, yCTPOWCTBaMHU JUIsl BBOJA W BHIBOJA
roJIOCOBOM MH(OpMaIINH.

JUia v ¢ HapymIeHUsSMU 3PEHHS MaTepHalbl MPEIOCTaBIAIOTCS B (Qopme
AIIEKTPOHHOTO JJOKYMEHTA W/WIK B TIeYaTHOUN (popMe yBETHMUEHHBIM HIPUPTOM.

Jis nun ¢ HapylmIeHUsSIMH ClIyXa MaTepHasibl MPEeJOCTaBISAIOTCA B (Qopme
AJIEKTPOHHOTO JJOKYMEHTA H/WIK B TIeYaTHOU (opme.

JUia 5un ¢ HapylmeHUsIMH ONOPHO-ABUTATEIBHOIO ammapaTa MaTepuaibl
IPEIOCTABIAIOTCA B (DOpPME IEKTPOHHOTO JOKYMEHTA W/WIK B IEYaTHOM popme.

3amuTa oTYeTa MO MPAKTHUKE JUIS JIUL C HAPYILIEHUSMHU 3PEHUS MPOBOJIUTCS B
ycTHOM (opme Oe3 mpenocTaBieHUs oOydarommxcs mpeseHTanuu. Ha Bpems
3alUTBl B AyJUTOPUU JIOJDKHA OBITh oOecrieyeHa IIOJIHAs — TUIIMHA,
IPOAODKUTEIBHOCTD 3allIUThl yBEJIMYUBAeTCs 10 1 yaca (Ipu HEOOXOAUMOCTH).
["apanTHpyeTCcs OOMyCK B ayJUTOPHIO, TAE€ MPOXOIUT 3allMTa OT4YeTa, COoOaKu-
NPOBOJHMKA TPU HAIMYUU JOKYMEHTA, MOATBEPKIAIOIIETO €€ CIeHUuaTbHOe
oOydeHue, BBIIAaHHOTO TIO (GOpME U B TMOPSAKE, YTBEPXKICHHBIX MPHKA30M
Muntpyna Poccun ot 22.06.2015 Ne 386H.

Jlis w1 ¢ HapyIICHUSMH CIyXa 3alliTa MPOBOAUTCS 0€3 MpeaoCTaBICHHUS
YCTHOTO JOKJana. Bompockl KOMHUCCHMU W OTBETHI Ha HUX MPEIACTABISIOTCS B
nucbMeHHoW ¢opme. B ciywae HeoOxomumoctu, PITY obecneunBaer
IPEIOCTABIIEHUE YCIYT CYpIONIePEBOAUNKA.

Jis  oOywarouxcs ¢ HapylIIEHUSMH ONOPHO-IBUTATENILHOTO ammapara
3alUTa MTOrOB TNPAKTUKKM NPOBOAUTCS B ayJUTOPUH, OOOpPYIOBAaHHOM B
COOTBETCTBUM C TpeOOBaHUAMM JoOCTynHOcTU. [lomemieHus, rae MOryr
HaXOAMUTbCS JIIOAM Ha KPEC/Iax-KOJIACKAX, JOJDKHBI pa3MeIlaThCs Ha YPOBHE
JOCTYITHOTO BXOJ]a UM MpEeAyCcMaTpUBaTh NaHAYChl, IOJbEMHbIE MIATPOPMBI AJIs
JIOACH C OTrpaHUYEHHBIMH BO3MOXKHOCTSAMHU WM JU(THL. B aymutopuu JOMHKHO
OBITH MPEAYCMOTPEHO MECTO ISl pa3MEIEHHs 00yJaroerocsi Ha KOJsiCKe.

JlononHuTenbHble  TpeOOBaHMS K  MaTepHaIbHO-TEXHUYECKON  0ase,
HEOOXOMMOM JIJIsl IPEICTABIICHHS OTUETa MO MPAKTHKE JIMIIOM C OTPaHUYCHHBIMU
BO3MOXKHOCTSIMH 37I0POBbsI, 00y4JaOIINHACS TOJDKEH MPEJOCTaBUTh Ha Kadeapy He
MO3/IHEE, YeM 3a JIBa MeCsIa 10 MPOBEACHUS MPOLIETYPhI 3aIIUTHI.
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MpunoxeHue 1

AHHOTaUuA

O3HakoMUTENbHAS MPAKTHKA peanu3yeTcss Kadeapod JTOKYMEHTOBEACHHS,
AYAHUOBU3YAJIBHBIX W HAYYHO-TCXHHUYCCKHUX aApPXHBOB (baKynLTeTa APXUBOBCACHUA U
JIOKYMEHTOBEIeHHsI MICTOpHKO-apXUBHOTO HHCTUTYTA.

[{enp MpakTUKU: U3yYEHHUE BUJOBOIO COCTaBa JOKYMEHTOB, UCIIOJIb3YEMBIX
B JICATEIIbBHOCTH KOHKPETHOW OpraHu3aluy, MOpsSAKa M OCOOEHHOCTEH UX
odopmieHUS, perjiaMeHTaluu JIOKYMEHTHPOBAHUS yIpaBJICHUECKON
NEATEIBbHOCTH.

3aa4uu MPAKTUKU:

- U3Y4YUTh W TMPOAHAIM3UPOBATH HOPMATHUBHO-TIPABOBBIE U HOPMATHUBHO-
METOJANYECKUE TOKYMEHTHI, OINPEACNSIIONINE TMOPSIAOK JOKYMEHTHUPOBAHUS
NEATETLHOCTH OPTaHM3alluii® W yIpPaBJIeHYECKUX IIPOLECCOB  (yCTaBBl,
MOJIOKSHHU S, PABUJIA, MHCTPYKIINH, PETJIAMEHTHI U T.I1.);

- COCTaBUTh MPEJCTABIECHUE O CHCTEMaxX JOKYMEHTAllMd, CO3/1aBa€MbIX B
OpraHu3allNy;

- BBIIBUTh OCOOCHHOCTH COCTaBJCHHS W OGMOPMIICHUS OTACIbHBIX BHJIOB
JOKYMEHTOB,

- cAenaTh BBIBOJBI O COOJIIOJICHUM OpraHu3alMel CYIIECTBYIOIIMX HOPM H
npaBuil TIOKYMEHTUPOBAHUS YIIPABIEHYECKON A TENbHOCTH.

- MOJYYUTh HaBBIKUA cOOpa, aHaIM3a JOKYMEHTOB, IOATOTOBKUA U OOPMIICHUS;

- 3aduKcHpoBaTh B Tpaduke U OTUETE MOITYYCHHBIC CBEJCHUS U PE3yJIbTAThI
BBITIOJIHEHHOM paOOTBHI.

[Ipaktuka  HampaBieHa Ha  (QOPMUpPOBAHHE  YHUBEPCAIBHBIX U
oO1enpodeccCuoHaTbHBIX KOMIIETESHITHIA:

OIIK-1. CriocobeH npuMeHATh Ha 6a30BOM ypOBHE 3HAHUS UCTOPUYECKUX HAYK

! B nporpamme TepmuH "opranu3anysa” UCHOb3yeTcs Kak 0000IIAIONINH, MPAKTHKA MOKET HPOXOJHUTh B
YUPEKICHUH, TIPEIIPUITHH, HUPME, KOMIAHUH U 1.
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IpU pelleHny 3a7a4 B cepe cBoei mpodecCHOHaTbHON AeSITebHOCTU

OI1K-2. Crioco0eH Hax0IUTh OpPraHU3aIllMOHHO-YIIPABICHUECKUE PEUICHUS TIPU
pelieHnu 3a7ad B cepe cBoei MpoPecCUOHAIBHON A TENbHOCTH

OIIK-3. CriocoOeH MpUMEHATh TEOPETUUECKHUE 3HAHUS ISl pEIICHUS
MOCTABJICHHBIX 33J1a4 B 00J1aCTH IOKYMEHTOBEJICHUS U apXUBOBEICHUS

OI1K-4. CriocoOeH nmoHuMaTh MPUHITUIIEI PpA0OTHI COBPEMEHHBIX
MH(OPMAITMOHHBIX TEXHOJIOTUH U UCTIOJIB30BaTh UX JUIsl pEUICHUS 3a/1a4
npodecCUOHaNBbHOM eI TeIbHOCTH

OIIK-5. CriocoOeH caMOCTOSITENNBHO paboTaTh C Pa3IMUYHBIMU UCTOUHUKAMU
uH(OpMAIUU U IPUMEHITH OCHOBBI MH(OPMAIIMOHHO-aHATUTHYECKOM
JEATETLHOCTH MPHU PEIICHUH MPOPECCUOHATBHBIX 3a1a4

YK-1. CnnocoOeH ocymiecTBIATh MOUCK, KPUTUUECKUN aHAJIU3 U CUHTE3
uH(popMaIu, TPUMEHATh CUCTEMHBIN MOIXO/ ISl PEIICHUS TOCTABICHHBIX
3aj1a4

VYK-2. Criocoben onpenensath KpyT 3a/1ad B paMKax MOCTaBICHHOW 11U U
BBIOMPATH ONTUMAJILHBIE CIIOCOOBI UX PEIICHUS, HCXOAS U3 JCHCTBYIOIINX
MPABOBBIX HOPM, UMEIOIIIUXCS PECYPCOB M OTPAHUUCHUN

VYK-3. CriocobeH oCylIecTBISTh COIIUATBLHOE B3aUMOICHCTBUE U PEATM30BhIBATh
CBOIO POJIb B KOMaH/IE

YK-4. Cnoco0OeH ocyIIecTBIATh AET0BYI0O KOMMYHHUKAIUIO B YCTHOM U
MUCbMEHHOM (hopMax Ha rocygapcTBeHHOM si3bike Poccuiickoit denepanuu u
MHOCTpaHHOM(BIX) sI3bIKE(aX)

YK-5. CniocoGeH BoCIIpuHUMATh MEXKKYJIbTYpHOE pazHooOpa3ue 0011ecTBa B
COLIMAJIbHO-UCTOPUYECKOM, ITHUECKOM U (PUIIOCOPCKOM KOHTEKCTAX
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YK-6. CriocoGeH ynpaBiisiTb CBOUM BPEMEHEM, BBICTPAUBATh U PEATN30BBIBAThH
TPAEKTOPUIO CAMOPA3BUTHUS HA OCHOBE NMPUHIIMIIOB 00pa30BaHUsI B TEUCHUE BCEH
KUZHU

YK-7. Cnoco0GeH noaaepuBaTh JOJKHBIN YPOBEHBb (U3UYECKOM
MOATOTOBJICHHOCTH JIJIsI 00€CTICUCHUS TOJTHOIICHHON COMAIBHON 1
npodecCHOHaNBEHOM TSI TETEHOCTH

VYK-8. CnocoOeH co3aaBaTh U NOJJIEPKUBATH B IOBCEIHEBHOM KU3HU U B
po(hecCHOHATIBHOM JeATEIbHOCTH 0€30IacHbIe YCIOBHSI )KU3HEAEATEIbHOCTH
JUTSL COXpaHEHUs] IPUPOJIHOM Cpeibl, 00ECeYeHUs! yCTOMYMBOTO Pa3BUTHS
oOLIECTBa, B TOM YMCJIE MPU YTPO3€ U BOBHUKHOBEHUU YPE3BbIYANHBIX CUTYaI[Ul
Y BOCHHBIX KOH()JIUKTOB

VYK-9. CriocoOeH ucmonb30BaTh 0a30BbIe 1€(PEKTOIOrMYECKUE 3HAHUS B
COLIMAJIBHOM U TIpo(hecCHOHaIbHOM cdepax

YK-10. Crioco6en mpuHUMaTh 000CHOBAaHHBIE SKOHOMUYECKUE PEIICHUS B
Pa3TUYHBIX 00JIACTIX KUZHEACITEIbHOCTH

VYK-11. Cnocoben ¢popMHpoBaTh HETEPIUMOE OTHOIIEHHE K KOPPYIIITUOHHOMY
HOBEJICHUIO

[To mpakTuke mpeaycMOTpEeHa MPOMEXKYTOUHAs aTTecTalus B popme 3auera
C OLICHKOM.
OO6miast TPyAOEMKOCTh MPAKTUKU COCTaBJsieT 3 3ayeTHbIX eauHuibl, 108

qacCoOB.
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NMpunoxeHue 2

MPA®UK NMPOXOXOEHUA NMPAKTUKA

Jara (naTbI) Paznes npakTukmn OtMmerka o
BBINOJTHEHHH

HWuauBuayaibHoe 3a1aHie HA IPAKTHKY
(cocraBisieTcst pyKOBOAMUTENEM NPAKTUKHU OT Kadenpbl)

P YKOBOJAUTCJIb IIPAKTUKU

ot xadeaps /
(ToIHCB) (®.1.0.)

PykoBoauTtens npakTuKu

OT OpPTraHu3alun /
(moamnuce) (®.1.0.)

lpunoxeHue 3
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®OPMA TUTYJIbHOIO JIUCTA OTYETA

MUHOBPHAYKU POCCUHN
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e gs®
DenepanbHOE rOCY1apCTBEHHOE aBTOHOMHOE 00pa30BaTeIbHOE YUPESIKACHUE
BBICIIEro 00pa3oBaHus
«Poccuiickuii rocy1apcTBeHHbI T'YMAHUTAPHBIN YHHBEPCUTET

(PrAoOY BO «PTTVY»)

Hoar g

Hcmopuxo-apxueHulii uncmumym
Daxynomem apxugoseoenus U OOKYMeHMOo8eOeHUs

OTuéT 0 MPOXOXKIAECHUH MPAKTUKU

Yuebnas npaxmuxa.
O3HakomumenvHas NPaxkmuxa.

46.03.02 «[okymenmoseoenue u apxugogeoeHue
Hpogunv: «HUnpopmayuonno-00KyMeHmayuoHHoe obecneyerue YnpasieHus»
YpoBeHb kBaju(UKAINYU BBITYCKHUKA (Daxanasp)

®dopma 00yIeHHUS (0UHAA, OUHO-3A0YHASA, 3A0YHAS)

Crynenra/ku _ Kypca
..... (hopMmBI OOYUCHHS

PyKOBO,Z[I/ITeJ'IB IIPAKTUKH

Mocksa 2025 r.
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MpunoxeHue 4

OBPA3EL OPOPMJIEHUA XAPAKTEPUCTUKN C MECTA
NMPOXOXAOEHUA NMPAKTUKA

Xapakrepucruka®
Ha CTYJIEHTa/TKy __ Kypca
(akysbTeTa apXMBOBEICHHS U TOKyMEHTOBEICHHUS
Poccuifckoro rocy1apcTBEHHOTO T'yMaHUTAPHOTO YHHBEPCUTETA
(®HO)

(®HO) npoxonun/a y4eOHYIO0 NPAKTHKY (03HAKOMHTEIbHYIO NPAKTUKY) B
Ha JIOJDKHOCTH .
3a BpeMs MPOXOKICHHUS MPAKTUKH 00yJarUIUKACA/00ydaroniasics
03HaKOMHUIICA/TACh C: ,
BBITIOJTHSLII/a
ydacTBOBaj/a B

3a BpeMs MPOXOXKICHUS NPAKTHKU (®HO) 3apexomenpoBai/a cebs  Kak

OreHKa 3a MPOXOKJICHUE TPEITUTIIOMHON MPAKTUKH — « ».

PykoBoauTens npakTuKu
OT OpraHu3aluu (@H0)

(0oama)
(noonucw)

3 OdhopmrnisieTcs Ha OnaHke opraHmsauuu, 3aBepsieTcs nevaTbio ( NPU HanM4umm).



